
gvB‡µvmdU Awdm IqvW© 2010
GK. GKwU WKz‡g‡›U Qwe †hvM Kivi wbqg|
Kvh©µg : KvRwU m¤úbœ Kivi Rb¨ wb‡P

ewY©Z c×wZ AbymiY Kwi|
01. WKz‡g‡›Ui †hLv‡b Qwe hy³ Ki‡Z n‡e,

†mLv‡b gvDm c‡q›Uvi ivL‡Z n‡e| 
02. gvB‡µvmdU Awdm IqvW© 2010-Gi

wie‡bi Insert U¨v‡ei Illustrations MÖæ‡c
Picture AvBK‡b wK¬K Ki‡Z n‡e|
GKwU Insert Picture e· †`Lv hv‡e|

03. GLb †h WªvB‡f ev WªvB‡fi †dvìv‡i QwewU
i‡q‡Q, †mB QwewUi dvB‡j Wvej wK¬K
Ki‡jB QwewU WKz‡g‡›U P‡j Avm‡e| 

04. Gfv‡e hZ B‡”Q ZZ Qwe hy³ Kiv
hv‡e| †hgbÑ eZ©gv‡b †hvMv‡hvM †¶‡Î
Z_¨cÖhyyw³i e¨envi A‡bK †ewk
cwijw¶Z n‡”Q| Z_¨cÖhyw³i mv‡_
†hvMv‡hvM cÖhyw³i mswgkÖY moKc_,
†ijc_, Rjc_ Ges AvKvkc‡_
†hvMv‡hv‡Mi e¨e¯’v‡K K‡i‡Q mnRZi,
`ªæZZi I jvfRbK| †jLvi mv‡_ wgj
†i‡L AviI K‡qKwU Qwe †`qv n‡jv|

`yB. †Zvgvi we`¨vj‡qi bvg IqvW© Av‡U©i
wewfbœ ÷vB‡j Dc¯’vcb Ki|

Kvh©µg : KvRwU m¤úbœ Kivi Rb¨ wb‡gœ
ewY©Z c×wZ AbymiY Kwi|
01. Avgvi we`¨vj‡qi bvg : †gvnv¤§`cyi

wcÖcv‡iUwi ¯‹zj A¨vÛ K‡j‡Ri
(Mohammadpur Preparatory School
& College) bvg wjL‡Z n‡e| 

02. GB bvg‡K wewfbœ ÷vB‡j IqvW© Av‡U©i
gva¨‡g Dc¯’vcb Kivi Rb¨ Microsoft
Office Word 2010-Gi wie‡bi Insert
U¨v‡ei Text MÖæ‡c WordArt AvBK‡b
wK¬K Ki‡j wb¤œwjwLZ WordArt-Gi
wewfbœ ai‡bi †U·U †`Lv hv‡e|

03. GLb †h ai‡bi †U·‡Ui wWRvBb cQ›`
nq, †mwU‡Z wK¬K Ki‡j Edit WordArt
Text WvqvjM e· †`Lv hv‡e|

04. GLb Avgvi we`¨vj‡qi bvg wn‡m‡e
†gvnv¤§`cyi wcÖcv‡iUwi ¯‹zj A¨vÛ K‡jR
(Mohammadpur Preparatory School &
College), Viqarunnisa Noon  School &
College D³ wWRvB‡b Kiv n‡e, †mB
†jLvwU Your Text Here e‡· wjL‡Z n‡e|

05. me‡k‡l Ok evU‡b wK¬K Ki‡Z n‡e| 

06. Gfv‡e hZevi G ai‡bi wWRvBb Kivi
cÖ‡qvRb ZZevi G KvRwU Ki‡Z n‡e|

wZb. GKwU WKz‡g›U cÖ¯‘Z K‡i gvwR©b
wba©viY Kivi wbqg|

Kvh©µg : KvRwU m¤úbœ Kivi Rb¨ wb‡gœ
ewY©Z c×wZ AbymiY Kwi|

WKz‡g›U cÖ¯‘Z K‡i gvwR©b wba©viY Kiv
01. Microsoft Office Word 2010-Gi

wie‡bi Page Layout U¨v‡ei Aax‡b
Margin AvBK‡b wK¬K Ki‡j wb¤œwjwLZ
Margin-Gi wewfbœ Ackb †`Lv hv‡e|

02. gvwR©‡bi wewfbœ Ackb †_‡K †h ai‡bi
gvwR©b †`qvi cÖ‡qvRb, †hgbÑ Normal
(Top 1, Bottom 1, Left 1, Right 1) †mwU‡Z
wK¬K Ki‡jB gvwR©b †mU n‡q hv‡e|

Pvi. GKwU WKz‡g›U c¨vivMÖv‡di jvBb
e¨eavb wba©viY Kivi wbqg|

Kvh©µg : KvRwU m¤úbœ Kivi Rb¨ wb‡gœ
ewY©Z c×wZ AbymiY Kwi|
01. GKwU c¨vivMÖv‡di UvBc Kiv welqe ‘̄

kZvwaK c„ôv ch©šÍ `xN© n‡Z cv‡i Ges
A‡bK¸‡jv Aa¨vq I c¨vivMÖv‡d wef³
n‡Z cv‡i| WKz‡g‡›Ui cÖ‡Z¨KwU jvB‡bi
g‡a¨ Kx cwigvY e¨eavb n‡e, Zv wbav©iY
Ki‡Z Microsoft Office Word 2010-Gi
wie‡bi Page Layout U¨v‡ei Aax‡b
Paragraph MÖæ‡ci Spacing-Gi Before,
After †_‡K hZUzKz duvK †`qvi cÖ‡qvRb
Zv wm‡j± Ki‡Z n‡e|

02. GLv‡b Before, After †_‡K h_vµ‡g 12 I
24 wm‡j± K‡i WKz‡g›U †`Lv‡bv n‡jv 

wdWe¨vK : prokashkumar08@yahoo.com
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gva¨wgK †kÖwYi wkÿv_©x‡`i Rb¨
Z_¨ I †hvMv‡hvM cÖhyw³ wel‡qi
gvB‡µvmdU Awdm IqvW© 2010-
Gi e¨envwiK wb‡q Av‡jvPbv

cÖKvk Kzgvi `vm
wefvMxq cÖavb, Z_¨ I †hvMv‡hvM cÖhyw³ wefvM
†gvnv¤§`cyi wcÖcv‡iUwi ¯‹zj A¨vÛ K‡jR, XvKv


