
wcwWGd WKz‡g›U wb‡q KvR Kiv GLb
IqvW© WKz‡g›U wb‡q KvR Kivi
g‡Zv GK mvaviY KvR n‡q

`uvwo‡q‡Q| Z‡e A¨v‡Wvwe A¨v‡µv‡e‡U GwWU
Kivi mÿgZv Z_v K¨vcvwewjwU cwic~Y©fv‡e
†c‡Z PvB‡j †W¯‹Uc †cÖv 2017 fvm©‡bi
Rb¨ 449 BDGm Wjvi LiP Ki‡Z n‡e
A_ev cÖwZeQi †cÖv wWwm mvew¯Œck‡bi Rb¨
180 BDGm Wjvi LiP Ki‡Z n‡e| Z‡e
wcwWGd GwWU‡ii weKí A‡bK Dcvq
Av‡Q| G¸‡jvi g‡a¨ Ab¨Zg mnRZg
mgvavb n‡Z cv‡i GK Uzj, hv m¤¢eZ Avcwb
B‡Zvg‡a¨B e¨envi K‡i‡Qb gvB‡µvmdU
IqvW© 2016-†Z|
Iqv‡W©i Av‡Mi fvm©‡b Avcwb WKz‡g›U

wcwWGd wn‡m‡e †mf Ki‡Z cvi‡Zb|
IqvW© 2016 Avcbv‡K GKwU A¨v‡µv‡eU
dig¨v‡Ui dvBj I‡cb Ki‡Z, GwU gwWdvB
K‡i Avevi †mf Ki‡Z cvi‡eb  wcwWGd
dig¨v‡U A¨v‡µv‡eU e¨envi bv K‡i|
gvB‡µvmdU GB bZzb wdPvi‡K wcwWGd
wi‡d¬v (PDF Reflow) bv‡g AwfwnZ
K‡i‡Q| G †jLvq e¨enviKvixi D‡Ï‡k Zz‡j
aiv n‡q‡Q Kxfv‡e GwU †U·U I B‡gRmn
GKwU dvB‡j KvR K‡i|

gvB‡µvmdU Iqv‡W© wcwWGd
B‡¤úvU©, G·‡cvU© I GwWU Kiv

* IqvW© 2016 I‡cb Kiæb|  File
Open wm‡j± K‡i IB †dvìv‡i eªvDR
Kiæb, hv wcwWGd aviY K‡i| Gevi GKwU
dvBj wm‡j± K‡i Open evU‡b wK¬K Kiæb|
jÿYxq, wm‡j± Kiv dvBj Avwef©~Z nq Wvb
w`‡K View DB‡Ûv‡Z| G D`vni‡Yi Rb¨
†U·U I MÖvwd·mn GKwU dvBj wm‡j±
Kiæb|

wPÎ-1 : wcwWGd dvBj wm‡j± K‡i I‡cb Kiv

* Open-G wK¬K Kivi ci wPÎ-2 Gi
g‡Zv WvqvjM e· Avwef©~Z nq|

wPÎ-2 : IqvW© WvqvjM e‡· KbfvU© Kiv
* jÿYxq, eo dvBj †jvW n‡Z †ewk

mgq †bq Ges Iqv‡W© †jAvDU ûeû
AwiwRbvj dvB‡ji g‡Zv bvI n‡Z cv‡i|
Avi G Kvi‡YB gvwR©b, Kjvg, †Uej, †cR
†eªK, dzU‡bvU, GÛ‡bvU, †d«g, Uª¨vK
cvwieZ©b Ges we‡kl dig¨vU Ackb †hgb
d›U B‡d± AwiwRbvj mdUIq¨vi †_‡K wfbœ
n‡Z cv‡i wcwWGd (BbwWRvBb A_ev
gvB‡µvmdU cvewjkvi) Ges IqvW© dvBj
ˆZwi Ki‡Z| 
* gvB‡µvmdU mv‡R÷ K‡i †h PvU©m

Ges MÖvwd·, U¨vMm, eyKgvK©m, dzU‡bvUm,
Uª¨vK cwieZ©b K‡i A_ev Uª¨vK cwieZ©b bv
K‡i cÖf…wZ w`‡q cÖPÐfv‡e fvivµvšÍ nIqv
WKz‡g‡›Ui †P‡q fv‡jvfv‡e †U·U WKz‡g›U
UªvÝdvi Ges wi‡d¬v K‡i| GB A¨vwWkbvj
†U·U eøK mPivPi c¨vivMÖv‡di gv‡S A_ev
†k‡l U¨vM nq| Gme mxgve×Zvi e¨vcv‡i
m‡PZb _vKv DwPZ, hv‡Z Avcwb djvd‡ji
Rb¨ cwiKíbv Ges cÖ‡qvRb Abyhvqx
†gvwWdvB Ki‡Z cv‡ib|
* hvB †nvK, †jAvDU A¨vwUªweD‡Ui

A‡bK¸‡jv K¤ú¨vwUej Ges †Kv‡bv mgm¨v
QvovB wcwWGd †_‡K mivmwi Iqv‡W©
UªvÝdvi nq| D`vniY¯^iƒc, wPÎ 3-Gi
B‡gRwU n‡jv AwiwRbvj wcwWG‡di Kwc, hv
I‡cb Kiv n‡q‡Q IqvW© 2016-G|

wPÎ-3 : A¨v‡Wvwe A¨v‡µv‡e‡U AwiwRbvj wcwWGd dvBj

* Iqv‡W© wcwWGd gwWdvB Kiv
* Avcwb Lye mn‡R bZzb c¨vivMÖvd hy³

I GwWU Ki‡Z Ges WvUv wWwjU Ki‡Z
cvi‡eb| Avcwb †hfv‡e UvBc Ki‡eb,
WKz‡g›U ¯^qswµqfv‡e †mfv‡e widig¨vU
Ki‡e| GgbwK Avcwb MÖvwd·‡K wigyf,
wi‡cøm A_ev wicwRkb Ki‡Z cvi‡eb Ges
†U·U i¨vc (text-wrap) wdPvi B‡g‡Ri
Pvicv‡k Gi bZzb †jv‡Kk‡b c¨vivMÖvd wi-
i¨vc K‡i| Avcwb †c‡Ri mvBR, gvwR©b,
jvBb †¯úwms, d›U Ges d‡›Ui mvBRmn me
d›U A¨vwUªweDU Ges Av‡iv A‡bK wRwbm
cwieZ©b Ki‡Z cvi‡eb|
* GB WKz‡g‡›Ui edited fvm©‡b d›U Ges

UvB‡Uj, mveUvB‡Uj, cÖ_g Ges †kl
c¨vivMÖvd cÖf…wZ mewKQz cwieZ©b n‡e|
Dciš‘ wPÎ-4-G njỳ  e‡Y©i c¨vivMÖvd hy³
Kiv n‡q‡Q Ges B‡gR‡K gyf Kiv nq Dc‡i
Wvb w`K †_‡K wb‡P evg w`‡K|

wPÎ-4 : Iqv‡W© A¨v‡Wvwe wcwWGd GwWU I gwWdvB
* Avm‡j IqvW© 2016-Gi wcwWGd

K¤ú¨vwUwewjwU GZB fv‡jv †h, Avcwb B‡g‡R
Wvb wK¬K K‡i µwcs, mvBwRs, dig¨vwUs,
cwRkwbs, K¨vckb hy³ Kiv, nvBcviwj¼
A¨vUvP Kivmn m¤ú~Y© GwWU‡hvM¨ MÖvwd·
Ackb wj÷ †`L‡Z cvi‡eb|

wPÎ-5 : i¨vc †U·Umn MÖvwd· Ackb

mdUIq¨vi
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gvB‡µvmdU Iqv‡W© †hfv‡e
wcwWGd e¨envi Ki‡eb
jyrdz‡bœQv ingvb



mdUIq¨vi

* me bZzb wdPvimn Avcwb IqvW© 2016 e¨envi Ki‡Z cvi‡eb GKwU
†W¯‹Uc cvewjkvi wn‡m‡e, m¤úbœ Kiv †cÖvWv± †mf Kiæb K¤úvBj Kiv
A_ev Kb‡WÝ Kiv wcwWGd wn‡m‡e| Gici e¨vcKfv‡e Drcv`‡bi Rb¨
mivmwi wcÖ›Uv‡i mieivn Kivi Rb¨| GwU ¯§j Awdm Ges †nvg weR‡b‡mi
Rb¨ GK evowZ cvIbv we‡kl K‡i hviv cÖwZwU †¯úkvj dvsk‡bi Rb¨ Ab¨
Av‡iKwU mdUIq¨vi †Kbvi ÿgZv iv‡Lb bv Zv‡`i Rb¨| 
* mevi Rb¨ cÖK…Z myweav n‡jv GK WKz‡g›U †_‡K Av‡iK

WKz‡g‡›U WvUv Kwc Kiv, hv Av‡M D™¢~Z n‡Zv †egvbvb dvBj
dig¨v‡U| B-†gBj Kivi Rb¨ wcwWGd Zzjbvg~jKfv‡e †QvU,
mnRZi Ges wcÖw›Us‡qi Rb¨ A‡bK †ewk Kvh©Ki I `ÿ, †Kbbv G
dig¨vU n‡jv †cv‡U©ej| myZivs wdwbk †cÖvWv± cÖwWDm Kivi Rb¨
cÖ‡qvRbxq me Dcv`vb Kv‡j± Kiv nq GKwU wm‡½j dvB‡j|

*Iqv‡W©i wi‡d¬v wdPv‡ii `ye©j w`KwU n‡jv †Kv‡bv †Kv‡bv †Kv¤úvwb
wcwWGd dig¨vU e¨envi K‡i WKz‡g‡›U KwcivBU cÖ‡UKk‡bi wKQz cwigvc
wbwðZ Kivi Rb¨, †h¸‡jv Zviv wWw÷ªweDU K‡i| G MÖæ‡ci Rb¨ GK
mgvavbI i‡q‡Q| cvmIqvW© wiW Abwj Gi Rb¨ A¨v‡µv‡e‡U WKz‡g›U‡K
†cÖv‡U± K‡i, myZivs GB dvBj Kwc Ges KbfvU© Kiv hv‡e bv|  

GKwU IqvW© WKz‡g›U‡K wcwWG‡d †mf ev G·‡cvU© Kiv

wPÎ-6 : gwWdvB Kiv wcwWGd dvBj †mf Kiv
* WKz‡g›U Avcbvi mš‘ó Abyhvqx cwieZ©b Kivi ci File 

Save As †e‡Q wbb Ges h_vh_ †dvìv‡i †bwf‡MU Kiæb| Gici
Save as Type WªcWvDb wj÷ †_‡K PDF Ackb †e‡Q wbb|

* Gi d‡j ZvrÿwYKfv‡e wm‡÷g wWm‡cø Ki‡e wcwWGd dvBj
UvBc w¯Œb| Gevi Optimize for Standard (publishing online and
printing) Ackb †e‡Q wbb Ges Open File After Publishing e·
†PK K‡i Save-G wK¬K Kiæb|

wPÎ-7 : ÷¨vÛvW© AbjvBb I wcÖ›U dvBj wn‡m‡e wcwWGd cvewjk Kiv

* G·‡cvU© Kivi Rb¨ wcwWGd dvBj wn‡m‡e GKwU WKz‡g›U †mf
Kiv A_ev wi‡mf Kivi Rb¨ Av‡iKwU Ackb| G KvRwU Kivi Rb¨ File
 Export Ackb †e‡Q wbb Ges evg w`‡Ki Kjv‡g Create PDF/XPS
Document wm‡j± Kiæb| Gici GKB bv‡gi evU‡b wK¬K Kiæb|
* wm‡÷g Avevi wWm‡cø Ki‡e wb‡P ewY©Z (wPÎ-8) wcwWGd

dvBj UvBc w¯Œb| Gevi Gevi Optimize for Standard (publishing
online and printing) Ackb †e‡Q wbb Ges Open File After

Publishing e· †PK
Kiæb hw` Pvb wcwWGd
dvBj †mf nIqvi ci
I‡cb n‡e| Gici
Publish evU‡b wK¬K
Ki‡j Avcbvi bZzb
wcwWGd dvBj ˆZwi
n‡e|  

wPÎ-8 : wcwWGd wn‡m‡e dvBj †mf K‡i wcwWG‡d G·‡cvU© Kiv

Iqv‡W© wcwWGd Gii wi‡cqvi Kiv
hw` wicvewjk Kiv A_ev wi-†mf Kiv wcwWGd WKz‡g‡›U Gii

†`L‡Z cvb, Zvn‡j Avcbv‡K Av‡Mi Ae¯’vq wd‡i †h‡Z n‡e Ges
†cR‡K widig¨vU Ki‡Z n‡e| Gi d‡j †U·U †Kv‡bv mgm¨v Qvov
wi-†d¬v Ki‡e| Z‡e †U·U-i¨vc e¨eüZ MÖvwd· †U·U †d¬v-†K
wek„•Lj Ki‡Z cv‡i| hw` GgbwU nq, c¨vivMÖvd‡K †f‡O †dj‡j
GKwU †U·U e· †kl nq B‡g‡Ri Av‡M, Gici Av‡iKwU| bZzb
†U·U e· Avevi ïiæ nq B‡g‡Ri ci|
* B‡g‡R Wvb wK¬K K‡i Wrap Text More Layout Options

†e‡Q wb‡j cieZ©x w¯Œb Avwef©~Z n‡e|
* hw` Avcbvi

†U·U gyf nq Ges
bZzb wcwWG‡d
wiA¨v‡iÄ nq, Zvn‡j
†e‡Q wb‡Z cv‡ib
wi‡jwUf nivBR›Uvj
Ges fvwU©K¨vj
cwRkb| GwU †U·‡Ui
mv‡_ B‡gR‡K gyf
Kivi my‡hvM K‡i
†`‡e| hw` Avcwb Pvb
†h, B‡gR Aek¨B
GK b¤^i †c‡R wb‡P

evg cÖv‡šÍ _vK‡e, Zvn‡j A¨vemyjyU nivBR›Uvj Ges fvwU©K¨vj
cwRkb †e‡Q wbb| Avcbv‡K cwRkb †jv‡KU ev Abygvb Ki‡Z n‡e
bv| B‡gR‡K ïay gyf Kiv‡jB bZzb cwRkb †KvAwW©‡bU Avwef©~Z n‡e
Dc‡ii e‡·| GRb¨ Avcbv‡K Absolute A_ev Relative-G wK¬K K‡i
OK-†Z wK¬K Ki‡Z n‡e|
* Gevi wm×všÍ †bqvi ci Dc‡i DwjøwLZ avc¸‡jv Avevi m¤úbœ

Kiæb †mf Kivi Rb¨ A_ev bZzb wcwWG‡d wi-G·‡cvU© Kivi Rb¨|

A¨v‡µv‡eU †_‡K Iqv‡W© wcwWGd G·‡cvU© Kiv
* bZzb A¨v‡Wvwe A¨v‡µv‡eU wWwm (WKz‡g›U K¬vDW) I‡cb K‡i

mvBbBb Kiæb|
* GKwU wcwWGd dvBj I‡cb Kiæb| G‡ÿ‡Î Tea.pdf bv‡g

GKwU dvBj I‡cb Kiv n‡q‡Q|
* File   Export To  Microsoft Word Word Document

(IqvW© 97-2003 WKz‡g›U) wm‡j± Kiæb hw` A¨vcøvB‡hvM¨ nq|
* Save As PDF w¯Œ‡b Avcbvi dvB‡ji bvg w`b (A_ev GKB

bvg e¨envi Kiæb)|  Gevi IqvW© G·‡Ubkb †e‡Q wbb (IqvW©
2007 †_‡K 2016-Gi WKz‡g‡›Ui Rb¨ .docx) Ges Save-G wK¬K
Kiæb KR
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wPÎ-9 : A¨vemyjyU ev wi‡jwUf Ackb †e‡Q †bqv


