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†mkb K
mgqKvj: 1 w`b

gwWDj mg~n:

•   †ewmK Kw¤úDUvi Acv‡ikb I UªvejkywUs

•   DB‡ÛvR dvÛv‡g›Uvjm&&

1  †ewmK Kw¤úDUvi Acv‡ikb I UªvejkywUs

D‡Ïk¨:

GB gwWDj cÖwk¶Y †k‡l wk¶v_©xMY Kw¤úDUv‡ii cÖavb cÖavb K‡¤úv‡b›U mg~n, Zv‡`i Kvh©vejx Ges G¸‡jv wKfv‡e 
ci¯ú‡ii mv‡_ m¤úK©hy³ †mm¤ú‡K© mg¨K aviYv AR©b Ki‡Z cvi‡eb| Kw¤úDUv‡ii mv‡_ KvR K‡i GB iKg wewfbœ 
ai‡bi †cwi‡divj hš¿cvwZ †hgb -- wcÖ›Uvi, ¯‹¨vbvi, wWwRUvj K¨v‡giv BZ¨vw` Kw¤úDUv‡ii wm‡÷‡gi mv‡_ wKfv‡e ms‡hvM 
cÖ`vb Ki‡Z nq †m m¤ú‡K©I wk¶v_©xMY Rvb‡Z cvi‡eb| Kw¤úDUvi wm‡÷‡gi †ewmK UªvejïwUs Gi KvR †hgb wcÖ›Uvi, 
Kx‡evW©, gvDm wKsev gwYUi hw` †Kvb Kvi‡Y KvR bv K‡i Z‡e †m¸‡jv wKfv‡e †givgZ ev wVK Kiv hvq †m m¤ú‡K©I mg¨K 
aviYv wk¶v_©xMY GB gwWDj cÖwk¶Y †k‡l AR©b Ki‡Z cvi‡eb|

1.1  Kw¤úDUvi K‡¤úv‡b›U

1.1.1   wmwcBD, †g‡gvix  (i¨vg) I nvW© WªvBf

1.1.2   gwYUi

1.1.3   Kx‡evW©

1.1.4   gvDm

1.1.5   Kw¤úDUvi K‡¤úv‡b›U mg~‡ni ms‡hvM cÖYvjx

1.1.6   †cwi‡divj hš¿cvwZ

        K.  wcÖ›Uvi

        L.  wWwRUvj K¨v‡giv

          M.  ¯‹¨vbvi           

          N.  Ab¨vb¨ †cwi‡div‡ji ms‡hvM

1.2  †ewmK UªvejïwUs

1.2.1  gwYU‡i †Kvb wjLv Avm‡Q bv, Kx‡ev‡W©i BwÛ‡KU‡i †Kvb Av‡jv R¡j‡Q bv

1.2.2  gvDm c‡q›Uvi ¯Œx‡b bovPov Ki‡Q bv

1.2.3  Kx‡evW© †_‡K †Kvb wKQz UvBc Kiv hv‡”Q bv ev UvBc Kiv †M‡jI ¯Œx‡Y Zv †`Lv hv‡”Q bv

1.2.4  wcÖ›Uv‡i †Kvb wKQz wcÖ›U n‡”Q bv

1.2.5  Kw¤úDUvi n¨vs Ae¯’vq i‡q‡Q A_©vr †Kvb †cÖvMÖvg I‡cb ev †K¬vR Kiv hv‡”Q bv|

2  DB‡ÛvR dvÛv‡g›Uvjm&&

D‡Ïk¨:

GB gwWDj cÖwk¶Y †k‡l wk¶v_©xMY DB‡ÛvR BDRvi B›Uvi‡dm m¤ú‡K© ¯^”Q aviYv AR©b Ki‡Z cvi‡eb Ges DB‡ÛvR 
Acv‡iwUs wm‡÷‡gi dvBj I †dvìvi wb‡q wKfv‡e KvR Ki‡Z nq Zv Rvb‡Z cvi‡eb| nvW©wW¯‹ †_‡K wKfv‡e dvBj I 
†dvìvi Luy‡R †ei Kiv hvq Ges wKfv‡e wewfbœ ai‡bi Gwc-‡Kkb †cÖvMÖvg I‡cb I †K¬vR Kiv hvq Zv GB gwWDj †_‡K 
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Rvbv hv‡e A_©vr cÖwk¶Yv_©xMY †W¯‹Uc m¤ú‡K© ¯^”Q aviYv AR©b Ki‡Z cvi‡eb| wewfbœ ai‡bi we‡kl †dvìvi †hgb My 

Computer Ges My Documents †dvìv‡ii wK KvR †mm¤ú‡K©I cÖwk¶Yv_©xMY Rvb‡Z cvi‡eb|

2.1  DB‡ÛvR wK?

2.1.1   AvBKb I Kvm©i

2.1.2   Gwc-‡Kkb DB‡Ûv

2.1.3   Uv¯‹evi

2.1.4   KzBKwj¼

2.1.5   †dvìvi I dvBj

2.1.6   My Computer †dvìvi

2.1.7   My Documents †dvìvi

2.2  DB‡ÛvR Acv‡ikb I BDwUwjwU

2.2.1   DB‡ÛvR G·‡c-vivi

2.2.2   mvP© ev Zj-vkxKiY

2.2.3   Kwc, gyf, †c÷, wW‡jU I wimvB‡Kj web

2.2.4   mvUWvDb

†mkb L
mgqKvj: 1.5 w`b

gwWDj mg~n:

•   GgGm IqvW© cwiwPwZ

•   evsjv UvBwcs

3  GgGm IqvW© cwiwPwZ

D‡Ïk¨:

GB gwWDj cÖwk¶Y †k‡l cÖwk¶Yv_©xMY GgGm IqvW© †cÖvMÖvg e¨envi K‡i wKfv‡e WKz‡g›U ˆZix Kiv hvq Ges cieZ©x‡Z 
Zv wKfv‡e cwieZ©b ev ms‡kvab Kiv hvq Zv wkL‡Z cvi‡eb| WKz‡g‡›Ui gvwR©b wKfv‡e cwieZ©b Kiv hvq; †jLv‡K wKfv‡e 
†evì, BUvwjK Kiv hvq; †Uwej wKfv‡e ˆZix Kiv hvq; m‡e©vcwi †UK÷‡K wKfv‡e dig¨vU Kiv hvq Zvi me wKQzB GB 
gwWDj †_‡K wkLv hv‡e| c¨vivMÖvd ˆZixKiY, jvBb †¯úwms wba©viY, B‡Ûw›Us I Ab¨vb¨ ÷vBj cÖ‡qvM K‡i wKfv‡e GKwU 
m¤ú~Y© WKz‡g›U wcÖ›Uv‡ii gva¨‡g wcÖ›U Kiv hvq Zv cÖwk¶Yv_©xMY GB gwWDj cÖwk¶Y †k‡l m~Pvi“fv‡e m¤úbœ Ki‡Z cvi‡eb|

3.1   IqvW© DB‡Ûv

3.2   IqvW© †gby evi

3.3   ÷¨vÛvW© I dig¨vwUs Uzjevi

3.4   †UK÷ Bbmvk©b I Kvm©‡ii Ae¯’vb

3.5   WKz‡g›U †mBfKiY

3.6   †¯új †PwKs

3.7   †UK÷ GwWwUs h_v:  bZzb †UK÷ ms‡hvRb, †UK÷ Kwc, gyf, †c÷ I wWwjU

3.8   m¤ú~Y© WKz‡g‡›Ui g†a¨ wePiY

3.9   †cR †mUAvc I gvwR©b †mUAvc

3.10  †nWvi, dzUvi I †cR bv¤^vi cÖ`vb

3.11  wm¤új dig¨vwUs, d›U I d‡›Ui mvBR wba©viY
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3.12   Qwe I wK¬c AvU© †UK‡÷i g‡a¨ ms‡hvRb

3.13   mvaviY †Uwej ˆZixKiY

4  evsjv UvBwcs

D‡Ïk¨:

GB gwWDj cÖwk¶Y †k‡l cÖwk¶Yv_©xMY GgGm IqvW© †cÖvMÖvg e¨envi K‡i wKfv‡e evsjvq UvBc K‡i WKz‡g›U ˆZix Kiv 
hvq Ges cieZ©x‡Z Zv wKfv‡e cwieZ©b ev ms‡kvab Kiv hvq Zv wkL‡Z cvi‡eb| GKB WKz‡g‡›Ui g‡a¨ wKfv‡e evsjvq I 
Bs‡iRx‡Z UvBc Kiv hvq Ges m‡e©vcwi Zv wcÖ›Uv‡ii mvnv‡h¨ wcÖ›U Kiv hvq Zv wk¶v_©xMY †Kvm© †k‡l m~Pvi“fv‡e m¤úbœ 
Ki‡Z cvi‡eb|

4.1   evsjv UvBc †_‡K Bs‡iRx UvB‡c A_ev Bs‡iRx UvBc †_‡K evsjv UvB‡c myBwPs
4.2   evsjvq WKz‡g›U ˆZixKiY
4.3   Bs‡iRx I evsjv d›U e¨envi K‡i WKz‡g›U ˆZixKiY

†mkb M
mgqKvj: 1.5 w`b

gwWDj mg~n:

• GgGm G‡·j cwiwPwZ

• B›Uvi‡bU cwiwPwZ

5  GgGm G‡·j cwiwPwZ

D‡Ïk¨:

GB gwWDj cÖwk¶Y †k‡l cÖwk¶Yv_©xMY GgGm G‡·j †cÖvMÖvg e¨envi K‡i wKfv‡e bZzb IqvK©eyK Ges Zb¥‡a¨ IqvK©kxU 
ˆZix Kiv hvq Zv wkL‡Z cvi‡eb| IqvK©kx‡Ui g‡a¨ wKfv‡e †UK÷ I bv¤^vi Gw›Uª Kiv hvq Ges cieZ©x‡Z Zv wKfv‡e 
dig¨vU Kiv hvq; digyjv e¨envi K‡i mvaviY K¨vjKz‡jk‡bi KvR wKfv‡e m¤úbœ Kiv hvq; †iv Ges Kjvg wKfv‡e ms‡hvRb 
Kiv hvq ev wWwjU Kiv hvq Zvi me wKQzB cÖwk¶Yv_©xMY GB gwWDj cÖwk¶Y †k‡l m¤úbœ Ki‡Z cvi‡eb| m‡e©vcwi ˆZix Kiv 
IqvK©eyK wW‡¯‹ †mf I wcÖ›Uv†ii mvnv‡h¨ wcÖw›Us Gi KvR cÖwk¶Yv_©xMY myPvi“fv‡e m¤úbœ Ki‡Z cvi‡eb|

5.1   G‡·j DB‡Ûv

5.2   G‡·j †gby evi

5.3   ÷¨vÛvW© I dig¨vwUs Uzjevi

5.4   IqvK©eyK I kxU U¨ve

5.5   GK kxU †_‡K Ab¨ kx‡Ui g‡a¨ Z‡_¨i Av`vb-cÖ`vb

5.6   Kjvg, †iv Ges †mj m¤ú‡K© aviYv Ges G‡`i e¨envi

5.7   †mj mg~‡ni g‡a¨ wewfbœ ai‡bi †WUv Gw›Uª

5.8   Z‡_¨i BbmvU©, Kwc, gyf I †c÷KiY

5.9   †iv Ges Kjvg gy‡Q †djv Ges bZzb †iv I Kjvg BbmvU© Kiv

5.10  †ewmK dig~jv mg~n Ges G‡`i e¨envi

5.11  †¯úªWkxU nvW©wW‡¯‹ †mf Kiv

5.12  bZzb kxU ms‡hvRb Ges cÖ‡qvRb‡ev‡a cyivZb kx‡Ui AcmviY

5.13  wm¤új PvU©
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6  B›Uvi‡bU cwiwPwZ

D‡Ïk¨:

GB gwWDj cÖwk¶Y †k‡l cÖwk¶Yv_©xMY I‡qe eªvDRvi Ges B-†gBj m¤ú‡K© mg¨K aviYv Ges G¸‡jv wKfv‡e e¨envi 
Ki‡Z nq Zv Rvb‡Z cvi‡eb| evsjv‡`k cywj‡ki Rb¨ ˆZix Kiv I‡qemvBU Ges evsjv‡`k miKv‡ii Ab¨vb¨ I‡qemvBU 
†_‡K wKfv‡e cÖ‡qvRbxq Z_¨vw` †ei Kiv hvq Ges eûj cwiwPZ Bqvû I nU‡gBj †Wv‡gB‡b wKfv‡e B-‡gBj GKvD›U 
†Lvjv hvq Ges D³ B-†gBj GKvD›U e¨envi K‡i e¨enviKvix‡`i g‡a¨ wKfv‡e Z‡_¨i Av`vb-cÖ`vb Kiv hvq ZvI 
cÖwk¶Yv_©xe„›` fvjfv‡e wkL‡Z cvi‡eb| ¸Mj I Ab¨vb¨ mvP© BwÄb e¨envi K‡i wKfv‡e evsjv I Bs‡iRx‡Z cÖ‡qvRbxq 
Z_¨vw` wewfbœ I‡qemvBU †_‡K †ei Kiv hvq Zv cÖwk¶Y †k‡l cÖwk¶Yv_©xMY m~Pvi“fv‡e m¤úbœ Ki‡Z cvi‡eb|

6.1   I‡qe eªvDRvi
6.2   evsjv‡`k cywjk †nvg‡cR
6.3   evsjv‡`k miKv‡ii Ab¨vb¨ †nvg‡cR
6.4   I‡qe mvwP©s (evsjv I Bs‡iRx)
6.5   B-†gBj GKvD›U ˆZix Kiv Ges Zv e¨envi K‡i Z‡_¨i Av`vb-cÖ`vb

†mkb N
mgqKvj: 2 w`b

gwWDj mg~n:

• e¨envwiK †mkb

• †Kvm© wiwfD

7  e¨envwiK †mkb

D‡Ïk¨:

cÖwk¶Yv_©xMY hv‡Z wKQz e¨envwiK Abykxjbx m¤úbœ Kivi gva¨‡g AwR©Z GB bZzb `ÿZv Zuv‡`i e¨envwiK Rxe‡b Kv‡R 
jvMv‡Z cv‡ib Zvi D‡Ï‡k¨B GB †mkbwU ivLv n‡q‡Q| e¨envwiK Abykxjbx m¤úbœ Kivi mgq hw` wk¶v_©xi †Kvb ai‡bi 
Amyweav nq Zv mgvavb Kivi Rb¨ Bb÷ªv±i cÖ‡qvRbxq mvnvh¨ mn‡hvwMZv Ki‡eb| ZvQvov hw` †Kvb UwcK †Kvb wk¶v_©xi 
wkL‡Z we‡kl Amyweavi m¤§yLxb n‡Z nq Zv `yi Kivi Rb¨ Bb÷ªv±i cÖ‡qvRbxq mn‡hvwMZv wk¶v_©x‡`i w`‡eb|

7.1  Kw¤úDUv‡ii wewfbœ K‡¤úv‡b›U mg~n †Lvjv Ae¯’vq i‡q‡Q| GLb †m¸‡jv †Rvov jvwM‡q Kw¤úDUvi‡K mPj Ki‡Z 
n‡e| 

7.2   wcÖ›Uv‡i wcÖ›U n‡”Q bv, gvDm wVKfv‡e KvR Ki‡Q bv, Kw¤úDUv‡i cvIqvi Avm‡Q bv GB ai‡bi mvaviY Î“wU mg~n `yi 
K‡i wKfv‡e Kw¤úDUvi‡K mPj ivLv hvq Zvi Abykxjb|

7.3   DB‡ÛvR †W¯‹Uc Ges DB‡ÛvR G·‡c-vivi e¨envi K‡i wKfv‡e dvBj, †dvìvi ˆZix Kiv hvq Ges †WUvi e¨vKAvc 
†bqv hvq|

7.4  GgGm IqvW© e¨envi K‡i wKfv‡e ˆ`bw›`b `vßwiK KvR †hgb wRwW, wcwW, GdAvBAvi, †Km Wv‡qix, Bb‡Kv‡qix 
w¯-c, Bbwm‡W›U wi‡cvU© ˆZix Kiv hvq|

7.5 GgGm G‡·j e¨envi K‡i wKfv‡e ˆ`bw›`b `vßwiK KvR †hgb Bbwm‡W›U wi‡cvU©, LwZqvb †iwR÷ªvi, ÷vd 
†iwR÷ªvi, †Km e¨e¯’vcbv I Awdm e¨e¯’vcbvi KvR m¤úbœ Kiv hvq|
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on-Board Device Interfaces
Heatsink & Processor

RAM

HE34 (Floppy) Interface

IDE Interface

POST Display

AGP Slot

PCI Bus
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1.2 Kw¤úDUvi wK?

Kw¤úDUvi nj GKwU B‡j±ªwbK hš¿ hv Z‡_¨i Dci KvR K‡i Ges Zvi djvdj †ei K‡i †`q| Avgiv †hfv‡e 

Kw¤úDUvi‡K wb‡`©k †`B †mfv‡eB Kw¤úDUvi KvR  K‡i| Kw¤úDUvi Avgv‡`i †`qv wb‡`©k Rgv K‡i †i‡L cieZx© 

mg‡q evi evi e¨envi K‡i Avgv‡`i‡K Kvw•LZ djvdj w`‡Z cv‡i| d‡j Kw¤úDUv‡ii mvnv‡h¨ †Kvb KvR `ª“Z I 

wbfy©jfv‡e Kiv m¤¢e nq| eZ©gv‡b Kw¤úDUvi cÖvq mKj †¶‡ÎB e¨eüZ n‡”Q|

1.2 nvW©Iq¨vi wK?

nvW©Iq¨vi n‡”Q Kw¤úDUv‡ii evwn¨K AeKvVv‡gv| A_©vr †h mKj wRwbm aiv, †Quvqv hvq Ges hvi mgš^‡q 

Kw¤úDUv‡ii kvixwiK KvVv‡gv MwVZ nq ZvB n‡”Q nvW©Iq¨vi| †hgb: gwbUi, wcÖ›Uvi, Kx‡evW©, gvDm BZ¨vw` 

nvW©Iq¨v‡ii AvIZvfy³| GLv‡b g‡b ivLv `iKvi †h nvW©Iq¨vi wb‡R †_‡K †Kvb KvR Ki‡Z cv‡i bv| 

mdUIq¨v‡ii mvnv‡h¨ nvW©Iq¨vi Øviv cÖ‡qvRbxq KvR m¤úbœ K‡i †bqv nq| wewfbœ ai‡bi Gwc-‡Kkb mdUIq¨vi 

i‡q‡Q| G‡KKwU Gwc-‡Kkb mdUIq¨vi G‡KK ai‡bi KvR m¤úbœ K‡i _v‡K|

1.3 wWfvBm wK?

Kw¤úDUv‡ii GK GKwU Ask‡K wWfvBm e‡j| wWfvBmmg~n‡K cÖavbZ `yB †kªYx‡Z fvM Kiv nq| 

1.    BbcyU BDwbU/wWfvBm; I

2.    AvDUcyU BDwbU/wWfvBm

1.3.1 BbcyU BDwbU/wWfvBm

Kw¤úDUv‡i KvR Kivi Rb¨ Dnv‡K Z_¨vejx I cÖ‡qvRbxq wb‡`©kbv cÖ`vb Ki‡Z nq| †h As‡k Kw¤úDUv‡ii KvR 

Kivi Rb¨ cÖ‡qvRbxq Z_¨ Ges wb‡`©kbv †`qv nq, †m Ask‡K ejv nq BbcyU BDwbU Avi †h hš¿ ev wWfvB‡mi 

gva¨‡g Z_¨ ev wb‡`©kbv BbcyU ev cÖ`vb Kiv nq, †m¸‡jv‡K ejv nq BbcyU wWfvBm| wewfbœ ai‡bi BbcyU 

wWfvB‡mi g‡a¨ Av‡Q Kx‡evW©, gvDm, Rqw÷K, ¯‹¨vbvi, KvW© ixWvi, †ccvi †Uc ixWvi, g¨vM‡bwUK †Uc WªvBf, 

nvW©wW¯‹ WªvBf, d¬wc wW¯‹ WªvBf BZ¨vw`|

1.3.2 AvDUcyU BDwbU/wWfvBm 

Kw¤úDUv‡i †h mKj hš¿ ev wWfvBm w`‡q djvdj cÖKvk K‡i †m¸‡jv‡K e‡j AvDUcyU BDwbU| Kw¤úDUvi‡K 

cÖ_gZ BbcyU h‡š¿i mvnv‡h¨ WvUv cÖ`vb Kiv nq| cÖ`Ë BbcyU cÖwµqvKi‡Yi c‡i GmKj AvDUcyU BDwb‡Ui 

gva¨‡g djvdj cÖKvk K‡i| mvaviYZ wb‡b¥v³ wWfvBmmg~n‡K Kw¤úDUv‡ii AvDUcyU BDwbU wn‡m‡e e¨envi Kiv 

hvq| †hgb -- gwbUi, wc Ö›Uvi, c-Uvi, wW¯‹ WªvBf, kã ms‡k-lK BZ¨vw`|

1.2
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1.4 cª‡mmi/wmwcBD

wmwcBD n‡”Q Kw¤úDUv‡ii cÖwµqvKiY Ask| Bnv Kw¤úDUv‡ii gw¯—¯‹ ¯^iƒc| Bnvi cy‡iv A_© n‡”Q Central 

Processing Unit (CPU),  Kw¤úDUv‡ii hveZxq wnmve-wbKv‡ki KvR G As‡k m¤úbœ n‡q _v‡K| ms‡¶‡c Bnv‡K 

cÖ‡mmiI ejv n‡q _v‡K| B‡›Uj cÖ‡mmiB me©vwaK e¨eüZ 

cÖ‡mmi| eZ©gv‡b †cw›Uqvg-4 cÖ‡mmi me©vwaK e¨eüZ n‡”Q| 1 

†m‡K‡Û †h cÖ‡mmi hZ †ekx Kg¨vÛ ev WvUv cÖ‡mm Ki‡Z cv‡i 

Zvi ¶gZvI ZZ‡ekx| GKwU Kw¤úDUvi Av‡¯— bv `ª“Z KvR 

Ki‡e Zv wbf©i K‡i D³ Kw¤úDUv‡ii cÖ‡mm‡ii ¯úx‡Wi 

Dci|

1.5 †g‡gvwi i¨vg

i¨v‡gi m¤ú~Y© A_© n‡”Q Random Access Memory. Bnv Kw¤úDUv‡ii cÖavb †g‡gvwi| Kw¤úDUv‡i †Kvb †cÖvMÖvg ivb 

Kiv‡j Zv i¨v‡g †jvW nq| Kw¤úDUv‡i †`qv Z_¨ cÖwµqvKi‡Yi Rb¨ wmwcBD me mgq i¨v‡gi mv‡_ Z‡_¨i Av`vb-

cÖ`vb K‡i| wewfbœ aviY ¶gZvi i¨vg cvIqv hvq| 128 †gMvevBU, 256 †gMvevBU, 512 †gMvevBU aviY ¶gZvi 

i¨vg wPc evRv‡i cvIqv hvq| GKwU Kw¤úDUv‡i hZ‡ekx i¨vg _vK‡e Zvi cÖ‡mwms ¯úxWI ZZ †ekx n‡e|

1.6 nvW©wW¯‹ WªvBf

Kw¤úDUv‡i e¨vcK Z_¨vejx msi¶‡Yi Rb¨ nvW©wW¯‹ e¨envi Kiv 

nq| nvW©wW¯‹ WªvB‡fi mvnv‡h¨ nvW©wW‡¯‹ msiw¶Z Z_¨ cov hvq| 

nvW©wW‡¯‹ Kw¤úDUv‡ii Acv‡iwUs wm‡÷gmn hveZxq G¨vwc-‡Kkb 

†cªvMÖvg/mdUIq¨vi I WvUv msi¶Y Kiv nq| eZ©gv‡b evRv‡i 

wewfbœ aviY ¶gZvi nvW©wW¯‹ cvIqv hvq| 20 wMMvevBU aviY 

¶gZvi nvW© wW¯‹ †_‡K ïi“ K‡i 500 wMMvevBU aviY ¶gZvi nvW©wW¯‹ cvIqv hvq| nvW©wW‡¯‹i `vg Bnvi aviY 

¶gZvi Dci wbf©i K‡i| GKwU nvW©wW¯‹‡K GKvwaK cvwU©k‡b fvM K‡i nvW©wW¯‹wU Kw¤úDUv‡i KbwdMvi K‡i ivLv 

†h‡Z cv‡i Ges wewfbœ cvwU©k‡b wewfbœ ai‡bi Z_¨vw` msi¶Y K‡i ivLv †h‡Z cv‡i|

†g‡gvwi
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1.4

1.7 gwbUi

gwbU‡ii cy‡iv bvg n‡”Q Video Display Unit ev ms‡¶‡c VDU -I e ‡j| Kw¤úDUv‡i hv wKQy wb‡`©kbv †`qv nq  ev 

†jLv nq †m¸‡jv gwbU‡i †`Lv hvq| eZ©gv‡b evRv‡i wewfbœ mvB‡Ri gwbUi cvIqv hvq Ges †m¸‡jvi `vgI wewfbœ 

n‡q _v‡K| `yB ai‡bi gwbUiB GLb †ekx cÖPwjZ hvi GKwU n‡”Q wmAviwU (K¨v‡_vW †i wUDe) gwbUi Ges 

AciwU n‡”Q GjwmwW (wjKzBW wµ÷vj wWm‡c-) gwbUi| GjwmwW gwbU‡ii `vg wmAviwU gwbU‡ii †P‡q †ekx n‡q 

_v‡K|

1.8 Kx‡evW©

Kw¤úDUv‡i Z_¨ cÖ`vb ev wb‡`©k cÖ`vb Kivi Rb¨ Kx‡evW© n‡”Q me©v‡c¶v RbwcÖq BbcyU wWfvBm| Kx‡evW©‡K 

K¨vej w`‡q wmwcBD Gi †cQ‡b hy³ Kiv nq| eZ©gv‡b evRv‡i wewfbœ mvB‡Ri Kx‡evW© cvIqv hvq|

1.9 gvDm

Kw¤úDUv‡i Z_¨ BbcyU Kiv ev †Kvb KgvÛ cÖ‡qvM Kivi Avi GKwU 

h‡š¿i bvg n‡”Q gvDm| gvD‡mi mvg‡bi w`‡K `ywU ev wZbwU evUb 

_v‡K, Z‡e evgw`‡Ki evUbwUB me©vwaK e¨eüZ n‡q _v‡K| †Kvb 

†Kvb gvD‡mi mvg‡bi w`‡K GKwU PvKvi b¨vq hš¿vsk _v‡K hvi 

mvnv‡h¨ †¯Œvwjs Gi KvR m¤úbœ Kiv nq|

wmA viwU g wbUi Gjwm wW gwbUi

Kx‡evW©

gvDm
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wcÖ›Uvi

1.5

1.10 wcÖ›Uvi

wcÖ›Uvi n‡”Q Kw¤úDUv‡ii GKwU eûj e¨eüZ AvDUcyU wWfvBm| Kw¤úDUv‡i cÖ`Ë Z_¨vejx wmwcBD‡Z 

cÖwµqvKi‡Yi c‡i †h mKj hš¿ ev wWfvBm w`‡q djvdj cÖKvk K‡i †m¸‡jvB n‡”Q AvDUcyU wWfvBm| wcÖ›Uv‡ii 

mvnvh¨ †Kvb Z_¨vejx wcÖ›U Kiv n‡j Kw¤úDUv‡ii fvlvq Zv‡K nvW© Kwc e‡j| eZ©gv‡b evRv‡i wewfbœ ai‡bi I 

wewfbœ mvB‡Ri wcÖ›Uvi cvIqv hvq Ges G¸‡jvi `vgI wewfbœ n‡q _v‡K| eZ©gv‡b †jRvi wcÖ›UviB me©vwaK e¨eüZ 

n‡q _v‡K| WU g¨vwUª· wcÖ›Uv‡ii e¨envi eZ©gv‡b Lye GKUv †`Lv hvq bv| 

B¼‡RU wcÖ›UviI e¨envi n‡q _v‡K Ges G¸‡jv mvaviYZ iwOb wcÖw›Us Gi 

Kv‡R e¨eüZ nq| ZvQvov iwOb †jRvi wcÖ›Uvi cvIqv hvq hvi `vg 

Zzjbvg~jKfv‡e GKUz †ekx| 

1.11 wWwRUvj K¨v‡giv

wWwRUvj K¨v‡givi gva¨‡g †Zvjv Qwe mivmwi Kw¤úDUv‡i cÖ‡ek Kiv‡bv hvq| GwU AvaywbK K¨v‡givi wWwRUvj 

ms¯‹iY| G K¨v‡givi gva¨‡g Avgiv Lye mn‡RB wbLyuZ Qwe †c‡q _vwK| hv Avgiv cieZx©‡Z Kw¤úDUv‡i ¯’vbvš—i 

K‡i Avgv‡`i cÖ‡qvRbxq KvR m¤úv`b K‡i _vwK|

1.12 d¬wc WªvBf 

†h WªvB‡f d¬wc wW¯‹ wb‡q KvR Kiv hvq Zv‡K d¬wc WªvBf e‡j| GK Kw¤úDUvi †_‡K Z_¨vejx Ab¨ Kw¤úDUv‡i 

Avbv †bqv Kivi Rb¨ d¬wc wW¯‹ e¨vcKfv‡e e¨envi  Kiv nq|

wWwRUvj K¨v‡giv

 
Floppy Drive  Floppy Disk / Diskette  

d¬wc WªvBf
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1.6

1.13 wmwWig WªvBf

wmwWig WªvBfI eZ©gv‡b Kw¤úDUv‡ii Acwinvh© G‡·mwiR wn‡m‡e e¨eüZ n‡”Q| AwWI, wfwWI, gvwëwgwWqv 

BZ¨vw` e¨envi Kivi Rb¨ wmwWi‡gi e¨vcK e¨envi j¶¨ Kiv hvq| eZ©gv‡b GKwU wmwWi aviY ¶gZv m‡e©v”P 700 

†gMvevBU ch©š— n‡Z cv‡i| wmwWig WªvB‡fi mvnv‡h¨ wmwW‡Z msiw¶Z Z_¨vw` Kw¤úDUv‡ii mvnv‡h¨ cvV Kiv hvq|

D‡j-L¨ †h wmwWig WªvB‡fi b¨vq wmwWivBUviI cvIqv hvq, hvi mvnv‡h¨ wmwW‡Z Z_¨vw` msi¶Y Kivi KvR m¤úbœ 

Kiv nq| A_©vr wmwW‡Z †Kvb Z_¨vw` wjL‡Z n‡j wmwWivBUv‡ii cÖ‡qvRb nq| wmwWivBUv‡ii mvnv‡h¨ wmwWi 

Z_¨vw` covI hvq|

eZ©gv‡b wWwfwW cvIqv hvq hvi aviY ¶gZv cÖvq 5 wMMvevB‡Ui gZ| wWwfwW ivBUv‡ii mvnv‡h¨ Z_¨vw` wWwfwW‡Z 

†iKW© Kiv nq| eZ©gv‡b †ekxifvM Kw¤úDUv‡ii mv‡_ GKwU K‡¤^vWªvBf mshy³ _v‡K hvi mvnv‡h¨ wWwfwW I wmwWi 

Z_¨vw` Kw¤úDUv‡i cov hvq Ges wmwW‡Z Z_¨vw` †iKW© Kiv m¤¢e nq| wmwW Ges wWwfwW WªvBf B›Uvibvj Ges 

G·Uvibvj GB `yB ai‡biB n‡Z cv‡i| G·Uvibvj WªvB‡fi `vg B›Uvibvj WªvB‡fi †P‡q GKUz †ekx nq Ges 

G¸‡jv GKUz †ekx †UKkB nq| Z‡e B›Uvibvj WªvBfB †ekx e¨eüZ n‡q _v‡K|

1.14 wigy‡fej/d¬¨vk/†cb WªvBf

GwU GKwU nvjKv wW¯‹ WªvBf hvi gva¨‡g Avgiv GK 

Kw¤úDUvi †_‡K Ab¨ Kw¤úDUv‡i mn‡R Z_¨ ¯’vbvš—i Ki‡Z 

cvwi| GwU mvaviYZ USB-Port Gi gva¨‡g Kw¤úDUv‡ii mv‡_ 

hy³ K‡i _vwK| eZ©gv‡b wewfbœ aviY ¶gZv m¤úbœ d¬¨vk 

WªvBf cvIqv hvq| G¸‡jvi aviY ¶gZv 128 †gMvevBU, 

256 †gMvAvBU, 512 †gMvevBU, 1 wMMvevBU GgbwK 4 

wMMvevBU ch©š— n‡Z cv‡i|

CD-ROM Disk

CD-ROM Drive

d¬¨vk WªvBf
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1.15 Abykxjbx

1. Kw¤úDUvi wK? 

2. nvW©Iq¨vi wK? 

3. wWfvBm wK? 

4. BbcyU I AvDUcyU wWfvBm Gi D`vniY w`b|

5. cª‡mmi/wmwcBD wK?

6. †g‡gvwi i¨vg wK?

7. nvW©wW¯‹ WªvBf wK?

8. gwbUi wK?

9. Kx‡evW© wK?

10. gvDm wK?

11. wcÖ›Uvi wK?

12. wWwRUvj K¨v‡giv wK? 

13. d¬wc WªvBf wK?

14. wmwWig WªvBf wK?

15. wigy‡fej/d¬¨vk WªvBf wK?

1.16 wmwiqvj †cvU© 

gv`vi‡ev‡W© `yBwU wmwiqvj †cvU© †`Lv hvq| h_v Com1, Ges Com2  mvaviYZ wmwiqvj †cvU© 9 wcb Ges 10 wc‡bi 

n‡q _v‡K| Serial Port Gi gva¨‡g gvDm Ges g‡W‡gi ms‡hvM cª`vb Kiv nq|

1.17 gvDm K¨vej 

Connector A

MDIN-6M

Connector B

MDIN-6F

Cable Connectors
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1.8

1.18 c¨vivjvj †cvU© 

c¨vivjvj †cvU©‡K LPT  ev jvBb wcÖ›Uvi †cvU©  ejv nq| mvaviYZ wcÖ›Uvi ms‡hvM †`qv nq e‡j Gi bvg LPT  

ivLv n‡q‡Q| c¨vivjvj †cvU© mvaviYZ we‡kl ai‡bi †cwi‡divjm& ev c¨vivjvj wWfvBm †hgb: wcÖ›Uvi Ges 

¯‹¨vbvi‡K hy³ Kivi Rb¨ e¨envi Kiv nq| c¨vivjvj †cvU© mvaviYZ 26 wc‡bi n‡q _v‡K|

1.19 wcÖ›Uvi Kv‡b±i 

1.20 gwbUi Kv‡b±i 

1.21 cvIqvi KW©

wcÖ›Uvi Kv‡b±i

Connector A

SW_DVI_CROSS

Connector B

SW_DVI_SIDE 

gwbUi Kv‡b±i

cvIqvi KW©

Connector A

 PWRM

Connector B

PWRF
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1.22 wewfbœ cÖKvi Kv‡b±i

Kx‡evW© Kv‡b±i: Kx‡evW© Kv‡b±i mvaviYZ gv`vi‡ev‡W©i mv‡_ Kx‡evW©‡K ms‡hvM Kivi Rb¨ e¨eüZ nq|

1.23 USB Kv‡b±i

USB (Universal Serial Bus) †cvU© KwgDwb‡Kkb‡K Av‡iv AwaKZi `ª“ZZi K‡i Zzj‡Q| wKQyw`b c~‡e©I wcwmi 

mv‡_ †Kvb wWfvBm †hgb ¯‹¨vbvi, wWwRU¨vj K¨v‡giv, gvDm, Kx‡evW©, RqwóK cÖf„wZ ms‡hvM cÖ`vb Kiv n‡j 

†m¸‡jvi WªvBfvi Bbó‡jkb Kivi cÖ‡qvRb n‡Zv| wKš‘ BDGmwe †cvU© Gi mv‡_ G mKj wWfvBm Gi ms‡hvM 

cÖ`vb Kiv n‡j G mKj wWfvB‡mi WªvBfvi Bb÷‡jkb Kivi Sv‡gjv †cvnv‡Z nq bv| ZvQvov BDGmwe †cvU© 

gvwëcj nvW©wW¯‹ WªvBf hy³ Kivi my‡hvM †`q|

USB Kv‡b±i
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1.24 Abykxjbx

1.   c¨vivjvj I wmwiqvj †cv‡U©i eY©bv w`b|

2.   Power Cord Gi KvR wK?
3.   cvIqvi Kv‡bKkb cix¶v Kivi wbqg¸‡jv eY©bv Ki“b| 

4.   gvDm Kv‡bKkb wVK Av‡Q wKbv Zv cix¶v Ki“b|

5.   wewfbœ ai‡bi Kv‡b±‡ii eY©bv w`b|

1.25 UªvejïwUs

Kw¤úDUv‡i mvaviYZ †h ai‡bi mgm¨v mPivPi †`Lv hvq Ges GB mgm¨v mg~n wKfv‡e mgvavb Kiv hvq Zvi 

KZ¸‡jv UªvejïwUs Gi eY©bv wb‡gœ †`qv nj|

1.25.1 nVvr Kw¤úDUvi eÜ n‡q Avevi Pvjy n‡j ¯Œ¨vbwW¯‹ Avmv

cvIqvi mgm¨v RwbZ ev Ab¨ ‡Kvb Kvi‡Y Kw¤úDUvi nVvr eÜ n‡q †h‡Z cv‡i| Gici Avevi Pvjy n‡j evi evi 

¯Œ¨vbwW¯‹ Av‡m A_©vr wm‡÷‡g †Kvb cÖKvi Î“wU n‡q‡Q wKbv ¯‹¨vbwW¯‹ Zv cix¶v K‡i †`‡L|

1.25.2 Kw¤úDUvi Ges gwbUi we`y¨r ms‡hvM cv‡”Q bv

1.   cvIqvi KW© Øviv Kw¤úDUv‡ii mv‡_ †h ms‡hvM †`qv n‡q‡Q Zv Loose _vK‡Z cv‡i|

2.   Iqvj AvDU‡j‡Ui cvIqvi Kv‡bKkb Loose _vK‡Z cv‡i|

3.   cvIqvi K‡W© mgm¨v _vK‡Z cv‡i|  Dc‡iv³ welq¸‡jv cix¶v Ki“b|

1.25.3 Kw¤úDUv‡i cvIqvi Av‡m bv

1.  cvIqvi mvc-vB BDwb‡Ui wdDR cy‡i †h‡Z cv‡i ZvB GUv †PK K‡i †`Lv `iKvi Ges cÖ‡qvRb‡ev‡a 

wi‡c-m Ki‡Z n‡e|

2.  A‡bK mgq WªvB - †mvìvwis AwZwi³ e¨enviRwbZ Kvi‡Y wKsev cyivZb n‡q †M‡j KvR bvI Ki‡Z 

cv‡i| †m‡¶‡Î AveviI †mvìvwis Kivi cÖ‡qvRb n‡Z cv‡i|

1.25.4 †Kvb GKwU †cÖvMÖvg ivb Kiv ev I‡cb Kivi mgq Out of  Memory g¨v‡mR cÖ`wk©Z n‡j

1.  †cÖvMÖvgwU †Kvb DB‡ÛvR wfwËK n‡j Start ---->Shut Down ---->Restart wbe©vPb K‡i Kw¤úDUvi Restart  

Ki“b|

2.  A‡bK¸‡jv †cÖvMÖvg ev WKy‡g›U I GKm‡½ I‡cb Ki‡j GiKg g¨v‡mR Avm‡Z cv‡i| †m †¶‡Î 

KwZcq G¨vwc-‡Kkb eÜ K‡i w`b|



†W¯‹Uc Kw¤úDUvi nvW©Iq¨vi Ges UªvejïwUs

1.11

1.25.5 Keyboard failed g¨v‡mR cÖ`wk©Z n‡j

1.  gv`vi‡ev‡W©i mv‡_ Kx †evW© Gi ms‡hvM wVK Av‡Q wKbv wKsev Loose Av‡Q wKbv Zv cix¶v Ki“b|

2.  Ab¨ GKwU Kx‡evW© jvwM‡q cix¶v Ki“b| hw` Ab¨ Kx‡evW© KvR K‡i Zv n‡j eyS‡Z n‡e Av‡Mi 

Kx‡evW©wU Lvivc| hw` fvj Kx‡evW©wU KvR bv K‡i Zv n‡j Kx‡evW© K‡›Uªvjv‡i mgm¨v _vK‡Z cv‡i|

1.25.6 Kx‡evW© KvR Ki‡Q bv

Kx‡evW© K¨vej h_vh_fv‡e ms‡hvM †`qv n‡q‡Q wKbv wKsev f~‡j gvDm ev Ab¨ †Kvb †cv‡U© ms‡hvM K‡i‡Qb wKbv 

†PK Ki“b| K¨vej mwVK †cv‡U© jvwM‡q Kw¤úDUvi Restart Ki“b|

1.25.7 gvDm KvR Ki‡Q bv

gvDm mwVK †cv‡U© ms‡hvM †`qv n‡q‡Q wKbv †PK Ki“b| mwVK †cv‡U© ms‡hvM w`‡q KgwcDUvi Restart Ki“b|

1.25.8 gvDm bvov‡bvi mgq c‡q›Uvi jvwd‡q jvwd‡q Pj‡j

GKvwaK Kvi‡Y n‡Z cv‡i| gvDm c¨vW mgvb RvqMvq emv‡bv †bB| cÖ_‡g c¨vWwU mgvb RvqMvq ewm‡q Zvici 

†Póv Ki“b| A‡bK mgq gvD‡mi wfZi gqjv Rg‡Z cv‡i hv gvD‡mi wfZ‡ii ejwUi gm„Yfv‡e PjvP‡ji †¶‡Î 

evavi m„wó K‡i| d‡j gvDm c‡q›Uvi jvwd‡q jvwd‡q P‡j| G‡¶‡Î gvD‡mi wfZi fvjfv‡e cwi®‹vi K‡i wb‡Z 

n‡e|

1.25.9 nVvr Qwe _v‡K bv Avevi Av‡m

Kw¤úDUvi Ges gwbU‡ii g‡a¨ mshy³ †WUv K¨vej loose _vK‡Z cv‡i| K¨vejwU cix¶v Ki“b| 

1.25.10 wcÖ›Uv‡i †Kvb wKQyB wcÖ›U nq bv 

1.  wcÖ›Uv‡i cvIqvi  ms‡hvM cv‡”Q bv| 

2.  cvIqvi K¨vej Lvivc n‡Z cv‡i| 

3.  wcÖ›Uv‡ii cvIqvi myBm Lvivc wKsev Self  Power Circuit KvUv _vK‡Z cv‡i | 

1.25.11 wcÖ›Uvi mPj wKš‘ wcÖ›Uvi KvMR †U‡b †bq bv

Paper Sensor  KvR K‡i bv| A_ev paper mwVKfv‡e m‡KU wc‡bi mv‡_ ms‡hvM Kiv nq bvB| 
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1.25.12 wcÖ›Uv‡i cvIqvi cv‡”Q bv

1.  cvIqvi c‡q‡›U cvIqvi Av‡Q wKbv Zv wgUvi Øviv †PK Ki‡Z n‡e|  hw` fvj _v‡K Zvn‡j K¨vej 

Kv‡bKkb mwVK fv‡e jvMv‡bv Av‡Q wKbv Zv †PK K‡i †`L‡Z n‡e| cÖ‡qvRb‡ev‡a wgUvi w`‡q †PK 

Ki‡Z n‡e|

2.  A_ev fvj K¨vej Øviv wi‡c-m K‡i †`L‡Z n‡e|

3.  wcÖ›Uv‡ii On/Off myBm wVK Av‡Q wKbv Zv wgUvi w`‡q cix¶v K‡i †`Lyb|

1.25.13 wcÖ›Uv‡i cvIqvi Av‡m wKš‘ wcÖ›U nq bv

1.   wcÖ›Uv‡ii c¨vivjvj †cvU©wU Lvivc n‡Z cv‡i| wKsev WvUv K¨vejwU mwVKfv‡e wcÖ›Uv‡ii mv‡_ wKsev 

Kw¤úDUv‡ii LPT  †cv‡U©i mv‡_ mshy³ bvI _vK‡Z cv‡i| 

2.   WvUv K¨vejwU Î“wU hy³ _vK‡Z cv‡i| GB Rb¨ Ab¨ GKwU fvj K¨vej w`‡q cix¶v Kiv †h‡Z cv‡i| 

3.   LPT ‡cvU©wU Lvivc wKbv Zv cix¶v Ki‡Z n‡e| G Rb¨ wcÖ›UviwU Ab¨ GKwU Kw¤úDUv‡ii mv‡_ 

ms‡hvM K‡i †`Lv †h‡Z cv‡i| 

1.25.14 wcÖ›Uv‡i KvMR _vKv m‡Z¡I Paper Out  wmMbvj †`q

1.   wcÖ›Uv‡i KvMR mwVK fv‡e Insert Kiv †bB|

2.   wcÖ›Uv‡ii Paper SensorwU Paper Sense Ki‡Z cvi‡Q bv| Printer Gi Paper SensorwU mvaviYZt 

evgw`‡K _v‡K| ZvB †ccvi evgw`K †_‡K Set Kiv bv _vK‡j Zv mwVK fv‡e †mU K‡i wbb|

3.   Paper SensorwU Lvivc _vK‡Z cv‡i| 
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2.1 md&UIq¨vi wK?

†cÖvMªvg‡KB md&UIq¨vi wn‡m‡e AwfwnZ Kiv hvq| Z‡e GKvwaK †cÖvMÖv‡gi mgwóB n‡”Q md&UIq¨vi| A_©vr hLb 

GKwU ev A‡bK¸‡jv †cÖvMÖvg GKwU wbw`©ó ai‡bi KvR mgvavb Ki‡Z cv‡i, ZLb †mB †cÖvMÖvg ev †cÖvMÖvg¸PQ‡K 

md&UIq¨vi e‡j| Ab¨ K_vq ejv hvq GKwU md&UIq¨vi ev †cÖvMÖvg n‡”Q Kw¤úDUvi †cÖvMÖvgvi KZ…©K wjwLZ 

wb‡`©kbvi mgwó, hv‡Z K‡i Kw¤úDUvi †mB mgm¨v ey‡S Zvi mgvavb Ki‡Z cv‡i|

md&UIq¨v‡ii cÖKvi‡f`: KvR Kivi aib Abymv‡i Kw¤úDUv‡i e¨eüZ md&UIq¨vimg~n‡K cÖavbZ `yB †kªYx‡Z fvM 

Kiv nq| h_v--

          1.  wm‡÷g md&UIq¨vi;  Ges 

          2.  Gwc-‡Kkb md&UIq¨vi | 

2.2 wm‡÷g md&UIq¨vi

wbðqB j¶¨ K‡i _vK‡eb, Kw¤úDUvi Pvjy Kivi ci Zv wb‡R wb‡R KvR Kivi Rb¨ ˆZwi n‡q hvq| GRb¨ 

Kw¤úDUv‡i wKQy bxwZgvjv ˆZwi K‡i †`qv Av‡Q hvi mvnv‡h¨ Kw¤úDUvi cÖv_wgK fv‡e cÖvYkw³ jvf K‡i| 

Kw¤úDUv‡i KvR Kivi Dc‡hvMx Kivi Rb¨ †h mKj md&UIq¨vi Kw¤úDUvi wm‡÷‡g aviY K‡i †`qv nq ZvB n‡”Q 

wm‡÷g md&UIq¨vi| Bnv Kw¤úDUv‡ii Ab¨vb¨ hš¿cvwZi g‡Zv GKwU Acwinvh© Ask| 

Gai‡Yi †cÖvMÖvg Kw¤úDUv‡ii wewfbœ As‡ki g‡a¨ mgš^‡q mvab K‡i Ges G¨vwc-‡Kkb †cÖvMÖvgmg~n cwiPvjbv I 

wbqš¿Y K‡i| †hgb- †g‡gvwi, wW¯‹ WªvBf, gvB‡µvcÖ‡mmi BZ¨vw` wbqš¿Y K‡i| e¨envwiK wewfbœZv Abymv‡i wewfbœ 

iKg wm‡÷g †cÖvMÖvg i‡q‡Q| wm‡÷g md&UIq¨v‡ii g‡a¨ i‡q‡Q Avcv‡iwUs wm‡÷g †hgb Windows Ges wewfbœ 

wm‡÷g BDwUwjwU †cÖvMªvg|

2.3 DB‡ÛvR wK?

DB‡ÛvR n‡”Q Av‡gwiKvi weL¨vZ gvB‡µvmdU K‡cv©‡ikb Gi ‰Zwi GKwU AZ¨š— RbwcÖq wm‡÷g md&UIq¨vi| 

2.4 DB‡ÛvR bvgKiY †Kb Kiv n‡q‡Q?

Window k‡ãi A_© Rvbvjv | Window †_‡KB Windows| Rvbvjv Lyj‡j †hgb N‡ii wfZ‡i wK Av‡Q †`Lv hvq 

wVK †Zgwb DB‡Ûv‡R wewfbœ †cÖvMÖv‡gi MÖ“c DB‡Ûv¸‡jv‡K Lyj‡j Ñ Gi wfZ‡i wK wK †cÖvMÖvg (AvBKb) Av‡Q Zv 

†`Lv hvq| m¤¢eZ †m Rb¨B Ñ G †cÖvMÖvgwUi bvg ivLv n‡q‡Q Windows| 

2.5 DB‡ÛvR †cÖvMÖv‡gi myweav

wej †MU‡mi gvB‡µvmd&U K‡c©v‡ik‡bi D‡Ïk¨ wQj GKwUB| Avi Zv nj Kw¤úDUv‡ii e¨envi‡K mvaviY gvby‡li 

Dc‡hvMx K‡i †Zvjv| Zuv‡`i AK¬vš— cwikª‡gi d‡j AvR Kw¤úDUvi †`‡L Avi †Kn fq cvq bv | Aí wkw¶Z 

†jvKI Zv mn‡R e¨envi Ki‡Z cvi‡Q| DB‡ÛvR G‡m gvbyl Avi Kw¤úDUv‡ii `~i‡Z¡i e¨eavb‡K Kwg‡q w`‡q‡Q 

A‡bK| DB‡Ûv‡Ri Ggb wKQy ˆewkó¨ i‡q‡Q hv Zv‡K RbwcÖqZvi kx‡l© wb‡q †cŠwQ‡q‡Q| 
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●   DB‡ÛvR wPÎ wbf©i GKwU †cÖvMÖvg| gyL¯— K‡i KgvÛ UvBc K‡i KvR bv K‡i gvDm w`‡q my`„k¨ AvBK‡b 

wK¬K K‡i mn‡R KvR Kiv hvq| 

●    G‡Z GKB m‡½ GKvwaK †cÖvMÖv‡g KvR Kiv hvq| 

●    wewfbœ †cÖvMÖv‡gi GKB RvZxq †gby Kg¨vÛ nIqv‡Z mn‡RB mKj A¨vwc-‡Kkb †cÖvMÖv‡g KvR Kiv hvq| 

●    DB‡Ûv‡Ri wK¬c‡evW© †cÖvMÖv‡gi mvnv‡h¨ wewfbœ †cÖvMÖv‡gi g‡a¨ Z_¨ wewbgq| 

●    MÖvwdK&m †gvW nIqv‡Z DB‡ÛvR cwiev‡ii me †cÖvMÖv‡g Kiv wcÖ›U AvDU LyeB my›`i I wbLyuZ| 

●    DB‡ÛvR wm‡÷‡g ms‡hvwRZ d›U DB‡Ûv‡Ri mKj †cÖvMÖvg †_‡K e¨envi Kiv hvq| GKB cwiev‡ii  

m`m¨‡`i b¨vq DB‡ÛvR wfwËK wewfbœ †cÖvMÖvg¸‡jv e¨enviKvixi mv‡_ ü`¨Zvi m¤úK© M‡o Zz‡j| †mRb¨ 

G †cÖvMÖvgwU eZ©gvb `ywbqvq RbwcÖqZvi kx‡l© Ae¯’vb Ki‡Q| 

2.6 DB‡ÛvR Pvjy Kiv

Avcbvi Kw¤úDUv‡i DB‡ÛvR XP †cÖvMÖvgwU hw` fvjfv‡e Bb÷j Kiv _v‡K Zvn‡j wb‡gœi c×wZ‡Z DB‡ÛvR 

†cÖvMÖvgwU Pvjy Ki“b:

■      Kw¤úDUv‡ii me Kv‡bKkb wVK Av‡Q wKbv Zv †`‡L wVK Ki“b |

■    d¬wc WªvB‡f †Kvb wW‡¯‹U _vK‡j Zv †ei Ki“b| 

■    wmwcBD Ges gwbU‡ii cvIqvi my¨BP Ab Ki“b| 

■    gwbU‡i wewfbœ Z_¨vw` †`Lv‡q Windows XP Gi j‡MvwU †`Lv‡q wKQy¶Y ci wb‡gœ †`qv bgybv DB‡Ûv 

Gi gZ GKwU DB‡Ûv c`©vq †`Lv hv‡e| 

GB ¯Œxb‡K DB‡ÛvR XP/2000 Gi ÷vwU©s ¯ŒxY ev †W¯‹Uc ev ÷vU©Avc ¯ŒxY ev I‡cwbs ¯ŒxY ev c-vUdg© ejv nq |
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2.7 AvBKb 

Dc‡i cÖ`wk©Z †W¯‹U‡ci g‡a¨ †QvU †QvU wewfbœ Qwe †`Lv hvq| G¸‡jv‡K AvBKb ejv nq| GB AvBKb mg~n 

e¨envi K‡iB wewfbœ Gwc-‡Kkb †cÖvMÖvg Kw¤úDUv‡i ivb Kiv‡bv nq| cÖwZwU AvBK‡bi mv‡_B GKwU bvg Ry‡o †`qv 

_v‡K hv H AvBKbwU wK KvR Ki‡e Zv wb‡`©k K‡i| cÖwZwU dvBj I †dvìviI AvBK‡bi mv‡_ m¤úK©hy³| wb‡gœ 

KZ¸‡jv bgybv AvBKb †`Lv‡bv nj|

2.8 dvBj 

Kw¤úDUv‡ii nvW©wW‡¯‹ wewfbœ †cÖvMÖvg msiw¶Z _v‡K| msiw¶Z †cÖvMÖvg Pvjbv K‡i wewfbœ Kv‡Ri Rb¨ wewfbœ 

WKz‡g›U ˆZwi Kiv nq| G mg¯— WKz‡g›U¸‡jv cieZx©‡Z e¨envi Kivi Rb¨ †Kvb bvg w`‡q wW‡¯‹ msiw¶Z Kiv 

nq| wW‡¯‹ msiw¶Z wewfbœ bv‡gi WKz‡g›U¸‡jvi GK GKwU‡K dvBj ejv nq| GgGm Iqv‡W© Xy‡K †jLv UvBc K‡i 

†Kvb bvg w`‡q Zv dvBj wn‡m‡e msiw¶Z K‡i ivLv hvq| [D`vniY¯^iƒc Iqv‡W© Xy‡K Avcwb bZzb GKwU ¯Œx‡b GK 

c„ôv UvBc K‡i Glossary  bvg w`‡q msi¶Y K‡i ivL‡Z cv‡ib| AvBK‡bi AvKv‡i Zv wbgœiƒc n‡e|]

2.9 gvD‡mi e¨envi 

DB‡Ûv‡R gvD‡mi e¨envi: Kw¤úDUv‡i wPKb Zvi Øviv mshy³ Bu`yi m`„k †QvU 

hš¿wUi bvg gvDm| DB‡ÛvR †cÖvMÖv‡g gvD‡mi e¨envi LyeB ¸i“Z¡c~Y©| gvD‡mi 

m¤§yL wZbfvM/`yBfv‡M wef³| gvD‡mi †evZvg Pvcv gv‡bB eyS‡Z n‡e evg 

†evZvg| cv‡k GKwU bgybv gvDm †`Lv‡bv nj|

2.10 gvDm c‡q›Uvi

gvDm Bb÷j Kiv _vK‡j DB‡ÛvR †cÖvMÖv‡g XyK‡jB c`©vq GKwU G¨v‡iv wPý 

†`L‡Z cv‡eb| gvDm bvov‡j G¨v‡iv wPýwUI bo‡e Kw¤úDUv‡ii fvlvq G‡K gvDm c‡q›Uvi ejv nq| 

D`vniY¯^iƒc †Kvb †cÖvMÖvg ivb Kiv‡Z n‡j cÖ_‡g gvDm c‡q›UviwU D³ †cÖvMÖv‡gi AvBK‡bi Dci wb‡Z n‡e 

Zvici WvejwK¬K (gvD‡mi evg †evZvg cici `yBevi †cÖm Ki‡Z n‡e) Ki‡Z n‡e|

 

 

gvDm c‡q›Uvi
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2.11 wK¬K Kiv

†evZvg GKevi Pvcv‡K ejv nq wK¬K Kiv | Program Open Kiv, Close Kiv ev wewfbœ Object Select/Deselect 

Kivi Rb¨ gvDm wK¬K Kiv nq|

2.12 Wvej wK¬K

bv †_‡g cici `yBevi wK¬K KivB n‡”Q Wvej wK¬K | AvBK‡b bv †_‡g cici `yBevi wK¬K Ki‡j ProgramwU 

Open nq|

2.13 UvB‡Uj evi

DB‡Ûv‡Ri †h †Kvb †cÖvMÖv‡g XyK‡j c`v©i kx‡l© Aew¯’Z j¤^v jvBb hv‡Z H †cÖvMÖv‡gi bvg †jLv _v‡K Zv‡K UvB‡Uj 

evi ejv nq| UvB‡Uj ev‡i †cÖvMÖv‡gi bvg Ges Dnvi AvIZvaxb eZ©gvb mPj dvB‡ji bvg, K‡›Uªvj e·, 

g¨vw·gvBR, wgwbgvBR evUb BZ¨vw` cÖ`wk©Z nq| †Kvb A¨vwc-‡Kkb †cÖvMÖvg Pvjy Ki‡j UvB‡Uj ev‡i †m †cÖvMÖv‡gi 

bvgI cÖ`wk©Z nq| 

2.14 g¨vw·gvBR I wgwbgvBR evUb 

†h †Kvb †cÖvMÖv‡gi UvB‡Uj ev‡ii Wvb †Kvbvq Aew¯’Z     evUb‡K wgwbgvBR Ges     evUb‡K g¨vw·gvBR evUb 

ejv nq| c`v©q I‡cb Kiv †Kvb DB‡ÛvR †cÖvMÖv‡gi g¨vw·gvBR evU‡b wK¬K Ki‡j D³ †cÖvMÖvgwU c`©vi m¤ú~Y© 

RvqMv `Lj Ki‡e|      evUb‡K Close evUb ejv nq| †Kvb DB‡Ûv Close Ki‡Z n‡j GB evU‡b wK¬K Ki‡Z nq|

2.15 ¯Œjevi

†cªvMÖvg¸‡jvi Rb¨ hw` †Kvb DB‡Ûvi cy‡iv Kb‡U›Um DB‡ÛvwUi mxwgZ cwim‡i msKzjvb m¤¢e bv nq, Z‡e 

cÖ‡qvRbvbyhvqx DB‡ÛvR Wv‡b j¤^v Lvov ev fvwU©‡Kj ¯Œjevi I wb‡P mgvš—ivj ev nwi‡Rv›Uvj ¯Œjevi ev ev‡g `yBwU 

G¨v‡iv evUb, GKwU eM©vK…wZ ¯Œje· ev Elevator _v‡K| gvDm c‡q›Uvi ¯Œj e‡· wb‡q evg †evZvg †P‡c a‡i 

Dc‡i ev wb‡P gyf Kiv hvq|

 

†c ÖvM Öv‡gi bvg Title Bar Close Button  
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2.16 Abykxjbx
1. md&UIq¨vi wK? 

2.  DB‡ÛvR wK ai‡bi md&UIq¨vi?

3.  DB‡ÛvR †cÖvMÖv‡gi myweav wK wK?

4.  DB‡ÛvR ev Computer Pvjy Ki‡Z n‡j wK ai‡bi wbqgvejx AbymiY Kiv DwPr?

5.  AvBKb wK?

6.  dvBj wK?

7.  gvDm c‡q›Uvi wK?

8.  wK¬K K‡i My Computer AvBKb‡K Select Ki“b|

9.  Wvej wK¬K K‡i My Computer †K Open Ki“b|

10. My Computer †K wgwbgvBR Ki“b|

11. My Computer †K g¨vw·gvBR Ki“b|

12. My Computer †_‡K C:\ Drive †K Open Ki“b|

13. My Computer †K Close Ki“b|

14. Wvej wK¬K K‡i My Document †K Open Ki“b |

15. gvDm c‡q›Uvi ¯Œj e‡· wb‡q evg †evZvg †P‡c a‡i Dc‡i ev wb‡P gyf Ki“b|

2.17 KgvÛ evUb
WvqvjM e‡·i Dc‡i Yes, No, Cancel, BZ¨vw` wjLv evUb¸‡jv‡K KgvÛ evUb ejv nq| 

Horizontal Scrollbar Vertical Scrollbar

KgvÛ evUb
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2.18 Uv¯‹evi

†W¯‹U‡ci me©wb‡gœ j¤^v evi‡K Uv¯‹evi ejv nq| Uv¯‹ev‡ii evg †KvYvq Start †jLv GKwU evUb Av‡Q| GwU e¨envi 

K‡i DB‡Ûv‡Ri hveZxq KvR Kiv hvq| A_©vr DB‡ÛvR Gi Aaxb wewfbœ Gwc-‡Kkb †cÖvMÖvg ivb Kivi Rb¨ GwU 

memgqB e¨eüZ n‡q _v‡K|

†h †Kvb †cÖvMÖvg/WKz‡g›U I‡cb K‡i wgwbgvBR Ki‡j Uv¯‹ev‡i †cÖvMÖvg WKz‡g›UwU G‡m hy³ nq| Uv¯‹ev‡i mshy³ 

†cÖvMÖvg/WKz‡g›U wK¬K K‡i †cÖvMÖvg/WKz‡g›U I‡cb Kiv hvq| d‡j mn‡RB GK †cÖvMÖvg †_‡K Ab¨ †cÖvMÖv‡g hvIqv 

hvq| †hgb: GgGm IqvW© I‡cb K‡i wgwbgvBR Ki‡j Uv¯‹ev‡i evUbwU G‡m mshy³ n‡e| cieZx©‡Z Ab¨ †cÖvMÖv‡g 

KvR Kiv Ae¯’vq Uv¯‹ev‡i Aew¯’Z GgGm IqvW© WKz‡g›U evU‡b wK¬K Ki‡j Zv I‡cb n‡e|

2.19 †dvìvi wK?

wW¯‹ e¨e¯’vcbvq †dvìvi (Folder) n‡”Q e· we‡kl | hvi g‡a¨ Avcwb Avcbvi cÖ‡qvRbxq dvBj ivL‡Z cv‡ib| 

GKwU eo ev‡·i g‡a¨ †hgb Ab¨ †QvU ev· †i‡L Zvi wfZ‡i wRwbm ivLv hvq, †dvìv‡ii g‡a¨I †Zgwb Ab¨ 

†dvìvi ˆZwi K‡i Zv‡Z dvBj ivLv hvq| DB‡ÛvR XP- †Z ‰Zix Kiv GKwU †dvìv‡ii bgybv wb‡gœ †`qv nj|

2.20 DB‡ÛvR G·‡c-vivi

DB‡ÛvR XP Gi g‡a¨ Windows Explorer GKwU ¸i“Z¡c~Y© †cÖvMÖvg| G †cÖvMÖvgwU e¨envi K‡i dvBj e¨e¯’vcbvi 

hveZxq KvR †hgb-dvBj Kwc Kiv, gyf Kiv, dvBj gyQv BZ ¨vw` AwZ mn‡R Kiv hvq|

Explorer Pvjy Kiv--

• Start -> Programs ->Accessories ->Windows Explorer  wb‡`©k w`b| A_©vr

• c`©vq DB‡ÛvR G·‡c-vivi †cÖvMÖvg DB‡Ûv Avm‡e|

Start e vUb

Uv¯‹evi

†dvìvi

Left Pane

Right Pane
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•   G·‡c-vivi DB‡ÛvwU hw` m¤ú~Y© c`©v Ry‡o bv Av‡m Zvn‡j DB‡ÛvwU Maximize Kivi Rb¨ DB‡Ûvi kxl© 

Wvb‡KvYvq Aew¯’Z Maximize evUbwU wK¬K Ki“b|

G·‡c-vivi DB‡ÛvwU `yBwU As‡k wef³| evgw`‡Ki As‡k wW‡¯‹ msiw¶Z wewfbœ bvg cÖ`wk©Z nq Ges Wvbw`‡K 

evgw`‡Ki wbe©vwPZ †dvìv‡ii Aaxb †dvìvi/dvBjmg~n cÖ`wk©Z nq| 

2.21 Ab¨vb¨ †dvìvi `ª“Z I‡cb Kiv

❖     evgw`‡Ki As‡k dvBj/†dvìv‡i wK¬K Ki‡j Wvbw`‡K D³ †dvìv‡i Aew¯’Z mKj †dvìvi I dvBj cÖ`wk©Z n‡e| 

❖ †hgb: My Computer G wK¬K Ki‡j c`©vq Avm‡e 

❖ You can quickly back and forward using              and Forward        Button.

❖ wK¬K            evUb c`©vq Avm‡e--

Dc‡i cÖ`wk©Z `yBwU DB‡Ûv‡Z hv †`Lv‡bv n‡q‡Q Zv m¤ú~Y© bgybv DB‡Ûv| Avcwb hLb GB KvRwU Ki‡eb ZLb 

Avcbvi Kw¤úDUv‡i wVK GKB ai‡bi wRwbl bvI †`L‡Z cv‡ib| Bnv m¤ú~Y© wbf©i Ki‡e Avcbvi Kw¤úDUv‡ii 

Change Right Pane

Back

Forward

Change Right 
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nvW©wW‡¯‹i †mwUs Gi Dci A_©vr nvW©wW‡¯‹ KqwU cvwU©kb Av‡Q, †Kvb& cvwU©k‡b KqwU †dvìvi Av‡Q BZ¨vw`i Dci|

2.22 bZyb †dvìvi ˆZwi Kiv 

1.  Windows Explorer †cÖvMÖvgwU ivb Ki“b|

2.  †h †dvìv‡ii Aaxb mve-‡dvìvi ˆZwi Ki‡Z Pvb Dnv wbe©vPb Ki“b| Zvici

3.  wK¬K& Ki“b  File -> New -> Folder |

4. †dvìviwUi bvg Police UvBc K‡i G›Uvi w`b| 

5. wb‡gœi †`qv bgybv DB‡ÛvwU c`©vq Avm‡e --

New Folder Icon  
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2.23 dvBj Kwc Kiv 

G·‡c-vivi DB‡Ûvi Edit †gby¯’ Copy KgvÛ w`‡q Paste KgvÛ e¨envi K‡i dvBj Kwc Kiv hvq| †h dvBjwU Kwc 

Ki‡Z PvB cÖ_‡g Zv wbe©vPb K‡i wb‡Z n‡e Zvici Edit †gby¯’ Copy KgvÛ w`‡Z n‡e| Zvici †h †dvìv‡i 

dvBjwU Kwc Ki‡Z PvB D³ †dvìvi wbe©vPb Ki‡Z n‡e Zvici Edit †gby¯’ Paste KgvÛ w`‡Z n‡e| aiv hvK E:\ 
WªvB‡fi MSWordBackUP dvBjwU Police †dvìv‡i Kwc Ki‡Z PvB Zvn‡j--

•    E:\ WªvB‡fi MSWordBackUP dvBjwU wK¬K& K‡i Zv wbe©vPb Ki“b|

•    Edit †gby‡Z wK¬K& Ki“b| 

•    Copy-G wK¬K& Ki“b|

•    GLb Police -G wK¬K& K‡i †dvìviwU wm‡j± Ki“b|

Police Folder
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•   Edit †gby‡Z wK¬K& K‡i Paste wbe©vPb Ki“b| Kwc nIqvi mgq wb‡gœi DB‡ÛvwU c`©vq cÖ`wk©Z n‡e Ges 

Kwc n‡Z hZ¶Y mgq jv‡M ZZ¶Y ch©š— Zv c`©vq †`Lv hv‡e| hw` dvB‡ji mvBR AZ¨š— †QvU nq Z‡e 

wb‡gœi DB‡ÛvwU c`©vq bvI †`Lv †h‡Z cv‡i|

dvBjwU Kwc nIqv m¤ú~Y© n‡j Dc‡i cÖ`wk©Z DB‡ÛvwU wb‡R †_‡KB P‡j hv‡e Ges MSWordBackUP 
dvBjwU Police †dvìv‡i Kwc nIqv m¤úbœ n‡e Ges wb‡gœi b¨vq DB‡Ûv †`Lv hv‡e|

•  dvBjwU Copy n‡q Police †dvìv‡i hv‡e| GLb MS WordBackUP dvBjwU E:\ WªvBf Ges Police 

†dvìvi GB `yB RvqMv‡ZB _vK‡e|

†dvìvi Kwc Kivi †¶‡Î Dc‡i ewY©Z GKB c×wZ AbymiY Ki‡Z n‡e|

2.24 dvBj gyf Kiv 

G·‡c-vivi DB‡Ûvi Edit †gby¯’ Cut KgvÛ w`‡q Paste KgvÛ e¨envi K‡i dvBj ev †dvìvi Kwc ev gyf Kiv hvq| 

cÖ_‡g dvBj ev †dvìvi wbe©vPb K‡i Cut KgvÛ w`‡q †h  †dvìv‡i gyf Ki‡Z n‡e †m †dvìvi wbe©vPb K‡i Paste 
KgvÛ w`‡Z n‡e| D`vniY¯^iƒc C:\ WªvB‡fi Data †dvìviwU gyf K‡i E:\ WªvB‡f †bqvi Rb¨-- 
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•   cÖ_‡g C:\ wK¬K Ki‡Z n‡e| Zvici Wvbw`‡Ki c¨v‡bj †_‡K Data †dvìviwU wbe©vPb Ki‡Z n‡e hv wb‡gœi 

DB‡Ûv‡Z †`Lv‡bv nj|

•    Edit †gby‡Z wK¬K& Ki“b| 

•    Cut G wK¬K& Ki“b|

•    GLb E:\ WªvB‡f wK¬K& K‡i WªvBfwU wm‡j± Ki“b|

•   Edit †gby‡Z wK¬K& K‡i Paste wbe©vPb Ki“b| gyf nIqvi mgq wb‡gœi DB‡ÛvwU c`©vq cÖ`wk©Z n‡e Ges gyf 

n‡Z hZ¶Y mgq jv‡M ZZ¶Y ch©š— Zv c`©vq †`Lv hv‡e| hw` †dvìviwUi mvBR AZ¨š— †QvU nq Z‡e 

wb‡gœi DB‡ÛvwU c`©vq bvI †`Lv †h‡Z cv‡i|

†dvìviwU Kwc nIqv m¤ú~Y© n‡j Dc‡i cÖ`wk©Z DB‡ÛvwU wb‡R †_‡KB P‡j hv‡e Ges Data †dvìviwU E:\ 

WªvB‡f gyf nIqv m¤úbœ n‡e Ges wb‡gœi b¨vq DB‡Ûv †`Lv hv‡e|

D‡j-L¨ †h GLv‡b Data †dvìviwU C:\ WªvBf †_‡K Move n‡q E:\ WªvB‡f P‡j G‡m‡Q| Data †dvìviwU 

C:\ WªvB‡f Avi †`Lv hv‡e bv| hw` Data †dvìviwU Kwc Kiv nZ Z‡e Zv  C:\ Ges E:\ GB `yB WªvB‡fB 

†`Lv †hZ| dvBj gyf Kivi †¶‡Î Dc‡i ewY©Z GKB c×wZ AbymiY Ki‡Z n‡e|
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2.25 dvBj ev †dvìvi gy‡Q †djv

Kx- ‡evW© †_‡K Delete Kx †P‡c A_ev DB‡ÛvR G·‡c-vivi File        Delete       Yes wb‡`©k w`‡q †Kvb dvBj ev 

†dvìvi gy‡Q †djv hvq| †mRb¨--

1.   cÖ_‡g DB‡ÛvR G·‡c-vivi I‡cb Ki‡Z n‡e| wb‡gœ GKwU bgybv DB‡Ûv †`Lv‡bv nj|

2.  nvW©wW‡¯‹i E: cvwU©k‡b Aew¯’Z Training †dvìviwU GLb wm‡j± Ae¯’vq i‡q‡Q| d‡j GB †dvìv‡i Aew¯’Z 

mKj dvBj mg~n Wvbw`‡Ki DB‡Ûv‡Z †`Lv hv‡”Q|

3.  GLb †h dvBj ev †dvìvi gyQv `iKvi †mwU wbe©vPb Ki‡Z n‡e| eZ©gv‡b Training †dvìviwU GLb wm‡j± 

Ae¯’vq i‡q‡Q|
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4.  GLb hw`  Training †dvìviwU gy‡Q †dj‡Z PvB Zvn‡j File †gby‡Z wK¬K K‡i Delete Ack‡b wK¬K Ki‡Z n‡e|
5.   Zvn‡j c`©vq mZK© evZ©v Avm‡e hv wb‡gœ †`Lv‡bv nj|

6.  wK¬K Yes (or Press Y)

7.  Training †dvìviwU gy‡Q hv‡e| Avi hw` gyQ‡Z bv PvB Zvn‡j No wK¬K Ki‡Z n‡e| Training †dvìviwU gy‡Q 
†djvi ci nvW©wW‡¯‹i E: cvwU©k‡b †Kvb Training †dvìvi †`Lv hv‡”Q bv hv wb‡gœi wP‡Î †`Lv‡bv nj|

2.26 gy‡Q †djv dvBj ev †dvìvi cybi“×vi Kiv 

Windows Explorer DB‡Ûvi Edit †gby¯’ Undo Delete AckbwU wbe©vPb K‡i m`¨ gyQv dvBj ev †dvìvi 
cyb`i“×vi Kiv hvq| ev Kx‡evW© †_‡K mivmwi Ctl+Z †cÖm K‡i m`¨ gyQv dvBj ev †dvìvi cyb`i“×vi Kiv hvq| 
Zvn‡j Dc‡ii wbq‡g †Kvb dvBj ev †dvìvi gy‡Q cybivq Zv wdwi‡q Avbvi Rb¨ --

1.  wK¬K Edit

2.  wK¬K Undo Delete ev †cÖm Ctl+Z.

3.  gy‡Q †djv dvBj ev †dvìviwU cybi“×vi n‡e|
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†d vì vi c ybi“× vi  

2.27 wimvB‡Kj web 

wimvB‡Kj web DB‡ÛvR XP Gi GKwU D‡j-L‡hvM¨ ¸i“Z¡c~Y© †cÖvMÖvg | G †cÖvMÖvgwU e¨envi K‡i g~‡Q hvIqv dvBj 

cybi“×vi Kiv hvq Ges ¯’vqxfv‡e gy‡Q nvW©wW‡¯‹i RvqMv gy³ Kiv hvq| Avgv‡`i A‡b‡Ki evmvq ev Awd‡m gqjv, 

AveR©bv, AcÖ‡qvRbxq KvMR BZ¨vw` mvgwqKfv‡e ivLvi Rb¨ WvmUweb Szwo _v‡K| G Szwo‡Z Avgiv A‡bK 

AcÖ‡qvRbxq KvMR cÎ ivwL| cÖ‡qvR‡ev‡a Szwo‡Z †djv‡bv †Kvb KvMR Zy‡j Avbv hvq| A_ev evwn‡i Wv÷we‡b 

†d‡j Avmv hvq| DB‡Ûv‡Ri wimvB‡Kj webwUI Z`ª“c| 

2.28 wimvB‡Kj web DB‡ÛvR †Lvjv 

■  †W¯‹Uc †_‡K Recycle Bin  AvBKb-G Wvej wK ¬K Ki“b| A_ev DB‡ÛvR G·‡c-vivi 

†_‡K Recycle Bin  wK¬K Ki“b| d‡j c`©vq †h DB‡ÛvwU Avm‡e †mLv‡b wWwjU Kiv 

mKj dvBj ev †dvìvi †`Lv hv‡e| Ggb GKwU bgybv DB‡Ûv wb‡gœ †`Lv‡bv nj|



†ewmK Bbdi‡gkb GÛ KwgDwb‡Kkb †UK‡bvjRx (AvBwmwU) †Uªwbs †Kvm©

2.16

eZ©gv‡b Training †dvìviwU wimvB‡Kj we‡b i‡q‡Q †Kbbv †KejgvÎ GB †dvìviwUB wWwjU Kiv n‡q‡Q|

2.29 wimvB‡Kj web †_‡K gyQv dvBj cybi“×vi Kiv

■     c~‡e©i †`qv wbqgvbyhvqx wimvB‡Kj web DB‡Ûv‡Z Avmyb| 

■    †h dvBjwU/†dvìviwU cybi“×vi  Ki‡Z Pvb †mwU wm‡j± Ki“b| GLv‡b Police †dvìviwU wm‡j± Kiv 
n‡q‡Q|

■   File-†gby‡Z wK¬K Ki“b| 
■   Restore G wK¬K Ki“b| 
■   D×viK…Z dvBjwU cy‡e©i Avmj WvB‡i±ix‡Z wd‡i hv‡e|
■    †mvm© WvB‡i±ix‡Z †M‡j D×viK…Z dvBjwU †`Lv hv‡e| GLb GwU e¨envi Kiv hv‡e| 

Dc‡ii wP‡Î GKwU bgybv DB‡Ûv †`Lv‡bv n‡q‡Q †hLv‡b gyQv †dvìvi cybi“×vi Kiv n‡q‡Q| Gfv‡e †h‡Kvb dvBj 
ev †dvìvi cybi“×vi Kiv †h‡Z cv‡i Ges GB wdPviwU cÖvqB e¨eüZ n‡q _v‡K| A‡bK mgq Avcwb 
AbvKvw•LZfv‡e †Kvb dvBj ev †dvìvi gy‡Q †dj‡Z cv‡ib ZLb Avcwb Dc‡ii wbqg AbymiY K‡i †m¸‡jv

cybi“×viK…Z †dvìvi  
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 cybivq c~‡e©i IqvwK©s WvB‡i±ix‡Z wb‡q Avm‡Z cv‡ib| hw` Avcwb GKevi wimvB‡Kj web Lvwj K‡i †d‡jb Z‡e 
†mLvb †_‡K †Kvb dvBj ev †dvìvi D×vi Kiv m¤¢e n‡e bv hv bx‡P we¯—vwiZfv‡e eY©bv Kiv nj|

2.30 wimvB‡Kj web †_‡K ¯’vqxfv‡e dvBj/†dvìvi gyQv 

DB‡Ûv‡Ri †h‡Kvb †cÖvMÖvg †_‡K dvBj ev †dvìvi gy‡Q †dj‡j Zv wimvB‡Kj web-G G‡m Rgv nq| wimvB‡Kj 
web †_‡K gy‡Q †dj‡j dvBj ¯’vqxfv‡e gy‡Q wM‡q wW‡¯‹i RvqMv gy³ Ki‡e| ¯’vqxfv‡e gyQvi Rb¨:

■      wimvB‡Kj web DB‡Ûv‡Z Avmyb| 
■     †h dvBj/Folder gyQ‡Z Pvb †mwU  wm‡j± Ki“b| GLv‡b Police †dvìviwU wm‡j± Kiv n‡q‡Q|

■    File -> Delete  wb‡`©k w`b| Zvn‡j wb‡gœi DB‡ÛvwU †`Lv hv‡e| hwZ cÖK…Zc‡¶B Police †dvìviwU gyQ‡Z 
PvB Z‡e Yes wK¬K Ki‡Z n‡e Avi hw` bv PvB Z‡e No  wK¬K Ki‡Z n‡e| hw` GLb wimvB‡Kj web †_‡K 
GB †dvìviwU gy‡Q †dwj Z‡e Zv Avi KLbI †diZ Avbv hv‡e bv| ZvB wimvB‡Kj web cwi®‹vi Kivi 
c~‡e© we‡kl mZK©Zv Aej¤¢b Kiv cÖ‡qvRb|

■   aiv hvK Yes wK¬K Kiv nj Zvn‡j Police †dvìviwU m¤ú~Y©fv‡e nvW©wW¯‹ †_‡K gy‡Q hv‡e| d‡j wimvB‡Kj 
web DB‡ÛvwU wbgœiƒc n‡e|
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2.31 Abykxjbx

•    Windows Explorer Open Ki“b| 

•    Windows Explorer †K wgwbgvBR Ki“b Ges Taskbar †_‡K Windows Explore †K Open Ki“b|

•    Windows Explorer †_‡K C:\ WªvBf G DB bv‡g bZyb †dvìvi/ˆZwi Ki“b|

•    My Documents †_‡K GKwU dvBj Kwc K‡i DB †dvìv‡i wb‡q hvb|

•    DB †dvìvi †_‡K dvBjwU gy‡Q †djyb|

•    wimvB‡Kj web †_‡K gyQv dvBjwU cybi“×vi Ki“b|

•    My Documents †_‡K GKwU dvBj gyf K‡i DB †dvìv‡i wb‡q hvb|

•    dvBj gyf Ges Kwci g‡a¨ cv_©K¨ wbiƒcY Ki“b|

•    †dvìvi Ges dvB‡ji g‡a¨ cv_©K¨ wbiƒcY Ki“b|

2.32 dvBj ev †dvìvi LuyRv 

DB‡ÛvR XP-‡Z `ª“Z dvBj ev †dvìvi Luy‡R †ei Kivi Rb¨ kw³kvjx Search dxPvi i‡q‡Q| G‡¶‡Î dvB‡ji bvg 

Ges †jv‡Kkb g‡b _vK‡j `ª“Z dvBj ev †dvìvi Lyu‡R †ei Kiv hvq| kw³kvjx G dxPviwU e¨envi K‡i bvg fyj 

hvIqv dvBj ev †dvìviI Luy‡R †ei Kiv hvq| †hgb Police bvgK dvBj ev †dvìvi Luy‡R †ei Kivi Rb¨ wb‡gœi 

b¨vq wb‡`©kbv w`‡Z n‡e:

•    wK¬K Start      Search      For Files or Folders… hv wb‡gœi wP‡Î †`Lv‡bv nj|

Police †d vì viwU A vi †bB
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•    d‡j c`©vq wb‡gœi DB‡ÛvwU †`Lv hv‡e|

Gevi dvBj ev †dvìvi Luy‡R †ei Kivi Rb¨                                 evU‡b wK¬K Ki‡Z n‡e Zvn‡j Dc‡i 

cÖ`wk©Z DB‡ÛvwU wbgœiƒc aviY Ki‡e| D‡j-L¨ †h GLv‡b wewfbœfv‡e dvBj ev †dvìvi Luy‡R †ei Kiv hvq| †hgb 

m¤¢ve¨ †Kvb& Zvwi‡Li g‡a¨ dvBjwU ˆZix Kiv n‡q‡Q Zvi Dci wfwË K‡i ev nvW©wW‡¯‹i †Kvb& cvwU©kb ev †dvìv‡i 

dvBjwUi _vKvi m¤¢vebv i‡q‡Q Zvi Dci wfwË K‡i LuyRvi KvR m¤úbœ Kiv hvq| 
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m¤¢ve¨ mvP© †iRvë wbgœiƒc n‡Z cv‡i|

2.33 GK †cÖvMÖvg DB‡Ûv †_‡K Ab¨ †cÖvMÖvg DB‡Ûv‡Z hvIqv 

hw` †W¯‹U‡c GKvwaK †cÖvMÖvg I‡cb Kiv _v‡K Z‡e Lye mn‡RB GK †cÖvMÖvg DB‡Ûv †_‡K Ab¨ †cÖvMÖvg DB‡Ûv‡Z 

hvIqv hvq| D‡j-L¨ †h hZ¸‡jv †cÖvMÖvg I‡cb Kiv nq Zvi me¸‡jvB AvBKb AvKv‡i Uv¯‹ev‡i †`Lv hvq| GLb 

†h †cÖvMªvgwU †W¯‹U‡c I‡cb Ki‡Z PvB, Uv¯‹ev‡i Aew¯’Z D³ †cÖvMÖv‡gi AvBK‡b ïaygvÎ wK¬K Ki‡Z n‡e, 

Zvn‡jB D³ †cÖvMÖvgwU I‡cb n‡e|

 

• GB e‡·  K vm ©i _ vK‡e| GLv‡b d vB‡ji bvg Police

UvBc Ki“b| Z vici

• Search evU‡b wK ¬K  Ki‡j d vBjwU L yR v A vi¤ ¢ n‡e| 

d vBjwU L uy‡R  †c‡j Search R esults DB‡Û v‡Z  

d vB‡ji bvg, †d vì v‡ii bvg, m vBR  BZ¨vw` c Ö̀ wk ©Z  

n‡e| GiKg GK wU bg yb v DB‡Û v wb‡gœ †`qv nj| 

Location of File/Folder

Folder 

File 
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D`vniY¯^iƒc Dc‡i cÖ`wk©Z Uv¯‹evi †_‡K Bnv cÖZxqgvb nq †h eZ©gv‡b wZbwU Gwc-‡Kkb †cÖvMÖvg Kw¤úDUv‡i 

I‡cb Kiv Av‡Q Ges †m¸‡jv wgwbgvBR Ae¯’vq i‡q‡Q| G¸‡jv n‡”Q Windows Explorer, Word Ges Paint 

Gwc-‡Kkb †cÖvMÖvg| GLb hw` Word †cÖvMÖvgwU I‡cb Ki‡Z PvB Zvn‡j ïaygvÎ Uv¯‹ev‡i       

Aew¯’Z                              GB AvBK‡bi Dci gvDm c‡q›Uvi wb‡q wM‡q GKevi wK¬K Ki‡Z n‡e| wVK 

GKBfv‡e Ab¨ †h‡Kvb †cÖvMÖvg †W¯‹U‡c I‡cb Kiv †h‡Z cv‡i|

2.34 Kw¤úDUvi eÜ Kiv 

Kw¤úDUv‡i KvR Kiv †kl n‡q †M‡j ZLb Kw¤úDUvi eÜ Kivi cÖ‡qvRb c‡o| GLv‡b g‡b ivLv `iKvi †h, 

Kw¤úDUvi Pvjy Ae¯’vq hw` we`¨yr P‡j hvq ev Ab¨ †Kvb Kvi‡Y Kw¤úDUviwU eÜ n‡q hvq Zvn‡j †h dvB‡j H 

g~û‡Z© KvR Kiv nw”Qj Zv bó n‡q †h‡Z cv‡i| ZvB Kw¤úDUvi eÜ Kivi Rb¨ mwVK c`‡¶c MÖnY Ki‡Z n‡e| 

Kw¤úDUvi eÜ Kivi c~‡e© mg¯— I‡cb Kiv †cÖvMÖvg mg~n GK GK K‡i eÜ Ki‡Z n‡e, Zvici - -

•    wK¬K Start -> Shut Down…Zvn‡j c`©vq wb‡gœi DB‡ÛvwU †`Lv hv‡e|

•    GLb OK evUb wK¬K Ki‡Z n‡e Zvn‡jB wKQy¶‡Yi g‡a¨ Kw¤úDUviwU eÜ n‡q hv‡e|

2.35 Abykxjbx

1. DB‡ÛvR G·‡c-vivi †cÖvMÖvg wK ai‡bi md&UIq¨vi?

2. Computer Pvjy Ki“b| 

3. Windows Explorer Open Ki“b| 

4. Windows Explorer †K wgwbgvBR Ki“b Ges Taskbar †_‡K Windows Explorer †K Open Ki“b |

5. gvDm c‡q›Uvi ¯Œj e‡· wb‡q evg †evZvg †P‡c a‡i Dc‡i ev wb‡P gyf Ki“b|

6. C:\ Drive G PRP bv‡g bZyb †dvìvi ˆZwi Ki“b|

7. My Documents †_‡K GKwU dvBj Kwc K†i PRP †dvìv†i wb‡q hvb|

8. PRP †dvìvi †_‡K dvBjwU gy‡Q †djyb|

9. wimvB‡Kj web †_‡K gyQv dvBjwU cybi“×vi Ki“b|

10. Desktop †_‡K Recycle Bin Folder Open Ki“b|

11. Click K‡i Taskbar †_‡K switch Ki“b  Windows Explorer-G|

12. Computer eÜ Ki“b Ges Avevi I‡cb Ki“b|
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3.1 IqvW© cÖ‡mwms

Kw¤úDUv‡ii gva¨‡g wPwVcÎ †jLv, dvBj‡bvU ˆZix Kiv A_ev †h‡Kvb ai‡bi cÖwZ‡e`b ˆZix Kivi Rb¨ e¨eüZ 
†cÖvMÖvg‡K IqvW© cÖ‡mmi ejv nq| WKz‡g›U ˆZwi, m¤úv`bv, msi¶Y cÖf„wZ Kv‡Ri Rb¨ IqvW© cÖ‡mmi e¨vcKfv‡e 
e¨eüZ n‡”Q| eûj e¨eüZ K‡qKwU IqvW© cÖ‡mmi c¨v‡K‡Ri bvg nj gvB‡µvmd&U IqvW©, IqvW©-cvi‡d±, 
j¨v‡U·, IqvW©÷vi, ivBU, †bvUc¨vW BZ¨vw`| GB Aa¨v‡q GgGm Iqv‡W© wKfv‡e KvR Ki‡Z nq Zv wb‡q 
wek`fv‡e Av‡jvPbv Kiv n‡e| 

3.2 Gg Gm IqvW© I‡cb Kiv

Gg Gm Iqv‡W© KvR Kivi Rb¨ cÖ_‡gB GB †cÖvMÖvgwU Kw¤úDUv‡i I‡cb Ki‡Z n‡e Ges †cÖvMÖvgwU I‡cb Kivi 
Rb¨ wb‡gœi avcwU cvjb Ki‡Z n‡e|

• wK¬K Start -> Programs -> Microsoft Office -> Microsoft Word †gby Ackb

Dc‡i ewY©Z wbqg Abyhvqx GgGm IqvW© I‡cb Kivi ci c`©vq †h DB‡ÛvwU †`Lv hv‡e Zv wb‡gœ eY©bv Kiv nj| 
cÖK…Zc‡¶ cÖ`wk©Z GB DB‡ÛvwUB n‡”Q Kv‡Ri RvqMv A_©vr cÖ‡qvRbxq wPwVcÎ, cÖwZ‡e`b Ges Ab¨vb¨ †jLvi KvR 
GLv‡bB m¤úbœ Ki‡Z n‡e| ZvB GB DB‡ÛvwU‡Z cÖ`wk©Z wewfbœ †gby Ackb, Uzjevi Ges Ab¨vb¨ AvBK‡bi h_vh_ 
e¨envi wkL‡Z n‡e| GLv‡b g‡b ivLv `iKvi †h GgGm Iqv‡W© GKBmv‡_ GKvwaK WKz‡g›U I‡cb K‡i KvR Kiv 
hvq Ges GK WKz‡g‡›Ui †U·U Kwc K‡i Ab¨ WKz‡g‡›U ms‡hvRb Kiv hvq| cÖwZeviB WKz‡g›U cwieZ©b Kivi 
mv‡_ mv‡_ Zv nvW© wW‡¯‹ Aek¨B †mBf K‡i ivL‡Z n‡e fwel¨‡Z e¨env‡ii Rb¨|

3.3
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3.3 IqvW© DB‡Ûv Gi wewfbœ As‡ki eY©bv

wb‡gœ avivevwnKfv‡e IqvW© DB‡Ûv Gi wewfbœ As‡ki eY©bv †`qv nj hv WKz‡g›U ˆZix Kivi Rb¨ cÖvqkB Kv‡R 

Avm‡e| ZvB G¸‡jv hZœ mnKv‡i wkL‡Z n‡e, we‡klK‡i wewfbœ ai‡bi Terminology | 

3.3.1 UvB‡Uj evi

IqvW© DB‡Ûvi Dc‡i w`‡K cÖ_g jvBbwU †hLv‡b †jLv Av‡Q Document1 - Microsoft Word Zv‡K Title Bar ejv 

nq| hLb †h WKz‡g‡›U KvR Kiv nq †mB WKz‡g‡›Ui bvg (dvB‡ji bvg) GLv‡b †jLv nq|

3.3.2 †gby evi

Title Bar Gi bx‡P File, Edit, View, Insert, Format, Tools, Table, Windows, Help bvgK bqwU †gby m¤^wjZ 

jvBbwU‡K ejv nq †gby evi| Avevi cÖwZwU †gbyi Aax‡b Ackb mg~‡ni Dcw¯’wZ m¤^wjZ †gbyi bvg Sub †gby ev 

cyjWvDb †gby| Sub †gby‡Z mswk-ó Kv‡Ri KgvÛ mg~n _v‡K|

3.3.3 i“jvi 

Formatting Uzjev‡ii bx‡P Aew¯’Z jvBbwU‡K Ruler ejv nq| Ruler G GKK wnmv‡e BwÂ _v‡K| WKz‡g‡›Ui 

cÖ‡qvR‡b cwigv‡ci †¶‡Î Ruler e¨eüZ nq|

3.3.4 †¯Œvj evi

MS Word Gi DB‡Ûvi Wv‡b Ges bx‡P `ywU evi †`Lv hvq| Wvbw`‡KiwU‡K Vertical Scroll Bar Ges bx‡PiwU‡K 

Horizontal Scroll Bar e‡j| Scroll Bar Gi A¨v‡iv wPý¸‡jvi gva¨‡g Scrolling K‡i WKz‡g›U Ae‡jvKb Kiv hvq| 

hLb WKz‡g›UwU A‡bK eo nq hv GK w¯Œ‡Y msKzjvb nq bv ZLb †¯Œvjevi e¨envi K‡i †jLv¸‡jv ch©vqµ‡g c`©vq 

G‡b †`Lv †h‡Z cv‡i|

Window Resize 

Page Left

Page Right

Page Number 

Ruler 

Word Close Button

Page Down

Scroll Bar Up and  Down

Title 

Menu Tool Bar

Cursor

Scroll Bar Right and Left

3.4
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3.3.4 ÷¨vUvm evi

MS Word Gi DB‡Ûvi me©wbgœvs‡k Page, Sec, At, Ln… BZ¨vw` †jLv eviwU‡K Status Bar ejv nq| Kvm©i hLb 
†hLv‡b Ae¯’vb K‡i Zv Status Bar G cwijw¶Z nq|

3.4 IqvW© G KvR Kiv A_©vr WKz‡g›U ˆZix Kiv

GgGm Iqv‡W© XyK‡j GKwU Lvwj c`v© Av‡m Ges †mLv‡bB WKz‡g›U ˆZixi Rb¨ cÖ‡qvRbxq KvR m¤úbœ Ki‡Z nq| 
Lvwj c`v©i Dc‡i evgw`‡K GKwU †QvU Kv‡jv †iLv wgU&wgU& K‡i R¡j‡Z I wbf‡Z _v‡K| G‡K Bbmvm©b c‡q›U ev 
Kvm©i ejv nq| 

•    c`v©i G Ae¯’v‡K †U·U Gwiqv ev GwWwUs ¯ŒxY ev IqvK©‡¯úm ejv nq| 
•    GLv‡b †h †Kvb ai‡bi wPwV-cÎ, wi‡cvU©, WKz‡g›U BZ¨vw` ‰Zix Kiv hvq| 
•    Kx-‡evW© †_‡K hv UvBc Kiv nq Kvm©i cwRk‡b Zv BbcyU wn‡m‡e Av‡m|
•   †U·U Gwiqv‡Z Kvm©i _vKve¯’vq †h †Kvb Kx-‡Z Avj‡Zvfv‡e Pvc w`‡j A¶iwU Kvm©i cwRk‡b P‡j Avm‡e| 

Kx-‡Z GKevi Pvc †`qvi m‡½ m‡½ nvZ Zz‡j wb‡Z n‡e| Pvc w`‡q a‡i ivL‡j GKB A¶i evi evi UvBc 
n‡Z _vK‡e|

•   K‡qKwU A¶i UvBc K‡i GKwU kã ˆZwi K‡i cieZx© k‡ãi gv‡S GKNi dvuKv RvqMv ivLvi Rb¨ (Kx-‡ev‡W©i 
bx‡P me‡P‡q eo Kx) †¯úmev‡i Pvc w`‡Z n‡e| 

•    †Kvb k‡ãi cÖ_g A¶i eo nv‡Zi wjL‡Z n‡j cÖ_‡g Shift Kx †P‡c a‡i D³ A¶‡i GKevi Pvc w`‡Z n‡e|
•   hw` me kãB eo nv‡Zi A¶‡i wjLvi cÖ‡qvRb c‡o Z‡e Kx‡evW© Gi Caps Lock Ab K‡i Zv †jLv †h‡Z 

cv‡i| G‡¶‡Î Shift Kx †P‡c Ab¨vb¨ A¶i UvBc Kivi cÖ‡qvRb †bB|

Dc‡i ewY©Z Dcv‡q bx‡Pi DB‡Ûv‡Z †`qv †jLv ˆZix Kiv n‡q‡Q| GLb cÖ‡Z¨K cÖwk¶Yv_©x‡K H GKB †jLv 
Kw¤úDUv‡i UvBc Ki‡Z n‡e Ges Bb÷ªvKUi‡K Zv †`Lv‡Z n‡e|

Bbmvm©b c‡q›U
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•   †jLv me eo nv‡Zi PvB‡j Caps Lock Kx‡Z Pvc w`‡q K¨vcm jK Kx Ab K‡i UvBc Ki‡Z n‡e| wPwV-cÎ, 
wi‡cvU© BZ¨vw` mvaviYZt Bs‡iRx †QvU nv‡Zi _v‡K| ZvB Caps Lock Kx Ad K‡i UvBc Kiv nq| 

•   wKš‘ ‡Kvb k‡ãi cÖ_g A¶i eo nv‡Zi Ges c‡ii A¶i¸‡jv †QvU nv‡Zi PvB‡j K¨vcm jK Kx Ad _vKv 
Ae¯’vq †jLvi mgq Shift †jLv Kx †P‡c a‡i †h A¶iwU UvBc Kiv n‡e Zv eo nv‡Zi n‡e|

3.4.1 bZzb c¨vivMÖvd ˆZwi Kiv

mvaviYfv‡e UvBc Ki‡Z _vK‡j GKjvBb m¤ú~Y© †kl n‡j ¯^qswµqfv‡e cieZ©x jvB‡b Av‡m| mvaviYfv‡e 
c¨vivMÖvd ev Aby‡”Q` ej‡Z Avgiv †ek K‡qKwU jvBb ev A‡bK¸‡jv jvB‡bi mgš^‡q MwVZ GKwU Ask‡K eywS| 
wKš‘ Kw¤úDUv‡ii Kv‡Q c¨vivMÖv‡di A_© n‡”Q G›Uvi Kx-‡Z Pvc w`‡q jvBb ïi“ Kiv| D`vniY¯^iƒc Dc‡ii 
DB‡Ûv‡Z wZbwU c¨vivMÖvd ˆZix Kiv n‡q‡Q| GKwU jvBb UvBc K‡i G›Uvi Kx-‡Z Pvc w`‡q c‡ii jvBb UvBc 
Ki‡j Kw¤úDUvi wØZxq jvBbwU‡K bZzb c¨vivMÖvd wn‡m‡e MY¨ Ki‡e|
†hgb--

Inspector General 
Police Headquarters
Bangladesh Police
Dhaka-1000

Dc‡ii PviwU jvBb nj PviwU Aby‡”Q`| KviY cÖwZ jvBb †k‡l G›Uvi Kx †cÖm Kiv n‡q‡Q|

3.4.2 gvDm e¨envi K‡i Kvm©i ¯’vbvš—i

c`©vq cÖ`wk©Z †jLvi †hLv‡b Bbmvm©b c‡q›U ev Kvm©i †bqv `iKvi gvDm c‡q›Uvi gyf Kiv‡q †mLv‡b wb‡q Double wK¬K 
Ki‡j Kvm©iwU †mLv‡b Avm‡e|      

1g c¨vivMÖvd

3q c¨vivMÖvd

2q c¨vivMÖvd

So many things happen which affect an ordinary citizen. Are people helpless? Are some 
people allowed to ill-treat others and do as they wisly because they are in the a position 
of power or strength? is there on way that these things can be stopped from happening 
and the people protected?

All persons are protected by the rule of law. That means that each and every person in 
society has to act according to certain norms or standards. The law ensures this. Law 
means a standard or norm, which is approved by society and everyone is bound to 
follow. Everyone knows that killing someone is bad. But it is the law, which decides 
what punishment is to be given if someone kills another person. The law decided which 
act is a crime, as well as how much punishment is to be given and how. No other person 
can decide this, nor can it be done in any other way.

The Rule of Law
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3.4.3 Kx‡evW© e¨envi K‡i Kvm©i ¯’vbvš—i

Kx‡ev‡W©i G¨v‡iv Kx Ges Ab¨vb¨ Kx e¨envi K‡i wewfbœfv‡e Kvm©i ¯’vbvšÍwiZ Kiv hvq hw` Avcwb Kx †ev‡W©i me© 
Wv‡b Aew¯’Z wbDgvwiK Kx c¨vW n‡Z Kx e¨envi K‡i Kvm©i ¯’vbvš—iZ Ki‡Z Pvb Zvn‡j Aek¨B Num Lock  Kx 
Ad _vK‡Z n‡e| (Ab Kiv _vK‡j Num Lock  Kx-†Z GKevi Pvc w`‡q Ad Ki“b)|

3.4.4 WKz‡g‡›Ui Dci Ges wb‡Pi Ask †`Lv

c`vq© cÖ`wk©Z WKz‡g‡›Ui Ask QvovI Dci Ges wb‡Pi Ask †`Lvi Rb¨ fvwU©K¨vj ¯Œjevi e¨envi Ki“b| 
Avbyf~wgK ¯Œjevi e¨envi K‡i WKz‡g‡›Ui evg Ges Wvbw`‡Ki Ask †`Lv hvq| 

3.5 dvBj †mBf Kiv

GgGm Iqv‡W© Xy‡K wKQy wjLv UvBc K‡i dvBjwU msiw¶Z Ki‡Z n‡j Avcbv‡K dvBj †mBf Ki‡Z n‡e| GLv‡b 
cÖK„Zc‡¶ dvBjwU Kw¤úDUv‡ii nvW©wW‡¯‹ †mBf n‡e| Gi d‡j GB WKz‡g›UwU fwel¨‡Z evi evi e¨envi Kivi 
myweav cvIqv hv‡e| †Kvb WKz‡g‡›U †Kvb ai‡bi cwieZ©b Kiv n‡j Zv Aek¨B mv‡_ mv‡_ Kw¤úDUv‡ii nvW©wW‡¯‹ 
†mBf K‡i ivL‡Z n‡e| dvBj †mBf Ki‡Z wb‡gœi c`‡¶c¸‡jv MÖnY Ki‡Z n‡e-

•         †mBf evUb G wK¬K Ki“b| A_ev,
•   File †gby‡Z wK¬K Ki“b|
•   Save G wK¬K Ki“b| 

 

d‡j c`v©q Avm‡e ---
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GLb †h †dvìv‡i GB WKz‡g›UwU †mBf Ki‡Z PvB cÖ_‡g †m †dvìvi‡K wm‡j± K‡i wb‡Z n‡e| GB KvR Kivi 
Rb¨                                                        GB K‡¤^ve‡· wK¬K K‡i AvKvw•LZ †dvìviwU wm‡j± K‡i wb‡Z 
n‡e| Dc‡i cÖ`Ë DB‡Ûv‡Z CCNA †dvìvi wm‡j± Kiv Av‡Q| GLb †h bv‡g WKz‡g›UwU †mBf Ki‡Z PvB D³ 
bvg                                                    GB K‡¤^ve‡· wj‡L            evUb wK¬K Ki‡Z n‡e| aiv hvK 
UvBc Kiv WKz‡g›UwU Police bv‡g †mBf Ki‡Z PvB Zvn‡j The Rule of  Law Gi ¯’‡j Police wj‡L Save evU‡b 
wK¬K Ki‡Z n‡e|

Save As WvqvjM e·

Save As WvqvjM e·

File Name Police

The Rule of Law

So many things happen which affect an ordinary citizen. Are people helpless? Are some people allowed 
to ill-treat others and do as they wisly because they are in the a position of power or strength? is there on 
way that these things can be stopped from happening and the people protected?

All persons are protected by the rule of law. That means that each and every person in society has to act 
according to certain norms or standards. The law ensures this. Law means a standard or norm, which 

is approved by society and everyone is bound to follow. Everyone knows that killing someone is bad. 
But it is the law, which decides what punishment is to be given if someone kills another person. The law 
decided which act is a crime, as well as how much punishment is to be given and how. No other person 
can decide this, nor can it be done in any other way.
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GLb Av‡iv UvBc K‡i        evU‡b wK¬K Ki‡j A_ev Dc‡iv³ wbq‡g †gby KgvÛ e¨envi K‡i c‡ii †jLv¸‡jv H 
GKB bv‡g msi¶iY Kiv hv‡e|

3.6 dvBj eÜ Kiv

c`v©q mPj †Kvb dvBj †K¬vR Ki‡Z PvB‡j
•    File †gby‡Z wK¬K Ki“b| Zvici Close-G wK¬K Ki“b A_ev  evUb wK¬K Ki“b hv bx‡Pi wP‡Î †`Lv‡bv nj|

•    dvBjwU‡Z me©‡kl GwWwUs Kivi ci hw` †Kvb bv‡g Save Kiv _v‡K Zvn‡j dvBwU Close n‡q hv‡e| 
•    hw` Save Kiv bv _v‡K Zvn‡j c`©vq evZ©v Avm‡e

•    Yes Ki‡j dvBjwU hw` c~‡e©B †Kvb bv‡g Save Kiv _v‡K Zvn‡j H bv‡gB Save n‡e|

Close Button
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•   dvBjwU hw` †Kvb bv‡g Save Kiv bv _v‡K Zvn‡j Save As WvqvjM e· Avm‡e hv c~‡e©B Av‡jvPbv Kiv 
n‡q‡Q| †m‡¶‡Î †Kvb bvg wj‡L Save G wK¬K Ki‡j H bv‡g Save n‡q Close n‡e|

3.7 WKz‡g›U I‡cb Kiv

nvW©wW¯‹ ev d¬wc wW‡¯‹ c~‡e© msiw¶Z WKz‡g›U wewfbœ Kv‡R e¨env‡ii Rb¨ cybivq Open Kiv hvq Ges GB KvRwU 
cÖvqkB Ki‡Z n‡e| gvB‡µvmd&U Iqv‡W© WKz‡g›U I‡cb Kivi c×wZ wbgœiƒc:

1. †gbyevi †_‡K File †gby wm‡j± Ki‡Z n‡e|
2.  Pull Down †gbyi Open G wK¬K Ki‡Z n‡e| Open G wK¬K Kivi ci wb‡gœi WvqvjM e·wU ¯Œx‡Y †`Lv 

hv‡e|

3.   WvqvjM e‡·i dvB‡ji ZvwjKv †_‡K dvB‡ji bvg wm‡j± Ki‡Z n‡e †h dvBjwU I‡cb Ki‡Z PvB|
4. Open evU‡b wK¬K Ki‡Z n‡e|

3.8 Abykxjbx

1.  GgGm IqvW© I‡cb Ki“b Ges wb‡Pi c¨vivMÖvdwU wj‡L practice.doc bv‡g dvBjwU †mBf Ki“b|

Dhaka Metropolitan Police 

Service improved, investigations limp

Number of cases at 33 police stations of the capital has been increasing fast while the investigation 
capacity of the police remains unchanged.

According to DMP records, average number of cases filed each month do not exceed 2,000. In February 
this year, number of cases filed was 1,896. After introduction of the new system, within only 15 days till 
March 15, police stations witnessed a staggering 1,395 cases.
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2. dvBjwU eÜ Ki“b|

3. dvBjwU Avevi I‡cb Ki“b|

4. wb‡Pi c¨vivMÖvdwU wj‡L dvBjwU Avevi †mf Ki“b|

Officials at police stations had always unofficially employed a 'writer' for filling out forms and writing 
down information of a case so that the officials can perform other tasks. The officials used to bear the 
writer's expenses. After the changed political scenario in the country, police officials cannot afford to 
employ a writer now since they do not have any means of 'extra' income any more.

5. dvBjwU eÜ Ki“b|

3.9 Kx‡evW© e¨envi K‡i Kvm©i ¯’vbvš—‡ii eY©bv

Kx‡evW© e¨envi K‡i Lye mn‡RB Kvm©i‡K WKz‡g‡›Ui wewfbœ ¯’v‡b wb‡q hvIqv hvq Ges cÖ‡qvRbxq ms‡kva‡bi KvR 
m¤úbœ Kiv hvq| wb‡gœi mviYx‡Z G¸‡jv eY©bv Kiv nj|

3.10 †U·‡Ui wKQy Ask wbe©vPb Kiv

†U·‡Ui †hLvb †_‡K wbev©Pb Kiv `iKvi gvDm c‡q›Uvi †mLv‡b wb‡q gvD‡mi evg †evZvg †P‡c a‡i †h ch©šÍ 
wbe©vPb Kiv `iKvi †mLv‡b gvDm c‡q›Uvi gyf K‡i wb‡q †evZvg †Q‡o w`‡j H AskUzKz wm‡j± (Kv‡jvi g‡a¨ mv`v 
†jLv) n‡e|  A_ev †hLv‡b †_‡K wm‡j± Kiv `iKvi gvDm c‡q›Uvi †mLv‡b wb‡q wK¬K K‡i Shift Kx †P‡c a‡i †h 
ch©š— †UK÷ wm‡j± Kiv `iKvi †mLv‡b gvDm c‡q›Uvi wb‡q wK¬K Ki‡j H AskUzKy wm‡j± n‡e|

¯’vbvš—i Pvcyb (Kx‡cÖm)

GK A¶i ev‡g  ←

GK A¶i Wv‡b  →

GK jvBb Dc‡i  ↑

GK jvBb wb‡P ↓

GK kã ev‡g  Ctrl + ←

GK kã Wv‡b  Ctrl + →

jvB‡bi †k‡l  End 

jvB‡bi ïi‡Z  Home 

eZ©gvb Aby‡”Q‡`i ïi“‡Z  Ctrl + ↑

cieZ©x Aby‡”Q‡`i ïi“‡Z Ctrl + ↓

GK ¯ŒxY Dc‡i   Page Up 

GK ¯ŒxY wb‡P Page Down 

GK ¯Œxb wbgœ cÖv‡š— Ctrl + Page Down

¯Œxb wki cÖv‡š— Ctrl + Page Up

WKz‡g‡›Ui ïi‡Z Ctrl + Home 

WKz‡g‡›Ui †k‡l Ctrl + End 

cye©eZx© c„ôvi ïi“‡Z Alt+ Ctrl + Page Up

cieZx © c„ôvi ïi“‡Z Alt + Ctrl + Page Down

wbw`ó© †Kvb c„ôvq †h‡Z Crtl + G  †P‡c c„ôvi bv¤^vi UvBc K‡i G›Uvi|
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A_ev

Shift Kx †P‡c a‡i A¨v‡iv Kx Pvc‡j †U·U wm‡j± n‡e| wb‡gœ wKQy †UK÷ wm‡j± Kiv Ae¯’vq GKwU bgybv DB‡Ûv 
†`qv nj|

3.11 WKz‡g‡›Ui me †U·U wbev©Pb Kiv

•    Ctrl +A  KxØq Pvc‡j me †U·U wm‡j± n‡e| 

3.12 †U·U wbev©Pb evwZj Kiv 

†U·U‡K wewfbœfv‡e wbev©Pb Kiv hvq Zv Avgiv Dc‡i †`‡LwQ | A‡bK mgq Ggb n‡Z cv‡i †h wbev©Pb Kiv 
†U·‡Ui wbe©vPb evwZj Kiv `iKvi| †m‡¶‡Î wb‡gœi avc¸‡jv cvjb Ki‡Z n‡e|

■    wbevP©b Kiv †U·‡Ui evwn‡i †Kv_vI wK¬K Ki‡j wbe©vPb evwZj n‡e| 

■    Kx †evW© †_‡K †h ‡Kvb G¨v‡iv wK Pvc‡j wbev©Pb evwZj n‡q hv‡e| 

■     Uzjev‡ii Undo  ev  Redo  evU‡b wK¬K Ki‡jI wbev©Pb evwZj n‡q hv‡e| 

3.13 †U·U d‡g©wUs 

†Kvb WKz‡g›U ev †U·U UvBc Kivi ci A_ev UvBc Kivi cy‡e©B †jLvi AvKvi AvK…wZ wK iKg n‡e †hgb d‡›Ui 
mvBR KZ n‡e, evwn¨K AvK…wZ †Kgb n‡e Zv wba©viY KivB nj †U·U d‡g©wUs| mvaviYfv‡e d‡g©wUs Uzjevi 
e¨envi K‡i †U·‡Ui mvaviY d‡g©U Kiv nq| d‡g©wUs Uzjevi e¨envi K‡i Avcwb †gvUvgywU hv Ki‡Z cvi‡eb wb‡gœ 
Zvi wKQz eY©bv †`qv nj|

3.13.1 †evì, BUvwjK I AvÛvijvBb

†UK‡÷i †h AskUzKz †evì, BUvwjK I AvÛvijvBb Ki‡Z PvB cÖ_‡g †m AskUzKz wbe©vPb K‡i wb‡Z n‡e hv c~‡e©B 
Av‡jvPbv Kiv n‡q‡Q| Zvici d‡g©wUs Uzjev‡ii wb‡b¥v³ Uzj¸‡jv‡Z wK¬K Ki‡j--
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Formatting Toolbar

Dhaka Metropolitan Police  

Service improved, investigations limp 

Introduction of Service Delivery System has improved police image but its investigators 
are grossly overburdened with cases. 

Number of cases at 33 police stations of the capital has been increasing fast while the 
investigation capacity of the police remains unchanged. 

On March 1, the government launched a new initiative called Service Delivery System at 
9 police stations under Dhaka Metropolitan Police (DMP) where each police station 
would have a designated police officer for filing in complaints or cases. The service was 
introduced to the remaining 24 police stations of the city on March 8. 

Italic

Underlin

Bol

B t †jLv †evÛ A_©vr Mvp n‡e| 

I  t †jLv BUvwjK A_©vr Wvbw`‡K †njvb n‡e | 

U t †jLvi wb‡P jvBb n‡e| 

3.13.2 †jLv †QvU eo Kiv

d‡g©wUs Uzjev‡ii d›U mvBR evU‡b wK¬K K‡i d‡›Ui mvBR wK iKg n‡e Zv wbw`©ó Kiv hvq| d›U mvBR †gby‡Z 4 

†_‡K 72 ch©š— msL¨v †`Lv Av‡Q Avcwb B‡”Q Ki‡j UvBc K‡i msL¨v D‡j-L K‡i d›U Gi mvBR †QvU eo Ki‡Z 

cv‡ib| cy‡e©i †jLv †Kvb †U·U wm‡j± K‡i wb‡b¥v³ d‡g©wUs Uzj wm‡j± Ki‡j †jLvi AvK…wZ †m iKg n‡e| †jLv 

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

3.13.3 d›U wbev©Pb

Font e‡· d‡›Ui ZvwjKv _v‡K| ¯Œj G¨v‡iv Kx‡Z 

wK¬K K‡i ZvwjKv n‡Z †h d›U wbev©Pb Kiv `iKvi 

†mwU‡Z wK¬K Ki“b| d›U wbe©vPb Kivi GKwU bgybv 

DB‡Ûv cv‡k †`Lv‡bv nj| cv‡ki †`qv DB‡Ûv‡Z 

Times New Roman d›UwU wm‡j± Kiv Ae¯’vq 

†`Lv‡bv n‡q‡Q| d›U wm‡j± Kivi K‡¤^ve‡·i 

Wvbw`‡K i‡q‡Q d›UmvBR wm‡j± Kivi K‡¤^ve·, 

†hLvb †_‡K d›U mvBR wbe©vPb Kiv †h‡Z cv‡i| 
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3.13.4 d‡›Ui mvBR cwieZ©b Kiv

d‡g©wUs Uzjevi G Font Size e‡·i ¯Œj G¨v‡iv Kx‡Z wK¬K 
K‡i d‡›Ui mvBR cwieZ©b Kiv hvq| cv‡k GiKg GKwU 
bgybv DB‡Ûv †`Lv‡bv nj|

3.13.5 †jLvi is cwieZ©b Kiv 

•  d›U WvqvjM e‡·i Color 

wbev©Pb K‡i d‡›Ui is 
cwieZ©b Kiv hvq| 

•  d‡›Ui is mvaviYZt Kv‡jv 
_v‡K| Kvjvi wcÖ›Uv‡i iwOb 
K‡i wcÖ›U Kiv hvq| wKsev 
gwbU‡i ïaygvÎ †`Lvi Rb¨ 
d‡›Ui is cwieZ©b Kiv nq| 
cv‡k GiKg GKwU bgybv 
DB‡Ûv †`Lv‡bv nj|

3.13.6 AvbWy Ges wiWy Kg¨vÛ 

Undo KgvÛ w`‡q †Kvb Kgv‡Ûi Kvh©KvwiZv ev` †`qvi ci nq‡Zv g‡b nj †h c~‡e©i KvRwUB mwVK wQj A_©vr 
Undo bv KivUvB fvj| G‡¶‡Î Undo  Gi Kvh©KvixZv ev` †`qvi Rb¨ Formatting Toolbar G Redo KgvÛwU 
e¨eüZ nq| gyQv †jLv wdwi‡q Avb‡Z Undo Kgv‡Ûi Kvh©KvwiZv evwZj Kivi Rb¨ Redo Clear wK¬K Ki‡Z n‡e 
A_ev Ctrl + Y KxØq Pvc‡Z n‡e| 

3.13.7 wWwjU KgvÛ 

1.  WKz‡g‡›Ui †Kvb As‡ki †jLv wWwjU Ki‡Z PvB‡j †mB AskUzKz nvBjvBU/wm‡j± Ki‡Z n‡e|

2.  Zvici Kx‡ev‡W©i Delete Kx Pvc‡Z n‡e|

RedoUndo
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3.13.8 Rvwówd‡Kkb

mvaviYZt †jLv evg gvwR©b mg©_b K‡i A_v©r me mgq evg gvwR©b †_‡K ‡jLv ïi“ nq| A‡bK mgq cÖ‡qvR‡b Wvb 
gvwR©b ev Dfq gvwR©b A_ev †K›`ªxf~Z K‡i †jLv‡K mvRv‡bv cÖ‡qvRb n‡Z cv‡i| Iqv‡W© d‡g©wUs Uzjev‡i PviwU 
Rvwówd‡Kkb Uzj Av‡Q| †jLv‡K gvwR©‡b †hfv‡e mg_©b Kiv `iKvi dig¨vU Uzjev‡i wVK H UzjevU‡b wK¬K K‡i 
Rvwówd‡Kkb K‡i †bqv hvq|

■    c~‡e© †jLv †U·U Rvwówd‡Kkb cwieZ©b Ki‡Z n‡j wm‡j± K‡i w`‡Z n‡e | 

■    Rvw÷‡d‡Kkb wm‡j± K‡i UvBc Ki‡Z _vK‡j †jLv †mfv‡e Rvwówd‡Kkb n‡e|

3.13.9 evbvb cix¶v

WKz‡g‡›Ui †jLv UvBc Kivi mgq evbvb fyj n‡Z cv‡i| WKz‡g‡›Ui fyj evbvb wbgœwjwLZ Dcv‡q ms‡kvab Kiv 
hvq|

1.   †gbyev‡ii Tools †gby‡Z wK¬K Ki‡Z n‡e|

2.   cyjWvDb †gby †_‡K Spelling and Grammar G wK¬K Ki‡Z n‡e| Spelling and Grammar-G wK¬K Kivi 

ci c`v©q wb‡gœi WvqvjM e·wU †`Lv hv‡e| 

Left Right

Formatting Toolbar

JustificationCente

Dhaka Metropolitan Police

Service improved, investigations limp

 

Introduction of Service Delivery System has improved police image but its investigators are grossly 

overburdened with cases. 

 

Number of cases at 33 police stations of the capital has been increasing fast while the investigation 

capacity of the police remains unchanged. 

 

On March 1, the government launched a new initiative called Service Delivery System at 9 police 

stations under Dhaka Metropolitan Police (DMP) where each police station would have a designated 

police officer for filing in complaints or cases. The service was introduced to the remaining 24 police 

stations of the city on March 8.

Text Centred

Left & Right Justified

R ight A ligned
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3.  WvqvjM e‡· fyj evbvbwU †`Lv hv‡e Ges WvqvjM e‡·i mv‡Rkb e‡· GK ev GKvwaK ï× evbvb 
†`Lv hv‡e| D`vniY¯^iƒc Dc‡ii †`qv DB‡Ûv‡Z governmet evbvbwU fyj UvBc Kiv n‡q‡Q ZvB GwU 
†¯új †PKvi ai‡Z †c‡i‡Q Ges Gi ï× evbvb mv‡Rkb e‡· †`Lv hv‡”Q| 

4.  mv‡Rkb †_‡K Kvw•LZ ï× evbvbwU wm‡j± K‡i Change evU‡b wK¬K Ki‡Z n‡e| hw` g‡b nq evbvbwU 
AviI A‡bKevi fyj _vK‡Z cv‡i Z‡e Change All evU‡b wK¬K Ki‡Z n‡e| Avi hw` evbvbwU 
cwieZ©b Ki‡Z bv PvB Z‡e Ignore/Ignore All evU‡b wK¬K Ki‡Z n‡e|

5.   Dc‡iv³ wbq‡g m¤ú~Y© WKz‡g‡›Ui evbvb ms‡kva‡bi ci cv‡ki †`qv †g‡mR e·wU
     c`v©q †`Lv hv‡e|

3.14 Abykxjbx

1.   wb‡gœ †`qv †jLv Abyhvqx GKwU ûeû WKz‡g›U ‰Zix Ki“b, mKj dig¨vU wVK †i‡L Ges cwi‡k‡l wcÖ›U 
Ki“b| †Kvm© Bb÷ªvKUi GwU wb‡R cix¶v Ki‡eb| dvBjwU test.doc bv‡g †mBf Ki“b| wb‡gœ †`qv 
Abykxjbx mg~n AZ¨š— g‡bv‡hvM mnKv‡i m¤úbœ Ki‡Z n‡e Ges cÖ‡qvR‡b Bb÷ªvKUi Gi mvnvh¨ 
wb‡Z n‡e|
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2.    Gevi test.doc dvBjwU eÜ Ki“b|

3.    Avevi test.doc dvBjwU I‡cb Ki“b Ges bx‡Pi †`qv wb‡`©kbvbyhvqx †UK÷ mg~n BbmvU© Ges dig¨vU Ki“b| 

Mother Board GB †jLvwU hy³ K‡i Bold Ki“b Ges Font Size 16 Ki“b †hgb--

Mother Board

Mother Board or Main Board or System Board serves as the base for all the system devices. All the 
Hardware (RAM, HDD, FDD CD-ROM, Power source etc.) and other devices (Printer, NIC, Graphics 
card, Sound card etc.) are connected with it. It is a printed circuit board placed in the middle of the 
computer. 

Mother Board †jLvwU Align Center K‡i †jLvwU Italic Ki“b †hgb--

Mother Board

Mother Board or Main Board or System Board serves as the base for all the system devices. All the 
Hardware (RAM, HDD, FDD CD-ROM, Power source etc.) and other devices (Printer, NIC, Graphics 
card, Sound card etc.) are connected with it. It is a printed circuit board placed in the middle of the 
computer. 

4.   Zvici wb‡Pi c¨vivwU hy³ Ki“b

CPU

A processor is the brain of a computer. It is also called CPU (Central Processing Unit). It reads and 
interprets instructions, coordinates the processing activities that must take place.  The design of the CPU 
affects the processing power and speed of the computer 

Dhaka Metropolitan Police

Service improved

Introduction of Service Delivery System has improved police image but its investigators are 
grossly overburdened with cases 

Number of cases at 33 police stations of the capital has been increasing fast while the 

investigation capacity of the police remains unchanged. 

On March 1, the governmet launched a new initiative called Service Delivery System at 9 
police stations under Dhaka Metropolitan Police (DMP) where each police station would 
have a designated police officer for filing in complaints or cases. The service was introduced 
to the remaining 24 police stations of the city on March 8.

Police Headquarters

Bangladesh Police

Font: Times New Roman
Size: 14, Centered, Italic

Font: Times New Roman

Size: 14, Bold, Centered

Font: Comic Sans MS

Size: 16, Bold, Right Alligned
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5.   Zvici wb‡Pi jvBbwU hy³ Ki“b
Shut Down the Computer

Shut Down the Computer †jLvwUi Font change (Monotype Corsiva) Ki“b Ges Right Align Ki“b| †hgb--
Shut Down the Computer

6.   wb‡Pi jvBb ¸‡jv hy³ K‡i Right Align Ki“b Ges †jLv¸‡jvi is change Ki“b †hgb--

-Click Start Button.
-Click Shutdown/Turn Off.
-Choose Shutdown/Turn off. -Click Start Button.

-Click Shutdown/Turn Off.

-Choose Shutdown/Turn off.

7.   evbvb cix¶v Ki“b Ges dvBjwU Avevi Save K‡i eÜ Ki“b|

3.15 evsjv UvBc Kiv 

Gg.Gm, IqvW© g~jZt GKwU Bs‡iRx IqvW© cÖ‡mmi | wKš‘ DB‡ÛvR wm‡÷g-G Bb÷j Kiv wewfbœ †`kxq d›U 
e¨envi K‡i G‡Z KvR Kiv hvq| Avgv‡`i †`‡ki cªwZfvevb wKQy †cÖvMÖvgviiv DB‡ÛvR wm‡÷g e¨envi Dc‡hvMx 
evsjv d›U ‰Zix K‡i‡Qb| 

GLb Pjyb Avgiv GLv‡b †`wL wKfv‡e evsjv d›U wm‡jKkb K‡i Bs‡iRxi cvkvcvwk evsjv‡ZI UvBc Kiv hvq| 

Avcbvi Kw¤úDUv‡i hw` weRq d›U myZš^xGg‡R Bb÷j Kiv _v‡K Zvn‡j Avcwb wb‡gœi wbqg Abyhvqx evsjv d›U 
e¨envi Ki‡Z cvi‡eb: 

■     WKz‡g‡›Ui †h RvqMv †_‡K evsjvq wjL‡Z PvB cÖ_‡g Kvm©i‡K D³ RvqMvq wb‡Z n‡e| Zvici
■    dig¨vwUs Uzjevi Gi d›U wm‡jKkb K‡¤^ve‡· wK¬K K‡i myZš^xGg‡R ev Ab¨ †Kvb evsjv d›U wm‡j± Ki‡Z 

n‡e hv wb‡gœi wP‡Î †`Lv‡bv nj|

■     Atl + Ctrl +B KxÎq GK‡Î Pvcyb| 
■     GLb wb‡Pi †jLv¸‡jv UvBc Ki“b|

d›U myZš^xGg‡R
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3.15.1 Kwc, gyf, KvU Ges †có 

†jLv‡jwL Kivi mgq GK ai‡bi †jLv cybivq bv wj‡L Ab¨Î Kwc Kiv, GK¯’v‡bi wjLv Ab¨Î ¯’vbvš—i Kiv 
BZ¨vw` LeyB ¸i“Z¡c~Y© KvR| Iqv‡W© G KvR¸‡jv wewfbœfv‡e Kiv hvq| GQvovI GK¯’v‡bi †jLv †K‡U Ab¨Î †Rvov 
jvMv‡bv ev †có KiviI e¨e¯’v i‡q‡Q| G KvR¸‡jv wZbfv‡e Kiv hvq| 

3.15.2 Uzjevi †_‡K Kwc Kiv

•    cÖ_‡g †jLvi †h AskUzKz Kwc `iKvi Zv wm‡j± Ki‡Z n‡e hv wb‡gœ †`Lv‡bv nj|

•    Uzjev‡ii Kwc evU‡b G wK¬K Ki‡Z n‡e hv wb‡gœ †`Lv‡bv nj| 

•    †hLv‡b Kwc Kiv `iKvi gvDm c‡q›Uvi †mLv‡b wb‡q wK¬K K‡i Kvm©i †mLv‡b wb‡Z n‡e| 
•    Uzjev‡ii †có        evUb-G wK¬K Ki‡j wbev©wPZ †jLv Kwc n‡e| 

wc.Avi.we 280 †gvZv‡eK Rã ZvwjKv cÖ¯‘Z Kiv nq| Rã ZvwjKv cÖ¯‘Z Kwievi mgq †h welq D³ ZvwjKvq wjwce× 
Kiv nq Zvnv wb‡gœ D‡j-L Kiv nBj hvnvi we.wc dig bs-44 evsjv‡`k dig bs-5276 Rã ZvwjKv Kvtwet AvB‡bi 
102, 103, 165, 166 aviv Abymv‡i cÖ¯‘Z Kiv nq|

Cut Button

Copy Button Paste Button

K wc  A sk
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3.15.3 Kx‡evW© Gi mvnv‡h¨ Kwc Kiv

•    †U·U wm‡j± Ki“b| 
•    Crtl + C KxØq Pvcyb| 
•    †hLv‡b Kwc Kiv `iKvi †mLv‡b Kvm©i wbb| 

•    Crtl + V Pvcyb|

3.15.4 Kx‡evW© Gi mvnv‡h¨ KvU Kiv

GK dvB‡ji Ask we‡kl Ab¨ dvB‡ji mv‡_ hy³ Kivi Rb¨ KvU Kgv‡Ûi cÖ‡qvRb nq| GgGm Iqv‡W© GKvwaK 

dvBj w`‡q KvR Kivi mgq Kv‡Ri cÖ‡qvR‡b A‡bK mgq G dvB‡ji Askwe‡kl Ab¨ dvB‡j hy³ Kivi cÖ‡qvRb 

nq| wbgœwjwLZ Dcv‡q Avgiv GB KvRwU Ki‡Z cvwi:

1. †h dvB‡ji Askwe‡kl Ab¨ dvB‡j hy³ Ki‡Z PvB cÖ_‡g Zv I‡cb Ki‡Z n‡e|

2. dvB‡ji †h AskwU hy³ Ki‡Z PvB †mB AskUzKz nvBjvBU/wm‡j± Ki‡Z n‡e|

3. Formatting Uzjev‡ii Cut  AvBK‡b wK¬K Ki‡Z n‡e|

4. †h dvB‡j †jLvwU mshy³ Ki‡Z PvB Zv I‡cb Ki‡Z n‡e|

5. †jLvwU dvB‡ji †h ¯’v‡b mshy³ Ki‡Z PvB †mLv‡b Kvm©i ¯’vcb Ki‡Z n‡e|

6. Formatting Uzjev‡ii Paste AvBK‡b wK¬K Ki‡Z n‡e|

3.16 Kx‡evW© Gi mvnv‡h¨ †UK÷ d‡g©wUs Kivi wbqg

Kx‡ev‡W©i mvnv‡h¨ kU©KvU Kx e¨envi K‡i †UK÷ dig¨vU Kiv hvq| GLv‡b kU©KvU Kx ej‡Z eySvq GKvwaK Kx-

†K GKmv‡_ †cÖm Kiv| †UK‡÷i †h AskUzKz dig¨vU Ki‡Z n‡e Zv cÖ_‡gB wm‡j± K‡i wb‡Z n‡e| wb‡gœi 

mviYx‡Z dig¨vU Kivi eY©bv †`qv nj| 

†evì Kivi Rb¨ Ctrl + B 

BUvwjK Kivi Rb¨ Ctrl +I 

AvÛvi jvBb Kivi Rb¨ Ctrl +U

Wvej AvÛvi jvBb Kivi Rb¨ Ctrl +D 

d›U cwieZ©b Kivi Rb¨ Ctrl +Shift +F 

d›U mvBR cwieZ©b Kivi Rb¨ Ctrl + Shift +P

d›U mvBR GK c‡q›U e„w× Kivi Rb¨ Ctrl + ]

d›U mvBR GK c‡q›U †QvU Kivi Rb¨ Ctrl + [

KvR Kx‡evW© Gi e¨envi
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_vbvi bvg I gvgjv bs ........................ ZvwiL I aviv ........................................................... 

      1) ZvwiL I mgq ......................................................................................................

      2) hvnvi evox Zj-vkx Kiv nB‡e Zvnvi bvg I wVKvbv ........................................................

           .......................................................................................................................

     3) mv¶xi bvg I wVKvbv :

                                    K) ........................................................................................

                                    L) ........................................................................................

     4) mv¶x‡`i ¯^v¶i I ZvwiL :

     5) †h e¨w³i `ªe¨vw` Rã Kiv nBj Zvnvi ¯^v¶i I ZvwiL:

     6) Avmvgxi ¯^v¶i ......................................................................................................

     7) Rã ZvwjKv cÖ¯‘ZKvix Awdmv‡ii gšÍe¨ ......................................................................

cÖ¯‘ZKvix Awdmv‡ii ¯^v¶i

ZvwiL:............................

_vbvi bvg: ......................

GLb wb‡Pi †jLv¸‡jv UvBc Ki“b|

3.17 †cR †mUAvc

Iqv‡W© wewfbœ dvBj ˆZwi K‡i KvM‡R wcÖ›U Kiv nq| KvM‡R A_©vr c„ôvq †jLv wKiKg n‡e Zv Page Setup G 

wba©viY Kiv nq| KvM‡Ri gvc wK iKg n‡e, gvwR©b 

KZUzKz †Q‡o n‡e, KvM‡R wKfv‡e †jLv Dc¯’vwcZ n‡e 

BZ¨vw` ¸i“Z¡c~Y© welq¸‡jv wba©viY Kiv nq †cR †mUAvc 

WvqjM e‡·i wewfbœ Ni c~iY K‡i| 

File †gby¯’ Page Setup KgvÛ AckbwU wbev©Pb Ki‡j c`v©q 

†cR †mUAvc WvqvjM e· Avm‡e hv cv‡ki wP‡Î †`Lv‡bv 

nj|

GLv‡b †mwUsK…Z wewfbœ gvwR©b gvb cÖ`wk©Z n‡”Q| Avcwb 

B‡”Q Ki‡j G †mwUs cwieZ©b Ki‡Z cv‡ib| †hgb, evg I 

Wvb gvwR©b GK BwÂ Ki‡Z PvB‡j--

•   Left:  Gi e‡·i cv‡ki G¨v‡iv evU‡b wK¬K K‡i A_ev 

e‡· wK¬K K‡i 1 UvBc K‡i w`‡j evg gvwR©b 1 BwÂ 

n‡e|

•   Right:  e‡·i evU‡b wK¬K K‡i A_ev e‡· wK¬K K‡i 1 

wj‡L w`‡j Wvb gvwR©b 1 BwÂ n‡e|
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3.18 wcÖ›U wcÖwfD

WKz‡g›U ˆZwi K‡i wcÖ›U Kivi c~‡e© wcÖ‡›U wKiKg n‡e c`v©q Zv †`Lv‡K wcÖ›U wcÖwfD A_ev wcÖwfD ejv nq| Iqv‡W© 

wewfbœfv‡e wcÖwfD Kiv hvq| cÖwZwU WKz‡g›U wcÖ›U Kivi c~‡e© wcÖ›U wcÖwfD K‡i †`‡L wbb WKz‡g›UwU mwVKfv‡e ˆZix 

K‡i †bqv n‡q‡Q wKbv| hw` WKz‡g‡›U †Kvb ai‡bi fyj-åvwš— _v‡K Z‡e Zv Aek¨B wcÖ›U Kivi c~‡e© ms‡kvab K‡i 

wb‡Z n‡e Ges cybivq wcÖ›U wcÖwfD K‡i wb‡Z n‡e| †Kvb WKz‡g›U wcÖwfD Kivi Rb¨ --

•    WKz‡g›UwU c`v©q mPj Ki“b|

•          G evU‡b wK¬K Ki“b| A_ev File †gby‡Z wK¬K K‡i Print Preview-†Z wK¬K Ki“b|

•    c`©vq wbgœiƒc wcÖ›U wcÖwfD ¯ŒxY Avm‡e|

Bottom  g vwR ©b

W vb gvwR ©b

evg gvwR ©b

Top  g vwR ©b
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Dc‡ii wcÖwfD ¯ŒxbwUi wewfbœ Uzj¸‡jv wPwýZ K‡i wb‡gœ †`Lv‡bv n‡q‡Q|
 

One Page evU‡b wK¬K Ki‡j WKz‡g‡›Ui GKwU m¤ú~Y© c„ôv wcÖwfD ¯‹x‡Y cÖ`wk©Z n‡e|  

Multiple Page Gi evU‡b wK¬K K‡i gvD‡mi evg †evZvg †P‡c a‡i gyf Kiv‡q hZwU c„ôv wbev©Pb Kiv n‡e wcÖwfD 
¯Œx‡b ZZ msL¨vK c„ôv cÖ`wk©Z n‡e| m‡ev©”P wekwU c„ôv GK‡Î †`Lv hv‡e|
Zoom Control wcÖ›U wcÖwfD ¯Œx‡Yi Uzjev‡i kZKiv msL¨v †jLv e‡·i As‡ki G evU‡b wK¬K Ki‡j GKwU ZvwjKv 
cÖ`wk©Z n‡e| GLvb n‡Z hZ % wbev©Pb Kiv n‡e WKz‡g›U ZZ cvi‡m›U K‡i cÖ`wk©Z n‡e|

One Page Multiple Page

Print Preview Toolbar

Zoom



†ewmK Bbdi‡gkb GÛ KwgDwb‡Kkb †UK‡bvjRx (AvBwmwU) †Uªwbs †Kvm©

3.24

3.19 †nWvi Ges dzUvi

†Kvb WKz‡g‡›Ui cÖwZ c„ôvi Dc‡i GKB †jLv PvB‡j wb‡gœi wbq‡g †nWv‡i †jLvwU UvBc K‡i w`‡Z n‡e:
•    †h WKz‡g‡›U †nWvi ˆZix Kiv `iKvi †m WKz‡g›UwU c`v©q mPj Ki‡Z n‡e| 
•    View †gby‡Z wK¬K Ki‡Z n‡e|
•    Header and Footer G wK¬K Ki‡Z n‡e hv wb‡gœi wP‡Î †`Lv‡bv nj| 

•   †nWvi wn‡m‡e hv `iKvi Zv UvBc Ki‡Z n‡e| †hgb -- cÖwZ c„ôvi Dc‡i GgGm IqvW© 2003 †jLvwU 
PvB‡j GLv‡b G †jLvwU UvBc Ki‡Z n‡e hv wb‡gœi wP‡Î †`Lv‡bv nj|

•   †nWvi Uzjev‡ii Switch Between Header and Footer evUb G wK¬K K‡i dzUvi UvBc Ki‡Z PvB‡j dzUvi 
UvBc Ki‡Z n‡e|

•    UvBc Kiv †kl n‡j †nWvi/dzUvi Uzjev‡ii Close evU‡b wK¬K Ki‡Z n‡e| 
•  wcÖwfD Ki‡jI cÖwZ c„ôvi †nWv‡i GgGm IqvW© 2003 †jLvwU †`Lv hv‡e| wcÖ›U Ki‡j KvM‡Ri cÖwZ 

c„ôvi Dc‡i †jLvwU wcÖ›U n‡e|

3.20 †nWvi Ges dzUvi cwieZ©b Kiv
†Kvb WKz‡g‡›U ˆZwiK…Z †nWvi ev dzUvi m¤úv`bv Kivi cÖ‡qvRb n‡j--

Switch Between Header and Footer Close
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•    †h WKz‡g‡›Ui †nWvi ev dzUvi GwWU Kiv cÖ‡qvRb †m WKz‡g›UwU I‡cb Ki‡Z n‡e| 
•    View ‡gby‡Z wK¬K Ki‡Z n‡e|
•    Header and Footer G wK¬K Ki‡Z n‡e| 
•   Bbmvm©b c‡q›U †nWvi GwWU e‡·i g‡a¨ _vK‡e| †nWvi GwWU Kivi Rb¨ Bbmvm©b c‡q›U gyf Kwi‡q  

cÖ‡qvRbxq GwWU Ki‡Z n‡e|
•    †nWvi/dzUvi Change K‡i Uzjev‡ii Close evU‡b wK¬K Ki‡Z n‡e|
•    WKz‡g›UwU cybt msi¶Y/Save Ki‡Z n‡e| 

3.21 †nWvi/dzUvi gyQv
†Kvb WKz‡g‡›U ˆZwiK…Z †nWvi/dzUvi gyQ‡Z PvB‡j --

•    WKz‡g›UwU c`©vq I‡cb Ki‡Z n‡e| 
•    View †gby‡Z wK¬K Ki‡Z n‡e| 
•    Header and Footer G wK¬K Ki‡Z n‡e| 
•    †nWvi/dzUv‡ii †U·U wbev©Pb K‡i Del Kx Pvc‡j †jLv gy‡Q hv‡e| 
•     Close evU‡b wK¬K Ki‡Z n‡e| 
•    WKz‡g›UwU Avevi Save Ki‡Z n‡e|

3.22 c„ôv bv¤^vi †`qv

A‡bK eo WKz‡g›U wcÖ›U K‡i avivevwnKfv‡e mvwR‡q evBwÛs Ki‡Z n‡j c„ôv bv¤^vi Avek¨K| WKz‡g›U ˆZwii mgq 
cÖwZ c„ôvq wM‡q c„ôv bv¤^vi ewm‡q †`qv mgq mv‡c¶| G‡Z fyj nIqviI m¤¢vebv i‡q‡Q| Iqv‡W©i Page number 
KgvÛ w`‡q ¯^qswµqfv‡e c„ôv bv¤^vi †`qv hvq| c„ôv bv¤^vi †`qvi wbqg --

•    WKz‡g›UwU c`v©q I‡cb Ki“b| 
•    Kvm©i WKz‡g‡›Ui me©cÖ_‡g ivLyb|
•    Insert ‡gby‡Z wK¬K Ki“b| 
•     Page Numbers G wK¬K Ki“b| 
•    c`v©q wb‡gœi Page Number WvqvjM e· Avm‡e| 

•    c„ôv bv¤^vi Dc‡i w`‡eb bvwK wb‡P w`‡eb Zv wba©viY Kivi Rb¨ Position e‡·i WvDb G¨v‡iv evU‡b wK¬K Ki“b|

•   Dc‡i PvB‡j Top of  Page (Header) G wK¬K Ki“b Avi wb‡P PvB‡j Bottom of  Page (Footer) G wK¬K Ki“b| 
(wcÖwfD‡Z Ae¯’vb †`Lv hv‡e)|

•   c„ôv bv¤^vi wK evg w`‡K, bv Wvb w`‡K, bv †m›Uv‡i, evwn‡i A_ev wfZ‡i †Kv_vq w`‡eb Zv wbe©vPb Kivi Rb¨ 
Alingnment: e‡·i evU‡b wK¬K Ki“b|
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•    †m›Uv‡i †`qvi Rb¨ Center G wK¬K Ki“b|
•   cÖ_g c„ôvi c„ôv bv¤^vi PvB‡j Show number on First Page Gi †PK e‡· √ bv _vK‡j gvDm  c‡q›Uvi 

wb‡q wK¬K Ki“b|
•    OK wK¬K Ki“b|

3.23 WKz‡g›U wcÖ›U Kivi wbqg

•    †h WKz‡g›UwU wcÖ›U Kiv `iKvi †mwU c`v©q mPj Ki‡Z n‡e| 
•    Kw¤úDUv‡ii mv‡_ wcÖ›Uvi hy³ _vK‡Z n‡e| 
•    mshy³ wcÖ›Uvi WªvBfvi Bb÷j Kiv _vK‡Z n‡e| 

•    wcÖ›Uv‡i mwVKfv‡e KvMR XywK‡q wcÖ›Uvi Ab Ki‡Z n‡e| 

Iqv‡W© WKz‡g›U ˆZwi K‡i wcÖ›Uvi h‡š¿i gva¨‡g KvM‡R Qvcv‡bv hvq| wcÖ›U wb‡`©k c×wZ:
1.  File †gby¯’ Print… Ackb wbev©Pb K‡i| A_ev
2.  Ctrl + P KxØq †P‡c|

c`v©q wb‡gœi wcÖ›U WvqvjM e· Avm‡e

Copies:         

All:             

Current page: 

Pages:          

mvaviYfv‡e †Kvb WKz‡g›U wcÖ›U Kivi mgq cÖwZ c„ôv GK Kwc K‡i wcÖ›U nq| Number of 

Copies: e‡· hZmsL¨v †jLv n‡e cÖwZ c„ôv ZZ Kwc K‡i wcÖ›U n‡e| 

G AckbwU wbev©Pb K‡i wcÖ›U wb‡`©k w`‡j WKz‡g‡›Ui me c„ôv wcÖ›U n‡e| 

G AckbwU wbev©Pb K‡i wcÖ›U ïi“i wb‡`©k w`‡j Kvm©i WKz‡g‡›Ui hZ b¤^i c„ôvq wQj ZZ b¤^i  
c„ôv wcÖ›U n‡e| †hgb: †Kvb WyK‡g‡›Ui ïaygvÎ 7 b¤^i c„ôv wcÖ›U Ki‡Z PvB‡j WKz‡g›UwU mPj 
K‡i Kvm©i 7 b¤^i c„ôvq wb‡q Current page wbev©Pb K‡i wcÖ›U ïi“i wb‡`©k w`‡j ïaygvÎ 7 b¤^i 
c„ôv wcÖ›U n‡e|

†Kvb WKz‡g‡›Ui wbw`©ó K‡qKwU c„ôv wcÖ›U Ki‡Z PvB‡j Pages wbev©Pb K‡i hZ hZ b¤^i c„ôv 
wcÖ›U Kiv `iKvi ZZ ZZ msL¨v wj‡L w`‡Z n‡e| msL¨vi gv‡S Kgv w`‡Z n‡e| †hgb: 2, 7, 
9, 15 wj‡L wb‡`©k w`‡j WKz‡g›UwUi ïaygvÎ D³ c„ôv¸‡jv wcÖ›U n‡e|
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Selection:   WKz‡g‡›Ui †jLvi wbw`©ó wKQy Ask wcÖ›U Ki‡Z PvB‡j D³ Ask wm‡j± (e-K) K‡i wcÖ›U wb‡`©k w`‡j 

wcÖ›U WvqvjM e‡· Selection AckbwU cÖ`wk©Z n‡e| wbev©wPZ AskUzKz wcÖ›U Ki‡Z PvB‡j Selection G 

wK¬K K‡i Ok  evU‡b wK¬K Ki‡Z n‡e| 

3. Gfv‡e cÖ‡qvRbxq wewfbœ Ackb wbev©Pb K‡i Ok evU‡b wK¬K Ki‡Z n‡e| 

3.24 Abykxjbx

1. wb‡Pi †jLv¸‡jv UvBc Ki“b Ges GKwU dvB‡j †mf Ki“b|

2. †jLv¸‡jv Copy K‡i 2 evi Paste Ki“b Ges dvBjwUi Print Preview †`Lyb|

3. Top and Bottom-G 1 inch Margin Ki“b|

4. dvBjwU‡Z Training Header hy³ Ki“b Ges Avevi Print Preview Ki“b|

5. Page Number hy³ Ki“b Ges Print Preview Ki“b|

6. New Blank Document Open Ki“b|

AbymÜvb wk-c

[wc.Avi.we. dig bs 97- 500 wbqg `ªóe¨]

µwgK msL¨v

_vbv nB‡Z ................................................. †Rjv ..........................................................

_vbv eivei ................................................ †Rjv .......................................................... 

cÖ‡qvRbxq AbymÜv‡bi aiY:

(hvnv‡`i e¨vcv‡i AbymÜvb Kiv nB‡e Zvnv‡`i bvg, esk BZ¨vw`mn wek` weeiYmn GLv‡b D‡j-L Kwi‡Z nB‡e)|

AbyMÖn Kwiqv AbymÜvb Ki“b Ges Avcbvi Revemn †diZ cvVvb|

ZvwiL ..................................     ........................................

_vbvi µwgK bs ..........................................

w¯-c cÖvwßi ZvwiL. .......................................

Reve †cÖi‡Yi ZvwiL ....................................

AbymÜvbKvix Awdmv‡ii bvg I c` .............................................................................................

AbymÜv‡bi djvdj ................................................................................................................

ZvwiL ..................................     ........................................

fvicÖvß Awdmv‡ii ¯^v¶i|

fvicÖvß Awdmv‡ii ¯^v¶i|
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3.25 IqvW© 2003 G Qwe BbmvU© Kiv 

IqvW© 2003-G AviI †ewk hy‡Mvc‡hvMx Qwe mshy³ Kiv n‡q‡Q, AvK©lYxq AviI wdPvi hy³ Kiv n‡q‡Q | 
WKz‡g‡›U Qwe Avbvi Rb¨ wb‡`©k w`b: Insert -> Picture -> From File... hv wb‡gœi wP‡Î †`Lv‡bv nj|

Qwei dvBj mg~n nvW© wW‡¯‹i †h †dvìv‡i i‡q‡Q Zv Luy‡R †ei Kivi Rb¨                                      K‡¤^ve‡· 
wK¬K Ki‡Z n‡e Ges cÖ‡qvRbxq †dvìviwU wbe©vPb Ki‡Z n‡e hv wb‡gœi wP‡Î †`Lv‡bv nj| 

■    †h QwewU Avbv `iKvi †mwU‡Z wK¬K Ki‡Z n‡e Ges Insert Button G wK¬K Ki‡Z n‡e hv wb‡gœi wP‡Î †`Lv‡bv nj|

Click Insert Button  

Click on the Picture  
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■     c`vq© wb‡gœi QwewU Avm‡e| 

WKz‡g‡›Ui Qwe‡Z wK¬K K‡i QwewU wbevP©b K‡i mvBwRs n¨vÛj 
(Pvi‡KvYv Ges Pvwicv‡k¦©i Kv‡jv AvqvZ e·) G gvDm 
c‡q›Uvi wb‡q WªvM K‡i Qwe †QvU eo Kiv hvq|

3.25.1 Qwe †QvU eo Kiv 

Dc‡ii wbq‡g WKz‡g‡›U †Kvb Qwe G‡b ms‡hvRb Kiv hvq| BbmvU© Kiv QwewUi GKwU wWdë (wba©viY Kiv mvBR)  
mvBR _v‡K| gvD‡mi mvnv‡h¨ B‡”Q Ki‡j Qwei mvBR †QvU eo Kiv hvq| 

■   QwewUi g‡a¨ gvDm c‡q›Uvi wb‡q wK¬K Ki“b| QwewUi Pvi †Kvbvq Ges Pvi cv‡ki gvSLv‡b †QvU e„Ë †`Lv 
hv‡e| 

■  GLb QwewUi †h †Kvb †Kvbvq e„‡Ëi Dci gvDm c‡q›Uvi 
wb‡j GwU †KvYv‡Kvwb  Dfqg~Lx Zxi wP‡ýi AvK…wZ aviY 
Ki‡e hv wb‡gœi wP‡Î †`Lv‡bv nj| 

■   GLb gvD‡mi evg †evZvg †P‡c a‡i evwn‡ii w`‡K Uvb‡j 
QwewUi AvK…wZ eo n‡e Ges Qwei †fZ‡ii w`‡K Uvb‡j 
AvK…wZ †QvU n‡e| 

■  wm‡j± Kiv Qwe Pvwicv‡k j¤^vjw¤^ Dfq †h †Kvb wPý‡Z 
gvDm c‡q›Uvi wb‡j gvDm c‡q›Uvi AvbyfywgKfv‡e 
Dfqg~Lx Zxi wPý n‡e| 

■   GLb gvD‡mi evg †evZvg †P‡c a‡i Qwei †fZ‡ii w`‡K wb‡Z _vK‡j Qwei mvBR wPKb n‡e Ges evwn‡ii 
w`‡K w`‡Z _vK‡j Qwe †gvUv n‡e| 

■   wm‡j± Kiv Qwei Dc‡ii ev wb‡Pi w`‡Ki e„‡Ë gvDm c‡q›Uvi Avb‡j GwU wbgœ I DaŸ©g~Lx Zxi wP‡ýi AvK…wZ 
aviY Ki‡e| GLb Dc‡ii w`‡K ev evwn‡ii w`‡K wb‡Z _vK‡j Qwei mvBR Dc‡ii w`‡K ev wb‡Pi w`‡K 
evo‡Z _vK‡e| Avi Qwei †fZ‡ii w`‡K wb‡Z _vK‡j Qwei AvK…wZ †fZ‡ii w`‡K †QvU n‡Z _vK‡e| 

3.26 †Uwej

GgGm Iqv‡W© Table wb‡`©k w`‡q WKz‡g‡›U wewfbœ ÷vB‡ji †Uwej ˆZwi Kiv hvq| †Uwe‡ji †jLv‡K mvwi Ges 
Kjv‡g Dc¯’vcb Kiv hvq| †Uwe‡ji Av‡iv myweav nj G‡Z mwbœ‡ewkZ †U·U‡K eY©µgvbymv‡i Ges msL¨vmg~n‡K 
msL¨vbyµwgK fv‡e mvRv‡bv hvq; MvwYwZK dg~©jv e¨envi K‡i msL¨vi K¨vjKz‡jkb Kiv hvq| IqvW© 2003 G 
wZbfv‡e †Uwej ˆZwi Kiv hvq| 
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†Uwej ‰Zwi Ki‡Z n‡j cÖ_‡gB w¯’i Ki‡Z n‡e †Uwe‡j KZwU mvwi Ges Kjvg n‡e| Gevi Pjyb Avgiv 4 Kjvg 
Ges 5 mvwi wewkó †Uwej ˆZwi Kwi:

•    Table †gby‡Z wK¬K Ki“b| 
•    Insert -> Table G wK¬K Ki“b| (IqvW© 2003 G Insert -> Table… wb‡`©k w`‡Z n‡e)|
•    c`v©q wb‡gœi Insert Table  DB‡Ûv Avm‡e|

•   †h‡nZz Avgiv 4 Kjvg wewkó †Uwej PvB Number of  Coulums: e‡· 4 UvBc Ki“b A_ev K‡¤^ve‡·i Avc 
A_ev WvDb G¨v‡iv Kx-†Z wK¬K K‡i K‡i 4 Avbyb| wVK GKBfv‡e Number of  Rows: G 5 emvb| 

•    Ok evU‡b wK¬K Ki‡j c`v©q wb‡gœi †Uwej Avm‡e| 

   
   

   

   
   

3.27 †Uwe‡ji wfZi †jLv 

†Uwe‡ji †h Cell-G wjL‡Z n‡e Bbmvm©b c‡q›Uvi wK¬K K‡i †mB Cell-G Kvm©i ¯’vcb Ki‡Z n‡e| Zvici †jLv 
UvBc Ki‡Z n‡e| UvBc Kivi mgq mvaviY wbq‡gB A¶‡ii AvKvi, AvK…wZ wVK K‡i wb‡Z n‡e| Gfv‡e †h †Kvb 
Cell-G †jLv hv‡e| †h †Kvb Cell-G UvBc Kivi mgq welqe¯‘ `xN© n‡j Zv H N‡ii wbw`©ó GjvKvi g‡a¨B RvqMv 
K‡i wb‡Z n‡e| GKwUi ci GKwU K‡i jvBb †e‡o hvIqvi m‡½ m‡½ NiwUI wb‡Pi w`‡K evo‡Z _vK‡e|

3.28 wewfbœ †mj, mvwi I Kjv‡g hvIqv 

UvBc Kivi mgq wewfbœ †mj, mvwi ev Kjv‡g KvR Kivi cª‡qvRb n‡Z cv‡i| wbgœwjwLZ c×wZ‡Z wewfbœ †mj, mvwi 
ev Kjv‡g hvIqv hvq:

1. GK †mj †_‡K cieZx© †m‡j hvIqvi Rb¨ Kx-‡ev‡W©i U¨ve Kx Pvc‡Z n‡e|
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2.  Kvm©i hw` GKwU mvwii me©‡kl N‡i _v‡K, Z‡e U¨ve Kx Pvc‡j Kvm©i wVK Zvi wb‡Pi mvwii cÖ_g N‡i 
wM‡q em‡e|

3.  Kx-‡ev‡W©i wkdU Kx †P‡c †i‡L U¨ve Kx-‡Z Pvc w`‡j Kvm©i wVK Zvi evg cv‡k N‡i P‡j hv‡e| Kvm©i 
hw` GKwU mvwii cÖ_g N‡i _v‡K, Zvn‡j wkdU Kx †P‡c U¨ve Kx‡Z Pvc w`‡j Kvm©i wVK Dc‡ii mvwii 
me©‡kl N‡i wM‡q em‡e|

3.29 mvwi gy‡Q †djv

1. †h Row A_ev Row-¸‡jv gyQ‡Z PvB Zv cÖ_‡g nvBjvBU Ki‡Z n‡e hv wb‡gœi wP‡Î †`Lv‡bv nj|

   
   
†gbyev‡ii Table †gby‡Z wK¬K Ki‡Z n‡e| Zvici 

2.  Pull Down Menu ‡_‡K Delete -> Rows Ackb wK¬K Ki‡Z n‡e hv wb‡gœi wP‡Î †`Lv‡bv nj|

3.30 Kjvg gy‡Q †djv

1. †h Column A_ev Column ¸‡jv gyQ‡Z PvB cÖ_‡g Zv nvBjvBU Ki‡Z n‡e hv wb‡gœi wP‡Î †`Lv‡bv nj|

2.  †gbyev‡ii Table Menu †Z wK¬K Ki‡Z n‡e|
3. Pull Down Menu ‡_‡K Delete -> Columns Ackb wK¬K Ki‡Z n‡e|

3.31 mvwii msL¨v evov‡bv

1. †Uwe‡j mvwii msL¨v evov‡Z PvB‡j mvwi ¸‡jv nvBjvBU Ki‡Z n‡e|

 

Insert Row/ColumnDelete Row/Column
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2. Table Menu †Z wK¬K Ki‡Z n‡e|
3. Pull Down Menu †_‡K Insert Rows Menu †Z wK¬K Ki‡Z n‡e|

   
   
   

   

3.32 Kjv‡gi msL¨v evov‡bv

1. Column/Column ¸‡jv nvBjvBU Ki‡Z n‡e|

2. Table †gbyev‡ii ‡gby‡Z wK¬K Ki‡Z n‡e|
3. Pull Down Menu †_‡K Insert Columns Menu †Z wK¬K Ki‡Z n‡e|

   

3.33 †mj gvR© Kiv

1. †h Cell ¸‡jv Merge Ki‡Z PvB Zv nvBjvBU Ki‡Z n‡e|

2. Table Menu ‡Z wK¬K Ki‡Z n‡e|
3. Pull Down Menu ‡_‡K Cell Merges Menu †Z wK¬K Ki‡Z n‡e|
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3.34 †mj wef³ Kiv

1. †h Cell Split Ki‡Z PvB Zv nvBjvBU Ki‡Z n‡e|
2. Table Menu ‡Z wK¬K Ki‡Z n‡e|
3. Split Cell Menu ‡Z wK¬K Ki‡Z n‡e|

•   Number of  Coulums: e‡· 3 UvBc Ki“b A_ev evU‡b 
wK¬K K‡i K‡i 3 Avbyb| wVK GKBfv‡e Number of  

Rows: G 2 emvb| 
•   Ok evU‡b wK¬K Ki‡Z n‡e | 

3.35 mvwi Ges Kjv‡gi D”PZv evov‡bv/Kgv‡bv

†h Row Gi D”PZv evov‡Z PvB †mB Row †Z Cursor †i‡L Kx-‡ev‡W©i Enter Kx Pvc‡Z n‡e|

Kjv‡gi cÖ¯’ evov‡bv/Kgv‡bv:

1.   †h Kjv‡gi cÖ¯— evov‡Z ev Kgv‡Z PvB †mB wMÖWjvB‡bi Dci gvDm c‡q›Uvi ¯’vcb Ki‡j gvDm  c‡q›Uvi 
wØgyLx Zx‡i iƒcvš—wiZ n‡e|

2. ZLb gvD‡mi evg evU‡b wK¬K K‡i WªvM Ki‡j Kjv‡gi cÖ¯’ evov‡bv/Kgv‡bv hvq|

3.36 Abykxjbx 

wb‡Pi dig¸‡jv UvBc K‡i †mf Ki“b|

wMÖWjvBb
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wc.Avi.we 280 †gvZv‡eK Rã ZvwjKv cÖ¯‘Z Kiv nq| Rã ZvwjKv cÖ¯‘Z Kwievi mgq †h welq D³ ZvwjKvq 

wjwce× Kiv nq Zvnv wb‡gœ D‡j-L Kiv nBj hvnvi we.wc dig bs-44 evsjv ‡`k dig bs-5276 R ã ZvwjKv 

Kvtwet AvB‡bi 102, 103, 165, 166 aviv Abymv‡i cÖ¯‘Z Kiv nq|

_vbvi bvg I gvgjv bs...............................................ZvwiL I aviv..................................................

1)      ZvwiL I mgq............................................................................................................

2)      hvnvi evox Zj-vkx Kiv nB‡e Zvnvi bvg I wVKvbv...........................................................

      .............................................................................................................................

3)      mv¶xi bvg wVKvbv:   K)..........................................................................................

    L) ..............................................................................................

4)      mv¶x‡`i ¯^v¶i I ZvwiL...............................................................................................

5)      †h e¨w³i `ªe¨vw` Rã Kiv nBj Zvnvi ¯^v¶i I ZvwiL..........................................................

6)      Avmvgxi ¯^v¶i ..........................................................................................................

7)      Rã ZvwjKv cÖ¯‘ZKvix Awdmv‡ii gš—e¨............................................................................

cÖ¯‘ZKvix Awdmv‡ii ¯^v¶i I

ZvwiL ......................... _vbvi bvg ...........................

cÖ‡Z¨K `ªe¨vw`i

µwgK bs

Avjv`vfv‡e

w`‡Z n‡e|

cÖ‡Z¨K `ªe¨vw`i

eY©bv D‡j-L Kwi‡Z

nB‡e|

†h ¯’vb nB‡Z

`ªe¨vw` Rã Kiv

nB‡e ZvnviI wbfy©j

eY©bv w`‡Z nB‡e|

hvnvi evox‡Z hvnvi

`Lj nB‡Z `ªe¨vw`

Rã Kiv nB‡e

Zvnvi bvg I wVKvbv|

gšÍe¨, GB N‡i RãK…Z

gv‡ji ZvwjKv Ges

`ªe¨vw` wK Ae¯’vq Rã

Kiv nBqv‡Q Zvnvi eY©bv

Kwi‡Z nB‡e|
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we,wc dig bs-65
evsjv‡`k dig bs-5365

mvaviY WvBix ewn
[wbqš¿Y bs-377]

ZvwiL Bb‡c±i mve-BÝ‡c±i

weeiY

mnKvix mve-BÝ‡c±i cvjvµwgK cvnviviZ KÝ‡Uej
 †nW KÝ‡Uej

evtmtgyt-2003/04-10025Gd-20,000eB,(gy`ªYv‡`k-5/01)2004|
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we.wc. dig bs-27
evsjv‡`k dig bs-5356

cÖv_wgK Z_¨ weeiYx
(wbqš¿Y bs-243)

_vbvq †ckK…Z †dŠR`vix weavb †Kv‡li 154 avivq aZ©e¨ Aciva msµvš— cÖv_wgK Z_¨

_vbv.............................................................................. †Rjv..........................................................
bs................................................................................ NUbvi ZvwiL I mgq...................................... 

we: `ª: cÖv_wgK Z_¨ Aek¨B msev``vZvi ¯^v¶i A_ev wUcmwn m¤^wjZ Ges wjwce× Awdmvi KZ…©K mZ¨vwqZ nB‡Z nB‡e|

(cÖv_wgK Z_¨ wb‡gœ wjwce× Kwi‡Z nB‡e|)

¯^v¶i ..............................................................

c`gh©v`v .........................................................

†bvU : Z‡_¨i cv`‡`‡ki msev` `vZvi ¯^v¶i A_ev wUcmwn _vwK‡Z nB‡e|

†ck Kivi ZvwiL I mgq

msev``vZv Ges
Awf‡hvMKvixi bvg I

evm¯’vb I wVKvbv

Avmvgxi bvg I
evm¯’vb/wVKvbv|

Aciva Ges
jywÚZ `ªe¨vw`i
msw¶ß weeiY

Z`šÍ Pvjbvi
Kg©ZrciZv Ges
wej‡¤^ Z_¨ †iKW©
Kivi ˆKwdqZ|

gvgjvi djvdj|

NUbvi ¯’vb, _vbv nB‡Z `~iZ¡ I w`K Ges
`vwqZ¡vaxb GjvKv bs

_vbv nB‡Z †cÖi‡Yi ZvwiL
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`yðwiÎ ZvwjKv 
L-dig -- †Kvb m‡›`n RbK AcwiwP‡Zi AvMgb m¤ú‡K© wi‡cvU© w`evi ZvwjKv

1) _vbv:.........................................................................................................................................

2) †Rjv: .......................................................................................................................................

3) ZvwjKvi µwgK bs: .....................................................................................................................

4) AcwiwPZ AvMš‘‡Ki bvg, esk, †MvÎ, †ckv I wbevm Ges ZrKZ…©K ¯^xK…Z c~e©eZx© †Kvb Aciva:.......................

5) eY©bvgj~K wPý:............................................................................................................................

6) Zvnvi AvPiY I mn‡hvMx‡`i Leimn †h MÖv‡g Ges †h e¨w³i ms‡½ †m Ae¯’vb Kwi‡Z‡Q Zvnvi bvg:

7) AvMg‡bi ZvwiL:..........................................................................................................................

8) †h _vbv Ges MÖvg nB‡Z Avwmqv‡Q ewjqv e‡j Zvnvi bvg:.......................................................................

9) †h Zvwi‡L †m Zvnvi MÖvg Z¨vM Kwiqv‡Q ewjqv e‡j:.............................................................................

10)  wi‡cv‡U©i bvgmn AvMš‘‡Ki ZvwiL I mgq:........................................................................................

11) AvMš‘K Zvnvi evox‡Z ev Ab¨Î wdwiqv hvB‡Z‡Q:.................................................................................

12) GB ZvwjKv †cÖi‡Yi ZvwiL I mgq Ges †jvK gvidZ wK WvK‡hv‡M cvVv‡bv nBqv‡Q:.....................................

¯^v¶i:..............................................................................................................................................

c‡`i bvg:........................................................................................................................................

ZvwiL:............................................................................................................................................

†bvU: Z‡_¨i cv`‡`‡ki msev` `vZvi ¯^v¶i A_ev wUcmwn _vwK‡Z nB‡e|
evtmtgyt-99/2000-10012Gd-5,000eB, 1999|

3.39
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we.wc dig bs-38
evsjv‡`k dig bs-5363

†dŠR`vix weavb †Kv‡li 172 aviv Abyhvqx †Km Wv‡qix
wbqš¿Y bs-264

_vbv:..............................................................................., †Rjv:.......................................................

cÖv_wgK Z_¨ bs:........................................, Zvs............................., aviv:.............................................

Awf‡hvMKvixi bvg:.............................................................................................................................

†Km WvBixi bs..............................................................................., Zvs.............................................

WvBixi †kl
mgx‡c cvVv‡bv nB‡e............................................................................................................................

nB‡Z (¯’vb) .....................................................................................................................................

mgq................................................................................................................................................

wKfv‡e †cÖwiZ nB‡e............................................................................................................................

3.40

†MÖßviK…Z Ges Av`vj‡Z mgwc©Z Avmvgxi bvg

Bb‡Kvqvixi weeiY
wjwce×Ki‡Yi bs

I mgq
wjwce× Ki‡Yi

¯’vb
wjwce×Ki‡Yi

mvivsk

†MÖßviK…Z Ges Rvwg‡b gyw³cÖvß
Avmvgxi bvg

cjvZK

¯^v¶i...................................................

cywjk mve-BÝ‡c±iGZØviv 161 avivg‡Z M„nxZ wee„wZ nBj

µwgK bs bvg wcZvi bvg wVKvbv
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4.1 GgGm G‡·j wK?

Excel k‡ãi AvwfavwbK A_© nj †kªôZi nIqv| ¸Y, K„wZZ¡ cÖfwZ‡Z †kªôZi ev DrK…ôZi nIqv| wek¦L¨vZ 

gvB‡µvmd&U K‡cv©‡ikb K…Z©K ˆZwiK…Z G †cÖvMÖvgwU GKB mv‡_ A‡bK mgm¨vi mgvav‡b Ab¨vb¨ A‡bK †cÖvMÖvg 

†_‡K †kªôZi| ZvB Gi bvg h_v©_ n‡q‡Q| DB‡ÛvR wfwËK G A¨vwc-‡Kkb †cªvMÖvgwUi mvnv‡h¨ RwUj MvwYwZK 

cwiMYbv, Z_¨ e¨e¯’vcbv Ges Z_¨‡K AvK©lYxq K‡i Dc¯’vcbvq wbLyuZ fv‡e PvU© ev MÖvd ˆZwi Kiv BZ¨vw` QvovI 

AviI A‡bK RwUj KvR‡K AwZ mn‡R m¤úv`b Kiv hvq|

4.2 IqvK©kxU wK?

mywekvj †¯cÖWkx‡Ui †h As‡k KvR Kiv nq Zv‡K IqvK©kxU ejv nq| g~jZt †¯cÖWkxUB nj IqvK©kxU| GKwU 

LvZvq †hgb K‡qKwU c„ôvq †jLv hvq G‡·‡jI †Zgwb wfbœ wfbœ IqvK©kxU Ly‡j Zv‡Z KvR Kiv hvq|

4.3 IqvK©eyK wK?

G‡·‡ji †¯cÖWkx‡U wewfbœ Z_¨ mwbœ‡ewkZ K‡i Zv we‡k-lY ev cwiMYbv Kiv nq| KvR Kivi ci fwel¨‡Z 

e¨env‡ii Rb¨ wW‡¯‹ †h †Kvb bv‡g msi¶Y Kiv hvq| msiw¶Z †¯cÖWkxU‡K dvBj ev IqvK©eyK ejv nq| GKwU 

IqvK©ey‡K GKvwaK IqvK©kxU _vK‡Z cv‡i|

4.4 gvB‡µvmd&U G‡·j Pvjy Kiv

1.   Kw¤úDUvi Pvjy K‡i †W¯‹U‡c Avm‡Z n‡e|

2.   Start evU‡b wK¬K Ki‡Z n‡e| Start evU‡b wK¬K Kivi ci evU‡bi Dc‡ii w`‡K GKwU †gby Avm‡e|

3.   †gby †_‡K Programs wm‡j± Ki‡Z n‡e| Programs †gby wm‡j± Kivi ci Gi Aax‡b wewfbœ †cÖvMÖv‡gi ZvwjKv 

wewkó mve- ‡gbyy †`Lv hv‡e|

4.   mve- ‡gby †_‡K Microsoft Offce Excel- G wK¬K Ki‡Z n‡e|

†hgb: -  wK¬K Start -> Programs -> Microsoft Office -> Microsoft Office Excel 2003 ‡gby Ackb|
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MS-Excel Pvjy Kivi ci wb‡gœi DB‡ÛvwU c`v©q †`Lv hv‡e|

4.5 GgGm G‡·j Gi wewfbœ As‡ki eY©bv wb‡gœ †`Iqv nj 

4.5.1 UvB‡Uj evi 

Excel DB‡Ûvi me‡P‡q Dc‡ii jvBbwU †hLv‡b Microsoft Excel – Book1 †jLv Av‡Q Zv‡K ejv nq Title Bar. A_©vr 

UvB‡Uj ev‡i memgq Gwc-‡Kk‡bi bvg Ges eZ©gv‡b †Kvb& dvBjwU I‡cb Av‡Q Zvi bvg wjLv _v‡K|

4.5.2 †gby evi 

Title Bar Gi bx‡P File, View, Insert, Format, Tools, Data, Windows, Help bvgK bqwU †gby m¤^wjZ jvBbwU‡K ejv 

nq Menu Bar. GB †gby ev‡i Aew¯’Z wewfbœ Ackb e¨envi K‡i G‡·j kx‡Ui wewfbœ KvR m¤úbœ Ki‡Z nq| Avevi 

cÖwZwU †gbyi Aax‡b Ackb mg~‡ni Dcw¯’wZ m¤^wjZ †gbyi bvg Pull Down †gby| Pull Down †gby‡Z mswk-ó Kv‡Ri KgvÛ 

mg~n _v‡K|

4.5.3 Uzj evi 

†gbyev‡ii wb‡P wewfbœ AvBKb m¤^wjZ jvBb¸wj‡K Tool Bar ejv nq| †gby †_‡K †h mg¯— KvR Kiv hvq †m¸‡jvi AwaKvsk 

KvR Tool Bar Gi wewfbœ AvBK‡bi mvnv‡h¨ Lye mn‡R Kiv hvq|

4.5.4 dg~©jv evi

Tool Bar -Gi wb ‡P j¤^v GKwU evi i‡q‡Q †hwU `ywU As‡k wef³| GB eviwU‡K Formula Bar ejv nq| dg~©jvev‡ii 

evgw`‡Ki 1g Ask †hLv‡b †mj A¨v‡Wªm cÖ`wk©Z nq †mB Ask‡K Name Box ejv nq| Kvm©i hLb †h †m‡j Ae¯’vb K‡i 

†mB †m‡ji G‡Wªm Name Box-G cÖ`wk©Z nq|

Rows

Formula Bar

Work Sheet

Columns

Horizontal Scroll Bar
Sheet Tab

Cel

 

Menu Bar

Tool Bar

Status Bar

Vertical Scroll Bar
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4.5.5 IqvK©kxU 

A‡bK¸‡jv mvwi Ges Kjv‡gi mgš^‡q ˆZwi wekvj †h As‡k KvR Kiv nq Zv‡K e‡j IqvK©kxU| A‡bK¸‡jv 

IqvK©kxU wg‡j ˆZwi nq IqvK©eyK|

4.5.6 Kjvg 

evg †_‡K Wvbw`‡K P‡j Avmv A, B, C cÖf„wZ eY©gvjv wPwýZ Ni¸‡jv n‡”Q Kjvg| GKwU IqvK©kx‡U †gvU 256wU 

Kjvg i‡q‡Q|

4.5.7 mvwi 

Dci †_‡K wb‡Pi w`‡Ki P‡j hvIqv 1, 2, 3 cÖf„wZ msL¨v w`‡q wPwýZ Ni¸‡jv n‡”Q mvwi| GKwU IqvK©kx‡U †gvU 

65,536wU mvwi i‡q‡Q|

4.5.8 †mj 

mvwi I Kjv‡gi ci¯úi †Q‡` ˆZwiK…Z †QvU †QvU AvqvZvKvi NiB n‡”Q †mj| GB †m‡ji mvBR cÖ‡qvRbvbymv‡i 

†QvU Ges eo Kiv hvq hv Avgiv cieZ©x‡Z wkLe|

4.5.9 Avbyf~wgK Ges Dj-w¤^K †¯Œvj evi 

A‡bK eo WKz‡g‡›U KvR Kivi mgq c`v©q me †`Lv hvq bv| cÖ‡qvRb Abyhvqx `ª“Z WKz‡g‡›Ui †h †Kvb Ask c`v©q 

cÖ`k©‡bi myweav‡_© c`v©i Wvbw`‡K Vertical Scroll Bar Ges c`v©i wb‡P Horizontal Scroll Bar i‡q‡Q| Vertical 

Scroll Bar Gi Dc‡i I wb‡P Ges Horizontal Scroll Bar Gi Wv‡b I ev‡g `yBwU A¨v‡iv evUb _v‡K| Vertical 

Scroll Bar Gi Dc‡i I wb‡P Aew¯’Z A¨v‡iv evU‡b gvDm c‡q›Uvi wK¬K K‡i c`v©i Dc‡i Ges wb‡P B”QvgZ hvIqv 

hvq| Abiƒcfv‡e Horizontal Scroll Bar Gi Wv‡b I ev‡g Aew¯’Z A¨v‡iv evU‡b gvDm c‡q›Uvi wK¬K K‡i c`v©i 

ev‡g Ges Wv‡b B”QvgZ hvIqv hvq|

4.5.10 ÷¨vUvm evi 

IqvK©eyK DB‡Ûvi me©wbgœ Uv¯‹ev‡ii Dc‡ii evi‡K Status Bar e‡j| Status Bar Gi evg As‡k Ready †jLv 

Ae¯’vq WvUv Gw›Uª Ki‡Z nq| †Kvb †jLv Edit Kivi mgq Status ev‡i Edit †jLv Avm‡e|

4.5.11 IqvK©kxU U¨ve 

IqvK©eyK DB‡Ûvi wb‡P evgw`‡K IqvK©kxU U¨ve _v‡K| GKwU IqvK©ey‡K mvavibZt wZbwU IqvK©kxU (Sheet1, 

Sheet2, Sheet3) bv‡g _v‡K| me kx‡Ui bvg kxU U¨v‡e _v‡K| †h bv‡gi kxU U¨v‡e wK¬K Kiv n‡e †m kxUwU 

A¨vKwUf n‡e| GB IqvK©kx‡Ui bvg B”Qvbyhvqx cwieZ©b Kiv hvq Ges cÖ‡qvRbvbymv‡i Avi bZyb bZzb kxU 

IqvK©ey‡K BbmvU© Kiv hvq hv Avgiv c‡i wkLe|

4.6 GgGm G‡·‡j cÖv_wgK wKQy KvR

GgGm G‡·‡j KvR Ki‡Z n‡j cÖ_‡gB Avgv‡`i Rvb‡Z n‡e wKfv‡e IqvK©kx‡U WvUv Gw›Uª Ki‡Z nq| GB WvUv 

mvswL¨K n‡Z cv‡i Avevi †UK÷I n‡Z cv‡i| IqvK©kxU wKfv‡e dig¨vU Ki‡Z nq ZvI Rvb‡Z n‡e| †UK‡÷i 

mvBR Abymv‡i wKfv‡e †m‡ji mvBR †QvU eo Kiv nq ZvI Rvb‡Z n‡e| m‡e©vcwi GKwU IqvK©kxU dig¨vU K‡i 

Zv wKfv‡e wcÖ›U Kiv hvq Zv Avgv‡`i Rvb‡Z n‡e| Gme cÖv_wgK welq Rvbvi Rb¨ Avgv‡`i wb‡gœv³ welq¸‡jv 

fvjfv‡e Rvb‡Z n‡e Ges G¸‡jv Abykxjb Ki‡Z n‡e|
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eZ©gv‡b A1 †mjwU wm‡j± Ae ’̄vq Av‡Q,

A_©vr GLb †Kvb wKQy UvBc Ki‡j Zv GB A1

†m‡j em‡e|  

Name GB †jLvwU A1 †m‡j em‡e Ges 

A2 †mj ¯^qswµqfv‡e wm‡j± n‡q hv‡e|  

4.6.1 WvUv Gw›Uª Kiv 

■       †h †m‡j WvUv Gw›Uª Ki‡Z PvB cÖ_‡g †mB †mjwU wm‡j± Ki‡Z n‡e|

aiv hvK GLv‡b Name GB †UK÷ UvBc K‡i Enter †cÖm Kiv nj Zvn‡j Dc‡i cÖ`wk©Z wPÎwU wbgœiƒc 

n‡e|

Dc‡i †`qv wbqg Abymv‡i IqvK©kx‡U WvUv Gw›Uªi KvR m¤úbœ Ki‡Z n‡e| 

■    ZvwiL †jLvi mgq nvB‡db (Ñ) ev ¯-¨vk (/) 

Zvwi‡Li Ask‡K c„_K Kivi Rb¨ wjL‡Z n‡e| 

†hgb: 24/12/1976 hv cv‡ki wP‡Î †`Lv‡bv 

nj| 

■    Kx‡evW© †_‡K A¶i UvBc K‡i Gw›Uª Ki‡j Text 

ev‡g A¨vjvBb n‡e Ges msL¨v Wvb A¨vjvBb 

n‡e hv cv‡ki wP‡Î †`Lv‡bv nj| 

■      hw` k~b¨ c~‡e© †i‡L cÖ`k©b Kivi cÖ‡qvRb nq 

Zvn‡j Av‡M Apostrophe ( ‘ ) wPý UvBc K‡i 

Zvici k~b¨mn msL¨v wjL‡Z n‡e| G‡¶‡Î 

msL¨vwU †U·U wn‡m‡e MY¨ n‡e Ges evg 

A¨vj¨vBb n‡e hv cv‡ki wP‡Î †`Lv‡bv nj|

■      IqvK©kx‡Ui wbw`©ó Gwiqvq mvaviYfv‡e Kx‡evW© 

†_‡K ïay UvBc Ki‡j Zv wK dig¨v‡U n‡e Zv 

Format †gbyi Cells G wK¬K Ki‡j wewfbœ 

Ackb U¨v‡e wK¬K K‡i †h Ackb wbev©Pb Kiv n‡e †jLv ¯^qswµqfv‡e †m dig¨v‡Ui n‡e|
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4.6.2 IqvK©kxU ˆZwi 

MS-Excel e¨envi K‡i wbgœiƒc GKwU IqvK©kxU ˆZwi Kiv †h‡Z cv‡i| cÖ_gw`‡K GiKg GKwU IqvK©kxU 

ˆZix Kivi mgq Bb÷ªv±‡ii mvnvh¨ †bqv †h‡Z cv‡i| wbgœiƒc ai‡bi IqvK©kxU Avgv‡`i cÖvqkB ˆZix 

Ki‡Z n‡Z cv‡i| 

Kx‡ev‡W©i gva¨‡g WvUv Gw›Uª K‡i Dc‡iv³ IqvK©kxUwU ˆZwi Kiv †h‡Z cv‡i| D‡j-L¨ †h Dc‡i ewY©Z 

IqvK©kx‡U 20 b¤^i mvwi‡Z †gvU GB †hv‡Mi KvRwU G‡·j dig~jv e¨envi K‡i Kiv n‡q‡Q hv Avgiv 

cieZ©x †mKk‡b Av‡jvPbv Kie|

4.7 dvBj msi¶Y Kiv 

Dc‡i ˆZix Kiv IqvK©kxU (dvBj) GLb 

nvW©wW‡¯‹ msi¶Y (†mBf) K‡i ivL‡Z PvB hv‡Z 

cieZ©x‡Z Avgiv cÖ‡qvRbvbymv‡i e¨envi Ki‡Z 

cvwi| GB KvR Kivi Rb¨ wb‡gœi avc¸‡jv 

AbymiY Ki‡Z n‡e|

1.   †gbyevi †_‡K File Ackb wK¬K Ki‡Z n‡e|

2. cyjWvDb †gby †_‡K Save Ackb wK¬K 

Ki‡Z n‡e| Save Ackb wK¬K Kivi ci 

c`v©q GKwU WvqvjM e· †`Lv hv‡e hv 

cv‡k †`qv nj|

3. WvqvjM e‡·i File Name: †U·Ue‡· 

dvB‡ji bvg UvBc Ki‡Z n‡e, †h bv‡g dvBjwU msi¶Y Ki‡Z PvB|

4.  Zvici Save evU‡b wK¬K Ki‡Z n‡e|
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4.8 Kvm©i/†mj c‡q›Uvi ¯’vbvš—i 

IqvK©kx‡Ui wewfbœ As‡k wM‡q WvUv Gw›Uª Kiv ev Edit Kivi Rb¨ Kvm©i ev c‡q›Uvi ¯’vbvš—i Ki‡Z nq| 

Kvm©i ev c‡q›Uvi wewfbœfv‡e ¯’vbvš—i Kiv †h‡Z cv‡i| †hgb Kx‡evW© Ges gvD‡mi mvnv‡h¨| Kx‡ev‡W©i 

mvnv‡h¨ Kvm©i ¯’vbvš—‡ii wewfbœ wb‡`©k wb‡gœi mviYx‡Z eY©bv Kiv nj:

4.9 IqvK©kx‡Ui wewfbœ Ask e-K Kiv

IqvK©kx‡Ui wewfbœ As‡ki †jLv dig¨vU Kiv, Kwc Kiv, gyf Kiv BZ¨vw` AviI A‡bK Kv‡R †jLv e-K Kiv ev 

wbev©Pb Kivi cÖ‡qvRb nq| GB wbe©vPb Kivi KvR wewfbœfv‡e m¤úbœ Kiv hvq hv wb‡gœ ewY©Z nj|

•    wbw`©ó Ask e-K Kiv --  gvD‡mi mvnv‡h¨ wK¬K Ges Wª¨vM K‡i IqvK©kx‡Ui wbw`©ó Ask e-K Kiv hvq| GB 

c×wZ‡Z †h Ask‡K e-K Ki‡Z PvB 

cÖ_‡g gvDm c‡q›Uvi‡K H As‡ki 

Dc‡ii me© evgw`‡Ki †m‡j wb‡q 

gvDm evUb wK¬K Ki‡Z n‡e Ges 

gvDm evUb‡K †P‡c a‡iB D³ As‡ki 

wb‡gœi Wvbw`‡Ki †m‡j wb‡q gvDm 

evUb †Q‡o w`‡Z n‡e Zvn‡jB D³ 

Ask e-K n‡q hv‡e| wbw`©ó Ask e-K 

Kiv GiKg GKwU bgybv cv‡k †`qv 

nj|

wb‡`©k w`‡Z n‡e d‡j Kvm©i/†mj c‡q›Uvi ¯’vbvš—wiZ n‡e

 Wvb w`‡Ki †m‡j hv‡e|

 evg w`‡Ki †m‡j hv‡e|

 wb‡Pi †m‡j hv‡e|

 Dc‡ii †m‡j hv‡e|

Tab Wvb w`‡Ki †m‡j hv‡e|

Shift +Tab evg w`‡Ki †m‡j hv‡e|

Page Down GK c„ôv wb‡P hv‡e|

Page Up GK c„ôv Dc‡i hv‡e|

Ctrl + Home WKz‡g‡›Ui ïi“‡Z hv‡e|

Ctrl + End WKz‡g‡›Ui †k‡l hv‡e|

Home cÖ_g Kjv‡g () Avm‡e|

End + ‡kl Kjv‡g Avm‡e|

Ctrl + Home 1g mvwi‡Z Avm‡e|

Ctrl + End/End + me©‡kl mvwi‡Z Avm‡e|
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A_ev Kx‡ev‡W©i Kvm©i gyf‡g›U Kx Gi mvnv‡h¨I IqvK©kx‡Ui wbw`©ó Ask e-K Kiv hvq| GB c×wZ‡ZI H 

GKBfv‡e †h Ask‡K e-K Ki‡Z PvB cÖ_‡g Kvm©i‡K Kvm©i gyf‡g›U Kx Gi mvnv‡h¨ H As‡ki Dc‡ii me© 

evgw`‡Ki †m‡j wb‡Z n‡e, Zvici wkdU Kx †P‡c a‡i Kvm©i‡K Kvm©i gyf‡g›U Kx Gi mvnv‡h¨ D³ 

As‡ki wb‡gœi Wvbw`‡Ki †m‡j wb‡q wkdU Kx Ges Kvm©i gyf‡g›U Kx †Q‡o w`‡Z n‡e Zvn‡jB D³ Ask 

e-K n‡q hv‡e|

•    m¤ú~Y© Kjv‡g wm‡j± Kiv -- †h KjvgwU wm‡j± Ki‡Z n‡e †mB Kjv‡gi bv‡gi Dci gvDm c‡q›Uvi wb‡q 

wK¬K Ki‡Z n‡e| G iKg GKwU bgybv DB‡Ûv wb‡gœ †`Lv‡bv nj| GLv‡b B KjvgwU wm‡j± †`Lv‡bv 

n‡q‡Q|

•   m¤ú~Y© mvwi wm‡j± Kiv -- †h mvwi wm‡j± Ki‡Z n‡e gvDm c‡q›Uvi †mB mvwii bv‡gi Dci wb‡q wK¬K Ki‡Z 

n‡e|| G iKg GKwU bgybv DB‡Ûv wb‡gœ †`Lv‡bv nj| GLv‡b 7 b¤^i mvwiwU wm‡j± †`Lv‡bv n‡q‡Q|

gvDm c‡q›Uvi GLv‡b wb‡q 

wM‡q wK¬K Ki‡Z n‡e| 

gvDm c‡q›Uvi GLv‡b wb‡q wM‡q 

wK¬K Ki‡Z n‡e| 
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•    m¤ú~Y© IqvK©kxU wm‡j± Kiv -- IqvK©kx‡Ui evgw`‡Ki Dc‡ii KY©vi evU‡b wK¬K K‡i A_ev Ctrl+A Kx-
Øq †P‡c m¤ú~Y© IqvK©kxU wm‡j± Kiv hv‡e hv wb‡gœi wP‡Î †`Lv‡bv nj|

4.10 WvUv gyf Kiv

IqvK©kx‡Ui †h As†ki WvUv g~f Ki‡Z PvB cÖ_‡g D³ Ask‡K wm‡j± Ki‡Z n‡e Zvici gvDm c‡q›Uvi 
Selected As‡ki †k‡l wb‡Z n‡e Zvn‡j gvDm c‡q›Uvi cwiewZ©Z n‡q PviUv †n‡Wi gZ n‡e| Gevi 
gvD‡mi evg evUb wK¬K K‡i gvDm Wª¨vM K‡i Ab¨ †h RvqMvq WvUv wb‡Z PvB †mLv‡b †Q‡o w`‡j WvUv¸‡jv 
†mLv‡b ¯’vbvš—wiZ n‡e|

4.11 gvR© Ges †m›Uvi †mj

wb‡gœi wPÎwU j¶¨ Ki‡j †`Lv hv‡e †h Yearly Crime Statistics Ges (Number of  registered cases from 

2002 to 2006) GB `ywU †UK÷ A †_‡K G GB 7wU Kjv‡gi g‡a¨ gvS eivei Av‡Q| GB KvR Kivi Rb¨ 
cÖ_‡g 1 b¤^i mvwii A †_‡K G GB 7wU Kjvg wm‡j± Ki‡Z n‡e Zvici Uzjev‡ii (gvR© GÛ †m›Uvi) GB 
evUbwU       wK¬K Ki‡Z n‡e| Abyiƒcfv‡e 2 b¤^i mvwii KvRI m¤úbœ Ki‡Z n‡e|

gvDm c‡q›Uvi GLv‡b †i‡L 
wK¬K Ki‡Z n‡e A_ev 
Ctrl+A  Kx-Øq GKmv‡_ 
†cÖm Ki‡Z n‡e|
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4.12 bZzb Kjvg I bZzb mvwi †hvM Kiv
†h‡Kvb mgq ‰Zix Kiv IqvK©kx‡Ui g‡a¨ bZzb Kjvg I bZzb mvwi †hvM Kiv †h‡Z cv‡i| D`vniY¯^iƒc Dc‡i 

ˆZix Kiv IqvK©kx‡U 2002 mvj †_‡K 2006 mv‡ji µvBg WvUv Gw›Uª Kiv Av‡Q| GLb aiv hvK 2001 mv‡ji 

WvUv Gw›Uª Ki‡Z PvB| Zvn‡j B Ges C Kjv‡gi gv‡S bZzb GKwU Kjvg BbmvU© Ki‡Z n‡e| GB KvR Kivi Rb¨ 

cÖ_‡g C Kjvg wm‡j± Ki‡Z n‡e Zvici Insert †gby †_‡K Columns AckbwU wm‡j± Ki‡Z n‡e| GiKg GKwU 

bZzb Kjvg BbmvU© Kiv Ae¯’vi bgybv DB‡Ûv wb‡gœ †`Lv‡bv nj|

7 Ges 8 GB `ywU mvwii gv‡S bZzb GKwU mvwi BbmvU© Ki‡Z PvB| GB KvR Kivi Rb¨ cÖ_‡g 8 b¤^i mvwi wm‡j± 

Ki‡Z n‡e Zvici Insert †gby †_‡K Rows AckbwU wm‡j± Ki‡Z n‡e| GiKg GKwU bZzb Kjvg BbmvU© Kiv 

Ae¯’vi bgybv DB‡Ûv Dc‡i †`Lv‡bv nj|

4.13 Kjvg Gi we¯—vi †QvU eo Kiv 
†h Kjvg Gi cÖk¯—Zv cwieZ©b Ki‡Z PvB, †mB Kjv‡gi ms‡hvM ¯’v‡b Mouse wK¬K K‡i Drag Ki‡Z n‡e|

GB mvwiwU BbmvU© Kiv n‡q‡Q| 

GB KjvgwU BbmvU© Kiv n‡q‡Q| 

Kjv‡gi ms‡hvM ’̄vb 
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4.14 †iv Gi D”PZv evov‡bv 

†h †iv Gi D”PZv evov‡Z PvB †mB †iv Gi ms‡hvM ¯’v‡b Mouse wK¬K K‡i Drag Ki‡Z n‡e|

4.15 dg~©jv I MvwYwZK wPý mgyn

GgGm G‡·‡j MvwYwZK Kvh©vejx h_v -- †hvM, we‡qvM, ¸Yb, fvM, Avw_©K e¨e¯’vcbvi MvwYwZK Kvh©cÖYvjx, 
wÎ‡KvYwgwÎK dvskb BZ¨vw` AZ¨vš— m~Pvi“fv‡e m¤úbœ Kiv hvq| g~jZt Avgiv GLv‡b mvaviY †hvM, we‡qvM, ¸Yb, 
fvM Gi KvR¸‡jv †`Le hv wb‡gœ eY©bv Kiv nj| †hvM, we‡qvM, ¸Yb, fvM GB PviwU KvR Kivi Rb¨ †h MvwYwZK 
wPý mg~n e¨envi Kiv nq Zv wb‡gœi mviYx‡Z †`qv nj|

GgGm G‡·‡j Gi †Kvb †m‡j dg~©jv ev dvskb Gw›Uª Ki‡Z n‡j Aek¨B Zv GB = (mgvb wPý) w`‡q ïi“ Ki‡Z n‡e|

4.15.1 †hvM Kivi wbqg
       

aiv hvK Dc‡i cÖ`Ë IqvK©kx‡U H4 †m‡j C4, D4, E4, F4 Ges G4 †m‡j cÖ`Ë msL¨vi †hvMdj emv‡Z PvB| 
Zvn‡j cÖ_‡g H4 †mjwU wm‡j± K‡i wb‡Z n‡e Zvici †mLv‡b =(C4+D4+E4+F4+G4) wj‡L A_ev 
=SUM(C4..G4) wj‡L G›Uvi †cÖm Ki‡Z n‡e| Zvn‡jB †mLv‡b †hvMdjwU e‡m hv‡e|

wVK GKB ai‡bi KvR Ki‡Z n‡e H5, H6 Ges H7 †m‡j| GB KvRwU Lye mn‡RB Kiv hvq Zvnj H4 †mj‡K 
Kwc K‡i Zv H5, H6 Ges H7 †m‡j †c÷ Kiv| A_ev GB wZbwU †m‡ji cÖ‡Z¨KwU wm‡j± K‡i Avjv`v 
Avjv`vfv‡e Dc‡i ewY©Z †hvM Gi dg~©jv wj‡L G›Uvi w`‡Z n‡e|

†iv-Gi ms‡hvM ’̄vb 

MvwYwZK wPý mgyn
†hvM +
we‡qvM -
¸b *
fvM /
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4.15.2 we‡qvM Kivi wbqg

Dc‡i ewY©Z IqvK©kx‡U 2005 Ges 2006 mv‡j msNwUZ wewfbœ ai‡bi Aciv‡ai cwimsL¨vb h_vµ‡g C Ges D 
Kjv‡g †`qv n‡q‡Q| Gevi Avgiv †`L‡Z PvB 2005 mv‡ji Zzjbvq 2006 mv‡j Aciva †e‡o‡Q bv K‡g‡Q| GB 
KvR Kivi Rb¨ E Kjv‡g D Kjv‡g cÖ`Ë msL¨v †_‡K C Kjv‡g cÖ`Ë msL¨vi we‡qvMdj emv‡Z n‡e| cÖ_‡g E4 

Kjvg wm‡j± K‡i †mLv‡b =(D4-C4) wj‡L G›Uvi w`‡Z n‡e| Zvici GB dg~©jvwU Kwc K‡i E Kjv‡gi Aewkó 
†m‡j †c÷ Ki‡Z n‡e| 

4.15.3 ¸Y Kivi wbqg

Dc‡i ewY©Z IqvK©kx‡U E Kjv‡gi Total Price †ei Ki‡Z PvB| G‡¶‡Î E3 Kjvg wm‡j± K‡i =C3*D3 wj‡L 
G›Uvi w`‡Z n‡e| Zvici GB dg~©jvwU Kwc K‡i E Kjv‡gi Aewkó †m‡j †c÷ Ki‡Z n‡e|

4.16 dg~©jv
dg~©jv Gi msw¶ß iƒc n‡”Q dvskb| GKwU eo dg~©jv UvBc Ki‡Z mgq †ewk jv‡M Ges fyj nIqvi m¤¢vebvI †ewk 
_v‡K| †hgb --
      A1 ‡_‡K A9 chš—© WvUv ¸‡jv †hvM Ki‡Z n‡j dg~©jvwU n‡e|
      = A1+A2+A3+A4+A5+A6+A7+A8+A9+A10
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Dc‡ii dg~©jvwU SUM dvskb e¨envi K‡i ‡jLv hvq Ges Zv n‡e =SUM(A1:A10)

D`vniY¯^iƒc SUM dg~©jv e¨envi K‡i Total Salary †ei Kivi Rb¨ dg~©jv n‡e wbgœiƒc:

1.   gvDm c‡q›Uvi E11 †m‡j wb‡q wK¬K Ki‡Z n‡e|

2.   Total †ei Kivi Rb¨ E2 †mj †_‡K E10 †mj chš—© †hvM Ki‡Z n‡e| †mRb¨ dg~©jv n‡e =SUM(E2 : E10)

dg~©jvwU E11 †m‡j UvBc K‡i Enter Ki‡Z n‡e| Enter Ki‡j E11 †m‡j Total Salary †`Lv‡e| A_v©r Salary Gi 

†gvU †hvMdj †`Lv‡e|

dg~©jv e¨envi K‡i Modj †ei Kiv hvq hv wb‡gœ †`Lv‡bv nj|

•    gvDm c‡q›Uvi E12 †m‡j wb‡q wK¬K Ki‡Z n‡e|

•   Average †ei Kivi Rb¨ dg©~jv n‡e =Average(E2 : E10)| dg~©jvwU E12 †m‡j UvBc K‡i Enter Ki‡Z 

n‡e| Enter Ki‡j E12 †m‡j Average b¤^i †`Lv‡e| 

4.17 Abykxjbx

 

 
Minhaz Razi Manager Dhaka 30,000.00

Sazzad Hossain Coordinator Chittagong 22,000.00

Ferdousi Ara Faculty Chittagong 18,000.00

Gulshan Ara Administrator Dhaka 15,000.00

Ahmed Razi Executive Khulna 14,000.00

Abdul Hannan Faculty Khulna 14,000.00

Touhid Ahmed Executive Chittagong 13,000.00

Ali Ahmed Officer Dhaka 12,000.00

G. M. Salahuddin Officer Khulna 9,000.00

Name Designation Area Salary
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1. G‡·j (†¤cÖWkxU) †cÖvMÖvg e¨envi K‡i Dc‡ii IqvK©kxUwU ˆZwi Ki“b|

2. dg~©jv e¨envi K‡i Salary Kjv‡gi †hvM Ki“b|

3. dg~©jv e¨envi K‡i Salary Kjv‡gi Average Ki“b|

4. dg~©jv e¨envi K‡i †hvM Ges Average †m‡ji we‡qvM Ki“b|

5. Designation Ges Area Kjv‡gi gv‡S GKwU bZzb Kjvg Insert Ki“b|

6. †mj¸‡jv wm‡j± Ki“b Ges gyf Ki“b, †mj Merge Ki“b Ges Heading wjLyb|

7. IqvK©eyKwU PRP bv‡g msi¶Y Ki“b|

4.18 Kv‡iÝx wm¤^j
■  †hgb- Kx‡evW© †_‡K 30000, 22000, 18000 

…. BZ¨vw` UvBc Ki‡j Gi mv‡_ 
¯^qswµqfv‡e g~`ªvwPý mshy³ n‡q cÖ`wk©Z 
n‡e| IqvK©kx‡Ui †h As‡k GB KvR 
Ki‡Z PvB cÖ_‡g D³ Ask wm‡j± K‡i 
wb‡Z n‡e Zvici Format †gbyi Cells… 
G wK¬K Ki‡Z n‡e|

■       d‡j c`©vq cv‡ki DB‡ÛvwU cÖ`wk©Z n‡e| 

■   Gevi Number U¨ve DB‡Ûvi Currency 
K¨v‡UMwi wbev©Pb K‡i Symbol Gi Wªc 
WvDb evU‡b wK¬K K‡i g~`ªvwPý wbev©Pb 
Ki‡Z n‡e| hw` evsjv‡`kx UvKv wbe©vPb 
Ki‡Z PvB Zvn‡j BDT wm‡j± Ki‡Z 
n‡e| GLv‡b wewfbœ †`‡ki Kv‡iÝxi 
wm¤^j ms‡hvRb Kiv Av‡Q|

■   wb‡gœ Kv‡iÝx ms‡hvRb Ae¯’vq GKwU 
IqvK©kxU †`Lv‡bv nj| D‡j-L¨ †h GLv‡b 
evsjv‡`kx UvKv BDT Symbol e¨envi 
Kiv n‡q‡Q|

4.15
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BDT 

4.19 Z_¨ mg~n mbœx‡ek Kiv

GgGm G‡·‡j Z_¨ mg~n µgea©gvb Ges µgn«vmgvb GB `yB c×wZ‡ZB 
mvwR‡q ivLv hvq| Gi d‡j Kvw•LZ Z_¨vw` AwZmn‡RB Lyu‡R †ei Kiv 
hvq| D`vniY¯^iƒc aiv hvK hw` mKj Kg©KZ©v/Kg©Pvixi bvg Awfav‡bi 
b¨vq mwbœ‡ek K‡i ivLv nq Z‡e †Kvb bvg AwZ mn‡RB Lyu‡R †ei Kiv 
hv‡e|

cv‡ki †`qv IqvK©kx‡U Aciv‡ai aib (Name of  Offence) GB KjvgwU 
µgea©gvbfv‡e Awfav‡bi b¨vq mvwR‡q ivL‡Z PvB Zvn‡j †h KvR Ki‡Z 
n‡e Zv wbgœiƒc--

1.   Name of  Offence Kjv‡gi †h †Kvb GKwU †mj wm‡j± Ki‡Z n‡e|
2.   †gbyevi †_‡K Data †gby‡Z wK¬K Ki‡Z n‡e|
3.   cyjWvDb †gby †_‡K Sort-G wK¬K Ki‡Z n‡e| Sort-G wK¬K Kivi 

ci wbgœwjwLZ WvqvjM e·wU c`v©q †`Lv hv‡e|

4. Gevi Ok evUb wK¬K Ki‡Z n‡e| Zvn‡jB Aciv‡ai aib (Name of  

Offence) GB KjvgwU µgea©gvbfv‡e Awfav‡bi b¨vq mvRv‡bv n‡q hv‡e| 
hw` Aciv‡ai msL¨v‡K µgea©gvb ev µgn«vmgvbfv‡e mvRv‡Z PvB Zvn‡j 
C Kjv‡g †h‡Kvb GKwU †m‡j wm‡j± K‡i Dc‡i ewY©Z 2 †_‡K 4 b¤^i 
avc mg~n cvjb Ki‡Z n‡e|

wk¶v_©xMY GB AckbwU wewfbœfv‡e cix¶v-wbix¶v K‡i wb‡Z cv‡ib| wb‡gœ 
Aci GKwU D`vniY †`qv nj|

Salary Descending

order -G mvRv‡bv
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4.20 †cR †mUAvc

IhvK©kxU ˆZwi K‡i P~ovš— AvDUcyU A_v©r KvM‡R wcÖ›U Ki‡Z n‡j †cR †mUAvc A_v©r KvM‡R wKfv‡e wcÖ›U n‡e 
Zv wba©viY K‡i wb‡Z n‡e| KvM‡R wcÖ›U Ki‡Z n‡j hv hv we‡ePbvq Avb‡Z nq Zvnj--

•     KvM‡R wKfv‡e wcÖ›U n‡e (AvovAvwo bvwK j¤^vjw¤^)|

•     wK mvB‡Ri KvM‡R wcÖ›U n‡e|

•     Dci, wbP, Wvb, evg gvwR©b KZUzKz n‡e|

BZ¨vw` welq ¸‡jv wcÖ›U Kivi Av‡MB †mU K‡i wb‡Z nq| Page Setup WvqvjM e‡·i wewfbœ Ackb wm‡j± K‡i 
Dc‡iv³ welq¸‡jv wba©viY Ki‡Z nq|

4.20.1 †cR †mUAvc WvqvjM e·

File †gby‡Z wK¬K K‡i Page Setup… G wK¬K Ki‡j 
cv‡ki Page Setup WvqvjM e· Avm‡e|

†cR †mUAvc WvqvjM e‡· PviwU U¨ve i‡q‡Q| h_v-- 
Page, Header/Footer, Margins Ges Sheet| IqvK©kxU 
KvM‡R wcÖ›U Kivi Rb¨ hv hv welq we‡ePbvq Avb‡Z nq 
Zv meB Page Setup WvqvjM e‡·i G PviwU U¨ve 
Ack‡b i‡q‡Q| wb‡gœ gvwR©b U¨v‡e wK¬K K‡i wK Kiv 
hvq Zvi eY©bv †`qv nj|

4.20.2 gvwR©b wbav©iY 

†h KvMRwU‡Z Qvcuv‡bv n‡e, Zvi Wvb-evg, Dci-wbP 
†_‡K KZUzKz K‡i (BwÂ) †Q‡o †`‡e A_v©r gvwR©b KZ 
K‡i n‡e Zv wbav©iY K‡i wb‡Z n‡e|

■   Left, Right, Top Ges Bottom gvwR©b wbav©iY Kivi 
Rb¨ Left: e· Right: e· Top: e· Ges Bottom: 

e‡· msL¨v wj‡L w`b|

■      Ok evU‡b wK¬K Ki“b|

4.20.3 wcÖ›U wcÖwfD

WKz‡g›U ˆZwi K‡i wcÖ›U Kivi c~‡e© wcÖ‡›U wKiKg n‡e c`v©q Zv †`Lv‡K wcÖ›U wcÖwfD A_ev wcÖwfD ejv nq| GLv‡b 
G‡m gvwR©b Ges wcÖ›U Gwiqv †`Lv hvq|
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wcÖ›U wcÖwfD †`L‡Z n‡j--

•    wK¬K Ki“b dvBj †gby‡Z
•    wK¬K Ki“b wcÖ›U wcÖwfD
•    GLv‡b gvwR©b U¨v‡e wK¬K K‡i gvwR©b wVK Ki‡Z cvwi| 
•    wcÖ›U wcÖwfD †_‡K P‡j †h‡Z n‡j GLv‡b †K¬vR evU‡b wK¬K Ki“b| wb‡gœ GKwU bgybv DB‡Ûv †`Lv‡bv nj|

4.21 IqvK©kx‡U eW©vi †`qv

A‡bK mgq IqvK©kx‡Ui †jLv¸‡jv‡K †Uwej AvKv‡i cÖ`k©b Kivi cÖ‡qvRb c‡o| ZLb H †jLv¸‡jvi g‡a¨ eW©vi 
w`‡Z nq| †h †mj¸‡jv‡K eW©vi w`‡Z PvB cÖ_‡g †m †mj¸‡jv wm‡j± K‡i wb‡Z n‡e hv wb‡gœ †`Lv‡bv n‡jv|

•    Format †gby‡Z wK¬K Ki“b|
•    †m‡j wK¬K Ki“b|
•    Border  U¨v‡e wK¬K Ki“b|
     Zvn‡j wb‡b¥i DB‡ÛvwU c`©vq †`Lv hv‡e|
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4.22 IqvK©kxU-G KvR Kiv 
†Kvb IqvK©ey‡Ki IqvK©kxU¸‡jv Sheet1, Sheet2, Sheet3 BZ¨vw` bv‡g _v‡K| cÖv_wgK Ae¯’vq IqvK©kxU-1 †Lvjv _v‡K| 

•   IqvK©kxU-2 †Z KvR Ki‡Z PvB‡j Sheet2 †jLv‡Z wK¬K Ki‡j Sheet2 mPj n‡e| Gfv‡e gvDm w`‡q wK¬K 
K‡i †h †Kvb IqvK©kxU mPj K‡i Zv‡Z cÖ‡qvRbxq Z_¨ Gw›Uª Kiv hvq|

•   K‡qKwU IqvK©kx‡U KvR K‡i Save Ki‡j me¸‡jv IqvK©kxU (GKwU dvBj) IqvK©eyK wn‡m‡e msiw¶Z n‡e|

Line Style

Inside BorderOutline Border

• Line Style wm‡j± Ki“b|
• Outline wK¬K Ki“b|
• Line Style wm‡j± Ki“b|
• Inside wK¬K Ki“b|
• wcÖwfD †`Lyb|
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4.23 bZzb IqvK©kxU mwbœ‡ewkZ Kiv 

wZbwUi †ekx IqvK©kx‡U KvR Ki‡Z PvB‡j bZzb IqvK©kxU mwbœ‡ewkZ Ki‡Z n‡e| wb‡gœi wbq‡g bZzb IqvK©kxU 
mwbœ‡ewkZ Kiv hvq|

■     Insert ‡gby‡Z wK¬K Ki“b|
■     Worksheet G wK¬K Ki“b|
■     IqvK©ey‡K bZzb GKwU IqvK©kxU mwbœ‡ewkZ n‡e hv wb‡gœi wP‡Î †`Lv‡bv nj|

4.24 dig¨vU cwi®‹vi Kiv

aiv hvK IqvK©kx‡Ui KZK¸‡jv wbw`©ó †m‡j cÖ‡hvRbvbymv‡i dig¨vU Kiv n‡qwQj| wKš‘ cieZ©x‡Z wm×vš— †bqv nj 
†h H dig¨vU mg~n ivL‡Z PvB bv, wKš‘ wjLv¸‡jv ivL‡Z PvB| GB KvR Kivi Rb¨ hv Ki‡Z n‡e Zv wbgœiƒc:-

■     IqvK©kx‡Ui †h †mj¸‡jvi dig¨vU cwi¯‹vi Ki‡Z PvB cÖ_‡g H †mj¸‡jv wm‡j± K‡i wb‡Z n‡e| Zvici
■     Edit ‡gby‡Z wK¬K Ki‡Z n‡e| Zvici
■     Clear wm‡j± Ki‡Z n‡e| Zvici
■     Formats G wK¬K Ki“b|

New WorkSheet
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4.25 dig¨vU wVK †i‡L ïay †jLv cwi®‹vi Kiv

A‡bK mgq †mj mg~‡ni dig¨vU wVK †i‡L ïaygvÎ K‡›U›Um& ev †jLv gy‡Q †djvi cÖ‡qvRb nq| †m‡¶‡Î 

■     IqvK©kx‡Ui †h †mj¸‡jvi †jLv cwi¯‹vi Ki‡Z PvB cÖ_‡g H †mj¸‡jv wm‡j± K‡i wb‡Z n‡e| Zvici 
■       Edit –> Clear -> Contents wb‡`©k w`‡Z n‡e|

4.26 AcÖ‡qvRbxq †jLv gy‡Q †djv

A‡bK mgq IqvK©kx‡U Gw›UªK…Z AcÖ‡qvRbxq A‡bK Z_¨vw` gy‡Q †dj‡Z nq| G‡·j wewfbœfv‡e Z_¨ gyQv hvq| 
wb‡gœ G wel‡q Av‡jvPbv Kiv n‡q‡Q|

4.26.1 †mj Gi †jLv gyQv

IqvK©kx‡Ui †h †Kvb †m‡ji †jLv gyQ‡Z n‡j--
■       †h †m‡ji †jLv gyQ‡Z PvB cÖ_‡g D³ †mj wm‡j± K‡i wb‡Z n‡e| Zvici
■       Kx-‡ev‡W©i †¯úmevi Kx †cÖm Ki‡Z n‡e|
■     Zvn‡j †m‡ji †jLv gy‡Q hv‡e|

4.26.2 K‡qKwU †mj Gi †jLv gyQv
GKmv‡_ A‡bK¸‡jv †m‡ji †jLv gyQ‡Z PvB‡j--

■       †h †mj¸‡jvi †jLv gyQ‡Z PvB cÖ_‡g †m †mj¸‡jv wm‡j± Ki‡Z n‡e|
■     Zvici Kx‡ev‡W©i Delete Kx †cÖm Ki‡Z n‡e|
■      wbe©vwPZ †mj¸‡jvi †jLv gy‡Q hv‡e|

4.26.3 Kjvg Gi †jLv gyQv

†h Kjv‡gi me †jLv gyQ‡Z PvB cÖ_‡g D³ Kjvg wm‡j± Ki‡Z n‡e| Zvici Delete Kx †cÖm Ki‡Z n‡e| Zvn‡j 
Kjv‡gi me †jLv gy‡Q hv‡e|

4.26.4 mvwi Gi †jLv gyQv

Kjv‡gi b¨vq †Kvb GKwU mvwii me †jLv gyQ‡Z PvB‡j cÖ_‡g D³ mvwi wm‡j± Ki‡Z n‡e| Zvici Delete Kx 
†cÖm Ki‡Z n‡e| Zvn‡j D³ mvwii me †jLv gy‡Q hv‡e|
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4.27 Abykxjbx

1.   Crime.xls bv‡gi dvBjwU/IqvK©eyKwU Open Ki“b| †h dvB‡ji Kb‡U›Um& wbgœiƒc:-

2. Name of  Offence Kjv‡gi Dci wfwË K‡i IqvK©kxUwU Sort (Ascending Order) Ki“b|
3. †mj¸‡jv wm‡j± Ki“b Ges Border Line †hvM Ki“b|
4. Preview †`Lyb |
5. 1 inch gvwR©b wVK Ki“b|
6. Preview †`Lyb |
7. Preview Close Ki“b|
8. dvBjwU Save Ki“b|

4.28 PvU© wK?

PvU© ev †jLwPÎ K_vwUi mv‡_ Avgiv mevB cwiwPZ| f~‡Mv‡j wewfbœ †`‡ki ev GKB †`‡ki wewfbœ †Rjv ev 
kni¸‡jvi RbmsL¨v, AvenvIqvi ZviZg¨, Rb¥g„Zz¨ nvi BZ¨vw` MvwYwZK Z_¨ mg~n hv A‡bK msL¨vq Zv MÖv‡di 
gva¨‡g mnRfv‡e cwi‡ekb Kiv †`‡LwQ| Gfv‡e RwUj msL¨vwfwËK wee„wZ‡K wP‡Îi gva¨‡g mnRfv‡e cwi‡ekb 
KivB n‡”Q MÖvd ev †jLwPÎ|

MÖv‡di †gŠwjK w`K n‡”Q, †h mg¯— msL¨v ivwk‡K MÖv‡di Dcv`vb wn‡m‡e we‡ePbv Kiv n‡e Zv‡`i ZzjbvgyjK 
ch©v‡jvPbv‡K wP‡Îi gva¨‡g ewntcÖKvk Kiv| ZvB nv‡Z-Kj‡g PvU© ˆZwi Kiv KwVb I mgq mv‡c¶| PvU© ev MÖvd 
we`¨vq `¶ ev †jLwPÎ ˆZwiKvix e¨vw³ GKgvÎ PvU© ˆZwi K‡i _v‡K| wKš‘ G‡·‡j PvU© †gby e¨envi K‡i Avcwb 
wb‡RB wewfbœ ai‡bi PvU© wbwg‡lB wbfy©jfv‡e ˆZwi Ki‡Z cvi‡eb| Zvi Av‡M Pjyb Avgiv MÖvd m¤ú‡K© AviI 
cwiwPZ nB|

4.29 PvU©/MÖvd ˆZwi Kivi wbqg 

1.   †h IqvK©kx‡Ui WvUv wb‡q PvU© ev MÖvd ‰Zwi Ki‡Z n‡e †mB IqvK©kxU I‡cb Ki‡Z n‡e|

2.   IqvK©kx‡Ui †h As‡ki WvUv wb‡q MÖvd ˆZwi Ki‡Z n‡e †mB AskwU e-K Ki‡Z n‡e|
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3.   †gbyevi †_‡K Insert †gby‡Z wK¬K Ki‡Z n‡e|
4.  cyjWvDb †gby †_‡K Chart… Ack‡b wK¬K Ki‡Z n‡e| Chart… Ack‡b wK¬K Kivi ci c`v©q GKwU 

WvqvjM e· ‡`Lv hv‡e hv cv‡ki wP‡Î †`Lv‡bv nj| †WvqvjM e‡· wewfbœ UvB‡ci PvU© †`Lv hv‡e| †hgb-
evi, jvBb, cvB BZ¨vw`| cÖ‡qvRb Abyhvqx †mLvb †_‡K †h †Kvb GKwU PvU© UvBc wbav©iY Ki‡Z n‡e|

5.   Next evU‡b wK¬K Ki‡Z n‡e| Next evU‡b wK¬K Kivi ci wb‡gœi WvqvjM e·wU c`v©q †`Lv hv‡e|

6.   Data Series Row wfwËK bv Column wfwËK n‡e Zv WvqvjM e‡·i †iwWI evUb †_‡K wm‡j± Ki‡Z n‡e|
7.   Avevi Next evU‡b wK¬K Ki‡Z n‡e| Next evU‡b wK¬K Kivi ci c`v©q wb‡gœi e·wU ‡`Lv hv‡e|
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8.  WvqvjM e‡·i Ackb wbev©Pb K‡i cÖ‡qvRb Abyhvqx Chart Title, Axis, Gridlines, Legend, Data Lables, 

Data Table BZ¨vw` wba©viY Ki‡Z n‡e|

9.   Next evU‡b wK¬K Ki‡Z n‡e| Next evU‡b wK¬K Ki‡j wb‡gœi WvqvjM e·wU c`v©q †`Lv hv‡e|

10. WvqvjM e· †_‡K Chart-Gi Location wm‡j± K‡i Finish evU‡b wK¬K Ki‡Z n‡e|

Crime Report
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Pv‡U©i wfbœ wfbœ Ask‡K wm‡j± K‡i Format †gbyi wewfbœ Kgv‡Ûi gva¨‡g Kvjvi, †jLvi mvBR, d›U ÷vBj BZ¨vw` 

cwieZ©b Kiv hvq|

4.30 Abykxjbx

1.   Dc‡iv³ Z_¨vejx w`‡q GKwU IqvK©kxU ˆZix Ki“b|

2.  Dc‡ii Z_¨ w`‡q GKwU jvBb MÖvd ˆZwi Ki“b| †Kvm© Bb÷ªvKU‡ii wb‡`©kvbyhvqx MÖvdwU wewfbœfv‡e 

dig¨vU Ki“b|

3.   IqvK©kxUwU CrimeData.xls bv‡g nvW©wW‡¯‹ msi¶Y Ki“b|

4.    c‡ii c„ôvq †`qv dig Gi b¨vq GKwU IqvK©kxU ˆZix Ki“b Ges Zvici nvW©wW‡· msi¶Y Ki“b|
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5.1 B›Uvi‡bU

B›Uvi‡bU (Internet) n‡jv c„w_ex Ry‡o we¯—……Z AmsL¨ †bUIqv‡K©i mgš^‡q MwVZ GKwU e„nr †bUIqvK© e¨e¯’v| 

B›Uvi‡b‡Ui gva¨‡g GK †bUIqv‡K© mshy³ Kw¤úDUv‡ii mv‡_ Ab¨vb¨ †bUIqv‡K© mshy³ Kw¤úDUv‡ii ga¨Kvi 

†hvMv‡hvM e¨e¯’v‡K B›Uvi‡bUIqvwK©s (Internetworking) ejv nq| †m wn‡m‡e B›Uvi‡bU‡K †bUIqv‡K©i †bUIqvK© 

ev B›Uvi‡bUIqvK©I ejv nq| we‡k¦i wewfbœ cÖv‡š— Qwo‡q wQwU‡q _vKv A‡bK¸‡jv †bUIqv‡K©i mgwš^Z Ae¯’vB 

B›Uvi‡bU| B›Uvi‡bU eZ©gvb we‡k¦i MwZgqZvi gvBj djK| GwU Z‡_¨i GK wekvj fvÛvi| †hvMv‡hvM I Z_¨ 

Av`vb cÖ`v‡bi GwU GKwU Ab¨Zg gva¨g|  B›Uvi‡bU w`‡q wewfbœfv‡e Z_¨ mÂvjb I AvniY Kiv hvq| wbZ¨ bZzb 

D™¢ve‡bi d‡j w`b w`b B›Uvi‡b‡Ui my‡hvM myweav Ges Z‡_¨i mgv‡ivn †e‡o P‡j‡Q| m„wó n‡”Q bZzb bZzb kã I 

welq| mvBevi K¨vk, mvBevi K¨v‡d, mvBevi K‡qb, B›Uvi‡bU Kgv©m, B›Uvi‡bU †dvb, B‡jKUªwbK †gBj, 

B‡jKUªwbK eyK, B‡jKUªwbK jvB‡eªix, B‡jKUªwbK K¨v¤úvm, G ai‡bi K‡qKwU welq|

5.2 B›Uvi‡b‡Ui e¨envi

Kw¤úDUvi we‡k¦ B›Uvi‡bU n‡”Q me‡P‡q eo wec-e| B›Uvi‡bU n‡”Q GKwU Kw¤úDUvi wbf©i †bUIqvwK©s wm‡÷g, 

ZvB Kw¤úDUv‡ii eûg~Lx e¨env‡ii Dci B›Uvi‡b‡Ui e¨envi wbf©i K‡i| ïi“‡Z †Kej Z‡_¨i Av`vb-c Ö`vb Kivi 

Rb¨ B›Uvi‡b‡Ui Rb¥ n‡jI hZBw`b hv‡”Q B›Uvi‡bU e¨env‡ii eûg~LxZv w`b w`b e„w× cv‡”Q| wb‡P ms‡¶‡c 

B›Uvi‡b‡Ui e¨envi D‡j-L Kiv n‡jv:

Z‡_¨i Av`vb-cÖ`vb: eZ©gv‡b B›Uvi‡bU Z‡_¨i Av`vb-c Ö`v‡bi Ab¨Zg cÖavb gva¨g wn‡m‡e e¨eüZ n‡”Q| B-

‡gB‡ji gva¨‡g wbwg‡lB c„w_exi GK cÖvš— †_‡K Aci cÖv‡š—  b~¨bZg e¨‡q Z_¨ Av`vb-c Ö`vb Kiv hvq| B›Uvi‡bU 

†Uwj‡dvb, d¨v‡·i weKí wn‡m‡e wb‡Ri ¯’vb K‡i wb‡”Q|

Z_¨ AvniY: c„w_exi †h †Kvb wel‡qi Dci PjwZ Z_¨vewj eZ©gv‡b B›Uvi‡b‡U aviY Kivi cÖeYZv j¶¨ Kiv hvq| 

e¨enviKvix eªvDwRs K‡i cÖ‡qvRbxq Z_¨vewj Kw¤úDUvi c`©vq cÖ`k©b Ki‡Z cv‡ib wKsev wb‡Ri Kw¤úDUv‡i 

msi¶Y ev wcÖ›U Ki‡Z cv‡ib| †Kvb wel‡qi Dci Z_¨vewj AvniY Ki‡Z PvB‡j Search Engine Gi mnvqZv 

†bIqv hvq|

wk¶vi †¶‡Î: AvRKvj B›Uvi‡bU Ávb AR‡©bi gnvmg~‡`ª cwiYZ n‡q‡Q| Rxe‡bi †h‡Kvb cÖ‡qvRbxq wk¶vgj~K 

Z_¨ B›Uvi‡bU †_‡K AvniY K‡i ÁvbvR©b Kiv hvq| Ab-jvB ‡b †h‡Kvb jvB‡eªix †_‡K wKsev Ab-jvB ‡b Aew¯’Z 

†h‡Kvb cy¯—K Aa¨qb Kiv hvq| B›Uvi‡b‡Ui gva¨‡g c‡o †h‡Kvb K‡imc‡ÛÝ †Kvm© Kiv hvq|

Ab-jvBb wgwWqv: AvRKvj cwÎKvi KvM‡R cÖKvkbvi cvkvcvwk Ab-jvB ‡bI cÖKvk Kiv nq| m¤cÖwZ Ab-jvBb 

eªW Kvw÷s‡qi K_vI ïbv hv‡”Q| Ab-jvB ‡b wewfbœ †Uwjwfkb P¨v‡bj †`LviI my‡hvM i‡q‡Q|

we‡bv`b: we‡bv`‡bi †¶‡Î B›Uvi‡bU ¸i“Z¡c~Y© f~wgKv cvjb Ki‡Q| AvRKvj A‡b‡KB Ab-jvB ‡b †iwWI, 

†Uwjwfkb, wm‡bgv, g¨vMvwRb BZ¨vw` †_‡K we‡bv`b MÖnY K‡i _v‡Kb| A‡b‡K B›Uvi‡bU wi‡j P¨vU (IRC) Gi 

gva¨‡g Rwg‡q AvÇv w`‡q _v‡Kb| B›Uvi‡bU gva¨g †_‡K Av‡iv wewfbœ iKg we‡bv`‡bi ¯^v` MÖnY Kivi AeKvk 

i‡q‡Q|

evwYwR¨K: e¨emv-evwY ‡R¨i cÖmv‡ii †¶‡Î B›Uv‡bU Gi ¸i“Z¡c~Y© f~wgKv i‡q‡Q| B›Uvi‡bU GK w`‡K †hgb 

e¨emvwqK †hvMv‡hvM ev K‡imc‡Û‡Ýi gva¨g wn‡m‡e e¨eüZ n‡”Q, Ab¨w`‡K c‡Y¨i wecYb I weÁvc‡bi Rb¨ 

I‡qe †cR eûj e¨eüZ n‡”Q| I‡qe †c‡R GKwU weÁvcb †hfv‡e wbwg‡lB mviv c„w_ex‡Z Qwo‡q †`Iqv hvq †Kvb 
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cÎ-cwÎKv gvidZ Zv m¤¢e bq| cwi‡k‡l GKwU K_vB ejv hvq †h Kw¤úDUvi e¨env‡ii eûg~LxZv hZ e„w× cv‡e 
B›Uvi‡bUI †ZgbB cÖmviZv jvf Ki‡Z cvi‡e|

5.3 I‡qe‡cR
B›Uvi‡bU Z_¨ I‡q‡e †h †KD Zvi m¤ú‡K© †Kvb Z_¨ ivL‡Z cv‡i| I‡q‡e †Kvb Z_¨ hv †jLv, AwWI, wfwWI, 
w¯’i Qwe, Gwb‡gkb BZ¨vw` n‡Z cv‡i Zv wbw`©ó A‡_©i wewbg‡q ivLv hvq| eZ©gv‡b mviv we‡k¦ wewfbœ evwYwR¨K 
cÖwZôvb Zv‡`i c‡Y¨i cÖPv‡ii Rb¨ B›Uvi‡b‡U Zv‡`i cY¨ m¤úwK©Z Z_¨ cwi‡ekb Ki‡Q| I‡q‡e Giƒc †Kvb Z_¨ 
ivLvi †¯úm ev †cR‡K I‡qe‡cR ejv nq|

5.4 B-‡gBj
B-‡gBj n‡jv Kw¤úDUvi †bUIqvK© e¨envi K‡i GK Kw¤úDUvi †_‡K Ab¨ Kw¤úDUv‡i Z_¨ Av`vb-cÖ`vb e¨e¯’v|  
B-‡gBj K‡i †U·U evZ©vi mv‡_ Kw¤úDUvi dvBjI cvVv‡bv hvq|

5.5 B›Uvi‡bU G·‡c-vivi 
weL¨vZ md&UIq¨vi †Kv¤úvbx gvB‡µvmd&‡Ui ‰Zwi B›Uvi‡bU G·‡c-vivi B›Uvi‡bU eªvDwRs Gi †miv md&UIq¨vi| 
mviv we‡k¦ eZ©gv‡b G md&UIq¨viwU e¨vcKfv‡e e¨eüZ n‡”Q| gvB‡µvmd&U GwU‡K Zvi Acv‡iwUs md&UIq¨vi 
DB‡Ûv‡Ri mv‡_ wWdë K‡i †`qv‡Z e¨enviKvix mn‡RB G md&UIq¨viwU †c‡q hv‡”Qb| d‡j Zv‡K Avjv`v K‡i 
B›Uvi‡bU eªvDwRs Gi md&UIq¨vi wKb‡Z n‡”Q bv| mnRjf¨ nIqvi cvkvcvwk e¨env‡iI mnR nIqv‡Z GwU 
eZ©gv‡b me‡P‡q †ewk e¨eüZ Ges RbwcÖq eªvDwRs Gi md&UIq¨vi| wb‡P G md&UIq¨viwUi e¨envi m¤ú‡K© 
Av‡jvPbv Kiv n‡q‡Q|

5.6 eªvDR Kiv
B›Uvi‡bU G·‡c-vivi †cÖvMÖvg ïi“ K‡i eªvDwRs Kivi Rb¨ wb‡Pi c`‡¶c wbb :

•    B›Uvi‡b‡U Kv‡b± nDb|
•  †W¯‹U‡c hw` B›Uvi‡bU G·‡c-viv‡ii kU©KvU© 

_v‡K Zvn‡j Zv‡Z A_ev Uzjev‡i _vK‡j 
Zv‡Z Wvej wK¬K K‡i A_ev 
Start>Programs>Internet Explorer G 
wK¬K K‡i B›Uvi‡bU G·‡c-vivi †cÖvMÖvgwU Pvjy 
Ki“b| ÷vU© †cR wnmv‡e †h †cRwU †mUAvc 
Kiv Av‡Q †m I‡qe †cRwU I‡cb n‡e| †Kvb 
†cR †mf Kiv bv _vK‡j Avm‡e About 

Blank.
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5.7 evsjv‡`k miKvi Gi I‡qe‡cR 
•   Avcwb hw` †Kvb I‡qe †cR †`L‡Z Pvb Zvn‡j Address: Gi N‡i †mB I‡qe wVKvbv UvBc K‡i G›Uvi Kx 

Pvcyb| †hgb : http://www.bangladesh.gov.bd UvBc K‡i G›Uvi Kx Pvc‡j evsjv‡`k miKv‡ii wewfbœ 

ms¯’vi I‡qe †cR Gi wj÷ m¤^wjZ GKwU I‡qe †cR I‡cb n‡e| GLv‡b Bangladesh government Gi 

wewfbœ wefv‡Mi wewfbœ Z_¨vw` †`Lv hv‡e|

•   Expand All G wK¬K Ki‡j †h 

†cRwU Avm‡e †hLv‡b GB 

†c†Ri me Bbdi‡gkb †`Lv 

hv‡e| GLv‡b Ministry of  

Home Affairs Gi mv‡_ 

evsjv‡`k cywjk Av‡Q| 

evsjv‡`k cywj‡ki Dci 

gvDm wb‡j Av½yj wPý 

Avm‡e| GLv‡b wK¬K Ki‡j 

evsjv‡`k cywj‡ki Inform-

ation Avm‡e|



B›Uvi‡bU I B-†gBj

5.5

5.8 wjsK †c‡R MgbvMgb

•   I‡qe †c‡Ri wewfbœ As‡k AvÛvijvBb Kiv †jLv †`Lv hvq| Gme †jLv‡Z gvDm c‡q›Uvi wb‡j gvDm 

c‡q›Uvi nv‡Z cwiYZ nq| GwU Ab¨ GKwU †c‡Ri mv‡_ wjsK Kiv _v‡K eySvq| Giƒc AvÛvijvBb Kiv 

†jLv‡Z wK¬K Ki‡j wjsK †c‡R P‡j hvq| G‡K nvBcviwjsK ejv nq|

•   Gfv‡e nvBcviwjs‡K wK¬K K‡i GK †cR †_‡K Ab¨ †c‡R hvIqv hvq| Gfv‡e cici K‡qKwU ‡cR †`Lvi 

ci Avcwb hw` c~‡e©i †Kvb †c‡R cybivq †h‡Z Pvb Zvn‡j Uzjev‡ii Back evU‡b wK¬K Ki‡Z n‡e| Avi 

Forward evU‡b wK¬K Ki‡j Avcwb †h †c‡R Av‡Qb Zvi c‡ii †Kvb †c‡R B‡Zvg‡a¨ wfwRU Kiv n‡q 

_vK‡j †mB †c‡R hv‡e| Home evU‡b wK¬K Ki‡j Avcwb †h †cB‡RB _vKzb bv †Kb ÷vU© †c‡R P‡j 

Avm‡e|

•  evsjv‡`k cywj‡ki Rb¨ ˆZix Kiv I‡qe †c‡R †h‡Z n‡j Address: Gi N‡i http://www.police.gov.bd 

UvBc K‡i G›Uvi Kx †cÖm Ki‡Z n‡e, Zvn‡j c`©vq wb‡gœi DB‡ÛvwU †`Lv hv‡e| wb‡gœi DB‡ÛvwU‡Z 

cÖ`wk©Z wewfbœ nvBcviwjs‡K wK¬K K‡i evsjv‡`k cywj‡ki wewfbœ Z_¨vw` †`Lv †h‡Z cv‡i|

5.9 G·‡c-viv‡ii Uzjevi cwiwPwZ

B›Uvi‡b‡U `ª“Z KvR Kivi Rb¨ G·‡c-viv‡ii Uzjev‡ii wewfbœ Uzj e¨envi Kiv hvq| Uzjev‡ii wewfbœ Uz‡ji msw¶ß 

cwiwPwZ †`qv nj:
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Back: B‡Zvg‡a¨ wfwRU Kiv c~e©eZx© †c‡R Avm‡e|

Forward: B‡Zvg‡a¨ wfwRU Kiv c~e©eZx© †c‡R Avm‡e|

Stop: I‡qe †c‡R WvUv WvDb‡jvW eÜ n‡e|

Refresh: I‡qe †c‡Ri Avc‡W‡UW WvUv †`Lv‡e|

Home: ÷vU© †c‡R Avm‡e|

Search: B›Uvi‡b‡U †Kvb Z_¨ Lyu‡R †ei Ki‡e|

Favorites:  wj‡÷ ivLv I‡qe G¨v‡Wªm †`Lv‡e|

History: B‡Zvg‡a¨ wfwRU Kiv n‡q‡Q Ggb me I‡qe †c‡Ri ZvwjKv †`Lv‡e|

5.10 I‡qe mvP© BwÄb -- I‡qe †_‡K Z_¨ Ly‡uR †ei Kiv

B›Uvi‡bU‡K Z‡_¨i gnvmgy`ª ejv nq| Avcwb Avcbvi Kw¤úDUv‡i e‡m B›Uvi‡b‡U mshy³ mviv we‡k¦i wewfbœ †`‡ki 
mvfv©‡i msiw¶Z Z_¨ Ly‡uR †c‡Z cv‡ib| I‡qe †_‡K `ª“Z Z_¨ Ly‡uR †ei Kivi Rb¨ mvov we‡k¦ A‡bK¸‡jv mvP© 
BwÄb i‡q‡Q| Gme mvP© BwÄb¸‡jv †Kvb hš¿ bq, G¸‡jvI GK GKwU I‡qe‡cR| Gme mvP© BwÄ‡bi dvBÛ †U·U 
e‡· †Kvb kã ev evK¨ wj‡L G›Uvi w`‡j H kã ev evK¨ m¤^wjZ I‡qe †c‡Ri ZvwjKv ¯Œx‡Y Avm‡e| ZvwjKvi 
msw¶ß eY©bv †`‡L Avcwb †h †KvbwU cQ›` K‡i Zv‡Z wK¬K K‡i H †c‡R †h‡Z cv‡ib| RbwcÖq K‡qKwU mvP© 
BwÄb n‡jv: Yahoo.com, Google.com, Altavista, MSN, WEBCRAWLER, HotBot, Excite BZ¨vw`|

5.11 Google I‡qe †cR
•    http://www.google.com.bd  UvBc K‡i G›Uvi Kx Pvc‡j Google Bangladesh-Gi I‡qe †cR I‡cb n‡e|

Stop Refresh Home History ForwardBack
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•  †hgb: http://www.google.com UvBc K‡i G›Uvi Kx Pvc‡j Google -Gi I‡qe‡cR I‡cb n‡e|

5.12 mvP© Kivi D`vniY
aiv hvK Avcwb Google I‡qe 
†cR †_‡K Bangladesh Police 
Gi Z_¨ Rvb‡Z Pvb Zvn‡j 
Search Box G Bangladesh 

Police wj‡L G›Uvi †cÖm 
Ki‡eb| 

evsjv‡`k cywj‡ki wewfbœ Z_¨ 
wb‡gœ cÖ`wk©Z †c‡R †`Lv hv‡”Q| 
Avcwb evsjv‡`k cywj‡ki †h 
Z_¨wU Rvb‡Z Pvb †mLv‡b gvDm 
wb‡q wK¬K Ki‡eb| 
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•    †hgb Bangladesh Police GB wj‡¼ wK¬K Ki‡j †h †cRwU Avm‡e, Zvn‡jv --

•    GLv‡b Dhaka  wK¬K Ki‡j Dhaka-Gi me Z_¨ Avm‡e| †hgb --
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5.13 evsjv‡`k cywj‡ki I‡qe †cR
Avgiv mivmwi B›Uvi‡bU G·‡c-vivi Gi Address: ev‡i evsjv‡`k cywjk Gi Rb¨ ˆZix Kiv I‡qemvB‡Ui wVKvbv 

wj‡L D³ I‡qemvB‡U †hmKj Z_¨vw` Av‡Q Zv †`L‡Z cvwi| †hgb: http://www.police.gov.bd UvBc K‡i 

G›Uvi Kx Pvc‡j Bangladesh Police -G i I‡qe †cR I‡cb n‡e| GLvb †_‡KI evsjv‡`k cywj‡ki wewfbœ Z_¨ 

Rvb‡Z cvwi| 

†hgb: GB †cR †_‡K Police Form-G wK ¬K Ki‡j †h †cRwU Avm‡e Zv cv‡ki wP‡Î †`Lv‡bv nj|
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GLb  (Personal Diary of............................) GB wj‡¼ wK¬K Ki‡j †h digwU Avm‡e Zvn‡jv wbgœiƒc:

Gfv‡e Avgiv Dc‡iv³ wbq‡g I‡qe †c‡Ri wewfbœ Z_¨ Rvb‡Z cvwi|

5.14 I‡qe †cR †_‡K Z_¨ nvW©wW‡¯‹ †mf Kiv
Ab jvB‡b A_v©r B›Uvi‡b‡U Ae¯’vb K‡i I‡qe‡c‡Ri 

Z_¨ cov A‡bK mgq mv‡c¶| G‡Z K‡i B›Uvi‡b‡U 

†ewk _vK‡Z n‡”Q weavq wej †ewk Avm‡e| ZvB Ab 

jvB‡b †_‡K Z_¨ bv c‡o nvW©wW‡¯‹ †mf K‡i 

cieZ©x‡Z Ad jvB‡b cov DwPZ| nvW©wW‡¯‹ †mf 

Kivi Rb¨:

•   B›Uvi‡b‡U †h †cRwU co‡Z Pvb †mwU I‡cb 

Ki“b|

•  File ‡gby‡Z wK¬K K‡i Save As… G wK¬K 

Ki“b| Gi d‡j c`©vq †h  DB‡ÛvwU Avm‡e 

Zvi GKwU bgybv cv‡ki wP‡Î †`Lv‡bv nj|

•  †h †dvìv‡i dvBjwU †mf Ki‡Z Pvb †m 

†dvìviwU I‡cb Ki“b|

•   File name: e‡· †cRwU †h bv‡g †mf Ki‡Z Pvb †m bvg UvBc Ki“b| Ok evU‡b wK¬K Ki“b| †mwfs 

cÖwµqvwU c`©vq cÖ`wk©Z n‡q †cRwU nvW©wW‡¯‹ †mf n‡e|
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5.15 Abykxjbx

1. B›Uv‡bU G·‡c-vivi I‡cb Ki“b|

2. evsjv‡`k cywj‡ki I‡qe †cRwUi Address:(www.police.gov.bd)-G wjLyb Ges G ›Uvi †cÖm Ki“b|

3. UN Mission -G wK ¬K Ki“b|

4. Current Mission-G wK ¬K Ki“b|

5. †cRwU nvW©wW‡¯‹ †mf Ki“b|

5.16 B-‡gBj

B- ‡gBj n‡jv Kw¤úDUvi †bUIqv©K e¨envi K‡i GK Kw¤úDUvi †_‡K Ab¨ Kw¤úDUv‡i Z_¨ Av`vb-c Ö`vb e¨e¯’v| 

B- ‡gBj K‡i †U·U evZ©vi mv‡_ Kw¤úDUv‡i msiw¶Z dvBjI cvVv‡bv hvq| GRb¨ cÖ‡Z¨K e¨enviKvixi GKwU 

K‡i B- ‡gBj GKvD›U _vK‡Z n‡e| eZ©gv‡b Yahoo, Hotmail Ges AviI Ab¨vb¨ K‡qKwU I‡qemvBU wd« B- ‡gBj 

GKvD›U †Lvjvi my‡hvM cÖ`vb K‡i _v‡K|  Yahoo Web Page I‡cb K‡i wKfv‡e GiKg GKwU B- ‡gBj GKvD›U 

†Lvjv hvq Zv wb‡gœ eY©bv Kiv nj|
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Yahoo Web Page I‡cb Kivi Rb¨ G‡Wªm ev‡i  http://www.yahoo.com wj‡L G›Uvi †cÖm Ki‡Z n‡e Zv 
n‡j c`©vq †h DB‡ÛvwU †`Lv hv‡e Zv Dc‡i †`qv nj| 

GLb               †gBj evU‡b wK¬K Ki‡Z n‡e Zvn‡j c`©vq wb‡gœi DB‡ÛvwU †`Lv hv‡e| 

GLb bZzb B-†gBj GKvD›U †Lvjvi Rb¨                              GB evU‡b wK¬K Ki‡Z n‡e Zvn‡j c`©vq wb‡gœi 
DB‡ÛvwU cÖ`wk©Z n‡e|

5.12
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wb‡Ri me Z_¨ w`‡q Dc‡i cÖ`Ë FormwU c~iY Ki‡Z n‡e Ges c`©vq cÖ`wk©Z wb‡`©kbv Abyhvqx KvR Ki‡Z n‡e 
Ges me©‡k‡l I Agree GB evU‡b wK¬K Ki‡Z n‡e Zvn‡jB e¨enviKvixi GKwU GKvD›U ˆZix n‡q hv‡e| 
sarkar_ecs@yahoo.com bv‡gi GKvD›U ˆZixi GKwU bgybv DB‡Ûv wb‡gœ †`Lv‡bv nj|

Dc‡i ewY©Z Dcv‡q Avgiv cÖ‡Z¨K e¨enviKvixi Rb¨ GKwU K‡i B-‡gBj GKvD›U ˆZix K‡i wb‡Z cvwi| GLb 
KviI Kv‡Q B-‡gBj Ki‡Z PvB‡j cÖ_‡g Yahoo Web Page I‡cb Kivi Rb¨ G‡Wªm ev‡i  

http://www.yahoo.com wj‡L G›Uvi †cÖm Ki‡Z n‡e Zvn‡j c`©vq  wb‡gœi DB‡ÛvwU †`Lv hv‡e|
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GLb                 †gBj evU‡b wK¬K Ki‡Z n‡e Zvn‡j c`©vq wb‡gœi DB‡ÛvwU †`Lv hv‡e| 

Dc‡i ewY©Z DB‡Ûv‡Z Yahoo ID †Z B-‡gBj G‡Wªm Ges cvmIqv‡W©i N‡i cÖ‡qvRbxq cvmIqvW© UvBc K‡i Sign 

In evU‡b wK¬K Ki‡Z n‡e, Zvn‡j c`©vq wb‡gœi DB‡ÛvwU †`Lv hv‡e|
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Dc‡i cÖ`wk©Z DB‡ÛvwU e¨envi K‡iB B-‡gB‡ji hveZxq KvR m¤úbœ Ki‡Z n‡e| Dc‡ii cÖ`wk©Z DB‡Ûv Gi 
evgw`‡K Aew¯’Z Inbox, Draft, Sent, Bulk Ges Trash GB †dvìvi¸‡jv B-‡gBj e¨e¯’vcbvi Kv‡R e¨eüZ n‡q 
_v‡K| wb‡gœ ch©vqµ‡g GB †dvìvi¸‡jv wb‡q we¯—vwiZ Av‡jvPbv Kiv nj|

•    Inbox †dvìvi -- Ab¨‡`i KvQ †_‡K cvIqv AvMZ mKj B-‡gBj GB †dvìv‡i Rgv nq| GB †dvìvi wK¬K 
Ki‡j Wvbw`‡Ki DB‡Ûv‡Z Rgv nIqv mKj B-‡gB‡ji †mÛvi I mve‡R± m¤^wjZ wj÷ †`Lv hv‡e| GLv‡b †h 
B-‡gBjwU I‡cb Ki‡Z PvB (A_©vr †`L‡Z PvB wK wjLv ev msev` cvVv‡bv n‡q‡Q) D³ B-‡gB‡ji mve‡R‡± 
gvDm c‡q›Uvi wb‡q wM‡q GKevi wK¬K Ki‡Z n‡e, Zvn‡jB D³ B-‡gB‡j wK wjLv n‡q‡Q Zv †`Lv hv‡e| 
GiKg GKwU I‡cb Kiv B-‡gBj mg„× DB‡Ûv wb‡gœ †`Lv‡bv nj|

Draft †dvìvi -- ai“b Avcwb KviI Kv‡Q †Kvb B-‡gBj 
cvVv‡Z Pvb Ges B-‡gB‡j wK evZ©v cvVv‡Z Pvb Zv K‡¤úvR 
K‡i †d‡j‡Qb| wKš‘ ci¶‡YB Avcwb wm×vš— wb‡jb †h GB 
g~û‡Z© B-‡gBjwU cvVv‡eb bv| GB B-‡gB‡j AviI wKQy 
Z_¨vw` mshy³ K‡i cieZ©x †Kvb mg‡q B-‡gBjwU 
cvVv‡eb| Zvn‡j GB g~û‡Z© B-‡gBjwU Avcbvi Kw¤úDUv‡i 
msi¶Y K‡i ivLv `iKvi| GiKg GKwU bgybv DB‡Ûv cv‡k 
†`Lv‡bv nj| cv‡ki DB‡Ûv‡Z †`qv †h B-‡gBjwU K‡¤úvR 
Kiv n‡q‡Q Zv GLb bv cvwV‡q Kw¤úDUv‡i msi¶Y K‡i 
ivL‡Z PvB| †Kbbv GLv‡b AviI Z_¨vw` mshy³ K‡i c‡i 
cvVv‡bvi wm×vš— †bqv n‡q‡Q|
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B-‡gBjwU Kw¤úDUv‡i msi¶Y Kivi Rb¨ GLb                               evU‡b wK¬K Ki‡Z n‡e| Zvn‡j †gBjwU
                †dvìv‡i †mf n‡e Ges wb‡gœ cÖ`wk©Z Abyiƒc DB‡Ûv c`©vq †`Lv hv‡e|

cieZ©x mg‡q GB B-‡gB‡j AviI Ab¨vb¨ Z_¨vw` mshy³ K‡i cvVv‡Z n‡j GB †gBjwU               †dvìvi †_‡K 
I‡cb K‡i K‡¤úvR Ki‡Z n‡e Ges Zvic‡i cvVv‡Z n‡e| GBfv‡e †h‡Kvb B-‡gBj K‡¤úvR K‡i              
†dvìv‡i ivLv †h‡Z cv‡i|

Sent †dvìvi -- Avcwb †h B-‡gBj-¸‡jv Ab¨‡`i Kv‡Q cvVv‡”Qb †m¸‡jv Avcwb Avcbvi Kw¤úDUv‡i msi¶Y 
K‡i ivLvi Rb¨ Sent †dvìvi e¨eüZ n‡q _v‡K| A_©vr cÖwZwU cvVv‡bv B-‡gB‡ji GK Kwc Sent †dvìv‡i Rgv 
_v‡K|

5.16 B-‡gBj cvVv‡bvi wbqg
yahoo.com †Wv‡gB‡bi †Kvb B-‡gBj GKvD›U e¨envi K‡i KviI Kv‡Q B-‡gBj cvVv‡bvi Rb¨ cÖ_‡g  
B›Uvi‡bU G·‡c-vivi I‡cb K‡i http://www.yahoo.com wj‡L G›Uvi †cÖm Ki‡Z n‡e Zvn‡j c`©vq yahoo.com 
Gi I‡qemvBU c`©vq †`Lv hv‡e hv c~‡e©B †`Lv‡bv n‡q‡Q| GLb               †gBj evU‡b wK¬K Ki‡Z n‡e Zvici 
BDRvi‡bg I cvmIqvW© w`‡q G›Uvi Kx †cÖm Ki‡Z n‡e| hw` BDRvi‡bg I cvmIqvW© †`qv mwVK n‡q _v‡K 
Zvn‡j Avcwb B-‡gBj wm‡÷‡g jMBb n‡q hv‡eb Avi hw` mwVK bv n‡q _v‡K Zvn‡j cÖ‡qvRbxq evZ©v c`©vq †`Lv 
hv‡e| G welq¸‡jv c~‡e©B we¯—vwiZfv‡e Av‡jvPbv Kiv n‡q‡Q| †gvU K_v B-‡gBj wm‡÷‡g K…ZKv‡h©i mv‡_ jMBb 
n‡j c`©vq wb‡gœi Abyiƒc DB‡ÛvwU †`Lv hv‡e (Avcbvi †¶‡Î ûeû GKiKg bvI n‡Z cv‡i)| 
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Gevi KviI wbKU bZzb B-†gBj cvVv‡bvi Rb¨ cÖ_‡gB Zv K‡¤úvR K‡i wb‡Z n‡e| Avi GB KvR Kivi Rb¨ 
Compose  evU‡b wK¬K Ki‡Z n‡e Zvn‡j c`©vq wb‡gœi b¨vq DB‡Ûv †`Lv hv‡e|

huv‡`i Kv‡Q B-‡gBj cvVv‡Z Pvb Zuv‡`i wVKvbv GLv‡b wjL‡Z
n‡e| `ywU wVKvbvi gvSLv‡b Kgv ev †mwg‡Kvjb e¨envi Ki‡Z
n‡e| GKB B-‡gBj Avcwb GKvwaK †jv‡Ki wbKU cvVv‡Z cv‡ib| 

B-‡gBj Gi welqwU (Subject) GLv‡b wjL‡Z n‡e| welq †jLvi
mgq mZK©Zv Aej¤¢b Kiv DwPZ| welqwU †QvU Ges A_©c~Y© nIqvB
evÃbxq| 

K‡¤úvR Kivi RvqMv| A_©vr Avcwb †h g¨v‡mR
cvVv‡Z Pvb Zv GLv‡b UvBc Ki‡Z n‡e| 



†ewmK Bbdi‡gkb GÛ KwgDwb‡Kkb †UK‡bvjRx (AvBwmwU) †Uªwbs †Kvm©

5.18

Gevi huvi wbKU B-†gBj cvVv‡Z Pvb cÖ_‡gB Zuvi G‡Wªm GB                                                 †UK÷ e‡· 
wjL‡Z n‡e| Gevi †h †jLv cvVv‡Z Pvb Zv wb‡gœi GB †UK÷e‡· wjL‡Z n‡e|

Avcwb †h B-†gBjwU cvVv‡Z Pv‡”Qb Zvi GKwU welq (Subject) _vK‡Z cv‡i Ges hw` welqwU wjL‡Z Pvb  Z‡e 
Zv GB 

†UK÷e‡· wjL‡Z n‡e| GKwU mvaviY B-†gB‡ji bgybv wb‡gœ †`Lv‡bv nj|

K‡¤úvR Kivi RvqMv| A_©vr Avcwb †h 
g¨v‡mR cvVv‡Z Pvb Zv GLv‡b UvBc 
Ki‡Z n‡e|

Dear Mr. Shahid

Thank you for coming today. As discussed. I would like to confirm that, after the changes made  

at your end todat,  sending and receving of e-mails to and from UNDP And UNOPS works 

under new network addressing, 192.168.4.x

We can switch the PRP to the new address to allow required e-mail functionality but, as I 

understand, you would like to conduct one more test beforehand. Please advise when the test 

is concluded.

Regards



B›Uvi‡bU I B-†gBj

5.19

Gevi B-†gBjwU cvVv‡bvi Rb¨ ïaygvÎ  (        ) evU‡b wK¬K Ki‡Z n‡e| Zvn‡j wKQy¶‡Yi g‡a¨B B-†gBjwU P‡j 
hv‡e Ges cÖ‡qvRbxq evZ©v c`©vq †`Lv hv‡e| B-†gBjwU †h‡Z KZ mgq jvM‡e Zv wbf©i Ki‡e B-†gB‡ji mvBR, 
B›Uvi‡bU Gi ¯úxW A_©vr e¨vÛBDW&_ BZ¨vw`i Dci|

GKwU B-†gBj GKvwaK †jv‡Ki wbKU wKfv‡e cvVv‡bv hvq Zv Avgiv †`‡LwQ|

A_©vr G‡¶‡Î                                              GB †UK÷e‡· wVKvbv¸‡jv Kgv ev †mwg‡Kvjb w`‡q w`‡q 
wjL‡Z n‡e| wKš‘ GgbI cÖ‡qvRb n‡Z cv‡i †h AviI †jvK Av‡Q huv‡`i‡K Rvwb‡q ivL‡Z PvB Kuv‡`i wbKU B-
†gBjwU cvVv‡bv nj, †m‡¶‡Î          GB wj‡¼ wK¬K Ki‡Z n‡e Zvn‡j                                               GB 
†UK÷ e·wU c`©vq cÖ`wk©Z n‡e Ges †mLv‡b huv‡`i‡K Rvwb‡q ivL‡Z PvB Zuv‡`i wVKvbv¸‡jv Kgv ev †mwg‡Kvjb 
w`‡q w`‡q wjL‡Z n‡e| Giƒc GKwU bgybvDB‡ÛvwU wb‡gœ †`qv nj:-

A‡bK mgq B-†gB‡ji mv‡_  mshyw³ ev A¨Uvm‡g›U wnmv‡e IqvW©, G‡·j ev Ab¨ †Kvb WKzg‡b÷ cvVv‡bvi 
cÖ‡qvRb n‡Z cv‡i Ges GKvR Lye mn‡RB GLv‡b Kiv †h‡Z cv‡i|            GB KvR Kivi Rb¨          
GB evUbwU †cÖm Ki‡Z n‡e Zvn‡j c`©vq wb‡gœi DB‡ÛvwU †`Lv hv‡e|
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