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fuu tallh yeoEÍfuka Tng"

²² me;=reïm;a hkq fudkjd o@

²² me;=reïm;l úfYaI ,laIK

²² jev fmd;" jev m;" fldgq" ;Srej" fma<sh

²² fldgq kdu 

²² Y%s;" iQ;% 

²² fufyhqï ldrl 

²² o;a; f;aaÍu 

²² m%ia;dr

				    ms<sn`o wjfndaOhla ,efnkq we;'

me;=reïm;a hkq fudkjd o@2'1

	 me;=reïm;a hkq w;S;fha .Kldêldßjreka lvodis Ndú;fhka .Kkh 

lsÍï i`oyd fhdod .kakd ,o l%ufõo i`oyd j¾;udkfha we;s bf,lafg%dksl 

f,aLkhls'

	 Y%s; (function) iy iQ;% (formula) fhdod .ksñka .Kkh (calculations) 
lsÍï o o;a; f;aÍï o (sorting)" m%ia;dr (chart) ks¾udKh lsÍu jeks .Ks;uh iy 

.sKqïlrK lghq;= i`oyd fhdod .; yels ;Sre (columns) iy fma<s (row) j,ska 

iukaú; jQ" f,aLkhla me;=reïm;la f,i ye`Èkaúh yels h'

	 me;=reïm;a uDÿldx.hla fhdod .ksñka mß.Klhla u.ska úoHq;a 

me;=reïm;la ks¾udKh lr .; yels h' me;=reïm;a uDÿldx.h fhÿï uDÿldx.hls' 

	 úoHq;a me;=reïm;l f,aLk ilia lsÍu i`oyd jev fmd;la (book) Ndú; 

fõ' tu jev fmdf;ys" jevm;a (worksheet) u.ska f,aLk ilia lr .; yel' 

f,aLk ks¾udKfha § fhdod .kq ,nk fuj,ï rdYshla we;' tajdfhys ld¾hhka 

y`ÿkd .ksuq' 

úoHq;a me;=reïm;a2
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lrk ,o l%shdjla wj,x.= 

lsÍug - Undo
 wl=re" mska;+r wdÈh 

msgm;a lsÍug - Copy

msgm;a lr .;a fyda lmd 

.;a wl=re" mska;+r wdÈh 

we,ùug - Paste

wj,x.= lrk ,o l%shdj 

kej; lsÍug - Redo  
wl=re" mska;+r wdÈh 

lmd .ekSug - Cut
jpkj, iy jdlHj, 

wlaIr úkHdih iy 

jHdlrK yß jerÈ 

ne,Sug - Spelling

fmdÿ fuj,ï

kj jevm;la ,nd 

.ekSu - New
;ekam;a l< f,aLkhla 

újD; lsÍug - Open

f,aLkhl uqøK fmr oiqk 

n,d .ekSu - Print Preview
f,aLkhla ;ekam;a 

lsÍug - Save

f,aLk uqøKh 

lsÍug - Print

fmdÿ  fuj,ï
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     me;=reïm;l úfYaI ,laIK 

iQ;% ;Srh - Formula 
Bar fldaIhl 

h;=re,shkh lrk foh 

fmkakqï lrhs'

fldaIh - Cell 
;Srej iy fma<sh tl;= 

jk ia:dkh fldaIhls' 

;Srefõ wl=r iy fma<sfha 

wxlh fldaI kduh G7 
(Cell Address)

fõ'

fldaI mrdih - Cell Range
tl <`.ska we;s fldaI lsysmhla  

fldaI mrdihla kï fõ'

fma<s - Row
fma<shlg 

f,an,hla 

we;' tajd 1 isg 

wdrïN jk 

b,lalï h'

;Sre - Column 
;Srejlg f,an,hla 

we;' tajd bx.%Sis 

fydaäfha A wlaIrfhka 

wdrïN fõ'

kdu fldgqj - Name 
Box

f;dard .kakd fldaI 

kduh fmkakqï lrhs'

1

G7

A B C D E F G

2
3
4
5
6
7
8
9
10
11
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fldaI yeviõ lsÍfï fuj,ï - cell formatting tools

wl=re we, lsÍug 

- Italic

wl=re ;o meye 

.ekaùug - 

Bold

wl=re mdg lsÍug 

- Color

wl=rej, m%udKh 

fjkia lsÍug - Size
ud;Dldj

wkqud;Dldj

idudkH wl=re

wl=re jgd 

fndav¾ oeóug 

Borders

wl=re j¾. - Font
háka brla we`§ug 

- Underline

mdg fh§ug - 

Fill colour 

tfl,a, lsÍu iy ia:dk .; lsÍfï fuj,ï 

alignment and positioning tools

ab

fldgq lsysmhla tla fldgqjla 

f,i ilia lsÍug iy ueog 

tfl,a, lsÍug    

Merge and Center

jug 

Left Align
ol=Kg 

Right Align
uOHh  

Middle

ueog 

Centre Align
by<g  

Top
fldaIh ;=< jpk 

f.dkq lsÍug 

Wrap Text

ÈYdk;sh fjkia 

lsÍug 

Orientation

hgg  

Bottom

wl=re j¾. -  Font
Times New Roman

FMBindumathi

Cambria
Nirmala UI

TT

12 B
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fldaIfha we;s o;a; j¾.hg wkqj yeviõ lsÍfï fuj,ï - number formating tools

uqo,a  

Currency
m%;sY;h 

Percentage

oYu ia:dk wvq jeä 
lsÍu 

Increase & Decrease 
Decimals

uqo,a -  Rs. / $ / ¥ - 10.00

wxl -  10, 25, 100...

.sKqïlrK -  Rs. / $ / ¥ - 10.00

fláfhka Èk - 02 /25/2018 (MM / DD / YYYY) 

iúia;r j Èk - Tuesday,  February  25,  2018 

fõ,dj - 1:30 p.m, 10:00 a.m

m%;sY;h - 23% , 45%, 75%

Nd. - 2/9, 4/5

úoHd;aul - 5677=5.68E+03

%

General

½
10

2
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me;=reïm;a Ndú; lrñka iQ;%hla ye`Èkaùfï § fhdod .kq ,nk i,l=Kq iy 

jpk

iQ;% i`oyd i,l=Kq - symbols for formulae

= + - * /

iQ;% fyda Y%s; wdrïN 

lsÍug fmr fhdod 

.efka    wvq lsÍu i`oyd   

tl;= lsÍu i`oyd    jeä lsÍu i`oyd   

fn§u i`oyd   

       
Y%s; - Function

Sum

fldaI mrdihl tl;=j 

fiùu i`oyd   

fldaI mrdihl jeä u 

w.h fiùu i`oyd    

fldaI mrdihl idudkHh 

fiùu i`oyd    

fldaI mrdihl wvq u 

w.h fiùu i`oyd

Average Max Min

ia;ïN m%ia;dr   jg m%ia;dr   lafIa;% m%ia;dr   wfkl=;a m%ia;dr   

f¾Ld m%ia;dr   ;Sre m%ia;dr   úisß m%ia;dr   

m%ia;dr j¾. - Charts 

j.=.; lr .;a o;a; rEm igyka u.ska oelaùu i`oyd m%ia;dr fhdod .efka'



28 fkdñf,a fnod yeÍu msKsihs

me;=reïm;a wdY%s; wNHdi i`oyd jevfmdf;ys 2'1 isg 2'10 

olajd l%shdldrlï lrkak'

²² Y%s; iy iQ;% fhdod .ksñka .Kkh lsÍï o" o;a; f;aÍï o" m%ia;dr ks¾udKh 

lsÍu o i`oyd fhdod .; yels ;Sre iy fma<sj,ska iukaú; f,aLkhla 

me;=reïm;la f,i ye`Èkafõ'

²² ;Srejla iy fma<shla tl;= jk ia:dkh fldaIhla hkqfjka ye`Èkafõ' 

²² ;Sre bx.%Sis A wlaIrfhka wdrïN jk w;r fma<s wxl 1ka wdrïN fõ' 

²² kj f,aLkhla ,nd .ekSu New" újD; lsÍu Open" ;ekam;a lsÍu Save" 
uqøKh Print" uqøK fmr oiqk Print Preview" fmr l%shdj Redo" wdmiq l%shdj 

Undo, lemSu Cut, msgm;a lsÍu Copy" we,ùu Paste, wlaIr úkHdih yd 

jHdlrK Spelling wdÈh fmdÿ fuj,ï h'

²² Y%s; Ndú;fhka .Kkh lsÍï lrkq ,nhs'

²² SUM, AVERAGE, MAX, MIN wdÈh .Kkh lsÍï i`oyd fhdod .kq ,nk 

ir, Y%s; fõ'

²² ;Sre m%ia;dr" ia;ïN m%ia;dr" f¾Ld m%ia;dr" jg m%ia;dr wdÈh u.ska o;a; 

úYaf,aIKh isÿ lrkq ,nhs'

idrdxYh
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