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 Tnf.a mß.Klfha ia:dmkh lr we;s me;=reïm;a uDÿldx.h újD; lr 
.kak' me;=reïm;a uDÿldx.fha Ñ;%l mßYS,l w;=re uqyqKf;ys (Graphical User 

Interface) fuj,ï lsysmhla fufia y`ÿkd .ksuq'

fukq ;Srh 
Menu bar

wl=re yeviõ 
lsÍfï fuj,ï
Text Formatting 

Tools

tfl,a, lsÍfï iy ia:dk 
.; lsÍfï fuj,ï

Alignment and Positioning 

Tools

jevm;a
Sheets

úoHq;a me;=reïm;a2
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l%shdldrlu 2'1

jevm;la yiqrjuq

me;=reïm;a uDÿldx.hla újD; jk úg jevm;la (Worksheet) újD; fõ' 

1' tu jevfmdf;ys kj jevm;la ,nd .ekSu i`oyd  Insert Worksheet 
la,sla lrkak'        

2' jevm;lg fjk;a kula ,nd§u i`oyd"

 ² jevm;a kduh  u; uQislh ol=Kq mi la,sla lrkak' 
Rename f;dard .kak" leu;s kduhla h;=re,shkh lr Enter h;=r 
Tnkak' 

3' jevm;la bj;a lsÍu i`oyd"

 ² jevm; kduh u; uQislh ol=Kq me;a; la,sla lrkak' Delete f;dard 
.kak'

l%shdldrlu 2'2

jevm;lg o;a; we;=<;a lruq

tla;rd <ud iñ;shl isiqka fjkqfjka l%Svd NdKav ñ, § .ekSu i`oyd wjYH 
uqo,a tl;= lsÍug fldgq ldâ ksl=;a lrk ,È' 

<uqka úiska i;s wka;fha § tl;= lrk ,o uqo,a ms<sn`o úia;r o" tla tla 
YsIHhd úiska tl;= lrk ,o uq¿ uqo, o" tl;= jQ uq¿ uqo,ska re 50$} ne.ska 
ldâm;a uqøK .dia;= f,i tla tla YsIHhdf.ka wvq lr b;sß uqo, o we;=<;a 
f;dr;=re jevm;l we;=<;a lr we;' tu jevm; my;ska oelafõ'
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by; oelajQ jevm; ks¾udKh lruq'

mshjr 1 -  by; oelafjk f;dr;=re ''No, Name, Saturday, Sunday'' hk 
  ud;Dld o tajdg wod< f;dr;=re o 1 jevmf;ys (Sheet 1) ys 
  h;=re,shkh lrkak' 

mshjr 2 -  jevmf;ys ku ''Weekend Collection'' hkqfjka fjkia lrkak' 

mshjr 3 -  fuu f,aLkh Tnf.a mß.Klfha ;ekam;a lrkak'

f,aLkh ;ekam;a lruq

 ²  !"#$%$&'(#$ f;dard .kak' 

 ² ;ekam;a lsÍug iqÿiq ia:dkhla )&'(!*+$ ,-.'/!-*0$ &'(#$ !*$
ia:dkfhka f;dard .kak' 

 ² f,aLkhg iqÿiq kula ''Collection'' File name bÈßfhka 
h;=re,shkh lrkak'

 ² &'(# fnd;a;u la,sla lrkak'

iEu l%shdldrlula u wjidkfha § f,aLkh ;ekam;a lrkak'
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l%shdldrlu 2'3

by; f,aLkhg wkqj tla tla <uhd úiska Èk fol ;=< § tl;= lrk 
,o uq¿ uqo, fidhuq'

 ² me;=reïm;a Ndú;fha § .Kkh lsÍï i`oyd iQ;% fhdod .kq ,efí' 

 ² iQ;%hla wdrïN lsÍug fmr '' = '' ,l=K fhdokq ,nhs' 

 ² iQ;% i`oyd fldaIhl wka;¾.;h fjkqjg fldaI kdu Ndú; fõ' 

 ² fldaI folla w;r .Kkh lsÍï i`oyd h;=re,shkfha we;s ( + , -, *, /) 

wdÈ i,l=Kq Ndú; fõ'

 ² iQ;%hla wjidkfha § Enter h;=r la,sla lsÍu u.ska m%;sM,h ,efí'

mshjr 1 - ''Total'' hkqfjka E1 fldaIfha h;=re,shkh lrkak'

mshjr 2 - ,ehsia;=fõ m<uqjk <uhdf.a (Sugath) kug bÈßfhka we;s 
  E2 fldaIh u; la,sla lrkak'

 

mshjr 3 -  my; oelafjk iQ;%h tys h;=re,shkh lr Enter h;=r la,sla  
  lrkak'

=C2+D2

m<uq m%;sM,h ,nd .ekSug fhdod .;a iQ;%h wfkl=;a <uqkaf.a tl;= ,nd 
.ekSu i`oyd o Bg wkqrEm jk f,i msgm;a lr .; yels h' fï i`oyd l%u 
folla we;' 

 
l%uh 1

mshjr 1 -  ,nd.;a tl;=j iys; fldaIh u; la,sla lrkak' 

mshjr 2 -  my; oelafjk wdldrhg tu fldaIfha ol=Kqmi my;  
  fl<jfrys we;s l=vd fldgqj u;g uQislh f.k hkak' túg 
  uQislh l=rei i,l=Kla fia Èiajkq we;' fuh Fill handle kï  
  fõ'
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Fill handle

mshjr 3 -  Fill handle  u; uQislh la,sla lr ;nd .ksñka wjidk <uhd 
  (E15) olajd uQislh /f.k hkak' 

mshjr 4 -  túg ish¨ u <uqkaf.a uqo,aj, tl;=j o fjka fjka j ,efnkq 
  we;'

l%uh 2

mshjr 1 -  ,nd.;a m<uq tl;=j iys; fldaIh u; la,sla lrkak' 

mshjr 2 -  fukq ;Srfha Home % Copy u; la,sla lrkak'

mshjr 3 -  uQislh la,sla lr ;nd .ksñka tl;=j ,nd .ekSug wjYH 
  fldaI mrdih f;dard .kak' E2:E15

mshjr 4 -  fukq ;Srfha Home %$ Paste u; la,sla lrkak'

mshjr 5 -  túg ish¨ u <uqkaf.a uqo,aj, tl;=j fjka fjkaj ,efnkq  
  we;'

mshjr 6 -  ilia lsÍfuka wk;=rej f,aLkh iqrlaIs; lrkak'

l%shdldrlu 2'4

tl;= jQ uqo,ska re 50$} ne.ska ldâm;a uqøK .dia;= f,i 
f.ùfuka miq b;sß uqo, fidhuq

   
mshjr 1 -  F1 fldaIfha ''Printing'' hkqfjka o G1 fldaIfha  
  ''Balance'' hkqfjka o h;=re,shkh lrkak' F  

  ;Srefjys ''Printing'' j,g my;ska wdrïNl fldaIh 
  ;=< 50 h;=re,shkh lr th Fill handle u.ska  
  my<g msgm;a lrkak' 
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mshjr 2 -  G2 fldaIh u; uQislh la,sla lr my; oelafjk iQ;%h 
  h;=re,shkh lr Enter h;=r la,sla lrkak' 

=E2-F2 

mshjr 3 -  Fill handle fyda Copy % Paste Ndú; lrñka wfkl=;a <uqka  
  i`oyd o b;sß uqo, .Kkh lrkak' 

    iEu l%shdldrlula u wjidkfha § f,aLkh iqrlaIs; lrkak'

l%shdldrlu 2'5

f,aLkh yeviõ lruq

by; f,aLkh i`oyd yeviõ lsÍï lsysmhla fhdod f.k we;' tkï" 

1' f;dr;=re jgd fndavrhla fhdod we;' 

 ² fndav¾ fh§u i`oyd wjYH fldaI mrdih uQislh la,sla lrñka f;dard 
.kak' (A1:G16 )

 ² fukq ;Srfha Home ßnkfha we;s fndav¾ia (Borders)  fuj,u 
u; la,sla lr %$All Borders f;darkak' 

2' meyeÈ,s njla we;s lsÍu i`oyd fldaI mrdi j¾K .kajd we;'

 ² j¾K fh§u i`oyd wjYH fldaI mrdih uQislh la,sla lrñka f;dard 
.kak'

 ² fukq ;Srfha Home ßnkfha we;s j¾K (Fill color)  fuj,u u; 
la,sla lr %$$iqÿiq j¾Khla f;darkak'

3' ud;Dld ish,a, ;o meye .kajd we;' 

 ² ud;Dldj f;dard f.k" fukq ;Srfha Home ßnkfha we;s fnda,aâ 

(Bold)  fuj,u u; la,sla lrkak'
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4' f;dr;=re tfl,a, lr we;'

 ² tfl,a, lsÍu i`oyd wjYH fldaI mrdih uQislh la,sla lrñka f;dard 
.kak' 

 ² fukQ ;Srfha Home ßnkfha we;s tfl,a, lsÍfï fuj,ï 
u; la,sla lrkak'    

5' ,nd.;a f;dr;=re uqo,a njg fmkaùug wjYH yeviõ lsÍu (Number 

format) fhdod f.k we;' 

 ² yeviõ lsÍu i`oyd wjYH fldaI mrdih uQislh la,sla lrñka f;dard 
.kak'

 ² fukq ;Srfha Home ßnkfha we;s  fuj,u u; 
la,sla lr Currency f;dard .kak' 

 ² iEu l%shdldrlula u wjidkfha § f,aLkh iqrlaIs; lrkak'

    igyk - uqo,a j¾.h remsh,aj,ska fkdue;s kï tfia lr .ekSug 
my; mshjr wkq.ukh lrkak' 

1-*/2-"$3'*#"$%$4#+!-*$%$ -25'/6$%$788!/!-*'"$6#//!*+6$%$

Currency má;af;a we;s currency symbol Rs. f,i fjkia lr$733"9$%$$

Ok lrkak'

kj jevfmd;la ,nd .ksuq

kj jevfmd;la ,nd .ksñka my; oelafjk f,aLkh ks¾udKh lrkak' iQ;% 
Ndú; lr .Kkh lsÍï o" ks¾udKh i`oyd wjYH yeviõ .ekaùï o lrkak'

 ² File % New % Blank Workbook % Create  
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.Kkh lsÍu i`oyd fhdodf.k we;s iQ;%

 Ã Balance = Stock - Sold

         =C3-D3

 Ã Total = Balance+Replacement1

         =E3+F3

 Ã Number of packets = Total/Packeted

         =G3/H3

 Ã Grand Total = Number of Packets*Packets per week

         =I3*J3

fhdod f.k we;s yeviùï 

1' wl=re b,lalï ;o meye .ekaùu
2' tfl,a, lsÍu
3' fldaI mrdihkag mdg fh§u 
4' fndav¾ fh§u 
5' jevmf;ys by<ska w¨;a fma<shla tla lsÍu; tys o;a; fldaI mrdihla ;=< 

uOHhkh lsÍu 

ilia lr we;s jevm;lg kj ;Srejla fyda fma<shla fyda tl;= lr tys 
fldaI taldnoaO lr o;a; uOHhkh lruq

1' ;Srej$fma<sh u; uQislfha ol=Kq fnd;a;u la,sla lrkak' (Click right 

mouse button) 

    túg ,efnk ;Srefjka %$Insert la,sla lrkak'

2' túg ,efnk by< fma<sfhys m<uq fldaIhg wjYH o;a; tl;= lr tu 
fldaIh o we;=¿j fldaI mrdih f;dard taldnoaO lsÍu iy uOHhkh 
(Merge & Center)  fuj,u u; la,sla lrkak'

fuu fuj,u u.ska fldaI folla fyda Bg jeä m%udKhla fyda taldnoaO lsÍu 
iy tys we;s o;a; uOHhkh lsÍu l< yels fõ'
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l%shdldrlu 2'6

,l=Kq ,ehsia;=jla ks¾udKh lruq

fhdod f.k we;s yeviùï 

1' wl=re iy b,lalï ;o meye .ekaùu
2' tfl,a, lsÍu
3' fldaI mrdihkag mdg fh§u 
4' fndav¾ fh§u 
5' jevmf;ys by<ska w¨;a fma<shla tla lsÍu' tys o;a; fldaI mrdihla ;=< 

uOHhkh lsÍu 
6' wl=re ÈYdk;sh fjkia lsÍu

wl=re ÈYdk;sh fjkia lsÍu

mshjr 1 -  ÈYdk;sh fjkia lsßug fmr ;Sre iy fma<s w;r mr;rh 
  jeä lr .; hq;= h' 

ta i`oyd ;Sre kdu fyda fma<s wxl w;rg my; ±lafjk wdldrhg uQislh 
f.k hkak' bkamiq uQislh la,sla lrñka ;Srejla kï ol=Kg o fma<shla kï 
my<g o wÈkak'
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mshjr 2 - wl=rej, ÈYdk;sh fjkia lsÍu i`oyd wod< wl=re we;s fldaI 
  f;dard f.k  ÈYdk;sh whslkfha (orientation icon) 

  B;,h u; la,sla lrkak' wjYH ÈYdk;sh f;dard .kak'

mshjr 3 -  ''Mark Sheet'' hkqfjka jevmf;ys ku fjkia lrkak' 
   (Sheet 1 %$Mark Sheet) 

mshjr 4 -  ilia lr .;a jev fmd; (Workbook), ''First term marks - 1'' 

  kñka iqrlaIs; lr jid oukak'

l%shdldrlu 2'7

Y%s; Ndú;h
   

fldaI mrdihl we;s w.hhkays .Kkh lsÍï i`oyd Y%s; Ndú; lrkq ,nhs' 
fuys § iudk ,l=K '' = ''  fhdod iQ;%h wdrïN lrk w;r Ndú; lrkq ,nk 
Y%s;h we;=<;a lrkq ,efí' bkamiq jryka ;=< fldaI mrdih l=ula ±hs olajkq 
,efí' fldaI mrdihla nj fmkaùu i`oyd m<uq fldaI kduh o wjidk fldaI 
kduh o olajkq ,nk w;r" fldaI kdu fol w;rg fo;s; '' : '' fhdokq ,nhs'

tjeks Y%s; lsysmhla y`ÿkd .ksuq'

fldaI mrdihl we;s w.hhkaa ys tl;=jla ,nd .ekSu i`oyd 

= sum ^m<uq fldaIh : wjika fldaIh&

fldaI mrdihl we;s w.hhka ys idudkHh ,nd .ekSu i`oyd 

= average ^m<uq fldaIh : wjika fldaIh&
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b,lalï muKla we;s fldaI m%udKh .Kka lsÍu i`oyd 

= count ^m<uq fldaIh : wjika fldaIh&

fldaI mrdihl we;s o;a; iys; fldaI m%udKh .Kka lsÍu i`oyd 

= counta ^m<uq fldaIh : wjika fldaIh&

by; ilia lr .;a jevm; i`oyd wjYH Y%s; fhdod .ksuq'

Tn úiska ;ekam;a lr jid ouk ,o ''First term marks - 1" jevfmd; újD; 
lr .kak'

 ² File %$Open % First term marks - 1 % Open      

fuu Y%s; Ndú; lrñka újD; lrk ,o f,aLkh iïmQ¾K lrkak'

=sum(C3:G3)

:'(#2'+#)1;<=;0

=max(C3:C12)

=min(C3:C12)

=count(C3:C12)

=counta(C3:C12)

l,ska ;ekam;a lrk ,o f,aLkhla fjk;a kulska ;ekam;a lruq

 ²  !"#$%$&'(#$'6$ f;dard .kak' 

 ² ;ekam;a lsÍug iqÿiq ia:dkhla )&'(!*+$ ,-.'/!-*0$ &'(#$ !*$

ia:dkfhka f;dard .kak' 

 ² f,aLkhg iqÿiq kula ''First term marks - 2'' File name bÈßfhka 
h;=re,shkh lrkak'

 ² &'(# fnd;a;u la,sla lrkak'
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l%shdldrlu 2'8

o;a; fm< .iajuq  (sorting) 
 

,nd .;a uq¿ ,l=Kqj,g wkqj o;a; fm< .eiaùu

bx.%Sis fydaäfha wl=re (A...Z) / (Z...A) wkqj o;a; fm< .eiaùu
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wmg wjYH wdldrhg o;a; fm< .eiaúh yels h' ta i`oyd uq,ska u fm< 
.eiaùug wjYH fldaI mrdih f;dard .; hq;= h' fuys § ud;Dld fma<sh yer 
jevmf;ys o;a; we;=<;a uq¿ fldaI mrdih f;dard .; hq;= h' bkamiq"

fukq ;Srfha Home ßnkfha we;s fm< .eiaùu$)&-2/$?"/#20$  fuj,u u; 
la,sla lrkak'

Sort A to Z fyda sort Z to A f;darkak'

l%shdldrlu 2'9

mshjr 1 -  l%shdldrlu 2'2 ys ks¾udKh lr ;ekam;a lrkq ,enQ ''collection''  

  f,aLkh újD; lr .kak'

fuu f,aLkfha we;s f;dr;=re weiqfrka m%ia;dr ks¾udKh lsÍu i`oyd wjYH 
fldaI mrdi f;dard .; hq;= fõ'
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m%ia;drh 1

tla tla <uhd úiska i;s wka;fha § tl;= lrk ,o uqo,a m%udK fjka fjka 
jYfhka ia;ïN m%ia;drhla u.ska fmkakqï lr we;'

ia:ïN m%ia;drhla ks¾udKh lruq

mshjr 1 - uQislh la,sla lrñka B1:D16 fldaI mrdih f;dard .kak'

mshjr 2 -  fukQ ;Srfha Insert ßnkfha we;s ;Sre m%ia;dr fuj,u 
  u; la,sla lrkak' 

mshjr 3 -  ,ehsia;=fjka iqÿiq m%ia;drhla f;dard ta u; la,sla lrkak'

m%ia;dr iEu úg u f;dr;=re wvx.= jevm; u; ks¾udKh jk neúka th 
m%ia;dr jevm;lg ''Chart sheet'' f.k hd hq;= fõ' ta i`oyd 

mshjr 1 -  jevm; u; ks¾udKh jQ m%ia;drh u; la,sla lrkak'

mshjr 2 -  fukq ;Srfha Design ßnkfha we;s @@A-(#$1B'2/$ $

,-.'/!-*@@$fuj,u la,sla lrkak'
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mshjr 3 -  A-(#$1B'2/$ixjdo fldgqfjka New sheet %$OK la,sla lrkak'

mshjr 4 -  m%ia;drhg ud;Dldjla fh§u i`oyd 

   fukq ;Srfha Design ßnkfha %$CD!.E$,'9-D/$fhdod .kak'

mshjr 5 -  m%ia;drfha j¾K fjkia lsÍu i`oyd Change colours f;dard 
  .kak'

m%ia;drh 2  

tla tla <uhd úiska tl;= lrk ,o uq¿ uqo, m%;sY;hla f,i jg m%ia;drhl 
olajd we;'



25fkdñf,a fnod yeÍu msKsihs

jg m%ia;drhla ks¾udKh lruq

jg m%ia;drh ks¾udKfha § f;dard .kq ,nk f;dr;=re wvx.= fldaI mrdi 
jkafka <uqkaf.a kï we;=<;a fldaI mrdih (B1:B16) iy tl;=j we;=<;a 
fldaI mrdih (E1:E16) h' fuu fldaI mrdi msysgd we;af;a tlsfklg ÿriaj 
msysá ;Srej, h' tkï B ;Srefõ iy E ;Srefõ h' fuu fjka fjkaj msysá 
fldaI mrdi f;dard .ksuq'

mshjr 1 -  <uqkaf.a kï we;=<;a fldaI mrdih (B1:B16) f;dard.kak'

mshjr 2 -  h;=re mqjrefõ we;s ctrl h;=r Tnd .ksñka tl;=j we;=<;a 
  fldaI mrdih (E1:E16) f;darkak'

mshjr 3 -  fukq ;Srfha Insert ßnkfha we;s jD;a; m%ia;dr  
  fuj,u u; la,sla lrkak'

mshjr 4 -  ,ehsia;=fjka iqÿiq m%ia;drhla f;dard ta u; la,sla  
  lrkak'

mshjr 5 -  m%ia;drh fjk;a m%ia;dr m;la fj; f.khkak'

mshjr 6 -  wjYH yeviõ .ekaùï lr jevm; iqrlaIs; lr jid oukak'

l%shdldrlu 2'10

Tn úiska ks¾udKh lrk ,o wfkl=;a f;dr;=re Ndú; lrñka m%ia;dr 
ks¾udK lrkak'

ie'hq' - First term marks - 2 jevmf;ys we;s f;dr;=re 
fhdod .ksñka m%ia;dr ks¾udKh lsÍug fmr tys 
we;s fkdmeñKs <uqka i`oyd o ,l=Kq we;=<;a 
lrkak'

0


