
BDwbU 2: (e¨envwiK): g¨vbyw¯ŒÞ I djvdj cȪ ‘wZi `ÿZvmg~n  

 
 
 
 
f~wgKv 

 

wewfbœ cÖ‡qvR‡b Avgiv †jLv‡jwL K‡i _vwK| †hgbÑ †KD eB †j‡Lb, †KD Mí Dcb¨vm †j‡Lb wKsev †KD 

w`bcwÄ †j‡Lb| G KvR¸‡jv Kiv GK mgq A‡bK Kómva¨ I mgq mv‡cÿ wQj| wKš‘ Z_¨ I †hvMv‡hvM 

cÖhyw³i µgweKv‡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| eZ©gv‡b GB Kv‡R †h md&UIq¨vi e¨envi K‡i _vwK Zv‡K IqvW© cÖ‡mmi e‡j| †hgb- 

GgGm Awdm (MS Office)-Gi gvB‡µvmdU IqvW© (Microsoft Word), †bvWc¨vW, I‡cb Awdm 

BZ¨vw`| GB BDwb‡U GgGm Awdm (MS Office)-Gi gvB‡µvmd&U IqvW© (Microsoft Word) Gi wbgœ 

wjwLZ welq¸‡jv we¯ÍvwiZ Av‡jvPbv Kiv n‡e| GmKj welq wbR Kw¤úDUv‡i ev wbR Kg©̄ ’‡j A_ev Ab¨ 

†Kv_vI nv‡Z Kj‡g Abykxj‡bi gva¨‡g wkK‡Z n‡e|   

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

  

cvV 2.1 : gvB‡µvmd&U IqvW© 

cvV 2.2 : GgGm IqvW© DB‡Ûv cwiwPwZ 

cvV 2.3 : GgGm Iqv‡W© WKz‡g›U ˆZwi Ges Z_¨ wjwce× Kiv 

cvV 2.4 : †U·U di‡gwUs Ges †U·U GwWwUs 

cvV 2.5 : WKz‡g‡›U †Uwej †hvM Kiv 

cvV 2.6 : WKz‡g‡›U Qwe, †nWvi, dzUvi I c„ôv b¤̂i †hvM Kiv 

cvV 2.7 : gvB‡µvmdU G‡·j cwiwPwZ 

cvV 2.8 : IqvK©kx‡U DcvË cÖ‡ek Kiv‡bv I bZzb IqvK©kxU ms‡hvRb 

cvV 2.9 : IqvK©kx‡U dvskb I dg~©jv e¨envi 

cvV 2.10 : cixÿvi djvdj wbY©‡qi Rb¨ †iRvëkxU ˆZwi  
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cvV 2.1: gvB‡µvmd&U IqvW© (Microsoft Word) 
 

 

 

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 Kiv nq e¨vL¨v Ki‡Z cvi‡eb| 

 

 

 

 

gvB‡µvmdU IqvW© 

 

 

gvB‡µvmd&U IqvW© ev GgGm IqvW© GKwU IqvW© cÖ‡mwms c¨v‡KR †cÖvMÖvg| GgGm IqvW© Av‡gwiKvi 

weL¨vZ gvB‡µvmdU K‡c©v‡ikb KZ©„K D™¢vweZ Ges evRviRvZK…Z| DB‡ÛvR wfwËK GB c¨v‡KR †cÖvMÖvgwU 

IqvW© cÖ‡mwms Gi Kv‡R e¨eüZ nq| Gi mvnv‡h¨ mn‡RB WKz‡g›U ˆZwi, m¤úv`bv I msiÿY Kiv hvq| 

gvB‡µvmd&U Iqv‡W©i wewfbœ Dcv`vb e¨envi K‡i Qwe, PvU©, †Uwej ms‡hvRb K‡i †cÖv‡dkbvj WKz‡g›U 

ˆZwi Kiv hvq| GwU DB‡ÛvR wm‡÷‡gi Rb¨ ˆZwi e‡j G‡Z KvR Kivi Rb¨ KgvÛ gyL¯Í bv †i‡L ïay 

AvBKb ev †gby‡Z gvDm wK¬K K‡i KvR Kiv hvq| GK K_vq ejv hvq gvB‡µvmd&U IqvW© njÑ 

 

 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| 

 

GgGm IqvW© †cÖvMÖvg Pvjy Kiv 

 

GgGm IqvW© Pvjy Ki‡Z n‡j Avcbvi Kw¤úDUv‡i Aek¨B GgGm IqvW© †cÖvMÖvgwU Bb÷j Kiv _vK‡Z 

n‡e| Kw¤úDUvi Pvjy Kivi ci wb‡Pi avc¸‡jv AbymiY K‡i GgGm IqvW© Pvjy Kiv hvq: 

 

1.  cÖ_‡g gvDm c‡q›Uv‡ii gva¨‡g Start evU‡b wK¬K Ki‡Z n‡e (wPÎ- 1)| 

2.  Gici All Program G wK¬K Ki‡Z n‡e (wPÎ- 2)| 

 

 

       

 

                       wPÎ 1: Start †gby wjó|   wPÎ 2: Start †gby wjó All Program wbev©wPZ| 
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3.  Gici bZzb GKwU †gby Avm‡e, †hLv‡b A‡bK¸‡jv Ackb _vK‡e| †mLv‡b gvB‡µvmd&U Awdm 

AckbwU‡Z wK¬K Ki‡j gvB‡µvmd&U IqvW© 2007 AckbwU cvIqv hv‡e| GUv‡Z wK¬K Ki‡j GgGm 

Iqv‡W©i GKwU bZzb †cR I‡cb n‡e (wPÎ- 3)| 

 

 

 

wPÎ 3: Microsoft Office Gi Aax‡b †cÖvMÖvg wjó| 

 

4.  Dc‡ii avc¸‡jv m¤úbœ Ki‡j wPÎ- 4 Gi b¨vq gvB‡µvmd&U IqvW© DB‡ÛvwU cÖ̀ wk©Z n‡e| GB 

DB‡Ûv‡Z †h‡Kvb wKQz wjLvi KvR Kiv hv‡e| 

 

 

 

wPÎ 4: GKwU IqvW© WKz‡g›U DB‡Ûv| 

 

bZzb WKz‡g›U †mBf (Save) Kiv 

 

bZzb WKz‡g‡›Ui wjLvi KvR †kl K‡i WKz‡g›UwU fwel¨‡Zi e¨envi Kivi Rb¨ †mBf (Save) Ki‡Z nq| 

GKwU bZzb WKz‡g›U †mBf Ki‡Z wb‡Pi avc¸‡jv AbymiY Ki‡Z n‡e| 
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1.  cÖ_‡g Awdm evU‡b wK¬K Ki‡j wb‡Pi gZ †gby Avm‡e (wPÎ- 5)| 

 

 

 

wPÎ 5: dvBj †gbyi KgvÐ wjó| 

 

2.  Gici Save AckbwU‡Z wK¬K Ki‡j wPÎ- 6 Gi gZ GKwU WvqvjM e· Avm‡e| 

 

 

 

wPÎ 6: Save As WvqvjM e·| 

 

3. Gici File Name e·wU‡Z WKz‡g›UwUi bvg wj‡L †Kv_vq †mBf Kie wm‡j± K‡i wb‡Pi †mBf evU‡b 

wK¬K Ki‡Z n‡e| Zvn‡j dvBjwU †mBf n‡q hv‡e| 

4.  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‡jI mewKQz GKB dvB‡j †mBf n‡q hv‡e| 

              

c~‡e© †mBf (Save) Kiv WKz‡g›U †Lvjv 

 

c~‡e© †mBf Kiv †Kvb WKz‡g›U Iqv‡W© cybivq Lyj‡Z †M‡j wb‡Pi avc¸‡jv AbymiY Ki‡Z n‡e|  

 

1. cÖ_‡g File Ack‡b wM‡q Open AckbwU wK¬K Ki‡Z n‡e A_ev Kx‡ev‡W©i Ctrl+O Pvc‡Z n‡e| 
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2. Gici GKwU I‡cb WvqvjM e· Avm‡e| †mLvb †_‡K cÖ‡qvRbxq dvBjwU wbe©vPb K‡i I‡cb evU‡b 

wK¬K Ki‡Z n‡e (wPÎ- 7)  

 

 

 

wPÎ 7: Open WvqvjM e·| 

 

WKz‡g›U †K¬vR (Close) Kiv 

 

cÖ‡qvRbxq KvR †k‡l WKz‡g›U †K¬vR K‡i IqvW© †_‡K †ei n‡Z nq| dvBjwU †mf Kivi ci GgGm IqvW© 

†_‡K †ei n‡Z n‡e| G‡ÿ‡Î wb‡Pi †h‡Kvb GKwU Dcvq e¨envi Kiv hvq: 

 

1. File †gby †_‡K Close AckbwU‡Z wK¬K K‡i; 

2. WKz‡g›U Gi Wvb w`‡Ki †K¬vR evU‡b wK¬K K‡i; 

3. Kx‡evW© †_‡K Alt+F4 e¨envi K‡i| 
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cv‡VvËi g~j¨vqb- 2.1 

 

 

K.  mswÿß cÖkœ 

 

1.   GgGm IqvW© Kx? 

2.  wKfv‡e WKz‡g›U †K¬vR Ki‡Z nq? 

 

L.  iPbvg~jK cÖkœ 

 

1.   GgGm IqvW© Pvjy Kivi avcmg~n wjLyb| 

2.   bZzb WKz‡g›U †mBf Kivi avc¸‡jv wjLyb| 
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cvV 2.2: GgGm IqvW© DB‡Ûv cwiwPwZ 

 

 

 

D‡Ïk¨ 

 

GB cvV †k‡l AvcwbÑ 

 

 GgGm IqvW© DB‡Ûvi wewfbœ Ask wPwýZ Ki‡Z cvi‡eb| 

 

 

 

 

 

 

GgGm IqvW© Pvjy Kivi ci gwbU‡ii c ©̀vq GKwU DB‡Ûv †`Lv hvq| GwU‡K GgGm IqvW© WKz‡g›U DB‡Ûv 

ejv nq| wPÎ- 8 G GgGm IqvW© DB‡Ûvi wewfbœ Ask †`Lv‡bv n‡jv| 

 

 

 

 

 

wPÎ 8: GKwU IqvW© WKz‡g‡›Ui wewfbœ Ask| 

 

GgGm IqvW© DB‡Ûvi wewfbœ As‡ki eY©bv wb‡gœ †`Iqv n‡jv: 

 

UvB‡Uj evi 

 

c ©̀vi Dc‡ii †h As‡k Microsoft Word Document wjLv _v‡K †mUv‡K UvB‡Uj evi e‡j| Kw¤úDUv‡i 

UvBc K‡i welqe¯‘ wewfbœ bv‡g 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 ev‡i †`Lv hvq| GB ev‡ii Wvbw`‡K wZbwU evUb                 

†`Lv hvq| cÖ_g                evUbwU‡K  Minimize evUb e‡j| G‡Z wK¬K Ki‡j GgGm IqvW© DB‡ÛvwU    

UvB‡Uj evi 
†gbyevi 

Uzjevi 

÷¨vUvm evi 

iæjvi 
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ÿz ª̀ AvBK‡b cwiYZ n‡q Uv¯‹ev‡i Ae¯’vb †bq| wØZxq evUbwU‡K Maximize evUb e‡j| G‡Z wK¬K 

Ki‡j DB‡ÛvwU m¤ú~Y© c ©̀v Ry‡o cÖ̀ wk©Z n‡e| Z…Zxq evUbwU‡K †K¬vR evUb e‡j| G‡Z wK¬K Ki‡j GgGm 

†cÖvMÖvgwU eÜ n‡q hv‡e| 

 

†gbyevi 

 

UvB‡Uj ev‡ii wb‡Pi jvB‡b †hLv‡b Home, Insert, Page Layout, References, Mailings, Review, 
View BZ¨vw` †jLv _v‡K Zv‡K †gbyevi e‡j| †gbyev‡ii Aax‡b i‡q‡Q GKvwaK mve-†gby| Kx-†evW© †_‡K 

A_ev gvDm w`‡q Gme mve‡gby wm‡j± K‡i GgGm Iqv‡W© wewfbœ KvR Kiv hvq| 

 

Uzjevi 

 

mvaviYZ †gby ev‡ii wb‡Pi w`‡K KZ¸‡jv †QvU †QvU AvBKb †`Lv hvq| Giƒc KZ¸‡jv AvBb GK‡Î 

Uzjev‡i cÖ̀ wk©Z nq| Uzjev‡ii mvnvh¨ wb‡q GgGm Iqv‡W© AwaKvsk KvR Abvqv‡m m¤úbœ Kiv hvq| 

 

iæjvi 

 

WKz‡g›U cwigv‡ci Rb¨ iæjvi GKvšÍ cÖ‡qvRb| GgGm Iqv‡W© ỳB ai‡bi iæjvi Av‡Q| GKwU nivBR›Uvj 

Ges GKwU fvwU©K¨vj| Uzjev‡ii wVK wb‡P _v‡K nivBR›Uvj iæjvi Ges DB‡Ûvi ev‡g _v‡K fvwU©Kvj 

iæjvi|  

 

÷¨vUvm evi 

 

GgGm IqvW© DB‡Ûvi me©wb‡gœ A_©vr Uv¯‹ev‡ii Dc‡i Page, Word †jLv m¤̂wjZ evi‡K ÷¨vUvm evi 

e‡j| G‡Z WKz‡g‡›Ui eZ©gvb Ae¯’v m¤ú‡K© Z_¨ cÖ̀ wk©Z nq|  

 

 

 

 

 

cv‡VvËi g~j¨vqb- 2.2 

 

 

 

K.  mswÿß cÖkœ 

 

1.  c ©̀vi †Kvb Ask‡K UvB‡Uj evi e‡j? 

2.  †gby evi ‡KvbwU? 

 

L.  iPbvg~jK cÖkœ 

 

1.   GgGm IqvW© DB‡Ûvi wewfbœ As‡ki eY©bv Kiæb| 
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cvV 2.3: GgGm Iqv‡W© WKz‡g›U ˆZwi Ges Z_¨ wjwce× Kiv 

 

 

 

D‡Ïk¨ 

 

GB cvV †k‡l AvcwbÑ 

 

 Bs‡iwR I evsjvq Z_¨ wjwce× Kivi wbqg ej‡Z cvi‡eb| 

 Kvm©i ¯’vbvšÍ‡ii wbqg eY©bv Ki‡Z cvi‡eb| 

 †U·U wm‡j± Kivi c×wZ e¨vL¨v Ki‡Z cvi‡eb| 

 

 

 

 

GgGm IqvW© †cÖvMÖvg 

 

GgGm IqvW© †cÖvMÖvg Pvjy Ki‡j GKwU Lvwj c ©̀v Av‡m| c ©̀vi Dc‡i evg †Kv‡b evsjv `vwoi g‡Zv GKwU 

†QvU Kv‡jv †iLv _v‡K hv‡K Kvm©i ev Bbmvm©b c‡q›U ejv nq| c ©̀vi GB Ae¯’v‡K †U·U Gwiqv ev GwWwUs 

¯Œxb ev IqvK©‡¯úm ejv nq| Kx‡evW© n‡Z hv wKQz UvBc Kiv nq Kvm©i cwRk‡b Zv BbcyU wn‡m‡e M„nxZ 

nq| K‡qKwU Aÿi UvBc K‡i GKwU kã wj‡L cieZx© k‡ãi gv‡S GKNi duvKv ivLvi Rb¨ †¯úmev‡i 

Pvc‡Z nq| UvBc Kivi mgq GK jvBb †kl n‡q †M‡j Kvm©i ¯q̂swµqfv‡e wØZxq jvB‡b P‡j hvq| 

GQvovI Enter Kx Pvc w`‡j Kvm©i c‡ii jvB‡b P‡j hvq| Gfv‡e bZzb GKwU jvBb UvBc Ki‡j Zv bZzb 

c¨vivMÖvd wn‡m‡e MY¨ n‡e| 

 

KL‡bv KL‡bv UvBc Kivi ci †U·‡Ui gvSLv‡b bZzb wKQz ms‡hvRb Kivi cÖ‡qvRb n‡Z cv‡i| bZzb †Kvb 

†jLv mwbœ‡ewkZ Ki‡Z n‡j †hLv‡b wjL‡Z n‡e Kvm©i‡K †mB ¯’v‡b wb‡q UvBc Ki‡jB n‡e| Zvn‡j †mB 

¯’v‡b bZzb †jLv n‡e Ges c‡ii †jLvmg~n Wvbw`‡K mi‡Z _vK‡e| 

 

Kvm©i ’̄vbvšÍi Kiv 

 

WKz‡g‡›U KvR Kivi †ÿ‡Î Kvm©‡ii ¯’vbvšÍi cÖ‡qvRb nq| Kvm©i †h ¯’v‡b _vK‡e WKz‡g‡›Ui mKj KvR 

†mB ¯’v‡b m¤úvw`Z n‡e| Kx‡evW© I gvDm e¨envi K‡i Kvm©i‡K GK ¯’vb †_‡K Ab¨ ¯’v‡b wb‡q hvIqv 

hvq| gvD‡mi mvnv‡h¨ Kvm©i‡K ¯’vbvšÍi Ki‡Z n‡j †h ¯’v‡b Kvm©i wb‡Z n‡e gvDm c‡q›Uvi †mB ¯’v‡b 

†i‡L wK¬K Ki‡j Kvm©i †mB ¯’v‡b P‡j hv‡e| Kx‡ev‡W©i mvnv‡h¨ Kvm©i ¯’vbvšÍ‡ii wKQz wbqg i‡q‡Q| wb‡gœ 

†m¸‡jv †`Lv‡bv n‡jv: 

 

Kvm©‡ii ¯’vbvšÍi Kx‡ev‡W©i evUb 

GK Aÿi Wv‡b   (Left Arrow) 
GK Aÿi ev‡g  (Right Arrow) 
GK kã Wv‡b Ctrl +  
GK kã ev‡g Ctrl +  
GK jvBb Dc‡i  (Up Arrow) 
GK jvBb wb‡P   (Down Arrow) 
jvB‡bi ïiæ‡Z 

Home 
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jvB‡bi †k‡l 

End 
WKz‡g‡›Ui ïiæ‡Z 

Ctrl + Home 
WKz‡g‡›Ui †k‡l 

Ctrl + End 
GK ¯Œxb Dc‡i 

Page Up 
GK ¯Œxb wb‡P 

Page Down 
DB‡Ûvi Dc‡i 

Ctrl + Page Up 
DB‡Ûvi wb‡P 

Ctrl + Page Down 
c~e©eZx© c„ôvq 

Ctrl + Alt + Page Up 
cieZx© c„ôvq 

Ctrl + Alt + Page Down 
 

evsjv UvBc Kiv 

 

GgGm IqvW© g~jZ GKwU Bs‡iwR IqvW© cÖ‡mmi| G‡Z evsjvq †Kvb wKQz UvBc Ki‡Z n‡j DB‡Ûvi 

wm‡÷‡g wKQz evsjv md&UIq¨vi Bb÷j K‡i wb‡Z n‡e| AZtci evsjv d›U I Kx‡evW© wbe©vPb K‡i wb‡q 

evsjv‡Z UvBc Kiv hv‡e| 

 

wewfbœ ai‡bi evsjv md&UIq¨vi i‡q‡Q| †hgbÑ weRq, cÖwkKv, †jLwb, Aå BZ¨vw`| wb‡Pi avc¸‡jv 

AbymiY K‡i weRq md&UIq¨vi Bb÷j Ki‡Z n‡eÑ 

 

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

 Setup G Wvej wK¬K Kiæb| 

 Gici Next  Yes  Name  Company  Serial  
 Zvici Next  Finish G wK¬K Kiæb| 

 weRq Bb÷‡jkb †kl| Gevi Kw¤úDUvi Restart Kiæb| 

 

Kw¤úDUv‡i weRq md&UIq¨vi Bb÷j Kivi ci wbgœwjwLZ Dcv‡q evsjv UvBc Kiv hv‡e| 

 

Uzjev‡ii d›U †bg e· n‡Z gvD‡mi mvnv‡h¨ evsjv †h †Kvb d›U (†hgbÑ myZbœx d›U) wbe©vPb Ki‡Z n‡e 

(wPÎ- 9)| 

 

 

wPÎ 9: d›U e·| 

 

Gevi Kx‡evW© cwieZ©‡bi Rb¨ Ctrl + Alt + B Kx GK‡Î Pvc‡Z n‡e| Kx‡evW© cwieZ©b n‡q‡Q wKbv Zv 

†`L‡Z n‡e| hw` Kx‡ev‡W©i ‘N’ Kx Pvc‡j evsjvq ÔmÕ UvBc nq Zvn‡j eyS‡Z n‡e Kx‡evW© evsjv UvBc 

Kivi Dchy³ n‡q‡Q| 

 

Gevi UvBc Ki‡Z _vK‡j evsjvq wjLv n‡Z _vK‡e| Zvi Av‡M Kx‡ev‡W©i wewfbœ Kx-†Z evsjv Aÿ‡ii 

Ae¯’vb †R‡b wb‡Z n‡e| wPÎ- 10-G weRq Kx‡ev‡W©i †j-AvDU †`qv n‡jv|  
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wPÎ- 10: weRq wK‡evW© †j-AvDU| 

 

 

 

 

 

cv‡VvËi g~j¨vqb- 2.3 

 

K.  mswÿß cÖkœ 

 

1.  Kx‡evW© cwieZ©‡bi Rb¨ †Kvb †Kvb Kx GK‡Î Pvc‡Z n‡e? 

 

L.  iPbvg~jK cÖkœ 

 

1.   Kw¤úDUv‡i weRq md&UIq¨vi Bb÷j Kivi avc¸‡jv wjLyb| 

2.  GgGm Iqv‡W© bZzb WKz‡g›U Ly‡j Bs‡iwR‡Z wb‡Ri m¤ú‡K© 10 jvBb wjLyb Ges Kvh© c×wZ 

avivevwnKfv‡e LvZvq wjwce× Kiæb| 

3. GgGm Iqv‡W© bZzb WKz‡g›U Ly‡j evsjvq evsjv‡`k D›gy³ wek¦we`¨vjq m¤ú‡K© 10 jvBb wjLyb 

Ges Kvh©c×wZ avivevwnKfv‡e LvZvq wjwce× Kiæb| 
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cvV 2.4: †U·U di‡gwUs Ges †U·U GwWwUs 

 

 

 

D‡Ïk¨ 

 

GB cvV †k‡l AvcwbÑ 

 

 WKz‡g‡›Ui wewfbœ Ask wm‡j± Kivi c×wZ eY©bv Ki‡Z cvi‡eb| 

 WKz‡g‡›Ui †U·U di‡gwUs c×wZ e¨vL¨v Ki‡Z cvi‡eb| 

 WKz‡g‡›Ui wjwLZ Z_¨ GwWU Kivi Dcvq eY©bv Ki‡Z cvi‡eb| 

 

 

 

 

   †U·U wm‡j± ev wbe©vPb Kiv 

 

 

Iqv‡W© KvR Kivi mgq GKUv K_v memgq g‡b ivL‡Z nq Avi †mUv nj wm‡j± Kiv| WKz‡g‡›Ui †Kvb 

As‡k †Kvb cwieZ©b PvB‡j Aek¨B cÖ_‡g †mB AskUzKz wm‡j± Ki‡Z n‡e| A‡bK mgq †`Lv hvq Avgiv 

†Kvb GKwU †jLv nq‡Zv †evì Ki‡Z PvBwQ wKš‘ n‡”Q bv| KviY †h AskUzKz †evì Ki‡Z PvBwQ Zv 

mwVKfv‡e wm‡j± Kiv nqwb| †U·U wm‡j± Kivi KvRwU wb‡gœi †h‡Kvb GKwU c×wZ‡Z Kiv hvq| 

 

1. †U·‡Ui Ask we‡kl wbe©vP‡bi Rb¨ †hLvb †_‡K wbe©vPb Ki‡Z Pvb cÖ_‡g †mLv‡b Kvm©i wb‡q †h‡Z 

n‡e| AZ:ci gvD‡mi evg †evZvg †P‡c a‡i †h ch©šÍ wbe©vPb Ki‡Z n‡e †m ch©šÍ wb‡q †Q‡o w`‡Z 

n‡e| Zvn‡j H AskUzKz wm‡j± ev wbe©vPb n‡e| 

2.  †h AskUzKz wbe©vPb Ki‡Z n‡e cÖ_‡g †m As‡ki ïiæ‡Z Kvm©i wb‡Z n‡e| Zvici Shift evUb †P‡c 

a‡i †h ch©šÍ wm‡j± Kiv `iKvi gvDm c‡q›Uvi †mLv‡b wb‡q wK&iK Ki‡j H AskUzKz wm‡j± n‡e| 

Shift evUb †P‡c a‡i A¨v‡iv Kx †P‡cI wm‡j± Kiv hvq| 

3. WKz‡g‡›Ui †h‡Kvb GKwU kã‡K wm‡j± Ki‡Z n‡j gvDm c‡q›Uvi Zvi Dci wb‡q Wvej wK¬K Ki‡j 

kãwU wm‡j± n‡e| 

4. WKz‡g‡›Ui GKwU c¨viv wm‡Kë Ki‡Z n‡j H c¨vivi †h †Kvb GKwU k‡ãi Dci gvDm c‡q›Uvi wb‡q 

ª̀æZ wZbevi wK¬K Ki‡Z n‡e| 

5. m¤ú~Y© WKz‡g›U wm‡j± Ki‡Z PvB‡j Kx‡evW© †_‡K Ctrl + A Kx Pvc‡Z n‡e| Avevi †gbyev‡ii Edit 
†gby‡Z wK¬K K‡i Select All-G wK¬K Ki‡j WKz‡g‡Èi m¤ú~Y© †jLv wm‡j± n‡e| 

 

†U·‡Ui †Kvb Ask‡K wm‡j± Kivi ci Zv evwZj Ki‡Z PvB‡j wbe©vwPZ †U·‡Ui evB‡i †Kv_vI wK¬K 

Ki‡Z n‡e A_ev Kx‡ev‡W©i A¨v‡iv Kx Pvc‡Z n‡e| 

 

†U·U GwWwUs 

 

Kwc (Copy) Kiv 

 

†Kvb †jLv‡K hw` Kwc Ki‡Z nq Zvn‡j cÖ_‡g †mB †jLvwU‡K wm‡j± K‡i gvD‡mi Wvb evUb wK¬K K‡i  

Copy Ackb wm‡j± Ki‡Z n‡e| Kx‡ev‡W©i mvnv‡h¨I GB KvRwU Kiv hvq| Kx‡ev‡W©i mvnv‡h¨ Kwc Ki‡Z 

n‡j †jLvwU‡K wm‡j± Kivi ci Kx‡ev‡W©i Ctrl Ges C GB ỳwU Kx GKmv‡_ Pvc‡Z n‡e| 
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KvU (Cut) Kiv 

 

WKz‡g‡›Ui wbe©vwPZ wKQz Ask‡K hw` gyf Ki‡Z nq Zvn‡j cÖ_‡g †mB AskwU wm‡j± K‡i gvD‡mi Wvb 

evUb wK¬K K‡i Cut AckbwU‡Z wK¬K Ki‡Z n‡e| GQvov Kx‡ev‡W©i Ctrl I X GB ỳwU Kx GKmv‡_ 

†P‡cI KvU Kiv hvq| 

 

†c÷ (Paste) Kiv 

 

WKz‡g‡›Ui KvU ev Kwc Kiv Ask we‡kl‡K WKz‡g‡›Ui †h †Kvb As‡k †hvM Ki‡Z n‡j †hLv‡b †hvM Ki‡Z 

PvB †mLv‡b gvD‡mi Kvm©i wb‡q Wvb evUb wK¬K K‡i Paste G wK¬K Ki‡Z n‡e| GQvov Kx‡ev‡W©i Ctrl + 
V †P‡cI †c÷ Kiv hvq| 

 

wWwjU (Delete) Kiv 

 

†Kvb †jLv‡K wWwjU Ki‡Z PvB‡j Zv wm‡j± K‡i Kx‡ev‡W©i Delete evU‡b Pvc w`‡Z n‡e| 

 

AvbWz (Undo) Kiv 

 

WKz‡g‡›Ui cwieZ©b Kiv As‡ki cwieZ©b evwZj K‡i Avw` Ae¯’v‡b wdwi‡q Avbv‡K AvbWz (Undo) Kiv 

†evSvq| Avb Wz Kivi Rb¨ Ctrl+Z Kx Pvc‡Z n‡e| 

 

wiWz (Redo) Kiv 

 

WKz‡g‡›Ui AvbWz Kiv Ask cybivq Kvh©Ki Kiv‡K wiWz Kiv †evSvq| wiWz Kivi Rb¨ (Ctrl+Y) Kx Pvc‡Z 

n‡e| 

 

dvBÛ A¨vÛ wi‡cøm (Find and Replace) 
 

WKz‡g‡›U GKwU wbw ©̀ó kã Luy‡R †ei K‡i Zvi cwieZ©‡b Ab¨ GKUv kã wjL‡Z n‡j GB AckbwU e¨envi 

Kiv nq| †nvg †gby‡Z wM‡q Replace AckbwU‡Z wK¬K Ki‡j Find and Replace GB e·wU Av‡m (wPÎ-

11)| Find What-G †h kãwU LyuR‡Z Pvb †mwU wjL‡Z n‡e| Replace-G †h kãwU Øviv Replace Ki‡Z 

Pvb †mwU wj‡L Replace evU‡b wK¬K Ki‡Z n‡e| 

 

 

 

wPÎ 11: Find and Replace e·| 
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†¯úkvj K¨v‡i±vi UvBc Kiv 

 

WKz‡g‡›Ui †h ¯’v‡b †¯úkvj K¨v‡i±vi UvBc Ki‡Z Pvb †mLv‡b gvDm wK¬K Ki‡Z n‡e| Insert Menu 

†_‡K Symbol G Click Ki‡j Symbol WvqvjM e· I‡cb n‡e (wPÎ- 12)| cÖ‡qvRbxq †¯úkvj 

K¨v‡i±vi wm‡j± K‡i Insert G wK¬K Ki‡j D³ †¯úkvj K¨v‡i±viwU Insert n‡e| 

 

 

 

wPÎ 12: Symbol WvqvjM e·| 

 

 

 

 

 

cv‡VvËi g~j¨vqb- 2.4 

 

K.  mswÿß cÖkœ 

 

1. WKz‡g‡›U wKfv‡e †¯úkvj K¨v‡i±vi Insert Ki‡Z nq?  

 

L.  iPbvg~jK cÖkœ 

 

1.   †U·U wm‡j± Kivi c×wZ¸‡jv wjLyb| 

2.  †U·U GwWwUs m¤ú‡K© wjLyb| 
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cvV 2.5: WKz‡g‡›U †Uwej †hvM Kiv 

 

 

 

D‡Ïk¨ 

 

GB cvV †k‡l AvcwbÑ 

 

 WKz‡g‡›U †Uwej †hvM Kivi c×wZ eY©bv Ki‡Z cvi‡eb| 

 †Uwe‡j WvUv †hvM Kivi Dcvq eY©bv Ki‡Z cvi‡eb| 

 †Uwe‡j bZzb Kjvg ev mvwi †hvM Kivi Dcvq eY©bv Ki‡Z cvi‡eb| 

 wKfv‡e Kjvg ev mvwi wWwjU Ki‡Z nq Zv ej‡Z cvi‡eb| 

 

 

 

 

†Uwej ˆZwi Kiv 

 

 

GKwU †Uwej mvaviYZ KZ¸‡jv mvwi I Kjv‡g wef³ _v‡K| mvwi I Kjv‡gi gva¨‡g ˆZwi cÖwZwU Ni‡K 

GKwU †mj ejv nq| Insert †gbyevi †_‡K †Uwej Kgv‡Û wK¬K K‡i †Uwej †hvM Kiv hvq| wb‡Pi avc¸‡jv 

AbymiY K‡i †Uwej ˆZwi Ki‡Z nq| 

 

1.  Insert †gbyevi †_‡K †Uwej Ack‡b wK¬K Ki‡j GKwU WªcAvDU †gby Avm‡e (wPÎ- 13)| 

2.  †gby †_‡K cÖ‡qvRbxq mvwi I Kjvg wm‡j± Ki‡j †Uwej ˆZwi n‡e| †hgbÑ wPÎ- 13 G GKwU †Uwej 

Gi 3wU mvwi I 3wU Kjvg wm‡j± n‡q‡Q| d‡j WKz‡g‡›U wPÎ- 14 Gi gZ †Uwej ˆZwi n‡q‡Q| 

 

               

 

wPÎ 13: wm‡j± †Uwej Ackb|                wPÎ 14: 3wU Kjvg I †iv wewkó GKwU †Uwej| 

  

GQvov WªcAvDU †gby †_‡K Insert Table AckbwU e¨envi K‡iI †Uwej ˆZwi Kiv hvq| GB AckbwU‡Z 

wK¬K Ki‡j wPÎ- 15 Gi g‡Zv GKwU WvqvjM e· Avm‡e| GB e‡· mvwi I Kjvg msL¨v w`‡q OK evU‡b 

wK¬K Ki‡Z n‡e|  

 

 

 

wPÎ 15: Insert Table WvqvjM e·| 
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†Uwe‡j WvUv †hvM Kiv 

 

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

†m‡ji Kjvg eivei Kvm©i wb‡j Ggb GKwU wPý Avm‡e| GwU WªvM K‡i Wv‡b wb‡j †m‡ji AvKvi 

eo n‡e|  

 

†Uwe‡j bZzb mvwi †hvM Kiv 

 

†Uwej ˆZwii ci bZzb mvwi †hvM Ki‡Z n‡j †h mvwii Dc‡i ev wb‡P bZyb mvwi †hvM Ki‡Z n‡e †mB 

mvwii GKwU †m‡j Kvm©i †i‡L gvD‡mi ivBU evU‡b wK¬K Ki‡j GKwU WªcWvDb †gby Avm‡e| †mLvb †_‡K 

Insert AckbwU‡Z wK¬K Ki‡j GKwU mve‡gby Avm‡e| †mLvb †_‡K Insert Rows Above A_ev Insert 
Rows Below †hUv cÖ‡qvRb †mUv wm‡j± Ki‡j †Uwe‡j bZzb GKwU mvwi †hvM n‡e| 

 

 

wPÎ 17: †Uwe‡j bZzb mvwi †hvM Kiv| 

 

†Uwe‡j bZzb Kjvg †hvM Kiv 

 

†Uwej ˆZwii ci bZzb Kjvg †hvM Ki‡Z n‡j †h Kjv‡gi Wv‡b ev ev‡g bZzb Kjvg †hvM Ki‡Z n‡e †mB 

Kjv‡gi GKwU †m‡j Kvm©i wb‡q gvD‡mi ivBU evUb wK¬K Ki‡j GKwU WªcWvDb †gby Avm‡e| †mLvb †_‡K 

Insert AckbwU‡Z wK¬K Ki‡j GKwU mve‡gby Avm‡e| †mLvb †_‡K Insert Column to Left A_ev 

Insert Column to Right †hUv cÖ‡qvRb †mUv wm‡j± Ki‡j H KjvgwUi ev‡g A_ev Wv‡b bZzb GKwU 

Kjvg †hvM n‡e| 

 

 

wPÎ 18: †Uwe‡j bZzb Kjvg †hvM Kiv| 
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†Uwe‡ji mvwi ev Kjvg wWwjU Kiv  

 

GKwU †Uwe‡ji †Kvb mvwi ev Kjvg gy‡Q †dj‡Z n‡j wb‡Pi avc¸‡jv AbymiY Ki‡Z nq| 

 

1. †h mvwi ev Kjvg gyQ‡Z n‡e †mwU‡Z Kvm©i †i‡L gvD‡mi ivBU evU‡b wK¬K Ki‡j GKwU WªcWvDb †gby 

Avm‡e| †mLvb †_‡K Delete Cells AckbwU wm‡j± Ki‡Z n‡e (wPÎ- 19)| 

2. bZzb GKwU WvqvjM e· Avm‡e (wPÎ- 20)| 

 

             

 

                wPÎ 19: Select Delete Cells Ackb|         wPÎ 20: Delete Cells WvqvjM e·| 

 

3. WvqvjM e· †_‡K cÖ‡qvRbxq AckbwU wm‡j± K‡i OK evU‡b wK¬K Ki‡j wbw ©̀ó mvwi ev Kjvg gy‡Q 

hv‡e| 

 

 

 

 

cv‡VvËi g~j¨vqb- 2.5 

 

 

K.  mswÿß cÖkœ 

 

1. †Uwe‡j wKfv‡e WvUv ms‡hvRb Kiv hvq?    

 

L.  iPbvg~jK cÖkœ 

 

1.   GgGm Iqv‡W© bZzb WKz‡g›U Ly‡j wZbwU Kjvg I †iv wewkó GKwU †Uwej ˆZwi Kiæb Ges 

Kvh©c×wZ avivevwnKfv‡e LvZvq wjwce× Kiæb| 

2.  1 bs-G ewY©Z †UwejwU‡Z GKwU bZzb Kjvg I †iv †hvM Kiæb Ges Kvh©c×wZ avivevwnKfv‡e 

LvZvq wjwce× Kiæb| 

3. 1 bs-G ewY©Z †UwejwU †_‡K GKwU Kjvg I GKwU †iv wWwjU Kiæb Ges Kvh©c×wZ avivevwnKfv‡e 

LvZvq wjwce× Kiæb| 
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c„ôv 60  evsjv‡`k Dš§y³ wek¦we`¨vjq 

cvV 2.6: WKz‡g‡›U Qwe, †nWvi, dzUvi I c„ôv b¤̂i †hvM Kiv 

 

 

 

D‡Ïk¨ 

 

GB cvV †k‡l AvcwbÑ 

 

 WKz‡g‡›U Qwe †hvM Kivi c×wZ eY©bv Ki‡Z cvi‡eb| 

 WKz‡g‡›U †nWvi I dzUvi †hvM Kivi c×wZ e¨vL¨v Ki‡Z cvi‡eb| 

 WKz‡g‡›U c„ôv b¤̂i ms‡hvRb Kivi c×wZ e¨vL¨v Ki‡Z cvi‡eb| 

 

WKz‡g‡›U Qwe †hvM Kiv  

 

WKz‡g‡›U Qwe ms‡hvR‡bi gva¨‡g Z_¨ I Bbdi‡gkb‡K MÖnY‡hvM¨ Kiv hvq| Qwe †hvM Kivi Rb¨ wb‡gœi 

avc¸‡jv AbymiY Ki‡Z n‡e| 

 

1. Insert †gby‡Z wK¬K K‡i Illustrations KgvÛ MÖæ‡c wcKPvi AvBK‡b wK¬K Ki‡Z n‡e (wPÎ- 21)| 

 

 

 

wPÎ 21: Illustration KgvÐ MÖæc| 

 

2. bZzb GKwU WvqjM e· Avm‡e| cQ‡›`i Qwe wm‡j± K‡i BbmvU© evU‡b wK¬K Ki‡j Qwe †hvM n‡q 

hv‡e| 

 

WKz‡g‡›U †nWvi (Header) †hvM Kiv  

 

A‡bK eo WKz‡g‡›Ui †ÿ‡Î cÖwZ †c‡Ri kx‡l© GKB ai‡bi †jLv w`‡Z PvB‡j †nWv‡ii mvnv‡h¨ Zv Lye 

mn‡RB Kiv hvq| †nWvi †hvM Kivi Rb¨ wb‡gœi avc¸‡jv AbymiY Ki‡Z n‡e| 

 

1. Insert †gby n‡Z †nWvi GÛ dzUvi (Header Footer) KgvÛ MÖæ‡c †nWvi KgvÛ G wK¬K Ki‡Z n‡e 

(wPÎ- 22)| wPÎ- 23 Gi gZ GKwU †gby Avm‡e| †h †Kvb GKwU Ackb wm‡j± Ki‡Z n‡e|  

 

 

 

wPÎ 22: Header and Footer KgvÐ MÖæc| 
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wPÎ 23: Header Ackg †gby| 

 

2. D`vniY ¯îƒc cÖ_g AckbwU wbe©vPb Ki‡j WKz‡g›U Gi Dc‡i wPÎ- 24 Gi gZ †nWvi Ackb 

Avm‡e| 

 

 

wPÎ 24: Header Ackb| 

 

3. UvBc †U·‡Ui g‡a¨ †Kvb wKQz wj‡L w`‡j Zv †nWvi wn‡m‡e wcÖ›U n‡e| †nWv‡i Gfv‡e A‡bK wKQz 

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

 

WKz‡g‡›U dzUvi (Footer) †hvM Kiv  

 

A‡bK eo WKz‡g‡›Ui †ÿ‡Î cÖwZ †c‡Ri wb‡P GKB ai‡bi †jLv w`‡Z PvB‡j dzUvi Gi mvnv‡h¨ Zv Lye 

mn‡RB Kiv hvq| dzUvi †hvM Kivi Rb¨ wb‡gœi avc¸‡jv AbymiY Ki‡Z n‡e| 

 

1. Insert †gby n‡Z †nWvi GÛ dzUvi (Header/Footer) KgvÛ MÖæ‡c dzUvi KgvÛ G wK¬K Ki‡Z n‡e 

(wPÎ- 25)| wPÎ- 26 Gi gZ GKwU †gby Avm‡e| †h †Kvb GKwU Ackb wm‡j± Ki‡Z n‡e|  

 

 

 

wPÎ 25: Header and Footer KgvÐ MÖæc| 
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wPÎ 26: Footer Ackb †gby| 

 

2. D`vniY ¯îƒc cÖ_g AckbwU wbe©vPb Ki‡j WKz‡g›U Gi Dc‡i wPÎ-27 Gi gZ dzUvi Ackb Avm‡e| 

 

 

wPÎ- 27: Footer Ackb| 

 

3. UvBc †U·‡Ui g‡a¨ †Kvb wKQz wj‡L w`‡j Zv dzUvi wn‡m‡e wcÖ›U n‡e| dzUv‡i Gfv‡e A‡bK wKQz 

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

 

WKz‡g‡›U c„ôv b¤̂i †hvM Kiv  

 

WKz‡g‡›U c„ôv b¤̂i †hvM Kivi Rb¨ wb‡gœi avc¸‡jv AbymiY Ki‡Z n‡e| 

 

1. Insert †gby n‡Z †nWvi GÛ dzUvi (Header and Footer) KgvÛ MÖæ‡c Page Number Kgv‡Ûi 

wK¬K wPÎ- 28 Gi gZ Ki‡j GKwU bZzb WvqjM e· Avm‡e|   

 

 

wPÎ 28: Page Number †gby| 
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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 (wPÎ- 29)| 

 

 

 

wPÎ 29: wewfbœ ai‡bi Page Number Ackb| 

 

3. †h †Kv‡bv Ackb wm‡j± Ki‡j c„ôv bv¤̂vi †hvM n‡q hv‡e|  

4. c„ôv bv¤̂vi wewfbœ di‡g‡U (†hgbÑ A¨vivweK, †ivgvb BZ¨vw`) †`qv hvq| 

 

 

 

 

cv‡VvËi g~j¨vqb- 2.6 

 

K.  mswÿß cÖkœ 

 

1. WKz‡g‡›U wKfv‡e c„ôv b¤̂i ms‡hvRb Kiv hvq?    

 

L.  iPbvg~jK cÖkœ 

 

1.   GgGm Iqv‡W© GKwU WKz‡g‡›Ui †nWv‡i evsjv‡`k D›gy³ wek¦we`¨vjq wjLyb Ges Kvh©c×wZ 

avivevwnKfv‡e LvZvq wjwce× Kiæb| 

2.  GgGm Iqv‡W© GKwU WKz‡g‡›Ui dzUv‡i ¯‹zj Ad GWz‡Kkb wjLyb Ges Kvh©c×wZ avivevwnKfv‡e 

LvZvq wjwce× Kiæb| 
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cvV 2.7: gvB‡µvmd&U G‡·j cwiwPwZ  

Microsoft Excel 
 

 

 

D‡Ïk¨ 

 

GB cvV †k‡l AvcwbÑ 

 

 gvB‡µvmdU G‡·j Kx Zv ej‡Z cvi‡eb| 

 wKfv‡e G‡·j Pvjy Ki‡Z nq Zv ej‡Z cvi‡eb| 

 

 

 

 

 

 

gvB‡µvmdU  K‡c©v‡ik‡bi GKwU RbwcÖq †¯úªWkxU GbvjvBwmm †cÖvMÖvg n‡jv G‡·j| DB‡ÛvR wfwËK GB 

c¨v‡KR †cÖvMÖvgwUi mvnv‡h¨ Lye mn‡RB MvwYwZK wnmve wbKvk, wewfbœ dgy©jv, PvU© ˆZwi BZ¨vw` KvR Kiv 

hvq| G‡·j †cÖvMÖvg g~jZ KZ¸‡jv Kjvg I mvwii mgwó hv kxU bv‡g cwiwPZ|  

 

G‡·j Pvjy Kiv 

 

GgGm G‡·j Pvjy Ki‡Z n‡j Avcbvi Kw¤úDUv‡i Aek¨B GgGm G‡·j †cÖvMÖvgwU Bb÷j Kiv _vK‡Z 

n‡e| Kw¤úDUvi Pvjy Kivi ci wb‡Pi avc¸‡jv AbymiY K‡i GgGm G‡·j Pvjy Kiv hvq: 

 

1.  cÖ_‡g gvDm c‡q›Uv‡ii gva¨‡g Start evU‡b wK¬K Ki‡Z n‡e (wPÎ- 1)| 

2.  Gici All Program G wK¬K Ki‡Z n‡e (wPÎ- 2)| 

3.  Gici bZzb GKwU †gby Avm‡e, †hLv‡b A‡bK¸‡jv Ackb _vK‡e| †mLv‡b gvB‡µvmdU Awdm 

AckbwU‡Z wK¬K Ki‡j gvB‡µvmdU G‡·j 2007 AckbwU cvIqv hv‡e| GUv‡Z wK¬K Ki‡j wPÎ-4 

Gi b¨vq gvB‡µvmdU G‡·j DB‡ÛvwU cÖ̀ wk©Z n‡e|  

 
 

 
 
 
 
 
  
 
 
 
 
 

 
wPÎ 1: Start †gby wj÷|    wPÎ 2: Select Mircrosoft Office. 
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wPÎ 3: Select Microsoft Excel 2007. 
 

 

 

wPÎ 4: GKwU dvuKv IqvK©kxU| 

 

 

g~j¨vqb- 2.7 

 

1. Kw¤úDUvi Pvjy K‡i gvB‡µvmd&U G‡·j Pvjy Kivi avc¸‡jv wjLyb| 
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cvV 2.8: IqvK©kx‡U DcvË cÖ‡ek Kiv‡bv I bZzb IqvK©kxU ms‡hvRb 

 

 

 

D‡Ïk¨ 

 

GB cvV †k‡l AvcwbÑ 

 

 wKfv‡e G‡·j IqvK©kx‡U DcvË cÖ‡ek Kiv‡Z nq Zv e¨vL¨v Ki‡Z cvi‡eb| 

 wKfv‡e G‡·j IqvK©kx‡U AwZwi³ mvwi, Kjvg ms‡hvRb Ki‡Z nq Zv eY©bv Ki‡Z cvi‡eb| 

 

 

 

 

IqvK©kxU 

 

IqvK©kx‡Ui †Kvb †m‡j wjL‡Z n‡j cÖ_‡g gvDm wK¬K K‡i Zv mwµq K‡i wb‡Z nq| AZtci Kx‡ev‡W©i Kx 

†P‡c †U·U I DcvË wj‡L G›Uvi Kx †P‡c Zv Kvh©Kix Ki‡Z n‡e| wn‡m‡ei myweavi Rb¨ IqvK©kx‡U 

WvUv¸‡jv mvwi I Kjvg AvKv‡i wjL‡Z nq| mvaviYZ GK RvZxq †WUv GKB Kjvg ev mvwi eivei ivLv 

nq Ges WvUvi bvg wKsev aib wb‡ ©̀k Kivi Rb¨ Dc‡i ev ev‡g †j‡ej †jLv nq| wb‡P GKwU IqvK©kx‡U 

DcvË cÖ‡ek Kiv‡bvi †KŠkj eY©bv Kiv n‡jv| 

 

 

 

wPÎ 5: IqvK©kxU DcvË cÖ‡ek Kiv‡bv| 

 

 IqvK©kx‡Ui A1, A2, A3 I A4 †m‡j h_vµ‡g cY¨, Kw¤úDUvi, wcÖ›Uvi I ¯‹¨vbvi UvBc Kiæb| 

 IqvK©kx‡Ui B1, B2, B3 I B4 †m‡j h_vµ‡g g~j¨ 40000, 10000, 5000 UvBc Kiæb| 

 IqvK©kx‡Ui C1, C2, C3 I C4 †m‡j h_vµ‡g cwigvb 1, 2 I 1 UvBcKiæb| 

 

IqvK©kxU dvBj msiÿY (Save) Kiv 

 

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

GRb¨ wb‡Pi avc¸‡jv Abymib Ki‡Z n‡et 

 

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

 

2. Gici Save As AckbwU‡Z wK¬K Ki‡Z n‡e (wPÎ- 6) A_ev Kx‡evW© †_‡K Ctrl+S Pvcyb| 
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wPÎ- 6: dvBj †gbyi KgvÐ wjó| 

 

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

†mBf Kie wm‡j± K‡i wb‡Pi †mBf evUb G wK¬K Ki‡Z n‡e| 

 

 

 

wPÎ 7: Save As WvqvjM e·| 
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c~‡e© †mBf (Save) Kiv WKz‡g›U †Lvjv 

 

c~‡e© †mBf Kiv †Kvb IqvK©kxU dvBj ev IqvK©eyK cybivq Lyj‡Z †M‡j wb‡Pi avc¸‡jv AbymiY Ki‡Z 

n‡e|  

 

3. cÖ_‡g File Ack‡b wM‡q Open AckbwU wK¬K Ki‡Z n‡e A_ev Kx‡ev‡W©i Ctrl+O Pvc‡Z n‡e| 

4. Gici GKwU I‡cb WvqvjM e· Avm‡e| †mLvb †_‡K cÖ‡qvRbxq dvBjwU wbe©vPb K‡i I‡cb evU‡b 

wK¬K Ki‡Z n‡e (wPÎ- 8)  

 

 

 

wPÎ 8: Open WvqvjM e·| 

 

IqvK©kx‡U AwZwi³ mvwi I Kjvg ms‡hvRb 

 

1. cÖ‡qvRbxq dvBj ev IqvK©eyK Open Kiæb| 
2. †hLv‡b mvwi ev Kjvg BbmvU© Ki‡Z Pvb Zv‡Z gvDm c‡q›Uvi w`‡q wK¬K Kiæb| 

3. Gevi Insert †gby‡Z wK¬K Kiæb| 

4. Insert †_‡K Rows ev Coloumns mve‡gby‡Z wK¬K Kiæb| 

5. Zvn‡j D³ ¯’v‡b mvwi ev Kjvg BbmvU© n‡e| 

 

wb‡P ỳwU bgybv IqvK©kxU †`qv n‡jv (wPÎ- 9 I wPÎ 10)| wPÎ- 9 G †`Lv‡bv IqvK©kxU A‡cÿv wPÎ- 10 

Gi IqvK©kx‡U h_vµ‡g GKwU mvwi I GKwU Kjvg †ewk hy³ Kiv n‡q‡Q| 
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wPÎ 9: mvwi I 2wU Kjvg wewkó IqvK©kxU|  wPÎ 10: bZzb GKwU mvwi I GKwU Kjvg wewkó IqvK©kxU| 

 

g~j¨vqb- 2.8 

 

1. wkÿv_x© eÜziv, Kw¤úDUvi Pvjy K‡i gvB‡µvmd&U G‡·j †cÖvMÖv‡g GKwU bZzb IqvK©kxU Ly‡j Zv‡Z 

wbgœiƒc Z_¨ cÖ‡ek Kwi‡q bZzb GKwU †dvìvi ˆZwi K‡i Zvi Aax‡b GKwU dvB‡j msiÿY Kiæb| 

 

Roll No Name Bangla English Math 
1 Rina Hasan 60 58 78 
2 Md. Shoriful Islam 63 74 82 
3 Md. Sarwar Hosain 71 67 68 
4 Shorifa Jahan 73 75 84 

 

2. 1 bs-G ewY©Z †UwejwU‡Z bZzb GKwU wkÿv_©xi b¤̂i †hvM Kiæb| 
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cvV 2.9: IqvK©kx‡U dvskb I dgy©jv e¨envi 

 

 

 

D‡Ïk¨ 

 

GB cvV †k‡l AvcwbÑ 

 

 gvB‡µvmd&U G‡·‡j dvskb e¨env‡ii wbqg¸‡jv eY©bv Ki‡Z cvi‡eb| 

 gvB‡µvmd&U G‡·‡j wewfbœ ai‡bi dvskb e¨envi Ki‡Z cvi‡eb| 

 

 

 

 

 

 

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

†hgbÑ †hvMdj, A‡bK¸‡jv msL¨vi g‡a¨ eo ev †QvU msL¨v †ei Kiv, msL¨vi Mo BZ¨vw`| 

 

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

 

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

2. †QvU ev eo Aÿ‡i UvBc Kiv hv‡e| 

3. AvM©z‡g›U e¨env‡ii †ÿ‡Î eª̈ v‡KU e¨envi Ki‡Z n‡e| 

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

 

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

 

G‡·‡j SUM dvskb e¨envi K‡i A‡bK¸‡jv †mj f¨vjyi †hvMdj †ei Kiv hvq| wPÎ- 11 Gi gZ WvUv 

Gw›Uª K‡i †hvMdj Kivi Rb¨ wb‡Pi avc¸‡jv Abymib Ki‡Z nq: 

 

 

 

wPÎ 11: Sum dvskb e¨envi K‡i †hvMdj wbY©q| 

 

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

 

ỳB ev Z‡ZvwaK †m‡ji f¨vjy ¸Y K‡i ¸Ydj †`Lv‡Z n‡j †h †m‡j djvdj †`L‡Z PvB, †mB †m‡j myÎ 

wjL‡Z nq| G‡·‡j myÎ †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 ¸Y wPý w`‡j djvdj †m‡j ¸Ydj cvIqv hvq| †hgbÑ wb‡Pi wPÎ- 12 G 40 

†KwR Pv‡ji †gvU g~j¨ †ei K‡i †`Lv‡bv n‡q‡Q| 

 

 

 

wPÎ 12: dgy©jv e¨envi K‡i ¸Ydj wbY©q| 

 

G‡ÿ‡Î wb‡Pi avc¸‡jv †`Lv‡bv n‡q‡Q: 

 

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 Gi bvg †`qv n‡q‡Q| 

4. ¸Y Kivi Rb¨ ¸Y wPý (*) †`qv n‡q‡Q| 

5. Gici E7 †m‡ji bvg wj‡L B›Uvi (Enter) evU‡b wK¬K Ki‡j djvdj cvIqv †M‡Q| 

 

GQvov djvdj †m‡j †¯cÖW kxU dvskb =PRODUCT wj‡L †m‡ji †iÄ wjL‡jI djvdj cvIqv hvq| 

(wPÎ- 13) G Zv †`Lv‡bv nj| PRODUCT dvsk‡bi †m‡ji †iÄ w`‡Z †Kvjb (t) wPý e¨envi Kiv 

n‡q‡Q| 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| 

 

 

 

wPÎ 13: dvskb e¨envi K‡i ¸Ydj wbY©q| 

dg©yjv

dvskb 
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gvB‡µvmd&U G‡·j (Microsoft Excel) G 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| 

wb‡Pi avc¸‡jv Abymib Ki‡Z nqÑ 

 

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 myÎ =B5/C5 wj‡L B›Uvi evU‡b Pvc‡jB djvdj wn‡m‡e ˆ`wbK Avq wn‡m‡e 200 

Avm‡e|  

 

 

 

wPÎ 14: m~Î e¨envi K‡i fvMdj wbY©q|  

 

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

 

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

kZKiv †ei Kivi Rb¨ % wPý e¨envi Ki‡Z nq| Dc‡ii mgm¨v mgvav‡bi Rb¨ wb‡gœi avc¸‡jv Abymib 

Ki‡Z nq: 

 

1. B5 †m‡j 400 UvKv †bqv nq| 

2. C5 †m‡j kZKivi cwigvb †bqv nq| 

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

 

 

 

wPÎ 15: m~Î e¨envi K‡i kZKiv wbY©q|  
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D`vniY: g‡b Kiæb, wbgœiƒc IqvK©wk‡Ui B Kjv‡g cÖ̀ Ë Salary gvb 20000 Gi wb‡P nq Zvn‡j C 
Kjv‡g 25% †evbvm, Salary gvb 20000 Gi Dc‡i n‡j kZKiv 20% †evbvm n‡e| G Rb¨ cÖ‡qvRbxq 

m~Î wj‡L IqvK©wk‡U †`Lv‡Z n‡e| 

 

 

 

wPÎ 16: IqvK©wkU 

 

mgvavb: Dc‡iv³ IqvK©wk‡Ui B4 †m‡j cÖ`Ë Salary gvb n‡Z †evbvm †ei Kivi Rb¨ †mj c‡q›Uvi‡K 

C2 N‡i †i‡L =IF(B4<20000, B4*.25,B4*.20) wj‡L G›Uvi w`‡Z n‡e| d‡j C4 †m‡j †evbv‡mi gvb 

3950 cvIqv hv‡e| Gfv‡e C5 †m‡ji Rb¨ †ei Ki‡Z n‡e| wb‡Pi wP‡Î IqvK©kx‡U †`Lv‡bv n‡jv| 

 

 

 

wPÎ 17: †evbvm wbY©q| 

 

=IF(......) dvskb e¨env‡ii mvaviY wbqg 

 

 =IF Gici cÖ_g eÜbxi g‡a¨ kZ©̧ ‡jv Kgv w`‡q Avjv`v K‡i wjL‡Z nq| 

 hZ¸‡jv =IF _vK‡e dgy©jvi †k‡l ZZwU eª̈ v‡KU w`‡q Ave× Ki‡Z nq| 

 Avi¸‡g›U gvb wbD‡gwiK n‡j mivmwi wjL‡Z nq, Avi †U·U n‡j Wvej †Kv‡Uk‡bi g‡a¨ wjL‡Z 

nq| 

 =IF(...) dvsk‡b †Kvb AND wKsev OR e¨envi Ki‡Z n‡j G¸‡jvi Avi¸‡g›U¸‡jv Avevi Avjv`v 

eÜbxi g‡a¨ Ave× Ki‡Z nq| 
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D`vniY: =IF(A3>33,"cvk", "†dj") G myÎwU †Kvb †m‡j wj‡L G›Uvi w`‡j hw` A3 †m‡ji gvb 33 Gi 

†P‡q eo _v‡K Z‡e B3 †m‡j "cvk" †jLv †`Lv‡e, Avi hw` 33 Gi Kg _v‡K Zvn‡j "†dj" †`Lv‡e| 

wb‡Pi wP‡Î IqvK©kx‡U †`Lv‡bv n‡jv| 

 
 

wPÎ 18: IF dvsk‡bi e¨envi| 

 

g~j¨vqb- 2.9 

 

1. wb‡Pi IqvK©wk‡Ui B Kjv‡g ª̀‡e¨i bvg, C Kjv‡g cÖwZ †K. wR ª̀‡e¨i `vg, D Kjv‡g cwigvb †`qv 

Av‡Q| cÖ‡qvRbxq m~Î wj‡L E Kjv‡g cÖwZwU ª̀‡e¨i LiP Ges †gvU LiP †ei K‡i †`Lv‡Z n‡e| 

   

 

 

wPÎ 19: m~Î e¨envi K‡i †gvU LiP wbY©q| 

 

2. wb‡Pi IqvK©kx‡Ui B Kjv‡g cÖ`Ë Annual Salary gvb hw` 120000 Gi Dc‡i Ges 300000 wb‡P nq 

Zvn‡j C Kjv‡g Tax 4000, Salary gvb hw` 300000 Gi Dc‡i nq Zvn‡j 5% Tax n‡e| GRb¨ 

cÖ‡qvRbxq myÎ wj‡L IqvK©kx‡U †`Lv‡Z n‡e| 

 

 

 

wPÎ 20: m~Î e¨envi K‡i Tax wbY©q| 
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cvV 2.10: cixÿvi djvdj wbY©‡qi Rb¨ †iRvëkxU ˆZwi 

 

 

 

D‡Ïk¨ 

 

GB cvV †k‡l AvcwbÑ 

 

 cixÿvi djvdj wbY©‡qi Rb¨ GKwU c~Y©v½ †iRvëkxU ˆZwii c×wZ eY©bv Ki‡Z cvi‡eb| 

 †iRvëkxU ˆZwi‡Z m~‡Îi cÖ‡qvM, we‡kølY I cwieZ©b Av‡jvPbv Ki‡Z cvi‡eb| 

 

 

 

 

dg~©jv e¨envi K‡i GKwU †iRvë kxU ˆZwi Kiv 

 

G‡·j e¨envi K‡i AwZ mn‡RB †h †Kvb cixÿvi djvdj weeiYx ˆZwi Kiv hvq| wb‡P GKwU bgybv 

†iRvëkxU ˆZwii c×wZ eY©bv Kiv n‡jv| 

 

 gvB‡µvmd&U G‡·j †cÖvMÖvg Pvjy K‡i GKwU bZzb IqvK©kxU Ly‡j Zv‡Z wbgœiƒ‡c †j‡ej I WvUv Gw›Uª 

K‡i GKwU cÖv_wgK djvdj weeiYx ˆZwi Kiæb| 

 

 

 

wPÎ 21: cÖv_wgK djvdj weeiYx| 

 

 cÖvß †gvU b¤î wbY©‡qi Rb¨ IqvK©kx‡Ui †gvU (Tota l) Kjv‡gi lô mvwi‡Z A_©vr I6 N‡i 

=SUM(B6:H6) dgy©jv wj‡L G›Uvi Kx Pvcyb| d‡j I6 N‡i A6 †m‡j D‡jøwLZ µwgK b¤̂iavix 

cixÿv_x©i cÖvß †gvU b¤̂i cvIqv hv‡e| 
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 Gevi I7 †_‡K I13 cÖwZwU †m‡j Abyiƒc dg~©jv wjL‡j cÖwZwU †m‡j cÖwZwU cixÿv_x©i †gvU cÖvß b¤̂i 

cvIqv hv‡e| hv wPÎ 22 †Z †`Lv‡bv n‡jv| 

 

 

 

wPÎ 22: †gvU b¤̂i wbY©q| 

 

 cixÿv_©x©̀ i djvdj Z_v cÖvß †jUvi †MÖW wbY©‡qi Rb¨ IqvK©kx‡Ui Grade Kjv‡gi 5g mvwi‡Z 

A_©vr J6 N‡i =IF(I6>=560, "A+", IF(I6>=490,"A",IF(I6>=420,"B+", IF(I6>=350,"B", 
IF(I6>=231,"C","F"))))) dgy©jv wj‡L G›Uvi Kx Pvcyb| J6 N‡i mswkøó cixÿv_x©i cÖvß †jUvi †MÖW 

cÖ̀ wk©Z n‡e| 

 Gevi J7 †_‡K J13 cÖwZwU †m‡j Abyiæc dgy©jv wjL‡j cÖwZwU †m‡j cÖwZwU cixÿv_x©i cÖvß †jUvi 

†MÖW cvIqv hv‡e| hv wPÎ 23 †Z †`Lv‡bv n‡jv| 

 

 

 

wPÎ 23: cÖvß †jUvi †MÖW wbY©q| 

g~j¨vqb- 2.10 

 

1. gvB‡µvmd&U G‡·‡j Avcbvi we`¨vj‡qi †h †Kvb †kÖwYi wkÿv_©x‡`i evwl©K djvd‡ji GKwU †iRvë 

kxU ˆZwi Kiæb| 


