
 

 

BDwbU 6 Kw¤úDUvi cwiPvjbv I i¶Yv‡e¶Y 

GKUv Kw¤úDUvi wm‡÷g‡K myPviæiƒ‡c cwiPvjbv Ki‡Z n‡j Zv‡K mwVKfv‡e i¶Yv‡e¶Y 
cÖ‡qvRb| mwVKfv‡e i¶Yv‡e¶‡Yi d‡j Kw¤úDUvi mn‡R bó nq bv, †ewkw`b wbivc‡` P‡j, 
Kw¤úDUvi cwiPvjbvi †gvU LiP K‡g hvq, DcvËmg~n mn‡R nvwi‡q hvq bv Ges Avbymw½K 
nvW©Iq¨vi hš¿cvwZmg~n †ewkw`b wU‡K _v‡K| 
 
i¶Yv‡e¶Y ỳB ai‡bi n‡Z cv‡i| fv½bc~e©K i¶Yv‡e¶Y (Preventive Maintenance) I fv½b 
DËi i¶Yv‡e¶Y (Breakdown Maintenance)| GLv‡b fv½bc~e©K i¶Yv‡e¶‡Yi Dc‡iB ¸iæZ¡ 
†`qv n‡”Q| GKUv nvW©wW¯‹‡K mn‡RB e`‡j Ab¨ GKUv nvW©wW¯‹ jvMv‡bv hvq| wKš‘ GKUv 
nvW©wW‡¯‹i Z_¨-DcvËmg~n bó n‡q †M‡j AwaKvsk †¶‡ÎB Acwi‡gq ¶wZ nq| †mme †¶‡Î 
wbqwgZfv‡e wbw`ó mgq ci ci DcvËmg~n d¬wc wW¯‹, †Uc WªvBf A_ev wm.wW‡Z msi¶Y Kiv 
AwZe cÖ‡qvRb| 

 
cvV 6.1 gvB‡µv Kw¤úDUvi i¶Yv‡e¶‡Yi mvaviY wbqgvejx 
G cvV †k‡l Avcwb Ñ 
■ Kw¤úDUvi i¶Yv‡e¶Y c×wZ¸‡jv Rvb‡Z cvi‡eb| 
■ Kw¤úDUvi i¶Yv‡e¶Y wK †mUv e¨vL¨v Ki‡Z cvi‡eb| 
■ i¶Yv‡e¶‡Yi mvaviY wbqgvejxi Dci Av‡jvKcvZ Ki‡Z cvi‡eb| 

 
fv½bc~e©K i¶Yv‡e¶Y ỳB ai‡bi| 
1. Active 
2. Passive 

Active fv½bc~e©K i¶Yv‡e¶‡Yi c×wZ¸‡jv e¨env‡ii d‡j Kw¤úDUvi wbfz©jfv‡e Kvh©¶g I 
`xN©vqy nq Avi Passive fv½bc~e©K i¶Yv‡e¶‡Yi d‡j Kw¤úDUvi cwi‡e‡ki mv‡_ Lvc 
LvIqv‡Z cv‡i| †hgb− D”P we`y¨r cÖwZ‡ivaK wWfvBm, ZvcvbyK‚j K‡¶i e¨e¯’v, D”P 
¶gZvm¤úbœ hš¿cvwZi mv‡_ Kw¤úDUvi‡K bv ivLv, BZ¨vw`| A_©vr cÖ_g c×wZ‡Z Kw¤úDUvi 
wm‡÷g‡K cwi¯‹vi cwi”Qbœ ivLv‡K †evSv‡”Q Avi wØZxq c×wZ‡Z Kw¤úDUvi‡K wbivc` cwi‡ek 
†`qv †evSv‡”Q| 
 

• Active i¶Yv‡e¶‡Yi K‡qKwU c×wZ GLv‡b Zz‡j aiv n‡jv− 
1. wm‡÷g‡K cwi¯‹vi Kiv Kw¤úDUvi wm‡÷g‡K wbqwgZfv‡e cwi¯‹vi Kiv GKUv fvj 

i¶Yv‡e¶Y c×wZ| 
2. wm‡÷‡gi Avbymvw½K hš¿cvwZmg~n wbivc` Kvjxb mg‡qi Rb¨ wbqwgZfv‡e cwi¯‹vi 

Kiv| 
3. nvW©wW¯‹-‡K wewfbœ cÖKvi DbœZgv‡bi WvqvMbwóK mdUIq¨vi Pvwj‡q cwicvwU ivLv| 

4. GgbwK nvW©wW¯‹‡K widg©vU Kiv  Kw¤úDUv‡ii mg¯Í  Z_¨vw` Ab¨ †Kv_vI mwi‡q †i‡L 
µwUc~Y© nvW©wW¯‹‡K widg©vU K‡i Kw¤úDUvi‡K cybtKvh©¶g Kiv hvq| Z‡e, G‡¶‡Î 
cÖPzi mveavbZv Aej¤^b Kiv cÖ‡qvRb| 

 

BDwbU 6 
Kw¤úDUvi cwiPvjbv I 

i¶Yv‡e¶Y 

 

Active fv½bc~e©K i¶Yv-
‡e¶‡Yi c×wZ¸‡jv e¨env‡ii 
d‡j Kw¤úDUvi wbfz©jfv‡e 

Kvh©¶g I `xN©vq  nq Avi 
Passive fv½bc~e©K i¶Yv-
‡e¶‡Yi d‡j Kw¤úDUvi 
cwi‡e‡ki mv‡_ Lvc LvIqv‡Z 
cv‡i| 
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• Passive i¶Yv‡e¶‡Yi K‡qKwU c×wZ m¤ú‡K© Av‡jvKcvZ Kiv n‡jv− 
1. ZvcvbyK‚j cwi‡e‡k ivLv - GKRb mvaviY gvbyl †h cwi‡e‡k ¯^v”Q›`‡eva Ki‡eb, 

GKUv Kw¤úDUvi‡K mwnòz Zvc, ch©vß Av‡jv, mu¨vZ‡m‡Z bq Ges m~‡h©i Av‡jv c‡o 
bv Ggb RvqMvq ivLv †kªq| 

2. mgvšÍivj we`y¨r mieiv‡ni e¨e¯’v - we`y¨r cÖev‡ni fvimvg¨nxbZv GKUv Kw¤úDUvi 
wm‡÷‡gi R‡b¨ ¶wZKi| ZvB, GKUv †fv‡ëR ÷vwejvBRvi -Gi gva¨‡g we`y¨r 
mieivn Ki‡j wm‡÷‡gi Rb¨ fvj| 

3. kã `~lb gy³ I D”P ˆe`y¨wZK Pvc gy³ ivLv - †h ˆe`y¨wZK jvB‡b fvix hš¿cvwZ, 

GqviKzjvi, ev D”Pkã m„wóKvix hš¿  Av‡Q †mB jvB‡b Kw¤úDUvi ms‡hvM bv KivB 
†kªq| 

4. ay‡jv-gqjv gy³ I †auvqv gy³ ivLv - mvgvb¨Zg ay‡jv-gqjvi KbvI d¬wc wW¯‹ WªvB‡fi 
†n‡Wi Rb¨ ¶wZKi| †auvqvhy³ AvenvIqv‡Z ay‡jv gqjvi mswgkª‡b gv`vi‡ev‡W© GKUv 
cÖ‡jc m„wó K‡i, †hUv fwel¨‡Zi Rb¨ ¶wZKi| 

5. mvP© cÖ‡UKUi ev jvBb KwÛkbvi ¯’vcb – D”P ˆe`y¨wZK Pvc hv‡Z Kw¤úDUv‡i cÖweô bv 
nq †mR‡b¨ mvR© cÖ‡UKUi e¨eüZ n‡Z cv‡i| †Zgwb wb¤œ ˆe`y¨wZK cÖev‡ni d‡jI 
Kw¤úDUv‡ii ¶wZmvab nq Avi †mR‡b¨ GKUv jvBb KwÛkbvi e¨envh©| 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
cv‡VvËi g~j¨vqb 6.1 

�
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1|  mwVK DË‡ii cv‡k wUK wPý (�) w`b| 
K. wb‡Pi †Kvb&wU Active i¶Yv‡e¶Y c×wZ bq? 

1.   wm‡÷g‡K cwi¯‹vi Kiv 
2.   Avbymvw½K hš¿cvwZ cwi¯‹vi Kiv 
3.   ZvcvbyK‚j cwi‡ek ivLv 
4.   nvW©wW¯‹‡K wid‡g©U Kiv 

 
L. wb‡Pi †Kvb&wU Passive i¶Yv‡e¶Y c×wZ bq? 

1.   MgvšÍivj we`y¨r mieiv‡ni e¨e¯’v Kiv 
2.   kã ~̀lb gy³ ivLv 
3.   ay‡jv gqjv gy³ ivLv 
4.   nvW©wW‡¯‹ WvqMbwóK mdUIq¨vi Pvjbv Kiv 

 
M. i¶Yv‡e¶Y c×wZ Kq ai‡bi? 

1.   GK 
2.   ỳB 
3.   Pvi 
4.   cuvP 

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

K. fv½bc~e©K i¶Yv‡e¶Y c×wZ‡Z wm‡÷g‡K cwi¯‹vi iv‡L 
L. ZvcvbyK‚j cwi‡e‡k ivLv‡K fv½bc~e©K i¶Yv‡e¶Y c×wZ e‡j 
 

3| k~b¨¯’vb c~iY Kiæb| 
K. GKwU Kw¤úDUvi wm‡÷g‡K m~Pviæfv‡e cwiPvjbv Ki‡Z n‡j Zvi mwVK --------  

cÖ‡qvRb| 
L. fv½bc~e©K i¶Yv‡e¶Y -------------- cÖKvi| -------------- I -------------| 
M. ------------- fv½bc~e©K i¶Yv‡e¶‡Yi c×wZ¸‡jv e¨env‡ii d‡j Kw¤úDUvi 

wbfz©jfv‡e Kvh©¶g I `xN©vqy nq| 
N. D”P ˆe`y¨wZK Pvc hv‡Z Kw¤úDUv‡i cÖweô bv nq †mRb¨ ---------- e¨eüZ nq| 

 
4| GK K_vq ev ev‡K¨ DËi w`b| 

K. Kw¤úDUvi i¶Yv‡e¶Y KZ cÖKv‡ii I Kx Kx? 
L. Active i¶Yv‡e¶Y Kx? 

 
 
 
 
 
 
 
cvV 6.2 Z_¨ msi¶Y miÄvg (d¬wc wW¯‹ I nvW© wW¯‹) Ges wW¯‹ WªvBf Gi 

i¶Yv‡e¶Y 
G cvV †k‡l Avcwb Ñ 
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■ d¬wc wW‡¯‹i msi¶Y c×wZ wkL‡Z cvi‡eb| 
■ d¬wc wW¯‹ WªvB‡fi i¶Yv‡e¶Y Ki‡Z cvi‡eb| 
■ nvW© wW¯‹ WªvB‡fi i¶Yv‡e¶Y Ki‡Z cvi‡eb| 

 
d¬wc wW‡¯‹i msi¶b c×wZ 
WªvBf †f‡` d¬wc wW¯‹ `yB AvKv‡ii| 5.25″ Ges 3.50″ gv‡ci| eZ©gv‡b 3.5″ gv‡ci nvB 
†WbwmwU wW‡¯‹UB †ewk cÖPwjZ| d¬wc wW‡¯‹i mwVK msi¶‡Yi R‡b¨− 
1. Gi wjLb-cVb Kiv RvqMvq AvOy‡ji †Qvqv A_ev Ab¨ wKQyi ms®ú‡k© Avbv hv‡e bv| 
2. wW‡¯‹U‡K evKv‡bv hv‡e bv ev AZ¨waK Pv‡ci g‡a¨ ivLv hv‡e bv (GUv 5.25″ wW‡¯‹i 

†ejvq †ewk cÖ‡hvR¨)| 
3. 5.25″ wW‡¯‹i †j‡e‡ji Dci ejc‡q›U Kjg ev †cwÝj w`‡q †jLv hv‡e bv| 
4. mveav‡b ivL‡Z n‡e †hb †Kvb Zij c`v_© wW‡¯‹ bv c‡o| 
5. wW¯‹‡K Ggb RvqMvq ivLv hv‡e bv, †hLv‡b †iv‡`i AZ¨vwaK Zvc c‡o| 
6. †Kvb Pz¤̂‡Ki Av‡e‡ki Kv‡Q wW¯‹‡K †bqv hv‡e bv| 
7. G·‡i †gwk‡bi Af¨šÍ‡i cÖ‡ek Kiv‡bv hv‡e bv, Zvn‡j wW‡¯‹i DcvË bó n‡q †h‡Z cv‡i|  
8. GgbwK KLbI †`Lv †M‡Q w¯’wZkxj ˆe`y¨wZK cÖev‡ni d‡j c‡K‡U ivLv wW‡¯‹U kix‡ii 

ms¯ú‡k© G‡m bó n‡q †M‡Q| myZivs GUvI ¯§iY ivL‡Z n‡e| 
 
d¬wc wW¯‹ WªvB‡fi msi¶b c×wZ 
ïaygvÎ e¨enviKvixi w`K †_‡K d¬wc wW¯‹ WªvB‡fi i¶Yv‡e¶‡Yi K_v wPšÍv Ki‡j cÖ_‡gB 
Avm‡e †nW cwi¯‹vi Kiv| Avi †mUv AwZ mn‡RB m¤¢e, †nW cwi¯‹vi Kiv wW¯‹ wU‡Z K‡qK 
†dvUv cwi¯‹viKvix Zij c`v_© jvwM‡q WªvB‡fi Af¨šÍ‡i cÖweô Kiv‡bvi ci WªvB‡fi 
WvB‡iKUix covi †Póv Ki‡j †nW cwi¯‹vi n‡q hv‡e| 

A‡bK †¶‡Î †nW -G GZ gqjv R‡g †h, †nW cwi¯‹vi wW¯‹ w`‡qI KvR nq bv| †m‡¶‡Î, 
wm‡÷g BwÄwbqvi wW¯‹ WªvBf‡K Ly‡j evB‡i G‡b †nW cwi¯‹vi Ki‡Z cv‡ib| 
 
nvW© wW¯‹ WªvB‡fi msi¶Y c×wZ 
e¨enviKvixi w`K w`‡q nvW©wW‡¯‹i msi¶Y Lye GKUv †bB Avi Gi msi¶Y c×wZ SzwKc~Y©| 
hvB‡nvK, ỳÔGKUv msi¶Y c×wZ GLv‡b Zz‡j aiv n‡jv− 
1. wbqwgZfv‡e Norton Disk Doctor (NDD) A_ev Gg,Gm W‡mi Scandisk Pvjbv Kiv| 

G‡Z K‡i nvW©wW‡¯‹i DcvË cwicvwU _v‡K Ges FAT µwUgy³ _v‡K| 
2. Autoexec.bat dvB‡ji Path KgvÛ jvB‡b hZUv m¤¢e Path-G parameter Kwg‡q ivLyb 

Ges Gi d‡j wW‡¯‹i FAT (File Allocation Table) µwUgy³ _vK‡e| 
3. nvW©wW‡¯‹i root -G †Kvb antivirus guard †i‡L †`qv Ges †mUv autoexec.bat dvB‡j 

mwbœ‡ek Kivb, Zvn‡j Avcbvi Kw¤úDUvi mn‡R fvBivm AvµvšÍ  n‡e bv| 
4. AwZwi³ DcvË µwUi †¶‡Î nvW©wW¯‹‡K Format Kiv †kªq| Avi G‡Z nvW©wW¯‹ cybivq 

m¤ú~Y©iƒ‡c Kg©¶g nq| Z‡e, Kg©wU Kivi Av‡M mg¯Í  DcvË backup K‡i ivL‡Z n‡e| 
5. GgbwK cÖ‡qvRb‡ev‡a low level format Ki‡Z nq| Z‡e, me nvW©wW¯‹ †jv †j‡fj di‡gU 

m¤úv`‡b mvnvh¨ K‡i bv| 
cv‡VvËi g~j¨vqb 6.2 

1|  mwVK DË‡ii cv‡k wUK wPý (�) w`b| 
K. d¬wc wW‡¯‹i AvKvi K‡Zv K‡Zv BwÂ? 

�

 

e¨enviKvixi w`K w`‡q 
nvW©wW‡¯‹i msi¶Y Lye GKUv 
†bB Avi Gi msi¶Y c×wZ 
SzwKc~Y©| 
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1.   5.25 BwÂ I 3.25 BwÂ 
2.   5.25 BwÂ I 3.50 BwÂ 
3.   5.50 BwÂ I 3.50 BwÂ 
4.   5.50 BwÂ I 3.25 BwÂ 

 
L. wb‡Pi †Kvb&wU d¬wc wW‡¯‹i Rb¨ cÖ‡hvR¨ bq? 

1.   wjLb-cVb RvqMvq †Qvqv hv‡e bv 
2.   †j‡ej jvMv‡bvi mgq Kjg e¨envi Kiv hv‡e bv 
3.   c‡K‡U bv †bqvB fvj 
4.   Path-G Parameter Kg ivL‡Z n‡e 

 
M. wb‡Pi †KvbwU nvW© wW‡¯‹i Rb¨ cÖ‡hvR¨ bq? 

1.   Autoexec.bat dvBj‡K µwU gy³ ivL‡Z n‡e 
2.   NortonDisk Doctor Pvjv‡Z n‡e 
3.   euvKv‡bv hv‡e bv 
4.   root-G †Kvb antivirus guard ivL‡Z n‡e 

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

K. e¨enviKvixi w`K wePv‡i d¬wc wW¯‹ WªvBf msi¶Y ej‡Z †nW cwi¯‹vi Kiv 
†evSvq| 

L. FAT µwUgy³ ivLvi Rb¨ nvW© wW‡¯‹ mgq mgq Scandisk Pvjbv Kiv cÖ‡qvRb| 
M. AwZwi³ DcvË µwUi †¶‡Î nvW© wW¯‹ Format Kiv †kªq| 
 

3| k~b¨¯’vb c~iY Kiæb| 
K. WªvBf‡f‡` d¬wc wW¯‹ ------------ AvKv‡ii I ----------- gv‡ci| 
L. d¬wc wW‡¯‹i wjLb cVb Kiv RvqMvq --------------- A_ev ------------- Avbv 

hv‡e bv| 
M. w¯’wZkxj ----------- d‡j c‡K‡U ivLv wW‡¯‹U kix‡ii ms¤ú‡k© G‡m bó n‡q 

hvq| 
N. nvW© wW¯‹ msi¶‡Yi Rb¨ wbqwgZfv‡e ------------ A_ev ----------- Pvjbv Kiv 

DwPZ| 
 
4| GK K_vq ev ev‡K¨ DËi w`b| 

K. d¬wc wW¯‹ Kq cÖKv‡ii I Kx Kx? 
L. nvW© wW‡¯‹i GKwU i¶Yv‡e¶Y c×wZi eY©bv w`b| 
 

 
 
 
 
cvV 6.3 Kw¤úDUvi, wcÖ›Uvi Ges d¬wc wW‡¯‹i e¨envi I i¶Yv‡e¶‡Yi 

wbqgvejx 
G cvV †k‡l Avcwb Ñ 
■ Kw¤úDUvi, wcÖ›Uvi Ges d¬wc wW‡¯‹i e¨envi m¤^‡Ü ej‡Z cvi‡eb| 
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■ Kw¤úDUvi, wcÖ›Uvi Ges d¬wc wW‡¯‹i i¶Yv‡e¶Y Ki‡Z cvi‡eb| 

 
Kw¤úDUv‡ii e¨envi I i¶Yv‡e¶Y 
Kw¤úDUv‡ii e¨envi GK K_vq cÖKvk Kiv cÖvq Am¤¢e| KviY cÖhyw³MZ DrKl©Zvi Kvi‡Y Gi 
e¨env‡ii e¨vcKZv e„w× †c‡q kã web¨vmKvix †_‡K MÖn b¶‡Îi wnmv‡ei ch©‡e¶Y Ki‡Q GB 
Kw¤úDUvi| Kw¤úDUvi e¨envi K‡i− 
• mvaviY kãweb¨v‡mi KvR, †hgb- Gg,Gm, IqvW©, 
• wnmve msµvšÍ  KvR, †hgb− Gg,Gm, G‡·j, 
• DcvË e¨e¯’vcbv, †hgb− d·‡cÖv, 
• Qwe AvKv, †hgb− †Kv‡ij Wª, d‡Uvkc BZ¨vw` 
• †Ljv msµvšÍ , †hgb− wcÖÝ, Wzgm&‡W, BZ¨vw` 
• WªvdwUs, wWRvBwbs, †hgb− A‡UvK¨vW, 
• G¨vwb‡gkb, †hgb− w_ª-wW ÷zwWI, GiKg AmsL¨ KvR Kiv hvq AwZ mn‡R Ges 

myPviæiƒ‡c| Kw¤úDUv‡ii wbqwgZ i¶Yv‡e¶‡Yi d‡j Gi Kvh©¶gZv e„w× cvq, MwZ gš’i 
nIqv †_‡K weiZ iv‡L, mvgwMÖK nvW©Iq¨vimg~n gvivZœK µwUc~Y© nIqv †_‡K i¶v cvq| 

 

Kw¤úDUvi i¶Yv‡e¶‡Yi †¶‡Î− 
• cy‡iv wm‡÷g‡K DcwifvM †_‡K †Kvb wK¬wbs d¬yBW w`‡q cwi¯‹vi Kiv hvq, 
• wm‡÷g BDwbU Ly‡j GKUv Gqvi †e­vqvi w`‡q ay‡jv gqjv¸‡jv mwi‡q †`qv hvq| 
• gv`vi †evW© I Avbylw½K ms‡hvM Zvimg n‡K cwi¯‹vi K‡i ms‡hvMmg~n wbwðZ Kiv hvq, 
• KvR †k‡l Kw¤úDUvi wm‡÷g‡K AveiY w`‡q †X‡K ivLv hvq, BZ¨vw` c×wZmg~n e¨envi 

Kiv †h‡Z cv‡i| 
 
wcÖ›Uv‡ii e¨envi I i¶Yv‡e¶Y 

mg¯Í  KvR m¤úbœ Kivi ci KvM‡R Qvwc‡q †bqvi Rb¨ wcÖ›Uv‡ii cÖ‡qvRb| eZ©gv‡b cÖPwjZ 
wcÖ›Uvimg~‡ni g‡a¨ WU g¨vwUª· wcÖ›Uvi, eve&j †RU wcÖ›Uvi, †jRvi †RU wcÖ›Uvi, †W¯‹ †RU wcÖ›Uvi 
Ab¨Zg| wcÖ›Uvi e¨env‡ii †¶‡Î− 
• KvM‡R Qvcvi MwZ CPS (Character per second), A_ev PPM (Page per minute),  
• KZ c„ôv †g‡gvwi‡Z ivL‡e  - RAM A_ev buffer size  
• KZ Nb/¯úó wjL‡e - cpi (character per inch), A_ev dpi (dot per inch),  
• wK gv‡ci KvM‡R Qvc‡e - Paper size,  
• KZ Kjv‡gi wcÖ›Uvi n‡e - column size, BZ¨vw` ˆewkó¨mg~n wcÖ›Uvi mv‡c‡¶ D‡jøL‡hvM¨| 
 

GKwU wcÖ›Uvi‡K mvaviY i¶Yv‡e¶‡Yi Rb¨, †h wRwbm¸‡jv †`qv `iKvi Zvi g‡a¨− 
• fvj wieb ev †Uvbvi e¨envi Kiv, 
• wcÖ›Uvi †nW-G gqjv bv Rg‡Z †`qv, 
• ay‡jv-gqjv gy³ ¯’v‡b wcÖ›Uvi‡K ivLv, 
• wKQyw`b cici ay‡jv-gqjv cwi¯‹vi Kiv, BZ¨vw` Ab¨Zg| 
d¬wc wW‡¯‹i e¨envi I i¶Yv‡e¶Y 
DbœZgv‡bi AwaK aviY¶gZv m¤úbœ nvW©wW¯‹ D™¢ve‡bi d‡j d¬wc wW‡¯‹i e¨envi K‡g Avm‡Q| 
ïay gvÎ DcvË backup Kiv, A_ev GK¯’vb nB‡Z Ab¨ ¯’v‡b ¯’vbvšÍ‡ii mgq d¬wc wW‡¯‹i 

cÖ‡qvRb nq| eZ©gv‡b backup-Gi †¶‡Î †Uc WªvBf I wm.wW AZ¨šÍ  wbf©ikxj Ges DcvË 

ïay gvÎ DcvË backup Kiv, 
A_ev GK¯’vb nB‡Z Ab¨ 
¯’v‡b ¯’vbvšÍ‡ii mgq d¬wc 
wW‡¯‹i cÖ‡qvRb nq| 

Kw¤úDUv‡ii e¨envi GK 
K_vq cÖKvk Kiv cÖvq 
Am¤¢e| KviY cÖhyw³MZ 
DrKl©Zvi Kvi‡Y Gi 
e¨env‡ii e¨vcKZv e„w× †c‡q 
kã web¨vmKvix †_‡K MÖn 
b¶‡Îi wnmv‡ei ch©‡e¶Y 
Ki‡Q GB Kw¤úDUvi| 

KvR †k‡l Kw¤úDUvi 
wm‡÷g‡K AveiY w`‡q †X‡K 
ivLv hvq, BZ¨vw` c×wZmg~n 
e¨envi Kiv †h‡Z cv‡i| 

eZ©gv‡b cÖPwjZ wcÖ›Uvimg~‡ni 
g‡a¨ WU g¨vwUª· wcÖ›Uvi, 
eve&j †RU wcÖ›Uvi, †jRvi 
†RU wcÖ›Uvi, †W¯‹ †RU wcÖ›Uvi 
Ab¨Zg| 
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¯’vbvšÍ‡ii Rb¨ †bUIqvK© c×wZ my›`ifv‡e Kvh©Kix| ZeyI, d¬wc wW‡¯‹i e¨envi i‡q‡Q Ges 
fwel¨‡ZI _vK‡e| 
 
d¬wc wW‡¯‹i i¶Yv‡e¶Y 
c~‡e©i cv‡V d¬wc wW‡¯‹i i¶Yv‡e¶‡Yi Dci Av‡jvKcvZ Kiv n‡q‡Q ZeyI GLv‡b ms‡¶‡c 
`yÔGKUv K_v ejv n‡jv| 
 
d¬wc wW‡¯‹i i¶Yv‡e¶‡Yi e¨vcv‡i− 
• wjLb-cVb GjvKvq †Kvbiƒc ¯úk© Kiv hv‡e bv, 

• AZ¨waK Zvc m„wói RvqMvq ivLv hv‡e bv, 

• wfRv mu¨vZ‡mu‡Z RvqMvq ivLv hv‡e bv, 

• ay‡jv gqjv †_‡K mveavb ivL‡Z n‡e, 

• Pz¤^K Av‡e‡ki Kv‡Q †bqv evib, 

• G·‡i †gwk‡bi Af¨šÍ‡i cÖ‡ek Kiv‡bv hv‡e bv, BZ¨vw` wb‡ ©̀kmg~n †g‡b Pj‡j d¬wc 
wW‡¯‹i e¨envi Avqy¯‹vj `xN©vwqZ n‡e| 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
cv‡VvËi g~j¨vqb 6.3 

1|  mwVK DË‡ii cv‡k wUK wPý (�) w`b| 
K. Gg Gm IqvW© Kx ai‡bi Kv‡Ri mdUIq¨vi? 

1.   kã web¨vmKvix  

�
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2.   wnmve msµvšÍ  
3.   Qwe AvKvi 
4.   G¨vwb‡gkb 

 
L. Gg Gm G‡·j Kx ai‡bi Kv‡Ri mdUIq¨vi? 

1.   kã web¨vmKvix  

2.   DcvË msµvšÍ  

3.   wnmve msµvšÍ  
4.   wWRvBb 

 
M. d·‡cÖv Kx ai‡bi Kv‡Ri mdUIq¨vi? 

1.   wnmve msµvšÍ  
2.   kã web¨vmKvix  

3.   DcvË msµvšÍ  
4.   G¨vwb‡gkb 

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

K. A‡UvK¨vW GKwU wWRvBb mdUIq¨vi| 
L. KvR m¤úbœ Kivi ci KvM‡R Qvcv‡bvi Rb¨ wcÖ›Uvi cÖ‡qvRb| 
 

3| k~b¨¯’vb c~iY Kiæb| 
K. i¶Yv‡e¶‡Yi †¶‡Î cy‡iv Kw¤úDUvi wm‡÷g‡K DcwifvM †_‡K †Kvb --------- 

w`‡q cwi®‹vi Kiv hvq| 
L. fvj wcÖ›U †c‡Z n‡j ------------- ev ------------- e¨envi Kiv DwPZ| 

M. Backup-Gi Kv‡R ------------ I -------------- AZ¨šÍ  wbf©ikxj hš¿ | 
 
4| GK K_vq ev ev‡K¨ DËi w`b| 

K. kã web¨vmKvix mdUIq¨v‡ii bvg ejyb| 
L. K‡qKwU wcÖ›Uv‡ii bvg ejyb| 
 

 
 
 
 
 
 
 
 
 
e¨envwiK 
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cvV 6.4 Gg.Gm. Iqv‡W©i gva¨‡g GKwU Bs‡iwR wPwV ˆZwi I Qvcv‡bvi 
Abykxjb-2 

G cvV †k‡l Avcwb Ñ 
■ MS-Word-G wPwV UvBc K‡i Zv a‡i ivL‡Z cvi‡eb| 
■ wPwVi evbvb ï× Kiv wkL‡eb| 
■ wKfv‡e wPwV Qvcv‡Z nq Zv Rvb‡eb| 

 
1. cvV - 4.7 Gi Abykxjb-1 Abyhvqx Gg,Gm, IqvW© Pvjy Kiæb| 

2. Gevi wb‡P D‡jøwLZ wPwVUv UvBc Kiæb| 
 
The Admissions Department Dated: July 02, 2009 

University of Pensilvania, 

USA. 

 

Subject: Application for Admission into masters programme in Agriculture. 

 

Dear Sir, 

 I am pleased to inform you that I have completed my B.Sc. in Agriculture from 

Bangladesh Agricultural University and like to continue my higher education in your 

esteemed University. 

 

 It would be my pleasure, if you kindly send me the Application form for 

admission into Masters Programme in Agriculture and oblige thereby. 

 

Thanking you. 

 

Sincerely yours, 

 

 

Salauddin Ahmed 

BOU, Bangladesh. 

 
 

3. wPwVUv UvBc Kiv n‡q †M‡j Menu bar n‡Z File -wK¬K, Save -wK¬K, dvB‡ji bvg wj‡L 
Ok -wK¬K K‡i msi¶Y Kiæb| 

4. dvB‡ji cÖ_‡g Avm‡Z <Ctrl> Pvwe‡P‡c <Home> Pvwe Pvcyb| 

5. dvB‡ji evbvb ï× Kivi R‡b¨ Tools -wK¬K K‡i †mLvb n‡Z Spelling -wK¬K Kiæb Ges 
c ©̀vq D‡jøwLZ wb‡ ©̀k Abyhvqx KvR Kiæb| 

6. evbvb ï×KiY n‡q †M‡j File -wK¬K, Print Preview -wK¬K K‡i Qvcvi Av‡M wKiKg 
†`Lv‡e, A_©vr wcÖwfD †`‡L wb‡Z cv‡ib Ges 

7. me‡k‡l, †h‡nZz GK c„ôv wewkó dvBj, †m‡nZz File -wK¬K, Print -wK¬K Kiæb| Zvi Av‡M 
j¶¨ ivL‡Z n‡e, wcÖ›Uv‡i KvMR cÖweô Av‡Q wKbv Ges wcÖ›Uv‡ii myBP Ab& Av‡Q wKbv|  

8. me‡k‡l Cuttent page †K wPwýZ K‡i wK¬K Kiæb| Zvn‡j wPwV KvM‡R Qvcv n‡e| 
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cv‡VvËi g~j¨vqb 6.4 

1|  mwVK DË‡ii cv‡k wUK wPý (�) w`b| 
K. dvBj msi¶Y Ki‡Z Kx Kx KgvÛ e¨envi Ki‡Z nq? 

1.   File Menu n‡Z Print wK¬K Kiæb 
2.   File Menu n‡Z Print Preview wK¬K Kiæb 
3.   File Menu n‡Z Save wK¬K Kiæb 
4.   File Menu n‡Z Exit wK¬K Kiæb 

 
L. evbvb ï× Ki‡Z Kx Kx KgvÛ e¨envi Ki‡Z nq? 

1.   Tools Menu n‡Z Spelling wK¬K Kiæb 
2.   Tools Menu n‡Z Grammer wK¬K Kiæb 
3.   Tools Menu n‡Z Theasurus wK¬K Kiæb 
4.   Tools Menu n‡Z Language wK¬K Kiæb 

 
M. dvBj Print Kivi Rb¨ Kx Kx KgvÛ e¨envi Ki‡Z nq? 

1.   File Menu n‡Z Save wK¬K Kiæb 
2.   File Menu n‡Z Exit wK¬K Kiæb 
3.   File Menu n‡Z Print wK¬K Kiæb 
4.   File Menu n‡Z Templates wK¬K Kiæb 

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

K. evbvb ï× Ki‡Z File †gby‡Z †h‡Z nq| 
L. dvBj msi¶Y Ki‡Z Tools †gby‡Z †h‡Z nq| 
 

3| k~b¨¯’vb c~iY Kiæb| 
K. File wK¬K - - - - - - wK¬K w`‡q Gg Gm IqvW© †_‡K evwni nIqv hvq| 
L. File wK¬K - - - - - - wK¬K w`‡q Qvcvi Av‡M †`Lv hvq| 

 
4| GK K_vq ev ev‡K¨ DËi w`b| 

K. dvBj msi¶Y Kivi KgvÛ wjLyb| 
L. evbvb ï× Kivi KgvÛ wjLyb| 
 

 
 
 
 
 
 
 
 
 
 

�
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cvV 6.5 ÒweRqÓ Gi gva¨‡g GKwU evsjv wPwV (mviwYmn) ˆZwi I Qvcv‡bvi 
Abykxjb-3 

G cvV †k‡l Avcwb Ñ 
■ evsjv wK‡evW© ÒweRqÓ m¤^‡Ü aviYv cv‡eb| 
■ evsjvq wewfbœ hy³v¶i wjL‡Z cvi‡eb| 
■ GKwU wPwV evsjvq UvBc K‡i KvM‡R Qvcv‡Z cvi‡eb| 

 
Bs‡iwR wK‡evW© e¨envi K‡iI Avcwb wewfbœ evsjv mdUIq¨v‡ii mvnv‡h¨ evsjvq bw_cÎ ˆZwi 
Ki‡Z cv‡ib| evsjv mdUIq¨v‡ii wfZi Ò†jLbxÓ, ÒcÖwkKvÓ, ÒweRqÓ, ÒgybxiÓ BZ¨vw` 
Ab¨Zg| GiK‡gi mdUIq¨vi‡K Kw¤úDUv‡i mwbœweô Kivi d‡j GKwU K…wÎg d›U mshy³ 
Ae¯’vi m„wó nq, hvi d‡j Bs‡iwR wK‡ev‡W©i wewfbœ Pvwe Øviv evsjv A¶i wjLv hvq| †hgb− 
ÒweRqÓ wK‡ev‡W© “J” Pvc‡j ÒKÓ, “R” Pvc‡j ÒcÓ nq| 
 
ÒweRqÓ wK‡evW© †j-AvDU 
cvV‡Ki mywe‡ai Rb¨ ÒweRqÓ wK‡evW© †j-AvDU wb‡P †`qv n‡jv| 
 

 
~ 
 
` 

! 
1 
1 

@ 
2 
2 

# 
3 
3 

$ 
4 
4 

% 
5 
5 

^ 
6 
6 

u 
7 
7 

* 
8 
8 

( 
9 
9 

) 
0 
0 

_ 
- 
- 

+ 
 
= 

Back 

space 

← 

 
Tab 

 

s 
Q 
O 

q 
W 
h 

X 
E 
W 

d 
R 
c 

V 
T 
U 

Q 
Y 
P 

S 
U 
R 

T 
I 
n 

N 
O 
M 

p 
P 
o 

{ 
[ 
[ 

} 
] 
] 

r 
\ 
t 

Caps 

Lock 

© 
A 
„ 

  
S 
y 

x 
D 
w 

A 
F 
v 

| 
G 
& 

f 
H 
e 

L 
J 
K 

_ 
K 
Z 

a 
L 
` 

: 
; 
; 

‘ 
' 
, 

Return 

↵ 

 

Shift 

 

¨ 
Z 
ª 

Š 
X 
I 

ˆ 
C 
† 

j 
V 
i 

Y 
B 
b 

l 
N 
m 

k 
M 
g 

< 
, 
, 

> 
. 
. 

? 
/ 
/ 

 

Shift 

Ctrl Alt Space Bar Alt Ctrl 

 
 

wPÎ 6.1 t wK‡evW© †j-AvDU 

 
ÒweRqÓ PvjyKib 
K. mvaviY Window 3.1, Window 3.11 ¯’vwcZ Kw¤úDUv‡i evsjv wPwV Qvcv‡Z PvB‡j 

dvBjwU ˆZwii Av‡MB evsjv mdUIq¨vi B›Uvi‡dmwU Pvjy Ki‡Z n‡e| Z‡e eZ©gv‡b 
evsjv B›Uvi‡dm mivmwi Pvjy nq| ïaygvÎ WIN wj‡L ↵ w`b|  

 
÷¨vUvm ev‡i Bijoy Script Interface System wjLv Avm‡e| Zvn‡j eyS‡Z cvi‡eb 
ÒweRqÓ Avcbvi Kw¤úDUv‡i mwbœ‡ewkZ n‡q‡Q| 
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Gevi wbqg gvwdK MS-OFFICE †K double click w`‡q winword G click w`‡q Gg.Gm. 
IqvW© Pvjy Ki‡Z cv‡ib| A_ev mivmwi Microsoft word AvBK‡b double click w`‡Z 
cv‡ib| Dfq †¶‡ÎB Avcbv‡K bw_ ˆZwi Kivi R‡b¨ wb‡¤œv³ ¯Œx‡b wb‡q Avm‡e| 
 

 
 

wPÎ 6.2 t Gg Gm Iqv‡W©i Avi¤¢ 
 
†h‡nZz ÒweRqÓ mwbœ‡ewkZ K‡i‡Qb, Zvn‡j weR‡qi †Kvb d‡›U Avcwb wPwV wjL‡eb †mUv 
wbav©iY Ki‡Z d‡›U wK¬K w`b Ges gvDm c‡q›Uvi e¨envi K‡i SutonnyII †K wPwýZ Kiæb| 
me‡k‡l Ctrl I alt Pvwe `y‡Uv GKmv‡_ †P‡c a‡i B PvweUv Pvcyb ÒweRqÓ wK‡evW© †j-AvDU 
cvevi R‡b¨| GLb Av‡Mi cÖ`Ë †j-AvDU e¨envi K‡i evsjvq UvBc Ki‡Z cv‡ib| †`Lyb 
mwVK Pvwe‡Z mwVK A¶i cv‡”Qb wKbv| 
 

wb‡Pi †Uwe‡j wKQy evsjv hy³v¶i Ges wKQy cÖPwjZ Ab¨vb¨ kãvw` †`qv n‡jv| 
 

wj¼ + v = Av 
wj¼ + w = B 
wj¼ + x = C 
wj¼ + y = D 

wj¼ +   = E 
wj¼ + † = G 
wj¼ + ˆ = H 
wj¼ + Š = J 
wj¼ + „ = F 
K + wj¼ +  ª = µ 
K + wj¼ + l = ¶ 

M + wj¼ + y = ¸ 
O + wj¼ + K = ¼ 
R + wj¼ + T = Á 
T + wj¼ + P = Â 
T + wj¼ + Q = Ã 
T + wj¼ + R = Ä 
U + wj¼ + U = Æ 
Y + wj¼ + V = É 
Z + wj¼ + Z = Ë 
Z + wj¼ + _ = Ì 
Z + wj¼ +   ª = Î 

Z + wj¼ + Z + wj¼ + e = Ë¡ 
b + wj¼ + b = bœ 
b + wj¼ + _ = š’ 
b + wj¼ + a = Ü 
l + wj¼ + U = ó 
l + wj¼ + V = ô 
l + wj¼ + Y = ò 
m + wj¼ + _ = ¯’ 
n + wj¼ + b = ý 
n + wj¼ + „ = ü 
wj¼ + wj¼ = & 

weRq wK-‡ev‡W©i G eY©wU‡K wj¼ ejv nq| 
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Gevi GKUv †QvU evsjv wPwV UvBc Kiv n‡”Q| cvVK‡K cy‡iv e¨vcviUv Abyaveb Kiv‡bvi Rb¨ 
cÖ_‡g wK wK Bs‡iwR Pvwe Pvc‡Z n‡e †m¸‡jv †`Lv‡bv n‡”Q, c‡i H Pvwe¸‡jv †P‡c wK A¶i 
¯Œx‡b fvm‡e †m¸‡jv †`Lv‡bv n‡jv| 
 
mfbbDW eDb mciflW↵ 

ngjsv FHggg gcdozjfVyfv gcbge vsvZfV decHVrggcmbgt↵ 

hfQVfclM gsbgmsgj  dhMghdhlZfVW↵ 

ofuDrsv-1704G↵ 

↵ 

dhNW \ dh.gco.gce. crzozfcm HdkAv ubZ gfchlbG↵ 

↵ 

ubfh, ↵ 

gfdm nmgrzdk dhgc rfM jcvdYG gfmfcj gfrbfv ngjscV dh.gco.gce. cjfcnA 

hdkAv nscwfo lfb jcv hfdLk jvchbG↵ 

↵ 

LbZhflfcbgk, ↵ 

↵ 

gfrbfv dhMghngk↵ 

↵ 

↵ 

jfuD cmf\ doWfngslglDbG 

 

wPwVwU evsjvq Giƒc n‡e− 
 
gvbbxq Wxb g‡nv`q 
¯‹zj Ae GwMÖKvjPvi GÛ iæivj †W‡fjc‡g›U 
evsjv‡`k Db¥y³ wek¦we`¨vjq 
MvRxcyi-1705| 
 
welq t we.GwR.GW. †cÖvMÖv‡g fwZ©i Rb¨ Av‡e`b| 
 
Rbve, 
Avwg m¤úÖwZ weG cvm K‡iwQ| Avgv‡K Avcbvi ¯‹z‡j we.GwR.GW. †Kv‡m© fwZ©i my‡hvM `vb K‡i 
evwaZ Ki‡eb| 
 

ab¨ev`v‡šÍ , 
 

Avcbvi wek¦¯Í  
 
 
KvRx †gvt wMqvmDÏxb| 
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Gevi bw_wU msi¶Y Kivi Rb¨ File Menu n‡Z Save Option G wK¬K K‡i GKUv bvg wj‡L 
Save wK¬K Kiæb (Z‡e †h‡nZz Avcwb evsjv †gv‡W Av‡Qb, GLv‡b Avcbv‡K Bs‡iwR †gvW †c‡Z 
Ctrl alt B GKmv‡_ Pvc‡Z n‡e)| 
 
dvBjwU msiw¶Z n‡e Ges c`v©q †_‡K hv‡e| Gevi dvBjUv‡K Qvcv‡Z n‡j File Menu n‡Z 
Print Option G wK¬K K‡i Current Page wK¬K K‡i OK wK¬K Kiæb| GLv‡b aviYv Kiv n‡”Q, 
wcÖ›UviwU wVK g‡Zv Selected Av‡Q, wcÖ›Uvi Pvjy Av‡Q Ges wcÖ›Uv‡i KvMR Av‡Q| 
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cv‡VvËi g~j¨vqb 6.5 

1|  mwVK DË‡ii cv‡k wUK wPý (�) w`b| 
K. wb‡Pi †KvbwU evsjv mdUIq¨vi bq? 

1.   †jLbx  
2.   weRq  
3.   gywbi  

4.   myKvšÍ  
 

L. weRq wK‡ev‡W© ‘J’ Pvc‡j †Kvb A¶i †`Lv hvq? 
1.   ÔkÕ nq 
2.   ÔKÕ nq 
3.   ÔgÕ nq 
4.   ÔRÕ nq 

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

K. Ctl+alt+B Pvc‡j weRq wK‡evW© cvIqv hvq| 
L. Bs‡iwR wK‡evW© e¨envi K‡i evsjv UvBc Kiv hvq| 
 

3| k~b¨¯’vb c~iY Kiæb| 
K. - - - - - - wj‡L ↵ w`b, DB‡ÛvR Pvjbvi Rb¨| 
L. weRq Pvjv‡Z - - - - - - G Wej wK¬K w`b| 

 
4| GK K_vq ev ev‡K¨ DËi w`b| 

K. gybxi Kx? 
L. Sutonny Kx? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

�
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cvV 6.6 Òd·‡cÖvÓ Gi gva¨‡g GKwU WvUv dvBj ˆZwi I Qvcv‡bvi Abykxjb 
G cvV †k‡l Avcwb Ñ 
■ Òd·‡cÖvÓ m¤^‡Ü aviYv cv‡eb| 
■ Òd·‡cÖvÓ e¨envi K‡i GKwU WvUv‡eR dvBj ˆZwi Ki‡Z cvi‡eb| 
■ ˆZwiK…Z dvBjwU wcÖ›U Ki‡Z cvi‡eb| 

 
Òd·‡cÖvÓ n‡”Q GKwU eûj cÖPwjZ DcvË ev WvUv msµvšÍ  mdUIq¨vi hvi mvnv‡h¨ wewfbœ 
cÖKvi WvUv‡eR dvBj ˆZwi, msi¶b, ms‡kvab, c~bwe©b¨vm, cwiea©Y, cwigvR©b BZ¨vw` Kiv 
hvq| WvUv‡eR A‡bK cÖKv‡ii n‡Z cv‡i| †hgb−  

• Rbej ev personnel msµvšÍ , †hLv‡b bvg, wcZvi bvg, c`ex, wVKvbv, Rb¥ ZvwiL, †eZb 
BZ¨vw` _vK‡e| 

• †eZb ev pay rule msµvšÍ , †hLv‡b bvg, c`ex, g~j‡eZb Ges †eZb msµvšÍ  Ab¨vb¨ 
DcvË _vK‡e| 

• gRy` ev stock msµvšÍ , †hLv‡b wRwb‡mi bvg, GKKg~j¨, msL¨v BZ¨vw` Z_¨vw` _vK‡e|  
 
d·‡cÖv Pvjbv c×wZ 
K. Wm&‡em Kw¤úDUv‡i d·‡cÖv Pvjbv− 

Kw¤úDUvi Pvjy Ki‡jB C:\> Avm‡e| GLv‡b CD\FPD26 wj‡L ↵ w`b Ges FOX wj‡L ↵ 
w`b| A_©vr− C:\>CD\FPD26↵ 
  C:\FPD26>FOX↵ 
 

Zvn‡j Avcwb d·‡cÖvi Af¨šÍ‡i cÖ‡ek Ki‡eb Ges GKUv KgvÛ e‡·i wfZ‡i wewfbœ 
KgvÛmg~n wj‡L d·‡cÖv Pvjbv Ki‡eb| 

 
L. DB‡Ûv †em Kw¤úDUv‡i d·‡cÖv Pvjbv− 

Kw¤úDUvi Pvjy K‡i Start-G (click) w`b, program-Gi Dci gvDm c‡q›Uvi Avb‡j 
Wvbw`‡K AviGKUv †gby fvm‡e, †mLvb †_‡K Foxpro for windows-Gi Dci (click) w`b| 
Av‡Mi g‡ZvB GKUv KgvÛ e· †`L‡Z cv‡eb| H KgvÛ e‡·B KgvÛmg~n wjL‡eb| 
 

d·‡cÖv Pvjbv K‡i WvUv‡em ˆZwiKiY 

K. GKwU Rbej ev personnel msµvšÍ  dvBj ˆZwi− 
KgvÛ e‡· create personnel wj‡L ↵ w`b| GLv‡b WvUv‡eBR KvVv‡gv ˆZwi Ki‡Z 
cvi‡eb|  
 

GLv‡b name wj‡L tab Pvcyb, character †i‡L tab Pvcyb, A_©vr bvgwU A¶i w`‡q wjL‡Z 
n‡e, width Gi RvqMvq 30 wj‡L tab Pvcyb, A_v©r bvgwU 30 A¶‡ii g‡a¨ _vK‡e| Gfv‡e 
FNAME (Father Name-Gi ms‡¶c), ADDRESS, DESIG, SALARY, DBIRTH GB 
wdì¸‡jv †hvM w`b| 
 

NAME tab Character tab 30 tab 

FNAME tab Character tab 30 tab 

ADDRESS tab Character tab 40 tab 

DESIG tab Character tab 20 tab 
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SALARY tab Numeric tab 8 tab 

DBIRTH tab Date tab 8  

GUv‡K WvUv‡eR KvVv‡gv ejv nq| evg w`‡K NAME, FNAME BZ¨vw` n‡”Q wdìmg~‡ni 
bvg| A_©vr Avcwb wK wK cÖKv‡ii DcvË WvUv‡e‡R ivL‡eb| †hgb− bvg, wcZvi bvg, 
wVKvbv, c`ex, †eZb, Rb¥ ZvwiL BZ¨vw`| wd‡ìi bvg 10 A¶‡ii g‡a¨  ivL‡Z n‡e, ZvB 
Avgiv Father’s Name-†K FNAME wj‡LwQ, Designation-†K DESIG wj‡LwQ| 
 

wdì cuvP iK‡gi n‡Z cv‡i− 

1. Character ev A¶i msµvšÍ − GLv‡b A-Z, 0-9 Ges †h †Kvb alphaneumeric A¶i 
emv‡Z cvwi| 

2. Numeric ev msL¨v msµvšÍ − GLv‡b ïay msL¨v emv‡bv †h‡Z cv‡i| Avi `kwg‡Ki 
ci ỳB Ni w`‡j AvU N‡ii Numeric wdì GiKg †`Lv‡e|  
9 9 9 9 9 . 9 9   A_v©r m‡e©v”P 99999.99 msL¨vwU wjLv hv‡e| 

 

3. Date ev ZvwiL msµvšÍ −  ZvwiL wdìwU eZ©gv‡b 8 msL¨v wewkó mm/dd/yy| 
Av‡gwiKvb c×wZ‡Z Av‡M gvm, c‡i w`b, me‡k‡l eQ‡ii †kl `y‡Uv msL¨v Ges `y‡Uv 
“/” wPýmn AvU msL¨v| Z‡e, 2000 mv‡ji cÖ_g w`b †_‡K mm/dd/yyyy, Gfv‡e `k 
msL¨vi ZvwiL wdì wjL‡Z n‡e| 

4. Logical ev hyw³ msµvšÍ − n üv ev bv, A_©vr Yes A_ev No, wKsev mwZ¨ ev  wg_¨v, 
A_v©r True A_ev False GiKg cÖ‡kœi DË‡ii Rb¨ jwRK¨vj wdì ivLv nq| †hgb− 
Married (weevwnZ) wd‡ìi DË‡i n üv ev bvÕB h‡_ó| ZvB jwRK¨vj wd‡ìi Width 

me mgq GK N‡ii nq| 

5. Memo msµvšÍ − GK ai‡bi we‡kl wdì, †hLv‡b †ek wKQy †U·U‡K mwbœ‡ewkZ K‡i 
ivLv hvq hv ¯Œx‡b fv‡m bv Z‡e, cÖ‡qvR‡b †`Lv ev cwieZ©b Kiv hvq| 

 

Gfv‡e Pvwn`v Abyhvqx wdìmg~n †cÖvweô Kiv‡bv gv‡bB WvUv‡eR KvVv‡gv ˆZwi n‡q †Mj| 
Gevi Ctrl I W †P‡c dvB‡ji KvVv‡gv‡K msi¶Y Ki‡Z n‡e| cÖ_gevi msi¶‡Yi mgq 
Kw¤úDUvi cÖkœ Ki‡e− Input Data Records Now (Y/N)? GLv‡b Y Pvc‡j KvVv‡gv 
Abyhvqx ˆZwiK…Z dvB‡j DcvË ivLvi RvqMv K‡i w`‡e| 

G¸‡jvi bvg, wcZvi bvg, wVKvbv BZ¨vw` wg‡j GKwU †iKW© n‡e| Gfv‡e GKvwaK †iKW© 
†cÖvweô Kivevi ci Page Up w`‡q Av‡Mi †iKW© †`Lv hvq Ges Ctrl I W w`‡q msi¶Y 
K‡i KgvÛ e‡· †dir Avmv hvq| 
 

L. GKwU Store ev gRy` msµvšÍ  dvBj ˆZwi− 
KgvÛ e‡· Create Store wj‡L ↵ w`b Ges wbæwjwLZ WvUv‡eR KvVv‡gvwU wjLyb− 
ITEM tab Character tab 20 tab 

UPRICE tab Numeric tab 8 tab 

QTY tab Numeric tab 4 tab 

TPRICE tab Numeric tab 10 tab 

me‡k‡l Ctrl I W Pvcyb Ges Y Pvcyb ˆZwiK…Z KvVv‡gv‡Z DcvË msi¶‡Yi Rb¨| 
 

(GLv‡b Item ej‡Z Item Name ev gRy`K…Z wRwb‡mi bvg †evSv‡bv n‡q‡Q, hv 20 A¶i 
wewkó n‡Z cv‡i| UPRICE ej‡Z Unite Price ev GKK g~j¨ †evSv‡bv n‡q‡Q, hv 8wU 
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msL¨vi n‡Z cv‡i| QTY ej‡Z Quantity ev gRy` msL¨v‡K †evSv‡bv n‡q‡Q, hv Pvi msL¨v 
wewkó n‡Z cv‡i Ges TPRICE n‡”Q Total Price ev †gvU g~j¨, hv GKK g~j¨ I gRy` 
msL¨vi ¸Ydj Ges 10 msL¨vi| Z‡e, UPRICE Ges TPRICE Df‡qi †¶‡ÎB UvKv-
cqmvi Kvi‡Y `kwg‡Ki ci ỳB Ni ivLv n‡q‡Q|) 

Gevi G‡K G‡K cÖwZwU Item-Gi bvg, GKK g~j¨ Ges msL¨v cÖweô Kivb| †gvUg j¨ 
cÖweô Kiv‡bvi `iKvi †bB| KviY Avgiv †mUv Kw¤úDUv‡ii mvnv‡h¨ †ei Ki‡ev| Zvn‡j 
ITEM, UPRICE Ges QTY Gw›Uª K‡i Ctrl I W w`‡q msi¶Y Kiæb| KgvÛ e‡· †dir 

Avm‡e| GLv‡b wjLyb Replace all tprice with uprice*QTY↵ A_©vr mg¯Í  †gvU g j¨‡K 
GKK g~j¨ Ges gRy` msL¨vi ¸Ydj w`‡q cÖwZ¯’vwcZ Kiv nDK| djvdj †`Lvi Rb¨ List 
wj‡L ↵ w`b| †`Lyb tprice Gi cÖwZwU †iK‡W©i Rb¨ ¸Ydj e‡m †M‡Q| 
 

dvBj KvVv‡gv KvM‡R Qvcv‡bv 
WvUv‡eR dvB‡ji KvVv‡gv‡K KvM‡R Qvcv‡Z n‡j cÖ_‡g dvBjUv‡K †g‡gvwi‡Z Avb‡Z n‡e Ges 
wcÖ›U KgvÛ w`‡Z n‡e| 
Use personnel ↵ w`b, Personnel dvBjUv †g‡gvwi‡Z Avm‡e 
 
List structure to print ↵ w`b, Zvn‡j dvB‡ji KvVv‡gvwU KvM‡R †Q‡c w`‡e| Z‡e, G‡¶‡Î 
wcÖ›UviwU Pvjy _vK‡Z n‡e Ges wcÖ›Uv‡i KvMR jvMv‡bv _vK‡Z n‡e|  
 
†Zgwb, Store dvBj‡K †g‡gvwi‡Z G‡b KvVv‡gv Qvcv‡Z PvB‡j wb¤œiƒc Kiæb− 
Use store ↵ 

List structure to print ↵ 
 
dvB‡ji DcvËmg~n KvM‡R Qvcv‡bv 
WvUv‡eR dvBj‡K †g‡gvwi‡Z G‡b List ↵ w`‡j †iKW©mg~n c`v©q †f‡m DV‡e| AwaK msL¨K 
†iKW© n‡j List Kg‡Ûi mvnv‡h¨ me †iKW©‡K c`vq© †`Lv hv‡e bv| †m‡¶‡Î B‡”Q n‡j 
†iKW©mg~n‡K KvM‡R Qvcv †h‡Z cv‡i| Personnel dvBj‡K KvM‡R Qvc‡Z PvB‡j− 
Use personnel ↵ 

List to print ↵ w`b Ges Zvi Av‡M wcÖ›Uvi Pvjy †i‡L wcÖ›Uv‡i KvMR ivLyb|  
 
†Zgwb, Store dvBj‡K KvM‡R Qvcv‡Z PvB‡j− 
Use store ↵ 

List to print ↵ w`b| 
 
• d·‡cÖv‡Z eûj e¨eüZ K‡qKwU KgvÛ 

❏ Use file name − dvBj‡K †g‡gvwi‡Z Avbv 
❏ List − †iKW©mg~n‡K c`v©q fvmv‡bv 
❏ Append − †g‡gvwi‡Z DVv‡bv dvB‡j DcvË ms‡hvRb 
❏ Edit − †g‡gvwi‡Z DVv‡bv dvB‡ji DcvË cwieZ©b  

  (GKUv GKUv †iKW© K‡i) 
❏ Browse − †g‡gvwi‡Z DVv‡bv dvB‡ji DcvË cwieZ©b  

  (GKmv‡_ mKj †iK‡W©i) 
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❏ List Name, Fname − ïay ỳBwU wdì †`Lv 
❏ List to print − cy‡iv dvBj‡K Qvcv‡bv 
❏ List Name, Fname to print − ïay ỳBwU wdì Qvcv‡bv| 
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cv‡VvËi g~j¨vqb 6.6 

1|  mwVK DË‡ii cv‡k wUK wPý (�) w`b| 

K. wb‡Pi †Kvb&wU DcvË msµvšÍ  dvBj bq? 

1.   Rbej msµvšÍ  

2.   †eZb msµvšÍ  

3.   bw_ msµvšÍ  

4.   gRy` msµvšÍ  
 

L. Rbej msµvšÍ  dvB‡j Kx _vK‡e bv? 
1.   bvg 
2.   †eZb 
3.   Rb¥ ZvwiL 
4.   msL¨v 

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

K. Use file name w`‡q dvBj‡K †g‡gvix‡Z Avbv hvq| 
L. List name w`‡q dvBj‡K Qvcv‡bv hvq| 
 

3| k~b¨¯’vb c~iY Kiæb| 
K. dvB‡ji KvVv‡gv ˆZwi Ki‡Z - - - - - - - file name ↵ w`b| 
L. †Kvb wdì‡K †`L‡Z n‡j - - - - - - - field name ↵ w`b| 

 
4| GK K_vq ev ev‡K¨ DËi w`b| 

K. d·‡cÖv Kx? 

L. gRy` msµvšÍ  dvB‡ji K‡qKwU wd‡ìi bvg ejyb| 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

�
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cvV 6.7 wbwe©PvixK…Z eøK wWRvBb 
G cvV †k‡l Avcwb Ñ 
■ Gg.Gm Iqv‡W© †Uwej ˆZwi Ki‡Z cvi‡eb| 
■ Gm.Gm Iqv‡W©i bw_‡Z Qwe Ges ms‡KZ Avb‡Z cvi‡eb| 
■ Gg.Gm Iqv‡W©i bw_‡Z MÖvd ˆZwi Ki‡Z cvi‡eb| 
■ Gg.Gm Iqv‡W©i †cB›Ueªvk e¨envi Ki‡Z cvi‡eb| 

 
Gg.Gm IqvW© GKwU  kã web¨vmKvix mdUIq¨vi| wKš‘ hy‡Mi cÖ‡qvR‡b GLv‡b wewfbœ ai‡bi 
†Uwej ˆZwi K‡i DcvË msi¶Y Kiv hvq| bw_i †Kvb As‡k c~‡e© †_‡K mdUIq¨v‡ii Af¨šÍ‡i 
ˆZwiK…Z Qwe ev ms‡KZ ms‡hvRb Kiv hvq A_ev DcvË e¨envi K‡i MÖvd ˆZwi Kiv hvq| wKsev 
†cB›U eªvk KgvÛ e¨envi K‡i wewfbœ iKg Qwe ev g¨vc wbR nv‡Z ˆZwi Kiv hvq|  
 
†Uwej ˆZwi Kiv 
g‡b Kiæb GKUv †Uwej ˆZwi Ki‡eb hvi QqwU Kjvg Ges `kwU mvwi n‡e| A_©vr `kR‡bi 
wKQy DcvË Avgiv †Uwej AvKv‡i ivL‡Z PvB Zvn‡j− 
Table-G Click 

Insert Table-G Click 

Number of Column-Gi N‡i 6↵ 
Number of Rows-Gi N‡i 10↵ w`‡q OK Click w`b| 
 
GiKg GKwU †Uwej c`v©q fvm‡e− 
      
      
      
      
      
      
      
      
      
      

 
cÖ_g mvwii cÖ_g Kjv‡g gvDm c‡q›Uvi G‡b wjLyb Name, cieZx© Kjv‡g wjLyb Basic Ges 
Ggwb K‡i cÖ_g mvwii c‡ii Kjvg¸‡jv Hrent (House Rent), Medical, Tax, Ges Salary 

wjLyb| 
Name Basic Hrent Medical Tax Salary 

      
      
      
Gevi cÖ_g `ywU Kjv‡g DcvË emvb| 

Name Basic Hrent Medical Tax Salary 

Rahim 2850     
Karim 4100     
Arif 6300     

Gfv‡e `kwU †iK‡W©i cÖ_g Kjvg `yÕwU c~iY Kiæb| 

 



Kw¤úDUvi cwiPvjbv I i¶Yv‡e¶Y 

¯‹zj Ae GwMÖKvjPvi GÛ iæivj †W‡fjc‡g›U 151

Gevi Rahim-Gi Hrent Kjv‡g Avmyb, Table Menu n‡Z Formula wK¬K Kiæb Ges Formula-
Gi N‡ii dgy©jvwU gy‡Q †d‡j wjL‡Z n‡e =B2*.4 Gevi OK wK¬K Ki‡j Rahim-Gi Basic-Gi 
40% Abyhvqx Hrent-Gi N‡i e‡m hv‡e| Gfv‡e Medical-Gi N‡i †h‡q Table Menu n‡Z 
Formula wK¬K =B2*0.15 wj‡L OK wK¬K Kiæb| Zvici Tax N‡i gvDm c‡q›Uvi G‡b Table 
Menu n‡Z Formula wK¬K =B2*0.05 wj‡L OK wK¬K Kiæb| me‡k‡l Salary-Gi N‡i †h‡q 
Table wK¬K Formula wK¬K =B2+C2+D2-E2 wj‡L OK wK¬K Kiæb| Zvn‡j Basic, Hrent I 
Medical GKmv‡_ †hvM n‡q Tax-†K ev` w`‡q Salary-Gi N‡i Total Amount e‡m hv‡e| 
Gev‡i Karim, Arif BZ¨vw` mevi Hrent, Medical, Tax I Salary †ei Kiv hv‡e| 
 
MÖvd ev PvU© ˆZwi Kiv 
Gg.Gm Iqv‡W©i object Ackb e¨envi K‡i MÖvd, PvU©mn A‡bK ai‡bi KvR Kiv hvq| GR‡b¨ 
Insert wK¬K object wK¬K w`b| A‡bK¸‡jv Ackb fvm‡e, †hgb− Microsoft Excel Chart, 

Microsoft Graph 5.0, Microsoft Graph, Microsoft Word 6.0, Document, Microsoft Word 

Art 2.0, MS Power Point 4.0 Slide, Paint Brush Picture, Sound BZ¨vw`| 
 

 
 

wPÎ 6.3 t Object Ackb 

 
Avcbvi bw_‡Z Gg.Gm Iqv‡W©i ˆZwiK…Z MÖvd‡K †X‡j bZzb K‡i mvwR‡q wb‡Z A_ev bZzb 
DcvË †_‡K MÖvd ˆZwi Ki‡Z Microsoft Graph-‡K wPwýZ K‡i OK wK¬K Kiæb| Zvici 
DcvË¸‡jv‡K e`wj‡q mviwY e`wj‡q Ges x-y †KvAwW©‡b‡Ui †j‡ej e`wj‡q Avcbvi Kvsw¶Z 
MÖvdwU c`v©q †`L‡Z cv‡ib Ges me‡k‡l Insert Menu n‡Z close wK¬K K‡i bw_‡Z DwV‡q 
Avb‡Z cv‡ib| A_ev File Menu n‡Z Save Option G wM‡q File Name wj‡L Save wK¬K K‡i 
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GKUv dvBj msi¶Y K‡i ivL‡Z cv‡ib| fwel¨‡Z Insert Menu n‡Z Picture G wK¬K Kiæb 
Ges From File Option wK¬K K‡i H dvBj‡K eZ©gvb dvB‡ji mv‡_ mshy³ Ki‡Z cv‡ib| 
 

  
 

wPÎ 6.4 t Insert-Picture 

 
†d«g ˆZwi Kiv 
Insert wK¬K, Frame wK¬K Kiæb | + wPý fvm‡e| †h  ’̄v‡b †d«g ïiæ Ki‡eb †m ’̄v‡b gvDm 

c‡q›Uvi wb‡q gvDm‡K †P‡c a‡i †i‡L †d«‡gi Aci cÖv‡šÍ  †h‡q gvDm c‡q›Uvi †Q‡o w`b| 
GKUv †d«g ˆZwi n‡e| Gevi †d«‡gi Af¨šÍ‡i wKQy †jLvi R‡b¨ †d«‡gi wfZi gvDm c‡q›Uvi 
wb‡q wK¬K Kiæb Ges wjLyb| †jLv †kl n‡q †M‡j †d«‡gi evB‡i gvDm c‡q›Uvi G‡b wK¬K Kiæb 
Ges wjLyb| †jLv †kl n‡q †M‡j †d«‡gi evB‡i gvDm c‡q›Uvi G‡b wK¬K Kiæb| †d«g‡K bw_i 
†h‡Kvb RvqMvq ¯’vbvšÍi Kiv hvq gvDm c‡q›Uvi‡K WªvM K‡i| A_v©r gvDm c‡q›Uvi w`‡q 
wPwýZ K‡i Ab¨ ’̄v‡b mwi‡q G‡b| 
 

 
wPÎ 6.5 t Insert -Frame 
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bw_‡Z Qwe DVv‡bv A_ev †d«‡gi Af¨šÍ‡i Qwe Avbqb 
Dfq‡¶‡ÎB Kvsw¶Z ¯’v‡b gvDm c‡q›Uvi ivLyb| Insert Menu n‡Z Picture Option G wK¬K 
Kiæb| Clipart wW‡i±ix‡Z cÖ‡ek Ki‡e| GLv‡b †h‡Kvb wmf G·‡Ubmb Iqvjv dvBjB n‡”Q 
Picture dvBj| G‡`i †h‡Kvb dvBj‡K wPwýZ Ki‡jB Wvbw`‡K Preview‡Z `„k¨gvb n‡e| 
cQ›`gZ ev cÖ‡qvRbxq wmf dvBjUv‡K wPwýZ K‡i Insert Menu n‡Z Close Option G wK¬K 
Kiæb| gvDm c‡q›Uvi WªvM K‡i AwZ mn‡RB Qwei AvKvi †QvU-eo Ki‡Z cv‡ib| 
 
bw_‡Z Symbol Avbqb 
Insert Menu n‡Z Symbol Option G wK¬K Ki‡j A‡bK cÖKv‡ii Symbol dvBj †_‡K 
Kvsw¶Z symbol wU‡K wPwýZ Kiæb| †hgb− Algerian, Braggadocio, Dixieland, Monotype 

Sorts, Playbill, Symbol, Wingdings BZ¨vw`| G‡`i †h †Kvb GKwU wPwýZ Ki‡j H dvB‡ji 
Af¨šÍ‡i iw¶Z Symbol ¸‡jv c`v©q fvm‡e| Kvsw¶Z Symbol-Gi Dci gvDm c‡q›Uvi wb‡q 
Insert wK¬K K‡i Close Option wK¬K Kiæb| 
 

 
 

wPÎ 6.6 t bw_‡Z Symbol Avbqb 

 

bw_‡Z WvUv‡eR ˆZwi 
†ek K‡qKwU c×wZi g‡a¨ GKUv mnR c×wZ GLv‡b †`qv n‡jv| cÖ_‡g †Uwej ˆZwi K‡i 
Name, Roll No, Marks GB wZbwU Kjvg ˆZwi Kiæb Ges GKUv bvg w`‡q wW‡¯‹ msi¶Y 
Kiæb| aiv hvK dvBjUvi bvg data.doc| Avcwb dvB‡ji bvg data wjL‡j Kw¤úDUvi wb‡R 
†_‡K doc G·‡Ubkb w`‡q wb‡e| Gevi Insert Menu n‡Z Database wK¬K K‡i Get data wK¬K 
Kiæb Ges data.doc-†K wPwýZ K‡i wK¬K Kiæb| msiw¶Z dvBjwU c`v©q fvm‡e| GLv‡b 
Pvwn`vg‡Zv DcvË ms‡hvRb K‡i msi¶Y Ki‡Z cv‡ib| 
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wPÎ 6.7 t bw_‡Z WvUv‡eR ˆZwi 

 
†cB›U eªv‡ki e¨envi 
bw_‡Z wd«-n¨vÛ Wªwqs ev †Kvb R¨vwgwZK wPý ˆZwi Ki‡Z n‡j Gg.Gm Iqv‡W©i †cB›Ueªvk 
e¨envi Acwinvh©| Insert Menu n‡Z object Option G wK¬K Ki‡j †h dialog box Avm‡e 
†mLvb n‡Z Paint brush picture-†K wPwýZ K‡i OK wK¬K Kiæb| c`v©i ev‡g Paint brush-Gi 
†gby fvm‡e| †mLvb †_‡K wewfbœ cÖKv‡ii Ackb n‡Z AwZ mn‡RB g¨vc AvuKv, wd«-n¨vÛ Qwe 
AvKv, R¨vwgwZK wPý ˆZwi BZ¨vw` m¤¢e| me‡k‡l msi¶‡Yi Rb¨ File Menu n‡Z Save 
Option wK¬K Ges †h dvB‡j Qwe ev wPýmg~n msi¶Y Ki‡Z Pvb †m dvBj‡K wPwýZ Kiæb, 
Save Option wK¬K K‡i Yes wK¬K Kiæb| 
 

 
 

wPÎ 6.8 t †cB›U eªv‡ki e¨envi  
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cv‡VvËi g~j¨vqb 6.7 

1|  mwVK DË‡ii cv‡k wUK wPý (�) w`b| 
K. dvBj ˆZwi Ki‡Z Kx †gby e¨envi Ki‡Z nq? 

1.   File wK¬K w`b 
2.   Table wK¬K w`b 
3.   Tools wK¬K w`b 
4.   Edit wK¬K w`b 

 
L. MÖvd ˆZwi Ki‡Z Kx †gby e¨envi Ki‡Z nq? 

1.   Insert †gby‡Z hvb 
2.   Tools †gby‡Z hvb 
3.   Edit †gby‡Z hvb 
4.   Fils †gby‡Z hvb 

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

K. Insert wK¬K Object wK¬K w`‡q PvU© Kiv hvq| 
L. Insert wK¬K Frame wK¬K w`‡q wmg‡evj Avbv hvq| 
 

3| k~b¨¯’vb c~iY Kiæb| 
K. Gg Gm Iqv‡W© MÖvd †c‡Z - - - - - - †gby e¨envi Kiæb| 
L. Gg Gm Iqv‡W© †d«g †c‡Z - - - - - - wK¬K w`b| 

 
4| GK K_vq ev ev‡K¨ DËi w`b| 

K. Gg Gm Iqv‡W© Symbol Avb‡Z Kx †gby e¨eüZ nq? 
L. Gg Gm Iqv‡W© Paintbrush †c‡Z Kx †gby e¨eüZ nq? 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

�
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P‚ovšÍ  g~j¨vqb  BDwbU 6 
 
msw¶ß I iPbvg~jK cÖkœ 
1. Kw¤úDUvi i¶Yv‡e¶Y KZ ai‡bi I Kx Kx? 
2. fv½bc~e©K i¶Yv‡e¶Y KZ cÖKv‡ii I Kx Kx D`vniYmn e¨vL¨v Kiæb| 
3. Active i¶Yv‡e¶‡Yi K‡qKwU c×wZ eY©bv Kiæb| 
4. Passive i¶Yv‡e¶‡Yi c×wZ m¤ú‡K© Av‡jvKcvZ Kiæb| 
5. d¬wc wW¯‹ KZ AvKv‡ii nq I Kx Kx? Kxfv‡e d¬wc wW¯‹ msi¶Y Kiv cÖ‡qvRb? 
6. nvW© wW¯‹ Kxfv‡e msi¶Y Kiv DwPZ? 
7. Kw¤úDUvi w`‡q Kx Kx KvR Kiv hvq? 
8. wcÖ›Uvi e¨env‡ii †¶‡Î †Kvb& †Kvb& welq D‡jøL‡hvM¨? 
9. wcÖ›Uvi i¶Yv‡e¶‡Yi Rb¨ Kx Kx Kiv cÖ‡qvRb? 
 
 
 
 
 
 
 
 

DËigvjv  BDwbU 6 
 
cvV 6.1 
1. K. 3  L. 3 M. 2 
2. K. m L. m 

3. K. i¶Yv‡e¶Y L. ỳB, Active, Passive M. Active N. †fv‡ëR ÷vwejvBRvi 
4. K. i¶Yv‡e¶Y ỳB ai‡bi n‡Z cv‡i| fv½bc~e©K i¶Yv‡e¶Y (Preventive 

Maintenance) I fv½b DËi i¶Yv‡e¶Y (Breakdown Maintenance)|  
 L. Active fv½bc~e©K i¶Yv‡e¶‡Yi c×wZ¸‡jv e¨env‡ii d‡j Kw¤úDUvi wbfz©jfv‡e 

Kvh©¶g I `xN©vqy nq|  
 
cvV 6.2 
1. K. 2 L . 4 M. 3 
2. K. m L. m M. m 

3. K. 5.25″, 3.50″ L. AvOy‡ji †Qvuqv, Ab¨ wKQyi ms¤ú‡k©   
 M. ˆe`y¨wZK cÖev‡ni N. Scandisk, NDD 

4. K. WªvBf †f‡` d¬wc wW¯‹ `yB AvKv‡ii| 5.25″ Ges 3.50″ gv‡ci| eZ©gv‡b 3.5″ 
gv‡ci nvB †WbwmwU wW‡¯‹UB †ewk cÖPwjZ| 

 L. wbqwgZfv‡e Norton Disk Doctor (NDD) A_ev Gg,Gm W‡mi Scandisk Pvjbv 
Kiv| G‡Z K‡i nvW©wW‡¯‹i DcvË cwicvwU _v‡K Ges FAT µwUgy³ _v‡K| 
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cvV 6.3 
1. K. 1 L. 3 M. 3 
2. K. m L. m 
3. K. wK¬wbs d¬yBW L. fvj wieb M. †Uc WªvBf, wmwW 
4. K. Gg Gm IqvW© 

 L. mg¯Í  KvR m¤úbœ Kivi ci KvM‡R Qvwc‡q †bqvi Rb¨ wcÖ›Uv‡ii cÖ‡qvRb| eZ©gv‡b 
cÖPwjZ wcÖ›Uvimg~‡ni g‡a¨ WU g¨vwUª· wcÖ›Uvi, eve&j †RU wcÖ›Uvi, †jRvi †RU 
wcÖ›Uvi, †W¯‹ †RU wcÖ›Uvi Ab¨Zg|     

 
cvV 6.4 
1. K. 3 L. 1 M. 3 
2. K. wg L. wg 
3. K. Exit L. Print Preview 
4. K. wPwVUv UvBc Kiv n‡q †M‡j File Menu n‡Z Save Option-G wK¬K K‡i dvB‡ji bvg 

wj‡L Ok-wK¬K K‡i msi¶Y Kiæb| 
 L. dvB‡ji evbvb ï× Kivi R‡b¨ Tools Menu n‡Z Spelling Option-G wK¬K Kiæb 

Ges c`©vq D‡jøwLZ wb‡`©k Abyhvqx KvR Kiæb| 
 
cvV 6.5 
1. K. 4 L. 2 
2. K. m L. m 
3. K. WIN L. Bijoy Interface 
4. K. gybxi GKwU evsjv mdUIq¨vi L. Sutonny weRq-Gi GKwU d›U 
 
cvV 6.6 
1. K. 3 L. 4 
2. K. m L. wg 
3. K. Create L. List 

4. K. Òd·‡cÖvÓ n‡”Q GKwU eûj cÖPwjZ DcvË ev WvUv msµvšÍ  mdUIq¨vi hvi mvnv‡h¨ 
wewfbœ cÖKvi WvUv‡eR dvBj ˆZwi, msi¶Y, ms‡kvab, c~bwe©b¨vm, cwiea©Y, cwigvR©b 
BZ¨vw` Kiv hvq|  

 L. ITEM, UPRICE, QTY, TPRICE 
 
cvV 6.7 
1. K. 1 L. 1 
2. K. m L. wg 
3. K. Insert L. Insert, Frame 
4. K. Insert, Symbol †gby L. Insert, Object, Paintbrush picture †gby 
 
 


