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IqvW© cÖ‡mm‡ii mvnv‡h¨ †jLvi KvR 

 

 

 

f~wgKv 

gvbyl †jLvi gva¨‡g g‡bi fve cÖKvk K‡i _v‡K| ‰`bw›`b Rxe‡bi wewfbœ  cÖ‡qvR‡b Avgiv †jLv‡jwL K‡i _vwK| 

Z_¨ cÖhyw³i hy‡M ‡jLvi KvRwU Kivi Rb¨ IqvW© cÖ‡mmi e¨envi K‡i _vwK| wbf©zjfv‡e †jLv‡jwLi KvR Kiv I 

bv›`wbKfv‡e g‡bi fve Dc¯’vcb Kivi †ÿ‡Î IqvW© cÖ‡mm‡ii ¸iæZ¡ A‡bK| GB BDwb‡U IqvW© cÖ‡mm‡ii wewfbœ 

ˆewkó¨ I e¨envi wb‡q we¯ÍvwiZ Av‡jvPbv Kiv n‡q‡Q| wKfv‡e IqvW© cÖ‡mm‡i bZzb WKz‡g›U †Lvjv nq, ‡Ue ÿjvi 

WvUv Dc¯’vcb Kiv hvq, wKfv‡e WKz‡g‡›U wPÎ ms‡hvRb Kiv hvq Zv Rvb‡Z cvi‡eb| ‰`bw›`b Rxe‡bi wnmve- 

wbKvk Kivi †ÿ‡Î wKfv‡e gvB‡µvmd&U G‡·j bvgK G¨vwcø‡Kkb md&UIq¨vi e¨envi Kiv hvq Zv e¨vL¨v Ki‡Z 

cvi‡eb|  

 

 

 

 

 

 

 

 

BDwbU mgvwßi mgq 

 

      BDwbU mgvwßi m‡e©v”P mgq  3 mßvn|  

GB BDwb‡Ui cvVmg~n 

cvV - 4.1 :  IqvW© cÖ‡mm‡ii mvnv‡h¨ †jLvi KvR 

cvV - 4.2 :  gvB‡µvmd&U IqvW© (Microsoft Word) Gi cwiwPwZ I bZzb WKz‡g›U wb‡q KvR Kiv 

cvV - 4.3 :  gvB‡µvmd&U IqvW© (Microsoft Word) †jLv‡jwLi mvRm¾v : d›U ÷vBj  

cvV - 4.4 :  gvB‡µvmd&U IqvW© (Microsoft Word) †jLv‡jwLi mvRm¾v : ey‡jU I bv¤̂vwis 

cvV - 4.5 :  gvB‡µvmd&U IqvW© (Microsoft Word) †jLv‡jwLi mvRm¾v : †Uwej I Qwe †hvM Kiv 

cvV - 4.6 :  gvB‡µvmd&U IqvW© (Microsoft Word) †jLv‡jwLi mvRm¾v : Qwe, jvBb, †kc, Bjvm‡÷ªkb 

†hvM Kiv 

cvV- 4.7 :  gvB‡µvmd&U IqvW© (Microsoft Word) †jLv‡jwLi mvRm¾v : †cR †j-AvDU I gvwR©b wVK Kiv 

cvV - 4.8 : gvB‡µvmd&U IqvW© (Microsoft Word) †jLv‡jwLi mvRm¾v :  †nWvi, dzUvi I c„ôvi bv¤^vi ms‡hvRb 

cvV - 4.9 : †¯úªWwkU I Avgvi wnmve-wbKvk 

cvV - 4.10: †¯úªWwkU G bZzb WKz‡g›U wb‡q KvR Kiv 

cvV - 4.11:  gvB‡µvmd&U G‡·‡j wnmve-wbKvk 

cvV - 4.12: gvB‡µvmd&U G‡·‡j wewfbœ dvsk‡bi e¨envi 
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cvV-4.1  IqvW© cÖ‡mm‡ii mvnv‡h¨ †jLvi KvR 

 D‡Ïk¨ 

GB cvV †k‡l AvcwbÑ 

 IqvW© cÖ‡mmi wK Zv ej‡Z cvi‡eb| 

 IqvW© cÖ‡mm‡ii myweav wK eY©bv Ki‡Z cvi‡eb| 

 

 

gyL¨ kã IqvW© cÖ‡mmi , gvB‡µvmd&U IqvW©|  

 

gvbyl g‡bi fve cÖKvk Kivi Rb¨ †jLv‡jwL K‡i| wewfbœ  cÖ‡qvR‡b Avgiv †jLv‡jwL K‡i  _vwK| 

†hgb-†KD eB †j‡Lb, †KD Mí Dcb¨vm †j‡Lb wKsev †KD w`bcwÄ †j‡Lb|  †jLv‡jwLi cvkvcvwk Avgiv 

ˆ`bw›`b Rxe‡b wewfbœ ai‡bi wnmve-wbKvk K‡i _vwK| evRv‡ii  wnmve, evmv fvovi wnmve wKsev cixÿvi djvdj 

cȪ ‘Z BZ¨vw`| †jLv‡jwL I wnmv‡ei G KvR¸‡jv Kiv GK mgq A‡bK Kómva¨ I mgq mv‡cÿ wQj| wKš‘ Z_¨ I 

†hvMv‡hvM cÖhyw³i  µg weKv‡ki d‡j G KvR¸‡jv Kiv GLb A‡bK mnRmva¨ n‡q †M‡Q| cÖ‡qvRbxq G KvR¸‡jv  

Kivi Rb¨ Avgv‡`i nv‡Zi bvMv‡j A‡bK md&UIq¨vi i‡q‡Q| Gme md&UIq¨vi‡K ejv nq Awdm md&UIq¨vi| 

Avgv‡`i j¨vcUc, †W¯‹Uc wKsev ¯§vU©‡dv‡b mn‡RB G ai‡bi  md&UIq¨vi¸‡jv BÝUj I e¨envi Kiv hvq|  

†KvbwKQz †jLvi KvR nj G‡Ki g‡bi fve A‡b¨i Kv‡Q Zz‡j aiv| eZ©gv‡b GB Kv‡R †h  md&UIq¨vi e¨envi Kiv 

nq Zv‡K IqvW© cÖ‡mmi e‡j| †hgb- GgGm Awdm (MS office)  Gi gvB‡µvmd&U IqvW© (Microsoft Word), 

†bvWc¨vW, I‡cb Awdm BZ¨vw`|  

IqvW© cÖ‡mm‡ii myweavt 

gvbyl Zvi Kíbv‡K A‡b¨i Kv‡Q Zz‡j ai‡Z gva¨g wn‡m‡e †jLvi KvR ïiæ K‡i| Z_¨ cÖhyw³i  G hy‡M †jLvi G 

KvRwU Kivi Rb¨ IqvW© cÖ‡mmi Gi ¸iæZ¡ A‡bK| IqvW© cÖ‡mm‡i KvR Kivi †ÿ‡Î A‡bK myweav i‡q‡Q| †hgbt 

 wbf©zjfv‡e †jLv‡jwLi KvR Kiv Ges fzj n‡j ms‡kva‡bi my‡hvM cvIqv|  

 bv›`wbKfv‡e g‡bi fve Dc¯’vcb Kiv|  

 †jLv‡K wewfbœfv‡e Dc¯’vcb Kiv hvq| †hgbt †jLvi AvKvi †QvU-eo Kiv, †jLv‡K  iw½b Kiv BZ¨vw`| 

 cy‡iv †jLv cÖ_g †_‡K ïiæ bv K‡i bZzb †jLv cÖ‡ek Kiv‡bv, †jLv gy‡Q †djv ev  †jLv‡K bZzb iæ‡c mvRv‡bv 

hvq| 

 cÖ‡qvR‡b †jLvi gv‡S Qwe, PvU©, †Uwej ms‡hvRb K‡i †jLv‡K MÖnY‡hvM¨ Kiv hvq|   

 GKB mv‡_ G‡Ki AwaK WKz‡g›U wb‡q KvR Kiv hvq|  

 dvBÛ-wi‡cøm KgvÛ Gi gva¨‡g Aí mg‡q kã †LvuRv hvq I cÖwZ¯’vcb Kiv hvq|  

 eo AvKv‡ii WKz‡g›U †hgbt M‡elYv cÎ, Qwei ZvwjKv BZ¨vw` Aí mg‡q ˆZwi  Kiv|  

 WKz‡g›U msiÿY Kiv hvq|  

 

 

wkÿv_©xi KvR 

IqvW© cÖ‡mm‡ii cÖ‡qvRbxqZvi Ici GKwU cÖwZ‡e`b ˆZwi Kiæb|  
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mvims‡ÿc 

 

gvbyl Zvi Kíbv‡K A‡b¨i Kv‡Q Zz‡j ai‡Z gva¨g wn‡m‡e †jLvi KvR ïiæ K‡i| Kw¤úDUvi e¨e ’̄vq A_ev 

AvBwmwU wWfvBmmg~‡n mvaviYZ WKz‡g›U ˆZwi I cÖwµqvKi‡Yi Rb¨ e¨eüZ we‡kl ai‡bi md&UIq¨vi‡K ejv 

nq IqvW© cÖ‡mwms ev IqvW© cÖ‡mmi| gvB‡µvmd&U IqvW©, IqvW© cvi‡d±, IqvW©÷vi BZ¨vw` n‡jv IqvW© 

cÖ‡mm‡ii D`vniY|  

 

 cv‡VvËi g~j¨vqb-4.1 

mwVK DË‡ii cv‡k wUK () wPý w`b 

1|   gvby‡li g‡bi fve cÖKv‡ki mnR gva¨g †KvbwU?  

     K. eBcÎ  L. †jLv‡jwL  M. msev`cÎ  N. Kíbv 

2|   †KvbwU IqvW© cÖ‡mwms md&UIq¨vi? 

      K. gvB‡µvmd&U IqvW©       L. †WUv‡eR md&UIq¨vi 

      M. †¯cÖWmxU md&UIq¨vi                N. gvB‡µvmd&U G‡·j 

3|  IqvW© cÖ‡mm‡ii myweav n‡jv- 

 i .  ‡jLvi Ask we‡kl Kwc Kiv qvq  

 ii.  wewfbœ d‡›U †jLv mvRv‡bv hvq  

 iii. †h ‡Kv‡bv  Ask Kwc Kiv hvq   

 wb‡Pi †KvbwU mwVK ? 

 K. i I ii          L. i I iii               

 M. ii I iii            N. i, ii I iii 
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cvV-4.2  gvB‡µvmd&U IqvW© (Microsoft Word) Gi cwiwPwZ I bZzb WKz‡g›U wb‡q 

KvR Kiv 

 D‡Ïk¨ 

GB cvV †k‡l AvcwbÑ 

 gvB‡µvmd&U IqvW© (Microsoft Word) wK Zv ej‡Z cvi‡eb| 

 wKfv‡e bZzb WKz‡g›U I‡cb, †mBf ev msiÿY Kiv hvq Zv e¨vL¨v Ki‡Z cvi‡eb|   

 

 

gyL¨ kã gvB‡µvmd&U IqvW© 

 

gvB‡µvmd&U IqvW© (Microsoft Word) gvB‡µvmd&U Awdm Gi GKwU c¨v‡KR †cÖvMÖvg ev md&UIq¨vi 

hvi mvnv‡h¨ Avgiv wbZ¨ cÖ‡qvR‡b bZzb WKz‡g›U ˆZwi, msiÿY wKsev c~‡e© ˆZwiK…Z WKz‡g›U cwieZ©b 

Ki‡Z cvwi| gvB‡µvmd&U Awdm Avgv‡`i‡K ¯^í mg‡q cÖ‡dkbvj WKz‡g›U, †cÖ‡R‡›Ukb, †¯cÖWwk‡U Z_¨ I 

Bbdi‡gkb ivLv I e¨envi Ki‡Z mvnvh¨ K‡i| gvB‡µvmd&U  IqvW© Gi wewfbœ Dcv`vb (Uzjm) e¨envi K‡i Qwe, 

PvU©, †Uwej ms‡hvRb K‡i Avgiv cÖ‡dkbvj WKz‡g›U ˆZwi Ki‡Z cvwi| GK K_vq Avgiv ej‡Z cvwi  gvB‡µvmd&U 

IqvW©t  

 GKwU md&UIq¨vi 

 GKwU WKz‡g›U cÖ‡mwms Uzjm& 

 Gi gva¨‡g Avgiv WKz‡g›U cÖ‡mwms, m¤cv`bv I msiÿY Ki‡Z cvwi| 

gvB‡µvmd&U IqvW© (Microsoft Word) -G bZzb WKz‡g›U I‡cb 

gvB‡µvmd&U IqvW© G bZzb WKz‡g›U †Lvjvi Rb¨ wb‡Pi avc¸‡jv AbymiY Ki‡Z n‡et 

1|  cÖ_‡g gvDm c‡q›Uvi Gi gva¨‡g ÷vU© evUb G wK¬K Ki‡Z n‡e (wPÎ-1)|  

2|  Gici All Programs wK¬K Ki‡Z n‡e (wPÎ-1)| 

3|  Gici bZzb GKwU †gby Avm‡e, †hLv‡b A‡bK¸‡jv Ackb _vK‡e|  

4| gvB‡µvmd&U Awdm n‡Z gvB‡µvmd&U Awdm IqvW© 2007 G wK¬K Ki‡Z n‡e| (wPÎ-2) 

 

 

 

 

 

 

 

 

 

                                 wPÎ-1                                                              wPÎ-2 
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5| Zvn‡j wb‡¤œi gZ GKwU DB‡Ûv Avm‡e (wPÎ-3)|  

ms‡ÿ‡c t start>All Programs> Microsoft Office>Microsoft office word 2007 

 

 

 

 

  

      wPÎ-3 

gvB‡µvmd&U IqvW© Gi bZzb WKz‡g›U Gi wewfbœ Askmgyn wPÎ -3 G †`Lv‡bv n‡q‡Q| bZzb GB WKz‡g›U wb‡q KvR 

Ki‡Z †M‡j bZzb WKz‡g›U Gi evg cv‡k Dci GKwU weøswKs j¤v̂ `vM †`L‡Z cv‡eb †hUv‡K insertion point ejv 

nq (wPÎ-4)| GLvb n‡ZB Avgiv †jLv ïiæ Kwi|  

 

 

       wPÎ-4 

Gici Avgiv cÖ‡qvRb Abyhvqx †jLv wjL‡Z cvie| GKwU jvBb †kl n‡q †M‡j Kvm©i ¯̂qswµqfv‡e c‡ii jvB‡b 

P‡j Avm‡e|  

Office বাটন 
Quick Access  টুলবার  Title Bar 

Command and Groups 

Horizontal bar Status Bar 

Insertion point 
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bZzb WKz‡g›U †mBf (Save) ev msiÿY Kiv  

bZzb WKz‡g›U Gi †jLvi KvR †kl K‡i WKz‡g›UwU fwel¨‡Z e¨envi Kivi Rb¨ †mBf (Save) Ki‡Z nq| GRb¨ 

wb‡Pi avc¸‡jv AbymiY Ki‡Z n‡et 

1|  cÖ_‡g Awdm evUb G wK¬K Ki‡j wb‡Pi gZ †gby Avm‡e (wPÎ-5) 

  

 

wPÎ-5 

 

2|  Gici                 wK¬K Ki‡Z n‡e (wPÎ-5)|  

 

3|  G‡Z Avcbvi mvg‡b wPÎ-6 Gi gZ GKwU WvqjM e· Avm‡e| Gici cÖ‡qvRbxq Ackbmg~n A_©vr 

WKz‡g›UwUi GKwU  bvg, ‡jv‡Kkb wm‡j± K‡i wb‡Pi †mBf evUb G wK¬K Ki‡Z n‡e| Zvn‡j WKz‡g›UwU D³ 

bv‡g I †jv‡Kk‡b msiwÿZ ev †mBf n‡e| Gici hZ cÖKvi †jLv wjwL Kwi mewKQzB D³ dvB‡j †mBf 

n‡e| D`vniY wn‡m‡e ej‡Z cvwi  Dc‡ii dvBjwU first.docx bv‡g †mBf _vK‡e| Gici †Kvb wKQz 

wjL‡j bZzb K‡i File>Save KgvÛ e¨envi Ki‡Z n‡e A_ev ms‡ÿ‡c wK‡evW© n‡Z Ctrl+S Pvc‡j mewKQz 

first.docx dvB‡j †mBf n‡q hv‡e| 

 

   

 

 

 

 

 

 

 

 

 

 

 

wPÎ-6 

 

       

†mBf evUb 

dvB‡ji bvg 
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msiwÿZ WKz‡g›U A‡cb Kiv ev †Lvjv   

Avgiv IqvW©-G †h KvR¸‡jv Kivi ci msiÿY Kwi †m¸‡jv cÖ‡qvR‡bi mgq (wcÖ›U Ki‡Z, †`L‡Z) Avevi A‡cb 

ev ‡Lvjvi `iKvi n‡Z cv‡i| G‡ÿ‡Î cyivZb †Kvb dvBj A‡cb Kivi Rb¨ wb‡¤œi avc¸‡jv AbymiY Ki‡Z n‡et 

1|  cÖ_‡g Awdm evUb G wK¬K K‡i                       I‡cb Ackb G wK¬K Ki‡Z n‡e A_ev ms‡ÿ‡c Ctrl+O  

Pvc‡Z n‡e |              

2|  Gici I‡cb WvqjM e· n‡Z cQ‡›`i dvBjwU wbe©vPb K‡i I‡cb evUb G wK¬K Ki‡Z n‡e (wPÎ-7)|  

wPÎ-7 

WKz‡g›U †K¬vR (Close) Kiv  

Avgv‡`i cÖ‡qvRbxq KvR †k‡l IqvW© †_‡K †ei n‡Z nq| G‡ÿ‡Î dvBjwU †mBf Kivi ci Gg Gm IqvW© n‡Z 

†ei n‡Z n‡j wb‡Pi †h ‡Kv‡bv GKwU Dcvq e¨envi Ki‡Z cvwi- 

1|  Awdm evUb n‡Z G wK¬K Ki‡Z cvwi A_ev 

2| WKz‡g›U Gi Wvb w`‡Ki  †K¬vR evU‡b wK¬K Ki‡Z cvwi| 

3|  kU©-KvU Kx wn‡m‡e Alt+F4 Pvc‡Z cvwi| 

 

wkÿv_©xi KvR 

gvB‡µvmd&U Iqv‡W© bZzb WKz‡g›U I‡cb K‡i Avcbvi cÖwZôv‡bi wVKvbv wj‡L 

nschool.docx bv‡g †mBf Kiyb| 

 

 

 

mvims‡ÿc 

gvB‡µvmd&U Awdm Avgv‡`i‡K ¯^í mg‡q cÖ‡dkbvj WKz‡g›U, †cÖ‡R‡›Ukb I †¯cÖWwk‡U Z_¨ ivLv I e¨envi 

Ki‡Z mvnvh¨ K‡i| Gi gva¨‡g Avgiv WKz‡g›U cÖ‡mwms, m¤cv`bv Ges msiÿYI Ki‡Z cvwi | 
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 cv‡VvËi g~j¨vqb-4.2 

mwVK DË‡ii cv‡k wUK () wPý w`b 

1| gvB‡µvmd&U Iqv‡W© dvBj †mf Ki‡Z †KvbwU Pvc‡Z nq? 

 K. Ctrl+O              L. Ctrl+C               M. Ctrl+S            N. Ctrl+V 

2| gvB‡µvmd&U Iqv‡W© dvBj †K¬vR Ki‡Z †KvbwU Pvc‡Z nq? 

 K. Ctrl+S             L. Alt+F4               M. Ctrl+O        N. Ctrl+C 
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cvV-4.3  gvB‡µvmd&U IqvW© (Microsoft Word)- G †jLv‡jwLi mvRm¾v : d›U ÷vBj  

 D‡Ïk¨ 

GB cvV †k‡l AvcwbÑ 

 gvB‡µvmd&U Iqv‡W© wKfv‡e d›U, d›U mvBR wVK Ki‡Z nq Zv e¨vL¨v Ki‡Z cvi‡eb;  

 †jLvi ÷vBj †hgb †jLv‡K †evì Kiv, evuKv‡bv I wKfv‡e iw½b Ki‡Z nq †m¸‡jv eY©bv Ki‡Z cvi‡eb|   

 

 

gyL¨ kã d›U ÷vBj, BUvwjK, †evì| 

 

Avgiv BwZg‡a¨ c~‡e©i cv‡V IqvW© cÖ‡mmi e¨envi K‡i wKfv‡e †jLv‡jwL Kiv hvq Zv ‡R‡bwQ| G 

†jLv¸‡jv‡K wewfbœfv‡e mvRv‡bv hvq| †hgb-Aÿ‡ii is cwieZ©b, mvBR †QvU-eo Kiv BZ¨vw`| IqvW© 

cÖ‡mm‡ii fvlvq G‡K †U·U dig¨vwUs ejv nq| IqvW© cÖ‡mm‡i  †jLv‡jwL Kivi Rb¨ wewfbœ ÷vB‡ji Aÿi 

Av‡Q| G¸‡jv‡K d›U e‡j| Bs‡iwR‡Z †hgb-Times New Roman, Arial, Monotype Corsiva, Optima, 
Cosmic, Tohoma BZ¨vw`| Avevi evsjvq AZ¨šÍ RbwcÖq d›U¸‡jvi g‡a¨ i‡q‡Q Av`k©wjwc, my‡jLv, mvi`v, 

Avb›`,mykªx, †gNbv, P›`ªeZ©x, myZbœx, hgybv BZ¨vw`|  Z‡e WKz‡g›U ˆZwii cÖ_‡gB d›U wbe©vPb K‡i †bqv fvj|  

d›U wm‡j± Kiv  

IqvW© 2007 G d›U wbe©vP‡bi welqwU †nvg (Home) †gbyi d›U (Font) MÖæc †_‡K wVK K‡i wb‡Z nq| GLv‡b 

AmsL¨ d‡›Ui †fZi ‡_‡K cQ‡›`i d›U wm‡j± Kiv hvq| Avevi A‡bK †ÿ‡Î GKB  WKz‡g›U G wewfbœ d›U I 

÷vBj `iKvi c‡o| wPÎ -1  G d‡›Ui wewfbœ Ackb †`Lv‡bv  n‡q‡Q| 

 

 

 

         wPÎ-1 

  

 

 

 

wPÎ-1 

Z‡e G‡ÿ‡Î wbgœwjwLZ avc¸‡jv AbymiY Ki‡Z n‡et  

1|  Kvw•ÿZ †jLvwU wm‡j± K‡i d›U MÖæ‡ci Wªc-WvDb †gby n‡Z cQ‡›`i d›U wbe©vPb Ki‡Z n‡e (wPÎ-2)|  

 

wPÎ-2 

2|  Kvw•ÿZ †jLvwUi d›U cwiewZ©Z n‡q hv‡e| Gfv‡e †h ‡Kv‡bv d›U cÖ‡qvR‡b wm‡j± Kiv hvq|   

  

d‡›Ui mvBR 

d‡›Ui bvg 

d‡›Ui iO 
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d‡›Ui mvBR cwieZ©b  Kiv  

†h ‡Kv‡bv †jLvi d‡›Ui mvBR †h ‡Kv‡bv mgq cwieZ©b Kiv hvq| aiv hvK Avgv‡`i WKz‡g›U G wb¤œwjwLZ †jLv 

i‡q‡Q| (wPÎ-3)| Avgiv hw` wØZxq jvBb Gi d›U mvBR cwieZ©b Ki‡Z PvB  †m‡ÿ‡Î †jLvwU wm‡j± K‡i d‡›Ui 

cv‡ki Wªc-WvDb n‡Z 26 wm‡j± Ki‡j mvBR cwiewZ©Z n‡q jvBbwU eo n‡q hv‡e (wPÎ-4)|   

 

 wPÎ-3 wPÎ-4    

†jLv‡K †evì, BUvwjK, AvÛvi jvBb Kiv 

A‡bK mgq †jLvi gv‡S wKQz wKQz †jLv‡K †evì, BUvwjK, AvÛvi jvBb Ki‡Z nq| G‡ÿ‡Î d›U MÖæ‡ci bx‡P 3wU 

Ackb i‡q‡Q| †h †jLvUv †evì, BUvvwjK A_ev AvÛvijvBb Ki‡Z Pvb †m ‡jLvUv wm‡j± K‡i wbw`©ó Ackb wK¬K 

Ki‡j Avcbvi Pvwn`vgZ †jLvwU cwiewZ©Z n‡q hv‡e|  

†hgb- wPÎ-5 Gi cÖ_g jvBbwU †evì Kiv n‡q‡Q, wØZxq jvBbwU BUvwjK Ges Z…Zxq jvBbwU AvÛvi jvB‡b 

mvRv‡bv n‡q‡Q|  

 

wPÎ-5 

Dc‡ii KvR ¸‡jv Kivi Rb¨ Avgiv kU©KvU Kx e¨envi Ki‡Z cvwi| †hgb- †evìt  Ctrl+B; BUvwjKt Ctrl+I ; 
AvÛvi jvBbt Ctrl+U BZ¨vw`| 

 

†jLv‡K iw½b Kiv  

†jLvi gv‡S †Kvb jvBb wKsev k‡ãi iO cwieZ©b Kiv m¤¢e| G‡ÿ‡Î d›U MÖæ‡ci Kvjvi  AvBK‡b wK¬K 

K‡i wbw`©ó iO wm‡j± Ki‡j iO cwieZ©b n‡q hv‡e (wPÎ-6)|  

 

wPÎ-6 
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wkÿv_©xi KvR 

nschool.docx bv‡gi WKz‡g›UwU Ly‡j †jLv wj‡L †jLv¸‡jv‡K †evì, BUvwjK I 

AvÛvi jvBb K‡i †mBf Kiæb| 

 

 

 

mvims‡ÿc 

 

gvB‡µvmd&U IqvW© Gi mvnv‡h¨, †jLv¸‡jv‡K  mvwR‡q ¸wQ‡q †jLv‡K IqvW© cÖ‡mmi Gi fvlvq dig¨vwUs †U·U 

ejv nq| ‡U·U dig¨vwUs‡q g~jZ d‡›Ui mvBR ev Kvjvi cwieZ©b, †evì, AvÛvijvBb, BUvwjK BZ¨vw` 

KvRmg~n Kiv n‡q _v‡K| 

 

 cv‡VvËi g~j¨vqb-4.3 

mwVK DË‡ii cv‡k wUK () wPý w`b 

1| WKz‡g›U G †Kvb kã‡K †evì Kivi Rb¨ wb‡Pi †Kvb kU-KvU© e¨envi Kiv nq? 

 K. Ctrl+B L. Ctrl+X 

 M. Ctrl+I N. Ctrl+C 
 

2|  wb‡Pi †KvbwU evsjv d›U ? 

K. Times New Roman   L. Arial 
M. Arial Bold    N. Sutonny MJ 
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cvV-4.4  gvB‡µvmd&U IqvW© (Microsoft Word) - G †jLv‡jwLi mvRm¾v : ey‡jU I 

bv¤̂vwis 

 D‡Ïk¨ 

GB cvV †k‡l AvcwbÑ 

 gvB‡µvmd&U Iqv‡W© wKfv‡e ey‡jU, bv¤̂vwis w`‡Z nq Zv e¨vL¨v Ki‡Z cvi‡eb|  

 †jLv‡K wewfbœfv‡e A¨vjvBb‡g›U †hgb evg, Wvb ev †m›Uvi Ki‡Z nq Zv eY©bv Ki‡Z cvi‡eb|   

 

 

gyL¨ kã ey‡jU, bv¤̂vwis, A¨vjvBb‡g›U| 

 

GKwU c¨vivMÖvd ev WKz‡g‡›U wewfbœ cÖ‡qvR‡b ey‡jU Ges bv¤v̂wis e¨envi Kivi cÖ‡qvRb n‡Z cv‡i| 

G‡ÿ‡Î wewfbœ ai‡bi wPý, eY© I msL¨v e¨envi Kiv hvq|  mvaviYZ †nvg U¨v‡ei cvivMÖvd MÖæc †_‡K 

mn‡RB ey‡jU ‡`qv hvq| wbw`©ó cvivMÖvd wm‡j± K‡i c¨vivMÖvd MÖæc n‡Z ey‡jU  AvBK‡b wK¬K Ki‡j ey‡jU 

ms‡hvwRZ n‡q hv‡e| ey‡jU QvovI Avgiv A‡bK wPý †hgb () ev () ev (0) e¨envi Ki‡Z cvwi| wPÎ-1 G 

wewfbœ ey‡jwUs Gi Ackb †`Lv‡bv n‡q‡Q| 

 

        wPÎ-1 

D`vniY wn‡m‡e wPÎ-2 G evsjv‡`‡ki K‡qKwU d‡ji bvg ey‡jU Gi gva¨‡g †`Lv‡bv n‡q‡Q| wba©vwiZ c¨vivMÖvdwU 

wm‡j± K‡i    ey‡jU Ackb †_‡K wbw`©ó wPý (•) wK¬K Kivi ci ¯q̂swµqfv‡e Zv ey‡jU AvKv‡i cÖKvwkZ 

n‡e|   

evsjv‡`‡ki dj 

 Avg 

 KuvVvj 

 Rvg 

 wjPz  

wPÎ-2 

A‡bK mgq Avgiv WKz‡g›U Gi gv‡S bv¤v̂wis Gi gva¨‡g †Kvb ZvwjKv cÖKvk K‡i _vwK| †hgb wPÎ-3 G 

evsjv‡`‡ki K‡qKwU b`xi bvg cÖKv‡k bv¤v̂wis e¨envi Kiv n‡q‡Q| G‡ÿ‡ÎI c~‡e©i avc¸‡jv AbymiY Ki‡jB 

n‡e| 
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evsjv‡`‡ki dj 

1. Avg 

2. KuvVvj 

3. Rvg 

4. wjPz  

wPÎ-3 

c¨vivMÖvd - Gi A¨vjvBb‡g›U Kiv 

IqvW© cÖ‡mm‡i †jLvi mgq cÖ‡Z¨KwU c¨vivMÖvd Gi jvBb¸‡jv mvaviYZ evg cv‡k GKB  RvqMv †_‡K ïiæ n‡jI 

Wvb cv‡ki jvBb¸‡jv wewfbœ RvqMvq †kl nq| KL‡bv KL‡bv wKQz †jLv Wvb cvk †_‡K †jLvi cÖ‡qvRb c‡o| 

Avevi KL‡bv `yB cvkB mgvb ivLvi `iKvi c‡o| c¨vivMÖvd A¨vjvBb‡g‡›Ui gva¨‡g G¸‡jv Kiv n‡q _v‡K|| 

wb‡Pi wPÎ-4 G A¨vjvBb‡g›U Uzjevi †`Lv‡bv njt 

 

  

 

 

wPÎ-4 

D`vniY wn‡m‡e wPÎ-5 G c¨vivMÖvd †mwUs Gi PviwU Ackb †`Lv‡bv n‡q‡Q| Z‡e G‡ÿ‡Î wb‡Pi avc¸‡jv AbymiY 

Ki‡Z nq - 

1|  †jdUev evg web¨vm A¨vjvBb‡g‡›Ui Rb¨       AvBK‡b wK¬K Ki‡Z n‡e| †hgb- wPÎ 5 Gi  cÖ_g c¨vivMÖvd 

†jdU A¨vjvBb‡g›U G ivLv n‡q‡Q| 

2|  †m›Uvi ev ga¨ web¨vm A¨vjvBb‡g‡›Ui Rb¨       AvBK‡b wK¬K Ki‡Z n‡e| †hgb- wPÎ 5 Gi wØZxq c¨vivMÖvd 

†m›Uvi A¨vjvBb‡g›U G ivLv  n‡q‡Q| 

3|  ivBU ev Wvb web¨vm A¨vjvBb‡g‡›Ui Rb¨       AvBK‡b wK¬K Ki‡Z n‡e| †hgb- wPÎ 5 Gi Z…Zxq c¨vivMÖvd 

ivBU A¨vjvBb‡g›U G ivLv n‡q‡Q|  

4|  Rvw÷dvB ev mg web¨vm A¨vjvBb‡g‡›Ui Rb¨       AvBK‡b wK¬K Ki‡Z n‡e| †hgb- wPÎ 5 Gi †kl c¨vivMÖvd 

Rvw÷dvB A¨vjvBb‡g›U G ivLv n‡q‡Q|  

Dc‡ii KvR ¸‡jv Kivi Rb¨ Avgiv kU©KvU wK e¨envi Ki‡Z cvwi| 

kU©KvU t 

                      †jdU A¨vjvBb‡g›U t  Ctrl+L                      ivBU A¨vjvBb‡g›U t Ctrl+R  

                     †m›Uvi A¨vjvBb‡g›U t Ctrl+E                        Rvw÷dvB A¨vjvBb‡g›U t Ctrl+J 
 

Left align 

Center align Right align 

Justify 
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wPÎ-5 

 

wkÿv_©xi KvR 

gvB‡µvmd&U IqvW© G country.docx bv‡g dvBj Ly‡j h_vµ‡g Bangladesh , 

India , America bvg¸‡jv wj‡L ey‡jU I bv¤̂vwis Kiæb| 

 

 

 

mvims‡ÿc 

 

IqvW© cÖ‡mm‡i Avgiv Lye mn‡RB wewfbœ iK‡gi ZvwjKvi avivevwnKZv eRvq ivLvi Rb¨ ey‡jU, bv¤v̂wis Kivi 

Rb¨ A‡bK wPý, eY© wKsev msL¨v e¨envi K‡i _vwK| Avevi cÖ‡qvRbgZ c¨vivMÖv‡d wewfbœ A¨vjvBb‡g›U ev 

web¨vm e¨envi Ki‡Z cvwi|  

 

 cv‡VvËi g~j¨vqb-4.4 

mwVK DË‡ii cv‡k wUK () wPý w`b 

1| WKz‡g›U G †Kvb c¨vivMÖvd †m›Uvi A¨vjvBb‡g›U Kivi Rb¨ wb‡Pi †Kvb kUKvU© e¨envi Kiv nq? 

 K. Ctrl+E                 L. Ctrl+ L                 M. Ctrl+ J      N. Ctrl+ R  
 

2|  WKz‡g‡›U ZvwjKvi avivevwnKZv cÖ‡qvM Ki‡Z †KvbwU e¨eüZ nq? 

 K. †¯úm              L. U¨ve                 M. bv¤̂vi             N. A¨vjvBb‡g›U  

 

3|  †jLv mvRv‡bvi †ÿ‡Î     wPýwUi bvg Kx?  

 K. wm¤ĵ              L. ey‡jU                 M. e„Ë             N. we› ỳ  

evg web¨vm 

ga¨ web¨vm 

Wvb web¨vm 

mg web¨vm 
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cvV-4.5  gvB‡µvmd&U IqvW© (Microsoft Word) - G †jLv‡jwLi mvRm¾v : †Uwej I 

Qwe †hvM Kiv  

 D‡Ïk¨ 

GB cvV †k‡l AvcwbÑ 

 gvB‡µvmd&U Iqv‡W© wKfv‡e †Uwej ev QK ˆZwi Kiv nq Zv e¨vL¨v Ki‡Z cvi‡eb; 

 †Uwe‡j wKfv‡e †WUv †hvM Ki‡Z nq eY©bv Ki‡Z cvi‡eb; 

 wKfv‡e †Uwe‡j bZzb Kjvg ev mvwi †hvM Ki‡Z nq wKsev wKfv‡e Kjvg ev mvwi wWwjU Ki‡Z nq Zv e¨vL¨v 

Ki‡Z cvi‡eb|   

 

 

gyL¨ kã †Uwej mvwi, †Uwej Kjvg| 

 

†Kvb WKz‡g›U †jLvi mgq KL‡bv KL‡bv †Uwej ev Qwe ms‡hvR‡bi cÖ‡qvRb c‡o| Avgiv Lye mn‡RB 

gvB‡µvmd&U Iqv‡W©i gva¨‡g †Uwej ˆZwi I Qwe ms‡hvRb Ki‡Z cvwi|    

†Uwej ev QK ˆZwi Kiv   

GKwU †Uwej mvaviYZ mvwi I Kjv‡g wef³ _v‡K| mvwi I Kjv‡gi gva¨‡g ˆZwi  cÖwZwU Ni‡K GKwU †mj ejv 

nq| gvB‡µvmd&U IqvW© 2007 G BbmvU© †gby †_‡K †Uwej KgvÛ n‡Z Avgiv  †Uwej †hvM Ki‡Z cvwi| GRb¨ 

wb‡¤œi avcmg~n AbymiY Ki‡Z n‡e t 

1|  BbmvU© ‡gby‡Z wK¬K K‡i †Uwej KgvÛ MÖæc Gi Wªc-WvDb e‡· wK¬K Ki‡Z n‡e| 

2|  ‡Uwej MÖæc e· n‡Z cÖ‡qvRbxq mvwi I Kjvg wm‡j± Ki‡j †Uwej ˆZwi n‡q hv‡e| †hgb wPÎ-1 G  GKwU 

†Uwej Gi 3 wU mvwi I 3 wU Kjvg wm‡j± Kiv n‡q‡Q| d‡j WKz‡g›U G wPÎ-2 Gi gZ  GKwU †Uwej ˆZwi 

n‡q‡Q| 

      

 

 

      

   

                               wPÎ-1                                                                wPÎ-2 

†Uwe‡j WvUv †hvM Kiv   

†Uwe‡j WvUv †hvM Kivi Rb¨ wbw`©ó †m‡j wK¬K K‡i WvUv ms‡hvRb Kiv hvq| hw` †m‡ji †_‡K  WvUv eo nq 

Zvn‡j †mj †f‡½ hvq| G‡ÿ‡Î †mj Gi Kjvg eivei Kvm©i wb‡q Avm‡j GKwU  wØgyLx Zxi  ˆZwi n‡e| 

GwU WªvM K‡i Wv‡b miv‡j †mj Gi cÖk¯ÍZv †e‡o hvq| Abyiƒcfv‡e  mvwii cÖk¯ÍZv evov‡bv hvq (wPÎ-3)| 
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     wPÎ-3  

 

†Uwe‡j bZzb mvwi †hvM Kiv  

†Uwej ˆZwii ci A‡bK mgq bZzb mvwi †hvM Kivi cÖ‡qvRb n‡Z cv‡i| G‡ÿ‡Î wb‡Pi avc¸‡jv AbymiY Ki‡Z 

n‡et 

1|  †h mvwii Dc‡i ev wb‡P bZzb mvwi †hvM Ki‡Z n‡e †mB †m‡j Kvm©i †i‡L ivBU wK¬K Ki‡Z n‡e| †hgb- 

wPÎ-4 G `yB b¤î mvwii Dc‡i bZzb GKwU mvwi †hvM Kivi Rb¨ KgvÛ †`Lv‡bv n‡q‡Q|  

 

 

wPÎ-4 

 

2|  d‡j bZzb GKwU mvwi hy³ n‡e Ges `yB b¤î mvwiwU wb‡P P‡j Avm‡e| (wPÎ-5) 

 

wPÎ-5 

†Uwe‡j bZzb Kjvg †hvM Kiv 

†Uwej ˆZwii ci A‡bK mgq bZzb mvwii gZ bZzb Kjvg †hvM KiviI cÖ‡qvRb n‡Z cv‡i| G‡ÿ‡Î wb‡Pi 

avcmg~n AbymiY Ki‡Z n‡et 

1|  †h Kjv‡gi Wv‡b ev ev‡g bZzb Kjvg †hvM Ki‡Z n‡e †mB †m‡j Kvm©i †i‡L ivBU wK¬K Ki‡Z n‡e| †hgb- 

wPÎ-6 G `yB b¤î Kjv‡gi Wv‡b bZzb GKwU Kjvg †hvM Kivi Rb¨ KgvÛ †`Lv‡bv n‡q‡Q| 
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wPÎ-6 

 

2|  d‡j bZzb GKwU Kjvg bZzbfv‡e Wvbw`‡K †hvM n‡q hv‡e (wPÎ-9)| 

 

wPÎ-7 

†Uwe‡ji mvwi ev Kjvg wWwjU ev gy‡Q †djv 

cÖ‡qvRb Abyhvqx †Uwe‡ji †Kvb mvwi ev Kjvg gy‡Q †djvi `iKvi n‡j wb‡Pi avc¸‡jv AbymiY Ki‡Z n‡e| 

1|  †h mvwi ev Kjvg gyQ‡Z n‡e †mwU‡Z Kvm©i †i‡L ivBU wK¬K Ki‡Z n‡e (wPÎ -8)| 

 

 

                  wPÎ -8 wPÎ -9 

2|  bZzb GKwU WvqjM e· Avm‡e (wPÎ-9)| 

3|  cÖ‡qvRb Abyhvqx Ackb wm‡j± K‡i I‡K (Ok) evU‡b wK¬K Ki‡j wbw`©ó mvwi ev Kjvg gy‡Q hv‡e|  

 

 

wkÿv_©xi 

KvR 

gvB‡µvmd&U IqvW© G table1.docx bv‡g dvBj Ly‡j  wb‡Pi ‡UwejwU ˆZwi Kiæb| 

 

Name Age District 
Aminul 29 Rangpur 
Milon 34 Rajshahi 

Rumana 35 Dhaka 
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mvims‡ÿc 

 

GKwU †Uwej mvaviYZ KZ¸‡jv mvwi I Kjv‡g wef³ _v‡K| Avgiv Lye mn‡RB gvB‡µvmd&U  IqvW© 2007 Gi 

gva¨‡g †Uwej ˆZwi I wewfbœ KvR Ki‡Z cvwi|  

 

 cv‡VvËi g~j¨vqb-4.5 

mwVK DË‡ii cv‡k wUK () wPý w`b 

1| WKz‡g‡›U †Uwej †hvM Kivi Rb¨ wb‡Pi †Kvb †gby e¨envi Kiv nq? 

 K. Home L. Page Layout 
 M. Insert N. View  

 

2| †Uwe‡ji mvwi wWwjU ev gy‡Q †djvi Rb¨ †KvbwU wK¬K Ki‡Z nq? 

 K. Delete entire row L. delete row 

 M. Delete entire column N. column 
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cvV-4.6  gvB‡µvmd&U IqvW© (Microsoft Word) -G †jLv‡jwLi mvRm¾v : Qwe, jvBb, 

†kc, Bjvm‡÷ªkb †hvM Kiv  

 D‡Ïk¨ 

GB cvV †k‡l AvcwbÑ 

 gvB‡µvmd&U IqvW© WKz‡g›U G wKfv‡e Qwe †hvM Ki‡Z nq Zv eY©bv Ki‡Z cvi‡eb;  

 WKz‡g‡›U wewfbœ ai‡bi jvBb, †kc, Bjvm‡÷ªkb †hvM Kivi c×wZ eY©bv Ki‡Z cvi‡eb| 

 

 

gyL¨ kã †kc, Bjvm‡÷ªkb| 

 

WKz‡g›U‡K my›`i K‡i Dc¯’vcb Kivi Rb¨ A‡bK mgq wewfbœ iK‡gi Qwe I wewfbœ ai‡bi jvBb, †kc, 

e· BZ¨vw`i cÖ‡qvRb nq| BbmvU© †gby †_‡K G¸‡jv †hvM Kiv hvq| 

Qwe ms‡hvRb Kiv  

WKz‡g‡›U Qwe ms‡hvR‡bi gva¨‡g Z_¨ I Bbdi‡gkb‡K MÖnY‡hvM¨ Kiv hvq| IqvW© cÖ‡mmi G Qwe †hvM Kivi Rb¨ 

wb‡¤œi avcmg~n AbymiY Ki‡Z n‡e| 

1| BbmvU© ‡gby‡Z wK¬K K‡i Bjvm‡÷ªkb KgvÛ MÖæc wcKPvi AvBKb G wK¬K Ki‡Z n‡e (wPÎ-1)| 

 

wPÎ-1 

2|  bZzb GKwU WvqjM e· Avm‡e| wPÎ-2 Gi gZ K‡i cQ‡›`i Qwe wm‡j± K‡i BbmvU© evU‡b wK¬K Ki‡j Qwe 

†hvM n‡q hv‡e| 

 

wPÎ-2 
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wPÎ-3 

jvBb, †kc, Bjvm‡÷ªkb †hvM Kiv 

IqvW© cÖ‡mm‡i KvR Kivi mgq A‡bK ai‡bi †kc †hgb jvBb, e·, †U·U e· BZ¨vw` †hvM Ki‡Z nq|  

gvB‡µvmd&U IqvW© 2007 -G BbmvU© †gby n‡Z Bjvm‡÷ªkb KgvÛ MÖæc n‡Z †kc AvBKb †hvM Kiv hvq| wPÎ-4  

-G Bjvm‡÷ªkb KgvÛ MÖæc Gi wewfbœ Ackb †`Lv‡bv n‡q‡Q|  

  

 

 

 

 

 

wPÎ-4 

IqvW© cÖ‡mmi G †kc †hvM Kivi Rb¨ wb‡¤œi avcmg~n AbymiY Ki‡Z n‡et 

1|  BbmvU© †gby †_‡K †kc Ackb G wK¬K Ki‡j  wPÎ-5 Gi gZ wewfbœ †kc Gi Qwe Avm‡e| 

 

 

wPÎ-5 

Picture  

Clip art Shape  

Chart  

Smart art  
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2|  cQ‡›`i Ackb wm‡j± K‡i w`‡j †mB †kcwU WKz‡g›U G †hvM n‡q hv‡e| †hgb GKwU eøK A¨v‡iv wm‡j± 

K‡i WKz‡g‡›Ui Dci wb‡j (+) wPý Avm‡e| 

3|  GB Ae¯’vq gvDm c‡q›Uvi a‡i wb‡Pi w`‡K I Wv‡b WªvM Ki‡j wPÎ-6 Gi gZ K‡i eøK A¨v‡iv †hvM n‡q 

hvq| Abiƒcfv‡e AvqZ‡ÿÎ I GKwU †U·U e· †hvM K‡i †`Lv‡bv n‡q‡Q| 

 

 

 

wPÎ-6 

 

 

wkÿv_©xi KvR 

 

gvB‡µvmd&U IqvW© -G image.docx bv‡g dvBj Ly‡j Kw¤úDUvi n‡Z Qwe †hvM 

Kiæb| 

 

 

 

mvims‡ÿc 

 

WKz‡g›U‡K my›`i K‡i Dc¯’vcb Kivi Rb¨ A‡bK mgq wewfbœ iK‡gi Qwe I wewfbœ ai‡bi jvBb, †kc, e· 

BZ¨vw`i cÖ‡qvRb  nq| IqvW© cÖ‡mmi md&Uiq¨vi e¨envi K‡I mn‡RB WKz‡g‡›U jvBb, e·, †U·U e· BZ¨vw` 

†hvM Kiv hvq| 

 

 cv‡VvËi g~j¨vqb-4.6 

mwVK DË‡ii cv‡k wUK () wPý w`b 

1| gvB‡µvmd&U IqvW© WKz‡g‡›U Qwe †hvM Ki‡Z †Kvb avc ¸‡jv jv‡M? 

 K. Insert ->Picture L. Insert ->Shapes 
 M. Insert ->Table N. Insert ->chart 

2|  Insert ‡gby‡Z AšÍ©fz³ Av‡Q - 

 i .  Clip Art  
 ii.  Smart Art  
 iii. Chart 
 wb‡Pi †KvbwU mwVK ? 

 K. i I ii          L. i I iii               

 M. ii I iii            N. i, ii I iii 
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cvV-4.7  gvB‡µvmd&U IqvW© (Microsoft Word) -G †jLv‡jwLi mvRm¾v : †cR †j-

AvDU I gvwR©b wVK Kiv 

 D‡Ïk¨ 

GB cvV †k‡l AvcwbÑ 

 gvB‡µvmd&U Iqv‡W© wKfv‡e †c‡Ri gvwR©b w`‡Z nq Zv ej‡Z cvi‡eb|  

 WKz‡g‡›Ui †ccvi mvBR wVK Kiv e¨vL¨v Ki‡Z cvi‡eb| 

 †c‡Ri Awi‡q‡›Ukb wVK Kivi Dcvq eY©bv Ki‡Z cvi‡eb| 

 

 

gyL¨ kã †cR †mU Avc, †cR gvwR©b| 

 

gvB‡µvmd&U IqvW© cÖ‡mm‡i KvR Ki‡Z †M‡j cÖ_‡gB †cR †mUAvc K‡i wb‡Z nq| Zv bv Ki‡j wewfbœ 

mgm¨v ˆZwi nq| †hgbt WKz‡g‡›Ui me KvR †kl K‡i †cR †j-AvDU I gvwR©b wVK Kiv n‡j †c‡Ri 

msL¨v Kg ev †ewk n‡Z cv‡i, Qwe ev †kc GK †cR n‡Z Ab¨ †cR G P‡j †h‡Z cv‡i| ZvB †Kvb WKz‡g›U wb‡q 

KvR Kivi ïiæ‡ZB †cR †mU K‡i †bqv fvj|  

†c‡Ri gvwR©b wVK Kiv 

gvwR©b nj †Kvb WKz‡g‡›Ui Dc‡i, wb‡P, Wv‡b, ev‡g KZUzKz RvqMv Lvwj _vK‡e Zv eySvq| Avgiv hLb Iqv‡W© 

†Kvb WKz‡g›U wb‡q KvR Kwi ZLb Avgv‡`i †jLv¸‡jv GKwU wba©vwiZ RvqMv †_‡K ïiæ nq| gvB‡µvmd&U IqvW© 

2007 G bigvj †mwUs wn‡m‡e Wvb, evg, Dci I wb‡P GK BwÂ K‡i †mU Kiv _v‡K| B‡”Q Ki‡j GB †mwUs 

cwieZ©b K‡i gvwR©b wb‡Ri gZ K‡i †mU Kiv hvq| GRb¨ wb‡¤œi KgvÛ¸‡jv w`‡Z n‡e|  

1|  †cR †j-AvDU †gby‡Z wK¬K Ki‡Z n‡e (wPÎ 1)|  

2|  gvwR©bm KgvÛ G wK¬K Ki‡j A‡bK ¸‡jv wWdë 

Ackb Avm‡e (wPÎ-2)|  

  

 

 

 

 

 

3|  hw` wb‡Ri gZ K‡i †mU Avc w`‡Z nq Zvn‡j AvBK‡b wK¬K Ki‡Z n‡e| 

 

wPÎ-1 

wPÎ-2 
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4|  bZzb WvqjM e· Gi Uc,eUg, †jdU, ivBU Ackb †_‡K B‡”QgZ f¨vjy cwieZ©b K‡i gvwR©b wVK K‡i †bqv 

hvq (wPÎ-3)|  

 

                                 wPÎ-3 

†c‡Ri Awi‡q‡›Ukb wVK Kiv 

mvaviYZ Avgiv hLb †Kvb WKz‡g›U wcÖ›U Kwi ZLb `yB ai‡bi Awi‡q‡›Ukb 

†`L‡Z cvB| G‡`i GKwU n‡”Q †cv‡UªBU (Portrait) Ab¨wU j¨vÛ‡¯‹c 

(Landscape)| mvaviYZ Kv‡iv Rxeb e„ËvšÍ KvM‡R j¤v̂jw¤f̂v‡e †jLv nq 

G‡K †cv‡UªBU ejv nq, Ab¨ w`‡K †Kvb mb`cÎ mvaviYZ cȪ ’ eivei wjLv 

nq hv‡K  j¨vÛ‡¯‹c †mUAvc e‡j|  

1|  †cR †jAvDU †gby n‡Z Awi‡q‡›Ukb Ackb G wK¬K Ki‡Z n‡e| 

2|  wPÎ-4 Gi b¨vq Ackb Avm‡j wb‡Ri cÖ‡qvRb Abyhvqx †cv‡UªBU 

A_ev j¨vÛ‡¯‹c wVK K‡i wb‡Z n‡e| 

 

†ccvi mvBR wVK Kiv 

IqvW© cÖ‡mm‡i KvR Kiv †kl n‡j Avgiv A‡bK mgq wcÖ›U Kwi, †hgb eB, 

M‡elYvcÎ BZ¨vw`| WKz‡g›U wcÖ›U Kivi Rb¨ mvaviYZ A‡bK ai‡bi 

KvM‡Ri mvBR evRv‡i Av‡Q| †hgb A4 , wjM¨vj, A3, †jUvi BZ¨vw`| 

gvB‡µvmd&U IqvW© 2007 G mvaviYZ wb‡Ri B‡”QgZ †ccvi mvBR wVK 

K‡i †bqv hvq| GRb¨ wb‡Pi avc¸‡jv AbymiY Ki‡Z n‡e| 

1|  †cR †jAvDU †_‡K mvBR G wK¬K Ki‡Z nq| G‡Z wPÎ-5 Gi gZ 

A‡bK¸‡jv  ‡ccvi mvB‡Ri wj÷ Avm‡e| 

 

2|  cQ‡›`i †ccvi mvBR wm‡j± K‡i wb‡Z n‡e| 

 

 

 

 

 

 

wPÎ-4 

wPÎ-5 
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wkÿv_©xi KvR 

1| gvB‡µvmd&U IqvW© G new.docx bv‡g dvBj Ly‡j Uc, eUg, †jdU, ivBU 

gvwR©b 1.5 Kiæb| 

2| ‡cR ‡jAvDU A4 ‡mU Kiæb| 

 

 

 

mvims‡ÿc 

 

†Kvb WKz‡g‡›Ui Dc‡i, wb‡P, Wv‡b I ev‡g KZUzKz RvqMv dvuKv _vK‡e Zv wVK K‡i †`q gvwR©b| mvaviYZ 

Avgiv †Kvb WKz‡g›U †cv‡UªBU (Portrait) ev j¨vÛ‡¯‹c (Landscape) GB `yB ai‡bi Awi‡q‡›Uk‡b wcÖ›U Kwi | 

 

 cv‡VvËi g~j¨vqb-4.7 

mwVK DË‡ii cv‡k wUK () wPý w`b 

1| gvB‡µvmd&U IqvW© WKz‡g‡›U †Kvb †gby n‡Z †cR wVK Ki‡Z nq? 

 K. Insert L. Page Layout 
 M. Home N. View 

 

2| †cR Awi‡q‡›Ukb Kq ai‡bi nq? 

 K. 1 L. 2 

 M. 3 N. 4 
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cvV-4.8  gvB‡µvmd&U IqvW© (Microsoft Word) †jLv‡jwLi mvRm¾v :  †nWvi, dzUvi I 

c„ôvi bv¤̂vi ms‡hvRb 

 D‡Ïk¨ 

GB cvV †k‡l AvcwbÑ 

 gvB‡µvmd&U Iqv‡W© wKfv‡e c„ôv b¤î w`‡Z nq Zv ej‡Z cvi‡eb|  

 WKz‡g‡›U wKfv‡e †nWvi I dzUvi †hvM Ki‡Z nq †m¸‡jv e¨vL¨v Ki‡Z cvi‡eb| 

 

 

gyL¨ kã †nWvi, dzUvi, c„ôv bv¤̂vi|  

 

gvB‡µvmd&U IqvW© cÖ‡mm‡i ˆZwiK…Z WKz‡g›U hw` A‡bK eo nq, †m‡ÿ‡Î c„ôv bv¤v̂i w`‡Z nq| wKš‘ 

WKz‡g‡›Ui Gi cÖ‡Z¨K †cR G c„ôv bv¤v̂i emv‡bv mgq mv‡cÿ Ges fzj nIqvi m¤¢vebv _v‡K| 

gvB‡µvmd&U IqvW© 2007 G ¯q̂swµqfv‡e c„ôv bv¤v̂i †`qv hvq| Avevi †Kvb WKz‡g‡›Ui cÖwZwU cvZvi Dc‡ii 

As‡k GKB †jLv ivL‡j Zv‡K ‡nWvi e‡j| mvaviYZ †Kvb cÖ‡qvRbxq gšÍe¨, WKz‡g‡›Ui bvg, eB‡qi bvg ev 

†jL‡Ki bvg BZ¨vw`i †h †KvbwU †nWvi wn‡m‡e †`qv nq| Avi †Kvb WKz‡g‡›Ui cÖwZwU cvZvi wb‡Pi As‡k GKB 

†jLv ivL‡j Zv‡K dzUvi e‡j| mvaviYZ †Kvb WKz‡g‡›U c„óv b¤î, dg©v b¤î BZ¨vw` dzUvi wn‡m‡e †`qv nq| 

 

c„ôv bv¤̂vi mwbœ‡ek Kiv  

†Kvb WKz‡g‡›Ui cÖwZwU c„ôvi wb‡P ev Dc‡ii ev‡g ev Wv‡b ev gv‡S c„ôv bv¤^vi ms‡hvRb Kiv hvq| gvB‡µvmd&U 

IqvW© 2007 G c„ôv bv¤v̂i †`qvi Rb¨ wb‡gœi wbqg AbymiY Ki‡Z n‡e|  

 

1|  BbmvU© †gby n‡Z Page Number G wK¬K Ki‡j wPÎ-1 Gi gZ Ki‡j GKwU bZzb WvqjM e· Avm‡e|  

 

 

wPÎ-1 

 

2|  Gici †Kvb RvqMvq †cR bv¤v̂i w`‡Z n‡e Zv wm‡j± Ki‡Z n‡e| †hgb †c‡Ri Dc‡i n‡j Top of the 
page, wb‡P n‡j Bottom of the page wm‡j± Ki‡j wewfbœ di‡gU P‡j Avm‡e| †hgb Dc‡i n‡j wPÎ-2 Gi 

gZ Ackb Avm‡e|  
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wPÎ-2 

 

†nWvi I dzUvi †hvM Kiv 

A‡bK eo WKz‡g›U Gi †ÿ‡Î cÖwZ †c‡Ri Dc‡i I bx‡P GKB ai‡bi †jLv w`‡Z n‡j †nWvi I dzUvi †hvM Ki‡Z 

nq| †nWvi ev dzUvi Gi †jLv¸‡jv WKz‡g›U wcÖ›U Kivi mgq cÖ‡Z¨K c„ôvq wcÖ›U n‡q hvq| WKz‡g‡›U †nWvi I 

dzUvi mshy³ Kivi Rb¨ wb‡¤œi avc¸‡jv AbymiY Ki‡Z n‡e|  

1|  BbmvU© †gby n‡Z †nWvi GÛ dzUvi KgvÛ G wK¬K K‡i †nWvi ev dzUvi G wK¬K Ki‡Z n‡e| †hgb- †nWvi 

Ackb G wK¬K Ki‡j wb‡Pi gZ †gby Avm‡e| cQ›`gZ Ackb wm‡j± K‡i w`‡j ¯q̂swµqfv‡e Zv WKz‡g‡›U 

mshy³ n‡q hv‡e| (wPÎ-3)  

 

wPÎ-3 
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2|  ÔUvBc †U·UÕ Gi g‡a¨ †Kvb wKQz wj‡L w`‡j Zv †nWvi wn‡m‡e wcÖ›U n‡e| †nWvi dzUv‡i Gfv‡e A‡bK wKQz 

†hgb dvB‡ji bvg, dvBj ˆZwiKvixi bvg, ZvwiL, c„ôv bv¤v̂i BZ¨vw` †hvM Kiv hvq|  

 

 

wkÿv_©xi KvR 

gvB‡µvmd&U IqvW© - G new.docx bv‡g dvBj Ly‡j A¨vivweK c„ôv bv¤v̂i 

w`b| 

 

 

 

mvims‡ÿc 

 

gvB‡µvmd&U IqvW© cÖ‡mmi ˆZwiK…Z WKz‡g›U hw` A‡bK eo nq, †m‡ÿ‡Î c„ôv bv¤v̂i ms‡hvR‡bi cÖ‡qvRb n‡Z 

cv‡i| c„ôv bv¤v̂i wewfbœ di‡gU †hgb- A¨vivweK, †ivgvb BZ¨vw` fv‡e †`qv hvq| 

 

 cv‡VvËi g~j¨vqb-4.8 

mwVK DË‡ii cv‡k wUK () wPý w`b 

1| gvB‡µvmd&U IqvW© WKz‡g‡›U †Kvb †gby †_‡K †nWvi ev dzUvi †hvM Ki‡Z cvwi?  

 K. Insert  L. Page layout  
 M. Home N. View 

2|     c„ôv bv¤v̂i AckbwUi Ae¯’vb †Kv_vq?  

 K. Paragraph  L. Table  
 M. Line spcing  N. Header and Footer 
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cvV-4.9   †¯úªWwkU I Avgvi wnmve wbKvk 

 D‡Ïk¨ 

GB cvV †k‡l AvcwbÑ 

 †¯cÖWwkU wK Zv ej‡Z cvi‡eb| 

 †¯cÖWwkU we‡køl‡Yi ˆewkó¨ m¤c‡K© aviYv e¨vL¨v Ki‡Z Ki‡eb| 

 gvB‡µvmd&U G‡·j (Microsoft Excel) Gi cwiwPwZ m¤c‡K© eY©bv Ki‡Z cvi‡eb| 

 

 

gyL¨ kã †¯úªWwkU, gvB‡µvmd&U G‡·j, dg©~jv evi, GKwUf †mj| 

 

wnmve-wbKv‡ki †¶‡Î GKwU cwiwPZ bvg n‡jv †¯cÖWwkU (Spread Sheet)| †¯cÖWwkU kãwUi A_© nj 

Qov‡bv cvZv| MÖvd KvM‡Ri b¨vq Aÿ Ges Aÿ eivei †Lvc †Lvc N‡ii b¨vq A‡bK Ni msewjZ eo 

wkU‡K †¯cÖWwkU e‡j| Kw¤úDUv‡i e¨eüZ K‡qKwU D‡jøL‡hvM¨ †¯cÖWwkU †cÖvMÖvg n‡”Q- gvB‡µvmd&U G‡·j 

(MS-Excel), †jvUvm 1-2- 3 (Lotus 1-2-3), †Kvqv‡Uªv‡cÖv (Quatro pro), gvwëcø̈ vb (Multiplan), mycvi K¨vé 

(Super Calc) BZ¨vw`| Z‡e me‡P‡q †ewk RbwcÖq n‡jv gvB‡µvmd&U G‡·j| gvB‡µvmd&U G‡·‡ji mywekvj 

†¯cÖWwk‡U wewfbœ Z_¨ msiÿY Kiv hvq Ges MvwYwZK cwiMYbv Kiv hvq|  

gvB‡µvmd&U G‡·j cwiwPwZt 

gvB‡µvmd&U G‡·j GKwU †cÖvMÖvg ev A¨vwcø‡Kkb md&UIq¨vi hv w`‡q †¯cÖWwk‡Ui KvR Kiv nq| DB‡ÛvRwfwËK 

G A¨vwcø‡Kkb †cÖvMÖv‡gi mvnv‡h¨ A‡bK RwUj MvwYwZK MYbv, Z_¨ Dcv¯’vcbv Kiv hvq| wPÎ-1 G gvB‡µvmd&U 

G‡·‡ji ‡gBb DB‡Ûv †`Lv‡bv n‡q‡Q|  

 

wPÎ-1 
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GKwU G‡·‡j dvB‡ji †h As‡k KvR Kiv nq Zv‡K IqvK©kxU e‡j| IqvK©kx‡U MÖvd KvM‡Ri b¨vq A‡bK †mj 

_v‡K| wPÎ-1 G †`Lv‡bv n‡q‡Q, †¯cÖWwkUwU KZK¸‡jv mvwi I Kjv‡g wef³| Kjv‡gi bvg¸‡jv mvaviYZ 

Bs‡iwR Aÿi A,B,C Ges mvwi¸‡jv Bs‡iwR bv¤v̂i 1,2,3 w`‡q wPwýZ Kiv| mvwi I Kjv‡gi ci¯ci †Q` K‡i †h 

Ni¸‡jv ˆZwi n‡q‡Q †m¸‡jv‡K †mj ejv nq| cÖ‡Z¨KwU †m‡ji GKwU bvg Av‡Q| GKwU †m‡ji bvg cÖ_‡g 

Kjv‡gi bvg I c‡i mvwii msL¨v w`‡q †jLv nq| †hgbt A1, C12 BZ¨vw`| wb‡P G‡·j wk‡Ui wewfbœ Ask¸‡jvi 

bvg †`qv njt 

1|  mvwit f‚wgi mgvšÍivjfv‡e _v‡K| Bs‡iwR bv¤v̂i w`‡q wPwýZ Kiv nq| 

2| Kjvgt f‚wgi mv‡_ j¤ ̂eivei _v‡K| Bs‡iwR Aÿi A,B, C BZ¨vw` Øviv wPwýZ Kiv nq| 

3|  †mjt mvwi I Kjv‡gi †Q‡`i d‡j m„ó AvqZKvi Ni| cÖ‡Z¨KwU N‡ii Avjv`v Avjv`v bvg Av‡Q| bvg¸‡jv 

Kjv‡gi bvg I mvwii mgš̂‡q ˆZwi nq| †hgbt A4, B5. 
4|  GKwUf †mjt †h †m‡j KvR Kiv nq mvaviYZ †mwU †gvUv eW©vi Øviv wPwýZ Kiv _v‡K|  

5|  †j‡ejt mvaviYZ †U·U ev Aÿi w`‡q †jLv nq|  

6|  †bg e·t Dc‡ii w`‡Ki evg w`‡K A¨vw±f †m‡ji bvg †`Lv hvq| GwU‡K †bg e· e‡j|  

7|  dg~©jv evit MvwYwZK wnmve wbKv‡ki Rb¨ Kjvg †nwWs Gi Dc‡i dg~©jv evi i‡q‡Q| dg~©jv ev †jLv dg~©jv 

ev‡i GwWU ev m¤cv`bv Kiv hvq| 

 

 

 

 

  

wPÎ-2 G G‡·j dvB‡ji GKwU wkU Gi wewfbœ Ask †`Lv‡bv n‡q‡Q| 

 

†¯cÖWwkU we‡køl‡Yi ˆewkó¨t 

1|  wewfbœ iK‡gi msL¨v ev AÿiwfwËK DcvË wb‡q KvR Kiv hvq| 

2|  †h ‡Kv‡bv ai‡bi wnmv‡ei Rb¨ myweavRbK| 

3|  ˆeÁvwbK K¨vjKz‡jkb Kiv hvq| 

4|  wewfbœ dg©~jv ev dvskb e¨envi K‡i mn‡R DcvË we‡kølY Kiv hvq| 

5|  AvKl©Yxq MÖvd, PvU© e¨envi K‡i DcvË Dc¯’vcb Kiv hvq|   

6|  Z_¨‡K msiÿY I e¨e¯’vcbvi hveZxq KvR m¤cbœ Kiv hvq| 

 

 

mvwi 

Kjvg 

†mj 

GKwUf †mj 

†bg e· 

dgy©jv evi 
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wkÿv_©xi KvR 

`je×fv‡e †¯cÖWwkU Gi e¨env‡ii Dci GKwU cÖwZ‡e`b ˆZwi Kiæb|  

 

 

 

mvims‡ÿc 

 

†¯cÖWwkU kãwUi A_© nj Qov‡bv cvZv| gvB‡µvmd&U G‡·j GKwU †cÖvMÖvg ev A¨vwcø‡Kkb md&UIq¨vi hv w`‡q 

†¯cÖWwk‡Ui KvR Kiv nq| Avi GKwUf †mj mvaviYZ †gvUv eW©vi Øviv wPwýZ Kiv _v‡K| 

 

 cv‡VvËi g~j¨vqb-4.9 

mwVK DË‡ii cv‡k wUK () wPý w`b 

1| ‡¯úªWkxU k‡ãi AvwfavwbK A_© †KvbwU?  

 K. Z_¨ fvÛvi  L. cvÛzwjwc 

 M. Qov‡bv cvZv N. †mj 

 

2| gvB‡µvmd&U G‡·j WKz‡g‡›U _v‡K- 

 K. mvwi  L. Kjvg 

 M. †mj N. me¸‡jvB  

 

3| IqvK©kx‡U A,B, C BZ¨vw` Øviv wK wb‡`©k Kiv nq? 

 K. mvwi  L. Kjvg 

 M. †mj N. kxU 
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cvV-4.10  †¯úªWwkU G bZzb WKz‡g›U wb‡q KvR Kiv 

 D‡Ïk¨ 

GB cvV †k‡l AvcwbÑ 

 gvB‡µvmd&U G‡·j (Microsoft Excel) m¤c‡K© ej‡Z cvi‡eb| 

 wKfv‡e bZzb WKz‡g›U I‡cb, †mBf Kiv nq e¨vL¨v Ki‡Z cvi‡eb|   

 

 

gyL¨ kã GKwUf wkU, IqvK©eyK| 

 

Avgiv BwZg‡a¨ †R‡bwQ †h, gvB‡µvmd&U G‡·j GKwU A¨vwcø‡Kkb md&UIq¨vi hvi mvnv‡h¨ RwUj 

MvwYwZK wnmve Z_¨ e¨e ’̄vcbvq e¨envi Kiv nq| Avgiv G cv‡V gvB‡µvmd&U G‡·‡j wKfv‡e bZzb 

dvBj Lyj‡Z I e¨envi Ki‡Z nq Zv wkLe|  

 

bZzb WKz‡g›U I‡cb 

gvB‡µvmd&U G‡·j G bZzb WKz‡g›U †Lvjvi Rb¨ wb‡Pi avc¸‡jv AbymiY Ki‡Z n‡et 

1|  cÖ_‡g gvDm c‡q›Uvi Gi gva¨‡g ÷vU© evUb G wK¬K Ki‡Z n‡e (wPÎ-1) 

2|  Gici all program wK¬K Ki‡Z n‡e (wPÎ-1)| 

 

 

 

 wPÎ-1 wPÎ-2 

3|  Gici bZzb GKwU †gby Avm‡e, †hLv‡b A‡bK¸‡jv Ackb _vK‡e| 

4|  gvB‡µvmd&U Awdm n‡Z gvB‡µvmd&U G‡·j 2007 -G wK¬K Ki‡j Gg Gm G‡·j Gi GKwU bZzb †cR 

I‡cb n‡e| (wPÎ-4) 
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IqvK©kxU t  

GKwU G‡·‡j dvB‡ji †h As‡k KvR Kiv nq Zv‡K IqvK©kxU e‡j| IqvK©kx‡U MÖvd KvM‡Ri b¨vq A‡bK †mj 

_v‡K|  

IqvK©eyKt  

G‡·j wk‡U KvR Kivi ci GwU‡K fwel¨‡Zi e¨env‡ii Rb¨ msiÿY Kiv nq| msiwÿZ GB dvBj‡K IqvK© eyK 

e‡j| 

gvB‡µvmd&U G‡·‡j (Microsoft Excel) WvUv wb‡q KvR Kivt 

bZzb GKwU WKz‡g›U †Lvjv n‡j mvaviYZ ÔkxU 1Õ GKwUf wkU wn‡m‡e P‡j Av‡m| wPÎ-5 Gi gZ WvUv †bqvi Rb¨ 

wbgœwjwLZ KvR ¸‡jv Ki‡Z cvwit 

 A1 †m‡j ÔcY¨Õ †jLvwU UvBc 

Kwi 

 B1 †m‡j Ôg~j¨Õ wjwL 

 C1 †m‡j ÔcwigvbÕ UvBc Kwi 

 wPÎ-5 Gi gZ K‡i WvUv cÖ‡ek 

KivB|  

 

 

bZzb WKz‡g›U †mBf (Save) ev msiÿY Kiv 

bZzb WKz‡g›U Gi †jLvi KvR †kl K‡i WKz‡g›UwU fwel¨‡Z e¨envi Kivi Rb¨ †mBf (Save) Ki‡Z nq| GRb¨ 

wb‡Pi avc¸‡jv AbymiY Ki‡Z n‡et 

 

1|  cÖ_‡g Awdm evUb G wK¬K Ki‡j wPÎ-6 Gi gZ †gby Avm‡e| 

 

2| Gici wK¬K Ki‡Z n‡e (wPÎ-6)| ms‡ÿ‡c Ctrl+S Pvc‡j nq| 

 

3|  G‡Z Avcbvi mvg‡b wPÎ-7 Gi gZ GKwU WvqjM e· Avm‡e| Gici WKz‡g›UwUi GKwU bvg, †Kv_vq 

†mBf Ki‡Z n‡e Zv wm‡j± K‡i wb‡Pi †mBf evUb G wK¬K Ki‡j G‡·j WKz‡g›UwU msiwÿZ n‡e| 

wPÎ-3 

wPÎ-5 

wPÎ-4 



evsjv‡`k Dš§y³ wekŵe`¨vjq  GmGmwm †cÖvMÖvg 

BDwbU Pvi c„ôv 101 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

wkÿv_©xi KvR 

gvB‡µvmd&U G‡·j G bZzb WKz‡g›U Lyjyb I †W·U‡c file1 bv‡g ‡mBf 

Kiæb| 

 

 

 

mvims‡ÿc 

 

gvB‡µvmd&U G‡·j GKwU A¨vwcø‡Kkb md&UIq¨vi hvi mvnv‡h¨ RwUj MvwYwZK wnmve Z_¨ e¨e¯’vcbvq e¨envi 

Kiv nq| G‡·‡j dvB‡ji †h As‡k KvR Kiv nq Zv‡K IqvK©kxU e‡j| IqvK©wk‡U KvR Kivi ci GwU‡K 

fwel¨‡Zi e¨env‡ii Rb¨ msiwÿZ dvBj‡K IqvK© eyK e‡j| 

 

 cv‡VvËi g~j¨vqb-4.10 

mwVK DË‡ii cv‡k wUK () wPý w`b 

1| gvB‡µvmd&U G‡·j dvBj †mf Ki‡Z †KvbwU Pvc‡Z nq? 

 K. Ctrl+O L. Ctrl+C 
 M. Ctrl+S N. Ctrl+A 

1| gvB‡µvmd&U G‡·j dvBj I‡cb Ki‡Z †KvbwU e¨eüZ nq? 

 K. Ctrl+O L. Ctrl+C 
 M. Ctrl+S N. Ctrl+A 

1| ‡¯úªWkxU †cÖvMÖv‡g AmsL¨ Ni wewkó QK‡K ejv nq-  

 K. IqvK©eyK L. IqvK©kxU 
 M. ‡iv N. Kjvg 

wPÎ-6 wPÎ-7 
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cvV-4.11   gvB‡µvmd&U G‡·‡j wnmve-wbKvk 

 D‡Ïk¨ 

GB cvV †k‡l AvcwbÑ 

 gvB‡µvmd&U G‡·‡j (Microsoft Excel) Gi wewfbœ †m‡ji g‡a¨ wKfv‡e MvwYwZK ¸Y ev fvM Kiv hvq Zv 

e¨vL¨v Ki‡Z cvi‡eb;  

 kZKiv wbY©q Kivi Dcvq eY©bv Ki‡Z cvi‡eb|   

 

 

gyL¨ kã wnmve , dvskb| 

 

Avgiv Rvwb gvB‡µvmd&U G‡·j Ggb GKwU md&UIq¨vi hv w`‡q wnmve-wbKv‡ki KvR¸‡jv `ªæZ I 

wbf©zjfv‡e m¤cv`b Kiv hvq| c~‡e©i cv‡V Avgiv G‡·j dvBj †Lvjv I †mf Kiv wk‡LwQ| G cv‡V 

Avgiv wKQz MvwYwZK K¨vjKz‡jkb Ki‡Z wkLe| 

 

gvB‡µvmd&U G‡·‡j (Microsoft Excel) ¸Y Kiv 

`yB ev Z‡ZvwaK †m‡ji f¨vjy ¸Y K‡i ¸Ydj †`Lv‡bv hvq| G‡ÿ‡Î †h †m‡j djvdj †`L‡Z PvB, †mB †m‡j m~Î 

wjL‡Z nq| G‡·‡j m~Î †jLvi ïiæ‡Z Ò=Ó mgvb wPý e¨envi Ki‡Z nq| †h mg¯Í †m‡ji ¸Ydj †ei Ki‡Z n‡e 

Zv‡`i bvg w`‡q ¸Yb wPý w`‡j djvdj †m‡j ¸Ydj cvIqv hvq| †hgbt wb‡Pi wPÎ-1 G 40 †KwR Pv‡ji †gvU 

g~j¨ †ei K‡i †`Lv‡bv n‡q‡Q| 

 

 

wPÎ-1 

G‡ÿ‡Î wb‡P avc¸‡jv †`Lv‡bv n‡q‡Q t 

1|  D7 †m‡j Pv‡ji `vg 40 UvKv †jLv n‡q‡Q| 

2|  E7 ‡m‡j Pv‡ji cwigvb wn‡m‡e 40 †KwR †jLv n‡q‡Q| 

3|  djvdj †mj F7 G Ò=Ó  wPý w`‡q D7 * E7†jLv n‡q‡Q| 

4|  G›Uvi (Enter) evU‡b wK¬K Ki‡j djvdj ‡`Lv hv‡e| 

 

GQvov djvdj †m‡j †¯cÖWwkU dvskb =PRODUCT wj‡L †m‡ji †iÄ wjL‡jI djvdj cvIqv hvq| wPÎ -2 G 

Zv †`Lv‡bv nj| PRODUCT dvsk‡bi †m‡ji †iÄ w`‡Z †Kvjb (t) wPý e¨envi Kiv n‡q‡Q|  

dg©yjv djvdj †mj 
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wPÎ-2 

dvskb e¨envi K‡i ¸Y Kivi cÖavb myweav nj A‡bK¸‡jv †m‡ji f¨vjy ¸Y Kivi Rb¨ me †m‡ji bvg bv wj‡L 

ïaygvÎ †m‡ji †iÄ wjL‡jB nq| GiKg GKwU KvR wPÎ-3 G †`Lv‡bv n‡q‡Q| G‡ÿ‡Î GKwU e¯‘i AvqZb †ei 

Kivi Rb¨ wZbwU †m‡ji ˆ`N¨©, cȪ ’ I D”PZv wb‡q djvdj F7 †m‡j ¸Y Kivi Rb¨ dvskb e¨envi Kiv n‡q‡Q|  

  

 

 

wPÎ-3 

gvB‡µvmd&U G‡·‡j (Microsoft Excel) fvM Kiv 

¸Y Kivi gZ fvMdj †ei Kivi Rb¨ myÎ e¨envi Kiv nq| fvM Kivi Rb¨ Ò/Ó wPýwU e¨envi Ki‡Z nq Ges 

wb‡Pi avc¸‡jv AbymiY Ki‡Z n‡e| 

1|  B5 †m‡j gvwmK Avq 3000 †jLv n‡q‡Q| 

2|  C5 †m‡j w`‡bi msL¨v 15 †jLv n‡q‡Q| 

3|  djvdj D5 †m‡j m~Î =B5/C5 wj‡L G›Uvi evU‡b Pvc‡jB djvdj ˆ`wbK Avq wn‡m‡e 200 Avm‡e|  

 

wPÎ-4 

gvB‡µvmd&U G‡·j (Microsoft Excel) kZKiv wbY©q Kiv 

ev¯Íe Rxe‡b Avgiv A‡bK MvwYwZK wnmve Kwi †hLv‡b kZKiv wbY©q Kwi| †hgb 400 UvKvi 15% KZ? kZKiv 

†ei Kivi Rb¨ % wPý e¨envi Ki‡Z nq| aiæb, Avcwb 400 UvKvi 15% †ei Ki‡Z Pv‡”Qb| G‡ÿ‡Î wb‡gœi 

avc¸‡jv AbymiY Ki‡Z n‡e| 

dvskb 
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1|  B5 †m‡j 400 UvKv wjLv nj| 

2|  C5 †m‡j kZKivi cwigvb wjLv nj| 

3|  djvdj †m‡j (D5) m~Î wn‡m‡e =B5*C5% wjL‡j DËi 60 UvKv Avm‡e| 

 

 

wPÎ-5 

 

wkÿv_©xi KvR 

gvB‡µvmd&U G‡·‡j G bZzb WKz‡g›U Lyjyb I †W·U‡c file2 bv‡g ‡mBf 

Kiæb| wb‡Pi MvwYwZK wnmve¸‡jv Kiæb| 

 4*2 
 7*4 
 10/2 

 

 

 

mvims‡ÿc 

 

gvB‡µvmd&U G‡·j Ggb GKwU md&UIq¨vi hv w`‡q wnmve-wbKv‡ki KvR¸‡jv ª̀æZ I wbf©zjfv‡e m¤cv`b Kiv 

hvq| GB KvR¸‡jv Kivi Rb¨ wewfbœ ai‡bi dg©~jv ev dvskb e¨envi Kiv hvq| †hgb- †¯cÖWwkU dvskb 

=PRODUCT wj‡L †m‡ji †iÄ wjL‡j ¸Ydj cvIqv hvq| 

 

 cv‡VvËi g~j¨vqb-4.11 

mwVK DË‡ii cv‡k wUK () wPý w`b 

1| gvB‡µvmd&U G‡·‡j MvwYwZK m~Î e¨envi Kivi Rb¨ †Kvb wPý w`‡q ïiæ Ki‡Z nq? 

 K. = L. % 

 M. = = N. > =  

2| = PRODUCT(C3:C7) ; GLv‡b PRODUCT Kx wn‡m‡e e¨eüZ n‡q‡Q?  

 K. dg©~jv L. dvskb 

 M. m~Î N. ‡mj †iÄ  

3| fv‡Mi Rb¨ †Kvb dvskbwU e¨eüZ nq? 

 K. DIV L. MODE 

 M. SUM N. COUNT 
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cvV-4.12   gvB‡µvmd&U G‡·‡j wewfbœ dvsk‡bi e¨envi 

 D‡Ïk¨ 

GB cvV †k‡l AvcwbÑ 

 gvB‡µvmd&U G‡·‡j wKfv‡e wewfbœ dvskb e¨envi Ki‡Z nq e¨vL¨v Ki‡Z cvi‡eb; 

 G‡·‡j MvwYwZK wnmve mn‡R wKfv‡e Ki‡Z cvwi Zv e¨vL¨v Ki‡Z cvi‡eb|     

 

 

gyL¨ kã MvwYwZK dvskb, AVERAGE, MIN, COUNT dvskb| 

 

Avgiv Rvwb gvB‡µvmd&U G‡·j Ggb GKwU md&UIq¨vi hv w`‡q wnmve wbKv‡ki KvR¸‡jv `ªæZ I 

wbf©zjfv‡e m¤cv`b Kiv hvq| c~‡e©i cv‡V Avgiv †`‡LwQ G‡·‡j wKfv‡e ¸Y, fvM I kZKiv †ei Kiv 

hvq| G cv‡V Avgiv wKQz MvwYwZK K¨vjKz‡jk‡bi Rb¨ wKQz dvskb e¨envi Ki‡Z wkLe| 

gvB‡µvmd&U G‡·‡j (Microsoft Excel) dvskb wb‡q KvR Kiv 

gvB‡µvmd&U G‡·‡j  wKQz dvskb †`qv Av‡Q, †h¸‡jv e¨envi K‡i mn‡RB A‡bK KvR Kiv hvq| †hgbt †hvMdj, 

A‡bK¸‡jv msL¨vi g‡a¨ eo ev †QvU msL¨v †ei Kiv, msL¨vi Mo BZ¨vw`| Z‡e dvsk‡bi MVb KvVv‡gv wbgœiæct 

=FUNCTION  A_ev  = FUNCTION(ARGUMENT1, ARGUMENT2, … … … ARGUMENT N) 

dvskb e¨env‡ii †ÿ‡Î wbgœwjwLZ welq¸‡jv AbymiY Ki‡Z n‡e- 

1|  cÖ‡Z¨K dvskb =() w`‡q ïiæ Ki‡Z nq| 

2|  †QvU ev eo Aÿ‡i UvBc Kiv hv‡e| 

3|  AvM©y‡g›U e¨env‡ii †ÿ‡Î eÜbx (Bracket) e¨envi Ki‡Z n‡e| 

4|  GKvwaK AvM©y‡g‡›Ui †ÿ‡Î †mwg‡Kvjb (;), †i‡Äi †ÿ‡Î †Kvjb (t) wPý e¨envi Ki‡Z n‡e|  

SUM (LIST)  dvskb e¨envi K‡i †hvMdj †ei Kiv  

G‡·‡j SUM dvskb e¨envi K‡i A‡bK¸‡jv †mj f¨vjyi †hvMdj †ei Kiv hvq| wPÎ -1 Gi gZ WvUv Gw›Uª K‡i 

†hvMdj Kivi Rb¨ wb‡Pi avc¸‡jv AbymiY Ki‡Z n‡e| 

 

wPÎ-1 

1|  C4, C5, C6 †m‡j Pvj, Wvj I mewRi `vg Gw›Uª Kiæb| 

2|  C7 †gvU LiP †ei Kivi Rb¨ Kvm©i †i‡L =SUM(C4:C6) wj‡L G›Uvi w`b| 

3|  djvdj wn‡m‡e †hvMdj 600 Avm‡e|   

 

SUM dvskb 
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MAX(LIST)  dvsk‡bi e¨envi  

MAX dvskb e¨envi K‡i A‡bK¸‡jv msL¨vi g‡a¨ eo msL¨v †ei Kiv hvq| MAX  dvsk‡b AvM©y‡g›U wn‡m‡e 

†m‡ji †iÄ wKsev A‡bK¸‡jv msL¨v Kgv wPý w`‡q Kiv nq| D`vniY¯îƒc †Kvb GKRb Qv‡Îi wZbwU wel‡qi 

m‡e©v”P b¤î †ei Kivi Rb¨ MAX dvskb e¨envi Kiv n‡q‡Q| G‡ÿ‡Î †m‡ji †iÄ djvdj †m‡ji g‡a¨ MAX 

dvsk‡bi AvM©z‡g›U wn‡m‡e †bqv n‡q‡Q|  

 

wPÎ-2 

AVERAGE, MIN,COUNT dvsk‡bi e¨envi 

mvaviYZ Mo †ei Kivi Rb¨ AVERAGE, me‡P‡q me©wb¤œ msL¨v †ei Kivi Rb¨ MIN Ges †Kvb †i‡Äi g‡a¨ 

KZwU msL¨v Av‡m Zv MYbv Kivi Rb¨ COUNT dvskb e¨envi Kiv nq| wb‡Pi gZ K‡i wkU G WvUv Gw›Uª K‡i 

wbb| Zvici GB wZbwU dvskb e¨envi K‡i djvdj †ei Ki‡Z wb‡Pi avc¸‡jv AbymiY Kiæb| 

 

  

wPÎ-3 

1|  wPÎ-3 G AVERAGE dvskb e¨envi K‡i wZbwU wel‡qi Mo †ei Kivi Rb¨ C7 †m‡j =AVERAGE 
(C4:C6) wj‡L G›Uvi Ki‡j wZbwU wel‡qi Mo wn‡m‡e djvdj †m‡j 81 DËi †`Lv‡e|   

 

wPÎ-4 

2|  wPÎ-4 G MIN dvskb e¨envi K‡i wZbwU wel‡qi g‡a¨ me©wb¤œ b¤î †ei Kivi Rb¨ C8 †m‡j 

=MIN(C4:C6) wj‡L G›Uvi Ki‡j djvdj wn‡m‡e †m‡j 68 †`Lv‡e| 

MAX dvskb 

AVERAGE dvskb 

MIN  dvskb 



evsjv‡`k Dš§y³ wekŵe`¨vjq  GmGmwm †cÖvMÖvg 

BDwbU Pvi c„ôv 107 

 

wPÎ-5 

3|  wPÎ-5 G COUNT dvskb e¨envi K‡i wel‡qi msL¨v †ei Kivi Rb¨ C9 †m‡j =COUNT(C4:C6) wj‡L 

G›Uvi Ki‡j djvdj wn‡m‡e †m‡j 3 †`Lv‡e|  

 

 

wkÿv_©xi KvR 

gvB‡µvmd&U G‡·‡j bZzb WKz‡g›U Lyjyb I †W·U‡c file3 bv‡g ‡mBf Kiæb| 

wb‡Pi ‡Uwej ‰Zix Kiæb Ges Mo  b¤î ,me©wb¤œ  b¤î  I m‡e©v”P  b¤^i †ei 

Kivi Rb¨  AVERAGE, MIN, MAX  dvskb  e¨envi Kiæb I djvdj cÖ̀ k©b 

Kiæb| 

Bangla 80 
English 76 

Math 95 

Average marks  

Max  marks 
 

Min  marks 
 

 

 

 

 

mvims‡ÿc 

 

gvB‡µvmd&U G‡·‡j SUM dvskb e¨envi K‡i A‡bK¸‡jv †mj f¨vjyi †hvMdj †ei Kiv hvq| Avevi MAX 

dvskb e¨envi K‡i A‡bK¸‡jv msL¨vi g‡a¨ eo msL¨v †ei Kiv hvq| Giƒc AviI A‡bK ai‡bi dvskb 

gvB‡µvmd&U G‡·‡j e¨envi Kiv hvq| 

 cv‡VvËi g~j¨vqb-4.12 

mwVK DË‡ii cv‡k wUK () wPý w`b 

1| gvB‡µvmd&U G‡·‡j MvwYwZK m~‡Îi mvnv‡h¨ †ei Kiv hvq- 

 K. Maximum value L. Minimum value 
 M. Average value N. me¸‡jvB  

2| gvB‡µvmd&U G‡·‡j †Kvb wKQzi msL¨v †ei Ki‡Z †Kvb dvskb e¨envi Kiv nq? 

 K. COUNT L. MIN 

 M. AVERAGE N. MAX 
  

COUNT  dvskb 
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e¨envwiK : BDwbU-4 
Practical 

 

e¨envwiK 1: IqvW© cÖ‡mwms md&UIq¨vi e¨envi K‡i WKz‡g›U ˆZwi I msiÿY| 

ZË¡ 

gvB‡µvmd&U IqvW© (Microsoft Word) gvB‡µvmd&U Awdm Gi GKwU c¨v‡KR †cÖvMÖvg ev md&UIq¨vi hvi mvnv‡h¨ 

Avgiv wbZ¨ cÖ‡qvR‡b bZzb WKz‡g›U ˆZwi, msiÿY wKsev c~‡e© ˆZwiK…Z WKz‡g›U cwieZ©b Ki‡Z cvwi| 

hš¿cvwZi e¨envi t  

hš¿cvwZ e¨env‡ii c~‡e© cÖ‡qvRbxq hš¿cvwZ wbe©vPb ev wm‡j± Ki‡Z nq| G‡ÿ‡Î nvW©Iq¨v‡ii cvkvcvwk cÖ‡qvRbxq 

md&UIq¨viI wbe©vPb Ki‡Z nq|   

nvW©Iq¨vi      t GKwU Kw¤úDUvi|   

  md&UIq¨vi     t Acv‡iwUs wm‡÷g : Windows XP  ev Windows 7 | 

          G¨vwcø‡Kkb md&UIq¨vi : gvB‡µvmd&U IqvW©-2007 (Microsoft Word-2007) | 

DcwiD³ cixÿYwU m¤úbœ Kivi Rb¨ hš¿cvwZi e¨env‡ii †ÿ‡Î wb¤œwjwLZ avcmg~n AbymiY Ki‡Z n‡e- 

1. Computer Gi Power Connection  fvj fv‡e Check K‡i CPU Gi Power ON Ki‡Z n‡e| 

2. wKQz¶‡Yi g‡a¨B Microsoft Windows Gi †W¯‹Uc P‡j Avm‡e| 

3. gvB‡µvmd&U Awdm (Microsoft Office) Bb÷j Av‡Q wKbv Zv wbwðZ n‡Z n‡e|  
4. gvB‡µvmd&U Awdm Gi gvB‡µvmd&U IqvW©-2007 (Microsoft Word-2007) ‡cÖvMÖvgwU Pvjy Ki‡Z n‡e| 
5. cixÿYwUi Kvh©µg m¤úbœ n‡j PvjyK…Z †cÖvMÖvg ev †cÖvMÖvgmg~n eÜ Ki‡Z n‡e Ges h_vwbq‡g Kw¤úDUviwU 

eÜ ev kvU WvDb Ki‡Z n‡e| cÖ‡qvR‡b ˆe`¨ywZK myBP eÜ K‡i we`¨yr ms‡hvM wewQbœ Ki‡Z n‡e|  

djvdj Dc¯’vcb t  

(1) cÖwµqv AbymiY t  

DcwiD³ cixÿYwUi Kvh©µg m¤úbœ Kivi Rb¨ wb¤œewY©Z avc¸‡jv AbymiY Ki‡Z n‡e- 

1| cÖ_‡g DB‡ÛvR †_‡K Microsoft Word-2007 ‡cÖvMÖvg Pvjy Ki‡Z n‡e (wPÎ-1)| ‡mRb¨- 

      Start  >  All Programs  >  Microsoft Office > Microsoft office word 2007 

 

wPÎ-1 
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2| cÖ‡qvRbxq UvBwcs Gi KvR †kl K‡i Awdm evUb G wK¬K Ki‡j wb‡Pi gZ †gby Avm‡e (wPÎ-2)| 

  

 

wPÎ-2 

 

2|    wK¬K Ki‡Z n‡e (wPÎ-2)|  

 

3|  wPÎ-3 Gi gZ GKwU WvqjM e· Avm‡e| Gici cÖ‡qvRbxq Ackbmg~n A_©vr WKz‡g›UwUi GKwU  bvg, 

‡jv‡Kkb wm‡j± K‡i wb‡Pi †mBf evUb G wK¬K Ki‡Z n‡e| Zvn‡j WKz‡g›UwU D³ bv‡g I †jv‡Kk‡b 

msiwÿZ ev †mBf n‡e|  

 

   

 

 

 

 

 

 

 

 

 

 

 

wPÎ-3 

 

(2) e¨vL¨v t   

gvB‡µvmd&U Awdm †cÖvMÖvgwU Ab¨vb¨ IqvW© cÖ‡mwms †cÖvMÖv‡gi †P‡q †ek wKQz evowZ myweav cÖ̀ vb K‡i| 

gvB‡µvmd&U Awdm IqvW© 2007 Gi mvnv‡h¨ wbf©zjfv‡e †jLv‡jwLi KvR Kiv I bv›`wbKfv‡e g‡bi fve Dc ’̄vcb 

Kiv hvq| Avevi wbZ¨ cÖ‡qvR‡b bZzb WKz‡g›U ˆZwi, msiÿY wKsev c~‡e© ˆZwiK…Z WKz‡g›U cwieZ©b Kiv hvq| 
(3) djvdj t  

ˆZwiK…Z IqvW© WKz‡g›UwU wbw`©ó †jv‡Kkb n‡Z A‡cb Ki‡j A_ev wbw`©ó †jv‡Kk‡b cÖ‡ek K‡i msiwÿZ 

WKz‡g›UwUi bv‡gi Dci Wej wK¬K Ki‡j WKz‡g›UwU cvIqv hv‡e|   

†mBf evUb 

dvB‡ji bvg 
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P~ovšÍ g~j¨vqb 

K. mvaviY eûwbe©vPwb cÖkœ 

1|  IqvW© cÖ‡mwms kãwUi A_© n‡jv-  

 K. kã cÖwµqvKiY    L. eY© cÖwµqvKiY 

 M. evK¨ cÖwµqvKiY    M. kã cÖwZ¯’vcb   

2|  IqvK©kx‡Ui †QvU †QvU Ni¸‡jv‡K Kx e‡j?   

 K. †iv     L. Kjvg 

 M. ‡mj     N. dvskb   

3|  IqvK©kx‡Ui Dci †_‡K wb‡Pi Ni¸‡jv‡K Kx e‡j?   

 K. †iv     L. Kjvg 

      M. †mj N. jvBb 

4|  wbe©vwPZ Ni mgwó‡K Kx ejv nq?   

      K. IqvK©kxU    L. Kjvg 

      M. ‡mj N. ‡iÄ 

L.  eûcw` mgvwßm~PK eûwbe©vPwb cÖkœ 

5|  IqvW© cÖ‡mm‡ii mvnv‡h¨ - 

 i .  WKz‡g›U ˆZwi Kiv qvq  

 ii.  WKz‡g›U m¤ú`bv Kiv hvq  

 iii. WKz‡g›U msiÿY Kiv hvq   

 wb‡Pi †KvbwU mwVK ? 

 K. i I ii        L. i I iii               

 M. ii I iii         N. i, ii I iii 

6|  WKz‡g›U msiÿ‡Y e¨envi Kiv hvq - 

 i .  Save  

 ii.  Save As  
 iii. Open 

 wb‡Pi †KvbwU mwVK ? 

 K. i I ii       L. i I iii               

 M. ii I iii         N. i, ii I iii 
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M.   Awfbœ Z_¨wfwËK eûwbe©vPwb cÖkœ 

wb‡Pi DwÏcKwU co–b 7 I 8 b¤̂i cÖ‡kœi DËi w`b: 

kvnwiqvi gvngy` I †knRv` gvngy` ¯‹z‡ji Kw¤úDUvi j¨v‡e eZ©gvb mg‡q me‡P‡q †ewk cÖPwjZ IqvW© cÖ‡mwms 

md&UIq¨v‡ii mvnv‡h¨ `yBwU Kw¤úDUv‡i `yBwU WKz‡g›U ˆZwi Kij| kvnwiqvi gvngy` WKz‡g›UwU ˆZwi Kij wKš‘ 

msiÿY Kij bv| Ab¨w`‡K †knRv` gvngy` WKz‡g›UwU ˆZwi Kivi ci ciB msiÿY Kij|  

7|  WKz‡g›U ˆZwi Ki‡Z kvnwiqvi gvngy` I †knRv` gvngy` e¨envi K‡iwQj-  

 K. Ms-Word              L. Excel                  M. Access             N. Lotus 

8|  fwel¨‡Z †knRv` gvngy` Zvi ˆZwiK…Z WKz‡g‡›U - 

  i .  bZzb †Kvb Z_¨ ms‡hvRb Ki‡Z cvi‡e   

 ii.  cÖ‡qvR‡b †Kvb Z_¨ ev` w`‡Z cvi‡e  

 iii. Z_¨ ms‡hvRb ev we‡qvRb Ki‡Z cvi‡e bv   

 wb‡Pi †KvbwU mwVK ? 

      K. i I ii       L. i I iii       
 M. ii I iii        N. i, ii I iii 
  



evsjv‡`k Dš§y³ wekŵe`¨vjq  Z_¨ I †hvMv‡hvM cÖhyw³ 
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 DËigvjv 

 

cv‡VvËi g~j¨vqb- 4.1  t 1. L  2. K  3.N       

cv‡VvËi g~j¨vqb- 4.2  t 1. M       2. L        

cv‡VvËi g~j¨vqb- 4.3  t  1. K  2.N    

cv‡VvËi g~j¨vqb- 4.4  t 1. K  2. M 3. L  

cv‡VvËi g~j¨vqb- 4.5  t 1. M 2. K 

cv‡VvËi g~j¨vqb- 4.6  t 1. K 2. N 

cv‡VvËi g~j¨vqb- 4.7 t 1. L 2. M    

cv‡VvËi g~j¨vqb- 4.8 t 1. K 2.N   

cv‡VvËi g~j¨vqb- 4.9 t 1. M 2. N  3. L   

cv‡VvËi g~j¨vqb- 4.10 t 1. M 2. K  3. L   

cv‡VvËi g~j¨vqb- 4.11 t 1. K 2. L  3. K  

cv‡VvËi g~j¨vqb- 4.12 t 1. N 2. K  

 

P~ovšÍ g~j¨vqb 

K. mvaviY eûwbe©vPbx cÖkœ 

1 K 2 M 3 L 4 N           

L. eûcw` mgvwßm~PK eûwbe©vPbx cÖkœ 

5 N 6 K      

 M. Awfbœ eûwbe©vPbx cÖkœ 

  7    K     8    K 


