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eZ©gvb KgwcDwUs we‡k¦ me‡P‡q RbwcÖq
A¨vwcø‡Kkb c¨v‡KR †cÖvMÖvg n‡jv
gvB‡µvmdU IqvW©| e¨enviKvix‡`i

µgea©gvb Pvwn`vi cÖwZ jÿ †i‡L G
A¨vwcø‡Kk‡bi e¨vcK Dbœqb n‡”Q
Ae¨vnZfv‡e| Gi d‡j e¨enviKvixiv
cÖ‡qvR‡b eZ©gv‡b Zv‡`i WzK‡g‡›U PvU©, MÖvwd·,
WvqMÖvgmn A‡bK wKQzB hy³ Ki‡Z cvi‡Qb|
Gi d‡j we‡kl we‡kl †ÿ‡Î PvU©, MÖvwd·
BZ¨vw` hy³ Kivi Rb¨ Ab¨vb¨ A¨vwcø‡Kk‡bi
cÖ‡qvRbxqZv‡KI `~i Ki‡Z cvi‡Qb|

G †jLvq e¨enviKvix‡`i D‡Ï‡k
gvB‡µvmdU IqvW© 2007, gvB‡µvmdU
IqvW© 2010 Ges weë-Bb Uzj e¨envi K‡i
GKwU WKz‡g‡›U PvU©, MÖvwd·, WvqvMÖvg BZ¨vw`
hy³ Kivi †KŠkj †`Lv‡bv n‡q‡Q| wewìs eøK
Uzj, hv Kz̈BK cvU©m wn‡m‡e cwiwPZ Zv
e¨envi K‡i Avcwb evowZ K‡¤úv‡b›U Wª¨vM
A¨vÛ Wªc Ki‡Z cvi‡eb †U·U‡K AvKl©Yxq
Kivi Rb¨| hLb GKwU `xN© RwUj WKz‡g›U
ˆZwi Ki‡Z hv‡eb, ZLb nq‡Zv Avcbv‡K
PvU©, MÖvwd·, Qwe, WvqvMÖvg †Uej I ey‡jU
BZ¨vw` hy³ Kivi cÖ‡qvRb n‡Z cv‡i| G
ai‡bi WKz‡g›U ˆZwi‡Z mnvqZv †`qvi j‡ÿ¨
G †jLvi AeZiYv, †h¸‡jv‡K GK‡Î GK
WKz‡g‡›U mgwš^Z Ki‡Z †hgb †eM †c‡Z nq
e¨enviKvix‡K, †Zgwb G KvR †ek
mgqmv‡cÿ e¨vcviI e‡U|

wewìs eøK Ges Kz̈BK cvU©m GKB
wdPv‡ii `ywU wfbœ bvg| GwU n‡jv Av‡M †_‡K
wWRvBb Kiv mvaviY WKz‡g‡›Ui K‡¤úv‡b‡›Ui
M¨vjvwi, hv cÖ‡qvR‡b e¨envi Kiv †h‡Z cv‡i
Lye mn‡R WKz‡g‡›U Wªc Kivi gva¨‡g|
WKz‡g‡›U PvU©, MÖvwd·, Qwe †Uej, WvqvMÖvg
BZ¨vw` hy³ Kivi Rb¨ wb‡P ewY©Z avc¸‡jv
m¤úbœ Kiæb|

avc-1 : gvB‡µvmdU IqvW© 2007 ev
2010 Pvjy K‡i GKwU Av‡M †_‡K ˆZwi Kiv
WKz‡g›U I‡cb Kiæb wKsev GKwU bZzb
WKz‡g›U ˆZwi Kiæb| GwU †evSvi myweavi
Rb¨ GKwU Wvwg WKz‡g›U ˆZwi Kiæb, †hLv‡b
_vK‡e cÖPzi †U·U, wKQz Qwe, GKmvwi (iæjm)
ey‡j‡UW wj÷ Ges GKwU PvU©| G WKz‡g‡›U
Av‡M _vK‡e †nwWs Ges Wªc K¨vwcUvj| G
WKz‡g›U‡K b~̈bZg cwikÖ‡g AwaKZi
cwicvwU Kiv †h‡Z cv‡i Lye mn‡RB| Avi G
ai‡bi Kv‡Ri Rb¨ `iKvi wewìs eøKm Ges
Kz̈BK cvU©m bv‡gi wdPvi| (wPÎ-1)|

avc-2 : cÖ_‡g G WKz‡g‡›U dzUvi hy³ Kiv
hvK| WKz‡g‡›U dzUvi Kiv Rb¨ wieb ev‡ii
Insert U¨v‡e wK¬K Kiæb Ges Header &
Footer Luy‡R †ei Kiæb I Footer-G wK¬K
Kiæb| Gevi Wªc WvDb †gby †_‡K Alphabet
footer-G wK¬K Kivi gva¨‡g wm‡j± Kiæb|
Gevi wie‡b †PK K‡i wbwðZ n‡q wbb †h
Options c¨v‡b‡j †mwUs‡q ÔDifferent First
Page’ Ackb wUK Kiv †bB| hw` wUK Kiv
_v‡K Zvn‡j wUK AcmviY Kiæb wK¬K K‡i|

Gici nq‡Zv Avcbv‡K Avevi dzUvi BbmvU©
Ki‡Z n‡Z cv‡i| GwU A‡bKUv AvKw¯§K
MwZ cwieZ©‡bi g‡Zv| ÔType text’-G wK¬K
Kiæb Ges Kvw•ÿZ †U·U UvBc K‡i Avcbvi
dzUvi‡K cÖwZ¯’vcb Kiæb| (wPÎ-2)|

avc-3 : Gevi dzUvi Gwiqv eÜ Kivi Rb¨
g~j †U·‡Ui †h‡Kv‡bv RvqMvq Wvej wK¬K Kiæb
Ges WKz‡g›U Ry‡o ¯Œj Kiæb| bZzb dzUvi cÖwZ
†c‡R Avwef~©Z n‡e| jÿYxq, GwU a~mi e‡Y©
n‡q _v‡K, hvi A_© G Ae ’̄vq GwU Avi GwWU
Kiv hv‡e bv| hw` dzUvi‡K GwWU Ki‡Z Pvb,

Zvn‡j dzUvi Gwiqvq Wvej wK¬K Kiæb dzUvi
Gwiqv I‡cb Kivi Rb¨ Ges cÖ‡qvRbxq
m¤úv`bvi KvR †kl Kiæb| Gici Insert U¨v‡e
wK¬K Kiæb Ges Header & Footer c¨v‡bj
†_‡K Header †e‡Q wbb| Gici wm‡j± Kiæb
Annual †nWvi| IqvW© †nWvi‡K cÖwZ †c‡Ri
Ici Wªc Ki‡e| †nWviI dzUv‡ii g‡Zv a~mi
e‡Y©i n‡q _v‡K| †nWvi‡K GwWU Ki‡Z PvB‡j
Wvej wK¬K Kiæb †nWvi Gwiqv I‡cb Kivi
Rb¨| Gici cÖ‡qvRbxq m¤úv`bvi KvR †k‡l
†U·U Gwiqvq Wvej wK¬K Kiæb| (wPÎ-3)

avc-4 : †nWv‡i †cøm‡nvìvi †U·U cwieZ©b
Kivi cwie‡Z© wKQz †KŠkj Aej¤̂b Kiv n‡q‡Q
G †jLvq, hv cvVK‡`i mvg‡b Dc ’̄vcb Kiv
n‡q‡Q| Gevi Insert U¨v‡e Avevi wK¬K Kiæb|
Gevi Cover Page †e‡Q wbb| Kvfvi †c‡Ri
jvB‡eªwi I‡cb nIqvi ci mvgvb¨ Œ̄j WvDb
Kiæb Ges Stacks Ackb †e‡Q wbb| IqvW©
WKz‡g‡›Ui ïiæ‡ZB hy³ K‡i Kvfvi †cR|
Gevi UvB‡Uj Ges mveUvB‡Uj‡K cÖwZ ’̄vcb
Kiæb Avcbvi Kvw•ÿZ †U·U w`‡q| Gici
View U¨v‡e wK¬K K‡i Zoom U¨ve Luy‡R †ei
Kiæb Ges Two Page Ackb †e‡Q wbb|
jÿYxq, IqvW© Kvfvi †cR UvB‡Uj MÖnY K‡i
Ges GwU‡K cÖwZ †c‡Ri Dc‡i †nWvi wn‡m‡e
e¨envi K‡i| (wPÎ-4)

avc-5 : G ch©šÍ m¤úvw`Z KvR PgrKvi
n‡jI wKQz KvR Am¤ú~Y© i‡q †M‡Q, †Kbbv
GLv‡b DwjøwLZ Kvfvi †c‡R cÖ‡qvRbxq
(eQi) mswkøó †Kv‡bv Z_¨ m¤ú„³ Kiv nqwb|
G Z_¨ wd· Kivi Rb¨ Insert U¨v‡e Avevi
wK¬K Kiæb Ges †e‡Q wbb ÔCover Page’
Ackb| Gevi †e‡Q wbb Annual Kvfvi †cR
Ackb| Gi d‡j †WU m¤ú„³ n‡e| Avcwb
B‡”Q Ki‡j WªcWvDb K¨v‡jÛvi †_‡KI †WU
Avb‡Z cv‡ib| Abyiƒcfv‡e WKz‡g›UwU Kx
D‡Ï‡k¨ ˆZwi Kiv n‡q‡Q ms‡ÿ‡c Zvi
mvivsk †jLvi Rb¨I †¯úm cv‡eb| evwK
wW‡UBj c~Y© Ki‡j †WU wdì m¤ú~Y© n‡e Ges
cÖwZ †c‡Ri Dc‡i _vK‡e| (wPÎ-5)

avc-6 : G †jLvq †h †nWvi, dzUvi Ges
Kvfvi †cR Dcv`vb hy³ Kiv n‡q‡Q, Gi meB
n‡jv wewìs eøK Ges Kz̈BK cvU©‡mi Ask|
IqvW© G Uvg© B›Uvi‡P‡Äejfv‡e e¨envi K‡i|
hw`I †UKwbK¨vwj Kz̈BK cvU©m n‡jv Ggb GK
Uzj, hv wbR¯̂ wewìs eøK ˆZwi Kivi Rb¨
e¨envi Kiv nq| hw` Avcwb Insert U¨v‡e wK¬K
K‡ib Ges †Uej, †U·U e·, †cR bv¤̂vimn
A‡bK wKQzB †`L‡Z cvi‡eb wewfbœ WªcWvDb
M¨vjvwi‡Z| Avcwb B‡”Q Ki‡j wb‡Ri

IqvW© WKz‡g‡›U PvU© MÖvwd· WvqvMÖvgmn
A‡bK wKQz hy³ Kiv
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cQ›`g‡Zv K‡i ˆZwi Ki‡Z cvi‡eb| †hgb
Avcwb G WKz‡g‡›U Club Rules Ask Avevi
e¨envi Ki‡Z Pvb| G †mKk‡b †bwf‡MU K‡i
Insert U¨v‡e wK¬K Kiæb| Gici Quick Parts
wm‡j± K‡i Save Selection to Quick Part
Gallery wm‡j± Kiæb| (wPÎ-6)

avc-7 : cÖ_g K‡qKwU nvBjvBU Kiv
†U·‡Ui Ici wfwË K‡i IqvW© evB
wWdëfv‡e wewìs eø‡Ki GKwU bvg †`q| hw`
GwU cQ›` bv nq, Zvn‡j Ab¨ wKQz w`‡q
GwU‡K m‡¤^vab Kiæb| G WvqvjM e‡·i

†mwUs¸‡jv †hgb Av‡Q †ZgbB †i‡L w`b|
Avcwb B‡”Q Ki‡j GKwU eY©bv UvBc Ki‡Z
cvib| Z‡e Ok-†Z wK¬K Kivi Av‡M Gallery
WªcWvDb †gby I‡cb Kiæb| GLv‡b Avcwb hv
†`L‡Z cvi‡eb, Gi mewKQzB †mf Ki‡Z
cvi‡eb c‡i e¨envi Kivi Rb¨| †hgb Kvfvi
†cR, †nWvi dzUvi, †Uej BZ¨vw`|  (wPÎ-7)

avc-8 : Gici Office evU‡b wK¬K Kiæb
(IqvW© 2010-G GwU File U¨v‡e _v‡K) Ges File

Ackb †e‡Q wbb| Gici New wm‡j± K‡i
Blank Document †e‡Q wbb| Insert U¨ve wm‡j±
Kiv Av‡Q wKbv Zv wbwðZ K‡i Quick Parts
evU‡b wK¬K Kiæb| Gi d‡j Avcwb Club Ruleas
wj÷ †`L‡Z cvi‡eb, hv Av‡Mi av‡c Kwc Kiv
n‡q‡Q| GwU Ggb †gbyi Ic‡i Avwef~©Z n‡e Ges
AweK‡ji g‡Zv cÖ̀ wk©Z n‡e| GwU WKz‡g‡›Ui
eZ©gvb †U·U Kvm©i cwRk‡b hy³ Ki‡Z PvB‡j
ïay wK¬K Ki‡jB n‡e| (wPÎ-8)

avc-9 : Kz̈BK cvU©m Wªc WvDb †gby‡Z
Avcwb me ai‡bi AvB‡Ug  hy³ Ki‡Z cvi‡eb
wVK avc-6 I avc-7-Gi g‡Zv K‡i|
D`vniY¯̂iƒc, G †jLvq hy³ Kiv n‡q‡Q GKwU
PvU© Ges GKwU Gwiqvj d‡UvMÖvd †hwU Avgiv
Avevi e¨envi Ki‡Z cvwi Ab¨ †ÿ‡Î, hv Aek¨B
WKz‡g›Umswkøó n‡Z n‡e| evB wWdë Kz̈BK
cvU©m eZ©gvb Kvm©i cwRk‡b BbmvU© nq, Z‡e hw`
Avcwb †Kv‡bv GKwU‡Z Wvb wK¬K K‡ib Zvn‡j

GwU †nWvi ev dzUv‡i †`Lv hv‡e A_ev WKz‡g‡›Ui
ïiæ‡Z ev †k‡l GwU †`Lv hv‡e| (wPÎ-9)

avc-10 : GKB †gby †_‡K Avcwb I‡cb
Ki‡Z cvi‡eb wewìs eøK AM©vbvBRvi, hv aviY
K‡i me †iwW †gBW †nWvi, dzUvi, †U·U e·,
Kvfvi †cR, †Uej Ges AviI A‡bK wKQz,
†h¸‡jv Iqv‡W©i mv‡_ m¤ú„³ _v‡K, hv †KD
wb‡R wb‡RB ˆZwi Ki‡Z cv‡ib| G †jLvq
ˆZwi Kiv GKwU wewìs eøK wm‡j± Kiæb|
Gici Gi ˆewkó¨ cwieZ©b Kivi Rb¨ nq Edit
Properties evU‡b wK¬K Ki‡Z n‡e A_ev
Delete evU‡b wK¬K Ki‡Z n‡e Zv AcmviY
Kivi Rb¨| G KvR †kl K‡i Close evU‡b
wK¬K Ki‡Z n‡e| hw` WKz‡g›U †k‡l wewìs
eøKm †mf Kivi Rb¨ cÖ¤úU K‡i, Zvn‡j Yes
†e‡Q wb‡Z n‡e Avcbvi bZzb mshy³ Kz̈BK
cvU©m †÷vi Kivi Rb¨ (wPÎ-10)
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wewìs eøK n‡jv WKz‡g‡›Ui ga¨w¯’Z
AvB‡Ug, hv Avgiv †mf Kwi Kz̈BK cvU©m
Uzj e¨envi K‡i, hv‡Z c‡i Ab¨vb¨
WKz‡g‡›U Zv e¨envi Kiv hvq|
D`vniY¯^iƒc, Avcbv‡K nq‡Zv K‡¤úvwbi
K›Uv± Bbdi‡gkb A_ev wgkb †÷U‡g›U,
†mf K‡i‡Qb wi‡cvU© I‡cb Kivi Rb¨
wWRvBb K‡i‡Qb, we‡kl ÷vB‡ji wj÷|
Gme wKQz †mf K‡i‡Qb hv cÖvqk Avcbvi
`iKvi nq|

g~jZ gvB‡µvmdU IqvW© Kz̈BK cvU©m
wdPvi n‡jv wcwmi Rb¨ Ges A‡Uv †U·U
wdPvi n‡jv g¨v‡Ki Rb¨, hv Aby‡gv`b K‡i
IqvW© WKz‡g‡›Ui GK wm‡jKkb‡K GK
jvB‡eªwi‡Z nvBjvBU Ges †mf Kiv †h‡Z
cv‡i Zv bZzb WKz‡g‡›U e¨envi Kiv hvq|
G wm‡jKkbwU n‡Z cv‡i †U·U, MÖvwd·
BZ¨vw`| G wdPvi e¨envi Ki‡Z PvB‡j
wb‡P ewY©Z avc¸‡jv AbymiY Ki‡Z n‡e|

wcwm‡Z Kz̈BK cvU©m wdPvi
e¨envi Kiv
* gvB‡µvmdU Iqv‡W© †U·U MÖvwd· ev
I‡qe wgwkÖZ †U·‡Ui Ask nvBjvBU
Kiæb, hv Avcwb c‡i e¨envi Ki‡Z Pvb|
* Insert †gbyi AšÍMZ© Quick Parts-G
wK¬K Kiæb Ges Save Selection to Quick
Parts Gallery-G wm‡j± Kiæb|
* wm‡jKk‡bi GKwU bvg Ges eY©bv w`b
hw` Avcwb Pvb| Gevi Options-Gi
AšÍM©Z Avcwb †e‡Q wb‡Z cvi‡eb Kxfv‡e
G wm‡jKkbwU WKz‡g‡›U BbmvU© nq|
* Gici Ok-†Z wK¬K Kiæb|
* G wm‡jKkbwU e¨envi Ki‡Z PvB‡j
Kvm©i‡K Kvw•ÿZ RvqMvq †cøm Kiæb|
* Gici Insert®Quick Parts-G wK¬K
K‡i Kvw•ÿZ wm‡jKk‡b wK¬K Kiæb|

g¨v‡Ki A‡Uv †U·U e¨envi K‡i
* gvB‡µvmdU Iqv‡W© Avcwb †h †U·U ev
MÖvwd· evievi e¨envi Ki‡Z Pvb Zv
nvBjvBU Kiæb|
* Insert †gbyi AšÍM©Z Autotext-G wK¬K
Kiæb Ges New wm‡j± Kiæb|
* wm‡jKk‡bi GKwU bvg w`b|
* Ok-†Z wK¬K Kiæb|
* wm‡jKkb‡K Avevi e¨envi Ki‡Z
PvB‡j Kvw•ÿZ RvqMvq Kvm©i ivLyb|
* Gevi Insert→Autotext→Autotext-G
†bwf‡MU K‡i Kvw•ÿZ †U·U wm‡j± K‡i
Insert-G wK¬K Kib|

Kz̈BK cvU©m BbmvU© Kiv
Iqv‡W©i Kz̈BK cvU©m Advi K‡i †ek

wKQz wcÖ‡gBW Kb‡U›U Dcv`vb, hv‡K wewìs
eøK ejv nq, hv Avcbvi WKz‡g‡›U BbmvU©
Ki‡Z cvi‡eb| IqvW© wewìs eø‡K m¤ú„³
i‡q‡Q †nWvi, hv cÖwZ †c‡Ri Ic‡i e‡m,
wPwVi †k‡l †¯økb Ges †cR bv¤^vi|
Iqv‡W©i wewìs eøKm AM©vbvBRvi aviY
K‡i e¨vcK we¯Í…Z cybte¨envi‡hvM¨ Kz̈BK
cvU©m Dcv`vb| Avcwb †h‡Kv‡bv †U·U‡K
wewìs eø‡K cwiYZ Ki‡Z cv‡ib, hv
Avwef~©Z nq Kz̈BK cvU©m M¨vjvwi‡Z, hv‡Z
Avevi e¨envi Kiv hvq|

Kz̈BK cvU©m BbmvU© e¨envi
* me wewìs eøK wfD Kivi Rb¨ wie‡b
Insert U¨v‡e wK¬K Kiæb|
* Quick Parts-G wK¬K Kiæb|
* me wewìs eøK wfD Kivi Rb¨ Building
Blocks Organizers-G wK¬K Kiæb
cybte¨envi‡hvM¨ Dcv`v‡bi wj÷ †`Lvi Rb¨|
* GKwU wewìs eøK Dcv`vb wK¬K Kiæb GK
wcÖwfD †`Lvi Rb¨|
* Insert-G wK¬K WKz‡g‡›U BbmvU© Kivi Rb¨|


