
cvIqvi c‡q‡›U ¯§vU©AvU© Bjv‡÷ªkb Kiv

Bjv‡÷ªkb w`‡q cÖ‡dkbvj gv‡bi ø̄vBW ˆZwi Kiv KwVb 

KvR e‡U| wKš‘ cvIqvi c‡q‡›Ui SmartArt Graphic e¨envi 

K‡i KvRwU mn‡R mgvavb Kiv hvq| SmartArt Graphic n‡jv 

GK ai‡bi Bjv‡÷ªkb, hv †cÖ‡Rb‡Uk‡bi †U·U‡K wfRy¨qvj 

KwgDwb‡Kk‡bi myweav w`‡q K‡i _v‡K| G †jLvq †`Lv‡bv n‡q‡Q 

Kxfv‡e ¯øvB‡W SmartArt Graphic ms‡hvRb Kiv hvq Ges wewfbœ 

Dcv‡q Bjv‡÷ªk‡bi Kvjvi I B‡d± gwWdvB Kiv hvq| 

1| ¯øvB‡W SmartArt Graphic ms‡hvRb Kiv

 †h ø̄vB‡W SmartArt Graphic ms‡hvRb Ki‡Z Pvb †m ø̄vBW 

wm‡j± Kiæb|

 U¨ve evi †_‡K Insert U¨ve wK¬K K‡i wm‡j± Kiæb|

 Illustration MÖæc †_‡K SmartArt KgvÛ wK¬K Kiæb|

 Gev‡i Choose a SmartArt Graphic WvqvjM e‡·i 

evg w`K  †_‡K cÖ‡qvRbxq K¨vUvMwi wm‡j± Kiæb| wP‡Î 

Hierarchy K¨vUvMwi wm‡j± K‡i †`Lv‡bv n‡q‡Q|

 j¶ Kiæb, gv‡Si N‡i wewfbœ Ackbmg~n cÖ̀ wk©Z 

n‡q‡Q| GLvb †_‡K cÖ‡qvRbxq Ackb wm‡j± Kiæb| 

wP‡Î Organization Chart wm‡j± K‡i †`Lv‡bv n‡q‡Q, hv 

WvqvjM e‡·i Wv‡b e„nr AvKv‡i cÖ̀ wk©Z n‡q‡Q|

 wm‡j± Kiv wj÷wU ¯øvB‡W ms‡hvR‡bi Rb¨ Ok evUb wK¬K 

Kiæb|

 Organization Chart ¯øvB‡W ms‡hvRb n‡q wie‡b SmartArt
Tolls-Gi Aax‡b SmartArt Design I Format bv‡gi `ywU 

bZzb U¨ve ms‡hvRb n‡q‡Q|

†bvU : ø̄vB‡W Aew¯’Z †cøm‡nvìv‡ii Insert SmartArt KgvÛ 

e¨envi K‡iI SmartArt Graphic ms‡hvRb Kiv hvq|

2| SmartArt Graphic-G †U·U ms‡hvRb Kiv

 GBgvÎ ms‡hvwRZ MÖvwdKwU wm‡j± Kiæb| Aek¨ wWdë 

Ae¯’vq wm‡j± KivB _v‡K|

 Gev‡i Type your text here-Gi wb‡P cÖ‡qvRbxq †U·U 

ms‡hvRb Kiæb, hv ¯q̂swµqfv‡e Wv‡bI ms‡hvRb n‡e| Aek¨ 

Wv‡bi MÖvwd‡KI mivmwi †U·U ms‡hvRb Kiv hvq|

gvB‡µvmdU cvIqvi c‡q‡›U

¯§vU©AvU© Bjv‡÷kb †KŠkj

gyn¤§` Av‡bvq vi †nv‡mb dwKi

wjW KbmvjU¨v›U, †UªBwbs evsjv
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3| ms‡hvwRZ MÖvwd‡K bZzb †mBc hy³ Kiv

 MÖvwdKwU wm‡j± Kiæb|

 SmartArt Tools-Gi SmartArt Design U¨ve wm‡j± Kiæb|

 Create Graphic MÖæc †_‡K Add Shape-Gi WªcWvDb wK¬K 

Kiæb|

 MÖvwdKwU wb‡P †mBc hy³ Kivi Rb¨ Add Shape After Ges 

Dc‡i †mBc hy³ Kivi Rb¨ Add Shape Before wm‡j± 

Kiæb|

j¶ Kiæb, MÖvwd‡K bZzb †mBc hy³ n‡q‡Q|

4|  MÖvwd‡Ki †mB‡c bZzb ey‡jU ms‡hvRb Kiv

 MÖvwdKwU wm‡j± Kiæb|

 SmartArt Tools-Gi SmartArt Design U¨ve wm‡j± Kiæb|

 Gev‡i †h †mB‡c bZzb ey‡jU hy³ Ki‡Z Pvb Zv wm‡j± Kiæb|

 Create Graphic MÖæc †_‡K Add Bullet wK¬K Kiæb|

j¶ Kiæb, wm‡j±K…Z †mB‡c bZzb ey‡jU mshy³ n‡q‡Q| 

Gev‡i cÖ‡qvRbxq †U·U m¤úv`b Kiæb|

5| †mBcmg~n wi-AW©vi Kiv

 MÖvwdKwU wm‡j± Kiæb|

 SmartArt Tools-Gi SmartArt Design U¨ve wm‡j± Kiæb|

 Create Graphic MÖæc †_‡K Right to Left wK¬K Kiæb|

 j¶ Kiæb, ¯øvB‡Wi †mBcmg~‡ni AW©vi evg †_‡K Wv‡b P‡j 

†M‡Q|

 Avevi Right to Left wK¬K Kiæb, Wvb †_‡K ev‡g P‡j Avm‡e|

6| Text Pane e¨envi K‡i †U·U ms‡hvRb Kiv

 ¯§vU©AvU© MÖvwdKwU wm‡j± Kiæb|

 j¶ Kiæb, SmartArt Design and Format U¨ve cÖ̀ wk©Z 

n‡q‡Q|

 SmartArt Tools-Gi SmartArt Design wm‡j± Kiæb|

 Create Graphic MÖæc †_‡K Text Pane KgvÛ wK¬K Kiæb| G 

Kgv‡Ûi gva¨‡g †U·U c¨vb Ab/Ad Kiv hvq|

 ¯§vU©AvU© MÖvwdKwUi ev‡g †U·U c¨vb cÖ̀ wk©Z n‡e| GQvovI 

¯§vU©AvU© MÖvwd‡Ki ev‡gi A¨v‡iv Kx wK¬K K‡iI †U·U c¨vb 

Ab/Ad Ki‡Z cvi‡eb|
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 Gev‡i cÖ‡qvRbxq wdì wm‡j± K‡i UvBc Kiæb|

 †U·U c¨vb eÜ Kivi †U·U c¨v‡bi Ici-Wvb †Kvbvq Aew¯’Z 

µm (X) wPwýZ ¯’v‡b wK¬K Kiæb| A_ev Text Pan KgvÛ wK¬K 

K‡iI †U·U c¨vb eÜ Kiv hv‡e|

7| ø̄vB‡W ms‡hvwRZ ¯§vU©Av‡U©i †jAvDU cwieZ©b Kiv

 ¯§vU©AvU© MÖvwdKwU wm‡j± Kiæb|

 SmartArt Tools-Gi SmartArt Design wm‡j± Kiæb|

 Gev‡i Layout MÖæ‡ci More evUb wK¬K Kiæb|

 cÖ̀ wk©Z wewfbœ Ackb †_‡K cÖ‡qvRbxq †jAvD‡Ui Ici wK¬K 

Kiæb|

†bvU : cÖ‡qvR‡b More Layouts… wK¬K K‡i Av‡iv †jAvDU 

cÖ̀ k©b Kiv‡bv hv‡e| j¶ Kiæb, ¯øvB‡Wi wm‡j± Kiv ¯§vU©AvU© 

MÖvwdKwUi †jAvDU cwieZ©b n‡q‡Q|

8| ¯§vU©AvU© Gi Kvjvi cwieZ©b Kiv

 ¯§vU©AvU© MÖvwdKwU wm‡j± Kiæb|

 SmartArt Tools-Gi SmartArt Design wm‡j± Kiæb|

 Gev‡i SmartArt Styles MÖæ‡ci Change Colors KgvÛ wK¬K 

Kiæb|

 cÖ̀ wk©Z wewfbœ Ackb  

†_‡K cÖ‡qvRbxq Kvjvi wm‡j± 

Kiæb|

j¶¨ Kiæb, ø̄vB‡W wm‡j± 

Kiv MÖvwdKwUi Kvjvi cwiewZ©Z 

n‡q‡Q|

9| ¯§vU©Av‡U©i ÷vBj cwieZ©b Kiv

 ¯§vU©AvU© MÖvwdKwU wm‡j± Kiæb|

 SmartArt Tools-Gi SmartArt Design wm‡j± Kiæb|

 Gev‡i SmartArt Styles MÖæ‡ci More WªcWvDb wK¬K Kiæb|

 cÖ‡qvRbxq ÷vB‡ji Ici wK¬K Kiæb|

j¶ Kiæb, 

wm‡j± Kiv 

¯§vU©AvU© 

MÖvwdKwUi 

÷vBj 

cwiewZ©Z 

n‡q‡Q|

10| ¯§vU©AvU© c~‡e©i Ae¯’vq wdwi‡q Avbv

 ¯§vU©AvU© MÖvwdKwU wm‡j± Kiæb|

 SmartArt Tools Gi SmartArt Design wm‡j± Kiæb|

 Reset Graphic KgvÛ wK¬K Kiæb|

11| ¯§vU©AvU© MÖvwdK di‡gwUs Kiv

†cÖ‡Rb‡Uk‡bi ø̄vB‡W hLb SmartArt MÖvwdK ms‡hvRb 

Ki‡eb ZLb ¯q̂swµqfv‡e Format U¨ve cÖ̀ wk©Z n‡e| GB 

U¨v‡ei wewfbœ KgvÛ MÖvwd‡Ki wewfbœ di‡gwUs Gi Rb¨ e¨eüZ 

nq| †U·U e·, †mBc Ges IqvW©AvU© di‡gU KivB gZ ¯§vU©AvU© 

MÖvwdK wWRvBb Ki‡Z cvi‡eb|

12| Promote ev Demote KgvÛ e¨envi K‡i †mBc gyf Kiv

 ¯§vU©AvU© MÖvwdKwU wm‡j± Kiæb|

 SmartArt Tools-Gi SmartArt Design wm‡j± Kiæb|

 ¯§vU©AvU© MÖvwdKwUi †mBc wm‡j± Kiæb|

 Create Graphic MÖæc n‡Z Promote ev Demote KgvÛ wK¬K 

Kiæb 

wdWe¨vK : anowar@trainingbangla.com
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