
 

 

BDwbU 5 mvaviY c¨v‡KR †cÖvMÖvgmg~n 

Kw¤úDUvi cÖK…Zc‡¶ GKwU hš¿  we‡kl| Zv‡K Kv‡R jvMv‡bvi Rb¨ mywbw`©ó KZ¸‡jv 
wb‡ ©̀kgvjv ev †cÖvMÖvg cÖ‡qvRb nq| Kw¤úDUv‡ii fvlvq †cÖvMÖvg GKwU e¨vcK welq| 
Kw¤úDUvi†cÖvMÖvg‡K `ywU fv‡M fvM Kiv hvq Zv n‡jv− mgm¨v mgvav‡bi Rb¨ e¨envwiK †cÖvMÖvg 
Ges Kw¤úDUv‡ii wbR¯^ wbqš¿‡Yi Rb¨ †cªvMÖvg|  
 
e¨envwiK mgm¨v mgvav‡bi Rb¨ D™¢vweZ Ges evwYwR¨K wfwË‡Z cÖPwjZ Kw¤úDUv‡ii †cÖvMÖvg‡K 
c¨v‡KR †cÖvMÖvg e‡j| G RvZxq e¨envwiK †cÖvMÖv‡g wewfbœ mgm¨vi mgvavb I †mB mv‡_ 
bvbvwea myweav m¤^wjZ _v‡K| wewfbœ Kw¤úDUvi†cÖvMÖvg wbg©vZv cÖwZôvb G ai‡bi †cÖvMÖvg cÖ¯‘Z 
K‡i _v‡K| h_v− 

1| IqvW© cÖ‡mwms mdUIq¨vi †hgb− IqvW© cvi‡d±, Gg Gm IqvW© BZ¨vw` 

2| WvUv †eR mdUIq¨vi †hgb− wW‡eR, d·‡cÖv, wK¬cvi BZ¨vw` 

3| †¯úªW wkU welqK mdUIq¨vi †hgb− †jvUvm, Gg Gm G‡·j BZ¨vw` 
4| cwimsL¨vb welqK mdUIq¨vi †hgb− Gg Gm G‡·j, Gm wc Gm Gm BZ¨vw` 

 
cvV 5.1 evsjv IqvW© cÖ‡mwms mdUIq¨vi cwiwPwZ  

G cvV †k‡l Avcwb Ñ 
■ Gg Gm IqvW© e¨envi K‡i IqvW© cÖ‡mwms Gi KvR Ki‡Z cvi‡eb| 
■ Gg Gm IqvW© e¨env‡ii myweavmg~n m¤ú‡K© Rvb‡Z cvi‡eb| 

 
IqvW© cÖ‡mwms mdUIq¨vi (Word Processing Software) 

mn‡R Ges DbœZ c×wZ‡Z WKz‡g›U cÖ¯‘ZKiY, m¤úv`bv, WKz‡g‡›Ui MVb wba©viY, msi¶Y 
BZ¨vw` Kv‡R e¨eüZ c¨v‡KR †cÖvMÖvg‡K IqvW© cÖ‡mwms mdUIq¨vi c¨v‡KR e‡j| IqvW© 
cÖ‡mwms mdUIq¨v‡ii mvnv‡h¨ wPwV-cÎ, wi‡cvU© Ges Ab¨vb¨ WKz‡g›U B‡j±ªwbK c×wZ‡Z ˆZwi 
Kiv hvq| welqe¯‘ GKevi Kw¤úDUv‡i cÖ‡ek Kiv‡bvi ci m¤ú~Y© †jLv‡K ïw×KiY, bZzb wKQy 
†hvM Kiv ev cyivZb wKQy ev` †`qv BZ¨vw`i KvR mn‡RB Ges †h †Kvb msL¨Kevi Kiv hvq|  
 
GKwU IqvW© cÖ‡mwms mdUIq¨vi w`‡q wb‡Pi KvR¸‡jv Kiv nq 
K) bZzb WKz‡g›U ˆZwi I m¤úv`bv 
L) cyivZb WKz‡g›U m¤úv`bv  
M) WKz‡g›U msi¶Y 
N) WKz‡g›U wcÖw›Us 
 
IqvW© cÖ‡mwms‡q wb¤œwjwLZ DcKiYmg~n mPivPi e¨eüZ nq 
K) Kw¤úDUvi (Computer) 

L) wK‡evW© (Keyboard) 

M) wcÖ›Uvi (Printer) 
N) Z_¨ aviK ev †g‡gvix (Memory) 

 

mn‡R Ges DbœZ c×wZ‡Z 
WKz‡g›U cÖ¯‘ZKiY, m¤úv`bv, 
WKz‡g‡›Ui MVb wba©viY, 
msi¶Y BZv¨vw` Kv‡R e¨eüZ 
c¨v‡KR †cÖvMÖvg‡K IqvW© 
cÖ‡mwms mdUIq¨vi c¨v‡KR 
e‡j| 

BDwbU 5 
mvaviY c¨v‡KR 

†cÖvMÖvgmg~n 
 

 

e¨envwiK mgm¨v mgvav‡bi 
Rb¨ D™¢vweZ Ges evwYwR¨K 
wfwË‡Z cÖPwjZ Kw¤úDUv‡ii 
†cÖvMÖvg‡K c¨v‡KR †cÖvMÖvg 
e‡j| 
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wPÎ 5.1 t IqvW© cÖ‡mwms‡q e¨eüZ DcKiYmg~n 
 
eZ©gv‡b Awd‡m, e¨emv cÖwZôv‡b UvBc †gwkb Gi cwie‡Z© IqvW© cÖ‡mwms mdUIq¨vi m¤^wjZ 
Kw¤úDUvi e¨eüZ n‡”Q| evox‡Z cv‡m©vbvj Kw¤úDUv‡i IqvW© cÖ‡mwms mdUIq¨vi c¨v‡KR 
e¨vcKfv‡e e¨eüZ n‡”Q| wcÖw›Us †cÖm Ges cªKvkbv wk‡í GB mdUIq¨vi e¨envi AZ¨vek¨K 
n‡q c‡o‡Q| 
 
IqvW© cÖ‡mwms mdUIq¨vi e¨env‡ii myweavmg~n 
1. IqvW© cÖ‡mwms mdUIq¨vi e¨envi K‡i DbœZgv‡bi †jLvmvgMÖx cÖ¯‘Z Kiv hvq| 

2. G‡Z WKz‡g›U m¤úv`bv, cwiea©b, cwigvR©b KvR A‡bK mn‡R Kiv hvq| 

3. k‡ãi evbvb fzj ev jvB‡bi e¨KiYMZ fzj wbY©q Kiv hvq| 

4. D”Qvbyhvqx WKz‡g‡›Ui MVbMZ wewfbœ ÷vBj ev wWRvBb cÖ`vb Kiv m¤¢e| 

5. GKevi cÖ¯‘ZK…Z WKz‡g›U †g‡gvix‡Z aviY Kiv hvq Ges cieZx©‡Z †h †Kvb msL¨Kevi 
e¨envi Kiv hvq| 

6. GKevi cÖ¯‘ZK…Z WKz‡g›U n‡Z †h †Kvb msL¨K Kwc wcÖ›U Kiv hvq| 
 
Kxfv‡e IqvW© cÖ‡mwms mdUIq¨vimg~n KvR K‡i 
G c×wZ‡Z Kw¤úDUv‡ii w¯ŒbwU‡K GKwU KvMR wn‡m‡e aiv †h‡Z cv‡i| hLb wK‡ev‡W©i 
gva¨‡g †Kvb eY© UvBc Kiv nq ZLb Zv Kw¤úDUv‡ii w¯Œ‡b cÖ`wk©Z nq Ges cÖK…Zc‡¶ 
†g‡gvix‡Z Ae¯’vb K‡i| IqvW© cÖ‡mwms mdUIq¨vi c¨v‡K‡R GKwU Kvimi (Cursor) w¯Œ‡b 
†`Lv hvq| cieZx© eY©wU w¯Œ‡bi †Kv_vq wjwce× n‡e Kvim‡ii Ae¯’vb †m ¯’vb‡KB wb‡`©k 
K‡i| wK‡ev‡W©i Kvimi Kx (Key) ¸‡jv, h_v, ↑, ↓, ←, → e¨envi K‡i h_vµ‡g WKz‡g‡›Ui 
Dc‡i, wb‡P, ev‡g Ges Wv‡b bov-Pov Kiv nq| Kvimi Kx e¨envi K‡i WKz‡g‡›Ui Dci †_‡K 
wb‡P, ev wbP †_‡K Dc‡i bov-Pov Kiv‡K ¯Œwjs (Scrolling) e‡j| 

wK‡ev‡W©i gva¨‡g UvBc Ki‡Z _vK‡j eY©¸‡jv w¯Œ‡b cvkvcvwk cÖ`wk©Z n‡Z _v‡K| w¯Œ‡b 
cvkvcvwk wbw ©̀ó msL¨K eY© aviY Ki‡Z cv‡i| hw` jvB‡bi †k‡l GKwU k‡ãi ¯’vb msKzjvb bv 
nq Zvn‡j kãwU ¯^qswµqfv‡e cieZx© jvB‡b †b‡g Av‡m| GB cªwµqv‡K e‡j IqvW© i¨vwcs 

wK‡ev‡W©i Kvimi Kx¸‡jv, 
e¨envi K‡i WKz‡g‡›Ui Dc‡i, 
wb‡P, ev‡g Ges Wv‡b bov-Pov 
Kiv nq| 

 

Kw¤úDUvi 

Z_¨aviK wcÖ›Uvi 

wK‡evW© 
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(Word Wraping)| GQvovI Avgiv G›Uvi Kx (Enter Key) †P‡c cieZx© jvB‡b †b‡g Avm‡Z 
cvwi| UvBwcs cÖwµqvq †Kvb eY©, kã ev jvBb fzj n‡j IqvW© cÖ‡mwms mdUIq¨viwUi gva¨‡g 
Avgiv eY©wU, m¤ú~Y© kãwU ev m¤ú~Y© jvBbwU ¯^qswµqfv‡e gyQ‡Z cvwi| GB cÖwµqvwU‡K e‡j 
GwWwUs (Editing)| 

GKwU bZzb eY©, kã ev jvBb WKz‡g‡›Ui †h †Kvb ’̄v‡b ms‡hvM Ki‡Z PvB‡j GB mdUIq¨vi 
w`‡q Zv Kiv m¤¢e| mdUIq¨viwUi gva¨‡g ÔKvU GÛ †c÷Õ (Cut and Paste) myweav e¨envi K‡i 
WKz‡g‡›Ui GKwU Ask wbe©vwPZ K‡i Ab¨ Ae¯’v‡b wb‡q hvIqv hvq| hw` GKB eY©, kã ev jvBb 
evi evi †jLvi cÖ‡qvRb nq Zvn‡j eY©wU, kãwU ev jvBbwU GKevi wj‡L Zv‡Z ÔKwc GÛ †c÷Õ 
KgvÛ cÖ‡qvM K‡i GB djvdj †c‡Z cvwi| 

WKz‡g›U n‡Z †h †Kvb eY©, kã ev jvBb Luy‡R †ei Ki‡Z n‡j ev †Kvb eY©, kã ev jvB‡bi 
cwie‡Z© Ab¨ wKQy wjL‡Z PvB‡j ÔdvBÛ GÛ wi‡cømÕ (Find and Replace) KgvÛ e¨envi Kiv 
hvq| 

GQvovI wewfbœ KgvÛ e¨envi K‡i WKz‡g‡›Ui †mŠ›`h© ea©b Kiv hvq, WKz‡g‡›Ui k‡ãi fzj ev 
e¨KiYMZ fzj ï× Kiv hvq| WKz‡g›U‡K GKwU bv‡g Ô†mfÕ (Save) K‡i cieZx©‡Z e¨envi Kiv 
hvq| 

wb‡¤œ eûj e¨eüZ IqvW© cÖ‡mwms mdUIq¨vi , Gg Gm IqvW© Gi wPÎ †`Lv‡bv n‡jv− 
 
 
 
 
 

 
wPÎ 5.2 t Gg Gm IqvW© 

 
 

Uzjevi †gbyevi 

IqvW© cÖ‡mwms mdUIq¨viwUi 

gva¨‡g Avgiv eY©wU, m¤ž Y© 

kãwU ev m¤ž Y© jvBbwU 
¯^qswµqfv‡e gyQ‡Z cvwi| GB 
cÖwµqvwU‡K e‡j GwWwUs| 

UvB‡Ujevi 
 

Kvimvi c‡q›U 

fvwU©K¨vj ¯Œjevi 

nwiR›Uvj ¯Œjevi 
i€jvi 
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evsjvq IqvW© cÖ‡mwms 
evsjvq c~Y©v½ IqvW© cÖ‡mwms mdUIq¨vi GL‡bv ˆZwi nqwb| cÖPwjZ Bs‡iwR IqvW© cÖ‡mwms 
mdUIq¨v‡ii m‡½ e¨env‡ii Rb¨ B›Uvi‡dm ˆZwi n‡q‡Q| G ai‡bi B›Uvi‡dm¸‡jv 
gvB‡µvmdU& Iqv‡W© cÖ‡qvM K‡i evsjvq IqvW© cÖ‡mwms‡qi mKj myweav cvIqv m¤¢e| G‡Z 
DB‡Ûv‡R e¨envi Dc‡hvMx evsjv d›U _v‡K| D‡jøL‡hvM¨ wKQy evsjv B›Uvi‡dm n‡”Q, ÔweRqÕ, 
Ô†jLbxÕ, ÔcÖwkKvÕ, ÔcÖeZ©bÕ BZ¨vw`|  

eZ©gv‡b mvaviY Kw¤úDUv‡i Gg Gm IqvW© e¨envi e„w×i Ab¨Zg KviY n‡”Q G‡Z evsjv d‡›Ui 
AšÍfz©w³| evsjv mdUIq¨vihy³ IqvW© cÖ‡mwms c¨v‡KR¸‡jv †_‡K †h †Kvb AvKl©Yxq evsjv d›U 
wbe©vPb Kiv hvq| †mB mv‡_ evsjv wK‡evW© †hgb− weRq, †jLbx, RvwZq, gywbi, cÖeZ©b BZ¨vw`i 
†h †KvbwU wbe©vPb K‡i wK‡evW© Pvc‡j evsjv A¶i w¯Œ‡b †`Lv hv‡e|  

 
Abykxjb (Activity) t  evsjv IqvW© cÖ‡mwms mdUIq¨vi wn‡m‡e Gg Gm Iqv‡W©i e¨venvi wewa 
Av‡jvPbv Kiæb| 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
cv‡VvËi g~j¨vqb 5.1 

mvigg© t e¨envwiK mgm¨v mgvav‡bi Rb¨ D™¢vweZ Ges evwYwR¨K wfwË‡Z cÖPwjZ 
Kw¤úDUv‡ii †cÖvMÖvg‡K c¨v‡KR †cÖvMÖvg e‡j| Giƒ‡c IqvW© cÖ‡mwms mdUIq¨vi c¨v‡KR 
wn‡m‡e ejv hvq, Gg Gm IqvW©| mvaviYfv‡e IqvW© cÖ‡mwms Gi Kv‡R Kw¤úDUvi, wK‡evW©, 
wcÖ›Uvi Ges Z_¨ aviK ev †g‡gvix cÖ‡qvRb nq| Gg Gm Iqv‡W©i m‡½ evsjv B›Uvi‡dm 
e¨envi K‡i evsjvq IqvW© cÖ‡mwms KvR Kiv nq| G‡Z DB‡Ûv‡R e¨envi Dc‡hvMx evsjv d›U 
_v‡K| D‡jøL‡hvM¨ wKQy evsjv B›Uvi‡dm n‡”Q, ÔweRqÕ, Ô†jLbxÕ, ÔcÖwkKvÕ, ÔcÖeZ©bÕ BZ¨vw`| 

evsjv K‡qK ai‡bi B›Uvi‡dm 
gvB‡µvmdU& Iqv‡W© cÖ‡qvM 
K‡i evsjvq IqvW© cÖ‡mwms‡qi 
mKj myweav cvIqv m¤¢e| 

�

evsjv wK‡evW© †hgb− weRq, 
†jLbx, RvwZq, gywbi, cÖeZ©b 
BZ¨vw`i †h †KvbwU wbe©vPb 
K‡i wK‡evW© Pvc‡j evsjv 
A¶i w¯Œ‡b †`Lv hv‡e| 
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1|  mwVK DË‡ii cv‡k wUK wPý (�) w`b| 
K. jvB‡bi †k‡l GKwU k‡ãi ¯’vb msKzjvb bv n‡j kãwU ¯^qswµqfv‡e cieZx© 

jvB‡b †b‡g Avmvi cªwµqv‡K Kx ejv nq?  
1.   IqvW© i¨vwcs 
2.   GwWwUs 
3.   KvU GÛ †c÷ 
4.   dvBÛ GÛ wi‡cøm 

 
L. Kvimi Kx e¨envi K‡i WKz‡g‡›Ui Dci †_‡K wb‡P ev wbP †_‡K Dc‡i bov-Pov 

Kiv‡K Kx ejv nq? 
1.   IqvW© i¨vwcs 
2.   ¯Œwjs 
3.   GwWwUs 
4.   †mf 

 
M. wb‡¤œi †Kvb&wU IqvW© cÖ‡mwms mdUIq¨vi bq? 

1.   IqvW© cvi‡d±  
2.   †jvUvm 
3.   IqvW© ÷vi 
4.   Gg Gm IqvW© 

 
2| mZ¨ n‡j ÔmÕ Ges wg_¨v n‡j ÔwgÕ wjLyb| 

K. evsjv IqvW© cÖ‡mwms mdUIq¨vi w`‡q WKz‡g‡›Ui †h †Kvb ¯’v‡b GKwU bZzb eY©, 
kã ev jvBb ms‡hvM Kiv m¤¢e bq| 

L. cÖ¯‘ZK…Z WKz‡g›U n‡Z †h †Kvb msL¨K Kwc wcÖ›U Kiv hvq| 
 

3| k~b¨¯’vb c~iY Kiæb| 
K. Kw¤úDUvi‡K Kv‡R jvMv‡bvi Rb¨ mywbw`©ó KZ¸‡jv - - - - - - - -  cÖ‡qvRb 

nq| 
L. IqvW© cÖ‡mwms‡q - - - - - - - - - - - mPivPi e¨eüZ nq| 

 
4| GK K_vq ev ev‡K¨ DËi w`b| 

K. IqvW© cÖ‡mwms mdUIq¨vi c¨v‡KR Gi g~j KvR Kx? 
L. gvB‡µvmdU& Iqv‡W© e¨envi Dc‡hvMx evsjv B›Uvi‡d‡mi bvg wjLyb| 

 
 
 
 
 
 
 
 
 
 
cvV 5.2 mvaviY WvUv‡eR mdUIq¨vi cwiwPwZ 
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G cvV †k‡l Avcwb Ñ 
■ mvaviYfv‡e WvUv‡eR mdU&Iq¨v‡ii mv‡_ cwiwPZ n‡eb| 
■ WvUv‡eR c¨v‡KR e¨env‡ii myweavw` Rvb‡Z cvi‡eb| 
■ WvUv‡eR c¨v‡KRmg~n e¨envi c×wZ Rvb‡Z cvi‡eb| 

 
Kw¤úDUvi Zvi †g‡gvix‡Z wewfbœ iK‡gi Z_¨ ev DcvË aviY K‡i iv‡L, †hgb− e¨w³i bvg,  
wVKvbv, †Uwj‡dvb b¤^i, eqm BZ¨vw`| G RvZxq Z_¨ myk„sLjfv‡e Rgv ivLv Ges †mB mv‡_ 
Z‡_¨i ª̀yZ I wbf©i‡hvM¨ Av`vb-cÖ`v‡bi Rb¨ Kw¤úDUvi mdUIq¨vi cÖ‡qvRb| †h 
mdUIq¨vimg~n Z_¨ ev WvUv Z_v WvUv‡eR‡K wbqš¿Y Ges mvwe©K cwiPvjbvq mvnvh¨ K‡i 
Zv‡`i‡K mvaviYfv‡e WvUv‡eR mdUIq¨vi e‡j| 

wdì t Kw¤úDUv‡ii †¶‡Î eY©, AsK ev we‡kl †Kvb wPý‡K K¨v‡iKUvi ejv nq| †hgb− A, B, 
4, 5, #, * BZ¨vw`| G ai‡bi KZ¸‡jv K¨v‡iKUvi wb‡q MwVZ nq GKwU wdì ev †¶Î| 

wd‡ìi g‡a¨ wewfbœ ai‡bi WvUv _vK‡Z cv‡i, eY©m PK wdì, msL¨vm PK wdì, kZ©hy³ wdì, 
ZvwiL wewkó wdì BZ¨vw`| A_©vr wdìB WvUvi ˆewkó¨ wb‡`©k K‡i| †hgb− bvg Karim, Farid 

A_ev eqm 30, 28 BZ¨vw` wd‡ìi D`vniY|  

†iKW© t ci¯úi m¤úK©hy³ KZ¸‡jv wdì wb‡q MwVZ WvUv msMVb‡K †iKW© e‡j| †hgb− 
GKRb e¨w³i bvg, wVKvbv, †Uwj‡dvb b¤̂i, eqm Giƒc wfbœ wfbœ KZ¸‡jv wdì wb‡q H e¨w³i 
†iKW© ˆZwi nq|  

WvUv dvBj t WvUv msMV‡bi †¶‡Î ci¯úi m¤úK©hy³ KZ¸‡jv †iKW© wb‡q WvUv dvBj MwVZ 
nq| †hgb− †Kvb GKwU cÖwZôv‡bi Kg©x‡`i cÖ‡Z¨‡Ki e¨w³MZ Z_¨ m¤̂wjZ †iKW© wb‡q H 
cÖwZôv‡bi Kg©x‡`i e¨w³MZ Z_¨ dvBj ˆZwi nq| Kw¤úDUv‡ii Z_¨ aviK ev ¯’vqx †g‡gvix‡Z 
WvUv dvBj wjwce× _v‡K| 

WvUv‡eR t Z‡_¨i myk„sLj I mymse× mgvnvi‡K WvUv‡eR e‡j| mnR K_vq WvUv‡e‡R WvUvmg~n 
me mgq mvRv‡bv Ae¯’vq _v‡K| mvaviYZ ci¯úi m¤úK©hy³ A‡bK¸‡jv dvBj wb‡q WvUv‡eR 
MwVZ nq| †hgb− †Kvb GKwU cÖwZôv‡bi Kg©x‡`i e¨vw³MZ weeiY dvBj, cÖwZôv‡bi Kg©x‡`i 
†eZb cÖ`v‡bi dvBj BZ¨vw` K‡qKwU dvBj wb‡q cÖwZôv‡bi WvUv‡eR MwVZ n‡Z cv‡i| 
WvUv‡e‡R cÖ‡qvR‡b †h †Kvb mgq Z_¨ ms‡hvM ev Z‡_¨i cwieZ©b Kiv hvq| 
 

wb‡æ WvUv msMV‡bi GKwU wPÎ †`Lv‡bv n‡jv − 
 
 
 
 
 
 
 
 
 
 

wPÎ 5.3 t cÖwZôv‡bi WvUv msMVb 
WvUv‡eR c¨v‡KR e¨env‡ii myweavmg~n 

Kw¤úDUv‡ii †¶‡Î, eY©, AsK 
ev we‡kl †Kvb wPý‡K 
K¨v‡iKUvi ejv nq| 

 

Z‡_¨i mykysLj I mymse× 
mgvnvi‡K WvUv‡eR e‡j| 

cÖwZôv‡bi WvUv‡eR

Kg©x‡`i e¨w³MZ dvBj Kg©x‡`i ‡eZb dvBj c‡Y¨i wnmve dvBj

Kvgvj dwi` kvnRvnvb gvmyg

9554466 28gwZwSj, XvKv

dvBj

‡iKW©

wdì

WvUv‡eR
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cÖPwjZ WvUv‡eR c¨v‡KRmg~n e¨envi K‡i wb¤œwjwLZ myweav cvIqv hvq| h_v− 

1. bZzb WvUv‡eR ˆZwi I i¶Yv‡e¶Y| 

2. †h †Kvb mgq WvUv‡eR AvaywbKxKiY Kiv hvq| 

3. WvUv‡eR n‡Z cÖ‡qvRbxq †iKW© D×viKiY, w¯Œ‡b cÖ`k©b Ges wcÖ‡›Ui e¨e¯’v Kiv hvq| 

4. WvUv‡eR n‡Z cÖ‡qvRbxq Z_¨ wb‡q WKz‡g›U ev wi‡cvU© ˆZwi Kiv hvq| 

5. WvUvi wbf©i‡hvM¨ I wbqwš¿Z e¨envi| 
 
WvUv‡eR mdUIq¨vi c¨v‡KRmg~n e¨envi c×wZ 
WvUv‡eR c¨v‡KRmg~n e¨envi K‡i mn‡RB GKwU WvUv dvBj ˆZwi Kiv hvq| GRb¨ 
mdUIq¨v‡ii †gby‡Z cÖ‡qvRbxq KgvÛ †`qv _v‡K| bZzb dvBj ˆZwi Ki‡Z n‡j cÖ_‡g dvB‡ji 
÷ªvKPvi ev MVb wbw ©̀ó K‡i w`‡Z nq| GRb¨ cÖ‡qvRbxq wdì¸‡jvi bvg D‡jøL Ki‡Z nq Ges 
†m¸‡jvi aib D‡jøL Ki‡Z nq| †mB mv‡_ cÖwZwU wd‡ìi ˆ`N©¨ BZ¨vw` D‡jøL Ki‡Z nq| WvUv 
dvB‡ji MVb wbw ©̀ó n‡q †M‡j Gici Zv WvUv aviY ¶gZv m¤úbœ nq| 

WvUv‡eR mdUIq¨vi e¨envi K‡i ˆZwi Kiv †Kvb WvUv dvBj n‡Z †Kvb WvUv w¯Œ‡b †`Lv, wcÖ›U 
Kiv, †iKW©mg~n D”Pµg ev wbæµg Abymv‡i mvRv‡bv, †Kvb †iK‡W© cwieZ©b Avbv, †Kvb wd‡ìi 
Dci MvwYwZK KvR Kiv cÖf…wZ KvR `¶Zvi mv‡_ Kiv hvq| GRb¨ cÖ‡qvRbxq KgvÛ¸‡jv 
†gby‡Z †`qv _v‡K| GQvovI WvUv‡eR mdUIq¨v‡ii gva¨‡g cÖ¯‘ZK…Z dvBj n‡Z WvUv D×v‡ii 
Rb¨ AbymÜvb dvBj, wi‡cvU© dvBj, bvbv iK‡gi w¯Œb dvBj BZ¨vw` ˆZwi Kiv hvq|  
 
aiv hvK †Uwej-1 Gi g‡Zv GKwU WvUv dvBj Av‡Q|  
 

†iKW© bs bvg wVKvbv †Uwj‡dvb bs eqm 
1 Kvgvj avbgwÛ 9120001 30 
2 dwi` gwZwSj 9558866 28 
3 kvnRvnvb AvMÖvev` 556644 27 
4 gvmyg ev‡MinvU 334477 33 
5 Rvgvj dwi`vev` 778855 29 
6 †iRvDj wgicyi 663322 41 

†Uwej-1 
 

†Uwe‡j Qq jvB‡bi WvUv ev DcvË †`qv Av‡Q| GKwU jvB‡b mg¯Í  WvUv GKRb wbw`©ó e¨vw³i 
Rb¨ GKKfv‡e cÖ‡hvR¨| G ai‡bi cÖwZwU jvBb‡K GK GKwU †iKW© e‡j| GKwU †iKW© GK ev 
GKvwaK msL¨K wdì ev †¶Î wb‡q MwVZ| D`vniYmiƒc, Dc‡iv³ WvUv †Uwe‡ji PviwU wdì 
Av‡Q, h_v− bvg, wVKvbv, †Uwj‡dvb bs Ges eqm| GLv‡b bvg Ges wVKvbv wdìØ‡qi aib n‡”Q 

eY©m PK wdì| Avi †Uwj‡dvb Ges eqm wdìØ‡qi aib n‡”Q msL¨vm~PK wdì | GQvovI WvUv 

†Uwe‡j ZvwiLm PK wdì, kZ©hy³ wdì BZ¨vw` wdì †hvM Kiv hvq| 
 
wewfbœ cÖKvi WvUv‡eR mdUIq¨vi c¨v‡KRmg~n 
gvB‡µvKw¤úDUv‡i e¨env‡ii Rb¨ eZ©gv‡b A‡bK ai‡bi WvUv‡eR mdUIq¨vi c¨v‡KR cvIqv 
hvq| G ai‡bi D‡jøL‡hvM¨ wKQy mdUIq¨vi n‡”Q − 
K) wW‡eR (dBase) 

bZzb dvBj ˆZwi Ki‡Z n‡j 
cÖ_‡g dvB‡ji ÷ªvKPvi ev 
MVb wbw ©̀ó K‡i w`‡Z nq| 

WvUv‡eR mdUIq¨vi e¨envi 
K‡i AbymÜvb dvBj, wi‡cvU© 
dvBj, bvbv iK‡gi w¯Œb 
dvBj BZ¨vw` ˆZwi Kiv hvq|  
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L) d·‡cÖv (Foxpro) 

M) wK¬cvi (Clipper) 
N) IivKj (Oracle) 
O) mvB‡eR (Sybase) BZ¨vw`| 
 
wb‡¤œ eûj e¨eüZ WvUv‡eR mdUIq¨vi, d·‡cÖv Gi wPÎ †`Lv‡bv n‡jv− 
 
 
 

 
 
 

wPÎ 5.4 t d·‡cÖv Gi cÖv_wgK ¯Œxb 
 
 

 
 

 

UvB‡Uj evi  †gby evi  KgvÛ e· 

UvB‡Uj evi 

 

 †gby evi 

 KgvÛ e· 
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wPÎ 5.5 t KgvÛmn d·‡cÖv ¯Œxb 
 
 

Abykxjb (Activity) t WvUv‡eR mdUIq¨vi c¨v‡KR e¨venvi K‡i WvUv msi¶‡Yi c×wZ I 
myweav¸‡jv eY©bv Kiæb| 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mvigg© t WvUv‡eR mdUIq¨vi c¨v‡KR e¨envi K‡i Z_¨ ev WvUv‡K mykysLjfv‡e Dc¯’vcb 
Kiv hvq| GQvov Gme c¨v‡KRmg~n e¨envi K‡i †h †Kvb mgq WvUv dvBj ˆZwi, 
i¶Yv‡e¶Y, AvaywbKxKiY Kiv hvq| WvUv‡eR n‡Z cÖ‡qvRbxq †iKW© D×viKiY, w¯Œ‡b cÖ`k©b 
Ges wcÖ‡›Ui e¨e¯’v BZ¨vw` Kiv hvq| 
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cv‡VvËi g~j¨vqb 5.2 

1|  mwVK DË‡ii cv‡k wUK wPý (�) w`b| 
K. wb‡æi †Kvb&wU WvUv †eR mdUIq¨vi bq? 

1.   d·‡cÖv 
2.   wK¬cvi 
3.   IqvW©cvi‡d± 
4.   wW‡eR 

 
L. ci¯úi m¤úK©hy³ KZ¸‡jv wdì wb‡q MwVZ WvUv msMVb‡K Kx ejv nq? 

1.   †iKW© 
2.   WvUv dvBj 
3.   WvUv‡eR 
4.   wdì 

 
M. †h wdì e¨w³i bvg aviY K‡i †mB wd‡ìi aib Kx? 

1.   eY©m PK wdì 
2.   msL¨vm~PK wdì 
3.   ZvwiLm~PK wdì 
4.   kZ©hy³ wdì 

 
2| mZ¨ n‡j ÔmÕ Ges wg_¨v n‡j ÔwgÕ wjLyb| 

K. eY©, AsK ev we‡kl †Kvb wPý‡K K¨v‡iKUvi ejv nq| 
L. GKwU WvUv dvB‡j wd‡ìi ˆ`N©¨ Amxg n‡q _v‡K| 

 
3| k~b¨¯’vb c~iY Kiæb| 

K. wdìB WvUvi - - - - - - - - - - - - wb‡ ©̀k K‡i| 
L. ci¯úi m¤úK©hy³ KZ¸‡jv wdì wb‡q MwVZ WvUv msMVb‡K - - - - - - - - - e‡j| 

 
4| GK K_vq ev ev‡K¨ DËi w`b| 

K. WvUv‡eR mdUIq¨v‡ii msÁv wjLyb| 
L. †Kvb& †Kvb& Dcv`vb wb‡q WvUv dvBj MwVZ nq? 

 
 
 
 
 
 
 
 
 
 
 
 

�
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cvV 5.3 mvaviY cwimsL¨vb welqK mdUIq¨vi cwiwPwZ 

G cvV †k‡l Avcwb Ñ 
■ cwimsL¨vb welqK mdUIq¨vi †hgb− Gg Gm G‡·‡ji mwnZ cwiwPZ n‡Z cvi‡eb| 
■ cwimsL¨vb welqK mdUIq¨vi e¨env‡ii bvbvwea †¶Î I myweavmg~n m¤ú‡K© aviYv jvf 

Ki‡eb| 
■ Gg Gm G‡·j e¨envi K‡i Dcv‡Ëi cwimsL¨vbMZ we‡køl‡Yi c×wZ m¤ú‡K© Rvb‡Z 

cvi‡eb| 

 
Kw¤úDUvi w`‡q mvaviY cwimsL¨vb welqK wewfbœ KvR mn‡R I myweavRbKfv‡e Kiv hvq| 
wewfbœ ai‡bi Dcv‡Ëi cwimsL¨vbMZ we‡kølY, cwiKíbv cÖYqb, wnmve-wbKv‡ki KvR, fwel¨r 
Ae¯’v m¤ú‡K© aviYv jvf BZ¨vw` Kv‡R AvR cwimsL¨vb welqK mdUIqvi e¨vcKfv‡e e¨eüZ 
n‡”Q| mvaviYfv‡e G ai‡bi Kv‡Ri Dc‡hvMx mdUIq¨vi¸‡jv‡K †¯úÖWmxU GbvjvBwmm 
c¨v‡KR ejv nq| 
 
Z_¨B n‡”Q †¯úªWmx‡Ui mvnv‡h¨ Kiv me ai‡bi MvwYwZK cwiMYbvi wfwË| †¯úªWmx‡Ui GKwU 
†m‡j wewfbœ ai‡bi Z_¨ ivLv hvq| †hgb−  
K) †U·U 
L) msL¨v 
M) MvwYwZK myÎ 
N) dvskb 
 
eZ©gv‡b e¨emv-evwYR¨, e¨vswKs e¨e¯’vcbvmn hveZxq A_©‰bwZK wnmvec‡Î †¯úÖWmxU 
mdUIq¨v‡ii e¨vcK e¨envi n‡”Q| †hgb− 
K) mKj ai‡bi cwimsL¨vb cÖwZ‡e`b cÖYqb 
L) †eZb fvZvw` wbiƒcY 
M) e¨vswKs e¨e¯’vq hveZxq wnmve Ges cÖwZ‡e`b cÖYqb 
N) gRy` cwigvY I wbqš¿Y 
O) AvqKi ˆZwiKiY 
P) ev‡RU cÖYqb 
Q) Drcv`b e¨e¯’vcbv 
R) me ai‡bi Avw_©K e¨e¯’vcbv 
S) ˆeÁvwbK wnmve wbKvk BZ¨vvw`| 
 
eZ©gv‡b cÖPwjZ wKQy †¯úÖWmxU mdUIq¨vi n‡”Q 
K) †jvUvm 1-2-3 (Lotus 1-2-3) 

L) gvB‡µvmdU& G‡·j (Microsoft Excel) 

M) †Kvqv‡Uªv‡cÖv (Quatropro) 

 
†¯úªWmxU (Spread sheet) 
†¯úªWmxU n‡P wnmve-wbKvk I djvdj Dc ’̄vc‡bi Rb¨ Kw¤úDUv‡i e¨eüZ KZ¸‡jv mvwi I 
Kjvg wb‡q MwVZ GKwU mxU ev LwZqvb| †¤úªWmxU‡K Avgiv GKwU weivU c„ôv wn‡m‡e Mb¨ 
Ki‡Z cvwi| GKwU †¯úÖWmx‡U A‡bK¸‡jv mvwi I Kjvg _v‡K| Gfv‡e m¤ú~Y© mxUwU‡Z AmsL¨ 
Ni _v‡K| cÖwZ ¶z`ª Ni‡K †mj (Cell) e‡j| A_©vr †¯úªWmxU A‡bK¸‡jv †m‡ji mgš^‡q MwVZ| 

Dcv‡Ëi cwimsL¨vbMZ 
we‡kølY, cwiKíbv cÖYqb, 
wnmve-wbKvk BZ¨vw` Kv‡R 
cwimsL¨vb welqK mdUIqvi 
e¨eüZ nq| 

†¯úªWmxU n‡”Q wnmve-wbKvk 
I djvdj Dc¯’vc‡bi Rb¨ 
Kw¤úDUv‡i e¨eüZ KZ¸‡jv 
mvwi I Kjvg wb‡q MwVZ 
GKwU mxU| 

 

eZ©gv‡b e¨emv-evwYR¨, 
e¨vswKs e¨e¯’vcbvmn hveZxq 
A_©‰bwZK wnmvec‡Î 
†¯úªWmxU mdUIq¨v‡ii e¨vcK 
e¨envi n‡”Q| 
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†¯úªWmxU‡K IqvK©mxUI ejv nq| †¯úªWmx‡Ui cÖwZwU †m‡ji GwU wbw`©ô bvg _v‡K Ges GKB 
bv‡g GKvwaK †mj _vK‡Z cv‡i bv| †¯úªWmx‡Ui mvwi¸‡jv‡K mvaviYZ msL¨v Øviv (†hgb− 
1,2,3...........25 BZ¨vw`) Ges Kjvg¸‡jv eY© Øviv (†hgb− A,B,C...........P BZ¨vw`) bvgKiY 
Kiv nq| GKwU †m‡ji bvgKi‡Y H †m‡ji mvwi Ges Kjvg Dfq bvg GK‡Î e¨eüZ nq| 
†hgb− †Kvb †mj C Kjvg Ges 3 b¤̂i mvwi‡Z _vK‡j †mjwU‡K C3 bvgKiY Kiv nq| 
 

 A B C D 

1 Product Unit Price Quantity Total 

2 Pen 50 5 250 
3 Paper 1 100 100 
4 Pencil 10 5 50 
5 Ink 25 1 25 

wPÎ 5.6 t GKwU †¯úªWmxU 
 
Dc‡iv³ †¯úÖWmxU Abyhvqx C3 †m‡j †h Z_¨ Av‡Q Zv n‡”Q 100| †¯úÖWmx‡Ui †h †m‡j 
Kvimi Ae¯’vb K‡i Zv‡K GKwUf ev mwµq †mj (Active Cell) ejv nq| wK‡evW© ev gvDm 
e¨envi K‡i Avgiv Kvimi‡K †h †Kvb †mj Ae¯’v‡b wb‡q †h‡Z cvwi| Zvici †mB †m‡j DcvË 
ev dvskb UvBc K‡i ÔG›Uvi wKÕ Pvc‡j Z_¨ †mB †m‡j cÖ‡ek K‡i| †¯úÖWmxU mdUIq¨vi w`‡q 
mvwi ev Kjv‡g DcvË ms‡hvRb, gy‡Q †`qv ev AbywjwcKiY BZ¨vw` KvR Kiv hvq| †¯úÖWmxU 
wcÖ›U, msi¶Y ev †jAvD‡Ui cwieZ©b BZ¨vw` KvR Kivi myweavw`I mdUIq¨vi¸‡jv‡Z †`qv 
_v‡K| 
 
wb‡¤œ eûj e¨eüZ cwimsL¨vb welqK mdUIq¨vi, gvB‡µvmdU G‡·j Gi wPÎ †`Lv‡bv n‡jv− 
 

 
wPÎ 5.7 t gvB‡µvmdU G‡·j 

 

†mj A¨v‡Wªm 

†¯úÖWmx‡Ui †h †m‡j Kvimi 
Ae¯’vb K‡i Zv‡K GKwUf ev 
mwµq †mj ejv nq| 

digyjv evi 

Active 
†÷Uvm evi 
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G‡·j mdU&Iq¨vi c¨v‡K‡R G‡Kev‡i cÖ_‡g †h evi _v‡K Zvi bvg UvB‡Uj evi| GB ev‡i me 
mgq gvB‡µvmd&U G‡·j †jLv _v‡K Ges Zvi cv‡k dvB‡ji bvg †jLv _v‡K| UvB‡Uj ev‡ii 
wb‡P _v‡K †gby evi †hLv‡b File, Edit, View, Insert, Format, Tools Window Ges Help †jLv 
_v‡K| GKwU †gbyi Aax‡b GKvwaK mve-‡gby _v‡K| wK‡evW© ev gvDm Gi gva¨‡g †gby I mve-
‡gby wm‡j± K‡i G‡·‡j wewfbœ KvR Kiv hvq| †gby ev‡ii wb‡P _v‡K Uzjevi| gvDm w`‡q 
Uzjev‡ii †h †Kvb Uzj-G wK¬K& K‡i wewfbœ KvR Kiv hvq| GQvovI G‡·‡j Av‡iv Uzjevi 
i‡q‡Q|  

IqvK©kx‡Ui Kjvg †nWvi A_©vr †hLv‡b Kjv‡gi bvg †jLv _v‡K wVK Zvi Dc‡ii jvBbwU‡K 
ejv nq digyjv evi| digyjv ev‡ii evg cv‡k Kvimv‡ii eZ©gvb Ae¯’vb †jLv _v‡K| GB 
AskUzKz‡K ejv nq †mj G‡Wªm Gwiqv (Cell Address Area)| GB e‡· †Kvb digyjv ev 
cwimsL¨vb welqK †Kvb dvskb wj‡L G›Uvi Ki‡j GKwUf †m‡j djvdj cÖ`wk©Z n‡e| GQvov 
†Kvb †jLv Iq©vKkx‡U †c‡Z n‡j GB e‡· wj‡L G›Uvi Ki‡Z nq| 
 

†¯žÖWmx†Ui mvnv‡h¨ cwimsL¨vb wnmveKiY 

†¯žÖWmxU mdUIq¨vi MvwYwZK I cwimsL¨vb welqK Kv‡Ri e¨vcK myweav cÖ`vb K‡i| GRb¨ 
mdUIq¨vi¸‡jv‡Z A‡bK¸‡jv m~Î ev dvskb ˆZwi Kiv _v‡K| GQvovI e¨enviKvix G RvZxq 
dvskb ˆZwi K‡i wb‡Z cv‡i| cÖ_‡g †¯úÖWmx‡Ui †mjmg~‡n DcvË msi¶Y Kiv nq| AZtci 
wfbœ †m‡j †mB DcvË¸‡jvi cwimsL¨vbMZ wnmve wbKv‡ki Rb¨ GK ev GKvwaK dvskb cÖ‡qvM 
Kiv nq| Giƒc wKQy dvskb n‡”Q− 
 

dvskb †h Kv‡R e¨eüZ nq 
SUM (list) WvUvi †hvMdj wbY©q 
AVERAGE (list) WvUvi Mogvb wbY©q 
ABS (number) cig gvb wbY©q 
EXP (number) 

msL¨vi m PK gvb wbY©q 
SQRT (number) 

msL¨vi eM©g j wbY©q 
SIN (number), COS (number), 

TAN (number) 
†Kvb msL¨vi mvBb, †KvmvBb I U¨vb‡R›U 
gvb wbY©q 

MAX (list), MIN (list) cÖ`Ë WvUvmg~‡ni g‡a¨ e„nËg I ¶z`ªZg 
WvUv wbY©q 

PI (list) π Gi gvb wbY©q 
PROB (list) m¤¢ve¨Zv wbY©q 
STD (list) cÖ`Ë WvUvmg~‡ni cwiwgZ e¨eavb wbY©q 
PERMUT (list) web¨vm wn‡me Kivi KvR 
CORREL (list) cÖ`Ë WvUvmg~‡ni cvi¯úwiK m¤úK© wbY©q 
MEDIAN (list) cÖ`Ë WvUvmg~‡ni ga¨gv wbY©q 
FV (rate, nper,pmt, pv, type) wewb‡qv‡Mi fwel¨r dj wbY©q 
NPV (rate, val1, val2....) wewb‡qv‡Mi eZ©gvb g~j¨ wbY©q 

 
Abykxjb (Activity) t cwimsL¨vb welqK †¯úªWmxU mdUIq¨vi e¨envi c×wZ I cÖ‡qvM m¤ú‡K© 
Av‡jvPbv Kiæb| 

IqvK©kx‡Ui digyjv ev‡i 
digyjv ev cwimsL¨vb welqK 
†Kvb dvskb wj‡L G›Uvi 
Ki‡j GKwUf †m‡j djvdj 
cÖ`wk©Z nq| 

†¯ž ÖWmxU mdUIq¨vi MvwYwZK 
I cwimsL¨vb welqK Kv‡Ri 
e¨vcK myweav cÖ`vb K‡i| 
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mvigg© t Kw¤úDUv‡ii gva¨‡g cwimsL¨vb welqK wewfbœ KvR †hgb− Dcv‡Ëi cwimsL¨vbMZ 
we‡kølY, cwiKíbv cÖYqb, wnmve-wbKv‡ki KvR, fwel¨r Ae¯’v m¤ú‡K© aviYv jvf BZ¨vw` mn‡R 
I myweavRbKfv‡e Kiv hvq| mvaviYfv‡e G ai‡bi Kv‡Ri Dc‡hvMx mdUIq¨vi¸‡jv‡K †¯úÖWmxU 
GbvjvBwmm c¨v‡KR ejv nq| †¯úÖWmxU mdUIq¨vi MvwYwZK I cwimsL¨vb welqK Kv‡Ri e¨vcK 
myweav cÖ`vb K‡i| eZ©gv‡b e¨emv-evwYR¨, e¨vswKs e¨e¯’vcbvmn hveZxq A_©‰bwZK wnmvec‡Î 
†¯úÖWmxU mdUIq¨v‡ii RbwcÖq I cÖ‡qvRbxq e¨envi Av‡Q| 
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cv‡VvËi g~j¨vqb 5.3 

1|  mwVK DË‡ii cv‡k wUK wPý (�) w`b| 
K. WvUvi Mogvb wbY©‡qi Rb¨ e¨eüZ dvskb †Kvb&wU? 

1.   SQRT(number) 

2.   ABS(number) 

3.   AVERAGE(list) 

4.   EXP(number)  

 
L. gvB‡µvmd&U G‡·j c¨v‡K‡R UvB‡Uj ev‡ii wb‡P †h evi _v‡K Zvi bvg Kx? 

1.   digyjv evi 
2.   KgvÛ evi  
3.   Uzj evi 
4.   †gby evi 

 
M. wb‡¤œi †Kvb&wU †¯úÖWmxU mdUIq¨vi bq?     

1.   †jvUvm 1-2-3 
2.   gvB‡µvmdU& G‡·j 
3.   †Kvqv‡Uªv‡cÖv 
4.   d·‡cÖv 

 
2| mZ¨ n‡j ÔmÕ Ges wg_¨v n‡j ÔwgÕ wjLyb| 

K. †¯úÖWmx‡Ui GKwU †m‡ji GKvwaK bvg _vK‡Z cv‡i| 
L. †¯úÖWmx‡Ui †h †m‡j Kvimi Ae¯’vb K‡i Zv‡K GKwUf †mj ev mwµq †mj ejv 

nq| 
 
3| k~b¨¯’vb c~iY Kiæb| 

K. †¯úÖWmx‡Ui GKwU †m‡j - - - - - - - - - ai‡bi Z_¨ ivLv hvq| 
L. †¯úÖWmxU n‡”Q KZ¸‡jv - - - - - - - - wb‡q MwVZ GKwU mxU ev LwZqvb| 

 
4| GK K_vq ev ev‡K¨ DËi w`b| 

K. GKwU IqvK©kx‡U digyjv eviwU †Kv_vq Ae¯’vb K‡i? 
L. IqvK©kx‡U GKwU †m‡ji bvgKiY Kxfv‡e Kiv nq? 

 
 
 

�
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cvV 5.4 mvaviY MÖvd AsKb welqK mdUIq¨vi cwiwPwZ 

G cvV †k‡l Avcwb Ñ 
■ Kw¤úDUvi e¨envi K‡i wewfbœ cÖKvi MÖvd ev †jLwP‡Îi mwnZ cwiwPZ n‡Z cvi‡eb|  
■ †¯úÖWmx‡Ui mdU&Iq¨v‡ii mvnv‡h¨ MÖvd AsKb c×wZ wkL‡Z cvi‡eb| 

 
msL¨v‡K wP‡Îi gva¨‡g Dc¯’vcbB n‡”Q MÖvd ev †jLwPÎ| nv‡Z Kj‡g MÖvd ˆZwi Kiv KwVb I 
mgq mv‡c¶| g~jZt †¯úÖWmxU mdUIq¨vi e¨envi K‡iB MÖvd AsKb Kiv nq| †¯úÖWmxU 
mdUIq¨v‡ii gva¨‡g MvwYwZK Z_¨‡K Dcv`vb wn‡m‡e wbe©vwPZ K‡i wewfbœ iK‡gi MÖvd Lye `ªyZ 
I AvKl©Yxqfv‡e ˆZwi Kiv hvq| RwUj MvwYwZK Z_¨ bv c‡o ïaygvÎ MÖvd †`‡L †h †Kvb e¨w³ 
mn‡RB welqe¯‘ Abyaveb Ki‡Z cv‡i| MÖvd AsK‡bi gva¨‡g WvUv ev Dcv‡Ëi wfbœ iƒ‡c 
cÖKv‡ki gva¨‡g †Kvb Z_¨ we‡kølY Kiv, Zzjbvg~jK wePvi Kiv, msw¶ß avibv cÖKvk Kiv, mgq 
evPuv‡bv BZ¨vw` eûwea myweav cvIqv hvq|    

aiv hvK, evsjv‡`‡ki wewfbœ †Rjvq avb Drcv`b KZ Zv MÖv‡di gva¨‡g cÖKvk Kiv †h‡Z 
cv‡i| Zvn‡j MÖvd †`‡LB wewfbœ †Rjvq av‡bi Drcv`‡bi Zzjbvg~jK wPÎ cÖKvk cv‡e| 
GQvovI †Kvb AÂ‡ji e„wócv‡Zi DcvË, wewfbœ †Rjvi RbmsL¨v, KviLvbvi wewfbœ eQ‡ii 
Drcv`‡bi Z_¨ BZ¨vw` wewfbœ cÖKvi DcvË MÖv‡di mvnv‡h¨ PgKcÖ` I wPËvKl©Kfv‡e cwi‡ekb 
Kiv hvq| 

†¯úÖWmxU mdUIq¨v‡ii mvnv‡h¨ wb¤œwjwLZ cÖKv‡ii MÖvd ˆZwi Kiv hvq, 

1. jvBb MÖvd (Line Graph) 

2. evi MÖvd (Bar Graph) 

3. gvwëcj evi MÖvd (Multiple Bar Graph) 

4. ÷¨vKW evi MÖvd (Stacked Bar Graph) 

5. XY MÖvd (XY Graph) 

6. cvB MÖvd (Pie Graph) 

 
jvBb MÖvd 
jvBb MÖv‡d WvUvi cwiewZ©Z Ae¯’vb‡K †iLv Øviv cÖKvk Kiv nq| GKwU †iLv GKwU WvUv 
†iÄ‡K Ges †iLvi Dci wewfbœ wPý WvUvi gv‡bi ZviZg¨ wba©viY K‡i| †hgb, GKwU jvBb 
MÖv‡di gva¨‡g Avgiv GKwU ¯’v‡bi cÖwZwU gv‡mi Mo e„wócv‡Zi cwigvY †`L‡Z cvwi| Gfv‡e 
evi gv‡mi DcvË wg‡j GKwU WvUv †iÄ aiv n‡e Ges GKwU jvBb MÖvd ˆZwi Kiv hv‡e| wewfbœ 
eQ‡ii DcvË‡K Avgiv GKvwaK WvUv †iÄ wn‡m‡e ai‡Z cvwi Ges †mB Abymv‡i GKvwaK jvBb 
MÖvd AsKb Ki‡Z cvwi| 

msL¨v‡K wP‡Îi gva¨‡g 
Dc¯’vcbB n‡”Q MÖvd ev 
†jLwPÎ| 

MÖv‡di mvnv‡h¨ Z_¨‡K 
PgKcÖ` I wPËvKl©Kfv‡e 
cwi‡ekb Kiv hvq| 

 

jvBb MÖv‡d WvUvi cwiewZ©Z 
Ae¯’vb‡K †iLv Øviv cÖKvk 
Kiv nq| 



mvaviY c¨v‡KR †cÖvMÖvgmg~n 

¯‹zj Ae GwMÖKvjPvi GÛ iæivj †W‡fjc‡g›U 109 

 
wPÎ 5.8 t jvBb MÖvd 

evi MÖvd 
Gai‡bi MÖv‡d wfbœ bv‡gi WvUvmg~n GKmv‡_ Lvovfv‡e KZ¸‡jv evi ev AvqZvKvi †¶‡Î cÖKvk 
Kiv nq| GKwU evi GKwU WvUvi gvb wb‡ ©̀k K‡i hv GKB †iÄfz³| evi MÖv‡di X-A‡¶ WvUvi 
PjK (Variable) Ges Y-A‡¶ Dnvi gvb wbw ©̀ó _v‡K| GKB MÖvd wP‡Î Avgiv GKvwaK WvUv 
†iÄI e¨envi Ki‡Z cvwi| 

 
wPÎ 5.9 t evi MÖvd 

 
gvwëcj evi MÖvd I ÷¨vKW evi MÖvd 
GKB mv‡_ A‡bK¸‡jv evi ev AvqZvKvi †¶‡Îi gva¨‡g WvUv Dc¯’vc‡bi Rb¨ †h MÖvd AswKZ  
nq Zv n‡jv gvwëcj evi MÖvd| †hgb− Rvbyqvwi gv‡m K‡qKwU †Rjvq Mo e„wócv‡Zi cwigvY, 
GKB fv‡e †deªyqvwi, gvP© BZ¨vw` gv‡m H K‡qKwU †Rjvq Mo e„wócv‡Zi cwigvY Dc ’̄vc‡bi 
Rb¨ gvwëcj evi MÖvd e¨eüZ n‡Z cv‡i| Avi ÷¨vKW evi n‡”Q gvwëcj evi MÖv‡di g‡ZvB 
Z‡e G‡Z e¨eüZ evi¸‡jv cvkvcvwk Ae¯’vb K‡i bv eis GKwUi Dci Ab¨wU Ae¯’vb K‡i| 
†gvU cwigv‡Yi †Kvb&wU KZ Ask Zv cÖ`k©b Kivi Rb¨ ÷¨vKW evi e¨eüZ nq| †hgb− 
Rvbyqvwi gv‡m wewfbœ †Rjvi e„wócv‡Zi cwigvY GKwUi Dci GKwU Ae¯’vb K‡i Ges WvUv¸‡jv 
kZKiv Ask wb‡`©k K‡i| 

 

evi MÖv‡di gva¨‡g WvUvmg~n 
GKmv‡_ Lvovfv‡e KZ¸‡jv 
evi ev AvqZvKvi †¶Î cÖKvk 
K‡i| 

gvwëcj evi MÖv‡d GKB mv‡_ 
A‡bK¸‡jv evi ev AvqZvKvi 
†¶‡Îi gva¨‡g WvUv Dc¯’vwcZ 
nq| 
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wPÎ 5.10 t gvwëcj evi MÖvd 

XY MÖvd 
Abyf‚wgK A¶‡K X A¶ Ges Dj¤̂ A¶‡K Y A¶ ejv nq| GB ỳwU A‡¶ ỳwU cwigvY wb‡ ©̀kK 
WvUvi g‡a¨ m¤úK© †`Lv‡bvi Rb¨ X Ges Y A‡¶i mv‡c‡¶ AswKZ †jL-wPÎ ev MÖvd‡K XY 

MÖvd e‡j| G RvZxq MÖvd `yai‡bi MvwYwZK Dcv‡Ëi ci¯úi m¤^Ü ev Av‡cw¶KZv cÖ`k©b 
K‡i| †hgb, GKwU †`vKv‡bi cÖZ¨n wewµ I Av‡qi cwigvY cÖ`k©‡bi Rb¨ XY MÖvd e¨envi 
Kiv †h‡Z cv‡i| 
 
cvB MÖvd 
WvUv Dc¯’vc‡bi Rb¨ GKwU wfbœ ai‡bi MÖvd AsKb c×wZ n‡”Q cvB MÖvd ev PvU©| cvB Pv‡U© 
Dcv‡Ëi gvb e„‡Ëi As‡k wef³ K‡i cÖ`k©b Kiv nq| WvUvi cwigvYMZ ˆewk‡ó¨i mgvbycv‡Z 
m¤úb© e„ËwU‡K fvM Kiv nq| G ai‡bi MÖv‡d me mgq GKwU WvUv †iÄ e¨eüZ nq| 
D`vniYmiƒc, evsjv‡`‡ki wewfbœ ißvbx c‡Y¨i cwigvY Zzjbvg~jK wP‡Îi gva¨‡g cÖKv‡ki Rb¨ 
cvB PvU© e¨envi Kiv †h‡Z cv‡i| 

 
wPÎ 5.11 t cvB MÖvd 

 
†¯úÖWmx‡Ui mvnv‡h¨ MÖvd AsKb 
MÖvd ev †jLvwPÎ AsK‡bi Rb¨ cÖ_‡g †¯úÖWmx‡Ui IqvK©mx‡U mKj WvUv ev DcvË mieivn Kiv 
nq| Zvici †h DcvË¸‡jv e¨envi K‡i MÖvd AsKb Kiv n‡e Zv‡`i‡K WvUv †i‡Ä D‡jøL K‡i 
MÖvd ev PvU© AsKb Kivi KgvÛ w`‡Z nq| †h ai‡bi MÖvd AsKb Kiv n‡e Zv D‡jøL Kivi ci 
`ªyZ MÖvd ˆZwi n‡q hvq| †¯úÖWmxU mdUIq¨vi e¨envi K‡i MÖvd‡K †g‡gvix‡Z msi¶Y Kiv hvq 
A_ev wcÖ›U †bqv hvq| MÖvdwU IqvK©mx‡Ui †h mKj WvUvÕi Dci wfwË K‡i ˆZwi Kiv n‡q‡Q, 
†mB mKj WvUv †Kvbiƒc cwieZ©b Ki‡j MÖvdwUiI m‡½ m‡½ cwieZ©b N‡U| 

GQvovI MÖv‡di ms‡hvM †iLv ¯’vcb, †¯‹j wba©viY, DcvË cÖ`k©b, eY© cwieZ©b BZ¨vw` ¸iyZ¡c~Y© 
cwieZ©b †¯úªWmxU mdUIq¨vi e¨envi K‡i Avbv hvq| MÖvd AswKZ n‡j G‡Z Ôwj‡RÛÕ, ÔPvU© 
UvB‡UjÕ BZ¨vw` †hvM Kiv m¤¢e| 
 
wb‡¤œ MÖvd AsK‡b eûj e¨eüZ †¯úÖWmxU mdUIq¨vi gvB‡µvmdU& G‡·j Gi wPÎ †`qv n‡jv− 
 

cvB Pv‡U© Dcv‡Ëi gvb e„‡Ëi 
As‡k wef³ K‡i cÖ`k©b Kiv 
nq| 

IqvK©mx‡Ui WvUvi †Kvbiƒc 
cwieZ©b Ki‡j AswKZ MÖv‡d 
m‡½ m‡½ cwieZ©b N‡U| 

 

†¯úÖWmxU mdUIq¨vi e¨envi 
K‡i AswKZ MÖv‡d Ôwj‡RÛÕ, 
ÔPvU© UvB‡UjÕ BZ¨vw` †hvM 
Kiv hvq| 
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wPÎ 5.12 t †¯úÖWmx‡Ui mvnv‡h¨ MÖvd AsKb 

 
Abykxjb (Activity) t cwimsL¨vb welqK †¯úªWmxU mdUIq¨vi e¨envi c×wZ I cÖ‡qvM m¤ú‡K© 
Av‡jvPbv Kiæb| 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mvigg© t msL¨v‡K wP‡Îi gva¨‡g Dc¯’vcbB n‡”Q MÖvd ev †jLwPÎ| †¯úÖWmxU mdUIq¨vi 
e¨envi K‡i GB MÖvd AsKb Kiv hvq| GRb¨ †¯úÖWmx‡Ui IqvK©kx‡U me©cÖ_g MvwYwZK DcvË 
wjwce× Ki‡Z nq| AZtci GB Dcv‡Ëi wfwË‡Z †¯úÖWmxU mdUIq¨v‡ii gva¨‡g `ªyZ I 
wbf©yj MÖvd ˆZwi Kiv hvq| MÖvd cÖK…Zc‡¶ WvUv ev DcvË†K wfbœ iƒ‡c cÖKvk K‡i hv †_‡K 
DcvË we‡kølY, Zzjbvg~jK wePvi BZ¨vw` eûwea myweav cvIqv hvq| 

 

 

PvU© Uzjevi 
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cv‡VvËi g~j¨vqb 5.4 

1|  mwVK DË‡ii cv‡k wUK wPý (�) w`b| 
K. MÖvd AsK‡bi gva¨‡g WvUv ev Dcv‡Ëi †Kvb& †Kvb& myweav cvIqv hvq? 

1.   Z_¨ we‡kølY Kiv 
2.   msw¶ß aviYv cÖKvk Kiv 
3.   Zzjbvg~jK wePvi Kiv 
4.   Dc‡ii me¸‡jv 

 
L. IqvK©mx‡Ui mKj WvUvi Dci wfwË K‡i MÖvd ˆZwi Kiv nq, †mB mKj WvUv 

†Kvbiƒc cwieZ©b Ki‡j MÖvdwUi Kx nq? 
1.   cwieZ©b N‡U 
2.   †Kvb cwieZ©b N‡U bv 
3.   m¤ú~Y© AcmvwiZ nq 
4.   †KvbwUB mwVK bq 

 
2| mZ¨ n‡j ÔmÕ Ges wg_¨v n‡j ÔwgÕ wjLyb| 

K. †h DcvË¸‡jv e¨envi K‡i MÖvd AsKb Kiv n‡e Zv‡`i‡K WvUv †i‡Ä D‡jøL K‡i 
MÖvd ev PvU© AsKb Kivi KgvÛ w`‡Z nq| 

L. ÷¨vKW ev‡i AvqZvKvi †¶Î¸‡jv ev evi¸‡jv cvkvcvwk Ae¯’vb K‡i| 
 
3| k~b¨¯’vb c~iY Kiæb| 

K. MÖvd AsK‡bi gva¨‡g - - - - - - - - - †K wfbœ iƒ‡c cÖKv‡ki gva¨‡g bvbvwea myweav 
cvIqv hvq| 

L. - - - - - - - - - Pv‡U© Dcv‡Ëi gvb e„‡Ëi As‡k wef³ K‡i cÖ`k©b Kiv nq| 
 
4| GK K_vq ev ev‡K¨ DËi w`b| 

K. †¯úÖWmxU mdUIq¨v‡ii mvnv‡h¨ Kx Kx cÖKv‡ii MÖvd ˆZwi Kiv hvq? 
L. gvwëcj evi MÖv‡d WvUv Kxfv‡e Dc¯’vwcZ nq? 

 

�
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e¨envwiK  
 
cvV 5.5 GKwU evsjv wPwV ˆZwi I Qvcv‡bvi Abykxjb-1 
 
DcKiY 

1. Kw¤úDUvi| 

2. evsjv mdUIq¨vi, †hgb− weRq, †jLbx BZ¨vw`| 
 
GB e¨envwiK cv‡V Avgiv Kw¤úDUv‡i evsjv mdUIq¨vi e¨envi K‡i GKwU evsjv wPwV ˆZwi I 
Qvcv‡bvi †KŠkj wkL‡ev| 
 
Kv‡Ri avc 
GKwU evsjv wPwV ˆZwi I Qvcv‡bvi Rb¨ Avgiv ch©vqµ‡g wb¤œwjwLZ avcmg~n AbymiY Ki‡Z 
cvwi− 

1. cÖ_‡g ÔDB‡ÛvRÕ †_‡K gvB‡µvmdU IqvW© Pvjv‡bvi Rb¨  AvBKbwU‡K 

A_ev  evU‡b gvDm w`‡q ỳevi ÔwK¬K&Õ Kiæb| 
 

2. File †gby‡Z wK¬K& Kiæb Ges Zvici New †Z wK¬K Kiæb A_ev Uzjev‡ii  evU‡b wK¬K 
Kiæb| 

 

3. ¯Œx‡b Lvwj GKwU c`©v ev c„ôv †`Lv hv‡e| GLv‡b UvBc K‡i wPwV ev WKz‡g›U ˆZwi Kiæb| 
 

4. Gevi Uzjevi n‡Z Font Option wb‡Pi UzjwUi Wv‡b wb¤œgyLx Zxi wPý‡Z wK¬K& Kiæb| GLv‡b 
d‡›Ui wj÷ cÖ`wk©Z n‡e| GLvb †_‡K cÖ‡qvRbxq d›U wbe©vPb Kiæb| †hgb− SutonnyII, 
Sulekha BZ¨vw`| 
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wPÎ 5.13 t d›U wj÷ 

 

5. Gevi wK‡evW©wU‡K evsjvq UvBwcs Gi Dc‡hvMx Kivi Rb¨ Alt+Ctrl+B Pvcyb| A_ev 
Avcbvi Kw¤úDUv‡i †jLbx Bb÷j Kiv _vK‡j Alt+Ctrl+C Pvcyb| c ©̀vq wb‡Pi †gby †`Lv 
hv‡e| †gby †_‡K †h †Kvb GKwU wK‡evW© †j-AvDU wbe©vPb Kiæb| 

 
√ Lekhani 

 Munir 

 Jatiya 

 Bijoy 

6. Gev‡i evsjvq UvBc ïiæ Ki‡Z cv‡ib| GRb¨ Avcbvi wK‡evW© †j-AvDU cÖ‡qvRb n‡e| 
wb‡Pi wPÎ Abyhvqx Avgiv evsjvq wPwV ˆZwi Ki‡ev Ges cÖ‡qvRbxq di‡gwUs Ki‡ev| 

  

 
wPÎ 5.14 t evsjvq wPwV ˆZwi 
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7. Avgiv cÖ_‡g wPÎvbyhvqx evsjvq wPwVwU UvBc Ki‡Z cvwi| Gici G‡Z cÖ‡qvRbxq di‡gwUs 
Gi KvR Ki‡ev| †h kã ev jvBb ev c¨vivMÖvd‡K d‡g©wUs Kiv n‡e Zv‡K cÖ_‡g wm‡j± 
K‡i wb‡Z n‡e| wm‡j± Kivi K‡qKwU c×wZ Av‡Q| gvDm w`‡q evg evUb wK¬K& K‡i Avgiv 
cÖ‡qvRbxq Ask wm‡j± Ki‡Z cvwi| A_ev wK‡ev‡W©i Shift wK Gi mv‡_ ←, ↑, → ev ↓ 
wK †P‡c wm‡j‡±i KvR Kiv hvq| 

 
8. †Kvb kã ev jvBb‡K Ô†evìÕ Ki‡Z n‡j (†hgb, wPÎ Abyhvqx ÔwelqÕ wjL‡Z) wK‡ev‡W© 

Ctrl+B Kx Pvc‡Z cvwi A_ev d‡g©wUs Uzjevi †_‡K B evUb Pvc‡Z cvwi| GKBfv‡e †Kvb 
kã ev jvBb‡K ÔAvÛvijvBbÕ Ges ÔBUvwjKÕ Ki‡Z n‡j wK‡ev‡W© h_vµ‡g Ctrl+U Ges 
Ctrl+I Kx Pvc‡Z cvwi A_ev d‡g©wUs Uzjevi †_‡K h_vµ‡g U Ges I evUb Pvc‡Z cvwi| 

 
9. †Kvb †jLvi d›U cwieZ©b Ki‡Z PvB‡j d‡g©wUs Uzjevi n‡Z Ôd›U †bgÕ I Ôd›U mvBRÕ Uzj 

  e¨envi K‡i d›U I Zvi mvBR wbe©vPb Kiv hv‡e| 
 
10. †jLv‡K ev‡g, †K‡› ª̀, Wv‡b ev evg-Wvb Dfq w`‡K Rvw÷wd‡Kkb Ki‡Z n‡j d‡g©wUs 

Uzjev‡ii Rvw÷dvB Uzj      Ges  e¨envi Kiv hvq| 
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11. m¤ú~Y© wPwVwU ˆZwi Kiv n‡q †M‡j Zv‡K †mf Kiæb| †mf Kivi Rb¨ Ctrl+S Pvcyb A_ev 

Uzjevi n‡Z  evUb Pvcyb Zvn‡j wb‡¤œi e· †`Lv hv‡e| GLv‡b File name e‡· 
dvB‡ji bvg w`‡q Save evUb Pvcyb| Zvn‡j wPwVwU H bv‡g †mf n‡e| 

 

 
wPÎ 5.15 t †mf e· 

 
12. cÖ¯‘ZK…Z wPwVwU wcª›U Kivi Rb¨ wcÖ›U KgvÛ w`‡Z n‡e| GRb¨ File †gby n‡Z Print KgvÛ 

wbe©vPb Ki‡Z cvwi A_ev wK‡evW© n‡Z Ctrl+P wK Pvc‡Z cvwi| Zvn‡j wb‡¤œi e·wU 
cÖ`wk©Z n‡e| Printer Name e‡· cÖ_‡g wcÖ›Uvi wbe©vPb Ki‡Z n‡e| Zvici Page range 
bvgK ¯’v‡b mKj c„ôv GKmv‡_ A_ev mywbw`©ó c„ôv b¤̂i D‡jøL K‡i OK evUb Pvc‡j wPwVwU 
wcÖ›U n‡e| 

 

 
wPÎ 5.16 t wcÖ›U e· 
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cvV 5.6 GKwU evsjv wPwV ˆZwi (mviwYmn) I Qvcv‡bvi Abykxjb-2 
 
DcKiY 

1. Kw¤úDUvi| 

2. evsjv mdUIq¨vi, †hgb - weRq, †jLbx BZ¨vw`| 
 
GB e¨envwiK cv‡V Avgiv Kw¤úDUv‡i evsjv mdUIq¨vi e¨envi K‡i GKwU evsjv wPwV ˆZwi, 
G‡Z mviwYi e¨envi I Qvcv‡bvi †KŠkj wkL‡ev| 
 
Kv‡Ri avc  
mviwYmn GKwU evsjv wPwV ˆZwi I Qvcv‡bvi Rb¨ Avgiv ch©vqµ‡g wb¤œwjwLZ avcmg~n AbymiY 
Ki‡Z cvwi− 
 

1. cÖ_‡g ÔDB‡ÛvRÕ †_‡K gvB‡µvmdU IqvW© Pvjv‡bvi Rb¨  AvBKbwU‡K 
gvDm w`‡q ỳevi ÔwK¬K&Õ Kiæb ev ÔG›Uvi wKÕ †P‡c gvB‡µvmdU IqvW© Pvjy Kiæb| 

 

2. File †gby‡Z wK¬K& Kiæb Ges Zvici New †Z wK¬K Kiæb A_ev  evU‡b wK¬K Kiæb| 
 

3. ¯Œx‡b Lvwj GKwU c`©v ev c„ôv †`Lv hv‡e| GLv‡b UvBc K‡i wPwV ev WKz‡g›U ˆZwi Kiæb| 
 

4. Gevi Uzjevi Gi  Font Option n‡Z Wv‡b wbægyLx Zxi wPý‡Z wK¬K& Kiæb| GLv‡b d‡›Ui 
wj÷ cÖ`wk©Z n‡e| GLvb †_‡K cÖ‡qvRbxq d›U wbe©vPb Kiæb| †hgb, SutonnyII, Sulekha 
BZ¨vw`| 

 
wPÎ 5.17 t d›U wj÷ 

 

5. Gevi wK‡evW©wU‡K evsjvq UvBwcs Gi Dc‡hvMx Kiv Rb¨ Alt+Ctrl+B Pvcyb| A_ev 
Avcbvi Kw¤úDUv‡i †jLbx Bb÷j Kiv _vK‡j Alt+Ctrl+C Pvcyb| c ©̀vq wb‡Pi †gby †`Lv 
hv‡e| †gby †_‡K †h †Kvb GKwU wK‡evW© †j-AvDU wbe©vPb Kiæb| 

 
√ Lekhani 

 Munir 

 Jatiya 

 Bijoy 
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6. cÖ_‡g c„ôvi MVb wba©viY K‡i †bqv cÖ‡qvRb| GRb¨ Avgiv †gbyev‡ii File †gby n‡Z Page 
Setup wbe©vPb Ki‡Z cvwi| Zvn‡j wb‡¤œv³ e·wU †`Lv hv‡e| GB e‡· cÖ_‡g KvM‡Ri 
ˆ`N©¨ I cÖ¯’ Kx n‡e Zv Page Size e‡· D‡jøL Ki‡Z n‡e| GQvov Margin e· wbe©vPb 
K‡i c„ôvi gvwR©b Dc‡i, bx‡P, ev‡g I Wv‡b Kx n‡e ZvI wjL‡Z n‡e| AZtci OK evUb 
Pvc‡j c„ôvi GB cwieZ©b MÖnY‡hvM¨ n‡e| 

 

 
wPÎ 5.18 t Page setup 

 
 

7. c„ôv b¤̂i mshy³ Kivi Rb¨ †gbyev‡ii Insert †gby n‡Z Page Numbers wbe©vPb Ki‡Z n‡e| 
Zvn‡j wb‡¤œi e·wU †`Lv hv‡e| GB e‡· Position ¯’v‡b c„ôv b¤̂‡ii Ae¯’vb Dc‡i ev wb‡P 
Zv D‡jøL Ki‡Z nq| ZvQvov e‡· c„ôv b¤̂‡ii Ae¯’vb evg, Wvb ev ga¨ Ae¯’v‡b Zv 
wba©viY Kiv hvq| AZtci OK evUb Pvc‡j c„ôv b¤̂i cÖ‡qvM n‡e| 

 

 
wPÎ 5.19 t Page number 

 
 

8. GKwU wPwV‡Z ev WKz‡g‡›U mviwY ev †Uwej ms‡hvM Ki‡Z n‡j Kvimi wbw`©ó ¯’v‡b wb‡q 
cÖ_‡g †gbyev‡ii Table †gby n‡Z Insert Table wbe©vPb Ki‡Z n‡e| Zvn‡j wb‡¤œi e·wU 

 

 



mvaviY c¨v‡KR †cÖvMÖvgmg~n 

¯‹zj Ae GwMÖKvjPvi GÛ iæivj †W‡fjc‡g›U 119

cÖ`wk©Z n‡e| mviwY‡Z mvwi I Kjvg msL¨v KZ n‡e Zv GB e‡· Number of columns 
Ges Number of rows Gi ¯’v‡b wj‡L w`‡Z n‡e| me‡k‡l OK evUb Pvc‡j mviwY †`Lv 
hv‡e| 

 
wPÎ 5.20 t Insert table 

 
 

9. mviwY‡Z bZzb GKwU Kjvg †hvM Ki‡Z A_ev GKwU Kjvg gy‡Q †dj‡Z n‡j Kvimi wbw ©̀ó 
¯’v‡b wb‡q Table †gby n‡Z h_vµ‡g Insert Column Ges Delete Column wbe©vPb Ki‡Z 
nq| GQvov Table †gby n‡Z Table Auto Format wbe©vPb K‡i †Uwe‡j ¯^qswµqfv‡e wewfbœ 
dig¨vU cÖ‡qvM Kiv hvq| 

 

10. wPwV ev WKz‡g‡›U PvU© Ges mgxKiY †hvM Ki‡Z n‡j Kvimi wbw`©ó ¯’v‡b wb‡q †gbyev‡ii 
Insert †gby n‡Z Object wbe©vPb Ki‡Z n‡e| †mLvb †_‡K h_vµ‡g Microsoft Graph Ges 
Microsoft Equation wbe©vPb K‡i cÖ‡qvRbxq KvR Kiv hv‡e| 

 

11. Gev‡i wb‡Pi wPÎvbyhvqx mviwYmn evsjvq GKwU wPwV ˆZwi Kiv Ges cÖ‡qvRbxq d‡g©wUs 
Kivi Rb¨ Abykxjb †`qv nj|    
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wPÎ 5.21 t mviwYmn evsjvq GKwU wPwV 

 

12. cÖ¯‘ZK…Z wPwVwU wcª›U Kivi Rb¨ wcÖ›U KgvÛ w`‡Z n‡e| GRb¨ File †gby n‡Z Print KgvÛ 
wbe©vPb Ki‡Z cvwi A_ev wK‡evW© n‡Z Ctrl+P wK Pvc‡Z cvwi| Zvn‡j wb‡¤œi e·wU 
cÖ`wk©Z n‡e| Printer Name e‡· cÖ_‡g wcÖ›Uvi wbe©vPb Ki‡Z n‡e| Zvici Page range 
bvgK ¯’v‡b mKj c„ôv GKmv‡_ A_ev mywbw`©ó c„ôv b¤̂i D‡jøL K‡i OK evUb Pvc‡j wPwVwU 
wcÖ›U n‡e| 

 

 
wPÎ 5.22 t wcÖ›U e· 
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cvV 5.7 ÔWvUv‡eR c¨v‡KRÕ Gi gva¨‡g GKwU WvUv dvBj ˆZwi I msi¶Y 
cÖwµqv ch©‡e¶Y 

 
DcKiY 

1. Kw¤úDUvi 

2. ÔWvUv‡eR mdU&Iq¨vi c¨v‡KRÕ, h_v− d·‡cÖv| 
 
GB e¨envwiK cv‡V Avgiv Kw¤úDUv‡i ÔWvUv‡eR mdU&Iq¨vi c¨v‡KRÕ e¨envi K‡i GKwU WvUv 
dvBj ˆZwi I msi¶Y cÖwµqv ch©‡e¶Y Ki‡ev| 
 
Kv‡Ri avc 

1. Avgiv WvUv‡eR mdU&Iq¨vi wnmv‡e d·‡cÖv c¨v‡KR e¨envi Ki‡ev| Kw¤úDUv‡i d·‡cÖv 
mdUIq¨vi c¨v‡K‡Ri Fox.exe dvBj ivb Ki‡j d·‡cÖv c¨v‡KR †jvW n‡e|   

 

2. Kw¤úDUv‡ii ¯Œx‡b d·‡cÖv c¨v‡K‡Ri UvB‡Uj evi, †gby evi, Uzj evi, KgvÛ e· BZ¨vw` 
wP‡Îi b¨vq cÖ`wk©Z n‡e| wb‡¤œ KgvÛ e· (Command) Gi GKwU wPÎ †`Lv‡bv n‡q‡Q| 

 

 
wPÎ 5.23 t KgvÛ e· 

 

3. aiv hvK Avgiv test.dbf bv‡g GKwU WvUv dvBj ˆZwi Ki‡ev| GKvR Kivi Rb¨ Avgiv 
wewfbœfv‡e AMÖmi n‡Z cvwi| KgvÛ e‡· Create test.dbf wj‡L G›Uvi w`‡j wb‡Pi wPÎwUi 
b¨vq GKwU e· †`Lv hv‡e| A_ev †gbyevi n‡Z cÖ_‡g File †gby wbe©vPb Ki‡Z n‡e, 
AZtci New wbe©vPb Ki‡j wb‡¤œi e·wU †`Lv hv‡e| e·wU n‡Z Table UzjwU wm‡j± K‡i 
New file evU‡b †P‡c dvB‡ji bvg (test.dbf) D‡jøL Ki‡j wb‡Pi wPÎwUi b¨vq e· †`Lv 
hv‡e| 
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wPÎ 5.24 t dvBj Open e· 

 
 

wPÎ 5.25 t †Uwej wWRvBb e· 

 

4. Gevi cÖ`wk©Z e‡· WvUv dvBjwUi MVb D‡jøL Ki‡Z n‡e| wb‡¤œi wP‡Îi b¨vq test.dbf 
dvB‡j wd‡ìi bvg, wd‡ìi aib, cÖk¯ÍZv BZ¨vw` UvBc Ki‡Z cvwi| GLv‡b j¶Yxq †h, 
name Ges address wdì Character UvB‡ci, KviY G ỳB wdì Character ev eY©mgwó aviY 
Ki‡e| i_date wdì Date UvB‡ci, KviY GB wdì Date ev ZvwiL RvZxq Z_¨ aviY 
Ki‡e| salary wdì Numeric UvB‡ci, KviY GB wdì msL¨v aviY Ki‡e Ges male wdì 
†h Z_¨ aviY Ki‡e Zv ïay fzj ev mwVK wKbv Zv cÖ`k©b Ki‡e ZvB GB wd‡ìi UvBc 
hyw³wbf©i ev Logical| GQvov †Kvb wd‡ìi cÖk¯ÍZv KZ n‡e Zv wbf©i K‡i AvbygvwbK 
KZUzKz Z_¨ msi¶‡Yi cÖ‡qvRb n‡Z cv‡i Zvi Dci|  

 

 
 

wPÎ 5.26 t †Uwej wWRvBb e· (test.dbf) 

 

5. me‡k‡l OK evUb Pvc‡j wb‡¤œi WvqvjM e·wU cÖ`wk©Z n‡e| WvqvjM e· n‡Z Yes 
wbe©vPb Kiv n‡j m`¨ cÖ¯‘ZK…Z WvUv dvB‡j WvUv cÖ‡ek Kiv‡bv hv‡e| Avi No wbe©vPb Kiv 
n‡j mvgwqKfv‡e WvUv cÖ‡ek ¯’wMZ _vK‡e| 
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wPÎ 5.27 t WvqvjM e· 

 

6. cieZ©x‡Z †h †Kvb mgq WvUv dvB‡ji wewfbœ wd‡ì WvUv cÖ‡ek Kiv‡Z n‡j cÖ_‡g 
Command e‡· use text.dbf wj‡L ↵ wK Pvc‡Z n‡e A_ev File †gby †_‡K Open G wK¬K 
Ki‡Z n‡e Ges †mLvb †_‡K text.dbf G wK¬K Ki‡Z n‡e| Gic‡i Command e‡· 
append KgvÛ wj‡L ÔG›Uvi wKÕ Pvc‡Z n‡e| Zvn‡j wb‡¤œi b¨vq GKwU append e· †`Lv 
hv‡e| GB e‡·i ïb¨ ¯’vb¸‡jv‡Z cÖ‡qvRbxq WvUv cÖ‡ek Kiv n‡q †M‡j Ctrl+W wK Pvc‡j 
test.dbf dvB‡j WvUv †mf n‡e| 

 

 
wPÎ 5.28 t Append e· 

 

7. cÖ¯‘ZK…Z test.dbf dvB‡ji WvUv †h †Kvb mgq †`L‡Z n‡j KgvÛ e‡· Browse KgvÛ 
wj‡L ÔG›Uvi wKÕ Pvc‡Z n‡e| Zvn‡j wb¤œiƒc mviwY AvKv‡i WvUv cÖ`wk©Z n‡e| 

 

 
 

wPÎ 5.29 t Browse e· 
 

8. cÖ¯‘ZK…Z WvUv dvBjwU wcª›U Kivi Rb¨ wcÖ›U KgvÛ w`‡Z n‡e| GRb¨ File †gby n‡Z Print 
KgvÛ wbe©vPb Ki‡Z cvwi A_ev wK‡evW© n‡Z Ctrl+P wK Pvc‡Z cvwi| Zvn‡j wb‡¤œi e·wU 
cÖ`wk©Z n‡e| Printer Name e‡· cÖ_‡g wcÖ›Uvi wbe©vPb Ki‡Z n‡e| Zvici Options 
evU‡b †P‡c ïb¨ ¯’v‡b dvB‡ji bvg (test.dbf) wj‡L w`‡Z n‡e| Zvici Print range bvgK 
¯’v‡b mKj c„ôv ev All wbe©vPb K‡i OK evUb Pvc‡j WvUv dvBjwU wcÖ›U n‡e| 
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wPÎ 5.30 t wcÖ›U e· 

cvV 5.8 Kw¤žDUv‡ii mvnv‡h¨ wewfbœ ai‡bi mvaviY MÖvd ˆZwi I ch©‡e¶Y 
 
DcKiY 

1. Kw¤úDUvi| 

2. Ô†¯úÖWmxU mdUIq¨viÕ, h_v− gvB‡µvmdU& G‡·j| 
 
GB e¨envwiK cv‡V Avgiv Kw¤úDUv‡i †¯úÖWmxU mdUIq¨vi c¨v‡K‡Ri mvnv‡h¨ wewfbœ WvUvi 
Dci wfwË K‡i MÖvd ev PvU© ˆZwi Kiv I msi¶Y cÖwµqv ch©‡e¶Y Ki‡ev| 
 
Kv‡Ri avc 
MÖvd ev PvU© ˆZwi Kiv I msi¶Y cÖwµqv ch©‡e¶Y Kivi Rb¨ Avgiv ch©vqµ‡g wb¤œwjwLZ 
avcmg~n AbymiY Ki‡Z cvwi− 
 

1. cÖ_‡g ÔDB‡ÛvRÕ †_‡K gvB‡µvmdU G‡·j Pvjv‡bvi Rb¨  AvBKbwU‡K 
A_ev  evU‡b gvDm w`‡q ỳevi ÔwK¬K&Õ Kiæb| 

 

2. File †gby‡Z wK¬K& Kiæb Ges Zvici New †Z wK¬K Kiæb A_ev Uzjev‡ii  evU‡b wK¬K 
Kiæb| 

 

3. ¯Œx‡b gvB‡µvmdU& G‡·‡ji Lvwj GKwU c„ôv ev IqvK©mxU †`Lv hv‡e| MÖvd AsK‡bi Rb¨ 
cÖ_‡g KvR n‡”Q, †hme WvUvi Dci wfwË K‡i MÖvd AsKb Kiv n‡e †mme WvUv IqvK©mx‡U 
cÖ‡ek Kiv‡bv| †m Abyhvqx cÖ_‡g Avgiv D`vniYmiƒc wb¤œiƒc GKwU IqvK©mxU ˆZwi Kwi| 
IqvK©mxUwU wewfbœ eQ‡i Rice, Wheat, Jute, Tea Gi Drcv`‡bi cwigvY wb‡ ©̀k Ki‡Q| 

 

 
wPÎ 5.31 t GKwU IqvK©mxU 
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4. MÖvd AsK‡bi Rb¨ cÖ_‡g †gbyevi Gi Insert †gby n‡Z Chart G wK¬K& Kiæb ev Uzjev‡ii 

 evU‡b wK¬K& Kiæb| Zvn‡j ¯Œx‡b wb‡¤œi WvqvjM e·wU †`Lv hv‡e| 
 

 
wPÎ 5.32 t PvU© wWRvBb e· 1 

5. Dc‡iv³ e‡· Avgiv †`L‡Z cvw”Q Chart type G wewfbœ cÖKvi PvU© ev MÖvd Gi bvg †`qv 
Av‡Q| gvDm e¨env‡ii gva¨‡g Avgiv cÖ‡qvRbxq UvBcwU wbe©vPb Ki‡Z cvwi| 
D`vniY¯^iƒc Avgiv Column UvBcwU wbe©vPb Kwi| e·wU‡Z Chart sub-type bv‡g Av‡iv 
GKwU Ask Av‡Q †hLv‡b wewfbœ cÖKvi Kjv‡gi Qwe †`qv Av‡Q| GLvb †_‡K Avgiv cÖ_g 
wP‡Îi b¨vq Column wbe©vPb Kwi|  AZtci e‡·i wb‡P             evU‡b wK¬K& Kwi| Zvn‡j 
wbæiƒc Av‡iKwU WvqvjM e· †`Lv hv‡e| Gevi WvUv †i‡Äi (Data range) ¯’v‡b 

=Sheet1!$A$1:$E$5 wjL‡Z n‡e| GLv‡b Sheet1 ej‡Z †evSvq WvUv Sheet1 G Ae¯’vb 
Ki‡Q, $A$1:$E$5 ej‡Z †evSvq mx‡Ui †h WvUvi gva¨‡g MÖvd ev PvU© AswKZ n‡e Zv 
†mj bs $A$1 †_‡K ïiæ n‡q †mj bs $E$5 G †kl n‡q‡Q| WvUv †iÄ wjL‡Z Avgiv 
gvDmI e¨envi Ki‡Z cvwi| †mRb¨ gvDm‡K cÖ_g †h ¯’vb †_‡K WvUv ïiæ n‡q‡Q †m ¯’v‡b 

wb‡q †h‡Z n‡e| Zvici evg gvDm evUb †P‡c †h ’̄v‡b WvUv †kl n‡q‡Q †m ’̄vb ch©šÍ  
wb‡q †h‡Z n‡e| Zvn‡j ¯̂qswµqfv‡e WvUv †i‡Äi N‡i cÖ‡qvRbxq Z_¨ †jLv n‡q hv‡e| 
AZtci e‡·i wb‡P              evU‡b wK¬K& Kwi| Zvn‡j wb¤œiƒc GKwU WvqvjM e· †`Lv 
hv‡e| 

 

 
wPÎ 5.33 t PvU© wWRvBbe· 2 

 

 

 

 

Next > 

Next > 
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6. GLv‡b Chart title e‡· Pv‡U©i bvg wjLv nq| Pv‡U©i bvg wn‡m‡e GLv‡b Production Report 
UvBc Kwi| GQvov (X) axis Ges (Y) axis Gi UvB‡Uj Gi N‡i h_vµ‡g Year Ges 
Production UvBc Kwi| me‡k‡l               evUb Pvc‡j IqvK©kx‡U PvU©wU cÖ`wk©Z n‡e| 

 

7. Avgiv Dc‡iv³ avcmg~n AbymiY K‡i †h MÖvdwU AsKb K‡iwQ Zv †`L‡Z wb¤œiƒc| 

 
wPÎ 5.34 t GKwU Column PvU© 

8. Dc‡iv³ avc¸‡jv GKBfv‡e AbymiY K‡i Ges ïaygvÎ 5bs av‡c Chart type wbe©vP‡bi 
†¶‡Î Line UvBcwU wbe©vPb K‡i Avgiv GKB WvUvi Rb¨ wb¤œiƒc Line MÖvd †c‡Z cvwi|  

 

 
wPÎ 5.35 t GKwU jvBb MÖvd 

 

9. MÖvd ˆZwi n‡q hvIqvi ci MÖv‡di MÖxW jvBb cwieZ©b, †¯‹j cwieZ©b, eY© cwieZ©b, †jLvi 
†j-AvDU cwieZ©b BZ¨vw` cÖvq mKj ai‡bi cwieZ©‡bi Rb¨ gvD‡mi gva¨‡g MÖvd‡K wK¬K& 
K‡i wbe©vwPZ ev Select K‡i wb‡Z nq| AZtci Wvb gvDm evUb wK¬K& K‡i †h †gby cvIqv 
hvq Zv‡Z wewfbœ cwieZ©‡bi gva¨‡g MÖvd‡K B”QvgZ AvK…wZ †`qv hvq| 

 

10. MÖvd‡K GKB mx‡U ¯’vcb bv K‡i wfbœ mx‡UI ¯’vcb Kiv hvq| AZtci MÖvd‡K †mf Kivi 
Rb¨ m¤ú~Y© IqvK©mxU‡KB GKwU bv‡g †mf Kiv nq| GRb¨ File n‡Z Save wbe©vPb K‡i ev 
Ctrl+S Kx Pvc‡Z nq Ges dvB‡ji bvg w`‡Z nq| 

 

 

 

Finish 
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11. cÖ¯‘ZK…Z MÖvdwU wcª›U Kivi Rb¨ wcÖ›U KgvÛ w`‡Z n‡e| GRb¨ File †gby n‡Z Print KgvÛ 
wbe©vPb Ki‡Z cvwi A_ev wK‡evW© n‡Z Ctrl+P wK Pvc‡Z cvwi| Zvn‡j wb‡¤œi e·wU 
cÖ`wk©Z n‡e| Printer Name e‡· cÖ_‡g wcÖ›Uvi wbe©vPb Ki‡Z n‡e| Zvici b¤^i D‡jøL 
K‡i OK evUb Pvc‡j MÖvd wcÖ›U n‡e| 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

P‚ovšÍ  g~j¨vqb  BDwbU 5 
 

msw¶ß I iPbvg~jK cÖkœ 
1. c¨v‡KR †cÖvMÖvg ej‡Z Kx †evSvq? wewfbœ cÖKvi c¨v‡KR †cÖvMÖv‡gi bvg wjLyb| 
2. IqvW© cÖ‡mwms mdUIq¨v‡ii gva¨‡g Kx Kx KvR Kiv nq? 
3. Kxfv‡e IqvW© cÖ‡mwms mdUIq¨vimg~n KvR K‡i? 
4. evsjvq IqvW© cÖ‡mwms†qi KvR Kxfv‡e Kiv nq? 
5. WvUv †Uwe‡j Kx Kx ai‡bi wdì †hvM Kiv hvq? 
6. GKwU WvUv‡e‡R WvUv msMV‡bi GKwU wPÎ AsKb Kiæb| 
7. WvUv‡eR mdUIq¨vi c¨v‡KRmg~n e¨envi c×wZ Av‡jvPbv Kiæb| 
8. †¯úÖWmx‡U GKwU †m‡ji (Cell) bvgKiY Kxfv‡e Kiv nq? 
9. cÖPwjZ wKQy ‡¯úªWmxU mdUIq¨v‡ii bvg wjLyb| †¯úÖWmxU mdUIq¨v‡ii mvnv‡h¨ 

cwimsL¨vb welqK KvR Kxfv‡e Kiv nq? 
10. MÖvd KZ cÖKvi? †¯úÖWmxU mdUIq¨v‡ii mvnv‡h¨ MÖvd AsK‡bi avc¸‡jv Av‡jvPbv 

Kiæb| 
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3. K. WvUv  ev DcvË L. wg. 
4. K. jvBb evi, gvwëcj evi, ÷¨vKW evi, XY I cvB MÖvd 
 L. evi ev AvqZvKvi †¶‡Îi gva¨‡g     
 
 
 




