
KgwcDUvi e¨envi K‡ib
A_P gvB‡µvmdU IqvW©
KLbB e¨envi K‡ibwb,

Ggb e¨enviKvix
KgwcDwUswe‡k¦ Lye GKUv Luy‡R cvIqv hv‡e bv|
KgwcDwUswe‡k¦ me‡P‡q RbwcÖq c¨v‡KR
†cÖvMÖvg gvB‡µvmdU IqvW©| G K_v mZ¨,
gvB‡µvmdU IqvW© me‡P‡q RbwcÖq mdUIq¨vi
n‡jI Gi cÖwZwU wdPvi †h me e¨enviKvixB
h_vh_fv‡e kZfvM cÖ‡qvM Ki‡Z cv‡ib, Ggb
K_v †Rvi w`‡q ejv hv‡e bv| gvB‡µvmdU
Iqv‡W© Ggb GK wdPvi n‡jv †nWvi I dzUvi| 

†nWvi n‡jv WKz‡g‡›Ui GKwU †mKkb, hv
Avwef~©Z nq  cÖwZ †c‡Ri gvwR©‡bi Ic‡i|
cÿvšÍ‡i dzUvi n‡jv WKz‡g‡›Ui GKwU
†mKkb, hv Avwef©~Z nq cÖwZ †c‡Ri gvwR©‡bi
wb‡P| mnR K_vq †nWvi I dzUvi n‡Z cv‡i
†U·U ev MÖvwd·, hv mvaviYZ WKz‡g‡›Ui cÖwZ
†c‡Ri Ic‡i ev wb‡P wcÖ›U n‡q _v‡K| 

Iqv‡W© †nWvi I dzUvi Ggb GK wdPvi, hv
bZzb e¨enviKvixivI mn‡R WKz‡g‡›Ui †nWvi I
dzUv‡i †cR bv¤v̂i wWm‡cø Kiv‡Z cv‡ib| G
cÖ‡mmwU LyeB dvÛv‡g›Uvj| †nWvi I dzUv‡i Ggb
A‡bK KvR Kiv hvq, hv Avcbv‡K wew¯§Z Ki‡e|  

†cR bv¤v̂i‡K †k‡c wWm‡cø Kiv
K‡qK †c‡Ri †ewk WKz‡g‡›U †cR bv¤v̂i

wWm‡cø K‡i †nWv‡i ev dzUv‡i| hw` WKz‡g‡›U
wfRÿqvj wKQz cÖZ¨vkv K‡ib, Zvn‡j IB bv¤v̂i‡K
wWm‡cø Kiv‡Z cvi‡eb gRvi I Kvjvidzj †k‡c|
GRb¨ cÖ_‡g †nWv‡i †kc hy³ Kiæb mnR
e¨envi‡hvM¨ weëBb M¨vjvwi e¨envi K‡i|
Gici †nWv‡ii eZ©gvb Ae¯’vb e¨envi K‡i
h_vh_fv‡e bv¤v̂i hy³ Kiæb| †kc hy³ Kivi Rb¨
wb‡P ewY©Z avc¸‡jv AbymiY Kiæb :
* dzUvi GjvKvq Wvej wK¬K K‡i dzUvi

I‡cb Kiæb| IqvW© 2003-G View †gby
†_‡K Header and Footer †e‡Q wbb| 

* †nWv‡i Insert U¨v‡e wK¬K Ki‡Z n‡e|
BbmvU© MÖæ‡c Shapes-G wK¬K Kiæb Ges
GKwU †e‡Q wbb| †hgb, †d¬vPvU© †mKk‡b
WvqgÐ †kc (wPÎ-1)| IqvW© 2003-G
e¨envi Kiæb †k‡c A¨v‡·m Kivi Rb¨|

* dzUv‡ii Af¨šÍ‡i wK¬K K‡i †kc ˆZwi
Kivi Rb¨ Wª̈vM Kiæb| GwU m¤ú~Y© wVK
hw` †kc dzUvi eW©vi mxgv Qvwo‡q hvq|

* †kc dig¨vU Kivi Rb¨ BbmvU© Kiv †k‡ci
mv‡_ e¨envi Kiæb Kb‡U·Pzqvj dig¨vU
U¨ve| G †jLvq e¨envi Kiv n‡q‡Q †kc
wdj Ackb †jUzm wMÖ‡b cwieZ©b Kivi
Rb¨| GLv‡b e¨envi Kiv n‡q‡Q †kc
AvDUjvBb WªcWvDb AvDUjvBb‡K WvK©

wMÖ‡b cwieZ©b Kivi Rb¨| GKwU m¤ú~Y©
wi‡d¬Kkb hy³ Kivi Rb¨ GLv‡b e¨envi
Kiv n‡q‡Q Shape Effects Reflection
Ackb (wPÎ-2), hv wb‡Pi cÖvšÍ‡K †dBW
Ad Kivi Rb¨| IqvW© 2003-G dig¨vU
†gby †_‡K AutoShape Ackb †e‡Q wbb| 
Gevi BbmvU© Kiv †kc I dig¨vUmn †cR

bv¤v̂i hy³ Kiæb wb‡P ewY©Z avc AbymiY K‡i :
* †k‡c Wvb wK¬K K‡i cieZ©x mve †gby †_‡K
Add Text †e‡Q wbb| IqvW© 2003-G
†cR bv¤v̂i BbmvU© Kiv‡bvi Rb¨ e¨envi
Kiæb Kb‡U·Pzqvj Uzjevi Header and
Footer Ges Gici mvaviYZ †hfv‡e Pvb
†mfv‡e dig¨vU Kiæb|

* Gevi Kb‡U·Pzqvj wWRvBb U¨v‡e wK¬K
K‡i Header & Footer MÖæ‡c Page
Number-G wK¬K Kiæb|

* Gevi WªcWvDb †gby †_‡K Current
Position †e‡Q wbb|

* Gici M¨vjvwi †_‡K Plain Number †e‡Q
wbb (wPÎ-3)| 

* Gevi bv¤v̂i I dig¨vU wm‡j± Kiæb| GLv‡b
d›U Kvjvi Kv‡jv wm‡j± Kiv n‡q‡Q (wPÎ-4)|
G mvaviY D`vni‡Y †`Lv‡bv n‡jv Kxfv‡e

†cR bv¤v̂i‡K GK †k‡c wWm‡cø Kiv hvq|
Gfv‡e KvR KivUv Avcbvi Rb¨ h_vh_ wK bv
Zv wba©viY Kiv wbf©i K‡i Avcbvi Kv‡Ri
aib I Pvwn`vi Ici|

MÖvwd· BbmvU© Kiv 
Avcbvi cÖwZôv‡bi †jv‡Mv ev Ab¨ †Kv‡bv

eª̈vwÛs MÖvwd· wWm‡cø Kivi Rb¨ GK PgrKvi
†ÿÎ n‡jv †nWvi| G KvRwU Kivi Rb¨
¯v̂fvweKfv‡e †nWvi ev dzUvi I‡cb Kiæb,
†hfv‡e mPivPi K‡i _v‡Kb †mfv‡e|
* GwWU †gv‡W WKz‡g‡›U Insert U¨v‡e wK¬K

Kiæb| IqvW© 2003-G BbmvU© †gby †_‡K
Picture-From File †e‡Q wbb| Gici 3bs
avc Gwo‡q hvb| 

* Illustrations  MÖæ‡c Picture-G wK¬K Kiæb| 
* dvBj †jv‡KU Kivi Rb¨ Insert Picture

WvqvjM e· e¨envi Kiæb (wPÎ-5)|
* Gevi dvBj wm‡j± K‡i Insert-G wK¬K Kiæb|

G KvRwU †h GZ mnR Zv nq‡Zv Avgiv
A‡b‡KB Dcjwä Ki‡Z cvwi bv| †nWvi I
dzUv‡i MÖvwd‡·i e¨envi A‡bK mgq
WKz‡g›U‡K AviI AvKl©Yxq K‡i †Zv‡j|
†cR U¨ve wn‡m‡e †nWvi MÖvwd·
e¨envi Kiv

cÖwZ †c‡R MÖvwd· wWm‡cø Kivi Rb¨
Avcwb †nWvi ev dzUvi e¨envi Ki‡Z cv‡ib|
Z‡e GwU †nWvi ev dzUv‡i †Q‡o w`‡Z n‡e bv|
†hgb, Avcwb nq‡Zv GKwU †cR U¨ve wn‡m‡e
MÖvwd· e¨envi Ki‡Z Pvb| G KvRwU Kivi
Rb¨ ¯v̂fvweKfv‡e MÖvwd· BbmvU© Kiæb (2bs
wUc jÿ Kiæb)| Gici G‡K †nWvi ev dzUvi
Gwiqvi evB‡i Wª̈vM K‡i wb‡q Avmyb (wPÎ-
6)| hw` MÖvwd· gyf bv K‡i, Zvn‡j Layout
Options AvBK‡b wK¬K K‡i †U·U i¨vwcs
Ackb †e‡Q wbb| IqvW© 2013-G †jAvDU
Ackb AvBKb bZzb| Iqv‡W©i Av‡Mi fvm©‡b
G Ackb¸‡jv Lyu‡R cvIqv hv‡e Kb‡U·Pzqvj
dig¨vU U¨v‡e| Avcwb B‡”Q Ki‡j G
MÖvwd·‡K †iv‡UWI Ki‡Z cvi‡eb|

cvVkvjv
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Iqv‡W© †nWvi I dzUv‡ii A¨vWfvÝ wUc
Zvmbyfv gvn&&gỳ

wPÎ-1

wPÎ-2

wPÎ-3

wPÎ-4

wPÎ-5



cvVkvjv

†mKkb e¨envi Kiv
eo WKz‡g‡›U †nWvi ev dzUv‡ii Z_¨ cwieZ©b

Kivi `iKvi n‡Z cv‡i, †h‡nZz WKz‡g›U weKwkZ
nq| GwU ev¯Íevq‡bi c‡_ `iKvi †mKkb †eª‡Ki
e¨envi| GRb¨ WKz‡g‡›Ui Af¨šÍ‡i wK¬K Kiæb
(†nWvi ev dzUv‡ii †fZ‡i bq), †hLvb †_‡K
Avcwb bZzb †mKkb ïiæ Ki‡Z Pvb| Gevi
Page Layout U¨v‡e wK¬K Kiæb| Gici Page
Setup MÖæ‡c Breaks-G K‡i WKz‡g‡›Ui Rb¨ †miv
†eªK UvBc †e‡Q wbb| Gevi bZzb †mKk‡b †nWvi
ev dzUv‡i wd‡i Avmyb Ges cÖ‡qvRbxq cwieZ©b
mvab Kiæb| IqvW© 2003-G †eªK AckbwU
cv‡eb BbmvU© †gby‡Z|

Av‡Mi †mKkb †_‡K Z_¨ wiwcU K‡i bv
Ggb GKwU †nWv‡ii Rb¨ Kb‡U·Pzqvj wWRvBb
U¨v‡e Navigation MÖæc Link to Previous
Ack‡b wK¬K Kiæb| Ggb KvR Ki‡j `yB
†mKk‡bi g‡a¨ ms‡hvM wew”Qbœ n‡q hv‡e| wPÎ-
7 cÖ̀ k©b K‡i †UvMvj Ackb wj¼ I wj¼ Qvov|
hLb †mKkb¸‡jv wj¼W n‡e, Ack‡b _vK‡e
GKwU WvK© e¨vKMÖvDÛ, ZLb IqvW© Wvbw`‡K
wWm‡cø Ki‡e Same as Previous| wj¼ †f‡O
hv‡e, Ack‡b †Kv‡bv e¨vKMÖvDÛ _vK‡e bv Ges
U¨veI P‡j hv‡e| IqvW© 2003-G GB Ackb
cv‡eb †nWvi A¨vÛ dzUvi Uzjev‡i (wPÎ-7)|

Kv‡÷vg Bb‡dv wWm‡cø Kiv
WKz‡g›U A_ev A_‡ii e¨envi Kiv wdì

m¤úwK©Z Kv‡÷vg Z_¨ wWm‡cø Kivi †miv
†ÿÎ n‡jv †nWvi ev dzUvi| Ggb KvR Kivi
Rb¨ WKz‡g‡›Ui †nWvi ev dzUvi I‡cb Kiæb|
Gici Kvm©‡ii cwRkb wVK K‡i wb‡P ewY©Z
avc¸‡jv m¤úbœ Kiæb :
* BbmvU© U¨v‡e wK¬K Kiæb| IqvW© 2003-G

BbmvU© †gby †_‡K Field †e‡Q wbb  Ges
Pvi avc jvwd‡q GwM‡q hvb|

* Text MÖæ‡c wK¬K Quick Parts Ack‡b
wK¬K Kiæb|

* WªcWvDb †gby †_‡K Field †e‡Q wbb| 
* Gevi Avwef~©Z nIqv cieZ©x© WvqvjM

e¨envi K‡i GKwU wdì †e‡Q wbb, †hgb
Author| †cÖvcvwU© †mU Kiæb hw` cÖ‡qvRb
nq| Gici Ok-†Z wK¬K Kiæb| Avcwb
B‡”Q Ki‡j AutoText  ev Document
Property e¨envi Ki‡Z cv‡ib (wPÎ-8)|

M¨vjvwi †cR bv¤v̂i Ackb cÖwZ¯’vcb
K‡i we`¨gvb †nWvi ev dzUvi

†nWvi ev dzUv‡i †cR bv¤v̂i wWm‡cø Kivi
†ÿ‡Î Page Number Ackb e¨env‡ii †ÿ‡Î
mZK© _vKv DwPZ| hw` Avcwb B‡Zvg‡a¨B
†nWvi ev dzUvi ̂ Zwi K‡i _v‡Kb Ges †kl †cR
bv¤v̂i hy³ K‡ib, Zvn‡j e¨envi Kiæb Current
Position Ackb| M¨vjvwii Ab¨vb¨ Ackb
cÖwZ¯’vcb K‡i we`¨gvb †nWvi ev dzUvi‡K|
jÿYxq, IqvW© 2003-G M¨vjvwi †bB|

÷vBj gwWdvB Kiv
IqvW© A¨vcøvB K‡i Header and Footer

÷vBj h_vµ‡g †nWvi I dzUvi †U·‡U| Dfq
÷vB‡ji wfwË n‡jv bigvj| †U·‡Ui
A¨v‡cqv‡iÝ mn‡R I `ªæZMwZ‡Z  cwieZ©b Kivi
Dcvq n‡jv h_vh_ ÷vB‡j cwieZ©b Kiv| 

Kb‡›UU K‡›Uªvj †idv‡iÝ
KLbI KLbI WKz‡g‡›Ui ewW †_‡K Z_¨ wb‡q

wiwcU Kiv nq †nWvi ev dzUv‡i| Iqv‡W©i c‡ii
fvm©‡b Kb‡›UU K‡›Uªvj e¨envi K‡i G KvRwU Lye
mn‡R Kiv hvq| cÖ_‡g GKwU Kb‡›UU K‡›Uªvj hy³
K‡i Gi Rb¨ ˆZwi Kiæb GKwU Kv‡÷vg ÷vBj|
†nWv‡i hy³ Kiæb GKwU StyleRef wdì, hv n‡jv
÷vB‡ji †idv‡iÝ| GwU A¨vcøvB Kiv nq Avcbvi
Kb‡U›U K‡›Uªv‡j| Gfv‡e Lye mn‡R †nWv‡i
wWm‡cø Kiv‡Z cvi‡eb K‡›Uªv‡ji Kb‡›UU|  Avi
G KvRwU Ki‡Z cvi‡eb wb‡P ewY©Z avc¸‡jv
AbymiY K‡i :
* †hLv‡b Kb‡›UU K‡›Uªvj BbmvU© Ki‡Z

Pvb, †mLv‡b Kvm©i †cøm Kiæb|
* Developer U¨v‡e wK¬K K‡i K‡›Uªvj MÖæ‡c
Rich Text Content Control-G wK¬K Kiæb|

* Gevi GKB MÖæ‡c Rich Text Content
Control-G wK¬K K‡i GKwU A_©en bvg
w`b, †hgbÑ ccName (wPÎ-9)| GLv‡b
cc n‡jv Kb‡U›U K‡›Uªvj wn‡m‡e
AvB‡Ww›UdvB Kiv Ae‡R±|

* Gevi Lvwj K‡›Uªvj Ack‡b dig¨vU †U·U
UvBc †PK Kiæb| 

* New Style wK¬K Kiæb|
* bZzb ÷vB‡ji GKwU Dchy³ bvg w`b,

†hgbÑ Content Control (wPÎ-10)|
†mwUs‡qi Ici wfwË K‡i Avcwb ÷vBj
cwieZ©b Ki‡Z cv‡ib, Z‡e GwU G †jLvq
DwjøwLZ D`vni‡Yi Rb¨ cÖ‡hvR¨ bq|
AcÖ‡qvR‡b †Kv‡bv wKQz cwieZ©b bv K‡i
KZ mn‡R G †KŠkj †mU Kiv hvq, Zv Lye
mn‡R eyS‡Z cvi‡eb| GwU GKB ÷vBj,
hv WKz‡g‡›Ui ewW‡Z e¨envi Kiv n‡q‡Q|
Gfv‡e Avcwb eyS‡Z cvi‡eb|

* Gevi Ok-†Z wK¬K Kiæb| IqvW© ÷vBj‡K
AvcUz‡WU Ki‡e Avcbvi ˆZwi Kiv bZzb
÷vBj‡K wi‡d¬± Kivi Rb¨ (wPÎ-11)|

* Gevi Ok-†Z wK¬K Kiæb|
* Gevi †nWvi I‡cb K‡i Avcbvi hy³ Kiv

Kb‡›UU K‡›Uªvj †hLvb †_‡K wWm‡cø
Kiv‡Z Pvb, †mLv‡b Kvm©i ivLyb|

* Insert U¨v‡e wK¬K Kiæb|
* Text MÖæ‡c Quick Parts-G wK¬K Kiæb Ges

WªcWvDb wj÷ †_‡K Field †e‡Q wbb|
* Gevi cieZ©x Wvqvj‡M Field †bg wj÷

†_‡K †e‡Q wbb StyleRef Ackb|
* Gevi ÷vBj †bg wj÷ †_‡K †e‡Q wbb
Content Control|

* Ok-†Z wK¬K Kiæb|
* Gevi †nWvi eÜ Kivi Rb¨ Kb‡U›U

K‡›Uªv‡j Wvej wK¬K Kiæb|
Kb‡U›U K‡›Uªvj †U·U G›Uvi Kiæb Ges

†m Abyhvqx †nWv‡i wdì  Avc‡WU n‡e, hv
wPÎ-12-G †`Lv‡bv n‡q‡Q 

wdWe¨vK : mahmood_sw@yahoo.com
KR
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wPÎ-6

wPÎ-7

wPÎ-8

wPÎ-9
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