
 
 

IqvW© cÖ‡mwms mdU&Iq¨vi-gvB‡µvmdU IqvW© 2000 
 
 
 

Gg Gm IqvW© cwiwPwZ 

 
D‡Ïk¨ 
GB cvV †k‡l Avcwb- 
� Gg Gm IqvW© m¤ú‡K© Rvb‡Z ci‡eb, 
� wKfv‡e Gg Gm Iqv‡W© KvR Ki‡Z nq Zv Rvb‡Z cvi‡eb| 

 
Gg Gm IqvW© ev gvB‡µvmd&U IqvW© GKwU IqvW© cÖ‡mwms c¨v‡KR †cÖvMÖvg| Gg Gm IqvW© Av‡gwiKvi weL¨vZ 
gvB‡µvmd&U 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| Gg Gm IqvW© w`‡q wPwVcÎ ev wewfbœ cÖKvi †jLv‡jwL QvovI Wªwqs Gi KvR Kiv hvq| GwU 
DB‡ÛvR wm‡÷‡gi Rb¨ ˆZwi e‡j G‡Z KvR Kivi Rb¨ KgvÛ gyL¯Í bv †i‡L ïay AvB‡Kvb ev †gby‡Z gvD‡m wK¬K 
K‡i KvR Kiv hvq| GQvov Gg Gm IqvW© e¨envi K‡i evsjv‡Z gy`ª‡Yi hveZxq KvR Kiv hvq| Gg Gm Iqv‡W©i 
wewfbœ ms¯‹iY ev fvm©b i‡q‡Q| GB BDwb‡U Gg Gm Iqv‡W©i 2000 fvm©b wb‡q Av‡jvPbv Kiv n‡e| 
 
cÖ‡qvRbxq nvW©Iq¨vi I md&UIq¨vi 
DB‡ÛvR 95/98/2000 A_ev DB‡ÛvR Gb wU Acv‡iwUs wm‡÷‡gi fvm©‡b Gg Gm IqvW© 2000 w`‡q KvR Kiv 
hvq| Gg Gm IqvW© 2000 †cÖvMÖvg Pvjbvi Rb¨ †h mg Í̄ nvW©Iq¨vi I md&UIq¨vi cÖ‡qvRb nq Zv wbgœiƒc 
� AvB we Gg ev AvB we Gg Kw¤ú‡Uej ev Zvi †_‡K DPz gv‡bi Kw¤úDUvi 
� b~b¨Zg 486 DX cÖ‡mmi 
� b~b¨Zg 150 †_‡K 155 MB duvKv nvW©wW¯‹ 
� b~b¨Zg 8 MB i¨vg 
� Monochrome MÖvwd· ev Colour gwbUi 
� Graphics Adapter Card (EGA, VGA A_ev Ab¨ †h †Kvb Colour) 
� GKwU gvDm 
� DB‡ÛvR 95/98/2000 A_ev DB‡ÛvR Gb wU Gi †h †Kvb GKwU Acv‡iwUs wm‡÷g Bb÷j Kiv _vK‡Z 

n‡e| 
 
 Gg Gm IqvW© 2000 Pvjy Kiv 
Gg Gm IqvW 2000  Pvjy Ki‡Z n‡j Avcbvi Kw¤úDUv‡i Aek¨B Gg Gm IqvW© 2000 †cÖvMÖvgwU Bb÷j Kiv 
_vK‡Z n‡e| Gg Gm IqvW© `yBfv‡e Pvjy Kiv hvq| gvB‡µvmd&U Awdm mU©KvU evi (Microsoft Office Shortcut 

Bar) †_‡K A_ev †cÖvMÖvg †gby †_‡K| Kw¤úDUvi Pvjy Ki‡j DB‡ÛvR †jvW nIqvi ci gwbU‡ii ¯Œx‡b †h †W¯‹Uc 
DB‡Ûv Avm‡e Zvi Dc‡ii w`‡Ki Wvb †Kvbvq gvB‡µvmd&U Awdm mU©KvU evi cÖ`wk©Z nq| GB ev‡i W wPý 
m¤^wjZ †h evUbwU i‡q‡Q Zv‡Z gvDm‡i mvnv‡h¨ wK¬K Ki‡j Gg Gm Iqv‡W© cÖ‡ek Kiv hv‡e| wb‡gœi wP‡Î †W·Uc 
DB‡Ûv‡Z gvB‡µvmd&U Awdm mU©KvU evi †`Lv‡bv n‡jv| 
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wPÎ 12.1.1 t †W¯‹Uc DB‡Ûv‡Z gvB‡µvmd&U Awdm mU©KvU evi 

 
GQvov wb‡gœi c×wZ AbymiY K‡i Gg Gm IqvW© †cÖvMÖvg Pvjy Kiv hvq| 
1. cÖ_‡g Kw¯úDUviwU Pvjy Kiyb| DB‡ÛvR †cÖvMÖvg †jvW n‡e| 
2. DB‡Ûv‡Ri ‡W¯‹Uc DB‡Ûvi Uv¯‹ev‡ii Start evU‡b gvD‡mi mvnv‡h¨ wK¬K Kiyb| GKwU †gby cvIqv hv‡e| 
3. wm‡jKkb eviwU Porgrams †jLvi Dc‡i ivLyb| Zvi Awab¯Í †cÖvMÖvg mg~n †`Lv hv‡e| 
4. Gevi wm‡jKkb eviwU Microsoft Word †jLvwUi Dc‡i Avbyb| Avcbvi ¯ŒxbwU wPÎ-12.1.2 Gi b¨vq cÖ`wk©Z 

n‡e| 

 
wPÎ-12.1.2 t Start ‡gby †_‡K gvB‡µvmd&U IqvW© Pvjy Kiv 

5.  Gevi gvD‡mi evg †evZv‡g GKevi wK¬K Kiyb| cÖ_‡g wPÎ-12.1.3 Gi b¨vq gvB‡µvmd&U IqvW© 2000 Gi 
wiwjR †bvwUkwU cÖ`wk©Z n‡e| 
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wPÎ-12.1.3 t gvB‡µvmd&U IqvW© 2000 Gi wiwjR †bvwUk 

6. AZtci wPÎ-12.1.4 Gi b¨vq gvB‡µvmd&U IqvW© DB‡ÛvwU cÖ`wk©Z n‡e| GB DB‡Ûv‡Z †h †Kvb KvR Kiv 
hv‡e| 

 
wPÎ 12.1.4 t gvB‡µvmdU IqvW© DB‡Ûv 

 
 
 

Abykxjbx 
1| eû wbe©vPbx cÖkœvejx 
(K) Gg Gm IqvW© GKwU 
(1) IqvW© cÖ‡mwms c¨v‡KR (2) †¯cÖWkxU c¨v‡KR  (3) WvUv‡eR c¨v‡KR   
(4) MÖvwd· c¨v‡KR 
DËit (K) 1. 
 
2| msw¶ß cÖkœvejx 
(K) Gg Gm IqvW© wK? 
(L) wKfv‡e Gg Gm IqvW© Pvjy Ki‡Z nq? 
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Gg Gm IqvW© DB‡Ûv cwiwPwZ 

 
D‡Ïk¨ 
GB cvV †k‡l Avcwb- 
� Gg Gm IqvW© DB‡Ûvi wewfbœ Ask m¤ú‡K© Ávb jvf Ki‡eb| 

 
Gg Gm IqvW© 2000 Pvjy Kivi ci gwbU‡ii c`©vq GKwU DB‡Ûv †`Lv hvq| GwU‡K Gg Gm IqvW© WKz‡g›U DB‡Ûv 
ejv nq| wb‡gœi wP‡Î Gg Gm IqvW© DB‡Ûvi wewfbœ Ask †`Lv‡bv n‡jv | 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

wPÎ 12.2.1 t Gg Gm IqvW© 2000 DB‡Ûv cwiwPwZ 
Gevi Gevi Gg Gm IqvW© WKz‡g›U DB‡Ûvi wewfbœ As‡ki eY©bv †`qv n‡jv| 

UvB‡Uj evi t Gg Gm IqvW© WKz‡g›U DB‡Ûv‡Ri me© kx‡l© GB evi Ae¯’vb K‡i| Gg Gm Iqv‡W©i UvB‡Uj ev‡i 
memgq Microsoft Word wjLv _v‡K Ges GB wjLvi evg w`‡K dvB‡ji bvg wjLv _v‡K| Avi hw` c ©̀vq †Kvb 
dvBj bv _v‡K Zvn‡j Document1, Document2 ..... BZ¨vw` wjLv _v‡K|GB ev‡ii Wvb w`‡K wZbwU evUb 

 ‡`Lv hvq| cÖ_g evUbwU‡K wgwbgvBR (Minimize) evUb e‡j| G‡Z wK¬K Ki‡j Gg Gm IqvW© DB‡ÛvwU 
¶z ª̀ AvBK‡b cwiYZ n‡q Uv¯‹ev‡i Ae¯’vb †bq| wØZxq ewUbwU‡K g¨vw·gvBR (Maximize) evUb e‡j| G‡Z wK¬K 
Ki‡j Gg Gm IqvW© DB‡ÛvwU m¤ú~Y© c ©̀v Ry‡o cÖ`wk©Z n‡e| Z…Zxq evUbwU‡K †K¬vR evUb e‡j| G‡Z wK¬K Ki‡j 
Gg Gm †cÖvMÖvgwU eÜ n‡q hv‡e| UvB‡Uj ev‡i Double-wK¬K K‡i DB‡Ûv‡K eo ev †QvU Kiv hvq| UvB‡Uj ev‡i 
gvDm c‡q›Uvi †P‡c a‡i Gg Gm IqvW© DB‡Ûv‡K B”Qvg‡Zv miv‡bv hvq| 

‡gby evi t UvB‡Uj ev‡ii wb‡Pi jvB‡b †hLv‡b File, Edit, View, Insert, Format, Tools, Table, Window, Help 
BZ¨vw` wjLv _v‡K Zv‡K †gby evi e‡j| †gby ev‡ii Aax‡b i‡q‡Q GKvwaK mve-‡gby| Kx-‡evW© †_‡K A_ev gvDm 
w`‡q Gme mve-‡gby wm‡j± K‡i Gg Gm Iqv‡W©i wewfbœ KvR Kiv hvq| 

Uzj evi t mvaviYZ †gby ev‡ii wb‡Pi w`‡K KZ¸‡jv †QvU †QvU AvBKb †`Lv hvq|Giƒc KZ¸‡jv AvBKb GK‡Î 
Uzj ev‡i cÖ`wk©Z nq| Uzjev‡ii mvnvh¨ wb‡q Gg Gm Iqv‡W©i AwaKvsk KvR Abvqv‡m m¤úbœ Kiv hvq| Gg Gm 
IqvW© 2000 G me©‡gvU AvVv‡iv iK‡gi Uzjevi Av‡Q| Zvi g‡a¨ ÷¨vÛvW©, di‡gwUs Ges Wªwqs Uzjevi Default 

UvB‡Uj evi ‡gby evi ÷¨vÛvW©  Uzjevi di‡gwUs Uzj evi 

i“jvi 

÷¨vUvm evi 
¯Œj evi 
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Ae¯’vq _v‡K| Alt + V + T KgvÛ Øviv AvMZ Uyjev‡ii ZvwjKv n‡Z †h †Kvb Uzjevi‡K Active Window †Z 
On/Off Kiv hvq| 
iyjvi t WKz‡g›U cwigv‡ci Rb¨ iyjvi GKvšÍ cÖ‡qvRb| Gg Gm Iqv‡W© `yB ai‡bi iyjvi Av‡Q| GKwU nwiR›Uvj 
Ges AciwU fvwU©K¨vj| Uzjev‡ii wVK wb‡P _v‡K nwiR›Uvj iyjvi Ges Gg Gm IqvW© DB‡Ûvi ev‡g _v‡K 
fvwU©K¨vj iyjvi| Default Setting Ae¯’vq iyjv‡i GKK wnmv‡e †mw›UwgUvi _v‡K| Z‡e Tools †gbyi Aax‡b Option 
Kgv‡Ûi mvnvh¨ wb‡q GB GKK cwieZ©b Kiv hvq| 

¯Œjevi t Gg Gm IqvW© DB‡Ûvi wb‡P Ges Wvb cv‡k¦© `yBwU evi _v‡K| GB evi `yBwU‡K ¯Œjevi e‡j| Gg Gm 
Iqv‡W© WKz‡g‡›Ui mvBR eo n‡j Zv ¯Œx‡b GKev‡i †`Lv m¤¢e nq bv| ¯Œjev‡ii mvnv‡h¨ WKz‡g‡›Ui †h †Kvb ¯’v‡b 

†h‡q Z_¨ cÖ`k©b m¤¢e nq| Wvb cv‡ki ¯ŒjeviwU‡K fvwU©K¨vj ¯Œjevi e‡j| Gi  wP‡ý wK¬K Ki‡j WKz‡g‡›Ui 

†U·U Dc‡i DV‡Z _v‡K Ges  wP‡ý wK¬K Ki‡j †U·U wb‡P bvg‡Z _v‡K|  wP‡ý wK¬K Ki‡j ‡U·U GK 

c„ôv Dc‡i Ges  wP‡ý wK¬K Ki‡j GK c„ôv wb‡P bvg‡e| wb‡Pi ¯ŒjeviwU‡K nwiR›Uvj ¯Œj evi e‡j| Gi  

wPý wK¬K Ki‡j †U·U Wvb †_‡K ev‡g mi‡e Ges  wP‡ý wK¬K Ki‡j †U·U evg †_‡K Wv‡b mi‡e| 

÷¨vUvm evi t GgGm IqvW© DB‡Ûvi me©wb‡gœ A_©vr Uv¯‹ev‡ii Dc‡i Page, Sec, At, Ln, ...... †jLv m¤̂wjZ evi‡K 
÷¨vUvm evi e‡j| G‡Z WKz‡g‡›Ui eZ©gvb Ae¯’v m¤ú‡K© Z_¨ cÖ`wk©Z nq| †hgb WKz‡g‡›Ui c„ôv b¤̂i, †mKkb 
b¤^i, jvBb b¤̂i, Kjvg b¤^i BZ¨vw`| GQvov ÷¨vUvm ev‡ii Wv‡b †¯úkvj Kx BwÛ‡KUi _v‡K| †¯úkvj Kx On 
_vK‡j Zvi bvg GLv‡b wWm‡cø nq| †hgb- REC, TRK, EXT, OVR BZ¨vw`| 
 
 

Abykxjbx 
1| eû wbe©vPbx cÖkœvejx 
(K) Gg Gm Iq‡W© KZ cÖKvi iyjvi Av‡Q 
(1) 2 (2) 3 (3) 4 (4) 5 
DËit (K) 1 
 
2| msw¶ß cÖkœvejx 
(K) Gg Gm IqvW© DB‡Ûv‡Z †h mKj evi Av‡Q †m m¤ú‡K© Av‡jvPbv Kiyb| 
(L) ¯Œjevi I iyjvi m¤ú‡K© Av‡jvPbv Kiyb| 
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Gg Gm Iqv‡W©i KvR ïiy Kiv 

 
D‡Ïk¨ 
GB cvV †k‡l Avcwb- 
� Bs‡iwR I evsjvq UvBc Kivi c×wZ m¤ú‡K© Rvb‡Z cvi‡eb, 
� Kvm©i ¯’vbvšÍ‡ii wbqg Rvb‡Z cvi‡eb, 
� ‡U·U wm‡j± ev wbe©vPb Kivi c×wZ Rvb‡Z cvi‡eb| 

 
‡jLv UvBc Kiv 
Gg Gm IqvW© Pvjy Kivi ci ciB GKUv Lvwj c ©̀v Av‡m| GB c ©̀vi ïiy‡Z evg w`‡K GKwU †QvU Kvj `vM weø¼ 
Ki‡Z †`Lv hvq| G‡K Bbmvimb c‡q›U ev Kvm©i ejv nq| c ©̀vi GB Ae¯’v‡K †U·U Gwiqv ev GwWwUs ¯Œxb ev 
IqvK©‡¯úk ejv nq| Kx-‡evW© n‡Z hv wKQy UvBc Kiv nq m‡½ m‡½ Zv Kvm©i cwRk‡b P‡j Av‡m| UvBc Kivi 
mgq GK jvBb †kl n‡q †M‡j Kvm©i ¯^qswµqfv‡e wØZxq jvB‡b P‡j hvq| 

GKwU jvB‡b UvBc Kivi ci Kx-‡evW© n‡Z Enter w`‡j Kvm©i wb‡P c‡ii jvB‡b P‡j Av‡m| Gfv‡e bZzb GKwU 
jvBb UvBc Ki‡j Zv bZzb c¨vivMÖvd wnmv‡e Mb¨ n‡e| Gfv‡e cÖwZevi Enter Pvc †`evi mv‡_ mv‡_ GKwU K‡i 
bZzb c¨vivMÖvd ˆZwi n‡Z _vK‡e| 

KL‡bv KL‡bv UvBc Kivi ci †U·‡Ui gvSLv‡b bZzb wKQy ms‡hvRb Kivi cÖ‡qvRb n‡Z cv‡i| byZb †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 †jLv mg~n Wvb w`‡K mi‡Z _vK‡e| 
 
evsjv UvBc Kiv 
Gg Gm IqvW© g~jZt GKwU Bs‡iwR IqvW© cÖ‡mmi| G‡Z evsjvq †Kvb wKQy UvBc Ki‡Z n‡j DB‡Ûv‡Ri wm‡÷‡g 
wKQy evsjv mdU&Iq¨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| evsjv UvBc Kivi Rb¨ eZ©gv‡b evRv‡i wewfbœ cÖKvi mdU&Iq¨vi cvIqv hvq| †hgb weRq, †jLwb, 
cÖwkKv, cÖeZ©b BZ¨vw`| Zvi g‡a¨ weRq †ewk e¨eüZ nq| 
hw` Kw¤úDUv‡i weRq mdU&Iq¨vi Bb÷j Kiv _v‡K, Zvn‡j wbgœwjwLZ Dcv‡q evsjv UvBc Kiv hv‡e| 
1. cÖ_‡g di‡gwUs Uzjev‡ii d›U †bg e· n‡Z gvD‡mi mvnv‡h¨ evsjv †h †Kvb d›U (†hgb myZbœx d›U) wbe©vPb 

Kiyb| 

 
wPÎ 12.3.1 t d›U †bg e· 

2. Gevi Kx-‡evW© cwieZ©‡bi Rb¨ Ctrl + Alt + B Kx GK‡Î Pvcyb| Kx-‡evW© cwieZ©b n‡q‡Q wKbv Zv mwVKfv‡e 
†R‡b wbb| hw` Kx-‡ev‡W©i ÔMÕ Kx Pvc‡j evsjvq ÔgÕ UvBc nq Zvn‡j eyS‡Z n‡e Kx-‡evW© evsjv UvBc Kivi 
Dchy³ n‡q‡Q| 

3. Gevi UvBc Ki‡Z _vK‡j evsjvq UvBc n‡Z _vK‡e| Zvi Av‡M †R‡b wb‡Z n‡e Kx-‡ev‡W©i wewfbœ Kx-‡Z 
evsjv A¶‡ii Ae¯’vb| wb‡gœ weRq Kx-‡ev‡W©i †j AvDU †`qv nj| 
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12.3.2 t weRq Kx-‡ev‡W©i †j AvDU 

 
Kvm©i ¯’vbvšÍi Kiv 
WKz‡g‡›U KvR Kivi †¶‡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 WKz‡g‡›Ui †h †Kvb ¯’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 (I wPwýZ) †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 †ek wKQy wbqg Av‡Q| wb‡gœ †m¸‡jv 
†`Lv‡bv n‡jv| 

Kvm©i ¯’vbvšÍi Kx-‡ev‡W©i evUb 
GK A¶i Wv‡b → 
GK A¶i ev‡g ← 
GK kã Wv‡b Ctrl + → 
GK kã ev‡g Ctrl + ← 
GK jvBb Dc‡i ↑ 
GK jvBb wb‡P ↓ 
jvB‡bi ïiy‡Z Home 
jvB‡bi †k‡l End 
WKz‡g‡›Ui ïiy‡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©eZ©x c„ôvq Ctrl + Alt + Page Up 

cieZ©x c„ôvq Ctrl + Alt + Page Down 

 
‡U·U wm‡j± ev wbe©vPb Kiv 
‡U·U wm‡j± ev wbe©vPb Kivi KvRwU Lye ¸iyZ¡c~Y©| G KvRwUi gva¨‡g †U·‡Ui wbw`©ó As‡k cwieZ©b Avbv nq| 
†U·U wbe©vP‡bi 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| 
AZtci gvD‡mi evg †evZvg †P‡c a‡i †h ch©šÍ wbe©vPb Ki‡Z n‡e †m ch©šÍ wb‡q †h‡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 ïiy‡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 (I wPwýZ) †mLv‡b wb‡q wK¬K Ki‡j H AskUzKz wm‡j± n‡e| 
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3. Shift evUb †P‡c a‡i A¨v‡iv Kx †P‡c Avgiv cÖ‡qvRbxq AskUzKz wm‡j± ev wbe©vPb Ki‡Z cvwi| 

4. WKz‡g‡›Ui †h †Kvb GKwU kã‡K wm‡j± Ki‡Z n‡j gvDm c‡q›Uvi Zvi Dci wb‡q Wej wK¬K Ki‡j kãwU 
wm‡j± n‡e| 

5. WKz‡g‡›Ui †h †Kvb GKwU jvBb‡K wm‡j± Ki‡Z PvB‡j gvDm c‡q›Uvi H jvB‡bi Dc‡i †i‡L ª̀yZ wZbevi 
wK¬K Ki‡j m¤ú~Y© jvBbwU wm‡j± n‡e| 

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

‡U·‡Ui †Kvb Ask‡K wm‡j± ev wbe©vPb 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| 
 

Abykxjbx 
1| eû wbe©Pbx cÖkœvejx 
(K) wb‡gœi †KvbwU evsjv mdU&Iq¨vi bq 
(1) †jLbx (2) weRq (3) myZbœx (4) cÖeZ©b 
DËit (K) 3 
 
2| msw¶ß cÖkœvejx 
(K) wKfv‡e evsjv UvBc Kiv hvq? 
(L) Kvm©i ¯’vbvšÍi Kivi wbqgvejx Av‡jvPbv Kiyb| 
(M) †U·U wm‡j± ev wbe©vPb Kivi c×wZ wjLyb| 
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dvBj msi¶Y I dvBj †Lvjv 

 
D‡Ïk¨ 
GB cvV †k‡l Avcwb- 
� Gg Gm Iqv‡W© dvBj msi¶Y Kivi wbqg Rvb‡Z cvi‡eb, 
� Gg Gm Iq‡W©i dvBj †Lvjvi wbqg Rvb‡Z cvi‡eb| 

 
dvBj Save ev msi¶Y Kiv 
Gg Gm Iqv‡W© KvR Kivi ci cieZ©x‡Z Zv e¨env‡ii Rb¨ Kw¤úDUv‡ii nvW©wW‡¯‹ WKz‡g›UwU msi¶Y Ki‡Z nq| 
wW‡¯‹ msiw¶Z wewfbœ bv‡gi WKz‡g›U¸‡jvi GK GKwU‡K dvBj ejv nq| Iqv‡W© †Kvb †jLv UvBc K‡i Zv dvBj 
AvKv‡i msi¶‡Yi KvR wZbfv‡e Kiv hvq| †gby ev‡ii mvnv‡h¨, Uzjev‡ii mvnv‡h¨ A_ev Kx-‡ev‡W©i mvnv‡h¨| wb‡gœ 
dvBj msi¶‡Yi avc mg~n Av‡jvPbv Kiv n‡jv| 
1. †gby ev‡ii File †gby †_‡K Save wbe©vPb Kiyb ev Kx-‡evW© n‡Z Ctrl + S †cÖm Kiyb ev Uzjevi n‡Z Save evUb 

 -G wK¬K Kiyb 
2. wPÎ-12.4.1 Gi b¨vq Save As WvqjM e· c ©̀vq †`Lv hv‡e| 

 
wPÎ-12.4.1 t Save As WvqjM e· 

3. Gevi File name e‡· †h bv‡g dvBjwU Save Ki‡Z Pvb †mB bvgwU UvBc Kiyb| D`vniY miƒc, G‡¶‡Î com 
Pic1 bvg UvBc Kiyb| 

4. Save in e‡· †h wW‡i±ix‡Z dvBwU Save Ki‡Z Pvb †mB wW‡i±ixwU wbe©vPb Kiyb| 

5. me‡k‡l Save evU‡b wK¬K Kiyb| Zvn‡j com Pic1 bv‡g dvBjwU wbw`©ó wW‡i±ix‡Z msiw¶Z n‡e| 

GKevi wbw`©ó bv‡g dvBj Save Kivi ci dvB‡j bZzb wKQy UvBc K‡i †hvM Kiv n‡j cybivq Zv msi¶‡Yi 
cÖ‡qvRb nq| †m‡¶‡Î Dc‡iv³ KvRwUi 1 bs avcwU Abymib Ki‡Z n‡e Ges wKQy¶Y UvBc Kivi ci ci GB 
KvRwU Ki‡Z n‡e| 
 
d¬wc wW‡¯‹ ev wW‡¯‹‡U dvBj msi¶Y Kiv 

WKz‡g›U ˆZwi Kivi ci dvBj AvKv‡i wW‡¯‹‡U msi¶‡Yi Rb¨ wb‡gœi avcmg~n AbymiY Ki‡Z n‡e| 

1. cÖ_‡g d¬wc WªvB‡f wW‡¯‹UwU XyKvb| 

2. gvD‡mi mvnv‡h¨ †gby ev‡ii File †gby‡Z wK¬K Kiyb| 
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3. File mve-‡gbyi Save ev Save As -G wK¬K Kiyb| Save AS WvqjM e· cÖ`wk©Z n‡e| 

4. WvqjM e‡·i Dc‡ii †Kvbvq Save in e‡·i Wv‡b  evU‡b wK¬K Kiyb| GKwU wj÷ cÖ`wk©Z n‡e| 

5. H wj‡÷i 31/2 Floopy (A:) -†Z wK¬K Kiyb| 

6. Gevi dvBjwU †h bv‡g Save Ki‡Z Pvb File name e‡· †m bvgwU UvBc Kiyb|  

7. Save evU‡b wK¬K Kiyb ev Enter w`b| Zvn‡j H bv‡g dvBjwU wW‡¯‹‡U msiw¶Z n‡e|  
 
dvBj Open Kiv ev dvBj †Lvjv 
nvW©wW‡¯‹ iw¶Z †Kvb dvBj wZbfv‡e †Lvjv ev  Open Kiv hvq| †gby ev‡ii mvnv‡h¨, Uzjev‡ii mvnv‡h¨ A_ev Kx-
‡ev‡W©i gva¨‡g KgvÛ w`‡q| wb‡gœ dvBj †Lvjvi wbqg Av‡jvPbv Kiv n‡jv| 
1. †gby ev‡ii File g‡by †_‡K Open wbe©vPb Kiyb ev Kx-‡evW© n‡Z Ctrl + O †cÖm Kiyb ev Uzjevi †_‡K Open 

evUb  -G wK¬K Kiyb| 
2. wPÎ-12.4.2 Gi b¨vq Open WvqjM e· c ©̀vq †`Lv hv‡e| 

 
wPÎ-12.4.2 t Open WvqjM e· 

3. Open WvqjM e‡· wewfbœ dvB‡ji ZvwjKv cÖ`wk©Z n‡e| Gevi †h wW‡i±ix n‡Z †h dvBjwU Open Ki‡Z Pvb 
†mB wW‡i±ix‡Z †h‡q †mB dvBjwU gvD‡mi mvnv‡h¨ wbe©vPb Kiyb A_ev File name e‡· H dvB‡ji bvg UvBc 
Kiyb| 

4. me‡k‡l Open evU‡b wK¬K Kiyb ev Enter w`b| Zvn‡j H dvBjwU Db¥y³ n‡e Ges c`©vq cÖ`wk©Z n‡e| 
 
wW‡¯‹U n‡Z dvBj †Lvjv 
wW‡¯‹‡U msiw¶Z †Kvb dvBj I‡cb Ki‡Z ev Lyj‡Z n‡j wb‡gœi avcmg~n Abymib Ki‡Z n‡e| 
1. cÖ_‡g d¬wc WªvB‡f wW‡¯‹UwU XyKvb| 
2. gvD‡mi mvnv‡h¨ †gby ev‡ii File †gby‡Z wK¬K Kiyb| 
3. File mve-‡gbyi Open -G wK¬K Kiyb| Open WvqjM e· cÖ`wk©Z n‡e| 

4. WvqjM e‡·i Dc‡ii †Kvbvq Look in e‡·i Wv‡b  evU‡b wK¬K Kiyb| GKwU wj÷ cÖ`wk©Z n‡e|  
5. H ZvwjKvi 31/2 Floopy (A:) -†Z wK¬K Kiyb| 
6. Gevi †h bv‡gi dvBjwU Open Ki‡Z Pvb File name e‡· †m bvgwU UvBc Kiyb|  
7. Open evU‡b wK¬K Kiyb ev Enter w`b| Zvn‡j H wbw ©̀ó bv‡gi dvBjwU c ©̀v‡Z I‡cb n‡e| 
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Abykxjbx 
1| eû wbe©vPbx cÖkœvejx 
(K) Save ev Save As AckbwU ‡Kvb †gby‡Z cvIqv hv‡e| 
(1) File †gby (2) Edit †gby  (3) Insert †gby (4) Tools †gby 
DËit (K) 1 
 
2| msw¶ß cÖkœvejx 
(K) wKfv‡e dvBj wW‡¯‹ msi¶Y Kiv hvq| 
(L) dvBj †Lvjvi wbqg mg~n wjLyb| 
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†U·U di‡gwUs 

 
D‡Ïk¨ 
GB cvV †k‡l Avcwb- 
� WKz‡g‡›Ui wewfbœ Ask KvU, Kwc I ‡c÷ Kivi wbqg Rvb‡Z cvi‡eb, 
� WKz‡g‡›U wewfbœ d›U I d‡›Ui mvBR wbe©vPb Ki‡Z cvi‡eb, 
� ‡U·U †evì, AvÛvijvBb I BZvwjK Ki‡Z cvi‡eb, 
� ‡U·U A¨vjvBb‡g›U Ki‡Z cvi‡eb, 
� ‡cR †mUAvc Kivi wbqg Rvb‡Z cvi‡eb| 

 
‡U·U di‡gwUs t ÷¨vÛvW© Uzjev‡ii mvnv‡h¨ 
‡gby ev‡ii wewfbœ KgvÛ e¨envi K‡i WKz‡g‡›U †jLv ev †U·U-Gi di‡gwUs Gi KvR Kiv hvq| †hgb †jLvi wKQy 
Ask ev` †`qv, Kwc Kiv, †c÷ Kiv, gy‡Q †djv, gy‡Q hvIqv Ask wdwi‡q Avbv BZ¨vw`| ÷¨vÛvW© Uzjevi e¨envi 
K‡i GB KvR¸‡jv ª̀yZ Kiv m¤¢e| wb‡gœ ÷¨vÛvW© Uzjev‡ii wPÎ †`qv nj| 

 
wPÎ 12.5.1 t ÷¨vÛvW© Uzjevi 

 
KvU (Cut) Kiv 
WKz‡g‡›Ui wbe©vwPZ wKQy Ask‡K gy‡Q †dj‡Z ev KvU Ki‡Z n‡j †gby ev‡ii Edit †gbyi Cut Ackb wbe©vPb Ki‡Z 
n‡e| KvU Kiv Ask DB‡ÛvR wm‡÷‡gi wK¬c‡ev‡W© Ae¯’vb K‡i| d‡j KvU Kiv AskwU †h †Kvb mgq WKz‡g‡›Ui 
†h †Kvb ¯’v‡b †hvM Kiv hvq| KvU Kivi Rb¨ cÖ_‡g †U·wU wm‡j± ev wbe©vPb K‡i wb‡Z nq| Zvici wb‡gœi †h 
†Kvb GKwU Dcv‡q KvU Kiv hvq- 
1. †gbyev‡ii Edit †gbyi Cut Ackb wbe©vPb K‡i| 

2. ÷¨vÛvW© Uzjev‡ii  evU‡b wK¬K K‡i| 
3. Kx-‡ev‡W©i Ctrl + X Kx †P‡c| 
ZvQvovI Kx-‡ev‡W©i Backspace Kx Pvc‡j evg w`‡Ki GKwU A¶i gyQ‡Z _vK‡e Ges Delete Kx Pvc‡j Wvb 
w`‡Ki GKwU K‡i A¶i gyQ‡Z _vK‡e| 
 
Kwc (Copy) Kiv  
WKz‡g‡›Ui wbe©vwPZ wKQy Ask‡K Kwc Ki‡Z n‡j †gby ev‡ii Edit †gbyi Copy Ackb wbe©vPb Ki‡Z n‡e| Kwc 
Kiv Ask DB‡ÛvR wm‡÷‡gi wK¬c‡ev‡W© Ae¯’vb K‡i| d‡j Kwc Kiv AskwU †h †Kvb mgq WKz‡g‡›Ui †h †Kvi 
¯’v‡b †hvM Kiv hvq| Kwc Kivi Rb¨ cÖ_‡g †U·wU wm‡j± ev wbe©vPb K‡i wb‡Z nq| Zvici wb‡gœi †h †Kvb GKwU 
Dcv‡q Kwc Kiv hvq- 
1. †gbyev‡ii Edit †gbyi Copy Ackb wbe©vPb K‡i| 

2. ÷¨vÛvW© Uzjev‡ii  evU‡b wK¬K K‡i| 
3. Kx-‡ev‡W©i Ctrl + C Kx †P‡c| 
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‡c÷ (Paste) Kiv 
WKz‡g‡›Ui KvU ev Kwc Kiv Ask we‡kl‡K WKz‡g‡›Ui †h †Kvb As‡k †hvM Kivi Rb¨ †gby ev‡ii Edit †gbyi Paste 
Ackb wbe©vPb Ki‡Z n‡e| GB KgvÛ e¨envi Ki‡j DB‡ÛvR wm‡÷‡gi wK¬c‡ev‡W© Ae¯’vbKvix †U·wU WKz‡g‡›U 
hy³ nq| ‡h ’̄v‡b KvU ev Kwc Kiv AskwU hy³ Kiv cÖ‡qvRb †m ¯’v‡b cÖ_‡g Kvm©i ev Bbmvm©b c‡q›UviwU wb‡q 
†h‡Z n‡e| Zvici wb‡gœi †h †Kvb GKwU Dcv‡q ‡c÷ Kiv hv‡e- 
1. †gbyev‡ii Edit †gbyi Paste Ackb wbe©vPb K‡i| 

2. ÷¨vÛvW© Uzjev‡ii  evU‡b wK¬K K‡i| 
3. Kx-‡ev‡W©i Ctrl + V Kx †P‡c| 
 

gyQv ‡jLv wdwi‡q Avbv (Undo Typing) 
hw` WKz‡g‡›Ui †Kvb Ask KvU Kivi ev gy‡Q †djvi ci g‡b nq AskwU AwZ cÖ‡qvRbxq, GB Ask wdwi‡q Avbv 
`iKvi Zvn‡j Undo Typing KgvÛ e¨envi Ki‡Z n‡e| GB KvRwU †gby ev‡ii Edit †gbyi Undo Typing Ackb 
e¨envi K‡i Kiv hv‡e| Avevi Kx-‡ev‡W©i mvnv‡h¨ Ctrl + Z KgvÛ e¨envi K‡iI KvRwU Kiv hv‡e| 
 

‡U·U di‡gwUs t di‡gwUs Uzjev‡ii mvnv‡h¨ 
WKz‡g‡›U †jLv ev †U·U UvBc Kivi ci †jLvi AvKvi, AvK…wZ, MVb, ˆm›`h© ea©b, cÖ‡qvRbxq ms‡kvab BZ¨vw` 
Kiv‡KB g~jZ †U·U di‡gwUs ejv nq| †gby KgvÛ e¨envi K‡i †U·U di‡gU Kiv hvq| GQvov `ªyZ di‡gU Kivi 
Rb¨ Iqv‡W© K‡qKwU we‡kl evUb m¤̂wjZ GKwU di‡gwUs Uzjevi _v‡K| wb‡gœ di‡gwUs Uzjev‡ii wPÎ †`qv n‡jv| 

 
wPÎ 12.5.2 t di‡gwUs Uzjevi 

wb‡gœ di‡gwUs Uzjev‡ii wewfbœ Uzj Gi e¨envi Kivi c×wZ Av‡jvPbv Kiv n‡jv| 
 

d›U wbe©vPb 
di‡gwUs Uzjev‡ii ev‡g d›U evUbwU Ae¯’vb K‡i| GB evU‡bi Wv‡b †h A¨v‡iv wPý Av‡Q †mLv‡b gvD‡mi mvnv‡h¨ 
wK¬K Ki‡j wb‡gœi wP‡Îi b¨vq d›U wm‡jKkb wj÷ cÖ`wk©Z n‡e|  

 
wPÎ 12.5.3 t d›U wm‡jKkb wj÷ 

d›U wj÷ n‡Z gvD‡mi mvnv‡h¨ ev Kx-‡evW© n‡Z A¨v‡iv Kx e¨envi K‡i †h †Kvb d›U wbe©vPb Kiv hvq| c~‡e© 
GKwU d‡›U UvBc Kiv †Kvb †jLvi d›U cwieZ©b Ki‡Z PvB‡j †jLvwU‡K wm‡j± ev wbe©vPb K‡i wb‡Z n‡e| 
AZtci d›U wbe©vPb Ki‡j wbe©vwPZ †jLvwUi d›U cwiewZ©Z n‡e| 
 

d›U mvBR wbe©vPb 
di‡gwUs Uzjev‡ii d‡›Ui bv‡gi cv‡k d›U mvBR evUbwU Ae¯’vb K‡i| GB evU‡bi Wv‡b †h A¨v‡iv wPý Av‡Q 
†mLv‡b gvD‡mi mvnv‡h¨ wK¬K Ki‡j ¯Œx‡b wewfbœ mvBR cÖ`wk©Z n‡e| d›U mvBR wj‡÷ 8 n‡Z 72 ch©šÍ msL¨v 
†`qv _v‡K| B”Qv Ki‡j Zvi †_‡K †QvU ev eo AvKv‡ii msL¨v UvBc K‡i d‡›Ui mvBR cwieZ©b Kiv hvq| c~‡e© 
UvBc Kiv †Kvb †jLvi d›U mvBR cwieZ©b Ki‡Z PvB‡j †jLvwU‡K wm‡j± ev wbe©vPb K‡i wb‡Z n‡e| AZtci 
d›U mvBR wbe©vPb Ki‡j wbe©vwPZ †jLvwUi d›U mvBR cwiewZ©Z n‡e| 
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‡U·U †evì, AvÛvijvBb I BZvwjK Kiv 
A‡bK mgq ˆm›`h© ea©‡bi Rb¨ †jLv‡K †evì, AvÛvijvBb, BZvwjK BZ¨vw` Ki‡Z nq| GB KvR Ki‡Z n‡j 
WKz‡g‡›Ui †h AskUzKz‡Z GB KvR Ki‡Z n‡e Zv wm‡j± ev wbe©vPb K‡i wb‡Z n‡e| AZtci di‡gwUs Uzjev‡ii 
wbw`©ó AvBK‡b wK¬K K‡i A_ev Kx-‡ev‡W©i mvnv‡h¨ wbw ©̀ó KgvÛ e¨envi K‡i Kvw•LZ djvdj jvf Kiv hvq| 
‡evì Kiv t wbw ©̀ó Ask wm‡j± Kivi ci di‡gwUs Uzjev‡ii  evUb Pvc‡Z n‡e A_ev Kx-‡ev‡W©i mvnv‡h¨ Ctrl 
+ B KgvÛ w`‡Z n‡e|  

AvÛvijvBb Kiv t wbw`©ó Ask wm‡j± Kivi ci di‡gwUs Uzjev‡ii  evUb Pvc‡Z n‡e A_ev Kx-‡ev‡W©i mvnv‡h¨ 
Ctrl + U KgvÛ w`‡Z n‡e| 

BZvwjK Kiv t wbw`©ó Ask wm‡j± Kivi ci di‡gwUs Uzjev‡ii  evUb Pvc‡Z n‡e A_ev Kx-‡ev‡W©i mvnv‡h¨ 
Ctrl + I KgvÛ w`‡Z n‡e| 
 

‡gbyi mvnv‡h¨ †U·U di‡gwUs 

‡gby ev‡ii †gby †_‡K KgvÛ e¨envi K‡i †U·‡Ui di‡gU cwieZ©b Kiv hvq| GRb¨ wb‡gœi c×wZ AbymiY Ki‡Z 
nq| 

1. cÖ_‡g †gby ev‡ii Format †gby‡Z wK¬K Kiyb|  

2. Font U¨ve wbe©vPb Kiyb| wbgœiƒc Font WvqjM e· cÖ`wk©Z n‡e| 

 
wPÎ 12.5.4 t Font WvqjM e· 

3. WvqjM e‡·i  Font e‡·i d‡›Ui wj÷ n‡Z gvD‡mi mvnv‡h¨ d›U wbe©vPb Kiyb| Font Style e·  n‡Z d‡›Ui 
÷vBj A_©vr Regular, Italic, Bold, Bold Italic  Ges Size e· n‡Z d‡›Ui mvBR wbe©vPb Kiyb| 

4. ‡U·‡Ui Colour cwieZ©b Ki‡Z PvB‡j Font Color e· n‡Z †h †Kvb Kvjvi wbe©vPb Kiyb| 
5. GQvovI Effects e‡· A‡bK¸‡jv ÷vBj †`qv Av‡Q, cÖ‡qvR‡b Zvi †h †Kvb GKwU wbe©vPb Ki‡Z cv‡ib| 

wewfbœ cwieZ©‡bi mgq †U·‡Ui AvKvi wK iKg n‡”Q Zv Preview e‡· cÖ`wk©Z n‡e| 
6. me©‡k‡l OK evUb Pvcyb A_ev Kx-‡evW© n‡Z Enter Pvcyb| Zvn‡j †jLv bZzbfv‡e di‡gU n‡e|  
 
‡U·U A¨vjvBb‡g›U Kiv 
Gg Gm Iqv‡W©i WKz‡g‡›U †Kvb wKQy UBc Kiv n‡j c`©vq cÖ_‡g evg gvwR©b mg_©b K‡i| cÖ‡qvRb Abyhvqx †jLv‡K 
Wv‡b, †K‡› ª̀ ev Dfq w`‡K mg_©b K‡i mvRv‡bv hvq| G KvR mg~n Kivi Rb¨ di‡gwUs Uyjev‡i PviwU evUb  _v‡K| 
c~‡e© †jLv †Kvb †U·‡Ui A¨vjvBb‡g›U cwieZ©b Kivi Rb¨ cÖ_‡g †jLvwU wm‡j± ev wbe©vPb K‡i wb‡Z n‡e| Gici 
wb‡gœi wewfbœ evU‡b wK¬K Ki‡j wbgœiƒc dj cvIqv hv‡e| 
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� evg †_‡K cÖ_g evU‡b wK¬K Ki‡j †jLv evg gvwR©b mg_©b Ki‡e| 
� evg †_‡K wØZxq evU‡b wK¬K Ki‡j †jLv ‡K› ª̀xf~Z n‡e| 
� evg †_‡K Z…Zxq evU‡b wK¬K Ki‡j †jLv Wvb gvwR©b mg_©b Ki‡e| 
� evg †_‡K PZz_© evU‡b wK¬K Ki‡j †jLv Wvb I evg Dfq gvwR©b mg_©b Ki‡e| 
 
‡cR †mUAvc (Page Setup) Kiv 
Iqv‡W© wewfbœ gv‡ci KvM‡R WKz‡g›U ˆZwi Kiv hvq| GQvov c„ôvi gvwR©b wK n‡e ZvI wba©viY Kiv hvq| G KvR 
mg~n Kivi Rb¨ †gby ev‡ii File †gby n‡Z Page Setup Ackb wbe©vPb Ki‡Z n‡e| Zvn‡j wbgœiƒc Page Setup 
WvqjM e· cÖ`wk©Z n‡e| 

   
wPÎ 12.5.5 t Page Setup WvqjM e· 

 
Page Setup WvqjM e‡·i PviwU Avjv`v U¨ve Av‡Q| Margins U¨ve wbe©vPb Ki‡j Wvb, evg, Dci I wb‡Pi gvwR©b 
wbe©vPb Kiv hv‡e| Paper Size U¨ve n‡Z c„ôvi gvc wK n‡e Zv wbe©vPb Kiv hv‡e| cÖ‡Z¨KwU †¶‡Î c„ôvi mvBR I 
gvwR©‡bi cwieZ©b Kivi ci wK iKg cwieZ©b n‡e Zv Preview e‡· †`Lv hv‡e| GQvov wcÖ›U Kivi mgq KvM‡Ri 
Drm wK n‡e ZvI Paper Source U¨ve n‡Z wba©viY K‡i †`qv hv‡e| me©‡k‡l OK evU‡b wK¬K Ki‡Z n‡e| Zvn‡j 
c„ôvi gvc I gvwR©b wba©vwiZ n‡q hv‡e| 
 
 

Abykxjbx 
1| eû wbe©vPbx cÖkœvejx 
(K) WKz‡g‡›Ui KvU I Kwc Kiv Ask DB‡ÛvR wm‡÷‡gi †Kv_vq Ae¯’vb K‡i 
(1) †gby‡Z (2) Uzjev‡i (3) wK¬c‡ev‡W© (4) wK¬cAv‡U© 
(L) †gbyi mvnv‡h¨ d›U cwieZ©b Ki‡Z PvB‡j †Kvb †gby wbe©vPb Ki‡Z nq 
(1) File †gby (2) Edit †gby  (3) Insert †gby (4) Format †gby 
DËit (K) 3 (L) K 
 
 
2| msw¶ß cÖkœvejx 
(K) †U·U KvU, Kwc I †có Kivi c×wZ eY©bv Kiyb| 
(L) †U·‡Ui d›U I d›U mvBR wbe©vP‡bi c×wZ Av‡jvPbv Kiyb| 
(M) wKfv‡e †U·U‡K †evì, AvÛvijvBb I BZvwjK Kiv hvq wjLyb| 
(N) †U·U A¨vjvBb‡g›U m¤ú‡K© Av‡jvPbv Kiyb| 
(O) ‡cR †mUAvc Kivi avc mg~n Av‡jvPbv Kiyb| 
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†U·U †LuvRv I cÖwZ ’̄vcb Kiv 

 
D‡Ïk¨ 
GB cvV †k‡l Avcwb- 
� ‡U·‡Ui wewfbœ Ask †LuvRvi wbqg Rvb‡Z cvi‡eb, 
� ‡U·‡Ui wewfbœ Ask †LuvRvi ci Ab¨ †Kvb †U·U w`‡q Zv cÖwZ¯’vcb Kivi wbqg Rvb‡Z cvi‡eb, 
� ‡Kvb eo WKz‡g‡›Ui †h †Kvb c„ôvq hvIqvi wbqg Rvb‡Z cvi‡eb| 

 
‡U·U †LuvRv ev dvBÛ (Find) Kiv 
Gg Gm Iqv‡W©i WKz‡g›U n‡Z KL‡bv KL‡bv GKwU A¶i, kã ev evK¨ Luy‡R †ei Kivi cÖ‡qvRb n‡q c‡i| Find 
Kgv‡Ûi mvnv‡h¨ G KvRwU Kiv hvq| †gby ev‡ii Edit †gbyi Find Ackb wbe©vPb Ki‡j A_ev Kx-‡ev‡W©i mvnv‡h¨ 
Ctrl + F KgvÛ e¨envi Ki‡j wbgœiƒc Find and Replace WvqjM e· cÖ`wk©Z n‡e| 

 
wPÎ 12.6.1 t Find and Replace WvqjM e· (Find Ackb) 

aiv hvK GKwU WKz‡g›U n‡Z School kãwU Luy‡R †ei Ki‡Z n‡e| GRb¨ Find e‡·i Find what - e‡· School 
kãwU UvBc Ki‡Z n‡e| Gevi Find Next evU‡b wK¬K Ki‡Z n‡e| Zvn‡j WKz‡g‡›Ui cÖ_g †h ¯’v‡b School kãwU 
Av‡Q Kvm©i †m ¯’v‡b P‡j hv‡e| Avevi Find Next evU‡b wK¬K Ki‡j School kãwU WKz‡g‡›Ui cieZ©x †h ¯’v‡b 
Av‡Q Kvm©i †m ¯’v‡b P‡j hv‡e| Gfv‡e hZ¸‡jv School kã cv‡e Kvm©i ZZ¸‡jv ¯’v‡b hv‡e| Avi †Kvb School 
kã bv †c‡j dvBÛ ev †LuvRvi KvR eÜ n‡q hv‡e| 
 

‡U·U cÖwZ¯’vcb ev wi‡cøm (Replace) Kiv 
Gg Gm Iqv‡W©i WKz‡g›U n‡Z ‡Kvb kã Luy‡R †ei K‡i Ab¨ †Kvb kã Øviv cÖwZ¯’vcb Kivi Rb¨ GB KgvÛ 
e¨envi Ki‡Z n‡e| †gby ev‡ii Edit †gbyi Replace Ackb wbe©vPb Ki‡j A_ev Kx-‡ev‡W©i mvnv‡h¨ Ctrl + H 
KgvÛ e¨envi Ki‡j wbgœiƒc Find and Replace WvqjM e· cÖ`wk©Z n‡e| 

 
wPÎ 12.6.2 t Find and Replace WvqjM e· (Replace Ackb) 

aiv hvK GKwU WKz‡g›Ui hZ ¯’v‡b School kãwU Zv‡K cÖwZ¯’vcb K‡i College kãwU emv‡Z n‡e| GRb¨ 
Replace e‡·i Find what e‡· School kãwU Ges Replace with e‡· College kãwU UvBc Ki‡Z n‡e| Gevi 
Replace evU‡b wK¬K Ki‡Z n‡e| Zvn‡j WKz‡g‡›Ui cÖ_g †h ¯’v‡b School kãwU Av‡Q †m ¯’v‡b College kãwU 
cÖwZ¯’vwcZ n‡q e‡m hv‡e| Avevi Replace evU‡b wK¬K Ki‡j School kãwU WKz‡g‡›Ui cieZ©x †h ¯’v‡b Av‡Q 
Kvm©i †m ¯’v‡b P‡j hv‡e Ges College kãwU cÖwZ¯’vwcZ n‡q e‡m hv‡e| Gfv‡e hZ¸‡jv School kã cv‡e 
ZZ¸‡jv ¯’v‡b College kãwU cÖwZ¯’vwcZ n‡q e‡m hv‡e| Avi †Kvb School kã bv †c‡j wi‡cøm ev cÖwZ¯’vcb 
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KvR eÜ n‡q hv‡e| hw` Replace All evU‡b wK¬K Kiv nq Zvn‡j GKev‡i ‡h mKj ¯’v‡b School kã cv‡e †m 
mKj ¯’v‡b College kã e‡m hv‡e| 
 
Go To Kgv‡Ûi e¨envi 
eo †Kvb WKz‡g‡›Ui †h †Kvb ’̄v‡b †h‡Z n‡j Go To Kgv‡Ûi e¨envi Kiv nq| †gby ev‡ii Edit †gbyi Go To 
Ackb wbe©vPb Ki‡j A_ev Kx-‡ev‡W©i mvnv‡h¨ Ctrl + G KgvÛ e¨envi Ki‡j wbgœiƒc Find and Replace WvqjM 
e· cÖ`wk©Z n‡e| 

 
wPÎ 12.6.3 t Find and Replace WvqjM e· (Go To Ackb) 

Go To Kgv‡Ûi mvnv‡h¨ c„ôv, †mKkb, jvBb, eyKgvK©, UxKv, †Uwej BZ¨vw` ¯’v‡b hvIqv hv‡e| †hgb 100 c„ôvi 
†Kvb GKwU WKz‡g‡›Ui 78 bs c„ôvq †h‡Z PvB‡j Find and Replace WvqjM e‡·i Go To Ack‡bi Go to what-
G Page wbe©vPb Ki‡Z n‡e| Zvici Enter page number e‡· 78 UvBc Ki‡Z n‡e| AZtci Go To evU‡b wK¬K 
Ki‡Z n‡e| Zvn‡j Kvm©i 78 bs c„ôvq P‡j hv‡e| Gevi Close evU‡b wK¬K K‡i †ei n‡q Avm‡Z n‡e| 
 
 

Abykxjbx 
1| eû wbe©vPbx cÖkœvejx 
(K) WKz‡g›U n‡Z GKwU kã Luy‡R †ei Kivi Rb¨ †Kvb KgvÛ e¨envi Ki‡Z nq| 
(1) Go To (2) Find (3) Replace (4) Search 
DËit (K) 2 
 
2| msw¶ß cÖkœvejx 
(K) WKz‡g›U n‡Z kã, A¶i ev evK¨ Luy‡R †ei Kivi c×wZ wjLyb| 
(L) WKz‡g‡›U †Kvb Z_¨ cÖwZ¯’vcb Kivi c×wZ Av‡jvPbv Kiyb| 
(M) Go To Kgv‡Ûi e¨envi eY©bv Kiyb| 
 
 



GmGmwm †cÖvMÖvg 

BDwbU evi  c„ôv-156 

 

bZzb c„ôv ˆZwi, c„ôv b¤^i I ZvwiL ms‡hvRb 

 
D‡Ïk¨ 
GB cvV †k‡l Avcwb- 

� GKwU WKz‡g‡›U bZzb c„ôv ˆZwi Ki‡Z cvi‡eb, 

� WKz‡g‡›U c„ôv b¤^i ms‡hvRb Ki‡Z cvi‡eb, 

� WKz‡g‡›U ZvwiL ms‡hvRb Ki‡Z cvi‡eb| 
 
bZzb c„ôv ˆZwi (Page Break) Kiv 

A‡bK mgq WKz‡g‡›U bZzb †Kvb c„ôv ‰Zwii cÖ‡qvRb nq| GQvov c~‡e© ˆZwi †Kvb WKz‡g‡›Ui GKwU c„ôvi GKwU 
Ask cieZ©x c„ôvq wb‡Z n‡j bZzb c„ôv ˆZwi Ki‡Z nq| WKz‡g‡›Ui †hLv‡b bZzb c„ôv ˆZwi Ki‡Z n‡e Kvm©i †m 
¯’v‡b wb‡q wb‡gœi c×wZ Abymv‡i c„ôv ˆZwii wb‡ ©̀k w`‡Z n‡e| 

1. cÖ_‡g †gby ev‡ii Insert †gby‡Z wK¬K Kiyb| 

2. Break Ackb wbe©vPb Kiyb| wbgœiƒc Break WvqjM e· cÖ`wk©Z n‡e| 

 
wPÎ 12.7.1 t Break WvqjM e· 

3. Page Break wbe©vPb Kiyb Ges OK evU‡b wK¬K Kiyb| Zvn‡j Kvm©‡ii Ae¯’v‡b bZzb c„ôv ˆZwi n‡e| 
GQvov Kx-‡evW© e¨envi K‡iI bZzb c„ôv ˆZwii KgvÛ †`qv hvq| GRb¨ Kvm©i wbw`©ó ¯’v‡b G‡b Ctrl + Enter Kx-
Øq Pvc‡Z n‡e| Zvn‡j bZzb c„ôv ˆZwi n‡e| 
WKz‡g‡›U ¯’vcb Kiv Page Break Zz‡j w`‡Z PvB‡j Kvm©i H Ae¯’v‡b G‡b Kx-‡evW© n‡Z Delete Kx Pvc‡Z n‡e| 
 
c„ôv b¤̂i (Page Number) †`qv 

GKvwaK c„ôv m¤^wjZ WKz‡g‡›U c„ôv b¤̂i †hvM Kivi cÖ‡qvRb nq| Gg Gm Iqv‡W© WKz‡g‡›U c„ôv b¤̂‡ii KgvÛ 
cÖ‡qvM Kiv n‡j mqswµqfv‡e cÖwZwU c„ôvq c„ôv b¤^i cÖ`wk©Z nq| eo †Kvb WKz‡g‡›U c„ôv b¤^i w`‡Z n‡j wb‡gœi 
c×wZ Abymib Ki‡Z nq| 

1. cÖ_‡g WKz‡g›UwU I‡cb Kiyb| 

2. †gbyev‡ii Insert †gby‡Z wK¬K Kiyb| 

3. Page Numbers Ackb wbe©vPb Kiyb| wbgœiƒc Page Numbers WvqjM e· †`Lv hv‡e| 
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wPÎ 12.7.2 t Page Numbers WvqjM e· 

4. Position Ackb e· Ges Alignment Ackb e· n‡Z WKz‡g‡›U c„ôv b¤̂i cÖ`k©‡bi Ae¯’vb wbe©vPb K‡i 
w`b| 

5. WKz‡g‡›Ui cÖ_g c„ôvq c„ôv b¤̂i †`L‡Z PvB‡j Show number on first page -e‡· wK¬K K‡i wUK wPý w`b| 

6. Format evU‡b wK¬K K‡i c„ôv b¤^i cÖ`v‡bi A¶i wba©viY K‡i w`‡Z cv‡ib| 

7. me©‡k‡l OK evU‡b wK¬K Kiyb| Zvn‡j WKz‡g‡›Ui cÖwZwU c„ôvq b¤^i †`Lv hv‡e| 
 
ZvwiL I mgq (Date and Time) ms‡hvRb 
Kw¤úDUv‡ii Af¨šÍ‡i GKwU Nwo‡Z mgq I ZvwiL _v‡K| Kw¤úDUvi eÜ _vK‡jI Zv Pvjy _v‡K| d‡j GB Nwo 
n‡Z me mgqB mwVK mgq I ZvwiL cvIqv hvq| WKz‡g‡›U KL‡bv KL‡bv mgq I ZvwiL cÖ`v‡bi cÖ‡qvRb nq| 
WKz‡g‡›Ui †h ’̄v‡b mgq I ZvwiL cÖ`vb Ki‡Z Pvb Kvm©i †m ¯’v‡b wb‡q AZtci wb‡Pi c×wZ AbymiY Ki‡Z 
n‡e| 
1. ‡gbyev‡ii Insert †gby‡Z wK¬K Kiyb| 
2. Date and Time Ackb wbe©vPb Kiyb| wbgœiƒc Date and Time WvqjM e· †`Lv hv‡e| 

 
wPÎ 12.7.3 t Date and Time WvqjM e· 

3. Available formats Ackb e‡· wewfbœ di‡g‡U mgq I ZvwiL †`qv _v‡K| †h †Kvb GKwU di‡gU wbe©vPb 
K‡i OK evU‡b wK¬K Kiyb| Zvn‡j Kvm©‡ii Ae¯’v‡b mgq I ZvwiL cÖ`wk©Z n‡e| 

 



GmGmwm †cÖvMÖvg 

BDwbU evi  c„ôv-158 

Abykxjbx 
1| eû wbe©vPbx cÖkœvejx 
(K) Kx-‡evW© e¨envi K‡i Page Break KgvÛ w`‡Z PvB‡j †Kvb Kx Pvc‡Z n‡e 
(1) Alt + Shift  (2) Alt + Enter (3) Ctrl + Shift (4) Ctrl + Enter 
DËit (K) 4 
 
2| msw¶ß cÖkœvejx 
(K) bZzb c„ôv †hvM Kivi c×wZ wjLyb| 
(L) WKz‡g‡›U c„ôv b¤̂i †hvM Kivi c×wZ Av‡jvPbv Kiyb| 
(M) WKz‡g‡›U ZvwiL I mgq wKfv‡e ms‡hvRb Kiv hvq| 



Kw¤cDUvi wk¶v 

BDwbU evi  c„ôv-159 

 

evbvb ï×KiY I †KBm cwieZ©b 

 
D‡Ïk¨ 
GB cvV †k‡l Avcwb- 
� evbvb ï× Kivi c×wZ Rvb‡Z cvi‡eb, 
� ‡KBm cwieZ©b Kivi c×wZ Rvb‡Z cvi‡eb| 

 
evbvb ï× (Spell Check) Kiv 
WKz‡g‡›Ui †U·U UvBc Kivi mgq evbvb fyj _vKv ¯̂vfvweK| Gg Gm Iqv‡W© ˆZwi Kiv WKz‡g›U n‡Z G ai‡bi 
fyj mg~n Luy‡R †ei K‡i Zv ms‡kvab Kiv hvq| ‡gbyi mvnv‡h¨ Spell Check KgvÛ cÖ‡qvM Kiv n‡j Gg Gm 
Iqv‡W©i Af¨šÍixY wWKkbvwii mv‡_ Zzjbv K‡i evbvb †PK Kiv nq| GKwU ˆZwi Kiv dvB‡ji evbvb ï× Ki‡Z 
n‡j wb‡gœi c×wZ AbymiY Kiyb| 
1. ¯Œx‡b dvBjwU I‡cb Kiyb| 
2. ‡gby ev‡ii Tools †gby‡Z wK¬K Kiyb| 
3. Spelling and Grammar Ackb wbe©vPb Kiyb| wbgœiƒc Spelling and Grammar WvqjM e· cÖ`wk©Z n‡e| 

 
wPÎ 12.8.1 t Spelling and Grammar WvqjM e· 

4. Not in Dictionary e‡· jvj is‡q †h kãwU †`Lv hv‡e †mB kãwUi evbvb fyj KviY Zv Gg Gm Iqv‡W©i 
wWKkbvwi‡Z †bB| †mB mv‡_ Suggestions e‡· K‡qKwU bZzb kã †`Lv hv‡e| 

5. kãwU‡K Suggestions e‡·i GKwU kã Øviv cÖwZ¯’vwcZ Ki‡Z n‡j cÖ_‡g kãwU gvD‡mi mvnv‡h¨ wbe©vPb 
Ki‡Z n‡e| Gevi Change evUb Pvc‡Z n‡e|  

6. kãwU‡K Suggestions e‡·i cÖ`Ë kã ZvwjKv n‡Z GKwU kã Øviv cÖwZ¯’vwcZ Ki‡Z bv PvB‡j Ignore evUb 
Pvc‡Z n‡e| 

7. bZzb GKwU kã wWKkbvwi‡Z †hvM Ki‡Z PvB‡j Add evUb Pvc‡Z n‡e| 
 
‡KBm cwieZ©b Kiv  
WKz‡g‡›U Bs‡iwR‡Z wjwLZ †Kvb Ask †QvU nv‡Zi _v‡K‡j Ges Zv eo nv‡Zi A¶‡i cwieZ©b Ki‡Z PvB‡j A_ev 
wecixZ KvRwU Ki‡Z PvB‡j †KBm cwieZ©b Ki‡Z n‡e| †Kvb A¶i, kã ev ev‡K¨i †KBm cwieZ©b Ki‡Z n‡j 
cÖ_‡g Zv wbe©vPb K‡i wb‡Z n‡e| Zvici wb‡gœi c×wZ Abyhvqx KvR Ki‡Z n‡e|  
1. †gby ev‡ii Format †gby‡Z wK¬K Kiyb| 
2. Change case Ackb wbe©vPb Kiyb| wbgœiƒc Change Case WvqjM e· cÖ`wk©Z n‡e| 
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wPÎ 12.8.2 t Change Case WvqjM e· 

3. Change Case WvqjM e‡· cuvPwU Ackb †`Lv hv‡e| cuvPwU Ack‡bi KvR wbæiƒc-  
(K) Sentence case wbe©vPb Ki‡j wbe©vwPZ AskwUi cÖ_g A¶iwU eo nv‡Zi n‡e Ges evKx me A¶i †QvU 
nv‡Zi n‡e| 
(L) lower case wbe©vPb Ki‡j wbe©vwPZ m¤ú~Y© AskwUi cÖwZwU A¶i †QvU nv‡Zi n‡e| 
(M) UPPER CASE wbe©vPb Ki‡j wbe©vwPZ m¤ú~Y© AskwUi cÖwZwU A¶i eo nv‡Zi n‡e| 
(N) Title Case wbe©vPb Ki‡j wbe©vwPZ AskwUi cÖwZwU k‡ãi cÖ_g A¶iwU eo nv‡Zi n‡e Ges evKx me 
A¶i †QvU nv‡Zi n‡e| 
(O) tOGGLE cASE wbe©vPb Ki‡j wbe©vwPZ AskwUi cÖwZwU A¶i †h nv‡Zi Av‡Q Zvi wecixZ nv‡Zi n‡e| 

4. OK †h †iwWI evUbwU (evg cv‡ki mv`v Ni) wbe©vwPZ Ae¯’vq _v‡K †mB evU‡b wK¬K Ki‡j Zv Abymv‡i †KBm 
cwiewZ©Z n‡e| 

 
 
 
 
 

Abykxjbx 
1| eû wbe©vPbx cÖkœvejx 
(K) Change Case AckbwU †gby ev‡ii †Kvb †gby‡Z Av‡Q 
(1) File †gby (2) Edit †gby  (3) Insert †gby (4) Format †gby 
DËit (K) 4 
 
2| msw¶ß cÖkœvejx 
(K) UvBc Kiv WKz‡g‡›Ui evbvb wK c×wZ‡Z ï× Kiv hvq? 
(L) WKz‡g‡›Ui Bs‡iwR‡Z wjwLZ †Kvb As‡ki †KBm wKfv‡e cwieZ©b Kiv hvq Zv wjLyb| 

 
 
 
 



Kw¤cDUvi wk¶v 

BDwbU evi  c„ôv-161 

 

†Uwej I Kjvg cÖ ‘̄ZKiY 

 
D‡Ïk¨ 
GB cvV †k‡l Avcwb- 
� Kjvg AvKv‡i GKwU WKz‡g‡›U ˆZwi Ki‡Z cvi‡eb, 
� WKz‡g‡›U †Uwej cÖ¯‘Z Ki‡Z cvi‡eb | 

 
Kjvg (Columns) cÖ¯‘Z Kib 
WKz‡g‡›Ui cÖ‡qvR‡b †U·U mg~n ev Ask we‡kl‡K Kjvg K‡i Qvcv‡bvi cÖ‡qvRb n‡Z cv‡i| GRb¨ Kjvg evwb‡q 
wb‡j myweav nq| wb‡gœ Kjvg evbv‡bvi c×wZ †`qv n‡jv|  
1. ‡gbyev‡ii Format †gby‡Z wK¬K Kiyb| 
2. Columns Ackb wbe©vPb Kiyb| wbgœiƒc Columns WvqjM e· †`Lv hv‡e| j¶ Kiyb Number of Columns 

Gi N‡i Kvm©i Ae¯’vb Ki‡Q| 

 
wPÎ 12.9.1 t Columns WvqjM e· 

 
3. GLb hZwU Kjvg Ki‡Z Pvb H N‡i ZZ b¤̂i UvBc Kiyb| 
4. Gevi OK evU‡b wK¬K Kiyb ev Enter Pvcyb| Zvn‡j †U·U ZZwU Kjv‡g wef³ n‡q UvBc n‡e| 
hw` WKz‡g‡›Ui c~‡e© UvBcK…Z †Kvb wbw`©ó Ask‡K Kjv‡g cwiYZ Ki‡Z Pvb Zvn‡j H wbw ©̀ó Ask cÖ_‡g wm‡j± 
K‡i wb‡Z n‡e| Zvici Dc‡iv³ c×wZ AbymiY K‡i Kjvg cÖ¯‘Z Ki‡Z n‡e| 
 
‡Uwej (Table) cÖ¯‘Z Kib 
WKz‡g‡›U †Uwej †hvM Kiv GKwU cÖ‡qvRbxq KvR| WKz‡g‡›U †h †Kvb mvwi I Kjvg m¤^wjZ †Uwej cÖ¯‘Z Kiv hvq| 
†Uwej ˆZwi Kiv Ges di‡gU Kivi Rb¨ Gg Gm Iqv‡W© Table bv‡g GKwU †gby Av‡Q| GQvov Av‡Q wbgœiƒc †Uwej 
Uzjevi| GB Uzjevi ev †gby e¨envi K‡i †Uwej ˆZwi Kiv hv‡e| 

 
wPÎ 12.9.2 t Tables and Borders Uzjevi 
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WKz‡g‡›Ui †h ’̄v‡b †Uwej ˆZwi Ki‡Z n‡e Kvm©i cÖ_‡g †mB ¯’v‡b wb‡q †h‡Z n‡e| AZtci wb‡gœi avc AbymiY 
Ki‡Z n‡e| 
1. †gby ev‡ii Table †gby‡Z wK¬K Kiyb| 
2. Insert Table Ackb wbe©vPb Kiyb| wbgœiƒc Insert Table WvqjM e· cÖ`wk©Z n‡e| 

 
wPÎ 12.9.3 t Insert Table WvqjM e· 

3. ‡Uwe‡j hZwU Kjvg cÖ‡qvRb †m msL¨vwU  Number of colums e‡· wj‡L w`‡Z n‡e| Abyiƒc hZwU mvwi 
cÖ‡qvRb †m msL¨vwU  Number of rows e‡· wj‡L w`‡Z n‡e| 

4. Gevi OK evU‡b wK¬K Ki‡j c`©vq wb‡ ©̀wkZ †UwejwU †`Lv hv‡e| 
 
 
 
 
 

Abykxjbx 
1| eû wbe©vPbx cÖkœvejx 
(K) WKz‡g‡›U bZzb †Kvb †Uwej ˆZwi Ki‡Z n‡j Table †gby n‡Z wb‡gœi †Kvb AckbwU wbe©vPb Ki‡Z n‡e| 
(1) Select Table (2) Insert Table (3) Split Table        (4) Table AutoFormat 
DËit (K) 2 
 
2| msw¶ß cÖkœvejx 
(K) WKz‡g‡›U Kjvg ˆZwii avc mg~n wjLyb| 
(L) ‡Uwej ˆZwii c×wZ wjLyb| 

 
 
 



Kw¤cDUvi wk¶v 

BDwbU evi  c„ôv-163 

 

dvBj wcÖ›U Kiv, IqvW© eÜ Kiv I IqvW© n‡Z †ei nIqv 

 
D‡Ïk¨ 
GB cvV †k‡l Avcwb- 
� Gg Gm Iqv‡W© wewfbœ dvBj wcÖ›U Ki‡Z cvi‡eb, 
� Gg Gm IqvW© DB‡Ûv eÜ Ki‡Z cvi‡eb, 
� KvR †kl Kivi ci Gg Gm IqvW© n‡Z †ei n‡Z cvi‡eb| 

 
dvBj wcÖ›U Kiv 
Kw¤úDUv‡i Gg Gm IqvW© †cÖvMÖv‡g †Kvb dvB‡j KvR Kivi ci H dvBj wcÖ›U Kivi cÖ‡qvRb nq| ÷¨vÛvW© 

Uzjev‡ii  AvBK‡b gvDm c‡q›Uvi wb‡q wK¬K K‡i A_ev †gby ev‡ii File †gby n‡Z Print KgvÛ e¨envi K‡i 
A_ev Kx-‡evW© n‡Z Ctrl + P KgvÛ e¨envi K‡i dvBj wcÖ›U Kiv hvq| cÖ‡Z¨K †¶‡ÎB GKB Print WvqjM e· 
†`Lv hvq| †gbyev‡ii mvnv‡h¨ dvBj wcÖ›U Ki‡Z PvB‡j wb‡gœi c×wZ Abymib Ki‡Z n‡e| 
1. gvD‡mi mvnv‡h¨ †gby ev‡ii File †gby‡Z wK¬K Kiyb| 
2. Print †gby‡Z wK¬K Kiyb| wbgœiƒc Print WvqjM e· †`Lv hv‡e| 

 
wPÎ-12.10.1 t Print WvqjM e· 

3. Gici Name e‡·i  evU‡b wK¬K K‡i wcÖ›Uvi wbe©vPb Ki‡Z n‡e A_©vr e¨enviKvix wcÖ›Uv‡ii bvgwU Name 
e‡· Avb‡Z n‡e| 

4. m¤ú~Y© dvBj wcÖ›U Ki‡Z PvB‡j Print range G All wbe©vPb Ki‡Z n‡e|  

5. WKz‡g‡›Ui †h c„ôv‡Z Kvm©i Av‡Q †mB c„ôv wcÖ›U Ki‡Z PvB‡j print range G current page wbe©vPb Ki‡Z 
n‡e| 

6. dvB‡ji wbw ©̀ó †Kvb c„ôv wcÖ›U Ki‡Z PvB‡j Print range Gi Pages e‡· KZ c„ôv †_‡K KZ c„ôv wcÖ›U Ki‡Z 
Pvb Zvi b¤̂i D‡jøL Ki‡Z n‡e|  

7. GKvwaK Kwc wcÖ›U Ki‡Z PvB‡j Number of copies e‡· Kwc msL¨v D‡jøL K‡i w`‡Z n‡e| 

8. Gevi wcÖ›Uv‡i KvMR XywK‡q Print WvqjM e‡·i Ok evU‡b wK¬K Ki‡j A_ev Enter w`‡j wb‡ ©̀k Abyhvqx 
dvBjwU wcÖ›U n‡Z _vK‡e| 
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BDwbU evi  c„ôv-164 

 
dvBj Close Kiv 
gwbU‡ii c ©̀v‡Z I‡cb Kiv ‡Kvb dvBj Close ev eÜ Ki‡Z n‡j wbgœiƒc c×wZ AbymiY Ki‡Z n‡e| 
1. gvD‡mi mvnv‡h¨ †gby ev‡ii File †gby‡Z wK¬K Kiyb| 
2. Close wbe©vPb Kiyb Ges wK¬K Kiyb| 
3. me©‡kl GwWwUs Kivi ci hw` †Kvb bv‡g dvBwU Save Kiv _v‡K Zvn‡j dvBjwU Close n‡q hv‡e| 
4. hw` Save Kiv bv _v‡K Zvn‡j ¯Œx‡b wbgœiƒc g¨v‡mR †`Lv hv‡e| 

 
wPÎ 12.10.2 t Save Change g¨v‡mR WvqjM e· 

5. Yes wbe©vPb Ki‡j dvBjwU c~‡e© †Kvb bv‡g Save Kiv _v‡K‡j †mB bv‡gB Save n‡e Zv bvn‡j bZzb dvB‡ji 
bvg w`‡q Save Ki‡Z n‡e|  

6. No wbe©vPb Ki‡j dvB‡ji cwieZ©bwU wW‡¯‹ msiw¶Z n‡e bv Ges dvBjwU eÜ n‡q hv‡e| 

G QvovI †gby ev‡ii Wvb †Kvbvq †h  wPý Av‡Q gvDm c‡q›Uvi †mLv‡b †i‡L wK¬K Ki‡j A_ev Kx-‡evW© n‡Z 
Ctrl + W KgvÛ e¨envi Ki‡j dvBj eÜ n‡q hv‡e| 
 
Gg Gm IqvW© n‡Z †ei nIqv 
KvR †kl K‡i Gg Gm IqvW© n‡Z wewfbœ c×wZ‡Z †ei nIqv m¤¢e| Avgiv UvB‡Uj evi ev †gby evi e¨envi K‡i 
Gg Gm IqvW© n‡Z †ei n‡Z cvwi| †gby ev‡ii mvnv‡h¨ wbgœwjwLZ Dcv‡q Gg Gm IqvW© n‡Z †ei nIqv hvq| 
1. cÖ_‡g gvD‡mi mvnv‡h¨ †gby ev‡ii File †gby‡Z wK¬K Kiyb| 
2. Zvici Exit G wK¬K Kiyb| Zvn‡jB Gg Gm IqvW© n‡Z †ei nIqv hv‡e| 
3. hw` †ei nIqvi Av‡M dvBj Save Kiv bv _v‡K Zvn‡j ¯Œx‡b wPÎ 12.10.2 Gi b¨vq †g‡mR †`Lv hv‡e| 
4. Yes wbe©vPb K‡i dvBj †Kvb bv‡g Save Kiv n‡j Gg Gm IqvW© n‡Z †ei nIqv hv‡e| No wbe©vPb Ki‡j 

dvBjwU Save n‡e bv Ges Gg Gm IqvW© n‡Z †ei n‡q hv‡e| 

GQvov UvB‡Uj ev‡ii me©Wv‡b  evU‡b wK¬K K‡i mivmwi Gg Gm IqvW© n‡Z †ei nIqv hv‡e|  
 
 
 

Abykxjbx 
1| eû wbe©vPbx cÖkœvejx 
(K) GKwU dvB‡ji me¸‡jv c„ôv wcÖ›U Ki‡Z PvB‡j Print WvqjM e· n‡Z †KvbwU wbe©vPb Ki‡Z n‡e 
(1) All  (2) Current page (3) Pages (4) Selection 
DËit (K) 1 
 
2| msw¶ß cÖkœvejx 
(K) dvBj wcÖ›U Kivi c×wZ Av‡jvPbv Kiyb| 
(L) dvBj eÜ Kivi wbqg wjLyb| 
(M) Gg Gm IqvW© n‡Z †ei nIqvi wbqgwU Av‡jvPbv Kiyb| 
 


