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BDwbU 3  Awa‡ekb  1 

 
IqvW© cÖ‡mwms †cÖvMÖv‡gi ˆewkó¨, cwiwPwZ I e¨envi 

 

fzwgKv 

IqvW© cÖ‡mwms Gi A_© n‡”Q kã cÖwµqvKiY| Kw¤úDUv‡ii wK-†ev‡W©i gva¨‡g kã UvBc 

K‡i m¤úv`bv I Ab¨vb¨ KvR K‡i cÖ‡qvRb Abyhvqx mymw¾Z K‡i KvM‡R Qvcv‡bvi 

cÖwµqv‡K IqvW© cÖ‡mwms ejv nq| IqvW© cÖ‡mwms Gi Rb¨ Kw¤úDUv‡i †h me md&UIqvi 

e¨envi Kiv nq Zv‡K IqvW© cÖ‡mwms md&UIqvi ejv nq| 

 

Av‡gwiKvi weL¨vZ gvB‡µvmdU K‡c©v‡ikb KZ©„K evRviRvZK„Z gvB‡µvmdU IqvW© (Gg 

Gm IqvW©) n‡”Q eûj e¨eüZ GKwU ÷¨vÛvW© IqvW© cÖ‡mwms †cÖvMÖvg| 

 

D‡Ïk¨ 

G Awa‡ekb †k‡l Avcwb - 

 IqvW© cÖ‡mwms †cÖvMÖv‡gi ˆewkó¨, e¨envi I ¯‹x‡bi cwiwPwZ m¤ú‡K© ej‡Z I wjL‡Z 

cvi‡eb|  

 IqvW© cÖ‡mwms †cÖvMÖvg e¨envi K‡i WKz‡g›U ˆZwi I Z_¨ wjwce× Ki‡Z cvi‡eb|  

 WKz‡g‡›U wjwLZ Z_¨ m¤úv`bv Ki‡Z cvi‡eb|  

 

ce©mg~n 

 

Avcbviv cvVK‡ÿ cÖ‡ek K‡i Kw¤úDUviwU Ab Kiæb| KviY Avcbv‡K A‡bK¸‡jv 

e¨envwiK KvR Ki‡Z n‡e| ce© ÔKÕ n‡Z ïiæ K‡i ce© ÔMÕ ch©šÍ bvg¸‡jv AZ¨šÍ ˆah© 

mnKv‡i Kiæb| †Kv_vI evavcÖvß n‡j wbivk n‡eb bv| wØZxq evi †Póv Kiæb|   

 

ce©-K : IqvW© cÖ‡mwms I IqvW© cÖ‡mwms †cÖvMÖv‡gi ˆewkó¨, e¨envi I cwiwPwZ 

  

 †h †Kvb ai‡bi wPwVcÎ ˆZwi Kiv hvq| 

 fzjÎ“wU cybivq wVK Kiv hvq| 

 mKj Z_¨ B‡jKUªwb· Ges KvM‡R aviY Kiv hvq| 
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Kv‡Ri aviv t  

IqvW© cÖ‡mwms c¨v‡KR ivb Kiv 

1. Kw¤úDUvi mwVKfv‡e Pvjy Kivi ci †W¯‹U‡c Start evU‡b wK¬K Kiæb| 

2. Programs †_‡K Microsoft Word G wK¬K Kiæb|  

3. Zvn‡j Microsoft Word †cÖvMÖvg Pvjy n‡e| 

 

 

 ¯Œx‡bi wewfbœ As‡ki cwiwPwZ  

 

 

wPÎ t GKwU IqvW© WKz‡g‡›Ui wewfbœ Ask| 

 

 UvB‡Uj evi (Title Bar): c ©̀vi Dc‡ii As‡k Microsoft Word-Document1 

†jLv _v‡K| GwU‡K ejv nq UvB‡Uj evi| Kw¤úDUv‡i UvBc Kwi welqe¯‘ wewfbœ 

bv‡g dvB‡j msiÿY Kiv nq| dvBj¸‡jv wewfbœ bv‡g AwfwnZ Kivi ci hLb †h 

bv‡gi dvBj wb‡q KvR Kiv nq ZLb †mB dvBjwUi bvg UvB‡Uj evi G †`Lv 

hvq| 

Kvm©i 

÷¨vUvm evi 

†gby evi 

fvwU©‡Kj iæjvi   

÷¨vÛvW© Uzjevi   

Wªwqs Uzjevi 

UvB‡Uj evi  

fvwU©‡Kj ¯Œjevi   

nwiR›Uvj ¯Œjevi 

nwiR›Uvj iæjvi  
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 †gbyevi (Menu Bar)t File, Edit,,View, Insert, Format, Tools, Table, 

Window, Help BZ¨vw` †jLv mvwiwU‡K ejv nq †gbyevi| 

 Uzjevi (Tool Bar)t Uzjevi  (Tool Bar) Gi mvwi‡Z i‡q‡Q wewfbœ ai‡bi 

Kgv‡Ûi cÖZxK-wPÎ ev  †evZvg| cÖZxK-wPÎ¸‡jv w`‡q wewfbœ Kgv‡Ûi KvR Kiv 

hvq| 

 wieb (Ribon) : BIU BZ¨vw` Aÿi, wPý I cÖwZK-wPÎ wewkó mvwiwU n‡”Q wieb| 

 iæjvi (Ruler): †jLvi cvkvcvwk gvc wba©viY Kwi, †jLv‡K Wv‡b ev ev‡q mwi‡q 

†bIqv, Aby‡”Q` cÖ_g jvBb‡K †fZ‡ii w`‡K ev evB‡ii w`‡K ivLv, mviYx ˆZwii 

Rb¨ U¨ve e¨envi Kwi BZ¨vw` bvbv ai‡bi Kv‡R iæjvi e¨env‡ii cÖ‡qvRb nq| 

 †¯Œvj evi (Scroll Bar) t fvwUK¨vj †¯Œvjevi Gi Dc‡ii GKwU Ges wb‡P Avi 

GKwU †¯Œvj Zxi i‡q‡Q| Zxi ỳwUi gvSLv‡b i‡q‡Q †¯Œvj eK·|  

      

wb‡Pi Q‡K UvBcivBUvi I Kw¤úDUv‡ii K‡qKwU cv_©K¨ †`qv Av‡Q; Giƒc AviI K‡qKwU 

cv_©K¨ wjLzb Ges AZ:ci UvBcivBUvi A‡cÿv Kw¤úDUvi e¨env‡ii AwZwi³ myweavewj 

wjwce× Kiæb|  

 

UvBcivBUvi Kw¤úDUvi 

1|  mxwgZ AvKv‡i †jLv I Qvcvi KvR Kiv 

hvq|  

1|  e¨vcK AvKv‡i †jLv I Qvcvi KvR 

Kiv hvq|  

2|  †Kej wbw ©̀ó d›U I AvKv‡i †jLv I 

Qvcvi KvR Kiv hvq| 

2|  wewfbœ d›U I AvKv‡i †jLv I 

Qvcvi KvR Kiv hvq| 

3|  wjwLZ WKz‡g›U dvBj AvKv‡i msiÿY 

Kivi †Zgb GKUv myweav _v‡K bv|  

3|  wjwLZ WKz‡g›U dvBj AvKv‡i 

msiÿY Kiv hvq; hv cieZx© mg‡q 

e¨envi Kiv hvq|  

4|  

 

4|   

5|  

 

5|  

 

wb‡P gvB‡µvmd&U IqvW© †cÖvMÖv‡gi GKwU wPwýZ wPÎ †`qv n‡q‡Q|  †cÖvMÖv‡gi Zxi wPwýZ 

Ges Ab¨vb¨ ¸iæZ¡c~Y© As‡ki bvg I e¨envi wjLyb|  
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ce©-L : gvB‡µvmd&U Iqv‡W© WKz‡g›U ‰Zwi I Z_¨ wjwce× Kiv                    

wkÿv_x© eÜziv, gvB‡µvmd&U IqvW© †cÖvMÖvg Pvjy K‡i wb‡Pi wP‡Îi gZ GKwU bZzb WKz‡g›U 

Ly‡j Zv‡Z Bs‡iwR‡Z GKwU c¨vivMÖvd wjwce× Kiæb|  
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 ce©-M: WKz‡g‡›U wjwLZ Z_¨ m¤cv`bv Kiv  

wkÿv_x© eÜziv! m¤úv`bv -KvR¸‡jv wKfv‡e Ki‡Z nq Zv wb‡P D‡j L Kiv n‡jv: 

 

wWwjU: 

1. †h Text wWwjU Ki‡Z PvB Zv Select  Kiæb| 

2. Edit †gby †_‡K Delete ev Keyboard †_‡K Delete †cÖm Kiæb| 

 

wi‡cøm: 

1. Edit G wK¬K K‡i 

Replace G Click 

Kiæb| 

2. Find/Replace Dialog 
box Avm‡e|  

3. Find What G‡m Text 
Replace Kwi †mUv 

wjL‡Z n‡e| 

4. Replace with G G‡m 

kã Øviv Replace 
Ki‡Z Pvb †mB kã 

wjL‡Z n‡e| 

5. Replace with G 

Click Kiæb| 

 

wm‡j±: 

1. Document Gi me Text Select Ki‡Z n‡j Edit Menu †_‡K Select All G 

Click Kiæb| 

2. Zvn‡j m¤ú~Y©© Text Select n‡e| 

 

 

gyf: 

1. Text Select K‡i Edit Menu †_‡K Cut G Click Kiæb| 

2. Text †hLv‡b Move Ki‡Z Pvb †mLv‡b Cursor wb‡q Edit Menu †_‡K Paste G 

wK¬K Kiæb| 

3. Zvn‡j D³ Text wU gyf n‡e| 
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Kwc: 

1. Text Select K‡i 

Edit Menu †_‡K 

Copy †Z Click 

Kiæb| 

2.  †hLv‡b Paste Ki‡Z 

Pvb †mLv‡b Cursor 
wb‡q Edit Menu 

†_‡K Paste G Click 

Kiæb| 

3. Zvn‡j D³ Text wU 

Kwc n‡e| 

 

  

†¯úkvj K¨v‡i±i UvBc Kiv 

1. Document Gi †h 

¯’v‡b †¯úkvj 

K¨v‡i±i UvBc Ki‡Z 

Pvb †mLv‡b gvDm 

w`‡q Click Kiæb| 

2. Insert Menu †_‡K Symbol G Click Kiæb|  

3. Zvn‡j Symbol WvqjM e· I‡cb n‡e| Gevi Symbol WvqjM e‡·i Special 
Characters U¨v‡e Click Kiæb|  

4. cÖ‡qvRbxq †¯úkvj K¨v‡i±i Select K‡i Insert G Click Kiæb| 

5. Zvn‡j D³ †¯úkvj K¨v‡i±iwU Insert n‡e| 
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BDwbU 3 Awa‡ekb 1 

g~j wkLbxq welq 

IqvW© cÖ‡mwms †cÖvMÖv‡gi ˆewkó¨, cwiwPwZ I e¨envi 

IqvW© cÖ‡mwms  

IqvW© A_© kã Avi cÖ‡mmi A_© cÖwµqvKi‡Yi hš¿ ev gva¨g| myZivs IqvW© cÖ‡mwmsÑGi 

A_© kã cÖwµqvKiY| Avi †h hš¿ ev DcKi‡Yi mvnv‡h¨ †Kvb wjLb‡K e¨enviKvixi 

Pvwn`v Abyhvqx we‡kl Avw½‡K ˆZwi K‡i gy ª̀Y Dc‡hvMx Kiv nq Zv‡K IqvW© cÖ‡mmi e‡j| 

Av‡M Awdm Av`vj‡Z mvaviY UvBc ivBUv‡ii mvnv‡h¨ Ges †cÖ‡m wewfbœ mvB‡Ri Kvw÷s 

Kiv Aÿi K‡¤cvR K‡i Qvcv‡bvi KvR Kiv n‡Zv| GLbI nv‡Z Kj‡g, UvBcivBUvi 

wKsev B‡jw±ªK ivBUvi †gwk‡b IqvW© cª‡mwms Kiv nq| Z‡e eZ©gvb mg‡q IqvW© cª‡mwms-

Gi Kv‡R Kw¤úDUv‡ii e¨envi AZ¨šÍ RbwcÖq| eZ©gv‡b Kw¤úDUvi cÖhyw³‡K e¨envi K‡i 

A‡bK `ÿZvi mv‡_ PgrKvifv‡e IqvW© cÖ‡mwms Gi KvR Kiv nq| GRb¨ IqvW© cÖ‡mmi 

†gwkb ej‡Z eZ©gv‡b Kw¤úDUvi‡KB eySv‡bv n‡q _v‡K| eZ©gv‡b Kw¤úDUv‡i 

e¨envi‡hvM¨ bvbv ai‡bi IqvW© cÖ‡mwms md&UIq¨vi ˆZwi I evRviRvZ Kiv n‡q‡Q| 

 

IqvW© cÖ‡mwms †cÖvMÖvg  

†jLv‡jwLi Rb¨ ˆZwi c¨v‡KR †cÖvMÖvg‡K IqvW© cÖ‡mwms †cÖvMÖvg ev IqvW© cÖ‡mmi e‡j| 

Kw¤úDUv‡i  wPwVcÎ †jLv, cÖeÜ-wbeÜ, cÖwZ‡e`b Ges eo AvKv‡ii eB‡qi Kv‡RI IqvW© 

cÖ‡mwms †cÖvMÖvg e¨envi Kiv nq| GwU e¨envi K‡i mn‡RB IqvW© WKz‡g›U ˆZwiKiY, 

msiÿY, evbvb I e¨vKiY RwbZ fzj ms‡kvab, †jLv †QvU-eo Kiv, wewfbœ fvlv, d›U I 

Avw½‡K wjLb, wPÎ A¼b, wewfbœ gv‡ci KvM‡R gy ª̀Y, cÖf…wZ KvR Kiv hvq| c~‡e©i IqvW© 

cÖ‡mwms †cÖvMÖvgmg~‡ni Zzjbvq eZ©gv‡bi †cÖvMÖvg¸‡jv AviI †ewk kw³kvjx, DbœZ 

`ÿZvm¤cbœ| D‡jøL‡hvM¨ IqvW© cÖ‡mwms †cÖvMÖv‡gi g‡a¨ i‡q‡QÑ GgGm IqvW©, 

†bvUc¨vW, IqvW©c¨vW, IqvW© cvi‡d±, IqvW© ÷vi BZ¨vw` Ab¨Zg|  eZ©gv‡b gvB‡µvmd&U 

IqvW© Z_v Awdm †cÖvMÖv‡gi 97, 2000, 2002, G·wc, 2007 cÖf…wZ ms¯‹iY cÖPwjZ 

Av‡Q| 

 

IqvW© cÖ‡mwms †cÖvMÖv‡gi ˆewkó¨  

1. ˆZwiK…Z WKz‡g‡›Ui cÖ‡qvRbxq ms‡kvab I MVb wbqš¿Y Kiv hvq| 

2. WKz‡g›U MVb I ¯’vqxfv‡e msiÿY Kiv hvq| 

3. †cÖvMÖvg e¨env‡ii gva¨‡g †jLvi evbvb fyj ms‡kvab Kiv hvq| 
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4. ˆZwiK…Z WKz‡g›U‡K wcÖ›Uv‡ii mvnv‡h¨ wcÖ›U †bqv hvq| 

5. B‡”Qg‡Zv wewfbœ ai‡bi d›U e¨env‡ii my‡hvM cvIqv hvq| 

6. c„ôv mw¾ZKiY, mwU©s, mvwP©s, †gBjgvR© cÖf„wZ myweav cvIqv hvq| 

7. fyjK…Z evbvbmg~‡ni Avf¨šÍixY †¯cj †PKv‡ii gva¨‡g ¯q̂swµqfv‡e wPwýZ K‡i Zv 

Gi wbR¯ ̂wWKkbvix n‡Z ms‡kvab Kiv hvq| 

8. WKz‡g‡›U B‡”Qg‡Zv †Uwej, Kjvg, †iv, eW©vi, jvBb, we‡kl wPý ev wm¤̂j, 

GjvBb‡g›U, WvqvMÖvg, BKz‡qkb BZ¨vw` ˆZwi I e¨envi Kiv hvq| 

9. WKz‡g‡›U †nWvi-dzUvi †`qv hvq Ges I‡qe‡cR AvKv‡i †mf ev I‡qe‡cR wcÖwfD 

†`Lv hvq| 

 

IqvW© cÖ‡mwms †cÖvMÖv‡gi e¨envi  

e¯‘Z wjLb ev cV‡bi cÖv_wgK hyM †_‡KB †Kvb bv †Kvbfv‡e gvbyl IqvW© cÖ‡mwms Gi 

ms‡M hy³ n‡q‡Q| Kv‡ji weeZ©‡b Gi cÖhyw³MZ weeZ©bI mvwaZ n‡q‡Q| eZ©gv‡b IqvW© 

cÖ‡mmi ej‡Z GKwU Kw¤úDUvi †cÖvMÖvg ev †cÖvMÖvg mvgMÖx‡K eySvq| †h †cÖvMÖv‡gi mvnv‡h¨ 

IqvW© cÖ‡mwms Gi KvR Kiv nq Zv‡KB IqvW© cÖ‡mmi wn‡m‡e aiv nq| Kw¤úDUv‡ii MwZ 

I `ÿZv‡K Kv‡R jvwM‡q wewfbœ ai‡bi IqvW© cÖ‡mwms md&UIq¨vi ˆZwi n‡q‡Q| 

e¨enviKvixi Pvwn`v Abyhvqx IqvW© cÖ‡mwms md&UIq¨vimg~n‡K mve©Rbxb K‡i ˆZwi Kiv 

n‡q‡Q| Avgv‡`i ˆ`bw›`b Rxe‡bi ¸iæZ¡c~Y© cÖwZwU 

†ÿ‡Î IqvW© cÖ‡mwms Gi e¨envi i‡q‡Q|  

Ms-Word GKwU RbwcÖq IqvW© cÖ‡mwms †cÖvMÖvg| 

wk¶v_x© eÜziv! Avmyb  IqvW© cÖ‡mwms †cÖvMÖvg wkL‡Z 

†Póv Kwi| 

Ms-Word †cÖvMÖvg Pvjy Kivi wbqg : 

1| windows XP Gi †W¯‹U‡ci Status bar Gi evg 

cv‡ki Start evU‡b Click Ki‡Z n‡e| GKwU Start 

†gby wjó †`Lv hv‡e| 

 
 

wPÎ :  Start †gby wj÷| 
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2| †cÖvMÖvg †gby‡Z gvDm c‡q›Uvi ivL‡j Wvbcv‡k †cÖvMÖv‡gi wjó  †`Lv hv‡e| 

 

 

 

wPÎ : Programs Gi Aax‡b †cÖvMÖvg wj÷| 
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gvB‡µvmd&U Iqv‡W© WKz‡g›U ˆZwi I Z_¨ wjwce× Kiv  

gvB‡µvmd&U IqvW© †cÖvMÖvg Pvjy Kivi Rb¨ ÷vU©ev‡ii Programs ZvwjKv †_‡K Microsoft 

Word I‡cb Kiæb| gvB‡µvmd&U IqvW© †cÖvMÖvg Pvjy Ki‡j cÖv_wgKfv‡e c ©̀vq 

Document1 bv‡g GKwU bZzb duvKv WKz‡g›U cvIqv hvq|  cÖ‡qvR‡b File †gby †_‡K New 

mve‡gby wbe©vPb K‡i bZzb WKz‡g›U Lyjyb| 

 

gvB‡µvmd&U IqvW© †cÖvMÖvg Pvjy Ki‡j GKwU Lvwj c ©̀v Av‡m| Lvwj c ©̀vi Dc‡i evg 

†Kv‡Y evsjv `vwoi  (| ) g‡Zv GKwU †QvU Kv‡jv †iLv wgU&wgU K‡i R¡j‡Z I wbf‡Z _v‡K 

hv‡K Kvm©i ev Bbmvm©b c‡q›U ejv nq|  GgZve¯’vq Kx‡ev‡W©i †h Kx Pvcv nq Kvm©i 

cwRk‡b Zv BbcyU wn‡m‡e M„nxZ nq|  K‡qKwU Aÿi UvBc K‡i GKwU kã wj‡L cieZ©x 

k‡ãi gv‡S GKNi duvK ivLvi Rb¨ †¯cmev‡i Pvcyb|  

 

GQvov Kx‡ev‡W©i Kvm©i gyf‡g›U Kxmg~n e¨envi K‡i Kvm©i GK Ae¯’vb †_‡K Ab¨ 

Ae¯’v‡b ¯’vbvšÍi Kiv hvq|  †hgb : ivBU G¨v‡iv () Pvc‡j Kvm©i GK K¨v‡i±vi 

Wvbw`‡K hvq, U¨ve Kx Pvc‡j Kvm©i K‡qK K¨v‡i±vi Wvb w`‡K hvq, †jd&U G¨v‡iv () 

Pvc‡j Kvm©i GK K¨v‡i±vi evgw`‡K hvq, Avc G¨v‡iv ()  Pvc‡j Kvm©i GK jvBb Dc‡i 

I‡V, WvDb G¨v‡iv () Pvc‡j Kvm©i GK jvBb wb‡P bv‡g, Page Up  Kx Pvc‡j Kvm©i 

K‡qK jvBb Ic‡i I‡V, Page Down  Kx Pvc‡j Kvm©i K‡qK jvBb wb‡P bv‡g BZ¨vw`|   

 

Kvm©i Ae¯’v‡bi evgw`‡Ki †jLv gyQ‡Z PvB‡j e¨vK‡¯cm Kx Avi Wvbw`‡Ki †jLv gyQ‡Z 

PvB‡j wWwjU Kx Pvcyb| Bs‡iwR eo nv‡Zi Aÿ‡i wjL‡Z PvB‡j kxdU Kx †P‡c a‡i 

wjL‡Z nq| me †jLv Bs‡iwR eo nv‡Zi Aÿ‡i wjL‡Z PvB‡j Kx‡ev‡W©i evgw`‡Ki Caps 

Lock Kx-†Z Pvc w`‡Z nq| K¨vcm jK Kx Ab Ki‡j Kx‡ev‡W©i Wvb w`‡K mswkøó jvBU 

R¡‡j _v‡K| cybivq K¨vcj jK Pvc‡j †mwU eÜ nq|  Gfv‡e Kw¤úDUv‡i mivmwi UvBc 

Ki‡Z _vK‡j GK jvBb m¤c~Y© †kl n‡j Kvm©i ¯q̂swµqfv‡e cieZ©x jvB‡bi ïiy‡Z 

Av‡m| wKš‘ KLbI mswÿß jvB‡bi cÖ‡qvRb nq| †m‡ÿ‡Î G›Uvi Kx †P‡c bZzb jvBb ïiæ 

Kiæb| D‡jøL¨, G›Uvi Kx †P‡c wjL‡j c‡ii jvBb bZzb c¨vivMÖvd wn‡m‡e MY¨ nq|   
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WKz‡g‡›U wjwLZ Z_¨ m¤cv`bv Kiv  

WKz‡g‡›Ui †Kvb †jLv ev AvB‡U‡g ms‡kvab, cwieZ©b ev cwiea©b Kiv‡K WKz‡g›U GwWwUs 

(Editing) ev m¤cv`bv eySvq|  WKz‡g‡›Ui †Kvb kã wm‡j± Ki‡Z PvB‡j gvDm c‡q›Uvi 

kãwUi Dci wb‡q Wvej wK¬K&& Kiæb|  jvBb wm‡j± Kivi Rb¨ gvDm c‡q›UviwU H jvBb 

eivei c ©̀vi evg w`‡K wb‡j GwU A¨v‡iv n‡q WvbgyLx Ae¯’vq wK¬K Ki‡j gvDm c‡q›Uv‡ii 

cv‡ki jvBbwU  wm‡j±  nq| jvBb wm‡j‡±i g‡Zv gvDm c‡q›Uvi‡K c¨vivi evg w`‡K 

wb‡q (c‡q›UviwU WvbgyLx G¨v‡iv‡Z cwiYZ n‡j) Dci †_‡K wb‡Pi w`‡K WªvM Ki‡j 

GKvwaK jvBb Z_v c¨vivMÖvd wm‡j± nq| Avi Ctrl+A Kx Pvc‡j cy‡iv WKz‡g›U wm‡j± 

nq|  

 

KvU (Cut) Kiv :  WKz‡g‡›Ui nvBjvBU Kiv Ask Ctrl + X  Kx †P‡c  Ab¨Î ¯’vbvšÍ‡ii 

Rb¨ †K‡U †bqv‡K KvU Kiv  eySvq| KvU Kiv Ask wK¬c‡evW© bvgK †g‡gvwii we‡kl As‡k 

A¯’vqxfv‡e Rgv _v‡K|  

 

wWwjU (Delete) Kiv:  WKz‡g‡›Ui nvBjvBU Kiv Ask Delete Kx †P‡c gy‡Q †`qv‡K wWwjU 

Kiv eySvq|  WKz‡g‡›Ui wWwjU Kiv Ask wK¬c‡ev‡W© Rgv nq bv weavq Ab¨Î †c÷ ev 

¯’vbvšÍi Kiv hvq bv|  

 

Kwc (Copy) Kiv : WKz‡g‡›Ui nvBjvBU Kiv Ask Ctrl + C  Kx †P‡c  Ab¨Î ¯’vbvšÍ‡ii 

Rb¨ wK¬c‡ev‡W© Rgv K‡i †bqv†K Kwc Kiv eySvq| Kwc Kiv Ask Avi Avw` Ae¯’v‡b 

AÿzYœ _v‡K|  

 

†c÷ (Paste) Kiv :  WKz‡g‡›Ui KvU ev Kwc Kiv Ask Ctrl + V  Kx †P‡c  Ab¨Î ¯’vcb 

Kiv‡K †c÷ Kiv eySvq| †c÷ Kivi Rb¨ Av‡M KvU ev Kwc Kiv Avek¨K|  

AvbWy (Undo) Kiv :  WKz‡g‡›Ui cwie©Zb Kiv As‡ki cwieZ©b evwZj K‡i Avw` Ae¯’v‡b 

†diZ Avmv‡K AvbWy Kiv eySvq| AvbWy Kivi Rb¨ Ctrl + Z  Kx Pvcyb|  

 

wiWy (Redo)  Kiv :  WKz‡g‡›Ui AvbWy Kiv Ask cybivq Kvh©Ki Kiv‡K wiWy Kiv eySvq|  

wiWy Kivi Rb¨ Ctrl + Y  Kx Pvcyb|  
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dvBÛ I wi‡cøm (Find and Replace) Kiv :  WKz‡g‡›U wjwLZ †Kvb eY©, kã, evK¨ ev 

evK¨vsk Lyu‡R †ei K‡i Kiv‡K dvBÛ Ges cÖ‡qvR‡b †mwU Ab¨ eY©, kã, evK¨ ev evK¨vsk 

Øviv cwieZ©b Kiv‡K wi‡cøm eySvq| dvBÛ I wi‡cøm Kivi Rb¨ Ctrl + F  wKsev Ctrl + H  

Kx Pvcyb| 

 

 

g~j¨vqb : 

1|  RbwcÖq IqvW© cÖ‡mwms Gi bvg wK? 

2|  Iqv©W cÖ‡mwms Gi 5wU ˆewkó¨ wjLyb| 

3|  IqvW© cÖ‡mwms c¨v‡KR ivb Kiv I eÜ Kivi cÖwµqv eY©bv Kiæb| 

4|  4wU G¨v‡ivi e¨envi D‡jøL Kiæb| 

5|  K¨vcm jK Kx Ab Ki‡j Wvb w`‡K wK †`Lv hvq? 

6|  KvU I Kwci g‡a¨ cv_©K¨ wK? 

7|  AvbWz I wiWzi KvR wK? 

8|  wkÿv_x© eÜziv! wbgœwjwLZ KgvÛ¸‡jvi e¨envi wjLyb|   

 

KgvÛ e¨envi 

Ctrl + X 

 

 

Ctrl + C 

 

 

Ctrl + V 

 

 

Ctrl + Y 

 

 

Ctrl + Z 

 

 

9|  †Kvb †UK&ªU‡K Kwc, gyf I wi‡cøm Kivi c×wZ wjLyb| 

10| †Kvb WKz‡g›U G †¯úkvj K¨v‡i±i UvBc Kiv cÖwµqvwU wjLyb | 
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BDwbU 3           Awa‡ekb 2 

WKz‡g›U msiÿY Kiv I cybivq †Lvjv 

f‚wgKv  

gvB‡µvmd&U Iqv‡W© bZzb WyK‡g›U Ly‡j †mLv‡b wjwLZ †U·U cÖv_wgKfv‡e Kw¤úDUv‡ii 

A¯’vqx †g‡gvwi‡Z Rgv _v‡K weavq wjwLZ WKz‡g›UwU dvBj AvKv‡i †mf bv Ki‡j †cÖvMÖvg 

wKsev Kw¤úDUvi eÜ Kivi ci cybivq Avi †dir cvIqv hvq bv| Avi ZvB †Kvb wKQz 

UvBc  Kivi ci  Avgv‡`i Kw¤úDUv‡ii nvW©wW‡¯‹ ev d¬wc ev †cb wW‡¯‹i †mf Kivi 

`iKvi nq| GQvov nvW©wW‡¯‹ msiwÿZ †Kvb WKz‡g›U ev dvB‡j KvR Kivi cÖ‡qvRb n‡j 

Zv I‡cb Ki‡Z nq|  

D‡Ïk¨ 

G Awa‡ekb †k‡l Avcwb- 

 gvB‡µvmd&U Iqv‡W© ‰Zwi WKz‡g›U msiÿY I cybivq Lyj‡Z cvi‡eb|  

 msiwÿZ dvBj wfbœ bv‡g Ges wfbœ ¯’v‡b msiÿY Ki‡Z cvi‡eb|  

 dvBj msiÿY I ¯’vbvšÍ‡ii Rb¨ d¬wc ev †cb wW‡¯‹i e¨envi Ki‡Z cvi‡eb| 

 

ce©mg~n 

ce©-K: WKz‡g›U msiÿY I cybivq †Lvjv              

gvB‡µvmd&U Iqv‡W© bZzb WyK‡g›U Ly‡j †mLv‡b wjwLZ †U·U cÖv_wgKfv‡e Kw¤úDUv‡ii 

A¯’vqx †g‡gvwi‡Z Rgv _v‡K weavq wjwLZ WKz‡g›UwU dvBj AvKv‡i †mf bv Ki‡j †cÖvMÖvg 

wKsev Kw¤úDUvi eÜ Kivi ci cybivq Avi †dir cvIqv hvq bv| Avi ZvB †Kvb wKQz 

UvBc  Kivi ci ZvB  Avgv‡`i  Kw¤úDUv‡ii nvwW©‡¯‹ ev d¬wc ev †cb wW‡¯‹i †mf Kivi 

`iKvi nq | 

1) dvBj †mf Kivi avcmg~n:  

 bZzb ˆZwi IqvW© WKz‡g›U †jLvi ci †mf Kivi Rb¨ Ctrl + S Kx Pvcyb; Save as 
WvqvjM DB‡Ûv Avm‡j Save in  e‡· myweavRbK WªvBf I wW‡i±wi wbe©vPb Ki‡Z 

cv‡ib|  
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 File name e‡· dvB‡ji bvg Avgiv My Documents wbev©Pb Ki‡Z cÖ‡qvRbxq 

bvg wj‡L Save evU‡b wK¬K Kiæb|    

 d‡j dvBjwU My Documents †dvìv‡i Avcbvi bv‡g †mf n‡e|  

wb‡P dvBj †mf Kivi Rb¨ e¨eüZ Save as WvqvjM DB‡Ûv †`qv n‡q‡Q| wkÿv_x© eÜziv!  

Avmyb& Avgiv  My Documents †dvìv‡i wb‡Ri bv‡g GKwU dvBj †mf Kivi avcmg~n 

wjwL|  

 

 

wPÎ t WKz‡g›U Save as dialogue Window: 

 

2) †mf Kiv dvBj I‡cb Kivi avc¸‡jv wbgœiƒc:  

 gvB‡µvmd&U IqvW© †cÖvMÖvg Pvjy K‡i Ctrl + 
O Kx Pvcyb; Open WvqvjM DB‡Ûv Avm‡e|  

 Open WvqvjM DB‡Ûvi Look in e‡· 

cÖ‡qvRbxq WªvBf I wW‡i±wi wbe©vPb Kiæb| 

 Kvw•LZ dvBjwU cvIqv †M‡j gvDm wK¬K K‡i 

†mwU wbe©vPb K‡i Open evU‡b wK¬K Kiæb|    

 

wb‡P dvBj I‡cb Kivi Rb¨ e¨eüZ I‡cb 

WvqvjM DB‡Ûv †`qv Av‡Q|  wkÿv_x© eÜziv,  

Avmyb Avgiv  My Documents †dvìv‡i Avgv‡`i  

wb‡R‡`i bv‡g †mf Kiv dvBj I‡cb Kivi avc¸‡jv wjwL|  

dvBj †mf Kivi 

avcmg~n 

1. 

 

2. 

 

3. 

 

4. 
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wPÎ t WKz‡g›U I‡cb DB‡Ûv/WvqvjM DB‡Ûv  

 

 

ce©-L t msiwÿZ WKz‡g›U dvBj wfbœ bv‡g/ ’̄v‡b msiÿY Kiv  

wfbœ wfbœ bv‡g wewfbœ †jv‡Kk‡b dvBj msiÿY Kiv ( Save a different file name and 
save to other location ) : 

mvaviYZ †Kvb dvBj msiÿY Kiv _vK‡j Ges H dvBjB Ab¨ †Kv_vI Av‡iv GKwU 

msiÿY Kivi cÖ‡qvRb n‡j wfbœ wfbœ WvB‡i±wi, d¬wc wW¯‹ G msiÿY Kiv hvq| †hgb: 

1|  †h WKz‡g›UwU GKB bv‡g Av‡iKwU dvBj wn‡m‡e msiÿY Ki‡Z n‡e| †mB dvBjwU 

Open Ki‡Z n‡e| 

2|  File †gby‡Z Click Ki‡Z n‡e| GKwU KgvÛ wj÷ †`Lv hv‡e| 

 

 

wPÎ : File †gbyi KgvÛ wj÷| 

dvBj I‡cb Kivi avcmg~n 

1. 

 

2. 

 

3. 

 

4. 
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3|  Save AS Kgv‡Û Click Ki‡Z n‡e| Save As WvqjM e· †`Lv hv‡e| 

 

 

 

wPÎ t Save As WvqjM e·| 

4|  Save In t e‡· †h WªvB‡f ev †h †cÖvMÖv‡g dvBjwU msiÿY Kivi cÖ‡qvRb †mwU 

Select Ki‡Z n‡e| 

5|  File name e‡·i g‡a¨ H bvgwU wjL‡Z n‡e A_ev †jLv _vK‡e| 

6|  Save evU‡b Click Ki‡Z n‡e| 

 

wb‡Pi wP‡Î My Documents †dvìv‡i Avcbvi bv‡g msiwÿZ dvBjwU GKwU  d¬wc wW‡¯‹ 

cvVv‡bvi cÖwµqv †`Lv‡bv n‡q‡Q|  

 
wPÎ : wbe©vwPZ dvBj d¬wc wW‡¯‹ cvVv‡bvi cÖwµqv| 
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wkÿv_x© eÜziv!  Avmyb Agiv  My Documents †dvìv‡i Avgv‡`i wb‡R‡`i bv‡g msiwÿZ 

dvBjwU GKwU  d¬wc wW‡¯‹ cvVv‡bvi cÖwµqvi avc¸‡jv wjwL|  

 

 

 

 

 

  

 

GKwU dvBj d¬wc wW‡¯‹ cvVv‡bv (†mf Kivi) 1g c×wZ 

1. 

 

 

 

2. 

 

 

 

3. 

 

 

 

4. 
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wkÿv_x© eÜziv, Avmyb Avgiv  My Documents †dvìv‡i Avgv‡`i wb‡R‡`i bv‡g msiwÿZ 

dvBjwU GKwU d¬wc wW‡¯‹ weKí c×wZ‡Z cvVv‡bvi ev Send Kiv cÖwµqvi avc¸‡jv wjwL|  

 

GKwU dvBj d¬wc wW‡¯‹ cvVv‡bv (†mf Kivi) weKí c×wZ 

 
1. 

 

 

 

2. 

 

 

 

 

3. 

 

 

 

 

4. 
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BDwbU 3 Awa‡ekb 2 

g~j wkLbxq welq 

WKz‡g›U msiÿY Kiv I cybivq †Lvjv 

bZzb ˆZwi WKz‡g›U †mf Kiv  

gvB‡µvmd&U Iqv‡W© bZzb ˆZwi WKz‡g›U †mf Kivi Rb¨ Ctrl + S Kx Pvcyb wKsev  File 

†gby †_‡K Save  wKsev Save As mve‡gby wbe©vPb Kiæb| AZci Save as WvqvjM DB‡Ûv 

G‡j Zvi Save in  e‡· myweavRbK WªvBf I wW‡i±wi wbe©vPbc~e©K File name e‡· 

dvB‡ji Dchy³ bvg wj‡L Save evU‡b wK¬K Kiæb| D`vniY wn‡m‡e ejv hvq, c~e©eZ©x 

cÖ‡kœi D`vni‡Y e¨eüZ WKz‡g›UwU C WªvB‡fi Aax‡b My Documents †dvìvi 

Computer bv‡g †mf Kivi Rb¨ Save in e‡· My Documents †dvìvi wbe©vPbc~e©K File 

name †U·U e‡· dvB‡ji bvg wn‡m‡e Computer wj‡L Save evU‡b wK¬K Ki‡j 

WKz‡g›UwU Computer.doc bv‡g †mf n‡e|  

 

 

wPÎ t WKz‡g›U †mf G¨m WvqvjM DB‡Ûv|  
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†Lvjv WKz‡g›U eÜ Kiv   

†Lvjv IqvW© WKz‡g›U eÜ Kiv Rb¨ File †gby †_‡K Close mve‡gby wbe©vPb K‡i Enter Kx 

Pvcyb A_ev   Ctrl + W Kx Pvcyb| Gfv‡e WKz‡g›U eÜ Kivi mgq †mwUi †Kvb cwieZ©b 

Kiv n‡j †mB cwieZ©b M„nxZ Kiv n‡e wKbv Rvb‡Z PvIqv n‡j Yes evUb Kx Pvc‡j 

cwieZ©b M„nxZ nq, No evUb Pvc‡j cwieZ©b evwZj nq, Avi Cancel evUb Pvc‡j 

WKz‡g‡›Ui eÜ nIqv evwZj nq|  

 

c~‡e© †mf Kiv WKz‡g›U I‡cb Kiv   

gvB‡µvmd&U Iqv‡W© c~‡e©  ˆZwi Kiv WKz‡g›U I‡cb Kivi Rb¨ File †gby †_‡K Open 

mve‡gby wbe©vPb K‡i Enter Kx Pvcyb A_ev Ctrl + O Kx Pvcyb| Gevi c ©̀vq Open 
WvqvjM DB‡Ûv G‡j Zv †_‡K cÖ‡qvRbxq dvBj wbe©vPb K‡i A_ev dvB‡ji bvg wj‡L 

Open evU‡b wK¬K Kiæb A_ev G›Uvi Kx Pvcyb| dvBj wbe©vP‡bi Rb¨ cÖ‡qvR‡b WªvBf I 

wW‡i±wi cwieZ©b K‡i †bqv hvq|  

 

wPÎ : WKz‡g›U I‡cb DB‡Ûv/WvqvjM DB‡Ûv|  
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c ~‡e© †mf Kiv WKz‡g›U wfbœ bv‡g/wW‡i±wi‡Z †mf Kiv  

c~‡e© †mf Kiv WKz‡g›U wfbœ bv‡g wKsev GKB bv‡g wfbœ wW‡i±wi‡Z †mf Kiv‡K Save as 

ejv nq| GRb¨ F12 Kx Pvcyb wKsev File †gby †_‡K Save As mve‡gby wbe©vPb Kiæb| 

AZci Save as WvqvjM DB‡Ûv G‡j Zvi Save in  e‡· myweavRbK WªvBf I wW‡i±wi 

wbe©vPbc~e©K File name e‡· dvB‡ji Dchy³ bvg wj‡L Save evU‡b wK¬K Kiæb| D`vniY 

wn‡m‡e ejv hvq, c~e©eZ©x D`vni‡Y e¨eüZ WKz‡g›UwU C WªvB‡fi Aax‡b My Documents 

†dvìv‡i Computer1  bv‡g †mf Kivi Rb¨ Save in e‡· My Documents †dvìvi 

wbe©vPbc~e©K File name †U·U e‡· dvB‡ji bvg wn‡m‡e Computer1 wj‡L Save evU‡b 

wK¬K Kiæb|   

 

d¬wc ev †cb wW‡¯‹i msiwÿZ WKz‡g›U dvBj e¨envi Kiv   

d¬wc ev †cb wW‡¯‹ msiwÿZ †Kvb dvBj e¨envi Kivi Rb¨ Kw¤úDUv‡ii wW¯‹wU hy³ K‡i 

G·‡cøvivi DB‡Ûv w`‡q †mwU Lyj‡Z nq| G·‡cøvivi DB‡Ûvi evg w`‡Ki Ask †_‡K d¬wc 

ev †cb wW¯‹ wb‡ ©̀kK AvBK‡b wK¬K K‡i †mwU Lyj‡Z nq|  AZci d¬wc †_‡K mswkøó 

dvBj ev †dvìvi wbe©vPb K‡i Wvej wK¬K K‡i ev G›Uvi Kx †P‡c I‡cb K‡i †mwU e¨envi 

Kiv hvq|  

 

 

nvW©wW‡¯‹ †mf Kiv WKz‡g›U dvBj d¬wc ev †cb wW‡¯‹ Kwc Kiv  

nvW© wW‡¯‹ †mf Kiv †Kvb WKz‡g›U dvBj d¬wc ev †cb wW‡¯‹ †mf Kivi Rb¨ cÖ_‡g WªvB‡f 

d¬wc d¬wc wW¯‹wU cÖ‡ek Kiv‡Z n‡e wKsev BDGmwe †cv‡U© †cb wW¯‹wU jvMv‡Z n‡e| 

AZtci wb‡Pi †h †Kvb c×wZ AbymiY Kiæb| 

    

cÖ_g c×wZ t  dvBjwU †Lvjv _vK‡j ev †Lvjv m¤¢e n‡j File †gby †_‡K Save As mve‡gby 

wbe©vPb Kiæb| Save as WvqvjM DB‡Ûvi G‡j Save in e· †_‡K 31/2 Floppy [A] ev 

Removable Disk wbe©vPb K‡i Save evU‡b wK¬K Kiæb|  d‡j WKz‡g›UwU GKB bv‡g 

h_vµ‡g d¬wc ev †cb wW‡¯‹ †mf n‡e|  

 

wØZxq c×wZ t  dvBjwU †Lvjv bv _vK‡j ev †Lvjv m¤¢e bv n‡j cÖ_‡g Windows + E Kx 

†P‡c DB‡ÛvR G·‡cøvivi †cÖvMÖvg Pvjy K‡i wbw ©̀ó †dvìviwU Lyj‡Z n‡e|  Gevi 

G·‡cøvivi DB‡Ûvi Wvb w`K †_‡K dvBjwU wbe©vPb Kiæb| Gevi File †gby †_‡K Send 
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To mve‡gby wbe©vPb K‡i cÖvß ZvwjKv †_‡K 31/2 Floppy [A] wbe©vPb K‡i wK¬K ev G›Uvi 

Ki‡j dvBjwU GKB bv‡g d¬wc wW‡¯‹ †mf ev Kwc n‡e| Avi Removable Disk wbe©vPb 

K‡i wK¬K ev G›Uvi Ki‡j dvBjwU GKB bv‡g †cb wW‡¯‹ †mf ev Kwc n‡e| wKQyÿ‡Yi 

g‡a¨ Kwc †kl n‡j wW¯‹wU †ei K‡i wb‡Z n‡e|  

 

 
wPÎ t wbe©vwPZ dvBj d¬wc wW‡¯‹ cvVv‡bvi cÖwµqv| 

 

g~j¨vqb: 

1|  dvBj †mf I I‡cb Kivi mswÿß KgvÛwU D‡jøL Kiæb| 

2|  d¬wc, †cb WªvBf I nvW© wW¯‹ †Kvb& ai‡bi †g‡gvix? 

3|  dvBj †mf Kivi avcmg~n wjLyb| 

4|  bZzb WKz‡g›U ˆZwi Kivi c×wZ wjLyb| 

5|  c~‡e© ˆZwi WKz‡g›U Open Kivi c×wZ wjLyb| 

6|  d¬wc WªvB‡f †Kvb dvBj †mf Kivi c×wZ eY©bv Kiæb | 

7|  GKB dvBj wfbœ bv‡g †Kvb& Kgv‡Ûi mvnv‡h¨ †mf Kiv hvq? 

8|  Kx-†ev‡W©i gva¨‡g dvBj †mf Kivi wbqg Kx? 
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BDwbU 3          Awa‡ekb 3 

 

WKz‡g›U dig¨vwUs, KvVv‡gv cwieZ©b 

evbvb hvPvBKvix †cÖvMÖv‡gi e¨envi      

 

f‚wgKv  

di‡gwUs Uzjev‡ii d›U mvBR evU‡b wK¬K K‡i d‡›Ui mvBR wK iKg n‡e Zv wbw`ó Kiv 

hvq| d›U mvBR †gby‡Z 8 †_‡K 72 chšÍ© msL¨v †`qv Av‡Q| B‡”Q Ki‡j UvBc K‡i 

msL¨v D‡jøL K‡i Gi †P‡q †QvU eo Ki‡Z cviv hvq| c~‡e© †jLv †Kvb †U·U wm‡j± K‡i 

wb‡gœv³ d‡g©wUs Uzj wm‡j± Ki‡j †jLvi AvK…wZ †m iKg n‡e| †jLv wm‡j± bv K‡i Uzj 

wm‡j± K‡i UvBc Ki‡Z _vK‡j †jLvi ÷vBj †m iKg n‡e| 

 

 

D‡Ïk¨ 

G Awa‡ekb †k‡l Avcwb- 

 WKz‡g›U dig¨vwUs Ki‡Z cvi‡eb|  

 †U·U KvVv‡gv cwieZ©b Ki‡Z cvi‡eb|  

 evbvb hvPvBKvix †cÖvMÖv‡gi e¨envi Ki‡Z cvi‡eb| 

 

ce©mg~n 

ce©-K: WKz‡g›U dig¨vwUs 

1g Ask:  wewfbœ d›U I d›U mvB‡Ri e¨envi 

1. WKz‡g‡›Ui †hLv‡bi d›U I 

d›U mvB‡Ri cwieZ©b 

Ki‡Z PvB Zv wm‡j± Kwi|  

2. Gevi Format †gby †_‡K 

Font G wK¬K Kiæb|  

 

3. Zvn‡j Font WvqjM 
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eK&ª I‡cb n‡e|  

4. Gevi Font WvqjM eK&ª †_‡K Font, Font style, Size BZ¨vw` †mU Kiæb|   

5. Ok evU‡b wK¬K Kiæb|  

6. Zvn‡j WKz‡g‡›Ui wm‡j± Kiv As‡ki d›U I d›U mvB‡Ri cwieZ©b †mU n‡e| 

  

Uzjev‡ii mvnv‡h¨ d‡›Ui mvBR cwieZb© Kiv : 

1)  †h WKz‡g›U‡K d‡›Ui mvBR cwieZb© Kiv n‡e Zv open Ki‡Z n‡e| 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  wPÎ t WKz‡g‡›Ui Block K…Z †jLv| 

 

 

                                    Font Size 
 
 
 
 
 
 wPÎ t Formatting Toolbar Gi Font Size  AvBKb| 

 

2)  Formatting Toolbar  †_‡K Font Size AvBKb †_‡K †h ai‡bi mvB‡R †jLv 

cwieZb© Ki‡Z n‡e Zv Select Ki‡Z n‡e| 
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Kx-†ev‡W©i mvnv‡h¨ d‡›Ui mvBR: 

1)  †h WKy‡g›U‡K d‡›Ui mvBR cwieZb© Kiv n‡e Zv Block Ki‡Z n‡e| 

2)  Ctrl + {†P‡c mvBR †QvU Kiv hv‡e Ges Ctrl + } †P‡c mvBR eo Kiv hv‡e| 

 

Kxfv‡e K¨v‡i±vi dig¨vU Kiv hvq Zv †`Lv‡bv (See which characters format is at 
work ) : 

Format †gby¯’ Font KgvÛ Ackb wbevP©b K‡i WvqjM e‡· cÖ‡qvRbxq Ackb wbav©ib 

K‡i d‡›Ui evwn¨K Ae ’̄v ev AvK…wZ cwieZ©b Kiv hvq| hv hv Kiv hvq Zv n‡jv t 

1|  †jLvi Strikethrough ev gvSLv‡b KvUv KvUv `vM †`qv hvq| †hgb t 

Microsoft Word 

2|  Superscript Kiv hvq| †hgb : a2 b3 b2 c7
  

3|  Subscript Kiv hvq| †hgb: H2O 

4|  Small Caps Kiv hvq| †hgb : MICROSOFT WORD 

5|  All Caps Kiv hvq| †hgb : BANGLADESH IS A BEAUTIFUL 

COUNTRY. 
 

ce©-L:  †U·U KvVv‡gv cwieZ©b Kiv                   

  

d›U WvqjM e‡·i wewfbœ Ackb e¨envi K‡i d›U ˆZwi Kiv (Create and use different 

options of font dialog box ) : 

Format †gby¯’ Font Ackb wbe©vPb Ki‡j ¯Œx‡b d›U WvqjM e· Avm‡e| d›U WvqjM 

e‡·i wewfbœ Ackb wbev©Pb K‡i †UK÷‡K wewfbœfv‡e di‡gU Kiv hvq| wb‡P G m¤ú‡K© 

Av‡jvPbv Kiv n‡jv t 

d›U wbev©Pb : 

1|  d›U WvqjM e· I‡cb Ki‡Z n‡e| 

2|  Dc‡i Font e‡· d‡›Ui ZvwjKv _v‡K| ¯Œj G¨v‡iv Kx-†Z wK¬K K‡i ZvwjKv n‡Z †h 

d›U wbev©Pb Kiv `iKvi †mwU‡K wK¬K A_ev Alt +F Kx Øq †P‡c ↓↑ Kx †P‡c d›U 

wbev©Pb K‡i G›Uvi w`‡Z n‡e| 

3|  Ok evU‡b wK¬K Ki‡j D³ d›UwU wbev©wPZ n‡e| 
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4| d›U wbev©Pb K‡i Default evU‡b wK¬K K‡i Yes evU‡b wK¬K Ki‡j (A_ev Alt +D 

†P‡c  Alt + Y Pvc‡j) wbe©vwPZ d›UwU wWdë †mU ( ’̄vqxfv‡e †mU) n‡e| 

 

 

d‡›Ui ÷vBj cwieZ©b Kiv : 

1|  d›U WvqjM e‡· Font Style wm‡jKkb e· n‡Z d‡›Ui ÷vBj †Kgb n‡e Zv 

wbe©vPb Kiv hvq| 

2| d›U wbev©P‡bi ci gvDm c‡q›Uvi w`‡q wK¬K K‡i A_ev  Alt + O †P‡c Kx  (↓) 
†P‡c †h ÷vBj `iKvi Zv wm‡j± K‡i G›Uvi w`‡Z n‡e| 

 

 

AvÛvi jvBb Kiv : 

di‡gwUs Uzjev‡ii AvÛvi jvBb evU‡b wK¬K K‡i AvÛvi jvBb Ki‡j †UK÷ Gi gv‡Si 

duvKv ¯’v‡bI AvÛvi jvBb n‡e| wKšÍ d›U WvqjM e‡·i Underline Gi WvDb G¨v‡iv wK¬K 

Ki‡j wb‡Pi WvqjM e· c`v©q mPj n‡e| 
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 wPÎ : Font WvqjM e·| 

 

1|  None wbev©Pb Ki‡j AvÛvi jvBb n‡e bv| 

2| Single wbev©Pb Ki‡j †jLvi wb‡P (duvKv ¯’vb mn) wm‡½j AvÛvi jvBb n‡e| 

3|  Words Only wbev©Pb Ki‡j ïaygvÎ †jLvi wb‡P AvÛvi jvBb n‡e| 

4|  Double wbev©Pb Ki‡j †jLvi wb‡P Wvej AvÛvi jvBb n‡e| 

5|  Dotted wbev©Pb Ki‡j †jLvi wb‡P Wvej AvÛvi jvBb n‡e| 
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†UK÷ †evì, BUvwjK I AvÛvijvBb Kiv (Create text as Bold, Italic and  

Underline ): 

†Kvb †jLv-†K †evì Kivi wbqg : 

†h †jLv‡K †evì (Bold)  Kivi cÖ‡qvRb †m †jLv‡K Block Ki‡Z n‡e| Zvici 

Formatting Toolbar †_‡K Bold (B) AvBK‡b Click Ki‡Z n‡e| 

†Kvb †jLv‡K BUvwjK Kivi wbqg : 

†h †jLv‡K BUvwjK (Italic)  Kivi cÖ‡qvRb †m †jLv‡K Block Ki‡Z n‡e| Zvici 

Formatting Toolbar †_‡K Italic (I) AvBK‡b Click Ki‡Z n‡e| 

 

†Kvb †jLv‡K AvÛvijvBb Kivi wbqg : 

†h †jLv‡K AvÛvijvBb (Underline) Kivi cÖ‡qvRb †mB †jLv‡K Block Ki‡Z n‡e| 

Zvici Formatting Toolbar †_‡K Underline(U) AvBK‡b Click Ki‡Z n‡e| 

 

AvÛvijvBb evwZj Kivi wbqg : 

†h †jLvi AvÛvijvBb evwZj Ki‡Z n‡e †m †jLv‡K Block Ki‡Z n‡e| Zvici 

Formatting Toolbar †_‡K Underline(U) AvBK‡b Click Ki‡Z n‡e| 

 

mvew¯ŒÞ,  mycviw¯ŒÞ I iw½Y Aÿi ˆZwi Kiv ( Create Superscripts, Subscripts and 

Color character) t 

mvaviYZ †Kvb †jLvi mvgvb¨ Dc‡i †jLvi wbqg‡K mycviw¯ŒÞ (Superscript ) e‡j| 

Avevi †Kvb †jLv‡K mvgvb¨ wb‡P †jLvi wbqg‡K mvew¯ŒÞ (Subscript )e‡j| wewfbœ 

ai‡bi MvwYwZK ev ivmvqwbK mgxKiY ˆZwi Kivi Rb¨ †jLvmg~n‡K Superscript ev 

Subscript Kiv n‡q _v‡K| 

 

†Kvb †jLv‡K mycviw¯ŒÞ (Superscript) Kivi wbqg t 

g‡b Kwi (a+b)2
 wjL‡Z n‡e| Zvn‡j cÖ_‡g (a+b)2

 †K mvaviYfv‡e wjL‡Z n‡e| †hgb: 

(a+b)2 Gici 

1|  2 †K block Ki‡Z n‡e| 
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wPÎ : Block K…Z †jLv| 

2|  Format †gby‡Z Click Ki‡j GKwU KgvÛ wjó cÖ̀ wk©Z n‡e| 

3|  Font Kgv‡Û Click Ki‡j GKwU KgvÛ wjó cÖ̀ wk©Z n‡e| 

4|  Font Kgv‡Û Click Ki‡j GKwU Font WvqjM e· cÖ̀ wk©Z n‡e| 
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wPÎ t Font WvqjM e·| 

 

5|  Superscript Ackb Select Ki‡Z n‡e| 

6|  Ok evU‡b Click Ki‡Z n‡e| Zvn‡j (a+b)2
 †jLv n‡q hv‡e| 

A_ev 

1|  2 †K Block Ki‡Z n‡e| 

2|  Ctrl +Shift += Pvc‡Z n‡e| 

†Kvb †jLv‡K mvew¯ŒÞ (Subscript ) Kivi wbqg t 

g‡b Kwi cvwbi ms‡KZ (H2O ) wjL‡Z n‡e| Zvn‡j mvaviYfv‡e wjL‡Z n‡e| Gici 

1|  2-†K Block Ki‡Z n‡e| 

2|  Format †gby‡Z  Click Ki‡j  GKwU KgvÛ wj÷ cÖ`wk©Z n‡e| 
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wPÎ: †gbyi KgvÛ wj÷| 

 

3|  Font Kgv‡Û Click Ki‡j GKwU Font WvqjM e· cÖ̀ wk©Z n‡e| 

 

 
 
 wPÎ: Font WvqjM e·| 

 

5|  Subscript Ackb Select Ki‡Z n‡e| 

6|  Ok evU‡b Click Ki‡Z n‡e| Zvn‡j H2O †jLv n‡q hv‡e| 
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A_ev 

1|  2-†K Block Ki‡Z n‡e| 

2|  Ctrl  + = Pvc‡Z n‡e| 

 

 

Aÿ‡ii aib cwieZb© cÖ̀ k©b Kiv (Demonstrate the change case 
command) t 
 

d›U †KBm cwieZ©bKiY: 

Kx-†evW© Gi Caps Lock Kx Ad K‡i wjL‡j †jLv Bs‡iwR †QvU nv‡Zi Ges Ab K‡i 

wjL‡j †jLv Bs‡iwR eo nv‡Zi (K¨vwcUvj †jUvi) nq| Gg,Gm Iqv‡W©i Giƒc 

Avcvi‡KBm I jqvi‡KBm QvovI G ỳwUi Kw¤̂‡bk‡b †KBm cwieZ©b Kiv hvq| †mRb¨ t 

1|  Format †gby‡Z wK¬K Ki‡Z n‡e| ( Alt + O Pvc‡Z n‡e) 

2|  Change Case... G wK¬K Ki‡Z n‡e| 

3|  c ©̀vq Avm‡e| 

 

 

 

wPÎ t Change Case. 
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Sentence Case t 

1|  Change Case WvqjM e· n‡Z Sentence Case wm‡j± Ki‡j wm‡j‡±W †UK‡÷i 

cÖwZwU ev‡K¨i cÖ_g Aÿi K¨vwcUvj n‡e| 

2|  †UK÷ wm‡j± bv K‡i Change Case G Sentence wbev©Pb K‡i UvBc Ki‡Z _vK‡j 

ev‡K¨i cÖ_g Aÿi eo nv‡Zi n‡e| 

 

 

Lower Case t 

WvqjM e· n‡Z G AckbwU wbev©Pb K‡i Ok Ki‡j wbev©wPZ †UK÷ Gi me Aÿi 

Bs‡iwR †QvU nv‡Zi n‡q hv‡e| 

 

Upper Case t 

G AckbwU wm‡j± Ki‡j wbev©wPZ me †jLv Bs‡iwR eo nv‡Zi (K¨vwcUvj †jUvi) n‡e| 

 

Title Case t 

G AckbwU wm‡j± Ki‡j wbev©wPZ †U·‡U me k‡ãi cÖ_g Aÿi eo nv‡Zi n‡e| 

 

Toggle Case t 

G AckbwU wm‡j± Ki‡j wbev©wPZ †U·‡U me k‡ãi cÖ_g Aÿi Bs‡iwR †QvU nv‡Zi I 

Ab¨vb¨ Aÿi eo nv‡Zi n‡e| 

 

 

ce©-M t  evbvb hvPvBKvix †cÖvMÖv‡gi e¨envi   

 

wkÿv_x© eÜziv! Bs‡iwR bvg-wVKvbv wjwLZ †U·U Gi evbvb I e¨vKiY RwbZ fyj ms‡kvab 

Kivi Rb¨ evbvb hvPvBKvix †cÖvMÖv‡gi gva¨‡g †m¸‡jv ms‡kvab Kiv hvq| †Kvb k‡ãi 

evbvb fzj n‡j Zvi wb‡P jvj `vMvw½Z †jLv †`Lv hvq| WKz‡g‡›U G ai‡bi fzj †`L‡j  

F7 †P‡c Zv ms‡kvab Kiæb|  
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BDwbU 3 Awa‡ekb 3 

g~j wkLbxq welq 

WKz‡g›U dig¨vwUs, KvVv‡gv cwieZ©b, evbvb hvPvBKvix  †cÖvMÖv‡gi e¨envi 

 

WKz‡g›U dig¨vwUs  

WKz‡g›U †jLvi mgq wKsev cieZx© mg‡q WKz‡g‡›U †nWvi, dzUvi, c„ôv bv¤̂vi ms‡hvRb, 

gvwR©b I B‡Û›U G¨vjvBb‡g›U, †jLv †QvU-eo, BUvwjK, AvÛvi jvBb, †evì Kiv, 

c¨vivMÖvd bv¤̂vwis, B‡Û‡›Ukb I jvBb †¯cwms, †cR †gKAvc BZ¨vw` KvR Kiv‡K 

WKz‡g›U dig¨vU Kiv eySvq|  d‡g©wUs Uzjevi †_‡K AvBKb wbe©vPb K‡i A_ev Format 
†gbyi Font, Paragraph cÖf„wZ mve‡gbyi Ackb wbe©vPb K‡i WKz‡g›U dig¨vwUs m¤cwK©Z 

wewfbœ KvR Kiv nq|  

 

 

wPÎ t  Format †gbyi Format mve‡gby| 
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d›U wbev©Pb Kiv t  Format †gbyi Font mve‡gby †_‡K wewfbœ d›U wbev©Pb Kiv hvq| d›U 

wbe©vPb K‡i  UvBc Ki‡Z _vK‡j H ai‡bi d›U UvBc n‡e| Avi c~‡e© UvBc Kiv †jLvi 

d›U cwieZ©b Ki‡Z PvB‡j †jLv wm‡j± K‡i DcwiD³ wbq‡g d›U wbev©Pb Ki‡j wm‡j‡±W 

†jLvi d›U †m iKg n‡q hv‡e| 

 

†jLv †QvU-eo Kiv t WKz‡g‡›Ui †Kvb Ask †QvU ev eo Kivi Rb¨ cÖ_‡g Zv wm‡j± ev 

nvBjvBU Kiæb|   AZci Zv †QvU Kivi Rb¨ Ctrl + { Kx Pvcyb Ges eo Kivi Rb¨ Ctrl 

+} Kx Pvcyb wKsev Font mve‡gbyi Size e· †_‡K cÖ‡qvRbxq d›U mvBR wbe©vPb K‡i 

G›Uvi Pvcyb|   

 

jvBb †¯cwms wba©viY Kiv t  gvB‡µvmdU IqvW© WKz‡g‡›U wjwLZ Aby‡PQ‡`i cici ỳ‡Uv 

jvB‡bi g‡a¨ duvKv ¯’v‡bi cwigvY wba©vi‡Yi Rb¨ cÖ_‡g Zv wbe©vPb ev Av‡jvwKZ Kiæb|  

AZci Format †gby †_‡K Paragraph mve‡gby wbe©vPb Kiæb|  Paragraph WvqvjM 

DB‡Ûv cÖ`wk©Z n‡j Zvi Line Spacing e· †_‡K wewfbœ cwigvY jvBb †¯cwms wba©viY 

K‡i OK evU‡b wK¬K Kiæb|   

 

jvBb ev c¨vivMÖv‡di GjvBb‡g›U wba©viY Kiv t  IqvW© WKz‡g‡›U wjwLZ Aby‡PQ‡`i web¨vm 

ev GjvBb‡g›U wba©vi‡Yi Rb¨ cÖ_‡g Zv wbe©vPb ev Av‡jvwKZ Kiæb|  AZci Format 
†gby †_‡K Paragraph mve‡gbyi Alignment e· †_‡K Kvw•LZ GjvBb‡g›U wba©viY K‡i 

OK evU‡b wK¬K Kiæb| Left, Right, Justified, Centered cÖf…wZ GjvBb‡g‡›Ui Rb¨ 

Aby‡PQ‡`i h_vµ‡g evg, Wvb, ga¨, †K› ª̀xq I Dfq cÖvšÍ wgjv‡bv Ae¯’v cÖvß nq|   

 

†U·U KvVv‡gv cwieZ©b Kiv  

WKz‡g‡›Ui †Kvb Ask †evì Kiv t WKz‡g‡›Ui †Kvb Ask †evì Kivi Rb¨ cÖ_‡g Zv wm‡j± 

ev nvBjvBU Kiæb| AZci Ctrl + B Kx Pvcyb wKsev Format †gby †_‡K Font mve‡gby‡Z 

wK¬K K‡i Font Style e·  †_‡K Bold wbe©vPb K‡i G›Uvi Kx Pvcyb| 

 

WKz‡g‡›Ui †Kvb Ask BUvwjK Kiv t WKz‡g‡›Ui †Kvb Ask BUvwjK Kivi Rb¨ cÖ_‡g Zv 

wm‡j± Kiæb|   AZci Ctrl + I  Kx Pvcyb|   

 

WKz‡g‡›Ui †Kvb Ask AvÛvi jvBb Kiv t  WKz‡g‡›Ui †Kvb Ask AvÛvi jvBb Kivi Rb¨ 

cÖ_‡g Zv wm‡j± Kiæb|   AZci Ctrl + U Kx Pvcyb| 
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†QvU nv‡Zi Ges eo nv‡Zi †jLv t gvB‡µvmd&U Iqv‡W©i Bs‡iwR †jLv mvaviYZ †QvU 

nv‡Zi Aÿ‡i nq| Z‡e Caps Lock  Kx Ab _vK‡j †jLv eo nv‡Zi Aÿ‡i nq| Avevi 

Shift Kx †P‡c a‡i wjwLZ  Aÿi¸‡jv eo nv‡Zi nq| Z‡e Caps Lock Kx Ab _vKv 

Ae¯’vq Shift Kx †P‡c a‡i wjL‡j Aÿi¸‡jv me †QvU nv‡Zi nq|  A_ev †h‡Kvb †jLv  

wm‡j± K‡i Shift+F3 w`‡q wjLv Capital Letter/Small Letter Kiv hvq| 

 

evbvb I e¨vKiYRwbZ fzj ms‡kvab Kiv 

WKz‡g‡›U Bs‡iwR fvlvq wjwLZ Aby‡PQ‡`i evbvb I e¨vKiYRwbZ fzj ms‡kva‡bi Rb¨ 

F7 Kx Pvc‡j wKsev Tools †gby †_‡K Spelling and Grammer mve‡gby wbe©vPb Ki‡j 

mswkøó WvqvjM DB‡Ûv cÖ`wk©Z nq| Aby‡PQ‡` wjwLZ †Kvb k‡ãi evbvb fzj n‡j wKsev 

†mB kã Kw¤úDUv‡ii Awfav‡b bv _vK‡j IqvW© WKz‡g‡›U Zvi wb‡P jvj `vMvw¼Z †iLv 

†`Lv hvq Ges WvqvjM DB‡Ûv Zv jvj i‡O cÖ̀ wk©Z nq|   

 

Avi Aby‡PQ‡` wjwLZ †Kvb As‡ki e¨vKiYRwbZ fzj _vK‡j wKsev †miƒc ev‡K¨i MVb 

Kw¤úDUv‡ii Awfav‡b bv _vK‡j wKsev ỳwU k‡ãi gv‡S AwaK cwigvY duvKv _vK‡j IqvW© 

WKz‡g‡›U Zvi wb‡P meyR `vMvw¼Z †iLv †`Lv hvq Ges WvqvjM DB‡Ûv Zv meyR i‡O 

cÖ̀ wk©Z nq| Dfq As‡ki Rb¨ WvqvjM DB‡Ûvi wb‡Pi w`‡K Suggestions e‡· †m¸‡jvi 

m¤¢ve¨ cvkvcvwk kã ZvwjKv ev wb‡ ©̀kbv cÖ̀ wk©Z nq| ZvwjKv †_‡K mwVK kã wbe©vPb 

K‡i Change evU‡b wK¬K Ki‡j fzj kã wb‡ ©̀wkZ kã Øviv cwiewZ©Z nq, Ignore evU‡b 

wK¬K Ki‡j fzj AcwiewZ©Z _v‡K Ges Add evU‡b wK¬K Ki‡j kãwU Kw¤úDUv‡ii 

Awfav‡b †hvM nq|   

 

wPÎ t WKz‡g‡›Ui fzj ms‡kvabKvix WvqvjM DB‡Ûv| 
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evbvb I e¨vKiYRwbZ fzj ms‡kva‡bi Dc‡iv³ c×wZ Ab¨šÍ RbwcÖq I Kvh©Ki n‡jI Gi 

wKQy mxgve×Zv i‡q‡Q h_v t †Kej Bs‡iwR fvlvi wjwLZ Aby‡PQ‡`i evbvb I 

e¨vKiYRwbZ fzj ms‡kvab Kiv hvq, evsjvq bq| Z‡e AvMvgx‡Z Bs‡iwR fvlvi cvkvcvwk 

evsjv I Ab¨vb¨ fvlvq wjwLZ Aby‡PQ‡`i evbvb I e¨vKiYRwbZ fzj ms‡kva‡bi myweav 

cvIqv hv‡e e‡j Avkv Kiv hvq|  Z‡e evsjv A‡bK Software Gi gva¨‡g G myweav 

cvIqv hvq| 

 

g~j¨vqb 

 

1| wkÿv_x© eÜziv  wb‡Pi KgvÛ¸‡jvi e¨envi wjLyb-     

 

KgvÛ  e¨envi 

Ctrl + [ 
 

Ctrl + ] 
 

Ctrl + B 

 

Ctrl + I  

Ctrl + U 

 

Ctrl + J  

Ctrl + E 

 

Ctrl + R 
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2| Bs‡iwR  UvBcK…Z WKz‡g‡›U evbvb fzj n‡j Kxfv‡e ms‡kvab Ki‡Z nq wjLyb?  

3| cy¯ÍK UvB‡c †Kvb ai‡bi G¨vjvBb‡g›U †ewk e¨envi Kiv nq wjLyb?  

4| Paragraph KgvÛwU †Kvb †gbyi Aax‡b? 

5| Formatting Toolbar G wK wK Option _v‡K? 

6| †jLv‡K †evì, BUvwjK Ges AvÛvijvBb Ki‡Z nq Kxfv‡e? 

7| †jLv‡K †QvU Kivi wbqg wK? 

8| †jLv‡K eo Kivi wbqg wK? 

9| †Kvb WKz‡g‡b‡Ui d›U I d›U mvBR †mU Kivi c×wZ wjLyb| 
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BDwbU 3           Awa‡ekb 4 

                      

IqvW© WKz‡g‡›U evsjvq wjLb 

f~wgKv 

Avgv‡`i gvZ…fvlv evsjv| ZvB Kw¤úDUv‡i ˆ`bw›`b KvRKg© Ki‡Z wM‡q Avgv‡`i evsjv 

†jLvi cÖ‡qvRb nq| AvcvZ „̀wó‡Z KwVb g‡b n‡jI Kw¤úDUv‡i evsjv †jLv LyeB mnR| 

AvR‡K Avgiv ỳwU av‡c evsjv †jLv wkLe| cÖ_g av‡c Avgiv evsjv †jLvi Rb¨ 

cÖ‡qvRbxq mdUIq¨vi BÝUj Kie Ges wØZxq av‡c evsjv wjLe| 

 

D‡Ïk¨ 

G Awa‡ekb †k‡l Avcwb -    

 evsjv wjLb mdUIqvi BÝUj, evsjv Font BÝUj Ges evsjv Kx †evW© †jAvDU 

I d›U m¤ú‡K© aviYv jvf Ki‡Z cvi‡eb|  

 Kw¤úDUv‡i evsjvq wjL‡Z cvi‡eb| 

 evsjv ¯îeY© I hy³vÿi wjL‡Z cvi‡eb|             

 

ce©mg~n  

ce©-K t  evsjv wjLb mdUIqvi BÝUj, evsjv Font BÝUj Ges evsjv Kx 

†evW© †jAvDU I d›U m¤ú‡K© Av‡jvPbv 

 

 evsjv wjLb mdU&Iq¨vi BÝUj 

evRv‡i wewfbœ ai‡bi evsjv mdUIq¨vi cvIqv hvq; †hgb- weRq, cÖwkKv kã BZ¨vw`| 

Avgiv GLv‡b weRq mdUIq¨vi e¨envi Kie| cieZx© avc¸‡jv AbymiY K‡i weRq 

mdUIq¨vi BÝUj Kiæb : 

 cÖ_‡g Avcbvi wmwW A_ev nvW©-wW‡¯‹ iwÿZ weRq †dvìv‡i Wvej wK¬K Kiæb| 

 Zvici Setup G Wvej wK¬K Kiæb| 

 Gici Next →Yes →Name →Company →Serial (GLv‡b me 1 w`‡Z n‡e)  

 Zvici Next →Finish G wK¬K Kiæb| 

 weRq BÝU‡jkb †kl| Gevi Kw¤úDUvi Restart Kiæb| 
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 evsjv Font BÝUj 

 cÖ_‡g My Computer G Wvej wK¬K Kiæb| 

 Gici C Drive G Wvej wK¬K Kiæb| 

 Gevi Windows G Wvej wK¬K Kiæb| 

 Zvici Fonts G Wvej wK¬K Kiæb (Show the content of this folder wK¬K Kiæb 

hw` Fonts bv Av‡m )| 

 Zvici File → Intall New Font G wK¬K Kiæb| 

 Gevi Drives Gi RvqMvq Font  †h Folder G Av‡Q Zv wm‡j± K‡i w`‡Z n‡e| 

 Gevi wKQyÿY A‡cÿv Kivi ci List of fonts RvqMvq me Font Gi bvg 

P‡jAvm‡e| 

 Zvici Select All G wK¬K Kivi ci Ok †Z wK¬K Ki‡jB Font BÝUj n‡q hv‡e| 

 

weRq evsjv wK‡evW© †j-AvDU  

wb‡P evsjv Kx‡evW© Gi weRq †jAvDU Gi wPÎ †`qv n‡q‡Q|  wPÎ †`‡L evsjv eY©gvjv 

†jLvi Rb¨ mswkøó Bs‡iwR Kx¸‡jvi GKwU ZvwjKv ˆZwi Kiæb | 

 

 

wPÎ t  weRq evsjv Kx‡evW© †jAvDU| 
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ce©-L t Kw¤úDUv‡ii evsjv wjLb c×wZ     

 

Kw¤úDUv‡i weRq evsjv †cÖvMÖvg Bb÷j Kiv _vK‡j ÷¨vUvmev‡ii Wvb w`‡K jvj i‡Oi 

  ev    AvBKb Av‡Q wK-bv Zv jÿ¨ Kiæb| G AvBK‡bi   Ae¯’v †h Bs‡iwR 

Kx‡evW© †jAvDU Ges    Ae ’̄v evsjv Kx‡evW© †jAvDU wbe©vPb wb‡ ©̀k K‡i |    

Microsoft Word G evsjv †jLv 

 cÖ_‡g Microsoft Word I‡cb Kiæb| Zvici weRq Pvjy Kivi Rb¨ wK‡evW© †_‡K 

Ctrl + Alt + B Pvcyb|  

 Gici Format → Font G wK¬K Kiæb| Gevi †h‡Kvb GKwU evsjv Font †hgb 

Sutonny, Moina, Rinkiy wm‡j± Kiæb| 

 Gevi wK‡evW© †_‡K evsjv UvBc Kiæb| 

 

evsjv Kx‡evW© B›Uvi‡dm †cÖvMÖvg eûj e¨eüZ evsjv d›U 

 Bijoy 
 Lekhoni 
 Proborton 
 Proshika 

SutonnyMJ  
Sulekha 
Moyna 
Saroda  

 

 

ce©-M t evsjv ¯îeY©  I hy³vÿi wjLb                   

  

wb‡Pi †UwejwU jÿ¨ Kiæb, evg w`‡Ki Kjv‡g hy³eY© Ges gv‡Si Kjv‡g mswkøó 

eY©ZvwjKv Ges Wvb w`‡Ki Kjv‡g †mwU †jLvi c×wZ †`qv n‡q‡Q|  cÖ̀ Ë wb‡ ©̀kbvi 

Av‡jv‡K Am¤ú~Y© †mj¸‡jv c~iY Kiæb|  

 

hy³eY© eY© ZvwjKv †jLvi †KŠkj 

Av A + v G Kx †P‡c †Q‡o w`‡q F Kx Pvc‡Z n‡e| 

³ K+Z cÖ_‡g J Kx Pvc‡Z n‡e; AZci G Kx †P‡c †Q‡o w`‡q K Kx Pvc‡Z 

n‡e| 

ÿ K + l cÖ_‡g J Kx Pvc‡Z n‡e; AZci G Kx †P‡c †Q‡o w`‡q wkd&U Kx 

†P‡c a‡i N Kx Pvc‡Z n‡e| 

E ~ G Kx †P‡c †Q‡o w`‡q wkd&U Kx †P‡c a‡i S Kx Pvc‡Z n‡e| 
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šÍ¡¡ b + Z + e   

¤ú g + c  

š¿ b + Z +  ª   

È Y + U  

µ K +  ª  

†gŠ † + g + Š  

× ` + a  

 

1) AZtci GKwU bZzb IqvW© WKz‡g›U Ly‡j Zv‡Z wb‡Ri Ges we`¨vj‡qi bvg, wVKvbv, 

cÖf„wZ Z_¨ wjL‡Z mvnvh¨ Kiæb|  

2) myweavRbK bv‡g dvBjwU †mf Kiæb| 
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BDwbU 3 Awa‡ekb 4 

g~j wkLbxq welq 

IqvW© WKz‡g‡›U evsjvq wjLb 

IqvW© WKz‡g‡›U evsjvq wjLb   

Kw¤úDUv‡ii †cÖvMÖvg¸‡jv me Bs‡iwR fvlvq nIqvq mivmwi evsjvq †jLv hvq bv| 

gvB‡µvmdU IqvW©mn mKj †cÖvMÖv‡g evsjvq †jLvi Rb¨ AwZwi³ evsjv Kx‡evW© B›Uvi‡dm 

†cÖvMÖvg mn evsjv d›U Bb÷j K‡i  wb‡Z nq|   

 

evsjv d›U t gvB‡µvmdU IqvW© WKz‡g‡›U evsjv fvlvq †jLvi Rb¨ Lekhani, Moina, 
Pandulipi, Shurma, Sulekha, SutonnyMJ, Saroda cÖf…wZ eûj e¨eüZ K‡qKwU evsjv 

d›U|  Format †gbyi Font mve‡gby wKsev Ctrl + D Kx Pvc‡j d›U WvqvjM DB‡Ûv 

cª̀ wk©Z nq| †mLvb †_‡K my›`i †Kvb d›U wbe©vPb K‡i wb‡Z nq| cÖ‡qvR‡b  d‡›Ui mvBR 

I UvBc cwieZ©b Kiv hvq I bZzb d›U Bb÷j K‡i †bqv hvq|  Z‡e cÖwZwU B›Uvi‡dm 

†cÖvMÖv‡gi Rb¨ wbw ©̀ó d›Umg~nB e¨envi Ki‡Z nq| 

 

 

wPÎ: d›U WvqvjM DB‡Ûv| 
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evsjv Kx‡evW© t Kw¤úDUv‡i evsjvq †jLvi Rb¨ Avjv`v Kx‡evW© jv‡M bv, Z‡e GKB 

Kx‡evW© evsjv †jLvi Dc‡hvMx K‡i wb‡Z nq| GRb¨ weRq, gywbi, †jLwb cÖf…wZ evsjv 

†j-AvDU †cÖvMÖv‡gi †h †Kvb GKwU Bb÷j K‡i wb‡Z nq|  Kw¤úDUv‡i weRq evsjv 

†cÖvMÖvg Bb÷j Kiv _vK‡j ÷¨vUvmev‡ii Wvb w`‡K GKwU jvj i‡Oi AvBKb cÖ̀ wk©Z nq|  

G AvBK‡bi   Ae¯’v Bs‡iwR Kx‡evW© †jAvDU Ges    Ae¯’v evsjv Kx‡evW© 

†jAvDU wbe©vPb wb‡`©k K‡i|  G AvBK‡b gvDm wK¬K K‡i wKsev Alt + Ctrl + B Kx Îq 

GK‡Î †P‡c Kx‡ev‡W©i GK †jAvDU †_‡K Ab¨ †jAvDU cwieZ©b Kiv hvq| evsjv 

†jAvD‡U Kx‡ev‡W©i Bs‡iwR †R (J) Kx Pvc‡j evsjv K, Shift+ J Pvc‡j L, M Pvc‡j g, 

†jLv nq| 

  

 

wPÎ t  weRq evsjv Kx‡evW© †jAvDU| 

 

evsjv ¯̂ieY© I hy³vÿi wjLb 

eZ©gvb cÖPwjZ evsjv †jAvDU †cÖvMÖvg¸‡jv‡Z evsjv ¯îeY© A Ges I Qvov Ab¨vb¨ ¯îeY© 

wjL‡Z n‡j cÖ_‡g Bs‡iwR G; AZci mswkøó ¯^iwPý Pvc‡Z nq| †hgb t ¯îeY© B †c‡Z 

n‡j cÖ_‡g G †P‡c c‡i B-Kvi (w) Z_v D  Pvcyb, C †c‡Z n‡j cÖ_‡g G †P‡c c‡i  x -

Kvi Z_v Shift+D Pvcyb| Abyiƒcfv‡e evsjv hy³vÿi ˆZwii Rb¨ mswkøó eY©̧ ‡jv‡K G 
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w`‡q hy³ Ki‡Z nq| †hgb t šÍ wjL‡Z n‡j cÖ_‡g b c‡i G †P‡c Zvici Z; ÿ wjL‡Z 

cÖ_‡g K c‡i G †P‡c Zvici l ;  šÍ¡¡ wjL‡Z b G Z G e UvBc Ki‡Z nq BZ¨vw`|  

 

 

g~j¨vqb: 

1| wkÿv_x© eÜziv, wbgœwjwLZ KgvÛ¸‡jvi e¨envi wjLyb  

 

KgvÛ  

e¨envi 

Alt+Ctrl 

+B 

 

 

 

 

 

Ctrl + D 
 

 

 

2| evsjv UvB‡c eûj e¨eüZ Kx B›Uvi‡dm †KvbwU? 

3| evsjv hy³vÿi wjL‡Z †Kvb Bs‡iwR eY©wU Pvc‡Z nq Ges GUv‡K wK bv‡g AwfwnZ 

Kiv nq? 

 

 

 

BDwbU 3                                  Awa‡ekb 5 
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†cR †mUAvc Kiv, †nWvi I dzUvi ms‡hvRb 

c„ôv b¤î, ZvwiL I mgq e¨envi       

f~wgKv 

IqvW© cÖ‡mwms WKy‡g›U ˆZwii c~‡e© ev c‡i †c‡Ri gvwR©b wVK K‡i wb‡Z nq| †cR 

†mUAvc e· †_‡K †ccvi mvBR, gvwR©b BZ¨vw` wVK K‡i w`‡Z nq| dvB‡ji welqe¯‘ 

UvBc Kivi ci †nWvi I dzUvi ms‡hvRb Kiv nq| WKz‡g‡›U †nWvi I dzUvi wn‡m‡e 

ZvwiL, c„ôv b¤̂i, WKy‡g‡›Ui welqe¯‘ BZ¨vw` e¨envi Kiv nq|  

 

 

D‡Ïk¨ 

G Awa‡ekb †k‡l Avcwb- 
 †cR †mUAvc Kivi gva¨‡g wewfbœ AvKv‡ii KvM‡R †U·U Dc¯’vcb Ki‡Z cvi‡eb| 

 †nWvi I dzUvi ms‡hvRb Ki‡Z cvi‡eb|  

 c„ôv bv¤̂vi, ZvwiL I mgq e¨envi Ki‡Z cvi‡eb|  

 

ce©mg~n 

 

ce©-Kt †cR †mUAvc Kiv                 

  

 

WKz‡g‡›Ui gvwR©b cwieZ©b (Change document Margins) t 

Ms-Word G  Default Setting Abymv‡i Margin Kvh©Kix _v‡K| †h Page Gi gvwRb© †mU  

Ki‡Z n‡e †mB Page ¯Œx‡b Avb‡Z n‡e| ZviciÑ 

 

1|  File †gby‡Z Click Ki‡Z n‡e| GKwU KgvÛ wjó †`Lv hv‡e| 
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wPÎ t File †gbyi KgvÛ wjó 

 

2|  Page Setup Kgv‡Û Click Ki‡Z n‡e| Page Setup WvqjM e· †`Lv hv‡e| 

 

 

 

 wPÎ t Page Setup WvqjM e·| 
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3|  Margins Ack‡b Click Ki‡Z n‡e| 

 

 

 

  wPÎ t Page Setup Gi Margins WvqjM e·| 

 

4|  Top, Bottom, Left I Right  KZ mvBR Ki‡Z n‡e Zv wjL‡Z n‡e A_ev gvDm 

c‡q›Uvi Øviv (  ) ev (↓) †P‡c wVK Ki‡Z n‡e| 

 

5|  Ok evU‡b Click Ki‡Z n‡e| 

 

ce©-L t †nWvi-dzUvi ms‡hvRb Kiv                    

†nWvi †`Iqvi wbqg t GKB ai‡bi †Kvb †jLv hw` WKz‡g‡›U cÖ‡Z¨K †cB‡R  w`‡Z PvB‡j 

H WKz‡g›U‡K Open K‡i wbgœiƒc c×wZ Aej¤̂b Ki‡Z n‡e| 

 

1| View †gby‡Z Click Ki‡Z n‡e| GKwU KgvÛ wjó †`Lv hv‡e| 
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wPÎ t View †gbyi KgvÛ wjó| 

 

2| Header and Footer Kgv‡Û Click Ki‡Z n‡e| Header and Footer Uzjevi †`Lv 

hv‡e|  

 

 

 

wPÎ t Header and Footer Uzjevi mn WKz‡g›U 

 

3| GLb Header Text box G cÖ‡qvRbxq Text UvBc K‡i‡Z n‡e| 
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wPÎ t Header WKz‡g›U| 

 

4| Close evU‡b Click Ki‡Z n‡e| 

dzUvi t dzUvi (Footer) A_© c`PiY| c„ôvi wb‡Pi Ask‡K dzUvi e‡j| mvaviYZ †Kvb 

eB‡qi cÖ‡Z¨K  c„ôvq †UK÷ RvZxq †jLv ev c„ôv b¤̂i w`‡Z PvB‡j dzUvi e¨envi Kiv 

nq| 

 

dzUvi †`Iqvi wbqg t 

1| View †gby‡Z Click Ki‡Z n‡e| GKwU KgvÛ wjó †`Lv hv‡e| 
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wPÎ t View †gbyi KgvÛ wjó| 

 

2| Header and Footer Kgv‡Û Click Ki‡Z n‡e| Header and Footer Uzjevi †`Lv 

hv‡e| 

 

 

wPÎ t Header and Footer Uzjevi mn WKz‡g›U| 
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3| Header and Footer Uzjevi †_‡K Switch Between Header and Footer AvBK‡b  

Click Ki‡j Footer Text Avm‡e| 

 

 

wPÎ t Footer Uzjevi mn WKz‡g›U| 

 

4| GLb Footer Text e‡· cÖ‡qvRbxq Text UvBc Ki‡Z n‡e| 

 

 

 

wPÎ t Footer WKz‡g›U| 
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5| Close evU‡b Click Ki‡Z n‡e| 

 

 

wPÎ t †nWvi-dzUvi Uzjevi| 

 

ce©-M t c„ôv bv¤̂vi, ZvwiL I mgq e¨envi Kiv  

 

1)  Insert †gby †_‡K Page Numbers... mve‡gby wbe©vPb Kiæb|  

2) Position, Alignment Ges Format Ackb †_‡K cÖ‡qvRbxq cwieZ©b Kiæb|  

3)  OK K‡i evU‡b wK¬K KgvÛ wbwðZ Kiæb|  

4)  Insert †gby †_‡K Date and Time... mve‡gby wbe©vPb Kiæb|  

5) Date and Time WvqvjM DB‡Ûv †_‡K cÖ‡qvRbxq dig¨vU wbe©vPb Kiæb|  

6) ¯q̂swµqfv‡e cwieZ©b PvB‡j Update automatically  Ackb †PK Kiæb|  

7) KgvÛ wbwðZ Kivi Rb¨ OK K‡i evU‡b wK¬K Kiæb|  
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BDwbU 3      Awa‡ekb 5 

g~j wkLbxq welq 

†cR †mUAvc Kiv, †nWvi I dzUvi ms‡hvRb c„ôv b¤̂i 

ZvwiL I mgq e¨envi 

†cR †mUAvc Kiv  

gvB‡µvmd&U IqvW© WKz‡g‡›U wjwLZ Aby‡PQ` wewfbœ mvB‡Ri KvM‡R wcÖ›U †bqv, KvM‡Ri 

Dc‡i, wb‡P, ev‡g, Wv‡b duvKv ¯’v‡bi cwigvY wba©viY Kiv‡K †cR †mUAvc Kiv eySvq| 

Z_v †mUAvc ev †cR dig¨vwUs-Gi Rb¨ File †gby †_‡K Page Setup mve‡gby wbe©vPb 

K‡i G›Uvi Kx Pvcyb|  

 

 

 

wPÎ t  File †gbyi Page Setup WvqvjM DB‡Ûv| 
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†cR †mUAvc WvqvjM DB‡Ûv cÖ`wk©Z n‡j Zvi Margins U¨ve †_‡K KvM‡Ri Dc‡i, 

wb‡P, ev‡g, Wv‡b, †nWvi, dzUvi cÖf…wZ ¯’v‡b duvKv ¯’v‡bi cwigvY wba©viY K‡i Ges 

cÖ‡qvR‡b Paper Size U¨ve †_‡K KvM‡Ri ˆ`N¨© I cȪ ’ wba©viY K‡i OK evU‡b wK¬K 

Kiæb|  d‡j WKz‡g‡›Ui cÖ‡qvRbxq AvKvi wba©vwiZ n‡e|   

†nWvi t †nWvi (header) A_© kxl©PiY | mvaviYZ †Kvb eB‡qi cÖ‡Z¨K c„óvq GKB iKg 

†Kvb †jLv A_ev UvB‡Uj w`‡Z PvB‡j Avi G c×wZ‡KB †nWvi e‡j| †gvUK_v c„ôvi 

Dc‡ii Ask‡KB †nWvi ejv nq| †hgb t Kw¤úDUvi Acv‡ikb GÛ IqvW© cÖ‡mwms| 

Zvn‡j †nWvi w`‡Z nq| Zvn‡j cÖ‡Z¨K c„ôvq H bvg †jLv †`Lv hv‡e| 

dzUvi t dzUvi (Footer) A_© c`PiY| c„ôvi wb‡Pi Ask‡K dzUvi e‡j| mvaviYZ †Kvb 

eB‡qi cÖ‡Z¨K  c„ôvq †UK÷ RvZxq †jLv ev c„ôv b¤̂i w`‡Z PvB‡j dzUvi e¨envi Kiv 

nq| 

 

†nWvi I dzUvi m„wó Kiv  

†Kvb WKz‡g‡›Ui cÖ‡Z¨K cvZvq †cR b¤̂i ev Ab¨ †Kvb †U·U ms‡hvRb Kivi Rb¨ 

e¨eüZ KvM‡Ri Dc‡i I wb‡Pi Ask‡K h_vµ‡g †nWvi I dzUvi ejv nq| †nWvi I dzUvi 

¯’vc‡bi Rb¨ View  †gbyi Header and Footer mve‡gby e¨eüZ nq| WKz‡g‡›U cÖ‡qvRbxq 

†nWvi wjL‡bi ci WvDb G¨‡iv () Pvc‡j Kvm©i dzUvi Ae ’̄v‡b †b‡g hvq| †mLv‡b 

cÖ‡qvRbxq dzUvi wjL‡bi ci WvDb G¨‡iv Close evUb Pvc‡j †nWvi/dzUvi DB‡Ûv eÜ 

nq|  

 

 

wPÎ t WKz‡g‡›U †nWvi ms‡hvRb cÖYvjx 
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c„ôv b¤̂i e¨envi Kiv 

WKz‡g‡›Ui †nWvi/dyUvi ev Ab¨ †Kvb ¯’v‡b c„ôv bv¤̂vi ms‡hvRb Kivi Rb¨ Insert †gby 

†_‡K Page Numbers... mve‡gby e¨eüZ nq| Page Numbers... WvqvjM DB‡Ûv †_‡K 

c„ôv bv¤̂v‡ii cwRkb, GjvBb‡g›U, dig¨vU BZ¨vw` wbe©vP‡bi ci OK evUb Pvc‡j †nWvi 

ev dzUv‡ii  wb‡ ©̀wkZ ¯’v‡b c„ôv b¤̂i ms‡hvwRZ nq|  

 

 

wPÎ t  Insert  †gbyi Page Numbers... WvqvjM DB‡Ûv 

 

 

wPÎ t  Page Numbers Format WvqvjM DB‡Ûv| 
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ZvwiL I mgq ms‡hvRb Kiv  

WKz‡g‡›Ui cÖ‡qvRbxq †Kvb ¯’v‡b Kw¤úDUvi wm‡÷‡gi ZvwiL I mgq ms‡hvRb Kivi Rb¨ 

Insert †gby †_‡K Date and Time... mve‡gby e¨eüZ nq| G mve‡gby cÖ̀ wk©Z n‡j ZvwiL 

I mg‡qi cÖ‡qvRbxq dig¨vU wbe©vPb K‡i OK evU‡b wK¬K Kiæb|   

 

 

 

wPÎ t  Insert  †gbyi Date and Time.. WvqvjM DB‡Ûv| 

 



gva¨wgK wk¶K cÖwk¶Y - we GW 

 

160 

g~j¨vqb: 

1| wkÿv_x© eÜziv, wbgœwjwLZ KgvÛ¸‡jvi e¨envi wjLyb :  

 

KgvÛ  

e¨envi 

Ctrl + S 
 

 

 

 

 

 

 

F12 
 

 

 

 

 

 

 

Ctrl + F2 
 

 

 

 

 

 

 

 

 

2| GKwU WKz‡g›U ˆZwi Ki‡Z †M‡j cÖ_‡g WKz‡g‡›U †Kvb KvRwU Kiv nq? 

3| Portrait I  Landscape Gi g‡a¨ cv_©K¨ wK? 

4| WKz‡g‡›U c„ôv b¤̂i ms‡hvR‡bi cÖwµqvwU avivevwnK D‡jøL Kiæb| 

5| †Kvb WKz‡g›U Gi Pviw`‡K 1 BwÂ K‡i gvwR©b Kxfv‡e †mU Kiv hvq| 
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BDwbU 3 Awa‡ekb 6 

 

IqvW© WKz‡g‡›U wK¬cAvU©, wm¤ĵ I Ae‡R± ms‡hvRb 

Ges †Ug‡cøU-Gi e¨envi 

f‚wgKv  

Kx‡ev‡W© me ai‡bi Kv‡i±vi ev Aÿi _v‡K bv| ZvB A‡bK mgq Ggb wKQy Aÿi 

ms‡hvRb Kivi cÖ‡qvRb nq †h Aÿi¸‡jv Kw¤úDUv‡ii KgvÛ e¨envi K‡i Avbv nq| 

GRb¨ Kx †ev‡W©i Abycw¯’Z D³ Aÿimg~n‡K we‡kl K¨v‡i±vi wn‡m‡e AwfwnZ Kiv nq| 

K‡qKwU we‡kl Aÿi n‡jv  ∞,   cÖf„wZ| 

 

cÖwZwU Picture GK GKwU dvB‡j MwVZ Ges dvB‡ji bvg †_‡KB G‡`i evwn¨K bvgKiY 

Kiv nq| G mg Í̄ Picture †K WKz‡g‡›U †h †Kvb ¯’v‡b ms‡hvRb m¤¢e| 

 

D‡Ïk¨    

G Awa‡ekb †k‡l Avcwb- 

 IqvW© WKz‡g‡›U wK¬cAvU© ms‡hvRb, cwieZ©b I cwiea©b Ki‡Z cvi‡eb| 

 IqvW© WKz‡g‡›U wm¤̂j I Ae‡R± ms‡hvRb Ki‡Z cvi‡eb| 

 WKz‡g‡›U †Ug‡cøU Gi myweav Ges Gi e¨envi m¤ú‡K© Rvb‡Z cvi‡eb| 

 

 

ce©mg~n  

ce©-Kt  WKz‡g‡›U wK¬cAvU© ms‡hvRb, cwieZ©b I cwiea©b Kiv     

 

BbmvU© wcKPvi KgvÛ e¨envi K‡i MÖvwd· Avbv (Import graphics using picture 

command): 

cÖwZwU GK GKwU dvB‡j MwVZ Ges dvB‡ji bvg †_‡KB G‡`i evwn¨K bvgKiY Kiv nq| 

G¸‡jv WKz‡g‡›Ui †h †Kvb ¯’v‡b ms‡hvRb m¤¢e|  
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wcKPvi BbmvU© Kivi wbqg : 

1|  WKz‡g‡›Ui wbw ©̀ó ¯’v‡b Kvimi ¯’vcb Ki‡Z n‡e| 

2|  Insert †gby‡Z Picture †gby¯’  Clip Art Kgv‡Û Click Ki‡Z n‡e| 

 

 

 

wPÎ : Picture †gby¯’ KgvÛ wjó| 

 

 

3|  G mg‡q Clip Art Window †`Lv hv‡e| 
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wPÎ t Clip Art Window WvqjM e·| 

 

4|  gvDm c‡q›Uvi Gi gva¨‡g †h Picture wU‡K WKz‡g‡›U ms‡hvRb Ki‡Z n‡e †mwU‡Z 

Select Ki‡Z n‡e| 
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wPÎ : Clip Art Window WvqjM e·| 

 

5 |  Picture wU‡K Select Ki‡j GKwU Pop Down wjó †ei n‡e| †mB wjó †_‡K 

Insert Clip evU‡b Click Ki‡Z n‡e| 

 

6|  Close evU‡b Click Ki‡Z n‡e| 

 

Dc‡iv³ wbq‡g Word Gi mKj Picture †K WKz‡g‡›U GKwU GKwU K‡i ms‡hvRb Kiv 

hv‡e| 

 

ce©-L: gvDm e¨envi K‡i wimvBR MÖvwd·, µc MÖvwd· ˆZwiKiY   

 

Qwe‡K wimvBR Kivi wbqg : 

1|  †h Qwe‡K wimvBR Ki‡Z n‡e †m Qwe‡K cÖ_‡g ¯Œx‡b Avb‡Z n‡e| 
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2|  Qwei Dc‡i gvDm c‡q›Uvi wb‡q Click Ki‡j Qwei Pviw`‡K GKwU evDÛvwi cÖ̀ wkZ© 

n‡e| A_v©r QwewU  Select n‡e| ZLb wU‡K GKwU eW©v‡ii g‡a¨ wbgœiƒc †`Lv‡e- 

 

 

 

wPÎ t Qwe Select. 

 

3| g‡b Kwi wU‡K Wv‡b evov‡Z n‡e| Zvn‡j Dc‡iv³ bgybv ■ wPwýZ eW©v‡i gvDm 

c‡q›Uvi ¯’vcb Ki‡j †`Lv hv‡e c‡q›Uvi AvK…wZ ↔ Gi b¨vq n‡q‡Q| 

4| ZLb gvD‡mi evg †evZvg †P‡c a‡i gvDm Wv‡b gyf Ki‡Z n‡e|  

hZ ~̀i Wv‡b evov‡bv cÖ‡qvRb ZZ ~̀i †cuŠQvgvÎ gvDm †evZvg †Q‡o w`‡Z n‡e| 
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Note t GLb †`Lv hv‡e Picture wU Wv‡b eo n‡q‡Q| wVK Gfv‡e Picture wUi ev‡g A_ev 

Dci A_ev wb‡Pi eW©vi wP‡ý c‡q›Uvi ’̄vcb K‡i †h †Kvb w`‡K †QvU eo Kiv hvq| 

wb‡P  gvB‡µvmd&U IqvW© †cÖvMÖv‡gi  wK¬cAvU© M¨vjvix Ges WKz‡g›U †dvìvi †_‡K 

KZ¸‡jv Qwe ms‡hvRb Kiv n‡q‡Q|  Avcbvi cQ›`gZ Giƒc KZ¸‡jv Qwe ms‡hvRb 

Kiæb| 
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ce©-M : WKz‡g‡›U wm¤̂j I  Ae‡R± ms‡hvRb Kiv  

†¯úkvj K¨v‡iKUvi BbmvU© Kiv 

1. WKz‡g‡b‡Ui †hLv‡bi †¯úkvj K¨v‡iKUvi BbmvU© Ki‡Z PvB †mLv‡b gvDm 

c‡q›Uvi wb‡q wK¬K Kiæb|  

2. Gevi Insert †gby †_‡K Symbol G wK¬K Kiæb|  

3. Zvn‡j Symbol WvqjM e· I‡cb n‡e|  

4. Gevi Symbol WvqjM eK&ª †_‡K Special Characters 
U¨v‡e wK¬K Kiæb| 

 

5. cÖ‡qvRbxq †¯úkvj 

K¨v‡iKUvi wm‡j± 

Kiæb|  

6. Insert evU‡b wK¬K Kiæb|  

7. Zvn‡j WKz‡g‡b‡Ui D³ As‡k †¯úkvj 

K¨v‡iKUvwU BbmvU© n‡e| 

 

 

 

 

†¯úkvj K¨v‡i±v‡ii Rb¨ KxÕi e¨envi (Use key combination for typing special 
characters) t 
1| †h ¯’v‡b ¸iæZ¡c~Y© wPý ev cÖZxK ev K¨v‡i±vi w`‡Z ev jvMv‡Z n‡e †mLv‡b Cursor 
ivL‡Z n‡e| 
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2| Insert †gby‡Z Click Ki‡j GKwU KgvÛ wj÷ cÖ`wkZ© n‡e| 

 

 

 

 

 

 

 

 

 

 

 

 

                     

 

 

wPÎ t Insert †gbyi KgvÛ wj÷| 

 

 

3| Symbol Kgv‡Û  Click Ki‡j Symbol WvqjM e· cÖ̀ wkZ© n‡e| 
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wPÎ : Symbol WvqjM e·| 

 

4| Font e· Down Arrow key Øviv Select Ki‡Z n‡e| 

5| †h cÖZxKwU cÖ‡qvRb †mwU Select Ki‡Z n‡e| 

6| Insert evU‡b Click Ki‡Z n‡e| 

7| Close evU‡b Click Ki‡Z n‡e| 
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ce©-N: WKz‡g›U †Ug‡cøU Gi e¨envi                                         

 

†Ug‡cøU ˆZwiKiY Ges e¨envi 

1. †h WKz‡g‡›Ui †Ug‡cøU ‰Zwi 

Ki‡Z PvB Zv I‡cb Kwi|  

2. Gevi Tools †gby †_‡K 

Templates and Add-Ins 
mve‡gby‡Z wK¬K Kwi|  

3. Zvn‡j Templates and Add-
Ins WvqjM e· I‡cb n‡e|  

4. Gevi Templates and Add-
Ins WvqjM e· †_‡K 

cÖ‡qvRbx Acmb †mU K‡i 

Add evU‡b wK¬K Kwi|   

 

5. Ok evU‡b wK¬K Kwi|  

 

6. Zvn‡j †Ug‡cøUwU ‰Zwi n‡e| 

 

 

 

wb‡Pi gvB‡µvmd&U IqvW© †cÖvMÖv‡gi WKz‡g›U †Ug‡cøU †_‡K cÖvß GKwU cÖ‡dkbvj †iRywg 

(†ckvMZ Rxebe„ËvšÍ) †`qv n‡q‡Q|  GwUi mvnvh¨ wb‡q Avcbvi Rb¨ GKwU Rxebe„ËvšÍ 

ˆZwi Kiæb|  

 



  †gŠwjK Kw¤úDUvi `ÿZv  

 

171 

 
 

wPÎ : GKwU †Ug‡cøU WKz‡g‡›Ui cÖv_wgK Ae¯’v| 
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BDwbU 3                                                                   Awa‡ekb 6  

g~j wkLbxq welq 

IqvW© WKz‡g‡›U wK¬cAvU©, wm¤̂j I Ae‡R± ms‡hvRb Ges †Ug‡cøU-Gi e¨envi 

IqvW© WKz‡g‡›U wK¬cAvU© Gi e¨envi  

WKz‡g›U dvB‡j A‡bK mgq Kx‡ev‡W© †bB Ggb K¨v‡i±vi, wm¤̂j ev wcKPvi ms‡hvRb 

Kivi cÖ‡qvRb nq|  Insert †gbyi Symbol, Picture, File, Diagram, Objects cÖf„wZ 

mve‡gby e¨envi K‡i G KvR¸‡jv Kiv hvq|  g‡b Kiæb, GKwU WKz‡g›U dvB‡j wm¤̂j, 

wcKPvi, Ae‡R± cÖf„wZ Ackb †hvM Ki‡Z n‡e| GRb¨ wb‡P ewY©Z c×wZ AbymiY 

Kiæb|   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

WKz‡g‡›U Qwe ms‡hvRb Kiv 

WKz‡g‡›Ui †h ¯’v‡b Qwe ms‡hvRb Ki‡Z Kvm©i †m ¯’v‡b ¯’vcb Kiæb| Insert †gbyi 

Picture mve‡gby †_‡K Clip Art A_ev  From File Ackb wbe©vPb Kiæb| Clip Art 
Ackb wbe©vPb Ki‡j gvB‡µvmd&U Awdm †cÖvMÖv‡g mshy³ Kgb KZ¸‡jv wcKPv‡ii 

ZvwjKv †`Lv‡e|  ZvwjKv †_‡K cÖ‡qvRbxq Qwe wbe©vPb K‡i Wvej wK¬K ev Insert evU‡b 

wK¬K Kiæb; d‡j wbe©vwPZ QwewU Avcbvi WKz‡g‡›Ui Kvm©i cwRk‡b mshy³ n‡e|  Avi 

Avcbvi cQ‡›`i wbR¯ ̂†Kvb Qwe e¨envi Ki‡Z PvB‡j From File Ackb wbe©vPb Kiæb|  

From File  WvqvjM DB‡Ûv †_‡K cÖ‡qvR‡b †jv‡Kkb cwieZ©b K‡i Avcbvi cQ‡›`i 

QwewU wbe©vPb K‡i Av‡Mi wbq‡g Insert Kiæb| Gevi mshy³ Qwe cÖ‡qvRbgZ †QvU-eo 

Kiæb ev †c‡Ri cÖ‡qvRbxq ¯’v‡b ¯’vcb Kiæb|  
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wPÎ t Microsoft Clip Art Gallery WvqvjM DB‡Ûv| 

 

 

WKz‡g‡›U wm¤̂j ms‡hvRb Kiv 

WKz‡g‡›Ui †h ¯’v‡b Qwe ms‡hvRb Ki‡Z Kvm©i †m ¯’v‡b ¯’vcb Kiæb| Insert †gby †_‡K 

Symbol mve‡gby wbe©vPb Kiæb| Symbol WvqvjM DB‡Ûv cÖ̀ wk©Z n‡j cÖ‡qvRbxq wm¤̂jwU 

wbe©vPb K‡i Insert evU‡b wK¬K Kiæb|  
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wPÎ t Symbol WvqvjM DB‡Ûv| 

 

WKz‡g‡›U Ae‡R± ms‡hvRb Kiv  

WKz‡g‡›Ui †h ¯’v‡b Ae‡R± (PvU©, WvqvMÖvg, AM©v‡bvMÖvg BZ¨vw`) ms‡hvRb Ki‡Z Kvm©i †m 

¯’v‡b ¯’vcb Kiæb| Insert †gby †_‡K Object mve‡gby wbe©vPb Kiæb| Object WvqvjM 

DB‡Ûv cÖ̀ wk©Z n‡j cQ›`bxq Ae‡R±wU Insert Kiæb|  

 
 

 

wPÎ t GKwU cÖwZôv‡bi AM©v‡bvMÖvg| 
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WKz‡g›U †Ug‡cøU Gi e¨envi 

gvB‡µvmd&U Awdm †cÖvMÖÖv‡g †Ug‡cøU AvKv‡i eûj e¨eüZ  wPwVcÎ, Av‡e`b, K¨vk‡g‡gv, 

fvDPvi, Rxeb e„ËvšÍ BZ¨vw`i dig¨vU †`qv Av‡Q †h¸‡jv e¨envi K‡i GKRb 

e¨enviKvix Zvi cÖ‡qvRbgZ G¸‡jv ˆZwi Ki‡Z cv‡ib| †Ug‡cøU †_‡K  cÖK…Z WKz‡g›U 

ˆZwii mgq cÖ‡qvR‡b gvB‡µvmd&U IqvW© †cÖvMÖvg †_‡K ¯q̂swµqfv‡e †ní ev wb‡`k©bv 

cvIqv hvq|  gvB‡µvmd&U Iqv‡W© †Ug‡cøU e¨envi K‡i GKwU Av‡e`bcÎ ˆZwii Rb¨ 

wb‡P ewY©Z c×wZ AbymiY Kiæb|  

 GgGm IqvW© †cÖvMÖvg Pvjy K‡i Ctrl+O Kx †P‡c I‡cb WvqvjM DB‡Ûv Avbqb Kiæb|  

cÖvß WvqvjM DB‡Ûvi Files of Type e‡· wK¬K K‡i Document Templates Kx 

Ackb wbe©vPb Kiæb|  

 WvqvjM DB‡Ûv‡Z wewfbœ ai‡bi †Ug‡cøU WKz‡g›U †`Lv hvIqvi K_v; bv †`Lv †M‡j 

Look in e‡· wK¬K K‡i Program Files>Microsoft Office > Temlates>1033 

†dvìvi I‡cb Kiæb|   

 Gevi wbgœiƒc DB‡Ûv‡Z wewfbœ ai‡bi †Ug‡cøU WKz‡g›U †`L‡Z cv‡e| ZvwjKv †_‡K 

Professional Letter wbe©vPb K‡i I‡cb Kiæb|     
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wPÎ :  †Ug‡cøU WKz‡g‡›Ui I‡cb DB‡Ûv| 

 Professional Resume †Ug‡cøU I‡cb Ki‡j Zv wbgœiƒ‡c †`L‡Z cv‡eb|  G 

WKz‡g‡›Ui wewfbœ ¯’v‡b wK¬K K‡i g~j dig¨vU AcwiewZ©Z †i‡L Avcbvi GKwU Rxeb 

e„ËvšÍ ˆZwi Ki‡Z cvi‡eb|  

 †Ug‡cøU WKz‡g›UwU †Lqvj K‡i †`Lyb Gi gv‡S gv‡S Click here †jLv Av‡Q; Gme 

Ack‡b wK¬K Ki‡j Avcwb Avcbvi wbR¯ ̂gZvgZ †jLvi my‡hvM cv‡eb|  
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  Gevi Dc‡iv³ †Ug‡cøU WKz‡g‡›Ui  Ack‡b Wvej wK¬K Kiæb|  d‡j 

Ab¨ †Ug‡cøU WKz‡g›U I‡cb n‡e †hLv‡b Avcwb Avcbvi wbR¯^ WKz‡g‡›U 

†jLv/e¨envi Kivi wb‡ ©̀kbv cv‡eb|  

 

 
wPÎ t GKwU †Ug‡cøU WKz‡g‡›Ui cÖv_wgK Ae¯’v| 

 

Gfv‡e Avcwb †Ug‡cøU WKz‡g›U e¨envi K‡i my›`i my›`i Rxeb e„ËvšÍ, wPwV-cÎ, 

K¨vk‡g‡gv BZ¨vw` ˆZwi Ki‡Z cvi‡eb|  
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g~j¨vqb: 

1| Symbol †Kvb †gby‡Z cvIqv hvq? 

2| WKz‡g‡›U Symbol ms‡hvR‡bi avcmg~n D‡jøL Kiæb| 

3| †Ug‡cøU wK? Gi mvnv‡h¨ wK wK KvR Kiv hvq? 

4| †Ug‡cøU ‰Zwi Kivi c×wZ wjLyb| 

5| Clipart wK ? 

6| Clipart †Kvb †gbyi Aax‡b ?  

7| Qwe Avbvi wbqg wK ?  

8| †Kvb WKz‡g‡›U §, ® BZ¨vw` †¯úkvj K¨v‡iKUvi BbmvU© Kiv c×wZ wjLyb| 
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BDwbU 3          Awa‡ekb 7 

†Uwej ˆZwiKiY Ges †Uwe‡ji eûwea Acv‡ikb 

f~wgKv  

WKz‡g›U ˆZwi Kivi mgq WKz‡g‡›Ui gv‡S †Uwej ˆZwi K‡i KvR Kiv mnR nq| †hgb- 

ev‡qvWvUv ˆZwi Kivi mgq wkÿvMZ †hvM¨Zv wjLvi mgq †Uwej ˆZwi Kiv nq|   

 

D‡Ïk¨ 

G Awa‡ekb †k‡l Avcwb- 

 IqvW© WKz‡g‡›U †Uwej ms‡hvRb ev ˆZwi Ki‡Z cvi‡eb| 

 †Uwe‡j †U·U wjL‡Z cvi‡eb| 

 †Uwe‡j mvwi I Kjvg ms‡hvRb Ki‡Z I gy‡Q w`‡Z cvi‡eb| 

 †Uwe‡ji †iv-Kjv‡gi D”PZv I cÖk¯’Zv wbqš¿Y Ki‡Z cvi‡eb| 

 

 

 

ce©mg~n 

ce©-K t  WKz‡g‡›U †Uwej ms‡hvRb   

wkÿv_x© eÜziv, Avgiv wbgœwjwLZ c×wZ‡Z WKz‡g‡›U †Uwej ms‡hvRb Ki‡Z cvwi|  

 

Kv‡Ri avivt  

1. WKz‡g‡b‡Ui †hLv‡b †Uwej ‰Zwi Ki‡Z Pvb 

†mLv‡b gvDm c‡q›Uvi wb‡q wK¬K Kiæb|  

2. Gevi Table †gby †_‡K Insert mve‡gby‡Z 

wK¬K Kwi|  

3. Insert mve‡gby‡Z †_‡K Table G wK¬K 

Kiæb|  

4. Zvn‡j Insert Table WvqjM eK&ª I‡cb 

n‡e|  

5. Gevi Insert Table WvqjM eK&ª †_‡K 

Table size As‡k cÖ‡qvRbxq Kjvg I †iv 

msL¨v wm‡j± Kiæb|   
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6. Ok evU‡b wK¬K Kiæb|  

7. Zvn‡j WKz‡g‡b‡Ui wm‡j± Kiv As‡k D³ 

Table †Uwej ˆZwi n‡e| 

 

ce©-L t  †Uwe‡j †U·U wjLb 

 

†Uwe‡j WvUv ms‡hvR‡bi mgq g‡b ivL‡Z n‡e| hw` 

†m‡j WvUv ms‡hvR‡bi mgq †m‡j AvqZb †_‡K 

WvUv AvqZb eo nq Zvn‡j WvUv †f‡½ hv‡e ZLb D³ †m‡ji Wv‡bi eW©v‡i gvDm WªvM 

K‡i cȪ ’ e„w× Ki‡Z n‡e| g‡b Kwi , wb‡Pi WvUv¸‡jv †Uwe‡j UvBc Ki‡Z n‡e| 

1. †Uwe‡ji †h As‡k †UK&ªU ev WvUv GwWwUs Ki‡Z PvB gvDm c‡q›Uvi †mLv‡b wb‡q 

wK¬K Kwi| 

2. cÖ‡qvRbxq †UK&ªU ev WvUv GwWwUs Kwi| 

3. Kx‡evW© †_‡K U¨ve Kx wU Pvwc ev gvDm c‡q›Uvi Ab¨ †Kvb ¯’v‡b wK¬K Kwi| 

 

ce©-M t  †Uwe‡j mvwi I Kjvg ms‡hvRb Kiv I gy‡Q †`qv 

  

1. ‡Uwe‡ji †h ¯’v‡b †iv/Kjvg ms‡hvRb Ki‡Z Pvb gvDm c‡q›Uvi Zvi Dci wK¬K 

Kiæb|  

2. Gevi Table †gby †_‡K Insert mve‡gby‡Z wK¬K Kiæb| 
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3. Insert mve‡gby‡Z †_‡K Columns to the Left, Columns to the Right, Rows 

Above, Rows Below Gi †h †Kvb GKwU‡Z wK¬K Kiæb|  

4. Zvn‡j †Uwe‡ji D³ ¯’v‡b †iv/Kjvg ms‡hvRb n‡e|  

5. Abyyiƒcfv‡e †Uwe‡ji †h †iv/Kjvg gyQ‡Z PvB Zv wm‡j± Kiæb|  

6. Gevi Table †gbyi Delete mve‡gby †_‡K Columns, Rows, Cells Gi †h †Kvb 

GKwU‡Z wK¬K Kiæb|  

7. Zvn‡j †Uwe‡ji D³ †iv/Kjvg gy‡Q hv‡e| 
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 ce©-N: †Uwe‡ji †iv-Kjv‡gi D”PZv I cÖk¯’Zv wbqš¿Y 

 

1| †Uwe‡ji †h †iv-Kjv‡gi 

D”PZv/cÖm¯’Zv wbqš¿Y Ki‡Z Pvb Zv 

wm‡j± Kiæb|  

2| Gevi Table †gby †_‡K Table 
Properties G wK¬K Kiæb|  

3| Zvn‡j Table Properties WvqjM 

eK&ª I‡cb n‡e|  

4| Gevi Table Properties WvqjM eK&ª 

†_‡K Column, Row, Cell †h‡Kvb 

GKwU U¨v‡e wK¬K Kiæb|   

5| size As‡k cÖ‡qvRbxq †iv/Kjvg 

D”PZv ev cÖk¯’Zv †mU Kiæb|   

6| Ok evU‡b wK¬K Kiæb|  

7| Zvn‡j †Uwe‡ji wm‡j± Kiv †iv/Kjvg D”PZv ev cªk¯’Zv †mU n‡e| 

 

 

wkÿv_x© eÜziv, gvB‡µvmd&U IqvW© †cÖvMÖv‡g bZzb GKwU dvBj Ly‡j wbgœiƒ‡c †Uwe‡ji 

wewfbœ ˆewkó¨ m¤úbœ GKwU ev‡qvWvUv ˆZwi Kiæb|  

 

Curriculum Vitae 
 

1. Name   :  Md. Saifuzzaman 

2. Father’s Name  :  Md. Arifuzzaman 

3. Present Address :  276, North Kafrul, Dhaka-1205   

4. Permanent Address :  Kholahati, Parbatipur-5251, Dinajpur. 

5. Contact No  :  +88 029291177, 01716523246 

6. E-mail   :  mamunst2003@gmail.com 
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7. Qualifications   : 

 

Type 
Exam 
Name 

Institution 
Group/ 
Subject 

Exam 
Year 

Class/ 
Division 

A
ca

de
m

ic
 

Q
ua

lif
ic

at
io

ns
 

S.S.C Rajshahi 
Board 

Science Group 1995 1st Division 

H.S.C Rajshahi 
Board 

Science Group 1997 1st Division 

B. Sc 
(Hons) 

University of 
Rajshahi 

Computer 
Science 

2003 1st Class 

M. Sc. Stamford 
Univesity 

Computer 
Science 

2006 1st Class 

Se
rv

ic
e 

Ex
pe

rie
nc

e 

Institution Job Position Period 
Dhaka Shiksha Bord Lab. 

College 
Tarash, Sirajgonj 

Lecturer in Computer 
Science 

01/04/2002 – 
31/10/2004 

Department of Computer 
Science 

Islamic University, Kushtia 

Lecturer in Computer 
Science 

01/11/2004 – 
Present 

 
 

  

 
 
 
Signature:  
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 BDwbU 3 Awa‡ekb 7 

g~j wkLbxq welq 

†Uwej ˆZwiKiY Ges †Uwe‡ji eûwea Acv‡ikb 

 

 

 

 

 

†Uwej ˆZwi, cwieZ©b I cwiea©b Kiv   

WKz‡g‡›Ui †h ¯’v‡b †Uwej ˆZwi Ki‡Z n‡e †mLv‡b Kvm©i †i‡L †mLv‡b ¯’vbvšÍi Kiæb| 

Table †gbyw¯’Z Insert Table Ackb wbe©vPb Ki A_ev Uzjevi †_‡K Table  AvBKb wK¬K 

Kiæb|  Insert Table WvqvjM DB‡Ûv cÖ`wk©Z n‡j WvqvjM DB‡Ûvi Number of 

Columns  e‡· Kjvg msL¨v 5 Ges Number of Rows e‡· mvwii msL¨v 5 D‡jøL K‡i 

Ok  evU‡b wK¬K Kiæb| d‡j 5 mvwi Ges 5 Kjvg wewkó GKwU †Uwej ˆZwi n‡j Zv‡Z 

wbgœiƒc Z_¨ wjwce× Kiæb|  cÖ‡qvR‡b gvDm e¨envi K‡i mvwi I Kjv‡gi cȪ ’ ev D”PZv 

cybtwba©viY Kiæb|  

 

 
 

wPÎ t Insert Table WvqvjM DB‡Ûv| 
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†Uwe‡ji bZzb mvwi I Kjvg ms‡hvRb Kiv 

†Uwe‡ji me©‡kl †m‡j Kvm©i †i‡L U¨ve Kx Pvc‡jB Gi wb‡P bZzb mvwi †hvM nq|  Z‡e 

Ab¨ †Kvb Ae¯’vq Kvm©i Ae¯’v‡bi Dc‡i ev wb‡P bZzb mvwi †hvM Kivi  Rb¨ Table 
†gbyw¯’Z Insert Ack‡b wM‡q h_vµ‡g  Rows Above ev Rows Below Ack‡b wK¬K 

Kiæb|  Abyiƒcfv‡e Kvm©i Ae¯’v‡bi ev‡g ev Wv‡b bZzb mvwi †hvM Kivi Rb¨ Table 
†gbyw¯’Z Insert Ack‡b wM‡q h_vµ‡g Columns to the Left ev Columns to the Right 
Ack‡b wK¬K Kiæb|   

  

†Uwe‡ji mvwi I Kjvg GKwÎZKiY 

A‡bK mgq †Uwe‡ji ỳ ev Z‡ZvwaK †mj‡K GKwÎZ K‡i GKwU e„nr †m‡j iƒcvšÍwiZ 

Ki‡Z nq wKsev GKwU e„nr †mj‡K GKvwaK ÿz`ªZi †m‡j wefvwRZ Ki‡Z nq|  Table 
†gbyw¯’Z h_vµ‡g Merge Cells Ges Split Cells Ack‡bi gva¨‡g G KvR¸‡jv Kiv hvq|  

wbgœiƒc †Uwe‡ji AbyKi‡Y Table †gbyi Merge Cells Ges Split Cells Ack‡bi e¨envi 

iß Kiæb|  

 
   

 2 3 4 5 6 20 

     

       

     

    

 

   

      2 3 4 5 6 20 
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mvwi I Kjv‡gi wbD‡gwiK msL¨vq †hvM Kiv t †Uwe‡ji mvwi I Kjv‡gi wbD‡gwiK 

msL¨vq †hvM, we‡qvM, Mo cÖf„wZ MvwYwZK Kvh©µg m¤úv`b Kivi Rb¨ Table †gbyw¯’Z 

Formula mve‡gby e¨envi Ki‡Z nq| G AckbwU e¨envi K‡i †Uwe‡j cÖ`Ë wbD‡gwiK 

msL¨vi e¨envi iß Kiæb|  

 

 

 

 

 

 

 

 

 
 

 

 

 

 

g~j¨vqb: 

1|  3 Kjvg Ges 5 mvwi wewkó GKwU †Uwej ˆZwii c×wZ D‡jøL Kiæb|  

2|  †Uwe‡j Kxfv‡e bZzi mvwi ev Kjvg ms‡hvRb Ki‡Z nq?  

3| †Uwe‡ji  †iv-Kjvg †gvQv c×wZ wjLyb| 

 

wPÎ t Formula WvqvjM DB‡Ûv| 
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BDwbU 3       Awa‡ekb 8 

 

gy`ªY mvgMÖx Drcv`b I gy`ªY Kiv 

 

f‚wgKv  

WKz‡g‡›U †jLv †kl n‡j Ges wcÖ›U Kivi cÖ‡qvRb n‡j wcÖ›U Kivi c~‡e© wcÖwfD (Preview) 

K‡i †`Lvi cÖ‡qvRb nq| KviY c„ôvq wVKgZ †jLv n‡q‡Q wKbv Ges †Kvb cv‡k †ewk ev` 

†`qv n‡q‡Q wKbv| 

 

    

D‡Ïk¨ 

G Awa‡ekb  †k‡l Avcwb- 

 gỳ ªYmvgMÖx †hgb t Gwcø‡Kkb, †jUvi, †bvwUk BZ¨vw` ˆZwi Ki‡Z cvi‡eb| 

 gỳ ªYmvgMÖxi wcÖ›U wcÖwfD Ae‡jvKb Ki‡Z cvi‡eb|                               

 D‡jøwLZ gy ª̀YmvgMÖx gỳ ªY Ki‡Z cvi‡eb|         

 

 

ce©mg~n  

ce©-K t  gỳ ªYmvgMÖx ˆZwi Kiv                                 

   

 

gvB‡µvmd&U IqvW© †cÖvMÖvg e¨envi K‡i AwZ mn‡R wewfbœ gy ª̀YmvgMÖx (†hgb: Gwcø‡Kkb, 

R‡qwbs †jUvi, G·‡cwi‡qÝ †jUvi, K¬vm iæwUb, QywU I cixÿvi †bvwUk BZ¨vw`) ˆZwi 

Ges g~̀ ªY Kiv hvq|  

 

GKwU bZzb IqvW© WKz‡g›U Ly‡j Zv‡Z wbgœiƒc GKwU wb‡qvM cÎ ‰Zwi  Kiæb| 
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Memo No:      Dated:  

To 
Mr. Md. Saifuzzaman 
S/O; Mr. Abdur Rahim Akand 
Village + Post: Parbatipur, District: Dinajpur   
Subject: Appointment letter. 

Dear Sir,  

After due consideration of your curriculum vitae and performance in the interview 

held on 28-06-2005, the school authority has decided to appointment you in the 

post of Assistant Teacher of  Computer Studies on the following terms and 

conditions: 

1. The appointment is purely on temporary basis for six months from the date 
of your formal joining. 

2. A monthly consolidated salary in the pay scale of Tk.8,000/=250/= 
812,000/=  only will be paid to you. 

3. After successful completion of two years from the date of joining, the 
school authority will decide for extension/regularization of your service in 
the post.  

4. Your service may be terminated by the authority by one month’s prior 

notice and you may also give one month’s prior notice to the school 

authority for leaving it.  

5. You are to submit your nationality and character certificate from the 
Chairman of the local body of your area.        

If you are agreed to the above noted terms and conditions, then you are requested 

to formally join the post by 07-7-2005. 

Chairman 

Nurul Huda High School,  

Parbatipur-5251, Dinajpur.  
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ce©-L: gy ª̀YmvgMÖxi wcÖ›U wcÖwfD 

Ae‡jvKb Kiv                              

    

1| F7 Kx †P‡c cÖwkÿYv_x©‡`i ˆZwi 

Kiv wb‡qvMcÎ wKsev AwfÁZvi 

mb`cÎ evbvb Ges 

e¨vKiYRwbZ †Kvb fyj _vK‡j 

ms‡kvab Kiæb| AZtci †mwU 

wcÖ›Uv‡ii gva¨‡g KvM‡R gy ª̀Y 

(wcÖ›U) Ki‡j wKiƒc †`Lv‡e Zv 

†`Lvi Rb¨ WKz‡g‡›Ui wcÖ›U wcÖwfD 

ev gy ª̀‡Yi c~‡e© Aby‡PQ‡`i cÖK…Z 

Ae¯’v Ae‡jvKb Kivi Rb File †gby 

†_‡K Print Preview mve‡gby wbe©vPb 

Kiæb wKsev Ctrl + F2  Kx Pvcyb|   

2|  wcª&›U wcÖwfD WvqvjM DB‡Ûv‡Z 

WKz‡g‡›Ui wcÖ›U wcÖwfD ev gy ª̀‡Yi 

c~e©eZx© Ae¯’v Ae‡jvKb Kiæb| wcÖ›U 

wcÖwfD Kivi mgq †jLvi mvBR †QvU 

ev eo Kivi Rb¨ View †gby †_‡K Zoom mve‡gby wbe©vPb K‡i wbb| G Ae¯’vq 

WKz‡g‡›U †Kvb fyj †c‡j Zv ms‡kvab Kiæb|  

 

ce©-Mt gy`ªYmvgMÖx wcÖ›U Kiv   

1| wcÖ›Uvi mwVKfv‡e CPU-Gi ms‡M 

mshy³ Kiæb Ges wcÖ›Uv‡i cÖ‡qvRbxq 

KvMR w`b I wcÖ›Uvi On Kiæb| 

2| †h WKz‡g›UwU wcÖ›U Ki‡Z Pvb Zv 

Open Kiæb| 
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3| File †gby †_‡K Print ev Kx-†ev‡W© Ctrl+P Pvc w`b| 

4| Print WvqvjM e· Open n‡j cÖ‡qvRbxq Ackb wm‡j± Kiæb| 

5| Ok evUb Pvc‡j wKQyÿ‡Yi g‡a¨ D³ WKz‡g›U wcÖ›U n‡e| 

 

c~e©eZx© WKz‡g‡›Ui bZzb cvZvq wbgœiƒc GKwU AwfÁZvi mb`cÎ ‰Zwi K‡i g~ ª̀Y Kiæb|  

TO WHOM IT MAY CONCERN 

This is to certify that Mr. Md. Saifuzzaman, S/O Mr. Abdur Rahim 
Akand, Village: Kholahati, Post & P. S: Parbatipur-5251, Upazilla: 
Parbatipur, District: Dinajpur, Bangladesh has served the Nurul Huda High 
School as an Assistant Teacher of Computer Studies from July 1, 
2005 to May 31, 2007 with a monthly consolidated salary of Tk: 8,000/= in 
the pay scale of Tk.8,000/= 250/=  8 12,000/=  only. 
 
Mr. Saifuzzaman was a very successful teacher in the school. As a teacher 
he was found always energetic, dutiful and diligent. Mr. Saifuzzaman can 
be entrusted with any amount of teaching load. He has a pleasing 
personality and possesses a good moral character.  
 
To the best of my knowledge he did not take part in any activity subversive 
to the state or any of discipline. 
 
I wish him every success in life. 
 
 
 

(Md. Mohsin Ali) 

Head Teacher 

Tarash Islamia Pilot High School 

Tarash-6780, Sirajgonj. 
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BDwbU 3 Awa‡ekb 8 

g~j wkLbxq welq 

gy ª̀Y mvgMÖx Drcv`b I gỳ ªY Kiv 

 

gy`ªY mvgMÖx Drcv`b Kiv 

gvB‡µvmd&U IqvW© †cÖvMÖvg wkL‡bi Ab¨Zg D‡Ïk¨ n‡jv wewfbœ ai‡bi gy ª̀Y mvgMÖx †hgbt 

wfwRwUs KvW©, Kvh©cÎ, †cv÷vi, `vIqvZ KvW©, Rxebe„ËvšÍ, Av‡e`bcÎ, AwfÁZvi 

mb`cÎ BZ¨vw` ˆZwi Ges †m¸‡jv gy ª̀Y Ki‡Z cviv| hw`I Gme Kv‡Ri Rb¨ GLb AviI 

DbœZgv‡bi md&UIq¨vi e¨envi Kiv hvq|  wKš‘ mvaviY Awdwkqvj Ges e¨w³MZ Kv‡R 

gy ª̀Y mvgMÖx Drcv`‡b GgGm Iqv‡W©i Rywo †bB|  Dc‡i G¸‡jvi K‡qKwU bgybv †`qv 

n‡q‡Q| G BDwb‡Ui c~e©eZx© †mkbmg~n fv‡jvfv‡e iß Ki‡j Avcwb G¸‡jv ˆZwi K‡i 

gỳ ªY Ki‡Z cvi‡eb|   

 
IqvW© WKz‡g‡›U wjwLZ Z_¨ gy ª̀Y Kiv  

gvB‡µvmdU IqvW© WKz‡g‡›U wjwLZ Aby‡PQ` wcÖ›Uv‡ii gy ª̀‡Yi Rb¨ File †gby †_‡K Print 
mve‡gby wbe©vPb Ki‡Z nq wKsev Ctrl + P Kx Pvcyb| AZtci Print WvqvjM DB‡Ûv G‡j 

wcÖ›Uvi Pvjy K‡i I wcÖ›Uv‡i cÖ‡qvRbxq KvMR mieivn K‡i OK evU‡b wK¬K Kiæb|   

 

 

wPÎ: Print WvqvjM DB‡Ûv| 
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wewfbœ wcÖw›Us Ackb 

 

Printer- cÖ‡qvRbxq wcÖ›Uvi wm‡j± Kiæb I 

Properties G wK¬K K‡i D³ wcÖ›Uvi wewfbœ 

Ackb †mU Kiæb| 

 

 

 

 All- n‡j D³ WKz‡g‡›Ui mKj 

†cR wc›U n‡e| 

 

 Current Page- †h c„ôvq Kvm©i 

i‡q‡Q Zv wcÖ›U n‡e| 

 

 Pages- †h mKj c„ôv bv¤̂vi †`qv 

n‡e D³ WKz‡g‡›Ui †mB page 

¸‡jv wcÖ›U n‡e| 
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 Copies- cÖwZwU Page KZ Kwc n‡e Zv 

†mU Kiæb| 

 

 
 

 

 

 Zoom-Pages per Sheet 
As‡k cÖwZ wm‡U KZ c„ôv n‡e Zv 

†mU Kiæb|  

 

 Scale to Paper Size- 
KvM‡Ri mvBR wKiƒc n‡e Zv †mU 

Kiæb| 
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 Print What- †Kvb 

Page ¸‡jv wcÖ›U n‡e Zv 

†mU Kiæb| 

 

 

 

 

 

 

 

 

 

 

 

 

 

Option G evU‡b Pvc‡j Print G Ab¨ Ackb †mU Kiv hvq| 

 

 

wcÖ›U wcÖwfD Kiv 

1. WKz‡g‡›Ui wcÖ›U wcÖwfD ev gy ª̀‡Yi c~‡e© Aby‡PQ‡`i cÖK…Z Ae¯’v Ae‡jvKb Kivi Rb¨ 

File †gby †_‡K Print Preview mve‡gby wbe©vPb Kiæb wKsev Ctrl + F2 Kx Pvcyb| d‡j 

cÖvq cy‡iv c ©̀v Ry‡o WKz‡g›U cÖ̀ wk©Z n‡e| G Ae¯’vq WKz‡g‡›U †Kvb fyj †c‡j Zv 

ms‡kvab Kiæb| jxf Ki‡Z n‡j Close G Click Kiæb| 
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wPÎ t  WKz‡g‡›Ui wcÖ›U ev gy ª̀‡Yi c~e©eZx© Ae¯’v| 

 

Zoom ciweZ©b Kiv  

1. WKz‡g‡›U †jLv, †`Lv ev wcÖ›U 

wcÖwfD Kivi Rb¨ †jLvi mvBR 

†QvU ev eo Kiv‡K Zoom 

eySvq|  Zoom Kivi Rb¨ 

View †gby †_‡K Zoom 

mve‡gby wbe©vPb Kiæb| Gevi 

Zoom WvqjM e‡K&ªi Zoom to 

As‡k cÖ‡qvRbxq Percentage 

†mU Kiæb| Ok evU‡b wK¬K 

Kiæb| Zvn‡j †`q msL¨v 

Abyhvqx WKz‡g›UwU Zoom n‡e| 
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g~j¨vqb: 

1|  wcÖ›U wcÖwfD †`Lvi Kx‡evW© KgvÛ Kx?  

2|  wcÖ›U wcÖwfD †Kvb& †gbyi AšÍM©Z?    

3|  wcÖ›U wcÖwfD †Kb †`Lv nq? 

4| wcÖ›U wcÖwfD cÖ̀ k©b I jxf Kivi c×wZwU wjLyb| 

5| Ryg wK? 

6| †Kvb WKz‡g›U 120% G Zoom Kivi c×wZwU wjLyb| 

7| wcÖ›U KgvÛ Kq fv‡e †`qv hvq?  

8| wcÖ›U KgvÛ †`qvi Kx‡evW© KgvÛ Kx?  

9| †Kvb WKz‡g›U wcÖ›U Kivi c×wZ wjLyb| 

10| wewfbœ wcÖw›Us Acm‡bi eY©bv w`b| 

11| Document Gi meKwU †cR wcÖ›U †`qvi KgvÛ wK? 

 

 

Abykxjbg~jK KvR: 

1|  GKw`‡bi QzwUi Rb¨ GKwU Av‡e`bcÎ wj‡L KvM‡R wcÖ›U Kiæb|   

2|  we`¨vj‡qi cÖavb wkÿ‡Ki c‡`i Rb¨ GKwU Av‡e`b cÎ wj‡L wcÖ›U Kiæb|  

3|  Avcbvi Rb¨ GKwU ev‡qvWvUv ˆZwi K‡i wcÖ›U Kiæb|  

 




