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(Introduction)

eZ©gvb wek¦ Z_¨ cÖhyw³i hy‡M gvbyl KZ wKQzB bv Avwe¯‹vi Ki‡Q ïaygvÎ gvby‡li KvR ¸‡jv wKfv‡e, 

KZ mn‡R Kiv hvq| G wPš—v †PZbvB e¨¯— mevB| Avi GiB avivevwnKZvq eZ©gvb we‡k¦i me‡P‡q 

RbwcÖq I cwiwPZ cÖwZôvb gvB‡µvmd&U K‡cv©‡ikb gvB‡µvmd&U Awdm c¨v‡KRwU| D‡Ïk¨ nj gvbyl 

KvM‡R Kj‡g †jLv †jwL K‡i, wewfbœ ai‡bi wnmve-wbKv‡ki KvR K‡i, A_©‰bwZK, cwims¶vY, jwRK¨vj 

BZ¨vw`| gvB‡µvmd&U G‡·j †cÖvMÖvgwU ˆZwi Kivi n‡q‡Q wewfbœ ai‡bi wnmve-wbKvk, A_©‰bwZK, 

cwims¶vY, jwRK¨vj ¸‡jv †hb mn‡RB Ki‡Z cv‡i| G G‡·j †cÖvMÖvgwU gvB‡µvmd&U Awdm †cÖvMÖv‡giB 

Aš—if~³ GKwU †cÖvMÖvg| mg‡qi Ave‡Z© gvB‡µvmd&U Awdm c¨v‡KRwUi wewfbœ ms¯‹iY cÖKvwkZ n‡q‡Q| 

eZ©gvb mg‡q c¨v‡KRwUi me©‡kl 2013 ms¯‹iY evRv‡i cÖKvk K‡i‡Q| Avi G ms¯‹viYwU c~‡e©Kvi 

ms¯‹iY ¸‡jv †_‡K m¤ú~Y© wfbœ| Z‡e 2007, 2010 G ms¯‹iY ¸‡jvi mv‡_ wKQzUv wgj †i‡L Avi GKUz 

Avc‡MÖW K‡i 2013 ms¯‹iYwU evRviRvZ K‡i| ms¯‹iYwU B›Uvi‡dmwU A‡bK my›`i Kiv n‡q‡Q| KvR 

Kivi †¶‡Î gvbyl †h mKj KgvÛ †ewk e¨envi K‡i _v‡K †m mKj KgvÛ ¸‡jv‡K KzBK GK‡mm& 

Uzjev‡ii gva¨‡g e¨envi Kivi myweav cÖ`vb K‡i‡Q| bZzb _ªxg I †Ug‡c U mshy³ Kivi myweav cÖ`vb| 

wieb& KgvÛ ¸‡jv‡K GK GKwU MÖ“‡c fvM K‡i Lye my›`i fv‡e Dc ’̄vcb K‡i‡Q| _ªxgwU Kvjvi 

cwieZ©bmn Av‡ivI eûwea myweav w`‡q G ms¯‹iYwU ˆZwi| G eBwU 2013 ms¯‹i‡Yi Dc‡i wfwË K‡i 

wjLv n‡q‡Q| eBwU‡Z †cÖvMÖvwUi Bb÷j cÖwµqv †`Lv‡bv n‡q‡Q| †cÖvMÖvgwU wK? wKfv‡e †cÖvMÖvgwU w`‡q 

KvR Ki‡eb| IqvK©kxU wK? IqvK©eyK wK? PvU© wK? Pv‡U©i e¨envi, wewfbœ ai‡bi di‡gwUs, †ewmK dg~©jv, 

wewfbœ ai‡bi dvskb Gi e¨envi, Ges ev¯—eg~Lx wKQz cÖ‡R± Gi gva¨‡g †cÖvMÖvgwUi wewfbœ ai‡bi KvR 

¸‡jv m¤ú‡K© Av‡jvPbv K‡iwQ| D‡Ïk¨ wQj eBwUi gva¨‡g Avcbv‡`i‡K G‡·j †cÖvMÖvgwUi wewfbœ welq 

m¤ú‡K© Rvbv‡bv †Póv Kiv| GKRb cÖv_wgK ch©v‡qi e¨enviKvix †hb G eBwU c‡o c‡o G‡·j 

†cÖvMÖvgwUi wewfbœ KvR ¸‡jv Abykxjb Ki‡Z I Rvb‡Z cv‡i| Ges Lye mn‡R eBwUi wewfbœ Av‡jvP¨ welq 

¸‡jv Av‡jvPbv ev Dc ’̄vcb Kivi †Póv K‡iwQ †hb GKRb cvVK Lye mn‡R Av‡jvP¨ welqwU ey‡S wb‡Z 

cv‡i|   

me‡k‡l eBwUi †Kvb µwU wePz¨wZ Avgv‡`i g‡bi ARv‡š— n‡q _vK‡j ¶gv my›`i `„wó‡Z †`‡L| µwU 

wePz¨wZ ¸‡jv Avgv‡`i‡K Rvbv‡eb| Avj vn mevi DËi DËi Kj¨vY `vb Ki“b| 
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 (Introduction)

Version ev Release †K Edition ev ms¯‹viY ejv nq| md&UIq¨vi †Kv¤úvbx¸‡jv Zv‡`i ˆZwiK…Z †cÖvMÖvg¸‡jv 

cÖ_‡g GKwU ms¯‹iY  bv‡g †ei K‡i| cieZx©‡Z †cÖvMÖv‡gi A‡bK mxgve×Zv `~i K‡i †cÖvMÖvg‡K hy‡Mvc‡hvMx K‡i 

A_©vr cÖwZ‡hvMxZvq wU‡K _vKvi Rb¨ Avc‡MÖW fvm©b †ei K‡i| DB‡ÛvR 95 Dc‡hvMx K‡i †ei nq fvm©b 95, Gi 

ci G·wc  Dc‡hvMx K‡i G‡·j 97, 2000, 2002, 2003,2007 †ei nq Ges Gi me©‡kl fvm©b DB‡ÛvR mvZ 

(Windows 7) I DB‡ÛvR AvU (Windows 8)  Dc‡hvMx K‡i G‡·j 2010 I 2013 †ei K‡i gvB‡µvm&dU 

K‡cv©‡ikb| GB eBwU 2013 fvm©‡bi m¤ú‡K© wjLv n‡q‡Q|  

gvB‡µvm&dU Awdm 2013 c¨v‡KRwU Bb÷j †`Iqvi Av‡M Avcwb GKUz †f‡e wbb Avcbvi Kw¤úDUv‡i 

Acv‡iwUs wm‡÷g †KvbwU Bb÷j †`Iqv i‡q‡Q| Avcbvi Kw¤úDUv‡i Acv‡iwUs wm‡÷g †m‡fb (Windows 7) 

†`Iqv wKbv| hw` Acv‡iwUs wm‡÷g †m‡fb †`Iqv _v‡K Zvn‡j Avi Bb÷j Ki‡Z n‡e bv| Avi hw` Acv‡iwUs 

wm‡÷g G·wc †`Iqv _v‡K, Zvn‡j Acv‡iwUs wm‡m÷ †m‡fb Bb÷j K‡i wbb| bv nq gvB‡µvm&dU Awdm 2013 

Bb÷j wb‡ebv Ges Gi Rb¨ gvB‡µvm&dU WU†bU †d«gIqvK© fvm©b 2.00 ev Avc‡MÖW fvm©b Avcbvi Kw¤úDUv‡ii 

Bb÷j _v‡K n‡e| Bb÷j bv _vK‡j Bb÷j K‡i wbb| b‡Pr gvB‡µvm&dU Awdm 2013 GKwU‡fU G‡ivi 

†`Lv‡e| Avmyb GLb Avgiv gvB‡µvmd&U Awdm †cÖvMÖvgwU Bb÷j Kwi| Bb÷j Kivi Rb¨ Avgv‡`i eBwUi mv‡_ 

†`Iqv wWwfwWwU Avcbvi Kw¤úDUv‡ii wWwfwW †iv‡g wWwfwWwU cÖ‡ek Kivb| Gici wWwfwWwU I‡cb Kiæb| 

Microsoft office professional plus 2013 †dvìviwU I‡cb Kiæb| GLv‡b Microsoft office 

professional plus 2013 final x64 I Microsoft office professional plus 2013 final x86 

†dvìviwU cv‡eb|  

 

 

x64 †dvìviwU 64 weU wm‡÷g Gi Rb¨ Ges x86 †dvìviwU 32 weU wm‡÷g Gi Rb¨| †hwU Avcbvi cÖ‡qvRb 

†mwU I‡cb Ki“b| Avwg x86 †dvìviwU 32 weU wm‡÷gwU I‡cb K‡iwQ| Gevi wb‡Pi QwewUi gZ A‡bK ¸‡jv 

†dvìvi I dvBj †`L‡Z cv‡eb| GLb Setup.exe dvBjwU‡Z Wvej wK¬K& Ki“b| 

 

 

 

 

 

 

 GLv‡b Wvej wK¬K& 

Ki“b 
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(wPÎt 1.2.1 †mUAvc BG·B) 

Setup.exe dvBjwU‡Z Wvej wK¬K& Kivi ci Choose the Installation you want  DB‡ÛvwU Avm‡e| GLv‡b 

Avcwb Install Now evU‡b wK¬K& Ki‡j Bb÷j cÖwµqv ïiæ n‡e| Avi hw` Customize evU‡b wK¬K& K‡ib 

Zvn‡j DB‡Ûv Avm‡e| GLvb †_‡K Avcwb †h †h †cÖvMÖvg ¸‡jv Bb÷j Ki‡Z Pvb †m ¸‡jv Qvov evKx ¸‡jv‡Z  

Not Available wm‡j± Kiæb| Gici Bb÷j (Install) evU‡b wK¬K& Kiæb| wb‡¤œi Qwe‡Z †`Lv‡bv nj| 

 

 

 

 

 

 

 

 

 

(wPÎt 1.2.2 Bb÷‡jkb DB‡Ûv) 

Gici Bb÷‡jkb †cÖv‡MÖ‡mm& DB‡ÛvwU Avm‡e| wb‡¤œi Qwe‡Z †`Lv‡bv nj| 

 

 

 

 

 

 

(wPÎt 1.2.3 Bb÷‡jkb †cÖv‡MÖ‡mm&) 

Bb÷‡jkb †cÖv‡MÖ‡mm& (Installation Progress) m¤ú~Y© nIqvi ci wb‡Pi DB‡ÛvwUi gZ GKwU DB‡Ûv Avm‡e 

GLv‡b †K¬vR (Close) evU‡b wK¬K& Kiæb|  

 

 

 

 

†h †Kvb GKwU‡Z  

wK¬K& Ki“b
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(wPÎt 1.2.4 Bb÷‡jkb m¤ú~Y©) 

Gici G †dvìviwU‡Z cÖ‡ek Ki“b| 

 

 

GLv‡b A‡bK ¸‡jv †dvìvi cv‡eb Gici Activator †dvìviwU I‡cb Ki“b| 
 

 

 

 

 

 

 
 

 

 

(wPÎt 1.2.5 G¨vKwU‡fUi) 

Gevi Activator.exe dvBjwU‡Z Wvej wK¬K& K‡i G¨vKwU‡fUiwU †mUAvc K‡i wbb| 

 

 

 

 

 

 

GLb gvB‡µvmd&U Awdm Bb÷‡jk‡bi mKj cÖwµqv m¤ú~Y© n‡q‡Q| Gfv‡e Avcwb gvB‡µvmd&U Awdm †cÖvMÖvg 

Bb÷j K‡i wb‡Z cv‡ib| 

1.3 G‡·j wK? What is Excel  ?

Excel k‡ãi AvwfavwbK A_© nj †kÖôZi nIqv| mvaviYZ Avgiv KvD‡K †kÖôZi Dcvw` w`qv _vwK Zvi ¸b,K…wZZ¡ 

cÖf…wZ‡Z †kÖôZi ev DrK…ôZi nIqvi d‡j| gvB‡µvm&dU †Kv¤úvbx K…wZ©K ˆZwiK…Z GB G‡·j †cÖvMÖvgwUI †mB 

GLv‡b wK¬K& Ki“b 

GLv‡b Wvej  

wK¬K& Ki“b 
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g‡Z ¸‡b, K…wZ©‡Z¡ DrK…ôZi d‡j Gi bvgKiY Kiv n‡q‡Q Excel (†kÖôZi)| GB †cÖvMÖvgwUi gva¨‡g MvwbwZK 

wnmve wbKvk, Z_¨ e¨e¯’vcbv, cwimsL¨vb wfwËK WvUv‡eR ˆZwi, †WweU, †µwWU msµvšÍ wewfbœ evwbwR¨K wnmvevw` 

Lye mn‡RB ˆZwi Ki‡Z cvi‡eb| †m Rb¨ G‡K †kÖôZi ejv nq|  

 (What is Workbook) ? 
G‡·j †cÖvMÖvgwU hLb I‡cb Ki‡eb ZLb Kjvg I †iv Gi m¤œ‡q †QvU †QvU  †mj G fvM Kiv †h GwiqvwU †`L‡Z 

cv‡eb| GwU‡KB IqvK©eyK ejv nq| GKwU LvZvq †hgb K‡hKwU c„ôvq wjLv hvq †Zgwb GKwU IqvK©eyK 

(WorkSheet)  G K‡qKwU IqvK©kxU (WorkSheet) Ly‡j Zv‡Z KvR Ki‡Z cv‡ib| GB IqvK©kxUwUi dvuKv 

†mj¸‡jvi wbR¯ ̂GKwU G‡Wªm Av‡Q| hLb wnmve wbKvk Ki‡eb ZLb Avcwb †m †m‡ji bvg a‡i Zv‡K WvK‡Z 

n‡e| †mj¸‡jvi bvg ivLv n‡q‡Q Kjvg I †iv Gi bvg w`‡q| (Kjv‡gi bvg ivLv n‡q‡Q Bs‡iRx eY©gvjv w`‡q Ges 

†iv Gi  bvg ivLv n‡q‡Q Bs‡iRx msL¨v ev b¤^i w`‡q) 

 

 

 

 

 

 

 

 

 

 

(wPÎt 1.4.1 IqvK©eyK bgybv wPÎ) 

 (What is Worksheet?) 
GKwU †¯úªWkx‡U  A‡bK¸‡jv cvZv _v‡K| Avi G¸‡jv‡KB  IqvK©kxU ejv nq Ges G IqvK©kxU (WorkSheet) 

¸‡jv hLb cÖ`©wkZ nq ZLb †¯úªWkxU Gi b¨vq GKB DB‡Ûv wb‡q cÖ`©wkZ n‡q _v‡K|  wb‡¤œ  GKwU  IqvK©eyK 

(Workbook) Gi gv‡S wZbwU wfbœ wfbœ bv‡g IqvK©kxU  †bIqv n‡q‡Q hv QwewU‡Z  †`Lv‡bv nj|  

 

 

 

 

 

Formula bar 

IqvK©eyK 

Name Box 

IqvK©kxU 
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(wPÎt 1.5.1 IqvK©kxU bgybv wPÎ) 

What is Spread Sheet  ?

SpreadSheet  kãwUi AvwfavwbK A_© nj Qov‡bv cvZv| Spread A_© Qov‡bv Ges Sheet A_© cvZv  G‡·j 

†cÖvMÖvgwU I‡cb Ki‡j †QvU †QvU N‡i fvM Kiv †h IqvK© GwiqvwU †`L‡Z cvb G‡KB †¯úªWkxU ejv nq| G‡·j G 

c~‡e©Kvi fvm©‡b GKwU IqvK©kx‡U Kjvg wQj 256 wU eZ©gv‡b 16,384 wU Ges †iv wQj 65,536 wU  eZ©gv‡b 

10,48,576 wU| Kjvg I †iv Gi m¤œ‡q MwVZ †QvU †QvU Ni¸‡jv‡Z Z_¨ ev msL¨vwfwËK DcvË ev WvUv BbcyU 

Kiv‡bv n‡q _v‡K| GB Ni¸‡jvi wbR¯ ̂GKwU cwiPq i‡q‡Q| †¯úªWkxwU g~jZ IqvK©eyK, IqvK©kxU Gi m¤œ‡q 

MwVZ| wb‡¤œ †¯úªWkx‡Ui Qwe †`Iqv nj|  
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(wPÎt 1.6.1 †¯úªWkxU bg ybv wPÎ) 

1.7 wKfv‡e G‡·j †cÖvMÖvg Pvjy Ki‡eb Starting the Excel Program

GKUz Av‡M gvB‡µvm&dU Awdm 2013 wKfv‡e Bb÷j w`‡Z nq Zv Avgiv †`wL‡qwQ| Avkv ivwL Avcwb 

gvB‡µvm&dU Awdm 2013 Bb÷j Kiv wkwL wb‡q‡Q Ges Avcbvi Kw¤úDUv‡i Bb÷j K‡i wb‡q‡Qb| ZvB GLb 

†`L‡ev †Kvb †Kvb Ackb ¸‡jv‡Z wK¬K& Kivi gva¨‡g Avgiv G‡·j †cÖvMÖvgwU I‡cb Ki‡Z nq| cÖ_‡g ÷vU evU‡b 

wK¬K& Ki“b|  

 

 

 

 

 

 
 

(wPÎt 1.7 .1 ÷vU evUb Ges Aj †cÖvMÖvgm& ¯Œxb) 

GLb gvB‡µvm&dU Awdm 2013 †gby‡Z wK¬K& Ki“b| wb‡Pi wP‡Îi gZ K‡i|  

 

 

 

 

†¯úªWkxU 

IqvK©eyK 

   
 Iq

vK
©k
xU

  

GLv‡b wK¬K& Ki“b 
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(wPÎt 1.7.2 gvB‡µvm&dU Awdm 2013 wm‡jKwUs ¯Œxb) 

Gevi G‡·j 2013 G wK¬K& Ki“b| wb‡Pi Qwe‡Z †`Lv‡bv nj|   

 

 

 

 

 

 

 

 

(wPÎt 1.7 .3 G‡·j 2013 wm‡jKwUs ¯Œxb) 

gvB‡µvm&dU Awdm 2013 G wK¬K Kivi ci Avcbvi Kw¤úDUvi ¯Œx‡b wb‡Pi QwewUi gZ ¯Œxb †`L‡Z cv‡eb| GB 

¯ŒxbwU K‡qK †m‡KÛ †`L‡Z cv‡eb| KviY GwU †cÖvMÖvg ÷vwUs †cÖ‡mm& ¯Œxb|  

 

 

 

 

 

 

(wPÎt 1.7 .4 †cÖvMÖvg ÷vwUs ¯ŒxY) 

÷vwUs †cÖv‡mm& †k‡l Avcwb GKwU †Ug‡cøU  ¯Œxb cv‡eb| hv wb‡Pi QwewUi gZ †`Lv‡e| GLv‡b Avcwb Blank 

workbook G wK¬K& Ki‡eb|  
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(wPÎt 1.7. 5 †Ug‡cøU Gwiqv) 

me‡k‡l †cÖvMÖv‡gi g~j B›Uvi‡dmwU †`L‡eb wb‡Pi Qwei gZ| hv Awdm 2000, 2003 ev Zvi I c~e©eZ©x fvm©‡bi 

mv‡_ †Kvb wgj Luy‡R cv‡eb bv| Z‡e gvB‡µvm&dU Awdm 2007 I 2010 Gi A‡bKUvB wgj Luy‡R cv‡eb, mvgb¨ 

wKQz cwieZ©b Qvov|  

 

 

 

 

 

 

(wPÎt 1.7.6 G‡·j †cÖvMÖvg B›Uvi‡dm) 

1.8 G‡·j †cÖvMÖv‡gi ¯Œxb cwiwPwZ Excel Interface Description

G‡·j †cÖvMÖv‡gi ¯Œx‡b me©cÖ_g KzBK GK‡mm& UzjeviwU, Gici wiebevi wU I Zvi mv‡_ wm‡jKwUs wiebwUi KgvÛ 

AvB‡Ug Uzj¸‡jv, GLv‡b †nvg wieb †gby Uzj ¸‡jv †`Lv‡”Q| Gici dg©~jveviwU, Gici IqvK© Gwiqv‡Z 

A‡bK¸‡jv Kjvg (Columns)  I †iv (Rows) Ges Dc‡i Kjvg ¸‡jvi bvg I evg cv‡k †iv ¸‡jvi bvg 

†`L‡eb| Gici wb‡P kxU Iqvb bv‡g GKwU IqvK©kxU (WorkSheet) †`L‡Z cv‡eb| GB nj G‡·j 2013 Gi 

¯Œxb cwiwPwZ|  

 

 

 

 

 

 

GLv‡b wK¬K& Kiæb 

 

Workbook 

Quick Access 

Toolbar 
Ribbon 

Bar 
Ribbon Item Tools Bar 

Formula Bar 

Columns WorkSheet 
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(wPÎt 1.8.1 G‡·j †cÖvMÖvg ¯Œxb cwiwPwZ) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Rows Heading 
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 (Worksheet Basic) 

 (How To Create New Document) 
dvBj †gby‡Z wK¬K& Ki“b| Gici wPÎt 2.1.2 QwewU †`L‡eb| GLv‡b wbD †gby‡Z wK¬K& Ki“b| 

 

 

 

 

 

 

 

 

 

(wPÎt 2.1.1 dvBj †gby ) 

GLb wbD †gby‡Z wK¬K& Kivi ci wPÎt 2.1.3 QwewU †`L‡Z cv‡eb| GLv‡b Blank workbook G wK¬K& Ki“b|  

 

GLv‡b wK¬K Ki“b 

GLv‡b wK¬K& Ki“b 
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(wPÎt 2.1.2 wbD †gby ) 

GLb Blank Workbook G wK¬K& Kivi ci wPÎt 2.1.4 QwewU †`L‡eb| Avi GwUB nj Avcbvi bZzb Wz‡Kv‡g›U 

DB‡Ûv|  

 

 

 

 

 

 

 

 

 

(wPÎt 2.1.3 wbD †gby /†Ug‡cøU Gwiqv) 

GwUB bZzb Wz‡Kv‡g›U / bZzb IqvK©eyK| hv wb‡Pi Qwe‡Z †`L‡Z cv‡”Qb|  
 

GLv‡b wK¬K& Ki“b 
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(wPÎt 2.1.4 bZzb Wz‡Kv‡g›U/ bZzb IqvK©eyK) 

 (How To Create New Worksheet) 

bZzb IqvK©kxU ˆZwi Kivi Rb¨ wZbwU wbqg AbymiY Ki‡Z cv‡ib|  

 1 bs QwewUi †nvg †gby‡Z wK¬K& Kiæb, Gici wb‡P GKwU Uzjevi cv‡eb GLv‡b Wvb cv‡k BbmvU 

(Insert) bv‡g GKwU evUb cv‡eb Zv‡Z wK¬K& Kiæb| BbmvU kxU G wK¬K& Ki‡j bZzb  (Insert Sheet) kxU ˆZwi 

n‡e| hv wb‡Pi 3bs Qwe‡Z †`Lv‡bv nj|  

 

 

 

 

 

 

 

clk-2 

clk-1 

GLv‡b wK¬K& Ki“b 

1 

†cÖvMÖv‡gi Wvb cv‡k BbmvU G wK¬K& Ki“b 

2 

BbmvU Kivi Av‡Mi Qwe BbmvU Kivi c‡ii Qwe 

3 
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(wPÎt 2.2.1 BbmvU kxU wm‡÷g Iqvb Gi bgybv wPÎ) 

3bs Qwe †`Lv‡bv kxU Iqvb G gvDm Gi Wvb evUb wK¬K& Ki‡j cv‡ki 4bs QwewU cv‡eb| GLv‡b 

BbmvU (Insert) evU‡b wK¬K& Ki“b 5bs QwewU cv‡eb GLv‡b IqvK©kxU (worksheet) wm‡j± K‡i I‡K (Ok) 

evU‡b wK¬K& Ki“b G‡Z bZzb kxU ˆZwi n‡e| hv 6bs Qwe‡Z 3bs kxU wn‡m‡e †`Lv‡bv n‡q‡Q| Avgiv hLb 

†cÖvMÖvgwU I‡cb Kwi ZLb kxU Iqvb wQj| hLb Avgiv cÖ_g c×wZ‡Z bZzb kxU ˆZwi Kijvg, ZLb ỳwU kxU 

n‡q‡Q| GLb wØZxq c×wZ‡Z kxU ˆZwii d‡j wZbwU kxU n‡q‡Q|

 

 

 

 

 

 

 

 

 

 

GLv‡b wK¬K& Kiæb 

  4 

gvD‡mi Wvb evUb wK¬K& Kiæb 

3 

6 
5 
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(wPÎt 2.2.2 BbmvU kxU wm‡÷g Uz Gi bgybv wPÎ) 

GLb wb‡Pi 1bs QwewUi †hvM wPýwU‡Z wK¬K& Kiæb| GKwU bZzb kxU ˆZwi n‡e| hv wb‡Pi  2bs 

QwewU‡Z †`L‡Qb|  

 

 

 

 

 

 

(wPÎt 2.2.3 IqvK©kxU wm‡÷g _ªx Gi bgybv wPÎ) 

(How To Save a Workbook) 
wewfbœ mgq Avgiv GKwU IqvK©ey‡K Avgv‡`i cÖ‡qvRbxq Z_¨vw` wj‡L _vwK KviY fwel¨r‡Z hLb GKB Z_¨ 

Avgv‡`i cÖ‡qvRb n‡e ZLb †hb D³ Z_¨ m¤ú‡K© Rvbv hvq| wKš‘ †Kvb Z_¨ GKwU IqvK©eyK‡K ev dvBjwU‡K 

msiÿY Kivi Rb¨ KgvÛ bv w`‡j †cÖvMÖvgwU ¯ŝwµq fv‡e dvBjwU‡K msiÿY K‡i †bq| Z‡e Avcwb †cÖvMÖvgwU 

†K¬vR Kivi ci Avcbvi †m Z_¨ ¸‡jv Avcwb Avi †`L‡Z cv‡eb bv| KviY IqvK©eyK ev dvBjwU msi¶Y Kiv nq 

bvB| G Rb¨ †cÖvMÖv‡g †Kvb Z_¨ wjLvi ci IqvK©eyK ev dvBjwU Avgv‡`i msi¶Y Kiv cÖ‡qvRb| Avmyb GLb 

GKwU IqvK©eyK msiÿY Kiv †`wL| KvRwU Kivi Rb¨ cÖ_‡g Avcwb G‡·j †cÖvMÖvgwU I‡cb Kiæb| Gici dvBj 

(File) wieb&wU‡Z wK¬K& Kiæb| wb‡¤œ Qwei gva¨‡g †`Lv‡bv nj| 

 

 

 

(wPÎt 2.3.1 dvBj wieb&) 

GLv‡b wK¬K& Ki“b 

GLv‡b wK¬K& Kiæb 

 1 

2 
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Gici wb‡Pi QwewU Avm‡e| GLvb †_‡K †mf (Save) evU‡b wK¬K& Ki“b| wb‡Pi Qwe‡Z †`Lv‡bv nj| 

 

 

 

 

 

 

(wPÎt 2.3.2 †mf KgvÛ) 

Gevi Recent Folders Gwiqv †_‡K  Documents, A_ev Desktop, A_ev Browse A_ev †h †Kvb 

†jv‡Kkb G dvBjwU †mf Ki‡Z Pvb †mwU‡Z wK¬K& Ki“b| 

 

 

 

 

 

(wPÎt 2.3.3 †mf †jv‡Kkb) 

Gici wb‡Pi QwewUi gZ GKwU DB‡Ûv Avm‡e| GLb File Name †bg e‡· dvBjwUi bvg wjLyb| Gic †mf 

(Save) evU‡b wK¬K& Ki“b| Gici †`Lyb IqvK©eyKwU ev dvBjwU eyK bv‡g †mf n‡q‡Q| wb‡Pi Qwe‡Z †`Lv‡bv 

nj| 

 

 

 

 

GLv‡b wK¬K& Ki“b 

GLv‡b dvB‡ji bvg wjLb 

GLv‡b wK¬K& Ki“b 

GLv‡b wK¬K& 

Ki“b 
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(wPÎt 2.3.4 †mf GR WvqvjM e·) 

(How To Open The Workbook) 

GZ¶b Avgiv †`‡LwQ wKfv‡e GKwU IqvK©eyK‡K †mf Save  Ki‡Z nq| Avgv‡`i †mfK…Z GB 

IqvK©eyKwU Avgiv hLb Avgv‡`i †Kvb †cÖv‡qvR‡b IqvK©eyKwU‡Z †Kvb KvR Ki‡Z PvBe A_ev 

IqvK©eyKwU wK ai‡bi Z_¨ Avgiv †mf K‡iwQ Zv †`Lvi cÖ‡qvRb nq ZLb dvBjwU ev IqvK©eyKwU‡K 

Avgv‡`i I‡cb Kivi cÖ‡qvRb n‡e| ZvB GLb Avgiv †`Le wKfv‡e GKwU IqvK©eyK‡K I‡cb Ki‡Z 

nq| KvRwU Kivi Rb¨ cÖ_‡g Avcwb G‡·j †cÖvMÖvgwU I‡cb K¶b| Gici dvBj (File) wieb&wU‡Z wK¬K& K¶b| 

wb‡¤œ Qwei gva¨‡g †`Lv‡bv nj| 

 

 

 

 

 

 

(wPÎt 2.4.1 dvBj wieb&) 

I‡cb evU‡b wK¬K& Ki“b Gici Kw¤úDUvi wjLvwU‡Z wK¬K& Ki“b| Gevi Recent Folders  Gwiqv †_‡K  

Documents, A_ev Desktop, A_ev Browse A_ev †h †jv‡Kkb G dvBjwU †mf K‡i‡Qb †mLvb †_‡K dvBjwU 

wm‡j± Ki“b| Avgiv eyK bvgK IqvK©eyKwU †mf K‡iwQ Documents †jv‡Kk‡b| 

 

 

 

 

GLv‡b wK¬K& Ki“b 

GLv‡b wK¬K& Ki“b 

GLv‡b wK¬K& Ki“b 

GLvb †_‡K 

dvBjwUi 
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(wPÎt 2.4.2 I‡cb KgvÛ) 

GLb Recent Folders  Gwiqv †_‡K  Documents wK¬K& Ki“b| wb‡Pi QwewUi gZ GKwU DB‡Ûv Avm‡e GLvb 

†_‡K Documents wK¬K& Ki“b Gici book.xlsx dvBjwU wm‡j± Ki“b| Gici I‡cb evU‡b wK¬K& Ki“b|  

 

 (wPÎt 2.4.3 I‡cb WvqvjM e·) 

Gevi †`Lyb eyK dvBjwU I‡cb n‡q‡Q| wb‡¤œi Qwei gva¨‡g †`Lv‡bv nj| 

clk-1 

clk-2 

clk-3 

GLv‡b wK¬K& Ki“b 

G dvBjwU‡Z wK¬K& Ki“b 

GLv‡b wK¬K& Ki“b 
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(wPÎt 2.4.4 IqvK©eyK bgybv wPÎ) 

 (Create A New Column) 

wb‡P eB µ‡qi GKwU wj÷ ˆZwi Kiv n‡q‡Q| G KvRwU wZbwU Kjvg wb‡q ˆZwi Kiv n‡q‡Q| Kjvg ¸‡jv h_v µ‡g 

Serial,Book Name, price GLb GLv‡b Avi GKwU Kjvg ˆZwi Ki‡Z n‡e Ges KjvgwUi bvg n‡e 

Quantity| Gevi Kjvg wU ˆZwi Kwi| KjvgwU ˆZwi‡Z `yÕwU wbqg AbymiY Ki‡Z cv‡ib| wb‡¤œ Zv †`Lv‡bv nj|  

cÖ_‡g Price bvgK KjvgwU wm‡j± Kiæb, Gici BbmvU (Insert) evU‡b wK¬K& Kiæb Gici 

BbmvU kxU Kjvgm& (Insert Sheet Columns) G wK¬K& Kiæb| hv wb‡Pi 2bs Qwe‡Z †`Lv‡bv n‡q‡Q|  Gevi 

†`Lyb GKwU bZzb Kjvg ˆZwi n‡q‡Q hv 3bs Qwe‡Z †`Lv‡bv n‡q‡Q|  

 

 

 

 

 

 

 

 

 

 

 

 

 

(wPÎt 2.5.1 Kjvg ˆZwii bgybv wPÎ) 

clk-1 

2 

GLv‡b GKwU bZyb Kjvg  

ˆZwi Ki‡Z n‡e 

1 

Gici GLv‡b wK¬K& Ki“b 

cÖ_‡g GB KjvgwU wm‡j± Ki“b 

Gici GLv‡b wK¬K&

Ki“b
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(wPÎt 2.5.2 bZzb Kjvg ˆZwii bgybv wPÎ) 

Gevi wØZxq c×wZ‡Z Kjvg ˆZwi Kie| Gi Rb¨ c~‡e© b¨vq KjvgwU wm‡j± Kiæb Ges 1bs e„‡Ëi 

¯’v‡b A_ev wm‡j± K„Z As‡ki †h †Kvb ¯’v‡b gvD‡mi Wvb evUb G wK¬K& Ki“b| 2bs QwewU cv‡eb, GLv‡b BbmvU 

(Insert) evU‡b wK¬K& Ki“b| Gevi †`Lyb Kjvg ˆZwi n‡q‡Q| hv wb‡Pi 3bs Qwe‡Z †`L‡Z cv‡”Qb|  

 

 

3 

GLv‡b gvD‡mi Wvb evUb  

wK¬K& Kiæb 
GLv‡b wK¬K& Kiæb

  1 

2 

wK¬K& Kivi ci 2bs QwewU †`L‡eb 
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(wPÎt 2.5.3 Kjvg ˆZwii bgybv wPÎ) 

 

 

 

 

 

(wPÎt 2.5.4 Kjvg ˆZwii bgybv wPÎ) 

(Create A New Row) 

GKUz Av‡M eB µ‡qi wj÷ Gi g‡a¨ Kjvg ˆZwi Kiv †`‡LwQ| GLb †mB GKB wj‡÷ GKwU †iv ˆZwi Kiv 

†`L‡ev|  3bs wmwiqvj Gi wb‡P Ges 4bs wmwiqv‡ji gv‡S GKwU †iv ˆZwi Kie|  †ivwU ˆZwi‡Z ỳÕwU wbqg 

AbymiY Ki‡Z cv‡ib| wb‡¤œ Zv †`Lv‡bv nj| cÖ_‡g Ms Excel 2013 bvgK †ivwU wm‡j± Kiæb, 

Gici BbmvU (Insert) evU‡b wK¬K& Kiæb Gici BbmvU kxU ‡iv (Insert Sheet Rows) G wK¬K& Kiæb| hv 

wb‡Pi 2bs Qwe‡Z †`Lv‡bv n‡q‡Q| 

 

 

 

 

 

 

 

 

 

3 

1 

GLv‡b GKwU †iv ˆZwi Ki‡Z 

n‡e 

2 

GLv‡b wK¬K& Ki“b 

GLv‡b wK¬K& Ki“b 
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(wPÎt 2.5.5 †iv ˆZwi ) 

Gevi †`Lyb GKwU bZzb Kjvg ˆZwi n‡q‡Q hv 3bs Qwe‡Z †`Lv‡bv n‡q‡Q| 

 

 

 

 

 

 

 

 

 

 

 

(wPÎt 2.6.2 †iv ˆZwii bgybv wPÎ) 

Gevi wØZxq c×wZ‡Z †iv ˆZwi Kie| Gi Rb¨ c~‡e© b¨vq †ivwU wm‡j± Kiæb Ges 4bs wmwiqv‡ji 

Ms Excel 2013 †ivwU wm‡j± Kiæb| †ivwU wm‡j± Kivi Rb¨ gvDm c‡q›Ui‡K †iv †nWv‡ii Dc‡i †i‡L wK¬K& 

Kiæb †ivwU (Row) wm‡j± n‡e| GLv‡b †ivwUi (Row) wm‡j± As‡ki †h‡Kvb RvqMvq gvD‡mi Wvb evUb wK¬K& 

Kiæb GKwU KgvÛ DB‡Ûv cv‡eb| hv 2bs Qwe‡Z eøK K‡i †`Lv‡bv n‡q‡Q|  GLb BbmvU (Insert) evU‡b wK¬K& 

Kiæb| †`Lyb †iv ˆZwi n‡q‡Q|  

 

 

 

 

 

 

3 

1 

GLv‡b GKwU †iv ˆZwi Ki‡Z n‡e 
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(wPÎt 2.6.3 †iv ˆZwii bgybv wPÎ) 

 

 

 

 

 

 

 

 

(wPÎt 2.6.4 †iv ˆZwii bgybv wPÎ) 

Gevi †`Lyb GKwU bZzb ‡iv ˆZwi n‡q‡Q hv wb‡Pi Qwe‡Z †`Lv‡bv n‡q‡Q| 

 

 

 

 

 

 

 
 

 

2 

GLv‡b wK¬K& Ki“b 

3 
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(wPÎt 2.6.5 †iv ˆZwii bgybv wPÎ) 

 (Change the Worksheet Name) 

G‡·j †cÖvMÖvg I‡cb Kivi ci Avgiv kxU Iqvb Sheet1) bv‡g GKwU kxU †`L‡Z cvB|  Gici hLb  bZzb 

IqvK©kxU (Worksheet) ˆZwi Kiv nq ZLb IqvK©kxUwU kxU Uz Sheet2) bv‡g ˆZwi nq| Kv‡Ri cÖ‡qvR‡b 

Avgv‡`i‡K kx‡Ui bvg cwieZ©b Ki‡Z nq| bvg cwieZ©‡b ỳÕwU wbqg AbymiY Kiv hvq| wb‡¤œ Zv †`Lv‡bv njt  

†nvg (Home) wie‡bi Awa‡b _vKv KgvÛ Uzj MÖ“cmg~‡ni †mjm& (Cells) MÖ“‡ci d‡g©U 

(Format) evU‡b wK¬K& Ki“b| Gici wi‡bg kxU (Rename Sheet) G wK¬K& Ki“b| 2bs Qwei gZ kxU Iqvb 

wjLvwU wm‡j± n‡q‡Q| GLv‡b wjLyb Test Ges G›Uvi Pvcyb (Press Enter)| †`Lyb kxU Iqvb GLb †U÷ wjLv 

cwieZ©b n‡q‡Q| hv wb‡P 3bs Qwe‡Z †`L‡Z cv‡”Qb|  

 

 

 

 

 

 

 

 

 

 

 

(wPÎt 2.7.1 IqvK©kxU †bg cwieZ©‡bi bgybv wPÎ) 

wØZxq c×wZ‡Z kx‡Ui (Sheet) bvg cwieZ©‡bi Rb¨ †U÷ (Test) wjLv kx‡Ui bv‡gi Dci 

gvD‡mi Wvb evUb wK¬K& Ki“b| Gici wb‡Pi 2bs QwewU cv‡eb GLv‡b wi‡bg (Rename) wjLvq wK¬K& Ki“b| 

GLb †U÷ (Test) wjLvwU wm‡j± n‡q‡Q, Gevi wjLyb Kamal Ges G›Uvi Pvcyb (Press Enter)| †`Lyb wjLvwU 

cwieZ©b n‡q‡Q| hv 4bs Qwe‡Z †`L‡Qb|

 

clk-1 

clk-2 

GLv‡b wK¬K& Ki“b 

2 
1 

3 

 1 

 2 

gvD‡mi Wvb evUb G wK¬K& Ki“b 

GLv‡b Kvgvj wjLyb 
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(wPÎt 2.7.2 IqvK©kxU †bg cwieZ©‡bi bgybv wPÎ) 

 (Change Color the Worksheet Tab)

IqvK©kxU †Ue (Worksheet Tab) Gi is cwieZ©‡bi Rb¨ ỳÕwU wbqg AbymiY Ki‡Z cv‡ib| GKwU †nvg wie‡bi 

(Home Ribbon) Awa‡b _v‡K Wvb cv‡k d‡g©U (Format) evU‡b wK¬K& K‡i †Ue Kvjvi (Tab Color) n‡Z AciwU 

nj †h IqvK©kxU †Ue (Worksheet Tab) Gi Kvjvi cwieZ©b Ki‡eb Zvi Dci gvD‡mi Wvb evUb wK¬K& K‡i Ges 

†Ue Kvjvi (Tab Color) n‡Z Kvjvi wm‡j± K‡i| wb‡Pi QwewU †nvg wie‡bi (Home Ribbon) d‡g©U (Format) 

evUb n‡Z wKfv‡e cwieZ©b Ki‡Z nq Zv †`Lv‡bv nj| Avcbvi IqvK©eyK G hw` GKwU IqvK©kxU _v‡K Zvn‡j 

bZzb GKwU kxU ˆZwi Kiæb| Gici †`Lyb ‡Ue Gi †h Kvjvi cwieZ©b K‡iwQ‡jb Zv †`L‡Z cv‡eb|   

 

 

 

 

 

 

 
(wPÎt 2.8.1 kxU †Ue Gi is cwieZ©b bgybv wPÎ) 

 †h IqvK©kxU †Ue (Worksheet Tab) Gi is cwieZ©b Ki‡Z Pvb †mB †Ue Gi Dci gvD‡mi Wvb 

evUb wK¬K& Ki“b| GKwU †gby DB‡Ûv cv‡eb GLvb †_‡K †Ue Kvjvi (Tab Color) G gvDm c‡q›Uvi ivLyb GLb 

GLv‡b gvDm c‡q›Uvi ivLyb cv‡ki 

Kvjvi _xg cv‡eb|  

GLv‡b wK¬K& Ki“b 

1 
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GKwU _ªxg Kvjvi (Theme Colors) cv‡eb| Kvjvi wm‡j± Ki“b| †`Lyb IqvK©kxU †Ue (Worksheet Tab) Gi 

Kvjvi cwieZ©b n‡q‡Q| wb‡Pi Qwe‡Z †`Lv‡bv nj| 

 

 

 

 

 

 

 

(wPÎt 2.8.2 IqvK©kxU †Ue is cwieZ©b bgybv wPÎ) 

 

wb‡P GKwU IqvK©kx‡Ui Qwe ivLv nj| IqvK©kxUwUi (Worksheet) gv‡S Avgiv GKwU †mj c‡q›Uvi ev Kvm©i 

†`L‡Z cvw”Q| GKwU IqvK©kx‡U †iv 10,48,576 Ges Kjvg 16384 wU| G †mj c‡q›Uvi‡K gvDm WªvM K‡i 

1048576 †iv wb‡P †bqv  GKUy mg‡qi e¨cvi wKš‘ Kx-†evW© Gi gva¨‡g dj‡Ki gv‡S †mj c‡q›Uiv Kjv‡gi wb‡P 

P‡j hv‡e| GLb †mj c‡q›UviwU †h †Kvb Kjv‡gi cÖ_‡g ivLyb| Gevi Kx‡ev‡W©i G¨v‡iv Kx n‡Z K‡›Uªvj + WvDb 

G¨v‡iv KxPvcyb| †`Lyb †mj c‡q›UviwU Kjv‡gi me‡k‡l Ae¯’vb Ki‡Q|  

 

 

 

 

 

 

(wPÎt 2.9.1.1 Kx-†evW© KgvÛ bgybv wPÎ) 

cÖ_‡g Avwg †mj c‡q›Uvi‡K B Kjvg (E-Column) Gi 1bs †iv †Z ivLjvg| hv 2bs Qwe‡Z †`L‡Qb|  

 

 

 

gvD‡mi Wvb evUb 

 wK¬K& Kiæb 

GLv‡b gvDm c‡q›Uvi ivLyb  

Kvjvi _ªxg cv‡eb 

  

1 

2 
 GwU †mj c‡q›Uvi 
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(wPÎt 2.9.1.2 †mj c‡q›Uvi †gvf bgybv wPÎ) 

Dc‡i 1bs Qwe‡Z †`Lv‡b KgvÛ ¸‡jv Kx-†evW© †_‡K †cÖm Ki“b| Gevi †`Lyb †mj c‡q›UviwU  B-Kjvg (E-

Column) Gi me‡k‡l 10,48,576 bs †iv †Z Ae¯’vb Ki‡Q|  

 

 
 

(wPÎt 2.9.1.3 †mj c‡q›Uvi †gvf bgybv wPÎ) 

 

Kvm©i ev †mj c‡q›Uvi‡K †hfv‡e B Kjvg (E-Column) Gi cÖ_g †_‡K B Kjvg (E-Column) †k‡l †bIqv nj, 

Zvi wecixZ KgvÛwU e¨envi K‡i Kvm©i/†mj c‡q›Uvi‡K B Kjvg (E-Column) cÖ_‡g wb‡q Avm‡ev| KgvÛwU 

wb‡Pi Kx-†evW© Qwe‡Z †`Lv‡bv nj|  

  

 

 

 

 

 

(wPÎt 2.9.2.1 Kx-†evW© KgvÛ bgybv wPÎ) 

wb‡Pi Qwe‡Z †`Lyb †mj c‡q›UviwU  B Kjvg (E-Column) Gi †k‡l i‡q‡Q| GLb Dc‡i Kx-†ev‡W© Qwe‡Z †`Lv‡bv 

KgvÛwU e¨envi Ki“b, †`Lyb Kvm©i/†mj c‡q›UviwU B Kjvg (E Column) cÖ_‡g Ae¯’vb Ki‡Q| hv wb‡Pi 3bs 

Qwe‡Z †`Lv‡bv nj| 

 

3 

 GwU †mj c‡q›Uvi 

cÖ_‡g K‡›Uªvj Ges ci Avc G¨v‡iv  

Kx a‡i GK mv‡_ Pvcyb

1 

†mj c‡q›UviwU Kjv‡gi †k‡l Ae ’̄vb Ki‡Q 
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(wPÎt 2.9.2.2 †mj c‡q›Uvi †gvf bgybv wPÎ) 

KgvÛ e¨envi Gici Kvm©i/‡mj c‡q›UviwU  B-Kjvg (E-Column) Gi cÖ_‡g G‡m Ae¯’vb Ki‡Q| hv wb‡Pi 

Qwe‡Z †`L‡Z cv‡”Qb|  

 

 

 

 

 

 

 

 

 

 

(wPÎt 2.9.2.3 †mj c‡q›Uvi †gvf bgybv wPÎ) 

 

BwZc~‡e© Avgiv †`‡L wQjvg wKfv‡e Kjv‡gi g‡a¨ Kvm©i ev †mj c‡q›Uvi‡K †gvf Kiv‡Z nq| GLb GKwU †iv Gi 

gv‡S Kvm©i ev †mj c‡q›Uvi‡K †gvf Kiv †`Le| wb‡Pi 1bs Qwe‡Z †`Lv‡bv KgvÛ e¨envi K‡i †mj c‡q›Uvi‡K 

†iv Gi †k‡l †be|  

 

†mj c‡q›UviwU Kjv‡gi cÖ_‡g Ae¯’vb Ki‡Q 

3 

1 
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(wPÎt 2.9.3.1 Kx-†evW© KgvÛ bgybv wPÎ) 

wb‡Pi Qwe‡Z †mj c‡q›Uvi‡K  8bs †iv (Row) Gi we Kjv‡g (B-Column) ivLv n‡q‡Q| †mj c‡q›UviwU‡K 8bs 

†iv (Row) Gi †k‡l †bIqv n‡e| 1bs Qwei KgvÛ e¨envi K‡i|  

 

 

 

 

 

 

(wPÎt 2.9.3.2 †mj c‡q›Uvi †gvf bgybv wPÎ) 

wb‡Pi Qwe‡Z †`L‡Z cv‡”Qb †mj c‡q›UviwU †iv (Row) Gi †k‡l Ges me©‡gvU Kjvg (Column) Gi msL¨vmn 

Ae¯’vb Ki‡Q|  

 

 

 

 

 

 

 

 3 

†mj c‡q›UviwU †iv Gi †k‡l i‡q‡Q 

†mj c‡q›UviwU †iv Gi cÖ_‡g i‡q‡Q 

2 
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(wPÎt 2.9.3.3 †mj c‡q›Uvi †gvf bgybv wPÎ) 

 

GKUz Av‡M Avgiv †mj c‡q›Uvi‡K †iv (Row)  Gi †k‡l †bIqv wkLjvg| GLb †mj c‡q›Uvi‡K †iv (Row) Gi 

cÖ_‡g †bIqv wkLe| †mj c‡q›Uvi‡K †iv (Row) Gi cÖ_‡g †bqvi Rb¨ Kx-†ev‡W©i K‡›Uªvj Kx Ges †jd&U G¨v‡iv 

Kx wU e¨envi Kiæb| hv wb‡Pi Kx-†evW© Qwe‡Z †`Lv‡bv nj|  

 

 

 

 

 

 

 

 

(wPÎt 2.9.4.1 Kx-†evW© KgvÛ bgybv wPÎ)| 

†`Lyb †mj c‡q›UviwU †iv (Row) Gi †k‡l i‡q‡Q| †mj c‡q›UviwU‡K Gevi †iv (Row) cÖ_‡g †bIqv e¨e¯’v 

Ki‡ev| hv Dc‡i 1bs Qwe‡Z †`L‡Qb| KgvÛwU e¨envi K‡i †mj c‡q›Uvi‡K †iv Gi cÖ_‡g †be|  

 

 

 

 

 

 

 

 

1 

cÖ_‡g K‡›Uªvj Ges c‡i †jd&U G¨v‡iv  

Kx a‡i GK mv‡_ Pvcyb 

†mj c‡q›UviwU †iv Gi †k‡l i‡q‡Q 

2 



 

 55 

 

 

(wPÎt 2.9.4.2 †mj c‡q›Uvi †gvf bgybv wPÎ) 

KgvÛ e¨env‡ii ci †mj c‡q›UviwU GLb †iv Gi cÖ_‡g †`Lv‡”Q| hv wb‡Pi 3bs Qwe‡Z †`L‡Z cv‡”Q|  

 

 

 

 

 

 

 

 

(wPÎt 2.9.4.3 †mj c‡q›Uvi †gvf bgybv wPÎ)

 (About Cell)  
wb‡Pi QwewU‡Z †mj‡K eySv‡bv †Póv K‡iwQ| KviY hLb †Kvb MvwbwZK wnmve Ki‡eb ZLb †mj wK? Ges †mj 

G¨v‡Wªm wK? Zv Avcbv‡K Rvb‡ZB n‡e| GKwU †mj Kjvg I †iv Gi m¤œ‡q MwVZ nq| Avi †iv Ges Kjvg Gi 

bv‡gi m¤œ‡q nq †mj G¨v‡Wªm| Kjvg (Column) †bg nj (A,B,C) Ges †iv (Row) †bg nj (1,2,3,) | 

3 

†mj c‡q›UviwU †iv Gi cÖ_‡g i‡q‡Q  
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(wPÎt 2.9.5.1 dg~©jvevi bgybv wPÎ) 

Dc‡ii dg©~jvev‡ii QwewU `yÕwU As‡k wef³ h_vt (Name Box) Ges    

(Formula Display Area)  

 wb‡Pi Qwe‡Z †mj wK? Zv Qwei gva¨‡g †`Lv‡b nj| †bg e‡· (Name Box) †mj m¤ú‡K© ejv GB 

Rb¨ †h, †bg e‡· †h bvgwU _v‡K, Zv GB †mj GiB bvg| †mj c‡q›Uvi‡K Avcwb †h †mj G wb‡eb †mB †mj 

GiB bvg GB †bg e‡· (Name Box) †`Lv‡e| BwZc~‡e© †`wL‡qwQ wKfv‡e †mj c‡q›Uvi‡K IqvK©kx‡Ui 

(Worksheet) Kjvg (Column) I †iv (Row) Gi wewfbœ ¯’v‡b †gvf Kiv‡bv hvq| †mB KvRwU GB †bg e‡· 

(Name Box)  gva¨‡g I Kiv hvq| GB †bg e‡· (Name Box) †mj c‡q›UviwU †h †mj G wb‡Z Pvb| Zvi 

G¨v‡WªmwU G e‡· wj‡L G›Uvi Pvcyb| †`Lyb †mj c‡q›UviwU wbw ©̀ó †mj (Cell)  G †`Lv‡”Q|  

 

 

 

 

 

 

 

 

 

 

(wPÎt 2.9.5.2 †mj bgybv wPÎ) 

   

wb‡Pi 1bs QwewU nj †mj c‡q›Uvi Gi mv‡_ cwiPq Kiv‡bvi Rb¨| †`Lyb 2bs Qwe‡Z B Kjv‡g Ges wm· bs †iv 

†mj G GKwU †KvW wj‡LwQ| †mwU Avevi dg~©jv wWm‡cø G¨vwiqv‡Z I †`Lv‡”Q| Avmj K_v nj Avcwb hLbB †Kvb 

†mj G wKQz wjL‡eb| dg~©jv wWm‡cø G¨vwiqv‡Z †`Lv‡e Ges GLvb †_‡KI †KvW ¸‡jv GwWU Ki‡Z cvi‡eb|   

 †mj  (Cell) 

ev‡gi Ask 

(G cv‡k †iv 

¸‡jvi bvg 

msL¨v Øviv 

wba©vib Kiv 

n‡q‡Q) 

Dc‡ii Ask (G cv‡k Kjvg ¸‡jvi bvg 

eY©gvjv Øviv wba©vib Kiv n‡q‡Q) 

GwU dg©~jvevi dg©~jv wWm‡c G¨vwiqv GwU †bg e·  
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†mj c‡q›UviwU Avcbv‡K †mj G †Kvb Z_¨ wjLvi Kv‡R mnvqZv K‡i| †Kbbv IqvK©kxU Gi 

†mj‡K wm‡j± Ki‡Z bv cvi‡j †mj G †Zv †Kvb Z_¨ wjL‡Z cvi‡eb bv|  

 

 

 

 

 
 

(wPÎt 2.9.5.3 †mj c‡q›Uvi bgybv wPÎ) 

 

 

 

 

 

 

 

(wPÎt 2.9.5.4 †mj c‡q›Uvi dg~©jv wWm‡c  G¨vwiqv bgybv wPÎ) 

 

GiB gv‡S Avcbv‡`i Rvwb‡qwQ †bg e· wK?, dg~©jv wWm‡c  G¨vwiqvi KvR wK?, †mj wK?, †mj c‡q›Uvi wK? 

†mj G¨v‡Wªm wK? GLb Avgiv GKwU ÷z‡W›U Gi bvg, wVKvb, †gvevBj GB Z_¨ UzKz wjLe| GwU GKwU IqvK©kxU 

Gi Qwe G‡Z A‡bK ¸‡jv †mj †`L‡Z cv‡”Qb Ges Gi gv‡S GKwU †mj c‡q›Uvi i‡q‡Q| G‡·j †cÖvMÖvgwU I‡cb 

Ki‡j GiKg GKwU Qwe cv‡eb| GLb KvR nj ÷z‡W›U Gi Z_¨ ¸‡jv wZbwU †mj G wj‡L ivL‡Z n‡e|  

 

 

1 

GwU IqvK© Gwiqv 

 

2 

dg~©jv wWm‡c  G¨vwiqv †bg e· 

†mj c‡q›Uvi 
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(wPÎt 2.9.6.1 †mj G WvUv Gw›Uª bgybv wPÎ) 

Gd Kjvg (F Column) 7 bs †iv (7 Row) ÷z‡W›U Gi bvg wjLvi Rb¨ ÷z‡W›U †bg bv‡g GKwU wdì Gi bvg 

wj‡LwQ| cÖ_‡g †mj c‡q›UviwU Gd Kjvg 7bs †iv G ivLyb Gici ÷z‡W›U †bg wjLvwU wjLyb| †mj c‡q›UviwU †h 

†Kvb †mj G †i‡L †Kvb wKQz wjL‡jB †mj c‡q›UviwU GKwUf n‡e Ges †hwU wjL‡Z‡Qb Zv wjLv n‡Z _vK‡e| GwU 

dg~©jvevi Gi gva¨‡g I wjLv‡Z cv‡ib| Gi Rb¨ †mj c‡q›UviwU (F Column) 7 bs †iv (7 Row)  G ivLyb Ges 

dg©~jvevi G wK¬K& K‡i †mj G †hwU wjL‡Z Pv‡”Qb Zv GLv‡b wjLyb Gici G›Uvi Pvcyb| †`Lyb †mB †mj G wjLvwU 

†`Lv‡”Q|  

  

 

 

 

 

 
(wPÎt 2.9.6.2 †mj G WvUv Gw›Uªi bgybv wPÎ) 

 

Gd Kjvg (F Column) 7 bs †iv (7 Row) ÷z‡W›U Gi bvg wjLvi Rb¨ ÷z‡W›U †bg bv‡g GKwU wdì Gi bvg 

wj‡LwQ| ÷y‡W›U †bgwU GwWU Kivi Rb¨ †mj c‡q›UviwU‡K Gd Kjvg (F Column) 7 bs †iv  (7 Row) G †i‡L 

gvDm c‡q›UviwU ÷z‡W›U †bg †m‡ji Dci ivLyb †`L‡eb gvDm c‡q›UviwU cøvm wPý AvKvi avib Ki‡e | GLv‡b 

Wvej wK¬K& Ki“b A_ev Kx-†evW© †_‡K Gd Uz (F2) Pvcyb A_ev dg~©jvev‡i wK¬K& K‡i wjLv‡K GwWU Ki‡Z cv‡ib|  

 

 

 

 

 

GLv‡b GKwU Kvm©i wewjs Ki‡Q 

dg~©jvevi/ dg~©jv wWm‡c  

evi  

GLv‡b gvDm c‡q›Uvi †i‡L Wvej wK¬K& Ki“b 

GLv‡b wK¬K& Ki“b 

Kx-†evW© †_‡K (F2) Kx Pvcyb 



 

 59 

 

 

 

  

(wPÎt 2.9.7.1 †mj Gi WvUv GwWU †÷c bgybv wPÎ) 

†mj c‡q›Uvi GdGU& (F8) †mj G †i‡L Gd Uz (F2) †cÖm K‡i Student Name Gi cwieZ©‡Z MD Kamal 

wj‡LwQ| wb‡Pi Qwe‡Z †`Lv‡bv nj|  

 

 

 

 

 

 

 

 

 

 

(wPÎt 2.9.7.2 †mj Gi WvUv GwWU wfD †iRvë bgybv wPÎ) 

GLb G‡·j †cÖvMÖv‡g Gi gva¨‡g Mwb‡Zi †ewmK wKQz dg~©jv wb‡q KvR Kie| Zvi Av‡M Avcbv‡K GKUz cÖ‡kœi 

gy‡LvgywL Kwi| Dc‡i †mj, †mj G¨v‡Wªm, Kjvg, †iv, †mj G WvUv wjLv I GwWU Kiv BZ¨vw` Av‡jvPbv K‡iwQ|  

1| Asraf  wjLvwUi †mj G¨v‡Wªm wK?  2| Kamal wjLvwUi †Kvb Kjv‡g i‡q‡Q  3| Shihab wjLvwU KZZg 

Kjv‡g i‡q‡Q Ges †mjwUi G¨v‡Wªm wK?  4| †mj c‡q›UviwU (Cell Pointer) †Kvb †mj G i‡q‡Q Ges Gi †mj 

G¨v‡Wªm wK?  wb‡Pi QwewU †`‡LB cÖkœ̧ ‡jvi DËi †`‡eb|  
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(wPÎt 2.9.7.3 †mj G¨v‡Wªm wbY©q) 

Avwg a‡i wbjvg Avcwb me¸‡jv cÖ‡kœi DËiB mwVKfv‡e w`‡q‡Qb Ges 100 gv‡K© 100 †c‡q‡Qb| 
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cÖ‡dkbvj G‡·j G hv _vK‡Q 

 †U·U KgvÛ m¤ú‡K© we Í̄vwiZ Av‡jvPbv 

 †U·U e· m¤ú‡K© Av‡jvPbv 

 IqvW© AvU Gi KvR I G m¤ú‡K© Av‡jvPbv 

 mgvU© AvU© KgvÛ m¤ú‡K© Av‡jvPbv 

 †mc KgvÛ m¤ú‡K© Av‡jvPbv 

 wcKPvi KgvÛ m¤ú‡K© Av‡jvPbv 

 wm¤^j Gi e¨envi 

 jvf †jvKmvb wnmve 

 IqvK© kx‡U e¨vKMÖvDÛ Gi e¨envi  

 †nWvi I dzUvi †mUAvc Kiv  

 BKz‡qkb Gi e¨envi  

 †U·U Gi wfZi Ges evwni n‡Z ‡¯ú ev` †`Iqv 

 Bb‡fwjW ZvwiL LuyRv Ges Zv wd· Kiv 

 †hmKj dig~jv e¨envi K‡i †Kvb mgm¨v mgvavb Kiv nqbv 

 wjó n‡Z Wzwcø‡KU †WUv LuyRv Ges †WUv wi‡gvf 

 †Mvj ‡PK Gi e¨envi Kiv‡eb 

 †U·U‡K bv¤̂vi G iƒcvšÍi Kiv  

 Bjvm&‡Ukb KgvÛ  MÖæc e¨envi m¤ú‡K© Av‡jvPbv 

 IqvK©eyK‡K wcwWGd di‡gU G †mf  

 IqvK©eyK‡K I‡qe di‡gU G †mf 

 d«xR& †cb& Gi e¨envi 

 †Uwej ˆZwi 

 wKfv‡e jf¨vsk wn‡me Ki‡eb 

 wcfU †Uwej ˆZwi I G m¤ú‡K© we Í̄vwiZ Av‡jvPbv 

 wewfbœ dvBj †_‡K †WUv‡K IqvK©kx‡U ’̄vcb Kiv (CSV, Txt, Access)  

 †WUv‡K wewfbœ di‡g‡U G·‡cvU© Kiv (CSV, Txt, Word, PowerPoint) 

 wiKgb‡ÛU wcfU †Uwej m¤ú‡K© we Í̄vwiZ Av‡jvPbv 
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 Kv÷gvBwRs wieb †Uwej 

 GKmv‡_ mg Í̄ duvKv Ni wPwýZ Kiv Ges wbe©vPb  

 GKwU wjó n‡Z †iv wW‡jU Kiv  

 di‡gwUs mve‡UvUvj 

 PvU© ˆZwi  

 di‡gwUs Ges 2d GÛ 3d ÷vBj PvU© Gi e¨evni 

 WvBbvwgK wcfU PvU© ˆZwi 

 kwUs mve‡UvUvj 

 Kwcs mve‡UvUvj  

 A‡Uvfv‡e bv¤̂vi ev ZvwiL¸‡jv †mU Kivi †KŠkj 

 wcfU †Uwej e¨envi K‡i mve‡UvUvj Ges ‡WUv KvD›U Kiv  

 GKmv‡_ AcÖ‡qvRbxq mKj †WUv ev` †`Iqv 

 nvBcvi wjsK ˆZwii gva¨‡g Ab¨ kxU,IqvK©eyK ev dvBj‡K I‡cb Kiv 

 GKwU †m‡ji †U·U‡K Kjv‡g iƒcvšÍwiZ Kiv 

 wcfU PvU© ˆZwi 

 wcfU †Uwej ˆZwi 

 wi‡gvf wcfU †Uwej 

 di‡gwUs wcfU †Uwej 

 cvIqvi wcfU Gi e¨envi 

 Bd (If) dvskb Gi e¨envi 

 GÛ (And) dvskb Gi e¨envi  

 Ai (OR) dvskb Gi e¨envi  

 Kx-†evW© mU©KvU 

 g¨v‡µv e¨envi m¤ú‡K© Av‡jvPbv 

 g¨v‡µv †iKW Kiv 

 g¨v‡µv GwWU Kivi c×wZ 

 g¨v‡µv ivb Kiv BZ¨vw` 

 wfRyqvj †ewmK G¨vwc ‡Kkb †cÖvMÖvwgs m¤ú‡K© Av‡jvPbv 

 wfRyqvj †ewmK G¨vwc ‡Kkb †cÖvcviwU m¤ú‡K© Av‡jvPbv 

 BDRvi dig wWRvBb 

 gwWDj ˆZwi Kiv 

 K¬vm gwWDj ˆZwi Kiv 
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 BDRvi dig n‡Z IqvK©kx‡U WvUv Gw›Uª Kiv 

 dig K‡›Uvj KgvÛ MÖæ‡ci KgvÛ ¸‡jvi e¨envi  

 dig K‡›UvjG· KgvÛ MÖæ‡ci KgvÛ ¸‡jvi e¨envi 

 G‡·j Ackb cwiwPwZ 

 †Rbv‡ij Ackb †mwUs Gi cwiwPwZ 

 dig~jvm& Ackb †mwUs Gi cwiwPwZ 

 cÖæwds Ackb †mwUs Gi cwiwPwZ 

 †mf Ackb †mwUs Gi cwiwPwZ 

 A¨vWfvÝW Ackb †mwUs Gi cwiwPwZ 

 Kv÷gvBR wieb Ackb †mwUs Gi cwiwPwZ 

 KzBR GK‡mm& Uzjevi Ackb †mwUs Gi cwiwPwZ 

 

weMxwbs Rygjv    A¨vWfvÝW Rygjv    cÖ‡dkbvj Rygjv     Rygjv †U¤ú‡jU †gwKs                                                                   

weMxwbs IqvW©‡cÖm    A¨vWfvÝW IqvW©‡cÖm    cÖ‡dkbvj IqvW©‡cÖm    B›Uvi‡b‡U 

AvZ¥Kg©ms¯’vb-1    B›Uvi‡b‡U AvZ¥Kg©ms¯’vb-2      B-Kgvm© A¨vÛ Rygjv! 

fvPz©gvU©      

B-Kgvm©      g¨v‡µvwgwWqv wWªgI‡qfvi     mvP© BwÄb AcwUgvB‡Rkb       

A¨vWfvÝW  

mvP© BwÄb AcwUgvB‡Rkb      cÖ‡dkbvj mvP© BwÄb AcwUgvB‡Rkb      d‡i· 

†UªwWs    B-gv‡K©wUs      A¨vWfvÝW GBPwUGgGj     wcGBPwc A¨vÛ gvB 

GmwKDGj     A¨vWfvÝW wcGBPwc A¨vÛ gvB GmwKDGj    Ae‡R± Awi‡q‡›UW 

wc.GBP.wc     †WUv‡eBR gvB GmwKDGj     wm †cÖvMÖvwgs     Rvfv †cÖvMÖvwgs     

Rvfvw¯ŒÞ      

A¨vWfvÝW d‡Uvkc    A¨vWfvÝW Bjv‡÷ªUi     cÖ‡dkbvj MÖvwd· wWRvBb      

cÖ‡dkbvj Kw¤úDUvi †bUIqvwK©s     I‡W¯‹ Ges AvD‡mvwm©s     A¨vwdwj‡qU 

gv‡K©wUs 

 

 

www.bookbd.info 
 

eyKwewW n‡”Q evsjv‡`kx cÖ‡dkbvj evsjv eB mg~‡ni I‡qemvBU| †hLvb †_‡K Avcwb B-eyK webv g~‡j¨ WvDb‡jvW 

Ki‡Z cvi‡eb| †h eB¸‡jv Avcbv‡K AvBwU Ges AvDU‡mvwm©s-G cÖ‡dkbvj K¨vwiqvi M‡o Zzj‡Z mvnvh¨ Ki‡e| 
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G QvovI wb‡R wb‡R †Kvb cÖKvi †Uªwbs QvovB †h †Kvb wel‡qi Dci cÖ‡dkbvj `¶Zv AR©b Ki‡Z cv‡ib GB 

eB¸‡jv c‡o| Avi Avcbv‡`i †Kvb civgk© _vK‡j Aek¨B Avgv‡`i‡K Rvbv‡eb, GB wVKvbvq  AvcwbI n‡Z 

cv‡ib eyKwewW wmwi‡Ri GKRb †jLK hw` †Kvb wel‡qi Dci Avcbvi cÖ‡dkbvj (ev¯Íeag©x) Ávb _v‡K| t-

infobook7@gmail.com.  
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B›Uvi‡bU Gi gva¨‡g Avq Z_v AbjvBb G Avq| †h †hfv‡e ewj bv †Kb, Zvi A_© `vuovq GKUvB - bZyb GKUv 

Av‡qi †¶Î, bZyb †ckv BZ¨vw`| hw`I evsjv‡`‡ki †¶‡Î GUv LyeB bZyb GKUv aviYv| †Kbbv, G †`‡k B›Uvi‡bU 

e¨envi K‡i ïay gvÎ kn‡i emevm K‡i Ggb gvbyl-Rb| w`b w`b Aek¨ GB Ae¯’v cvjUv‡”Q| hvB ‡nvK, 

AvDU‡mvwm©s n‡”Q g~jZ Kv‡iv Aax‡Y bv †_‡K ¯v̂axYfv‡e ïaygvÎ GKwU Kw¤úDUvi Ges B›Uvi‡bU ms‡hvM Gi 

gva¨‡g wbR `¶Zv cÖ‡qvM K‡i Aci ‡Kvb e¨vw³ ev †Kv¤úvbxi KvR m¤úbœ K‡i A_© DcvR©b Kiv| †hgb-†h †KD 

evsjv‡`‡ki †h ‡Kvb ’̄vb ‡_‡K B›Uvi‡b‡Ui mvnv‡h¨ A_© DcvR©b Ki‡Z cv‡ib|    

2021 mv‡ji g‡a¨ ÔÔwWwRUvj evsjv‡`kÕÕ cÖKí ev¯—evq‡bi gva¨‡g †eKvi gy³ ¯ŵbfi evsjv‡`k Mov| cÖhyw³i 

Kv‡a fi K‡i GwM‡q hv‡”Q c…w_ex Avi GB MwZi mv‡_ Zvj wgwj‡q Pjvi Rb¨ Pj‡Q bvbv iKg cÖwµqv| ZviB 

avivevwnKZvq `xN© w`‡bi wbijm kª‡gi gva¨‡g Z_¨ cÖhyw³ e¨envi K‡i †eKvi mgm¨v ~̀i Kivi ev¯—e m¤§Z cÖKí 

ˆZwi Kiv n‡q‡Q-hvi bvg ÔÔAbjvBb Avwb©s †cÖvMÖvgÕÕ| Avgiv Avgv‡`i A‡bK g~j¨evb mgq Ah_vB e¨q Kwi  A_P 

G mgqwU‡K hw`  AbjvB‡b A_©c~b© D‡Ï‡k¨ Kv‡R jvMv‡Z cvwi, Z‡e wb‡R‡`i †hgb GKwU fvj As‡Ki A‡_©i 

ms¯’vb nq, †mB mv‡_ †`‡ki A_©bxwZ‡ZI ¸i“Z¡c~Y© Ae`vb ivL‡Z cvwi| w`‡b hw` Avgiv wbqwgZ 3-8 N›Uv 

AbjvB‡b mgq w`‡Z cvwi, Zvn‡j Lye mn‡RB gv‡m 300-400 Wjvi Avq Kiv m¤¢e| AbjvBb †_‡K Av‡qi g~j 

gva¨g ¸‡jv nj:-wc.wc.wm (A¨vW‡mÝ, A¨vW eªvBU, weWfvU©vBRvi BZ¨vw`), Gwdwj‡qU gv‡K©wUs, wiwfD I e M 

†jLv, †Wv‡gBb cvwK©s, mvBU wd¬wcs, wc.wU.wm (†cBW Uy wK¬K), MÖvwd· wWRvBb, I‡qemvBU wWRvBb, mvP© BwÄb 

AcwUgvB‡Rkb, WvUv Gw›U« mv‡f©, †idvivj weR‡bm BZ¨vw`| ÔÔAbjvBb Avwb©s †cÖvMÖvgÕÕ 2021 mvj bvMv` wWwRUvj 

evsjv‡`k ev¯—evq‡b ¸i“Z¡c~Y© f~wgKv ivL‡e Ges evsjv‡`‡ki †eKvi mgm¨v A‡bKUvB `~i Kiv mn wek¦ Z_¨ 

cÖhyw³ I kªg evRv‡i gReyZ wfwË ˆZwi Ki‡e e‡j Avgv‡`i wek¦vm| 

AvDU‡mvwm©s gv‡K©U‡c m ¸‡jv‡Z evsjv‡`k GLb †gvUvgywU m¤§vbRbK GKwU Ae¯’v‡b Ae¯’vb Ki‡Q| GB 

m¤§vbRbK Ae¯’v‡b †cŠuQv‡Z †cQ‡bi gvbyl¸‡jv‡K A‡bK cwikªg Ki‡Z nh‡q‡Q| K”Qc MwZi B›Uvi‡bU 

Kv‡bKkb Avi †jvW‡kwWs Gi gZ eW eo evavi mv‡_ cvj v w`h‡  hv‡`i‡K KvR Ki‡Z nh , ZvivB Rv‡bb 

Avm‡j KZUv cwikªg Ki‡Z nh‡‡Q GB Ae¯’v‡b Avm‡Z| 
 

evsjv‡`‡k GL‡bv AvDU‡mvwm©s‡K †ckv wn‡m‡e wb‡Z mevB‡K `kevi fve‡Z nq| KviY, †ckv wn‡m‡e GL‡bv 

†Zgb m¤§vb †`qv nqbv AvDU‡mvm©vi/wd«j¨vÝvi‡`i‡K| GKRb BwÄwbqvi †Kvb GKwU cÖvB‡fU dv‡g© †QvULvU GKUv 

Re Ki‡jI wZwb Me© K‡i Zv ej‡Z cv‡ib, wKš‘ hLb wZwb GKRb d«xj¨vÝvi wn‡m‡e KvR K‡ib, ZLb Zv‡K †mUv 

ej‡Z BZ¯—Z †eva Ki‡Z nq| Avmj KviY n‡jv Zvi KvR ev Kv‡Ri cÖwµqv mvaviY gvbyl eyS‡Z cv‡i bv| GB 

me †kªbxi gvby‡li bv †evSvi `vq wKš‘ c‡iv¶fv‡e d«xj¨vÝvi/AvDU‡mvm©vi‡`i Nv‡oB c‡o| Ges mvaviY gvby‡li 

wbKU †evaMg¨ K‡i  †Zvjvi `vwqZ¡ GB d«xj¨vÝvi‡`iB|  
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AbjvB‡b i‡q‡Q wewfbœ Kv‡Ri my‡hvM| AvDU‡mvwm©s K‡i A‡b‡KB GLb ¯v̂ejw¤^| Z‡e me‡P‡q eo K_v n‡jv 

wkL‡Z n‡e| AbjvBb †_‡K fv‡jv GKUv Avq Ki‡Z Avcbv‡K cÖv_wgK ch©v‡q †f‡e wb‡Z n‡e †h, †Kvb w`‡K 

Avcwb Avcbvi K¨vwiqvi Uv‡K GwM‡q wb‡Z Pv‡”Qb| Avi ZvB cQ›`mB †Kvb GKwU KvR wk‡L †djyb| g‡b 

ivL‡eb, AbjvB‡b KvR mevi Rb¨| Avcwb †h †Kvb `¶Zv wfwËK KvR AbjvB‡b Ki‡Z cvi‡eb|  

 

1.   MÖvwd· wWRvBb|  2. I‡qe mvBU wWRvBb, †W‡fjc‡g›U, †gBb‡UbvÝ|  3. WvUv Gw›U« Gi mKj KvR|  4. B-

gv‡K©wUs Gi KvR|  5. †bUIqvwK©s Gi KvR|  6. mvP© BwÄb AcwUgvB‡Rkb| 7. d‡Uvkc Gi mKj ai‡bi KvR| 

8. B-Kgvm© Gi KvR| 9. B-gv‡K©wUs Gi KvR| 10. mdUIq¨vi †W‡fjc‡g›U| 11. Bbdi‡gkb wm‡÷g| 12. 

Abyev`| 13. MÖvnK †mev| 14. weµq I wecbb| 15. e¨emv †mev| 16. Awdm mnKvix Gi KvR| 17. †jLvi KvR 

BZ¨vw` me ai‡bi KvR hv ~̀i †_‡K Kiv hvq| 

Gme wel‡qi Dci Av‡iv Rvb‡Z wd« eB WvDb‡jvW Ki“b  www.bookbd.info †_‡K| 

`ytLRbK welq nj AvDU‡mvwm©s m¤ú‡K© gvby‡li mwVK avibv bv _vKvi Kvi‡Y Lye mnmvB Zviv wewfbœ †avKvq c‡i 

hv‡”Q| hvi g‡a¨ Ab¨Zg n‡”Q- 

* Gg.Gj.Gg UvB‡ci †Kv¤úvwb| 

* wc.wU.wm UvB‡ci †Kv¤úvwb| Ges 

* B›Uvi‡bU d«W| 

GLb Avevi bZzb fv‡e evsjv‡`‡ki mnR mij gvby‡li g‡a¨ gv_v bvov w`‡q D‡V‡Q Gg.Gj.Gg UvB‡ci wKQz 

AvDU‡mvwm©s †Kv¤úvwb| Avm‡j G¸‡jv gvbyl‡`i‡K c_åó K‡i UvKv nvwZ‡q †bqvi †KŠkj gvÎ| ivZvivwZ 

eo‡jvK nevi ¯ĉœ †`wL‡q B‡Zvg‡a¨ A‡bK †Kv¤úvwb †KvwU †KvwU UvKv †eKvi hyeK‡`i KvQ †_‡K nvwZ‡q wb‡q 

cvMvi-cvo| AbjvB‡b Avq Ki‡eb ïaygvÎ Avcbvi Kv‡Ri wewbg‡q| †Kvb wewb‡qvM QvovB `¶Zv Abymv‡i Avcwb 

A_© Avq Ki‡Z cv‡ib| GLv‡b Avcbv‡K Ac‡ii Dci wbf©i n‡Z n‡e bv| 

AbjvB‡b wKQz mvBU Av‡Q hviv B-†gBj, bZzb  fv‡e  cÖ‡ek BZ¨vw` Kivi Kvi‡Y nvRvi  nvRvi  Wjvi, BD‡iv 

†`qvi cÖwZkÖ“wZ †`q| GwU Avm‡j nvm¨ Ki, mvBU ¸‡jv meB f~qv, Giv Gi †c‡g›U KL‡bv †`qbv| G iKg 

nvRv‡iv mvBU Av‡Q| Avi Avcwb nq‡Zv G mvBU ¸‡jv‡Z nvRvi nvRvi Wjvi, cvDÛ BbKv‡gi †bkvq Avcbvi 

g~j¨evb mgq b÷ Ki‡Qb| mwVK mvB¸‡jvi †LuvR cv‡eb www.bookbd.info †Z| 

eZ©gv‡b evsjv‡`‡k Ggb Kg †jvKB Av‡Q, hviv Kw¤úDUvi e¨envi K‡i bv Ges mv‡_ B›Uvi‡bU ms‡hvM †bB| 

†ewki fvM gvbyl wewfbœ gva¨‡g B›Uvi‡bU e¨envi K‡i| Kvi‡Y AKvi‡Y N›Uvi ci N›Uv AbjvB‡b Avgiv Avgv‡`i 

g~j¨evb mgq bó KiwQ| A_P GB B›Uvi‡bU n‡Z cv‡i Avgv‡`i Kg©ms ’̄vb Gi GK mywekvj c_| GKUz  m‡PZb 

n‡jB GB mgq w`‡q Avgiv AbjvB‡b evowZ Avq-†ivRMvi Ki‡Z cvwi| miKvix ev †emmiKvix PvKzwii  Avkvq 

e‡m bv †_‡K AbjvB‡bi gva¨‡g mn‡RB ¯v̂ej¤^x nIqv m¤¢e| GgbwK webv cywRu‡Z ïaygvÎ `¶Zv w`‡q GKRb 

B›Uvi‡cÖbvi nIqvi Lye mnR| cÖ‡qvRb ïay mwVK w`K-wb ©̀kbvi| mwVK-w`K wb‡ ©̀kbvi gva¨‡g GB wekvj 

Rb‡Mvôx‡K Rbkw³‡Z iƒcvš—i Kiv m¤¢e|  
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eZ©gv‡b evsjv‡`‡ki Zi“b cÖR‡b¥i Kv‡Q AZ¨š— ¸i“Z¡c~b© I Av‡jvwPZ welq n‡”Q AvDU‡mvwm©s| AvDU‡mvwm©s 

n‡”Q wewjqb Wjv‡ii GKwU AvBwU evRvi| †hLv‡b DbœZ †`k¸‡jv Kv‡Ri g~j¨ Kgv‡bvi Rb¨ AvDU‡mvwm©s K‡i 

_v‡K| AvDU‡mvwm©s Kv‡Ri g‡a¨ i‡q‡Q-MÖwd· wWRvBb, I‡qe wWRvBb, Gwb‡gkb ˆZwi, wfwWI GwWwUs, †cÖvMÖvwgs 

mn WvUv Gw›Uªi g‡Zv mvaviY KvR| Avgv‡`i cvk¦©eZx© †`k fviZ I cvwK¯—vb welqwU fv‡jvfv‡eB Kv‡R 

jvwM‡q‡Q| †`k `yÕwUi GKRb QvÎ Zvi cov‡kvbvi cvkvcvwk, GKRb PvKzwiRxwe Zvi PvKzwii cvkvcvwk, GgbwK 

GKRb M„wnbxI Zvi Kv‡Ri dvu‡K dvu‡K d«xj¨vwÝs K‡i cÖPzi ˆe‡`wkK gy`ªv DcvR©b Ki‡Q|  

 

 

Avgv‡`i evsjv‡`‡ki A‡b‡KB dªxj¨vwÝs-Gi gva¨‡g cÖPzi A_© DcvR©b Ki‡Q| g~jZ B‡PQg‡Zv Kv‡Ri myweav 

_vKvq †h †KD, †h‡Kvb mgq d«xjªvwÝs Ki‡Z cv‡i| Av‡qi w`K †_‡K Gme KvR †Kvb  As‡k Kg bq-

D`viY¯̂iƒc, GKwU mvaviY gv‡bi I‡qe wWRvB‡bi Kv‡Ri cvwikªwgK 200 n‡Z 1000 Wjvi ev GiI †ewk n‡q 

_v‡K| cÖwZ g~ny‡Z©B bZzb bZzb KvR Avm‡Q| GK Amxg m¤¢vebvgq Kv‡R Avgv‡`i evsjv‡`‡ki Zi“Y cÖRb¥ 

GwM‡q Avm‡j A ~̀i fwel¨‡Z d«xj¨vwms n‡Z cv‡i RvZxq Av‡qi cÖavb Drm, ˆe‡`wkK gy`ªv AR©b Kivi cÖavb 

nvwZqvi| A‡bK w`K †_‡KB evsjv‡`k d«xjvwms K‡i G myweav AR©b Ki‡Z m¶g| we‡klZ, Zzjbvg~jK Kg Li‡P 

Avgviv KvR K‡i w`‡Z cvie| ïay cÖ‡qvRb Kw¤úDUv‡ii wewfbœ †¶‡Î `¶Zv I KvR Kivi c~Y© gvbwmK cÖ ‘̄wZ| 

evsjv‡`k Gi c‡¶ AvDU‡mvwm©s‡qi evRvi `Lj Kivi m¤¢vebv i‡q‡Q, KviY fviZ, Pxb I wdwjcvB‡bi g‡Zv 

†`k¸‡jvi Zzjbvq Avgv‡`i cvwikªwgK Pvwn`v wbZvš—B Kg| Avgv‡`i Zi“Yiv AvDU‡mvwm©s †m±i‡K eZ©gvb 

ch©‡q wb‡q G‡m‡Q miKv‡ii cÖvq †Kv‡bv cÖKvi mvnvh¨ QvovB| GLb GB †m±‡ii Av‡iv Dbœq‡bi Rb¨ miKvi‡K 

c~Y© D`¨‡g GwM‡q Avmv DwPZ| KZ…©c¶ †h me mywbw`©ó c`‡¶c MÖnY Ki‡Z cv‡i Zvi g‡a¨ i‡q‡Q AvBwU 

wkí¸‡jvi Rb¨ GKwU we‡kl †Rvb M‡o †Zvjv Ges mywkw¶Z Zi“Y‡`i‡K GB †m±‡i †hvM w`‡Z DrmvwnZ Kivi 

Rb¨ cÖwk¶Y Kg©m~wP Pvjy Kiv| B‡Zvg‡a¨, wKQz we‡k lK e‡j‡Qb †h, Gi cwic~Y© m¤¢vebvq  ˆcQv‡bvi Rb¨ 

Aek¨B †gŠwjK AeKvVv‡gvMZ Dbœqb Ki‡Z n‡e| Avgv‡`i †`‡ki miKvi g~jZ wZbwU welq wbwðZ Ki‡j 

evsjv‡`k AvDU‡mvwms© G kx‡l© P‡j Avm‡e| 

1) wbiwew”Qbœ we`y¨r| 

2) ¯í̂ g~‡j¨ mevi Kv‡Q `ª“ZMwZ m¤úbœ B›Uvi‡bU †cuŠQv‡bv| Ges  

3) `¶ Rbkw³ M‡o †Zvjv| 

B›Uvi‡b‡U Kg©ms ’̄vb Z_v BDU‡mvwm©s AvR me©¯—‡ii gvby‡li Rb¨ Lye †ewk `¶Zvi `iKvi c‡i bv| AvRKvj GB 

Z_¨-cÖhyw³i hy‡M †K bv Rv‡b cÖhyw³i e¨envi| wbZ¨ cÖ‡qvRbxq mKj †¶‡Î cÖhyw³i e¨envi Kg †ewk Av‡QB| 

myZivs Avgiv mK‡jB Kg †ewk cÖhyw³i e¨envi Rvwb| Avi Gme cÖhyw³MZ we`¨v cÖ‡qvM K‡i B›Uvi‡b‡U Kg©ms ’̄vb 

Kiv m¤¢e| ZvB mvaviY gvbylivI wb‡R‡`i ¯v̂ej¤̂x K‡i Zzj‡Z cv‡ib| ZvB ejv hvq-ÔÔmevi Rb¨ B›Ui‡b‡U 

Kg©msm¯’vbÕÕ| 

G †`‡ki 70 fvM cÖRb¥B Zvi“Y¨ wbf©i| ZvB RbmsLv G‡`‡ki Rb¨ mgm¨v bq, eis m¤ú`| Z‡e my`¶ Avi 

†ckvwfwËK `¶Zv Qvov G RbmsL¨v RvZxq m¤ú` wn‡m‡e Kv‡R Avm‡e bv| G Rb¨ miKvi‡K cÖ‡Yv`bv c¨v‡Ri 

cÖwZ ¸i“Z¡ w`‡Z n‡e| 
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G‡`‡ki Drmvnx Zi“Yiv I‡W‡¯‹i ZvwjKvq wb‡R‡`i †kóZ¡ cÖgvb Ki‡Q| I‡W¯‹ Zv‡`i Rb¨ ¯k̂ix‡i mb` e‡q 

G‡b‡Q| G m¤§vbbvq evsjv‡`‡ki Zi“Yiv AviI DrmvwnZ n‡e| Kv‡R D`¨g Avm‡e| eZ©gvb mg‡q cy‡iv we‡k¦B 

AvDU‡mvwm©s wbf©iZv evo‡Q| w¯’i Awd‡mi Zzjbvq GLb Pjgvb/fvP©yqvj Awdm c×wZB RbwcÖq n‡q DV‡Q w`b 

w`b| Avi evsjv‡`‡k G Kv‡Ri Rb¨ PgrKvi cwi‡ek i‡q‡Q| G Lv‡Z myw©bw ©̀ó c„ô‡cvlKZvi cÖ‡qvRb Av‡Q| 

Zi“Y Drmvn Pvq| Avi Zv Zv‡`i w`‡Z cvi‡j †h‡Kvb AR©bB mnR n‡q Avm‡e| evsjv‡`k MZ 3 eQ‡i 

AvDU‡mvwm©s‡q wb‡R‡K ¸i“Z¡c~Y© evRvi wn‡m‡e Zz‡j a‡i‡Q| we‡k¦i †Kvb †`kB GLb AvDU‡mvwm©s‡q 

evsjv‡`k‡K Lv‡Uv K‡i †`‡L bv| eis m‡ev©”P we‡ePbvq wb‡q‡Q| 

evsjv‡`‡k wKQz w`‡bi md‡i GmwQ‡jb we‡k¦i kxl©¯’vYxq AvDU‡mvwm©s cÖwZôvb I‡W‡¯‹i mn-mfvcwZ g¨vU Kzcvi| 

ÔÔevsjv‡`k AvDU‡mvwm©s G `vi“Y GwM‡q‡Q| G Lv‡Z evsjv‡`‡ki 500 †KvwU UvKvi evRvi m¤¢vebv Av‡QÕÕ-

evsjv‡`k AvDU‡mvwm©s  Kgx©‡`i G ¸YgyLi K_v¸‡jv Rvbv‡jb g¨vU Kzcvi| 

AbjvB‡b KvR Kivi e¨vcv‡i GKUv wel‡q Avgiv Av‡M †_‡KB mw›`nvb †cvlY K‡i _vwK †h, AbjvBb †_‡K 

DcvR©b Kiv UvKv Av‡`Š Avgv‡`i nv‡Z G‡m †cuŠQv‡e wK bv ? n¨v hw` Avgiv mwVK I‡qemvBU †_‡K mwVK fv‡e 

Kv‡R m¤úbœ Ki‡Z cvwi, Z‡e UvKv Avgv‡`i nv‡Z G‡m †cuŠQv‡eB| ZvQvov, AbjvB‡b wewfbœ gvóviKvW©, wfmv KvW© 

†Kv¤úvwb i‡q‡Q-hviv Avgv‡`i AbjvBb †_‡K DcvR©b Kiv UvKv nv‡Z cvIqvi 100% wbðqZv cÖ`vb K‡i| Avcwb 

evsjv‡`‡ki †h †Kvb ’̄vb †_‡K GLb AbjvBb G AwR©Z A_© D‡Ëjb Ki‡Z cvi‡eb| 

 

 weMxwbs Rygjv 

 A¨vWfvÝW Rygjv 

 cÖ‡dkbvj Rygjv 

 Rygjv †U¤ú‡jU †gwKs 

 weMxwbs IqvW©‡cÖm  

 A¨vWfvÝW IqvW©‡cÖm 

 cÖ‡dkbvj IqvW©‡cÖm 

 B›Uvi‡b‡U AvZ¥Kg©ms ’̄vb-1 

 B›Uvi‡b‡U AvZ¥Kg©ms ’̄vb-2 

 B-Kgvm© A¨vÛ Rygjv! fvPz©gvU© 

 B-Kgvm© 

 g¨v‡µvwgwWqv wWªgI‡qfvi  

 mvP© BwÄb AcwUgvB‡Rkb 

 A¨vWfvÝW mvP© BwÄb AcwUgvB‡Rkb 

 cÖ‡dkbvj mvP© BwÄb AcwUgvB‡Rkb 

 d‡i· †UªwWs 

 B-gv‡K©wUs 

 GBP wU Gg Gj-5 

 A¨vWfvÝW GBPwUGgGj 

 wcGBPwc A¨vÛ gvB GmwKDGj 

 A¨vWfvÝW wcGBPwc A¨vÛ gvB GmwKDGj 
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 Ae‡R± Awi‡q‡›UW wc.GBP.wc 

 †WUv‡em gvB GmwKDGj 

 wm †cÖvMÖvwgs 

 Rvfv †cÖvMÖvwgs 

 Rvfvw¯ŒÞ             

 Rygjv! †Ug‡c U †gwKs 

 A¨vWfvÝW d‡Uvkc 

 A¨vWfvÝW Bjv‡÷ªUi 

 cÖ‡dkbvj MÖvwd· wWRvBb 

 cÖ‡dkbvi Kw¤úDUvi †bUIqvwK©s 

 I‡W¯‹ Ges AvDU‡mvwm©s  

 A¨vwdwj‡qU gv‡K©wUs 

 eøwMs 

 †mŠkvj wgwWqv gv‡K©wUs 

 B›Uvi‡bU gv‡K©wUs 

 I‡qe wWRvBb 

 A¨vWfvÝ G‡·j 

 cÖ‡dkbvj G‡·j 

 A¨vWfvÝ gvB‡µvmd&U IqvW© 

 cÖ‡dkbvj gvB‡µvmd&U IqvW© 
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eB m¤c‡K© †h †Kvb ai‡bb Z_¨ I mgm¨vi Rb¨ †hvMv‡hvM Ki“b  : 

01712901842 
Email: infobook7@gmail.com 

 

 

www.bookbd.info 
eyKwewW n‡ Q evsjv‡`kx cÖ‡dkbvj evsjv eB mg~‡ni I‡qemvBU| †hLvb 

†_‡K Avcwb B-eyK webv g~‡j¨ WvDb‡jvW Ki‡Z cvi‡eb| †h eB¸‡jv 

Avcbv‡K AvBwU AvDU‡mvwm©s- Ges AvBwmwU‡Z  cÖ‡dkbvj K¨vwiqvi M‡o 

Zzj‡Z mvnvh¨ Ki‡e| G QvovI wb‡R wb‡R †Kvb cÖKvi †Uªwbs QvovB †h 

†Kvb wel‡qi Dci cÖ‡dkbvj `¶Zv AR©b Ki‡Z cv‡ib GB eB¸‡jv 

c‡o| Avi Avcbv‡`i †Kvb civgk© _vK‡j Aek¨B Avgv‡`i‡K Rvbv‡eb, 

GB wVKvbvq t-infobook7@gmail.com. 


