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#P 0FI,MU AM1FDF\YL  View 8[A 5;\N SZMP  
$P Paragraph  marks VG[  formatting marks DF\YL spaces G[  lGXFGL SZM q lGXFGL N}Z 
SZMP  
5P saving options G[ ;[8 SZJF save 0FI,MU AM1FG[ S,LS SZM   lR+P &#P 
  

$P(P 0MSI]D[g8DF\ VCL\ TCL\ OZJ]\4 0MSI]D[g8G[ p5Z GLR[ SZJ]\ s:S|M,L\U f  
GLR[G]\ 8[A, 0MSI]D[g8DF\ VCL TCL\ OZJF J5ZFTL SL VG[ SL SMdALG[XGGL IFNL WZFJ[ K[P  
 
  SL s SLhf G]\ GFD  S;"ZG[ GLR[ D]HA B;[0[ K[ 

    Up arrow, Down Arrow 
    Left, Right Arrow 

V[S V1FZ p\R[ GLR[ 0FA[ VG[ HD6[  

    Ctrl+ Right Arrow 5KLGM XaN  
    Ctrl+ Left Arrow VUFpGM XaN 
     Home ,L8LGL X~VFTDF\ HJF  

    End ,L8LG[ K[0[ HJF  
    Ctrl + Home 0MSI]D[g8GL X~VFTDF\ HJF  
    Ctrl + End 0MSI]D[g8G[ V\T[ HJF  

    Ctrl +  Page Up VFU/GF 5FGFGL X~VFTDF\ HJF  
    Ctrl + Page Down 5KLGF\ 5FGGL X~VFTDF\ HJF  
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$P)P ,L8L q OSZFG[ p5Z GLR[ SZJF s:S|M,L\Uf4 h05L :S|M,L\U VG[ 5FGF 
O[ZJJFo  
 

 
!P 0MSI]D[g8DF\ V[S 5FG]\ p5Z GLR[ HJF Page Up VG[ Page Down SL J5ZFI K[P  
ZP J0"GL  :S|LGGL HD6L AFH]V[ pEF :S|M,AFZG[ O[ZJJFYL J0"GL :S|LGG]\ 5FG]\ p5ZqGLR[ YFI K[P 
#P J0"GL :S|LGGL GLR[GL AFH]V[ VF0F :S|M,AFZG[ O[ZJJFYL J0"GL :S|LGG]\ 5FG]\ 0FA]\ q HD6]\ OZ[ K[P 
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5P ,BF6 8F.5 SZJ]\ VG[ T[DF\ ;]WFZF JWFZFo 
 

5P! OSZF VG[ 8[AG]\\ ;[l8\U4 ,BF6GL 5;\NUL4 S84 SM5L VG[ 5[:8 OSZMVMG[ 
:J~5[ VF5J]\P  

J0"DF\ H[8,LJFZ Enter SL NAFJM KM T[8,LJFZ GJM OSZM AG[ K[P J0"GF OSZFVMGF V\T[ C\D[XF 
5[Z[U|FO DFS" CMI K[P 5[Z[U|FO DFS" ;FDFgI ZLT[ View D[G]DF\YL K}5FJL XSFI K[ 5Z\T] T[ H[ OSZFG[ K[0[ 
CMI K[ T[G]\ TDFD OMD["8L\U ;\U|C SZL ZFB[ K[P 

 
 ,L8L JrR[ HuIF ZFBJL sLine Spacingf 
 0MSI]D[g8GL l0hF.G SZJF VG[ JW] JF\RL XSFI T[J]\ AGFJJF Spacing J5ZFI K[P T[ 
,L8LVMDF\ DF5JFDF\ VFJ[ K[P Default sV;, ;[8L\Uf Spacing, Single sV[S ,L8LG]\ CMI K[P J0"DF\ 
TD[ TDFZF ,BF6DF\ ,L8L JrR[GL HuIF AN,L XSM KMP TD[ Spacing V[S4 A[ VYJF NM- ,L8LVMGL 
ZFBL XSM KMP 
 ,L8LVMGF Spacing G[ ;[8 SZJF GLR[ D]HA SZM o 
!P H[ 5[Z[U|FODF\ HuIFVM ZDBJL CMI T[ 5;\N SZMP 
ZP Format D[G]DF\YL Paragraph lJS<5 5;\N SZMP 
    Paragraph 0FI,MU AM1F GLR[ D]HA N[BFX[P       
#P Indents and Specing 8[A 5;\N SZMP 
$P Line Spacing  GF\ 0=M50FpGD[G]DF\YL V[S lJS<5 5;\N SZMP 
5P At GF\ IFNL AN1FDF\YL V[S J[<I] sDF5f  GSSL SZMP 
&P 0FI,MU AM1FG[ A\W SZJF OK 5Z S,LS SZMP 

OSZF JrR[ HuIF ZFBJL ov 
 TD[ Paragraph 0FI,MU AM1F JF5ZLG[ OSZFGL VFU/ VG[ 5FK/ S[8,L HuIF ZFBJL HM.V[ 
T[ GSSL SZL XSMP 
 OSZFGL VFU/ VYJF 5FK/ ;O[N HuIFGL V[S ,L8L pD[ZJF GLR[ D]HA SZM o 
!P OSZM sOSZFVMf 5;\N SZMP 
ZP Paragraph 0FI,MU AM1F BM,MP 
#P Indents and Specing 8[A 5;\N SZMP 
$P Before VG[ After AM1FDF\ 5;\N SZMP 
5P OK  A8GG[ S,LS SZMP 

 Tab ;[8  SZJL ov 
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 h05L VYJF 5|DF6DF\ ;Z/ IFNL AGFJJF Tabs J5ZFI K[P Tab GL DNNYL SFD SZJFG]\ A[ 
EFUGL 5|lS|IF K[P 5|YD TASSM Tab GF ZMSFJFGL HuIF GSSL SZJFGM K[P Word DF\ 5F\R 5|SFZGF
 Tab Stop VF5L XSFI K[P Left, Center, Right,Decimal s5}6F"\Sf VG[ Bar       
8[APDefault sVF5D[/[f Tab Stop left CMI K[PTabs JF5ZJFDF\ ALH]\ 5U,]\ 0MSI]D[g8G[ 8F.5 
SZJFDF\ VFJT]\ CMI tIFZ[ 5KLGF Tab Stop 5Z HJFG]\ K[P D}/ Tab Stop GL l:YlT _P5 >\R sV0WM 
>\\Rf GL K[P  

Tab Stop ;[8 SZJF ov 
 Tab  0FI,MU AM1F JWFZFGF Tab  ;\A\WL ,1F6M 5}ZF 5F0[ K[PWord DF\ Tab leader 56 K[ 
H[ 8[18G[ JF\RL XSFI T[JL AGFJ[ K[P Tab leader V[8,[ ,BF6GF A[ TtJM JrR[ pD[ZJFDF\ VFJTL 
85SF\VMGL CFZDF/F VYJF 0[; sVF0L ,L8LVMfP 
 Tab Stop G[  Tabs 0FI,MU AM1FGL DNNYL GLR[ D]HAGF TASSFVMDF\ ;[8 SZL XSFI K[P 
!P OSZFG[ 5;\N SZMP 
ZP Format  D[G]DF\YL Tabs  lJS<5 5;\N SZMP 
 Tabs 0FI,MU AM1F GLR[ D]HA N[BFX[P   lR+v&5P 
#P 5}6F"\\\S ;\bIF JF5LZG[ Tab Stop GL l:YlTGF BFGFDF\ l:YlT 8F.5 SZMP 
$P TDG[ H[ 5;\N CMI T[  Tab GL l:YlT 5;\N SZMP Left, Center, Right, 5}6F"\SsDecimal f 
VYJF Bar sAlingment  U|]5DF\YLf 
5P Tab leader GL :8F., s!f S\. GlC\ snonef sZfPPPPPs85SF\JF/L 8[A DF8[f s#fPPPPPP0[; 
s,L8FJF/L lGXFGL DF8[ VYJF s$f GLR[ ,L8L NMZ[, ________ DF8[ 5;\N SZMP  
&P Tab Stop ;[8 SZJF ;[8 A8G 5Z S,LS SZMP  
*P OK  A8G S,LS SZMP 
 Tab ;[8L\UG[ N}Z SZJF Tabs 0FI,MU AM1FDF\ Clear  A8G JF5ZLG[ Tabs N}Z SZMP 
 
,BF6G[ Indent s5[8F CF\l;IFf VF5JF\P ov 
     .g0[g8L\\U TDFZF\ ,BF6G[ VF\BG[ JW] UD[ T[J]\ AGFJ[ K[P Indent G[ CF\l;IFDF\ pD[ZFJFDF\ VFJ[ K[P 
H[YL ;O[N HuIF JW[ K[ VG[ BF; OSZF DF8[GL ,BF6GL HuIF 38[ K[P  
         TD[ TDFZF ,BF6G[ GLR[GFGL DNNYL .g0[g8 SZL XSM KM ov 
Ruler 
Paragraph  0FI,MU AM1FP             

 Ruler   JF5ZLG[ ov 
  Ruler  AFZGL DNNYL 0FAF VG[ HD6F .g0[g8G[ ;[8 SZJF DF8[GF TASSF GLR[ D]HA K[o 

!P H[ OSZF sOSZFVMf DF8[  Tabs ;[8 SZJFGL CMI T[G[ 5;\N SZMP  
ZP l+SM6 VFSFZGF IMuI .g0[g8 DFS"ZG[ .lrKT HuIF ;]WL NXF"JM VG[ B[\RL HFJP TD[ DFp;G]\ A8G 
KM0XM tIFZ[ H6FjIF D]HA ,BF6G]\ .g0[g8 Y. HX[P  

Paragraph 0FI,MU AM1F JF5ZLG[ov 
           Paragraph  0FI,MU AM1F JF5ZLG[ TD[ 0FAF4 HD6F 5|YD ,L8L VG[ ,8STF sHangingf 
.g0[g8 H6FJL XSM KMP Paragraph 0FI,MU AM1F JF5ZLG[ ,BF6 DF8[ .g0[g8 ;[8 GLR[ D]HA SZL 
XSFI K[o 
!P H[ OSZFG[ .g0[g8 SZJFGM CMI T[ 5;\N SZMP  
ZP Format D[G]GF Paragraph lJS<5G[ 5;\N SZMP Paragraph 0FI,MU AM1F N[BFX[P  
#P Left  VYJF  Right  .g0[g8 AM1FDF\ :5Q8 H6FJMPTD[ BF; 0=M5 0FpG AM1FDF\YL  First Line 
VYJF  Hanging .g0[g8 56 5;\N SZL XSM KMP  
$P  By  :5LG AM1FDF\ SM. J[<I] 5;\N SZMP  
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5P  OK  A8G 5Z S,LS SZMP  
,BF6 5;\N SZJ]\ ov 
 HIFZ[ TD[ ,BF6 SZM KM tIFZ[ TDFZFYL E},M YJFGL B}A XSITF ZC[ K[ VF E},G[ ;]WFZJFG[ 
V[0L8L\U SC[ K[P J0" 5|M;[;L\U 5[S[HDF\  Editing Text  V[S VUtIG]\ OLRZ K[P  
 N:TFJ[HDF\ SM.56 ;]WFZF JWFZF s EditingfG]\ SFI" SZJF ,BF6G[ 5;\N SZJFG]\ ZC[ K[P  
,BF6 5;\N SZJFGF\ 5U,F GLR[ D]HA K[o 
!P H[ ,BF6 5;\N SZJFGL K[ T[GL XZ]VFTDF\ S;"Z D}SMP  
ZP DFp;G]\ 0FA]\ A8G NAFJL ZFBM VG[ DFp;G[ 5;\N SZJFDF\ VFJGFZ ,BF6GL VFZ5FZ SM.56 
lNXFDF\ B;[0MP  
v 5;\N YI[, ,BF6 CF.,F.8 sa<I] Z\UDF\ N[BFX[Pf YX[P 
Cut sN}Z SZJ]\ f  
!P S8 sN}Z SZJFGL f SZJFGL 8[1FG[ 5;\N SZMP  
ZP  Edit D[G]DF\YL  Cut lJS<5 5;\N SZM VYJF :8Fg00"  8},AFZGF\ Cut A8GG[ S,LS SZM VYJF 
,BF6 5;\N SZL Ctrl sS\8=M, SL f +  *  sSLf NAFJMP  
Copy s GS, f ov 
!P H[  ,BF6GL GS, SZJFGL CMI sCopyf T[G[ 5;\N SZMP  
ZP  Edit D[G]DF\YL Copy lJS<5 VYJF :8Fg00" 8},AFZGF\ Copy A8GG[ S,LS SZMP VYJF ,BF6 
5;\N SZL  Ctrl VG[  + C SL NAFJMP  
Paste sRM\8F0Mf ov 
!P HIF\ ,BF6G[ RM\8F0J]\ sPastefCMI tIF\ S;"Z D}SMP  
ZP Edit D[G]DF\YL  Paste lJS<5 5;\N SZM VYJF :8Fg00" 8},AFZDF\YL Paste A8GG[ S,LS SZM VYJF 
,BF6 5;\N SZLG[ Ctrl VG[ V SL NAFJMP  
 

5PZP OMg8 sV1FZf VG[  T[GF\ SNGL 5;\NUL Bold s3F8Ff Italic s+F\;Ff VG[                  
 Underline sGLR[ ,L8Lfo 
 SM. N:TFJ[HG[ OMZD[8L\U SZJF s :J~5 VF5JFf DF\ OMg8 VG[ T[G]\ SN4 ,BF6G[ l:YlT VF5JL4 
,BF6G[  SM,DDF\ JC[\RJ]\ 4 ,L8L VG[ OSZF JrR[GL HuIF V[0H:8 SZJL VG[ CF\l;IF ;[8 SZJFGM 
;DFJ[X YFI K[P GLR[GF\ lJEFUDF\ TD[ ,BF6G[ S. ZLT[ :J~5 VF5J]\ sFormatf T[  lXBXMP  
OMg8 VG[ :8F., AN,JF ov  
 N:TFJ[HDF\ ,BF6 S. ZLT[ VYJF :8F.,DF\ NXF"JJFDF\ VFJ[ K[ T[ OMg8 NXF"J[ K[P H]NFvH]NF 
OMg8 H]NF H]NF V1FZM VG[ lGXFGL WZFJ[ K[P Word OMg8 VG[ OMg8GL :8F., AN,JFGL 36L ZLTM 
NXF"J[ K[P H[ ,BF6G[ :J~5 VF5JFG]\ K[ T[G[ 5|YD 5;\N SZJFGL ZC[X[P  
OMg8GL :8F., AN,JFGF\ TASSFVM GLR[ D]HA K[ ov  
!P H[ ,BF6GF\ OMg8 AN,JFGF\ K[ T[G[ 5;\N SZMP  
ZP OMD["8L\UDF\ 8},AFZ OMg8GF\ ,L:8 AM1FG[ HD6L AFH]V[ VFJ[,  Down V[ZM 5Z S,LS SZMP  
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GLR[GL VFS'lTDF\ NXF"jIF D]HA p5,aW OMg8GL IFNL NXF"JX[P    

 
 
 
#P IFNLDF\YL V[S OMg8 5;\N SZMP  
$P GLR[ D]HA V[S VYJF JW] lJS<5M JF5ZMP  

A8GG]\ GFD  GD]GF ~5 5lZ6FD  
Bold OMg8 :8F., AN,M  
Italic OMg8 :8F., AN,M  
Underline OMg8 :8F., AN,M 

       
 OMg8;G]\ SN 5M.g8;DF\ DF5JFDF\ VFJ[ K[P BF,L HuIF4 ,L8LGL HF0F. JU[Z[ DF5JF 5M.g8 VG[ 
5LSF J5ZFI K[P V[S 5LSFGF\ !Z 5M.g8; YFI K[P VG[ V[S .\RGF\ K 5LSF YFI K[P T[YL V[S .\RGF\ *Z 
5M.g8 YFI K[P ;FWFZ6 8[d5,[8sGD]GF ~5f0MSI]D[g8 VF5D[/[ Times New Roman   
 OMg8DF\ NX 5M.g8;G]\ CMI K[P  Word  OMg8GF\ SNG[ AN,JF 36L ZLTM VF5[, K[P  
 OMg8; G]\ SN AN,JFGF\ 5U,FVM GLR[ D]HA K [Pov  
!P H[ ,BF6GF\ OMg8G]\ SN AN,JFG]\ CMI T[ 5;\N SZMP  
 
 
 
ZP OMZD[8L\U 8},AFZDF\ OMg8GF\ SNGF\ ,L:8 AM1FGL HD6L AFH]V[YL 0FpG V[ZMG[ S,LS SZM  
p5,aW; OMg8GF\ SNGL IFNL NXF"JX[P 

     
#P IFNLDF\YL OMg8G]\ SN 5;\N SZMP  

5P #P ,BF6GL l:YlT s V[,F.GD[g8f ov 
 Center sJrR[f4 Left s0FA[f4 Right sHD6[f VG[ Justify sjIJl:YTf  
 Alignment sl:YlTf V[ ,BF6G[ ;]jIJl:YT SZJFGL ZLT[ K[P T[ CF\l;IFG[ wIFGDF\ ZFBLG[ 
,BF6GL l:YlT NXF"J[ K[P Word 0MSI]D[g8DF\ ,BF6G[ lJ:T'T SZJF T[G[ 0FAL AFH]GL l:YlT s Left 
Alignmentf4 Center Alignment4 Right Alignment VG[ Justify l:YlT VF5[ K[P VF SFI" 
RFZ OMZD[8L\U 8},AFZGL DNNYL Y. XS[ K[P 
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        Word VF5D[/[ Left Alignment JF5Z[ K[P TDFZF ,BF6G[ JrR[ ZFBJF :5[;AFZ SL GCL\ 
JF5ZJFGL 8[J ;FZL K[P ,BF6G[ 0FAL AFH]V[ 8F.5 SZM VG[ TDFZF ,BF6G[ JrR[ ,FJJF            Ctrl 
+ Z A8GG[ S,LS SZMP  
HD6L AFH]V[ ,BF6 s Right Alignmentf ov 
 HM 5'Q9GF HD6F CF\l;IF ;FY[ HM0FI[, CMI TM T[ ,BF6 Right Alignment SC[JFI  K[P SM. 
OSZFG[ HD6L AFH]V[ ZFBJF OSZFDF\ SM.56 ,L8L 5Z S;"Z ZFBM VG[ OMD["8L\U 8],AFZ 5Z Right 
Alignment A8G5Z S,LS SZMP 
 
0FAL AFH]V[ ,BF6 sLeft Alignmentfov 

HM 5'Q9GF\ 0FAF CF\l;IF ;FY[ HM0FI[, CMI TM T[ ,BF6 Left Alignment ,BF6 SC[JFI K[P 
VF ,BF6GL l:YlT sAlignmentf0LOM<8 sVUFp lGITf K[P SM. OSZFG[ 0FAL AFH]V[ ZFBJF OSZFDF\ 
SM.56 ,L8L 5Z S;"Z ZFBM VG[ OMD["8L\U 8},AFZ 5Z Left Alignment  A8GG[ S,LS SZMP  
JrR[G]\ ,BF6 sCentredf  
  Center lJS<5 ;FDFgI ZLT[ DYF/]\ VG[ ,BF6G[ JrR[ ZFBJF J5ZFI K[P ,BF6GL ,L8LG[ 
JrR[ ,FJJF ,L8L 5Z S;"ZG[ ZFBM VG[ OMD["8L\U 8],AFZ Center A8GG[ S,LS SZMP  
 jIJl:YT ,BF6 s Justifiedf  
 VF OLRZ OSZFG[ 0FAF VG[ HD6F A\G[ CF\l;IF ;FY[ HM0FI[, ZFB[ K[P A[ XaNM JrR[GL HuIF 
V[JL ZLT[ V[0H:8 SZJFDF\ VFJ[ K[ S[ ,BF6GL NZ[S ,L8L 0FAF CF\l;IFYL X~ YFI K[ VG[ HD6F\ CF\l;IF 
5F;[ 5}ZL YFI K[P ,BF6GL ,L8LG[ Justify SZJF T[ ,L8L 5Z S;"ZG[  ZFBM VG[ OMD["8L\U 8},AFZ 5Z 
Justify A8GG[ S,LS SZMP  
 

5P$P ,BF6G[ :J~5 VF5J]\ OMg84 SN4 VG[ Z\U AN,JFo  
 
  FONT  0FI,MU AM1F JF5ZJ]\  
         Font 0FI,MU AM1FDF\ OMD["8L\U lJS<5MG]\ ;F{YL jIF5S S,[SXG K[P  
          Font 0FI,MU AM1FG[ BM,JFGF\ 5U,F GLR[ D]HA K[P  
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!P   Format  D[G]DF\YL  Font   lJS<5 5;\N SZMP  
GLR[GL VFS'lTDF\ H6FjIF D]HA Font 0FI,MU AM1F  N[BFX[P  slR+v&(Pf 
ZP 0FI,MU AM1FDF\YL Font4 Style 4 Size VG[ Color GL IMuI  5;\NUL SZMP 

Format Painter JF5ZJ]\P 
            VFBF 0MSI]D[g8G[ h05YL VG[ ;C[,F.YL OMD["8 SZJF Format Painter J5ZFI K[P                  
Format Painter 5;\N SZ[,F ,BF6DF\YL OMD["8 s:J~5fG[ TD[ H[ ,BF6G[ :J~5 VF5JF .rKTF CM 
tIF\ SM5L SZ[ K[P WFZM S[ TD[ V[S ,L8LG[ Times New Roman, Bold, Italic,Underline VG[ 
Left Aligned VF5[, K[P 0MSI]D[g8GF NZ[S OSZFG[ V,UYL :J~5 VF5JF SZTF\ ;DU| 0MSI]D[g8 
OMD["8 SZJF  Format Painter JF5ZL XSFI K[P  
V1FZMGF OMD["8L\UGL GS, SZJF GLR[GF TASSFVM K[P  
!P H[ ,BF6G]\ OMD["8 SZJFG]\ CMI T[G[ 5;\N SZMP  
ZP :8Fg00" 8],AFZDF\ Format Painter A8G 5Z S,LS SZMP DFp;G]\ 5M.g8Z 5[.g8A|XDF\ VG[          
I ALHFDF\ AN,L HX[P  
#P H[ ,BF6G[ :J~5 VF5JFG]\ K[ T[ 5;\N SZM ,BF6 VF5D[/[ H GS, SZ[, :J~5DF\ AN,F. HFI K[P  
$P OMD["8L\U 5]Z] YFI tIFZ[ Esc SL NAFJM VYJF OZLYL  Format Painter  A8G 5Z S,LS SZMP  

 
5P5 OSZFG]\ .g0[g8L\U4Bullets VG[  Numbering  s85SF\ VG[ G\AZ 
VF5JFfo  
,BF6G[ Indent CF\l;IF VF5JF P  
 .g0[g8L\U TDFZF ,BF6G[ VF\B[ JW] UD[ T[J]\ AGFJ[ K[P Indent  VG[ CF\l;IFDF\ pD[ZJFDF\ VFJ[ 
K[ H[YL BF,L HuIF JW[ K[ VG[ BF; OSZF DF8[GL ,BF6GL HuIF 38[ K[P TD[ TDFZF ,BF6G[ GLR[GFGL 
DNNYL .g0[g8 SZL XSM KMP  
 
 
v  Ruler. 
v  Paragraph 0FI,MUAM1F  
Ruler JF5ZLG[  
Ruler AFZGL DNNYL 0FAF VG[ HD6F .g0[g8G[ ;[8 SZJF DF8[GF\ TASSF GLR[ D]H A K[P  

 
 
!P H[ OSZFs OSZFVM f DF8[ Tabs ;[8 SZJFGL CMI T[G[ 5;\N SZMP  
ZP l+SM6 VFSFZGF\ IMuI .g0[g8 DFS"ZG[ .lrKT HuIF ;]WL NXF"JM VG[ B[\RL HFJP lR+v&) TD[ 
DFp;G]\ A8G KM0XM tIFZ[ H6FjIF D]HA ,BF6G]\ .g0[g8 Y. HX[P  
 Paragraph 0FI,MU AM1F JF5ZLG[  
            Paragraph 0FI,MU AM1F JF5ZLG[ TD[ 0FAF4 HD6F4 5|YD ,L8L VG[ ,8STF sHangingf 
CF\l;IF H6FJL XSM KMP  
Paragraph 0FI,MUAM1F JF5ZLG[ ,BF6 DF8[ GLR[ D]HA CF\l;IM VF5L XSFIP  
!P H[ OSZFGF[ CF\l;IM VF5JFGM CMI T[ 5;\N SZMP  
ZP Format D[G]DF\YL  Paragraph  lJS<5  5;\N SZMP  
     Paragraph  0FI,MUAM1F N[BFX[P  
#P Left  VYJF  Right   .g0[g8 AM1FDF\ :5Q8 H6FJMP  
 TD[ BF; 0=M5 v 0FpG AM1FDF\YL Firstline VYJF Hanging CF\l;IM 56 5;\N SZL XSM KMP  
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$P   By  :5LG AM1FDF\ SM. J[<I] 5;\N SZMP  
5P   OK A8G 5Z S,LS SZMP  
Bulleted s85SFJF/L f VG[  Numbered sS|DG\AZJF/L f IFNLVM SZJLP  
 TD[ TDFZF 0MSI]D[g8 G[ VFSQF"S VG[ JF\RJF ,FIS AGFJJF Bullets VG[  Numbers  JF5ZL 
XSM KMP TD[ Bullets and Numbering 0FI,MUAM1F JF5ZLG[ TDFZL IFNLVMG[ Bullet VYJF 
Number VF5L XSM KMP  
 
Bullets and Numbering pD[ZJF GLR[GF\ TASSFVM K[P   

 
 
!P GJL IFNLDF\ CIFT IFNL VYJF 5||SFZ 5;\N SZMP 
ZP Format D[G]DF\YL Bullets and Numbering lJS<5 5;\N SZMP  
GLR[GL VFS'lTDF\ NXF"jIF 5|DF6[ Bullets and Numbering 0FI,MUAM1F N[BFX[P slR+v*_f  
#P TDFZL  5;\NULGM A],[8 :8F.,G[ 5;\N SZMP  
$P OK A8GG[ S,LS SZMP  

 
5P&P 0MSI]D[g8;DF\ V[SALHFDF\  Cut , Copy  VG[  Pasteo 
  

HM ,BF6 VgI 0MSI]D[g8DF\ Cut  sSF5Lf VYJF Copy sGS,f SZJFGL CMI TM GLR[ D]HAGF 
:8[5 ,[JF 50X[P  
!P RF,] 0MSI]D[g8G[ B]<,]\ ZFBMP  
ZP File  D[G]DF\YL VgI V[S 0MSI]D[g8 BM,M VYJF GJ]\ 0MSI]D[g8 BM,MP  
#P H[ ,BF6 VYJF OSZFG[ ALHF 0MSI]D[g8DF\ GS, SZJFGF\ K[ T[G[ 5;\N SZMP  
$P  Edit D[G]DF\YL  Cut  VYJF  Copy lJS<5 5;\N SZMP  
5P :8Fg00" 8},AFZDF\YL  Window  G[ S,LS SZMP  
&P BM,[,F J0" 0MSI]D[g8;GL IFNL ATFJ[X[P H[DF\YL VgI 0MSI]D[g8 5;\N SZMP  
*P HIF\ ,BF6GL GS, SZJFGL K[ tIF\ 0MSI]D[g8DF\ S;"Z D]SM Edit D[G]DF\YL Paste         lJS<5 5;\N 
SZMP T[ HuIFV[ 5;\N SZ[, ,BF6 q OSZFVMGL GS, Y. HX[P  
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5P*    Tab  VG[ Tab Setting JF5ZJF4Case sGFGFq DM8F V1FZMf 
AN,JLo 
 Tab GM  p5IMUP  
 h05L VYJF 5|DF6DF\ ;Z/ IFNL AGFJJF Tabs J5ZFI K[P TabGL DNNYL SFD SZJFG]\ A[ 
EFUGL 5|lS|IF K[P  5|YD TASS[  TabGF ZMSJFGL HuIF GSSL SZJFGM K[P WordDF\ 5F\R 5|SFZGF\  
Tab Stop VF5L XSFI K[P Left 4 Center 4 Right 4 Decimal  s5}\6F"Sf VG[ Bar 8[A VF5 D[/[ 
sDEFAULTf Tab Stop V[ Left CMI K[4 Tabs JF5ZJFDF\ ALH]\ 5U,]\ 0MSI]D[g8G[ 8F.5 SZJFDF\ 
VFJT]\ CMI tIFZ[ 5KLGF Tab Stop 5Z HJFG]\ K[P D}/ Tab StopGL l:YlT _P5 .\R sV0WF .\RfGL 
K[P  
Case sGFGF q DM8F V1FZM f AN,JF\  
 
,BF6GF\ V1FZMG[  GFGFq DM8F V1FZMDF\ AN,JF GLR[ D]HA TASSFVM K[P  
!P AN,JFDF\ VFJGFZ ,BF6 5;\N SZMP  
ZP  Format  D[G]DF\YL Change case  lJS<5 5;\N SZMP  
GLR[GL VFS'lTDF\ NXFjIF 5|DFF6[  Change case  0FI,MU AM1F NXF"J[ K[P  

 
 
 
 
 
 
 
 

#P DG5;\N lJS<5 5;\N SZMP  
$P OK  A8GG[ S,LS SZMP  
 
GLR[G]\ 8[A, Change case lJS<5 s0FI,MU AM1Ff GF H]NF H]NF lJS<5M VG[ T[G]\ 5lZ6FD NXF"J[ K[P  
 
lJS<5    5lZ6FD  
 
Sentence Case  5;\N  SZ[,F JFSIMDF\ OST 5|YD V1FZG[ S[l58,sDM8Mf AGFJ[ K[P  
Lower Case   5;\N SZ[,F TDFD ,BF6G[ ,MVZ S[; sALHL V[AL;L0LGF\ GFGF  

    V1FZMfDF\ O[ZJ[ K[P  
Ipper Case      5;\N SZ[, TDFD ,BF6G[ 5|YD V[AL;L0LGF\ V1FZMDF\ sS[l58,f   

      AGFJ[ K[P  
Title Case        5;\N SZ[, ,BF6GF\ NZ[S XaNGF\ 5|YD V1FZG[ S[5L8, AGFJ[ K[P 
Toggle Case      5;\N SZ[, TDFD ,BF6DF\ ,MVZ S[;sGFGF V1FZMG[fV5Z S[;     
                                             sDM8F V1FZMf T[DH V5ZS[;G[ ,MVZ S[;DF\ AN,[ K[P  
 

5P(P  Spelling and Grammar Check   sHM06L VG[ jIFSZ6GL 
RSF;6Lfo  
 VF D]N=FGL S[8,LS AFATM VD]S EFQFFVMG[ ,FU] 50TL GYLP Micro Soft Word GF D}/;[l8U 
sDetaultf DF\ TD[ 8F.5 SZM T[GL ;FY[ Spelling VG[ Grammar G[ VF5D[/[ T5F;JFGL ;UJ0 K[P 
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H[ ;\ElJT HM06LGL E},M XaNMGL GLR[ DMHF VFSFZGL s             f ,F, ,L8LVM  VG[ jIFSZ6GL E},M 
DMHF VFSFZGL s              f ,L8LYL NXF"J[ K[P  

• TD[ V[S ;FY[ HM06L VG[ jIFSZ6 56 T5F;L XSM KMP  
• TD[ 8F.5 SZTF CMI tIFZ[ HM06L VG[ jIFSZ6GL E},M T5F;MP  

  Spelling and Grammar Check   G[ VM8MD[l8S RF,] SZJF DF8[  
!P  Tools  D[G]DF\  Options  S,LS SZM tIFZAFN  Spelling and Grammar Tab  G[ S,LS SZMP  
ZP Check  Spelling as you type VG[ Check Grammar as you type 
    R[S AM1F l;,[S8 SZM P  
#P 0MSI]D[g8DF\ 8F.5 SZMP  
$P H[ XaN GLR[ ,F, VYJF ,L,L ,L8L CMI T[G[ ZF.8 S,LS SZM tIFZAFN TDG[ 5;\N CMI T[ SDFg0 
VYJF J{Sl<5S :5[,L\U 5;\N SZMP  
V[S ;FY[ HM06L VG[ jIFSZ6 T5F;JF DF8[ 0MSI]D[g8G[ TD[ ;]WFZJFG]\ 5]Z] SZM tIF\ ;]WL 5]|OL\U sE],M 
;]WFZJFf G[ D],tJL ZFBJF VF 5wWlT p5IMUL K[P TD[ ;\ElJT HM06L VG[ jIFSZ6GL E},MG[ T5F;LG[ 
5KL NZ[S ;]WFZFG[ :JLSFZL XSMP  
 OST HM06LG[ T5F;JF DF8[4  
!P Tools  D[G]\DF\ Options  G[ S,LS SZMP  
ZP  Spelling and Grammar lJS<5G[ S,LS SZM4 :5[,L\U R[SAM1F ;FY[ Check Grammar 
AM1FG[ S,LS SZM VG[ 5KL  OK  S,LS SZMP  
#P   :8Fg00" 8},AFZD\F  Spelling and Grammar G[ R[S SZMP  
GLR[GL VFS'lT D]HA  Spelling and Grammar 0FI,MU AM1F N[BFX[P lR+ *ZP  
               Spelling and Grammar 0FI,MU AM1FG[ B}<,]\ ZFBLG[ TD[ ;LWF H 0MSI]D[g8DF\ HM06L 
VG[ jIFSZ6 T5F;L XSM KMP  
 0MSI]D[g8DF\ TDFZM ;]WFZM 8F.5 SZM VG[ Resume sOZL X~ SZMf A8GG[ S,LS SZMP  
 jIFSZ6GF ;}RGGL lJUTJFZ ;DH6 DF8[ Spelling and Grammar   0FI,MU AM1FDF\ 
Explain  G[ S,LS SZMP  

  
HM TD[ SM. XaNG[ BM8M 8F.5 SZM VG[ T[G[ BM8M NXF"JJFDF\ VFJ[ GlC\ TM sNFPTPFrom G[ AN,[ 
Form4  There  G[ AN,[  Theerf  Spelling Checker  XaNG[ K[0[ ;}RG NXF"JX[ GlC\P  
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5P)P 0=M.\U 8}<;GM p5IMUo 
 Drawing 8},AFZGF 0FIFU|FDL\U 8}<;GL DNNYL TD[ VG[S 5|SFZGF\ 0FIFU|FD sVFS'lTf pD[ZL 
XSM KMP VFS'lTVM Cycle 4 Target 4 Redial  4Venn  VG[  Pyramid           5|SFZGL CMI K[P 
lJlJW SF<5lGS J:T]VM J6"JJF VG[ 0MSI]D[g8G[ HLJ\T AGFJJF 0FIFU|FD JF5ZMP s0FIFU|FD VF\S0F 
VFWFlZT GYLf  
 Drawing 0=M.\U 8},AFZ HMJF SM.56 8},AFZ 5Z ZF.8 S,LS SZMP 8},AFZGL IFNL N[BFX[P  
 0=M.\U 8},AFZ 5Z S,LS SZMP GLR[GL VFS'lT D]HA J0"DF\ SFD SZJFGL :S|LG GLR[ 0=M.\U 8},AFZ 
N[BFX[       

 
      Curve sJ/F\Sf AGFJJMP 
! P 0=M.\U 8},AFZDF\ Auto Shapes  G[ S,LS SZM4 Lines G[ 5;\N SZM VG[ Curve  S,LS SZMP  
ZP TDFZ[ HIF\YL J/F\S X~ SZJFGM CMI tIF\ S,LS SZM VG[ 5KL DFp;G[ O[ZJJFG]\ RF,] ZFBL TD[ HIF\ 
56 J/F\S pD[ZJF .rKM tIF\ S,LS SZMP  

Flow Chart sO,M RF8"f  
 0=M.\U 8},AFZ 5Z Auto Shapes SMdALG[XGYL4 O,MRF8" VFSFZ VG[ SG[S8ZGL DNNYL 
O,MRF8" VFSFZ VG[ SG[S8ZGL DNNYL O,MRF8" NMZL XSFI K[P      

 
 

5P!_P 8[A,o 
  
 8[A,GL ,F1Fl6STF o Rows  sCFZfColumn s:T\Ef VG[ Cells sBFGF\f CFZ VG[ VF0L 
,F.GMG[ Rows sCFZf SC[ K[P pEL ,L8LVMG[ Column CFZ VG[ :T\EYL AGTF EFUG[           Cells 
SC[JFI K[P  
8[A, NMZJ]\  
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8[A, pD[ZJF GLR[GL AFATM SZMP  
!P :8Fg00" D[G]AFZDF\YL  Table 5Z S,LS SZMP  
ZP Table DF\YL  Insert 5;\N SZM VG[ 5KL 8[A, 5;\N SZMP  
GLR[GL VFS'lTDF\ NXF"jIF D]HA Insert Table 0FI,MU AM1F N[BFX[P slR+v*5f  
#P 0FI,MU AM1FDF\ IMuI BFGFDF\ Rows VG[  Columns GL ;\bIF VF5MP  
$P  OK S,LS SZMP  
 
Cell GL 5CM/F. VG[ p\RF. AN,JF\  
Cell 5CM/F. VG[ p\RF. AN,JF GLR[ D]HA SZMP  

 
!P H[  Cell GL 5CM/F. VG[ p\RF. AN,JF K[ T[ l;,[S8 SZMP  
ZP 8[A, 5Z S,LS SZL 8[A,GL  Properties  5;\N SZMP  
#P Table Properties 0FI,MU AM1F GLR[ D]HA N[BFX[ lR+v*&P 
$P  Row  8[A S,LS SZMP  
5P 0=M5 0FpG ,L:8 AM1FDF\YL CFZGL p\RF. 5;\N SZMP  
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&P  Column 8[A 5Z S,LS SZMP  
*P  Preferad width AMS;DF\YL IMuI 5CM/F. 5;\N SZMP  
   
    CellDF\ ,BF6GL l:YlT scALIGNMENTf  
!P  CellDF\ S;"Z D}SM  
ZP OMD["8L\U 8},AFZDF\  Left 4 Center S[ Right  A8GG[ S,LS SZMP  
     Cell GL GS, SZJLP  
!P H[GL GS, SZJFGL K[ T[ Cell 5;\N SZMP  
ZP Ctrl  VG[ C SL V[S;FY[ NAFJM VYJF  Edit D[G]DF\YL Copy 5;\N SZMP VYJF Table D[G]GF  
Select  DF\YL  Cell 5;\N SZMP  
#P H[ ;[,DF\ ,BF6GL GS, SZJFGL K[ T[DF\ S;"Z D}SMP  
$P  Ctrl VG[  V SL VYJF  Edit D[G]DF\YL  Paste  5;\N SZMP  
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&P  Mail MergesD[.,DH"fo  
&P! 
 

 D[.,DH"  GD}GF ~5 5+M4  85F, DF8[GF\ ,[A,4 5ZlA0LIF VYJF S[8,MUs 5]:TS IFNLVM f 
AGFJJF J5ZFI K[P  
 

 
 VF lJS<5 CJ[ GLR[GF\ SFZ6MYL jIF5S56[ J5ZFI K[PV[S XaNG[ OST J0" 5|M;[l;\Us 8F.5f 

SZTF\ JW] p5IMU DF8[ JF5Z[ K[P T[ ;DI ARFJ[ K[P 
 

 
 
T[DF\YL TD[  Excel VYJF Access sV[S;[;fDF\ ;\U|C YI[,F 0[8FG[ VYJF 0[8FA[.hG[ J0"GF\ 
0MSI]D[g8DF\ ,FJL XSM KM VYJF ;DU| 0[8FA[.hG[ J0"DF\ ,FJL XSM KMP  
 
5U,]\ v! o D]bI 0MSI]D[g8 AGFJJ]\ VYJF :5Q8 SZJ]\P  
 :8Fg00" 8},AFZDF\ New Blank Document   A8GG[ S,LS SZMP Tools D[G]DF\ Mail 
Merge  5Z S,LS SZMP lR+v** 
 D]bI 0MSI]D[g8 GLR[ Creat 5Z S,LS SZM VG[ 5KL form letters 5Z S,LS SZMP 
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5U,]\ vZ o 0[8FG]\ 5|Fl%T:YFG BM,M VYJF AGFJMP  

 
GJM 0[8F ;M;" AGFJM o HM TD[ GFD4 ;ZGFDF VG[ VgI DFlCTL 0[8F ;M;"DF\ ;\U|C SZL CMI VG[ T[G[ 
TDFZ[ Word  DF\ ;\U|C SZJFGL CMI TM VF 5wWlT JF5ZMP  
5U,]\ v# o GJM J0" 0[8F ;M;‰ AGFJM  

 
!P  Field names in header row AM1FDF\ 0[8F ;M;"DF\ H[ lO<0 sS1FFf pD[ZJF CMI T[G[ S,LS SZMP  
ZP SM. 0[8F lO<0G[ N}Z SZJF T[ lO<0G[ S,LS SZL  Remove Field name  A8GG[ S,LS SZMP  
#P SM. 0[8F lO<0G[ pD[ZJF Field name AM1FDF\ GFD VFJF Field names in header RowDF\YL 
l;,[S8 SZL Add Field name G[ S,LS SZMP  
$P 0[8F lO<0GF\ S|D AN,JF Field names in header Row AM1FDF\ SM.56 lO<0GF\ GFDG[ S,LS 
SZM 5KL move GF\  p5Z S[ GLR[GF\ V[ZMG[ S,LS SZMP  
0[8F lO<0 :5Q8  SIF" 5KL  OK S,LS SZMP  
H[DF\ 0[8F;M;" Save SZJFGM CMI T[ OM<0Z 5;\N SZM4 OF.,G]\ GFD 8F.5 SZM VG[  Save  G[ S,LS 
SZMP  
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Edit Data Source   G[ S,LS SZM 

 
Data Form 0FI,MU AM1FDF\ NZ[S 0[8F Z[SM0‰GL DFlCTL EZMP  

 
Z[SM0" NFB, SZJF 0[8F lO<0 DF8[GL DFlCTL 8F.5 SZM VG[ 5KLGF\ lO<0DF\ HJF Enter S,LS SZMP 

HM SM. BF; lO<0 DF8[GL DFlCTL ;DFJJF G DF\UTF CM TM lO<0G[ :SL5 sHT]\ SZJFf Enter NAFJMP 
AM1FDF\ :5[; sBF,L HuIF G VF5MPf  

GJM 0[8F Z[SM0" X~ SZJF Add New G[ S,LS SZMP 

 



Gur
uj

i2
4.

co
m

68 

 
 
0[8F Z[S0"‰ NFB, Y. HFI 5KL  View Source  G[ S,LS SZL 0[8F ;M;"G[ ;FRJM VG[ 5KL :8Fg00" 

8},AFZ 5Z Save  A8G S,LS SZMP  
 

 
D}/ 0MSI]D[g8DF\ 5ZT OZJF Data Base  8},AFZ 5Z Mail Merge Main DocumentG[ S,LS 
SZMP  
CIFT 0[8FA[.hG[ BM,JM ov 

HM TDFZL 5F;[ 5C[,[YL H 0[8F ;M;" CMI TM J0"DF\ OZL T[ 0[8F AGFJJFGL H~Z GYLP CF,GF\ 
0[8F;M;"G[ BM,JF GLR[ D]HAGF\ 5U,F\ EZM o  
!P Getdate  G[ S,LS SZM H[DF\YL Open Data Source  lJS<5 5;\N SZMP  
lR+ P($ Open Data Source 0FI,MU AM1FDF\ 0[8F;M;" XMWMP 0FI,MU AM1FDF\ 0[8F WZFJTF\ 
8[A,4Ceuery  VYJF JS"XL8G[ H6FJMP OK S,LS SZMP  
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5U,]\v$ o D]bI 0MSI]D[g8DF\ Merge Field pD[ZJF 

 
 
 
s!f D]bI 0MSI]D[g8 BM,M 5KL 0MSI]D[g8DF\ SM.56 lGIlDT ,BF6 8F.5 SZM pNFCZ6 TZLS[ OMD" 
,[8ZGF\ TFZLB4 ;[<I]8[XG s;\AMWGf4 Body VG[ V\TG[ 8F.5 SZMP D]bI 0MSI]D[g8G[ 0[8F ;M;" HM0JF 
5U,]\ v# VG];ZMP  

 
ZP 5|YD DH" lO<0G[ HIF\ pD[ZJFG]\ CMI tIF\ S;"Z D]SM4 D[., DH" 8},AFZDF\ Insertmerge Field 
A8G S,LS SZM VG[ pD[Z\JFGF\ DH" lO<0G[ 5;\N SZMP  
5U,]\ v5 o DH" YI[,F 0MSI]D[g8G]\ l5|jI] sVJ,MSGf  

D]bI 0MSI]D[g8 VG[ 0[8F ;M;" DH" YFI tIFZ[ 0MSI]D[g8GF ,[vVFp8G[ VFWFZ[ 0[8F;M;"DF\ NZ[S 
Z[S0" DF8[ V,U 0MSI]D[g8 VYJF l,:8L\U pE]\ SZX[P Merge SZTF\ 5C[,F\ DH" YI[, 0MSI]D[g8 S[J]\ 
N[BFX[ T[GM GD}GM HMJFGM lJRFZ ;FZM K[P  
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&PZP :S|LG 5Z Mail Merge GL V;Z  

 
 
;ZGFDFGL IFNL DH" SZLG[ 85F, DF8[GF\ ,[A, AGFJJFP  
5U,]\v! D]bI 0MSI]D[g8 AGFJMP  
!P :8Fg0"0 8},AFZ 5Z  New Blank Document  G[ S,LS SZMP  
ZP  Tools  D[G]DF\  Mail Merge G[ S,LS SZMP  
#P  Main Document  C[9/Create  VG[ 5KL Mailing  Labels S,LS SZMP  
$P  Active Window  S,LS SZMP RF,] 0MSI]D[g8 D]bI 0MSI]D[g8 AGL HX[P  
5U,]\vZ o 0[8F ;M;" BM,JF[ VYJF AGFJJMP  
!P  Mail Merge Helper   0FI,MU AM1FDF\ GLR[GFDF\YL  V[S SFI"SZMP  

• GJM 0[8F;M;" AGFJMP HM TDFZL 5F;[ VUFpYL ;\U|C SZ[,F GFDM4 0[8FA[.h4 VYJF VgI IFNL CMI 
VG[ TD[ 0[8FG[ DF.S|M;MO8 J0"GF\ 8[A,DF\ ;\U|C SZJF .rKM TM VF 5wWlT JF5ZMP  

• CIFT 0[8F;M;"DF\YL 0[8F JF5ZMP Data Source  C[9/ Gef Date G[ S,LS SZMP VG[ 5KL              
Open Data Source S,LS SZMP Word  0MSI]D[g84 JS"XL84 0[8FA[.h VYJF VgI IFNL 5;\N SZM 
VG[ 5KL  Open  NAFJMP Set up main document G[ S,LS SZMP  

• .,[S8=MGLS V[0=[; A}SDF\YL ;ZGFDFVM JF5ZJFP Data Source C[9/ GetG[ S,LS SZM VG[ 5KL 
use address bookG[ S,LS SZMP V[0=[; A}S 5;\N SZL OK S,LS SZMP                            set up 
main document  S,LS SZMP 
5U,]\ v# ,[A,GM  5|SFZ 5;\N SZM VG[ lO<0G[ DH" SZM sE[/JMf  
!P HM  Lebal options 0FI,MU AM1F G HM. XSM TM D]bI 0MSI]D[g8DF\ UD[ T[ HuIFV[ S,LS SZM VG[ 
5KL  tools menu DF\  Mail MergeG[ S,LS SZMP Main document C[9/  Set up G[ S,LS SZMP  
ZP TDFZ[ H[ l5|g8Z VG[ ,[A<; JF5ZJF CMI T[GM 5|SFZ 5;\N SZM VG[ 5KLG[  OK S,LS SZM HM 
TDFZ[ H[ 5|SFZG]\ ,[A, JF5ZJ]\ CMI TM T[ product number AM1FDF\ G CMI TM TD[ IFNLDF\ VF5[,F 
SM. 56 V[S ,[A,G[ JF5ZL XSM KMP VYJF TD[ TDFZF 5MTFGF\ DG5;\N sS:8Df ,[A<; AGFJL XSM 
KMP  
#P Create lebals 0FI,MU AM1FDF\ 0[8F;M;"DF\YL ;ZGFDFVM E[/JJFGF CMI tIF\  Merge field 
pD[ZMP  Merge field pD[ZJF  Insert Merge field G[ S,LS SZM VG[ 5KL TDFZ[ H[  field name 
HM.V[ T[G[ S,LS SZMP Merge fields  pD[ZJF V\U[GL 8L%; s;,FCf  H]VMP  
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$P HM D[.,L\U ,[A, 5Z  post net AFZ SM0 pD[ZJF CMI TM  Insert postal bar code G[ S,LS 
SZMP  zip code VG[ X[ZLG]\ ;ZGFD]\ WZFJTF\ lO<0G[   Merge DF8[ :5Q8 SZM VG[  OK  G[ S,LS 
SZMP post net AFZ SM0 lJX[ HF6MP  
5P  OK   G[ S,LS SZMP  
5U,]\v$ o D]bI 0MSI]D[g8DF\ 0[8F E[/JJM sDH"f  
!P H[ S|DDF\ 0[8F E[/JJFGM K[ T[ :5Q8 SZJ]\= CMI TM VYJF OST 0[8FGF\ VD]S EFUG[ DH" SZJM CMI TM 
TD[ DH" SZJFGF\ 0[8F Z[S0‰G[ ;M8" sSSSFJFZ SZJ]\ f VYJF 5;\N SZL XSMP  
ZP DH" YI[,F 0[8F S[JM N[BFX[ T[ HMJF TD[ DH" SZ[, 0MSI]D[g8G]\ l5|jI] HM. XSM KMP  
#P Mail merge helper box DF\    Merge the data with the document C[9/ MergeG[ 
S,LS SZMP  
$P DH" SZTF\ 5C[,F\ 0[8F;M;"G[ R[S SZJFGM CMI TM  Check errorsG[ S,LS SZMP V[S lJS<5 5;\N SZL  
OK  S,LS SZMP  
GLR[GFDF\YL V[S SFI" SZMP  
DH" SZ[, ,[A,G[ ;LWF H l5|g8Z 5Z DMS,MP Merge to AM1FDF\ l5|g8ZG[ S,LS SZM VG[ 5KL Merge  

 S,LS SZMP  
DH" SZ[, ,[A,G[ GJF 0MSI]D[g8DF\ ;\U|C SZM H[YL TD[ T[GM 5FK/YL ;DL1FF  edit SZL XSM VG[ KF5L  
XSMP  
 

&P#P ;ZGFDFGL IFNL DH" SZLG[ D[.,L\U ,[A, AGFJJFo 
 
5U,]\ v!P D]bI 0MSI]D[g8 AGFJMP  

!P :8Fg00" 8},AFZDF\   New blank document G[ S,LS SZMP  
ZP   tools D[G]\DF\  Mail Merge G[ S,LS SZMP  
#P   Main document C[9/ create  G[ S,LS SZM VG[ 5KL Mailing labels G[ S,LS 

SZMP  
$P  active window  G[ S,LS SZM RF,] 0MSI]D[g8 D]BI 0MSI]D[g8 AGX[P  
 

5U,]\ vZ 0[8F;M;" BM,JM VYJF AGFJJM K[P  
  Mail merge helper  0FI,MU AM1FDF\ GLR[GFDF\YL V[S SFD SZMP GJM 0[8F ;M;" AGFJMP HM 
TD[ GFD4 ;ZGFDF VG[ VgI DFlCTL 0[8F ;M;"DF\ ;\U|C SZL CMI VG[ T[G[ TDFZ[ DF.S|M;MO8 J0"DF\ 
;\U|C SZJFGL CMI TM VF 5wWlT V5GFJMP  

CIFT 0[8F 0[8F ;M;"DF\YL 0[8F JF5ZM Data source C[9/ get data G[ S,LS SZMP  VG[ 5KL 
open data G[ S,LS SZMP J0‰ 0MSI]D[g84 JS"XL84 0[8FA[.h VYJF VgI IFNL 5;\N SZM VG[ 5KL 
open NAFJMP set up main documentG[ S,LS SZMP  

.,[S8=MGLS V[0=[; A]SDF\YL ;ZGFDF JF5ZJFPData source C[9/ get dataG[  S,LS SZM VG[ 
5KL use address bookG[ S,LS SZMP V[0=[; A]S 5;\N SZL OK  S,LS SZMP setup main 
document G[ S,LS SZMP  
5U,]\ v# ,[A,GM 5|SFZ 5;\N SZM VG[ DH" SZ[, lO<0 pD[ZM  
!P HM ,[A, options 0FI,MU AM1F G HM. XSM TM D]bI 0MSI]D[g8DF\ UD[ T[ HuIFV[ S,LS SZM VG[ 
5KL  tools D[G]\DF\ Mail merge G[ S,LS SZMP  Main document C[9/ setup           S,LS SZMP  
ZP TDFZ[ H[ l5|g8Z VG[ ,[A, JF5ZJF CMI T[GM 5|SFZ 5;\N SZM VG[ 5KL  OK  S,LS SZMP HM TDFZ[ 
JF5ZJ]\ CMI T[ ,[A,  product Number AM1FDF\ G CMI TM IFNLDF\ VF5[, SM.56 V[S ,[A,G[ JF5ZL 
XSM KM VYJF TD[ TDFZF 5MTFGF DG5;\N sS:8Df ,[A, AGFJL XSM KMP  
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#P create labels  0FI,MU AM1FDF\ 0[8F ;M;" DF\YL ;ZGFDF pD[ZJFGF CMI tIF\ Merge fields          
pD[ZMP Merge fields pD[ZJF Insert merge field G[ S,LS SZM VG[ 5KL TDFZ[ H[                       
field name HM.V[ T[G[ S,LS SZMP Merge fields pD[ZJF V\U[GL ;,FC H]VMP  
$P HM D[.,L\U ,[A, 5Z post net AFZ SM0 pD[ZJF CMI TM insert postal bar code                   
G[ S,LS SZMP zip code VG[ X[ZLG]\ ;ZGFD]\ WZFJTF\ lO<0G[ DH" DF8[ :5Q8 SZM VG[                   
OKS,LS SZMP    post net   AFZ SM0 lJX[ HF6MP  
5P  OK G[ S,LS SZMP  
5U,]\ v$ D]bI 0MSI]D[g8DF\ 0[8F DH" SZJM ov  
!P HM H[ S|DDF\ 0[8F E[/JJFGM  K[ T[ :5Q8 SZJ]\ CMI VYJF TM OST 0[8FGF\ VD]S EFUG[ DH" SZJM CMI 
TM TD[ DH" SZJFGF 0[8F q Z[S0" G[ ;M8" s SSSF 5|DF6[f VYJF 5;\N SZL XSM KMP  
ZP DH" YI[, 0[8F S[JM N[BFX[ T[ HMJF TD[ DH" SZ[, 0MSI]D[g8G]\ l5|jI] HM. XSM KMP  
#P Mail merge helper AM1FDF\ Merge the data with the document                      
C[9/ Merge G[ S,LS SZMP  
$P DH" SZTF\ 5C[,F\ 0[8F ;M;" G[ R[S SZJFGM CMI TM  check error  S,LS SZMP V[S lJS<5 5;\N SZL  
OK S,LS SZMP  
GLR[GFDF\YL V[S SFI" SZM o  
DH" SZ[, ,[A,G[ ;LWF H l5|g8Z 5Z DMS,MP  Merge to AM1FDF\ l5|g8ZG[ S,LS SZM VG[ 5KL 

Merge S,LS SZMP  
DH" SZ[, ,[A,G[ GJF 0MSI]D[g8DF\ ;\U|C SZM H[YL TD[ T[G[ 5FK/YL ;DL1FF q edit SZL XSMP VG[ KF5L 

XSMP  
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*P  8F.5L\U 5|[Sl8; v 8F.5L\U 8I}8MlZI,o 
 

*P!  O,Ml8\U SLAM0"s;TT :SLG 5Z ZC[T]\f4 0FIG[lDS VG[ I]lGSM0 OMg8GL 
,F1Fl6TFVM X]\ K[ m  
 TDFZF SMd%I]8ZGF\ :8Fg0"0 SL AM0"DF\ G CMI T[JF V1FZM TDM O,M8L\U SL AM0"GL DNNYL pD[ZL 
XSM KMP   
0FIG[lDS OMg8;  
 0FIG[lDS OMg8 V[ OMg8 :8F.,GL OF.,M K [ H[ 5'Q9GL ;FY[ 0FpG,M0spD[ZFIf YFI K[ T[G[ OM8F 
TZLS[ lJRFZM T[ T[GM D}/E}T l;wWF\T lJRFZ K[P  
 TD[ VF OMg8 JF5ZM tIFZ[ OMg8GL OF., TDFZF  cache s;\U|lCT OF.,Mf DF\ 0FpG,M0 YX[P 
V[SJFZ S[;LDF\ VFjIF 5KL TD[ ;\5]6‰56[ T[G[ N}Z G SZM tIF\ ;]WL OMg8 ElJQIDF\ NZ[S JBTGL 
D],FSFT DF8[ p5,aW ZC[X[ TD[ VF OMg8 5|YD JBT JF5ZM tIFZ[ VF 5FGFG[ HMJFGM VFG\N VFJX[P 
5FG]\ ,BF6 ;FY[ l0OM<8 ZLT[ VFJX[ tIFZ 5KL V[SJFZ OMg8 0FpG,M0 YFI S[ ;DU| 5FG]\ OZL ,M0 
sp5;"f YFI K[P  
 VF OMg8 ;FDFgI ZLT[  Net scape navigator 4.0  VYJF 5KLGF\ Jh"GDF\ SFD VF5[ K[P 
VFD KTF\4 HM TD[ OMg8GL ;FY[ active C[<5Z V[%,LS[XG pD[ZM TM TD[ T[G[ DF.S|M;MO8 .g8ZG[Z 
V[S;%,MZZ 4.0 VG[ T[YL VFU/GF\ Jh"GDF\ 56 HM. XSM KMP OMg8; BZ[BZ S. ZLT[ SFD SZ[ K[ T[ 
H6FjIF 5KL  T[GF lJX[ JWFZ[ HF6LX]\P  
 0FIG[DLS  OMg8;YL TDFZ]\ A|FphZ TDFZF Sd%I]8Z 5Z .g:8M, CMI GlC\ T[JF OMg8  NXF"JL XS[ 
K[ T[ DF8[ T[ J[A;F.8 5Z V[dA[0[0 s;FY[ HM0[,f SFDR,Fp OMg8 OF.,G[ V[S;[; SZ[ K[P TDFZ[ TDFZF 
Sd%I]8ZDF\ OF.,G[ 0FpG,M0 S[ .g:8M, SZJFGL H~Z ZC[X[ GlC\P VFD KTF\ TDFZ[ 0FIG[lDS OMg8; 
p5,aW CMI TM T[G[ NXF"JJFG]\ IMuI CMJFG]\ TDFZF A|FphZsJ[A;F.8 HMJF DF8[G]\ SM.56 ;MO8J[Zf G[ 
H6FJJFG]\ ZC[X[P  
 I]lGSM0 X]\ K[ m ov  Unicode R V[ AC]EFQFLI l0lh8, DFlCTLGF J{lxJS VFNFG 5|NFG SZL 
XSFI T[J]\ lJ`JjIF5L V1FZMGF\ ;[8G]\ WFZFWMZ6 K[P unicode GF ;\XMWSMGM wI[I CF,GF\ ZFQ8=LI VG[ 
VF\TZ ZFQ8=LI V1FZMGF ;[8GM ;DFJ[X  SZLG[ lJ`JGL TDFD EFQFFVMG[ ;CFI VF5JFGM K[P 
.g8ZG[XG, VMU["GF.h[XG OMZ :8Fg00" s ISOf p5ZF\T TDFD D]bI CF0"J[Z S\5GLVMV[ I]lGSM0 
:8Fg00"G[ DFgITF VF5[, K[P CSLSTDF\4 I]lGSM0 :8Fg00" VG[ VF\TZZFQ8=LI :8Fg00"  ISO 10646  
S[8,F\S JQFM"YL V[SALHF ;FY[ ZC[, K[P A\G[ :8Fg00" V[S H 5|SFZGF\ V1FZMG[ ;5M8" SZ[ K[ T[YL S\5GLVM 
VFtDlJ`JF;5}J"S V[SALHFGL ClZ lJX[ lJRFIF" JUZ I]lGSM0G[ V5GFJL XS[ K[P  
 I]lGSM0 S[Z[S8Z;[8V[ lJ`JGL TDFD D]bI EFQFFVMGL ,BF6 X{ALG]\ 5|lTlGlWtJ SZJFGF 
.ZFNFYL T{IFZ SZ[, S[Z[S8Z;[8 K[P HM0[ !))&GF\ JQF"GF\ ZP_DF\ !& AL8 s&55#& V1FZMf CTF H[ 
V5}ZTF ;Fl,T YJFYL CJ[ DFGJFDF\ VFJ[ K[ S[ VMKFDF\ VMKF Z! VG[ ,UEU ZZAL8 H~ZL ZC[X[P H[ 
S[8,F\S ,FB V1FZMG[ ;5M8" SZX[P  
 I]lGSM0 Jh"G ZP_DF\ #(((5 V1FZMG[ lGWF"ZLT SZJFDF\ VFjIF CTFP Jh" #P_DF\ $)4!($ 
V1FZMG[ lGWF"ZLT SZJFDF\ VFjIF CTFP Jh"G #PZDF\ )5!5& V1FZMG[ lGWF"ZLT SZJFDF\ VFjIF CTFP 
Jh"G $P_DF\ )&#(Z V1FZMG[ lGWF"ZLT SZJFDF\ VFjIF CTFP I]lGSM0 V1FZMG[ ;\U|C SZJF H~ZL 
A|F.8G[;GL ;\bIF VMKFDF\ VMKL ZFBJF J[ZLI[A,vlJ0Y V[gSM0L\U :SLD lJS;FJJFDF\ VFJ[, K[P 
HIFZ[ OST * lA8 ASCLL V1FZMG[ ;DFJTL OF.,MG[ UNICODE UTF -8DF\ HMJFDF\ VFJ[ K[P 
tIFZ[ T[ AN,FTF GYL  UTF-8 ;FY[ RMZ ( lA8 AF.8;GL H~Z TDFD l0OF.g0 I]lGSM0 S[Z[S8;"G[ 
D[/JJF ZC[X[P 
 I]lGSM0 OMg8; ov 
 I]lGSM0 GLR[GL VM5Z[8L\U l;:8Ds;MO8J[Zf DF\ JF5ZJFDF\ VFJ[ K[P  



Gur
uj

i2
4.

co
m

74 

Apple Newton os  
At & T  / Lucent Technologies bell Labs Inferno  
At & T Lucent Technologies bell Labs plan 9 

Be Os  
Java Os 
Metaphor os  
Microsoft windows NT 
Miscrosoft windows CE  
Next os  
 
*PZ V\U|[HL 8F.5L\Uv5|[S8L;o   
 

 
 

3

4H

5H

6H

7H

1H
2H 

JrR[GL & SL GLR[ D]HA K[ ov 
!P Ins   VYJF Insert A[ XaNMJrR[ ,BF6 pD[ZJF J5ZFI K[P  
ZP del  ,BF6G[ N}Z SZ[ K[P  
#P ,BF6G[ V[S ,L8LDF\ SZJF  delete   NAFJMP 
$P   page up YL ,BF6 s5FG]\f V0W]\qVFB]\ p5Z HFI K[P    
5P   page down  YL ,BF6 V[S :S|LG sS[ V0W]\qVFB]\ 5FG]\f GLR[ HFI K[P  
&P   Home And End    ,BF6GL X~VFTDF\ V\T[ 5CM\RF0[ K[P  
       ArrowSL ,BF6DF\ p5ZqGLR[qVFU/q5FK/GL ,L8LDF\ ,. HFI K[P   

http://www.ckls.org/~crippel/computerlab/tutorials/keyboard/toprow.html
http://www.ckls.org/~crippel/computerlab/tutorials/keyboard/toprow.html
http://www.ckls.org/~crippel/computerlab/tutorials/keyboard/secondcol.html
http://www.ckls.org/~crippel/computerlab/tutorials/keyboard/thirdcol.html
http://www.ckls.org/~crippel/computerlab/tutorials/keyboard/secondrow.html
http://www.ckls.org/~crippel/computerlab/tutorials/keyboard/thirdrowa.html
http://www.ckls.org/~crippel/computerlab/tutorials/keyboard/fourthrowa.html
http://www.ckls.org/~crippel/computerlab/tutorials/keyboard/fifthrow.html
http://www.ckls.org/~crippel/computerlab/tutorials/keyboard/sixthrowa.html
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       numeric  sVF\S0Ff SL 5[0 GLR[ D]HA CMI K[P  
 

 
Numeric lock  NAFJLG[ SL AM0"G[ RF,] SZM p5Z Numeric lock  ,B[,]\ K[ T[GL ,L,L ,F.8 YX[P 
SL 5[0G[ A\W SZJF OZLJFZ Numeric lockNAFJMP   

SL 5[0GL lGXFGLVM GLR[ D]HA K[P  
 
v c  +  csJtTFf lGXFGL S\.S pD[ZJF J5ZFI K[P pPNFP Z JtTF # D[/JJF Z4 +  VG[ # SL NAFJL 
V[g8Z NAFJMP 
v c  v   c lGXFGL AFNAFSL SZJF J5ZFI K[P pPNFP 5 VMKF ! D[/JJF 54 v VG[ ! SL NAFJL V[g8Z 
NAFJMP 
v c  q c lGXFGL EFUFSFZ SZJF DF8[ J5ZFI K[P pPNFP!Z G[ ZYL EFUJF !Z4 q lGXFGL VG[ Z NAFJL  
ENTER NAFJMP HJFA D/X[P 
 
 
 

 
v c   *   c U]6FSFZ SZJF DF8[ K[P pPNFP!Z G[ !5YL U]6JF !Z4 * VG[ !5 SL NAFJL ENTER 
NAFJMP HJFA D/X[P 
  ;F{YL K[0[ 0FALAFH]V[  ESC  SL K[P  
 F1  YL  F12    O\SXG sVUtIGF\ SFI"f GL SL K[P HM 5|MU|FD  F 8  NAFJJFG]\ SC[ TM  F8          

NAFJMP  
v ;F{YL 0FAL AFH]GF K[0[  Caps lock   K[  H[ S[l58, V1FZM DF8[ K[P  
v    Caps lock NAFJJFYL TDFD V1FZM S[l58, 8F.5 YX[P  Caps lock RF,] CMI tIFZ[              
Caps lock   GLR[ SL 5[0DF\ ,L,L ,L.8 RF,] YFI K[P 
v    Caps lock  JF5ZMP 
v    Caps lock  NAFJMP 
v    Caps lock GLR[ SL5[0 5Z ,L,L ,F.8 H]VMP 
v CJ[8F.5 X~ SZMP 
v   Caps lock  OZLYL NAFJL T[G[ A\W SZMP 
v ,L,L ,F.8 A\W YJL HM.V[P YM0]\ 8F.5 SZTF CJ[ GFGF V1FZM HMJF D/X[P 
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v VF CFZGF A\G[ K[0[  shift SL K[P   
v GFGF V1FZM 8F.5 SZJF OST SL NAFJMP 
v DM8F sS[l58,f V1FZM 8F.5 SZJF  shiftSL NAFJL ZFBLG[ SL NAFJMP 

 
v l+HL CFZ DM8[EFU[ V1FZM WZFJ[ K[P 
v GFGF V1FZM 8F.5 SZJF OST SL NAFJMP 
v DM8F sS[l58,f V1FZM 8F.5 SZJF  shift SL NAFJL ZFBLG[ SL NAFJMP 
v JrR[ DM8L SL  space bar K[P  

 
v space bar NAFJJFYL S;"Z V[S :5[X sV1FZGL HuIFf 0FAL AFH] HFI K[P VFGFYL A[ XaNM JrR[ 
HuIF ZFBL XSFI K[ T[GM 5|ItG SZMP 
v36F 5|MU|FD p5IMUL SFIM" SZJF V1FZGL SL ;FY[ ALT VG[  CTRL SLGM p5IMU SZ[ K[P  
v   CUT, Copy VG[  Paste p5IMUL SFIM"DFG]\ V[S K[P ,BTL JBT[ TD[ V[S HuIFV[YL 36F 
,BF6GL GS, SZLG[ VgI HuIFV[ RM\8F0L XSM KMP GSSL SZ[, HuIFV[ GS, SZ[, ,BF6 RM\8F0M  
 

 
 ALHL CFZDF\ ;\bIF VG[ lGXFGLVMGM ;DFJ[X YFI K[P spNFP) VG[_ ;FY[ SF{\; VYJF lJZFDlRgCM CMI 
K[P f 
;\bIF 8F.5 SZJF OST T[ SL NAFJMP  
lGXFGLVM 8F.5 SZJF V[S  CFYYL  shift SL NAFJL ALHF CFYYL SL NAFJMP  
0FA[ B}6[ ZC[, SL  ~ s 8L<0 vV[S lGXFGLf S[8,FS  Web pages GF V[0=[;DF\ J5ZFI K[P  
 pNFCZ6 TZLS[ 8Hhttp://www.ckls.org/~crippel PPPPPS[8,FS V1FZM 8F.5 SZM CJ[  Back 
space sA[S :5[;f lJX[ JF\RMP  
Bck sp V[ c   Back spacec SL K[P  
8F.5 SZTL JBT[ VF SL YL  a,L\SL\U S;"Z 0FAL AFH]GF V1FZG[ N}Z SZ[ K[P 
  

*P#P U]HZFTL 8F.5L\U 5|[Sl8;o 
  Caps lock  RF,] CMI VG[ shift SL NAFJ[, G CMI tIFZ[ VF V1FZM D/[ K[P  

 
 Caps lock A\W CMI VG[  shift SL NAFJ[, CMI tIFZ[ VF V1FZM D/[ K[P  
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(P :5[|0XL8 sDF.S|M;MO8 V[S;[,fo 
 
 VFW]lGS lNJ;G]\ SFDSFH DM8[EFU[ GF6F\SLI  5'yYSZ6 5Z VFWFlZT CMI K[P 0[8FG]\ h05L VG[ 
RMSS; 5'YSSZ6 SFDSFHGF\ DFlCTUFZ lG6"IM ,[JF VG[ jI}CZRGFVM 30JF H~ZL K[P DFlCTL 
5wWlTVM S[8,FS 5|Fl%T:YFGMDF\YL lJXF/ DF+FDF\ 0[8F V[Sl+T SZJF VG[ T[G]\ 5'YSSZ6  H~ZL K[ H[YL 
SFDSFHGL  5lZl:YlTG]\ RMSS; lR+ VF5L  XSFIP  

 
0[8FGF\ 5'YSSZ6 DF\ GLR[GF\GM ;DFJ[X YFI K[ o  
0[8F 5Z ;ZJF/M4 ;Z[ZFX JU[Z[ H[JF VF\S0FSLI VG[ Ul6TLS U6TZLVM SZJL JU[Z[PPPP 
0[8FGF\ A[ ;[8 JrR[ ;ZBFD6L ;Z/ AGFJJF U|FOGF\ ~5DF\ 0[8F ZH} SZJFP  
V[S YL JW] ;M;‰ s5|Fl%T:YFGf DF\YL 0[8FGF\ ,FU] 50TF\ 8[A,G[ V[S V[Sl+T 0[8FDF\ pt5FlNT SZJMP  
:5|[0XL8;YL TD[ VF\S0FSLI DFlCTL 5Z lJUTJFZ 5'YSSZ6 SZL XSM KMP JS"XL8 TZLS[ 56 VM/BFTL 
:5|[0XL8 0[8FG[ CFZ VG[ :T\EGF ~5DF\ NXF"J[ K[P 0[8F ;[,DF\ NFB, SZJFDF\ VFJ[ K[ H[ ZM VG[ SM,DGL 
JrR[GM EFU K[P ;[,DF\ U6TZLVM SZJF DF8[GL OMdI]",F s;UJ0f 56 VF5JFDF\ VFJ[ K[ H[ U6TZLG]\ 
5lZ6FFD NXF"JX[P 0[8FGF ;[8  5Z U6TZLVM SZJF OMdI]",F GSSL SZL  H]NL H]NL :5|[0XL8G[ HM0JF 
XlSTXF/L ,1F6 V[ K[ S[ T[ HM 0[8FGM ;M;‰ AN,[ TM VF5D[/[ H Ul6lTS OMdI]",FGF\ 5lZ6FDGL OZL 
U6TZL SZ[ K[P VFD4 :5|[0XL8 h05L V858F 0[8F V[GF,L;L; SZJF DF8[G]\ h05L VG[ RMSS; ;FWG K[P  

S[8,FS ,MSl5|I :5[|0XL8 5[S[H  Lotus !vZv#4 Quattro pro VG[ Ms Exel K[P  

  
(P!P .,[S8=MlGS;  :5[|0XL8GF\ TtJMo 
 

Ms Exel lJg0M VFWFZLT :5|[0 XL8 K[ H[G[ DF.S|M;MO8 SM5M"Z[XG wJFZF lJS;FJJFDF\ VFJ[, 
K[P           DF\ Ms Exel VF5D[/[ 5]Go U6TZL4 U|FO VG[ O\SXG H[JF :5|[0XL8 5[S[HGF\ TDFD :8Fg00" 
,1F6MGM ;DFJ[X YFI K[P  T[DF\ :5[|0XL8DF\ Vg0F VMaH[S8 4 5F.JM8 sD]bIf 8[A, VG[ OMD‰ 
0LhF.GL\U H[JL S[8,LS V[0JFg; ;UJ0MGM 56 ;DFJ[X YFI K[P  
 Exel  G[ lJlJW V[%,LS[XG DF8[ JF5ZL XSFIP T[  ;FDFgI ZLT[ GF6F\SLI 5+SM4 W\WFGL 
VFUFCLVM4 DF,;FDFGGM lGI\+6 VG[ J{7FlGS SFIM" SZ[ K[P T[YL4 36F J{7FlGS VG[.HG[ZL 
JFTFJZ6DF\ ;\bIF,1FL DFlCTLG]\ 5'yYSZ6 SZJF   Exel   JF5ZL XSFIP  
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(PZP .,[S8=MGLS :5[|0XL8GM p5IMU q J5ZFX o  
           Exel GL S[8,LS D]bI DCtJGL ,F1Fl6STFVM GLR[ D]HA K[P  

lJg0M VFWFlZT V[%,LS[XG  K[P  Ms ExelG]\ .g8ZO[.; sN[BFJf  windows NT               H[JM 
K[P lJg0MhGL TDFD V[%,LS[XGGL H[D H  Exel DF\ 8},AFZ4 XM8"S8 D[G]4 VM8M SZ[S84  Outline C[<5 
VG[ wizard s;CFIS f K[P T[GF\YL lJg0MhGF p5IMU SZGFZ DF8[              Exel XLBJFG]\ ;C[,]\ AG[  
K[P  

JS"A}S; o JS"A}S Sg8[GZ K[  H[ V[S VYJF JW] JS"XL8  WZFJ[ K[P V[S 5|MH[S8G[ ,UTL TDFD XL8G[ 
V[S OF.,DF\ ZFBJFYL H]NL H]NL OF.,M HFJ/JFGL HZ]ZDF\ 38F0M YFI K[P  

VMl08L\U s auditing f o JS"XL8G]\ VMl08L\U V[S V[JL ,F1Fl6STF K[ H[JS"XL8GL E},M R[S SZ[ K[P 
H]NF H]NF ;[,DF\ OMdI]",FG[ ;F\S/L ,[JF VG[ U6TZLGL E},G]\ D}/ XMWJF VF[l08L\U  JF5ZL XSFI K[P  

OLE object linking and embedding V[8,[ 0MSI]D[g84 lR+ VYJF lJ0LIM S,L5 H[JF 
SM.56 VMaH[S8G[ 5|MU|FDDF\ ;DFJJF  Exel JS"XL8DF\ VF ;UJ0 K[ VF ;UJ0G[                 G[  Exel 
TDFD VgI V[%,LS[XG ;FY[ HM0JF JF5ZL XSFI K[P  

 Data entry formso V[S JS"XL8DF\ TD[ S:8D 0[8F V[g8=LOMD‰ AGFJL XSM KMP V[S OMD"DF\ 
J[,L0[XG ~<; VG[ OMD["8L\UGM ;DFJ[X SZL XSFI K[P  

 Large data management capacity Exel V[S ;FY[ lJXF/ 0[8FG[ lGEFJL XS[ K[P V[S 
JS"XL8DF\ !&#($ CFZ VG[ Z5& :T\E sSM,Df ;DFJL XSFI K[P V[S ;[,DF\ Z55 V1FZM ;DFJL XSFI 
K[P V[S JS"A}S JW]DF\ JW] Z55 JS"XL8 WZFJL XS[ K[P  VFJL 0[8F D[G[HD[g8 1FDTFYL   Exel   XlSTXF/L 
:5[|0XL8 V[%,LS[XG AG[ K[P  

Data Analysis ,F1Fl6STFVM o  ExelDF\ XlSTXF/L  tools K[ H[ 0[8F V[GFl,;L;DF\ DNN SZ[K[P 
l5JM8 8[A<;4 DF.S|M;MO8 Query VG[ data map 8}<;YL J5ZFXSFZM      H]NL H]NL ZLT[ V[GFl,;L; 
SZJF 0[8F ZH} SZL XS[ K[P  

 
(P#P :5|[0XL8  X~ SZJL  
  Exel GLR[GFDF\YL SM. V[S ZLT[ ,M0 SZL XSFIP 

• Start D[G]DF\ programs DF\YL  Microsoft Exel lJS<5 5;\N SZMP 
•  0[:S8M5 5Z XM8" S8G[ 0A, S,LS SZMP 
•   Start run SZL  Exel type SZM H[GFYL V[%,LS[XG X~ YX[P  

       Exel ,M0 YFI tIFZ[ SMZL JS"XL8 N[BFI  K[P lR+ !_!  
SMZL JS"XL8DF\ GLR[GF\ ;[SXG CMI K[P  

•  Rows, columns, VG[ cells o JS"XL8GL 0FAL SM,D ;FY[ p5ZYL GLR[ CFZG[ U6JFDF\ VFJ[  K[P 
SM,DG[ 0FA[YL HD6[ V1FZM s A, B,CPPPf YL VF5JFDF\ VFJ[ K[P ;[, V[ ZM VG[ SM,DGL JrR[GM EFU 
K[P pNFCZ6 TZLS[ 5|YD ;[, A-1 TZLS[ VM/BFI K[P V[8, S[ SM,D A 4 ZM !P T[H ZLT[  F-3 V[ 
SM,D  F VG[ ZM # JrR[GM EFU K[P ;[,DF\ 0[8F VG[ OMdI]",F NFB, SZJFDF\ VFJ[ K[P  

• Menus  vVG[   toolbars :- JS"XL8G[ BM,JF VG[ A\W SZJF H[JF Exel DF\ SZJFGF\ H]NF H]NF SFIM" 
TD[ Menu GL DNNYL SZL XSM KMP Toolbars V[ ;FDFgI ZLT[ J5ZFTL D[G] VF.8[d; DF8[GF\ XM8"S8; 
K[ VF5 D[/[ S[ VUFpYL ;[8 SIF" D]HA sBy default) :8Fg0"0 VG[ OMD["8L\U 8]<; NXF"JJFDF\ VFJ[ K[P  

•  Sheets Excelo G[ JS"A}SGL H[D VFIMlHT SZJFDF\ VFJ[ K [ H[DF\ Sheet, Sheets-2 VG[ T[H ZLT[ 
VG[S 5[.H CMI K[P VF5D[/[ OST K XL8; NXF"JJFDF\ VFJ[ K[P JW] XL8 5Z SFD SZJF TDFZ[ Tab 
split  AM1F sXL8GL 8[A VG[ VF0F :S|M,AFZ JrR[G]\ GFG]\ AM1Ff G[ HD6[ VYJF 0FA[ B[\RJFG]\ CMI K[P 
XL8GF\ 8[AG]\ VUFpG]\ ;[8L\U NXF"JJF AM1FG[ 0A, S,LS SZMP  
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NZ[S JS"XL8 VgI SZTF\ :JT\+ K[  HM S[ V,U V,U XL8DF\GL J[<I]G[ V[Sl+T 0[8F ;[8 ZH} SZJF V[S+ 
SZL XSFI K[P  

(P$PD[G]AFZ 

 
 
JS"XL8 BM,JL VG[ A\W SZJL 
 HMJF V[S;[,DF\ SZL XSFTF H]NF H]NF SFIM"  TD[ D[G]GL DNNYL SZL XSM KMP  
Ms Excel   DF\ ) D[G] K[P  
!P file o s Alt+f f D[G] GJL OF., AGFJJF q BM,JF q ;FRJJF4 XL8GF\ CF\l;IFVM ;[8 SZJF4 JS"XL8 
l5|g8 SZJF VG[ V[S;[,DF\YL ACFZ GLS/JF J5ZFI K[P  
ZP edits Alt+ef VF D[G]  cut, copy, paste, find, replace S[ Go to H[JF V[l08L\U SFD DF8[ 
J5ZFI K[P  
#P Views Alt+V)o VF D[G] JS"A}SG[ H]NL H]NL ZLT[ HMJF JS"XL8DF\ HeadersJS"XL8 ;F{YL VFU/GL 
HuIFf VG[ footers JS"XL8GL ;F{YL  K[<,L HuIFf D}SJF J5ZFI K[P  
$P   Inserts Alt+I f VF D[G] 5FGF G\AZ4 lR+ 4 RF8"4 ;[,4 ZM4 SM,D4 JS"XL8 VYJF RF8"  H[JF 
V[S;[, ACFZGF\ VMaH[S8 pD[Z[ K[P  
5P  formate s Alt+of VF D[G] ;[,4 ZM4 SM,D VG[ XL8G[ :J~5 VF5JF sOMD["8f DF8[ J5ZFI K[P 
VF56[ VF D[G]YL JWFZFGF OMD["8L\U VYJF VM8M OMD["8G[ pD[ZL  XSLV[ KLV[P  
&P  TOOLSs Alt+T) VF D[G]DF\  Goal seck, Auto formate, scenarias, lJS<5M CMI K[P VF 
D[G]DF\YL  Options SDFg0DF\YL VF56[ 5F;J0" ;[8 SZL XSLV[ KLV[P VM8M ;[J  8F.DL\U VF5L XSLV[ 
KLV[P  
*P Data s Alt+Df o VF D[G]DF\ Shorting , forms, VG[ sub total H[JF S[8,FS lJS<5M p5IMU 
AG[  K[P  
(P  window s Alt+Wf VF D[G] V[S;[, JS"XL8G[ H]NF H]NF lJg0DF\ HMJF J5ZFI K[P  
)P Helps Alt+Hf VF D[G] Excel  GF NZ[S D]NF 5Z DNN 5}ZL 5F0[ K[P  
 

(P5P ;[, AGFJJF VG[ T[G]\ V[0=[; VF5J]\o 
Z5& SM,D s A YL  IV  f  
65536ZM s! YL &55#& f V[S XL8DF\ CMI K[P  
SM,D A YL X~ YFI K[ VG[  z   5KL AA, AB, AC V[D VFU/ JW[K[P  
:5|[0XL8GF p5ZGF\ EFU[ SM,DG]\ GFD VG[ 0FAL AFH]V[ G\AZ NXF"J[ K[P  
;[, V[ SM,D VG[ ZM GF VF\TZ HM0F6YL AG[, :5|[0XL8 GL HuIF VYJF EFU K[P  
Cell DF\ p5,aW DFlCTLG[ 0[8F U6JFDF\ VFJ[ K[P  
Cell address V[ SM,DGF\ GFD VG[ CFZGF\ G\AZG]\ ;\I]ST GFD K[ pNFP A5, C57, AD7 

JU[Z[P  
     Cell 5M.g8Z RF,] ;[, GL l:YlT NXF"J[ K[P 0[8F NFB, SIF" 5KL  Enter  SL NAFJJFYL T[ ;[,DF\ 0[8F 
p5,aW YX[ VG[ TDFZ]\ ;[, 5M.g8Z :5|[0XL8DF\ V[S ;[, GLR[ VFJX[P  
    SM,DGF\ DYF/F p5Z OMdI]",F AFZ sHuIF f K[P OMdI]",F AFZGL 0FAL AFH]V[ name box K[ H[ 
TDFZF RF,] ;[,G]\ V[0=[; NXF"J[ K[ OMdI]",F AFZGF HD6F EFUDF\ T[ RF,] ;[,G]\ lJQFI J:T] NXF"J[ K[P  
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(P&  ;[,DF\ ;]WFZF JWFZF o  

 
 V[S;[, JS"XL8 J[<I] VYJF OMdI]",F WZFJ[ K[ ;[,DF\ ;\bIF ,BF64 TFZLB VG[ ;DI T[DH ;FR]\ 
VYJF BM8]\ H[JF TFlS"S D]<IM CMI K[P OMdI]",F AFZ ;[,DF\ 0[8F NFB, SZJF JF5ZL XSFI K[P lR+v!_#  
;[,DF\ 0[8F NFB, SZJFGF\ TASSFVM GLR[ D]HA K [P  
!P ;[, 5Z S,LS SZLG[ T[G[ 5;\N SZMP Cell reference Area ;[,GM G\AZ NXF"J[ K[P  
ZP J[<I] 8F.5 SZM  Cell reference Area GL HD6L AFH]V[ 8[1F AM1FDF\ TD[ 8F.5 SZ[, 0[8F N[BFI 
K[P  
#P  Enter SL NAFJMP  JFZFOZYL TD[ OMdI]",F AFZDF\ EnterAM1FG[ S,LS SZL XSM KMP  
 

(P*P ;[,DF\ ;]WFZF JWFZF ov 
TD[ JS"XL8 AGFjIF 45KL TDFZ[ S[8,LS J[<I]DF\ ;]WFZF JWFZF SZJFGL VYJF N}Z SZJFGL H~Z 50[ K[P 
J[<I]DF\ ;]WFZFJWFZF SZJFGL ZLT[ GLR[ D]HA  K[ o  

 
!P H[  ;[,GL J[<I]DF\ ;]WFZF JWFZF SZJFGF\ CMI T[ 5;\N SZMP  
ZP ;[,DF\ ;]WFZF JWFZF SZJF T[G[ 0A, S,LS SZMP  
#P HM TDFZ[ VFBL J[<I]G[ AN,JL CMI TM ;[,G[ 0A, S,LS SIF" JUZ GJL J[<I] 8F.5 SZMP  
 HM V[0L8L\U SZTL JBT[ VUFpGL J[<I] 5FKL D[/JJL CMI TM OMdI]",F AFZDF\                      
Cancel current G[  S,LS SZMP Eentry button G[ S,LS SZMP 
;[,DF\ ZC[, 0[8FG[ N}Z SZJF ov  
! P ;[, 5;\N SZMP  
ZP XM8"S8 D[G]DF\YL  clear contents lJS<5 5;\N SZMP  
J{Sl<5S ZLT[ TD[ Edit D[G]DF\YL  clear lJS<5 56 5;\N SZL XSM KMP 5[8F D[G]DF\YL contents         
lJS<5 5;\N SZMP  
;[,4 ZM  VG[ SM,D N}Z SZJF ov  
 V[S;[,DF\ TD[ ;[,4 ZM VG[ SM,D  VFH]AFH]GL ZM VYJF SM,DG[ V;Z SIF" JUZ pD[ZL VYJF 
N}Z SZL XSM KMP  
 ;[, VYJF ;[,GF\ ;D}CG[ N}Z SZJFGF\ TASSFVM GLR[ D]H A K[P  
!P ;[,G[ 5;\N SZMP V[S YL JW] ;[, N}Z SZJF DFp;G[ ;[,DF\ B;[0M VG[ 0FA]\ A8G NAFJL ZFBMP  
ZP  Edit D[G]DF\YL  delete  lJS<5 5;\N SZMP GLR[GL VFS'lTDF\   delete cells  0FI,MU AM1F NXF"J[, 
K[P   
#P IMuI lJS<5 5;\N SZM VG[ ;[, N}Z SZJF   OK A8G S,LS SZMP  
;[J4 ZM VG[ SM,D pD[ZJF ov  
;[, 4 ZM4 VG[ SM,D pD[ZJFGF\ TASSFVM GLR[ D]HA  K[P  
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!P ;[,4 ZM VYJF SM,DG[ S[ HIF\ TD[ ;[,4 ZM VYJF SM,D pD[ZJF DF\UM KM T[ 5;\N SZMP  

ZP  Insert  D[G]DF\YL  Cells  lJS<5 5;\N SZM  
 
#P ;[, ZM VYJF SM,D pD[ZJF IMuI lJS<5 5;\N SZMP  
$P OK A8GGG[ S,LS SZMP  
5P ZM VYJF SM,D pD[ZJF  Insert D[G]DF\YL 56 ,FU 50TM lJS<5 5;\N SZL XSM KMP  

(P(P  ,BF64 ;\bIF VG[ TFZLB pD[ZJLP 
,BF6 pD[ZJ]\ P  
 ,BF6 s8[1F V[g8=Lf DF\ D}/F1FZM4 ;\bIF VG[ lGXFGLVMGM ;DFJ[X YFI K[P S[8,LSJFZ U6TZL 
DF8[ J5ZFI GlC\ T[JL ;\bIF 8F.5 SZJFGL H~Z 50[ K[P pNFCZ6 TZLS[ SM. DF;GF\ VF\S0F NXF"JJF 
DF;GM S|D NFB, SZJFGL HZ]Z 50[ K[P VFJF lS:;FDF\ ;\bIFGL VFU/ V[5M:8=M5L scf lGXFGL 
,UFJJFGL CMI K[P TD[ ;\bIFGL VFU/ AZFAZGL lGXFGL s = f D}SLG[ 56 ;\bIFG[ 8[1F TZLS[ 8F.5 
SZL XSM KM VG[ ;\bIFG[ VJTZ6 lRgCDF\ ,BL XSM KM pNFCZ6 TZLS[ 55()_ ;\bIFG[ 8[1FGF\ ~5DF\ 
8F.5 SZJF TD[  = cc 55()_ cc 8F.5 SZL XSMP  
;\bIF NFB, SZJLP  
Excel  GLR[GF\ V1FZMG[ ;\bIF U6[ K[P 
1 2 3 4 5 6 7 8 9 0 -  + / . E e 
 V5}6F"\S NFB, SZJF 5}6F"\S4 space VG[ 5KL V5}6F"\S 8F.5 SZJFGM CMI K[P GlC\TZ 4        
Excel V5}6F"\S ;\bIFG[ TFZLB U6L  ,[ K[P TDFD ;\bIFSLI 0[8F VF5D[/[ H HD6L AFH]GL l:YlTV[ 
CMI K[P  
 TFZLB VG[ ;DI NFB, SZJF ov  
 TD[ TFZLB VYJF ;DI 8F.5 SZM tIFZ[  Excel T[ J[<I]G[ VG]S|D G\AZDF\ ~5F\TlZT SZ[ K[P 
VG]S|D G\AZ ;NLGL X~VFTYL lNJ;MGL ;\bIF X~ SZLG[ TD[ 8F.5 SZM T[ TFZLB ;]WLGF\ lNJ;M NXF"J[ 
K[P Z$ S,FSGF\ lNJ;GF\ NXF\X EFU TZLS[ ;DI GM\WJFDF\ VFJ[ K[P  
 TFZLB H[ ZLT[ NXF"JJFDF\ VFJ[ K[  T[ OMD["8G[ TD[ AN,L XSM KMP TFZLB NXF"JTF OMD["8G[ AN,L 
56 XSM KMP TFZLB NXF"JTF OMD["8G[ AN,JFGF 5U,F GLR[ D]HA K[P  
!P  format  D[G]DF\YL  cells lJS<5 5;\N SZMP  
ZP  Number  8[A 5;\N SZMP  
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#P catagory l,:8 AM1FDF\YL date lJS<5 5;\N SZMP 

 
 
 
$P TDFZ[ HM.V[ T[ 0[8 OMD["8 5;\N SZM VG[ OK A8G S,LS SZMP  

(P) 8[A, AGFJJF\o 
 TD[ GSSL SZ[, .g5]8 J[<I] VG[ OMdI]",FG[ VFWFZ[ 0[8F 8[A, AGFJJF VF SDFg0 JF5ZJFDF\ VFJ[ 
K[ TDFZL OMdI]",F AN,FTL J[<I]GF 5lZ6FDM HMJF 0[8F S[A, JF5ZL XSFI K[P V[S .G5]8 0[8F S[A, DF8[ 
ZM .g5]8 ;[, VYJF SM,D >g5]8 8[A, DF8[ A\G[ NFB, SZMP  
 GLR[GFDF\YL V[S SFI" SZMP  
 HM 0[8F 8[A, SM,D VFWFlZT CMI TM 8[A,GL ;F{YL p5ZGL CFZDF\ CIFT OMdI]",F GLR[GF\ BF,L 
;[,DF\ GJL OMdI]",F 8F.5 SZMP  
 HM 0[8F 8[A, ZM VFWFlZT CMI TM 8[A,GL 5|YD SM,DDF\ CIFT OMdI]",F GLR[GF\ BF,L ;[,DF\ 
GJL OMdI]",F 8F.5 SZMP  

GJL OMdI]",F WZFJTF\ ZM VG[ SM,D ;lCT 0[8F 8[A, 5;\N SZMP  
           data D[G]DF  table G[ S,LS SZMP lR+v!_*  
GLR[GFDF\YL V[S SFI"SZM o 
  HM 0[8F 8[A, SM,D VFWFZLT CMI TM .g5]8 ;[, DF8[  cell referance s JS"XL8DF\ V[S ;[, H[ 
SMVMl0"G[8ZGM ;[8 WZFJ[ K[P pNFP TZLS[  B SM,D VG[  # G\AZGL ZMGF\ HM0F6 5Z ;[,GM Z[OZg;  
B3 K[Pf column input cell AM1FDF\ 8F.5 SZMP  
 HM 0[8F 8[A, ZMvVFWFlZT CMI TM .g5]8 ;[, DF8[GM ;[, Z[OZg;4 Row input cell           
AM1FDF\ 8F.5 SZMP  
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(P!_P ;[,GL p\RF. VG[ 5CM/F.o 
 
 ZM GL p\RF. VG[ SM,DGL 5CM/F. V[0H:8 SZJF   formate D[G] J5ZFI K[P ZM DF\ OST V[S 
;[,G[ 5;\N SZLG[ VFBL ZM GL p\RF. AN,MP JS"XL8DF\ TDFD ZMGL p\RF. AN,JF VFBL JS"XL8G[ 5;\N 
SZMP  
p\RF. ov VF SDFg0 5;\N SZ[, CFZGL p\RF. AN,JF J5ZFI K[P Row hight   

                 AM1FDF\ TD[ _ YL $_) ;]WLGL ;\bIF 
8F.5 SZL XSM S[ H[ ZMGL p\RF.G[ 5M.g8;DF\ NXF"J[ K[P HM T[G[ _ 5Z ;[8 SZ[, CMITM ZM K}5FI[,L s 
Hidden f ZC[ K[P default ZM GL  p\RF. !ZP*5 CMI K[P 

 
 
5CM/F. ov VF SDFg0YL 5;\N SZ[, SM,DGL 5CM/F. AN,L XSFI K[P column width                 
AM1FDF\YL _ YL Z55GL ;\bIF NFB, SZL XSLV[ KLV[P :8Fg00" OMg8 JF5ZLG[ V[S ;[,DF\ NXF"JL XSFI T[ 
V1FZMGL  ;\bIF NXF"J[ K[P SM,DGL l0OM<8 5CM/F. (P$# CMI K[P  
 

(P!!P ;[,GL GS, SZJLo 
 
Copy (Edit D[G]f vCtrl+C, Alt+E+C 
                        
  Edit D[G] l;,[SXGG]\ S,L5 AM0" 5Z GS, SZJF J5ZFI K[P VF 5;\NUL V[S ;[,4 ;[,GL 
Z[gH4 N}ZGF\ ;[,4 ;[, VYJF OMdI]",F AFZDF\ ZC[, V1FZM4 lR+ VMaH[S8 RF8" VYJF l;ZLh CMI XS[ 
K[P :8Fg00" 8],AFZDF\  copy p5,aW CMI K[P ;[, Z[gHGF\ VYJF RF8"GF\ lR+G[ VgI DF.S|M ;MO8 
V[S;[, JS"A}SDF\ VYJF VgI V[%,LS[XGDF\ GS, SZJF  copy picture               SDFg0 J5ZFI K[P 
HIFZ[ TD[  shift SL NAFJL ZFBL   Edit D[G] 5;\N SZJFYL H OST SDFg0 N[BFI K[P  
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JS"XL8;  
  copy 5;\N SZTF\ 5;\N SZ[,  cell GL VFH]AFH] OZTL AM0"Z N[BFI K[P Copy           5;\N 
SIF" 5KL  Edit D[G]DF\YL  paste command  5;\N SZM TM ;[,GL V\NZ lJUTM VG[ OMD["8GL GS, 
SZJFDF\ VFJ[ K [P  Edit D[G]DF\YL  Paste special SDFg0 5;\N SZM TM  copy  SIF" 5KL lGlN"Q8 SZ[, 
;[,GF\ V[8=LaI]Zs;[8L\\UfGL GS, YFI K[P  

 
v VF SDFg0 .g;X"G 5M.g8 DFlCTL sHIF\ NFB, SZJFGL K[ T[ HuIFf 5Z S,L5 AM0‰GL VF.8D 
pD[ZJF VG[ SM. ;L,[SXG CMI TM T[GL HuIFV[ ALGHL VF.8D AN,JF J5ZFI K[P HM TD[ VMaH[S84 
8[1F VYJF ;[,GL lJUTG[ S8 VYJF SM5L SZ[, CMI TM H VF SDFg0 p5,aW AG[ K[P  
 

(P!ZP OMdI]",F  VF5JL o 
 

:5|[0XL8;DF\ OMdI],F XlSTXF/L ,F1Fl6STF K[P OMdI]",F A[ S[ JW] ;[, JrR[ ;\AW :YF5[ K[P TD[ 
;ZJF/M4 AFNAFSL4 U]6FSFZ VG[ EFUFSFZ GM ;DFJ[X SZTL U6TZLVM SZJF  OMdI]",F JF5ZL XSM 
KMP OMdI]",F V858F J{7FlGS VG[ VF\S0FSLI ;\RF,G SZJF DF8[GL 56 RFJL K[P  
 OMdI]",F 0[8F H[JF ;[,DF\ ;\U|C SZJFDF\ VFJ[ K[[P VFDKTF\4 T[ 0[8FDF\ U6TZLGF 5lZ6FDG[ 0[8FG[ 
AN,[ ;[,DF\ NXF"J[ K[P  
OMdI]",F NFB, SZJL o U6TZLDF\ ;[, SMVMl0"G[8; JF5ZLG[OMdI]",F ;[, JrR[ ;\A\W :YF5[ K[P  
ExcelDF\ OMdI]",F C\D[XF AZFAZGL lGXFGL s =) YL X~ YFI K[P VG[ T[DF\ VF\S0FSLI VG[ ,BF6GL 
J[<I] sSMg:8g8 sVR,f VM5Z[8;‰ VG[ ;[, Z[OZg;GM ;DFJ[X YFI  K[P VF 38SMG[ HM0JFYL TD[ 
JS";L8DF\ ;\U|lCT 0[8FDF\YL 5lZ6FDGL J6TZL SZL XSM KMP  
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 TD[ ;FDFgI 0[8F J[<I] NFB, SZM T[ H ZLT[ ;[,DF\ OMdI]",F NFB, SZL XSM KMP ;[,DF\ OMdI]",F 
NFB, SZJFGF 5U,F\ GLR[ D]HA K[P o  
!P ;[, p5Z 0A, S,LS SZMP  
ZP c   = c lGXFGL 8F.5 SZMP  
#P  ;[, Z[OZg; VG[  +  VYJF v H[JF VM5Z[8;" ;lCTGL OMdI]",F 8F.5 SZMP  
$P   ENTER  SL NAFJM VYJF  ENTER Current value   A8GG[ S,LS SZMP  
 pNFCZ6 TZLS[  A1  YL A5     ;[,DF\ J[<I]GM ;ZJF/M U6JF VG[  A6 DF\ 5lZ6FDG[ ;\U|C 
SZJF GLR[ D]HAGF\ 5U,F\ VG];ZMP  
!P   A6  ;[, 5Z 0A, S,LS SZMP  
ZP GLR[GL OMdI]",F NFB, SZMP  
#P =A1+A2+A3+A4+A5 
$P   Enter SL NAFJMP  

 
A1  YL A5  ;[,DF\GL J[<I]GM ;ZJF/M  A6  DF\ NXF"JFI K[P lR+ !!ZP  
 OMdI]",FDF\ ;DFJ[X SZJFGL H~Z CMI T[ ;[, 5Z S,LS SZLG[ TDFZL OMdI]",FDF\ OMdI]",F NFB, 
SZJF GLR[GF\ 5U,F VG];ZM o  
!P   A6   ;[, 5Z 0A, S,LS SZMP  
ZP   =   lGXFGL 8F.5 SZMP  
#P  A1  ;[, 5Z S,LS SZMP  
$P  +   ;F.G 8F.5 SZMP  
5P  A2 ;[, 5Z S,LS SZMP  
&P  +   lGXFGL 8F.5 SZMP 
*P   T[H ZLT[4 VgI TDFD ;[, 5Z S,LS SZMP  
 TD[ NZ[S ;[, 5Z S,LS SZXM S[ T[  A6 DF\ OMdI]",FDF\ pD[ZFTL HX[P  
(P  V\T[  Enter SL NAFJMP A6 ;[,DF\ 5lZ6FD NXF"JFI K[P ;[,GM p<,[B SZL s5M.g8L\Uf VG[ ;[,G[ 
S,LS SZLG[ OMdI]",F  ,BJFYL E},M 38[ K[ VG[ ;[,DF\ SMVMl0"G[8; 8F.5 SZJF SZTF\ T[ JW] h05L K[P  
 OMdI]",FDF\ ;[, SMl0"G[8;G[ ;[, Z[OZg; TZLS[ VM/BJFDF\ VFJ[ K[P ;[, Z[OZg; TZLS[ 
VM/BJFDF\ VFJ[ K[P ;[, Z[OZg; +6 5|SFZGF\ CMI K[P  
!P   Relative referencing s;\A\lWTf ov OMdI]",FG[ VgI ;[,DF\ GS, SZJFDF\ VFJ[ tIFZ[OMdI]",F 
GJF :Y/ s;[,f 5|DF6 ;[, Z[OZg; AN,[ K[P  
ZP  Absolute Referancing sO[ZOFZ G YTF\f OMdI]",FGL GS, SZJFDF\ VFJ[ tIFZ[ V[S S[ JW] ;[,GF\ 
;[, Z[OZg; AN,TF GYLP T[G[ ;[, SM VMl0"G[8;GL VFU/  $ lGXFGLYL JF5ZL XSFIP  
#P Mixed Referancing o OST ;[,GF\ V[S SMVMl0"G[8 GSSL YFI K[P  
 Excel  U6TZLVM SZJF4 +, --, <, < > H[JF S[8,FS VM5Z[8;" 5]ZF 5F0[ K[P HM OMdI]",FDF\ 
8[1F4 TFZLB VYJF ;;DIGL J[<I] JF5ZJDF\ VFJ[ TM T[G[ SJM8;sVJTZ6 lRgCf DF\ AF\WJL HM.V[P 
;[,GL Z[GHG[ OMdI]",FDF\ JF5ZJF VY";EZ GFD VF5L XSFI K[P  
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(P!#P D}/E}T O\SXG JF5ZL[ ;[,GL OMdI]",F T{IFZ SZJLP  
 O\SXG V[ BF; C[T]JF/F SFI"S|DM K[ H[ 0[8FG[ :JLSFZ[ K[ VG[ 0[8F 5Z U6TZLVM SZLG[ J[<I] 
5]GZFJlT"T SZ[ K[P OMdI]",FYL UFl6TS4 VF\S0FSLI VG[ TFZLBq ;DIGF\ ;\RF,GM V[S J[<I] VYJF ;[8 
SZL XSFI K[P  
 pNFCZ6 TZLS[  Excel, Average GFDG]\ O\SXG VF5[ K[ H[ J[<I]GF ;[8GL ;Z[ZFXGL U6TZL 
SZ[ K[P VFD4  
 = Average s D3 : D10f D3 YL D10 ;[,DF\ J[<I]GL ;Z/  ;Z[ZFXGL U6TZL SZ[ K[P  
 O\SXGG[ D/TF\ 0[8FG[ O\SXGGL N,L, sVFuI]"D[g8f TZLS[ VM/BJFDF\ VFJ[  K[P                    
Equationss.SJ[Xg;f H[JL ZLT[ Variables sJ[ZLI[A<;f G[ JF5Z[ K[ T[ H[ ZLT[ O\SXG VFuI]"D[g8G[ 
JF5Z[ K[P p5ZGF\ pNFCZ6DF\   Average O\SXGGL VFuI]"D[g8  D3 : D10 K[P NZ[S O\SXG ;\bIF4 8[1F 
VYJF TFZLB H[JL S[8,LS lJXLQ8 5|SFZGL VFuI]"D[g8 :JLSFZ[ K[P O\SXGDF\ VgI O\SXGMGM 56 ;DFJ[X 
Y. XS[P VFJF lS:;FDF\ V[dA[0[0 O\SXG wJFZF 5ZT SZ[, 5lZ6FDG[ D]bI O\SXGGF DF5N\0 TZLS[ 
JF5ZJFDF\ VFJ[ K[P  
 TD[ ;[,DF\ O\SXGGG[ OMdI]",F TZLS[ NFB, SZL XSM KMP VFD KTF\4 TDFZ[ GLR[GL XZTMGL 
BFTZL SZJL HM.V[P  
!P O\SXG AZFAZGL lGXFGL s=f YL XZ] YFI K[P  
ZP VFuI]"D[g8;G[ SF{\;DF\ D}SJFDF\ VFJ[ K[P  
#P VFuI]"D[g8;G[ V<5lJZFDYL V,U 5F0JFDF\ VFJ[  K[P  
$P HM SM. VFuI]"D[g8;DF\ SM. 8[1F J[<I] CMI H[DF\ SpaceGM 56 ;DFJ[X YTM CMI TM J[<I]G[ 
VJTZ6DF\ scc   cc f ,BMP  

(P!$P Sums          f O\SXG 
Sums       f O\SXG JFZ\JFZ J5ZFTF VG[S O\SXGDFG]\ V[S K[ H[ VF\S0FSLI J[<I] ;[8GF\ 

;ZJF/FGL U6TZL SZ[ K[P VFD4 Sum s         f O\SXGG[ X~ SZJF 8},AFZ A8G VF5JFDF\ VFJ[, K[P 
TD[ 5lZ6FD DF8[  On  ;[,DF\ OF[dI]",F 8F.5 SIF‰ JUZ ;[,GF H}YGM ;ZJF/M U6JF VF A8G JF5ZL 
XSM KMP  

 
Auto Sum A8G .lrKT ;[, s0[:8LG[XG ;[,f p5ZGL J[<I]GM ;ZJF/M SZX[ VYJF >lrKT ;[,GL 
0FAL AFH]GF[ ;ZJF/M SZX[P  
Auto sum OLRZ JF5ZLG[ ;[,GL J[<I]GM ;ZJF/M SZJFGF\ TASSF GLR[ D]HA K[P  
!P 0[:8LG[XG ;[, GSSL SZMP  
ZP  Auto sum A8G 5Z S,LS SZMP  
#P Enter NAFJMP 
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 0[:8LG[XG ;[,GL p5ZGL SM,DDF\ J[<I] VYJF 0[:8LG[XG ;[,GL 0FAL AFH]GF\ ;[,GM ;ZJF/M 
YFI K[ VG[ 5lZ6FD .lrKT ;[,DF\ D/[ K[P  
 

(P!5P  Averages;Z[ZFXfo 
VFuI]"D[g8 TZLS[ D}S[, J[<I]GL ;Z[ZFX U6JFG]\ SFD  Average SZ[ K[P  
 Averages;\bIF !4 ;\bIF ZPPPPPPPPf  

 
Average O\SXG TDFD BF,L ;[,4 8[1F V[g8=L VG[ TFlS"S J[<I]G[ U6TZL SZTL JBT[ wIFGDF\ ,[T]\ GYLP 
VF p5ZF\T4 VF O\SXG #_YL JW] VFuI]"D[g8 ,. XST]\ GYLP VF p5ZF\T4 VF O\SXG #_ YL JW] 
VFU"]D[g8 ,. XST]\ GYLP 
  

(P!&P 8SFJFZL o 
 ;[,gFL Z[gH 8SFJFZL A[ ZLT[ D[/JL XSFI K[P TD[ 8SFJFZL D[/JJF average O\SXG JF5ZL XSM 
KMP TD[ ;ZJF/FG[ ;[,GL ;\bIF ;FY[ EFUFSFZ SZLG[ JF5ZL XSM KMP  

 
 TDFZ[  SM. ZSDGL 8SFJFZL HM.V[ TM 8SFJFZL 9Hs@f GL lGXFGLYL ;\bIFGF U]6FSFZYL D[/JL 
XSM KM 
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(P!*P VgI D}/E}T O\SXG s5|[S8L; ;FY[ fo 
 
UFl6lTS O\SXG  
Abss;\bIF f VF O\SXG 5[ZFDL8Z TZLS[ 5F; SZ[, ;\bIFGL ,UEU 5MhL8LJ J[<I] 5ZT SZ[ K[P 
pNFCZ6 TZLS[  
= Abs(10)4 !_ NXF"J[ K[P =Abs(-10) 4 !_ NXF"J[ K[P  

• countlfsRange DF5N\0f o VF O\SXG lGlN"Q8 J[<I] Z[gHDF\ DF5N\0GL ;DFG J[<I]GL ;\bIF NXF"J[ K[P 
pNFCZ6 TZLS[ HM C3 : C7;[,DF\ J[<I] Z_4 Z54 !54 Z5 CMI TM                               = Countlf 
(C3 : C7, “ 25”) #  G[ NXF"JX[P  

•  Int s;\bIFf  o VF O\SXG ;F{YL GHLSGF\  5}6F\"SG[ 5[ZFDL8Z TZLS[ VF5[, ;\bIFG[ D[/J[ K[P  pNFCZ6 
TZLS[ PPP 
     =Int s&o!f & NXF"J[ K[P  
     =Ints&o*f &   =Int  sv&P!f NXF"J[ K[ H[ v*  =Int sv&P*f NXF"J[ K[ H[ v* NXF"J[ K[P  
GM\W o TD[ 5MhL8LJ sJtTFf ;\bIFGF\ NXF\X EFUG[ D[/JJF Ints      f O\SXG JF5ZL XSM KMP  pNFCZ6 
TZLS[ HM  C # ;[,DF\ #&P#& J[<I] CMI TM TD[   =C3-IntsC#f G[ JF5ZL _P#& D[/JM KMP  

• Mod sG\AZ4 0LJF.hZ4 EFUGFZf o VF O\SXG 0LJF.hZYL EFUFSFZ SZ[, ;\bIFGF ZLD[.g0Z 
sDM0I]<;f NXF"J[ K[P  
= Mod s !Z4 !_f Z NXF"J[ K[P  
= Mod s!_4 _f V[ZZsE},f # Drv /o ! NXF"J[ K[P  
=Mod s!_4 v&f 4 vZ NXF"J[ K[P  
 

• Round  s;\bIF4 VF\S0FVMGL ;\bIFf VF O\SXG VF\S0FVMGL lGlN"Q8 ;\bIFG[ 5[ZFDL8Z TZLS[ 
5F; SZ[, ;\bIFG[ VFJZL ,[ K[P HM VF\S0FVM 5MhL8LJ CMI TM 0[;LD, 5M.g8GL HD6L AFH]V[ NXF\; 
HuIFVMGL lGNL"Q8 ;\bIFG[ VFJZL ,[ K[P HM ALH]\ 5[ZFDL8Z _ CMI TM ;\bIFG[ 5}6F\"YL VFJZL ,[JFDF\ 
VFJ[ K[P HM ALH]\ 5[ZFDL8Z G[U[8LJ CMI TM 0[;LD, 5M.g8GL 0FAL AFH]V[ T[8,L HuIFYL T[G[ VFJZL 
,[JFDF\ VFJ[ K[P pNFCZ6 TZLS[ 4 
      =Round s 36.6345,2f YL  36.63=Rounds36.6345,0f NXF"J[ K[P H[ 37=round ( 
316.6345,-2) NXF"JL #__ NXF"J[ K[P  

• Sign s;\bIFf HM VFuI]"D[g8 TZLS[ NFB, SZ[, ;\bIF 5MhL8LJ CMI TM T[ ! NXF"J[  K[ HM ;\bIF _ CMI 
TM _ VG[ G[U[8LJ CMI v ! NXF"J[ K[P  

• Sqpt s;\bIFf o HM VFuI]"D[g8 TZLS[ 5;FZ SZ[, ;\bIFGF JU"D}/G[ NXF"J[  K[P 
• Sums;\bIFv!4 ;\bIFvZPPPf VF O\SXG VFuI]"D[g8; TZLS[ 5;FZ SZ[, ;\bIFVMGF ;ZJF/FGL 

U6TZL SZ[ K[P HM J[<I]GL 5;FZ SZ[, Z[gHDF\V1FZMGM ;DFJ[X YTM CMI TM T[G[ wIFG VF5JFDF\ VFJT]\ 
GYLP   
VF\S0FSLI O\SXG o S[8,FS ;FDFgI ZLT[ J5ZFTF VF\S0FSLI O\SXG GLR[ D]]HA K[P  

• Average s;\bIFv!4 ;\bIFvZPPP f VF O\SXG VFuI]"D[g8 TZLS[ 5;FZ SZ[, J[<I]GL ;Z[ZFX UT[ K[P 
pNFCZ6 TZLS[  
=Average s10,5,20f !!P&& NXF"J[ K[P  
Average O\SXG TDFD BF,L ;[,4 8[1F V[g8=L VG[ TFlS"S J[<I]G[ U6TL JBT[ wIFGDF\ ,[T] GYLP VF 
p5ZF\T4 VF O\SXG #_YL JW] VFuI]"D[g8 ,[T]\ GYLP  

• CountsJ[<I]v!4 J[<I]vZPPPPf VF O\SXG lGNL"Q8 Z[gHDF\ J[<I]GL ;\bIF U6[ K[ T[ 8[1FV[g8=L4 BF,L ;[, 
VG[ V[ZZG[ U6T]\ GYLP Counts        f O\SXG #_ YL JW] VFuI]"D[g8 ,[T]\ GYLP  
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• Maxs;\bIF !4 ;\bIF ZPPPf VF O\SXG 5;FZ SZ[,VFuI]"D[g8;DF\ ;F{YL DM8L J[<I] NXF"J[ K[P  
• Mins;\bIF ! 4 ;\bIFvZPPPf VF O\SXG 5;FZ SZ[,VFuI]"D[g8;DF\ ;F{YL GFGL ;\bIF NXF"J[ K[P  
• 8[1F O\SXG  ov TD[ 8[1F O\SXG J[<I]GL U6TZL SZLG[ VG[ ;8=L\UGF EFUG[ ACFZ ,FJLG[ 8[1F J[<I]DF\ 

;]WFZF JWFZF SZL XSM KMP S[8,F 8[1F O\SXG GLR[ D]HA K[P  
•  Chars;\bIFf o VF O\SXG 5[ZFDL8Z TZLS[ 5;FZ SZ[, ASCII SM0G[ ,UTF\ V1FZG[ NXF"J[ K[P pNFP 

TZLS[  =Char (66) YL  B NXF"J[ K[P  
•  Concatenates8[1F !4 8[1FvZPPPf VF O\SXG VFuI]"D[g8 TZLS[ 5;FZ SZ[, TDFD 8[1F J[<I]G[ HM0[ K[P 

pNFCZ6 TZLS[  
      =Concatenate s C5, E5f YL cc   Hello world cc :8L\U N[BFX[P  
        Concatenate O\SXGGL V[S DIF"NF  V[ K[ S[ T[ OST #_ VFuI]"D[g8 ,. XS[ K[P VF p5ZF\T T[ ;[, 
Z[gHG[ :JLSFZT]\ GYLP pNFCZ6 TZLS[  
  =Concatenates A3 : E3f VIMuI K[P  
Exacts8[1F !4 8[1FvZf VF O\SXG A[ 8[1F J[<I]G[ :JLSFZ[ K[ VG[ T[GL ;ZBFD6L SZ[ K[ HM T[ V[SND 
;DFG CMI VG[ :5[X VG[  case sGFGF q DM8F V1FZM ;lCTf TM O\SXG TRUE NXF"J[ K[P  
Len s8[1Ff VF O\SXG VFuI]"D[g8 TZLS[ 5;FZ SZ[, :8=L\UDF\ V1FZMGL ;\bIF NXF"J[ K[P  s Space 
;lCTGF f pNFCZ6 TZLS[ o          
Len scc  Hello worldcc f !! NXF"J[ K[P  
Searchs8[1F4 8[1FDF\4 ;\bIF X~ SZJLf o VF O\SXG V1FZGL l:YlTDF\YL ALHF VFuI]"D[g8 TZLS[ 5F; 
SZ[, J[<I]G[ +LHL VFuI]"D[g8 TZLS[ 5;FZ SZ[, V1FZGL l:YlT NXF"J[ K[ H[ ;F{ 5|YD VFuI]"D[g8 TZLS[ 
5;FZ SZ[, 8[1F J[<I] TZLS[ 5;FZ SZ[, 8[1F J[<I] K[P HM :8=L\U D/[ TM O\SXG HIF\ XMW[, 8[1F D/[ tIF\ 
V1FZGL l:YlT NXF"J[ K[P HM TD[ +LHL VFuI]"D[g8 HIF\ XMW[, 8[1F D/[ tIF\ V1FZGL l:YlT NXF"J[ K[P HM 
TD[ +LHL VFuI]"D[g8 VF5XM GlC\ TM T[ VF5D[/[ ! ,. ,[X[ pNFCZ6 TZLS[ 4  
=Searchs “ It “, Found It, 1cc4f * NXF"J[ K[P  
GM\Wov   Search O\SXG GFGFv DM8F V1FZM VFWFlZT GYL VFD4 it V[ IT GL ;DFG K[P XMWJFDF\ 
VFJL ZC[, 8[1F SZTF\ HGM TD[ XMWL ZCIF KM T[ 8[1F JW] ,F\AL CMI TM  Excel V[ZZ NXF"J[ K[P  
 

(P!(P R,64 TFZLB4 ;DI 4 BF; O\SXG  
 TFZLB VG[ ;DI O\SXG  
           TFZLB VG[ ;DI J[<I]G[ ;LZLI, G\AZM U6[ K[P TFZLBG[ lNJ;MGL ;\bIF TZLS[ TD[ NFB, SZM T[ 

TFZLB ;]WL ! HFgI]VFZL !)__ YL U6JFDF\ VFJ[ K[P ;DIG[ Z$ S,FSGF\ NXF|\X EFU TZLS[ ;\U|C 
SZJFDF\ VFJ[ K[P l;ZLI, G\AZM lJT[,F lNJ;M4 ElJQIGF ;DI VG[ VgI AFATM U6JFGL 1FDTF 5}ZL 
5F0[ K[P  Excel  

            lNJ; VG[ ;DI J[<I]YL S[8,LS  Date q  Time U6TZL SZJF N5[ K[P Date q  Time O\SXG GLR[ 
D]HA K[P  

• Date sJQF"4 DF;4 lNJ;f o VF O\SXG TFZLBG[ ;DFG VF\S0FSLI J[<I] NXF"J[ K[P ;\bIF HMJF TDFZ[  
Formate   D[G]DF\YL  cell lJS<5 5;\N SZLG[ TFZLBGM ;\U|C SZJF ;[,G[ OMD["8 SZJFG]\ CMI K[P HM 
;[,DF\ Date J[<I]G[ J[ZLI[A<; TZLS[ JF5ZJFDF\ VFJTL CMI TM VF O\SXG p5IMUL K[P pNFCZ6 TZLS[ 
Date (B1, B2, B3) TFZLB NXF"J[ K[ 5Z\T]4 B1-- B3 DF\ VG]S|D[ JQF"4 DF; VG[ TFZLB ;\U|C 
YI[,F CMJF HM.V[P  

•   Days 360 sXZ]VFTGL TFZLB4 K[<,L TFZLBf o VF O\SXG #&_ lNJ;GF\ JQF‰DF\ VFZ\E VG[ 
V\TGL TFZLB JrR[GM TOFJT NXF"J[ K[P VFD4 TD[ !Z DlCGFGF NZ[SGF #_ lNJ;M WFZM TM VF O\SXG 
IMuI K[P pNFCZ6 TZLS[  
= Days 360 ( “ 4/30/93”, 5/1/93 ) ! NXF"J[ K[P  
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•  Months;\bIFf VF O\SXG 5[ZFDL8Z TZLS[ 5F; SZ[, ;\bIFG[ TFZLBDF\ ~5F\TlZT SZ[ K[ VG[ DF; 
NXF"J[ K[P pNFCZ6 TZLS[  
=Month (“ 10 H}Gcc f4 & NXF"J[ K[P  

•  New  s         f o VF O\SXG Sd%I]8ZGL 3l0IF/DF\YL RF,] lNJ; VG[ ;DI D[/J[ K[P VG[ T[ TFZLBGF\ 
;\bIFGL N"Q8LV[ ;DFG V1FZ NXF"J[ K[P  
TFlS"S O\SXG  
  Logical Functions JS"XL8GF XlSTXF/L O\SXG K[ H[ JS"XL8DF\ lG6"I ,[JFGF OLRZ pD[ZL TDG[ 
DNN SZ[ K[P  Logical Functions  GLR[ D]HA K[P o  

• And (expr 1, exper 2) :  A[ VYJF JW] XZTMG[ HM0[ K[ VG[ HM NZ[S XZTM ;FRL CMI TM  True 
VG[ SM. V[S XZT BM8L CMI TM  False   NXF"J[ K[P pNFCZ6 TZLS[  
=And (c1 >10, c2 > 15) HM C1, !_ YL JW] DM8L J[<I] WZFJT]\ CMI VG[            C2, !5 SZTF\ 
VMKL J[<I] WZFJT]\ CMI TM  True NXF"J[ K[P  

•  Or (expr 1, expr 2…) VF O\SXG TFlS"S VlEjIlSTG]\ D]<IF\SG SZ[ K[P VG[ SM. V[S XZT ;FRL 
CMI TM True NXF"J[ K[P HM TDFD XZTM BM8L CMI TM O\SXG                False NXF"J[ K[P pNFCZ6 
TZLS[4  

        = Or (c3 >100, c4 > 10000) HM  C3 4 !__ SZTF\ JWFZ[ DM8L CMI VYJF           Cr GL J[<I] 
!_4___ YL JW] CMI TM  True NXF"J[ K[P  

•  It (expr, value- It – true, value- It-false)o VF O\SXG expr DF\ VlEjIlSTG]\ D]<IF\SG SZ[ K[P 
VG[ HM V[S;5|[XG ;FR]\ CMI TM  value-It-True  NXF"J[ K[P VG[ XZT BM8L CMI TM  Value-It- 
False NXF"J[ K[P pNFCZ6 TZLS[4  
=It (c3=500, “ OK”, “Cancle”) HM c3 4 5__ VG[  cancle AZFAZ CMI VG[ J[<I] 5__ 
p5ZF\T SM. VgI CMI TM OK NXF"J[ K[P HM TD[                              Value-It –False 5[ZFDL8Z 
lGlN"Q8 G SZM TM VG[ XZT ;FRL G CMI TM                 False NXF"JX[P  

•  Not (Logical)o VF O\SXG 5[ZFDL8Z TZLS[ 5F; SZ[, TFlS"S N,L,GF 5lZ6FDG[ p,8FJ[ K[P VF 
O\SXG It :8[8D[g8DF\ D]<IF\SGGF\ 5lZ6FDGL lJ~wW XZT NXF"JJF J5ZFI K[P  
 =Not (c3=500) HM C3GL J[<I] 5__ CMI TM  False NXF"J[ K[ VG[ 5__ p5ZF\TGL SM.56 J[<I] 
DF8[   True  NXF"J[ K[P  
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(P!)P GFGF lC;FAL SFI" sV[SFpg8L\Uf DF8[ :5|[0XL8; AGFJJLP  

 
   Ms Excel JF5ZLG[ .,[S8=MlGS 5[v:,L5 AGFJL XSLV[ KLV[ 5[ :,L5GL OMdI"],FGL ;C[,F.YL 
U6TZL SZJF XlSTXF/L .GvAL<8 sV\NZ VF5[, f O\SXG CMI K[P  
 

(PZ_P U|FO sU|FOG]\ GFD4 Axis, 8F.8, VG[ ,[A, Legend, grid)  
AGFJJF  
 RF8" s .G;8" D[G]f v  Alt+I+H  YL  chart wizard X~ YFI K[ H[ JS"XL8 5Z V[dA[0[0 
RF8" AGFJJF VYJF CIFT RF8"G[ ;]WFZJFGF TASSFVMG]\ DFU"NX"G VF5[ K[P GJM RF8" AGFJJF 0[8F Z[gH 
5;\N SZM VYJF VF SDFg0 JF5ZTF 5C[,F\ RF8"DF\ ;]WFZF JWFZF SZJF T[G[ 5;\N SZMP  
RF8" 8F.8, ov VF AM1FDF\ TD[ RF8" 8F.8, DF8[ HM.V[ T[ 8[1F 8F.5 SZL XSM KM RF8" VYJF  Axis 
8F.8,DF\ ,L8LGM U[5 ZFBJF RF8" DF\ 8[1FGL S,LS SZM HIF\ ,L8LGM A|[S NFB, SZJM CMI tIF\ S,LS SZM 
VG[ Enter NAFJMP  
Category (X) Axis ov VF AM1FDF\ TDFZ[ Axis 8F.8, DF8[ H[ 8[1F 8F.5 SZJL CMI T[ SZL XSM KM 
RF8" VYJF Axis 8F.8,DF\ ,L8LGM A|[S ZFBJF RF8"DF\ 8[1FG[ S,LS SZM HIF\ TD[ ,L8LGM A|[S VF5JF 
.rKTF CMI tIF\ S,LS SZMP VG[  Enter NAFJMP  
  Category (Y)Axis ov VF AM1FDF\ TD[  Axis  8F.8, DF8[ 8[1F 8F.5 SZL XSM KM RF8"  VYJF             
Axis 8F.8,DF\ ,L8LGM A|[S ZFBJF RF8"DF\ 8[1FGL S,LS SZMP HIF\ TDFZ[ ,L8LGM A|[S VF5JM CMI tIF\ 
S,LS SZM VG[ 5KL  Enter NAFJMP  

 
  Legend %,M8 V[ZLIFDF\ ,[H[g0 pD[ZJF VF lJS<5GF\ R[S AM1FG[ R[S SZM                  
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Data Labels RF8"DF\ TDFD 0[8F 5M.g8G[ VYJF T[DF\YL 0[8F ,[A, pD[ZJF S[ N}Z SZJF VF lJS<5 
J5ZFI K[P  

 
                 VF lJS<5DF\ TD[ GLR[GF\ A[ 5M.g8DF\YL SM. V[S 5;\N SZL XSM KMP  
Asnew sheet ov  As new sheet  S,LS SZM VG[ 5KL   As new chart AM1FDF\ GJL RFH"XL8 
DF8[G]\ GFD 8F.5 SZM H[YL GJF RFH";L8 5Z RF8" D]SFX[P  
 As object in ov  As object in G[ S,LS SZM T[DF\  sheet G]\ GFD VF5M VG[ 5KL RF8"G[ JS"XL8DF\ 
V[dA[0[0 VMAH[S8 TZLS[ D]SJF  OK p5Z D]SM TD[ JS"XL8 5Z V[dA[0[0 RF8"G[ .rKM tIF\ B;[0L XSM KMP  

(PZ!P  Bar, column, (stack), Line, XY PIEs5F.f RF8" AGFJJF    
AFZ RF8"4 SM,D RF8"4 ,F.G RF8" 5F. RF8"P  

NET SAL

0 2000 4000 6000 8000 10000 12000

ANOOP

VINEET

TUSHAR

PARAS

ANKIT

NET SAL
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PAYSLIP

0
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                 Ms Excel \DF\ H]NF H]NF 5|SFZGF\ RF8" ;[8 SZL XSFI K[P V[S;[,DF\ H]NF H]NF H]NF !$ 
5|SFZGF\ RF8"; K[P SM,D RFH" 0LOM<8 s5C[,[YL H f CMI K[P  Excel DF\ H]NF H]NF 5|SFZGF\ 0[8F V\U[ 
p5,aW lJlJW 5|SFZGF\ RF8" NXF"JLV[ KLV[P  



Gur
uj

i2
4.

co
m

95 

PAYSLIP

0

1000

2000

3000

4000

5000

6000

7000

8000

0 1 2 3 4 5 6

BASIC-DA

R
S BASIC

DA

 
 
   



Gur
uj

i2
4.

co
m

96 

)P GFGF 5|[hg8[XG AGFJJFGL D}/E}T AFATM 
     s MS-POWER POINT)  
)P! 5|[hg8[XG VG[ 0MSI]D[g8 JrR[ TOFJT  
 Power Point  YL TD[ TDFZF 5|[hg8[XG GF lJQFI J:T]G[ ,BF6 8F.5 SZL4 lR+M q VJFHM 
VG[ V[GLD[XG sC,GR,Gf NFB, SZL AGFJL XSM KM T[ lR+M VG[ VJFHMGL U[,[ZL s;\U|Cf 56 VF5[ 
K[P  Power Point  T[GL V\NZGF jIJ;FlIS l0hF.GGF TtJM H[JF S[  Auto Layouts   VG[  
Presentation tenplatesGD}GFf 5}ZF 5F0LG[ SM.56 5|[hg8[XGGL ZRGF AGFJ[ K[P TD[ H]NF H]NF 
5|[1FSM DF8[ H]NL H]NL 5|SFZGF\ 5|[hg8[XG 56 AGFJL XSM KMP TD[ TDFZ]\ lJQFIJ:T] ,BF6 VFWFlZT 
VFp8,F.G jI] VYJF l0hF.G VFWFZLT :,F.0 jI]DF\ AGFJM KMP  Power Point DF\ TDFZF XM GM 
l5|jI] HM. XSM KM4 VMG v:S|LG :5[XLI, .O[S8; pD[ZL XSM KM VG[ NZ[S :,F.GF\ 8F.DG]\ lZC;", SZL 
XSM KMP  Power PointGL OF.,G]\ V[S:8[gXG sOF., 5FK/ ,FUTL OF.,GF\ 5|SFZGL VM/Bf Pppt 
CMI K[P  
 J0" 5|M;[;Z V[S ;MO8J[Z 5[S[ H K[ H[ TDG[ 0MSI]D[g8 AGFJJF VG[ T[DF\ ;]WFZF JWFZF SZJFDF\ 
DNN SZ[ K[P 0MSI]D[g8 AGFJJFDF\ SMd%I]8ZGL .g8ZG, D[DZLDF\ 8F.5 SZJFGM VG[ T[G[ l0:S 5Z ,BL 
;FRJJFGM ;DFJ[X YFI K[P 0MSI]D[g8G[ ;]WFZF JWFZF SZJFDF\ HM06LGL E},M CMI TM ;]WFZJFGM VG[ 
XaNM4 JFSIM  VYJF OSZFVM N}Z SZJF VG[ B;[0JFGM ;DFJ[X YFI K[P J0"GL OF.,G]\ V[S:8[gXG P 
doc CMI K[P  

)PZP 5FJZ 5M.g8 JF5ZJ]\ ov  
         Power Point  V[ Microsoft office G]\ V[S 38S K[ H[ jIFJ;FlIS U]6JtTFGF\ 5|[hg8[XG 
AGFJJF J5ZFI K[P VF 5|[hg8[XGG[ 8=Fg;5Zg;L4 SFU/4 #5 V[D :,F.0 OM8M l5|g8 VG[ VMG :S|LG 
5|[hg8[XG DF8[ OZL NXF"JL XSFIP  Power Point GF 38SM :,F.0; 5Z SFD SZJF4 5|[Hg8[XGGF\ lJQFI 
J:T]ÊG[ VFp8,F.G ;FY[ VFIMlHT SZJF VG[    AM,GFZGL GM\W VG[ 5|[1FSM DF8[ RM5FlGIF AGFJJF 
JF5ZL XSFI K[P  

• T[DF\ XlSTXF/L GJF  wizard s;CFISf K[ H[ V88F VG[ ;DIGM jIJ SZTL 5|lS|IFVMGL UlT JWFZ[ K[P  
• D<8LDL0LIFGL  JW] DNN ,. XSFI K[P H[DF\ GJF V[GLD[XG 8},AFZGM ;DFJ[X YFI K[P  
•   Undo ;UJ0GL DNNYL TDFZL .rKF CMI T[8,F ,[J, ;]WL SZ[, O[ZOFZMG[ OZL D}/ :J~5[ ,FJL XSM 

KMP TD[ 0LhF.G 8[d5,[8DF\ SZ[,F O[ZOFZMG[ 56 Undo sD}/ :J~5[f SZL XSM KMP  
•   Style checker TDFZF 5|[hg8[XGDF\ lJZFD lRgCM VG[ S[l58, V1FZMGL ;D:IFVM ;]WFZ[ K[P  
• :8Fg00" 8},AFZ 5Z  Black and white view  A8GYL TD[ S,Z :,F.0; a,[S V[g0 jCF.8DF\ l5|g8 

SZXM tIFZ[ S[JL ,FUX[ T[ NXF"J[ K[P  
•    Pack and Go wizard 5|[hG8[xFG OF.,GL ;FY[ TDFD l,\S SZ[, VG[ D<8LDL0LIF OF.,G[ Sd5|[; 

s;\S]lRTf SZL ;FRJ[ K[P T[ T[G[ O,M5L l0:S VYJF TD[ H6FJM T[ :Y/[ ;FRJ[ K[P VF OF.,MGL ;FY [  
Power Point viewer   DMS,L XSFI K[ H[YL D[/JGFZG[ T[ HMJF Power Point  .g:8M, SZJFGL 
H~Z GYLP TD[ lJhF0" JF5IF" 5KL 5|[hg8[XGDF\ O[ZOFZ SZJF .rKM TM  Pack and Go  lJhF0"G[ OZL 
ZG SZM H[YL DFlCTL VnTG Y. HX[P  

 

)P# 5FJZ5M.g8 5|[hg8[XG BM,J]\o 
Power Point G[ RF,] SZJFGF TASSFVM GLR[ D]HA K[P  
!P 8F:SAFZDF \  Start A8GG[ S,LS SZMP  
ZP   Start D[G]DF\YL  Programs option 5;\N SZMP  
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#P Microsoft Power Point  lJS<5 5;\N SZMP  start program Ms Power point   
VFGFYL Power Point  X~ YFI K[P 

 
 
GLR[ H6FjIF D]HA  Power Point  X~ SZTF\ H SMZL 5|[hg8[XG v! GFDGL 5|[hg8[XG :SL|G VF5D[/[ 
N[BFX[  
 

 
 5FJZ 5M.g8GL 5|YD :S|LG 
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)P$P 5|[hg8[XG AGFJJF lJhF0" JF5ZJ]\  
       Auto content lJhF0‰ JF5ZLG[ 5|[hg8[XG AGFJJ]\  
        Auto content lJhF0‰ JF5ZLG[ 5|[hg8[XG AGFJJFGF\ :8[5 GLR[ D]HA K[P  
!P 5FJZ 5M.g8 0FI,MU AM1FDF\YL  Auto content lJhF0" 5;\N SZMP GLR[GL VFS'lTDF\ NXF"jIF 5|DF6[ 
0FI,MU AM1F N[BFX[P 

 
 

starting Auto content wizard 
 5U,]\ v!P  
TD[ lJhF0"YL H[ 5|SFZG]\ 5|[hg8[XG AGFJJF .rKM T[ 5;\N SZMP  
!P  Next S,LS SIF" 5KL TD[ GLR[ NXF"jIF 5|DF6[ 0FI,MU AM1F HMXM 
step-2 VCL\ TD[ 5|[hg8[XGGF\ VFp85]8 DL0LID sK[<,[ S[J]\ N[BFX[f GSSL SZL XSXMP ;FDFgI ZLT[ 
VF56[  Ms Power Point  YL VMG :S|LG 5|[hg8[XG SZLV[ KLV[P  

 
 
 
 
 
 
 
 



Gur
uj

i2
4.

co
m

99 

ZP  Next  S,LS SIF" 5KL TDG[ GLR[ NXF"jIF 5|DF6[G]\ 0FI,MU AM1F N[BFX[  

 
 
 step-3 VCL\ TD[ 5|[hg8[XGG]\ 8F.8,4 ;A8F.8,4 TFZLB VG[ :,F.0 G\AZ VF5L XSM  KMP  
#P V\T[ TD[ finish A8GG[ S,LS SZLG[ lJhF0" 5}Z] SZL XSM KM  

 
 
finishing presentation.  
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  Sample slide  TD[ finish  A8GG[ S,LS SZXM S[ Power Point   TDFZF 5;\N SZ[, lJQFI 5Z 
:,F.0 AGFJX[P VCL\ TDFZ[ OST lJQFIJFZ lJQFIJ:T] VF5JFG]\ ZC[X[P slR+ !#Zv Af :,F.0GL 
l0hF.GP  
 


