
 

jmwq – 9vIN 
pwT – 1 

AYm.AYs. AYksl Bwg-1 
KwlI QwvW Bro[  

1. iek AYksl vrkbùk ivc ____________ huMdIAW hn[  

a. vrkSItW A. roAz e. kwlmz s. PwrmUly  

au~qr : vrkSItW 

2. sYl dI Asl kImq _________ bwr ivc nzr AwauNdI hY[  

a. tweItl A. mInUM e. PwrmUlw s. ienWH ivcoN koeI nhIN  

au~qr : PwrmUlw 

3. _____ PwrmYitMg nUM AsIN AwpxI jrUrq Anuswr iksI sYl auqy iek jW iek qoN v`D inXm lgw ky lwgU kr 

skdy hW[  

a. PwrmUlw A. PMkSn e. kMfISnl s. ienWH ivcoN koeI nhIN  

au~qr : kMfISnl 

4. &wrmYt kmWf ________ tYb auqy auplbD huMdI hY[  

a. Home A. Insert e. Data s. Formula  

au~qr : Home 

5. swry &wrmUly _______ icMnH nwl SurU hoxy cwhIdy hn[  

a. Σ (isgmw) A. + (jmWH) e. = (brwbr hY) s. ienWH ivcoN koeI nhIN  

au~qr : = ( brwbr hY ) 

6. vrkSIt ivc ilKy fwtw nUM ___________ dI mdd nwl iek kRm ivc AryNj kIqw jw skdw hY[  

a. PwrmUlw A. PMkSn e. iPltr s. soritMg  

au~qr :  soritMg 

7. Sort & Filter kmWf _________ tYb au`qy auplbD huMdI hY[  

a. Home A. Insert e. Data s. Home Aqy Data  

au~qr : Home & Data 

 



 

shI jW glq ilKo[  

1. ie`k PMkSn pihlW qoN hI pirBwiSq PwrmUlw huMdw hY[  

au~qr : shI 

2. icMn X dI vrqoN guxw krn leI kIqI jWdI hY[  

au~qr : glq  

3. PwrmUlw iek swrxI huMdw hY jo gxnw krdw hY[  

au~qr : shI 

4. hryk PMkSn dw iek Kws kRm huMdw hY ijsnMU isMtYks ikhw jWdw hY[  

au~qr : shI 

5. iPltr ilst ivcoN Kws sUcnw nUM l`Bdw hY[  

au~qr : shI 

 

Coty auqrW vwly pRSn:  
 

 

1. PwrmYitMg kI huMdI hY?  

au`qr: PwrmYitMg iek pRikRAw hY ijs rwhIN AYksl ivcly fwtw dI id`K nuM bdilAw jw skdw hY[ PwrmYitMg 

krn nwl sYlW ivcly fwtw ivc koeI Prk nhIN pYNdw[ ies nwl isrP fwtw dI id`K ivc bdlwv AwauNdw 

hY[ AYksl ivc PwrmYitMg krn leI PwrmYt sYlz fwielwg bwks dI vrqoN kIqI jWdI hY[ ieh fwielwg 

bwks Kolx leI Ctrl+Shift+F Swrtk`t-kIA vrqI jWdI hY[  

 

2. sYl rYPrYNs kI huMdI hY?  

au`qr: sY`l rYPrYNs sYl dw AfrYs huMdw hY jo ik PwrmUly jW PMkSnW ivc vriqAw jWdw hY[ audwhrx leI: 

=A1+A2 PwrmUly ivc A1 Aqy A2 sYl dy rYPrYNs nUM drswauNdy hn[ A1 Aqy A2 sYlW ivcly fwtw dw 

joV krn leI ieh PwrmUlw vriqAw jw skdw hY[ AYksl ivc sYl dw rYPrYNs ilKx dy 3 qrIky hn: 

AYbsoilaUt rYPrYNs, rYlyitv rYPrYNs, imksf rYPrYNs[  

 

 



 

3. PMkSn dy ikhVy-ikhVy Bwg huMdy hn?  

au`qr: PMkSn pihlW qoN hI pirBwiSq PwrmUly huMdy hn[ iehnW dI vrqoN AYksl ivc gxnwvW krn leI 

kIqI jWdI hY[ hryk PMkSn nUM vrqx dw iek Kws kRm huMdw hY ijs nUM PMkSn dw isMtYks ikhw jWdw hY[ 

PMkSn brwbr hY (= ) dy icMnH qoN SurU huMdw hY[  

PMkSn isMtYks ivc vrqy jWdy v`K-v`K Bwg hyT ilKy Anuswr hn:  

1. brwbr hY (=) dw icMnH  

2. PMkSn dw nW[ audwhrx leI: SUM  

3. brYktW ivc AwrgUmYNts[ audwhrx leI sYlW dI ryNz A1:A10 

 

4. sOritMg kI huMdI hY?  

au`qr: AYksl ivc fwtw nUM iek kRm ivc lgwauxw soritMg khwauNdw hY[ fwtw nUM Gtdy jW vDdy iksy ivc 

kRm ivc lgwieAw jw skdw hY[ fwtw nUM sOrt krn leI Home jW Data tYbz dI vrqoN kIqI jw skdI 

hY[fwtw nUM vDdy kRm ivc lgwaux leI Aqy Gtdy kRm ivc lgwaux leI dI vrqoN kIqI jWdI hY[  

 

5. i&ltr kI huMdy hn?  

au`qr: AYksl ivc iPltr dI vrqoN iksy Kws sUcnw nUM l`Bx leI kIqI jWdI hY[ AYksl ivc v`K-v`K 

iksmW dy fwtw au`pr iPltr lgwey jw skdy hn[ iPltr iek jW iek qoN v`D kwlmW ayu`pr lgwey jw 

skdy hn[fwtw nUM iPltr krn leI Home jW Data tYbz dI vrqoN kIqI jw skdI hY[ 

 

v`fy pRSn au`qr 

1. sY`l kI huMdw hY? AsIN AwpxI mOjUdw vrkSIt ivc iek nvyN sYl nUM ikvyN dwKl kr skdy hW[  

au`qr: AYksl ivc roAz Aqy kwlmz dy kwt Kyqr nwl sY`l bxdw hY[ AYksl ivc hryk sY`l dw ie`k 

AfrYs huMdw hY[ ieh AfrYs kwlm dy nW Aqy roA dy nMbr qoN iml ky bxdw hY[ audwhrx leI: A5 sYl 

AfrYs A kwlm Aqy 5 nMbr roA dy k~tx nwl bixAw hY[  



 

mOjUdw vrkSIt ivc AsIN iksy vI jgwH dy nvW sYl dwKl kr skdy hW[ nvW sYl dwKl krn dy pVwA hyT 

ilKy Anuswr hn:  

1. aus roA jW kwlm dI cOx kro ij`Qy AsIN nvW sYl dwKl krnw cwhuMdy hW[  

2. Home tYb dy Cell gru`p ivc Insert btn qy kil`k kro[  

3. frwp fwaUn ilst ivcoN Insert Cells qy kil`k kro[  

4. Insert fwielwg bwks ivcoN FukvIN AwpSn qy kil`k kro[  

5. ies qrWH ie`k nvW sYl dwKl ho jwvygw[  

 

 

2. PwrmUlw kI huMdw hY? AYksl ivc iek nvW PwrmUlw bnwaux dy pVwA ilKo[  

au`qr: AYksl ivc PwrmUly nUmYrIkl sUcnw dI gxnw krn leI vrqy jWdy hn[ PwrmUlw brwbr hY (= ) 

dy icMnH qoN SurU huMdw hY[ PwrmUly ivc sYl rYPrYNs jW mu`lW nUM is`Dw hI vrq ky gxnw kIqI jw skdI hY[ 

PwrmUly ivc stNYfrf EprytrW (+, -, *, /, ^) dI vrqoN kIqI jWdI hY[ AYksl ivc iek nvW PwrmUlw 

dwKl krn dy pVwA hyT ilKy Anuswr hn:  

1. ijs sYl ivc au`qr cwhIdw hY auh sYl nUM slYkt kro[ audwhrx leI A3 sYl slYkt kro[  

2. brwbr hY (=) dw icMnH tweIp krky jrUrq Anuswr PwrmUlw tweIp kro[ audwhrx leI (=A1+A2)  

3. AYNtr kIA dbwE[ 


