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eBwU m¤ú‡K© wKQz K_v 

 

wK ai‡bi eB GwU? 

m¤§vwbZ cvVK, Avcbviv †R‡b Lywk n‡eb ‡h, Kw¤úDUvi wkÿvq wkwÿZ nIqvi †ÿ‡Î GK 

A‡_© GwU GKwU wjwLZ `wjj ev mdjZvi mb` n‡Z cv‡i, hv AvBwU †m±‡i K¨vwiqvi Mo‡Z 

mnvqK f~wgKv cvjb Ki‡e| G‡Z Avcwb Ggb im` Luy‡R cv‡eb, hv Avcbvi Kg©Rxeb‡K 

mvdj¨gwÐZ Ki‡Z mvnvh¨ Ki‡e| wØZxq A‡_© GwU‡K Avcwb Kg©gyLx mgvR Movi PjšÍ †Uªb 

ej‡Z cv‡ib| hvi wbwðZ MšÍe¨ mdjZvi w`‡K Avcbv‡K GwM‡q wb‡q hvIqv| Avcbviv wbðqB 

AeMZ Av‡Qb; evsjv‡`‡ki idZvwb‡Z ˆe‡`wkK gy ª̀v AR©‡bi †ÿ‡Î me‡P‡q eo LvZ n‡”Q 

Mv‡g©›Um| Gi‡P‡qI A‡bK †ewk m¤¢vebv Av‡Q AvBwU †m±‡i, hw` Avgiv Avgv‡`i hyemgvR‡K 

mwVKfv‡e cÖwkÿY w`‡q G †m±‡i Kv‡R jvMv‡Z cvwi| †mRb¨ ̀ iKvi hy‡Mvc‡hvMx Z_¨cÖhyw³i 

fvjgv‡bi eB I wb‡`©kbv| GB eBwU Avcbvi †mB Pvwn`v †gUv‡Z cvi‡e e‡j Avgvi `„p 

wek¦vm| 

 

Kxfv‡e eBwU co‡eb? 

eBwU covi ïiæ‡ZB hv wKQz cÖ‡qvRb : 

1. GKwU Kw¤úDUvi  

2. GKwU LvZv/Wvqwi 

2. GKwU Kjg 

3. GKwU nvBjvBUvi 

 

eBwU Abykxj‡bi ïiæ‡ZB Kw¤úDUv‡ii mvg‡b emyb| Gevi eB‡q ewY©Z wb‡`©kbv Abyhvqx 

cÖ‡Z¨KwU Aa¨vq g‡bv‡hvM mnKv‡i Kw¤úDUv‡i cÖ¨vKwUm Kiæb| †Kvb wKQz eyS‡Z Amyweav 

n‡j wPÎ †`Lyb| eBwU Abykxjb Ki‡Z wM‡q hw` Abyaveb K‡ib eBwUi †Kvb c¨viv ev jvBb 

A_ev cÖ¨vKwUK¨vj Aby‡”Q` eyS‡Z mgm¨v n‡”Q, mv‡_ mv‡_ nvBjvBUvi w`‡q eB‡q mgm¨vi 

RvqMvwU wPwýZ Kiæb I cv‡k ivLv LvZvq Kjg w`‡q wj‡L †djyb †`L‡eb Av‡Mi mgm¨v¸‡jv 

A‡bKvs‡k mgvavb n‡q †M‡Q| ZviciI hw` †Kvb mgm¨v _v‡K †m¸‡jv wb‡q Kv‡Qi †Kvb eÜz-

mnKg©x wKsev mncvVx‡`i m‡½ Av‡jvPbv Kiæb| Avcwb wbwðZ _vKzb Avcbvi AvBwU K¨vwiqvi 

mdjZvi w`‡K GwM‡q hv‡”Q| 

 

Kvh©cwiKíbv Qvov Avcwb †Kvb Kv‡RB cwic~Y© mdj n‡Z cvi‡eb bv| ZvB Avcwb hw` mdj 

n‡Z Pvb Zvn‡j wbw`©ó GKwU mg‡qi g‡a¨ eBwU cov †kl Ki‡Z n‡e| Avcwb hw` Rxe‡b 

KLbI Kg©cwiKíbv bv K‡i _v‡Kb, Zvn‡j GB eBwU Abykxj‡bi gva¨‡gB Avcbvi cÖ_g 

Kg©cwiKíbv ïiæ Kiæb| 



 

Kg©cwiKíbv 

K) KZ w`‡bi g‡a¨ Avcwb eBwU Abykxjb †kl Ki‡Z Pvb? 

L) eBwU c‡o Avcwb KZUzKz mdjZv AR©b Ki‡Z Pvb? 

M) Gevi Avcwb mvdj¨ AR©‡bi mgqm~wP wVK Kiæb A_©vr KLb Avcwb mdj n‡Z Pvb? 

 

jÿ¨ AR©‡bi GB wZbwU aviv hw` Avcwb mdjfv‡e ev Í̄evqb Ki‡Z cv‡ib, eBwU covi †k‡l 

Avcwb wb‡R‡K Ly u‡R cv‡eb AvBwU †m±‡ii mdj gvbyl‡`i gv‡S| Avcbvi eBwU covi ïiæ 

†_‡K †kl ch©šÍ †bvULvZv ev WvqwiwU n‡e Avcbvi Rxe‡bi mdjZvi `wjj ev mb`| GB 

c„w_ex‡Z †ewkifvM gvbyl AK…ZKvh© nq, Kg †gav ev Kg eyw×i Rb¨ bq eis K‡Vvi cwikÖg, 

D”PvKv•ÿv I mwVK cwiKíbvi Afv‡e| 

eZ©gvb we‡k¦i m‡½ Zvj †gjv‡Z Z_¨cÖhyw³i m‡½ wb‡R‡K gvwb‡q †bIqvUv cÖ‡Z¨KwU m‡PZb 

gvby‡li KvR| Kw¤úDUvi e¨enviKvix‡`i †ÿ‡ÎI wVK ZvB| KviY cÖwZwbqZ cÖhyw³ Avc‡MÖW 

n‡”Q| †hgb : AvR †_‡K Qq gvm Av‡M †h †cÖvMÖvg e¨envi Kiv n‡q‡Q, eZ©gv‡b Zv e¨vK‡W‡UW 

n‡q †M‡Q| myZivs we‡k¦i m‡½ Zvj †gjv‡Z cÖhyw³i m‡½ wb‡R‡KI Avc‡MÖW Ki‡Z n‡e| 

 

gvB‡µvmd &U Awdm Ggb GKwU †cÖvMÖvg, hvi e¨envi Avgv‡`i ̂ `bw›`b Rxe‡b me©ÎB cÖ‡qvRb| 

eZ©gv‡b Gi evB‡i †Kvb wKQz wPšÍv KivB KwVb| GwU ˆZwi K‡i  gvB‡µvmd&U K‡c©v‡ikb| 

†W¯‹U‡c cÖKvkbv Dc‡hvMx Kvh ©µg m¤úv`‡bi Rb¨ gvB‡µvmd&U IqvW© †cÖvMÖvgwU Kw¤úDUvi 

e¨enviKvix‡`i Kv‡Q AZ¨šÍ RbwcÖq n‡q D‡V‡Q| GQvov Awdwmqvj KvR, wPwVcÎ, `wjj-

` Í̄v‡eR cÖKvkbv msµvšÍ hveZxq Kv‡Ri Rb¨ gvB‡µvmd &U Awdm e¨vcK RbwcÖq| 

 

gvB‡µvmd&U Awd‡mi Ab¨ fvm©b¸‡jvi Zzjbvq Awdm 2007 MÖvwdK¨vj B›Uvi‡dmwfwËK| G 

†cÖvMÖv‡g my`„k¨ wdPvi I DBRvW©mg~n e¨envi K‡i mn‡RB cQ›`gZ Kvh©vejx m¤úv`b Kiv 

hvq| 

  



 

 

 

 

DrmM© 

 

‡QvU gnvivR †gvnv¤§` †mvjvqgvb †mvnive, hvi AvMg‡b c~Y© nj ivRfvÛvi I mg„× 

nj ÁvbfvÛvi| 

†mB cÖvYwcÖq  

‡QvU gnvivR ‡K 

  



 

 

 

 

 

K…ZÁZv 

K…ZÁZv Ávc‡b Avgvi gv I evev, huv‡`i gva¨‡g GB my›`i c„w_exi Av‡jv †`Lvi my‡hvM 

n‡q‡Q| Avgvi me ïfvKv•ÿx, mnKg©x Ges wcÖqR‡bi cÖwZ| 

 

 

 

 

 

mn‡hvMxZvq 

DK¨by PvK& 

gynv¤§` Avwgbyj Bmjvg 

‡gv. Avey mvB` 

Ges Avgvi me ïfvKv•ÿx I mnKg©x 

 

  



†jL‡Ki K_v 

Ggb GKUv mgq wQj hLb gvbyl Kw¤úDUvi e‡j wKQz GKUv Avm‡Z cv‡i Zv wPšÍvI Ki‡Z 

cviZ bv| wKš‘ eZ©gvb mg‡q G‡m Kw¤úDUvi KLbI wQj bv GUv fvevUvB Awek¦vm¨ g‡b nq| 

KviY eZ©gvb we‡k¦ Kw¤úDUv‡ii weKí †bB| me‡ÿ‡ÎB Kw¤úDUv‡ii e¨envi jÿYxq| N‡ii 

KvR †_‡K ïiæ K‡i e¨emvwqK, ˆeÁvwbK BZ¨vw` bvbv †ÿ‡Î Gi Acwimxg e¨envi| m‡e©vcwi 

†hvMv‡hvM †ÿ‡Î GwU G‡b‡Q Abb¨ wecøe| wPwKrmv I gvbeKj¨v‡YI Kw¤úDUvi GK Abb¨ 

m½x| mnR K_vq Kw¤úDUvi Ggb GK hš¿, hv eZ©gv‡b cÖvq me KvRB Ki‡Z mÿg| 

 

eZ©gvb cÖhyw³‡Z Kw¤úDUv‡ii Ae`v‡bi AšÍiv‡j i‡q‡Q kZvãxi ci kZvãx a‡i gvby‡li 

wbijm cwikÖg, D™¢vebx kw³ I M‡elYv ¯^vÿi| cÖv‰MwZnvwmK hy‡Mi MYbvi hš¿ wb‡q D™¢vweZ 

wewfbœ †KŠkj/cÖ‡Póv‡K Kw¤úDUv‡ii BwZnvm ejv nq| cÖvPxbKv‡j gvbyl msL¨v †evSv‡bvi 

Rb¨ wSbyK, bywo, `woi wMuU BZ¨vw` e¨envi KiZ| c‡i MYbvi Kv‡R wewfbœ †KŠkj I 

hš¿vske¨envi K‡i _vK‡jI A¨vevKvm (Abacus) bv‡gi GKwU cÖvPxb MYbvhš¿‡KB 

Kw¤úDUv‡ii BwZnv‡m cÖ_g hš¿ wn‡m‡e aiv nq| A_©vr A¨vevKvm †_‡KB Kw¤úDUv‡ii 

BwZnv‡mi ïfhvÎv| A¨vevKvm †d«‡g mvRv‡bv ̧ wUi ̄ ’vb cwieZ©b K‡i MYbv Kivi hš¿| wLª÷c~e© 

450/500 A‡ã wgm‡i/Px‡b MYbvhš¿ wn‡m‡e A¨vevKvm ˆZwi nq| c‡i me©cÖ_g 1642 mv‡j 

19 eQi eqmx divwm weÁvbx †eøBR c¨vm‡Kj (Blaise Pascal) hvwš¿K K¨vjKz‡jUi Avwe®‹vi 

K‡ib| hvi avivevwnKZvq A‡b‡KB DbœZ hvwš¿K K¨vjKz‡jUi Avwe®‹vi wb‡q KvR K‡i‡Qb| 

Gici Bsj¨v‡Ûi K¨vgweªR wek¦we`¨vj‡qi MwY‡Zi Ava¨vcK Pvj©m e¨v‡eR (Charles 

Babbage) 1823 mv‡j wWdv‡iÝ BwÄb (Difference Engine) ev we‡qvMdjwfwËK 

MYbvhš¿ D™¢veb K‡ib| wZwbB me©cÖ_g hvwš¿Kfv‡e A_©vr †h‡Kv‡bvai‡bi eyw×gËv e¨wZ‡i‡K 

MvwYwZK wnmve Ki‡Z cv‡i Ggb GKwU h‡š¿i wbg©vY I e¨env‡ii aviYv cÖPvi K‡ib| hw`I 

Zvi RxeÏkvq wZwb Gi cÖ‡qvM †`‡L †h‡Z cv‡ibwb| 

 

GZ †Mj Kw¤úDUvi ˆZwii BwZnvm| eZ©gv‡bI Kw¤úDUv‡ii bZzb Avwe®‹vi wb‡q gvby‡li 

AvMÖ‡ni KgwZ †bB| cÖwZwbqZB Avwe®‹…Z n‡”Q bZzb wKQz| ZvB cÖhyw³i m‡½ cÖwZwU gvbyl‡K 

AviI mnRfv‡e hy³ Kivi D‡Ï‡k¨B Avgvi GB ÿz ª̀ cÖqvm| 

 

†gv. †mvnive †nv‡mb ïf 

†jLK 

B-†gBj : worlditfoundation@gmail.com 

†gvevBj : 01711313350 
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Kw¤úDUvi Kx? 

Kw¤úDUvi Ggb GK ai‡bi hš¿, hv Z_¨MÖnY K‡i Ges wewfbœ cÖwµqvi gva¨‡g Zv we‡kølY I 

Dc¯’vcb K‡i| Kw¤úDUvi ïay hvwš¿Kfv‡e, A_©vr †Kv‡bviKg eyw×gËv e¨wZ‡i‡K MvwYwZK 

wnmve Ki‡Z mÿg| Computer kãwU wMÖK kã Compute †_‡K G‡m‡Q| Compute 

k‡ãi A_© MYbv Kiv| Computer k‡ãi A_© MYbvKvix hš¿| wKš‘ eZ©gv‡b Computer ïay 

MYbvi g‡a¨B mxgve× bq| N‡ii KvR †_‡K ïiæ K‡i e¨emvq, weÁvb,wPwKrmv, wbg©vY BZ¨vw` 

†¶‡Î Gi Acwimxg e¨envi jÿYxq| m‡e©vcwi †hvMv‡hvM †¶‡Î GwU G‡b‡Q weivU cwieZ©b| 

GK K_vq Kw¤úDUvi cÖvq me KvR Ki‡Z m¶g| Kw¤úDUv‡ii Kv‡Ri MwZ wnmve Kiv nq 

b¨v‡bv‡m‡K‡Û| 

 

Kw¤úDUv‡ii mswÿß BwZnvm 

gvby‡li cÖ‡qvRb †_‡KB bZzb wKQzi m„wó| Avi GB cÖ‡qvR‡bi ZvwM‡`B cÖvq Pvi nvRvi eQi 

Av‡M MYbv Kivi Rb¨ GKwU hš¿ ˆZwi nq, hvi bvg wQj A¨vevKvm| GwUB nj c„w_exi cÖ_g 

MYbvKvix hš¿| g~jZ eZ©gvb Kw¤úDUv‡ii iƒc‡iLv ̂ Zwi K‡ib weªwUk MwYZwe` Pvj©m e¨v‡eR| 

1822 mv‡j wZwb jMvwi`gmn MvwYwZK wnmve-wbKvk AwaK mnR Kivi j‡¶¨ GKwU hš¿ ˆZwi 

Kivi cwiKíbv nv‡Z †bb| hš¿wUi bvg wQj wWdv‡iÝ BwÄb (Difference Engine)| Zvi 

GB hš¿wU wKQy mgm¨vi Kvi‡Y ̂ Zwi Kiv m¤¢e nqwb| GiI A‡bK c‡i 1833 mv‡j wZwb Av‡Mi 

me MYbvKvix h‡š¿i ¯§„wZfvÐv‡ii cÖ‡qvRbxZv Abyfe K‡ib| GRb¨ wZwb GKwU hš¿ ˆZwii wPšÍv 

K‡ib, hvi bvg †`b ÔA¨vbvjwUK¨vj †gwkbÕ| GwUi KvR wZwb †kl Ki‡Z cv‡ibwb| Zvi GB 

†gwk‡bi wWRvB‡bi Ici wfwË K‡iB AvR‡Ki GB Kw¤úDUvi ˆZwi Kiv n‡q‡Q| GRb¨B 

Zv‡K Kw¤úDUv‡ii Avw`wcZv ev RbK ejv nq| Zvi c‡i †jwW A¨vWv AvMv÷v, d«v¼ 

eÛBDbmn A‡b‡K AviI GwM‡q wb‡q hvb Pvj©m e¨v‡e‡Ri KvR‡K| 

 

1887 mv‡j W. nig¨vb n‡jwi_ hy³iv‡óªi Av`gïgvwii Kv‡R e¨env‡ii Rb¨ B‡jK‡Uªv 

†gKvwbK¨vj e¨e ’̄vq cvÂKv‡W©i mgš̂‡q GKwU hš¿ Avwe®‹vi K‡ib| Gi Øviv ª̀æZ Av`gïgvwii 

KvR Kiv †hZ| 1896 mv‡j wZwb G hš¿ ˆZwii Rb¨ Ôn‡jwi_ †Uey‡jwUs †gwkbÕ bv‡g GKwU 

†Kv¤úvwb cÖwZôv K‡ib| cieZ©x‡Z AviI K‡qKwU †Kv¤úvwb cÖwZwôZ nq| Avi GB 

†Kv¤úvwb¸‡jvi mgš^‡q ˆZwi nj weL¨vZ cÖwZôvb B›Uvib¨vkbvj weR‡bm †gwkb K‡c©v‡ikb 

(IBM)| 

 

hy³iv‡óªi nvf©vW© wek¦we`¨vj‡qi MwY‡Zi Aa¨vcK nvIqvW© GBP AvB‡Kb mn IB‡Mi PviRb 

cÖ‡Kvkjxi mn‡hvwMZvq ˆZwi Kiv nq cÖ_g ¯^qswµq mvaviY B‡jK‡Uªv‡gKvwbK¨vj wWwRUvj 

Kw¤úDUvi Mark-1, 1944 mv‡j| GwU wQj cÖvq ˆ`‡N© 51 dzU, D”PZvq 8 dzU| G‡Z 7 
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j¶vwaK hš¿cvwZi Rb¨ cÖvq 500 gvBj j¤^v Zvi e¨envi Kiv n‡qwQj| Gi IRb wQj 5 Ub| 

GwU Pvjy wQj 15 eQi| eZ©gv‡b GwU nvf©vW © wek¦we`¨vj‡qi weÁvb Rv`yN‡i Av‡Q| 

 

Kw¤úDUvi wm‡÷g Kx? 

wm‡÷g nj KZ¸‡jv Bw›U‡MÖ‡UW Dcv`v‡bi mw¤§wjZ cÖqvm, hv wKQy mvaviY D‡Ïk¨ mva‡bi 

Rb¨ KvR K‡i| Kw¤úDUvi wm‡÷‡gi Dcv`vb¸‡jv wbgœiƒc :01. nvW©Iq¨vi, 02. mdUIq¨vi, 

03. wnDg¨vbIq¨vi ev e¨enviKvix, 04. WvUv/Bbdi‡gkb| 

 

nvW©Iq¨vi Kx? 

Kw¤úDUv‡ii evwn¨K AvK…wZm¤úbœ me hš¿, hš¿vsk I wWfvBm‡K nvW©Iq¨vi e‡j| Kw¤úDUv‡ii 

nvW©Iq¨vi‡K cÖv_wgKfv‡e wZbfv‡M fvM Kiv hvq|  

K) BbcyU hš¿cvwZ : Kx‡evW©, gvDm, wW¯‹, ¯‹¨vbvi, KvW© wiWvi, wWwRUvj K¨v‡giv BZ¨vw`|  

L) wm‡÷g BDwbU : nvW©wW¯‹, gv`vi‡evW©, GwRwc KvW© BZ¨vw`| 

M) AvDUcyU hš¿cvwZ : gwbUi, wcÖ›Uvi, wW¯‹, †nqvi w¯úKvi BZ¨vw`| 

 

mdU&Iq¨vi Kx? 

mgm¨v mgvavb ev Kvh©m¤úv`‡bi D‡Ï‡k¨ Kw¤úDUv‡ii fvlvq avivevwnKfv‡e mvRv‡bv 

wb‡`©kgvjv‡K †cÖvMÖvg e‡j| †cÖvMÖvg ev †cÖvMÖvg mgwó hv Kw¤úDUv‡ii nvW©Iq¨vi I e¨enviKvixi 

g‡a¨ m¤úK© m„wói gva¨‡g nvW©Iq¨vi‡K Kvh©¶g K‡i, Zv‡KB mdU&Iq¨vi e‡j| Kw¤úDUv‡ii 

mdU&Iq¨vi‡K cÖavbZ ỳB fv‡M fvM Kiv hvq| h_v : K) wm‡÷g mdU&Iq¨vi, L) A¨vwcø‡Kkb 

mdU&Iq¨vi| 

 

K) wm‡÷g mdU&Iq¨vi : wm‡÷g mdU&Iq¨vi Kw¤úDUv‡ii wewfbœ BDwb‡Ui g‡a¨ Kv‡Ri mgš̂q 

i¶v K‡i e¨envwiK †cÖvMÖvg wbe©v‡ni Rb¨ Kw¤úDUv‡ii mvg_©¨‡K mv_©Kfv‡e wb‡qvwRZ iv‡L| 

†hgb Windows GK ai‡bi wm‡÷g mdU&Iq¨vi| 

 

L) A¨vwcø‡Kkb mdU&Iq¨vi : e¨envwiK mgm¨v mgvavb ev WvUv cÖwµqvKi‡Yi Rb¨ e¨eüZ 

†cÖvMÖvg‡K A¨vwcø‡Kkb mdU&Iq¨vi e‡j| e¨envwiK mgm¨v mgvav‡bi Rb¨ A‡bK iKg ˆZwi 

†cÖvMÖvg evwYwR¨K cY¨ wn‡m‡e cvIqv hvq, hv‡K mvaviYZ c¨v‡KR †cÖvMÖvg ejv nq| 

gvB‡µvmdU& Awdm GK ai‡bi A¨vwcø‡Kkb mdU&Iq¨vi| 

 

wnDg¨vbIq¨vi ev e¨enviKvix (Humanware) 
WvUv msMÖn, †cÖvMÖvg ev WvUv msi¶Y I cix¶v Kiv, Kw¤úDUvi Pvjv‡bv Z_v †cÖvMÖvg †jLv, 

wm‡÷g¸‡jv wWRvBb I †iKW© wjwce× Kiv Ges msi¶Y, mdU&Iq¨vi I nvW©Iq¨v‡ii g‡a¨ 
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mgš^qmvab BZ¨vw` Kv‡Ri m‡½ hy³ me gvbyl‡K GK‡Î wnDg¨vbIq¨vi (Humanware) ejv 

nq| 

 

WvUv/Bbdi‡gkb 

Bbdi‡gkb ev Z‡_¨i ÿz`ªZg GKK‡K WvUv e‡j| WvUv nj mvRv‡bv bq Ggb wKQy wek„•Lj 

d¨v± (Raw Fact)| WvUv cÖavbZ ỳÕiKg : 

K) wbD‡gwiK (Numeric) WvUv ev msL¨vevPK WvUv| †hgb : 25,100,456 BZ¨vw`|  

L) A-wbD‡gwiK (Non-Numeric)WvUv| †hgb : gvbyl I †`k bvg, RxweKv, RvwZ wKsev 

Qwe, kã I ZvwiL cÖf…wZ| 

 

Acv‡iwUs wm‡÷g Kx? 

Acv‡iwUs wm‡÷g n‡”Q Ggb GKwU md&UIq¨vi, hv A¨vwcø‡Kkb †cÖvMÖvg¸‡jv Pvjv‡bvi Rb¨ 

cwi‡ek ˆZwi K‡i| e¨enviKvixi Kv‡Q Acv‡iwUs wm‡÷‡gi me‡P‡q `„k¨gvb iƒc nj 

Kw¤úDUv‡ii B›Uvi‡dm| 

 

 

 

†ggwi eÈb I wbqš¿Y, wm‡÷g Aby‡iva¸‡jvi AMÖvwaKvi wbY©q, BbcyU I AvDUcyU wWfvBm 

wbqš¿Y, Kw¤úDUvi †bUIqvwK©s I dvBj wm‡÷g e¨e ’̄vcbv BZ¨vw` Acv‡iwUs wm‡÷‡gi KvR|  

Windows XP, Windows Vista, Windows 7, Windows 8, LinuxMint, 

UNIX, Ubuntu, MAC OSX, Fedora, Android BZ¨vw` cÖPwjZ K‡qKwU Acv‡iwUs 

wm‡÷g| 
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Kw¤úDUv‡ii cÖKvi 

cÖ‡qv‡Mi ZviZ‡g¨i wfwË‡Z Kw¤úDUvi‡K `yB fv‡M fvM Kiv hvq| †hgb: 

K) mvaviY e¨envwiK Kw¤úDUvi| 

L) we‡kl e¨envwiK Kw¤úDUvi| 

 

Kw¤úDUv‡ii MVb I cÖPjb bxwZi wfwË‡Z G‡K wZb fv‡M fvM Kiv hvq| †hgb: 

K) GbvjM Kw¤úDUvi| 

L) wWwRUvj Kw¤úDUvi| 

M) nvBweªW Kw¤úDUvi| 

 

AvKvi, mvg_©¨, `vg I e¨env‡ii ¸iæ‡Z ¡i wfwË‡Z wWwRUvj Kw¤úDUvi‡K Pvi fv‡M fvM Kiv 

hvq| †hgb: 

K) gvB‡µv Kw¤úDUvi| 

L) wgwb Kw¤úDUvi| 

M) †gBb‡d«g Kw¤úDUvi| 

N) mycvi Kw¤úDUvi| 

 

wb‡P Kw¤úDUv‡ii c~Y©v½ †kÖYxwefvM †`Lv‡bv nj : 

 

GbvjM Kw¤úDUvi 

†h Kw¤úDUvi GKwU ivwk‡K Aci GKwU ivwki mv‡c‡¶ cwigvc Ki‡Z cv‡i, Zv-B GbvjM 

Kw¤úDUvi| GwU DòZv ev Ab¨vb¨ cwigvc, hv wbqwgZ cwiewZ©Z nq Zv †iKW© Ki‡Z cv‡i| 

†gvUi Mvwoi †eM wbY©vqK hš¿ GbvjM Kw¤úDUv‡ii GKwU DrK…ó D`vniY| 

 

wWwRUvj Kw¤úDUvi 

wWwRUvj Kw¤úDUv‡i ỳB ai‡bi ˆe` y¨wZK †fv‡ëR Øviv mewKQy cÖKvk Kiv nq| †fv‡ë‡Ri 

Dcw¯’wZ‡K 1 Ges Abycw¯’wZ‡K 0 Øviv cÖKvk Kiv nq| GwU †h‡Kv‡bv MwY‡Zi †hvM cÖwµqv 

m¤úbœ Ki‡Z cv‡i Ges we‡qvM, ¸Y I fv‡Mi gZ Ab¨vb¨ Acv‡ikb m¤úv`b K‡i| AvaywbK 

me Kw¤úDUvi wWwRUvj Kw¤úDUvi| 

 

nvBweªW Kw¤úDUvi 

nvBweªW Kw¤úDUvi nj Ggb GKwU Kw¤úDUvi, hv GbvjM I wWwRUvj Kw¤úDUv‡ii m‡e©vËg 

ˆewkó¨¸‡jvi mgš^‡q MwVZ| GwU ˆeÁvwbK M‡elYvq e¨envi Kiv nq| myZivs ejv hvq, cÖhyw³ 

I wfwËMZ w`K †_‡K GbvjM I wWwRUvj Kw¤úDUv‡ii AvswkK mgš^qB n‡”Q nvBweªW 
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Kw¤úDUvi| mvaviYZ nvBweªW Kw¤úDUv‡i Z_¨ msMÖn Kiv nq GbvjM c×wZ‡Z Ges MYbv 

Kiv nq wWwRUvj c×wZ‡Z| †hgb: AvenvIqv `dZ‡i e¨eüZ nvBweªW Kw¤úDUvi GbvjM 

c×wZ‡Z evqyPvc, Zvc BZ¨vw` cwigvc K‡i wWwRUvj c×wZ‡Z MYbvi ci AvenvIqvi c~e©vfvm 

w`‡q _v‡K| 

 

wgwb Kw¤úDUvi 

†h Kw¤úDUvi Uvwg©bvj jvwM‡q cÖvq GKm‡½ Aa©kZvwaK e¨enviKvix e¨envi Ki‡Z cv‡ib, 

Zv-B wgwb Kw¤úDUvi| GwU wkí-evwYR¨ I M‡elYvMv‡i e¨envi Kiv nq| †hgb: pdp-

11,ibms/36,ncrs/9290, IBM 9375. 
 

gvB‡µv Kw¤úDUvi 

gvB‡µv Kw¤úDUvi‡K cv‡m©vbvj Kw¤úDUvi ev wcwm e‡jI AwfwnZ Kiv nq| B›Uvi‡dm wPc 

(Mother Board), GKwU gvB‡µvcÖ‡mmi CPU, RAM, ROM, Hard Disk etc. 

mn‡hv‡M gvB‡µv Kw¤úDUvi MwVZ nq| ˆ`bw›`b Rxe‡bi me©‡¶‡Î G Kw¤úDUv‡ii e¨envi 

†`Lv hvq| g¨wKb‡Uvk I AvBweGg wcwm G ai‡bi Kw¤úDUvi| 

 

mycvi Kw¤úDUvi 

AZ¨šÍ kw³kvjx I ª̀æZMwZm¤úbœ Kw¤úDUvi‡K mycvi Kw¤úDUvi e‡j| G Kw¤úDUv‡ii MwZ 

cÖvq cÖwZ‡m‡K‡Û 1 wewjqb K¨v‡i±vi| †Kvb †`‡ki Av`gïgvwii wekvj Z_¨ e¨e ’̄vcbv Kivi 

gZ ¯§„wZfvÐviwewkó Kw¤úDUvi n‡”Q mycvi Kw¤úDUvi| CRAY 1, supers xll G ai‡Yi 

Kw¤úDUvi| 

 

U¨ve‡jU Kw¤úDUvi 

U¨ve‡jU Kw¤úDUvi GK ai‡Yi gvB‡µv Kw¤úDUvi, hv cvgUc Kw¤úDUvi bv‡g cwiwPZ| GwU 

¯úk© c ©̀v msewjZ cÖhyw³| GwU A¨v‡Ûªv‡qW Ges DB‡ÛvR Acv‡iwUs wm‡÷‡g P‡j| 

 

gv`vi‡evW© 

gv`vi‡ev‡W©i gva¨‡g Kw¤úDUv‡ii me hš¿vsk‡K G‡K Ac‡ii m‡½ mshy³ Kiv nq| mvaviY 

†W¯‹Uc Kw¤úDUv‡i gv`vi‡ev‡W©i m‡½ gvB‡µvcÖ‡mmi, cÖavb †ggwi I Kw¤úDUv‡ii Ab¨vb¨ 

Acwinvh© Ask hy³ _v‡K| Ab¨vb¨ As‡ki g‡a¨ Av‡Q kã I wfwWI wbqš¿K, AwZwi³ 

Z_¨fvÐvi, wewfbœ cøvMBb KvW© (†hgb: j¨vbKvW©) BZ¨vw`| Kx‡evW©, gvDm mn me 

BbcyU/AvDUcyU hš¿vskI gv`vi‡ev‡W©i m‡½ hy³ _v‡K|  
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gv`vi‡evW©‡K KLbI KLbI †gBb‡evW© ev wm‡÷g‡evW©I ejv nq| Z‡e g¨vwKb‡Uvk 

Kw¤úDUv‡i GwU‡K jwRK‡evW© ejv nq| 

 

cÖ‡mmi/wmwcBD 

wmwcBD ev Central Processing Unite n‡”Q Kw¤úDUv‡ii cÖvY| ms‡ÿ‡c G‡K cÖ‡mmiI 

ejv †h‡Z cv‡i| mnR K_vq †h h‡š¿i mvnv‡h¨ Kw¤úDUv‡ii me Z_¨ I DcvË cÖwµqvKi‡Yi 

KvR K‡i, Zv‡KB cÖ‡mmi ejv nq| GwU A‡bKUv gw Í̄‡®‹i gZ KvR K‡i _v‡K| ïiæi w`‡K 

Kw¤úDUv‡ii cÖ‡mmi¸‡jv AvKv‡i A‡bK eo wQj|  

 

 

gvB‡µvcÖ‡mmi Avwe®‹v‡ii ci eZ©gv‡b cÖ‡mmi ej‡Z Avgiv gvB‡µvcÖ‡mmi‡KB eywS| 
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i¨vÛg A¨v‡·m †ggwi (Random Access Memory) 
i¨vÛg A¨v‡·m †ggwi ms‡¶‡c i¨vg (RAM) nj GK ai‡bi Kw¤úDUv‡ii DcvË (WvUv) 

msi¶‡Yi gva¨g| i¨vg †_‡K †h‡Kv‡bvµ‡g DcvË ÔA¨v‡·mÕ Kiv hvq|Avi G Kvi‡YB G‡K 

i¨vÛg A¨v‡·m †ggwi ejv nq| 

 

 

 

Kw¤úDUvi Pvjy Ki‡j nvW©wW¯‹ †_‡K Acv‡iwUs wm‡÷g †jvW nq Ges cÖ‡qvRbxq Ask i¨v‡g 

aviY K‡i| 

 

nvW©wW¯‹ WªvBf 

nvW©wW¯‹ nj Z_¨ msi¶‡Y e¨eüZ GK ai‡bi hš¿vsk| Kw¤úDUv‡ii me Z_¨B GB nvW©wW‡¯‹ 

msiÿY Kiv nq| ïiæi w`‡K nvW©wW¯‹¸‡jv wQj AcmviY‡hvM¨ gva¨g| wKš‘ eZ©gv‡bi 

nvW©wW¯‹¸‡jv mvaviYZ avZe ev‡· Ave× _v‡K|  

 

 

AwaKvsk Kw¤úDUv‡i Z_¨ msi¶‡Yi ¯’vqx (non-volatile) e¨e ’̄v wn‡m‡e nvW©wW¯‹ e¨envi 

nq| AvBweGg me©cÖ_g 1957 mv‡j nvW©wW¯‹ D™¢veb K‡i| 
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gwbUi 

gwbUi GKwU AvDUcyU wWfvBm| GwU Kw¤úDU‡ii Z_¨ cÖ`k©bKvix Ask| gwbU‡ii AvK…wZ 

A‡bKUv †Uwjwfk‡bi gZ| Z‡e wUwfi Zzjbvq Gi Qwei gvb A‡bK m~² I DbœZ| Acv‡iwUs 

wm‡÷‡gi me B›Uvi‡dm gwbU‡i cÖ`wk©Z nq, hv †`‡L e¨enviKvix wewfbœ ai‡bi KgvÛ w`‡q 

_v‡Kb| GQvov wUwfKvW© e¨envi K‡i gwbUi‡K †Uwjwfk‡bi weKí wn‡m‡eI e¨envi Kiv 

hvq| 

 

Kx‡evW© 

Kw¤úDUv‡i KvR Kivi †ÿ‡Î Kx‡evW© I gvDm c‡q›Uvi wbqš¿Y GKwU ¸iæZ¡c~Y© welq| KviY 

Kx‡evW© I gvDm e¨ZxZ Kw¤úDUv‡i KvR Kiv A‡bKUv Am¤¢e| ZvB gvB‡µvmd&U Iqv‡W© KvR 

Kivi †ÿ‡Î cÖ‡qvRbxq wKQz Kx-Gi m‡½ Kvm©‡ii gyf‡g›U wb‡q Av‡jvPbv Kiv nj| 
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Kx‡evW© cwiwPwZ 

gvDm I †cÖvMÖv‡g wewfbœ ai‡Yi MÖvwdKvj wfD _vKv m‡Ë¡I Kx‡ev‡W©i ¸iæZ¡ Acwiwmg| KviY 

Kx‡evW© GKwU BbcyU wWfvBm| Kw¤úDUvi‡K AviI gRv`vi K‡i Dc‡fvM Kivi †ÿ‡Î Kx‡evW© 

m¤ú‡K© GKwU fvj aviYv _vKv DwPZ| A_©vr Kx‡ev‡W©i m‡½ GKwU eÜzZ¡c~Y© m¤úK© M‡o †Zvjv 

cÖ‡qvRb| †hgb: †Kvb ÔKxÕ w`‡q wK KvR nq Ges †Kvb ÔKxÕ Kxfv‡e Pvc‡Z nq BZ¨vw` welq 

m¤ú‡K© fvj aviYv ˆZwi n‡j A‡bK KvRB Lye ª̀æZ Kiv hvq| 

 

wewfbœ ai‡bi Kx‡evW© i‡q‡Q| wKš‘ me Kx‡ev‡W© wKQz Common Kx _v‡K| wb‡Pi wPÎwUi 

m‡½ Avcbvi Kx‡evW©wU wgwj‡q wbb| 

Kx‡evW© e¨envi Ki‡Z wM‡q KLbI KLbI Avcwb A‡bK wei³ n‡q DV‡Z cv‡ib| KviY fzj 

Kx Pvc‡j Kw¤úDUvi †mB AbyhvqxB AvDUcyU †`‡e| †m‡ÿ‡Î Kvw•ÿZ AvDUcyU bv cvIqvq 

Avcwb wei³ n‡Z cv‡ib| ZvB Kx‡ev‡W©i LuywUbvwU welq ‡R‡b ivLv fvj| Avcwb hLb IqvW© 

e¨envi Ki‡eb, ZLb wewfbœ mgq Avcbv‡K Kx‡ev‡W©i wewfbœ Kx e¨envi Ki‡Z n‡e| †hgb: 

KLbI GKB m‡½ GKvwaK ÔKxÕ wKsev GKwU GKwU K‡i Kx e¨envi Ki‡Z n‡Z cv‡i| 

 

1. Function Keys : Kx‡ev‡W©i Dc‡i F1 †_‡K F2 ch©šÍ Kx¸‡jv‡K GK‡Î dvskb Kx 

e‡j| G¸‡jv KLbI GK‡Î, Avevi KLbI Ctrl, Alt Ges Shift-Gi mgš̂‡q e¨envi Ki‡Z 

nq| 

 

2. Typewriter Keys : Kx‡ev‡W©i A †_‡K Z, bv¤^vi Kx Ges we‡kl wPý BZ¨vw` alpha-

numeric ÔKxÕ| we‡kl K‡i †KvbwKQz †jLvi †ÿ‡Î GB Kx¸‡jv e¨envi Kiv nq| GQvov 

wewfbœ kU©KvU Kgv‡Ûi †ÿ‡ÎI Ctrl, Alt Ges Shift Kx-Gi mgš̂‡q GB Kx¸‡jvi e¨envi 

n‡Z cv‡i| 

 

3. Cursor Keys : Cursor Keys-†K Arrow Key I ejv nq| Kvm©i wbqš¿‡Yi †ÿ‡Î 

GB ÔKxÕ ¸‡jv e¨envi Kiv nq| GQvov GB ÔKxÕ ¸‡jvi m‡½ AviI wKQ znon-arrow ÔKxÕ hy³ 

i‡q‡Q| †hgb: Home, End, PgUp, PgDn, Insert Ges Delete. 

 

4. Numeric Keypad : GB Kx¸‡jv KLbI Cursor Kx-Gi KvR K‡i| GQvov Ab¨vb¨ 

mgq Number Key wn‡m‡e KvR K‡i _v‡K| GwU B‡”QgZ wbqš¿Y Kiv hvq| Numeric 

Keypad †_‡K Num Lock Kx GKevi Pvc‡j Kx‡ev‡W©i Dc‡i GKwU meyR jvBU R¡j‡e| 

Avevi cybivq Pvc‡j jvBUwU wb‡f hv‡e| hLb jvBU Ab(on) Kiv _vK‡e ZLb Numeric 

Key wn‡m‡e KvR Ki‡e| Avevi jvBUwU wbwf‡q w`‡j ZLb Cursor Key n‡q KvR Ki‡e| 
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myZivs Cursor wKsev Home ÔKxÕ wn‡m‡e e¨envi Kivi cÖ‡qvRb n‡j Num Lock Ad 

(off) Ki‡Z n‡e| Ab¨_vq Num Lock Ab ivL‡Z n‡e| 

 

5. Shift Keys : Ctrl, Alt Ges Ab¨vb¨ ÔKxÕ-Gi mgš̂‡q we‡kl wKQz KvR Kiv nq| 

 

GQvov Kx‡ev‡W© wKQz c„_K Kx i‡q‡Q| 

 

6. Caps Lock : WKz‡g‡›U †Kvb wKQz †jLvi †ÿ‡Î Caps Lock Ab Kiv _vK‡j mewKQz 

CAPITAL LETTER n‡e| Caps Lock Ad _vK‡j Small Letter n‡e| Caps 

Lock Ab/Ad †evSvi Rb¨ Kx‡ev‡W©i Dc‡i Wvb w`‡K jÿ Kiæb| GKevi Caps Lock 

Pvc‡j GKwU meyR jvBU R¡j‡e, A_©vr Caps Lock Ab Ae¯’vq Av‡Q| cybivq Pvc‡j jvBUwU 

wb‡f hv‡e| 

 

7. Enter : mvaviYZ cieZ©x jvB‡b hvIqvi Rb¨ GB Kx e¨envi Kiv nq| GQvov †ÿÎwe‡k‡l 

GUv wfbœfv‡e e¨envi n‡Z cv‡i| 

 

8. Esc : KLbI KLbI wKQz Dialog Box evwZj Kivi Rb¨ GB Kx e¨envi Kiv nq 

A‡bKUv gvDm w`‡q Cancel Button-G wK¬K Kivi gZ| †hgb KLbI KLbI fzj †Kvb 

KgvÛ cÖ‡qvM Kivi d‡j wKQz fzj Dialog Box I‡cb nq, ZLb Kx‡evW© †_‡K Esc Pvc‡j 

†mUv eÜ n‡q hv‡e| 

 

9. Spacebar : GUv w`‡q †Kvb wKQz †jLv hvq bv| wKš‘ †Kvb wKQz †jLvi †ÿ‡Î Word-

Gi gvSLv‡b d uvKv ivLvi Rb¨ GB Kx e¨envi Kiv nq| Spacebar GKevi Pvc‡j GK Aÿi 

mgvb duvK m„wó nq| 

 

10. Tab : mvaviYZ Tab Kx Pvc‡j Kvm©i 0.5 BwÂ cwigvY Wv‡b m‡i hvq| WKz‡g›U ˆZwi 

Ki‡Z wewfbœ mgq wbw ©̀ó ̄ ’vb AwZµg K‡i †jLv ïiæ Ki‡Z nq| G †ÿ‡Î Tab Kx-Gi gva¨‡g 

GB KvRwU Kiv hvq| 

 

11. Backspace : jvB‡bi evg cv‡ki †jLv gy‡Q †dj‡Z e¨envi Kiv nq| 

 

12. Delete : Iqv‡W© A‡bKUv Backspace-Gi gZ KvR K‡i, wKš‘ GUv Wvb cv‡ki †jLv 

gyQ‡Z e¨envi Kiv nq| 
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13. Alt: GB ÔKxÕ wU mvaviYZ kU©KvU Kgv‡Ûi Rb¨ e¨envi Kiv nq| ‡hgbt Alt+F4 ‡cÖm 

K‡i(Shut down, Restart, Slip mood) 

14. Ctrl: GB ÔKxÕ wU mvaviYZ kU©KvU Kgv‡Ûi Rb¨ e¨envi Kiv nq| ‡hgbt Ctrl+P 

‡cÖm K‡i wcÖ›U Kiv hvq| 

15. Print screen Sysrq: Screenshot ‡bqvi Rb¨ GB ÔKxÕ wU e¨envi Kiv nq| 

16. Home: Ctrl+Home ‡cÖm K‡i c¨vivMÖvd Gi ïiæ‡Z P‡j Avmv hvq| 

17. End: Ctrl+End ‡cÖm K‡i c¨vivMÖvd Gi ‡k‡l P‡j hvIqv hvq| 

Shift key Gi e¨envi: 
c~‡e© Avgiv UvBwcs Gi wZbwU Aa¨vq †kl K‡iwQ wKš‘ eo Aÿ‡ii eY© UvBc Kwiwb| GLb 

Capital letter Gi eY© mg~n UvBc Ki‡Z n‡j K¨vcm jK Ab K‡i wb‡Z n‡e| Z‡e, GKwU 

e¨vcvi jÿ¨Yxq, Avgiv wK KL‡bv †Kvb wi‡cvU©,c¨vivMÖvd, Gwcø‡Kkb BZ¨vw` Type Kivi 

mgq mKj eY© eo Aÿ‡ii e¨envi Kwi? KL‡bvB bv| ZLbB Avgiv Capital letter e¨envi 

Kwi hLb ‡Kvb e¨w³ ev e ‘̄i bvg, ¯’v‡bi bvg BZ¨vw` UvBc Kwi| ZvB GB ch©v‡q bZzb GKwU 

Aa¨vq AvqË¡ Kie hv nj, ÒwkdU KxÓ Gi e¨envi| wbw`©ó †Kvb †jUvi K¨vwcUvj Ki‡Z 

PvB‡j(shift+any alphabet key)| ÒwkdU KxÓ Kx‡evW© Gi Dc‡ii Ask ¸‡jv †jLvi 

Rb¨ I e¨envi Kiv nq| GZÿ‡b Avgiv Rvbjvg wkdU Kx Gi e¨envi|  

Gevi wkLe wkdU Kx Gi e¨envi:  

Avgiv c~‡e©i wZbwU †jmb G wk‡LwQ, (asdfg ;lkjh qwert poiuy zxcvb /.,mn) Z‡e 

GLb wkdU a‡i eo Aÿ‡ii eY© UvBc Kiv wkLe| Kx‡evW© Gi w`‡K jÿ¨ Kiæb, nv‡Zi `yB 

cv‡k `yBwU ÒwkdU KxÓi‡q‡Q| Gevi Av½yj¸‡jv Kx‡evW© Gi †em cwRk‡b ivLyb| evg nv‡Zi 

eY© ¸‡jv UvBc Ki‡Z Wvb nv‡Zi Kwbô Av½yj w`‡q Kx‡evW© Gi wkdU Kx †P‡c a‡i A ‡cÖm 

Kiæb, ‡`Lyb A †jUviwU K¨vwcUvj n‡q‡Q| Abyiƒcfv‡e evg nv‡Zi Kwbô Av½yj w`‡q Kx‡evW© 

Gi wkdU Kx †P‡c a‡i L ‡cÖm Kiæb, ‡`Lyb L †jUviwU K¨vwcUvj n‡q‡Q| GLb PvB‡jB †h 

†Kvb ÒKxÓ †cÖm K‡i cQ‡›`i Ò‡jUviÓ wU K¨vwcUvj Ki‡Z cv‡ib| 

 

 

gvDm 

Kw¤úDUv‡i KvR ïiæ Kivi Rb¨ cÖ_‡gB gvD‡mi e¨envi Rvbv Avek¨K| KviY gvDm GKwU 

wb‡`©kK hš¿| Gi gva¨‡g hv wb‡`©k †`Iqv n‡e, Kw¤úDUvi †mB KvRwUB Ki‡e| gvD‡mi 

mvaviYZ ̀ ywU Button _v‡K| Left Button Ges Right Button| G ̀ yB evU‡bi gvSLv‡b 

GKwU Scroll Wheel _v‡K| GQvov wKQz gvD‡m we‡kl wKQz dvskb _v‡K, we‡kl K‡i 

†M‡gi gvDm¸‡jv| 
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gvDm c‡q›Uvi 

mvaviYZ gvDm c‡q›Uvi ( ) GKwU Zx‡ii gv_vi gZ n‡q _v‡K| wKš‘ wewfbœ mgq Gi 

cwieZ©bI n‡Z cv‡i|  
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gvD‡mi KvR 

Move the pointer (c‡q›Uvi miv‡bv) 

gvDm bov‡bvi m‡½ m‡½ gvDm c‡q›Uvi bo‡Z _v‡K| 

 
Click 
gvDm evU‡b GKevi †P‡c †Q‡o †`Iqv (mvaviYZ evg evUb)| 

 

Double-Click 
gvDm evU‡b `ªæZ ỳBevi †P‡c †Q‡o †`Iqv (mvaviYZ evg evUb)| 

 

Drag 

gvDm evU‡b Pvc w`‡q a‡i gvDm‡K wewfbœ ¯’v‡b miv‡bv‡K Drag ejv nq| 

 

Scroll 

A¨vKwUf DB‡Ûv‡Z gvDm c‡q›Uvi wb‡q wM‡q Scroll Wheel †Nviv‡bvi m‡½ m‡½ †cR 

Dci-wb‡P mi‡Z _v‡K| Kx‡ev‡W©i Ctrl †P‡c †Nviv‡j Ry‡gi KvRI n‡q _v‡K| 

 

 

How to Install Windows 10? 

wKfv‡e Windows 10 BÝUj Ki‡Z nq Zv wb‡P †`qv nj: 
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Windows 10 Install Gi Rb¨ nvW©Iq¨vi Requirment
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#1. DVD Rom Gi g‡a¨ CD cÖ‡ek Kiv‡Z n‡e A_ev USB Connector G 

Bootable Pendrive  cÖ‡ek Kiv‡Z n‡e| 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

#2. CD Insert Gi ci wbe©vwPZ wcwmwU Restart _vKve ’̄vq wbw`©ó eyU dvskb ÒKxÓ wU ‡cÖm 

Ki‡Z _vKzb| CD Rom Show Kivi c‡i CD Rom G wK¬K Kiæb Ges Operating 

System Load Gi mgq †h †Kvb ÒKxÓ †cÖm Kiæb|  
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#3. Language Ack‡b English (United States) _vKve¯’vq Next G wK¬K Kiæb|  

 
#4. Gevi Install Now ‡Z wK¬K Kiæb| 
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#5. Accept evU‡b wK¬K Kiæb| 

 
#6. GLb Custom Install Windows only (Advanced) Ack‡b wK¬K Ki‡Z n‡e, 

KviY Avgiv cieZx© †÷c ¸‡jv Kv÷gvBR K‡i ‡be| 
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#7. GLv‡b D‡jøL‡hvM¨ welq nj, †KvbwU System Drive Ges †KvbwU C Dricve Zv 

†R‡b †bqv| mvaviYZ Partition 1 nj System Drive hv‡Z Acv‡iwUs wm‡÷‡gi wm‡÷g 

dvBj¸‡jv wiRvf© _v‡K Ges Partition 2 nj C Dricve hv‡Z Acv‡iwUs wm‡÷‡gi m¤ú~Y© 

dvBj _v‡K| bZzb K‡i Windows ‡`qvi mgq D‡jøwLZ ỳwU Drive B Format  ev Lvwj 

K‡i wb‡Z n‡e| Ges C Drive G wK¬K Kiv Ae ’̄vq Next evU‡b wK¬K Ki‡Z n‡e|   

 
#8. Next G wK¬K Kivi ci Acv‡iwUs wm‡÷gwU WªvBf ỳwU‡Z †jvW n‡e Ges †jvW nIqv 

†kl n‡j wb‡Pi Qwei gZ K‡i †`Lv‡e| GLv‡b Username, Password and Re-enter 

password ‡`qvi c‡i Next evU‡b wK¬K Ki‡Z n‡e|  
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#9. GLb Ask me later G wK¬K Kiæb| 

 
#10. PvB‡j Windows wU Activation Code w`‡q Active K‡i wb‡Z cv‡ib A_ev 

Skip K‡i †h‡Z cv‡ib cieZx©‡Z Active Kivi Rb¨| 
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#11. GLb Time Zone Gi †ÿ‡Î +6 Dhaka wm‡j± K‡i Next evU‡b wK¬K Kiæb| 

 
#12. GLb Windows wU Prepare nIqvi Rb¨ PCwU GKvwaK evi Restart wb‡e| 
Welcome to Windows 10 GB Ack‡b wKQzÿY mgq wb‡e| Ges Windows 

Installation Complete n‡e| 
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#13. Windows Installation complete nIqvi ci Windows 10 Gi ‡ÿ‡Î 
Driver pack solution, Install Kivi cÖ‡qvRb †bB, Z‡e Device management 

‡_‡K Driver ¸‡jv Update w`‡q wb‡Z n‡e| (Avi hw` Windows 7 nq Z‡e Driver 

pack solution install w`‡Z n‡e|) 

 

 

 

 
 

Office 2007 Bb÷j Kiv 

avc-1 : Microsoft Office 2007 Enterprise-Gi CD cÖ‡ek Kivb| 

¯^qswµqfv‡e Setup cÖwµqv ïiæ bv n‡j wmwW‡Z cÖ‡ek K‡i Setup.exe-G 

Wvej wK¬K Kiæb| 
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avc-2 : Gevi wmwWi c¨v‡KU †_‡K Product Key UvBc Kiæb Ges Continue evU‡b 

wK¬K Kiæb 

 
avc-3 : "I accept the terms of this agreement" Check Box-G wUK wPý 

w`b Ges Continue Button-G wK¬K Kiæb| 
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avc-4 : Upgrade evU‡b wK¬K Kiæb A_ev Av‡Mi fvm©bwU ivL‡Z PvB‡j Customize 

evU‡b wK¬K Kiæb| hw` Upgrade Pvb, Zvn‡j mivmwi 5bs †÷‡c P‡j hv‡e| 

Avi Customize 4(K)-G †`Lv hv‡e| 

 

avc-4 (K) : "Keep all previous versions."  Radio Button-G wK¬K Kiæb| Gevi 

Installation Options Tab-G wK¬K Kiæb| 
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avc-4 (L) : cÖ_g WªcWvDb e‡· wK¬K K‡i Run all from My Computer wm‡j± 

Kiæb Ges Install Now evU‡b wK¬K Kiæb| 

 
 

avc-5 : Installation cÖwµqvwU m¤úbœ n‡Z 15-20 wgwbU mgq jvM‡e| ZZÿY ch©šÍ 

A‡cÿv Kiæb| 

 
avc-6 : Installation cÖwµqvwU m¤úbœ n‡q †M‡j Close evU‡b wK¬K Kiæb| 
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avc-7 : cÖ_gevi †h‡Kv‡bv Office Program Launch Kivi mgq Activate Ki‡Z 

ejv n‡e| Default Option wm‡j± K‡i Next evU‡b wK¬K Kiæb| 

 
avc-8 : Activation m¤úbœ n‡j Close evU‡b wK¬K Kiæb| 
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 avc-9 : me‡k‡l Ok evU‡b wK¬K Kiæb| 
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G Aa¨v‡qi Av‡jvwPZ g~j welqmg~n 

 
 

 gvB‡µvmd&U IqvW© cwiwPwZ 

 gvB‡µvmd&U Iqv‡W© KvR Kiv  

 web¨vm I m¤úv`bv  

 †ckv`vwi gv‡bi WKz‡g›U cÖ¯‘Z cÖwµqv 

 eW©vi A¨vÛ †mwWs  

 †Uwej wb‡q KvR Kiv  

 wPÎ Ges IqvW© AvU© 

 we‡kl wPý Ges MvwYwZK m~Î †jLvi cÖwµqv 

 wWRvBb Ges dig¨vwUs 

 `ªæZ KvR Kivi wKQz AwZwi³ †KŠkj 

 wcÖ‡›Ui Rb¨ WKz‡g›U cÖ¯‘Z Kiv 
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Abykxjb-1 

gvB‡µvmd&U IqvW© cwiwPwZ  

 

gvB‡µvmd&U IqvW© Kx? 

wek¦e¨vcx e¨eüZ RbwcÖq GKwU IqvW© cÖ‡mwms †cÖvMÖvg gvB‡µvmd&U IqvW©| GwU me©cÖ_g 

1983 mv‡j Multi-Tool Word bv‡g wiwjR nq| 

 
eZ©gv‡b wPwVcÎ †jLv †_‡K ïiæ K‡i Awdwmqvj KvR, ̀ wjj-` Í̄v‡eR mn me ai‡bi cÖKvkbvi 

Kv‡R gvB‡µvmd&U IqvW© e¨envi Kiv nq| GQvov gvB‡µvmd&U Iqv‡W© †Kvb wKQz wj‡L 

†m¸‡jvi dig¨vwUs Kiv, MÖvd I wPÎ ms‡hvRb, cÖ‡R± dvBj, wi‡cvU© ˆZwi BZ¨vw` KvR Lye 

mn‡RB Kiv hvq| G ch©šÍ gvB‡µvmd&U Iqv‡W©i †ek wKQy fvm©b wiwjR n‡q‡Q| †hgb : 

gvB‡µvmd&U IqvW© 2000, 2003, 2007, 2010, 2013 I 2019 BZ¨vw`| Avgiv 

gvB‡µvmd&U IqvW© 2007 wb‡q av‡c av‡c Av‡jvPbv Kie| gvB‡µvmd&U IqvW© 2007 GKwU 

BDRvi †d«Ûwj MÖvwdK¨vj fvm©b| Av‡Mi fvm©b¸‡jvi m‡½ Gi jywKs‡q cv_©K¨ _vK‡jI Av‡Mi 

fvm©b¸‡jvi me myweavmn bZzb A‡bK myweavB mshy³ Kiv n‡q‡Q| 

 

gvB‡µvmd&U IqvW© ïiæ Kiv 

avivevwnKfv‡e wb‡Pi avc¸‡jv AbymiY K‡i gvB‡µvmd&U IqvW© I‡cb Kiæb : 

1. cÖ_‡g Kw¤úDUv‡ii cvIqvi w`b| Kw¤úDUvi †iwW bv nIqv ch©šÍ A‡cÿv Kiæb| Gevi 

gvB‡µvmd&U Awdm Bb÷j Kiv bv _vK‡j mwVKfv‡e Bb÷j K‡i wbb|  

2. Kw¤úDUv‡i gvB‡µvmd &U Awdm h_vh_fv‡e Bb÷j nIqvi ci gvB‡µvmd&U IqvW© 

I‡cb Kivi Rb¨ Avcbvi Kw¤úDUv‡ii evU‡b wK¬K Kiæb| 
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3. Zvici All Programs †_‡K Microsoft Office-G wK¬K Kiæb| 

 

 

 

4. Gevi Microsoft Office Word 2007-G wK¬K Kiæb| wb‡Pi gZ GKwU DB‡Ûv 

†`L‡Z cv‡eb| GwUB gvB‡µvmd&U Awdm Iqv‡W©i †nvgw¯Œb| 

 

 

 

gvB‡µvmd&U Awdm IqvW© I‡cb Kivi ci Avcwb GKwU eøv¼ WKz‡g›U cv‡eb, †hLv‡b Avcwb 

Avcbvi cÖ‡qvRbxq me KvRB Ki‡Z cvi‡eb| Z‡e GwU hw` Avcbvi Kv‡Q cÖ_g n‡q _v‡K, 

Zvn‡j mewKQzB Avcbvi Kv‡Q AcwiwPZ g‡b n‡e| ZvB ïiæ‡ZB gvB‡µvmd&U Awdm Iqv‡W©i 

¸iæZ¡c~Y© wKQz welq Avcbvi Rvbv _vK‡j KvR Kiv A‡bK mnR n‡e| Dc‡ii wPÎwU fvj K‡i 

†`Lyb| 
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Awdm evUb (Office Button) 

†cÖvMÖvg DB‡Ûvi evg Kb©v‡i †h evUbwU †`Lv hvq GwU Awdm evUb bv‡gB cwiwPZ| Av‡Mi 

fvm©b¸‡jvi Zzjbvq GwU‡K A‡bKUv dvBj †gbyi cwiewZ©Z †gbyI ejv hvq| GwU gvB‡µvmd&U 

Awdm 2007 fvm©b †_‡K cieZ©x fvm©b¸‡jv‡Z AšÍfz©³ Kiv n‡q‡Q| GLvb †_‡K dvBj I‡cb, 

bZzb dvBj ˆZwi, dvBj KbfvU©, †mf, wcÖ›U, †mÛ, †K¬vR BZ¨vw` dvBj e¨e ’̄vcbv msµvšÍ 

KvR¸‡jv Kiv hvq| Gevi evUbwU‡Z wK¬K Kiæb wb‡Pi wP‡Îi gZ GKwU WªcWvDb †gby cv‡eb| 

wPÎ †`Lyb| 

 

1. G As‡k Avgiv dvBj e¨e ’̄vcbv msµvšÍ KvR¸‡jv Ki‡Z cvie| 

2. mv¤úªwZK †h dvBj¸‡jv I‡cb Kiv n‡qwQj, †m¸‡jv †`Lv hv‡e| cÖ‡qvRb n‡j wj‡÷ 

_vKv cÖ‡qvRbxq dvBjwU‡Z wK¬K Ki‡jB Zv I‡cb n‡q hv‡e| 

3. GLvb †_‡K Iqv‡W©i wewfbœ Ackb wb‡Ri gZ K‡i mvwR‡q †bIqv hv‡e| 

4. IqvW© †K¬vR K‡i †cÖvMÖvg †_‡K †ewi‡q Avmvi †ÿ‡Î G KgvÛ e¨envi Kiv nq| 

 

KzBK A¨v‡·m Uzjevi (Quick Access Toolbar) 
Awdm evU‡bi wVK Wvb w`‡Ki AskUzKzB Quick Access Toolbar| mvaviYZ GLv‡b 

wWdë wn‡m‡e Save( ), Undo( ) Ges Redo( ) Uzj¸‡jv _v‡K| Iqv‡W© KvR Kivi 
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mgq cÖvqB GB Command¸‡jv e¨envi n‡q _v‡K| B‡”Q Ki‡j Customize Button (

)-G wK¬K K‡i GB Uzj¸‡jv e¨ZxZ e¨enviKvix Zvi B‡”Q gZ AviI A‡bK cÖ‡qvRbxq KgvÛ 

hy³ K‡i wb‡Z cv‡ib|  

 

 
 

UvB‡Uj evi (Title Bar) 
Dc‡ii gvSvgvwS RvqMvq cÖ`wk©Z nq †cÖvMÖv‡gi bv‡gi m‡½ I‡cbK…Z WKz‡g‡›Ui bvg| Gi 

wVK Wv‡b wKQzUv `~‡i i‡q‡Q AviI wZbwU AvBKb (Icon)| GLvb †_‡K Lye ª̀æZ †cÖvMÖvg‡K 

Minimize ( ), Maximize( ) Ges Close ( ) Kiv hvq| 
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wieb (Ribbon) 
IqvW© 2007-Gi GKwU bZzb wdPvi (Feature) n‡”Q Ribbon| †cÖvMÖvg DB‡Ûvi wVK Dc‡i 

UvB‡Uj ev‡ii wb‡P wdZvi gZ cÖk Í̄ †h AskwU Zv‡K wieb e‡j| wieb‡K wZbwU As‡k fvM 

K‡i mvRv‡bv n‡q‡Q :Tabs, Groups Ges Commands| G¸‡jv m¤ú‡K© Lye fvj aviYv 

_vK‡j KvR A‡bK `ªæZ Kiv m¤¢e nq| 

 

 

 

Awd‡mi Av‡Mi fvm©b¸‡jvi †gbyi cwie‡Z© GLv‡b mshy³ Kiv n‡q‡Q wieb| Av‡Mi 

fvm©b¸‡jv‡Z †hgb : dvBj, GwWU, wfD BZ¨vw` †gbyi Aax‡b AviI wKQz mve †gby Ges KgvÛ 

wQj, †Zgwb GLv‡b wie‡bi Aax‡b i‡q‡Q mvZwU U¨ve Ges K¨vUvMwi Abyhvqx MÖæc I KgvÛ| 

U¨ve Ges K¨vUvMwii Aax‡b GKB RvZxq wKQz KgvÛ‡K MÖæc Abyhvqx mvRv‡bv n‡q‡Q| wieb 

Delete Kiv hvq bv, wKš‘ cÖ‡qvRb n‡j Minimize/Hidden Kiv hvq| GRb¨ Kx‡evW© 

†_‡K GKevi Ctrl+F1 Pvc‡j Minimize/Hidden n‡e| cybivq Pvc‡j Show n‡e| 

 

Ribon mivmwi Kx‡ev‡W©i gva¨‡g Accsee Kiv hvq| Kx‡evW© †_‡K Alt †cÖm Ki‡j 

cÖ‡Z¨KwU Tab, Quick Access Toolbar Ges Home Button-Gi Dc‡i wKQz Letter 

Show K‡i| 

 

 

 

Kvw•ÿZ Kgv‡Ûi Dci Show nIqv LetterwU Kx‡ev‡W©i gva¨‡g †cÖm Ki‡j Kvw•ÿZ KgvÛwU 

cÖ‡qvM n‡e| †hgb : hw` Insert Tab-G cÖ‡ek Kivi cÖ‡qvRb nq, Zvn‡j Alt+N Pvc‡j 

mivmwi Insert Tab-wU Access n‡e| 
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Gfv‡e Alt Kx †cÖm K‡i †h ‡Kvb KgvÛ cÖ‡qvM Kiv hvq| 

 

KgvÛ (Command) : †h‡nZz Kw¤úDUvi GKwU hš¿, †m‡nZz †Kvb KgvÛ bv cvIqv ch©šÍ 

wb‡R †_‡K wKQz Kivi ÿgZv Zvi †bB| Kw¤úDUvi cwiPvjbvi Rb¨ cÖ‡Z¨K †ÿ‡ÎB KgvÛ 

cÖ‡qvRb| gvB‡µvmd&U Awdm Iqv‡W©I ZvB| †h ‡Kvb KvR Kivi †ÿ‡Î KgvÛ w`‡Z nq| 

KgvÛ m¤ú‡K© Avcbvi hZ fvj aviYv _vK‡e, Avcwb ZZB cvi`k©x n‡q DV‡eb| †hgb : 

GKwU †jLv UvBc Kivi ci Zv †QvU wKsev eo Kivi cÖ‡qvRb n‡Z cv‡i| mnR K_vq Avgiv 

wmwcBD‡q cvIqvi †`Iqv †_‡K gvD‡mi gva¨‡g Kw¤úDUv‡i hZ KvR K‡i _vwK, meB Avm‡j 

Kgv‡Ûi gva¨‡g Kwi| ZvB e¨enviKvixi myweav‡_ © GgGm Iqv‡W© KvR Kivi †ÿ‡Î cÖ‡qvRbxq 

me KgvÛ mvwie×fv‡e wie‡bi Aax‡b _vKv MÖæ‡c mvRv‡bv _v‡K| 

 

 

 

MÖæc (Group) : MÖæc n‡”Q wKQz Kgv‡Ûi mgwó| †hgb : GKUv wKQz †jLvi ci Zv †QvU-eo, 

is cwieZ©b, AvÛvijvBb, d›U cwieZ©b BZ¨vw` Kivi cÖ‡qvRb n‡Z cv‡i| GKUz †Lqvj K‡i 

†`Lyb AvÛvi jvBb, d›U cwieZ©b, †jLv †QvU-eo BZ¨vw` KvR ¸‡jv A‡bKUv GKB RvZxq| 

GKwUi m‡½ Ab¨wUi wgj i‡q‡Q| GiKg GKB RvZxq A‡bK¸‡jv KgvÛ GK‡Î GKwU MÖæc| 

†hgb : †nvg U¨v‡ei Aax‡b MÖæc¸‡jv| wP‡Î jÿ Kiæb| 
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Gfv‡e cÖ‡Z¨KwU U¨v‡ei Aax‡b wKQz MÖæc i‡q‡Q, †hLvb †_‡K Avgiv Avgv‡`i cÖ‡qvRbxq 

KvR¸‡jv Lye mn‡RB m¤úv`b Ki‡Z cvie| wb‡Pi wPÎwU †Lqvj Kiæb| GLv‡b GKwU MÖæ‡ci 

wewfbœ Ask‡K wPwýZ Kiv n‡q‡Q| 

 

 

 

U¨ve (Tab) : wKQz KgvÛ‡K GKwÎZ K‡i GKwU MÖæc Ges K‡qKwU MÖæc‡K GKwU wefv‡M 

(Category) AšÍfz©³ K‡i GKwU U¨ve ˆZwi n‡q‡Q| aiæb, GKwU wPwV wKsev Ab¨ 

†KvbWKz‡g›U ˆZwi Kivi ci Zv m¤úv`bv (Edit) Kivi cÖ‡qvRb n‡Z cv‡i| †m †ÿ‡Î Kx 

KvR Ki‡Z n‡e †mB Kv‡Ri ai‡bi m‡½ mvgÄm¨ †i‡L U¨ve¸‡jv mvRv‡bv n‡q‡Q| †hgb : 

WKz‡g‡›Ui GK ch©v‡q †Kvb ¯’v‡b GKwU Qwe wKsev †Uwej ’̄vcb Kivi cÖ‡qvRb n‡Z cv‡i| †m 



 gvB‡µvmd&U IqvW© 

57 

†ÿ‡Î GKUz wPšÍv K‡i †`Lyb GUv Avm‡j †Kvb ai‡bi Kv‡Ri g‡a¨ c‡i Ges †mB Kv‡Ri m‡½ 

†Kvb U¨ve ev MÖæ‡ci m¤ú„³Zv i‡q‡Q wK bv| †hgb : Qwe ¯’vcb wKsev †Uwej ¯’vcb| GwU 

mvaviYZ mwbœ‡ewkZ ai‡bi GKwU KvR|Avgiv Rvwb mwbœ‡ek kãwUi Bs‡iwR n‡”Q Insert| 

jÿ Kiæb, Ribon-G Insert bv‡g Avjv`v GKwU U¨ve i‡q‡Q| †m †ÿ‡Î Insert U¨v‡e wK¬K 

K‡i †`Lyb GLv‡b G ai‡bi AviI A‡bK KgvÛ i‡q‡Q, †hLvb †_‡K Gai‡bi Ab¨ KvR¸‡jvI 

Lye mn‡RB Ki‡Z cvi‡eb| IqvW© †m‡f‡b †gvU mvZwU U¨ve i‡q‡Q| cÖ‡Z¨KwU U¨veB Avjv`v 

Avjv`v ¸iæZ¡ enb K‡i _v‡K| 

 

 

 

Gevi Avmyb †QvU †QvU wKQz KgvÛ e¨env‡ii gva¨‡g †R‡b †bB †Kvb KgvÛ Kxfv‡e e¨envi 

Ki‡Z nq| avivevwnKfv‡e wb‡Pi cÖwµqvwU AbymiY K‡i dvBj msµvšÍ wKQz ¸iæZ¡c~Y© KgvÛ 

wkLe| 

 

¯Œj evi (Scroll Bar) 
†cÖvMÖvg DB‡Ûvi Wvb w`‡K i‡q‡Q Scroll Bar| WKz‡g›U‡K ª̀æZ Dc‡i I wb‡P IVvbvgv 

Kiv‡bvi Rb¨ Scroll Bar e¨envi Kiv nq| Scroll Bar-Gi Dc‡i I wb‡P i‡q‡Q Up (

) Ges Down ( )Arrow| GLv‡b wK¬K K‡i WKz‡g›U‡K Dc‡i I wb‡P IVvbvgv Kiv‡bv 

hvq| GQvov Scroll Bar-Gi gvSvgvwS ButtonwU gvDm w`‡q WªvM K‡i AviI `ªæZ Scroll 

Kiv hvq| 
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iæjvi (Ruler) 
Ribon-Gi wb‡P Ges †cÖvMÖvg DB‡Ûvi evg w`‡K †¯‹‡ji gZ AskUzKzB Ruler| GLvb †_‡K 

B‡”Q gZ Margin, Tab Ges Indent wVK K‡i †bIqv hvq| G Qvov WKz‡g‡›U cÖ‡qvMK…Z 

Margin Ges Tab ¸‡jvI Ruler-G cÖ`wk©Z nq| 

 

 

 

Kv‡Ri cÖ‡qvR‡b KLbI Ruler-†K Hide K‡i ivLvi cÖ‡qvRb n‡Z cv‡i| †m †ÿ‡Î 

Horizontal Ruler-Gi wVK Wvb w`‡K View Ruler Button ( )-G wK¬K Ki‡j 

Ruler wU Hide n‡q hv‡e| cybivq wK¬K Ki‡jB Avevi wd‡i Avm‡e| 

 

†U·U Gwiqv (Text Area) 
IqvW© I‡cb Kivi ci Ruler Ges Scroll Bar-Gi Af¨šÍ‡i eo †h AskUzKz _v‡K, 

gvB‡µvmd&U Iqv‡W© GB AskUzKz‡K Text Area wn‡m‡e we‡ePbv Kiv nq| Iqv‡W© hZ KvRB 

Kiv nq, me wKQzB GB Text Area As‡kB n‡q _v‡K| 
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Kvm©i (Insertion Point or Cursor) 
Text Area’i g‡a¨ GKwU R¡jR¡‡j †QvU j¤^v jvBb †`Lv hvq| gvB‡µvmd&U Iqv‡W© GUv 

Cursor A_ev Insertion Point bv‡g cwiwPZ| Avgiv hLb †Kvb wKQz wjwL ZLb †jLvi 

m‡½ m‡½ Kvm©iwUI mi‡Z _v‡K| mnR K_vq Kvm©i †hLv‡b Ae¯’vb K‡i Kx‡evW© †_‡K hv-B 

UvBc Kiv nq Zv †mLv‡b UvBc n‡Z _v‡K| Kvm©i‡K gvDm I Kx‡evW© `yÕfv‡eB wbqš¿Y Kiv 

hvq Ges †mwU Kv‡Ri Dci wbf©i K‡i| 

 

 

 

welqwU nq‡Zv GLbI †Nvjv‡U g‡b n‡”Q| ZvB ¯^”Qfv‡e †evSvi Rb¨ wb‡Pi cÖwµqvwU AbymiY 

Kiæb : 

IqvW© I‡cb K‡i Kx‡evW© †_‡K UvBc Kiæb Computer world is a leading IT 

institute of Bangladesh. 

 

 
 

Gevi jÿ Kiæb Avcbvi Kvm©iwU jvB‡bi †k‡l Ae¯’vb Ki‡Q| GLb wb‡Pi KgvÛ¸‡jv AbymiY 

K‡i Kvm©i‡K wewfbœ ¯’v‡b gyf Kivb|  
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GK Aÿi ev‡g 

GK Aÿi Wv‡b 

Avgiv hLb eo WKz‡g›U wb‡q KvR Kwi ZLb Kvm©i‡K wewfbœ mgq GK ’̄vb †_‡K Ab¨ ¯’v‡b 

gyf Kivi cÖ‡qvRb nq| Kvm©i wbqš¿Y Kivi †ÿ‡Î wb‡P wKQz KgvÛ †`Iqv nj : 

GK jvBb Dc‡i 

GK jvBb wb‡P 

+ GK kã Wv‡b 

+ GK kã ev‡g 

+ GK Aby‡”Q` wb‡P 

+ GK Aby‡”Q` Dc‡i 

jvB‡bi ïiæ‡Z 

jvB‡bi †k‡l 

+ WKz‡g‡›Ui ïiæ‡Z 

+ WKz‡g‡›Ui †k‡l 

 

Ryg Gwiqv (Zoom Area) 
Vertical Scroll Bar-Gi wb‡P evg w`‡Ki AskwUB Zoom Area| WKz‡g›U‡K KLbI 

KLbI †QvU I eo K‡i †`Lvi cÖ‡qvRb nq| GLvb †_‡K †Kvb WKz‡g›U‡K †QvU I eo K‡i 

†`Lv hvq| 
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Increase Button-G wK¬K Kiæb †`Lyb WKz‡g›UwUi AvK…wZ eo n‡”Q| Gevi †QvU K‡i 

†`Lvi Rb¨ Decrease Button-G wK¬K Kiæb| AviI `ªæZ Zoom Kivi Rb¨ Slider 

Wv‡b-ev‡g Wª¨vM Kiæb| wbw ©̀ófv‡e Zoom †mU Kivi Rb¨ Zoom Level-G wK¬K Kiæb| 

GKwU bZzb WvqvjM e· I‡cb n‡e| GLvb †_‡K cÖ‡qvRbxq †mwUs cwieZ©b Kiæb| 

 

 

 

Zoom to As‡k wbw`©ó Percent wm‡j± Ki‡j, (†hgb: 200%, 100% A_ev 75%) 

WKz‡g›U‡K †mB cv‡m©›U Abyhvqx †`Lv hv‡e|  

 

 
 

Page Width wbe©vPb Ki‡j WKz‡g›UwU ỳB w`K †_‡K gvwR©bmn w¯Œ‡bi cy‡iv As‡k †`Lv 

hv‡e| Text Width wbe©vPb Ki‡j WKz‡g‡›Ui gvwR©‡bi †fZ‡i †h As‡k Text i‡q‡Q ïay 

†mB AskUzKz †`Lv hv‡e| Whole Page wbe©vPb Ki‡j cy‡iv WKz‡g›UwU †`Lv hv‡e| eo 

WKz‡g›U wb‡q KvR Kivi †ÿ‡Î KLbI KLbI GKB m‡½ A‡bK¸‡jv Page †`Lvi cÖ‡qvRb 

nq| Many Pages wbe©vPb K‡i GKB m‡½ A‡bK¸‡jv †cBR †`Lv hvq| 
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Gevi View Tab-Gi Zoom Group-G †`Lyb Dc‡i DwjøwLZ me KgvÛB GLv‡b i‡q‡Q| 

B‡”Q Ki‡j GKwU gvÎ wK¬K K‡i GLvb †_‡KI GB KvR¸‡jv Kiv hvq| 

 

 

 

÷¨vUvm evi (Status Bar) 
†cÖvMÖvg DB‡Ûvi wVK wb‡P evg w`‡Ki AskUzKz Status Bar| WKz‡g‡›Ui eZ©gvb UvBwcs 

Ae¯’vb, KZ¸‡jv kã Av‡Q, Kvm©‡ii Ae¯’vb Ges Bs‡iwR WKz‡g‡›Ui †ÿ‡Î †Kv_vI †Kvb fzj 

_vK‡j Zv cÖ`k©b K‡i| 

 

 

 

†ní †gby (Help Menu) 
gvB‡µvmd&U Awd‡m Kv‡Ri †ÿ‡Î wewfbœ mgq ARvbv †Kvb mgm¨v Avcbvi Kv‡Ri †ÿ‡Î 

A‡bK eo mgm¨v ˆZwi Ki‡Z cv‡i| G‡ÿ‡Î GB mgm¨v mgvav‡bi Rb¨ i‡q‡Q gvB‡µvmd&U 

Awdm IqvW© †ní| GLvb †_‡K Iqv‡W©i †h ‡Kvb mgm¨vi mgvavb Luy‡R wb‡Z cv‡ib|  

 

1. Help Window †Lvjvi Rb¨ Kx‡evW© †_‡K F1 †cÖm Kiæb A_ev Ribon-Gi Wvb 

KY©v‡i Help Button wU‡Z wK¬K Kiæb| GKwU DB‡Ûv I‡cb n‡e| 
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2. GLvb †_‡K Lye mn‡RB Avcbvi mgm¨vwUi mgvavb cvIqv hv‡e| †hgb : Kxfv‡e †Kvb 

Kvjvi cwieZ©b K‡i Zv Rvbv cÖ‡qvRb| DB‡Ûvi Dc‡i Search-Gi evg w`‡Ki e‡· 

UvBc Kiæb Font Color Ges B›Uvi †cÖm Kiæb| 
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3. jÿ Kiæb wb‡P Search Result G‡m‡Q| Gevi GLvb †_‡K Avcbvi cÖ‡qvRbxq welqwUi 

Dci wK¬K Kiæb Ges wb‡ ©̀kbv Abyhvqx mgm¨v mgvavb Kiæb| 
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†cR †mUvc (Page Setup) 
Typing ïiæ Kivi c~‡e©B Page Setup wU wVK K‡i wbb| Gevi Page Layout-Gi 

Av‡iKwU ¸iæZ¡c~Y© Group wb‡q Av‡jvPbv Kie| GwU Page Layout-Gi wØZxq Group| 

GLvb †_‡K †c‡Ri gvwR©b, †ccvi mvBR, Kjvg, †cR †eªK, jvBb bv¤^vi BZ¨vw` B‡”Q gZ 

cwieZ©b Kiv hvq| 

 

 

 

†hgb : GKwU †c‡Ri Pvi cv‡kB 0.5 BwÂ K‡i Margin †`Iqvi cÖ‡qvRb| †m †ÿ‡Î Lye 

mn‡RB GB KvRwU Kiv hvq| 

 

1. Kvw•ÿZ WKz‡g›U I‡cb Ki‡Z n‡e| 

2. Gevi Page Layout U¨ve †_‡K Page Setup MÖæ‡ci Margins-G wK¬K Kiæb| †`Lyb 

wb‡Pi Qwei gZ GKwU KgvÛ I‡cb n‡e| 

 

jÿ Kiæb, GLv‡b Narrow As‡k Top, Left, Bottom Ges Right As‡k 0.5 †`Lv‡”Q| 

myZivs GwU wm‡j± Ki‡j Avcbvi WKz‡g›UwUi Pviw`‡K 0.5 BwÂ K‡i gvwR©b ˆZwi n‡e| 

GQvov Avcbvi cÖ‡qvRb n‡j Ab¨vb¨ AckbI wm‡j± Ki‡Z cv‡ib| ZvQvov cÖ‡qvRb Abyhvqx 

gvwR©b‡K Custom Kiv hv‡e| 

 

Avevi KLbI KLbI wewfbœ mvB‡Ri Paper-G WKz‡g›U wcÖ›U †`Iqvi cÖ‡qvRb nq| †hgb : 

GKwU A4 mvB‡Ri Paper-G GKwU WKz‡g›U wcÖ›U Ki‡Z n‡e| †m †ÿ‡Î Kvw•ÿZ WKz‡g›UwU 

I‡cb K‡i Page Layout U¨ve †_‡K Page Setup Group-Gi Size As‡k wK¬K Kiæb| 

Gevi wb‡Pi Qwei gZ GKwU KgvÛ I‡cb n‡e| 
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jÿ Kiæb, GLv‡b wewfbœ mvB‡Ri Paper Show Ki‡Q| GLvb †_‡K A4 wm‡j± Kiæb| 

Avcbvi WKz‡g›UwU A4 mvB‡R iƒcvšÍwiZ n‡e| GQvov More Paper Sizes wK¬K Ki‡j 

wb‡Pi gZ GKwU WvqvjM e· I‡cb n‡e| 

 

UvBwcs wUD‡Uvwiqvj 

Avcwb wK UvBwcs gv÷vi n‡Z Pvb? Zvn‡j wb‡¤œi †KŠkjwU AbymiY 

Kiæbt 

cÖ_gZ, Kw¤úDUvi I‡cb K‡i wbb| 
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wØZxqZ, DB‡ÛvR evU‡b        /        wK¬K Kiæb, Zvici All Programs G wK¬K Kiæb, 

Zvici Microsoft Office G wK¬K Kiæb, Zvici Microsoft Office Word G wK¬K 

Kiæb| Gevi †`Lyb Avcbvi mvg‡b GKUv †cBR P‡j G‡m‡Q| Kx‡ev‡W© Gevi Avcbvi AvOzj 

¸‡jv wb‡¤œi QwewUi gZ K‡i emvb| 

 

Z…ZxqZ, wb‡¤œi QwewU‡Z nv‡Zi AvOzj †hfv‡e emv‡bv Av‡Q GUv‡K ejv nq Base 

Position. 

 
 

 

 

 

 

 

 

 

 

 

Kx‡ev‡W© AvOzj emv‡bvi c‡i gwbU‡ii w`‡K ZvKvb, Gevi nv‡Zi evg cvk †_‡K UvBc Kiv 

ïiæ Kiæb, Ges UvBc Kivi mv‡_ mv‡_ gy‡L gy‡L ejyb asdfg Ges space w`‡q  nv‡Zi Wvb 

evk †_‡K UvBc Ki‡Z Ki‡Z ejyb lkjh Ges space w`b, Gfv‡eB GB ‡jmbwU cwic~Y© bv 

nIqv ch©šÍ Ki‡Z _vKzb| GB †jmbwU gyL ’̄ n‡q †M‡j wb‡¤œi kã ¸‡jv Kx‡evW© bv †`‡L UvBc 

Kivi †Póv Kiæb| †hgb: glad; shall; kaka; dada; dhaka; hall; half; ajkal; ‡h‡nZz 

Avgv‡`i Z…Zxq †jmb KgwcøU ‡m‡nZz Gevi Avgiv PZz_© av‡c GwM‡q hve|  

 

PZz_©Z,  Avevi Kx‡ev‡W©i †eR cwRk‡b nvZ ivLyb Ges nv‡Zi evg cvk †_‡K AvOzj ¸‡jv 

GKUv GKUv K‡i Dc‡ii †jm‡b DwV‡q UvBc Kiæb Ges UvBc Kivi mgq AvOzj ¸‡jv Dc‡i 

DVv‡eb| †hgb: q UvBc K‡i Avevi ‡eR cwRk‡b wdwi‡q G‡b cieZ©x AvOzjUv Avevi Dc‡i 

DVv‡Z n‡e, Gfv‡eB ch©vqµ‡g ejyb Ges UvBc Kiæb qwert Ges space w`‡q  nv‡Zi Wvb 

cvk †_‡K AvOzj ¸‡jv GKUv GKUv K‡i Dc‡ii †jm‡b DwV‡q UvBc Kiæb Ges UvBc Kivi 

mgq AvOzj ̧ ‡jv Dc‡i DVv‡eb| †hgb: p UvBc K‡i Avevi ‡eR cwRk‡b wdwi‡q G‡b cieZ©x 

AvOzjUv Avevi DVv‡Z n‡e, Gfv‡eB ch©vqµ‡g ejyb Ges UvBc Kiæb poiuy Ges space 

w`b, Gfv‡eB GB ‡jmbwU cwic~Y© bv nIqv ch©šÍ Ki‡Z _vKzb| GB †jmbwU gyL ’̄ n‡q †M‡j 

wb‡¤œi kã ¸‡jv Kx‡evW© bv †`‡L UvBc Kivi †Póv Kiæb| †hgb: water; holiday; plate; 
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uttara; quit; etc. ‡h‡nZz Avgv‡`i PZz_© †jmb KgwcøU, Gevi Avgiv cÂg av‡c GwM‡q 

hve| 

 

cÂgZ, Avevi Kx‡ev‡W©i †eR cwRk‡b nvZ ivLyb Ges nv‡Zi evg cvk †_‡K AvOzj ¸‡jv 

GKUv GKUv K‡i wb‡Pi †jm‡bi wb‡Pi eY© ¸‡jv UvBc Kiæb Ges UvBc Kivi mgq AvOzj 

¸‡jv wb‡P bvgv‡eb| †hgb: z UvBc K‡i Avevi ‡em cwRk‡b wdwi‡q G‡b cieZ©x AvOzjUv 

Avevi bvgv‡Z n‡e, Gfv‡eB ch©vqµ‡g ejyb Ges UvBc Kiæb zxcvb  Ges space w`‡q  

nv‡Zi Wvb cvk †_‡K AvOzj ¸‡jv GKUv GKUv K‡i wb‡Pi †jm‡b bvwg‡q UvBc Kiæb Ges 

UvBc Kivi mgq AvOzj ¸‡jv wb‡P bvgv‡eb| †hgb: / UvBc K‡i Avevi ‡em cwRk‡b wdwi‡q 

G‡b cieZ©x AvOzjUv Avevi bvgv‡Z n‡e, Gfv‡eB ch©vqµ‡g ejyb Ges UvBc Kiæb /.,mn 

Ges space w`b, Gfv‡eB GB ‡jmbwU cwic~Y© bv nIqv ch©šÍ Ki‡Z _vKzb| GB †jmbwU gyL ’̄ 

n‡q †M‡j Gevi wZbUv †jmb GKmv‡_ UvBc Kiæb| †hgbt asdfg; lkjh; qwert; poiuy;  

zxcvb; /.,mn|  

Typing Practice lesson: 
aba aba aba act act act ado ado ado afa afa afa ala ala ala ali ali ali alo 

alo alo alw alw alw alm alm alm amb amb amb ank ank ank aro aro aro 

ash ash aut aut aut ave ave ave ava ava ava avi avi avi awa awa awa azu 

azu azu aqu aqu aqu bag bag bag gab gab gab gai gai gal gal jar jar jar 

jac jac jac apa apa apa aps apo aps apo 
 hw` †jmb ¸‡jv KgwcøU n‡q hvq Zvn‡j wb‡Pi †m‡›UÝ wU UvBc Kiæb|  

A quick brown fox jumps over the lazy dog. (GB Sentence G me A¨vjdv‡eU 

Av‡Q A to Z) 

Dc‡ii Sentence ¸wj Kx‡evW© bv †`‡L UvBc Ki‡Z cvi‡jB, Pjyb AbjvB‡b Typing 

Speed Increasable wjsK ¸‡jv‡Z cÖ‡ek Kwi| 

1. https://typing-speed-test.aoeu.eu/ 

2. https://10fastfingers.com/typing-test/english 

3. https://www.livechatinc.com/typing-speed-test/#/ 

 
 

Abykxjb-2 

gvB‡µvmd&U Iqv‡W© KvR Kiv 

 

†U·U wm‡jKkb (Text Selection) 

https://typing-speed-test.aoeu.eu/
https://10fastfingers.com/typing-test/english
https://www.livechatinc.com/typing-speed-test/#/
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gvB‡µvmd&U Iqv‡W© KvR Kivi †ÿ‡Î †U·U wm‡jKkb GKwU ¸iæZ¡c~Y© welq| KviY KvR 

Kivi †ÿ‡Î wewfbœ mgq †jLvi Kvjvi, mvBR, d›U BZ¨vw` cwieZ©b Kivi cÖ‡qvRb nq| †hgb 

: GKwU WKz‡g›U ˆZwi Kivi ci Zvi †Kvb Ask Kxai‡bi n‡e Zv wbe©vPb K‡i w`‡Z nq| Avi 

GB wbe©vPb Kivi cÖwµqv‡K Kw¤úDUv‡ii fvlvq wm‡j± ejv nq| 

 

†jLv‡K wewfbœfv‡e wm‡j± Kiv hvq| wb‡P wKQz wm‡j± c×wZ †`Lv‡bv nj : 

 

†h‡Kv‡bv †jLv 

†hLvb †_‡K †jLv wm‡j± Ki‡Z Pvb †mLv‡b gvDm c‡q›Uvi wb‡q wM‡q evg †evZvg wK¬K K‡i 

†h ch©šÍ wm‡j± Ki‡Z Pvb †m ch©šÍ gvDm c‡q›Uvi wb‡q †Q‡o w`b| 

 

 

 

kã wm‡j± Kiv 

Kvw•ÿZ k‡ãi Dci gvDm c‡q›Uvi wb‡q wM‡q Wvej wK¬K Kiæb| 

 

 
 

evK¨ wm‡j± Kiv 

Kx‡evW© †_‡K Ctrl Kx †P‡c Kvw•ÿZ ev‡K¨i Dci gvDm c‡q›Uvi wb‡q wM‡q Wvej wK¬K 

Kiæb| 

 

jvBb wm‡j± Kiv 

cÖ_‡g jvB‡bi ïiæ‡Z Kvm©i wb‡q Avmyb| Gevi Kx‡evW© †_‡K Shift Kx †P‡c jvB‡bi †k‡l 

gvDm c‡q›Uvi wb‡q wM‡q gvD‡mi Left Button wK¬K Kiæb| 
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Aby‡”Q` wm‡j± Kiv 

Kvw•ÿZ c¨vivMÖv‡di Dci wZbevi wK¬K Kiæb| 

 

 
 

Kx‡ev‡W©i gva¨‡g †jLv wbe©vPb (Selection with Keyboard) 

 

Aÿi wm‡j± Kiv 

†jLvi †h ¯’vb †_‡K wm‡j± Ki‡Z Pvb †mLv‡b Kvm©i †i‡L Kx‡evW© †_‡K Shift Kx †P‡c a‡i 

Right Arrow Pvcyb| †`Lyb Avcbvi Kvm©i †hLv‡b wQj †mLvb †_‡K Wvb cv‡k GKwU Aÿi 

wm‡j± n‡q‡Q| Gfv‡e Shift Kx †P‡c hZevi Arrow Kx Pvcv n‡e ZZwU Aÿi wm‡j± 

n‡e| GLv‡b jÿYxq, Shift Kx †P‡c Right Arrow Pvc‡j Kvm©‡ii Wvb cv‡k Ges Left 

Arrow Pvc‡j Kvm©‡ii evg cv‡k wm‡j± n‡e| 

 

 

 

kã wm‡j± Kiv 

Iqv‡W© KvR Ki‡Z cÖvqB we‡kl †Kvb kã‡K GKUz †gvUv (†evì), Kvjvi cwieZ©b, mvBR eo 

Kiv BZ¨vw`i cÖ‡qvRb nq| †m †ÿ‡Î Kvw•ÿZ KvRwU Kivi Av‡M †mB kãwU‡K wm‡j± K‡i 

Zvici †mB KgvÛ cÖ‡qvM Ki‡Z nq| †h kãwU wm‡j± Kiv cÖ‡qvRb Zvi Wv‡b ev ev‡g Kvm©i 
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ivLyb Ges Kx‡evW© †_‡K Ctrl+Shift †P‡c Kvm©i hLb k‡ãi ev‡g _vK‡e ZLb Right 

Arrow Ges Wv‡b Ae¯’vb Ki‡j Left Arrow Pvcyb| Gfv‡e Ctrl+Shift †P‡c hZevi 

Arrow Kx Pvcv n‡e ZZwU kã wm‡j± n‡e| 

 

 

 

jvBb wm‡j± Kiv 

cÖ_‡g jvB‡bi ïiæ‡Z Kvm©i wb‡q Avmyb| Gevi Kx‡evW© †_‡K Shift+End Kx Pvcyb| 

 

 

 

Kv÷g wm‡jKkb 

wKQz †ÿ‡Î GKB m‡½ GKvwaK jvBb †_‡K eivei wKsev AvqZvKvi AvKv‡i wm‡j± Kivi 

cÖ‡qvRb n‡Z cv‡i| wb‡Pi D`vniYwU jÿ Kiæb| aiv hvK Avcwb GKwU wj÷ ̂ Zwi K‡i‡Qb| 

†hLvb †_‡K cÖ‡Z¨K jvB‡bi cÖ_g AskwUi cÖ‡qvR‡b wb‡Pi cÖwµqvwU AbymiY Kiæb|  

 

 

1. †hLvb †_‡K wm‡j± Kiv cÖ‡qvRb †mLv‡b Kvm©i ivLyb| 

2. Kx‡evW© †_‡K Alt †cÖm K‡i †h ch©šÍ wm‡j± Kiv cÖ‡qvRb †m ch©šÍ gvDm Wª¨vM K‡i 

†Q‡o w`b| 
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bZzb dvBj ˆZwi (Create a New File) 
mvaviYZ GgGm IqvW© I‡cb Kivi m‡½ m‡½ KvR Kivi Rb¨ GKwU dvBj ˆZwi n‡q _v‡K| 

wKš‘ KLbI KLbI bZzb dvBj †bIqvi cÖ‡qvRb n‡Z cv‡i| †m †ÿ‡Î wb‡Pi cÖwµqvwU AbymiY 

K‡i GKwU bZzb dvBj ˆZwi Kiæb|  

1. gvB‡µvmd&U Awdm evU‡b wK¬K  K‡i New wm‡j± Kiæb| 

 

 
 

2. wb‡¤œi wP‡Îi gZ GKwU bZzb DB‡Ûv Avm‡e| GLvb †_‡K Blank Document wm‡j± 

K‡i wµ‡qU evU‡b wK¬K Kiæb| (Under Templates, you see options you can 

use to create: If you are connected to the Internet, you also see 

templates that are available from Microsoft Office Online.) 
 

 

3. bZzb †cR I‡cb n‡e| 
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4. Gevi cÖ‡qvRbxq me Z_¨ m¤úv`b K‡i dvBjwU‡K fwel¨‡Zi Rb¨ msiÿY Kiæb| †hgb 

: GKwU bZzb WKz‡g›U †Lvjvi ci Zv‡Z wKQz Z_¨ mshy³ Kiv nj| cieZ©x‡Z GUv Avevi 

cÖ‡qvRb n‡Z cv‡i| †m †ÿ‡Î Save Kgv‡Ûi gva¨‡g Avgiv Zv msiÿY Ki‡Z cvwi|  

 

5. Kx‡evW© e¨envi K‡i wb‡Pi wb‡`©kbv Abyhvqx UvBc Ki‡Z _vKzb| 

 

World Information Technology Foundation Ges Kx‡evW© †_‡K B›Uvi †cÖm 

Kiæb| cybivq UvBc Kiæb 387, 414 Muktobangla Shopping Complex (3rd 

Floor) Kx‡evW© †_‡K B›Uvi †cÖm K‡i wjLyb Mirpur-1, Dhaka-1216 

 

Gevi jÿ Kiæb Avcbvi UvBcK…Z †jLv¸‡jv Dc‡ii wPÎwUi gZ n‡q‡Q| Gevi GwU †mf 

Kiæb| 
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dvBj msiÿY (Save a File) 
hLb GKwU bZzb dvBj †mf Kiv nq ZLb Zvi Rb¨ GKwU †jv‡Kkb wm‡j± Ki‡Z nq| †hgb 

: Avcwb PvB‡j Kw¤úDUv‡ii nvW©wW¯‹ WªvBf, †bUIqvK© †jv‡Kkb, wmwW A_ev Ab¨   †Kvb 

†jv‡Kk‡b msiÿY Ki‡Z cv‡ib| Avcbvi myweav gZ †h ‡Kvb GKwU †jv‡Kkb wm‡j± Ki‡Z 

cv‡ib| Gi Rb¨ †Kvb ai‡Yi eva¨evaKZv †bB| ïay †h †jv‡Kk‡b †mf Kiv nj †mB 

†jv‡KkbwU g‡b ivL‡jB Pj‡e| (When you save a file, you can save it to a 

folder on your hard disk drive, a network location, disk, CD, the 

desktop, or another storage location. You can select a location as your 

need, no bindings for that. Which location did you save, remember that 

only.) 
 

wb‡¤œi cÖwµqvwU AbymiY K‡i GKwU bZzb dvBj msiÿY Kiæb| (Do the following in 

these 2007 Microsoft Office system programs.) 

1. gvB‡µvmd&U Awdm evU‡b  wK¬K Kiæb| 

2. Save wm‡j± Kiæb| (Click the Microsoft Office Button and then click 

Save or Keyboard shortcut to save the file, press Ctrl+S) dvBjwU 

cÖ_gevi †mf Ki‡Z PvB‡j GKwU bvg w`‡q †mf Ki‡Z n‡e| 

 

 
 

3. wb‡Pi wPÎwUi gZ GKwU bZzb DB‡Ûv Avm‡e| GLv‡b File Name-Gi RvqMvq †h bv‡g 

dvBjwU †mf Ki‡Z Pvb †mB bvgwU UvBc Kiæb| †hgb :World IT UvBc Kiæb| Gevi 

Save evU‡b wK¬K Kiæb| 
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4. Avcbvi dvBjwU mwVKfv‡e †mf n‡q‡Q wKbv Zv †evSvi Rb¨ UvB‡Uj ev‡i †`Lyb| hw` 

Avcbvi †`Iqv bvgwUB cÖ`k©b K‡i Zvn‡j dvBjwU mwVKfv‡e †mf n‡q‡Q| 

 

 

 

Gevi gvB‡µvmd&U Awdm evU‡b  wK¬K K‡i †mLvb †_‡K Close wm‡j± K‡i dvBjwU 

†K¬vR K‡i w`b| 

 

wUcm 

Kx‡ev‡W©i gva¨‡g Save KgvÛ cÖ‡qvM Ki‡Z Ctrl+S †cÖm Kiæb| 
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dvBj wfbœ bv‡g msiÿY Kiv (Save As) 
GKwU WKz‡g›U ˆZwi Kivi ci cieZ©x‡Z †mUv‡K ms‡hvRb ev we‡qvRb Kivi cÖ‡qvRb nq| 

G‡Z g~j WKz‡g›UwU wVK †i‡L ms‡hvRb ev we‡qvRb Kivi Rb¨ dvBjwU‡K Ab¨ bv‡g msiÿY 

Kiv †h‡Z cv‡i| †hgb : Biography bv‡g GKwU dvBj ˆZwi K‡i‡Qb| Gevi GUv‡K wKQzUv 

cwieZ©b Kiv cÖ‡qvRb, wKš‘ GB dvBjwU wVK †i‡L bZzb GKwU dvB‡j cwieZ©b Ki‡Z Pvb| 

1. dvBjwU I‡cb Kiæb| 

2. Awdm evU‡b wK¬K K‡i Save As wbe©vPb Kiæb| 

3. Save As Dialog Box Avm‡e| File Name As‡k Av‡Mi bvgwU cÖ`k©b Ki‡e| 

GLv‡b Ab¨ GKwU bvg w`‡q Save evU‡b wK¬K Kiæb| 

 

 

 

bZzb bv‡g dvBjwU Save n‡e| 

 

wKfv‡e ‡mf/msiÿY Kiv dvBj I‡cb Ki‡eb Zv wb‡¤œ wP‡Îi mvnv‡h¨ 

Zz‡j aiv nj: 

 

1-Avcwb hw` gvB‡µvmdU Awdm IqvW© I‡cb _vKv Ae ’̄vq †mf/msiÿY Kiv dvBjwU 

I‡cb Ki‡Z Pvb Zvn‡j wb‡¤œi w`K-wb‡`©kbv Abyhvqx KvRwU Kiæbt 
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2-cÖ_‡g, gvB‡µvmdU Awdm IqvW© Gi evg cv‡k Dc‡ii KY©v‡i _vKv  Awdm evUb  G 

wK¬K Kiæb 

3-Zvici  I‡cb  G wK¬K Kiæb 

 

 

4-Gevi †`Lyb Avcbvi mvg‡b GKwU WvqvjM e· I‡cb n‡q‡Q, Gevi ‡mf/msiÿY 

Kiv dvBjwU †h †jv‡Kk‡b Av‡Q H  †jv‡KkbwU wm‡j±    Kiæb| 

 

 
 
 
 
 
 

5-Avgiv †hgb: Document ‡jv‡Kkb G †mf K‡i †i‡LwQ ZvB Avgiv Document G wK¬K 

K‡iwQ| Gevi wb‡Pi Qwe‡Z †Lqvj K‡i †`Lyb †jv‡Kk‡b †mf/msiÿY Kiv dvBj¸‡jv P‡j 

G‡m‡Q| Gevi †`Lyb e‡·i Wvb cv‡ki KY©v‡i mvP© evUb G‡m‡Q, Gevi mvP© evUbwU‡Z wK¬K 

K‡i Avcbvi dvBjwU †h bv‡g †mf/msiÿY Kiv n‡qwQj †mB bvgwU wjLyb| bvg †jLvi c‡i 

Avcbvi †mf/msiÿY Kiv dvBjwU wm‡j± K‡i WvqvjM e‡·i evg cv‡ki wb‡Pi KY©v‡i I‡cb 

evUbwU‡Z wK¬K Kiæb, †`L‡eb Avcbvi ‡mf/msiÿY Kiv WKz‡g›U wU I‡cb n‡q †M‡Q|  

 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

GB dvBj ¸wj n‡”Q 

†jv‡Kk‡b †mf K‡i ivLv 

dvBj| 

‡h dvBjwU I‡cb Ki‡Z Pvb H 

dvBjwUi bvg wjLyb| mvP© 

evU‡b| 

mvP© Kivi ci †h dvBjwU I‡cb Ki‡Z Pvb H 

dvBjwU‡K wm‡j± K‡i I‡cb evU‡b wK¬K Kiæb| 

Avgiv I‡cb K‡iwQ Document 

‡jv‡KkbwU 
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wcÖ›U wcÖwfD †`Lv (Previewing a Document) 
WKz‡g›U wcÖ›U Kivi ci †mUv †Kgb n‡e Zv †`Lvi Rb¨ gvB‡µvmd&U Iqv‡W© Print Preview 

bv‡g GKwU KgvÛ i‡q‡Q| †hgb : †KvbWKz‡g›U‡K Preview Kivi Rb¨ Awdm evU‡b wK¬K 

K‡i Print †_‡K Print Preview wm‡j± Kiæb| 

 

 

 

GKwU Print Preview Window I‡cb n‡e| jÿ Kiæb m¤ú~Y© WKz‡g›UwU †`Lv hv‡”Q Ges 

gvDm c‡q›UviwU cwieZ©b n‡q‡Q| 
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Gevi wbw`©ó †Kvb¯’vb †`Lvi cÖ‡qvRb n‡j D³ ¯’v‡b gvDm wK¬K Kiæb| jÿ Kiæb wK¬K Kiv 

AskUzKz eo AvKv‡i †`Lv‡”Q| Gevi U¨ve †_‡K Close Print PreviewevU‡b wK¬K K‡i 

†ewi‡q Avmyb| 

WKz‡g›U wcÖ›U Kiv (Printing a Document) 
WKz‡g›U wcÖ›U Kiv GKwU mnR cÖwµqv| WKz‡g›U wcÖ›U Kivi c~e© KvR¸‡jv m¤úbœ n‡j Gevi 

WKz‡g›UwU‡K wcÖ›U Ki‡Z cv‡ib| Z‡e Zvi Av‡M wbwðZ n‡q wbb Avcbvi wcÖ›Uvi ms‡hvM Pvjy 

Av‡Q wK bv| hw` wcÖ›Uvi hy³ bv Kiv n‡q _v‡K Zvn‡j wcÖ›U KgvÛ w`‡jI WKz‡g›U wcÖ›U n‡e 

bv| WKz‡g›U wcÖ›U Kivi Rb¨ Awdm evU‡b wK¬K K‡i Print-G wK¬K Kiæb| 

 

Print Dialog Box I‡cb n‡e| GLv‡b cÖ‡qvRbxq Options wm‡j± Kiæb| 

wKfv‡e wcÖ›U Ki‡eb Zv wb‡¤œ wP‡Îi mvnv‡h¨ Zz‡j aiv nj: 

Ctrl+p(Print ) 
 

 

 

 

 

 

 

 

5 

6 

2 

3 

4 

7 

8 

9 

1 
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1 Printer Name: wcÖ›Uvi Device Gi bvg wm‡j± Ki‡Z n‡e| 

2 All: WKz‡g›U Gi mKj †cBR wcÖ›U Kivi Rb¨ All wm‡j± Ki‡Z n‡e| 

3 Current page: Kvm©i ‡h †cB‡R _vK‡e H †cBRUv †K ejv nq Current 

page| ïaygvÎ Kvm©i Ae ’̄vb Kiv †cBRwU wcÖ›U Kivi Rb¨ Current page 

wm‡j± Ki‡Z n‡e| 

4 Pages: wbw ©̀ó K‡qKwU †cBR wcÖ›U Kivi Rb¨ Pages wm‡j±  Ki‡Z n‡e| 

†hgb: aiæb Avcbvi WKz‡g›U G ‡gvU 10 Uv †cBR Av‡Q, Gevi Avcwb †h †cBR 

¸‡jv wcÖ›U Ki‡eb †m †cBR¸‡jv D‡jøL K‡i w`b 1,3,6,9| 

5 Number of copies: cÖwZ †cBR KZ Kwc wcÖ›U Ki‡Z Pvb H bv¤^vwU D‡jøL 

K‡i w`‡Z n‡e| 

6 Collate: Collate wm‡j± K‡i ivLvq fvj| (wm‡j± Kiv _vK‡j †mU Abyhvqx 

wcÖ›U n‡e) 

7 Pages per sheet:me mgq 1 Page _vKvq fvj| 

8 Scale to paper size: Pvwn`v Abyhvqx †cBR mvBR wm‡j± Ki‡Z n‡e| 

Standard (A4). 

9 mKj KvR KgwcøU n‡q †M‡j ok wK¬K K‡i wb‡Z n‡e(hw` wcÖ›Uvi _v‡K ‡m †ÿ‡Î) 

WKz‡g›U‡K Encrypt Kiv 

WKz‡g‡›Ui wbivcËv GKwU ¸iæZ¡c~Y© welq| Avgv‡`i ˆ`bw›`b Rxe‡b A‡bK ¸iæZ¡c~Y© KvRB 

GLb Kw¤úDUv‡i Kiv nq| A‡bK †ÿ‡Î GKB Kw¤úDUvi GKvwaK e¨w³ e¨envi wKsev Ab¨ 

†KvbDcv‡q Z_¨ Pzwi n‡Z cv‡i| gvB‡µvmd&U Awd‡m Encrypt Documnet Ackb e¨envi 

K‡i Lye mn‡RB G mgm¨v †_‡K †invB cvIqv hvq| 

 

1. cÖ_‡g †h WKz‡g›UwU‡Z wbivcËv †`Iqv cÖ‡qvRb D³ WKz‡g›UwU Save Kiæb| 

2. Awdm evU‡b wK¬K Kiæb| 

3. Awdm †gbyi Prepare †_‡K Encrypt Document-G wK¬K Kiæb| 
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4. Encrypt Document bv‡g GKwU WvqvjM e· I‡cb n‡e| GLv‡b Password e‡· 

GKwU Password w`‡q Ok evU‡b wK¬K Kiæb| 

 

5. Confirm Password bv‡g bZzb Av‡iKwU WvqvjM e· Avm‡e| Reenter 

Password e‡· Password-wU cybivq UvBc K‡i Ok Kiæb| 
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6. Kx‡evW© †_‡K Ctrl+S †cÖm K‡i dvBjwU‡K cybivq Save Kiæb| me‡k‡l File-wU 

Close Kiæb| Gevi cÖwZevi dvBjwU I‡cb Kivi mgq Avcbvi †`Iqv Password-wU 

w`‡Z n‡e| Ab¨_vq dvBjwU †Lvjv m¤¢e n‡e bv| 

 

wUcm 

Password ev` w`‡Z Awdm †gbyi Prepare †_‡K Encrypt Document-G wK¬K Kiæb| 

Encrypt Document WvqvjM e· Avm‡e| GLv‡b Password e‡· wK¬K K‡i cvmIqvW©wU 

gy‡Q w`‡q Ok evU‡b wK¬K K‡i Ctrl+S w`‡q dvBjwU Save Kiæb| 

Abykxjb-3 

Formating and Editing 
d›U, Kvjvi, c¨vivMÖvd, ÷vBj, m¤úv`bv 

 

Avkv Kwi Av‡Mi Aa¨v‡qi Av‡jvPbvq gvB‡µvmd&U Awdm IqvW© m¤ú‡K© Avcbvi fvj GKwU 

aviYv ˆZwi n‡q‡Q Ges †cÖvMÖvgwU Avcbvi Kv‡Q GLb Avi AcwiwPZ bq| Kxfv‡e GKwU IqvW© 

WKz‡g›U ˆZwi Ki‡Z nq Zv †kLvi Rb¨ cÖ¯‘Z n‡q‡Qb| G Aa¨v‡q Avgiv wkLe wewfbœ KgvÛ 

e¨env‡ii gva¨‡g Kxfv‡e GKwU WKz‡g‡›Ui †jLvi d›U, †jLv †QvU-eo Kiv, GjvBb‡g›U, 

Kvjvi BZ¨vw` cwieZ©b Kiv hvq Ges Kxfv‡e WKz‡g›UwU‡K AviI my›`ifv‡e mw¾Z Kiv hvq| 

 

wgwb Uzjevi (Mini Toolbar) 
IqvW© 2007-G GwU bZzb ms¯‹iY| GB Uzjev‡ii mvnv‡h¨ e¨enviKvix AviI ª̀æZ cÖ‡qvRbxq 

KvR Ki‡Z cv‡ib| Z‡e KLbI KLbI GwU A‡b‡Ki Kv‡Q weiw³KiI g‡b n‡Z cv‡i| †Kvb 

†jLv wm‡j± Kivi m‡½ m‡½ c‡q›Uv‡ii Dc‡i nvjKvfv‡e †`Lv hvq| gvDm c‡q›Uvi‡K wm‡j± 
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Kiv AskUzKzi g‡a¨ wK¬K Kiv Qvov gvDm GKUz Dc‡i WªvM Ki‡Z _vK‡jB GwU AviI cwi®‹vi 

n‡q I‡V| 

 

 

 

GLvb †_‡K †jLvi d›U cwieZ©b, mvBR, Kvjvi, GjvBb‡g›U BZ¨vw` KvR Lye mn‡RB Kiv 

hvq| GLv‡b †h KgvÛ¸‡jv cvIqv hvq †m¸‡jv mvaviYZ †nvg U¨v‡ei wKQz ¸iæZ¡c~Y© KgvÛ| 

 
Home ‡gby/U¨ve Gi Font Group Gi KvR mg~n Zz‡j aiv njt 

Cut, Copy I Paste Kiv 

Iqv‡W© KvR Kivi †ÿ‡Î WKz‡g›U ˆZwi Kivi mgq GKB †jLv evievi †jLvi cÖ‡qvRb nq| 

Avevi KLbI †jLv‡K GK ¯’vb †_‡K Ab¨ ¯’v‡b ¯’vbvšÍi, GgbwK wKQz wKQz †jLv‡K GKB Xs‡q 

mvRv‡bvi cÖ‡qvRb nq| Avi G KvR¸‡jv Lye mn‡RB Kiv m¤¢e| wb‡Pi cÖwµqvwU AbymiY K‡i 

GKwU WKz‡g‡›U G ai‡bi KvR¸‡jv m¤úv`b Kiæb| 

 

1. IqvW© I‡cb K‡i wb‡Pi †jLv¸‡jv UvBc Kiæb| Being started in 1998 Computer 

World has now become the largest IT Education and Training 

Institute in Dhaka. It has the affiliation for conducting nationally 

recognized Basic and Diploma courses on IT. Recently, Computer 

World has extended its service including Professional Video Editing. 

We also provide Diploma in Computer Science under World 

Information Technology Foundation, Dhaka. 
2. Gevi †h‡Kv‡bv GKwU kã wKsev jvBb wm‡j± Kiæb Ges Home U¨v‡ei Clipboard 

Command Group †_‡K Copy-†Z wK¬K A_ev Ctrl+c †cÖm Kiæb| 

 

3. Gevi c¨vivi †k‡l Kvm©i †i‡L B›Uvi †cÖm Kiæb| 
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4. Clipboard †_‡K Paste-G wK¬K A_ev Kx‡evW© †_‡K Ctrl+V †cÖm Kiæb| †`Lyb 

Avcbvi Kwc Kiv †jLvwU †hLv‡b Kvm©i ¯’vcb K‡i‡Qb †mLv‡b ûeû ¯’vcb n‡q‡Q| 

 

 

 

5. Gevi GB †jLvwU Cut K‡i Ab¨ ’̄v‡b miv‡bvi Rb¨ †jLvwU cybivq wm‡j± Kiæb Ges 

Clipboard †_‡K Cut-G wK¬K A_ev Ctrl+X †cÖm Kiæb| †`Lyb ComputerWorld 

†jLvwU Avi †bB| 

 

 

 

6. Gevi Kx‡evW© †_‡K K‡qKevi B›Uvi †cÖm Kiæb †`Lyb Kvm©iwU wb‡Pi w`‡K m‡i hv‡”Q| 

GLb Clipboard †_‡K Paste-G wK¬K A_ev Ctrl+V †cÖm Kiæb| †`Lyb Avcbvi Cut 

Kiv †jLvwU cybivq P‡j G‡m‡Q| 
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A¨vjvBb‡g›U wVK Kiv (Alignment) 
Bs‡iwR‡Z Alignment k‡ãi A_© n‡”Q mgvb Kiv| Iqv‡W© Alignment e¨envi K‡i 

WKz‡g‡›Ui †jLv‡K Wv‡b, ev‡g, †c‡Ri gvSvgvwS GgbwK ỳÕw`‡KB mgvb K‡i mvRv‡bv hvq| 

GB KgvÛ¸‡jv GK‡Î Home U¨v‡ei Aax‡b Paragraph Command Group-G _v‡K| 

 

 

 

wb‡Pi Align ¸‡jv †`Lyb| 
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d›U MÖæc: 

wb‡¤œ Font Group Gi Grow Font, Shrink Font Gi KvR mg~n Zz‡j aiv nj: 

 

 

 

 
Font: d›U ej‡Z mvaviYZ GK¸”Q eY©gvjv‡K eySvq| Kw¤úDUv‡i ‡jLvi †ÿ‡Î d›U 

GKwU ¸iæZ¡c~Y© welq| KviY †KvbWKz‡g›U ˆZwii †ÿ‡Î †jLvi aib cwieZ©b Ki‡Z 

n‡Z cv‡i| ‡Kv‡bv †jLvi aib cwieZ©b Ki‡Z PvB‡j cÖ_‡g †h †jLvwUi aib cwieZ©b 

Ki‡eb H †jLvwU wm‡j± K‡i wbb, Gevi Dc‡ii QwewUi w`‡K jÿ¨ K‡i †`Lyb Zxi 

wP‡ýi gva¨‡g †`wL‡q †`Iqv e„‡Ëi gvSLv‡b †h evUbwU Av‡Q H evUb‡K ejv nq Wªc-

WvDb evUb| Gevi Wªc-WvDb evUbwUi Dci gvDm c‡q›Uvi ivLyb †`L‡eb d›U †jLv 

Avm‡Q, Gevi wK¬K Kiæb, wK¬K Kivi ci jÿ¨ K‡i †`Lyb A‡bK ¸‡jv d›U G‡m‡Q, 

Gevi Avcbvi cQ‡›`i d›UwU wm‡j± Kiæb| wm‡j± Kivi ci ‡`Lyb Avcbvi wm‡j± 

K‡i ivLv †jLvwUi aib cwieZ©b n‡q †M‡Q| 

wb‡¤œ K‡qKwU d›U Gi bvg D‡jøL Kiv nj: 

Times New Roman 

 Calibri 
Cambria 
Arial 
Courier New 

Lucida Calligraphy 
 

 

Font size: Kw¤úDUv‡i WKz‡g›U ˆZwii †ÿ‡Î KL‡bv †jLvi mvBR †QvU eo Ki‡Z 

n‡Z cv‡i| †m‡ÿ‡Î, hw` †jLvi mvBR †QvU eo Ki‡Z Pvb, Z‡e cÖ_‡gB †h †jLvwU 

†QvU ev eo Ki‡eb H †jLvwU wm‡j± K‡i wbb| Gevi Dc‡ii QwewUi w`‡K jÿ¨ 

K‡i †`Lyb, Zxi wP‡ýi gva¨‡g †`wL‡q †`Iqv e„‡Ëi gvSLv‡b †h evUbwU Av‡Q H 

evUb‡K ejv nq Wªc-WvDb evUb| Gevi Wªc-WvDb evUbwUi Dci gvDm c‡q›Uvi 

ivLyb, †`L‡eb Font size †jLv Avm‡Q, Gevi wK¬K Kiæb, wK¬K Kivi ci jÿ¨ K‡i 

†`Lyb A‡bK ̧ ‡jv msL¨v ev mvBR G‡m‡Q, Gevi Avcbvi cQ‡›`i Font size wm‡j± 

Kiæb| wm‡j± Kivi ci ‡`Lyb Avcbvi wm‡j± K‡i ivLv †jLvwUi mvBR ‡QvU wKsev 

eo n‡q †M‡Q| 
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wb‡¤œ Font Group Gi Grow Font, Shrink Font, Clear Formatting Gi KvR 

Zz‡j aiv nj: 

 

 

 

A = (Grow Font) Gi KvR n‡”Q †jLvi mvBR eo Kiv| ‡jLvi mvBR eo Ki‡Z 

n‡j cÖ_‡g ‡jLv wm‡j± Kiæb, Zvici Grow Font G wK¬K Kiæb †`L‡eb †jLvi 

mvBR eo n‡q hv‡”Q| Grow Font G hZevi wK¬K Kiv n‡e †jLvi mvBRI ZZevi 

eo n‡Z _vK‡e| 

 

 

 

 

 

 

 

A  = (Shrink Font) Gi KvR n‡”Q †jLvi mvBR ‡QvU Kiv| ‡jLvi mvBR ‡QvU 

Ki‡Z n‡j cÖ_‡g ‡jLv wm‡j± Kiæb Zvici Shrink Font G wK¬K Kiæb †`L‡eb 

†jLvi mvBR ‡QvU n‡q hv‡”Q| Shrink Font G hZevi wK¬K Kiv n‡e †jLvi 

mvBRI ZZevi ‡QvU n‡Z _vK‡e| 

= (Clear Formatting) ‡jLv wm‡j± K‡i Clear Formatting G 

wK¬K Ki‡j default size n‡q hv‡e|  

wb‡¤œ Font Group: Bold, Italic, Underline Gi KvR Zz‡j aiv nj: 

 

 

 

 

 

B=(Bold) ‡jLv wm‡j± K‡i B ‡Z wK¬K Ki‡j †jLv †gvUv ev †evì n‡q hv‡e| 

Avevi †jLv wm‡j± K‡i B ‡Z wK¬K Ki‡j ‡evì m‡i hv‡e| ‡hgbt (Computer 

World ‡jLvwU †evì Kiv) (Computer World ‡jLvwU †evì Qvov|) 
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I=(Italic) ‡jLv evuKv ÷vBj Kivi Rb¨ e¨envi Kiv nq(Computer World 

IT Institute.) 

U=(Underline) ‡jLvi wb‡P jvBb †`Iqvi Rb¨ AvÛvijvBb e¨envi Kiv nq| 

†hgb: WITF 
 

wb‡¤œ Font Group Gi Strikethrough, Subscript, Superscript Gi KvR Zz‡j 

aiv nj:  

 

 

 

 

 

 

abc=(Strikethrough) ‡Kv‡bv †jLv‡K fzj †`Lv‡bvi Rb¨ GwU e¨envi Kiv nq| 

†hgb: Computar 

X2=(Subscript)eY© ev Aÿ‡ii wb‡P wjL‡Z PvB‡j Subscript e¨envi Kiv nq| 

†hgb: H2 

X2=(Superscript) eY© ev Aÿ‡ii Dc‡i wjL‡Z PvB‡j Superscript  e¨envi 

Kiv nq| †hgb: a2 

wb‡¤œ Font Group Gi  Change Case, Text Highlight Color, Font Color Gi 

KvR Zz‡j aiv nj: 

 

 

 

 

Aa=(Change Case) †jLv small letter, CAPITAL LETTER Ges  
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ev‡K¨i cÖ_g Aÿi eo Kivi Rb¨ Sentence case e¨envi Kiv nq| Avi GB 

KvR¸‡jv Kivi Rb¨ Change Case e¨envi Kiv nq| 

 

 

 

 

 

 

(Text Highlight Color): WKz‡g›U Gi jvBb ev †jLv‡K nvBjvBU Kivi 

Rb¨ Text Highlight Color e¨envi Kiv nq| jvBb ev ‡jLv‡K nvBjvBU Ki‡Z 

n‡j cÖ_‡g ‡jLv wm‡j± Ki‡Z n‡e, Zvici Zxi wPý w`‡q †`wL‡q †`Iqv Wªc-WvDb 

evUbwU †Z wK¬K Kivi ci cQ‡›`i Kvjvi wm‡j± Kiæb| 

       (Font Color): WKz‡g›U Gi †jLvi is ev Kvjvi cwieZ©b Kivi Rb¨ Font 

Color e¨envi Kiv nq| ‡jLvi Kvjvi cwieZ©b Ki‡Z n‡j cÖ_‡g ‡jLv ev jvBb 

wm‡j± Ki‡Z n‡e, Zvici Zxi wPý w`‡q †`wL‡q †`Iqv Wªc-WvDb evUbwU†Z wK¬K 

K‡i cQ‡›`i Kvjvi wm‡j± Kiæb| 

c¨vivMÖvd MÖæc: 

Home ‡gby/U¨ve Gi Paragraph Group Gi KvR mg~n Zz‡j aiv njt  

Paragraph Group †_‡K Bullets, Numbering, Multilevel List Gi KvR 

Zz‡j aiv nj: 

 

 

 

 

 

Bullets: WKz‡g›U Gi †Kvb †jLv ev jvB‡bi c~‡e© wm¤^j e¨envi Kivi Rb¨ Bullets 

e¨envi Kiv nq|  

Numbering: WKz‡g›U Gi †Kvb †jLv ev jvB‡bi c~‡e© µwgK bs e¨envi Kivi 

Rb¨ Numbering e¨envi Kiv nq| 

Multilevel List: WKz‡g›U Gi g‡a¨ c‡q›U Ges mve-c‡q›U mshy³ Kivi Rb¨ 

Multilevel List e¨envi Kiv nq| 

Bullets and Numbers Kx? 

gvB‡µvmd&U Iqv‡W© KvR Kivi †ÿ‡Î cÖvqB †Kvb wj÷ ˆZwi Kivi cÖ‡qvRb nq| †m †ÿ‡Î 

cÖ‡Z¨KwU jvB‡bi Av‡M †Kvb Number ev Bullets e¨envi Kiv nq| gvB‡µvmd&U IqvW © 
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e¨envi K‡i cÖ‡Z¨K jvB‡bi Av‡M Auto Bullets and Number e¨envi Kiv hvq| †hgb 

: †Kvb †Kvb jvB‡b Bullets ev Numbers Command e¨envi Ki‡j Enter †`Iqvi ci 

cieZx© jvB‡b Auto Number P‡j Avm‡e| (wPÎ †`Lyb) 

 

 
 

Bullets hy³ Kiv 

†Kvb wj÷ ˆZwi Kivi mgq cÖ‡Z¨K jvB‡bi Av‡M GKwU Bullets †`Iqvi Rb¨ Home 

Tab-Gi Paragraph Group-Gi Bullets Button-Gi Arrow ( )-†Z wK¬K Kiæb| 

Bullets jvB‡eªwi I‡cb n‡e| Gevi GLvb †_‡K cQ‡›`i Bullets wU wm‡j± Kiæb| jÿ 

Kiæb WKz‡g‡›Ui †hLv‡b Kvm©i Ae ’̄vb Ki‡Q †mLv‡b Avcbvi wm‡j±K…Z Bullets hy³ 

n‡q‡Q| Gevi wKQz wj‡L Enter †cÖm Kiæb| †`Lyb cieZ©x jvB‡bI GKwU Bullet G‡m‡Q| 
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Gfv‡e wKQz wj‡L Enter †cÖm Kivi m‡½ m‡½ bZzb jvB‡b GKwU K‡i Bullet hy³ n‡e| 

wj÷ ˆZwi †kl n‡j c‡ii jvBb †_‡K Bullets bv PvB‡j Kx‡evW© †_‡K `yBevi Enter †cÖm 

Kiæb| bZzb jvB‡b Avi Bullets Avm‡e bv| 

 

 

 

Numbers hy³ Kiv 

Bullets-Gi gZ †Kvb wj÷ ̂ Zwi Kivi mgq cÖ‡Z¨K jvB‡bi Av‡M GKwU Number †`Iqvi 

Rb¨ Home Tab-Gi Paragraph Group-Gi Numbering Button-Gi Arrow (

)-†Z wK¬K Kiæb| Numbering jvB‡eªwi I‡cb n‡e| Gevi GLvb †_‡K cQ‡›`i Number 

(†hgb : A, B, C A_ev 1, 2, 3) wm‡j± Kiæb| jÿ Kiæb WKz‡g‡›Ui †hLv‡b Kvm©i Ae¯’vb 

Ki‡Q †mLv‡b Avcbvi wm‡j±K…Z Number-wU hy³ n‡q‡Q| Gevi wKQz wj‡L B›Uvi †cÖm 

Kiæb| †`Lyb cieZ©x jvBb¸‡jv‡Z avivevwnKfv‡e GKwU K‡i Number hy³ n‡”Q|  
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Gevi wKQz wj‡L Enter †cÖm Ki‡Z _vKzb| †`Lyb bZzb jvB‡b avivevwnKfv‡e Number hy³ 

n‡”Q| wj÷ ̂ Zwi †kl n‡j c‡ii jvBb †_‡K Number bv PvB‡j Kx‡evW© †_‡K ̀ yBevi B›Uvi 

†cÖm Kiæb| bZzb jvBb †_‡K Avi Number Avm‡e bv| 

 

 

 

Paragraph-†K Indent Kiv 
Indentation Command e¨envi K‡i †Kvb c¨viv‡K Wv‡b ev ev‡g miv‡bv hvq| †Kvb 

c¨viv‡K Bb‡W›U Kivi Rb¨ Kvw•ÿZ c¨vivwU wm‡j± Kiæb| Gevi Home Tab-Gi 

Paragraph Group †_‡K Wv‡b miv‡bvi Rb¨ Increase Indent Button ( )-G wK¬K 

Kiæb A_ev ev‡g miv‡bvi Rb¨ Decrease Indent ( ) Button-G wK¬K Kiæb| 
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Paragraph Group †_‡K Align Text Left, Center, Align Text Right, 

Justify Gi KvR Zz‡j aiv nj: 

 

 

 

  

Align Text Left: WKz‡g›U Gi †jLv‡K ev‡g ivLvi Rb¨ Align Text Left 

e¨envi Kiv nq| 

 Center: WKz‡g›U Gi †jLv‡K gv‡S ivLvi Rb¨ Center e¨envi Kiv nq| 

 Align Text Right: WKz‡g›U Gi †jLv‡K Wv‡b ivLvi Rb¨ Align Text Right 

e¨envi Kiv nq| 

 Justify: Paragraph Gi Dfq cvk Gi Align mgvb ivLvi Rb¨ Justify 

e¨envi Kiv nq| 

Paragraph Group: Line Spacing, Shading, Border Gi KvR Zz‡j aiv nj: 

 

 

 

 

 

 

 

Line Spacing: WKz‡g›U Gi GKvwaK jvB‡bi †¯úm evov‡bv ev Kgv‡bvi Rb¨ Line 

Spacing e¨envi Kiv nq| Z‡e Standard n‡”Q 1.15| 

Shading: WKz‡g›U Gi †KvbjvBb ev c¨vivMÖvd Gi †KvbAsk‡K `„wó AvKl©Y Kivi 

Rb¨ Shading (Background Color) e¨envi Kiv nq|  

Border: WKz‡g›U Gi †KvbjvBb ev c¨vivMÖvd Gi Ask‡K mw¾Z Kivi Rb¨ 

Border e¨envi Kiv nq| 

Editing Group: Find Gi KvR Zz‡j aiv nj:  

 

 

 

Find: WKz‡g›U †_‡K GKB IqvW© ev kã WKz‡g›U Gi †Kvb †Kvb cÖv‡šÍ Ae¯’vb Ki‡Q 

†mwU Lyu‡R †ei Kivi Rb¨ Find e¨envi Kiv nq| ‡h IqvW©wU Lyu‡R †ei Ki‡eb †mwU 
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Find what e‡· wjLyb, Zvici Find in G wK¬K Kiæb ‡`L‡eb Main 

Document G‡m‡Q, Gevi Main Document G wK¬K Kiæb| Gevi †`‡Lb †h 

kãwU Avcwb wj‡LwQ‡jb H kã¸‡jv gvK© n‡q †M‡Q| wb‡Pi Qwe‡Z Find Gi KvR 

D‡jøL Kiv nj: 

 

 

 

 

 

 

 Editing Group: Replace Gi KvR Zz‡j aiv nj: 

 

 

 

 

 

Replace: WKz‡g›U G ‡jLv Av‡Q Ggb †h †Kvbkã cwieZ©b Kivi Rb¨ Replace 

e¨envi Kiv 

nq| For Example: GLb Avcwb WKz‡g›U G GKwU evK¨ wjLyb| ‡hgbt I like my 

country. aiæb ev‡K¨i like †K cwieZ©b K‡i love kãwU emv‡eb| wb‡¤œi wP‡Î Zz‡j aiv 

nj: 

 

 

 

 

 

 

 

 

Replace: wbw`©ó kã cwieZ©b Ki‡Z n‡j  Find Next   Gi gva¨‡g Lyu‡R Zvici 

Replace evU‡b wK¬K Kiæb| 

Replace All: WKz‡g›U G _vKv ‡h †Kvbkã GKmv‡_ cwieZ©b Kivi Rb¨ Replace 

All evU‡b wK¬K Kiæb| 
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Abykxjb-4 

Desing and Formating 

 

Insert Menu Gi Pages Group: Cover Page, Blank 

Page, Page Break Gi KvR ¸‡jv wb‡¤œ †`Iqv nj: 

Cover Page: ‡Kv‡bv Assignment, eB, LvZv BZ¨vw`i Kvfvi †cBR ̂ Zwi Ki‡Z PvB‡j 

Kvfvi †cBR G wK¬K K‡i wb‡Z n‡e; Zvici Kv‡Ri Dci wfwË K‡i Kvfvi †cB‡R ‡jLv 

ms‡hvRb K‡i wb‡Z n‡e| 

 

 

 

 

 

Kfvi †cR ms‡hvRb Kiv (Adding a Cover Page) 
Annual Report, Asignment BZ¨vw` WKz‡g›U ˆZwi Kivi ci ïiæ‡Z GKwU Cover 

Page ms‡hvRb Kivi cÖ‡qvRb nq| †m †ÿ‡Î Cover PagewU GKUz my›`i n‡j WKz‡g›UwU 

A‡bK my›`i g‡b nq| gvB‡µvmd&U Iqv‡W© Lye mn‡RB A‡bK my›`i Design-Gi Cover 

Page ˆZwi Kiv hvq| 

 

Insert Tab-Gi Page Group-Gi Cover Page evU‡b wK¬K Kiæb| 

 

 

 

wewfbœ Design-Gi Cover Pagemn GKwU †gby cÖ`wk©Z n‡e| 

 



 gvB‡µvmd&U IqvW© 

97 

 
jÿ Kiæb GLv‡b wewfbœ Design-Gi Cover Page †`Lv hv‡”Q| AviI Design †`Lvi 

Rb¨ Wvb w`‡K Scroll Bar-G Scroll Kiæb| Gevi cQ‡›`i Cover Page-wU‡Z wK¬K 

Kiæb| †hgb : Motion bv‡gi Cover Page-G wK¬K Kiæb| 

 

 

 

jÿ Kiæb Avcbvi WKz‡g‡›Ui ïiæ‡Z wm‡j± Kiv wWRvBbwUi gZ bZzb GKwU Page hy³ 

n‡q‡Q| 
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Gevi Year, Document Title, Company Name Ges Date-G wK¬K K‡i Avcbvi 

Information ¸‡jv UvBc Kiæb| 
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Gevi Avcbvi B‡”Q gZ Image e¨envi Ki‡Z cv‡ib| Image cwieZ©b Kivi Rb¨ Image-

wUi Dci Wvej wK¬K Kiæb| Format bv‡g GKwU Contextual Tab I‡cb n‡e| Gevi GB 

Tab-Gi Adjust Group-Gi Change Picture evU‡b wK¬K Kiæb| 

 

 

 

Insert Picture Dialog Box I‡cb n‡e| GLv‡b Avcbvi Kvw•ÿZ Qwei †jv‡Kkb Ges 

QwewU wm‡j± K‡i Insert Button-G wK¬K Kiæb| jÿ Kiæb Av‡Mi QwewUi ¯’v‡b Avcbvi 

wm‡j± Kiv QwewU Insert n‡q‡Q| 
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Blank Page: †Kvb †cB‡Ri c~‡e© Ges c‡i †cBR cÖ‡qvRb n‡j ‡m‡ÿ‡Î cÖ‡qvRb Abyhvqx 

Kvm©i †i‡L Blank Page wK¬K K‡i wb‡Z n‡e| [GKUv c¨vivMÖvd ‡K `yB fvM K‡i gvSLv‡b 

GKUv †cBRI †bIqv hvq Blank Page wK¬K K‡i| Zvi Rb¨ hv Kiv `iKvi: c¨vivMÖv‡di 

gvSv-gvwS Kvm©i †i‡L Blank Page-G wK¬K Ki‡j Blank Page  P‡j Avm‡e|] 

 

 

 

 

 

Page Break: †Kvb†cB‡Ri ‡jLv ev c¨vivMÖvd‡K `yB fvM Ki‡Z PvB‡j Page Break G 

wK¬K K‡i wb‡Z n‡e| wK¬K Kivi ci †`Lv hv‡e Kvm©‡ii c~‡e©i †jLv ¸‡jv GK †cB‡R Avi 

Kvm©‡ii cieZ©x †jLv ¸‡jv Ab¨ †cB‡R P‡j ‡M‡Q| c~‡e© Ges c‡i †cBR cÖ‡qvRb n‡j 

‡m‡ÿ‡Î cÖ‡qvRb Abyhvqx Kvm©i †i‡L Page Break G wK¬K K‡i wb‡Z n‡e| 
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Abykxjb-5 

†Uwej wb‡q KvR Kiv 
 

Table Kx? 

Table ej‡Z wKQz Row Ges wKQz Column-Gi mgš^‡q GKwU QK‡K †evSv‡bv n‡q _v‡K| 

wb‡Pi wPÎwU jÿ Kiæb| 

 

 

 

WKz‡g›U ˆZwii †ÿ‡Î cÖvqB GiKg Table ˆZwi Kivi cÖ‡qvRb n‡q _v‡K| gvB‡µvmd&U 

Iqv‡W© Lye mn‡RB wb‡Ri B‡”QgZ Table ˆZwi Kiv hvq| Z‡e Zvi Av‡M Dc‡ii wPÎwU 

GKUz fvj K‡i †`‡L wbb| Table-Gi †fZ‡i †QvU †QvU Ni¸‡jv‡K Cell e‡j| Dci †_‡K 

wbP ch©šÍ Cell ¸‡jv‡K GK‡Î Column Ges Wvb †_‡K evg w`‡K Cell ¸‡jv‡K GK‡Î 

Row ejv nq| 

 

B‡”Q Ki‡j GKwU †Uwej ̂ Zwi Kivi ci Zv‡Z cÖ‡qvRbxq Text ms‡hvRb Ki‡Z cv‡ib A_ev 

wKQy †jLvi ci Zv KbfvU© K‡i GKwU †Uwe‡j iƒcvšÍi Kiv hvq| Z‡e myweavi e¨vcvi n‡”Q ïiæ 

†_‡K GKwU Table ˆZwi Kivi ci G‡Z cÖ‡qvRbxq Data ms‡hvRb Kiv| 

 

†Uwej ˆZwi Kivi Rb¨ Intsert Tab-Gi Table Group †_‡K Table Button-G wK¬K 

Kiæb| Table Menu-wU cÖ`wk©Z n‡e| jÿ Kiæb †QvU †QvU A‡bK¸‡jv Ni cÖ`wk©Z n‡”Q| 
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GLvb †_‡K B‡”QgZ Table ˆZwi Kiv hv‡e| †R‡b ivLv fvj, Table ˆZwi Kivi ci D³ 

†UwejwU wb‡q KvR Kivi mgq Ribbon-G bZzb ỳwU U¨ve Design Ges Layout cÖ`wk©Z 

n‡e|  

 

GLvb †_‡K Table-wU‡K B‡”QgZ wbqš¿Y Ges mvRv‡bv hv‡e| 

Design & Layout: 
Table: Gi gva¨‡g wewfbœ ai‡bi bv‡gi ZvwjKv, fvDPvi, iwk`, wnmv‡ei †h ‡Kvb QK ̂ Zwi 

Kiv hvq| [Z‡e GKUv K_v memgq g‡b ivL‡Z n‡e †h, †Uwe‡ji KvR Kivi mgq Aek¨B 

Kvm©iwU †Uwe‡ji wfZ‡i ivL‡Z n‡e| ‡Uwe‡ji wfZ‡i Kvm©i _vK‡j wWRvBb I  †j-AvDU 

†gby _vK‡e| †Uwe‡ji wfZ‡i Kvm©i bv _vK‡j  wWRvBb I  †j-AvDU †gby _vK‡e bv| myZivs 

†Uwe‡ji KvR Ki‡Z n‡j Aek¨B †Uwe‡ji wfZ‡i Kvm©i ivL‡Z n‡e| ] 

 

 

 

 

 

Design (Shading, Border, Draw Table, Eraser): 

 

 

 
 

 

Shading: ‡Uwe‡ji cÖ‡Z¨KwU †mj‡K Avjv`vfv‡e A_ev MÖæc chv©‡q e¨vKMÖvDÛ Kvjvi 

†`Iqvi Rb¨ ‡kwWs e¨envi Kiv nq| ‡Uwe‡ji †h ‡mj/Ni Kvjvi Ki‡Z Pvb H ‡mj/NiwU 

wm‡j± K‡i Shading G wK¬K K‡i cQ‡›`i Kvjvi ‡e‡Q wbb| 
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Borders: †KvbGKUv ‡Uwej‡K cwic~Y© eW©vi †`qvi Rb¨ GwU e¨envi Kiv nq| eW©vi w`‡Z 

PvB‡j cÖ_‡g ‡Uwej wm‡j± Kiæb| Zvici wPý w`‡q †`wL‡q †`Iqv Wªc-WvDb evUbwU†Z wK¬K 

Kiæb, Gevi cQ‡›`i eW©vi wm‡j± Kiæb|  

 

 

 

 

 

Draw Table: †Uwe‡ji wfZ‡i †Kvbÿz ª̀ †iv/Kjvg AvuKvi Rb¨ Wª-‡Uwej e¨envi Kiv  

nq| †Uwe‡ji wfZ‡i †Kvbÿz ª̀ †iv/Kjvg AvuK‡Z PvB‡j Wª-‡Uwej G wK¬K K‡i †cwÝj wb‡Z 

n‡e| Zvici hLb †hLv‡b AvuKv `iKvi ‡mLv‡b ‡cwÝj w`‡q `vM ‡U‡b w`‡j B”Qvb yhvqx n‡q 

hv‡e| AvuKvi ci †cwÝj cÖ‡qvRb bv n‡j Avevi Wª-‡Uwej G wK¬K K‡i wb‡Z n‡e| wK¬K Kivi 

ci †`L‡eb †cwÝj P‡j †M‡Q| 

 

 

 

 

 

Eraser: Gi KvR n‡”Q AcÖ‡qvRbxq †Kvb†iv ev Kjvg Gi eW©vi gy‡Q †djv| AcÖ‡qvRbxq 

†Kvb†iv ev Kjvg Gi eW©vi gy‡Q †dj‡Z PvB‡j Eraser G wK¬K K‡i wb‡Z n‡e| Zvici 

B”Qvbyhvqx †h ¸‡jv cÖ‡qvRb ‡bB †m¸‡jvi Dci Eraser †i‡L wK¬K K‡i w`‡j gy‡Q hv‡e| 

GKvwaK †mj gy‡Q ‡dj‡Z PvB‡j Eraser wK¬K Kiv Ae ’̄vq wm‡j± K‡i gy‡Q †dj‡Z n‡e| 

 

 

 

 

 

Layout (Delete, Rows & Columns, Merge, AutoFit, Cell Size, 

Alignment, Data): 
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Delete: Gi KvR n‡”Q wbw ©̀ófv‡e †Kvb†Uwej, ‡iv, Kjvg, †mj gy‡Q †djv| 

 

 

 

 

 

Row & Columns Group: Insert Above, Insert Below, Insert Right, 

Insert Left: 

 

 

 

Insert Above: Gi KvR n‡”Q ‡Kv‡bv †iv Gi Dc‡i †iv evov‡bv| †iv Gi Dci †iv evov‡Z 

PvB‡j †Kvb†iv ‡Z Kvm©i ‡i‡L Zvici Insert Above G wK¬K Ki‡Z n‡e| wK¬K Kivi ci 

†`Lv hv‡e Dc‡ii w`‡K †iv Gi msL¨v evo‡Q| 

 

 

 

 

 

Insert Below: Gi KvR n‡”Q †Kvb†iv Gi wb‡P †iv evov‡bv| †iv Gi wb‡P †iv evov‡Z 

PvB‡j †Kvb†iv ‡Z Kvm©i ‡i‡L Zvici Insert below ‡Z wK¬K Ki‡Z n‡e| wK¬K Kivi ci 

†`Lv hv‡e wb‡Pi w`‡K †iv Gi msL¨v evo‡Q| 

 

 

 

 

Insert Right: Gi KvR n‡”Q †KvbKjv‡gi Wv‡b Kjvg evov‡bv| Kjvg Gi Wvb cv‡k 

Kjvg evov‡Z PvB‡j †KvbKjv‡g Kvm©i ‡i‡L Zvici Insert Right G wK¬K Ki‡Z n‡e| 

wK¬K Kivi ci †`Lv hv‡e H Kjv‡gi Wvb cv‡k Kjvg Gi msL¨v evo‡Q| 
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Insert Left: Gi KvR n‡”Q †KvbKjv‡gi ev‡g Kjvg evov‡bv| Kjvg Gi evg cv‡k Kjvg 

evov‡Z PvB‡j †KvbKjv‡g Kvm©i ‡i‡L Zvici Insert Left G wK¬K Ki‡Z n‡e| wK¬K Kivi 

ci †`Lv hv‡e H Kjv‡gi evg cv‡k Kjvg Gi msL¨v evo‡Q| 

 

 

 
 

Merge (Merge Cells, Split Cells, Split Table):  

 

 

 

 

Merge Cells: Gi KvR n‡”Q GKvwaK †mj †K GKUv †m‡j iƒcvš Íi Kiv| †hgbt Kg c‡ÿ 

ỳBUv †mj wm‡j± K‡i wbb, Zvici Merge Cell G wK¬K Kiæb, Zvici †`Lyb ỳBUv ‡mj 

GKUv †m‡j i~cvšÍi n‡q †M‡Q| 

 

 

 

Split Cells: Gi KvR n‡”Q wbw`©ó †Kvb†m‡j †Kvb†iv ev Kjvg cÖ‡qvRb n‡j †m‡ÿ‡Î Split 

Cells ‡gby‡Z wK¬K K‡i cÖ‡qvRb Abyhvqx Kjvg Gi e‡· Kjv‡gi msL¨v wj‡L wb‡Z n‡e| 

Ges †iv Gi e‡· †iv msL¨v wj‡L wb‡Z n‡e| Zvici I‡K evU‡b wK¬K Ki‡Z n‡e| wK¬K Kivi 

ci †`Lv hv‡e †h H †m‡ji g‡a¨ hZ ¸‡jv †iv/Kjvg wnmve K‡i †`Iqv n‡qwQj ZZ¸‡jv 

†iv/Kjvg H †m‡j P‡j G‡m‡Q|  

 

 

 

Split Table: Gi KvR n‡”Q ‡Uwej‡K wØLwÐZ Kiv| ‡Uwej‡K wØLwÐZ Ki‡Z n‡j †hLvb 

†_‡K wØLwÐZ Ki‡Z PvB †mLv‡b Kvm©i †i‡L Split Table G wK¬K Ki‡Z n‡e| wK¬K Kivi 

ci †`Lv hv‡e, mv‡_ mv‡_ †UwejwU wØLwÐZ n‡q †M‡Q| wØLwÐZ †Uwej ¸‡jv‡K Avevi mshy³ 

Ki‡Z PvB‡j wØLwÐZ †Uwe‡ji gvSLv‡b Kvm©i †i‡L Kx-‡evW© †_‡K Delete ‡cÖm K‡i wb‡Z 

n‡e| †cÖm Kivi ci †`Lv hv‡e wØLwÐZ †Uwej ¸‡jv mshy³ n‡q †M‡Q| 
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Cell Size (Height & Width, Distribute Rows & Columns):  

 

 

 

 

Height & Width: GwU ‡mj e· ¸‡jvi ˆ`N ©̈ I cÖ‡ ’̄i cwigvc wbw`©ó Kivi Rb¨ 

e¨envi Kiv nq| 

 

 

 

Distribute Rows: Gi KvR n‡”Q mg Í̄ Row ¸‡jv‡K mgvb Kiv A_ev wbw`©ó 

wKQz Row †K wm‡j± K‡i mgvb Kiv| 

 

 

 

 

 

 

Distribute Columns: Gi KvR n‡”Q mg Í̄ Column ¸‡jv‡K mgvb Kiv A_ev wbw`©ó 

wKQz Column †K wm‡j± K‡i mgvb Kiv| 

 

 

 

 

 

 

Distribute Rows & Columns: Gi KvR n‡”Q ỳÕwU‡Z (Distribute Rows & 

Columns) ỳBevi wK¬K K‡i me¸‡jv †mj, †iv Ges Kjvg mgvb Kiv| 
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Alignment (Align, Text Direction, Cell Margins): 

 

 

 

 

Align: Gi KvR n‡”Q †mj e‡·i †jLv ̧ ‡jv‡K wbw`©ó ‡Kv‡bv Ae¯’v‡b ivLv| †mwU n‡Z cv‡i 

†mj e‡·i gvSLv‡b, Dc‡i, wb‡P, Wv‡b A_ev ev‡g|  

 

 

 

 

Text Direction: Gi KvR n‡”Q ‡mj e‡·i †jLv ¸‡jv‡K wbw`©ó দিকে Nyiv‡bv|  

 

 

 

 

Cell Margins: Gi KvR n‡”Q cÖ‡Z¨KwU †mj-Gi wbw ©̀ó GKwU cwigvc wb‡q KvR Kiv|  

 

 

 

 

Data (Sort, Convert to Text): 

 

 

 

 

Sort: wbw ©̀ó †Kvb Kjv‡gi ÒmsL¨vÓ ev ÓAv¨jdv‡eUÓ ¸‡jv G‡j‡g‡jv _vK‡j †m¸‡jv‡K 

avivevwnKfv‡e mvRv‡bvi Rb¨ ÒSortÓ e¨envi Kiv nq| Gi Rb¨ KiYxq nj, Kjvg wm‡j± 

K‡i †bqv, Zvici Sort G wK¬K Kiv, †mLv‡b Ascending Ges Descending ̀ ywU Ackb 

†`Lv hv‡e, µgvbymv‡i Dci †_‡K wb‡P mvRv‡Z PvB‡j Ascending Ges wbP †_‡K Dc‡i 

mvRv‡Z PvB‡j Descending wm‡j± K‡i Ok evU‡b wK¬K Ki‡j †`Lv hv‡e avivevwnKfv‡e 

P‡j G‡m‡Q|   
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Convert to Text: ‡Uwe‡ji eW©vi ¸‡jv‡K DwV‡q w`‡q ïay †jLv ¸‡jv‡K ivLvi Rb¨ 

ÒKbfvU© Uz †U·UÓ e¨envi Kiv nq| 
 

Table-1  

 

Course Name Professional Office Management 

Software Name Microsoft Office 

Application Name MS Word MS Excel MS  PowerPoint MS Access 

Duration 25 Hour 15 Hour 6 Hour 7 Hour 

Internet 4 Hour 

Review 3 Hour 

Table-2 

 

Student’s 
Name 

Diploma In ICT(4 Years) 

MS Office 
Graphic 
Design 

Auto CAD Web Design 
Hardware 

Maintenance 
3D Studio 

Max 

6 Semester 6 Semester 6 Semester 6 Semester 6 Semester 
6 

Semester 

Session 

Zaman 2010 To 2014 

Rifat 2013 To 2017 

Ayon 2009 To 2013 

Kajol 2010 To 2014 

Rita 2013 To 2017 
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Table-3 

Tabular Sheet 

Date 

Assets 

= 

Liabilities and 

Owner’s Equity 
Remarks 

Cash Furniture 
Prepaid 

Rent 

Account 

Payable 
Capital 

01/05/2019    =    

05/05/2019    =    

08/05/2019    =    

Total Taka  =   

 

Table-4 

Customer Name 
T-Shirt Order Table 

S M L XL XXL 

ABC T-Shirt House 650 250 500 50 35 

Rongila T-Shirt 450 600 540 350 60 

XYZ T-Shirt House 850 450 550 330 30 

 

 Checked By  Store Manager  

 
Table-5 

Amount Details 

Taka       

Balance       

Receipt No.       

Admission Date       

Signature       
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Voucher 

Computer World 
Muktobangla Shopping Complex, 4thFloor 

Mirpur-1, Dhaka-1216. 

S/N. Description Amount 
1 Processor Intel Core i7 27500 

2 Desktop RAM DDR4 8GB 5800 

3 Mainboard Gigabyte 7000 

4 Graphics Card  4GB 8000 

5 Power Supply Value-Top 200W 900 

6 Casing Delux ATX 1800 

7 UPS Digital X 650VA 2450 

8 Havit SK486 USB 2.0 Speaker 350 

9 Google Chromecast 3rd Gen TV Card 4000 

10 Webcam Logitech C170 AP 1600 

11 Microphone Havit M80 Vertical 400 

12 Pen Drive Transcend  64GB 1050 

13 Internal HDD WD Blue 500GB 3600 

14 Memory Card PNY 32GB MicroSDHC 600 

Total amount:     65050 

Money in words: Sixty five thousand fifty. 

Leen  Monir 
Signature of the customer  Seller Signature 
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House Rent Receipt 

House Rent Receipt 

Receipt No……. Date…./…. /……. 

Received From…………… the amount of $............................................................ 

For payment of........................................................................................................... 

  

From..............................to........................................

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

Payment By: 
    

Cash 

    

Total Amount to be Received $ ---------------- 

Cheque No 

    

Amount Received $ ---------------- 

Money Order 

    

Balance Due $ ---------------- 

Received 

By : ..............................................................................................................( Name) 

Address : ............................................................................................................... 

Phone : ................................................................................................................... 
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Credit/Debit Memo 

 
Credit/Debit Memo place your logo here 

Your Company Name 

Address 

City, Street, Zip code 

Date: DD/MM/YYYY 

Memo Number 

    Credit     Debit 

 

Coming From: 

Name: 

Address: 

Phone: 

Going From: 

Name: 

Address: 

Phone Number: 

Invoice 

Number: 

Order 

Number: 

Sales 

person: 
 

Item No. Description Unit 

price 

Quantity Total 

     

     

     

     

     

     

     

     

Total Amount 

$-------------

- 
 

Approved By 

 

THANK YOU FOR YOUR BUSINESS! 
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Abykxjb-6 

Picture, Drawing and Word Art 
 

Picture Kx? 

†Kvb WKz‡g›U ˆZwi Kivi †ÿ‡Î cÖvqB wKQz wPÎ hy³ Kivi cÖ‡qvRb n‡Z cv‡i| gvB‡µvmd&U 

IqvW© 2007-G GKB m‡½ Qwe hy³ K‡i †mwU‡K B‡”QgZ GwWU Kivi my‡hvM i‡q‡Q| †hgb : 

Qwe hy³ Kivi ci Color Correction, Crop BZ¨vw` KvR¸‡jv Lye mn‡RB Kiv hvq| 

 

WKz‡g‡›U Qwe hy³ Kiv (Insert a Image) 
1. Qwe ms‡hvRb Kivi Rb¨ Kvw•ÿZ ’̄v‡b Kvm©i ¯’vcb Kiæb| Insert Tab †_‡K 

Illustration MÖæ‡ci Picture evU‡b wK¬K Kiæb| 

 

 

 

2. GKwU WvqvjM e· I‡cb n‡e| GLv‡b Avcbvi Pictrure-Gi Location wbe©vPb Kiæb| 

aiv hvK Avcbvi Picture-wU Mycomputer-Gi D: WªvB‡f i‡q‡Q| GRb¨ 

Mycomputer-Gi D WªvBf †_‡K Kvw•ÿZ Picture-wU wbe©vPb K‡i Insert evU‡b 

wK¬K Kiæb| 

 

 

3. †`Lyb Avcvbvi Kvw•ÿZ ¯’v‡b QwewU ¯’vcb n‡q‡Q| 
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jÿ Kiæb Qwe‡Z Logo-wUi m‡½ wb‡P evowZ wKQz Ask i‡q‡Q| Gevi Crop Uz‡ji gva¨‡g 

evowZ AskUzKz ev` †`e| 

wPÎ‡K Resize Kiv 

WKz‡g‡›U Image-†K Insert Kivi ci †mwU †QvU-eo (Resize) Kivi cÖ‡qvRb n‡Z cv‡i| 

Resize Handle e¨envi K‡i Lye mn‡R †h ‡Kvb B‡gR wKsev Shape-†K †QvU-eo Kiv 

hvq| 

1. †h ImagewU Resize Kivi cÖ‡qvRb Zvi Dci gvDm wK¬K Kiæb| 

2. Resize Hande cÖ`wk©Z n‡e| Gevi †hw`‡K †QvU-eo Ki‡Z Pvb †mw`‡Ki Handle-

G wK¬K K‡i Wª̈ vM Kiæb (wPÎ †`Lyb)|  
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Rotating/Resizing the Image 
Kv‡Ri cÖ‡qvR‡b Image ev Shape-†K KLbI †QvU/eo wKsev Rotate (†Nviv‡bv) Kivi 

cÖ‡qvRb n‡Z cv‡i| wb‡Pi wPÎwU †`Lyb| †Kvb Image wKsev Shape wb‡q KvR Kivi mgq 

Image ev Shape-Gi Pvicv‡k wKQz ÿz ª̀ ÿz ª̀ we› ỳ †`Lv hvq| G¸‡jv‡K Handle ejv nq| 

Image-†K Rotate wKsev Rezise Kivi †ÿ‡Î GB Handle ¸‡jv e¨envi Kiv nq| 

 

 
 

wPÎ‡K Rotate Kiv 

Rotate Handle e¨envi K‡i Image-†K B‡”QgZ †Nviv‡bv hvq| 

 

1. †Kvb B‡gR‡K Rotate Kivi Rb¨ cÖ_‡g B‡gRwUi Dci gvDm wK¬K Kiæb| 

2. †`Lyb B‡g‡Ri Pvicv‡k wewfbœ Handle cÖ`wk©Z n‡”Q| Gevi Rotate Handle-G gvDm 

c‡q›Uvi wb‡q hvb| jÿ Kiæb gvDm c‡q›UviwU ( ) cwieZ©b n‡q‡Q| wK¬K Kivi ci 

c‡q›UviwU Rotate Pointer ( )-G cwiewZ©Z n‡e|  
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Gevi †hw`‡K Rotate Kiv cÖ‡qvRb †mw`‡K wK¬K K‡i Wª¨vM Kiæb| †`Lyb ImagewU Rotate 

n‡”Q (wPÎ †`Lyb)| Gfv‡e Wv‡b ev ev‡g †h ‡Kvb w`‡K gvDm wK¬K K‡i Wª¨vM K‡i hZUzKz 

Rotate Kiv cÖ‡qvRb †m ch©šÍ Wª¨vM Ki‡j Image-wU Rotate n‡e| 

 
 

Image Crop Kiv 
1. QwewUi Dci Wvej wK¬K Kiæb| Gevi jÿ Kiæb Ribbon-G Format bv‡g bZzb GKwU 

U¨ve hy³ n‡q‡Q| 

 

 

 

2. Gevi Size Group-Gi Crop evU‡b wK¬K Kiæb|  

 

 

3. †`Lyb Avcbvi wm‡j± Kiv QwewUi Pvicv‡k Crop Handle hy³ n‡q‡Q Ges gvDm 

c‡q›UviwU cwiewZ©Z n‡q‡Q ( )| 
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4. Gevi QwewU‡K †hw`K †_‡K KvU‡Z Pvb †mw`‡Ki Handle-G gvDm c‡q›Uvi wb‡q Avmyb| 

Gevi gvD‡m wK¬K K‡i †hw`‡K KvU‡Z Pvb †mw`‡K gvDm Wª¨vM Kiæb| (wPÎ) 

 

 

 

wP‡Îi Color Correction Kiv 

Iqv‡W©i Avi GKwU gRvi welq, †Kvb wPÎ Insert Kivi ci Lye mn‡RB Color cwieZ©b 

Kiv hvq| GRb¨ †Kvb ai‡Yi Photo Editor Application-Gi cÖ‡qvRb n‡e bv| welqwU 

wb‡R wb‡R Kivi Rb¨ wb‡Pi cÖwµqvwU AbymiY Kiæb| 

1. GKwU Qwe Insert Kiæb| 
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2. Qwei Dc‡i wK¬K Kiæb| Format bv‡g GKwU Contextual U¨ve I‡cb n‡e| jÿ Kiæb 

U¨v‡ei evg As‡k Adjust bv‡g GKwU Comand MÖæc i‡q‡Q| GLvb †_‡K Recolor 

evU‡b wK¬K Kiæb| GKwU Wªc WvDb †gby Avm‡e| 

 

 

 

3. jÿ Kiæb Wªc WvDb †gby‡Z wKQz Color i‡q‡Q| Gevi cÖv_wgKfv‡e Kvjv‡ii cwieZ©b 

†evSvi Rb¨ Color ¸‡jvi Dci gvDm c‡q›Uvi gyf Kiæb| †`Lyb wPÎwUi Kvjvi cwieZ©b 

n‡”Q| 

 

 

 

4. cQ‡›`i KvjviwUi Dci wK¬K Ki‡jB ’̄vqxfv‡e wPÎwUi Kvjvi cwieZ©b n‡e| 

 

wUcm 

AviI Kvjvi †c‡Z More Variations evU‡b wK¬K Kiæb| Theme Colors bv‡g GKwU 

Color Palate Avm‡e| GLvb †_‡K c‡Q‡›`i Color-wU wbe©vPb Kiv hv‡e| 
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wP‡Îi m‡½ †jLv ms‡hvRb (Wrapping Text Around the Image) 
ˆ`wbK cwÎKvi m‡½ cwiPq Av‡Q wbðqB| cwÎKvq wbD‡Ri m‡½ cÖvqB D³ wbDR welqK 

wPÎ †`Lv hvq| KLbI wbD‡Ri gvSLv‡b, ïiæ‡Z, Wv‡b, ev‡g, Dc‡i wKsev wb‡P| GQvov 

†Kvb Cover Page ˆZwi Kivi †ÿ‡Î wP‡Îi Dc‡i Text hy³ Ki‡Z †`Lv hvq| GmeB g~jZ  

Text Wrapping-Gi KvR| Wraping k‡ãi A_© †gvov‡bv| gvB‡µvmd&U IqvW© GKwU 

WKz‡g‡›U †Kvb wPÎ hy³ Kivi ci wP‡Îi m‡½ †jLv‡K my›`ifv‡e mvRv‡bvi Rb¨ mvZ ai‡bi 

Wrapping c×wZ i‡q‡Q| 

 

1. Text Wrapping Kgv‡Ûi Rb¨ Image-Gi Dci Wvej wK¬K Kiæb| 

2. Format bv‡g GKwU Contextual Tab Avm‡e| GLvb †_‡K Arrange MÖæ‡ci Text 

Wrapping-G wK¬K Kiæb| Wrapping WªcWvDb Avm‡e| 

 

 

 

3. Gevi cÖ‡qvRbxq KgvÛwU wm‡j± Kiæb| 
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wUcm 

In Line With Text : †Kvb Image-†K Text jvB‡bi m‡½ hy³ Kivi †ÿ‡Î GB 

KgvÛ cÖ‡qvM Kiv nq|  

Square : wP‡Îi Pvicv‡k mgvbfv‡e †U·U ’̄vc‡bi †ÿ‡Î Square cÖ‡qvM 

Kiv nq| 

Tight : Qwei Pvicv‡k Shape-Gi m‡½ wgwk‡q †jLvi †ÿ‡Î GB KgvÛ 

cÖ‡qvM Kiv nq| 

Behind Text : †Kvb Image-†K †jLvi wb‡P †`Iqvi Rb¨ Behind Text 

KgvÛ cÖ‡qvM Kiv nq| (Behind Text cÖ‡qvM Kivi ci 

cieZ©x‡Z Image cybivq wm‡j± Kivi Rb¨ Home Tab-Gi 

Editing Tab-Gi Select-G wK¬K K‡i Select Objects 

wbe©vPb Kiæb)| 

In Front of Text : GwU Behind Text-Gi wecixZ KgvÛ| Image-†K †jLvi 

Dc‡i †`Iqvi Rb¨ GB KgvÛ cÖ‡qvM Kiv nq| 



 gvB‡µvmd&U IqvW© 

121 

Top and Bottom : †jLvi wKQz Ask Image-Gi Dc‡i Ges wKQz Ask wb‡P †`Iqvi 

Rb¨ cÖ‡qvM Kiv nq| 

Through : Through A‡bKUv Tight-Gi gZB KvR K‡i _v‡K| 

 

 

WKz‡g‡›U Clip Art ms‡hvRb Kiv (Insert Clip Art Image) 
aiæb Avcwb †Kvb WKz‡g›U‡K wewfbœ ai‡bi wP‡Îi gva¨‡g AviI my›`ifv‡e mw¾Z Ki‡Z 

Pv‡”Qb, wKš‘ Avcbvi Kv‡Q fvj †Kvb wPÎ ev Qwe †bB| †m †ÿ‡Î nZvk nIqvi wKQz  †bB| 

KviY gvB‡µvmd&U Iqv‡W©i Clip Art Gallery e¨envi K‡i wewfbœ ai‡bi bKkv, Qwe, 

wfwWI Ges mvDÛ wK¬c ms‡hvRb Kiv hvq| Gi Rb¨ †Kvb ai‡Yi KwcivB‡Ui cÖ‡qvRb n‡e 

bv| 

 

1. †Kvb Clip Art ms‡hvRb Kivi Rb¨ Kvw•ÿZ ’̄v‡b Kvm©i ivLyb| Gevi Insert Tab 

†_‡K Illustrations Group-Gi Clip Art Button-G wK¬K Kiæb| 

 

 

 

2. †cÖvMÖvg DB‡Ûvi Wvb w`‡K Clip Art Task Pane cÖ`wk©Z n‡e|  
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3. GLvb †_‡K Avcbvi Kvw•ÿZ B‡gRwU Luy‡R †c‡Z cv‡ib| †hgb : Avcbvi GKwU ev‡Ni 

Qwe cÖ‡qvRb| †m †ÿ‡Î Task Pane-Gi Search Box-G wM‡q Tiger wj‡L Kx‡evW© 

†_‡K Enter A_ev Go Button-G wK¬K Kiæb| jÿ Kiæb wb‡P wKQz Qwe cÖ`wk©Z n‡e|  

 

 

4. Gevi cÖ‡qvRbxq QwewUi Dc‡i gvDm wK¬K Kiæb| †`Lyb †hLv‡b Avcbvi Kvm©i Ae¯’vb 

Ki‡Q †mLv‡b Avcbvi Kvw•ÿZ wPÎwU Insert n‡q‡Q| 

 

 

 

wUcm 
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Search Kiv QvovI Organize Clips-G wK¬K K‡i wewfbœ ai‡bi wK¬c AvU© ms‡hvRb Kiv 

hvq| GQvov Internet ms‡hvM _vK‡j Clip Art on Office Online evU‡b wK¬K K‡i 

B›Uvi‡bU †_‡K my›`i my›`i B‡gR Avbv hvq| 

AutoShape and Diagrams 
WKz‡g›U ̂ Zwii †ÿ‡Î cÖvqB Box, Line, Diagram BZ¨vw` Drawing Kivi cÖ‡qvRb nq| 

†m †ÿ‡Î Avcwb Drawing bv †R‡bI wKQz KgvÛ e¨envi K‡i Shape Drawing Ki‡Z 

cvi‡eb| 

 

1. Insert Tab-G wK¬K Kiæb| Gevi Illustrations Group-Gi Shapes Button-G 

wK¬K Kiæb| jÿ Kiæb wewfbœ ai‡bi Shapes cÖ`wk©Z n‡”Q| GLvb †_‡K †h †Kvb GKwU 

Shape wm‡j± Kiæb| 

 

 

 

2. WKz‡g‡›Ui †hLv‡b Shape-wU Drawing Ki‡Z Pvb †mLv‡b gvDm c‡q›Uvi wb‡q Avmyb| 

†`Lyb Avcbvi gvDm c‡q›UviwU (+) cwieZ©b n‡q‡Q| Gevi wK¬K K‡i Wª¨vM Kiæb| †`Lyb 

GKwU Shape ˆZwi n‡q‡Q| 
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3. Gfv‡e Shapes KgvÛ e¨envi K‡i wewfbœ ai‡Yi Shape Drawing Kiv hvq| wb‡Pi 

Shape ¸‡jv jÿ Kiæb| 

 

 

 

Shape-G Text ms‡hvRb Kiv 

wewfbœ ai‡bi Shape Drawing Kivi ci Zv‡Z Text ms‡hvRb Kiv hvq| †Kvb Shape-

G Text ms‡hvRb Kivi Rb¨ cÖ‡qvRb Abyhvqx GKwU Shape AuvKzb| 

 

1. Gevi Drwing Kiv Shape-wUi Dci Wvej wK¬K Kiæb| Format bv‡g wewfbœ 

Drawing Tools ms‡hvwRZ bZzb GKwU Contextual Tab I‡cb n‡e| 

 

 

 

2. D³ U¨v‡ei Insert Shapes MÖæ‡ci Edit Text Button ( )-G wK¬K Kiæb (wb‡Pi 

wP‡Îi 2 bs Ask)| jÿ Kiæb wm‡j± Kiv Shape-Gi †fZ‡i GKwU Kvm©i G‡m‡Q| 

Gevi cÖ‡qvRbxq Text wjLyb| 
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Social 
Media

Facebook

Youtube

Twiter

Google+

Whatsapp

Mail

Tense

Present Past Future

Chrysanthemum Desert Tulips Koala

This Funnel

this?

is
What

SmartArt Gi KvR n‡”Q, cÖKvi‡f`¸‡jv †kÖwbweb¨vm K‡i ‡jLv| 

 

 

 

 

 
  SmartArt 

Task 
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Abykxjb-7 

Additional Technique 
 

nvBcviwj¼ ms‡hvRb Kiv (Addings Hyperlink) 
IqvW© WKz‡g›U ˆZwii †ÿ‡Î Hyperlink GKwU ¸iæZ¡c~Y© welq| WKz‡g›U ˆZwii GK ch©v‡q 

†Kvb GKwU we‡kl kã wKsev †Kvb Reference †`Iqvi †ÿ‡Î Hyperlink hy³ Kiv nq| 

†hgb: Avcwb GKwU WKz‡g›U ˆZwi Ki‡Qb| GK ch©v‡q †Kvb ¯’v‡b Website, Download 

a file, Send an e-mail message BZ¨vw` †jLv Avm‡Z cv‡i| †m †ÿ‡Î D³ †jLv¸‡jvi 

m‡½ †mB m¤úwK©Z †Kvb wj¼ hy³ K‡i w`‡j D³ †jLv¸‡jvi Dc‡i gvDm c‡q›Uvi wb‡q †M‡j 

gvDm c‡q›UviwU cwieZ©b n‡q GKwU nv‡Zi AvKvi aviY Ki‡e Ges wK¬K Ki‡j hy³Kiv 

wj¼wU‡Z P‡j hv‡e| hviv B›Uvi‡bU e¨env‡i Af¨¯Í Zviv G ai‡bi wj¼¸‡jvi m‡½ cwiwPZ| 

 

 

 

jÿ Kiæb wP‡Îi More Details As‡k World Information Technology, 

Download a E-book, Send an E-mail message bv‡g wZbwU wj¼ i‡q‡Q| cÖ_g 

wj¼wU‡Z wK¬K Ki‡j World Information Technology-Gi WebSite-G P‡j hv‡e| 

wØZxq wj¼wU‡Z wK¬K Ki‡j World IT-Gi GKwU E-book Download n‡e Ges Z…Zxq 

wj¼wU‡Z wK¬K K‡i E-mail cvVv‡bv hv‡e| 

 

1. Kvw•ÿZ †jLvwU wm‡j± Kiæb| Gevi Insert Tab-Gi Links Group †_‡K 

Hyperlink-G wK¬K Kiæb| 
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2. Hyperlink Dialog Box I‡cb n‡e| GLv‡b Address Box-G Kvw•ÿZ Address 

†hgb: www.worlditfoundation.org wj‡L Ok evU‡b wK¬K Kiæb| 

 

 

 

3. jÿ Kiæb Avcbvi WKz‡g‡›U wj¼wU ˆZwi n‡q‡Q| 

 

4. Download As‡k †Kvb dvBj hy³ Ki‡Z GKBfv‡e †jLvUzKz wm‡j± K‡i Insert Tab-

Gi Links Group †_‡K Hyperlink-G wK¬K Kiæb| Hyperlink Dialog Box 

I‡cb n‡e| GLv‡b Brows evU‡b wK¬K Kiæb (wP‡Îi 1 bs Ask)| 
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5. bZzb GKwU Dialog Box I‡cb n‡e| Kvw•ÿZ dvB‡ji †jv‡Kkb wm‡j± Kiæb| †hgb 

: †h dvBjwU hy³ Ki‡Z Pvb Zvi Location-wU wm‡j±  K‡i Ok Kiæb (wP‡Îi 2bs 

Ask)| 

6. cybivq Hyperlink Dialog Box Avm‡e| Gevi GLv‡b Ok Kiæb (wP‡Îi 3bs Ask)| 

Avcbvi wm‡j± Kiv †jLvwUi m‡½ Kvw•ÿZ dvBjwUi GKwU wj¼ ˆZwi n‡q hv‡e| 

7. Gevi Kx‡evW© †_‡K Ctrl Kx †P‡c gvDm c‡q›Uvi‡K wj¼wUi Dc‡i wb‡q Avmyb| jÿ 

Kiæb gvDm c‡q›UviwU GKwU nv‡Zi ( ) gZ n‡q‡Q| Gevi GLv‡b wK¬K Ki‡j D³ 

wj‡¼ cÖ‡ek Ki‡e| 

 

eyKgvK© ms‡hvRb Kiv (Adding Bookmarks) 
eo †Kvb WKz‡g›U wb‡q KvR Kivi mgq †Kvb ¸iæZ¡c~Y© Ask‡K eyKgvK© w`‡q ivLv hvq, hv 

cieZ©x‡Z Lye mn‡RB D³ As‡k Find KgvÛ e¨envi K‡i Bookmark †`Iqv As‡k hvIqv 

hvq| †hgb : Avcwb GKwU eB ˆZwii KvR Ki‡Qb| Gevi eB‡qi cÖ‡Z¨KwU Aa¨vq‡K eyKgvK© 

K‡i ivL‡j cieZ©x‡Z Scroll K‡i mgq bó bv K‡i Find KgvÛ e¨envi K‡i Lye ª̀æZ 

Kvw•ÿZ ’̄v‡b hvIqv hvq| 

1. †hLv‡b eyKgvK© ˆZwi Kiv cÖ‡qvRb †mLv‡b Kvm©i ivLyb| 
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2. Insert Tab-Gi Links Group †_‡K Bookmark evU‡b wK¬K Kiæb| 

 

 

 

3. Bookmark Dialog Box I‡cb n‡e| GLv‡b Bookmark Name As‡k 

Module2 (B‡”QgZ †h ‡Kvb bvg †`Iqv hv‡e) wj‡L Add evU‡b wK¬K Kiæb| 
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Avcbvi eyKgvK©wU ˆZwi n‡q‡Q| Gfv‡e D‡jøL‡hvM¨ ¯’vb¸‡jv‡Z Bookmark ˆZwi K‡i 

ivLyb| 

 

Find and Replace 
eo †Kvb WKz‡g›U ̂ Zwi Kivi ci †Kvb wKQz cwieZ©b wKsev †Kvb Word, Sentance †LuvRvi 

cÖ‡qvRb n‡Z cv‡i wKsev mivmwi †Kvb Page, Bookmark, Section, Line BZ¨vw` ’̄v‡b 

hvIqvi cÖ‡qvRb n‡Z cv‡i| †hgb: Av‡Mi ˆZwiK…Z Bookmark-G mivmwi hvIqvi Rb¨ 

WKz‡g›UwU I‡cb Kiæb| 

1. Home Tab-Gi Editing Group †_‡K Find evU‡b wK¬K Kiæb| 

 

 

 

2. Find and Replace Dialog Box I‡cb n‡e| GLvb †_‡K Z…Zxq U¨ve Go To-†Z 

wK¬K Kiæb| Gevi Go to what As‡k Bookmark wm‡j± K‡i Wvb w`‡Ki Enter 

Bookmark Name As‡k Av‡Mi ˆZwi Kiv Bookmark-wU wjLyb| †hgb: 

Module2 wjLyb Ges Go To-†Z wK¬K Kiæb| 

 

 

 

3. jÿ Kiæb Kvm©iwU ˆZwiK…Z Bookmark As‡k P‡j †M‡Q| 
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wUcm 

Find Tab-G wK¬K K‡i Kvw•ÿZ †Kvb Word ev Sentance wj‡L Find Next evU‡b 

wK¬K Ki‡j WKz‡g‡›U D³ Word ev Sentence-wU wm‡j± Kiv Ae ’̄vq †`Lv‡e| GQvov 

Replace Ask †_‡K WKz‡g‡›Ui †Kvb Word-†K cwieZ©b Kiv hvq| †hgb: WKz‡g‡›Ui 

GKvwaK RvqMvq †jLv i‡q‡Q World IT| Gevi World IT ’̄v‡b World Foundation 

emv‡bv `iKvi| wKš‘ Avjv`v Avjv`vfv‡e cÖ‡Z¨K RvqMvq cwieZ©b Ki‡Z A‡bK mgq 

cÖ‡qvRb| †m †ÿ‡Î Replace Tab-G wK¬K K‡i Find What-Gi ’̄v‡b World IT Ges 

Replace With-Gi ’̄v‡b World Foundation wj‡L Replace all-G wK¬K Kiæb| 

WKz‡g‡›U _vKv me World IT †jLv cwieZ©b n‡q World Foundation n‡e| 

Header and Footer Kx? 

WKz‡g‡›Ui gvwR©‡bi evB‡i Dc‡ii Ask‡K Header Ges wb‡Pi Ask‡K Footer ejv nq| 

eo †Kvb WKz‡g›U ˆZwi Kivi ci WKz‡g‡›U Header Ges Footer ms‡hvRb Kivi cÖ‡qvRb 

n‡q _v‡K| eo †Kvb WKz‡g›U ˆZwi Kivi ci cÖ‡Z¨K Page-Gi wb‡P ev Dc‡i GKB kã, 

†hgb : WKz‡g‡›Ui bvg, c„ôv b¤^i, †Kvb ¸iæZ¡c~Y© Z_¨ BZ¨vw` e¨envi Kivi cÖ‡qvRb n‡Z 

cv‡i| †m †ÿ‡Î Header and Footer KgvÛ e¨envi K‡i GK Page-G ms‡hvRb Ki‡j 

WKz‡g‡›Ui me Page-G Header and Footer ms‡hvRb n‡q hv‡e| Z‡e cÖ‡qvRb n‡j 

wbw`©ó Page †_‡K Header and Footer gy‡Q †djv hvq| gvB‡µvmd&U IqvW© 2007 e¨envi 

K‡i Lye mn‡RB WKz‡g‡›U Header Ges Footer ms‡hvRb Kiv hvq| 

 

Header Ges Footer ms‡hvRb Kiv 

Insert Tab †_‡K Header and Footer As‡ki Header evU‡b wK¬K Kiæb| Header 

Gallery cÖ`wk©Z n‡e| Gevi Scroll K‡i Ab¨ wWRvBb¸‡jv †`Lyb A_ev Annual bv‡gi 

wWRvBbwU‡Z wK¬K Kiæb| 
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Header Ges Footer GwWU Kiv  

WKz‡g‡›U Header and Footer hy³ K‡i cieZ©x‡Z Avevi Zv cwieZ©b, cwigvR©b wKsev 

m¤úv`bv Kivi cÖ‡qvRb n‡Z cv‡i| Header and Footer Edit Kivi Rb¨ Insert Tab 

†_‡K Header & Footer Group-Gi Header †gby †_‡K Edit Header-G wK¬K 

Kiæb A_ev WKz‡g‡›Ui †h ¯’v‡b Header/Footer hy³ Kiv n‡q‡Q †mLv‡b Wvej wK¬K 

Kiæb| 
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jÿ Kiæb WKz‡g‡›Ui Dc‡i I wb‡P W‡UU jvB‡bi †fZ‡i Header Ges Footer Gwiqv 

cÖ`wk©Z n‡”Q| Ribon-G †`Lyb Design bv‡g bZzb GKwU Contextual Tab I‡cb 

n‡q‡Q| 
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Gevi Dc‡ii Type the Documnet Title As‡k wK¬K K‡i Avcbvi Title-wU UvBc 

Kiæb| †hgb: Computer World wjLyb| 

 

 

 

Gevi Navigation MÖæc †_‡K Go to Footer evU‡b wK¬K Kiæb| Kvm©iwU Footer As‡k 

P‡j hv‡e| Gevi GLv‡b World IT Foundation wjLyb| 

 

 

 
wUcm 

cÖ_g Page-G †Kvb Header/Footer e¨envi Ki‡Z bv PvB‡j Options Group †_‡K 

Different First Page-Gi †PK e·wU wm‡j± Kiæb| 

 
 

 

jÿ Kiæb Edit Kivi Rb¨ Kvm©i G‡m‡Q Ges Ribon-G Design bv‡g bZzb GKwU 

Contextual Tab I‡cb n‡q‡Q| Gevi B‡”QgZ Edit Kiæb| 
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me‡k‡l Close Button-G wK¬K K‡i †ei n‡q Avmyb| 

Header and Footer gy‡Q †djv 

Header and Footer hy³ Kivi ci KLbI gy‡Q †djvi cÖ‡qvRb n‡j Insert Tab-Gi 

Header & Footer Group-Gi Header †_‡K Remove Header-G wK¬K Kiæb| 

 

 

 

Footer Delete Kivi Rb¨ GKBfv‡e Footer †_‡K Remove Footer-G wK¬K Kiæb| 

Page Number hy³ Kiv 
Av‡MB e‡jwQjvg eo WKz‡g‡›U KvR Kivi mgq WKz‡g›U Page Number ms‡hvRb Kivi 

cÖ‡qvRb n‡Z cv‡i| Header and Footer Group †_‡K Page Number evU‡b wK¬K 

K‡i Current Position-Gi wWRvBb M¨vjvwi †_‡K Scroll K‡i Brackets wm‡j± Kiæb| 

 
 

jÿ Kiæb Footer As‡k World IT Foundation-Gi cv‡k Page Number hy³ 

n‡q‡Q| Gevi Design Tab †_‡K Close evU‡b wK¬K Kiæb| 
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WKz‡g‡›U †U·U e· hy³ Kiv (Document with a Text Box) 
WKz‡g‡›U †Kvb †jLv‡K we‡klfv‡e Dc¯’vcb Kivi Rb¨ Text Box e¨envi Kiv nq| †hgb 

: cwÎKvq cÖvqB jÿ Kiv hvq †Kvb msev‡`i D‡jøL‡hvM¨ wKsev we‡kl wKQz Ask wbD‡Ri 

gvSLv‡b †U·U e‡·i gva¨‡g †`Iqv nq| 

 

GQvov Text Box-G †Kvb wKQz †jLvi ci Zv B‡”QgZ WKz‡g‡›Ui †h ‡Kvb ¯’v‡b gvDm Wª̈ vM 

Kivi gva¨‡g Move Kiv hvq| Iqv‡W© Lye mn‡RB Text Box hy³ Kiv hvq| 

 

1. Insert Tab †_‡K Text Group-Gi Text Box evUb †_‡K Draw Text Box-G 

wK¬K Kiæb|  

 

2. gvDm c‡q›UviwU cwieZ©b n‡q GKwU eo cøvm ( )-Gi gZ n‡e| WKz‡g‡›Ui †hLv‡b 

Text Box hy³ Ki‡Z Pvb †mLv‡b wK¬K K‡i Wvb w`K †_‡K wb‡Pi w`‡K Wª¨vM Kiæb 

(Similar to the way AutoShapes are drawn in a document)| jÿ Kiæb 

GKwU e· ˆZwi n‡q‡Q Ges e·wUi †fZ‡i GKwU Kvm©i Ae ’̄vb Ki‡Q| 

 

3. Gevi cÖ‡qvRbxq Text hy³ K‡i e‡·i evB‡i wK¬K Kiæb| 
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WordArt 
Avcwb hw` bZzb BDRvi n‡q _v‡Kb Zvn‡j WordArt GKwU gRvi Ges Dc‡fvM¨ welq n‡q 

DV‡e| KviY WordArt e¨envi K‡i Text-†K wewfbœfv‡e Design Kiv hvq| 

1. Insert Tab-Gi Text MÖæ‡ci WordArt evU‡b wK¬K Kiæb| 

 

 

 

2. WordArt Gallery I‡cb n‡e| 

3. Gevi GLvb †_‡K †h ‡Kvb GKwU Style wm‡j± Kiæb| †hgb:WordArt Style 20 

wm‡j± Kiæb| 

 

 

 

4. WordArt Editor I‡cb n‡e| GLv‡b Text As‡k Computer World wjLyb Ges 

Ok Kiæb| 
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5. jÿ Kiæb Avcbvi WKz‡g‡›U Computer World †jLvwU Avcbvi wm‡j±K…Z Style-

wUi gZ n‡q‡Q| 

 

 

 

 

WordArt-Gi †jLv cwieZ©b Kiv 

WordArt-G †Kvb wKQz †jLvi ci Zv cwieZ©b wKsev cwigvR©b Kivi cÖ‡qvRb n‡Z cv‡i| 

aiv hvK Av‡Mi ˆZwi Kiv WartArt-wU‡Z Computer World †jLvwU cwieZ©b K‡i 

evsjvq ÔKw¤úDUvi Iqvì©Õ †jLv cÖ‡qvRb|  

 

1. WordArt-wUi Dci wK¬K Kiæb| Ribon-G jÿ Kiæb WordArt Tools mn 

Format bv‡g bZzb GKwU Contextual Tab I‡cb n‡q‡Q| 

 

 

 

2. Tab-Gi evg w`‡K Text Group †_‡K Edit Text evU‡b wK¬K Kiæb| Text Editor 

Open n‡e| 
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3. Gevi Text As‡k Av‡Mi †jLvwU gy‡Q Kw¤úDUvi Iqvì© wjLe| GRb¨ cÖ_‡gB Font Ask 

†_‡K GKwU evsjv Font wbe©vPb K‡i wb‡Z n‡e| †hgb: SutonnyMJ| Gevi Text 

As‡k wM‡q UvBc Kiæb Kw¤úDUvi Iqvì© (evsjv wjL‡Z Amyweav n‡j evsjv UvBc Aa¨vq 

AbymiY Kiæb, Bs‡iwR‡Z Ab¨ wKQz wjLyb)| me‡k‡l Ok evU‡b wK ¬K Kiæb| 
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4. jÿ Kiæb Av‡Mi Computer World †jLvwU cwieZ©b n‡q GLb evsjv Kw¤úDUvi 

Iqvì© n‡q‡Q| 

 

 

 

Shadow Effect hy³ Kiv 

1. ˆZwiK…Z WordArt-wUi Dci wK¬K Kiæb|  

2. Format Tab †_‡K Shadows Effects evU‡b wK¬K Kiæb| GKwU Wªc WvDb †gby 

Avm‡e| Gevi GLvb †_‡K Shadow ¸‡jvi Dci gvDm c‡q›Uvi wb‡q hvb| jÿ Kiæb 

WordArt-wU cwieZ©b n‡Z _vK‡e| Gevi cQ‡›`i Shadow-wUi Dci wK¬K Kiæb| 

Effect-wU ’̄vqxfv‡e Kvh©Ki n‡e| 

 

 

 

wUcm 

3D Effect, Arrange, Size MÖæc †_‡K WordArt-†K wb‡Ri B‡”QgZ wbqš¿Y Kiv hv‡e| 

Equations wb‡q KvR Kiv 
gvB‡µvmd&U Iqv‡W© KvR Kivi mgq KLbI Equation †jLvi cÖ‡qvRb n‡Z cv‡i| †hgb: 

a2+2ab+b2, 𝑎𝑏 = (
𝑎+𝑏

2
)

2
− (

𝑎−𝑏

2
)

2
BZ¨vw`| aiæb Avcwb GKwU MwYZ cÖkœ ˆZwii 
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KvR Ki‡Qb| †hgb: 
𝑎+𝑏

2
= √7 Ges 

𝑎−𝑏

2
= √5 n‡j cÖgvY Ki †h 𝑎𝑏(𝑎2 + 𝑏2) =

8√35 

 

†Kvb Equation †jLvi Rb¨, †hLv‡b Equation †jLvi cÖ‡qvRb †mLv‡b gvDm c‡q›Uvi 

†i‡L Insert Tab-Gi Symbols MÖæ‡ci Equation Button-G wK¬K Kiæb| 

 

 

 

jÿ Kiæb †hLv‡b Kvm©i Ae ’̄vb Ki‡Q †mLv‡b GKwU Equation Field ˆZwi n‡q‡Q Ges 

Ribbon-Gi w`‡K ZvKvb| †`Lyb Design bv‡g bZzb GKwU Contextual Tab I‡cb 

n‡q‡Q| 

 

 

 

Gevi jÿ Kiæb Design Tab-G Equation †jLvi Rb¨ mewKQzB i‡q‡Q| Gevi Avcbvi 

cÖ‡qvRbxq Equation-wU wjLyb| †hgb : 
𝑎+𝑏

2
= √7 GB ivwkwU †jLvi Rb¨ Equation 

Field-G Kvm©i ivLyb| Gevi Design Tab-Gi Structures Group †_‡K Fraction 

Button-G wK¬K K‡i Stacked Fraction wm‡j± Kiæb| 
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Gevi jÿ Kiæb Equation Field-G GKwU Fraction (fMœvsk) hy³ n‡q‡Q| 

 
Kx‡evW© †_‡K `yBevi Left Arrow Pvcyb| Gevi wjLyb a+b 

 
Kx‡evW© †_‡K cybivq Down Arrow †cÖm K‡i 2 wjLyb 

 

Kx‡evW© †_‡K GKevi Right Arrow †cÖm K‡i Design Tab-Gi Symbols MÖæc †_‡K 

Equal evU‡b wK¬K Kiæb| 
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jÿ Kiæb Equation Field-G GKwU Equal (=) hy³ n‡q‡Q| 

 

 

 

Gevi Structures Group †_‡K Redical Button-G wK¬K K‡i Square Root wm‡j± 

Kiæb| 

 

 

 

jÿ Kiæb Equation Field-G GKwU Root ( ) hy³ n‡q‡Q| Gevi Kx‡evW© †_‡K 

GKevi Left Arrow Pvcyb Ges 2 wjLyb| 

 

 

 

jÿ Kiæb Avcbvi Kvw•ÿZ ivwkwU m¤ú~Y© n‡q‡Q| Gfv‡e Structures Group †_‡K 

MvwYwZK wewfbœ c` ev ivwk wjL‡Z cv‡ib Ges Symbol Group †_‡K cÖ‡qvRbxq MvwYwZK 

Symbol ¸‡jv hy³ Kiv hvq| 
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Abykxjb-8 

Symbols 

 

Symbols hy³ Kiv 

WKz‡g›U ˆZwi Kivi mgq we‡kl wKQz Character cÖ‡qvRb n‡Z cv‡i, hv Kx‡ev‡W© cvIqv hvq 

bv| †hgb: Copyright (©), Registered trademark (®), Greek letters, we‡kl 

wPý †hgb: | GQvov MvwYwZK wKQz Symbols †hgb:  (pi), 

(Sigma A_ev Summation) BZ¨vw` cÖ‡qvRb n‡Z cv‡i| Z‡e gvB‡µvmd&U Iqv‡W© Lye 

mn‡RB G ai‡bi Character ev Symbol ¸‡jv Insert Kiv hvq| 

 

1. Insert Tab †_‡K Symbols Group-Gi Symbol Button-G wK¬K Kiæb| 

 

 

 

2. Symbol Gallery cÖ`wk©Z n‡e| 

 

 

 

3. GLv‡b m`¨ e¨eüZ wKQz Symbol †`Lv hv‡e| AviI Symbol cvIqvi Rb¨ Symbol 

GalleryÕi wb‡P More Symbols evU‡b wK¬K Kiæb| Symbol Dialog Box I‡cb 

n‡e| jÿ Kiæb GLv‡b wewfbœ ai‡bi Symbols †`Lv hv‡”Q| Wvb w`‡Ki Scroll Bar 

†_‡K Scroll Ki‡j AviI wewfbœ Symbol †`Lv hv‡e| Gevi Kvw•ÿZ Symbol-wU 
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wm‡j± K‡i Insert Button-G wK¬K Kiæb| WKz‡g‡›Ui †hLv‡b Kvm©i Ae¯’vb Ki‡Q 

†mLv‡b Symbol-wU Insert n‡e| 

 

 

4. Kvw•ÿZ Symbol bv †c‡j Symbol Dialog Box-Gi Font Box-G wK¬K K‡i 

Scroll K‡i Webdings wm‡j± Kiæb| jÿ Kiæb GLv‡b wewfbœ ai‡bi Symbol 

cÖ`wk©Z n‡e|  
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5. GLvb†_‡K cÖ‡qvRbxq Symbol-wU wm‡j± K‡i Insert Button-G wK¬K Kiæb| Gfv‡e 

Font Box-G wewfbœ Font wm‡j± Kivi gva¨‡g A‡bK ai‡bi Symbol Luy‡R cvIqv 

hvq| 

Abykxjb-9 

†ckv`vwi gv‡bi WKz‡g›U cÖ¯‘Z cÖwµqv 

 

gvB‡µvmd&U IqvW© 2007-G Page Layout GKwU ¸iæZ¡c~Y© U¨ve| GB U¨ve e¨envi K‡i 

Lye mn‡RB GKwU WKz‡g›U‡K AvšÍR©vwZK gv‡bi cÖ‡dkbvj iƒc †`Iqv m¤¢e| G Qvov 

WKz‡g‡›Ui w_g, Kvjvi, c„ôvi gvc, gvwR©b, c¨vivMÖvd BZ¨vw` †mwUsmI cwieZ©b Kiv hvq| 

 

gvB‡µvmd&U IqvW© 2007-G Page Layout U¨v‡e wK¬K Ki‡j wb‡Pi gZ GKwU U¨ve I‡cb 

n‡e| 

 

 

 

w_g cÖ‡qvM Kiv (Adding Themes) 
Av‡jvPbvi G ch©v‡q cÖ_‡gB Avgiv Theme wb‡q Av‡jvPbv Kie| Theme n‡”Q 

Microsoft Word-Gi Av‡Mi wba©vwiZ wKQz wWRvBb †Ug‡cøU fvÐvi, hv Kvjvi, d›U Ges 

wewfbœ ai‡bi B‡d‡±i mgš̂‡q ˆZwi Kiv n‡q‡Q| Avcbvi ˆZwi Kiv †Kvb WKz‡g‡›Ui Ici 

Gme wWdë Theme cÖ‡qvM (Apply) Ki‡j D³ WKz‡g›UwUi AvK…wZ cÖ‡qvMK…Z Theme-

wUi gZ n‡e| 

 

WKz‡g‡›U w_g cÖ‡qvM Kivi Rb¨ cÖ_‡g Home Tab-Gi Style Group †_‡K m¤úbœ 

WKz‡g›UwU‡Z wewfbœ Style cÖ‡qvM Kiæb| GLv‡b DwjøwLZ WKz‡g‡›U Style cÖ‡qvM Kiv bv 

n‡j †Kvb Theme Apply n‡e bv| †m †ÿ‡Î WKz‡g‡›U cÖ‡qvRbxq me ¯’v‡b Headings, 

Sub Headings BZ¨vw` cQ‡›`i Style ¸‡jv cÖ‡qvM Ki‡Z n‡e| Zvici Page Layout 

†_‡K Themes-G wK¬K K‡i wewfbœ w_‡gi Dci gvDm c‡q›Uvi Wª¨vM Kiæb, †`Lyb Avcbvi 

WKz‡g›UwUi w_g cwieZ©b (Live Preview) n‡Z _vK‡e| Gevi cQ‡›`i Theme-wUi Dci 

wK¬K Ki‡j D³ WKz‡g›UwU‡Z ’̄vqxfv‡e w_gwU Kvh©Ki n‡e| wb‡Pi wPÎwU †`Lyb| 
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†hgb: wewfbœ cÖ‡qvR‡b cÖvqB Avgv‡`i Cover Page ˆZwi Ki‡Z nq| †m †ÿ‡Î Theme 

Apply K‡i Cover Page-†K AviI my›`ifv‡e mvRv‡bv hvq| †Kvb WKz‡g‡›U Theme 

cÖ‡qvM Kivi ciI B‡”Q Ki‡j d›U, Kvjvi, B‡d± BZ¨vw` cwieZ©b Kiv hvq| 

 

 

 

†cR †mUvc (Page Setup) 
Gevi Page Layout-Gi Av‡iKwU ¸iæZ¡c~Y © Group wb‡q Av‡jvPbv Kie| GwU Page 

Layout-Gi wØZxq Group| GLvb †_‡K †cB‡Ri gvwR©b, †ccvi mvBR, Kjvg, †cR †eªK, 

jvBb bv¤^vi BZ¨vw` B‡”QgZ cwieZ©b Kiv hvq| 

 

 

 

†hgb : GKwU †c‡Ri Pvi cv‡kB 0.5 BwÂ K‡i Margin †`Iqvi cÖ‡qvRb| †m †ÿ‡Î Lye 

mn‡RB GB KvRwU Kiv hvq| 

 

3. Kvw•ÿZ WKz‡g›U I‡cb Ki‡Z n‡e| 

4. Gevi Page Layout U¨ve †_‡K Page Setup MÖæ‡ci Margins-G wK¬K Kiæb| †`Lyb 

wb‡Pi gZ GKwU KgvÛ I‡cb n‡e| 
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jÿ Kiæb, GLv‡b Narrow As‡k Top, Left, Bottom Ges Right As‡k 0.5 †`Lv‡”Q| 

myZivs GwU wm‡j± Ki‡j Avcbvi WKz‡g›UwUi Pviw`‡K 0.5 BwÂ K‡i gvwR©b ˆZwi n‡e| 

GQvov Avcbvi cÖ‡qvRb n‡j Ab¨vb¨ AckbI wm‡j± Ki‡Z cv‡ib| ZvQvov cÖ‡qvRb Abyhvqx 

gvwR©b‡K Custom Kiv hv‡e| 

 

Avevi KLbI KLbI wewfbœ mvB‡Ri Paper-G WKz‡g›U wcÖ›U †`Iqvi cÖ‡qvRb nq| †hgb : 

GKwU A4 mvB‡Ri Paper-G GKwU WKz‡g›U wcÖ›U Ki‡Z n‡e| †m †ÿ‡Î Kvw•ÿZ WKz‡g›UwU 

I‡cb K‡i Page Layout U¨ve †_‡K Page Setup Group-Gi Size As‡k wK¬K Kiæb| 

Gevi wb‡Pi gZ GKwU KgvÛ I‡cb n‡e| KgvÛwU cieZ©x c„ôvq †`Lyb 
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jÿ Kiæb, GLv‡b wewfbœ mvB‡Ri Paper Show Ki‡Q| GLvb †_‡K A4 wm‡j± Kiæb| 

Avcbvi WKz‡g›UwU A4 mvB‡R iƒcvšÍwiZ n‡e| GQvov More Paper Sizes wK¬K Ki‡j 

wb‡Pi gZ GKwU WvqvjM e· I‡cb n‡e| 
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GLv‡b Paper Size As‡k cÖ‡qvRb Abyhvqx Width I Height w`‡q †ccvi mvBR wbe©vPb 

Kiv hv‡e| g‡b Kwi 7.1 BwÂ PIov (Width) I 9.3 BwÂ D”PZvi (Height) GKwU c„ôv 

cÖ‡qvRb| G †ÿ‡Î Width-G 7.1 Ges Height-G 9.3 wj‡L Ok Kiæb| 

 

Kjvg ˆZwi Kiv (Adding Columns) 
cwÎKvi Kjv‡gi m‡½ Avgiv mevB cwiwPZ| A‡bK mgq wbDR †jUvi, g¨vMvwRb A_ev G 

ai‡bi wewfbœ Kv‡Ri †ÿ‡Î WKz‡g‡›Ui †jLv‡K K‡qKwU Kjv‡g wef³ K‡i w`‡Z nq| Page 

Setup As‡ki Columns e¨envi K‡i Lye mn‡RB GB KvRwU Kiv hvq| 

 

1. wKQz †jLv wm‡j± Kiæb, †h AskUzKz Kjv‡g wef³ Kiv `iKvi| wb‡Pi QwewU †`Lyb| 



 gvB‡µvmd&U IqvW© 

153 

 

 

2. Gevi Page Setup Group †_‡K Columns-G wK¬K Kiæb| †`Lyb wb‡Pi KgvÛwU 

I‡cb n‡e| 

 

 

3. GLv‡b One, Two, Three, Left, Right Ges More Columns bv‡g wKQz Ackb 

i‡q‡Q| Gevi †jLv¸‡jv‡K Avcwb hZUv Kjvg Ki‡Z Pvb ZZUvB Ki‡Z cvi‡eb| aiæb 

hw` ỳwU Kjvg ˆZwi Kivi cÖ‡qvRb nq| †m †ÿ‡Î Dc‡ii wPÎwUi gZ Two wm‡j± 

Kiæb| †`Lyb Avcbvi wm‡j± Kiv †jLv ỳwU Kjv‡g wef³ n‡q hv‡e| 
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4. GQvov Avcbvi B‡”QgZ Column †mU Ki‡Z  GB As‡k wK¬K 

Kiæb| †`Lyb wb‡Pi gZ GKwU WvqvjM e· I‡cb n‡e| 
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5. GLvb †_‡K Number of Columns As‡k Column msL¨v w`b †hgb ỳwU Kjv‡gi 

Rb¨ 2 A_ev GK Kjv‡gi Rb¨ 1| Width and Spacing As‡k cÖ‡Z¨KwU Kjv‡gi 

Width KZUzKz n‡e Ges GKwU Column-Gi m‡½ Ab¨wUi KZUzKz ~̀iZ¡ n‡e Zv wj‡L 

w`b| hw` cÖ‡Z¨KwU Kjv‡gi `~iZ¡ Ges Width mgvb nq, Zvn‡j ïay Number of 

Columns As‡k Column msL¨v ewm‡q Equal Column Width As‡k wUK w`b| 

cÖ‡Z¨KwU Column mgvbfv‡e ˆZwi n‡e| 

 

nvB‡d‡bkb hy³ Kiv (Adding Hyphenation) 
kã j¤̂v nIqvi Kvi‡Y A‡bK mgq jvB‡bi †k‡l Am¤úbœ †_‡K hvq, ZLb cy‡iv kãwU c‡ii 

jvB‡b P‡j hvq| †m †ÿ‡Î jvB‡bi †fZ‡i †¯úm †e‡o hvq| G‡Z A‡bK mgq c¨viv Amy›`i 

n‡q I‡V| †m †ÿ‡Î Hyphenation KgvÛ e¨envi K‡i G mgm¨vi mgvavb Kiv hvq| 

 

Hyphentation hy³ Kivi Rb¨ Kvw•ÿZ WKz‡g›UwU I‡cb Kiæb| Gevi Page Layout 

Tab-Gi Page Setup Group-Gi Hyphenation-G wK¬K Kiæb Ges †`Lyb GKwU 

Menu I‡cb n‡e| 

 

 

GLvb †_‡K Automatic-G wK¬K Kiæb| jÿ Kiæb WKz‡g›UwU‡Z Hyphenation hy³ 

n‡q‡Q| 
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Hyphenation bv PvB‡j cybivq Page Layout Tab †_‡K Hyphenation-G wK¬K K‡i 

None wm‡j± Kiæb| 

 

Page Background 
WKz‡g›U‡K AviI my›`ifv‡e mw¾Z Ki‡Z KLbI KLbI Watermark, Page Color Ges 

Page Border †`Iqvi cÖ‡qvRb nq| IqvW© 2007-G GB KvR¸‡jv Lye mn‡RB Kiv hvq| 

 

WKz‡g‡›U RjQvc ¯’vcb Kiv (Adding Watermark) 
KLbI KLbI †Kvb WKz‡g‡›Ui †MvcbxqZv Ges ¯^Zš¿Zv eRvq ivLvi †ÿ‡Î Watermark 

ms‡hvRb Kivi cÖ‡qvRb nq| †hgb: GKwU WKz‡g›U ˆZwi Kivi ci Zv‡Z †Kv¤úvwbi bvg, 

wb‡Ri bvg A_ev †jv‡Mv Watermark K‡i †`Iqv hvq| 

 

1. Kvw•ÿZ WKz‡g›UwU Open Kiæb| 

2. Gevi Page Layout Tab †_‡K Page Background Group-Gi Watermark-

G wK¬K Kiæb| wb‡Pi gZ GKwU Command I‡cb n‡e| 

 

 

 

3. jÿ Kiæb GLv‡b wewfbœ ai‡bi Watermark-Gi aib †`Lv hv‡”Q| GLvb †_‡K DO 

NOT COPY 1 wm‡j± Kiæb| Gevi †`Lyb Avcbvi WKz‡g‡›U DO NOT COPY 

†jLvwU Watermark wn‡m‡e mshy³ n‡q‡Q| Gevi DO NOT COPY †jLvwU‡K 

Custom K‡i Avcbvi cÖwZôv‡bi bvg A_ev Ab¨ †Kvb †jLv mshy³ Kiæb| 

4. Watermark †_‡K Custom Watermark-G wK¬K Kiæb| 
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5. Gevi wb‡Pi gZ GKwU WvqvjM e· I‡cb n‡e| 

 

 
 

6. Text Watermark-Gi Text As‡k DO NOT COPY gy‡Q w`‡q Avcbvi bvg A_ev 

Ab¨wKQz wjLyb| †jLvi Kvjvi cwieZ©b Kivi Rb¨ Color As‡k wK¬K K‡i B‡”QgZ 

Color wbe©vPb Kiæb| Gevi Apply Ges Ok Kiæb| †`Lyb Avcbvi  †`Iqv Text Ges 

Kvjv‡ii Watermark ˆZwi n‡q‡Q| 

 

RjQv‡c Qwe ms‡hvRb (Adding Watermark with Picture) 
Av‡MB e‡jwQjvg WKz‡g‡›Ui †gŠwjKZv iÿv‡_© KLbI Watermark e¨envi Kiv nq| †m 

†ÿ‡Î †Kvb ¸iæZ¡c~Y© WKz‡g‡›Ui ¯̂Zš¿Zv eRvq ivLvi Rb¨ †Kv¤úvwbi †jv‡Mv ev †Kvb Qwe 

e¨envi Kiv †h‡Z cv‡i| 

1. Page Layout-Gi Page Background Group As‡ki Watermark-G wK¬K K‡i 

Custom Watermark-G wK¬K Kiæb| 
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2. Gevi Picture Watermark-Gi ev‡g †PK e‡· wK¬K K‡i Select Picture-G wK¬K 

Kiæb| GKwU bZzb WvqvjM e· I‡cb n‡e| 

 

 
 

3. GLv‡b Avcbvi Kvw•ÿZ Picture ev Logo-wU wm‡j± K‡i Insert Kiæb| Gevi 

Apply Ges Ok Kiæb| †`Lyb Avcbvi Kvw•ÿZ Picture ev Logo-wU Watermark-

G iƒcvšÍwiZ n‡q‡Q| 
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Abykxjb-10 

eW©vi, †mwWs A¨vÛ ‡gBj gvR© 

Borders, Boxes and Background Color 

 
Border, Line Ges Shading e¨envi K‡i Lye mn‡RB GKwU WKz‡g›U‡K AviI my›`ifv‡e 

Dc¯’vcb Kiv hvq| ZvQvov †Kvb c¨viv‡K Avjv`vfv‡e Dc ’̄vcb Kivi Rb¨I eW©vi e¨envi 

Kiv n‡q _v‡K| eW©vi wewfbœfv‡e †`Iqv hvq| c¨vivi Wv‡b, ev‡g, Dc‡i Ges wb‡P Avjv`v 

Avjv`vfv‡e eW©vi †`Iqv hvq| wKš‘ ïay GKwU Word-Gi †ÿ‡Î Avjv`vfv‡e eW©vi †`Iqv 

hvq bv| wm‡j± Kivi gva¨‡g GKB m‡½ GKvwaK c¨vivq eW©vi e¨envi Kiv hvq| 

 

eW©vi KgvÛ evUb (Border Command Button) 
WKz‡g‡›U eW©vi †`Iqvi Rb¨ (IqvW© 2007-G) Lye mn‡RB eW©vi KgvÛ cÖ‡qvM Kiv hvq|  

Pjyb eW©vi Kgv‡Ûi KvR †`‡L †bqv hvK| 

1. aiæb GKwU c¨viv‡Z eW©vi †`Iqv cÖ‡qvRb| †m †ÿ‡Î Kvw•ÿZ c¨vivMÖvdwU wm‡j± Kiæb 

A_ev c¨vivi †h ‡Kvb ¯’v‡b Kvm©i ivLyb| 

 

2. Gevi Home Tab †_‡K Paragraph Group-Gi Border-G wK¬K Kiæb| GKwU 

WªcWvDb Avm‡e| GLvb †_‡K eW©vi ‡`qvi ci PvB‡j cwieZ©b I gy‡Q †djv hv‡e| Gevi 

cÖ‡qvRb Abyhvqx c¨vivi Dc‡i, wb‡P, Wv‡b, ev‡g A_ev Pviw`‡K eW©vi †`Iqvi Rb¨ 

KgvÛ cÖ‡qvM Kiæb| 
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GQvov wewfbœ ai‡Yi eW©vi e¨envi Ki‡Z PvB‡j Border and Shading Dialog Box-

Gi gva¨‡g B‡”QgZ eW©vi w`‡Z cvi‡eb| 

 

eW©vi A¨vÛ †mwWs WvqvjM e·  

(The Borders and Shading Dialog Box) 
g~jZ eW©vi Ges †mwWs‡qi Rb¨ Avjv`vfv‡e GKwU Dialog Box i‡q‡Q| Border and 

Shading Dialog Box †_‡K eW©vi msµvšÍ hveZxq KvR Kiv hvq| Dialog Box I‡cb 

Kivi Rb¨ Border Menu †_‡K Border and Shading-G wK¬K Kiæb| 

 

 

 

GKwU Dialog Box I‡cb n‡e| 

 

 

 

jÿ Kiæb GLv‡b wewfbœ ai‡bi Ackb i‡q‡Q| Style As‡k Scroll Kiæb| †`Lyb GLv‡b 

wewfbœ ai‡bi eW©vi i‡q‡Q| cQ‡›`i eW©viwU wm‡j± Ki‡jB Avcbvi Kvw•ÿZ As‡k D³ 

eW©viwU Apply n‡e| GQvov Color Ask †_‡K eW©viwU‡K wewfbœ Kvjvi †`Iqv hv‡e Ges 

Width As‡k wK¬K K‡i eW©v‡ii Width evov‡bv Ges Kgv‡bv hv‡e| 
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WKz‡g‡›U eW©vi ms‡hvRb Kiv (Adding Border) 
Border Menu Ges Border and Shading Dialog Box e¨envi K‡i wewfbœfv‡e 

eW©vi †`Iqv hvq| Kxfv‡e wewfbœ ai‡bi eW©vi †`Iqv hvq GLb †mB c×wZ¸‡jv wb‡q Av‡jvPbv 

Kie| 

 

AvovAvwo jvBb ˆZwi Kiv (Create Landscape Lines) 
KLbI KLbI GKwU c¨viv‡K Avjv`vfv‡e Dc¯’vcb Kivi Rb¨ c¨vivi Dc‡i ev wb‡P 

AvovAvwofv‡e jvBb e¨envi Kivi cÖ‡qvRb nq| †m †ÿ‡Î †h c¨viv‡Z eW©vi †`Iqvi cÖ‡qvRb 

†mB ¯’v‡b Kvm©i ivLyb| Gevi Border Menu †_‡K Horizontal Line wK¬K Kiæb| †`Lyb 

Avcbvi Kvw•ÿZ ’̄v‡b AvovAvwofv‡e GKwU jvBb ˆZwi n‡q‡Q| 

 

 

 

jvBbwU AviI †gvUv wKsev wewfbœ Kvjvi †`Iqvi Rb¨ gvDm w`‡q jvBbwUi Dci Wvej  wK¬K 

Kiæb| Format Horizontal Dialog Box-wU I‡cb n‡e| Gevi Color Ask †_‡K 

B‡”QgZ Kvjvi Ges Height Ask †_‡K cÖ‡qvRb Abyhvqx jvB‡bi Height evwo‡q Ok 

Kiæb| 

 

wUcm 

 Kv‡Ri cÖ‡qvR‡b wewfbœ mgq jvBbwU wewfbœ ¯’v‡b miv‡bvi cÖ‡qvRb n‡Z cv‡i| †m 

†ÿ‡Î gvDm w`‡q wK¬K K‡i wewfbœ ¯’v‡b Wª¨vM Ki‡Z _vKzb| †`Lyb gvDm c‡q›Uv‡ii 

m‡½ jvBbwUI gyf Ki‡Q| 

 jvBbwU gy‡Q †dj‡Z wm‡j± K‡i Kx‡evW© †_‡K Delete Pvcyb| 
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Page-G Border hy³ Kiv 

WKz‡g›U‡K AviI AvKl©Yxq K‡i †Zvjvi †ÿ‡Î KLbI KLbI Page-Gi Pvicv‡k eW©vi †`Iqv 

hvq| 

 

1. Kvw•ÿZ WKz‡g›UwU Open Kiæb| Gevi Page Layout Tab-Gi Page 

Background Group-Gi Page Borders Command-G wK¬K Kiæb| Border 

and Shading Dialog Box-wU I‡cb n‡e| 

 

 

 

2. Gevi Style As‡k †h ‡Kvb GKwU eW©vi wbe©vPb Kiæb Ges Color As‡k wK¬K K‡i 

cQ‡›`i Color Ges Width As‡k B‡”QgZ Width wm‡j± Kiæb| Wvb w`‡Ki 

Preview As‡k †`Lyb Avcbvi wm‡j± Kiv Border Ges Color-wU WKz‡g‡›U Apply 

Kivi ci †Kgb n‡e Zv Preview Ki‡Q| cQ›` bv n‡j Avevi Ab¨ eW©vi Ges Kvjvi 

wm‡j± Kiæb| GQvov Art As‡k wK¬K K‡i wewfbœ ai‡bi eW©vi wm‡j± Ki‡Z cv‡ib| 

cQ‡›`i eW©vi wm‡j± Kiv n‡j Ok Kiæb| †`Lyb Avcbvi WKz‡g›U †c‡Ri Pvi cv‡k 

Avcbvi wm‡j± Kiv eW©viwU hy³ n‡q‡Q| 
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eW©vi gy‡Q †djv 

A‡bK mgq eW©vi ms‡hvRb Kivi ci Zv cQ›` bv nIqvq gy‡Q †djvi cÖ‡qvRb n‡Z cv‡i| †m 

†ÿ‡Î Lye mn‡RB eW©vi gy‡Q †djv hvq| 

 

Border Menu †_‡K Border and Shading-G wK¬K Kiæb|  

 

 

 

Gevi Setting †_‡K None wm‡j± Kiæb| Kvw•ÿZ eW©viwU Remove n‡q hv‡e| 
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Shading/Background Color 
WKz‡g›U ˆZwi Kivi mgq KLbI †Kvb WKz‡g‡›Ui UvB‡Uj‡K AviI AvKl©Yxq K‡i †Zvjvi 

Rb¨ wb‡P Shade e¨envi Kiv nq| Borders and Shading Dialog Box-G AviI 

GKwU U¨ve i‡q‡Q Shading| Avjv`v Avjv`vfv‡e †Kvb Words, Sentences Ges 

Paragraphs-†K wewfbœ Color I Pattern w`‡q Shade ˆZwi Kiv hvq| 

Kvw•ÿZ AskUzKz wm‡j± Kiæb| Gevi Border Menu †_‡K Border and Shading-G 

wK¬K Kiæb| Dialog Box I‡cb n‡e| Gevi GLvb †_‡K Shade Tab-G wK¬K Kiæb| 

 

 

 

1. Fill As‡ki Wªc WvDb wj‡÷ wK¬K K‡i †h ‡Kvb GKwU Color wbe©vPb Kiæb| 

 

 

 

2. Gevi Fill Color-Gi Ici Pattern e¨envi Ki‡Z PvB‡j Pattern As‡ki Style 

WªcWvDb wj‡÷ wK¬K K‡i 20% wm‡j± Kiæb| 
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3. Gevi Color WªcWvDb wj‡÷ wK¬K K‡i GKwU Kvjvi wbe©vPb Kiæb Ges Wvb w`‡Ki 

Apply to Ask †_‡K Text wm‡j± K‡i Ok Kiæb| 

 

 

 

†`Lyb Avcbvi wm‡j± Kiv AskUzKzi wb‡P GKwU Shade ˆZwi n‡q‡Q| 
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Mail Merge Kiv 

aiv hvK Avcwb GKwU cÖwZôv‡b Re K‡ib| Awdwmqvj cÖ‡qvR‡b cÖvqB GKB wPwV wKsev 

Avgš¿YcÎ wewfbœ e¨w³ ev cÖwZôv‡b cvVv‡bvi cÖ‡qvRb n‡q _v‡K| †m †ÿ‡Î g~j wPwV wKsev 

Avgš¿YcÎ GKB wKš‘ bvg-wVKvbv wfbœ| G ai‡Yi Kv‡R evievi wPwV‡Z bvg-wVKvbv cwieZ©b 

Kiv Lye weiw³Ki| Mail Merge KgvÛ e¨envi K‡i G ai‡bi weiw³Ki Ae ’̄v †_‡K Lye 

mn‡RB †invB cvIqv hvq| G Rb¨ Av‡M †_‡KB wewfbœ e¨w³ ev cÖwZôv‡bi bvg-wVKvbv msewjZ 

GKwU WvUv‡eR ˆZwi K‡i ivL‡Z nq| 

 

gwb Kwi Computer World-Gi 16Zg el©c~wZ© Dcj‡ÿ GKwU Abyôv‡bi Av‡qvRb Kiv 

n‡q‡Q| GRb¨ 2013-Gi me Student-†K GKwU Avgš¿YcÎ cvVv‡Z n‡e| G ch©v‡q g~j wPwV 

ev Avgš¿YcÎwU ˆZwi K‡i wKQz cÖwµqv AbymiY K‡i GKB m‡½ me ÷z‡W‡›Ui bvg-wVKvbv hy³ 

Kie| Gi Rb¨ Av‡M †_‡KB ÷z‡W›U‡`i bvg-wVKvbv hy³ GKwU WvUv‡eR ˆZwi Ki‡Z n‡e| 

 

1. GKwU bZzb dvBj I‡cb K‡i Table KgvÛ e¨envi K‡i wb‡Pi gZ GKwU WvUv‡eR ˆZwi 

Kiæb| GwU‡K Data Sheet A_ev Ab¨ †h‡Kvb bvg w`‡q Save Kiæb (Excel, 

Access wKsev Ab¨ †Kvb †cÖvMÖv‡g WvUv‡eR ˆZwi Kiv _vK‡j bZzb K‡i WvUv‡eR ˆZwi 

Kivi cÖ‡qvRb n‡e bv)| 

 

 

2. GKwU Avgš¿YcÎ ˆZwi Kiæb| †hLv‡b ÷z‡W›U‡`i bvg hy³ Kiv cÖ‡qvRb, †m ¯’vbwU duvKv 

ivLyb| †hgb : Dear-Gi ci Avgiv Student †`i bvg hy³ Kie| †hgb  : Dear 

Saiful| ZvB Dear-Gi ci duvKv ivLyb| Gevi GwU‡K Invitation Letter A_ev Ab¨ 

†h ‡Kvb bv‡g Save Kiæb| Dear-Gi ci Kvm©i ivLyb| 
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3. Mailings Tab-Gi Start Mail Merge Group †_‡K Start Mail Merge-G 

wK¬K K‡i Letters wbe©vPb Kiæb| 

 

 

4. Gevi Mailings Tab-Gi Start Mail Merge Group †_‡K Select Recipients-

G wK¬K K‡i Use Existing List-G wK¬K Kiæb| 
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5. Select Data Source bv‡g GKwU Dialog Box I‡cb n‡e| Av‡M Data Sheet 

bv‡g Save K‡i ivLv Data dvBjwUi †jv‡Kkb wm‡j± K‡i Open evU‡b wK¬K Kiæb| 

 

 

 

6. Gevi Mailings Tab-Gi Write & Insert Fields †_‡K Insert Merge Field 

evU‡b wK¬K Kiæb| jÿ Kiæb Avcbvi WvUv‡e‡Ri wdì¸‡jv GLv‡b hy³ n‡q‡Q| Gevi 

GLvb †_‡K cÖ‡qvRbxq wdìwU wm‡j± Kiæb| †hgb: Name-G wK¬K Kiæb|  
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7. jÿ Kiæb WKz‡g‡›Ui Dear-Gi ci «Name» bv‡g GwU hy³ n‡q‡Q| 

 

 

8. Gevi Mailings Tab-Gi Finish †_‡K Finish & Merge evU‡b wK¬K Kiæb| GKwU 

†gby I‡cb n‡e| GLvb †_‡K Edit Individual Documents-G wK¬K Kiæb| 

 

 

 

9. wb‡Pi gZ GKwU WvqvjM e· I‡cb n‡e| GLvb †_‡K All wm‡j± K‡i Ok Kiæb| 
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10. jÿ Kiæb Avjv`v Avjv`v bv‡g GKwU Avjv`v c„ôvq GKwU K‡i Invitation Letter  

ˆZwi n‡q‡Q| 

 

 

 

Mail Merge cÖwµqvwU m¤ú~Y© n‡q‡Q| Gevi WKz‡g›UwU wcÖ›U Kivi cÖ‡qvRb n‡j wcÖ›U KgvÛ 

w`b| 

 
wUcm 

mivmwi †gBj Kivi Rb¨ Mailings Tab-Gi Finish †_‡K Finish & Merge evU‡b 

wK¬K K‡i Send E-mail Messages-G wK¬K Kiæb| 

 

Abykxjb-11 

Finishing a Document 

wiwfD (Review)  ‡gby 

 
gvB‡µvmd&U Iqv‡W© KvR Kivi ci me‡k‡l GwU‡K wcÖ›U Kivi cÖ‡qvRb n‡Z cv‡i| GLv‡b 

wcÖ›U KgvÛ Ges wcÖ‡›Ui c~e©cÖ¯‘wZ wb‡q Av‡jvPbv Kiv n‡q‡Q| 

 

Proofing 
Iqv‡W© †Kvb WKz‡g›U ˆZwi Kivi ci wcÖ›U Kivi Av‡M evbvb wKsev Ab¨ †h ‡Kvb fzj _vKvUvB 

¯̂vfvweK Ges fzj Ae ’̄vq wcÖ›U Ki‡j WKz‡g›UwU MÖnY‡hvM¨Zv nvwi‡q †d‡j| ZvB wcÖ›U Kivi 

Av‡M evbvb wKsev Ab¨ †Kvb ai‡Yi fzj i‡q‡Q wK bv Zv GKevi †`‡L †bIqv DwPZ| we‡kl 
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K‡i evbv‡b †Kvb fzj _vK‡j Spelling and Grammer KgvÛ e¨envi K‡i †PK K‡i 

†bIqv hvq| 

 

Spelling & Grammar †PK Kiv 

Iqv‡W© †Kvb wKQz †jLvi ci Zv‡Z evbvb wKsev e¨vKiYMZ wKQz fzj _vK‡Z cv‡i| †m †ÿ‡Î 

gvB‡µvmd&U Awd‡m Spelling & Grammer KgvÛ e¨envi K‡i Lye mn‡RB GB ai‡bi 

fzj¸‡jv ms‡kvab Kiv hvq (we¯ÍvwiZ e¨envwiK Aa¨vq)| 

 

 

 

evbvb ï× Kiv 

B‡Zvg‡a¨ wbðqB jÿ K‡i‡Qb fzj †jLv¸‡jvi wb‡P GKwU jvj `vM Av‡m| Avevi A‡bK 

†ÿ‡Î GKwU kã Rv‡bb, wKš‘ GUvi mwVK evbvbUv Avcwb wbwðZ bb| †m †ÿ‡Î Lye mn‡RB 

mwVK evbvbwU Lyu‡R cvIqv †h‡Z cv‡i| †hgb : Avcwb wjL‡Z Pvb Noise, wKš‘ mwVK evbvb 

bv Rvbvq Avcwb wj‡L‡Qb Noice| jÿ Kiæb †jLvwUi wb‡P GKwU jvj `vM G‡m‡Q| 

 

1. Noice †jLvwUi Dci gvDm c‡q›Uvi wb‡q Right evUb wK¬K Kiæb| jÿ Kiæb GKwU 

†gby I‡cb n‡q‡Q| GLv‡b Noice-Gi KvQvKvwQ wKQz mwVK k‡ãi wj÷ G‡m‡Q| Gevi 

GLvb †_‡K Avcbvi Kvw•ÿZ kãwU wm‡j± Kiæb| 
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Gfv‡e †h ‡Kvb k‡ãi ï× evbvb (Spelling) †ei Kiv hvq| 

mgv_©K kã wKsev Synonym †`Lv 

Kv‡Ri cÖ‡qvR‡b cÖvq wKQz k‡ãi mgv_©K kã Rvbvi cÖ‡qvRb n‡Z cv‡i| Lye mn‡RB †h 

‡Kvb k‡ãi Synonym wKsev mgv_©K kã Lyu‡R †ei Kiv hvq| 
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1. †h k‡ãi Synonym Rvbv `iKvi †m kãwU wj‡L kãwUi Dci gvD‡mi Right evUb 

wK¬K Kiæb| 

 

 

 

2. Gevi Synonyms-G wK¬K Kiæb| jÿ Kiæb Wvb cv‡k GKwU wj÷ G‡m‡Q| Gevi 

GLvb †_‡K †Kvb kã cÖ‡qvRb n‡j Zv‡Z wK¬K Kiæb| 
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wKfv‡e gvB‡µvmdU& Awdm IqvW© †_‡K Translate (Abyev`) Ki‡eb Zv wb‡¤œ Zz‡j 

aiv nj: 

 

 

 

 

 

WKz‡g›U G †jLv¸‡jv Abyev` Ki‡Z n‡j wiwfD (Review) ‡gby †_‡K Translate (Abyev`) 

G wK¬K Ki‡Z n‡e| †hgb: GKwU fvlv‡K Ab¨ fvlvq Abyev` Kivi Rb¨ GwU e¨envi Kiv nq| 

WKz‡g›U cÖ‡U± Kiv: 

wKfv‡e I‡cb _vKv WKz‡g›U †K jK w`‡q ivL‡eb| Zv wb‡¤œ wPÎmn Zz‡j aiv nj: 

 

 

 

 

 

 

 

 

Abykxjb-12 

gvB‡µvmd&U Iqv‡W©i ¸iæZ¡c~Y© e¨envwiK cÖ‡R±mg~n 

 

‡h‡nZz gvB‡µvmd&U IqvW© GKwU IqvW© cÖ‡mwms †cÖvMÖvg| ZvB ev¯Íe †ÿ‡Î Gi cÖ‡qvM Rvbv 

Avek¨K| KviY eZ©gvb we‡k¦ IqvW© cÖ‡mwms‡qi †ÿ‡Î gvB‡µvmd&U kx‡l© Ae¯’vb Ki‡Q| 

gvB‡µvmd&U IqvW© e¨envi K‡i Avgv‡`i ‰`bw›`b Rxe‡bi cÖ‡qvRbxq me KvRB Kiv n‡q 

_v‡K| G Aa¨v‡q wKQz e¨envwiK Kv‡Ri gva¨‡g Av‡Mi Aa¨v‡qi wewfbœ KgvÛ e¨envi Kie|  

 

1 

2 

3 

4 

5 

Stop Protection G 

wK¬K K‡i cvmIqvW© 

UvBc K‡i ok w`‡j jK 

D‡V hv‡e| 

6 
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CV ˆZwi Kiv 

wewfbœ cÖ‡qvR‡b cÖvqB Avgv‡`i CV ˆZwi Kivi cÖ‡qvRb n‡q _v‡K| gvB‡µvmd&U IqvW© 

e¨envi K‡i Lye mn‡R wb‡R wb‡RB PgrKvi K‡i ev‡qvWvUv ˆZwi Kiv hvq| wb‡Pi wPÎwU 

†`Lyb| 
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Gevi ch©vqµ‡g wb‡Pi avc¸‡jv AbymiY K‡i GKwU c~Y©v½ CV ˆZwi Kiæb| 

1. IqvW© I‡cb K‡i GKwU bZzb †cR wbb| Gevi Page Layout ‡gby‡Z wK¬K Kiæb Page 

Size, Margin wVK K‡i wbb| aiæb GLb Avgiv GKwU A4 mvB‡Ri Paper-G mew`‡K 

1 BwÂ cwigvY Margin ‡`e| Zuvi c~‡e© Avgv‡`i A4 mvBR ‡cBR wbe©vPb Ki‡Z n‡e| 

A4 mvB‡Ri †cBR wbe©vPb Kivi Rb¨ cÖ_‡g Page Layout †gby‡Z wK¬K Ki‡Z n‡e, 

Zvici wb‡¤œi Qwe‡Z jÿ¨ Kiæb Kv‡jv e„‡Ëi g‡a¨ Size ‡jLvwU †`qv Av‡Q, †mLv‡b wK¬K 

K‡i A4 mvB‡Ri †cBR wbe©vPb Kiæb| 

 

 

 

 

 

 

 

 

 

 

 

 

2. wbe©vPb Kivi ci A4 mvB‡Ri Paper-G mew`‡K 1 BwÂ cwigvY Margin ‡`e| cybivq 

Page Layout †gby‡Z wK¬K Kiæb Zvici wb‡¤œi Qwe‡Z jÿ¨ K‡i †`Lyb Kv‡jv e„‡Ëi 

g‡a¨ Margin †jLv Av‡Q, Margin ‡jLv‡Z wK¬K K‡i Normal wbe©vPb Kiæb| 

 

 

 

 

 

3. ‡h‡nZz Avgv‡`i Page Setup Gi KvR †kl, ‡m‡nZz Home Tab-Gi Font Group 

‡_‡K Verdana Font Ges bv‡gi Rb¨ (MD. FARUK REZA) Font size 

14 wm‡j± Kiæb|  
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4. Gevi wb‡Pi †jLvwU UvBc Kiæb| †jLv n‡q †M‡j, †jLvwU wm‡j± K‡i Ctrl+B ‡cÖm 

K‡i †jLvwU Bold (‡gvUv) K‡i wbb| jvBb †k‡l Kx‡evW© †_‡K Enter †cÖm Kiæb| 

MD. FARUK REZA 
5. Gevi wb‡Pi †jLvwUi Rb¨ Font Size 12 wm‡j± K‡i Mailing Address ‡jLvwU 

UvBc Kiæb| ‡jLv n‡q †M‡j, †jLvwU wm‡j± K‡i Ctrl+B ‡cÖm K‡i †jLvwU Bold 

(‡gvUv) K‡i wbb| jvBb †k‡l Kx‡evW© †_‡K Enter †cÖm Kiæb| 

 

 

 

 

Mailing Address: 

6. Gevi wb‡Pi †jLvwUi Rb¨ Font Size 11 wm‡j± K‡i wb‡Pi ‡jLv¸‡jv UvBc Kiæb| 

jvBb †k‡l Kx‡evW© †_‡K Enter †cÖm Kiæb| 

 

 
 
 
88/2, (3rd  Floor), Barabag, Mirpur-2, Dhaka-1216 
Phone no: 01733-068802 

E-mail: farukreza99@gmail.com 

7. Dc‡ii †jLv¸‡jv n‡q †M‡j Kx‡evW© †_‡K Enter †cÖm K‡i Font Size 12 wm‡j± K‡i 

wbb| Zvici Career Objective ‡jLvwU UvBc Kiæb, UvBc Kiv n‡q †M‡j †jLvwU‡K 

wm‡j± K‡i Home ‡gby †_‡K †kwWs K‡i wbb| 

 

 

 

 

Font Font Size 

Font Size 

Shading 

Font Size 

Font Size 

mailto:farukreza99@gmail.com
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Career Objective: 

8. Gevi Kx‡evW© †_‡K Enter †cÖm K‡i Font Size 11 wm‡j± Kiæb, Zvici Home 

†gby †_‡K cybivq ‡kwWs Uzjm wK¬K K‡i No Color wm‡j± K‡i wbb| wb‡Pi †jLv¸‡jv 

UvBc Kiæb| 

 

 

 

 

I would like to work in an organization where I can utilize my knowledges 
and skills and can improve my professional skills for personal growth and 
resultant organizational benefit.  

9. Kx‡evW© †_‡K Enter †cÖm K‡i Font Size 12 wm‡j± K‡i wbb| Zvici Special 

Qualification ‡jLvwU UvBc Kiæb| UvBc Kiv n‡q †M‡j †jLvwU‡K wm‡j± K‡i 

Ctrl+B ‡cÖm K‡i †jLv¸‡jv Bold(‡gvUv) K‡i wbb Ges wm‡j± _vKv Ae ’̄vq Home 

‡gby †_‡K †jLvUv‡K †kwWs K‡i wbb | 

 

 

 

 

 

Special Qualification: 

10. Gevi Kx‡evW© †_‡K Enter †cÖm K‡i Font Size 11 wm‡j± Kiæb Zvici Home †gby 

†_‡K cybivq ‡kwWs Uzjm G wK¬K K‡i No Color wm‡j± K‡i wbb| wm‡j± K‡i wb‡Pi 

†jLv¸‡jv UvBc Kiæb| 

#Advanced English Proficiency. 
#Touch Typing (above 60wpm). 

11. Kx‡evW© †_‡K Enter †cÖm K‡i Font Size 12 wm‡j± K‡i wbb| Zvici 

Employment History ‡jLvwU UvBc Kiæb, UvBc Kiv n‡q †M‡j †jLvwU‡K wm‡j± 

K‡i Home ‡gby †_‡K †kwWs K‡i wbb Ges wm‡j± _vKv Ae¯’vq Kx‡evW© †_‡K Ctrl+B 

‡cÖm K‡i †jLvwU‡K †evì(‡gvUv) K‡i wbb| 

Employment History: 

12. Kx‡evW© †_‡K Enter †cÖm K‡i Font Size 11 wm‡j± Kiæb Zvici Home †gby †_‡K 

cybivq †kwWs G wK¬K K‡i No Color K‡i wbb| Zvici wb‡Pi †jLv¸‡jv UvBc Kiæb| 

†jLv¸‡jv UvBc Kiv n‡q †M‡j UvB‡Uj ¸‡jv wm‡j± K‡i Ctrl+B ‡cÖm K‡i †jLv¸‡jv 

Bold (‡gvUv) Ges Ctrl+u ‡cÖm K‡i AvÛvijvBb K‡i wbb| AvÛvijvBb †`Iqv n‡q 

Shading 
Font Size 

Font Size Shading 
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†M‡j cieZx© jvBb ¸‡jvi Rb¨ Ctrl+u ‡cÖm K‡i AvÛvijvBb DwV‡q wbb| hw` 

AvÛvijvBb cÖ‡qvRb nq jvBbwU wm‡j± K‡i Ctrl+u ‡cÖm K‡i AvÛvijvBb K‡i wbb| 

Total Year of Experience: 3 Years 

1. Trainee (1 January 2016- 31 December 2016) 

World Soft BD 

Department: Digital Marketing 

2. Admin (1 February 2017-31 January 2018) 

Computer World 

Company Location: Mirpur 

Responsibilities: 

Admin of all sorts operation and management 

3. Digital Marketing Executive(1 April 2018-31 March 2019)  

World IT Foundation 
Company Location: Mirpur 

Responsibilities: 

Content Writing and Digital Media Operation 

 

13. Kx‡evW© †_‡K Enter †cÖm K‡i Academic Qualification ‡jLvi Rb¨ Font Size 

12 wm‡j± K‡i wbb| ‡jLv n‡q †M‡j †jLvwU wm‡j± K‡i Ctrl+B ‡cÖm K‡i †jLv¸‡jv 

Bold(‡gvUv) K‡i wbb Ges wm‡j± _vKv Ae ’̄vq Home ‡gby †_‡K †jLvwU‡K †kwWs 

K‡i wbb, jvBb †k‡l Kx‡evW© †_‡K Enter †cÖm Kiæb| 

 

Academic Qualification: 

14. Gevi Kx‡evW© †_‡K Enter †cÖm K‡i Home †gby †_‡K cybivq †kwWs G wK¬K K‡i No 

Color K‡i wbb| Insert Tab Gi Table ‡_‡K 6 wU Column Ges 5 wU Row 

wm‡j± Kiæb| †Uwe‡ji †jLv¸‡jv †jLvi `ywU Font Size e¨envi Ki‡Z n‡e| cÖ_g 

Row Gi Rb¨ Font Size 10 Ges cieZx© PviwU Row Gi Rb¨ Font Size 9 wm‡j± 

K‡i wb‡Z n‡e| [Note: Table Gi cÖ_g Row Gi †jLv¸‡jv UvB‡Uj Gi Rb¨, ZvB 

cÖ_g Row Gi ‡jLv¸‡jv‡K Bold(‡gvUv)K‡i wb‡Z n‡e|] ‡Uwej †bIqvi c×wZ cieZx© 

†cB‡R Qwe‡Z Zz‡j aiv njt 

 

cÖ_‡g Insert G wK¬K Kiæb, Zvici Table G wK¬K Kiæb, wK¬K Ki‡j wb‡Pi Qwei gZ 

†`Lv‡e| ‡Uwe‡j wK¬K Kivi c‡i jÿ¨ K‡i †`Lyb †Uwe‡ji wb‡Pi As‡k Insert  

Table ‡jLv P‡j G‡m‡Q| Gevi †mLv‡b wK¬K Kiæb| 
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Insert Table G wK¬K Kivi ci jÿ¨ K‡i †`Lyb wb‡Pi Qwei gZ P‡j G‡m‡Q| Gevi 

wb‡Pi Qwei w`‡K jÿ¨ Kiæb| ̀ ywU Kv‡jv e„‡Ëi mvnv‡h¨ Row Ges Column ‡K wPwýZ 

Kiv n‡q‡Q|Gevi Avcbvi Pvwn`v Abyhvqx Column Gi N‡i Column Gi msL¨v wjLyb 

Ges Row Gi N‡i Row Gi msL¨v wjLyb| msL¨v¸‡jv emv‡bv n‡q †M‡j ok evU‡b wK¬K 

K‡i wbb| wK¬K Kivi ci †`L‡eb ‡Uwej P‡j G‡m‡Q|  

 

 

 

 

 

 

 

 

 

Exam 
Title 

Major 
Subject 

Institute Result 
Pass. 
Year 

Duration 

MSC Chemistry 
National 

University 
CGPA: 3 out of 4 2016 1 

BSC Chemistry 
National 

University 
CGPA: 3.38 out 

of 4 
2015 4 

HSC Science Dhaka College 
CGPA: 4.11 out 

of 5 
2011 2 

SSC Science BCIC College CGPA: 4 out of 5 2009 2 

15. Gevi Training Summary ‡jLvi Rb¨ Kx‡evW© †_‡K Down Arrow †cÖm K‡i 

Enter ‡cÖm Kiæb Ges Font Size 12 wm‡j± K‡i wbb| ‡jLv n‡q †M‡j †jLvwU wm‡j± 

K‡i Ctrl+B ‡cÖm K‡i †jLv¸‡jv Bold(‡gvUv) K‡i wbb Ges wm‡j± _vKv Ae¯’vq 

Column 

Row 
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Home ‡gby †_‡K †jLvwU‡K †kwWs K‡i wbb Ges jvBb †k‡l Kx‡evW© †_‡K Enter †cÖm 

Kiæb| 

Training Summary: 

Training Summary Gi wb‡Pi †jLv¸‡jv †jLvi Rb¨ Home †gby †_‡K cybivq 

†kwWs G wK¬K K‡i No Color K‡i wbb, Zvici 6 wU Column Ges 2 wU Row wb‡q 

†Uwej ‰Zwi Kiæb| †Uwej ‰Zwi Kivi wbqg wb‡¤œ †`Iqv njt 

cÖ_‡g Insert G wK¬K Kiæb, Zvici Table G wK¬K Kiæb wK¬K Kivi ci jÿ¨ K‡i 

†`Lyb wb‡Pi Qwei gZ †`Lv‡e| ‡Uwe‡j wK¬K Kivi c‡i jÿ¨ K‡i †`Lyb †Uwe‡ji wb‡Pi 

As‡k Insert Table ‡jLv P‡j G‡m‡Q| Gevi †mLv‡b wK¬K Kiæb|  

 

 

 

 

 

 

 

Insert Table G wK¬K Kivi ci jÿ¨ K‡i †`Lyb wb‡Pi Qwei gZ P‡j G‡m‡Q| Gevi 

wb‡Pi Qwei w`‡K jÿ¨ Kiæb| ỳwU Kv‡jv e„‡Ëi mvnv‡h¨ Column Ges Row ‡K wPwýZ 

Kiv n‡q‡Q| Gevi Avcbvi Pvwn`v Abyhvqx Column Gi N‡i Column Gi msL¨v wjLyb 

Ges Row Gi N‡i Row Gi msL¨v wjLyb| msL¨v¸‡jv emv‡bv n‡q †M‡j ok evU‡b wK¬K 

K‡i wbb| wK¬K Kivi ci †`L‡eb ‡Uwej P‡j G‡m‡Q|  

 

 

 

 

 

 

 

 

 

 

Training 

Date 
Topic Institute Location Year Duration 

Digital 
Marketing 

SEO and Digital 
Marketng 

World Soft BD Dhaka 2019 72 hours 

16. Gevi Career and Application Information  ‡jLvi Rb¨ Kx‡evW© †_‡K Down 

Arrow †cÖm K‡i Enter ‡cÖm Kiæb Ges Font Size 12 wm‡j± K‡i wbb| ‡jLv n‡q 

†M‡j †jLvwU wm‡j± K‡i Ctrl+B ‡cÖm K‡i †jLv¸‡jv Bold(‡gvUv) K‡i wbb Ges 

Column 

Row 
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wm‡j± _vKv Ae¯’vq Home ‡gby †_‡K †jLvwU‡K †kwWs K‡i wbb| jvBb †k‡l Kx‡evW© 

†_‡K Enter †cÖm Kiæb| 

Career and Application Information: 

17. Gevi Font Size 11 wm‡j± K‡i Home †gby †_‡K cybivq †kwWs G wK¬K K‡i No 

Color K‡i wbb, Zvici wb‡Pi †jLv¸‡jv UvBc Kiæb| UvBc Kivi c~‡e© 20 Ges 21 bs 

Aa¨vq¸‡jv c‡o wbb Ges ‡mB Abyhvqx KvR ¸‡jv m¤úbœ Kiæb| 

Looking For : Entry Level Job 

Available For : Full Time 
Expected Salary : Tk.20,000 
Preferred Job Category : Education, BCS, Bank & any types of 

subject related govt. or non govt. job. 
Preferred District : Chattogram, Cumilla, Cox’s Bazar, 

Dhaka. 
Preferred Country : Austria, Canada 
Preferred Organization : Educational Institution, Ministry of 

govt., Bank & Other private organization. 

18. 19 bs Aa¨v‡qi †jLv¸‡jv UvBc Kivi c~‡e© cÖ_‡g U¨ve e¨envi K‡i wbw`©ó `~iZ¡ ˆZwi 

K‡i UvBc Kiæb| wbw ©̀ó ~̀iZ¡ ˆZwi Ki‡Z n‡j cÖ_‡g iæjvi Avb‡Z n‡e| wKfv‡e iæjvi 

Avb‡Z nq †mwU wb‡Pi Qwe‡Z †`Lv‡bv nj| cieZx© Aa¨v‡q †`Lv‡bv n‡q‡Q wKfv‡e U¨ve 

Avb‡Z n‡e| 

 

 

 

 

19. Avgiv wKQzÿY Av‡M wkLjvg wKfv‡e iæjvi Avb‡Z nq| GLb wkLe wKfv‡e iæjv‡ii 

mvnv‡h¨ U¨ve e¨envi Ki‡Z nq| wb‡Pi Qwe‡Z jÿ¨ K‡i †`Lyb, Kv‡jv e„‡Ëi gva¨‡g 

wbw` ©ó U¨ve e¨envi K‡i †`Lv‡bv n‡q‡Q| U¨ve e¨envi Kiv n‡q †M‡j 19 bs Aa¨v‡qi 

†jLv¸‡jv UvBc Kiæb| 

 

 

 

 

Looking For wj‡L Kx‡evW© †_‡K Tab ‡cÖm Kiæb: Entry Level Job 

Available For wj‡L Kx‡evW© †_‡K Tab ‡cÖm Kiæb: Full Time 

Expected Salary wj‡L Kx‡evW© †_‡K Tab ‡cÖm Kiæb: Tk.20,000 

Ruler wm‡j± K‡i wbb iæjvi wm‡j± 

Kiv _vK‡j 2 bs e‡·i iæjviwU P‡j 

Avm‡e| 

GwU n‡”Q iæjvi 
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Preferred Job Category wj‡L Kx‡evW© †_‡K Tab ‡cÖm Kiæb: Education, BCS, 

Bank & any types of subject related govt. or non govt. job. 

Preferred District wj‡L Kx‡evW© †_‡K Tab ‡cÖm Kiæb: Chattogram, Cumilla, 

Cox’s Bazar, Dhaka. 

Preferred Country wj‡L Kx‡evW© †_‡K Tab ‡cÖm Kiæb: Austria, Canada 

Preferred Organization Types wj‡L Kx‡evW© †_‡K Tab ‡cÖm Kiæb: Educational 

Institution, Ministry of govt., Bank & Other private organization. 

20. Kx‡evW© †_‡K Enter †cÖm K‡i Specialization ‡jLvi Rb¨ Font Size 12 wm‡j± 

K‡i wbb| ‡jLv n‡q †M‡j †jLvwU wm‡j± K‡i Ctrl+B ‡cÖm K‡i †jLv¸‡jv Bold 

(‡gvUv) K‡i wbb Ges wm‡j± _vKv Ae¯’vq Home ‡gby †_‡K †jLvwU‡K †kwWs K‡i wbb| 

jvBb †k‡l Kx‡evW© †_‡K Enter †cÖm Kiæb| 

Specialization: 

Home †gby †_‡K cybivq †kwWs G wK¬K K‡i No Color K‡i wbb| c~‡e© Avgiv †hfv‡e 

†Uwej wb‡qwQjvg wVK †mfv‡eB ‡Uwej wb‡q wb‡Pi †Uwe‡ji gZ K‡i UvBc Kiæb| †Uwe‡ji 

†jLv¸‡jv UvBc Kivi Rb¨ ỳwU Font Size e¨envi Ki‡Z n‡e| cÖ_g Row Gi Rb¨ Font 

Size 10 Ges cieZx© Row Gi Rb¨ Font Size 9 wm‡j± K‡i wb‡Z n‡e| [Note: ‡h‡nZz 

Table Gi cÖ_g Row Gi †jLv¸‡jv UvB‡Uj ZvB †jLv¸‡jv Bold (‡gvUv) K‡i wb‡Z n‡e|] 

Fields of Specialization 
Online marketing 
English (Language) 
MS Word/Excel/PowerPoint/Onenote 
Teaching/Training 
Management 
Digital Marketing 

Content Development 

21. Gevi Kx‡evW© †_‡K Down Arrow †cÖm K‡i Enter ‡cÖm Kiæb| Extra Curricular 

Activities  ‡jLvi Rb¨ Font Size 12 wm‡j± K‡i wbb| ‡jLv n‡q †M‡j †jLvwU 

wm‡j± K‡i Ctrl+B ‡cÖm K‡i †jLv¸‡jv Bold (‡gvUv) K‡i wbb Ges wm‡j± _vKv 

Ae¯’vq Home ‡gby †_‡K †jLvwU‡K †kwWs K‡i wbb| jvBb †k‡l Kx‡evW© †_‡K Enter 

†cÖm Kiæb| 

Extra Curricular Activities: 

22. Gevi Font Size 11 wm‡j±  Kiæb, Zvici Home †gby †_‡K cybivq †kwWs G wK¬K 

K‡i No Color K‡i wbb Ges wb‡Pi †jLv¸‡jv UvBc Kiæb| 

Travelling, Exploring, Content Writing. 

23.Kx‡evW© †_‡K Enter †cÖm K‡i Language Proficiency ‡jLvi Rb¨ Font Size 12 

wm‡j± K‡i wbb| ‡jLv n‡q †M‡j †jLvwU wm‡j± K‡i Ctrl+B ‡cÖm K‡i †jLv¸‡jv 
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Bold (‡gvUv) K‡i wbb Ges wm‡j± _vKv Ae ’̄vq Home ‡gby †_‡K †jLvwU‡K †kwWs 

K‡i wbb| jvBb †k‡l Kx‡evW© †_‡K Enter †cÖm Kiæb| 

Language Proficiency: 

24. Home †gby †_‡K cybivq †kwWs G wK¬K K‡i No Color K‡i wbb| c~‡e© Avgiv †hfv‡e 

†Uwej wb‡qwQjvg wVK †mBfv‡e K‡i wb‡Pi †Uwe‡ji gZ ‡Uwej ˆZwi K‡i UvBc Kiæb| 

†Uwe‡ji †jLv¸‡jv UvBc Kivi Rb¨ `ywU Font Size e¨envi Ki‡Z n‡e| cÖ_g Row 

Gi Rb¨ Font Size 10 Ges cieZx© Row Gi Rb¨ Font Size 9 wm‡j± K‡i wb‡Z 

n‡e| [Note: ‡h‡nZz Table Gi cÖ_g Row Gi †jLv¸‡jv UvB‡Uj ZvB †jLv¸‡jv 

Bold (‡gvUv) K‡i wb‡Z n‡e|] 

Language Reading Writing Speaking 

English High High High 

Bangla High High High 

25. Kx‡evW© †_‡K Down Arrow ‡cÖm K‡i Enter †cÖm Kiæb| Personal Details 

‡jLvi Rb¨ Font Size 12 wm‡j± K‡i wbb| ‡jLv n‡q †M‡j †jLvwU wm‡j± K‡i 

Ctrl+B ‡cÖm K‡i †jLv¸‡jv Bold (‡gvUv) K‡i wbb Ges wm‡j± _vKv Ae ’̄vq Home 

‡gby †_‡K †jLvwU‡K †kwWs K‡i wbb| jvBb †k‡l Kx‡evW© †_‡K Enter †cÖm Kiæb| 

Specialization: 

26. Home †gby †_‡K cybivq †kwWs G wK¬K K‡i No Color K‡i wbb| ‡h‡nZz, Av‡M 

†_‡KB iæjv‡ii mvnv‡h¨ U¨ve e¨envi Kiv n‡q‡Q, myZivs bZzb K‡i U¨ve e¨envi Kivi 

`iKvi †bB| Gevi wb‡P †hfv‡e KgvÛ †`Iqv Av‡Q †mfv‡eB UvBc Kiæb| 

Father’s Name wj‡L Kx‡evW© †_‡K Tab ‡cÖm Kiæb : Moklesur Rahman 

Mother’s Name wj‡L Kx‡evW© †_‡K Tab ‡cÖm Kiæb : Zohura Rahman 

Date of Birth wj‡L Kx‡evW© †_‡K Tab ‡cÖm Kiæb : July 21, 1995 

Gender wj‡L Kx‡evW© †_‡K Tab ‡cÖm Kiæb : Male 

Marital Status wj‡L Kx‡evW© †_‡K Tab ‡cÖm Kiæb : Single 

Nationality wj‡L Kx‡evW© †_‡K Tab ‡cÖm Kiæb : Bangladeshi 

Religion wj‡L Kx‡evW© †_‡K Tab ‡cÖm Kiæb : Islam 

Permanent Address wj‡L Kx‡evW© †_‡K Tab ‡cÖm Kiæb : Uttara, Uttarkhan 

Molla Para 

Current Location wj‡L Kx‡evW© †_‡K Tab ‡cÖm Kiæb : Dhaka 

27. Kx‡evW© †_‡K Enter †cÖm K‡i Reference ‡jLvi Rb¨ Font Size 12 wm‡j± K‡i 

wbb| ‡jLv n‡q †M‡j †jLvwU wm‡j± K‡i Ctrl+B ‡cÖm K‡i †jLv¸‡jv Bold (‡gvUv) 

K‡i wbb Ges wm‡j± _vKv Ae¯’vq Home ‡gby †_‡K †jLvwU‡K †kwWs K‡i wbb| jvBb 

†k‡l Kx‡evW© †_‡K Enter †cÖm Kiæb| 
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Reference: 

28. Home †gby †_‡K cybivq †kwWs G wK¬K K‡i No Color K‡i wbb| c~‡e© Avgiv †hfv‡e 

†Uwej wb‡qwQjvg wVK †mBfv‡e wb‡Pi †Uwe‡ji gZ ‡Uwej ˆZwi K‡i UvBc Kiæb| 

†Uwe‡ji †jLv¸‡jv UvBc Kivi Rb¨ `ywU Font Size e¨envi Ki‡Z n‡e| cÖ_g Row 

Gi Rb¨ Font Size 10 Ges cieZx© Row Gi Rb¨ Font Size 9 wm‡j± K‡i wb‡Z 

n‡e| [Note: ‡h‡nZz Table Gi cÖ_g Row Gi †jLv¸‡jv UvB‡Uj ZvB †jLv¸‡jv 

Bold (‡gvUv) K‡i wb‡Z n‡e|] 

- Reference: 01 Reference: 02 

Name 

Organization 

Designation 

Address 

Phone (Off.) 

Mobile 

Email 

Relation 

: ABC Rahman 

: XYZ Foundation 

: HR & Admin 

: Mirpur 

:000000000 

: 111111111 

: 

abcrahman@gmail.com 

: Academic 

: Dr. Xyz Das 

: IUBAT 

: Coordinator and Faculty 

: Mirpur 10 

: 66666666666 

: 77777775 

: xyzdas@gmail.com 

: Academic 

 

ev‡qvWvUv ¸‡jv ˆZwi Kiv n‡q †M‡j ‡`L‡eb cieZx© †cB‡Ri gZ Avcbvi ev‡qvWvUv ‰Zwi 

n‡q †M‡Q| 
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MD. FARUK REZA 
Mailing Address: 
88/2, (3rd  Floor), Barabag, Mirpur-2, Dhaka-1216 

Phone no: 01733...802 
E-mail: farukreza99@gmail.com 
  

Career Objective: 
I would like to work in an organization where i can utilize my knowledge 

and skills and can improve my professional skills for personal growth and 
resultant organizational benefit. 

Special Qualification: 
#Advanced English Proficiency. 

#Touch Typing (above 60wpm). 
 

Employment History: 
Total Year of Experience: 3 Years 
4. Trainee (1 January 2016- 31 December 2016) 

World Soft BD 

Department: Digital Marketing 
 

5. Admin (1 February 2017-31 January 2018) 
Computer World 

Company Location: Mirpur 
Responsibilities: 
Admin of all sorts operation and management 

 
6. Digital Marketing Executive(1 April 2018-31 March 2019)  

World IT Foundation 
Company Location: Mirpur 

Responsibilities: 

Content Writing and Digital Media Operation 

Academic Qualification: 

 
Exam 

Title 

Major 

Subject 
Institute Result 

Pas. 

Year 
Duration 

MSC Chemistry 
National 

University 
CGPA: 3 out of 4 2016 1 

BSC Chemistry 
National 

University 
CGPA: 3.38 out of 4 2015 4 

HSC Science 
Dhaka 
College 

CGPA: 4.11 out of 5 2011 2 

SSC Science 
BCIC 

College 
CGPA: 4 out of 5 2009 2 

mailto:farukreza99@gmail.com
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Training Summary: 

 
Training 

Date 
Topic Institute Location Year Duration 

Digital 
Marketing 

SEO and Digital 
Marketng 

World Soft BD Dhaka 2019 72 hours 

 

Career and Application Information: 
Looking For : Entry Level Job 

Available For : Full Time 

Expected Salary : Tk.20,000 

Preferred Job Category : Education, BCS, Bank & any types of 

subject related govt. or non govt. job. 

Preferred District : Chattogram, Cumilla, Cox’s Bazar, Dhaka. 

Preferred Country : Austria, Canada 

Preferred Organization : Educational Institution, Ministry of govt., 

Bank & Other private organization. 

 

Specialization: 

 
Fields of Specialization 

Online marketing 
English (Language) 
MS Word/Excel/PowerPoint/Onenote 

Teaching/Training 
Management 

Digital Marketing 
Content Development 

 

Extra Curricular Activities: 
Travelling, Exploring, Content Writing. 

 

Language Proficiency: 

 

Language Reading Writing Speaking 

English High High High 

Bangla High High High 
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Personal Details: 
Father’s Name : Moklesur Rahman 
Mother’s Name : Zohura Rahman 
Date of Birth : July 21, 1995 

Gender : Male 
Marital Status//- : Single 

Nationality : Bangladeshi 
Religion : Islam 
Present Address : Barabag, Mirpur-2, Dhaka-1216 

Permanent Address : Uttara, Uttarkhan Molla Para 
Current Location : Dhaka 

 

Reference: 

  
- Reference: 01 Reference: 02 

Name 

Organization 

Designation 

Address 

Phone (Off.) 

Mobile 

Email 

Relation 

: ABC Rahman 

: XYZ Foundation 

: HR & Admin 

: Mirpur 

:000000000 

: 111111111 

: abcrahman@gmail.com 

: Academic 

: Dr. Xyz Das 

: IUBAT 

: Coordinator and Faculty 

: Mirpur 10 

: 66666666666 

: 77777775 

: xyzdas@gmail.com 

: Academic 

 

 

 

Signature Date: 

 

 

 

 

 

 

GB ch©v‡q Avgiv `yBwU wfbœ Format Gi AvšÍR©vwZK gv‡bi Short Resume 

‰Zwi Kiv wkLe:  
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  CAMMY 
Business Development Manager 
 
Professional Business Developer with more than four 
years of experience in the business development 
process. I am involved in product testing, management, 
and development of new business opportunities. 

E-mail: 
cammy254@gmail.com 
Mobile No: 

202-555-01. 

Location: 

New Youk, USA 

Linkedin: 

linkedin.com/in/cammy 

Skype: 

cm.cammy 

 

SKILLS: 
 

SEO 

Public Speaking 

Negotiation 

Teamwork 

Decision Making 

Research & Strategy 

Outbound Marketing 

 

LANGUAGES 
English 

 
Bangla 

 
Spanish 

 

 

WORKING EXPERIENCE 
Business Development Manager 

AirState Solutions 
09/2014-06/2017 New York, USA 

 Successfully managed $2-3 million Budget projects 
and successfully achieved the project scheduled 
goals. 

 Developed and implemented new marketing and 
sales plans and defined the strategy for the next 5 
years. 

 Reviewed constantly the customer feedback and 
then suggested ways to improve the processes and 
customer service levels which increased the 
satisfaction rate from 81% to 95%. 

Business Development Assistant 

AirState Solutions 
08/2012-06/2014 Chicago, USA 

 Increased the customer satisfaction rate by 25% by 
improving the customer service. 

 Planned, supervised, and coordinated daily activity 
of 3 junior business analysts. 

 Improved the communication with the Marketing 
department to better understand the competitive 
position. 

ORGANIZATIONS 
American Management Association (2015-Present) 
Association of Private Enterprise Education (2014-
Present) 
eBusiness Association (eBA) (2013-Present) 

EDUCATION 
MSc in Economics and Business 
Administration 
The University of Prime (09/2008-06/2010) 

HONOURS AND AWARDS 
Excellence in Customer Partnering Award 
IES-Institute of Excellence in Sales 
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AvšÍR©vwZK gv‡bi Short Resume ‰Zwi Kivi c×wZ: 

Avgiv GB c‡e© wkLe, c~‡e©i †cB‡R †h Resume wU Av‡Q †mwU ˆZwi Kiv| ‰Zwi Kivi Rb¨ 

cÖ_‡g PviwU Shape ˆZwi Kiæb| H PviwU Shape Gi Rb¨ Avcbv‡K †Kvb bv¤^vwis Ki‡Z 

n‡e bv, ïay Shape Ki‡j n‡e| †hgbUv wb‡P †`Iqv Av‡Q| [Notes: PviwU Shape AvuKvi 

c‡i ‡Kvb Shape G †Kvb ai‡bi Z_¨ e¨envi Ki‡eb Zv cieZx© †cB‡R Zz‡j aiv nj| 

Zvn‡j Avi ‡`wi ‡Kb Pjyb cieZx© †cB‡Ri †÷c ¸‡jv AbymiY K‡i KvR ïiæ Kiv hvK|] 

  

1 
3 

4 2 
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1 No. Shape 
Step-1: 1 No. Shape G Avcwb †h Z_¨wU e¨envi Ki‡eb Zv wb‡P Zz‡j aiv nj|  

1 No. Shape G Avgiv Qwe mshy³ Kiv wkLe| hw` Qwe mshy³ Ki‡Z Pvb Zvn‡j 1 No. 

Shape wU wm‡j± Kiæb, Shape wm‡j± Kivi ci †gby ev‡ii w`‡K jÿ¨ K‡i †`Lyb 

Format bv‡g ‡gby G‡m‡Q| wb‡Pi Qwe‡Z ‡gbyevi ¸‡jv †`Lv‡bv nj Ges †k‡li As‡k Kv‡jv 

e„‡Ëi gva¨‡g Format †gby †K wPwýZ K‡i †`Lv‡bv n‡q‡Q| 

 

 

Step-2: Format ‡gbyi wb‡¤œi Qwe‡Z Kv‡jv e„‡Ëi gva¨‡g Shape Fill †`Lv‡bv nj| 

 

 

 

Step-3: Gevi Shape Fill G wK¬K Kiæb, Shape Fill G wK¬K Kivi ci wb‡Pi Qwe‡Z 

jÿ¨ K‡i †`Lyb Kv‡jv e„‡Ëi gva¨‡g Picture wPwýZ Kiv n‡q‡Q| Gevi Picture G wK¬K 

Kiæb, Picture G wK¬K Kivi ci Step-4 AbymiY Kiæb| 

 

 

 

 

 

 

 

Step-4: Picture G wK¬K Kivi ci jÿ¨ K‡i †`Lyb wb‡Pi Qwei gZ A‡bK ¸‡jv 

Location ‡`Lv hv‡”Q| Gevi †mLvb †_‡K Avcbvi QwewU †h †jv‡Kk‡b ivLv Av‡Q H 

†jv‡KkbwU wm‡j± K‡i wbb| aiæb, Avcbvi QwewU Picture ‡jv‡Kk‡b ivLv Av‡Q, Gevi 

†mwU wm‡j± K‡i wbb| †jv‡KkbwU wm‡j± Kivi ci ‡hfv‡e ‡`Lv‡e †mwU Step-5 G Zz‡j 

aiv nj| 

 

 

 

Format ‡gby 
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Step-5:  Picture G wK¬K Kivi ci Wvb cv‡ki Kv‡jv e„‡Ëi gva¨‡g wPwýZ Kiv dvBjwU 

Wvej wK¬K K‡i I‡cb K‡i wbb| I‡cb Kivi ci †hfv‡e †`Lv‡e †mwU cieZx© †÷‡c †`Lv‡bv 

nj|  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step-6: dvBjwU I‡cb n‡q‡Q, Gevi wb‡Pi Qwe‡Z jÿ¨ K‡i †`Lyb A‡bK ¸‡jv Qwe P‡j 

G‡m‡Q| Avcbvi cQ‡›`i QwewU wm‡j± K‡i wbb| GLv‡b QwewU wb‡P eo †Mvj e„‡Ëi gva¨‡g 

wPwýZ K‡i ‡`Iqv n‡q‡Q Ges †QvU †Mvj e„‡Ëi gva¨‡g Insert D‡jøL K‡i †`Iqv n‡q‡Q| 

QwewU Insert Kivi ci †hfv‡e †`Lv‡e †mwU cieZx© †÷‡c †`Lv‡bv nj|  
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Step-7t QwewU Insert Kivi ci wb‡Pi Shape Gi Qwei gZ ‡`Lv‡e| Qwe mshy³ Kiv n‡q 

†M‡j †kcwU wm‡j± K‡i Format †gby‡Z wK¬K Kiæb, Zvici Shape Outline G wK¬K 

K‡i Shape wU Outline K‡i wbb| 

 
 
 
 
 
 

2 No. Shape 
 

Step-1: 2 No. Shape G Avcwb †h Z_¨wU e¨envi Ki‡eb Zv Zz‡j aiv nj| †hgbt 

CONTACT INFORMATION, SKILLS, LANGUAGES| 2 No. Shape 

G †jLvi c~‡e© Shape wU wm‡j± Kiæb, Zvici gvD‡mi Right evUb wK¬K K‡i Add Text 

‡jLvwU‡Z wK¬K Kiæb, wK¬K Kivi ci †Lqvj K‡i †`Lyb D³ Shape wUi wfZ‡i †jLv hv‡”Q| 

Zvn‡j Step-2 Gi Z_¨ ¸‡jv UvBc Kiæb|  

 

Step-2: Kx‡evW© †_‡K E-mail wj‡L Enter ‡cÖm K‡i Avcbvi E-mail Address UvBc 

Kiæb| D`vniY ¯̂iƒc: cammy254@gmail.com, ‡jLv n‡q †M‡j cybivq Kx‡evW© †_‡K 

Mobile No. wj‡L Enter ‡cÖm K‡i Avcbvi Phone no. UvBc Kiæb| D`vniY ¯̂iƒct 

202-555-01. Phone no. ‡jLv n‡q †M‡j cybivq Location wj‡L Enter ‡cÖm K‡i 

Avcbvi Address UvBc Kiæb| D`vniY ¯̂iƒc: New York, USA, ‡jLv n‡q †M‡j 

Linkedin wj‡L Enter ‡cÖm Kiæb| hw` Avcbvi Linkedin G GKvD›U _v‡K Zvn‡j wj‡L 

wb‡Z cv‡ib| D`vniY ¯^iƒc: linkedin.com/in.cammy ‡jLv n‡q †M‡j cybivq Skype 

wj‡L Enter ‡cÖm Kiæb Ges hw` Avcbvi Skype ‡Z GKvD›U _v‡K Zvn‡j wj‡L wb‡Z 

cv‡ib| D`vniY ¯^iƒc: cm.cammy, ‡jLv n‡q †M‡j cybivq `yBevi Enter ‡cÖm Kiæb|  

 

Step-3: Home ‡gby †_‡K Font Size 14 wm‡j± K‡i SKILLS ‡jLvwU UvBc Kiæb, 

UvBc Kiv n‡q †M‡j †jLvwU wm‡j± K‡i Kx‡evW© †_‡K Ctrl+B ‡cÖm K‡i †jLv¸‡jv Bold 

(‡gvUv) K‡i wbb| Gevi †Lqvj K‡i †`Lyb †jLvwU Bold (‡gvUv) n‡q †M‡Q| Zvici Kx‡evW© 

†_‡K `yBevi Enter ‡cÖm Kiæb Ges cybivq Home ‡gby †_‡K Font Size 11 wm‡j± 

Kiæb| Gici Avcbvi hZ¸‡jv SKILLS Av‡Q †m¸‡jv ch©vqµ‡g ỳBevi K‡i Enter 

Press K‡i wjL‡Z _vKzb| ‡hgbt SEO, Public Speaking,  Negotiation, 

Teamwork & Decision Making etc. 

mailto:cammy254@gmail.com
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Step-4: cybivq Home ‡gby †_‡K Font Size 14 wm‡j± K‡i LANGUAGES ‡jLvwU 

UvBc Kiæb| UvBc Kiv n‡q †M‡j †jLvwU wm‡j± K‡i Kx‡evW© †_‡K Ctrl+B ‡cÖm K‡i 

†jLv¸‡jv Bold (‡gvUv) K‡i wbb| †Lqvj K‡i †`Lyb †jLvwU Bold (‡gvUv) n‡q †M‡Q, Gevi 

Kx‡evW© †_‡K ỳBevi Enter ‡cÖm Kiæb Ges cybivq Home ‡gby †_‡K Font Size 11 

wm‡j± Kiæb Ges wjLyb English| Kx‡evW© †_‡K Enter ‡cÖm K‡i †QvU GKwU e„Ë Shape 

‰Zwi Kiæb, ˆZwi Kivi ci e„Ë †kcwU wm‡j± K‡i Kx‡evW© †_‡K Ctrl+C ‡cÖm K‡i Pvievi 

Ctrl+V ‡cÖm Kiæb Ges Shape ¸‡jv Kvjvi Kivi Rb¨ Format ‡gby †_‡K Shape Fill 

G wK¬K K‡i Avcbvi cQ‡›`i Kvjvi wbe©vPb Kiæb| cybivq Kx‡evW© †_‡K ỳBevi Enter ‡cÖm 

Kiæb Ges wjLyb LANGUAGES, Gevi Kx‡evW© †_‡K Enter ‡cÖm K‡i †QvU GKwU e„Ë 

Shape ‰Zwi Kiæb| ˆZwi Kivi ci e„Ë †kcwU wm‡j± K‡i Kx‡evW© †_‡K Ctrl+C ‡cÖm 

K‡i Pvievi Ctrl+V ‡cÖm Kiæb Ges Shape ¸‡jv Kvjvi Kivi Rb¨ Format ‡gby †_‡K 

Shape Fill G wK¬K K‡i Avcbvi cQ‡›`i Kvjvi wbe©vPb Kiæb| †kcwU wm‡j± K‡i 

Format †gby‡Z wK¬K Kiæb, Zvici Shape Outline G wK¬K K‡i No Outline wm‡j± 

Kiæb|  

3 No. Shape 
Step-1: Shape G †jLvi c~‡e© Shape wU wm‡j± Kiæb, Zvici gvD‡mi Right evUb 

wK¬K K‡i Add Text ‡jLvwU wm‡j± Kiæb, wK¬K Kivi ci †Lqvj K‡i †`Lyb D³ Shape 

G †jLv hv‡”Q| hw` †jLv hvq Zvn‡j cieZx© †÷c Gi Z_¨ ¸‡jv UvBc K‡i wbb|  

 

Step-2: Home ‡gby †_‡K Font Size 16 wm‡j± Kiæb, Zvici Avcbvi bvg wjLyb| 

D`vniY ¯^iƒc: CAMMY ‡jLv n‡q †M‡j bvgwU wm‡j± K‡i wbb, Zvici Kx‡evW© †_‡K 

Ctrl+B ‡cÖm K‡i ‡jLvwU Bold (‡gvUv) K‡i wbb| Gevi †Lqvj K‡i †`Lyb †jLvwU Bold 

(‡gvUv) n‡q †M‡Q| Kx‡evW© †_‡K Enter ‡cÖm Kiæb Ges cybivq Home ‡gby †_‡K Font 

Size 14 wm‡j± Kiæb| Zvici Kx‡evW© †_‡K Ctrl+B ‡cÖm K‡i Bold evwZj Kiæb Ges 

Avcbvi we‡kl c`ex wbe©vPb Kiæb| †hgb: Business Development 

Manager/Graphics Designer etc. ‡jLvwU UvBc Kiæb, UvBc Kiv n‡q †M‡j Kx‡evW© 

†_‡K `yBevi Enter ‡cÖm K‡i cieZx© †÷‡ci †jLv¸‡jv UvBc Kiæb|  

 

Step-3t cybivq Home ‡gby †_‡K Font Size 11 wm‡j± Kiæb, Zvici Avcbvi c`ex 

Abyhvqx 30 k‡ãi g‡a¨ eY©bv wjLyb| †hgb: Professional Business Developer with 

more than four years of experience in the business development process. 

Involved in product testing, management, and development of new 
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business opportunities. ‡jLv n‡q †M‡j †kcwU wm‡j± K‡i Format †gby‡Z wK¬K 

Kiæb, Zvici Shape Outline G wK¬K K‡i No Outline wm‡j± Kiæb|  

4 No. Shape 
Step-1: Shape G †jLvi c~‡e© Shape wU wm‡j± Kiæb, Zvici gvD‡mi Right evUb 

wK¬K K‡i Add Text ‡jLvwU‡Z wK¬K Kiæb| wK¬K Kivi ci †Lqvj K‡i †`Lyb D³ Shape 

G †jLv hv‡”Q| hw` †jLv hvq Zvn‡j cieZx© †÷c Gi Z_¨ ¸‡jv UvBc K‡i wbb| 

 

Step-2: cybivq Home ‡gby †_‡K Font Size 14 wm‡j± K‡i WORKING 

EXPERIENCE ‡jLvwU UvBc Kiæb, UvBc Kiv n‡q †M‡j †jLvwU wm‡j± K‡i Kx‡evW© 

†_‡K Ctrl+B ‡cÖm K‡i †jLv¸‡jv Bold (‡gvUv) K‡i wbb| Gevi †Lqvj K‡i †`Lyb †jLvwU 

Bold (‡gvUv) n‡q †M‡Q| Gici Kx‡evW© †_‡K Enter ‡cÖm Kiæb| 

 

Step-3: cybivq Home ‡gby †_‡K Font Size 11 wm‡j± K‡i Business 

Development Manager ‡jLvwU UvBc Kiæb| jvBb †k‡l Enter ‡cÖm Kiæb Ges 

Kx‡evW© †_‡K Ctrl+B ‡cÖm K‡i Bold evwZj Kiæb| cybivq Home ‡gby †_‡K Font 

Size 14 wm‡j± K‡i AirState Solutions UvBc Kiæb Ges Enter ‡cÖm Kiæb| GLb 

Home ‡gby †_‡K Font Size 11 wm‡j± K‡i Joining Date and Ending Date 

wjLyb| ‡hgb: 09/2014-06/2017| Kx‡evW© †_‡K wZbevi Tab †cÖm K‡i H cÖwZôv‡bi 

†jv‡KkbwU UvBc Kiæb| †hgb: New York, USA| ‡jv‡KkbwU UvBc Kiv n‡q †M‡j 

Enter ‡cÖm Kiæb Ges Home ‡gby †_‡K Font Size 8 wm‡j± K‡i Enter ‡cÖm Kiæb| 

GLb Home ‡gby †_‡K Font Size 11 wm‡j± Kiæb Ges Paragraph Group ‡_‡K  

Bullets  e¨envi K‡i wb‡Pi ‡jLv¸‡jv UvBc Kiæb|  

 

 

 

 

 

 

 

 

 Successfully managed $2-3 million Budget projects and successfully achieved the 
project scheduled goals. 

 Developed and implemented new marketing and sales plans and defined the 
strategy for the next 5 years. 

Bullets G wK¬K Kivi ci Zxi wPwýZ Kv‡jv 

e‡·i g‡a¨ †h Bullets ¸‡jv G‡m‡Q †mLvb 

†_‡K †h †Kv‡bv GKwU wm‡j± Kiæb| 

Bullets 
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 Reviewed constantly the customer feedback and then suggested ways to improve 
the processes and customer service levels which increased the satisfaction rate 
from 81% to 95%. 

 

Step-4: cybivq Home ‡gby †_‡K Font Size 11 wm‡j± K‡i Business 

Development Assistant ‡jLvwU UvBc Kiæb| UvBc Kiv n‡q †M‡j Kx‡evW© †_‡K 

Ctrl+B ‡cÖm K‡i †jLv¸‡jv Bold (‡gvUv) K‡i wbb| †Lqvj K‡i †`Lyb †jLvwU Bold 

(‡gvUv) n‡q †M‡Q, Gevi jvBb †k‡l Enter ‡cÖm Kiæb Ges Kx‡evW© †_‡K Ctrl+B ‡cÖm 

K‡i Bold evwZj Kiæb| Zvici Home ‡gby †_‡K Font Size 14 wm‡j± K‡i AirState 

Solutions UvBc Kiæb Ges Enter ‡cÖm Kiæb| cybivq Home ‡gby †_‡K Font Size 

11 wm‡j± Kiæb Ges Joining Date and Ending Date wjLyb| ‡hgb: 08/2012-

06/2014| Kx‡evW© †_‡K wZbevi Tab †cÖm K‡i H cÖwZôv‡bi †jv‡KkbwU UvBc Kiæb| 

†hgb: Chicago, USA| ‡jv‡KkbwU UvBc Kiv n‡q †M‡j Enter ‡cÖm Kiæb Ges cybivq 

Home ‡gby †_‡K Font Size 8 wm‡j± K‡i Enter ‡cÖm Kiæb| Avevi Home ‡gby †_‡K 

Font Size 11 wm‡j± Kiæb, Zvici  Home  ‡gbyi Paragraph Group ‡_‡K  

Bullets e¨envi K‡i wb‡Pi ‡jLv¸‡jv UvBc Kiæb|  

 

 

 

 

 

 

 

 

 

 Increased the customer satisfaction rate upto 25% by improving the customer 
service. 

 Planned, supervised, and coordinated daily activity of 3 junior business analysts. 
 Improved the communication with the Marketing department to better 

understand the competitive position. 
Step-5: Kx‡evW© †_‡K Enter ‡cÖm Kiæb Ges cybivq Home ‡gby †_‡K Font Size 14 

wm‡j± K‡i ORGANIZATIONS ‡jLvwU UvBc Kiæb| UvBc Kiv n‡q †M‡j †jLvwU 

wm‡j± K‡i Kx‡evW© †_‡K Ctrl+B ‡cÖm K‡i †jLv¸‡jv Bold (‡gvUv) K‡i wbb| Gevi 

†Lqvj K‡i †`Lyb †jLvwU Bold (‡gvUv) n‡q †M‡Q, Gevi Kx‡evW© †_‡K Enter ‡cÖm Kiæb| 

 

Home 
Bullet

s 

Bullets G wK¬K Kivi ci Zxi wPwýZ Kv‡jv 

e‡·i g‡a¨ †h Bullets ¸‡jv G‡m‡Q †mLvb 

†_‡K †h †Kv‡bv GKwU wm‡j± Kiæb| 
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Step-6: cybivq Home ‡gby †_‡K Font Size 11 wm‡j± Kiæb Ges Kx‡evW© †_‡K 

Ctrl+B ‡cÖm K‡i Bold evwZj Kiæb, Zvici †jLv¸‡jv UvBc Kiæb: American 

Management Association (2015-Present)| UvBc Kiv n‡q †M‡j Enter ‡cÖm 

K‡i Association of Private Enterprise Education (2014-Present) 

‡jLv¸‡jv UvBc K‡i Enter ‡cÖm Kiæb| Zvici †jLv¸‡jv UvBc Kiæb: eBusiness 

Association (eBA) (2013-Present), ‡jLv¸‡jv UvBc Kiv n‡q †M‡j jvBb †k‡l 

Enter ‡cÖm Kiæb|  

Step-7: cybivq Home ‡gby †_‡K Font Size 14 wm‡j± K‡i EDUCATION ‡jLvwU 

UvBc Kiæb, UvBc Kiv n‡q †M‡j †jLvwU wm‡j± K‡i Kx‡evW© †_‡K Ctrl+B ‡cÖm K‡i 

‡jLvwU Bold (‡gvUv) K‡i wbb| Gevi †Lqvj K‡i †`Lyb †jLvwU Bold (‡gvUv) n‡q †M‡Q, 

Gevi Kx‡evW© †_‡K Enter ‡cÖm Kiæb| cybivq Home ‡gby †_‡K Font Size 11 wm‡j± 

K‡i MSc in Economics and Business Administration ‡jLv¸‡jv UvBc Kiæb| 

UvBc Kiv n‡q †M‡j ‡jLv¸‡jv wm‡j± K‡i Kx‡evW© †_‡K Ctrl+B ‡cÖm K‡i Bold (‡gvUv) 

K‡i wbb| Gevi †Lqvj K‡i †`Lyb ‡jLv¸‡jv Bold (‡gvUv) n‡q †M‡Q| Gevi jvBb †k‡l 

Enter ‡cÖm Kiæb Ges cybivq Kx‡evW© †_‡K Ctrl+B ‡cÖm K‡i Bold evwZj Kiæb| Zvici 

The University of Chicago (09/2008-06/2010) UvBc Kiæb|  

 

Step-8: Home ‡gby †_‡K cybivq Font Size 14 wm‡j± K‡i HONOURS AND 

AWARDS ‡jLv¸‡jv UvBc Kiæb, UvBc Kiv n‡q †M‡j †jLv¸‡jv wm‡j± K‡i Kx‡evW© 

†_‡K Ctrl+B ‡cÖm K‡i †jLv¸‡jv Bold (‡gvUv) K‡i wbb| Gevi †Lqvj K‡i †`Lyb 

†jLv¸‡jv Bold (‡gvUv) n‡q †M‡Q| GLb Kx‡evW© †_‡K Enter ‡cÖm Kiæb| cybivq Home 

‡gby †_‡K Font Size 11 wm‡j± K‡i Excellence in Customer Partnering 

Award ‡jLv¸‡jv UvBc Kiæb| UvBc Kiv n‡q †M‡j ‡jLv¸‡jv wm‡j± K‡i Kx‡evW© †_‡K 

Ctrl+B ‡cÖm K‡i Bold (‡gvUv) K‡i wbb| Gevi †Lqvj K‡i †`Lyb ‡jLv¸‡jv Bold 

(‡gvUv) n‡q †M‡Q| Gevi jvBb †k‡l Enter ‡cÖm Kiæb Ges Kx‡evW© †_‡K Ctrl+B ‡cÖm 

K‡i Bold evwZj Kiæb| Zvici IES-Institute of Excellence in Sales ‡jLv¸‡jv 

UvBc Kiæb| UvBc Kiv n‡q †M‡j †kcwU wm‡j± K‡i Format †gby‡Z wK¬K Kiæb| Zvici 

Shape Outline G wK¬K K‡i No Outline wm‡j± Kiæb|  

AvšÍR©vwZK gv‡bi Short Resume ‰Zwi Kivi c×wZ: 

wcÖq wkÿv_x© eÜziv, GB Aa¨v‡q Avgiv wkLe AvšÍR©vwZK gv‡bi Resume ‰Zwi Kiv| Pjyb 

†R‡b †bIqv hvK, wKfv‡e AvšÍR©vwZK gv‡bi Resume ‰Zwi Kiv hvq| Pjyb wb‡Pi avc¸‡jv 

Abymib Kwi: 

Step-1: cÖ_‡g Microsoft Office Word I‡cb K‡i wbb| 
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Step-2: Microsoft Office Word I‡cb Kivi ci Page Layout ‡gby †_‡K Size 

G wK¬K K‡i A4 mvBR Gi Paper wm‡j± K‡i wbb| Zvici Margins ‡_‡K Normal 

wm‡j± K‡i wbb| 

Step-3: Step-2 ‡Z Avgiv wkLjvg Page Setup Kiv| ‡h‡nZz Avgv‡`i Page Setup 

Gi KvR †kl| GLb Avgv‡`i Resume ‰Zwi Kivi Rb¨ ỳ‡Uv Ractangle Shapes 

jvM‡e| Step-4 Qwei gva¨‡g †`Lv‡bv nj wKfv‡e Rectangle Shapes wbe©vPb Ki‡Z 

n‡e|  

Step-4:  

 

 

 

 

 

 

 

 

 

Rectangle Shapes G wK¬K Kivi ci †`L‡eb wb‡Pi Qwei gZ GKwU wPý P‡j G‡m‡Q| 

 

 

 

D³ wPýwU Avm‡j cieZx© †cB‡R †hfv‡e Shape ‰Zwi Kiv Av‡Q wVK †mfv‡e Draw K‡i 

wbb| cieZx© †cB‡R Draw Kivi c~‡e© †`‡L †bIqv hvK Shape ¸‡jv †Kgb AvuKv Av‡Q|  

  

 

Insert ‡gby‡Z wK¬K 

Gevi Kv‡jv e„‡Ëi 

Rectangle Shapes 

wK¬K K‡i ‡cB‡R Draw 

K‡i wbb| 

Gevi Kv‡jv e„‡Ëi 

Shapes ‡jLv‡Z wK¬K 

Kiæb| 

1 

3 

2 
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Draw Kivi ci Shape wU †hgb n‡e Zv cieZx© †cB‡R †`Lv‡bv nj| 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Shapes AvuKvi c‡i Gi wfZ‡i wjL‡Z n‡e| wKš‘ K_v n‡”Q Shapes G wKfv‡e wjL‡eb? 

‡mUv cieZx© †÷‡c D‡jøL K‡i †`Iqv nj| 

 

Rectangle -1 Rectangle -2 
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Step-5: Shapes No:1 G wjL‡Z  n‡j Shape wU wm‡j± Kiæb, Gevi gvD‡mi Right 

evUb wK¬K K‡i Add Text ‡jLvwU‡Z wK¬K Kiæb| †Lqvj K‡i †`Lyb D³ Shapes wU‡Z 

†jLv hv‡”Q| hw` †jLv hvq Zvn‡j Format ‡gby †_‡K Shape Outline G wK¬K K‡i No 

Outline wm‡j± Kiæb, Zvici ‡h Z_¨¸‡jv UvBc Ki‡eb Zv wb‡Pi †cB‡R Zz‡j aiv nj| 

cÖ_‡g Kx‡evW© †_‡K Tab ‡cÖm Kiæb, Font Size 14 wm‡j± K‡i EXPERIENCE 

‡jLvwU UvBc Kiæb| UvBc Kiv n‡q †M‡j EXPERIENCE ‡jLvwU wm‡j± K‡i Kx‡evW© 

†_‡K Ctrl+B ‡cÖm Kiæb| †Lqvj K‡i †`Lyb †jLvwU Bold (‡gvUv) n‡q †M‡Q, Gevi Kx‡evW© 

†_‡K Enter ‡cÖm Kiæb| 

Step-6: cybivq Font Size 12 wm‡j± Kiæb| †h‡nZz Bold Kiv Av‡Q †m‡nZz cybivq 

Bold Kivi cÖ‡qvRb †bB| Gevi Software Engineer ‡jLvwU UvBc Kiæb| 

Step-7: Gevi Kx‡evW© †_‡K Enter ‡cÖm Kiæb Ges Ctrl+B ‡cÖm K‡i Bold evwZj 

Kiæb| GLb March 2016, Present ‡jLv¸‡jv UvBc Kiæb Ges Keyboard ‡_‡K 

Enter ‡cÖm K‡i World Soft BD ‡jLvwU UvBc Kiæb| cybivq Enter ‡cÖm K‡i †jLv¸‡jv 

UvBc Kiæb: The GUI interface provided functions to add, clone and 

remove profiles from the configuration file at runtime time. 

Step-8: cybivq Kx‡evW©-G Enter ‡cÖm K‡i Software Engineer ‡jLvwU UvBc Kiæb| 

UvBc Kiv n‡q †M‡j Software Engineer ‡jLvwU wm‡j± K‡i Kx‡evW© †_‡K Ctrl+B 

‡cÖm K‡i Bold (‡gvUv) K‡i wbb| jvBb †k‡l Enter ‡cÖm K‡i wbb| 

Step-9: Kx‡evW© †_‡K Ctrl+B ‡cÖm K‡i Bold evwZj Kiæb| Gevi June 2015-

February 2016 ‡jLv¸‡jv UvBc Kiæb Ges Keyboard ‡_‡K Enter ‡cÖm Kiæb| 

World IT Foundation ‡jLvwU UvBc K‡i Enter ‡cÖm Kiæb Ges †jLv¸‡jv UvBc Kiæb: 

Played key role in designing error analysis architecture for high 

availability and supportability. jvBb †k‡l Enter ‡cÖm Kiæb| 

Step-10: Home ‡gby †_‡K Font Size 14 wm‡j± Kiæb Ges Kx‡evW© †_‡K Tab ‡cÖm 

K‡i EDUCATION ‡jLvwU UvBc Kiæb| GLb EDUCATION ‡jLvwU wm‡j± K‡I 

Kx‡evW© †_‡K Ctrl+B ‡cÖm Kiæb| †Lqvj K‡i †`Lyb ‡jLvwU Bold (‡gvUv) n‡q †M‡Q, Gevi 

Kx‡evW© †_‡K Enter ‡cÖm Kiæb| 

Step-11: cybivq Home ‡gby †_‡K Font Size 12 wm‡j± K‡i Master of 

Computer Science ‡jLvwU UvBc Kiæb| 

Step-12: cybivq Kx‡evW© †_‡K Enter ‡cÖm Kiæb| Zvici Kx‡evW© †_‡K Ctrl+B ‡cÖm 

K‡i Bold evwZj Kiæb| wb‡Pi †jLv¸‡jv GKwU GKwU K‡i Complete Kiæb Ges Enter 

‡cÖm Kiæb|  

May 2013-May 2015 
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Bernad University Bernad Street, NYC High Scholl 
March 2005-March 2009 
East High School madson, Wisconsin 

‡jLv¸‡jv UvBc †k‡l Avevi Enter ‡cÖm K‡i wbb|  

Step-13: cybivq Home †gby †_‡K Font Size 14 wm‡j± Kiæb, Kx‡evW© †_‡K Tab 

‡cÖm K‡i SKILLS AND ABILITIES ‡jLv¸‡jv UvBc Kiæb| SKILLS AND 

ABILITIES ‡jLv¸‡jv wm‡j± K‡i Kx‡evW© †_‡K Ctrl+B ‡cÖm K‡i ‡jLv¸‡jv Bold 

(‡gvUv) K‡I wbb| Gevi Kx‡evW© †_‡K Enter ‡cÖm Kiæb| 

Step-14: cybivq Home ‡gby †_‡K Font Size 12 wm‡j± Kiæb Ges Kx‡evW© †_‡K 

Ctrl+B ‡cÖm K‡i Bold evwZj Kiæb| wb‡Pi †jLv¸‡jv GKwU GKwU K‡i Complete 

Kiæb Ges Enter ‡cÖm Kiæb| 

The following are my best skills which I believe are applicable to the position I 
have applied for: 
1. Programming 
2. Logical and Structured Thinking 
3. Coding Multiple Languages 

‡jLv¸‡jv UvBc †k‡l Avevi Enter ‡cÖm K‡i wbb|  

Step-15: Font Size 14 wm‡j± K‡i Tab ‡cÖm Kiæb Ges GB PERSONAL 

SKILLS ‡jLvwU UvBc Kiæb| PERSONAL SKILLS ‡jLvwU wm‡j± K‡i Ctrl+B 

‡cÖm Kiæb Ges ‡jLvwU Bold (‡gvUv) K‡i wbb| Gevi Kx‡evW© †_‡K Enter ‡cÖm Kiæb| 

Step-16: cybivq Font Size 12 wm‡j± Kiæb, Zvici Kx‡evW© †_‡K Ctrl+B ‡cÖm K‡i 

Bold evwZj Kiæb| wb‡Pi †jLv¸‡jv GKwU GKwU K‡i Complete Kiæb Ges Enter ‡cÖm 

Kiæb| 

1. Ability to work by myself without the need for constant supervision by 
employees. 

2. Able to work harmoniously with other members of the team. 

‡jLv¸‡jv UvBc †k‡l Avevi Enter ‡cÖm K‡i wbb| GB ch©v‡q 1 No. Shapes Gi KvR 

†kl Kijvg| 

Step-17: Shapes No: 2 G wjL‡Z Shape wU wm‡j± Kiæb| Gevi gvD‡mi Right 

evUb wK¬K K‡i Add Text ‡jLvwU‡Z wK¬K Kiæb| GLb †Lqvj K‡i †`Lyb D³ Shape G 

†jLv hv‡”Q| Zvn‡j Format ‡gby †_‡K Shape Outline G wK¬K K‡i No Outline 

wm‡j± Kiæb|  

Step-18: †h‡nZz Avcwb Add Text K‡i wb‡q‡Qb| Zvn‡j, Gevi Kx‡evW© †_‡K Qq evi 

Enter ‡cÖm Kiæb| cybivq Home ‡gby †_‡K Font Size 14 wm‡j± Kiæb Ges RUMEL 

HAQUE ‡jLvwU UvBc Kiæb| UvBc Kiv n‡q †M‡j Enter ‡cÖm K‡i cybivq Font Size 
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11 wm‡j± Kiæb, Zvici SOFTWARE ENGINEER ‡jLvwU UvBc Kiæb| UvBc Kiv 

n‡q †M‡j RUMEL HAQUE I SOFTWARE ENGINEER ‡jLv¸‡jv wm‡j± 

K‡i Ctrl+E ‡cÖm K‡i †jLv¸‡jv gvSLv‡b wb‡q wbb Ges wm‡j± _vKv Ae¯’vq Ctrl+B ‡cÖm 

K‡i †jLv¸‡jv Bold (‡gvUv) K‡i wbb| ‡h‡nZz †jLv¸‡jv gvSLv‡b Ges Bold n‡q †M‡Q, 

Gevi jvBb †k‡l Kvm©i †i‡L Enter ‡cÖm Kiæb, Zvici Ctrl+L ‡cÖm K‡i Kvm©i ev‡g wb‡q 

Avmyb| cybivq Home ‡gby †_‡K Font Size 14 wm‡j± K‡i Tab ‡cÖm Kiæb| 

CAREER ‡jLvwU UvBc K‡i wm‡j± _vKv Ae¯’vq Ctrl+B ‡cÖm K‡i Bold (‡gvUv) K‡i 

wbb| Gevi Kx‡evW© †_‡K Enter ‡cÖm Kiæb| 

Step-19: cybivq Font Size 11 wm‡j± Kiæb, Zvici Kx‡evW© †_‡K Ctrl+B ‡cÖm K‡i 

Bold evwZj Kiæb Ges ‡jLv¸‡jv UvBc Kiæb: A software engineering graduate 

who is seeking to find the opportunity to work in a fun and challenging 

working environment will encourage him to improve and learn new and 

necessary skill as well as be motivated by the company to do his best 

for the sake of helping himself and the company advancement in the 

software engineering industry. Ges jvBb †k‡l Enter ‡cÖm Kiæb| 

Step-20: Font Size 14 wm‡j± Kiæb Ges Kx‡evW© †_‡K Tab ‡cÖm Kiæb| Zvici 

CONTACT ‡jLvwU UvBc Kiæb, UvBc Kiv n‡q †M‡j CONTACT ‡jLvwU wm‡j± K‡i  

Kx‡evW© †_‡K Ctrl+B ‡cÖm K‡i Bold (‡gvUv) K‡i wbb| Gevi †Lqvj K‡i †`Lyb †jLvwU 

Bold (‡gvUv) n‡q †M‡Q| Kx‡evW© †_‡K Enter ‡cÖm Kiæb| 

Step-21: cybivq Font Size 11 wm‡j± Kiæb Ges Ctrl+B ‡cÖm K‡i Bold evwZj 

Kiæb| wb‡Pi cÖwZwU jvBb †jLvi c~‡e© Tab ‡cÖm Kiæb Ges c‡i Enter ‡cÖm Kiæb|  

1546523 

xyz@gmail.com 

Mirpur, Dhaka 

Step-22: Font Size 14 wm‡j± Kiæb Ges Tab ‡cÖm K‡i INTEREST ‡jLvwU UvBc 

Kiæb| UvBc Kiv n‡q ‡M‡j INTEREST ‡jLvwU wm‡j± K‡i Kx‡evW© †_‡K Ctrl+B ‡cÖm 

K‡i Bold (‡gvUv) K‡i wbb| Gevi †Lqvj K‡i †`Lyb ‡jLvwU Bold (‡gvUv) n‡q †M‡Q, 

GLb Kx‡evW© †_‡K Enter ‡cÖm Kiæb| 

Step-23: hvPvB K‡i †`Lyb Avcbvi ‰Zwi Kiv Resume wU cieZx© †cB‡Ri Resume 

Gi gZ n‡q‡Q wKbv? Gevi jÿ¨ Kiæb EXPERIENCE, EDUCATION, SKILLS 

AND ABILITIES, PERSONAL SKILLS, CAREER, CONTACT BZ¨vw` 

†jLv¸‡jvi c~‡e© GKwU K‡i e„Ë †`Lv hv‡”Q Ges CAREER †jLvi c~‡e© e„‡Ëi gvSLv‡b 

GKwU Qwe †`Lv hv‡”Q| wKš‘ K_v n‡”Q Avgiv wKfv‡e e„‡Ëi gvSLv‡b Qwe mshy³ Kie? Qwe 

mshy³ Ki‡Z n‡j wb‡Pi w`K-wb‡`©kbv Abyhvqx KvR Kiæb: 
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e„Ë ‰Zwi Kivi Rb¨ e„Ë Shapes Gi cÖ‡qvRb n‡e| cÖ_‡g Insert ‡gby‡Z wK¬K Kiæb| 

Zvici wb‡Pi Qwe‡Z †`Lyb Kv‡jv e„‡Ëi g‡a¨ Shapes ‡jLv Av‡Q, Gevi †mLv‡b wK¬K Kiæb| 

 

 

 

 

 

Shapes G wK¬K Kivi ci †`L‡eb wb‡Pi Qwei gZ GKwU wPý P‡j G‡m‡Q| 

 

 

 

D³ wPýwU Avm‡j Pvwn`v Abyhvqx †cB‡R Draw K‡i wbb| Draw Kivi ci Shape wU 

†hgb n‡e Zv wb‡¤œ †`Lv‡bv nj: 

 

 

 

 

 

 

 

 

GLb e„‡Ëi g‡a¨ Qwe mshy³ Ki‡Z n‡j cÖ_‡g, †h Qwe ¸‡jv `iKvi †m¸‡jv ¸Mj †_‡K 

WvDb‡jvW K‡i wb‡Z n‡e| Qwe WvDb‡jvW Kivi Rb¨ cÖ_‡g †h‡Kv‡bv GKwU eªvDRvi I‡cb 

K‡i wbb| I‡cb Kivi c‡i wb‡Pi w`‡K jÿ¨ K‡i †`Lyb wb‡Pi Qwei gZ P‡j G‡m‡Q| cieZx© 

†cB‡Ri Qwe‡Z †h eªvDRviwU I‡cb Kiv n‡q‡Q ‡mwU google chrome eªvDRvi| Zvici 

mvP© ev‡i wjLyb flaticon.com Zvici Kx‡evW© †_‡K Enter ‡cÖm K‡i †`Lyb A‡bK¸‡jv 

AvBKb P‡j G‡m‡Q| Gevi Avcbvi cQ‡›`i AvBKb wU wm‡j± K‡i WvDb‡jvW Kiæb|  

 

 

 

Insert ‡gby‡Z wK¬K 

Shapes G wK¬K 

Shapes G wK¬K 

Kivi c‡i e„Ë †kc wbe©vPb 

Kiæb 

GwU n‡”Q e„Ë †kc 
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WvDb‡jvW Kiv Qwe †hfv‡e †kc G mshy³ Ki‡eb: 

cÖ_‡g ‡h †kc G Qwe mshy³ Ki‡eb H †kc wU wK¬K K‡i wbb| Zvici Format ‡gby ‡_‡K 

Shape Fill wK¬K K‡i Picture Ackb-G wK¬K Kiæb| wb‡¤œ Format I Shape Fill 

Qwei gva¨‡g †`Lv‡bv nj:  

 

 

 

 

 

 

 

 

  

Gevi mvP© ev‡i wK¬K K‡i flaticon.com ‡jLvwU UvBc Kiæb| UvBc Kiv n‡q 

†M‡j Kx‡evW© †_‡K Enter ‡cÖm Kiæb| Gevi gvDm Øviv ¯Œj Ki‡j A‡bK¸‡jv 

AvBKb †`L‡Z cv‡eb| †mLvb ‡_‡K cQ‡›`i AvBKbwU WvDb‡jvW Kiæb| 

Dc‡ii Zxi wP‡ýi gva¨‡g mvP© evi †`Lv‡bv n‡q‡Q| 

Gevi Shape Fill G wK¬K Kiæb| 

Gevi wcKPvi Ack‡b wK¬K K‡i Avcbvi WvDb‡jvW Kiv 

QwewU wm‡j± K‡i Insert Kiæb| 
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EXPERIENCE 
 
Software Engineer 
March 2016, Present 
World Soft BD 

The GUI interface provided functions to 
add, clone and remove profiles from the 
configuration file at runtime time. 
Software Engineer 
June 2015-February 2016 
World IT Foundation 
Played key role in designing error analysis 
architecture for high availability and 
supportability. 

 
EDUCATION 

Master of Computer Science 

May 2013-May 2015 
Bernad University Bernad Street, NYC High 
Scholl. 
March 2005-March 2009 
East High School madson, Wisconsin 

 
SKILLS AND ABILITIES 

The following are my best skills which I 
believe are applicable to the position I 
have applied for: 

1. Programming 
2. Logical and Structured Thinking 
3. Coding Multiple Languages 

 
PERSONAL SKILLS 

1. Ability to work by myself without the 
need for constant supervision by 
employees. 

2. Able to work harmoniously with other 
members of the team. 

 

 

 

 

 

 

RUMEL HAQUE 
SOFTWARE ENGINEER 

CAREER 
A software engineering 
graduate who is seeking to find 
the opportunity to work in a fun 
and challenging working 
environment will encourage 
him to improve and learn new 
and necessary skill as well as be 
motivated by the company to do 
his best for the sake of helping 
himself and the company 
advancement in the software 
engineering industry. 

CONTACT 
  

1546523 

 xyz@gmail.com 

 Mirpur, Dhaka 

INTEREST 
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cwi‡k‡l, Avgiv wkLe wKfv‡e Resume G wb‡Ri ev A‡b¨i Qwe 

G¨vUvP  Kiv hvq? †cB‡Ri Wvb cv‡ki Dc‡ii KY©v‡i GKwU 

Rectangle Shape AvuK‡Z n‡e †hgbUv GB †cB‡R †`Iqv Av‡Q| 

Rectangle Shape AvuKvi ci †kcwU wm‡j± Kiæb, Zvici 

Format ‡gby †Z wK¬K K‡i Shape Fill-G wK¬K Kivi ci Picture 

Ackb wK¬K Kiæb| wK¬K Kivi ci Avcbvi QwewU †h †dvìvi G ivLv 

Av‡Q †mLvb †_‡K QwewU wm‡j± K‡i Insert K‡i wbb| Gevi †`Lyb 

Wvb cv‡ki Qwei gZ P‡j G‡m‡Q| 
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Cover Letter:  
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`iLv¯Í wjLb (Application Writing) 
Avgv‡`i ˆ`bw›`b Rxe‡b Application Writing GKwU Riæwi welq| Kv‡Ri cÖ‡qvR‡b 

cÖvqB Avgv‡`i Application †jLvi cÖ‡qvRb nq| ZvB wb‡Pi cÖwµqvwU Abykxjb K‡i Avcwb 

GKwU wbfz©j Ges my›`i Application ˆZwi Ki‡Z cv‡ib| 

 

 

 

1. Iqv‡W© GKwU bZzb †cR I‡cb Kiæb| Gevi d›U e‡· wM‡q Times New Roman 

d›U mvBR 13 wm‡j± Kiæb|  

2. wb‡`©kbv Abyhvqx Kx‡ev‡W©i gva¨‡g wb‡Pi †jLv¸‡jv ûeû UvBc Ki‡Z _vKzb 9/7/2013 

3. ỳBevi Enter †cÖm Kiæb| Zvici Avevi †jLv ïiæ Kiæb| cÖ‡Z¨K jvB‡bi †k‡l Enter 

†cÖm K‡i Avevi †jLv ïiæ Kiæb| 

To 

The Chairman 

World IT Foundation 

Muktabangla Shopping Complex, Mirpur-1 

Dhaka, Bangladesh 
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4. ỳBevi Enter †cÖm Kiæb Ges †jLv ïiæ Kiæb Subject : Application for the 

post of Admin Officer. 

5. ỳBevi Enter †cÖm Kiæb Ges †jLv ïiæ Kiæb Dear Sir 

6. Avevi `yBevi Enter †cÖm K‡i †jLv ïiæ Kiæb| wKš‘ †jLv ïiæi ci Avi Enter †cÖm 

Kivi ̀ iKvi †bB| KviY jvBb †kl nIqvi ci Kvm©i A‡Uv‡gwUK c‡ii jvB‡b P‡j hv‡e| 

 Enclosed Please find a copy of my resume, which exhibits my 

extensive experience in administrative Management and Computer 

Operations. I believe my Military experience makes me particularly 

strong candidate for a position in your firm because it has made me 

extremely self-directed yet at the same time, able to work well as part 

of a high performance team. 

7. Avevi `yBevi Enter †cÖm K‡i †jLv ïiæ Kiæb| wKš‘ †jLv ïiæi ci Avi Enter †cÖm 

Kivi `iKvi †bB| KviY jvBb †kl nIqvi ci Kvm©i A‡Uv‡gwUK c‡ii jvB‡b P‡j 

hv‡e| 

 You will also see from my resume that I am industrious, goal-

oriented, enthusiastic, and positive. I feel qualified to apply for the 

position available and I am confident that I would be a valuable asset 

to your estemed organization. 

8. Avevi `yBevi Enter †cÖm K‡i †jLv ïiæ Kiæb| wKš‘ †jLv ïiæi ci Avi Enter †cÖm 

Kivi `iKvi †bB| KviY jvBb †kl nIqvi ci Kvm©i A‡Uv‡gwUK c‡ii jvB‡b P‡j 

hv‡e| 

 It would be a pleasure to meet with you to discuss this position and 

my qualifications in more detail. Please feel free to call me at either 

nomber listed above to arrange such a meeting. 

9. ỳBevi Enter †cÖm K‡i †jLv ïiæ Kiæb Thank you for your consideration. 

10.  ỳBevi Enter †cÖm K‡i †jLv ïiæ Kiæb Sincerely, 

11. ỳBevi Enter †cÖm K‡i †jLv ïiæ Kiæb Shahina Akter 

12. Gevi jÿ Kiæb Avcbvi UvBcK…Z WKz‡g›UwU Aci c„ôvi gZ n‡q‡Q|  
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13.  jÿ Kiæb gvSLv‡bi c¨viv wZbwU Left Alignmen-G i‡q‡Q| 
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14. Avkv Kwi Align m¤ú‡K© Av‡Mi Aa¨v‡q †gvUvgywU aviYv ˆZwi n‡q‡Q| Gevi †`Lyb 

Avcbvi ˆZwiK…Z ApplicationwUi c¨vivi †jLv¸‡jv evg w`‡K mgvb Ges Wvb w`‡K Amgvb 

i‡q‡Q| Zvi gv‡b n‡”Q †jLv¸‡jv Left Alignment ( )-G i‡q‡Q| Gevi Alignment 

e¨envi K‡i Avgiv c¨viv¸‡jv‡K `yB cv‡kB mgvb (Justify ) Kie| GRb¨ Avgiv 

GjvBb‡g›U KgvÛ e¨envi Kie| Avwg Av‡MB e‡jwQ WKz‡g‡›Ui †Kvb †jLv wb‡q hvB Kiv 

†nvK cÖ_g kZ© n‡”Q D³ †jLvUzKz wm‡j± K‡i wb‡Z n‡e| bB‡j KgvÛ cÖ‡qvM K‡i †Kvb 

KvR n‡e bv| wm‡j± Kivi Rb¨ Enclosed-Gi ev‡g Kvm©i †i‡L Kx‡evW© †_‡K Shift Kx 

†P‡c †kl c¨vivi meeting-Gi ci wK¬K Kiæb| †`Lyb wZbwU c¨vivB wm‡j± n‡q‡Q 

 

 

 

15. Gevi Home U¨v‡ei Aax‡b Paragraph MÖæc †_‡K Justify( )-G wK¬K Kiæb| 
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16.  †`Lyb c¨viv wZbwUi Dfq w`‡KB mgvb n‡q‡Q| GLb d uvKv RvqMvq gvDm wK¬K K‡i 

wm‡jKkb DwV‡q w`b| 

 

 

 

17.  jÿ Kiæb Application-wUi wKQz RvqMvq †jLvi wb‡P jvj `vM ˆZwi n‡q‡Q| Zvi 

gv‡b †h¸‡jvi wb‡P jvj ̀ vM G‡m‡Q †mB evbvb¸‡jv fzj| GLb GB evbvb¸‡jv Spelling 

& Grammer Command-Gi gva¨‡g wVK Kie| 

 

Spelling & Grammer (evbvb Ges e¨vKiY) 

GwU gvB‡µvmd&U Iqv‡W©i AZ¨šÍ kw³kvjx GKwU KgvÛ| Kw¤úDUv‡i †Kvb wKQz UvBc Kivi 

ci ARv‡šÍB UvBwcs, Avevi KLbI evbvb I e¨vKiYMZ wKQz fzj †_‡K hvq| Avi †mB 

fzj¸‡jv‡K jvj I bxj AvÛvijvB‡bi gva¨‡g Avcbvi †Pv‡L awi‡q †`q| Spelling & 

Grammer-Gi gva¨‡g Lye mn‡R fzj¸‡jv ms‡kvab Ki‡Z cvwi| GB KgvÛwU _v‡K 

Review U¨v‡ei Proofing Command Group-G| 
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1. GLb Spelling & Grammer e¨envi K‡i Application-Gi jÿYxq fzj¸‡jv ï× 

Kie| Gi Rb¨ Kvm©i‡K Application-Gi ïiæ‡Z ̄ ’vcb Kiæb Ges Proofing Group 

†_‡K Spelling & Grammer-G wK¬K Kiæb| 

 

 

 

2.  wb‡Pi gZ GKwU WvqvjM e· I‡cb n‡e| 
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3. wP‡Îi 1bs As‡k †`Lyb Muktabangla †jLvwU wm‡j± n‡q‡Q Ges WvqvjM e‡·i 

†fZ‡i 2bs As‡k Not in Dictionary-Gi wb‡P Muktabangla †jLvwU jvj Kvjvi 

†`Lv‡”Q| Zvi gv‡b n‡”Q Muktabangla kãwU Kw¤úDUvi Dictionary-†Z †bB Ges 

3bs As‡ki Suggestions e‡· †Kvb Suggestion †bB| †h‡nZz Muktabangla 

GKwU Noun, Avi Noun-Gi †Kvbfzj †bB, Avi me Noun wWKkbvwi‡Z _v‡K bv| 

ZvB Avcwb PvB‡j †Kvb Word-†K Dictionary-†Z Add Ki‡Z cvi‡eb †h‡bv 

cieZ©x‡Z Avi fzj bv †`Lvq| GRb¨ 4bs As‡ki Add to Dictionary evUbwU‡Z wK¬K 

Ki‡jB D³ Word-wU Dictionary-†Z †hvM n‡q hv‡e| hvB †nvK †h‡nZz 

Muktabangla †Kvb fzj bq Ges Dictionary-†ZI †hvM Kivi †Kvb cÖ‡qvRb †bB 

 evUbwU‡Z wK¬K Kiæb| 

 

 

 

4. jÿ Kiæb 1bs A‡ki †jLvUzKz wm‡j± n‡q‡Q Ges 2bs As‡k wK fzj Zv meyR Kvjv‡i 

†`Lv‡”Q Ges 3bs A‡k Suggestions e· G mwVK kãwU †`Lv‡”Q| Gevi 

Suggestions e· Gi kãwU wm‡j± Kiæb Ges 4bs As‡ki Change evU‡b wK¬K 

Kiæb| 
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5. jÿ Kiæb GeviI fz‡ji KviYmn mwVK kãwU †`Lv‡”Q| Gfv‡e mwVK kãwU wbe ©vPb K‡i 

Change evU‡b wK¬K Ki‡Z _vKzb Ges †Kvb Noun-†K fzj †`Lv‡j Zv Ignore evU‡b 

wK¬K Kiæb| me‡k‡l wb‡Pi gZ GKwU WvqvjM e· Avm‡e| Ok Kiæb| 

 

 

 

6. jÿ Kiæb ApplicationwUi †Kv_vI Avi †Kvb jvj `vM †bB| myZivs Avcwb a‡i wb‡Z 

cv‡ib Application-wU‡Z evbv‡bi w`K †_‡K †Kv_vI †Kvb fzj †bB| 
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7. Gevi Application-wU‡K AviI AvKl©Yxq K‡i mvRv‡Z ¸iæZ¡c~Y© wKQz †jLv‡K Bold 

(†gvUv) Kie| Kx‡evW© †_‡K Ctrl Kx †P‡c gvD‡mi mvnv‡h¨ avivevwnKfv‡e To, 

Subject : Application for the post of Admin Officer, Dear Sir, 

Sincerely Ges Shahina Akter †jLv¸‡jv wm‡j± Kiæb| 
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8. Gevi Home Tab-Gi Font Command Group †_‡K ( )-†Z wK¬K Kiæb| †`Lyb 

Avcbvi wm‡j± Kiv †jLv¸‡jv Av‡Mi †_‡K GKUz †gvUv †`Lv‡”Q| 

 

 

 

†gvUvgywUfv‡e Apllication-wU ˆZwi Kivi KvR †kl| 
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Abykxjb-13  

evsjv UvBwcs 

 

wjLb c×wZi wVK K‡e Rb¥ n‡qwQj, Zv mwVKfv‡e Rvbv hvqwb| ZvB we‡k¦i bvbv †`‡k wjwci 

D™¢e wb‡q bvbv DcK_v cÖPwjZ _vK‡jI Kw¤úDUv‡i evsjv †jLvi BwZnvm LyeB ¯úó| aviYv 

Kiv nq weR‡qi m~ÎcvZ bv n‡j Kw¤úDUv‡i evsjv †jLvi BwZnvm Ab¨iKg n‡Z cviZ| 

1988 mv‡ji 16 wW‡m¤^i weR‡qi cÖ_g ms¯‹iYwU cÖKvwkZ nq| eZ©gv‡b Kw¤úDUv‡i evsjv 

†jLvi Rb¨ mvivwe‡k¦i evsjv‡`kx‡`i Kv‡Q weRq AZ¨šÍ RbwcÖq| G ch©v‡q weRq e¨envi K‡i 

Kw¤úDUv‡i evsjv †jLvi c×wZ Av‡jvPbv Kiv nj| 

 

wb‡Pi wPÎwU jÿ Kiæb| GwU weRq evsjv Kx‡ev‡W©i Layout| 

 

 

weRq Kx‡evW© e¨envi K‡i evsjv †jLvi c×wZ 

cÖ_‡g Kw¤úDUv‡i weRq mdUIq¨viwU mwVKfv‡e Bb÷j K‡i wbb| Bb÷j Ki‡Z mgm¨v n‡j 

md&UIq¨v‡ii wb‡`©wkKv †`Lyb| hw` mwVKfv‡e weRq Bb÷j n‡q _v‡K, Z‡e evsjv †jLvi 

mgq Kx‡evW©wU cwieZ©b K‡i weR‡q iƒcvšÍi K‡i wb‡Z n‡e| Z‡e Zvi Av‡M GKwU evsjv d›U 

wbe©vPb Kiæb| †hgb : SutonnyMJ d›UwU wm‡j± Kiæb|  
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Kx‡evW© †_‡K Ctrl+Alt+B †cÖm K‡i Kx‡ev‡W©i fvlv cwieZ©b Kiæb| Gevi Task ev‡ii 

Show Hidden Icon G wK¬K K‡i wb‡Pi wPÎwUi m‡½ wgwj‡q wbb| hw` Kx‡evW© cwieZ©b 

n‡q _v‡K Z‡e wb‡¤œi wPÎwUi gZ n‡e| 

 

 

 

 

 

Gevi Kx‡evW© e¨envi K‡i evsjv wjLyb| 

 

 

 

 

 

 

 

 

mwVKfv‡e evsjv wjL‡Z wb‡Pi c×wZ Aej¤^b Kiæb| 

¯̂ieY©  Kvi I djv 

 ¯^ieY© MVb ‡jLvi wbqg Kvi †jLvi wbqg 

A A shift+f v f 
Av & v gf w d 
B & w gd x Shift+d 
C & x g+shift+d y s 

D &  y gs ~ Shift+S 
E &  ~ g+shift+s „ a 
F &  „ ga © Shift+a 

G & † gc ‡ c 
H & ˆ g+shift+c ‰ Shift+c 
I I x Š Shift+x 
J & Š g+shift+x ª z 

(`uvwo) | shift+g ¨ Shift+z 
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e¨ÄbeY© 

e¨ÄbeY© ‡jLvi wbqg 

 

e¨ÄbeY© ‡jLvi wbqg 

K j c r 

L Shift+j d Shift+r 

M o e h 

N Shift+o f Shift+h 

O q g m 

P y h w 

Q shift+y i v 

R u j Shift+v 

S Shift+u k Shift+m 

T Shift+i l Shift+n 

U t m n 

V Shift+t n i 

W e ÿ j+g+Shift+n 

X Shift+e o p 

Y Shift+b p Shift+p 

Z k q Shift+w 

_ Shift+k r \ 

` l t Shift+\ 

a Shift+l s Shift+q 

b b u Shift+7 

hy³vÿi 

GKwU e¨Äb e‡Y©i mv‡_ Ab¨ GKwU e¨ÄbeY© hy³ Ki‡Z n‡j ỳB e‡Y©i gv‡S nmšÍ( & ) w`‡Z 

n‡e|  

hy³vÿi MVb ‡jLvi wbqg hy³eY© 

µ K +   ª j + z eµ, Pµ, µwgK 

ÿ K + l j+g+Shift+n wkÿv, Aÿi 

¼ O + K q+g+j Kj¼, cvj¼ 

Á R + T u+g+shift+i Ávb, weÁvb, AÁvb 

Ä T + R shift+i+g+u BwÄwbqvi, MÄ 

Ã T + Q shift+i+g+shift+y evÃbv 
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š’ b + _ b+g+shift+k cš’v, MÖš’, cvš’c_ 

š¿ b + Z +  ª b+g+k+z gš¿x, gš¿, Zš¿ 

ò l + Y shift+n+g+shift+b Dò, K…ò, weò 

Û b + W b+g+e cwÛZ 

¿̄ m + Z +  ª n+g+k+z mk¯¿, A¯¿, e ¿̄ 

þ n + g i+g+m eªþcyÎ, eªvþxwjwc 

’̄ m + _ n+g+shift+k ¯’vb, w ’̄i, Aw¯’i 

ÿè K + l + b j+g+shift+n+g+b Zxÿè 

½ O + M q+g+o e½-f½ 

Â T + P shift+i+g+y ‡eÂ, jÂ, gÂ 

Å T + S shift+i+g+shift+u  

Î Z +   ª k+z gvÎ, AÎ, ZÎ 

Îæ Z +  ª + y k+z+s kÎæ 

Ü b + a b+g+shift+l eÜb 

› ª̀ b + ` +   ª b+g+l+z `x‡i› ª̀bv_ 

¯Œz m + K +  ª + y  n+g+j+z+s ¯Œzj, ¯Œzc 

ü n + „ i+a ü`q 

ý n + b i+g+n wPwýZ Avmb 

Ì Z + _ k+g+shift+k DÌvb 

± K + U j+g+t A±vj, A‡±b 

®§ l + g shift+n+g+m Pÿz®§vb 

· K + m j+g+n K·evRvi, Aw·‡Rb 

ó l + U shift+n+g+t Kó, bó 

ô l + V shift+n+g+shift+t ‰R¨vô, weôv 

™¢ ` + f l+g+shift+h A™¢zZ 

Z¡ Z + e k+g+h Z¡ivwš^Z 

ì j + W shift+v+g+e Kw¤úDUvi Iqvì© 

³ K + Z j+g+k hyw³, gyw³, Pzw³ 

Ë Z+Z k+g+k DËi, DËg Kzgvi 
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Av‡e`b cÎ: 

Av‡m©wbK AvµvšÍ wUDeI‡qj wPwýZ/wmj Kivi Rb¨ †Zvgvi GjvKvi _vbv 

¯^v ’̄¨ Kg©KZ©vi wbKU GKLvbv Av‡e`b cÎ †jL| 

ZvwiL: 02/04/2019 

eivei, 

cwiPvjK 

_vbv ¯^v¯’¨ Kg©KZ©v, 

Rb¯̂v¯’¨ wefvM, 

kixqZcyi| 

 

welq: Av‡m©wbK AvµvšÍ wUDeI‡qj¸‡jv wmj K‡i †`Iqvi Rb¨ Av‡e`b| 

Rbve, 

webxZ wb‡e`b GB †h, kixqZcyi †Rjvi ÕkÖxbMiÕ GKwU NbemwZc~Y© MÖvg| GB MÖv‡gi 

†jvKmsL¨v cÖvq wZb nvRvi Ges AwaKvskB nZ`wi`ª| Zvi Dci wKQzw`b nj _vbv ¯^v¯’¨ 

Kg‡cø‡·i GK wi‡cv‡U© ejv n‡q‡Q †h, G MÖv‡gi AwaKvsk wUDeI‡q‡ji cvwbi g‡a¨ Av‡m©wbK 

aiv c‡o‡Q Ges Av‡m©wbK AvµvšÍ wUDeI‡q‡ji msL¨v cÖvq wekwU| wKš‘ ỳtLRbK n‡jI mZ¨, 

wi‡cvU© cÖKv‡ki ci cÖvq GK gvm MZ n‡q †M‡jI G ch©šÍ wUDeI‡qj¸‡jv‡K h_vh_fv‡e 

wPwýZ ev wmj Kivi †Kvb D‡`¨vM †bqv nqwb| MÖv‡gi AwkwÿZ I Am‡PZb gvbyl¸‡jv GL‡bv 

IBme wUDeI‡q‡ji cvwb e¨envi K‡i P‡j‡Q| d‡j G‡`i A‡b‡KiB †`‡n Av‡m©wbK 

cÖwZwµqv †`Lv w`‡q‡Q| B‡Zvg‡a¨ Av‡m©wbK hy³ cvwb cvb Kivi d‡j ỳÕRb †jvK †ivMvµvšÍ 

n‡q nvmcvZv‡j g„Zz¨i mv‡_ cvÄv jo‡Q| GgZve ’̄vq cwiw¯’wZ fqven cwiYwZi w`‡K AMÖmi 

nIqvi c ~‡e©B Av‡m©wbK AvµvšÍ wUDeI‡qj¸‡jv wmj K‡i †`qv GKvšÍ Avek¨K| 

AZGe, AbwZwej‡¤̂ D³ MÖv‡gi Av‡m©wbK AvµvšÍ wUDeI‡qj¸‡jv wPwýZ K‡i wmj K‡i 

†`qvi Rb¨ webxZ Aby‡iva Rvbvw”Q| 

wb‡e`K, 

 

Avcbvi wek¦¯Í 

MÖvgevmxi c‡ÿ 

 

ÒKÓ 

kixqZcyi|  
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2. cÖksmv cÎ/mvwU©wd‡KU D‡Ëvjb cÖm‡½ GKLvbv Av‡e`b cÎ| 

ZvwiL: 02/04/2019 

eivei, 

gnvcwiPvjK, 

Kw¤úDUvi Iqvì©, XvKv| 

 

welq: cÖksmv cÎ/mvwU©wd‡KU D‡Ëvjb cÖm‡½| 

 

Rbve, 

mwebq wb‡e`b GB †h, Avwg Avcbvi cÖwZôv‡bi GKRb wbqwgZ cÖwkÿYv_x©| AvMvgx 20Ryb 

2019 Bs Zvwi‡L Avgvi we‡kl Kv‡Ri Rb¨ mvwU©wd‡KU `iKvi| ZvB mvwU©wd‡KU †P‡q 

Avcbvi wbKU AvKzj Av‡e`b KiwQ|  

AZGe webxZ wb‡e`b GB †h, Avgv‡K D³ wel‡qi Dci my-we‡ePbv K‡i mvwU©wd‡KU cÖ`vb 

Ki‡j Avcbvi wbKU wPiK…ZÁ _vKe| 

wb‡e`K,  

 

Aveyj evkvi 

Kw¤úDUvi Iqvì©, XvKv|   
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3. gva¨wgK/cÖv_wgK we`¨vj‡qi wkÿK c‡`i Rb¨ mswkøó KZ…©c‡ÿi 

Kv‡Q GKLvbv Av‡e`b cÎ †jL| 

eivei, 

gnvcwiPvjK, 

cÖv_wgK I MYwkÿv Awa`ßi, XvKv| 

 

welq: gva¨wgK/cÖv_wgK we`¨vj‡qi wkÿK c‡`i Rb¨ Av‡e`b| 

Rbve, 

mwebq wb‡e`b GB †h, MZ 17 †g, 2019 Bs Zvwi‡Li Ò‰`wbK B‡ËdvKÓ cwÎKvq cÖKvwkZ 

weÁwßi gva¨‡g Rvb‡Z cvijvg †h, cÖv_wgK we`¨vj‡qi wkÿK c‡` wKQz msL¨K †jvK wb‡qvM 

Kiv n‡e| Avwg D³ c‡`i Rb¨ GKRb AvMÖnx cÖv_x© wn‡m‡e wb‡¤œ Avgvi Rxebe„ËvšÍ †ck 

KiwQ|  

1. bvg : Gg`v ỳj nK 

2. wcZvi bvg : wiqvRyj nK 

3. gvZvi bvg : Rwgjv LvZzb 

4. ¯’vqx I eZ©gvb wVKvbv : 560 †cqvivevM, eo gMevRvi, XvKv| 

5. Rb¥ ZvwiL : 23 gvP©, 1985 mvj| 

6. RvZxqZv : evsjv‡`kx 

7. ag© : Bmjvg (mywbœ) 

8. wkÿvMZ †hvM¨Zv : 

cixÿvi bvg eQi wefvM ‡evW©/wek¦we`¨vjq 

Gm Gm wm 2002 cÖ_g XvKv †evW© 

GBP Gm wm 2004 cÖ_g XvKv †evW© 

we G 2007 wØZxq RvZxq wek¦we`¨vjq 

 

9. AwfÁZv : 2007 †_‡K Avwg GKwU †emiKvwi cÖv_wgK 

we`¨vj‡q Kg©iZ AvwQ| 

AZGe, AbyMÖnc~e©K Dc‡iv³ Z_¨vewji cwi†cÖwÿ‡Z Avgv‡K D³c‡` wb‡qv‡Mi Rb¨ we‡ePbv 

K‡i evwaZ Ki‡eb| 

webxZ wb‡e`K, 

Gg`v ỳj nK 

ZvwiL: 30 †g, 2019 

mshy³ Abywjwc: mKj wkÿvMZ †hvM¨Zvi mb`cÎ, PvwiwÎK mb`cÎ, bvMwiKZ¡ cÖgvYcÎ, ỳB 

Kwc mZ¨vwqZ Qwe| 
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Kx‡evW© kU©KvU 

 

Gevi gvB‡µvmd&U Iqv‡W©i GKwU gRvi welq wb‡q Av‡jvPbv Kie| Kv‡Ri cÖ‡qvR‡b cÖvqB 

wKQz command evievi e¨env‡ii cÖ‡qvRb n‡q _v‡K| †m †ÿ‡Î Kx‡evW© kU©KvU© e¨envi 

K‡i Lye Aí mg‡q GB KvR¸‡jv m¤úbœ Kiv hvq| wKš‘ Awd‡mi built-in kU©KvU KgvÛ¸‡jv 

e¨ZxZ wb‡Ri cÖ‡qvRb Abyhvqx Kx‡evW© kU©KvU ˆZwi K‡i †bIqv hvq| aiv hvK Avcwb GKwU 

WKz‡g›U ˆZwi Ki‡Qb| †hLv‡b cÖvqB evsjv I Bs‡iwR d›U cwieZ©b Kivi cÖ‡qvRb n‡”Q| 

GgZve¯’vq evievi KgvÛ cÖ‡qvM Kiv A‡bK weiw³Ki| cÖ‡qvR‡b Lye mn‡RB G weiw³Ki 

Ae¯’v †_‡K gyw³ †c‡Z cv‡ib| 

1. gvB‡µvmd&U IqvW© I‡cb K‡i Awdm evU‡b wK¬K Kiæb| 

 

2. Word Options-G wK¬K Kiæb| Word Options Dialog Box-wU I‡cb n‡e| 

Gevi evg As‡ki Customize Tab wbe©vPb Kiæb| jÿ Kiæb Dialog Box-Gi wb‡P 

Keyboard Shortcut-Gi cv‡k Customize bv‡g GKwU evUb i‡q‡Q|  
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aivhvK Avgiv SutonnyMJ Ges Times New Roman d›U ỳwUi Rb¨ Avjv`v Avjv`v 

Shortcut Command ˆZwi Kie| 

3. Customize evU‡b wK¬K Kiæb| Customize Keyboard bv‡g GKwU Dialog Box 

I‡cb n‡e| 

 

 



gvB‡µvmd&U Awdm 2007-2019 

228 

1. Categories As‡k Font wbe©vPb Kiæb| 

2. Fonts As‡k †h d‡›Ui kU©KvU Kiv cÖ‡qvRb †m d›UwU wbe©vPb Kiæb| 

3. Press new shortcut key As‡k GKwU kU©KvU w`b| †hgb : Kx‡evW© †_‡K 

GKm‡½ Alt+Ctrl+G Pvcyb| 

4. Assign evU‡b wK¬K Kiæb| 

5. Close evUb wK¬K K‡i Dialog Box-wU Close Kiæb| 

4. Gevi Kx‡evW© †_‡K Alt+Ctrl+G †cÖm K‡i wKQz wjLyb| jÿ Kiæb d›UwU cwieZ©b 

n‡q‡Q| G Rb¨ d›U cwieZ©b Kivi cÖ‡qvRb nqwb| 

 

wUcm 

Customize Keyboard Command e¨envi K‡i gvB‡µvmd&U Iqv‡W© †h ‡Kvb KgvÛ‡K 

kU©KvU K‡i †bIqv hv‡e| 

 

Aå Kx‡evW© w`‡q evsjv †jLv 

eZ©gv‡b †dv‡bwUK c×wZ A_©vr Bs‡iwR‡Z D”PviY K‡i evsjv †jLvi GKwU RbwcÖq md&UIq¨vi 

Aå Kx‡evW©| Aå w`‡q evsjv †jLvi †ÿ‡Î Avjv`vfv‡e evsjv UvBc Rvbvi cÖ‡qvRb nq bv| 

ïay Aå Kx‡evW© mwVKfv‡e Bb÷j K‡iB Avcwb evsjv †jLv ïiæ Ki‡Z cv‡ib| wb¤œewY©Z 

c×wZ AbymiY K‡i Aå Kx‡evW© e¨envi K‡i evsjv wjLyb| 

1. Aå md&UIq¨viwU msMÖ‡n bv _vK‡j www.omicronlab.com I‡qemvB‡U cÖ‡ek 

K‡i Aå Kx‡evW©wU wd« WvDb‡jvW Kiæb| 

2. WvDb‡jvW †k‡l mwVKfv‡e Bb÷j Kiæb| Aå Top bar Avm‡e| 

 

 
 

3. Top bar-Gi English-G wK¬K Kiæb| jÿ Kiæb English †jLvwU cwieZ©b n‡q 

 cÖ`wk©Z n‡”Q| 

4. Gevi IqvW© I‡cb K‡i Bs‡iwR‡Z D”PviY K‡i evsjv wjLyb| A‡bKUv †gvevB‡j g¨v‡mR 

UvBc Kivi gZ| †hgb: Kw¤úDUvi Iqvì© wjL‡Z UvBc Kiæb kompiuTar warrlD| 
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5. †jLvi myweav‡_© wb‡¤œ Aå Kx‡evW© †jAvDUwU †`Lyb| 
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G Aa¨v‡qi Av‡jvwPZ g~j welqmg~n 

 

 

 

 gvB‡µvmd&U G‡·j cwiwPwZ 

 IqvK©eyK Ges IqvK©wkU A¨vbvjvBwmm 

 †iv Ges Kjvg wb‡q KvR Kiv 

 dgy©jv wb‡q KvR Kiv 

 PvU© wb‡q KvR Kiv 

 gvB‡µvmd&U G‡·‡ji ¸iæZ¡c~Y© †KŠkjmg~n 

 gvB‡µvmd&U G‡·‡ji ¸iæZ¡c~Y© e¨envwiK cÖ‡R±mg~n 

 Advance G‡·‡ji ¸iæZ¡c~Y© e¨envwiK cÖ‡R±mg~n 
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Abykxjb-1 

gvB‡µvmd&U G‡·j cwiwPwZ (Introducing Microsoft Excel) 

 

Avgv‡`i ˆ`bw›`b Rxe‡b cÖ‡Z¨KwU gvby‡liB wbfz ©j wnmve Rvbv cÖ‡qvRb| †hgb : e¨emvwqK 

Avq I e¨q,wewfbœ †ÿ‡Î ev‡RU BZ¨vw` ˆZwi Kivi Rb¨ wnmve Rvbv cÖ‡qvRb| Ggb GKUv 

mgq wQj hLb me wnmveB KvMR Ges nv‡Z Ki‡Z nZ| †m †ÿ‡Î fzj nIqvi m¤¢vebvUvI 

A‡bK †ewk| wKš‘ cÖhyw³ gvbyl‡K mewKQzB mnR K‡i w`‡q‡Q| GLb Avi nv‡Z wKsev KvM‡R 

†Kvb wnmve Kivi cÖ‡qvRb nq bv| Microsoft Excel e¨envi K‡i GKB m‡½ †jLv Ges 

wnmve `y‡UvB Kiv hvq| G‡Z K‡i †hgb mgq mvkÖq nq, †mB m‡½ wnmv‡ei †ÿ‡Î wbfz ©j 

djvdj cvIqv hvq| 

 

Avcwb hLb gvB‡µvmd&U IqvW© 2007 ïiæ Ki‡eb wZbwU Worksheet mn GKwU 

Workbook I‡cb n‡e| cÖ‡qvR‡b Worksheet evov‡bv wKsev Kgv‡bv hv‡e| Delete 

Kiv QvovI †Kvb Worksheet-†K Hide Ges Unhide Kiv hv‡e| G Qvov Worksheet-

†K Kwc K‡i Ab¨ †Kvb Workbook-G †bIqv hv‡e| 

 

gvB‡µvmd&U G‡·j Kx? 

gvB‡µvmd&U G‡·j gvB‡µvmd&U K‡c©v‡ik‡bi ˆZwi †¯úªWwkU we‡kølYx †cÖvMÖvg| GB †cÖvMÖvg 

gvB‡µvmd &U Awdm my¨‡Ui m‡½B weZiY Kiv nq| gvB‡µvmd&U G‡·j e¨envi K‡i MvwYwZK, 

cwimsL¨vb, jwRKmn wewfbœ ai‡bi wnmve e¨envi Kiv hvq| Gi me©‡kl fvm©b nj G‡·j 

2019, hv gvB‡µvmd&U Awdm 2019-Gi m‡½ evRv‡i G‡m‡Q| 

 

 

 

gvB‡µvmd&U G‡·‡ji dvBj‡K IqvK©eyK ejv nq| dvB‡ji †h As‡k KvR Kiv nq Zv‡K 

Kvh©‡ÿÎ (Worksheet) e‡j| KZ¸‡jv Worksheet wb‡q G‡KKwU Workbook ˆZwi 
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nq| cÖwZwU Worksheet-G 16384-wU Column (¯Í¤¢) Ges 1048576-wU Row (mvwi) 

_v‡K| Column ¸‡jv‡K A, B, C...AA, AB...BA, BB, BC...IV BZ¨vw` bvgKiY 

Kiv nq| Ab¨w`‡K Row ¸‡jvi b¤̂i 1 †_‡K ïiæ K‡i 1048576| 

 

Row Ges Column-Gi mgš^‡q ˆZwi nq G‡KKwU Cell (Ni)| cÖwZwU Worksheet-G 

17179869184-wU Cell i‡q‡Q| 

 

e¨emvwqK cÖ‡qvR‡b wnmve, WvUv msiÿY, m¤úv`b, evwl©K Avq-e¨q, ev‡RU, †mjvwiwkU, 

K¨vk‡g‡gv, gvK©wkU BZ¨vw` KvR Excel-G Lye mn‡R Kiv hvq| 

 

gvB‡µvmd&U G‡·j ïiæ Kiv 

wb‡Pi avc¸‡jv avivevwnKfv‡e AbymiY K‡i gvB‡µvmd&U G‡·j I‡cb Kiæb : 

1. cÖ_‡g Kw¤úDUv‡ii cvIqvi w`b| Kw¤úDUvi †iwW bv nIqv ch©šÍ A‡cÿv Kiæb| Gevi 

gvB‡µvmd&U Awdm Bb÷j Kiv bv _vK‡j mwVKfv‡e Bb÷j K‡i wbb|  

2. Kw¤úDUv‡i gvB‡µvmd&U Awdm h_vh_fv‡e Bb÷j nIqvi ci gvB‡µvmd&U G‡·j I‡cb 

Kivi Rb¨ Avcbvi Kw¤úDUv‡ii  evU‡b wK¬K Kiæb| 

3. All Programs †_‡K Microsoft Office-G wK¬K Kiæb| 

 

 

 

4. Gevi Microsoft Office Excel 2007-G wK¬K Kiæb| wb‡Pi gZ GKwU DB‡Ûv 

†`L‡Z cv‡eb| GwUB gvB‡µvmd&U Awdm G‡·‡ji †nvgw¯Œb| Avcwb hw` gvB‡µvmd&U 

Iqv‡W©i m‡½ fvjfv‡e cwiwPZ n‡q _v‡Kb, Z‡e gvB‡µvmd&U G‡·j I‡cb Kivi ci 

ïay Workbook, Formula Qvov evwK mewKQz Avcbvi Kv‡Q Lye †ewk AcwiwPZ g‡b 

n‡e bv| KviY, gvB‡µvmd&U Iqv‡W©i gZ GLv‡bI U¨ve, MÖæc BZ¨vw` welq i‡q‡Q Ges 

A‡bK †ÿ‡Î Gi cÖ‡qvMI cÖvq GKB RvZxq| 
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GLv‡b U¨ve¸‡jv nj: Home, Insert, Page Layout, Formulas, Data, Review, 

View| GQvov gvB‡µvmd&U Iqv‡W©i gZ GLv‡bI wKQz Contextual Tab i‡q‡Q| 

 

 

 

Avcwb hw` gvB‡µvmd&U IqvW© wk‡L _v‡Kb, Z‡e Avkv Kwi wewfbœ Kx‡evW© kU©KvU m¤ú‡K© 

wbðq †R‡b‡Qb wKsev e¨env‡i Af¨ Í̄ n‡q‡Qb| gvB‡µvmd&U Iqv‡W©i cÖvq me kU©KvU KgvÛI 

GLv‡b GKBfv‡e KvR K‡i| †hgb: gvB‡µvmd&U Iqv‡W© Kx‡evW© †_‡K Ctrl+F †cÖm Ki‡j 

Find and Replace KgvÛ ivb nq| GLv‡bI wVK ZvB| Kx‡evW© †_‡K Ctrl+F †cÖm Kiæb, 

†`Lyb Find and Replace KgvÛ I‡cb n‡e| 
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G ai‡bi AviI A‡bK KgvÛB GLv‡b KvR K‡i| †hgb: †jLv Kwc Kivi Rb¨ Ctrl+C, KvU 

Kivi Rb¨ Ctrl+X Ges †c÷ Kivi Rb¨ Ctrl+V BZ¨vw`| †h‡nZz gvB‡µvmd&U G‡·‡j 

mvaviYZ gvD‡mi Zzjbvq Kx‡ev‡W©i e¨envi †ewk n‡q _v‡K| ZvB ª̀æZ KvR Kivi Rb¨ wKQz 

¸iæZ¡c~Y© Kx‡evW© kU©KvU Rvbv _vKv cÖ‡qvRb| 

 

Av‡MB ejvn‡q‡Q G‡·j dvBj‡K Wrokbook ejv nq| GKwU Workbook G‡Ki AwaK 

Worksheet-Gi mgš̂‡q ˆZwi nq| Worksheet-†K Spreadsheet I ejv nq, †hLv‡b 

GKwU Table-G Data Ges Data Level emv‡bv n‡q _v‡K| wb‡Pi Worksheet-wU jÿ 

Kiæb, †hLv‡b wKQz WvUv emv‡bv n‡q‡Q| 

 

 

 

GKwU Worksheet GKRb wnmveiÿ‡Ki gZ KvR K‡i _v‡K| cÖ‡Z¨KwU Worksheet-B 

Row Ges Column-Gwef³ _v‡K| cÖ‡Z¨KwU Row Ges Column-Gi gvSLv‡b †h †QvU 

Ni¸‡jv †`Lvhvq †m¸‡jv‡K Cell e‡j| Cell-G mvaviYZ Z_¨, wnmv‡ei Rb¨ dg©yjv emv‡bv 

nq| 

 

cÖ‡Z¨KwU †m‡ji Avjv`v Avjv`v Cell Address _v‡K| Column Ges Cell Number-

Gi mgš̂‡q Cell Address ˆZwi nq| †hgb : Dc‡ii wPÎwU jÿ Kiæb| 3bs Row-Gi B 

Column-G 200 i‡q‡Q| myZivs D³ †mjwU‡K Avgiv B3 ej‡Z cvwi| †Kvb dgy ©jv †jLvi 



gvB‡µvmd&U Awdm 2007-2019 

238 

†ÿ‡Î D³ Cell-Gi Address e¨envi Ki‡Z nq| wP‡Î jÿ Kiæb Active Cell 

Address As‡k E3 †jLv i‡q‡Q| Gevi Active Cell As‡k jÿ Kiæb 750 i‡q‡Q Ges 

dgy©jv ev‡i †`Lyb B3+C3+D3 †jLv i‡q‡Q| Gevi fvj K‡i jÿ Kiæb B3 Cell-G 200, 

C3 Cell-G 250 Ges D3 Cell-G 300 i‡q‡Q| Gevi 200, 250 I 300 †hvM K‡i †`Lyb 

DËi n‡e 750| 

 

gvB‡µvmd&U G‡·‡ji GKUv gRvi e¨vcvi nj Cell-G †Kvb Data Input Kivi ci †h ‡Kvb 

mgq Calculation Ges Recalculation Kiv hvq| †hgb: Dc‡ii wPÎwU‡Z jÿ Kiæb| 

GLv‡b B3 Cell-G 200 i‡q‡Q| Gevi 200-Gi ¯’v‡b 300 emvb| jÿ Kiæb Total As‡k 

A_©vr E3 Cell m‡½ m‡½ Recalculate n‡q 850 n‡e| 

 

 

 

G‡·j Worksheet-G †Kvb Data, Formula w`‡q c~Y©v½ GKwU wnmve ˆZwi Kivi ci 

†mwU we‡kølY Kiv hvq| †hgb: Dc‡ii wnmvewU Kivi ci †mwU †_‡K GKwU Chart ˆZwi K‡i 

Lye mn‡RB wnmv‡ei we‡kølY cvIqv hvq| 
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jÿ Kiæb wPÎwUi Wvb As‡k Winter, Spring, Summer Ges Total-†K Avjv`v Avjv`v 

Color-G wef³ K‡i †`Lv‡bv n‡q‡Q| Gevi g~j As‡k jÿ Kiæb| Lye mn‡RB †evSv hvq 

Kvi Score me‡P‡q †ewk| Chart wb‡q cieZ©x‡Z we Í̄vwiZ Av‡jvPbv Kiv n‡e| 

 

Cell Addresses 
Avcwb hw` gvB‡µvmd&U Iqv‡W© Table ˆZwi K‡i _v‡Kb, Zvn‡j Row, Column Ges 

Cell-†K bZzb K‡i cwiPq Kwi‡q †`Iqvi wKQz †bB| GLv‡b Row-†K Number Ges 

Column-†K Leveled †hgb : A to Z, AA to AZ, BA to BZ BZ¨vw` w`‡q wPwýZ 

Kiv nq| g‡b ivLvi gZ ¸iæZ¡c~Y© welq nj Colum Letter Ges Row-Gi mgš̂‡q Cell 

Address ˆZwi nq| †hgb: Worksheet-Gi cÖ_g Cell nj A1, wØZxqwU B1 BZ¨vw`| 

Cell Address †ei Kivi Rb¨ †h ‡Kvb Cell-G wK¬K Kiæb| Gevi Dc‡i Formula Bar-

Gi evg w`‡K Active Cell Address-G jÿ Kiæb Cell Address Show Ki‡Q| 
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Abykxjb-2 

Workbooks and Worksheets 

 

Workbooks and Worksheets Kx? 

G‡·j I‡cb Kivi m‡½ m‡½ Avcbvi mvg‡b wKQz Column Ges wKQz Row-Gi mgš^‡q 

GKwU DB‡Ûv I‡cb n‡e| g~jZ GwU‡KB Spreadsheet ev Worksheet ejv nq| G ai‡bi 

wZbwU Worksheet h_v Sheet1, Sheet2, Sheet3 wb‡q GKwU Workbook MwVZ| 

cÖ‡qvR‡b Worksheet evov‡bv-Kgv‡bv wKsev bvg cwieZ©b Kiv hvq| Worksheet-Gi 

Column-†K Letter †hgb: A, G A_ev BF Ges Row-†K Number †hgb: 1 A_ev 

249 w`‡q wPwýZ Kiv nq| Row Ges Column-Gi gvSLv‡bi †QvU †QvU Ni‡K Cell ejv 

nq| 

 

bZzb Worksheet ms‡hvRb Kiv (Adding Sheet) 
G‡·‡j KvR Kivi mgq bZzb Worksheet ms‡hvRb Kivi cÖ‡qvRb n‡Z cv‡i| †m †ÿ‡Î 

Lye mn‡RB GKwU bZzb Worksheet ms‡hvRb Kiv hvq| gRvi e¨vcvi, GKvwaK 

Worksheet GKB m‡½ GKwU Workbook dvB‡j msiÿY Kiv hvq| hLb G‡·j I‡cb 

Kiv nq, ZLb wWdë wn‡m‡e wZbwU Worksheet _v‡K| B‡”Q Ki‡j GUv Kgv‡bv wKsev 

evov‡bv hvq| 

 

wb‡Pi cÖwµqvwU AbymiY K‡i bZzb GKwU Worksheet Insert Kiæb 

Home Tabe-Gi Cells Group-Gi Insert Button-G wK¬K K‡i cyj WvDb †gby †_‡K 

Insert Sheet wm‡j± Kiæb| 

 

 

bZzb GKwU Worksheet Insert n‡e| GQvov wb‡Pi Insert Worksheet Icon-G wK¬K 

K‡i mivmwi bZzb Worksheet Insert Kiv hvq| 
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Worksheet-Gi bvg cwieZ©b Kiv 

cÖ_‡g gvB‡µvmd&U Awdm G‡·j I‡cb Kiæb| Worksheet-wUi bvg cwieZ©‡bi Rb¨ 

Sheet1 †jLv As‡ki Dci Right Click K‡i Rename wbe©vPb Kiæb|  

 

 

Gevi †h ‡Kvb bvg w`b| †hgb: Salarysheet wj‡L B›Uvi †cÖm Kiæb| jÿ Kiæb 

Worksheet-wUi bvg cwieZ©b n‡q GLb Salarysheet n‡q‡Q| 

 

 

 

Worksheet-G KvR Kiv 
Worksheet-G Data Entry Kiv Lye weiw³Ki e¨vcvi| wKš‘ gvB‡µvmd&U G‡·‡j WvUv 

hy³ Kivi Rb¨ mnR wKQz Dcvq i‡q‡Q| Lye mn‡R Worksheet-G Kxfv‡e WvUv Gw›Uª Kiv 
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hvq, wK wK ai‡bi WvUv i‡q‡Q Ges Text Lebels, Numbers, Dates and Time 

BZ¨vw` welq wb‡q Av‡jvPbv Kie| 

 

Wroksheet Cell-G mvaviYZ Pvi K¨vUvMwi‡Z Data hy³ Kiv nq| h_v: 

 Text 

 A value (numeric, date, or time) 

 A logical value (True or False) 

 A formula that returns a value, logical value or text 
 

Worksheet-G Data ms‡hvRb Kiv 
1. Worksheet-Gi †hLv‡b Data A_ev Text Label hy³ Kiv cÖ‡qvRb, †mLv‡b wK¬K 

Kiæb| 

2. Gevi Kx‡evW© †_‡K cÖ‡qvRbxq WvUv UvBc Kiæb| 

 

 

 

3. Gevi Kx‡evW© †_‡K Enter, Arrow Key (←,↑, →, ↓), Tab A_ev Formula 

Bar-Gi Enter Button ( )-G wK¬K Kiæb| 
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Cell-G Text Wrap Kiv 

wKQz mgq †Kvb Text Entry Kivi †ÿ‡Î eo †Kvb †jLv n‡j †mUv †m‡j wdU nq bv| †hgb 

: Excel Worksheet-Gi †Kvb Cell-G wK¬K K‡i UvBc Kiæb Computer World| 

jÿ Kiæb †jLvwU wbR¯̂ Cell AwZµg K‡i cv‡ki Cell-G P‡j †M‡Q| 

 

 

 

cÖ‡qvR‡b Lye mn‡RB G mgm¨vi mgvavb Kiv hvq| Home Tab-Gi Alignment Group-

Gi Wrap Text-G wK¬K Kiæb| 

 

 

 

jÿ Kiæb Computer World †jLvwU wef³ n‡q wbw ©̀ó Cell-G i‡q‡Q| 

 

Gevi Alignment KgvÛ e¨envi K‡i †jLvwU‡K Cell-Gi gvSLv‡b mvRvb| 

 

mvswL¨K gvb †jLv (Entering Numeric Values) 
gvB‡µvmd&U G‡·‡j eo †Kvb msL¨v wjL‡j Cell-G wdU bv nIqvq Pounds Sign (###) 

A_ev Scientific Notaion †hgb : (8.78979E+15) Show K‡i| †m †ÿ‡Î Active 

Cell-Gi mewKQz Formula Bar-G †`Lv hvq| Cell-G †Kvb fMœv‡k †jLvi cÖ‡qvRb n‡j 

†hgb: 

3

8
 cÖ‡ek Kiv‡bvi cÖ‡qvRb n‡j Kx‡evW© †_‡K UvBc Kiæb 3/8, A_ev 5

3

8
 †jLvi 

cÖ‡qvRb| †m †ÿ‡Î cÖ_‡g UvBc Kiæb 5| Gevi GKwU duvKv †¯úm Ges UvBc Kiæb 3/8| 

Gevi B›Uvi †cÖm Kiæb| GLb dgy©jv ev‡i jÿ Kiæb G‡·j fMœvskwU‡K A‡Uv‡gwUK 

Decimal Number-G KbfvU© K‡i wb‡q‡Q| †hgb: 5
3

8
 fMœvskwU 5.375 †`Lv‡”Q| 
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Spreadsheet Editing Kiv 

gvB‡µvmd&U G‡·‡j ỳB ai‡bi GwWwUs cÖwµqv i‡q‡Q : 

1. Data Editing †hgb : Label, Number Ges Formula| 

2. Physical Layout Editing †hgb : Row/Column ms‡hvRb/we‡qvRb, 

Row/Column-Gi Width Ges Heights BZ¨vw`| 

ch©vqµ‡g Dfq welq wb‡qB Av‡jvPbv Kiv n‡e| Z‡e cÖ_‡g Data m¤úwK©Z wKQz ¸iæZ¡c~Y© 

welq wb‡q Av‡jvPbv Kiv hvK| 

 

Cell-Gi Data GwWU Kiv 

B‡Zvg‡a¨B Cell, Column Ges Row wb‡q Av‡jvPbv Kiv n‡q‡Q| myZivs AvkvKwi Cell, 

Column Ges Row wb‡q bv †evSvi †Kvb KviY †bB Ges Cell-G Kxfv‡e WvUv ms‡hvRb 

Ki‡Z nq †mB welq wb‡qI Av‡jvPbv Kiv n‡q‡Q| Cell-G †Kvb WvUv Gw›Uª Kivi ci Zv 

Avevi GwWU Kivi cÖ‡qvRb n‡Z cv‡i| 

 

1. †h Cell-Gi WvUv GwWU Kiv cÖ‡qvRb †mB Cell-G Wvej wK¬K Kiæb| jÿ Kiæb, †m‡ji 

†fZ‡i GKwU Kvm©i †`Lv hv‡”Q| 

 

 

 

2. Gevi Kx‡evW© †_‡K Backspace A_ev Delete Kx e¨envi K‡i cÖ‡qvRbxq WvUv GwWU 

Kiæb| 

 

Dc‡ii cÖwµqv QvovI †Kvb Cell-Gi Data GwWU Kiv hvq| G Rb¨ Kvw•ÿZ †m‡j wK¬K 

Kiæb| Gevi Formula Bar-G ZvwK‡q †`Lyb Avcbvi wm‡j± Kiv †m‡ji mewKQzB dg©yjv 

ev‡i †`Lv hv‡”Q| Gevi GLv‡b wK¬K K‡i B‡”QgZ WvUv GwWU Kiv hv‡e| 
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Abykxjb-3 

Row and Column 

 

Column Width cwieZ©b 

aiv hvK B Kjv‡gi Width evov‡bv wKsev Kgv‡bv cÖ‡qvRb| gvDm c‡q›Uvi‡K Kjv‡gi 

Dc‡i wb‡q hvb †hLv‡b A, B, C BZ¨vw` Column bv¤^vi †`Iqv i‡q‡Q| Gevi gvDm 

c‡q›UviwU‡K B Ges C-Gi gvSLv‡b wb‡q hvb (wPÎ †`Lyb)| gvDm c‡q›UviwU cwieZ©b n‡q 

Two-way Pointing Arrow-†Z iƒcvšÍi n‡e| Gevi wK¬K K‡i Wv‡b wKsev ev‡g Wª¨vM 

K‡i †Q‡o w`b| jÿ Kiæb, Kjv‡gi Width cwieZ©b n‡q‡Q| 

 

 

 

Row Height cwieZ©b 

Column-Gi Width cwieZ©b Kivi gZB Row-Gi Height cwieZ©b Kiv hvq| aiv hvK 

3-bs Row-Gi Height cwieZ©b Kiv cÖ‡qvRb| gvDm c‡q›Uvi‡K Row-Gi evg w`‡K 

wb‡q hvb †hLv‡b 1, 2, 3 bv¤v̂i Kiv Av‡Q (wPÎ)| Gevi 3 Ges 4-Gi gvSLv‡b Kvm©i wb‡j 

gvDm c‡q›UviwU cwieZ©b n‡q Two-way Pointing Arrow-†Z iƒcvšÍi n‡e| Gevi wK¬K 

K‡i Dc‡i wKsev wb‡P Wª¨vM K‡i †Q‡o w`b|  

 

 

 

Dc‡ii wbqg Abyhvqx Lye ª̀æZ Column wKsev Row Size cwieZ©b Kiv hv‡e| wKš‘ me 

Column wKsev Row mgvb gv‡c cwieZ©b Kivi Rb¨ Kvw•ÿZ Column wKsev Row 

¸‡jv wm‡j± Kiæb| Gevi Home Tab †_‡K Cells Group-Gi Format evU‡b wK¬K 

Kiæb| GKwU Pull-down †gby I‡cb n‡e| 



gvB‡µvmd&U Awdm 2007-2019 

246 

 

 

 

Row-Gi Height cwieZ©b Kivi Rb¨ Row Height-G wK¬K Kiæb| Row Height 

Dialog Box I‡cb n‡e| 

 

 

 

GLv‡b B‡”QgZ Height wj‡L Ok Kiæb| 

 

Column ms‡hvRb (Insert Columns) 
Av‡MB ejv n‡q‡Q gvB‡µvm&dU Iqv‡W©i A‡bK wKQzB GLv‡b wgj i‡q‡Q| †Kvb Column, 

Row Add wKsev Delete Kivi cÖwµqv A‡bKUv Iqv‡W©i m‡½ wgj i‡q‡Q| wb‡Pi wPÎwU 

†`Lyb| aiv hvK B Ges C Kjv‡gi gvSLv‡b bZzb GKwU Column ˆZwi Kiv cÖ‡qvRb| 

 

1. C Kjv‡gi †h ‡Kvb Cell-G Kvm©i †i‡L Home Tab-G wK¬K Kiæb| 

2. Cells MÖæ‡c _vKv Insert Button-Gi cyj-WvDb †gby †_‡K Insert Sheet 

Columns-G wK¬K Kiæb| 
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3. jÿ Kiæb C bv‡g bZzb GKwU Column Insert n‡q‡Q| Gevi cÖ‡qvRbxq WvUv ms‡hvRb 

Kiæb| 

 

 

 

Row ms‡hvRb (Insert Row) 
1. g‡b Kwi 3 Ges 4-bs Kjv‡gi gvSLv‡b GKwU Row cÖ‡qvRb| 4-bs Row-Gi †h ‡Kvb 

¯’v‡b Kvm©i ivLyb| Gevi Home Tab-Gi Cells MÖæ‡ci Insert Button-Gi cyj-WvDb 

†gby †_‡K Insert Sheet Rows-G wK¬K Kiæb| 

 

 

2. jÿ Kiæb bZzb GKwU Row Insert n‡q‡Q| Gevi cÖ‡qvRbxq WvUv ms‡hvRb Kiæb| 
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Cell, Row, Column, Sheet gy‡Q †djv 

1. Home U¨v‡ei Wvb As‡k Cell Group †_‡K Delet-G wK¬K Kiæb| Delet 

WªcWvDb wj÷ I‡cb n‡e| 

 

2. †h Cell, Row, Column wKsev Sheet Delete Kiv cÖ‡qvRb Zv wm‡j± Kiæb| 

1. Cell gyQ‡Z Delete Cells 

2. Row gyQ‡Z Delete Sheet Rows 

3. Column gyQ‡Z Delete Sheet Columns 

4. Sheet gyQ‡Z Delete Sheet 

 

Cell-†K Merge Kiv 

Avcwb hw` gvB‡µvmd&U Iqv‡W©i Table Aa¨vqwU fvj K‡i Abykxjb K‡i _v‡Kb Z‡e G‡·‡j 

KvR Kiv A‡bK mnR n‡e| †mB m‡½ Merge wKsev Split eyS‡ZI †Kvb Amyweav nIqvi 

K_v bq| gvB‡µvmd&U Excel-G Cell-†K Merge Kivi Rb¨ wb‡Pi cÖwµqvwU AbymiY 

Kiæb| 

 

cÖ_‡g †h Cell ¸‡jv Merge Ki‡Z Pvb †mB †mj¸‡jv wm‡j± Kiæb| Gevi Home Tab-

Gi Alignment Group-Gi Merge & Center evU‡b wK¬K Kiæb| wm‡j± Kiv †mj¸‡jv 

Merge n‡q hv‡e| wb‡Pi wPÎwU †`Lyb| 
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cybivq Cell-†K Unmerge Kivi Rb¨ Merge Kiv Cell ¸‡jv wm‡j± Kiæb| Gevi 

Home Tab-Gi Alignment Group-Gi Merge & Center evU‡bi Wv‡b WªcWvDb 

evU‡b wK¬K K‡i Unmerge Cells-G wK¬K Kiæb| 
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Abykxjb-4 

Formula wb‡q KvR Kiv 

 

Formula 
Avgiv Rvwb †Kvb MvwYwZK K¨vjKz‡jk‡bi †ÿ‡Î dgy ©jv ev m~Î Rvbv Avek¨K| KviY †Kvb 

m~Î ev dg©yjv e¨ZxZ MvwYwZK K¨vjKz‡jkb Kiv m¤¢e bq| ZvB gvB‡µvmd&U G‡·‡j †Kvb 

MvwYwZK ev jwRK¨vj AvDUcyU cvIqvi Rb¨ wKQz dg©yjv cÖ‡qvM Ki‡Z nq| gvB‡µvmd&U 

G‡·‡j dgy©jv cÖ‡qvM K‡i †h ‡Kvb RwUj MvwYwZK mgvavb cvIqv m¤¢e| G ch©v‡q wKQz 

¸iæZ¡c~Y© dgy©jv wb‡q Av‡jvPbv Kiv nj| 

 

†hvM Kiv 

mvaviYZ ỳwU msL¨vi †hvMdj †ei Kivi Rb¨ cÖ_‡g =(Equal) wj‡L †hB ̀ ywU msL¨v ev Cell 

†hvM Kiv cÖ‡qvRb †mB ̀ ywU Cell Address wj‡L gvSLv‡b + mvBb w`‡q Enter †cÖm Ki‡jB 

†hvMdj †ei n‡q hv‡e| †hgb : =(A1+B1),wKš‘ GKB m‡½ GKvwaK c` ev †mj †hvM Kivi 

†ÿ‡Î cÖ_‡g †hB Cell-G DËi †ei Kiv `iKvi †mB †m‡j Kvm©i ivLyb| Gevi Kx‡evW© †_‡K 

UvBc Kiæb =(Equal)| Gevi cÖ_g eÜbx w`‡q †hLvb †_‡K †hvM Kiv cÖ‡qvRb Zvi cÖ_g 

Cell Address wjLyb Ges Kx‡evW© †_‡K (:) mvBb w`‡q †k‡li Cell Address wj‡L eªv‡KU 

†K¬vR K‡i B›Uvi w`b| aiv hvK A1 †mj †_‡K F1 Cell ch©šÍ †hvMdj †ei Kiv `iKvi| †m 

†ÿ‡Î Kvw•ÿZ †mj †hgb : G1 Cell-G Kvm©i †i‡L UvBc Kiæb =sum(A1:F1)| Gevi 

Kx‡evW© †_‡K Enter †cÖm Kiæb| jÿ Kiæb Avcbvi Kvw•ÿZ †m‡j DËi P‡j G‡m‡Q| wb‡Pi 

wPÎwU †`Lyb| 

 

 

 

Gevi m¤ú~Y© cÖwµqvwU wb‡R wb‡R PP©v Kib| 

 

we‡qvM Kiv 

gvB‡µvmd&U G‡·‡j Lye mn‡RB †h ‡Kvb ivwk‡K AwZ Aí mg‡q we‡qvM Kiv hvq| G †ÿ‡Î 

†hv‡Mi gZ ỳB‡qi AwaK msL¨v wb‡q KvR Kiv hvq bv| †hgb: Dc‡ii wPÎwU jÿ Kiæb| 

GLv‡b A †_‡K ïiæ K‡i F ch©šÍ cÖ‡Z¨KwU Cell GKB m‡½ †hvM Kiv n‡q‡Q| wKš‘ we‡qv‡Mi 
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†ÿ‡Î GwU m¤¢e bq| †hgb: GLv‡b A Ges B, B Ges C, C Ges D, A_ev D Ges E-Gi 

we‡qvMdj †ei Kiv hvq| G †ÿ‡Î Formula-wU n‡e =(A1-B1)| 

 

¸Ydj †ei Kiv 

we‡qvMdj †ei Kivi gZ ¸YdjI GKBfv‡e †ei Kiv nq ïay we‡qvM wP‡ýi ¯’v‡b Kx‡evW© 

†_‡K * wj‡L Enter †cÖm Kiæb| †hgb : =(Cell Address*Cell Address)| †`Lyb 

Avcwb †h Cell Address UvBc K‡iwQ‡jb †mB †mj A¨v‡Wªm¸‡jvi ¸Ydj †ei n‡q‡Q| 

Avevi Product Formula e¨envi K‡i GKvwaK Cell-†K GK‡Î ¸Y Kiv hvq| †hgb: A1 

Cell †_‡K D1 Cell ¸‡jv‡K GK‡Î ¸Y Ki‡Z Kvw•ÿZ †m‡j wK¬K K‡i dg©yjv ev‡i 

=PRODUCT(A1:D1) UvBc K‡i B›Uvi †cÖm Kiæb| 

 

 

 

 

fvMdj †ei Kiv 

¸Ydj †ei Kivi gZ fvMdjI GKBfv‡e †ei Kiv nq ïay we‡qvM wP‡ýi ¯’v‡b Kx‡evW© †_‡K 

(/) wj‡L Enter †cÖm Kiæb| †hgb : =(Cell Address/Cell Address)| †`Lyb Avcwb 

†h Cell Address UvBc K‡iwQ‡jb †mB †mj A¨v‡Wªm¸‡jvi fvMdj †ei n‡q‡Q| 

 

cv‡m©‡›UR †ei Kiv 

gvB‡µvmd&U G‡·‡j Lye mn‡RB cv‡m©‡›UR wbY©q Kiv hvq| wb‡Pi wPÎwU †`Lyb| GLv‡b 

Formula Bar-G jÿ Kiæb C2 Cell-Gi Mo wbY©q Kiv n‡q‡Q| aiv hvK 500-Gi 10% 

†ei Kiv cÖ‡qvRb| †m †ÿ‡Î Kvw•ÿZ Cell-G Kvm©i ivLyb| Kx‡evW© †_‡K =(500*10%) 

UvBc K‡i Enter †cÖm Kiæb| jÿ Kiæb 500-Gi 10% †ei n‡q‡Q| 
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Mo wbY©q 

ỳB‡qi AwaK msL¨vi Mo wbY©‡qi †ÿ‡Î cÖ_‡g =Average (Cell Address1:Cell 

Address2) wj‡L Enter †cÖm Kiæb| †hgb : A1 †mj †_‡K F1 Cell ¸‡jvi Mo wbY©q 

Kiv cÖ‡qvRb| †m †ÿ‡Î Kvw•ÿZ Cell-G Kvm©i ivLyb| Gevi Kx‡evW© †_‡K UvBc Kiæb 

=Average (A1:F1)| Gevi Kx‡evW© †_‡K Enter †cÖm Kiæb| †`Lyb A1 †_‡K F1 ch©šÍ 

†mj¸‡jvi Mo wbY©q n‡q‡Q| 
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Abykxjb-5 

Chart ev MÖvd wb‡q KvR Kiv 

PvU© ev MÖvd m¤ú‡K© we Í̄vwiZ Av‡jvPbvi Av‡M G m¤ú‡K© wKQz K_v ejv cÖ‡qvRb| ¯‹zj Rxe‡b 

exRMwY‡Zi wkÿ‡Ki Kv‡Q wbðqB MÖvd KvM‡R X-Aÿ Ges Y-A‡ÿ wewfbœ gvb A¼b Øviv 

MÖvd ˆZwi wk‡L‡Qb| wi‡cvU©, wnmve we‡kølY, „̀k¨gvb wKsev Zzjbvg~jK djvdj †`Lv‡bvi 

†ÿ‡Î Chart ev MÖvd GKwU ¸iæZ¡c~Y© welq| K_v nj wi‡cv‡U©i Z_¨‡K mnRfv‡e Dc ’̄vcb 

Kivi †ÿ‡Î MÖvd e¨envi Kiv n‡q _v‡K| MÖvd wewfbœ ai‡bi n‡Zcv‡i| gvB‡µvmd&U G‡·j 

e¨envi K‡i Lye mn‡RB B‡”QgZ MÖvd ˆZwi Kiv hvq|  

 

 

 

 

 

 

 

 

 

GLb GKwU e¨envwiK cÖwµqvi gva¨‡g PvU© ev MÖv‡di wewfbœ welq avivevwnKfv‡e Av‡jvPbv 

Kie| cÖ_‡g GKwU Chart ˆZwi Kiv hvK| 

Chart ˆZwi Kiv 

aiv hvK GKwU †Kv¤úvwbi K‡qK gv‡mi wnmve‡K PvU© ev MÖvd AvKv‡i cÖKvk Kie| 

1. Av‡Mi Kiv GKwU WvUv‡eR I‡cb Kiæb A_ev wb‡Pi gZ GKwU WvUv‡eR ˆZwi Kiæb| 
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jÿ Kiæb, GLv‡b Rvbyqvwi †_‡K GwcÖj gvm ch©šÍ ÷z‡W›U fwZ©i GKwU wi‡cvU© ˆZwi Kiv 

n‡q‡Q| Gevi GB wi‡cvU©wU‡K PvU© ev MÖvd AvKv‡i Dc¯’vcb Kie| 

2. Insert Tab-Gi Charts Group-Gi Dialog Box Launcher-G wK¬K Kiæb| 

 

 

3. Insert Chart Dialog I‡cb n‡e| GLvb †_‡K †h ‡Kvb GKwU PvU© ev MÖvd wbe©vPb 

K‡i Ok Kiæb| 
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4. jÿ Kiæb GKwU PvU© ev MÖvd ˆZwi n‡q‡Q| Gevi PvU© ev MÖvdwU‡Z jÿ Kiæb Lye mn‡RB 

Avcbvi wi‡cvU©wUi we‡kølY cvIqv hv‡e| 

 

 

 

 

 

 

 

 

  

Gevi dvBjwU Save Kiæb| KviY cieZ©x‡Z GB dvBjwUi Dci wfwËK‡i PvU© ev MÖv‡di 

Ab¨vb¨ welq wb‡q Av‡jvPbv Kiv n‡e| 

 

Title hy³ Kiv 

†h ‡Kvb welq‡K Lye mn‡R †evaMg¨ Kivi †ÿ‡Î Title ev wk‡ivbvg GKwU ¸iæZ¡c~Y© welq| 

GKwU wi‡cvU©‡K PvU© ev MÖvd AvKv‡i Dc¯’vcb Kivi ci AviI mnR‡eva¨ Kivi †ÿ‡Î Chart 

Title Ges wKQz Axis Title hy³ Kiv nq| Chart Title n‡”Q Chart-Gi wk‡ivbvg| 

Ab¨w`‡K Axis Title n‡”Q Aÿ| 

Chart Title hy³ Kiv 

1. Chart-wU‡Z wK¬K Kiæb| 

2. jÿ Kiæb Ribbon-G Design, Layout, Format bv‡g wZbwU Contextual Tab 

G‡m‡Q| Gevi Layout-G wK¬K Kiæb|  

3. Labels MÖæc †_‡K Chart Title-G wK¬K K‡i Above Chart wbe©vPb Kiæb| 
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4. jÿ Kiæb Chart-wUi Dc‡i Chart Title hy³ n‡q‡Q| Gevi Chart Title As‡k wK¬K 

K‡i †jLvwU gy‡Q w`‡q wjLyb Admission Report 2013|  

 

 

 

 

 

 

 

 

 

Axis Title hy³ Kiv 

jÿ Kiæb Chart-Gi wb‡P A_©vr Horizontal Axis ev X Axis (Aÿ)-G Jan †_‡K 

Apr ch©šÍ gvm Ges evg As‡k A_©vr Vertical Axis ev Y Axis (Aÿ)-G Data Labels 
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0 †_‡K 120 ch©šÍ cÖ`wk©Z n‡”Q| G¸‡jvB n‡”Q Axis ev Aÿ| GB Axis ev A‡ÿ B‡”QgZ 

Title hy³ Kiv hvq| 

Horizontal Axis hy³ Kiv 
1. ChartwU‡Z wK¬K Kiæb| Ribbon-G Design, Layout, Format bv‡g wZbwU 

Contextual Tab I‡cb n‡e| 

2. Layout Tab †_‡K Labels Group †_‡K Axis Titles-Gi Primary 

Horizontal Axis Title †_‡K Title Below Axis-G wK¬K Kiæb| 

 

3. Chart-Gi wb‡P Axis Title hy³ n‡e| †h‡nZz Horizontal Axis-G Month cÖ`wk©Z 

n‡”Q, ZvB Axis Title †jLvwU‡Z wK¬K K‡i wjLyb| 
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Vertical Axis hy³ Kiv 
1. Chart-wU‡Z wK¬K Kiæb| Ribbon-G Design, Layout, Format bv‡g wZbwU 

Contextual Tab I‡cb n‡e| 

2. Layout Tab †_‡K Labels Group †_‡K Axis Titles-Gi Primary Vertical 

Axis Title †_‡K Rotated Title-G wK¬K Kiæb| 

 

3. Chart-Gi wb‡P Axis Title hy³ n‡e| †h‡nZz Vertical Axis-G Admission 

Data cÖ`wk©Z n‡”Q, ZvB Axis Title †jLvwU‡Z wK¬K K‡i Admission wjLyb| 
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Data Table hy³ Kiv 

Chart-Gi m‡½ Data Table hy³ K‡i Chart-†K AviI mn‡R Dc¯’vcb‡hvM¨ Kiv nq|  

1. Chart-wU‡Z wK¬K Kiæb| Ribbon-G Design, Layout, Format bv‡g wZbwU 

Contextual Tab I‡cb n‡e| 

2. Layout Tab wbe©vPb Kiæb| 

3. Levels Group-Gi Data Table †_‡K Show Data Table wbe©vPb Kiæb| 

 

 

4. jÿ Kiæb Pv‡U©i wb‡P GKwU Data Table hy³ n‡q‡Q| 
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jÿ Kiæb †h Data Table-wU e¨envi K‡i Chart ˆZwi Kiv n‡qwQj †mB †UwejwU GLb 

Chart-Gi m‡½ hy³ n‡q‡Q| 

Legend hy³ Kiv 

WvUv‡K ¯̂Zš¿fv‡e cÖKvk Kivi Rb¨B Legend e¨envi Kiv nq| jÿ Kiæb Chart-Gi Wvb 

w`‡K Total Admission, Fundamental Ges Graphics-Gi ev‡g Avjv`v Avjv`v 

Color cÖ`k©b Ki‡Q| G¸‡jvB n‡”Q Legend| 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legend hy³ Ki‡Z wb‡Pi cÖwµqvwU AbymiY Kiæb: 

1. Chart-wU‡Z wK¬K Kiæb| Ribbon-G Design, Layout, Format bv‡g wZbwU 

Contextual Tab I‡cb n‡e| 

2. Layout Tab wbe©vPb Kiæb| 

3. Lebels Group-Gi Legend-G wK¬K Kiæb| GKwU WªcWvDb wj÷ Avm‡e| 
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1. Legend ev` w`‡Z None-G wK¬K Kiæb| 

2. Chart-Gi Wv‡b Legend hy³ Ki‡Z Show Legend at Right-G wK¬K Kiæb| 

3. Gfv‡e Ab¨ Ackb¸‡jv wK¬K K‡i Avcbvi cQ‡›`i RvqMvq Legend hy³ Kiæb| 

 

Chart cwieZ©b Kiv 

GZÿY Avgiv Column Chart wb‡q KvR K‡iwQ| aiv hvK GB Chart-wU‡K Pie Chart-

G cwieZ©b Kiv cÖ‡qvRb| 

1. Chart-wU‡Z wK¬K Kiæb| 

2. Design U¨ve †_‡K Change Chart Type-G wK¬K Kiæb|  

 

 



gvB‡µvmd&U Awdm 2007-2019 

262 

3. Change Chart Type bv‡g GKwU WvqvjM e· I‡cb n‡e| GLv‡b wewfbœ ai‡bi 

Chart i‡q‡Q| K¨vUvMwi †_‡K cÖ‡qvRbxq K¨vUvMwi wbe©vPb Kiæb| †hgb: Pie wbe©vPb 

Kiæb| Gevi Wvb Ask †_‡K Pie-Gi †h ‡Kvb GKwU Chart wbe©vPb K‡i Ok Kiæb| 

 

 

 

4. jÿ Kiæb Chart-wU cwieZ©b n‡q‡Q| 
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Abykxjb-6 

gvB‡µvmd&U G‡·‡ji ¸iæZ¡c~Y© e¨envwiK cÖ‡R±mg~n 

Salarysheet ˆZwi Kiv 

Av‡MB e‡jwQ, eZ©gvb hy‡Mi m‡½ wb‡R‡K gvwb‡q †bIqvi †ÿ‡Î Kw¤úDUv‡ii weKí †bB| 

†mB m‡½ gvB‡µvmd&U IqvW© Ges G‡·j Rvbv bv _vK‡j PvKwi wKsev e¨emvwqK †ÿ‡Î 

Ab¨‡`i Zzjbvq A‡bKUv wcwQ‡q _vK‡eb| Avgv‡`i ˆ`bw›`b Rxe‡b gvB‡µvmd&U IqvW© Ges 

G‡·j Rvbv cÖ‡Z¨KwU gvby‡liB cÖ‡qvRb| aiv hvK Avcwb GKwU cÖwZôv‡b PvKwi K‡ib Ges 

Avcbv‡K GKwU Salarysheet ˆZwi Kivi KvR †`Iqv nj| G ch©v‡q gvB‡µvmd&U G‡·j 

e¨envi K‡i GKwU Salarysheet ˆZwii cÖwµqv Av‡jvPbv Kie|  

 

 

 

aiv hvK Kw¤úDUvi Iqv‡ì© mvZRb Kg©KZ©v i‡q‡Qb| Zv‡`i wewfbœR‡bi †eZb Ges fvZv 

Avjv`v| cÖ‡Z¨‡Ki Basic †eZ‡bi Dci wfwË K‡i House Rent (HR), Medical 

Allowance (MA), Provident Fund (P.Fund), Insurance wba©viY Kiv nq| 

cÖ_‡g wb‡Pi gZ GKwU Sheet ˆZwi Kiæb| 

 

 

 

Leave wbY©q 

Gevi cÖ_‡g Leave †ei Kiæb| cÖ‡Z¨‡Ki Late-Gi Dci wfwË K‡i Leave †ei Kiv n‡e| 

aiv hvK cÖ‡Z¨K 3 w`‡b GKw`b Leave aiv n‡e| †m †ÿ‡Î 3 w`‡b GKw`b, 6 w`‡b ̀ yBw`b, 
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9 w`‡b wZbw`b Ges 12 w`‡b Pviw`b n‡j E7 Cell-G Kvm©i †i‡L Formula Bar-G wb‡Pi 

Formula-wU UvBc K‡i Enter †cÖm Kiæb| 

=IF(D7<3,0,IF(D7<6,1,IF(D7<9,2,IF(D7<12,3,IF(D7>=12,4))))) 

 

 

jÿ Kiæb Hafsa-i 12 w`b Late nIqvq Pviw`b Leave a‡i‡Q| Gevi evwK mevi Leave 

wbY©q Kivi Rb¨ bZzb K‡i Formula †jLvi cÖ‡qvRb †bB| gvDm c‡q›UviwU E7 Cell-Gi 

Wvb w`‡Ki wb‡P †QvU GKwU cøvm mvB‡bi gZ i‡q‡Q (Fill Handle), †mLv‡b gvDm c‡q›Uvi 

wb‡q hvb| †`Lyb gvDm c‡q›UviwU cwieZ©b n‡q‡Q| 

 

Gevi wK¬K K‡i wb‡Pi Cell ch©šÍ Wª¨vM K‡i †Q‡o w`b| 

 

†`Lyb cÖ‡Z¨‡Ki Leave wbY©q n‡q †M‡Q|  
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Total Days wbY©q 

Kg©w`em hw` 30 w`b nq, Z‡e 30 w`‡bi m‡½ Leave ev` w`‡jB Total Day wbY©q n‡e| 

F7 Cell-G wK¬K K‡i Formula Bar-Gi wb‡Pi Formula-wU wj‡L Enter †cÖm Kiæb| 

=30-E7 

†`Lyb Total Day wbY©q n‡q †M‡Q| 

 

 

 

Gevi evwK¸‡jv wbY©q Ki‡Z Av‡Mi gZ Fill Handle e¨envi Kiæb| jÿ Kiæb cÖ‡Z¨KwU 

Cell-G Leave wbY©q n‡q‡Q| 

 

 

 

House Rent wbY©q 

Basic †_‡K House Rent wbY©q Kiv n‡e| aiv hvK KviI †eZb hw` 6000 UvKvi wb‡P 

nq Z‡e Basic-Gi m‡½ 0% ¸Y n‡e, 8000 UvKvi wb‡P n‡j 15%,  9000 UvKvi wb‡P 

n‡j 20%, 12000 UvKvi wb‡P n‡j 22% Ges 12000 UvKvi Dc‡i n‡j 25% Basic-Gi 

m‡½ ¸Y n‡e| H7 Cell-G Kvm©i †i‡L Formula Bar-G wb‡Pi Formula-wU UvBc K‡i 

B›Uvi †cÖm Kiæb| 
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=IF(G7<6000,G7*0%,IF(G7<8000,G7*15%,IF(G7<9000,G7*20%,IF(

G7<12000,G7*22%,IF(G7>=12000,G7*25%)))))  

 

 
 

H7 Cell-G House Rent wbY©q n‡q‡Q| Gevi Fill Handle e¨envi K‡i evwK Cell 

¸‡jvi House Rent wbY©q Kiæb| 

 

Medical Allowance wbY©q 

Gevi GKBfv‡e Basic †_‡K Medical Allowance wbY©q Kiv n‡e| aiv hvK KviI †eZb 

hw` 6000 UvKvi wb‡P nq Z‡e Basic-Gi m‡½ 5% ¸Y n‡e, 8000 UvKvi wb‡P n‡j 7%, 

9000 UvKvi wb‡P n‡j 10%, 12000 UvKvi wb‡P n‡j 12% Ges 12000 UvKvi mgvb ev 

†ewk n‡j 15% Basic-Gi m‡½ ¸Y Kiv n‡e| I7 Cell-G Kvm©i †i‡L Formula Bar-G 

wb‡Pi Formula-wU UvBc K‡i Enter †cÖm Kiæb| 

=IF(G7<6000,G7*5%,IF(G7<8000,G7*7%,IF(G7<9000,G7*10%,IF(

G7<12000,G7*12%,IF(G7>=12000,G7*15%))))) 

 

 
 

Fill Handle e¨envi K‡i evwK Cell ¸‡jvi Medical Allowance wbY©q Kiæb|  
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Total wbY©q 

Basic, HR, MA †hvM K‡i Total wbY©q Kiv n‡e| J7 Cell-G Kvm©i †i‡L Formula 

Bar-G =SUM(G7:I7) UvBc K‡i Enter †cÖm Kiæb| 

 

 

Av‡Mi gZ Fill Handle e¨envi K‡i cÖ‡Z¨‡Ki Total wbY©q Kiæb| Dc‡ii wPÎwU †`Lyb| 

 

Provident Fund wbY©q 

Basic †_‡K Provident Fund wbY©q Kiv nq| aiv hvK †eZb hw` 6000 UvKvi wb‡P nq 

Z‡e Basic-Gi m‡½ 2% ¸Y n‡e, Z‡e kZ© n‡”Q 8000 UvKvi wb‡P n‡j 5%,  9000 

UvKvi wb‡P n‡j 7%, 12000 UvKvi wb‡P n‡j 8% Ges 12000 UvKvi mgvb ev †ewk n‡j 

9% nv‡i g~j †eZb †_‡K †K‡U ivLv n‡e| K7 Cell-G Kvm©i †i‡L Formula Bar-G 

wb‡Pi Formula-wU UvBc K‡i Enter †cÖm Kiæb| 

=IF(G7<6000,G7*2%,IF(G7<8000,G7*5%,IF(G7<9000,G7*7%,IF(G

7<12000,G7*8%,IF(G7>=12000,G7*9%))))) 

 

 
 

Fill Handle e¨envi K‡i Ab¨ mevi Provident Fund wbY©q Kiæb| 
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Insurance wbY©q 

aiv hvK †eZb hw` 6000 UvKvi wb‡P nq Z‡e Basic-Gi m‡½ 2%, 8000 UvKvi wb‡P 

n‡j 3%,  9000 UvKvi wb‡P n‡j 4%, 12000 UvKvi wb‡P n‡j 5% Ges 12000 UvKvi 

mgvb ev †ewk n‡j 6% nv‡i g~j †eZb †_‡K †K‡U ivLv n‡e| L7 Cell-G Kvm©i †i‡L 

Formula Bar-G wb‡Pi Formula-wU UvBc K‡i Enter †cÖm Kiæb| 

=IF(G7<6000,G7*2%,IF(G7<8000,G7*3%,IF(G7<9000,G7*4%,IF(G7<12

000,G7*5%,IF(G7>=12000,G7*6%))))) 
 

 
 

jÿ Kiæb GKR‡bi Insurance wbY©q n‡q‡Q| Fill Handle e¨envi K‡i Ab¨ mevi 

Insurance wbY©q Kiæb| 

 

Total Net Payble wbY©q 

†gvU †eZb‡K 30 w`‡q fvM (Kvh©w`em) K‡i Total Days-Gi m‡½ ¸Y K‡i Deduction 

A_©vr P.Fund, Insurance Ges Advance ev` w`‡q hv _v‡K, Zv-B nj Total Net 

Payble| 
 

Total Net Payble wbY©q Kivi Rb¨ N7 Cell-G wK¬K K‡i Formula Bar-G wb‡Pi 

Formula-wU UvBc K‡i B›Uvi †cÖm Kiæb| 

=J7/30*F7-SUM(K7:M7) 
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Advance wbY©q  

‡h †KD Advance wb‡q _vK‡j Advance As‡k wM‡q Advance Amount emv‡j 

¯̂qswµqfv‡e Total Net Payble Ask †_‡K K‡g hv‡e| †hgb: aiv hvK Sumi Akhter-

†K 5000 UvKv Advance †`Iqv n‡q‡Q| GLb M10 †m‡j wK¬K K‡i 5000 wj‡L Enter 

†cÖm Kiæb| jÿ Kiæb Total Net Payble As‡k 5000 UvKv K‡g  †M‡Q| 

 

 

 

Gevi m¤ú~Y© cÖ‡R±wU wb‡R wb‡R Kivi †Póv Kiæb| †Kv_vI †Kvb mgm¨v g‡b n‡j cy‡iv 

cÖ‡R±wU cybivq Kiæb| 

 

Electricity Bill wbY©q 
Avgiv Rvwb BDwbU e¨env‡ii Dci wfwË K‡i B‡jKwUªK wej wbY©q Kiv nq| Client Name, 

Metter No, Unit Ges Bill Amount †j‡fjhy³ wb‡Pi wPÎwUi gZ GKwU Worksheet 

ˆZwi Kiæb| 

 

 

 

Gevi Client Name, Metter No Ges Unit hy³ Kiæb| 
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Gevi Unit e¨env‡ii Dci wfwË K‡i Bill wbY©q Kiv n‡e| aiv hvK 200 BDwb‡Ui Kg n‡j 

cÖwZ BDwb‡U 2.5 UvKv, 250 BDwb‡Ui Kg n‡j 3 UvKv, 300 BDwb‡Ui Kg n‡j 4.5, 400 

BDwb‡Ui Kg n‡j 6 UvKv Ges 400 BDwbU wKsev Zvi †ewk n‡j 6.5 UvKv nv‡i we ỳ¨r wej 

wba©viY n‡e| GB k‡Z©i Dci wfwË K‡i D3 Cell-G Kvm©i †i‡L wb‡Pi Fromula-wU UvBc 

K‡i Enter †cÖm Kiæb| 

 

=IF(C3<200,C3*2.5,IF(C3<250,C3*3,IF(C3<300,C3*4.5,IF(C3<400,

C3*6,IF(C3>=400,C3*6.5))))) 

 

 
 

Gevi D3 Cell-Gi Fill Handle-G wK¬K K‡i D8 Cell ch©šÍ Wª¨vM K‡i †Q‡o w`b| 
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jÿ Kiæb evwK Cell ¸‡jv‡Z we ỳ¨r wej wbY©q n‡q hv‡e| 

 

 

 

Dc‡ii kZ©¸‡jv cwieZ©b K‡i Avcbvi B‡”QgZ kZ© w`‡q Formula wj‡L we ỳ¨r wej ˆZwi 

Ki‡Z cv‡ib| 

 

Gradesheet ˆZwi (Creating a Gradesheet) 
gvB‡µvmd&U G‡·‡j PgrKvifv‡e Gradesheet ˆZwi Kiv hvq| wKš‘ Gi Rb¨ wbw ©̀ó 

Column Ges Row-G wewfbœ Z_¨ BbcyU Ki‡Z n‡e, hv cieZ©x‡Z Formula Ges 

Function e¨envi K‡i Grading wbY©q Ki‡e| Avgiv `ywU QK ˆZwi K‡i Grade wbY©q 

Kie| cÖ_gwU Grade Curve Table A_©vr †hLv‡b wewfbœ Grade gvb _vK‡e| Ab¨wU 

Student-†`i Name, Roll, Subject Ges Grade BZ¨vw` Z_¨hy³ Table|  

 

cÖ_‡g wb‡Pi gZ GKwU Grade Curve Table ˆZwi Kiv hvK| 
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Dc‡ii wP‡Î jÿ Kiæb| GLv‡b cÖ_g Column-G Number Ges wØZxq Column-G 

Grade emv‡bv n‡q‡Q| Gi Dci wfwË K‡i cieZ©x‡Z Student-†`i Grade wbY©q Kiv n‡e 

Ges Grade Curve Table-G †Kvb gvb cwieZ©b Kivi m‡½ m‡½ ̄ ^qswµqfv‡e P~ovšÍ ch©v‡q 

Grade cwieZ©b n‡q hv‡e| Grade Curve Table ̂ Zwi Kivi mgq Assending Order 

d‡jv Ki‡Z n‡e| †hgb: Number Column-G †`Lyb 0 me‡P‡q †QvU msL¨v, cieZ©x 

Row-†Z 57| Gfv‡e †kl Row-†Z m‡e©v”P msL¨v 90 emv‡bv n‡q‡Q| GKBfv‡e Grade 

Column-G me©wb¤œ F Ges m‡e©v”P msL¨v A+ emv‡bv n‡q‡Q| (we¯ÍvwiZ Assending & 

Dessending) 
 

cÖ_g av‡ci KvR †kl Ges wØZxq av‡c Student-†`i Z_¨hy³ GKwU Table ˆZwi Ki‡Z 

n‡e| wb‡Pi gZ GKwU Table ˆZwi Kiæb| 

 

 

 

cÖ_‡g cÖ‡Z¨KwU Subject-Gi †hvMdj wbY©q K‡i 6 w`‡q fvM Ki‡Z n‡e, hvi Total 

Subject n‡”Q 6wU| J17 Cell A_©vr Pakiza-i Total Cell-G wK¬K K‡i Formula 

Bar-G UvBc Kiæb =SUM(D17:I17)/6| Gevi Kx‡evW© †_‡K Enter †cÖm Kiæb| jÿ 

Kiæb Total As‡k GKB m‡½ 6 w`‡q fvM K‡i DËi G‡m‡Q|  

 

 

 

GwU Kwc K‡i J18 Cell †_‡K J24 Cell ch©šÍ wm‡j± K‡i Ctrl+V A_©vr Paste Kiæb| 

jÿ Kiæb evwK mevi Total wbY©q n‡q ‡M‡Q| 



gvB‡µvmd&U G‡·j 

273 

 

 

Gevi VLOOKUP Function e¨envi K‡i Grade wbY©q Kie| K17 Cell-G wK¬K K‡i 

Formula Bar-G UvBc Kiæb : 

=VLOOKUP(J17,$A$2:$B$14,2,TRUE)| Gevi Enter †cÖm Kiæb| jÿ Kiæb 

Grade wbY©q n‡e|  

 

 

 

Gevi K17 Cell-wU Kwc K‡i K18 †_‡K K24 ch©šÍ Cell ̧ ‡jv wm‡j± K‡i Paste Kiæb| 

jÿ Kiæb mevi Grade wbY©q n‡q †M‡Q| 
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eqm wbY©q Kiv 

aiæb Avcwb GKwU WvUv Gw›Uªi KvR Ki‡Qb| †hLv‡b AmsL¨ bvg Ges Rb¥ ZvwiL i‡q‡Q| 

Avcbvi KvR n‡”Q cÖ‡Z¨‡Ki eZ©gvb eqm wbY©q Kiv| welqwU A‡bK KwVb g‡b n‡jI 

gvB‡µvmd&U G‡·j e¨envi K‡i gyn~‡Z©B G mgm¨vi mgvavb †c‡Z cv‡ib| 

1. G‡·j I‡cb Kiæb| 

2. wb‡Pi wPÎwUi gZ K‡i IqvK©wk‡U WvUv UvBc Kiæb| 

 

 

 

3. C2 †m‡j wK¬K Kiæb| 

Formula Bar-G UvBc Kiæb : 

=DATEDIF(B2,TODAY(),"y")&"years,"& 

DATEDIF(B2,TODAY(),"ym")&"months,"& 

DATEDIF(B2,TODAY(),"md")&"Days" 

m~‡Î wZbwU As‡k Avjv`vfv‡e eQi, gvm Ges w`b wbY©‡qi K_v ejv n‡q‡Q| jÿ 

Kiæb Formula-wUi cÖ_g As‡k B2 †m‡j †h Date _vK‡e †mLvb †_‡K AvR‡K 

ch©šÍ wnmve K‡i y w`‡q eQi, wØZxq As‡k ym w`‡q gvm Ges Z…Zxq As‡k md 

w`‡q w`b wbY©‡qi wb‡`©k Kiv n‡q‡Q| (D‡jøL¨, GLv‡b TODAY w`‡q AvR‡Ki 



gvB‡µvmd&U G‡·j 

275 

w`b wb‡ ©̀k Kiv n‡q‡Q| cÖ‡qvR‡b GLv‡b †mj A¨v‡Wªm e¨envi Kiv †h‡Z cv‡i| †hgb 

: c2, d2| G‡ÿ‡Î †mB †m‡j Av‡M †_‡K Date emv‡Z n‡e|)  

 

4. Formula-wU mwVKfv‡e †jLv n‡j B›Uvi †cÖm Kiæb| 

 

 

 

jÿ Kiæb C2 Cell-G w`b I gvm mn eZ©gvb eqm wbY©q n‡q‡Q| 

5. Fill Handle-G wK¬K Kiæb| 

 

 

 

6. C3 †_‡K C6 ch©šÍ Wª̈ vM Kiæb| jÿ Kiæb cÖ‡Z¨KwU Cell-G ̄ ^qswµqfv‡e w`b I gvmmn 

eZ©gvb eqm wbY ©q n‡q‡Q| 
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7. Gfv‡e Name As‡k bvg Ges Date of Birth As‡k Rb¥ ZvwiL wjLyb| 

 

 

8. G‡·‡ji GKwU myweav nj GLv‡b Formula e¨envi K‡i †Kvb wnmve Kivi ci GKB 

RvZxq Kv‡Ri †ÿ‡Î bZzb K‡i Avi Formula †jLvi cÖ‡qvRb nq bv| †h‡nZz GKevi 

Formula e¨envi K‡i Av‡Mi Cell-G eqm wbY©q K‡iwQ| myZivs bZzb K‡i Avi 

Formula †jLvi cÖ‡qvRb n‡e bv| ïay C6 †m‡ji Fill Handle-G wK¬K K‡i  †h ch©šÍ 

djvdj wbY©q Kiv cÖ‡qvRb †m ch©šÍ Wª¨vM Kiæb| 
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Cash Memo: wKfv‡e ‡µZv ev †fv³vi Kv‡Q cY¨ wewµ Kivi ci 

wnmve eywS‡q w`‡eb| wb‡¤œ Zz‡j aiv nj: 
 

 

 

 

 

 

 

 

 

 

Total Price: E3 ‡m‡j UvBc Kiæb=C3*D3 

Total Discount: G3 ‡m‡j UvBc Kiæb=E3*F3 

Net Price: H3 ‡m‡j UvBc Kiæb=E3-G3 

Stock Maintain: wKfv‡e GKUv †MvWvD‡bi wnmve ivL‡eb| Zv 

wb‡¤œ Zz‡j aiv nj: 
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Purchase Product Total Price:=C4*D4 Sale Product Total 

Price:=F4*G4 Rest Product Total Price:=I4*J4 
Abykxjb-7 

ADVANCE: gvB‡µvmd&U G‡·‡ji ¸iæZ¡c~Y© e¨envwiK cÖ‡R±mg~n 

fwel¨r eqm wbY©q:  

fwel¨r eqm KZ eQi nj †mwU †ei Kivi Rb¨ wb‡Pi dig¨vUwU e¨envi 

Kiæb| 

 

A B C D 

1 

Computer World 
Mirpur, Dhaka-1216 

Future Age Calculation 

2 
Name 

Date Of 
Birth 

Date Of 
Future 

Future Age 

3 
Md. Monir 
Hossain 2/2/1983 2/2/2030 

47YEARS,0MONTH,0DAY 

4 
Roksana 
Yeasmin Ety 2/3/1988 2/10/2045 

57YEARS,0MONTH,7DAY 

5 
Ukhyono Chak 
Leen 5/7/1997 2/4/2030 

32YEARS,8MONTH,25DAY 

6 
Jannatul 
Ferdous 2/5/1985 3/5/2050 

65YEARS,1MONTH,0DAY 

7 Aminul Islam 2/6/1995 6/2/2035 40YEARS,3MONTH,26DAY 

 

D3 ‡m‡j wK¬K Kiæb| Formula Bar-G UvBc Kiæb wb‡¤œi dg~©jvwU: 

=DATEDIF(B3,C3,"Y")&"YEAR,"&  

DATEDIF(B3,C3,"YM")&"MONTH,"&  

DATEDIF(B3,C3,"MD")&"DAY" 
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AwfÁZv wbY©q: 

AwfÁZv KZ eQi nj †mwU †ei Kivi Rb¨ wb‡Pi dig¨vUwU e¨envi 

Kiæb|  

 

A B C D 

1 

Computer World 
Mirpur, Dhaka-1216 

Experience Calculation 
2 Name Joining Date Ending Date Experience Age 

3 Leen Chak 5/6/2015 8/1/2019 4YEARS,2MONTH,26DAY 

4 Monir Hossain 12/5/2014 6/5/2018 3YEARS,6MONTH,0DAY 

5 Habibur Rahman 5/6/2004 3/4/2017 12YEARS,9MONTH,29DAY 

6 Abul Bashar 3/8/2012 2/7/2018 5YEARS,10MONTH,27DAY 

7 Aminul Islam 6/4/2013 6/9/2019 6YEARS,0MONTH,5DAY 

D3 ‡m‡j wK¬K Kiæb| Formula Bar-G UvBc Kiæb wb‡¤œi dg~©jvwU: 

=DATEDIF(B3,C3,"Y")&"YEAR,"& 

DATEDIF(B3,C3,"YM")&"MONTH,"& 

DATEDIF(B3,C3,"MD")&"DAY" 

Buyer Information: 

Vlookup dvskb e¨envi K‡i Buyer Information †ei Kiæb| 

[Note:Vlookup gv‡b Vertical Lookup, Kjv‡gi f¨vjy †ei Kivi Rb¨ Vlookup 

e¨envi Kiv nq| Vlookup †K GK ai‡bi mvP© BwÄb ejv hvq| wm‡j± Kiv †i‡Äi ga¨ 

†_‡K wbw`©ó †Kvbe¨w³ ev e ‘̄i Z_¨ Lyu‡R ‡ei Kivi Rb¨ Vlookup dvskb e¨envi Kiv 

nq|] 

=Vlookup(lookup_value,table_array,col_index_no,range_lookup) 

lookup_value(hvi f¨vjy ‡ei Ki‡eb ‡mUv wm‡j± Kiæb|) 

table_array(‡h ‡Uwej †_‡K f¨vjy †ei Ki‡eb H †UwejwU wm‡j± Kiæb|) 

col_index_no(‡Uwe‡ji KZ bv¤^vi Kjv‡gi f¨vjy ‡ei Ki‡eb H Kjv‡gi bv¤^viwU wjLyb|) 

range_lookup(TRUE-KvQvKvwQ msL¨vi gvb †ei Kivi Rb¨, FALSE-mwVK Z_¨ †ei 

Kivi Rb¨) 
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A B C D E F 

1 

Computer World 
Mirpur, Dhaka-1216 

Buyer Information 

2 
Customer 

Name 
Purchase 

Date 
Address Email Address Phone NO 

Purchase 
Amount 

3 Ismail 01-07-18 Dhaka ismail@gmail.com 01626925422 500000 

4 Shokh 02-07-18 Chittagong Shokh@gmail.com 01626925423  350000 

5 Leen 03-07-18 Dhaka leen@gmail.com  01626925424 200000 

6 Noyon 04-07-18 Chittagong noyon@gmail.com  01626925425 50000 

7 Sayed 05-07-18 Dhaka sayed@gmail.com 01626925426 100000  

8 Roton 06-07-18 Chittagong roton@gmaill.com  01626925427 250000 

9 Karim 07-07-18 Dhaka karim@gmail.com 01626925428 400000  

10 Rahim 08-07-18 Chittagong rahim@gmail.com 01626925429 550000  

11 Kabir 09-07-18 Dhaka kabir@gmail.com  01626925430 700000  

12 Jabed 10-07-18 Chittagong jabed@gmail.com  01626925431 850000  

13       

14 
Customer 

Name 
Purchase 

Date 
Address Email Address Phone No 

Purchase 
Amount 

15 Sayed      

Purchase B15 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb 

=Vlookup(A15,$A$2:$F$10,2,FALSE) 

Address C15 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb 

=Vlookup(A15,$A$2:$F$10,3,FALSE) 

Email Address D15 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb 

=Vlookup(A15,$A$2:$F$10,4,FALSE) 

Phone No E15 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb 

=Vlookup(A15,$A$2:$F$10,5,FALSE) 

Purchase Amount F15 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb 

=Vlookup(A15,$A$2:$F$10,6,FALSE) 

  

mailto:leen@gmail.com
mailto:noyon@gmail.com
mailto:sayed@gmail.com
mailto:roton@gmaill.com
mailto:karim@gmail.com
mailto:rahim@gmail.com
mailto:kabir@gmail.com
mailto:jabed@gmail.com
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Month Wise Sales Report: 

c‡Y¨i bvg Abyhvqx gvm wfw³K djvdj ‡LuvRvi Rb¨ Vlookup 

dvskb e¨envi K‡i wb‡¤œ KvRwU Kiæb| 

 

A B C D E F 

1 

Computer World 
Mirpur, Dhaka-1216 

2019 Sales Report 

2 
Product 
Name 

Jan Feb Mar Apr May 

3 T-Shirt 100000  95000 110000 185000  86000 

4 Panjabi 85000 114000 75000  150000 95000  

5 Pant 70000 133000  40,000 115000  104000 

6 Watch 55000 152000  5000 80000  113000 

7 Shoe 40000 171000  30000  45000 122000 

8 Belt 25000 190000  65000 10000 131000  

9 Sandel 10000  209000  90,000 25000 140000  

10 Beg 50000 220000 115000  40000  149000  

  11  

12 
Product 
Name 

Jan Feb Mar Apr May 

13 Sandel      

Jan B13 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb 

=Vlookup(A13,$A$2:$F$10,2,FALSE)   

Feb C13 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb 

=Vlookup(A13,$A$2:$F$10,3,FALSE)   

Mar D13 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb 

=Vlookup(A13,$A$2:$F$10,4,FALSE) 

April E13 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb 

=Vlookup(A13,$A$2:$F$10,5,FALSE)   

May F13 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb 

=Vlookup(A13,$A$2:$F$10,6,FALSE)   
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wb‡¤œi QKwU e¨envi K‡i Avq-e¨q wnmve wbY©q Kiæbt 

 A 
B C 

D 

1 

Computer World 
Mirpur, Dhaka-1216 

“Income Statement” 

2 Revenue Title Taka Expenses Title Taka 

3 Service Revenue 600000 Rent Expenses 50000 

4 Sales of profit 150000 Salary Expenses 40000 

5 Purchase Discount 200000 Utility Expenses 200000 

6     

7 Total Taka  Total Taka  

8 Net Income    

Revenue Total Taka B7 †m‡j wK¬K K‡i dg~©jvwU UvBc Kiæb =SUM(B3:B5) 

Expenses Total Taka D7 †m‡j wK¬K K‡i dg~©jvwU UvBc Kiæb =SUM(D3:D5) 

Net Income B8 †m‡j wK¬K K‡i dg~©jvwU UvBc Kiæb =B7-D7 

wb‡¤œi QKwU e¨envi K‡i Ifvi UvBgmn †eZb I gRywi wbY©q Kiæbt 

 
 

 

 

 

 

 

 

 

 

 

 

H.R)-House Rent =D3*15%     

(M.A)-Medical Allowance =D3*10% 

(T.A)-Travel Allowance =D3*17%     (O.T)-Over Time 

(O.T.S)-Over Time Salary =D3/240*H3  

(G.P)-Gross Pay =D3+E3+F3+G3+I3 

(Insu.)-Insurance =D3*9%     

(P.F)-Provident Fund =D3*7% 

(T.D)-Total Deduction =K3+L3    
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(T.S)-Total Salary =J3-M3 

[Notes:-ïaygvÎ Ifvi UvBg †ei Kivi †ÿ‡Î: Avgiv †h‡nZz Ifvi UvBg †eZb †ei 

Ki‡ZwQ †m‡ÿ‡Î †ewmK UvKv †K GK gv‡mi †gvU Kg© N›Uv w`‡q fvM w`‡Z n‡e| Zvici 

¸Y Ki‡Z Ifvi UvBg Gi mv‡_| †hgbt (O.T.S)-Over Time Salary 

=D3/240(Hour)*H3] 

Sumif, Averageif & Countif dvskb ¸‡jv e¨envi K‡i wb‡¤œi 

‡mjm wi‡c©vU wbY©q Kiæb| 
 

A B C D E F G 

1 

Computer World 
Mirpur, Dhaka-1216 

"Sales" Report 

2 

Date Client Name 
Sales 

Amount 
Client Name Total Average Count 

3 10-08-2018 ABC Company ৳ 50000 ABC Company    

4 11-08-2018 Shipping ৳ 65000 99 Co.      

5 12-08-2018 99 Co. ৳ 95000 XYZ Co.      

6 13-08-2018 ABC Company ৳ 115000        

7 14-08-2018 XYZ Co. ৳ 137500        

8 15-08-2018 ABC Company ৳ 160000        

9 16-08-2018 ABC Company ৳ 182500        

10 17-08-2018 Shipping ৳ 205000        

11 18-08-2018 99 Co. ৳ 227500        

12 19-08-2018 ABC Company ৳250000        

13 20-08-2018 99 Co. ৳ 272500        

14 21-08-2018 Shipping ৳ 295000        

15 22-08-2018 Rifat Co. ৳ 317500        

16 23-08-2018 ABC Company ৳ 340000        

17 24-08-2018 Shipping ৳ 362500        

18 25-08-2018 99 Co. ৳ 385000        

 

 Total =SUMIF($B$3:$B$18,D3,$C$3:$C$18)(wm‡j± Kiv †i‡Äi 

g‡a¨ GKB bvg GKvwaK evi _vK‡j Zvi mKj †hvMdj GK‡Î †ei Kivi Rb¨ 

SUMIF dvskb e¨envi Kiv nq|  

 Average =AVERAGEIF($B$3:$B$18,D3,$C$3:$C$18) (wm‡j± 

Kiv †i‡Äi g‡a¨ GKB bvg GKvwaK evi _vK‡j Zvi Mo †ei Kivi Rb¨ 

AVERAGEIF  dvskb e¨envi Kiv nq|) 
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 Count =COUNTIF($B$3:$B$18,D3)  (wm‡j± Kiv †i‡Äi g‡a¨ GKB 

bvg GKvwaK evi _vK‡j Zvi †gvU msL¨v †ei Kivi Rb¨ COUNTIF  dvskb 

e¨envi Kiv nq|) 

Hlookup dvskb e¨envi K‡i Row Gi Value Gi †ei Kivi Rb¨ 

wb‡¤œi KvRwU Kiæb| 

 

 

 

 

 

 

 

 

 

Total Price =B6-B6*B7 B›Uvi †cÖm cieZx© djvdj ¸‡jv WªvM K‡i wbb| 

Company B14 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb 

=HLOOKUP(A14,$A$1:$H$10,2,FALSE) 

Model C14 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb  

=HLOOKUP(A14, $A$1:$H$10,3,FALSE) 

Type D14 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb  

=HLOOKUP(A14, $A$1:$H$10,4,FALSE) 

Manufacture Year E14 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb 

=HLOOKUP(A14, $A$1:$H$10,5,FALSE) 

Price F14 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb  

=HLOOKUP(A14, $A$1:$H$10,6,FALSE) 

Discount G14 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb  

=HLOOKUP(A14, $A$1:$H$10,7,FALSE) 

Total Price H14 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb  
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=HLOOKUP(A14, $A$1:$H$10,8,FALSE)  

Shipping I14 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb  

=HLOOKUP(A14, $A$1:$H$10,9,FALSE) 

Stock J14 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb  

=HLOOKUP(A14, $A$1:$H$10,10,FALSE) 

[Note: Hlookup gv‡b Horizontal Lookup, ‡iv Gi f¨vjy †ei Kivi Rb¨ 

Hlookup e¨envi Kiv nq| Hlookup †K GK ai‡bi mvP© BwÄb ejv hvq| wm‡j± Kiv 

†i‡Äi ga¨ †_‡K wbw`©ó †Kvbe¨w³ ev e¯‘i Z_¨ Lyu‡R ‡ei Kivi Rb¨ Hlookup dvskb 

e¨envi Kiv nq|] 

INDEX Gi gva¨‡g †m‡ji D‡jøwLZ gvb wbY©q Kiv nq| 

B12 ‡m‡j Kvm©i †i‡L =INDEX(A2:E11,6,5) 
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cwic~Y© †iRvëkxU ˆZwi Kivi wbqgvejx: 

 A B C D E 

1 Education System Grade/Point  Result Format By Excel 

2 
Marks 

Letter 
Grade 

Grade Point  
  

3 80-100 A+ 4.00    

4 75-79 A 3.75    

5 70-74 A- 3.50    

6 65-69 B+ 3.25    

7 60-64 B 3.00    

8 55-59 B- 2.75    

9 50-54 C+ 2.50    

10 45-49 C 2.25   

11 40-44 D 2.00   

12 39-00 F 0.00   

13      

14 
S/N Subject Marks 

Letter 
grade 

Grade Point 

15 1 Bangla 80 A+ 4.00 

16 2 English 75 A 3.75 

17 
3 

General 
Math 

85 A+ 4.00 

18 4 Physics 55 B- 2.75 

19 5 Chemistry 45 C 2.25 

20 6 Biology 70 A 2.75 

21 
7 

Higher 
math  

75 A 3.75 

22 8 Religion 85 A+ 4.00 

23  9 ICT   60 B 3.00 

24   
   

Average 
Grade 

3.36 

 

Letter grades=IF(C15>=80, "A+", IF(C15>=75, "A", IF(C15>=70, "A-", 
IF(C15>=65, "B+", IF(C15>=60, "B", IF(C15>=55, "B-", IF(C15>=50, "C+", 
IF(C15>=45, "C", IF(C15>=40, "D", "F"))))))))) 

 Grade Point=VLOOKUP(D15,$B$3:$C$12,2,FALSE) 

 Average Grade=AVERAGE(E15:E23) 



gvB‡µvmd&U G‡·j 

287 

Sumproduct dvskb Gi mvnv‡h¨ GKmv‡_ ¸b K‡i ‡hvMdj wbY©q 

Kivi Rb¨ e¨envi Kiv nqt 

D8 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb=Sumproduct(C3:C7,D3:D7) 

Text & Mod 
GKRb e¨w³ In-Time ‡_‡K Out-Time ch©šÍ †gvU KZ Kg©N›Uv Dcw¯’Z wQj †mwU †ei 

Kivi Rb¨ wb‡¤œi dig¨vUwU e¨envi Kiæb| 
 

A B C D E 

1 
Computer World 

Mirpur, Dhaka-1216 

Time Sheet 
2 Name Designation In-Time Out-Time 

Hours 
Worked 

3 Leen Chak Instructor 9:30 AM 8:00 PM 10:30 

4 Monir Hossain Instructor 3:00 PM 8:30 PM 05:30 

5 Ety Instructor 10:00 AM 5:00 PM 07:00 

6 Jannatul Ferdous Instructor 10:00 AM 6:00 PM 08:00 

7 Ukhyono Chak Instructor 9:00 AM 8:00 PM 11:00 

8 Aminul Islam Instructor 3:00 PM 9:00 PM 06:00 

9 Abul Bashar Instructor 11:00 AM 6:00 PM 07:00 

Hours Worked ‡ei Kivi wbqg: E3 ‡m‡j UvBc Kiæb =TEXT(D3-C3,"HH:MM") 

A_ev =MOD(D3-C3,1) 
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FV (Future Value)  
 g‡b Kwi 5% nv‡i 5 eQ‡ii Rb¨ cÖwZ gv‡m 10,000 UvKv K‡i e¨vs‡K mÂq Kiv 

nj| Z‡e 5 eQi c‡i e¨vsK my`mn KZ UvKv ‡diZ w`‡e? †mwU wbY©q Kivi Rb¨ 

wb‡¤œi dg~©jvwU e¨envi Kiæb| 

Rate (my‡`i nvi) 

nper (KZ eQ‡ii Rb¨) 

pmt (cÖwZ gv‡mi wKw¯Íi cwigvY) 

 A B 

1 Rate 5% 

2 nper 5 

3 pmt -10000 

4  $680,060.83 

B4 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb =FV(B1/12,B2*12,B3)  

[Note: Avcwb wK fve‡Qb, GLv‡b 12 †Kb Avm‡jv? GLv‡b 12 n‡”Q cÖwZ eQ‡ii RgvK…Z 

wKw¯Íi msL¨v| gv‡b, cÖwZ eQi Avcwb 12 evi K‡i e¨vs‡K UvKv Rgv ivL‡Qb|]  

PV (Present Value)  
 Avcwb wPšÍv Ki‡jb e¨vsK †_‡K †jvb wb‡eb| hw` 5% nv‡i 5 eQi a‡i cÖwZ gv‡m 

10,000 UvKv K‡i Installment w`‡Z Pvb Zvn‡j e¨vsK Avcbv‡K GB gyû‡Z© KZ 

UvKv †jvb w`‡eb| †mUv wbY©q Kivi Rb¨ wb‡¤œi dg~©jvwU e¨envi Kiæb| 

Rate (my‡`i nvi) 

nper (KZ eQ‡ii Rb¨) 

pmt (cÖwZ gv‡mi wKw¯Íi cwigvY) 

 D E 

1 Rate 5% 

2 nper 5 

3 pmt 10000 

4  ($529,907.06) 

B4 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb =PV(E1/12,E2*12,E3) 

[Note: Avcwb wK fve‡Qb, GLv‡b 12 †Kb Avm‡jv? 12 n‡”Q GLv‡b cÖwZ eQ‡ii 

Installment Gi msL¨v|]  
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PMT n‡”Q cÖwZ gv‡mi wKw Í̄i cwigvY 
g‡b Kwi 5% nvi my‡` 1,00,000 UvKv 3 eQ‡ii Rb¨ wKw¯Í‡Z wb‡j gvwmK wKw¯Íi cwigvY 

KZ n‡e? †mwU wbY©q Kivi Rb¨ wb‡¤œi dg©~jvwU e¨envi Kiæb| 

Rate(my‡`i nvi) 

nper(KZ eQ‡ii Rb¨) 

pmt(cÖwZ gv‡mi wKw¯Íi cwigvY) 

 G H 

1 Rate 5% 

2 nper 3 

3 pv 100000 

4  ($2,997.09) 

B4 ‡m‡j Kvm©i †i‡L dg©~jvwU UvBc Kiæb =PMT(H1/12,H2*12,H3)  
[Note: Avcwb wK fve‡Qb, GLv‡b 12 †Kb Avm‡jv? GLv‡b 12 n‡”Q cÖwZ eQ‡ii RgvK…Z 

wKw¯Íi msL¨v| gv‡b, cÖwZ eQi Avcwb 12 evi K‡i e¨vs‡K UvKv Rgv ivL‡Qb|]  
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Pivot Table 
Avgiv A‡bK mgq wPšÍv Kwi, wKfv‡e WvUv‡eR †_‡K Drcbœ GKwU MwZkxj I mswÿß 

cÖwZ‡e`b/wi‡c©vU ‰Zwi Kiv hvq? Pivot Table Gi gva¨‡g GB wPšÍv `yi Kiv m¤¢e| cybivq 

GK ev GKvwaK WvUvi fvÛvi †_‡K my-wbw`©ó †Kvb WvUv‡K Avjv`v K‡i †Uwej ˆZwi Ki‡ZI 

Pivot Table Gi †Kvb Zzjbv †bB| Pivot Table e¨envi Ki‡Z n‡j cÖ_‡g GKwU WvUv‡eR 

‰Zwi Ki‡Z n‡e, Avi GB WvUv‡eR Gi Dci wbf©i K‡i Pivot Table Gi gva¨‡g GKwU 

m¤ú~Y© †Uwej ‰Zwi Ki‡Z cvwi| PvB‡j cÖ‡qvRb Abyhvqx †mLvb †_‡K my-wbw`©ó †Kvb WvUv‡K 

Avjv`vfv‡e †Uwe‡j mvwR‡q ivL‡Z cvwi|  

 

Dc‡iv³ Qwe‡Z Avgiv wKQz WvUv‡eR †`L‡Z cvw”Q, GLb GB WvUv‡eR †_‡K Avgiv Pivot 

Table Gi gva¨‡g wewfbœ ai‡bi †Uwej ˆZwi Ki‡Z wkL‡ev| GQvovI GKB WvUv‡eR †_‡K 

wKfv‡e Ab¨vb¨ Salesman Gi bvg ¸‡jv Avjv`vfv‡e †Uwe‡j Lye mn‡RB mvRv‡bv hvq GB 

KvRI Avgiv wkL‡ev| 

Pivot Table ‰Zwi Kivi Rb¨ †h WvUv‡eRwU ˆZwi Kiv n‡q‡Q †mB WvUv‡eRwU bvgmn m¤ú~Y© 

wm‡j± Kiæb|  
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Zvici wie‡bi Insert U¨v‡ei Table MÖæc †_‡K Pivot Table Ack‡b wK¬K Kiæb, Zvici 

Pivot Table I Pivot Chart bv‡gi `ywU Ackb Avm‡e| Gevi Pivot Table Ack‡b 

wK¬K Kiæb| 

 

 

 

Dc‡iv³ Qwe‡Z †Lqvj K‡i †`Lyb, Pivot Table cvIqvi Rb¨ †h KgvÛ e¨envi Kiv nq Zv 

Kv‡jv e‡·i gva¨‡g wPwýZ Kiv n‡q‡Q| Gevi Pivot Table G wK¬K Kiæb, wK¬K Kivi ci 

Avcbvi mvg‡b GKwU WvqvjM e· Avm‡e| Gevi WvqvjM e‡· jÿ¨ Kiæb, WvUv‡eR Abyhvqx 

‡iÄ wb‡q‡Q wK bv? Zvici wb‡¤œi As‡k jÿ¨ Kiæb, hw` WvUv‡eR Abymv‡i bZzb IqvK©kx‡U 

†Uwej ̂ Zwi Ki‡Z Pvb Zvn‡j, New Worksheet G wK¬K Kiæb bZzev †mB GKB IqvK©kx‡U 

†Uwej ˆZwi Ki‡Z PvB‡j Existing Worksheet G wK¬K Kiæb| 
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Gevi wb‡Pi w`‡K †Lqvj Kiæb, bZzb GKwU IqvK©kx‡U Pivot Table e¨envi Kivi Rb¨ 

Pivot Table Field List P‡j G‡m‡Q|  

 

 

 

 

 

Pivot Table Gi Wvb cv‡ki Dc‡ii KY©v‡i Kv‡jv`vM ‡`qv Pivot Table Field List 

Gi Choose fields to add to report e‡· †`Lyb, †mLv‡b WvUv‡eR Gi welq¸‡jv P‡j 

G‡m‡Q| cybivq Pivot Table Gi w`‡K †`Lyb, Pivot Table Gi Wvb cv‡ki gvSvgvwS 

Kv‡jv`vM ‡`qv Drag fields between areas below ‡Z PviwU Ackb i‡q‡Q| GLb 

Avcwb WvUv‡e‡Ri welq ¸‡jv‡K †Uwej AvKv‡i mvRv‡Z Drag fields between areas 

below Ackb ¸‡jv e¨envi Kiæb| ‡m ‡ÿ‡Î Name ¸‡jv‡K Row Abymv‡i mvRv‡Z 

Choose fields to add to report e‡· Name ‡jLvwU‡K gvDm w`‡q †P‡c a‡i Drag 

fields between areas below Ack‡bi Row Labels G †U‡b G‡b †Q‡o w`b| wVK 

†hgb GK dvBj †_‡K Ab¨ dvB‡j †Kvb WKz‡g›U UªvÝdvi Ki‡Z GK dvB‡ji WKz‡g›U‡K 

Ab¨ dvB‡j †U‡b †Q‡o w`‡Z nq, wVK †m fv‡e| Zvn‡j ‡`L‡Z cv‡eb bZzb IqvK©kx‡U 

Name ¸‡jv Row Abymv‡i P‡j G‡m‡Q Ges Choose fields to add to report e‡· 

Name Gi e·wU wm‡j± n‡q ‡M‡Q| 

  

 

 

 

 

 

Drag fields between areas below 

Choose fields to add to report 
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c~‡e©i †cB‡R jÿ¨ Kiæb, Pivot Table e¨envi K‡i WvUv‡eR †_‡K wKfv‡e bvg Gi welq 

¸‡jv‡K IqvK©kx‡U †bqv n‡q‡Q| GKB fv‡e Ab¨vb¨ welq ¸‡jv‡K †Uwej AvKv‡i mvRv‡bvi 

Rb¨ Region ‡K Column Labels N‡i, Sold Amount ‡K Values Gi N‡i Ges 

Company ‡K Report Filter Gi N‡i †U‡b G‡b †Q‡o w`b| Zvn‡j Drag fields 

between areas below Abyhvqx IqvK©kx‡U †Uwej ˆZwi n‡q hv‡e| 

 

 

 

 

 

Dc‡ii Qwe‡Z jÿ¨ Kiæb, Database ‡_‡K Pivot Table Gi gva¨‡g GKwU c~Y©v½ †Uwej 

‰Zwi Kiv n‡q‡Q| 

GB gyn~‡Z© Avgv‡`i GKwU welq wb‡q Av‡jvPbv Kiv DwPr| Av‡jvPbvi welqwU n‡”Q Drag 

fields between areas below Gi Report Filter AckbwU g~jZ †Kvb WvUv‡K wdëvi 

K‡i †mLvb †_‡K wbw`©ó †Kvb WvUv‡K †Uwe‡j e¨envi Kivi Rb¨ GB AckbwU e¨envi Kiv 

nq| WvUv wdëvi Gi gva¨‡g ïay gvÎ wdëvi Kiv WvUv‡K wb‡q †Uwe‡ji aib cwieZ©b Kiv 

hvq| GLb hw` Avcwb †Uwe‡ji Row mvwi‡Z Name Gi ̄ ’‡j Region Ges Kjv‡gi mvwi‡Z 

Region Gi ’̄‡j Name e¨envi Ki‡Z Pvb, Zvn‡j Name ‡K gvDm w`‡q †U‡b a‡i 

Column Gi e‡· †Q‡o w`b Ges Region ‡K gvDm w`‡q †U‡b a‡i Row Gi e‡· †Q‡o 

w`b| Zvici jÿ¨ K‡i †`Lyb wb‡Pi †Uwe‡ji aibwU cwieZ©b n‡q †M‡Q| 

 

 

 

 

 

 

 

 

 



gvB‡µvmd&U Awdm 2007-2019 

294 

c~‡e©i QwewU jÿ¨ K‡i †`Lyb Row Labels mvwi‡Z Region Ges Column Labels 

mvwi‡Z Name ¸‡jv e¨envi Kiv n‡q‡Q| wKš‘ GKUv welq jÿ¨ Kiæb H Kv‡Ri Rb¨ Avjv`v 

†Kvb †Uwej ˆZwii cÖ‡qvRb nqwb| 

Gevi wb‡¤œi ‡Uwe‡j Filter Gi e¨envi Av‡jvPbv Kie| Report Filter AckbwU g~jZ 

†Kvb WvUv‡K wdëvi K‡i †mLvb †_‡K wbw`©ó †Kvb WvUv‡K †Uwe‡j Avbvi Rb¨ e¨envi Kiv 

nq| 

 

 

 

 

 

 

Dc‡ii Qwe‡Z ‡`Lyb Wªc-WvDb evU‡b wK¬K Kivi ci †Kv¤úvwbi bvg P‡j G‡m‡Q| GLb 

cybivq wb‡¤œi †Uwe‡ji All evUbwU wK¬K K‡i Deselect Kiæb Zvici wbw`©ó K‡qKwU 

†Kv¤úvwbi bvg wm‡j± Kiæb| Zvici Ok evU‡b wK¬K Kiæb| 

 

 

 

 

 

 

 

  

Drop Down Button 
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Ok evU‡b wK¬K Kivi ci cieZx© †cB‡Ri †Uwe‡j †Lqvj K‡i †`Lyb Kv‡jv`v‡Mi wfZ‡i gvÎ 

ỳBwU †Kv¤úvwbi WvUv wb‡q ‡UwejUv ‰Zwi n‡q‡Q| 

 

 

 

 

 

 

 

cwi‡k‡l ejv hvq †h, Pivot Table  Gi gva¨‡g A‡bK ¸‡jv WvUv †_‡K AwZ mn‡R Data 

Summarize Kiv hvq|  

Excel Page Setup: 
gvB‡µvmdU& G‡·‡ji †cBR †mUAvc I wcÖ›U Kivi wbqg: 

wb‡R wb‡RB †cBR ‡mUAvc †kLvi Rb¨ ‡eZb I gRywi kxUwU ‰Zwi Kiæb:   

 
 
 
 
 
 
 
 
 
 
 
 
Avkv Kwi, †eZb I gRywi kxUwU ‰Zwi Kiv n‡q †M‡Q, Gevi View ‡gby/U¨ve ‡_‡K Page 

Break Preview ‡Z wK¬K K‡i ‡eZb I gRywi kxUwU GKwU †cB‡Ri g‡a¨ aviY K‡i‡Q 

wKbv †PK K‡i wbb| wb‡Pi QwewU‡Z jÿ¨ Kiæb m¤ú~Y© kxUwU GKwU †cB‡R aviY K‡iwb| 
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Dc‡ii QwewUi gvK© AskwU 1 bs †cB‡Ri evDÛvwi| ZvB m¤ú~Y© kxUwU 1 bs †cB‡R wb‡Z hv 

Ki‡Z n‡e Zv nj: 1 bs †cB‡Ri evDÛvwiwU gvDm c‡q›Uvi w`‡q wm‡j± Kiv Ae ’̄vq 2 bs 

†cB‡Ri evDÛvwi ch©šÍ Uvbyb| GLb wb‡Pi QwewUi w`‡K jÿ¨ Kiæb Ges †`Lyb GKwU 

†cB‡R cwiYZ n‡q‡Q| 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

cwic~Y© †cB‡R Avmvi ci GKwU we‡eP¨ welq nj, †cBRwU‡K wcÖ‡›Ui Dchy³ Kiv| 
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 ‡cBRwU Orientation Kiv, gv‡b (‡cBRwU Portrait n‡e bvwK Landscape n‡e)| 

 
 
 
 
 
 
 
 
 

 

 

 

1. GLb †ccvi mvBRwU wba©viY Ki‡Z n‡e, gv‡b (Size wU Letter n‡e bvwK A4 

n‡e)|  
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GLb Print Preview wU †`‡L wbb| Office ButtonPrintPrint Priview 

(Ctrl+F2) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Gevi Preview ‡Z jÿ¨ Kiæb kxUwU †cB‡Ri gvSLv‡b †bB| GLb gvSLv‡b Avbvi Rb¨ 

†cBR †mUAvcwU wVK Kivi Av‡M show margin G wK¬K K‡i margin wU †`‡L wbb|  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

show margin 
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‡cBRwU †hw`‡K wb‡Z PvB Zvi Opposite Gi Margin a‡i wecixZ w`‡K Uvbyb| 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

cybivq Margin wU remove Kivi Rb¨ Show Margin G wK¬K Kiæb| 
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Gevi ÔOffice Button G wK¬K K‡i wcÖ›U Ack‡bÕ (ctrl+p) wK¬K Kiæb Ges wcÖ›U †mUAvcwU 

wVK K‡i wbb| 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

1 

4 
2 

3 
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G Aa¨v‡qi Av‡jvwPZ g~j welqmg~n 

 

 

 

 

 

 cvIqvic‡q›U cwiwPwZ 

 †cÖ‡R‡›Ukb ˆZwi Kiv  

 wcKPvi Ges wK¬cAvU© ms‡hvRb Kiv 

 w_g cÖ‡qvM Kiv 

 MvBW, wMÖWjvBb Ges iæjvi 

 wewfbœfv‡e †cÖ‡R‡›Ukb †`Lv 

 †cÖ‡R‡›Ukb †cø Kiv 

 A¨vwb‡gkb ms‡hvRb Kiv 

 gvB‡µvmd&U cvIqvic‡q‡›Ui ¸iæZ¡c~Y© e¨envwiK 

cÖ‡R±mg~n 
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cvIqvic‡q›U cwiwPwZ 

gvB‡µvmd&U cvIqvic‡q›U e¨vcKfv‡e Kw¤úDUvi ø̄vBW †kv, 35 mm dig¨vUmn wewfbœ 

dig¨v‡Ui †ckv`vwi gv‡bi Dc ’̄vcbv ˆZwii Rb¨ e¨envi nq| cÖ‡qvR‡b A‡bK mgq 

Speaker’s Notes, Audience Hand-outs BZ¨vw` e¨envi Kiv n‡q _v‡K| Speaker 

Note nj †cÖ‡R‡›Uk‡bi cÖ‡Z¨KwU ø̄vBW m¤ú‡K© we¯ÍvwiZ welq¸‡jv Presenter-Gi Kv‡Q 

ivLv Ges †cÖ‡R‡›Ukb PjvKv‡j Zv †_‡K eY©bv Kiv| Ab¨w`‡K Audience Hand-outs nj 

†cÖ‡R‡›Uk‡bi Av‡M Audience-†`i †cÖ‡R‡›Ukb m¤ú‡K© cÖv_wgK aviYv ˆZwii Rb¨ †h †bvU 

†`Iqv nq ZvB| 

 

cvIqvic‡q›U ïiæ Kiv (Starting Microsoft PowerPoint) 
wbwðZ n‡q wbb gvB‡µvmd&U PowerPoint mwVKfv‡e Bb÷j Kiv Av‡Q wK bv| mwVKfv‡e 

PowerPoint Bb÷j Kiv _vK‡j wb‡Pi avc¸‡jv AbymiY K‡i gvB‡µvmd&U PowerPoint 

ïiæ Kiæb| 

 

1. Start Button-G wK¬K K‡i All Programs-G wK¬K Kiæb| 

2. Gevi Sub-menu †_‡K Microsoft Office Ges Microsoft Office 

PowerPoint 2007-G wK¬K Kiæb| 

 

wUcm 

GQvov AviI `ªæZ I‡cb Kivi Rb¨ Desktop-G PowerPoint-Gi AvBKb hy³ K‡i ivLv 

hvq| cieZ©x‡Z ïay AvBK‡b Wvej wK¬K Ki‡jB PowerPoint Pvjy n‡e| Dc‡ii avc¸‡jvi 

me©‡kl avcwU‡Z G‡m Right Click>Send to>Desktop (Create Shortcut) KgvÛ 

w`b|  
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Gevi Desktop G jÿ¨ Kiæb| cvIqvic‡q‡›Ui Icon P‡j G‡m‡Q| Ges wb‡Pi Qwe‡Z jÿ¨ 

Kiæb cvIqvic‡q‡›Ui Icon ‡K mv`v †Mvj `v‡Mi gva¨‡g wPwýZ Kiv n‡q‡Q| Icon Gi Dci 

gvDm c‡q›Uvi †i‡L Wvej wK¬K Kiæb|  

 

 

 

 

 

 

 

 

 

Wvej wK¬K Kivi c‡i †`L‡eb PowerPoint I‡cb n‡q hv‡e| PowerPoint I‡cb nIqvi 

c‡i ‡Lqvj K‡i †`L‡eb wb‡¤œi Qwei gZ PowerPoint Pvjy n‡e| 

 

 

 

 

 

 

 

 

cvIqvi c‡q‡›Ui 

Icon 
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c~‡e©i †cB‡R †h ø̄vBWwU Av‡Q D³ ¯øvBW‡K ejv nq Title Slide| Avcwb PvB‡j GiKg 

Av‡iv A‡bK ¯øvBW wb‡Z cv‡ib| Gi Rb¨ cÖ_‡gB Home †_‡K New Slide G wK¬K K‡i 

cQ‡›`i ø̄vBWwU wbe©vPb Kiæb| 

Presentation ‰Zwi Kiv: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

cieZx© Aa¨vq ¸‡jv‡Z ø̄vB‡Wi e¨envi Zz‡j aiv njt 

1. Title Slide Gi e¨envi: wb‡Pi GB ¯øvBWwU‡K ejv nq Title Slide| jÿ¨ Kiæb 

Dotted Frame-G `ywU e· †`Lv hv‡”Q| GB e·¸‡jv‡K Placeholders ejv nq| GLv‡b 

†h ‡Kvb †jLv hy³ Kiv hvq| cieZx©‡Z Ab¨ ai‡bi Placeholder Gi m‡½ cwiwPZ ne|   
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1. c~‡e©i †cB‡Ri wP‡Î jÿ Kiæb Click to add title ‡jLv hy³ Placeholder-G wK¬K 

K‡i UvBc Kiæb  Welcome to my presentation about 

Computer World (GLv‡b Placeholder wU ÔEras Bold ITCÕ Font 

Size 44 Ges Centre-align |) 

2. Gevi wb‡Pi Placeholder, †hLv‡b Click to add subtitle †jLv i‡q‡Q †mLv‡b wK¬K 

K‡i UvBc Kiæb Computer World IT Institute, Muktobangla 

Shopping Complex (3rd floor), Mirpur-1, Dhaka-1216 (Font Size 

20)| 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
2.Title and Content ø̄vBW Gi e¨envi: Pjyb GB Aa¨v‡q †R‡b †bqv hvK, wKfv‡e 

†cÖ‡R‡›Uk‡bi Av‡iv GKwU As‡ki ¯øvBW ˆZwi K‡i wØZxq ø̄vB‡W hy³ Kiv hvq| wKš‘ K_v 

n‡”Q wKfv‡e wØZxq ø̄vBW wbe©vPb Ki‡eb| wØZxq ø̄vBW wbe©vPb Ki‡Z n‡j cÖ_‡g Home 

‡gby‡Z wK¬K Ki‡eb| Zvici  wb‡¤œi Qwe‡Z jÿ¨ K‡i †`Lyb Kv‡jv e„‡Ëi g‡a¨ New Slide 

‡jLv Av‡Q, Gevi New Slide ‡jLvwUi Dci gvDm c‡q›Uvi †i‡L wK¬K Kiæb| wK¬K Kivi 

c‡i jÿ¨ K‡i †`Lyb KZ¸‡jv ¯øvBW P‡j G‡m‡Q| Gevi Avcbvi cQ‡›`i ¯øvBWwU ‡K wK¬K 

K‡i wbev©Pb K‡i wbb| Z‡e, wØZxq ¯øvBW wn‡m‡e Avgiv Title and Content ¯øvBW wU 

wbev©Pb Kie| Title and Content ¯øvBW †K Kv‡jv e„‡Ëi gva¨‡g wb‡Pi Qwe‡Z wPwýZ Kiv 

n‡q‡Q| Kv‡jv e„‡Ëi g‡a¨ †h ø̄vBWwU Av‡Q †mwU gvDm Øviv wK¬K K‡i wbe©vPb Kiæb| 

1 

2 
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1. cieZx© †cB‡Ri Qwe‡Z jÿ¨ Kiæb Gev‡ii ‡h ¯øvBWwU cÖ`wk©Z n‡q‡Q Title Slide ev 

cÖ_g ø̄vB‡Wi Zzjbvq wfbœ bKkvi| bZzb GKwU Slide cÖ`wk©Z n‡q‡Q wØZxq ¯øvBW 

wn‡m‡e| cieZx© †cB‡Ri QwewU‡Z †h ø̄vBWwU cÖ`wk©Z n‡q‡Q H ¯øvBWwU‡K ejv nq Title 

and Content ø̄vBW| jÿ¨ Kiæb  ỳwU e· †`Lv hv‡”Q| Title and Content 

¯øvBWwU Title Gi Dci wbf©i K‡i Zvi eY©bv †jLvi Rb¨ e¨envi Kiv nq| cÖ_g e‡· 

wK¬K Kiæb, †hLv‡b Click to add text ‡jLv i‡q‡Q H e‡· UvBc Kiæb Our 

course name (GLv‡b e‡·i †h †jLvwU Av‡Q ‡mwU Eras Bold ITC Font, 

Size 44 Ges Centre-align|) 

2. wb‡Pi Qwei ¯øvB‡Wi wØZxq e‡· Calibri body d›U e¨envi K‡i e‡· wjL‡ebt 

 Professional Office Management 

 Professional Graphics Design 

 Professional Wed Design and Development  

 Professional Hardware Maintenance  

 Diploma in Computer Science  

 AUTO CAD & 3D STUDIO MAX 
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3. Two Content ø̄vBW Gi e¨envi: GB ch©v‡q Avgiv wkLe ¯øvB‡Wi g‡a¨ Qwemn 

Qwei eY©bv †`Iqv|  

Qwemn Qwei eY©bv wjL‡Z PvB‡j Two Content ø̄vBW e¨envi Ki‡Z n‡e| Avgiv †hfv‡e 

Title and Content ø̄vBW wb‡qwQjvg wVK †mfv‡e New Slide G wK¬K K‡i Two 

Content ¯øvBWwU wK¬K K‡i wbe©vPb Kiæb| wbe©vPb Kivi ci †`Lyb wb‡Pi Qwei gZ ¯øvBW 

P‡j G‡m‡Q| Gevi ¯øvB‡Wi w`‡K jÿ¨ Kiæb ø̄vB‡W wZbwU e· P‡j G‡m‡Q| Gevi cÖ_g e‡· 

UvBc Kiæb Types of Computer (GLv‡b e‡·i †h †jLvwU Av‡Q ‡mwU Eras 

Bold ITC Font, Size 44 Ges Centre-align-G B‡”QgZ  Font, Size, Align 

BZ¨vw` cwieZ©b K‡i †bIqv hvq|)  

 

wb‡Pi ¯øvB‡Wi wØZxq e‡· Calibri (Body) d›U e¨envi K‡i e‡·i ‡jLv¸‡jv UvBc 

Kiæb: 

Super Computer 
Mainframe Computer 
Mini Computer 
Micro Computer 
 

 

1 

2 
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wb‡Pi ¯øvB‡Wi Z…Zxq e·wU Qwe ms‡hvRb Kivi Rb¨, hvi eY©bv wb‡¤œ †`Iqv nj|  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

cybivq wb‡Pi ¯øvB‡Wi Z…Zxq e‡·i w`K wb‡`©kbv Abyhvqx Palceholder-Gi Clip Art 

Icon-G wK¬K Kiæb| 

 

 
 

 

 

 

 

Gevi Clip Art G wK¬K Kivi ci Screen-Gi Wvb w`‡K Clip Art Pane cÖ`wk©Z n‡q‡Q| 

Gevi Search for e‡· Computer wj‡L Kx‡evW© †_‡K Enter A_ev Go evU‡b wK¬K 

Kiæb| 

 

 

 

 

 

 

  

1 

2 

3 

Search for 

Clip Art 
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Gevi wb‡Pi Qwe‡Z jÿ¨ Kiæb, Go ‡`Iqvi c‡i wewfbœ ai‡bi Clip Art cÖ`wk©Z n‡e| 

GLvb †_‡K ¯Œj eviUv‡K a‡i wb‡P Uvb w`‡j Av‡iv A‡bK ¸‡jv Clip Art Avm‡e, Gevi 

†mLvb †_‡K cQ‡›`i wK¬c AvU© G wK¬K K‡i wbe©vPb Kiæb| 

 

 

 

 

 

 

 

 

 

Gevi jÿ¨ Kiæb Slide G Picture Placeholder-G Avcbvi wm‡j± Kiv Clip Art wU 

hy³ n‡q‡Q| Gevi QweUv‡K eo/‡QvU Ki‡Z PvB‡j QweUv‡K wm‡j± K‡i wbb| QweUv wm‡j± 

Kivi c‡i †`L‡eb Qwei Pvicv‡k 8wU c‡q›Uvi G‡m‡Q, Gevi evg cv‡ki Dc‡ii KY©v‡ii 

c‡q›UviwUi Dci Kvm©i a‡i Dc‡ii w`‡K †V‡j w`b, †`L‡eb QwewU eo n‡q hv‡”Q Avi hw` 

c‡q›UviwU Dci Kvm©i a‡i wb‡Pi w`‡K Uvb †`b Zvn‡j QwewU †QvU n‡q hv‡e| Avcwb PvB‡j 

Qwei KY©v‡ii †h‡Kv‡bv c‡q›Uvi a‡i Qwe †QvU/eo Ki‡Z cvi‡eb|  

 

 

 

 

 

 

 

 

 

¯øvB‡W Qwe ms‡hvRb Kivi c‡i †`Lyb wb‡Pi ¯øvB‡Wi gZ P‡j G‡m‡Qt 

  

GB wPýUv‡K ejv nq WU 

Scroll Bar 
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4. Comparison ¯øvBW Gi e¨envit  

 

 

 

 

 

 

 

 

 

¯øvBWwU wbe©vPb Kivi c‡i ‡`L‡eb wb‡Pi ¯øvBWwUi gZ P‡j G‡m‡Qt 

 

 

 

 

 

 

 

 

 

 

 

‡Kv‡bv wel‡qi Dci Zuvi Zzjbv Zz‡j aivi Rb¨ 

Comparison ¯øvBWwU e¨envi Kiv nq| 

wKfv‡e Comparison ¯øvBW wbe©vPb 

Ki‡eb? cÖ_‡g Home ‡gby ‡Z wK¬K Ki‡eb| 

Zvici  Wvb cv‡ki Qwe‡Z jÿ¨ K‡i †`Lyb 

Kv‡jv e„‡Ëi g‡a¨ New Slide ‡jLv Av‡Q Gevi 

New Slide ‡jLvwUi Dci gvDm c‡q›Uvi †i‡L 

wK¬K Kiæb| wK¬K Kivi c‡i jÿ¨ K‡i †`Lyb 

KZ¸‡jv ø̄vBW P‡j G‡m‡Q| Gevi Kv‡jv e„‡Ëi 

g‡a¨ †h ø̄vBWwU G‡m‡Q †mwU wK¬K K‡i wbev©Pb 

K‡i wbb| 



gvB‡µvmd&U cvIqvic‡q›U 

313 

‡h‡nZz Avgiv ¯øvBW wbe©vPb K‡i †d‡jwQ, †m‡nZz Gevi Avgiv cieZx© ø̄vB‡W †h †jLv¸‡jv 

Av‡Q †m ¸‡jv UvBc Kie| 

 

 

 

 

 

 

 

 

 

5. Blank ø̄vBW Gi e¨envi: 

 

 

 

 

 

 

 

 

 

Blank ø̄vBWwU wb‡Ri gZ K‡i mvRv‡bvi Rb¨ 

e¨envi Kiv nq| eøv¼ ¯øvB‡W †Kv‡bv e· cvIqv hv‡e 

bv| e· Uv wbR †_‡K ̂ Zwi K‡i wb‡Z n‡e| Zuvi Av‡M 

Avgiv †R‡b ‡bB wKfv‡e Blank ø̄vBW wb‡Z nq| 

cÖ_‡g Home ‡gby ‡Z wK¬K Ki‡eb| Zvici  Wvb 

cv‡ki Qwe‡Z jÿ¨ K‡i †`Lyb Kv‡jv e„‡Ëi g‡a¨ 

New Slide ‡jLv Av‡Q, Gevi New Slide 

‡jLvwUi Dci gvDm c‡q›Uvi †i‡L wK¬K Kiæb| wK¬K 

Kivi c‡i jÿ¨ K‡i †`Lyb KZ¸‡jv ø̄vBW P‡j 

G‡m‡Q| Gevi Kv‡jv e„‡Ëi g‡a¨ †h ø̄vBWwU G‡m‡Q 

†mwU wK¬K K‡i wbev©Pb K‡i wbb| 

 

1 

2 

3 

4 

5 
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Gevi cieZx© †cB‡R jÿ¨ K‡i †`Lyb Avcbvi wm‡j± Kiv ¯øvBWwU P‡j G‡m‡Qt 

 

 

 

 

 

GLb, wKfv‡e Blank ¯øvB‡W †jLvi e· hy³ K‡i wjL‡eb †mUv wb‡¤œ Zz‡j aiv nj| cÖ_‡g 

Blank ø̄vBWwU wm‡j± Kiæb, Zvici Insert ‡gby‡Z wK¬K Kiæb, Zvici Kv‡jv e„‡Ëi g‡a¨ 

Shapes ‡jLvwU‡Z wK¬K Kiæb|  †`L‡eb A‡bK¸‡jv Shape P‡j G‡m‡Q, Gevi Avcbvi 

†h Shape wU cQ›` H Shape wU wK¬K K‡i wbb, wK¬K Kivi ci †`L‡eb Avcbvi ¯øvB‡W H 

Shape wU P‡j G‡m‡Q|  

 

 

 

 

Gevi cieZx© †cB‡R jÿ¨ K‡i ‡`Lyb Blank ø̄vB‡W †jLvi e· mn ‡jLv P‡j G‡m‡Q| Gevi 

Avcwb ¯øvB‡Wi †jLv Abyhvqx †jLvi e‡· UvBc Kiæb: 

 

 

 

 

 

 

 

Blank Slide 
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Avgiv GBgvÎ GKwU cwic~Y© †cÖ‡R‡›Ukb Gi Rb¨ ̄ øvB‡W †jLv I Qwe ms‡hvRb Kijvg| Avgiv 

†cÖ‡R‡›Ukb ˆZwi Kijvg †gvU 5Uv ø̄vBW wb‡q, Avcwb PvB‡j Av‡iv A‡bK¸‡jv ø̄vBW hy³ 

K‡i †cÖ‡R‡›Ukb ‰Zwi Ki‡Z cvi‡eb| cieZx© av‡c Avgiv wkL‡ev w_g cÖ‡qvM K‡i 

‡cÖ‡R‡›Ukb‡K Av‡iv AvKl©Yxq K‡i †Zvjv| 

Avcwb hw` cvIqvic‡q›U ey‡S _v‡Kb, Zvn‡j avivewnKfv‡e wb‡Pi 

cÖ‡R± IqvK©wU Kiæb: 

 

 

  

1 2 

3 4 

2 
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Theme cÖ‡qvM Kiv (Applying a Theme) 

Theme cÖ‡qvM K‡i Presentation-†K Professional Look †`Iqv hvq| wWdë 

Theme-G Kv‡jv †jLv Ges mv`v e¨vKMÖvDÛ _v‡K| GwU memgq fvj bvI jvM‡Z cv‡i| 

ZvB fvj bv jvM‡j wb‡Ri B‡”QgZ Theme cÖ‡qv‡Mi myweav i‡q‡Q| aiv hvK Avgv‡`i 

ˆZwiK…Z Presentation-wUi Theme cwieZ©b K‡i Ab¨ GKwU Theme Apply Kie| 

 

1. Design Tab-G wK¬K Kiæb| jÿ Kiæb wewfbœ ai‡bi Theme cÖ`wk©Z n‡”Q| 

 

 

 

2. gvDm c‡q›UviwU‡K †h ‡Kvb GKwU Theme-Gi Dci wb‡q hvb| jÿ Kiæb Current 

Slide-wU cQ›`K…Z Them-Gi gZ cÖ`wk©Z n‡e| 

3. AviI Theme †c‡Z Theme Group-Gi Wvb As‡ki More Button-G wK¬K Kiæb| 

Gevi cQ‡›`i Them †hgb : Concourse Theme-wUi Dci wK¬K Kiæb|  

 

5 6 
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4. jÿ Kiæb Document-Gi cÖ‡Z¨KwU Slide-G Theme-wU Apply n‡q‡Q| 

 

 

 

 

 

 

 

 

 

 

5. Avjv`v Avjv`v Slide-G wfbœ wfbœ Theme Apply Kivi cÖ‡qvRb n‡j Kvw•ÿZ Slide-

G wM‡q cQ‡›`i Theme-Gi Dci Right Click K‡i Apply to Selected Slides-

G wK¬K Kiæb| 

 

 

 

mvaviYZ Presentation-G GKwU Theme Apply KivB †kÖq, Z‡e Presentation-†K 

Avjv`v Section-G wef³ Kivi †ÿ‡Î cÖ‡Z¨K Section-G Avjv`v Theme Apply Kiv 

†h‡Z cv‡i| Slide Design Kivi †ÿ‡Î wKQz welq †Lqvj ivLv fvj| †hgb : Slide-G 

Dark Background-G Light Text A_ev Light Background-G Dark Text-G 
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†hb Audience-†`i †jLv co‡Z †Kvb mgm¨v bv nq| Theme cwieZ©b Kivi Av‡M Aek¨B 

Zv welqe ‘̄i m‡½ wgj †i‡L Kiv DwPZ| 

6. Gevi Ctrl+S †cÖm K‡i Presentation-wU cybivq Save Kiæb| 

GKBfv‡e evwK Slide ¸‡jv wb‡R ˆZwi Kiæb| 

 

Duplicate Slide ˆZwi Kiv 

†cÖ‡R‡›Ukb ˆZwi Kivi †ÿ‡Î KLbI GKB ai‡bi GKvwaK ø̄vBW ˆZwi Kivi cÖ‡qvRb n‡Z 

cv‡i| Lye mn‡RB Duplicate Slide Command e¨envi K‡i Duplicate Slide ˆZwi 

Kiv hvq| †hgb : 

1. Presentation-wUi Thumbnail As‡k Right Click K‡i Duplicate Slides-G 

wK¬K Kiæb| 

 

 
 

2. jÿ Kiæb ûeû bZzb GKwU Slide ˆZwi n‡q‡Q| Gevi cÖ‡qvRbxq Z_¨ Edit Kiæb| 

 

. 

 

 

 

 

 

 

 

Guids, Gridlines and Rulers e¨envi 

hLb GKwU Slide ˆZwi Kiv nq ZLb Placeholder ¸‡jv Default Positions-G _v‡K| 

wKš‘ wKQz mgq Placeholder, Picture BZ¨vw` gyf Kivi cÖ‡qvRb n‡Z cv‡i| †m †ÿ‡Î 

Layout wKsev gvc wVK †i‡L Slide Design Kivi †ÿ‡Î Rulers Ges Guides e¨envi 

Kiv n‡q _v‡K| 
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1. Slide Background-G Right Click K‡i Ruler-G wK¬K Kiæb| †`Lyb Dc‡i Ges 

ev‡g GKwU Ruler hy³ n‡q‡Q| 

2. cybivq Right Click K‡i Grid and Guides-G wK¬K Kiæb| GKwU Dialog Box 

Avm‡e| 

 

 

 

3. Gevi Display grid on screen Ges Display drawing guides on screen-G 

wUK wPý w`‡q Kx‡evW© †_‡K Enter A_ev Ok Kiæb| jÿ Kiæb 0.083inches 

square dotted Gride line Show n‡”Q| 

4. Gevi †h ‡Kvb GKwU Placeholder-G wK¬K K‡i A_ev Arrow Key e¨envi K‡i gyf 

Kiæb| jÿ Kiæb Grid Line-Gi m‡½ Placeholder-wU gyf Ki‡Q| 

5. cybivq Av‡Mi Position-G wdwi‡q Avb‡Z Undo A_©vr Ctrl+Z †cÖm Kiæb| 

6. Gride Hide Ki‡Z 2bs avcwU cÖ‡qvM K‡i Display grid on screen Ges 

Display drawing guides on screen-Gi wUK wPý DwV‡q w`‡q Kx‡evW© †_‡K 

Enter A_ev Ok Kiæb| 

Presentation-†K View Kiv 

PowerPoint Presentation wewfbœfv‡e View Kiv hvq| View Tab-G wK¬K Kiæb| 

Gevi Presentation Views Group-Gi cÖ_g PviwU AvBKb jÿ Kiæb| 
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A_ev Status Bar-Gi Wvb w`‡K Zoom Slider-Gi evg cv‡k wZbwU Icon †`Lv hvq| 

GLvb †_‡KI View Kiv hvq|  

 

Normal View 

 
Thumbnail mn m¤ú~Y© Slide-wU cÖ`wk©Z n‡e Ges me Kb‡U›U Edit Kivmn animation, 

effects BZ¨vw` KvR Kiv hvq| 

 

Slide Sorter 

 

cÖ‡Z¨KwU Slide ÿz`ª AvKv‡i †`Lv hv‡e| G Ae¯’vq Righ Click-Gi gva¨‡g Slide-†K 

Add, Delete Ges Move Kiv hv‡e| 

 

Slide Show 

 

eZ©gvb Slide †_‡K Presentation-wU Play n‡e| ïiæ †_‡K Presentation-wU Play 

Kivi cÖ‡qvRb n‡j cÖ_‡g Slide-G wM‡q Slid Show evU‡b wK¬K Ki‡Z n‡e| 

 

Notes Page 

 
Slide-Gi wb‡P Speaker’s Notes-Gi RvqMv †`Lv hv‡e| GLv‡b B‡”Q Ki‡j Speaker’s 

Notes wj‡L ivLv hv‡e, hv cieZ©x‡Z cÖ‡qvR‡b Print Kiv hv‡e| 

 

Presentation Run Kiv 
Presentation ˆZwi Kivi ci Zv Slide Show Kivi Rb¨ F5 †cÖm Kiæb| cÖ_g Slide 

†_‡K ïiæ n‡e A_ev wb‡Pi Status Bar †_‡K Slide Show evU‡b wK¬K Kiæb| GQvov 
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Shift F5 †cÖm Kivi gva¨‡g Current Slide †_‡K Presentation Run Kiv hvq| 

Presentation Run Kivi ci cieZ©x Slide-G hvIqvi Rb¨ gvD‡m Left Button-G wK¬K 

Kiæb A_ev Kx‡evW© †_‡K Enter, Arrow, Spacebar BZ¨vw` e¨envi K‡i Slide wbqš¿Y 

Kiv hvq| 

 

Animation hy³ Kiv 

Presentation-†K AviI AvKl©Yxq K‡i Zzj‡Z PowerPoint-G Animation hy³ Kiv 

hvq| G ch©v‡q wewfbœ ai‡bi Animation wb‡q Av‡jvPbv Kiv nj| 

 

Slide-G Transition †`Iqv 

Presentation Run Kivi ci AvPgKv Slide cwiZ©b bv n‡q Transition hy³ nIqv 

†hgb: GK Slide cwieZ©‡bi mgq Dissolve A_ev Ab¨ †h ‡Kvb Effect e¨envi Kiv †h‡Z 

cv‡i| Animation hy³ K‡i Presentation AviI PgrKvifv‡e Dc¯’vcb Kiv hvq| †hgb 

: Slide-G Animation hy³ Ki‡Z wb‡Pi cÖwµqvwU †`Lyb| 

1. Normal View wbwðZ K‡i Kvw•ÿZ Slide Select Kiæb| 

2. Animations Tab-G wK¬K Kiæb| 

 

 

 

3. Animations Tab-Gi Transition to this slide group-G wewfbœ Transition-

Gi Dci gvDm c‡q›Uvi wb‡q hvb| jÿ Kiæb D³ Slide-wU‡Z Transition-wU wcÖwfD 

n‡e| wK¬K Ki‡j D³ Slide-wU‡Z TransitionwU Apply n‡e| Gfv‡e Avjv`v Avjv`v 

Slide wm‡j± K‡i Transition Apply Kiv hvq|  

4. †Kvb Transition me Slide-G Apply Kivi cÖ‡qvRb n‡j Tab-Gi Wvb As‡ki 

Apply to all evU‡b wK¬K Kiæb| 

5. Transition Speed-Gi Wv‡b Wªc WvDb wj‡÷ wK¬K K‡i Slide Transition 

Speed-†K Fast, Medium wKsev Slow Kiv hvq| 

6. Transition-Gi Sound Clip hy³ Kivi Rb¨ Transition Sound-Gi Wv‡b Wªc 

WvDb wj‡÷ wK¬K K‡i Sound Clip hy³ Kiv hvq| 
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Avjv`vfv‡e Animation hy³ Kiv 
PowerPoint-G †cÖ‡R‡›Ukb †`Iqvi †ÿ‡Î `k©‡Ki g‡bv‡hvM evov‡bvi †ÿ‡Î Slide-G me 

Z_¨ Avjv`v Avjv`vfv‡e Animation Apply Kiv hvq| aiv hvK 2bs Slide-wU‡Z wKQz 

Animation hy³ Kiv n‡e|  

 

1. 2bs Slide-wU wm‡j± K‡i †h ‡Kvb GKwU Placeholder-G wK¬K Kiæb|  

2. Animations Tab-Gi Animation Group †_‡K Animate As‡ki No 

Animation-Gi Wv‡b Wªc WvDb wj‡÷ wK¬K Kiæb| jÿ Kiæb wKQz Animation 

Scheme cÖ`wk©Z n‡e| 

 

 

 

3. Fly In As‡ki By 1st Level Paragraphs wK¬K Kiæb| Gfv‡e Avjv`v Avjv`v 

Content wm‡j± K‡i Animation hy³ Kiæb| 
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Custom Animation hy³ Kiv 

Presentation AviI AvKl©Yxq Ki‡Z Custom Animation KgvÛ e¨envi Kiv nq| 

wb‡Ri B‡”QgZ Animation hy³ Ki‡Z: 

1. Kvw•ÿZ  Content-wU wm‡j± K‡i Animations Tab-Gi Animation Group 

†_‡K Custom Animation evU‡b wK¬K Kiæb| 

 

2. jÿ Kiæb Screen-Gi Wvb As‡k GKwU Custom Animation Task Pane †`Lv 

hv‡”Q| 

 

 

3. Gevi Add Effect evU‡b wK¬K K‡i Entrance †_‡K More Effects-G wK¬K 

Kiæb| 

 

 

4. wb‡Pi gZ GKwU Dialog Box I‡cb n‡e| †h ‡Kvb GKwU Effect-G wK¬K K‡i Kx‡evW© 

†_‡K Enter A_ev Ok evU‡b wK¬K Kiæb| 
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5. Gevi Task Pane-Gi wb‡P Play evU‡b wK¬K Kiæb †`Lyb Slide-wU Play n‡e| 

 

 

 

Gfv‡e cÖ‡Z¨KwU Kb‡U›U Avjv`v Avjv`vfv‡e wm‡j± K‡i wewfbœ Effect hy³ K‡i Slide 

Show Kiæb| 

 

 

 

 

 

 



 





 

 

 

 

 

 

G Aa¨v‡qi Av‡jvwPZ g~j welqmg~n 

 

 

 

 gvB‡µvmd&U A¨v‡·m cwiwPwZ 

 gvB‡µvmd&U A¨v‡·m ïiæ Kiv 

 WvUv‡eR ˆZwi Kiv 

 Navigation Pane 

 †Uwej ˆZwi 

 †Uwe‡j WvUv Gw›Uª Kiv 

 †Kv‡qwi Kiv 

 dg© ˆZwi Kiv 

 wi‡cvU© ˆZwi Kiv 

 myBP‡evW© ˆZwi Kiv 

 One to One Relationship Table 
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gvB‡µvmd&U A¨v‡·m cwiwPwZ 

Access GKwU WvUv‡eR g¨v‡bR‡g›U md &Uq¨vi| me ai‡bi WvUv msµvšÍ KvR Access-G 

Kiv hvq| †hgb : Customer Contacts, Billing Hours, Bussiness Inventory| 

Ab¨w`‡K Diet Ges Exercise Records, Household Expenses, Price List 

BZ¨vw`| wewfbœ †Uwej ˆZwi Ges dg© wWRvBb K‡i AmsL¨ Data †_‡K ïay cÖ‡qvRbxq WvUv 

wb‡q Final Report ˆZwi Kiv hvq|  

 

gvB‡µvmd&U A¨v‡·m ïiæ Kiv (Starting Microsoft Access) 
gvB‡µvmd&U A¨v‡·m I‡cb Ki‡Z wb‡Pi avcwU AbymiY Kiæb| 

1. DB‡Ûv‡Ri Start Button-G wK¬K Kiæb| 

2. All Programs †_‡K Microsoft Office Access 2007-G wK¬K Kiæb| 

 

 

 

WvUv‡eR ˆZwi Kiv 

Access Pvjy Kivi ci GKwU bZzb Screen †`L‡Z cv‡eb, †hLv‡b †jLv i‡q‡Q Getting 

Started with Microsoft Office Access| GLv‡b wewfbœ Template e¨envi K‡i 

WvUv‡eR ˆZwi Kiv hvq|  
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evg As‡ki ZvwjKv †_‡K K¨vUvMwi wbe ©vPb K‡i gvSLv‡bi Ask †_‡K cÖ‡qvRbxq 

Templete mivmwi Online †_‡K WvDb‡jvW K‡i †bIqv hvq| 

 

Navigation Pane 
Access-Gi wØZxq av‡c Access Window-Gi ev‡g Navigation Pane †`Lv hv‡e| 

GLvb †_‡K we‡kl Database ¸‡jv wbqš¿Y Kiv nq| GQvov Navigation Pane-G AviI 

wKQz Object i‡q‡Q| Tables, Queries, Forms, Reports, Pages, Macros, 

Modules Navigation Pane-Gi Dc‡i Arrow-†Z wK¬K Ki‡j wKQz Option †`Lv 

hv‡e| cybivq Click K‡i Object ¸‡jv‡K Hide Kiv hv‡e| 

 

 

 
A¨v‡·‡m KvR Kivi Av‡M A¨v‡·m w`‡q wK wK KvR Kiv hvq †m m¤ú‡K© GKUz aviYv _vKv 

cÖ‡qvRb| †hgb: wewfbœ ai‡bi †Uwej Ges WvUv‡eR ˆZwi K‡i AmsL¨ †Uwe‡ji m‡½ m¤úK© 

ˆZwi Kiv Ges AmsL¨ WvUv †_‡K cÖ‡qvRbxq WvUv Lye mn‡RB L uy‡R †ei K‡i wewfbœ AvK…wZi 

wi‡cvU© ˆZwi Kiv hvq| GQvov dgy©jve¨envi K‡i ¯^qswµqfv‡e MvwYwZK mgvav‡bi m‡½ MÖvd, 

PvU© Ges Qwe hy³ Kiv hvq| 
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Data 
GKwU Table-Gi Row Ges Column-G †hme Z_¨ Input Kiv nq Zv-B WvUv| 

 

Field 
†Uwe‡ji Dcv`b¸‡jv‡K Field ejv nq| †hgb : First Name, Last Name, Address, 

Phone Number BZ¨vw`| 

 

Table 
A¨v‡·‡m g~jZ †Uwej wb‡q KvR Kiv nq| A¨v‡·‡mi wewfbœ Data GB Table-G msiwÿZ 

_v‡K| Gme Table-†K GK‡Î WvUv‡eR ejv nq| 

 

Form 
Table-G Lye mn‡R WvUv BbcyU Kivi Rb¨ Form e¨envi Kiv nq| Access-G wb‡Ri 

B‡”QgZ Form ˆZwi Kiv hvq| 

 

Query 
Table-G msiwÿZ WvUv¸‡jv‡K wfD, wdëvi, MYbv, kU© Ges hvPvB A_©vr AmsL¨ WvUv †_‡K 

cÖ‡qvRb Abyhvqx WvUv‡K L uy‡R †ei Ki‡Z Query Kiv nq| 

 

Report 
Table ev Query †_‡K wcÖ›U Kivi Rb¨ wb‡Ri Pvwn`v †gvZv‡eK wi‡cvU© ˆZwi Kiv hvq| 

 

Macro 
†hme KvR evievi Kivi cÖ‡qvRb n‡q _v‡K †m KvR¸‡jv Macro-i gva¨‡g Record K‡i 

ivLv nq| cieZx©‡Z ïay GKwU Kgv‡Ûi gva¨‡g KvR¸‡jv Kiv hvq| 

 

Modules 
Visual Basic w`‡q †cÖvMÖvg ˆZwi Kivi Rb¨ Module e¨envi Kiv nq| 

 

Tabel ˆZwi Kiv: 

1. Getting Started As‡ki Blank Database wm‡j± K‡i Wvb As‡ki File Name 

As‡k wjLyb Computer World| Gevi Create evU‡b wK¬K Kiæb| 
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wUcm 

mivmwi Create evU‡b wK¬K Ki‡j Database-wU C WªvB‡fi Document-G Save n‡e| 

Brows ( ) evU‡b wK¬K K‡i Location w`‡q dvBj Save Kiv hvq| 

2. GKwU Database File ˆZwi n‡q‡Q| Gevi Home Tab-Gi evg As‡ki Views 

Group-Gi View evU‡b wK¬K K‡i Design View-G wK¬K Kiæb| 

 

 

 
3. Save As Dialog Box I‡cb n‡e|  
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4. GLv‡b †h ‡Kvb GKwU bvg w`b| †hgb: Admission wj‡L Ok evU‡b wK¬K Kiæb| 

Navigation Pane-Gi Wvb As‡k Table-wU cÖ`wk©Z n‡”Q| Table-wU‡Z Field 

Name, Data Type Ges Description bv‡g wZbwU Column i‡q‡Q| 

 

 

5. GLv‡b Av‡jvP¨ welq n‡”Q ÷z‡W›U‡`i Z_¨ msiÿ‡Yi Rb¨ Avgiv GKwU WvUv‡eR ˆZwi 

Ki‡Z hvw”Q, ZvB Field Name-G wKQz Field hy³ Kie, hv cieZ©x‡Z Avgv‡`i 

cÖ‡qvRb n‡e| †hgb : Student Name, Father’s Name, Course Name, 

Course Fee BZ¨vw`| †mB m‡½ Data Type As‡k DataÕi aib wbe©vPb Ki‡Z n‡e| 

A_v©r Field-G †h WvUv BbcyU Kiv n‡e †mUv wK ai‡bi WvUv Text, Number, 

Curency bvwK Ab¨ wKQz? GLb ID bv‡g GKwU Field hy³ Kiv nj †m †ÿ‡Î ID 

bv¤^vi¸‡jv mvaviYZ msL¨v ev bv¤^vi nq Ges WvUv UvBc Kivi m‡½ m‡½ ¯^qswµqfv‡e 

ID bv¤^vi ˆZwi n‡e, ZvB WvUv UvBc As‡k Auto Number wbe©vPb Ki‡Z n‡e| 

Ab¨w`‡K Description-G †h wdìwU hy³ Kiv nj  †mwU m¤ú‡K© GKwU eY©bv wKsev wUcm 

†`Iqv †h‡Z cv‡i| Pjyb Gevi wKQz Field hy³ K‡i welqwU AviI fvjfv‡e ey‡S †bB| 

 

6. Field Name As‡k UvBc Kiæb ID Ges Data Type-Gi WªcWvDb wj÷ †_‡K Auto 

Number wbe©vPb Kiæb| 
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7. ỳBevi B›Uvi †cÖm Kiæb| Kvm©i Field Name Kjv‡g Ae¯’vb Ki‡j UvBc Kiæb 

Student’s Name Ges Data Type †_‡K Text wbe©vPb Kiæb| 

 

 

 

8. Gfv‡e Father’s Name, Mother’s Name, Present Address, Permanent 

Address bv‡g wKQz Field hy³ Kiæb Ges Data Type-G Text wbe©vPb Kiæb| 

 

 

 

Lookup Wizard hy³ Kiv: 

Lookup Wizard nj Av‡Mi wba©vwiZ wKQz WvUv w`‡q GKwU wj÷ ˆZwi Kivi cÖwµqv| aiv 

hvK District bv‡g GKwU Field i‡q‡Q, †hLv‡b cÖ‡Z¨Kevi wewfbœ District-Gi bvg †hgb 

: Dhaka, Shariatpur, Rajshahi BZ¨vw` wjL‡Z nq| Avevi KLbI c‡Y¨i ZvwjKv wKsev 

†Kvb Bbw÷wUD‡Ui †ÿ‡Î wewfbœ †Kv‡m©i GKwU ZvwjKv ˆZwi K‡i ivLv hvq, hv cieZ©x‡Z 

WvUv Gw›Uª Kivi mgq bZzb K‡i †jLvi cÖ‡qvRb n‡e bv| D³ Field-G wM‡q Wªc WvDb wj÷ 
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†_‡K Lookup Wizard w`‡q ˆZwiK…Z Data List †_‡K cÖ‡qvRbxq WvUv wbe©vPb Kiv 

hv‡e| 

 

9. Av‡Mi avivevwnKZvq Permanent Address-Gi c‡ii Row-†Z wM‡q UvBc Kiæb 

Course Name Ges Data Type-Gi WªcWvDb wj÷ †_‡K Lookup Wizard 

wbe©vPb Kiæb| 

 

 

 

10.  Lookup Wizard Avm‡e| I will type in the values that I want.-Gi ev‡g 

†PK e‡· wK¬K K‡i Next evU‡b wK¬K Kiæb| 
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11. Gevi bZzb †h Wizard-G Col1-Gi wb‡Pi Cell-G wK¬K K‡i Aplication, 

Graphics, Video Editing, Autocad, Advance Excell bv‡g wKQz WvUv UvBc 

Kiæb| me‡k‡l Next evU‡b wK¬K Kiæb| 

 

 

 

12. Gevi Lookup Wizard-wUi GKwU bvg w`b| †hgb : Course Name UvBc Kiæb 

Ges Finish evU‡b wK¬K Kiæb| 
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13. Gevi AviI wKQz Field hy³ Kiæb| †hgb : Admission Date Ges Data Type-G 

Date/Time wbe©vPb Kiæb| †h‡nZz Admission Date-G †Kvb ZvwiL wjL‡Z n‡e, 

ZvB Data Type-G Date/Time wbe©vPb Kiv nj| 

 

 

 

14. Gevi Photo bv‡g Av‡iKwU Field hy³ Kiv n‡e, †hLv‡b Student-†`i Qwe hy³ Kiv 

n‡e| GRb¨ Field Name-G Photo wj‡L Data Type-G Attachment wbe©vPb 

Kiæb| 

 

 

 

15. Course Fee, Payment I Due bv‡g AviI wZbwU Field hy³ Kiæb| †h‡nZz 

cÖ‡Z¨KwU Field-Gi WvUvmg~n UvKvi A‡¼ wnmve Kiv n‡e, ZvB Data Type As‡k 

Currency wbe©vPb Kiæb| 
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16. Gevi Kx‡evW© †_‡K Ctrl+S †cÖm K‡i Save Kiæb Ges Admission †jLvi Dci 

Right Click K‡i Close-G wK¬K K‡i TablewU Close Kiæb| 
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cÖv_wgKfv‡e Table ˆZwii KvR †kl| Gevi wb¤œewY©Z wbq‡g Table-G Data Entry 

Kiæb| 

 
cÖv_wgKfv‡e Table-G Field hy³ Kivi ciB Data Entry Kiv hvq| Z‡e G ch©v‡q  

ˆZwiK…Z Table-Gi wewfbœ Field wb‡q GKwU Form Design K‡i WvUv Gw›Uªi KvR 

Kie| 

 

Form ˆZwi Kiv: 

cÖ_‡g GKwU cÖ‡qvRbxq Field wb‡q GKwU Auto Form ˆZwi Kiv wkLe Ges cieZ©x‡Z 

Kxfv‡e Form -†K wb‡Ri B‡”QgZ wWRvBb Kiv hvq, †m cÖwµqv Av‡jvPbv Kie| Auto 

Form ˆZwi Ki‡Z wb¤œewY©Z cÖwµqvwU AbymiY Kiæb| 

1. Ribon †_‡K Create U¨v‡e wK¬K Kiæb| 

2. Froms Group-Gi More Forms-G wK¬K K‡i WªcWvDb wj÷ †_‡K Form 

Wizard wbe©vPb Kiæb| 

 

 

 

3. Form Wizard WvqvjM e· I‡cb n‡e| jÿ Kiæb Available Fields Ges 

Selected Field-Gi gvSLv‡b `ywU WvbgyLx Arrow evUb i‡q‡Q| Gevi Available 

Fields †_‡K GKwU GKwU K‡i Field †bIqvi Rb¨ cÖ_g evU‡b wK¬K Kiæb| Avi me 

Field wb‡Z PvB‡j wØZxq evUbwU‡Z wK¬K Kiæb| 
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4. Selected Fields-G wbe©vwPZ Field ¸‡jv hy³ n‡e| Gevi Next evU‡b wK¬K Kiæb| 

 

 

 

5. GLvb †_‡K Form-Gi Layout wbe©vPb Ki‡Z n‡e| Column-Gi †PK e‡· wUK gvK© 

K‡i Next evU‡b wK¬K Kiæb| 
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6. FromwU †Kvb Style-G cÖ`wk©Z n‡e Zv wm‡j± Ki‡Z n‡e| GLv‡b A‡bK¸‡jv 

wWdë Style i‡q‡Q| Office wm‡j± K‡i Next evU‡b wK¬K Kiæb| 

 

 

 

7. Titel e‡· FormwUi GKwU bvg w`b| †hgb : Admission Data| wØZxq As‡k 

Open the form to view or enter information-Gi ev‡g wUK w`‡q Finish 

evU‡b wK¬K Kiæb| 
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8. Admission Data bv‡g GKwU Form ˆZwi n‡e| Gevi B›Uvi †cÖm K‡i WvUv Gw›Uª 

Kiæb| 

 

 

 

Form-G Data Gw›Uª Kiv 

Form ˆZwi K‡i Lye mn‡R Data Gw›Uª Kiv hvq| wb¤œewY©Z cÖwµqvwU AbymiY K‡i Form-

G WvUv Gw›Uª Kiæb| 
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1. Student’s Name-G Student-Gi bvg wj‡L B›Uvi ‡cÖm Ki‡j Kvm©i Father’s 

Name Field-G Ae ’̄vb Ki‡e| Father’s Name-G evevi bvg wj‡L B›Uvi †cÖm 

Kiæb| Gfv‡e Present Address I Permanent Address-G WvUv UvBc Kiæb| 

 

 

 

2. jÿ Kiæb Course Name-G GKwU WªcWvDb wj÷ i‡q‡Q| wbðqB g‡b Av‡Q Course 

Name-G Avgiv Lookup Wizard e¨envi K‡i Av‡M †_‡KB wKQz Course-Gi bvg 

Gw›Uª K‡i †i‡LwQjvg, hv GLv‡b i‡q‡Q| GRb¨ GLv‡b bZzb K‡i †Kvb WvUv UvBc Ki‡Z 

n‡e bv| aiv hvK GKRb ÷z‡W›U Video Editing Course-G fwZ© n‡q‡Q| GRb¨ 

bZzb K‡i Video Editing †jLvi cÖ‡qvRb †bB| ïay WªcWvDb wj÷ †_‡K Video 

Editing wm‡j± Ki‡jB n‡e| 

 

 

 

3. Admission Date-G Date wjLyb A_ev Wvb w`‡K GKwU Calendar AvBKb i‡q‡Q, 

Zv‡Z wK¬K K‡i Date wbe©vPb Kiæb| (Table ˆZwi Kivi mgq Admission Date-

Gi Data Type-G Date/Time wbe©vPb Kiv n‡qwQj weavq GLv‡b GKwU Calendar 

AvBKb G‡m‡Q)| 
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4. Gevi Photo As‡k Student-Gi GKwU Qwe hy³ Kie| GRb¨ Photo †jLvi Wvb w`‡Ki 

e‡· wK¬K Kiæb| Dc‡i wZbwU evUb cÖ`wk©Z n‡e| GLvb †_‡K Attach ( ) evU‡b wK¬K 

Kiæb| 

 

 

 

5. Attachments Dialog Box Avm‡e| Add evU‡b wK¬K Kiæb| 

 

 

 

6. Choose File bv‡g GKwU Dialog Box I‡cb n‡e| GLv‡b File-Gi Location 

wbe©vPb K‡i Open evU‡b wK¬K Ki‡Z n‡e|  
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7. Attachment-G dvBjwU hy³ n‡e| Gevi Ok evU‡b wK¬K Kiæb| 

 

 

 

8. jÿ Kiæb Form-G QwewU hy³ n‡q‡Q| 
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9. Course Fee-†Z Amount UvBc Kiæb| †hgb : Video Editing Course-Gi 

Rb¨ avh©K…Z Course Fee †hgb 20000 wjLyb Ges Payment As‡k bM` Rgv 

wjLyb| awi 20000 UvKvi g‡a¨ bM` 10000 UvKv cwi‡kva K‡i‡Q| 

 

 

 

10.  Gevi Due-G As‡k Aewkó UvKv ¯̂qswµqfv‡e Avmvi Rb¨ Due Field-†K 

Calculated Field-G iƒcvšÍi Kie| 

11. Ctrl+S †cÖm K‡i FilewU‡K Save Kiæb| 

 

Calculated Field hy³ Kiv 

Navigation Pan †_‡K Admission Data Form-wUi Dci gvD‡mi Right evUb wK¬K 

K‡i Design View wbe©vPb Kiæb| 

 

 

12. Form-wU Design View-†Z cÖ`wk©Z n‡e| 
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13. jÿ Kiæb Form-Gi Wvb w`‡K wb‡P Due i‡q‡Q| Gevi gvDm w`‡q Wvb w`‡Ki Due 

†jLvwU‡Z wK¬K Kiæb| 

 

 

 

14. Ribon-G †`Lyb Design bv‡gi Contextual U¨v‡e wK¬K K‡i Wvb w`‡Ki Tools 

Group †_‡K Property Sheet-G wK¬K Kiæb| 

 

 

 

15. jÿ Kiæb w¯Œ‡bi Wvb w`‡K Property Sheet bv‡g GKwU Task G‡m‡Q| 
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16. jÿ Kiæb GLv‡b Format, Data, Event, Other Ges All bv‡g wKQz U¨ve i‡q‡Q| 

GLvb †_‡K All U¨vewU wm‡j± Kiæb| 

 

17. Gevi Control Source-Gi Wvb Cell-G wK¬K K‡i| UvBc Kiæb =[Course Fee]-

[Payment] (†h‡nZz Course Fee †_‡K bM` A_© ev` w`‡jB Due Amount wbY©q 

n‡e, ZvB Course Fee †_‡K Payment Field ev` †`Iqv nj Ges Field Name 

¸‡jv‡K Aek¨B Z…Zxq eÜbxi †fZ‡i ivL‡Z n‡e| †mB m‡½ Field Name-G †hfv‡e 

Field Name †jLv i‡q‡Q ûeû †mfv‡e wjL‡Z n‡e)| 

 

 

18. Ctrl+S w`‡q dvBjwU‡K Save Kiæb| 

 

19. Gevi Navigation Pan-Gi Admision Data Form-Gi Dci gvD‡mi Wvb evUb 

wK¬K K‡i Open Kiæb| 

 

20. jÿ Kiæb ¯̂qswµqfv‡e Due A¨vgvD›U wbY©q n‡q‡Q| 

 

 

Wjvi mvBb cwieZ©b Kiv 

Currency wPý cwieZ©b K‡i UvKvi ($) Symbol Avb‡Z Start evUb †_‡K Control 

Panel-G wK¬K Kiæb| 
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Clock, Language and Region-Gi Change keyboards or other input 

methods-G wK¬K Kiæb| 

 

 

 

Region and Language Dialog Box Avm‡e| GLvb †_‡K Formats U¨v‡ei 

Format-Gi WªcWvDb wj÷ †_‡K Bengali (Bangladesh) wbe©vPb K‡i Apply I Ok 

Kiæb| 
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21. jÿ Kiæb GLb Wjvi Sign-Gi ’̄v‡b UvKvi wPý G‡m‡Q| 

 

 

 

bZzb WvUv hy³ Kiv 

1. Navigation Pan †_‡K Admission Data Form-wUi Dci Wvej wK¬K Kiæb| 

Form-wU I‡cb n‡e| Gevi Form-Gi wb‡P New record evU‡b wK¬K Kiæb| 

 

2. Gevi Av‡Mi wbqg Abyhvqx WvUv UvBc Kiæb| 
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Gfv‡e wKQz WvUv Gw›U ª Kiæb| 

 

Query Kiv 
Query n‡”Q AmsL¨ WvUv †_‡K wbw`©ó K‡i WvUv cÖ`k©b e¨e ’̄v| Query-Gi mvnv‡h¨ wbw`©ó 

wd‡ìi WvUv wbw`©ó kZ©vbymv‡i cÖ`k©b Kiv nq| Query wewfbœ ai‡bi n‡Z cv‡i| †hgb :  

Select Query, Paramitter Query, Action Query Ges SQL Query BZ¨vw`| 

A‡bK eo WvUv‡eR wb‡q KvR Kivi †ÿ‡Î Query Kivi cÖ‡qvRb n‡q _v‡K| aiv hvK 

Avgv‡`i ˆZwiK…Z WvUv‡eRwU †_‡K ïay Name, Course, Admission Date w`‡q WvUv 

Luy‡R †ei Kiv `iKvi| A_©vr AmsL¨ WvUv †_‡K wbw`©ó wdì bvg wb‡q WvUv cÖ`k©‡bi cÖwµqvB 

n‡”Q Query| wb‡Pi cÖwµqvwU AbymiY Kiæb| 

 

 

1. Admission Data Form-wU wm‡j± _vKv Ae¯’vq Create Tab †_‡K Query 

Wizard evU‡b wK¬K Kiæb| 
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2. New Query Wizard Avm‡e| GLv‡b Simple Query Wizard wbe©vPb K‡i Ok 

Kiæb| 

 

 

 

3. Simple Query Wizard Avm‡e| Gevi Available Fields †_‡K Student’s 

Name wm‡j± K‡i Wvb w`‡Ki Add evU‡b wK¬K Kiæb| Gfv‡e Course Name 

Ges Admission Date-†K Add K‡i Next evU‡b wK¬K Kiæb| 
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4. Gevi Finis evU‡b wK¬K Kiæb| 

 

 

5. jÿ Kiæb Name, Course Name Ges Admission Date w`‡q WvUv cÖ`wk©Z 

n‡”Q| Ctrl+S †cÖm K‡i Save Kiæb| 
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Report ˆZwi Kiv 

GKwU Database-G wewfbœfv‡e Data mw¾Z _v‡K| GB Database †_‡K cÖ‡qvRbxq 

Data cÖwZ‡e`b wKsev wcÖ›U AvKv‡i cÖ`k©b e¨e ’̄v‡KB Report ejv nq| Data Table 

†_‡K mivmwi wcÖ›U bv K‡i wi‡cvU© ˆZwi K‡i A‡bK my›`ifv‡e Dc¯’vcb Kiv hvq| K‡qK 

ai‡bi Report n‡Z cv‡i| †hgb : Daily Report, Summery Report, Report with 

Graphics and Chart, Report with Form Ges Report with Level| 

Report ˆZwi Ki‡Z wb‡Pi avc¸‡jv AbymiY Kiæb : 

1. Task Pane †_‡K †h ‡Kvb GKwU Table wm‡j± Kiæb| †hgb: Admission 

Query wm‡j± Kiæb|  

2. Gevi Create Tab-Gi Reports Group-Gi Report Button-G wK¬K Kiæb| 

 

 

 

2. jÿ Kiæb Admission Query-Gi GKwU Report ˆZwi n‡q‡Q| 
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4. Gevi Query Report bv‡g Save Kiæb| 

 

myBP‡evW© ˆZwi Kiv 

Table, From, Report-†K GKwU Form-G Command evU‡bi mvnv‡h¨ ms‡hvM ¯’vcb 

Kiv‡KB myBP‡evW© ejv nq| †hgb c~‡e©i ˆZwi Kiv Table, Form I Report w`‡q GKwU 

myBP‡evW© ˆZwi Kie| cÖ‡qvR‡b GKvwaK Table, Form I Report wi‡cvU© w`‡q myBP‡evW© 

‰Zwi Kiv †h‡Z cv‡i| 

1. ˆZwiK…Z WvUv‡eRwU I‡cb Kiæb| 

2. Create Tab †_‡K Form Design evU‡b wK¬K Kiæb| 

 

 
3. From1 bv‡g GKwU Form Avm‡e| 
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4. Gevi avivevwnKfv‡e GKwU PgrKvi myBP‡evW© ̂ Zwi Kie| cÖ_‡g Avgiv myBP‡ev‡W©i Dc‡i 

A_©vr †nWv‡ii GKwU Title Ges Logo hy³ Kie| 

5. Design U¨v‡ei Controls MÖæc †_‡K Title-G wK¬K Kiæb| 

 

 
 

6. Form-G GKwU Text e· Avm‡e| GLv‡b GKwU UvB‡Uj UvBc Kiæb| 

 
 

7. Gevi UvB‡U‡ji m‡½ GKwU Logo hy³ Kie| Design U¨v‡ei Controls MÖæc †_‡K 

Logo-†Z wK¬K Kiæb| 

 

 
 

8. Insert Tab Dialog Box I‡cb n‡e| GLv‡b Logo-i †jv‡Kkb wbe©vPb Kiæb| 
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9. Form-Gi Header-G Title-Gi m‡½ LogowU hy³ n‡e| 

 
 

10. Form-wU‡K Save Ki‡Z Ctrl+S †cÖm Kiæb| Save As Dialog Box I‡cb n‡e| 

From Name As‡k Switch Board bvg wj‡L I‡K Kiæb| 

 

 
 

11. Gevi wKQz evUb hy³ Kie| Design U¨v‡ei Controls Group †_‡K Button-G 

wK¬K Kiæb| 

 



 gvB‡µvmd&U Awdm 2007-2019 

357 

 
 

12. Gevi gvDm c‡q›Uvi‡K Form-Gi Dci wb‡q G‡m wK¬K Kiæb| 

 
13. Command Button Wizard I‡cb n‡e| GLv‡b Admission Form-wU I‡cb 

Kivi Rb¨ GKwU Action hy³ Kie| Categories †_‡K Form Operations Ges 

Actions †_‡K Open Form wbe©vPb K‡i Next evU‡b wK¬K Kiæb| 

 

 
 

14. Gevi bZzb †h Wizard Avm‡e, GLvb †_‡K Admission Data wm‡j± K‡i Next 

evU‡b wK¬K Kiæb| 
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15. Open the form and show all the records wm‡j± K‡i Next evU‡b wK¬K Kiæb| 

 
 

16. Text-G wK¬K K‡i wjLyb Admission| Gevi Next evU‡b wK¬K Kiæb| 
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17. Finish evU‡b wK¬K Kiæb| jÿ Kiæb Admission bv‡g GKwU evUb ˆZwi n‡q‡Q| 

 

 
18. Gevi wi‡cvU© †`Lvi Rb¨ Av‡iKwU evUb hy³ Kie| GKBfv‡e AviI GKwU evUb wbb| 

Command Button Wizard-Gi Categories †_‡K Report Operation-G 

Actions †_‡K Open Report wm‡j± K‡i Next evU‡b wK¬K Kiæb| 
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19. jÿ Kiæb Report bv‡g bZzb GKwU evUb hy³ n‡q‡Q| 

 
20. Command Button Wizard-Gi Categories †_‡K Form Operation Ges 

Action †_‡K Close Form wbe©vPb K‡i Close bv‡g Av‡iKwU evUb hy³ Kiæb| 
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21. Gevi me¸‡jv evUb wm‡j± K‡i gvD‡mi Right evU‡b wK¬K K‡i Size †_‡K To 

Widest wbe©vPb Kiæb| 

 

 
22. Avevi Right evU‡b wK¬K K‡i Align †_‡K Left wbe©vPb Kiæb| 
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23.jÿ Kiæb cÖ‡Z¨KwU evUb GKB Size Ges GKB Align-G n‡e| 
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24. Gevi Home Tab-Gi View †_‡K Form View-G wK¬K Kiæb| Form-wU cÖ`wk©Z 

n‡e|  

 
 

25. Gevi Admission evU‡b wK¬K Ki‡j Admission Form-wU I‡cb n‡e| Report-

G wK¬K Ki‡j Report †`Lv hv‡e Ges Close-G wK¬K Ki‡j Form-wU Close n‡e| 

 

 
 

One to One Relationship Table: 
gvB‡µvmdU G‡·‡m One to One Relation Table ‰Zwi Ki‡Z n‡j †h c×wZ Aej¤̂b 

Ki‡Z n‡e, Zv wb‡P Qwemn †`Lv‡bv nj: 
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1. Microsoft Office Access wK¬K K‡i Blank Database Ack‡b wK¬K Kiæb| 

Gevi Wvbcv‡k File Name wU wj‡L File Location wU wbe©vPb K‡i wbb Ges 

Create evU‡b wK¬K K‡i bZzb ‡WUv‡em dvBjwU I‡cb Kiæb| 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. ‡Uwej ˆZwi Kivi Rb¨ View ‡Z wK¬K K‡i Design View ‡Z wK¬K Kiæb| 

†Uwe‡ji Z‡_¨i Dci wfwË K‡i †Uwe‡ji bvg wba©viY Kiæb| 

 
 
 
 
 
 
 
 
 
 
 

3. GLb cÖ‡qvRb Abymv‡i †Uwe‡ji Field Name I Data Type ¸‡jv wjLyb| ‡jLv 

†k‡l Ctrl+S ‡cÖm K‡i dvBjwU †mf K‡i wbb Ges Ctrl+W ‡cÖm K‡i dvBjwU 

Close Kiæb| 

File Location 
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4. Gevi Window Gi evg cv‡ki †mf Kiv †UwejwU Wvej wK¬K K‡i I‡cb Kiæb Ges 

cÖ‡qvRb Abymv‡i †Uwe‡j †WUv¸‡jv UvBc Kiæb| ‡jLv †k‡l Ctrl+S ‡cÖm K‡i 

dvBjwU †mf K‡i wbb Ges Ctrl+W ‡cÖm K‡i dvBjwU Close Kiæb| 

 
 
 
 
 
 
 
 
 

5. wi‡jkbwkc ˆZwii Rb¨ Kg c‡ÿ ỳÕwU †Uwej cÖ‡qvRb| ZvB wØZxq †UwejwU †bqvi 

Rb¨ Create U¨ve G wK¬K K‡i Table evU‡b wK¬K Kiæb| GLb ‡Uwej ˆZwi Kivi 

Rb¨ View ‡Z wK¬K K‡i Design View ‡Z wK¬K Kiæb| †Uwe‡ji Z‡_¨i Dci 

wfwË K‡i †Uwe‡ji bvg wba©viY Kiæb|  
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6. GLb cÖ‡qvRb Abymv‡i †Uwe‡ji Field Name I Data Type ¸‡jv wjLyb| ‡jLv 

†k‡l Ctrl+S ‡cÖm K‡i dvBjwU †mf K‡i wbb Ges Ctrl+W ‡cÖm K‡i dvBjwU 

Close Kiæb| 

 

 

 

 

 

7. Gevi Window Gi evg cv‡ki †mf Kiv †UwejwU Wvej wK¬K K‡i I‡cb Kiæb Ges 

cÖ‡qvRb Abymv‡i †Uwe‡j †WUv¸‡jv UvBc Kiæb| ‡jLv †k‡l Ctrl+S ‡cÖm K‡i 

dvBjwU †mf K‡i wbb Ges Ctrl+W ‡cÖm K‡i dvBjwU Close Kiæb| 

 

 

 

 

 

 

8. Dfq †Uwe‡ji mv‡_ wi‡jkbwkc Kivi Rb¨ Database tools ‡_‡K 

Relationships U¨ve G wK¬K Kiæb|  
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9. GK GK K‡i Add evU‡b wK¬K K‡i †Uwej ỳBwU Add Kiæb| 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

10. ‡Uwej `yBwU Add n‡q †M‡j †hfv‡e †`Lv‡e wb‡P †`Iqv nj: 

 
 

 

 

 

 

 

11. Dfq †Uwe‡ji mv‡_ wi‡jkbwkc ˆZwi Kivi Rb¨ Parent Uz Parent 

communication Ki‡Z n‡e| GLv‡b Course ID I Student ID DfqwU 

Parent myZivs, Course ID ‡K gvD‡mi Kvm©i w`‡q a‡i cieZx© †Uwe‡ji 

Student ID Gi Dci †Q‡o w`b| Enforce Referential Integrity G wK¬K 

K‡i Create evU‡b wK¬K Kiæb| GLb †`Lyb wi‡jkbwkc n‡q †M‡Q| Gevi Ctrl+S 

‡cÖm K‡i dvBjwU †mf K‡i wbb Ges Ctrl+W ‡cÖm K‡i dvBjwU Close Kiæb| 
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12. ̀ yBwU †Uwe‡ji Relationship wVK Av‡Q wKbv Zv hvPvB Kivi Rb¨ Database 

Tools ‡gby†Z wK¬K K‡i Relationships U¨ve G wK¬K Kiæb|  

 
 
 

 

13. Query Kivi Rb¨ Create ‡gby‡Z wK¬K K‡i Query Design U¨ve G wK¬K 

Kiæb| GLb GK GK K‡i †Uwej ỳBwU Add Kiæb| 
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14. Field Table Gi cÖ_g Kjv‡g Kvm©i †i‡L Course ID ‡Z Wvej wK¬K Kiæb| 

wØZxq Kjv‡gi Rb¨ Kvm©i †i‡L Student ID ‡Z Wvej wK¬K Kiæb| Z…Zxq Kjv‡gi 

Rb¨ Kvm©i †i‡L Course Name G Wvej wK¬K Kiæb| PZz_© Kjv‡gi Rb¨ Kvm©i 

†i‡L Student Name G Wvej wK¬K Kiæb| cÂg Kjv‡gi Rb¨ Kvm©i †i‡L 

Course Fee ‡Z Wvej wK¬K Kiæb| lô Kjv‡gi Rb¨ Kvm©i †i‡L Basic 

Computer G Wvej wK¬K Kiæb| Query Kivi Rb¨ Criteria Fill G Course 

Name Gi Kjv‡g †h bvgwU a‡i Query Ki‡Z Pvb, BbfvB‡UW Kgv mn ("Java") 

wj‡L Enter ‡cÖm Kiæb| Gevi Ctrl+S ‡cÖm K‡i dvBjwU †mf K‡i wbb Ges 

Ctrl+W ‡cÖm K‡i dvBjwU Close Kiæb|  

 
 
 
 

 

 

 

 

 
 
 
 
 
 
 

15. Query wU mwVKfv‡e n‡q‡Q wKbv Zv hvPvB K‡i †`Lvi Rb¨, Query1 G Wvej 

wK¬K Kiæb| fve‡Qb Course ID wU Show K‡iwb †Kb? DË‡ii Rb¨ †f‡e †`Lyb, 

c~‡e©B Parent to Parent ev One to One wi‡jkbwkc ‰Zwi Kiv n‡qwQj, hv‡Z 

Course ID Gi mv‡_ Student ID Gi m¤úK© Ry‡o †`qv wQj, ZvB GLv‡b GKwU 

ID Show Ki‡Q| Gevi Ctrl+S ‡cÖm K‡i dvBjwU †mf K‡i wbb Ges Ctrl+W 

‡cÖm K‡i dvBjwU Close Kiæb|  

1 

2 

3 

4 

5 

6 
1 

4 2 5 3 
6 



gvB‡µvmd&U A¨v‡·m 

370 

 

 

 

 

 
16. GLb m¤ú~Y© †Uwe‡ji wi‡jkbwkc †`Lvi Rb¨ †Uwej I‡cb K‡i cøvm(+) evUb¸‡jv‡Z 

wK¬K K‡i hvPvB Kiæb| hvPvB Kiv n‡q †M‡j Ctrl+S ‡cÖm K‡i dvBjwU †mf K‡i 

wbb Ges Ctrl+W ‡cÖm K‡i dvBjwU Close Kiæb|  

 

 
 

 

 

 

 

 



 

 





 

 

 

G Aa¨v‡qi Av‡jvwPZ g~j welqmg~n 

 

 

 

 

 Iqvì© IqvBW I‡qe 

 P¨vwUs 

 ¯‹vBc 

 ¸Mj 

 B-†gBj 

 AvDUjyK 

 B-†gBj Av`vb-cÖ`vb 

 †dmeyK 
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B›Uvi‡bU Kx? 

AvšÍtRvj ev B›Uvi‡bU (Internet) c„w_exRy‡o we¯Í…Z, ci¯ú‡ii mv‡_ mshy³ A‡bK¸‡jv 

Kw¤úDUvi †bUIqv‡K©i mgwó, hv Rbmvavi‡Yi Rb¨ Db¥y³ Ges †hLv‡b AvBwc ev B›Uvi‡bU 

cÖ‡UvKj bv‡gi GK cÖvgvY¨ e¨e ’̄vi gva¨‡g WvUv Av`vb-cÖ`vb Kiv nq| GLv‡b D‡jøL Kiv 

cÖ‡qvRb, A‡b‡K B›Uvi‡bU Ges Iqvì© IqvBW I‡qe‡K mgv_©K kã wn‡m‡e MY¨ Ki‡jI 

cÖK…Zc‡ÿ kã ỳwU wfbœ welq wb‡`©k K‡i| 

 

ÔB›Uvi‡bUÕ B›Uvi‡bUIqvK© (Internetwork)-Gi mswÿß iƒc| GwU we‡kl †MUI‡q ev 

ivDUv‡ii gva¨‡g Kw¤úDUvi †bUIqvK©¸‡jv G‡K Ac‡ii m‡½ ms‡hvM Kivi gva¨‡g MwVZ 

nq| B›Uvi‡bU‡K cÖvqB †bU ejv n‡q _v‡K| hLb m¤ú~Y© AvBwc †bUIqv‡K©i AvšÍR©vwZK 

wm‡÷g‡K D‡jøL Kiv nq, ZLb B›Uvi‡bU kãwU‡K GKwU bvgevPK we‡kl¨ g‡b Kiv nq| 

 

B›Uvi‡bU Ges Iqvì© IqvBW I‡qe ˆ`bw›`b e³…Zvq cÖvqB †Kvb cv_©K¨ Qvov e¨envi nq| hvB 

†nvK, B›Uvi‡bU Ges Iqvì© IqvBW I‡qe GK bq| B›Uvi‡b‡Ui nvW©Iq¨vi Ges md&UIq¨vi 

cwiKvVv‡gv Kw¤úDUvimg~‡ni g‡a¨ GKwU AvšÍR©vwZK Z_¨ †hvMv‡hvM e¨e¯’v ¯’vcb K‡i| 

 

1960-Gi `k‡K gvwK©b mvgwiK evwnbxi M‡elYv ms¯’v A¨vWfvÝW wimvP© cÖ‡R±m G‡RwÝ ev 

Avicv (ARPA) cixÿvg~jKfv‡e gvwK©b hy³iv‡óªi wKQy wek¦we`¨vjq I M‡elYvMv‡ii g‡a¨ 

†hvMv‡hvM e¨e ’̄v M‡o †Zv‡j| c¨v‡KU myBwPs c×wZ‡Z ˆZwi Kiv GB †bUIqvK© Avicv‡bU 

bv‡g cwiwPZ wQj| 

 

Iqvì© IqvBW I‡qe (www) Kx? 

Iqvì© IqvBW I‡qe nj B›Uvi‡bU w`K`k©b‡hvM¨ AvšÍtms‡hvMK…Z Z_¨vw`i GKwU fvÐvi| 

GKwU I‡qe eªvDRv‡ii mnvqZv wb‡q GKRb `k©K I‡qecvZv ev I‡qe‡cR †`L‡Z cv‡i Ges 

ms‡hvM ev nvBcviwj¼ e¨envi K‡i wb‡`©kbv MÖnY I cÖ`vb Ki‡Z cv‡i| 

 

B›Uvi‡b‡Ui gva¨‡g ci¯ú‡ii m‡½ hy³ nvBcvi †U·U WKz‡g›U¸‡jv wb‡q KvR Kivi cÖwµqvB 

Iqvì© IqvBW I‡qe bv‡g cwiwPZ| nvBcvi wj‡¼i mvnv‡h¨ I‡qe eªvDRv‡ii gva¨‡g I‡qe‡cR 

†`Lv hvq, hv †U·U, wPÎ, wfwWI I Ab¨vb¨ gvwëwgwWqv mg„× n‡Z cv‡i| 1989 mv‡ji gv‡P© 

Bs‡iR c`v_©we` wUg evb©vm wj, eZ©gv‡b whwb Iqvì© I‡qe Kb‡mvwU©qv‡gi wW‡i±i, c~e©eZ©x 

nvBcvi‡U·U wm‡÷g n‡Z aviYv wb‡q †h cÖ¯Ívebv †j‡Lb, Zv †_‡KB DrcwË Iqvì© IqvBW 

I‡qe| cieZ©x‡Z G KvR¸‡jvi m‡½ †hvM †`b †ejwRqvb weÁvbx ievU© KvBwjqvD| Gmgq 

Zviv Df‡qB myBRvij¨v‡Ûi †R‡bfvq †m‡b© Kg©iZ wQ‡jb| 1990-Gi wW‡m¤^‡i Zv‡`i 

cÖKvwkZ GK cÖ¯Ívebvq Zviv D‡jøL K‡ib, ÔnvBcvi‡U·U‡K wj¼ I I‡qe †_‡K bvbv Z_¨ 
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msMÖ‡ni gva¨g wn‡m‡e e¨envi K‡i GKRb e¨enviKvix Zvi gwR©gvwdK I‡qe cwiågY Ki‡Z 

cvi‡e|Õ 

 

eZ©gv‡b B›Uvi‡bU ms‡hv‡Mi gva¨‡g mshy³ n‡q Ab¨vb¨ I‡qemvBU ˆZwi n‡qwQj| wek¦e¨vcx 

Domain-Gi bvg HTML-Gi †ÿ‡Î AvšÍR©vwZK gvb ¯’vwcZ n‡qwQj| ZLb †_‡KB evb©vm 

wj I‡qe ÷¨vÛv‡W©i e¨vcv‡i Zvi mwµq f~wgKv cvjb K‡ib (†hgb : I‡qe‡cR ˆZwi‡Z †Kvb 

gvK©Avc fvlv e¨envi Kiv n‡e)| m¤úªwZ wZwb AvIqvR Zz‡j‡Qb Semantic I‡q‡ei 

e¨vcv‡i| Iqvì© IqvBW I‡qe mn‡R e¨envi‡hvM¨ I mvejxj cÖwµqvq B›Uvi‡b‡Ui gva¨‡g 

Z_¨mg~‡ni cÖmvi ev we¯Í…wZ NwU‡q‡Q| Avi Gfv‡eB Zviv B›Uvi‡bU‡K RbwcÖq Ki‡Z ¸iæZ¡c~Y© 

f~wgKv †i‡L‡Qb| A‡bK mgq G‡`i A_©‡K ¸wj‡q †djv nq| hw`I B›Uvi‡bU KLbB Iqvì© 

IqvBW I‡q‡ei cÖwZkã bq| I‡qe nj g~jZ B›Uvi‡b‡Ui Dci wfwËK‡i M‡o IVv GKwU 

A¨vwcø‡Kkb gvÎ| 

 

I‡qe‡cR †`Lvi cÖwµqv mvaviYZ †Kvb eªvDRv‡i URL UvBc Kiv ev †Kvb cvZv †_‡K 

nvBcviwj¼ Abymi‡Yi gva¨‡g ïiæ n‡q _v‡K| Gici I‡qe eªvDRvi †hvMv‡hvM ¯’vc‡bi j‡ÿ¨ 

avivevwnKfv‡e wKQy evZ©v w`‡Z ïiæ K‡i| djkÖæwZ‡Z cvZvwU `k©b‡hvM¨ n‡q I‡V| cÖ_‡gB 

URL-Gi mvf©vi bv‡gi AskwU AvBwc A¨v‡Wªm aviY K‡i| GRb¨ GwU GKwU wek¦Rbxb 

B›Uvi‡bU WvUv‡eR ev Z_¨fvÐvi e¨envi K‡i, hv †Wv‡gBb †bg wm‡÷g bv‡g cwiwPZ| GB 

AvBwc wVKvbvwU I‡qe mvf©v‡i WvUv c¨v‡KU cvVv‡bvi Rb¨ Riæwi| 

 

Gici eªvDRvi wbw`©ó wVKvbvwU‡K GKwU GBPwUwUwci Av‡e`b Rvbvq I‡qe mvf©v‡ii Kv‡Q| 

mvaviY †Kvb I‡qe‡c‡Ri †ejvq cvZvwUi GBPwUGgGj †jLvi Rb¨ ïiæ‡Z Av‡e`b Rvbv‡bv 

nq| Gici I‡qe eªvDRviwU Qwemn Ab¨vb¨ cÖ‡qvRbxq dvB‡ji Rb¨ Av‡e`b †cuŠ‡Q †`q| 

 

I‡qe mvf©vi †_‡K Av‡e`bK…Z dvBjmg~n cvIqvi ci I‡qe eªvDRviwU HTML, CSS I 

Ab¨vb¨ I‡qe j¨v½y‡qR Abyhvqx cvZvwU‡K w¯Œ‡b mvwR‡q †d‡j| AwaKvsk I‡qe cvZv¸‡jv‡Z 

wbR¯^ nvBcviwj¼ _v‡K, hv‡Z mswkøó Ab¨vb¨ cvZv Ges WvDb‡jvWmn cÖ‡qvRbxq jÿ¨ 

DwjøwLZ _v‡K| GB cÖ‡qvRbxq I ci¯úi mshy³ nvBcviwj¼¸‡jvi mgwóB I‡qe bv‡g cwiwPZ| 

wUg evb©vm wj me©cÖ_g G‡K WWW (World Wide Web) bv‡g bvgvw¼Z K‡ib| 
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P¨vU (Chat) 
Chat k‡ãi A_© nj †LvkMí Kiv| B›Uvi‡b‡U GB †LvkMí Kivi Rb¨ i‡q‡Q AmsL¨ mvBU 

Ges A¨vwcø‡Kkb| B›Uvi‡bU Chating w`‡b w`‡b A‡bK RbwcÖq n‡q DV‡Q| eZ©gv‡b 

AbjvBb Kbdv‡iÝ, wgwUs, GgbwK A‡bK ¸iæZ¡c~Y© Av‡jvPbvi †ÿ‡Î GB gva¨g e¨envi nq| 

GQvov e¨w³MZ evZ©v ev GKK †hvMv‡hvM Ges AvBAviwmi gva¨‡g dvBj †kqvi Kivi my‡hvMI 

i‡q‡Q| wd«j¨vwÝs‡qi †ÿ‡Î Chating GKwU ¸iæZ¡c~Y© welq| evqvi‡`i m‡½ mivmwi 

†hvMv‡hv‡Mi †ÿ‡Î Chating A‡bK ¸iæZ¡c~Y©| AbjvB‡b P¨vU Kivi †ÿ‡Î wKQz RbwcÖq 

A¨vwcø‡Kkb i‡q‡Q| Gi g‡a¨ Skype, Yahoo Massenger D‡jøL‡hvM¨|  

 

¯‹vBc (Skype) 
¯‹vBc GKwU wfIAvBwc †mev Ges mdUIq¨vi A¨vwcø‡Kkb| GB †mevi gva¨‡g e¨enviKvixiv 

B›Uvi‡b‡U hy³ n‡q ci¯ú‡ii m‡½ f‡qm, wfwWI Ges Zvr¶wYK evZ©vi gva¨‡g †hvMv‡hvM 

Ki‡Z cv‡ib| GKRb ¯‹vBc e¨enviKvix Ab¨ ¯‹vBc e¨enviKvix‡K webvg~‡j¨ ¯‹vBc Uz ¯‹vBc 

Kj Ki‡Z cv‡ib| 2011 mv‡j gvB‡µvmd&U K‡c©v‡ikb 8.5 wewjqb Wjv‡i ̄ ‹vBc wjwg‡UW‡K 

wK‡b †bq| 

 

¯‹vB‡ci Awdwmqvj I‡qemvBU wVKvbv nj www.skype.com| GB mvB‡U cÖ‡ek K‡i 

¯‹vB‡ci mdU&Iq¨vi WvDb‡jvW, AvBwW wµ‡qU Kivmn Skype m¤ú‡K© we Í̄vwiZ Z_¨ cvIqv 

hv‡e| 
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†h‡KD ¯‹vB‡c wd« AvBwW wbeÜb K‡i †h ‡Kvb ¯‹vBc e¨enviKvixi m‡½ ZvrÿwYK †hvMv‡hvM 

Ki‡Z cv‡ib| wd«j¨vwÝs Kivi †ÿ‡Î ¯‹vBc GKwU ¸iæZ¡c~Y© welq, KviY A‡bK †ÿ‡Î evqviiv 

Zv‡`i †hvMv‡hv‡Mi myweav‡_© ¯‹vBc AvBwW‡Z †hvMv‡hvM Ki‡Z Pvq| G‡Z K‡i evqvi †hgb 

Zvi Kv‡Ri e¨vcv‡i ZvrÿwYK Avjvc Kivi my‡hvM cvq, †Zgwb Kv‡Ri e¨vcv‡i eyS‡Z 

†KvbAmyweav wKsev K¬v‡q‡›Ui m‡½ †hvMv‡hvM Kivi cÖ‡qvRb n‡j ¯‹vB‡c Lye mn‡R Av‡jvPbv 

Kiv hvq| ¯‹vB‡c f‡qm, wfwWI Ges ZvrÿwYK P¨vwUs‡qi myweav i‡q‡Q| 

 

¯‹vBc A¨vKvD›U ˆZwi Kiv 

1. eªvDRvi I‡cb K‡i A¨v‡Wªm ev‡i ̄ ‹vB‡ci A¨v‡Wªm www.skype.com wj‡L B›Uvi †cÖm 

Kiæb| wKQzÿ‡Yi g‡a¨ Skype-Gi I‡qemvB‡U cÖ‡ek Ki‡e| 

2. bZzb A¨vKvD›U ˆZwi Ki‡Z †c‡Ri Wvb w`‡K Join Us-G wK¬K Kiæb| 

 

 

 

3. wKQzÿ‡Yi g‡a¨ GKwU Form Avm‡e| GLv‡b wb‡Ri m¤ú‡K© Z_¨ w`‡q FormwU 

mwVKfv‡e c~iY Kiæb| †hgb : First name-G bv‡gi cÖ_g Ask Ges Last name-G 

bv‡gi †kl Ask| A_©vr bvg hw` Arafat Hossain nq, Z‡e cÖ_g Ask n‡”Q Arafat| 

Ab¨w`‡K †kl Ask ej‡Z Hossain-†KB eywS| 

 

4. Your email address Ges Repeat email-G Avcbvi B-†gBj A¨v‡Wªm w`b| 
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5. Profile information As‡k Birthday, Gender, Country/Region, City, 

Language wdì¸‡jv mwVKfv‡e c~iY Kiæb| 

 

6. ¯‹vBc A¨vKvD›UwU wK Kv‡R e¨envi Ki‡Z Pvb Zv wbe©vPb Kiæb| †hgb : e¨w³MZ n‡j 

Mostly personal conversations A_ev e¨emvwqK n‡j Mostly business 

conversations wm‡j± Kiæb| 

 

7. Skype Name wdìwU‡Z wK¬K Kiæb| wKQzÿ‡Yi g‡a¨ ¯̂qswµqfv‡e wKQz Skype 

name suggest Ki‡e| cQ›` n‡j GLvb †_‡K †h ‡Kvb GKwU bvg wbe©vPb Kiæb| †hgb: 

arafat.hossain977 bvgwUi evg As‡ki †PK e‡· wK¬K Ki‡jB bvgwU Skype Name 

wd‡ì hy³ n‡e|  
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D‡jøL¨, Suggestions-Gi bvg¸‡jv cQ›` bv n‡j B‡”QgZ cQ‡›`i bvg wjLyb, Z‡e Avcbvi 

†`Iqv bv‡g hw` Av‡M †KD A¨vKvD›U ˆZwi K‡i _v‡K †m †ÿ‡Î Avcbvi †`Iqv bvgwU MÖnY 

Kiv n‡e bv| 

 

8. Gevi Password As‡k Kgc‡ÿ 6 msL¨vi GKwU †Mvcb bv¤^vi wjLyb| GKB bv¤^vi  

Repeat Password As‡k UvBc Kiæb| 

 

9. me‡k‡l by email-G wUK w`‡q Type the text above here wd‡ì Dc‡ii 

CAPTCHAwU UvBc Kiæb| me‡k‡l I agree-Continue evU‡b wK¬K Kiæb| 
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CAPTCHA: jÿ Kiæb Type the text above here wd‡ìi Dc‡i 5241 Ahpme 

†jLv i‡q‡Q| G¸‡jv‡KB CAPTCHA ejv nq| 

10. wKQzÿ‡Yi g‡a¨ bZzb GKwU †cR I‡cb n‡e| Gevi GLvb †_‡K Download Skype 

for Windows evU‡b wK¬K K‡i Skype-Gi mdU&Iq¨viwU WvDb‡jvW K‡i wbb| 

 

WvDb‡jvW m¤úbœ n‡j md&UIq¨viwU mwVK fv‡e Bb÷j K‡i wbb| 

 

Skype-G jMBb Kiv 

1. ¯‹vBc mwVKfv‡e Bb÷j n‡j ¯‹vBc I‡cb K‡i Skype Name-G wK¬K Kiæb| 

 

2. Gevi bZzb GKwU DB‡Ûv I‡cb n‡e| GLv‡b cÖ_g wdìwU‡Z Skype Name Ges wØZxq 

wdìwU‡Z cvmIqvW© UvBc K‡i Sign in evU‡b wK¬K Kiæb| 



B›Uvi‡bU, B-†gBj, †dmeyK 

381 

 

3. Gevi Close evU‡b wK¬K Kiæb| 

 

4. Gevi Search e‡· eÜzi Skype ID UvBc K‡i eÜzi m‡½ ms‡hvM Kiæb| 
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¸Mj (Google) 
Avgvi wcÖq GKwU I‡qemvBU ¸Mj| KviY ARvbv wKsev AvMÖ‡ni A‡bK welq m¤ú‡K© Z_¨ 

Rvb‡Z ¸Mj mvP© Avgv‡K mn‡hvwMZv K‡i| eZ©gv‡b I‡qewfwËK mvP© BwÄb †Kv¤úvwb¸‡jvi 

g‡a¨ ¸Mj me‡P‡q RbwcÖq| ¸M‡j wM‡q wKQz wj‡L mvP© w`‡j †h‡Kvb GKwU DËi Avcbv‡K  

†`‡eB| B›Uvi‡bU e¨envi K‡i wKš‘ ̧ Mj mvP© K‡iwb Ggb gvby‡li msL¨v Lye Kg| ̧ Mj mv‡P©i 

gva¨‡g Avcwb Avcbvi cÖ‡qvRb Abyhvqx me Z_¨B Luy‡R †c‡Z cv‡ib| w`b w`b ¸Mj Zvi 

†mev evwo‡qB P‡j‡Q| †hgb : Qwe mvP©, ¸Mj wbDR mvP©, ¸Mj g¨vcm Ges A‡bK wKQz| 

2009 mv‡ji b‡f¤̂‡i comscore.com-G cÖKvk Kiv GKwU Rwi‡c ejv n‡q‡Q, ¸Mj 

Av‡gwiKvi evRv‡i cÖavb mvP© BwÄb, hvi evRvi Askx`vi wQj 65.6 kZvsk| ̧ Mj wewjq‡biI 

†ewk I‡qe cvZvi m~wP iv‡L, hv‡Z e¨enviKvixiv †h Z_¨ LyuR‡Qb Zv cvb| ̧ Mj 2006 mv‡ji 

ïiæi w`‡K ¸Mj wfwWI bv‡g bZzb GKwU †mev ïiæ K‡i, hvi gva¨‡g e¨enviKvixiv wfwWI 

Avc‡jvW, †`L‡Z Ges LyRu‡Z cvi‡eb| 2009 mv‡j ¸Mj wfwWI‡Z Avc‡jvW K‡g Av‡m, 

KviY Zviv mv‡P©i cÖwZ †Rvi †`q| GgbwK ¸Mj †W¯‹U‡ci Rb¨ ¸Mj †W¯‹Uc ˆZwi K‡i, hv 

w`‡q †h‡KD Zvi wb‡Ri †W¯‹U‡c mvP© Pvjv‡Z cvi‡eb|  

 

¸M‡ji i‡q‡Q GKwU mvgvwRK †hvMv‡hvM I‡qe †mev, hv ¸Mj cøvm (google+) bv‡g 

cwiwPZ| ¸Mj GB †mevwU 28 Ryb 2011-†Z cix¶vg~jKfv‡e Pvjy K‡i| GB †mevwUi gva¨‡g 

¸M‡ji Ab¨vb¨ †mev e¨envi Kiv hvq| aviYv Kiv nq, mvgvwRK †hvMv‡hvM mvBU †dmey‡Ki 

m‡½ cÖwZØw›ØZvq ¸Mj GB †mev Pvjy K‡i| GQvov ¸M‡ji i‡q‡Q AviI A‡bK ai‡bi †mev| 

e¨enviKvix Zvi Pvwn`v Abyhvqx Gme †mev wb‡Z cv‡ib| 

 

¸M‡j mvP© Kiv 

Av‡MB e‡jwQ B›Uvi‡bU e¨envi K‡i A_P ¸Mj mvP© K‡iwbÑ Ggb gvby‡li msL¨v Lye Kg| 

KviY Avcbvi cÖ‡qvRbxq me Z_¨B GB ¸Mj mv‡P©i gva¨‡g cvIqv m¤¢e| G ch©v‡q Kxfv‡e 

¸Mj mvP© Ki‡Z nq, Zvi GKwU cÖwµqv Av‡jvPbv KiwQ| 
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1. eªvDRvi I‡cb K‡i A¨v‡Wªm ev‡i www.google.com UvBc K‡i go button A_ev 

Kx‡evW© †_‡K B›Uvi †cÖm Kiæb| 

 

 

2. wKQzÿ‡Yi g‡a¨ Google-Gi I‡qemvBUwU I‡cb n‡e| 

 

 

 

3. jÿ Kiæb Google-Gi †jv‡Mvi wb‡P GKwU e‡·i wb‡P Google Search I I’m 

Feeling Lucky bv‡g ̀ ywU evUb i‡q‡Q| †Kvb wKQz †LuvRvi cÖ‡qvRb n‡j e·wU‡Z wj‡L 

Google Search evU‡b wK¬K Ki‡jB Kvw•ÿZ djvdjwU cvIqv hv‡e| aiv hvK World 

IT Foundation m¤ú‡K© wKQz Z_¨ Rvbv `iKvi| GRb¨ Search e‡· World IT 

Foundation UvBc K‡i B›Uvi †cÖm Kiæb| 
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4. jÿ Kiæb Wold it †jLvi ci wb‡P G ai‡bi AviI wKQz Z_¨ G‡m‡Q| GLvb †_‡K 

world it foundation wm‡j± Kiæb| 

 

 

 

5. GKwU Search Result G‡m‡Q| GLvb †_‡K Avcbvi cÖ‡qvRbxq wj¼wUi Dci wK¬K 

Kiæb| aiv hvK cÖ_g wj¼wUB Avgv‡`i Kvw•ÿZ djvdj| Gevi wj¼wU‡Z wK¬K Kiæb| 

D³ wj¼wU‡Z cÖ‡ek Ki‡e| 

 

 

Gfv‡e cÖ‡qvRbxq me Z_¨B Luy‡R cvIqv hv‡e| 

 

B-†gBj 

Ggb GKUv mgq wQj hLb gvby‡li †hvMv‡hv‡Mi GKgvÎ gva¨g wQj wPwVcÎ| ZLb GKwU wPwV cvVv‡j 

†mUv cÖvc‡Ki Kv‡Q †cuŠQv‡Z A‡bK mgq jvMZ| cÖhyw³ †mB welqUv‡KB AviI mnR K‡i w`‡q‡Q, 

hv B-†gBj bv‡g cwiwPZ| B-†gBj Z_v B‡jKUªwbK †gBj nj wWwRUvj evZ©v, hv Kw¤úDUvi 

†bUIqv‡K©i gva¨‡g †cÖiY wKsev MÖnY Kiv nq| GLb GKwU wPwV wj‡L †mUv Avi †cv÷ Awd‡m wM‡q 
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†cv÷ Kivi cÖ‡qvRb nq bv| g yn~‡Z©i g‡a¨ c„w_exi GK cÖvšÍ †_‡K Aci cÖv‡šÍ GKwU wPwV cvwV‡q 

†`Iqv hvq| GB mvwf©‡mi gva¨‡g A‡bK ¸iæZ¡c~Y© Z_¨ †hgb : Qwe, wfwWImn me fvPz ©qvj WKz‡g›U 

Lye mn‡R Av`vb-cÖ`vb Kiv hvq| cÖ_g w`‡Ki B-†gBj e¨e ’̄vq †cÖiK Ges cÖvcK ̀ yÕRb‡KB AbjvB‡b 

_K‡Z nZ, wKš‘ eZ©gv‡b Avi GB mgm¨v †bB| D‡jøL¨, eZ©gv‡b wd«j¨vwÝs wKsev AvDU‡mvwm©s‡qi 

†ÿ‡Î me dvBjcÎ B-†gB‡ji gva¨‡gB Av`vb-cÖ`vb n‡q _v‡K| 

 

B-†gBj Z_v B‡jKUªwbK †gBj nj wWwRUvj evZ©v, hv Kw¤úDUvi †bUIqv‡K©i gva¨‡g cvVv‡bv 

nq| 1972 mv‡j Z`vbxšÍb Avicv‡b‡U me©cÖ_g B‡jKUªwbK †gBj cvVv‡bv nq| B-†gBj †c‡Z 

cÖ_g w`‡Ki B-†gBj e¨e ’̄vq †cÖiK Ges cÖvcK ỳÕRb‡KB AbjvB‡b _vK‡Z nZ| GLbKvi 

B-†gBj¸‡jv‡Z GB mgm¨v †bB| B-†gBj mvf©vi¸‡jv †gBj MÖnY K‡i Ges msiÿY K‡i c‡i 

cvVvq| e¨enviKvix ev cÖvcK‡K A_ev Kw¤úDUvi‡K AbjvB‡b _vKvi cÖ‡qvRb nq bv, ïay 

†KvbB-†gBj mvf©v‡i mPj B-†gBj wVKvbv _vK‡jB nq| 

 

 

GB wPý (Bs‡iwR‡Z At the rate of ms‡ÿ‡c At) cÖ‡Z¨KwU SMTP B-†gB‡ji 

AZ¨vek¨Kxq Ask| Aicv‡b‡U †bUIqvK©wfwËK B-†gBj¸‡jv cÖ_‡g wewbgq nZ FTP (dvBj 

UªvÝdvi cÖ‡UvKj) w`‡q, wKš‘ GLb SMTP (wm¤új †gBj UªvÝdvi cÖ‡UvKj) w`‡q wewbgq 

Kiv nq, hv cÖ_g cÖKvwkZ nq 1982 mv‡j| evZ©v cvVv‡bvi cÖwµqvq SMTP Lvg ev 

Gb‡fj‡c wfbœ (evZ©v Ges †nWvi †_‡K) †Wwjfvwi Z_¨ Rgv K‡i iv‡L| 

 

GKwU B-†gBj wVKvbv ̀ ywU As‡k wef³| cÖ_g AskwU e¨enviKvixi cQ›` Abyhvqx GKwU bvg, Zvici 

@ wPý Ges Zvi c‡ii As‡k B-†gBj †mev`vbKvix cÖwZôv‡bi bvg wKsev wbR¯̂ cÖwZôv‡bi bvg| 

†hgb : computerworld358@gmail.com| GLv‡b computerworld358 nj e¨enviKvixi 

cQ‡›`i bvg wKsev BDRvi‡bg Ges gmail.com nj †mev`vbKvix cÖwZôv‡bi bvg| eZ©gv‡b A‡bK 

cÖwZôvbB I‡qewfwËK B-†gBj †mev cÖ`vb K‡i Avm‡Q| G‡`i g‡a¨ gmail.com, yahoo.com, 

hotmail.com, mail.com BZ¨vw` RbwcÖqZvi w`K †_‡K kx‡l©| B-†gBj †cÖi‡Yi †ÿ‡Î `yB 

ai‡bi g~j mdUIq¨vi KvR K‡i| h_v : †gBj BDRvi G‡R›U (MUA) Ges †gBj UªvÝdvi G‡R›U 

(MTA)| †gBj BDRvi G‡R›U (MUA) Aa©vr B-†gBj †cÖiK ev cÖvc‡Ki e¨eüZ †cÖvMÖvg †hgb : 

gvB‡µvmd&‡Ui AvDUjyK, BD‡Wviv, gwRjv _vÛvievW© BZ¨vw`| 



gvB‡µvmd&U Awdm 2007-2019 

386 

 

 

Z‡e I‡qewfwËK †gBj e¨e ’̄vq I‡qewfwËK B›Uvi‡dm †hgb: Gmail, Yahoo, Hotamil BZ¨vw` 

†gBj BDRvi G‡R›U wn‡m‡e KvR K‡i, Z‡e e¨enviKvix Zv‡`i myweav‡_© MUA †cÖvMÖvg¸‡jv 

e¨envi Ki‡Z cv‡i| Ab¨w`‡K †gBj UªvÝdvi G‡R›U (MTA), hv †gBj ’̄vbvšÍ‡ii Kv‡R e¨eüZ 

mvf©vi mdUIq¨vi †hgb: †m›U‡gBj, wKD‡gBj cÖf…wZ| 

eZ©gv‡b I‡qewfwËK †gBj e¨e ’̄vB A‡bK RbwcÖq †hgb : Gmail, Yahoo, Mail BZ¨vw`| †gBj 

Av`vb-cÖ`v‡bi †ÿ‡Î wb‡Ri GKwU B-†gBj wVKvbv Avek¨K| GRb¨ B-†gBj †mev`vbKvix 

cÖwZôv‡bi I‡qemvB‡U cÖ‡ek K‡i webvg~‡j¨ B-†gBj wVKvbv ˆZwi Kiv hvq| 

Gmail Account ˆZwi Kiv: 

How to create a gmail account. 
#01. cÖ_‡g †h †Kvb GKwU eªvDRvi I‡cb K‡i mvP© ev‡i wK¬K Kiæb Ges create gmail 

account UvBc K‡i Kx‡evW© †_‡K Enter ‡cÖm Kiæb| 
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#02. Gevi wb‡Pi Qwe‡Z gvK© Kiv AskwU‡Z wK¬K Kiæb| 

 
 
#03. Gevi Create an account G wK¬K Kiæb| 
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#04. Gevi wb‡Pi Z_¨¸‡jv c~iY K‡i Next evU‡b wK¬K Kiæb| 

 
 

#05. GLb †gvevBj bv¤^vi †fwiwd‡Kk‡bi Rb¨ Avcbvi †gvevBj bv¤^viwU UvBc K‡i Next 

evU‡b wK¬K Kiæb| 
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]#06. Gevi ‡gvevB‡j Avmv †fwiwd‡Kkb †KvW wU UvBc K‡i Verify evU‡b wK¬K Kiæb| 

 
#07. GLb wb‡Pi Qwe‡Z gvK© Kiv Ask¸‡jv c~iY K‡i Next evU‡b wK¬K Kiæb| 
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#08. Next evU‡b wK¬K Kivi ci wb‡Pi QwewUi gZ †`Lv‡e|  

 
#09. Gevi wb‡Pi Qwei gvK© Kiv As‡k wK¬K K‡i ÔGmailÕ ‡jv‡MvwU‡Z wK¬K Kiæb|  
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#10. wb‡Pi Qwe‡Z †`Lyb Avcbvi Gmail Account wU m¤úbœ n‡q‡Q| Gevi GKvD›UwU 

mwVKfv‡e n‡q‡Q wKbv Zv huvPvB Kivi Rb¨ wb‡Pi gvK© Kiv As‡k wK¬K K‡i Email AvBwWwU 

msiÿY Kiæb Ges sign out evU‡b wK¬K Kiæb|  
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#11. ‡h Kv‡ivi Kw¤úDUv‡i Avcbvi Email AvBwW w`‡q Sign in K‡i Sign out Kivi 

ci wmwKDwiwUi Rb¨ GKvD›UwU Remove Kiæb| GLb GKvD›UwU Remove Kivi Rb¨ 

ÒRemove an accountÓ G wK¬K K‡i Email AvBwWwU wm‡j± K‡i Yes, Remove G 

wK¬K Kiæb| 
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Gmail Account G Sign in Kiv: 

#1.Gevi †h †Kvb GKwU eªvDRvi I‡cb K‡i mvP© ev‡i wK¬K Kiæb Ges UvBc Kiæb 

www.gmail.com| I‡cb nIqv †cB‡R Use another account G wK¬K K‡i Email 

address wU UvBc Kiæb Ges Next evU‡b wK¬K Kiæb| Zvici cieZx© †cB‡R Password 

wU UvBc K‡i Next evU‡b wK¬K Kiæb|   

 

 

 

 

 

 

 

 

 

 

http://www.gmail.com|/
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#2.†`Lyb Avcbvi Email account Gi B›Uvi‡dm wU I‡cb n‡q‡Q| 

 

Mail cvVv‡bv: 

GLb Avcbvi cwiwPZ †Kvb Email address G Mail Kivi Rb¨ Compose evU‡b wK¬K 

Kiæb| To Ack‡b hv‡K ‡gBj Ki‡Z Pvb Zuvi †gBj G‡WªmwU UvBc Kiæb| D‡jøL‡hvM¨ welq 

nj, 2 bs AckbwU‡Z †gB‡ji welqe ‘̄ D‡jøL Ki‡Z n‡e, Avi 3bs Ack‡b †Kvb dvBj 

Add Ki‡Z PvB‡j Zv Add K‡i w`‡Z n‡e| GLb Send evU‡b wK¬K K‡i †gBjwU Send 

Kiæb| 
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Outlook 2007-G Gmail Account Configure Kiv 

1. Start evUb †_‡K All Prograps>Microsoft Office>Microsoft Office 

Outlook 2007-G wK¬K Kiæb| Outlook I‡cb n‡e| 

2. Tools †gby †_‡K Account Settings wm‡j± Kiæb| 

 

 

 

3. Account Setting Dialog Box I‡cb n‡e| Gevi New wm‡j± Kiæb| 
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4. Add New E-mail Account bv‡g bZzb GKwU Dialog Box Avm‡e| Gevi 

Microsoft Exchange, POP3, IMAP, or HTTP-Gi ev‡g †PK e‡· wK¬K K‡i 

Next evU‡b wK¬K Kiæb| 

 

5. Gevi Your Name As‡k Avcbvi bvg, E-mail Address As‡k Gmail email 

address Ges Password I Retype Password As‡k Avcbvi Gmail 

Account-Gi Password w`b| me‡k‡l Next evU‡b wK¬K Kiæb| 

 

6. Automatic Configuration ïiæ n‡e| wb‡Pi wPÎwUi gZ n‡j Finish evU‡b wK¬K 

Kiæb| 
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7. Gevi Close Kiæb| 
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Facebook Kx? 

wek¦-mvgvwRK AvšÍt‡hvMv‡hvM e¨e ’̄vi GKwU I‡qemvBU †dmeyK, hv 2004 mv‡ji †deªæqvwii 

4 Zvwi‡L cÖwZwôZ nq| †dmey‡K webv Li‡P m`m¨ nIqv hvq| e¨enviKvixiv eÜz ˆZwi, evZ©v 

I e¨w³MZ Z_¨vejx †`Iqv-†bIqv, †LvkMí (Chat), wfwWI Kj, †Mg BZ¨vw` A‡bK 

we‡bv`‡bi my‡hvM †dmey‡K †c‡q _v‡Kb| †mB m‡½ kni, Kg©¯’j, we`¨vjq Ges AÂjwfw³K 

†bUIqv‡K©I h y³ n‡Z cv‡ib| mvivwe‡k¦ †dmeyK GKwU RbwcÖq mvgvwRK †hvMv‡hvMgva¨g| 

eZ©gv‡b †dmeyK e¨envi K‡i A‡b‡KB e¨w³MZ, mvgvwRK, mvsMVwbK, e¨emvwqK BZ¨vw` 

KvRI K‡i _v‡Kb| ïay ZvB bq, ms‡ÿ‡c ej‡j †dmeyK‡K we‡bv`‡bi eo GKwU gva¨gI 

ejv †h‡Z cv‡i| 

 

GKUz †cQ‡b ZvKv‡j †`Lv hvq, eZ©gvb †dmey‡Ki m~Pbv n‡qwQj gvK© RyKvievM© nvf©vW© 

wek¦we`¨vj‡q Aa¨qbKvjxb Zvi iæg‡gU I Kw¤úDUvi weÁvb wel‡qi QvÎ GWIqvW© †mfvwib, 

Wvw÷b g‡¯‹vwfZ&m Ges wµm wnD‡R‡mi †hŠ_ cÖ‡Póvq| I‡qemvBUwUi m`m¨ cÖv_wgKfv‡e 

nvf©vW© wek¦we`¨vj‡qi QvÎQvÎx‡`i g‡a¨B mxgve× wQj| c‡i Zv †ev÷b kn‡ii Ab¨vb¨ 

K‡jR, AvBwf wjM Ges ÷¨vg‡dvW© wek¦we`¨vjq ch©šÍ m¤úªmvwiZ nq| c‡i GwU me 

wek¦we`¨vjq, K‡jR, nvB ¯‹zj Ges 13 eQi ev Z‡ZvwaK eqmx‡`i Rb¨ Db¥y³ Kiv nq| 

eZ©gv‡b mvivwe‡k¦ GB I‡qemvBUwU e¨envi Ki‡Qb 300 wgwjqb Kvh©Kix m`m¨| 

 

Facebook Account ˆZwi Kiv 

1. eªvDRvi I‡cb K‡i Address Bar-G UvBc Kiæb www.facebook.com Ges 

Enter †cÖm Kiæb| 

 

2. †dmey‡Ki †nvg‡cR I‡cb n‡e| 
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3. Gevi Sign Up As‡k Avcbvi Z_¨ w`‡q Ni¸‡jv c~iY Kiæb| †hgb: First Name 

As‡k Avcbvi bv‡gi cÖ_g Ask Ges Last Name As‡k †kl Ask UvBc Kiæb| 

Your email Ges Re-enter email As‡k Avcbvi email address-wU wjLyb 

(B-†gBj A¨vKvD›U bv _vK‡j GKwU B-†gBj A¨vKvD›U ˆZwi Kiæb) Ges New 

Password As‡k GKwU Password w`b Ges me‡k‡l Sign Up evU‡b wK¬K 

Kiæb| wb‡Pi wPÎwU †`Lyb| 

 

4. wb‡Pi wPÎwUi gZ GKwU †cR Avm‡e| Skip this step-G wK¬K Kiæb| 
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5. Choose Interests bv‡g bZzb GKwU †cR Avm‡e| GLv‡b Avcbvi †Kvb wKQz fvj 

jvM‡j †mLv‡b Like evU‡b wK¬K Kiæb| Ab¨_vq Save & Continue evU‡b wK¬K 

Kiæb| 

 

6. Gevi Avcbvi Profile Picture Add Kivi Rb¨ GKwU †cR I‡cb n‡e| Picture 

Add Ki‡Z PvB‡j Upload a Photo-†Z wK¬K Kiæb| 
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7. Browse evU‡b wK¬K K‡i Avcbvi Picture-Gi Location †`wL‡q w`b| 

 

 

 

8. Avc‡jvW ïiæ n‡e| wKQzÿY A‡cÿv Kiæb| 

 

 

9. Upload †kl n‡j Save & Continue evU‡b wK¬K Kiæb| 
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10. Account-wU ˆZwi n‡q‡Q| Gevi eÜz †L uvRvi Rb¨ Dc‡i ev‡g †hLv‡b Search for 

people, places and thigs †jLv i‡q‡Q, †mLv‡b wK¬K K‡i Avcbvi eÜzi 

facebook name type Kiæb| 

 

11. GKB bv‡g A‡bK‡K †`Lv hv‡e| Gevi Avcbvi Kvw•ÿZ e¨w³‡K wm‡j± Kiæb| 

 

12. hv‡K wm‡j± Kiv n‡e Zvi †cÖvdvBj Show Ki‡e| Gevi Zv‡K eÜz evbv‡Z PvB‡j 

Add Friend evU‡b wK¬K K‡i Friend Request cvVvb| 
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13. Avcbvi cvVv‡bv Request Accept Ki‡j Avcbvi Kv‡Q GKwU Notification 

Avm‡e| Notification As‡k me ai‡bi Notification †`Lv hv‡e| †hgb : Like, 

Comments, Tag BZ¨vw`| wb‡Pi wPÎwU jÿ Kiæb| GKwU Notification †`Lv 

hv‡”Q| Gevi GLv‡b wK¬K Kiæb| 

 

14. jÿ Kiæb Avcbvi cvVv‡bv Request Accept Kivq Avcbvi Kv‡Q GKwU 

Notification G‡m‡Q Jahangir Shuvo accepted your friend Request. 

 

 

Profile Picture cwieZ©b Kiv 

1. Home wK¬K K‡i evg As‡ki †hLv‡b Avcbvi bvg Ges Qwe †`Lv hv‡”Q †mLv‡b Edit 

Profile-G wK¬K Kiæb| 

 

 

2. Gevi bZzb †h †cR Avm‡e †mLv‡b QwewU AviI eo †`Lv hv‡e| Qwei Dci gvDm c‡q›Uvi 

wb‡q hvb| jÿ Kiæb Edit Profile Picture bv‡g bZzb GKwU evUb Avm‡e| Gevi 

GLv‡b wK¬K Kiæb| 



gvB‡µvmd&U Awdm 2007-2019 

404 

 

3. GKwU WªcWvDb wj÷ Avm‡e| Gevi GLvb †_‡K Upload Photo-†Z wK¬K K‡i Avcbvi 

Kvw•ÿZ Qwei Location-wU wm‡j± Kiæb| wKQzÿY A‡cÿv Kiæb... 

 

4. jÿ Kiæb Avcbvi Profile Picture-wU cwieZ©b n‡q‡Q| 

 

 

Profile Name cwieZ©b Kiv 

1. Setting evU‡b wK¬K K‡i WªcWvDb wj÷ †_‡K Account Settings wm‡j± Kiæb| 
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2. General Account Seetings bv‡g bZzb †h Page Avm‡e Zvi evg As‡k General 

Tab wm‡j± K‡i Name-Gi Wvb As‡k Edit evU‡b wK¬K Kiæb| 

 

3. Gevi Name Edit Kivi Rb¨ bZzb GKwU Page Avm‡e| GLv‡b First As‡ki bv‡gi 

cÖ_g Ask Ges Last As‡ki bv‡gi †kl Ask UvBc K‡i wb‡P Password As‡k Avcbvi 

Facebook-Gi Password-wU UvBc Kiæb Ges me‡k‡l Save Change evU‡b wK¬K 

Kiæb| 

 

4. Gevi Home-G wM‡q †`Lyb Avcbvi Profile Name-wU cwieZ©b n‡q bZzb bvgwU †`Lv 

hv‡”Q| 
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AbjvB‡b _vKv eÜzi m‡½ Chat Kiv 

1. Facebook BD‡Ûvi Wvb w`‡K wb‡P †hLv‡b Chat †jLv i‡q‡Q †mLv‡b wK¬K Kiæb|  

 

2. jÿ Kiæb Avcbvi Friend List-G _vKv eÜz‡`i bv‡gi ZvwjKv †`Lv hv‡e| Gevi hvi 

m‡½ Chat Ki‡Z Pvb Zvi bv‡gi Dci wK¬K Kiæb|  

 

3. bZzb GKwU Chat DB‡Ûv Avm‡e| Gevi Chat DB‡Ûvi wb‡P wK¬K K‡i Avcbvi evZ©vwU 

wj‡L B›Uvi †cÖm Kiæb| wKQzÿY mgq A‡cÿv Kiæb Avcbvi evZ©vi DË‡ii Rb¨| 
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4. Avcbvi eÜz Avcbv‡K DËi cvVv‡j GKBfv‡e cybivq Avcbvi evZ©v wj‡L Enter †cÖm 

Kiæb| 
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G Aa¨v‡qi Av‡jvwPZ g~j welqmg~n 

 

 

 

 

 gvB‡µvmd&U Awdm 2010 I 2019 

 2010 I 2019-G hv wKQz bZzb  

 dvBj e¨e¯’vcbv 

 d¬¨vk wdj 

 wcwWGd dvBj 

 UvP&w¯Œb   
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Abykxjb-1 

gvB‡µvmdU Awdm 2010-2019 G hv wKQz bZzb 

 

gvB‡µvmd&U Awdm 2010 - 2019 

e¨envwiK w`K †_‡K gvB‡µvmd&U Awdm 2007, 2010 - 2019 A‡bKUv KvQvKvwQ| hviv 

Awdm 2007-G KvR K‡i Af¨ Í̄ Zv‡`i Rb¨ 2010 - 2019-†Z KvR Ki‡Z †Zgb †Kvb 

mgm¨v nIqvi K_v bq| Awdm G·wc e¨enviKvix‡`i Kv‡Q Awdm 2003 †hgb KwVb wKQz 

bq, †Zgwb Awdm 2007 e¨enviKvix‡`i Kv‡Q Awdm 2010 ev 2019| 2007-Gi cieZx© 

ms¯‹iY n‡”Q Awdm 2010 - 2019| 2007-Gi m‡½ 2010 - 2019-i mvgvb¨ wKQz e¨wZµg 

jÿYxq| Z‡e nZvk nIqvi wKQz †bB| Avgiv avivevwnKfv‡e Awdm 2010 - 2019-i 

cÖ‡qvRbxq welq¸‡jv wb‡q Av‡jvPbv Kie| 

 

2010 - 2019-G hv wKQz bZzb 

2007-Gi cieZ©x ms¯‹iY¸‡jv‡Z †Zgb †Kvb cv_©K¨ jÿ Kiv hvq bv| Awd‡mi bZzb 

ms¯‹iY¸‡jv‡Z Av‡Mi mewKQz envj †i‡L AwZwi³ wKQz dvBj dig¨vU I BDRvi B›Uvi‡d‡mi 

w`K †_‡K Dbœqb NUv‡bv n‡q‡Q| wb‡Pi wPÎwU jÿ Kiæb| GwU Awdm 2010-Gi Home 

w¯Œb| wP‡Î jÿ Kiæb 2007-Gi m‡½ Gi †Zgb †Kvb cv_©K¨ †bB| ïay File bv‡g bZzb GKwU 

Tab hy³ n‡q‡Q| GQvov evwK Tab mg~n 2007-Gi m‡½ ûeû wgj i‡q‡Q| Ab¨fv‡e ej‡Z 

†M‡j 2007-Gi Home evU‡bi cwiewZ©Z iƒcB File Tab. 

 

 

File Tab 

Avcwb hw` 2007-Gi Home evU‡bi m‡½ cwiwPZ n‡q _v‡Kb, Z‡e 2010 wKsev 2019-

Gi File Tab wb‡q †Zgb †Kvb weåvwšÍ ˆZwi n‡e bv| Av‡MB e‡jwQ Home evU‡bi cieZ©x 

ms¯‹iYB File Tab| Awdm 2007 ms¯‹iYwU Avmvi ci aviYv Kiv nZ c~e©eZx© ms¯‹iY¸‡jvi 
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File †gbyi DbœZ ms¯‹iY| †hgb: Home evU‡b Gevi 2007-Gi cieZ©x ms¯‹iY¸‡jv‡Z 

Av‡Mi bvg A_©vr File bv‡g bZzb Tab hy³ Kiv n‡q‡Q| 

 

 
 

Dc‡ii wPÎwU jÿ Kiæb| GwU bZzb ms¯‹i‡Yi File Tab| GLv‡b Awdm 2007-Gi Home 

evU‡bi cÖvq me KgvÛB hy³ Kiv n‡q‡Q| wb‡Pi wPÎwU jÿ Kiæb| GLv‡b Awdm 2007-Gi 

Home evU‡bi m‡½ cieZ©x File Tab-Gi GKwU Zzjbv wP‡Î †`Iqv nj| 
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bZzb dvBj ˆZwi Kiv 

File Tab †_‡K New wm‡j± Kiæb| Gevi gvSLv‡bi Ask †_‡K Blank Document 

wbe©vPb K‡i Create evU‡b wK¬K Kiæb| 

 

 

 

jÿ Kiæb bZzb GKwU dvBj I‡cb n‡q‡Q| 

 

 

 

 

dvBj Save Kiv 

File Tab †_‡K Save evU‡b wK¬K Kiæb| 
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hw` cÖ_gevi dvBjwU Save Kiv nq, Zvn‡j GKwU Save As WvqvjM e· Avm‡e| GLv‡b 

bZzb GKwU bvg w`‡q dvBjwU Save Kiæb| 

 

dvBj Open Kiv 

Save Kiv File, Open Kivi cÖ‡qvRb n‡j File Tab †_‡K Open evU‡b wK¬K Kiæb| 

 

GKwU WvqvjM e· I‡cb n‡e| Gevi File-Gi Location wm‡j± K‡i Open evU‡b wK¬K 

Kiæb| Avcbvi Kvw•ÿZ dvBjwU I‡cb n‡e| 

 

G‡·j 2019-G Flash Fill 
Awdm G‡·j 2019-Gi PgrKvi GKwU ms‡hvRb Flash Fill| mgq euvwP‡q KvR Kivi †ÿ‡Î 

GwU AZ¨šÍ mnR Ges my›`i GKwU cÖwµqv| †hgb : aiv hvK GKwU WvUv Gw›Uªi KvR Ki‡Qb| 

First Name, Last Name Ges Full Name bv‡g wZbwU Kjvg i‡q‡Q| First Name 

Ges Last Name UvBc Ki‡jB Full Name-G ¯q̂swµqfv‡e m¤ú~Y© bvgwU Entry n‡q 

hv‡e| Avevi aiv hvK GKwU m¤ú~Y© Address i‡q‡Q, †hLvb †_‡K House No., Police 

Station, District ¸‡jv Avjv`vfv‡e wjL‡Z n‡e| Pjyb nv‡Z-Kj‡g welqwU wk‡L wbB| 

 

1. G‡·j 2019 I‡cb K‡i wb‡Pi wPÎwUi gZ K‡i GKwU Data Sheet ˆZwi Kiæb| 
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2. Gevi Full Name-Gi Kjvg A_©vr C3 Cell-G Kvm©i †i‡L Full Name Ges Last 

Name UvBc Kiæb| †hgb : Arman Ali wj‡L B›Uvi †cÖm Kiæb| 

 

 

 

3. ïay R UvBc Kiæb| jÿ Kiæb cieZ©x Cell ¸‡jv‡Z ¯^qswµqfv‡e Full Name P‡j 

G‡m‡Q| 

 

 

 

4. Gevi House No.-Gi Colum-G Kvm©i †i‡L 32 wj‡L B›Uvi w`‡q ïay 3 UvBc Kiæb| 

jÿ Kiæb evwK Cell ¸‡jv‡Z ¯̂qswµqfv‡e House bv¤^vi P‡j G‡m‡Q|  
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5. Gevi Police Station Ges District †ei Kiæb| 

 

Awdm 2019-G PDF dvBj Convert Kiv 

Awdm 2019-Gi AmvaviY GKwU ms‡hvRb n‡”Q GLv‡b wcwWGd dvBj‡K Lye mn‡RB IqvW© 

WKz‡g‡›U KbfvU© Kiv hvq| 

1. IqvW© 2019 I‡cb Kiæb| 

2. File Tab †_‡K Open-G wK¬K Kiæb| 

3. Computer wbe©vPb K‡i Brows evU‡b wK¬K Kiæb| 
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4. Open Dialog Box Avm‡e| Gevi GLv‡b File-Gi Location wm‡j± Ki‡Z n‡e| 

A_©vr †h pdf dvBjwU‡K IqvW© WKz‡g‡›U KbfvU© Kiv cÖ‡qvRb †m dvBjwU †hLv‡b i‡q‡Q 

†mLvb †_‡K I‡cb Ki‡Z n‡e| 

 

5. GKwU bZzb evZ©v Avm‡e| GLvb †_‡K Ok-†Z wK¬K Kiæb| 

 

6. wKQzÿ‡Yi g‡a¨B WKz‡g›UwU Iqv‡W© I‡cb n‡e Ges ¯^vfvweKfv‡eB mewKQz GwWU Kiv 

hv‡e| 

 

7. Gevi dvBjwU‡K Save Kiæb| 
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UvP&w¯Œ‡b Awdm 2019 

UvP&w¯Œ‡b KvR Kivi Rb¨ Awdm 2019-G hy³ Kiv n‡q‡Q UvP&w¯Œb Ackb|  

 

1. KzBK A¨v‡·m Uzjev‡ii Wvb w`‡Ki WªcWvD‡b wK¬K Kiæb| GKwU WªcWvDb Avm‡e| Gevi 

WªcWvDb †_‡K Touch/Mouse Mode-G wK¬K Kiæb| 

 

2. jÿ Kiæb KzBK A¨v‡·‡m Touch/Mouse Mode evUb hy³ n‡q‡Q| 

 

3. evUbwU‡Z wK¬K Ki‡j bZzb GKwU WªcWvDb cvIqv hv‡e| gvDm w`‡q KvR Ki‡Z Mouse 

Ges UvP&w¯Œ‡b KvR Ki‡Z Touch wm‡j± Kiæb| 



gvB‡µvmd&U Awdm 2010-2019 I AbjvBb Av‡e`b 

420 

 

 
Abykxjb-2 

K‡jR/wek̂we`¨vj‡q AbjvBb fwZ©i Av‡e`b cÖwµqv 

 

K‡jR/wek̂we`¨vj‡q AbjvBb fwZ©i Av‡e`b cÖwµqv/wbqg 

Avgv‡`i cÖvYwcÖq †QvU †mvbvgwbiv hLb gva¨wgK/EPP gva¨wgK cixÿvq DËxY© n‡q 

K‡jR/wek̂we`¨vj‡q fwZ©i Rb¨ Av‡e`‡bi cÖ¯ÍwZ †bq ZLbB Online Admission 

Form c~ib Ki‡Z nq| G‡mv Avgiv †R‡b wbB, wKfv‡e Online Admission Form 

c~ib Ki‡Z nq|  

GKv`k †kÖwY‡Z AbjvBb fwZ©i Av‡e`b cÖwµqv/wbqg: 

Online Admission Application Process of Eleventh Class: 
Avcbvi evmvq Kw¤úDUvi I B›Uvi‡bU ms‡hvM _vKv ̄ ^‡ËI GKv`k †kÖwYi fwZ©i Rb¨ Online 

G Av‡e`b Ki‡Z cvi‡Qb bv? ‡Kv‡bv mgm¨v †bB, wKfv‡e Av‡e`b Ki‡Z n‡e Zv wb‡¤œi 

avc¸‡jv‡Z Zz‡j aiv nj: 

avc-1: AbjvB‡b fwZ©i Av‡e`b Ki‡Z n‡j cÖ_‡g ‡h‡Kv‡bv GKwU eªvBRvi I‡cb Ki‡Z 

n‡e| eªvDRvi I‡cb Kivi ci mvP© ev‡i wK¬K K‡i I‡qemvBU 

(www.xiclassadmission.gov.bd) Gi wjsKwU UvBc Kiæb,  UvBc Kiv n‡j Kx‡evW© 

†_‡K Enter ‡cÖm Kiæb|  

 

 

 

 

 

 

 

 

 

 

Search ev‡i wK¬K K‡i www.xiclassadmission.gov.bd wjsKwU UvBc Kiæb| 

http://www.xiclassadmission.gov.bd/
http://www.xiclassadmission.gov.bd/
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Kx‡evW© †_‡K Enter ‡cÖm Kivi c‡i †`Lyb wb‡Pi Qwei gZ P‡j G‡m‡Q|  

 

 

 

 

 

 

 

 

 

 

avc-2: Gevi Apply Now ‡Z wK¬K Kiæb, wK¬K Kivi ci †`Lyb wb‡Pi Qwei gZ Form 

P‡j G‡m‡Q| e‡· wK¬K K‡i Roll No. Gi e‡· Roll No. wjLyb, Board Gi e‡· 

Board Gi bvg wm‡j± Kiæb, Passing Year Gi e‡· Passing Year wm‡j± Kiæb, 

Reg. No. Gi e‡· Reg. No. wjLyb, Zvici Verification e‡· wK¬K K‡i †KvW wU 

wj‡L Next G wK¬K Kiæb|  

 

 

 

 

 

 

 

 

 

 

 

 

avc-3: Next G wK¬K Kivi ci †`Lyb wb‡Pi Qwei gZ Form P‡j G‡m‡Q| Gevi wb‡Pi 

Qwe‡Z †Lqvj Kiæb ỳBwU e· Lvwj i‡q‡Q †m¸‡jv c~iY K‡i wbb| ỳBwU e‡· GKB †gvevBj 

bv¤^vi e¨envi Ki‡Z n‡e| ‡hgb: cÖ_g e‡· 018...01245 bv¤^viwU wjLyb Ges wØZxq e‡· 

cybivq 018...01245| Zvici Qwei Wvb cv‡ki wb‡Pi KY©v‡i jÿ¨ K‡i †`Lyb Kv‡jv e„‡Ëi 

wfZ‡i Next ‡jLv Av‡Q, Gevi †mLv‡b wK¬K Kiæb| 
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avc-4: Next G wK¬K K‡i wb‡Pi Qwei mv‡_ wgwj‡q wbb Ges jÿ¨ K‡i †`Lyb †mLv‡b Board, 

District, Thana, College, Shift, Version, Group ‡jLv Av‡Q| H Z_¨¸‡jv 

eva¨ZvgyjK c~iY Ki‡Z n‡e| hw` †KvUv _v‡K †m‡ÿ‡Î Special Quota, Governing 

Body Quota Z_¨¸‡jv c~iY K‡i wbb| Zvici Add This College wK¬K K‡i GKwU 

GKwU K‡i GKvwaK K‡jR wbwðZ K‡i wbb| 

 

 

 

 

 

 

 

 

 

 

 



 gvB‡µvmd&U Awdm 2007-2019 

423 

avc-5: Add This College G wK¬K K‡i GKvwaK K‡jR wbwðZ Kivi ci cieZx© c„ôvq 

‡`Lyb K‡jR ¸‡jvi bvg wj÷ AvKv‡i P‡j G‡m‡Q| 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

avc-6: K‡jR¸‡jv Add Kiv n‡q †M‡j Preview Application G wK¬K Kiæb| ‡k‡l 

SUBMIT APPLICATION G wK¬K K‡i AbjvBb fwZ ©i cÖwµqvwU m¤úbœ Kiæb|  

  



gvB‡µvmd&U Awdm 2010-2019 I AbjvBb Av‡e`b 

424 

RvZxq wek¦we`¨vjq Gi Abvm© cÖ_g e‡l©i AbjvBb fwZ©i 

Av‡e`b cÖwµqv: 

Application procedure for the admission in Honors first year at 

National University: 
Abvm© cÖ_g e‡l©i fwZ©i cÖwµqv wb‡¤œi avc¸‡jv‡Z Zz‡j aiv nj: 

avc-1: AbjvB‡b fwZ©i Av‡e`b Ki‡Z n‡j cÖ_‡g ‡h‡Kv‡bv GKwU eªvBRvi I‡cb Ki‡Z 

n‡e| eªvDRvi I‡cb Kivi ci mvP© ev‡i wK¬K K‡i I‡qemvBU (http://app1.nu.edu.bd/) Gi 

wjsKwU UvBc Kiæb,  UvBc Kiv n‡j Kx‡evW© †_‡K Enter ‡cÖm Kiæb| Kx‡evW© †_‡K Enter 

‡cÖm Kivi c‡i †`Lyb wb‡Pi Qwei gZ P‡j G‡m‡Q|  

avc-2: GLb Honours G wK¬K K‡i Apply Now †Z wK¬K Kiæb|  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

http://app1.nu.edu.bd/


 gvB‡µvmd&U Awdm 2007-2019 

425 

avc-5t Apply Now ‡Z wK¬K K‡i cieZx© avc AbymiY Kiæb| 

avc-3 (Step-1&2): Step-1 Gi Z_¨¸‡jv c~iY K‡i Next G wK¬K Kiæb| Gici Step-

2 Gi Z_¨¸‡jv c~iY K‡i Next G wK¬K Kiæb|  

 

  

Select 

Roll* 

Board* 

Passing 

Year* 

Select 

Select 

Roll* 

Board* 

Passing 

Year* 

Select 

Preview 

Application 
Next Previ

ous 

SSC OR EQUIVALENT 

INFORMATION 

HSC OR EQUIVALENT 

INFORMATION 
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avc-3 (Step-3): wb‡¤œi Step-3 Gi College Selection Kjvg †_‡K Select 

Division G wK¬K K‡i Division wm‡j± Ki‡Z n‡e ‡hgb: DHAKA| wm‡j± Kiv n‡q 

†M‡j Select District G wK¬K K‡i District wm‡j± Ki‡Z n‡e †hgb: DHAKA| 

wm‡j± Kiv n‡q †M‡j Select Desired College G wK¬K K‡i cQ‡›`i K‡jR wbe©vPb K‡i 

wbb| K‡jR wbe©vPb Kivi ci Wvb cv‡k ‡`Lyb H K‡j‡Ri Subject Abymv‡i KZ¸‡jv Avmb 

Av‡Q †m¸‡jv wj÷ AvKv‡i †`Lv‡e| Zvici Avcbvi cQ‡›`i welq¸‡jv wbe©vPb Kiæb| wbev©Pb 

Kiv n‡q †M‡j Next G wK¬K Kiæb|  

 

 

 

 

 

 

 

 

 

 

 

 

 

avc-3 (Step-4): hw` Avcbvi †KvUv _v‡K Zvn‡j Yes evUbwU wK¬K K‡i †KvUvi aib 

wm‡j± K‡i wb‡Z n‡e| Avi hw` †KvUv bv _v‡K Zvn‡j No wm‡j± K‡i Next G wK¬K 

Kiæb|  
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avc-3 (Step-5): wb‡Pi Qwe‡Z jÿ¨ K‡i †`Lyb Kv‡jv e„‡Ëi wfZ‡i Browse ‡jLv Av‡Q, 

†mLv‡b wK¬K K‡i Avcbvi QwewU mshy³ K‡i wbb| Qwe mshy³ Kiv n‡q †M‡j Mobile No. 

e‡· wK¬K K‡i Avcbvi †gvevBj bv¤^vi wjLyb| Zvici Next G wK¬K Kiæb|  

 

 

 

 

 

 

 

 

 

 

 

 

avc-4: Qwe mshy³ I ‡gvevBj bv¤^vi †`qv n‡q †M‡j Next G wK¬K K‡i wbb| wK¬K Kivi ci 

Application Submission Confirmation P‡j Avm‡e, Zvici †mLvb †_‡K 

Admission Roll Ges PIN Number msiÿY K‡i ivLyb| 

[‡`Lyb Download Admit Card ‡jLv G‡m‡Q, †mLv‡b wK¬K K‡i Admit Card 

WvDb‡jvW K‡i wbb|]  

GB ch©v‡q Avgiv ‡kl Kijvg Abvm© cÖ_g el© AbjvBb fwZ©i Av‡e`b| 

 

 

 

 

 

 

 

 

Photo 

Brows

e 

Roll No & Pin No 

msiÿY K‡i ivLyb| 

dvBjwU msiÿY K‡i 

ivLyb| 
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†cÖvdvBj †PK Ki‡Z n‡j cÖ_‡g 1 I 2 bs avc Gi gZ KvR Ki‡Z n‡e, Zvici wb‡Pi Qwei 

gZ P‡j Avm‡e| †mLvb †_‡K Kv‡jv e„‡Ëi wfZ‡i Applicant’s Login G wK¬K K‡i wbb| 

Gevi Roll No. I Pin Number w`‡q Login evU‡b wK¬K Kiæb| Login G wK¬K Kivi 

ci †`Lyb Avcbvi †cÖvdvBjwU P‡j G‡m‡Q| †cÖvdvBj †PK Kiv †kl n‡q †M‡j Logout 

evU‡b wK¬K K‡i ‡ewi‡q Avmyb| 

  

 
Photo 

P 
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Abykxjb-3 

PvKzwi †LuvRvi mnR Dcvq 

AbjvB‡b PvKzwi †LuvRvi mnR Dcvq 

 miKvwi ev †emiKvwi †h †Kvb PvKzwi 

Avgv‡`i PvKywi cÖv_©x eÜziv hLb †Zvgiv  AbjvBb wfwËK miKvwi ev †emiKvwi PvKzwii 

Application ev `iLv¯Í Ki‡Z PvI ZLbB ‡Zvgiv †Kvb bv †Kvb Kw¤úDUv‡ii †`vKvb ev 

eÜz-evÜ‡ei `vi ’̄ nI, †hLv‡b A_© `Ûxi mg~n m¤¢ebv i‡q‡Q| ZvB G‡mv Avgviv GB 

hy‡Mvc‡hvMx PvKzwii Av‡e`‡bi cÖwµqvwU Aby¯^iY Kwi| G‡mv Avgiv wbf©~jfv‡e Av‡e`b Kwi 

Ges A_© `wÛ †_‡K gyw³ cvB| PvKzwi cÖv_©x eÜz‡`i Rb¨ GUvB Avgv‡`i Kvgbv| 

AbjvB‡b PvKzwi †LuvRvi wjsK mg~n: 

Avcwb wK PvKwi LyuR‡Qb? DËi hw` nu¨v nq, Pjyb wb‡Pi wjsK ¸‡jv eªvDR KwiÑ 

1. www.bdjobs.com 

2. www.chakri.com 

3. www.hotjobs.com 

4. www.jobweb.com 

5. www.monster.com 

6. www.job-hunt.org 

7. www.jobbankusa.com 

8. www.nationjob.com 

9. www.jobware.org 

10. www.ajb.org 

11. www.directjobs.com 

12. www.job.org 

13. www.usajobs-opm.gov 

14. www.jobsmart.com 

15. www.overseasjobs.com 

16. www.jobcenter.com 

17. www.statejobs.com 

18. www.overseasdigest.com 

19. www.jobsinjapan.com 

20. www.japanijobsguide.com 

21. www.japan-jobs.com 

22. www.jobitaly.it 

23. www.jobline.it 

24. www.bestjob.it 

25. www.minlavoro.it 

26. www.jobsearch.gov.au 

27. www.jobnet.com.au 

28. www.mycareer.com.au 

29. www.canadajobs.com 

30. www.plusjobs.ca 

31. www.jobs.gc.ca 

32. www.actijob.com 

33. www.canjobs.com 

34. www.jobs.ac.uk 

35. www.topjobs.co.uk 

36. www.jobs.guardian.co.uk 

37. www.ukjobsguide.co.uk 

38. www.bbc.co.uk/jobs 

39. www.gojobsite.co.uk 

40. www.jobline.se 

41. www.jobs-society.se 

42. www.americaninsweden.com 
43. www.careers.org 

44. www.jobs-in-europe.net 

45. www.adminet.com 

46. www.singaporejobsonline.com 

47. www.jobs.comsg 
48. www.jobstreet.com.sg 

49. www.jobcyclone.com 
50. www.jylice.co.kr 
51. www.korjob.com 
52. www.southkoreajobs.com 
53. www.bestkoreajobs.com 

54. www.saudijobs.com 
55. www.jobvertise.com 
56. www.saudirec.com 
57. www.ijive.com 

http://www.bdjobs.com/
http://www.chakri.com/
http://www.hotjobs.com/
http://www.jobweb.com/
http://www.monster.com/
http://www.job-hunt.org/
http://www.jobbankusa.com/
http://www.nationjob.com/
http://www.jobware.org/
http://www.ajb.org/
http://www.directjobs.com/
http://www.job.org/
http://www.usajobs-opm.gov/
http://www.jobsmart.com/
http://www.overseasjobs.com/
http://www.jobcenter.com/
http://www.statejobs.com/
http://www.overseasdigest.com/
http://www.jobsinjapan.com/
http://www.japanijobsguide.com/
http://www.japan-jobs.com/
http://www.jobitaly.it/
http://www.jobline.it/
http://www.bestjob.it/
http://www.minlavoro.it/
http://www.jobsearch.gov.au/
http://www.jobnet.com.au/
http://www.mycareer.com.au/
http://www.canadajobs.com/
http://www.plusjobs.ca/
http://www.jobs.gc.ca/
http://www.actijob.com/
http://www.canjobs.com/
http://www.jobs.ac.uk/
http://www.topjobs.co.uk/
http://www.jobs.guardian.co.uk/
http://www.ukjobsguide.co.uk/
http://www.bbc.co.uk/jobs
http://www.gojobsite.co.uk/
http://www.jobline.se/
http://www.jobs-society.se/
http://www.americaninsweden.com/
http://www.careers.org/
http://www.jobs-in-europe.net/
http://www.adminet.com/
http://www.singaporejobsonline.com/
http://www.jobs.comsg/
http://www.jobstreet.com.sg/
http://www.jobcyclone.com/
http://www.jylice.co.kr/
http://www.korjob.com/
http://www.southkoreajobs.com/
http://www.bestkoreajobs.com/
http://www.saudijobs.com/
http://www.jobvertise.com/
http://www.saudirec.com/
http://www.ijive.com/
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miKvwi PvKwi‡Z AbjvBb G Av‡e`‡bi cÖwµqv ev wbqg: 

Online Application Procedure for Government Job: 
miKvwi PvKwi‡Z Av‡e`‡bi cÖwµqv wb‡¤œi avc¸‡jv‡Z Zz‡j aiv nj: 

avc-1: eªvDRvi I‡cb Kivi ci mvP© ev‡i wK¬K K‡i I‡qemvBU Gi wjsK UvBc Ki‡Z n‡e| 

Avcwb †h gš¿Yvjq ev Awa`ß‡i Av‡e`b Ki‡eb H gš¿Yvjq ev Awa`ß‡ii I‡qemvBU Gi 

wjsK wU UvBc Kiæb| ‡hgb: evsjv‡`k moK K‡c©v‡ikb Awa`ß‡i Av‡e`b Ki‡Z 

http://brtc.teletalk.com.bd GB wjsKwU UvBc Kiæb Ges Enter ‡cÖm Kiæb|  

 

 

 

 

 

 

 

 

 

avc-2: mvP© ev‡i wjsK UvBc K‡i Enter †cÖm Ki‡j wb‡Pi Qwei gZ †`Lv‡e| Gevi 

Application Form ‡jLvwU‡Z wK¬K Kiyb|  

 
 

 

 

 

 

 

 

 

Search ev‡i wK¬K K‡i http://brtc.teletalk.com.bd wjsK UvBc Kiæb| 

Click here 

http://brtc.teletalk.com.bd/
http://brtc.teletalk.com.bd/
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avc-3: Gevi Gwcø‡Kkb dg©wU c~iY Kiæb|  
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Validation Code wU Enter the Code e‡· UvBc Kiæb Ges wb‡Pi Blank e·wU gvK© 

K‡i Next ‡jLv‡Z wK¬K Kiæb| Gwcø‡Kkb dg© G Qwe I ¯^vÿi mshy³ K‡i Submit the 

Application G wK¬K K‡i Av‡e`b cÖwµqv m¤úbœ Kiæb| 
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‡emiKvwi PvKwi‡Z AbjvBb G Av‡e`‡bi cÖwµqv ev wbqg: 

Online Application Procedure for Non Government Job: 
‡emiKvwi PvKwi‡Z Av‡e`‡bi cÖwµqv wb‡¤œi avc¸‡jv‡Z Zz‡j aiv nj: 

HOW TO CREATE AN ACCOUNT IN BDJOBS.COM 

 

evsjv‡`‡ki me‡P‡q RbwcÖq PvKzwi m¤úwK©Z Website ̧ ‡jvi g‡a¨ bdjobs.com Ab¨Zg| 

GLv‡b miKvwi Ges †emiKvwimn me ai‡bi PvKzwii News cvIqv hvq| GB Website Gi 

gva¨‡g PvKzwi‡Z Av‡e`b Ki‡Z PvB‡j GLv‡b GKwU Account ‰Zwi Ki‡Z n‡e| GLb 

Avgiv bdjobs.com G wKfv‡e Account Ki‡Z nq Zv †`Le | 

avc-1: cÖ_‡g eªvDRvi †_‡K www.bdjobs.com GB mvBUwU eªvDR Kie Ges Dci †_‡K 

Wvbw`‡K Create Account G wK¬K K‡i My Bdjobs ‡_‡K Create Account G wK¬K 

Kie|  

 

 

 

http://www.bdjobs.com/
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avc-2: Gici Create your free Bdjobs account now G cQ‡›`i Category wbe©vPb 

K‡i Create Account G wK¬K Kiæb| Avgiv GLv‡b General Category ‡Z Account 

Create KiwQ| 

 

avc-3: Name Field G Avcbvi Full Name UvBc K‡i Gender Select Kiæb| Avcwb 

‡Kvb ai‡bi PvKzwi Ki‡Z Pvb Zv Select your skill from following list †_‡K wbe©vPb 

Ki‡Z n‡e| Zvici Email Address Field G Email Ges Mobile number Field 

G 11 wWwRU Gi Mobile number wU UvBc Kiæb| Password Field Gi e· ỳwU‡Z 

GKB Password ỳBevi UvBc Kiæb| Zvici I Agree to the bdjobs.com Terms 

of Use. Ges Subscribe to bdjobs newsletter GB ̀ yB hvqMvq wUKgvK© w`‡q Create 

account G wK¬K Kiæb| 
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avc-4: GB ch©v‡q Account verification Gi Rb¨ †gBjwU Open K‡i link wU‡Z wK¬K 

Kiæb| 

 

avc-5: Account wU active nIqvi ci me¸‡jv Ack‡b wUK gvK© w`‡q Go ‡Z wK¬K 

Kiæb| 

 

avc-6: GLv‡b Personal, Education/Training, Employment, Other 

Information, Photograph  GB me¸‡jv Z_¨ mwVK fv‡e c~iY Ki‡Z n‡e| cÖ_‡g 

Personal ‡_‡K Edit G wK¬K Kiæb| 
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avc-7: Gevi †hme option Gi cv‡k * wPý †`qv Av‡Q †m¸‡jv c~iY Kiv eva¨Zvg~jK| 

Z_¨¸‡jv mwVK fv‡e c~iY †k‡l Save Kiæb| 

 

avc-8: Gevi Education/Training ‡_‡K Add Education G wK¬K K‡i Academic 

Summary ¸‡jv avivevwnKfv‡e hy³ Ki‡Z n‡e| hw` Avcbvi ‡Kvb Training Kiv _v‡K 



 gvB‡µvmd&U Awdm 2007-2019 

437 

Zvn‡j Training Summary ‡_‡K Add Training G wK¬K K‡i Training 

Information ¸‡jv hy³ K‡i wbb| Gevi Avcbvi ‡Kvb Professional Certificate 

_vK‡j Professional Certificate Summary ‡_‡K Add Professional 

Certificate G wK¬K K‡i Certificate Gi Information ¸‡jv hy³ K‡i wbb| 

  

avc-9: GLv‡b Employment History ‡Z PvKzwii AwfÁZv hy³ Ki‡Z cvi‡eb| hw` 

Avcbvi †Kvb PvKzwii AwfÁZv _v‡K Zvn‡j wb‡P * wPý hy³ option ¸‡jv c~iY K‡i wbb| 
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avc-10: GB av‡c Avcbvi Personal Qwe hy³ Ki‡Z n‡e| cÖ_‡g Choose File G wK¬K 

K‡i QwewU Select Kivi ci Open Kiæb Ges Upload Photo ‡Z wK¬K Kiæb| Avi 

Gfv‡eB Avcbvi Account wU m¤úbœ Kiæb|  
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G Aa¨v‡qi Av‡jvwPZ g~j welqmg~n 

 

 

 AvDU‡mvwm©s I wd«j¨vwÝs 

 wK KvR Rvbv `iKvi 

 wd«j¨vwÝs‡qi PvweKvwV 

 mwVKfv‡e m¨v¤új ˆZwi Kiv 

 mwVKfv‡e KvR †LuvRv 

 mwVK Kfvi †jUvi mshy³ Kiv 

 Create a Fiverr Account 

 Create a Freelancer Account 

 Create a Upwork Account 

 Create a GraphicRiver Account 

 Create a Guru Account 
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AvDU‡mvwm©s I wd«j¨vwÝs 

wKQz †ÿ‡Î Avgiv A‡b‡KB AvDU‡mvwm©s Ges wd«j¨vwÝs kã ỳwU‡K GKB A‡_© e¨envi K‡i 

†dwj| wKš‘ G ỳwU k‡ã A_©MZfv‡e e¨vcK cv_©K¨ i‡q‡Q| AvDU‡mvwm©s ej‡Z wb‡Ri KvR‡K 

†h ‡Kvb gva¨‡g Ab¨ KvD‡K w`‡q Kwi‡q †bIqv‡K eySvq| Ab¨w`‡K wd«j¨vwÝs ej‡Z gy³ 

Ges ¯v̂axbfv‡e KvR Kiv‡KB eySvq| B›Uvi‡b‡U wd«j¨vwÝs nj B›Uvi‡bU ms‡hvM e¨envi K‡i 

‡h ‡Kvb gva¨‡g Ab¨ †Kvb e¨w³i KvR K‡i A_© DcvR©b Kiv| B›Uvi‡b‡U AvDU‡mvwm©s Ges 

wd«j¨vwÝs Kivi Rb¨ A‡bK¸‡jv gva¨g i‡q‡Q| G¸‡jv‡K AbjvBb gv‡K©U‡cøm e‡j|  

G Qvov B›Uvi‡b‡U A_© DcvR©b wb‡q cÖPwjZ i‡q‡Q bvbv ai‡bi åvšÍ aviYv| Avevi A‡b‡KB 

G wel‡q fvjfv‡e bv †R‡b KvR Ki‡Z wM‡q nZvkv wb‡q wd‡i Avm‡Q| †mB m‡½ wKQz Amvay 

†jvK gvby‡li mijZv‡K Kv‡R jvwM‡q wb‡Ri ¯^v_© Av`v‡qi j‡ÿ¨ cÖwZwbqZ cÖZviYv K‡i 

P‡j‡Q| ZvB KvR ïiæ Kivi Av‡M mZK©Zv Ges mwVK Z_¨ †R‡b Kv‡R bvgvB DËg| 

GKevi fveyb †Zv, B›Uvi‡bU wKsev Kw¤úDUviwenxb GKwU c„w_ex!  Avm‡j eZ©gvb mg‡q evm 

K‡i Ggb wKQz fvevUvB Am¤¢e| KviY eZ©gvb we‡k¦ me †ÿ‡ÎB B›Uvi‡b‡Ui e¨envi Avek¨K 

n‡q c‡o‡Q| bZzb we‡k¦i m‡½ Zvj wgwj‡q wb‡R‡K AvaywbKvq‡bi m‡½ hy³ ivLvi †ÿ‡Î 

B›Uvi‡b‡Ui weKí †bB| gyn~‡Z©i g‡a¨B GKwU wK¬‡Ki gva¨‡g we‡k¦i IB cÖv‡šÍ N‡U hvIqv NUbv 

GB cÖvšÍ †_‡K Rvbv m¤¢e n‡”Q| ïay †hvMv‡hvM †ÿ‡ÎB bq eis cÖwZwbqZ ˆZwi n‡”Q bZzb 

bZzb Kv‡Ri †ÿÎI| eZ©gv‡b evsjv‡`‡k cÖvq 7.5 †KvwUi Dc‡i gvbyl B›Uvi‡bU e¨envi 

Ki‡Q| Avgv‡`i †`‡k B›Uvi‡bU GLbI ch©šÍ A‡b‡Ki Kv‡Q bZzb n‡jI cÖvqB †e‡o P‡j‡Q 

B›Uvi‡bU e¨enviKvixi msL¨v|  

Avgv‡`i Av‡jvP¨ welq †h‡nZz AvDU‡mvwm©s Ges wd«j¨vwÝs, ZvB G †ckvq KvR Ki‡Z 

B›Uvi‡b‡Ui weKí †bB| Ab¨vb¨ wel‡qi Av‡M cÖ‡qvRb B›Uvi‡bU m¤ú‡K© GKwU ¯̂”Q aviYv| 

Av‡Mi Aa¨vq¸‡jv‡Z gvB‡µvmdU Awdm I B›Uvi‡bU m¤ú‡K© GKwU cÖv_wgK aviYv †`Iqvi 

†Póv K‡iwQjvg| G ch©v‡q B›Uvi‡b‡U A_© DcvR ©b wb‡q Av‡jvPbv Kie| 

wd«j¨vwÝs ïiæ Kivi Av‡M Avcbv‡K GB wel‡q fvj ̀ ÿZv AR©b Ki‡Z n‡e| wd«j¨vwÝs †h‡nZz 

B›Uvi‡bUwbf©i GKwU †ckv, ZvB KvR ïiæ Kivi Av‡M B›Uvi‡bU e¨env‡i A‡bK †ewk `ÿZv 

`iKvi| †mB m‡½ Avcwb wK Ges †Kvb KvR K‡i DcvR©b Ki‡Z B”QzK †mB Kv‡Ri Dci fvj 

`ÿZv AR©b K‡iB ïay G †ckvq fvj Av‡qi wPšÍv Ki‡Z cv‡ib| bB‡j c‡` c‡` †a uvKv 

LvIqvi m¤¢vebv i‡q‡Q| g‡b ivL‡Z n‡e †Kvb ai‡Yi `ÿZv e¨ZxZ AvDU‡mvwm©s †ckvq fvj 

wKQz Kiv m¤¢e bq| ZvB GB †ckvq wb‡R‡K hy³ Kivi Av‡M wb‡R‡K `ÿ K‡i M‡o Zzjyb| 
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B›Uvi‡bU †_‡K Avq Kivi Rb¨ AmsL¨ Dcvq i‡q‡Q| Z‡e †KvbwU wbf©i‡hvM¨ Ges wbivc` 

Zv †R‡b KvR KivUvB DËg| A‡b‡K bv †R‡b Ges bv ey‡S wewfbœ mvB‡U wM‡q KvR K‡i 

†a uvKv †L‡q cieZ©x‡Z Kv‡Ri e¨vcv‡i AvMÖn nvwi‡q †d‡jb| myZivs Kv‡R bvgvi Av‡M G 

wel‡q GKwU ¯̂”Q aviYv _vKv Avek¨K| G Aa¨v‡q wbivc` Ges wbf©i‡hvM¨ AbjvBb 

gv‡K©U‡cøm¸‡jv m¤ú‡K© we¯ÍvwiZ Av‡jvPbv Kiv n‡e| Freelancer, Fiverr, Upwork, 

GraphicRiver and Guru BZ¨vw` wewfbœ ai‡bi mvBU i‡q‡Q, †hLv‡b wbivc‡` KvR Kiv 

hvq|  

 

we‡k¦i me †`‡kB gy³‡ckv wKsev wd«j¨vwÝs RM‡Z KvR K‡i Ggb A‡b‡KB i‡q‡Q| Gi g‡a¨ 

A‡b‡KB nZvkv wb‡q wd‡i †M‡Q| Avevi †KD mdjZvi m‡½ wb‡R‡K GwM‡q wb‡q hv‡”Q 

DbœwZi Pig ch©v‡q| AvDU‡mvwm©s GKwU gy³‡ckv| GLv‡b KvD‡K duvwK †`Iqvi †Kvb my‡hvM 

†bB| e‡j ivLv fvj hw` Kv‡R duvwK †`Iqvi †Kvb ai‡Yi gvbwmKZv _v‡K Z‡e Kó K‡i 

eB‡qi evwK c„ôv¸‡jv bv c‡o GLv‡bB †_‡g coyb Ges eBwU eÜ K‡i eyK †mj‡d †i‡L w`‡q 

GB †ckvi K_v mvivRxe‡bi Rb¨ fz‡j hvb| KviY GB †ckvq Avcbvi mdjZvi Rb¨ cÖ‡qvRb 

GKvMÖZv, mZZv Ges AvZ¥wek¦vm| GB †ckvq ïay Avcwb KvD‡K †Kvb †mev`v‡bi gva¨‡gB 

DcvR ©b Ki‡eb| myZivs KvR hw` mwVK Ges wbfy©j bv nq Zvn‡j Avcbvi mdjZv KLbB 

Avm‡e bv| 

 

GKUv wel‡q cwi®‹vi aviYv _vKv DwPZ| †h‡nZz wd«j¨vwÝs †ckvq KvD‡K bv KvD‡K †Kvb KvR 

K‡i A_© DcvR©b Ki‡Z nq, Kv‡RB Avcwb †h KvR K‡i A_© DcvR©b Ki‡Z Pvb †mB KvRwU 

Avcbvi wkL‡Z n‡e| †mB m‡½ Ab¨‡`i m‡½ cÖwZ‡hvwMZv K‡i KvR wb‡Z n‡e| myZivs 

Avcbvi `ÿZv hZ †ewk, KvR cvIqvi m¤¢vebvI wVK ZZ †ewk| hw` KvR †kLv wKsev KvR 

Kivi e¨vcv‡i Avcbvi AvMÖn Ges †Póvi †Kvb KgwZ _v‡K Z‡e mgq bó bv K‡i Ab¨ †Kvb 

†ckvi K_v wPšÍv Kiæb| 

mZK©Zv 

eZ©gv‡b B›Uvi‡bUwfwËK gy³‡ckvi PP©vq wek¦e¨vcx wewfbœ I‡qemvBU Zv‡`i †mev we Í̄ …Z 

K‡i‡Q Ges Gme ga¨ ’̄ e¨emvqx‡`i gva¨‡g DcK…Z n‡”Q wek¦e¨vcx †µZv Ges †fv³v Df‡qB| 

Gme I‡qemvB‡Ui me kZ© c~iY mv‡c‡ÿ †h‡KD A¨vKvD›U Ly‡j wb‡R‡`i Kv‡Ri weeiY w`‡q 

weÁvcb w`‡Z cv‡ib Ges Aci c‡¶ †h‡KD A¨vKvD›U Ly‡j weÁvwcZ Kv‡Ri Rb¨ wb‡R‡K 

Dchy³ g‡b Ki‡j Av‡e`b Ki‡Z cv‡ib| G‡`i Df‡qi g‡a¨ †jb‡`bK…Z cwigvY A‡_©i 

GKUv AbycvZ Gme ga¨ ’̄ e¨emvqx I‡qemvBU¸‡jv MÖnY K‡i Ges GUvB Zv‡`i gybvdv| 

AbjvBbwfwËK G ai‡bi K‡qKwU RbwcÖq Ges wbf©i‡hvM¨ I‡qemvB‡Ui g‡a¨ D‡jøL‡hvM¨ 

Freelancer, Fiverr, Upwork, GraphicRiver and Guru BZ¨vw`| Z‡e GB c×wZ 

AbymiY K‡i A‡bK I‡qemvBU Zv‡`i Kvh©µg mvwR‡q cÖZviYv K‡i Avm‡Q| d‡j cÖZvwiZ 
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n‡”Q A‡b‡KB| ZvB †Kvb mvB‡U KvR Kvivi Av‡M D³ mvBU m¤ú‡K© fvjfv‡e †R‡b ZviciB 

KvR Kiv DwPZ, bB‡j cÖZvwiZ nIqvi m¤¢vebv i‡q‡Q|  

wK KvR Rvbv `iKvi 

Av‡M ejv n‡q‡Q Avcbvi `ÿZvi Dci wbf©i K‡iB KvR Kivi my‡hvM i‡q‡Q| myZivs †h 

welq Avcbvi `ÿZvi evB‡i Ggb †Kvb welq wb‡q wPšÍv bv K‡i Avcbvi `ÿZvi Dci Kv‡Ri 

wPšÍv KivB DËg| Gevi †PvL eÜ K‡i GKevi fveyb Avcwb wK KvR cv‡ib Ges Avcbv‡K 

w`‡q wK m¤¢e A_ev †Kvb Kv‡R Avcwb Lye Aí mg‡q fvj `ÿZv AR©b Ki‡Z cvi‡eb| †hgb 

: Avcbvi hw` Kw¤úDUvi m¤ú‡K© fvj aviYv _v‡K, †mB m‡½ Math-G Lye fvj n‡q _v‡Kb, 

Z‡e Avcwb †cÖvMÖvwgs, I‡qe wWRvBb BZ¨vw` welq wkL‡Z cv‡ib| Ab¨w`‡K hw` wWRvBb 

wKsev wPÎKg© m¤ú‡K© fvj aviYv _v‡K, Z‡e MÖvwd· wWRvBb, †jv‡Mv wWRvBb, d‡Uv GwWwUs, 

wWRvBb I gvwëwgwWqv BZ¨vw` KvR¸‡jv K‡iI fvj Avq Ki‡Z cv‡ib| GRb¨ Avcbv‡K 

d‡Uvkc Ges Bjv‡÷ªUi wkL‡Z n‡e| G Qvov Ab¨vb¨ wel‡qi Dci KvR K‡iI A_© DcvR©‡bi 

my‡hvM i‡q‡Q| †hgb : †jLv I Abyev`, cÖkvmwbK mnvqZv, MÖvnK‡mev, weµq I wecYb, 

e¨emvq †mev, UvBwcs, WvUv Gw›Uª, †KcPv Gw›Uª BZ¨vw`| wb‡R‡K `ÿZvi m‡½ GKRb 

wd«j¨vÝvi wn‡m‡e M‡o Zzj‡Z wKQz †Kvm© K‡i wb‡Z cv‡ib| †hgb: gvB‡µvmd &U Awdm, MÖvwd· 

wWRvBb, I‡qe †W‡fjc‡g›U, md&UIq¨vi †W‡fjc‡g›U, †bUIqvwK©s BZ¨vw` wel‡qi Dci 

wewfbœ ai‡bi †Kvm© i‡q‡Q| ª̀æZ KvR †kLvi e¨vcv‡i †Kvm©¸‡jv K‡i wb‡Z cv‡ib| Z‡e †Kvm© 

Kiv QvovI Avcbvi `ÿZv evov‡bv m¤¢e| GRb¨ `iKvi GKvMÖZv Ges AvMÖn| myZivs GB 

†ckvq fvj wKQz Ki‡Z PvB‡j Ab¨ †Kvb wel‡q AvcvZZ wPšÍv bv K‡i GLbB KvR wkL‡Z ïiæ 

Kiæb| A‡bK¸‡jv welq wb‡q wPšÍv bv K‡i †h ‡Kvb GKwU welq wb‡q fveyb Ges wb‡R‡K `ÿ 

wn‡m‡e g‡b n‡j eB‡q cieZ©x c„ôv¸‡jv Abykxjb Kiæb| 

 

wd«j¨vwÝs‡qi PvweKvwV 

Avgvi fvebv g‡Z gvby‡li e¨_©Zv Ges mdjZv ` y-B wbf©i K‡i Zvi K‡g©i Dci| KviY hw` 

†KD mdj nq, Z‡e †mUv Zvi mwVK cwiKíbv, AvZ¥wek¦vm BZ¨vw` wel‡qi Dci wbf©i K‡i| 

Avevi Ab¨w`‡K hviv e¨_© wKsev Amdj Zviv Zv‡`i Kvi‡YB, Ab¨ wKQz‡K `vqx K‡i ïay 

wb‡R‡K mvšÍ¡bv †`Iqv nq gvÎ| eZ©gv‡b wd«j¨vwÝs‡qi cÖwZ A‡b‡KiB Avjv`v GKUv AvMÖn 

ˆZwi n‡q‡Q| A‡b‡KB G †ckvq KvR Ki‡Z wM‡q mdjI n‡q‡Qb| Avevi †KD †KD e¨_©Zv 

wb‡q wd‡i G‡m‡Qb| G †ÿ‡ÎI wVK ZvB mdjZv wKsev e¨_©Zv Dfq †ÿ‡ÎB wb‡RB `vqx| 

wd«j¨vwÝs GKwU gy³‡ckv A_©vr Avwg hv Kie Zv †_‡KB Avgvi Avq n‡e| myZivs GLv‡b 

wb‡Ri `ÿZv Ges Rvbv-†kvbvi w`K †_‡K †Kvbai‡bi Ac~Y©Zv _vK‡j Pj‡e bv| A‡b‡KB 

g‡b K‡i wd«j¨vwÝs ej‡Z GLv‡b Aí cwikÖg K‡i A‡bK †ewk Avq Kiv hvq| Avm‡j e¨vcviUv 

wVK GiKg bq| G †ckvq K¨vwiqvi Mo‡Z n‡j A‡bK †ewk cwikÖgx n‡Z n‡e Ges Zv wb‡Ri  
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ZvwM` †_‡K| KviY GLv‡b Avcbvi KvR wKsev mgq wb‡q †KD Zvov Ki‡e bv| eBwU co‡Z 

co‡Z Avcwb nq‡Zv fve‡Qb wd«j¨vwÝs m¤ú‡K© Av‡jvPbv bv K‡i Gme welq †Kb ejwQ| 

Avm‡j Avcbv‡K cÖfvweZ Kivi j‡ÿ¨ GLv‡b †Kvb ai‡Yi Av‡jvPbv Kivi B‡”Q Avgvi †bB| 

†h‡nZz Kó K‡i eBLvwb msMÖn K‡i‡Qb ZvB eBLvwb †hb Avcbvi wd«j¨vwÝs †ckvq KvR Kivi 

†ÿ‡Î wKQzUv n‡jI mnvqK f~wgKv iv‡L, †m j‡ÿ¨B Avgvi Gme welq wb‡q mswÿß Av‡jvPbv| 

 

AvZ¥wek¦vm 

ïay wd«j¨wÝs‡qi †ÿ‡ÎB bq, Rxe‡b mdjZvi Rb¨ AvZ¥wek¦vm A‡bK ¸iæZ¡c~Y© welq| KviY 

†Kvb wKQz ïiæ Kivi Av‡M †m Kv‡R Avcwb †hvM¨ wK bv GiKg wØavØ›Ø _vKv Pj‡e bv| ÔAvwg 

Aek¨B cvwi Ges G KvR Avgvi Rb¨B, GUv Avgv‡K w`‡qB n‡eÕÑGiKg fvebv fve‡Z ïiæ 

Kiæb Ges Avcbvi GB fvebv mwVK GUv cÖgvY Kivi Rb¨ GB gyn~Z© †_‡K Avcbvi KiYxq 

KvR¸‡jv ïiæ Kiæb, djvdj bv cvIqv ch©šÍ †mB wek¦vm wb‡q c_ Pj‡Z _vKzb, Bbkvjøvn 

Avcbvi mdjZv Avm‡eB| 

 

Bs‡iwR‡Z `ÿZv AR©b 

†h‡nZz wd«j¨vwÝs GKwU wek¦e¨vcx Kvh©‡ÿÎ Ges wewfbœ fvlv-fvlx K¬v‡q‡›Ui m‡½ KvR Ki‡Z 

n‡e, ZvB GLv‡b Bs‡iwR‡Z `ÿZv _vKvUv AZ¨šÍ Riæwi| KviY †Kvb KvR Kivi †ÿ‡Î hw` 

K¬v‡q‡›Ui Pvwn`v eyS‡Z Amyweav nq Z‡e mwVKfv‡e KvR Kiv m¤¢e bq Ges K¬v‡q›U‡KI mš‘ó 

Kiv m¤¢e bq| a‡i wbw”Q Avcwb Kv‡R A‡bK `ÿ, wKš‘ Avcwb hw` K¬v‡q‡›Ui Pvwn`vi K_v 

eyS‡Z bv cv‡ib Zvn‡j Avcbvi me `ÿZvB g~j¨nxb| myZivs Kv‡Ri †ÿ‡Î Avcbvi A‡bK 

`ÿZv _vKv m‡Ë¡I K¬v‡q›U‡K mš‘ó Kiv m¤¢e nj bv, †m †ÿ‡Î K¬v‡q›U Avcbv‡K Avi KLbB 

KvR †`‡e bv| GgbwK Zvi wdWe¨vK hw` fvj bv nq Ab¨ evqvi‡`i KvQ †_‡KI KvR cvIqvi 

†ÿ‡Î A‡bK weo¤^bvi wkKvi n‡Z n‡e| 

 

Kv‡Ri cÖwZ `ÿZv e„w× 

Av‡MB ejv n‡q‡Q wd«j¨vwÝs‡qi †ÿ‡Î Kv‡Ri `ÿZvi †Kvb weKí †bB| KviY `ÿ bv n‡q 

Kv‡R bvg‡j nZvkv Avcbv‡K nvZQvwb w`‡q WvK‡e| GKwU welq g‡b ivLv cÖ‡qvRb c„w_ex‡Z 

†hvM¨Zv wb‡q KviI Rb¥ nq bv ïay B‡”Q Ges AvMÖn _vK‡jB Kvw•ÿZ wel‡qi Dci `ÿZv 

AR©b Kiv m¤¢e| g‡b ivL‡Z n‡e wd«j¨vwÝs A‡bK eo GKwU Kg©‡ÿÎ| GLv‡b Avcbvi AvMÖn 

Ges Pvwn`vi Dci me ai‡bi Kv‡Ri my‡hvM i‡q‡Q| Z‡e wKQz wKQz Kv‡Ri e¨vcv‡i 

Avjv`vfv‡e Pvwn`v jÿYxq| †m †ÿ‡Î Avcwb wK KvR Ki‡eb Ges †Kvb Kv‡Ri e¨vcv‡i 

Avcbvi AvMÖn †mUv †f‡ewP‡šÍ wm×všÍ MÖnY Kiæb| Z‡e AvZ¥wek¦vm, GKvMÖZv Ges AvMÖn _vK‡j 

me wel‡qB `ÿZv AR©b Kiv m¤¢e| 
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mg‡qi cÖwZ g‡bv‡hvMx nIqv 

wd«j¨vwÝs‡qi †ÿ‡Î mgq AZ¨šÍ ¸iæZ¡c~Y©| A‡b‡KB fv‡eb wd«j¨vwÝs‡q Kg mgq KvR K‡i 

A‡bK †ewk Avq Kiv hvq| welqwU mwZ¨, Z‡e KvR cvIqvi Rb¨ ch©vß mgq e¨q Ki‡Z n‡e 

Ges mg‡qi e¨vcv‡i A‡bK †ewk m‡PZbZv ̂ Zwi Ki‡Z n‡e| †hgb: Avcwb hw` †Kvb evqv‡ii 

KvR K‡ib, †m †ÿ‡Î wVK mgqgZ KvR w`‡Z bv cvi‡j D³ evqvi Avcbv‡K Avi KvR †`‡e 

bv| Avevi Avcwb GKUv Kv‡Ri Rb¨ Av‡e`b K‡i‡Qb, †m †ÿ‡Î D³ Kv‡Ri Rb¨ evqvi 

Avcbvi m‡½ Av‡jvPbv Ki‡Z PvB‡Q, wVK †m gyn~‡Z© evqvi hw` Avcbv‡K bv cvq Zvn‡j KvRwU 

Avcbv‡K Avi †`‡e bv| KviY Avcbvi Rb¨ evqvi nq‡Zv A‡cÿv bv-I Ki‡Z cv‡i| myZivs 

mg‡qi e¨vcv‡i m‡PZb n‡Z n‡e Ges cÖwZw`b GKwU wbw ©̀ó mgq wbe©vPb Kiæb †h mgq Avcwb 

AbjvB‡b _vK‡eb| 

 

mwVKfv‡e m¨v¤új ˆZwi Kiv 

aiv hvK Avcwb GKRb MÖvwd· wWRvBbvi| MÖvwd· wWRvBb m¤úwK©Z Kv‡Ri Rb¨B Avcwb 

Av‡e`b Ki‡eb| †m †ÿ‡Î GKwU Kv‡R Av‡e`b Kivi Av‡M Av‡e`‡bi m‡½ evqvi Avm‡j 

wK †P‡q‡Q Ges KvRwU †Kvb ai‡bi †m ai‡bi GKwU Kv‡Ri bgybv ˆZwi Kiæb Ges Av‡e`b 

Kivi mgq Avcbvi ˆZwiK…Z bgybvwU hy³ K‡i w`b †hb evqvi eyS‡Z cv‡i Avcwb GB Kv‡Ri 

Rb¨ †hvM¨| 

 

mwVKfv‡e KvR †L uvRv 

†h‡nZz Avcwb bZzb, ZvB ïiæ‡ZB Avcbv‡K †h‡P G‡m †KD KvR †`‡e bv| myZivs KvR 

cvIqvi Rb¨ mwVKfv‡e KvR LuyR‡Z n‡e| D‡ëvcvëvfv‡e me Kv‡R Av‡e`b bv K‡i mwVK 

Kv‡Ri Rb¨ Av‡e`b Kiæb| †Kvb Kv‡R Av‡e`b Kivi Av‡M †f‡e †`Lyb G KvRwU Avcwb 

mwVKfv‡e Ki‡Z cvi‡eb wK bv| hw` KvRwU Avcbvi Rb¨ bv nq, Zvn‡j †h Kv‡R Avcwb 

`ÿ Ges mwVKfv‡e Ki‡Z cv‡ib †m ai‡bi Kv‡Ri Rb¨ Av‡e`b Kiæb Ges Av‡e`‡bi m‡½ 

†m m¤úwK©Z Kv‡Ri GKwU bgybv mshy³ Kiæb| 

 

mwVK Kfvi †jUvi mshy³ Kiv 

KvR cvIqvi †ÿ‡Î A‡bK¸‡jv ¸iæZ¡c~Y© wel‡qi g‡a¨ Kfvi †jUvi Ab¨Zg| KviY ïiæ‡Z 

KvR cvIqv A‡bKUvB wbf©i K‡i Kfvi †jUv‡ii Dci| Avcwb hLb GKwU Kv‡Ri Rb¨ 

Av‡e`b Ki‡eb, ZLb Aek¨B gv_vq ivL‡Z n‡e Kfvi †jUv‡ii K_v¸‡jv †hb Lye mnR-

mij Ges Aí K_vi g‡a¨ nq| K¬v‡q›U †hb Avcbvi Kfvi †jUviwU co‡Z wM‡q wei³ bv nq  
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Ges Kfvi †jUv‡i Aí K_vq Avcbvi KvR m¤ú‡K© ejyb Ges Avcwb GB KvRwU cv‡ib, Av‡M 

G ai‡bi KvR K‡i‡Qb, †mB m‡½ Avcwb †h Kv‡R `ÿ G Rb¨ Avcwb GKUv bgybv hy³ 

K‡i‡Qb, e¨vm Gi †P‡q †ewk wKQz Avi cÖ‡qvRb †bB| 

 

 

 

Avmyb Avgiv Gevi †R‡b wbB wKfv‡e AvDU‡mvwm©s I wd«j¨vwÝs 

mvBU¸‡jv‡Z Account Create/‰Zwi Ki‡Z nq| 

 

How to create a fiverr account? 
 

G ch©v‡q Avgiv wkLe wKfv‡e fiverr -G GKvD›U Ki‡Z nq Ges wKfv‡e KvR cvIqv hvq? 

cÖ_‡g Avgiv eªvDRvi †_‡K www.fiverr.com GB I‡qemvBUwU eªvDR Kivi ci wb‡Pi 

DB‡Ûvi gZ ‡`L‡Z cve| 
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avc -1: GLb R‡qb-G wK¬K Kivi ci wb‡Pi DB‡Ûvi gZ †`Lv‡e| 

 

avc -2: GLv‡b Avgv‡`i cvi‡mvbvj B-‡gBj w`‡q Continue ‡Z wK¬K Kie| (GLv‡b ‡h 

‡Kvb ai‡bi B-‡gBj e¨envi Ki‡Z cvie, †hgb: Gmail, Yahoo mail I Hotmail)| 

 

avc -3: GLv‡b Username I Password w`‡Z n‡e| Password wU Kgc‡ÿ 8 msL¨vi 

I kw³kvjx n‡Z n‡e (eo Aÿi, †QvU Aÿi I bv¤^vi mw¤̂wjZ)| hv dvBevi GKvD›UwU jM 

Bb Kivi Kv‡R e¨eüZ n‡e| Zvici join G wK¬K Ki‡Z n‡e| 
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avc-4: Gevi B-‡gBj ‡fwiwd‡Kkb Ki‡Z n‡e| avc-2 G Avgiv †h B-‡gBjwU e¨envi 

K‡iwQjvg ‡mwU‡Z GKwU †gBj hv‡e| GLb †gBjwU I‡cb K‡i Active Your Account 

G wK¬K Kie| Zvn‡j Avgv‡`i GKvD›UwU †fwidvB n‡q hv‡e| GKvD›U †fwidvB Kivi ci 

cÖdvBjwU KgwcøU Ki‡Z n‡e| 

 

avc-5: ‡fwiwd‡Kkb ‡kl n‡j wb‡Pi DB‡Ûvi gZ ‡`Lv‡e| wb‡Pi gvK© Kiv RvqMvi g‡a¨ 

User Name †`Lv‡e, GLb User Name Gi Dci wK¬K Kie| 
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avc-6: wb‡Pi gvK© Kiv As‡k wK¬K K‡i wb‡Ri Qwe mshy³ Kie|

 

avc-7: GLb Edit Description G wK¬K Kie| KvR m¤úwK©Z Description w`e| †hgb: 

(Hey, I am Luka and as you already saw I like drawing, 

illustrations, cinematography in total and bananas. I am very 
talented with creative mind and I can offer unique things that 
come up to my mind. I am also very experienced in building 
WordPress sites and much more. Your satisfaction is always my 
goal, so every gig is unlimited revisions! Working with "Adobe" 
licensed programs.) GB fv‡e wb‡Ri Ges wb‡Ri KvR m¤ú‡K© fvj GKwU 

Description w`‡Z n‡e| 

 

  

avc-8: GLb fvlv wm‡j± Ki‡Z n‡e| Avcwb †h †h fvlv Rv‡bb Add New wK¬K K‡i me 

¸‡jv Add Ki‡Z cvi‡eb| cÖ‡Z¨K fvlvi Dci hZUzKz ̀ Lj †mB wn‡m‡e †j‡fj wm‡j± K‡i 

Add wK¬K Kiæb| 
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avc-9: GLb Avgv‡`i Linked Accounts ¸‡jv mshy³ Ki‡Z n‡e| †hgb: Facebook, 

Google, LinkedIn BZ¨vw`| 

 

avc-10:  ‘Skills Add’ wd«j¨vwÝs GKvD‡›Ui GKwU ¸iæZ¡c~Y© avc| Avcwb †h wel‡q KvR 

Ki‡Z Pvb †m welq m¤úwK©Z Skills Add Ki‡Z n‡e| Avcwb hw` MÖvwd· wWRvBbvi nb, 

Zvn‡j †jv‡Mv wWRvBb, weR‡bm KvW© wWRvBb, e¨vbvi wWRvBb BZ¨vw` Skills wn‡m‡e hy³ 

Ki‡Z cv‡ib| Skills ‡j‡fj Aek¨B Expert wm‡j± K‡i w`‡Z n‡e| 

 

avc-11: GLv‡b Add New wK¬K K‡i Academic Educational Status hy³ Ki‡Z 

n‡e| 
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avc-12: GLv‡b Add New wK¬K K‡i Avcbvi B›Uvib¨vkbvj ‡Kvb mvwU©wd‡KU _vK‡j 

‡mwU mshy³ Ki‡Z cvi‡eb| †hgb: Lynda (Vendor Certification).  

 

avc-13: Dci †_‡K wb‡Ri Qwe‡Z wK¬K K‡i settings G wK¬K Kie| hv wb‡Pi wP‡Î gvK©  

K‡i †`Lv‡bv nj|  

 

 

avc-14: GLv‡b wb‡Ri Full Name wj‡L Save Changes G wK¬K Kie|  
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avc-15:  GB av‡c wb‡Pi wP‡Îi gZ Security ‡Z wK¬K K‡i Verify Now G wK¬K 

Kie| 

 

 

 

 

 

 

 

 

 

 

 

 

avc-16:  GB av‡c wb‡Ri †gvevBj bv¤^vi w`‡q Verify by SMS wK¬K Kie| 
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avc-17: Avcbvi †`qv †gvevBj bv¤^v‡i PvimsL¨vi GKwU †KvW bv¤^vi Avm‡e, †mwU 

Verification code box G UvBc K‡i Submit Code Ack‡b wK¬K Kiæb| 

 

avc-18: Gevi Phone Verification Gi Rb¨ Security Question wU wm‡j± K‡i 

Answer wjL‡Z n‡e Ges Question I Answer wU fwel¨‡Zi Rb¨ msiÿb K‡i ivL‡Z 

n‡e| D`vnib ¯^iƒc, Question (What was your childhood nickname?), 

Answer (Shuvo)| Gfv‡e Avcbvi GKvD›UwU KgwcøU I wmwKDi K‡i wbb| 
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How to create a Freelancer account? 
 

mvivwe‡k¦ RbwcÖq wd«j¨vwÝs gv‡K©U ‡cøm¸‡jvi g‡a¨ Ab¨Zg Freelancer.com hv 

evsjv‡`‡kI mgvbfv‡e RbwcÖq| Z‡e GKvD›U Kivi Av‡M wKQz welq ‡R‡b ivLv fvj| †hgb: 

1. fvjfv‡e KvR ‡kLvi Av‡M †Kvb gv‡K©U ‡cø‡mB GKvD›U Lzj‡eb bv| 

2. GKvD›U †Lvjvi mgq †Kvb f~j Z_¨ w`‡eb bv| 

3. Avcbvi GKvD‡›Ui bvg, Gb AvBwW I e¨vsK GKvD›U-G e¨eüZ bvg Ges Rb¥ 

ZvwiL BZ¨vw` GKB n‡Z n‡e| 

4. Ab¨‡`i †c«vdvB‡ji Z_¨ Kwc-†c÷ Ki‡eb bv|  

 

Avgiv GLb Freelancer.com G wKfv‡e GKvD›U Ki‡Z nq Zv †`Le| 

 

avc-1: cÖ_‡g eªvDRvi †_‡K Freelancer.com G hve Ges Dci †_‡K Wvbw`‡Ki Sign 

Up G wK¬K Kie| 

 

avc-2: GB av‡c Avgvi Email Ges Password w`e| Password wU Kgc‡ÿ 8 msL¨vi 

I kw³kvjx n‡Z n‡e (eo Aÿi, †QvU Aÿi I bv¤^vi mw¤̂wjZ)| hv wd«j¨vÝvi GKvD›UwU jM 

Bb Kivi Kv‡R e¨eüZ n‡e| Zvici Join Freelancer G wK¬K Ki‡Z n‡e| 
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avc-3: GLb Avgiv GKwU Username e¨envi Kie hv jMBb I cÖdvBj Luy‡R †c‡Z mnqZv 

Ki‡e| Aek¨B Username wU Small Letter-G wjLe, Zvici Next G wK¬K Kie| 

 

avc-4: GB av‡c ỳBwU Ackb cvIqv hv‡e, GLvb †_‡K Avgiv I want to work wK¬K 

Kie|

 

avc-5: Avgv‡`i `ÿZv Abyhvqx Skills ¸‡jv wm‡j± Ki‡Z n‡e| GLv‡b Avgiv †h welq 

wb‡q KvR Ki‡Z PvB, †mB welq ¸‡jv wm‡j± Kie| †mUv n‡Z cv‡i Graphics, Web 

Design, Video Editing, Etc.| GLvb †_‡K Avgiv m‡e©v”P 20wU Skills w`‡Z cvie| 

cÖ_‡g evgcv‡ki Category wm‡j± Kie, Zvici Category Abyhvqx m‡e©v”P 20wU Skills 

wm‡j± K‡i Next Step G wK¬K Kie|  
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avc-6: GB av‡c Avgiv wb‡Ri FULL NAME w`e| Zvici LANGUAGES Ack‡b 

†h †h fvlv Rvwb †m fvlv¸‡jv wm‡j± Kie Z‡e Aek¨B English wm‡j± Ki‡Z n‡e| 

EXPERIENCE ‡_‡K ADVANCED wm‡j± K‡i Next Step G wK¬K Kie| 

avc-7 I avc-8: GB ỳB av‡c Avgiv Skip for Now wK¬K Kie| 

 

 

 

 

 

 

avc-9: GLb Dci †_‡K Wªc WvD‡b wK¬K K‡i View Profile G wK¬K Ki‡Z n‡e| 
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avc-10: cÖ_‡g cÖdvBj d‡Uv w`‡Z n‡e, Zvici wb‡Ri I KvR m¤ú‡K© we¯ÍvwiZ eY©bv w`‡Z 

n‡e| Zvici cÖwZN›Uv KZ UvKvq KvR Ki‡Z PvB †mwU w`‡Z n‡e| †mwU 5 ‡_‡K 10 Wjvi  

n‡Z cv‡i| 

avc-11:cybivq Wªc WvD‡b wK¬K K‡i User Settings –G wK¬K Kie|

  



 gvB‡µvmd&U Awdm 2007-2019 

459 

avc-12: GLb evg cvk †_‡K Profile G wK¬K K‡i b¨vkbvj AvBwW KvW© Abyhvqx bvg I 

wVKvbv wdjvc Kie| wbP †_‡K Save Changes-G wK¬K Kie|

avc-13: GLb evg cv‡ki wb‡Pi w`‡K Trust & Verification Ack‡b wK¬K K‡i Email, 

Mobile Number, Facebook I LinkedIn hy³ K‡i Verified Ki‡Z n‡e| 

 

avc-14: cÖ_‡g Phone Number Gi Wv‡b Verify –G wK¬K Kie| GLv‡b Country 

wm‡j± K‡i Phone Number w`‡q Send Verification Code –G wK¬K Kie| wb‡P 
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Enter Code Gi Ack‡b ‡gvevBj SMS Gi †KvWwU UvBc K‡i Verify Code G wK¬K 

Kie| 

 

avc-15: Gevi Email Address Gi Wv‡b Verify –G wK¬K Kie| Zvici †h B‡gBj 

†`qv wQj †mB B‡gB‡j GKUv †gBj hv‡e, †mLv‡b wM‡q Verify Your Email G wK¬K 

K‡i B‡gBj Verification K‡i wbe| 

 

avc-16: Gevi Connect with Facebook Ges Verify with LinkedIn wK¬K K‡i 

Facebook I LinkedIn jMBb Ki‡Z n‡e, Zvn‡j DfqwU Connect n‡q hv‡e| 

 

GLb Avcwb PvB‡j Contest A_ev Bid Ki‡Z cv‡ib| Avcbvi GKvD›U Earning Kivi 

Rb¨ cÖ¯‘Z n‡q †M‡Q| 
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How to create a Upwork account? 
 

we‡k̂i me‡P‡q RbwcÖq wd«j¨vwÝs gv‡K©U ‡cøm¸‡jvi g‡a¨ Upwork.com nj Ab¨Zg| 

wKfv‡e Upwork.com G GKvD›U Ki‡Z nq GLb Zv †`Le|  

avc-1: cÖ_‡g eªvDRvi †_‡K www.Upwork.com mvBUwU eªvDR Kie Ges Dci †_‡K 

Wvbw`‡K Sign Up G wK¬K Kie| 

 

avc-2: Gevi Full Name I E-mail UvBc K‡i Get Started G wK¬K Kie|

 

avc-3: Gevi Country Select K‡i Password w`‡q Work as a Freelancer G wK¬K 

Kie| 

Zvici Username w`‡q wb‡Pi Capture Code wU mwVK fv‡e emve (†hb fzj bv nq †m 

w`‡K jÿ¨ ivLe)| Gici wb‡Pi evgcv‡k `yBwU wUKgvK© w`‡q Next G wK¬K Kie| 
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avc-4: cieZ©x DB‡Ûv‡Z Resend Verification Email G wK¬K K‡i ‡gBjwU †PK 

Ki‡Z n‡e|

 

avc-5: ‡gBjwU Open K‡i Verify Email G wK¬K Ki‡j GKvD›UwU Verify n‡q hv‡e| 

 

avc-6: GLb Avgiv hv wb‡q KvR Ki‡Z PvB †mB Category †_‡K Sub-Category ¸‡jv 

Select Kie|  

†hgb: (Category: Design & Creative; Sub-Category: Graphics Design, 

Illustration, Logo Design & Branding)| 
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avc-7: wK wK KvR Kie †mUv Skills Ack‡b Add Ki‡Z n‡e| †hgb: Logo, 

Business Card, Brochure, Flyer, Leaflet BZ¨vw`| GLv‡b m‡e©v”P 10wU Skills 

Add Kiv hv‡e| Zvici Expert Select K‡i Save & Continue ‡Z wK¬K Kie|

 

avc-8: GLb Add a photo now ‡Z wK¬K K‡i wb‡Ri my›`i I cÖ‡dkbvj Qwe mshy³ 

Kie|

 

avc-9: GLv‡b Kv‡Ri cÖ‡dkbvj Re UvB‡Uj hy³ Ki‡Z n‡e| Zvi wb‡Pi Ack‡b Kv‡Ri 

Dchy³ GKwU Overview  wjL‡Z n‡e| Zvici Education hy³ Ki‡Z n‡e| GLb 

Kv‡Ri AwfÁZv Abyhvqx Employment History hy³ Ki‡Z n‡e|
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avc-10: Gevi What is your English Proficiency ‡_‡K Fluent Ackb Select 

Kivi ci B”Qvbyhvqx Hourly Rate D‡jøL Kie|

 

avc-11: Add your availability and location ‡_‡K More than 30 hrs/week 

wm‡j± K‡i w`e| Ges Both longer and shorter-term Project G wK¬K Kie|

 

avc-12: Gevi Full Address wjLe Ges Review Application G wK¬K Kie| 
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avc-13: Gevi Submit Application G wK¬K Kie| 

 

avc-14: Gevi Find Work ‡_‡K Profile -G wK¬K Kie|

 

avc-15: GLv‡b wb‡Ri m¤ú‡K© GKwU wfwWI hy³ Ki‡Z n‡e Ges wfwWIwU‡Z wb‡Ri I KvR 

m¤ú‡K© eY©bv w`‡Z n‡e| 

avc-16: GLv‡b Recent Project hy³ Ki‡Z n‡e|  
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avc-17: Avcbvi Kiv Project Gi weeiY w`‡Z n‡e | 

Project Title: Project Gi †h Title wU wQj †mwU w`‡Z n‡e| 

Category: ‡Kvb ai‡bi Project ‡mB Category Ges Sub Category Select 

Ki‡Z n‡e| 

Project Overview:‡mB Project m¤ú‡K© †QvU GKwU weeiY w`‡Z n‡e| 

Project URLs: ‡mB Project Gi ‡Kvb Website _vK‡j Zvi Z_¨ w`‡Z n‡e| 

Completion Date: Project ‡kl nIqvi ZvwiL wjL‡Z n‡e| 

Cover Photo: Project m¤úwK©Z GKwU Cover Photo w`‡Z n‡e| 

Skills: GB Project Ki‡Z †h Skills e¨eüZ n‡qwQj Zv D‡jøL Ki‡Z n‡e| 

Project Files: Project Gi g~j dvBj hy³ Ki‡Z n‡e| 

GLb Publish Project G wK¬K Ki‡Z n‡e|  
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avc-18: GLv‡b Skills Tests w`‡Z n‡e| GUv GK ai‡bi Online Exam, GB Exam 

Gi gva¨‡g Avcbvi Skills  hvPvB Kiv n‡e|

 

avc-19: hw` Other Experiences _v‡K Zvn‡j GLv‡b †mwU hy³ Ki‡Z n‡e| 

 

 

How to create a GraphicRiver account? 
GraphicRiver n‡”Q wWRvBbvi‡`i Rb¨ †cwmf BbKv‡gi me‡P‡q eo Ges RbwcÖq GKwU 

gva¨g| GraphicRiver Envato Ggb GKwU mvBU, †hLv‡b Avcbvi ‰ZwiK…Z wWRvBb¸‡jv 

wewµ Ki‡Zcvi‡eb| wWRvBb ev AvB‡Ug wewµ n‡j cÖwZ †m‡j 50% cv‡eb| Avcbvi 

wWRvBbwU hw` gvbm¤úbœ nq Zvn‡jB GcÖæf n‡e| Avi wWRvBbwU hw` GcÖæf nq Zvn‡j †m‡ji 

m¤¢ebv 90%, gv‡b wewµ n‡eB| 

GLb Avgiv graphicriver.net G wKfv‡e GKvD›U Ki‡Z nq Zv †`Le| 

avc-1: cÖ_‡g eªvDRvi †_‡K www.graphicriver.net mvBUwU eªvDR Kie Ges Dci 

†_‡K Wvbw`‡K Sign in G wK¬K Kie| 
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avc-2: GLb Create an Envato Account G wK¬K Kie|  

 

avc-3: GLb First Name, Last name, Email BZ¨vw` wdjvc Kie| Zvici Agree 

Ackb `ywU‡Z wUKgvK© w`‡q Set up your Envato Account G wK¬K Kie| 

 

avc-4: GLv‡b Username I Password w`‡Z n‡e| Password wU Kgc‡ÿ 8 msL¨vi 

I kw³kvjx n‡Z n‡e (eo Aÿi, †QvU Aÿi I bv¤^vi mw¤̂wjZ)|  Zvici Location G 

Bangladesh Select Ki‡Z n‡e| Gici I’m Not a robot Ges Sign up for 

Envato Ackb ỳwU‡Z wUK gvK© w`‡Z n‡e| Zvici Create your envato account G 

wK¬K Ki‡Z n‡e| 
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avc-5: ‡h B‡gBjwU †`qv n‡qwQj ‡mLv‡b GKwU †gBj hv‡e| †gBjwU Open K‡i 

wjsKwU‡Z wK¬K Kiæb, Zvn‡j Email verify n‡q hv‡e| 

 

avc-6: GLb graphicriver G G‡m Wvbcv‡ki Dc‡ii Username G wK¬K Kie| ‡mLvb 

†_‡K Become an author G wK¬K Kie| 

 

avc-7: Author Terms G wUKgvK© w`‡q Continue ‡Z wK¬K Kie| 

avc-8: GLb I plan to make and sell items full time G wUKgvK© w`e, Zvici 

join our author G wUKgvK© w`‡q Next G wK¬K Kie| 
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avc-9: GLb I will Sell Exclusively on Envato ‡Z wUKgvK© w`e|        

avc-10: GLb Graphic design assets and templates G wK¬K K‡i Next G wK¬K 

Kie| 

 

avc-11: GLb Take me to my dashboard G wK¬K Kie|       

avc-12: cybivq Username G wK¬K K‡i Settings G wK¬K Kie| 
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avc-13: GLv‡b Billing Information ¸‡jv wdjvc K‡i Save G wK¬K Kie| 

 

avc-14: Profile G wK¬K K‡i Browse Ackb †_‡K  mvBR I di‡gU (Jpeg 80x80 

px) Abyhvqx QwewU wm‡j± Ki‡Z n‡e| 

 

 

How to create an account in Guru? 

we‡k̂i RbwcÖq wd«j¨vwÝs gv‡K©U ‡cøm¸‡jvi g‡a¨ Guru.com nj Ab¨Zg| GB ch©v‡q Avgiv 

†`Le wKfv‡e Guru.com Gi GKvD›U Ki‡Z nq| 

avc-1: cÖ_‡g eªvDRvi †_‡K www.guru.com mvBUwU eªvDR Kie Ges Dci †_‡K Wvb 

w`‡K Sign Up G wK¬K Kie| 
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avc-2: Gevi Full Name I E-mail UvBc K‡i I agree ‡Z wUKgvK© w`‡q Proceed 

G wK¬K Kie|

 

avc-3: Gevi GKvD›U UvBc, ÔFreelancerÕ Select K‡i GKwU kw³kvjx Password 

w`‡q Proceed G wK¬K Kie| 
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avc-4: Gevi B-‡gBj ‡fwiwd‡Kkb Ki‡Z n‡e| avc-2 G Avgiv †h B-‡gBjwU e¨envi 

K‡iwQjvg ‡mwU‡Z 4 msL¨vi GKwU ‡fwiwd‡Kkb †KvW hv‡e| GLb ‡fwiwd‡Kkb †KvWwU 

UvBc K‡i Verify G wK¬K Kie, Zvn‡j B-‡gBj †fwidvB n‡q hv‡e| 

avc-5: ‡fwiwd‡Kkb ‡kl n‡j wb‡Pi DB‡Ûvi gZ ‡`Lv‡e| GLb GKvD›UwU wmwKDi Kivi 

Rb¨ wZbwU Security Question Add K‡i Zvi DËi wj‡L Continue G wK¬K Kie| 
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avc-6: Gici †dvb bv¤^vi ‡fwiwd‡Kk‡bi Rb¨ wb‡Ri †dvb bv¤^vi UvBc K‡i Send 

Code G wK¬K Kie| D³ †dvb bv¤^v‡i 4 msL¨vi GKwU ‡fwiwd‡Kkb †KvW Avm‡e, †KvWwU 

UvBc K‡i Submit Code G wK¬K Kie Ges Gfv‡eB †dvb ‡fwiwd‡Kkb cÖwµqvwU m¤úbœ 

n‡e| 

 
avc-7: GLb Contact Information ¸‡jv mwVK fv‡e c~iY K‡i Continue G wK¬K 

Kie| GB Z_¨¸‡jv wej †c‡g‡›Ui †ÿ‡Î e¨eüZ n‡e| 
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avc-8: Gevi ‡h welq wb‡q KvR Ki‡Z PvB †m welq ev Service wU Add Ki‡Z n‡e| 

GLv‡b GKvwaK Service Add Ki‡Z cvie| Service Add Ki‡Z cÖ_‡g GKwU UvB‡Uj 

wbe©vPb Kie, Zvici †mB UvB‡Uj Abyhvqx my›`i GKwU Description wjLe Ges Skills & 

Expertise wm‡j± Kie| Gevi Hour cÖwZ †iU Ges Minimum Budget wba©vib K‡i 

Category ‡_‡K wbw`©ó Category wm‡j± K‡i  Publish Now G wK¬K Kie|  
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avc-9: GLb Dci †_‡K WªcWvD‡b wKøK Kie| Zvici Edit Account G wK¬K Kie| 
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avc-10: wb‡Pi wP‡Îi wm‡j± Kiv As‡ki me Z_¨ mwVK fv‡e w`‡Z n‡e| Ges Gfv‡eB 

Guru.com G cÖv_wgK GKvD›U cÖwµqv m¤úbœ Kie| 
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ÒKw¤úDUvi Iqvì©Ó 

KvR‡K mvejxj I `ªæZ Kivi Rb¨ wk‡L wbb ¸iæZ¡c~Y© wKQz 

Keyboard Shortcut Command 
Shortcut Description 

Ctrl+A All Select 

Ctrl+C Copy 

Ctrl+X Cut 

Ctrl+V Paste 

Ctrl+S File Save 

Ctrl+O File Open 

Ctrl+Z Undo 

Ctrl+Y Redo 

Ctrl+F2 Print Preview 

Ctrl+P Print 

Ctrl+W Window/Document Close 

Ctrl+F Within Document Find Word 

Ctrl+H Replace Word In Document 

Ctrl+M New Slide(PowerPoint) 

Ctrl+N New Document/Worksheet/Presentation/Database 

Ctrl+Home Go to first page/slide 

Ctrl+End Go to last page/slide 

Alt+Tab Minimize 

Ctrl+Enter Create blank page in ms word. 

Ctrl+Backspace Remove blank page in ms word 

F5 Slide Show (PowerPoint) 

Alt+F4 Computer Shut Down 

Ctrl+B Bold Text 

F7 Spelling Check (MS Word) 

Ctrl+R Align Text Right 

Ctrl+L Align Text Left 

Ctrl+E Center 

Ctrl+J Justify 

Alt+Enter Excel Next Line 

 


