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gvB‡µvmdU Iqv‡W©i cÖwZwU fvm©bmn
IqvW© 2013-G †hme we‡klvwqZ
wdPvi m¤ú„³ Kiv n‡q‡Q †mme

wdPv‡ii g‡a¨ Ab¨Zg GKwU n‡jv †gBj
gvR©| †gBj gvR© n‡jv Ggb GK wdPvi, hv
A‡bK IqvW© cÖ‡mm‡i Luy‡R cvIqv hvq| Gi
gva¨‡g Avcwb ˆZwi Ki‡Z cvi‡eb GKwU
wm‡½j †U¤ú‡jU dg© †_‡K wecyjmsL¨K
WKz‡g›U Ges GKwU PgrKvi ÷ªvKPv‡ii WvUv
†mvm©| †gBj gv‡R©i gva¨‡g GKRb wm‡½j
e¨w³ GKwU wm‡½j B-†gBj‡K GKwU MÖæ‡ci
wewfbœ †jvK‡K cvVv‡Z cvi‡e|

mnR K_vq ejv hvq, †gBj gvR© n‡jv
GKwU cÖwµqv, hv GKwU WvUv‡eR, †¯úªWwkU
ev Ab¨ d‡g©i WvUv ÷ªvKPvi †_‡K WvUv
wiUªvB‡fi cÖwµqv Ges WKz‡g‡›U Zv BbmvU©
Kiv, †hgb †gBwjs †j‡ej, wPwV Ges †bg
U¨vM BZ¨vw`| G WvUv c‡i cvVv‡bv nq
†gBwjs wj‡÷i gvwëcj MÖnxZvi Kv‡Q| hw`
Avcwb GKwU dg© †jUvi †gBj gvR© Ki‡Z
Pvb, Zvn‡j B‡”Q Ki‡j m¤ú„³ Ki‡Z
cvi‡eb Bb÷ªvKkb, hv‡Z d‡g©i GKwU wbw ©̀ó
¯’v‡b cÖ‡Z¨K †gBj MÖnxZvi bvg BbmvU© nq|
†gBj gvR© GB wPwV ev †jUvi‡K †gBj
MÖnxZvi wj‡÷ mgwš^Z Ki‡e, hv‡Z GKB
wPwVi wj‡÷i cÖ‡Z¨K e¨w³i Kv‡Q hvq|
†gBj gvR©‡K †hgb e¨envi Kiv †h‡Z cv‡i
†h‡Kv‡bv ai‡bi wcÖ‡›UW WKz‡g›U †Rbv‡iU
Kivi Rb¨, Abyiƒcfv‡e B‡jKUªwbK¨vwj
WKz‡g›U cÖwWDm K‡i wecyjmsL¨K †gBj I
d¨v· K‡i| mn‡R ejv hvq, IqvW© 2013-Gi
we‡klvwqZ ¸iæZ¡c~Y© Kv‡Ri cÖavb Ask¸‡jvi
g‡a¨ Ab¨Zg GKwU bv n‡jI gv‡Sg‡a¨ Gi
e¨envi †`Lv hvq| †h‡nZz †gBj gv‡R©i KvR
memgq Kiv nq bv, ZvB hLb †gBj gvR©
cÖ‡R‡±i KvR Kivi `iKvi nq, ZLb
e¨enviKvix‡K wKQz mgq gv_v Nvgv‡Z nq
Kxfv‡e KvRwU m¤úbœ Kiv hvq|

GK_v mZ¨, †ewkifvM IqvW© BDRvi
†gBj gvR© m¤ú‡K© †Zgb ¯^”Q aviYv iv‡Lb
bv| ZvB hLb †gBj gvR© kãwU m¤ú‡K©
†Kv‡bv wKQz IqvW© e¨enviKvix‡`i Kv‡Q
Rvb‡Z PvIqv nq, ZLb †ewkifvM
e¨enviKvix G e¨vcv‡i †Zgb wKQzB Rvbv‡Z
cv‡ib bv|

Avcwb Iqv‡W© wbqwgZfv‡e †hme KvR
K‡ib, †gBj gvR© †m ai‡bi wKQz bv nIqvi
Kvi‡Y e¨enviKvix‡K G †ÿ‡Î †ek Kó
Ki‡Z nq, we‡kl K‡i Kx Ki‡Qb Zv g‡b
ivLvi e¨vcv‡i †hgb Kxfv‡e Ki‡eb, †Kv_vq
Ki‡eb, †K‡bv Ki‡eb, †Kvb av‡ci ci †Kvb
avc m¤úbœ Ki‡Z n‡e BZ¨vw`| hw` Avcwb
cÖPzi WvUv wdìmn cÖPzi cwigv‡Yi WvUv wj÷
wb‡q KvR K‡ib, hv wPwVi †h‡Kv‡bv RvqMvq,
di‡g, †j‡ej hy³ Kivi Rb¨ `iKvi
mewKQz‡K GK‡Î GK RvqMvq mgwš^Z Kiv|

G †jLvq †gBj gvR© e¨enviKvix‡`i

D‡Ï‡k Dc¯’vcb Kiv n‡q‡Q wKQz wUcm A¨vÛ
wUªKm, hv Avcbv‡K mnvqZv †`‡e †Kv‡bv
Sv‡gjv QvovB mewKQzB GKÎ Kiv, gvR© Kiv
I †gBj gvR© cÖ‡R‡±i UªvejïU Kivi Kv‡R|
Gi gva¨‡g Rvb‡Z cvi‡eb Kxfv‡e GwU †mf
Kiv hvq Ges Kxfv‡e GwU Avevi e¨envi Kiv
hvq, hv‡Z fwel¨‡Z GKB Kv‡Ri Rb¨ Avevi
bZzb K‡i mewKQz ïiæ Ki‡Z bv nq|

NUbvcÖevn bZzb d‡g© bv Kiv
IqvW© 2013-G mgwš^Z Kiv n‡q‡Q †ek

wKQz †gBj gvR© †U¤ú‡jU, hv e¨envi Ki‡Z
cvi‡eb ev Avcbvi gvR© cÖ‡R‡± Lvc
LvIqv‡Z cvi‡eb| B‡”Q Ki‡j c‡Y¨i Z_¨
Ges Ab¨vb¨ f¨vwi‡qej WvUv e¨envi K‡i
ˆZwi Ki‡Z cvi‡eb Kv‡÷vgvi †jUvi,
†gBwjs †j‡ej ev Kv‡÷vgvBR WKz‡g›U|

IqvW© 2013 Pvjy Kivi ci ÷vU©w¯Œ‡bi
mvP© e‡· Merge UvBc Kiæb| Gici
Search-G U¨vc ev wK¬K Kiæb (wPÎ-1)| hw`
†j‡ej †U¤ú‡jU Lyu‡R †c‡Z Pvb, Zvn‡j mvP©
e‡· Labels UvBc Kiæb| Gi d‡j IqvW©
cÖ`k©b Ki‡e eZ©gvb †U¤ú‡j‡Ui Kv‡bKkb|
GLvb †_‡K Kvw•ÿZ GKwU‡Z wK¬K K‡i
WvDb‡jvW Ki‡Z cvi‡eb Avcbvi
KgwcDUv‡i|

wUc : hw` †j‡ej †U¤ú‡jU WvDb‡jvW
K‡ib, Zvn‡j Avcbv‡K wbwðZ n‡Z
n‡e †j‡ej msL¨v †h‡bv Avcbvi cÖK…Z
†j‡ej msL¨vi mv‡_ mvgÄm¨c~Y© nq| †hgb
cÖwZwU †gBwjs †j‡ej Every Mailing Labels
5160 nq| hw` Something Close †e‡Q wb‡Z
†Póv K‡ib, Zvn‡j gvwR©s‡q mewKQz wVKg‡Zv
KvR bvI Ki‡Z cv‡i| Gi d‡j Avcbvi
Z_¨¸‡jv ¯úófv‡e †c‡R wcÖ›U bvI n‡Z

cv‡i| Gi A_© †gBj gvwR©s‡q cÖPzi mgq Ges
kÖg bó n‡e|

mv¤úªwZK gvR© †U¤ú‡jU †PK
Kiæb

Avcbvi Rb¨ `iKvi gvR© WKz‡g‡›Ui
†U¤ú‡jU| GwU hw` bv †`‡L _v‡Kb, Zvn‡j
IqvW© 2013 †_‡K †ei n‡q AbjvB‡b

Kvw•ÿZ †U¤ú‡jU Lyu‡R
†`L‡Z cv‡ib| B‡”Q
Ki‡j †j‡ej
g¨vbyd¨vKPvivi mvB‡U
wM‡q Avcbvi Kvw•ÿZ
†j‡ej Luy‡R †`L‡Z
cv‡ib| hw` Avc‡W‡UW
†U¤ú‡jU Luy‡R cvb,
Zvn‡j Zv WvDb‡jvW
K‡i wbb KgwcDUv‡i
Ges †mf Kiæb
C:\Users\<yourname>

\AppData\Roaming\ Microsoft †dvìv‡i,
hv‡Z IqvW© eyS‡Z cv‡i †Kv_vq †LuvR Ki‡Z
n‡e|

ïiæ Kivi Av‡M †R‡b wbb GÛ
†cÖvWv± †Kgb n‡e

IqvW© wewfbœ gvR© WKz‡g›U ˆZwii
Ackb †`‡e| †j‡ej, †jUvi, Gb‡fjc,
B-†gBj †g‡mR Ges GKwU wW‡i±wi ˆZwi
Ki‡Z cvi‡eb, hv Avcbvi WvUv †iK‡W©i
wj÷ ˆZwi Ki‡e GKwUi ci GKwU| myZivs
†Kvb ai‡bi GÛ †cÖvWv± Avcwb †mÛ Ki‡Z
Pvb, Zv wbwðZ K‡i wbb| †gBj gvR©
cÖ‡R‡±i KvR ïiæ Kivi Av‡M †R‡b wbb
djvdj †Kgb n‡Z cv‡i| hvi gva¨‡g Avcwb
w`Kwb‡ ©̀kbv cv‡eb dig¨vwUs‡qi Ges gv‡R©
†h ai‡bi Z_¨ m¤ú„³ K‡i‡Qb ZvI Rvb‡Z
cvi‡eb|

WvUv cÖ¯‘Z Kiv
†gBj gv‡R©i WvUv Avcwb †Kv_vq †c‡Z

Pvb, IqvW© Zv PgrKvifv‡e wWm‡cø K‡i
†hLv‡b Avcbvi cÖ`Ë Z_¨ h_vh_ _v‡K|
GLv‡b mve‡m‡U WvUv MÖæc Kivi Rb¨ †Kv‡bv
Uzj m¤ú„³ K‡i bv| G Kvi‡Y G‡·j
IqvK©wk‡U ev A¨v‡·m WvUv‡e‡R ev Ab¨
†Kv‡bv g¨v‡bRv‡i WvUv kU© K‡i †bqv, hv

IqvW© 2013-Gi 
†gBj gv‡R©i 10 †KŠkj

Zvmbyfv gvn&gỳ
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Iqv‡W© hy³ Kivi Av‡M e¨envi Kiv DwPZ| G
†ÿ‡Î Mailings U¨v‡ei Start Mail Merge
MÖæ‡ci Select Recipients Uzj e¨envi Ki‡Z
n‡e|

WvUv kU© Ges AM©vbvBR G Kvi‡YB Ki‡Z
nq, hv‡Z WvUv †iKW© µgvbyhvqx A_©vr
Avcbvi Kvw•ÿZ Dcv‡q Avwef~©Z I wcÖ›U ev
†mf nq| G Qvov IqvW© hLb WvUv Bg‡cvU©
K‡i, ZLb gvR© cÖ¯‘Z n‡e WvUv wm‡Kv‡qÝ
Abyhvqx| hw` bv Avcwb KwÛkbvj wdì
e¨envi K‡ib|

wdì g¨vP K‡i h_vh_fv‡e WvUv‡K
wVK RvqMvq emv‡bv

Iqv‡W© MÖnxZvi wj÷ hy³ Kivi ci Ges
cÖ‡qvR‡b WvUv GwWU Kivi ci Avcwb cÖvq
cÖ¯‘Z n‡eb †c‡R wdì ivLvi
e¨vcv‡i, hv‡Z Kvw•ÿZfv‡e
Avwef~©Z nq| G KvR Kivi Av‡M
wbwðZ n‡q wbb Mailings U¨v‡ei
Write & Insert Fields MÖæ‡ci
Match Fields-G wK¬K Kiv Av‡Q|
hv‡Z eySv hvq Kxfv‡e IqvW©
Avcbvi WvUv wd‡ìi mv‡_ g¨vP
K‡i, hv gv‡R© e¨envi nIqv Bg‡cvU©
Kiv wd‡ì e¨envi nq|

gvR© wdì WvqvjM e‡· Avcwb
G‡Ki ci GK wdì cy•Lvbycy•Lfv‡e
cixÿv K‡i †`L‡Z cvi‡eb| Gevi
WvDb A¨v‡iv‡Z wK¬K Kiæb Ges
Iqv‡W©i wdì wj÷ †_‡K †hme wdì
g¨vP K‡i †m¸‡jv †e‡Q wbb (wPÎ-
2)| hw` fwel¨‡Z GKB ai‡bi gvR©
K‡ib, Zvn‡j Ok-†Z wK¬K Kivi
Av‡M Remember This Matching
for this set of data sources on this
computer †PK e‡· wK¬K Kiæb|
Gevi Insert Merge Field e¨envi
K‡i †c‡R gvR© wdì hy³ Ki‡Z
cv‡ib| G †ÿ‡Î wbwðZ _vK‡Z
cv‡ib, IqvW© mewKQzB wVKfv‡e
Ki‡e|

KwÛkbvj gvR© w`‡q Aj¼iY
hw` gv‡R© mvgvb¨ AvZ¥wek¦vmx n‡q I‡Vb

Ges GwU‡K hw` AviI DbœZ Ki‡Z Pvb,
Zvn‡j KwÛkbvj Uzj e¨envi K‡i IqvW©‡K
ej‡Z cv‡ib B‡qm, †iKW©‡K wcÖ›U Ki‡Z
cv‡ib, †Kv‡bv †iKW©‡K bv Ges w¯‹c Ki‡Z
cv‡ib| KwÛkbvj Uzj‡K Avcwb cv‡eb Rules
AvB‡U‡g, hv cvIqv hv‡e Mailing U¨v‡ei
Write & Insert Fields MÖæ‡c| Rules
A¨v‡iv‡Z hLb wK¬K Kiv n‡e, ZLb †`L‡Z
cvi‡eb Ask, Fill-in, If---Then-Else, Merge
Record Ges G ai‡bi AviI AvB‡Ug| B‡”Q
Ki‡j Avcwb Gme Uzj w`‡q cixÿv K‡i
†`L‡Z cv‡ib, hv‡Z IqvW© Gi gv‡R©i KvR
_vwg‡q †`q Ges cÖ¤úU K‡i AwaKZi Z‡_¨i

Rb¨| hw` †Kv‡bv f¨vjy Luy‡R cvq, Zvn‡j Zv
Gwo‡q hv‡e A_©vr w¯‹c Ki‡e| hw` wbw ©̀ó
K‡i †`b, Zvn‡j GKB ai‡bi †iKW© gvR©
Ki‡e A_ev we‡kl k‡Z© cieZx© †iK‡W© gyf
Ki‡e BZ¨vw`|

gv‡R© KwÛkbvj KgvÛ Kxfv‡e e¨envi
Ki‡Z nq, Zv Rvb‡Z cvi‡j mnvqZv cv‡eb
†j‡ej I KvMR mvkÖ‡q Ges wb‡R‡K GKRb
gvR© we‡klÁ wn‡m‡e cÖwZwôZ Ki‡Z
cvi‡eb|

†U¤ú‡jU wn‡m‡e gvR© dvBj †mf
Avcbvi cQ›` Abyhvqx IqvW© gvR©

WKz‡g›U †hfv‡e cv‡eb Zv †U¤ú‡jU wn‡m‡e
†mf Kiæb, hv‡Z K‡i AviI gv‡R© Zv e¨envi
Kiv hvq| hw` Avcbvi †j‡ej ev wPwVwU GKB

nq, Zvn‡j Mailing U¨v‡ei Start Mail
Merge MÖæ‡ci Select Recipients †e‡Q †bqvi
gva¨‡g Lye mn‡RB GKwU wfbœ WvUv dvBj
hy³ Ki‡Z cvi‡eb| Gevi dvBj‡K †U¤ú‡jU
wn‡m‡e †mf Kiæb| GRb¨ File U¨v‡e wK¬K
K‡i Save As †e‡Q wbb Ges †jv‡Kkb wm‡j±
Kivi ci Save As WvqvjM e‡·i Type field
of the Save as Word Template (*.dotx) †e‡Q
wbb| d‡j c‡i hLbB †U¤ú‡jU e¨env‡ii
cÖ‡qvRb n‡e, ZLb GwU Luy‡R cv‡eb
Personal U¨v‡e|

wcÖ›U Kivi Av‡M †U÷ K‡i †`Lyb
hw` †j‡ej wcÖ›U Kivi cwiKíbv K‡i

_v‡Kb, Zvn‡j wcÖ›Uv‡i †j‡ej †jvW Kiv Ges
Finish * Merge-G wK¬K Kivi Av‡M Avcbvi
Rb¨ DwPZ n‡e gvR© cÖ‡R‡±i GKwU †U÷

wcÖ›U Kiv| hw` gvwR©b Ad _v‡K ev
AmZK©fv‡e fzj †j‡ej †U¤ú‡jU wm‡j± Kiv
nq Zvn‡j GKwU AcwiYZ wK¬‡Ki Kvi‡Y
cÖPzi †LmviZ w`‡Z n‡Z cv‡i, †hgb
†j‡e‡ji AcPq n‡e| GKwU †cøb †ccv‡i
wcÖ›U K‡i ciL K‡i †`Lyb wcÖw›Us‡qi mgq
mewKQz wVKfv‡e wcÖ›U n‡”Q wK bv| hw`
mewKQz wVKg‡Zv wcÖ›U nq, Zvn‡j wcÖw›Us‡qi
Kvh©µg Pvwj‡q hvb|

†ccvi †Uª AM©vbvBR
hw` gvR© cÖ‡R±wU Lye eo nq ev Kv‡Ri

wcÖ›Uvi‡K Awd‡mi Ab¨‡`i mv‡_ †kqvi
Ki‡Z nq, †m †ÿ‡Î fv‡jv nq †j‡ej ev
†jUvi‡nW‡K wcÖ›Uv‡ii Avcbvi wb‡Ri †ccvi
†Uª‡Z ivLv, hw` m¤¢e nq| Gici IqvW©‡K

IB †mvm© †_‡K †cR wb‡q wcÖ›U
Kivi KgvÛ w`b| Gi d‡j
AbvKvw•ÿZ RwUjZv Gov‡bv m¤¢e
n‡e|

†Kvb †ccvi †Uª e¨envi n‡e, Zv
IqvW©‡K Rvbv‡bvi Rb¨ wb‡Pi Wvb
cÖv‡šÍ Page Layout U¨v‡ei Page
Setup MÖæ‡c wK¬K Kiæb Ges Page
Setup WvqvjM e‡· Paper U¨v‡e
wK¬K Kiæb (wPÎ-3)| Gevi †ccvi
†mvm© Gwoqvq Avcbvi wcÖ›Uv‡ii
wewfbœ Ackb Avwef~©Z n‡e| m¤¢eZ
†j‡ej Kiv _vK‡e Tray, B,C, D
Ges E wn‡m‡e| Gevi Kvw•ÿZ
†Uª‡Z wK¬K Kiæb, †hLv‡b Avcwb
†j‡ej¸‡jv ev †jUvi‡nW †jvW
K‡i‡Qb| Gici Ok-†Z wK¬K
Kiæb| IqvW© hLb gvR© m¤úbœ
Ki‡e, ZLb †j‡ej ev †ccvi †mvm©
†U‡b Avb‡e|

gv‡R© wb‡R‡K m¤ú„³ Kiv
we‡kl K‡i B-†gBj gv‡R©i (hv

Avcwb nv‡Z ai‡Z cvi‡eb bv Ges
wb‡Ri †Pv‡L †`L‡Z cvi‡eb bv)

Rb¨ `iKvi wKQz Ávb _vKv, †hgb Avcbvi
gvR© cÖ‡R‡±i MÖnxZv Kx cv‡”Q| G Kvi‡Y
e¨enviKvix‡`i Rb¨ memgq DwPZ wcÖ›U I
B-†gBj Dfq †ÿ‡Î wb‡R‡K †h‡Kv‡bv gvR©
cÖ‡R± m¤ú„³ Kiv| hw` Avcwb GKwU B-
†gBj †g‡mR cixÿv K‡ib, Zvn‡j `ywU wfbœ
A¨vKvD›U †g‡mR †mf Kiæb, hv‡Z Avcwb
†PK K‡i †`L‡Z cv‡ib| G †ÿ‡Î GKwU n‡e
I‡qewfwËK B-†gBj A¨vKvD›U Ges
Av‡iKwU n‡e MZvbyMwZK A¨vKvD›U|

†kl K_v
IqvW© 2013-G †gBj gvR© n‡jv GwU

mwjW wdPvi, hv Avcbv‡K Gbvej Ki‡e
†Kv‡bv Sv‡gjv QvovB wcÖ›U, B-†gBj,
cv‡m©vbvjvBR KwgDwb‡Kkb BZ¨vw`
Kv‡÷vgvBR Kivi †ÿ‡Î

wdWe¨vK : mahmood_sw@yahoo.com
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wdì g¨vP Kiv‡bv hv‡Z IqvW© h_vh_fv‡e WvUv emv‡Z cv‡i

†Kvb RvqMv †_‡K †j‡ej ev †jUvi‡nW cvIqv hv‡e


