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Microsoft Excel 2010 
 

1| †jLv wm‡j± I Kwc Kivi wbqg| 

†jLv wm‡j± Kiv : 

1.  †hLvb †_‡K †jLv wm‡j± Ki‡Z n‡e †mLv‡b Cell Point ivL‡Z n‡e| Zvici Shift Kx †P‡c Kx‡ev‡W©i A¨v‡iv 

Kx‡Z (evg, Wvb, Dci, wbP) cÖ‡qvRb Abyhvqx Pvc w`‡Z n‡e| Kvw•LZ †mj¸‡jv wm‡j± n‡q hv‡e| wm‡j± Kivi 

ci Avevi Shift Kx †P‡c a‡i D‡ëvfv‡e A¨v‡iv Kx Pvc‡j wm‡j± D‡V hv‡e|  

2.  †hLvb †_‡K †jLv wm‡j± Ki‡Z n‡e †mLv‡b c‡q›Uvi wb‡q †P‡c a‡i Pvcv Ae¯’vq †h ch©šÍ wm‡j± Ki‡Z n‡e 

†mLv‡b †U‡b †Q‡o w`‡Z n‡e|  

A_ev Ctrl Kx †P‡c a‡i A Pvc w`‡j m¤c~Y© IqvK©wkU wm‡j± n‡e| (Ctrl+A) 
 

†jLv Kwc Kiv : †jLv wewfbœfv‡e Kwc Kiv hvq| 

†gby evi e¨envi K‡i  

1. †h Ask Copy Ki‡Z n‡e Zv wm‡j± Ki‡Z n‡e| 

2. Home Ack‡bi Aax‡b Copy AvBK‡b wK¬K Ki‡Z n‡e|  

3. †h †m‡j Kwc Ki‡Z Ki‡Z n‡e †mLv‡b Kvm©i ivL‡Z n‡e| 

4. Home Ack‡bi Aax‡b Paste AvBK‡b wK¬K Ki‡Z n‡e| 

 
Shortcut †gby e¨envi K‡i 

1.  †h Ask Copy Ki‡Z n‡e Zv wm‡j± Ki‡Z n‡e| 

2.  gvD‡mi Wvb evU‡b wK¬K Ki‡Z n‡e|  

 

3.  Shortcut †gby †_‡K Copy KgvÛ wm‡j± Ki‡Z n‡e Ges Kwc Kiv †WUv †hLv‡b wb‡Z n‡e †mB †mjwU wm‡j± 

Ki‡Z n‡e| (Ctrl+C) 
4.  gvD‡mi Wvb evUb †P‡c Paste Kgv‡Û wK¬K Ki‡Z n‡e| (Ctrl+V) 

 

2| IqvK©eyK msi¶Y Kivi wbqg|  

Kvh©µg : 

 1. File †gby‡Z wK¬K Ki‡Z n‡e| GKwU KgvÛ wj÷ †`Lv hv‡e| 

2. Save Kgv‡Û wK¬K Ki‡Z n‡e| Save As WvqvjM e• †`Lv hv‡e| 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. WvqvjM e‡•i File name : †U•U e‡• dvB‡ji bvg (†hgb- X-EXAM) wjL‡Z n‡e| 



4. G›Uvi Pvc‡Z n‡e A_ev Save evU‡b wK¬K Ki‡Z n‡e| 

 

3| kZKiv wnmve †ei Kiv I GKvwaK kZ© w`‡q wnmve Kivi wbqg|  

Kvh©µg : A2 †m‡j 60 b¤^i Gw›Uª †`Iqv n‡q‡Q| D³ 

b¤^‡ii 80% Gi wnmve B1 †m‡j †`Iqv Av‡Q|  

GLb 60 b¤^‡ii 80% b¤^i †ei Kivi m~Î n‡e: 

= A2*B1 wj‡L  G Pvc w`‡Z n‡e|  

 

 

 

 

 

 

 

 

 

Zvn‡j djvdj wn‡m‡e 48 †`Lv‡e| 

 

 

GKvwaK kZ© w`‡q wnmve Kiv ev kZKiv †ei Kiv :  

A‡bK mgq Ggb nq †h, kZ© Abyhvqx Avjv`v Avjv`v wnmve Kivi cÖ‡qvRb n‡Z cv‡i| †hgb aiv hvK, hv‡`i g ~j †eZb 

16000 UvKv-Gi mgvb ev †ewk Zv‡`i evwo fvov n‡e 40% Ges Ab¨iv cv‡e 50% wnmv‡e| G ai‡bi wnmve GKmv‡_ 

Ki‡Z PvB‡j IF-Gi dgy©jv e¨envi Ki‡Z n‡e| dgy©jvwU wbgœiƒc : 

=IF(A2>=16000, A2*40%, A2*50%)   

 

 

 

 

 

 

 

 

w`‡j djvdj †`Lv‡e Ges Ab¨ wb‡Pi¸‡jv‡Z Kwc  

Ki‡j Ab¨ djvdjI mwVKfv‡e †`Lv‡e|   
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