
1 

 

 

 

 

cjøx `vwi`ª¨ we‡gvPb dvD‡Ûkb (wcwWweGd) 

Z_¨ cÖhyw³ kvLv 

cÖavb Kvh©vjq, XvKv 

 

 

 

 

 

 

 

 

 

 

 

 

 

Kw¤úDUvi nvW©Iq¨vi, gvB‡µvmdU IqvW©, gvB‡µvmdU G‡·j Ges 

B›Uvi‡bU e¨envi 

PDBF 



2 

 

m~wPcÎ 

µwgK bs welq c„ôv 

Kw¤úDUv‡ii cwiwPwZ 1 

1.1 Kw¤úDUvi wK? 1 

1.2  Kw¤úDUv‡ii BwZnvm I cÖRb¥ 3 

1.3  Kw¤úDUv‡ii ‡kªYxwefvM 3 

1.4  we‡kl e¨envwiK Kw¤úDUvi 3 

1.5  mvavib e¨envwiK Kw¤úDUvi 3 

1.6  gvB‡µv Kw¤úDUvi 3 

1.7  wgwb Kw¤úDUvi 3 

1.8  ‡gBb‡dªg Kw¤úDUvi 4 

1.9  mycvi Kw¤úDUvi 4 

1.10  n¨vÛ‡nì Kw¤úDUvi 4 

Kw¤úDUvi nvW©Iq¨vi 

2.1 Kw¤úDUvi nvW©Iq¨vi wK 5 

2.2  nvW©Iq¨v‡ii †kªYxwefvM 5 

2.3   BbcyU nvW©Iq¨vi  5 

2.4  BbUcyU wWfvB‡mi bvg 5 

2.5   cÖ‡mwms nvW©Iq¨vi 5 

2.6  ‡g‡gvix  6 

2.7   i¨vg (RAM) 6 

2.8  ig (ROM) 6 

2.9  AvDUcyU nvW©Iq¨vi  6 

2.10   AvDUcyU wWfvB‡mi bvg 7 

2.11  Kw¤úDUvi evm  7 

2.12  gv`vi‡evW©  8 

2.13  nvW©wW¯‥ 8 

2.14   gvDm  8 

2.15  Kx‡evW©  8 

2.16   ¯‥¨vbvi 9 

2.17  gwbUi  9 

2.18  gwbU‡ii cªKvi†f`  10 

2.19  wcÖ›Uvi   10 

2.20  ¯úxKvi  11 



3 

 

µwgK bs welq c„ôv 

Kw¤úDUvi mdUIq¨vit 12 

3.1  Kw¤úDUvi mdUIq¨vi wK 12 

3.2  cªavb cªKvi‡f`  12 

3.3   wm‡÷g mdUIq¨vi 12 

3.4  ‡cªvMªvwgs mdUIq¨vi 12 

3.5   G¨vwcø‡Kkb mdUIq¨vi  13 

gvB‡µvmdU IqvW© 

5.1 gvB‡µvmdU IqvW©  14 

5.2  gvB‡µvmdU IqvW© 2007/2010 ivb ev Pvjy Kivi c×wZ  14 

5.3   bZzb WKz‡g›U ‣Zix Kiv c×wZ  14 

5.4  d›U Ges d›U mvBR 15 

5.5   evsjvq UBc Kivi c×wZ  15 

5.6  bZzb dvBj †mf Kivi c×wZ  15 

5.7   cyivZb dvBj I‡cb Kiv I †jLvi ci †mf Kivi c×wZ  16 

5.8  ‡cBR †mUAvc Kiv  16 

5.9  ‡ccv‡ii AvKvi cwieZ©b Kivi c×wZ  17 

5.10   wcª›U Kivi c×wZ  17 

5.11  WKz‡g‡›Ui †U·ó wbe©vPb c×wZ  18 

5.12 †U·ówWwjU Kivi c×wZ  18 

5.13  KvU, Kwc Ges †có Kivi c×wZ  18 

5.14  dvBÛ Ges wi‡cøm Kivi c×wZ  19 

5.15  ‡nWvi Ges dzUvi cwieZ©b Kivi c×wZ  19 

5.16  ‡cBR bv¤̂vi †`Iqvi c×wZ  20 

5.17  Avb‡Wv I wi‡Wv Kivi c×wZ  20 

5.18  ‡jLvi is cwieZ©b Kiv I †jLv‡K nvBjvBU Kivi c×wZ  21 

5.19  mvwie×Zv cwie©Zb (Align Text) Kivi c×wZ  21 

5.20  Line Spacing (jvB‡bi gv‡S ~̀iZ¡)  21 

5.21  bv¤̂vi I ey‡jU †mU Kivi c×wZ  22 

5.22  Wªc K¨vc  23 

5.23  mUKvU Kxmg~n 24 

gvB‡µvmdU G‡·j 

6.1 gvB‡µvmdU G‡·j 27 

6.2  gvB‡µvmdU G‡·‡ji KvR mg~n  27 



4 

 

µwgK bs welq c„ôv 

6.3   gvB‡µvmdU G‡·j Pvjy Kivi c×wZ  27 

6.4  G‡·j (Excel) Gi Worksheet wK 27 

6.5   G‡·j (Excel) Gi Windows cwiwPwZ 28 

6.6  WorkBook wK 28 

6.7  Menu bar wK? 28 

6.8 Tool bar wK? 28 

6.9  G‡·j (Excel) w`‡q Avgiv wKwK Ki‡Z cvwi? 35 

6.10  m~‡Îi mvnv‡h¨ ¯‥y‡ji ‡iRvë kxU ‣Zix Ges Ab¨vb¨ D`nvib 40-49 

gvB‡µvmdU cvIqvi c‡q›U 50 

7.1 cvIqvi c‡q›U cwiwPwZ 50-51 

7.2 cª‡R±i (gvwëwgwWqv)t 53-54 

B›Uvi‡bU 55 

7.1  ‡Kvb wKQy mvP© Kiv  56 

7.2  B‡gBj A¨vKvD›U ‣Zwi Kiv  57 

7.3   B‡gBj ‡PK Kiv I bZyb ‡gBj cvVv‡bv  58-61 

‡bUIqvK 62 

8.1 ‡bUIqvK© wK? 62 

8.2 †bUIqv‡K©i cªKvi‡f`  62 

8.3 †bUIqv‡K©i cªKvi‡f`  62 

8.4 Local Area Network (LAN)  62 

8.5 Metropolitan Area Network (MAN)  62 

AvBwc A¨v‡Wªm 63 

9.1 AvBwc wK 63 

9.2  K¬vm G 63 

9.3  K¬vm we 64 

9.4 K¬vm wm 64 

9.5  K¬vm wW 64 

9.6 K¬vm B 64 

Uªvejm¨yU 
65 

10.1 Kw¤úDUv‡i mgm¨v n‡j KiYxq 65-66 

10.2 Kw¤úDUv‡ii cwiPh©v 67 

 

 



5 

 

Kw¤úDUv‡ii cwiwPwZ 

 

Kw¤úDUvi wK? 

AvaywbK we‡k¦ Ávb weÁv‡bi GKwU Awe¯§iYxq Avwe®‥vi nj Kw¤úDUvi| Computer kãwU wMÖK kã 

Compute kã ‡_‡K G‡m‡Q| Compute k‡ãi A_© MYbv Kiv| Computer k‡ãi A_© MYbvKvix 

hš¿| g~jZt GwU ‣Zwi Kiv n‡qwQj MYbvi Rb¨| wKš‧ eZ©gv‡b GwU RwUj I KwVb wnmve-wbKvk QvovI 

Av‡iv A‡bK Kv‡R e¨envi Kiv n‡”Q|  

Kw¤úDUvi Ggb GKwUB‡j±«wbK hš¿ hv ‡Kvb wbw ©̀ó wb‡ ©̀kbvi ‡cÖwÿ‡Z ‡Kvb BbcyUK…Z Z_¨‡K cÖwµqvRvZ 

Ki‡Yi gva¨‡g mywbw ©̀ó djvdj cÖ̀ k©b K‡i| 
 

Kw¤úDUv‡ii BwZnvm I cÖRb¥t 

A¨vevKvm (Abacus)t 

MYbvi Kv‡R wewfbœ ‡K․kj I hš¿ e¨envi K‡i _vK‡jI A¨vevKvm (Abacus) bvgK GKwU c«vPxb Mbbv 

hš¿‡KB Kw¤úDUv‡ii BwZnv‡m cÖ_g hš¿ wn‡m‡e aiv nq| GwU Avwe®‥…Z nq wL«óc~e© 2400 mv‡j e¨vwej‡b| 

A¨vevKvm ‡d«‡g mvRv‡bv ¸wUi ¯ vb cwieZ©b K‡i Mbbv Kivi hš¿| wL«÷c~e© 450/500 A‡ã wgk‡i ev 

Px‡b Mbbv hš¿ wn‡m‡e A¨vevKvm ‣Zwi nq| 

 

 

 

 

 

 

 

     wPÎt A¨vevKvm hš¿| 

1623-1662 mvjt 

divmx MwYZwe` I `vk©wbK †eøBR c¨vm‡Kj 19 eQi eq‡mcÖ_g c¨vmKvjvBb hš¿ Avwe®‥vi K‡ib|GwU 

me©cÖ_g hvwš¿K K¨vjKz‡jUi|A‡bK¸‡jv Mxqvi I ûB‡ji mvnv‡h¨ hš¿wU cwiPvwjZ nq|c¨vm‡Kj n‡”Q 

AvaywbK K¨vjKz‡jU‡ii RbK| 

               

wPÎt c¨vm‡Kj h›Î| 
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1793-1871 mvjt 

1833 mv‡j Pvj©m e¨v‡eR wWdv‡iÝ BwÄb (Difference Engine)Avwe®‥vi K‡ib, GB wWdv‡iÝ BwÄb 

wb‡q KvR Kivi mgq wZwb A¨vbvwjwUK¨vj BwÄb bv‡g AviI DbœZ I mve©Rbxb GKwU h‡š¿i avibv jvf 

K‡ib, hv wQj AvaywbK Kw¤úDUv‡ii m~Pbv | 

 

wPÎt wWdv‡iÝ BwÄb| 

1816-1852mvjt 

‡jwW A¨vWv AvMóv Pvj©m e¨v‡eR†K wWdv‡iÝ BwÄb ‣Zix†Z cÖZ¨ÿfv‡e mvnvh¨ K‡ib| A¨vWv†K c„w_exi 

cÖ_g †cÖvMÖvgvi ejv nq|Zvi bvgvbymv‡i Kw¤úDUv‡i ‡cÖvMÖv‡gi GKwU fvlv‡K ÒA¨vWvÓ bvgKiYKiv nq| 

wPÎt ‡jwW A¨vWv| 

 

1942 mvjt 

cÖ_g •e ỳ¨wZK wWwRUvj Kw¤úDUvi ABCAvwe®‥vi K‡ib W.Rb wf GUvbmd| 

 

wPÎtABC Kw¤úDUvi| 
 

Kw¤úDUv‡iicÖRb¥t  

 cÖ_g cÖR‡b¥i Kw¤úDUvi Av‡m 1951 mv‡j | UNIVAC 1 cÖ_g cÖR‡b¥i Kw¤úDUvi| 

 wØZxq cÖR‡b¥i Kw¤úDUvi Av‡m 1958 mv‡j | GB cÖR‡b¥i Kw¤úDUvi AvKv‡i †QvU, ª̀æZ MwZ 

m¤úbœ,LiP Kg| 

 Z…Zxq cÖR‡b¥i Kw¤úDUvi Av‡m 1964 mv‡j | GB cÖR‡b¥i Kw¤úDUv‡i IC e¨eüZ nq| 

 PZz_© cÖR‡b¥i Kw¤úDUvi Av‡m 1971 mv‡j | GB cÖR‡b¥ gvB‡µvcÖ‡mmi Avwe®‥„Z nq| 

 cÂg cÖR‡b¥i Kw¤úDUvi ïiæ nq 1995 mv‡j Ges eZ©gv‡b Avgiv GB cÖR‡b¥ AvwQ| cÂg 

cÖR‡b¥i Kw¤úDUv‡i wewfbœ eªvDRvi †hgb-¸Mjµg,gwRjv dvqvi d·,BDwm eªvDRvi BZ¨vw`| 

 



7 

 

Kw¤úDUv‡ii ‡kªYxwefvMt 

Kw¤úDUvi‡K cÖavbZ ỳB fv‡M fvM Kiv nqt 

1.we‡kl e¨envwiK Kw¤úDUvi 

1. we‡kl e¨envwiK Kw¤úDUvitGB Kw¤úDUvi‡K wbw ©̀ó Kv‡Ri Dc‡hvMx K‡i •Zix Kiv n‡q‡Q|GUv 

wb‡ ©̀k cvIqv gvÎ c~‡e© avibK…Z wb‡ ©̀kbv Abyhvqx Kvh© m¤úbœ& K‡i| ‡hgb:gvB‡µvI‡qf I‡fb, 

Iqvwks †gwkb, †gwW‡Kj WvqvMbw÷K hš¿cvwZ BZ¨vw`| 

 

2.mvavib e¨envwiK Kw¤úDUvi 

2. mvavib e¨envwiK Kw¤úDUvitGB Kw¤úDUvi wewfbœ mgm¨v mgvav‡bi Rb¨ e¨envi Kiv nq|GwU 

wewfbœ AvK…wZi I †ewk avibÿgZv m¤úbœ| 
 

mvavib e¨envwiK Kw¤úDUvi 4 cÖKvit 

 gvB‡µv Kw¤úDUvi 

 wgwb Kw¤úDUvi 

 ‡gBb‡d«g Kw¤úDUvi 

 mycvi Kw¤úDUvi 
 

gvB‡µv Kw¤úDUvit  

 GB Kw¤úDUvi cv‡m©vbvj Kw¤úDUvi wn‡m‡e e¨eüZ nq Ges GUv mn‡R enb‡hvM¨| 

 ‡QvU gvB‡µv Kw¤úDUvi¸‡jv n‡”Q j¨vcUc I †bvUeyK Kw¤úDUvi| 

 

 

 

 

 

       wPÎt PC 

wgwb Kw¤úDUvit 

 GwU gvB‡µv Kw¤úDUvi †_‡K A‡bK kw³kvjx I e¨qeûj| 

 GwU ‡gBb‡d«g Kw¤úDUvi †_‡K †QvU| 

 GwU mvf©vi wn‡m‡e e¨eüZ nq Ges cÖwZôv‡bi Af¨šÍixY †bUIqvK© A_ev I‡qemvBU 

wbqš¿Y Kivi Kv‡R e¨eüZ nq| 

 mvf©vi Kw¤úDUvit GUv n‡jv Ggb GK ai‡bi Kw¤úDUvi hv GKwU cÖwZôv‡bi me Z_¨ ev 

DcvË msiÿb K‡i ivL‡Z cv‡i| 

 

 

                                           wPÎt WvUv †m›Uv‡i mvf©vi Kw¤úDUvi mg~n| 
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‡gBb‡d«g Kw¤úDUvit 

 GUv n‡”Q e„nr AvK…wZi Kw¤úDUvi hvi avibÿgZv A‡bK †ewk Ges GKB mv‡_ ª̀æZ Kvh© m¤úv`b 

Ki‡Z cv‡i| 

 GUv eo ai‡bi e¨emvKv‡h©,‣eÁvwbK I wgwjUvix Kv‡Ri †ÿ‡Î e¨eüZ nq|KviY GwU RwUj 

cÖwµqvi gva¨‡g A‡bK †ewk Z_¨ ev DcvË wbqš¿Y Ki‡Z cv‡i| 
 

wPÎt ‡gBb‡d«g Kw¤úDUvi| 

mycviKw¤úDUvit 

 GwU D”P ÿgZv m¤úbœ Ges kw³kvjx | GUv 

e¨eüZ nq Lye ª̀æZ KvR m¤úbœ Kivi †ÿ‡Î| 

A‡bK †ewk Z_¨ ev DcvË wb‡q GKB mv‡_ 

RwUj wnmve-wbKvk Ki‡Z cv‡i| 

 GwU •eÁvwbK M‡elYv, AvenvIqvi c~e©vfvm, 

wegv‡bi bKkv I cvigvbweK A ¿̄ •Zix‡Z 

Kv‡R jv‡M|      wPÎt mycvi Kw¤úDUvi| 

n¨vÛ‡nì Kw¤úDUvit 

n¨vÛ‡nì Kw¤úDUvi ej‡Z Hme Kw¤úDUvi‡K †evSvb n‡q‡Q hv nv‡Z wb‡q mn‡R KvR Kiv hvq| †hgbt 

U¨ve‡jU, K¨vjKz‡jUi, ‡bvUc¨vW, A¨v‡Wªm eyK,A¨vc‡q›U‡g›U eyK BZ¨vw`| 

 

                                               wPÎt n¨vÛ‡nì Kw¤úDUvi 
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Kw¤úDUvi nvW©Iq¨vi 

 

Kw¤úDUvi nvW©Iq¨vi wK?  

 

†h mg Í̄ wWfvB‡mi mgš̂‡q Kw¤úDUvi •Zix Ges ‡h¸‡jv ¯úk© Kiv hvq †mme wWfvBm‡K nvW©Iq¨vi e‡j| 

D`vnib ¯îƒct Kx‡evW©, gvDm, wcÖ›Uvi, wW¯‥ WªvBf,gwbUi Ges wm‡÷g BDwb‡Ui hš¿vskmg~‡ni mgwó n‡jv  

Kw¤úDUvi nvW©Iq¨vi | 
 

nvW©Iq¨v‡ii †kÖYxwefvMt 
 

Kw¤úDUvi nvW©Iq¨vi‡K wb‡gœv³ 4 wU †kªYx‡Z fvM Kiv hvq| h_vt 

 BbcyU nvW©Iq¨vi 

 cÖ‡mwms nvW©Iq¨vi 

 AvDUcyU nvW©Iq¨vi 
 

BbcyU nvW©Iq¨vit 
 

‡h mg Í̄ wWfvB‡mi gva¨‡g Kw¤úDUv‡i Z_¨vejx †cÖiY Kiv hvq ‡m mg Í̄ wWfvBm‡K BbcyU nvW©Iq¨vi 

e‡j| 

K‡qKwU BbcyU wWfvB‡mi bvgt 

 Kx‡evW© 

 gvDm 

 g‡Wg 

 wW¯‥ 

 IGgAvi 

 ¯‥¨vbvi 

 UvP w¯…b BZ¨vw` | 

 

wPÎt BbcyU wWfvBm| 

 

cÖ‡mwms nvW©Iq¨vit cÖ‡mwms nvW©Iq¨vi Gi mvnv‡h¨ mKj cªwµqvRvZ Ki‡Yi KvR Kiv nq|wmwcBD, 

ALU, gv`vi‡evW ©, ‡g‡gvix BZ¨vw` cÖ‡mwms nvW©Iq¨vi| 
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 wmwcBDtGUv n‡jv Kw¤úDU‡ii wbqš¿Y Ask| wmwcBD †K Kw¤úDUv‡ii gw¯Í®‥ ejv nq| Af¨šÍixY 

¯§„wZ I MvwbwZK  hyw³i Askmn mKj cªwµqvRvZ Ki‡Yi KvR wmwcBDÕB K‡i _v‡K| wmwcBD 

Gi 2 wU Ask h_vt 

 ALU (Arithmatic Logic Unit) Gi gva¨‡g Kw¤úDUv‡ii mKj MvwYwZK mgm¨vi mgvavb 

nq| ‡cÖvMÖvg wbqš¿‡bi gva¨‡g  ALU evBbvwi msL¨vi †hvM, we‡qvM, ¸Y, fvM Gi KvR Ki‡Z 

cv‡i Ges ‡cÖvMÖvg G wm×všÍg~jK Kv‡Ri Rb¨ ỳwU msL¨vi g‡a¨ Zzjbv KivI Gi KvR| 

 CU (Control Unit) e¨enviKvixi wb‡ ©̀‡k wbw ©̀ó As‡k †cÖwiZ n‡q Gi gva¨‡g djvdj 

gwbU‡i cÖ ©̀wkZ nq| 

 

wPÎt wmwcBD| 
 ‡g‡gvix BDwbUt wmwcBD Gi mv‡_ mivmwi ‡h †g‡gvwi ev ¯§„wZi ms‡hvM _v‡K Zv‡K cÖavb ¯§„wZ 

(RAM)ev cÖv_wgK †g‡gvwi e‡j| GLv‡b Kw¤úDUv‡ii BbcyU Kiv Z_¨ mvgwqKfv‡e Rgv _v‡K| 

‡g‡gvixi †kÖYx wefvMt ‡g‡gvix ỳB cÖKvi| 

                            h_vt  1. cÖvBgvix ‡g‡gvix, 

2. ‡m‡KÛvix ‡g‡gvix| 

cÖvBgvix ‡g‡gvixt A  ̄vqxfv‡e Z_¨ I DcvË msiÿb K‡i| cÖvBgvix ‡÷v‡iR ej‡Z i¨vg †K †evSv‡bv 

n‡q‡Q| G‡K cÖavb ¯§„wZI ejv nq| 

 

RAM: Gi c~Y© bvg Random Access Memory| i¨vg G gRy` DcvË I wb‡ ©̀k e¨envi K‡i  

wmwcBD DcvË cÖwµqvKiY Gi KvR m¤úbœ K‡i|G‡Z msiwÿZ Z_¨ gy‡Q hvq|Gi Z_¨‡K cwieZ©b, 

cwiea©b I ms‡kvab K‡i cybivq msiÿb Kiv hvq| 
 

‡m‡KÛvix ‡g‡gvixt `xN©  ̄vqxfv‡e Z_¨ I DcvË msiÿb Kivi Rb¨ ‡m‡KÛvix ‡÷v‡iR e¨eüZ nq|GUv 

¯ vqxfv‡e Z_¨ I DcvË msiÿb K‡i|‡hgbt nvW©wW¯‥, ‡cbWªvBf BZ¨vw`|  

 
 

ROM: 

Gi c~Y© bvgRead Only Memory|GwU ¯ vqx ¯§„wZ| Kw¤úDUvi eÜ n‡j G‡Z msiwÿZ Z_¨ gy‡Q 

hvqbv| 

 

AvDUcyU nvW©Iq¨vit 

BbcyU wWfvB‡mi gva¨‡g Kw¤úDUv‡i ‡cÖwiZ Z_¨vejx cÖwµqvKib nIqvi ci Gi djvdj †h mg Í̄ 

wWfvB‡mi gva¨‡g cvIqv hvq †m mg Í̄ wWfvBm‡K AvDUcyU nvW©Iq¨vi e‡j| 
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K‡qKwU AvDUcyU wWfvB‡mi bvgt 

 gwbUi 

 wcÖ›Uvi 

 ¯úxKvi 

 cÖ‡R±i BZ¨vw`| 

 

 

 

                  wPÎt AvDUcyU wWfvBm| 

‡g‡gvix cwigv‡ci GKKt 

8 weUm           = 1 evBU| 

1024 evBU      =1 wK‡jvevBU| 

1024 wK‡jvevBU= 1 †gMvevBU| 

1024†gMvevBU   =1wMMvevBU| 

1024 wMMvevBU  =1 †UivevBU| 
 

Kw¤úDUvi wm‡÷g t 

 nvW©Iq¨vi = Kw¤úDUv‡ii ¯úk © †hvM¨ Ask | 

 mdUIq¨vi = Kw¤úDUv‡i wb‡ ©̀wkZ †cÖvMÖvgmg~‡ni mgwó| 

 WvUv = Z_¨ †cÖiY| 

 GKRb e¨enviKvix| 

 

wPÎt Kw¤úDUvi wm‡÷g | 
 

Kw¤úDUvi evm(BUS)t †h wm‡÷‡gi gva¨‡g Kw¤úDUv‡ii wewfbœ mvsMVwbK Ask¸‡jvi g‡a¨ Z_¨ I 

Dcv‡Ëi Av`vb cÖ`vb N‡U Zv‡K Kw¤úDUvi evm ejv nq|Ab¨K_vq evm n‡jv B‡jw±ªK ms‡KZ cwien‡bi 

Rb¨ GK¸”Q cwievnx c_|  

wPÎ t Kw¤úDUvi evm| 
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gv`vi‡evW©t Kw¤úDUv‡ii cÖavb wcÖ‡›UW mvwK©U †evW©‡K gv`vi‡evW© ejv nq|GB †ev‡W© Kw¤úDUv‡ii 

¸iæZ¡c~b© mvsMVwbK Askmg~n ‡hgbt wmwcBD, †g‡gvwi, ‡Kv-cÖ‡mmi,BZ¨vw` emv‡bv _v‡K|GQvov wewfbœ 

ai‡bi G·cvbkb †evW© Ges K‡›Uªvjvi KvW© jvMv‡bvi Rb¨ gv`vi‡ev‡W© Kv‡b±i mshy³ _v‡K| 

 

wPÎt gv`vi‡evW© 

nvW©wW¯‹t †h WªvB‡f Z_¨ I DcvË msiÿb K‡i ivLv hvq Ges †mLvb †_‡K Z_¨ cov hvq †m WªvBf‡K 

nvW©wW¯‥ ejv nq| GwU Kw¤úDUv‡ii cÖavb I ¯ vqx †÷v‡iR BDwbU| eZ©gv‡b evRv‡i 500 wRwe, 1 

wUwe,2wUwe BZ¨vw` mvB‡Ri  nvW©wW¯‥ cvIqv hvq| 

 

wPÎt nvW©wW¯‥ 

 

gvDmt gvDm nvZ w`‡q wbqwš¿Z GKwU c‡qw›Us 

wWfvBm|GUv Kx‡ev‡W©i wb‡ ©̀k QvovB GKwU Kw¤úDUvi 

wbqš¿Y K‡i _v‡K| 

 
 
 

 

 

wPÎt gvDm 

Kx‡evW©t Kx‡evW© Kw¤úDU‡ii GKwU ¸iæZ¡c~Y© Ask| GUv Kw¤úDU‡ii BbcyU wWfvBm wn‡m‡e e¨eüZ 

nq|hvi cÖavb KvR Z_¨ MÖnb,enb I †cÖiY Kiv| Kx‡ev‡W© mvaviYZ wb¤œwjwLZ cÖKv‡ii key_v‡K| h_vt 
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Typing Key: Gi g‡a¨ Aÿi, A¼ Ges weivg wPýmg~n i‡q‡Q|G‡`i Øviv wewfbœ eY© UvBc Kiv hvq| 

Function Key: G¸‡jvF1 GesF12 Labelledmd¨UIq¨v‡ii Dci wbf©i K‡i|G Kx¸‡jv wewfbœ 

ai‡bi KvR K‡i _v‡K| 

Cursor Key: G Kx Øviv Kw¤úDU‡ii Kvm©i‡K Dc‡i,wb‡P,Wv‡b,ev‡g GgbwK gwbU‡ii me©Î Pjv‡div 

Kiv‡bv hvq| 

Numeric Key:G  Kx Kx‡ev‡W©i Wvbcv‡k emv‡bv _v‡K| GUv K¨vjKz‡jU‡ii gZ e¨eüZ nq| 

CapsLock Key: mvavibZ G Kx Aÿi eo Kivi Kv‡R e¨eüZ nq| G Kx Pvc‡j GKwU 

IndicatorR¡j‡e| 

Shift Key: Shift Key‡P‡c a‡i †h †Kvb Aÿi eo Kiv hvq|GKB Kx Gi g‡a¨ ỳB ai‡bi Aÿi 

_vK‡j G Kx e¨eüZ nq|Shift Key‡P‡c a‡i dvskb Kx †P‡c wewfbœ KgvÛ †`qv nq| 

Alt Key: GB Kx wewfbœ †cÖvMÖv‡g wewfbœ KvR K‡i|CtrlI AltKx GKmv‡_ †P‡c a‡i wW‡jU evUb Pvc 

w`‡j Kw¤úDUvi wb‡R wb‡R eÜ n‡q Avevi Pvjy n‡e| 

Enter Key: G Kx †Z Pvc w`‡j Kw¤úDUv‡i KvR Kivi cwi‡ek •Zix nq| bZzb c¨viv ev jvBb ïiæ 

Ki‡Z G Kx †Z Pvc w`‡Z nq| 

Tab: Kx †ev‡W©i Dc‡i evg KY©v‡i Gi Ae  ̄vb| mvavibZ G Kx wbw`©ó `yiZ¡ ¯ vcb Kivi Rb¨ e¨envi Kiv nq| 

Esc: Kx†ev‡W©i Dc‡i, evg KY©v‡i Gi Ae  ̄vb| ‡KvbI †cÖvMÖvg †_‡K †ei nIqvi Rb¨ G Kx e¨envi Kiv nq| 

Delete: Kx†ev‡W©i Dc‡ii w`‡K Wvb KY©v‡i Gi Ae¯ vb|Kvm©‡ii Wvbw`‡Ki Aÿi gy‡Q †djvi Rb¨ G 

Kx e¨envi Kiv nq| 

Backspace: Kx†ev‡W©i Dc‡ii w`‡K Wvb KY©v‡i Gi Ae  ̄vb| Kvm©‡ii evgw`‡Ki Aÿi gy‡Q †djvi 

Rb¨ G Kx e¨envi Kiv nq| 

Print Screen: Kx†ev‡W©i Dc‡i Wvb w`‡K Gi Ae  ̄vb|w¯…b‡K nyeû Kwc Kivi Rb¨ G Kx e¨envi Kiv 

nq| 

End Key: Kx†ev‡W©i Dc‡i Wvb w`‡K Gi Ae¯ vb|G‡Z Pvc w`‡j Kvm©i‡K †Kvb jvB‡bi †k‡l †bqv 

hvq| 

 

wPÎt Kx‡evW© 

 

¯‹¨vbvit 



14 

 

GUv we‡kl ai‡bi BbUcyU wWfvBm|¯‥¨vbv‡ii mvnv‡h¨ †Kvb Qwe ev †jLv mivmwi Kw¤úDUv‡i BbcyU Kiv 

hvq| GUv ‡jLv ev Qwe‡K AcwUK¨vwj ¯‥¨vb K‡i Ges ¯‥¨vbK…Z ‡jLv ev Qwe‡K wWwRUvj WvUv wnmv‡e 

Kw¤úDUv‡i mieivn Kiv hvq|c‡i GB WvUv dvBjcÖ‡qvRb gZ cÖ‡mm K‡i Kw¤úDUv‡i B‡d±i Qwe 

gwbU‡i cÖ`k©b Ki‡Z cv‡i| 

 

wPÎt¯‥¨vbvi 

gwbUit 

Kw¤úDUv‡ii hveZxq Kvh©µg †h wWfvB‡mi gva¨‡gcÖ`wk©Z nq Zv‡K gwbUi e‡j|G‡K wfwWI wWm‡cø 

BDwbUIejv nq|gwbU‡I †h Qwe cÖ̀ wk©Z nq Zv ÿz ª̀ ÿz`ª WU Gi mgwóicÖwZ”Qwe|GB WU¸‡jv‡K wc‡·j 

e‡j| 

gwbUi wZb cÖKvit 

1.CRT (Cathode Ray Tube) 

2.LCD (Light Crystal Display) 

3.LED (Light Emitting Diode) 

 

wPÎtCRT, LCD, LED gwbUi (ev †_‡K Wvb) 
 

wcÖ›Uvit  

wcÖ›Uvi g~jZt GKwU AvDUcyU wWfvBm|GKwU Kw¤úDUv‡iiZ_¨ cÖwµqvKi‡Yi djvdj‡K wjwLZ AvKv‡i 

cvIqvi Rb¨ wcÖ›Uvi e¨envi Kiv nq| 

 

 

 

 

 

                                                              wPÎt wcÖ›Uvi 
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¯úxKvit  

GwU g~jZ GKwU AvDUcyU wWfvBm|GwUi mvnv‡h¨ Kw¤úDUv‡iiAwWI wmMb¨vj‡K Avkvbyiæcfv‡e ïb‡Z 

cviv hvq| D`vniY-AwWI Mvb,wfwWIMvb,wfwWI Kbdv‡iÝ | 

                                          wPÎt ¯úxKvi| 
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Kw¤úDUvi mdUIq¨vi 

Kw¤úDUvi mdUIq¨vi wKt  
 

Kw¤úDUvi mdUIq¨vi (Computer software) ej‡Z GK¸”Q Kw¤úDUvi ‡cªvMªvg, Kg©c×wZ I 

e¨enviwewa‡K ‡evSvq, hvi mvnv‡h¨ Kw¤úDUv‡i ‡Kv‡bv wbw ©̀ó cªKv‡ii KvR m¤úv`b Kiv hvq| 

wewfbœ ai‡bi mdUIq¨v‡ii g‡a¨ i‡q‡Q e¨envwiK mdUIq¨vi| ‡hgb- Awdm my¨U A¨vcwj‡Kkb, hvi 

gva¨‡g wewfbœ cªKv‡ii wPwVcÎ, wej, wnmvecÎ, Z_¨ fvÛvi ‣Zwi Kiv hvq| 

Avevi Kw¤úDUv‡ii gva¨‡g wewfbœ cªKv‡ii mdUIq¨vi Pvjv‡bv I mvwe©Kfv‡e Kw¤úDUvi cwiPvjbvi Rb¨ 

GK cªKv‡ii mdUIq¨vi i‡q‡Q ‡h¸wj‡K ejv nq Acv‡iwUs wm‡÷g, ‡hgb wjbv·, g¨vK IGm, 

gvB‡µvmdU DB‡ÛvR BZ¨vw`| G ai‡bi mdUIq¨vi¸wj Kw¤úDUv‡ii nvW©Iq¨vi I Ab¨vb¨ mdUIq¨v‡ii 

gv‡S mgš̂q mvab K‡i Ges Kw¤úDUv‡ii gva¨‡g mKj cªKv‡ii KvR m¤úv`‡b mvnvh¨ K‡i| 

GQvov cª‡qvRb I Pvwn`v Abyhvqx wewfbœ mgq wewfbœ cªKv‡ii mdUIq¨vi ‣Zwi Kiv nq| 

mdUIq¨v‡ii cªavb cªKvi‡f`t 

mdUIq¨vi cªavbZt 3 cªKvit 

1. wm‡÷g mdUIq¨vi 

2. ‡cÖvMÖvwgsmdUIq¨vi 

3. Gwcø‡Kkb mdUIq¨vi 

 

1. wm‡÷g mdUIq¨vit 

wm‡÷g mdUIq¨vi nvW©Iq¨vi Pvjbv Ki‡Z mnvqZv K‡i, Gwcø‡Kkb mdUIq¨vi Pvjv‡bvi Rb¨ cøvUdg© 

MVb K‡i| wm‡÷g mdUIq¨v‡ii g‡a¨ Av‡Q Acv‡iwUs wm‡÷g, nvW©Iq¨vi W«vBfvi BZ¨vw`| 

 

 

 

 

 

wPÎt wm‡÷g mdUIq¨vi 

 

2. ‡cÖvMÖvwgs mdUIq¨vit 

‡cÖvMÖvwgs mdUIq¨vi nj GKai‡Yi Kw¤úDUvi ‡cÖvMÖvg A_ev G¨vwcø‡Kkb hv mdUIq¨vi DbœqbKvixMY 

e¨envi K‡i _v‡Kb| ‡Kv‡bv mdUIq¨vi ‣Zwi, wWevM, wbqš¿Y, i¶Yv‡e¶Y A_ev Ab¨ ‡cÖvMÖvg ev 

Gwcø‡Kkb¸‡jv‡K mn‡hvwMZv Ki‡Z e¨eüZ nq| mvaviY A‡_© GwU ‡evSvq mvaviY ‡cÖvMÖvg hv GKÎ Kiv 

n‡q‡Q cÖ`Ë GKwU wbw ©̀ó KvR m¤úv`bvi Rb¨, ‡hgbUv GKRb e¨w³ GKwU hš¿ w`‡q GKvwaK hš¿vsk wVK 

Ki‡Z cv‡i| ‡hgb: c, c++, java BZ¨vw`| 
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wPÎt ‡cÖvMÖvwgs mdUIq¨vi 

3. Gwcø‡Kkb mdUIq¨vit 

Gwcø‡Kkb mdUIq¨vi ev Kw¤úDUvi A¨vwcø‡Kkb ej‡Z we‡kl ai‡bi Kw¤úDUvi ‡cÖvMÖvg‡K ‡evSvq hv 

gvbyl‡K ‡Kvb we‡kl ai‡bi KvR m¤úv`‡b mnvqZv K‡i| GKwU Kw¤úDUvi mdUIq¨vi hv e¨enviKvixi 

cÖ‡qvRb Abyhvqx Ges wbw ©̀ó KvR m¤úv`bv (GK ev GKvwaK) Ki‡Z e¨enviKvix‡K mnvqZv K‡i _v‡K| 

G‡K ïay Gwcø‡Kkb ev A¨vc (app) WvKv nq| Kw¤úDUvi A¨vwcø‡Kkb ZvB Acv‡iwUs wm‡÷g, wm‡÷g 

BDwUwjwU, ‡c«vM«vwgs fvlv, BZ¨vw`i ‡P‡q Avjv`v| 

 

 

wPÎtGwcø‡Kkb mdUIq¨vi 
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gvB‡µvmdU IqvW© 

 

gvB‡µvmdU IqvW© GKwU Word Procesing Package Program hv‡K ms‡ÿ‡c ejv nq Ms 

Word.GwU hy³iv‡óªi Microsoft Carporation KZ…©K evRviRvZK…Z|gvB‡µvmdU IqvW© 

2007/2010 ‡cÖvMÖv‡gi gva¨‡g A‡bK mn‡R Ges ª̀yZ MwZ‡Z IqvW© cÖwµqvKiY m¤úbœ m¤¢e| 

gvB‡µvmdU IqvW© 2007/2010 ivb ev Pvjy Kivi c×wZt 

Start evU‡b wKøK Ki‡Z n‡e, Gi ciAllProgramsG wK¬KKi‡Z n‡e ZviciMicrosoft Office G 

wKøK Ki‡Z n‡e, Ges me©‡k‡l Microsoft WordG wK¬KKi‡Z n‡e| 

 

Flow Chart (FC): Start> All Programs > Microsoft Office > Microsoft Office 

Word  

 

bZzb WKz‡g›U ‣Zix Kivt 

Awdm evU‡b wK¬K Ki‡Z n‡e,GiciNew G wK¬KKi‡Z n‡e| Gici wbD WKz‡g›U WvqvjM e· Avm‡e 

D³ WvqvjM e· G wM‡q Blank Document ‡jLv‡Z wK¬K Ki‡Z n‡e| Zvn‡j GKwU bZzb WKz‡g›U 

‣Zix n‡e| 

 

FC: Start> Office Button > New > Blank Document > Create  

 

 

UvBwcs ïiæ Kivt 

Kw¤úDUv‡ii Kx-‡evW© ¯v̂fvweK Ae¯ vq UvBc Ki‡j Bs‡iRx †QvU Aÿi Avm‡e| Caps LockKx GKevi 

Pvc w`‡q UvBc Ki‡j evShift Kx †P‡c a‡i †h †Kvb Aÿi UvBc Ki‡j eo nv‡Zi Aÿi cvIqv hv‡e| 

 

FC: Start> Office Button > New > Blank Document > Create > Start Typing 
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Font and Font Sizet 

Home †gby‡Z wK¬K Ki‡Z n‡e| Gi ci Font e· I mvBR Gi Wvbcv‡k G wK¬K Ki‡j wb‡P d›U wjó 

I mvBR Ackb P‡j Avm‡e| Gfv‡e d›U wjó wK¬K K‡i cQ›` Abyhvqx d›U I mvBR †e‡Q †bqv hv‡e| 

 

FC: Home > Font > Times New Roman  

 

evsjvq  UBc Kiv t 

evsjvq UvBc Kivi Rb¨ weRq mdUIq¨vi †mU Avc Ki‡Z n‡e| Gici Kx †ev‡W©i  Ctrl + Alt  

GKm‡½ †P‡c B evUb Pvc‡Z n‡e|(evsjv †_‡K Bs‡iRx  UvBwcs G wdi‡Z n‡j GKB fv‡e  Ctrl + Alt 

and B GKm‡½  Pvc‡Z n‡e)| Gi ci †nvg †gby‡Z Font Gi N‡i wK¬K K‡i evsjv d›U wm‡j± Ki‡Z 

n‡e| evsjv d›U wnmv‡e Avgiv mvavibZ  SuttonyMJ e¨envi Kwi| hv wP‡Îi gva¨‡g †`Lv‡bv n‡jv t 

FC: Home > Font > SutonnyMJ 

 

bZzb dvBj save Kiv t 

bZzb WKz‡g›U UvBc Kivi ci Avgiv Zv Kw¤úDUv‡ii wewfbœ †jv‡Kk‡b (†hgbÑ wm WªvBf, B WªvBf, wW 

WªvBf BZ¨vw`) †mf Ki‡Z cvwi| G Rb¨ hv Ki‡Z n‡e t 

Awdm evU‡b wKøK Ki‡Z n‡e | Zvici Save G wK¬K | Gici GKwU WvqvjM e· Avm‡e| Gici WªvBf 

wm‡j± Ki‡Z n‡e| †h dvBj wU Avgiv Save Kie †mwU dvBj †jLvi ¯ v‡b dvBj wUi bvg †jL‡Z n‡e| 

Gici Save G wK¬K Kiæb A_ev Enter evUb Pvcyb| Gfv‡eB GKwU bZzbWKz‡g›U Save n‡q hv‡e| 

FC: Home > Save > File name > Save 

FC: Home > Font Size > 14 
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cyivZb dvBj I‡cb Kiv I †jLvi ci †mf Kiv t 

Awdm evU‡b wKøK Ki‡Z n‡e|Gi OpenG wK¬K Kiæb| Gici Avcwb †h †jv‡Kk‡b dvBjwU 

SaveK‡i‡Qb Zv‡ei K‡i Zv‡Z WvejwK¬KKiæb| Zvn‡j dvBj wU I‡cb n‡e| Gici cÖ‡qvRb Abymv‡i 

Avcbvi WKz‡g›U G bZzb wKQz wjLyb| Gici bZzb †jLvi ci Zv SaveKivi Rb¨ hv Ki‡Z n‡e- 

 Awdm evU‡b wKøK Ki‡Z n‡e | 

 wK¬K Save A_ev ( Ctrl +S) 

FC: Home > Open > File name > Open 

 

‡cBR †mUAvc Kivt 

 Page Layout G wK¬K  Ki‡Z n‡e|  
 Gici gvwR©b wVK Kivi Rb¨ Margins G  wK¬K  Ki‡Z n‡e|Zvici cÖ‡qvRbxq gvc Abymv‡i 

†cBR Gi  gvwR©b wVK Kiv hv‡e| 

FC: Page Layout > Margins > Normal 

 Abyiæcfv‡e Orientation G wK¬K K‡i Protrait and Landscape G †cBR ‡bqv hv‡e| 

FC: Page Layout >Orientation>Portrait 

 ‡ccvi mvBR wVK Kivi Rb¨ size G  wK¬K  K‡i cª‡qvRb Abymv‡i †ccvi †bqv hv‡e| 

FC: Home > Save > File name > Save 
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Margins G wK¬K K‡i †h WvqvjM e· Avm‡e D³ WvqvjM e· G wM‡q Margins Abyqvhx Page ‡bqv 

hv‡e| Custom Margins G wK¬K K‡i †h WvqvjM e· Avm‡e D³ WvqvjM e· †_‡K Margins 

Abyhvqx Top, Bottom, Right, Left G wKøK K‡i cÖ‡qvRb Abymv‡i Margins cwigvc evov‡bv 

Kgv‡bv hvq| 

FC: Page Layout > Margins > Custom Margins > Ok 

 

‡ccv‡ii AvKvi cwieZ©b Kiv t  

 

Page Layout- G wK¬K Ki‡Z n‡e| Gici Size G wK¬K Ki‡Z n‡e, †mLvb †_‡K Avgiv †h †cBR G 

KvR Kie †hgb tA4, Letter, Legal Page wm‡j± Ki‡Z n‡e| 

 

FC: Page Layout > Size > A4 

 

 

wcª›U Kivt 

Awdm evU‡b wK¬K Kiæb| Gici wcª‡›U wKøK, Zvi ci wcª›Uvi wm‡j± Kiæb| Gi ci Page Range G 

wM‡q Pages, Number of copies wVK K‡i Ok evU‡bwKøKKi‡Z n‡e| Zvn‡jB wcª›U n‡q hv‡e| 

 

FC: Office Button > Name > Page Range > Copies > Ok 
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WKz‡g‡›Ui †U·U wbe©vPbt 

WKz‡g‡›Ui cy‡iv †jLv wm‡j± Ki‡Z PvB‡j Kx †ev‡W©i gva¨‡g Ctrl + A GKm‡½ Pvc‡Z n‡e| WKz‡g‡›Ui 

wbw ©̀ó Ask wbe©vPb Ki‡Z PvB‡j †hLvb †_‡K wbe©vPb Ki‡Z n‡e †mLv‡b Kvm©i †i‡L (Shift + Arrow 

Key)Gi mvnv‡h¨ hZUzKz `iKvi wbe©vPb K‡i †Q‡o w`‡Z n‡e| gvD‡mi gva¨‡g †jLv‡K wm‡j± Kiv hvq| 

†hLvb †_‡Kwm‡j± Ki‡Z n‡e †mLv‡b gvDm c‡q›Uvi wb‡q gvD‡mi evg evU‡b †P‡c a‡i gvDmwU Wv‡b ev 

ev‡g Av‡¯Í Av‡ Í̄ Uvb‡Z n‡e| wm‡j± Kiv †k‡l gvD‡mi evUb‡Q‡o w`‡Z n‡e| 

 

Text DeleteKivt 

WKz‡g›U Delete Kivi Rb¨ hZUzKz Ask wWwjU Kiv `iKvi Zv wm‡j± K‡i wb‡q Delete Key 

evBackspace Key Pvc‡Z n‡e| 

 

Cut, Copy and Paste Kivt 

‡Kvb WvUv  ̄vqx fv‡e wWwjU bv K‡i GK¯ vb n‡Z Cut, K‡iAb¨ ¯ v‡b Paste Kiv hvq| Avevi GK¯ vb 

WvUv Copy K‡i Ab¨  ̄v‡b Paste Kiv hvq| Gi Rb¨ ‡h WvUv ev ‡h ‡dvìvi Cutev Copy Ki‡Z n‡e 

Zv gvDm ev Kx-‡evW© Gi mvnv‡h¨ wm‡j± K‡i wb‡Z n‡e| 

 Gici Home‡gby‡Z wK¬K Ki‡Z n‡e| Cut Ki‡Z PvB‡j (Ctrl+X) Kx †ev‡W© Ges Copy 

Ki‡Z PvB‡j(Ctrl + C) G wK¬K Ki‡Z n‡e| 

 Gici CutGes Copy Kiv‡jLv ‡h  ̄v‡b Paste Ki‡Z PvB ‡m  ̄v‡b gvDm wK¬K Ki‡Z n‡e| 

Gici Home†gby‡Z G wK¬K K‡i  Paste G wK¬K Ki‡Z n‡e  A_ev  Kx-‡ev‡W©i mvnv‡h¨  (Ctrl 

+V) Pvc‡Z n‡e| 

FC: Office Button>Home>Cut/Copy > Paste 
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Find and Replace Kivt 

Find Comand e¨envi K‡i Lye mn‡R cÖ‡qvRbxq kã Lyu‡R ‡ei Kiv m¤¢e nq| Home †gby‡Z wK¬K 

Ki‡Z n‡e| Gi ci Find GwK¬K Ki‡Z n‡e | Gici ‡h  WvqvjM e· Avm‡e Zvi Find What box 

G ‡hWord LyR‡Z PvB‡j Zv UvBc Ki‡Z n‡e| Gici Enter evU‡bPvc w`‡j A_evFind Next 

evU‡bwK¬K Ki‡j Kvw•LZ Word Ly‡R cvIqv hv‡e| 

Abyiæcfv‡e ‡hWord cwie©Zb Ki‡Z PvB Zv Zvi Find What box G UvBc Ki‡Z n‡e Ges cwiewZ©Z 

Kvw•LZ Word Replace With box G UvBc Ki‡Z n‡e| Gici Replace evU‡b wK¬K Ki‡Z n‡e| 

 

Header I Footer†`Iqvt  

mvavibZ WKz‡g‡›Ui †jL‡Ki bvg, M‡íi bvg, †cB‡Ri bvg, ZvwiL I mgq, †jv‡Kkb, dvBj bvg BZ¨vw` 

†jLvi Rb¨ Header (Dc‡ii As‡k) Ges Footer (wb‡Pi As‡k) e¨envi Kiv nq| Insert Menu ‡Z 

wK¬K Ki‡Z n‡e| Gici Header G wK¬K Ki‡Z n‡e | Abyiæcfv‡e Footer G wK¬K K‡i   Footer 

Insert Kiv hvq| Gici cQ›`gZ Header IFooter ‡bqvi ci  Close Header and  FooterwK¬K 

Ki‡Z n‡e| 
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‡cBR bv¤̂vi †`Iqvt 

Insert Menu ‡Z wK¬K Ki‡Z n‡e| Gici page number G wK¬K Ki‡Z n‡e| Gici ‡cBR bv¤̂vi 

Dc‡i ‡`Iqvi Rb¨ Top of the pageI wb‡P ‡`Iqvi Rb¨ Bottom of the page G wK¬K Ki‡Z 

n‡e| Abyiæcfv‡e ‡cBR bv¤̂vi Zz‡j ‡`evi Rb¨Remove page numberG wK¬K Ki‡Z n‡e| 

 

UndoAndRedot 

 ‡Kvb GKwU KvR (gy‡Q †djv/KwcKiv) Kivi ci hw` g‡b nq ‡h, c~‡e©i/Av‡Mi Ae  ̄vq wd‡i 

hvIqv `iKvi, ‡m †ÿ‡Î Avb‡Wv I wi‡Wv Ki‡Z nq| 

 †Kvb KvR c~‡e©i †h Ae  ̄vq wQj Zv‡Z wd‡i hvIqvi Rb¨ Avb‡Wv cÖ‡qvM Ki‡Z nh| ‡m Rb¨ 

Kx‡ev‡W© (Ctrl+ Z) Pvc‡Z n‡e| A_ev KzBK GK‡mm Uyjev‡i ‡hundo KgvÛ hy³ _v‡K Zv‡Z 

wK¬K Ki‡Z n‡e| 

 undo Kivi ci g‡b n‡Z cv‡i ‡h Avb‡Wv Kivi Av‡M ‡h Ae¯ vq wQj Zv mwVK| ZLb wi‡Wv 

cª‡qvM Ki‡Z n‡e Ges Kx‡evW©   (Ctrl+Y) Pvc‡Z A_ev KzBK GK‡mm Uzjev‡i ‡h redoKgvÛ 

hy³ _v‡K  Zv‡Z wK¬K Ki‡Z n‡e| 

 

Bold, Italic, Underline Kivt 

 ‡jLv  wm‡j± Kivi ci  Kx-‡ev‡W© (Ctrl+B) Pvc‡Z n‡e| A_ev wgwb Uzjev‡i B G wK¬K Ki‡j 

†jLv¸‡jv †gvUv n‡q hv‡e|  

 ‡jLv wm‡j± Kivi ci Kx-‡ev‡W© (Ctrl+I)Pvc‡Z n‡e A_ev wgwb Uzjev‡i I G wK¬K Ki‡j 

†jLv¸‡jv evuKv n‡q hv‡e| 

 ‡jLv wm‡j± Kivi ci Kx-‡ev‡W© (Ctrl+U)Pvc‡Z n‡e A_ev wgwb Uzjev‡i U G wK¬K Ki‡j 

†jLv¸‡jv wb‡P  Under line jvBb n‡q hv‡e|  
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‡jLvi is cwieZ©b Kiv I †jLv‡K nvBjvBU Kivt 

 HomeG wK¬K Ki‡Z n‡e  wPwýZ  ̄v‡b wK¬K Ki‡Z n‡e Gici †jLv wm‡j± K‡i 

Kvjvi e‡·i cQ‡›`i Kvjvi G wK¬K Ki‡j wm‡j± Kiv †jLvwU ‡mB Kvjvi n‡q hv‡e| 

 wgwb Uzjev‡i wPwýZ  ̄v‡b wK¬K Ki‡j GKwU Kvjvi e· Avm‡e ‡mB e· †_‡K cQ‡›`i 

is G wKøK Ki‡j wm‡j± Kiv †jLvwU nvBjvBU n‡q hv‡e| nvBjvBU eÜ Ki‡Z PvB‡j wjL‡Z 

Stop highlighting G wK¬K Ki‡Z n‡e|  

 

 

mvwie×Zv cwie©Zb (Align Text)t 

WKz‡g›U †K my›`i Kivi Rb¨ †jLv ev c¨vivMªvd‡K Wvb , evg, gvSLv‡b ivLvi cÖ‡qvRb nq| GB KvR 

Kivi Rb¨Text Alingment e¨envi Kiv nq| UvBcK…Z c¨vivMªvdwU‡Kwm‡j± K‡i keybord G (Ctrl 

+ L)  Pvc‡j †jLv¸‡jv evg w`‡K mvwie× n‡e| Abyiƒcfv‡e  Wvb w`‡K  Kivi Rb¨  UvBcK…Z 

c¨vivMÖvdwU‡Kwm‡j± K‡i keybord G (Ctrl+R)Pvc‡j †jLv¸‡jv Wvb w`‡K mvwie× n‡q hv‡e| Avevi 

gvSLv‡b †bevi Rb¨ UvB&cK…Z c¨vivMÖvdwU‡Kwm‡j± K‡i keybord G (Ctrl+E)  Pvc‡j†jLv¸‡jv gvS 

eivei mvwie× n‡q hv‡e| Avevi †jLv¸‡jv‡K evg-Wvb Dfq w`‡K mgvb Kivi Rb¨ Justified 

Alingment e¨envi Kiv nq| ‡jLv wm‡j± K‡i keybord G (Ctrl+J) Pvc‡Z n‡e| 

 

Line Spacing (jvB‡bi gv‡S ~̀iZ¡)t 

Home ‡gby‡Z G wK¬K Ki‡Z n‡e| Gici c¨vivMªvd msµvšÍ wgwb Uzjev‡I jvBb ‡¯úwms G wK¬K Ki‡Z 

n‡e| Gici cÖ‡qvRb Abymv‡i 1.0,1.5,2.0 †Z wK¬K K‡i jvB‡b ‡¯úm †`qv hv‡e| 
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Number and Bullets t 

 Kv‡Ri myweavi Rb¨ Avgiv WKz‡g›U Abyhvqx bv¤̂vwis Ki‡Z cvwi A_ev cÖZxK wPý hy³ Ki‡Z 

cvwi| 

 Home   G wK¬K Ki‡Z n‡e | Gici c¨vivMÖ‡di Aaxb Number  ev Bullets G wK¬K Ki‡Z 

n‡e | GLv‡b we`¨gvb Number  ev Bullets  Qvov Ab¨ Number  ev Bullets e¨envi Kivi 

Rb¨  Define New Bullet G wK¬K Ki‡j  WvqvjM e· cvIqv hv‡e| †mLv‡b wK¬K K‡i wewfbœ 

ai‡bi Number I Bullets Insert Kiv hvq| 

 

 

Drop Capt 

 ‡m․› ©̀h¨ e„w×i Rb¨ ev ‡Kvb k‡ãi cÖwZ we‡kl „̀wó AvK©l‡bi Rb¨ jvB‡bi  cÖ_g Aÿi ev cÖ_g 

kã‡K e„nr AvKv‡i cÖ ©̀kb  Kiv nq| GRb¨ Drop Cap e¨envi Kiv nq| wb‡gv³ fv‡e  Drop  

Cap  hy³ Kiv nq | 

cÖ_‡g ‡jLv wm‡j± Ki‡Z n‡e| Gici Insert G wK¬K Ki‡Z n‡e| Gici Drop Cap G wK¬K 

Ki‡Z n‡e|Gici In margin G wK¬K Ki‡Z n‡e| Gfv‡e wm‡j± Kiv †jLvwU eo AvKvi aviY 

Ki‡e| 
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Word Artt 

Insert G wK¬K Ki‡Z n‡e| Zvici Word  Art  G wK¬K Ki‡Z n‡e | G‡Z wewfbœ ÷vB‡ji Word  

Art  Avm‡e| †mLvb †_‡K cQ‡›`i GKwU  ÷vBj G wK¬K Kiæb| Gici  Edit Word Art Text e· 

Avm‡e| GLv‡b hv wjLv `iKvi Zv wj‡L  Font Size  wVK K‡i Ok  evU‡b wK¬K Ki‡Z n‡e| G‡Z 

Kvw•LZ  ̄v‡b Word  Art Insert n‡q hv‡e| 

 

†Uwej •Zix Kivi wbqgt 

‡h ¯ v‡b ‡Uwej •Zix Ki‡Z PvB †mLv‡b K©vmi †i‡L Insert  †gb¨y †Z  wK¬K Ki‡Z n‡e| GiciTables 

G wK¬K Ki‡Z n‡e | Zvici  Insert  Tables G wK¬K Ki‡Z n‡e| Gi GKwU WvqvjM e· Avm‡e †mLvb 

†_‡K No of Column Gi N‡i hZ¸‡jvColumn `iKvi Zvi cwigvY emv‡Z n‡e|Abyiæcfv‡e 

NoofRow Gi N‡i Row Gi cwigvY emv‡Z n‡e| Zvi ci Ok  evU‡b wKøK Ki‡Z n‡e| Gfv‡e 

cÖ‡qvRb Abymv‡i Kvw•LZ ‡Uwej ‣Zix n‡q hv‡e| 

 

Insert Row and Columnst 

‡Uwe‡ji †h RvqMvq  Row / Columnms‡hvRb Ki‡Z n‡e †m ¯ v‡b Kvm©i ivL‡Z n‡e| Gici  

Layout G wK¬K Ki‡Z n‡e| Dc‡ii w`‡K Row†hvM Ki‡Z PvB‡j Insert above G wK¬K Ki‡Z n‡e 

Ges wb‡Pi w`‡K Row†hvM Ki‡Z PvB‡j Insert below †Z wK¬K Ki‡Z n‡e Avevi Wvb w`‡Ki Kjvg 

evov‡Z n‡j Insert Right G wK¬K Ki‡Z  n‡e| Abyiæc fv‡e  evg w`‡K  Kgv‡Z  PvB‡j  Insert Left 

G wK¬K Ki‡Z n‡e| 

 

Deleting Row and Columnst 

 ‡h Rowev Columns gy‡Q †dj‡Z n‡e †mLv‡b Kvm©i ivL‡Z n‡e| 

 Layout ‡gb ÿ‡Z wK¬K Ki‡Z n‡e| Gici wWwjU G wK¬K Ki‡Z n‡e| Zvici GKwU WvqvjM e· 

Avm‡e| cÖ‡qvRb Abymv‡iRow ev Columns ev  CellGes †Uwej wWwjU Kiv hv‡e| 
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Keyboard Shortcut Command: 

 Create, save, view and print documents 

Ctrl+NbZzbWKyg‡›U ïiy Kiv| 

Ctrl+O I‡cb WvqvjM e· cª`k©b Kiv| 

Ctrl+W A¨vKwUf WKy‡g›U eÜ Kiv| 

Ctrl+S WKy‡g›U msi¶Y ev ‡mf Kiv| 

Ctrl+P wcª›U WvqvjM e· cª`k©b ev wcª›U Kivi Rb¨| 

Alt+Ctrl+I wcª›U KZ ‡cBR ‡_‡K KZ ‡cBR n‡e ev wcª›U wcªwfD cª̀ k©b Kivi Rb¨| 

Alt+Ctrl+P wcª›U ‡jAvDU cª`k©b Kivi Rb¨| 

Alt+Ctrl+OAvDUjvBb wfD cª`k©b Kivi Rb¨| 

Alt+Ctrl+N W«vdU wfD cª`k©b Kivi Rb¨| 

 

 Find, Replace and Browse through text 

Ctrl+F ‡Kvb IqvW© mvP© Kivi Rb¨| 

Alt+Ctrl+Y Av‡iKUv IqvW© mvP© Kivi Rb¨ (GKUv mvP© wi‡cªm Kivi ci)| 

Ctrl +H wi‡cÖm WvqvjM e· cª`k©b Kivi Rb¨| 

Ctrl+G ‡Mv Uy WvqvjM e· c«`k©b Kivi Rb¨| 

Alt+Ctrl+ Z Avcwb ‡kl PviwU RvqMvq ms‡kvab K‡i‡Qb Zv c«`k©b Ki‡e| 

Ctrl+PageUp c~‡e©i ms‡kva‡bi ¯ v‡b hvIqvi Rb¨| 

Ctrl+PageDown c‡ii ms‡kva‡bi ¯ v‡b hvIqvi Rb¨| 

 

 Edit and Move Text and Graphics 

Backspace evgw`K ‡_‡K GKwU eY© wWwjU Kivi Rb¨| 

Ctrl + Backspace evgw`K ‡_‡K GKwU kã wWwjU Kivi Rb¨| 

Delete Wvbw`b ‡_‡K GKwU eY© wWwjU Kivi Rb¨| 

Ctrl + Delete Wvbw`K ‡_‡K GKwU kã wWwjU Kivi Rb¨| 

Ctrl+ Z ‡kl KvRwU evwZj Kivi Rb¨| 

Ctrl + C wbe©vwPZ ‡U·U Kwc Kivi Rb¨| 

Ctrl + X wbe©vwPZ ‡U·U KvU Kivi Rb¨| 

Ctrl+V Kwc/KvU Kiv ‡U·U ‡c÷ Kivi Rb¨| 

Alt+Shift +R ‡nWvi A_ev dyUv‡ii c~‡e©i Ask Kwc Kivi Rb¨| 

Ctrl +Alt +V  ‡c÷ ‡¯úkvj WvqvjM e· c«`k©‡bi Rb¨| 

Ctrl + Shift + V ïay dig¨vwUs ‡c÷ Kivi Rb¨| 

 

 Insert Special Characters 

Ctrl+F9  Lvwj wdì BbmvU© Kivi Rb¨| 

Shift +Enter GKwU c¨vivM«v‡d GKwU bZyb jvBb ïiæ Kivi Rb¨| 

Ctrl + Enter  ‡cR ‡eªK BbmvU© Kivi Rb¨| 

Ctrl + shift+ Enter Kjvg ‡eªK BbmvU© Kivi Rb¨| 
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Alt+Ctrl+Minus Sign GKwU em W¨vk BbmvU© Kivi Rb¨| 

Ctrl+Minus Sign GKwU em W¨vk BbmvU© Kivi Rb¨| 

Ctrl + Hyphen  GKwU Ackbvj nvB‡cb BbmvU© Kivi Rb¨| 

Ctrl + Shift + Hyphen  bb ‡e«wKs nvB‡cb BbmvU© Kivi Rb¨| 

Ctrl + Shift + Spacebar bb ‡e«wKs ‡¯úm BbmvU© Kivi Rb¨| 

Alt + Ctrl + C KwcivBU c«ZxK BbmvU© Kivi Rb¨| 

Alt+Ctrl+R ‡iwRóvW© ‡U«WgvK© c«ZxK BbmvU© Kivi Rb¨| 

Alt+Ctrl+T ‡U«WgvK© c«ZxK BbmvU© Kivi Rb¨| 

Alt+Ctrl+Full Stop Dce…Ë BbmvU© Kivi Rb¨| 

 

 Select Text and Graphics 

Shift + Right Arrow  Wvbw`K ‡_‡K GKwU ‡jUvi wbe©vwPZ Kivi Rb¨| 

Shift +Left Arrow  evgw`K ‡_‡K GKwU ‡jUvi wbe©vwPZ Kivi Rb¨| 

Ctrl+Shift+RightArrow k‡ãi ‡kl ch©šÍ wm‡j± Kivi Rb¨| 

Ctrl+Shift+Left Arrow k‡ãi ïiæ ch©šÍ wm‡j± Kivi Rb¨| 

Shift+End  jvB‡bi ‡k‡l wm‡j± Kivi Rb¨| 

Shift + Home   jvB‡bi ïiæ‡Z wm‡j± Kivi Rb¨| 

Shift + Down Arrow  wb‡Pi GKwU jvBb I wm‡j± Kivi Rb¨| 

Shift +Up Arrow  Dc‡ii GKwU jvBb I wm‡j± Kivi Rb¨| 

Ctrl+Shift+Down Arrow  c¨v‡iM«v‡di ‡kl ch©šÍ wm‡j± Kivi Rb¨| 

Ctrl+Shift+Up Arrow  c¨vivM«v‡di ïiæ ch©šÍ wm‡j± Kivi Rb¨| 

Shift+Page Down  ¯…x‡bi wb‡P cieZ©x ¯…x‡b wm‡j± Kivi Rb¨| 

Shift+Page Up  ¯…x‡bi Dc‡i c~e©eZ©x ¯…x‡b wm‡j± Kivi Rb¨| 

Ctrl+Shift+Home  ‡Kvb WKy‡g‡›Ui GK`g ïiæ‡Z hvIqvi Rb¨| 

Ctrl+Shift+End  ‡Kvb WKy‡g‡›Ui GK`g ‡k‡l hvIqvi Rb¨| 

Ctrl + A  m¤ú~Y© WKy‡g›U wm‡j± Kivi Rb¨| 

 

 Select Text in a Table  

Tab ‡Uwe‡ji cieZ©x ‡mj wm‡j± Kivi Rb¨| 

Shift +Tab ‡Uwe‡ji c~e©eZ©x ‡mj wm‡j± Kivi Rb¨| 

Shift+Alt+Page Down Dc‡ii ‡mj ‡_‡K cy‡iv Kjvg wm‡j± Kivi Rb¨|  

Shift+Alt+Page Up wb‡Pi ‡mj ‡_‡K cy‡iv Kjvg wm‡j± Kivi Rb¨| 

Alt+5 on the numeric Keypad(with Num Lock off) cy‡iv ‡Uwej wm‡j± Kivi Rb¨| 

 

 Apply Paragraph Formatting 

Ctrl+1 wm‡½j jvBb ‡¯úwms ‡mU Kivi Rb¨| 

Ctrl + 2 Wvej jvBb ‡¯úwms ‡mU Kivi Rb¨| 

Ctrl+5  ‡`o jvBb ‡¯úwms ‡mU Kivi Rb¨| 

Ctrl+0  GK jvBb ‡¯úm ‡`Iqvi Rb¨ 2wU c¨vivM«v‡di g‡a¨| 
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Ctrl +E GKwU c¨vivM«vd‡K gvSLv‡b ‡mU K‡i| 

Ctrl+J GKwU c¨vivM«vd‡K Rvw÷dvBW A¨vjvBb‡g›U ‡`Iqvi Rb¨| 

Ctrl+R GKwU c¨vivM«vd‡K ivBU A¨vjvBb‡g›U ‡`Iqvi Rb¨| 

Ctrl+L  GKwU c¨vivM«vd‡K ‡jdU A¨vjvBb‡g›U ‡`Iqvi Rb¨| 

Ctrl+M evg w`K ‡_‡K Bb‡W›U ‡`Iqvi Rb¨| 

Ctrl+Shift+M evgw`K ‡_‡K c¨vivM«vd Bb‡W›U ev` ‡`qvi Rb¨| 

Ctrl+T n¨vswMs Bb‡W›U ‡`Iqvi Rb¨| 

Ctrl+Shift+T n¨vswMs Bb‡W›U Kgv‡bvi Rb¨| 

Ctrl+Q c¨vivM«vd dig¨vwUs ~̀i Kivi Rb¨| 

 

 Perform a Mail Merge 

Alt+shift+K ‡gBj gvR© c«`k©‡bi Rb¨| 

Alt+Shift+N WKy‡g›U gvR©W Kivi Rb¨| 

Alt+Shift+M gvR©W WKy‡g›U wc«›U Kivi Rb¨| 

Alt+Shift+E ‡gBj gvR©W WvUv WKy‡g›U GwWU Kivi Rb¨| 

Alt+shift+F GKwU gvR© wdì BbmvU© Kivi Rb¨| 
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gvB‡µvmdU G‡·j 

G‡·j(Excel)t 

Excel k‡ãi AvwfavwbK A_© ‡k«ôZi nIqv| ¸Y, K…wZZ¡ c«f…wZ we‡ePbvq ‡k«ôZi ev DrK…óZi nIqv| 

wek¦L¨vZ gvB‡µvmdU K‡c©v‡ikb KZ©…K ‣Zix I evRviRvZK…Z G ‡c«vM«vgwU GK mv‡_ A‡bK mgm¨v 

mvgvav‡b Ab¨vb¨ A‡bK ‡c«vM«v‡gi ‡_‡K ‡k«ôZi| ZvB Gi bvgwU h_v_© n‡q‡Q| DB‡ÛvR wfwËK 

GApplication ‡c«vM«vgwUi mvnv‡h¨ RwUj MvwYwZK cwiMYbv, Z_¨ e¨e  ̄vcbv Ges Z_¨‡K AvKl©Yxq K‡i 

Dc  ̄vcbvq wbLyuZ fv‡e PvU© ev M«vd ‣Zix Kiv BZ¨vw` QvovI AviI A‡bK RwUj KvR‡K mn‡R mgvcb 

Kiv hvq| G‡·‡ji mywekvj c…ôvwU Kjvg I mvwiwfwËK ‡m‡j wef³ nIqvq G‡Z wewfbœ Z_¨ mwbœ‡ek K‡i 

Z_¨ we‡kølY Kiv hvq e‡j G‡K ‡¯ú«WkxU Gbvwjwmm ‡c«vM«vg ejv nq| 

G‡·j (Excel) ‡c«vM«vg ivb Kivi wbqgt 

c«_‡g Kw¤úDUv‡ii mKj ms‡hvM ‡Kej¸‡jv wVKgZ jvMv‡bv Av‡Q wKbv cix¶v K‡i wb‡q we` ÿr ms‡hvM 

K‡i Kw¤úDUvi I‡cb Ki‡Z n‡e| Zvici DB‡ÛvR Gi Start ‡gby‡Z wK¬K K‡i 

Program/AllProgram G wK¬K K‡i MsExcel G wK¬K Ki‡Z n‡e| Gevi Spreadsheet I‡cb 

n‡e| GQvovI Kx‡evW© KgvÛ ‣Zix K‡i ev kU ©KvU ‡gby ‡_‡KI G‡·j ivb Kiv‡bv hvq| 

 

FC: Start> All Programs > Microsoft Office > Microsoft Office Excel  
 

G‡·j (Excel) Gi Windows cwiwPwZt 

Default setting Abymv‡i ExcelWindow ‡Z ScrollBar, TitleBar, 300mBoxes, 

MenuBar Ges Ab¨vb¨ Elements ‡`Lv hvq| G¸‡jv m¤ú‡K© BDRvi‡`i avibv _vKv GKvšÍ Avek¨K| 

Excel ‡c«vM«v‡g me©‡gvU 65,536wU ‡iv Ges 256wU Kjvg Av‡Q (Office XP)| GLb c«kœ Avm‡Z 

cv‡i- ‡iv wK ev Kv‡K e‡j? ‡iv ‡K mvwi ejv nq| Excel ‡c«vM«v‡g me©‡gvU 65,536wU ‡iv ev mvwi Av‡Q| 

G¸‡jv 1.2.3.4.5.... Gfv‡e mvRv‡bv Av‡Q| Kjvg n‡jv IqvK©kx‡Ui Dc‡i A, B, C, D…….. Gfv‡e 

mvRv‡bv 256wU Kjvg| ExcelWindow ‡Z AvqZ‡¶‡Îi gZ ‡`L‡Z c«wZwU e·‡K GK GKwU ‡mj 

e‡j| Spreadsheet me©‡gvU 167, 77, 216 wU ‡mj Av‡Q| 

 

G‡·j (Excel) Gi Spreadsheet wK? 

‡¯ú«WkxU kãwUi AvwfavwbK A_© n‡jv Qov‡bv cvZv| GLv‡b Spread k‡ãi A_© Qov‡bv Avi sheet 

k‡ãi A_© cvZv| GKm‡½ Spreadsheet A_© Qov‡bv cvZv| M«vd KvM‡Ri b¨vq X A¶ Ges Y A¶ 

eivei ‡Lvc ‡Lvc N‡ii b¨vq A‡bK Ni m¤̂wjZ eo kxU‡K ‡¯ú«WkxW e‡j| 

 

G‡·j (Excel) Gi Worksheet wK? 

G‡·‡ji my-wekvj cvZvi ‡h As‡k KvR Kiv nq Zv‡K Worksheet e‡j| g~jZ: ‡¯ú«WkxUB n‡jv 

Worksheet GKwU LvZvq ‡hgb A‡bK¸‡jv cvZvq ‡jLv hvq, G‡·‡jiI ‡Zgwb wfbœ wfbœ IqvK©kxU Ly‡j 

Zv‡Z KvR Kiv hvq| 
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WorkBook wK? 

G‡·‡ji ‡¯úªWkx‡U wewfbœ Z_¨ mwbœ‡ek K‡i Zv we‡kølY ev cwiMYbv Kiv nq| KvR Kivi ci fwel¨‡Z 

e¨env‡ii Rb¨ ‡Kvb bv‡g msi¶Y Kiv hvq| msiw¶Z ‡¯úªWkxU‡K dvBj ev IqvK©eyK e‡j| 

Cell wK? 

G‡·‡ji IqvK©kxUwU mvwi I Kjvg wfwËK| Dc‡i A, B, C, D……….. BZ¨vw` n‡jv wewfbœ Kjv‡gi 

bvg Ges evg cv‡ki 1, 2, 3, 4, 5……..BZ¨vw` n‡jv mvwi msL¨v| mvwi I Kjv‡gi ci®úi ‡Q‡` 

‣ZixK…Z ‡QvU ‡QvU AvqZKvi Ni‡K ‡mj ejv nq| 

Title bar wK? 

ExcelWindow Gi kxl©‡`‡k MicrosoftExcel-Book1 ‡jLv eviwU‡K Titlebar (UvB‡Uj evi) 

e‡j| ‡mf Kiv ‡Kvb dvBj ev WKy‡g›U I‡cb Ki‡j GB ev‡i ‡mf Kiv dvB‡ji bvgwU c«`wk©Z nq| Gi 

Wvb cv‡k wgwbgvBR, g¨vw·gvBR I ‡K¬vR evU©b _v‡K| Gi KvRmg~n Avgiv gvB‡µvmdU WKy‡g›U Aa¨v‡q 

‡R‡bwQ| 

Menu bar wK? 

UvB‡Uj ev‡ii bx‡P File, Edit, Vew, Insart, Format, Data, Window, Help BZ¨vw` ‡jLv 

evi‡K Menubar e‡j| Menubar Gi c«‡Z¨KwU AckbB GK GKUv ‡gby| GB ‡gby¸‡jvi bx‡P AvÛvi 
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jvBb Kiv A¶i ¸‡jv w`‡q Kx‡evW© KgvÛ K‡i H ‡gby I‡cb Kiv hvq| ‡hgb Alt+F KgvÛ w`‡q dvBj 

‡gby I‡cb Kiv hvq| 

Tool bar wK? 

‡gby ev‡ii bx‡P wewfbœ cÖZxK m¤̂wjZ evi‡K Uyjevi e‡j| cª‡Z¨KwU cªZx‡Ki evU©b‡K AvBKb ev Uyj evU©b 

ejv nq| ‡gby wm‡j± K‡i ‡Kvb KgvÛ ‡`Iqvi ‡P‡q GB Uyj e¨envi K‡i Lye ª̀æZ Kvh© m¤úbœ Kiv hvq| 

 

Formating bar wK? 

ª̀æZ Uyjev‡ii bx‡Pi mvwi‡Z we`¨gvb eviwU B n‡jv d‡g©wUs Uyjevi| G‡Z we`¨gvb evUb¸‡jv LyeB 

¸iæZ¡c~Y©| G¸‡jv e¨envi K‡i d›U cwieZ©b, d‡›Ui mvBR ‡QvU-eo, ‡jLv‡K ‡evì, AvÛvi jvBb, 

BUvwjK Kiv, ‡jLv G¨vjvBb‡g›U Kiv, AvDUjvBb ‡`qv BZ¨vw` ¸iæZ¡c~Y© KvR Kiv hvq| 

Formula bar wK? 

d‡g©wUs Uyjev‡ii bx‡P j¤̂v ỳÕwU As‡k wef³ eviwU‡K dg©~jv evi ejv nq| dg©~jv ev‡ii evg cv‡ki Ask 

‡hLv‡b ‡mj G‡W«m cª`wk©Z nq ‡m Ask‡K NameBox ejv nq| gvB‡mi c‡q›Uvi ev Kvm©i ‡h ‡mj G 

ivLv n‡e NameBox -G ‡mB ‡m‡ji G‡W«m c«`wk©Z n‡e| NameBox Gi Wvb cv‡kB 

FormulaBox, GB e‡· dg©~jv cª`wk©Z nq| 

 

Vertical and Horizontal Scroll bar wK? 

G‡·‡ji A‡bK eo WKy‡g‡›U KvR Kivi mgq c ©̀vq me ‡`Lv hvq bv| c«‡qvRb Abymv‡i ª̀æZ WKy‡g›U Gi 

‡h ‡Kvb RvqMvq wM‡q c ©̀vq cª`k©b Kivi myweav‡_© c ©̀vi Wvbw`‡K fvwU©‡Kj ¯…jevi Ges c ©̀vi bx‡P 

nwiR›Uvj ¯…jevi Av‡Q| GB ¯…jevi ỳÕ‡Uvi Wv‡b I ev‡g ỳÕ‡Uv G‡iv evUb Av‡Q| gvD‡mi c‡q›Uvi w`‡q 

GB G‡iv evUb G wK¬K K‡i A_ev ¯…j K‡i Dci bx‡P B”QvgZ ‡`Lv ev hvIqv hvq| 
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 Status bar wK? 

IqvK©eyK DB‡Ûvi me©wb‡gœ Uv¯‥ ev‡ii Dc‡ii evi‡K ‡÷Uvm evi ejv nq| G‡Z WKy‡g‡›Ui ‡÷Uvm ev 

Ae  ̄v (Ab A_ev Ad) cª`wk©Z nq| GB ‡÷Uvm ev‡ii evg cv‡k Ready ‡jLv _vK‡j eyS‡Z n‡e Kvm©i 

‡m‡j Av‡Q Ges G Ae  ̄vq KvR Kiv hv‡e| ‡Kvb ‡jLv Edit Kivi mgq GLv‡b GB GwWU ‡jLv ‡`Lv 

hv‡e Ges ‡kl n‡j Avevi ‡iwW gyW wd‡i Avm‡e| 

 

Sheet Tab wK? 

IqvK©eyK DB‡Ûvi bx‡P evgw`‡K kxU U¨ve| GKwU IqvK©ey‡K mvaviYZ: wZbwU IqvK©kxU _v‡K| ‡hgb: 

Sheet1, Sheet2, Sheet3 | GQvovI c«‡qvR‡b Insert ‡gby ‡_‡K Worksheet KgvÛ w`‡q bZyb kxU 

mwbœ‡ek Kiv hvq| me kx‡Ui bx‡P kxUU¨ve _v‡K| ‡h kx‡Ui bv‡gi kxUU¨v‡e wK¬K Kiv n‡e ‡m kxUwU Pvjy 

n‡e| 

 

1| GgGmG‡·j G †hvM Kivt-  

=A1+A2+A3 or =SUM(A1:A3) 

 

 
 

2| GgGmG‡·j G we‡qvM Kivt-  

=A1-A2 or =SUM(A1-A2) 

 

3| GgGmG‡·j G ¸Y Kivt-  

=A1*A2 

 

4| GgGmG‡·j G fvM Kivt-  

=A1/A2 
 

5| GgGmG‡·j G kZKiv wnmve Kivt-  

=A1*10% 
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6| GgGmG‡·j G kZ© mv‡c‡ÿ †iRvë †ei Kivt-  

==IF(A1>B1,"A1 is greater than B1","A1 is less than B1") 
 

 

 

 

7| GgGmG‡·j Gi ‡mj/Kjvg gvR© Kiv Ges ‡U·U GjvBb‡g›U Kiv|  

 

8| Kv‡i›U we‡ji m~Î cÖ‡qvM Kivt- 

=IF(D3<=100,D3*2.5,IF(D3<=200,D3*3.25,IF(D3<=500,D3*5,D3*8))) 

 

 

9| GgGmG‡·j Gi AND Function 

=AND(A1>10, A1<40) 
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10| GgGmG‡·j Gi OR Function 

=OR(A1>10, A1<40) 

 

 

 

11| Salary Sheet ‣Zix Kiv t- 

House Rent = C2*50% 

Meadical Allowance = C2*10% 

Provident Found = C2*10% 

Tax = 

IF(C2<6000,0,IF(AND(C2>=6000,C2<=11000),C2*5%,IF(C2>=15000,C2*10%)

)) 

Net Salary =C2+D2+E2-(F2+G2) 

 

 

dvBj ‡gby¯’ wewfbœ ‡gbyi KvR mg~n wbgœiƒct 

New Gi KvRt 
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dBj ‡gby¯  wbD ‡gby e¨envi K‡i ev wbD ‡gby‡Z wKK K‡i bZyb eyKkxU Avbv hvq| Ctrl+N Kx‡evW© 

KgvÛ| 

 

OpenGi KvRt 

‡mf Kiv dvBj I‡cb KivB GB ‡gbyi KvR| dvBj G wK¬K K‡i WvqvjM e‡· ‡mf Kiv dvBjwU wbe©vPb 

K‡i I‡K Ki‡jB dvBjwU I‡cb n‡e| Ctrl+O Kx‡evW© KgvÛ| 

 

CloseGi KvRt 

dBj ¸wU‡q ‡djv| dvBj ‡gby‡Z wK¬K K‡i ‡KvR ‡gby‡Z wKK Ki‡j dvBj ¸wU‡q hv‡e ev ‡KvR n‡e| 

hZ¸‡jv dvBj I‡cb Kiv _vK‡e GK GK K‡i me¸‡jv GKB wbq‡g ‡K¬vR Ki‡Z n‡e| 

 

Save Gi KvRt 

dvBj msiY Kiv| ‡Kvb dvBj msiY ev ‡mf Ki‡Z n‡j GB ‡gby‡Z wKK Ki‡j GKwU WvqvjM e· 

Avm‡e GLv‡b ‡h bv‡g dvBjwU ‡mf Ki‡Z PvB ‡m bvgwU wj‡L G›Uvi Kx KgvÛ w`‡q dvBj ‡mf Kiv 

hvq| Ctrl+S Kx‡evW© KgvÛ| 
 

Save As Gi KvRt 

GKB dvBj wfbœ bv‡g msi¶Y Ki‡Z GB ‡gby e¨envi Kiv nq| GQvov dvBj c«‡U± Ki‡Z GB ‡gby 

e¨envi Kiv nq| 
 

Page Setup Gi KvRt 

GwU GKwU ¸iæZ¡c~Y© ‡gby| Gi mvnv‡h¨ cvZvi AvKvi ‡QvU-eo, cvZv AvovAvwo ev j¤̂v jw¤^, cvZvi gvwR©b 

wVK Kiv BZ¨vw` ¸iæZ¡c~Y© KvR m¤úbœ Kiv nq| 

 

Print Preview Gi KvRt 

wcªw›Us Gi c~e© Ae  ̄v| WKy‡g›UwU wcªw›Us Gi AW©vi w`‡j ‡Kgb fv‡e wcªw›Us n‡e Zv c~‡e© ‡`‡L ‡bIqvi 

Kv‡R GB ‡gby e¨envi Kiv nq| gvD‡mi ‡jdU evU©b wK¬K K‡i G‡K I‡cb Ges c ~Yivq wK¬K K‡i c~e© 

Ae  ̄vq wd‡i Avmv hvq| 
 

Edit‡gby¯’ wewfbœ ‡gbyi KvR mg~nt 

Undo Gi KvRt 

‡Kvb WKy‡g›U ev ‡jLv f~jekZ: gy‡Q ‡djv n‡j GB Undo ‡gby e¨envi K‡i Zv wdwi‡q Avbv hvq| 

Redo ‡gby Undo Gi wecixZ KvRwU K‡i _v‡K| A_©vr Undo Kivi ci Redo ‡gby wK¬K Ki‡j cy‡e©i 

Ae  ̄vq wd‡i hv‡e| Redo Gi Rb¨ Ctrl+Z Ges Undo Gi Rb¨ Ctrl+ Y Kx‡evW© KgvÛ| 

 

Cut Gi KvRt 

‡Kvb ‡jLv GK  ̄vb ‡_‡K ‡K‡U Ab¨ ¯ v‡b wb‡Z GB ‡gby e¨envi Kiv nq| Ctrl+X Kx‡evW© KgvÛ| 
 

Copy Gi KvRt 
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‡Kvb ‡jLv evi evi e¨envi Ki‡Z GK  ̄vb ‡_‡K Kwc K‡i Ab¨ ¯ v‡b wb‡Z GB ‡gby e¨envi Kiv nq| 

Ctrl+C Kx‡evW© KgvÛ| 

Paste Gi KvRt 

‡Kvb ‡jLv GK  ̄vb ‡_‡K ‡K‡U ev Kwc K‡i Ab¨ ¯ v‡b emv‡Z GB ‡gby e¨envi Kiv nq| Ctrl+V 

Kx‡evW© KgvÛ| 

Fill Gi KvRt 

Avgiv hw` GKwU gvm, eQi A_ev w`‡bi bvg wj‡L ¯̂sqµxqfv‡e wmwiqvj Abyhvqx evKx gvm, eQi ev 

w`‡bi bvg wjL‡Z PvB Zvn‡j GB e¨envi K‡i Zv Kiv m¤¢e| 
 

FC: Edit>Fill>Seris>AutoFill>Enter 
 

Clear Gi KvRt 

WKy‡g‡›Ui ‡Kvb Ask we‡kl gy‡Q ‡djv| 
 

Replace Gi KvRt 

kã ev msL¨v cyY:  ̄vcb Kiv A_©vr k‡ãi cwie‡Z© kã emv‡bv GB ‡gbyi KvR| 

Kg©c×wZt Ctrl+H>Replace> c`wk©Z WvqvjM e‡· Findwhat Gi Wv‡b ‡h kã cwieZ©b Ki‡Z 

PvB ‡m kãwU wjL‡Z n‡e Ges Replacewhat Gi Wv‡b ‡h kãwU cwieZ©b Ki‡Z PvB Zv wjL‡Z n‡e| 

Gici Replacewith Gi Wvbc‡k© ‡h kãwU emv‡Z PvB ‡mUv wjL‡Z n‡e Zvici 

Replace>ReplaceAll>Enter. 
 

Go To Gi KvRt 

GK kxU ‡_‡K Ab¨ kx‡U ‡h‡Z GB ‡gbyi mvnvh¨ wb‡q mn‡R hvIqv hvq| 
 

gvD‡mi Kvm©i ev ‡mj c‡q›Uvi ¯’vbvšÍi Kivi c×wZt 

IqvK©wk‡Ui wewfbœ ‡m‡j wM‡q ‡WUv Gw›U Kiv ev GwWU Kivi Rb¨ Kvm©i ev c‡q›Uvi ¯ vbvšÍi Ki‡Z nq| 

wb‡gœi ‡Uwe‡j Kvm©i ¯ vbvšÍi Kivi wewfbœ KgvÛ ev wb‡ ©̀k eY©bv Kiv n‡jv| 

wb‡ ©̀k / Pvc‡Z n‡e Kvm©i/ ‡mj c‡q›Uvi ¯’vbv Í̄wiZ n‡e 

Wvb w`‡Ki G‡iv Kx Pvc‡j Wvb w`‡Ki ‡m‡j hv‡e| 

evg w`‡Ki G‡iv Kx Pvc‡j evg w`‡Ki ‡m‡j hv‡e| 

wb‡Pi w`‡Ki G‡iv Kx Pvc‡j bx‡Pi ‡m‡j hv‡e| 

Dc‡ii w`‡Ki G‡iv Kx Pvc‡j Dc‡ii ‡m‡j hv‡e| 

Tab Wvb w`‡Ki ‡m‡j hv‡e| 

Shift + Tab evg w`‡Ki ‡m‡j hv‡e| 

PageDown GKc…ôv (c‡bi mvwi) wb‡P hv‡e| 

PageUp GKc…ôv (c‡bi mvwi) Dc‡i hv‡e| 

Ctrl + Home IqvK©kx‡Ui ïiæ‡Z Avm‡e| 

Ctrl + End IqvK©kx‡Ui ‡k‡l Avm‡e| 

Home c«_g Kjv‡g (A)Avm‡e| 
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End + Wvb w`‡Ki G¨v‡iv Kx ‡kl Kjv‡g (1V)Avm‡e| 

End+ wb‡Pi w`‡Ki G¨v‡iv Kx me‡kl mvwi‡Z Avm‡e| 

G‡·j (Excel) w`‡q Avgiv wKwK Ki‡Z cvwi? 

 GKwU mvavib LvZvq ‡cb/‡cwÝj, ivevi Ges K¨vjKy‡jUi ‡gwkb w`‡q ‡h ‡h KvR Kiv hvq 

G‡·‡ji weivU c…óvq Avgiv Zvi ‡P‡qI A‡bK ‡ekx Ges RwUj KvR m¤úbœ Ki‡Z cvwi| 

 ‣`bw›`b wnmve msiY I we‡kølY Ki‡Z cvwi| 

 evwl©K cªwZ‡e`b cªYqb Ki‡Z cvwi| 

 ev‡RU cªYqb Ki‡Z cvwi| 

 e¨vsK e¨e¯ vcbvi hveZxq KvR Ki‡Z cvwi| 

 Drcv`b e¨e¯ vcbvi KvR Ki‡Z cvwi| 

 AvqKi I Ab¨vb¨ wnmve wbKvk ‣Zix Ki‡Z cvwi| 

 ‣eÁvwbK K¨vjKy‡jkY Ki‡Z cvwi| 

 ‡eZb wnmve ‣Zix Ki‡Z cvwi| 

Statistical Function 

cwimsL¨vb m~Î mg~nt 

IqvK©kx‡Ui wewfbœ ‡mj G wjwLZ msL¨v mg~‡ni ‡hvMdj, Mo, ‡gvU msL¨vi msL¨v, me©e…nr I me©wbgœ 

msL¨v wbY©q QvovI cwiwgZ e¨eavb Ges ‡f`vsK BZ¨vw` cwimsL¨v‡bi KvR Kivi Rb¨ K‡qKwU = dvskb 

i‡q‡Q| wb‡gœ G dvskb¸‡jv Av‡jvPbv Kiv n‡jvt ‡hgb- 

= SUM(List) 

As‡Ki G m~ÎwU Øviv ‡Kvb wbw ©̀ó ‡i‡Äi msL¨v mg~‡ni ‡hvMdj wbY©q Kiv nq| = SUM(List) GLv‡b 

List n‡”Q ‡fj ÿ hv Avgiv ‡hvM Ki‡Z PvB| GB List hw` GKvwaK nq Zvn‡j AvM©y‡g›U c…_KKvix wPý 

Kgv (,) e¨envi Ki‡Z nq| 

D`vniYt 

 A B C D E 

1   Sales   

2   500   

3   510   

4   550   

5   515   

6   505   
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7   535   

8       

wb‡ ©̀wkKvt 

‡mj c‡q›Uvi C8 G ivwL| 

=SUM(C2:C7) wj‡L G›Uvi ‡`B| 

C8 N‡i ‡gvU ‡hvMdj 3115 Avm‡e| 

= MAX(List) 

cwimsL¨v‡bi GB m~ÎwU Øviv wbw ©̀ó ‡i‡Äi msL¨vmg~n n‡Z Maximum A_©vr me©e…nr msL¨vwU wbY©q Kiv 

nq| 

D`vniY: 

 A B C 

1  Sales  

2  29312  

3  59624  

4  43235  

5  89423  

6    

wb‡ ©̀wkKvt 

‡mj c‡q›Uvi ‡Kvb dvKv ‡mj- G ivwL| 

= MAX(B2:B5) wj‡L G›Uvi ‡`B| 

‡i‡Äi me©e…nr msL¨v 89423 Avm‡e| 

Avevi =MAX(SAL) wj‡L G›Uvi w`‡j GKB dj ‡`Lv‡e| 

 

= Average(List) 

cwimsL¨v‡bi GB m~ÎwU Øviv wbw ©̀ó ‡i‡Äi msL¨vmg~‡ni Mo wbY©q Kiv nq| 

wb‡ ©̀wkKvt 

‡mj c‡q›Uvi ‡Kvb dvKv ‡mj- G ivwL| 

=AVERAGE(B2:B5) wj‡L G›Uvi ‡`B| 

‡i‡Äi msL¨v mg~‡ni Mo ‡ewi‡q Avm‡e| 

 

= MIN(List) 

cwimsL¨v‡bi GB m~ÎwU Øviv wbw ©̀ó ‡i‡Äi msL¨vmg~n n‡Z me©wbgœ msL¨v wbY©q Kiv nq| 

wb‡ ©̀wkKvt 

‡mj c‡q›Uvi ‡Kvb dvKv ‡mj- G ivwL| 

=MIN(B2:B5)  A_ev, =MIN(SAL) wj‡L G›Uvi ‡`B| 



41 

 

‡i‡Äi msL¨v mg~‡ni me©wbgœ msL¨vwU ‡ewi‡q Avm‡e| 

 

= COUNT(List) 

cwimsL¨v‡bi GB m~ÎwU Øviv wbw ©̀ó ‡i‡Äi ‡gvU msL¨v KZ Zv wbY©q Kiv nq| 

wb‡ ©̀wkKvt 

 ‡mj c‡q›Uvi ‡Kvb dvKv ‡mj- G ivwL| 

 = COUNT (C2:C7) A_ev, = COUNT(SAL) wj‡L G›Uvi ‡`B| 

 ‡i‡Äi g‡a¨ ‡gvU msL¨v (6) Av‡Q Zv ‡ewi‡q Avm‡e 

 

 = VAR(List) 

cwimsL¨v‡bi GB m~ÎwU Øviv ‡Kvb msL¨v mgwôi ‡f`vsK wbY©q Kiv nq| 

wb‡ ©̀wkKvt 

‡Uó ‡¯‥vi 500, 510, 550, 515, 505, 535 BZ¨vw` E Kjv‡gi E1:E8‡i‡Ä msL¨v mg~‡ni ‡f`vsK 

wbY©q Ki‡Z ‡mj c‡q›Uvi E10 A_ev ‡Kvb dvKv ‡mj- G ivwL| 

= VAR(E1:E8) wj‡L G›Uvi ‡`B| 

‡f`vsK 311.8055 ‡ewi‡q Avm‡e| 

 

= PV(present Value) 

cwimsL¨v‡bi G m~ÎwUi mvnv‡h¨ ‡Kvb wewY‡qv‡Mi eZ©gvb g~j¨ ‡ei Kiv hvq| 

 

D`vniY: 

aiv hvK ‡Kvb ¯̂vqZ¡ kvwmZ cªwZôvb ‡_‡K Aemi Mªn‡bi ci cªwf‡W›U dv‡Ûi UvKv 50000| B”Qv Ki‡j 

UvKv¸‡jv e¨vs‡K ivLv hvq| ‡m ‡¶‡Î e¨vsK 12% my` ‡`‡e| G UvKv GKKvjxY Mªnb bv Ki‡j e¨vsK 

cªwZ eQi 10,000 UvKv K‡i 10 eQi a‡i ‡`‡e| 

GLb wbe©vPb Ki‡Z n‡e ‡Kvb cš vwU ‡ekx jvfRbK| wØZxq cš vwU jvfRbK n‡e wKbv Zv Avgiv GB 

m~‡Îi mvnv‡h¨ cix¶v Ki‡ev| 

 

 A B C D 

1 Payments  10000  

2 Interest  0.12  

3 Term  10  

4 Present Value    

5     
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wb‡ ©̀wkKvt 

‡mj c‡q›Uvi C4 ‡m‡j ivwL| 

=PV(.12,10,10000) wj‡L G›Uvi ‡`B| 

C4 ‡mj G 56502.23 UvKv Avm‡e| 

Zvn‡j ‡`Lv hv‡”Q 50,000 UvKv g~jab wØZxqk‡Z©i wfwË‡Z LvUv‡j ‡ekx jvfRbK| 

=SLN(Cost, Salvage, Life) mij‣iwLK nv‡i evwl©K Deperciation / AePq ‡ei Kivi m~Î| 

GLv‡b Cost= m¤úwËi g~j¨, Salvage= e¨envi Kvj ‡k‡l Aewkó g~j¨, Life= e¨envi Kvj| 

 A B C D 

1 Cost  80000  

2 Salvage Value  10000  

3 Life  5  

4     

5 SLN Deperciation    

‡mj c‡q›Uvi C5 ‡m‡j ivwL| 

=SLN(C1,C2,C3) wj‡L G›Uvi ‡`B| 

C5 ‡mj G SLNDeperciation 14000 ‡`Lv‡e| 

 

A_©‣bwZK m~Î: 

= DB(Cost, Salvage, Life, Period, Month) 

m~‡Îi e¨vL¨vt 

Cost = e¯‧wUi µq g~j¨| 

Salvage = wbw ©̀ó ‡gqv` ‡k‡l e ‧̄wUi g~j¨ (Ae‡kl g~j¨)| 

Life = ‡gqv` Kvj| 

Period = ‡h eQ‡ii Rb¨ AePq wbY©q Kiv n‡e| 

Month = gvm| GLv‡b gvm n‡”Q 1g eQ‡ii gvm msL¨v| hw` gvm ev` ‡`qv nq Zvn‡j m~Î 12 gvm a‡i 

‡b‡e| 

 

D`vniYt 

aiv hvK ‡Kvb d¨v±ix GKwU bZyb ‡gwkb µq Ki‡jv| ‡gwkbwUi `vg 10 j¶ UvKv Ges Gi ‡gqv`Kvj ev 

jvBd UvBg 6 eQi| 6 eQi ci ‡gwkbwUi weµq g~j¨ ev Ae‡kl g~j¨ GK j¶ UvKv| cªwZ eQi e¨envi 

RwbZ AcPq ev Depreciation Rvbv `iKvi| 
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Avgiv nq‡Zv mnR MvwbwZK c×wZ‡Z ‡gwk‡bi `vg 10j¶ ‡gqv` ‡k‡l g~j¨ 1 j¶| AZGe ‡gvU AcPq 

10-1 = 9 j¶ ‡gvU AcPq| AZGe eQ‡i AcPq 9 fvM 6 = 1.5 jÿ UvKv wn‡me Ki‡ev wKš‧ G‡¶‡Î 

Zv n‡e bv| c«_g eQi AcPq g~j¨ ‡ekx n‡e| 10 j¶ UvKvi ‡gwkb 1 eQi ci g~j¨ n‡e 7 j¶ UvKv| 

Zvn‡j 1g eQ‡ii AcPq 3 j¶ UvKv| 2q eQ‡i 3j¶ UvKv bv n‡q AviI Kg n‡e|  Gfv‡e eQi hZ 

evo‡e AcPq ZZ Kg‡Z _vK‡e| ZvB ‡Kvb GKUv ‡gqv` ‡k‡l Depreciation KZ n‡e Zv ‡ei Kiv 

LyeB RwUj, wKš‧ GB m~ÎwU e¨envi K‡i Zv mn‡RB Kiv hvq| 

 A B C D E 

1 Cost  10,00,000 1 Description 

2 Salvage Value  1,00,000 2  

3 Function Life  6 3  

4    4  

5    5  

6      

‡mj c‡q›Uvi E2 ‡m‡j ivwL| 

=DB(C1,C2,C3,D2) wj‡L G›Uvi ‡`B| 

E2 ‡mj G cª_g eQ‡ii AcPq g~j¨ Avm‡e| 

E3 ‡Z ‡mj c‡q›Uvi G‡b =DB(C1,C2,C3,D3) wj‡L G›Uvi w`‡j eQ‡ii Depreciation ‡ei 

n‡e| Gfv‡e E4, E5, E6 ‡m‡j 3q, 4_© I 5g eQ‡ii Depreciation ‡ei Kiv hvq| 

 

hyw³MZ m~Î mg~n (Logical Function) 

= IF (Condition) 

m~‡Îi KwZcq Condition ‡jLvi ‡¶‡Î ‡h mKj MvwYwZK Acv‡iUi ev PjK e¨eüZ nq Zv n‡jv- 

=       mgvb A_© c«Kvk K‡i| 

>       A‡c¶vK…Z eo| 

<       A‡c¶vK…Z ‡QvU| 

>=     A‡c¶vK…Z eo ev mgvb| 

<=     A‡c¶vK…Z ‡QvU ev mgvb| 

<>     Amgvb| 

GQvovI wewfbœ wb‡ ©̀kbvq AND, OR, NONE BZ¨vw` kã e¨envi Kiv n‡q _v‡K| ‡hgb-hw` ‡Kvb 

K_vi wfZi wba©vwiZ Ask/ msL¨v ‡`Iqv _v‡K ‡m ‡¶‡Î AND em‡e (1-1000)hw` K_vi wfZi 

wba©vwiZ Ask/msL¨v bv _v‡K ‡m‡¶‡Î OR (1000 ‡ekx/ Kg)GKwU ev‡K¨ wKQy K_v ‡kl Kivi ci hw` 
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AviI K_v _v‡K ‡m‡¶‡Î, (Kgv) e‡m|m~Î ‡jLv ‡kl n‡j m~‡Îi g‡a¨ hZevi IF ‡jLv e¨envi Kiv n‡e 

ZZevi ev ZZwU eÜbx n‡e| 

 

 

 

m~‡Îi mvnv‡h¨ ¯‹y‡ji ‡iRvë kxU ‣Zix  

g‡b Kwi, GKwU ¯‥y‡ji wbe©vPbx cix¶vq QvÎ-QvÎx‡`i wewfbœ wel‡q ‡gvU b¤̂‡ii Dci wfwË K‡i 

‡iRvëkxU ‣Zix Ki‡Z n‡e| G ‡¶‡Î 800 A_ev Gi AwaK b¤̂i ‡c‡j A+, 700 ev Gi Dc‡i ‡c‡j 

A, 600 ev Gi Dc‡i ‡c‡j A-, 500 ev Gi Dc‡i ‡c‡j B, 400 ev Gi Dc‡i ‡c‡j C, 330 ev Gi 

Dc‡i ‡c‡j D, 330 Gi bx‡P ‡c‡j Fail ev F aiv n‡q‡Q| =IF dig~jv e¨envi K‡i ‡iRvë kxU ‣Zix 

Ki‡Z n‡e| 

 A B C D E 

1 Roll No Name Total Result  

2 1 Rahim 867   

3 2 Karim 459   

4 3 Ram 803   

5 4 Rahman 530   

6 5 Safiq 728   

7 6 Rafic 587   

8 7 Sattar 607   

9 8 Sagor 330   

wb‡ ©̀wkKvt 

‡mj c‡q›Uvi D2 ‡m‡j ivwL| 

=IF(C2>=800,“A+”,IF(C2>=700,“A”,IF(C2>=600,“A-

”,IF(C2>=500,“B”,IF(C2>=400,“C”,IF(C2>=330,“D”,“F”)))))) wj‡L G›Uvi ‡`B| 

 

m~‡Îi mvnv‡h¨ dvBbvj cix¶vi ‡iRvë kxU ‣Zixt 

g‡b Kwi, GKwU wWMªx K‡j‡Ri BSC cix¶i djvdj ‡MªW c×wZ‡Z ‣Zix Ki‡Z n‡e| G‡¶‡Î evsjv, 

Bs‡iRx, c`v_© weÁvb, imvqb, MwYZ cªwZwU wel‡q Avjv`v Avjv`v fv‡e cvk Ki‡Z n‡e| A_©vr ‡Kvb 

wel‡q 33 Gi wb‡P b¤̂i ‡c‡j Zv‡K AK…ZKvh© ai‡Z n‡e| 

Avevi cª‡Z¨K cixÿv_©x ‡gvU b¤̂i 165 Gi Kg ‡c‡j Zv‡K AK…ZKvh© ev C ai‡Z n‡e| 165 A_ev Gi 

‡ekx wKš‧ 200 Gi Kg n‡j D, 200 A_ev Gi ‡ekx wKš‧ 250 Gi Kg ‡c‡j C, 250 A_ev Gi ‡ekx 
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wKš‧ 300 Gi Kg ‡c‡j B, 300 A_ev Gi ‡ekx wKš‧ 350 Gi Kg ‡c‡j A-, 350 A_ev Gi ‡ekx 

wKš‧ 400 Gi Kg ‡c‡j A, 400 A_ev Gi ‡ekx ‡c‡j A+ n‡e| 

ewY©Z wWMÖx K‡jRwUi QvÎ‡`i welqwfwËK cªvß b¤̂i Gi IqvK©kxU ‣Zix Kwi| 

 A B C D E F G H I 

1 Roll Name Beng Eng Ph Ch Math Total Result 

2 1 A 90 36 36 47 93 302  

3 2 B 56 96 85 98 89 424  

4 3 C 44 89 65 75 82 355  

5 4 D 70 98 51 65 28 317  

6 5 E 64 78 52 54 71 319  

wb‡ ©̀wkKvt 

‡mj c‡q›Uvi I2 ‡m‡j ivwL|   

=IF(OR(C2<33,D2<33,E2<33,F2<33,G2<33),`F‟,IF(AND(H2>0,H2<165),`F‟,IF(AND(H2>=1

65,H2<200),`D‟,IF(AND(H2>=200,H2<250),`C‟,IF(AND(H2>=250,H2<300),`B‟,IF(AND(H2

>=300,H2<350),`A-„ IF(AND(H2>=350,H2<400),`A‟,`A+‟))))))) m~ÎwU wj‡L G›Uvi ‡`B| 

TaxwbY©qt 

kZ© hw` ‡eZb 5000 ‡_‡K 10000 Gi g‡a¨ nq Zvn‡j 2% U¨v·, 10000 Gi Dc‡i n‡j 5% U¨v· 

avh© n‡e| 

 

wbgœiƒc IqvK©kxU ‣Zix Kwi 

 A B C D E 

1 Name Salary Tax   

2 Rahim 7500    

3 Karim 3200    

4 Ram 11500    

5 Rahman 5400    

6 Safiq 6700    

7 Rafic 4200    
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8 Sattar 5700    

9  
 

   

 

wb‡ ©̀wkKvt 

‡mj c‡q›Uvi C2 ‡m‡j ivwL| 

=IF(AND(B2>5000, B2<10000), B2*.02,IF(B2>10000,B2*.05,„NONE‟)) wj‡L 

G›Uvi w`‡j Kvw•LZ djvdj P‡j Avm‡e| Zvici ¯…j K‡i c«‡Z¨K wd‡ì djvdj Avb‡Z n‡e| 

 

‡eZb wbY©qt 

aiv hvK ‡Kvb evwYwR¨K cªwZôvb Zv‡`i ‣Zix cY¨ weµq Kivi Rb¨ K‡qKRb weµq cªwZwbwa wb‡qvM Ki‡jv| cªwZwbwa‡`i 

gvwmK ‡eZb Gfv‡e avh© Kiv n‡jv ‡h, ‡gvU weµ‡qi cwigvb hw` LiP ev‡` 80,000 UvKv nq Zvn‡j weµ‡qi kZKiv 

10fvM ‡eZb cv‡e, Avevi weµq hw` LiP ev‡` 1,00,000 UvKvi Kg nq Zvn‡j weµ‡qi kZKiv 11 fvM ‡eZb cv‡e| 

Giƒc mgm¨v mgvav‡bi Rb¨ wbgœiƒc GKwU IqvK©kxU ‣Zix Kwi Ges =IF m~Î e¨envi K‡i mgvavb Kwi| 

 A B C D E 

1 Name Sales Cost Salary  

2 Rahim 1,30,000 35,000   

3 Karim 95,000 20,000   

4 Ram 1,35,000 27,000   

5 Rahman 1,75,000 23,000   

6 Safiq 2,60,000 70,000   

7 Rafic 3,50,000 78,000   

8 Sattar 3,80,000 85,000   

9 Sagor 4,10,000 90,000   

‡eZb wbY©q wb‡ ©̀wkKvt 

‡mj c‡q›Uvi D2 ‡m‡j ivwL| 

= IF(OR(B2-C2<80000,B2<100000),B2*.10,B2*.11) G›Uvi w`‡j Kvw•LZ wnmvewU cvIqv hv‡e| 

 

gRyix wbY©qt 

g‡b Kwi, AvwKR Mªyc Ae BÛvw÷«R Zvi Kg©Pvix‡`i c ªwZ N›Uv wn‡m‡e gRyix cª`vb K‡i| cªwZw`b 8 N›Uv ev Zvi ‡P‡q Kg 

mg‡qi Rb¨ cªwZ N›Uv gRyix 15 UvKv| Av_©vr ‡Kvb kªwgK Kg©Pvix 8 N›Uv KvR Ki‡j ‡m cv‡e 15*8=120 UvKv| Avevi 8 

N›Uvi Kg A_©vr 6 N›Uv KvR Ki‡j cv‡e 15*6 = 90UvKv| c¶všÍ‡i 8 N›Uvi ‡ekx KvR Ki‡j AwZwi³ cªwZ N›Uvi Rb¨ 
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gRyix cv‡e 20UvKv| A_©vr ‡Kn 12 N›Uv KvR Ki‡j gRyix cv‡e 15*8=120, 20*4=80, 12 N›Uvi gRyix n‡e 

120+80= 200UvKv| cªwZôv‡bi GKwU Wage Sheet ‣Zix Ki‡Z n‡e| ‡hLv‡b ïaygvÎ Kg©N›Uv ‡`qv gvÎ Ifvi UvBg I 

‡gvU gRyix ‡ei n‡e| 

 

wb‡ ©̀wkKvt 

wbgœiƒc IqvK©kxU ‣Zix Kwi| 

 

 A B C D E 

1   Akij Grup of Ind.   

2 
 

(Wage Sheet)    

3 
  

   

4 code no Name Work Ho Over time payment 

5 001 Rahim    

6 002 Karim    

7 003 Ram    

8 004 Rahman    

9 005 Safiq    

10 006 Rafic    

 

‡mj c‡q›Uvi D5 ‡m‡j G‡b=IF(C5>8,C5-8,0) G›Uvi। 

‡mj c‡q›Uvi E5 ‡m‡j G‡b=IF(D5>0,D5*20+8*15,C5*15) G›Uvi। 

D5:E10 wm‡j± K‡i ‡mj c‡q›Uvi D2 ‡Z ‡i‡L Shift ‡P‡c a‡i E2 ‡Z Avwm| FillHandel G wK¬K 

K‡i W«vM K‡i wb‡Pi w`‡K E10 G G‡b G›Uvi w`‡Z n‡e| 

C5 ‡m‡j 8 UvBc Kwi| Gfv‡e C6 ‡m‡j 11 UvBc Kwi| C7 ‡m‡j 7 UvBc Kwi| C8 ‡m‡j 13 UvBc 

Kwi| C9 ‡m‡j 9 UvBc Kwi| C10 ‡m‡j 15 UvBc Kwi| d‡j ¯q̂swµq fv‡e Ifvi UvBgmn gRyix wbY©q 

n‡q hv‡e| 

we`¨yr wej ‣Zixt 

we ỳ¨r weZiY KZ©…c¶ we ỳ¨r wej avh© Kivi Rb¨ mvaviYZ: Zv‡`i wba©vwiZ ixwZ cª‡qvM K‡i _v‡K| 

D`vniY wn‡m‡e Zv‡`i cªewZ©Z ixwZ n‡jv we ỳ¨r LiP hw` 1 ‡_‡K 200 BDwbU ch©šÍ 1.75 UvKv, 201 
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‡_‡K 400 BDwbU ch©šÍ 2.50 UvKv, 401 ‡_‡K 500 BDwbU ch©šÍ 3.75 UvKv Ges Zvi Dc‡i n‡j cªwZ 

BDwbU 4.50 UvKv K‡i avh© K‡i we`¨yr wej wba©vwiZ K‡i| 

G ai‡Yi mgm¨v mgvav‡bi Rb¨ wbgœiƒc IqvK©kxU ‣Zix K‡i =IF dvskb e¨envi Ki‡j mgvavb wgj‡e| 

 

wb‡ ©̀wkKvt 

wbgœiƒc IqvK©kxU ‣Zix Kwi| 

 A B C D E 

1 Meter No Name Unite Amount  

2 0001 Rahim 120   

3 0002 Karim 75   

4 0003 Ram 210   

5 0004 Rahman 275   

6 0005 Safiq 400   

7 0006 Rafic 575   

8 0007 Basir 105   

9 0008 Rasid 200   

10 0009 Sagor 400   

 

‡mj c‡q›Uvi D2 ‡m‡j ivwL| 

n=IF(C2<=200,C2*1.75,IF(C2<=400,C2*2.50,IF(C2<=500,C2*3.75,C2*4.50))) 

G›Uvi। 

D2 Gi FillHandel W«vM K‡i Ab¨vb¨ e¨enviKvix‡`i wnmve cIqv hv‡e| 

Salary Sheet ‣Zixt 

g‡bKwi wcwWweGd mvfvi Dc‡Rjv Kvh©vjq Gi Kg©KZ©v Kg©Pvix‡`i ‡eZb kxU wbgœ ewY©Z c×wZ AbymiY 

K‡i ‣Zix Ki‡Z n‡e Ges ‡gvU ‡eZb wbY©q Ki‡Z n‡e| 

House Rent Basic Gi 50%, Medical Allowence Basic Gi 10%, Provident Fund 

Basic Gi 10%, Income Tax Basic 20,000 Gibx‡P n‡j 0, 20,000-50,000ch©šÍ 5% Ges 

50,000 UvKvi D‡aŸ© 10%। 

wb‡ ©̀wkKvt 
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wbgœiƒc IqvK©kxU ‣Zix Kwi| 

 A B C D E F G H 

1 C No Name Basic H Rent M A P F Tax Total 

2 0001 Rahim 25000      

3 0002 Karim 19500      

4 0003 Ram 32000      

5 0004 Rahman 48000      

6 0005 Safiq 52000      

7 0006 Rafic 28500      

8 0007 Basir 50000      

9 0008 Rasid 42000      

10 0009 Sagor 32000      

 

D2 ‡m‡j=C2*50%, E2 ‡m‡j=C2*10%, F2 ‡m‡j=C2*10% UvBc Ki‡Z n‡e| 

G2 ‡m‡jKvm©i G‡b wb‡gœi m~ÎwU UvBc Ki‡Z n‡e| 

=IF(C2<20000,0,IF(AND(C2>20000,C2<=50000),C2*5%,IF(C2>50000,C2*10%))) G›Uvi। 

 H2 ‡m‡j =C2+D2+E2-(F2+G2) UvBc Ki‡Z n‡e| 

D2:H2 wm‡j± K‡iH10 ch©šÍFill Handel W«vM K‡i Ab¨vb¨ Kg©KZ©v Kg©Pvix‡`i wnmve cvIqv hv‡e| 
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gvB‡µvmdU cvIqvi c‡q›U 

cwiwPwZt 

gvB‡µvmdU cvIqvi c‡q›U nj Ggb GKwU B‡jKU«wbK wgwWqv hvi gva¨‡g gvby‡li fvlv‡K ø̄vB‡Wi Øviv 

Dc  ̄vcb Kiv hvq| GwU KZ¸‡jv ¯øvB‡Wi msM«n hv ‡g․wLK Dc  ̄vc‡bi Kv‡R e¨envi Kiv nq| 

Start>Search Tab>Type “Microsoft PowerPoint”> Click “Microsoft PowerPoint” 

wPÎt GwU GKwU cvIqvi c‡q›U Dc  ̄vcbv| 

 

 

 

 

 

 

 

GKwU bZyb ¯øvBW mwbœ‡ekt 

Home >New Slide 

gvB‡µvmdU cvIqvic‡q›U Gi Home G wM‡q NewSlide wK¬K Ki‡Z n‡e| 
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¯øvBW wbe©vPbt 

GKwU ¯øvBW wbe©vPb Ki‡Z, ¯øvBW c¨v‡b‡j ¯øvBW wK¬K Kiæb| 

¯øvBW ‡kvt 

GUv c~Y© c ©̀vq Avcbvi Dc¯ vcbv ‡`Lvq| 

 

View>Slide Show 

 

Insert U¨vet 

GB U¨v‡ei gva¨‡g Avcwb Qwe,‡jL,‡QvU wkí BZ¨vw` ¯øvB‡W cª‡ek Kiv‡Z cvi‡eb| 

Insert>Table/Picture/Clip Art/Photo Album/Shapes/Small Art/Chart etc 
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Design U¨vet 

GB U¨ve G Avcwb Avcbvi ¯øvB‡Wi Design cwie©Zb Ki‡Z cvi‡eb| 

cª‡R±I (gvwëwgwWqv)t 

gvwëwgwWqv cª‡R±i GKwU AcwUK¨vj wWfvBm hv Kw¤úDUv‡ii mvavib gwbU‡ii cwie‡Z© e…nr AvKv‡i 

c ©̀vq AvDUcyU w¯…b cª`k©‡bi Rb¨ e¨eüZ nq|  

gvwëwgwWqv cª‡R±i ‡mU Kivi wbqg AvR Avgiv Rvb‡ev wKfv‡i c«‡R±i ‡mU Ki‡Z Ges Gi hZœ wb‡Z 

nq| c«‡R±i ‡mU Ki‡Z n‡j Avcbvi hv hv jvM‡e GKwU j¨vcUc ev ‡W¯‥Uc Kw¤úDUvi GKwU c«‡R±i 

GKwU c«‡R±i w¯…Y cª‡R±‡ii cvIqvi ‡Kej c«‡R±‡ii wfwRG ‡Kej GKwU ‡fv‡ëR 
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ó¨vwejvBRvi/BDwcGm (GwU Avewk¨K bq Z‡e cª‡R±‡ii g‡Zv GKwU `vgx wWfvB‡mi AwaKZi myi¶vi 

Rb¨) Avcbvi Kv‡Q GB wRwbm¸‡jv _vK‡j Avcwb c«‡R±‡ii ‡mU Ki‡Z ‡iwW| c«_‡g Kw¤úDUvi Ges 

c«‡R±‡ii mv‡_ ms‡hvM Kiv‡Z n‡e Ges cª‡R±‡ii ‡gBb cvIqvi ‡fv‡ëR ó¨vwejvBRvi/BDwcGm Gi 

mv‡_ Ki‡Z n‡e| Zvici Dchy³ RvqMvq c«‡R±i w¯…YwU  ̄vcb Ki‡Z n‡e| c«‡R±i g~jZ Avcbvi 

gwbU‡i hv ‡`Lvq Zv B ‡dvKvm K‡i| c«‡R±‡i ỳ‡Uv ‡Kej mshy³ nq| GKwU cvIqvi ‡Kej Ges GKwU 

VGA (VideoGraphicsArray) ‡Kej| Avmyb Avgiv ‡`wL GKwU c«‡R±‡ii ‡cQ‡bi As‡k wK wK 

_v‡K GLv‡b Dc‡i ‡h njy` ‡cvU©wU ‡`L‡Qb ‡mwU nj wmwW ev wWwfwW ‡_‡K Avm wfwWI ‡Kej| 

hw`Kw¤úDUvi ev‡` ‡Kvb wmwW ev wWwfwW ev ‡Kvb K¨v‡givi mv‡_ c«‡R±i‡K ‡mU Ki‡Z Pvb Zvn‡j GwU 

e¨envi Ki‡eb| Avi bxj ‡h PCIN ‡jLv ‡cvU©wU ‡`L‡Qb ‡mwU nj VGA (VideoGraphicsArray) 

‡Kej| Gi ms‡hvM Kw¤úDUv‡ii CPU (CentralProcessingUnit) Gi ‡cQ‡bi VGA AvDUcyU 

‡_‡K Avm‡e| ‡hLv‡b Avgiv  gwbU‡ii ms‡hvM ‡`B ‡mLvb ‡_‡K| Avmyb GLb ‡`wL wfwRG ‡Kej| 

cª‡R±‡ii mv‡_ GKwU G·U«v VGA ‡Kej ‡`qv _v‡K| GwU ‡`L‡Z bxj is Gi GwUi ỳB w`‡K GKB 

‡`L‡Z| ‡h ‡Kvb GKw`‡K Aciw`‡K e¨envi Kiv hv‡e| GB wfwRG ‡KejwUi GKcªvšÍ c«‡R±‡i Aci 

c«všÍ j¨vcUc ev ‡W¯‥U‡c Ges cvIqvi K¨vej ‡fv‡ëR ó¨vwejvBRvi/BDwcGmÕG jvwM‡q c«‡R±i Pvjy 

Kiæb| Gevi Kw¤úDUvi I Pvjy Kiæb| c«‡R±‡i bxj is G‡m ‡_‡g _vK‡jI mgm¨v ‡bB| A‡c¶v Kiæb 

Kw¤úDUvi eyU K‡i ‡W·U‡c Avm‡jB c«‡R±‡ii c«‡¶wcZ Av‡jv‡Z Zv dy‡U DV‡e| bv Avm‡j Kw¤úDUvi 

‡_‡K Gici c«‡R±‡i jvBb cvIqv‡bvi Rb¨ j¨vcU‡ci FN wK ‡P‡c Dc‡ii F3 (j¨vcUc ‡f‡` wfbœ 

n‡Z cv‡i) Pvcyb| ‡`L‡eb c«‡R±‡ii w¯…‡Y Qwe/wjLv/wfwWI ‡`Lv hv‡”Q| FN Key ‡Kv_vq _v‡K ‡`Lyb| 

Gevi c«‡R±‡ii mvg‡bi ‡j‡Ýi Dc‡ii bewU Av‡ Í̄ Av‡ Í̄ Nywi‡q GWRvó K‡i wb‡Z n‡e| hv‡Z K‡i 
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wbLyuZfv‡e Qwe/wjLv/wfwWI w¯…‡Y c«`wk©Z nq| Gevi c«‡R±‡ii wb‡P ‡`qv cv Gi g‡Zv PvKv¸‡jv Nywi‡q 

Ges c«‡R±iwU mveav‡b mvg‡b-wcQ‡b K‡i c«‡qvRbxq gv‡c w¯…‡Y GWRvó K‡i wbb| c«‡R±iwUi Pvjyi ci 

j¶¨ ivL‡eb ‡hb GwUi Pvicvk ‡Lvjv‡gjv _v‡K hv‡Z K‡i Gi Mig evZvm mn‡RB Kywjs d¨v‡bi gva¨‡g 

‡ewi‡q ‡h‡Z cv‡i| Lye ‡ekx c«‡qvRb bv n‡j GKbvMv‡o `xN© mgq c«‡R±i e¨envi Ki‡ebv| G‡Z 

c«‡R±‡ii j¨v‡¤úi Avqy K‡g hvq| GKvšÍ c«‡qvRb n‡j 3/3.5 N›Uv ci gv‡S 10 wgwbU c«‡R±i eÜ 

ivL‡Z cv‡ib| c«‡R±‡ii KvR ‡kl n‡j GwU eÜ K‡i mv‡_ mv‡_ e¨v‡M XyKv‡ebbv| 

GwU VvÛv n‡Z 5/10 wgwbU mgq w`b| c«‡R±‡ii mvg‡bi ‡j‡Ý nvZ ‡`‡eb bv| a~jvevwj _vK‡j big 

wUmy/Kvco w`‡q cwi®‥vi Kiæb| c«‡R±i hw` wdwRK¨vj W¨v‡gR nq ‡hgb- ‡Kvb Ask ‡fs‡M hvq, cy‡o 

hvq A_ev Gi Iqv‡iw›U wóKvi Zy‡j ‡d‡jb| Iqv‡iw›U _vKvKvjxb mg‡q c«‡R±‡i ‡Kvb ai‡Yi mgm¨v 

‡`Lv w`‡j ïay gvÎ weµ‡qvËi ‡mev c«`vbKvixi Kv‡Q GwU wb‡q hv‡eb| Ab¨‡KD GwU ‡givg‡Zi ‡Póv 

Ki‡j Avcbvi Iqv‡iw›U evwZj n‡q ‡h‡Z cv‡i| 
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B›Uvi‡bU 

B›Uvi‡b‡Ui e¨venvi 

‡Kvb wKQy mvP© Kiv 

1| Avcbvi Kw¤úDUv‡ii I‡qe eªvDRvi (B›Uvi‡bU G·‡cøvivi, gwRjv dvqvid·, ¸Mj µg BZ¨vw`) 

I‡cb Kiæb| 

2| I‡qe eªvDRv‡ii G‡W«m ev‡i www.google.com wjLyb Ges Enter Key press Kiæb| 

3| Gevi mvP© e‡· ‡h wel‡q mvP© Ki‡Z Pvb Zv wjLyb Ges mvP© evU‡b wK¬K Kiæb A_ev Enter Key 

press Kiæb| 

4| cª`wk©Z djvdj ‡_‡K Avcbvi cQ›`gZ ‡cR wj‡¼ wK¬K Kiæb| 

 

4| ‡Kvb wel‡qi Qwe PvB‡j ÔwPÎÕ ‡Z wK¬K Kiæb| Gfv‡e Avcwb wfwWI, gvbwPÎ, msev` BZ¨vw` wel‡q 

Z_¨ cv‡eb| 

5| GQvivI www.youtube.com Avcbvi cª‡qvRb Abyhvqx wewfbœ wel‡qi Dci wfwWI mvP© Ki‡Z 

cvi‡eb| 

 

BDwUDe mvP© 

‡Kvb wel‡qi wfwWI ‡`Lvi/WvDb‡jvW Kivi Rb¨ BDwUDe GKwU Rbwcªq I‡qemvBU| BDwUD‡e ‡Kvb 

wfwWI ‡LvRvi Rb¨ cª_‡g I‡qe eªvDRv‡ii gva¨‡g www.youtube.com wVKvbvq cª‡ek Ki‡Z n‡e| 

Gici BDwUD‡ei mvP© e‡· KvswÿZ welqwU mvP© e‡· wj‡L mvP© evU‡b ‡cªm Ki‡j A_ev wK‡evW© 

GiG›Uvi wK Pvc‡j BDwUD‡e mswkøó wfwWI mg~n cª`k©b Ki‡e| 
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¸‡Mvj g¨vc mvP©t 

B›Uvi‡bU e¨venvi K‡i ¸Mj g¨v‡ci gva¨‡g Avgiv ‡h‡Kv‡bv  ̄v‡bi g¨vc, GK RvqMv ‡_‡K Ab¨ RvqMv 

hvIqvi iv Í̄v, c×wZ, ~̀iZ¡, wbKUeZ©x  ̄vb I ¯ vcbv m¤úwK©Z Z_¨ ‡c‡Z cvwi| G Rb¨ ¸Mj g¨v‡ci mvP© 

e‡· cª‡qvRbxq  ̄v‡bi bvg wj‡L GB ‡mev cvIqv hv‡e|URL wU n‡”Q www.maps.google.com 

 

wPÎ AbymÜvbt 

B›Uvi‡b‡Ui gva¨‡g cª‡qvRbxq wel‡qi Qwe Ly‡R ‡ei Kiv GKwU `iKvwi I Kvh©Kvix welq| ¸M‡ji 

gva¨‡gB GB ‡mev cvIqv hv‡e| GRb¨ ¸Mj wPÎ AbymÜvb ev GoogleImage ‡mevi gva¨‡g cª‡qvRbxq 

wPÎ Ly‡R ‡ei Kiv hv‡e| 

http://www.maps.google.com/
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B-‡gBj A¨vKvD›U ‣Zwi Kivt 

1| I‡qe eªvDRv‡ii G‡Wªm ev‡i http://www.gmail.com wjLyb 

Ges Enter Key press Kiæb 

2| GLv‡b Create an account/bZyb A¨vKvD›U ‣Zwi ‡jLvwU‡Z wK¬K 

Kiæb| 

GLb ‡h Z_¨ ¸‡jv ‡P‡q‡Q ‡m Z_¨ ¸‡jv fv‡jvfv‡e c~ib Kiæb| 

‡hgbt 

Name/bvgGi N‡i Avcbvi bvg wjLyb| 
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Choose your user name/e¨enviKvixi bvg ev B-‡gBj wVKvbv Gi N‡i Avcwb ‡h B‡gBj G‡WªmwU 

Lyj‡Z Pvb ‡mwU ‡jLyb| 

 

Create a password/cvmIqvW© Gi a‡i me©wbgœ 8 A¶‡ii GKwU cvmIqvW© w`b| (Aek¨B g‡b 

ivL‡eb) 

 

Confirm your password/cvmIqvW© wbwðZ Kiæb Gi N‡i 3bs G ‡h cvmIqvW©wU w`‡qwQ‡jb ‡mwU 

cybivq wjLyb| 

 

Birthday/Rb¥w`bGi N‡i Avcbvi Rb¥ ZvwiL w`b| 

 

Gender Gi N‡i Avcbvi wj½ wbe©vPb Kiæb| (‡Q‡j n‡j Male, ‡g‡q n‡j Female, Z…Zxq wj‡½i 

n‡j Other w`b)| 

3| Mobilephone/‡gvevBj ‡dvb Gi N‡i Avcbvi ‡gvevBj bv¤̂viwU wjLyb| 

YourCurrentemailaddress/eZ©gvb B-‡gBj wVKvbv NiwU Lvwj ivLyb| 

4| Proveyouarenotarobot/Avcwb ‡iveU bb c«gvb Kiæb Gi wb‡P Skipthisverification/ 

hvPvBKiYwU Gwo‡q hvb ‡jLv Av‡Q Zvi evgcv‡k ‡`Lyb GKUy eM©vK…wZi Ni Av‡Q (Qwe‡Z ‡`Lyb)| ‡mwU‡Z 

wUK wPý w`b| (wK¬K Ki‡jB wUK wPý G‡m hv‡e)| 

5| Location/Ae  ̄vb wbe©vPb (wm‡j±) Kiv bv _K‡j Bangladesh (evsjv‡`k) wbe©vPb Kiæb| 

6| IagreetheGoogletermsofservicesandprivacypolicy/Avwg ¸‡Mv‡ji cwi‡mevi kZ©vw` I 

‡MvcbxqZvi bxwZi mv‡_ GKgZ G wUK wPý w`b| 

7| Zvici Continue A_ev Nextstep G wK¬K Kiæb| wKQy¶Y A‡c¶v Kiæb| wb‡Pi gZ Avm‡e| 

 

GLv‡b Phonenumber Gi N‡i Avcbvi ‡gvevBj bv¤̂viwU ‡jLvB _vK‡e| bv _vK‡j cybivq wj‡L 

w`b|Zvici Howshouldwesendyoucodes? Gi wb‡P Textmessage (SMS) AckbwU wbe©vPb 

Kiæb Ges Continue evU‡b wK¬K Kiæb| wKQy¶Y A‡c¶v Kiæb| wb‡Pi gZ Avm‡e| 
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GLb Avcbvi ‡gvevBj ‡`Lyb wb‡Pi ‡jLvi gZ GKUv ‡g‡mR G‡m‡Q| 

Your Google verification code is 348537 

Avcwb Avcbvi ‡gvevB‡j Avmv ‡KvWwU Enterverificationcode Gi N‡i wjLyb Ges Continue 

evU‡b wK¬K Kiæb| 

Avcbvi B-‡gBj GKvD›U ‡Lvjv n‡q ‡M‡Q| 

GLb Bbe‡· cª‡ek Avevi http://www.gmail.com G XzKyb| 

 

Dc‡ii Qwei gZ Avcbvi B-‡gBj Ges cvmIqvW© w`‡q Signin evU‡b wK¬K Kiæb| Zvn‡j Avcbvi B-

‡gBj GKvD‡›U XzK‡Z cvi‡eb| wb‡P ‡`Lyb| 
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B-‡gBj ‡PK Kiv I bZyb ‡gBj cvVv‡bv 

1| B-‡gBj G¨vKvD‡›U c«‡e‡ki ci Inbox wK¬K Ki‡j AvMZ ‡gB‡ji wj÷ ‡`Lv hv‡e, Ges cª‡qvRbxq 

B-‡gBj wK¬K K‡i I‡cb Kiv hv‡e| 

 

2| bZyb B-‡gBj cvVv‡Z n‡j Compose evU‡b wK¬K Ki‡Z n‡e| Gici ‡h DB‡Ûv I‡cb n‡e Zvi 

As‡k cªvc‡Ki B-‡gBj G‡W«m, mve‡R± G ‡gB‡ji welq Ges ‡g‡mR e‡· gyj ‡gBj wjL‡Z n‡e| ‡Kvb 

dvBj cvVv‡Z PvB‡j A¨vUvm evU‡b wK¬K K‡i dvBj cvVv‡bv hv‡e| 

 

 

 

 

 

 

 

 

 

DBwKwcwWqvi e¨venvit 

DBwKwcwWqv B›Uvi‡b‡U mymsMwVZ I wbfi‡hvM¨ Z‡_¨i GKwU Rbwcªq mvBU|GB mvB‡Ui gva¨‡g cªvq 

‡h‡Kvb wel‡qB cª‡qvRbxq Z_¨ cvIqv hvq| DBwKwcwWqvi g~j I‡qemvB‡U cª‡e‡ki ci mvP© e‡· 



61 

 

cª‡qvRbxq welq wj‡L mvP© w`‡jB KvswÿZ Z_¨ cvIqv hvq| DBwKwcwWqvi Z_¨ GKvwaK fvlvq cvIqv 

hvq| 

 

ev¯ZweKRxe‡b B›Uvi‡b‡Ui wKQy e¨venvit 

 Z_¨, Qwe, wfwWI, g¨vc AbymÜvb| 

 I‡qemvBU ‡`Lv| 

 AbjvBb msev` civ| 

 cwi¶vi djvdj, fwZ©, PvKixi Av‡e`b, wfmv, RvZxq cwiPq cÎ, Ki c«`vb, e¨vw¼s ‡jb‡`b 

wewfbœ miKvix  ‡emiKvwi ‡mev I Ab¨vb¨ bvMwiK ‡mev cªvwß| 

 mvwgwRK ‡hvMv‡hvM (‡dmeyK, UyBUvi)| 

 B-‡gBj Av`vb c«`vb I wewfbœ `vßwiK KvR| 

 mdUIq¨vi WvDb‡jvW| 

 AvDU‡mviwms| 

 

 

 

 

 

 

 

 

 

AbjvB‡b msev` cvV AbjvB‡b cvm‡cv‡U©i Av‡e`b 
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‡bUIqvK© 

 

‡bUIqvK© wK? 

GKvwaK Kw¤úDUvi hLb GKmv‡_ hy³ n‡q Z_¨ Av`vbcª`vb K‡i ZLb _v‡K ‡bUIqvK© e‡j| ‡bUIqvK© 

Kivi Rb¨ bby¨Zg ỳwU Kw¤úDUvi cª‡qvRb| 

 

‡bUIqv‡Ki c«Kvi‡f`t 

‡bUIqv‡K© mvaviYZ wZb fv‡M fvM Kiv hvq| 

 Local Area Network (LAN) 

 Metropolitan Area Network (MAN) 

 Wide Area Network (WAN) 

LAN: GKB wewìs Gi gv‡S Aew  ̄Z wewfbœ 

Kw¤úDUvi wb‡q MwVZ ‡bUIqvK©‡K ‡jvKvj Gwiqv 

‡bUIqvK© e‡j| GB ‡bUIqvK© Gi WvUv U«vÝdvi MwZ 

10GgwewcGm| GB ‡bUIqvK© G e¨eüZ wWfvBm¸‡jv 

n‡jv wiwcUvi, nve, ‡bUIqvK© B›Uvi‡dm BZ¨vw`| 

MAN: GKB kn‡ii g‡a¨ Aew¯ Z K‡qKwU j¨v‡bi mgš̂‡q MwVZ B›Uvi‡dm‡K ejv nq ‡g‡UªvcwjUb 

Gwiqv ‡bUIqvK©| G ai‡bi ‡bUIqvK© 50-75 gvBj ch©šÍ we Í̄„Z n‡Z cv‡i| GB ‡bUIqv‡K©i WvUv 

UªvÝdvi w¯úW wMMvweU cvi ‡m‡KÛ| G ai‡bi ‡bUIqvK© G e¨ewnZ wWfvBm ¸‡jv n‡jv ivDUvi, myBP, 

gvB‡µvI‡qf G‡›Ubv BZ¨vw`| 

WAN: ~̀ieZ©x j¨vbmg~‡K wb‡q M‡o DVv ‡bUIqvK©‡K IqvBW Gwiqv ‡bUIqvK© e‡j| G ai‡bi ‡bUIqvK© 

Gi WvUv UªvÝdvi ¯úxW 56 ‡KwewcGm ‡_‡K 1.544 GgwewcGm| WANMwZ ax‡i ax‡i cwieZ©b n‡”Q| 

G ai‡bi ‡bUIqv‡K© e¨eüZ wWfvBm¸‡jv n‡jv ivDUvi, g‡Wg, WANmyBP BZ¨vw`| 

‡bUIqvK© U‡cvjwRt 

GKwU Kw¤úDUvi Ab¨ Kw¤úDUv‡ii mv‡_ wK web¨v‡m mshy³ _v‡K Zv‡K ‡bUIqvK© U‡cvjwR e‡j| 

‡bUIqvK© U‡cvjwR 6 cªKvi, h_v - 

1|    evm U‡cvjwR (Bus Topology) 

2|    ÷vi U‡cvjwR (Star Topology) 

3|     wis U‡cvjwR (Ring Topology) 

4|     wUª U‡cvjwR (Tree Topology) 

5|     ‡gk U‡cvjwR (Mesh Topology) 

6|     nvBweªW U‡cvjwR (Hybrid Topology) 
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wPÎt wewfbœ ai‡bi UcjwR| 

 

AvBwc A¨v‡Wªmt 

AvBwc wK? 

wUwmwc/AvBwc ‡bUIq©v‡K cªwZwU ‡nv÷‡K GKwU b¤̂i w`‡q wb‡ ©̀k Kiv nq| GB b¤̂‡iB n‡jv AvBwc hv 32 

we‡Ui n‡q _v‡K| GB 32 weU, 8 weU K‡i 4wU fv‡M fvM Kiv _v‡K| 

AvBwc¸‡jv‡K 5wU fv‡M fvM Kiv n‡q‡Q| 

1. K¬vm-G 

2. K¬vm-we 

3. K¬vm-wm 

4. K¬vm-wW 

5. K¬vm-B 

 

 

K¬vm-G 

‡bU ‡nv÷ ‡nv÷ ‡nv÷ 

8 weU 8 weU 8 weU 8 weU 

 

ïiæ: 0‡kl: 127 

‡hme AvBwc G‡W«‡mi cª_g weU ïb¨ (0) ‡m¸‡jv K¬vm-G Gi AšÍ©MZ| Gai‡bi AvBwc Gi ‡¶‡Î cª_g 8 

weU ‡bUIqvK© AvBwW Avi evwK 24 weU ‡nv÷ AvBwW| 
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hw` ‡bUIqvK© AvBwW Gi msL¨v Kg Avi ‡nv÷ AvBwWi msL¨v ‡ewk cª‡qvRb nq Zvn‡j Avgiv K¬vm-G Gi 

AvBwc wm‡j± Kie| 

K¬vm-we 

‡bU ‡bU ‡nv÷ ‡nv÷ 

8 weU 8 weU 8 weU 8 weU 

ïiæ: 128‡kl: 191 

GB K¬v‡mi AvBwc G‡W«‡mi cª_g ỳBwU we‡Ui gvb n‡e 10| Gai‡bi AvBwc Gi ‡¶‡Î cª_g 16 weU 

‡bUIqvK© AvBwW Avi evwK 16 weU ‡nv÷ AvBwW| 

hw` ‡bUIqvK© AvBwW Gi msL¨v ‡h iKg cª‡qvRb cvkvcvwk ‡nv÷ AvBwWi msL¨vI cªvq mgcwigvb 

cª‡qvRb nq Zvn‡j Avgiv K¬vm we Gi AvBwc wm‡j± Kie| 

 

K¬vm-wm 

 

‡bU ‡bU ‡bU ‡nv÷ 

8 weU 8 weU 8 weU 8 weU 

 

ïiæ: 192‡kl: 223 

GB K¬v‡mi AvBwc G‡W«‡mi cª_g wZbwU we‡Ui gvb n‡e 110| Gai‡bi AvBwc Gi ‡¶‡Î c ª_g 24 weU 

‡bUIqvK© AvBwW Avi evwK 8 weU ‡nv÷ AvBwW| hw` ‡bUIqvK© AvBwW Gi msL¨v ‡ewk Avi ‡nv÷ AvBwWi 

msL¨v Kg cª‡qvRb nq Zvn‡j Avgiv K¬vm-wm Gi AvBwc wm‡j± Kie| 

K¬vm-wW 

GwU GKwU we‡kl ai‡bi K¬vm hv‡K ejv nq gvwëKv÷ ‡bUIqvK©| ‡Kvb ‡nv÷ ‡bUIqv‡Ki mKj 

ivDUvi‡K Ly‡R cvIqvi Rb¨ G ai‡bi AvBwc e¨ewnZ nq| GB K¬vm 224 ‡_‡K 239 ch©šÍ| 

 

K¬vm-B 

GB K¬v‡mi AvBwc ¸‡jv mvaviYZ ‣eÁvwbKM‡elbv Kv‡R e¨ewnZ n‡q_v‡K| GB K¬vm 240 ‡_‡K 255 

ch©šÍ| 

GKwU welq Rvbv _vKv `iKvi AvBwc 2 ai‡bi n‡q _v‡K | 

1) c«vB‡fU AvBwc 

2) cvewjK AvBwc 

cªvB‡fU AvBwc Gi ‡iÄ n‡jv 

K¬vm G Gi ‡¶‡Î-10.0.0.1 ‡_‡K 10.255.255.254 

K¬vm we Gi ‡¶‡Î-172.16.0.1 ‡_‡K 172.31.255.254 

K¬vm wm Gi ‡¶‡Î-192.168.0.1 ‡_‡K 192.168.255.254 

 

GQvov evwK AvBwc ¸‡jv n‡jv cvewjK AvBwc| 
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Uªvejm¨yU 

Kw¤úDUv‡i cvIqvi mgm¨v n‡j KiYxqt 

 cÖ_‡g cvIqvi K¨vej †PK Ki‡Z n‡e| 

 cvIqvi mvcøvB BDwbU wVK Av‡Q wK bv †PK Ki‡Z n‡e| 

 

wmwcBD Pvjy wKš‘y gwbU‡i wWm‡cø cÖ`wkZ bv n‡j hv KiYxqt 

 i¨vg wVKgZ gv`vi‡ev‡W©i ¯øU G jvMv‡bv Av‡Q wK bv †PK Ki‡Z n‡e| 

 wfwRG K¨vej wVKgZ mwcBD G jvMv‡bv Av‡Q wK bv †PK Ki‡Z n‡e| 

 Gi c‡iI wWm‡cø cÖ`wkZ bv n‡j i¨vg KbU¨v± wK¬bvi Øviv cwi®‥vi Ki‡Z n‡e| 

 Dc‡iv³ cÖwµqv AbymiY Kivi ci i¨vg G wfwRG K¨vej wVK _vK‡j Zvic‡iI wWm‡cø cÖ`wk©Zbv 

n‡j Zvn‡j eyS‡Z n‡e gv`vi‡ev‡W©i mgm¨v Av‡Q| 

 

Kw¤úDUvi eyU bv wb‡j hv KiYxqt 

 gv`vi‡ev‡W©i me cvIqvi K¨vej I mvUv K¨vej †PK Ki‡Z n‡e| 

 nvW©wW‡¯‥ dv÷© eyU wWfvBm wnmv‡e wm‡j± Ki‡Z n‡e| 

 Dc‡iv³ cÖwµqv AbymiY Kivi ciI hw` eyU wWw¯‥ †dBji nq Zvn‡j eyS‡Z n‡e 

nvW©wW‡¯‥imgm¨v Av‡Q| 

 

gwbU‡i eøy ¯‹ªxb Avmvi ci Kw¤úDUvi evievi Restart wb‡j hv KiYxqt 

mgm¨vwU g~jZt Kw¤úDUv‡ii nvW©Iq¨vi I mdUIq¨v‡ii AmvgÄ¨mZv n‡j †`Lv w`‡Z cv‡i| 

 i¨vg cwi®‥vi Ki‡Z n‡e| 

 i¨vg Gi ¯øU cvëv‡Z n‡e| 

 i¨vg wi‡cøm Ki‡Z n‡Z cv‡i| 

 cybivq Acv‡iwUs wm‡÷g Bb÷j Ki‡Z n‡Z cv‡i| 

 

‡bUIqvK© mgm¨v Ki‡j hv KiYxqt 

 LAN K¨vej Kw¤úDUv‡i I myB‡P wVK gZ jvMv‡bv Av‡Q wK bv †PK Ki‡Z n‡e| 

 LAN KvW© Gi WªvBfvi Install Kiv Av‡Q wK bv †PK Ki‡Z n‡e| 

 ConnectorwVK gZLANK¨ve‡j jvMv‡bv Av‡Q wK bv †PK Ki‡Z n‡e| 

 Dc‡iv³ cÖwµqv AbymiY Kivi ciI hw`LANAvBKb GKwUf bv n‡q njy` AvBKbG †kv K‡i 

Zvn‡j eyS‡Z n‡e †h IP Ab¨ †Kvb Kw¤úDUv‡ii IP Gi mv‡_ Kbwdø± (Conflict)Ki‡Z‡Q wK 

bv †PK Ki‡Z n‡e| 
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Kx‡evW©/ gvDm KvR bv Ki‡j hv Kibxqt 

 Kx‡evW©/ gvD‡mi ‡cvU© Ly‡j cybivq ms‡hvM Ki‡Z n‡e Ges c«‡qvR‡b Kw¤úDUvi cybivq wi÷vU© 

Ki‡Z n‡e| 

 

Kw¤úDUvi n¨vs Ki‡j Kibxqt 

 wK‡ev‡Wi Ctrl+Alt+Del wZbwU wK GKmv‡_ Pvc‡Z n‡e, Gid‡j TaskManager bv‡gi 

GKwU G¨vwcø‡Kkb I‡cb n‡e| Gici ‡h mdUIq¨vi KvR Ki‡Q bv Not Responding‡`Lv‡”Q 

Zv wm‡j± K‡i EndTask Pvc‡Z n‡e| hw` ‡Kvb ‡¶‡Î Kw¤úDUvi G‡Kev‡iB KvR bv K‡i ‡m 

‡¶‡Î wi÷vU© w`‡Z n‡e| 

 

B›Uvi‡b‡Ui fvBivm ‡_‡K evuPvi Dcvqt 

mgvavbt Kw¤úDUvi fvBivm AvµvšÍ n‡j wcwm gv‡S gv‡S n¨vs Ki‡Z cv‡i, KLbev wi÷vU© wb‡Z cv‡i| 

Avevi nVvr K‡i A™¢yZ ‡Kv‡bv ‡g‡mRI Avm‡Z cv‡i| m‡e©vcwi wcwm ‡¯øv n‡q hv‡e| 

hw` Avcwb Windows 7 e¨envi K‡i _v‡Kb Zvn‡j gvB‡µvmd‡Ui wdª wmwKDwiwU G‡mbwkqvj h‡_ô 

fv‡jv KvR Ki‡Z m¶g| Avi G·wc wKsev wfmZvq Avjv`v ‡Kv‡bv Gw›UfvBivm e¨envi KivUvB ‡kªq| 

Z‡e ‡hUvB e¨envi Kiæb bv †Kb Zv wbqwgZ nvjbvMv` Ki‡Z n‡e| Avi B›Uvi‡bU bv ey‡S ‡h‡Kv‡bv 

mvB‡U wM‡qB ‡iwR‡÷ªkb Ki‡eb bv| Zv‡Z fvBivm msµg‡Yi SyuwK ev‡o| wKQy Rbwcªq 

AntivirusSoftware Gi bvg-Avast, Avira, Norton, Kaspersky. 
 

wcwm evievi wi÷vU© n‡”Qt 

mgvavbt A‡bK mgqB GB mgm¨v ‡`Lv hvq| Kv‡Ri mgq hLb ZLb wcwm wi÷vU© n‡”Q| A_ev DB‡ÛvR 

‡jvW n‡qB Avevi wi÷vU© Ki‡Q| wewfbœ Kvi‡Y GB mgm¨v n‡Z cv‡i| Avmyb ‡`‡L wbB KviY¸‡jv- 

 mvaviYZ fvBivm Avµg‡Yi Kvi‡Y GgbwU nq| ZvB Gw›UfvBivm BÝUj K‡i wcwm ¯‥¨vb Kiæb| 

Zv‡ZI KvR bv n‡j DB‡ÛvR wi-BÝU‡jkb Qvov MwZ ‡bB| 

 B›Uvi‡bU AcwiwPZ ‡gBj, GUvP‡g›U, ‡g‡mR I‡cb Kiv ‡_‡K weiZ _vKyb| KviY Gfv‡eB 

fvBivm ‡ewk Qovq| 

 i¨v‡gi mgm¨v ev wfbœ wfbœ evmw¯ú‡Wi i¨vg _vK‡j GgbwU n‡Z cv‡i| GKB evm w¯ú‡Wi i¨vg 

memgq e¨envi Ki‡eb| 

 gv‡S gv‡S ‡Kv‡bv mdUIq¨vi BÝU‡jk‡bi Kvi‡YI GB mgm¨v ‡`Lv w`‡Z cv‡i| Kv‡RB g‡b 

Kiæb GB mgm¨v Kivi Av‡M ‡Kvb KvRwU K‡iwQ‡jb| g‡b _vK‡j ‡mwU wigyf K‡i ‡djyb| 

 wcwm‡Z bZyb mshy³ ‡Kv‡bv nvW©Iq¨vi Kbwd¬‡±i Kvi‡YI GwU n‡Z cv‡i| GgZve¯ vq nvW©Iq¨viwU 

Ly‡j WªvBfvi AvbBÝUj Kiæb| 

 wmwcBDi hš¿vs‡k ayjvevwj Rg‡jI GgbwU n‡Z cv‡i| ZvB wbqwgZ Kw¤úDUvi cwi®‥viI hZUv 

m¤¢e ï®‥ VvÛv ¯ v‡b ivLyb| 

 ev‡qv‡m wmwcBD d¨v‡bi ‡cªvdvB‡j mgm¨vi Kvi‡bI GUv n‡Z cv‡i|nq‡Zv Avcbvi d¨vb 

‡cªvdvBj mvB‡j›U K‡i ivLv, GKvi‡b `iKvwi ‡nfxI‡qU Kv‡Ri mgq wmwcBD ch©vß Zvc wbM©gb 

Ki‡Z bv ‡c‡i wcwm wi÷vU© ‡bq| G‡¶‡Î ev‡qv‡m wM‡q d¨vb ‡cªvdvBj Bw›Uwj‡R›U ev Uv‡e©v K‡i 

w`b| 

 Avi ‡fv‡ëR DVvbvgvi Kvi‡YI GgbUv n‡Z cv‡i| GRb¨ BDwcGm e¨envi Kiæb| 
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Kw¤úDUv‡ii cwiPh©vt 

c«wZw`b hv Kiv `iKvit 

 cªwZw`b ay‡jvevwj gyQ‡Z n‡e| 

 e¨env‡ii mgq we ỳ¨wZK ms‡hvM Gi e¨vcv‡i m‡PZb _vK‡Z n‡e| 

 Kw¤úDUvi ‡Uwe‡ji Av‡kcvk cwi®‥vi ivL‡Z n‡e| 

 e¨env‡ii ci Kw¤úDUvi ‡W‡K ivL‡Z n‡e| 

 gvÎvwZwi³ mgq Kw¤úDUvi Pvjv‡bv ‡_‡K weiZ _vKzb| 

 Av`ªZv m¤ú‡K© m‡PZb _vKv| 

 

c«wZ mßv‡n hv GKevi Kiv `iKvi: 

 Kw¤úDUv‡ii Av‡kcvk fvjgZ cwi®‥vi ivLv| 

 Gw›U÷¨vwUK Ges a~jv ‡kvlK Kvco w`‡q Kw¤úDUv‡ii ‡W¯‥,‡kjd gyQv| 

 Kw¤úDUvi ‡Uwe‡ji Dci _vKv KvRMcÎ,cwÎKv BZ¨vw` ¸wQ‡q ivLv| 

 wW¯‥ WªvB‡fi wiW ‡nW cwi®‥vi Kiv| 

 gwbU‡ii wWm‡cø cwi®‥vi ivLv| 

 ¯‥¨vbwW¯‥ ‡cªvMªvg Pvjbv Kiv| 

 wbqwgZ fvBivm ¯‥¨vb Kiv| 

cªwZgv‡m hv AšÍZt GKevi Kiv `iKvit 

 wWdª¨vM‡g‡›Ukb I ¯‥¨vb Kiv| 

 WªvB‡fi ‡nW cwi®‥vi ivLv| 

 Kw¤úDUvi Ly‡j wfZ‡ii Ask cwi®‥vi Kiv|Z‡e G ‡¶‡Î mZK© _vK‡Z n‡e|bv ‡R‡b ‡Kvb h‡š¿ 

nvZ bv ‡`IqvB DËg| 

 Wcª›Uvi,wK-‡evW©,gvDm cwi®‥vi Kiv| 

 ‡fw›U‡jkb wdëvi cix¶v Kiv| 

 Gw›UfvBivm ‡cªvMªvg Avc‡WU Kiv| 

 

cªwZ Qq gv‡m AšÍZt hv Kiv `iKvit 

 wmwW W«vB‡fi MwZ cix¶v K‡i Kg ‡ewk n‡j Zv wbqš¿Y Kiv| 

 wewfbœ ms‡hvM I ms‡hvM wcb cwi®‥vi Kiv| 

 cª‡qvRbxq mdU&Iq¨vi Avc‡WU ‡`Iqv| 

Kw¤úDUv‡ii Av‡kcv‡k ‡Kvb avZe c`v_© ivLv hv‡e bv Ges B‡jKwUªK kK ‡_‡K i¶v cvevi Rb¨ Aek¨B 

Kw¤úDUv‡ii ‣e ỳ¨wZK ms‡hvM e¨e  ̄vq Avw_©s _vKv DwPZ| 

 

Kw¤úDUv‡ii gva¨‡g Av‡qi c_t 

wcwWweGd evsjv‡`‡ki A_©bxwZ‡Z AvBwmwU‡K bZyb Av‡qi LvZ wnmv‡e mshy³ Kib Ges Z_¨ cªhyw³‡K 

MªvgxY Rb‡Mvôxi gv‡S cªmvi NwU‡q `vwi ª̀¨ we‡gvP‡b bZyb m¤¢vebvi Øvi Dgy³ Ki‡Z m‡Pó| G Rb¨ Z_¨ 

cªhyw³ welqK ‡h‡Kv‡bv ¶y` ª I gvSvwi e¨vemv I D‡`¨v³v‡`i mnvqZvi Rb¨ Avw_©K mnqvZv cª`vb K‡i 

_v‡K| 



68 

 

wbgœwjwLZ Lv‡Z wcwWweGd ‡_‡K mnvqZv ‡c‡Z cv‡ibt 

 AvDU‡mvwm©s, 

 B- mvwf©m (B‡gBj,wWwRUvj d‡Uv ÷ywWI,B›Uvi‡bU mvwf©m, wcªw›Us, ¯‥¨vwbs), 

 mvBevi K¨v‡d, 

 Kw¤úDUvi G‡·mwiR I cY¨ weµq, 

 Kw¤úDUvi Mªvwd· wWRvBb e¨vemv, 

 AbjvBb dig cyib, wfmv Av‡e`b, PvKixi Av‡e`b, fwZ© I djvdj, 

 Kw¤úDUvi mvwf©wms, 

 ‡gvevBj mvwf©wms I 

 Ab¨vb¨ ‡mev mg~n| 

‡klK_vt 
Pjgvb Rxe‡bi cªwZw`‡bi cªwZ”Qwe n‡jv Z_¨ I ‡hvMv‡hvM cªhyw³| GwU mvgvwRK ‡hvMv‡hv‡Mi Ab¨Zg 

gva¨g| ‡ewki fvM mvgvwRK, ‡hvMv‡hv‡M Avgiv Z_¨ I ‡hvMv‡hvM cªhyw³ cª‡qvM K‡i _vwK| cªK…Zc‡¶ 

Z_¨ I ‡hvMv‡hvM cªhyw³ GK ai‡bi GKxf~Z ‡hvMv‡hvM e¨e  ̄v Ges ‡Uwj‡hvMv‡hvM, Kw¤úDUvi ‡bUIqvK© 

I Zrm¤úwK©Z G›UvicªvBR mdUIq¨vi, wgWjIq¨vi Z_¨ msi¶Y, AwWI-wfwWI wm‡÷g BZ¨vw`i 

mgš̂‡qMwVZ Ggb GK ai‡bi e¨e¯ v hvi gva¨‡g GKRb e¨enviKvix Lye mn‡R Z_¨ MªnY, msi¶Y, 

mÂvjb I we‡kølY Ki‡Z cv‡i|  
GB Lv‡Z evsjv‡`‡ki Ae  ̄vb ZZUv …̀p bv n‡jI GB Lv‡Z Lye wkMwMi evsjv‡`k GwM‡q hv‡e Ges 

wek¦Mªv‡gi Ab¨Zg Askx`vi wn‡m‡e wb‡R‡K Zy‡j ai‡Z cvi‡e| Avi G ‡¶‡Î Avgv‡`i me‡P‡q eo kw³ 

n‡”Q evsjv‡`‡ki wkw¶Z I cªhyw³wbf©i ZiæY I hyekw³|  

mg‡qi mv‡_ Zvj wgwj‡q wcwWweGd Z_¨ I ‡hvMv‡hvM cªhyw³‡Z …̀p Ae  ̄vb M‡o Zyj‡Q| Awdm 

A‡Uv‡gkb, gvbe m¤ú` e¨e¯ vcbv, wnmve cwiPvjbv mn mKj Kvh©µ‡g Z_¨ cªhyw³ e¨en„Z n‡”Q| ‡`‡ki 

myweav‡fvMx c«Z¨šÍ M«vg ‡_‡K kn‡i Avcvgi gvby‡liKv‡Q Z_¨ cªhyw³i gva¨‡g †mevi cwiwa m¤úªmvwiZ 

n‡”Q|  

ÔwWwRUvj wcwWweGdÕ AM«hvÎv‡K AviI MwZkxj Kivi j‡¶¨ G msµvšÍ wewfbœ Kvh©µg nv‡Z ‡bIqv n‡”Q| 

wWwRUvjc«hyw³ e¨envi K‡i wcwWweGd ª̀~ZMwZ‡Z RbM‡Yi g‡a¨ ‡mevg~jK Kvh©µg ‡c․u‡Q w`‡”Q| mywbw ©̀ó 

cwiKíbv Ges Zvi ev Í̄evq‡bi gva¨‡g evsjv‡`k‡K ¶yavgy³, `vwi ª̀¨gy³, mywkw¶Z, my`¶ Ges mg…×kvjx 

‡`k wn‡m‡e M‡o ‡Zvj‡ZwcwWweGd Gi GKSvuK `¶ Kg©x wbijm cª‡Póv K‡i hv‡”Q|  

Avcbvi ‡h ‡Kvb civgk© I mvnv‡h¨i Rb¨ PDBF Website (www.pdbf.gov.bd) A_ev 

Facebook fan page(https://www.facebook.com/pdbffamily)‡Zvisit Kiæb| 


