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‡hfv‡e m‣gZvwfwËK GB wkLb DcKiY e¨envi Ki‡Z n‡e 

 

GB gwWD‡j cÖwk‣Y DcKiY I cÖwk‣Y Kvh©µg m¤ú‡K© ejv n‡q‡Q| GB KvR©µg¸‡jv Avcbv‡K m¤úbœ Ki‡Z 

n‡e| Kw¤úDUvi Acv‡ikb Gi Ab¨Zg AKz‡ckb BDwbU n‡”Q IqvW© cÖ‡mwms A¨vwcø‡Kkb| GB gwWD‡ji 

gva¨‡g wewfbœ ai‡bi Awdwkqvj WKz‡g›U †hgb wPwV (Letter), `iL¯Í (Application), ev‡qvWvUv (Curriculum 

Vitae), ÷¨vÛvW© wi‡cvU© (Standard Report) I wbDR ‡jUvi AvB‡Ug (News letter item)  BZ¨vw` m¤ú‡K© 

`ÿZv AR©b Ki‡e| `ÿ Kwg©i Rb¨ †h cÖ‡qvRbxq Ávb I cwRwUf AvPib cÖ‡qvRb Zv GB †Kv‡m© AšÍfz©³ 

i‡q‡Q|  

GB gwWD‡j ewY©Z wkLbdj AR©‡bi Rb¨ Avcbv‡K avivevwnKfv‡e wk‣v Kvh©µg m¤úbœ Ki‡Z n‡e| GmKj 

Kvh©µg GKwU wbw`©ó †kÖYxK‡‣ ev Ab¨ÎI m¤úbœ Kiv †h‡Z cv‡i| ewY©Z wkLbdj Z_v Ávb I `‣Zv AR©‡bi 

Rb¨ Gme Kvh©µ‡gi cvkvcvwk mswkó AbykxjbI m¤úbœ Ki‡Z n‡e|  

wkLb Kvh©µ‡gi aviv Rvbvi Rb¨ "wkLb Kvh©µg" AskwU AbymiY Kiæb| avivevwnKfv‡e Rvbvi Rb¨ m~wPc‡Î, 

Z_¨cÎ, Kvh©µg cÎ, wkLb Kvh©µg, wkLbdj Ges DËic‡Î c…ôv b¤^i e¨envi Kiv n‡q‡Q| wbw`©ó cv‡Vi mv‡_ 

mwVK mnvqK Dcv`vb m¤ú‡K© Rvbvi R‡b¨ wkLb Kvh©µg AskwU †`L‡Z n‡e| GB wkLb Kvh©µg Ask Avcbvi 

m‣gZv AR©b Abykxj‡bi †ivWg¨vc wnmv‡e KvR K‡i| 

 

Z_¨cÎwU coyb| G‡Z KvR m¤ú‡K© mwVK aviYv Ges mywbw`©ófv‡e KvR Kivi mg¨K aviYv cvIqv hv‡e| 

'Z_¨cÎwU' cov †kl K‡i '‡mjd †PK kxU' G D‡jøwLZ cÖkœ¸‡jvi DËi cÖ`vb Kiæb| wkLb MvB‡Wi Z_¨cÎwU 

AbymiY K‡i '‡mjd †PK wkU' mgvß Kiæb| GKRb Kg©x wKfv‡e Kv‡Ri †‣‡Î DbœwZ jvf K‡i‡Q †mwU Rvb‡Z 

'‡mjd †PK' Avcbv‡K mn‡hvwMZv Ki‡e| '‡mjd †PK' KZUv mwVK n‡q‡Q Zv Rvbvi Rb¨ 'DËi cÎ' †`Lyb| 

 

Kvh©µg c‡Î wb‡`©wkZ Dcv‡q hveZxq Kvh© m¤úv`b Kiæb| GLv‡bB Avcwb bZyb m‣gZv AR©‡bi c‡_ Avcbvi 

bZyb Ávb Kv‡R jvMv‡Z cvi‡eb|  

 

GB gwWDj Abyhvqx KvR Kivi mgq wbivcËv welqwU m¤ú‡K© m‡PZb _vK‡eb| †Kv‡bv cÖkœ _vK‡j 

d¨vwmwj‡UUi‡K cÖkœ Ki‡Z ms‡KvP Ki‡eb bv|  

 

GB wkLb MvB‡W wb‡`©wkZ mKj KvR †kl Kivi ci AwR©Z m‣gZv g~j¨vqb Kiv n‡e †h, Avcwb cieZ©x 

g~j¨vq‡bi Rb¨ KZUyKy Dchy³| cÖ‡qvRbxq me m‣gZv AR©b n‡q‡Q wKbv Zv Rvbvi Rb¨ gwWD‡ji †k‡l 

m‣gZv gvb Gi GKwU †PKwj÷ †`Iqv n‡q‡Q| GB Z_¨wU †KejgvÎ Avcbvi wb‡Ri Rb¨| GwU †Kv‡bv `vßwiK 

Kv‡R e¨env‡ii Rb¨ bq|  
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gwWD‡ji welqe¯` 

gwWD‡ji bvg t IqvW© cÖ‡mmi e¨envi K‡i WKz‡g›U cÖ“¯̀Z Kiv|  

gwWD‡ji eY©bv t 

GB gwWD‡ji Awdwmqvj WKy‡g›U ‰Zwii Kv‡R e¨eüZ IqvW© cÖ‡mwms A¨vwcø‡Kkb mdUIq¨vi Gi e¨envi I 

cÖ‡qvRbxq wewfbœ ai‡bi WKz‡g›U †hgb Awdwmqvj †jUvi, ev‡qvWvUv ‰Zwi Kivi Rb¨ cÖ‡qvRbxq Ávb, `¶Zv I 

cwRwUf `…wófw½ BZ¨vw` AšÍf©~³ Kiv n‡q‡Q| GB `‣Zv Avcbv‡K WKy‡g‡›Ukb Gi Kv‡R mn‡hvMxZv Ki‡e| 

GQvovI †Uwej ¯§vU©AvU©, PvU© I wcKPvi wb‡q KvR Ki‡Z mnqZv Ki‡e| ZvQvov GB Kv‡Ri Rb¨ Avcbvi wK 

wK ai‡bi mdUIq¨vi I miÄvgvw` jvM‡e ZvI wVK Ki‡Z GB gwWDj Avcbv‡K mvnvh¨ Ki‡e| 

byb¨Zg mgqt 75 N›Uv|  

wkLbdjt 

GB gwWDjwU m¤úbœ Kivi ci wk‣v_©xiv wb‡b¥v³ KvR ¸wj Ki‡Z cvi‡eb t 

1 WKz‡g›U ˆZwi Kivi Rb¨ cÖ¯̀Z Ki‡Z cvi‡e| 

2 WKy‡g›U ˆZwi I dig¨vU Ki‡Z cvi‡e| 

3 WKz‡g›U wiwfD I cÖ‡U± Ki‡Z cvi‡e| 

4 WKy‡g›U wcª›U I UªvÝdvi Ki‡Z cvi‡e| 

5 cÖwµqv †g‡b Kw¤úDUvi eÜ Ki‡Z cvi‡e| 

 

A¨v‡mm‡g›U µvB‡Uwiqvt 

1 Kg©¯’‡ji ixwZ Abyhvqx wbivc‡` KvR Kivi c×wZ AbymiY Ki‡Z m‣g n‡q‡Q| 

2 Kv‡Ri aiY Abyhvqx AviM‡bvwgK ¯̂v ’̄¨ I wbivcËvi c×wZ AbymiY Ki‡Z m‣g n‡q‡Q|  

3 Kv‡Ri cÖ‡qvRbxqZv Abyhvqx cÖ‡qvRbxq mdUIq¨vi¸‡jv cwiÿv K‡i wb‡Z m‣g n‡q‡Q |  

4 UvBc Kivi Rb¨ cÖ‡qvRbxq evsj I Bs‡iwR d‡›Ui cÖvc¨Zv wbwðZ Ki‡Z m‣g n‡q‡Q|  

5 wK ai‡bi WKz‡g›U ‰Zwi Ki‡Z n‡e Zv wba©viY Ki‡Z m‣g n‡q‡Q| 

6 WKz‡g›U ‰Zwi Kivi Rb¨ bZzb dvBj wb‡Z I Kvw․LZ †jv‡Kk‡b dvBj †mf Ki‡Z m‣g n‡q‡Q | 

7 Kv‡Ri cª‡qvRb Abyhvqx B›Uvi‡dm †mU Ki‡Z m‣g n‡q‡Q|  

8 ‡¯úwmwd‡Kkb Abyhvqx †cR †jAvDU †mU Ki‡Z m‣g n‡q‡Q| 

9 Kv‡Ri cª‡qvRb Abyhvqx Kb‡U›U BbmvU© Ki‡Z m‣g n‡q‡Q| 

10 cª‡qvRb Abyhvqx †eªK Acmb e¨envi Ki‡Z m‣g n‡q‡Q| 

11 BÝ÷ªvKkb Abyhvqx K‡›U›U di‡gwUs Ki‡Z m‣g n‡q‡Q| 

12 Bs‡iwR †¯új †PK Ki‡Z m‣g n‡q‡Q| 

13 Kv‡Ri ‡¯úwmwd‡Kkb Abyhvqx WKz‡g›U wiwfD Ki‡Z m‣g n‡q‡Q| 

14 cvmIqvW© e¨envi K‡i WKz‡g›U myiwÿZ Ki‡Z m‣g n‡q‡Q|  

15 wbw`©ó MšÍe¨/ WvB‡i±wi wba©vi‡bi ci Dchy³ dvBj di‡g‡U WKz‡g›U †mf Ki‡Z m‣g n‡q‡Q| 
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16 wcÖ›Uvi wbe©vPb Ges †mwUsm wba©viY Ki‡Z m‣g n‡q‡Q| 

17 cÖ‡qvRb Abyhvqx Dchy³ †ccvi mvBR wba©viY Ki‡Z m‣g n‡q‡Q| 

18 wcÖ›U wcÖwfD †`Lv Ges GWRv÷ (cÖ‡qvR‡b) Ki‡Z m‣g n‡q‡Q| 

19 WKz‡g›U wcÖ›U Ki‡Z m‣g n‡q‡Q| 

20 Dchy³ wgwWqv e¨envi K‡i WKz‡g›U ’̄vbvšÍi Ki‡Z m‣g n‡q‡Q| 

21 Pvjy Kiv Gwcø‡Kkb I †dvìvi¸‡jv eÜ Ki‡Z m‣g n‡q‡Q| 

22 Kw¤úDUv‡ii mv‡_ mshy³ me wWfvBm¸‡jv myBP Ad Ki‡Z m‣g n‡q‡Q| 

23 mwVKfv‡e Kw¤úDUvi eÜ Ki‡Z m‣g n‡q‡Q| 

24 mswkøó cvIqvi AvDU‡j‡Ui cvIqvi eÜ Ki‡Z m‣g n‡q‡Q| 
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শ঱খনপর - ১ (Learning Outcome): WKz‡g›U ˆZwi Kivi Rb¨ cÖ¯`Z Ki‡Z cvi‡e| 

 

 শফলয়ফস্তু (Contect): 

1. wbivc‡` KvR Kivi c×wZ 

2. অগ গননাশভক ¯̂v ’̄¨ I wbivcËvi c×wZ  

3. ঳পটওয়যায cwiÿv ঩দ্ধশি  

4. evsjv I Bs‡iwR d›U 

5. WKz‡†g‡›Ui aib  

মূল্যায়ন ভানদন্ড (Assessment Criteria): 

1. Kg©¯’‡ji ixwZ Abyhvqx wbivc‡` KvR Kivi c×wZ AbymiY Ki‡Z m‣g n‡q‡Q| 

2. Kv‡Ri aiY Abyhvqx অগ গননাশভক ¯̂v ’̄¨ I wbivcËvi c×wZ AbymiY Ki‡Z m‣g n‡q‡Q|  

3. Kv‡Ri cÖ‡qvRbxqZv Abyhvqx cÖ‡qvRbxq mdUIq¨vi¸‡jv cwiÿv K‡i wb‡Z m‣g n‡q‡Q |  

4. UvBc Kivi Rb¨ cÖ‡qvRbxq evsjv I Bs‡iwR d‡›Ui cÖvc¨Zv wbwðZ Ki‡Z m‣g n‡q‡Q|  

5. wK ai‡bi WKz‡g›U ‰Zwi Ki‡Z n‡e Zv wba©viY Ki‡Z m‣g n‡q‡Q| 

 ঱িগাফরী (Conditions): 

কানেয ঳ভয় শ঱ক্ষার্থীনক ঄ফশ্যআ শনননাক্ত শফলয়গুনরায ব্যফস্থা কযনি ঴নফ: 

১. প্রকৃি কভ গনক্ষত্র ঄র্থফা প্রশ঱ক্ষণ ঩শযনফ঱ 

২. শ঩শ঩আ, ঳যঞ্জাভ ও উ঩কযণ 

৩. মন্ত্র঩াশি 

শ঱ক্ষা উ঩কযণ (Learning Materials): 

১. ফআ, ম্যান্যযয়ার 

২. ভশিউর / রযপানযন্স 

৩. শ঳শফএরএভ 

৪. ঴যান্ডঅউট঳ 

৫. ল্যা঩ট঩ 

৬. ভাশিশভশিয়া রপ্রানেক্টয 

৭. র঴ায়াআট রফাি গ ও ভাকগায 

৮. আন্টাযননট পযাশ঳শরটি঳ 

৯. কাগে 

১০. করভ 
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শ঱খন কাম গক্রভ (Learning Activity) 

এআ শ঱খন পর ঄েগননয রনক্ষয শ঱খন পনর শ঱খন পনর ঄ন্তর্ভ গক্ত শফলয় ফস্তু এফং কভ গক্ষভিা ভানদণ্ড ঄েগননয েন্য শনন 

ফশণ গি শননফশণ গি কাম গক্রভগুনরা ঩ম গায়ক্রনভ ঳ম্পাদন কযনি ঴নফ কাম গক্রভগুনরায েন্য ঩ানে ফশণ গি শযন঳া঳ গ ঳মূ঴ 

ব্যফ঴ায কযনি ঴নফ। 

 রাশন গং এশক্টশবটি঳ (Learning Activities) 

(শ঱খন কাম গক্রভ) 

Resources / Special instructions 

(শযন঳া঳ গ / শফন঱ল শননদ গ঱) 

 

 এআ ভশিউরটিয ব্যফ঴ায শননদ গশ঱কা ঄ন্য঳যণ 

কযনি ঴নফ 

 শননদ গশ঱কা ঩ড়নি ঴নফ। 

 আনপনভ গ঱ন ঱ীট ঩ড়নি ঴নফ 

 আনপযনভ঱ন ঱ীট ১.১ - ১ 

 আনপযনভ঱ন ঱ীট ১.১ -2 

 আনপযনভ঱ন ঱ীট ১.১ -3 

 আনপযনভ঱ন ঱ীট ১.১ -4 

 র঳রপ রেক ঱ীনট প্রনদয় প্রশ্নগুনরায উত্তয প্রদান 

কযনি ঴নফ এফং প্রদত্ত উত্তয ঩নত্রয ঳ানর্থ উত্তয 

শভশরনয় শনশিি ঴নি ঴নফ 

 র঳রপ রেক ১.১ এফং উত্তয঩ত্র ১.১ 
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Bbdi‡gkb wkU t 1.1-1 

wkLb D‡Ïk¨ t 

GB Bbdi‡gkb wkU wU covi ci wkÿv_x Kg© ’̄‡ji ixwZ Abyhvqx wbivc‡` KvR Kivi c×wZ AbymiY Ki‡Z 

cvi‡eb| 

wbivc` Kv‡Ri Abykxjb t 

wbivc` Kv‡Ri Abykxjb nj Ggb GKwU c×wZ hv Avgv‡`i‡K evZ‡j ‡`q ‡h Kxfv‡e Kg©x, miÃvg, DcKiY, 

cvwicvwk©K cwi‡ek Ges cÖwµqv¸wji mgb¨‡q GKwU KvR m¤úv`‡b ‡h‡Kvb c«Kvi SyuwK wbimb Kiv hvq| G¸wj 

c«v_wgK KiYxq Ges KiYx‡qi g‡Zv KZK¸‡jv wb‡`©wkKv hv cÖwZ‡iva‡Ki gZ KvR K‡i _v‡K| wKš̀ GKwU 

bZyb wec`/ SywK kbv³ Kiv n‡j KiYxq¸‡jv memgq Kvh©Ki bvI n‡Z cv‡i| Kg©Pvix‡`i wb‡Ri Kv‡Ri Rb¨ 

c«‡hvR¨ ‡mdwU cª¨vw±m¸wj Rvbv, ‡evSv Ges AbymiY Kiv Acwinvh©| 

AKy‡ckbvj ‡mdwU GÛ ‡nj_ (OSH- Occupational safety and health): c«wZwU k«wg‡Ki GKwU 

wbivc` Kg©‡‣‡Îi AwaKvi i‡q‡Q| hLb Zviv c«wZw`b KvR Ki‡Z hvq, ZLb Zvic m¤ú~Y©iƒ‡c Avkv K‡i ‡h 

Zviv ‡hfv‡e Kv‡R wM‡qwQj wVK GKB Ae ’̄vq- webv AvNv‡Z ev ‡Kvb BbRywi QvovB my ’̄¨-¯̂vfvweKfv‡e KvR 

‡_‡K wd‡i Avm‡e| 

‡ckvMZ ¯̂v ’̄¨ Ges wbivcËv GKwU Kg©‡‣‡Îi mvgM«xK A_©vr kvixwiK, gvbwmK Ges mvgvwRK my ’̄Zvi mv‡_ 

m¤úwK©Z welq| G wel‡q Rvbv I ‡g‡b Pjvi gva¨‡g Avgiv wb‡R‡`i‡K Kg©‡‣‡Î  SywKgy³ ev myiw‣Z ivL‡Z 

cvwi Ges Avgvi‡`i my¯̂v ’̄¨ wbwðZ Ki‡Z cvwi| Kvib Avgiv Rvwb ¯̂v ’̄¨B mKj my‡Li g~j|  

GB c‡e© Avgiv hv wkLe Zv nj- 

ª‡qvRbxqZv mwVKfv‡e Rvbv| 

qx cª‡qvRbxq hš¿cvwZ wbe©vPb Kiv| 

qx ‡mU Avc c«wµqv AbymiY Kiv| 

cª‡qvRbxqZv AbymiY K‡i c«v_wgK ‡mU-Avc m¤úbœ Kiv| 

 

cvi‡mvbvj c«‡Uw±f BKyBc‡g›U-wcwcB (PPE) Ges Zv‡`i e¨envi 

(PPE) wcwcB-i cy‡iv gv‡b n‡jv cvi‡mvbvj ‡c«v‡UKwUf BKyBc‡g›U ev e¨w³MZ myi‣v miÃvg| cvi‡mvbvj 

c«‡Uw±f BKyBc‡g›U-wcwcB (PPE) ev e¨vw³MZ myi‣v miÃvg nj Ggb miÃvg hv e¨enviKvix‡K Kg©‡‣‡Î 

¯̂v ’̄¨ ev wbivcËvi SyuwK ‡_‡K i‣v K‡i| Gi g‡a¨ wbivcËv ‡nj‡gU, Møvfm, AvB-cÖ‡UKkb, nvB-wfwRwewjwU 

‡f÷, ‡mdwU my-Gi g‡Zv AvB‡Ug¸wj AšÍf©y³ _vK‡Z cv‡i| G‡Z k¦vmh‡š¿i c«wZi‣vg~jK miÃvg (RPE-

respiratory protective equipment) I Av‡Q| A_©vr cvi‡mvbvj ‡c«v‡UKwUf BKyBc‡g›U A‡bK ai‡Yi 

n‡Z cv‡i- Z‡e Gi e¨envi wbf©i K‡i Kx ai‡Yi Kv‡R Zv e¨envi Kiv n‡”Q, Zvi Ici| 

‡gvUK_v e¨w³MZ myi‣v mvgM«x wKQy we‡kl cwi‡aq ‡cvkvK, mvR-miÃvg I DcKi‡Yi mgwóMZ bvg, hv 

cwiavbKvix‡K SyuwK, wec` ev ¯̂v ’̄¨k~j (‡hgb ‡ivMRxevYyi msµgY) ‡_‡K myi‣v c«`vb K‡i| ‡hgb AZ¨šÍ 

DrKU Zxe« ‡Kvjvnjc~Y© ’̄v‡b Bqvi cøvM A_©vr Kv‡bi wQwc Kvb‡K myi‣v c«`vb K‡i| ivmvqwbK `«e¨vw` nv‡Z 
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aivi mgq nv‡Z `v Í̄vbv ev nvZ‡gvRv (Møvfm) civ DwPZ| wbg©vY¯’‡j Kg©iZ wbg©vYKg©x‡`i ‡KvbI wKQyi cišÍ 

fvOv UyK‡iv ‡_‡K gv_v‡K i‣v Kivi Rb¨ k³ Uywc ev wk‡iv ¿̄vY ev ‡nj‡gU cwiavb Ki‡Z nq| 

wcwcB c«wZK (Symbols): G¸wj Ggb wKQy ms‡KZ hv wb‡`©k K‡i ‡h, ‡KvbI wbw`©ó wec¾bK KvR ev 

DcKiY cwiPvjbv Kivi mgq ‡Kvb ai‡bi e¨w³MZ myi‣vg~jK miÃvg (P.P.E) cwiavb Kiv DwPZ| GwU 

KLbB GKwU m¤ú~Y© ZvwjKv bq; Avcwb hw` Ggb GKwU ms‡K‡Zi m¤§yLxb nb, hvi m¤ú‡K© Avcwb wbwðZ bb, 

Zvn‡j wbivcËv Awd‡mi mv‡_ ‡hvMv‡hvM K‡i ey‡S wbb|  

1| Wv÷ gv· (Dust mask): Kg©‡‣‡Î Wv÷ gv• Aek¨B e¨envi Kiv DwPZ| GwU Avgv‡`i wbqwgZ ¯̂v ’̄¨ 

myi¶vq ¸iæZ¡c~Y© f~wgKv cvjb K‡i| 

2| G‡c«vb (Apron): G‡c«vb SywK‡ivaK Dcv`vb w`‡q ‰Zwi, hv Kg©‡‣‡Î c«vq mK‡j‡iB c«wiavb Kiv 

Acwinvh©| 

3| MMjm& (Goggles): ivmvqwbK I D”P Av‡jv c«wZ‡ivaK Pkgv, hv Kg©‡‣‡Î c«vq ‡‣‡ÎB c«‡hvR¨| 

4| cv myi¶v (Foot Protection): SywK Abyhvqx Dchy³ myi¶vg~jK cv`yKv cwiavb Kiv Avek¨K| 

5| nv‡Zi myi‣v (Hand Protection): Møvfm Avgv‡`i Kg©e¨e Í̄ nvZ‡K ‡ewkifvMB wec` ‡_‡K myi‣v c«`vb 

K‡i| 

6| BGmwW (ESD) A¨vw›U-÷¨vwUK wi÷ ‡÷c: GB ‡UKmB BGmwW wWfvBmwU Avcbvi g~j¨evb Kw¤úDUvi 

miÃvg‡K wec¾bK ÷¨vwUK we`¨yr ‡_‡K i‣v Ki‡Z mnvqZv K‡i| Kwâ‡Z c‡i _vKv ÷ª¨vc/ ‡e«m‡jU Sv‡gjv-

gy³ Ges ÷¨vwUK B‡j‡±«v-M«vDwÛs myweav c«`vb K‡i, hv  e¨enviKvix‡K ÷¨vwUK we`¨yr wel‡q wPšÍv bv K‡i 

Kw¤úDUv‡i Aev‡a KvR Kivi my‡RvM K‡i ‡`q Ges Kw¤úDUv‡ii Dcv`vb¸wj‡K m¤¢ve¨ ‣wZ ‡_‡K myi‣v c«`vb 

K‡i| 

7| BGmwW g¨vU (ESD Mat): hv‡K A¨vw›U÷¨vwUK g¨vUI ejv nq- ÷¨vwUK wbM©Z B‡jw±«wmwU ‡_‡K GKRb 

e¨w³ ev miÃvg‡K myi‣v c«`vb K‡i| 
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Bbdi‡gkb wkU t 1.1-২ 

wkLb D‡Ïk¨ t 

GB Bbdi‡gkb wkU wU covi ci wkÿv_x Kv‡Ri aiY Abyhvqx Av†M©v‡bvwgK ¯̂v ’̄¨ I wbivcËvi c×wZ AbymiY 

Ki‡Z cvi‡eb| 

n¨vRvW© Ges n¨vRv‡W©i c«Kvi t 

n¨vRvW© (Hazard)- 

n¨vRvW© ‡h‡Kvb wKQy ev ‡h ‡KD n‡Z cv‡i hv GKRb e¨w³i ‣wZ Ki‡Z cv‡i ev Amy ’̄Zvi KviY n‡Z cv‡i| 

‡h‡Kvb wKQy ev ‡h ‡KD hv m¤úwË ev cwi‡e‡ki ‣wZ Ki‡Z cv‡i ev Df‡qi mgš^‡q eo ai‡bi `yN©Ubv| 

n¨vRv‡W©i c«Kvi‡f` (Types of Hazards)-  

n¨vRvW© c«avbZ 6 ai‡bi- 

1. wdwRK¨vj n¨vRvW© (Physical Hazards) 

2. ivmvqwbK n¨vRvW© (Chemical Hazards) 

3. ‰RweK n¨vRvW© (Biological Hazard) 

4. hvwš¿K Ges ‰e`¨ywZK n¨vRvW© (Mechanical and Electrical Hazard) 

5. gvbwmK n¨vRvW© (Mental Hazard) 

6. AvM©bwgK n¨vRvW© (Ergonomic Hazards) 

Kw¤úDUv‡i M«vwdK wWRvB‡bi KvR Kivi mgq Avgiv c«avbZ AvM©bwgK n¨vRvW©-Gi wkKvi n‡Z cvwi| Gevi 

‡`‡L ‡bqv hvK, AvM©bwgK n¨vRvW© wK Ges wKfv‡e GB 

n¨vRvW© ‡_‡K Avgiv AvZ¥i‣v Ki‡Z cvwi| 

AvM©bwgK n¨vRvW© 

AvM©bwgK n¨vRvW© nj kvixwiK welq hv cvwicvwk©K Kvi‡b 

gv¯‹y‡jv‡¯‹wjUvj ev ‡ckx-nvo I mÜx‡Z BbRywii KviY 

n‡Z cv‡i| Gi d‡j Avgiv ‡ckx ms‡KvPb, nvo ‣q, 

nv‡oi ’̄vbP¨ywZ, mÜxi `ye©jZv ev wew”QbœZv BZ¨vw` 

mgm¨vi m¤§ywLZ n‡Z cvwi| 

Kg©¯’‡j gv¯‹y‡jv‡¯‹wjUvj mgm¨v: 

hLb GKB ‡ckx evievi e¨envi Kiv nq, we‡kl K‡i kw³ 

c«‡qvM Kivi mgq, Ges KvR ‡kl Kivi Rb¨ Zvovû‡ov 

Kiv nq ZLb gv¯‹y‡jv‡¯‹wjUvj wWRAW©vi ‰Zwi nq| hLb 

Kg©xiv GKB Ae ’̄vb ev cwRkb eRvq ‡i‡L KvR Ki‡Z _v‡K ZLbI Gai‡bi mgm¨v ‰Zix nq|  
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c«fve (Effect): 

 ‡ckx, nvo, i³bvjx, ‡UÛb, mœvqy Ges Ab¨vb¨ big wUm¨y BbRywii KviY n‡Z cv‡i|  

 ‡÷«b BbRywi ‡hgb Kvc©vj Uv‡bj ev ‡Uwbm Gj‡ev| evievi ‡gvP ev ‡÷«b BbRywi | 

 `xN© ’̄vqx Pv‡ci d‡j e¨_v Ges BbRywi, hv c«wZeÜKZvi KviY n‡Z cv‡i| 

‡Pv‡Li Pvc/ `…wókw³i c«wZeÜKZv:  

`…wókw³ `ye©jZv Ggb GKwU welq ‡h GKRb e¨w³i `…wókw³ Av‡Mi RvqMvq wdwi‡q Avbv hvq bv| `…wó 

c«wZeÜKZv wfR ÿqvj GKy‡iwm nviv‡bvi Kvi‡Y n‡Z cv‡i, ‡hLv‡b ‡PvL ¯̂vfvwe‡Ki g‡Zv cwi®‹vifv‡e wKQy 

‡`L‡Z cvq bv| 

mvaviY/Kgb `…wó c«wZeÜKZv: 

wek¦e¨vcx `…wó c«wZeÜKZvi me‡P‡q Kgb KviY nj c«wZmiY ÎywU (43%), Qvwb (33%), Ges Mø‡Kvgv 

(2%)| c«wZmiYg~jK ÎywU¸wji g‡a¨ i‡q‡Q wbKU-`…wó, `~i`…wó, ‡c«mev‡qvwcqv Ges `…wófw½| Qvwb AÜ‡Z¡i 

me‡P‡q mvaviY KviY| 

 

k«eYkw³ n«vm:  

k«eYkw³ n«v‡mi j‣Y Ges DcmM©¸wji g‡a¨ AšÍf©y³ welq¸‡jv: 

 K_v Ges Ab¨vb¨ k‡ãi weK…wZ k«eY| 

 kã eyS‡Z Amyweav, we‡kl K‡i ‡hLv‡b AvIqvR ev wfo _v‡K | 

 e¨ÃbeY© ïb‡Z Amyweav| 

 c«vqB Ab¨‡`i AviI ax‡i, ¯úó Ges ‡Rv‡i K_v ej‡Z Aby‡iva Kiv| 

 ‡Uwjwfkb ev ‡iwWIi fwjDg evwo‡q ïb‡Z nq| 

 

k«eYkw³ n«v‡mi me‡P‡q Kgb KviY: 

k«eYkw³ n«v‡mi me‡P‡q mvaviY I Kgb KviY nj kã, hv GK PZy_©vs‡kiI ‡ewk ‡jv‡Ki k«eYkw³ n«vm 

cvIqvi Rb¨ `vqx| Avcwb k«eYkw³ i‣v Ki‡Z D”P k‡ã Gwi‡q Pj‡Z wKsev Kv‡bi gvd ev cøv‡Mi g‡Zv 

Dchy³ myi‣v e¨e ’̄v cwiavb Ki‡Z cv‡ib| 

 

A½-c«Z‡½ e¨_v 

A½-c«Z‡½i e¨_v ‡`‡ni ‡Kvb GKwU we‡kl R‡q‡›Ui e¨_vi 

Rb¨ ev mg Í̄ kixi‡K AvµvšÍ Ki‡Z cv‡i| A½-c«Z‡½i 

e¨_v Aweivg ev AwbqwgZfv‡e n‡Z cv‡i| e¨v_v Pjv‡divi 

Kvi‡b n‡Z cv‡i Avevi bovPovi mv‡_ Gi ‡Kvb m¤úK© 

bvI _vK‡Z cv‡i| Ab¨vb¨ DcmM© ‡hgb A½-c«Z½ Dò 

n‡q IVv, jvj‡Pfve, AmvoZv ev wSuwSu aiv BZ¨vw`| 
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n¨vRvW© wbqš¿Y (Control hazard) 

n¨vRvW© wbqš¿‡Yi Abyµg ev avivevwnKZv (Hierarchy of Hazard Control): 

 SyuwK `~i Kiv (Level One) Eliminating the Risk 

 SyuwK c«wZ ’̄vcb Kiv (Level Tw0) Substituting the Risk 

 c…_K SyuwK (Level Three) Isolate the Risk 

 BwÃwbqvwis K‡›U«vj (Level Four) Engineering Controls 

 c«kvmwbK wbqš¿Y Kiv (Level Five) Administrative Controls 

 e¨w³MZ myi¶vg~jK miÄvg (Level Six) Personal Protective Equipment 

 

Kg©‡‣‡Î IGmGBm (OSH) bxwZ I c×wZ (policies and procedures): 

‡ckvMZ ¯̂v ’̄¨ Ges wbivcËv ev AKy‡ckbvj ‡mdwU GÛ ‡nj_ (OSH) bxwZ nj Kg©x Ges Kg©‡‣Î Df‡qi 

¯̂v ’̄¨ Ges wbivcËvi Rb¨ wb‡qvMKZ©vi GKwU wjwLZ c«wZkÖæwZ| ¯̂v ’̄¨ I wbivcËv AvBb Abyhvqx mKj 

wb‡qMKZ©v‡K Kg©‡‣‡Î ¯̂v ’̄¨ I wbivcËv Kg©m~wP ev Í̄evqb Ki‡Z n‡e| 

GKwU ‡Kv¤úvwbi ‡ckvMZ ¯̂v ’̄¨ Ges wbivcËv bxwZ nj Kg©x I Kg©‡‣‡Îi ¯̂v ’̄¨ Ges wbivcËvi c«wZkÖæwZ Ges 

GB c«wZkÖæwZ WKy‡g›U Kivi GKwU Dcvq| (IGm GBm) bxwZi weeiYx‡Z Kg©‡‣‡Î ¯̂v ’̄¨ I wbivcËv Ges G 

mswkøó c«wµqv cwiPvjbvi Rb¨ ‡Kv¤úvwbi g¨v‡bR‡g›U I  gvwjK‡`i c«wZkÖæwZ we Í̄vwiZ wee…wZ _v‡K| 

 

wbivc` Acv‡iwUs c«wµqv (Safe operating procedures): 

GKwU wbivc` Acv‡iwUs c«wµqv ev ‡md Acv‡iwUs c«wmwWDi (SOP) nj c«wZôvb Øviv c«YxZ GKwU 

avivevwnK wb‡`©kvejxi ‡mU hv Kg©x‡`i RwUj iæwUb Acv‡ikb ev Í̄evqb Ki‡Z mvnvh¨ K‡i| GmIwcÕi j‣¨ 

nj `‣Zv, ‡KvqvwjwU AvDUcyU Ges Kg©‣gZvi AwfbœZv AR©b Kiv, ‡hLv‡b fyj ‡hvMv‡hvM Ges BÛvw÷« 

‡i¸‡jkb ‡g‡b Pj‡Z bv cviv Kwg‡q Avbv| ÷¨vÛvW© mZK©Zv¸wji g‡a¨ i‡q‡Q — nvBwRwbwU (‡hgb 

nvZ‡avqv), e¨w³MZ myi‣vg~jK miÃv‡gi e¨envi (‡hgb Møvfm, gv¯‹), k¦vmh‡š¿i ¯̂v ’̄¨wewa (‡hgb Kvwk 

wkóvPvi), kvc© ‡mdwU (BwÃwbqvwis Ges IqvK© cª¨vKwUm K‡›U«vj) BZ¨vw`| 

 

wbivcËv wPý Ges c«ZxK (Safety sign and symbols): 

wbivcËv wPý Ges c«ZxK¸‡jv AwZe ¸iæZ¡c~Y© wbivcËv ‡hvMv‡hv‡Mi Dcvq, G¸‡jv Kg©‡‣‡Î wewfbœ wec` ev 

SywK wPwýZ I wb‡`©k Ki‡Z mvnvh¨ K‡i| GKB mg‡q, Zviv memgq Kg©x‡`i c«‡qvRbxq Z_¨ Ges wbivcËv 

wb‡`©kbv c«`v‡bi gva¨‡g SywK¸wji w`‡K bRi ivL‡Z mZK© K‡i| 

 

wi‡cvwU©s c×wZ (Reporting procedure):  

wi‡cvwU©s wm‡÷g c«Kí ev Í̄evqb ch©‡e‣Y Ges Aby‡gvw`Z Av‡e`b d‡g©i mv‡_ AR©‡bi Zyjbv Kivi Rb¨ 

GKwU c«avb Dcv`vb| GKwU Askx`vwi‡Z¡i Rb¨ mgqgZ wi‡cvwU©s eva¨Zvg~jK hv‡Z Aby‡gvw`Z Av‡e`b Ges 

fZ©ywK Pyw³ Abyhvqx c«K‡íi LiP cwi‡kva Kiv hvq| 
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Bbdi‡gkb wkU t 1.1-৩ 

wkLb D‡Ïk¨ t 

GB Bbdi‡gkb wkU wU covi ci wkÿv_x Kv‡Ri cÖ‡qvRbxqZv Abyhvqx cÖ‡qvRbxq mdUIq¨vi¸‡jv cwiÿv K‡i 

wb‡Z cvi‡eb| 

IqvW© cÖ‡mmi Gi cwiwPwZ t 

eZ©gv‡b evRv‡i wewfbœ ai‡bi IqvW© cÖ‡mmi Av‡Q Zvi g‡a¨ gvB‡µvmdU IqvW©, I‡cb Awdm, IqvW© cvi‡d±, 

wjweª Awdm, wps office, calligra, IqvW© c¨vW, ¸Mj WKm (google docs), A¨v‡cj †cB‡RR (apple pages), 

BZ¨vw` IqvW© cÖ‡mmi cvIqv hvq, Avevi GB gwWD‡j Agiv gvB‡µvmdU IqvW© 2019 wb‡q Av‡jvPbv Ki‡ev I 

Gi we Í̄vwiZ e¨envi wkL‡ev| Z‡e Ab¨ K‡qKUv IqvW© cÖ‡mmi Gi cwiwPwZ m¤ú‡K© Rvb‡ev| 

gvB‡µvmdU IqvW© Gi cwiwPwZ t 

wPÎ (Figure) t  

 

IqvW© cÖ‡mmi DB‡ÛvR Acv‡iwUs wm‡÷g I g¨vK Acv‡iwUs wm‡÷‡g e¨envi nq| 
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wjweª Awdm (Libreoffice) Gi cwiwPwZ t  

wjweª Awdm wjbv• Acv‡iwUs wm‡÷‡g e¨eüZ nq| mvaviYZ wjbv• Acv‡iwUs wm‡÷g BÝUj Ki‡j Zvi mv‡_ 

evB-wWdë wjweª Awdm A¨vwcø‡KkbwU BÝUj n‡q hvq| wjweª Awdm ivBUv‡i †Kvb †U•U UvBc Ki‡j evB-

wWdë wjbv· dvBj (.odt) n‡q _v‡K| ZLb H dvBjwU ïaygvÎ wjbv• GbfvBib‡g‡›UB I‡cb n‡e| Ab¨ †Kvb 

GbfvBib‡g›U ev DB‡Ûv‡R I‡cb Ki‡Z n‡j Aek¨B Gi dvBj G•‡Ubkb †PÃ K‡i (.docx) G †mBf Ki‡Z 

n‡e| 

wPÎ (Figure) t  

 

Kv‡Ri avc t 

1. wjweª Awdm A¨vwcø‡KkbwU Pvjy Ki‡Z n‡j Aek¨B wjb¨v• Acv‡iwUs wm‡÷g e¨envi Ki‡Z n‡e| 

2. Gici wjweª Awdm ivBUvi Gi Dci gvD‡mi ‡jdU evUb †cÖm Ki‡Z n‡e| 

3. ZLb wjweª Awdm ivBUviwU Pvjy n‡e| 

4. Gici Kx‡evW© †_‡K cª‡qvRbxq †U•U UvBc Ki‡Z n‡e|  
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WweøDwcGm Awdm (WPS Office) t 

WweøDwcGm mdUIq¨viwU - gvB‡µvmdU DB‡ÛvR I g¨vK Acv‡iwUs wm‡÷‡g e¨eüZ nq| WweøDwcGm 

mdUIq¨vi-G Avgiv †h‡Kvb ai‡bi WKz‡g›U ˆZwi Ki‡Z cvwi| †m †ÿ‡Î Avgv‡`i‡K Aek¨B WweøDwcGm 

mdUIq¨viwU BÝUj K‡i wb‡Z n‡e| WweøDwcGm mdUIq¨viwU gvB‡µvmdU DB‡ÛvR I g¨vK Acv‡iwUs wm‡÷g 

G e¨eüZ nq| 

wPÎ (Figure) t  

 

Kv‡Ri avc t 

1. cÖ_‡g DB‡ÛvR evUb Pvc‡Z n‡e| 

2. Zvici bZzb DB‡Ûv †_‡K WweøD wc Gm mdUIq¨viwU wm‡j± Ki‡Z n‡e| 

3. ZLb WweøDwcGm mdUIq¨viwU Pvjy n‡e| 

4. Gici wK‡evW© †_‡K cÖ‡qvRbxq †U•U UvBc Ki‡Z n‡e| 
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¸Mj WKm (google docx) t 

¸Mj WK&m n‡”Q GKUv K¬vDW A¨vwcø‡Kkb GUv cÖvq me Acv‡iwUs wm‡÷g †_‡K e¨venvi Kiv hvq| ¸Mj WK&m 

Gi Ab¨Zg myweav n‡”Q GUv Kw¤úDUv‡i BÝUj Kivi cÖ‡qvRb nq bv| B›Uvi‡bU Kv‡bKkb _vK‡j Agiv 

eªvDRvi Gi gva¨‡g Avgiv mivmwi ¸Mj WK&m wdPuviwU e¨envi Ki‡Z cvwi| 

 

wPÎ (Figure) t  

 

 

Kv‡Ri avc t 

1. ¸Mj WK&m e¨envi Ki‡Z n‡j B›Uvi‡bU Kv‡bKkb ÷vewjk Ki‡Z n‡e| 

2. Gici wR‡gBj A¨KvD›U G jM-Bb Ki‡Z n‡e| Z‡e A¨vKvD›U bv _v‡K Zvn‡j bZzb A¨vKvD›U Ly‡j 

wb‡Z n‡e| 

3. Zvici ¸Mj A¨vcm †_‡K ¸Mj WK&m wdPviwU e¨envi Ki‡Z n‡e|  
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evsjv UvBwcs mdUIq¨vi t 

weRq evsjv Kx-‡evW© t 

weRq wK‡evW© w`‡q mvavYZ Kw¤úDUv‡i evsjv fvlvq UvBc Kiv hvq, Avcwb hLb Avcbvi Kw¤úDUv‡i DB‡Ûvm 

w`‡eb ZLb ïay Bs‡iwR‡Z UvBc Ki‡Z cvi‡eb| Avcbvi Kw¤úDUv‡i GRb¨ evsjv fvlvq wjL‡Z n‡j Aek¨B 

Avcbv‡K Kw¤úDUv‡i weRq wK‡evW© mdUIq¨vi Bb÷j K‡i wb‡Z n‡e| 

weRq Kx‡evW© BÝUj †`qvi ci G‡K e¨env‡ii Rb¨ †mU Ki‡Z n‡e|  

 

GRb¨ Uv• evi †_‡K wn‡Wb AvBKb Ab K‡i weRq Kx‡evW© ‡mU Kiv hvq| Avevi Kx‡ev‡W©i Ctrl+Alt+B 

†cÖm Ki‡jI weRq Kx‡evW© ‡mU GKwUf nq| GLb Avcbvi Kx‡evW© evsjv †jLvi Rb¨ cÖ¯̀Z| hw` evsjv †_‡K 

cybivq Bswjk d‡›U Avm‡Z Pvb, Zvn‡j Avevi Ctrl+Alt+B †cÖm Ki‡Z n‡e|  

 

 

GLb Avcbv‡K d›U †mU Ki‡Z n‡e| Home wie‡bi d›U wj÷ 

†_‡K Avcwb weRq Kx‡ev‡W©i Rb¨ SutonnyMJ d›U wm‡j± 

Ki‡Z n‡e| Gevi Avcwb weRq Kx‡evW© e¨envi K‡i evsjv wjL‡Z 

cvi‡eb|  
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1. GQvov Home wie‡bi d›U Ackb †_‡K d›U WvqvjM 

e• I‡cb Kiæb| 

2.  d›U wj÷ †_‡K SutonnyMJ d›U wm‡j± Kiæb| 

3.  evUb †cÖm K‡i Kbdvg© Kiæb| 

 

 

বিজয় বাাংলা কীবোরড্ লে-আউটঃ 
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Aå evsjv Kx-‡evW© t 

Aå mdUIq¨vi Ggb ‡h Avcwb Bs‡iwR‡Z UvBwcs Ki‡j ‡mUv evsjvq KbfvU© n‡q hvq| Avcwb 

Bs‡iwR‡Z wj‡L w`‡eb ‡mUv evsjvq KbfvU© n‡q hv‡e| Z‡e Zvi Bs‡iwR ‡Kvb A‣‡i evsjvq 

‡Kvb A‣i nq ‡mZv Rvb‡Z n‡e|  

 

 

Bb÷j Kivi ci Avcbvi wcwm‡Z wb‡Pi Qwei gZ Ggb GKwU c¨v‡bj Avm‡e|  

 

Qwe‡Z Zxi wPý ‡`Iqv ‡hLv‡b Bs‡iwR Av‡Q HLv‡b wK¬K K‡i Bs‡iwR Gi cwie‡Z© evsjv Ki‡Z 

n‡e| Ab¨ fv‡eI evsjv K‡i hvq| Kx‡ev‡W©i Backspace Gi Dc‡i F12 ‡jLv Av‡Q F 12 

‡Z Pvc w`‡j mn‡RB Bs‡iwR ‡_‡K evsjvq Kx‡evW© রুcvন্তi Kiv hvq| Avevi GKB fv‡e F12 

Pvc w`‡j evsjv ‡_‡K Bs‡iwR‡Z রুcvন্তi Kiv hv‡e Kx‡evW©| GB fv‡e Bs‡iwR ‡_‡K evsjvq 

রুcvন্তi Kivi ci ‡h‡Kv‡bv RvqMvq Avcwb evsjv UvBwcs Ki‡Z cvi‡eb| 
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mvivwe‡k̂ eZ©gv‡b gvB‡µvmdU IqvW© WKz‡g›U ‰Zwii †ÿ‡Î me‡P‡q †ekx e¨eüZ nq | ZvB Avgiv gvB‡µvmdU 

IqvW© m¤ú‡K© we Í̄vwiZ wkL‡ev| gvB‡µvmdU IqvW© n‡”Q gvB‡µvmdU †Kv¤úvbx KZ…K wWRvBbK…Z gvB‡µvmdU 

Awdm A¨vwcø‡Kkb c¨v‡KR Gi GKwU K‡¤úv‡b›U| Avgiv GLv‡b gvB‡µvmdU IqvW© Gi fvl©b 2019 Ges 

Acv‡iwUs wm‡÷g DB‡ÛvR 11 e¨envi Ki‡ev| 

2.1.1 gvB‡µvmdU IqvW© Pvjy Kiv t 

wewfbœ fv‡e gvB‡µvmdU IqvW© Pvjy Kiv hvq †hgb DB‡ÛvR evUb †_‡K gvB‡µvmdU IqvW© Pvjy Kiv hvq, 

‡W•Uc Gi Uv¯‹evi †_‡K gvB‡µvmdU IqvW© Pvjy Kiv hvq, ivb DB‡Ûv †_‡K gvB‡µvmdU IqvW© Pvjy Kiv hvq| 

GQvov gvB‡µvmdU IqvW© Gi mU©KvU© ˆZwi ivL‡jI †mLvb †_‡K gvB‡µvmdU IqvW© Pvjy Kiv hvq| 

DB‡ÛvR evUb †_‡K gvB‡µvmdU IqvW© Pvjy Kiv t 

cÖ_‡g DB‡ÛvR evU‡bi Dci gvDm Gi Kvm©i †i‡L gvDm Gi †jdU evU‡b wK¬K Ki‡Z n‡e| Zvi ci †cÖvMÖvg 

Gi GKwU wj÷ Avm‡e| †mLvb †_‡K IqvW© 2019 wm‡j± Ki‡Z n‡e| Gi ci wb‡Pi wP‡Îi gZ IqvW© Gi 

DB‡Ûv Avm‡e|  

wPÎ (Figure) t  

  

Kv‡Ri avc t  

1. cÖ

_‡g †W•Uc Gi wb‡Pi w`‡K evg †Kv‡Y 

Aew ’̄Z DB‡ÛvR evUb Gi Dci gvDm Gi 

†jdU evUb †cÖm Ki‡Z n‡e| A_ev Kx‡evW© 

†_‡K DB‡ÛvR evU‡bi Dci †cÖm Ki‡Z 

n‡e| 

2. Z

Lb bZzb DB‡Ûv Avm‡e †mLvb †_‡K Word 

2019 AckbwU wm‡j± Ki‡Z n‡e|  
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Uv¯‹evi (Taskbar) †_‡K I‡cb Kiv t 

GQvov †W¯‹Uc Gi Uv¯‹evi G ms‡hvwRZ IqvW© AvBKb G wK¬K K‡iI Avgiv IqvW© I‡cb Ki‡Z cvwi| ‡m‡ÿ‡Î 

Av‡M Uv¯‹ev‡i IqvW© AckbwU Uv¯‹evi G wb‡q Avm‡Z n‡e| A_©vr Aj †cÖvMÖvg †_‡K gvD‡mi Dci ivBU evUb 

†cÖm Ki‡j bZzb DB‡Ûv Am‡e †mLvb †_‡K wcb Uz ÷vU© (pin to start) AckbwU wm‡j± Ki‡Z n‡e| ZLb 

IqvW© AckbwU Uv¯‹evi (Taskbar) G mshy³ n‡e| 

 wPÎ (Figure) t 

 

 

Kv‡Ri avc t 

1. cÖ_‡g DB‡ÛvR evUb Gi Dci gvDm wK¬K Ki‡Z n‡e|  

2. Gici bZzb DB‡Ûv †_‡K Word 2019 AckbwUi Dci gvDm Gi ivBU evUb †cÖm Ki‡Z n‡e|  

3. cybivq bZzb DB‡Ûv Avm‡e| †mLvb †_‡K More Ackb G wM‡q Pin to Taskbar AckbwU wm‡j± 

Ki‡Z n‡e| ZLb Word AvBKbwU Uv¯‹evi (Taskbar) G P‡j Avm‡e|  

4. Gici Uv¯‹evi †_‡K Word AvBKb Gi Dci gvDm wK¬K Ki‡j Word I‡cb n‡e|  
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Kgv‡Ûi (Command) gva¨‡g I‡cb Kiv t 

gvB‡µvmdU DB‡ÛvR G CLI Mode A_v©r Command Line Interface Mode mv‡cvU© K‡i| gvB‡µvmdU IqvW© 

I‡cb Kivi Command n‡PQ winword A_v©r Run DB‡Ûv‡Z wM‡q Kx‡ev‡W©i gva¨‡g winword UBc K‡i B›Uvi 

†cÖm Ki‡j gvB‡µvmdU Word I‡cb n‡e| 

wPÎ (Figure) t 

 

 

 

 

 

 

 

 

Kv‡Ri avc t 

1 DB‡ÛvR + R GKmv‡_ †cÖm Ki‡j Run DB‡Ûv Avm‡e|  

2 Run DB‡Ûv †_‡K I‡cb BbcyU wd‡ìi g‡a¨ winword UvBc Ki‡Z n‡e| 

3 Gici Ok evUb †cÖm Ki‡j gvB‡µvmdU IqvW© I‡cb n‡e| 
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Bbdi‡gkb wkU t 1.1-4 

wkLb D‡Ïk¨ t 

GB Bbdi‡gkb wkU wU covi ci wkÿv_x UvBc Kivi Rb¨ cÖ‡qvRbxq evsj I Bs‡iwR d‡›Ui cÖvc¨Zv wbwðZ 

Ki‡Z cvi‡eb| 

d›U t 

AvaywbK hy‡M, wWwRUvj UvB‡cvM«vwdi Avwef©v‡e d›U A‡bKUvB UvBc‡d‡mi mgv_©K| c«wZwU 

÷vBj wfbœ wfbœ 'd›U dvB‡j' _v‡K| D`vniY¯̂iƒc, eyjgvi "eyjgvi ‡ivgvb", "eyjgvi BUvwjK", 

"eyjgvi ‡evì‡K" Ges "eyjgvi G·‡Ub‡WW‡K" D‡jøL Kiv ‡h‡Z cv‡i wKš̀ d›U kãwU nh 

ïaygvÎ G‡`i GKwU Dci A_ev m¤ú~Y© UvBc‡dm¸‡jv‡K GK‡Î ejv ‡h‡Z cv‡i| 

Av‡M gy`«‡bi Rb¨ d›U avZy ev KvV w`‡q ‰Zwi Kiv n‡Zv| wKš` AvR‡K d›U wWwRUvj dvBj| 

‡cv÷ w¯ŒÞ d›U: ‡cv÷w¯ŒÞ g~jZ ‡jRvi wc«›Uv‡i WKy‡g›U Qvcvi Rb¨ GKwU fvlv, Z‡e GwU 

Ab¨vb¨ wWfvB‡m Qwe ‰Zwi Kivi Rb¨ e¨envi Kiv ‡h‡Z cv‡i| ‡cv÷w¯ŒÞ nj ‡W¯‹Uc 

cvewjwks‡qi Rb¨ Av`k© KviY GwU B‡gR‡mUvi mv‡cvU© K‡i, AZ¨šÍ D”P-‡iRywjDkb wc«›Uv‡i 

K¨v‡giv-‡iwW Kwc ‰Zwi Ki‡Z e¨eüZ nq| 

d›U †mKkb (Font Section) t  

GLb Avgiv †nvg U¨ve Gi d›U †mKkb wb‡q Av‡jvPbv Ki‡ev| d›U †mKkb G d›U Gi mv‡_ m¤úwK©Z 

A¨wUªweªDUm ¸‡jv wb‡q A‡jvPbv Kiv n‡q‡Q| †hgb d›U †dBm, d›U mvBR, d›U‡K †evì Kiv, BUvwjK Kiv, 

AvÛvijvBb Kiv, d‡›Ui Kvjvi †mU Kiv, ‡U•U B‡d± †mU Kiv, †U•U G nvBjvBU Kvjvi †mU Kiv BZ¨vw` 

Ackb i‡q‡Q  
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wPÎ (Figure) t 

 

d›U n‡”Q GK †mU eb©gvjv| d›U †mKkb Gi cÖ_‡g Av‡Q d›U ‡dBm| gvB‡µvmdU Iqv‡W©i evB wWdë 

Calibri (body) d›U wU †`Iqv _v‡K| K¨vwjweª, Gwiqvj (Arial) fviWvbv (verdana), G‡RÝx Gdwe (Agency 

FB) UvBg wbD †ivgvb (Time new Roman) BZ¨vw` AviI AmsL¨ d›U Av‡Q| d›U Gi e¨vcviUv hw` AviI 

fv‡jv fv‡e eyS‡Z PvB Zvn‡j aiv hvK wZb eÜz‡K GKUv KweZv wjL‡Z †`Iqv n‡jv| †m‡ÿ‡Î wZbR‡bi nv‡Zi 

wjLv Aek¨B wZb iK‡gi n‡e| Kv‡ivi †jLv A‡bK my›`i, Kv‡ivi Uv evKuv‡bv A_©vr d‡›Ui †dBm ev †Pnviv 

Avjv`v| GB wewfbœ †Pnvivi ev †dBm Gi cwieZ©b Ki‡ZB Avgiv d‡›Ui †dBm cwieZ©b K‡i _vwK|  

d‡›Ui †dBm (Font face) Gi cwieZ©b Kivt 

wewfbœ fv‡e d‡›Ui †dBm cwieZ©b Kiv hvq| †hgb d›U †dBm Ackb Gi Dci gvDm Gi †jdU evUb wK¬K 

Ki‡j GKUv Wªc WvDb DB‡Ûv Av‡m †mLvb †_‡K cÖ‡qvRbxq d›U wU wm‡j± K‡i wb‡Z nq| GQvov d›U WvqvjM 

e• jvÝvi Gi Dci gvD‡mi †jdU evUb †cÖm Ki‡j GKwU bZzb DB‡Ûv Av‡m †mLvb †_‡K cÖ‡qvRbxq d›U wU 

wm‡j± Kiv hvq| ZvQvovI Kx‡evW© †_‡K K‡›Uªvj + wW (Ctrl + D) Pvc‡j d›U WvqvjM e• Av‡m †mLvb †_‡K 

cÖ‡qvRbxq d›U wU wm‡j± Kiv hvq| 
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 wPÎ (Figure) t 

 

Dc‡ii wP‡Î Avgiv cÖ_g c¨ivMÖvd G UvBg wbD †ivgvb d›UwU e¨envi n‡q‡Q|  
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Kv‡Ri avc t 

1 ‡U•U Gi d›U cwieZ©b Ki‡Z n‡j cÖ_‡g †U•U ‡K wm‡j± Ki‡Z nq Zvici d›U ‡dBm †j-AvDU 

Gi    AvB‡Kvb G gvDm Gi †jd&U evUb †cÖm Ki†Z nq | 

2 ZLb d›U Gi Wªc-WvDb wj÷ Av‡m †mLvb †_‡K cÖ‡qvRbxq d›U wU wm‡j± Kiv nq| 

3 GQvov d›U †mKkb Ackb †_‡KI d›U ‡dBm cwieZ©b Kiv hvq| 

 

d›U ÷vBj (Font Style) t 

d›U ÷vBj n‡”Q WKz‡g‡›Ui Ab¨Zg GKwU Ask| mvavibZ ‡U•U †K †evì Kiv, BUvwjK Kiv, AvÛvi jvBb 

BZ¨vw`‡K d›U ÷vBj ejv n‡q _v‡K|  

 

wPÎ (Figure) t 

 

 

Kv‡

Ri 

avc: 

‡evì 

Kiv: 

1 †

Kvb 

†U•

U ev 

jvBb 

†K 

†evì 

Ki‡

Z 

n‡j cÖ_‡g cÖ‡qvRbxq †U•U †K wm‡j± K‡i wb‡Z nq|  

2 Zvici d›U †mKkb †_‡K B AvBKb Gi Dci gvD‡mi †jdU evUb wK¬K Ki‡Z nq| ZLb wm‡j±K…Z †U•U 

wU †evì n‡q hvq|  

BUvwjK Kiv: 

1 †Kvb †U•U ev jvBb †K BUvwjK Ki‡Z n‡j cÖ_‡g cÖ‡qvRbxq †U•U †K wm‡j± K‡i wb‡Z nq|  

2 Zvici d›U †mKkb †_‡K I AvBKb Gi Dci gvD‡mi †jdU evUb wK¬K Ki‡Z nq| d‡j wm‡j±K…Z †U•U 

wU BUvwjK n‡q hvq|  
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AvÛvijvBb Kiv: 

3 GKBfv‡e †U•U †K AvÛvi jvBb Ki‡Z n‡jI †U•wU wm‡j± K‡i AvÛvi jvBb Gi Dci wK¬K Ki‡Z nq| 

 

d›U Gi mvBR (Font size) cwieZb Kiv t 

d›U Gi wVK cv‡kB Av‡Q d›U mvBR| d›U mvBR Kg ev †ekx Kivi gva¨‡g Avgiv d›U Gi AvKvi †QvU ev eo 

Ki‡Z cvwi| mvavibZ †h †U•U ev jvB‡bi mvBR cwieZ©b Ki‡Z n‡e cÖ_‡g †mwU‡K wm‡j± Ki‡Z n‡e| 

Zvici Gi    wPý‡Z wK¬K Ki‡Z n‡e Ges cÖ‡qvRbxq mvBR wm‡j± Ki‡Z n‡e|  

 

 wPÎ (Figure) t   

 

Dc‡ii wP‡Î wewfbœ mvB‡Ri d›U cwieZ©b K‡i †`Lv‡bv n‡q‡Q|  

Kv‡Ri avc: 

1 d›U Gi mvBR cwieZ©‡bi †ÿ‡Î Avgiv Wªc-WvDb wj÷ †_‡K cÖ‡qvRbxq mvBR wm‡j± K‡i w`‡Z 

cvwi|  

2 A_ev wK‡ev‡W©i gva¨‡g mivmwi mvB‡Ri msL¨vwU UvBc K‡i w`‡Z cvwi|  

3 GQvov wK‡evW© mU©KvU© Gi gva¨‡gI d‡›Ui mvBR †QvU ev eo Kiv hvq|  
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4 d‡›Ui mvBR †QvU Kivi wK‡evW© mU©KvU© n‡”Q Ctrl + [ Ges eo Kivi wK‡evW© mUKvU© n‡”Q Ctrl + ].  

5 GQvov BbwµR I wWwµR evU‡bi gva¨‡g Avgiv d›U‡K eo ev †QvU Ki‡Z cvwi| 

BbwµR d›U ev d›U‡K eo Kiv (increase font) t 

A‡bK mgq Avgiv gvDm wK¬K Gi ga¨‡g d›U‡K eo K‡i _vwK| ZLb †jLv‡K wm‡j± K‡i  AvBKb G 

wK¬K Ki‡Z _vK‡j †jLvwU eo n‡e| BbwµR d›U mvBR (Increase Font Size) AckbwU d›U mvBR eo Kivi 

GKwU MÖvwdK¨vj Uyj&m| A_©vr d›U mvBR eo Kivi Rb¨ Avgv‡`i‡K mvBR bv¤^vi †`Iqvi cÖ‡qvRb nq bv| 

ïaygvÎ    AvBKb Gi Dci wK¬K Ki‡jB d›U mvBR eo nq| Z‡e G †ÿ‡Î d›U mvBR wVK KZUzKz eo n‡”Q 

‡mUv †evSv hvq bv| wb‡Pi wP‡Î BbwµR d›U    AvB‡Kvb Gi gva¨‡g d›U mvBR eo K‡i †`Lv‡bv 

n‡q‡Q| 

 

 wPÎ (Figure) t  

 

 

Kv‡Ri avc: 

 

1. cÖ_‡g cÖ‡qvRbxq †jLv‡K wm‡j± Ki‡Z n‡e| 

2. gvD‡mi gva¨‡g BbwµR d›U mvBR (Increase Font Size) AvBKb Gi Dci wK¬K Ki‡Z n‡e| 

3. cÖwZevi gvDm wK¬K G GKUz GKUz K‡i eo n‡Z _vK‡e| 
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wWwµR d›U ev d›U‡K ‡QvU Kiv (Decrease font) t 

wWwµR d›U AvBKb wU d›U mvBR †QvU Kivi MÖvwdK¨vj Uzjm| wWwµR d›U Gi gva¨‡g d›U Gi mvBR †QvU 

Kivi †ÿ‡ÎI d›U Gi wbw ©̀ó mvBR †`Iqvi cÖ‡qvRb nq bv| Z‡e G †ÿ‡ÎI Avgiv d›U wVK KZUzKz †QvU n‡jv 

Zv ej‡Z cvwi bv| GKB fv‡e gvDm wK¬K Gi ga¨‡g d›U‡K ‡QvU Ki‡Z n‡j cÖ_‡g †jLv‡K wm‡j± 

Ki‡Z n‡e Zvici wWwµR AvBKb G wK¬K Ki‡Z n‡e| d‡j wb‡Pi wP‡Îi b¨vq †jLvwU ‡QvU n‡e| 

 

 

 wPÎ (Figure) t  

 

 

 

Kv‡Ri avc: 

 

1. cÖ_‡g cÖ‡qvRbxq †jLv‡K wm‡j± Ki‡Z n‡e| 

2. gvD‡mi gva¨‡g wWwµR d›U mvBR (Decrease Font Size) AvBKb Gi Dci wK¬K Ki‡Z n‡e| 

3. cÖwZevi gvDm wK¬K G GKUz GKUz K‡i eo n‡Z _vK‡e| 
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‡PÄ †Km ev d‡›Ui ‡KBm cwieZ©b Kiv (Change case) t 

‡PÃ †Km Gi gva¨‡g Avgiv d‡›Ui †KBm †K wewfbœ fv‡e cwieZ©b Ki‡Z cvwi| evsjv‡Z Case †bB| wKš` 

English G Case Av‡Q| Bs‡iwR IqvW© ev †m‡›UÝ UvBc Kivi †ÿ‡Î A‡bK¸‡jv wbqg AbymiY Ki‡Z nq| Zvi 

g‡a¨ Ab¨Zg GKwU wbqg n‡”Q IqvW© ev †m‡›UÝ †jLvi mgq KLbI Iqv‡W©i cÖ_g Aÿi eo nv‡Zi wjL‡Z nq| 

KLbI †m‡›UÝ Gi cÖ_g Aÿi eo nv‡Zi wjL‡Z nq| Avevi KLbI c¨vivMÖv‡di cy‡iv †U•UB eo ev †QvU 

nv‡Zi Aÿ‡i wjL‡Z nq| GBme wbqg Kvbyb‡K Avgiv mvaviYZ †KB‡mi cwieZ©b ev †PÃ †Km (Change case) 

e‡j _vwK| †m‡›UÝ †KB‡mi gva¨‡g †m‡›UÝ Gi cÖ_g Iqv‡W©i cÖ_g Aÿi eo nv‡Zi nq| †jvqvi †KB‡mi 

gva¨‡g me¸‡jv †U•U †QvU nv‡Zi nq| Avcvi †KB‡mi gva¨‡g mgMÖ †U•U eo nv‡Zi nq| K¨vwcUvjvBR BP 

IqvW© Ack‡bi gva¨‡g cÖ‡Z¨KwU Iqv‡W©i cÖ_g Aÿi eo nv‡Zi n‡q _v‡K| 

 

wPÎ (Figure) t 
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‡m‡›UÝ †Km (Sentence case) t 

‡m‡›UÝ †Km e¨envi Ki‡j †m‡›UÝ Gi cÖ_g Aÿi K¨vwcUvj †jUvi ev eo nv‡Zi Aÿi n‡e| wb‡Pi wP‡Î 

†m‡›UÝ †Km Gi e¨envi †`Lv‡bv n‡q‡Q| wP‡Î wb‡Pi c¨vivMÖvdwU‡Z ‡`Lv hv‡PQ ïaygvÎ †m‡›UÝ Gi cÖ_g Aÿi 

eo nv‡Zi n‡q‡Q| G‡ÿ‡Î †UKwbK¨vj, †fv‡Kkbvj, GWz‡Kkb I †UªBwbs BZ¨vw` IqvW© ¸‡jvi cÖ_g Aÿi eo 

nv‡Zi nIqv `iKvi| ZvB GB †ÿ‡Î †m‡›UÝ †Km e¨envi Kiv hv‡e bv|  

 

wPÎ (Figure) t 

 

Dc‡ii wP‡Î wØZxq c¨vivMÖvd G ‡m‡›UÝ †Km e¨envi Kiv n‡q‡Q| 

Kv‡Ri avc: 

1. cÖ_‡g cÖ‡qvRbxq †jLv‡K wm‡j± Ki‡Z n‡e| 

2. gvD‡mi gva¨‡g ‡m‡›UÝ †Km (Sentence case) AvBKb Gi Dci wK¬K Ki‡Z n‡e| 

3. Gici bZzb DB‡Ûv †_‡K ‡m‡›UÝ †Km (Sentence case) AckbwU wm‡j± Ki‡Z n‡e| 
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‡jvqvi †Km (Lower case) t 

†jvqvi †Km (Lower case) ej‡Z Avgiv ¯§j †jUvi ev †QvU nv‡Zi Aÿi ev eY© ‡K eywS| †U•U‡K wm‡j± K‡i 

†jvqvi †Km Gi Dci wK¬K Ki‡j mg¯Í †U•U ¯§j †jUvi ev †QvU nv‡Zi ‡U•‡U cwibZ nq| †jvqvi †Km 

(Lower case)  e¨envi Ki‡j †m‡›UÝ (Sentence)  ev c¨vivMÖvd (Paragraph)  Gi me¸‡jv Aÿi ¯§j †jUvi 

(Small letter)  ev †QvU nv‡Zi Aÿi n‡e| wb‡Pi wP‡Î †jvqvi †Km Gi e¨envi †`Lv‡bv n‡q‡Q| wP‡Î wb‡Pi 

c¨vivMÖvdwU‡Z ‡`Lv hv‡PQ me¸‡jv c¨vivMÖvd ¯§j †jUvi (Small letter) ev †QvU nv‡Zi Aÿi| G‡ÿ‡Î 

†UKwbK¨vj (Technical), †fv‡Kkbvj (Vocational), GWz‡Kkb (Education) I †UªBwbs (Trainng) BZ¨vw` 

IqvW© ¸‡jvi cÖ_g Aÿi eo nv‡Zi nIqv `iKvi| ZvB GB †ÿ‡ÎI †jvqvi †Km (Lower case)  e¨envi Kiv 

hv‡e bv|  

wb‡Pi wP‡Î wØZxq c¨vivMÖvdwUi Dci †jvqvi †Km (Lower case) AckbwU e¨envi K‡i †`Lv‡bv n‡q‡Q| 

mvaviYZ wK‡evW© w`‡q UvBc Kivi mgq evB-wWdë (By-Default) †jvqvi †Km (Lower case) AckbwU wm‡j± 

Kiv _v‡K| 

 

wPÎ (Figure) t 

 

Kv‡Ri avc: 

1. cÖ_‡g cÖ‡qvRbxq †jLv‡K wm‡j± Ki‡Z n‡e| 

2. gvD‡mi gva¨‡g ‡m‡›UÝ †Km (Sentence case) AvBKb Gi Dci wK¬K Ki‡Z n‡e| 

3. Gici bZzb DB‡Ûv †_‡K ‡m‡›UÝ †KBm (Sentence case) AckbwU wm‡j± Ki‡Z n‡e| 

4. ZLb mg Í̄ c¨ivMÖvdwU †jvqvi †Km (Lower case) G cwibZ n‡e| 
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Avcvi †Km (Upper case) t 

Avcvi †Km (Upper case) ej‡Z Avgiv K¨vwcUvj †jUvi ev eo nv‡Zi Aÿi‡K eywS| †U•U‡K wm‡j± K‡i 

Avcvi †Km (Upper case) Gi Dci wK¬K Ki‡j mg¯Í †U•U K¨vwcUvj †jUvi ev eo nv‡Zi Aÿ‡i cwibZ nq| 

Avcvi †Km (Upper case) e¨envi Ki‡j †m‡›UÝ (Sentence) ev c¨vivMÖvd (Paragraph) Gi me¸‡jv Aÿi 

K¨vwcUvj †jUvi (Capital letter) ev eo nv‡Zi Aÿi n‡e| wb‡Pi wP‡Î Avcvi †Km (Upper case)  Gi e¨envi 

†`Lv‡bv n‡q‡Q| wP‡Î wb‡Pi c¨vivMÖvdwU‡Z ‡`Lv hv‡PQ me¸‡jv c¨vivMÖvd K¨vwcUvj †jUvi (Capital letter) ev 

eo nv‡Zi Aÿi|  

Font size ïiæ‡Z GKevi Select K‡i w`‡j ‡hgb me eY© H mvB‡Ri n‡q _v‡K †Zgb K‡i Case Av‡M †_‡K 

declear Kiv hvq bv| By default select Kiv _v‡K| cwieZ©b Ki‡Z n‡j cÖ‡qvRbxq kã/jvBb/c¨viv select 

K‡i Change case option  ‡_‡K Avcvi †Km (Upper case) AckbwU wm‡j± Ki‡Z nq| Avevi wK‡ev‡W©i 

K¨vcm jK (Caps Lock) evUbwU GKevi †cÖm Ki‡j wK‡ev‡W©i Wvb cv‡k bv¤^vi c¨v‡Wi wVK Dc‡i GKwU 

(Caps Lock) jvBU R¡‡j D‡V| K¨vcm jK jvBU R¡‡j _vKv Ae ’̄vq †Kvb K¨v‡i±vi ev †U•U UvBc Ki‡j Zv 

K¨vwcUvj †jUvi ev eo nv‡Zi Aÿi n‡e| K¨vcm jK evUbwU cybivq †cÖm Ki‡j jvBUwU wb‡f hv‡e| †m‡ÿ‡Î 

Avevi †QvU nv‡Zi Aÿi UvBc n‡e| Avevi (Shift) wkd&U †P‡c a‡i †Kvb Aÿi UvBc Ki‡jI Zv eo nv‡Zi 

n‡e| wKš` K¨vcm jK jvBU R¡jv Ae ’̄vq wkd&U ‡P‡c a‡i Aÿi wjL‡j Zv †QvU nv‡Zi n‡e| 

wPÎ (Figure) t 

 

 

 

 

 

 

 

 

 

Kv‡Ri avc: 

1. cÖ_‡g †U•U †K wm‡j± Ki‡Z n‡e| 

2. Gici Change case option  ‡_‡K Avcvi †Km (Upper case) AckbwU wm‡j± Ki‡Z n‡e|  
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K¨vwcUvjvBR BP IqvW© (Capitalize each word) t  

†U•‡K wm‡j± K‡i K¨vwcUvjvBR BP IqvW© (Capitalize each word) Gi Dci wK¬K Ki‡j cÖ‡Z¨KUv IqvW© Gi 

cÖ_g Aÿi K¨vwcUvjvBR (Capitalize) nq A_v©r eo nv‡Zi nq| K¨vwcUvjvBR BP IqvW© (Capitalize each 

word) AckbwU e¨envi Ki‡j c¨vivMÖvd Gi cÖ‡Z¨KwU Iqv‡W©i cÖ_g Aÿi eo nv‡Zi n‡q _v‡K| wb‡Pi wP‡Î 

wØZxq c¨vivMÖvd G K¨vwcUvjvBR BP IqvW© (Capitalize each word) AckbwU e¨envi Kiv n‡q‡Q| Z‡e 

G‡ÿ‡Î GKUv mgm¨v †`Lv w`‡q‡Q| ‡mUv nj c¨vivMÖvd Gi cÖ‡Z¨KwU Iqv‡W©i mv‡_ and, is, of BZ¨vw` Iqv‡W©i 

cÖ_g Aÿi ¸‡jv eo nv‡Zi n‡q‡Q| wKš` Bs‡iRx MÖvgvi Abyhvqx and, is, of G¸‡jvi cÖ_g  Aÿi KL‡bv eo 

nv‡Zi nq bv| ïaygvÎ UvB‡Uj Gi †ÿ‡ÎB cÖ‡Z¨KUv Iqv‡W©i cÖ_g Aÿi eo nv‡Zi n‡q _v‡K| 

 

wPÎ (Figure) t 

 

 

Kv‡Ri avc: 

1. cÖ_‡g †U•U †K wm‡j± Ki‡Z n‡e| 

2. Gici Change case option ‡_‡K K¨vwcUvjvBR BP IqvW© (Capitalize each word) AckbwU 

wm‡j± Ki‡Z n‡e| 
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 UMj †Km (Toggle case) t  

†U•‡K wm‡j± K‡i UMj †Km Gi Dci wK¬K Ki‡j cÖ‡Z¨KUv IqvW© Gi cÖ_g Aÿi ¯§j †jUvi nq A_v©r †QvU 

nv‡Zi nq| UMj †Km †PÃ †KBm wdPv‡ii me©‡kl Ackb| wb‡Pi wP‡Îi wØZxq c¨vivMÖvd G UMj †Km AckbwU 

e¨envi Kiv n‡q‡Q| GB Ackb e¨env‡ii d‡j †`Lv hv‡”Q Iqv‡W©i cÖ_g Aÿi †QvU nv‡Zi n‡q‡Q| evwK me 

Kv‡i±vi eo nv‡Zi n‡q‡Q| 

 

wPÎ (Figure) t 

 

 

 

Kv‡Ri avc: 

1. cÖ_‡g †U•U †K wm‡j± Ki‡Z n‡e| 

2. Gici Change case option ‡_‡K UMj †Km (toggle case) AckbwU wm‡j± Ki‡Z n‡e|  
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‡U•U ‡K †evì Kiv (Bold) t 

‡U•U ‡K †evì Ki‡Z n‡j cÖ_‡g wbw`©ó ‡U•U ‡K wm‡j± Ki‡Z n‡e, Zvici      AvBKb Gi Dci wK¬K 

Ki‡Z n‡e| wb‡Pi wP‡Î wewfbœ fv‡e †evì Gi e¨envi †`Lv‡bv n‡jv|  

 wPÎ (Figure) t  

 

 

Dc‡ii wP‡Î cÖ_‡g GKwU c¨vivMÖvd Gi UvB‡Uj †K †evì Kiv n‡q‡Q| GQvov †Uwe‡ji UvB‡Uj I †Uwe‡ji 

†nWvi †K †evì Kiv n‡q‡Q| 

Kv‡Ri avc: 

1. ‡U•U ‡K †evì Ki‡Z n‡j cÖ_‡g wbw`©ó †U•U †K wm‡j± K‡i B AvBKb Gi Dci wK¬K Ki‡Z n‡e|  

2. GQvov †U•U †K wm‡j± K‡i Kx‡evW© †_‡K (Ctrl + B) †cÖm Ki‡j †U•U wU †evì n‡q hv‡e|  
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‡UK÷‡K BUvwjK Kiv (Italic) t 

‡U•U ‡K BUvwjK Kiv ej‡Z mvaviYZ Avgiv eywS †jLvwU‡K wKQyUv Wvbw`‡K evwK‡q †jLv‡K|  

 

 

‡U•U †K BUvwjK Ki‡Z n‡j cÖ_‡g wbw`©ó ‡U•U ‡K wm‡j± Ki‡Z n‡e, Zvici      AvBKb Gi Dci 

wK¬K Ki‡Z n‡e| wb‡Pi wP‡Î wewfbœfv‡e BUvwjK Gi e¨envi †`Lv‡bv n‡jv| wP‡Î cÖ_‡g GKwU c¨vivMÖvd Gi 

UvB‡Uj †K BUvwjK Kiv n‡q‡Q| GQvov †Uwe‡ji UvB‡Uj I †Uwe‡ji †nWvi †K BUvwjK Kiv n‡q‡Q 

wPÎ (Figure) t  

 

Kv‡Ri avc: 

1. ‡U•U ‡K BUvwjK Ki‡Z n‡j cÖ_‡g wbw`©ó †U•U †K wm‡j± K‡i AvB‡Kvb Gi Dci wK¬K 

Ki‡Z n‡e| 

2. AvB‡Kv‡b wK¬K Kiv QvovI Avgiv wK‡evW© mU©KvU© Gi gva¨‡g †U•U †K BUvwjK Ki‡Z cvwi| †U•U 

†K wm‡j± K‡i (Ctrl + I) GKmv‡_ †cÖm Ki‡j ‡U•UwU BUvwjK n‡q hv‡e| 
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‡U•U ‡K AvÛvijvBb Kiv (Underline) t 

mvaviYZ †Kvb ‡U•U ev †m‡›UÝ Gi wb‡P jvBb ev `vM †`Iqv‡K AvÛvi jvBb ejv nq| †U•U Gi UvB‡Uj †K 

A‡bK mgq AvÛvijvBb Kiv nq| GQvov we‡kl †Kvb IqvW©‡K Avjv`v fv‡e ‡`Lv‡bvi Rb¨I AvÛvijvBb Kiv 

nq| 

 

‡U•U ‡K AvÛvijvBb Ki‡Z n‡j cÖ_‡g wbw`©ó ‡U•U ‡K wm‡j± Ki‡Z n‡e, Zvici      AvBKb Gi Dci 

wK¬K Ki‡Z n‡e| wb‡Pi wP‡Î wewfbœfv‡e AvÛvijvBb Gi e¨envi †`Lv‡bv n‡jv| wP‡Î cÖ_‡g GKwU c¨vivMÖvd 

Gi UvB‡Uj †K AvÛvijvBb Kiv n‡q‡Q| GQvov †Uwe‡ji UvB‡Uj I †Uwe‡ji †nWvi †K AvÛvijvBb Kiv n‡q‡Q 

| 

wPÎ (Figure) t 

 

Kv‡Ri avc: 

1. cÖ_‡g wbw`©ó †U•U †K wm‡j± Ki‡Z n‡e|  

2. Zvici AvBK‡bi Dci wK¬K Ki‡jB †U•U Gi wb‡P AvÛvi jvBb n‡q hv‡e| 
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3. AvBKb G wK¬K Kiv QvovI Avgiv wK‡evW© mU©KvU© Gi gva¨‡g †U•U †K AvÛvi jvBb (Underline) 

Ki‡Z cvwi| †U•U †K wm‡j± K‡i (Ctrl + U) GKmv‡_ †cÖm Ki‡j ‡U•UwU AvÛvi jvBb 

(Underline)  n‡q hv‡e| 
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‡U•U G ÷ªvBK‡_ªv e¨envi Kiv (Strickthrough) t 

mvaviYZ †Kvb †U•U G fzj n‡q‡Q A_ev ‡U•U wU wigyf Ki‡Z n‡e †evSv‡bvi Rb¨ ÷ªvBK‡_ªv 

(Strickthrough) e¨envi Kiv nq| GQvov WKz‡g›U wiwfD Kivi †ÿ‡Î ÷ªvBK‡_ªv (Strickthrough) AckbwU 

e¨envi nq| GQvov UªvK‡PÃ AckbwU Pvjy Ki‡j A‡Uv‡gwUK¨vwj ÷ªvBK‡_ªv (Strickthrough) AckbwU Pvjy nq| 

 

‡U•U G ÷ªvBK‡_ªv e¨envi Ki‡Z n‡j cÖ_‡g wbw`÷ ‡U•U †K wm‡j± Ki‡Z n‡e, Zvici      AvBKb 

Gi Dci wK¬K Ki‡Z n‡e| wb‡Pi wP‡Î wewfbœfv‡e ÷ªvBK‡_ªv Gi e¨envi †`Lv‡bv n‡jv|  

 

 

Kv‡Ri avc: 

1. cÖ_‡g wbw`©ó †U•U †K wm‡j± Ki‡Z n‡e|  

2. Zvici AvBK‡bi Dci wK¬K Ki‡jB ÷ªvBK‡_ªv (Strickthrough) AckbwU Pvjy n‡q hv‡e| 
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‡U•U G mvew¯ŒÞ I mycviw¯ŒÞ e¨envi Kiv (Subscript, Superscript) t 

 

‡U•U G mvew¯ŒÞ I mycviw¯ŒÞ e¨envi Ki‡Z n‡j cÖ_‡g wbw`©ó ‡U•U ‡K wm‡j± Ki‡Z n‡e, 

Zvici      AvBKb Gi Dci wK¬K Ki‡Z n‡e| wb‡Pi wP‡Î wewfbœfv‡e ‡U•U G mvew¯ŒÞ I mycviw¯ŒÞ Gi 

e¨envi †`Lv‡bv n‡jv|  

 

 

 

 

mvew¯ŒÞt mvew¯ŒÞ ej‡Z Avgiv †Kvb Aÿi Gi †eBR jvBb G wKQzUv †QvU AvKv‡ii Aÿi ev msL¨v †jLv‡K 

eywS| wewfbœ ai‡bi †KwgK¨vj digyjv wjL‡Z mvew¯ŒÞ e¨envi Kiv nq| ‡hgb H2O, CO2 BZ¨vw` 

mycviw¯ŒÞt mycviw¯ŒÞ ej‡Z Avgiv eywS †Kvb IqvW© Gi Avcvi jvBb G wKQzUv †QvU AvKv‡ii Aÿi ev msL¨v 

†jLv‡K eywS| mvavibZ G•‡cv‡b›U wjL‡Z mycviw¯ŒÞ e¨envi Kiv nq| ‡hgb X
4
+Y

4
, 2

nd
  BZ¨vw` 

Kv‡Ri avc: 

mvew¯ŒÞt  

1. cÖ_‡g Aÿi †K wm‡j± Ki‡Z n‡e| 

2. Gici mvew¯ŒÞ Ackb Gi Dci wK¬K Ki‡Z n‡e| 

mycviw¯ŒÞt 

1. cÖ_‡g Aÿi †K wm‡j± Ki‡Z n‡e| 

2. Gici mycviw¯ŒÞ Ackb Gi Dci wK¬K Ki‡Z n‡e|  
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 ‡U•U B‡d± Ges UvB‡cvMÖvwd (Text effect & Typography) t 

mvavibZ †U•U Gi Avjv`v jyK ev †Pnviv †`Iqvi Rb¨ †U•U G B‡d± e¨envi Kiv nq| wewfbœ ai‡bi †U•U 

B‡d± Av‡Q †hgb AvDUjvBb (Outline), m¨‡Wv (Shadow), wi‡d¬Kkb(Reflection), †Møv(Glow), bv¤̂vi 

÷vBj (Number style) BZ¨vw`| wb‡Pi wP‡Î c¨vivMÖv‡di UvB‡U‡ji Dci †U•U B‡d± e¨envi K‡i †`Lv‡bv 

n‡q‡Q| wP‡Î wi‡d¬Kkb(Reflection) Ackb wU e¨envi Kiv n‡q‡Q| cÖ‡qvR‡b Avgiv †U•U Gi Kvjvi I 

AvDUjvBb Kvjvi cwieZ©b Ki‡Z cvwi| 

 

wPÎ (Figure) t 

 

 

Kv‡Ri avc: 

1. cÖ_‡g cÖ‡qvRbxq †U•U wU wm‡j± Ki‡Z n‡e| 

2. Gici cÖ‡qvRbxq †U•U B‡d± AckbwU wm‡j± Ki‡Z n‡e| 
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‡U•U nvBjvBU Kvjvi †mU Kiv (Highlight color) t 

A‡bK mgq †Kvb WKz‡g‡›Ui wKQz IqvW© ev †m‡›UÝ †K Avjv`v K‡i nvBjvBU K‡i Gi ¸iæZ¡ †evSv‡bvi `iKvi 

nq| ZLb †jLv‡K wm‡j± K‡i ‡U•U nvBjvBU Kvjvi AvBKb Gi Dci wK¬K Ki‡j †jLvwUi Dci nvBjvBU 

Kvjvi hy³ n‡q hv‡e| ‡jLvwUi Dci ‡_‡K nvBjvBU Kvjvi gyQ‡Z n‡j cybivq †jLvwU‡K wm‡j± K‡i nvBjvBU 

Kvjvi AvBKb Gi Dci wK¬K Ki‡Z n‡e| A_ev cv‡ki   AvBK‡b wK¬K K‡i †bv Kvjvi wm‡j± 

Ki‡Z n‡e| 

 

wPÎ (Figure) t 

‡U•U nvBjvBU Kvjvi Ack‡bi gva¨‡g mvaviYZ †U•U †K nvBjvBU Kiv nq| A_©vr G ‡ÿ‡Î †jLvi 

e¨vKMÖvD‡Û †Kvb Kvjvi _v‡K bv| Kvjvi †Ug‡cøU †_‡K Avgiv Avgv‡`i cÖ‡qvRbxq KvjviwU wm‡j± K‡i wb‡Z 

cvi‡ev| GQvov Stop highlighting Gi gva¨‡g Avgiv nvBjvBwUs cÖK…qv‡K eÜ K‡i w`‡Z cvwi| †U•U nvBjvBU 

Kvjvi ms‡hvRb Kivi ciI Avgiv †U•U Gi e¨vKMÖD‡Û hw` †Kvb Ae‡R± ev wcKPvi _v‡K †mUv †`L‡Z cvwi| 

 

Kv‡Ri avc: 

1. cÖ_‡g cÖ‡qvRbxq †U•U wU wm‡j± Ki‡Z n‡e| 

2. Gici ‡U•U nvBjvBU Kvjvi AvBKb Gi Dci wK¬K Ki‡Z n‡e| 

3. GQvov †U•U nvBjvBU Kvjvi AvBKb Gi Dci wK¬K gvDm w`‡q †U•U †K wm‡j± Ki‡jI †U•U wU 

nvBjvBU n‡e|  
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d›U Kvjvi †mU Kiv (Font color) t 

d›U Kvjvi ej‡Z Avgiv †U•U Gi Kvjvi †K eywS| gvB‡µvmdU Iqv‡W© evB wWdë eøvK Kvjvi _v‡K| d›U 

Kvjvi cwieZ©b Ki‡Z n‡j AvBK‡bi Dci wK¬K K‡i Kvjvi w_g †_‡K cÖ‡qvRbxq KvjviwU †mU K‡i wb‡Z 

cvwi| GQvov †gvi Kvjvim (More colors) Ackb G wK¬K Ki‡j AviI A‡bK Kvjvi m¤^wjZ GKwU DB‡Ûv 

Av‡m †mLvb ‡_‡K cÖ‡qvRbxq KvjviwU wm‡j± K‡i wb‡Z cvwi| GQvov cÖ‡qvR‡b †MÖwW‡q›U Ackb †_‡K 

cÖ‡qvRbxq †MÖwW‡q›UwU wm‡j± K‡i wb‡Z cvwi| 

 

wPÎ (Figure) t 

 

 

Kv‡Ri avc: 

1. cÖ_‡g cÖ‡qvRbxq †U•U wU wm‡j± Ki‡Z n‡e| 

2. Gici d›U Kvjvi Ackb Gi Dci wK¬K Ki‡Z n‡e| 
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‡K¬qvi di‡gwUs (Clear Formatting) t 

‡Køqvi di‡gwUs Uzjm Gi gva¨‡g Avgiv †U•U G e¨eüZ mg¯Í A¨vwUªweDU †K wigyf Ki‡Z cvwi| ‡m‡ÿ‡Î 

cÖ_‡g †U•U †K wm‡j± Ki‡Z n‡e Zvici ‡Køqvi di‡gwUs Ackb Gi Dci gvDm Gi †jdU evUb †cÖm Ki‡Z 

n‡e| wb‡Pi wP‡Î gv‡Si `yB jvB‡b †K¬qvi di‡gwUs Ackb Gi e¨envi †`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t  

Kv‡Ri avc: 

1. cÖ_‡g cÖ‡qvRbxq †U•U wU wm‡j± Ki‡Z n‡e| 

2. Gici gvD‡mi gva¨‡g †K¬qvi di‡gwUs Ackb Gi Dci wK¬K Ki‡Z n‡e| 

 

Bs‡iwR d›Ut 

Gwiqvj: Gwiqvj nj UvBc‡d‡mi GKwU AZ¨š— eûgyLx cwievi hv wi‡cvU©, Dc ’̄vcbv, g¨vMvwRb 

BZ¨vw`‡Z ‡U•U ‡mwUs Ges msev`cÎ, weÁvcb Ges c«Pv‡i c«`k©b e¨env‡ii Rb¨ mgvb 
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mvd‡j¨i mv‡_ e¨envi Kiv ‡h‡Z cv‡i| 2005 mv‡j, iweb wb‡Kvjvm e‡jwQ‡jb, "GwU GKwU 

mvaviY mvb ‡mwid wnmv‡e wWRvBb Kiv n‡qwQj; c«vq GKwU eøvÛ mvb ‡mwid|" 

KLbI KLbI Arial MT bv‡g cwiwPZ, GwU GKwU mgmvgwqK mvb ‡mwid UvBc‡dm, GKwU 

Kvh©Kix, mnR Ges Av`k© ‰kjx mn. GwU µgvMZ ‡U•‡Ui AvKv‡ii mv‡_ gvwb‡q wb‡Z m‣g| 

GwU Word Gi g‡Zv ‡c«vM«v‡g Ges Kvh©Z DB‡Ûv‡Ri mg Í̄ ms¯‹i‡Y me©vwaK e¨eüZ d›U¸wji 

g‡a¨ GKwU| GB UvBc‡d‡mi ‰ewkó¨ m¤ú‡K©, Avgiv GwU ej‡Z cvwi GwUi wewfbœ AvKv‡i fvj 

¯úóZv i‡q‡Q Ges GwU gyw`«Z wgwWqv (weÁvcb, cvV¨, ‡cv÷vi, msev`cÎ...) Ges AbjvBb 

wgwWqv Dfq ‡‣‡ÎB c«‡qvM‡hvM¨| 

‡nj‡fwUKvt 

GB `ywU UvBc‡dm Zv‡`i m…wói cwi‡c«w‣‡Z ïaygvÎ GK eQ‡ii e¨eavb, Ges wewfbœ Kvi‡Yi 

Rb¨ Zviv wWRvBb Kiv n‡q‡Q| Gwiqvj UvBc‡dm ‰Zwi nIqvi ci ‡_‡K, GwU ‡nj‡fwUKv 

UvBc‡d‡mi GKwU "Kwc" wn‡m‡e cwiwPwZ ‡c‡qwQj|  

ejv nq ‡h gvB‡µvmd&U Zvi ‡c«vM«vg¸wji Rb¨ Gwiqvj d›U ‡e‡Q ‡bIqvi wm×všÍ ‡bIqvi g~j 

KviY nj ‡nj‡fwUKv d›U ZLbI m‣g wQj bv| GUvI ejv nq ‡h Gwiqvj‡KI ‰Zwi Kiv 

n‡qwQj ‡nj‡fwUKv UvBc‡d‡mi mv‡_ c«wZ‡hvwMZv Kivi Rb¨, eis GKwU Abywjwc nIqvi Rb¨| 

Zyjbv m‡ËI AvR Gwiqvj ‡nj‡fwUKvi Zyjbvq A‡bK ‡ewk e¨vcKfv‡e e¨eüZ nq, Gi 

Rbwc«qZvi Kvi‡Y bq eis Gi c«vc¨Zvi Kvi‡Y| 

K¨vwjwe«: K¨vwjwe« wWdë wnmv‡e ivRZ¡ K‡i‡Q Ges ZvB gvB‡µvmd&U wm‡÷‡gi Rb¨ c«fvekvjx 

d›U| GwU Avbdig¨vUW IqvW© WKy‡g›U, cvIqvic‡q›U ‡c«‡R‡›Ukb Ges G‡•j ‡¯ú«Wkx‡U eûj 

e¨eüZ| 

UvBgm wbD ‡ivgvb: UvBgm wbD ‡ivgvb bvgwU, ‡ivgvb ‡i¸jvi ev ‡ivgvb ‰kjxi GKwU ‡idv‡iÝ 

(KLbI KLbI A¨vw›UKv ejv nq), UvBgm wbD ‡ivgvb cwiev‡ii wWRvBb Kiv c«_g cvU©| 

UvBgm wbD ‡ivgvb GKwU ‡mwid UvBc‡dm| GwU 1931 mv‡j we«wUk msev`cÎ `¨ UvBgm Øviv 

Pvjy Kiv n‡qwQj Ges UvBg‡mi weÁvcb wefv‡Mi GKRb A‣i wkíx wf±i jv‡W©‡›Ui 

mn‡hvwMZvq gy`«Y miÃvg ‡Kv¤úvwb g‡bvUvB‡ci we«wUk kvLvi ‰kwíK Dc‡`óv ÷¨vbwj gwimb Gi 

wWRvBb K‡iwQ‡jb| GwU me©Kv‡ji Ab¨Zg Rbwc«q UvBc‡dm n‡q D‡V‡Q Ges ‡ewkifvM 

‡W¯‹Uc Kw¤úDUv‡i GwU Bb÷j Kiv Av‡Q| 

Agency FB,  
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d›U e ÿ‡iv G‡RwÝ nj GKwU R¨vwgwZK mvb-‡mwid UvBc‡dm cwievi hv 1990 Ges 1995 Gi 

g‡a¨ c«KvwkZ n‡qwQj| GwU d›U e¨y‡ivi ‡WwfW ev‡j©v wWRvBb K‡i‡Qb| 

GwU 1930-Gi `k‡K gwim dyjvi ‡e›Ub Øviv ‰Zwi GKwU K¨vwcUvj-‡jUvi wfwËi UvB‡Uj ‡dm 

wn‡m‡e we Í̄…wZ jvf K‡i, ‡hLv‡b ‡QvU nv‡Zi A‣i Ges c«¯’ Ges IR‡bi we Í̄…Z cwimi ‡hvM Kiv 

n‡q‡Q| m¤ú«mvwiZ bKkvwU wKQyUv K¬vwmK e¨v¼ Mw_‡Ki Abyiƒc| 

Tahoma  

Zv‡nvgv GKwU gvbeZvev`x mvb-‡mwid UvBc‡dm hv g¨vw_D KvU©vi gvB‡µvmd&U K‡c©v‡ik‡bi 

Rb¨ wWRvBb K‡i‡Qb| DB‡ÛvR 95-Gi c«v_wgK c«Kv‡k gvB‡µvmd&U c«_g GwU‡K KvU©v‡ii 

fv ©̀vbvi mv‡_ GKwU ÷¨vÛvW© d›U wnmv‡e weZiY K‡i| 

fv ©̀vbvi g‡ZvB, Zv‡nvgvi kixi AviI msKxY©, ‡QvU KvD›Uvi, A‡bK k³ A‣i e¨eavb Ges 

AviI m¤ú~Y© BDwb‡KvW A‣i ‡mU i‡q‡Q| KvU©vi c«_‡g Zv‡nvgv‡K weUg¨vc d›U wnmv‡e wWRvBb 

K‡ib, Zvici "mveav‡b ‡gvov‡bv" Uªy-UvBc ‡mB weUg¨v‡ci Pvicv‡k iƒc‡iLv ‰Zwi K‡ib| 

KvU©vi GKwU wØ¸Y wc‡•j c«‡¯’i Dci mvnmx IRb wfwËK, GwU GKwU fvix ev Kv‡jv IR‡bi 

KvQvKvwQ ‡iÛvi K‡i| 

evsjv ni‡di Rb¨ 

Uªy UvBc d›U: 

 Uªy UvBc d›U¸wj Kw¤úDUvi ¯Œxb Ges wc«›Uv‡i m‡e©v”P gv‡bi AvDUcyU wbwðZ K‡i| ‡hgb: myUwb 

Gg‡R, hgybv, KY©dywj, Uwb (evsjvi Rb¨) 

wb‡Kvk 

wb‡Kvk evsjv d›U evsjvq ‡jLvi Rb¨ eûj e¨eüZ GKwU d›U| GwU 2016 mvj ‡_‡K miKvix 

Ges K‡c©v‡iU ms¯’v¸wji Rb¨ Awdwmh ়vj d›U| dj¯^iƒc, GwU GLb mg¯Í wWfvB‡mi Rb¨ Av`k© 

evsjv d›U| GwU evsjv‡`‡ki wbe©vPb Kwgkb Øviv ‰Zwi Kiv n‡q‡Q| Awd‡mi A‡bK Kg©x Zv‡`i 

wWfvB‡m wb‡Kvk evsjv d›U e¨envi K‡i‡Qb| evsjv wMøcm wWRvBb K‡i‡Qb ‡RvIqv` KvRx, Awg 

AvRv`, Ges ‡gvRv‡¤§j miKvi| wb‡Kvk evsjv d›UwU wµ‡qwUf KgÝ jvB‡m‡Ýi k‡Z© ‰Zwi Kiv 

n‡q‡Q| 

weRq BDwb‡KvW 
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evsjvq eB c«Kvkbvi ‡‣‡Î ‡hgb ANSII-wfwËK weRq d‡›Ui e¨envi GLbI me©vwaK c«PwjZ, 

‡ZgbB AbjvB‡b evsjvq ‡jLv‡jwLi Rb¨ eZ©gv‡b BDwb‡KvW wfwËK evsjv d‡›Ui weKí fvev 

hvq bv| ZvB hviv evsjvq ‡jLv‡jwL K‡ib, bvbv c«‡qvR‡b Zv‡`i evsjv ‡jLvwU BDwb‡KvW ‡_‡K 

weR‡q wKsev weRq ‡_‡K BDwb‡Kv‡W iƒcvšÍi Ki‡ZB nq|    
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‡mjd ‡PK-1 

cÖwkÿbv_©x‡`i Rb¨ wb‡`©kbv t- 

Dc‡iv³ Bbdi‡gkb kxU cvV K‡i wb‡Pi cÖkœ¸‡jvi DËi wjL-  

AwZ mswÿß cÖkœ-  

1.cÖkœ:- IqvW© cÖ‡mmi Kx ai‡bi mdUIq¨vi?  

DËi:-  

2. cÖkœ:- gvB‡µvmdU IqvW©  wK?  

DËi:-  

3. cÖkœ:-wjweª Awdm †Kv_vq e¨eüZ nq?  

DËi:-  

4. cÖkœ:- Kgv‡Ûi gva¨‡g gvB‡µvmdU IqvW© cÖ‡mmi Pvj Ki‡Z ivb DB‡Ûv‡Z wK wjL‡Z nq?  

DËi:-  

5. cÖkœ:- gvB‡µvmdU IqvW© WKz‡g›U Gi dvBj G•‡Ubkb wK?  

DËi:-  

mswÿß cÖkœ -  

6. cÖkœ:- wZbwU IqvW© cÖ‡mmi Gi bvg wjL?  

DËi:-  

7. cÖkœ:- DB‡ÛvR wK?  

DËi:-  

8. cÖkœ:- ¸Mj WK&m wK?  

DËi:-  

eûwbe©vPbx cÖkœ:  

9. cÖkœ: wb‡Pi †KvbwU IqvW© cÖ‡mmi bq?  

(K) I‡cb Awdm  (L) Awdm wfmZv (M) Iwdm 2016 (N) IqvW© cvi‡d±|  

DËi:-  

10. cÖkœ: wb‡Pi †KvbwU IqvW© cvi‡d± IqvW© cÖ‡mmi Gi dvBj G•‡UÝb?  

(K) .doc  (L) .docx (M) .wpd  (N) .wps 

DËi:-  

11. cÖkœ: WweøD wc Gm (wps) Awdm wK?  

(K) IqvW© cÖ‡mmi  (L) IqvW©  cvi‡d±  (M) Acv‡iwUs wm‡÷g (N) MÖvwdKm mdUIq¨vi|  

DËi:-  

12. cÖkœ: weRq 52 wK?  

(K) evsjv †jLvi mdUIq¨vi (L) Bs‡iwR †jLvi mdUIq¨vi (M) wm‡÷g mdUIq¨vi (N) Gw›UfvBivm  

DËi:-  
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DËicÎ-1 

AwZ mswÿß cÖkœ-  

1. DËi:- IqvW©  cÖ‡mmi n‡”Q A¨vwcø‡Kkb mdUIq¨vi  

2. DËi:- IqvW©  cÖ‡mmi mdUIq¨vi| 

3. DËi:- wjbv• Acv‡iwUs wm‡÷g G| 

4. DËi:- winword 

5. DËi:- .docx 

mswÿß cÖkœ -  

6. DËi:- gvB‡µvmdU IqvW©, wjweª Awdm, ¸Mj WK&m|  

7. DËi:- DB‡ÛvR GK ai‡bi Acv‡iwUs wm‡÷g mdUIq¨vi| 

8. DËi:- ¸Mj WK&m n‡”Q GKwU AbjvBb wfwËK IqvW©  cÖ‡mmi|  

eûwbe©vPbx cÖkœ:  

9. DËi:- (L) Awdm wfmZv 

10. DËi:- (M) .wpd  |  

11. DËi:- (K) IqvW©  cÖ‡mmi   

12. DËi:- (K) evsjv †jLvi mdUIq¨vi  
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শ঱খনপর - 2 (Learning Outcome): WKy‡g›U ˆZwi I dig¨vU Ki‡Z cvi‡e| 

 

 শফলয়ফস্তু (Contect): 

1. WKz‡g›U ‰Zwi Kiv I Kvw․LZ †jv‡Kk‡b dvBj †mf Kivi c×wZ 

2. B›Uvi‡dm †mU Kivi c×wZ  

3. †cR †jAvDU †mU Kivi ঩দ্ধশি  

4. Kb‡U›U BbmvU Kivi ঩দ্ধশি 

5. †eªK Acmb e¨envi Kivi ঩দ্ধশি 

6. K‡›U›U di‡gwUs Kivi ঩দ্ধশি 

মূল্যায়ন ভানদন্ড (Assessment Criteria): 

1. WKz‡g›U ‰Zwi Kivi Rb¨ bZzb dvBj wb‡Z I Kvw․LZ †jv‡Kk‡b dvBj †mf Ki‡Z m‣g n‡q‡Q | 

2. Kv‡Ri cª‡qvRb Abyhvqx B›Uvi‡dm †mU Ki‡Z m‣g n‡q‡Q|  

3. ‡¯úwmwd‡Kkb Abyhvqx †cR †jAvDU †mU Ki‡Z m‣g n‡q‡Q| 

4. Kv‡Ri cª‡qvRb Abyhvqx Kb‡U›U BbmvU© Ki‡Z m‣g n‡q‡Q| 

5. cª‡qvRb Abyhvqx †eªK Acmb e¨envi Ki‡Z m‣g n‡q‡Q| 

6. BÝ÷ªvKkb Abyhvqx K‡›U›U di‡gwUs Ki‡Z m‣g n‡q‡Q| 

 ঱িগাফরী (Conditions): 

কানেয ঳ভয় শ঱ক্ষার্থীনক ঄ফশ্যআ শনননাক্ত শফলয়গুনরায ব্যফস্থা কযনি ঴নফ: 

১. প্রকৃি কভ গনক্ষত্র ঄র্থফা প্রশ঱ক্ষণ ঩শযনফ঱ 

২. শ঩শ঩আ, ঳যঞ্জাভ ও উ঩কযণ 

৩. মন্ত্র঩াশি 

শ঱ক্ষা উ঩কযণ (Learning Materials): 

১. ফআ, ম্যান্যযয়ার 

২. ভশিউর / রযপানযন্স 

৩. শ঳শফএরএভ 

৪. ঴যান্ডঅউট঳ 

৫. ল্যা঩ট঩ 

৬. ভাশিশভশিয়া রপ্রানেক্টয 

৭. র঴ায়াআট রফাি গ ও ভাকগায 

৮. আন্টাযননট পযাশ঳শরটি঳ 

৯. কাগে 

১০. করভ 
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শ঱খন কাম গক্রভ (Learning Activity) 

এআ শ঱খন পর ঄েগননয রনক্ষয শ঱খন পনর শ঱খন পনর ঄ন্তর্ভ গক্ত শফলয় ফস্তু এফং কভ গক্ষভিা ভানদণ্ড ঄েগননয েন্য শনন 

ফশণ গি শননফশণ গি কাম গক্রভগুনরা ঩ম গায়ক্রনভ ঳ম্পাদন কযনি ঴নফ কাম গক্রভগুনরায েন্য ঩ানে ফশণ গি শযন঳া঳ গ ঳মূ঴ 

ব্যফ঴ায কযনি ঴নফ। 

 রাশন গং এশক্টশবটি঳ (Learning Activities) 

(শ঱খন কাম গক্রভ) 

Resources / Special instructions 

(শযন঳া঳ গ / শফন঱ল শননদ গ঱) 

 

 এআ ভশিউরটিয ব্যফ঴ায শননদ গশ঱কা ঄ন্য঳যণ 

কযনি ঴নফ 

 শননদ গশ঱কা ঩ড়নি ঴নফ। 

 আনপনভ গ঱ন ঱ীট ঩ড়নি ঴নফ  আনপযনভ঱ন ঱ীট 2.১ 

 র঳রপ রেক ঱ীনট প্রনদয় প্রশ্নগুনরায উত্তয প্রদান 

কযনি ঴নফ এফং প্রদত্ত উত্তয ঩নত্রয ঳ানর্থ উত্তয 

শভশরনয় শনশিি ঴নি ঴নফ 

 র঳রপ রেক 2.১ এফং উত্তয঩ত্র 2.১ 
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Bbdi‡gkb wkU t 2.1-1 

wkLb D‡Ïk¨ t 

GB Bbdi‡gkb wkUwU covi ci Avgiv Kx-‡ev‡W©i cwiwPwZ, e¨envi I Kx-‡ev‡W©i gva¨‡g WKz‡g‡›U Aÿi 

UvBc Kiv wkL‡ev| 

2.1-1 WKz‡g›U ‰Zwi Kiv t 

WKz‡g›U ˆZwi Ki‡Z n‡j cÖ_‡g Kx‡ev‡W©i gva¨‡g †U•U UvBc Ki‡Z nq| WKz‡g‡›U Aÿi ev K¨v‡i±vi UvBc 

Kivi Rb¨ Avgiv Kx-‡evW© e¨envi K‡i _vwK| wb‡P GKwU Kx-‡ev‡W©i †j-AvDU mn wewfbœ Kx Gi e¨envi ebb©v 

Kiv n‡jv| 

wPÎ (Figure) t 

 

 

dvskb Kx (Function key) t   

Kx-‡ev‡W©i F1 †_‡K F12 ch©šÍ Kx †K dvskb Kx e‡j| mdUIq¨vi †f‡` ev Gbfvqib‡g›U ‡f‡` dvskb Kx 

¸‡jvi e¨envi Avjv`v n‡q _v‡K| †hgb-  

IqvW© Gi B›Uvi‡d‡m _vKv Ave ’̄vq F1 evUb Pvc‡j gvB‡µvmdU IqvW© Gi †njc (Help) DB‡Ûv Av‡m| 

1. Ctrl + Alt + F2 Pvc‡j I‡cb WvqvjM e• Av‡m 

2. Ctrl + F2 Pvc‡j wcÖ›U wcÖwfD DB‡Ûv Av‡m| 
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3. ‡U•U †K wm‡j± Shift + F3 Pvc‡j †U¯‹U Avcvi †KBP, †jvqvi †KBP I IqvW© Gi cÖ_g Aÿi eo 

nv‡Zi nq| F4 evUb Pvc‡j last KgvÛwU Gw·wKDU nq| 

4. F5 Pvc‡j Go To Wvqv‡jvM e• wWm‡cø K‡i|  

5. F7 Pvc‡j w¯úwjs WvqvjM e• Av‡m| 

6. F8 Pvc‡j wm‡jKkb ev Gi mv‡_ A¨v‡iv Kx †K †UvMj K‡i wm‡jKkb G•‡UÛ K‡i| 

7. F9 Kv‡i›U wm‡jKkb Gi wdì †KvW‡K Avc‡WU K‡i| 

8. F10 Gi gva¨‡g wieb mU©KvU© Kx Gi wWm‡cø †K UMj K‡i|  

9. F11 ‡b•U wd‡ì gyf K‡i|  

10. F12 Pvc‡j †mBf A¨vm WvqvjM e• Av‡m| 

GQvov wkdU, K‡›Uvj, AjUvi BZ¨vw` gwWdvqvi Kx ¸‡jv wewfbœ D‡Ï‡k¨ e¨eüZ nq| 

GLb Avgiv wKQz m¨v¤új †U•U UvBc Ki‡ev Ges gvB‡µvmdU Iqv‡W©i wewfbœ U¨ve I wieb m¤ú‡K© Av‡jvPbv 

Ki‡ev| 

wPÎ (Figure) t 

 

cÖ_‡g Avgiv †nvg wieb wb‡q Av‡jvPbv Ki‡ev| †nvg U¨ve Gi Aax‡b wK¬c‡evW©, d›U, c¨vivMÖvd ÷vBj I 

GwWwUs †mKkb wb‡q †nvg wieb MVb nq| GLb Avgiv cÖ‡Z¨KwU †mKkb Avjv`v Avjv`v fv‡e Gi e¨envi mn 

†`L‡ev| 

BbmvU© U¨ve Gi gva¨‡g Avgiv Kfvi †cBR, eøvsK †cBR, †cBR †eªBK, †Uwej, wcKPvi, ‡mBc, ¯§vU© AvU©, 

PvU©, K‡g›Um, †nWvi, dzUvi, †cBR bv¤^vi, †U•U e•, IqvW© AvU© Wªc K¨vc, wmM‡bPvi jvBb, †WBU GÛ 

UvBg, BKz‡qkb, wm¤^j BZ¨vw` mshy³ Ki‡Z cvwi| 
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wK¬c‡evW© (Clipboard) t  

 wPÎ (Figure) t 

K¬xc‡evW© †mKk‡b Kwc, †c›U, KvU I 

dig¨vU †cB›Uvi BZ¨vw` Acv‡ikb ¸‡jv 

i‡q‡Q|  

 

 

Kwc Ackb Gi e¨envi (Use of Copy) t   

†Kvb †U•U UvBc Kivi ci H †U•U Gi ûeyû GKUv cÖwZwjwc `iKvi n‡j Kwc Kgv‡Ûi `iKvi nq| †U•U 

wU‡K wm‡j± K‡i gvD‡mi Dci ivBU evU‡b †cÖm K‡i Kwc Kgv‡Û wK¬K Ki‡Z nq| GQvov Kx‡evW© mU©KvU© Gi 

gva¨‡gI Kwc Kiv hvq| Copy Kivi wK‡evW© KgvÛ n‡”Q Ctrl+C 

wPÎ 

(Figure) 

t 

 

Kv‡Ri 

avc t 

1. cÖ

_‡g †h 

†U•U wU 

Kwc 

Ki‡Z n‡e †mUv‡K wm‡j± Ki‡Z n‡e| 

2. Gici H wm‡j±K…Z †U•U Gi Dci gvDm Gi ivBU evUb †cÖm Ki‡Z n‡e| 

3. Gici bZzb DB‡Ûv †_‡K Copy AckbwU wm‡j± Ki‡Z n‡e| 

4. GQvov Kx‡evW© mU©KvU© Gi gva¨‡gI Kwc Kiv hvq| Copy Kivi wK‡evW© KgvÛ n‡”Q Ctrl+C 
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‡c÷ Gi e¨envi (Use of Paste) t  

Kwc Kiv †U•U wU†K Ab¨ †Kvb dvKv RvqMvq gvDm Kvm©i †i‡L †có KgvÛ 

w`‡Z nq| d‡j H †U•U Gi ûeyû GKwU cÖwZwjwc ˆZwi nq| †có KgvÛ 

†`Iqvi Rb¨ gvD‡mi Dci ivBU evUb G wK¬K K‡i †có KgvÛwU wm‡j± 

Ki‡Z nq| GQvov Kx‡evW© mU©KvU© Gi gva¨‡gI †có Kiv hvq| Paste Gi 

wK‡evW© KgvÛ n‡”Q Ctrl+V  

 

wPÎ (Figure) t 

 

Kv‡Ri avc t 

1. ‡c÷ KgvÛ wU e¨envi Ki‡Z n‡j wbw ©̀ó hvqMvq Kvm©i †i‡L gvDm Gi ivBU evUb †cÖm Ki‡Z 

n‡e| 

2. Gici bZzb DB‡Ûv †_‡K Paste AckbwU wm‡j± Ki‡Z n‡e| 

3. GQvov Kx‡evW© mU©KvU© Gi gva¨‡gI Paste Kiv hvq| Paste Kivi wK‡evW© KgvÛ n‡”Q Ctrl+V 
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dig¨vU †cB›Uvi Gi e¨envi (Format Painter) t 

dig¨vU †cB›Uvi gvB‡µvmdU IqvW© Gi GKwU ¸iæZ¡c~Y© Uzj&m| GB Uzj Gi gva¨‡g Avgiv †Kvb GKwU †U•U 

†_‡K mg¯Í A¨vwUªweDU ¸‡jv Ab¨ †Kvb †U•U G e¨envi Ki‡Z cvwi| 

wPÎ (Figure) t 

  

 

Dc‡ii wP‡Î dig¨vU ‡cB›Uvi (Format Painter) Gi e¨envi †`Lv‡bv n‡q‡Q|  

Kv‡Ri avc t 

1 dig¨vU †cB›Uvi (Format Painter) e¨envi Ki‡Z n‡j cÖ_‡g †h †U•U †_‡K A¨vwUªweDU (attribute) ¸‡jv 

wb‡Z n‡e gvD‡mi Kvm©i c‡q›U‡K cÖ_‡g J †jv‡Kk‡b ivL‡Z n‡e| 

2 Zvici dig¨vU ‡cB›Uvi (Format Painter) Gi Dci gvDm Gi †jdU evUb †cÖm Ki‡j gvDm c‡q›Uvi wU 

dig¨vU †cB›Uvi (Format Painter) Gi Uzj G cwibZ nq A_©vr dig¨vU †cB›Uvi Uzj BbGej (enable) 

nq| 

3 ZLb gvD‡mi c‡q›Uvi wU‡K Uv‡M©‡UW (targeted) †U•U Gi Dci gvDm WªvM K‡i wm‡j± Ki‡Z nq|     
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WKz‡g›U †mBf Kiv (Save Document) t 

WKz‡g›U †mBf Kiv Ab¨Zg ¸iæZ¡cyY© GKUv welq| cÖ‡qvRbxq †Kvb WKz‡g›U ˆZwi Ki‡Z n‡j cÖ_‡gB WKz‡g›U 

wU‡K †mBf K‡i †bIqv DwPZ| Zv bv n‡j †h †Kvb gyn~‡Z¡© Kw¤úDUv‡ii cvIqvi e¨vKAvc eÜ n‡q †M‡j ev 

mdUIq¨vi Gi mgm¨vi Kvi‡b eÜ n‡q †M‡j J WKz‡g›UwU b÷ n‡q hvq| ZvB Av‡M WKy‡g›U †K †mBf K‡i 

wb‡Z n‡e|  wb‡Pi wP‡Î WKz‡g›U †mBf Kivi c×wZ †`Lv‡bv n‡jv | 
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WKz‡g›U †mBf Ki‡Z n‡j cÖ_‡g dvBj U¨ve G wK¬K Ki‡Z n‡e| Zvici bZzb DB‡Ûv †_‡K †mBf A¨vm evU‡b 

wK¬K Ki‡Z n‡e| Gi ci †mBf A¨vm WvqvjM e• †_‡K †Kvb †jv‡Kkb G dvBj wU ivLv n‡e †mB †jv‡Kkb 

wVK K‡i w`‡Z n‡e| G mgq dvB‡ji cÖ‡qvRbxq bvg wVK K‡i w`‡Z nq| †Lqvj ivL‡Z nq WKz‡g‡›Ui dvBj 

G•‡Ubkb ev dvBj UvBc †hb wVK _v‡K| Acv‡iwUs wm‡÷g G evB wWdë dvBj G•‡Ubkb nvBW Kiv _v‡K| 

GQvov KzBK GK‡mm Uzjevi ‡_‡K †mBf evU‡bi Dci wK¬K Ki‡jI †mBf A¨vm WvqvjM e• wU Av‡m| Kx‡evW© 

†_‡K K‡›Uªvj + Gm Ctrl + S Pvc‡jI †mBf A¨vm WvqvjM e• wU Av‡m| A_©vr wewfbœ Dcv‡q Avgiv IqvW© 

WKz‡g›U‡K †mBf Ki‡Z cvwi| 

 

Kv‡Ri avc: 

1. cÖ_‡g dvBj †_‡K †mBf A¨vm Ackb Gi Dci wK¬K Ki‡Z n‡e| 

2. Gici †mBf A¨vm WvqvjM e• Avm‡e| 

3. cÖ‡qvRbxq WªvBf †jv‡Kkb wm‡j± Ki‡Z n‡e| 

4. dvBj Gi bvg UvBc Ki‡Z n‡e| 

5. Gici †mBf evUb †cÖm Ki‡Z n‡e|  
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‡mjd ‡PK-2 

cÖwkÿbv_©x‡`i Rb¨ wb‡`©kbv t- 

Dc‡iv³ Bbdi‡gkb kxU cvV K‡i wb‡Pi cÖkœ¸‡jvi DËi wjL-  

AwZ mswÿß cÖkœ-  

1.cÖkœ:- †jdU, †m›Uvi, ivBU I Rvw÷dvB GB Ackb ¸‡jv‡K wK e‡j?  

DËi:-  

2. cÖkœ:- ‡U•U nvBjvBU Kvjvi Gi KvR wK?  

DËi:-  

3. cÖkœ:-gvB‡µvmdU IqvW© G Kx‡evW© †_‡K F7 Pvc‡j wK N‡U?  

DËi:-  

4. cÖkœ:- gvB‡µvmdU IqvW© G Kx‡evW© †_‡K F12 Pvc‡j wK N‡U??  

DËi:-  

5. cÖkœ:- gvB‡µvmdU IqvW© G Kx‡evW© †_‡K Ctrl + F12 Pvc‡j wK N‡U??  

DËi:-  

mswÿß cÖkœ -  

6. cÖkœ:- dig¨vU †cB›Uvi Gi KvR wK?  

DËi:-  

7. cÖkœ:- ‡U•U‡K †evì Kivi Kx‡evW© mU©KvU© KgvÛ wK?  

DËi:-  

8. cÖkœ:- Kx‡evW© †_‡K Ctrl + G Pvc‡j wK N‡U?  

DËi:-  

eûwbe©vPbx cÖkœ:  

9. cÖkœ: wb‡Pi †Kvb dvBj †_‡K gvB‡µvmdU IqvW© cÖ_g Pvjy nq?  

(K) Winword.exe     (L) Word.exe   (M) Msword.exe (N) Word2003.exe|  

DËi:-  

10. cÖkœ: wb‡Pi †KvbwU †cBR gvwR©b bq?  

(K) †jdU    (L) ivBU  (M) ‡m›Uvi   (N) Uc 

DËi:-  

11. cÖkœ: wb‡Pi †KvbwU d›U ÷vBj bq?  

(K) ‡evì    (L) BUvwjK     (M) ‡i¸jvi   (N) mycviw¯ŒÞ|  

DËi:-  

12. cÖkœ: ‡Kvb GKwU K¨v‡i±vi Gi wb‡P †eBR jvB‡b †QvU K‡i Av‡iKwU Aÿi wjLv‡K wK e‡j?  

(K) mycviw¯ŒÞ  (L) mvew¯ŒÞ   (M) AvDUjvBbW  (N) ‡iBRW  

DËi:-  
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DËicÎ-2 

AwZ mswÿß cÖkœ-  

1. DËi:- ‡U•U AvjvBb‡g›U  

2. DËi:- ‡U•U‡K nvBjvBU Kiv ev Avjv`vfv‡e †`Lv‡bv| 

3. DËi:- ‡¯új Ges Mª¥gvi †PK AckbwU Pvjy nq| 

4. DËi:- †mBf A¨vm WvqvjM e• wU Av‡m| 

5. DËi:- I‡cb WvqvjM e· wU Av‡m| 

mswÿß cÖkœ -  

6. DËi:- dig¨vU †cB›Uvi Gi gva¨‡g †Kvb GKwU †U•U G e¨eüZ mKj A¨vwUªweDU Ab¨ †Kvb †U•U G     

e¨envi Kiv hvq|  

7. DËi:-  Ctrl + B| 

8. DËi:- Ctrl + G Pvc‡j Go to DB‡Ûv Av‡m †mLvb †_‡K cÖ‡qvRbxq †cBR Gi bv¤^vi wU UvBc K‡i mivmwi 

J †cBR G hvIqv hvq| 

eûwbe©vPbx cÖkœ:  

9. DËi:-  (K) Winword.exe|   

10. DËi:- (M) ‡m›Uvi |  

11. DËi:- (N) mycviw¯ŒÞ| 

12. DËi:- (L) mvew¯ŒÞ| 
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Re kxU-2.1 

R‡ei bvg t IqvW© WKz‡g›U ‰Zwi Kiv I di‡gwUs Kiv |  

cvi‡mvbvj cÖ‡Uw±f BKzBc‡g›U t  

1) Pkgv  

2)  AvM©‡bvwgK †Pqvi  

hš¿cvwZ I DcKib t  

1) Kw¤úDUvi  

2) IqvW© cÖ‡mmi mdUIq¨vi  

Gw±wfwU t  

1) WKz‡g›U UvBc Ki‡Z n‡e|  

2) WKz‡g›U d›U †mU Ki‡Z n‡e|  

3) WKz‡g›U d›U mvBR cwieZ©b Ki‡Z n‡e|  

4) WKz‡g›U d›U mvBR †QvU ev eo Ki‡Z n‡e|  

5) WKz‡g‡›U wewfbœ ai‡bi †KBR Gi e¨envi Ki‡Z n‡e|  

6) WKz‡g‡›U †evì Gi e¨envi Ki‡Z n‡e|  

7) WKz‡g‡›U BUvwjK Gi e¨envi Ki‡Z n‡e|  

8) cÖ‡qvRbxq jvBb ev IqvW© †K AvÛvi jvBb Ki‡Z n‡e|  

9) WKz‡g‡›U óvBj Gi e¨envi Ki‡Z n‡e|  

10) WKz‡g‡›U mvew ¿̄Þ I mycvi w¯Œ‡Þ Gi e¨envi Ki‡Z n‡e|  

11) WKz‡g‡›U †U•U B‡d± hy³ Ki‡Z n‡e|  

12) WKz‡g‡›U †U•U nvBjvBU Kvjvi e¨envi Ki‡Z n‡e|  

13) WKz‡g‡›U d›U Kvjvi e¨envi Ki‡Z n‡e|  

14) WKz‡g‡›U †K¬qvi di‡gwUs e¨envi Ki‡Z n‡e|  

wb‡Pi m¨v¤új c¨vivMÖvdwU UvBc Ki I Bbdi‡gkb kxU AbymiY K‡i WKz‡g›UwU ‰Zwi Ki|  

Bangladesh Technical Education Board (BTEB) 
The Technical and Vocational Education and Training (TVET) sector in Bangladesh is now 

implementing the reform initiatives to strengthen training, assessment and certification. One of the 

reforms is developing Competency Standards that responds to the needs of the industry both local and 

international. 
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‡¯úwmwd‡Kkb kxU-1.2 

1) ‡W•Uc G †Zvgvi wb‡Ri bv‡g †dvìvi ‰Zwi Ki|  

2) Re kx‡U cÖ`Ë †U•U‡K cÖ_‡g IqvW© cÖ‡mmi Gi gva¨‡g UvBc Ki Ges (BTEB) bv‡g †mBf Ki|  

3) ‡U•U Gi d›U UvBg wbD †ivgvb wm‡j± Ki|  

4) c¨vivMÖvd Gi UvB‡Uj Gi d›U mvBR 16 |  

5) c¨vivMÖvd Gi UvB‡Uj‡K †evì, BUvwjK I AvÛvi jvBb Ki|  

6) c¨vivMÖvd Gi cÖ_g jvBb óªvBK‡_ªv e¨envi Ki|  

7) c¨vivMÖvd Gi †k‡l mvew¯ŒÞ I mycvi w¯ŒÞ e¨envi K‡i H2O I X
2
+Y

2
+z

2
 wjL|  

8) cÖ`Ë c¨ivMÖvd‡K Kwc K‡i wewfbœ ai‡bi d‡›Ui †KBm cwieZ©b K‡i †`LvI|  

9) c¨vivMÖv‡di wØZxq jvB‡b †U•U B‡d± Gi e¨envi †`LvI|  

10) c¨vivMÖv‡di Z…Zxq jvB‡b †U•U nvBjvBU Kvjvi e¨envi Ki|  

11) c¨vivMÖvd Gi UvB‡Uj Gi d›U Kvjvi wnmv‡e eøy Kvjvi e¨envi Ki|  
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Bbdi‡gkb wkU t 2.1-2 

wkLb D‡Ïk¨t  

GB Bbdi‡gkb wkUwU covi ci Avgiv WKz‡g›U G ey‡jU wjó (Bulet list), bv¤^vwis (Numbering), 

gvwë‡j‡ej wjó (Multi-level list), BbwµR Bb‡W›U (Increse Indent), wWwµR Bb‡W›U (Decrese Indent), 

A¨vjvBb‡g›U (Alignment), jvBb GÛ c¨vivMÖvd †¯úwms (Line and Paragraph spacing), †mwWs (Shading), 

†Uwej eWvi (Table border), mwU©s (Sorting) BZ¨vw` Gi e¨envi m¤ú‡K© Rvb‡ev|  

WKz‡g‡›U Kv÷gvBR †mwUsm Kivt 

ey‡jU wjó (Bullet list) t  

WKz‡g‡›Ui wKQz †U•U‡K A‡bK mgq ey‡jU AvKv‡i †`Lv‡bvi cÖ‡qvRb nq| †hgb wb‡Pi wP‡Î Kw¤ú‡UwÝ 

÷¨vÛvW© Gi BDwbU Ae Kw¤ú‡UwÝi wewfbœ Ask †`Lv‡Z ey‡jU wj÷ e¨envi Kiv n‡q‡Q| GQvov ey‡jU wj‡ó 

AviI K‡qK ai‡bi ey‡jU muvBb i‡q‡Q| cÖ‡qvR‡b Avgiv wewfbœ ai‡bi ey‡jU wjó e¨envi Ki‡Z cvwi| Avevi 

Avgiv PvB‡j wb‡Ri AuvKv †Kvb wWRvBb‡K ey‡jU muvBb wnmv‡e e¨envi Ki‡Z cvwi|  

wdMvi t 

 

Kv‡Ri avc: 

1. ey‡jU wj÷ e¨envi Ki‡Z n‡j cÖ_‡g †U•U †K wm‡j± Ki‡Z n‡e| 

2. Zvici ey‡jU wj÷ Ackb †_‡K cÖ‡qvRbxq ey‡jU AvB‡KvbwU wm‡j± Ki‡Z n‡e| 

3. G Qvov †PÃ wj÷ †j‡fj Gi gva¨‡g ey‡jU wj‡÷i †j‡fjI cwieZ©b Ki‡Z cvwi| 
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bv¤^vwis (Numbering) t  

WKz‡g‡›U bv¤̂vwis Gi e¨envi A‡bK MiæZ¡cyb©| †h †U•U G bv¤^vwis ‡mU Ki‡Z n‡e Zv wm‡j± K‡i bv¤^vwis 

dig¨vU wm‡j± Ki‡Z n‡e| gvB‡µvmdU IqvW© weë-Bb wKQz bv¤^vwis dig¨vU †W‡fjc K‡i †i‡L‡Q| Avgiv 

‡mLvb †_‡K wm‡j± K‡i wb‡Z cvwi| Avevi wWRvBb wbD bv¤^vi dig¨vU †_‡K B”Qv gZ bv¤^vi dig¨vU wWRvBb 

Ki‡Z cvwi| GQvov cÖ‡qvR‡b bv¤^vwis f¨vjy I †mU Kiv hvq| wb‡Pi wP‡Î bZzb bv¤^vi dig¨vU BbmvU© Kiv 

†`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t  
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gvwë‡j‡fj wjó (Multilevel list) t GB c×wZ‡Z Avgiv wj‡ói AvÛv‡i Avevi mve wjó Ki‡Z cvwi †hgb t  

1. XvKv 

2. ivRkvnx 

3. Lyjbv 

3.1. Kzwóqv 

3.2. PzqvWv½v  

3.2.1. AvjgWv½v 

3.2.2. PzqvWv½v m`i 

3.2.3. `vgoû`v 

3.3. wSbvB`n 

3.4. h‡kvi 

wb‡Pi wP‡Î gvwë‡j‡fj wjó ‡`Lv‡bv n‡jv|  

 wPÎ (Figure) t 
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BbwµR Bb‡W›U (Increase indent) t  

†Kvb GKwU †U•U ev c¨vivMÖvd‡K evg w`‡Ki gvwR©b †_‡K Wvbw`‡K miv‡bvi c×wZ‡K BbwµR Bb‡W›U e‡j|  

wb‡Pi wP‡Î BbwµR B‡Û›U Gi e¨envi †`Lv‡bv n‡q‡Q|  

wPÎ (Figure) t  

 

Kv‡Ri avc: 

1. cÖ_‡g cÖ‡qvRbxq †U•U‡K wm‡j± Kiv n‡q‡Q| 

2. Zvici c¨vivMÖvd †mKk‡bi BbwµR B‡Û›U AvB‡Kvb G wK¬K Kiv n‡q‡Q| 

3. GQvov †U•UwU wm‡j± K‡i wK‡evW© †_‡K U¨ve evUbwU †cÖm K‡iI Avgiv GB KvRwU Ki‡Z cvwi| 
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wWwµR Bb‡W›U (Decrease indent) t 

wWwµR B‡Û›U n‡”Q BbwµR B‡Û›U Gi wifvm© Acv‡ikb| A_©vr wWwµR Bb‡W›U A¨vcøvB Kiv n‡j †mUv cybivq 

evg gvwR©b Gi w`‡K wd‡i Avm‡e| wP‡Î wØZxq c¨vivMÖv‡di wb‡Pi As‡k wWwµR B‡Û›U Gi e¨envi †`Lv‡bv 

n‡q‡Q| 

 

wPÎ (Figure) t  

 

 

Kv‡Ri avc: 

1. wWwµR B‡Û›U e¨envi Ki‡Z n‡jI †U•U wU Av‡M wm‡j± Ki‡Z n‡e| 

2. Zvici wWwµR B‡Û›U AvB‡Kv‡b wK¬K Ki‡Z n‡e| 

3. wK‡ev‡W©i gva¨‡g Avgiv wWwµR B‡Û›U Gi KvR Ki‡Z cvwi| 

4. †m †ÿ‡Î †U•UwU‡K wm‡j± K‡i wK‡evW© †_‡K wkdU + U¨ve evUb GKmv‡_ †cÖm Ki‡Z n‡e| 
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Sort: GB Ackb Gi gva¨‡g Kv‡i›U wm‡jKkb A_ev wm‡j±K…Z ‡U•wU A¨vjdv‡ewUK¨vj A_ev wbD‡gwiK¨vj 

µg Abyhvqx mw¾Z Kiv hvq| miwUs `yB ai‡bi nq †hgb A¨v‡mwÛs I wW‡mwÛs AWvi|  

A¨v‡mwÛs AW©vi (Asscending order) t 

‡Kvb †U•U ev c¨vivMÖvd †K wm‡j± K‡i mU© Ackb †_‡K A¨v‡mwÛs AWvi Ack‡b wK¬K Ki‡j 

A¨vjdv‡ewUK¨vwj A Uz z AvKv‡i mw¾Z nq| wb‡Pi wP‡Î d¨vwgwi †g¤̂vi Gi cÖ_g eøKwU G‡jv‡g‡jv fv‡e ivLv 

Av‡Q| GLv‡b cÖ_‡g e`i DÏxb Zvici Avw¤^qv LvZzb Av‡Q| w`&¦Zxq eøK Gi Dci hLb A¨v‡mwÛs AW©vi cÖ‡qvM 

Kiv n‡q‡Q ZLb A¨vjdv‡ewUK¨vj µgvbymv‡i Avw¤̂qv LvZzb Dc‡i Zvici e`i DÏxb bvgwU G‡m‡Q| A_©vr A, 

B, C µgvbymv‡i n‡q‡Q|  

 

wPÎ (Figure) t 

 

 

 

 

 

 

 

 

 

 

 

 

 

Kv‡Ri avc: 

1. cÖ_‡g †U•UwU‡K wm‡j± Ki‡Z n‡e| 

2. Gici mU© Ackb Gi Dci wK¬K Ki‡Z n‡e| 

3. A¨v‡mwÛs AW©vi wm‡j± K‡i I‡K evUb †cÖm Ki‡Z n‡e| 
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wW‡mwÛs AW©vi (Descending order) t 

‡Kvb †U•U ev c¨vivMÖvd †K wm‡j± K‡i mU© Ackb †_‡K wW‡mwÛs AW©vi Ack‡b wK¬K Ki‡j 

A¨vjdv‡ewUK¨vwj z Uz A AvKv‡i mw¾Z nq| wW‡mwÛs AW©vi n‡”Q A¨v‡mwÛs AW©v‡ii wecixZ Acv‡ikb| 

A_©vr A¨v‡mwÛs AW©vi G A to Z AvKv‡i mw¾Z nq Acic‡ÿ wW‡mwÛs AW©vi G Z to A AvKv‡i mw¾Z nq| 

wP‡Î d¨vwgwj †g¤^vi Gi wZb bs eø‡K mvBd DÏxb bvgwU mevi Dc‡i D‡V †M‡Q| 

 

wPÎ (Figure) t 

 

 

Kv‡Ri avc: 

1. cÖ_‡g †U•UwU‡K wm‡j± Ki‡Z n‡e| 

2. Gici mU© Ackb Gi Dci wK¬K Ki‡Z n‡e| 

3. wW‡mwÛs AW©vi wm‡j± K‡i I‡K evUb †cÖm Ki‡Z n‡e| 
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†U•U A¨vjvBb‡g›U (Text Alignment) t 

†U•wU A¨vjvBb‡g›U n‡”Q †Kvb †U•wU ev c¨vivMÖvd‡K †jdU gvwR©b ev ivBU gvwR©b Abyhvqx mw¾Z Kiv|  

‡jdU A¨jvBb‡g›U (Left Alignment) t 

‡jdU A¨jvBb‡g›U n‡”Q †Kvb †U•U ev c¨vivMÖvd‡K ‡jdU gvwR©b Gi Dci w`‡q mw¾Z Kiv| mvaviYZ †Kvb 

†U•U ev c¨vivMÖvd Gi cÖ‡Z¨KUv jvBb‡K evg w`‡Ki GKB gvwR©b ‡_‡K ïiæ Kiv‡K †jd&U A¨jvBb‡g›U ejv 

nq| gvB‡µvmd&U Iqv‡W© evB-wWdë †jd&U A¨jvBb‡g›U †mU Kiv _v‡K| wb‡Pi wP‡Î †jd&U A¨jvBb‡g›U Gi 

e¨envi †`Lv‡bv n‡q‡Q| 

 

wPÎ (Figure) t 

 

 

Kv‡Ri avc: 

1. cÖ_‡g †U•UwU‡K wm‡j± Ki‡Z n‡e| 

2. Gici ‡jd&U A¨vjvBb‡g›U Ackb Gi Dci wK¬K Ki‡Z n‡e| 

3. GQvov †U•U ‡K wm‡j± K‡i Kx‡evW© †_‡K Ctrl + L evUb †cÖm Ki‡j ‡jd&U A¨vjvBb‡g›U †mU n‡e| 
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ivBU A¨vjvBb‡g›U (Right Alignment) t 

ivBU A¨vjvBb‡g›U n‡”Q †Kvb †U•U ev c¨vivMÖvd‡K ivBU gvwR©b Gi Dci w`‡q mw¾Z Kiv| ivBU gvwR©b 

e¨envi Kiv nq mvaviYZ †Kvb †U•U‡K Wvb w`‡K ivLvi Rb¨| †m‡ÿ‡Î c¨vivMÖvd Gi cÖ‡Z¨KUv jvBb Wvb w`K 

†_‡K GKB gvwR©b Gi Dci _v‡K| †Uwe‡j †Kvb WvUv Gw›Uª Ki‡j A_v©r msLv Gw›Uª Ki‡j mvaviYZ Wvb w`‡K 

A_©vr Wvb A¨vjvBb‡g‡›U ivLv nq| 

 

wPÎ (Figure) t 

 

Kv‡Ri avc: 

1. cÖ_‡g †U•UwU‡K wm‡j± Ki‡Z n‡e| 

2. Gici ivBU A¨vjvBb‡g›U Ackb Gi Dci wK¬K Ki‡Z n‡e| 

3. GQvov †U•U ‡K wm‡j± K‡i Kx‡evW© †_‡K Ctrl + R evUb †cÖm Ki‡j ivBU A¨vjvBb‡g›U †mU n‡e| 
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‡m›Uvi A¨vjvBb‡g›U (Center Alignment) t 

‡m›Uvi A¨vjvBb Gi gva¨‡g †U•U ev c¨vivMÖvdwU †m›Uªvwj A¨vjvBbW nq| ‡m›Uvi A¨vjvBb‡g›U n‡”Q c¨vivMÖvd 

ev †U•U‡K gvS eivei ivLv| wP‡Î c¨vivMÖvd Gi Dci †m›Uvi A¨vjvBb‡g›U e¨envi Kiv n‡q‡Q| mvaviYZ 

†Uwe‡ji UvB‡Uj wdì ¸‡jv ev †Kvb c¨vivMÖvd Gi UvB‡Uj‡K †m›Uvi A¨vjvBb‡g‡›U ivLv nq| 

 

wPÎ (Figure) t 

 

 

 

Kv‡Ri avc: 

 

1. cÖ_‡g †U•UwU‡K wm‡j± Ki‡Z n‡e| 

2. Gici ‡m›Uvi A¨vjvBb‡g›U Ackb Gi Dci wK¬K Ki‡Z n‡e| 

3. GQvov †U•U ‡K wm‡j± K‡i Kx‡evW© †_‡K Ctrl + E evUb †cÖm Ki‡j ‡m›Uvi A¨vjvBb‡g›U †mU n‡e| 
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Rvw÷dvB (Justify) t 

Rvw÷dvB Gi gva¨‡g Left I Right Dfq gvwR©b Gi Dci w`‡q mw¾Z Kiv nq| Rvw÷dvBW Gi gva¨‡g †U•U 

ev c¨vivMÖvdwU †jd&U ev ivBU Dfq w`‡KB fvwU©K¨vwj GKB A¨vjvBb‡g‡›U _v‡K| mvaviYZ c¨vivMÖvd Gi †ÿ‡Î 

Rvw÷dvB AckbwUB e¨envi Kiv nq| wb‡Pi wP‡Î Rvw÷dvB Gi e¨envi †`Lv‡bv n‡q‡Q| 

 

wPÎ (Figure) t 

 

 

Kv‡Ri avc: 

1. †jLvi ïiæ‡ZB Rvw÷dvB AckbwU wm‡j± K‡i wb‡j c¨ivMÖvdwU Rvw÷dvBW n‡e| 

2. ZvQvov ‡U•U ev c¨vivMÖvd UvBc Kiv †k‡lI Avgiv c¨ivMÖvd ‡K Rvw÷dvB Ki‡Z cvwi|  

3. †m‡ÿ‡Î cª_‡g c¨vivMªvdwU wm‡j± Ki‡Z n‡e|  

4. Zvici Rvw÷dvwB Ack‡bi Dci gvDm wK¬K Ki‡Z n‡e| 

5.  GQvov †U•U ‡K wm‡j± K‡i Kx‡evW© †_‡K Ctrl + J evUb †cÖm Ki‡j Rvw÷dvB A¨vjvBb‡g›U †mU 

n‡e| 

  



 

‡KvW: ITCO1011A1 Acv‡iU IqvW© cÖ‡mwms A¨vwcø‡KkY 
Dbœq‡bi ZvwiL:  

15-04-2019 

ms¯‹i‡bi ZvwiL:  

২২-০২-২০২৩ 
c„ôv 80 Gi 282 

 

jvBb †¯úwms (Line Spacing) t  

A‡bK mgq GK jvBb †_‡K Ab¨ jvBb A_©vr `yBUv jvBb Gi gvSLv‡b duvKv ’̄vb (Space) ivLvi cÖ‡qvRb nq| 

`yBUv jvB‡bi GB ga¨eZ©x dvKv ’̄vb‡K jvBb †¯úwms (Line Spacing) e‡j| jvB‡b A_ev c¨vivMÖvd Gi 

gvSLv‡b wewfbœ fv‡e †¯úm A¨vW (Add) A_ev (Remove) wigyf Kiv hvq| jvBb †¯úwms (Line Spacing) 

c¨vivMÖvd Gi Ab¨Zg GKwU Ask †Kvb †Kvb mgq c¨vivMÖvd Gi `yBUv jvB‡bi gvSLv‡b GKUz †ewk duvKv ’̄vb 

(Space) ivLvi cÖ‡qvRb nq| gvB‡µvmdU Iqv‡W© evB wWdë 1.0 c‡q›U jvBb †¯úwms (Line Spacing) _v‡K| 

wP‡Îi gva¨‡g wb‡P Zv eb©bv Kiv nj|  

wPÎ (Figure) t 

 

 

Kv‡Ri avc: 

1. jvBb †¯úwms (Line Spacing) Kg ev †ewk Ki‡Z n‡j   cÖ_‡g AvuBKb G wK¬K K‡i Wªc 

WvDb wj÷ †_‡K cÖ‡qvRbxq †¯úm mvBRwU wm‡j± K‡i wb‡Z nq| 

2. GQvov c¨ivMÖvd WvqvjM e· jvÝvi Gi Dci wK¬K Ki‡j bZzb DB‡Ûv Avm‡e †mLvb †_‡K cÖ‡qvRb gZ 

†¯úm wm‡j± K‡i wb‡Z n‡e| 

  



 

‡KvW: ITCO1011A1 Acv‡iU IqvW© cÖ‡mwms A¨vwcø‡KkY 
Dbœq‡bi ZvwiL:  

15-04-2019 

ms¯‹i‡bi ZvwiL:  

২২-০২-২০২৩ 
c„ôv 81 Gi 282 

 

c¨vivMÖvd †¯úwms (Paragraph Spacing) t 

`yBwU c¨vivMÖvd Gi gvSLv‡b dvKv hvqMv †Zwi Kiv‡K c¨vivMÖvd †¯úwms e‡j| c¨vivMÖvd †¯úwms Gi gva¨‡g 

`yBUv c¨vivMÖvd Gi gvSLv‡b †¯úm A¨vW (Add) ev wigyf (Remove) Kiv nq| Add space before paragraph 

or add space after paragraph Gi gva¨‡g c¨vivMÖvd Gi Dc‡i ev wb‡P †¯úm ms‡hvM Kiv nq| Remove space 

before paragraph or remove space after paragraph Gi gva¨‡g c¨vivMÖvd Gi Dc‡i ev wb‡P †¯úm wigyf Kiv 

nq| 

 

Kv‡Ri avc: 

1. cÖ_‡g c¨vivMÖvdwU‡K wm‡j± Ki‡Z n‡e| 

2. Gici Line and Paragraph spacing Ackb †_‡K cÖ‡qvRxq AckbwU wm‡j± Ki‡Z n‡e| 

3. GQvvov c¨vivMÖvd WvqvjM e• jvÝvi Gi Dci wK¬K Ki‡Z n‡e 

4. ZLb bZzb DB‡Ûv Avm‡e|‡mLvb †_‡K cÖ‡qvRb gZ †¯úm A¨vW A_ev wigyf Ki‡Z n‡e| 
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‡mwWs (Shading) t 

†U•U Gi wcQ‡bi As‡k A_©vr e¨vKMÖvD‡Û †Kvb Kvjvi mshy³ Kiv‡K †mwWs (Shading) e‡j| A‡bK mgq 

wewfbœ ai‡bi †U•U‡K Avjv`v K‡i ‡evSv‡Z Avjv`v is e¨envi Kiv nq| A_ev WKz‡g›U‡K AvKl©bxq K‡i 

Zzj‡ZI A‡bK mgq †mwWs (Shading) e¨envi Kiv nq| ‡kwWs (Shading) Ack‡bi gva¨‡g Avgiv †U•U ev 

c¨vivMÖv‡di e¨vKMÖvDÛ Kvjvi add Ki‡Z cvwi| 

wPÎ (Figure) t 

  

 

 

Kv‡Ri avc: 

1. †m‡ÿ‡Î ‡U•U ev c¨vivMÖvd‡K cÖ_‡g wm‡j± Ki‡Z n‡e 

2. Zvici     AvuBKb †_‡K cÖ‡qvRbxq KvjviwU wm‡j± K‡i wb‡Z n‡e|  

3. GQvov †Uwe‡ji wewfbœ †iv ev Kjvg‡K Avgiv †kwWs (Shading) Gi gva¨‡g Avjv`v K‡i Kvjvi Ki‡Z 

cvwi| 
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eW©vi (Border) t  

WKz‡g›U Avgiv hLb ‡Uwej ˆZwi Kwi ZLb ‡Uwe‡ji cÖ‡Z¨vKUv †mj Gi Pvicv‡k †cøBb (Plain) jvBb ˆZwi nq| 

GUv‡KB eW©vi (Border) e‡j nq| GQvov †Kvb GKUv c¨vivMÖvd‡KI Avjv`v fv‡e †evSv‡Z Gi Pvicv‡k †cøBb 

jvBb ev eW©vi (Border) e¨envi K‡i _vwK| wewfbœ ai‡bi eW©vi †`Iqvi Ackb i‡q‡Q| †hgb (Botom 

Border, Top Border, Right Border, Left Border) eUg eW©vi, Uc eW©vi, ivBU eW©vi, †jdU eW©vi BZ¨vw`| 

wb‡Pi wP‡Î eW©vi (Border) Gi e¨envi †`Lv‡bv nj|  

wPÎ (Figure) t 

 

Kv‡Ri avc: 

1. ‡Kvb c¨vivMÖv‡di Pvicv‡k eW©vi (Border) w`‡Z n‡j cÖ_‡g c¨vivMÖvd‡K wm‡j± Ki‡Z n‡e  

2. Zvici      AvBKb †_‡K Aj eW©vi AckbwU wm‡j± Ki‡Z n‡e|  

3. GQvov eW©vi bv ivL‡Z PvB‡j c¨vivMÖvd ev †Uwej‡K wm‡j± K‡i ‡bv eW©vi (No Border) Ackb 

wm‡j± Ki‡j eW©vi (Border) D‡V hv‡e| 

  



 

‡KvW: ITCO1011A1 Acv‡iU IqvW© cÖ‡mwms A¨vwcø‡KkY 
Dbœq‡bi ZvwiL:  

15-04-2019 

ms¯‹i‡bi ZvwiL:  

২২-০২-২০২৩ 
c„ôv 85 Gi 282 

 

di‡gwUs gvK© (Shower Hide Formatting Mark) t  

di‡gwUs gvK©‡K †kv (Show) Ki‡j WKy‡g›U KZ¸‡jv U¨ve, ‡¯úm Ges B›Uvi Kx e¨envi Kiv n‡q‡Q †m¸‡jv 

†`Lv hvq| di‡gwUs gvK© AckbwU gvB‡µvmdU Iqv‡W©i Ab¨Zg ¸iæZ¡c~Y© wdPvi| Gi gva¨‡g WKz‡g‡›U †Kv_vq 

†Kvb ai‡bi di‡gwUs gvK© †`Iqv n‡q‡Q Zv †`Lv hvq| †hgb †cBR †eªK, †mKkb †eªK ev B›Uvi w`‡j Avgiv Zv 

†`L‡Z cvB bv| GB Ack‡bi gva¨‡g Avgiv Zv †`L‡Z cvB| 

 

wPÎ (Figure) t 

 

 

Kv‡Ri avc: 

1. di‡gwUs gvK© AvBKb Gi Dci wK¬K Ki‡j Hidden Ackb ¸‡jv Unhide n‡q hv‡e| 
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÷vBj †mKkb (Style Section) t  

÷vBj ‡mKkb (Style Section) d‡›Ui wewfbœ ai‡bi ÷vBj ‡hgb †bv-‡¯úwms, bigvj, †nwWs-1, †nwWs-2, 

UvB‡Uj, mveUvB‡Uj BZ¨vw` †mU Kiv Av‡Q| GLvb †_‡K Avgv‡`i cÖ‡qvRb Abyhvqx ÷vBjwU e¨envi Ki‡Z 

cvi‡ev| gvB‡µvmdU Iqv‡W© weë Bb wKQz ÷vBj †mU Kiv Av‡Q| A_©vr GLv‡b WKz‡g‡›Ui d›U I‡qU, †¯úwms, 

di‡gwUs Av‡M †_‡K †mU Kiv _v‡K|  

 

bigvj (Normal) t 

bigvj AckbwU wm‡j± Ki‡j c¨vivMÖvd G e¨eüZ mg Í̄ ÷vBj I di‡gwUs wigyf n‡q hvq| A_v©r gvB‡µvmdU 

IqvW© G evB-wWdë †h di‡gwUs _v‡K †mUv †mU n‡q hvq| †U•U ev c¨vivMÖvd †K wm‡j± K‡i bigvj Ackb 

Gi Dci wK¬K Ki‡j †U•U ev c¨vivMÖvd wU bigvj n‡q hvq|  

wPÎ (Figure) t 

 

 

Kv‡Ri avc: 

1. cÖ_‡g †U•U ‡K wm‡j± Ki‡Z n‡e| 

2. Gici bigvj ÷vBj wm‡j± Ki‡Z n‡e| 
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†nwWs-1 (Heading 1) t 

‡nwWs-1 (Heading 1) AckbwU wm‡j± Ki‡j †U•U ev c¨vivMÖvdwU †nWjvBb AvKv‡i wm‡j± nq| mvaviYZ 

c¨vivMÖv‡di UvB‡Uj‡K †nwWs-1 (Heading 1) wm‡j± Kiv nq| GQvov †nwWs-1 (Heading 1) e¨envi Kiv 

UvB‡Uj¸‡jv A‡Uv‡gwUK¨vwj †Uwej Ae K‡›Ub (Table of Content) G mshy³ nq| 

 

wPÎ (Figure) t 

 

 

 

Kv‡Ri avc: 

1. cÖ_‡g †U•U ‡K wm‡j± Ki‡Z n‡e| 

2. Gici †nwWs-1 (Heading 1) Ackb wU wm‡j± Ki‡Z n‡e| 
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‡bv †¯úwms (No spacing) t 

‡bv †¯úwms Gi gva¨‡g c¨vivMÖv‡di †¯úm‡K wigyf Kiv hvq| †m‡ÿ‡Î c¨vivMÖvd ev †U•U‡K cÖ_‡g wm‡j± Ki‡Z 

n‡e Zvici †bv †¯úwms AvB‡Kv‡bi Dci wK¬K Ki‡Z n‡e| 

 

wPÎ (Figure) t 

 
 

 

Kv‡Ri avc: 

1. cÖ_‡g †U•U ‡K wm‡j± Ki‡Z n‡e| 

2. Gici ‡bv †¯úwms (No spacing) Ackb wU wm‡j± Ki‡Z n‡e| 
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GwWwUs †mKkb (Editing section) t 

 GwWwUs †mKkb dvBÛ, wi‡cøm I wm‡j± Ackb i‡q‡Q| dvBÛ (Find) Gi gva¨‡g †U•U ev WKy‡g‡›Ui g‡a¨ 

†_‡K †h †Kvb IqvW©‡K Ly‡R Avbv hvq| GQvov wi‡cøm (Replace) Ackb Gi gva¨‡g GKwU IqvW©‡K Ab¨ IqvW© 

w`‡q wi‡cøm Kiv hvq| wm‡j± Ae‡R± Gi gva¨‡g c¨vivMÖvd ev †U•U Gi wcQ‡bi ev e¨vKMÖvD‡Ûi †Kvb 

Ae‡R± †K wm‡j± Kiv nq|  

dvBÛ (Find) t  

dvBÛ Gi gva¨‡g Avgiv WKz‡g›U Gi g‡a¨ †_‡K †h‡Kvb IqvW© ev †m‡›UÝ †K Ly‡R †ei Ki‡Z cvwi| wb‡Pi 

wP‡Î c¨vivMÖvd ev †U•U Gi g‡a¨ Assessment IqvW© wU KZevi †jLv Av‡Q †mUv †`Lvi Rb¨ dvBÛ AckbwU 

e¨envi Kiv n‡q‡Q| GKB fv‡e †U•U Gi †h †Kvb IqvW© ev †m‡›UÝ‡K Avgiv Ly‡R Avb‡Z cvwi| 

 

wPÎ (Figure) t 

 

 

 

 

Kv‡Ri avc: 

1. cÖ_‡g IqvW© ev †m‡›UÝ †K wm‡j± Ki‡Z n‡e| 

2. Gici dvBÛ Ack‡bi Dci wK¬K Ki‡Z n‡e| 
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wi‡cøm (Replace) t 

wi‡cøm Gi gva¨‡g Avgiv WKz‡g›U Gi g‡a¨ †_‡K †h‡Kvb IqvW© ev †m‡›UÝ †K Ab¨ †Kvb IqvW© ev †m‡›UÝ w`‡q 

wi‡cøm Ki‡Z cvwi| wb‡Pi wP‡Î dvBÛ Ack‡bi gva¨‡g Ly‡R Avbv assessment IqvW©‡K cbtassessment IqvW© 

Øviv wi‡cøm Kiv n‡q‡Q| GKB fv‡e †h †Kvb †m‡›UÝ‡K wi‡cøm Ki‡Z cvwi| 

 

wPÎ (Figure) t 

 

 

Kv‡Ri avc: 

1. cÖ_‡g IqvW© ev †m‡›UÝ †K wm‡j± Ki‡Z n‡e| 

2. Gici dvBÛ (Find) Ack‡bi Dci wK¬K Ki‡Z n‡e| 

3. ZLb dvBÛ GÛ wi‡cøm (Find and Replace) AckbwU Avm‡e| 

4. Gici wi‡cøm (Replace) wd‡ì cÖ‡qvRbxq IqvW© ev †m‡›UÝ †K UvBc K‡i wi‡cøm (Replace) ev wi‡cøm 

Aj (Replace all) evUb †cÖm Ki‡Z n‡e|  
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wm‡j± Ae‡R± (Select object) t 

‡U•U Gi wcQ‡b ev e¨vKMÖvD‡Û †Kvb wcKPvi ev Ae‡R± †K ivL‡Z n‡j i¨vc †U•U n‡Z wenvBÛ `¨v †U•U 

wm‡j± Ki‡Z nq| ‡U•U Gi wcQ‡bi Ae‡R± †K cÖv_wgKfv‡e gvDm c‡q›Uvi w`‡q wm‡j± Kiv hvq bv| 

wm‡j± Ae‡R± Ackb Gi gva¨‡g Avgiv mvavibZ †U•U Gi e¨vKMÖvD‡Ûi A_©vr wcQ‡bi †Kvb Ae‡R± †K 

wm‡j± Ki‡Z cvwi| wb‡Pi wP‡Î Avgiv †mBc †_‡K ¯§vBwj wb‡q ‡mUv‡K wenvBÛ `¨v †U•U (Behind the text) 

wn‡m‡e e¨envi K‡iwQ| A_©vr †U•U Gi e¨vKMÖvD‡Û ¯§vBwj Uv‡K ivLv n‡q‡Q| ‡m‡ÿ‡Î cybivq hw` ¯§vBwj †K 

gvDm c‡q›Uvi w`‡q ai‡Z nq Zvn‡j Aek¨B select object AckbwU wcK Ki‡Z n‡e| 

 

wPÎ (Figure) t 

  

 

Kv‡Ri avc: 

1. cÖ_‡g wm‡j± Ae‡R± (Select object) Ackb wU wm‡j± Ki‡Z n‡e| 

2. Gici wcKPvi ev Ae‡R± Gi Dci wK¬K Ki‡Z n‡e|  



 

‡KvW: ITCO1011A1 Acv‡iU IqvW© cÖ‡mwms A¨vwcø‡KkY 
Dbœq‡bi ZvwiL:  

15-04-2019 

ms¯‹i‡bi ZvwiL:  

২২-০২-২০২৩ 
c„ôv 92 Gi 282 

 

RekxU-2.2 

R‡ei bvg t IqvW© WKz‡g›U ‰Zwi Kiv I di‡gwUs Kiv |  

cvi‡mvbvj cÖ‡Uw±f BKzBc‡g›U t  

1. Pkgv  

2.  AvM©‡bvwgK †Pqvi  

hš¿cvwZ I DcKib t  

1. Kw¤úDUvi  

2. IqvW© cÖ‡mmi mdUIq¨vi  

Gw±wfwU t  

1. WKz‡g›U UvBc Ki‡Z n‡e|  

2. WKz‡g›U ey‡jU bv¤^vwis †mU Ki‡Z n‡e|  

3. WKz‡g›U bv¤^vi wj÷ †mU Ki‡Z n‡e|  

4. WKz‡g›U bv¤^vi wj÷ wnmv‡e †ivgvb msL¨v †mU Ki‡Z n‡e|  

5. WKz‡g‡›U wewfbœ ai‡bi mve-bv¤̂vwis e¨envi Ki‡Z n‡e|  
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wb‡Pi m¨v¤új WKz‡g›UwU UvBc Ki I Bbdi‡gkb kxU AbymiY K‡i WKz‡g›UwU ‰Zwi Ki|  

 Bangladeah 

1. Dhaka 

A. Dhaka City 

i. Mirpur 

ii. Dhanmondi 

iii. Gulshan 

iv. Tejgong 

B. Savar 

C. Narayongong 

D. Gazipur 

2. Khulna 

2.1. Chuadanga 

2.1.1. Chuadanga sadar 

2.1.2. Alamdanga 

2.1.3. Damurhuda 

2.2. Jhenaidah 

2.3. Kushtia 

2.4. Meherpur 

3. Rangpur 

4. Rajshahi 

 India 

 Pakisthan 

 Sri-lanka 
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‡¯úwmwd‡Kkb kxU-2.2 

1. Kw¤úDUv‡ii wW WªvB‡f †Zvgvi wb‡Ri bv‡g †dvìvi ‰Zwi Ki|  

2. Re kx‡U cÖ`Ë †U•U‡K cÖ_‡g UvBc Ki Ges (numbering.doc) bv‡g †mBf Ki|  

3. ‡U•U Gi d›U (AgencyFB) wm‡j± Ki|  

4. d›U mvBR 16 ‡mU Ki |  

5. Dc‡ii m¨v¤új Abyhvqx ûeû WKz‡g›UwU ˆZwi Ki| 

  



 

‡KvW: ITCO1011A1 Acv‡iU IqvW© cÖ‡mwms A¨vwcø‡KkY 
Dbœq‡bi ZvwiL:  

15-04-2019 

ms¯‹i‡bi ZvwiL:  

২২-০২-২০২৩ 
c„ôv 95 Gi 282 

 

Bbdi‡gkb kxU 2.1.3 

wkLb D‡Ïk¨ t  

GB Bbdi‡gkb kxU wU covi ci Avgiv Avgv‡`i WKz‡g‡›U Kfvi †cBR, †cBR †eªBK, eøvK †cBR, †Uwej I 

wewfbœ ai‡bi Bjv‡óªkb BbmvU© Kiv wkL‡ev|  

WKz‡g›U G Kfvi ‡cR, †Uwej I wewfbœ ai‡bi Bjv‡óªkb Gi e¨envi:   

Kfvi †cBR (Cover page) t  

wPÎ (Figure) t 

 

A‡bK mgq WKz‡g›U G Kfvi †cBR A¨vW Kivi `iKvi nq| gvB‡µvmdU IqvW© G weë-Bb A‡bK ¸‡jv Kfvi 

†cBR Gi †Ug‡cøU (Templete) cvIqv hvq| cÖ‡qvR‡b Avgiv GLvb †_‡K Kfvi †cBR ¸‡jv ms‡hvRb Ki‡Z 

cvwi | 

wPÎ 

(Fig

ure) 

t 
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wb‡Pi wP‡Î Kvfvi †cBR (Cover page) wm‡j± Kiv †`Lv‡bv n‡q‡Q| Kvfvi †cBR wm‡j± ei‡Z n‡j cª_‡g 

BbmvU© U¨ve †_‡K Kvfvi †cBR (Cover page) AckbwU wm‡j± Ki‡Z n‡e| ZLb A‡bK ¸‡jv Kvfvi †cBR 

Gi wWRvBb m¤^wjZ GKwU DB‡Ûv Avm‡e †mLvb †_‡K cª‡qvRbxq wWRvBbwU wm‡j± K‡i wb‡Z n‡e|  

 

wPÎ 

(Figure) t  
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Kv‡Ri avc: 

1. cÖ_‡g Kfvi †cBR Ackb Gi Dci wK¬K Ki‡Z n‡e| 

2. Gici cÖ‡qvRb Abyhvqx Kfvi †cBRwU wm‡j± Ki‡Z n‡e|  
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eøv¼ †cBR (Blank page) t  

 

eøv¼ †cBR ev Lvwj †cBR A_©vr †U•U wenxb †cBR| A‡bK mgq WKz‡g‡›Ui gvSLv‡b ev †h †Kvb hvqMvq bZzb 

†cBR ev eøv¼ †cBR Gi `iKvi nq| †m‡ÿ‡Î Avgv‡`i eøv¼ †cBR AckbwU e¨envi Ki‡Z nq| 

 wPÎ 1 (Figure) t 

 

Kv‡Ri avc: 

1. cÖ_‡g wbw`©ó ’̄v‡b Kvm©i ivL‡Z n‡e| 

2. Gici Blank page eøv¼ †cBR Ackb Gi Dci wK¬K Ki‡Z n‡e| 
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 wPÎ 2 (Figure) t  
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†cBR ‡e&ªK (Page break) t  

‡cBR †eªK Gi gva¨‡g †cBR Gi †h †Kvb ’̄vb †_‡K †eªK K‡i bZzb ‡cBR ‰Zix Kiv hvq|  

 wPÎ 1 (Figure) t  

 

 

 

 

A‡bK mgq ‡cB‡R wKQz †U•U UvBc Kivi ci J †cB‡R †jLv †kl bv K‡iB 

c‡ii †cBR G ‡U•U UvBc Kivi cÖ‡qvRb nq| †m‡ÿ‡Î †cBR †eªBK e¨envi Kiv nq| c‡ii †cB‡R hvIqvi 

Rb¨ Avgiv mvavibZ B›Uvi Kx e¨envi K‡i _vwK †m‡ÿ‡Î †Kvb GKwU †cBR †_‡K c¨vivMÖvd ev †U•U wWwjU 

Ki‡j H †cBR Gi wb‡Pi meMy‡jv †cBR †_‡K †U•U Dc‡i D‡V hv‡e| ZvB Avgv‡`i †cBR †eªBK e¨envi 

KivB DËg| wb‡Pi wP‡Î †cBR †eªBK Gi e¨envi †`Lv‡bv n‡q‡Q|  

 wPÎ 2 (Figure) t 
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wPÎ 3 (Figure) t   

wb‡Pi wP‡Î †cBR †eªBK Ackb wU e¨envi Kivi c‡ii Ae ’̄v †`Lv‡bv n‡q‡Q| wP‡Î †`Lv hv‡”Q c¨vivMÖvd Gi 

†k‡l †cBR †eªBK AcbwU e¨envi Kiv n‡q‡Q| d‡j gvDm Kvm©iwU c‡ii †cB‡R P‡j †M‡Q| 

 

Kv‡Ri avc: 

1. †cBR †eªBK e¨envi Ki‡Z n‡j cÖ_‡g †hB ’̄vb †_‡K †cBR †eªK Ki‡Z n‡e †mLv‡b Kvm©i ivL‡Z 

n‡e|  

2. Zvici BbmvU© U¨ve †_‡K †cBR †eªBK Ack‡b wK¬K Ki‡Z n‡e|  
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WKz‡g‡›U †Uwej e¨envi Kiv (Table) t  

†Uwej n‡”Q †iv Ges Kjvg Gi mgš^‡q MwVZ MÖxW Ae †mj| †U•U ev msL¨v‡K mw¾Z AvKv‡i Dc¯’vc‡bi Rb¨ 

†Uwe‡ji cÖ‡qvRb nq| †hgb GKB †cB†R A‡b‡Ki Bbdi‡gkb msiÿb Ki‡Z †Uwe‡ji cÖ‡qvRb nq| wewfbœ 

fv‡e ‡Uwej ˆZwi Kiv hvq| 

gvDm Gi gva¨‡g †Uwej ‰Zwi Kiv t 

wPÎ (Figure) t   

 

Kv‡Ri avc: 

1. †Uwej Gi AvBKb Gi gvDm wKøK Ki‡j †iv I Kjvg m¤^wjZ A‡bK¸‡jv †m‡ji GKwU DB‡Ûv Avm‡e|  

2. ZLb H †mj¸‡jvi Dci gvBm Gi Kvm©i ivL‡j A‡Uv‡gwUK¨vwj †iv-Ges Kjvg Gi mgš^‡q †Uwej ˆZwi 

nq|  
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BbmvU© †Uwej Ackb †_‡K †Uwej ‰Zwi (Insert Table) t 

GQvov BbmvU© †Uwej (Insert Table) Gi Dci gvBm wK¬K Ki‡j †iv I Kjvg BbcyU †`Iqvi Rb¨ GKwU DB‡Ûv 

Av‡m †mLvb †_‡K cÖ‡qvRbxq †iv I Kjvg msL¨v w`‡q I‡K evU‡b wK¬K Ki‡j †Uwej ˆZwi n‡e| 

 

cÖ‡qvRbxq †iv I Kjvg msL¨v w`‡q I‡K evU‡b wK¬K Ki‡j †Uwej ˆZwi n‡e| 

wPÎ (Figure) t  

 

Kv‡Ri avc: 

1. cÖ_‡g †Uwej Ackb Gi Dci wK¬K Ki‡Z n‡e| 

2. Gici BbmvU© †Uwej AckbwU wm‡j± Ki‡Z n‡e| 
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3. Gici bZzb DB‡Ûv †_‡K cÖ‡qvRb Abyhvqx ‡iv I Kjv‡gi msL¨v cÖ`vb Ki‡Z n‡e| 

 

Wª-†Uwe‡ji Ackb gva¨‡g †Uwej ‰Zwi Kiv (Draw Table) t  

Wª-‡Uwej (Draw Table) Ackb Gi gva¨‡gI †Uwej ˆZwi Kiv hvq| Avgiv LvZvi Dci Kjg ev †cwÝj w`‡q 

†hgb †Uwej ‰Zwi Ki‡Z cvwi GKBfv‡e gvDm c‡q›Uvi w`‡qI †Uwej Wª Kiv hvq| wb‡Pi wP‡Î Avgiv Wª-

‡Uwe‡ji gva¨‡g †Uwej Wª Kiv ‡`L‡ev|  

wPÎ (Figure) t 

 

 

 

 

 

 

 

 

 

Kv‡Ri avc: 

1. †Wªv-

‡Uwe

j 

(Draw Table) Ackb Gi Dci gvBm wK¬K Ki‡j gvBm c‡q›UviwU †cwÝ‡j cwibZ nq|  

2. ZLb Avgiv †cwÝj Gi mvnv‡h¨ cÖ‡qvRbxq †iv I Kjvg AsKb K‡i †Uwej AsKb Ki‡Z cvwi|  

3. GQvov KzBK †Uwej Gi gva¨‡g gvB‡µvmdU IqvW© c~‡e© ˆZixK…Z weë-Bb †Uwej e¨envi Ki‡Z cvwi| 

 

  

KzBK †Uwej †_‡K †Uwej ˆZwi (Quick Table) t 
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gvB‡µvmdU IqvW© 2016 fvl©Y G weë-Bb wKQz †Uwej ‰Zwi Kiv Av‡Q| KzBK †Uwej (Quick Table) Gi 

gva¨‡g Avgiv Lye mn‡R H cy‡e© ˆZwiK…Z †Uwej e¨envi Ki‡Z cvwi| wb‡Pi wP‡Î KzBK †Uwej (Quick Table) 

Gi e¨envi †`Lv‡bv n‡jv | 

wPÎ (Figure) t 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Kv‡Ri avc: 

1. cÖ_‡g †Uwej Ackb Gi Dci wK¬K Ki‡Z n‡e| 

2. Gici KzBK †Uwej AckbwU wm‡j± Ki‡Z n‡e|  
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‡Uwe‡j †iv I Kjvg BbmvU© Kiv (Insert row & column) t 

‡Uwej ˆZwi K‡i WvUv Gw›Uª Kivi ci cybivq †Uwe‡j †iv ev Kjvg BbmvU© Kivi cÖ‡qvRb nq †m‡ÿ‡Î Avgiv 

†Uwe‡ji †h‡Kvb hvqMvq †iv ev Kjvg BbmvU© Ki‡Z cvwi| wb‡Pi wP‡Î †iv I Kjvg BbmvU© Kiv c×wZ †`Lv‡bv 

nj| 

‡iv BbmvU© Kiv (Insert Row) t 

‡Uwe‡j †iv BbmvU© Ki‡Z n‡j cÖ_‡g †Kvb †jv‡Kk‡b †iv BbmvU© Ki‡Z n‡e †mUv wba©viY K‡i gvD†mi Kvm©i‡K 

Av‡M †mLv‡b ivL‡Z n‡e| Zvici †j-AvDU U¨ve †_‡K (Insert row above or Below) wm‡j± Ki‡Z n‡e| 

wb‡Pi wP‡Î Avgiv 2 bs †iv Gi Dc‡i GKwU †iv BbmvU© Kiv †`L‡ev| wb‡Pi wP‡Î †iv 1 I †iv 2 Gi gv‡S bZzb 

GKwU ‡iv ‰Zwi n‡q‡Q| 

wPÎ (Figure) t 

 

wm‡j‡±W †iv Gi Dc‡i 

†iv BbmvU© Kiv 

(Insert raw 

above) t 

 

 

 

 

 

 

Kv‡Ri avc: 

1. cÖ_‡g wbw`©ó †jv‡Kk‡b gvD†mi Kvm©i ivL‡Z n‡e|  
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2. Zvici †j-AvDU U¨ve †_‡K (Insert row above) wm‡j± Ki‡Z n‡e| 

  



 

‡KvW: ITCO1011A1 Acv‡iU IqvW© cÖ‡mwms A¨vwcø‡KkY 
Dbœq‡bi ZvwiL:  

15-04-2019 

ms¯‹i‡bi ZvwiL:  

২২-০২-২০২৩ 
c„ôv 108 Gi 282 

 

wm‡j‡±W †iv Gi wb‡P †iv BbmvU© Kiv (Insert raw below) t  

wPÎ (Figure) t 

 

GLb hw` Avgiv 2 bs †iv Gi wb‡P †Kvb †iv ˆZwi Ki‡Z Pvq †m‡ÿ‡Î BbmvU© †iv we‡jv Ack‡b wK¬K Ki‡Z 

n‡e| 

Zvn‡j wb‡Pi wP‡Îi b¨vq 2 bs †iv Gi wb‡P Av‡iKwU †iv ˆZwi n‡e| 

 

Kv‡Ri avc: 

1. cÖ_‡g wbw`©ó †jv‡Kk‡b gvD†mi Kvm©i ivL‡Z n‡e|  

2. Zvici †j-AvDU U¨ve †_‡K (Insert row below) wm‡j± Ki‡Z n‡e| 
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gvD‡mi gva¨‡g †iv BbmvU© Kiv (Insert raw using mouse) t  

wb‡Pi wP‡Î gvD‡mi gva¨‡g †Uwe‡j †iv BbmvU© Kivi †÷c¸‡jv †`Lv‡bv n‡q‡Q| GLv‡b 2 bs †iv Gi Dc‡i 

A_v©r 1 bs I 2 bs †iv Gi gv‡S Av‡iKwU †iv BbmvU© Kivi c×wZ †`Lv‡bv n‡q‡Q| GKBfv‡e BbmvU© †iv we‡jv 

Ackb Gi gva¨‡g wm‡j†±W †iv Gi wb‡P Av‡iKwU †iv BbmvU© Kiv hvq| GQvov Avgiv PvB‡j GKmv‡_ 

A‡bK¸‡jv †iv BbmvU© Ki‡Z cvwi| †m‡ÿ‡Î hZ¸‡jv †iv ˆZwi Ki‡Z n‡e Z‡Zv¸‡jv †iv †K cÖ_‡g cy‡e© 

‰ZwiK…Z †Uwej †_‡K wm‡j± Ki‡Z n‡e| Zvici wm‡j‡±W †iv Gi Dci gvD‡mi ivBU evU‡b †cÖm Ki‡Z n‡e| 

ZLb bZzb DB‡Ûv †_‡K BbmvU© Gi Dci gvDm ivL‡j Av‡iKwU DB‡Ûv Avm‡e †mLvb †_‡K BbmvU© †iv we‡jv 

Ackb wm‡j± Ki‡j wm‡j±K…Z †iv Gi mgvb †iv BbmvU© n‡e| 

wPÎ (Figure) t 

 

Kv‡Ri avc: 

1. gvD‡mi gva¨‡g †Uwe‡j †iv BbmvU© Ki‡Z n‡j cÖ_‡g wbw`©ó †jv‡Kk‡b †iv BbmvU© Ki‡Z n‡e †mLv‡b 

Kvm©i †i‡L gvD‡mi ivBU evU‡b †cÖm Ki‡Z n‡e|  

2. ZLb bZzb GKUv DB‡Ûv Avm‡e †mLvb ‡_‡K BbmvU© ‡jLvi Dci gvDm ivL‡j bZzb Av‡iKUv DB‡Ûv 

Avm‡e | 

3. †mLvb †_‡K cÖ‡qvRb Abyhvqx BbmvU© †iv we‡jv A_ev BbmvU© ‡iv G‡eve wm‡j± Ki‡Z n‡e|   
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‡iv BbmvU© Kivi c‡ii wPÎ| Dc‡ii wP‡Î PviwU †iv †K wm‡j± K‡i BbmvU© Kiv n‡qwQj ‡m Kvi‡b wb‡Pi wP‡Î 

PviwU bZzb †iv ˆZwi n‡q‡Q|  
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‡Uwe‡j Kjvg BbmvU© Kiv (Insert column in table) t 

‡Uwe‡j Kjvg BbmvU© Ki‡Z n‡j cÖ_‡g †Kvb †jv‡Kk‡b Kjvg BbmvU© Ki‡Z n‡e †mUv wba©viY K‡i gvD†mi 

Kvm©i‡K Av‡M †mLv‡b ivL‡Z n‡e| Zvici †j-AvDU U¨ve †_‡K BbmvU© Kjvg ‡jd&U ev BbmvU© Kjvg ivBU 

wm‡j± Ki‡Z n‡e| wb‡Pi wP‡Î Avgiv 2 bs Kjvg Gi ev‡g ev Wv‡b Kjvg BbmvU© Kiv †`L‡ev| 

BbmvU© Kjvg †jd&U (Insert column left) t 

‡Uwe‡ji 2 bs Kjv‡gi ev‡g hw` Kjvg BbmvU© Ki‡Z nq Zvn‡j cÖ_‡g 2 bs Kj‡gi †h‡Kvb GKUv †m‡j gvDm 

Kvm©i ivL‡Z n‡e| Zvici †j-AvDU U¨ve †_‡K BbmvU© †jd&U evU‡b wK¬K Ki‡Z n‡e|  

 

wb‡Pi wP‡Î Kjv‡gi evg cv‡k Kjvg BbmvU© Kiv †`Lv‡bv n‡jv| 
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BbmvU© Kjvg ivBU (Insert column right) t 

‡Uwe‡ji 2 bs Kjv‡gi Wv‡b hw` Kjvg BbmvU© Ki‡Z nq Zvn‡j cÖ_‡g 2 bs Kj‡gi †h‡Kvb GKUv †m‡j gvDm 

Kvm©i ivL‡Z n‡e| Zvici †j-AvDU U¨ve †_‡K BbmvU© ivBU evU‡b wK¬K Ki‡Z n‡e|  

 

 

wb‡Pi wP‡Î Kjv‡gi Wvb cv‡k Kjvg BbmvU© Kiv †`Lv‡bv n‡jv| 

 

Kv‡Ri avc: 

1. cÖ_‡g wbw`©ó †jv‡Kk‡b Kvm©i ivL‡Z n‡e|  

2. Zvici †j-AvDU U¨ve †_‡K BbmvU© ivBU AckbwU wm‡j± Ki‡Z n‡e|   
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gvD‡mi gva¨‡g Kjvg BbmvU© Kiv (Insert column using mouse) t 

gvD‡mi gva¨‡g †Uwe‡j Kjvg BbmvU© Kivi †÷c¸‡jv †`Lv‡bv n‡q‡Q| GLv‡b 2 bs Kjvg Gi ev‡g A_v©r 1 bs 

I 2 bs Kjvg Gi gv‡S Av‡iKwU Kjvg BbmvU© Kivi c×wZ †`Lv‡bv n‡q‡Q| GKBfv‡e BbmvU© Kjvg  Uz `¨v 

ivBU Ackb Gi gva¨‡g wm‡j†±W Kjvg Gi Wv‡b Av‡iKwU Kjvg BbmvU© Kiv hvq| GQvov Avgiv PvB‡j 

GKmv‡_ A‡bK¸‡jv Kjvg BbmvU© Ki‡Z cvwi| †m‡ÿ‡Î hZ¸‡jv Kjvg ˆZwi Ki‡Z n‡e Z‡Zv¸‡jv Kjvg †K 

cÖ_‡g cy‡e© ‰ZwiK…Z †Uwej †_‡K wm‡j± Ki‡Z n‡e| Zvici wm‡j‡±W Kjvg Gi Dci gvD‡mi ivBU evU‡b 

†cÖm Ki‡Z n‡e| ZLb bZzb DB‡Ûv †_‡K BbmvU© Gi Dci gvDm ivL‡j Av‡iKwU DB‡Ûv Avm‡e †mLvb †_‡K 

BbmvU© Kjvg  Uz `¨v ivBU (Insert to the right) Ackb wm‡j± Ki‡j wm‡j±K…Z Kjvg Gi mgvb Kjvg BbmvU© 

n‡e| 

wb‡Pi wP‡Î †`Lv‡bv n‡jv| 

 

wPÎ (Figure) t 

 

 

Kv‡Ri avc: 

1. gvD‡mi gva¨‡g †Uwe‡j Kjvg BbmviU© Ki‡Z n‡j cÖ_‡g †hB †jv‡Kk‡b Kjvg BbmvU© Ki‡Z n‡e 

†mLv‡b Kvm©i †i‡L gvD‡mi ivBU evU‡b †cÖm Ki‡Z n‡e| 

2. ZLb bZzb GKUv DB‡Ûv Avm‡e, †mLvb ‡_‡K BbmvU© ‡jLvi Dci gvDm ivL‡j bZzb Av‡iKUv DB‡Ûv 

Avm‡e 
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3. †mLvb †_‡K cÖ‡qvRb Abyhvqx (Insert column to the left or Insert to the right) wm‡j± Ki‡Z n‡e|   



 

‡KvW: ITCO1011A1 Acv‡iU IqvW© cÖ‡mwms A¨vwcø‡KkY 
Dbœq‡bi ZvwiL:  

15-04-2019 

ms¯‹i‡bi ZvwiL:  

২২-০২-২০২৩ 
c„ôv 116 Gi 282 

 

‡Uwe‡j gvR© †mj Gi e¨envi Kiv (Use of marge cell in table) t 

A‡bK mgq †Uwe‡ji †mj¸‡jv‡K ‡iv Abyhvqx A_ev Kjvg Abyhvqx gvR© Kivi cÖ‡qvRb nq| ZLb †hB 

†mj¸‡jv‡K gvR© Ki‡Z n‡e †m¸‡jv‡K wm‡j± K‡i gvR© †mj Ackb Gi Dci wK¬K Ki‡Z n‡e| †Kvb mgq †iv 

eivei gvR© Kivi `iKvi nq Avevi †Kvb mgq Kjvg eivei gvR© Kivi `iKvi nq| GQvov KLbI †iv I Kjvg 

Dfq w`‡KB gvR© Kivi cÖ‡qvRb nq| wb‡Pi wP‡Î wewfbœ ai‡bi gvR© †`Lv‡bv n‡jv| 

‡iv eivei ‡mj gvR© Kiv t  

wPÎ (Figure) t 

 

wb‡Pi wP‡Î wewfbœ ai‡bi gvR© †`Lv‡bv n‡jv| 

wPÎ (Figure) t  

 

Kv‡Ri avc: 
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1. cÖ_‡g †iv eivei †mj¸‡jv‡K wm‡j± Ki‡Z n‡e|  

2. Zvici †j-AvDU †_‡K gvR© †mj Ackb G wK¬K Ki‡Z n‡e| 

Kjvg eivei †mj gvR© Kiv (Marge cell across column) t  

wPÎ (Figure) t  

cÖ_‡g Kjvg eivei †mj¸‡jv‡K wm‡j± Ki‡Z n‡e| Zvici †j-AvDU †_‡K gvR© †mj Ackb G wK¬K Ki‡Z 

n‡e| 
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Kv‡Ri avc: 

1. cÖ_‡g Kjvg eivei †mj¸‡jv‡K wm‡j± Ki‡Z n‡e|  

2. Zvici †j-AvDU †_‡K gvR© †mj Ackb G wK¬K Ki‡Z n‡e|  
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‡Uwe‡j w¯úøU †mj Gi e¨envi Kiv (Split Cell) t 

w¯úøU †mj Gi gva¨‡g Avgiv gvR© Kiv †mj ¸‡jv‡K cybivB Av‡Mi Ae ’̄vq wdwi‡q Avb‡Z cvwi| A_©vr GKUv 

†mj †K fvM K‡i GKvwaK †mj G cwibZ Ki‡Z cvwi| wb‡Pi wP‡Î †iv eivei ‡mj w¯úøU Kiv †`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 

 

 

Kv‡Ri avc: 

1. ‡iv Abymv‡i †mj ¸‡jv‡K w¯úøU Ki‡Z n‡j cª_‡g H †mj Gi Dci Kvm©i ivL‡Z n‡e| 

2. Gici †j-AvDU U¨ve †_‡K w¯úøU †mj AckbwU wm‡j± Ki‡Z n‡e|  

3. ZLb bZzb DB‡Ûv Avm‡e| †mLvb †_‡K cÖ‡qvRb Abyhvqx bv¤^vi Ae Kjvg I bv¤^vi Ae †iv wm‡j± 

Ki‡Z n‡e|  

4. Gici I‡K evUb ‡cÖm Ki‡Z n‡e|   
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gvD‡mi gva¨‡g †mj w¯úøU (Split) Kivt  

wb‡Pi wP‡Î gvD‡mi gva¨‡g †iv w¯úøU Kiv †`Lv‡bv n‡q‡Q|  

wPÎ (Figure) t  

 

Kv‡R

i 

avc: 

1. G

‡ÿ‡Î 

cÖ_‡g 

‡h 

†mj 

¸‡jv‡

K 

w¯úøU 

Ki‡Z 

n‡j 

cª_‡g 

H 

†mj 

Gi 

Dci 

Kvm©i 

†i‡L gvD‡mi ivBU evUb †cÖm Ki‡Z n‡e|  

2. ZLb bZzb DB‡Ûv Avm‡e| 

3. †mLvb †_‡K cÖ‡qvRb Abyhvqx bv¤^vi Ae Kjvg I bv¤^vi Ae †iv wm‡j± Ki‡Z n‡e|  

4. Gici I‡K evUb ‡cÖm Ki‡Z n‡e|   
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‡Uwej w¯úøU Kiv (Split) t  

GZÿb Avgiv †Uwe‡j †iv ev Kjvg w¯úøU Kiv †`Ljvg| GLb †Uwej w¯úøU Kiv †`L‡ev| A_v©r GKwU †Uwej †K 

`yB ev Z‡ZvwaK fv‡M fvM Ki‡Z n‡j cÖ_‡g wbw`©ó hvqMvq Kvm©i †i‡L †j-AvDU U¨ve †_‡K w¯úøU (Split) 

†Uwej Ackb wU wm‡j± Ki‡Z n‡e| d‡j †UwejwU `yB fvM fvM n‡q hv‡e| GB fv‡e Avgiv GKUv †Uwej †K 

GKvwaK fv‡M fvM Ki‡Z cvwi|  

wPÎ (Figure) t  

 

wb‡P ‡Uwej w¯úøU (Split) Kivi c‡ii wPÎ †`Lv‡bv n‡jv| 

 

Kv‡Ri avc: 

1. cÖ_‡g wbw`©ó hvqMvq Kvm©i ivL‡Z n‡e| 

2. Gici †j-AvDU U¨ve †_‡K w¯úøU (Split) †Uwej Ackb wU wm‡j± Ki‡Z n‡e|  



 

‡KvW: ITCO1011A1 Acv‡iU IqvW© cÖ‡mwms A¨vwcø‡KkY 
Dbœq‡bi ZvwiL:  

15-04-2019 

ms¯‹i‡bi ZvwiL:  

২২-০২-২০২৩ 
c„ôv 122 Gi 282 

 

‡mj Gi DB_ (Width) I nvBU (Height)†mU Kivt 

gvB‡µvmdU IqvW© 2016 fvl©‡Y evB wWdë †mj Gi A‡UvwgwUK DB_W (Width) I nvBU (height) †mU Kiv 

_v‡K| A_©vr K‡›U›U Gi cÖ‡qvRb Abyhvqx †mj Gi DB_W (Width) I nvBU (height) Kg ev †ewk nq| 

A‡UvwdU Ackb Gi gva¨‡g DB_ (Width) I nvBU (height) †mU Kivt  

wPÎ (Figure) t  

 

Kv‡Ri avc: 

1. cÖ_‡g wbw`©ó †mj G Kv©mi ivL‡Z n‡e| 

2. ‡j-AvDU U¨ve G wK¬K Ki‡Z n‡e| 

3. Gici cÖ‡qvRb Abyhvqx †mj Gi DB_W (Width) I nvBU (height) †mU Ki‡Z n‡e| 
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A‡UvwdU K‡›U›Um (AutoFit Contents) t 

A‡UwdU K‡›U›Um Ackb Gi gva¨‡g ‡mj ¸‡jv‡K K‡›U›U Abyhvqx Zvi DB_W (Width) I nvBU †mU Kiv hvq| 

A_v©r GB Ackb Gi e¨vevi Ki‡j †mj Gi DB_W (Width) I nvBU K‡›U›U Abyhvqx †mU n‡e| 

wPÎ (Figure) t  

 

A‡UvwdU (Autofit) Ackb e¨envi Kivi c‡ii wPÎt 

wb‡Pi wP‡Î A‡UvwdU e¨evnvi Kivi c‡ii wPÎ †`Lv‡bv n‡q‡Q| wP‡Îª †`Lv hv‡”Q 1,2,3 msLv My‡jv †h †mj G 

Av‡m H †mj Gi mvBR ZzjbvgyYK fv‡e Kg| ‡h †mj G we wU B we †jLv Av‡Q  Zvi mvBR †ekx| A_v©r GLv‡b 

A‡UvwdU K‡›U›U AckbwU e¨envi Kiv Av‡Q| 

wPÎ (Figure) t  

 

Kv‡Ri avc: 
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1. cÖ_‡g †Uwej †K wm‡j± Ki‡Z n‡e| 

2. Gici †j-ADU U¨ve †_‡K A‡UvwdU K‡›U›U Ackb Gi Dci wK¬K Ki‡Z n‡e|  
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A‡UvwdU DB‡Ûv Ackb Gi e¨envi (AutoFit Window) t 

A‡UvwdU DB‡Ûv Ak‡bi gva¨‡g †UvUvj †Uwej †K GKmv‡_ A‡UvwdU AckbwU †mU Kiv hvq| 

wPÎ (Figure) t 

 

A‡UvwdU DB‡Ûv (AutoFit Window) Ackb e¨envi Kivi c‡ii wPÎt 

Dc‡ii wP‡Î †`Lv hv‡PQ K‡›U›U Abyhvqx †UwejwU evg mvB‡W ZzjbvgyjK Aí †¯úm wb‡q Av‡Q| A_v©r †Uwe‡ji 

Wvb cv‡k †¯úm Av‡Q| G Ae ’̄vq hw` A‡UvwdU DB‡Ûv Gi Dci gvDm wK¬K Kiv nq Zvn‡j †Uwej wU eo n‡q 

hv‡e| A_v©r †cBR Gi †¯úm Aybhvqx †Uwej wU A‡Uv‡gwUK †mU n‡q hv‡e| wb‡Pi wP‡Î Zv †Lv‡bv n‡jv|  

wPÎ (Figure) t 

 

Kv‡Ri avc: 



 

‡KvW: ITCO1011A1 Acv‡iU IqvW© cÖ‡mwms A¨vwcø‡KkY 
Dbœq‡bi ZvwiL:  

15-04-2019 

ms¯‹i‡bi ZvwiL:  

২২-০২-২০২৩ 
c„ôv 126 Gi 282 

 

1. cÖ_‡g †Uwej †K wm‡j± Ki‡Z n‡e| 

2. Gici †j-ADU U¨ve †_‡K A‡UvwdU DB‡Ûv Ackb Gi Dci wK¬K Ki‡Z n‡e|  
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wd·W Kjvg DB_ (Fixed Column Width) Ackb Gi e¨envi t 

GB Ackb Gi gva¨‡g Avgiv Kjv‡gi DBW_ wd•W K‡i w`‡Z cvwi| †m‡ÿ‡Î †mj Gi K‡›U›U evov‡j Wvb 

w`‡K bv wM‡q Zv wb‡Pi w`‡K Avm‡e| wb‡Pi wP‡Î 2 bs Kjv‡g A‡UvwdU K‡›U›U Abyhvqx †U•wU evg †_‡K Wvb 

w`‡K m‡i †M‡Q| wVK Zvi c‡ii wP‡Î wd•W Kjvg DB_ (Fixed Column Width) AckbwU e¨env‡ii d‡j 

†U•wU wb‡Pi w`‡K †b‡g †M‡Q| 

wPÎ (Figure) t 

 

wd·W Kjvg DB_ (Fixed Column Width) e¨env‡ii c‡ii wPÎ t 

 

Kv‡Ri avc: 

1. cÖ_‡g †Uwej †K wm‡j± Ki‡Z n‡e| 
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2. Gici †j-ADU U¨ve †_‡K A‡UvwdU DB‡Ûv Ackb Gi Dci wK¬K Ki‡Z n‡e| 

3. Gici WªcWvDb DB‡Ûv †_‡K wd·W Kjvg DB_ (Fixed Column Width) Ackb wU e¨envi 

Ki‡Z n‡e|  
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‡Uwe‡ji K‡›U›U (Content) G A¨vjvBb‡g›U (Alignment) †mU Kivt 

mvavibZ †U•U Gi Pvi ai‡bi A¨vjvBb‡g›U _v‡K †hgb: (Left alignment, right alignment, center 

alignment and justify alignment) Z‡e †Uwe‡ji †U•U Gi †ÿ‡Î 9 ai‡bi A¨vjvBb‡g›U _v‡K| †hgb 

(Top Left, Top Center, Top Right, Center Left, Center, Center Right, Bottom Left, 

Botom, Bottom Right) | Avgiv Avgv‡`i cÖ‡qvRb Abyhvqx A¨vjvBb‡g›U †mU K‡i wb‡Z cwi| 

wb‡Pi wP‡Î wewfbœ †mj G Avjv`v A¨vjvBb‡g›U †`Lv‡bv n‡q‡Q| wPÎ Abyhqx wewfbœ †mj G BTEB ‡jLvwU 

wewfbœ †mj G †`Lv hv‡PQ| 

wPÎ (Figure) t 

 

Kv‡Ri avc: 

1. cÖ_‡g wbw`©ó †mj‡K wm‡j± Ki‡Z n‡e| 

2. Gici cÖ‡qvRb Abyhvqx A¨vjvBb‡g›U wm‡j± Ki‡Z n‡e| 
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‡U•U wW‡iKkb (Direction) cwieZ©b Kivt 

Avgiv cÖ‡qvR‡b †U•U Gi wW‡iKkb cwieZ©b Ki‡Z cvwi| mvavibZ †U•U‡K UvBc Ki‡j Zv evg w`K †_‡K 

Wvb w`‡K hvq| A_v©r †U•U ev c¨vivMÖvdwU evg w`K †L‡K Wvb w`‡K mw¾Z _v‡K| †Kvb Kvi‡b hw` †jLvwUi 

wW‡iKkb cwieZ©b Kivi `iKvi nq ZLb †j-AvDU U¨ve †_‡K †U•U wW‡iKkb AckbwU wm‡j± K‡i †U•U 

Gi wW‡iK&kb cwieZ©b K‡i wb‡Z nq|  

wb‡Pi wP‡Î †U•U wW‡iKkb cwieZ©b K‡i †`Lv‡bv n‡q‡Q| G‡ÿ‡Î Avgiv †jLv ïiæ Kivi Av‡MB †U•U Gi 

wW‡iKkb cwieZ©b K‡i wb‡Z cvwi A_ev hw` Av‡MB †jLv n‡q hvq †m‡ÿ‡Î †jLv‡K wm‡j± K‡i †U•U 

wW‡iKkb cwieZ©b Kiv hvq| 

wPÎ (Figure) t  

 

Kv‡Ri avc: 

1. cÖ_‡g wbw`©ó †m‡j Kvm©i ivL‡Z n‡e| 

2. Gici cÖ‡qvRb Abyhvqx †U•U wW‡iKkb wm‡j± Ki‡Z n‡e|  
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‡mj gvwR©b (Cell Margin) Gi e¨envi t 

‡mj gvwR©b ej‡Z mvavibZ ‡m‡ji wfZi †U•U Zvi evDÛvix jvBb †_‡K wVK KZUzKz `y‡i Ae ’̄vb Ki‡Q 

†mUv‡K †evSvq| A_v©r †m‡ji wfZi evDÛvwi jvBb †_‡K wKQzUv dvKv hvqMv †i‡LB †U•U wjLv nq| G‡KB 

†mj gvwR©b e‡j| wb‡Pi wP‡Î †mj gvwR©b Gi e¨envi †`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 

 

 

Kv‡Ri avc: 

1. †mj gvwR©b †mU Ki‡Z n‡j cÖ_‡g †j-AvDU U¨ve †_‡K †mj gvwR©b Ackb Gi Dci gvDm wK¬K Ki‡Z 

n‡e|  

2. ZLb bZzb DB‡Ûv Avm‡e †mLvb Uc, eUg, †jd&U I ivB‡U cÖ‡qvRb gZ gvwR©b ‡mU K‡i wb‡Z n‡e| 

3. Gici I‡K (ok) evUb Pvc‡Z n‡e|  
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‡mj gvwR©b wigyf Kivi c‡ii wPÎ (Remove Cell Margin) t 

wb‡Pi wP‡Î †mj gvwR©b wigyf K‡i †`Lv‡bv n‡q‡Q| wP‡Î †`Lv hv‡PQ we wU B we †jLvUv †mj Gi evDÛvwi jvBb 

eivei †j‡M Av‡Q| A_v©r evDÛvix jvBb I †jLvi gvSLv‡b †Kvb dvKv hvqMv †bB| Avgiv PvB‡j Dc‡i, wb‡P, 

ev‡g, Wv‡b gvwR©b †mU K‡i wb‡Z cvwi| ZvQvov GK †mj †_‡K Ab¨ †m‡ji g‡a¨ I gvwR©b †mU Kiv hvq| 

wPÎ (Figure) t 

 

 

Kv‡Ri avc: 

1. cÖ_‡g wbw`©ó †mj ev Kjvg †K wm‡j± Ki‡Z n‡e| 

2. Gici †j-AvDU U¨ve †_‡K †mj gvwR©b Ackb Gi Dci wK¬K Ki‡Z n‡e| 

3. ZLb bZzb DB‡Ûv Avm‡e †mLvb †_‡K cÖ‡qvRbxq †mj gvwR©b †mU K‡i wb‡Z n‡e| 

4. Gici I‡K (ok) evUb Pvc‡Z n‡e|   
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‡Uwe‡j miwUs (Sorting) Gi e¨envit 

miwUs ej‡Z Avgiv WvUv‡K wewfbœ IW©v‡i mw¾Z Kiv‡K eywS| †Uwe‡j WvUv BbmvU© Kivi ci Zv 

A¨vjdv‡ewUK¨vwj A¨v‡mwÛs ev wW‡mwÛs AWv©i G mw¾Z Kivi `iKvi nq| ZLb Avgv‡`i mU© AckbwU e¨envi 

Kivi `iKvi nq| mU© AkbwU †j-AvDU U¨ve G _v‡K| †h †U•U †K mU© Ki‡Z n‡e Av‡M †mUv‡K wm‡j± Ki‡Z 

n‡e| Zvici mwU©s Ackb Gi Dci gvDm wK¬K Ki‡Z n‡e| Gmgq bZzb DB‡Ûv Avm‡e †mLvb †_‡K cª‡qvRb 

Abyhvqx A¨v‡mwÛs ev wW‡mwÛs AWv©i Ackb wm‡j± Ki‡Z n‡e| 

A¨‡mwÛs AW©vi (Ascending Order) t 

wb‡Pi wP‡Î A¨v‡mwÛs AWv©i Gi e¨envi †`Lv‡bv n‡q‡Q| G‡ÿ‡Î cÖ_‡g †U•U‡K wm‡j± K‡i †bIqv n‡q‡Q 

Zvici mU© Ackb Gi Dci gvDm wK¬K Kiv n‡q‡Q| Gici bZzb DB‡Ûv †_‡K A¨v‡mwÛs AckbwU wm‡j± Kiv 

n‡q‡Q|  

wPÎ (Figure) t 

Kv‡Ri avc: 

1. †h †U•U †K mU© Ki‡Z n‡e Av‡M †mUv‡K wm‡j± Ki‡Z n‡e|  

2. Zvici mwU©s Ackb Gi Dci gvDm wK¬K Ki‡Z n‡e|  

3. Gmgq bZzb DB‡Ûv Avm‡e †mLvb †_‡K A¨v‡mwÛs AWv©i Ackb wU wm‡j± Ki‡Z n‡e| 

4. Gici I‡K (ok) evUb Pvc‡Z n‡e| 
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wW‡mwÛs AW©v‡i mU© Kiv (Sort descending Order) t 

wW‡mwÛs AWv©i ej‡Z Avgiv †U•U‡K Z to A wW‡mwÛs AWv©i G mw¾Z Kiv‡K eywS| ‡U•U †K wW‡mwÛs AWv©i 

G mw¾Z Ki‡Z n‡jI mU© AckbwU e¨envi Ki‡Z nq| wb‡Pi wP‡Î wW‡mwÛs AWv©i Gi e¨envi †`Lv‡bv n‡q‡Q| 

wP‡Î †`Lv hv‡PQ wW‡mwÛs AWv©i †mU Kivi Kvi‡b K¨v‡i±vi¸‡jv Z to A wW‡mwÛs AWv©i G mw¾Z n‡q‡Q| 

wPÎ (Figure) t 

  

Kv‡Ri avc: 

1. G‡ÿ‡Î †h †U•U †K mU© Ki‡Z n‡e Av‡M †mUv‡K wm‡j± Ki‡Z n‡e|  

2. Zvici mwU©s Ackb Gi Dci gvDm wK¬K Ki‡Z n‡e|  

3. Gmgq bZzb DB‡Ûv Avm‡e †mLvb †_‡K wW‡mwÛs AWv©i Ackb wm‡j± Ki‡Z n‡e| 

4. Gici I‡K (ok) evUb Pvc‡Z n‡e| 
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†b•U †cB‡R †nWvi †iv wiwcU Kiv (Repeat Header Row in Next page) t 

‡Uwe‡j WvUv BbmvU© Kivi mgq WvUv hw` A‡bK eo nq †m‡ÿ‡Î GK †cR †kl n‡q Ab¨ †cBR G P‡j hvq| 

A_v©r A‡bK ¸‡jv †cBR wb‡q GKUv †Uwej n‡Z cv‡i| ‡m‡ÿ‡Î ïay cª_g †cBR G †Uwej ‡nWvi _v‡K| c‡ii 

†cBR G _v‡K bv| Avgiv PvB‡j wiwcU †nWvi †iv (Repeat Header Row) Ackb Gi gva¨‡g c‡Z¨K †cBR Gi 

ïiæ‡Z †Uwej †nWvi mshy³ Ki‡Z cvwi|  

wPÎ (Figure) t 

  

 

Kv‡Ri avc: 

1. cÖ_‡g †nWvi †iv †K wm‡j± Ki‡Z n‡e| 

2. Gici †j-AvDU U¨ve †_‡K wiwcU †nWvi †iv (Repeat Header Row) Ackb Gi Dci wK¬K Ki‡Z 

n‡e| 
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wb‡Pi wP‡Î †`Lv hv‡PQ cÖ_g †cB‡Ri †Uwe‡ji †nWvi Gi gZ c‡ii †cBR G †Uwe‡ji †nWvi †`Lv hv‡PQ| 

A_©vr †nWvi †iv wU UvB‡Uj mn wiwcU n‡PQ 

wPÎ (Figure) t 
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‡Uwe‡ji K‡›U›U (Content) †K †U•U G KbfvU© Kiv (Convert Text from Table) t  

mvavibZ I‡qemvBU †a‡K †Kvb Bbdi‡gkb Iqv‡W© Kwc Ki‡j Zv †Uwej AvKv‡i †mBf nq| c‡i H K‡›U›U †K 

†U•U G KbfvU© Kivi cÖ‡qvRb nq| wb‡Pi wP‡Î †Uwej m¤^wjZ †U•U‡K Iqv‡W© KbfvU© Kivic×wZ †`Lv‡bv 

n‡q‡Q  

 wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g †Uwej‡K wm‡j± Ki‡Z n‡e| 

2. Gici †j-AvDU †_‡K KbfvU© Uz †U•U (Convert to Text) Ackb wU wm‡j± Ki‡Z nq|    
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‡Uwe‡ji K‡›UU †K †U•U G KbfvU© Kivi cieZx© wPÎ t 

wb‡Pi wP‡Î †U•U m¤^wjZ GKwU †Uwej †K †U•U G KbfvU© Kiv †`Lv‡bv n‡q‡Q| †Uwe‡j †`Lv hv‡PQ cÖ‡Z¨KUv 

†mj Gi †U•U Avjv`v fv‡e c¨vivMÖvd AvKv‡i †mU n‡q‡Q| GKBfv‡e Avgiv U¨ve, Kgv BZ¨vw` Ackb w`‡qI 

KbfvU© Ki‡Z cvwi| 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g †Uwej‡K wm‡j± Ki‡Z n‡e| 

2. Gici †j-AvDU †_‡K KbfvU© Uz †U•U (Convert to Text) Ackb wU wm‡j± Ki‡Z nq| 

3. Gici c¨vivMÖvd A_ev U¨ve A_ev Kgv AckbwU wm‡j± Ki‡Z n‡e| 

4. Gici I‡K (ok) evUb Pvc‡Z n‡e| 
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‡Uwe‡j dg©yjvi e¨envi (Use of Equation) t 

A‡bK mgq †Uwe‡ji wewfbœ †mj G dg©yjv e¨envi Kivi cÖ‡qvRb nq| mvavibZ dg©yjv w`‡q Avgiv wewfbœ ai‡bi 

MvwbwZK I jwRK¨vj wnmve wbKvk K‡i _vwK| 

Kv‡Ri avct 

1. cÖ_‡g †Uwe‡ji †h †mj G dg©yjvwU UvBc Ki‡Z n‡e Kvm©i wU‡K †mLv‡b ivL‡Z n‡e|  

2. Gici †j-AvDU U¨ve †_‡K digyjv Ackb Gi Dci gvDm wK¬K Ki‡Z n‡e|  

3. ZLb dg©yjv †jLvi DB‡Ûv Avm‡e †mLv‡b dgy©jvwU wjL‡Z n‡e| 

‡Uwe‡ji digyjv e¨envi Kivi cieZx© wPÎ t 

 



 

‡KvW: ITCO1011A1 Acv‡iU IqvW© cÖ‡mwms A¨vwcø‡KkY 
Dbœq‡bi ZvwiL:  

15-04-2019 

ms¯‹i‡bi ZvwiL:  

২২-০২-২০২৩ 
c„ôv 141 Gi 282 

 

 

‡Uwe‡j wm‡j± Ackb Gi e¨envi (Use of Select in Table) t 

‡Uwe‡j wm‡j± Ackb Gi A‡bK ai‡bi e¨envi i‡q‡Q †hgb: wm‡j± †mj (Select Cell), wm‡j± Kjvg 

(Select Column), wm‡j± †iv (Select Row), wm‡j± †Uwej (Select in Table) | 

wb‡P wewfbœ ai‡bi wm‡j± Gi e¨envi †`Lv‡bv n‡jv: 

wPÎ (Figure) t 

 

wm‡j± ‡mj (Select Cell) t 

‡Uwe‡j †mj ej‡Z Avgiv †Uwe‡ji cÖwZwU Ni‡K eywS| mvavibZ K‡qKUv †mj‡K gvR© Ki‡Z n‡j †mjMy‡jv‡K 

wm‡j± Ki‡Z nq| GQvov K‡qKwU †m‡ji WvUv wWwjU Ki‡Z n‡jI †mj¸‡jv‡K wm‡j± Kivi cÖ‡qvRb nq| 

wb‡Pi wP‡Î ‡Uwe‡ji †mj‡K wm‡j± Kivi c×wZ †`Lvbv n‡jv|  

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cª_‡g cÖ_‡g †j-AvDU U¨ve G †h‡Z n‡e| 

2. Gici wm‡j± Ackb G wK¬K Ki‡Z n‡e| 
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3. Zvici bZzb DB‡Ûv †_‡K wm‡j± †mj AckbwU wm‡j± Ki‡Z n‡e| 

4. GQvov gvDm WªvM K‡iI Avgiv †mj‡K wm‡i± Ki‡Z cvwi| 
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wm‡j± Kjvg (Select Column) t 

wb‡Pi wP‡Î †Uwe‡ii Kjvg wm‡j± Kivi c×wZ †`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 

 

wm‡j± ‡iv (Select row) t 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cª_‡g cÖ_‡g †j-AvDU U¨ve G †h‡Z n‡e| 

2. Gici wm‡j± Ackb G wK¬K Ki‡Z n‡e| 

3. Zvici bZzb DB‡Ûv †_‡K wm‡j± ‡iv AckbwU wm‡j± Ki‡Z n‡e| 
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4. GQvov gvDm WªvM K‡iI Avgiv ‡iv ‡K wm‡i± Ki‡Z cvwi| 
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wm‡j± †Uwej (Select Table) t 

mvavibZ †Kvb †U•U ev K‡›U›U G †h †Kvb cÖKvi Acv‡ikb Pvjv‡Z n‡j Av‡M H †U•UwU‡K wm‡j± K‡i wb‡Z 

nq| GKBfv‡e †Uwe‡ji Dci †Kvb Acv‡ikb Pvjv‡Z n‡j Av‡M †mUv‡K wm‡j± K‡i wb‡Z nq| wb‡Pi wP‡Î 

†Uwej wm‡j± Kivi c×wZ †`Lv‡bv n‡jv t 

 

wPÎ (Figure) t 

 

Kv‡Ri avc t 

1. cÖ_‡g †j-AvDU (Laout Tab) U¨ve G †h‡Z n‡e| 

2. Gici wm‡j± (Select) Ackb Gi Dci gvDm wK¬K Ki‡Z n‡e| 

3. ZLb bZzb DB‡Ûv Avm‡e †mLvb ‡_‡K wm‡j± †Uwej (Select Table) AckbwU wm‡j± Ki‡Z n‡e|  



 

‡KvW: ITCO1011A1 Acv‡iU IqvW© cÖ‡mwms A¨vwcø‡KkY 
Dbœq‡bi ZvwiL:  

15-04-2019 

ms¯‹i‡bi ZvwiL:  

২২-০২-২০২৩ 
c„ôv 146 Gi 282 

 

‡Uwej †cÖvcvwU©R (Table Properties) t 

‡Uwej Gi Properties Gi gva¨‡g Avgiv †Uwe‡ji wewfbœ Bbdi‡gkb †`L‡Z cvB| ‡Uwe‡ji A¨vjvB‡g›U, 

†U•U i¨vwcs, ‡iv I Kjvg ‡mj BZ¨vw` †`L‡Z cvB| 

wPÎ (Figure) t 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Kv‡Ri avc t 

1. cÖ_‡g †j-AvDU U¨ve †_‡K Properties Gi Dci gvDm wK¬K Ki‡Z n‡e| 

2. Gici †Uwej †cÖvcvwU©R (Table Properties) bv‡g bZzb DB‡Ûv Avm‡e| 

3. ‡m_vb †_‡K cÖ‡qvRbxq KvRwU Ki‡Z n‡e| 

4. †Uwej †cÖvcvwU©R (Table Properties) ‡_‡K Avgiv †Uwe‡ji eWv©i GÛ †mwWs I cwieZ©b Ki‡Z cvwi|  
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WKz‡g‡›U wcKPvi BbmvP© Kiv (Insert Figure) t  

WKz‡g‡›U wcKPvi ms‡hvRb Kiv Ab¨Zg ¸iæZ¡c~b© GKUv welq| wcKPvi AvBKb Gi Dci wK¬K Ki‡j BbmvU© 

wcKPvi DB‡Ûv Av‡m ZLb eªvDm K‡i cÖ‡qvRbxq wcKPvi †K wm‡j± K‡i BbmvU© evUb †cÖm Ki‡j wcKPvi 

BbmvU© n‡e| GQvov AbjvBb wcKPvi AvBKb Gi gva¨‡g Avgiv AbjvBb †_‡K wcKPvi BbmvU© Ki‡Z cvwi| 

wb‡Pi wP‡Î wcKPvi BbmvU© Kivi c×wZ †`Lv‡bv n‡q‡Q|   

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g BbmvU© U¨ve G wK¬K Ki‡Z n‡e|  

2. BbmvU© wcKPvi Ackb Gi Dci gvDm Gi †jdU evUb †cÖm Ki‡j BbmvU© bv‡g bZzb DB‡Ûv Av‡m| 

3. †mLvb †_‡K eªvDR K‡i †hB †jv‡Kkb G wcKPvi Av‡Q †mUv wm‡j± Ki‡Z n‡e|  

4. Gici BbmvU© evU‡b wK¬K Ki‡Z nq|  
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wdMvi BbmvU© Kivi cieZx© wPÎ (After Insert Figure) t 

wb‡Pi wP‡Î wcKPvi BbmvU© Kivi c‡ii wPÎ wU †`Lv‡bv n‡q‡Q| G‡ÿ‡Î wcKPvi wnmv‡e evsjv‡`k †UKwbK¨vj 

GWz‡Kkb †evW© Gi cÖavb feb Gi wPÎ e¨envi Kiv n‡q‡Q| GKB fv‡e Avgiv †h‡Kvb Ae‡R± †K BbmvU© 

Ki‡Z cvwi| 

wPÎ (Figure) t 
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AbjvBb †_‡K wcKPvi BbmvU© Kiv (Insert Picture from online) t 

GQvov B›Uvi‡bU Kv‡bKkb avK‡j Avgiv Bb&Uvi‡bU †_‡K wcKPvi BbmvU© Ki‡Z cvwi| wb‡Pi wP‡Î B›Uvi‡bU 

†_‡K wcKPvi BbmvU© Kivi c×wZ †`Lv‡bv n‡q‡Q| †m‡ÿ‡Î BbmvU© U¨ve †_‡K (Online pictures) Ackb Gi 

Dci wK¬K Ki‡Z n‡e| ZLb bZzb DB‡Ûv Avm‡e| †mLvb †_‡K cÖ‡qvRbxq wcKPviwU wm‡j± Ki‡Z n‡e| 

wPÎ (Figure) t 

 

 

Kv‡Ri avct  

1. cÖ_‡g BbmvU© U¨ve †_‡K (Online pictures) Ackb Gi Dci wK¬K Ki‡Z n‡e| 

2. ZLb bZzb DB‡Ûv Avm‡e| †mLvb †_‡K cÖ‡qvRbxq wcKPviwU wm‡j± Ki‡Z n‡e| 

3. Gici I‡K (ok) evUb Pvc‡Z n‡e| 
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‡mBc Gi e¨envi (Use of shape) t  

WKz‡g›U †mBc Gi e¨envi A‡bK ¸iæZ¡c~b©| wewfbœ ai‡bi ‡mBc i‡q‡Q jvBb, †iK¨v‡½j, †ewmK †mBc, eøK 

A¨v‡iv BKz‡qkb †mBc, †d¬vPvU©, óvi Ges e¨vbvi, KjAvDUm BZ¨vw` wewfbœ ai‡bi †mBc ms‡hvRb Kiv hvq| 

wb‡Pi wP‡Î wewfbœ ai‡bi †mBc †`Lv‡bv n‡jv|  

wPÎ 

(Fig

ure) 

t 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Kv‡Ri avct 

1. cÖ_‡g BbmvU© U¨ve G wK¬K Ki‡Z n‡e | 



 

‡KvW: ITCO1011A1 Acv‡iU IqvW© cÖ‡mwms A¨vwcø‡KkY 
Dbœq‡bi ZvwiL:  

15-04-2019 

ms¯‹i‡bi ZvwiL:  

২২-০২-২০২৩ 
c„ôv 152 Gi 282 

 

2. Gici †mBc Ackb Gi Dci wK¬K Ki‡Z n‡e| 

3. ZLb bZzb DB‡Ûv Avm‡e †mLvb †_‡K c‡‡qvRbxq †mBc wU wm‡j± Ki‡Z n‡e|  

BbmvU© †i‡±‡½j (Insert Rectangle) t 

‡i‡±‡½j ej‡Z Avgiv AvqZvKvi PZzfz©R †K eywS| GLb Agiv GKwU ‡i‡±‡½j BbmvU© K‡i Zvi jvBb Kvjvi 

I wdj Kvjvi cwieZ©b Kiv wkL‡ev| 

wPÎ (Figure) t 

 

 

 

Kv‡Ri avct 

1. cÖ_‡g BbmvU© U¨ve G wK¬K Ki‡Z n‡e | 

2. Gici †mBc Ackb Gi Dci wK¬K Ki‡Z n‡e| 

3. ZLb bZzb DB‡Ûv Avm‡e †mLvb †_‡K ‡i‡±‡½j †mBc wU wm‡j± Ki‡Z n‡e|   
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†i‡±‡½j Gi jvBb Kvjvi I wdj Kvjvi cwieZ©b Kiv (Use of Fill and Line color) t  

‡i‡±‡½j Gi jvBb Kvjvi I wdj Kvjvi cwieZ©b A_ev eÜ Ki‡Z n‡j cÖ_‡g ‡i‡±‡½jwU‡K wm‡j± Ki‡Z 

n‡e| Gici dig¨vU U¨ve Gi Dci wK¬K Ki‡Z n‡e| †mLvb †_‡K Shape Fill Gi gva¨‡g wdj Kvjvi I Shape 

Outline gva¨‡g jvBb Kvjvi cwieZ©b A_ev wigyf Ki‡Z cvi‡ev| GQvov gvD‡mi gva¨‡gI GB KvRvU Kiv 

hvB| wb‡Pi wP‡Î †`Lv‡bv n‡jv| 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g H †i‡±‡½j Gi Dci gvDm Gi ivBU evUb †cÖm Ki‡Z n‡e|  

2. ZLb bZyb DB‡Ûv Avm‡e| †mLvb †_‡K dig¨vU †mBc AckbwU wm‡j± Ki‡Z n‡e|  

3. Gici dig¨vU †mBc bv‡g Wvb mvB‡W bZzb DB‡Ûv Avm‡e| †mLvb †_‡K wdj Kvjvi I jvBb Kvjvi 

cwieZ©b Ki‡Z n‡e| 
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¯§vU© AvU© (SmartArt) t  

WKz‡g›U Bbdi‡gkb‡K MÖvwdK¨vwj wi‡cÖ‡R›U Kivi Rb¨ Avgiv ¯§vU© AvU© e¨envi K‡i _vwK| wewfbœ ai‡bi ¯§vU© 

AvU© †hgb- wjó, cÖ‡mm mvB‡Kj, nvq‡ivwK, wi‡jkbwkc, g¨vwUª•, wcivwgW I wcPKvi BZ¨vw` i‡q‡Q|  

 

¯§vU© AvU© BbmvU© Kiv (Insert SmartArt) t 

wb‡Pi wP‡Î Hierarchy ¯§vU©AvU© Ackb †_‡K AM©vbvB‡Rkb PvU© wm‡j± Kviv n‡q‡Q| 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. ¯§vU© AvU© BbmvU© Ki‡Z n‡j cÖ_‡g BbmvU© U¨ve †_‡K ¯§vU©AvU© AckbwU wm‡j± Ki‡Z n‡e| 

2. ZLb chose a SmartArt bv‡g bZzb DB‡Ûv Avm‡e| 

3. †mLvb †_‡K cÖ‡qvRbxq ¯§vU© AvU© AckbwU wm‡j± Ki‡Z n‡e| 
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Acª‡qvRbxq †mBc wWwjU Kiv (Delete Unnecessary Shape) t 

¯§vU© AvU© ˆZwi Kivi mgq KLbI KLbI wKQz †mBc wWwjU Kivi cÖ‡qvRb nq| †m‡ÿ‡Î cÖ_‡g †h †mBc wU 

wWwjU Kivi `iKvi nq| ZLb H †mBcwU‡K wm‡j± K‡i Kx‡evW© †_‡K wWwjU evUb †cÖm Ki‡j †mBcwU wWwjU 

n‡q hv‡e| wb‡Pi wP‡Î †mBc wWwjU Kivi cØwZ †`Lv‡bv n‡q‡Q| ‡Kvb †mBc †K wm‡j± Ki‡Z n‡j H †mBc 

Gi jvBb Gi Dci gvDm w`‡q wK¬K Ki‡Z n‡e| †Lqvj ivL‡Z n‡q †mBc wU †hb GwWwUs ‡gvW G bv _v‡K 

†m‡ÿ‡Î †mBc wU wWwjU n‡e bv| GwWwUs †gvW ej‡Z Avgiv hLb †mB‡c UvBc Kwi H Ae ’̄v‡K eywS| 

wPÎ (Figure) t 

 

 

Kv‡Ri avct 

1. cÖ_‡g wbw`©ó †mBc ‡K wm‡j± Ki†Z n‡e| 

2. Gici Kx‡evW© †_‡K wWwjU evUb †cÖm Ki‡Z n‡e| 
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‡mBc Gi wdj Kvjvi wigyf Kiv (Remove Fill color of shape) t 

†mBc wdj AckbwU w`‡q Avgiv wewfbœ †mBc Gi wdj Kvjvi cwieZ©b Ki‡Z cvwi| †mBc wdj Gi Dci gvDm 

wK¬K Ki‡j GKwU Kvjvi w_g DB‡Ûv Avm‡e| †mLvb †_‡K cÖ‡qvRbxh KvjviwU wm‡j± K‡i wb‡Z cvwi| GQvov 

†bv wdj Ackb Gi gva¨‡g Avgiv wdj Kvjvi wigyf K‡i w`‡Z cvwi| 

Dc‡ii wP‡Î †mBc Gi wdj Kvjvi wigyf Kivi c×wZ †`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 

 

 

Kv‡Ri avct 

1. cÖ_‡g †mBcwU‡K wm‡j± Ki‡Z n‡e| 

2. Gici †mBc wdj Gi Dci gvDm wK¬K Ki‡Z n‡e| 

3. ZLb GKwU Kvjvi w_g DB‡Ûv Avm‡e|  

4. †mLvb †_‡K cÖ‡qvRbxh KvjviwU wm‡j± Ki‡Z n‡e| 
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‡mBc Gi jvBb Kvjvi wigyf Kiv (Remove line of shape) t 

†mBc Gi jvBb Kvjvi wigyf Ki‡Z n‡j cÖ_‡g †mBc wU‡K wm‡j± Ki‡Z n‡e| Zvici dig¨vU U¨ve †_‡K 

†mBc AvDUjvBb AckbwU wm‡j± Ki‡Z n‡e| Zvici w_g Kvjvi DB‡Ûv bv‡g bZzb DB‡Ûv Avm‡e| †mLvb 

‡_‡K †bv AvDUjvBb AckbwU wm‡j± Ki‡Z n‡e|  

wb‡Pi wP‡Î †mBc Gi AvDUjvBb Kvjvi wigyf Kivi cØwZ †`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 

 

 

 

Kv‡Ri avct 

1. cÖ_‡g †mBcwU‡K wm‡j± Ki‡Z n‡e| 

2. Gici †mBc wdj Gi Dci gvDm wK¬K Ki‡Z n‡e| 
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3. ZLb GKwU Kvjvi w_g DB‡Ûv Avm‡e|  

4. †mLvb †_‡K †bv AvDUjvBb (No Outline) AckbwU wm‡j± Ki‡Z n‡e| 
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A¨vW †mBc we‡jv Kiv (Add Shape Below) t 

A¨vW †mBc we‡jv (Add Shape Below) AckbwUi gva¨‡g Avgiv †Kvb GKUv †mBc Gi AvÛv‡i A_©vr wb‡P 

bZzb GKwU †mBc ˆZwi Ki‡Z cvwi| wb‡Pi wP‡Î ED1 bv‡g ˆZwiK…Z †mBcwUi wb‡P bZzb GKwU †mBc ˆZwi 

K‡i †`Lv‡bv n‡q‡Q| G‡ÿ‡Î cÖ_‡g wWRvBb U¨ve †_‡K A¨vW †mBc Ackb wK¬K Ki‡Z n‡e| Zvici bZzb 

DB‡Ûv †_‡K A¨vW †mBc we‡jv AckbwU wm‡j± Ki‡Z n‡e| 

 

wPÎ (Figure) t 

 

 

Kv‡Ri avct 

1. cÖ_‡g wWRvBb U¨ve †_‡K A¨vW †mBc Ackb wK¬K Ki‡Z n‡e|  

2. Zvici bZzb DB‡Ûv †_‡K A¨vW †mBc we‡jv AckbwU wm‡j± Ki‡Z n‡e| 
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A¨vW †mBc AvdUvi Kiv (Add Shape After) t 

A¨vW †mBc AvdUvi (Add Shape After) AckbwUi gva¨‡g Avgiv GKwU †mBc Gi mv‡_ ev cvkvcvwk Av‡iKUv 

†mBc ˆZwi Ki‡Z cvwi| †m‡ÿ‡Î A¨vW †mBc Ackb †_‡K A¨vW †mBc AvdUvi (Add Shape After) AckbwU 

wm‡j± Ki‡Z n‡e| 

wb‡Pi wP‡Î A¨vW †mBc AvdUvi (Add Shape After) AckbwU e¨envi Kivi cØwZ †`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 

 

 

Kv‡Ri avct 

1. cÖ_‡g wWRvBb U¨ve †_‡K A¨vW †mBc Ackb wK¬K Ki‡Z n‡e|  

2. Zvici bZzb DB‡Ûv †_‡K A¨vW †mBc AvdUvi (Add Shape After) AckbwU wm‡j± Ki‡Z n‡e| 
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‡mBc Wv‡b ev ev‡g mvRv‡bv (Rearrange shape from left of right) t 

Avgiv cª‡qvR‡b †mBc‡K Wv‡b ev ev‡g miv‡Z cvwi| †m‡ÿ‡Î wWRvBb U¨ve †_‡K †j-AvDU Ackb G wK¬K 

Ki‡Z n‡e| ZLb †j-AvDU Gi bZzb DB‡Ûv Avm‡e| †mLvb †_‡K cÖ‡qvRbxq AckbwU wm‡j± K‡i wb‡Z n‡e|  

wb‡Pi wP‡Î AM©vbvB‡Rkbvj chart G Right hanging layout wU e¨envi K‡i †`Lv‡bv n‡q‡Q| ALv©r †j-

AvDU Ack‡bi gva¨‡g Left hanging, Right hanging, Both and Normal BZ¨vw` †j-AvDU MyIjv e¨envi 

Ki‡Z cvwi| 

wPÎ (Figure) t 

 

 

 

Kv‡Ri avct 

1. cÖ_‡g wWRvBb U¨ve †_‡K wWRvBb U¨ve †_‡K †j-AvDU Ackb G wK¬K Ki‡Z n‡e|  

2. ZLb †j-AvDU Gi bZzb DB‡Ûv Avm‡e| †mLvb †_‡K cÖ‡qvRbxq AckbwU wm‡j± K‡i wb‡Z n‡e|   
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‡mBc Gi †jv‡Kkb cwieZ©b Kiv (Change shape location) t 

Avgiv cª‡qvR‡b †mBc Gi †jv‡Kkb cwieZ©b Ki‡Z cvwi| †m‡ÿ‡Î cÖ_‡g †mBcwU wm‡j± Ki‡Z n‡e| Zvici 

wWRvBb U¨ve ‡_‡K Demote Ackb wm‡j± K‡i ‡mB‡ci †jv‡Kkb cwieZ©b Ki‡Z n‡e| wb‡Pi wP‡Î †mBc 

Gi †jv‡Kkb cwieZ©b K‡i †`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 

 

 

 

Kv‡Ri avct 

1. cÖ_‡g †mBcwU wm‡j± Ki‡Z n‡e| 

2. Zvici wWRvBb U¨ve ‡_‡K Demote Ackb wm‡j± K‡i ‡mB‡ci †jv‡Kkb cwieZ©b Ki‡Z n‡e| 
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‡mBc Gi mvBR cwieZ©b Kiv (Change Shape size) t  

Avgiv cÖ‡qvR‡b †mBc Gi mvBR cwieZ©b Ki‡Z cvwi| †m‡ÿ‡Î dig¨vU U¨ve †_‡K mvBR Ackb Gi Dci 

gvDm wK¬K Ki‡Z n‡e| †mLvb †_‡K Avgiv ‡mBc Gi Height I Width cwieZ©b Ki‡Z cvwi|  

wb‡Pi wP‡Î †mBc Gi mvBR cwieZ©b K‡i †`Lv‡bv n‡q‡Q| 

 

wPÎ (Figure) t 

 

 

 

Kv‡Ri avct 

1. cÖ_‡g wbw`©ó †mBc ‡K wm‡j± Ki‡Z n‡e| 

2. Gici di‡gU U¨ve ‡_‡K mvBR Ackb Gi Dci wK¬K Ki‡Z n‡e| 

3. ZLb Wªc-WvDb DB‡Ûv Avm‡e| †mLvb †_‡K Height I Width †mU K‡i w`‡Z n‡e| 
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WKz‡g‡›U PvU© Gi e¨envi (Use of chart) t  

WKz‡g‡›U †Kvb Z_¨ ‡K MÖvwdK¨vwj wi‡cÖ‡R›U Ki‡Z n‡j Avgiv †ewki fvM mgq PvU© e¨envi K‡i _vwK| †hgb 

wµ‡KU †Ljvi mgq e‡ji msL¨v, Ifvi, ivb msL¨v, DB‡KU BZ¨vw` mg Í̄ Z_¨ Avgiv GKB mv‡_ GKwU Pv‡U©i 

gva¨‡g †`L‡Z cvwi| wewfbœ ai‡bi PvU© i‡q‡Q †hgb Kjvg (Column), jvBb (Line), cvB PvU© (Pie), evi PvU© 

(Bar), Gwiqv PvU (Area), XY ‡¯‹Uvi (XY Scatter), †÷vK (Stock), mv‡d©m (Surface), ivWvi (Rader), 

wUªg¨vc (Treemap), mvbeªv÷ (Sunbrust), wn‡÷ªvMÖvg (Histogram), e• GÛ ûB¯‹vi (Box & Whisker), 

IqvUvidj (Waterfall) Ges K‡¤^v (Combo) BZ¨vw`|  

PvU© BbmvU© Kiv (Insert Chart) t 

wb‡Pi wP‡Î cvB PvU© BbmvU© Kivi cÖwµqv †`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 

 

Kv‡Ri avc t 

1. PvU© BbmvU© Ki‡Z n‡j cÖ_‡g BbmvU© U¨ve Gi PvU© Ackb Gi Dci wK¬K Ki‡Z n‡e|  

2. ZLb BbmvU© PvU© DB‡Ûv I‡cb n‡e|  

3. †mLvb †_‡K cÖ‡qvRbxq PvU© wU wm‡j± K‡i I‡K evUb †cÖm Ki‡Z n‡e|  

4. ZLb cÖ‡qvRbxq PvU©wU I‡cb n‡e|  
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PvU© G f¨vjy ms‡hvRb Kiv I WvUv †j‡ej ˆZwi Kiv (Add value and create data level) t 

Pv‡U© f¨vjy ms‡hvRb Ki‡Z n‡j cÖ_‡g Pv‡U©i wVK †m›Uvi c‡q‡›U gvDm Gi ivBU evUb wK¬K Ki‡Z nq| Zvici 

bZzb DB‡Ûv †_‡K Add Data level AckbwU wm‡j± Ki‡Z nq| GQvov wWRvBb U¨ve †_‡K Chart Element 

AckbwU wm‡j± K‡iI AckbwU wm‡j± Kiv hvq|  

wb‡Pi wP‡Î PvU© G WvUv †j‡ej Add Kiv †`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 

 

 

Kv‡Ri avct 

1. cÖ_‡g Pv‡U©i wVK †m›Uvi c‡q‡›U gvDm Gi ivBU evUb wK¬K Ki‡Z n‡e| 

2. Zvici bZzb DB‡Ûv †_‡K Add Data level AckbwU wm‡j± Ki‡Z n‡e|  

3. GQvov wWRvBb U¨ve †_‡K Chart Element AckbwU wm‡j± K‡iI GB KvRwU Kiv hvq| 
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GwWU WvUv †j‡ej (Edit data lebel) t 

Pv‡U© evB wWdë PviUv wdì Gi WvUv BbmvU© Kivi my‡hvM _v‡K| G‡ÿ‡Î AviI †ekx WvUv BbmvU© Kivi 

cÖ‡qvRb n‡j GwWU WvUv AckbwU e¨envi Ki‡Z nq| †m‡ÿ‡Î PvU©‡K wm‡j± Kivi ci wWRvBb U¨ve †_‡K 

GwWU WvUv AckbwU wm‡j± Ki‡Z n‡e| ZLb G‡•j dvBj I‡cb n‡e | G‡•j G cÖ‡qvRbxq WvUv BbcyU 

w`‡q G‡•j dvBj †K¬vR K‡i w`‡Z n‡e| GQvovI Ackb †_‡K Avgiv Pv‡U©i UvBc †PÃ Ki‡Z cvwi| GQvov 

†_‡K PvU© UvB‡Uj BZ¨vw` cwieZ©b Ki‡Z cvwi| 

wb‡Pi wP‡Î GwWU WvUv †j‡ej (Edit data lebel) Ackb Gi e¨envi †`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. PvU©‡K wm‡j± Kivi ci wWRvBb U¨ve †_‡K GwWU WvUv AckbwU wm‡j± Ki‡Z n‡e|  

2. ZLb G‡•j dvBj I‡cb n‡e | G‡•j G cÖ‡qvRbxq WvUv BbcyU w`‡q G‡•j dvBj †K¬vR K‡i w`‡Z 

n‡e| 
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WvUv GwWU Kiv (Edit data) t 

GwWU WvUv †j‡ej Pv‡U©i Ab¨Zg GKwU ¸iæZ¡¨c~b© Ask| PvU© ˆZwi Kivi ci Zvi †j‡ewjs Kivi `iKvi nq| 

A_©vr H Pv‡U©i Value,Category name, percentage  BZ¨vw` WvUv †`Lv‡bvi cÖ‡qvRb nq| ZLb WvUv †j‡ej 

GwWU Kivi cª‡qvRb nq| †m‡L‡Î cÖ_‡g Pv‡U©i Dci gvD‡mi ivBU evUb †cÖm Ki‡Z nq| ZLb bZzb DB‡Ûv 

†_‡K A¨vW WvUv ‡j‡ej AckbwU wm‡j± Ki‡Z nq| ZLb Pv‡U©i Dci Zvi f¨vjy †kv K‡i| Gici AviI 

Bbdi‡gkb †hgb- Series Name, Category name, Percentage  BZ¨vw` †`Lv‡bvi Rb¨ cybivq Pv‡U©i wVK 

gvSLv‡b A_©vr †m›Uvi c‡q‡›U gvDm c‡q›U †i‡L ivBU evUb †cÖm Ki‡Z n‡e| Zvici bZzb DB‡Ûv †_‡K 

Format Data level AckbwU wm‡j± Ki‡Z n‡e| ZLb Wvb mvB‡U Gi GKwU c¨v‡bj Pvjy n‡e| †mLvb †_‡K 

cÖ‡qvRbxq AckbwU wm‡j± Ki‡Z n‡e| 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g Pv‡U©i wVK †m›Uvi c‡q‡›U gvDm Gi ivBU evUb wK¬K Ki‡Z n‡e| 

2. Zvici bZzb DB‡Ûv †_‡K Format Data level AckbwU wm‡j± Ki‡Z n‡e|  

3. ZLb Wvb mvB‡U Gi GKwU c¨v‡bj Avm‡e| 
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4. Gici cÖ‡qvRbxq AckbwU wm‡j± Ki‡Z n‡e|  
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nvBcviwjsK ms‡hvRb Kiv (Use of hyperlink) t 

nvBcvi wjsK Gi gva¨‡g Avgiv WKy‡g›U Gi †h †Kvb IqvW© ev †U•U‡K I‡qe mvB‡Ui mv‡_ wjsK K‡i w`‡Z 

cvwi| A_vr †Kvb GKwU UwcKm Gi we Í̄vwiZ weeib hw` I‡qemvB‡U _v‡K ZLb nvBcvi wjsK Gi gva¨‡g I‡qe 

mvB‡Ui A¨v‡Wªm‡K wjsK K‡i ‡`Iqv nq|  

wb‡Pi wP‡Î nvBcvi wjsK †mU Kivi cØwZ ‡`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. G‡ÿ‡Î cÖ_‡g nvBcvi wjsK Ackb G gvDm wK¬K Ki‡Z n‡e|  

2. ZLb BbmvU© nvBcvi wjsK bv‡g bZzb DB‡Ûv Avm‡e|  

3. †mLvb †_‡K A¨v‡Wªm wd‡ì I‡qemvB‡Ui A¨v‡Wªm wjL‡Z n‡e| 

4. Gici I‡K evUb †cÖm Ki‡Z n‡e| 
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eyKgvK© ˆZwi Kiv (Use of bookmark) t  

eyKgvK© Gi gva¨‡g Avgiv WKz‡g‡›Ui wewfbœ ¸iæZ¡cyb© IqvW© ev kã †K wj÷ AvKv‡i eyKgvK© K‡i ivL‡Z cvwi| 

cÖ‡qvRbxq mgq eyKgvK© wj÷ ‡_‡K Avgiv e¨envi Ki‡Z cvwi| eyKgvK© wj÷ †_‡K hw` Avgiv †Kvb IqvW© ev 

†m‡›UÝ Gi Dci wK¬K Kwi Z‡e H IqvW© wU †h †cBR G Av‡Q gvDm Kvm©i mivmwi H †cBR G P‡j hv‡e|   

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g cÖ‡qvRbxq IqvW© ev UvB†Uj †K wm‡j± Ki‡Z n‡e| 

2. Gici eyKgvK© Ackb Gi Dci wK¬K Ki‡Z n‡e| 

3. ZLb bZzb DB‡Ûv Avm‡e| A¨vW Add Ackb Gi Dci wK¬K Ki‡Z n‡e|   
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µm ‡idv‡iÝ Gi e¨envi (Use of Cross Referrence) t 

µm †idv‡iÝ Ackb Gi gva¨‡g Avgiv Ab¨ GKwU Bbdi‡gkb‡K †idv‡iÝ wnmv‡e †`Lv‡Z cvwi| A_v©r Av‡M 

†_‡K eyKgvK© K‡i ivLv †Kvb UvB‡Uj ev †nWjvBb †K †idv‡iÝ wnmv‡e †`Lv‡Z cvwi|  

GQvov w¯ŒbmU Ackb A‡Uv‡gwUK¨vwj Iqv‡W© KvR Kiv mgq wKQz gyû‡Z©i wcKPvi wb‡q iv‡L| A¨vW-Bbm 

gvB‡µvmdU Awdm 2016 Gi bZzb wdPvi GLvb †_‡K Avgiv wewfbœ iKg A¨vW-Bbm Bb÷j K‡I e¨envi 

Ki‡Z cvwi| DBwKwcwWqv Gi gva¨‡g Avgiv wewfbœ Z_¨ wb‡Z cvwi| AbjvBb wfwWI wgwWqv Gi gva¨‡g Avgiv 

AbjvBb Gi wewfbœ wfwWI msMÖn Ki‡Z cvwi|  

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. Dc‡ii wP‡Î µm †idv‡iÝ Ackb Gi e¨envi †`Lv‡bv n‡q‡Q| µm †idv‡iÝ AckbwU BbmvU© U¨ve G 

_v‡K|  

2. GB KvRwU Kivi Rb¨ µm †idv‡iÝ Ackb Gi Dci gvDm wK¬K Ki‡Z n‡e|  

3. ZLb µm †idv‡iÝ DB‡Ûv Avm‡e| †mLvb †_‡K †idv‡iÝ UvBc, ‡cBR bv¤^vi, eyKgvK© BZ¨vw` 

wdì¸‡jv cÖ‡qvRb Abyhvqx wm‡j± Ki‡Z n‡e|  

4. me‡k‡l BbmvU© evUb †cÖm Ki‡Z n‡e| 
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K‡g›U (Use of comments) t  

A‡bK mgq †Kvb †U•U ev WKz‡g›Um Gi we‡kl Bbdi‡gkb Avjv`v K‡i msiÿb Kivi cÖ‡qvRb nq| ZLb 

Avgiv H Bbdi‡gkb‡K K‡g›Um e‡j _vwK| hvi gva¨‡g H †U•U ev WKz‡g‡›Ui AviI wek` Bbdi‡gkb cvIqv 

hvq| 

wPÎ (Figure) t 

  

 

Kv‡Ri avct 

1. cÖ_‡g †U•U †K wm‡j± Ki‡Z n‡e| 

2. Gici K‡g›Um Ackb Gi Dci wK¬K Ki‡Z n‡e| 

3. ZLb K‡g›Um UvBc Kivi bZzb DB‡Ûv Avm‡e| †mLv‡b cÖ‡qvRbxq K‡g›Um UvBc Ki‡Z n‡e| 
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‡nWvi Ges dzUvi Gi e¨envi (Use of Header & Footer) t  

A‡bK mgq WKz‡g‡›Ui Dc‡i †Kv¤úvbx †jv‡Mv, †Kv¤úvbxi bvg I †Kv¤úvbxi Ab¨vb¨ Bbdi‡gkb me¸‡jv †cBR 

G ms‡hvRb Kivi cÖ‡qvRb nq| ZLb H me cÖ‡qvRbxq Bbdi‡gkb Avgiv WKz‡g‡›Ui †nWv‡i ms‡hvRb K‡i 

_vwK| mvavibZ †cBR Gi Dc‡ii 1 BwÂ ’̄vb‡K †nWvi ejv n‡q _v‡K| WKz‡g‡›U Gi cÖ‡qvRb Abyhvqx †nWv‡ii 

†¯úm Kg ev †ekx Kiv hvq| wb‡Pi wP‡Î †cB‡R †nWvi mshy³ Kivi c×wZ †`Lv‡bv n‡q‡Q| 

‡nWvi Gi e¨envi (Use of Header) t 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. GLv‡b cÖ_‡g †nWvi Ackb Gi Dci gvDm wK¬K Kiv n‡q‡Q|  

2. d‡j bZzb GKwU Wªc-WvDb DB‡Ûv Avm‡e| 

3. †mLvb †_‡K cÖ‡qvRbxq †j-AvDUwU wm‡j± Kiv n‡q‡Q| 

4. me‡k‡l wWRvBb U¨ve †_‡K †nWvi dzUvi AckbwU †K¬vR Kiv n‡q‡Q| 
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‡nWv‡i GKB mv‡_ †jv‡Mv, UvB‡Uj I †cBR bv¤^vi mshy³ Kivt 

WKz‡g›U ˆZwi Kivi mgq A‡bK †ÿ‡Î †nWv‡i †jv‡Mv †Kv¤úvbxi bvg ev UvB‡Uj I †cBR bv¤^vi GKmv‡_ 

e¨envi Kivi cÖ‡qvRb nq| WKz‡g‡›Ui (wb‡Pi wP‡Îi b¨vq) †nWv‡i †jv‡Mv, UvB‡Uj I †cBR bv¤^vi mshy³ Kivi 

mgq †`Lv hvq †jv‡Mv I UvB‡Uj mshy³ K‡i †cBR nq wKš` †nWvi †_‡K †jv‡Mv I UvB‡Uj P‡j hvq| †m‡ÿ‡Î 

cÖ_‡g †mB ’̄v‡b †cBR bv¤^vi BbmvU© Kiv n‡e †mLv‡b Kvm©i‡K †i‡L †cBR bv¤^vi Aekb Gi Dci wK¬K Ki‡Z 

n‡e ZLb bZzb DB‡Ûv Avm‡e| †mLvb †_‡K Kv‡i›U cwRkb AckbwU wm‡j± Ki‡Z n‡e| Zvn‡jB Kvw․LZ 

hvqMvq †cBR bv¤^vi mshy³ n‡q hv‡e|  

wPÎ (Figure) t 

 

  

Kv‡Ri avct 

1. cÖ_‡g wbw`©ó ’̄v‡b Kvm©i‡K ivL‡Z n‡e| 

2. Gici †cBR bv¤^vi Ackb Gi Dci wK¬K Ki‡Z n‡e| 

3. ZLb bZzb DB‡Ûv Avm‡e| †mLvb †_‡K Kv‡i›U cwRkb AckbwU wm‡j± Ki‡Z n‡e| 

4. Gci Wªc-WvDb DB‡Ûv‡Z wewfbœ UvB‡ci †cBR bv¤^vwis Ackb Avm‡e| †mLvb †_‡K cÖ‡qvRbxq 

AckbwU wm‡j± Ki‡Z n‡e| 
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wb‡Pi wP‡Î †cBR bv¤̂vi BbmvU© Kivi c‡ii Ae ’̄v ‡`Lv‡bv n‡q‡Q| wP‡Î †`Lv hv‡”Q `yBUv †cBR G ¯§vBwj, 

UvB‡Uj I †cBR bv¤^vi BbmvU© n‡q‡Q| 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g ‡nWv‡ii Dci wK¬K Ki‡Z n‡e| 

2. Gici BmbmvU© wcKPvi Ackb †_‡K wcKPvi BmbmvU© Ki‡Z n‡e| 

3. cÖ‡qvRbxq UvB‡Uj UvBc Ki‡Z n‡e 

4. Gici †cBR bv¤^vi Ackb Gi Dci wK¬K Ki‡Z n‡e| 

5. ZLb bZzb DB‡Ûv Avm‡e| †mLvb †_‡K Kv‡i›U cwRkb AckbwU wm‡j± Ki‡Z n‡e| 

6. Gci Wªc-WvDb DB‡Ûv‡Z wewfbœ UvB‡ci †cBR bv¤^vwis Ackb Avm‡e| †mLvb †_‡K cÖ‡qvRbxq 

AckbwU wm‡j± Ki‡Z n‡e|  
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dzUvi Gi e¨envi (Use of Footer) t  

†cBR Gi wb‡Pi 1 BwÂ Ask‡K dzUvi e‡j| dzUv‡i mvavibZ †Kv¤úvbxi wVKvbv †cBR Gi bv¤^vi dzU‡bvU 

BZ¨vw` ms‡hvRb Kiv n‡q _v‡K Ges WKz‡g‡›Ui A‡bK mgq †cBR Gi bv¤^vi Kivi cÖ‡qvRb nq| dzUvi 

AckbwU BbmvU© U¨ve G _v‡K| dzUvi Ackb Gi Dci gvDm wK¬K Ki‡j Wªc WvDb DB‡Ûv Pvjy n‡e| †mLvb 

†_‡K cÖ‡qvRbxq †j-AvDUwU wm‡j± Ki‡Z n‡e| GQvov Ackb Gi gva¨‡g Avgiv dzUvi GwWU ev Avc‡WU 

Ki‡Z cvwi Ges wigyf dyUvi Ackb Gi gva¨‡g Avgiv dyUvi wigyf Ki‡Z cvwi|wb‡Pi wP‡Î dyUvi BbmvU© Kiv 

†`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g BbmvU© U¨ve G wK¬K Ki‡Z n‡e| 

2. Gici dzUvi Ackb Gi Dci gvDm wK¬K Ki‡j Wªc WvDb DB‡Ûv Pvjy n‡e|  

3. †mLvb †_‡K cÖ‡qvRbxq †j-AvDUwU wm‡j± Ki‡Z n‡e| 
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4. GQvov GwWU dzUvi Ackb Gi gva¨‡g Avgiv dzUvi GwWU ev Avc‡WU Ki‡Z cvwi Ges wigyf dyUvi 

Ackb Gi gva¨‡g Avgiv dyUvi wigyf Ki‡Z cvwi| 
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†U•U e• (Use of Text box) t  

WKz‡g‡›U A‡bK mgq †U•U e• e¨envi Kivi cÖ‡qvRb nq| †U•U e‡•i gva¨‡g Avgiv WKz‡g‡›U Gi †h †Kvb 

hvqMvq †h ‡Kvb †U•‡U eySv‡Z cvwi| †U•U e‡•i Dci gvDm wK¬K Ki‡j Avgiv wewfbœ ai‡bi †U•U e‡•i 

†j-AvDU cv‡ev †mLvb †_‡K cª‡qvRbxq †j-AvDU wm‡j± Ki‡Z n‡e| GQvovI Wª-‡U•U e• Ackb †_‡K 

cÖ‡qvRbxq †U•U e• Wª Ki‡Z cvi‡ev| wb‡Pi wP‡Î m¨v¤új †U•U e• †bIqv n‡q‡Q Ges Zv‡Z †U•U UvBc 

Kiv n‡q‡Q| 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g †U•U e‡•i Dci gvDm wK¬K Ki‡Z n‡e| 

2. ZLb wewfbœ ai‡bi †U•U e‡•i †j-AvDU cv‡ev †mLvb †_‡K cª‡qvRbxq †j-AvDU wm‡j± Ki‡Z n‡e| 

3. GQvovI Wª-‡U•U e• Ackb †_‡K cÖ‡qvRbxq †U•U e• Wª Ki‡Z cvi‡ev|  
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KzBK cvU©m Gi e¨envi (Quick Parts) t 

 KzBK cvU©m (Quick Parts) Ackb Gi gva¨‡g Avgiv †Kvb GKwU †U•U ev Bbdi‡gkb †K Av‡M †_‡KB †mBf 

K‡i †i‡L cÖ‡qvRbxq gyû‡Z© e¨envi Ki‡Z cvwi| GQvov GB Ack‡bi gva¨‡g Avgiv WKz‡g‡›U dvBj †jv‡Kkb 

BbmvU© Ki‡Z cvwi| wb‡Pi wP‡Î dvBj †jv‡Kkb BbmvU© Kivi c×wZ †`Lv‡bv n‡jv| 

wPÎ (Figure) t 

 

Kv‡Ri avc t 

1. cÖ_‡g dzUvi A_ev wbw`©ó ’̄v‡b Kvm©i ivL‡Z n‡e| 

2. Gici KzBK cvU©m (Quick Parts) Ackb Gi Dci gvDm wK¬K Ki‡Z n‡e| 

3. ZLb Wªc-WvDb DB‡Ûv Avm‡e| †mLvb †_‡K wdì Ackb Gi Dci wK¬K Ki‡Z n‡e| 

4. Gici wdì DB‡Ûv †_‡K dvBj †bBg AckbwU wm‡j± Ki‡Z n‡e| 

5. DB‡Ûvi Wvb mB‡W Aew ’̄Z wdì Ackb †_‡K A¨vW cv_ Uz dvBj †bBg (Add path to filename) 

Ackb Gi Dci wUK gvK© w`‡Z n‡e| 

6. me‡kl I‡K evUb G Pvc w`‡Z n‡e|  
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IqvW© AvU© (Use of WordArt) t  

IqvW© AvU© e¨envi K‡i Avgiv ‡U•‡U wewfbœ ÷vBj †hgb Bbvi m¨v‡Wv (Inner shadow), AvDUvi m¨v‡Wv 

(Outer shadow) e¨vK MÖvDÛ Kvjvi (Background color) BZ¨vw` e¨envi Ki‡Z cvwi| wb‡Pi wP‡Î IqvW© AvU© 

Gi e¨envi †`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 

 

 

Kv‡Ri avct 

1. cÖ_‡g IqvW© AvU© Ack‡b wK¬K Ki‡Z n‡e| 

2. ZLb B‡qvi †U•U †nqvi (Your Text Here) †jLv m¤^wjZ GKwU BD‡Ûv Avm‡e †mLv‡b cÖ‡qvRbxq 

†U•wU UvBc Ki‡Z n‡e|  

3. Gici †U•U óvBj BD‡Ûv †_‡K cQ›` gZ óvBjwU wm‡j± Ki‡Z n‡e| 
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‡mBc B‡d± Gi e¨envi (Use of Text Effects) t 

‡mBc B‡d± e¨envi Kiv nq mvavibZ †U•U Gi wewfbœ jyK †`Iqvi Rb¨| wewfbœ ai‡bi †mBc B‡d± Av‡Q 

†hgb preset, shadow, reflection, glow, soft, edges, bevel BZ¨vw`| GQvov GLv‡b wewfbœ ai‡bi 3wW 

†iv‡Ukb i‡q‡Q| †U•U wm‡j± K‡i Avgiv cÖ‡qvRbgZ B‡d± e¨envi Ki‡Z cvwi| wb‡Pi wP‡Î 3wW ‡iv‡Ukb 

B‡d± e¨envi K‡i ‡`Lv‡bv n‡q‡Q|  

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g wbw`©ó †U•U †K wm‡j± Ki‡Z n‡e| 

2. Gici †mBc B‡d± Ackb Gi Dci wK¬K Ki‡Z n‡e|  

3. ZLb bZzb DB‡Ûv Avm‡e| †mLvb †_‡K 3wW †iv‡Ukb Ackb Gi Dci gvDm ivL‡j Wvb mvB‡W 

Av‡iKwU DB‡Ûv Avm‡e| 
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4. GB DB‡Ûv †_‡K cÖ‡qvRbxq AckbwU wm‡j± Ki‡Z n‡e|    
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Wªc-K¨vc (Use of Drop Cap) t  

Wªc-K¨vc ej‡Z Avgiv †Kvb GKwU Iqv‡W©i cÖ_g Aÿi Ab¨vb¨ Aÿ‡ii Zzjbvq eo Kiv‡K eywS| mvavibZ 

†Kvb g¨vMvwR‡bi wbDR ev M‡íi cÖ_g Aÿi `yB ev wZb jvBb mgvb eo Kiv n‡q _v‡K| gvB‡µvmdU Iqv‡W© 

evB wWdë wZb jvBb Wªc-K¨vc †mU Kiv _v‡K| cÖ‡qvRb Abyhvqx Avgiv Wªc-K¨vc jvBb Kg ev †ekx Ki‡Z 

cvwi| Dc‡ii wP‡Î Wªc K¨vc Gi e¨envi †`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g wbw`©ó Kv‡i±vi †K wm‡j± Ki‡Z n‡e| 

2. Zvici Wªc-K¨vc Ack‡bi Dci gvDm wK¬K Ki‡Z n‡e| 

3. ZLb bZzb DB‡Ûv Avm‡e †mLvb †_‡K WªcW AckbwU wm‡j± Ki‡Z n‡e|  

4. GQvov Wªc K¨vc Ackb (Drop cap option) Gi Dci wK¬K K‡i Wªc K¨vc Ackb‡K KvógvDR Ki‡Z 

cvwi|  
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wmM‡bPvi jvBb (Use of Signature line) t  

A‡bK mgq WKz‡g‡›U wmM‡bPvi †`Iqvi cÖ‡qvRb nq| wmM‡bPvi jvBb Ackb Gi gva¨‡g cÖ‡qvRb Abyhvqx 

ms‡hvRb Kiv hvq|  

wPÎ (Figure) t  

 

Kv‡Ri avct 

1. WKz‡g›U wmM‡bPvi jvBb ms‡hvRb Ki‡Z n‡j cÖ_‡g wmM‡bPvi ivBb Ackb Gi Dci gvDm wKøK Ki‡Z 

n‡e|  

2. Zvici gvB‡µvmdU Awdm wmM‡bPvi jvBb (Microsoft Office Signature Line) Ackb Gi Dci 

gvDm wK¬K Ki‡Z n‡e|  

3. ZvLb wmM‡bPvi †mUvc Gi bZzb DB‡Ûv Av‡m| 

4. H DB‡Ûv‡Z cÖ‡qvRbxq WvUv ¸‡jv cÖ`vb K‡i I‡K evUb ‡cÖm Ki‡Z n‡e|  
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‡WBU GÛ UvBg (Use of Date & Time) t 

†WBU GÛ UvBg evU‡bi gva¨‡g Avgiv WKz‡g‡›Ui cÖ‡qvRbxq ’̄v‡b †WBU I UvBg ms‡hvRb Ki‡Z cvwi| 

WKz‡g›U †WU GÛ UvBg †mU Kiv AZ¨všÍ ¸iæZ¡c~b© GKUv welq|  

wPÎ (Figure) t  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Kv‡Ri avct 

1. WKz‡g›U G †WU GÛ UvBg (Date & Time) †mU Ki‡Z n‡j cÖ_‡g †WBU A¨vÛ UvBg (Date & Time) 

Ackb Gi Dci wK¬K KiZ n‡e ZLb bZzb DB‡Ûv Avm‡e|  

2. ‡mLvb †_‡K cÖ‡qvRbxq dig¨vUwU wm‡j± Ki‡Z n‡e| 

3. Gici I‡K evUb †cÖm Ki‡Z n‡e|  
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Ae‡R± (Use of Object) t  

A‡bK mgq WKz‡g‡›U wewfbœ ai‡bi Ae‡R± ms‡hvRb Kiv cÖ‡qvRb nq| ‡U•U dvBj Qvov Ab¨ †h †Kvb dvBj 

†hgb G‡Wvwe G¨‡µve¨vU WKz‡g›U B‡gR dvBj BZ¨vw` Ae‡R± wnmv‡e we‡ewPZ nq| wb‡Pi wP‡Î WKz‡g‡›U 

Ae‡R± BbmvU© K‡i †`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. G‡ÿ‡Î cÖ_‡g Ae‡R± Ackb Gi Dci gvDm wK¬K Ki‡Z n‡e|  

2. ZLb bZzb DB‡Ûv Avm‡e †mLvb †_‡K wK ai‡bi Ae‡R± cÖ‡qvRb Zv wm‡j± Ki‡Z n‡e| 

3. Zvici Kw¤úDUvi WªvBf †_‡K cÖ‡qvRbxq Ae‡R± dvBjwU wm‡j± K‡i w`‡Z n‡e| 
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BKz‡qkb BbmvU© Kiv (Insert Equations) t  

wewfbœ MvwbwZK dg©yjv †jLvi Rb¨ BKz‡qkb e¨envi Kiv nq|  

wPÎ (Figure) t  

 

Kv‡Ri avct 

1. cÖ_‡g wbw`©ó ’̄v‡b Kvm©i ivL‡Z n‡e| 

2. Gici BKz‡qkb Ackb Gi Dci gvDm wK¬K Ki‡Z n‡e| 

3. ZLb Wªc-WvDb DB‡Ûv Avm‡e| †mLvb †_‡K BbmvU© wbD BKz‡qkb AckbwU wm‡j± Ki‡Z n‡e| 

4. G mgq BKz‡qkb UvBc Kivi DB‡Ûv Avm‡e| †mLv‡b cÖ‡qvRbxq BKz‡qkb UvBc Ki‡Z n‡e| 
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wm¤^j BbmvU© Kiv (Insert Symbols) t  

wm¤^j e¨envi K‡i Avgiv wewfbœ ai‡bi †¯úkvj K¨v‡i±vi ms‡hvRb K‡i _vwK|  

A‡bK mgq WKz‡g‡›U A¨vjdv †ewUK I wbD‡gwiK K¨v‡i±vi QvovI wKQz wm¤̂j I †¯úkvj K¨v‡i±vi UvBc Kivi 

cÖ‡qvRb nq| ZLb Avgv‡`i wm¤^j AckbwU e¨envi Kivi cÖ‡qvRb nq| wm¤^j e¨envi Ki‡Z n‡j cÖ_‡g wm¤^j 

Ackb Gi Dci gvDm wK¬K Ki‡Z n‡e| ZLb bZzb DB‡Ûv Avm‡e| †mLv‡b mv¤úªwZK mg‡q e¨eüZ wKQz wm¤̂j 

†`Lv‡e wVK Zvi wb‡P More symbol Ackb _vK‡e †mLv‡b wK¬K Ki‡j bZzb GKwU DB‡Ûv Avm‡e †mLvb †_‡K 

cÖ‡qvRbxq wm¤^jwU wm‡j± K‡i BbmvU© evUb †cÖm Ki‡Z n‡e| Dc‡ii wP‡Î wm¤̂j A¨vW Kivi c×wZ †`Lv‡bv 

n‡q‡Q| 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g wm¤^j Ackb Gi Dci gvDm wK¬K Ki‡Z n‡e|  

2. ZLb bZzb DB‡Ûv Avm‡e| †mLvb †_‡K cÖ‡qvRbxq wm¤^jwU wm‡j± Ki‡Z n‡e| 

3. Gici BbmvU© evUb †cÖm Ki‡Z n‡e| 
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IqvUvi gvK© A¨vW Kiv (Add Water Mark) t 

†cB‡Ri e¨vKMÖvB‡Û †Kvb Qwe ev †U•U ms‡hvRb Kiv‡K IqvUvi gvK© ev RjQvc ejv n‡q _v‡K|  

wPÎ (Figure) t  

 

Kv‡Ri avc t 

1. cÖ_‡g IqvUvi gvK© Ackb Gi Dci gvDm wK¬K Ki‡Z n‡e| 

2. Gici Wªc-WvDb DB‡Ûv †_‡K cÖ‡qvRbxq †j-AvDU wU wm‡j± Ki‡Z n‡e| 

3. Gici Kv÷g IqvUvi gvK© Ackb Gi Dci wK¬K Ki‡j bZzb DB‡Ûv Avm‡e| 

4. ZLb DB‡Ûv †_‡K cÖ‡qvRb gZ †U•U, d›U, mvBR I Kvjvi cwieZ©b Ki‡Z n‡e| 
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‡cBR Kvjvi e¨envi (Use of Page color) t  

A‡bK mgq WKz‡g‡›U Avgiv iw½b †cBR e¨envi K‡i _vwK| ‡cBR Kvjvi KvU‡bi Dci wK¬K K‡i Avgiv 

cÖ‡qvRbgZ iswU wm‡j± K‡i wb‡Z cvwi|  

wPÎ (Figure) t 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Kv‡Ri avct 

1. cÖ_‡g wWRvDb U¨ve Ackb Gi Dci wK¬K Ki‡Z n‡e| 

2. Gici †cBR Kvjvi Ackb Gi Dci gvDm wK¬K Ki‡j A‡b¸‡jv Kvjvi m¤̂wjZ GKwU DB‡Ûv Avm‡e| 

†mLvb †_‡K cÖ‡qvRbxq KvjviwU wm‡j± Ki‡Z n‡e| 

3. †bv-Kvjvi Ackb Gi gva¨‡g Kvjvi wigyf K‡i †`Iq hvq †gvi Kvjvi Ackb Gi gva¨‡g wb‡Ri B”Qv 

gZ Kvjvi Kw¤^‡bkb †mU Kiv hvq|  
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‡cBR eW©vi e¨envi Kiv (Use of Page border) t  

†cBR Gi Pvicv‡k jvBb Uvbv‡K †cBR eW©vi ejv n‡q _v‡K| WKz‡g‡›Ui †mŠ›`h© e„w×i Rb¨ Avgiv †cBR eW©vi 

e¨envi K‡i _vwK |  

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g wWRvDb U¨ve Ackb Gi Dci wK¬K Ki‡Z n‡e| 

2. Gici †cBR eW©vi Ackb Gi Dci gvDm wK¬K Ki‡j GKwU DB‡Ûv Avm‡e| †mLvb †_‡K e• 

AckbwU wm‡j± Ki‡Z n‡e| 

3. Gici I‡K evUb †cÖm Ki‡Z n‡e| 
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†cBR †j-AvDU Gi e¨envi (Use of Page Layout) t  

gvwR©b ‡mU Kiv t mvavibZ †cBR Gi GKwU wbw`ó `yiZ¡ n‡Z †jLv ïiæ Kiv nq| IqvW© cÖ‡mmi 2016 †Z evB 

wWdë Uc (Top), ivBU (Right), eUg (Bottom), †jdU (Left) PviwU‡KB 1 BwÂ K‡i gvwR©b †mU Kiv 

_v‡K| GQvov b¨v‡iv (Narrow) gWv‡iU (Modarate), IqvBW (Wide), wgiiW (Mirrored) BZ¨vw` wewfbœ 

ai‡bi †cBR gvwR©b i‡q‡Q| Awdm 2003 Gi wWdë ‡cBR gvwR©b wQj Uc (Top) I eUg (Bottom) G 1 

BwÂ Ges †jdU (Left) I ivBU (Right) 1.25 BwÂ|  

 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g †j-AvDU U¨ve Gi Dci wK¬K Ki‡Z n‡e| 

2. Gici gvwR©b Ackb Gi Dci wK¬K Ki‡Z n‡e| 

3. ZLb bZzb DB‡Ûv Avm‡e| †mLvb †_‡K cÖ‡qvRbxq gvwR©b AckbwU wm‡j± Ki‡Z n‡e|  
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‡cBR Iwi‡q‡›Ukb Gi e¨envi (Use of Page Orientation) t  

‡Kvb †cBR †K fvwU©K¨vj ev Dci †_‡K wb‡Pi w`‡K A_ev nwiR›Uvj ev evg †_‡K Wvb w`‡K †i‡L †cBR G 

†U•U UvBc Kiv nq| hLb fvwU©K¨vj ev Dci †_‡K wb‡Pi w`‡K ‡i‡L UvBc Kiv nq ZLb Zv‡K †cv‡UªU ejv 

nq Ges †cBR‡K evg †_‡K Wvb w`‡K †i‡L A_v©vr nwiR›Uvwj †i‡L UvBc Kiv nq ZLb Zv‡K j¨vÛ‡¯‹c e‡j| 

A_©vr †cv‡UªU I j¨vÛ‡¯‹c †K Avgiv †cBR Iwi‡q›Ukb e‡j _vwK| mvavibZ Avgiv †cBR †K †cv‡UªU Ae ’̄vq 

†i‡L e¨envi K‡i _vwK| Z‡e KLbI KLbI WKz‡g‡›U †Uwe‡ji gva¨‡g A‡bK Bbdi‡gkb msiÿb Kivi 

cÖ‡qvRb nq| ZLb eo †UwejwU‡K GKwU †cB‡Ri wfZ‡i ivLvi Rb¨ †cBR‡K j¨vÛ‡¯‹c Kivi cÖ‡qvRb nq|  

 

wPÎ (Figure) t 

 

 

Kv‡Ri avct 

1. cÖ_‡g †j-AvDU U¨ve Gi Dci wK¬K Ki‡Z n‡e| 

2. Gici Awi‡q‡›Ukb Ackb Gi Dci wK¬K Ki‡Z n‡e| 

3. ZLb bZzb DB‡Ûv Avm‡e| †mLvb †_‡K cÖ‡qvRbxq (†cv‡UªU ev j¨vÛ‡¯‹c) AckbwU wm‡j± Ki‡Z 

n‡e|  
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‡cBR mvBR †mU Kiv (Set Page size) t  

WKz‡g›U ˆZwi Kivi mgq Avgiv wewfbœ mvBR Gi †cBR e¨envi K‡i _vwK| wewfbœ Awdwkqvj WKz‡g›U ˆZwi 

Kivi Rb¨ mvavibZ A4 mvB‡Ri †ccvi e¨envi Kiv nq| GQvov †jUvi, wjM¨vj, A5 BZ¨vw` mvB‡Ri wewfbœ 

ai‡bi †ccvi i‡q‡Q| gvB‡µvmdU Awdm 2016 A¨vwcø‡Kkb mdUIq¨vi G evB wWdë †jUvi mvB‡Ri †cBR 

e¨envi Kiv nq| Avgv‡`i †`‡k Awdwmqvwj (A4) mvBR Gi †ccvi e¨envi Kiv nq| 

 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. A4 †ccvi mvBR †mU Ki‡Z n‡j cÖ_‡g †j-AvDU U¨ve-G †h‡Z n‡e|  

2. Gici mvBR Gi Dci gvD‡mi ‡jdU evUb †cÖm Ki‡Z n‡e| 

3. ZLb Wªc WvDb DB‡Ûv Avm‡e †mLvb †_‡K A4 wm‡j± Ki‡Z n‡e|  
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Kjvg ˆZwi (Create column) t  

WKz‡g‡›U Avgviv mvavibZ GKwU Kjvg e¨envi K‡i _vwK| ‡Kvb †Kvb WKz‡g‡›U `yB Kjvg ev wZb Kjvg 

e¨envi Kivi `iKvi nq| g¨vMvwRb ev cwÎKv‡Z mvavibZ GKvwaK Kjvg e¨envi Kiv nq| A‡bK mgq 

WKz‡g‡›U †U•U UvBc Kivi ci `yB Kjvg ev wZb Kjvg Kivi cÖ‡qvRb nq| †m‡ÿ‡Î Av‡M †jLv¸‡jv‡K wm‡j± 

Ki‡Z n‡e Zvici cÖ‡qvRbxq Kjvg wm‡j± Ki‡Z n‡e| 

wPÎ (Figure) t 

 

 

Kv‡Ri avct 

1. ‡cB‡R GKvwaK Kjvg †mU Ki‡Z n‡j cÖ_‡g †j-AvDU U¨ve G wK¬K Ki‡Z n‡e|  

2. Zvici Wªc WvDb DB‡Ûv n‡Z `yB Kjvg ev wZb Kjvg cÖ‡qvRb Abyhvqx †mU Ki‡Z n‡e|  

3. GQvov Column Left, Column Right I More Column AckbwU wm‡j± Ki‡Z cvwi|  
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‡eªBK t †eªBK WKz‡g‡›Ukb Gi Ab¨Zg GKwU Ask| wewfbœ ai‡bi †eªBK i‡q‡Q †hgb Kjvg (Column) ‡eªBK, 

†U•U i¨vwcs (Text Wrapping), ‡b•U †cBR (Next page), Kw›UwbIqvm (Continuous), B‡fb †cBR (Even 

page) I IW †cBR (Odd page) †eªBK i‡q‡Q| 

Kjvg †eªBK Gi e¨envi (Use of Column break) t 

Kjvg †eªBK Gi gva¨‡g Kjv‡gi †h †Kvb cÖvšÍ †_‡K †eªK K‡i c‡ii Kjv‡g Kvm©i c‡q›U‡K wb‡q †h‡Z cvwi| 

Avgiv hLb †Kvb †cBR‡K `B Kjvg ev wZb Kjvg G wef³ K‡i †bB ZLb cÖ_g Kjvg G †jLv m¤úyb© fv‡e 

†kl bv nIqv ch©šÍ Kvm©i c‡ii Kjv‡g hvq bv| A_©vr c‡ii Kjv‡g UvBc Kiv hvq bv| wKš` A‡bK †ÿ‡Î  cÖ_g 

Kjv‡g †kl nIqvi Av‡MB wØZxq Kjv‡g †jLvi cÖ‡qvRb nq| ZLb Kjvg †eBK Ackb Gi cÖ‡qvRb nq| Kjvg 

†eBK Gi gva¨‡g Kjv‡gi †h †Kvb hvqMv †_‡K †eªBK K‡i c‡ii Kjv‡g Kvm©i‡K wb‡q hvIqv hvq ev UvBc Kiv 

hvq| 

 

wPÎ (Figure) t  

 

Kv‡Ri avct 

1. cÖ_‡g Kvm©i †K wbw`©ó ’̄v‡b ivL‡Z n‡e| 

2. Gici †j-AvDU U¨ve †_‡K †eªBK Ackb G wK¬K Ki‡Z n‡e| 
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3. ZLb Wªc-WvDb DB‡Ûv Avm‡e| †mLvb †_‡K Kjvg †eªBK Ackb wU wm‡j± Ki‡Z n‡e|  
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‡mKkb †eªBK Gi e¨envi ( Use of Section break) t  

†mKkb †eªK Gi gva¨‡g Avgiv eZ©gvb †mKkb‡K †eªK K‡i bZzb †mKkb ˆZwi Ki‡Z cvwi|  

‡mKkb †eªBK WKz‡g‡›Uk‡bi Ab¨Zg GKwU mnvqK Uzjm| †mKkb †eªBK Gi gva¨‡g Avgiv eZ©gvb Ae ’̄v †_‡K 

†eªBK K‡i bZzb †mKkb ˆZwi Ki‡Z cvwi| †mKkb ‡eªBK ivwbs †cBR A_ev †b•U †cBR `yB fv‡eB A¨cøvB 

Kiv hvq| ivwbs †cBR G †mKkb †eªBK G¨vcøvB Ki‡j Kvm©i †hLv‡b _v‡K ILvb †_‡K †cBR‡K `yB fv‡M fvM 

K‡i †d‡j| Avi †b•U ‡cBR w`‡j eZ©gvb †cBR †_‡K ‡eBK K‡i c‡ii †cBR G P‡j hvq| 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g Kvm©i †K wbw`©ó ’̄v‡b ivL‡Z n‡e| 

2. Gici †j-AvDU U¨ve †_‡K †eªBK Ackb G wK¬K Ki‡Z n‡e| 

3. ZLb Wªc-WvDb DB‡Ûv Avm‡e| †mLvb †_‡K ‡mKkb †eªBK Ackb wU wm‡j± Ki‡Z n‡e| 
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Kw›UwbIqvm †mKkb †eªK Gi e¨envi ( Use of Continious Section break) t  

A‡bK mgq Avgv‡`i †cBR Gi gvSvgvwS Ae ’̄vb †_‡K †cBR Gi Avjv`v †mKkb Kivi cÖ‡qvRb nq| †hgb 

GKB †cBR Gi gvSvgvwS Ae ’̄v‡b `yB Kjvg Kivi cÖ‡qvRb nq| mvavibZ †Kvb †cBR G `yB Kjvg A¨vcøvB 

Ki‡j cy‡iv †cBR `yB Kjv‡gi n‡q hvq, †mB †ÿ‡Î †cBR Gi gvSLv‡b †i‡L wb‡Pi As‡k `yB Kjvg Ki‡Z 

n‡j Kw›U‡bIqvm †mKkb †eªBK A¨vívB Ki‡Z nq| Kw›UwbDqvm †mKkb ‡eªBK Gi A_© n‡”Q †Kvb ‡cBR Gi 

†h †Kvb ’̄vb †_‡K A_©vr eZ©gvb Ae ’̄vb †_‡K †eªBK K‡i bZzb GKwU †mKkb ˆZwi Kiv A_©vr GKB †cBR Gi 

g‡a¨ `yBwU Avjv`v †mKkb ‰Zwi K‡i| wb‡Pi wP‡Î Kw›UwbDqvm †mKkb  †eªBK Gi e¨envi †`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g Kvm©i †K wbw`©ó ’̄v‡b ivL‡Z n‡e| 

2. Gici †j-AvDU U¨ve †_‡K †eªBK Ackb G wK¬K Ki‡Z n‡e| 

3. ZLb Wªc-WvDb DB‡Ûv Avm‡e| †mLvb †_‡K ‡mKkb †eªBK Gi Aaxb ’̄ Kw›UwbDqvm Ackb wU wm‡j± 

Ki‡Z n‡e| 
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jvBb bv¤̂vi (Line number) t 

WKz‡g‡›U jvBb bv¤^vi ms‡hvRb Ki‡Z jvBb bv¤^vi AckbwU e¨envi Ki‡Z nq|  

nvB‡d‡bkb Gi e¨envi (Use of Hyphenation) t  

A‡bK mgq †Kvb jvBb Gi ‡kl IqvW©wU AvswkK wj‡L wKQz Kv‡i±i RvqMvi Afv‡e c‡ii jvB‡b wjL‡Z nq| 

ZLb Zv‡K nvB‡d‡b‡kb e‡j| nvBwd‡bkb AckbwU c¨vivMÖvd Gi GKwU ¸iæZ¡c~b© Ackb| mvavibZ Avgiv 

hLb wjwL ZLb c¨vivMÖvd Gi GKwU jvB‡bi †k‡l †Kvb GKwU IqvW© m¤úyb© †kl bv n‡q †f‡½ c‡ii jvB‡b P‡j 

hvq| A_©vr H IqvW© Gi wKQz Kv‡i±vi jvB‡bi †k‡l _v‡K Avi evwK Kv‡i±vi c‡ii jvB‡bi ïiæ‡Z _v‡K| 

†m‡ÿ‡Î jvB‡bi †k‡l (-) nvB‡db wPý †`Iqv wbqg cÖPjb Av‡Q| GB Iqv‡W©i gvSLv‡b nvB‡db †`Iqvi 

cÖPjb‡KB nvB‡d‡bkb e‡j| gvB‡µvmdU IqvW© G nvB‡d‡bkb AckbwU Pvjy _vK‡j cÖvivMÖvd †jLvi mgq 

A‡Uv‡gwUK IqvW© Gi gvSLv‡b nvB‡db mshy³ n‡q hvq | Dc‡i wP‡Î nvB‡d‡bkb Gi e¨envi †`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g †U•wU †K wm‡j± Ki‡Z n‡e| 

2. Gici †j-AvDU U¨ve †_‡K nvB‡d‡bkb Ackb Gi Dci wK¬K Ki‡Z n‡e| 

3. ZLb bZzb DB‡Ûv Avm‡e| †mLvb †_‡K A‡Uv‡gwUK Ackb wU wm‡j± Ki‡Z n‡e|   



 

‡KvW: ITCO1011A1 Acv‡iU IqvW© cÖ‡mwms A¨vwcø‡KkY 
Dbœq‡bi ZvwiL:  

15-04-2019 

ms¯‹i‡bi ZvwiL:  

২২-০২-২০২৩ 
c„ôv 209 Gi 282 

 

B‡Û›U Gi e¨envi (Use of Indent) t  

A‡bK mgq wKQz †U•U †K Zvi gvwR©b Gwiqv †_‡K wKQzUv `y‡i mwi‡q †jLvi cÖ‡qvRb nq ZLb Zv‡K B‡Û›U 

e‡j| mvavibZ `yB ai‡bi B‡Û›U e¨envi Kiv nq †hgb †jdU B‡Û›U, ivBU B‡Û›U| ‡jdU B‡Û›U Gi gva¨‡g 

†U•U‡K gvwR©b Gwiqvi evg cvk †_‡K Wvbw`‡K miv‡bv nq| Ab¨w`‡K ivBU B‡Û›U Gi gva¨‡g Wvb cvk †_‡K 

evgw`‡K †U•U‡K miv‡bv nq|  

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g †U•wU †K wm‡j± Ki‡Z n‡e| 

2. Gici †j-AvDU U¨ve †_‡K Bb‡ÛU Ackb G †jdU B‡Û›U, ivBU B‡Û›U cÖ‡qvRb gZ †mU K‡I wb‡Z 

n‡e|  



 

‡KvW: ITCO1011A1 Acv‡iU IqvW© cÖ‡mwms A¨vwcø‡KkY 
Dbœq‡bi ZvwiL:  

15-04-2019 

ms¯‹i‡bi ZvwiL:  

২২-০২-২০২৩ 
c„ôv 210 Gi 282 

 

‡¯úwms Gi e¨envi (Use of Spacing) t 

†¯úwms ej‡Z Avgiv eywS c¨vivMÖv‡di wewfbœ jvBb Gi gva¨‡g wKQz duvKv ’̄vb ev GK jvBb †_‡K Ab¨ jvBb Gi 

g‡a¨ duvKv ’̄vb ev `yiZ¡ m„wó Kiv| †¯úwms c¨vivMÖvd †mKk‡bi GKwU Ask| WKz‡g›U †f‡` GK c¨vivMÖvd  †_‡K 

Ab¨ c¨vivMÖvd ev GK jvBb †_‡K Ab¨ jvB‡bi gaeZ©x `yiZ¡ wfbœ n‡q _v‡K| ZvB †¯úwms Gi e¨envi Rvbv 

DwPr| †¯úwms cwieZ©b Ki‡Z n‡j †j-AvDU U¨ve Gi c¨vivMÖvd Ackb †_‡K †¯úwms Before Ges After 

AckbwU e¨envi Ki‡Z nq | Before Gi A_© n‡”Q c¨vivMÖvd jvB‡bi Dc‡i ‡¯úm Add A_ev Remove  Kiv  

Ges  After  Ackb Gi gva¨‡g c¨vivMÖvd ev jvB‡bi wb‡P ‡¯úm G¨vW A_ev wigyf Kiv †evSvq| 

 

wPÎ (Figure) t 

 

 

Kv‡Ri avct 

1. cÖ_‡g †U•U ev c¨vivMÖvd †K wm‡j± Ki‡Z n‡e| 

2. Gici †j-AvDU U¨ve †_‡K ‡¯úwms Ackb Gi gva¨‡g †¯úm G¨vW A_ev wigyf Ki‡Z n‡e|  
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i¨vc ‡U•U Gi e¨envi (Use of Wrap Text) t  

WKz‡g›U †U•U Gi g‡a¨ wcKPvi ev †Kvb Ae‡R± ms‡hvRb K‡i ev wewfbœ cwRk‡b cÖwZ ’̄vcb Kivi Rb¨ i¨vc 

†U•U e¨envi Kivi cÖ‡qvRb nq| i¨vc †U•U Gi wewfbœ Ackb i‡q‡Q †hgb Bb-jvBb DB_ †U•U (Inline 

with Text), ¯̂qvi (Square), UvBU (Tite), †_ªv (Through), Uc GÛ eUg (Top and Bottom), wenvBÛ †U•U 

(Behind Text), Bbd«›U Ae †U•U (In front of Text) BZ¨vw`|  

BbjvBb DB_ `¨v †U•U (Inline with Text) t  

WKz‡g›U Gi †h †Kvb ’̄v‡b wcKPvi Gwj‡g›U ev †Kvb Ae‡R±‡K B”Qv gZ gyf Kiv‡Z n‡j Aek¨B i¨vc †UmU 

AckbwU e¨envi Ki‡Z n‡e| Zv bv n‡j Avgiv B‡”QgZ wcKPvi ev H Ac‡R±‡K †cBR Gi wewfbœ hvqMvq 

miv‡Z cvi‡ev bv| wb‡Pi wP‡Î Inline with Text AckbwU †`Lv‡bv n‡q‡Q| GB Ack‡bi gva¨‡g wcPKvi ev 

Ae‡R±wU `yBwU jvB‡bi gvSLv‡b _v‡K| jvB‡bi g‡a¨ †Kvb Ae‡R±‡K ms‡hvRb Kivi Rb¨ GB AckbwU 

e¨envi Kiv nq|  

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g wcKPvi ev Ae‡R± †K wm‡j± Ki‡Z n‡e| 

2. Gici dig¨vU U¨ve †_‡K i¨vc †U•U Ackb Gi Dci wK¬K Ki‡Z n‡e| 

3. ZLb byb DB‡Ûv Avm‡e| †mLvb †_‡K Inline with Text AckbwU wm‡j± Ki‡Z n‡e| 



 

‡KvW: ITCO1011A1 Acv‡iU IqvW© cÖ‡mwms A¨vwcø‡KkY 
Dbœq‡bi ZvwiL:  

15-04-2019 

ms¯‹i‡bi ZvwiL:  

২২-০২-২০২৩ 
c„ôv 212 Gi 282 
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i¨vd †U•U-¯‹qvi (Squire) t  

¯‹qvi AckbwUi gva¨‡g Ae‡R± Zvi wb‡Ri Rb¨ †U•U Gi g‡a¨ †_‡K eM©vKv‡i hvqMv wb‡q †bq| wcKPvi‡K 

†U•U Gi †hLv‡bB †cøm Kwi bv †Kb A‡Uv‡gwUK¨vwj Gi Pvicv‡k hvqMv ˆZwi n‡q hvq|  

wb‡Pi wP‡Î i¨vc ‡U•U Gi ¯‹qvi AckbwUi e¨envi †`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 

 

 

Kv‡Ri avct 

1. cÖ_‡g wcKPvi ev Ae‡R± †K wm‡j± Ki‡Z n‡e| 

2. Gici dig¨vU U¨ve †_‡K i¨vc †U•U Ackb Gi Dci wK¬K Ki‡Z n‡e| 

3. ZLb bZzb DB‡Ûv Avm‡e| †mLvb †_‡K (Squire) AckbwU wm‡j± Ki‡Z n‡e| 

 

i¨vd †U•U- UvBU (Tight) t GB Ackb e¨envi Ki‡j †U•U ¸‡jv Ae‡R± Gi Lye KvQvKvwQ P‡j 

Av‡m|  

i¨vd †U•U- ‡_ªv (Through) t Ackb A‡bKUv UvBU Gi gZB KvR K‡i|  
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Uc GÛ eUg (Top and Botom) t  

Uc GÛ eUg Ackb wm‡j± Ki‡j mvavibZ Ae‡R± Gi Dci I wbP w`‡q †U•U mw¾Z nq| wb‡Pi wP‡Î †`Lv 

hv‡”Q wcKPvi Gi Dc‡i I wb‡P c¨vivMÖvd Gi jvBb ¸‡jv Avjv`v n‡q‡Q| A_©vr wcKPvi evgcv‡k I Wvb cv‡k 

dvuKv ’̄vb i‡q‡Q| A_©vr GB AckbwU wm‡j± Ki‡j Avgiv PvB‡jI wcKPvi Gi Pvicv‡k †Kvb †U•U‡K ivL‡Z 

cvi‡ev bv|  

 wPÎ (Figure) t 

 

 

Kv‡Ri avct 

1. cÖ_‡g wcKPvi ev Ae‡R± †K wm‡j± Ki‡Z n‡e| 

2. Gici dig¨vU U¨ve †_‡K i¨vc †U•U Ackb Gi Dci wK¬K Ki‡Z n‡e| 

3. ZLb bZzb DB‡Ûv Avm‡e| †mLvb †_‡K Uc GÛ eUg (Top and Bottom) AckbwU wm‡j± Ki‡Z 

n‡e| 
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wenvBÛ `¨v †U•U (Behind the Text) t  

A‡bK mgq †Kvb Ae‡R±‡K †U•U Gi wcQ‡b †`Iqvi cÖ‡qvRb nq| ZLb wenvBÛ †U•U Ackb wm‡j± Ki‡Z 

nq| wenvBÛ †U•U ej‡Z Avgiv †U•U Gi wcQ‡b Ae ’̄vb Kv‡K eywS| A_©vr H wcKPvi ev Ac‡R± †K wm‡j± 

K‡i hw` i¨vc †U•U n‡Z wenvBÛ †U•U AckbwU wm‡j± Kwi Zvn‡j †mwU †U•U Gi wcQ‡b P‡j hv‡e| Z‡e 

wcKPviwU‡K †U•U Gi wcQ‡b ivL‡j gvDm c‡q›Uvi w`‡q Avi wm‡j± Kiv hvq bv| †m‡ÿ‡Î Editing Ackb G 

wM‡q Select Object Ae‡R± Gi Dci gvDm wK¬K Ki‡Z n‡e| GB Ae ’̄vq Avgiv gvDm c‡q›Uvi w`‡q wcKPvi 

ev Ae‡R±‡K ai‡Z cvi‡ev|  

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g wcKPvi ev Ae‡R± †K wm‡j± Ki‡Z n‡e| 

2. Gici dig¨vU U¨ve †_‡K i¨vc †U•U Ackb Gi Dci wK¬K Ki‡Z n‡e| 

3. ZLb bZzb DB‡Ûv Avm‡e| †mLvb †_‡K wenvBÛ †U•U (Behind Text) AckbwU wm‡j± Ki‡Z n‡e| 
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‡KvW: ITCO1011A1 Acv‡iU IqvW© cÖ‡mwms A¨vwcø‡KkY 
Dbœq‡bi ZvwiL:  

15-04-2019 

ms¯‹i‡bi ZvwiL:  

২২-০২-২০২৩ 
c„ôv 217 Gi 282 

 

 

Bbd«›U `¨v †U•U (In Front of Text) t  

‡U•U Gi Dc‡i †Kvb Ae‡R±‡K ivL‡Z n‡j Bb d«›U Ae †U·U (In Front of Text) AckbwU wm‡j± Ki‡Z 

nq| wb‡Pi wP‡Î Bb d«›U Ae †U·U (In Front of Text) AckbwUi e¨envi †`Lv‡bv n‡q‡Q|   

wPÎ (Figure) t  

 

 

Kv‡Ri avct 

1. cÖ_‡g wcKPvi ev Ae‡R±wU wm‡j± Ki‡Z n‡e| 

2. Gici i¨vc †U•U n‡Z Bb-d«›U Ae †U•U (In Front of Text) AckbwU wm‡j± Ki‡Z n‡e|  
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weªs d«›U Ges †mÛ e¨vK Ackb (Bring to Front & Send to Back) t  

GKvwaK Ae‡R± Gi †ÿ‡Î A‡bK mgq GKwU Ae‡R±‡K Av‡iKwU Ae‡R± Gi Dc‡i ev wb‡P ’̄vcb Kivi 

cÖ‡qvRb nq| wb‡Pi Ae‡R±‡K Dc‡i Avb‡Z n‡j wb‡Pi A‡R±wU wm‡j± K‡i weªs Uz d«›U (Bring to Front) 

Ack‡b wK¬K Ki‡Z nq|  

 

A‡bK mgq GKvwaK Aec‡± ev wcKPvi wb‡q KvR Ki‡Z nq| †m‡ÿ‡Î †Kvb Ae‡R±wU Av‡M BbmvU© Kiv 

n‡q‡Q Avi †KvbwU c‡i BbmvU© Kiv n‡h‡Q Zvi Dci wfwË K‡i Ae‡R± ¸‡jv mw¾Z _v‡K| G‡ÿ‡Î Ae‡R± 

¸‡jv‡K GKUvi mv‡_ Av‡iKUv‡K Ifvij¨vc (Overlap) Ki‡j †evSv hvq †Kvb Dc‡i Av‡Q Avi †KvbwU wb‡P 

Av‡Q|  

 

Kv‡Ri avct 

1. cÖ_‡g wcKPvi ev Ae‡R±wU wm‡j± Ki‡Z n‡e  

2. Gici †j-AvDU U¨ve †_‡K weªs Uz d«›U (Bring to Front) AckbwU wm‡j± Ki‡Z n‡e|  
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A¨vjvBb (Align) t  

wewfbœ Ae‡R±‡K GKB A¨vjvBb‡g›U Gi mvR‡Z A¨vjvBb AckbwU e¨envi Kiv nq| wewfbœ ai‡bi A¨vjvBb 

i‡q‡Q †hgb ‡jdU A¨vjvBb, ivBU A¨vjvBb, †m›Uvi A¨vjvBb, Uc A¨vjvBb, wgWj A¨vjvBb, eUg A¨vjvBb 

BZ¨vw`| wb‡Pi wP‡Î †jdU A¨vjvBb Gi e¨envi †`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g Kx‡evW© †_‡K K‡›Uªj Kx †P‡c a‡i gvDm w`‡q Ae‡R± ¸‡jv‡K GK mv‡_ wm‡j± Ki‡Z n‡e| 

2. Zvici A¨vjvBb Ackb †_‡K A¨vjvBb †jdU AckbwU wm‡j± Ki‡Z n‡e| 
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‡Uwej Ae Kb‡U›U (Table of Content) t  

†Uwej Ae K‡›U›U Gi gva¨‡g Avgiv GKUv †Uwe‡ji gva¨‡g mg¯Í WKz‡g‡›Ui Bbdi‡gkb ‡c‡q _vwK| †Uwej Ae 

K‡›U›U G †cBR bv¤^vimn cÖ‡Z¨K †c‡Ri UvB‡Uj ms‡hvwRZ nq| ‡Uwej Ae K‡›U›U G †Kvb UvB‡Uj ev †U•U 

†K mshy³ Ki‡Z n‡j H †U•U ev jvBb Av‡M †nwWs G cwibZ Ki‡Z n‡e| ‡Uwej Ae Kb‡U›U Gi cÖ‡Z¨vKUv 

UvB‡Uj Gi mv‡_ †cBR Gi wjsK _v‡K A_©vr H UvB‡Ujmn †U•UwU †hB †cBR G _v‡K mivmwi H †cBR G 

hvIqv hvq| †m‡ÿ‡Î Avgv‡`i‡K Avi WKz‡g‡›U me©¸‡jv †cBR eøvDR Kivi `iKvi nq bv| A_¨vr †Uwej Ae 

Kb‡U›U Gi UvB‡Uj †_‡K mivmwi H †cB‡R hvIqv hvq| 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. gvD‡µvmdU Iqv‡W© †idv‡iÝ U¨ve G †Uwej Ae K‡›U›U _v‡K| 

2. ‡Uwej Ae Kb‡U›U Ackb Gi Dci gvDm wK¬K Ki‡j GKUv DB‡Ûv Avm‡e ‡hLv‡b †_‡K A‡Uv‡gwUK 

†Uwej Kv‡j± Ki‡Z n‡e| 
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g¨vbyqvwj †Uwej Ad K‡›U›U ˆZwi Kiv (Manual Table of Content) t 

A‡Uv‡gwUK †Uwej Ae K‡›U÷ QvovI gvbyqvjx †Uwej Ae Kb‡U›U ˆZwi Kiv hvq| ‡m‡ÿ‡Î †mB †U•U ev jvBb 

†K †Uwej Ae K‡›U›U G wb‡Z n‡e †mUv‡K wm‡j± K‡i Add Text Ackb G wKøK Ki‡Z n‡e| ZLb GKUv 

WªcWvDb DB‡Ûv Avm‡e| †mLvb †_‡K cÖ‡qvRb Abyvhvqx Level 1, ev Level 2 wm‡j± Ki‡Z n‡e| cÖ‡qvR‡b 

†j‡fj AviI evov‡bv hvq| ‡Kvb GKUv UvB‡Uj Level 1 I Level 2 BZvw` e¨envi Ki‡Z n‡e| GKUv UvB‡Uj 

Gi AvÛv‡i hw` mv UvB‡Uj _v‡K ZLb UvB‡Uj †K Level 1 I mve-UvB‡Uj ‡K Level 2 ‡Z †mU Ki‡Z n‡e| 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g †U•U ev UvB‡Uj †K wm‡j± Ki‡Z n‡e| 

2. Gici †idv‡iÝ U¨ve †_‡K A¨vW †U•U Ackb Gi Dci wK¬K Ki‡Z n‡e| 

3. ZLb bZzb Wªc-WvDb DB‡Ûv Avm‡e| †mLvb ‡_‡K cÖ‡qvRb gZ †j‡fj wm‡j± K‡I wb‡Z n‡e|  
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BbmvU© dzU‡bvU (Insert Footnote) t  

A‡bK mgq †cB‡Ri †k‡l †U•U Gi we‡kl †Kvb gšÍe¨ ev ¸iæZ¡c~b© Uwc• ¸‡jv wj‡L ivLvi cÖ‡qvRb nq| 

G‡KB dzU‡bvU e‡j| BbmvU© dzU‡bvU AckbwU mvavibZ †id‡iÝ U¨ve G _v‡K| BbmvU© dzU‡bvU Ackb Gi 

Dci gvDm wK¬K Ki‡j †cB‡Ri †k‡l wb‡Pi w`‡K dzU‡bvU DB‡ÛvwU Pvjy nq| ZLb Avgiv †mLv‡b cÖ‡qvRbxq 

dzU †bvU wU wjL‡Z cvwi| wb‡Pi wP‡Î dzUvi BbmvU© Kiv †`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. dzUvi Ackb Gi Dci gvDm wK¬K Ki‡j WªcWvDb DB‡Ûv Pvjy n‡e †mLvb †_‡K cÖ‡qvRbxq †j-AvDU 

wm‡j± Ki‡Z n‡e|  

2. GQvov GwWU dzUvi Ackb Gi gva¨‡g Avgiv dzUvi GwWU ev Avc‡WU Ki‡Z cvwi Ges wigyf dzUvi 

Ackb Gi gva¨‡g Avgiv dzUvi wigyf Ki‡Z cvwi|  
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mvB‡Ukb Gi e¨envi (Use of Citation) t  

WKz‡g‡›Ui wfZi Ab¨ †Kvb †mvm© †_‡K cvIqv Bbdi‡gkb ms‡hvRb Kiv nq| †Kvb e¨vw³i Dw×wZ †Kvb eB 

†_‡K cvIqv Bb-di‡gkb ev I‡qemvBU Gi Z_¨ ev †Kvb wfwWI ev g¨vMvwR‡bi Z_¨ I WKz‡g‡›U †`Iqvq 

cÖ‡qvRb nq| H Bbdi‡gkb ¸‡jvi ¯̂ZvwaKvix †h‡nZz Ab¨ ‡KD ZvB †idv‡iÝ wnmv‡e Zvi bvg wVKvbv ev 

I‡qemvBU n‡Z msM„wnZ Z_¨ n‡j I‡qe Av‡Wªm ev Bqvs wmwU BZ¨vw` ms‡hvRb Kivi cÖ‡qvRb nq| GB 

c×wZ‡K mvB‡Ukb e‡j|  

 

 

Kv‡Ri avct 

1. BbmvU© mvB‡Ukb AckbwU 

†idv‡iÝ U¨ve G _v‡K  

2. BbmvU© mvB‡Ukb Ackb Gi 

Dci gvDm wK¬K Ki‡j bZzb DB‡Ûv 

Avm‡e ‡mLvb †_‡K G¨vW wb‡P wbD 

†mvP© Ackb wK¬K Ki‡j GwWU †mvP© 

DB‡Ûv Avm‡e| 

3. H BD‡Ûvi cÖ‡qvRbxq wdì 

¸‡jv‡Z WvUv UvBc K‡i I‡K 

evU‡b ‡¯úm Ki‡Z n‡e| ZLb 

mvB‡Ukb ‰Zwi n‡q hv‡e| 
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‡gBj gvR© Gi e¨envi (Use of Mail marge) t  

‡gBj gvR© IqvW© WKz‡g‡›Ui Ab¨Zg GKwU Acmb| †gBj gvR© Gi e¨envi m¤ú‡K© we Í̄vwiZ Av‡jvPbv Kiv nj: 

aiv hvK †Kvb GKwU †Kv¤úvbx‡Z 2000 Rb Bg‡cøvqx i‡q‡Q| nVvr K‡i †Kv¤úvbxi g¨vwbwRs wW‡i±i HR 

g¨v‡bRvi †K wb‡`©k w`j| AvMvgxKvj bZzb eQi ïiæ n‡”Q ZvB Avwg mKj‡K bZzb eQ‡ii ï‡f”Qv Rvbv‡Z 

Pvq| g¨v‡bRvi wPšÍv Ki‡jv GZ Aí mg‡qi g‡a¨ Avwg 2000 Rb Kg©vPvix‡K wKfv‡e ï‡f”Qv evZ©v wjL‡ev| 

ï‡f”Qv evZ©v GKB n‡jI Bg‡cøvqx †WwR‡bkb, †gvevBj bv¤^vi I wVKvbv Avjv`v BZ¨vw` ZvB GB KvRwU A‡bK 

mg‡qi e¨vcvi| gvB‡µvmdU IqvW©-G ‡gBj gvR© e¨envi Gi gva¨‡g GB mgm¨v K‡qK wgwb‡Ui g‡a¨ mgvavb 

Kiv hvq|  

‡gBj gvR© ïiæ Kivi Av‡M BbfvB‡Ukb †jUvi wU ‰Zwi K‡i ivL‡Z n‡e| †mB mv‡_ †jUv‡ii ‡mB wdì ¸‡jv 

Avjv`v wP‡Î (S/N, Name, Designation, Mobile, Address) †mB wdì ¸‡jv‡K GKUv †Uwe‡j msiÿb Ki‡Z 

n‡e| wb‡Pi wP‡Î †gBj gvR© Pvjy Kiv †`Lv‡bv n‡q‡Q| GLv‡b cÖ_‡g †jUvi‡K BbmvU© Kiv n‡q‡Q| 

‡÷c 1t 

wPÎ (Figure) t 
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‡÷c 2t 

wPÎ (Figure) t 

 

 

‡óc-2 †Z wm‡j± wiwm‡c›U Ackb †_‡K Use an Existing list AckbwU wm‡j± Kiv n‡q‡Q Gi Dci wK¬K 

Ki‡Z n‡e| ZLb Select Data Source bv‡g bZzb DB‡Ûv Avm‡e| †mLvb †_‡K Kw¤úDUv‡ii †h WªvB‡f Bgcøq 

wjó ivLv Av‡Q H dvBjwU wm‡j± Ki‡Z n‡e| Zvici I †cb evUb †cÖm Ki‡Z n‡e|  
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‡÷c 3t 

GB av‡c BbmvU© gvR© wdì AckbwU wm‡j± Ki‡Z n‡e| ZLb Employee list Gi wdì¸‡jv Wªc WvBb wjó 

AvKv‡i †`Lv hv‡e| †mLvb †_‡K cÖ‡Z¨vKUv wdì‡K †jUv‡ii wbw`©ó wd¬W-G emv‡Z n‡e| Dc‡ii wP‡Î cÖ‡Z¨KUv 

wdì‡K Zvi wbR wbR hvqMvq ivLv n‡q‡Q| A_©vr wmwiqvj bv¤^vi wd‡ì wmwiqvj Ges bv‡gi wd‡ì bvg 

†WwR‡bkb Gi wd‡ì †WwR‡bkb Gfv‡e ch©vqµ‡g me¸‡jv wdì emv‡Z n‡e| 

wPÎ (Figure) t 
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‡÷c 4t 

GB av‡c cÖ_‡g Finish and Merge Ackb Gi Dci wK¬K Ki‡Z n‡e| bZzb DB‡Ûv Avm‡e| G‡ÿ‡Î WKz‡g›UwU 

wZbfv‡e ˆZwi Kiv hvq| cÖ_gZ Avgiv cÖ‡Z¨vKUv WKz‡g›U Avjv`v fv‡e ˆZwi Kiv hvq| ZLb Edit Individual 

Document AckbwU wm‡j± Ki‡Z n‡e| A_©vr cÖ‡Z¨vK Bgcøq Gi Rb¨ Avjv`v Avjv`v †jUvi ˆZwi n‡q hv‡e| 

GQvov wcÖ›U WKz‡g›U Ackb Gi gva¨‡g Avgiv wW‡i± wcÖ›Uvi †_‡K wcÖ›U Ki‡Z cvi‡ev| Ges †mÛ †gBj g¨v‡mR 

Gi gva¨‡g mivmwi †gBj Ki‡Z cvi‡ev|  

wPÎ (Figure) t 
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‡÷c 5t 

GB av‡c †gBj gvR© Gi gva¨‡g ˆZwiK…Z Wz‡g›UwU‡K †`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 
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‡mjd‡PK-2.1.2  

cÖwkÿYv_©x‡`i Rb¨ wb‡`©kbv:- 

Dc‡iv³ Bbdi‡gkb kxU cvV K‡i wb‡Pi cÖkœ¸‡jvi DËi wjL-  

AwZ mswÿß cÖkœ-  

1.cÖkœ:- ‡jdU gvwR©b I c¨vivMÖvd ïiæ Kivi ga¨eZ©x †¯úm ev duvKv hvqMv‡K wK e‡j?  

DËi:-  

2. cÖkœ:- Wªc K¨vc Ackb G evB wWdë KqUv jvBb Wªc Kiv _v‡K?  

DËi:-  

3. cÖkœ:-gvB‡µvmdU IqvW© WKz‡g›U †K KZ fv‡e †mBf Kiv hvq?  

DËi:-  

4. cÖkœ:-wK ai‡bi cÖe‡jg n‡j †U•U ev jvB‡bi wb‡P evuKv‡bv jvj `vuM Av‡m?  

DËi:-  

5. cÖkœ:- wK ai‡bi cÖe‡jg n‡j †U•U ev jvB‡bi wb‡P evuKv‡bv bxj `vuM Av‡m?  

DËi:-  

mswÿß cÖkœ -  

6. cÖkœ:- gvB‡µvmdU IqvW© G iæjvi Gi KvR wK?  

DËi:-  

7. cÖkœ:- gvB‡µvmdU IqvW© G bZzb c¨vivMÖvd ïiæ Kivi Rb¨ †Kvb Kx Pvc‡Z nq?  

DËi:-  

8. cÖkœ:- gvB‡µvmdU IqvW© G Kv‡i›U DB‡Ûv ‡K¬vR Kivi Kw‡evW© KgvÛ wK?  

DËi:-  

eûwbe©vPbx cÖkœ:  

9. cÖkœ: IqvW© cÖ‡mmi ‡Kvb ai‡bi wfD Ackb G †nWvi I dzUvi GKmv‡_ †`Lv hvq?  

(K) bigvj wfD   (L) †cDR †j-AvDU wfD   (M) wcÖ›U †j-AvDU wfD  (N) WªvdU wfD|  

DËi:-  

10. cÖkœ: wb‡Pi †Kvb AckbwUi gva¨‡g †Kvb GKwU †U•U Gi we Í̄vwiZ Bbdi‡gkb eY©bv Kiv nq?  

(K)  Footer   (L) Header  (M) Foot note    (N) End note 

DËi:-  

11. cÖkœ: wb‡Pi †Kvb AckbwU †gBb ewW †U•U Gi wcQ‡b A¯úófv‡e †`Lv hvq?  

(K) Watermark (L) Watermark color (M) Background color (N) Back color |  

DËi:-  

12. cÖkœ: gvB‡µvmdU IqvW© G †_mvivm Uzjm e¨envi Kiv nq wK‡mi Rb¨?  

(K) Spelling Suggestions   (L) Synonyms and Antonyms words  

(M) Grammer Suggestions   (N) Spelling & Grammer Suggestions 

DËi:-  
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DËicÎ-2.1.2 

AwZ mswÿß cÖkœ-  

1. DËi:-  Bb‡Wbkb (Indention) 

2. DËi:- wZbUv jvBb| 

3. DËi:- wZb fv‡e| 

4. DËi:- evbvb fzj n‡j| 

5. DËi:- MÖvgvwUK¨vj fzj n‡j 

mswÿß cÖkœ -  

6. DËi:- gvB‡µvmdU IqvW© G mvavibZ U¨ve †mU Kiv, Bb‡W›U †mU Kiv I †cBR Gi gvwR©b cwieZ©b Kivi 

Rb¨ iæjvi e¨envi Kiv nq |  

7. DËi:- Enter key. 

8. DËi:- Ctrl + W 

eûwbe©vPbx cÖkœ:  

9. DËi:-  (M) wcÖ›U †j-AvDU wfD| 

10. DËi:- (N) End note .  

11. DËi:- (K) Watermark 

12. DËi:- (L) Synonyms and Antonyms words 
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RekxU-2.1.3 

R‡ei bvg t evsjvq IqvW© WKz‡g›U ‰Zwi Kiv I di‡gwUs Kiv |  

cvi‡mvbvj cÖ‡Uw±f BKzBc‡g›U t  

1. Pkgv  

2.  AvM©‡bvwgK †Pqvi  

hš¿cvwZ I DcKib t  

1. Kw¤úDUvi  

2. IqvW© cÖ‡mmi mdUIq¨vi  

Gw±wfwU t  

1. WKz‡g›U UvBc Ki‡Z n‡e|  

2. WKz‡g›U d›U †mU Ki‡Z n‡e|  

3. WKz‡g›U d›U mvBR cwieZ©b Ki‡Z n‡e|  

4. WKz‡g›U d›U mvBR †QvU ev eo Ki‡Z n‡e|  

5. WKz‡g‡›U wewfbœ ai‡bi †KBR Gi e¨envi Ki‡Z n‡e|  

6. WKz‡g‡›U †evì Gi e¨envi Ki‡Z n‡e|  

7. WKz‡g‡›U BUvwjK Gi e¨envi Ki‡Z n‡e|  

8. WKz‡g‡›U WªcK¨vc e¨envi Ki‡Z n‡e| 

9. WKz‡g‡›U `yB Kjvg e¨envi Ki‡Z n‡e| 
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wb‡Pi m¨v¤új WKz‡g›UwU UvBc Ki I Bbdi‡gkb kxU AbymiY K‡i WKz‡g›UwU ‰Zwi Ki|  

  



 

‡KvW: ITCO1011A1 Acv‡iU IqvW© cÖ‡mwms A¨vwcø‡KkY 
Dbœq‡bi ZvwiL:  

15-04-2019 

ms¯‹i‡bi ZvwiL:  

২২-০২-২০২৩ 
c„ôv 233 Gi 282 

 

‡¯úwmwd‡Kkb kxU-2.1.3 

1.  ‡W•Uc G †Zvgvi wb‡Ri bv‡g †dvìvi ‰Zwi Ki|  

2.  Re kx‡U cÖ`Ë †U•U‡K cÖ_‡g IqvW© cÖ‡mmi Gi gva¨‡g UvBc Ki Ges (vission21) bv‡g †mBf 

Ki|  

3.  ‡U•U Gi d›U SutonnyMJ wm‡j± Ki|  

4.  c¨vivMÖvd Gi UvB‡Uj Gi d›U mvBR 17 Ges ewW †U•U 14 †mU Ki |  

5.  c¨vivMÖvd Gi UvB‡Uj‡K †evì Ki|  

6. c¨vivMÖvd Gi cÖ_g K¨v‡i±vi †K (wP‡Îi b¨vq) wZb jvBb WªcW Ki| 

7. ‡U•U †K Aek¨B Rvw÷dvB Ki‡Z n‡e I `yB Kjv‡g wjL‡Z n‡e| 
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RekxU-2.1.4 

R‡ei bvg t ‡mBc e¨envi K‡i wb‡Pi †d¬vPvU© wU ‰Zwi Ki |  

cvi‡mvbvj cÖ‡Uw±f BKzBc‡g›U t  

1. Pkgv  

2.  AvM©‡bvwgK †Pqvi  

hš¿cvwZ I DcKib t  

1. Kw¤úDUvi  

2. IqvW© cÖ‡mmi mdUIq¨vi  

Gw±wfwU t  

1. weRq Kx‡evW© †j-AvDU Pvjy Ki‡Z n‡e|  

2. SutonnyMJ d›U †mU Ki‡Z n‡e| 

3. WKz‡g›U di‡gwUs Ki‡Z n‡e| 
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wb‡Pi m¨v¤új ‡d¬vPvU© wU ‰Zwi Ki|  
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‡¯úwmwd‡Kkb kxU-2.1.4 

1.  ‡W•Uc G †Zvgvi wb‡Ri bv‡g †dvìvi ‰Zwi Ki|  

2.  Re kx‡U cÖ`Ë ‡d¬vPvU© cÖ_‡g AsKb Ki Ges (flowchart) bv‡g †mBf Ki|  

3.  ‡d¬vPvU© Gi cÖ‡Z¨KUv †mBc Gi jvBb DBW_ (width) 2 c‡q›U †mU Ki| 
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RekxU-2.1.3 

R‡ei bvg t ¯§vU© AvU© e¨envi K‡i AM©vbvB‡Rkbvj PvU© ‰Zwi Ki|  

cvi‡mvbvj cÖ‡Uw±f BKzBc‡g›U t  

1. Pkgv  

2.  AvM©‡bvwgK †Pqvi  

hš¿cvwZ I DcKib t  

1. Kw¤úDUvi  

2. IqvW© cÖ‡mmi mdUIq¨vi  

Gw±wfwU t  

1. wewfbœ ai‡bi †mBc BbmvU© Ki‡Z n‡e|  

2. ‡mBc ¸‡jv‡K wewfbœfv‡e di‡gwUs Ki‡Z n‡e| 

  



 

‡KvW: ITCO1011A1 Acv‡iU IqvW© cÖ‡mwms A¨vwcø‡KkY 
Dbœq‡bi ZvwiL:  

15-04-2019 

ms¯‹i‡bi ZvwiL:  

২২-০২-২০২৩ 
c„ôv 238 Gi 282 

 

wb‡Pi m¨v¤új AM©vbvB‡Rkbvj PvU© wU ‰Zwi Ki  

(Create the Sample Organization Chart). 
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‡¯úwmwd‡Kkb kxU-2.1-3 

1. Re kx‡U cÖ`Ë AM©vbvB‡Rkbvj PvU© wU cÖ_‡g AsKb Ki Ges (Organizatin chart) bv‡g †mBf 

Ki|  

2. AM©vbvB‡Rkbvj PvU© Gi cÖ‡Z¨KUv †mBc Gi jvBb DBW_ (width) 2 c‡q›U †mU Ki| 

3. ‡mBc Gi AvDUjvBb Kvjvi I wdj Kvjvi cwieZ©b Ki| 
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RekxU-2.1.4 

R‡ei bvg t PvU© e¨envi K‡i wb‡Pi cvB PvU© wU ‰Zwi Ki |  

cvi‡mvbvj cÖ‡Uw±f BKzBc‡g›U t  

1. Pkgv  

2.  AvM©‡bvwgK †Pqvi  

hš¿cvwZ I DcKib t  

1. Kw¤úDUvi  

2. IqvW© cÖ‡mmi mdUIq¨vi  

Gw±wfwU t  

1. WKz‡g‡›U cvB PvU© BbmvU© Ki‡Z n‡e|  

2. PvU© di‡gwUs Ki‡Z n‡e| 
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wb‡Pi m¨v¤új cvB PvU© wU ‰Zwi Ki| 

(Create the Sample Pie Chart). 
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‡¯úwmwd‡Kkb kxU-2.1.4 

4.  Re kx‡U cÖ`Ë cvB PvU© wU cÖ_‡g ‰Zwi Ki Ges (piechart) bv‡g †mBf Ki|  

5.  wP‡Îi b¨vq cvB PvU© Gi cÖ‡Z¨KUv Ackb †hgb WvUv †j‡ej, K¨vUvMwi, f¨vjy B_¨vw` †`LvI| 

6. cvB PvU© Gi AvDU jvBb Kvjvi I wdj Kvjvi cwieZ©b Ki| 
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শ঱খনপর - 3 (Learning Outcome): WKz‡g›U wiwfD I cÖ‡U± Ki‡Z cvi‡e| 

 

 শফলয়ফস্তু (Contect): 

1. †¯új †PwKs c×wZ 

2. WKz‡g›U wiwfD c×wZ  

3. WKz‡g†›U cvmIqvW© e¨envi Kivi ঩দ্ধশি  

4. dvBj di‡g‡U WKz‡g›U †mf Kivi ঩দ্ধশি 

মূল্যায়ন ভানদন্ড (Assessment Criteria): 

1. Bs‡iwR †¯új †PK Ki‡Z m‣g n‡q‡Q| 

2. Kv‡Ri ‡¯úwmwd‡Kkb Abyhvqx WKz‡g›U wiwfD Ki‡Z m‣g n‡q‡Q| 

3. cvmIqvW© e¨envi K‡i WKz‡g›U myiwÿZ Ki‡Z m‣g n‡q‡Q|  

4. wbw`©ó MšÍe¨/ WvB‡i±wi wba©vi‡bi ci Dchy³ dvBj di‡g‡U WKz‡g›U †mf Ki‡Z m‣g n‡q‡Q| 

 ঱িগাফরী (Conditions): 

কানেয ঳ভয় শ঱ক্ষার্থীনক ঄ফশ্যআ শনননাক্ত শফলয়গুনরায ব্যফস্থা কযনি ঴নফ: 

১. প্রকৃি কভ গনক্ষত্র ঄র্থফা প্রশ঱ক্ষণ ঩শযনফ঱ 

২. শ঩শ঩আ, ঳যঞ্জাভ ও উ঩কযণ 

৩. মন্ত্র঩াশি 

শ঱ক্ষা উ঩কযণ (Learning Materials): 

১. ফআ, ম্যান্যযয়ার 

২. ভশিউর / রযপানযন্স 

৩. শ঳শফএরএভ 

৪. ঴যান্ডঅউট঳ 

৫. ল্যা঩ট঩ 

৬. ভাশিশভশিয়া রপ্রানেক্টয 

৭. র঴ায়াআট রফাি গ ও ভাকগায 

৮. আন্টাযননট পযাশ঳শরটি঳ 

৯. কাগে 

১০. করভ 
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শ঱খন কাম গক্রভ (Learning Activity) 

এআ শ঱খন পর ঄েগননয রনক্ষয শ঱খন পনর শ঱খন পনর ঄ন্তর্ভ গক্ত শফলয় ফস্তু এফং কভ গক্ষভিা ভানদণ্ড ঄েগননয েন্য শনন 

ফশণ গি শননফশণ গি কাম গক্রভগুনরা ঩ম গায়ক্রনভ ঳ম্পাদন কযনি ঴নফ কাম গক্রভগুনরায েন্য ঩ানে ফশণ গি শযন঳া঳ গ ঳মূ঴ 

ব্যফ঴ায কযনি ঴নফ। 

 রাশন গং এশক্টশবটি঳ (Learning Activities) 

(শ঱খন কাম গক্রভ) 

Resources / Special instructions 

(শযন঳া঳ গ / শফন঱ল শননদ গ঱) 

 

 এআ ভশিউরটিয ব্যফ঴ায শননদ গশ঱কা ঄ন্য঳যণ 

কযনি ঴নফ 

 শননদ গশ঱কা ঩ড়নি ঴নফ। 

 আনপনভ গ঱ন ঱ীট ঩ড়নি ঴নফ  আনপযনভ঱ন ঱ীট 3.১ - ১ 

 র঳রপ রেক ঱ীনট প্রনদয় প্রশ্নগুনরায উত্তয প্রদান 

কযনি ঴নফ এফং প্রদত্ত উত্তয ঩নত্রয ঳ানর্থ উত্তয 

শভশরনয় শনশিি ঴নি ঴নফ 

 র঳রপ রেক 3.১ এফং উত্তয঩ত্র 3.১ 
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Bbdi‡gkb kxU 3.1.1 

wiwfD U¨ve Gi e¨envi (Use of Review Tab) t  

w¯úwjs GÛ MÖvgvi t 

w¯úwjs GÛ MÖvgvi AckbwU Ab Kiv _vK‡j WKz‡g‡›U †U•U UvBc Kivi mgq hw` †Kvb IqvW© Gi evbvb f~j nq 

Z_b H IqvW© Gi wb‡P jvj `vM Av‡m| GQvov MÖv‡gwUK¨j f~j n‡jI eøy is Gi `vM ‡`Lv hvq|  

 

wPÎ (Figure) t  

 

Kv‡Ri avct 

1. cÖ_‡g IqvW© †K wm‡j± Ki‡Z n‡e| 

2. Gici wiwfD U¨ve †_‡K w¯úwjs I MÖvgvi †PK AckbwU wm‡j± Ki‡Z n‡e| 

3. ZLb mwVK IqvW©wU mv‡Rkb AvKv‡i †kv Ki‡e| 

4. Gici cÖ‡qvRbxq IqvW© Gi Dci Wvej wK¬K Ki‡Z n‡e|   
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‡_mvivm Gi e¨envi (Use of Thesaurus) t  

†_mvivm Aeckb Gi gva¨‡g wbw`©ó Iqv‡W©i Avi I we Í̄vwiZ A_© cvIqv hvq| ‡_mvivm AckbwU wiwfD U¨ve G 

_v‡K| cÖ_‡g IqvW©wU wm‡j± Ki‡Z n‡e Zvici †_mvivm AckbwU Gi Dci wK¬K n‡e ZLb Wvb mvB‡W 

†_mvivm BD‡Ûv Avm‡e| †mLvb †_‡K cÖ‡qvRbxq IqvW©wU wb‡Z n‡e| Kx‡evW© †_‡K (wmdU-Gd7) Pvc‡j 

†_mvivm AckbwU Pvjy nq|  

 

wPÎ (Figure) t 

 

 

Kv‡Ri avc t 

1. cÖ_‡g IqvW©wU wm‡j± Ki‡Z n‡e| 

2. Zvici †_mvivm AckbwU Gi Dci wK¬K n‡e| 

3. ZLb Wvb mvB‡W †_mvivm BD‡Ûv Avm‡e| †mLvb †_‡K cÖ‡qvRbxq IqvW©wU wb‡Z n‡e| 

4. GQvov Kx‡evW© †_‡K Shift + F7 Pvc‡j †_mvivm AckbwU Pvjy nq| 

IqvW© KvD›U t  

IqvW© KvD›U Gi gva¨‡g Avgiv WKz‡g‡›U KZK¸‡jv IqvW© Av‡Q Zv m¤ú‡K© Rvb‡Z cvwi|  
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Uª¨vK †PÄ Gi e¨envi (Use of Track change) t  

Uª¨vK †PÃ WKz‡g‡›Ui ¸iæZ¡c~b© GKUv Ask| Uª¨vK †PÃ AckbwU Ab K‡i WKz‡g‡›Ui †Kvb IqvW© ev K¨v‡i±vi 

ms‡hvRb ev wWwjU Ki‡j †mUv Avjv`v fv‡e †evSv hvq| wWwjU Ki‡j d›U Kvjvi jvj n‡q hvq Ges Iqv‡W©i 

gvSLv‡b w`‡q `vM Av‡m| Ab¨w`‡K †Kvb IqvW© ms‡hvRb Ki‡j eøy is Gi nq| Uª¨vK‡PÃ AckbwU wiwfD U¨v‡e 

_v‡K Uª¨vK †PÃ AckbwU Avgiv mvavibZ †Kvb WKz‡g›U wiwfD I Avc‡WU Kivi †ÿ‡Î e¨envi K‡i _vwK| 

Dc‡i wP‡Î ‡PÃ AckbwU Pvjy Kivi c×wZZ †`Lv‡bv n‡q‡Q| G‡ÿ‡Î Truck Change AckbwU wm‡j± 

Ki‡Z n‡e| 

 

wPÎ (Figure) t 

  

 

Kv‡Ri avct 

1. cª_‡g wiwfD U¨ve G wK¬K Ki‡Z n‡e| 

2. Zvici Uª¨vK †PÃ Ackb Gi Dci wK¬K Ki‡Z n‡e| 
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wfD U¨v‡ei e¨envi (Use of Review Tab) t  

wfD U¨v‡e WKz‡g›U wfD Kivi wewfbœ Ackb i‡q‡Q †hgb wiW †gvW, wc&ª›U †j-AvDU, I‡qe †j-AvDU, AvDU 

jvBb WªvdU BZvw` wewfbœ ai‡bi wiW †gvW i‡q‡Q| iæjvi Gi gva¨‡g WKz‡g‡›U †¯‹j †kv-Kiv‡bv nq| GQvov 

†bwf‡Mkb c¨vb Gi gva¨‡g mg¯Í WKz‡g‡›Ui cÖ‡Z¨K †cB‡Ri †nWjvBb ev UvB‡Uj wjó AvKv‡i _v‡K| H 

†nWjvBb Gi Dci wK¬K K‡i Avgiv mivmwi H †cBR G cÖ‡ek Ki‡Z cvwi|  

 

wPÎ (Figure) t 

 

 

Kv‡Ri avct 

1. cÖ_‡g wfD U¨ve G wK¬K Ki‡Z n‡e| 

2. Gici wcÖ›U †j-AvDU Ackb Gi Dci wK¬K Ki‡Z n‡e| 

3. GQvov iæjvi †kv Kiv‡Z n‡j iæjvi Ackb Gi Dci wK¬K Ki‡Z n‡e|  



 

‡KvW: ITCO1011A1 Acv‡iU IqvW© cÖ‡mwms A¨vwcø‡KkY 
Dbœq‡bi ZvwiL:  

15-04-2019 

ms¯‹i‡bi ZvwiL:  

২২-০২-২০২৩ 
c„ôv 249 Gi 282 

 

Ryg Ackb Gi e¨envi (Use of Zoom) t  

WKz‡g›U‡K ‡QvU ev eo K‡i †`Lvi Rb¨ Ryg (Zoom) Ackb e¨envi Kiv nq| GQvov GK mv‡_ GKvwaK †cBR 

†`Lvi Rb¨ gvwë ‡cBR Ackb wm‡j± Ki‡Z nq|  

 wb‡Pi wP‡Î Ryg Ackb Gi e¨envi ‡`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g wfD U¨ve G wK¬K Ki‡Z n‡e| 

2. Ryg Ackb Gi Dci gvDm wK¬K K‡i Ryg Kg ev †ewk Ki‡Z n‡e|  

3. ZvQvov †cB‡Ri wVK wb‡P Wvb †Kv‡b Ryg Ack‡bi †_‡KI Ryg Kgv‡bv ev evov‡bv hvq|  
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A¨v‡iÄ Aj Ackb Gi e¨envi (Use of Arrange all) t 

A¨v‡iÃ Aj (Arrange all) Ack‡bi gva¨‡g GKB w¯Œb G GKvwaK DB‡Ûv †kv Kiv‡bv hvq| Avgiv hLb Iqv‡W© 

KvR Kwi ZLb GKmv‡_ A‡bK¸‡jv IqvW© WKz‡g›U Pvjy K‡i _vwK| †m‡ÿ‡Î hLb †hB WKz‡g›U KvR Kwi 

ïaygvÎ H WKz‡g›UwU DB‡Ûv AvKv‡i †`Lv hvq| evwK WKz‡g›U ¸‡jv Uv• ev‡i wgwbgvBR (Minimize) Kiv 

_v‡K| Avgiv PvB‡j me¸‡jv DB‡Ûv GKmv‡_ †`Lv‡Z cvwi †m‡ÿ‡Î Arrange All AckbwU Pvjy Ki‡Z nq| 

A_©vr G‡ÿ‡Î GKvwaK DB‡Ûv Pvjy Kiv _vK‡j me¸‡jv GK mv‡_ †`Lv hv‡e| wb‡Pi wP‡Î A¨v‡iÃ Aj 

(Arrange all) Ackb Gi e¨envi †`Lv‡bv n‡q‡Q| 

wPÎ (Figure) t 

 

Kv‡Ri avct 

1. cÖ_‡g wfD U¨ve G wK¬K Ki‡Z n‡e| 

2. Gici Arrange All Ackb Gi Dci wK¬K Ki‡Z n‡e|  
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w¯úøU Ackb Gi e¨envi (Use of Split) t  

w¯úøU Ackb Gi gva¨‡g GKB WKz‡g‡›U‡K `yBUv DB‡Ûv‡Z fvM Kiv hvq| mvavibZ WKz‡g›U Gi ïiæ I †k‡li 

Bbdi‡gkb wb‡q KvR Ki‡Z nq| ZLb evi evi WKz‡g‡›Ui ïiæ‡Z I †k‡l Avm‡Z nq| Ggb Ae ’̄vq †¯úøU 

Ack‡bi gva¨‡g Lye mn‡RB `yBUv DB‡Ûv wb‡q KvR Kiv hvq| wb‡Pi wP‡Î w¯úøU Ack‡bi e¨envi †`Lv‡bv 

n‡jv|   

wPÎ (Figure) t 

 

Kv‡Ri avct 

3. cÖ_‡g wfD U¨ve G wK¬K Ki‡Z n‡e| 

4. Gici w¯úøU Ackb Gi Dci wK¬K Ki‡Z n‡e| 
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‡mjd‡PK-3.1.1  

cÖwkÿbv_©x‡`i Rb¨ wb‡`©kbv:- 

Dc‡iv³ Bbdi‡gkb kxU cvV K‡i wb‡Pi cÖkœ¸‡jvi DËi wjL-  

AwZ mswÿß cÖkœ-  

1.cÖkœ:- gvB‡µvmdU IqvW© G †_mvivm Uzj †Kb e¨envi Kiv nq?  

DËi:-  

2. cÖkœ:- ‡Kvb GKwU Aÿi Gi Dc‡i †QvU K‡i Ab¨ Avi GKwU †jLv‡K wK e‡j?  

DËi:-  

3. cÖkœ:-‡nWvi I dzUv‡i †Kvb †U•U UvBc Ki‡j evB wWdë †Kv_vq wcÖ›U nq?  

DËi:-  

4. cÖkœ:- bZzb c¨vivMÖvd Pvjy Kivi Rb¨ †Kvb Kx Pvc‡Z nq?  

DËi:-  

5. cÖkœ:- gvB‡µvmdU IqvW© ‡¯új †PK Kivi Rb¨ †Kvb evUb †cÖm Ki‡Z nq?  

DËi:-  

6. cÖkœ:- Wªc-K¨vc Ackb evB wWdë KqUv jvBb WªcW _v‡K?  

DËi:-  

7. cÖkœ:- gvB‡µvmdU IqvW© †Kvb dvBj †_‡K ÷vU© nq?  

DËi:-  

8. cÖkœ:- ‡cv‡UªU I j¨vÛ‡¯‹c GB Ackb `ywU‡K wK e‡j?  

DËi:-  

9. cÖkœ: A‡Uv Kv‡i± AckbwU †Kb e¨envi Kiv nq?  

DËi:-  

10. cÖkœ: gvB‡µvmdU IqvW© 2016 mdUIq¨vi G evB wWdë d›U mvBR KZ _v‡K?  

DËi:-  
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DËicÎ t- 3.1.1 

AwZ mswÿß cÖkœ-  

1. DËi:- wm‡bvwbg I G‡›Uvwbg IqvW© †ei Kvi Rb¨|  

2. DËi:- mycviw¯ŒÞ| 

3. DËi:- me¸‡jv †cBR G| 

4. DËi:- Enter key 

5. DËi:- F7 

6. DËi:- wZb jvBb|  

7. DËi:- winword.exe| 

8. DËi:- ‡cBR Iwi‡q‡›Ukb|  

9. DËi:- fzj evbvb mwVK Kivi Rb¨| 

10. DËi:- 11  |  
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RekxU-3.1.1 

R‡ei bvg t IqvW© WKz‡g›U ‰Zwi Kiv I di‡gwUs Kiv |  

cvi‡mvbvj cÖ‡Uw±f BKzBc‡g›U t  

3) Pkgv  

4)  AvM©‡bvwgK †Pqvi  

hš¿cvwZ I DcKib t  

3) Kw¤úDUvi  

4) IqvW© cÖ‡mmi mdUIq¨vi  

Gw±wfwU t  

1) WKz‡g›U UvBc Ki‡Z n‡e|  

2) WKz‡g›U d›U †mU Ki‡Z n‡e|  

3) WKz‡g›U d›U mvBR cwieZ©b Ki‡Z n‡e|  

4) WKz‡g›U d›U mvBR †QvU ev eo Ki‡Z n‡e|  

5) WKz‡g‡›U wewfbœ ai‡bi †KBR Gi e¨envi Ki‡Z n‡e|  

6) WKz‡g‡›U †evì Gi e¨envi Ki‡Z n‡e|  

7) WKz‡g‡›U BUvwjK Gi e¨envi Ki‡Z n‡e|  

8) cÖ‡qvRbxq jvBb ev IqvW© †K AvÛvi jvBb Ki‡Z n‡e|  

9) WKz‡g‡›U óvBj Gi e¨envi Ki‡Z n‡e|  

10) WKz‡g‡›U †U•U B‡d± hy³ Ki‡Z n‡e|  

11) WKz‡g‡›U †U•U nvBjvBU Kvjvi e¨envi Ki‡Z n‡e|  

12) WKz‡g‡›U d›U Kvjvi e¨envi Ki‡Z n‡e|  

13) WKz‡g‡›U †K¬qvi di‡gwUs e¨envi Ki‡Z n‡e|  
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Bbdi‡gkb kxU AbymiY K‡i wb‡Pi m¨v¤új Invoice ‰Zwi Ki|  
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‡¯úwmwd‡Kkb kxU-3.1.1 

1)  ‡W•Uc G †Zvgvi wb‡Ri bv‡g †dvìvi ‰Zwi Ki|  

2)  Re kx‡U cÖ`Ë †U•U‡K cÖ_‡g IqvW© cÖ‡mmi Gi gva¨‡g UvBc Ki Ges (invoice) bv‡g †mBf Ki|  

3)  ‡U•U Gi d›U UvBg wbD †ivgvb wm‡j± Ki|  

4)  Bismillah General Store UvB‡Uj Gi d›U mvBR 16 I d›U Agency FB ‡mU Ki|  

5)  UvB‡Uj‡K †evì I BUvwjK Ki|  

6)  wP‡Îi b¨vq Water Mark ‡mU Ki| 

7) invoice `yB Ask Aek¨B `yB Kjv‡g Ki‡Z n‡e| 
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RekxU-3.1.2 

R‡ei bvg t IqvW© WKz‡g›U ‰Zwi Kiv I di‡gwUs Kiv |  

cvi‡mvbvj cÖ‡Uw±f BKzBc‡g›U t  

5) Pkgv  

6)  AvM©‡bvwgK †Pqvi  

hš¿cvwZ I DcKib t  

5) Kw¤úDUvi  

6) IqvW© cÖ‡mmi mdUIq¨vi  

Gw±wfwU t  

1) WKz‡g›U UvBc Ki‡Z n‡e|  

2) WKz‡g›U d›U †mU Ki‡Z n‡e|  

3) WKz‡g›U d›U mvBR cwieZ©b Ki‡Z n‡e|  

4) WKz‡g›U d›U mvBR †QvU ev eo Ki‡Z n‡e|  

5) WKz‡g‡›U wewfbœ ai‡bi †KBR Gi e¨envi Ki‡Z n‡e|  

6) WKz‡g‡›U †evì Gi e¨envi Ki‡Z n‡e|  

7) WKz‡g‡›U BUvwjK Gi e¨envi Ki‡Z n‡e|  

8) cÖ‡qvRbxq jvBb ev IqvW© †K AvÛvi jvBb Ki‡Z n‡e|  

9) WKz‡g‡›U óvBj Gi e¨envi Ki‡Z n‡e|  

10) WKz‡g‡›U mvew ¿̄Þ I mycvi w¯Œ‡Þ Gi e¨envi Ki‡Z n‡e|  

11) WKz‡g‡›U †U•U B‡d± hy³ Ki‡Z n‡e|  

12) WKz‡g‡›U †U•U nvBjvBU Kvjvi e¨envi Ki‡Z n‡e|  

13) WKz‡g‡›U d›U Kvjvi e¨envi Ki‡Z n‡e|  

14) WKz‡g‡›U †K¬qvi di‡gwUs e¨envi Ki‡Z n‡e|  
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Bbdi‡gkb kxU AbymiY K‡i wb‡Pi m¨v¤új CV ‰Zwi Ki|  
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‡¯úwmwd‡Kkb kxU-3.1.2 

1)  ‡W•Uc G †Zvgvi wb‡Ri bv‡g †dvìvi ‰Zwi Ki|  

2)  Re kx‡U cÖ`Ë †U•U‡K cÖ_‡g IqvW© cÖ‡mmi Gi gva¨‡g UvBc Ki Ges (cv) bv‡g †mBf Ki|  

3)  ‡U•U Gi d›U UvBg wbD †ivgvb wm‡j± Ki|  

4)  me¸‡jv UvB‡Uj Gi d›U mvBR 14 I Ab¨vb¨ †U•U Gi d›U 12 ‡mU Ki|  

5)  UvB‡Uj‡K †evì I BUvwjK Ki|  

6)  (cv) Aek¨B 1 †cBR Gi g‡a¨ KgwcøU Ki‡Z n‡e| 
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RekxU-3.1.3 

R‡ei bvg t IqvW© WKz‡g›U ‰Zwi Kiv I di‡gwUs Kiv |  

cvi‡mvbvj cÖ‡Uw±f BKzBc‡g›U t  

7) Pkgv  

8)  AvM©‡bvwgK †Pqvi  

hš¿cvwZ I DcKib t  

7) Kw¤úDUvi  

8) IqvW© cÖ‡mmi mdUIq¨vi  

Gw±wfwU t  

1) WKz‡g›U UvBc Ki‡Z n‡e|  

2) WKz‡g›U d›U †mU Ki‡Z n‡e|  

3) WKz‡g›U d›U mvBR cwieZ©b Ki‡Z n‡e|  

4) WKz‡g›U d›U mvBR †QvU ev eo Ki‡Z n‡e|  

5) WKz‡g‡›U wewfbœ ai‡bi †KBR Gi e¨envi Ki‡Z n‡e|  

6) WKz‡g‡›U †evì Gi e¨envi Ki‡Z n‡e|  

7) WKz‡g‡›U BUvwjK Gi e¨envi Ki‡Z n‡e|  

8) cÖ‡qvRbxq jvBb ev IqvW© †K AvÛvi jvBb Ki‡Z n‡e|  

9) WKz‡g‡›U óvBj Gi e¨envi Ki‡Z n‡e|  

10) WKz‡g‡›U mvew ¿̄Þ I mycvi w¯Œ‡Þ Gi e¨envi Ki‡Z n‡e|  

11) WKz‡g‡›U †U•U B‡d± hy³ Ki‡Z n‡e|  

12) WKz‡g‡›U †U•U nvBjvBU Kvjvi e¨envi Ki‡Z n‡e|  

13) WKz‡g‡›U d›U Kvjvi e¨envi Ki‡Z n‡e|  

14) WKz‡g‡›U †K¬qvi di‡gwUs e¨envi Ki‡Z n‡e|  
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Bbdi‡gkb kxU AbymiY K‡i wb‡Pi m¨v¤új CV ‰Zwi Ki|  
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‡¯úwmwd‡Kkb kxU-3.1.2 

1)  ‡W•Uc G †Zvgvi wb‡Ri bv‡g †dvìvi ‰Zwi Ki|  

2)  Re kx‡U cÖ`Ë †U•U‡K cÖ_‡g IqvW© cÖ‡mmi Gi gva¨‡g UvBc Ki Ges (cv) bv‡g †mBf Ki|  

3)  ‡U•U Gi d›U UvBg wbD †ivgvb wm‡j± Ki|  

4)  me¸‡jv UvB‡Uj Gi d›U mvBR 14 I Ab¨vb¨ †U•U Gi d›U 12 ‡mU Ki|  

5)  UvB‡Uj‡K †evì I BUvwjK Ki|  

6)  (cv) Aek¨B 1 †cBR Gi g‡a¨ KgwcøU Ki‡Z n‡e| 
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শ঱খনপর - 4 (Learning Outcome): WKy‡g›U wcª›U I UªvÝdvi Ki‡Z cvi‡e| 

 

 শফলয়ফস্তু (Contect): 

1. wcÖ›Uvi wbe©vPb Ges †mwUsm wba©viY c×wZ 

2. †ccvi mvBR wba©viY c×wZ  

3. wcÖ›U wcÖwfD †`Lv Ges GWRv÷ Kivi ঩দ্ধশি  

4. WKz‡g›U wcÖ›U Kivi ঩দ্ধশি 

5. WKz‡g›U UªvÝdvi Kivi ঩দ্ধশি 

মূল্যায়ন ভানদন্ড (Assessment Criteria): 

1. wcÖ›Uvi wbe©vPb Ges †mwUsm wba©viY Ki‡Z m‣g n‡q‡Q| 

2. cÖ‡qvRb Abyhvqx Dchy³ †ccvi mvBR wba©viY Ki‡Z m‣g n‡q‡Q| 

3. wcÖ›U wcÖwfD †`Lv Ges GWRv÷ (cÖ‡qvR‡b) Ki‡Z m‣g n‡q‡Q| 

4. WKz‡g›U wcÖ›U Ki‡Z m‣g n‡q‡Q| 

5. Dchy³ wgwWqv e¨envi K‡i WKz‡g›U UªvÝdvi Ki‡Z m‣g n‡q‡Q| 

 ঱িগাফরী (Conditions): 

কানেয ঳ভয় শ঱ক্ষার্থীনক ঄ফশ্যআ শনননাক্ত শফলয়গুনরায ব্যফস্থা কযনি ঴নফ: 

১. প্রকৃি কভ গনক্ষত্র ঄র্থফা প্রশ঱ক্ষণ ঩শযনফ঱ 

২. শ঩শ঩আ, ঳যঞ্জাভ ও উ঩কযণ 

৩. মন্ত্র঩াশি 

শ঱ক্ষা উ঩কযণ (Learning Materials): 

১. ফআ, ম্যান্যযয়ার 

২. ভশিউর / রযপানযন্স 

৩. শ঳শফএরএভ 

৪. ঴যান্ডঅউট঳ 

৫. ল্যা঩ট঩ 

৬. ভাশিশভশিয়া রপ্রানেক্টয 

৭. র঴ায়াআট রফাি গ ও ভাকগায 

৮. আন্টাযননট পযাশ঳শরটি঳ 

৯. কাগে 

১০. করভ 
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শ঱খন কাম গক্রভ (Learning Activity) 

এআ শ঱খন পর ঄েগননয রনক্ষয শ঱খন পনর শ঱খন পনর ঄ন্তর্ভ গক্ত শফলয় ফস্তু এফং কভ গক্ষভিা ভানদণ্ড ঄েগননয েন্য শনন 

ফশণ গি শননফশণ গি কাম গক্রভগুনরা ঩ম গায়ক্রনভ ঳ম্পাদন কযনি ঴নফ কাম গক্রভগুনরায েন্য ঩ানে ফশণ গি শযন঳া঳ গ ঳মূ঴ 

ব্যফ঴ায কযনি ঴নফ। 

 রাশন গং এশক্টশবটি঳ (Learning Activities) 

(শ঱খন কাম গক্রভ) 

Resources / Special instructions 

(শযন঳া঳ গ / শফন঱ল শননদ গ঱) 

 

 এআ ভশিউরটিয ব্যফ঴ায শননদ গশ঱কা ঄ন্য঳যণ 

কযনি ঴নফ 

 শননদ গশ঱কা ঩ড়নি ঴নফ। 

 আনপনভ গ঱ন ঱ীট ঩ড়নি ঴নফ  আনপযনভ঱ন ঱ীট 4.১ - ১ 

 র঳রপ রেক ঱ীনট প্রনদয় প্রশ্নগুনরায উত্তয প্রদান 

কযনি ঴নফ এফং প্রদত্ত উত্তয ঩নত্রয ঳ানর্থ উত্তয 

শভশরনয় শনশিি ঴নি ঴নফ 

 র঳রপ রেক 4.১ এফং উত্তয঩ত্র 4.১ 
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Bbdi‡gkb kxU 4.1.1 

শপ্রন্টায আনস্টনর঱ন ঩দ্ধশি শনশদ গষ্ট শপ্রন্টায ভনির এফং ব্যফহৃি ঄঩ানযটিং শ঳নস্টনভয উ঩য শনব গয কনয 

঩শযফশিগি ঴নি ঩ানয। মাআন঴াক, এখানন শকছু ঳াধাযণ ঩দনক্ষ঩ রদওয়া ঴নরা মা ঄ন্য঳যণ কনয শপ্রন্টায আন্সটর 

কযা রমনি ঩ানয:  

1. প্রর্থনভ শপ্রন্টাযটি অনপ্যাক কযনি ঴নফ এফং প্রদত্ত শননদ গ঱াফরী ঄ন্য঳ানয রমনকাননা ঄ং঱ একশত্রি 

কযনি ঴নফ। 

2. শপ্রন্টাযটিনক একটি ঩াওয়ায উৎন঳য ঳ানর্থ ঳ংযুক্ত কযনি ঴নফ ও এটি োলু কযনি ঴নফ। 

3. শপ্রন্টায ভনির এফং র঳টঅন঩য উ঩য শনব গয কনয একটি USB রকফর ফা রনটওম঵াকগ ঳ংনমাগ 

ব্যফ঴ায কনয কশম্পউটানয শপ্রন্টাযটি ঳ংযুক্ত কযা রমনি ঩ানয। 

4. শপ্রন্টায ড্রাআবায ঳ফ্টওয়্঵ায আনস্টর কযনি ঴নফ মশদ শপ্রন্টানযয ঳ানর্থ ড্রাআবায শ঳শি র্থানক িনফ 

এটিনক কশম্পউটানয প্রনফ঱ কযানি ঴নফ এফং ঳ফ্টওয়্঵াযটি আনস্টর কযায ধা঩গুশর ঄ন্য঳যণ কযনি 

঴নফ। এছাড়া, ঳াধাযণি শপ্রন্টায প্রস্তুিকাযনকয ওনম঵ফ঳াআট রর্থনক ঳ফ গন঱ল ড্রাআবায ঳ফ্টওয়্঵ায 

িাউননরাি কনযও ড্রাআবায ঳পটওয়যায আন্সটর কযা রমনি ঩ানয। 

5. আনস্টনর঱ন প্রশক্রম঵া ঳ম্পূণ গ কযনি ঄ন-স্ক্রীন শননদ গ঱াফরী ঄ন্য঳যণ কযনি ঴নফ। এয ভনে শপ্রন্টায 

ভনির শনফ গােন কযা, একটি ঳ংনমানগয ধযন শনফ গােন কযা এফং স্ক্যাশনং ফা পযাক্স কযায ভনিা 

঄শিশযক্ত বফশ঱ষ্টযগুশর র঳ট অ঩ কযা ঄ন্তর্ভ গক্ত র্থাকনি ঩ানয। 

6. ঳ফ্টওয়্঵ায আনস্টনর঱ন ঳ম্পূণ গ ঴নর, শপ্রন্টাযটি ঳ঠিকবানফ কাে কযনছ শকনা িা শনশিি কযনি 

একটি ঩যীক্ষামুরক পৃষ্ঠা শপ্রন্ট কযা রমনি ঩ানয ।  

শননেয শেনত্র ররাকার শপ্রন্টায আন্সটর কযায ঩দ্ধশি শেত্র ঳঴কানয রদখাননা ঴নরা 

1. USB রকফর ব্যফ঴ায কনয কশম্পউটানয শপ্রন্টাযটি ঳ংযুক্ত কয এফং এটি োলু কয। 

2. স্টাট গ রভন্য রর্থনক র঳টিং঳ ঄যা঩টি োলু কয। 
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3. র঳টিং ঄঩঱ন রর্থনক শিবাআ঳ ঄঩঱ননয উ঩য শিক কয এফং এয঩য ঄যাি শপ্রন্টায ঄য স্ক্যানায 

঄঩঱নন শিক কয। 

  

4. মশদ উআনন্ডাে শপ্রন্টায ঳নাক্ত কনয, িা঴নর শপ্রন্টানযয নানভয উ঩য শিক কয এফং আনস্টনর঱ন র঱ল 

কযনি ঄ন-স্ক্রীন শননদ গ঱াফরী ঄ন্য঳যণ কয।  

5. মশদ উআনন্ডাে ঳ংযুক্ত শপ্রন্টায খ ুঁনে না ঩াম঵, িখন "অশভ রম শপ্রন্টাযটি োআ িা িাশরকার্ভক্ত নম঵" 

শরনে শিক কয। 

6. এয঩য আনস্টনর঱ন র঱ল কযনি ঄ন-স্ক্রীন শননদ গ঱াফরী ঄ন্য঳যণ কয। 

঄ন্য রভর্থনিও শপ্রন্টায আন্সটর কযা মায় রমভনঃ 

1. শস্ক্রননয নীনেয ফাভশদনকয রকাণাম঵ স্টাট গ অআকনন িান শিক কয। 

2. কনরার প্যাননর শনফ গােন কয। 

3. শিবাআ঳ এফং শপ্রন্টায শনফ গােন কয। 
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4. শেনত্রয ন্যায় উআনন্ডা রর্থনক প্রনয়ােনীয় শপ্রন্টাযটি শনফ গােন কয। 

 

5. মশদ উআনন্ডা রর্থনক প্রনয়ােনীয় শপ্রন্টাযটি না ঩াওয়া মায় িা঴নর শননেয শেনত্রয ন্যায় ররানক঱ন ফা 

বফশ঱নষ্টযয উ঩য শবশত্ত কনয শিনযক্টশযনি শপ্রন্টায খ ুঁজুন শনফ গােন কয। 
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6. ঄র্থফা শ঳নরক্ট র঱য়ায শপ্রন্টায ফাআ রনভ ঄঩঱নন শিক কনয শনশদ গস্ট ররানক঱ননয শপ্রন্টায ব্রাউে 

কনযও শপ্রন্টায ঄যাি কযা মায়। 

7. ঄র্থফা ঄যাি শপ্রন্টায ঄঩঱নন শিক কনয প্রনয়ােনীয় অআশ঩ ঄যানড্র঳ প্রদান কনযও রনটয়াকগ শপ্রন্টায 

঄যাি কযা মায়। 
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†mwUsm wba©viY করাঃ 

প্রর্থনভ পাআর রর্থনক শপ্রন্ট ঄঩঱নন রমনি ঴নফ 

এয঩য র঳টিং঳ ঄঩঱ন রর্থনক র঩ে এয ঳ংখ্যা র঩ে এয ঄শযনয়নন্ট঱ন ও র঩঩ায ঳াআে আিযাশদ শফলয় র঳ট কনয শননি 

঴য়।  
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শপ্রন্ট শপ্রশবউ 

িকুনভন্ট শপ্রন্ট কযায ঩য িা রদখনি রকভন ঴নফ িা শপ্রন্ট শপ্রশবউ ঄঩঱ননয ভােনভ শপ্রন্ট কযায পুনফ গআ রদনখ 

রনওয়া মায়।  

 

পাআর ট্রান্সপায কযায ঩দ্ধশিঃ 

একটি পাআর স্থানান্তয কযায েন্য রম শনশদ গষ্ট ঩দ্ধশি ব্যফ঴ায কযা ঴নে িায উ঩য শনব গয কনয, িনফ এখানন 

শকছু ঳াধাযণ ঩দনক্ষ঩ যনম঵নছ মা শফশবন্ন পাআর স্থানান্তয ঩দ্ধশিনি প্রনম঵াগ কযা রমনি ঩ানয: 

প্রর্থনভ রম পাআরটি স্থানান্তয কযা ঴নফ এফং রমখানন এটি স্থানান্তয কযনি ঴নফ িা শনধ গাযণ কযনি ঴নফ। 

রম দুটি শিবাআন঳য ভনে পাআরটি স্থানান্তয কযা ঴নফ র঳গুশরনক ঳ংযুক্ত কযনি ঴নফ। এটি দুটি কশম্পউটানযয 

ভনে একটি িানযয ঳ংনমাগ, একটি রনটওম঵ানকগয ভােনভ ঳ংনমাগ, ফা একটি িাউি-শবশত্তক পাআর র঱ম঵াশযং 

঩শযনলফা ব্যফ঴ায কনয েশি঵ি ঴নি ঩ানয। 

র঳া঳ গ শিবাআন঳ রম পাআরটি স্থানান্তয কযনি ঴নফ র঳টি ঳নাক্ত ও শনফ গােন কযনি ঴নফ। 

টানগ গনটি শিবাআন঳ শনশদ গস্ট রপাল্ডায ফা ররানক঱ন শনধ গাশযি কনয পাআর স্থানান্তয কযনি ঴নফ। 

পাআরটিনক টানগ গট ররানক঱নন রটনন ও ড্র঩ কনয ফা পাআরটি কশ঩ কযনি একটি পাআর ট্রান্সপায টুর ব্যফ঴ায 

কনয স্থানান্তয কয঄যা রমনি ঩ানয। 
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পাআরটি ঳পরবানফ ত্রুটি ছাি঵াআ স্থানান্তশযি ঴নম঵নছ িা শনশিি কযনি স্থানান্তয প্রশক্রম঵াটি ঩ম গনফক্ষণ কযনি 

঴নফ। 

একফায স্থানান্তয ঳ম্পূণ গ ঴নর, মাোআ করুন রম পাআরটি ঳ঠিকবানফ টানগ গট ররানক঱নন স্থানান্তশযি ঴নম঵নছ এফং 

এটি প্রিযাশ঱িনফ ঄যানক্স঳নমাগ্য এফং ব্যফ঴াযনমাগ্য ঴নয়নছ শকনা িা রেক কযনি ঴নফ। 
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র঳রপ রেক – ৪.১ 

১। একটি পাআর শপ্রন্ট কযনি, ___ োপুন 

(ক) Ctrl+ P 

খ) Alt + p 

গ) Tab + p 

ঘ) এয রকাননাটিআ নম঵ 

২. শপ্রন্টঅউট রনওম঵ায অনগ পাআরটি রদখনি, ব্যফ঴ায করুন-- 

ক) শপ্রন্ট শপ্রশবউ 

খ) পযম্যাট ঩নম঵ন্টায 

গ) কাটা 

ঘ) র঩স্ট 

৩. রকন অভযা শপ্রন্টায ব্যফ঴ায কশয? 

ক) একটি পাআর শপ্রন্ট কযনি 

খ) একটি রপ্রনেনন্ট঱ন শপ্রন্ট কযনি 

গ) a এফং B উবম঵আ 

ঘ) উ঩নযয রকানটি নম঵ 

৪. শননেয রকানটি পাআর শপ্রন্ট কযনি ঩ানয না? 

ক) ররোয শপ্রন্টায 

খ) আেনেট শপ্রন্টায 

গ) স্ক্যানায 

ঘ) উ঩নযয রকানটি নম঵  
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উত্তয ঩ত্র ৪.১ 

 

১। ক) Ctrl+ P  

২। ক) শপ্রন্ট শপ্রশবউ  

৩। গ) a এফং B উবম঵আ  

৪। গ) স্ক্যানায 
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েফ ঱ীট ৪.১ 

েনফয নাভঃ একটি কশম্পউটানয শপ্রন্টায আনস্টর কয ও একটি পাআর শপ্রন্ট কয 

঳ভয়ঃ ৩০ শভশনট 

 

প্রশ঳শিউয/ রস্ট঩঳ 

1. কশম্পউটানযয ঳ানর্থ শপ্রন্টায ঳ংনমাগ কয। 

2. ঳ফ্টওয়্঵ায আনস্টর কয। 

3. শপ্রন্টায র঳ট কয। 

4. িকুনভন্ট শপ্রন্ট কয। 

5. শনযা঩নদ কশম্পউটায ফন্ধ কয। 

রেশ঳শপনক঱ন ঱ীট ৪.১ 

1. শপ্রন্টায এফং শপ্রন্টায ড্রাআবায ঳ফ্টওয়্঵ায ঳ংগ্র঴ কয। 

2. শ঳ ড্রাআনব ড্রাআবায ঳ফ্টওয়্঵ায আনস্টর কয। 

3. শপ্রন্টাযটিনক শিপি শপ্রন্টায শ঴঳ানফ র঳ট কয। 

4. পৃষ্ঠা র঳টঅ঩-A4 র঳ট কয। 

5. িকুনভন্টটিনক রোি঵ পৃষ্ঠা, শফনোি঵ পৃষ্ঠা, ফিগভান পৃষ্ঠা শ঴঳ানফ শপ্রন্ট কনয রদখাও 

টুর঳ ও আকুআ঩নভন্ট ও ম্যানটশযয়ানরয িাশরকাঃ 

শ঳শযয়ার 

নং 

নাভ রেশ঳শপনক঱ন একক ঩শযভান 

০১ ঩ান঳ গানার কশম্পউটায  নং ১ 

০২ কীনফাি গ  নং ১ 

০৩ ভাউ঳  নং ১ 

০৪ ভশনটয  নং ১ 

০৫ ভাআনক্রা঳পট ঄শপ঳  নং ১ 

০৬ শপ্রন্টায ড্রাআবায ঳ফ্টওয়্঵ায  নং ১ 

০৭ শপ্রন্টায  নং ১ 
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wkLbdj- 5 (Learning Outcome): eÜ Ki‡Z cvi‡e| 

 

welqe¯̀ (Contect): 

1. Gwcø‡Kkb I †dvìvi eÜ Kivi c×wZ 

2. wbivc‡` wWfvBm¸‡jv myBP Ad c×wZ  

3. mwVKfv‡e Kw¤úDUvi eÜ Kivi c×wZ 

g~j¨vqb gvb`Û (Assessment Criteria): 

1. Pvjy Kiv Gwcø‡Kkb I †dvìvi¸‡jv eÜ Ki‡Z m‣g n‡q‡Q| 

2. Kw¤úDUv‡ii mv‡_ mshy³ me wWfvBm¸‡jv myBP Ad Ki‡Z m‣g n‡q‡Q| 

3. mwVKfv‡e Kw¤úDUvi eÜ Ki‡Z m‣g n‡q‡Q| 

4. mswkøó cvIqvi AvDU‡j‡Ui cvIqvi eÜ Ki‡Z m‣g n‡q‡Q| 

kZ©vejx (Conditions): 

Kv‡Ri mgq wk‣v_©x‡K Aek¨B wb‡gœv³ welq¸‡jvi e¨e ’̄v Ki‡Z n‡e: 

1. c«K…Z Kg©‡‣Î A_ev c«wk‣Y cwi‡ek 

2. wcwcB, miÄvg I DcKiY 

3. hš¿cvwZ 

wk¶v DcKiY (Learning Materials): 

1. eB, g¨vb¨yqvj 

2. gwWDj / ‡idv‡iÝ 

3. wmweGjGg 

4. n¨vÛAvDUm 

5. j¨vcUc 

6. gvwëwgwWqv ‡c«v‡R±i 

7. ‡nvqvBU ‡evW© I gvK©vi 

8. B›Uvi‡bU d¨vwmwjwUm 

9. KvMR 

10. Kjg 
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wkLb Kvh©µg (Learning Activity) 

GB wkLb dj AR©‡bi j‡‣¨ wkLb d‡j wkLb d‡j Aš—f©y³ welq e¯—y Ges Kg©‣gZv gvb`Û AR©‡bi Rb¨ 

wbgœ ewY©Z wbgœewY©Z Kvh©µg¸‡jv ch©vqµ‡g m¤úv`b Ki‡Z n‡e Kvh©µg¸‡jvi Rb¨ cv‡k¦ ewY©Z wi‡mvm© mg~n 

e¨envi Ki‡Z n‡e| 

jvwb©s Gw±wfwUm (Learning Activities) (wkLb 

Kvh©µg) 

Resources / Special instructions 

(wi‡mvm© / we‡kl wb‡`©k) 

 

 GB gwWDjwUi e¨envi wb‡`©wkKv AbymiY 

Ki‡Z n‡e 

 wb‡`©wkKv co‡Z n‡e| 

 Bbd‡g©kb kxU co‡Z n‡e  Bbdi‡gkb kxU 5.1 - 1 

 ‡mjd ‡PK kx‡U c«‡`q c«kœ¸‡jvi DËi c«`vb 

Ki‡Z n‡e Ges c«`Ë DËi c‡Îi mv‡_ DËi 

wgwj‡q wbwðZ n‡Z n‡e 

 ‡mjd ‡PK 5.1 Ges DËicÎ 5.1 
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Bbdi‡gkb kxU 5.1.1 

Gwcø‡Kkb I †dvìvi eÜ Kivt 

Avgv‡`i mKj Kvh©µg †kl n‡j Kw¤úDUv‡ii cÖwZwU †cÖvMÖvg/ †dvìvi mwVK fv‡e eÜ Ki‡Z nq| Z‡e, †Kvb 

†cÖvMÖvg eÜ Ki‡Z n‡j ‡mB †cÖvMÖvgwU mwVK fv‡e †mf Kiv msiÿY Kiv Av‡Q wK bv, Zv †Lqvi ivL‡Z n‡e| 

†mf/msiÿbK…Z †cÖvMªvgwU eÜ Ki‡Z PvB‡j 

mevi Dc‡i Wvb cv‡ki X wPý‡Z wK¬K K‡i 

eÜ Ki‡Z cvi‡ev|   

Z‡e wK‡evW© †_‡K Alt + F4 ‡P‡cI 

†cÖvMÖvg eÜ Kiv hvq 

 

Kw¤úDUvi eÜ Kivi c×wZt  

Kw¤úDUvi eÜ Kivi avc¸‡jv wb‡P ms‡‣‡c eY©bv 

Kiv n‡jv| GB avc¸‡jv AbymiY K‡i Kw¤úDUvi 

eÜ Kiv hvq| 

avc 1t cÖ_‡gB Kw¤úDUv‡ii Start G wK¬K 

Ki‡Z n‡e|  

avc 2t Power Button G wK¬K Ki‡Z n‡e| †mLv‡b Av‡iv 3wU Ackb Avm‡e| 

avc 3t Shut down G wK¬K Ki‡Z n‡e| 

avc 4t m¤ú~Y© eÜ bv nIqv ch©šÍ A‡cÿv Kiæb| 

avc 5t KvR †k‡l gwbUi eÜ Kiæb 

avc 6t BDwcGm _vK‡j Zv Aek¨B eÜ Kiæb| 

avc 7t we`¨yr mvcøB myBP eÜ Kiæb| 

Kw¤úDUvi eÜ Kivi Rb¨ Aek¨B Dc‡ii avc¸j‡v AbymiY 

Kiæb| nVvr K‡i Kw¤úDUvi eÜ Ki‡eb bv| G‡Z K‡i wm‡÷‡gi Kvh©‣gZv nvivq Ges Kw¤úDUv‡i bvbv iKg 

mgm¨v ‡`Lv w`‡Z cv‡i| 

D‡jøL¨ †h, Kw¤úDUvi hw` wKQz mg‡qi Rb¨ Kv‡Ri weiwZ w`‡Z PvB, Zvn‡j Sleep AckbwU e¨venvi 

Ki‡Z cvwi| G‡ÿ‡Î ‡hmKj †cÖvMÖvg Pvjy wQj, Zv Av‡Mi gZ PvjyB _vK‡e Ges cieZx©‡Z e¨venvi Kiv hv‡e| 

Avevi Kw¤úDUvi eÜ K‡i mv‡_ mv‡_B cybivq Pvjy Ki‡Z PvB‡j Restart AckbwU e¨venvi Ki‡Z n‡e| 
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Kw¤úDUv‡ii mv‡_ mshy³ me wWfvBm¸‡jv myBP eÜ Kivt 

Kw¤úDUvi eÜ Kivi cvkvcvwk Kw¤úDUv‡ii mv‡_ mshy³ mKj wWfvBm¸‡jv myBP eÜ Ki‡Z n‡e|  

1. UPS eÜ Kivt  

2. wcÖ›Uvi eÜ Kiv 

3. ¯‹¨vbvi, 

4. mvDÛ wm‡óg 

 

  

 

wbivc‡` wWfvBm¸‡jv myBP eÜ Kivt   

mKj wWfvBm eÜ Kivi ci cvIqvi m‡K‡Ui myBP eÜ K‡i ivL‡Z n‡e| hw` gvwëcøvM e¨venvi Kiv nq, Zvn‡j gvwëcøv‡Mi myBP 

eÜ K‡i ivL‡j †h‡Kvb ỳN©Ubv †_‡K iÿv cvIqv hv‡e| 

mKj cÖKvi ỳN©Ubv Gov‡Z ‡h‡Kvb B‡jKUªwbK wWfvBm eÜ Kivi ci ‡mwUi cvIqvi eÜ ev Ly‡j ivL‡Z n‡e| 
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‡mjd †PK 5.1 

1. ‡Kvb †cÖvMÖvg eÜ Kivi Rb¨ †Kv_vq wK¬K Ki‡Z nq? 

2. wK‡evW© †_‡K †cÖvMÖvg eÜ Kivi mU©KvU Kx †KvbwU? 

3. Kw¤úDUvi wióvU© †Kb Kiv nq? 

 

 

 

DËi cÎ 5.1 

1. ‡Kvb †cÖvMªvg eÜ Ki‡Z mevi Dc‡i Wvb cv‡ki X wPý‡Z wK¬K Ki‡Z n‡e| 

2.  wK‡evW© †_‡K †cÖvMÖvg eÜ Kivi Rb¨ Alt + F4 ‡cÖm Ki‡Z nq| 

3. Kw¤úDUvi eÜ K‡i mv‡_ mv‡_B cybivq Pvjy Ki‡Z Restart AckbwU e¨venvi Kiv nq| 
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