
KgwcDUvi e¨enviKvix‡K †Kv‡bv bv
†Kv‡bvfv‡eB gvB‡µvmdU IqvW© e¨envi
Ki‡Z nq| gvB‡µvmdU IqvW© eZ©gv‡b

we‡k¦ me‡P‡q RbwcÖq †U·U GwWUi| we¯§qKi
n‡jI mZ¨, gvB‡µvmdU IqvW© we‡k¦ me‡P‡q
†ewk e¨envi nIqv Ges RbwcÖq †U·U GwWUi

n‡jI Gi ¸iæZ¡c~Y© me wdPvi I dvskb mevB †h Rv‡bb, Zv †Rvi w`‡q
ejv hv‡e bv| eis ej hvq, Lye Kg e¨enviKvixB Rv‡bb| †hgbÑ
gvB‡µvmdU Iqv‡W©i g¨v‡µv wdPvi|

IqvW© g¨v‡µv n‡jv Iqvb-wK¬K we¯§q| g¨v‡µv RwUj cÖwmwWDi
†cÖvMÖvg Kivi my‡hvM K‡i †`q, hv Kvh©Ki K‡i Avcbvi ûKzg| g~jZ
g¨v‡µv n‡jv Awdm A¨v‡ci cyi‡bv †d‡bv‡gbb, hv WKz‡g‡›U cvidig
Kiv GK‡mU A¨vKkb †iKW© K‡i iv‡L, hv‡Z fwel¨‡Z G¸‡jv
cÖ‡qvR‡b wiwcU Kiv hvq| g¨v‡µv ˆZwi Kiv n‡j WKz‡g‡›U GKB
A¨vKkb evievi cvidig Kiv `iKiv nq bv| †hgbÑ di‡gwUs, ÷vBj,
mvBR Ges Kvjvi  cwieZ©b| g¨v‡µv g~jZ WKz‡g‡›U †Kv‡bv Uv¯‹
cvidig Kivi Rb¨ cÖwZwU wK¬K Ges wK‡÷vK© †iKW© K‡i iv‡L, hv‡Z
cieZ©x mgq GKB A¨vKkb Avcbvi WKz‡g‡›U †cø Ki‡Z cv‡ib|

KgwcDUvi RMr-Gi wbqwgZ wefvM cvVkvjvq Gevi Dc¯’vcb Kiv
n‡q‡Q gvB‡µvmdU Iqv‡W©i g¨v‡µvi e¨envi Ges IqvW© WKz‡g›U‡K
A‡Uv‡gU Kivi wZbwU D`vniY| GLv‡b DwjøwLZ wZbwU D`vni‡Yi
GKwU n‡jv †Kv¤úvwbi †jUvi‡nW ˆZwi Kiv, wØZxqwU †cÖ-dig¨v‡UW
U¨vej BbmvU© Kiv Ges Z…ZxqwU Kv÷g eyK dig¨vU wWdvBb I wWRvBb
Kiv| e¨enviKvixi myweav‡_© cÖwZwU D`vniY av‡c av‡c Zz‡j aiv
n‡q‡Q, hv‡Z Lye mn‡RB mevB eyS‡Z cv‡ib Ges g¨v‡µv e¨env‡i
AbycÖvwYZ nb| †Kbbv, g¨v‡µv e¨env‡ii d‡j e¨enviKvixi Kv‡Ri MwZ
I Drcvbkxj A‡bK †e‡o hv‡e|
†mUAvc, wWdvBb I †iKW© g¨v‡µv 

avc-1 : †mUAvc g¨v‡µv
A. View U¨ve wm‡j± Kivi ci Macros ® Record Macro-G

wK¬K Kiæb|
B. †iKW© g¨v‡µv WvqvjM e‡· GKwU g¨v‡µv bvg Ges †Wmwµckb

G›Uvi Kiæb| Gevi bv‡gi Rb¨ wb‡Pi wbqg¸‡jv AbymiY Kiæb :
g¨v‡µv bvg Aek¨B GKwU †jUvi w`‡q ïiæ Ki‡Z n‡e Ges Zvici

†jUvi ev msL¨vm~PK _vK‡Z cv‡i| g¨v‡µv bv‡g Avcwb †¯úm, bb-
A¨vjdvwbDgvwiK K¨v‡i±vi ev wcwiqW e¨envi Kiv hv‡e bv|

g¨v‡µv bv‡g m‡e©v”P 80 K¨v‡i±vi e¨envi Kiv †h‡Z cv‡i|
g¨v‡µv bvg †cÖvMÖv‡gi Rb¨ msiwÿZ KgvÛ ev KxIqvW© †hgb wcÖ›U,

†mf, Kwc, †c‡÷i mv‡_ Kbwd¬± Ki‡Z cvi‡e bv|
†Wmwµckb wVK †bv‡Ui g‡Zv, hv g¨v‡µvi dvskb mvgvivBR K‡i|
C. Store Macro in field wbw`©ó K‡i GB g¨v‡µv ïay eZ©gvb

WKz‡g‡›U ivb Ki‡e bvwK me IqvW© WKz‡g‡›U ivb Ki‡e| All
Documents †e‡Q wb‡j G g¨v‡µv me WKz‡g‡›U ivb Ki‡e| Avi
Current Documents †e‡Q wb‡j G g¨v‡µv ïay eZ©gvb WKz‡g‡›U ivb
Ki‡e| Gevi Ok-†Z wK¬K Kiæb|

D. Gici Assign Macro To c¨v‡b‡j g¨v‡µv‡Z A¨v‡·m K‡i
g¨v‡µv ivb Kiv‡bvi cÖwµqvi Rb¨ Button ev Keyboard-G wK¬K Kiæb|

jÿYxq, †ewkifvM kU©KvU Kx B‡Zvg‡a¨ wm‡÷‡gi gva¨‡g e¨envi
n‡q‡Q| B‡”Q Ki‡j Avcwb †Kv‡bv kU©KvU IfviivBUI Ki‡Z cv‡ib|
Avcbvi g¨v‡µv‡K Lye mn‡R evU‡b hy³ Ki‡Z cvi‡eb|  

avc-2 : Kz̈BK A¨v‡·m Uzjev‡i g¨v‡µv evUb hy³ Kiv

A. Button-G wK¬K Ki‡j IqvW© Ackbm/Kv‡÷vgvBR Kz̈BK
A¨v‡·m Uzjevi w¯Œb I‡cb n‡e| G w¯Œ‡b Avcbvi g¨v‡µv‡K †jv‡KU
K‡i GwU wm‡j±/nvBjvBU Kiæb| Gici Add-G wK¬K Kiæb| IqvW©
evg w`‡Ki g¨v‡µv c¨v‡bj †_‡K Wvb w`‡Ki Kz̈BK A¨v‡·m Uzjevi
c¨v‡b‡j g¨v‡µv¸‡jv Kwc Ki‡e|

B. Modify-G wK¬K Kiæb| Gici GKwU AvBKb cQ›` K‡i wbb
Avcbvi g¨v‡µv evUb wi‡cÖ‡R›U Kivi Rb¨| Gici Ok-†Z wK¬K Kiæb|  

C. G KvR †kl n‡q †M‡j Avevi Ok-†Z wK¬K Kiæb †ei nIqvi
Rb¨|                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    

avc-3 : g¨v‡µv †iKW© Kiv
†h g¨v‡µv †iKW© Ki‡Z Pvb Zvi wK‡÷ªvK G›Uvi Kiæb (wP‡Î ÔAÕ

†Lqvj Kiæb)
avc-4 : ÷c †iKwW©s
G KvR †kl nIqvi ci Avevi View U¨ve wm‡j± Kiæb| Gici Stop

Recording-G wK¬K Kiæb (wP‡Î ÔBÕ †Lqvj Kiæb)|
jÿYxq, Avcbvi Kv‡÷vgvBR g¨v‡µv evUb Avwef©~Z n‡e Kz̈BK

A¨v‡·m Uzjev‡i| G g¨v‡µv‡K hw` Avevi ivb Kiv‡Z Pvb, Zvn‡j ïay
ÔGÕ evU‡b wK¬K Ki‡jB n‡e| 

`yBwU mnR I `ªæZZi g¨v‡µv
g¨v‡µv-1 : †Kv¤úvwbi †jUvi‡nW

cvVkvjv
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WKz‡g›U A‡Uv‡gU Kivi 
`yB D`vniY

Zvmbyfv gvn&&gỳ

wPÎ-1 : IqvW© g¨v‡µv †mUAvc Kiv

wPÎ-2 : Kz̈BK A¨v‡·m Uzjev‡i GKwU g¨v‡µv evUb hy³ Kiv

IqvW© g¨v‡µv 

wPÎ-3 : †hfv‡e g¨v‡µv †iKW© Ki‡eb I _vgv‡eb



cvVkvjv
†ewkifvM †Kv¤úvwb Zv‡`i wWwRUvj e¨emvq evwY‡R¨ wcÖ‡›UW

†jUvi‡nW e¨envi K‡i _v‡K| wKQz mgq wbb GKevi G g¨v‡µv †iKW©
Kivi Rb¨| G †jUvi‡nW‡K Lye mn‡RB gvÎ GK-`yB †m‡K‡Û WKz‡g‡›U
Wªc Ki‡Z cvi‡eb| 

Gevi Dc‡ii avc GK Ges avc `yB‡K wiwcW Kiæb| †hgbÑ g¨v‡µvi
bvg w`b BranchesLetterhead| Gici avc-3-Gi Rb¨ (g¨v‡µv ivwbs
Ae¯’vq) wb‡P ewY©Z g¨v‡µv wb‡`©kvejx AbymiY Kiæb :

A. Insert U¨ve †_‡K Pictures wm‡j± Kiæb| †dvìv‡i †bwf‡MU
Kiæb, †hLv‡b  Avcbvi †Kv¤úvwbi †jv‡Mv Av‡Q| Gevi IB B‡gR
wm‡j± Kiæb Ges Insert-G wK¬K Kiæb| 

B. Layout Options WvqvjM e‡· GKwU †U·U i¨vwcs Ackb
wm‡j± K‡i WvqvjM e· †K¬vR Kiæb| Gevi Esc Kx Pvcyb MÖvwd·
wWwm‡j± Kivi Rb¨| Gici End Kx Pvcyb GKevi Ges Tab Kx Pvcyb
GKevi|

C. †Kv¤úvwbi bvg G›Uvi Kiæb Branches, Inc.| Gevi bvgwU
nvBjvBU Kiæb| Gevi Font MÖæ‡c WªcWvDb wj‡÷ wK¬K K‡i UvBc‡dm
Ges d›U mvBR †e‡Q wbb| Gici End Kx GKevi †P‡c G›Uvi Pvcyb
wZbevi| Gici Up A¨v‡iv Pvcyb `yBevi| Gici Shift+Down A¨v‡iv
Kx Pvcyb| Down A¨v‡iv Kx †P‡c a‡i Shift Kx Pvcyb|  hyMcrfv‡e
WvDb-A¨v‡iv Kx `yBevi Pvcyb|

D. GKwU UvBc‡dm wm‡j± Kiæb (†hgbÑ G †jLvq sans-serif -Gi
g‡Zv Arial  ev Helvetica e¨envi Kiv n‡q‡Q)| Gevi GKwU mvBR
wm‡j± Kiæb †hgb 11 c‡q›U| Gici IBme Kx GKevi †P‡c Tab Kx
Pvcyb `yBevi|

E. A¨v‡Wªm Bbdi‡gkb G›Uvi K‡i Enter Kx wZbevi Pvcyb|
F. †gBb †gby †_‡K Insert>Text-G wK¬K Kiæb| Gici Insert Date

and Time evU‡b wK¬K Kiæb| Gici Date and Time WvqvjM e· †_‡K
†WU dig¨vU †e‡Q wbb| Gevi e· Update Automatically †e‡Q wb‡q
Ok-†Z wK¬K Kiæb|

G. Date and Time nvBjvBU K‡i Avcbvi †Kv¤úvwbi ÷¨vÛvW©
WKz‡g›U UvBc‡d‡m cwieZ©b K‡i wbb|

H. me‡k‡l eªv‡Â‡R ÔbÕ †jUvi UvBc K‡i d›U mvBR evwo‡q 60
Kiæb|

I. Dc‡i 4 b¤î av‡c View U¨ve wm‡j± Kiæb Ges Stop
Recording-G wK¬K Kiæb| Gici hLbB †jUvi‡nW `iKvi n‡e, ZLb
ïay Kz̈BK A¨v‡·m Uzjev‡i  BranchesLetterhead g¨v‡µv evU‡b wK¬K
Ki‡jB n‡e|

g¨v‡µv-2 : wcÖ-wWRvBb Kiv U¨vej BbmvU© Kiv
aiæb, Avcwb GKwU mvßvwnK wi‡cvU© ˆZwi Ki‡jb, †hLv‡b m¤ú„³

Av‡Q mywbw`©ó cwigv‡ci †Uej, Kjvg, mvwi Ges †nWvi| Avcwb GKwU
†Uej †U¤ú‡jU Kwc Ges †c÷ K‡ib  cÖwZwU ˆZwi Kiv bZzb WKz‡g‡›U|
Z‡e GwU memgq †egvbvb ev Am½Z Ges wek„½j g‡b nq| G †ÿ‡Î
fv‡jv nq †Uej g¨v‡µv ˆZwi Kiv|

G KvRwU Kivi Rb¨ Dc‡ii 1 Ges 2bs avcwU Avevi wiwcU Kiæb|
†hgbÑ g¨v‡µvi bvg CorpRptTable w`b| Gici avc-3-Gi Rb¨
(g¨v‡µv ivwbs Ae¯’vq) wb‡Pi g¨v‡µvi Bb÷ªvKkb AbymiY Kiæb :

A. Insert U¨v‡e Table-G wK¬K Kiæb|
B. Insert Table WvqvjM

e‡· Kvm©i‡K nivBR›Uvwj wMÖW
Ry‡o ¯øvBW Kiæb cÖ‡qvRbxq
wKQz Kjvg wm‡j± Kivi Rb¨|
Gici ¯øvBW WvDb Kiæb mvwi
wm‡j± Kivi Rb¨| hLb mwVK
mvB‡Ri wMÖW n‡e, ZLb gvDm
wK¬K Kiæb|

C. Gevi Dc‡ii mvwiRy‡o
†nWvi G›Uvi Kiæb Gfv‡eÑ
Contributor, Occupation,
Location, Project, and
Donation M. Gevi Dc‡ii
mvwi Ry‡o †nWvi G›Uvi Kiæb
Gfv‡e- Contributor,
Occupation, Location,
Project, and Donation|

D. Gevi Kvm©i‡K 5bs
Kjvg, 1bs mvwii IqvW©
†Wv‡bk‡bi †k‡l †i‡L Ctrl I
Shift Kx †P‡c aiæb| Gici
evg A¨v‡iv Kx cuvPevi Pvcyb|

E. cÖ_g mvwi nvBjvB‡UW
†i‡L Home U¨v‡e wM‡q Paragraph group-G wK¬K Kiæb| Gevi
†m›UviÑRvw÷dvBW †U·‡Ui AvBK‡b wK¬K K‡i d›Um MÖæ‡c †ev‡ì wK¬K
Kiæb| Gevi evg A¨v‡iv Kvm©i Kx-†Z wK¬K Kiæb GKevi Kvm©i‡K †mj
A1 wicwRk‡bi Rb¨|

jÿYxq, hLb Kvm©i †Ue‡ji †fZ‡i  _vK‡e, ZLb wieb wWm‡cø
Ki‡e GKwU bZzb U¨ve †mU, hv‡K ejv nq Table Tools Design I
Table Tools Layout|

F. wØZxq Kjv‡g Occupation-Gi O-Gi Av‡M Kvm©i †i‡L Table
Tools-G wM‡q Layout >Cell Size group-G wK¬K Kiæb| Gici †Uej
Kjvg DBW_ 1.2 BwÂ †mU Kiæb|

G. evwK Kjvg¸‡jv A¨vWRv÷ Kiæb GB †mwUs‡q : †jv‡Kkb 1.7
BwÂ,  cÖ‡R± 1.5 BwÂ I †Wv‡bkb 1.0 BwÂ| 

H. Ctrl+End Pvcyb Kvm©i‡K wVK evB‡i I †Ue‡ji wb‡P wicwRkb
Kivi Rb¨| Gici UvBc Kiæb wdMvi 1|

I. Dc‡ii 4bs avc †_‡K Avevi View U¨ve wm‡j± K‡i Stop
Recording-G wK¬K Kiæb 

wdWe¨vK : mahmood_sw@yahoo.com
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wPÎ-4 : g¨v‡µv †iKW© Kiv, hv †Kv¤úvwbi †jUvi‡nW ˆZwi K‡i

wPÎ-5 : g¨v‡µv †iKW© Kiv, hv †Kv¤úvwbi †jUvi‡nW ˆZwi K‡i 

wPÎ-6 : GKwU g¨v‡µv †iKW© Kiv, 
hv wcÖ-wWRvBb Kiv †Uej BbmvU© K‡i 


