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             pwT-2 

                   AYm.AYs.AYksl Bwg:2 

KwlI Qwvw Bro[ 

1. cwrt eyrIAw dy AMdr cwrt ivMfo dw sB kuJ Swiml huMdw hY[ 
2. fwtw vylIfySn ivSySqw quhwnUMM ku~J Kws inXm bxwaux dI AwigAw idMdI hY[ 
3. qusI vrkSIt dI ivMfoN nMU spil~t krky do v~Ko v~Kry pynW iv~c vMf skdy ho[ 
4. PrIj pynj dI mdd nwl qusI skrol krdy hoey roAj Aqy kwlmj nMU vyK skdy ho[ 

Coty au~qrW vwly pRSn 

 pRSn 1. AYksl iv~c cwrt dIAW iksmW d~so?                                              
au~qr: cwrt dIAW iksmW:                                                                
1.pweI cwrt  2. lweIn cwrt 3. .kwlm cwrt  4. bwr cwrt 5. .eyrIAw cwrt 

pRSn 2: cwrt dy koeI pMj AYlImYNts dy nW ilKo?                                         
a~qr :  1. cwrt eyrIAw  2. AYkiss   3. gir~f lweInj                                                                 
,           4 fwtw sIrIj            5. plot eyrIAw  6. iljYNf 

 

v~fy auqrW vwly pRSn 

pRSn 1: cwrt kI hMudw hY?AYksl iv~c cwrt bnwaux dy pVwA ilKo? 

au~qr: AYksl iv~c cwrt ie~k Aijhw tUl hY ijs nwl fwtw nMU gRwiPkl rUp iv~c ivKwieAw jw 
skdw hY AYksl iv~c AsI keI qrHW dy cwrt bxw skdy hW[  

cwrt bxwaux dy pVwA hyT ilKy hn[ 

1. auhnW sY~lW dI ryNj islYkt kro ijnHW leI cwrt iqAwr krnw hY[ 
2. Insert tYb qy kilk kro[ 
3. .Chart group iv~coN Fu~kvI cwrt dI iksm qy kilk kro[ 
4. ies qrHW AYksl dI SIt dw ie~k nvW cwrt iqAwr ho jwvygw[   
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pRSn 2. Convert text to columns kI huMdw hY? convert text to columns dy pVwA ilKo?  

au~qr: AYksl iv~c ie~k sY~l iv~c ilKy fwty nMU v~Kry kwlm iv~c ilKx leI convert text to 

columns dI vrqoN kIqI jWdI hY audwhrn leI iesdImdd nwl  AsIN pUry nwmW dI ilKI hoeI ie~k 
ilst iv~coN AWKrI Aqy pihly nwm nMU v~K kr skdy hW ieh AYksl dy fwtw tYb iv~c mOjUd hMdw 
hY[ 

 

 

 

 

 

 

  

 

convert to text dy pVwA hyT ilKy hn[ 

1. sYlW dI ryNj islYkt kro[ 
2. fwtw tYb au~qy kilk kro[ 
3. convert text to columns AwpSn qy kilk kro[ 
4. fYlImItr au~pr kilk kro Aqy iPr next btn qy kilk kro[ 
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5. aus fYlImItr nMU cuxo ijs Anuswr tYkst nMU kwlmW iv~c qbdIl krnw hY Aqy iPr next  

btn qy kilk kro 
6. jrUrq Anuswr AwpSn cuxo Aqy finish qy kilk kro; 

   

pRSn 3. Data Validation kI hY? Data Validation inXm ikvyN bxwieAw jWdw hY? 

au~qr: AYksl iv~c fwtw vylIfySnie~k AijhI ivSySqw hY ijs dI vrqoN iksy Kws inXm nMU sYt 
A~p krn leI kIqI jWdI hY[jo ieh pirBwiSq krdy hn ik sYl iv~c kI dwKl krn hY[ 

audwhrn: AsI iksy Kws sY~l iv~c 0 Aqy 10 dy ivckwr dy nMbrW dI AYNtrI dI ilmt sY~t 
krnw cwhMdy hW[ jykr XUjr koeI glq AYNtrI pwauNdw hY qW aus nMU glqI vwlw sMdyS pRwpq huMdw 
hY[ies audwhrn iv~c AsI XUjr nMU  0 qoN 10 q~k nMbr AYNtr krn dI AwigAw idMdy hW[ 

 

 

 

fwtw vylIfySn rUl sY~t krn dy stYp: 

1. sY~lW nMU islYkt kro ijnHW qu~qy fwtw vylIfySn inXm lwgU krny hn 
2. Data Tab iv~c Data Validation qy kilk kro[ 
3. fwtw vylIfySn dy settings tYb iv~c validation criteria iv~c jrUrq Anuswr inXm lwgU kro[ 
4. inXm lwgU krn qoN bwAd ok button qyN kilk kro[ 
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pRSn 4. Protection kI huMdI hY? iksy vrkSIt nMU pRotYkt jrn dy pVwA ilKo? 

au~qr: pRotYkSn qoN Bwv hY Awpxy fwtw nMU iksI Ax-AiDkwirq ivAkqI v~loN glq vrqoN krn qoN 
bcwauxw[AYksl iv~c AsI AwpxI vrkbu~k/vrkSIt nMU iksI Ax-AiDkwirq ivAkqI v~loN glq 
vrqoN krn qoN pROtYkt kr skdy hW[ 

vrkSIt nUM pRotYkt krn dy pVwA: 

1. Review Tab qy kilk kro[ 
2. Protect Sheet qy kilk kro[ 
3. pwsvrf dwKl kro[ 
4. ok button qy kilk kro[ 

 
 
 
 
 
 
 
 
 
 

 

pRSn 5. Split worksheet kI hMudI hY? iksy vrkSIt nMU spilt krn dy pVwA ilKo? 

au~qr: spilt qoN Bwv hY ik jykr iksI vrkSIt iv~c fwtw v~fw hovy qW kMm nUM shI FMg nwl 
krn leI aus nUM v~Kry Bwgw iv~c vMfxw[AYksl iv~c AsIN AwpxI vrkSIt iv~c dwKl fwtw nUM 
jrUrq Anuswr spilt kr skdy hW[ split  AwpSn view tab iv~c mOjUd hMdI hY[ 

vrkSIt nMU spilt krn dy pVwA 
1. aus sYl qy kilk kro ijQoN qusI vrkSIt nUM v~K v~K pynj iv~c vMfxw cwhMdy ho[ 
2. view tab qy kilk kro[ 
3. window gr~up iv~c split btn qy kilk kro[ 
4. ies qrHw vrkSIt islYkt kIqy sYl Anuswr v~K v~K Bwgw iv~c vMfI jwvygI[ 

                          
                              jW 
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         1.vrkSIt nUM spilt krn leI vrtIkl skrolbwr dy au~prly pwsy njr AwauNdy spilt   
bwks qy kilk kro[ 

2. ivMfo nUM spilt krn leI ies nUM hyTW v~l nUM frYg kro[ 
3. AsI AwpxI loV Anuswr spilt nUM au~pr jW hyTW kr skdy hW[ 
 

 
 
 

                                                                                ________________ 


