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Microsoft Word ÷Ó˚& Ñ˛Ó˚y ÷Ó˚& Ñ˛Ó˚y ÷Ó˚& Ñ˛Ó˚y ÷Ó˚& Ñ˛Ó˚y ÷Ó˚& Ñ˛Ó˚y
MS Word ÷Ó˚& Ñ˛Ó˚yÓ˚ ãòƒ !òˆÏâ˛Ó˚ Step=ˆÏúy ~ˆÏÑ˛ ~ˆÏÑ˛ ÓƒÓ£yÓ˚ Ñ˛Ó˚&ò–

1– (Windows-7)- ≤ÃÌõ Mouse ˛ôˆÏÎ˚r›˛yÓ˚ Start Óy›˛ˆÏòÓ˚ v˛z˛ôÓ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– ˆîÖ%ò ~Ñ˛!›˛ Pop Up ˆõò% xy¢ˆÏÓñ ˆÎÖyˆÏò !òâ˛ ˆÌˆÏÑ˛
ÎÌye´ˆÏõ All Programs ~ÓÇ xòƒyòƒ ¢ö˛›‰˛ÁÎ˚ƒyˆÏÓ˚Ó˚ òyõ xÌÓy Log off, Turn off, Computer, Help and Support, Search,

Run, £zì˛ƒy!î ˆúÖy ÌyÑ˛ˆÏÓ–

2– ~Ó˚˛ôÓ˚ Pop up ˆõò%Ó˚ v˛z˛ôˆÏÓ˚Ó˚ !îÑ˛ ˆÌˆÏÑ˛ All programs xy£zÑ˛ˆÏò Click Ñ˛Ó˚&ò– xyˆÏÓ˚Ñ˛!›˛ Drop Down ˆõò% xy¢ˆÏÓ– ˆÎÖyˆÏò
xˆÏòÑ˛ ˆ≤Ãy@˘ÃyˆÏõÓ˚ òyõ ˆúÖy ÌyÑ˛ˆÏÓ– ~Öyò ˆÌˆÏÑ˛ Microsft ˆö˛y”˛yˆÏÓ˚ Click Ñ˛Ó˚&ò–

3– ˆÎÖyˆÏò xˆÏòÑ˛ ˆ≤Ãy@˘ÃyˆÏõÓ˚ òyõ ˆúÖy ÌyÑ˛ˆÏÓ– ~Öyò ˆÌˆÏÑ˛ Microsoft Office ˆö˛y”˛yˆÏÓ˚ Click Ñ˛Ó˚&ò–

4– ~ÖyˆÏòÁ xˆÏòÑ˛ ˆ≤Ãy@˘ÃyˆÏõÓ˚ òyõ ˆúÖy ÌyÑ˛ˆÏÓ ~Öyò ˆÌˆÏÑ˛ Microsoft Word 2007 Óy Microsoft Word 2010 Óy Microsoft

Word 2013 ~ Click Ñ˛Ó˚&ò–

Fig. 1.1

xÌÓy

5– (Windows-8)- xy˛ô!ò Login Ñ˛Ó˚y õye â˛yÓ˚ˆÏÑ˛yíy xy£zÑ˛ò¢£ !Ó!¶˛ß¨ xƒy!≤’ˆÏÑ˛üˆÏò ¢!Iì˛ òì%˛ò Windows-8 ~Ó˚ Start fl˛;˛#ò
xy˛ôòyÓ˚ ¢yõˆÏò xy¢ˆÏÓ– ~Öò Micorsoft Word 2007 Óy Microsoft Word 2010 Óy Microsoft Word 2013 Óy›˛ˆÏò !Ñœ˛Ñ˛
Ñ˛Ó˚ˆÏú ~!›˛ ÷Ó˚& £ˆÏÓ–

Chapter - 1Chapter - 1Chapter - 1Chapter - 1Chapter - 1
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Fig. 1.2

!Ñ˛ä%È«˛ˆÏíÓ˚ õˆÏïƒ ˛ôî≈yÎ˚ MS-Word fi›˛y›≈˛xy˛ô Logo xy¢ˆÏÓ ~ÓÇ ˆüˆÏ°Ï MS Word ~Ó˚ ~Ñ˛!›˛ ö§˛yÑ˛y fl˛;˛#ò xy¢ˆÏÓ–

~Ñ˛!›˛ òì%˛ò ~Ñ˛!›˛ òì%˛ò ~Ñ˛!›˛ òì%˛ò ~Ñ˛!›˛ òì%˛ò ~Ñ˛!›˛ òì%˛ò File / Docoment !òˆÏÎ˚ Ñ˛yã Ñ˛Ó˚y !òˆÏÎ˚ Ñ˛yã Ñ˛Ó˚y !òˆÏÎ˚ Ñ˛yã Ñ˛Ó˚y !òˆÏÎ˚ Ñ˛yã Ñ˛Ó˚y !òˆÏÎ˚ Ñ˛yã Ñ˛Ó˚y

ÎÖò£z xy˛ô!ò Microsoft Word 2007 / 2010 / 2013 ÷Ó˚& Ñ˛Ó˚ˆÏÓò– xy˛ôòyÓ˚ ¢yõˆÏò ~Ñ˛!›˛ò òì%˛ò Blank v˛ˆÏÑ˛yˆÏõr›˛ xyÓˆÏ¢–
~ xÓfl˛iyÎ˚ xy˛ôòyÓ˚ ¢yõˆÏò ˆÎ Screen ˆîÖˆÏì˛ ˛ôyˆÏFäÈò ~›˛y £ˆÏúy Microsoft WordÈÙÈ~Ó˚ Screen ú«˛ƒ Ñ˛Ó˚&ò Blank v˛ˆÏÑ˛yˆÏõˆÏr›˛Ó˚
Óyõ˛ôyˆÏüñ v˛z˛ôˆÏÓ˚Ó˚ !îˆÏÑ˛ ~Ñ˛›˛y ú¡∫y îyÜ ãµúˆÏäÈ xyÓ˚ !ò¶˛ˆÏäÈ– ~›˛yÓ˚ òyõ Insertion Point S£zò¢y›≈˛üò ˛ôˆÏÎ˚r›˛V Óy Ñ˛y¢≈Ó˚ (Cursor)–
~ÖyˆÏò£z ˆúÖy ÷Ó˚& Ñ˛Ó˚y ÎyÎ˚– v˛zˆÏÕ‘Öƒ Ñ˛y¢≈Ó˚ ˆÎÖyˆÏò£z ÌyÑ˛ˆÏÓ ˆúÖy ÷Ó˚& Ñ˛Ó˚ˆÏú ˆ¢Öyò ˆÌˆÏÑ˛£z ˆúÖy £ˆÏÓ–

MS Word 2007ÈÙÈ~Ó˚ Screen

MS Word 2010 ~Ó˚ Screen

Fig. 1.3

MS Word 2013 ~Ó˚ Screen

Word 2013 ˆì˛ ¢Ó˚y¢!Ó˚ screen òy ~ˆÏ¢ Word 2013 Preview ÓˆÏ: v˛z£zãyv≈˛ xy¢ˆÏÓ–
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Fig. 1.4

~Öyò ˆÌˆÏÑ˛ Blank Docuemnt v˛z£zãyˆÏv≈˛ !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú Word 2013 fl˛;˛#ò xy¢ˆÏÓ– ~Öò ö˛y£zˆÏú !Ñ˛ä%È ˆ›˛:›˛ ›˛y£z˛ô Ñ˛Ó˚yÓ˚ ˛ôÓ˚ñ
ö˛y£zú!›˛ My Document ˆö˛y”˛yˆÏÓ˚ RK òyˆÏõ Save Ñ˛Ó˚ˆÏì˛ £ˆÏÓ– ú«˛ƒ Ñ˛Ó˚&ò Word fl˛;˛#ˆÏòÓ˚ v˛z˛ôˆÏÓ˚ Óyõ!îˆÏÑ˛ ›˛y£zˆÏ›˛ú ÓyˆÏÓ˚ Microsoft

Word ˆúÖyÓ˚ ¢yˆÏÌ ö˛y£zˆÏúÓ˚ òyõ RK ˆîÖy ÎyˆÏÓ–

Fig. 1.5

~¶˛yˆÏÓ xyÓyÓ˚Á Ñ˛ˆÏÎ˚Ñ˛ úy£zò ˆ›˛:›˛ ›˛y£z˛ô Ñ˛ˆÏÓ˚ File > Save Ñ˛õyu˛ !îò– ú«˛ƒ Ñ˛Ó˚&òñ ≤ÃÌõÓyˆÏÓ˚Ó˚ ˛ôÓ˚ xyÓ˚ v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ
òy– xÌ≈yÍ Îì˛ÓyÓ˚£z ˆ¢¶˛ Ñ˛Ó˚&òñ ö˛y£zú!›˛ RK òyˆÏõ ˆ¢¶˛ £ˆÏì˛ ÌyÑ˛ˆÏÓ– õˆÏò Ó˚yÖˆÏÓòñ v˛Ñ%˛ˆÏõˆÏr›˛ Ñ˛yã Ñ˛Ó˚yÓ˚ ¢õÎ˚ !Ñ˛ä%È«˛í ˛ôÓ˚˛ôÓ˚
ö˛y£zú!›˛ ˆ¢¶˛ Ñ˛Ó˚ˆÏì˛ £ˆÏÓ ò£zˆÏú ˆÑ˛yˆÏòy Ñ˛yÓ˚ˆÏí Ñ˛!¡ôv˛z›˛yÓ˚ Óı˛ £ˆÏÎ˚ ˆÜˆÏú ˆü°ÏÓyÓ˚ ˆ¢¶˛ Ñ˛Ó˚yÓ˚ ˆÎ xÇü›%˛Ñ%˛ ›˛y£z˛ô Ñ˛Ó˚y £ˆÏÎ˚ˆÏäÈ ˆ¢›%˛Ñ%˛
˛ôyÁÎ˚y ÎyˆÏÓ òy–

Ñ˛yã Ñ˛Ó˚y ˆüˆÏ°Ï File Óy›˛ò ˆÌˆÏÑ˛ Save ~ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– (File > Save) xÌÓy (Alt + F, S Óy Ctrl + S)–
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MS Word 2010 Screen ~Ó˚ ¢Ç!«˛Æ !ÓÓÓ˚í

Fig. 1.6

Title Bar

Word ScreenÈÙÈ~Ó˚ ¢ÓˆÏâ˛ˆÏÎ˚ v˛z˛ôˆÏÓ˚ õyG˛ÖyˆÏò Document1-Microsoft Word ˆúÖy ÓyÓ˚!›˛Ó˚ òyõ ›˛y£zˆÏ›˛ú ÓyÓ˚ ~Ó˚ Óyõ!îˆÏÑ˛ 4!›˛
Óy›˛ò S!v˛ö˛Œ›˛V ¢£ Quick Access ›%˛úÓyÓ˚ xÓ!fl˛iì˛– Microsoft Office ~Ó˚ ¢Ó=ˆÏúy ˆ≤Ãy@˘ÃyˆÏõ ~£z ÓyÓ˚ ÌyˆÏÑ˛– ~ÖyˆÏò ˆ≤Ãy@˘ÃyˆÏõÓ˚
òyõ ~ÓÇ ˆÎ ö˛y£zú!›˛ ˆÖyúy ÌyÑ˛ˆÏú ì˛yÓ˚ òyõ ÌyˆÏÑ˛– ~£zÓyˆÏÓ˚Ó˚ v˛yò!îˆÏÑ˛ ˛ôÎ≈yÎ˚e´ˆÏõ Minimize Óy›˛ò (...), Maximize Óy›˛ò (...)

xÌÓy Restore Óy›˛ò (...) ~ÓÇ Close Óy›˛ò (...) ÌyˆÏÑ˛–

Ñ˛ˆÏr›˛∆yú Óy›˛ò (...) : ~£z Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú v»˛˛ô v˛yv˛zò ˆõò% xy¢ˆÏÓ ~ÓÇ ~Öyò ˆÌˆÏÑ˛ MS-Word Óı˛ Ñ˛Ó˚y ÎyÎ˚–

!õ!òõy£zã Óy›˛ò (...) : v˛yò!îˆÏÑ˛Ó˚ õy£zòy¢ !â˛£´ (...) Î%_´ Óy›˛ò!›˛Ó˚ òyõ !õ!òõy£zã Óy›˛ò– ~£z Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú MS-Word

ˆäÈy›˛ £ˆÏÎ˚ ›˛yfl˛ÒÓyˆÏÓ˚ â˛ˆÏú ÎyÎ˚– ›˛yfl˛ÒyÓyˆÏÓ˚ xyÓyÓ˚Á !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú MS-Word xyÓyÓ˚ fl˛;˛#ò ã%ˆÏv˛¸ â˛ˆÏú xyˆÏ¢–

õƒy!:õy£zã Óy›˛ò (...) : v˛yò!îˆÏÑ˛Ó˚ !ì˛ò!›˛ Óy›˛ˆÏòÓ˚ õˆÏïƒ õyˆÏG˛Ó˚!›˛ xÌ≈yÍ î%!›˛ ÓÜ≈¢¡∫!úì˛ Óy›˛ò!›˛Ó˚ òyõ õƒy!:õy£zã Óy›˛ò– ~£z
Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú MS-Word ˛ô%ˆÏÓ˚y fl˛;˛#ò ã%ˆÏv˛¸ ˆîÖy ÎyÎ˚ ~ÓÇ õƒy!:õy£zã Óy›˛ˆÏòÓ˚ ˛ô!Ó˚ÓˆÏì≈˛ ~Ñ˛!›˛ ÓÜ≈¢£ Resotre Óy›˛ˆÏò (...)

Ó˚*˛ôyhs˛!Ó˚ì˛ £Î˚– xyÓyÓ˚Á Resotore Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú MS-Word fl˛;˛#ò ˛ô)ˆÏÓ≈Ó˚ xyÑ˛yˆÏÓ˚ !ö˛ˆÏÓ˚ xyˆÏ¢–

Close Óy›˛ò (...) : v˛yò!îˆÏÑ˛Ó˚ ¢ÓˆÏâ˛ˆÏÎ˚ ˆüˆÏ°Ï e´¢ ¢y£zò (...) Î%_´ Óy›˛ò!›˛Ó˚ òyõ Close Óy›˛ò– ~£z Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú MS-Word

Óı˛ £ÁÎ˚yÓ˚ ãòƒ ≤Ãlfl˛ì˛ £Î˚ ~ÓÇ õƒyˆÏ¢ã xyˆÏ¢– No Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú MS-Word Óı˛ £Î˚ ~ÓÇ Cancel Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú Óı˛
òy £ˆÏÎ˚ xyÓyÓ˚ fl˛;˛#ò !ö˛ˆÏÓ˚ xyˆÏ¢–

Quick Access ›%˛úÓyÓ˚› %˛úÓyÓ˚› %˛úÓyÓ˚› %˛úÓyÓ˚› %˛úÓyÓ˚
Office / File Óy›˛ˆÏòÓ˚ v˛z˛ôÓ˚ xÓ!fl˛iì˛ !ì˛ò!›˛ Óy›˛ò S!v˛ö˛Œ›˛V ~ÓÇ ~Ñ˛!›˛ v»˛˛ô v˛yv˛zò S!ò¡¨õ%Ö# ì˛#Ó˚ !â˛£´V ¢¡∫!úì˛ ›%˛úÓyÓ˚!›˛Ó˚

òyõ Quick Access ›%˛úÓyÓ˚– ~!›˛ˆÏì˛ ¢yïyÓ˚íì˛ Maximize / Minimize Button / Close, Undo Button, Redo Button, Save

Button, Customize Quick Access Toolbar Óy›˛ò ÌyˆÏÑ˛–

Fig. 1.7
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Customize Quick Access Toolbar Óy›˛ˆÏòÓ˚ v»˛˛ô v˛yv˛zˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú xyÓ˚Á xˆÏòÑ˛ x˛ôüò ˛ôyÁÎ˚y ÎyÎ˚– ~Öyò ˆÌˆÏÑ˛ ˆÎ ˆÑ˛yˆÏòy
xy£zˆÏ›˛õ !¢ˆÏúQ Ñ˛Ó˚ˆÏú ˆ¢!›˛ˆÏì˛ ~Ñ˛!›˛ !›˛Ñ˛õyÑ≈˛ (ü) xyˆÏ¢ ~ÓÇ Quick Access ›%˛úÓyˆÏÓ˚ ˆ¢!›˛ ≤Ãî!ü≈ì˛ £Î˚– xyÓyÓ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú
!›˛Ñ˛õyÑ≈˛ v˛z!‡˛ˆÏÎ˚ !îˆÏú Quick Acess ›%˛úÓyÓ˚ ˆÌˆÏÑ˛ ˆ¢!›˛ â˛ˆÏú ÎyÎ˚–

Ribbon ›˛ƒyÓ ¢õ)£ ›˛ƒyÓ ¢õ)£ ›˛ƒyÓ ¢õ)£ ›˛ƒyÓ ¢õ)£ ›˛ƒyÓ ¢õ)£

Quick Access ›%˛úÓyˆÏÓ˚Ó˚ !òˆÏâ˛£z Ó˚ˆÏÎ˚ˆÏäÈ Office-2010 ~Ó˚ ¢ÓˆÏâ˛ˆÏÎ˚ v˛zˆÏÕ‘ÖˆÏÎyÜƒ ~ÓÇ ˛ô!Ó˚Ó!ì≈˛ì˛ xÇü Ribbon ›˛ƒyÓ ¢õ)£– ~!›˛
Office 97-2003 ˆì˛ xÓ!fl˛iì˛ ˆõò% Á ›%˛úÓyÓ˚ˆÏÑ˛ ¢õß∫Î˚ Ñ˛ˆÏÓ˚ ˜ì˛Ó˚# Ñ˛Ó˚y £ˆÏÎ˚ˆÏäÈ– Word 2010ÈÙÈ~Ó˚ !Ó˚ÓòÓyˆÏÓ˚ Home, Insert, Page

Layout, References, Mailings, Review ~ÓÇ View ›˛ƒyÓ Ó˚ˆÏÎ˚ˆÏäÈ– ~äÈyv˛¸y ¢Ç!Ÿ’‹T !Ó°ÏˆÏÎ˚ xyÓ˚Á òì%˛ò !Ñ˛ä%È ›˛ƒyÓ ˛ôyÁÎ˚y ÎyˆÏÓ–
≤Ã!ì˛!›˛ ›˛ƒyˆÏÓ Ó˚ˆÏÎ˚ˆÏäÈ ¢Ç!Ÿ’‹T Ñ˛õyu˛@˘Ã&˛ô– ˆÎõò Home ›˛ƒyˆÏÓ Ó˚ˆÏÎ˚ˆÏäÈ Clipboard, Font, Paragraph, Styles, Editing Ñ˛õyu˛ @˘Ã&˛ô–
≤Ã!ì˛!›˛ Ñ˛õyu˛ @˘Ã&ˆÏ˛ô Ó˚ˆÏÎ˚ˆÏäÈ ¢Ç!Ÿ’‹T Ñ˛õyu˛– ˆÎõò Font Ñ˛õyu˛ @˘Ã&ˆÏ˛ôÓ˚ Ó˚ˆÏÎ˚ˆÏäÈ Bold, Itali, Underline, Strikethrough, Subscript,

Superscript, Font Color, Font Size, Increast Font Size Á Decrease Font Size Óy›˛ò– !Ñ˛ä%È !Ñ˛ä%È Ñ˛õyu˛ @˘Ã&ˆÏ˛ôÓ˚ !òˆÏâ˛ v˛yò!îˆÏÑ˛
~Ñ˛!›˛ â˛yÓ˚ˆÏÑ˛yíy (...) Ó˚ˆÏÎ˚ˆÏäÈñ ~!›˛ˆÏì˛ !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú ¢Ç!Ÿ’‹T v˛yÎ˚yúÜ Ó: ˛ôyÁÎ˚y ÎyˆÏÓ–

Fig. 1.8

v˛yÎ˚yúÜ Ó: úyò‰â˛yÓ˚v˛yÎ˚yúÜ Ó: úyò‰â˛yÓ˚v˛yÎ˚yúÜ Ó: úyò‰â˛yÓ˚v˛yÎ˚yúÜ Ó: úyò‰â˛yÓ˚v˛yÎ˚yúÜ Ó: úyò‰â˛yÓ˚
!Ñ˛ä%È !Ñ˛ä%È @˘Ã&˛ô Ñ˛õyˆÏu˛Ó˚ õˆÏïƒ !òˆÏâ˛ v˛yò!îˆÏÑ˛ «%˛o â˛yÓ˚ˆÏÑ˛yíy xy£zÑ˛ò ÌyˆÏÑ˛– ~=!ú£z ¢Ç!Ÿ’‹T v˛yÎ˚yúÜ Ó: úyò‰â˛yÓ˚– ~!›˛ˆÏì˛ !Ñœ˛Ñ˛

Ñ˛Ó˚ˆÏú ¢Ç!Ÿ’‹T v˛yÎ˚yúÜ Ó: Óy Task Pane Ö%ˆÏú ÎyˆÏÓ– ˆÎõòÈÙÙÙÈ Font Ñ˛õyu˛ @˘Ã&ˆÏ˛ôÓ˚ !òˆÏâ˛ v˛yˆÏò xÓ!fl˛iì˛ â˛yÓ˚ˆÏÑ˛yíy v˛yÎ˚yúÜ Ó:
úyò‰â˛yÓ˚ xy£zÑ˛ˆÏò (...) !Ñœ˛Ñ˛ Ñ˛Ó˚&ò Óy Ctrl+Shift+F ˆ≤Ã¢ Ñ˛Ó˚&ò–

Fig. 1.9

v˛yÎ˚yúÜ Font v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ–
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1.10

Scroll Bar

v˛Ñ%˛ˆÏõr›˛!›˛ xˆÏòÑ˛ Óv˛¸ £ˆÏú ~ÓÇ fl˛;˛#ˆÏò òy x§y›˛ˆÏú v˛z˛ôÓ˚ / !òâ˛ Óy v˛yò / ÓyˆÏõÓ˚ ˆúÖy ˆîÖy ÎyÎ˚ òy– ~Ñ˛yÓ˚ˆÏí ˛ôî≈yÓ˚ v˛yˆÏò/
ÓyˆÏõ Óy v˛z˛ôÓ˚/!òˆÏâ˛ ÎyÁÎ˚yÓ˚ ≤ÃˆÏÎ˚yãò £Î˚– Word fl˛;˛#ˆÏòÓ˚ v˛yò!îˆÏÑ˛Ó˚ ÓyÓ˚!›˛Ó˚ òyõ Vertical Scroll ÓyÓ˚ñ ~!›˛Ó˚ ¢y£yˆÏÎƒ v˛z˛ôÓ˚ / !òˆÏâ˛Ó˚
v˛y›˛yˆÏÑ˛ fl˛;˛ú Ñ˛ˆÏÓ˚ ˆîÖy ÎyÎ˚– x˛ôÓ˚ !îˆÏÑ˛ !òˆÏâ˛Ó˚ ÓyÓ˚!›˛Ó˚ òyõ Horizontal Scroll ÓyÓ˚ñ ~!›˛Ó˚ ¢y£yˆÏÎƒ v˛yò/ÓyˆÏõÓ˚ v˛y›˛y fl˛;˛ú Ñ˛ˆÏÓ˚
ˆîÖy ÎyÎ˚–

Fig. 1.11

Status Bar

Horizontal Scroll ÓyˆÏÓ˚Ó˚ !òˆÏâ˛ xÌ≈yÍ Word fl˛;˛#ˆÏòÓ˚ ¢ÓˆÏâ˛ˆÏÎ˚ !òˆÏâ˛ Page : 1 of 1 ˆúÖy¢£ ÓyÓ˚!›˛Ó˚ òyõ Status ÓyÓ˚– ~£z yˆÏÓ˚Ó˚
¢y£yˆÏÎ v˛Ñ%˛ˆÏõˆÏr›˛ xÓ!fl˛iì˛ Ñ˛y¢≈Ó˚ Óy Insertion PointÈÙÈ~Ó˚ xÓfl˛iyò ãyòy ÎyÎ˚–
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Status Bar ~Ó˚ v˛yò!îˆÏÑ˛ äÈÎ˚!›˛ ˆäÈy›˛ Óy›˛ò ÌyˆÏÑ˛ ~Öyò ˆÌˆÏÑ˛ !¶˛v˛zˆÏÑ˛ Print Layout, Full Screen Reading, Web Layout, Outline

Á Dart ~ÓÇ ~ˆÏÑ˛ÓyˆÏÓ˚ ˆüˆÏ°Ï v˛yò!îˆÏÑ˛ xÓ!fl˛iì˛ fl˛‘y£zv˛yÓ˚ˆÏÑ˛ v»˛yÜ Ñ˛ˆÏÓ˚ View ˆÑ˛ ˆäÈy›˛/Óv˛¸ Ñ˛Ó˚y ÎyˆÏÓ–

1.12

Status ÓyˆÏÓ˚Ó˚ v˛z˛ôÓ˚ õyv˛zˆÏ¢Ó˚ Right Click Ñ˛Ó˚ˆÏú ˛ô˛ôÈÙÈxy˛ô ˆõò% xy¢ˆÏÓ– ~Öyò ˆÌˆÏÑ˛ ≤ÃˆÏÎ˚yãò#Î˚ xy£zˆÏ›˛õ !¢ˆÏúQ / !v˛!¢ˆÏúQ
Ñ˛Ó˚y ÎyˆÏÓ–

Page 1 : ~Ó̊ xÌ≈ £ Ï̂FäÈ ~Ñ˛y!ïÑ˛ ˛ô,¤˛y ¢¡∫!úì˛ v˛Ñ%̨ Ï̂õr›˛ Ñ˛y¢≈Ó̊ ~Ó̊ Óì≈̨ õyò xÓfl įyò Ñ˛ì˛ ˛ô,¤˛yÎ̊ ˆ¢!›˛ ˆîÖyÎ̊– ˆÎõò Page 1, Page 5

£zì˛ƒy!î–
Sec 1 : ~Ó˚ xÌ≈ £ˆÏFäÈ ~Ñ˛y!ïÑ˛ ˆ¢Ñ˛üò ¢¡∫!úì˛ v˛Ñ%˛ˆÏõr›˛ Ñ˛y¢≈Ó˚ ~Ó˚ Óì≈˛õyò xÓfl˛iyò ˆÑ˛yò ˆ¢Ñ˛üˆÏò ˆ¢!›˛ ˆîÖyÎ˚ ˆÎõò Sec

2, Sec 3 £zì˛ƒy!î–

½ : ~Ó˚ xÌ≈ £ˆÏFäÈ ˆõy›˛ ˛ô,¤˛y ¢ÇÖƒy Ñ˛ì˛ ~ÓÇ ì˛yÓ˚ õˆÏïƒ Óì≈˛õyˆÏò Ñ˛ì˛ ò¡∫Ó˚ ˛ô,¤˛yˆÏì˛ Ñ˛y¢≈Ó˚ xÓfl˛iyò Ñ˛Ó˚ˆÏäÈ– ˆÎõò 2/5 ~Ó˚ xÌ≈
£ˆÏFäÈ v˛Ñ%˛ˆÏõˆÏr›˛Ó˚ ˆõy›˛ ˛ô,¤˛y ¢ÇÖƒy 5 ~ÓÇ Ñ˛y¢≈Ó˚ Óì≈˛õyˆÏò 2 ò¡∫Ó˚ ˛ô,¤˛yÎ˚ xÓfl˛iyò Ñ˛Ó˚ˆÏäÈ–

AT 2” : ~Ó˚ xÌ≈ £ˆÏFäÈ Óì≈˛õyò ˛ô,¤˛yÓ˚ v˛z˛ôˆÏÓ˚Ó˚ !îˆÏÑ˛Ó˚ ÷Ó˚&Ó˚ xÓfl˛iyò ˆÌˆÏÑ˛ Ñ˛y¢≈Ó˚ Ñ˛ì˛ £z!M˛È/ˆ¢É!õÉ !òˆÏâ˛ xÓfl˛iyò Ñ˛Ó˚ˆÏäÈ–

Line 1 : ~Ó˚ xÌ≈ £ˆÏFäÈ Óì≈˛õyò ˛ô,¤˛yÎ˚ Ñ˛y¢≈Ó˚ Ñ˛ì˛ ò¡∫Ó˚ úy£zˆÏò xÓfl˛iyò Ñ˛Ó˚ˆÏäÈ–

Col 1 : ~Ó˚ xÌ≈ £ˆÏFäÈ Óì≈˛õyò ˛ô,¤˛yÎ˚ Ñ˛y¢≈Ó˚ Ñ˛ì˛ ò¡∫Ó˚ Ñ˛úyˆÏõ Sx«˛ˆÏÓ˚V xÓfl˛iyò Ñ˛Ó˚ˆÏäÈ £zì˛ƒy!î–

Óì≈˛õyò ö˛y£zú!›˛ Óì≈˛õyò ö˛y£zú!›˛ Óì≈˛õyò ö˛y£zú!›˛ Óì≈˛õyò ö˛y£zú!›˛ Óì≈˛õyò ö˛y£zú!›˛ Close Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y

Óì≈˛õyò ö˛y£zú!›˛ˆÏÑ˛ £z!ì˛õˆÏïƒ£z Save Ñ˛Ó˚y £ˆÏÎ˚ˆÏäÈ– ~Öò xyõÓ˚y ö˛y£zú!›˛ˆÏÑ˛ Close Ñ˛Ó˚ˆÏÓy– !òˆÏ¡¨y_´ Ñ˛õyu˛ Step by Step ≤ÃˆÏÎ˚yÜ
Ñ˛Ó̊&ò–

1. Office / File Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ v»˛˛ô v˛yv˛zò xy¢ˆÏú ¢ÓˆÏâ˛ˆÏÎ˚ !òˆÏâ˛ xÓ!fl˛iì˛ Close Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– (Home, Insert £zì˛ƒy!î
ˆúÖy ›˛ƒyˆÏÓÓ˚ ¢ÓˆÏâ˛ˆÏÎ˚ v˛yˆÏò Close Óy›˛ˆÏò (...) !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚Á Ñ˛yã!›˛ Ñ˛Ó˚y ÎyˆÏÓV

Fig. 1.13

Do you want to save changes you made to... ≤ÃŸ¿¢£ v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ– Don’t Save Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– ö˛y£zú!›˛ Óı˛
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£ˆÏÎ˚ ÎyˆÏÓ–

Word ˆÌˆÏÑ˛ ˆÓÓ˚ £ÁÎ˚y ˆÌˆÏÑ˛ ˆÓÓ˚ £ÁÎ˚y ˆÌˆÏÑ˛ ˆÓÓ˚ £ÁÎ˚y ˆÌˆÏÑ˛ ˆÓÓ˚ £ÁÎ˚y ˆÌˆÏÑ˛ ˆÓÓ˚ £ÁÎ˚y
ö˛y£zˆÏú Ñ˛yã Ñ˛Ó˚ˆÏì˛ òy â˛y£zˆÏú Close Ñ˛Ó˚y £Î˚– !Ñ˛ls˛ Word ~ xyÓ˚ Ñ˛yã Ñ˛Ó˚ˆÏì˛ òy â˛y£zˆÏú ¢¡ô)í≈ Word Óı˛ Ñ˛ˆÏÓ˚ !îˆÏì˛ ˛ôy!Ó˚–

!òˆÏâ˛Ó˚ Ñ˛õyu˛ ≤ÃˆÏÎ˚yÜ Ñ˛Ó˚&ò–

1. Office / File Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò ~ÓÇ v»˛˛ô v˛yv˛zˆÏòÓ˚ !òˆÏâ˛ v˛yò!îˆÏÑ˛ Exit Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– Word Óı˛ £ˆÏÓ– ˆÑ˛yˆÏòy ö˛y£zú
ˆÖyúy ÌyÑ˛ˆÏú ~ÓÇ ˆü°Ï ÓyÓ˚ ~!v˛ˆÏ›˛Ó˚ ˛ôÓ˚ Save Ñ˛Ó˚ˆÏÓò !Ñ˛òy ~£z v˛yÎ˚úÜ Ó: xy¢ˆÏú Save Ñ˛Ó˚&ò–

Windows 7 ˆÑ˛  ˆÑ˛  ˆÑ˛  ˆÑ˛  ˆÑ˛ Shut Down Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y
Start Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú ˆÎ ˆõò% xy¢ˆÏÓ ˆ¢£z ˆõò%Ó˚ !òˆÏâ˛ v˛yò!îˆÏÑ˛ ~Ñ˛!›˛ !ì˛Ó˚ !â˛£´¢£ Shut Down Óy›˛ò Ó˚ˆÏÎ˚ˆÏäÈ– Shut Down

Óy›˛ˆÏòÓ˚ !ì˛Ó˚ !â˛ˆÏ£´ !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú xyÓ˚Á 6!›˛ x˛ôüò¢£ ~Ñ˛!›˛ ˆõò% xy¢ˆÏÓ–

Shut Down

~£z Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú v˛z£zˆÏu˛yã ¢Ó˚y¢!Ó˚ Óı˛ £ˆÏÎ˚ ÎyˆÏÓ– Restart £ˆÏÓ òyñ xyÓyÓ˚ â˛yú% Ñ˛Ó˚ˆÏì˛ £ˆÏú ˛ô%òÓ˚yÎ˚ ≤ÃÌõ ˆÌˆÏÑ˛ ÷Ó˚&
Ñ˛Ó˚ˆÏì˛ £ˆÏÓ–

xyˆÏÜ ˆ¢¶˛ Ñ˛ˆÏÓ˚ Ó˚yÖy ö˛y£zú xyˆÏÜ ˆ¢¶˛ Ñ˛ˆÏÓ˚ Ó˚yÖy ö˛y£zú xyˆÏÜ ˆ¢¶˛ Ñ˛ˆÏÓ˚ Ó˚yÖy ö˛y£zú xyˆÏÜ ˆ¢¶˛ Ñ˛ˆÏÓ˚ Ó˚yÖy ö˛y£zú xyˆÏÜ ˆ¢¶˛ Ñ˛ˆÏÓ˚ Ó˚yÖy ö˛y£zú Open Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y

!Ó!¶˛ß¨ ¢õˆÏÎ˚ Ñ˛yˆÏãÓ˚ ≤ÃˆÏÎ˚yãˆÏò xyõÓ˚y !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ ö˛y£zú ›˛y£z˛ô Ñ˛ˆÏÓ˚ xyúyîy xyúyîy òyõ !îˆÏÎ˚ !ò!î≈‹T ˆúyˆÏÑ˛üˆÏò Sv»˛y£z¶˛
~ÓÇ ˆö˛y”˛yˆÏÓ˚V ˆ¢¶˛ Ñ˛ˆÏÓ˚ Ó˚y!Ö– ˛ôÓ˚Óì≈˛#ˆÏì˛ ˆ¢£z ö˛y£zú Ö%ˆÏú Print Óy !Ó!¶˛ß¨Ó˚Ñ˛ˆÏõÓ˚ ~!v˛ˆÏ›˛Ó˚ ≤ÃˆÏÎ˚yãò £ˆÏì˛ ˛ôyˆÏÓ˚– ˆõy›˛ Ñ˛Ìy
xyˆÏÜ£z ˜ì˛Ó˚# Ñ˛ˆÏÓ˚ Ó˚yÖy ö˛y£zú ÓyÓ˚ ÓyÓ˚ ˆÖyúyÓ˚ ≤ÃˆÏÎ˚yãò £ˆÏì˛ ˛ôyˆÏÓ˚– ˛ô%Ó˚yì˛ò ö˛y£zú Ö%úˆÏì˛ !òˆÏ¡¨y_´ Ñ˛õyu˛ ≤ÃˆÏÎ˚yÜ Ñ˛Ó˚&ò–

1. õyv˛z¢ ˛ôˆÏÎ˚r›˛yÓ˚ myÓ˚y Office / File Óy›˛ˆÏòÓ˚ v˛z˛ôÓ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò v»˛˛ô v˛yv˛zò xy¢ˆÏÓ–

2. v»˛˛ô v˛yv˛zò ˆÌˆÏÑ˛ Open Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– (File>Open Óy Alt+F, O xÌÓy Ctrl+O)–

Fig. 1.14

Open v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ– SWord 2013 ˆÏì˛ Computer Á Recent folder !¢ˆÏúQ Ñ˛Ó˚ˆÏì˛ £ˆÏÓ–V ~ÖyˆÏòÁ Save as v˛yÎ˚yúÜ
ÓˆÏ:Ó˚ õˆÏì˛y Look in ÓˆÏ: ö˛y£zˆÏúÓ˚ ˆúyˆÏÑ˛üòñ File Name, File of type, xy£zÑ˛ò ~ÓÇ !Ó!¶˛ß¨ Óy›˛ò ÌyÑ˛ˆÏÓ– Look in ÓˆÏ:Ó˚ !òˆÏâ˛Ó˚
áˆÏÓ˚ Word-~ ˜ì˛Ó˚# !Ó!¶˛ß¨ ö˛y£zˆÏúÓ˚ òyõ ˆîÖy ÎyˆÏÓ– ÓˆÏ: Ñ˛y!Cì˛ ö˛y£zˆÏúÓ˚ !úfi›˛ òy ÌyÑ˛ˆÏú ~Ñ˛!›˛ Vertical fl˛;˛úÓyˆÏÓ˚Ó˚ |ïπ≈õ%Ö#
Óy !ò¡¨õ%Ö# !ì˛ˆÏÓ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú xÓ!ü‹T ö˛y£zú=ˆÏúy ˆîÖy ÎyˆÏÓ–



9

RKMSWS MS Word

3. ö˛y£zˆÏúÓ˚ !úfi›˛ ˆÌˆÏÑ˛ ˛ôäÈˆÏ®Ó˚ ö˛y£zú!›˛ SˆÎõò RKV !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò ~ÓÇ v˛yÎ˚yúÜ ÓˆÏ:Ó˚ v˛yò!îˆÏÑ˛Ó˚ !òˆÏâ˛Ó˚ ≤Ãyhs˛
ˆÌˆÏÑ˛ Open Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò–

xy˛ôòyÓ˚ !¢ˆÏúQ Ñ˛Ó˚y ö˛y£zú!›˛ Ö%ˆÏú ÎyˆÏÓ– ˛≤ÃˆÏÎ˚yãò#Î˚ ~!v˛›˛ Ñ˛ˆÏÓ˚ ö˛y£zú!›˛ ˆ¢ Ñ˛ˆÏÓ˚ Óı˛ Ñ˛Ó˚&ò–

òì%˛ò ö§˛yÑ˛y òì%˛ò ö§˛yÑ˛y òì%˛ò ö§˛yÑ˛y òì%˛ò ö§˛yÑ˛y òì%˛ò ö§˛yÑ˛y Document / File ˆÖyúy ˆÖyúy ˆÖyúy ˆÖyúy ˆÖyúy

~Ñ˛›˛y v˛Ñ%˛ˆÏõˆÏr›˛ Ñ˛yã Ñ˛Ó˚ˆÏì˛ Ñ˛Ó˚ˆÏì˛ ¢¡ô)í≈ òì%˛ò xòƒ ~Ñ˛›˛y ö§˛yÑ˛y v˛Ñ%˛ˆÏõr›˛ îÓ˚Ñ˛yÓ˚ £ˆÏì˛ ˛ôyˆÏÓ˚– MS-Word ~ ~Ñ˛¢yˆÏÌ
xˆÏòÑ˛=ˆÏúy v˛Ñ%˛ˆÏõr›˛ Ö%ˆÏú Ñ˛yã Ñ˛Ó˚y ˆÎˆÏì˛ ˛ôyˆÏÓ˚– !òˆÏâ˛Ó˚ Step=ˆÏúy xò%¢Ó˚í Ñ˛Ó˚&ò–

1. Office/File Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– New, Open..., Close, Save £zì˛ƒy!î xy£zˆÏ›˛õ ¢£ v»˛˛ô v˛yv˛zò xy¢ˆÏÓ–

2. ~Ó˚˛ôÓ˚ New (File>New Óy Alt+F,N xÌÓy Ctrl+N) ~ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò–

3. Óyõ!îˆÏÑ˛ ≤Ãâ%˛Ó˚ Templates ÌyÑ˛ˆÏÓ– Blank DocumentÈÙÈ~ v˛yÓú !Ñœ˛Ñ˛ Ñ˛Ó˚&ò Óy Blank DocumentÈÙÈ~ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ v˛yò!îˆÏÑ˛
Create Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò–

¢¡ô)í≈ ö§˛yÑ˛y ~Ñ˛!›˛ òì%˛ò v˛Ñ%˛ˆÏõr›˛ xy¢ˆÏÓ ~ÓÇ fl˛;˛#ˆÏòÓ˚ v˛z˛ôˆÏÓ˚Ó˚ !îˆÏÑ˛ ÓyˆÏõ ú¡∫y ~Ñ˛!›˛ ˆÓ˚Öy ãµúˆÏÓ ~ÓÇ !ò¶˛ˆÏÓ xÌ≈yÍ Ñ˛y¢≈Ó˚
(Insertion Point) ˆîÖy ÎyˆÏÓ– £zFäÈyõˆÏì˛y ˆ›˛:›˛ ›˛y£z˛ô Ñ˛Ó˚&ò–

!Ó˚ÓòˆÏÑ˛ ~ˆÏ:¢ Ñ˛Ó˚y!Ó˚ÓòˆÏÑ˛ ~ˆÏ:¢ Ñ˛Ó˚y!Ó˚ÓòˆÏÑ˛ ~ˆÏ:¢ Ñ˛Ó˚y!Ó˚ÓòˆÏÑ˛ ~ˆÏ:¢ Ñ˛Ó˚y!Ó˚ÓòˆÏÑ˛ ~ˆÏ:¢ Ñ˛Ó˚y

Office 2010ÈÙÈ~ ›˛ƒyÓ£z £ˆÏFäÈ ¢ÓˆÏâ˛ˆÏÎ˚ =Ó˚&c˛ô)í≈– Ñ˛#ˆÏÓyv≈˛ Óy õyv˛z¢ ˆÎ ˆÑ˛yˆÏòy !v˛¶˛y£z¢ !îˆÏÎ˚ ›˛ƒyÓˆÏÑ˛ ~ˆÏ:¢ Ñ˛Ó˚y ÎyÎ˚– Home,

Insert, Page Layout £zì˛ƒy!î ˆÎ ˆÑ˛yˆÏòy ›˛ƒyˆÏÓÓ˚ v˛z˛ôÓ˚ õyv˛z¢ !îˆÏÎ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò xÌÓy õyv˛zˆÏ¢ fl˛;˛ú Óy›˛ò ÌyÑ˛ˆÏú ›˛ƒyˆÏÓÓ˚ Ñ˛õyu˛@˘Ã&ˆÏ˛ôÓ˚
v˛z˛ôÓ˚ fl˛;˛ú Ñ˛Ó˚&ò xÌÓy Ñ˛#ˆÏÓyv≈˛ ˆÌˆÏÑ˛ Alt Ñ˛#ñ ˆ≤Ã¢ Ñ˛Ó˚&ò ≤Ã!ì˛!›˛ !Ó˚ÓˆÏòÓ˚ ~Ñ˛!›˛ ü›≈˛Ñ˛y›˛ Ñ˛# xy¢ˆÏÓ ˆ¢!›˛ ˆ≤Ã¢ Ñ˛Ó˚&ò–

Fig. 1.15

!ÓÑ˛“ Ñ˛õyu˛!ÓÑ˛“ Ñ˛õyu˛!ÓÑ˛“ Ñ˛õyu˛!ÓÑ˛“ Ñ˛õyu˛!ÓÑ˛“ Ñ˛õyu˛

õˆÏò Ó˚yÖˆÏÓ MS-Word ~ ~Ñ˛£z Ñ˛yã !Ó!¶˛ß¨¶˛yˆÏÓ Ñ˛Ó˚y ÎyÎ˚– xyõÓ˚y ~£z Ó£zˆÏì˛ Ñ˛õyu˛ ≤ÃˆÏÎ˚yˆÏÜÓ˚ ˆ«˛ˆÏe !Ó˚Óò ˆÌˆÏÑ˛ Ñ˛õyu˛
≤ÃˆÏÎ˚yÜ ÌyÑ˛ˆÏÓ ~ÓÇ Ó ƒyˆÏÑ˛ˆÏ›˛Ó˚ õˆÏïƒ Alt Óy Ñ˛#ˆÏÓyv≈˛ Ñ˛õyu˛Á ÌyÑ˛ˆÏÓ ~Ñ˛£z ¢yˆÏÌ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Ñ˛õyu˛ ÓƒÓ£yÓ˚ Ñ˛Ó˚ˆÏúñ òÓ#òˆÏîÓ˚
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ãòƒ ã!›˛úì˛yÓ˚ Ñ˛yÓ˚í £ˆÏÓ– Ñ˛yˆÏã£z ˆÎ ˆÑ˛yˆÏòy ~Ñ˛!›˛ ˛ôk˛!ì˛ ÓƒÓ£yÓ˚ Ñ˛ˆÏÓ˚ ≤ÃÌˆÏõ ¢ö‰˛›˛ÁÎ˚ƒyÓ˚!›˛ ¢¡∫ˆÏı˛ ¢õƒÑ˛ ïyÓ˚íy !òò– ˛ôˆÏÓ˚
xòƒyòƒ !ÓÑ˛“ Ñ˛õyu˛ ÓƒÓ£yÓ˚ Ñ˛Ó˚&ò– òì%˛ò ~Ñ˛!›˛ ö§˛yÑ˛y ö˛y£zú ˆÖyúyÓ˚ ˆ«˛ˆÏe !òˆÏâ˛Ó˚ !ÓÑ˛“ Ñ˛õyu˛=ˆÏúy ú«˛ƒ Ñ˛Ó˚&ò–

òì%˛ò ö§˛yÑ˛y òì%˛ò ö§˛yÑ˛y òì%˛ò ö§˛yÑ˛y òì%˛ò ö§˛yÑ˛y òì%˛ò ö§˛yÑ˛y Document/File ˆÖyúy ˆÖyúy ˆÖyúy ˆÖyúy ˆÖyúy

ú«˛ƒ Ñ˛Ó˚&ò FileÈÙÈÓy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú v»˛˛ô v˛yv˛zò xy¢ˆÏÓ ~ÓÇ New, Open..., Close £zì˛ƒy!î ˆúÖy ÌyÑ˛ˆÏÓ– Ñ˛#ˆÏÓyv≈˛ ˆÌˆÏÑ˛ Alt.

Ñ˛# ¢£ˆÏÎyˆÏÜ ˆ≤Ã¢ Ñ˛Ó˚&ò– ~Ñ˛›%˛ Ö§%!›˛ˆÏÎ˚ ú«˛ƒ Ñ˛Ó˚&òñ ˆÎõò File Ñ˛õyˆÏu˛Ó˚ New ~Ó˚ N, Open... ~Ó˚ O, Close ~Ó˚ C, Save As

~Ó˚ A £zì˛ƒy!îñ Ñ˛õyˆÏu˛Ó˚ ≤ÃˆÏì˛ƒÑ˛!›˛Ó˚ !òˆÏâ˛ ~Ñ˛!›˛ x«˛Ó˚ xyˆÏäÈ– xÌ≈yÍ Ñ˛#ˆÏÓyv≈˛ ˆÌˆÏÑ˛ Alt Ñ˛# ¢£ˆÏÎyˆÏÜ ˙ x«˛Ó˚ ˆ≤Ã¢ Ñ˛Ó˚ˆÏúÁ ~Ñ˛£z
Ñ˛yã £Î˚–

Fig. 1.16

~¶˛yˆÏÓ !fl˛;˛ˆÏò File ˆúÖyÓ˚ !òˆÏâ˛ F xyˆÏäÈ– Insert ~Ó˚ N, Page Layout ~Ó˚ P, References ~Ó˚ S £zì˛ƒy!î ≤ÃˆÏì˛ƒÑ˛ ›˛ƒyˆÏÓÓ˚ !òˆÏâ˛
~Ñ˛!›˛ x«˛Ó˚ xyˆÏäÈ–

Fig. 1.17

xyÓyÓ˚ ›˛ƒyˆÏÓ !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú ˆÎ Ñ˛õyu˛ xyˆÏ¢ ˆ¢¢Ó Ñ˛õyˆÏu˛Ó˚ ÜyˆÏÎ˚Á x«˛Ó˚ xyˆÏäÈ–

â˛ú%ò !òˆÏ¡¨y_´ Steps xò%¢Ó˚í Ñ˛Ó˚y ÎyÑ˛–

1. Ñ˛# ˆÓyˆÏv≈˛Ó˚ Alt Ñ˛# ˆ≤Ã¢ Ñ˛ˆÏÓ˚ Ó˚yÖy xÓfl˛iyÎ˚ F ˆ≤Ã¢ Ñ˛Ó˚&ò ~Ñ˛!›˛ Drop Down xy¢ˆÏÓ– SFileÈÙÈ~ !Ñœ˛Ñ˛ Ñ˛Ó˚yÓ˚ !ÓÑ˛“ Ñ˛õyu˛V–
v»˛˛ô v˛yv˛zò £ˆÏì˛ New, Open, Close £zì˛ƒy!î ˆúÖy ÌyÑ˛ˆÏÓ– New ~Ó˚ N ~Ó˚ !òˆÏâ˛ Underline ÌyÑ˛ˆÏÓ–
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2. Ñ˛# ˆÓyv≈˛ ˆÌˆÏÑ˛ N ˆ≤Ã¢ Ñ˛Ó˚&ò SNew ~ !Ñœ˛Ñ˛ Ñ˛Ó˚yÓ˚ !ÓÑ˛“ Ñ˛õyu˛V ~ÓÇ Blank Document !¢ˆÏúQ ÌyÑ˛ˆÏÓ–

3. Ñ˛# ˆÓyv≈˛ ˆÌˆÏÑ˛ Enter ˆ≤Ã¢ xÌÓy Create ~ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– ö§˛yÑ˛y v˛Ñ%˛ˆÏõr›˛ xy¢ˆÏÓ–

xòƒ òyˆÏõ ö˛y£zú ˆ¢¶˛xòƒ òyˆÏõ ö˛y£zú ˆ¢¶˛xòƒ òyˆÏõ ö˛y£zú ˆ¢¶˛xòƒ òyˆÏõ ö˛y£zú ˆ¢¶˛xòƒ òyˆÏõ ö˛y£zú ˆ¢¶˛
ˆÑ˛yˆÏòy v˛Ñ%˛ˆÏõr›˛ Óy ö˛y£zˆÏú ˆ¢¶˛ Ñ˛Ó˚yÓ˚ ãòƒ ≤ÃÌõÓyÓ˚ ÎÖò File>Save Ñ˛õyu˛ ˆîÁÎ˚y £Î˚– ì˛Öò Look in xÇˆÏü v»˛y£z¶˛ Óy

ˆö˛y”˛yˆÏÓ˚ òyõ S¢yïyÓ˚íì˛ My DocumentV ÌyˆÏÑ˛ ~ÓÇ File Name xÇˆÏü ö˛y£zˆÏúÓ˚ ~Ñ˛!›˛ òyõ !îˆÏÎ˚ ˆ¢¶˛ Ñ˛Ó˚ˆÏì˛ £Î˚– ~Ó˚˛ôÓ˚
ö˛y£zúˆÏÑ˛ !Ñ˛ä%È«˛í ˛ôÓ˚˛ôÓ˚ File>Save òyõ !îˆÏÎ˚ ˆ¢¶˛ Ñ˛Ó˚ˆÏì˛ £Î˚– òì%˛Óy Ñ˛yˆÏÓ˚r›˛ â˛ˆÏú ˆÜˆÏú Óy xòƒ Ñ˛yÓ˚ˆÏí Ñ˛!¡ôv˛z›˛yÓ˚ Óı˛ £ˆÏÎ˚ ˆÜˆÏú
ˆü°ÏÓyˆÏÓ˚Ó˚ ˆ¢¶˛ Ñ˛Ó˚yÓ˚ ˛ôˆÏÓ˚ ›˛y£z˛ô Ñ˛Ó˚y xÇü xyÓ˚ ˆö˛Ó˚Í ˛ôyÁÎ˚y ÎyÎ˚ òy–

˛ôÓ˚Óì≈˛# ˆÑ˛yˆÏòy ¢õˆÏÎ˚ ˛ô)ˆÏÓ≈ ˜ì˛Ó˚# Ñ˛ˆÏÓ˚ Ó˚yÖy ö˛y£zú!›˛Ó˚ ≤ÃˆÏÎ˚yãò £ˆÏúÈÙÙÙÈ x!Ó!e´ì˛ xÓfl˛iyÎ˚ ˆ¢!›˛ ˛ôyÁÎ˚y ÎyÎ˚– ˆÎˆÏ£ì%˛ ≤ÃÌõÓyÓ˚
ˆ¢¶˛ Ñ˛Ó˚yÓ˚ ˛ôˆÏÓ˚ Îì˛ÓyÓ˚ File>Save Ñ˛õyu˛ ˆîÁÎ˚y £Î˚ ˛ô)ˆÏÓ≈Ó˚ ö˛y£zú!›˛ xˆÏ›˛yˆÏõ!›˛Ñ˛ ˆ¢¶˛ £ˆÏì˛ ÌyˆÏÑ˛ ~ÓÇ òyõ ˛ô!Ó˚Óì≈˛ò ˆÑ˛yˆÏòy
x˛ôüò ˛ôyÁÎ˚y ÎyÎ˚ òy– ~ãòƒ Save As Ñ˛õyu˛ ≤ÃˆÏÎ˚yÜ Ñ˛Ó˚ˆÏì˛ £Î˚– File>Open (...) Ñ˛õyˆÏu˛ xyˆÏÜ£z Save Ñ˛ˆÏÓ˚ Ó˚yÖy ~Ñ˛!›˛ ö˛y£zú
Ö%ú%ò ~ÓÇ !òˆÏ¡¨y_´ Step xò%¢Ó˚í Ñ˛Ó˚&ò–

1. õyv˛z¢ ˛ôˆÏÎ˚r›˛yÓ˚ myÓ˚y File Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– v»˛˛ô v˛yv˛zò xy¢ˆÏÓ–

2. v»˛˛ô v˛yv˛zò ˆÌˆÏÑ˛ Save As ~ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò (File>Save As Óy Alt+F,A)– ¢yõˆÏò Save As v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ– ö˛y£zú xyˆÏÜ
ˆ¢¶˛ ÌyÑ˛yÓ˚ Ñ˛yÓ˚ˆÏí File Name xÇˆÏü ˛ô)ˆÏÓ≈Ó˚ òyõ!›˛ !¢ˆÏúQ ÌyÑ˛ˆÏÓ–

3. File Name x˛ôüˆÏòÓ˚ ÓˆÏ: òì%˛ò ~Ñ˛!›˛ òyõ !îˆÏÎ˚ Save/OK Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò–



12

RKMSWS MS Word

~Ñ˛!›˛ ~Ñ˛!›˛ ~Ñ˛!›˛ ~Ñ˛!›˛ ~Ñ˛!›˛ Word !¢ˆÏúQ Ñ˛Ó˚y !¢ˆÏúQ Ñ˛Ó˚y !¢ˆÏúQ Ñ˛Ó˚y !¢ˆÏúQ Ñ˛Ó˚y !¢ˆÏúQ Ñ˛Ó˚y

Steps

1. ˆÎ Word!›˛ !¢ˆÏúQ Ñ˛Ó˚ˆÏì˛ â˛yò õyv˛z¢ ˛ôˆÏÎ˚r›˛yÓ˚ ì˛yÓ˚ v˛z˛ôÓ˚ ~ˆÏò v˛yÓú !Ñœ˛Ñ˛ Ñ˛Ó˚&ò–

Fig. 2.1

xÌÓy

2. Ñ˛# ˆÓyv≈˛ ˆÌˆÏÑ˛ Shift Ñ˛# ˆ≤Ã¢ Ñ˛Ó˚y xÓfl˛iyÎ˚ Arrow Ñ˛# ˆâ˛ˆÏ˛ô Wrod ~Ó˚ ˆüˆÏ°Ï xy¢%ò–

Line !¢ˆÏúQ Ñ˛Ó˚y!¢ˆÏúQ Ñ˛Ó˚y!¢ˆÏúQ Ñ˛Ó˚y!¢ˆÏúQ Ñ˛Ó˚y!¢ˆÏúQ Ñ˛Ó˚y

Steps

1. õyv˛z¢ ˛ôˆÏÎ˚r›˛yÓ˚ ˛ôî≈yÓ˚ Óyõ!îˆÏÑ˛ ˆúÖyÓ˚ Óy£zˆÏÓ˚ xyòˆÏú Arrow £ˆÏÎ˚ v˛yòõ%Ö# £ˆÏÓ– v˛yòõ%Ö# xÓfl˛iyÎ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú ˛ôyˆÏüÓ˚
úy£zò!›˛ !¢ˆÏúQ £ˆÏÓ–

Fig. 2.2

xÌÓy

2. Line ~Ó˚ ÷Ó˚&ˆÏì˛ ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ Ñ˛# ˆÓyv≈˛ ˆÌˆÏÑ˛ Shift + End Ñ˛# SShift Ñ˛# ˆâ˛ˆÏ˛ô Ó˚yÖy xÓfl˛iyÎ˚ End Ñ˛#V ˆ≤Ã¢ Ñ˛Ó˚ˆÏú
úy£zò!›˛ !¢ˆÏúQ £ˆÏÓ– ~äÈyv˛¸yÁ v»˛yÜ Ñ˛ˆÏÓ˚ Óy Arrow Ñ˛# ÓƒÓ£yÓ˚ Ñ˛ˆÏÓ˚Á úy£zò !¢ˆÏúQ Ñ˛Ó˚y ÎyÎ˚–

Sentence !¢ˆÏúQ Ñ˛Ó˚y !¢ˆÏúQ Ñ˛Ó˚y !¢ˆÏúQ Ñ˛Ó˚y !¢ˆÏúQ Ñ˛Ó˚y !¢ˆÏúQ Ñ˛Ó˚y

1. Ñ˛# ˆÓyv˛ ˆÌˆÏÑ˛ Ctrl Ñ˛# ˆ≤Ã¢ Ñ˛Ó˚y xÓfl˛iyÎ˚ Sentence ~Ó˚ ˆÎ ˆÑ˛yˆÏòy fl˛iyˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú ˆÜy›˛y Sentence!›˛ !¢ˆÏúQ £ˆÏÓ–
v»˛yÜ Ñ˛Ó˚ˆÏì˛ ÌyÑ˛ˆÏú ˛ôÓ˚Óì≈˛# Sentence !¢ˆÏúQ £ˆÏÓ–

Fig. 2.3

Chapter - 2Chapter - 2Chapter - 2Chapter - 2Chapter - 2
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~äÈyv˛¸yÁ Shift ~ÓÇ Arrow Ñ˛# ¢£ˆÏÎyˆÏÜ Sentence !¢ˆÏúQ Ñ˛Ó˚y ÎyÎ˚–

xÌÓy

2. Ctrl Ñ˛# ˆ≤Ã¢ Ñ˛Ó˚y xÓfl˛iyÎ˚ Paragraph ~Ó˚ ˆÎ ˆÑ˛yˆÏòy fl˛iyˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú ˙ fl˛iyˆÏòÓ˚ Sentence!›˛ !¢ˆÏúQ £ˆÏÓ–

Paragraph !¢ˆÏúQ Ñ˛Ó˚y

1. Paragraph ~Ó˚ ˆÎ ˆÑ˛yˆÏòy fl˛iyˆÏò ˛ôˆÏÎ˚r›˛yÓ˚ ~ˆÏò Tripple !Ñœ˛Ñ˛ So&ì˛ !ì˛òÓyÓ˚ !Ñœ˛Ñ˛V Ñ˛Ó˚ˆÏú ¢õhfl˛ Paragraph !¢ˆÏúQ £ˆÏÓ–

xÌÓy

2. úy£zò !¢ˆÏúˆÏQÓ˚ õˆÏì˛y õyv˛z¢ ˛ôˆÏÎ˚r›˛yÓ˚ˆÏÑ˛ ˛ôƒyÓ˚yÓ˚ Óy£zˆÏÓ˚ Óyõ!îˆÏÑ˛ xyòˆÏú ˛ôˆÏÎ˚r›˛yÓ˚!›˛ v˛yòõ%Ö# Arrow ˆì˛ Ó˚*˛ôyhs˛!Ó˚ì˛ £ˆÏÓ–
v˛yòõ%Ö# xÓfl˛iyÎ˚ v˛yÓú !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú ¢õhfl˛ Paragraph !›˛ !¢ˆÏúQ £ˆÏÓ–

Fig. 2.4

Continuous Text !¢ˆÏúQ Ñ˛Ó˚y !¢ˆÏúQ Ñ˛Ó˚y !¢ˆÏúQ Ñ˛Ó˚y !¢ˆÏúQ Ñ˛Ó˚y !¢ˆÏúQ Ñ˛Ó˚y

xˆÏòÑ˛ ¢õÎ˚ xˆÏòÑ˛ Óv˛¸ Text, Îy Ñ˛ˆÏÎ˚Ñ˛ ˛ô,¤˛y !õˆÏúÁ £ˆÏì˛ ˛ôyˆÏÓ˚– ~Ñ˛yÓˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚yÓ˚ îÓ˚Ñ˛yÓ˚ £ˆÏì˛ ˛ôyˆÏÓ˚–

1. ˆÎÖyò ˆÌˆÏÑ˛ !¢ˆÏúÑ˛üò ÷Ó˚& Ñ˛Ó˚ˆÏì˛ â˛yò ˆ¢ÖyˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò–

2. Ñ˛# ˆÓyv≈˛ ˆÌˆÏÑ˛ Shift Ñ˛# ˆ≤Ã¢ Ñ˛Ó˚y xÓfl˛iyÎ˚ ˆÎÖyˆÏò !¢ˆÏúÑ˛üò ˆü°Ï Ñ˛Ó˚ˆÏì˛ â˛yò ˆ¢ÖyˆÏò õyv˛z¢ ˛ôˆÏÎ˚r›˛yÓ˚ ~ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò–

Fig. 2.5

ú«˛ƒ Ñ˛Ó˚&òñ xy˛ôòyÓ˚ Ñ˛y!Cì˛ xÇü !¢ˆÏúQ £ˆÏÎ˚ˆÏäÈ– Î!î Text ~Ó˚ õˆÏïƒ ˆÑ˛yˆÏòy @˘Ãy!ö˛:ñ ˆ›˛!Óú £zì˛ƒy!î ÌyˆÏÑ˛ ˆ¢=!úÁ !¢ˆÏúQ
£ˆÏÓ–

¢õhfl˛ ¢õhfl˛ ¢õhfl˛ ¢õhfl˛ ¢õhfl˛ Document !¢ˆÏúQ Ñ˛Ó˚y !¢ˆÏúQ Ñ˛Ó˚y !¢ˆÏúQ Ñ˛Ó˚y !¢ˆÏúQ Ñ˛Ó˚y !¢ˆÏúQ Ñ˛Ó˚y

¢yïyÓ˚íì˛ Ñ˛ˆÏÎ˚Ñ˛ ˛ô,¤˛y ˆ›˛:›˛ñ ˆ›˛!Óúñ Drawing, Picture £zì˛ƒy!î ¢¡∫!úì˛ v˛Ñ%˛ˆÏõr›˛ˆÏÑ˛ v»˛yÜ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚yÓ˚ ˛ô!Ó˚ÓˆÏì≈˛ Ribbon

ˆÌˆÏÑ˛ !¢ˆÏúQ Ñ˛Ó˚y ¢£ã–
Steps

1. v˛Ñ%˛ˆÏõˆÏr›˛Ó˚ ˆÎ ˆÑ˛yˆÏy fl˛iyˆÏò Ñ˛y¢≈Ó˚ Ó˚yÖ%ò– Home ›˛ƒyˆÏÓ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– Home ›˛ƒyˆÏÓÓ˚ ~Ñ˛îõ v˛yò!îˆÏÑ˛ Select òyõÑ˛ x˛ôüò
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xyˆÏäÈ– !Ñœ˛Ñ˛ Ñ˛Ó˚&òñ v»˛˛ô v˛yv˛zò xy¢ˆÏÓ–

2. v»˛˛ô v˛yv˛zò ˆÌˆÏÑ˛ Select All !¢ˆÏúQ Ñ˛Ó˚&ò– ¢õ@˘Ã Document !¢ˆÏúQ £ˆÏÓ– (Alt+E,L) (Home Ribbon>Select Óy Ctrl+A

Óy Alt+E,L)

¢õ@˘Ã v˛Ñ%˛ˆÏõr›˛ !¢ˆÏúQ £ˆÏÓ– xyÓyÓ˚Á !¢ˆÏúÑ˛üò Óy!ì˛ú Ñ˛Ó˚ˆÏì˛ â˛y£zˆÏú v˛Ñ%˛ˆÏõˆÏr›˛Ó˚ ˆÎ ˆÑ˛yˆÏòy fl˛iyˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò Óy Ñ˛# ˆÓyv≈˛ ˆÌˆÏÑ˛
ˆÎ ˆÑ˛yˆÏòy xƒyˆÏÓ˚y Ñ˛# ˆ≤Ã¢ Ñ˛Ó˚&ò–

xÌÓy

3. Ñ˛# ˆÓyv≈˛ ˆÌˆÏÑ˛ Ctrl+A ˆ≤Ã¢ Ñ˛Ó˚&ò– ¢õ@˘Ã Document !¢ˆÏúQ £ˆÏÓ–

v˛zˆÏÕ‘Öƒ Text ~Ó˚ Ñ˛yúyÓ˚ ˛ô!Ó˚Óì≈˛òñ ˆäÈy›˛/Óv˛¸ Ñ˛Ó˚yñ Ñ˛!˛ô Ñ˛Ó˚yñ õ%ˆÏäÈ ˆö˛úy £zì˛ƒy!î Ñ˛Ó˚ˆÏì˛ £ˆÏú ≤ÃÌˆÏõ£z Text ˆÏÑ˛ Block Óy Select

Ñ˛Ó˚ˆÏì˛ £Î˚–
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Formatting Ñ˛Ó˚yÑ˛Ó˚yÑ˛Ó˚yÑ˛Ó˚yÑ˛Ó˚y

!Ó˚ÓòÓyˆÏÓ˚Ó˚ Home ›˛ƒyÓ ˆÌˆÏÑ˛ Font ˆÏÑ˛ !Ó!¶˛ß¨¶˛yˆÏÓ Formatting Ñ˛Ó˚y ÎyÎ˚– ~Öò xyõÓ˚y ≤Ã!ì˛!›˛ úy£zˆÏò xyúyîy xyúyîy Format

ˆÎyÜ Ñ˛Ó˚Ó– â˛ú%ò Home ›˛ƒyˆÏÓÓ˚ !îˆÏÑ˛ ~Ñ˛ÓyÓ˚ ˆâ˛yÖ Ó%!úˆÏÎ˚ ˆòÁÎ˚y ÎyÑ˛–

Fig. 3.1.

Home ›˛ƒyÓ ›˛ƒyÓ ›˛ƒyÓ ›˛ƒyÓ ›˛ƒyÓ
â˛ú%ò ÷Ó˚& Ñ˛Ó˚y ÎyÑ˛

1. ≤ÃÌõ úy£zò!›˛ (RK) v»˛yÜ Ñ˛ˆÏÓ˚ Block Óy !¢ˆÏúQ Ñ˛Ó˚&ò–

2. Home ›˛ƒyˆÏÓÓ˚ Font Ñ˛õyu˛@˘Ã&ˆÏ˛ôÓ˚ Óyõ!îÑ˛ ˆÌˆÏÑ˛ (...) ˆúÖy ~Ó˚ v»˛˛ô v˛yv˛zˆÏò S!ò¡¨õ%Ö# !ì˛Ó˚V !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– !Ó!¶˛ß¨ ö˛ˆÏr›˛Ó˚
fi›˛y£zú¢£ v»˛˛ô v˛yv˛zò xy¢ˆÏÓ– Arial ö˛r›˛ !¢ˆÏúQ Ñ˛Ó˚&ò–

Fig. 3.2

ö˛Ó˚ˆÏõ!›˛Ç Ñ˛Ó˚yö˛Ó˚ˆÏõ!›˛Ç Ñ˛Ó˚yö˛Ó˚ˆÏõ!›˛Ç Ñ˛Ó˚yö˛Ó˚ˆÏõ!›˛Ç Ñ˛Ó˚yö˛Ó˚ˆÏõ!›˛Ç Ñ˛Ó˚y

Font ˛ô!Ó˚Ó!ì≈˛ì˛ £ˆÏÎ˚ Arial £ˆÏÓ– ~¶˛yˆÏÓ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Font !¢ˆÏúQ Ñ˛Ó˚y £Î˚– ÓyÇúy FontÁ ~Öyò ˆÌˆÏÑ˛ !¢ˆÏúQ Ñ˛Ó˚y £Î˚–

xÌÓy

Home ›˛ƒyÓ ˆÌˆÏÑ˛ Font Ñ˛õyu˛@˘Ã&ˆÏ˛ôÓ˚ v˛yò!îˆÏÑ˛ «%˛o â˛yÓ˚ˆÏÑ˛yíy xy£zÑ˛ò (...) Óy v˛yÎ˚yúÜ Ó: úyòâ˛yˆÏÓ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò Óy Ctrl+Shift+F

ˆ≤Ã¢ Ñ˛Ó˚&ò–

Chapter - 3Chapter - 3Chapter - 3Chapter - 3Chapter - 3
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Fig. 3.3

õˆÏò Ñ˛!Ó˚ˆÏÎ˚ !î£zñ !Ñ˛ä%È !Ñ˛ä%È @˘Ã&˛ô Ñ˛õyˆÏu˛Ó˚ õˆÏïƒ !òˆÏâ˛ v˛yò!îˆÏÑ˛Ó˚ «%˛o â˛yÓ˚ˆÏÑ˛yíy xy£zÑ˛ò ÌyˆÏÑ˛– ~=!ú£z v˛yÎ˚yúÜ Ó: úyòâ˛yÓ˚–
~=ˆÏúyˆÏì˛ !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú ˙ v˛yÎ˚yúÜ Ó: Ö%ˆÏú ÎyˆÏÓ– ˆÎõòÈÙÙÙÈ Ñ˛õyu˛ ˛@˘Ã&ˆÏ˛ôÓ˚ !òˆÏâ˛ v˛yò!îˆÏÑ˛ «%˛o â˛yÓ˚ˆÏÑ˛yíy xy£zÑ˛ˆÏò (...) !Ñœ˛Ñ˛ Ñ˛Ó˚&ò
Óy Ctrl+Shift+F ˆ≤Ã¢ Ñ˛Ó˚ˆÏú v˛yÎ˚yúÜ Ó: Ö%ˆÏú ÎyˆÏÓ–

~ xÓfl˛iyÎ˚ xy˛ôòyÓ˚ ¢yõˆÏò Font v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ–

Fig. 3.4

v˛yÎ˚yúÜ ÓˆÏ:Ó˚ v˛z˛ôÓ˚ Óyõ!îˆÏÑ˛Ó˚ ≤ÃÌõ x˛ôüò Font ~ÓÇ ~Ó˚ !òˆÏâ˛ Óì≈˛õyˆÏò !¢ˆÏúQ Ñ˛Ó˚y ö˛ˆÏr›˛Ó˚ òyõ ÌyÑ˛ˆÏÓ– òyˆÏõÓ˚ v˛yò!îˆÏÑ˛
fl˛;˛ú Ñ˛# xÌÓy |ïπ≈/!ò¡¨Üyõ# !ì˛Ó˚!â˛ˆÏ£´ !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú v˛z˛ôˆÏÓ˚/!òˆÏâ˛ xÓ!fl˛iì˛ xyÓ˚Á Font ~Ó˚ òyõ xy¢ˆÏÓ– ~ÖyˆÏò !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Font

!¢ˆÏúQ Ñ˛Ó˚ˆÏú !òˆÏâ˛Ó˚ !îˆÏÑ˛ Preview x˛ôüˆÏò ˛ô!Ó˚Óì≈˛ò ˆîÖyˆÏÓ–

4. Font x˛ôüò ˆÌˆÏÑ˛ Arial !¢ˆÏúQ Ñ˛ˆÏÓ˚ OK Ñ˛Ó˚&ò–

~Ñ˛£z Ñ˛yã £ˆÏÓ–

ö˛ˆÏr›˛Ó˚ ö˛ˆÏr›˛Ó˚ ö˛ˆÏr›˛Ó˚ ö˛ˆÏr›˛Ó˚ ö˛ˆÏr›˛Ó˚ Size ˛ô!Ó˚Óì≈˛ò ˛ô!Ó˚Óì≈˛ò ˛ô!Ó˚Óì≈˛ò ˛ô!Ó˚Óì≈˛ò ˛ô!Ó˚Óì≈˛ò

ˆ›˛:›˛ ˆúÖyÓ˚ ˛ôÓ˚Á ö˛ˆÏr›˛Ó˚ ¢y£zã ˆäÈy›˛/ Óv˛¸ Ñ˛Ó˚y ÎyÎ˚–
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1. RK Computers ˆúÖy !mì˛#Î˚ úy£zò !¢ˆÏúQ Ñ˛Ó˚&ò–

2. Home ›˛ƒyˆÏÓÓ˚ Font Ñ˛õyu˛@˘Ã&ˆÏ˛ôÓ˚ S¢ÇÖƒy ˆúÖyV ~Ó˚ v»˛˛ô v˛yv˛zˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– !Ó!¶˛ß¨ ¢y£zã¢£ v»˛˛ô v˛yv˛zò ˆÌˆÏÑ˛ 36 !¢ˆÏúQ
Ñ˛Ó̊&ò–

ö˛r›˛ Óv˛¸ £ˆÏÓ–

xÌÓy

1. Home ›˛ƒyÓ ˆÌˆÏÑ˛ Font Ñ˛õyu˛ @˘Ã&ˆÏ˛ôÓ˚ v˛yò!îˆÏÑ˛ «%˛o v˛yÎ˚yúÜ Ó: úyòâ˛yˆÏÓ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– xyÓyÓ˚Á Font v˛yÎ˚yúÜ Ó:
xy¢ˆÏÓ–

2. Font v˛yÎ˚yúÜ ÓˆÏ:Ó˚ v˛z˛ôˆÏÓ˚Ó˚ !îˆÏÑ˛Ó˚ 3òÇ x˛ôüˆÏòÓ˚ òyõ Size– ~Öyò ˆÌˆÏÑ˛ Font ˆäÈy›˛ Óv˛¸ Ñ˛Ó˚y ÎyÎ˚– fl˛;˛ú xƒyˆÏÓ˚yˆÏì˛
S|ïπ≈/!ò¡¨Üyõ# !e¶%˛ãV !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú ö˛ˆÏr›˛Ó˚ xyÓ˚Á ¢y£zã ˛ôyÁÎ˚y ÎyÎ˚–

3. ~Öyò ˆÌˆÏÑ˛ 36 ¢y£zã !¢ˆÏúQ Ñ˛Ó˚&ò–

Grow Font Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y

1. ~Ñ˛£z ≤Ã!e´Î˚yÎ˚ ˛ôÓ˚Óì≈˛# úy£zò !¢ˆÏúQ Ñ˛ˆÏÓ˚ Font v˛yÎ˚yúÜ Ó: xyò%ò–

2. Home ›˛ƒyˆÏÓÓ˚ Font Ñ˛õyu˛@˘Ã&ˆÏ˛ôÓ˚ Grow Font (...) ~Ó˚ v˛z˛ôÓ˚ !Ñœ˛Ñ˛ Óy (Ctrl+>) ˆ≤Ã¢ Ñ˛Ó˚&ò–

3. Font ¢y£zã 2 ˛ôˆÏÎ˚r›˛ Ñ˛ˆÏÓ˚ Óv˛¸ £ˆÏì˛ ÌyÑ˛ˆÏÓ–

Shrink Font Ñ˛Ó˚yÑ˛Ó˚yÑ˛Ó˚yÑ˛Ó˚yÑ˛Ó˚y

1. Home ›˛ƒyˆÏÓÓ˚ Ñ˛õyu˛@˘Ã&ˆÏ˛ôÓ˚ Shrink Font (...) ~Ó˚ v˛z˛ôÓ˚ !Ñœ˛Ñ˛ Óy (Ctrl+<) ˆ≤Ã¢ Ñ˛Ó˚&ò–

2. Font ¢y£zã 2 ˛ôˆÏÎ˚r›˛ Ñ˛ˆÏÓ˚ ˆäÈy›˛ £ˆÏì˛ ÌyÑ˛ˆÏÓ–

ö˛ˆÏr›˛Ó˚ ö˛ˆÏr›˛Ó˚ ö˛ˆÏr›˛Ó˚ ö˛ˆÏr›˛Ó˚ ö˛ˆÏr›˛Ó˚ Style ˛ô!Ó˚Óì≈˛ò ˛ô!Ó˚Óì≈˛ò ˛ô!Ó˚Óì≈˛ò ˛ô!Ó˚Óì≈˛ò ˛ô!Ó˚Óì≈˛ò

ö˛r›˛ Style ˆÌˆÏÑ˛ ~Öò Bold x˛ôüò !¢ˆÏúQ Ñ˛Ó˚Ó–

Steps

4. RK Computers ˆúÖy ì,˛ì˛#Î˚ úy£zò !¢ˆÏúQ Ñ˛Ó˚&ò–

5. Home ›˛ƒyÓ ˆÌˆÏÑ˛ Font Ñ˛õyu˛ @˘Ã&ˆÏ˛ôÓ˚ B ˆúÖy Óy›˛ˆÏòÓ˚ v˛z˛ôÓ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò–

xÌÓy

6. Home ›˛ƒyÓ ˆÌˆÏÑ˛ Font Ñ˛õyu˛ @˘Ã&ˆÏ˛ôÓ˚ v˛yò!îˆÏÑ˛ «%˛o v˛yÎ˚yúÜ Ó: úyòâ˛yˆÏÓ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– Font v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ–

Font x˛ôüˆÏòÓ˚ ˛ôyˆÏü ÓˆÏ:Ó˚ òyõ Font Style ~ÖyˆÏò Regular, Bold, Bold Italic x˛ôüò ÌyÑ˛ˆÏÓ–

7. Bold x˛ôüò !¢ˆÏúQ Ñ˛Ó˚&ò ~ÓÇ Preview x˛ôüò ˆîÖ%ò ˆúÖy Üyë˛¸ ˆîÖy ÎyˆÏÓ– ˆüˆÏ°Ï OK Ñ˛Ó˚&ò–

8. ~Ñ˛£z Ñ˛yã £ˆÏÓ–

Regular !¢ˆÏúQ ÌyÑ˛ˆÏú ö˛r›˛ ¢yïyÓ˚í ÌyÑ˛ˆÏÓ– Bold !¢ˆÏúQ Ñ˛Ó˚ˆÏú ˆúÖy ˆÓy”˛ Óy Üyë˛¸ £ˆÏÓ– Italic !¢ˆÏúQ Ñ˛Ó˚ˆÏú ˆúÖy
£z›˛y!úÑ˛ xÌ≈yÍ v˛yò!îˆÏÑ˛ Ó§yÑ˛yˆÏòy £ˆÏÓ– Bold Italic !¢ˆÏúQ Ñ˛Ó˚ˆÏú ˆúÖy Üyë˛¸ ~ÓÇ v˛yò!îˆÏÑ˛ Ó§yÑ˛yˆÏòy £ˆÏÓ–

ˆ›˛:›˛ ˆ›˛:›˛ ˆ›˛:›˛ ˆ›˛:›˛ ˆ›˛:›˛ Underline Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y

Word ~ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Underline Ñ˛Ó˚y ÎyÎ˚–

4. ~Ñ˛£z ≤Ã!e´Î˚yÎ˚ ˛ôÓ˚Óì≈˛# úy£zò !¢ˆÏúQ Ñ˛ˆÏÓ˚ Home ›˛ƒyÓ ˆÌˆÏÑ˛ Font Ñ˛õyu˛ @˘Ã&ˆÏ˛ôÓ˚ U ˆúÖy Óy›˛ˆÏòÓ˚ v»˛˛ô v˛yv˛zò ˆÌˆÏÑ˛ ˆÎ
ˆÑ˛yˆÏòy Underline !¢ˆÏúQ Ñ˛Ó˚&ò–

ˆ›˛:ˆÏ›˛ Underline Ñ˛Ó˚&ò–

xÌÓy

9. Home ›˛ƒyÓ ˆÌˆÏÑ˛ Font Ñ˛õyu˛ @˘Ã&ˆÏ˛ôÓ˚ v˛yò!îˆÏÑ˛ «%˛o v˛yÎ˚yúÜ Ó: úyòâ˛yˆÏÓ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– !òˆÏâ˛ õyG˛yõy!G˛ ˛ô!ãüˆÏò Under-

line Style ˆúÖyÓ˚ v˛yv˛zò xƒyˆÏÓ˚yˆÏì˛ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Underline xy¢ˆÏÓ– ~Öyò ˆÌˆÏÑ˛ ˆÎ ˆÑ˛yˆÏòy ~Ñ˛!›˛ !¢ˆÏúQ Ñ˛Ó˚&ò–
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Fig. 3.5

10. ˆüˆÏ°Ï OK Ñ˛Ó˚&ò–

Font v˛yÎ˚yúÜ ÓˆÏ:Ó˚ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Underline (None) !¢ˆÏúQ Ñ˛Ó˚ˆÏú xyˆÏÜ xyu˛yÓ˚úy£zò ÌyÑ˛ˆÏú v˛zˆÏ‡˛ ÎyˆÏÓ–

Single !¢ˆÏúQ Ñ˛Ó˚ˆÏ ~Ñ˛›˛y ˆÓ˚Öy¢£ xyu˛yÓ˚úy£zò £ˆÏÓ– Words Only !¢ˆÏúQ Ñ˛Ó˚ˆÏú ÷ï%õye Word ~Ó˚ !òˆÏâ˛ Sö§˛yÑ˛y fl˛iyò ÓyˆÏîV
xyu˛yÓ˚úy£zò £ˆÏÓ–

Double !¢ˆÏúQ Ñ˛Ó˚ˆÏú î%£z!›˛ ˆÓ˚Öy¢£ xyu˛yÓ˚úy£zò £ˆÏÓ–

Dotted !¢ˆÏúQ Ñ˛Ó˚ˆÏú v˛›˛ !â˛£´ !îˆÏÎ˚ xyu˛yÓ˚úy£zò £ˆÏÓ–

Thick !¢ˆÏúQ Ñ˛Ó˚ˆÏú !â˛Ñ˛ò xyu˛yÓ˚ úy£zò £ˆÏÓ–

Dash !¢ˆÏúQ Ñ˛Ó˚ˆÏú Dash ˆÓ˚Öy¢£ xyu˛yÓ˚ úy£zò £ˆÏÓ–

Wave !¢ˆÏúQ Ñ˛Ó˚ˆÏú ˆë˛v˛zÈÙÈ~Ó˚ õˆÏì˛y xyu˛yÓ˚ úy£zò £ˆÏÓ– £zì˛ƒy!î

ö˛Ó˚ˆÏõ!›˛Ç Ñ˛Ó˚yö˛Ó˚ˆÏõ!›˛Ç Ñ˛Ó˚yö˛Ó˚ˆÏõ!›˛Ç Ñ˛Ó˚yö˛Ó˚ˆÏõ!›˛Ç Ñ˛Ó˚yö˛Ó˚ˆÏõ!›˛Ç Ñ˛Ó˚y
Underline Color

Underline Style !¢ˆÏúQ Ñ˛Ó˚yÓ˚ ˛ôÓ˚ Underline ~Ó˚ Ñ˛yúyÓ˚ ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚y ÎyÎ˚– Home ›˛ƒyÓ ˆÌˆÏÑ˛ Font Ñ˛õyu˛ @˘Ã&ˆÏ˛ôÓ˚ U ˆúÖy
Óy›˛ˆÏòÓ˚ v»˛˛ô v˛yv˛zò ˆÌˆÏÑ˛ Underline Color ˆúÖyÓ˚ v˛z˛ôÓ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Ñ˛yúyÓ˚ xyˆÏ¢ ~Öyò ˆÌˆÏÑ˛ £zFäÈyõˆÏì˛y Ñ˛yúyÓ˚
!¢ˆÏúQ Ñ˛Ó˚y ÎyÎ˚–
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Fig. 3.6

xÌÓy

Home ›˛ƒyÓ ˆÌˆÏÑ˛ Font Ñ˛õyu˛ @˘Ã&ˆÏ˛ôÓ˚ v˛yò!îˆÏÑ˛ «%˛o v˛yÎ˚yúÜ Ó: úyòâ˛yˆÏÓ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– Underline Color ˆúÖyÓ˚ v˛z˛ôÓ˚ !Ñœ˛Ñ˛
Ñ˛Ó˚ˆÏú !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Ñ˛yúyÓ˚ xyˆÏ¢ ~Öyò ˆÌˆÏÑ˛ £zFäÈyõˆÏì˛y Ñ˛yúyÓ˚ !¢ˆÏúQ Ñ˛Ó˚y ÎyÎ˚–

ˆ›˛:›˛ Effect ¢ÇˆÏÎyãò

1. ~Ñ˛£z ≤Ã!e´Î˚yÎ˚ ˛ôÓ˚Óì≈˛# úy£zò !¢ˆÏúQ Ñ˛Ó˚&ò–

2. Home ›˛ƒyÓ ˆÌˆÏÑ˛ Font Ñ˛õyu˛ @˘Ã&ˆÏ˛ôÓ˚ (...) x˛ôüòÓ˚ v˛yv˛zò xƒyˆÏÓ˚yˆÏì˛ S!ò¡¨õ%Ö# !ì˛Ó˚V !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Effect

x˛ôüò xy¢ˆÏÓ– ~Öyò ˆÌˆÏÑ˛ ˆÎ ˆÑ˛yˆÏòy Effect ˆÓˆÏäÈ ˆòÁÎ˚y ÎyÎ˚–

3. Gradient Fill-Blue, Accent1, Outline-White, Glow-Accent2 (A) !¢ˆÏúQ Ñ˛Ó˚&ò–

Fig. 3.7
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˛ô!Ó˚Óì≈˛ò ˆîÖ%ò–

ˆ›˛:ˆÏ›˛ Outline ¢ÇˆÏÎyãò ˆîÖ%ò–

~£z x˛ôüò !¢ˆÏúQ Ñ˛ˆÏÓ˚ ˆ›˛:ˆÏ›˛Ó˚ â˛yÓ˚˛ôyˆÏü xyv˛z›˛ úy£zò ~ÓÇ õyˆÏG˛ ö§˛yÑ˛y ~Ó˚*˛ô ~ˆÏö˛Q ˆîÁÎ˚y ÎyÎ˚– ˆ›˛:ˆÏ›˛Ó˚ £zFäÈyõˆÏì˛y
Ñ˛yúyˆÏÓ˚Ó˚ Á Style ~Ó˚ Outline ¢ÇˆÏÎyãò Ñ˛Ó˚y ÎyÎ˚–

˛ô!Ó˚Óì≈˛ò ˆîÖ%ò–

ˆ›˛:ˆÏ›˛ ˆ›˛:ˆÏ›˛ ˆ›˛:ˆÏ›˛ ˆ›˛:ˆÏ›˛ ˆ›˛:ˆÏ›˛ Shadow ¢ÇˆÏÎyãò Ñ˛Ó˚y ¢ÇˆÏÎyãò Ñ˛Ó˚y ¢ÇˆÏÎyãò Ñ˛Ó˚y ¢ÇˆÏÎyãò Ñ˛Ó˚y ¢ÇˆÏÎyãò Ñ˛Ó˚y

Outline ~Ó˚ !òˆÏâ˛Ó˚ x˛ôüò Shadow x˛ôüò– ~£z x˛ôüò !¢ˆÏúQ Ñ˛ˆÏÓ˚ ˆ›˛:ˆÏ›˛ Shadow ~ˆÏö˛Q ˆîÁÎ˚y ÎyÎ˚– ö˛ˆÏú ˆ›˛:ˆÏ›˛ äÈyÎ˚y
˛ôˆÏv˛¸– !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Shadow fi›˛y£zú Ó˚ˆÏÎ˚ˆÏäÈ– Outline, Inner, Perspectie ~ˆÏîÓ˚ õˆÏïƒ ˆÌˆÏÑ˛ ≤ÃˆÏÎ˚yãò#Î˚!›˛ ˆÓˆÏäÈ !òˆÏì˛ ˛ôyˆÏÓ˚ò–

ˆ›˛:ˆÏ›˛ Reflection ¢ÇˆÏÎyãò Ñ˛Ó˚y

Shadow ~Ó˚ !òˆÏâ˛Ó˚ x˛ôüò Reflection x˛ôüò– ~£z x˛ôüò !¢ˆÏúQ Ñ˛ˆÏÓ˚ ˆ›˛:ˆÏ›˛ Reflection ˆîÁÎ˚y ÎyÎ˚–

ˆ›˛:ˆÏ›˛ ˆ›˛:ˆÏ›˛ ˆ›˛:ˆÏ›˛ ˆ›˛:ˆÏ›˛ ˆ›˛:ˆÏ›˛ Glow ¢ÇˆÏÎyãò Ñ˛Ó˚y ¢ÇˆÏÎyãò Ñ˛Ó˚y ¢ÇˆÏÎyãò Ñ˛Ó˚y ¢ÇˆÏÎyãò Ñ˛Ó˚y ¢ÇˆÏÎyãò Ñ˛Ó˚y

!Ó!¶˛ß¨ x˛ôüò ˆÌˆÏÑ˛ £zFäÈyõˆÏì˛y ˛ô!Ó˚Óì≈˛ò Ñ%˛ò–

ˆ›˛:ˆÏ›˛Ó˚ ˆ›˛:ˆÏ›˛Ó˚ ˆ›˛:ˆÏ›˛Ó˚ ˆ›˛:ˆÏ›˛Ó˚ ˆ›˛:ˆÏ›˛Ó˚ Color ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚y ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚y ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚y ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚y ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚y

ˆ›˛:ˆÏ›˛Ó˚ Ó˚à £zFäÈyõˆÏì˛y ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚y ÎyÎ˚–

1.~Ñ˛£z ≤Ã!e´Î˚yÎ˚ ˛ôÓ˚Óì≈˛# úy£zò !¢ˆÏúQ Ñ˛Ó˚&ò–

2.Home ›˛ƒyÓ ˆÌˆÏÑ˛ Font Ñ˛õyu˛ @˘Ã&ˆÏ˛ôÓ˚ (...) ˆúÖy Óy›˛ˆÏòÓ˚ v˛z˛ôÓ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– Ñ˛yúyÓ˚ Ó: xy¢ˆÏÓ £zFäÈyõˆÏì˛y Ñ˛yúyÓ˚ !¢ˆÏúQ
Ñ˛Ó̊&ò–

xÌÓy

Font Ñ˛õyu˛ @˘Ã&ˆÏ˛ôÓ˚ v˛yò!îˆÏÑ˛ «%˛o v˛yÎ˚yúÜ Ó: úyòâ˛yˆÏÓ˚ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ Underline Style x˛ôüˆÏòÓ˚ ÓyˆÏõ Font Color ˆúÖyÓ˚ v˛yv˛zò
xƒyˆÏÓ˚yˆÏì˛ S!ò¡¨õ%Ö# !ì˛Ó˚V !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– Theme Colors, Standard Colors, More Colors !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Ñ˛yúyÓ˚ x˛ôüò xy¢ˆÏÓ–

~Öyò ˆÌˆÏÑ˛ Ñ˛yúyÓ˚ ˆÓˆÏäÈ ˆòÁÎ˚y ÎyÎ˚–

Stadard Colors ˆÌˆÏÑ˛ Red Ñ˛yúyÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò– Preview x˛ôüˆÏò ú«˛ƒ Ñ˛Ó˚&ò Text ~Ó˚ Ñ˛yúyÓ˚ úyú £ˆÏÎ˚ˆÏäÈ– ˆüˆÏ°Ï OK

Ñ˛Ó̊&ò–

Strikethrough : ~!›˛ !¢ˆÏúQ Ñ˛Ó˚ˆÏú õyG˛Öyò !îˆÏÎ˚ Ñ˛y›˛y îyÜ ˆîÖy ÎyˆÏÓ– (Alt+O, F, Alt+K, Enter) ˆÎõòó !òˆÏâ˛Ó˚ Text!›˛ ú«˛ƒ
Ñ˛Ó̊&ò–

Double Strikethrough : ~!›˛ !¢ˆÏúQ Ñ˛Ó˚ˆÏú ˆ›˛:ˆÏ›˛Ó˚ õyG˛Öyò !îˆÏÎ˚ ˆãyv˛¸y Ñ˛y›˛y îyÜ ˆîÖy ÎyˆÏÓ– (Alt+O, F, Alt+L, Enter)

ˆÎõò !òˆÏâ˛Ó˚ Text

Superscript : ~!›˛ !¢ˆÏúQ Ñ˛Ó˚ˆÏú ˆ›˛:›˛ Superscript xò%¢yˆÏÓ˚ v˛z˛ôˆÏÓ˚ v˛z‡˛ˆÏÓ– ˆÑ˛yˆÏòy ¢ÇÖƒyÓ˚ ˛ôyÁÎ˚yÓ˚ ˆÓyG˛yˆÏì˛ ~!›˛ ÓƒÓ£*ì˛
£Î˚– A2 !úÖ%ò ~ÓÇ ÷ï%õye 2ˆÑ˛ !¢ˆÏúQ Ñ˛ˆÏÓ˚ Superscript !¢ˆÏúQ Ñ˛Ó˚&ò– (Shift+Ctrl=) ˆ›˛:›˛ !òˆÏâ˛Ó˚ õˆÏì˛y ˆîÖyˆÏÓ–

A2

Subscript : ~!›˛ !¢ˆÏúQ Ñ˛Ó˚ˆÏú ˆ›˛:›˛ Subscript xò%¢yˆÏÓ˚ !òˆÏâ˛ òyõˆÏÓ– ¢yïyÓ˚íì˛ Ó˚y¢yÎ˚!òÑ˛ ¢ÇˆÏÑ˛ˆÏì˛Ó˚ ˆ«˛ˆÏe ~!›˛ ÓƒÓ£*ì˛
£Î˚– ˆÎõò x!:ˆÏãˆÏòÓ˚ ¢ÇˆÏÑ˛ì˛ ˆÓyG˛yˆÏì˛ O2 !úÖ%ò ~ÓÇ ÷ï%õye 2ˆÑ˛ !¢ˆÏúQ Ñ˛ˆÏÓ˚ Subscript !¢ˆÏúQ Ñ˛Ó˚&ò (Ctrl+=) ˆ›˛:›˛ !òˆÏâ˛Ó˚
õˆÏì˛y ˆîÖyˆÏÓ–

O
2

Small Cap : ~!›˛Ó˚ õyïƒˆÏõ ˆäÈy›˛ £yˆÏì˛Ó˚ ˆúÖy Óv˛¸ £yˆÏì˛Ó˚ £Î˚ !Ñ˛ls˛ ≤ÃÌõ x«˛Ó˚ ì%˛úòyõ)úÑ˛ Óv˛¸ ÌyˆÏÑ˛–

All Caps : ~!›˛Ó˚ õyïƒˆÏõ ¢õhfl˛ ˆ›˛:›˛ Óv˛¸ £yˆÏì˛Ó˚ £Î˚– ˆÎõòÈÙÙÙÈ

Hidden : ˆÑ˛yˆÏòy Text ˆÑ˛ ú%!Ñ˛ˆÏÎ˚ Ó˚yÖyÓ˚ ãòƒ ~£z x˛ôüò !¢ˆÏúQ Ñ˛Ó˚ˆÏì˛ £Î˚–

Default ˆ¢!›˛Ç Ñ˛Ó˚yˆ¢!›˛Ç Ñ˛Ó˚yˆ¢!›˛Ç Ñ˛Ó˚yˆ¢!›˛Ç Ñ˛Ó˚yˆ¢!›˛Ç Ñ˛Ó˚y

Î!î ˆ›˛:›˛ !¢ˆÏúQ Ñ˛ˆÏÓ˚ Font Ó: ˆÌˆÏÑ˛ !Ó!¶˛ß¨ x˛ôüò ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚y £Î˚ ì˛ˆÏÓ !¢ˆÏúQ Ñ˛Ó˚y ˆ›˛:ˆÏ›˛Ó˚ v˛z˛ôÓ˚ ˆ¢£z ~ˆÏö˛Q Ñ˛yÎ≈Ñ˛Ó˚
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£Î˚– ˆ›˛:›˛ !¢ˆÏúQ òy ÌyÑ˛ˆÏú ˛ô!Ó˚Ó!ì≈˛ì˛ ~ˆÏö˛Q òì%˛ò ˆ›˛:›˛ !úÖˆÏú ì˛yÓ˚ v˛z˛ôÓ˚ Ñ˛yÎ≈Ñ˛Ó˚ £Î˚ òy– ~Öò Î!î ö˛y£zú!›˛ Óı˛ Ñ˛ˆÏÓ˚ òì%˛ò
ö˛y£zú ˆÖyúy £Î˚ ì˛ˆÏÓ ˛ô!Ó˚Ó!ì≈˛ì˛ ˆ¢!›˛Ç xyÓ˚ ÌyÑ˛ˆÏÓ òy– ˆ¢!›˛Ç fl˛iyÎ˚#¶˛yˆÏÓ Ñ˛Ó˚yÓ˚ ãòƒ !v˛ö˛Œ›˛ ˆ¢!›˛Ç Ñ˛Ó˚ˆÏì˛ £ˆÏÓ–

Steps

1.≤ÃˆÏÎ˚yãò#Î˚ ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚&ò–

Font ÓˆÏ:Ó˚ Óyõ!îˆÏÑ˛Ó˚ !òˆÏâ˛ xÓ!fl˛iì˛ Set As Default Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò–

v˛yÎ˚yúÜ Ó: xy¢ˆÏú OK Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò–

Font ˆäÈy›˛/Óv˛¸ £yˆÏì˛Ó˚ Ñ˛Ó˚y ˆäÈy›˛/Óv˛¸ £yˆÏì˛Ó˚ Ñ˛Ó˚y ˆäÈy›˛/Óv˛¸ £yˆÏì˛Ó˚ Ñ˛Ó˚y ˆäÈy›˛/Óv˛¸ £yˆÏì˛Ó˚ Ñ˛Ó˚y ˆäÈy›˛/Óv˛¸ £yˆÏì˛Ó˚ Ñ˛Ó˚y

¢yïyÓ˚í £zÇˆÏÓ˚!ã ˆúÖy ˆäÈy›˛ £yˆÏì˛Ó˚ £Î˚ !Ñ˛ls˛ Shift ˆ≤Ã¢ Ñ˛ˆÏÓ˚ ˆÑ˛yˆÏòy x«˛Ó˚ !úÖˆÏú ˆ¢!›˛ Óv˛¸ £yˆÏì˛Ó˚ £Î˚– ~!›˛ xÓüƒ Î!î
Ñ˛#ˆÏÓyˆÏv≈˛Ó˚ Caps Lock Ñ˛# xö˛ ÌyˆÏÑ˛ ì˛ˆÏÓ£z ≤ÃˆÏÎyãƒ– Î!î Caps Lock xò ÌyˆÏÑ˛ ì˛ˆÏÓ ≤Ã!ì˛!›˛ x«˛Ó˚£z Óv˛¸ £yˆÏì˛Ó˚ £ˆÏÓ– Word

~ ˆ›˛:›˛ ˆúÖyÓ˚ ˛ôˆÏÓ˚Á Case ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚y ÎyÎ˚– !ò¡¨!ú!Öì˛ Steps ≤ÃˆÏÎ˚yÜ Ñ˛Ó˚&ò–

1.≤ÃˆÏÎ˚yãò#Î˚ ˆ›˛:›˛ !¢ˆÏúQ Ñ˛Ó˚&ò–

2.Home Tab ~Ó˚ Font Ñ˛õyu˛@˘Ã&ˆÏ˛ôÓ˚ Change Case ~ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò–

Fig. 3.8

!òˆÏ¡¨ !Ó!¶˛ß¨ x˛ôüˆÏòÓ˚ xyˆÏúyâ˛òy ú«˛ƒ Ñ˛Ó˚&ò–

Sentence case : ~!›˛ !¢ˆÏúQ Ñ˛ˆÏÓ˚ OK Ñ˛Ó˚ˆÏúñ ≤ÃÌõ Sentence ~Ó˚ ≤ÃÌõ Word ~Ó˚ ≤ÃÌõ x«˛Ó˚!›˛ Óv˛¸ £yˆÏì˛Ó˚ £ˆÏÓ– ˆÎõòÈÙÙÙÈ
This is RK computer system.

lowercase : ~!›˛ !¢ˆÏúQ Ñ˛ˆÏÓ˚ OK Ñ˛Ó˚ˆÏú ¢Ó x«˛Ó˚ ˆäÈy›˛ £yˆÏì˛Ó˚ x«˛ˆÏÓ˚ Ó˚*˛ôyhs˛!Ó˚ì˛ £ˆÏÓ– ˆÎõòÈÙÙÙÈ this is rk computer

systems.

UPPERCASE : ~!›˛ !¢ˆÏúQ Ñ˛ˆÏÓ˚ OK Ñ˛Ó˚ˆÏú ¢Ó x«˛Ó˚ Óv˛¸ £yˆÏì˛Ó˚ x«˛ˆÏÓ˚ Ó˚*˛ôyhs˛!Ó˚ì˛ £ˆÏÓ– ˆÎõòÈÙÙÙÈ THIS IS RK

COMPTER SYSTEM.

Capitalize Each Word : ~!›˛ !¢ˆÏúQ Ñ˛ˆÏÓ˚ OK Ñ˛Ó˚ˆÏú ˆ›˛:ˆÏ›˛Ó˚ ≤Ã!ì˛!›˛ Word ~Ó˚ ≤ÃÌõ x«˛Ó˚ Óv˛¸ £yˆÏì˛Ó˚ £ˆÏÓ– ˆÎõòÈÙÙÙÈ This

Is Rk Computer Education.

tOGGLE cASE : ~!›˛ !¢ˆÏúQ Ñ˛ˆÏÓ˚ OK Ñ˛Ó˚ˆÏú ˆäÈy›˛ £yˆÏì˛Ó˚ ˆúÖy Óv˛¸ £yˆÏì˛ ~ÓÇ Óv˛¸ £yˆÏì˛Ó˚ ˆúÖy ˆäÈy›˛ £yˆÏì˛Ó˚ x«˛ˆÏÓ˚
Ó˚*˛ôyhs˛!Ó˚ì˛ £ˆÏÓ– ˆÎõòÈÙÙÙÈ tHIS iS rK cOMPUTER eDUCATION.

Alignment

Alignment, Line Spacing, Indentation £zì˛ƒy!î ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚yÓ˚ ãòƒ Home ›˛ƒyÓ ˆÌˆÏÑ˛ Ñ˛õyu˛ !îˆÏì˛ £ˆÏÓ– ~Öò xyõÓ˚y
Alignment Ñ˛õyu˛ !òˆÏÎ˚ xyˆÏúyâ˛òy Ñ˛Ó˚Ó– ˛ôÓ˚Óì≈˛#ˆÏì˛ !Ó!¶˛ß¨ xïƒyˆÏÎ˚ xòƒyòƒ ≤Ã¢ˆÏD ¢Ç!Ÿ’‹T xyˆÏúyâ˛òy Ñ˛Ó˚Ó–

ú«˛ƒ Ñ˛Ó˚&òñ Word ~ ˆÑ˛yˆÏòy Document ˆúÖy ÷Ó˚& Ñ˛Ó˚ˆÏú Left Alignment £ˆÏì˛ ÌyˆÏÑ˛– xÌ≈yÍ Óyõ!îˆÏÑ˛ úy£zò=ˆÏúy ~Ñ˛£z
ãyÎ˚Üy ˆÌˆÏÑ˛ ÷Ó˚& £ÁÎ˚yÓ˚ Ñ˛yÓ˚ˆÏí ¢õyò ÌyˆÏÑ˛– ~ˆÏ«˛ˆÏe v˛yò!îˆÏÑ˛Ó˚ úy£zò=ˆÏúy x¢õyò ÌˆÏÑ˛ ~ÓÇ ˆîÖˆÏì˛ ÖyÓ˚y˛ô úyˆÏÜ– ˆ¢ˆÏ«˛ˆÏe
Justify Ñ˛Ó˚ˆÏú v˛yò Á Óyõ î%£z!îÑ˛ ¢õyò £ˆÏÎ˚ ÎyÎ˚– Right Alignment Ñ˛Ó˚ˆÏú v˛yò!îÑ˛ ¢õyò £ˆÏúÁ Óyõ!îÑ˛ x¢õyò £ˆÏÎ˚ ÎyÎ˚– xyÓyÓ˚
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Centre Alignment Ñ˛Ó˚ˆÏú ˆ›˛:›˛ õyˆÏG˛ xÓfl˛iyò Ñ˛ˆÏÓ˚ ~ÓÇ v˛yò Á ÓyˆÏõ ¢õyò ö§˛yÑ˛y ãyÎ˚Üy ÌyˆÏÑ˛– Document ˆÑ˛ ¢%®Ó˚¶˛yˆÏÓ
v˛z˛ôfl˛iy˛ôò Ñ˛Ó˚yÓ˚ ãòƒ Alignment ~Ñ˛!›˛ x!ì˛ ≤ÃˆÏÎ˚yãò#Î˚ Ñ˛õyu˛– Home ›˛ƒyÓ ˆÌˆÏÑ˛ Align Ñ˛õyu˛ !îˆÏÎ˚ Alignment Ñ˛Ó˚y ÎyÎ˚–

Fig. 3.9

â˛ú%ò ¢yõyòƒ !Ñ˛ä%È Text ˆÑ˛ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Alignment Ñ˛ˆÏÓ˚ ˆîÖy ÎyÑ˛–

Steps

1.Mouse myÓ˚y Ñ˛ˆÏÎ˚Ñ˛!›˛ úy£zò Select / Block Ñ˛Ó˚&ò–

2.Home ›˛ƒyÓ ˆÌˆÏÑ˛ Paragraph Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Align Right ›%˛ú (...) !¢ˆÏúQ Ñ˛Ó˚&ò– ˆ›˛:›˛=!ú v˛yò!îˆÏÑ˛ ¢õyò £ˆÏÓ !Ñ˛ls˛
Óyõ !îˆÏÑ˛ x¢õyò £ˆÏÎ˚ ÎyˆÏÓ (Ctrl + R)–

Fig. 3.10

xÌÓy

3.Home ›˛ƒyÓ ˆÌˆÏÑ˛ Paragraph Ñ˛õyu˛@˘Ã&ˆÏ˛ôÓ˚ v˛yÎ˚yúÜ Ó: úyòâ˛yˆÏÓ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò (Home Tab > Paragraph) v˛yÎ˚yúÜ Ó:
úyòâ˛yÓ˚ / Alt + O, PV– Paragraph v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ– ÓyˆÏõ Alignment òyˆÏõ x˛ôüò ÌyÑ˛ˆÏÓ– Alignment x˛ôüˆÏò Óì≈˛õyò
ˆ¢!›˛Ç (Left, Right, Centre Óy Justify) !¢ˆÏúQ ÌyÑ˛ˆÏÓ ~ÓÇ !ò¡¨Üyõ# !ì˛Ó˚ Sv˛yv˛zò xƒyˆÏÓ˚yV ÌyÑ˛ˆÏÓ–

4.Alignment ˆúÖyÓ˚ v˛yˆÏòÓ˚ v˛yv˛zò Arrow ˆì˛ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– v»˛˛ô v˛yv˛zò ˆõò% xy¢ˆÏÓ ~ÓÇ Left, Right, Center ~ÓÇ Justify

ˆúÖy ÌyÑ˛ˆÏÓ–

5.Right !¢ˆÏúQ Ñ˛Ó˚&ò– xÌÓy

4.Paragraph Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Justify Ñ˛õyˆÏu˛ (...) !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú Óy Paragraph Ñ˛õyu˛@˘Ã&ˆÏ˛ôÓ˚ v˛yÎ˚yúÜ Ó: úyòâ˛yÓ˚ ˆÌˆÏÑ˛
Justify !¢ˆÏúQ Ñ˛Ó˚ˆÏú v˛yò Á Óyõ î%£z !îÑ˛£z ¢õyò £ˆÏÓ (Ctrl + J)–

4.Paragraph Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Center Ñ˛õyˆÏu˛ (...) !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú Óy Paragraph Ñ˛õyu˛@˘Ã&ˆÏ˛ôÓ˚ v˛yÎ˚yúÜ Ó: úyòâ˛yÓ˚ ˆÌˆÏÑ˛
Center !¢ˆÏúQ Ñ˛Ó˚ˆÏú ˆ›˛:›˛=ˆÏúy õyˆÏG˛ xÓfl˛iyò Ñ˛Ó˚ˆÏÓ (Ctrl + C)–
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4.Paragraph Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Left Ñ˛õyˆÏu˛ (...) !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú Óy Paragraph Ñ˛õyu˛@˘Ã&ˆÏ˛ôÓ˚ v˛yÎ˚yúÜ Ó: úyòâ˛yÓ˚ ˆÌˆÏÑ˛ Left

!¢ˆÏúQ Ñ˛Ó˚ˆÏú Óyõ!îÑ˛ ¢õyò £ˆÏÓ !Ñ˛ls˛ v˛yò!îÑ˛ x¢õyò £ˆÏÎ˚ ÎyˆÏÓ (Ctrl +L)–

Indentation Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y

Home Tab ~ Paragraph Ñ˛õyu˛@˘Ã&ˆÏ˛ôÓ˚ Align Ñ˛õyˆÏu˛Ó˚ v˛z˛ôˆÏÓ˚Ó˚ 3!›˛ x˛ôüˆÏòÓ˚ òyõ ~ÓÇ Bullets (...), Numbering (...),

Multilevel List (...) Óy›˛ò– ì˛yÓ˚˛ ˛ôˆÏÓ˚Ó˚ î%£z!›˛ Óy›˛ˆÏòÓ˚ òyõ Decrease Indent (...) ~ÓÇ Increase Indent (...) Óy›˛ò–

ˆÎ ˆÑ˛yˆÏòy £zˆÏu˛r›˛ Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú !¢ˆÏúQ Ñ˛Ó˚y xÇü xÌ≈yÍ ˛ôƒyÓ˚y Alignment !‡˛Ñ˛ ˆÓ˚ˆÏÖ ¢õyò î)Ó˚ˆÏc v˛yˆÏò Óy ÓyˆÏõ ¢ˆÏÓ˚
ÎyˆÏÓ ¢yïyÓ˚í xyï £z!M˛È (.5”)– Î!îÁ Home Tab > Paragraph Ñ˛õyu˛@˘Ã&ˆÏ˛ôÓ˚ v˛yÎ˚yúÜ Ó: úyòâ˛yˆÏÓ˚Ó˚ õyïƒˆÏõ ˆ¢!›˛Ç ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚y
ÎyÎ˚– !òˆÏâ˛Ó˚ !ö˛â˛yÓ˚!›˛ ú«˛ƒ Ñ˛Ó˚&ò 1 Á 2 ò¡∫Ó˚ Point ˆÑ˛ Block / Select Ñ˛ˆÏÓ˚ ~Ñ˛ÓyÓ˚ v˛yò!îˆÏÑ˛ (Increase Indent) Óy›˛ˆÏò (...) !Ñœ˛Ñ˛
Ñ˛Ó˚y £ˆÏÎ˚ˆÏäÈ–

Fig. 3.11

≤ÃˆÏì˛ƒÑ˛ÓyÓ˚ Indent Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú .5 £z!M˛È v˛yˆÏò Óy ÓyˆÏõ ¢ˆÏÓ˚ ÎyˆÏÓ–

17. ˆüˆÏ°Ï ö˛y£zú!›˛ File>Save Ñ˛õyu˛ !îˆÏÎ˚ ~ÓÇ ~Ñ˛!›˛ òyõ !îˆÏÎ˚ ˆ¢¶˛ Ñ˛Ó˚&ò–

18.

Drop Cap Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y

Text ˆÑ˛ ¢%®Ó˚¶˛yˆÏÓ ¢!Iì˛ Ñ˛ˆÏÓ˚ñ ˛ô!eÑ˛yÓ˚ õˆÏì˛y Paragraph ~Ó˚ ≤ÃÌõ x«˛Ó˚ˆÏÑ˛ Óv˛¸ Ñ˛ˆÏÓ˚ v˛z˛ôfl˛iy˛ôò Ñ˛Ó˚ˆÏì˛ £ˆÏú Drop Cap

Ñ˛õyu˛ ≤ÃˆÏÎ˚yÜ Ñ˛Ó˚ˆÏì˛ £Î˚– xˆÏòÑ˛ ¢õÎ˚ ~£z v˛Ñ%˛ˆÏõˆÏr›˛Ó˚ !Ó!¶˛ß¨ ˛ôƒyÓ˚y@˘ÃyˆÏö˛Ó˚ xyˆÏÜÁ v»˛˛ô Ñ˛ƒy˛ô !ö˛â˛yÓ˚ ÓƒÓ£yÓ˚ Ñ˛Ó˚y £Î˚–

õˆÏò Ó˚yÖˆÏÓò Drop Cap !ö˛â˛yÓ˚ ≤ÃˆÏÎ˚yãòˆÏÓyˆÏï ˆÑ˛yˆÏòy @˘Ãy!ö˛:Á ÓƒÓ£yÓ˚ Ñ˛Ó˚y ˆÎˆÏì˛ ˛ôyˆÏÓ˚– Drop Cap î%£z ïÓ˚ˆÏòÓ˚ £ˆÏì˛ ˛ôyˆÏÓ˚–
~Ñ˛!›˛x˛ôüˆÏò (Dropped) v»˛˛ô Ñ˛ƒy˛ô!›˛ xÌ≈yÍ Óv˛¸ x«˛Ó˚!›˛ !òˆÏâ˛Ó˚ úy£zˆÏòÓ˚ ¢õyò õy!ã≈ˆÏò ˆÌˆÏÑ˛ x˛ôÓ˚!›˛ˆÏì˛ (In Margin) Óv˛¸ x«˛Ó˚!›˛
!òˆÏâ˛Ó˚ ˆúÖyÓ˚ õy!ã≈ˆÏòÓ˚ Óy£zˆÏÓ˚ ÌyˆÏÑ˛– Drop Cap ˜ì˛Ó˚#Ó˚ ãòƒ Ñ˛ˆÏÎ˚Ñ˛!›˛ úy£zò ›˛y£z˛ô Ñ˛ˆÏÓ˚ !òˆÏâ˛Ó˚ Ñ˛õyu˛=ˆÏúy ïyÓ˚yÓy!£Ñ˛¶˛yˆÏÓ
ÓƒÓ£yÓ˚ Ñ˛Ó˚&ò–

1.Paragraph ~Ó˚ ˆÎ ˆÑ˛yˆÏòy fl˛iyˆÏò Ñ˛y¢≈Ó˚ Ó˚yÖ%ò SxÌÓy xy˛ôòyÓ˚ ˛ôäÈˆÏ®Ó˚ Paragraph ~Ó˚ ≤ÃÌõ Word ~Ó˚ ≤ÃÌõ x«˛Ó˚!›˛ Óy
¢¡ô)í≈ Word!›˛ Block/Select Ñ˛Ó˚&òV–

2.Insert ›˛ƒyÓ ˆÌˆÏÑ˛ Drop Cap ~ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò (Alt+O,D)– ~ xÓfl˛iyÎ˚ xy˛ôòyÓ˚ ¢yõˆÏò Drop Cap v»˛˛ô v˛yv˛zò xy¢ˆÏÓ–
(Insert>Drop Cap)–

3.v»˛˛ô v˛yv˛zò ˆÌˆÏÑ˛ ˆÎ ˆÑ˛yˆÏòy ~Ñ˛!›˛ fi›˛y£zú (Dropped Óy In Margin) !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú !¢ˆÏúQ Ñ˛Ó˚&ò ~ÓÇ ˆüˆÏ°Ï OK Ñ˛Ó˚&ò– ˛ôƒyÓ˚yÓ˚
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≤ÃÌõ x«˛Ó˚!›˛ Óv˛¸ £ˆÏÓ– (Alt+D Óy Alt+M, Enter)–

Fig. 3.12

Tips : ≤ÃˆÏÎ˚yãˆÏò Drop Cap ~Ó˚ ö˛r›˛ ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚ˆÏì˛ ˛ôyˆÏÓ˚ò– ~ˆÏ«˛ˆÏe Font Ó: ~Ó˚ v˛yv˛zò xƒyˆÏÓ˚yˆÏì˛ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ òì%˛ò Font

!¢ˆÏúQ Ñ˛Ó˚&ò–

Drop Cap Óy!ì˛ú Ñ˛Ó˚y Óy!ì˛ú Ñ˛Ó˚y Óy!ì˛ú Ñ˛Ó˚y Óy!ì˛ú Ñ˛Ó˚y Óy!ì˛ú Ñ˛Ó˚y

ˆÎ ˆÑ˛yò ¢õÎ˚ v»˛˛ô Ñ˛ƒy˛ô!›˛ Óy!ì˛ú Ñ˛Ó˚yÓ˚ îÓ˚Ñ˛yÓ˚ £ˆÏì˛ yˆÏÓ˚– ~£z õye ˜ì˛Ó˚# Ñ˛Ó˚y Óy xyˆÏÜ ˜ì˛Ó˚# Ñ˛Ó˚y ˆÎ ˆÑ˛yˆÏòy Drop Cap

ˆÑ˛ Óy!ì˛ú Ñ˛Ó˚y ÎyÎ˚– !òˆÏ¡¨Ó˚ Ñ˛õyu˛=ˆÏúy xò%¢Ó˚í Ñ˛Ó˚&ò–

Steps :

1. v»˛˛ô Ñ˛ƒy˛ô!›˛ !¢ˆÏúQ Ñ˛Ó˚&ò–

2. Insert ›˛ƒyÓ ˆÌˆÏÑ˛ Drop Cap ~ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò (Alt+O,D)– ~ xÓfl˛iyÎ˚ xy˛ôyÓ˚ ¢yõˆÏò Drop Cap v»˛˛ô v˛yv˛zò xy¢ˆÏÓ–
(Insert>Drop Cap)

3. ~Öyò ˆÌˆÏÑ˛ ≤ÃÌõ x˛ôüò xÌ≈yÍ None x˛ôüò !¢ˆÏúQ Ñ˛ˆÏÓ˚ OK Ñ˛Ó˚&ò– v»˛˛ô Ñ˛ƒy˛ô!›˛ Óy!ì˛ú £ˆÏÓ !Ñ˛ls˛ ˆ›˛:!›˛ !‡˛Ñ˛£z ÌyÑ˛ˆÏÓ–

Word Art xyòy xyòy xyòy xyòy xyòy

Document ~Ó˚ ˆ£!v˛Ç Óy õyˆÏG˛ õyˆÏG˛ !Ñ˛ä%È xÇü Î!î ~Ñ˛›%˛ !v˛ãy£zò Ñ˛ˆÏÓ˚ ˆîÁÎ˚y £Î˚ ì˛y£ˆÏú v˛Ñ%˛ˆÏõr›˛›˛y ˆîÖˆÏì˛ ¢%®Ó˚ úyˆÏÜ–
xyÓ˚ MS-Word ~ Word Art ~Ó˚ îyÓ˚&í ÓƒÓfl˛iy Ó˚ˆÏÎ˚ˆÏäÈ– ~ãòƒ !òˆÏâ˛Ó˚ Ñ˛õyu˛=ˆÏúy ÓƒÓ£yÓ˚ Ñ˛Ó˚&ò– v˛zˆÏÕ‘Öƒ Óì≈˛õyˆÏò Word Art

¢¡∫ˆÏı˛ xyõÓ˚y ¢yïyÓ˚í ïyÓ˚íy ˆòÓ ˛ôÓ˚Óì≈˛#ˆÏì˛ !Óhfl˛y!Ó˚ì˛ ÓƒyÖƒy ˆîÁÎ˚y £ˆÏÎ˚ˆÏäÈ–

1. Insert ›˛ƒyˆÏÓ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– xˆÏòÑ˛ Ñ˛õyu˛@˘Ã&˛ô xy¢ˆÏÓ– v˛yò!îˆÏÑ˛ Word Art òyõÑ˛ Ñ˛õyu˛@˘Ã&ˆÏ˛ô !Ñœ˛Ñ˛ Ñ˛Ó˚&ò (Insert>Word Art)–
xy˛ôòyÓ˚ ¢yõˆÏò Word Art Gallery xy¢ˆÏÓ–

Fig. 3.13
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Picture xyòy xyòy xyòy xyòy xyòy

Document ˆÑ˛ ¢%®Ó˚¶˛yˆÏÓ v˛z˛ôfl˛iy˛ôò Ñ˛Ó˚yÓ˚ ãòƒ xˆÏòÑ˛ ¢õÎ˚ Picture Óy äÈ!ÓÓ˚ ≤ÃˆÏÎ˚yãò £Î˚– Word ~ Ö%Ó ¢£ˆÏã£z äÈ!Ó xyòy
ÎyÎ˚– äÈ!Ó xy˛ôòyÓ˚ ˛ôÓ˚ äÈ!ÓˆÏÑ˛ !Ó!¶˛ß¨¶˛yˆÏÓ Edit Ñ˛Ó˚y ÎyÎ˚– ~ ¢Çe´yhs˛ !Óhfl˛y!Ó˚ì˛ xyˆÏúyâ˛òy ˛ôÓ˚Óì≈˛#ˆÏì˛ Ñ˛Ó˚y £ˆÏÓ– xy˛ôyì˛ì˛ äÈ!Ó
xyòyÓ˚ ãòƒ !òˆÏãÓ˚ Ñ˛õyu˛=ˆÏúy ÓƒÓ£yÓ˚ Ñ˛Ó˚&ò–

1.Insert ›˛ƒyˆÏÓ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– xˆÏòÑ˛ Ñ˛õyu˛@˘Ã&˛ô xy¢ˆÏÓ– Óyõ!îÑ˛ ˆÌˆÏÑ˛ Picture ~Ó˚ ˛ôˆÏÓ˚£z Clip Art Ñ˛õyu˛ñ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– ~Ñ˛!›˛
Task Pane xy¢ˆÏÓ–

Fig. 3.14

2.Task Pane ~ Search for ~Ó˚ v˛yˆÏò Go Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– Task Pane ~Ó˚ !òˆÏâ˛Ó˚ !îˆÏÑ˛ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ äÈ!Ó xy¢ˆÏÓ–

Fig. 3.15

3.!Óhfl˛y!Ó˚ì˛ äÈ!Ó ˆÌˆÏÑ˛ ˆÎ ˆÑ˛yˆÏòy ~Ñ˛!›˛ äÈ!Ó !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò– ˛ôäÈˆÏ®Ó˚ äÈ!Ó!›˛ v˛Ñ%˛ˆÏõˆÏr›˛ fl˛iy!˛ôì˛ £ˆÏÓ–
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Drawing Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y

v˛Ñ%˛ˆÏõr›˛ˆÏÑ˛ ¢%®Ó˚¶˛yˆÏÓ ¢yãyˆÏòyÓ˚ ãòƒ xˆÏòÑ˛ ¢õÎ˚ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Line, Shapes, Box, Text Box, Ñ˛yúyÓ˚ ˛ô!Ó˚Óì≈˛ò £zì˛ƒy!îÓ˚
≤ÃˆÏÎ˚yãò £Î˚– !Ó˚ÓòÓyˆÏÓ˚ Insert ›˛ƒyÓ ˆÌˆÏÑ˛ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ v»˛!Î˚Ç Ñ˛Ó˚y ÎyÎ˚– !òˆÏâ˛Ó˚ Ñ˛õyu˛=ˆÏúy ïyÓ˚yÓy!£Ñ˛¶˛yˆÏÓ ÓƒÓ£yÓ˚ Ñ˛Ó˚&ò–

Shape ¢ÇˆÏÎyãò ¢ÇˆÏÎyãò ¢ÇˆÏÎyãò ¢ÇˆÏÎyãò ¢ÇˆÏÎyãò

1.Insert ›˛ƒyˆÏÓ Illustration Ñ˛õyu˛@˘Ã&ˆÏ˛ôÓ˚ Shapes Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&òñ ≤Ãâ%˛Ó˚ Auto Shapes ˆ¢˛ô ˛ôyÁÎ˚y ÎyˆÏÓ–

Fig. 4.1.

2.~Öyò ˆÌˆÏÑ˛ ˆÎ ˆÑ˛yˆÏòy ˆ¢˛ô !¢ˆÏúQ Ñ˛ˆÏÓ˚ v˛Ñ%˛ˆÏõˆÏr›˛ v»˛yÜ Ñ˛Ó˚&ò– ˆ¢˛ô!›˛ v˛Ñ%˛ˆÏõˆÏr›˛ xy¢ˆÏÓ–

3.ú«˛ƒ Ñ˛Ó˚&òñ ˆ¢˛ô!›˛ x§yÑ˛yÓ˚ ¢yˆÏÌ ¢yˆÏÌ !Ó˚ÓòÓyˆÏÓ˚ Format òyõÑ˛ ~Ñ˛!›˛ òì%˛ò ›˛ƒyÓ ˜ì˛!Ó˚ £ˆÏÎ˚ˆÏäÈ–

Format òyõÑ˛ ~£z ›˛ƒyÓ ˆÌˆÏÑ˛ ˆ¢˛ôˆÏÑ˛ òyòy¶˛yˆÏÓ ö˛Ó˚ˆÏõ!›˛Ç Ñ˛Ó˚y ÎyÎ˚–

òì%˛ò òì%˛ò òì%˛ò òì%˛ò òì%˛ò Rectangle Óy Óy Óy Óy Óy Square x§yÑ˛y x§yÑ˛y x§yÑ˛y x§yÑ˛y x§yÑ˛y

1.~Ñ˛£z¶˛yˆÏÓ Insert ›˛ƒyˆÏÓ Illustration Ñ˛õyu˛@˘Ã&ˆÏ˛ôÓ˚ Shapes Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– v»˛˛ô v˛yv˛zˆÏò Line ›%˛ˆÏúÓ˚ ˛ôˆÏÓ˚Ó˚ ›%˛ú xÌ≈yÍ
Rectangle ›%˛ˆÏú (...) ˆÌˆÏÑ˛ ˆÎˆÏÑ˛yˆÏòy ~Ñ˛!›˛ Rectangle ~ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò–

Fig. 4.2

2.v˛Ñ%˛ˆÏõˆÏr›˛Ó˚ v˛z˛ôÓ˚ õyv˛z¢ ˛ôˆÏÎ˚r›˛yÓ˚ !òˆÏú ~Ñ˛!›˛ ˛≤’y¢ ¢y£zò (+) (Canvas ~Ó˚ Óy£zˆÏÓ˚) xy¢ˆÏÓ–

3.ˆÎÖyò ˆÌˆÏÑ˛ x§yÑ˛y ÷Ó˚& Ñ˛Ó˚ˆÏì˛ â˛yò ˆ¢ÖyˆÏò ≤’y¢ ¢y£zò (+) ~ˆÏò !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ õyv˛z¢ Óy›˛ò òy ˆäÈˆÏv˛¸ ≤ÃÌˆÏõ !òˆÏâ˛Ó˚ !îˆÏÑ˛ ~ÓÇ

Chapter - 4Chapter - 4Chapter - 4Chapter - 4Chapter - 4
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˛ôˆÏÓ˚ v˛yò!îˆÏÑ˛ v»˛yÜ Ñ˛Ó˚ˆÏì˛ ÌyÑ%˛ò– ~Ñ˛!›˛ Rectangle ˆ¢˛ô ˜ì˛Ó˚# £ˆÏú õyv˛z¢ Óy›˛ò ˆäÈˆÏv˛¸ !îò–

!òˆÏâ˛/v˛z˛ôˆÏÓ˚ v»˛yÜ Ñ˛Ó˚ˆÏú Rectangle ~Ó˚ v˛zFâ˛ì˛y S≤Ãfl˛iV ~ÓÇ v˛yˆÏò/ÓyˆÏõ v»˛yÜ Ñ˛Ó˚ˆÏì˛ ÌyÑ˛ˆÏú ˜îá≈ƒ !òï≈y!Ó˚ì˛ £Î˚– Ñ˛#ˆÏÓyv≈˛ ˆÌˆÏÑ˛
Shift Ñ˛# ˆ≤Ã¢ Ñ˛ˆÏÓ˚ v»˛yÜ Ñ˛Ó˚ˆÏì˛ ÌyÑ˛ˆÏú ˜îá≈ƒ ~ÓÇ ≤ÃˆÏfl˛iÓ˚ xò%˛ôyì˛ ¢õyò ÌyˆÏÑ˛ xÌ≈yÍ Square ˜ì˛Ó˚# £Î˚–

òì%˛ò òì%˛ò òì%˛ò òì%˛ò òì%˛ò Oval Óy  Óy  Óy  Óy  Óy Circle x§yÑ˛y x§yÑ˛y x§yÑ˛y x§yÑ˛y x§yÑ˛y

1.~Ñ˛£z ≤Ã!e´Î˚yÎ˚ Insert ›˛ƒyˆÏÓÓ˚ Shapes Óy›˛ˆÏò Ovals ›%˛ú ˆÌˆÏÑ˛ ˆÎ ˆÑ˛yˆÏòy ~Ñ˛!›˛ Oval ~ (...) !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– v˛Ñ%˛ˆÏõˆÏr›˛Ó˚ v˛z˛ôÓ˚
˛ôˆÏÎ˚r›˛yÓ˚ xyòˆÏú ≤’y¢ ¢y£zˆÏò (+) Ó˚*˛ôyhs˛!Ó˚ì˛ £ˆÏÓ–

2.ˆÎÖyò ˆÌˆÏÑ˛ x§yÑ˛y ÷Ó˚& Ñ˛Ó˚ˆÏì˛ â˛yò ˆ¢ÖyˆÏò ≤’y¢ (+) ¢y£zò ~ˆÏò !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ õyv˛z¢ Óy›˛ò òy ˆäÈˆÏv˛¸ ≤ÃÌˆÏõ !òˆÏâ˛Ó˚ !îˆÏÑ˛ ~ÓÇ
˛ôˆÏÓ˚ v˛yò!îˆÏÑ˛ v»˛yÜ Ñ˛Ó˚ˆÏì˛ ÌyÑ%˛ò– ~Ñ˛!›˛ Oval ˆ¢˛ô ˜ì˛Ó˚# £ˆÏúñ õyv˛z¢ Óy›˛ò ˆäÈˆÏv˛¸ !îò–

Fig. 4.3

Ñ˛#ˆÏÓyv≈˛ ˆÌˆÏÑ˛ Shift Ñ˛# ˆ≤Ã¢ Ñ˛ˆÏÓ˚ v»˛yÜ Ñ˛Ó˚ˆÏú Á¶˛yˆÏúÓ˚ ˜îá≈ƒ ≤ÃˆÏfl˛iÓ˚ xò%˛ôyì˛ ¢õyò ÌyˆÏÑ˛ xÌ≈yÍ Circle ˜ì˛Ó˚# £Î˚–

v»˛!Î˚ÇˆÏÑ˛ !¢ˆÏúQ Á õ%¶˛ Ñ˛Ó˚yv»˛!Î˚ÇˆÏÑ˛ !¢ˆÏúQ Á õ%¶˛ Ñ˛Ó˚yv»˛!Î˚ÇˆÏÑ˛ !¢ˆÏúQ Á õ%¶˛ Ñ˛Ó˚yv»˛!Î˚ÇˆÏÑ˛ !¢ˆÏúQ Á õ%¶˛ Ñ˛Ó˚yv»˛!Î˚ÇˆÏÑ˛ !¢ˆÏúQ Á õ%¶˛ Ñ˛Ó˚y

1.ˆÎ ˆÑ˛yˆÏòy ~Ñ˛!›˛ v»˛!Î˚Ç x§yÑ%˛ò ˆÎõò ~Ñ˛!›˛ Rectangle– ~Öò ~!›˛ !¢ˆÏúQ òy ÌyÑ˛ˆÏú !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò– â˛yÓ˚!îˆÏÑ˛ ~ÓÇ
õyˆÏã ˆäÈy›˛ «%˛oyÑ,˛!ì˛ ˆõy›˛ 8!›˛ â˛yÓ˚ˆÏÑ˛yíy Óy ˆÜyú Ó: xy¢ˆÏÓ– ~£z Ó: xy¢ˆÏú Ó%G˛ˆÏì˛ £ˆÏÓ xÓˆÏãQ!›˛ !¢ˆÏúQ xyˆÏäÈ– xÓˆÏãQ
~Ó˚ v˛z˛ôÓ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú xÓˆÏãQ !¢ˆÏúQ £Î˚ xyÓyÓ˚ Óy£zˆÏÓ˚ ö§˛yÑ˛y ãyÎ˚ÜyÎ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú !¢ˆÏúÑ˛üò Óy!ì˛ú £Î˚– xÌ≈yÍ «%˛o Ó:=!ú
xyÓ˚ ÌyˆÏÑ˛ òy– õˆÏò Ó˚yÖˆÏÓò Text ~Ó˚ ˆ«˛ˆÏe !¢ˆÏúQ Ñ˛Ó˚ˆÏú Ñ˛yˆÏúy Ó˚ˆÏàÓ˚ õˆÏïƒ ¢yîy ˆúÖy xyˆÏ¢– v»˛!Î˚Ç xÓˆÏãQ !¢ˆÏúQ Ñ˛Ó˚ˆÏú
8!›˛ ¢yîy ˆäÈy›˛ â˛yÓ˚ˆÏÑ˛yíy Ó: Óy ˆÜyú xyˆÏ¢– ~£z Ó:=!úˆÏÑ˛ Sizing Handle ÓˆÏú–

xÓˆÏãQ !¢ˆÏúQ ÌyÑ˛y xÓfl˛iyÎ˚ ~Ó˚ õˆÏïƒ Ñ˛y¢≈Ó˚ !òˆÏú â˛yÓ˚õyÌy ÁÎ˚yúy ~Ñ˛!›˛ ¢y£zò (...) xyˆÏ¢– ~£z xÓfl˛iyÎ˚ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ñ Óy›˛ò
òy ˆäÈˆÏv˛¸ v»˛yÜ Ñ˛ˆÏÓ˚ xÓˆÏãQ!›˛ ~Ñ˛fl˛iyò £ˆÏì˛ xòƒ fl˛iyˆÏò õ%¶˛ Ñ˛Ó˚&ò–

Fig. 4.4.

˛ôäÈˆÏ®Ó˚ õˆÏì˛y ãyÎ˚ÜyÎ˚ õ%¶˛ £ˆÏú õyv˛z¢ Óy›˛ò ˆäÈˆÏv˛¸ !îò–

x§yÑ˛y ˆ¢˛ôˆÏÑ˛ ˆäÈy›˛/Óv˛¸ Ñ˛Ó˚yx§yÑ˛y ˆ¢˛ôˆÏÑ˛ ˆäÈy›˛/Óv˛¸ Ñ˛Ó˚yx§yÑ˛y ˆ¢˛ôˆÏÑ˛ ˆäÈy›˛/Óv˛¸ Ñ˛Ó˚yx§yÑ˛y ˆ¢˛ôˆÏÑ˛ ˆäÈy›˛/Óv˛¸ Ñ˛Ó˚yx§yÑ˛y ˆ¢˛ôˆÏÑ˛ ˆäÈy›˛/Óv˛¸ Ñ˛Ó˚y

ˆ¢˛ô x§yÑ˛yÓ˚ ˛ôˆÏÓ˚ ˆ¢˛ôˆÏÑ˛ ˆäÈy›˛ Óv˛¸ Ñ˛Ó˚yÓ˚ îÓ˚Ñ˛yÓ˚ £ˆÏì˛ ˛ôyˆÏÓ˚–

1.Insert ›˛ƒyˆÏÓÓ˚ Shapes Óy›˛ˆÏò Rectangle ›%˛ú ˆÌˆÏÑ˛ ˆÎ ˆÑ˛yˆÏòy ~Ñ˛!›˛ Rectangle ˆ¢˛ô x§yÑ%˛ò–
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2.ˆ¢˛ô!›˛ !¢ˆÏúQ òy ÌyÑ˛ˆÏú !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò–

Fig. 4.5

â˛yÓ˚ Ñ˛í≈yˆÏÓ˚Ó˚ â˛yÓ˚!›˛ ~ÓÇ õyˆÏG˛ xyÓ˚Á â˛yÓ˚!›˛ ˆõy›˛ 8!›˛ «%˛oyÑ,˛!ì˛ Ó: Óy ˆÜyú !â˛£´ xy¢ˆÏÓ– ˆÎ ˆÑ˛yˆÏòy ÓˆÏ:Ó˚ v˛z˛ôÓ˚ Ñ˛y¢≈Ó˚ !òˆÏú
!mõ%Ö# !ì˛Ó˚ !â˛ˆÏ£´ ˛ô!Ó˚íì˛ £ˆÏÓ– ~Öò v»˛yÜ Ñ˛Ó˚ˆÏú ~!›˛ ˆäÈy›˛ Óv˛¸ £ˆÏÓ–

3.!òˆÏâ˛Ó˚ v˛yò!îˆÏÑ˛Ó˚ Ñ˛ò≈yˆÏÓ˚ õyv˛z¢ ˛ôˆÏÎ˚r›˛yÓ˚ Ó˚yÖ%ò !mõ%Ö# !ì˛Ó˚ xy¢ˆÏÓ–

Fig. 4.6

4.!mõ%Ö# !ì˛Ó˚ ~ˆÏú õyv˛z¢ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ Óy›˛ò òy ˆäÈˆÏv˛¸ !¶˛ì˛ˆÏÓ˚Ó˚ !îˆÏÑ˛ v»˛yÜ Ñ˛Ó˚&ò– ˆ¢˛ô!›˛ ˆäÈy›˛ £ˆÏÓ–

Fig. 4.7

5.xyÓyÓ˚ !òˆÏâ˛Ó˚ v˛yò!îˆÏÑ˛Ó˚ Ñ˛ò≈yˆÏÓ˚ õyv˛z¢ ˛ôˆÏÎ˚r›˛yÓ˚ Ó˚yÖ%òñ !mõ%Ö# !ì˛Ó˚ ~ˆÏú õyv˛z¢ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ Óy›˛ò òy ˆäÈˆÏv˛¸ Óy£zˆÏÓ˚Ó˚ !îˆÏÑ˛ v»˛yÜ
Ñ˛Ó˚&ò– ˆ¢˛ô!›˛ Óv˛¸ £ˆÏÓ–

~¶˛yˆÏÓ ÷ï%õye v˛zFâ˛ì˛yÎ˚ ˆäÈy›˛/Óv˛¸ Ñ˛Ó˚ˆÏì˛ â˛y£zˆÏú v˛z˛ôˆÏÓ˚ Óy !òˆÏâ˛Ó˚ !îˆÏÑ˛Ó˚ õˆÏïƒ ˛ôˆÏÎ˚r›˛yÓ˚ Ñ˛y¢≈Ó˚ !òˆÏÎ˚ v»˛yÜ Ñ˛Ó˚&ò– ÷ï%õye ≤ÃˆÏfl˛i
ˆäÈy›˛/Óv˛¸ Ñ˛Ó˚ˆÏì˛ â˛y£zˆÏú v˛yˆÏò Óy ÓyˆÏõÓ˚ õˆÏïƒ˛ôˆÏÎ˚r›˛yÓ˚ Ñ˛y¢≈Ó˚ !òˆÏÎ˚ v»˛yÜ Ñ˛Ó˚&ò–
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Text Ó: ~§ˆÏÑ˛ ˆ›˛:›˛ ˆúÖy Ó: ~§ˆÏÑ˛ ˆ›˛:›˛ ˆúÖy Ó: ~§ˆÏÑ˛ ˆ›˛:›˛ ˆúÖy Ó: ~§ˆÏÑ˛ ˆ›˛:›˛ ˆúÖy Ó: ~§ˆÏÑ˛ ˆ›˛:›˛ ˆúÖy

1.˛ô)ˆÏÓ≈Ó˚ ˛≤Ã!e´Î˚yÎ˚ Insert ›˛ƒyˆÏÓÓ˚ Shapes Óy›˛ò ˆÌˆÏÑ˛ Textbox ›%˛ˆÏú !Ñœ˛Ñ˛ Ñ˛Ó˚&ò–

Fig. 4.8

2.v˛Ñ%˛ˆÏõˆÏr›˛Ó˚ v˛z˛ôÓ˚ ˛ôˆÏÎ˚r›˛yÓ˚ xyòˆÏú ≤’y¢ ¢y£zˆÏò (+) Ó˚*˛ôyhs˛!Ó˚ì˛ £ˆÏÓ–

ˆÎÖyò ˆÌˆÏÑ˛ Text Ó: ÷Ó˚& Ñ˛Ó˚ˆÏì˛ â˛yò ˆ¢ÖyˆÏò ˛ôˆÏÎ˚r›˛yÓ˚ !òˆÏÎ˚ õyv˛z¢ Óy›˛ò !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ñ òy ˆäÈˆÏv˛¸ñ ≤ÃÌˆÏõ !òˆÏâ˛Ó˚ !îˆÏÑ˛ ~ÓÇ ˛ôˆÏÓ˚
v˛yò!îˆÏÑ˛ v»˛yÜ Ñ˛Ó˚ˆÏì˛ ÌyÑ%˛ò– Rectangle ~!Ó˚Î˚y ˜ì˛!Ó˚ £ˆÏú õyv˛z¢ Óy›˛ò ˆäÈˆÏv˛¸ !îò–

Fig. 4.9

!¶˛ì˛ˆÏÓ˚ Ñ˛y¢≈Ó˚¢£ ~Ñ˛!›˛ Text Ó: xy¢ˆÏÓ– ~ÖyˆÏò ˆ›˛:›˛ !úˆÏÖ ~ÓÇ Block Ñ˛ˆÏÓ˚ Size, Font, Color £zì˛ƒy!î ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚y ÎyˆÏÓ–

Î!î ˆ›˛:›˛ ÓˆÏ:Ó˚ õˆÏïƒ Text òy x§yˆÏ›˛ ì˛ˆÏÓ Text ÓˆÏ:Ó˚ úy£zˆÏòÓ˚ v˛z˛ôÓ˚ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò– 8!›˛ Sizing Handle xy¢ˆÏú
ˆÎ ˆÑ˛yˆÏòy Handle ~ ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ~ÓÇ v»˛yÜ Ñ˛ˆÏÓ˚ Box!›˛ Óv˛¸ Ñ˛ˆÏÓ˚ !òò–

xÌÓy

1.Insert ›˛ƒyˆÏÓ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ Textbox !¢ˆÏúQ Ñ˛Ó˚&ò– v»˛˛ô v˛yv˛zò ˆÌˆÏÑ˛ Draw Textbox !¢ˆÏúQ Ñ˛Ó˚&ò–
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Fig. 4.10

Auto Shape ˜ì˛Ó˚# Ñ˛Ó˚y ˜ì˛Ó˚# Ñ˛Ó˚y ˜ì˛Ó˚# Ñ˛Ó˚y ˜ì˛Ó˚# Ñ˛Ó˚y ˜ì˛Ó˚# Ñ˛Ó˚y

1.Insert ›˛ƒyˆÏÓ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ Shapes Óy›˛ò !¢ˆÏúQ Ñ˛Ó˚&ò– ú«˛ƒ Ñ˛Ó˚&òñ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Auto Shape x˛ôüò xy¢ˆÏÓ–

ˆÎõò É Lines, Basci Shapes, Block Arrows, Flowchart, Stars and Banners ~ÓÇ Callouts– ≤ÃˆÏì˛ƒÑ˛!›˛ x˛ôüˆÏò v˛yò!îˆÏÑ˛
~Ñ˛!›˛ ˆäÈy›˛ !e¶)˛ã xyˆÏäÈñ !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú xyÓ˚Á x˛ôüò xy¢ˆÏÓ– x§yÑ˛yÓ˚ ˛ôÓ˚Á ~£z ˆ¢ˆÏ˛ôÓ˚ úy£zˆÏòÓ˚ fi›˛y£zúñ Ñ˛yúyÓ˚ñ Fill Ñ˛yúyÓ˚ £zì˛ƒy!î
˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚y ÎyˆÏÓ– ~ !Ó°ÏˆÏÎ˚ !òˆÏâ˛ xyˆÏúyâ˛òy Ó˚ˆÏÎ˚ˆÏäÈ–

Lines

~£z ›%˛ú !îˆÏÎ˚ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ úy£zò Sˆ¢yãy Óy x§yÑ˛yÈÙÈÓ§yÑ˛yV !ì˛Ó˚ Óy £zFäÈyõˆÏì˛y äÈ!Ó x§yÑ˛yÓ˚ ãòƒ Free v»˛!Î˚Ç Ñ˛Ó˚y ÎyÎ˚–

1.Shapes ›%˛ˆÏúÓ˚ Lines x˛ôüˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ x˛ôüò xy¢ˆÏÓ–

Fig. 4.11
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2.~Öyò ˆÌˆÏÑ˛ ~ˆÏÑ˛ ~ˆÏÑ˛ ¢Ó Ñ˛Î˚!›˛ ›%˛ú !¢ˆÏúQ Ñ˛Ó˚&ò ~ÓÇ v˛Ñ%˛ˆÏõˆÏr›˛ Ñ˛y¢≈Ó˚ !òˆÏú ≤’y¢ ¢y£zò xy¢ˆÏÓ (+) Canvas ~Ó˚ Óy£zˆÏÓ˚
v»˛yÜ Ñ˛ˆÏÓ˚ £zFäÈyõˆÏì˛y ˆ¢˛ô ˜ì˛Ó˚# Ñ˛Ó˚&ò–

Rectangles

~£z x˛ôüò ˆÌˆÏÑ˛ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Rectangle x§yÑ˛y ÎyÎ˚–

1.Shapes Óy›˛ˆÏòÓ˚ Rectangle x˛ôüˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Rectangle x˛ôüò ˛ôyÁÎ˚y ÎyˆÏÓ–

Basic Shapes

ˆÓ!¢Ñ˛ ˆ¢˛ô ˆÎõòÈÙÙÙÈ Rectangle, Ellipse, Circle, Triangle, â§˛yîñ ¢)Î≈ñ Love £zì˛ƒy!î !Ó!¶˛ß¨ ˆ¢˛ô x§yÑ˛y ÎyÎ˚–

1.Shapes Óy›˛ˆÏòÓ˚ Basic Shapes x˛ôüˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– xyÓ˚Á ˆ¢˛ô xy¢ˆÏÓ–

Fig. 4.12

2.~Öyò ˆÌˆÏÑ˛˛ ˆÎ ˆÑ˛yˆÏòy ˆ¢˛ô !¢ˆÏúQ Ñ˛Ó˚&ò ~ÓÇ v˛Ñ%˛ˆÏõˆÏr›˛ v»˛yÜ Ñ˛ˆÏÓ˚ ˛ôäÈˆÏ®Ó˚ ˆ¢˛ô!›˛ ˜ì˛!Ó˚ Ñ˛Ó˚&ò– ~Ñ˛!›˛ x§yÑ˛y £ˆÏú xyˆÏÓ˚Ñ˛!›˛
x§yÑ%˛ò– ~¶˛yˆÏÓ ¢Ó=!ú ~§ˆÏÑ˛ ˆîÖ%ò–

Flowcharts

Flowcharts x˛ôüˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Flowchart xy¢ˆÏÓ– ~Öyò ˆÌˆÏÑ˛ ≤ÃˆÏÎ˚yãò#!›˛ ˆÓˆÏäÈ !òˆÏÎ˚ x§yÑ˛y ÎyÎ˚–

1.Shapes Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– ≤Ãâ%˛Ó˚ Flowcharts xy¢ˆÏÓ– ˆÎ ˆÑ˛yˆÏòy ~Ñ˛!›˛ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ v˛Ñ%˛ˆÏõˆÏr›˛Ó˚ ö§˛yÑ˛y ãyÎ˚ÜyÎ˚ v»˛yÜ Ñ˛Ó˚&ò–
Flowcharts!›˛ x§yÑ˛y £ˆÏÓ– ~ˆÏÑ˛ ~ˆÏÑ˛ ¢Ó=!ú ~§ˆÏÑ˛ ˆîÖ%ò–

Fig. 4.13

Stars and Banners

~£z x˛ôüˆÏòÁ Star ~Ó˚ !Ó!¶˛ß¨ ˆÑ˛yòy ¢¡∫!úì˛ ~ÓÇ xˆÏòÑ˛ !v˛ãy£zˆÏòÓ˚ Banner x§yÑ˛y Ó˚ˆÏÎ˚ˆÏäÈ– ≤ÃˆÏÎ˚yãò#Î˚!›˛ ˆÓˆÏäÈ !òˆÏÎ˚ x§yÑ˛y
ÎyˆÏÓ–

1.Shapes Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– xˆÏòÑ˛=ˆÏúy Star ~ÓÇ Banner xy¢ˆÏÓ– ˆÎ ˆÑ˛yˆÏòy ~Ñ˛!›˛ Star Óy Banner !¢ˆÏúQ v˛Ñ%˛ˆÏõˆÏr›˛Ó˚
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ö§˛yÑ˛y fl˛iyˆÏò CanvasÈÙÈ~Ó˚ Óy£zˆÏÓ˚ v»˛yÜ Ñ˛Ó˚ˆÏú ˆ¢˛ô!›˛ x§yÑ˛y £ˆÏÓ– ~ˆÏÑ˛ ~ˆÏÑ˛ ¢Ó=!ú ~§ˆÏÑ˛ ˆîÖ%ò–

Fig. 4.14

Callouts

Ñ˛y›≈%˛ò Óy ˆÑ˛yˆÏòy õhs˛Óƒ ¢ÇˆÏÎyãˆÏòÓ˚ ãòƒ ~ÖyˆÏò Ó˚ˆÏÎ˚ˆÏäÈ ≤Ãâ%˛Ó˚ Callouts–

1.Shapes Óy›˛ˆÏòÓ˚ Callouts x˛ôüˆÏò !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ ˛ôäÈˆÏ®Ó˚!›˛ ˆÓˆÏäÈ !òò ~ÓÇ v˛Ñ%˛ˆÏõˆÏr›˛Ó˚ ö§˛yÑ˛y fl˛iyˆÏò v»˛yÜ Ñ˛ˆÏÓ˚ ˆ¢˛ô!›˛ x§yÑ%˛ò–

Fig. 4.15

2.ˆ¢ˆÏ˛ôÓ˚ õyˆÏG˛ Ñ˛y¢≈Ó˚ xÓfl˛iyò Ñ˛Ó˚ˆÏÓ– ≤ÃˆÏÎ˚yãò#Î˚ õhs˛Óƒ Keyboard ˆÌˆÏÑ˛ ›˛y£z˛ô Ñ˛ˆÏÓ˚ !îò–

Line Ñ˛yúyÓ˚ ˛ô!Ó˚Óì≈˛ò

1.~Ñ˛!›˛ Auto Shape, Rectangle, Word Art Óy Line ˜ì˛Ó˚# Ñ˛Ó˚&ò– !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ Drawing!›˛ !¢ˆÏúQ Ñ˛Ó˚&ò–

Fig. 4.16

2.Drawing!›˛ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚yÓ˚ ¢yˆÏÌ ¢yˆÏÌ Format òyõ òì%˛ò ~Ñ˛!›˛ v»˛!Î˚Ç ›%˛ú !Ó˚Óò ˜ì˛!Ó˚ £ˆÏÓ– Format ›%˛ú !Ó˚Óò!›˛ˆÏì˛
!Ñœ˛Ñ˛ Ñ˛Ó˚&ò– ~£z ›%˛ú  !Ó˚Óò ˆÌˆÏÑ˛ v»˛!Î˚ÇˆÏÑ˛ òyòy¶˛yˆÏÓ ö˛Ó˚ˆÏõ!›˛Ç Ñ˛Ó˚y ÎyˆÏÓ–

xyõÓ˚y Shape Fill x˛ôüˆÏò !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ ˆ¢ˆÏ˛ôÓ˚ !v˛ö˛Œ›˛ Ñ˛yúyÓ˚ˆÏÑ˛ No Fill Ñ˛ˆÏÓ˚ ˆîÓñ ÎyÓ˚ ö˛ˆÏú xyõÓ˚y úy£zˆÏòÓ˚ Ñ˛yúyÓ˚ ˛ô!Ó˚Óì≈˛ò
¶˛yú¶˛yˆÏÓ Ó%G˛ˆÏì˛ ˛ôyÓ˚Ó–
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3.Shape Fill x˛ôüˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– xˆÏòÑ˛ Ñ˛yúyÓ˚ x˛ôüò xy¢ˆÏÓ–

Fig. 4.17

Fig. 4.18

No Fill x˛ôüˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– Fill Ñ˛yúyÓ˚ â˛ˆÏú ÎyˆÏÓ– ~ÓyÓ˚ xyõÓ˚y úy£zò Ñ˛yúyˆÏÓ˚Ó˚ ˛ô!Ó˚Óì≈˛ò ¶˛yú¶˛yˆÏÓ Ó%G˛ˆÏì˛ ˛ôyÓ˚Ó–

4.xˆÏ›˛yˆÏ¢˛ô!›˛ !¢ˆÏúQ ÌyÑ˛y xÓfl˛iyÎ˚ Format ›%˛ú !Ó˚ÓˆÏòÓ˚ Shape Outline x˛ôüˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– xˆÏòÑ˛ Ñ˛yúyÓ˚ x˛ôüò xy¢ˆÏÓ–

v»˛!Î˚Ç Ñ˛Ó˚y

1.ˆÎ ˆÑ˛yˆÏòy Ñ˛yúyˆÏÓ˚Ó˚ v˛z˛ôÓ˚ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ ≤ÃˆÏÎ˚yãò#Î˚!›˛ ˆÓˆÏäÈ !òò xÌÓy xyÓ˚Á ˆÓ!ü Ñ˛yúyÓ˚ ˆ˛ôˆÏì˛ â˛y£zˆÏú Color ÓˆÏ:Ó˚ !òˆÏâ˛Ó˚
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!îˆÏÑ˛ xÓ!fl˛iì˛ More Outline Colors... x˛ôüˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò–

2.xyÓyÓ˚Á òì%˛ò Color Ó: xy¢ˆÏÓ– Ñ˛yúyˆÏÓ˚Ó˚ ÓˆÏ:Ó˚ v˛z˛ôÓ˚ ≤’y¢ ¢y£zò!›˛ õyv˛z¢ ˛ôˆÏÎ˚r›˛yˆÏÓ˚Ó˚ ¢y£yˆÏÎƒ á%!Ó˚ˆÏÎ˚ ˛ôäÈ®õˆÏì˛y Ñ˛yúyÓ˚
ˆÓˆÏäÈ !òò–

Fig. 4.19

ú«˛ƒ Ñ˛Ó˚&òñ úy£zò Ñ˛yúyÓ˚ ˛ô!Ó˚Óì≈˛ò £ˆÏÎ˚ˆÏäÈ–
Line Style

Auto Shape ¢£ ˆÎ ˆÑ˛yˆÏòy ˆ¢˛ô Óy úy£zˆÏòÓ˚ ˆÎõò Ñ˛yúyÓ˚ ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚y ÎyÎ˚ ˆì˛õ!ò úy£zˆÏòÓ˚ fi›˛y£zúÁ ˛ô!Ó˚Óì≈˛ò Ñ˛ˆÏÓ˚ Dot,

Dash, v˛yÓú £zì˛ƒy!î Ñ˛Ó˚y ÎyÎ˚–

1.~Ñ˛!›˛ Auth Shape, Rectangle, Word Art Óy Line ˜ì˛Ó˚# Ñ˛Ó˚&ò–

2.!Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ ˆ¢˛ô!›˛ !¢ˆÏúQ Ñ˛Ó˚&ò–

v»˛!Î˚Ç Ñ˛Ó˚yv»˛!Î˚Ç Ñ˛Ó˚yv»˛!Î˚Ç Ñ˛Ó˚yv»˛!Î˚Ç Ñ˛Ó˚yv»˛!Î˚Ç Ñ˛Ó˚y

xyˆÏÜ£z ÓˆÏú!äÈ Drawing!›˛ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚yÓ˚ ¢yˆÏÌ ¢yˆÏÌ Format òyˆÏõ òì%˛ò ~Ñ˛!›˛ v»˛!Î˚Ç ›%˛ú !Ó˚Óò ˜ì˛!Ó˚ £ˆÏÓ– ~£z ›%˛ú
!Ó˚Óò ˆÌˆÏÑ˛ v»˛!Î˚ÇˆÏÑ˛ òyòy¶˛yˆÏÓ ö˛Ó˚ˆÏõ!›˛Ç Ñ˛Ó˚y ÎyˆÏÓ–

1.Format ›%˛ú !Ó˚Óò ˆÌˆÏÑ˛ Shape Outline x˛ôüˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– Weight x˛ôüˆÏò !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ 6pt. !¢ˆÏúQ Ñ˛Ó˚&ò–
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Fig. 4.20

ˆîÖ%òñ ˆ¢˛ô!›˛Ó˚ úy£zò ˆõy›˛y £ˆÏÎ˚ˆÏäÈ– ~ÓyÓ˚ xyõÓ˚y ˆ¢˛ô!›˛ úy£zˆÏò Style ¢ÇˆÏÎyãò Ñ˛Ó˚Ó–
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1. Insert  öì› %̃ Menu Shapes option öíöì„þ ~„þ!Ýþ shape draw „þîû&˜Ð
2. Weight xþ™Ÿöì˜ !„Ïþ„þ „þöìîû More Lines ~ !„Ïþ„þ „þîû&˜Ð Format Shape ˜y›„þ vþyëûyœ† î: xy¢öìîÐ

Fig. - 5.1

3. Compound type xþ™Ÿöì˜îû vÈþþ™ vþyvþzöì˜ !„Ïþ„þ „þîû&˜Ð öë ö„þy˜ ~„þ!Ýþ Style öîöìŠé !˜˜Ð !¢öìœQ „þîûy ö¢öìþ™îû œy£z̃  þ™!îûî!“Åþ“þ £öìîÐ

v»˛!Î˚Ç Ñ˛Ó˚yv»˛!Î˚Ç Ñ˛Ó˚yv»˛!Î˚Ç Ñ˛Ó˚yv»˛!Î˚Ç Ñ˛Ó˚yv»˛!Î˚Ç Ñ˛Ó˚y
Dashed Style

1. ~„þ£z¦þyöìî !î!¦þ§¬ •îûöì˜îû ç ö”çëûy ëyëûÐ
2. ~„þ£zîyöìî ~„þ!Ýþ Auto Shape, Rectangle, Word Art îy Line ÷“þîû# „þîû&˜Ð
3. !„Ïþ„þ „þöìîû ö¢þ™!Ýþ !¢öìœQ „þîû&˜Ð
4. Format Ý%þœ !îûî˜ öíöì„þ Shape Outline xþ™Ÿöì˜îû vÈþþ™ vþyvþzöì˜ Dash xþ™Ÿöì˜ !„Ïþ„þ „þîû&˜Ð xöì˜„þ •îûöì˜îû Dash ÞÝþy£zœ

xy¢öìîÐ
5. ²Ìöìëûy‹˜#ëû!Ýþöì“þ !„Ïþ„þ „þîû&˜Ð

!¢öìœQ „þîûy ö¢öìþ™îû œy£z̃  þ™!îûî!“Åþ“þ £öìîÐ

Chapter - 5Chapter - 5Chapter - 5Chapter - 5Chapter - 5

Drawing Ñ˛Ó˚yÑ˛Ó˚yÑ˛Ó˚yÑ˛Ó˚yÑ˛Ó˚y
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Fig. - 5.2

Arrow Style

Line Ý%þœ !”öìëû œy£z˜ xy¤„þöìœ ö„þy˜ Arrow íyöì„þ ˜yÐ xþ™îû !”öì„þ Arrow Ý%þœ !”öìëû Arrow ÷“þîû# „þîûöìœ ›ye ~„þ!Ýþ£z Style xyöì¢Ð
xy›îûy Line îy Arrow ö„þ !î!¦þ§¬ •îûöì˜îû Arrow ö“þ þ™!îûî!“Åþ“þ „þîûöì“þ þ™y!îûÐ

1. Insert !îûîöì̃  Shapes îyÝþ˜ öíöì„þ ~„þ!Ýþ Line îy Arrow ÷“þîû# „þîû&˜Ð
2. !„Ïþ„þ „þöìîû ö¢þ™!Ýþ !¢öìœQ „þîû&˜Ð
3. Format Ý%þœ !îûî˜ öíöì„þ Shape Outline xþ™Ÿö˜îû vÈþþ™ vþyvþzöì˜îû öŸ¡ì xþ™Ÿ˜ Arrow ö“þ !„Ïþ„þ „þîû&˜Ð

Fig. - 5.3

4. xöì˜„þ •îûöì˜îû ~î‚ !î!¦þ§¬›%…# Arrow xþ™Ÿ˜ xy¢öìî þ™Šéöì¨îû!Ýþ öîöìŠé !˜˜Ð
!¢öìœQ „þîûy Line îy Arrow !Ýþ þ™!îûî!“Åþ“þ £öìîÐ
¦þyöìœy¦þyöìî öîyGþyîû ‹˜Ä Weight xþ™Ÿ˜ öíöì„þ Weight îy!vþüöìëû !˜˜Ð
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vÈþ!ëû‚ „þîûy
Fill Colour  ™!îûî“Åþ̃
¢y•yîû’“þ ö„þy˜ Auto Shape îy ö¢þ™ xy¤„þöìœ !vþšþÎÝþ „þyœyîû x˜%¢yöìîû Fill S!¦þ“þöìîûîûV ~î‚ Stroke Sœy£z̃ V ~îû „þyœyîû £ëûÐ !vþšþÎÝþ

„þyœyîû !£¢yöìî Fill „þyœyîû íyöì„þ ˜#œ ~î‚ Line „þyœyîû íyöì„þ „þyœÐ Shape Fill „þyœyîû xþ™Ÿöì̃ îû ›y•Äöì› ~£z „þyœyîû þ™!îûî“Åþ˜ „þîûy ëyëûÐ
xy›îûy £z!“þ›öì•Ä£z !„þ¦þyöìî þ Line Colour  ™!îûî“Åþ˜ „þîûöì“þ £ëû ö¢!Ýþ !Ÿöì…!ŠéÐ ~Šéyvþüy Word Art ~îû öÇþöìeç !î!¦þ§¬ •îûöì˜îû „þyœyîû–
¢Äyöìvþy £z“þÄy!” !¢öìœQ íyöì„þÐ

1. ~„þ!Ýþ Auto Shape (Star), Rectangle, Word Art îy Oval ÷“þîû# „þîû&˜Ð œÇþÄ „þîû&˜ ~îû Line „þyœyîû „þyœ (Black)

~î‚ Fill „þyœyîû ˜#œ xyöìŠéÐ
2. !„Ïþ„þ „þöìîû vÈþ!ëû‚!Ýþ !¢öìœQ „þîû&˜Ð
ëíyîû#!“þ Format ˜y›„þ Ý%þœ !îûî˜ ÷“þîû# £öìîÐ
3. Format Ý%þœ !îûîöì˜îû Shape Fill xþ™Ÿöì˜îû vþyöì˜îû vþyvþz˜ xÄyöìîûy !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜Ð xöì˜„þ „þyœyîû xþ™Ÿ˜

xy¢öìîÐ
4. öë ö„þy˜ „þyœyöìîûîû vþzþ™îû !„Ïþ„þ „þöìîû ²Ìöìëûy‹˜#ëû!Ýþ öîöìŠé !˜˜Ð !¢öìœQ „þîûy ö¢öìþ™îû !¦þ“þöìîûîû „þyœyîû þ™!îûî!“Åþ“þ £öìîÐ

Fig. - 5.4

xíîy
5. xyîûç öîŸ# „þyœyîû öþ™öì“þ £öìœ Color îöì:îû !˜öì‰þîû !”„þ öíöì„þ More Fill Color … xþ™Ÿöì˜ !„Ïþ„þ „þîû&˜Ð
6. xyîyîûç ˜“%þ˜ Color Box xy¢öìîÐ Color Box ~îû ²Õy¢ ¢y£z˜!Ýþöì„þ ›yvþz¢ þ™öìëûrÝþyîû !”öìëû ²Ìöìëûy‹˜#ëû „þyœyöìîûîû vþzþ™îû

!˜˜Ð öŸöì¡ì „þyœyîû î: OK „þîû&˜Ð
œÇþÄ „þîû&˜– xyþ™˜yîû !¢öìœQ „þîûy xîöì‹öìQîû !¦þ“þöìîûîû „þyœyîû þ™!îûî!“Åþ“þ £öìëûöìŠéÐ
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vÈþ!ëû‚ „þîûy
Gradient, Texture, Pattern ~î‚ Picture !”öìëû Fill „þîûy

Fig. - 5.5

S„þV Gradient

1. Gradient „þyœyîû öþ™öì“þ £öìœ Shape Fill xþ™Ÿöì˜îû vÈþþ™ vþyvþz˜ öíöì„þ Gradient xþ™Ÿöì˜ !„Ïþ„þ „þîû&˜Ð
2. £zöìFŠé ›“þ „þyœyîû öþ™öì“þ ‰þy£zöìœ More Gradient xþ™Ÿöì˜ !„Ïþ„þ „þîû&˜Ð Gradient „þyœyîû ößþñœ xy¢öìîÐ „þyœyîû ößþñöìœîû

vþzþ™îû !„Ïþ„þ „þöìîû £zöìFŠé ›“þ „þyœyîû !˜˜Ð
²Ìöìëûy‹˜ £öìœ ößþñöìœîû vþzþ™îû ›yvþz¢ !”öìëû !„Ïþ„þ „þöìîû xyöìîûy Gradient „þyœyîû ÷ì“þîû# „þîûöì“þ þ™yöìîû˜Ð
Gradient !”öìëû ö¢þ™!Ýþ þ™)’Å £öìîÐ
S…V Pattern

Fig. - 5.6

Pattern !”öìëû Shape ö„þ Fill „þîûöì“þ £öìœ Color îöì:îû !˜öì‰þîû !”„þ öíöì„þ Pattern xþ™Ÿöì˜ !„Ïþ„þ „þîû&˜Ð
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Foreground ç Background~ £zöìFŠé›”þ „þyœyîû !˜˜Ð öëöì„þy˜ ~„þ!Ýþ ÞÝþy£zöœì !„Ïþ„þ „þîû&˜Ð “%!Ýþ „þyœyöìîûîû Pattern !”öìëû ö¢þ™!Ýþ þ™)’Å
£öìîÐ
S†V Texture

Fig. - 5.7

Texture !”öìëû Shape ö„þ Fill „þîûöì“þ £öìœ Shape Fill xþ™Ÿöì˜îû vÈþþ™ vþyvþz˜ öíöì„þ Texture xþ™Ÿöì˜ !„Ïþ„þ „þîû&˜Ð
1. Texture !”öìëû Shape !Ýþ Fill £öìîÐ

S‡V Picture

Fig. - 5.8

2. Picture !”öìëû Shape ö„þ Fill „þîûöì“þ £öìœ Shape Fill xþ™Ÿöì˜îû vÈþþ™ vþyvþz˜ öíöì„þ Picture xþ™Ÿöì˜ !„Ïþ„þ „þîû&˜Ð
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3. Insert Picture vþyëûyœ† î: öíöì„þ þ™Šé¨›“þþ Picture !˜öìëû OK „þîû&˜Ð Picture !”öìëû Shape !Ýþ Fill £öìîÐ
Shadow Effect

 !î!¦þ§¬ •îûöì˜îû ö¢öìþ™ Shadow £zöìšþQ ö”çëûy ¢½þîÐ Shadow £zöìšþQ ö”çëûyîû þ™îûç Shadow éôéîû ”)îûc vþy£zöìîû„þŸ˜ „þyœyîû £z”þÄy!”
þ™!îûî“þÅþ˜ „þîûy ¢½þîÐ !˜öì‰þîû „þ›yuþ ²Ìöìëûy† „þîû&˜Ð

1. ~„þ!Ýþ Auto Shape (Star), Rectangle, Oval îy Word Art ÷“þþîû# „þîû&˜Ð

Fig. - 5.9

2. !„Ïþ„þ „þöìîû vÈþ!ëû‚!Ýþ !¢öìœQ „þîû&˜Ð
3. Format Ý%þœ ÝþÄyöìîîû Shape Effect xþ™Ÿ˜ öíöì„þ Shadow !„Ïþ„þ „þîû&˜Ð !î!¦þ§¬ •îûöì˜îû Shadow Effect íy„þöìîÐ
4. öë ö„þy˜ ~„þ!Ýþ Shadow Style ~ !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜Ð ˜“þ%þ˜ Style !Ýþ xyþ™˜yîû !¢öìœQ „þîûy vÈþ!ëû‚éôé~ ë%_« £öìîÐ

Clip Art ~îû Picture ~îû vþzþ™îûç Shadow Effect ¢‚öìëy‹˜ „þîûy ëyöìîÐ
Shadow Option

Shadow Style ~îû !˜öì‰þîû !”öì„þîû xþ™Ÿ˜ öíöì„þ Shadow Option … ~îû vþzþ™îû !„Ïþ„þ „þîû&˜Ð
Shadow ö¢!Ýþ‚ „þîûyîû Option xy¢öìî ~î‚ !î!¦þ§¬ •îûöì˜îû îyÝþöì˜ !î!¦þ§¬ xþ™Ÿ˜ íy„þöìîÐ
~£z ¢›hßþ îyÝþ˜ öíöì„þ Shadow éôéîû vþy£zöìîû„þŸ˜– ›)œ xîöì‹Q öíöì„þ é Shadow ôéîû ”)îûc– „þyœyîû £z”þÄy!” þ™!îûî“þÅþ˜ „þîûy ëyöìîÐ

vÈþ!ëû‚ „þîûy
Reflection

~„þ£z¦þyöìî !î!¦þ§¬ •îûöì˜îû ö¢öìþ™ Reflection £zöìšþQ ö”çëûy ¢½þîÐ
!˜öì‹ !˜öì‹ !î!¦þ§¬ xþ™Ÿ˜ ²Ìöìëûy† „þîû ö”…%˜Ð
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Fig. - 5.10

Glow

~„þ£z¦þyöìî !î!¦þ§¬ •îûöì˜îû ö¢öìþ™ Reflection £zöìšþQ ö”çëûy ¢½þîÐ
Soft Edges Effect

~„þ£z¦þyöìî Soft Edges £zöìšþQ !”˜Ð

Fig. - 5.11

Bevel

~£z £zöìšþQ !”öìœ ö¢þ™ š%þöìœ çöìàþÐ
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Fig. - 5.12

vÈþ!ëû‚ „þîûy
3-D Rotation

~£z xþ™Ÿ˜ myîûy ö¢þ™öì„þ 3-D Rotation ~ ö‡yîûyöì˜y ëyëûÐ

Fig. - 5.13

Word Art

Document ~îû ö£!vþ‚ îy ›yöìGþ ›yöìGþ !„þŠ%é x‚Ÿ ë!” ~„þÝ%þ !vþ‹y£z˜ „þöìîû ö”çëûy ëyëû “þy£öìœ Document Ýþy ö”…ö“þ ¢%¨îû œyöì†Ð xyîû
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MS Word ~ Word Art ~îû ”yîû&˜ îÄîßþiy îûöìëûöìŠéÐ ¢y•yîû’“þþ Word Art Ý%þœîyöìîûîû ¢›hßþ Ý%þœ xšþ xîßþiyëû íyöì„þ ë!” ö„þy˜ Word Art

÷“þþîû# „þîûy £ëû “þ…˜ Ý%þœ=öìœy ¢‰þœ íyöì„þ ~î‚ ÷“þþîû# „þîûy Word Art ö„þ xyîyîûç !î!¦þ§¬¦þyöìî Edit „þîûy ëyëûÐ Word Art xy˜yîû ‹˜Ä
!˜öì‰þîû „þ›yuþ=öìœy šþöìœy „þîû&˜Ð

Fig. - 5.14

1. Insert ÝþÄyöìîîû þ Text Box  ™îûî“þÅþ# vþy˜!”öì„þ ö£œyöì̃ y Ý%þœ xíÅyê Word Art Ý%þœ ~ !„Ïþ„þ „þîû&˜Ð
!î!¦þ§¬ !vþ‹y£z˜ ¢›,kþ Word Art Gallery xy¢öìîÐ ~…y˜ öíöì„þ öë ö„þy˜ !vþ‹y£z̃  !¢öìœQ „þîûy ëyëûÐ

2. öë ö„þy˜ ~„þ!Ýþ !vþ‹y£z̃  !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜Ð
~…˜ xyþ™˜yîû ¢y›öì˜ Word Art Text î:!Ýþ xy¢öìîÐ Your Text Here „þíy!Ýþ öœ…y íy„þöìîÐ

3. Your Text Here öœ…y!Ýþ ›%öìŠé ‘Nova’ !œ…%˜ ~î‚ OK îyÝþöì˜ !„Ïþ„þ „þîû&˜Ð „þy!C“þ !vþ‹y£z˜ ~öì¢ ëyöìîÐ

Fig. - 5.15

Word Art !Ýþ !„Ïþ„þ „þöìîû !¢öìœQ „þîûöìœ 8 !Ýþ Sizing Handle xy¢öìîÐ öë ö„þy˜ „þ’Åyöìîûîû Handle ~îû vþzþ™îû þ™öìëûrÝþyîû xy˜öìœ þ™öìëûrÝþyîû!Ýþ
!m›%…# “þ#îû !‰þ£« þ™!îû’“þ £öìîÐ ~…˜ !¦þ“þþöìîûîû !”öì„þ vÈþy† „þîûöìœ Art !Ýþ öŠéyÝþ £öìî ~î‚ îy£zöìîûîû !”öì„þ vÈþy† „þîûöìœ Art !Ýþ îvþü £öìîÐ Word

Art ~îû !¦þ“þþöìîû þ™öìëûrÝþyîû !˜öìœ ‰þyîû!”öì„þ “þ#îû !‰þ£«¢£ !¢Áºœ xy¢öìîÐ ~…˜ Art !Ýþöì”þ !„Ïþ„þ „þöìîû îyÝþ˜ ˜y öŠéöìvþü vÈþy† „þîûöì“þ íy„þöìœ ~!Ýþ
›%¦þ £öìîÐ
vÈþ!ëû‚ „þîûy
Word Art !îûî˜ ÝþÄyöìîîû îÄî£yîû

ë!” ö„þy˜ Word Art ÷“þþîû# „þîûy £ëû îy !¢öìœQ „þîûy £ëû “þ…˜ Word Art !îûî˜ ÝþÄyî ²Ì”!ŸÅ“þþ £ëûÐ
Word Art ÷“þþîû# „þîûyîû þ™îûç Word Art !îûî˜ ÝþÄyî îÄî£yîû „þöìîû ~ !î!¦þ§¬ •îûöì˜îû ~!vþÝþ „þîûy ëyëûÐ

Fig. - 5.16
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Shape Edit „þîûy
1. ö„þy˜ Word Art ~îû Shape þ™!îûî“þÅþöì̃ îû ‹˜Ä ~£z Ý%þœ îÄî£yîû „þîûy £ëûÐ
2. !î!¦þ§¬ •îûöì̃ îû Edit öë›˜ ƒ Shape Fill xþ™Ÿöì̃  !„Ïþ„þ „þîû&˜Ð xöì̃ „þ „þyœyîû xþ™Ÿ˜ xy¢öìîÐ Shape Outline xþ™Ÿöì̃  !„Ïþ„þ „þîû&˜Ð

xöì˜„þ Outline xþ™Ÿ˜ xy¢öìîÐ Shape Effect xþ™Ÿöì˜ !„Ïþ„þ „þîû&˜Ð !î!¦þ§¬ •îûöì˜îû Effect xy¢öìîÐ þ™Šéöì¨îû!Ýþ !„Ïþ„  „þöìîû OK „þîû&˜Ð
Text Edit „þîûy

3. ö„þy˜ Word Art ~îû Text þ™!îûî”Åþöì̃ îû ‹˜Ä ~£z Ý%þœ îÄî£yîû „þîûy £ëûÐ
4. !î!¦þ§¬ •îûöì˜îû Edit öë›˜ ƒ Text Fill xþ™Ÿöì˜ !„Ïþ„þ „þîû&˜Ð xöì˜„þ xþ™Ÿ˜ xy¢öìîÐ Text Outline xþ™Ÿöì˜ !„Ïþ„þ „þîû&˜Ð xöì˜„þ

Outline xþ™Ÿ˜ xy¢öìîÐ Text Effect xþ™Ÿöì˜ !„Ïþ„þ „þîû&˜Ð !î!¦þ§¬ •îûöì˜îû Effect xy¢öìîÐ þ™Šéöì¨îû!Ýþ !„Ïþ„þ „þöìîû OK „þîû&˜Ð
Text Transform

 öì„þy˜ Word Art ~îû þ Effect  ™!îûî”Åþöì̃ îû ‹˜Ä ~£z Ý%þœ îÄî£yîû „þîûy £ëûÐ !î!¦þ§¬ •îûöì̃ îû Effect öë›˜ƒ Shadow, Reflection, Glow,

Bevel, 3-D Rotation, Transform ö”ëûy ëyëûÐ
1. RK öœ…y Word Art !Ýþ !¢öìœQ „þîû&˜ ~î‚ Format Ý%þœ ÝþÄyî öíöì„þ Text Effect xþ™Ÿöì˜ !„Ïþ„þ „þîû&˜Ð !î!¦þ§¬ •îûöì˜îû Effect

xy¢öìîÐ
2. þ™Šéöì̈ îû Effect ~ !„Ïþ„þ „þöìîû OK „þîû&˜Ð
!˜öì‹ !˜öì‹ ²Ìöì“þþÄ„þ!Ýþ Effect !”öìëû ö”…%̃ Ð
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v˛ˆÏÑ˛yˆÏõˆÏr›˛ v˛ˆÏÑ˛yˆÏõˆÏr›˛ v˛ˆÏÑ˛yˆÏõˆÏr›˛ v˛ˆÏÑ˛yˆÏõˆÏr›˛ v˛ˆÏÑ˛yˆÏõˆÏr›˛ Pictuer ¢ÇˆÏÎyãò ¢ÇˆÏÎyãò ¢ÇˆÏÎyãò ¢ÇˆÏÎyãò ¢ÇˆÏÎyãò
vþöì„þyöì›öìrÝþ !î!¦þ§¬ ¢›öìëû !î!¦þ§¬ ²Ìöìëûy‹öì˜ Pictuer SŠé!îV ¢‚öìëy‹öì˜îû ”îû„þyîû £öì“þþ þ™yöìîûÐ Word ~ …%î ¢£öì‹£z Šé!î xy˜y ëyëû ~î‚

Šé!î xy˜yîû þ™îû ~!vþÝþ „þîûy ëyëûÐ ¢y•yîû’“þþ ”%£z •îûöì˜îû Šé!î îÄî£*“þþ £ëûÐ ~„þ!Ýþ £öìFŠé Clip Art xíÅyê vÈþ!ëû‚ Art ~£z Šé!î=öìœy „þ!Á™vþzÝþyöìîû
x¤þy„þy £ëû ~î‚ !î!¦þ§¬ x‚öìŸ !î¦þ_«Ð xy›îûy £z!“þþ›öì•Ä£z vÈþ!ëû‚ Ý%þœîyîû ¢Áºöìõþ !îhßþy!îû“þþ ö‹öì˜!ŠéÐ vÈþ!ëû‚ Ý%þœîyöìîûîû ›y•Äöì› Šé!î ~¤öì„þ öîûöì…
ö”çëûy ëyëûÐ ~Šéyvþüy x˜Ä Šé!î=öìyîû ˜y› £zöì›‹Ð £zöì›‹ ¢y•yîû’“þþ šþöìÝþy@ùÌyšþöì„þ ßþñÄy˜yîû ˜yöì› !îöìŸ¡ì ëöìsþfîû ›y•Äöì› „þ!Á™vþzÝþyöìîû xy˜y £ëûÐ

Word îy Office ~îû ¢yöìí Clip Art ˜yöì›îû ~„þÝþy öŠéyÝþ Clip Art Gallery ö²Ìy@ùÌyöì› ̃ yöì› Šé!î îûy…y £ëûÐ Clip Art Gallery ö“þþ !î!¦þ§¬
•îûöì̃ îû Pictuer îy Art Šéyvþüyç Sound ~î‚ Video šþy£zœ íy„þöì“þþ þ™yöìîûÐ xy›yöì”îû þ„þ!Á™vþzÝþyöìîû ¢‚@ùÌ£ „þöìîû îûy…y !î!¦þ§¬ Pictuer, Sound

îy Video šþy£zœ Clip Art Gallery ö”þ ̃ yç íy„þöì“þþ þ™yöìîûÐ ~öìÇþöìe Clip Art Gallery ö“þþ ̃ “þ%þ˜ xy£zöìÝþ› ¢‚ë%_« „þîûy ëyëûÐ xyîyîû Gallery

ö”þ ¢‚ë%_« x²Ìöìëûy‹˜#ëû šþy£zœ=öìœyöì„þ îy” ö”çëûy ëyëûÐ Internet öíöì„þ vþyvþz˜öìœyvþ „þîûy Pictuer, Sound îy Video ö„þ ç Clip Art ~
¢‚ë%_« „þîûy ëyëûÐ Clip Art Gallery ö”þ xîöì‹Q ¢‚ë%_« „þîûy îy îy” ö”çëûy ²Ì¢öìD þ™îûî“þÅþ#ö“þþ !îhßþy!îû“þ xyöìœy‰þ˜y „þîûy £öìëûöìŠéÐ
xyþ™y“þ“þþ Šé!î xy˜y ~î‚ îÄî£yîû þ™kþ!“þþ !˜öìëû xyöìœy‰þ˜y „þîûy £öìœyÐ
Clip Art xy˜y

Fig. - 6.1

Insert ÝþÄyöìî Illustrations „þ›yuþ@ùÌ&öìþ™îû Clip Art xþ™Ÿöì˜ !„Ïþ„þ „þîû&˜Ð ~„þ!Ýþ Task Pane xy¢öìîÐ
Task Pane ~ Search for ~îû vþyöì˜ Go îyÝþöì˜ !„Ïþ„þ „þîû&˜Ð Task Pane ~îû !˜öì‰þîû !”öì„þ !î!¦þ§¬ •îûöì˜îû Šé!î xy¢öìîÐ
!þ™„þ‰þyîû ç !„Ïþþ™xyÝþÅ
3. !îhßþy!îû“þþ Šé!î öíöì„þ öë ö„þy˜ ~„þ!Ýþ Šé!î !„Ïþ„þ „þîû&˜ îy vþyîœ !„Ïþ„þ „þîû&˜Ð þ™Šéöì¨îû Šé!î!Ýþ vþöì„þyöì›öìrÝþ ßþiy!þ™“þþ £öìîÐ
œÇþÄ „þîû&˜– Format ˜y›„þ ~„þ!Ýþ ˜“þ%þ˜ ÝþÄyî xy¢öìî ~î‚ ~£z ÝþÄyöìî xöì̃ „þ „þ›yuþ @ùÌ&þ™ þ™yçëûy ëyöìîÐ
4. öŸöì¡ì Close (X) îyÝþöì˜ !„Ïþ„þ „þöìîû Gallery îõþ „þîû&˜Ð
Image xy˜y

Fig. - 6.2

Chapter - 6Chapter - 6Chapter - 6Chapter - 6Chapter - 6

Pictuer     Á Á Á Á Á Clip Art
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xyöì†£z îöìœ!Šé Clip Art Šéyvþüyç MS-Word ~ £zöì›‹ xy˜y ëyëûÐ !˜öì‰þîû „þ›yuþ=öìœy šþöìœy „þîû&˜Ð

Fig. - 6.3

Steps

1. Insert ÝþÄyöìî !„Ïþ„þ „þîû&˜ ~î‚ Pictuer xþ™Ÿöì˜ !„Ïþ„þ „þîû&˜Ð Insert Pictuer vþyëûyœ† î: xy¢öìîÐ
~£z vþyëûyœ† î: öíöì„þ xyþ™˜yîû Šé!îîû šþy£zöìœîû xîßþiy˜ SvÈþy£z¦þ ~î‚ öœyöì„þŸ˜¢£V !¢öìœQ „þîûöì“þþ £öìîÐ xyþ™˜yîû „þ!Á™vþzÝþyöìîû ö„þy˜

öšþyÓþyöìîûîû ›öì•Ä Šé!î xyöìŠé ö¢!Ýþ xyöì† öíöì„þ£z ö‹öì˜ !˜öì“þþ £öìîÐ ›öì˜ „þ!îû E : vÈþy£zöì¦þ Collection ˜yöì›îû öšþyÓþyöìîûîû ›öì•Ä Pictuer

˜yöì›îû xyîûç ~„þ!Ýþ ¢yîöìšþyÓþyöìîûîû ›öì•Ä Image 01, Image 02 £z“þþÄy!” ˜yöì› Šé!î xyöìŠéÐ ö¢öìÇþöìe !˜öì‰þîû „þ›yuþ=öìœy ²Ìöìëûy† „þîû&˜Ð
2. Insert Pictuer vþyëûyœ† îöì:îû vþzþ™öìîû îy›!”öì„þ Look in îöì:îû vþyöì˜ xî!ßþi“þþ vþyvþz˜ xÄyöìîûy S!˜Á¬›%…# “þ#îûV ö“þþ !„Ïþ„þ „þîû&˜Ð

vÈþy£z¦þ ~î‚ öšþyÓþyöìîûîû ˜y› xy¢öìîÐ S²Ìöìëûy‹öì˜ My Document öíöì„þ My Pictuer !¢öìœQ „þîû&˜VÐ
3. ²Ìí› E : vÈþy£zöì¦þ !„Ïþ„þ „þîû&˜Ð ~£z vÈþy£zöì¦þîû öšþyÓþyöìîûîû ˜y› xy¢öìî ~…y˜ öíöì„þ Collection öšþyÓþyöìîû vþyîœ !„Ïþ„þ „þîû&˜Ð ~£z

öšþyÓþyöìîûîû ›öì•Ä xî!ßþi“þþ ¢yî öšþyÓþyöìîûîû ˜y› xy¢öìîÐ
4. ~…y˜ öíöì„þ Pictuer ¢yî öšþyÓþyöìîû vþyîœ !„Ïþ„þ „þîû&˜Ð îy› !”öì„þ £zöì›‹=öìœyîû ˜yöì›îû !œÜT xy¢öìîÐ
5. ~…y˜ öíöì„þ öë ö„þy˜ šþy£zœ !¢öìœQ „þîûöìœ vþy˜ !”öì„þ Šé!î xy¢öìî S Insert Pictuer vþyëûyœ† îöì:îû vþy˜!”öì„þîû öŸ¡ì îyÝþ˜ views

îyÝþöì˜îû vÈþþ™ vþyvþz˜ öíöì„þ Preview xþ™Ÿ˜ !¢öìœQ íy„þöì“þþ £öìîV ~„þ!Ýþ šþy£zœ !¢öìœQ „þöìîû Insert îyÝþöì˜ !„Ïþ„þ „þîû&˜Ð
Word vþöì„þyö›öìrÝþ Šé!î!Ýþ ö”…y ëyöìîÐ
Pictuer ö„þ ›%¦þ „þîûy
vþöì„þyöì›öìrÝþ xî!ßþi“þþ öë ö„þy˜ Šé!îöì„þ ~„þßþiy˜ öíöì„þ x˜Äßþiyöì˜ ¢îûyöì˜yîû ”îû„þyîû £öì“þþ þ™yöìîûÐ ~‹˜Ä !˜öì‰þîû „þ›yuþ=öìœy ²Ìöìëûy† „þîû&˜Ð
1. ›yëû¢ þ™öìëûrÝþyîû myîûy !„Ïþ„þ „þöìîû Šé!î!Ýþ !¢öìœQ „þîû&˜Ð ~…˜ Šé!îîû ›öì•Ä öë ö„þy˜ ßþiyöì˜ þ™öìëûrÝþyîû !˜öìœ þ™öìëûrÝþyîû ~îû ¢yöìí ~„þ!Ýþ

‰þ“þ%þ›%…# xÄyöìîûy ÷“þþîû# £öìîÐ

Fig. - 6.4

2. Pictuer !Ýþ !¢öìœQ „þîûyîû ¢yöìí ¢yöìí !îûî˜îyöìîû Format ˜y›„þ ~„þ!Ýþ ˜“þ%þ˜ ÝþÄyî xy¢öìîÐ
3. Format ÝþÄyöìî !„Ïþ„þ „þîû&˜Ð ~£z ÝþÄyöìî xöì̃ „þ „þ›yuþ @ùÌ&þ™ þ™yçëûy ëyöìîÐ Wrap Text ˜y›„þ xþ™Ÿöì˜ !„Ïþ„þ „þîû&˜Ð
4. Wrapping Style xþ™Ÿ˜ öíöì„þ !m“þþ#ëû xþ™Ÿ˜ xíÅyê Square ~ !„Ïþ„þ „öìîû OK „þîû&˜Ð
5. ~…˜ Pictuer ~îû ›öì•Ä þ™öìëûrÝþyîû !˜öìœ ‰þ“þ%þÅ›%…# xÄyöìîûy xy¢öìîÐ ‰þ“þ%Åþ›%…# xÄyöìîûy xy¢öìœ !„Ïþ„þ „þöìîû Šé!î!Ýþöì„þ vþzþ™öìîû– !˜öì‰þ– îyöì›

îy vþyöì˜ öë!”öì„þ £zFŠéy ›%¦þ „þîûyöì˜y ëyëûÐ
6. !„Ïþ„þ „þöìîû ~î‚ vÈþy† „þöìîû Pictuer !Ýþ ›%¦þ „þîû&˜Ð „þy!C“þþ ßþiyöì˜ öþþ™¤ïŠéyöìœ ›yvþz¢ þ™öìëûrÝþyîû öŠéöìvþü !”˜Ð Šé!î!Ýþ ßþiy˜yhsþ!îû“þþ £öìîÐ
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Pictuer öìŠéyÝþ / îvþü „þîûy
£z!“þþ›öì•Ä£z xy›îûy vÈþ!ëû‚ Ý%þœîyîû öíöì„þ x¤y„þy !î!¦þ§¬ •îûöì˜îû vÈþ!ëû‚öì„þ öŠéyÝþ / îvþü „þîûyîû ²Ì!e«ëûy !Ÿöì…!ŠéÐ MS Word ~ xy˜y Šé!îöì„þç

(Clip Art îy Image) ¢£öì‹£z öŠéyÝþ / îvþü „þîûy ëyëûÐ !˜öì‰þîû „þ›yuþ=öìœy ²Ìöìëûy† „þîû&˜Ð
1. Insert > Pictuer îy Insert > Clip Art „þ›yuþ !”öìëû öë ö„þy˜ ~„þ!Ýþ £zöì›‹ xy %̃̃ Ð
~…˜ Šé!î!Ýþöì„þ Block / Select „þîûöì“þþ £öìîÐ SöìÝþ:Ýþ ö„þ Block „þîûöìœ „þyœ îûöì̂ îû îvÅþyîû xyöì¢ !„þlsþ Šé!îöì„þ !¢öìœQ „þîûöìœ 8!Ýþ Sizing

Handle xyöì¢ÐV
2. ›yvþz¢ þ™öìëûrÝþyîû myîûy Pictuer ~îû ›yöìGþ !„Ïþ„þ „þîû&˜Ð
Pictuer ~îû ‰þyîû!”öì„þ S„þ’Åyöìîû ~î‚ ›yöìGþV 8!Ýþ îÏ„þ !‰þ£« SöìŠéyÝþ ‰þyîûöì„þy’y îy ö†yœ î:V xy¢öìîÐ ~îû ²Ìöì“þþÄ„þ!Ýþöì„þ Sizing Handle

îöìœÐ
›yvþz¢ þ™öìëûrÝþyîûöì„þ öë ö„þy˜ Handle ~îû vþzþ™îû xy˜öì þ™öìëûrÝþyîû þ™!vþüî!“þÅþ“þþ £öìëû !m›%…# “þ#îû !‰þöì£« þ™!îû’“þþ £ëûÐ
3. öë ö„þy˜ „þ’Åyîû þ™öìëûöìrÝþ ›yvþz¢ þ™öìëûrÝþyîû xy %̃̃ – !m›%…# “þ#öìîû þ™!îû’“þþ £çëûyîû þ™îû ›yvþz¢ îyÝþöì̃  !„Ïþ„þ „þöìîû ˜y öŠéöìvþü vÈþy† „þîû&˜Ð

Pictuer öŠéyÝþ / îvþü £öìîÐ !¦þ“þþöìîûîû !”öì„þ vÈþy† „þîûöìœ Pictuer öŠéyÝþ £öìî ~î‚ îy£zöìîûîû !”öì„þ vÈþy† „þîûöìœ Pictuer îvþü £öìîÐ
Pictuer ~îû x‚Ÿ !îöìŸ¡ì ö„þöìÝþ öšþœy
vþöì„þyöì›öìrÝþ Pictuer ¢‚öìëy‹ö˜îû þ™öìîû ›öì˜ £öì“þþ þ™yöìîû x‚Ÿ !îöìŸ¡ì ”îû„þyîû ˜y£zÐ ~öìÇþöìe x²Ìöìëûy‹˜#ëû x‚ŸÝ%þ„%þ ö„þöìÝþ öšþœy ëyëûÐ

Format ÝþÄyöìîîû Crop „þ›yöìuþîû ›y•Äöì› „þy‹!Ýþ £öìëû íyöì„þÐ

Fig. - 6.5

Steps

1. ›yvþz¢ þ™öìëûrÝþyîû !”öìëû Pictuer ~îû ›yöìGþ !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜Ð
xy›îûy xyöì†£z ö‹öì˜!Šé– ö„þy˜ Pictuer !¢öìœQ „þîûöìœ£z Format ˜yöì› ~„þ!Ýþ ÝþÄyî þ™yçëûy ëyöìîÐ Format ÝþÄyöìî Crop ˜yöì›îû ~„þ!Ýþ

„þ›yuþ xyöìŠé ëyîû ›y•Äöì› Šé!îîû x‚Ÿ !îöìŸ¡ì ö„þöìÝþ öšþœy
2. Format ÝþÄyöìîîû öŸ¡ì Ý%þœ xíÅyê Crop xþ™Ÿ˜ !¢öìœQ „þîû&˜Ð þ™öìëûrÝþyîû!Ýþ e«þ™ xy„,þ!“þþ •yîû’ „þîûöìîÐ
3. öë ö„þy˜ ~„þ!Ýþ Handle ~îû vþzþ™îû ›yvþz¢ þ™öìëûrÝþyîû xy˜öìœ xy„,þ!“þþ £öìîÐ !„Ïþ„þ „þöìîû îyÝþ˜ ˜y öŠéöìvþü vÈþy† „þîû&˜Ð   Šé!îîû x‚Ÿ öîöìŸ¡ì

ö„þöìÝþ ëyöìîÐ
›öì˜ „þ!îû– vþzþ™öìîûy_« Šé!î!Ýþ Crop xþ™Ÿ˜ myîûy „þyÝþîÐ
Pictuer ~îû x‚Ÿ !îöìŸ¡ì !î!¦þ§¬ ö¢öìþ™ „þyÝþy
vþöì„þyöì›öìrÝþ Pictuer ¢‚öìëy‹öì̃ îû þ™öìîû Pictuer !Ýþöì„þ !î!¦þ§¬ ö¢öìþ™ „þyÝþy ëyëûÐ Format ÝþÄyöìîîû Crop „þ›yöìuþîû ›y•Äöì› ~£z „þy‹!Ýþç

£öìëû íyöì„þÐ
1. ›yvþz¢ þ™öìëûrÝþyîû !”öìëû Pictuer ~îû ›yöìGþ !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜Ð
2. œÇþÄ „þîû&˜– Format ÝþÄyöìîîû Crop xþ™Ÿöì˜îû vÈþþ™ vþyvþzöì˜ !„Ïþ„þ „þîûöìœ xöì˜„þ=öìœy xþ™Ÿ˜ þ™yçëûy ëyöìîÐ 2˜‚ xþ™Ÿ˜ Crop to

Shape ~ !„Ïþ„þ „þîûöìœ !î!¦þ§¬ Auto ö¢þ™ þ™yçëûy ëyëûÐ ~…y˜ öíöì„þ öëöì„þy˜ ~„þ!Ýþ ö¢þ™ öîöìŠé ö˜çëûy ëyëûÐ
!î!¦þ§¬ ö¢þ™ !˜öìëû !îöìŸ¡ì x‚Ÿ ö„þöìÝþ ö”…%̃ Ð
œÇþÄ „þîû&˜– öë ö¢öìþ™ „þyÝþy £öìî þ™yöìŸîû Size Svþzþ™öìîûîû!Ýþ Hieght, !˜öì‰þîû!Ý WidthþV x‚öìŸ “þyîû Size vþzöìÍÔ… íy„þöìîÐ ‰þy£zöœì ~…y˜

öíöì„þ xyþ™!˜ xyþ™˜yîû „þy!C“þþ ö¢þ™!Ýþîû Size þ™!îûî“þÅþ˜ „þöìîû !˜ö“þ”þ þ™yöìîû̃ Ð
Aspect Ratio

Aspect Ratio myîûy Pictuer ö„þ !î!¦þ§¬ ›yöì˜ „þyÝþy ëyëûÐ
Crop xþ™Ÿöì˜îû vÈþþ™ vþyvþì˜ öíöì„þ Aspect Ratio !„Ïþ„þ „þîû&˜Ð xöì˜„þ xþ™Ÿ˜ þ™yöìî˜Ð ²Ìí› xþ™Ÿ˜ Square (1.1) !¢öìœQ „þîû&˜Ð
ö”…%̃  Pictuer !Ýþ ‰þyîûþ™yöìŸîû ›y˜ £öìî 1.1Ð xíÅyê Pictuer !Ýþ Square £öìëû „þyÝþöìîÐ
xyîyîû ë!” !¢öìœQ „þ!îû “þy£öìœ
~¦þyöìî îy„þ# xþ™Ÿ˜=öìœy ²Ìöìëûy† „þöìîû ö”…%˜
Šé!îîû vþzþ™öìîû öœ…y
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¢y•yîû’“þþ Šé!îîû vþzþ™öìîû öœ…y ëyëû ˜yÐ „þyîû’ Šé!îîû vþzþ™öìîû „þy¢Åîû íyöì„þ ˜yÐ xy›îûy £z!“þþ›öì•Ä£z Insert !îûîöì̃  Shapes îyÝþöì˜ öíöì„þ
Text box îÄî£yîû „þöìîû xyœy”y öÝþ:Ýþ öœ…yîû ²Ì!e«ëûy !Ÿöì…!ŠéÐ ~„þ£z¦þyöìî Text box ~îû ›y•Äöì› Pictuer ~ öÝþ:Ýþ ¢‚öìëy‹˜ „þîûy ëyëûÐ

Fig. - 6.7

Steps

1. Insert ÝþÄyöìî !„Ïþ„þ „þöìîû Text box ~îû vÈþþ™ vþyvþz˜ öíöì„þ Draw Text box ~ !„Ïþ„þ „þîû&˜Ð
„þy¢Åîû ²Õy¢ ¢y£zöì̃  þ™!îûî!“þÅþ“þþ £öìîÐ

2. vþöì„þyöì›öìrÝþîû š¤þþy„þy ßþiyöì˜ !„Ïþ„þ „þöìîû vÈþy† „þîû&˜Ð ~„þ!Ýþ Text î: ÷“þþîû# £öìî ~î‚ !¦þ“þþöìîû „þy¢Åîû xîßþiy˜ „þîûöìîÐ
3. ²Ìöìëûy‹˜#ëû öÝþ:Ýþ !œ…%̃  ~î‚ öÝþ:!Ýþ !¢öìœQ „þöìîû Font ~îû Style, Color, Size  £z”þÄy!” ¢‚öìëy† „þîû&˜Ð

~…˜ Text îöì:îû Line îy” !”öìëû î:!Ýþöì„þ vÈþy† „þöìîû Pictuer ~îû vþzþ™îû xy˜ö“þþ £öìîÐ
4. Text box !Ýþîû îy£zöìîûîû !”öì„þîû xyvþzÝþ œy£z̃ !Ýþ SîvÅþyîûV !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜Ð xyvþzÝþ œy£z̃  SîvÅþyîûV !Ýþ £yœ„þy „þyœyöìîûîû vþöìÝþvþ

œy£z̃  !”öìëû !¢öìœQ £öìîÐ
5. Text box ~ !„Ïþ„þ „þîûyîû ¢yöìí ¢yöìí Format ̃ y›„þ ̃ “þ%þ˜ ÝþÄyî ÷“þþîû# £öìîÐ Format ÝþÄyî £öì“þþ Shape Fill xþ™Ÿöì̃  !„Ïþ„þ „þîû&˜Ð vÈþþ™

vþyvþzöì˜ xöì˜„þ xþ™Ÿ˜ xy¢öìîÐ ~…y˜ öíöì„þ No Fill !¢öìœQ „þîû&˜Ð
6. xyîyîû Format !îûîöì˜îû Shape Outline xþ™Ÿöì˜îû vÈþþ™ vþyvþzöì˜ !„Ïþ„þ „þöìîû No Outline !¢öìœQ „þîû&˜Ð
7. ›yvþz¢ þ™öìëûrÝþyîû Text îöì:îû !¦þ“þþöìîû öë ö„þy˜ ‹yëû†yëû ~öì˜ Text î:!Ýþ vÈþy† „þöìîû Šé!îîû vþzþ™îû î!¢öìëû !”˜Ð
Pictuer ~îû þ Brightness and Contrast  ™!îûî“þÅþ̃  „þîûy
Format ÝþÄyî îÄî£yîû „þöìîû Pictuer ~îû Brightness and Contrast þ™!îûî“þÅþ˜ „þîûy ëyëûÐ ‰þœ%̃  !˜öì‰þîû „þ›yuþ=öìœy ²Ìöìëûy† „þ!îûÐ

Steps

1. xyþ™˜yîû þ™Šé¨›“þþ öëöì„þy˜ ~„þ!Ýþ Pictuer ~îû ›yöìGþ !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜Ð
2. Format ÝþÄyî!Ýþö“þþ !„Ïþ„þ „þîû&˜Ð ÝþÄyöìîîû îy› !”öì„þ Corrections xþ™Ÿöì˜îû vÈþþ™ vþyvþzöì˜ !„Ïþ„þ „þîûöìœ !î!¦þ§¬ Percentage ~îû

Brightness and Contrast xþ™Ÿ˜ xy¢öìîÐ
3. ~…y˜ öíöì„þ öëöì„þy˜ !Ýþ !¢öìœQ „þîû&˜Ð
~¦þyöìî ¢î=öìœy xþ™Ÿ˜ ²Ìöìëûy† „þöìîû ö”…%˜Ð
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Pictuer ö„þ ‹œŠéyþ™ ÷“þþîû# „þîûy
vþöì„þyöì›öìrÝþ ~„þ!Ýþ „þyœyîû Šé!î ¢‚öìëy‹öì̃ îû þ™öìîû ›öì̃  £ö“þþ þ™yöìîû ~!Ýþîû „þyœyîû þ™!îûî“þÅþ˜ „þöìîû Black and White „þîûö“þ”þ £öìî xíîy

„þyœyöìîûîû †y‘þüc „þ!›öìëû ‹œŠéyþ™ ÷ì”þîû# „þîûöì“þþ £öìîÐ xöì˜„þ ¢›ëû ö”…y ëyëû Writting þ™Äyöìvþîû ›yöìGþ îy ¢y!ÝÅþ!šþöì„þöìÝþîû ›yöìGþ ~„þ!Ýþ ‹œŠéyþ™
íyöì„þ ~î‚ “þyîû þvþzþ™îû öœ…y £ëûÐ Pictuer Ý%þœîyöìîûîû Image Control xþ™Ÿ˜ öíöì„þ ¢£öì‹£z ‹œŠéyþ™ ÷“þþîû# „þîûy ëyëûÐ

~Šéyvþüy Šé!îöì„þ Black & White ~ îû*þ™yhsþ!îû“þþ „þîûöìœ Šé!î!Ýþîû „þyœ x‚öìŸ 100% Black ~î‚ ¢y”y x‚öìŸ 100% White !”öìëû
îû*þ™yhsþ!îû“þ £ëûÐ xy›îûy öë ¢y”y „þyöìœy šþöìÝþy@ùÌyšþ ö”öì… íy!„þ ö¢!Ýþ ¢y•yîû’“þþ Grayscale £öìëû íyöì„þÐ Grayscale ~ îû*þ™yhsþ!î“þþ „þîûöìœ
¢y”y ~î‚ „þyöìœyîû þ™!îû›y˜ 0% öíöì„þ 100% ~îû ›öì•Ä öë…yöì˜ öëÝ%þ„%þ ”îû„þyîû ö¢£z þ™!îû›yöì˜ îû*þ™yhsþ!îû“þþ £ëûÐ !˜öì‰þîû „þ›yuþ=öìœy ²Ìöìëûy†
„þöìîû Šé!îöì„þ ‹œŠéyöìþ™ îû*þ™yhsþ!îû“þþ „þîûy ëyöìîÐ

›yvþz¢ þ™öìëûrÝþyîû myîûy Pictuer ~îû ›yöìGþ !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜Ð ëíyîû#!“þþ Format ÝþÄyî þ™yçëûy ëyöìîÐ
Format ÝþÄyî!Ýþöì“þþ !„Ïþ„þ „þîû&˜Ð ÝþÄyöìîîû îy› !”öì„þ Corrections xþ™Ÿöì˜îû !˜öì‰þ Color xþ™Ÿöì˜ !„Ïþ„þ „þîû&˜Ð ~„þ!Ýþ vÈþþ™ vþyvþz˜ ö›˜%

xy¢öìîÐ vÈþþ™ vþyvþzöì˜ Recolor xþ™Ÿ˜ öíöì„þ Washout ~ !„Ïþ„þ „þîû&˜Ð
ö”…%̃  Šé!î!Ýþ ‹œŠéyöìþ™ îû*þ™yhsþ!îû“þþ £öìëûöìŠéÐ

Pictuer ö„þ Black & White

1. ~„þ£z¦þyöìî ›yvþz¢ þ™öìëûrÝþyîû myîûy Pictuer ~îû ›yöìGþ !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜Ð ëíyîû#!“þþ Format ÝþÄyî þ™yçëûy ëyöìîÐ
Format ÝþÄyî!Ýþöì“þþ !„Ïþ„þ „þîû&˜Ð ÝþÄyöìîîû îy› !”öì„þ Corrections xþ™Ÿöì˜îû !˜öì‰þ Color xþ™Ÿöì˜ !„Ïþ„þ „þîû&˜Ð ~„þ!Ýþ vÈþþ™ vþyvþz˜ ö›˜%

xy¢öìîÐ vÈþþ™ vþyvþzöì˜ Recolor xþ™Ÿ˜ öíöì„þ Black & White 50% ~ !„Ïþ„þ „þîû&˜Ð
ö”…%̃  Šé!î!Ýþ Black & White îû*þ™yhsþ!îû“þþ £öìëûöìŠéÐ
Tips : Color xþ™Ÿ˜ öíöì„þ Šé!îöì„þ ‹œŠéyþ™– Black & White „þîûy Šéyvþüyç Color Saturation îyvþüyöì˜y / „þ›yöì˜y– Color Tone îyvþüyöì˜y

/ „þ›yöì̃ y– Grayscale Color (Automatic), !î!¦þ§¬ Color ¢‚öìëy† £z”þÄy!” „þîûy ëyëûÐ
¢î=öìœy xþ™Ÿ˜=öìœy !˜öì‹ !˜öì‹ ²Ìöìëûy† „þöìîû ö”…%˜Ð
Pictuer ö„þ Öîû&îû xîßþiyëû !šþ!îûöìëû ö˜ëûy
Pictuer ö„þ Öîû&îû xîßþiyëû !šþ!îûöìëû ö˜ëûyîû ‹˜Ä !˜öìÁ¬y_« „þ›yuþ=öìœy x %̃¢îû’ „þîû&˜Ð
1. ~„þ£z¦þyöìî ›yvþz¢ þ™öìëûrÝþyîû myîûy Pictuer ~îû ›yöìGþ !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜Ð
2. Format ÝþÄyöìîîû îy› !”öì„þ Color xþ™Ÿöì˜îû !˜öì‰þ Resert Pictuer ~ !„Ïþ„þ „þîû&˜Ð Šé!î!Ýþ xyîyîû Öîû&îû xîßþiyëû !šþöìîû ëyöìîÐ
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ˆÏ›˛!Óú ˜ì˛Ó˚# Ñ˛Ó˚yˆÏ›˛!Óú ˜ì˛Ó˚# Ñ˛Ó˚yˆÏ›˛!Óú ˜ì˛Ó˚# Ñ˛Ó˚yˆÏ›˛!Óú ˜ì˛Ó˚# Ñ˛Ó˚yˆÏ›˛!Óú ˜ì˛Ó˚# Ñ˛Ó˚y

Document ~ xöì̃ „þ ¢›ëû Table îy Šéöì„þîû ²Ìöìëûy‹˜ £ëûÐ xyþ™!˜ …%î ¢£öì‹£z MS Word ~ öÝþ!îœ ÷“þþîû# „þîûö“þþ þ™yöìîû˜Ð öÝþ!îœ
¢y•yîû’“þþ Column ~î‚ Row ö“þþ !î¦þ_« íyöì„þÐ

¦)þ!›îû ¢›yhsþîûyœ îy þ™yŸyþ™y!Ÿ ö¢œ=!œöì„þ îy œy£z˜öì„þ ~„þ¢yöìí Row îöìœÐ xþ™îû !”öì„þ …yvþüy…y!vþü îy vþzþ™îû öíöì„þ !˜‰þ þ™ëÅhsþ
ö¢œ=!œöì„þ ~„þ¢yöìí Column îöìœÐ ²Ì!“þþ!Ýþ ‡îûöì„þ îöìœÐ (Cell) !îûî˜ öíöì„þ „þ›yuþ !”öìëû öÝþ!îœ ÷“þþîû# „þîûy ëyëûÐ xy›îûy ~…˜ 5!Ýþ
Column ~î‚ 4!Ýþ Row (Line) ¢£ ~„þ!Ýþ öÝþ!îœ ÷“þþîû# „þîûöìîyÐ

Fig. - 7.1

1. Insert !îûî˜ öíöì„þ Table ~ !„Ïþ„þ „þîû&˜ (Insert > Table)Ð „þöìëû„þ!Ýþ ‡îû¢£ öÝþ!îœ vþz£zöìuþy xy¢öìîÐ
2. Insert Table vþyëûyœ† îöì: xöì˜„þ=öìœy öŠéyÝþ öŠéyÝþ ‡îû ö”…y ëyöìîÐ ë”þ=öìœy ‡öìîûîû vþzþ™îû ›yvþz¢ þ™öìëûrÝþyîû ö˜ëûy £öìî “þ“þþ=öìœy

Column ~î‚ Row vþ„%þöì›öìrÝþ ö”…y ëyöìîÐ ë“þþ=öìœy Column ~î‚ Row îy˜yöì“þþ ‰þy˜– “þ“þþ†%öœy ‡öìîûîû vþzþ™îû ›yvþz¢ þ™öìëûrÝþyîû !˜öìëû !„Ïþ„þ
„þîû&˜Ð

3. ›yvþz¢ þ™öìëûrÝþyîû Šéöì„þîû îy›!”öì„þîû ²Ìí› ‡öìîû !„Ïþ„þ „þöìîû îyÝþ˜ ˜y öŠéöìvþü !˜öì‰þîû !”öì„þ vÈþy† „þöìîû 4!Ýþ Row S‡îûV !¢öìœQ „þîû&˜ ~î‚
vþy˜!”öì„þ vÈþy† „þöìîû 6!Ýþ Column S‡îûV !¢öìœQ „þöìîû ›yvþz¢ îyÝþ˜ öŠéöìvþü !”˜Ð

xíîy
öÝþ!îœ !˜öìëû „þy‹ „þîûy
4. ‡îû=öìœyîû !˜öì‰þîû Insert Table ˜y›„þ xþ™Ÿöì˜ !„Ïþ„þ „þîû&˜Ð Insert Table vþyëûyœ† î: xy¢öìîÐ
5. Number of Columns ~îû vþy˜!”öì„þîû ‡öìîû 6 Ýþy£zþ™ „þîû&˜ Sxíîy |•Å›%…# xÄyöìîûyöì“þþ !„Ïþ„þ „þöìîû 6 xy %̃̃ VÐ
6. xyîyîû Number of Row ~îû vþy˜!”öì„þîû ‡öìîû 4 Ýþy£zþ™ „þîû&˜ Sxíîy |•Å›%…# xÄyöìîûyöì“þþ !„Ïþ„þ „þöìîû 4 xy˜%˜VÐ öŸöì¡ì OK îyÝþöì„þ

!„Ïþ„þ „þîû&˜Ð

Fig. - 7.2

Chapter - 7Chapter - 7Chapter - 7Chapter - 7Chapter - 7
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7. 6!Ýþ „þœy› ~î‚ 4!Ýþ Row (Line) ¢£ ~„þ!Ýþ öÝþ!îœ xy¢öìîÐ
Draw Table

Fig. - 7.3

xyþ™!˜ ‰þy£zöœì öÝþ!îöìœîû Row ~î‚ Column ~¤öì„þç !˜ö“þþ þ™yöìîû˜Ð
~…˜ öÝþ!îöìœîû öë ö„þy˜ ‡öìîû !„Ïþ„þ „þöìîû „þy¢Åîû xy %̃̃  ~î‚ vþyÝþy Ýþy£zþ™ „þîûöì“þþ íy„%þ˜Ð ~„þ‡îû öíöì„þ x˜Ä ‡öìîû ëyîyîû ‹˜Ä ›yvþz¢ !”öìëû

!„Ïþ„þ „þîû&˜ xíîy „þ#öìîyvÅþ öíöì„þ Tab „þ# ö²Ì¢ „þîû&˜Ð

Fig. - 7.4

öÝþ!îöìœ vþyÝþy ¢‚öìëy‹ì̃
öÝþ!îöìœ vþyÝþy ¢‚öìëy‹öì˜îû ¢›ëû ë!” ö¢öìœîû öíöì„þ vþyÝþy îvþü £ëû– “þöìî öÝþ:!Ýþ ö¦þöìˆ þ™öìîûîû œy£zöì˜ ‰þöìœ ëyëûÐ ~ xîßþiyëû þ”%£z!Ýþ

„þœyöì›îû ›yöìGþîû œy£zöì̃  „þy¢Åîû xy˜öìœ ~„þ!Ýþ !m›%…# “þ#îû !‰þöì£« þ™!îû’“þþ £ëûÐ ~£z ¢›ëû !„Ïþ„þ „þöìîû ›yvþz¢ îyÝþ˜ vÈþy† „þîûöìœ „þœyöì›îû îy
²Ì!“þþ!Ýþ ö¢öìœîû ²ÌŸßþi“þþy öîöìvþü ëyöìîÐ œÇþÄ „þîû&˜ öÝþ!îöìœ !˜öìÁ¬y_« vþyÝþy ¢‚ë%_« „þîûöì“þþ £öìîÐ

Sl No. Name Address Title

1 Bappi Dhaka Officer

2 Liton Khulna Peon

3 Asma Rajbari Director
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Fig. - 7.5

‰þœ%˜ !˜öì‹îûy „þ!îû
1. ²Ìí› Row ~îû ²Ìí› Cell ~ !„Ïþ„þ „þöìîû „þy¢Åîû îûy…%̃ Ð
2. Sl No Ýþy£zþ™ „þöìîû „þ# öîyvÅþ öíöì„þ ~„þîyîû Tab ö²Ì¢ „þîû&˜Ð ~„þ£z Row ö”þ þ™îûî“þÅþ#ö“þþ Cell ~ „þy¢Åîû xîßþiy˜ „þîûöìîÐ
3. Name Ýþy£zþ™ „þöìîû xyîyîûç Tab ö²Ì¢ „þöìîû þ™îûî“þÅþ# Cell ~ „þy¢Åîû xỹ %̃ Ð
4. Address Ýþy£zþ™ „þöìîû xyîyîûç Tab ö²Ì¢ „þöìîû þ™îûî“þÅþ# Cell ~ „þy¢Åîû xỹ %̃ Ð
5. Title Ýþy£zþ™ „þöìîû ~î‚ Tab ö²Ì¢ „þöìîû þ™îûî“þÅþ# Cell ~ „þy¢Åîû xỹ %̃ Ð
6. öŸöì¡ì Salary Ýþy£zþ™ „þöìîû xyîyîûç Tab ö²Ì¢ „þîû&̃ Ð „þy¢Åîû þ™îûî“þÅþ# Row (Line) ~îû ²Ìí› Cell ~ xîßþiy˜ „þîûöìîÐ ~„þ£z !’ëûöì›

îy„þ# vþyÝþy=öìœy Ýþy£zþ™ „þîû&˜Ð
öÝþ!îœöì„þ öŠéyÝþ / îvþü „þîûy

xöì˜„þ ¢›ëû öÝþ!îœöì„þ öŠéyÝþ / îvþü S Cell ~îû x˜%þ™y“þþ !àþ„þ öîûöì…V „þîûyîû ²Ìöìëûy‹˜ þ™öìîûÐ ~‹˜Ä öÝþ!îöìœîû ¢yöìí þîû!Çþ“þþ Sizing

Handle îÄî£yîû „þöìîû ~!Ýþ „þîûy £ëûÐ
1. öÝþ!îœ!Ýþ !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜Ð
2. œÇþÄ „þîû&˜ öÝþ!îöìœîû vþy˜!”öì„þ !˜öì‰þîû „þ’Åyöìîû ~„þ!Ýþ öŠéyÝþ ‰þyîûöì„þy’y î: îy Sizing Handle îûöìëûöìŠéÐ
3. Sizing Handle ~ „þy¢Åîû yy˜öìœ !m›%…# “þ#îû ~ þ™!îû’“þþ £öìîÐ ~ xîßþiyëû !„Ïþ„þ „þöìîû îyÝþ˜ ˜y öŠéöìvþü !¦þ“þþöìîû îy îy£zöìîûîû !”öì„þ vÈþy†

„þîû&˜Ð !¦þ“þþöìîûîû !”6„þ vÈþy† „þîûöìœ öÝþ!îœ öŠéyÝþ £öìî ~î‚ îy£zöìîûîû !”öì„þ vÈþy† „þîûöìœ öÝþ!îœ îvþü £öìîÐ
öÝþ!îœöì„þ ›%¦þ „þîûy

öÝþ!îœöì„þ ~„þßþiy˜ öíöì„þ x˜Ä ßþiyöì˜ ö˜îyîû ‹˜Ä vÈþy† „þöìîû ›%¦þ „þîûy ëyëûÐ
1. öÝþ!îœ!Ýþ !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜Ð
2. œÇþÄ „þîû&˜ öÝþ!îöìœîû îy›!”ö„þ vþzþ™öìîûîû „þ’Åyöìîû ~„þ!Ýþ ²Õy¢ ¢y£z̃  îûöìëûöìŠéÐ
3. ~…yöì̃  „þy¢Åîû xy˜öìœ ‰þ“þ%Åþ›%…# “þ#îû !‰þ£« ¢£ Move Handle ö”…y ëyöìîÐ ~ xîßþiyëû !„Ïþ„þ „þöìîû îyÝþ˜ ̃ y öŠéöìvþü öÝþ!îœ!Ýþ ²Ìöìëûy‹˜›“þþ

ßþiyöì˜ ›%¦þ „þöìîû îyÝþ˜ öŠéöìvþü !”˜Ð
Text öì„þ ö‡yîûyöì˜y

öšÊþ› îy öÝþ!îöìœîû ö¢öìœ !î”Ä›y˜ öÝþ:Ýþöì„þ ßþºy¦þy!î„þ xöìþ™Çþy ‡%!îûöìëû ¢‚öìëy‹˜ „þîûy ëyëûÐ ›öì̃  „þ!îû î“þÅþ›y˜ vþöì„þyöì›öìrÝþ öšÊþ› / öÝþ:Ýþ
¢‚öìëy‹˜ „þöìîûöìŠé˜Ð öë›˜ éôé

~…˜ ~!Ýþöì„þ ‡%!îûöìëû ²Ì”ŸÅ˜ „þîûö“þþ £öìœ !˜öì‰þîû „þ›yuþ ²Ìöìëûy† „þîû&˜Ð

Fig. - 7.6
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Steps

1. öÝþ:Ýþöì„þ Block îy Select „þîû&˜ S Textbox £öœì Textbox !Ýþöì„þV
2. öÝþ:Ýþöì„þ Block îy Select „þîûyîû ¢yöìí ¢yöìí Table Tools (Layout) & (Design) ˜yöì› ”%öìÝþy xyœy”y !îûî˜ ÷“þþîû# £öìëûöìŠéÐ
3. Layout Ribbon ~ !„Ïþ„þ „þöìîûÐ xöì̃ „þ „þ›yuþ @ùÌ&þ™ þ™yçëûy ëyöìîÐ Text Direction ~ !„Ïþ„þ „þîû&˜Ð (Layout > Text Direction)

Text !Ýþ ‡%öìîû ëyöìîÐ xyîyîû !„Ïþ„þ „þîû&˜ xyîyîû ‡%öìîû ëyöìîÐ
Text Direction ~îû îy› þ™yöìŸîû öë Alignment îûöìëûöìŠé ö¢=öìœy !”öìëû Text vþyöì˜– îyöì›– ›yöìGþ– vþzþ™öìîû– !˜öì‰þ £z“þþÄy!” !î!¦þ§¬ ßþiyöì˜

î¢yöì˜y ëyëûÐ
4. ›yöìGþîû Align !Ýþ !¢öìœQ „þîû&˜Ð ö”…%̃  Text !Ýþ ‡öìîûîû ›yGþ îîûyîîû xîßþiy˜ „þîûöìîÐ
Tips : !îûîöì˜ Layout îyÝþ˜ ¢î¢›ëû ö”…y ëyëû ˜yÐ öë ö„þy˜ ~„þ!Ýþ Column îy Row îy Cell !¢öìœQ „þîûöìœ îy öë ö„þy˜ ‡öìîû „þy¢Åîû

îûy…öìœ– “þ…˜ ö”…y ëyëûÐ
˜“þ%þ˜ Row öëy† „þîûy

öÝþ!îœ ÷“þþîû# „þöìîû öšþœyîû þ™îû ˜“þ%þ˜ ~„þ îy ~„þy!•„þ Row ”îû„þyîû £öì“þþ þ™yöìîûÐ !˜öì‰þîû „þ›yuþ=öìœy ²Ìöìëûy† „þîû&˜Ð
1. öë Row îû vþzþ™öìîû ˜“þ%þ˜ Row ”îû„þyîû ö¢…yöì̃  „þy¢Åîû îûy…%̃ Ð ›öì̃  „þ!îû– 2ëû Row ö“þþ „þy¢Åîû îûy…öìœ˜ xíîy !¢öìœQ „þîû&˜Ð

îîûyîöìîûîû ›“þþ˜ Layout !îûî˜ ‰þöìœ xy¢öìîÐ
2. Layout !îûîöì̃  !„Ïþ„þ „þîû&˜Ð xöì̃ „þ „þ›yuþ @ùÌ&þ™ þ™yçëûy ëyöìîÐ îy›!”öì„þ Insert Above ˜y›„þ xþ™Ÿ˜ îûöìëûöìŠéÐ ~£z xþ™Ÿöì˜ !„Ïþ„þ

„þîûöìœ !¢öìœQ „þîûy Row îû vþzþ™öìîû ˜“þ%þ˜ š¤þþy„þy Row ÷“þþîû# £öìîÐ
3. Insert Above !¢öìœQ „þîû&˜Ð 2 ˜Áºîû Row ö“þþ ˜“þ%þ˜ ~„þ!Ýþ Row ÷“þþîû# £öìî ~î‚ xyöì†îû 2 ˜Áºîû Row !Ýþ ~…˜ 3 ˜Áºîû Row

ö“þþ xîßþiy˜ „þîûöìîÐ

Fig. - 7.7

Sl No. Name Address

1 Bappi Dhaka

2 Liton Khulna

3 Asma Rajbari

xyöì† þ™öìîû
4. Layout > Insert Below ~ !„Ïþ„þ „þîûöìœ 3 ˜Áºîû Row ö“þþ ˜“þ%þ˜ ~„þ!Ýþ Row ÷“þþîû# £öìî ~î‚ xyöì†îû 3 ˜Áºîû Row !Ýþ ~…˜ 4

˜Áºîû Row ö“þþ xîßþiy˜ „þîûöìîÐ
Sl No. Name Address

1 Bappi Dhaka

2 Liton Khulna

3 Asma Rajbari

˜“þ%þ˜ Column öëy† „þîûy
~„þ£z¦þyöìî öÝþ!îœ ÷“þþîû# £îyîû þ™îû ›öì˜ £ö“þ þ™yöìîû ˜“þ%þ˜ ~„þ îy ~„þy!•„þ Column ”îû„þyîûÐ !˜öì‰þîû „þ›yuþ œÇþÄ „þîû&˜Ð
1. öìë Column ~ ˜“þ%þ˜ Column ÷ì“þþîû# „þîûö“þþ ‰þy˜ „þy¢Åîû ö¢£z Column ~ îûy…%˜Ð ›öì˜ „þ!îû 2 ˜Áºîû Column ~ „þy¢Åîû îûy…y £öìœyÐ
2. Layout !îûîöì˜ !„Ïþ„þ „þîû&˜Ð Insert Left ~ !„Ïþ„þ „þîû&˜ (Layout > Insert Left) Ð
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Fig. - 7.8

Tips : !îûîöì˜ Layout îyÝþ˜ ¢î¢›ëû ö”…y ëyëû ˜yÐ öë ö„þy˜ ~„þ!Ýþ Column îy Row îy Cell !¢öìœQ „þîûöìœ îy öëöì„þy˜ ‡öìîû „þy¢Åîû
îûy…öìœ “þ…˜ ö”…y ëyëûÐ

3. 2 ˜‚ Column ~ ˜“þ%þ˜ ~„þ!Ýþ Column ÷“þþîû# £öìî ~î‚ 2 ˜Áºîû Column !Ýþ 3 ˜Áºîû Column ~ xîßþiy˜ „þîûöìîÐ
Sl No. Name Address

1 Bappi Dhaka

2 Liton Khulna

3 Asma Rajbari

xyöì† þ™öìîû
4. ~Šéyvþüy Layout !îûîöì˜ !„Ïþ„þ „þöìîû Insert Right ~ !„Ïþ„þ „þîûöìœ 3 ˜Áºîû Column ö”þ ˜“þ%þ˜ ~„þ!Ýþ Column ÷“þþîû# £öìî ~î‚ xyöì†îû

3 ˜Áºîû Column !Ýþ 4 ˜Áºîû Column ö“þþ xîßþiy˜ „þîûöìîÐ
Tips : Row îy Column öëy† „þîûyîû öÇþöìe Row îy Column ö„þ Block „þöìîû !˜öìœ ¢%!î•y £ëûÐ ~„þy!•„þ Row îy Column ~îû

öÇþöìe !˜!”ÅÜT ¢‚…Ä„þ Row îy Column ö„þ Block „þöìîû !˜öì“þþ £öìîÐ
Cell öìëy† „þîûy

Row îy Column ~ ›“þþ£z öÝþ!îœ ÷“þþîû#îû þ™îû Cell öëy† „þîûyîû ”îû„þyîû £ö“þþ þ™yöìîûÐ !˜öì‰þîû „þ›yuþ œÇþÄ „þîû&˜Ð
1. öë…yöì̃  Cell öëy† „þîûöì“þþ ‰þy˜ ö¢£z Cell ~ „þy¢Åîû îûy…%̃  S~„þy!•„þ Cell ~îû öÇþöìe !˜!”ÅÜT þ™!îû›y˜ Cell Block „þîû&˜V
2. Layout !îûîöì˜ !„Ïþ„þ „þöìîû ö”…%˜ Row & Column „þ›yuþ@ùÌ&öìþ™îû vþyëûyœ† î: œy˜‰þyîû xyöìŠéÐ

öìÝþ!îœ !˜öìëû „þy‹ „þîûy
3. Row & Column „þ›yuþ@ùÌ&öìþ™îû vþyëûyœ† î: œy˜‰þyöìîû !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜Ð Insert Cell vþyëûyœ† î: xy¢öìî ~î‚ Shift

Cells Down !¢öìœQ íy„þöìîÐ
4. OK „þîû&˜Ð ˜“þ%þ˜ ~„þ!Ýþ Cell ÷“þþîû# £öìî ~î‚ „þy¢Åîû xî!ßþi“þþ Row ~îû !˜öì‰þ ~„þ!Ýþ ˜“þ%þ˜ Cell ö”…y ëyöìîÐ xíÅyê „þy¢Åîû xî!ßþi“þþ

Cell ~ ~„þ!Ýþ ˜“þ%þ˜ Cell öëy† £öìëûöìŠé ~î‚ x˜Äy˜Ä Cell =öìœy 1Ýþy „þöìîû Row (line) !˜öì‰þ ö˜öì› ö†öìŠéÐ
Sl No. Name Address

1 Bappi Dhaka

2 Liton Khulna

3 Asma Rajbari

5.
xyöì† þ™öìîû
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Insert Cell vþyëûyœ† îöì:îû xþ™Ÿ˜

Fig. - 7.9

Insert Cell Right : „þy¢Åîû xî!ßþi“þþ Row îû vþy˜ þ™yöìŸ x!“þþ!îû_« Cell öìëy† £öìîÐ
Shift Cells Down : „þy¢Åîû xî!ßþi“þþ Row ~îû !˜öì‰þîû !”öì„þ x!“þþ!îû_« Cell öëy† £öìîÐ
Insert Entire Row : „þy¢Åîû xî!ßþi“þþ Row ö“þþ ~„þ!Ýþ ˜“þ%þ˜ Row öëy† £öìîÐ
Insert Entire Column : „þy¢Åîû xî!ßþi“þþ Column ~þ ~„þ!Ýþ ˜“þ%þ˜ Column öëy† £öìîÐ
Cell, Row îy Column ›%öìŠé öšþœy

öÝþ!îœ ÷“þþîû# £îyîû þ™îû ö„þy˜ Cell îy Row îy Column ö„þ x!“þþ!îû_« ›öì˜ £öì“þþ þ™yöìîû ~î‚ ›%öìŠé öšþœyîû ”îû„þyîû £öì“þþ þ™yöìîûÐ !˜öì‰þîû
„þ›yuþ œÇþÄ „þîû&˜Ð

1. öë Cell ›%Šéöì“þþ ‰þy˜ ö¢£z Cell ~– xíîy öë Row îy Column ›%Šéö“þþ ‰þy˜– ö¢£z Row îy Column ~îû öë ö„þy˜ Cell ~ „þy¢Åîû
îûy…%˜Ð

2. Layout !îûîöì̃  !„Ïþ„þ „þîû&˜Ð îy›!”öì„þ Delete ˜y›„þ xþ™Ÿöì˜îû vÈþþ™ vþyvþzöì˜ !„Ïþ„þ „þîû&˜Ð
3. Delete Cells ~ !„Ïþ„þ „þîû&˜Ð !˜öì‰þîû ›“þþ˜ vþyëûyœ† î: xy¢öìîÐ
4. öë ö„þy˜ ~„þ!Ýþ xþ™Ÿ˜ !¢öìœQ „þöìîû OK „þîûöì“þþ £öìîÐ

Fig. - 7.10

Shift Cells Left : !¢öìœQ íy„þöìœ „þy¢Åîû xî!ßþi“þþ Cell !Ýþ ›%öìŠé ëyöìî ~î‚ ~„þ£z Column öíöì„þ ²Ì!“þ!Ýþ Cell ~„þ‡îû îyöì› ¢öìîû xy¢öìîÐ
Shift Cells Down: !¢öìœQ íy„þöœì „þy¢Åîû xî!ßþi“þþ Cell !Ýþ ›%öìŠé ëyöìî ~î‚ ~„þ£z Column öíöì„þ ²Ì!“þþ!Ýþ Cell ~„þ ‡îû vþzþ™öìîû vþzöìàþ

xy¢öìîÐ
Delete Entire Row : !¢öìœìQ íy„þöìœì „þy¢Åîû xî!ßþi“þ ¢Á™)’Å Row !Ýþ ›%öìŠé ëyöìîÐ
Delete Entire Column : !¢öìœQ íy„þöìœ „þy¢Åîû xî!ßþi“þþ ¢Á™)’Å Column !Ýþ ›%öìŠé ëyöìîÐ
Column ›%öìŠé öšþœöì“þþ ‰þy£zöìœ Delete Column, Row ›%öìŠé öšþœöì“þþ ‰þy£zöìœ Delete Rows, Table ›%öìŠé öšþœöì“þþ ‰þy£zöìœ Delete

TableÐ
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Table ~îû Cell ö„þ Marge S¢‚ë%_«V „þîûy
öÝþ!îœ ÷“þþîû#îû ¢›ëû ¢öìîÅyF‰þ „þ“þþ!Ýþ Row îy Column ”îû„þyîû “þy xyöì†£z !˜•Åyîû’ „þöìîû öÝþ!îœ ÷“þþîû# „þîûö“þþ £öìîÐ ›öì̃  „þ!îû ~„þ!Ýþ

öÝþ!îœ 5!Ýþ Row ~î‚ 5!Ýþ Column xyöìŠéÐ !„þlsþ öŸöì¡ìîû Row ~î‚ Column öŸöì¡ìîû ~îû ‹yëû†y x˜Ä=öìœyîû “%þœ˜yëû !m=˜Ð xþ™îû !”öì„þ
öÝþ!îöìœ ²Ì!“þþ!Ýþ Cell ~îû ›yþ™ ~„þ£z íyöì„þÐ

¢%“þþîûy‚ ~öìÇþöìe ö›yÝþ ~î‚ 6!Ýþ Row ~î‚ 6!Ýþ Column ÷“þþîû# „þîûö“þþ £öìî ~î‚ þ™öìîû ¢îÅöìŸ¡ì ”%£z!Ýþ Row ö„þ !¢öìœQ „þöìîû ¢‚ë%_«
(Marge) „þîûöì“þþ £öìî “þöìî ¢îÅöìŸ¡ì ”%£z!Ýþ Column ö„þç ¢‚ë%_« (Marge) „þîûöì“þþ £öìîÐ £z”þÄy!” !î!¦þ§¬ „þyîûöì’ ”%£z îy “þöì“þþy!•„þ Cell ö„þ
Marge „þöìîû ~„þ!Ýþ Cell ~ þ™!îû’“þþ „þîûyîû ”îû„þyîû £ëûÐ Marge „þîûöì“þþ !˜öì‰þîû „þ›yuþ=öìœy šþöìœy „þîû&˜Ð

Steps

1. öë Cell =öœìyöì„þ Marge S¢‚ë%_«V „þîûö“þþ ‰þy˜ ö¢=!œ Block / Select „þîû&˜ SMouse vÈþy† „öìîû îy „þ#öìîyvÅþ öíöì„þ Shift +

Arrow „þ# ö²Ì¢ „þöìîûVÐ
2. Layout !îûîöì˜ !„Ïþ„þ „þöìîû Marge Cell !¢öìœQ „þîû&˜Ð (Alt + A, M)

œÇþÄ „þîû&˜ ö¢ Cell =öìœy Select / Block „þîûy !Šéœ ö¢=!œ Marge £öìëû ~„þ!Ýþ Cell ~ þ™!îû’“þþ £öìëûöìŠéÐ
Table ~îû Cell ö„þ Split S!î¦þ_«V „þîûy
xöì˜„þ ¢›ëû öÝþ!îöìœîû ö„þy˜ îvþü Cell ö„þ !î¦þ_« „þöìîû ~„þy!•„þ é Cell ôé~ îû*þ™yhsþ!îû“þþ „þîûyîû ”îû„þyîû £ëûÐ îÄyþ™yîû!Ýþ Marge ~îû !àþ„þ

vþzöìÎÝþyÐ Split „þîûö“þþ !˜öì‰þîû „þ›yuþ=öìœy ²Ìöìëûy† „þîû&˜Ð

Fig. - 7.11

1. öë Cell  îy Cell =öéœìyöì„þ Split „þîûö“þþ ‰þy˜ ö¢£z Cell / Cell ö„þ !¢öìœQ (Block) „þîû&˜Ð
2. ~…˜ Layout !îûîöì˜ !„Ïþ„þ „þöìîû Split Cells ~ !„Ïþ„þ „þîû&˜ (Alt + A, Alt + C) Ð Split Cells vþyëûyœ† î: xy¢öìîÐ

~…y˜ öìíöì„þ ²Ì!“þþ!Ýþ Cell ö„þ „þëû!Ýþ Column ~î‚ „þëû!Ýþ Row ö“þþ !î¦þ_« „þîûö“þþ ‰þy˜ ö¢£z ¢‚…Äy !œ…öì“þþ £öìîÐ
²Ì!“þþ!Ýþ Cell ö„þ xyy›îûy !Ýþ „þœyöì› ~î‚ 2!Ýþ Row ö“þþ !î¦þ_« „þîûöìîyÐ

3. Split Cells îöì:îû Number of Column x‚öìŸ 3 Ýþy£zþ™ „þîû&˜ Sxíîy |•¹Å›%…# “þ#îû ~ !„Ïþ„þ „þîû&˜V ~î‚ Number of Row x‚öìŸ
2 Ýþy£zþ™ „þîû&˜Ð

4. öŸöì¡ì OK „þîû&˜ îy „#öìîyvÅþ öíöì„þ Enter ö²Ì¢ „þîû&˜Ð œÇþÄ „þîû&˜ Block „þîûy Cell =öœy 2!Ýþ Row ~î‚ 3!Ýþ Column ~ !î¦þ_«
£öìëûöìŠéÐ
!îûî˜ öíöì„þ Selection

öÝþ!îöìœ „þy‹ „þîûyîû ¢›ëû ²Ìyëû£z ~„þ îy ~„þy!•„þ Column, Row îy ¢Á™)’Å öÝþ!îœ !¢öìœQ „þîûyîû ”îû„þyîû þ™öìîûÐ xy›îûy ‹y!˜ ›yvþzöì¢îû
îyÝþ˜ !„Ïþ„þ „þöìîû ˜y öŠéöìvþü vÈþy† „þöìîû xíîy „þ# öîyvÅþ öíöì„þ Shift + „þ# ¢£öìëyöì† Block / Select „þîûy ëyëû– !„þlsþ x!“þþ!îû_« îvþü öÝþ!îöìœîû
öÇþöìe ~£z þ™kþ!“þþ ¢›ëû ¢yöìþ™ÇþÐ ~öìÇþöìe !î„þÒ !£¢yöìî ö› %̃ „þ›yuþ îÄî£*“þþ £ëûÐ

Steps

1. Layout !îûîöì̃  !„Ïþ„þ „þîû&˜Ð xöì̃ „þ „þ›yuþ @ùÌ&þ™ þ™yçëûy ëyöìîÐ ¢îöì‰þöìëû îy› !”öì„þîû „þ›yuþ!Ýþöì“þþ !„Ïþ„þ „þîû&˜Ð
a. Select Column ~ !„Ïþ„þ „þîûöìœ „þy¢Åîû xî!ßþi“þþ ¢Á™)’Å Column !Ýþ !¢öìœQ £öìîÐ
2. b. Select Row ö“þþ !„Ïþ„þ „þîûöìœ „þy¢Åîû xî!ßþi“þþ ¢Á™)’Å Row !Ýþ !¢öìœQ £öìîÐ
b. Select Table ~ !„Ïþ„þ „þîûöìœ ¢Á™)’Å öÝþ!îœ!Ýþ !¢öìœQ £öìîÐ
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öÝþ!îöìœ Formula îÄî£yîû „þîûûy
öÝþ!îöìœ Formula îÄî£yîû „þöîû öëy†– !îöìëy†– =’– ¦þy†– †vþü– îvþü ¢‚…Äy– öŠéyÝþ ¢‚…Äy £z“þþÄy!” !˜’Åëû „þîûy ¢½þîÐ ~„þÝþy !î¡ìëû ›öì˜

îûy…ö“þþ £öìî öÝþ!îöìœ ²Ì!“þþ!Ýþ Row ö„þ 1, 2, 3 ~¦þyöìî ̃ y›„þîû’ „þîûy £ëû ~î‚ Column ö„þ A, B, C ~¦þyöìî ̃ y›„þîû’ „þîûy £ëûÐ ¢%“þþîûy‚ ²Ìí›
Row ~îû ²Ìí› Cell !Ýþîû ˜y› A1 !m“þþ#ëû Cell !Ýþîû ˜y› B1– “,þ“þþ#ëû Cell !Ýþîû ˜y› C1 £z”þÄy!”Ð xyîyîû !m“þþ#ëû Row ~îû ²Ìí› Cell!Ýþîû ˜y›
A2– !m“þþ#ëû Cell !Ýþîû ˜y› B2, “,þ“þþ#ëû Cell !Ýþîû ˜y› C2 £z”þÄy!”Ð ›öì˜ „þ!îû !˜öì‰þîû öÝþ:Ýþ=!œ Ýþy£zþ™ „þîûy £öìëûöìŠéÐ ~îyîû !˜öì‰þîû öÝþ!îöìœîû
Total Calculation „þîûöì“þþ £öìîÐ

Column x˜%¢yöìîû Total ~îû ‹˜Ä !˜öì‰þîû „þ›yuþ=öìœy îÄî£yîû „þîû&˜Ð

Fig. - 7.12

1. öë „þœyöì›îû Total „þîûöì“þþ £öìî ö¢£z „þœyöì›îû Total ö¢öìœ xíÅyê vþzþ™öìîûy_« öÝþ!îöìœîû *** !‰þ!£«“þþ öë ö„þy˜ Cell ~ ( C5 îy D5

îy E5) „þy¢Åîû îûy…%̃ Ð
2. Layout !îûîöì̃ îû ¢îöì‰þöìëû vþyöì̃ îû „þ›yuþ Formula ö”þ !„Ïþ„þ „þîû&˜ (Alt + A, O) Ð

Formula vþyëûyœ† î: xy¢öìî ~î‚ Formula xþ™Ÿöì˜îû !˜öì‰þîû öÝþ:Ýþ îöì: = SUM (ABOVE) öœ…y ö”…y ëyöìîÐ öë›˜ éôé

Fig. - 7.13
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EDIT Ñ˛Ó˚yÑ˛Ó˚yÑ˛Ó˚yÑ˛Ó˚yÑ˛Ó˚y

ë!”ç Copy ~î‚ Paste „þ›yöìuþîû ¢yöìí £z!“þþ›öì•Ä£z xy›yöì”îû £yöì“þþ …!vþü £öìëûöìŠé “þî%ç ‰þœ%˜ !îhßþy!îû“þ  îÄy…Äyîû ›y•Äöì› îÄyþ™yîû!Ýþ

¢Áºöìõþ þ™!îûÜñyîû •yîû’y ö˜çëûy ëy„þÐ MS-Word ~ Cut, Copy, Paste, Undo, Redo ~î‚ Select All „þ›yuþ=!œ îýœ îÄî£*“þþ „þ›yuþÐ

MS-Word ~ öœ…y öÝþ:Ýþ– îy ö„þy˜ Clipart îy Image îy öë ö„þy˜ •îûöì˜îû vÈþ!ëû‚– öÝþ:Ýþ î:– öÝþ!îœ £z“þþÄy!” ~„þîyîû xy˜yîû þ™îû– îyîûîyîû

x˜Äe îÄî£yöìîûîû ²Ìöìëûy‹˜ £öì“þþ þ™yöìîûÐ ~‹˜Ä Copy ~î‚ Paste „þ›yöìuþîû îÄî£yîû £ëûÐ

~Šéyvþüy öÝþ:Ýþ îy ö„þy˜ xîöì‹Qöì„þ ~„þßþiy˜ öíöì„þ x˜Äßþiyöì˜ îy ~„þ öþ™‹ öíöì„þ x˜Ä öþ™öì‹ – îy ~„þ šþy£zœ öíöì„   x˜Ä šþy£zöìœ–

~›˜!„þ ~„þ ¢šäþÝþçëûÄyîû öíöì„þ x˜Ä  ¢šäþÝþçëûÄyöìîû– ßþiy˜yhsþîû (Move)  îy „þ!þ™ „þîûyîû ”îû„þyîû £öì“þþ þ™yöìîûÐ ~öìÇþöìe Cut, Copy, ~î‚ Paste

„þ›yöìuþîû îÄyþ™„þ îÄî£yîû ”îû„þyîû þ™öìîû– öë ö„þy˜ ›)ýöì“þÅ  ö„þy˜ !„þŠ%é ›%öìŠé öšþöìœ þîy ö„þy˜ ¦%þœ „þ›yuþ ö”çëûyîû þ™îûþ™îû£z „þ›yuþ!Ýþ îy!“þþœ „þîûyîû

”îû„þyîû £öì“þþ þ™yöìîûÐ ö¢öìÇþöìe Undo „þ›yuþ!Ýþ îÄî£*“þ £ëûÐ ~£z ¢î=!œþ„þ›yuþ£z Quick Aceess  Ý%þœîyöìîûîû ›y•Äöì› „þîûy £öìëû íyöì„þÐ xyîyîû

~£z ¢›hßþ „þ›yuþ=!œþ›yvþzöì¢îû îûy£zÝþ îyÝþ˜ öíöì„þ !„Ïþ„þ „þöìîû þ²Ìöìëûy† „þîûy £ëûÐ ²Ì!“þþ!Ýþ !îûî˜ „þ›yuþ öŸ¡ì £îyîû ¢yöìí ¢yöìí šþyÜT îÊyöì„þöìÝþîû

›öì•Ä „þ# öìîyvÅþ „þ›yuþ ö”çëûy îûöìëûöìŠéÐ ~Šéyvþüyç ›yvþzöì¢îû ¢y£yöìëÄ vÈþy† „þöìîûç „þ›yuþ=!œ ²Ìöìëûy† „þîûy ëyëûÐ
Cut, Copy, Paste, Format printer Ý%þœ=öìœy Clipboard „þ›yuþ@ùÌ&öìþ™îû xhsÅþ¦%þ_« xþ™îû!”öì„þ Undo ç Redo „þ›yuþ!Ýþ Quick Aceess

Ý%þœîyöìîûîû xhsÅþ¦%þ_«Ð
 Cut „þîûy

 Cut „þîûyîû xíÅ !¢öìœQ „þîûy xîöì‹Qöì„þ ›%öìŠé öšþœyÐ ë!”ç Cut „þ›yöìuþîû ›y•Äöì› xîöì‹Q ›%öìŠé ëyëû !„þlsþ ßþiyëû#¦þyöìî ˜y ›%öìŠé

Windows ~îû ö››yîû#öì“þþ xîßþiy˜ „þöìîûÐ ö››yîû# SClipboardV öíöì„þ xyîyîûç öšþîûê xy˜y ëyëûÐ !˜öì‰þîû „þ›yuþ œÇþÄ „þîû%̃ Ð
Steps

1. ›yvþz¢ myîûy vÈþy† „þöìîû !„þŠ%é Text xíîy ›yvþz¢ myîûy !„Ïþ„þ „þöìîû Drawing /Picture/ Table £z“þþÄy!” !¢öìœQ „þîû&˜Ð

2. Clipboard „þ›yuþ @ùÌ&öìþ™îû öíöì„þ „¤þþy!‰þîû !‰þ£« ¢Áº!œ“þ  Cut îyÝþ˜ !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜Ð ( Ctrl+X xíîy Alt+E,T ) Ð

Fig. - 8.1

3.  ›yvþzöì¢îû Right îyÝþöì˜ !„Ïþ„þ „þîû&˜Ð ~„þ!Ýþ Pop Up ö› %̃ xy¢öìîÐ ~…y˜ öíöì„þ „¤þþy!‰þîû !‰þ£« ¢Áº!œ“þ  Cut îyÝþöì˜ !„Ïþ„þ „þîû&˜Ð

xyþ™˜yîû !¢öìœQ „þîûy xîöì‹Q SÝþ:Ýþ/Drawing/Picture £z“þþÄy!”V Vanish £öìëû ëyöìîÐ xy¢öìœ ~Ýþy Windows ~îû ö››yîû#öì“þþ xîßþiy˜ „þîûöìîÐ

Chapter - 8Chapter - 8Chapter - 8Chapter - 8Chapter - 8
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Fig. - 8.2

Undo „þîûy
~£z ›ye öë xîöì‹Q!Ýþ ›%öìŠé (Cut) öšþœy £öìœy– !àþ„þ þ™îû ›%ýö“þÅþ ›öì̃  £öì“þþ þ™yöìîû ›%öìŠé öšþœy !àþ„þ £ëû!˜Ð xíÅyê xîöì‹Q!Ýþ öšþîû“þþ

xy˜y ”îû„þyîûÐ xíîy öë ö„þy˜ „þ›y[þ þ²Ìöìëûyöì†îû þ™îû îy!“þþœ „þîûyîû ²Ìöìëûy‹˜ £ö“þþ þ™yöìîûÐ ~‹˜Ä Undo  „þ›yuþþ îÄî£yîû „þîûy £ëûÐ Word ~
~„þy!•„þ îyîû Undo „þ›yuþ îÄî£yîû „þîûy ëyëûÐ ~„þÝþy „þíy ›öì˜ îûy…öìî˜ Undo „þîûyîû ‹˜Ä „þ# öîyvÅþ „þ›yuþ (Ctrl+Z) ¢îöì‰þöìëû öìîŸ# îÄî£*“þþ
£ëûÐ xíÅyê ö„þy˜ ¦)þœ „þîûöìœ ¢yöìí ¢yöìí (Ctrl+Z) „þ›yuþ !”˜Ð

!˜öì‰þîû „þ›yuþ=öìœy ²Ìöìëûy† „þöìîû öì”…%˜Ð
1. öìë ö„þy˜ ~„þ œy£z̃  öÝþ:Ýþ !¢öìœQ „þîû&˜Ð
2. Front Size Ý%þöìœîû  vþy˜!”öì„þîû vÈþþ™ vþyvþz˜ !„Ïþ„þ „þöìîû Front Size îvþü (36 pt) „þîû&˜Ð
3. Align Ý%þœ öíöì„þ  Centre Align Ý%þöìœ !„Ïþ„þ „þîû&˜Ð
4. Bold Ý%þöìœ (B) !„Ïþ„þ „þöìîû Bold „þîû&˜Ð
5. Italic Ý%þöìœ (I) !„Ïþ„þ „þöìîû Italic „þîû&˜Ð
6. Underline Ý%þöìœ (U) !„Ïþ„þ „þöìîû Underline „þîû&˜Ð
~!vþÝþ „þîûy
7. öŸöì¡ì Clipboard „þ›yuþ @ùÌ&öìþ™îû öíöì„þ Cut !¢öìœQ „þîû&˜Ð xyþ™˜yîû öœ…y œy£z̃ !Ýþ öŸöì¡ì x”,ŸÄ £öìëû ëyöìî– ~…˜ Quick Access

Ý%þœîyöìîûîû xhsÅþ¦%þ_« Undo „þöìîû öÝþ:Ýþ ~î‚ öÝþ:öìÝþîû Format ö„þ öšþîûê xy˜y ëyöìîÐ
8. Quick Access Ý%þœîyöìîûîû î¤y„þyöì̃ y Ý%þœ xíÅyê Undo Ý%þöìœ !„Ïþ„þ „þîû&˜Ð Cut „þîûy Text !Ýþ öšþîûê xy¢öìîÐ îy Ctrl+Z ö²Ì¢ „þîû&˜Ð
9. xyîyîû Undo „þîû&˜Ð (Undo „þ›yuþ !”öìëû îy Ctrl+Z ö²Ì¢ „þöìîû ) öÝþ:!Ýþîû Underline ›%öìŠé ëyöìîÐ
10. xyîyîûç Undo „þîû&˜– öÝþ:öìÝþîû Italic vþzöìàþ ëyöìîÐ
11. xyîyîûç Undo „þîû&˜– öÝþ:öìÝþîû Bold x‚Ÿ ˜îû›yœ £öìîÐ
12.  xyîyîûç Undo „þîû&˜Ð Centre Align ~îû þ™!îûîöì“þÅþ Left Align £öìîÐ ~¦þyöìî Undo „þîûö“þþ íy„þöìœ þ™)öìîÅîû xîßþiyëû !šþöìîû ëyöìî–

öœ…y†%öìœy Normal ¢y£zöì‹ îûy…%̃ Ð
Redo „þîûy

öìë ö„þy˜ „þ›yuþ ²Ìöìëûyöì†îû þ™îû ›öì˜ £öì“þþ þ™yöìîû ¦%þœ „þ›yuþ ö”çëûy £öìëûöìŠé ö¢öìÇþöìe Undo „þîûöì“þþ íy„þöìœ „þ›yuþ=öìœy îy!“þþœ £öì“þþ
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þíyöì„þÐ xyîyîû Undo „þ›yuþ „þöìîû „þ›yuþ=öìœy îy!“þþœ „þîûyîû þ™îû ›öì˜ £ö“þþ þ™yöìîû xyöì†îû „þ›yuþ=öìœy !àþ„þ£z !Šéœ– Undo „þîûy vþz!‰þê £ëû!˜
xíyÅê ~…  ̃xyîyîû Undo „þ›yuþ=öìœy îy!“þþœ „þîûö“þþ £öìîÐ ~öìÇþöìe Redo „þ›yuþ îÄî£*“þþ „þîûy £ëûÐ
Steps

xyöì†îû „þ›yöìuþîû Undo =öìœy îy!“þþœ „þîûyîû ‹˜Ä !˜öì‰þîû „þ›yuþþ ²Ìöìëûy† „þîû&˜Ð
1. Quick Access Ý%þœîyîû öíöì„þ Undo Ý%þöìœîû þ™îûî“þÅþ# Ý%þœ Redo Ý%þœ xíÅyê vþy˜!”öì„þ î¤y„þyöì̃ y Ý%þöìœ !„Ïþ„þ „þîû&˜Ð öœ…y!Ýþ xyîyîû îvþü

£öìîÐ (Ctrl+Y) ö²Ì¢ „þîû&˜Ð
2. xyîyîû Redo „þ›yuþ !”˜ (Ctrl+Y)  ö²Ì¢ „þîû&˜Ð
öììœ…y!Ýþ Center Align £öìîÐ
3. xîyîûç Redo „þ›yuþ !”öì“þþ íy„%þ˜ ~¦þyöìî þ™ëÅyëûe«öì› Bold, Italic, Underline, Cut  £z“þþÄy!” £öìîÐ

List îÄî£yöìîû Undo îy Redo

Undo îy Redo „þ›yöìuþîû öÇþöìe ¢y•yîû’“þþ þ™)öìîÅîû „þ›yuþ!Ýþ îy!“þþœ £ëûÐ ~¦þyöìî ~„þ ~„þ „þöìîû þ™)öìîÅîû „þ›yuþ îy!“þþœ £öì“þþ þíyöì„þÐ ë!”
„þ…˜ç ›öì̃  £ëû þ™)öìîÅîû ~„þy!•„þ „þ›yuþ îy Undo ö„þ îy!“þþœ „þîûöì“þþ £öìî ö¢öìÇþöìe !œÜT îÄî£yîû „þîûöì“þþ £öìîÐ

1. Undo / Redo „þîûyîû ‹˜Ä Quick Access Ý%þœîyöìîûîû îy›!”öì„þ î¤y„þyöì̃ y “þ#îû !‰þ£«¢£ Ý%þœ xíÅyê Undo Ý%þöìœîû vþy˜!”öì„þîû vþyvþz˜
xÄyöìîûy ö“þþ !„Ïþ„þ „þîû&˜ Ð

2. List öíöì„þ ²Ìöìëûy‹˜#ëû Action öîöìŠé !˜˜Ð
Repeat „þ›yuþ
¢y•yîû’“þþ Word ~ ²Ìíöì› öÝþ:Ýþ Ýþy£zþ™ „þîûyîû ¢›ëû ~„þÝþy˜y ²Ì‰%þîû þ™,Ûþy Ýþy£zþ™ „þîûy £ëûÐ þ™öìîû !î!¦þ§¬ œy£z̃  îy þ™Äyîûy@ùÌyöìšþîû Formatting

„þîûy £ëû ~î‚ ~„þ£z •îûöì˜îû Formatting x˜Ä œy£zöì˜ „þîûyîû ‹˜Ä Repeat „þ›yuþ îÄî£*“þþ £ëûÐ !˜öì‰þîû „þ›yuþ ²Ìöìëûy† „þîû&˜Ð
1. „þöìëû„þ!Ýþ þ™Äyîûy@ùÌyöìš  ¦þy† „þöìîû xöì̃ „þ œy£z̃  öÝþ:Ýþ !œ…%̃  Ð
2. ²Ìí› œy£zöì˜îû ”%£z !”þ˜!Ýþ Word !¢öìœQ „þîû&˜Ð
3. Home Ribbon öíöì„ Font „þ›yuþ @ùÌ&öìþ™îû vþyëûyœ† î: œy˜‰þyöìîû !„Ïþ„þ „þöìîû Font vþyëûyœ† î: xy˜%˜Ð
4. Font vþyëûyœ† î: xy¢öìœ Font ~îû ¢y£z‹ îvþü „þîû&˜– þ Color ™!îûî“þÅþ̃  „þîû&̃ – Bold „þîû&˜– Underline !”˜ £z“þþÄy!” !î!¦þ§¬

•îûöì˜îû Format þ™!îûî“þÅþ̃  „þöìîû OK „þîû&˜Ð
!¢öìœQ „þîûy öÝþ:öìÝþîû þ™!îûî“þÅþ˜ £öìîÐ ~…˜ x˜Ä öÝþ:öìÝþ xy›îûy ~£z Format îÄî£yîû „þîûöìîyÐ
5. x˜Ä þ™Äyîûy@ùÌyöìšþîû îy x˜Ä öë ö„þy˜ œy£zöì̃ îû ”%£z/!“þþ˜!Ýþ Word !¢öìœQ „þîû&˜Ð
6. Quick Access Ý%þœîyöìîûîû Repeat Font formatting !¢öìœQ „þîû&˜Ð xíîy „þ# öîyvÅþ öíöì„þ Ctrl+Y ö²Ì¢ „þîû&˜Ð
˜“þ%þ˜ !¢öìœQ „þîûy öÝþ:Ýþ– þ™)öìîÅîû öÝþ:öìÝþîû ›“þþ Format £öìîÐ ~¦þyöìî öë ö„þy˜ öÝþ:Ý  !¢öìœQ „þöìîû (Quick Access Ý%þœîyîû > Repeat

Font formatting îy Ctrl+Y ) „þ›yuþ ²Ìöìëûy† „þîûöì“þþ íy„%þ˜Ð
Cut & Paste (Move) „þîûy

öì„þy˜ xîöì‹Q ~„þßþiy˜ öíöì„þ ›%öìŠé öšþöìœ (Cut „þöìîû ) x˜Äßþiyöì˜ ßþiyþ™˜ îy ßþiy˜hsþîû „þîûyîû ‹˜Ä Cut ~î‚ Paste „þ›yöìuþîû ²Ìöìëûy‹˜ £ëûÐ
~öìÇþöìe ö›yÝþ ”%!Ýþ „þ›yuþ îÄî£*“þþ £ëûÐ Cut ~î‚ Paste, Cut „þîûyîû xíÅ £öìœy !¢öìœQ „þîûy xîöì‹Q  SöÝþ:Ýþ– öÝþ!îœ– Picture, Clipart,

Textbox £z“þþÄy!”V ö„þ îy” ö”çëûy ~î‚ Paste ~îû xíÅ £öìœy ú xîöì‹öìQöì„þ x˜Ä ßþiyöì̃  ö‹yvþüy ö”çëûyÐ šþy£zöìœîû ~„þßþiy˜ öíöì„þ vþöì„þyöì›rÝþöì„þ
Cut „þöìîû x˜Äßþiyöì˜ îy x˜Ä þšþy£zöìœ – ~›˜!„þ x˜Ä ¢šäþÝþçëûÄyîû (Excel Illustrator) Paste „þîûy ëyëûÐ !˜öì‰þîû „þ›yuþ=öìœy ²Ìöìëûy† „þîû&˜Ð

1. ›yvþz¢ !”öìëû vÈþy† îy !„Ïþ„þ „þöìîû ²Ìöìëûy‹˜#ëû xîöì‹Q SöÝþ:Ýþ– Drawing, Picture £z“þþÄy!”V !¢öìœQ „þîû&˜Ð
2. Clipboard „þ›yuþ @ùÌ&þ™ öíöì„þ „¤þþy!‰þîû !‰þ£« ¢Áº!œ“þþ Cut îyÝþ˜ ~ !„Ïþ„þ „þîû&˜Ð
xíîy ›yvþzöì¢îû Right îyÝþöì˜ !„Ïþ„þ „þöìîû „¤þþy!‰þîû !‰þ£« ¢Áº!œ“þþ Cut îyÝþöì˜ !„Ïþ„þ „þîû&˜Ð xyþ™˜yîû !¢öìœQ „þîûy x‚Ÿ Vanish £öìëû ëyöìîÐ

xíÅyê ~!Ýþ Windows ~îû ö››yîû#ö“þþ xîßþiy˜ „þîûöìîÐ
3. x˜Ä ö„þy˜ ßþiyöì˜ Move „þîûöì“þþ ‰þy˜ „þy¢Åîûöì„þ !„Ïþ„þ „þöìîû ö¢…yöì̃  ßþiyþ™˜ „þîû&˜Ð File> New „þ›yuþ !”öìëû x˜Ä šþy£zœç …%þöìœ !˜ö“þþ

þ™yöìîû˜ xíîy x˜Ä ö„þy˜ Software öë›˜ Excel Öîû& „þîûöì“þþ þ™yöìîû˜Ð
4. Clipboard „þ›yuþ @ùÌ&þ™ öíöì„þ Paste !¢öìœQ „þîû&˜Ð (Ctrl+V îy Alt+E, P) xíîy ›yvþzöì¢îû Right îyÝþ˜ öíöì„þ Paste îyÝþöì˜ !„Ïþ„þ

„þîû&˜Ð Vanish £öìëû ëyçëûy x‚Ÿ xyîyîûç !šþöìîû xy¢öìîÐ xyîyîûç Paste „þ›yuþ !”öìœ xyîyîûç ~„þ!Ýþ „þ!þ™ !šþöìîû xy¢öìî ~¦þyöìî ~„þy!•„þ
îyîû Paste „þ›yuþ !”öì“þþ þ™yöìîû˜Ð ë!”ç Cut „þ›yuþ ~„þîyîû£z !”ö“þþ £öìîÐ
Copy & Paste

    öì„þy˜ xîöì‹öìQîû ˜„þœ îy ²Ì!“þþ„,þ!“þþ ëíyßþiyöì̃  öîûöì… x˜Ä ßþiyöì̃  xyîûç ~„þ!Ýþ xîöì‹Q ÷“þþîû#£z £öìFŠé „þ!þ™Ð xíÅyê ²Ìöìëûy‹öì̃  ~„þ£z
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xîöì‹Q öÝþ:Ýþ– Drawing– Picture £z“þþÄy!” šþy£zöìœ îyîûîyîû ”îû„þyîû £ö“þþ þ™yöìîûÐ xíîy  ~„þ£z xîöì‹Q !î!¦þ§¬ šþy£zöìœ îy !î!¦þ§¬ ¢šþÝäþçëûÄyöìîû
îyîûîyîû ”îû„þyîû £ö“þþ þ™yöìîûÐ

›öì˜ „þîû&˜ ~„þÝþy šþy£zöìœ xî!ßþi!“þþ Logo îy ö„þyÁ™y˜#îû ˜y›¢£ þ™Äyöìvþîû ö£!vþ‚ îy !‰þ!àþîû !˜öì‰þîû !”öì„þîû !àþ„þy˜y !î!¦þ§¬ šþy£zöìœ îy
¢šþÝäþçëûÄyöìîû îyîûîyîû ”îû„þyîû £ö“þþ þ™yöìîûÐ ö¢öìÇþöìe Copy ç Past „þ›yuþ îÄî£yîû „þîûyþ£ëûÐ xíÅyê !î!¦þ§¬ Taxt !œöì… îyîûîyîû Formatting

˜y „þöìîû x %̃!œ!þ™ îÄî£yîû „þîûy £ëûÐ
›öì˜ „þîû&˜ ~„þîyîû ~„þÝþy îyöìëûyvþyÝþy ÷ì“þþîû# „þîûy £öìœyÐ þ™öìîû x˜Ä ~„þ‹öì˜îû îyöìëûyvþyÝþy ÷“þþîû#îû ¢›ëû xyöì† ÷“þþîû# „þöìîû îûy…y îyöìëûyvþyÝþy!Ýþ

„þ!þ™ „þöìîû “þyîû ¢›hßþ Format !àþ„þ îûy…y £ëûéôé Ö•%›ye þ™!ìîûî“þÅþ˜ öëy†Ä vþyÝþy – öë›˜ éôé ˜y›– !àþ„þy˜y £z”þÄy!” þ™!îûî”Åþ˜ „þîûy £ëûÐ  !˜öì‰þîû
„þ›yuþ=öìœy ²Ìöìëûy† „þîû&˜Ð

1. ›yvþz¢ !”öìëû vÈþy† îy !„Ïþ„þ „þöìîû ²Ìöìëûy‹˜#ëû xîöì‹Q S öÝþ:Ýþ– Drawing– Picture £z”þÄy!” V !¢öìœQ „þîû&˜Ð
2. Clipboard „þ›yuþ @ùÌ&þ™ öíöì„þ Copy !¢öìœQ „þîû&˜Ð (Ctrl+C Alt+E,C) xíîy– ›yvþzöì¢îû Right îÄyÝþì˜ öíöì„þ Copy îyÝþöì˜ !„Ïþ„þ

„þîû&˜Ð Cut „þ›yöìuþîû ›“þþ !¢öìœQ „þîûy x‚Ÿ Vanish ˜y £öìëû– xyöì†îû ßþiyöì˜£z íyì„þöìîÐ !„þlsþ ~„þ!Ýþ „þ!þ™ Windows ~îû ö››yîû#ö“þþ xîßþiy˜
„þîûöìîÐ

Fig. - 8.3

3. x˜Ä öë ßþiyöì̃  ö„þy˜ „þ!þ™ „þîûöì“þþ ‰þy˜ „þy¢Åîûöì„þ !„Ïþ„þ „þöìîû ö¢…yöì̃  ßþiyþ™˜ „þîû&˜Ð S File> New „þ›yuþ !”öìëû x˜Ä šþy£zœç …%œöì“þþ
þ™yöìîû˜ xíîy x˜Ä ö„þy˜ Software öë›˜ Excel Öîû& „þîûöì“þ þ™yöìîû̃ ÐV ~…˜ Paste „þîûöì“þþ £öìîÐ

4. Clipboard „þ›yuþ @ùÌ&þ™ öíöì„þ Copy !¢öìœQ „þîû&˜Ð SEdit>Paste îy Ctrl+V îy Alt + E, P) xíîy– ›yvþzöì¢îû Right îÄyÝþì˜ öíöì„þ
Paste îyÝþöì˜ !„Ïþ„þ „þîû&˜Ð !¢öìœQ „þîûy x‚öŸîû ~„þ!Ýþ „þ!þ™ ˜“þ%þ˜ ‹yëû†yëû ö”…y ëyöìî Ð xyîyîûç Paste „þ›yuþ !”öìœ xyîyîûç ~„þ!Ýþ „þ!ìþ™
!šþöìîû xy¢öìî ~¦þyöìî ~„þy!•„þ îyîû Paste „þîûy ëyöìîÐ
Paste xþ™Ÿ˜

Cut îy Copy „þ›yöìuþîû þ™îû Paste „þ›yuþ !”öìœ– „þ›yuþ ö”çëûyîû ¢yöìí ¢yöìí „þy¢Åöìîûîû ¢yöìí xþ™Ÿ˜ îyÝþ˜ xyöì¢Ð ~£z îyÝþöì̃  !„Ïþ„þ „þîûöìœ
!˜öì‰þîû xþ™Ÿ˜ xy¢öìîÐ

Fig. - 8.4

Keep Sources Formatting éôé ~ !„Ïþ„þ „þîûöìœ !¢öìœQ „þîûy x‚Ÿ ýîý xy¢öìîÐ
Marge Formatting éôé !¢öìœQ „þîûöìœ öœ…y Paste „þîûy ßþiyöì˜îû Formatting ~îû ¢yöìí !›öìœ ëyöìîÐ
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Keep Text Only éôé !¢öìœQ „þîûöìœ Format îyöì” !¢öìœQ „þîûy x‚öìŸîû Ö•%›ye Text xy¢öìîÐ
~!vþÝþ „þîûy

vÈþy† „þöîû Copy îy Move

!¢öìœQ „þîûy xîßþiyëû „þ# öîyvþÅ öíöì„þ Ctrl „þ# ö²Ì¢ „þîûöìœ ›yvþz¢ þ™öìëûöìrÝþîû ²Õy¢ ¢y£z̃  S+V •yîû’ „þîûöìî ~ xîßþiyëû vÈþy† „þöìîû x˜Ä ßþiyöì˜
›yvþz¢ þ™öìëûrÝþyîû ~öì˜ îyÝþ˜ öŠéöìÝþ !”öìœ !¢öìœQ „þîûy x‚Ÿ „þ! ™ £öìîÐ

Text ~îû Formatting ›%öìŠé öšþœy
Backspace  îy Delete „þ# îÄî£yîû „þöìîû  öìÝþ:Ýþöì„þ ›%öìŠé öšþœyîû ²Ì!e«ëûy xyöì†£z î’Å˜y „þîûy £öìëûöìŠéÐ Ribbon öíöì„þ Text ~îû

Formatting ç ›%öìŠé öšþœy ëyëûÐ !˜öì‰þîû „þ›yuþ=öìœy ²Ìöìëûy† „þîû&˜Ð
1. ›yvþz¢ !”öìëû vÈþy† îy !„Ïþ„þ „þöìîû ²Ìöìëûy‹˜#ëû xîöì‹Q !¢öìœQ „þîû&˜Ð
2. !¢öìœQ„,þ“þ öÝþ:Ýþöì„þ Size îvþü þ Color  ™!îûî“þÅþ̃ – Underline þ™!îûî“þÅþ̃ – £z“þþÄy!” þ™!îûî“þÅþ̃  „þîû&̃ Ð
3. Home Ribbon öìíöì„þ Font „þ›yuþ@ùÌ&öìþ™îû Clear Formatting xþ™Ÿöì˜ !„Ïþ„þ „þîû&˜Ð
öÝþ:öìÝþîû ¢›hßþ Formatting ˜ÜT £öìëû ëyöìî xíÅyê Vanish £öìëû ëyöìîÐ ˜îû›yœ öÝþ:Ýþ íy„þöìîÐ
xíîy – „þ# öîyvÅþ öíöì„þ Delete îy Backspace „þ# ö²Ì¢ „þîû&˜Ð
4. !¢öìœQ „þîûy x‚Ÿ Vanish £öìëû ëyöìîÐ xîŸÄ£z Undo (Ctrl+Z) „þ›yöìuþîû ›y•Äöì› ›%öìŠé öšþœy x‚Ÿ xyîyîûç öšþîûê xy˜y ëyöìîÐ
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Border ~ÓÇ  ~ÓÇ  ~ÓÇ  ~ÓÇ  ~ÓÇ  Shading

MS-Word ~ öœ…y ö„þy˜ öÝþ:Ýþ– öÝþ!îœ– Drawing– Picture îy Text îöì:îû ‰þyîûþ™yŸ !”öìëû !î!¦þ§¬ •îûöì̃ îû îvÅþyîû ö”çëûy ëyëûÐ
öÝþ!îöìœîû öÇþöìe ‰þyîûþ™yöìŸîû îvÅþyîû ~î‚  !¦þ“þþöìîûîû îvÅþyîû xyœy”y Style ~ ö”çëûy ëyëûÐ

~Šéyvþüy öÝþ:Ýþ– öÝþ:Ýþ î: îy öÝþ!îöìœîû !˜!”ÅÜT– Cell, Row, Column îy ¢Á™)’Å öÝþ!îöìœîû öÝþ:öìÝþîû Shadow îy £yœ„þy „þyœyîû !”öìëû þ™)’Å
„þîûy ëyëûÐ

Fig. - 9.1

Border ö”çëûy
‰þyîûþ™yöìŸîû îvÅþyîû ö”çëûyîû ‹˜Ä !˜öìÁ¬y_« „þ›yuþ ²Ìöìëûy† „þîû&˜Ð
1. ›yvþz¢ myîûy vÈþy† îy !„Ïþ„þ „þöìîû ²Ìöìëûy‹˜#ëû öÝþ:Ý îy öÝþ:Ýþ î:– Picture– öÝþ!îœ– Drawing!¢öìœQ „þîû&˜Ð Home ÝþÄyöìîîû Para-

graph „þ›yuþ@ùÌ&öìþ™îû öŸ¡ì xþ™Ÿ˜ Border and Shading vÈþþ™ vþyvþzöì˜ !„Ïþ„þ „þîû&˜Ð
xöì˜„þ •îûöì˜îû Border xþ™Ÿ˜ xy¢öìîÐ öë›˜- Bottom Border–  Top Border–  Left Border–  Outside Border–  All Borders

£z“þþÄy!”Ð ~…y˜ öíöì„þ  xyþ™!˜ xyþ™˜yîû ²Ìöìëûy‹˜#ëû Border !”öì“þþ þ™yöìîû˜Ð

Fig. - 9.2

Chapter - 9Chapter - 9Chapter - 9Chapter - 9Chapter - 9
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îvÅþyîû ~î‚ öŸ!vþ‚
Outside Border !Ýþ !¢öìœQ „þî%û˜Ð xyþ™˜yîû !¢öìœQ „þîûy ²Ìöìëûy‹˜#ëû öÝþ:Ýþ îy öÝþ:Ýþ î: Picture öÝþ!îœ– Drawing ~îû ‰þyîûþ™yŸ ‹%öìvþü

Border ¢‚ë%_« £öìîÐ
xyîyîû  Paragraph „þ›yuþ@ùÌ&öìþ™îû öŸ¡ì „þ›yöìuþîû vÈþþ™ vþyvþzöì̃ îû öŸ¡ì xþ™Ÿ˜ Border and Shading ~ !„Ïþ„þ „þîû&˜Ð
Border and Shading vþyëûyœ† î: þ™yöìî˜Ð vþyëûyœ† îöì:îû vþzþ™öìîûîû !”öì„þ Border, Page Border, Shading  ˜yöì›îû xþ™Ÿ˜ íy„þöìî

~öì”îû ²Ìö“þþÄ„þ!Ýþöì„þ ÝþÄyî îöìœÐ

Fig. - 9.3

2. Border ÝþÄyî !¢öìœQ xyöìŠé !˜!Øþ“þþ £öìëû !˜˜Ð ²Ìí› xþ™Ÿ˜ Setting ~îû !˜öì‰þîû 5!Ýþ xþ™Ÿ˜ îûöìëûöìŠéÐ
None !¢öìœQ „þîûöìœ ö„þy˜ îvÅþyîû íy„þöìî ˜yÐ
Box !¢öìœQ „þîûöìœ ‰þy!îû!”öì„þîû îvÅþyîû ÷“þþîû# £öìîÐ
Shadow !¢öìœQ „þîûöìœ îvþÅyöìîûîû vþyöì̃  ç !˜öì‰þ xyœy”y Shadow SŠéyëûy V xy¢öìîÐ
3D !¢öìœQ „þîûöìœ 3D £zöìšþQ xy¢öìîÐ
Custom !¢öìœQ „þîûöìœ îvÅþyöìîûîû •îû̃  !˜öì‹îû £zFŠéy›“þþ „þîûy ëyöìîÐ
~öì„þ ~öì„þ ²Ìöì“þþÄ„þ!Ýþöì“þþ !„Ïþ„þ „þöìîû !¢öìœQ „þîûöìœ vþy˜!”öì„þîû Preview xþ™Ÿöì̃  þ™!îûî“þÅþ˜ ö”…y ëyöìîÐ

3. Setting ~îû !m“þþ#ëû xþ™Ÿ˜ xíÅyê Box !¢öìœQ „þîû&˜Ð

Fig. - 9.4
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4. ›yöìGþîû „þœyöì›îû Style xþ™Ÿöì˜îû vþyvþz˜ xÄyöìîûyöì“þþ !„Ïþ„þ „þîûöìœ xyîûç !î!¦þ§¬ •îûöì˜îû xþ™Ÿ˜ xy¢öìî ~…y˜ öíöì„þ þ™Šé¨›“þþ
~„þ!Ýþ !˜îÅy‰þ̃  „þîû&̃ Ð

Fig. - 9.5

5. Color îöì:îû vþyvþz˜ xÄyöìîûyö“þþ !„Ïþ„þ „þîû&˜Ð !î!¦þ§¬ •îûöì˜îû „þyœyîû xy¢öìî ~…y˜ öíöì„þ †y‘þü ö„þy˜ „þyœyîû !¢öìœQ „þîû&˜Ð
îvÅþyîû ~î‚ öŸ!vþ‚

6. Width xþ™Ÿöì̃ îû vþyvþz̃  xÄyöìîûyöì“þþ !„Ïþ„ þ„þîû&˜Ð îvÅþyîû !‰þ„þ˜/ö›yÝþy „þîûyîû ‹˜Ä !î!¦þ§¬ •îûöì̃ îû xþ™Ÿ˜ xy¢öìîÐ ~…y˜ öíöì„þ 3pt

!¢öìœQ „þîû&˜Ð
7. ¢îöìŸöì¡ì OK îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð xyþ™˜yîû !¢öìœQ „þîûy xîöì‹öìQîû ‰þyîûþ™yöìŸ îvÅþyîû ¢‚ë%_« £öìîÐ

Fig. - 9.6

îvÅþyöìîûîû xþ™Ÿ˜
îvÅþyîû ö„þ öë Ö•%›ye ‰þyîû!”öì„þ ö”çëûy ëyöìî ~›˜ ˜ëû öë›˜ Ö•%›ye vþzþ™îû îy !˜‰þ vþy˜ îy îy› !”öì„þ ö”çëûy ëyöìî ~Šéyvþüy öÝþ!îöìœîû

öÇþöìe ‰þyîûþ™yöìŸ ~„þ îû„þ› !¦þ“þþöìîûîû öîû…y=!œ xíÅyê @ùÌ#vþöì„þ xyœy”y Style ~ ö”çëûy öëöì“þþ þ™yöìîûÐ
Steps

1. öë ö„þy˜ öŠéyÝþ ~„þ!Ýþ öÝþ!îœ !¢öìœQ „þìîû&˜Ð
2. Home Ribbon ~îû paragraph „þ›yuþ@ùÌ&öìþ™îû öŸ¡ì „þ›yöìuþîû öìíöì„þ Border and Shading !¢öìœQ „þîû&˜  ~î‚ Border and
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Shading vþyëûyœ† î: xy¢öìœ Borders ÝþÄyî !¢öìœQ „þîû&˜Ð
3. Setting öíöì„þ Box ~î‚ Style, Color Width öíöì„þ £zFŠéy›“þþ xþ™Ÿ˜ !¢öìœQ „þîû&˜Ð

Fig. - 9.7

vþy˜!”öì„þîû preview xþ™Ÿöì̃  œÇþÄ „þîû&˜Ð xyœy”y 4!Ýþ îyÝþ˜ îûöìëûöìŠéÐ ~=!œ ¢%£zöì‰þîû ›“þþ „þy‹ „þöìîû xíÅyê ~„þîyîû ö²Ì¢ „þîûöìœ öë
ö„þy˜ !”öì„þîû îyý ÷“þþîû# £ëûÐ xyîyîû ö²Ì¢ „þîûöìœ îyý îy!“þþœ £ëûÐ ~¦þyöìî Ö•%›ye vþzþ™îûéôé!˜‰þ– îy›éôévþy˜ îy Ö•%›ye ~„þ!”öì„þ îy !”þ˜!”öì„þ
îvÅþyîû ö”çëûy ëyëûÐ

îvÅþyîû ~î‚ öŸ!vþ‚
4. öìë ö„þy˜ ”%!Ýþ îyÝþöì˜ S vþzþ™îûéôé!˜‰þ îy îy›éôévþy˜V !„Ïþ„þ „þîû&˜Ð xyîyîûç Style þ™!îûî“þÅþ˜ „þöìîû x˜Ä îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð ~¦þyöìî !î!¦þ§¬

•îûöì̃ îû Style !”˜Ð
5. öŸöì¡ OK „þîû&˜Ð
6. ~„þ£z îöì: îy öÝþ!îöìœ !î!¦þ§¬ •îûöì̃ îû îvÅþyîû £öìîÐ

îvÅþyîû œy£z̃  öíöì„þ Text ~îû “)îûc
¢y•yîû’“þþ öÝþ:öìÝþ îvÅþyîû !”öìœ îvÅþyîû œy£z̃  öíöì„þ ‰þyîûþ™yöìŸ 1 pt š¤þþy„þy öîûöì… Text íyöì„þ þ²Ìöìëûy‹öì̃  ~£z ”)îûìc þ™!îûî“þÅþ˜ „þîûy ëyëûÐ
Steps

1. öÝþ:öìÝþ !¢öìœQ „þîûyîû þ™îû Home Ribbon ~îû Paragraph î: öíöì„þ Border and Shading „þ›yöìuþîû þ™îû Border ÝþÄyöìîîû
vþy˜!”öì„þ !˜öì‰þ Option îyÝþ˜ íy„þöìîÐ

2. Option îyÝþöì˜ !„Ïþ„  „þîûöìœ  Border and Shading Option vþyëûyœ† î: xy¢öìîÐ
3. From Text îöì: £zFŠéy›“þþ þ™öìëûrÝþ !¢öìœQ S öë›˜ Top=3, Bottom=3, Left=3, Right=3) „þöìîû OK „þîû&˜Ð
îvÅþyöìîûîû œy£z̃  öíöì„þ öÝþ:öìÝþîû ”)îûc þ™!îûî!“þÅþ“þþ £öìîÐ

Shade ö”çëûy
îvÅþyîû ö”çëûyîû ›“þþ ~„þ£z ²Ì!e«ëûyëû Shade ö”çëûy ëyëûÐ !˜öì‰þîû „þ›yuþ=öìœy ²Ìöìëûy† „þîû&˜Ð

›yvþz¢ myîûy vÈþy† „þöìîû îy !„Ïþ„þ „þöìîû ²Ìöìëûy‹˜#ëû öÝþ:Ýþ þîy öÝþ!îöìœîû ö„þy˜ Row/Column/Cell îy ¢Á™)’Å öÝþ!îœ– öÝþ:Ýþ î:– Drawing

£z“þþÄy!” !¢öìœQ „þîû&˜Ð ›öì̃  îûy…öìî˜ !¢öìœQ „þîûy xîöì‹öìQ îvÅþyîû íy„þöì“þþç þ™yöìîû– ˜y íy„þöì“þ þç þ™yöìîûÐ
2. Home Ribbon ~îû Paragraph „þ›yuþ@ùÌ&öìþ™îû öŸ¡ì „þ›yuþ Border and Shading …(0) !¢öìœQ „þîû&˜Ð xyþ™˜yîû ¢y›öì̃  Border

and Shading vþyëûyœ† î: xy¢öìîÐ
3. “,þ“þþ#ëû ÝþÄyî xíÅyê Shading ÝþÄyî !¢öœìQ „þîû&˜Ð
4. Fill xþ™Ÿöì̃ îû !˜öì‰þîû !”öì„þ !î!¦þ§¬ Color öìíöì„þ öë ö„þy˜ ~„þ!Ýþ Color !¢öìœQ „þîû&˜Ð
xyîûç x!•„þ Color ‰þy£zöìœ More Color … îyÝþöì̃  !„Ïþ„þ „þîûö“þþ £öìîÐ ¢y•yîû’“þþ Shading ~îû ›öì•Ä Text íy„þyîû „þyîûöì’ ~î‚ Shading

ö”çëûyîû þ™îû öë˜ Text ö”…ö“þþ ö„þy˜ x¢%!î•y ˜y £ëû ö¢‹˜Ä „þyœyöìîûîû þ™yîûöì¢rÝþ „þ!›öìëû ö”çëûy £ëûÐ
5. Style xþ™Ÿöì̃ îû öÝþ:Ýþ îöì:îû vþyvþz̃  xÄyöìîûyöì“þþ !„Ïþ„þ „þöìîûÐ „þ“þþ þ™yîûöì¢rÝþ ö¢!vþ‚ !”ö“þþ ‰þy˜ ö¢!Ýþ !˜•Åyîû’ „þîû&˜Ð Söìë›˜ 30% îy

40% £z“þþÄy!”VÐ
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~…y˜ öíöì„þ öŸ!vþ‚ ~îû þ™yöì¢ÅrÝþ Šéyvþüy x˜Äy˜Ä Pattern ç ö”çëûy ëyëûÐ
6. öŸöì¡ì OK „þîû&˜Ð xyþ™˜yîû !¢öìœQ „þîûy xîöì‹Q Shading ë%_« £öìîÐ
Pattern ö”çëûy
Shade ö”çëûyîû ›“þþ ~„þ£z ²Ì!e«ëûyëû Pattern ö”çëûy ëyëûÐ !˜öì‰þîû „þ›yuþ=öìœy ²Ìöìëûy† „þîû&˜Ð
Steps

1. ²Ìöìëûy‹˜#ëû öÝþ:Ýþ– öÝþ!îöìœîû Row/Column/Cell îy Text box !¢öìœQ „þîû&˜Ð
2. Home Ribbon ~îû Paragraph „þ›yuþ@ùÌöìþ™îû öŸ¡ì „þ›yuþ Border and Shading …(0) !¢öìœQ „þîû&˜Ð xyþ™˜yîû ¢y›öì̃  Border

and Shading vþyëûyœ† î: xy¢öìîÐ
3. “,þ“þþ#ëû ÝþÄyî xíÅyê Shading ÝþÄyî !¢öìœQ „þîû&˜Ð
4. Fill xþ™Ÿ˜ öíöì„þ £yœ„þy ö„þy˜ Color !¢öìœQ „þîû&˜Ð
5. Style xþ™Ÿöì̃ îû !˜öì‰þîû ²Ìí› öÝþ:Ýþ îöì:îû vþyvþz̃  xÄyöìîûyö“þþ !„Ïþ„þ „þöìîû– !˜öì‰þîû !”öì„þ S!˜Á¬†y›# “þ#îû ~V vÈþy† „þîûö“þþ íy„%þ˜Ð öŸöì¡ì

~„þ!Ýþ Pattern !¢öìœQ „þîû&˜Ð
6. Style xþ™Ÿöì̃ îû !˜öì‰þîû !m“þþ#ëû öÝþ:Ýþ îöì:îû vþyvþz̃  xÄyöìîûyöì“þþ !„Ïþ„þ „þöìîû † y‘þü ö„þy˜ „þyœyîû !¢öìœQ „þîû&˜Ð
îvÅþyîû ~î‚ öŸ!vþ‚
7. öŸöì¡ì OK „þîû&˜Ð xyþ™˜yîû !¢öìœQ „þîûy xîöì‹Q ¢%̈ îû Pattern !”öìëû þ™)’Å £öìîÐ
Reverse S„þyöìœyîû ›öì•Ä ¢y”yV öœ…y
Reverse öœ…y xíÅyê „þyöìœyîû ›öì•Ä ¢y”y öœ…y MS word ~îû ~„þ!Ýþ =îû&cþ™)’Å xþ™Ÿ˜– ~‹˜Ä öœ…y!Ýþöì„þ Box îy öÝþ!îöìœîû ~„þ!Ýþ

Cell ~îû ›öì•Ä öœ…y vþz!‰þêÐ !˜öì‰þîû „þ›yuþ=öìœy šþöìœy „þîû&˜Ð
1. ²Ìöìëûy‹˜#ëû öÝþ:Ýþöì„þ ~„þ!Ýþ Text îöì:îû ›öì•Ä !œ…%̃ Ð öë›˜ éôé “RKMSCC”

xíîy
vþöì„þyöì›öìrÝþ RKMSCC !œöì… ~!Ýþ Block „þîû&˜ ~î‚ ö› %̃ öíöì„þ Insert > Table „þ›yuþ !”˜Ð ~„þ!Ýþ Cell ~îû ›öì•Ä öœ…y £öìîÐ ~…˜

Cell ~îû vþyöì̃ /îyöì› þ™öìëûrÝþyîû xy˜öìœ !m›%…# “þ#îû xy¢öìîÐ vþyöì̃  ~î‚ îyöì› vÈþy† „þöìîû Cell !Ýþ öŠéyÝþ „þîû&˜Ð
RKMSCC

2. Home Ribbon ~îû Paragraph „þ›yuþ@ùÌöìþ™îû öŸ¡ì „þ›yuþ Border and Shading …(0) !¢öìœQ „þîû&˜ ~î‚ vþyëûyœ† î: xy¢öìœ
Shading ÝþÄyî !¢öìœQ „þîû&˜Ð

3. Fill „þyœyîû „þyœ (Black) ~î‚ Style xþ™Ÿ˜ öíöì„þ 100% îy Solid !¢öìœQ „þîû&˜Ð „þyöìœyîû ›yöìGþ „þyöìœy öœ…y £y!îûöìëû ëyöìîÐ
4. öœ…y!Ýþ ›yvþz¢ vÈþy† „þöìîû Block „þîû&˜Ð

RKMSCC

5. Home Ribbon öíöì„þ Font Color xþ™Ÿ˜ öíöì„þ White !¢öìœQ „þîû&˜Ð
6. öŸöì¡ì OK „þîû&˜Ð „þyöìœy Fill ~îû ›yöìGþ ¢y”y öœ…y £öìîÐ

RKMSCC

vþzöìÍÔ…Ä Text Box îy Table ˜y !˜öìœ ¢Á™)’Å œy£z̃  ‹%öìvþü „þyœ (Black) Fill xy¢öìîÐ Text Box îy öÝþ!îœ ö˜çëûyîû „þyîûöì’ öœ…y!Ýþ ›%¦þ
„þîûy ëyöìîÐ

Page Border ÷“þþîû# „þîûy
vþöì„þyöì›öìrÝþ Text îvÅþyöìîûîû ›“þþ ¢›hßþ þ™,Ûþy ‹%öìvþü îvÅþyîû ö”çëûy ëyëûÐ „þöìëû„þ!Ýþ þ™,Ûþy¢£ ~„þ!Ýþ vþöì„þyöì›rÝþ / šþy£zœ …%öìœ !˜öì‰þîû „þ›yuþ=öìœy

²Ìöìëûy† „þîû&˜Ð
Steps

1. ~„þy!•„þ þ™,Ûþy ¢Áº!œ“þþ vþöì„þyöì›öìrÝþîû öë ö„þy˜ ßþiyöì̃  „þy¢Åîû îûy…%̃ Ð
2. Home Ribbon ~îû Paragraph „þ›yuþ@ùÌöìþ™îû öŸ¡ì „þ›yuþ Border and Shading …!¢öìœQ „þîû&˜Ð (Alt + O, B) Border and

Shading vþyëûyœ† î: xy¢öìîÐ
3. vþyëûyœ† î: öíöì„þ !m“þþ#ëû ÝþÄyî xíÅyê Page Border ÝþÄyî !¢öìœQ „þîû&˜Ð

Chapter - 10Chapter - 10Chapter - 10Chapter - 10Chapter - 10
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4. Setting ~îû !m“þþ#ëû xþ™Ÿ˜ xíÅyê Box !¢öìœQ „þîû&˜ (Alt + X) Ð ›yöìGþîû „þœyöì›îû Style xþ™Ÿ˜ öíöì„þ öë ö„þy˜ Style, Color

öíöì„þ öë ö„þy˜ Color ~î‚ Width xþ™Ÿ˜ öíöì„þ îvÅþyöìîûîû þ™%îû&_́ !˜îÅy‰þ̃  „þöìîû öÝþ:Ýþ îvÅþyöìîûîû ›“þþ îvÅþyìîû !˜îÅy‰þ̃  „þîûy ëyëûÐ xy›îûy Art îvÅþyîû
!̃ îÅy‰þ̃  „þîûöìîyÐ

5. ›yöìGþîû „þœyöì›îû öŸ¡ì xþ™Ÿ˜ xíÅyê Art xþ™Ÿöì̃ îû !˜öì‰þîû öÝþ:Ýþ îöì:îû vþyvþz̃  xÄyöìîûyö“þþ !„Ïþ„þ „þîû&˜Ð ~„þ!Ýþ vþyëûyœ† î: xy¢öìîÐ
6. Yes îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð
7. Install öŸöì¡ì !î!¦þ§¬ •îûöì̃ îû Art îvÅþyîû xy¢öìîÐ

Fig 10.1

8. ~…ỹ  öíöì„þ þ™Šé̈ ›“þþ îvÅþyîû !̃ •Åyîû’ „þîû&˜Ð Art xþ™Ÿöì̃ îû vþzþ™öìîû– Width xþ™Ÿöì̃ îû vþyvþz̃  xÄyöìîûyöì“þþ !„Ïþ„þ „þöìîû îvÅþyîû !‰þ„þ˜ / ö›yÝþy
„þîû&˜Ð

9. öŸöì¡ì OK „þîû&˜ xíîy „þ# öîyvÅþ öíöì„þ Enter ö²Ì¢ „þîû&˜Ð

Fig. – 10.2



70

RKMSWS MS Word

Border, Shading, Pattern “%þöìœ öšþœy
Pattern, Table, Text Box öÝþ:Ýþ– Drawing £z“þþÄy!”ö“þþ Border, Shading, Pattern £z“þþÄy!” ö”çëûyîû þ™îû £zFŠéy „þîûöìœ “%þöìœ öšþœy

ëyëûÐ !˜öì‰þîû Step =öìœy x %̃¢îû’ „þîû&˜Ð
1.  Border, Pattern, Shading £z“þþÄy!” ö”çëûy xîöì‹Q öë›˜ éôé öÝþ:Ýþ– Picture, Table £z“þþÄy!” !¢öìœQ (Block) „þîû&˜Ð
2. Home Ribbon ~îû Paragraph „þ›yuþ@ùÌ&þ™ öíöì„þ Border and Shading !¢öìœQ „þîû&˜Ð Border and Shading vþyëûyœ† î:

xy¢öìîÐ
3.  (a) Border ö“þþyœyîû ‹˜Ä Border ÝþÄyî !¢öìœQ „þîû&˜ ~î‚ Setting xþ™Ÿöì̃ îû ²Ìí› xþ™Ÿ˜ None !¢öìœQ „þîû&˜Ð

Fig. – 10.3

(b) Page Border öì“þþyœyîû ‹˜Ä !m“þþ#ëû ÝþÄyî xíÅyê Page Border ÝþÄyî !¢öìœQ „þîû&˜ ~î‚ Setting xþ™Ÿ˜ öíöì„þ None !¢öìœQ
„þîû&˜Ð

(c) Shading ~î‚ Pattern ö“þþyœyîû ‹˜Ä öŸ¡ì ÝþÄyî Shading !¢öìœQ „þîû&˜ ~î‚ Fill xþ™Ÿ˜ öíöì„þ No Color !¢öìœQ „þîû&˜Ð
4. ¢îöìŸöì¡ì OK „þîû&˜ xíîy „þ# öîyvÅþ öíöì„þ Enter ö²Ì¢ „þîû&˜Ð
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Fig. – 10.4

¢›hßþ Border, Shading, Pattern ~î‚ Page Border vþzöìàþ ëyöìîÐ
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Header ~ÓÇ ~ÓÇ ~ÓÇ ~ÓÇ ~ÓÇ Footer

!î!¦þ§¬ •îûöì̃ îû †öìÒîû î£z– öÝþ:Ýþ î£z îy ¢y®y!£„þ ›Äy†y!‹öì̃  ö”…y ëyëû ²Ì!“þþ!Ýþ þ™,Ûþyîû vþzþ™öìîû î£zöìëûîû ˜y› îy ö„þy˜ @ùÌy!šþ: íyöì„þÐ öë›˜
éôé xy›yöì”îû ~£z î£z!Ýþöì“þþ ²Ì!“þþ!Ýþ þ™,Ûþyîû vþzþ™öìîû Microsoft Word öœ…y xyöìŠé– ~=!œöì„þ Header îöìœÐ xyîyîû xöì̃ „þ î£zöìëûîû öÇþöìe !˜öì‰þîû
!”öì„þ î£zöìëûîû ˜y› îy vþzöìÍÔ…öìëy†Ä ö„þy˜ öÝþ:Ýþ– ö„þy˜ @ùÌy!šþ: îy þ™,Ûþy ˜yÁºyîû íyöì„þ– ~=!œöì„þ Footer îöìœÐ

¢%“þþîûy‚ vþzþ™öìîûîû =!œ Header ~î‚ !˜öì‰þîû =!œ Footer xyîû vþzöìÍÔ…öìëy†Ä îÄyþ™yîû £öìFŠé ~£z Header îy Footer ö„þ ²Ì!“þþ!Ýþ þ™,Ûþyëû
öœ…yîû ²Ìöìëûy‹˜ £ëû ˜yÐ ~„þ þ™,Ûþyö“þþ !œ…öìœ î£z!Ýþ xíÅyê vþöì„þyöì›rÝþ!Ýþ ë“þþ þ™,Ûþyîû ö£y„þ ˜y ö„þ˜– ²Ì!“þþ!Ýþ þ™Ûþyëû Header îy Footer

xöìÝþyöì›!Ýþ„þ îöì¢ ëyöìîÐ …%î ¢£öì‹£z vþöì„þyöì›öìrÝþ Header îy Footer ¢‚öìëy‹˜ „þîûy ëyëûÐ
Header îy Footer ~ öÝþ:Ýþ– @ùÌy!šþ: Šéyvþüyç “þy!îû…– ¢›ëû– þ™,Ûþy ˜yÁºyîû– šþy£zöìœîû ˜y› £z“þþÄy!” ö”çëûy ëyöìîÐ ö‹yvþü îy öîöì‹yvþü öþ™öì‹

xyœy”y xyœy”y ö£vþyîû îy š%þÝþyîû ö”çëûy ëyëûÐ ²Ìí› þ™,Ûþyö“þþ ö£vþyîû îy š%þÝþyîû ˜y ö”çëûy xíîy xyœy”y ö£vþyîû š%þÝþyîû ö”çëûyîû îÄîßþiy xyöìŠéÐ
!˜öì‰þîû vþöì„þyöì›öìrÝþ Header ~î‚ Footer œÇþÄ „þîû&˜Ð

Fig. – 11.1

vþzöìÍÔ…Ä „þöìëû„þ!Ýþ þ™,Ûþy ¢Áº!œ“þþ ~„þ!Ýþ vþöì„þyöì›ìrÝþ …%œ%̃ Ð vþöì„þyöì›öìrÝþ Header, Footer ö”çëûyîû ‹˜Ä !˜öì‰þîû „þ›yuþ=öìœy ²Ìöìëûy† „þîû&˜Ð
Insert Ribbon öíöì„þ Header „þ›yuþ ~ !„Ïþ„þ „þîû&˜ (Alt + V, H)Ð Built In ˜y›„þ vþyëûyœ† îöì: xöì˜„þ Header xþ™Ÿ˜ xy¢öìîÐ
Header Editor xy¢öìîÐ Header Text Area ö“þþ „þy¢Åîû xîßþiy˜ „þîûöìîÐ ~…yöì̃  ²Ìöìëûy‹˜#ëû öÝþ:Ýþ !œ…ö“þþ £öìî xíîy Copy, Paste

„þöìîû ²Ìöìëûy‹˜#ëû @ùÌy!šþ: ¢‚öìëy‹˜ „þîûö“þþ £öìîÐ

Fig. – 11.2

Chapter - 11Chapter - 11Chapter - 11Chapter - 11Chapter - 11
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~î‚ Header & Footer Tools (Design) ˜y›„þ ˜“þ%þ˜ !îûî˜ ö”…y ëyöìîÐ

Fig. – 11.3

~…˜ xy›îûy ²Ì!“þþ!Ýþ þ™,Ûþyëû Microsoft Word öœ…y!Ýþ ¢‚öìëy‹˜ „þîûöìîyÐ
1. Text ~!îûëûyö“þþ Microsoft Word !œ…%̃  ~î‚ Font ¢y£z‹ ~„þÝ%þ îvþü ~î‚ Bold ¢£ £zFŠéy›“þþ Format „þîû&˜Ð xîŸÄ£z öÝþ:Ýþ îÏ„þ

„þöìîû Left Alignment „þîû&˜Ð

Fig. – 11.4

~…˜ Footer ¢‚öìëy‹˜ „þîûöì“þþ £öìîÐ Design Ribbon ˜y›„þ ˜“þ%þ˜ !îûî˜ öíöì„þ îy !”öì„þ Footer „þ›yuþ ~ !„Ïþ„þ „þîû&˜Ð
Header ~îû ›“þþ˜ Footer ~îûç xöì˜„þ Footer xþ™Ÿ˜ xy¢öìîÐ ~…y˜ öíöì„þ xyþ™˜yîû ²Ìöìëûy‹˜#ëû ~î‚ þ™Šé¨›“þþ Footer ÞÝþy£zœ

!¢öìœQ „þîûy ëyöìîÐ ²Ìí› ÞÝþy£zœ!Ýþ !¢öìœQ „þîû&˜Ð „þy¢Åîû Footer Text Area ö“þþ ëyöìîÐ
Design !îûîöì̃  Go to Header xþ™Ÿöì̃  !„Ïþ„þ „þîû&˜Ð xþ™Ÿ˜!Ýþ ¢%£zöì‰þîû ›“þþ „þy‹ „þîûöìîÐ xíÅyê ~„þîyîû !„Ïþ„þ „þîûöìœ „þy¢Åîû Header Text

Area ö“þþ ëyöìîÐ

Fig. – 11.5

xyîyîû Go to Footer xþ™Ÿöì̃  !„Ïþ„þ „þîûöìœ „þy¢Åîû Footer Text Area ö“þþ ëyöìîÐ
Go to Footer xþ™Ÿöì̃  !„Ïþ„þ „þöìîû xíîy ›yvþz¢ þ™öìëûrÝþyîû !”öìëû !„Ïþ„þ „þöìîû Footer Editor (Footer Text Area) ~ xy¢%̃ Ð

Fig. – 11.6

2. ~…˜ ²Ìöìëûy‹˜#ëû Text !œ…öì“þþ £öìî xíîy Copy, Paste „þöìîû @ùÌy!šþ: ¢‚öìëy‹˜ „þîûöì“þþ £öìîÐ xy›îûy þ™,Ûþy ˜yÁºyîû ö”îÐ öë›˜ 1,

2, 3 £z“þþÄy!”Ð
3. Footer Text Area ö“þþ „þy¢Åîû îûy…%̃ Ð Design !îûîöì̃ îû îy› !”„þ öíöì„þ 3ëû x™Ÿ˜ xíÅyê Page Number ~ !„Ïþ„þ „þîû&˜Ð
4. Design !îûîöì̃ îû öŸ¡ì xþ™Ÿì̃  Close îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð Header ~î‚ Footer î: îõþ £öìîÐ „þy¢Åîû öþ™öì‹ xîßþiy˜ „þîûöìîÐ
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xíîy– öþ™öì‹îû vþzþ™îû vþyîœ !„Ïþ„þ „þîû&˜Ð „þy¢Åîû öþ™öì‹ xîßþiy˜ „þîûöìîÐ xyîyîû Header îy Footer ~ vþyîœ !„Ïþ„þ „þîûöìœ „þy¢Åîû Header

îy Footer ~îû Text Area ö“þþ xîßþiy˜ „þîûöìîÐ

Fig. – 11.7

²Ì!“þþ!Ýþ þ™,Ûþyëû !†öìëû Header ~î‚ Footer ö”…%̃ Ð
Insert Header - ö£vþyöìîû ˜“þ%þ˜ ö£vþyîû ÞÝþy£zœ ö”ëûy ëyëûÐ
Insert Footer - š%þÝþyöìîû ˜“þ%þ˜ š%þÝþyîû ÞÝþy£zœ ö”…y ëyëûÐ
Insert Page Number - öþ™öì‹îû vþzþ™öìîû– !˜öì‰þ– ›y!‹Åöì̃ îû ¢yöìí £z“þþÄy!” ßþiyöì̃  öþ™‹ ˜yÁºyîû ö”ëûy ëyëûÐ
Insert Date & Time - „þ!Á™vþzÝþyöìîûîû î“þÅþ›y˜ “þy!îû…– î“þÅþ›y˜ ¢›ëû ö£vþyîû / š%þÝþyöìîû îöì¢ ëyöìîÐ
Insert Quick Parts - ö£vþyîû/š%þÝþyöìîû xöìÝþy Text ¢‚öìëy‹˜ „þîûy ëyëûÐ
Insert Picture - „þ!Á™vþzÝþyöìîûîû î“þÅþ›y˜ Šé!î ö£vþyîû / š%þÝþyöìîû îöì¢ ëyöìî Ð
Insert Clip Art - „þ!Á™vþzÝþyöìîûîû î“þÅþ›y˜ Clip Art ö£vþyîû / š%þÝþyöìîû îöì¢ ëyöìîÐ
Different First Page - ²Ìí› þ™,Ûþyëû xyœy”y ö£vþyîû / š%þÝþyîû îöì¢ !„þ˜y– £z“þþÄy!” ¢‚e«yhsþ xþ™Ÿ˜ xy¢öìîÐ
Different Odd & Even Pages - ö‹yvþü ç öìîöì‹yvþü þ™,Ûþyëû xyœy”y ö£vþyîû / š%þÝþyîû îöì¢ !„þ˜y– £z“þþÄy!” ¢‚e«yhsþ xþ™Ÿ˜ xy¢öìîÐ
Go To Header and Go To Footer - ~£z îyÝþöì̃  ”%!Ýþö“þþ !„Ïþ„þ „þîûöìœ „þy¢Åîû Switch „þîûöìîÐ xíÅyê Header Editor öíöì„þ Footer

Editor îy Footer Editor öíöì„þ Header Editor ~ xîßþiy˜ „þîûöìîÐ
þShow Previous - ™)îÅî“þÅþ# þ™,Ûþyîû ö£vþyîû / š%þÝþyöìîû „þy¢Åîû ›%¦þ „þöìîûÐ
Show Next - þ™îûî“þÅþ# þ™,Ûþyîû ö£vþyîû / š%þÝþyöìîû „þy¢Åîû ›%¦þ „þöìîûÐ
Show / Hide Document Text - vþöì„þyöì›öìrÝþîû öÝþ:Ýþ ²Ì”ŸÅ˜ ~î‚ œ%„þyöì̃ yîû „þy‹ „þîûöìîÐ
Header From Top - Top £öì“þþ ö£vþyöìîûîû ”)îûcÐ
Footer From Bottom – Bottom £öì“þþ š%þÝþyöìîûîû ”)îûcÐ
Close ö£vþyîû / š%þÝþyîû ~!vþÝþîû îõþ £ëû ~î‚ vþöì„þyöì›öìrÝþ „þy¢Åîû xîßþiy˜ „þöìîûÐ
Header and Footer Edit „þîûy
~„þîyîû ö£vþyîû / š%þÝþyîû ö”çëûyîû þ™öìîû “þy þ™!îûî“þÅþ˜ „þîûyîû ”îû„þyîû £öì“þþ þ™yöìîûÐ ö£vþyîû / š%þÝþyîû ö”çëûyîû ›“þþ ~„þ£z !˜ëûöì› Editor ~ !†öìëû

þ™!îûî“þÅþ˜ îy ¢‚öìŸy•˜ „þîûy ëyëûÐ
Steps

1. Insert Ribbon öíöì„þ Header !¢öìœQ „þîû&˜Ð Header Editor xy¢öìîÐ
2. ²Ìöìëûy‹˜#ëû x‚Ÿ !¢öìœQ „þöìîû þ™!îûî“þÅþ˜ îy ¢‚öìŸy•˜ „þîû&˜Ð
3. Go To Footer îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð Footer Editor xy¢öìîÐ
4. ²Ìöìëûy‹˜#ëû x‚Ÿ !¢öìœQ „þöìîû þ™!îûî“þÅþ˜ îy ¢‚öìŸy•˜ „þîû&˜Ð
5. öŸöì¡ì Close îyÝþöì̃  !„Ïþ„þ „þöìîû vþöì„þyöì›öìrÝþ !šþöìîû xy¢%̃ Ð
Header and Footer “%þöìœ ö”çëûy
vþöì„þyöì›öìrÝþ Header / Footer ¢‚öìëy‹öì̃ îû þ™îû xyîyîû “%þöìœ öšþœyîû ”îû„þyîû £öì“þþ þ™yöìîûÐ Header / Footer ö”çëûyîû ›“þþ£z “%þöìœ öšþœyîû

„þy‹!Ýþç ¢£‹Ð !˜öì‰þîû „þ›yuþ=öìœy îÄî£yîû „þîû&˜Ð
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Steps

1. Insert Ribbon öíöì„þ Header !¢öìœQ „þîû&˜Ð Header Editor xy¢öìîÐ œÇþÄ „þîû&˜ Header Text Area ö“þþ „þy¢Åîû xîßþiy˜
„þîûöìŠéÐ

2. Header Text Area öíöì„þ ²Ìöìëûy‹˜#ëû öÝþ:Ýþ / @ùÌy!šþ: £z“þþÄy!” !¢öìœQ „þöìîû „þ# öîyvÅþ öíöì„þ Delete îy Back Space „þ# ö²Ì¢
„þîû&˜Ð

3. Header Text Area öíöì„þ !¢öìœQ „þîûy xîöì‹Q ›%öìŠé ëyöìî xíÅyê vþöì„þyöì›öìrÝþîû ¢›hßþ öþ™‹ öíöì„þ ö£vþyîû !£¢yöìî ö”çëûy xîöì‹Q
›%öìŠé ëyöìîÐ

4. ~…˜ Footer ö›yŠéyîû ‹˜Ä Design Ribbon öíöì„þ Go To Footer îyÝþ˜ ~ !„Ïþ„þ „þîû&˜ Sxíîy ßþ;þœ „þîû&˜VÐ
5. Footer Text Area ö“þþ „þy¢Åîû xîßþiy˜ „þîûöìî ~î‚ Page Number ¢£ x˜Äy˜Ä Footer ö”çëûy íy„þöìœ ²Ì”!ŸÅ“þþ £öìîÐ
6. Text ¢£ ¢›hßþ Footer !¢öìœQ „þöìîû „þ# öîyvÅþ öíöì„þ Delete îy Back Space „þ# ö²Ì¢ „þîû&˜Ð Footer Editor öíöì„þ ¢›hßþ Footer

›%öìŠé ëyöìî xíÅyê vþöì„þyöì›öìrÝþîû ¢›hßþ öþ™‹ öíöì„þ Footer ›%öìŠé ëyöìîÐ
7. öŸöì¡ì Close îyÝþöì̃  !„Ïþ„þ „þöìîû vþöì„þyöì›öìrÝþ !šþöìîû xy¢%̃ Ð
Bullets and Numbering „þîûy
vþöì„þyöì›öìrÝþ xöì̃ „þ ¢›ëû œy£z̃  ~îû xyöì† xöìÝþyöì›!Ýþ„þ ˜yÁºy!îû‚ îy !¢Áºöìœîû ”îû„þyîû £ëû ~£z !¢Áºœ=!œöì„þ Bullet  îöìœÐ ²Ì!“þþ!Ýþ Enter

~îû ¢yöìí ¢yöìí ~„þ!Ýþ „þöìîû Number îy Bullet îöì¢ ëyëûÐ xíîy „þöìëû„þ!Ýþ þ™Äyîûy ~„þ¢yöìí îÏ„þ „þöìîû Number îy Bullet „þ›yuþ ö”çëûy ëyëûÐ
!˜öì‰þîû Text ~ Number ~î‚ Bullet œÇþÄ „þîû&˜Ð

1. Drug Addiction is a great problem not only to a person or family but to the society.

2. It is one of the most fatal curses that have fallen on today’s youth.

3. It’s attacked and decayed them mentally and physically.

• Drug addiction is the taking of drugs which gradually destroy the normal activeness of the addict’s brain.

• There are many drugs that are taken.

• Such as bhang, ganja, hashish, morphine, LSD, cocaine, heroine and so on.

Fig. – 11.8

Bullet ö”çëûy
vþöì„þyöì›öìrÝþ Bullet ö”çëûyîû ‹˜Ä !˜öì‰þîû „þ›yuþ=öìœy x %̃¢îû’ „þîû&˜Ð
Steps

ö¢…y˜ öíöì„þ Bullet Öîû& „þîûöì“þþ ‰þy˜ ö¢…yöì̃  „þy¢Åîû ßþiyþ™˜ „þîû&˜Ð
Home Ribbon ~îû Paragraph „þ›yuþ îöì:îû ²Ìí› xþ™Ÿ˜ Bullet ~ !„Ïþ„þ „þîû&˜ (Alt + O, N) Ð
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Fig. – 11.9

~ xîßþiyëû xyþ™˜yîû ¢y›öì̃  Bullet vþyëûyœ† î: xy¢öìîÐ œÇþÄ „þîû&˜ Bullet Library ö“þþ ö›yÝþ 8!Ýþ ˜›%̃ y ö”çëûy xyöìŠéÐ
None îyöì” öë ö„þy˜ ~„þ!Ýþ !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜Ð öë›˜ éôé

Fig. – 11.10

öŸöì¡ì OK  îyÝþöì̃  !„Ïþ„þ „þîû&˜ xíîy „þ# öîyvÅþ öíöì„þ Enter ö²Ì¢ „þîû&˜Ð „þy¢Åîû vþöì„þyöì›öìrÝþ !šþöìîû xy¢öìîÐ ²Ì!“þþ œy£z̃  Ýþy£zþ™ „þîûyîû þ™îû
Enter ö²Ì¢ „þîûöìœ Bullet myîûy þ™îûî“þÅþ# œy£z̃  Öîû& £öìîÐ

Fig. – 11.11

Number ö”çëûy
vþöì„þyöì›öìrÝþ xöìÝþyöì›!Ýþ„þ Number ö”çëûyîû ‹˜Ä !˜öì‰þîû „þ›yuþ=öìœy x %̃¢îû’ „þîû&˜Ð
Steps

1. öë…y˜ öíöì„þ Number Öîû& „þîûöì“þþ ‰þy˜ ö¢…yöì̃  „þy¢Åîû ßþiyþ™˜ „þîû&˜Ð
2. Home Ribbon ~îû Paragraph û„þ›yuþ îöì:îû 2ëû xþ™Ÿ˜ Numbering ~ !„Ïþ„þ „þîû&˜ (Alt + O, N) ~ xîßþiyëû xyþ™˜yîû ¢y›öì̃

xy¢öìî Numbering vþyëûyœ† î:Ð
œÇþÄ „þîû&˜ Numbering Library ö“þþ ö›yÝþ 8!Ýþ ˜›%̃ y ö”çëûy xyöìŠéÐ
3. None îyöì” öë ö„þy˜ ~„þ!Ýþ ˜›%̃ yîû vþzþ™îû !„Ïþ„þ „öìîû !¢öìœQ „þîû&˜Ð öë›˜ éôé 1), 2), 3)
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Fig. – 11.12

4. öŸöì¡ì OK îyÝþöì̃  !„Ïþ„þ „þîû&˜ xíîy „þ#éôéöìîyvÅþ öíöì„þ Enter ö²Ì¢ „þîû&˜Ð „þy¢Åîû vþöì„þyöì›öìrÝþ !šþöìîû xy¢öìîÐ
5. ²Ì!“þþ œy£z̃  Ýþy£zþ™ „þîûyîû þ™îû Enter ö²Ì¢ „þîûöìœ Number myîûy þ™îûî“þÅþ# œy£z̃  Öîû& £öìîÐ

1V Ramkrishna Mission Shilpamondira

2V Ramkrishna Mission Shilpamondira

3V Ramkrishna Mission Shilpamondira

6. ”%£zîyîû Enter „þîûöìœ Number ‰þöìœ ëyöìîÐ
Outline Numbering „þîûy
~“þþÇþ˜ xy›îûy œy£z̃  îy þ™Äyîûy@ùÌyöìšþîû Öîû&öì“þþ Bullet îy Number !”öìëû!ŠéÐ þ™Äyîûy@ùÌyöìšþîû ›öì•Ä xyîyîû ¢yîþ™Äyîûy@ùÌyšþ ”îû„þyîû £öì“þþ

þ™yöìîûÐ ~!Ýþöì„þ ›y!ÎÝþöìœöìîœ ˜yÁºy!îû‚ îöìœÐ öë›˜ éôé
1) Multimedia Application

a) Graphics

b) Animation

c) Editing

2) Developing Application

a) Programming

b) Hardware

3) Ramakrishna Mission Shilpamandira

›y!ÎÝþ öœöìîœ ˜yÁºy!îû‚ ~îû öÇþöìe !˜öì‰þîû „þ›yuþ=öìœy ²Ìöìëûy† „þîûöì̃ Ð
Steps

1. ~„þ£z¦þyöìî öë…y˜ öíöì„þ ›y!ÎÝþöìœöìîœ Numbering Öîû& „þîûöì“þþ ‰þy˜ ö¢…yöì̃  „þy¢Åîû îûy…%̃ Ð
2. Home Ribbon ~îû Paragraph „þ›yuþ îöì:îû 3ëû xþ™Ÿ˜ Multilevel List ~ !„Ïþ„þ „þîû&˜Ð vþyëûyœ† î: xy¢öìîÐ
3. œÇþÄ „þîû&˜ Multilevel List Library ö“þþ ö›yÝþ 8 !Ýþ ˜›%̃ y ö”çëûy xyöìŠéÐ
4. None îyöì” öë ö„þy˜ ~„þ!Ýþ ˜›%̃ yö“þþ !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜Ð

11.13
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5. öŸöì¡ì OK îyÝþöì̃  !„Ïþ„þ „þîû&˜ xíîy „þ# öîyvÅþ öíöì„þ Enter ö²Ì¢ „þîû&˜Ð „þy¢Åîû vþöì„þyöì›öìrÝþ xîßþiy˜ „þîûöìîÐ
6. ²Ì!“þþ œy£z̃  Sîy þ™Äyîûy@ùÌyšþV Ýþy£zþ™ „þîûyîû þ™îû Enter ö²Ì¢ „þîûöìœ Number myîûy œy£z̃  Öîû& £öìîÐ „þ# öîyvÅþ öíöì„þ Tab ö²Ì¢ „þîûöìœ

¢yîéôéþ™Äyîûy Sœy£z̃ V ˜yÁºyîû Öîû& £öìîÐ

Fig. – 11.14

Bullet ç Number ÷“þþîû# „þîûy
~“þþÇþ’ !vþšþÎÝþ ö¢!Ýþ‚ x %̃¢yöîû Number ~î‚ Bullet !¢öìœQ „þîûyîû ²Ì!e«ëûy ‹y˜œy›Ð ~Šéyvþüy !˜öì‹îû ›“þþ Number ç Bullet ~îû

„þyœyîû– ¢y£z‹– Šé!î £z“þþÄy!” þ™!îûî“þÅþ˜ „þîûy ¢½þîÐ !˜öì‰þîû „þ›yuþ ²Ìöìëûy† „þîû&˜Ð
Steps

1. ~„þ£z¦þyöìî Home Ribbon ~îû Paragraph „þ›yuþ î: £ö“þþ Bullet vþyëûyœ† î: xy˜%˜Ð

Fig. – 11.15

2. öë ö„þy˜ ~„þ!Ýþ î%öìœÝþ ö¢Ýþ !¢öìœQ „þöìîû Define New Bullet îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð
Define New Bullet vþyëûyìœ† î: xy¢öìîÐ
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3. Font îyÝþöì̃  !„Ïþ„þ „þîûöìœ !î!¦þ§¬ •îûöì̃ îû Font xy¢öìîÐ ~…˜ öíöì„þ öë ö„þy˜ •îûöì̃ îû šþrÝþ !¢öìœQ ~î‚ šþöìrÝþîû „þyœyîû ¢y£z‹ £z“þþÄy!”
þ™!îûî“þÅþ̃  „þîûy ëyöìîÐ

4. Symbol îyÝþöì̃  !„Ïþ„þ „þîûöìœ– þ™”Åyëû Symbol vþyëûyœ† î: xy¢öìîÐ

Fig. – 11.16

~…y˜ öíöì„þ !î!¦þ§¬ •îûöì̃ îû !¢Áºœ !¢öìœQ „þöìîû OK „þîû&˜Ð ~…y˜ öíöì„þ Symbol ~îû ¢y£z‹– „þyœyîû £z“þþÄy!” !¢öœìQ „þîûy ëyöìîÐ
Bullet ~î‚ Number ›%öìŠé öšþœy
!î!¦þ§¬  •îûöì̃ îû Bullet ~î‚ Number ö”çëûyîû þ™îû ›%öìŠé öšþœö“þþ ‰þy£zöìœ !˜öì‰þîû „þ›yuþ=öìœy ²Ìöìëûy† „þîû&˜Ð
1. Bullet ~î‚ Number ö”çëûy þ™Äyîûy îy œy£z̃ =öìœy !¢öìœQ SîÏ„þV „þîû&˜Ð
2. Home Ribbon ~îû Paragraph „þ›yuþ î: £öì“þþ Bullet îy Numbering „þ›yuþ !”öìëû vþyëûyœ† î: xy˜%˜Ð
3. ¢‚!ÙÕÜT Library £öì“þþ None !¢öìœQ „öìîû OK „þîû&˜Ð

Fig. – 11.17
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£ẑ Ïu˛ Ï̂r›˛üò£ẑ Ïu˛ Ï̂r›˛üò£ẑ Ïu˛ Ï̂r›˛üò£ẑ Ïu˛ Ï̂r›˛üò£ẑ Ïu˛ Ï̂r›˛üò

xöì̃ „þ ¢›ëû !îöìŸ¡ì !îöìŸ¡ì öÇþöìe ö„þy˜ þ™Äyîûy@ùÌyšþ îy œy£z̃  !„þŠ%é ‹yëû†y öŠéöìvþü xíîy !„þŠ%éÝþy xyöì† öíöì„þ Öîû& „þîûyîû ˜y›£z £zöìuþöìrÝþŸ˜
îöìœÐ xíÅyê þ™Äyîûy@ùÌyšþöì„þ ›y!‹Å  ̃öíöì„þ Left îy Right !”öì„þ !„þŠ%éÝþy ¢!îûöìëû Öîû& „þîûyîû ˜y›£z £zöìuþöìrÝþŸ˜Ð !˜öì‰þîû Increase £zöìuþöìrÝþŸ˜!Ýþöì“þþ
þ™Äyîûy@ùÌyšþ!Ýþ îyöì› ‹yëû†y öîûöì… Öîû& £öìëûöìŠéÐ

Boys and girls come out to play. The moon does shine as bright as day. Leave your supper and leave your sleep, And

join your friends out in the street.

Come with good will or not at all. Up the ladder and down the wall. A half-penny loaf will serve us all, You

find milk and I’ll find Flour, And we’ll have a pudding in half-an-hour.

þ™Äyîûy@ùÌyšþ £zöìuþrÝþ „þîûy
‰þœ%̃  !˜öì‹îûy ~„þ!Ýþ þ™Äyîûy@ùÌyšþ £zöìuþrÝþ „þîûy ëy„þÐ ²Ìíöì› „þöìëû„þ!Ýþ þ™Äyîûy¢£ ~„þ!Ýþ šþy£zœ …%öìœ !˜˜Ð ›öì̃  „þ!îû !“þþ˜!Ýþ þ™Äyîûy¢£ šþy£zöìœîû

2ëû þ™Äyîûy!Ýþ £zöìuþrÝþ „þîûy £öìîÐ
Steps

1. ²Ìíöì› !m“þþ#ëû þ™Äyîûyîû Sx˜Ä þ™Äyîûyç £ö“þþ þ™yöìîûV öë ö„þy˜ ßþiyöì̃  !„Ïþ„þ „þöìîû „þy¢Åîû îûy…%̃ Ð
Boys and girls come out to play. The moon does shine as bright as day. Leave your supper and leave your sleep, And join

your friends out in the street.

Come with good will or not at all. Up the ladder and down the wall. A half-penny loaf will serve us all, You find milk and

I’ll find Flour, And we’ll have a pudding in half-an-hour.

2. Home Ribbon ~îû Paragraph „þ›yuþ@ù%Ìöìþ™îû vþyëûyœ† î: œy˜‰þyöìîû !„Ïþ„þ „þîû&˜Ð

Fig. – 12.1

3. Paragraph vþyëûyœ† î: xy¢öìîÐ îy› !”öì„þîû ›yGþy›y!Gþ Indentation xþ™Ÿöì̃ îû !˜öì‰þîû !”„þ öíöì„þ left xþ™Ÿ˜ îöì: !„Ïþ„þ „þöìîû 1
Ýþy£zþ™ „þîû&˜ xíîy xÄyöìîûy „þ# ö²Ì¢ „öìîû 1 !¢öìœQ „þîû&˜Ð

Chapter - 12Chapter - 12Chapter - 12Chapter - 12Chapter - 12
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Fig. – 12.2

4. öŸöì¡ì OK „þîû&˜Ð þ™Äyîûy!Ýþ îyöì› 1" š¤þþy„þy ‹yëû†y öîûöì… Öîû& £öìîÐ
Boys and girls come out to play. The moon does shine as bright as day. Leave your supper and leave your sleep, And join

your friends out in the street.

Come with good will or not at all. Up the ladder and down the wall. A half-penny loaf will serve us all, You find milk and

I’ll find Flour, And we’ll have a pudding in half-an-hour.

vþzöìÍÔ…Ä ~¦þyöìî Right xþ™Ÿöì̃ ç ¢‚…Äy !œöì… îy xÄyöìîûy „þ# myîûy !˜•Åyîû’ „þöìîû Decrease Indent „þîûy ëyëûÐ ~Šéyvþüy !˜!”ÅÜT þ™Äyîûy
!¢öìœQ „þöìîû Ý%þœîyöìîûîû Increase Indent îy Decrease Indent îyÝþöì̃  !„Ïþ„þ „þöîûç £zöìuþrÝþ „þîûy ëyëûÐ
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Spelling ~ÓÇ ~ÓÇ ~ÓÇ ~ÓÇ ~ÓÇ Grammer ôÓ˚#«˛y ôÓ˚#«˛y ôÓ˚#«˛y ôÓ˚#«˛y ôÓ˚#«˛y

Word myîûy ¢£öì‹£z vþöì„þyöì›öìrÝþîû Spell Sîy˜y˜V ~î‚ @ùÌy›yîû þ™îû#Çþy „þîûy ëyëûÐ ~‹˜Ä Word ~ !vþšþÎÝþ ö²Ìy@ùÌy› ö¢!Ýþ‚ xyöìŠé ~î‚
~„þœöìÇþîûç vþzþ™öìîû Ÿ· ¢£ ~„þ!Ýþ !vþ„þŸ˜yîû# ¢‚öìëy‹˜ „þîûy xyöìŠéÐ ö„þy˜ Word !vþ„þŸ˜yîû#îû Ÿöì·îû ¢yöìí ˜y !›œöìœ ö¢!Ýþöì„þ ¦%œ !£öì¢öìî
¢˜y_« „þöìîû ¦þ%œ öœ…y Ÿ·!Ýþîû ¢yöìí !›œ öîûöì… xyîûç „þyŠéy„þy!Šé „þöìëû„þ!Ýþ Ÿ· ö”…yöìîÐ ~…y˜ öíöì„þ ¢!àþ„þ!Ýþ öîöìŠé !˜öìëû Change „þöìîû
!”öì“þþ £öìîÐ

~„þ!Ýþ !î¡ìëû ›öì̃  îûy…öì“þþ £öìî– îy˜y˜ þ™îû#Çþy „þîûyîû öÇþöìe xÄyöì›!îû„þy˜ !vþ„þŸ˜yîû# îÄî£*“þþ £ëûÐ ö¢‹˜Ä !îÊ!ÝþŸ ö„þy˜ ¢!àþ„þ Ÿ·öì„þç
¦%þœ !£¢yöìî •îûöì“þþ þ™yöìîûÐ öë›˜ éôé Honour ö„þ ¦%þœ !£¢yöìî •öìîû Honor ÷“þþîû# „þîûyîû þ™îûy›ŸÅ !”öì“þþ þ™yöìîûÐ ~Šéyvþüyç öë ö„þy˜ ˜y› (Noun)

ö„þ !vþ„þŸ˜yîû# ¦%þœ !£¢yöìî •îûöìî „þyîû’ ~=!œ !vþ„þŸ˜yîû#ö“þþ ˜y£zÐ ë!”ç ¦%þœ !£öì¢öìî •îûy Ÿ·!Ýþ ¢!àþ„þ £öìëû íyöì„þ “þöìî ö„þy˜ þ™!îûî“þÅþ˜ ˜y
„þöìîû ~!vþüöìëû ëyîyîû îÄîßþiy xyöìŠéÐ

1. ²Ìíöì› !„þŠ%é ¦%þœ îy˜y˜ ~î‚ Noun ¢£ „þöìëû„þ þ™Äyîûy Ýþy£zþ™ „þîû&˜Ð £zFŠéy „þöìîû !„þŠ%é Noun ~î‚ ¦%þœ îy˜y˜ ç @ùÌy›yîû¢£ Ýþy£zþ™ „þîû&˜Ð
öë›˜ éôé

Jessore City College is onee of the best college in Jessore. Shamim is onee of the student of the college. He is a

young amicable ………. He go to college regularly.

Jessore is a metro city. Onee day Shamim meet with Tabassum. Tabassum is is of the college. She go to college also

a student. Her home town is Jessore. Onee day they discover a thing.

2. ~…˜ vþöì„þyöì›öìrÝþîû ¢îöì‰þöìëû ²Ìíöì› „þy¢Åîû îûy…%̃ Ð
3. Review !îûî˜ öíöì„þ ²Ìí› „þ›yuþ Spelling and Grammar ~ !„Ïþ„þ „þîû&˜Ð (Review  > Spelling and Grammar)

Fig. – 13.1

4. Spelling and Grammar vþyëûyœ† î: xy¢öìîÐ

Fig. – 13.2

œÇþÄ „þîû&˜ vþzþ™öìîû îy›!”öì„þ Not in Dictionary xþ™Ÿöì̃ îû ›öì•Ä Jessore Ÿ·!Ýþ œyœ îûöì̂ îû £öìëû ö”…y ëyöìFŠé ~î‚ !˜öì‰þ Suggestion’s

îöì: „þyŠéy„þy!Šé xyîûç !„þŠ%é Ÿ· ö”…y ëyöìFŠéÐ ë!”ç Ÿ·!Ýþîû îy˜y˜ !àþ„þ xyöìŠé !„þlsþ Noun ~îû „þyîûöì’ ¦%þœ !£öì¢öìî •îûy £öìëûöìŠéÐ ¢%“þþîûy‚

Chapter - 13Chapter - 13Chapter - 13Chapter - 13Chapter - 13
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xy›îûy ~!Ýþöì„þ þ™!îûî“þÅþ̃  ˜y „þöìîû ~!vþüöìëû ëyî xíÅyê Ignore „þîûöìîyÐ xy›îûy îy˜y˜ þ™îû#Çþyîû þ™yŸyþ™y!Ÿ @ùÌy›yîû þ™îû#Çþy „þîûöì“þþ ‰þy£zÐ ö¢‹˜Ä
vþyëûyœ† îöì:îû ~„þ”› !˜öì‰þ Check grammar xþ™Ÿöì̃ îû îyöì›îû ö‰þ„þ î: !¢öìœQ S!Ýþ„þ ›y„ÅþV xyöìŠé !˜!Øþ“þþ £öìëû !˜˜Ð

5. Check grammar xþ™Ÿ˜ !¢öìœQ ˜y íy„þöìœ îöì: !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜Ð !Ýþ„þ !‰þ£« xy¢öìî ~î‚ îy˜yöì̃ îû ¢yöìí ¢yöìí @ùÌy›yîûç
þ™îû#Çþy Öîû& £öìîÐ xyîûç œÇþÄ „þîû&˜ îöì:îû vþy˜!”öì„þ Ignore Once / Ignore, Ignore All, Add to Dictionary / Add, Change £z“þþÄy!”
îyÝþ˜ îûöìëûöìŠéÐ

6. îöì:îû vþy˜!”„þ öíöì„þ Ignore Once îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð „þy¢Åîû ~!Ýþöì„þ þ™!îûî“þÅþ̃  ˜y „þöìîû þ™îûî“þÅþ# ¦%þœ Ÿ· Onee öœ…yöì„þ œyœ
îûöì̂ îû ›y„Åþ „þöìîû •îûöìî ~î‚ Suggestions îöì: „þyŠéy„þy!Šé ¢!àþ„þ „þöìëû„þ!Ýþ Ÿ· ö”…yöìîÐ

7. vþyëûyœ† îöì:îû îy›!”„þ öíöì„þ ¢!àþ„þ Ÿ·!Ýþ xíÅyê One öœ…y !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜ ~î‚ vþy˜!”„þ öíöì„þ Change îyÝþöì̃  !„Ïþ„þ
„þîû&˜Ð

Onee ¦%þœ öœ…y!Ýþ One öœ…y myîûy þ™!îûî!“þÅþ“þþ £öìî ~î‚ þ™îûî“þÅþ# Noun S˜y›V Jessore öœ…yöì„þ xyîyîûç œyœ îûöì̂ îû ›y„Åþ¢£ •îûöìîÐ
Suggestions îöì:ç „þyŠéy„þy!Šé ¢!àþ„þ „þöìëû„þ!Ýþ Ÿ· ö”…yöìîÐ ë!” ²Ìí›îyîû Ignore ~îû þ™!îûîö“þÅþ Ignore All îyÝþöì̃  !„Ïþ„þ „þîûy £öì“þþy “þöìî
~îyîû Jessore Ÿ·!Ýþ xyîû •îûö“þþy ˜yÐ xíÅyê ö„þy˜ Ÿöì· Ignore All îyÝþöì̃  ~„þîyîû !„Ïþ„þ „þîûöœì î“þÅþ›y˜ vþöì„þyöì›öìrÝþ ú Ÿ·!Ýþ ë“þþîyîû£z
íy„%þ„þ xyîû •îûöìî ˜yÐ

8. vþy˜!”„þ öíöì„þ Ignore All îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð Jessore Ÿ·!Ýþîû ö„þy˜ þ™!îûî“þÅþ˜ ˜y „þöìîû xyîyîûç œy£z̃ !Ýþîû ²Ìí› !”öì„þ city ö„þ
•îûöìî– “þöìî ~îyîû– ¢î%‹ îû‚öìëû xíÅyê Grammar ¦%þœ !£¢yöìîÐ Suggestions îöì: City xíÅyê ¢!àþ„þ Ÿ·!Ýþ ö”…yöìîÐ

9. vþy˜ !”„þ öíöì„þ Change îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð ~öìÇþöìe Grammar ¦þ%œ !£¢yöìî City îû C öŠéyÝþ £yö“þþîû (c) !ŠéœÐ
10. City Ÿ·!Ýþîû þ™!îûî“þÅþ˜ „þöìîû xyîyîûç œy£z̃ !Ýþ öíöì„þ Grammar ¦%œþ !£¢yöìî College ö„þ •îûöìîÐ Suggestions îöì: Colleges

xíÅyê ¢!àþ„þ Ÿ·!Ýþ ö”…öìîÐ vþy˜!”„þ öíöì„þ Change îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð
~îyîû þ™îûî“þÅþ# ̃ y› Shamim ö„þ •îûöìîÐ öëöì“þ”%þ Shamim ˜y›!Ýþ vþöì„þyöì›öìrÝþ „þöìëû„þîyîû îÄî£yîû £öìëûöìŠé ö¢‹˜Ä ~!Ýþç öë˜ xyîû ˜y •öìîû

ö¢£z „þ›yuþ !”öì“þþ £öìîÐ
11. xyîyîûç vþy˜!”„þ öíöì„þ Ignore All îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð
vþzöìÍÔ…Ä Ignore All ~îû þ™!îûîö“þÅþ Add îyÝþöì̃  !„Ïþ„þ „þîûöìœ Ÿ·!Ýþ ßþiyëû#¦þyöìî !vþ„þŸ˜yîû#ö“þþ öíöì„þ öë“þþ ~î‚ î“þÅþ›y˜ vþöì„þyöì›rÝþ¢£

File>New „þ›yuþ !”öìëû Word ~ ö…yœy x˜Ä ö„þy˜ vþöì„þyöì›öìrÝþ xyîû ~£z Ÿ·!Ýþ ¦%þœ !£¢yöìî •îûöìî ˜yÐ
12. ëy£z ö£y„þ œÇþÄ „þîû&˜ Shamim Ÿ·!Ýþîû ö„þy˜ þ™!îûî“þÅþ̃  ˜y „þöìîû þ™îûî“þÅþ# Grammar ¦%þœ go öœ…yöì„þ ¢î%‹ îûöì̂ îû ›y„Åþ¢£ •îûöìîÐ

vþy˜!”„þ öíöì„þ Change îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð
~…yöì̃  ö„þy˜ îy˜y˜ ¦%þœ íy„þöìœç @ùÌy›yîû ¦%þœ xyöìŠé „þyîû’ He go ~îû þ™!îûîöì“þÅþ He goes £öìîÐ go vþyëûyœ† îöì:îû Suggestions

xþ™Ÿ˜ öíöì„þ goes !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜ ~î‚ vþy˜!”„þ öíöì„þ Change îyÝþöì̃  !„Ïþ„þ „þîû&˜ go ~îû î”öìœ goes Ÿ·!Ýþ myîûy þ™!îûî!“þÅþ“þþ £öìîÐ
þ™îûî“þÅþ# ¦%þœ Ÿ· Onee öœ…yöì„þ œyœ îûöì̂ îû ›y„Åþ¢£ •îûöìîÐ Suggestions îöì: ëíyîû#!“þþ ¢öìàþ„þ „þöìëû„þ!Ýþ Ÿ· ö”…yöìîÐ
ë!” ²Ìí›îyîû Change ~îû þ™!îûîöì“þÅþ Change All îyÝþöì̃  !„Ïþ„þ „þîûy £öì“þþy “þöìî ~îyîû Onee Ÿ·!Ýþ xyîû •îûöì“þþy ˜yÐ xíÅyê ö„þy˜ Ÿöì·

Change All îyÝþöì̃  ~„þîyîû !„Ïþ„þþ „þîûöìœ î“þÅþ›y˜ vþöì„þyöì›öìrÝþ ú Ÿ·!Ýþ ë“þþîyîû£z íy„%þ„þ ˜y •öìîû þ™!îûî“þÅþ˜ „þöìîû !˜öìîÐ
13. vþyëûyœ† îöì:îû îy›!”ì„þ öíöì„þ ¢!àþ„þ öœ…y xíÅyê One !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜ ~î‚ vþy˜!”„þ öíöì„þ Change All îyÝþöì̃  !„Ïþ„þ

„þîû&˜Ð
Onee ¦%þœ öœ…y!Ýþ One öœ…y myîûy þ™!îûî!“þÅþ“þþ £öìî ~î‚ xyîyîûç þ™îûî“þÅþ# Noun !Ýþ xíÅyê Tabassum ö„þ œyœ îûöì̂ îû ›y„Åþ ¢£ •îûöìîÐ

›yöìGþîû Jessore, Onee, Shamim £z“þþÄy!” Ÿ·=!œ xyîû •îûöìî ˜y „þyîû’ þ™)öìîÅ£z ~=!œö“þþ Ignore All îy Change All „þ›yuþ=öìœy ö”çëûy
xyöìŠéÐ

14. öŸöì¡ì xyîyîûç Ignore All îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð Ÿ·!Ýþîû ö„þy˜ þ™!îûî“þÅþ˜ ˜y £öìëû „þy¢Åîû xyì†yöì“þþ íy„þöìîÐ
~îyîû is Ÿ·!Ýþ •îûöìî „þyîû’ þ™îû þ™îû ”%£z!Ýþ is Ÿ· xyöìŠéÐ ~”þÇþ’ vþyëûyœ† îöì:îû !˜öì‰þîû !”öì„þîû Options îyÝþöì̃ îû þ™öìîûîû îyÝþ˜!Ýþ ¢y”y

(Disable) £öìëû!ŠéœÐ ö¢…yöì̃  Delete öœ…y xy¢öìîÐ
15. vþyëûyœ† î: öíöì„þ Delete îyÝþöì̃  !„Ïþ„þ „þîû&˜ ~„þ!Ýþ is ›%öìŠé ëyöìîÐ
16. þ™îûî“þÅþ# Grammar ¦%þœ go öœ…yöì„þ ¢î%‹ îûöì̂ îû ›y„Åþ¢£ •îûöìîÐ vþy˜!”„þ öíöì„þ Change îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð
xöì̃ „þ ¢›ëû ö”…y ëyëû ö„þy˜ ¦%þœ Ÿöì·îû ‹˜Ä Suggestions îöì: !„þŠ%é ¢!àþ„þ Ÿ· ö”çëûy xyöìŠé !„þlsþ öë!Ýþ ²Ìöìëûy‹˜ ö¢!Ýþ ˜y£z ö¢ öÇþöìe

vþöì„þyöì›öìrÝþ !„Ïþ„þ „þöìîû ¢!àþ„þ Ÿ·!Ýþ !œöì… !”ö“þþ £öìî Svþyëûyœ† î: îõþ ˜y „þöìîûV ~î‚ öœ…y öŸöì¡ì vþyëûyœ† îöì:îû vþzþ™îû xyîyîû !„Ïþ„þ „þöìîû
¢‰þœ „þîûö“þþ £öìîÐ ¢›hßþ îy˜y˜ ~î‚ @ùÌy›yîû þ™îû#Çþy „þîûy öŸ¡ì £öìœ !˜öìÁ¬y_« vþyëûyœ† î: xy¢öìîÐ

17. öŸöì¡ì OK îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð Spelling ~î‚ Grammar ö‰þ„þ öŸ¡ì £öìîÐ
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Fig. – 13.3

Grammar öì‰þ„þ ~îû öÇþöìe îyÝþ˜
Ignore / Ignore All éôé~îû öÇþöìe Spell ö‰þöì„þîû x %̃îû&þ™Ð
Next Sentence éôé îyÝþöì̃  !„Ïþ„þ „þîûöìœ î“þÅþ›y˜ îy„þÄ!Ýþ þ™!îûî“þÅþ̃  ˜y „þöìîû þ™îûî“þÅþ# îy„þÄ (Sentence - ~) ‰þöìœ ëyöìîÐ
Close / Cancel  ôé îyÝþöì̃  !„Ïþ„þ „þîûöìœ Grammar ö‰þ„þ îy!“þþœ £öìëû ëyöìîÐ
Explain éôé îyÝþöì̃  !„Ïþ„þ „þîûöìœ ¦þ%œ •îûy ¢Áºöìõþ !îhßþy!îû“þþ îÄy…Äy ¢£ Explain vþyëûyœ† î: xy¢öìîÐ
vþzöìÍÔ…Ä Grammar ™îû#Çþy ˜y „þöìîû Ö•%›ye îy˜y˜ (Spell) þ™îû#Çþy „þîûöì“þþ ‰þy£zöìœ File > Options „þ›yuþ ö”çëûyîû þ™îû Word Options

vþyëûyœ† î: öíöì„þ Proofing xþ™Ÿöì̃  !„Ïþ„þ „þîû&˜Ð !˜öì‰þîû !”„þ öíöì„þ Mark Grammar error as you type xþ™Ÿöì̃ îû îy›þ™yöìŸîû ö‰þ„þ îyöì:
!Ýþ„þ ›y„Åþ íy„þöìœ !„Ïþ„þ „þöìîû vþz!àþöìëû !”˜Ð

›yvþz¢ !„Ïþöì„þ Spell ç Grammar ¢‚öìŸy•˜
öœ…y ›ye Spell îy Grammar ~îû ö„þy˜ ¦%þœ £öìœ ö‰þ„þ „þîûyö“þþ £öìî ~îû*þ™ xþ™Ÿ˜ !¢öìœQ íy„þöìœ Ýþy£zþ™ „þîûy ›ye ö„þy˜ Spell ¦%þœ

£öìœ œyœ œy£z̃  ~î‚ @ùÌy›yîû ¦%þœ £öìœ ¢î%‹ xyuþyîû œy£z̃  þ™yçëûy ëyöìîÐ ~£z xîßþiyëû vþz_« Ÿöì· ›yvþz¢ þ™öìëûìrÝþyîû öîûöì… ›yvþzöì¢îû vþy˜ îyÝþ˜
!„Ïþ„þ xíÅyê Right Click „þîûöìœ vÈþþ™ vþyvþz̃  xyöì¢Ð

Fig. – 13.4

~…y˜ öíöì„þ ¢!àþ„þ @ùÌy›yîû îy˜y˜ !¢öìœQ „þîûöìœ£z ¦%þœ Ÿ·!Ýþ þ™!îûî“þÅþ˜ £öìëû ¢!àþ„þ!Ýþ îöì¢ ëyöìîÐ
Thesaurus SŸ·¦þyuþyîûV ~îû îÄî£yîû
Word ~ ~„þ œöìÇþîû öîŸ# Ÿ· !˜öìëû ~„þ!Ýþ !vþ„þŸ˜yîû# îûöìëûöìŠé “þy£z ˜ëûÐ ~„þ!Ýþ þ™%îûy ”hßþîû x!¦þ•y˜ç îûöìëûöìŠéÐ Thesaurus ~îû ¢y£yöìëÄ

öì„þy˜ Ÿöì·îû ¢›yíÅ„þ Ÿ· (Synonyms)– !îþ™îû#“þþyíÅ„þ Ÿ· (Anonyms)– „þ“þÅþy (Noun)– !e«ëûy (Verb)– !îöìŸ¡ì’ (Adjective) £z“þþÄy!” ‹y˜y
ëyëûÐ ~„þ!Ýþ Ÿ·öì„þ x˜Ä ¢›yíÅ„þ Ÿ· !”öìëû ²Ì!“þþßþiyþ™˜ç „þîûy ëyëûÐ xöì̃ „þ ¢›ëû ö”…y ëyëû ýîý ²Ìöìëûy‹˜#ëû Ÿ·!Ýþ ›öì̃  xy¢öìŠé ˜y– “þ…˜
Ÿ·!Ýþ !¢öìœQ „þöìîû Thesaurus „þ›yöìuþîû ›y•Äöì› xöì̃ „þ=öìœy ¢›yíÅ„þ ~öì̃  þ™Šéöì̈ îû!Ýþ öîöìŠé ö˜çëûy ëyöìîÐ öë›˜ Fluent Ÿ·!Ýþîû î”öìœ ~îû
„þyŠéy„þy!Šé ö„þy˜ Ÿ· ‰þyöìFŠé˜– Fluent Ÿ·!Ýþ !¢öìœQ „þöìîûÐ
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Thesaurus „þ›yuþ !”öìœ Ÿ· ¦þyuþyîû xy¢öìî ~…y˜ öíöì„þ þ™Šéöì̈ îû!Ýþ öîöìŠé ö˜çëûy ëyöìîÐ xíîy– ›öì̃  „þ!îû xyþ™!˜ Principal Sx•ÄÇþV
Ÿ·!Ýþîû î”öìœ ¦%þœ „þöìîû Principal S˜#!“þþV Ÿ·!Ýþ !œöì… öšþöìœöìŠé˜Ð ~…˜ îy˜y˜ (Spell) þ™îû#Çþy „þîûöœì ”%!Ýþ öÇþöìe£z ¢!àþ„þ ö”…yöìîÐ
~öìÇþöìe Principal îy Principle Ÿ·!Ýþîû öë ö„þy˜ ~„þ!Ýþ !¢öìœQ „þöìîû Thesaurus „þ›yuþ !”öìœ£z ¢›yíÅ„þ Ÿ· xy¢öìîÐ ~…y˜ öíöì„þ ¢!àþ„þ
Ÿ·!Ýþ öîöìŠé ö˜çëûy ëyöìîÐ ~‹˜Ä !˜öì‰þîû „þ›yuþ=öìœy îÄî£yîû „þîû&˜Ð

Steps

1. ~„þ!Ýþ vþöì„þyöì›rÝþ …%öìœ Principal Ÿ·!Ýþ Ýþy£zþ™ „þîû&˜Ð
2. Review !îûî˜ öíöì„þ Thesaurus „þ›yöìuþ !„Ïþ„þ „þîû&˜ (Review > Thesaurus) / (Alt + T, L, T xíîy Shift + F7) Ð

Fig. – 13.5

3. Task Pane xy¢öìîÐ

Fig. – 13.6
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œÇþÄ „þîû&˜– Search for xþ™Ÿöì̃  Principal Ÿ·!Ýþ xîßþiy˜ „þîûöìŠéÐ !˜öì‰þ Meaning xþ™Ÿöì̃  Ÿ·!Ýþîû Adjective, Noun £z“þþÄy!”îû !œÜT
~î‚ Antonyms îûöìëûöìŠéÐ

4. Close îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð
5. ~îyîû Principle !œöì… !¢öìœQ „þîû&˜Ð
6. xyîyîûç Review > Thesaurus „þ›yuþ !”˜Ð
xyöì†îû ›“þþ Ÿ·!Ýþîû Meaning ¢£ Synonyms ö”…y ëyöìîÐ xíÅyê Ÿöì·îû ²Ì„,þ“þþ xíÅ þ™yçëûy ëyöìîÐ
vþöì„þyöì›öìrÝþ Hyphen ~îû îÄî£yîû
xöì̃ „þ ¢›ëû ö”…y ëyëû œy£zöì̃ îû öŸöì¡ì ö„þy˜ Ÿ· Ýþy£zþ™ „þîûöìœ Ÿ·!Ýþ ë!” œy£zöì̃  ˜y xyöìÝþ “þöìî þ™îûî“þÅþ# œy£zöì̃  ‰þöìœ xyöì¢ ~î‚ vþzþ™öìîûîû

œy£zöì˜îû š¤þþy„þy ‹yëû†y Alignment x %̃¢yöìîû þ™)îû’ £öìëû ëyëûÐ ~öìÇþöìe £y£zöìþ™˜ SéôéV îÄî£yîû „þîûy £ëûÐ ›öì̃  „þîû&˜ ö„þy˜ œy£zöì̃ îû öŸöì¡ì
Bangladesh „þíy!Ýþ !œ…öì“þþ !†öìëû ‹yëû†yîû x¦þyöìî Bangla ~î‚ desh ~£z ”%£z!Ýþ x‚öìŸ ö¦þöì̂  ëyöìFŠéÐ ~öìÇþöìe þ™%öìîûy Bangladesh Ÿ·!Ýþ
þ™öìîûîû œy£zöì̃  ‰þöìœ xy¢öìîÐ £y£zöìþ™˜ îÄî£yîû „þîûöœì Ÿ·!Ýþ Bangla - ~î‚ desh ~£z ”%£z!Ýþ Ÿöì· ö¦öì̂  ²Ìí› œy£zöì̃ îû öŸöì¡ì Bangla - ~î‚
þ™öìîûîû œy£zöì̃  desh öœ…y!Ýþ xy¢öìîÐ vþöì„þyöì›öìrÝþ öœ…yîû öŸöì¡ì Grammar ~î‚ Spell ö‰þ„þ „þîûyîû ›“þþ Hyphen ÷“þþîû# „þîûy ëyëûÐ ”%£z¦þyöìî
~£z £y£zöìþ™˜ ö”çëûy ëûyëû ~„þ!Ýþ £öìFŠé Automatic ~î‚ xþ™îû!Ýþ £öìFŠé Manually Ð

Automatic Hyphen ö”çëûy
Automatic £y£zöìþ™˜ ö”çëûyîû ‹˜Ä !˜öì‰þîû „þ›yuþ=!œ œÇþÄ „þîû&˜Ð
Steps

1. ²Ì‰%þîû öÝþ:Ýþ¢£ vþöì„þyöì›rÝþ!Ýþ Open „þîû&˜Ð
2. Page Layout !îûî˜ öíöì„þ Hyphenation „þ›yöìuþ !„Ïþ„þ „þîû&˜Ð vÈþþ™ vþyvþz̃  öíöì„þ Automatic !¢öìœQ „þîû&˜Ð (Page Layout >

Hyphenation > Automatic)

Fig. – 13.7

vþöì„þyöì›öìrÝþîû ²Ìöìëûy‹˜#ëû ßþiyöì̃  Hyphen þ™yçëûy ëyöìîÐ xíÅyê öë Ÿ·=!œ îvþü £çëûyîû „þyîûöì’ þ™îûî“þÅþ# œy£zöì̃  ‰þöìœ !†öìëû!Šéœ ö¢=!œ
”%£z!Ýþ x‚öìŸ ¦þy† £öìëû vþzþ™öìîûîû ²Ìí› x‚öìŸîû öŸöì¡ì ~„þ!Ýþ Hyphen (-) þ™yçëûy ëyöìîÐ

India is my home land. I love India very much.

Manual Hyphen ö”çëûy
„þ…˜ç ~›˜ ”îû„þyîû £öì“þþ þ™yöìîû öë !˜öì‰þîû œy£zöì̃  ö˜öì› xy¢y îvþü Ÿöì·îû ²Ì!“þþ!Ýþö“þþ £y£zöìþ™˜ ö”çëûyîû î”öìœ !„þŠ%é !„þŠ%é Ÿöì· £y£zöìþ™˜

!”öì“þþ £öìîÐ ~öìÇþöìe Manual £y£zöìþ™˜ !”ö“þþ £öìîÐ !˜öì‰þîû „þ›yuþ=!œ œÇþÄ „þîû&˜Ð
Steps

1. ²Ì‰%þîû öÝþ:Ýþ¢£ ~„þ!Ýþ vþöì„þyöì›rÝþ Open „þîû&˜Ð Sxyöì†îû vþöì„þyöì›öìrÝþ Ctrl + Z (Undo) „þöìîû vþöì„þyöì›rÝþ þ™)öìîÅîû xîßþiyöì̃  ~öì̃ ç
„þ›yuþ !”öì“þþ þ™yöìîû̃ V

2. Page Layout !îûî˜ öíöì„þ Hyphenation „þ›yöìuþ !„Ïþ„þ „þîû&˜Ð vÈþþ™ vþyvþz̃  öíöì„þ Manual !¢öìœQ „þîû&˜Ð (Page Layout >

Hyphenation > Manual)
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Fig. – 13.8

3. Manual Hyphenation vþyëûyœ† î: xy¢öìîÐ
4. ~…˜ £y£zöìþ™˜ !”öì„þ ‰þy£zöìœ Yes îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð ˜y !”ö“þþ ‰þy£zöìœ No îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð

Fig. – 13.9

5. ~„þ£z vþyëûyœ† îöì:îû ›öì•Ä þ™îûî“þÅþ# öë Ÿ·!Ýþö“þþ £y£zöìþ™˜ !”öì“þþ £öìî ö¢!Ýþ xy¢öìîÐ
6. xyîyîû £y£zöìþ™˜ !”öì“þþ ‰þy£zöìœ Yes îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð ˜y !”öì“þþ ‰þy£zöìœ No îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð
7. vþöì„þyöì›öìrÝþ !šþöìîû xy¢öì“þþ ‰þy£zöìœ Cancel îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð
Auto Text ~îû îÄî£yîû
x!šþ!¢ëûyœ „þyöì‹ ²Ìyëû£z ö”…y ëyëû éôé ö„þy˜ öÝþ:Ýþ– @ùÌy!šþ:– Logo, ö›öì›y– !îöìŸ¡ì „þöìîû !àþ„þy˜y îy !‰þ!àþîû öŸ¡ìy‚Ÿ £z“þþÄy!” ²Ìyëû£z îÄî£yîû

„þîûöì“þþ £ëûÐ ~‹˜Ä îyîûîyîû Ýþy£zþ™ „þîûy îy Copy, Paste „þîûyîû ”îû„þyîû ˜y£zÐ
Word ~ Auto Text xþ™Ÿöì̃ îû ›y•Äyöì› ~£z „þy‹=!œ „þîûy ëyëûÐ !„þŠ%é !vþšþÎÝþ Auto Text xyöì† öíöì„þ£z íyöì„þ ~Šéyvþüy xy›yöì”îû

²Ìöìëûy‹˜#ëû xîöì‹Qöì„þ xy›îûy Auto Text ~ îû*þ™yhsþîû „þîûöì“þþ þ™y!îûÐ
Auto Text ÷“þþîû# „þîûy
!˜öì‰þîû öÝþ:Ýþ œÇþÄ „þîû&˜ ~!Ýþöì“þþ ~„þ!Ýþ !‰þ!àþîû öŸ¡ìy‚Ÿ ö”çëûy xyöìŠéÐ x!šþ!¢ëûyœ öë ö„þy˜ vþöì„þyöì›öìrÝþîû öÇþöìe£z ~£z x‚Ÿ ”îû„þyîû £ëûÐ

¢%“þþîûy‚ ~!Ýþöì„þ Auto Text ~ îû*þ™yhsþîû „þöìîû îûy…öìœ þ™îûî“þÅþ#ö“þþ îyîûîyîû îÄî£yîû „þîûy ëyëûÐ
~…˜ Auto Text ~ îû*þ™yhsþîû „þîûyîû ‹˜Ä !˜öì‰þîû „þ›yuþ=öìœy ²Ìöìëûy† „þîû&˜Ð
Steps

1. öÝþ:Ýþ=!œ !¢öìœQ SîÏ„þV „þîû&˜Ð
2. Insert !îûî˜ öíöì„þ vþy˜!”öì„þîû „þ›yuþ@ùÌ&þ™ Quick Parts ~ !„Ïþ„þ „þöìîû Auto Text !¢öìœQ „þîû&˜Ð
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Fig. – 13.10

þ
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ôy¢ÁÎ˚yv≈˛ !îˆÏÎ˚ ö˛y£zú ôy¢ÁÎ˚yv≈˛ !îˆÏÎ˚ ö˛y£zú ôy¢ÁÎ˚yv≈˛ !îˆÏÎ˚ ö˛y£zú ôy¢ÁÎ˚yv≈˛ !îˆÏÎ˚ ö˛y£zú ôy¢ÁÎ˚yv≈˛ !îˆÏÎ˚ ö˛y£zú Save  Ñ˛Ó˚y  Ñ˛Ó˚y  Ñ˛Ó˚y  Ñ˛Ó˚y  Ñ˛Ó˚y

MS-Office ~îû öë ö„þy˜ šþy£zœöì„þ Password !”öìëû Protect „þîûy ëyëûÐ xíÅyê ~£z Password ‹y˜y ˜y íy„þöìœ ö„þvþz šþy£zœ!Ýþ …%œöì“þþ
þ™yîûöìî ˜yÐ ö„þy˜ šþy£zœöì„þ Password !”öìëû ö¢¦þ „þîûyîû ‹˜Ä !˜öì‰þîû Step =öìœy ²Ìöìëûy† „þîû&˜Ð

Steps

1. öë ö„þy˜ ~„þ!Ýþ šþy£zœ …%œ%̃ Ð
2. File îyÝþ˜ öíöì„þ File > Save As (Alt + F, A) „þ›yuþ !”˜Ð Save As vþyëûyœ† î: xy¢öìîÐ
3. !˜öì‰þîû îy›!”öì„þ Tools öœ…yîû vÈþþ™ vþyvþzöì̃  !„Ïþ„þ „þöìîû General Options … ~ !„Ïþ„þ „þîû&˜Ð

Fig. – 14.1

General Options vþyëûyœ† î: xy¢öìîÐ

Fig. – 14.2

4. Password to open vþyëûyœ† îöì:îû vþy˜ !”öì„þîû ‡öìîû !„Ïþ„þ „þîû&˜ ~î‚ ö”çëûyîû ‹˜Ä „þöìëû„þ!Ýþ xÇþîû Ýþy£zþ™ „þîû&˜Ð öë›˜ éôé 5555,

Chapter - 14Chapter - 14Chapter - 14Chapter - 14Chapter - 14
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Password to open ‡öìîû „þöìëû„þ!Ýþ ÞÝþyîû (*) !‰þ£« xy¢öìîÐ
5. OK îyÝþ˜ ö²Ì¢ „þîû&˜ îy Enter ö²Ì¢ „þîû&˜Ð xyîyîû Confirm Password vþyëûyœ† îì: xy¢öìîÐ
6. Reeter Password to proceed xyöì†îû Password !Ýþ ýîý Ýþy£zþ™ „þîû&˜Ð (5555) öë ö„þy˜ þ™y¢çëûyvÅþ öë˜ ¦%þœ ˜y£ëû ö¢‹˜Ä

”%£zîyîû Ýþy£zþ™ „þîûyîû xþ™Ÿ˜ xyöì¢Ð
7. ”%£zîyîû Enter ö²Ì¢ „þîû&˜ xíîy ”%£zîyîû OK ö²Ì¢ „þîû&˜Ð
8. þ™y¢çëûyvÅþ¢£ šþy£zœ!Ýþ ö¢¦þ £öìîÐ
þ™y¢çëûyvÅþ ö”çëûy šþy£œz ö…yœy
ö¢¦þ „þöìîû îûy…y ~„þ!Ýþ šþy£z ö…yœy îy Pen / Flash / Removable Drive öíöì„þ ~„þ!Ýþ šþy£zœ ö…yœyîû ›“þþ ~„þ£z ²Ì!e«ëûyëû þ™y¢çëûyvÅþ

ö”çëûy šþy£zœ ö…yœy £ëûÐ !„þlsþ ë!” ¢!àþ„þ þ™y¢çëûyvÅþ ‹y˜y ˜y íyöì„þ “þöìî þ™y¢çëûyvÅþ ö”çëûy šþy£zœ ö…yœy ëyöìî ˜yÐ !˜öìÁ¬y_« „þ›yuþ Step by

Step ²Ìöìëûy† „þîû&˜Ð
Steps

1. ëíyîû#!“þþ File > Open … (Alt + F, O îy Ctrl + O) „þ›yuþ !”˜Ð Open vþyëûyœ† î: xy¢öìî ~î‚ Word šþy£zœ=öìœy !œÜT
xy„þyöìîû xy¢öìîÐ

2. þ™y¢çëûyvÅþ ö”çëûy öë ö„þy˜ ~„þ!Ýþ šþy£zœ !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜ ~î‚ Open îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð
3. Password vþyëûyœ† î: xy¢öìîÐ

Fig. – 14.3

4. Password öœ…y xþ™Ÿöì̃ îû vþyöì̃ îû îöì: ¢!àþ„þ Password !œ…%̃  Söìë›˜ 5555 îy 4444V~î‚ OK îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð
5. Password ¢!àþ„þ £öìœ– šþy£zœ!Ýþ …%öìœ ëyöìî x˜Äíyëû ¦%þœ þ™y¢çëûyvÅþ !œ…öìœ ¢!àþ„þ þ™y¢çëûyvÅþ öœ…yîû ‹˜Ä ›Äyö¢‹ xy¢öìîÐ
6. xyîyîûç File > Open „þ›yuþ !”öìëû ~î‚ !œÜT öíöì„þ šþy£zœ !¢öìœQ „þöìîû Enter !”˜ ~î‚ Password îöì: ¢!àþ„þ þ™y¢çëûyvÅþ !œöì…

Enter !”˜ šþy£zœ!Ýþ …%öìœ ëyöìîÐ
þ™y¢çëûyvÅþ þ™!îûî“þÅþ̃  „þîûy
 ö„þy˜ šþy£zöìœ þ™y¢çëûyvÅþ !”öìëû ö¢¦þ „þîûyîû þ™îû xyîyîû þ™y¢çëûyvÅþ þ™!îûî“þÅþöì̃ îû ”îû„þyîû £öì“þþ þ™yöìîûÐ þ™y¢çëûyvÅþ þ™!îûî“þÅþöì̃ îû ‹˜Ä !˜öì‰þîû

„þ›yuþ=öìœy ²Ìöìëûy† „þîû&˜Ð
Steps

1. ~£z›ye öë šþy£zœ!Ýþ þ™y¢çëûyvÅþ !”öìëû ö¢¦þ „þîûy £öìœy öì¢!Ýþ …%œ%̃ Ð
2. xyîyîûç File îyÝþ˜ öíöì„þ File > Save As „þ›yuþ !”˜Ð
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Table ¢Çe´yhs˛ !Ñ˛ä%È x!ì˛˛ ≤ÃˆÏÎ˚yãò#Î˚ Ñ˛õyu˛ ¢Çe´yhs˛ !Ñ˛ä%È x!ì˛˛ ≤ÃˆÏÎ˚yãò#Î˚ Ñ˛õyu˛ ¢Çe´yhs˛ !Ñ˛ä%È x!ì˛˛ ≤ÃˆÏÎ˚yãò#Î˚ Ñ˛õyu˛ ¢Çe´yhs˛ !Ñ˛ä%È x!ì˛˛ ≤ÃˆÏÎ˚yãò#Î˚ Ñ˛õyu˛ ¢Çe´yhs˛ !Ñ˛ä%È x!ì˛˛ ≤ÃˆÏÎ˚yãò#Î˚ Ñ˛õyu˛
öÝþ!îœ öì„þ Text ~ îû*þ™yhsþîû
ö„þy˜ öÝþ!îöìœ ²Ìöìëûy‹˜#ëû öÝþ:Ýþ Ýþy£zþ™ „þîûyîû þ™îû ›öì̃  £öì“þþ þ™öìîû Text ”îû„þyîû xyöìŠé !„þlsþ öÝþ!îœ ”îû„þyîû ˜y£z ö¢öìÇþöìe öÝþ!îœöì„þ vþz!àþöìëû

!”ö“þþ £ëûÐ ~„þ!Ýþ öÝþ!îöìœ Text öœ…y xîßþiyëû !˜öì‰þîû „þ˜y›vþ=öìœy ²Ìöìëûy† „þîû&˜Ð
1. öë Row =öìœy öíöì„þ öÝþ!îœ vþz!àþöìëû !”ö“þþ £öìî ö¢£z Row =öìœy îy ¢Á™)’Å öÝþ!îœ!Ýþ !¢öìœQ (Block) „þîû&˜Ð
Sl. No. Name Address Title Salary

1 Bappi Dhaka Officer 14000

2 Liton Khulna Peon 300

3 Asma Rajbari Director 15000

2. œÇþÄ „þîû&˜– Design ç Layout ˜y›„þ ˜“þ%þ˜ ÝþÄyî ÷“þþ!îû £öìëûöìŠéÐ Layout ÝþÄyöìî !„Ïþ„þ „þîû&˜Ð xöì̃ ì„þ „þ›yuþ@ùÌ&öìþ™îû ›öì•Ä vþy˜!”öì„þ
Convert to Text ~ !„Ïþ„þ „þîû&˜Ð (Layout > Convert Table to Text)

Fig. – 15.1

Convert Table to Text vþyëûyœ† î: xy¢öìîÐ

Fig. – 15.2

3. vþyëûyœ† î: öíöì„þ Tab öîû!vþç îyÝþ˜ !¢öìœQ „þîû&˜ ~ö“þþ ²Ì!“þþ!Ýþ Column ÝþÄyöìî þ™!îû’“þþ £öìîÐ
4. öŸöì¡ì OK „þîû&˜Ð öÝþ!îœ!Ýþ Text ~ îû*þ™yhsþ!îû“þ £öìîÐ

Sl. No. Name Address Title Salary

1 Bappi Dhaka Officer 14000

2 Liton Khulna Peon 300

3 Asma Rajbari Director 15000

Chapter - 15Chapter - 15Chapter - 15Chapter - 15Chapter - 15
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Text ö„þ öÝþ!îöìœ îû*þ™yhsþîû
xy›îûy ‹y!˜ öë– ö„þî›ye öÝþ!îœ ÷“þþîû# „þöìîû£z “þyöì“þþ öÝþ:Ýþ öœ…y ëyëûÐ !„þhsþ ßþºy¦þy!î„þ öÝþ:Ýþöì„þç öÝþ!îöìœ îû*þ™yhsþîû „þîûy ëyöìîÐ “þöìî

~öìÇþöìe öÝþ:Ýþ öœ…yîû ¢›ëû ÝþÄyî „þ# îÄî£yîû „þîûö“þþ £öìîÐ ~öì“þþ ²Ì!“þþ!Ýþ ÝþÄyöìî ~„þ!Ýþ „þöìîû „þœy› ÷“þþîû# £öìîÐ !˜öì‰þîû „þ›yuþ=öìœy îÄî£yîû
„þîû&˜Ð

Steps

1. öë öÝþ:Ýþöì„þ öÝþ!îöìœ îû*þ™yhsþîû „þîûöì“þþ £öìî ö¢=öìœy Ýþy£zþ™ „þîû&˜Ð öë›˜—
Name Address Title Salary

Bappi Khulna Officer 6000

Liton Dhaka Teacher 8000

Asma Sylhet Peon 3000

Ýþy£zþ™ „þîûyîû ¢›ëû „þ# öîyvÅþ öíöì„þ ÝþÄyî „þ#éôéîû ¢y£yìëÄ !˜ö“þþ £öìîÐ öë›˜ Name Ýþy£zþ™ „þîûyîû þ™îû ~„þîyîû Tab „þ# ö²Ì¢ „þöìîû Address

!œ…ö“þþ £öìî– xyîyîûç ~„þîyîû Tab „þ# ö²Ì¢ „þöìîû Title ~î‚ xyîyîûç Tab „þ# ö²Ì¢ „þöìîû Salary !œöì… öŸöì¡ì Enter „þ# ö²Ì¢ „þîûö“þþ £öìîÐ
2. Ýþy£zþ™ öŸöì¡ì öÝþ:Ýþ ö„þ Block „þîû&˜Ð öë›˜ éôé

Name Address Title Salary

Bappi Khulna Officer 6000

Liton Dhaka Teacher 8000

Asma Sylhet Peon 3000

3. Insert  ÝþÄyî öíöì„þ Table ~ !„Ïþ„þ „þöìîû Convert Text to Table „þ›yuþ !”˜Ð (Alt + A, V) Ð Convert Text to Table vþyëûyœ† î:
xy¢öìîÐ

4. Number of Columns x‚öìŸ 4 Ýþy£zþ™ „þîû&˜ Sxíîy Up Arrow !„Ïþ„þ „þöìîû 4 !¢öìœQ „þîû&˜V
5. !˜öì‰þîû !”öì„þîû Separate text at xþ™Ÿöì̃  Tabs öîû!vþç îyÝþ˜ Sîy› !”öì„þîû ö†yœ îyÝþ˜V !¢öìœQ xyöìŠé !˜!Øþ“þþ £öìëû !˜˜Ð

Fig. – 15.3

6. öŸöì¡ OK „þîû&˜ îy „þ# öîyvÅþ öíöì„þ Enter ö²Ì¢ „þîû&˜Ð ~ ¢›ëû „þy¢Åîû vþöì„þyöì›öìrÝþ !šþöìîû xy¢öìî ~î‚ !˜•Åy!îû“þþ öÝþ:öìÝþîû !˜öì‰þîû ›“þþ
öÝþ!îœ ö”…y ëyöìîÐ

Name Address Title Salary

Bappi Khulna Officer 6000

Liton Dhaka Teacher 8000

Asma Sylhet Peon 3000

7. Block vþzàþyöì̃ yîû ‹˜Ä öÝþ!îöìœîû îy£zöìîû ö„þyíyç !„Ïþ„þ „þîû&˜Ð
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vþyÝþy ŸÝÅþ
Data Short £öìœy vþyÝþyöì„þ ¢y‹yöì̃ y öÝþ!îöìœîû ~„þ îy ~„þy!•„þ „þœyöì›îû “þíÄöì„þ ŸÝÅþ „þîûy ëyëûÐ vþyÝþyöì„þ öŠéyÝþ öíöì„þ îvþü ~¦þyöìî ¢y‹yöì“þþ

£öìœ öë›˜ éôé A-Z, 0-10 £z”þÄy!” öÇþöìe Ascending xvÅþyöìîû ¢y‹yöì“þþ £ëû ~î‚ vþyÝþyöì„þ îvþü öíöì„þ öŠéyÝþ öë›˜ éôé Z-A, 10-0 £z“þþÄy!” öÇþöìe
Descending xvÅþyöìîû ¢y‹yö“þþ £ëûÐ

~„þy!•„þ „þœyöì› vþyÝþy ŸÝÅþ ~îû öÇþöìe ë!” ~„þ!Ýþ „þœyöì› ~„þ£z vþyÝþy ~„þy!•„þ íyöì„þ “þöìî þ™îûî“þÅþ# „þœyöì›îû “þíÄ x %̃ëyëû# ŸÝÅþ „þîûy £ëûÐ
îÄyþ™yîû!Ýþ vþz”y£îûöì’îû ›y•Äöì› xyîûç ~„þÝ%þ îÄy…Äy „þîûy ëy„þÐ

›öì̃  „þîû&˜ ö„þy˜ öÝþ!îöœì ²Ìí› „þœyöì› Name xyöìŠé ~î‚ ö›yÝþ !“þþ˜‹˜ Liton xyöìŠéÐ ~öìÇþöìe ²ÌÙÀ öíöì„þ ëyëû ö„þy˜ Liton ö„þ xyöì†
¢y‹yöì“þþ £öìîÐ x˜Ä ~„þ!Ýþ „þœyöì› Salary xyöìŠéÐ ¢%“þþîûy‚ ~£z Salary ~îû vþzþ™îû !¦þ!_ „þöìîû xvÅþyîû x %̃¢yöìîû ¢y‹yöìî Sîvþü öíöì„þ öŠéyÝþ
Descending îy öŠéyÝþ öíöì„þ îvþ Ascending üV !˜öì‰þîû öÝþ!îœ!Ýþ ÷“þþîû# „þîû&˜Ð

Name Address Title Salary

Bappi Dhaka Officer 6000

Liton Rahbari Teacher 9000

Asma Feni Teacher 3000

Liton Comilla Officer 2000

Champa Khulna Officer 3000

Liton Dhaka Officer 5000

vþyÝþy ŸÝÅþ ~îû öÇþöìe ~„þÝþy !î¡ìëû ›öì̃  îûy…öì“þþ £öìî ¢y•yîû’“þþ ²Ìí› öîûy (Row) ö”þ ö„þy˜ vþyÝþy íyöì„þ ˜yÐ ²Ìí› Row !Ýþ ö£!vþ‚ !£¢yöìî
îÄî£*“þþ £ëûÐ ‰þœ%̃  ~…˜ ÷“þþîû# „þîûy öÝþ!îœ!Ýþîû vþyÝþy ŸÝÅþ „þîûy ëy„þÐ

Steps

1. öÝþ!îöìœîû öë ö„þy˜ Cell ~ „þy¢Åîû îûy…%̃ Ð
2. œÇþÄ „þîû&˜– Design ç Layout ̃ y›„þ ”%!Ýþ ÝþÄyî ÷“þþ!îû £öìëûöìŠéÐ Layout ÝþÄyöìî !„Ïþ„þ „þîû&˜Ð xöì̃ „þ „þ›yuþ@ùÌ&öìþ™îû ›öì•Ä vþy˜!”öì„þ Sort

~ !„Ïþ„þ „þîû&˜Ð (Layout > Sort)

Fig. – 15.4

Sort by xþ™Ÿöì̃  Column 1 öœ…y íy„þöìî ~î‚ vþy˜ !”öì„þ Ascending öîû!vþç îyÝþ˜ !¢öìœQ íy„þöìîÐ ²Ìí› Row !Ýþöì„þ Header Row

!£¢yöìî !¢öìœQ „þîûöìœ Sort by xþ™Ÿöì̃  Column 1Ð ~îû þ™!îûîöì“þÅþ Name öœ…y xy¢öìîÐ
3. îöì:îû ~„þ”› !˜öì‰þîû !”„þ öíöì„þ My list has xþ™Ÿöì̃ îû !˜öì‰þîû Header Row îû îy›!”öì„þîû öîû!vþç îyÝþ˜ Söì†yœîyÝþ˜V !„Ïþ„þ „þöìîû

!¢öìœQ „þîû&˜Ð vþzþ™öìîûîû !”öì„þîû Sort by xþ™Ÿöì̃ îû !˜öì‰þîû öÝþ:Ýþ îöì: Name öœ…y xy¢öìîÐ vþy˜!”öì„þ Ascending !¢öìœQ íy„öìîÐ
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Fig. – 15.5

4. OK „þîû&˜Ð œÇþÄ „þîû&˜ Name öœ…y „þœy›!Ýþö“þþ ˜y›=!œ A öíöì„þ Z ~£z¦þyöìî ¢y‹yöì̃ y £öìëûöìŠéÐ
Name Address Title Salary

Asma Feni Teacher 3000

Bappi Dhaka Officer 6000

Champa Khulna Officer 3000

Liton Rahbari Teacher 9000

Liton Comilla Officer 2000

Liton Dhaka Officer 5000

öÝþ!îöìœ !î!¦þ§¬ Style ö”ëûy
öÝþ!îœ ÷“þþîû# „þîûyîû þ™îû öÝþ!îöìœîû ö£!vþ‚ îy öÝþ:Ýþöì„þ !î!¦þ§¬ •îûöì̃ îû Style, Size, Color £z“þþÄy!” !”öìëû ¢y‹yöì̃ y ëyëûÐ ~Šéyvþüy MS Word

~ öÝþ!îœöì„þ !î!¦þ§¬¦þyöìî Style „þîûy ‹˜Ä öîŸ !„þŠ%é Style xyöì† öíöì„þ£z ÷“þþîû# „þîûy íyöì„þÐ ÷“þþîû#„,þ“þþ öÝþ!îœöì„þ ~£z ¢›hßþ Style !”öìëû
¢y‹yöì̃ y ëyëûÐ !˜öì‰þîû „þ›yuþ=öìœy ²Ìöìëûy† „þîû&˜Ð

Steps

1. xy›yöì”îû ÷“þþîû# „þîûy öÝþ!îöìœîû öë ö„þy˜ Cell ~ „þy¢Åîû îûy…%̃ Ð
2. Design ÝþÄyöìî !„Ïþ„þ „þîû&˜Ð öÝþ!îœöì„þ ÞÝþy£zœ ö”ëûyîû ‹˜Ä xöì̃ „þ xþ™Ÿ˜ þ™yöìî˜Ð

Fig. – 15.6

3. SvÈþþ™ vþyvþzöì̃  !„Ïþ„þ „þîûöœì ÷“þþ!îû„,þ“þþ xyöìîûy xöì̃ „þ !vþ‹y£z̃  ö”…y ëyöìîÐ öŸöì¡ì þ™Šéöì̈ îû xþ™Ÿ˜!Ýþ !„Ïþ„þ „þöìîû !¢öìœQ „þöìîû îûy…%̃ Ð
4. OK îyÝþöì̃  !„Ïþ„þ „þîûöìœ£z xyþ™˜yîû öÝþ!îœ!Ýþ þ™Šéöì̈ îû ÞÝþy£zöìœ îû&þ™yhsþ!îû“þþ £öìîÐ

Name Address Title Salary

Liton Rahbari Teacher 9000

Bappi Dhaka Officer 6000

Liton Dhaka Officer 5000

Asma Feni Teacher 3000

Liton Rahbari Teacher 9000

Bappi Dhaka Officer 6000

Liton Dhaka Officer 5000

Asma Feni Teacher 3000
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Fig. – 15.7

öë ö„þy˜ ÞÝþy£zœ !¢öìœQ „þîûyîû þ™îû Design ÝþÄyöìîîû îy›!”öì„þîû Table Style Options „þ›yuþ@ùÌ&öìþ™îû ö‰þ„þ îöì:îû ö¢!Ýþ‚ þ™!îûî“þÅþ̃  „þöìîûç
!vþ‹y£zöì̃  !¦þ§¬“þþy xy˜ö“þþ þ™yöìîû̃ Ð

öÝþ!îöìœîû Style “%þöìœ ö”ëûy
Steps

1. ÞÝþy£zœ ö”ëûy öÝþ!îöìœîû öëöì„þy˜ ö¢öìœ „þy¢Åîû îûy…%̃  xíîy öÝþ!îœ!Ýþ !¢öìœQ „þöìîû !˜˜Ð
2. ~îyîû– Table Styles „þ›yuþ@ùÌ&öìþ™îû vÈþþ™ vþyvþzöì̃  !„Ïþ„þ „þîû&˜Ð Öîû&öì”þ£z Plain Table ˜y›„þ xþ™Ÿ˜ þ™yöìî˜Ð Plain Table xþ™Ÿ˜

!¢öìœQ „þîû&˜Ð

Fig. – 15.8

öÝþ!îœ!Ýþ þ™)öìîÅîû xîßþiyëû !šþöìîû xy¢öìîÐ

Fig. – 15.9

öÝþ!îöìœ Heading ö”çëûy
ë!” ö„þy˜ öÝþ!îöìœ Row ~îû ¢‚…Äy öî!Ÿ íyöì„þ ~î‚ „þöìëû„þ þ™,Ûþy ‹%öìvþü öÝþ!îœ!Ýþ ÷“þþîû# £ëû “þöìî– öÝþ!îœ ö£!vþ‚ ~îû ”îû„þyîû þ™öìîûÐ
öÝþ!îöìœîû ²Ìí› ¢y!îû (Row) ö”þ Name, Address £“þþÄy!” öœ…y ö£!vþ‚ íyöì„þÐ öÝþ!îœ ö£!vþ‚ „þ›yöìuþîû ›y•Äöì› ~!Ýþöì„þ öÝþ!îöìœîû

ö£!vþ‚ îû&þ™yhsþ!îû“þþ „þîûöìœ ²Ì!“þþ þ™,Ûþyöì“þþ£z ~!Ýþ ö£!vþ‚ xy„þyöìîû íyöì„þÐ
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Steps

1. öë ¢y!îûîû öœ…yöì„þ ö£!vþ‚ ÷“þþîû# „þîûöì“þþ ‰þy˜ öì¢ ‡öìîû „þy¢Åîû îûy…%̃ Ð S¢y•yîû’“þþ ²Ìí› ¢y!îûV
Name Address Title Salary

Asma Feni Teacher 3000
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Öyõ ˜ì˛˛Ó˚#Öyõ ˜ì˛˛Ó˚#Öyõ ˜ì˛˛Ó˚#Öyõ ˜ì˛˛Ó˚#Öyõ ˜ì˛˛Ó˚#

Envelopes

ö„þy˜ !‰þ!àþ îy vþöì„þyöì›rÝþ ¢Á™)’Å £îyîû þ™îû ~„þ!Ýþ …yöì›îû ”îû„þyîû £ëûÐ Word ~ ‰þ›ê„þyîû¦þyöìî …yöì› !²ÌrÝþ „þîûyîû îÄîßþiy xyöìŠéÐ Delivery

~î‚ Return Address ö„þ !˜!”ÅÜT ßþiyöì̃  !œöì… …yöì› îÄî£yîû „þîûy ëyëûÐ ²Ìöìëûy‹öì̃  ~£z ¢›hßþ Address ~îû font ~îû Style þ™!îûî“þÅþ̃  „þîûy
ëyëûÐ …yöì›îû ¢y£z‹ç £zFŠéy›“þþ „þîûy ëyëûÐ !vþšþÎÝþ ¢y£z‹ !£¢yöìî 4.125 X 9.5 ¢y£z‹ !¢öìœQ íyöì„þÐ Word ~ …y› ÷“þþîû# „þöìîû !²ÌrÝþ „þîûyîû
‹˜Ä !˜öì‰þîû „þ›yuþ=öìœy œÇþÄ „þîû&˜Ð

Steps

Mailing ÝþÄyöìîîû îy›!”„þ öíöì„þ ²Ìí› „þ›yuþ Envelopes !¢öìœQ „þîû&˜Ð (Mailing > Envelopes)

Fig. – 16.1

Envelopes and labels vþyëûyœ† î: xy¢öìîÐ

Fig. – 16.2

Chapter - 16Chapter - 16Chapter - 16Chapter - 16Chapter - 16
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2. Envelopes ÝþÄyî !¢öìœQ „þîû&˜Ð
3. Delivery Address ~îû !˜öì‰þîû öÝþ:Ýþ îöì: öë…yöì̃  !‰þ!àþ þ™yàþyö“þþ ‰þy˜ ö¢£z !àþ„þy˜y !œ…%̃ Ð öë›˜ éôé
Sxíîy vþöì„þyöì›öìrÝþ ~£z !àþ„þy˜y ²Ìíöì›£z !œöì… ~î‚ !¢öìœQ „þöìîû þ™öìîû 1 ˜‚ Steps öíöì„þ „þ›yuþ Öîû& „þîûöìœ Delivery Address

xþ™Ÿöì̃  öÝþ:Ýþ xöìÝþyöì›!Ýþ„þ þ™yçëûy ëyöìîÐV
4. Return Address xþ™Ÿöì̃ îû !˜öì‰þîû öÝþ:Ýþ îöì: xyþ™˜yîû !àþ„þy˜y xíÅyê öë !àþ„þy˜y öíöì„þ þ™yàþyöì̃ y £öìî ö¢£z !àþ„þy˜y !œ…%̃ Ð
5. ~…˜ Add to Document îyÝþöì̃  !„Ïþ„þ „þöìîû vþöì„þyöì›öìrÝþ !šþöìîû xy¢%̃ Ð Sxíîy Print îyÝþöì̃  !„Ïþ„þ „þöìîû …y›!Ýþ !²ÌrÝþ „þöìîû !˜˜VÐ
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¢y!â≈˛Ç¢y!â≈˛Ç¢y!â≈˛Ç¢y!â≈˛Ç¢y!â≈˛Ç

Find „þîûy
„þöìëû„þ þ™,Ûþy öìÝþ:Ýþ ¢Áº!œ“þþ ~„þ!Ýþ šþy£zœ …%œ%̃ Ð „þ›þ™öìÇþ 20/30 ‹yëû†yëû Comilla Ÿ·!Ýþ !œ…%̃ Ð ~…˜ vþöì„þyöì›öìrÝþîû !î!¦þ§¬ ßþiy˜ öíöì„þ

~£z Comilla  Ÿ·!Ýþ …¤%öì‹ öîîû „þîûöìîÐ
Steps

1. vþöì„þyöì›öìrÝ îû S šþy£zöìœîûV Öîû&öì“þþ !„Ïþ„þ „þöìîû „þy¢Åîû îûy…%̃ Ð
2. Home  ÝþÄyöìîîû vþy˜!”öì„þ ~„þ”› öŸöì¡ì Find  xþ™Ÿ˜ !¢öìœQ „þîû&˜Ð S Home >Find îy Ctrl+F/ Alt+E, E V Ð ~„þ!Ýþ î:

xy¢öìî öë îyöì:îû Navigator x‚öìŸ „þy!Çþ“þ Ÿ·!Ýþ !œ…öìœ vþöì„þyöì›öìrÝþîû !î!¦þ§¬ ßþiyöì̃  „þy!Çþ“þþ Ÿ·!Ýþ Find  „þîûöìî ~î‚ îöì:îû Matches

x‚öìŸ „þëû!Ýþ Ÿ· Find  „þîûœ “þy ö”…yöìîÐ

Fig 17.1

xíîy
3. Home  ÝþÄyöìîîû vþy˜!”öì„þ ~„þ”› öŸöì¡ì Find  xþ™Ÿöì̃ îû vÈþþ™ vþyvþz̃  !„Ïþ„þ „þîû&˜Ð vÈþþ™ vþyvþz̃  öíþöì„þ Advance Find  xþ™Ÿ˜ !¢öìœQ

„þîû&˜Ð

Fig 17.2

Find and Replace ˜y›„þ vþyëûyœ† î: xy¢öìîÐ

Chapter - 17Chapter - 17Chapter - 17Chapter - 17Chapter - 17
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Fig 17.3

4. Find What xþ™Ÿöì̃ îû vþyöì̃ îû öÝþ:Ýþ îöì: Comilla Ýþy£zþ™ „þîû&˜Ð
5. Find Next îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð ²Ìí› öœ…y Comilla Ÿ·!Ýþ vþöì„þyöì›rÝþ £y£zœy£zÝþ SîÏ„þV £öìîÐ

Fig 17.4

6. xyîyîûç Find Next îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð ²Ìí›!Ýþ öŠéöìvþü  þ™îûî“þÅþ# Comilla Ÿ·!Ýþ £y£zœy£zÝþ £öìîÐ ~¦þyöìî Find Next îyÝþöì̃  !„Ïþ„þ
„þöìîû ¢„þœ Comilla Ÿ· ö…¤y‹y ëyöìîÐ ¢›hßþ Ÿ· ö…¤y‹y öŸ¡ì £öìœ þ™”Åyëû vþyëûyœ† î: xy¢öìîÐ

Fig 17.5

7.  öŸöì¡ì OK îyÝþöì̃  !„Ïþ„þ „þöìîû vþöì„þyöì›öìrÝþ !šþöìîû xy¢%̃ Ð
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Replace „þîûy
~“þþÇþ’ vþöì„þyöì›öìrÝþîû ›•Ä öíöì„þ !˜!”ÅÜT ö„þy˜ Ÿ· …%öì‹ öîîû „þîûyîû ²Ì!e«ëûy ö”…œy›Ð ~£z …%öì‹ öîîû „þîûy Ÿ·!Ýþ ›%öìŠé öìšþœy îy î”œyöì̃ y

£z“þþÄy!”îû ”îû„þyîû £ö“þþ þ™yöìîûÐ
 öë›˜ éôé isn’t =öìœy is not  „þîûöì“þþ £öìî îy Thana  =öìœy P.S „þîûöì“þþ £öìî £z“þþÄy!” öÇþöìe Find and Replace „þ›y[þ  îÄî£yîû „þîûy £ëûÐ

xíÅyê Find  „þ›yö[þîû ›y•Äöì›  !˜!”ÅÜT ö„þy˜ Ÿ· …%öì‹ öîîû „þîûy £ëû ~î‚ Replace  „þ›yö[þîû ›y•Äöì› þ™!îûî!“þÅþ“þþ Ÿ· !”öìëû ²Ì!“þþßþiyþ™˜ „þîûy
£ëûÐ

•öìîû !˜!FŠé Comilla öœ…y vþöì„þyöì›rÝþ!Ýþ ö…yœy xyöìŠéÐ ̃ y íy„þöìœ „þöìëû„þ þ™,Ûþy öÝþ:Ýþ¢£ ~„þ!Ýþ vþöì„þyöì›rÝþ …%öìœ !î!¦þ§¬ ßþiyöì̃  „þ›þ™öìÇþ 20/
30 ‹yëû†yëû Comilla Ÿ·!Ýþ !œ…%̃ Ð ›öì̃  „þ!îû ~£z Comilla öœ…þy!Ýþ ¦þ%œ £öìëûöìŠé ~î‚ Comilla öœ…yîû þ™!îûîöì“þÅþ Kustia !œ…ö“þþ £öìîÐ
!˜öì‰þîû „þ›y[þ=öìœy ²Ìöìëûy† „þîû&˜Ð

Steps

1. vþöì„þyöì›öìrÝ îû S šþy£zöìœîûV Öîû&öì“þþ !„Ïþ„þ „þöìîû „þy¢Åîû îûy…%̃ Ð
2. Home  ÝþÄyöìîîû vþy˜!”öì„þ ~„þ”› öŸöì¡ì Replace  xþ™Ÿì̃  !¢öìœQ „þîû&˜Ð S Home > Replace îy Ctrl+ H / Alt+E,E V Find

and Replace  vþyëûyœ† î: xy¢öìîÐ
3. Replace ÝþÄyî !¢öìœQ ˜y íy„þöìœ !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜Ð
4. Find What öÝþ:Ýþ îöì: Comilla Ýþy£zþ™ „þîû&˜Ð
5. Replace What öÝþ:Ýþ îöì: Kustia Ýþy£zþ™ „þîû&˜Ð

Fig 17.6

6. Find Next îyÝþöì̃  !„Ïþ„þ „þîûöìœ ²Ìí› Comilla Ÿ·!Ýþ £y£zœy£zÝþ £öìî ~î‚ „þ›yöì[þîû ‹˜Ä „þy¢Åîû xöìþ™Çþy „þîûöìîÐ
7. îyÝþöì̃  !„Ïþ„þ „þîûöìœ ²Ìí› Comilla Ÿ·!Ýþ  Kustia Ÿ· myîûy ²Ì!“þþßþiy!þ™“þþ S Replace V £öìî ~î‚  þ™îûî“þÅþ# Comilla Ÿ·!Ýþ

£y£zœy£zÝþ £öìîÐ

Fig 17.7
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8. ~¦þyöìî Replace îyÝþöì̃  !„Ïþ„þ þ„þîûöì“þþ íy„þöìœ £y£zœy£zÝþ Ÿ·!Ýþ þ™!îûî!“þÅþ“þþ £öìëû „þy¢Åîû þ™îûî“þÅþ# Ÿöì· öëö“þþ íy„þöìîÐ  Replace

All îyÝþöì̃  !„Ïþ„þ „þîûöìœ îy„þ# ¢›hßþ Comilla Ÿ· îû*þ™yhsþ!îû“þþ £öìëû Kustia ëyöìî ~î‚ vþyëûyœ† î: xy¢öìîÐ

Fig 17.8

9.  öŸöì¡ì  OK  îyÝþöì̃  !„Ïþ„þ „þöìîû xíîy ›yGþþ™öìí vþöì„þyöì›öìrÝþ !šþöìîû xy¢ö“þþ ‰þy£zöìœ Cancel îyÝþöì̃  !„Ïþ„þ „þöìîû vþöì„þyöì›öìrÝþ !šþöìîû
xy¢%˜Ð
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Mail Merge Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y Ñ˛Ó˚y

²Ì!“þþÜTy˜ îy îÄ!_«†“þþ öÇþöìe ²Ìyëû£z ö”…y ëyëû ~„þ£z !‰þ!àþ !î!¦þ§¬ !àþ„þy˜yëû þ™yàþyöì“þþ £ëû ~î‚ !‰þ!àþîû vþzþ™îû !¦þ§¬ !¦þ§¬ ˜y› ç !àþ„þy˜y¢£
¢öìÁºy•˜ „þîûy £ëûÐ ›öì̃  „þîû&˜ ²Ì!“þþÜàþyöì̃ îû öÇþöìe îŠéîû öŸöì¡ì „þyÜT›yîûöì”îû „þyöìŠé Ÿ%öì¦þFŠéy þ™e þ™yàþyöì“þþ £öìîÐ ~öìÇþöìe ›)œ !‰þ!à!Ýþ ~„þ£z íy„þöìî
!„þlsþ „þyÞÝþ›yöìîûîûþ ˜y›– !àþ„þy˜y !¦þ§¬Ð xyîyîû ²Ì!“þþîŠéîû !„þŠ%é ˜“þ%þ˜ „þyÜT›yîû öëy† £öìî “þyöì”îû „þyöìŠéç !‰þ!àþ þ™yàþyö“þþ £öìî xíîy ö„þy˜
x %̃Ûþyöì̃ îû ”yçëûy“þþ þ™öìeîû  „þíy£z •îûy ëy„þÐ ~öìÇþöìe !‰þ!àþîû ›)œ !î¡ìëû ~„þ !„þlsþ ˜y› !àþ„þy˜y !¦þ§¬Ð ›öì̃  „þîû&˜ ~„þ!Ýþ ²Ì!“þþÛþy˜ ²ÌyíÅ#öì”îû „þyöìŠé
£zrÝþyîû!¦þvþz „þyvÅþ þ™yàþyöìî ö¢öìÇþöìe !‰þ!àþîû ›)œ !î¡ìëû ( Main Document ) ~„þ !„þlsþ ˜y› !àþ„þy˜y îy vþyÝþyöìî‹ (Database) !¦þ§¬Ð ~£z ¢›hßþ
öÇþöìe Microsoft Word ~ Mail Merge xþ™Ÿ˜ îÄî£yîû „þîûy £ëûÐ ~öìÇþöìe ›)œ !‰þ!àþ!Ýþ xyœy”y šþy£zöìœ íyöì„þ ~î‚ !àþ„þy˜y ¢Áº!œ“þþ
vþyÝþyöìî‹!Ýþ xyœy”y šþy£zöìœ íyöì„þÐ þ™öìîû ~£z ”%£z!Ýþöì„þ ›y‹Å „þîûy £ëûÐ Mail Merge „þîûy !‰þ!àþîû šþîû›ÄyÝþ £ëû !˜Á¬îû*þ™éôé

Fig 18.1

Mail Merge „þîûö“þþ !˜öì‰þîû Step =öìœy ~öì„þ ~öì„þ ²Ìöìëûy† „þîû&˜Ð ~öìÇþöìe ö›yÝþ 4!Ýþ þ™ëÅyëû x!“þþe«› „þîûöì“þþ £ëûÐ
„þ. ›)œ !‰þ!àþ!Ýþ ÷“þþîû# „þîûyÐ
…. !àþ„þy˜y ¢Áº!œ“þþ vþyÝþyöìî‹ ÷“þþîû# „þîûyÐ
†. ›)œ !‰þ!àþîû ²Ìöìëûy‹˜#ëû x‚öìŸ ›y‹Å !šþÓþ öëy† „þîûyÐ
‡. ›)œ !‰þ!àþ ~î‚ vþyÝþyöìî‹ ›y‹Å „þîûyÐ
‰þœ%̃  ~…˜ ¢Á™)’Å ›y‹Å ²Ì!e«ëûy!Ýþ ¢Á™§¬ „þîûy ëy„þÐ xyþ™y“þ“þþ xy›îûy ~„þ!Ýþ £zrÝþyîû!¦þvþz „þyvÅþ !î!¦þ§¬ îÄ!_«îû „þyöìŠé þ™yàþyöìîyÐ ›)œ !‰þ!àþ!Ýþ

~î‚ vþyÝþyöìî‹!Ýþ xy›îûy£z ÷“þþîû# „þîûöìîyÐ
vþyÝþyöìî‹ ÷“þþîû# „þîûy
vþyÝþyöìî‹ šþy£zœ!Ýþ £öìî !î!¦þ§¬ îÄ!_«îû ˜y›– !àþ„þy˜y £z“þþÄy!” ¢Áº!œ“þþ ~„þ!Ýþ þšþy£zœÐ ¢y•yîû’ Word   ~îû Table „þ›yöì[þîû ›y•Äöì›

vþyÝþyöìî‹!Ý ÷“þþîû# „þîûy £ëûÐ ~ŠéyvþüyÄ ö„þy˜ Spread Sheet ö²Ìy@ùÌy› (Excel) îy vþyÝþyöìî‹ ›Äyöì̃ ‹öì›rÝþ ö²Ìy@ùÌy› (Access) £z“þþÄy!” îÄî£yîû
„þöìîû vþyÝþyöìî‹ ÷“þþîû# „þîûy ëyëûÐ ~Šéyvþüyç Excel îy Access !”öìëû xyöì†£z ÷“þþîû# „þöìîû îûy…y vþyÝþyöìîöì‹îû ¢yöìíç Word  vþöì„þyöì›öìrÝþîû ›y‹Å
„þîûy ëyëûÐ xy›îûy Word ~îû öÝþ!îöìœîû ›y•Äöì› ~„þ!Ýþ vþyÝþyöìî‹ ÷“þþîû# „þîûîÐ

1. File îyÝþ˜ öíöì„þ  New ~ !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜ ~î‚ Blank Document !¢öìœQ „þöìîû Create îyÝþöì̃  !„Ïþ„þ „þîû&˜ (Ctri+N)Ð ~„þ!Ýþ
˜“þ%þ˜ vþöì„þyöì›rÝþ ÷“þþîû# £öìîÐ  (File>New>Blank document) Ð

2. Insert !îûî˜ öíöì„þ Table> Insert Table „þ›y[þ !”˜Ð Insert Table vþyëûyœ† î: xy¢öìîÐ

Fig 18.2

Chapter - 18Chapter - 18Chapter - 18Chapter - 18Chapter - 18
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„þ. ²Ìí›“þþ ›)œ !‰þ!àþ!Ýþ ÷“þþîû# „þîûyÐ
Steps

1. File îyÝþ˜ öíöì„þ  New ~ !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜ ~î‚ Blank Document !¢öìœQ „þöìîû Create îyÝþöì̃  !„Ïþ„þ „þîû&˜ (Ctri+N)Ð ~„þ!Ýþ
˜“þ%þ˜ vþöì„þyöì›rÝþ ÷“þþîû# £öìîÐ  (File>New>Blank document) Ð

2. vþöì„þyöì›öìrÝþîû ²Ìíöì› 7/8 îyîû öîyvÅþ öíöì„þ  Enter „þ# öì²Ì¢ „þöìîû þš¤þþy„þy îûy…%̃  ~î‚ !˜öì‰þîû !‰þ!àþ!Ýþ ýîý !œ…%̃ Ð

Fig 18.3

3. File îyÝþ˜ öíöì„þ Save !¢öìœQ „þîû&˜Ð Save As vþyëûyœ† î: xy¢öìîÐ ( File>Save )

4. File Name xþ™Ÿöì̃  Main Letter ˜y› !”˜ ~î‚ Save îyÝþöì̃  !„Ïþ„þ îy „þ# öîyvÅþ öíöì„þ Enter !”˜Ð ›)œ vþöì„þyöì›rÝþ!Ýþ ÷“þþîû# „þîûy
£öìœyÐ ~…˜ vþyÝþyöìî‹!Ýþ ÷“þþîû# „þîûöìîyÐ

…. vþyÝþyöìî‹ ÷“þþîû# „þîûy
vþyÝþyöìî‹ šþy£zœ!Ýþ £öìî !î!¦þ§¬ îÄ!_«îû ˜y›– !àþ„þy˜y £z“þþÄy!” ¢Áº!œ“þþ ~„þ!Ýþ þšþy£zœÐ ¢y•yîû’“þþ Word ~îû Table „þ›yöì[þîû ›y•Äöì›

vþyÝþyöìî‹!Ýþ ÷“þþîû# „þîûy £ëûÐ ~Šéyvþüy ö„þy˜ Spread Sheet ö²Ìy@ùÌy› (Excel) îy vþyÝþyöìî‹ ›Äyöì̃ ‹öì›rÝþ ö²Ìy@ùÌy› (Access)  £z“þþÄy!” îÄî£yîû
„þöìîû vþyÝþyöìî‹ ÷“þþîû#  „þîûy £ëûÐ ~Šéyvþüy Excel îy Access !”öìëû xyöì†£z ÷“þþîû# „þöìîû îûy…y vþyÝþyöìîöì‹îû ¢yöìíç Word vþöì„þyöì›öìrÝþîû ›y‹Å „þîûy
ëyëûÐ xy›îûy ~…˜ Word ~îû öÝþ!îöìœîû ›y•Äöì› ~„þ!Ýþ vþyÝþyöìî‹ ÷“þþîû# „þîûöìîyÐ

Steps

5. File îyÝþ˜ öíöì„þ  New ~ !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜ ~î‚ Blank Document !¢öìœQ „þöìîû Create îyÝþöì̃  !„Ïþ„þ „þîû&˜ (Ctri+N)Ð ~„þ!Ýþ
˜“þ%þ˜ vþöì„þyöì›rÝþ ÷“þþîû# £öìîÐ

6. Insert !îûî˜ öíöì„þ Table>Insert Table „þ›y[þ !”˜Ð Insert Table vþyëûyœ† î: xy¢öìîÐ
7. Number of Columns öÝþ:Ýþ îöì: 7 ~î‚ Number of Rows öÝþ:Ýþ îöì: 8 Ýþy£zþ™ „þöìîû OK

„þîû&˜Ð 7!Ýþ „þœy› öÝþ:Ýþ îöì: 8!Ýþ ¢y!îû¢£ ~„þ!Ýþ Table xy¢öìîÐ
ö›£zœ  ›y‹Å „þîûy
8. ýîý !˜öì‰þîû ›“þþ vþyÝþy öÝþ!îœ!Ýþ þ™)’Å „þîû&˜Ð
SL No. Name Vill/Street Post Dist Date Time

01 Asma Palton Palton Khulna 11-5-11 10.30

02 Raj HS-5, Rd-3 Dhanmondi Dhaka 12-5-11 10.30

03 Liton 338/B Block Mirpur Dhaka 13-5-11 10.30

04 Kabir Patua Jessore Jessore 14-5-11 10.30

05 Mazmua 2500 20 gram Jessore 15-5-11 10.30

06 Shopno Moti Mohol Mill Para Kustia 16-5-11 10.30

9. File îyÝþ˜ Save „þ›y[þþ!”˜Ð Save As vþyëûyœ† î: xy¢öìœ ̃ y› !”˜ Address ~î‚ Save îyÝþöì̃  !„Ïþ„ „þîû&˜ îy „þ# öîyvÅþ öíöì„þ Enter

„þ# öì²Ì¢ „þîû&˜Ð öŸöì¡ì File îyÝþö˜ !„Ïþ„þ „þöìîû Close !¢öìœQ „þöìîû  šþy£zœ!Ýþ Close „þîû&˜Ð
† .  Merge Field ¢‚öìëy‹˜
~…˜ ›)œ vþöì„þyöì›rÝþ îy Main letter ˜yöì›îû šþy£zöìœ ›y‹Å !þšþÓþ ( Merge Field ) ¢‚öìëy‹˜ „þîûy £öìîÐ þAddress šþy£zœ!Ýþ îõ  „þîûyîû

„þyîûöì’ ¢y›öì̃  Main letter vþöì„þyöì›rÝþ!Ýþ xîßþiy˜ „þîûöìîÐþ
Steps

1. Main letter ̃ yöì›îû vþöì„þyöì›öìrÝþ xîßþiy˜ „þîûöìŠé˜ !˜!Øþ“þþ £öìëû !˜˜Ð S ̃ y „þîûöìœ File>Open  „þ›y[þ !”öìëû Main letter !Ýþ …%öìœ !˜˜ÐV
2. !„Ïþ„  „þöìîû vþöì„þyöì›öìrÝ îû ²Ìí› œy£zöì̃  „þy¢Åîû îûy…%̃ Ð
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3. Mailing  !îûîöì̃ îû îy !”„þ £öì“þþ 3ëû xþ™Ÿ˜ Start Mail Merge ~ !„Ïþ„þ „þöìîû vÈþþ™ vþyvþz̃  £ö“þþ Step by Step Mail Merge Wizard

!¢öìœQ „þîû&˜Ð

Fig 18.4

4. xyþ™˜yîû ¢y›öì̃  Mail Merge ÝþÄyBþ þ™Äy˜ xy¢öìîÐ

Fig 18.5

œÇþÄ „þîû&˜ ÝþÄyBþ þ™Äyöì̃ îû vþzþ™îû !”öì„þ Select document type xþ™Ÿöì̃ îû ̃ #öì‰ Letter, E-mail, Messages, Envelops, Labels, Directory

˜yöì› ö›yÝþ 5!Ýþ xy£zöìÝþöì›îû ~„þ!Ýþ !œÜT îûöìëûöìŠéÐ
5. !œÜT öíþöì„þ Letters öîû!vþç îyÝþ˜ !¢öìœQ xyöìŠéþ !„þ˜y !˜!Øþhsþþ £öìëû !˜˜Ð

Fig 18.6
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6. ÝþÄyBþ þ™Äyöì̃ îû ¢îöì‰þöìëû !˜öì‰þ Step 1 of 6  xþ™Ÿöì̃ îû !˜‰þ öíöì„þ Next: Starting document

öœ…yöì“þþ !„Ïþ„þ „þîû&˜Ð

Fig 18.7

öì›£zœ ›y‹Å „þîûy
þ™îûî“þÅþ# Wizard vþyëûyœ† î: xy¢öìîÐ ~…y˜ öíöì„þ î“þÅþ›y˜ vþöì„þyöì›rÝþ!Ýþ ( Current Document ) öì›£zœ ›yöì‹Å ¢‚öìëy‹˜ „þîûöîyÐ
7. ÝþÄyBþ þ™Äyöì̃ îû vþzþ™öìîûîû !”öì„þ Select starting document xþ™Ÿöì̃ îû !˜öì‰þ !œÜT öíöì„þ Use the current document öîû!vþç îyÝþ˜

!¢öìœQ xyöìŠéþ !„þ˜y !˜!Øþhsþþ £öìëû !˜˜Ð

Fig 18.8

8. ÝþÄyBþ þ™Äyöì̃ îû ¢îöì‰þöìëû !˜öì‰þ Step 2 of 6  xþ™Ÿöì̃ îû !˜ö‰þ öíöì„þ Next: Select recipients öœ…yö“þþ !„Ïþ„þ „þîû&˜Ð

Fig 18.9

þ™îûî“þÅþ# Wizard vþyëûyœ† î: xy¢öìîÐ Select recipients xþ™Ÿöì̃ îû ˜“þ%þ˜ vþyÝþyöìî‹ šþy£zœ ÷“þþîû# „þîûy ëyöìî xíîy xyöì†£z ÷“þþîû# „þöìîû
îûy…y ö„þy˜ šþy£zœöì„þ ¢‚ë%_« „þîûy ëyöìî xy›îûy xy›yöì”îû ÷“þþîû# Address 2 šþy£zœ!Ýþ ¢‚ë%_« „þîûöìîÐ

9. ÝþÄyBþ þ™Äyöì̃ îû vþzþ™öìîûîû !”öì„þ Select recipients xþ™Ÿöì̃ îû !˜öì‰þ !œÜT öíþöì„þ Use an exciting list öîû!vþç îyÝþ˜ !¢öìœQ „þîû&˜Ð
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Fig 18.10

Wizard  ™!îûî!“þÅþ“þ  £öìîþ~î‚ ›yGþy›y!Gþ x‚öìŸ Use an exciting list xþ™Ÿöì̃ îû !˜öì‰þ Browse îyÝþ˜ xy¢öìîÐ
10. Browse îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð

Fig 18.11

Select Data Source  vþyëûyœ† î: xy¢öìîÐ

Fig 18.12

11. ~…y˜ öíöì„þ  Address2 šþy£zzœ!Ýþ S ¢y•yîû’“þþ C:\My Document öšþyÓþyöìîû íy„þöìîV !¢öìœQ „þöìîû Open îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð
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öì›£zœ ›y‹Å „þîûy
12. Mail Merge Recipient vþyëûyœ† î: xy¢öìîÐ

Fig 18.13

~…yöì̃  ¢î !àþ„þy˜y=!œ Field ¢£ ö”…þy ëyöìîÐ
13. OK îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð œÇþÄ „þîû&˜ xyîyîûç Wizard  ¢£ ÝþyBþ þ™Äyöì̃  xîßþiy˜ „þîûöìŠé˜Ð
14. ÝþÄyBþ þ™Äyöì̃ îû ¢îöì‰þöìëû !˜öì‰þ Step 3 of 6 xþ™Ÿöì̃ îû !˜öì‰þ öíöì„þ Next:Write Your Letter öœ…yöì“þþ !„Ïþ„þ „þîû&˜Ð

Fig 18.14

15.  ™îûî“þÅþ# Wizard xy¢öìîÐ Write your letter xþ™Ÿöì̃ îû !˜öì‰  Address book, Greeting line…., Electronic postage…., Postal

bar code…., More items… £z“þþÄy!” ö›yÝþ 5!Ýþ xy£zöìÝþöì›îû !œÜT xy¢öìîÐ !œÜT öíöì„  More items …. þöœ…yöì“þþ !„Ïþ„þ „þîû&˜Ð
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Fig 18.15

16. xyþ™˜yîû ¢y›öì̃  Insert Merge Field vþyëûyœ† î: xy¢öìîÐ
ö›£zœ ›y‹Å „þîûy
17. vþöì„þyöì›öìrÝþîû ²Ìí› œy£zöì̃  „þy¢Åîû xyöìŠé !˜!Øþ“þþ £öìëû !˜˜Ð
18. vþyëûyœ† îöì:îû Name !šþÓþ !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜ ~î‚ Insert îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð

Fig 18.16

²Ìí› œy£zöì̃  <<Name >>  !šþÓþ îöì¢ ëyöìîÐ
19. ~…˜ Close îyÝþöì̃  !„Ïþ„þ „þöìîû vþyëûyœ† î: îõþ „þîû&˜ ~î‚ „þ# öîyvÅþ öíöì„þ ~„þîyîû Enter „þ# ö²Ì¢ „þîû&̃ Ð „þy¢Åîû vþöì„þyöì›öìrÝþ þ™îûî“þÅþ#

œy£zöì̃  xîßþiy˜ „þîûöìîÐ
20. xyîyîûç Ý yßþñ þ™Äy˜ öíöì„þ More items…  îyÝþöì̃  !„Ïþ„þ „þöìîû Insert Merge Field xy %̃̃ Ð
21. ~„þ£z ²Ì!e«ëûyëû Vill/ Street !šþÓþ !¢öìœQ „þöìîû Insert îyÝþöì̃  !„Ïþ„þ „þîû&˜ ~î‚ Close îyÝþöì̃  !„Ïþ„ „þöìîûþ „þ# öîyvÅþ öíöì„þ ~„þîyîû Enter

„þ# ö²Ì¢ „þîû&˜Ð „þy¢Åîû vþöì„þyöì›öìrÝþîû þ™îûî“þÅþ# œy£zöì̃  xîßþiy˜ „þîûöìîÐ
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Fig 18.17

 xyîyîûç << Vill >>  !šþÓþ!Ýþ xy¢öìî ~î‚ !šþöìÓþîû vþyöì̃  „þy¢Åîû xîßþiy˜ „þîûöìîÐ
22. „þ# öîyvÅþ öíöì„þ xyîyîûç ~„þîyîû Enter ö²Ì¢ „þîû&˜Ð „þy¢Åîû þ™îûî“þÅþ# œy£zöì̃  xîßþiy˜ „þîûöìîÐ
23. ~„þ£z¦þyöìî Insert Merge Field îyÝþöì̃  !„Ïþ„þ „þöìîû Post !šþÓþ ~öì̃  Enter ö²Ì¢ „þîû&˜Ð
24. öŸöì¡ì xyîyîûç Insert Merge Field ~ !„Ïþ„þ „þöìîû !œÜT öíöì„þ Dist !šþöìÓþ !„Ïþ„þ „þîû&˜Ð !àþ„þy˜y xy˜y £öìœy ~…˜ !‰þ!àþ !¦þ“þþöìîû îy„þ#

!šþÓþ=öìœy xy˜öìîyÐ
25. !‰þ!àþö“þþ Dear öœ…yîû vþy˜þ™yöìŸ !„Ïþ„þ „þöìîûþ „þy¢Åîû îûy…%̃ Ð
26. xyîyîûç Insert Merge Field  îyÝþöì̃  !„Ïþ„þ „þöìîû !œÜT öíöì„þ Name !šþöìÓþ !„Ïþ„þ „þîû&˜Ð
27. xyîyîûç !‰þ!àþö“þþ Date öœ…yîû vþy˜þ™yöìŸ !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜ ~î‚ Insert Merge Field  îyÝþöì̃  !„Ïþ„þ „þöìîû !œÜT öíöì„þ Date

!þšþÓþ !¢öìœQ „þîû&˜Ð
ö›£zœ ›y‹Å „þîûy
28. xyîyîûç !‰þ!àþöì“þþ Time öœ…yîû vþy˜þ™yöìŸ !„Ïþ„þ „þîû&˜ ~î‚ Insert Merge Field îyÝþöì̃  !„Ïþ„þ „þöìîû !œÜT öíöì„þ Time !šþÓþ !¢öìœQ

„þîû&˜Ð

Fig 18.18

vþöì„þyöì›rÝþ ~î‚ vþyÝþyöìî‹öì„þ ›yöì‹Å ¢‚öìëy!‹“þþ „þöìîû !šþÓþ ¢‚öìëy‹öì̃  „þy‹ öŸ¡ì £öìœyÐ ~…˜ öŸ¡ì þ™”öìÇþþ™ xíyÅê šþy£zœ ”%£z!Ýþöì„þ
Merge  „þîûöì“þþ £öìîÐ

‡. vþþöì„þyöì›rÝþ Merge „þîûyÐ
xy¢%̃  öŸ¡ì ²Ì!e«ëûy xíÅyê vþöì„þyöì›rÝþ ”%£z!Ýþ ›y‹Å „þîûy ëy„þÐ
1. öŸöì¡ì Ýþyßþñ þ™Äyöì̃ îû ¢îöì‰þöìëû !˜öì‰þ Step 4 of 6  xþ™Ÿöì̃ îû !˜‰þ öíöì„þ  Next: Preview your letter öœ…yöì“þþ !„Ïþ„þ „þîû%̃ Ð þ™îûî“þÅþ#

Wizard xy¢öìî ~î‚ vþöì„þyöì›rÝþ þ™!îûî“þÅþ˜ ö”…y ëyöìîÐ

Fig 18.19
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Ýþyßþñ þ™Äyöì̃  Preview your letter xþ™Ÿöì̃ îû !˜öì‰þ xî!ßþi“þþ vþy˜!”„þ›%…# îy îy›!”„þ›%…# xÄyöìîûyöì“þþ !„Ïþ„þ „þöìîû þ™îûî“þÅþ# îy þ™)îÅî“þþ# vþyÝþy
ö”…y ëyöìîÐ

2. öŸöì¡ì  Ýþyßþñ þ™Äyöì̃ îû ¢îöì‰þöìëû !˜öì‰þ Step 6 of 6  xþ™Ÿöì̃ îû !˜‰þ öíöì„þ Next : Complete the Merge öœ…yö“þþ !„Ïþ„þ „þîûöìœ ›y‹Å
²Ì!e«ëûy ¢Á™§¬ £öìî ~î‚ Ýþyßþñ þ™Äy˜ þ™!îûî!“þÅþ“þþ £öìîÐ

Fig 18.20

3. Ýþyßþñ þ™Äyöì̃ îû ›yGþy›y!Gþ xî!ßþi“þþ Merge xþ™Ÿöì̃ îû !˜‰þ öíöì„þ Edit individuals letters…  xþ™Ÿöì̃  !„Ïþ„þ „þîû&˜Ð Mail Merge ¢Á™)’Å
£öìîÐ

Fig 18.21

~…˜ ~„þy!•„þ þ™,Ûþy ¢Áº!œ“þþ vþöì„þyöì›öìrÝþîû ²Ì!“þþ!Ýþ þ™,ÜTyëû ²Ìöì“þþÄöì„þîû ßþº ßþº ˜y›– !àþ„þy˜y¢£ ~„þ!Ýþ ˜“þ%þ˜ vþöì„þyöì›ìrÝ  ÷“þþîû# £öìîÐ
²Ìöìëûy‹öì̃  !²ÌrÝþ „þ›y[þ !”öìëû šþy£zœ!Ýþ !²ÌrÝþ „þöìîû !˜ö“þþ þ™yöìîû̃ Ð öŸöì¡ì þ šþy£zœ!Ýþ ö¢¦þþ „þîû&˜Ð Mail Merge £öìëû ö†öìŠéÐ ~…˜ ²Ì!“þþ!Ýþ

þ™,Ûþyëû ²Ìöì“þþÄöì„þîû !àþ„þy˜y¢£ ~„þy!•„þ þ™,Ûþyëû ~„þ!Ýþ ˜“þ%þ˜ vþöì„þyöì›rÝþ ÷“þþîû# £öìîÐ šþy£zœ!Ýþ ö¢¦þ „þîû&˜Ð ²Ìöìëûy‹öì̃  !²ÌrÝþ „þöìîû !˜˜Ð
ö›£zœ ›y‹Å „þîûy
Mail Merge îÄî£yîû „þöìîû ~„þy!•„þ !àþ„þy˜y¢£ Envelope ÷“þþîû#
~”þÇþ’ öë vþyÝþyöìî‹!Ýþ îÄî£yîû „þöìîû !‰þ!àþîû ¢yöìí !àþ„þy˜y ›y‹Å „þîûy £öìœy ö¢!Ýþ îÄî£yîû „þöìîû !î!¦þ§¬ !àþ„þy˜y ¢Áº!œ“þþ Envelope ÷“þþîû#

„þîûöìîyÐ
1. File îyÝþ˜ öíöì„þ New ~ !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜ ~î‚ Blank Document !¢öìœQ „þöìîû Create îyÝþöì̃  !„Ïþ„þ „þîû&˜ ( Ctrl+N ) Ð

~„þ!Ýþ ˜“þ%þ˜ vþöì„þyöì›rÝþ ÷“þþîû# £öìîÐ (File> New> Blank Document)

2. Mailing !îûîöì̃ îû îy !”„þ £ö“þþ 3ëû xþ™Ÿ˜ Start Mail Merge ~ !„Ïþ„þ „þöìîû vÈþþ™ vþyvþz̃  £öì“þþ Envelopes !¢öìœQ „þîû&˜Ð
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Fig 18.22

3. Envelop Options  vþyëûyœ† î: xy¢öìîÐ ~…yöì˜ !vþšþÎÝþ Envelop Setting íy„þöìîÐ ö„þy˜ þ™!îûî“þÅþ˜ ˜y „þöìîû OK „þîû&˜Ð

Fig 18.23

4. Envelope address vþyëûyœ† î: xy¢öìîÐ
5. !˜öì‰  ²Ìyþ™öì„þîû ‡öìîû ²Ìíöì› To !œöì… „þ# öîyvÅþ öìíöì„þ Enter ö²Ì¢ „þîû&˜Ð

Fig 18.24

6. Mailing !îûîöì̃ îû îy !”„þ £öì“þþ 4íÅ xþ™Ÿ˜ Select recipients ~ !„Ïþ„þ „þöìîû xþ™Ÿöì̃ îû !˜öì‰þ !œÜTþ öíöì„þ Use exiting list !¢öìœQ „þîû&˜Ð
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Fig 18.25

Select Data Source vþyëûyœ† î: xy¢öìîÐ

Fig 18.26

7. ~…y˜ öíöì„þ  Address2 šþy£zzœ!Ýþ S ¢y•yîû’“þþ C:\My Document öšþyÓþyöìîû íy„þöìîV !¢öìœQ „þöìîû Open îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð
8. Mailing !îûîöì̃ îû Insert Merge Field ~ !„Ïþ„þ „þöìîû xþ™Ÿöì̃ îû !˜öì‰þ !œÜTþ öíöì„þ Name !¢öìœQ „þîû&˜Ð

Fig 18.27

<<Name >>  !šþÓþ!Ýþ xy¢öìî ~î‚ !šþöìÓþîû vþyöì̃  „þy¢Åîû xîßþiy˜ „þîûöìîÐ
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9. „þ# öîyvÅþ öíöì„þ ~„þîyîû Enter „þ# ö²Ì¢ „þîû&˜ Ð „þy¢Åîû þ™îûî“þÅþ# œy£zöì̃  xîßþiy˜ „þîûöìîÐ
10. ~„þ£z¦þyöìî Insert Merge Field îyÝþöì̃  !„Ïþ„  „þöìîûþ Vill/ Street !šþÓþ  ~öì̃  Enter ö²Ì¢ „þîû&˜Ð
11. ~„þ£z¦þyöìî Insert Merge Field îyÝþöì̃  !„Ïþ„  „þöìîûþ Post !šþÓþ  ~öì̃  Enter ö²Ì¢ „þîû&˜Ð
12. öŸöì¡ì xyîyîûç Insert Merge Field ~ !„Ïþ„þ „þöìîû !œÜT öíöì„þ Dist !šþöìÓþ !„Ïþ„þ „þîû&˜Ð

Fig 18.28

‡. vþþöì„þyöì›rÝþ Merge „þîûyÐ
xy¢%̃  öŸ¡ì ²Ì!e«ëûy xíÅyê vþöì„þyöì›rÝþ ”%£z!Ýþ ›y‹Å „þîûy ëy„þÐ
13. Mailing !îûîöì̃ îû Finish & Merge ~ !„Ïþ„þ „þöìîû xþ™Ÿöì̃ îû !˜öì‰þ !œÜTþ öíöì„þ Edit Individual Documents…. !¢öìœQ „þîû&˜Ð

Fig 18.29

14. Merge to New Document vþyëûyœ† î: xy¢öìîÐ All !¢öìœQ „þöìîû OK „þîû&˜Ð

Fig 18.30

15. Mail Merge £öìëû ö†öìŠéÐ ~…˜ ²Ì!“þþ!Ýþ þ™,Ûþyëû ²Ìöì“þþÄöì„þîû !àþ„þy˜y¢£ ~„þy!•„þ þ™,Ûþyëû ~„þ!Ýþ ˜“þ%þ˜ vþöì„þyöì›rÝþ ÷“þþîû# £öìîÐ šþy£zœ!Ýþ
ö¢¦þ „þîû&˜Ð
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Page Setup     !òˆÏÎ˚ Ñ˛yã Ñ˛Ó˚y!òˆÏÎ˚ Ñ˛yã Ñ˛Ó˚y!òˆÏÎ˚ Ñ˛yã Ñ˛Ó˚y!òˆÏÎ˚ Ñ˛yã Ñ˛Ó˚y!òˆÏÎ˚ Ñ˛yã Ñ˛Ó˚y

Word vþöì„þyöì›öìrÝþ ö„þy˜ „þy‹ Öîû& „þîûyîû xyöì†£z Page Setup !àþ„þ „þöìîû ö˜çëûy vþz!‰“þþÐ þ™öìîû Page þ™!îûî“þÅþ˜ „þîûöìœ !î!¦þ§¬ •îûöì̃ îû
¢›¢Äy ö”…y ëyëûÐ öë›˜ éôé ›öì̃  „þîû&˜ ”%ä£zŸ“þþ þ™,Ûþyîû ~„þ!Ýþ vþöì„þyöì›rÝþ ¢Á™)’Å ÷“þþîû# „þîûyîû þ™îû– ›y!‹Å˜ „þ›/öîŸ# „þîûy £öìœyÐ ~ö“þþ þ™,Ûþy ¢‚…Äy
„þ›/öîŸ# £öìî ~î‚ !î!¦þ§¬ ö£!vþ‚ îy @ùÌy!šþ: ~îû ¢y‹yöì̃ y vþzÎÝþyþ™yÎÝþy þ™,Ûþyëû ‰þöìœ ëyöìîÐ ~…˜ ˜“þ%þ˜ „þöìîû xyîyîû ¢y‹yöì“þþ £öìîÐ £z“þþÄy!”
!î!¦þ§¬ •îûöì̃ îû £y‹yöìîûy ¢›¢Äy ö”…y !”öìîÐ “þöìî Page Setup !àþ„þ „þîûyîû xyöì† Paper Size, Margin £z“þþÄy!” ¢Áºöìõþ •yîû̃ y íy„þöì“þþ £öìîÐ
•îû&˜ ~„þ!Ýþ ”îû…yhßþ !œ…öìî˜Ð ~öìÇþöìe Paper Size  !„þ £öìî– vþzþ™öìîû– !˜öì‰þ– vþyöì̃ – îyöì› „þ“þþÝ%þ„%þ ›y!‹Å˜ £öìî “þy Page Setup öíöì„þ !̃ •Åyîû’
„þöìîû !”ö“þþ £öìîÐ xyîyîû ›öì̃  „þîû&˜ ~„þ!Ýþ ÞÝþÄyÁ™ ~ !²ÌrÝþ „þîûöìî˜ “þ…˜ öþ™þ™yöìîûîû ¢y£z‹ þ~î‚  ›y!‹Å˜ !¦þ§¬ £öìîÐ „þyîû’ ÞÝþÄyÁ™ ~îû öþ™þ™yîû
¢y£z‹ !¦þ§¬ ~î‚  ²Ìí› ™,Ûþyîû vþzþ™öìîû xyvþüy£z £z!Mþé þ™!îû›y’ Šéyþ™y íyöì„þÐ ë!” „þy†öì‹îû vþz¦þëû þ™,Ûþyëû !²ÌrÝþ „þîûöì“þþ ‰þy˜ “þöìî Mirror Margin

xþ™Ÿ˜ îÄî£yîû „þîûö“þþ £öìîÐ
~„þ!Ýþ ”îû…yöìhßþîû ‹˜Ä xyhsþ‹Åy!“þþ„þ¦þyöìî ßþº#„,þ“þþ „þy†öì‹îû ›yþ™ £öìFŠé 80 gmn (80gm)  xþ™öì¢Ýþ öþ™þ™yîû ~î‚ 8.5 £z!Mþé × 11 £z!Mþé (A4

Size)  xíÅyê ‰þçvþüy 8.5 £z!Mþé ~î‚  œÁºy 11 £z!Mþé. ›y!‹Å˜ vþzþ™îû– !˜‰þ– vþyöì̃ – îyöì› ¢îÅ!”öì„þ „þ›þ™öìÇþ 1 £z!MþéÐ
Margin !àþ„þ „þîûy
xyöì†£z îöìœ!Šé ›y!‹Å˜ £öìFŠé „þy†öì‹ ö„þy˜ vþöì„þyöì›rÝþ !²ÌrÝþ „þîûyîû þ™îû vþzþ™öìîû– !˜öì‰þ– vþyöì̃ – îyöì› „þ“þþÝ%þ„%þ š¤þþy„þy ‹yëû†y íy„þöìî öì¢!Ýþ Word

~îû !vþšþÎÝþ ö¢!Ýþ‚ x %̃¢yöìîû vþy˜ (Right = 1.25"– îy› (left = 1.25") – vþzþ™î (Top = 1") û ~î‚ !˜‰þ ( Bottom = 1" )  !¢öìœQ íyöì„þÐ ~£z
ö¢!Ýþ‚¢ä þ™!îûî“þÅþ˜ „þöìîû £zFŠéy›“þþ ›y!‹Å˜ ö¢!Ýþ‚ „þîûy ëyëûÐ  ›y!‹Å˜ ö¢!Ýþ‚ „þîûyîû ‹˜Ä !˜öìÁ¬y_« „þ›y[þ !”˜Ð

Steps

1. Page Layout ÝþÄyî öíöì„  Page Setup vþyëûyœ† î: œy˜‰þyöìîû !„Ïþ„þ „þîû&˜Ð

Fig 19.1

Page Setup vþyëûyœ† î: xy¢öìîÐ

Fig 19.2

2. Margin ÝþÄyî !¢öìœQ xyöìŠé !˜!Øþhsþ £öìëû !˜˜Ð ~…˜ xy›îûy ¢î!”öì„  1" S £z!MþéV „þöìîû Margin ö¢Ýþ „þîûöìîyÐ
3. Top xþ™Ÿöì̃ îû öÝþ:Ýþ îöì: ›yvþz¢ !„Ïþ„þ „þöìîû 1 Ýþy£zþ™ „þîû&˜ xíîy xyþ™/vþyvþz̃  xÄyöìîûyö“þþ S÷V !„Ïþ„þ „þöìîû 1 !¢öìœQ „þîû&˜Ð

Chapter - 19Chapter - 19Chapter - 19Chapter - 19Chapter - 19
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Fig 19.3

4. ~¦þyöìî Top = 1" – Bottom = 1"– left = 1.25"– Right = 1.25"–!¢öìœQ „þöìîû Preview xþ™Ÿöì̃   þ™!îûî“þÅþ˜ œÇþÄ „þîû&˜Ð
Gutter

†yÝþyîû £öìFŠé ›y!‹Å˜ Šéyvþüyç x!“þþ!îû_« ‹yëû†yÐ öë›˜ öë ö„þy˜ vþöì„þyöì›rÝþ !²ÌrÝþ „þîûyîû þ™îû î¤y•y£z „þîûy xíîy þ™yMþé „þöìîû šþy£zöìœ îûy…yîû
”îû„þyîû £öì“þþ þ™yöìîûÐ ö¢öìÇþöìe ›y!‹Å˜ Šéyvþüyç îy›!”öì„þ x!“þþ!îû_« ‹yëû†y ”îû„þyîû £öìîÐ ~¢„þœ öÇþöìe Gutter îÄî£yîû „þîûy £ëûÐ ›y!‹Åöì̃ îû
›“þþ ~„þ£z þ™kþ!“þþö“þþ Gutter xþ™Ÿöì̃ îû öÝþ:Ýþ îöì: Ýþy£zþ™ „þöìîû îy xyþ™/vþyvþz̃  xÄyöìîûyö“þþ S÷V !„Ïþ„þ „þöìþîû Gutter !˜•Åyîû’ „þîûy £ëûÐ Gutter

~îû ~„þ„þ £z!Mþéö“þþ !˜•Åyîû’ £ëûÐ
Page Orientation

Margins ~îû þ™öìîû Page Orientation xþ™Ÿ˜ xî!ßþi“þÐ

Fig 19.4

Orientation xþ™Ÿöì̃ îû ›öì•Ä Portrait ~î‚ Landscape ˜yöì› ”%£zÝþy xþ™Ÿ˜ xyöìŠéÐ Portrait !¢öìœQ „þîûöìœ „þy†öì‹ œÁºy¦þyöìî xíÅyê
Bio-Data ›“þþ !²ÌrÝþ £ëûÐ Landscape !¢öìœQ „þîûöìœ xyvþüyxy!vþü¦þyöìî xíÅyê Certificate ~îû ›“þþ !²ÌrÝþ £ëûÐ ²Ìöìëûy‹˜#ëû öîû!vþç îyÝþ˜
!¢öìœQ „þîû&˜Ð

Fig 19.5
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Paper Size

 ~„þ!Ýþ ”îû…yöìhßþîû ‹˜Ä xyhsþ‹Åy!“þþ„þ¦þyöìî ßþº#„,þ“þþ „þy†öì‹îû ›yþ™ £öìFŠé 80 gmn (80gm)  xþ™öì¢Ýþ öþ™þ™yîû ~î‚ 8.5 £z!Mþé × 11 £z!Mþé
(A4 Size)  xíÅyê ‰þçvþüy 8.5 £z!Mþé ~î‚  œÁºy 11 £z!Mþé. ›y!‹Å˜ vþzþ™îû– !˜‰þ– vþyöì̃ – îyöì› ¢îÅ!”öì„þ „þ›þ™öìÇþ 1 £z!MþéÐ

5. Page Setup vþyëûyœ† îö:îû ÝþÄyöìî !„Ïþ„þ „þîû&˜Ð Paper Size !àþ„þ „þîûyîû ‹˜Ä xþ™Ÿ˜ xy¢öìîÐ

Fig 19.6

Paper Size xþ™Ÿöì̃ îû !˜öì‰þîû îöì: ¢y•yîû’“þþ Letter ¢y£z‹ (8.5" × 11")  !¢öìœQ íþyöì„þÐ
6. Paper Size xþ™Ÿöì̃ îû !˜öì‰þ Letter öœ…yîû vþyöì̃ îû vþyvþz̃  xÄyöìîûy ö“þþ !„Ïþ„þ „þîûöìœ List xy¢öìîÐ ~…y˜ öíöì„þ ²Ìöìëûy‹˜#ëû öþ™þ™yîû

¢y£z‹ !¢öìœQ „þîû&˜Ð

Fig 19.7

Laser !²ÌrÝþyîû !²ÌrÝþ „þîûyîû ‹˜Ä ¢y•yîû’ Letter ¢y£z‹ (8.25"×11.25")  !¢öìœQ „þîûöì“þþ £ëûÐ !˜öì‰þîû Width ~î‚ Height îöì: !„Ïþ„þ „þöìîû
¢y£z‹ Ýþy£zþ™ „þöìîû îy xyþ™/vþyvþz̃  xÄyöìîûyöì“þþ !„Ïþ„þ „þöìîû ¢y£z‹ ö¢Ýþ „þöìîû £zFŠéy›“þþ öþ™þ™yîû ¢y£z‹ ö¢!Ýþ‚ „þîûy ëyëûÐ ²Ì!“þþ!Ýþ þ™!îûî“þÅþ˜£z Preview

xþ™Ÿöì̃  ö”…y ëyöìîÐ
x˜Äy˜Ä xþ™Ÿ˜
Margin ÝþÄyöìî Mirror Margin xþ™Ÿ˜ þ™yçëûy ëyöìîÐ ›öì̃  „þîû&˜ ~„þ!Ýþ vþöì„þyöì›öìrÝþ left ç Right  ›y!‹Åöì̃ îû !¦þ§¬“þþy îûöìëûöìŠéÐ öë›˜ Left

= 2" ~î‚ Right = 1" !„þlsþ ~£z vþöì„þyöì›öìrÝþ!Ýþ „þy†öì‹îû vþz¦þëû þ™,Ûþyëû !²ÌrÝþ „þîûöì“þþ £öìîÐ ~öìÇþöìe ö‹yvþü ~î‚ öîöì‹yvþü þ™,Ûþyöì“þþ ›y!‹Åöì̃ îû
þ™!îûî“þÅþ˜ „þîûö“þþ £öìîÐ ˜£zöìœ ö‹yvþü þ™,Ûþy=öìœy î¤y•yöìëûîû ¢›ëû !¦þ“þþöìîû ‰þöìœ ëyöìîÐ ~öìÇþöìe Mirror Margin !¢öìœQ „þîûöìœ ö‹yvþü þ™,Ûþyëû
Left = 2" ~î‚ Right = 1" íy„þöìœ !îöì‹yvþü þ™,Ûþyëû vþzÎÝþy £öìëû Left = 1" ~î‚ Right = 2"  £öìîÐ

Fig 19.8
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Header ›y!‹Åì̃
vþöì„þyöì›öìrÝþ Header ~î‚ Footer !Ýþ ™,Ûþyîû vþzþ™îû ~î‚ !˜‰þ öíöì„þ 5" !˜öì‰þ/ vþzþ™öìîû öíöì„þ Öîû& £ëûÐ ~!Ýþîû þ™!îûî“þÅþ˜ „þîûö“þþ ‰þy£zöìœ

Header îy Footer xþ™Ÿöì̃ îû öÝþ:Ýþ îöì: ¢îûy¢!îû Ýþy£zþ™ „þöìîû îy xÄyöìîûyö“þþ !„Ïþ„þ „þöìîû !¢öìœQ „þöìîû !”öì“þþ £öìîÐ
Layout

Page Setup vþyëûyœ† îöì:îû Layout ÝþÄyöìî !„Ïþ„þ „þîûöìœ Layout ¢‚e«yhsþ xþ™Ÿ˜ xy¢öìîÐ

Fig 19.9

~£z xþ™Ÿöì̃ îû ›y•Äöì› Header and Footer ö„þy˜ þ™,Ûþy öíöì„þ Öîû& £öìîÐ Setion Breake ö„þyíy öíöì„þ Öîû& £öìî– œy£z̃  ˜yÁºyîû £öìî
!„þ˜y– ö‹yvþü ~î‚ !îöì‹yvþü þ™,Ûþyëû xyœy”y ö£vþyîû/š%þÝþyîû £öìî !„þ˜y– ²Ìíöì› þ™,Ûþyîû ö£vþyîû/š%þÝþyîû xyœy”y £öìî !„þ˜y £z“þþÄy!” xþ™Ÿ˜ !¢öìœQ
„þîûy £ëûÐ

Default öì¢!Ýþ‚
Page Setup xþ™Ÿöì̃  !î!¦þ§¬ •îûöì̃ îû þ™!îûìî“þÅþ˜ „þîûyîû þ™îû ~!Ýþöì„þ ßþiyëû#¦þyöìî îûy…öì“þþ ‰þy£zöìœ Default îyÝþöì̃  !„Ïþ„þ „þîû&˜ Ð þ™!îûî“þÅþ˜=öìœy

þ™îûî“þÅþ# ¢›hßþ vþöì„þyöì›öìrÝþ ²Ìöìëy‹Ä £öìî ~£z ›Äyöì¢‹¢£ ¢“þþ„þ“þÅþy vþyëûyœ† î: xy¢öìî Yes îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð
Paper Source

!²ÌrÝþyöìîû ~„þ þ™,Ûþy !²ÌrÝþ £îyîû þ™îû xyîyîû ~„þ!Ýþ þ™,Ûþy !”ö“þþ £öìî ~îû*þ™ öÇþöìe Manual Feed !¢öìœQ „þîû&˜ x˜Äíyëû !²ÌrÝþyîû x %̃¢yöìîû
~„þ!Ýþ Tray !¢öìœQ „þîû&˜Ð

Page Number

xöì̃ „þ îvþü vþöì„þyöì›rÝþ öë›˜ 100/200 þ™,Ûþy îy “þyîûç x!•„þ îvþü vþöì„þyöì›öìrÝþîû öÇþöìe ²Ì!“þþ!Ýþ þ™,Ûþyëû þ™,Ûþy ˜yÁºyîû ö”çëûy ¢›ëû ¢yöìþ™Çþ
~î‚ „þÜT¢y•ÄÐ MS-word ~ ¢£öì‹£z „þ›yöìuþîû ›y•Äöì› þ™,Ûþy ˜yÁºyîû ö”çëûy ëyëûÐ !˜öì‰þîû „þ›yuþ=öìœy œÇþÄ „þîû&˜Ð

Steps

1. x!•„þ þ™,Ûþy ¢Áº!œ“þþ vþöì„þyöì›rÝþ!Ýþ …%œ%̃ Ð
2. Insert ÝþÄyöìî !„Ïþ„þ „þöìîû Page Number  ~îû vÈþþ™ vþyvþzöì̃  !„Ïþ„þ „þîû&˜Ð

Fig 19.10

3. xöì̃ „þ xþ™Ÿ˜ þ™yçëûy ëyöìîÐ öë›˜- éôé Page ~îû vþzþ™öìîû ö”ëûyîû– ‹˜Ä Top of Page û– Page ~îû !˜öì‰þ ö”ëûyîû ‹˜Ä Bottom of Page–
›y!‹Åöì̃ îû ¢yöìí ö”ëûyîû ‹˜Ä  Page Margins £z“þþÄy!”Ð
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Macro     !òˆÏÎ˚ Ñ˛yã Ñ˛Ó˚y!òˆÏÎ˚ Ñ˛yã Ñ˛Ó˚y!òˆÏÎ˚ Ñ˛yã Ñ˛Ó˚y!òˆÏÎ˚ Ñ˛yã Ñ˛Ó˚y!òˆÏÎ˚ Ñ˛yã Ñ˛Ó˚y

~„þ£z „þy‹ îyîû îyîû „þîûyîû £y“þþ öíöì„þ öîû£y£z þ™yçëûyîû ~„þ ”yîû&˜ vþzþ™yëû £öìFŠé Macro – ›öì̃  îûy…öìî˜ MS-Office ~îû ²Ìö“þþÄ„þ!Ýþ
ö²Ìy@ùÌyöì›îû ¢yöìí Visual Basic ˜y›„þ ö²Ìy@ùÌy!›‚ ~îû ~„þ!Ýþ !œ‚„þ íy„þÐ Macro ›)œ“þþ Visual Basic œÄy‚=öìëûöì‹îû vþzþ™îû !¦þ!_« „þöìîû îû!‰“þþ
£ëûÐ „þöìëû„þ!Ýþ „þ›yuþþ xíÅyê ~„þ=FŠé „þ›yöìuþîû ¢›§ºöìëû ›ye ~„þ!Ýþ „þ›yuþ ÷“þþîû# „þöìîû ¢‚îûÇþ’ „þöìîû îûy…yîû „þy‹!Ýþ Macro „þöìîûÐ „þ# öîyvÅþ
ŸÝÅþ„þyÝþ „þ# îy ~„þ!Ýþ ˜y› !”öìëû ö¢£z ˜y› myîûy Macro ö„þ ¢‰þœ „þîûy ëyöìîÐ ëyîûy Word ~ !˜ëû!›“þþ îy‚œy ~î‚ £z‚öìîû‹# šþrÝþ !˜öìëû „þy‹ „þöìîû
íyöì„þ˜Ð “þyîûy £z!“þþ›öì•Ä£z îyîû îyîû Font þ™!îûî“þÅþöì̃ îû Gþyöì›œy ¢Áºöìõþ ‹yöì̃ ˜Ð xí‰þ ~£z „þy‹!Ýþ Macro îÄî£yîû „þöìîû …%î£z ¢£öì‹ „þîûy
¢½þîÐ ‰þœ%̃  !„þŠ%é îyhßþî vþz”y£îûöì’îû ›y•Äöì› Macro ¢Áºöìõþ !îhßþy!îû“þþ •yîû’y ö˜çëûy ëy„þÐ

Macro ÷“þþîû# „þîûy
View ÝþÄyî öíöì„ Macros þ„þ›yöìuþîû vÈþþ™ vþyvþzöì̃  !„Ïþ„  „þîû&˜ xöì̃ „þ xþ™Ÿ˜ xy¢öìîÐ
Macros „þ›yuþþ@ùÌ&öìþ™îû vÈþþ™ vþyvþz̃  öíöì„þ Record Macro „þ›yuþþ !”˜Ð (View>Macro>Record Macro)

Fig 20.1

Record Macro vþyëûyœ† îì:  xy¢öìîÐ

Fig 20.2

Style ç Templates ~îû îÄî£yîû
vþöì„þyöì›öìrÝþ !„þŠ%é !vþšþÎÝþ Style ö”çëûy íyöì„þÐ ~Šéyvþüy xy›îûy xy›yöì”îû ²Ìöìëûy‹öì̃  !î!¦þ§¬ •îûöì̃ îû Style ÷“þþîû# „þöìîû !˜öì“þþ þ™y!îûÐ ›öì̃

„þîû&˜– ²Ìyëû£z Arial šþöìrÝþîû 20 ¢y£z‹ ~î‚ Bold ~£z xþ™Ÿ˜!Ýþ ”îû„þyîû £ëûÐ ¢%“þþîûy‚ ~!Ýþîû ~„þ!Ýþ Style ÷“þþîû# „þöìîû Shortcut „þ# ÷“þþîû# „þöìîû
îûy…öìœ öë ö„þy˜ œy£z̃  îy þ™Äyîûyö“þþ Shortcut „þ# „þ›yuþþ !”öìœ£z xöìÝþyöì›!Ýþ„þ Style îÄî£*“þþ £öìîÐ

1. Home ÝþÄyöìîîû vþy˜!”öì„þ Styles „þ›yuþþ@ùÌ&öìþ™îû vþyëûyœ† î: œy˜‰þyöìîû !„Ïþ„þ „þîû&˜Ð xöì̃ „þ Styles xþ™Ÿ˜¢£ Style Task Pane

xy¢öìîÐ

Chapter - 20Chapter - 20Chapter - 20Chapter - 20Chapter - 20
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Fig 20.3

2. Style Task Pane ~îû !˜öì‰þîû !”öì„þ Show preview ~îû ö‰þ„þ îöì: !„Ïþ„þ „þîûöìœ Style =öìœy ¢ÄyÁ™œ xy„þyöìîû ö”…y ëyöìîÐ

Fig 20.4

3. ~£z Style ¢ÄyÁ™œ îöì:îû !˜öì‰þîû !”öì„þ öìŠéyÝþ öŠéyÝþ xþ™Ÿ˜ î: xyöìŠéÐ ²Ìí› xþ™Ÿ˜ î: New Style îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð

Fig 20.5

Create New Style From Formatting  ˜y›„þ vþyëûyœ† î: xy¢öìîÐ
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Fig 20.6

4. Name öÝþ:!Ýþ îöì: öë ö„þy˜ ~„þ!Ýþ ˜y› !œ…%̃  öë›˜  éô Noval

5. Formatting xþ™Ÿ˜ öíöì„þ  Arial– 20 ~î‚ Bold xþ™Ÿ˜ !¢öìœQ „þîû&˜Ð
!˜öì‰þîû !”öì„þîû Format þîyÝþöì̃  !„Ïþ„þ „þîûöìœ vÈþþ™ vþyvþz̃  xy¢öìîÐ ~…y˜ öíöì„þ Font  xþ™Ÿ˜ öíö„þ þšþöìrÝþîû !î!¦þ§¬ •îûöì̃ îû šþîûöì›!Ýþ‚ „þîûy

ëyöìîÐ
~¦þyöìî Paragraph öíöì„þ þ™Äyîûy@ùÌyöìšþìîû !î!¦þ§¬ •îûöì̃ îû xþ™Ÿ˜– Tab öíöì„þ !î!¦þ§¬ •îûöì̃ îû ÝþÄyî ö¢!Ýþ‚– Border. . . . xþ™Ÿ˜ öíöì„þ

xîöì‹öìQîû ‰þyîûþ™yöìŸ îvÅþyîû– Frame– Numbering £z”þÄy!” xþ™Ÿ˜ !¢öìœQ „þîûy ëyöìîÐ ~£z ¢›hßþ xþ™Ÿöì̃ îû !îhßþy!îû“þþ îÄy…Äy ¢‚!ÙÕÜT x•Äyöìëû
ö”çëûy xyöŠéÐ

6. Format vÈþþ™ vþyvþzöì̃ é !„Ïþ„þ „þöìîû Shortcut Key !¢öìœQ „þîû&˜Ð

Fig 20.7

7. Customize keyboard ˜y›„þ vþyëûyœ† î: xy¢öìîÐ
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Shortcut „þ# xþ™Ÿöì̃  F5 Sšþy‚Ÿ˜ „þ#V îy Ctrl+Q !¢öìœQ „þîû&˜Ð Assign ~î‚ Close þîyÝþöì̃  !„Ïþ„þ „þîû&˜Ð öŸöì¡ì OK/Close „þîû&˜Ð

Fig 20.8

Style îÄî£yîû „þîûy
1. vþöì„þyöì›öìrÝþîû !î!¦þ§¬ ßþiyöì̃  !„þŠ%é öÝþ:Ýþ !œ…%̃ Ð
2. öë ö„þy˜ ~„þ!Ýþ öÝþ:öìÝþîû vþzþ™îû „þy¢Åîû îûy…%̃ Ð
3. „þ# öîyvÅþ öíöì„þ F5 xíîy Ctrl+Q „þ›yuþþ !”˜Ð öÝþ:Ýþ=!œ Arial– 20 ~î‚ Bold £öìîÐ Style ôé~ x˜Ä ö„þy˜ ö¢!Ýþ‚ „þöìîû íy„þöìœ

ö¢=!œç „þyëÅ„þîû £öìîÐé

Fig 20.9

xíîy
4. Home ÝþÄyöìîîû vþy˜!”öì„þ Styles „þ›yuþ@ùÌ&öìþ™îû vþyëûyœ† î: œy˜‰þyöìîû !„Ïþ„þ „þîû&˜Ð ¢ÄyÁ™œ !œÜT öíöì„þ Noval !¢öìœQ „þîû&˜Ð

öÝþ:=!œö“þþ ~„þ£z šþœ £öìîÐ
Templetes ~îû îÄî£yîû
Microsoft word !î!¦þ§¬ •îûöì̃ îû Templetes ÷“þþîû# „þöìîû öîûöì…öìŠé îÄî£yîû„þyîû#öì”îû ¢%!î•yöìíÅÐ ~…y˜ öíöì„þ ²Ìöìëûy‹˜#ëû Help !˜öìëû

îÄî£yîû„þyîû#îûy vþ„%þöì›rÝþ ÷“þþîû# „þîûö“þþ þ™yöìîû̃ Ð ~ öÇþöìe ¢›hßþ •îûöì̃ îû Format ç Sample vþyÝþy ö”çëûy íyöì„þÐ îÄî£yîû„þyîû#îûy Format !àþ„þ
öîûöì… !˜‹ßþº vþyÝþy Ýþy£zþ™ „þöìîû ¢%̈ îû ¢%̈ îû vþöì„þyöì›rÝþ ÷ì“þþîû# „þîûö“þþ þ™yöìîû̃ Ð öë›˜ Resume Templetes îÄî£yîû „þöìîû xyþ™!˜ ~„þ!Ýþ  ¢%̈ îû
Internal ›yöì̃ îû îyöìëûyvþyÝþy ÷“þþîû# „þîûö“þþ þ™yöìîû̃ Ð xíîy Letter Templetes îÄî£yîû „þöìîûÐ Professional Letter îy Fax Templetes

îÄî£yîû „þöìîû ~„þ!Ýþ Fax ~îû ‹îyî îy Calendar Templetes îÄî£yîû „þöìîû ~„þ!Ýþ Calender ÷“þþîû# „þîûöì“þþ þ™yöìîû̃ Ð
Fax Document ÷“þþîû#
Steps

1. File> New „þ›yuþþ !”˜Ð
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!î!¦þ§¬ •îûöì’îû Templetes xþ™Ÿ˜ þ™yöìî˜Ð öë›˜– Blog post, Sample Templates, Recent Templates, Agendas, Brochures &

Booklets, Budgets, Business card, Calender, Faxes, Envelopes, Invitations, Letters £z“þþÄy!” xyöìîûy xöì̃ „þ Templates xþ™Ÿ˜
îûöìëûöìŠéÐ ~…y˜ öíöì„þ xyþ™!˜ xyþ™˜yîû ²Ìöìëûy‹˜#ëû Templates xþ™Ÿ˜!Ýþ öîöìŠé !˜ö“þþ þ™yöìîû̃ Ð

2. Fax Document ÷“þþîû#îû ‹˜Ä Sample Templates xþ™Ÿöì̃  !„Ïþ„þ „þîû&˜Ð
3. xyöìîûy xöì̃ „þ xþ™Ÿ˜ þ™yçëûy ëyöìîÐ
ÞÝþy£zœ ç vþz£z‹yvÅþ ~îû îÄî£yîû
4. Equity Merge Fax xþ™Ÿöì̃  !¢öìœQ „þîû&˜Ð Preview  x‚öìŸ ˜›%̃ y ö”…y ëyöìîÐ
5. „þ# öîyvÅþ öíöì„þ Enter ö²Ì¢ „þîû&˜ îy vþy˜!”öì„þ Close îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð
6. ˜›%̃ y vþöì„þyöì›öìrÝþ !˜‹ßþº vþyÝþy !”öìëû þþ™)’Å „þöìîû Save As „þ›yuþ !”öìëû šþy£zœ!Ýþ ö¢¦þ „þîû&˜Ð



124

RKMSWS MS Word

Date     ~ÓÇ~ÓÇ~ÓÇ~ÓÇ~ÓÇ Time ˆÏÑ˛ ˆÏÑ˛ ˆÏÑ˛ ˆÏÑ˛ ˆÏÑ˛     Insert Ñ˛Ó˚yÑ˛Ó˚yÑ˛Ó˚yÑ˛Ó˚yÑ˛Ó˚y

x›îûy ‹y!˜ ²Ì!“þþ!Ýþ „þ!Á™vþzÝþyîû î“þÅþ›y˜ “þy!îû… ~î‚ ¢›ëû íyöì„þÐ vþöì„þyöì›örÝþ î“þÅþ›y˜ “þy!îû… ç ¢›ëû öœ…yîû þ²Ìöìëûy‹˜ £ö“þþ þ™yöìîûÐ
xy›îûy ¢y•yîû’¦þyöìî “þy!îû… ç ¢›ëû !œöì… !”öì“þþ þ™y!îûÐ xyîyîû £zFŠéy „þîûöìœ “þy!îû… ç ¢›ëû öœ…yîû ‹˜Ä !î!¦þ§¬ •îûöì̃ îû šþîû›ÄyÝþ xyöì†£z
ö”çëûy íyöì„þÐ ~£z šþîû›ÄyÝþ îÄî£yîû „þöìîûç “þy!îû… ç ¢›ëû öœ…y ëyëûÐ ~Šéyvþüy ~£z šþîû›ÄyÝþ îÄî£yöìîûîû ¢›ëû ~!Ýþöì„þ !šþÓþ xy„þyöìîû xy˜y ëyëûÐ

!šþÓþ xy„þyöìîû xy˜öìœ î“þÅþ›y˜ “þy!îû… ç ¢›ëû þ™!îûî“þÅþ˜ £öìœ– vþöì„þyöì›öìrÝþç xöìÝþyöì›!Ýþ„þ xyþ™öì@ùÌvþ “þy!îû… ç ¢›ëû Insert „þîûy £öìîÐ
~…˜ vþöì„þyöì›rÝþ Date ç Time ö„þ Insert „þîûyîû ‹˜Ä !˜öì‰þîû „þ›yuþ =!œ þ²Ìöìëûy† „þîû&˜Ð
1. öìë…yöì̃  ¢›ëû ç “þy!îû… î¢yöì“þþ ‰þy˜ ö¢…yöì̃  „þy¢Åîû ßþiyþ™˜ „þîû&˜Ð
2. Insert ÝþÄyî öíöì„þ Date and Time !¢öìœQ „þîû&˜Ð

Fig 21.1

3. Date and Time vþyëûyœ† î: xy¢öìîÐ

Fig 21.2

vþyëûyœ† îöì: !î!¦þ§¬ Style ôé~ Date and Time öœ…y íy„þöìîÐé
4. ~…y˜ öíöì„þ öìë ö„þy˜ ~„þ!Ýþ šþîû›ÄyÝþ !¢öìœQ „þîû&˜Ð
5. öŸöì¡ì OK „þîû&˜ îy „þ# öîyvÅþ öíöì„þ Enter ö²Ì¢ „þîû&˜Ð vþöì„þyöì›öìrÝþ Date ~î‚ Time þ™yçëûy ëyöìîÐ
Saturday, June 16, 2011

!î!¦þ§¬ •îûöì̃ îû Insert „þ›yuþþ ç Reference

vþzöìÍÔ…Ä OK „þîûyîû xyöì† Update automatically !¢öìœQ íy„þöìœ Date ~î‚ Time !šþÓþ xy„þyöìîû Insert £öìî ~î‚ „þ!Á™vþzÝþyöìîûîû Date

ç Time þ™!îûî“þÅþöì̃ îû ¢yöìí ¢yöìí vþöì„þyöì›öìrÝþîû Date ç Time ç þ™!îûî“þÅþ̃  £öìîÐ

Chapter - 21Chapter - 21Chapter - 21Chapter - 21Chapter - 21
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Fig 21.3

File ö„þ Insert „þîûy
MS Word ~ xöì̃ „þ ¢›ëû ö”…y ëyëû ö„þy˜ îvþü „þyöì‹îû šþy£zœöì„þ ¦þy† „þöìîû ÷“þþîû# „þîûy £ëûÐ ›öì̃  „þ!îû 500 þ™,Ûþyîû ~„þ!Ýþ î£z ÷“þþîû#  „þîûöì“þþ

£öìîÐ ~öìÇþöìe £yöì“þþ ¢›ëû „þ›Ð ¢%“þîûy‚ 5 ‹˜ „þy‹ ¦þy† „þöìîû !˜œ ~î‚ ²Ìöì“þþÄ„þ Nova1, Nova2, Nova3 ~î‚ Nova4 ˜yöì› šþy£zœ=öìœy
ö¢¦þ „þöìîû îûy…öìœyÐ „þy‹ öŸöì¡ì þ Nova1 šþy£zöìœîû ›öì•Ä ~öì„þ ~öì„þ Nova2, Nova3 ~î‚ Nova4 šþy£zœ!Ýþ Insert „þöìîû þ™)’ÅyD šþy£zœ!Ýþ ÷“þþîû#
£œÐ ~îû*þ™ öÇþöìe ~„þ!Ýþ Word vþöì„þyöì›öìrÝþîû ›öì•Ä x˜Ä xyöìîû„þ!Ýþ Word vþöì„þyöì›ìrÝþ Insert  „þîûöì“þþ £ëûÐ !˜öì‰þîû Steps =öìœy x %̃¢îû’ „þîû&˜Ð

1. öë šþy£zœ!Ýþîû ›öì•Ä x˜Ä šþy£zœ xy˜öì“þþ £öìîÐ ö¢£z šþy£zœ!Ý  çöìþ™˜ „þöìîû šþy£zöìœîû öŸ¡ì œy£zöì̃  „þy¢Åîû îûy…%̃ Ð
2. Insert ÝþÄyöìî !„Ïþ„þ „þöìîû Insert File … !¢öìœQ „þîû&˜Ð Insert File vþyëûyœ† î: xy¢öìî ~î‚ šþy£zöìœîû !œÜT íy„þöìîÐ

Fig 21.4

3. öë šþy£zœ!Ýþ xy˜öì“þþ £öìî ö¢!Ýþöì„þ !„Ïþ„þ „þöìîû !¢öìœQ „þîû&˜Ð S²Ìöìëûy‹öì̃  Look in î: öíöì„þ vÈþy£z¦þ– öšþyÓþyîû !¢öìœQ „þöìîû
Location !àþ„þ „þîû&˜ÐV

4. öŸöì¡ì Insert îyÝþöì̃  !„Ïþ„þ „þîû&˜ îy „þ# öîyvÅþ öíöì„þ Enter ö²Ì¢ „þîû&˜Ð
!î!¦þ§¬ •îûöì̃ îû Insert „þ›y[þ ç Reference

Footnote ~î‚ Endnote

!î!¦þ§¬ î£z îy !þšþ‰þyöìîû ²Ìyëû£z ö”…y ëyëû  vþöì„þyöì›öìrÝþîû ›öì•Ä !î!¦þ§¬ Word ~îû ~„þÝ%þ vþzþ™öìîû 1,2,3 £z“þþÄy!” öœ…y íyöì„þ ~î‚ vþöì„þyöì›öìrÝþîû
öŸöì¡ì îy þ™,Ûþyîû öŸöì¡ì 1,2,3… !¢!îûëûyöìœ Word !Ýþ ¢Áºöìõþ !îhßþy!îû“þþ îÄy…Äy ö”çëûy íyöì„þÐ öë›˜ •îûy ëy„þ ö„þy˜ ¢Dyîû öìÇþöìe öœ…öì„þîû ˜y›
îy î£zöìëûîû ˜y› îy ö„þy˜ ›Äy†y!‹˜ öíöì„þ !˜öìëû íy„þöìœ ö¢!Ýþ‚  ¢‚…Äy xíîy ö„þy˜ Abbrivation ~îû þ™)’ÅyD îû*þ™ îy ö„þy˜ ²Ìy‰þ#˜ îy !îöì”Ÿ#
Ÿöì·îû öÇþöìe !îhßþy!îû“þþ î’Å˜yîû ‹˜Ä Endnote îy Footnote îÄî£yîû „þîûy £öìëû íyöì„þÐ !˜öì‰þîû Text =öìœy œÇþÄ „þîû&˜Ð Endnote îy
Footnote ~îû ‹˜Ä 1,2,3 öœ…y xyöìŠéþ~î‚ !˜öì‰þîû ~îû ™)’ÅyD îÄy…Äy ö”çëûy xyöìŠéÐ
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Fig 21.5

Footnote ÷“þþîû# „þîûy
xyöì†£z îöìœ!Šé Footnote ²Ì!“þþ ™,Ûþyîû !˜öì‰ ö”çëûy íyöì„þÐ
Steps

1. !˜öì‰þîû öìÝþ:Ýþ=öìœy ýîý Ýþy£zþ™ „þîû&˜Ð (£zFŠéy›“þþ öìÝþ:Ýþ !œöì…ç Footnote „þ›yuþ x %̃Ÿ#œ˜ „þîûöì“þþ þ™yöìîû̃ )

The fundamental concept behind WAP is the re-use of internet protocols and concept. It takes a client server approach.

The protocol stack defined in WAP optimizes standard web protocols for use under the low bandwidthm, high latency

conditions often found in wireless networks. So we can say that the WAP is the wireless extention of WWW . WAP is a new

technology with a promising future. Many companies are now starting to serve their Internet applications in two different

varsions: HTML version and the WML versoion.

~…˜ xy›îûy WAP, WWW. ~î‚ HTML Ÿ· ~!Ýþöì”þ Footnote ¢‚öìëy‹˜ „þîûöìîyÐ
2. ²Ìí› œy£zöì̃  WAP Ÿöì·îû öŸöì¡ì „þy¢Åîû îûy…%̃ Ð
3. References ÝþÄyöìî !„Ïþ„þ „þöìîû Insert Footnote !„Ïþ„þ „þîû&˜Ð References> Insert Footnote

Fig 21.6

œÇþÄ „þîû&˜ WAP Ÿöì·îû vþyöì̃  vþzþ™öìîûîû !”öì„þ ~„þ!Ýþ 1 öœ…y xy¢öìî ~î‚ „þy¢Åîû ™,Ûþyîû !˜öì‰  ›y!‹Åöì̃ îû ¢yöìí xîßþiy˜ „þîûöìŠéÐ
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Fig 21.7

4. „þy¢Åöìîûîû xîßþiyöì̃  Wireless Application Protocol !œ…%̃ Ð xíÅyê WAP ~îû xíÅ £öìFŠé Wireless Application Protocol

~…yöì̃  WAP ~ !îhßþy!îû“þþ îÄy…Äy vþöì„þyöì›öìrÝþ ˜y !œöì… !˜öì‰þ Footnote xy„þyöìîû ö”çëûy £öìëûöìŠéÐ
5. ~„þ£z¦þyöìî !m“þþ#ëû œy£zöì̃  WWW Ÿöì·îû vþyöì̃  !„Ïþ„þ „þöìîû „þy¢Åîû îûy…%̃ Ð
6. References ÝþÄyöìî !„Ïþ„þ „þöìîû Insert Footnote !„Ïþ„þ „þîû&˜Ð (References> Insert Footnote)

7. WWW Ÿöì·îû vþzþ™öìîû 2 öœ…y £öìî ~î‚ „þy¢Åîû !˜öì‰  xîßþiy˜ „þîûöìîÐ
8. „þy¢Åöìîûîû xîßþiyöì̃  World Wide Web !œ…%̃ Ð
9.  xyîyîûç öìŸ¡ì œy£zöì̃  HTML Ÿöì·îû vþyöì̃  „þy¢Åîû öîûöì… (References> Insert Footnote) „þ›yuþþ !”˜Ð
10. „þy¢Åöìîûîû xîßþiyöì̃  Hyper Text Markup Language !œ…%̃ Ð
11. öìŸö¡ì File>Print „þ›yuþþ !”öìëû Preview  x‚Ÿ ö”…%̃ Ð
!î!¦þ§¬ •îûöì̃ îû Insert „þ›y[þ ç Reference

Footnote

Footnote ~îû ›“þþ ~„þ£z !˜ëûöì› Endnote ÷“þþîû# „þîûö“þþ £ëûÐ þ™yíÅ„þÄ £öìFŠé Footnote =!œ ™,Ûþyîû öìŸö¡ì !œ…öì“þþ £ëû ~î‚ Endnote =!œ
vþöì„þyöì›öìrÝþîû öŸöì¡ì !œ…ö“þþ £ëûÐ

1. !˜!”ÅÜT Ÿöì·îû þ™öìîû „þy¢Åîû îûy…%̃ Ð Svþöì„þyöì›öìrÝþ ~„þy!•„þ ™,Ûþy íy„þö“þþ þ£öìîV
2. References ÝþÄyöìî !„Ïþ„þ „þöìîû Insert Endnote !„Ïþ„þ „þîû&˜Ð
3. Footnote ~îû ›“þþ ~„þ£z !˜ëûöì›  Endnote !œ…%̃ Ð
Footnote ~î‚ Endnote ~!vþÝþ „þîûy
1. File îyÝþ˜ öíöì„þ File>Print „þ›yuþþ !”˜Ð Preview x‚öìŸ Endnote îy Footnote =öìœy ö”…öì“þþ þ™yçëûy ëyöìîÐ
2. ™,Ûþyîû îy vþöì„þyöì›öìrÝþîû öŸöì¡ !†öìëû öë Endnote îy Footnote !Ýþ ~!vþÝþ „þîûöì“þþ ‰þy˜ ¢y•yîû’ vþöì„þyöì›öìrÝþîû ›“þþ ö¢!Ýþ ~!vþÝþ

„þîû&˜Ð
Endnote îy Footnote ›%öìŠé öšþœy
vþöì„þyöì›öìrÝþ öë Endnote îy Footnote !Ýþ ›%Šéöì“þþ ‰þy˜– ö¢£z Ÿöì·îû vþy˜!”„þ öíöì„þ Endnote îy Footnote !Ýþ î„Ïþ S!¢öìœQV „þöìîû „þ# öîyvÅþ

öíöì„þ Backspace îy Delete „þ# ö²Ì¢ „þöìîû ›%öìŠé öšþœ%̃ Ð
Endnote îy Footnote ö„þ !˜öì‹îû ›“þþ ¢y‹yöì̃ y
¢y•yîû’ !vþšþÎÝþ ö¢!Ýþ‚ x %̃¢yöìîû Endnote îy Footnote ÷“þþîû# £öìëû íyöì„þÐ £zFŠéy „þîûöìœ Endnote îy Footnote ö„þ xy›îûy £zFŠéy %̃ëyëû#

¢y‹yöì“þþ þ™y!îûÐ
1. !̃ !”ÅÜT Ÿöì·îû þ™öìîû „þy¢Åîû îûy…%̃ Ð
2. References ÝþÄyöìî !„Ïþ„þ „þöìîû Insert Endnote / Insert Footnote !¢öìœQ „þîû&˜Ð Endnote îy Footnote ö„þ !¢Áºœ îy @ùÌy!šþ:

!”öìëûç ²Ì”ŸÅ˜ „þîûy ëyëûÐ
3. References ÝþÄyöìîîû Footnote „þ›y[þ@ùÌ&öìþ™îû vþyëûyœ† î: œy˜‰þyöìîû !„Ïþ„þ „þîû&˜Ð Footnote and Endnote vþyëûyœ† î: xy¢öìîÐ
4. Symbol  îyÝþö˜ !„Ïþ„þ „þîû&˜Ð
5. Symbol  vþyëûyœ† î: ²Ì”!ŸÅ“þþþ £öìîÐ
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Fig 21.8

6. ™Šéöì̈ îû !¢Áºœ !„Ïþ„  „þöìîû OK îyÝþö˜ !„Ïþ„þ „þîû&˜Ð
Excel ~ vþyÝþy=!œ Paste £öìîÐ šþy£zœ!Ýþ Link 3 ˜yöì› ö¢¦þ „þîû%̃ Ð

Fig 21.9

4. xyîyîûç Task îyîû öíöì„þ Word ‰þyœ% „þöìîû Link 1 šþy£zöœþ !„þŠ%é þ™!îûî“þÅþ˜ „þîû&˜ ~î‚ šþy£zœ!Ýþ Save „þöìîû Close „þîû&˜Ð
5. ~…˜ Task îyîû öíöì„þ !„Ïþ„þ „þöìîû îy x˜Ä vþzþ™yöìëû Excel …%öìœ Link 3 šþy£zœ!Ýþ Open „þîû&˜Ð
6. Upgrade ~îû ‹˜Ä vþyëûyœ† î: xy¢öìœ Upgrade îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð

Fig 21.10

œÇþÄ „þîû&˜ þ™!îûî“þÅþ̃ =öìœy Excel þšþy£zöìœç ¢‚‡!Ýþ“þþ £öìëûöìŠéÐ
Hyperlink

 Hyperlink £öìFŠé ~„þ þšþy£zöìœ íy„þy xîßþiyëû x˜Ä šþy£zìœ öíöì„þ Information ö”ö… ö˜çëûyÐ îvþü öþ™öì‹îû öÇþöìe ~„þ£z þšþy£zöìœîû !î!¦þ§¬
‹yëû†yöì“þþ Hyperlink ÷“þþîû# „þöìîû ~„þßþiy˜ öíöì„þ x˜Ä ßþiyöì̃  †›˜ „þîûy ëyöìîÐ ‰þœ%̃  vþz”y£îûöì’îû ›y•Äöì› !î¡ìëû!Ýþ ‹y˜y ëy„þÐ

xy›îûy ~„þ!Ýþ öþ™‹ ÷“þþîû# „þöìîû ~!Ýþîû ¢yöìí ~„þ!Ýþ Excel þšþy£zöìœîû Hyperlink ÷“þþîû# „þîûöìîyÐ
1. MS Word …%öìœ ~„þ!Ýþ  ˜“þ%þ˜ þšþy£zöìœ !˜öìÁ¬y_« ›hsþîÄ Ýþy£zþ™ „þîû&˜Ð
The Sale of items in February is more than January. The number of PC sold on January was 70 and February was 75

etc.

2. šþy£zœ!Ýþ Hlink Comment ˜yöì› Save „þîû&˜ ~î‚ Close „þîû&˜Ð
3. Microsoft Excel Öîû& „þîû&˜ ~î‚ !˜öì‰þîû ›“þþ ýîý ~„þ!Ýþ Work Sheet ÷“þþîû# „þöìîû Link 4 ˜yöì› ö¢¦þ „þîû&˜Ð

Fig 21.11

4. A1 öìíöì„þ C4 þ™ëÅhsþ îÏ„þ/!¢öìœQ „þöìîû Insert> Chart „þ›y[þþ !”öìëû ~„þ!Ýþ 3D Column ‰þyÝÅþ As New Sheet xþ™Ÿ˜ !¢öìœQ
„þöìîû ÷“þþîû# „þîû&˜Ð
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Fig 21.12

5. File îyÝþ˜ öíöì„þ File>Save As „þ›yuþþ !”öìëû Hlink-Chart ˜yöì› šþy£zœ!Ýþ ö¢¦þ „þîû&˜ ~î‚ Close „þîû&˜Ð
6. xyîyîûç Hlink Comment šþy!œ!Ýþ …%œ%̃  ~î‚ “February” öÝþ:Ýþ !¢öìœQ „þöìîû Insert ÝþÄyî öíöì„þ Hyperlink „þ›yuþþ !”˜Ð

Fig 21.13

7. Insert Hyperlink vþyëûyœ† î: xy¢öìîÐ

Fig 21.14

8. Look in xþ™Ÿöì̃ îû !œÜT öíöì„þ Hlink-chart šþy£zœ!Ýþ !¢öìœQ „þöìîû xíîy Address x‚öìŸ Hlink-chart šþy£zöìœîû öœyöì„þŸ˜ !œöì…
!”öìëû OK „þîû&˜Ð
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Fig 21.15

9. “February” öœ…yöì“þþ „þ#éôéöìîyvÅþ öíöì„þ Ctrl „þ# ö‰þöìþ™ öîûöì… !„Ïþ„þ „þîûöìœ Excel ~îû Hlink-chart ˜yöì› šþy£zœ!Ýþ …%öìœ ëyöìîÐ ‰þyÝÅþ
ö”…y £öìœ šþy£zœ!Ýþ Close „þîû&˜Ð

vþzöìÍÔ…Ä ~„þ£z ²Ì!e«ëûyëû öÝþ:Ýþ Šéyvþüy öë ö„þy˜ Picture xîöì‹Q Drawing, Chart £z“þþÄy!”îû ¢yöìíç Hyperlink ÷“þþîû# „þîûy ëyöìîÐ ~Šéyvþüy
~„þ£z þ™kþ!“þþö“þþ ~„þ!Ýþ Word šþy£zöìœîû ¢yöìí x˜Ä ~„þ!Ýþ Word Word šþy£zöìœîû Hyperlink ÷“þþîû# „þîûy ëyëûÐ
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Ribbon Ñ˛yfi›˛õy£zã Ñ˛Ó˚y Ñ˛yfi›˛õy£zã Ñ˛Ó˚y Ñ˛yfi›˛õy£zã Ñ˛Ó˚y Ñ˛yfi›˛õy£zã Ñ˛Ó˚y Ñ˛yfi›˛õy£zã Ñ˛Ó˚y

Customize „þîûyîû xíÅ £öìFŠé îÄî£yîû„þyîû#îû £zFŠéy›“þþ þ™!îûî“þÅþ˜ „þîûy Ð çëûyvÅþ Öîû& „þîûyîû ¢yöìíþ ¢yöìí
xy›îûy !îûî˜ ~î‚ !î!¦þ§¬ „þ›yuþþ @ùÌ&þ™ öìþ™öìëû íy!„þÐ ~£z !îûîöì̃  ¢„þœ „þ›yuþþ @ùÌ&þ™ íyöì„þ ˜y– xyîyîû ~›˜ !„þŠ%éþ „þ›yuþþ @ùÌ&þ™ íyöì„ ö¢=!œ

¢‰þîûy‰þîû îÄî£yîû „þîûy £ëû ˜yÐ xy›îûy xy›yöì”îû þ™Šé̈ ›“þþ ˜“þ%þ˜ „þ›yuþþ @ùÌ&þ™ !îûîöì̃  ¢‚öìëy‹˜ „þîûö“þþ þ™y!îû xíîy ö„þy˜ „þ›yuþ @ùÌ&þ™ ›%öìŠé
öšþœö“þþ þ™y!îûÐ

!îûîöì̃  „þ›yuþþ @ùÌ&þ™ ¢‚öìëy‹˜
!îûîöì̃  ²Ìöìëûy‹öì̃  öîyöì• ˜“þ%þ˜ „þ›yuþþ– šþrÝþ– ÜTy£zœ £z“þþÄy!” ¢‚öìëy‹˜ „þîûy ëyëûÐ xy›îûy Home !îûîöì̃  ”%£z!Ýþ „þ›yuþþ @ùÌ&þ™ (Format

Painter ~î‚ Resert Character Formatting ) ¢‚öìëy‹˜ „þîûöìîyÐ
1. öìë ö„þy˜ !îûîöì̃ îû vþzþ™îû Right Click „þîûþ%̃  ~î‚ vÈþþ™ vþyvþz̃  öíöì„þ Customize Ribbon

!¢öìœQ „þîû&˜Ð Customize Ribbon vþyëûyœ† î: xy¢öìîÐ

Fig 22.1

xíîy File îyÝþ˜ öíöì„þ File> Options „þ›yuþþ !”˜Ð
Word Options vþyëûyœ† î: xy¢öìîÐ Customize Ribbon xþ™Ÿ˜ !¢öìœQ „þîû&˜Ð

Fig 22.2

vþyëûyœ† î: þ™!îûî!“þÅþ“þþ £öìîÐ Customize Ribbon vþyëûyœ† îöì:îû îy›!”öì„þ Choose Commands from  x‚öìŸ ¢›hßþ  „þ›yuþ !œÞÝþ
íyöì„þÐ ~£z !œÞÝþ £ö“þþ xyþ™!˜ xyþ™˜yîû ²Ìöìëûy‹˜#ëû „þ›yuþþ!Ýþ !˜öì“þþ þ™yöìîû̃ Ð  vþyëûyœ† îöì:îû vþy˜!”öì„  Customize the Ribbon ~ !îûîöì̃ îû
˜y› ç xhsþ¦Å%þ_« „þ›yöìuþîû !œÞÝþ íyöì„þÐ ~…y˜ öíöì„þ xyþ™!˜ x²Ìöìëûy‹˜#ëû „þ›yuþþ ›%öìŠé öšþœö“þþ þ™yöìîû̃  xyîyîû ²Ìöìëûy‹˜#ëû!Ýþ Choose

Commands from x‚Ÿ £ö“þþ ë%_« „þîûö“þþ þ™yöìîû̃ Ð

Chapter - 22Chapter - 22Chapter - 22Chapter - 22Chapter - 22
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›yöìGþîû Add ç Remove öëy† „þîûy ç ›%öìŠé öšþœyîû „þy‹ „þöìîûÐ

Fig. - 22.3

œÇþÄ „þîû&˜– Customize Ribbon vþyëûyœ† îöì:îû vþy˜ !”öì„þîû x‚öìŸ !îûî˜=öìœyîû ˜y› !œöìÞÝþîû îy› þ™yöìŸ (+) ²Õy¢ ¢y£z̃  íyöì„þÐ ~£z
²Õy¢ ¢y£zöì̃  !„Ïþ„þ „þîûöìœ ú !îûîöì̃ îû xhsþ¦)Åþ_« „þ›yuþ=öìœy ö”…y ëyëûÐ

Fig. - 22.4

4. Customize Ribbon vþyëûyœ† îöì:îû vþy˜ !”öì„þîû x‚öìŸ !îûî˜ !œÞÝþ =öìœyîû ›öì•Ä öíöì„þ Home !îûî˜ !¢öìœQ íy„þy xîßþiyëû !˜öì‰þîû
!”öì„þ New Group îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð

Fig. - 22.5
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Home !îûîöì̃ îû „þ›yuþ=öìœyîû ›öì•Ä ˜“þ%þ˜ ~„þ!Ýþ @ùÌ&þ™ ÷“þþ!îû £öìîÐ

Fig. - 22.6

5. Customize Ribbon vþyëûyœ† îöì:îû îy›!”öì„þ Choose Commands from x‚öìŸîû !˜Á¬›%…# “þ#öìîû !„Ïþ„þ „þîûö“þþ íy„%þ˜Ð ë“þþÇþ’ ˜y
Format Painter xy£zöìÝþ› ¢y›öì̃  xyöì¢Ð

6. Format Painter xy£zöìÝþöì› !„Ïþ„þ „þöìîû ”%£z îöì:îû ›•Äî“þÅþ# Add îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð

Fig. - 22.7

„þ›yuþ!Ýþ Home !îûîöì̃ îû x˜Äy˜Ä „þ›yuþ@ùÌ&öìþ™îû ¢yöìí ¢‚ë%_« £öìîÐ

Fig. - 22.8
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7. xyîyîûç Customize Ribbon vþyëûyœ† îöì:îû îy›!”öì„þ Choose Commands from x‚öìŸîû !˜Á¬›%…# “þ#öìîû !„Ïþ„þ „þîû&˜Ð ë!” …%öì‹ ̃ y
þ™y˜ “þöìî Choose Commands from x‚öìŸîû Populer Command ~îû !˜Á¬›%…# “þ#öìîû !„Ïþ„þ „þöìîû All Command !¢öìœQ „þîû&˜Ð

8. Choose Commands from x‚öìŸîû !˜Á¬›%…# “þ#öìîû !„Ïþ„þ „þîûö“þþ íy„%þ˜Ð ~îyîû Reset Character Formatting „þ›yuþ!Ýþ öþ™öìëû
ëyöìî˜Ð

9. Reset Character Formatting „þ›yuþ!Ýþ !¢öìœQ „þöìîû ”%£z îöì:îû ›•Äî“þÅþ# Add îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð ~£z Reset Character Formatting

„þ›yuþ!Ýþ ç !îûîöì̃  ¢‚ë%_« £öìîÐ
10. Customize vþyëûyœ† îöì:îû OK îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð ö”…%̃ – Home !îûîöì̃ îû ~„þ”› öŸöì¡ì ˜“þ%þ˜ ~„þ!Ýþ „þ›yuþ@ùÌ&þ™ ÷“þþ!îû £öìî ëyîû

›öì•Ä Format Painter ç Reset Character Formatting „þ›yuþ ”%!Ýþ íy„þöìîÐ

Fig. - 22.9

11. ~…˜ Word vþ„%þöì›öìrÝþ !î!¦þ§¬¦þyöìî šþîû›ÄyÝþ „þîûy „þöìëû„þ!Ýþ œy£z̃  !¢öìœQ „þöìîû Home !îûî˜ öíöì„þ Reset Character Formatting

„þ›yuþ !”˜Ð œy£z̃ =!œîû Format ›%öìŠé öëöìëû Plane Text ~ þ™!îû’“þþ £öìîÐ
!îûî˜ öíöì„þ Remove „þ›yuþ „þîûy
xyöì†£z îöìœ!Šé !îûîöì̃  öë›˜ „þ›yuþ ¢‚öìëy‹˜ „þîûy ëyëû ö“þþ›!˜ !îûî˜ öíöì„þ „þ›yuþ ›%öìŠé öšþœy ëyëûÐ vþzöìÍÔ…Ä !îûîöì̃  xyöì†£z xî!ßþi“þþ

!vþšþÎÝþ „þ›yuþöì„þç ›%öìŠé öšþœy ëyëûÐ öŸöì¡ì xyîyîû Reset „þöìîû ¢›hßþ !vþšþÎÝþ „þ›yuþ öšþîûê xy˜y ëyëûÐ ~…˜ Home !îûî˜ öíöì„þ Reset

Character Formatting „þ›yuþ!Ýþ ›%öìŠé öšþœöìîyÐ
12. File îyÝþ˜ öíöì„þ File>Options „þ›yuþ !”˜Ð Word Options vþyëûyœ† î: xy¢öìîÐ Customize Ribbon xþ™Ÿ˜ !¢öìœQ „þîû&˜Ð
13. vþyëûyœ† îöì:îû vþy˜!”öì„þ Customize the Ribbon x‚Ÿ öíöì„þ Home !îûîöì̃ îû ˜“þ%þ˜ ÷“þþ!îû „þîûy „þ›yuþ Reset Character

Formatting ~ !„Ïþ„þ „þöìîû Customize Ribbon vþyëûyœ† îöì:îû ›•Äî“þÅþ# Remove îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð œÇþÄ „þîû&˜ „þ›yuþ!Ýþ ›%öìŠé ëyöìîÐ
14. öŸöì¡ì Customize vþyëûyœ† îöì:îû OK îyÝþöì̃  !„Ïþ„þ „þîû&˜Ð
!îûî˜îyöìîû ˜“þ%þ˜ ÝþÄyî ÷“þþîû# „þîûy
~“þþÇþ’ xy›îûy !vþšþÎÝþ !îûîöì̃  „þ›yuþ ¢‚öìëy‹˜ „þîûœy›Ð ~…˜ xy›îûy !˜öì‹îûy£z !îûî˜ ÷“þþîû# „þöìîû ¢‚öìëy‹˜ „þîûöìîyÐ œÇþÄ „þîû&˜ File

îyÝþ˜ îyöì” Home, Insert, Page Layout £z“þþÄy!” ˜yöì› ö›yÝþ 7!Ýþ !îûî˜ îûöìëûöìŠéÐ xy›îûy 8› !îûî˜!Ýþ ¢‚öìëy‹˜ „þîûöìîy ~î‚ !îûî˜!Ýþöì“þþ
„þöìëû„þ!Ýþ „þ›yuþ ¢‚öìëy‹˜ „þîûöìîyÐ
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Print Ñ˛Ó˚yÑ˛Ó˚yÑ˛Ó˚yÑ˛Ó˚yÑ˛Ó˚y

öë ö„þy˜ vþöì„þyöì›öìrÝþîû xyvþzÝþþ™%Ýþ ö”çëûyîû x˜Ä“þþ› xþ™Ÿ˜ £öìFŠé !²ÌrÝþ ö”çëûyÐ xíÅyê !²ÌrÝþyîû ö›!Ÿ˜ !”öìëû !²ÌrÝþ „þîûö“þþ £öìîÐ öë ö„þy˜
vþöì„þyöì›öìrÝþîû !²ÌrÝþ „þ!þ™öì„þ £yvÅþ „þ!þ™ îöìœÐ !î!¦þ§¬ „þ›yuþ !”öìëû !î!¦þ§¬ ¢y£zöì‹îû öþ™þ™yöìîû– !î!¦þ§¬ ö„þyëûy!œ!Ýþ!“þþ ¢y”y „þyöìœy îy „þyœyîû !²ÌrÝþ
ö”çëûy £ëûÐ !˜öì‰þîû „þ›yuþ=!œ œÇþÄ „þîû&˜ éôé

1. öë öþ™‹!Ýþ !²ÌrÝþ „þîûö“þþ £öìî ö¢!Ýþ …%öìœ ²Ìí› þ™,Ûþyëû „þy¢Åîû îûy…%̃ Ð
2. File îyÝþ˜ öíöì„þ Print „þ›yuþ !”˜ xíîy „þ# öîyvÅþ öíöì„þ Ctrl + P „þ›yuþ !”˜Ð Print vþyëûyœ† î: xy¢öìîÐ

Fig. - 23.1

2. Print „þ›yuþ !”öìœ !vþšþÎÝþ ö¢!Ýþ‚¢ x %̃¢yöìîû !²ÌrÝþ Öîû& £öìîÐ

Fig. – 23.2

Chapter - 23Chapter - 23Chapter - 23Chapter - 23Chapter - 23
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Printer !¢öìœQ „þîûy
~„þ!Ýþ „þ!Á™vþzÝþyöìîûîû ¢yöìí ~„þy!•„þ !²ÌrÝþyîû ¢‚ë%_« íy„þö“þþ þ™yöìîûÐ ›öì̃  „þîû&˜ „þyœyîû !²ÌrÝþyîû ›öìvþœ Canon 2100 xíîy öœ‹yîû

!²ÌrÝþyîû HP6P / 6MP PostcriptÐ ¢%”þîûy‚ ²Ì!“þþîyîû !²ÌöìrÝþîû ¢›ëû !²ÌrÝþyîû !¢öìœQ „þöìîû ö˜çëûy ëyöìîÐ
3. Name xþ™Ÿöì̃ îû vþy˜ !”öì„þîû vÈþþ™ vþyvþzöì̃  !„Ïþ„þ „þîû&˜ ~„þy!•„þ !²ÌrÝþyîû íy„þöìœ !œÜT xy¢öìîÐ !œÜT öíöì„þ ¢!àþ„þ !²ÌrÝþyîû !¢öìœQ

„þîû&˜Ð

Fig. – 23.3

Settings

~£z xšþŸ˜ öíöì„þ ¢„þœ þ™,Ûþy– ˜y!„þ !˜!”ÅÜT þ™,Ûþy !²ÌrÝþ „þîûöì“þþ £öìî ö¢£z „þ›yuþ !¢öìœQ „þîûöì“þ £ëûÐ Settings ~ vÈþþ™ vþyvþzöì̃  !„Ïþ„þ „þîûöìœ
!î!¦þ§¬ xþ™Ÿ˜ xyöì¢Ð


