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we
‡k¦i me‡P‡q RbwcÖq I eûj e¨eüZ
c¨v‡KR †cÖvMÖvg¸‡jvi g‡a¨ Ab¨Zg
GKwU n‡jv gvB‡µvmdU IqvW©|

1983 mv‡j gvB‡µvmdU Iqv‡W©i
AvZ¥cÖKv‡ki ci †_‡K e¨enviKvix‡`i
µgea©gvb cÖ‡qvRbxq Pvwn`v †gUv‡Z G ch©šÍ
14wU fvm©b Aegy³ K‡i| cÖwZwU fvm©‡bB
m¤ú„³ Kiv nq DbœZ †_‡K DbœZZi bZzb
bZzb wdPvi| KgwcDUvi RMr-Gi wbqwgZ
wefvM cvVkjvi GwcÖj 2014 msL¨vq
e¨enviKvix‡`i D‡Ï‡k Dc¯’vcb Kiv nq
Iqv‡W©i wieb B›Uvi‡d‡mi Mfx‡i me‡P‡q
cÖ‡qvRbxq †Mvcb wdPvi¸‡jvi ga¨ †_‡K
K‡qKwU| GiB avivevwnKZvq Gevi

Dc¯’vcb Kiv n‡q‡Q gvB‡µvmdU Awdm
2010-Gi Lye ÿgZvm¤úbœ wKQz wdPvi| Gme
wdPv‡ii cy‡iv myweav cvIqvi Rb¨ wKQz †Mvcb
†KŠkj i‡q‡Q, †h¸‡jv Avgv‡`i Rvbv _vKv
`iKvi|

gvB‡µvmdU Awdm 2010 Awdm mÿU Lye
kw³kvjx n‡jI G †_‡K cy‡iv myweav Av`vq
Kivi Rb¨ PvB wKQz †Mvcb †KŠkj iß Kiv|
GLv‡b DwjøwLZ †KŠkj¸‡jv gvB‡µvmdU
IqvW© 2010-Gi Av‡jv‡K Dc¯’vcb Kiv
n‡jI G †KŠkj¸‡jv DB‡ÛvR 2007-G
h_vh_fv‡e KvR Ki‡e| G †jLvi DwjøwLZ
†KŠkj¸‡jv iß Ki‡Z cvi‡j Iqv‡W©i
dvskbvwjwU †e‡o hv‡e h‡_ó gvÎvq|

wewìs eøKm A¨vR wiBD‡Rej
WKz‡g›U cvU©m

gvB‡µvmdU IqvW© 2007 Pvjy K‡i wewìs
eøK wdPvi, hvi gva¨‡g Avcwb ˆZwi Ki‡Z
cvi‡eb ÷¨vÛvW© Kvfvi †cR, †nWvi dzUvi I
†Uej| GB wdPvi¸‡jv GLbI Av‡Q
gvB‡µvmdU IqvW© 2007-Gi cieZ©x fvm©b
gvB‡µvmdU IqvW© 2010-G| wewìs eøK
n‡jv GKwU kw³kvjx cybte¨envi‡hvM¨ A_©vr
wiBD‡Rej Uzj| wewìs eøK ˆZwi Kivi ci
Avcwb Zv †h‡Kv‡bv bZzb WKz‡g‡›U BbmvU©
Ki‡Z cvi‡eb| D`vniY¯^iƒc e¨w³MZ
WKz‡g‡›Ui †nWvi ˆZwi Kivi Rb¨ BbmvU©
U¨v‡e wM‡q †nWv‡i wK¬K Kiæb| Gici †e‡Q
wbb Blank for gallery Ackb| †nWv‡i
Confidential UvBc Kiæb Ges Avcbvi cQ›`
Abyhvqx G‡K †h‡Kv‡bvfv‡e dig¨vU Kiæb
(†hgb : Ctrl+E Pvcyb gvS eivei †mU Kivi

Rb¨| †nWv‡i †U·U Kvm©imn Ctrl+A Pvcyb
cy‡iv †nWvi wm‡j± Kivi Rb¨| Gevi Insert
U¨v‡e wd‡i Avmyb| Header-G wK¬K Kiæb
Ges Gici M¨vjvwii wb‡P Save Selection to
Header Gallery Ack‡b wK¬K Kiæb| Gevi
Create New Building Block Wvqvj‡M
Avcbvi †nWv‡i GKwU bvg w`b
(D`vniY¯^iƒc Confidential)| Gevi Ok-†Z
wK¬K Kiæb GKwU wewìs eøK wn‡m‡e †mf
Kivi Rb¨| bZzb WKz‡g‡›U †nWvi BbmvU©
Kivi Rb¨ BbmvU© U¨v‡e wK¬K K‡i †nWv‡i
wK¬K Kiæb| Gici ¯ŒjWvDb K‡i M¨vjvwii
†Rbv‡ij AvB‡Ug Luy‡R †ei Kiæb Ges
Avcbvi †nWv‡i †h bv‡g †mf K‡i‡Qb, aiæb

Confidential| hLb IqvW© †_‡K †ei n‡q
Avm‡eb, ZLb Avcbv‡K cÖ¤úU Kiv n‡e
cwieZ©b¸‡jv †mf Kivi Rb¨, hv‡Z we‡kl
D‡Ï‡k¨ IqvW© dvBj Avcbvi wewìs eøK aviY
K‡i, BuildingBlocks.dotx hv‡Z fwel¨‡Z
IqvW© †mk‡b bZzb wewìs eøK‡K Avevi
e¨envi Ki‡Z cv‡ib|

Iqv‡W©i wWdë WKz‡g›U GwWU I
e¨vKAvc Kiv

GB †mKk‡bi †Ug‡cøU †gwb (Template
Many) wUcm Avcbv‡K wWdë †Ug‡cøU
(Normal.dotm) GwWU Ki‡Z ej‡e, hv IqvW©
e¨envi K‡i bZzb WKz‡g‡›Ui dig¨vwUs wbw ©̀ó
Kivi Rb¨| GB KvR ïiæ Kivi Av‡M DB‡ÛvR
Ackb‡K eÜ K‡i wbb, hv †ewkifvM dvBj
†bg G·‡Ubkb nvBU K‡i, †hgb .dotm
G·‡Ubkb| GB KvRwU wf Í̄v I DB‡ÛvR 7-G
Kivi Rb¨ ÷vU© †gbyi †dvìvi Ack‡b G›Uvi
Kiæb| Gevi †dvìvi Ack‡bi A¨vc‡jU
I‡cb K‡i wfD U¨v‡e Hideextentions for
knownfile types †PKe· AcmviY K‡i Ok
Kiæb| Gici IqvW© dvBj †gby †_‡K I‡cb
†e‡Q wbb| Gici DB‡ÛvR fvm©‡bi Ici wfwË
K‡i nq gvB‡µvmdU Iqv‡W© wK¬K K‡i
†Ug‡cø‡U wK¬K Kiæb A_ev Uªvm‡UW †Ug‡cøU
wK¬K Kiæb| Gi d‡j GKwU dvB‡j wj÷
I‡cb n‡e, †hLv‡b m¤ú„³ _vK‡e
Normal.dotm dvBj| Ab¨ †Kv‡bv wKQz Kivi
Av‡M Normal.dotm-Gi GKwU e¨vKAvc Kwc
ˆZwi K‡i wbb| cÖ_‡g dvBjwU‡K nvBjvBU
K‡i Ctrl+C Pvcyb Kwc Kivi Rb¨| Gici
Ctrl+V Pvcyb GKB †dvìv‡i †c÷ Kivi
Rb¨| bZzbfv‡e Kwc Kiv dvB‡ji bvg n‡e
Copy of Normal.dotm, Z‡e Avcwb B‡”Q
Ki‡j e¨vKAvc Kwci †h‡Kv‡bv bvg w`‡q
wi‡bg Ki‡Z cv‡ib| †hLv‡b G·‡Ubkb
wn‡m‡e .dotm _vK‡e| †hgb : My
customized.Normal.dotm| hLb e¨vKAvc
ˆZwi n‡q hv‡e ZLb GB dvBj I‡cb K‡i
GwWU Kivi Rb¨ Normat.dotm-G wK¬K
Kiæb|

wWdë †nWvi ev wWdë †cR bv¤^vi Kiv
Avcwb Pv‡”Qb IqvW©, Avcbvi me

WKz‡g‡›U evB-wWdë †cR bv¤^vi m¤ú„³
Ki‡e| wKš‘ Kxfv‡e Ki‡Z n‡e G KvRwU
IqvW© Zv Rv‡b bv| Z‡e G †jLvi 2bs wUc
†Lqvj Ki‡j eyS‡Z cvi‡eb G KvRwU
†gv‡UI RwUj wKQz bq| Avcbvi wWdë
†Ug‡cøU I‡cb Kiæb Normal.dotm Av‡Mi
wUc Abyhvqx| Gici BbmvU© U¨v‡e wM‡q †e‡Q
wbb †cR bv¤^vi| Gevi †jv‡Kkb I †cR
bv¤^v‡ii dig¨vU †e‡Q wbb| Gici
Normal.dotm †mf K‡i eÜ Kiæb| Gi d‡j
cÖwZwU bZzb WKz‡g‡›U Avcbvi wbw ©̀ó Kiv
†cR bv¤^vi e¨envi Ki‡e| Z‡e Avcwb hw`
cÖ_g †c‡R †cR bv¤^vi emv‡Z bv Pvb wKsev
wfbœ †jv‡Kk‡b †cR bv¤^vi emv‡Z Pvb,
Zvn‡j cieZ©x wUc ev †KŠkj AbymiY Kiæb|

wWdë †cR bv¤^vwis hv wØZxq †cR
†_‡K ïiæ n‡e

Av‡Mi wUc AbymiY K‡i Iqv‡W© wWdë
†cR bv¤̂vwis †mU Kivi ci GB †KŠkj Page

wPÎ-1 : IqvW© 2010-Gi wewìs eøK Ackb

wPÎ-2 : Iqv‡W©i wWdë WKz‡g›U e¨vKAvc I GwWU Kiv

wPÎ-3 : Iqv‡W©i †nWvi ev wWdë †cR bv¤̂vi e¨envi Kiv

gvB‡µvmdU IqvW© 2010-Gi
wKQz G·cvU© wUc
Zvmbyfv gvn&gỳ
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Use-G e¨envi Kiv hvq| aiæb, Avcwb wm×všÍ
wb‡q‡Qb WKz‡g‡›Ui cÖ_g †c‡R †cR bv¤̂vi
em‡e bv A_©vr Avwef~©Z n‡e bv, Z‡e wØZxq
†c‡R †cR bv¤̂vi Avwef~©Z n‡e| Ggb KvR
Kivi Rb¨ Normal.dotm I‡cb K‡i †cR
†jAvDU U¨v‡e A¨v‡·m Kiæb| Gevi †cR
†mUAvc MÖæ‡c More Arrow-†Z wK¬K Kiæb
(MÖæ‡c wb‡Pi Wvb w`‡K GKwU WvqvMbvj
A¨v‡iv) †cR †mUAvc WvqvjM I‡cb Kivi
Rb¨| GwU I‡cb nIqvi ci †jAvDU U¨v‡e
wM‡q †nWvi A¨vÛ dzUv‡ii AšÍM©Z Different
First Page-Gi cv‡k GKwU †PKe· hy³ Kiæb
Ges Ok-†Z wK¬K Kiæb| me‡k‡l
Normal.dotm eÜ Kiæb| Gici hLbB
†Kv‡bv bZzb WKz‡g›U ˆZwi Ki‡eb, ZLb cÖ_g
†c‡R †Kv‡bv †cR bv¤̂vi Avwef~©Z n‡e bv, Z‡e
wØZxq †cR †_‡K †cR bv¤̂vwis ïiæ n‡e|

†evbvm wUc : hw` Avcwb †cR bv¤^vi cÖ_g
†c‡R Pvb, Z‡e ¯^vfvweK bv¤^vwis †_‡K wfbœ
cwRk‡b †c‡Z Pvb, hv Avcwb B‡Zvg‡a¨
cieZ©x me †c‡Ri Rb¨ ˆZwi K‡i‡Qb,
Zvn‡j Dc‡ii Bb÷ªvKkb AbymiY Kiæb|
Z‡e †cR †mUAvc WvqvjM e‡· Ok-†Z wK¬K
Kivi ci| Gevi wieb ev‡i wM‡q BbmvU©
U¨v‡e †cR bv¤^vi †e‡Q wb‡q GKwU cwRkb
†cR bv¤^v‡ii dig¨vU †e‡Q wbb| GLv‡b hv
†e‡Q †b‡eb Zv ïay cÖwZwU bZzb WKz‡g‡›Ui
cÖ_g †c‡Ri cÖ‡qvM Z_v ev¯ÍevwqZ n‡e|

AwaKZi wi‡Wej wWdë d›U
IqvW© 2010-Gi wWdë d›U n‡jv K¨vwjweª

(Calibri), hv w¯Œ‡b PgrKvi †`Lvq, Z‡e Lye
wi‡Wej bq, †Kbbv Gi Sansarif UvBc n‡jv
Ab¨ Iqv‡W©| GB UvB‡ci Dc‡i I wb‡Pi
†jUv‡ii †QvU nivBR›Uvj †÷ªvK †bB, hv †PvL
mnbxqfv‡e cy‡iv †cR Ae‡jvK‡b mnvqK
n‡e| Iqv‡W©i wWdë d›U cwieZ©b K‡i
AwaKZi wi‡Wej I AvKl©Yxq d›U cvIqvi
Rb¨ Ctrl+Shift+F Pvcyb| Gi d‡j d›U
WvqvjM e· I‡cb n‡e| G †ÿ‡Î we‡klÁ‡`i
gZvgZ n‡jv 12 c‡q‡›Ui cøvwU‡bv jvB‡bv
UvBc e¨envi Kiv| Gevi Save as Default-G
wK¬K Kiæb Ges All documents based on the
Normal.dotm template Ackb †e‡Q wb‡q
Ok-†Z wK¬K Kiæb|

Avcwb PvB‡j Ab¨vb¨ wWdë †mwUs
GKBfv‡e cwieZ©b Ki‡Z cvi‡eb, †hfv‡e
wWdë d›U cwieZ©b K‡i _v‡Kb| Gevi
Alt+O †P‡c P Pvcyb c¨vivMÖvd WvqvjM e·
I‡cb Kivi Rb¨| A_ev †nvg U¨v‡e
c¨vivMÖvd MÖæ‡c More Arrow-†Z wK¬K Kiæb|
Gevi †¯úwms Ges Ab¨vb¨ Ackb †mU Kivi
ci Save as Default-G wK¬K Kiæb| Gevi
†cR †jAvDU U¨v‡e wM‡q More Arrow-†Z
wK¬K Kiæb †cR †mUAvc MÖæ‡c †cR †mUAvc
WvqvjM e· I‡cb Kivi Rb¨| Gevi gvwR©b
I Ab¨vb¨ †cR †jAvDU †mwUs †mU K‡i
Save as Default-G wK¬K Kiæb|

Kz̈BK A¨v‡·m Uzjev‡i
A‡Uvdig¨vU KgvÛ ivLv

`xN©w`b a‡i IqvW© e¨envi Ki‡j wbðq
Avcbvi g‡b _vK‡e A‡Uvdig¨vU Kgv‡Ûi
K_v, hv GK `viæY mgqmvkÖqx KgvÛ| we‡kl
K‡i Lvivcfv‡e dig¨vU Kiv WKz‡g›U †hgb :
B-†gBj †g‡mR cÖwZjvBb †k‡l c¨vivMÖvd
†eªKmn KvD‡K cvVv‡Z e¨envi nq Zv mn‡R
GwWU‡hvM¨ IqvW© WKz‡g‡›U cwiYZ Kiv hvq|
hLb gvB‡µvmdU Awdm 2007-Gi mv‡_
wieb B›Uvi‡dm Pvjy K‡i, ZLb A‡Uvdig¨vU
KgvÛ G‡Z m¤ú„³ wQj bv wVKB, Z‡e Zv
e¨enviKvixiv cÖ‡qvR‡b wdwi‡q Avb‡Z mÿg
nb| Avcwb GwU‡K Kz̈BK A¨v‡·m Uzjev‡i

m¤ú„³ Ki‡Z cv‡ib, hv wieb U¨v‡e Dc‡i
Avwef~©Z nq Kz̈BK A¨v‡·m Uzjev‡ii Wvb
cÖv‡šÍ WvDb A¨v‡iv‡Z wK¬K Kivi ci More
Command-G wK¬K K‡i| Gevi Choose
Commands from-Gi AšÍM©Z WªcWvDb †gby
†_‡K Commands Not in the Rebbon wm‡j±
Kiæb| Gevi Avwef~©Z wj÷ †_‡K
Autofomat-The Add button-Ok-†Z wK¬K
Kiæb| Kz̈BK A¨v‡·m Uzj ev‡i Ab¨
†h‡Kv‡bv KgvÛ ivLvi Rb¨ GKB c×wZ
AbymiY Kiæb, hv Avcwb ª̀æZMwZ‡Z A¨v‡·m
Ki‡Z Pv‡”Qb|

wiwfkb Uª¨vwKs
IqvW© WKz‡g‡›U hw` KLbI wiwfkb Uª̈ vwKs

wdPvi e¨envi K‡i _v‡Kb, Zvn‡j m¤¢eZ
Avcwb fzj Ki‡Z cv‡ib Avcbvi dvB‡j _vKv
wiwfkbmn WKz‡g›U †mÛ Ki‡j Ges mn‡RB
mevi Kv‡Q ̀ „k¨gvb n‡Z cv‡i hvivB wiwfkb‡K
wWm‡cø Kivi Ackb mwµq Ki‡e I cwieZ©b
Ki‡e| IqvW© 2010 P~ovšÍfv‡e hy³ K‡i‡Q
GK m¤§vbRbK †mwfs wmwKDwiwU Ackb, hv
Avcbv‡K mZK© Ki‡e hLbB wiwfkb msewjZ
Z_¨ †mf ev WKz‡g›U wcÖ›U Ki‡eb A_ev IqvW©
†gby †_‡K hLb B-†gBj Kivi †Póv Ki‡eb
ZLb| GB mZK©Zv‡K mwµq Kivi Rb¨ dvBj
†gby‡Z wM‡q Options-Trust Center-G
A¨v‡·m Kiæb| Gevi Trust Center Settings-
G wK¬K Kiæb| Gici Privacy Settings-G
wK¬K Kiæb Ges Warn before printing saving
or sending a file that contains tracked
changes or comments Ack‡b GKwU †PK
gvK© hy³ Kiæb|

g¨v‡µv †mf I wi‡÷vi Kiv
hw` Ab¨vb¨ e¨enviKvixi mv‡_ IqvW©

g¨v‡µv‡K †kqvi Ki‡Z Pvb ev Ab¨ wm‡÷‡g
†m¸‡jv‡K B‡¤úvU© Ki‡Z Pvb wKš‘
Normal.dotm-G †÷vi Kiv Ab¨ me
Kv‡÷vgvB‡Rkb †kqvi Ki‡Z Pvb bv, Zvn‡j
GKwU dvB‡j g¨v‡µv‡K †mf Kiæb, hv aviY
K‡i ïay Avcbvi g¨v‡µv Qvov Ab¨ wKQzB bv|
G KvRwU Kivi Rb¨ Alt+F11 cÖ‡R± c¨v‡b
wfRÿqvj †ewmK GwWUi I‡cb Kiæb| Gici
cøvm mvB‡W wK¬K Kiæb| Gici Modules
wm‡j± K‡i New Macros wm‡j± Kiæb|
Gevi dvBj †gby †_‡K †e‡Q wbb Export File
dvB‡j g¨v‡µv G·‡cvU© Kivi Rb¨| GB
dvB‡j _vK‡e BAS G·‡Ubkb| hw` †Kv‡bv
g¨v‡µv‡K AcmviY Ki‡Z Pvb ev
G·‡cø‡bUwi K‡g›U hy³ Ki‡Z Pvb, Zvn‡j
dvBj‡K †bvUc¨v‡W ev Ab¨ †h‡Kv‡bv †U·U
GwWU‡i GwWU Ki‡Z cvi‡eb| hw` Iqv‡W©i
Av‡iKwU Kwc‡Z g¨v‡µv B‡¤úvU© Ki‡Z Pvb,
Zvn‡j Alt+F11 Pvcyb| cÖ‡R± c¨v‡b Normal
wm‡j± K‡i †e‡Q wbb Import File from the
file nenus 

wdWe¨vK : mahmood_sw@yahoo.com
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wPÎ-4 : wWdë †cR bv¤^vi ÷vU© Kiv ev wØZxq †cR
†_‡K ïiæ Kiv

wPÎ-5 : AwaKZi wi‡Wej wWdë d›U

wPÎ-6 : Iqv‡W© Ab¨vb¨ †jAvDU wWd‡ë cwieZ©b Kiv

wPÎ-7: Kz̈BK A¨v‡·m Uzjev‡i A‡Uvdig¨vU KgvÛ ivLv

wPÎ-8 : wcÖ›U Kivi Av‡M mZK© Kiv


