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Sunil Kumar Sinha Security Printing and Minting Corporation of India Limited
ey qAT Y9y fRus Miniratna Category-I, CPSE

Chairman and Managing Director (Wholly owned by Government of India)

"I 12 Ryeaf~a Sraifn 9 7R /g Siiad H Hheldl Bl $Is BIcl I Tal & | T4

YHR |G H {1 WYl B 91 919 Yab ¢ & Y H Uebalc Bl U HEId & el IR MEiRd dedi
P IR v &, T TS T ST SaegwTd! & |

"SI & HIETH T A1 G BT T3 GITAR e 2 | e S ot el TRaeen
SHI3T AR G U & H AN BT HRITIHG THUTAHINEUS Bl U [9%G TR HIS a4 &
ferq wafe & | a1 I 4§ O € fo TaiTaRiiangyel TN &3 &1 ghrsdl & HIexo $1 U
Aol ISRV & | GAH H DU & IWIRITT AGHR D] ATl 89 e T [dehvTel B ¥ Alola
2 | IR JEu A0 TR TR G4 gl H 98k ¥ 98k S URAY dIR o+ & forv ufdee 2|
5% foly @rawr # fafdeliexor, 7ol & MBI, HRGMT URER Td ATARIT BTl B
Frfie SE—<ara @ fofy &R |9a T S & |

T TS & T B & A1 #RT 31 & {370 T 2 IRaT & {3l b7 ReToT vl U
<ol gadeERienETe § U O BRI arareRer R & R gl W W S B @
frrde gt wrcaferet & frenfed fovar o |

forre quf & BU W RIS @ &3 F e TR W I o & fieh & R gargal @
RISTTYT & fofQ & QREDR, TR RISTHTNT BRI | R UR J8aRi Tae, HHaR STy
AT & 81T & § Fu fARevn 8 91 yesiH anfe Seolkanig 8 | 59 A1I—a1 HHarRar | off
e p ufa s 8|

4 U & AeAH W 1Y I T AT AT B g & YD &F H Fad (Ul
AW o T e X SR I 1 A1 Ged | o

(T TR R
3rege] qAT yey
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R Wiefa Feor den g et forer fofies
3o ATl foraen a1, feerd

AJAY AGARWAL e n : S
Security Printing and Minting Corporation of India Limited

e (faw) Miniratna Category-I, CPSE

Director (Finance) (Wholly owned by Government of India)

()

7T 93 & & @ vy ® & v arifera @ 8 ufyer “afvafad @& agef siw @ e &
YT T 7T <&T 2 | I XIS & JER — TR & folt Ueh weeayul 7 2 | fafed <2 & ifderm
[T BT §IRT 14 RITwR, 1949 BT B DI IISHINT & WU H WIBR 6T T T | $HebT T BRT
o &= AINT 9RA & Ueh §S OIF TqaTd RT el dietl a2 Gl il off | fowil ot A Uap 3reia
R, T Ud A AT € SR R B I ARG Tl Bl U FEca ol el T |

TAYUEAITS U fTH It ® g 9 8 99Tl & WA @l ofax T4l W WR U v
AT ERIEA © | §9 Frterd | fewl & Wi U THRIAT T arraror (i gan & | ey wu 9
RS J§eH & TR W 2] § $1 B &l U8dd BT i1 & TR R 9 AUD 3RR <@ BT el 2 |

7 94 I £ % TR T & gRT IS 3rMa B & 9Wa e o dadr © | e @
TeH H I8 3 g3l o fob o1 &7 H 1 Uep S 1aTT & 1l il ohaT 77T, 98 bl Wad Hetarl
<& 8 3R RO A1 31Jdd 32 & | “3IWaafda” @ A1 9 H Sl & T $Id 4 AT STIE BT g,
o o= e & T A @ forg 1 T 1o & WTeT |l glas il a |

P B Wbl HbrEH B forq Hures <M B 79 gifdd gHebrHE |
] \‘rp/(';g,u) A oA _

(37513 3raTe)
freera (fom)
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faTa gar Rig, wae
Vinay K. Singh, irs.

& Habdl ARGRY
Chief Vigilance Officer

R Wiofd qewr dan g et forer foes
(frew dFrr9, TRa w@R 3 F9H)
Security Printing and Minting Corporation of India Ltd.
(Under Ministry of Finance, Govt. of India)

Tg 93 @ IRT @ 9 5 arfan @ e ufyer ek © agd e @
yare feiRa el # gfRed forar o <er 2| vadioaiiengee e srfer # JormT
T} ¥ 9 YR FI (WIS qrerd H Y & | 3R fol0 I8 U s 319 V8l fdb sl [
IR HRIR T2 IR 0 qd 4 8 aifdrenter a7 Frenfed fow w1 € | 37 ot o st
BT D1 e Yfl & AT Fava o1 weedr & W WRerd 9 Fae fhar 9 § | I TaR @l
RIS, U5 ATER & A Tl BT STANT FR Jg B MRAR FHeragdd GHreed (o 1 T e |

I 9 Wel Tel 7 o IS B, A1 SISl & STAIe ol W1V & | Wl |rd T ¢ (& qd
P =1 # B, FIfh IT ST B A 8 | T & FARINBRYT 2 SFE[Teh Hreifia &1 3= #
TRINT §8€ 31a9T 2 | 3R IR fewe] &l 91 Bl © | ST d1cad I8 & fo ATasiRa, drerard &
AT T IRT & SITerd & SR # a1 910 | g9a forv 3RISh g 8T Wi & yaferd a i |
WIHR Ieal T TRANT 4 e Sfed = |

FRTT & P BRIt | 2T 9197 & YT BT gerdT o7 &l o9 & i3l &l JhRH Uh
TRl IR & | T B A ek @ HTEIH H GOSN U § BRIRG Bl I AT HT
P Yhe PR Ud faaRT & ST T 3TaR 4 I 2iT 2 |

31 foeare  fob 59 ofdh | UpIieTd ) YR & o, BT, HAaT SATfQ ugd! B faal
B AR AT PR | Fe¥d BT | UGB & HUGH Ted Ud okdgdl @l A 3R I gifed

HBHI |

(o g f¥ie)
T qdDbdl ATHRI
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1. S Ipar o el Fgwr aan g fortor oo fofdes

B. J. GUPTA (7w @R 3 [of w@ifraret)

=g L RHUGEET (qma' w‘m:[) Security Printing and Minting Corporation of India Limited

Chief General Manager (Human Resource) (Wholly owned by Government of India)

(eiears o doa &)

3! I SR 98 YT 81 T8l & b CHUICAHISSUa o1 JISTINT T8 e “difeafda” o
Tl 3fep FPIIIC fdaT ST RET € | DUl & HrIUTeTd! Ud HHaldl | foal 9Ta & Hf Bf2f et av &
SeTd W 9 YFNHT BT THRI I 631 7 o |

B9 U1 TR TR & Hr—4Ter IS fewl & TIR—YER P o) Juid: FoT & |
T2 B W1 BT g <R o 2 | rormer B @ wefa & forg O ufamell &1 gereE Ua
TRl FeH & | 39 URET H ARGIRAT / HHATRAT @ 370 B el SHaR vd $a ARy ol
IR o T T |

HUT H T BT ST AT BT TG FUIe GRREd B o <@ 7 | WA B B
fermdiepvor & SIRId fafi= &3 & T3 it fobv 70 aifdyiRat / wdaiRal gRT R=l § & o o forg
SRR JRIET0T U4 37l axma off JET 8 | ey W Rl # &1 &) & forg il & fafire
§-Tod BT STANT S &7 F faRya  3fffthdt # BIA-BIE fewaftrat o1 waT St WRerr ¥ fhan
STRTE |

"I @& AR U9 Thel YB19H § $U & IR YaeH $T ANCI Wad W8T § g a1
BT B HHRIHD AN H &1 IT B el &l W61 © | 57 ofg T 9818 & U= & |

it & 39 Y 36 & Gherd] @ foly W FNfdd THHIA |

G ¥ fear

(@1, em)
T RIS (AT HRTe)
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TRATAAIeS U @1 T8 U "Aiafdd” & aqe sid Bl 3MTud G IRqd 3 8¢ 991 01
Waﬁaﬂ%mﬁﬁmmﬂﬁﬁmﬁwaﬁ%wmmwﬁwww
TTfafafert & re—wrer T # Y 416 @R @ forg Iufa: wfidag 8 | IO & TR U HehRToH®
qATERT H T |l & AR W A RTHIRT SR 1 ¢ SRl & fob e draierd aerm saa! |l
TR 31! H ST DI B Wl Heaqul figail &1 arurer iR qwarafer § gRfad
farmy |

[F:9<E BARI A1 SHTSAT IISTHINT & &3 H 37U IS UG R 6 © | URUTHEHY I WIRd
TRER, ISTHYT [T, T8 FATER & TR W AT 370 &7 a9y # TR I[SHIT BRI |l &
TR TR IR 99 [RRHd B T a1 ST & |

RISTTST UFeT o HebTe &1 e Ie¥d |RAT & Al B! H TN & it Bfel Sea=1 HRell
T I AT BRI S A ST S JAT I ARG &l & AGUANT ¥ fawal
oG @ oy URT I 7 | 390 Sretal w1 O ¥ Hafdd Aeaqul IMdR) Bl ARl W8T H T
T B AT G BT 4 T 2 |

"SI B T 3 H & T3 AN BT g [4vg JURIGd Ie2al Dl Il &7 | 39 Hael ¥
3! fhaTd Td FeiTg AIex A © | 3MUS gRT 4ol TV [GaRi /el & (oY 84 9aT 37U
SR TET | 3MTUh! I ARG BAR foY IR &7 B il e 3fTYa 9 SAR Aed fagR |3y
BT AT H g |

X
T AR,
ST Y&edh (TSTHTH)
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/
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GICIEG] (Accounting) &G Y&l (Cash System) 31T ‘
JuTSieT guITar (Accrual System) & 37e-
33T T T & THS

wx*/\_\/\‘@

EH QRN oldidh B Adhal JUTell (Cash System) iR of@idh" @I TS UTell (Accrual
System) @ IR H G & | B9 H W 980 9 AR ST 2l b WRA ARBR & TR cIIB Bl Adhal
Flvﬂ?'ﬁ(CashSystem)Eﬁwmwaﬂﬁmmgﬁmmﬂﬁwiﬁww
ﬂﬁWWﬂ?ﬁ(AccrualSystem)WWWﬁWﬁWﬂlﬁ%lWﬂg%}ﬁ?wfﬁﬁﬁ
yonferal @ €9 ‘T 3R 872 AGIBT DI ThS YTl (Cash System) H, 3 3R T BT dhael T4l
ARIAT & A 8, 9 3% Ahe | A I7 AT {57 I 2 | ol dl SuTei UoTTell (Accrual
System) ¥, 3T iR &I BT T AMIAT & Il & 919 ¥ 3ffoid fhy S € 31eifd aRafdd vl
JaTE / diedle B el B Sl & | ST T AT SaTexvl & |1ef qHeh &

T ofifTU fh Mr-X @ 3 3R & @7 faawor fAeforRad 2 |

@. 99! Rs.10,000 /—

g, @NIG Rs. 5,000/ —

T, FIGY Rs. 2,000 /—

q. f6RIT Rs. 5,00/~ (Fehe YT <81 far 1)

ACCOUNTING

A~
/S

39, RGBT DI JUTSIT TUTTel! (Accrual System) & SR Mr-X gRT 31foid o &1 IRT T &
SHD] TUHT AR &1 S el & oM = fdspl— TRIe— 379 29— R = B0 2500 /—374,
oIRGB TS HUITel (Cash System) @ FTHAR Mr-X §IRT SHTSid T B RHT T &2

D! VAT TR B o Febell 5 o = (98] WIS 3779 & = $W 3,000,/ —F8 &1 {31
ST T @ f& T I0TTell (Cash System) H faRTT @ Tkl Tal 1 T3 & i SHHT Tbg A
el fehaT AT R |

Liabilities — Assets

yrdToT T,
HYad HEmegd (fod va o)

§ | / %
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(et i) ?
I AfAHT (Work ethics) TT 87 ARl T&1 H de al "B Afdddl, e
Rigidl 1 7ol &1 16 W8 & NNaT U6 SHan) oo Aied & Jeed o
UIeM BRAT & IR IW &Rl &' | I8 Ud SHAR] & FIeR AR IAb]
s, SRR R TR & i gfewor o1 <uiar 8 erf Afwar fau “
wﬁ?r/a)‘ﬁﬂﬁa%\scmqmm3ﬁw1wm®wf%%‘la€rﬁwﬁamﬁ§rﬁwwmﬂﬁwqﬂf%‘
Fifds a8 WY A D TOrE AT SSCYS I YHTAd Sl & | 919 fohell @feh & 71 # $ 3R
PRI @ TR T BT &, A1 98 WaMdd ©Y 9 A0S Ided a9 oIl 7 | Th Auigd b
Al & B FewayYl fdvg 59 UHR -

1. 8 B AAGRYT — FeTawe Had ST ATaraRvT ARy &R I7a! Wedl & foly U6 R 7 | 98 Uh
TG ®Y W (g T4 & fb SART A ATareRor AE SAR ARG 2T iR SUcahd | I3l
BT | I8 GARe ST Hae BT <11 BT © fob HHAR) e Grarvl H 1 ofR FRIed 7e4d
R Bl | HRIRIA TR FHATNT D] BT G  THIEYUR AR FYoret & wifiaar of gemar <l 2 |

2. ST |ATE — VeIl BT |eH & B Afepar AR AR FRAT & IR H W d@ed 3R STW
FeiRT F AT | T IR VAT &1 O & 918, Y HHAIRAT B TIR o= & foly 372 e
3R URIETOT PIIHA! BT AL R DI AILIDT | TG BT Uh Riefdh / GRefdh & WY H FUAI
AT B MalE SR MY 3R & hed W HHARG! BT AFGIA B DI HIRM BRAT AT,
GIHR HHAINGT & DU b YOIAT (oAl | Yagdl & HY ¥, ATID] I© GaAIE o B [ofY qIDI
a1 SfedIel & FAGH ST SWIRT G B ATIRIGAT © | ! TR | G IR, M
Tftherd A1 AN BT SUINT GRep (<2l A1 Al / urel & feererd a1 BT T & |

3, IR — ST BRI—fcTebell S I ecdll § W U o, AR Yag Dl 39 Uge] & IR H fd2y
ST Bivsd BRAT MY | 9 FTAT, HUA! GBI BT G 9 I &, A I8 G4 HHART B
1T BUHI DI 3T GG H FeM 1T & | ACA—IJATT DI GEpicl UaT dveh, [Tl / Faer
U Bl SR HRIIHIT BT FHRIAD FGldh PR Aebdl o | [l AT FeT H SR, T I
qTeal ¥ 3% 2T © | e |6 H el a1 X8 TR 9 WR < [ahd & | SRR, SriRerd
1 TTRAT G @ H AGE PR & | A, ST & SR Dl TS & Alfod dedi 3R LT I
ferem # eTeral & &M & # Y 7SS IR £ |

4. RIS — T U Al &R Hrierd H [UradT UeiRid ol § | ATasriddl sHa fawar,
SATERYT, THTEIRI, I AR Iepeedl Hl Y8 | I Bl & | DRI feiebell ael HHar! I et 4 AR
ol & 9 B ot 3R <l & QiR o o1 Reafd & 1 &, I Icpeedl Al ol IR Rl & | 4 SRl
3T TRV IR BT & UfeY A—(T T B ol g FHI Tt vl & |
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* 30 9T 3fR A%y BT Ure BT,

* Sl B forg . Wo::k Ethics
o RGP, SAMER 3R IR BT, ]’ "
* SAMEN & W B G, . ?

5. U 3257 SCIERYl WIUT BRT — IS o & & <1 38! B Afdedr UeT oo amgd 2,
Al JGeIhl DI AT @R /A | 7cd AT MY | T4 T MY (31 Jeeadid TR & ) U1 <4
@ foly §o1® A 81 Hvd 8, T4 I 3720 IRV T8 Bl SIS 78] B off el © | T ATSAIHD
TR AT IR BT HT ST HEaqul &, olfcht |1l &1 | I8 GARad T 31fereh Heeayul & fd
T DS TAGT UTA 9 | 9T FEeI U+ St bl JIRT &Rl & 1 STehT Aged vl &, A1 S SRl I8
ST BT DI BT TMRY b T 81+ U 0T ITexvT W foham & |

6. Y 3R I W HRAT — $§ IR T2 I 11 @ f Hanal & forg woee el ofk Rt &
OTT 9121 1T 1 Q1 AT GRS &1 A © | HHATRAT DY B el 1 T4 21 Aorqd a1l @ oid d
3T §T oY 11 ¥2 B & IR H QI ORE ¥ W AR AN 8l & | S & sl AT Jeerehi ol g
PR E T W Teel A 3R Iewdl Bl T TU H AT SH DT FHSAHT A1 | FT 3R F1
T B FTa[E, HHARA] P (T BT LIl Bl & | 37ch: T8 TN © [ HHAN Bl W, e
3R SEL AIeH B |

7. SHAING B SToRal B GHS — Af 3T Al IRT BRI §1T a8 & a7 AT 30
HHATRAT D SRRl Dbl TIHR GAT BRI | HHART AT SRl Bl I B TR od TR Bl AT
3R yiftraga faward © | @ SAfaRe JRT 7ed8 R & AR FT6A & dedl 3R gite & Wiy 311 gebra
A & | WRIIAT SHAIRG! Bl Ud M- <al & | F8RA 36 31T+ ®1eTel # favary feetrel! & 8iR
S B I STD G B ST folg TG TN 7| 3 @ RS ¥ < a1 HHaRAr o
ITIDT AAT—AAT & | AT § S NI /BRI YoTlell PRI Y I8 3T & g H BRI e} bR
Tl & | PTI B B 9807 X2 8, 3N PHARG! BT oTevd 41 el T2 & | ST Ty, Brabrol
AT SfdeTa Hfaegarstt & [R1 & & fofg B Horredt anfS o eriielns o IHIE o Aad 2 |
3R A &, U BIR AU DRI H GUR b fo1g i e iR A drisAl o el
BT B | 3R Y T e S BRI Pl TR B & 911 d B & | 3T HHATRAT DI SToxdll Dl THSTHR
Hferat / Meseg~ / Wiferdl § THI—T9Y W 9ScTd BT A1 |
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%a.ﬁwmg&aﬁﬁ@h—q%gfk WWWWWWWW%@?W?
R 9ft gfie ares SRl AfiedT & 1l Ud 379 JTdTarvT &l Uifid - H Hecaqul YT (7 2 |
[FROR IR & folY U T B GPI a9 & forg fodl 1 G976 & foly SHMGR SR @ Tcid
- Yo B YT JeH e Wi €1 g @ [N Bl W qdiead ik |aiH
B! B A1 ST S HFG S| Bl THI—HY TR FeId b1 ST anfev |

9, AT 3R UM & —Yde GHaTRa! & 419 U e8] il il 3T 9g7aT < § Heaqet 4T
7T & | Ua 3R Uge ST e $9 THIRUT § AT 9% A €, a1 2 3720 Bl ST Bf yeRid
PR B foTg AN D GREHd BT © | [REBR Alfsdh AT IR—AIf5eh PIg 71 &1 Febell @ |

EIEREIN
A HRIEEd (H.)

fgeer 3 gdiurar
IS fedt Hoamt =1 —

() Hige Wief I7 S T AT IHH Ioac Dlg WIell fawal AFH 4 Iecilvl BR off & A1

(@) ¥ WXe ¥ 31T Wl Wiell & FAged AT S Sk (bl 3 Wl # f&=dl @l U
AHicad [9v9 & wY H forar a1 A1

(1) TS a8 37 fmi & SUTdg Uy H I8 9 axlT & o S Rl Tdiorer wd ©, I S IR H
Ig qHST SIQT o I ¥ H dorar U ax ol 3 |

fEsr T PrATgS ST
(1) (@) af fdt Fam = —

() Afce T a1 IqH! TG I1 S ST WIe [l A7 & 1l ol O off & Al

(il) DT TRBR D fe<] RET0T T & ST UTel INIeT AT AfS I WRBR a7 febil fAfdree gt
Ul & T § 3G AT & ST blg ey wien fafafde € a8 wer Sl & off & a1

(iii) D=1 TRBR TART S A faffde BIE o wie Swirel ax ofl &, AT

() afe a8 371 AT W SuTag UTed ¥ g TSI R 2 fob S VAT ST U7 R ot

)
Qfé
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WIRA U A¥g IR fAfde Al favmaa arer <91 & S afedl 9 fafie=
RN 3R Gl | JHTidd 8T & | Y[ T H YR bl R e
Gefl, Fiid, Wi, o, R anfe # o8 g [y €| oo Swfa @
IR & AT —3N D b TR BRI 3R THRIHD Sl Y919 TS 2 |

TR 3IR Ul TPl & Her & FHRIAS Y41l H H U I 2 I8 & 1 I8 Arll
3R Al & d/a SEAIHDT, AT, fAfder SR AR &I gerar < Gahdl & | ANl Bl A=
B, TS 3R TN DI G & DI DI ITd dR Gl & | SR & oy, AR
YT = e, Ui, Oiel genfe Sid uRRer) Qiferdl & decdl @l Aniiet fova 2, fored wgur i & Y
Ul T 0T o & Il dRad Sxfebl I S fid Rl | 31 ORe, UrReH Hifeed ARAg W,
BTN SR T | JTfet ¥eT &, fore i st i fafde gieavl ok sidgie & 99g foam

g

WRAIG 3IR UfRed) Gl o1 9y 0t fafderdr 3R agefars & v T &1 dgrar @ Tl @,
forg, I, ear, QmRydT, anfe, S WRaRy wvapher &1 feve 2, uf¥em # AR 3R ARG HearT B
95 & TP B U § A B TV & | 39 AU, dleasl, AHaRBR, offies Tarar amfe Sy
TR STTETROMAT = RT & STl 3R AHTTD fddr ®T Jrfad fhar g |

WRAR 3R IR WPl & Helds 3T Ud 3R HERIAS JH1d I8 © [ I8 SIS fdar,
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SHORTCUT WITH ALT KEYS ATO Z EXCEL SHORTCUT - N
ALT+F1 INSERT CHART SELECT ALL CELL F1 HELP
ALT+F2 SAVE AS BOLD F2 EDIT
ALT+Fa EXIT copy F3 PASTE NAME
ALT+F8 MACRO DIALOG BOX CTRL+D QTOR.YTTY Fa REPEAT LAST ACTION
ALT+F11 VISUAL BASIC EDITOR (* LI NE G PLASH FILL F5 GOTO
ALT+TAB CYCLE APPLICATIONS CTRL +F FIND Fé6 NEXT PANE
ALT += AUTOSUM (o3 RS B GO TO SPECIAL F7 SPELL CHECK
ALT »' FORMAT STYLE DIALOG BOX (o2 (A B FIND & REPLACE F8 EXTEND MODE
INSERT TOGGLE INSERT MODE CTRL +1 ITALIC TEXT F9 RECALCULATE ALL WORKBOOKS
DELETE DELETE CTRL+J R Fl10 ACTIVATE MENUBAR
HOME MOVE TO BEGINNING OF LINE (o) NS @8 INSERT HYPERLINK F11 NEW CHART
END MOVE TO END OF LINE (S S B CREATE TABLE F12 SAVE AS
PAGE UP PAGE UP CTRL+M JUTY SHIFT+F1  whaTs THIS?
PAGE DOWN  PAGE DOWN (MRS NEW WORKBOOK SHIFT+F2 EDIT CELL COMMENT
LEFT ARROW  LEFT CTRL + 0 LTINS SHIFT+F3 PASTE FUNCTION INTO FORMULA
RIGHT ARROW  RIGHT CTRL+ P Ro LU SHIFT+F4 rinoNexT
UP ARROW up (o9 {0 DATA ANALYSIS TOOL SHIFT+F5 rnD
DOWN ARROW  DOWN (o1 8 8 FILL DUPLICATE RIGHT SHIFT+F6 PREVIOUS PANE
TAB INDENT o RS SAVE WORKBOOK SHIFT+F8 a00 10 SELECTION
ENTER NEXT CELL CTRL+T BLou T SHIFT+F9 CALCULATE ACTIVE WORKSHEET
BACKSPACE DELETE PREV CHAR (o (AT UNDERLINE TEXT SHIFT+F10 DISPLAY SHORTCUT MENU
CTRL+V RZud SHIFT+F11  nNew wORKSHEET

SHORTCUT WITH ALT & CTRL KEYS (o /AT CLOSE WORKBOOK SHIFT+F12 save
ALT+A GO TO THE DATA TAB CTRL+X HN-Nj SHIFT+TAB TO MOVE TO THE PREVIOUS CELL
ALT+F OPEN THE FILE MENU o118 B REDO TAB TO MOVE TO THE NEXT CELL
ALT+H GO TO THE HOME TAB (= {88 UNDO CTRL +; TO INSERT THE CURRENT DATE
ALT+M GO TO THE FORMULA TAB (=11 {2 HIDE COLUMNS
ALTSN GO TO THE INSERT TAB (M RS T FORMAT CELLS DIALOG BOX ~ SHORTCUT WITH CTRL |
ALT+P GO TO THE PAGE LAYOUT TAB CTRL+2 gLt CTRL+F3 NAME MANAGER
ALT'W GO TO THE VIEW TAB CTRL+3 BiLUH CTRL*F4 cLOSE
ALT+H,A,C  CENTER ALIGN CELL CONTENTS 1) S UNDERLINE CTRL+FS RESTORE DOWN
ALTSM,D,€  DELETE COLUMN (9 RS B STRIKETHROUGH CTRAL+FO MINIMIZE WINDOW
ALT+H, H CHOOSE A FILL COLOR (91 RS SHOW/HIDE OBJECTS CTRL+F10 RESTORE DOWN / MAXIMIZE WINDOW
CTRL+END GO TO THE END OF A DOCUMENT SHOW/HIDE STANDARD TOOLBAR  CTRL*F11 INSET £.0 MACRO SHEET
CTRL+SHIFT+> INCREASE SELECTED FONT +1 TOGGLE OUTLINE SYMBOLS CTRL+F12 OPEN FILE
SHIFT + INS  PASTE THE SELECTED ITEM CTRL + 9 RILILGITE CTRL*SPACE TO SELECT THE ENTIRE COLUMN
CTRL+SHIFT+F CHANGE THE FONT CTRL + - Q13057 CTAL+SHIFT+*@ TO UNHIDE SELECTED ROW
CTRL + INS COPY THE SELECTED ITEM _CTRL L |NSERT SHIFY « SPACE  TO SELECT THE ENTIRE ROW
CTALDEL  CUT SELECTED ITEM (LN TOSILE VALUE/FORMULA CTRLSENTER  LINE BREAK
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