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1

Iw]yq-́-dns‚ A Sn-ÿ m-\XXz-ß ƒ

1.1B apJw

CuA ≤ym-b-Ø n¬ \ΩƒHcpIw]yq-́¿knÃ-Ø ns‚ A Sn-ÿ m\cq]Iev]-

\sb Ipdn-®p≈ A h-tem-I-\-amW vDt±-in-°p-∂-Xv.Fß n-s\-bmW vHcpIw]yq-́¿

knÃ-Ø ns‚ hnhn[ m̀K-ß ƒ Iq́nkwtbm-Pn-∏n-®n-cn-°p-∂-Xv.Hcp{]tXyI

I¿Ø hyw \nd-th-‰m-\mbnG sX√mw {]h¿Ø -\-ß -fmW v\n¿h-ln-t°-≠ Xv.Hcp

{]tXyI I¿Ø hyw \n¿h-ln-°m-\mbnIw]yq-́-dn-te°v\n¿t±-i-ß ƒ Hcp\n› nX

{Ia-Ø n-emW vsImSp-t°-≠-XvF∂v\nß ƒ{i≤n®pImW p-a-t√m.Iw]yq-́-dns‚L S-

I-ß sfc≠ v{]apJ hIp-∏p-I-fmbnXncn-®n-cn-°p-∂p.lm¿Uvsh-bdpw,tkm̂ v‰v

shb-dpw.CuA ≤ym-b-Ø n¬ \Ωƒlm¿Uvshb-dns\Ipdn®pw(Iw-]yq-́¿,tamW n-

‰¿,Iot_m¿Uv,aukv.......)-lm¿Uvshb¿D]-tbm-Kn®v]e{]h¿Ø -\-ß fpw\n¿h-

ln-°p∂ tkm̂ v‰vshb-dns\Ipdn®pwB W vN¿® sNøm≥ t]mIp-∂-Xv.

1.2èy-ß ƒ

CuA ≤ymbw ]q¿Ø n-bm-°p-tºmƒ Xm¶ƒ°v:

• Iw]yq-́¿knÃ-Ø ns‚ A Sn-ÿ m\L S\-sbIpdn®vhnh-cn-°m≥km[n-°pw.

• hnhn[ Xc-Ø n-ep≈ C≥]ṕvD]IcW ß sf Ipdn®pw Hú v]ṕv

D]IcW ß sfIpdn®pw hnh-cn-°p-hm≥km[n°pw

• tkm̂ v‰vshb-dns\ \n¿h-Nn-°p-hm\pw A Xns\ Xcw Xncn-°p-hm\pw km[n-

°pw.

• knÃwtkm̂ v‰vshbdpwB πn-t°-j≥tkm̂ v‰vshbdpwXΩn¬hnth-Nn-°p-

hm\pw km[n-°pw.

• Iw]yq-́¿emwKp-th-Pns\Ipdn®vhnh-cn-°p-hm\pwA Xns\XcwXncn-°p-hm\pw

km[n-°pw.

1.3Iw]yq-́¿F∂m¬ F¥v?

hkvXp-X-Isf(Um-‰)A ¿≤-h-Ø p≈ A dn-hp-I-fm°n(C≥ ¿̂ta-j≥)B °n

am‰p∂ Hcpb{¥sØ Iw]yq-́¿F∂phnfn-°p-∂p.Um‰-bpsSNneDZm-l-c-W -ß ƒ

• hnhn[ hnj-b-ß -fn¬ Xm¶ƒ°vèn-®n-cn-°p∂ am¿°v.

• Hcp¢m nseF√mhn≤ym¿∞ n-I-fp-sSbpw t]cv,hb- v,Xq°wF∂n-h.....
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Iw]yq́-dns\ A XvD]-tbm-Kn®v\n¿h-ln-°m-hp∂ {]h¿Ø -\-ß -fpsS A Sn-ÿ m-\-

Ø nepw \n¿h-ln-°m-hp-∂-Xm-W v.

HcpIw]yq-́-dn\v(i) Um‰kzoI-cn-°mw.(ii)Um‰kq£ n®phbv°mw(tÃm-td-Pv)(iii)

B h-iym-\p-k-cW w Um‰sb ]e{]h¿Ø -\-ß ƒ°pw(t{]m-k-kv)hnt[-b-am-°mw.

(iv) kq£ n®ph®n-cn-°p∂ Um‰sb B h-iym-\p-k-cW w hos≠-Sp-°mw.(v) ê-

ß sfDt±-in-°p∂ coXn-bn¬ {]n‚vsNbvsX-Sp-°mw.

HcpIw]yq-́-dns‚ {][m\khn-ti-j-X-Iƒ A Xns‚ thK-X,IrXy-X,ipjvIm-¥n,

sshhn-≤yX,tiJ-cW tijnF∂n-h-bm-W v.

1.3.1Iw]yq-́-dns‚ L S\

Iw]yq-́-dns‚ L S-\bpsScq] tcJ Nn{Xw1.1¬ sImSp-Ø n-cn-°p-∂p.

Nn{Xw1.1Iw]yq-́-dns‚ L S-\-bpsScq]tcJ.

A Snÿ m\]c-ambnF√mIw]yq-́-dp-IfpwA © v{]apJ {]h¿Ø -\-ß -fmW v(Func-

tions)\n¿∆-ln-°p-∂-Xv.1) ChC≥]p-́n-eqsS Um‰tbm\n¿t±-i-ß tfmkzoI-cn-

°pw.2)ChUm‰sbkq£ n®pshbv°pw.3)ChD]-tbm-Kn-°p∂ B fpsS B h-

iym-\p-k-cW w Um‰sb ]e{]h¿Ø -\-ß ƒ°pw (t{]m-k-kv)hnt[-b-am-°pw.4)

Ch ê-ß sfHúv]ṕns‚ cq]-Ø n¬ \¬Ipw.5)ChIw]yq-́-dns‚ D≈ n¬ \S-

°p∂ F√m{]h¿Ø -\-ß -tfbpw \nb-{¥n°pw.ta¬]-d™ {]h¿Ø n-Isf(Op-

erations)\ap°vH∂vhnh-cn-°mw.

1. C≥]ṕv:CXvIw]yq-́-dns‚knÃ-Ø n-te°vUm‰bpwt{]m{Km-ap-IfpwtN¿°p∂

{]{InbB W v.
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.2. It{≠mƒbqW n‰v(CU):C≥]p-́n-s‚bpwHúv]-ṕn‚bpwt{]mk- n-ß n-s‚bpw

Um‰kq£ n®phbv°p-∂-Xn-s‚bpw (tÃm-td-Pv){]h¿Ø -\-ß ƒ It{≠ mƒ

bqW n‰vF∂ L S-I-Ø ns‚ta¬t\m-́-Ø n-emW v\S-°p-∂-Xv.Um‰Ft∏mƒ

kzoI-cn-°W w,FhnsSkq£ n-°W w,F∂vXocp-am-\n-°p-∂XvCuL SIw

B W v.Iw]yq-́-dns‚ ]Sn]SnB bp≈ F√m{]h¿Ø n-I-fp-sSbpw{]h¿Ø \w

\nb-{¥n-°p-∂XvCuL SIwB W v.

3. saΩdnbqW n‰v:Iw]yq-́¿Um‰bpw\n¿t±-i-ß fpwkq£ n-°m≥saΩdnbqW n‰v

D]-tbm-Kn-°p-∂p.

4. A cn-Ø -sa-‰n°vtemPn°vbqW n‰v(ALU):G F¬bphns‚{]apJ{]h¿Ø \-

ß ƒUm‰mXΩn¬Iq́p-I,Ipd-bv°p-I,KpW n-°p-I,lcn-°p-I,bp‡ n\n¿Æbw

(tem-Pn-°v)Xmc-X-ay-s∏-Sp-Ø pI (Iw-]m-cn-k̈ )F∂n-h-bm-W v.

5. Húv]ṕv:Um‰-bn¬\n∂v{]tbm-P-\-I-c-ambhnh-c-ß ƒ\n¿Ωn°p∂ {]{Inb

B W v. Húv]ṕv.

Iw]yq-́¿knÃ-Ø ns‚G F¬bphns\bpwCUhnt\bpwG Io-Ir-X-ambnsk≥{S¬

s{]mk- nwKvbqW n‰v(CPU)F∂vhnfn-°p-∂p.kn]nbphns\ HcpIw]yq-́-dns‚

Xe-t®m-dmbnD]-an-°mw.

tNmZy-ß ƒ

1. Iw]yq-́-dns‚ A © v{]apJ {]h¿Ø -\-ß ƒ G sX-√mw.?

2. \n¿h-Nn-°pI

(a)ALU (b) CU (c) CPU

3. icnDØ cw Xnc-s™ -Sp-°p-I.

(a) KW nX {]h¿Ø -\-ß fpwbp‡ n\n¿Æ-bhpw(tem-Pn-°v)\n¿h-ln-°p∂

{]h¿Ø -\sØ ..........................................F∂v]d-bp-∂p.

(i) G F¬ bp (ii)FUn-‰nß v (iii) tÃmtdPv (iv) Húv]ṕv

(b) G F¬ bphnt\bpw,CUbphn-t\bpwG Io-Ir-X-ambn.....................F∂v

A dn-b-s∏-Sp∂p.

(i) dmw(RAM)(ii) tdmw(ROM)(iii) kn]nbp(iv) Ch-bn¬ C√.

(c) Um‰-bn¬\n∂v{]#t#m-P-\-I-c-amb hnh-c-ß ƒ \n¿Ωn-°p-∂-{]-{In-bsb

.................-F∂vhnfn-°p-∂p.

(i) Húv]ṕv (ii) C≥]ṕv (iii) t{]mk- nwß v (iv) tÃmtdPv

1.4s]cn-s -̂d¬ D]-I-c-W -ß ƒ

s]cn-s^-d¬ D]-I-cW -ß sfIw]yq-́-dn-te°v]pdsa\n∂v_‘ n-∏n-®n-cn-°p-

∂p.CuD]-I-c-W -ß sfNne\n› nX {]h¿Ø -\-ß ƒ°vth≠ n-bmW vD]-tbm-Kn-

°p-∂-Xv.s]cn-s^-d¬ D]-I-c-W -ß sfXmsg]d-bp∂ hn[-Ø n¬{Iao-I-cn-®n-cn-°p-∂p.

Iw]yq-́-dns‚A Sn-ÿ m-\-XXzß ƒ
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1.C≥]ṕvD]IcW ß ƒ

2.Húv]ṕvD]IcW ß ƒ

3.a‰vs]cn-s^-d¬ D]IcW ß ƒ

Nn{Xw1.2hnhn[ s]cn-s^-d¬ D]-I-c-W -ß ƒ

1.5 C≥]ṕvU nssh-k v

C≥]ṕvU nssh- p-IƒD]-tbm-Kn-°p∂ B fn¬\n∂pwUm‰bpw\n¿t±iß fpw

kzoI-cn-°p-∂p.CXn-\mbnIw]yq-́dn-te°vtbmPn-∏n-®n-cn-°p∂ hnhn[ C≥]ṕv

U nssh-kp-Iƒ Xmsg]d-bp-∂-h-bm-W v.

1.Iot_m¿Uv.

2.aukv

3.sse‰pvs]≥

4.H]v‰n-°¬/am·-‰n°vkvIm\¿

5.S®vkv{Io≥

6.ssat{Im-t̂ m̈

7.{Sm°vt_mƒ

Nn{Xw1.3Iot_m¿Uv

1.5.1Iot_m¿Uv

G ‰hpw kpe-̀-amb C≥]ṕv

U nsshkvB W vIot_m¿Uv.]eXcw

Iot_m¿Up-Iƒ hn]-W n-bn¬ èy-am-W v.

ChXΩn¬ \n m-c-amb cq] kmZriy

hyXym-k-ß tfD≈ q.G ‰hpw IqSp-X¬

D]-tbm-Kn-°-s∏-Sp∂Xv.QWERTY

Iot_m¿UvB W v.
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km[m-cW Iot_m¿UpIfn¬104IoIƒD≠ m-Ipw.IqSp-X¬kpK-a-amb{]h¿Ø -\-

Ø n\vCh-bn¬ I¿k¿IoIfpwIt{≠ mƒIoIfpw\yqsa-dn°vÿ m]n-®n-cn-°p∂p

Nn{Xw1.4aukv

1.5.2aukv

aukvHcpCeIvt{Smsa°m-\n-°¬

b{¥-am-W v.CXns\ Hcpt]mbn‚¿B bńv

D]-tbm-Kn-°p-∂p.sa\pIam‚p-IƒXnc-s™ -

Sp-°p-I,sF°-W p-Iƒ\o°p-I,hn≥tUm-kp-

IsfdosskkvsNøpI t{]m{Km-ap-Isf

Ãm¿́psNøp-I,Hm]vj-\p-Iƒ Xnc-s™ -Sp-

°pIF∂o{]h¿Ø -\-ß ƒaukvD]-tbm-

Kn-®mW v\n¿h-ln-°p-∂-Xv.

aukns‚\o°-ß sfA Xn-\p-≈ n¬ ÿ m]n-®n-cn-°p∂ Hcp_mƒ D]-tbm-Kn®vXncn-

®-dn-bp-∂p.Ct∏mƒ Hm]v‰n-°¬ /tek¿aukp-I-fmW vIqSp-X¬ ImW -s∏-Sp-∂-Xv.

C∂sØ F√mhn≥tUmkvA Sn-ÿ m-\-ambF√mB πn-t°-j-\p-IfpwaukvD]-

tbm-Kn®v{]h¿Ø n-°p-∂-h-bm-W v.Hm¿Ωn-°m≥ _p≤n-ap-́p≈ IotImºn-t\-j-\p-

Iƒ°v]IcwkuI-cy-{]-Z-ambt]mbn‚vB ‚v¢n°vkmt¶-XnIhnZyB W vaukn¬

Dƒs∏-Sp-Ø n-bn-́p-≈-Xv.F¶nepwaukvsIm≠ vF√mIot_m¿Uv{]h¿Ø -\-ß fpw

\n¿h-ln-°m≥km[n°p-I C√.Iam‚vA [n-jvTn-X-amb {]h¿Ø -\-ß ƒ°vaukv

D]-tbm-Kn-°p-∂p.

1.5.3sse‰vs]≥

{]Im-i-Ø m¬ {]Xn-kv]-µn-°p∂

HcpSns‰-Iv‰¿D]-tbm-Kn®vkv{Io\n¬

D≈ hkvXp-°sfXnc-s™ -Sp-°p∂ Hcp

C≥]ṕvUnssh-kmW vsse‰vs]≥.sse‰v

s]-t‚bpw aukn-t‚bpw {]h¿Ø \w

G I-tZiw Hcpt]mseB W v.sse‰vs]≥

D]-tbm-Kn®vkv{Io\n-ep≈ hkvXp-°ƒ°v

t\scNq≠ nA hsb t\cńvXnc-™ -Sp

-°m-hp-∂-Xm-W v. Nn{Xw1.5 sse‰vs]≥

Iw]yq-́-dns‚A Sn-ÿ m-\-XXzß ƒ



6 :: tU‰mF≥{SnHm∏-td-j≥kv

1.5.4H]v‰n-°¬ kvIm\¿

b{¥h-XvI-cn®Um‰tiJ-c-W -Ø n\vChsbD]-

tbm-Kn-°p-∂p.ChD]-tbm-Kn-°p-∂Xphgnam\p-h¬

B bńvIw]yq-́-dn-te°v]I¿∂psImSp-°p-∂XvHgn-hm-

°mw.DZm-l-c-W -Ø n\v̨ _m¿tImU vdoU ¿ Hcp

{]tXyI Xcw CtaPvkvIm\¿B W v.HcpCtaPv

kvIm\¿Nn{X-ß sfCe-Ivt{Sm-W nIvcq]-Ø n-te°v]cn-

m̀-j-s∏-SpØ n,A hsb Iw]yq-́-dns‚ saΩ-dn-bn¬

kq£ n-°p-∂p.Hm]v‰n-°¬ Imc-Iv‰¿ sd°-·n-j≥

(OCR)U nsshkvCtaPvkvIm\-dn\vas‰mcpDZm-l-

cW wB W v.ChD]-tbm-Kn®vkvIm≥ sNbvX Hcp

Nn{XsØ Iw]yq-́-dn-te°v]I¿Ø nb tijw

A hsb sSIvÃvcq]-Ø n¬ B °nIw]yq-́-dn¬

sh®vXs∂ FU n‰vsNøm-hp-∂-Xm-W v.

Nn-{Xw-1.6kvIm\¿

1.5.5 S®vkv{Io≥

Iot_m¿Up-Iƒ°v]IcwCt∏mƒS®vNm\¬ U nkvtπ-IfpwS®v]mUp-Ifpw

èy-am-W v.Chbv°vIw]yq-́¿kv{Io≥A YhtamW n-‰-dn-eqsSC≥]ṕvkzoI-cn-°m≥

km[n-°pw.kv{Io\n¬{]Z¿in-∏n-®n-́p≈ Ce-Ivt{Sm-W nIv_´̈ D]-tbm-Knt®msse‰v

s]≥ D]-tbm-Knt®mChsb {]h¿Ø n-∏n-°m-hp-∂-Xm-W v.

1.5.6 ssat{Im-t̂ m̈

i_vZsØ C≥]p-́m°nam‰m≥Ign-bp∂ HcpC≥]ṕvU nssh-kmW vssat{Im-

t̂ m̈ .Iot_m¿U n-eqsS Um‰\¬Ip-∂-Xns\ A t]-£ n®vthmbnkvIΩyq-W n-

t°-j-\n¬ IqSp-X¬ sX‰p-Iƒhcm-≥km≤y-X-bp-≠v.c≠vXcw ssat{Im-t̂ m-W p-

Iƒ èy-am-W v.

1.sUkv°vtSm]vssat{Im-t̂ m̈ .

2.lm‚vslevUvssat{Im-t̂ m̈

Nn{Xw1.7S®vkv{Io≥ tamW n-‰¿
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Nn{Xw1.8sUkv°vtSm]vssat{Im-t̂ mW pw lm‚vslevUvssat{Im-t̂ m-W pw.

1.5.7{Sm° vt_mƒ

{Sm°vt_mƒ Hcpt]mbn‚nwKvU nssh-km-W v.

CXns\ Hcpaukns\ Xncn-®n-́-XmbńvD]-an-°mw.

t]mbn‚-dns\ \o°m≥ t_mfns\ ssIsIm≠ v

Nen-∏n-®m¬ aXn-bm-Ipw.aukv_ -́W p-Iƒ°v

kam-\-ambnt_mfn\vA cn-In¬ H∂papX¬ aq∂v

_ -́W p-IƒD≠ m-Im-dp-≠v. Nn{Xw1.9{Sm°vt_mƒ

{Sm°vt_mfp-I-fpsSKpW -ta∑Fs¥-∂m¬ Chbv°v{]h¿Ø -\-Ø n\vhfsc

]cn-an-X-amb ÿ ew am{Xw aXn,ImcW w {Sm°vt_mƒ apgp-h-t\msS \oß p-∂n-√.

A h-bnset_mƒam{X-amW v\oß p-∂-Xv.am{X-a-√,Chsbaukns\t]mse]c∂

{]X-e-Ø n¬ hbv°W w F∂pw C√.Cuc≠ vImc-W -ß ƒ sIm≠ v{Sm°vt_mfp-

Iƒ t]m¿́-_nƒ U nssh-kp-I-fn¬ hym]-I-ambnD]-tbm-Kn-°-s∏-Sp-∂p.

1.6Húv]ṕvU nssh-k v

t{]mk vsNbvX Um‰A YhmC≥ ¿̂ta-js\D]-tbm-Kn-°p∂ B ƒA Yhm

bqk¿°vXncnsI \¬Ip∂ b{¥sØ Húv]ṕvU nssh-k vF∂vhnfn-°p-∂p.-

km-[m-cW I≠ phcp∂ NneHúv]ṕvU nssh-k vXmsg]d-bp-∂-h-bm-W v.

1.tamW n-‰¿(hn-jz¬ U nkvtπbqW n-‰v)

2.{]n‚¿

3.tπḿ¿

4.kv]o°¿.

1.6.1tamW n-‰¿

Húv]ṕvU nssh-kp-I-fn¬ G ‰hpw {][m-\-s∏-́XvtamW n-‰¿B W v.bqk¿

Cub{¥-hp-am-bn-́mW vG ‰hpwIqSp-X¬ CS-]-g-Ip-∂-Xv.hoUntbmA Sm-]v‰¿Im¿Upw

tamW n-‰dpw D]-tbm-Kn-®mW vIw]yq-́¿Zriycq]-Ø n¬ hnh-c-ß sf{]Z¿in-∏n-°p-

Iw]yq-́-dns‚A Sn-ÿ m-\-XXzß ƒ
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∂-Xv.

kn]nbphns‚ {]h¿Ø -\-ß -

fm¬ èn-°p∂ hnh-csØ Zriy

cq]-Ø n¬ {]Z¿in-∏n-°m≥

th≠ nhoU ntbmA U m-]v‰-dn-

te°vA b-°p-∂p.tI_nƒ

k¿ho-kn¬ \n∂vèn-°p∂ Hcp

sSen-hn-j≥ Zriy-cq-]-Ø n¬

{]Z¿in-∏n-°p-∂Xv t]mse

hoU ntbmA Um-]v‰¿kn]nbp

hn¬ \n∂vè n® hnh-csØ

tamW n-‰-dn¬ {]Z¿in-∏n-°p-∂p.

c≠pXcw tamW n-‰dpIƒ èy-am-

W v.

Nn{Xw1.10knB ¿ ń,F¬knUntamW n-‰-dp-

Iƒ

1.CRT

2.LCD

ImtXmSvtd‰yq_v(kn.B ¿.́n):HcpsUkv°vt‰m∏vIw]yq-́-dn¬ km[m-c-W -

bmbnI≠ phcp∂ tamW n-‰¿B W vkn.B ¿.́ntamW n-‰¿.ImgvN-bnepw{]h¿Ø -

\-Ø nepwChHcpsSen-hn-j≥kv{Io\n-t\mSvkmZr-iy-ap-≈-h-bm-W v.ChHcphenb

ImtXmSvtd‰yq_vA YhhmIypw Syq_vD]-tbm-Kn-®mW v\n¿Ωn-°p-∂-Xv.

enIznU v{InÃ¬ U nkvtπ (F¬ knU n):Ch v̂fm‰v]m\¬ tamW n-‰¿F∂

t]cnepw A dn-b-s∏-Sp-∂p.ChenIznUv{InÃ¬ U nkvtπ D]-tbm-Kn®vNn{X-ß ƒ

{]Z¿in-∏n-°p-∂p.F¬ knU ntamW n-‰-dp-Iƒ Ct∏mƒ G sd{]Nm-c-Ø n¬ B W v.

tamW n-‰-dp-I-fpsS tbmKyX A f-°m≥ D]-tbm-Kn-°p∂ Hcp{][m\ L SIw A h-

bpsSsdskm-eyq-j≥B W v.an° tamW n-‰-dp-Iƒ°pwNpcp-ß n-bXv800x 600]nIvk¬

sdskm-eyq-j≥D≠ m-Ipw.ap¥nbC\wtamW n-‰-dp-I-fpsSsdskm-eyq-j≥1024x768

A s√-¶n¬1280x1024]nIvk¬hsc-bm-Imw.A Xm-bXvtamW n-‰-dp-IƒIqSnbsdskm-

eyq-j-\nepwIpd™ sdskm-eyq-j-\nepw èy-am-W v.

1.6.2{]n‚¿

Iw]yq-́-dn¬ HcptUmIyp-sa‚v\n¿Ωn-®-Xn\ptijw lm¿UvtIm∏nèn-°m-\mbn

A Xns\{]n‚-dn-te°vA b-bv°p-∂p.Nne{]n‚-dp-IƒIf-dnepwhen-∏-ta-dnbt]∏-

dnepw{]n‚vsNøm-hp-∂-h-bm-W v.km[m-cW I≠ phcp∂ {]n‚-dp-Iƒ Xmsg]d-bp-

∂-h-bm-W v.



:: 9

1.tek¿{]n‚¿

2.C¶vsP‰v{]n‚¿

3.tU ḿvam{‰nIvkv{]n‚¿

4.sse≥ {]n‚¿

tek¿{]n‚¿:{]kn-≤o-I-c-W -ß ƒ°mbnD]-tbm-Kn-

°p∂ IqSnb KpW \ne-hmcw D≈ {]n‚-dp-I-fmW vtek¿

{]n‚-dp-Iƒ.ChhfscthKX IqSn-bXpw Xmc-X-tay\

i_vZwIpd-™ -hbpwB W v.Hmt́m-am-‰n°vt]∏¿temUnwKv

D≈ XvsIm≠ vCh-bpsS D]-tbmKwhfsckpJaw B W v.

am{X-a-√,C¶vdn∫¨ C√m-Ø Xpaqew t]∏-dn¬ C¶n¬

\n∂pA gp°v]nSn-°p-Ibpw C√.thK-ta-dnb tek¿

{]n‚-dp-Iƒ°van\n-́n¬ 200t]Pvhscªm°vB ‚vssh‰nepwan\n-́n¬ 100t]Pp

hscIf-dnepw{]n‚vsNøm≥ Ign-hp-≈-h-bm-W v.

C¶vsP‰v{]n‚¿

G I-tZiw 64sNdnbkpjn-c-ß -fn-eqsS

t]∏-dn-te°vC¶vt\cńvkvt{] sNbvXn-́mW v

C¶vsP‰v{]n‚-dp-Iƒ Nn{Xw D≠ m-°p-∂-Xv.

tek¿ {]nt‚mfw KpW -\n-e-hmcw D≈

{]n‚p-Iƒ A s√-¶nepw km[m-cW B h-iy

-ß ƒ°vCh[mcmfw aXn-bm-Ipw.tek¿

{]n‚-dp-I-fpsS A {Xbpw thKX Cs√-¶nepw C¶vsP‰v{]n‚-dp-Iƒ-A -hsb t]mse

Xs∂ \ni-_vZhpwkuI-cy-{]-ZhpwB W v.C¶vsP‰v{]n‚-dp-Iƒ tU ḿvam{‰nIvkv

{]n‚-dp-I-tf-°mƒhneIqSn-bhB sW -¶nepwA hbv°vtek¿{]n‚-dp-I-fpsS]IpXn

hneam{XtaB Iq.

tU ḿvam{‰nIvkv{]n‚¿

HcpIme-L -́-Ø n¬ ChG sdG sd{]Nmcw

D≈hB bn-cp-∂p.ChG sdsshhn≤yw D≈-hbpw

B Zm-b-I-chpwB b HcpHúv]ṕvU nsshkvB W v.

tU ḿvam{‰nIvkv{]n‚-dp-I-fn¬ Hcp{]n‚vsl U v

C¶vdn_-W n-eqsS]Xn-°p-∂p.Cß s\]Xn-°p-tºmƒ

t]∏-dn¬ _nµp-°ƒ (tUm-́vkv)]Xn-bp-∂p.Hcp-]mSv

_nµp-°ƒ tN¿∂ HcpNn{Xw Cß s\hc-s®-Sp-°m≥

Nn{Xw 1.11

tek¿{]n‚¿

Nn{Xw1.12

C¶vsP‰v{]n‚¿

Nn{Xw1.13

tU ḿvam{‰nIvkv{]n‚¿

Iw]yq-́-dns‚A Sn-ÿ m-\-XXzß ƒ
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km[n-°pw.CXn-\m¬ Chsb tU ḿvam{‰nIvkv{]n‚¿ F∂vhnfn-°p-∂p.Ch-bpsS

thKX Imc-Ivt‰gvkvs]¿sk°‚v(CPS)emW vA f-°p-∂-Xv.Ch°vXmc-X-tay\

hneIpdhvB sW -¶nepw Chi_vZw IqSn-bXpw KpW -\n-e-hm-chpw thK-Xbpw

Ipd-™ -hbpwB W v.

sse≥ {]n‚¿

sse≥ {]n‚-dp-Isfhenb Iw]yq-́¿knÃ-

ß -fn¬ sSIvÃvA [n-jvTn-X-ambUm‰mt{]mk- nwKv

dnt∏m¿́p-Iƒ°mW vD]-tbm-Kn-°p-∂-Xv.Ch100̨ 3800

sse≥ hscan\ńn¬ {]n‚vsNøm≥ Ign-hp≈

A XnthK {]n‚-dp-I-fmW v.]≠ vIme-ß -fn¬

Ch-bpsS{]n‚p-IƒKpW -ta∑ C√m-Ø hB bn-cp-∂p.

F∂m¬ kmt¶-XnI hnZy-bn-ep≈ am‰-ß -ƒ ImcW w

Ch-bpsS{]n‚ns‚KpW -ta∑h¿≤n-®n-́p-≠v.Ch-bpsS

hnee£ -ß ƒ°vapI-fn¬ B W v.

1.6.3tπḿ¿

Ch{]n‚-dp-I-tf-t∏mset]∏-dn¬ Nn{X-ß ƒ \n¿Ωn-°m≥ D]-tbm-Kn-°p-∂p.-

Hcp{]tXyI Xcw Húv]ṕvU nsshkvB W vCh.hfschep-∏-ta-dnb Nn{X-ß ƒ

(sI-́n-S-Ø ns‚ πm\p-Iƒ,b{¥-ß -fpsS ªq{]n‚p-Iƒ F∂n-h)\n¿Ωn-°m≥ Ch

D]-tbm-Kn-°p-∂p.{]n‚¿D]-tbm-Kn-°p∂ t]m¿́n-te°vXs∂ A hsbL Sn-∏n-°mw.

Hcp¢n]vdm° n¬ hnhn[ \nd-Ø n-ep≈ t]\-Ifpw Hcptdmt_m-́n° v

ssIt]msebp≈ D]-I-c-W hpwCXns‚L S-I-ß -fm-W v.tπḿ-dn\vIw]yq-́-dn¬\n∂v

\ndhpwhc-t°≠ hc-bpsSXpS-°hpwA h-km-\hpw\n¿Æ-bn-°p∂ hnh-c-ß -fmW v

èn-°p-∂-Xv.Cuhnh-csØ B kv]-Z-am°ntπḿ¿DNn-X-amb \nd-Ø n-ep≈ t]\

ssIbn-eqsS FSpØ vhc-bpsS XpS-°-Ø n¬ t]∏-dn¬ aṕn®vhc-bpsS A h-km\w

hschc-bv°p-∂p.hfscsNdnbt\¿hc-IƒIq́ntbmPn-∏n-®mW vChhrØ m-Ir-

Xn-bn-ep≈ t\¿hc-Iƒ \n¿Ωn-°p-∂-Xv.

Chkm[m-cW B bnc≠ vU nssk-\p-I-fn¬ ImW -s∏-Sp-∂p.

1)̂ vfm‰vs_Uv:Chhen∏wIpd™ t]∏-dp-Iƒam{XwD]-tbm-Kn-°p-∂-h-bmW v.

2){U w :Cht]∏¿Npcp-fp-Iƒ D]-tbm-Kn-°p∂ hen∏w G dnb tπḿ¿B W v.

Nn{Xw1.14

sse≥ {]n‚¿

Nn{Xw1.15 v̂fm‰vs_Uv,{Sw tπḿ¿
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1.6.4kv]o° ¿

kv]o°¿as‰m-cn\w Húv]ṕvU nsshkv

B W v.ChD]-tbm-Kn®v]ḿv,kwkmcwF∂o

i_vZXcw-K-ß ƒ {ihn-°p-hm≥km[n°pw.

Nn{Xw1.16kv]o°¿

tNmZy-ß ƒ.

4.icntbmsXt‰mFs∂-gp-Xp-I.

(a) aukvHcpHúv]ṕvU nsshkvB W v.

(b) HmknB ¿(OCR)F∂m¬ Hm]v‰n-°¬ I≠ ‚vdoU¿F∂m-W v.

(c) t\ḿv_p°vIw]yq-́-dp-I-fn¬F¬knUntamW n-‰-dp-I-fmW vD]-tbm-Kn-°p-∂-Xv.

(d) tU ḿvam{‰nIvkv{]n‚-dp-I-fpsS thKX Imc-t‰gvkvs]¿sk°‚n¬ (CPS)

B W vA f-°p-∂-Xv.

(e) tπḿ-dp-IƒsI ń-S-Ø ns‚πm\p-Iƒ,b{¥-ß -fpsSªq{]n‚p-IƒF∂oKpW -

ta∑ G dnb Nn{X-ß ƒ hc-bv°m≥ D]-tbm-Kn-°p-∂p.

1.7Iw]yq-́-dns‚ saΩdnknÃw.

Iw]yq-́-dn\vc≠ vXcw saΩdnD≠ v̨ ss{]adnsaΩ-dnbpw sk°‚dnsaΩ-

dnbpw.ss{]adnsaΩdnHcpIw]yq-́-dns‚A hǹmPyL S-I-am-W v.t{]mk- nwKvbqW n‰v

CXns\ t\cńvkao-]n-°p-∂p.dmw (RAM)ss{]adnsaΩ-dn°vHcpDZm-l-cW w

B W v.Iw]yq-́¿kzn®vHm̂ vsNbvXm¬ ss{]adnsaΩ-dn-bn¬ kq£ n-®n-cn-°p∂

hnh-c-ß ƒ\jvS-s∏-Sp-∂p.sk°‚dnsaΩdn(knU ntdmw,s]≥ss{UhvF∂n-h)

sb A t]-£ n®vss{]adnsaΩ-dn°vthKX hfscIqSp-X¬ B W v.

1.8tkm̂ v‰vshb¿.

Iw]yq-́-dn\vX\nsb {]h¿Ø n-°m≥ km[n-°pI C√ F∂v\nß ƒ°vA dn-

bm-a-t√m.D]-tbm-Kn-°p∂ B ƒ (bq-k¿)B W vF¥vsNø-W -sa∂pw Ft∏mƒ

sNø-W -sa∂pw,Fß ns\ sNø-W -sa∂pw Iw]yq-́-dn\v\n¿t±-i-ß ƒ \¬Ip-∂-Xv.

G sX-¶nepw HcpIrXyw \n¿h-ln-°p-∂-Xn-\mbnIw]yq-́-dn\v\n¿±njvS {Ia-Ø n¬

\n¿t±-i-ß ƒ \¬tI-≠-Xm-W v.\n¿t±-i-ß -fpsS CuirwL -esb t{]m{Kmw (Pro-

gram)F∂vhnfn-°-p-∂p.HcpIq́w {]h¿Ø -\-ß sf\n¿±njvS {Ia-Ø n¬ lm¿Uv

shb-dn-s\-s°m≠ vsNøn-°p∂ HcpIq́w t{]m{Km-ap-Isftkm̂ v‰vshb¿F∂v

hnfn-°p-∂p.Nn{Xw 1.17¬ ImW n-®n-cn-°p-∂Xpt]msetkm̂ v‰vshb-dns\ Xcw

Xncn-®n-cn-°p-∂p.

Iw]yq-́-dns‚A Sn-ÿ m-\-XXzß ƒ
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1.8.1knÃw tkm̂ v‰vshb¿

HcpIw]yq-́-dns\kzn®vHm̈ sNøp-tºmƒA Xns‚tdman¬ (ROM)kq£ n-

®n-cn-°p∂ t{]m{Km-ap-Iƒ \n¿h-ln-°-s∏-Sp-∂p.ChIw]yq-́-dns‚ hnhn[ bqW n-‰p-

Isf{]h¿Ø \k÷wB °p-∂p.CuIq́wt{]m{Km-ap-IsfknÃwtkm̂ v‰vshb¿

F∂phnfn-°p-∂p.Iw]yq-́-dns‚icn-bmb{]h¿Ø -\-Ø n\pwIw]yq-́¿knÃ-Ø ns‚

hnhn[ {]h¿Ø -\-ß sf\nb-{¥n-°p-hm\pw,]eD]m[nIsfssIImcyw sNøp-

hm\pw D≈ t{]m{Km-ap-I-fpsS HcpIq́sØ B W vknÃw tkm̂ v‰vshb¿F∂p

hnfn-°p-∂-Xv.Hm∏-td-‰nwKvknÃw(OSv)CXn\vHcpDZm-l-cW w B W v.

Hm.F vXmsgsImSp-Ø n-cn-°p∂ {]h¿Ø n-Iƒ \n¿h-ln-°p∂ HcpknÃw

tkm̂ v‰vshb¿B W v.

1. D]-tbm-Kn-°p∂ B ƒ(user)°vIw]yq-́-dp-ambnB ibhn\n-abw\S-

Ø m-\p≈ C‚¿t̂ kv(interface) Hcp-°p-∂p.

2. lm¿Uvshb¿Unssh-kp-Isf(UnkvIvss{Uhv,Iot_m¿Uv,tamW n-‰¿

F∂n-h)ssIImcyw sNøp-∂p.

3. File knÃsØ ssIssIcyw sNøp-∂p.

4. B πn-t°-j≥t{]m{Km-ap-Isf]n≥Xm-ß p-∂p.

bpW n-Ivkv,hn≥tUm-kv,en\IvkvF∂nhNne{]apJ Hm∏-td-‰nwKvknÃ-ap-I-fm-W v.

HcpIw]yq-́¿D]-tbm-Kn-°p-hm-\p≈ an° kwhn-[m-\-ß fpwHcpvOS \¬Ip-∂p-s≠-

nepwF√m{]h¿Ø \ß fpwHmF vsIm≠ vkm≤y-a-√.CuImc-W -Ø m¬ bq́n-en-

‰okv(Utilities)F∂ as‰mcphǹmKwtkm̂ v‰vshb¿\n¿Ωn-°-s∏-́p.HcpOS s‚

{]h¿Ø -\-ß -tfbpw D]-tbm-Kn-°p∂ B fns‚ B h-iy-ß -tfbpw G tIm-]n-∏n-°m≥

Chklm-bn-°p-∂p.B ‚nsshd-kv,kn∏v(zip)tkm̂ v‰vshb¿F∂nhbq́n-en-‰o-

kn\vDZm-l-cW w B W v.

1.8.2B πn-t°-j≥ tkm̂ v‰vshb¿.

Nn{Xw1.17hnhn[Xcwtkm̂ v‰vshb¿
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{]tXyIB h-iy-ß ƒ°vB bnFgp-Xn-bn-́p≈ HcpIq́wt{]m{Km-ap-IsfB W v

B πn-t°-j≥ tkm̂ v‰vshb¿F∂vhnfn-°p-∂-Xv.

DZm:Hcphmb-\-im-e-bpsS{]h¿Ø -\-ß sfG tIm-]n-∏n-°p∂ B πn-t°-j≥]mt°-

Pns\ sse{_dnC≥t̂ m¿ta-j≥knÃwF∂vhnfn-°p-∂p.CXvD]-tbm-Kn®vHcp

hmb-\-im-e-bnsehnhn[ {]h¿Ø -\-ß ƒ (]p-kvXI hnhcw kq£ n-°p-I,hmb-\-

°m-cpsS hnh-c-ß ƒ kq£ n-°p-I,-]p-kvXI hnX-cW hnh-c-ß ƒ kq£ n-°p-I)

\n¿h-ln-°p-hm≥km[n-°pw.A Xvt]msehn≤ym¿∞ n-I-fpsShnh-c-ß ƒkq£ n®v

shbv°p-hm\pw A h-cpsS ¢mkv,Unhn-j≥,]co£ m ê-ß ƒ,c£ -I¿Ø m-hns‚

t]cv,ta¬hn-emkw F∂ohnh-c-ß ƒ kq£ n-°p∂ B πn-t°-j≥ ]mt°-Pns\

ÃpU‚vC≥t̂ m¿ta-j≥knÃwF∂vhnfn-°p-∂p.

B πn-t°-j≥ tkm̂ vs-hb-dns\ c≠ mbnXcw-Xn-cn-°mw.

1.P\-d-ssekvUv]mt°-Pv.(Generalised Package)

2.IÃ-ssakvUv]mt°-Pv.(Customised Package)

P\-d-ssekvUv]mt°-Pv:ChD]-t̀m-‡ m-hn\vhfscA \m-bmkw D]-tbm-Kn-°m-

hp∂ tkm̂ v‰vshb-dp-I-fm-W v.tUmIyp-sa‚v\n¿Ωn-°p-I,Nn{X-ß ƒ hc-bv°p-I,

{]k-t‚-j≥ \n¿Ωn-°p-I,F∂os]mXp-hm-bn-́p≈ {]h¿Ø -\-ß ƒ°vB W vCh

D]-tbm-Kn-°p-∂-Xv.

NneP\-d-ssekvUv]mt°-Pp-Iƒ XmsgsImSp-Ø n-cn-°p-∂p.

1.th¿Uvt{]m-k- nwKvtkm̂ v‰vshb¿

(a) th¿Uvs]¿s Îv‰v

(b) FwFkvth¿Uv

(c) Hm∏̈ Hm̂ okvssd‰¿

2.kv{]Uvjo‰v

(a) teḿkvkvam¿́vkyq́v

(b) FwFkvFIvk¬

(c) Hm∏̈ Hm̂ okvIm¬°v

(d) B ∏nƒ \tº-gvkv.

3.{]k-t‚-j≥kv

(a) Fw-Fkv]h¿t]mbn‚v

(b) Hm∏̈ Hm̂ okvCw{] v

4.Um‰mt_kvamt\-Pvsa‚vknÃw

(a) FwFkvB Ivsk v

(b) Hm∏̈ Hm̂ okv

(c) Hdm-°nƒ

(d) FkvIypF¬ sk¿h¿

5.{Km̂ nIvkv‰qƒkv

Iw]yq-́-dns‚A Sn-ÿ m-\-XXzß ƒ
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(a) s]bn‚vtjm∏v

(b) t̂ mt́ mtjm∏v

IÃ-ssakvUv]mt°-Pp-Iƒ.

HcpkwL -S-\-bpsSB h-iy-ß ƒ]q¿Ø o-I-cn-°m≥th≠ n\n¿Ωn-°p∂ B πn-

t°-j-\ns\IÃ-ssakvUv]mt°PvF∂vhnfn-°p-∂p.

1.hn≤ym¿∞ n-I-fpsS hnh-c-ß ƒ Dƒs°m-≈ n-°m-\p≈ ]mt°-Pv.

2.iºfhnh-c-]m-t°Pv

3.hn‰vhchvhnh-c-ß ƒ Dƒs°m-≈ n-°m-\p≈ ]mt°-Pp-Iƒ

Cu]mt°-Pp-Iƒ ssl se-h¬ Iw]yq-́¿emwKp-thPvD]-tbm-Kn®v\n¿Ωn-°p-∂p.

1.9Iw]yq-́¿emwKp-thPv(Computer Langugage)

B ibhn\n-a-b-Ø n-\p≈ Hcpam¿§-amW vemwKp-th-Pv.a\p-jy¿XΩn¬emwKp-

th-Pn-eq-sS-bmW vB ib hn\n-abw \S-Ø p-∂Xv.CtX coXn-bn¬ Iw]yq-́-dp-am-bn-

ṕ≈ B ibhn\n-a-b-Ø n\vIw]yq-́¿emwKpthPvD]-tbm-Kn-°p-∂p.Iw]yq-́-dn\pw

D]-tbm-Kn-°p∂ B fn\pw Hcpt]msea\- n-em-Ip∂ m̀j-bmW vCh.Cw•o-jv,

lnµnF∂o m̀j-Iƒ°vhymI-cW \nb-a-ß ƒ D≠ v.Chsb kn‚mIvkv(\nb-a-

ß ƒ)F∂phnfn-°p-∂p.D]-tbm-Kn-°p∂ B ƒ Cu\nb-a-ß ƒ ]men®psIm≠ v

thW w B ibhn\n-abw \S-Ø m≥.

Iw]yq-́¿emwKp-th-Pp-IsfXmsgsImSp-Ø n-cn-°p-∂Xvt]mseXcw Xncn-®n-cn-°p-

∂p.

1.temseh¬ emwKp-thPv(Low Level Langugage)

Chsajo≥ A Sn-ÿ m-\-ambn\n¿Ωn-®hB W v.

DZm-l-c-W -Ø n\v,

a) sajo≥ emwKp-thPv:Iw]yq-́-dn\vt\cńva\- n-em-°m-hp∂ m̀j B W vCXv.

]qPyhpw(0),H∂pw(1),A Xm-bXvss_\dnA °-ß ƒ D]-tbm-Kn®v\n¿Ωn-®n-́p-≈-

XmW vCuemwKp-th-Pv.Ch]Tn-°m≥ hfsc_p≤n-ap-́p-≈-hbpw Fgp-Xm≥ A Xn-

tesd_p≤n-ap-́p-≈-hbpwB W v.

b) A  wªnemwKp-thPv:CuemwKp-thPn¬ 1’s, 0’s ]Icw {]Xo-Im-fl-I-amb

tImUp-Iƒ(\n-tam-W n-Ivkv)B W vD]-tbm-Kn-®n-cn-°p-∂-Xv.A XpImcW wCuemwKp-

thPva\- n-em-°m≥Ffp-∏-am-W v.t{]m{Km-ans‚L S\sa®-s∏-Sp-Ø p-hm-\p≈ B Zy

]SnB W n-Xv.A kw•nemwKp-thPvt{]m{Km-anwKvsajo≥ emwKp-thPvt{]m{Km-anw-

Kns\°mepwFfp-∏hpwkabem̀hpw D≈ Xpw B W v.Ch-sX‰p-Iƒ I≠ p]nSn-

°m\pwXncp-Ø p-hm\pwIqSp-X¬Ffp∏wB W v.Chsajo≥B {in-X-am-W v.t{]m{Kmw

sNøp∂ B fn\vt{]m{Kmwd̈ sNøm≥Dt±-in-°p∂ sajo-\ns\Ipdn®v\√A dnhv

D≠ m-bn-cn-°-W w.
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2.ssl seh¬ emwKp-th-Pv(High Level Langugage)

sajo≥ B {in-X-am-b-Xn-\m¬ temseh¬ emwKp-th-Pn¬ t{]m{Kmw Fgp-

Xm≥ lm¿Uvshb-dns\Ipdn®v\√]cn-⁄ m\w D≠ m-tI-≠-Xm-W v.Cu]cm-[o-\-

X-Iƒamdn-°-S-°m≥Cw•o-jn-t\mSvkmay-ap-≈ Xpwa\- n-em-°m≥Ffp∏wD≈ Xpw

B b ssl seh¬ emwKp-th-Pp-Iƒ \n¿Ωn-°-s∏́ p.Chsajo≥ B {inXw A √m-

Ø -Xn-\m¬ hfsckuI-cy-{]-Zhpwkc-fhpwB W v.Nnessl seh¬ emwKp-th-Pp-

Iƒ XmsgsImSp-Ø n-cn-°p-∂p.

1.t_kn°v(Basic)(_n-Kn-t∂gvkvHmƒ]¿∏kvkntºm-fn°vC≥{-S£ ≥tImUv)

:Chhfsc{]Nmcw G dn-bXpw s]mXp-hmb B h-iy-ß ƒ°vD]-tbm-Kn-®n-cp∂

emwKp-thPvB W v.ap≥Ime-ß -fn¬ Chssat{ImIw]yq-́-dp-I-fn¬ B W vIqSp-X¬

D]-tbm-Kn-®n-cp-∂-Xv.

2.tImt_mƒ(COBOL)(tIm-Ω¨ _nkn-\ vHmdn-b‚UvemwKp-th-Pv):hmW nPy

B h-iy-ß ƒ°v[mcm-f-ambnD]-tbm-Kn-®n-cp∂ emwKp-thPvB W n-Xv.

3.t̂ m¿{Sm≥ (FORTRAN)(t̂ m¿apem{Sm≥kn-te-j≥):KW nX imkv{Xo-b]-

c-amb B h-iy-ß ƒ°vD]-tbm-Kn-°p∂ emwKp-th-Pm-W n-Xv.imkv{Xob temIsØ

G ‰hpw {]Nmcw G dnbemwKp-th-Pm-W n-Xv.

4.C :s]mXpB h-iy-ß ƒ°mbnD]-tbm-Kn-°p∂ Hcp{L S\]cambt{]m{Km-anwKv

emwKp-thPvB W n-Xv.imkv{Xo-b,hmW n-Py-]-c-ambB πn-t°-j-\p-Iƒ sKbn-ap-Iƒ

F∂n-hbv°vCuemwKp-thPvD]-tbm-Kn-°p-∂p.

5.kn++(C + +):s]mXpB h-iy-ß ƒ°mbnD]-tbm-Kn-°p∂ {]NmcwG dnbHcp

Hm_vPIv‰vHmdn-b‚Uvt{]m{Km-anwKvemwKp-thPvB W n-Xv.

1.10Iwss]-edpw A kw-ª-dpw (Compiler & Assembler)

ssl seh¬ emwKp-th-Pp-Iƒ sajo≥B {inXwA √.A kwªnemwKp-th-Pp-

Iƒ sajo≥ B {inXw F¶nepw A h-bn¬ D]-tbm-Kn-°p∂ \ntam-W nIvkvsajo-

\n\vt\cńva\- n-em-°m≥km[n-°pI√.A Xn-\m¬ Iwss]-edpwA kw-ªdpwD]-

tbm-Kn®vCuemwKp-th-Pp-I-fn¬Fgp-Xn-bn-cn-°p∂ \n¿t±-i-ß sfsajo≥emwKp-th-

Pn-te°vX¿÷asNøp-∂p.ssl seh¬emwKp-th-Pn¬ Fgp-Xn-bn-cn-°p∂ t{]m{Km-

ans\ sajo≥emwKp-thPn-te°v]cn-̀m-j-s∏-Sp-Ø p∂ tkm̂ v‰vshb-dmW vIwss]-

e¿..t{]m{Km-Ω¿ssl seh¬ emwKp-th-Pn¬ Fgp-Xp∂ t{]m{Km-ans\ tkmgvkv

t{]m{Km-sa∂pw (source code)Iwss]-e¿Chsb ]cn-̀m-j-s∏-Sp-Ø n-b-Xn\ptij-

ap≈ t{]m{Km-ans\H_vPIv‰vt{]m{Km-sa∂pw(object program) hnfn-°p-∂p.

Iw]yq-́-dns‚A Sn-ÿ m-\-XXzß ƒ
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Nn{Xw1.18Iwss]-e¿

A kwªnemwKp-th-Pn¬ Fgp-Xnb Hcpt{]m{Km-ans\ sajo≥ emwKp-th-Pnte°v

]cn-̀m-j-s∏-Sp-Ø p∂ tkm̂ v‰vshb-dns\ A kw-ª¿F∂vhnfn-°p-∂p.

Nn{Xw1.19A kw-ª¿

tNmZy-ß ƒ

5.icntbmsXt‰mFs∂-gp-Xp-I.

(a) Hm∏-td-‰nwKvknÃw HcpB πn-t°-j≥ tkm̂ v‰vshb¿B W v.

(b) t{]m{KmwFgp-Xm≥ ssl seh¬ emwKp-th-Pp-I-fmW vtemseh¬ emwKp-th-

Pp-I-sf-°mƒkuI-cy-{]-Zw.

(c) KW n-Xhpw imkv{Xo-bhpw B b B h-iy-ß ƒ°vt̂ m{́m≥ F∂ Iw]yq-́¿

emwKp-thPvD]-tbm-Kn-°p-∂p.

(d) “C” HcpH_vPIv‰vHmdn-b‚Uvt{]m{Km-anwKvemwKp-thPvB W v.

(e) Iwss]-e¿ssl se-h¬ emwKp-th-Pp-Isfsajo≥emwKp-th-Pn-te°v]cn-̀m-

j-s∏-Sp-Ø p-∂p.

A ≤ymbw Npcp-°-Ø n¬

Iot_m¿Uv,aukv,tamW n-‰¿F∂os]cn-s^-d¬ U nsshkp-I-tfmSvkwtbm-

Pn-∏n-°p-tºm-gmW vHcpIw]yq-́¿D]-tbm-K-{]ZwB Ip-∂Xv.CuA ≤ym-b-Ø n¬ Hcp

Iw]yq-́¿knÃØ ns‚ s]cn-s^-d¬ U nssh-kp-IsfIpdn®v\Ωƒ N¿® sNbvXp.

tkm̂ v‰vshb-dns‚ kl m-b-an-√msX l m¿U vshb¿ sIm≠ pam{Xw Hcp

{]h¿Ø nbpw km≤y-a√ F∂v\nß ƒ ]Tn-®p.A XvsIm≠ vtkm̂ v‰vshb-dns\

Ipdn®pw tkm̂ v‰vshb¿\n¿Ωn-°m≥ D]-tbm-Kn-°p∂ Iw]yq-́¿emwKp-th-Pp-Isf

Ipdn®pwCuA ≤ym-b-Ø n¬ hni-Zo-I-cn-®p.

1.12apJytNmZy-ß ƒ

1. Iw]yq-́¿F∂m¬ F¥v?Hcptªm°vUb-{K-Ø ns‚ klm-b-tØ msS Hcp

Iw]yq-́¿knÃ-Ø ns‚ X\-Xmb L S\ hnh-cn-°p-I.hnhn[ L S-\-I-fpsS

{]h¿Ø -\sØ ]‰nhnh-cn-°p-I.
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2. C≥]ṕvU nsshkvF∂m¬ F¥v?hnhn[ C\w C≥]ṕvU nssh-kp-Isf

Ipdn®vhnh-cn-°p-I.

3 CRT, LCD F∂otamW n-‰-dp-IsfIpdn®vhnh-cn-°p-I.]

4. tkm̂ v‰vshb-¿F∂m¬ F¥v?HcpNn{X-Ø ns‚ klm-b-Ø m¬ hnhn[

Xcw tkm̂ v‰vshb-dp-IsfIpdn®vhnh-cn-°p-I.

5. knÃwtkm̂ v‰vshbdpwB πn-t°-j≥tkm̂ v‰vshbdpwXΩn-ep≈ hyXym-

kß ƒ Fs¥√mw ?

6. eL pteJ\wFgp-Xp-I.

(a) tek¿{]n‚¿

(b) ssl seh¬ emwKp-thPv

(c) Iwss]-e¿

(d) tπḿ¿

7. Iw]yq-́¿emwKp-thPpw A Xns‚ hnhn[ C\-ß sfIpdn®pw HcpteJ\w

Xøm-dm-°p-I.

1.13DØ -c-ß ƒ

1.HcpIw]yq-́-dns‚A © v{]apJ {]h¿Ø -\-ß ƒB W v̨C≥]p-́v,tÃmtd-Pv,

t{]mk- nw-Kv,Húv]ṕv,It{≠ mƒ.

2.(ALU)G F¬ bp:A cn-Ø -sa-‰n°vtemPn°vbqW n-‰v.

(CU)knbp:It{≠ mƒ bqW n-‰v.

(CPU)kn]nbp:sk‚-{S¬ t{]mk- nwKvbqW n-‰v.

3.a(i), b(iii), c(i)

4.(a) sX‰v

(b) sX‰v

(c) icn

(d) icn

(e) icn.

5.(a) sX‰v

(b) icn

(c) icn

(d) sX‰v

(e) icn.

Iw]yq-́-dns‚A Sn-ÿ m-\-XXzß ƒ
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2

Hm∏-td-‰nß vknÃw

2.1B apJw

C∂vHm∏-td-‰nß vknÃw{Km̂ n-°¬ bqk¿C‚¿t̂ kvB bn-́mW vD]-tbm-

Kn-°p-∂-Xv.ChnsS \nß ƒ°vIam‚p-Iƒ H∂pw a\-]m-T-am-t°≠ B hiyw C√.

CuIam‚p-Iƒ HmtcmsF°-W p-Iƒ B bn-́mW vtamW n-‰-dn¬ ImW -s∏-Sp-∂-Xv.

Ct∏mƒ \ne-hn-ep-ffG ‰hpw {]Nm-c-ta-dnb Hm∏-td-‰nwKvknÃw B W vhnt‚m-kv.

hnt‚mkvHm∏-td-‰nß vknÃw hnhn[ L -́ß -fn-embnhnt‚mkv95,hnt‚mkv98,

hnt‚mkv2000F∂n-ß -s\-bmW vcq]-s∏-́p-h-∂n-́p-f-f-Xv.km[m-c-W -bmbnD]-tbm-Kn-

°p-∂-Xvhnt‚mkvFIvk.]n,hnt‚mkvhnÃ,hnt‚mkv--7F∂n-h-bmW v.hnt‚mkv

FIvkv]nbpsSKpW -K-W -ß sfIpdn-®mW vCuA ≤ym-b-Ø n¬\Ωƒ]Tn-°p-∂-Xv.

2.2e£ y-ß ƒ

CuA ≤ym-b-Ø n\vtijw\nß ƒ°vsNøm≥ Ign-bp∂ Imcy-ß ƒ:

• hnt‚mkvFIvkv]nbpsS Kp-W -ß ƒ hnh-cn-°pI

• hyXy-kvX-ambsF°-W p-IsfIpdn®pwA Xns‚ KpW -ß sfIpdn®pw

hnh-cn-°p-I.

• b̂¬ amt\-Pvsa‚vFß -s\-bmW v\n¿∆N-n-°p-I.

Fig . 2.1
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2.3hnt‚mkvXP

2.3.1.temKnwKvHm̈

HcpIºyq-́¿Xpd-∂p-h-cp-tºmƒhnt‚mkvFIvkv]nB W vXpS-ß p-∂-Xv..Iºyq-

¿́Hcps\‰vh¿°ns‚ m̀Kw F¶n¬ hnt‚m-kn-tet°ms\‰vh¿°n-tet°mDff

temKvC≥hnt‚mB bn-cn°pwImW p-I.temKvHm̈ sNøp-∂-Xn-\mbnXmsg]d-bp-

∂XvsNøp-I.

1.]mkvth¿UvFgp-Xp-I.(]mkvth¿UvD]-tbm-Kn-®ńpffXmsW -¶n¬)

2.G sX-¶nepw HcpIobntemF‚¿Io-bntem¢n°vsNøp-I.

Fig . 2.2

2.4.XP UkvIvtSm∏vL S-I-ß ƒ

Start Menu:Ãm¿́-sa\phn¬¢n°vsNøp-tºmƒ,hn≥tUm-kn¬ èy-ambF√mkuI-

cy-ß fpwkv{Io\ns‚ sa\p-hn¬ {]Xy-£ -s∏-Spw.

Fig . 2.3

Hm∏td‰nß v-kn-kv-‰w-
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SmkvIv U nkv{In-]v£ ≥

All Programs bqk¿°vXpS-ß p-hm≥A s√-¶n¬ D]-tbm-Kn-°p-hm≥

Ign-bp∂cnXnbn¬Iºyq-́-dn¬ Dfft{]m{KmapI-fpsS

enÃvImW n-°p-∂p.

My documents Ct∏m-gp-ffbqk-dns‚tUmIyp-sa‚venÃvImW n-°p-

∂p.

My Recent Documentsv Ct∏m-gp-ffbqk-dns‚ A SpØ vD]-tbm-Kn-®n-́p-ff

tUmIyp-sa‚venÃvImW n-°p-∂p.

My Picture Ct∏m-gp-ffbqk¿D]-tbm-Kn-°p-∂p.]nIv®¿/t̂ mt́m-

kns‚ enÃvImW n-°p-∂p.

My Music Ct∏m-gp-ffbqk¿D]-tbm-Kn-°p∂ ]ḿp-I-fpsSenÃv

ImW n-°p-∂p.

D]-tbm-Kn-®n-cn-°p∂ tkm̂ v‰vshb-dp-I-fp-tSbpw

tIm̈ n̂-K-td-j≥bq́n-en‰nevÃvImW n-°p-∂p.

Printers & Faxes Iºyq-́-dn¬ D]-tbm-Kn-®n-cn-°p∂ {]n‚p-I-fp-tSbpw

m̂Ivkp-I-fp-tSbpwenÃvImW n°p-∂p.

Help & Support hn≥tUm-kn¬ HmtcmtPmen-IfpwFß s\ sNømw

F∂v]d™ pXcp-∂p.

Search km[m-cW D]-tbm-Kn-°p∂ b̂-ep-I-fpw,t̂ mƒU-

dp-I-fpw,a‰p-ffs\‰vh¿°vIºyq-́-dp-Ifpw ImW n-®p-

sIm-Sp-°p-hm-\mbnbqkdns\klm-bn-°p-∂p.

Run HcptUmkvIam‚v{]h¿Ø n-∏n-°p-hmt\mHcpA πn-

t°-j≥ t{]m{KmwXpS-ß p-hmt\mD]-tbm-Kn-°p-∂p

Log Off Ct∏mƒ temKn≥ sNbvXn-cn-°p∂ bqk-dns\ temKv

Hm̂ v(]p-d-Ø n-d-°p-∂p.)sNøn-°p-∂p.

Turn off computer Ct∏mƒ Xpd-∂n-cn-°p∂ t{]m{Kmw A h-km-\n-∏n-°p-

∂p.bqk-dns\ temKvHm̂ vsNøn-°p-∂p.Iºyq-́¿

kzn®vHm̂ vB Ip-∂p.

SmkvIv_m¿

Ft∏m-gmtW mHcpIºyq-́¿Ãm¿́vsNøp-∂-Xv,A t∏mƒ Ãm¿́v_ Ẃ pw

SmkvIv_mdpwkv{Io\ns‚Nph-́n-embnImW m≥km[n-°pw.Chc≠pwhn≥tUmkv

d̈ sNøp∂ A {Xbpwkv{Io\n¬ ImW p-hm≥km[n-°pw.

Control Panel
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Hcpt{]m{Kmwd̈ sNøp-tºmtgmG sX-¶nepwhn≥tUmHm∏̈ sNøp-tºmtgm

A Xns‚sF°¨ CuSmkvIv_mdn¬ImW m≥Ign-bpw.C\nt{]m{Km-antet°mat‰-

sX-¶nepwhn≥tUm-bn-tet°mamdp-∂-Xn-\mbnSmkvIv_mdn¬ A Xns\{]Xn-\n-[o-

I-cn-°p∂ sF°-W n¬ ¢n°vsNbvXm¬ aXn-bm-Ipw.Ft∏m-gmtW mHcpt{]m{Kmw

A s√-¶n¬ hn≥tUmt¢mkvsNøp-∂-Xv,A t∏mƒ Xs∂ A Xns‚ sF°-W p-Iƒ

SmkvIv_mdn¬\n∂pw A {]-Xy-£ -am-hpw.

Fig . 2.4

t{]m{Kmw XpSß p∂hn[w

Hcpt{]m{Kmw XpS-ß p-hm-\mbnXmsg]d-bp-∂XvsNøp-I.

1.Ãm¿́v(start)_ -́W n¬ ¢n°vsNøpI

2.All Programs¢n°vsNøp-I.

3.B Ivk-k-dokv(Accessories)F∂ t̂ mƒU-dn¬ t]mbn‚vsNøp-I,A t∏mƒèn-

°p∂ sa\p-hn¬\n∂pw Paint F∂ t{]m{Kmw skeIvSvsNøp-I.

Hcpt{]m{Km-an¬\n∂pw ]pd-Ø p-h-cp-hm-\mbn;

Hcpt{]m{Km-an¬\n∂pw]pd-Ø p-h-cp-hm-\mbn,hn≥tUm-bpsSapI-fn-embnhe-

Xp-h-iØ pImW p∂ t¢mkv_´̈ (X)Xnc-s™ -Sp-°p-I.A s√-¶n¬ File sa-\p-hn¬

¢n°vsNbvXvA Xn¬ \n∂pw Close skeIvSvsNøp-I.

sl¬∏vèn-°p-∂-Xn-\mbn;

hn≥tUmkv]Tn-°p-∂-Xn\pw D]tbmKn-°p-∂-Xn\pw B bnHm̈ sse≥ sl ¬]v

kt∏m¿́vF∂ ô®¿D]-tbm-Kn-°p-∂p.Ct∏mƒ sNbvXp-sIm-≠ n-cn-°p∂ tPmen

FIvkn-Iyq́v(execute)sNøm\pwa‰pw.klmbwè n-°pw.sl¬]vXpS-ß p-hm-\m-bn,

• Ãm¿́v_ -́W n¬ ¢n°vsNøp-I.

• ‘sl ¬]vB ‚vSqt́m-dn-b¬’ F∂ Hm]vj≥¢n°vsNøp-I.

sl¬]n\pw,kt∏m¿́n\pwth≠ n-bp-fftSm]n-°p-I-fpsSenÃpwHm̈ sse-≥ Sqt́m-

dn-b-enepw kv{Io\n¬ImW n-°pw.IqSmsX HcpIrXy-ambhm°n-t\-bpw-\-ap°vXnc-

bp-hm≥ Hm]vj≥ D≠.v

Hm∏td‰nß v-kn-kv-‰w-
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Fig . 2.5

• Hcpkvs]kn-̂nIvtSm]n-°n-s\-°p-dn®vA dn-bp-∂-Xn-\mbnB hm°vk¿®v

sNømw.,]ns∂ A XvFß s\ {]h¿Ø n°pw F∂vA dn-bp-∂-Xn-\mbnB

hm°n¬ ¢n°vsNbvXm¬ aXn-bm-Ipw.

• Index F∂ sa\p-hn¬ ¢n°vsNøp-tºmƒ HmtcmtSm]n-°p-IfpwA £ -c-ame

{Ia-Ø n¬ ImW n-°p-IbpwA Xns‚Imcy-ß ƒhn≥tUm-bn¬ ImW n-°p-Ibpw

sNøpw.

• FavouritesF∂ sa\p-hn¬¢n°vsNøp-I-bm-sW -¶n¬ sl ¬]vtSm]n-°p-Ifpw

k¿®vdnk¬ v́kpw t̂ h-ssd‰vkvenÃn-te°vtN¿°p-hm≥ km[n-°pw.CXv

]n∂oSvD]-tbm-Kn-°p-tºmƒ Ffp-]-Ø n¬ FSp-°p-hm≥km[n-°pw.

• ‘History’F∂ en¶n¬¢n°vsNøp-tºmƒ,\mwt\csØ hmbn-®n-́p-ffsl¬]v

B ‚vkt∏m¿́vt]PvI-fpsSU ot‰¬kvImW n-°pw.

• ‘Support’ en¶n¬ ¢n°vsNøp-I-bm-sW -¶n¬ ‘ssat{Im-tkm̂ v‰vHm̈ sse≥

kt∏m¿́v,’ \yqkv{Kq∏vHm̈ hn≥tUmkvF∂nhHm̈ sse≥ kt∏m¿́n-

\mbnFØ pw.

• \ΩpsS B hiyw A \p-k-cn®vsl ¬]v&kt∏m¿́ns\ {Iao-I-cn-°p-hm≥

‘Option’ F∂ en¶vklm-bn-°p-∂p.

C\n‘sl ¬]vB ‚vkt∏m¿́vhn≥tUm’ t¢mkvsNøp-∂-Xn-\mbnhn≥tUm-bpsS

apI-fn¬ he-Xp-̀m-K-Ø mbnImW p∂ ‘X’F∂ _ -́W n¬ A a¿Ø p-I.
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b̂-ep-I-tfbpw t̂ mƒU-dp-I-tfbpw I≠ p-]n-Sn-° m≥

Iºyq-t́-gvkn¬ b̂-ep-Ifpw t̂ mƒUdpsams° Fhn--sS-bmW vF∂v\ap-°-dn-

bp-hm≥Ign-bn-√.CXn-\mbn\ap°vsearch Hm]vj≥D]-tbm-Kn-°p-hm≥km[n-°pw.

CuHm]vj≥ D]-tbm-Kn®vlm¿UvU nkvIntemknU nbntemHcps\‰vh¿°v

ss{Uhntem(Hcps\‰vh¿°ns‚ m̀Kw B sW -¶n¬)Dff b̂-ep-IsfI≠ p-]n-Sn-

°p-hm≥Ign-bpw.Iºyq-́-dn¬ DffF√m̂ b-ep-Iƒ°pw HmtcmC‚Ivkv\¬Ipw.

CXv̂ b-ep-IsfthK-Ø n¬ I≠ p-]n-Sn-°p-hm≥klm-bn-°pw.Cuk¿ho-kn\p]d-

bp∂ t]cmW v‘C‚Ivkvk¿ho-kv’.

Hcp̂ b¬ t̂ mƒU¿I≠ p-]n-Sn-°phm-\mbn.

1. kv‰m¿́v_´̈ ¢n°vsNøp-I.A Xn¬ \n∂pw ‘Searchv’ ¢n°vsNøp-I.

2. hn≥tUm-bpsSCS-Xp-h-i-Ø p-\n∂pw‘All Files and Folders’ skeIvSvsNøp-I.

3. A hnsb èn-°p∂ sSIvÃvt_mIvkn¬ I≠ p-]n-Sn-t°≠ b̂-ep-I-fptbtbm

t̂ mƒU-dpI-fp-tStbmt]cvapgp-h-\mtbm]Ip-Xn-bntemssS∏vsNøp-I.

4. \nß ƒ°vHcpC≥t̂ m¿ta-j\pw èy-a√F¶n¬ C\nX∂n-cn-°p∂ Hm]vj-

\p-I-fn¬\n∂pw Ht∂mA Xn¬Iq-Sp-X¬ Hm]vj-\p-Iƒ skeIvSvsNøp-I.

• ‘Look In’F∂ Hm]vj\n¬\nß ƒ°pk¿®vsNtø≠ ss{Uhntemt̂ mƒU-

dntems\‰vh¿°ntem¢n°vsNøp-I.

Fig . 2.6.

Hm∏td‰nß v-kn-kv-‰w-
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• ‘When was it modified’ F∂ en¶n¬ ¢n°vsNøp-I-bm-sW -¶n¬ B b̂¬

F∂v{Intb‰vsNbvXp,modify sNbvXpF∂pw DffA Xns‚XobXnDƒs∏sS

ImW m≥km[n-°pw.

• IrXy-ambsskkn-ep-ffHcp̂ b¬ t\m°p-hm-\mbn,‘What size is it?’ ¢n°v

sNøp-I.A Xn¬\n∂pw ‘sskkv’ skeIvSvsNøp-I.

• ‘More advanced options’¬¢n°vsNøp-I-bm-sW -¶n¬IqSp-X-embnIptdHm]vj-

\p-Iƒk¿®vsNøp-hm-\mbnèn-°pw.

5. k¿®vsNøp-hm-\p-ff\n_-‘-\-Iƒ\nß ƒ Hcn-°¬ \n›-bn®pIgn-™ m¬,

b̂¬ semt°‰psNøp-hm-\mbnk¿®v_ -́W n¬ ¢n°vsNøp-I.

knÃw sk‰nwKvkvam‰p∂hn[w

I¨ t{Smƒ ]m\-ense SqƒkvD]-tbm-Kn®vhn≥tUmkvFß s\ ImW -s∏-S-W -

saHm]vj≥pw sNø-W -sa∂pw\nß ƒ°vXnc-s™ -Sp-°mw.IqSmsX ]pXnblm¿Uv

-shb¿C≥ÃmƒsNømw,tkm̂ v‰vshb-dp-IƒC≥ÃmƒsNøp-ItbmA ¨ C≥Ãmƒ

sNøp-ItbmsNømw,\nß -fpsS Iºyq-́¿UkvIvtSm∏vImW -s∏-Sp∂ coXnam‰mw.

A ß s\Hcp-]mSvImcy-ß ƒ sNøm≥km[n-°pw.bqk¿amt\-Pvsa‚n-\mbnA Uvan-

\n-kvt{S-‰ohvHm]vj-\n-ep-fftools D]-tbm-Kn-°mw.Ch‚vhyqh¿(event viewer),Iwt]m-

W ‚(component)k¿hokvXpS-ß n-b-h.

I¨t{Smƒ]m-\¬ Ãm¿́vsNbvXvèy-amb Sqƒ D]-tbm-Kn-°p-∂-Xn\pth≠ nXmsg

]d-™ n-cn-°p∂ Imcy-ß ƒ sNøp-I.

• Ãm¿́n¬ ¢n°vsNøpI

• I¨ t{Smƒ]m-\-en¬ ¢n°vsNøp-I.

• B h-iy-ap-ffSqƒ skeIvSvsNøp-I.

DZm-l-c-W -ambn,\ne-hn-ep-ffbqk-dns‚ sk‰nwKvkvtamU nss^ sNømt\m]pXn-

bXvXpS-ß m-t\m,I¨t{Smƒ]m-\-en-ep-ffUser Account sF°-W n¬¢n°vsNøp-I.

ssaIw]yq-́¿(My Computer)

v̂tfm]n,lm¿UvU nkvIv,kn.-Un.-tdmw,s\‰z¿°vss{UhvF∂n-h-bnseDf-f-S°w

ImW n-®p-X-cp-∂XvssaIw]yq-́-dm-W v.A Xp-t]mseHcmƒ°v̂ b¬k¿®vsNøm\pw

Hm∏̈ sNøm\pw Ign-bpw.IqSmsX I¨ t{Smƒ ]m\-en-ep-ff Hm]vj≥ D]-tbm-

Kn®vIw]yq-́-dns‚ sk‰nwKvkvam‰m≥km[n-°pw.

• ssaIw]yq-́¿D]-tbm-Kn-°p-hm-\mbnÃm¿́v_ -́W n¬ ¢n°vsNøp-I.A Xn-\p-

tijw ssaIw]yq-́-dn¬ ¢n°vsNøp-I.
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Fig . 2.7

b̂epIsfImW phn[w(Display the content of drives)

• lm¿UvU nkv°n-ep-ffhnhn[ ss{Uhp-I-fn-embnFs¥√mw Ds≠-∂-dn-bp-∂-

Xn-\mbn\nß ƒ°mh-iy-apffss{Uhn¬ U_nƒ¢n°vsNøp-I.DZm-l-c-W -

Ø n\vC:, D: etc.

• “Devices with removable stroage” Iogn-ep-ffkn.-Un.tdman¬\nt∂ma‰paoUn-

b-I-fn¬\nt∂mHcp̂ b¬ A s√-¶n¬ Hcpt̂ mƒU¿I≠ n-]n-Sn-°p-∂-Xn-\p-

th≠ nA XmXpaoU n-b-I-fn¬ U_nƒ ¢n°vsNøp-I.

• “Files stored under on this Computer” Iogn-ep-ff̂ b¬A s√-¶n¬Hcpt̂ mƒU¿

I≠p-]n-Sn-°p-∂-Xn-\p-th≠nt̂ mƒU-dn¬ U_nƒ¢n°vsNøp-I.

2.5 b̂¬ amt\-Pvsa‚v

hn≥tUmkvFIvtπm¿A s√-¶n¬ ssaIw]yq-́¿D]-tbm-Kn®vhn≥tUm-kn¬ b̂¬

amt\-Pvsa‚v\S-Ø m-hp-∂-Xm-W v.hn≥tUmkvFIvkvtπm¿ b̂¬kv,t̂ mƒU-dp-

Iƒ,tÃmtdPvU nssh-kp-Iƒ F∂n-hsb t{iW nbmbnImW n-®p-X-cp-∂p.IqSmsX

ss{Uhvset‰-gvkmbnam∏v(MAP)sNbvXn-́p-ffs\‰vh¿°vss{Uhns\bpw enÃv

Hm∏td‰nß v-kn-kv-‰w-
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sNøp-∂p.hn≥tUmkvFIvkvtπm¿D]-tbm-Kn®vCopy, Move, Rename, Search XpS-

ß nbhsNøm-w.DZm-l-c-W -ambnHcp b̂¬ Copy sNøp-hm-\mbnB h-iy-ap-ff

b̂¬ Dfft̂ mƒU¿Hm]̈ sNøpI.A Xn-\p-tijwB b̂¬ G Xp-t̂ mƒU-

dn-te-°mtW mA s√-¶n¬ ss{Uhn-t-e-°mtW mamt‰-≠ Xv,A Xn-te-°v{UmKvB ‚v

tkhvsNøp-I.

Fig . 2.8.

l m¿U vU nkv°n¬\n∂pw ^b¬ A s√-¶n¬ t̂ mƒU ¿ Delete sNøp-tºmƒ

hn≥tU mkvA Xns\ dossk-°n¬ _n∂n¬ kq£ n-°p-∂p.dossk°n¬

_n∂n¬\n∂pwA hIf-bm-Ø n-S-tØ mfw\ap°vA hn-sS-\n∂pwDelete sNbvX b̂-

ens\ Xncn-s®-Sp-°mw.s\‰vh¿°vssUhvt]mep≈dnaq-h-_nƒ tÃmtdPvaoU n-b-

bn¬\n∂pw b̂-ep-Iƒ A s√-¶n¬ t̂ mƒU-dp-Iƒÿ nc-am-bmW vU neo‰vsNøp-∂-

Xv.A Xp-sIm-≠vXs∂ A Xvdossk°nƒ_n-∂n¬ t]mIp-∂n-√.

2.5.1hn≥tU mkvFIvkvtπm¿

hn≥tUmkvFIvkvtπm¿Hm]̈ sNøp-hm-\mbn

• Ãm¿́n¬ ¢n°vsNøp-I.

• All programst]mbn‚vsNøp-I.

B Ivk-k-do-kn¬ t]mbn‚vsNøp-I,A Xn-\p-tijwhn≥tUmkvFIvkvtπm-d-dn¬

¢n°vsNøp-I.

ssatUmIyp-sa‚vD]-tbm-Kn®vHcp b̂¬ A s√-¶n¬ Hcpt̂ mƒU¿tIm∏n-sN-

ømt\maqhvsNøp-∂-Xnt\m;

• Ãm¿́n¬ ¢n°vsNøp-I.
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Fig . 2.9.

tIm∏nsNøm-\p-ff b̂¬ A s√-¶n¬ t̂ mƒU-dn¬ ¢n°vsNøp-I.H∂n¬ IqSp-

X¬ b̂¬ A s√-¶n¬ t̂ mƒU¿Htcka-bØ vtIm∏nsNømw.

Fig . 2.10

Hm∏td‰nß v-kn-kv-‰w-
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• H∂n¬Iq-Sp-X¬ ^b-ep-Itfmt̂ mƒU-dp-ItfmskeIvSvsNøp-∂-Xn\v

B ZysØ b̂¬ A s√-¶n¬ t̂ mƒU-dn¬ ¢n°vsNbvX-Xn-\p-tijwjn̂ v‰v

Io{]kvsNbvXp-]n-Sn-®p-sIm≠ vG -sXms° b̂¬ A s√-¶n¬ t̂ mƒU¿

B tW mth≠ XvA sX√mw ¢n°vsNøp-I.

• A Sp-Ø -Sp-Ø p-ff b̂¬kvA √tIm∏nsNtø-≠-sX-¶n¬ CtrlIo{]kvsNbvXp

]nSn-®p-sIm≠vtIm∏nsNtø≠ b̂¬ A s√-¶n¬ t̂ mƒtU-gvkn¬¢n°vsNøp-

I.

• Edit H]vj-\p-Xm-sg,Copy skeIvSvsNøp-I.

• G Xpt̂ mƒU¿A s√-¶n¬ ss{Uhn-te°mtW mtIm∏nsNtø-≠ XvA Xv

skeIvSvsNøp-I.

• Edit H]vj-\p-XmsgPaste H]vj≥ skeIvSvsNbvXv̂ b¬ tIm∏nsNøp-I.

Fig . 2.11

2.5.2 b̂ens‚ khntijXIƒ ImW phn[w

1. Ãm¿́n¬ ¢n°vsNbvX-Xn-\p-tijw My Documents¬ ¢n°vsNøp-I.

2. ImtW ≠ b̂¬ Ccn-°p∂ t̂ mƒU-dn¬ U_nƒ ¢n°vsNøp-I.

3. View sa\p-hn¬ \n∂vDetails ¢n°vsNøp-I.

4. b̂-ens\kw_-‘ n-°p∂ F√mhnh-c-ß fpwImW n-®p-X-cpw.DZm-l-c-W -Ø n\v

t]cv,ssS∏v,sskkvF∂n-ß -s\
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2.5.3FIvkvtπm-d¿D]tbmKn®v̂ bens\ tIm∏nsNøp∂hn[w

• Ãm¿́n¬ ¢n°vsNbvX-Xn-\p-ti-jw,All Programs t]mbn‚vsNøp-I.XpS¿∂v

hn‚-tUm-kn¬ FIvkvtπm-d-dn¬ ¢n°vsNøp-I.

• \nß ƒ°v̂ b¬ A s√-¶n¬ t̂ mƒU-dn¬ aqhvsNtø≠ ÿ ew ImW m≥

km[n-°p-∂p-s≠ ∂vDd∏vhcp-Ø p-I.

Fig . 2.12

• b̂¬ A s√-¶n¬ t̂ mƒU¿amt‰≠ ÿ e-tØ °v{UmKv(drag)sNøp-I.

• aukns‚ he-Xp-_-́̈ {]kvsNbvXv{UmKvsNøp-I-bm-sW -¶n¬ \nß ƒ°v

b̂-ens\]pXnbsemt°-j-\n-te°vmove, copy A s√-¶n¬ create short cut

F∂oImcy-ß ƒ sNømw.

• move sNøp-∂-Xn-\p-]-Icw tIm∏nsNøp-∂-Xn-\p-th≠ n{UmKvsNøp∂ ka-

bØ vCtrl {]kvsNbvXp-]n-Sn-°p-I.

• as‰mcpU nkv°n-te-°mW v{UmKvsNøp-∂-sX-¶n¬,A XvtIm∏nsNøp-I-bmW v

sNøp-∂-Xv.aqhvsNøp-I-b√aqhvsNøp-∂-Xn-\p-th≠ n{UmKvsNøp∂ ka-

bØ vjn̂ v‰vIo{]kvsNbvXp]nSn-°p-I.

• Hcpt{]m{Kmw ]pXnb semt°-j-\n-te°v{UmKvsNøp-tºmƒ B t{]m{Km-

ans‚Hcptjm¿́vI v́{Intb‰vsNøpw.Hcpt{]m{Kmwmove sNøp-∂-Xn\vssd‰v

¢n°vsNbvXv]pXnb semt°-j-\n-te°v{UmKvsNøp-I.CuImcy-ß ƒ

sNøp-∂-Xn\v\nß ƒ A U van-\n-kvt{S-‰-dmbntemKvHm̈ sNtø-≠-Xm-W v.

Hm∏td‰nß v-kn-kv-‰w-
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2.5.4t̂ mƒU¿\n¿Ωn° p∂-hn[w

1. Ãm¿́n¬ ¢n°vsNøp-I,A Xn-\p-tijwssatUmIyp-sa‚vkn¬¢n°vsNøp-I.

2. ^ b -e n\ pX msg, New H]vj-\n¬¢n°vsNbvXńvt̂ mƒU¿skeIvSvsNøp-I.

3. Unt̂ mƒ ḿ-bn-́p-fft]tcm-Sp-IqSn(New Folder)Hcp]pXnb t̂ mƒU¿{]Xy-

£ -s∏-Spw.

4. \yqt̂ mƒU-dn\vHcpt]cvssS∏vsNøp-I.A Xn-\p-tijw F‚¿Io{]kv

sNøp-I.

5. UkvIvtSm]ntemA s√-¶n¬ t̂ mƒU¿hnt‚m-bpsS iq\yamb m̀KtØ m

ssd‰v¢n°vsNbvXpw]pXnbt̂ mƒU¿{Intb‰vsNømw,A Xm-bXvNew¬

t]mbn‚vsNbvX-Xn-\p-tijw t̂ mƒU-dn¬ ¢n°vsNøp-I.

2.5.5 t̂ mƒUdns‚ t]cpam‰p∂hn[w

1. Ãm¿́n¬ ¢n°vsNbvXńvssatUmIyp-sa≥kn¬ ¢n°vsNøp-I.

2. dt]cpamt‰≠ b̂-en¬ A s√-¶n¬ t̂ mƒU-dn¬ ¢n°vsNøp-I.

3. b̂¬ H]vj-\p-XmsgRename ¢n°vsNøp-I.

4. ]pXnb t]cvssS∏vsNbvX-Xn-\p-tijwF‚¿Io{]kvsNøp-I.

• b̂¬ A s√-¶n¬ t̂ mƒU-dn¬ ssd‰v¢n°vsNbvX-Xn-\p-tijw Rename

¢n°vsNbvXpw t]cvam‰m-hp-∂-Xm-W v.

2.5.6 b̂¬/t̂ mƒU¿U neo‰v(Delete) sNøp∂hn[w

1. Ãm¿́n¬ ¢nIvsNbvX-Xn-\p-tijw ssatUmIyp-sa≥kn¬ ¢n°vsNøp-I.

2. Uneo‰vsNtø≠ b̂-en¬ ¢n°vsNøp-I.

3. b̂¬ H]vj-\p-XmsgDelete ¢n°vsNøp-I.

4. b̂¬ A s√-¶n¬ t̂ mƒU-dn¬ ssd‰v¢n°vsNbvX-Xn-\p-tijw U neo-‰n¬

¢n°vsNbvXpw b̂¬ U neo‰vsNøm-hp-∂-Xm-W v..

5. dossk-°nƒ_n∂n-emW vU neo‰vsNøp∂ b̂-ep-Iƒ kq£ n-°p-∂-Xv.A Xv

ÿ nc-ambnU neo‰vsNøp-∂-Xp-hscdossk-°nƒ_n∂n¬ Xs∂ D≠ m-hpw.

6. Uneo‰vsNbvX b̂¬ Xncn-s®-Sp-°p-∂-Xn-\p-th≠ nUkvIvtSm-∏n-ep-ffdossk-

°nƒ_n-∂n¬ U_nƒ¢n°vsNøp-I.Xncn-s®-Sp-t°≠ b̂-en-¬ ssd‰v¢n°v

sNbvX-Xn-\p-tijwRestore ¢n°vsNøp-I.

7. ÿ nc-ambnHcp̂ b¬ U neo‰vsNøp-∂-Xn-\p-th≠ njn̂ v‰vIo{]kvsNbvXp-

sIm≠ vdossk°nƒ_n∂n-te°v{UmKv(drag) sNøp-I.
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Fig . 2.13

2.6 C≥Ãmƒ tkm̂ vsh-b¿/lm¿Uvsshb--¿

]pXnbtkm̂ vsh-b¿C≥ÃmƒsNøp-∂-Xn-\mbnFfp-∏-ap-f-fXpwthK-Ø n¬ sNøm-

hp∂Xpambhgn-Iƒhn≥tUmkv\¬Ip-∂p.I¨t{Smƒ]m-\-en¬ DffAdd or Re-

move Programme Utility Iw]yq-́¿knÃ-Ø n-ep-fft{]m{Km-ap-I-tfbpwL SIß tfbpw-

amt\PvsNøm≥klm-bn-°p-∂p.CXvD]-tbm-Kn®vHcmƒ°vssat{Im-tkm̂ v‰vthUv,

A IvkkvXpS-ß nb]mt°-Pp-IƒC≥Ãmƒ sNømw.Chkn.Untdmw,s\‰vh-¿°v

ss{UhvA s√-¶n¬Add or Remove windows updates XpS-ß n-b-h-bn¬\n∂pwC≥Ãmƒ

sNøm-hp-∂-Xm-W v.

Fig . 2.14

Hm∏td‰nß v-kn-kv-‰w-
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2.6.1tkm̂ vsh-b¿C≥Ãmƒ sNøp∂hn[w

• Ãm¿́n¬ ¢n°vsNbvXńvI¨ t{Smƒ]m-\-en¬ ¢n°vsNøp-I.

• Add or Remove ProgramsU_nƒ¢n°vsNøp-I.

• Add New Programs ¬ ¢n°vsNøp-I.A Xn-\p-tijw C≥Ãmƒ sNtø≠

tkm̂ v‰v-shb¿Dffÿ ewsemt°‰vsNøp-I.DZm-l-c-W -Ø n\vknU nA s√-

¶n¬ v̂tfm]n.

• tkm̂ v‰vshb¿C≥Ãmƒ sNøp-∂-Xn-\p-th≠ nkv{Io\n¬ ImW p∂ \n¿tZ-i-

ß ƒ ]n≥Xp-S-cp-I.

2.6.2tkm̂ v‰vshb¿am‰p∂-hn[w

1. Ãm¿́n¬ ¢n°vsNbvX-Xn-\p-tijw I¨ t{Umƒ]m-\-en¬ ¢n°vsNøp-I.

2. Add or Remove Programs U_nƒ¢n°vsNøp-I.

3. Change or Remove Programs ¢n°vsNbvX-Xn-\p-tijw sNbn© vsNtø≠

t{]m{Kmw skeIvSvsNøp-I.

• t{]m{Kmw sNbn© vsNøp-∂-Xn-\mbn Change_´̈ ¢n°vsNøp-I.

• t{]m{KmwdnaqhvsNøp-∂-Xn-\mbnRemove ¢n°vsNøp-I.

2.6.3hn≥tUmkvA ]vtU ‰v¬ \n∂-pw]pXnbt{]XyIXIƒ tN¿° p∂-hn[w

1. Ãm¿́n¬ ¢n°vsNøp-I,I¨t{Smƒ]m-\-en¬ ¢n°vsNøp-I.

2. Add or Remove Programs U_nƒ¢n°vsNøp-I.

3. hn≥tUmkvUpdate ¢n°vsNøp-I.

4. ]pXnbhn≥tUmkv̂ ot®gvkvA s√-¶n¬ A ]vtU ‰vkvsemt°‰vsNbmt\m

C≥Ãmƒ sNømt\mth≠ \n¿t±-i-ß ƒ ]n≥Xp-S-cp-I.

2.6.4 hn≥tUmkvIwt]m-W ‚vtN¿° p∂-hn[w

hn≥tUm-kns‚ Cu ô®¿D]-tbm-Kn-°-W -sa-¶n¬,bqk¿\n¿_-‘-ambpwA U van-

\n-kvt{S-‰¿{Kq∏nsesaº-dmtbmtemKn≥ sNbvXn-cn-°-W w.
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Fig . 2.15

1.Ãm¿́n¬ ¢n°vsNøp-I,I¨t{Smƒ]m-\-en¬ ¢n°vsNøp-I.

2.Add or Remove Programs U_nƒ¢n°vsNøp-I.

3.hn≥tUmkvIwt]m-W ‚vhnkm¿U n¬ Dff\n¿t±-i-ß ƒ ]n≥Xp-S-cp-I.

2.6.5 C≥Ãmƒ lm¿Uvshb¿

hn≥tUmkv,\nß sf]pXnblm¿Uvshb¿-L SI-ß fmbku≠vIm¿Uv,hoUntbm

Im¿UvA s√-¶n¬ s\‰vh¿°vIm¿UvXpS-ß n-bhIw]yq-́-dn¬ sk‰vA ]vsNøm≥

klm-bn-°m≥ Ignbpw

Fig . 2.16

Hm∏td‰nß v-kn-kv-‰w-
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1.Ãm¿́n¬ ¢n°vsNøp-I,I¨t{Smƒ]m-\-en¬ ¢n°vsNøp-I.

2.Add or Remove ProgramsU_nƒ¢n°vsNøp-I.

3.kv{Io\n¬ ImW p∂ \n¿t±-i-ß ƒ ]n≥Xp-S-cp-I.

tNmZy-ß ƒ

1. icntbmsXt‰mFs∂-gp-XpI

F) Uneo‰vsNbvX b̂-ep-Ifpwt̂ mƒU-dp-Ifpwdossk-°nƒ_n-∂n¬tÃm¿sNøp-

∂p.

_n)FU n‰vsa\p-hn-\p-Io-gn-ep-ffHm]vj≥D]-tbm-Kn®v̂ b¬ Rename sNømw.

kn)]pXnbtkm̂ v‰vshb¿C≥Ãmƒ sNøp-∂-Xn\vFfp-∏-ap-f-fXpwthK-Ø n-ep-f-

f-Xp-ambam¿§-ß ƒhn≥tUmkv\¬Ip-∂p.

2. hń-̀m-K-ß ƒ ]qcn-∏n-°pI

F) b̂¬ Hm]vj-\p-Xm-sg........................................-¢n°vsNbvXvt̂ mƒU¿skeIvSv

sNøp-I.

_n)\nß ƒ HcpsF‰w {UmKvsNøm-\mbn..........................................-{]kvsNbvXm¬

\nß ƒ°vHcp̂ b-ens‚ tjm¿́vI v́\n¿Ωn-°m-\m-hpw.

kn)\nß ƒ Iw]yq-́¿Ãm¿́vsNøp-tºmƒ SmkvIv_m¿{]Xy-£ -s∏-Sp-∂Xv

kv{Io\ns‚..............................-̀m-K-Ø m-bn-́m-W v.

U n)........................¬\n∂v̂ b-ep-IƒA s√-¶n¬ t̂ mƒU-dp-IƒUneo‰vsNøp-tºmƒ

hn≥tUmkvA hsb dossk-°nƒ_n∂n¬ sIm≠ p-h∂vhbv°p-∂p.

C) sXḿ-Sp-Ø -√mØ ^b¬ A s√-¶n¬ Hcpt̂ mƒU ¿ skeIvSvsNøm-\m-

bn................................Io{]kvsNbvXv]nSn-®m¬ aXn.

2.7\nß ƒ F¥v]Tn®p

Cu]mT-̀m-KØ vhn≥tUm-kn‚{][m\KpW -ß sfIpdn®v\nß ƒ]Tn-®p.Ct∏mƒ

\nß ƒ°vHcp̂ b¬ A s√-¶n¬ t̂ mƒU¿\n¿Ωn°m≥km[n-°pw,A Xp-t]mse

hn≥tUmkvFIvkvtπm-d¿D]-tbm-Kn®v̂ bepIsfamt\PvsNømw.tkm̂ v‰vshbdpw

lm¿Uvshbdpw C≥Ãmƒ sNømw.knÃw sk‰nwKvkvam‰m≥km[n-°pw.
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2.8tNmZy-ß ƒ

1. b̂¬ A s√-¶n¬ t̂ mƒU¿k¿®vsNøm-\p-ffhnhn[ Hm]vj-\p-IƒenÃv

sNøp-I.

2. Xmsg]d-™ n-cn-°p-∂hhnh-cn-°pI

F)dossk-°nƒ_n≥

_n)SmkvIv_m¿

kn)Izn‰nß vF t{]m{Kmw (quit)

U n)̂ b¬ amt\-Pvsa‚vC≥hn≥tUmkv

3. Iw]yq-́-dn¬\n∂v̂ b¬ A s√-¶n¬ t̂ mƒU¿U neo‰vsNøm-\p-ffsÃ∏p-

IƒFgp-Xp-I.

4. Iw]yq-́-dn¬ tkm̂ v‰vshb¿C≥Ãmƒ sNøm-\p-ffsÃ∏p-IƒFgp-Xp-I.

5. Hcp̂ b¬ A s√-¶n¬ t̂ mƒU¿Rename-sN-øm-\p-ffsÃ∏p-IƒFgp-Xp-I.

2.9 DØ -c-ß ƒ

1. F)icn_n)sX‰v kn)icn

2. F)ssd‰vaukv_´̈ _n)ssd‰vkn)bottom

U n)lm¿UvU nkvIv C)Ctrl Io

Hm∏td‰nß v-kn-kv-‰w-
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3

th¿Uvs{]mkknw-Kns‚ A Sn-ÿ m\w

3.1B apJw

FgpØ pIƒv,dnt∏m¿́pIƒ,\yqkvset‰-gvkv,tS_nƒkv,t̂ mwset‰-gvkv,{_utj-

gvkv,-sh_vt]Pp-Iƒ F∂nhD≠ m-°p-∂-Xn-\p-th≠ nD]-tbm-Kn-°p∂ HcpA πn-

t°-j≥ t{]m{Kmw B W vth¿Uvt{]mk-knw-Kv.\nß -fpsS tUmIyp-sa‚n¬ Cu

A πn-t°-j≥ t{]m{Kmw D]-tbm-Kn®v]S-ß ƒ,tS-_nƒkv,Nm¿́vkvF∂nhtN¿°p-

hm≥km[n-°pw.kvs]√nMv,hymI-cW w F∂nh]cn-tim-[n-°-hm\pwkm[n-°pw.

th¿Uv2007s‚{]tXy-I-X-Iƒ,A Xn¬ D]-tbm-Kn-®n-cn-°p∂ coXn-Iƒ,Sqƒkv

F∂n-h-sb-∏-‰n-bmW v\Ωƒ Cu]mT-Ø n¬ ]Tn-°p-hm≥ t]mIp-∂-Xv.

3.2e£ yß ƒ

Cu]mTw ]Tn®pI-gn-bp-tºmƒ \nß ƒ Xmsg]d-bp∂ Imcy-ß -fn¬ {]m]vX-cmIpw

* th¿Uv2007s‚{]tXy-I-X-Iƒ

* th¿Uv2007s‚ A Sn-ÿ m\ sa\phnh-c-ß ƒhni-Zo-I-cn-°p-I.

* ]pXnbth¿UvtUmIyp-sa‚vD≠ m-°p-I,kq£ n-°p-I,{]n‚vsNøp-I.

* Hcpth¿UvtUmIyp-sa‚ns\ \√coXn-bn¬ kwc-£ n-°p-I.

* th¿U v̂ bepIsfamt\PvsNøpI.

3.3th¿Uvs{]mk-knw-Kns‚ {][m-\-s∏´{]tXy-I-X-Iƒ

{][m\ {]tXy-I-X-Iƒ Ch-sbm-s°-bm-W v.

* t\csØ D≠ m-°n-sh-®n-cn-°p∂ -Template D]-tbm-Kn® vDtZymK kw_-‘-

ambtUmIyp-sa‚v\nß ƒ°vD≠ m-°p-hm≥km[n-°pw.

* tS_nƒHm̂ vIs≠ ≥kv,C≥U-Ivkv,t{Im v̨d̂ -d≥kvCß -s\-bp-ff{]tXy-

I-X-Iƒ D]tbm-Kn®vhenb tUmIyp-sa‚ns\ Ffp-∏-Ø n¬ amt\PvsNøp-

hm≥km[n-°pw.

* H∂n¬ IqSp-X¬ tUmIyp-sa‚v\nß ƒ°vD]-tbm-Kn-°mw.

* sabn¬ sa¿Pns‚klm-b-tØ m-Sp-IqSn\nß ƒ°vIptd-b-[nIwIØ p-IƒHcp-

an®vD≠ m-°p-hm≥km[n-°pw.
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* Hmt́mId-IvSv,Hmt́mt̂ m¿am‰vF∂o{]tXy-I-X-IƒD]-tbm-Kn®vA ®-Sn-kw-

_-‘-ambsX‰p-IƒI≠ p-]n-Sn-°p-hm≥km[n-°pw.t\csØ D≠ m°nsh®n-

cn-°p∂ Ffp∏hgn-I-fpw,ssS∏nwKv]mt‰̈ kpwD]-tbm-Kn®vtUmIvsa‚ns\

t̂ m¿am‰vsNøp-hm≥km[n-°pw.

* -Print Zoom D]-tbm-Kn®vHcptUmIyp-sa‚ns\hyXy-kvX-ambt]∏¿sskkp-

I-fn¬ Dƒs∏-Sp-Ø p-hm≥ km[n-°pw.H∂n¬ IqSp-X¬ t]Pp-IsfHcpt]∏-

dn¬ {]n‚vsNøp-hm≥km[n-°pw.

* s\ÃUvtS_n¬ (Nested Table) D]-tbm-Kn®vHcptS_n-fn\p≈ n¬ thsdmcp

tS_nƒ D≠ m-°p-hm≥km[n-°pw.

* \nß -fpsStUmIyp-sa‚ns\PDF A s√-¶n¬ XPS t̂ m¿am-‰p-I-fn-te°vam‰p-

hm≥km[n-°pw.

3.4Word-2007 s‚ {]tXy-I-X-Iƒ

DtZym-K-kw-_-‘-amb tUmIyp-sa‚vD≠ m-°p-∂-Xn-\p-th≠ nth¿Uv2007¬

{]tbm-P-\-I-c-amb{]tXy-I-X-IfpwSqƒkpwD≠ v.A Xn-ep-ffIpd®v{]tXy-I-X-Iƒ

Xmsghni-Zo-I-cn-°p-∂p.FwFkvth¿Un¬X∂n-́p-ffSqƒkvD]-tbm-Kn®v\nß ƒ°v

DtZym-K-kw-_-‘-amb tUmIyp-sa‚pIfpw D≠ m-°p-hm-\pw,t̂ m¿am‰vsNøp-hm\pw

FU n‰v(edit) sNøp-hm\pwkm[n-°pw.A Xn¬ FwFkvHm̂ okv̂ vfph‚vbqk¿

C‚¿s b̂vkvD]-tbm-Kn-°p-∂p-≠ v.CuC‚¿t̂ kvdn_¨ F∂ Hcp]pXnb

L SIw-]cn-N-b-s∏-Sp-Ø p-∂p-≠v.CXvSmkvIvA \p-k-cn®vSqƒkns\tN¿Ø vsh°pw.

A Xp-t]mseHcpSmkvIn-\p-f-fn¬ sNdnbSmkvIp-Ifpw_‘-s∏́ Iam‚pw]Xn-hm-

bńvD]-tbm-Kn-°p-hm≥ km[n-°pw.Hcp]pXnb bqk¿dn-k¬ v́Hmdn-sb‚U v

C‚¿t̂ bvSqƒkns\ \√ coXn-bn¬ ImW n-°pw.

Fig 3-1

th¿-Uv-s{]m-kknw-Kn-s‚A Sn-ÿ m-\w-
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1. Sm_p-I-sf√mwSmkvIvHmdn-b‚Uv(task oriented) B W v.A Xm-bXvHome, In-

sert, Page Layout.

2. HmtcmSm_ns‚ A IØ pw sNdnbSmkvIp-I-sf√mwtN¿Ø vsh®n-cn-°p-I-bm-

W v.

3. dnte-‰UvIam‚v_´̈ ,F√mwtN¿Ø vsh®vHcpIam‚vFIvkn-Iyq́vsNøp-

ItbmA s√-¶n¬ HcpIam‚vsa\pImW p-hmt\mkm[n-°pw.

tUmIyp-sa‚pw,dnt∏m¿́pw D≠ m-°p-∂-Xn-\p-th≠ nFw.Fkvth¿Uv2007

[mcmfwt̂ m¿am‰vsNbvXn-́p-ffTemplate\¬Ip-∂p-≠v.t\csØ t̂ m¿am‰vsNbvXn-

ṕ-ffsSº-te‰vkvD]-tbm-Kn-°p-I-bm-sW -¶n¬ A Xn¬\n∂vèn-°p∂ Ih¿t]Pv,

sl U¿,̂ q́¿F∂nhD]-tbm-Kn®vtUmIyp-sa‚ns\at\m-l-c-am-°p-hm≥Ign-bpw.

A Xp-sIm≠ v]pXn-bXvD≠ m°nkabw If-tb≠ B h-iy-an-√.A Xp-t]mseFw

Fkvth¿Uv2007¬ Nm¿́vD≠ m-°p-hm\pw ]S-ß ƒ D≠ m-°p-hm\pw km[n-°pw.

A Xm-bXv 3-D tj∏pIƒ,kpXmcyambXpw,t{Um∏vjmtUmkvCh-sbms°

D≠ m-°p-hm≥Ign-bpw.FwFkvth¿Uv2007¬ DffU nPn-‰¬ knt·-®¿{]tXy-

IX D]-tbm-Kn®v\nß ƒ°vHmtX‚n-kn‰nCs‚-{Kn‰n,tUmIyp-sa‚ns‚ XpS°w

F∂nhA dn-bp-hm≥Ign-bpw.HcptUmIyp-sa‚n¬ A Zr-iy-ambU nPn-‰¬ knt·-

®¿D]-tbm-Kn®vCXvsNøp-hm≥ Ignbpw A s√-¶n¬ ssat{Im-tkm̂ v‰vHm̂ okv

knt·-®¿sse≥ tN¿°p-I.

A Xp-t]mseHcptUmIyp-sa‚vsjb¿sNøp-∂-Xn-\p-apºvA XvFwFkvth¿Uv

2007s‚ am¿°vG kvss \̂¬ {]tXy-IX D]-tbm-Kn®vkwc-£ n-°p-I.A t∏mƒ

B tUmIyp-sa‚n¬ am‰-ß ƒ H∂pw D≠ m-In-√.am¿°vG kvss \̂¬ Iam‚v

tUmIyp-sa‚ns\doUvHm̈ fnB °n-am-‰p.A Xn¬ ssS∏nwKv,FU n-‰nw-Kv,{]q̂ nwKv

Iam‚v{]h¿Ø -\-c-l n-X-am-°n-bn-cn-°pw.]s£ HcpImcyw Hm¿Ω-bn¬ D≠ m-I-

W w.am¿IvG kvss^\¬ F∂v]d-bp-∂XvHcpskIyq-cn‰n̂ o®¿B W v.A Xv

Hm̂ vB °n-bm¬ HcptUmIyp-sa‚n¬ FU n‰vsNøp-hm≥km[n-°pw.

FwFkvth¿Uv2007¬\nß -fpsStUmIyp-sa‚ns\PDF(t]m¿́-_nƒtUmIypsa‚v

t̂ m¿am‰v)A s√-¶n¬ XPS(FIvkvFwF¬t]∏¿kvs]kn-̂n-t°-j≥)t̂ m¿am‰v

B bńvam‰p-hm≥km[n-°pw.

3.5FwFkvth¿Uvt{]m{Kmw XpS-ß p-∂-Xn\v

]ecoXn-bn¬ \nß ƒ°vth¿Uvt{]m{KmwXpS-ß p-hm≥km[n-°pw.HcpcoXnF∂p-

]-d-bp-∂XvÃm¿́v_´̈ D]-tbm-Kn°pI.

1.Ãm¿́v_´̈ ¢n°vsNøp-I.
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2. sa\p-hn¬ \n∂vHmƒt{]m{Kmw  ssat{Im-tkm̂ v‰vHm̂ okv ssat{Im-

tkm̂ v‰vHm̂ okvth¿U v2007Xnc-s™ -Sp-°p-I.A SpØ \nan-j-Ø n¬

\nß ƒ°vtamW n-‰-dn¬ th¿Uvkv{Io≥ ImW p-hm≥km[n-°pw.

Fig 3-2

ssat{Im-tkm̂ v‰vHm̂ okvtjm¿́vI v́_m¿(MOSB)bn-ep-ffssat{Im-tkm̂ v‰v

sF°¨ c≠ v{]mhiyw ¢n°vsNøp-I-bm-sW -¶n¬ \nß ƒ°vFw Fkvth¿Uv

t{]m{Kmw XpS-ß p-hm≥km[n-°pw.

Fig 3-3

th¿-Uv-s{]m-kknw-Kn-s‚A Sn-ÿ m-\w-



40 :: tU‰mF≥{SnHm∏-td-j≥kv

3.6.1sa\p

\nß ƒ°vt\c-sØ -bp-ffth¿U ns‚th¿j≥kvv]cn-Nn-X-am-sW -¶n¬ th¿Uv2007¬

sa\p-hns‚ L S\ A Xp-t]mseNneam‰-ß ƒ a\- n-em-°p-hm≥ Ign-bpw.th¿Uv

2007s‚ {]tXy-I-X-Iƒ ]eSm_p-I-fn-emW vImW -s∏-Sp-∂-Xv.A Xm-bXvHome, In-

sert, Page Layout, Reference.Hmtcmsa\p-hn-ep-ap-ffk_vSmkvIp-IƒHmtcmH]vj-

\nepw ¢n°vsNøp-I.Nn{Xw 3.4A bn¬ t_m¿U¿sa\p-hns‚ tImfm]vkvUv

t̂ mw(collapsed form) Dw3.4BFIvkv]m-s‚Uvt̂ mapw(expanded form) B W p-f-f-Xv.

Fig 3-3

3.6.1Hm]vj≥ (Menus)

\nß ƒ°vt\c-sØ -bp-ffth¿U ns‚ ]eth¿j≥kv,]cn-Nn-X-am-sW -¶n¬ th¿Uv

2007¬ sa\p-hns‚L S\A Xp-t]mseNne-am-‰-ß ƒa\- n-em-°p-hm≥Ign-bpw.th¿Uv

2007s‚ {]tXy-I-X-Iƒ ]eSm_p-I-fn-emW vIm-W s∏-Sp-∂-Xv.-A -bm-XXvHome, In-

sert, Page Layout, Reference HmtcmH]vj-\nepw ¢n°vsNøp-I.Nn{Xw 3.4Abn¬

t_m¿U¿sa\p-hns‚ sImfm]vkvUvt̂ mw,Nn{Xw3.4Bbn¬ FIvkv]m‚Uvsa\p-

hp-wB W p-f-f-Xv.
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3.6th¿Uvkv{Io≥ teHúv

Fig 3-4a Collapsed menu Fig 3-4a Expaned menu

Fig 3-5

tjm¿́-vI-́vsa\p

sa\p-_m-dn-ep-ffHm]vj≥ D]-tbm-Kn-°p-∂-Xnepw

thK-Ø n¬ Cu{]tXy-IX D]-tbm-Kn®vth¿U v

Iam‚ns\ D]-tbm-Kn-°p-hm≥ Ign-bpw.sa\p

FIvkv]m‚vsNøp-tºmƒHmtcmtjm¿́vI v́sa\p

sF‰-Ø ns‚tjm¿́vI v́Iam‚vHm]vj≥tjm¿́vI-

v́sa-\p-hn¬ ImW p-hm≥ km[n°pw.k_vSmkvIv

Xnc-s™ -Sp-°p-∂-X-\p-k-cn®vsa\pHm]vj≥amdn-sIm-

≠ n-cn-°pw.DZm-l-c-W Ø n\vHomeSm_n-ep-ffPara-

graphk_vSmkvIn-ep-fft_m¿U¿ Hm]vj≥Xnc-

s™ -Sp-°p-tºmƒ A Xns‚ sskU n¬ tjm¿́vI v́

sa\pImW p-hm≥km[n-°pw.Xnc-s™ -SpØ sF‰-

Ø ns‚Hm]vj≥kvam{X-amW vtjm¿́vI v́sa\p-hn¬

ImW p-hm≥km[n-°p-∂Xv.A Xp-sIm≠vA Xvhfsc

klm-b-I-c-am-W v.

3.6.2Sqƒ_m¿

Fw Fkvth¿Uv2007¬ Sqƒ_m-dn¬ F√mSqƒkpw Nń-s∏-Sp-Ø n-bn-cn-°p-I-bm-W v.

A Xp-sIm-≠mW vIam‚vkvFfp-]-Ø nepw thK-Ø nepw D]-tbm-Kn-°p-hm≥ km[n-

°pw.FU n-‰nwKpw t̂ m¿am-‰nß pw Ffp-∏-am-Ip-∂-Xn-\p-th≠ nF√mSqƒ_m-dnepw

tjm¿́vI v́_ ≥́kvImW p-hm≥km[n-°pw.kv{Io\n¬ImW p∂ Sqƒ_m¿t\csØ

]cn-tim-[n-®n-́p-≠m-Ipw.More commands option ¢n°vsNøp-tºmƒ\nß -fpsSB h-

iy-a-\p-k-cn-®p-ffsa\pImW p-hm≥km[n-°pw.

th¿-Uv-s{]m-kknw-Kn-s‚A Sn-ÿ m-\w-
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Fig 3-6

Fig 3-7
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3.6.3dqtfgvkv(Rulers)

dqf-dn¬kam-¥-c-am-bńpwew_-am-bńpapffkvsIbn-ep-I-fm-W p-f-f-Xv.A Xv\nß -fpsS

ssS∏vsNøp∂ ÿ e-Ø ns‚ hoXnbpw,Db-chpw A f-°pw.\nß ƒ Sm_v,am¿Pn≥

C≥U‚vF∂nhthK-Ø n¬ sNø-W -sa-¶n¬ tlmdn-tkm-≠¬kvIbn¬ D]-tbm-Kn-

°p-I.FwFkvth¿Uv2007kv{Io\n-ep-ffView Sm_vXnc-s™ -Sp-°p-I-bm-sW -¶n¬

Select/deselect & Ruler./Gridlines Hm]vj≥sNøp-hm≥Ign-bpw.

Fig 3-8

3.6.4ssS∏nwKvkv{Io≥ H_vsPIvSv

dqf-dn-t‚bpw Sqƒ_m-dn-t‚bpw Xmsg-bp-ffÿ e-Ø n-\mW vssS∏nwKvG cnb F∂v

]d-bp-∂-Xv.NneImcy-ß ƒ ssS∏nwKvG cn-bm-bpsS ÿ nc-am-bn-́p-ff m̀K-ß -fm-W v.

(F)C≥k¿t́-j≥t]mbn‚v,(_n)aukvt]mbn‚¿(kn)F‚vHm̂ vtUmIy-sa‚v

am¿°¿

F)C≥k¿j≥ t]mbn‚v:IdpØ If-dn¬ ew_-am-bn-́p-ffªn¶nwKvsse\mW v

C≥k¿j≥ t]mbn‚vF∂v]d-bp-∂-Xv.B Zyw A XvssS∏nwKvsNøp̀ mKØ ns‚

apI-fn¬ CS-Xp-h-i-Ø m-bn-cn°qw Df-f-Xv.CXvtUmIyp-sa‚n¬ G Xvÿ -e-Ø mW v

th¿-Uv-s{]m-kknw-Kn-s‚A Sn-ÿ m-\w-
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ssS∏v,sN-tø-≠-sX∂vXocp-am-\n-°pw.\nß ƒ ssS∏vsNøp-tºmƒ Cu sse≥

heXvhi-tØ °vamdn-sIm-≠ n-cn-°pw.

A ∏v,U ü ,sê v‰vA s√-¶n¬ ssd‰vB tcm{] vsNøp-∂-X-\p-k-cn®vCuªn¶nwKv

sse≥amdn-sIm-≠ n-cn-°pw.\nß ƒ I¿k¿am‰p-ItbmA s√-¶n¬ sSIvÃn¬ ¢n°v

sNøp-I-bm-sW -¶n¬ Ct∏mƒ-D-ffÿ e-Ø p-\n∂pwC≥k¿-j≥t]mbn‚vB ÿ e-

tØ °v,amdn-t°m-fpw.

_n)aukvt]mbn‚¿:ssS∏nwKvG cn-b-bn¬aukvam‰n-sIm-≠ n-cn-°p-tºmƒaukv

t]mbn‚¿ I _nw t]mse-bm-bn-cn-°pw.sa\p-_m-dn-t‚bpw Sqƒ_m-dn-t‚bpw A Sp-

tØ °vaukvam‰p-I-bm-sW -¶n¬ aukvt]m-bn‚¿t]mbn‚nwKvARROW B bńv

amdpw.\ne-hn-ep-ff HcpsSIvÃn-te°vaukvt]mbn‚¿am‰n-bńvau v¢n°vsNøp-

I-bm-sW -¶n¬ C≥k¿j≥ t]mbn‚vB ÿ e-tØ °vamdpw.

kn)F‚vHm̂ vtUmIyp-sa‚vam¿°¿:HcptUmIyp-sa‚ns‚ A h-km-\-ap-ff

kam-¥csse\mW vEnd of MarkerF∂p-]-d-bp-∂-Xv.CXvsNdnbHcpA Sn-h-c-t]m-

se-bm-W v.

3.6.5 sh¿́n-°¬ &vtlmdn-tkm-≠ ¬ kvt{Imƒ_m¿kv(scroll bars)

ssS∏nwKvG cn-bm-bpsShe-Xp-̀m-KØ vsh¿́n-°¬kvt{Imƒ_m¿Df-f-Xv.A Xn¬

Scroll_ Ẃ pwarrowbpwD≠ mIpw.H‰U ü B tcmD]-tbm-Kn®vtUmIyp-sa‚ns\

Hmtcmhcn-bm-bńvImW p-hm≥km[n-°pw.c≠vU ü B tcmD]-tbm-Kn®vA Sp-Ø -

t]Pns‚apI-fn-te°vam‰m≥Ign-bpw.ap≥]n-ep-fft]Pns‚apI-fn-te°vamd-W -sa-

¶n¬ c≠ vA ∏vB tcmD]-tbm-Kn-°-W w.sh¿́n-°¬kvt{Imƒ_´̈ D]-tbm-Kn®v

tUmIyp-sa‚n¬ apI-fnepwXmsg-bp-ambnam‰p-hm≥km[n-°pw.

ssS∏nwKvG cn-bm-bpsSXmsg-bp-ff_mdn-s\-bmW vtlmdn-tkm-≠¬kvt{Imƒ

_m¿F∂v]d-bp-∂-Xv.-Hcpkv{Io\ns‚heXp̀mK-Ø p-ffsSIvÃvImW -W -sa-¶n¬

sê v‰vB tcm_´̈ D]-tbm-Kn-°p-I.Hcpkv{Io\ns‚ CS-Xp-̀m-K-Ø p-ffsSIvÃv

ImW -W -sa-¶n¬ ssd‰vB tcm _´̈ D]-tbm-Kn-°p-I.HcptUmIyp-sa‚ns‚ CS-

Xv\n∂vhe-tØ m-s ḿ,A s√-¶n¬ Xncnt®mamd-W -sa-¶n¬tlmdn-tkm-≠¬kvt{Imƒ

_´̈ D]-tbm-Kn-°p-I.th¿Uv2007¬ view tUmIyp-sa≥kv,zoomF∂oH]vj≥kv

Xmsg-bp-ff_mdn¬ D≠ m-Ipw.
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Fig 3-9

tNmZy-ß ƒ

1. icntbmsXt‰mF∂v]d-bpI.

F) sa\p-_m-dn-ep-ffHm]vj-≥D]-tbm-Kn-°p-∂-XnepwthK-Ø n¬ tjm¿́vI v́

sa\p̂ o®-dn-ep-ffth¿UvIam‚vD]-tbm-Kn®vsNøp-hm≥km[n-°pw.

_n)sImfm]vkvUvsa\p-hn¬ F√mIam‚pwImW p-hm≥km[n°pw

kn)Show & Hide Rules D]-tbm-Kn-°p∂ Iam‚vhyq dqƒkvB W v.

U n)HcpthUvtUmIyp-sa‚n-ep-ffC≥k¿j≥ t]mbn‚vF∂v]d-bp-∂Xv

IdpØ If-dn-ep-ffsh¬ ń-°¬ ªn¶nwKvsse≥ B W v.

C) kvt{Imƒ _m¿D]-tbm-Kn-°p-∂XvHcptUmIyp-sa‚nseam¿Pn≥ hc-

bv°m-\m-W v.

2. tjm¿́vI v́sa\pImW -W -sa-¶n¬

F) aukv¢n°vsNøpI

th¿-Uv-s{]m-kknw-Kn-s‚A Sn-ÿ m-\w-
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_n)aukns‚he-Xp-_-́̈ ¢n°vsNøp-I.

kn)B Zyw ¢n°vsNøpI A Xn-\p-tijw aukns‚ heXp_´̈ ¢n°v

sNøp-I.

3. tlmdn-tkm-≠¬ kvIbn¬ D]-tbm-Kn-°p-∂Xv

F) am¿Pn≥

_n) Sm_v(tab)

kn) C≥U‚v(indent)

U n) apI-fn¬ sImSpØ F√mw.

4. th¿Uvt{]m{Kmw XpS-ß p-∂-Xn\vÃm¿́v_´̈ D]-tbm-Kn-®n-́p-ffIam‚v

G XmW v?

3.7tUmIyp-sa‚vamt\PvsNøp-∂Xv

Fig 3-10

Cuhǹm-K-Ø n¬ HcptUmIyp-sa‚ns\

D≠ m-°p-hm\pw,t\csØ D≠ m-°n-bn-́p-

fftUmIyp-sa‚ns\FSp-°m-\pw,tkhv

,sNøm-\pw,{]n‚vFSp-°m\pwI≠ p]n-Sn-

°p-hm-\p-amW vD]-tbm-Kn-°p-∂-Xv.

th¿U n¬ Hcp]pXnb tU mIyp-sa‚v

D≠ m-°p-hm\pwt\csØ Df-fXvFSp-°p-

hm\pw]ecoXn-bn¬D]-tbm-Kn-°p-∂p≠v.

HcpcoXnHm̂ okv_ śW ¢n°vsNøpI

F∂-Xm-W v.

3.7.1]pXnb tUmIyp-sa‚vD≠ m-°p-∂Xv

]pXnbtUmIyp-sa‚vXpS-ß m≥ Xmsg-bp-ffcoXnD]-tbm-Kn-°pI

1. sa\p_mdn-ep-ffNew tUmIyp-sa‚v_´̈ ¢n°vsN-øp-I.

2. Iot_m¿U n-ep-ff CTRL+NIo{] vsNøp-I.

3.7.2t\csØ DfftUmIyp-sa‚vFSp-°p-∂-Xn\v

kv{Io\ns‚ apI-fn¬ CSXvtIm¿W -dn-ep-ffHm̂ okv2007_´̈ ¢n°vsNøp-I.

Xmsg]d-bp∂ coXnD]-tbm-Kn®vHcptUmIyp-sa‚ns\FSp-°p-I.

1. sa\p-_m-dn-ep-ffOpen File_´̈ ¢n°vsNøp-I.

2 Iot_m¿U n-ep-ffCTRL+OIo{] vsNøp-I.
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3. apI-fn¬ sImSp-Ø n-cn-°p∂ c≠vcoXnD]-tbm-Kn®vHm]̈ ssU temKvt_mIvkv

ImW p-hm≥km[n°pw.̂b¬ Xnc-s™ -Sp-Ø ńvOPEN _´̈ ¢n°vsNøp-I.

3.7.3]pXnb/t\csØ DfftUmIyp-sa‚vtkhvsNøp-∂Xv

Xmsg]d-bp∂ coXn-Iƒ D]-tbm-Kn®vHcp̂ bens\

tkhvsNøp-I.

1. sa\p_mdn-ep-fftkhv_´̈ ¢n°vsNøp-I.

2. Iot_m¿U n-ep-ffCTRL+S Io{] vsNøp-I.

t\csØ tUmIyp-sa‚n\vHcpt]cvD]-tbm-Kn®vtkhv

sNbvXn-́p-s≠-¶n¬B tUmIyp-sa‚ns\tkhvsNøp-

I.̂ b¬ Hcp]pXnb tUmIyp-sa‚vB sW -¶n¬

Save As Ub-tem-Kvt_mIvkvHm]̈ B Ipw.G Xv

t̂ mƒU-dn-emW vtkhvsNtø-≠ XvA XvXnc-s™ -

Sp-°p-I.A Xn-\p-tijw b̂¬ \bnw t_mIvkn¬

tUmIyp-sa‚n≥sct]cvssS∏vsNøp-I.

HmsI_´̈ ¢n°vsNøp-I.A s√-¶n¬ Iot_m¿U n-

ep-ffCTRL  AIo{] vsNøp-I.SAVEASUb-

temKvt_mIvkn¬apI-fn¬ ]d™ coXn-bn¬ sNøp-

I.

3.7.4aƒ ń-∏nƒ tUmIyp-sa‚vsNøp-∂Xv

H∂n¬IqSp-X¬ tUmIyp-sa‚vHcpka-bØ vFSp-°p-

hm≥ km[n-°pw.A ß s\ FSpØ tUmIyp-sa‚v

F√mwVIEW Sm_n¬ ImW p-hm≥km[n-°pw.

Fig 3-12

Fig 3-11

Fig 3-12

th¿-Uv-s{]m-kknw-Kn-s‚A Sn-ÿ m-\w-
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3.7.5 tUmIyp-sa‚vkwc£ n° p∂Xv(protect) sNøp-∂Xv

\nß -fpsStUmIyp-sa‚ns\a‰p-f-f-h¿D]-tbm-Kn-°msX A Xns\ s{]ms ÍvSvsNø-

W w.

tUmIyp-sa‚vOpen sNøp-∂-Xvkwc£ n° p∂Xv.

\nß -fpsStUmIyp-sa‚vs{]ḿIvSvsNø-W -sa-¶n¬ B b̂-en\v]mtk¿UvsImSp-

°p-I.Xmsg-bp-ffhgn-Iƒ D]-tbm-Kn-°p-I.

1. Hcp̂ b¬ Hm]̈ sNøp-tºmƒ sa\p-_m-dn-ep-ffHm̂ okv_´̈  tkhv

B kvIam‚vXnc-s™ -Sp°pI.tkhv-B kvUb-temKvt_mIvkvImW p-hm≥

km[n°pw.tkhvB kvUb-temKvt_mIvkns‚ XmsgCSXvhi-Ø p≈ Sqƒkv

Sm_n-te°vI¿k¿ am‰pI.Hcpk_vsa\pImW p-hm≥km[n-°pw.

Fig 3-13

2. General Hm]vj≥kv¢n°vsNøp-I.saveUb-temKvt_mIvkvHm]̈ B Ipw.

c≠ vt_mIvkp-IƒImW m≥km[n-°pw.]mkvth¿Uvto open,]mkvth¿Uv

tomodify.

3. ]mkvth¿Uvto open t_mIvkn¬]mkvth¿UvssS∏vsNøp-I.kn]mkvth¿Uv

F∂v]d-bp-∂Xv15 A £ -c-ß ƒ hsc-bm-Imw.A Xn¬ set‰-gvkv,A °-ß ƒ,

kvt]k-kv,knº¬kvF∂nhD≠ m-Imw.th¿U n¬ A XvB kvsS-do-kvIv(*)

B bn-́mW vImW n°p-∂-Xv.
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4. HmsI _´̈ ¢n°vsNøp-I.I¨ t̂ w

]mkvth¿UvUb-temKvt_mIvkvImW p-

hm≥ km[n-°pw.-t\-csØ sImSpØ

]mkvth¿U v HcpXh-W -IqSnssS∏v

sNøp-I.A Xn-\p-tijw I¨ t̂ w

]mkvth¿UvUb-temKvt_mIvkn-ep-ff

HmsI_´̈ ¢n°vsNøp-I.A Xn-\p-

tijwtkhvUb-temKvt_mIvkn-tebpw

skhvB kvUb-temKvt_mIvkn-sebpw

HmsI_´̈ ¢n°vsNøp-I.

Fig 3-14

5. \nß ƒ ho≠ pw B b̂¬ Hm]̈ sNøp-I-bm-sW -¶n¬ ]mkvth¿UvtNmZn-

°pw.]mkvth¿UvsImSp-°msX Hm]̈ sN-øm≥km[n-°n-√.]mkvth¿UvsIbvkv

sk≥kn-‰ohvB W v.X Y Z(Im-]n-‰¬)Dw x y z(kvtamƒ se‰¿) c≠vhyXykvX

]mkvth¿Um-W v.

HcptUmIyp-sa‚ns\ Read Only B bńvs{]ms ÍvSvsNøp-∂Xv

\nß -fpsS tUmIyp-sa‚ns\ s{]ms ÍvSvsNøm≥ XmsgsImSp-Ø n-cn-°p∂ coXn-

bn¬ sNøp-I.

1. Hcp b̂¬ Hm]̈ sNøp-tºmƒ

sa\p_mdn-ep-ffHm̂ okv_´̈

 skhvB kvIam‚vXnc-™ -Sp-

°p-I.save as Ub-temKvt_mIvkv

ImW p-hm≥ km[n-°pw.tkhv

B kvU b-temKvt_mIvkns‚

XmsgCSXvhi-Ø p-ff Sqƒkv

Sm_n-te°vI¿k¿am‰p-I.A Xn¬

¢n°vsNøp-I.Hcpk_vsa\p

ImW p-hm≥km[n-°pw.

2. General Hm]vj-\n¬ ¢n°vsNøp-I.

Save Ub-temKvt_mIvkvImW p-

hm≥ km[n-°pw Cu U b-temKv
Fig 3-15

th¿-Uv-s{]m-kknw-Kn-s‚A Sn-ÿ m-\w-
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t_mIvkns‚CS-Xp-h-i-Ø p-ffRead only recommended sN°vt_mIvkv

ImW p-hm≥km[n-°pw.

3. B sN°vt_mIvkn¬ ()sNøp-I.A Xn\p-tijw tkhvU b-temKv

t_mIvknepwtkhvB kvUb-temKvt_mIvkn-tebpw HmsI_´̈ ¢n°v

sNøp-I.\nß ƒ A SpØ XhW tU mIyp-sa‚vHm]¨ sNøp-tºmƒ

]mkvth¿UvvsImSp-Ø p-I-gn-bp-tºmƒ ‘Open as read only’F∂vImW mw.\nß ƒ

Fs¥-¶nepwtUmIyp-sa‚n¬ am‰whcp-Ø p-I-bm-sW -¶n¬ A XvtkhvsNøp-

hm≥km[n-°n-√.A Xn-\p-]-Icw ‘This file is read only’ F∂ satkPvImW p-

hm≥ km[n°pw.Fs¥-¶nepwam‰-ß ƒtUmIyp-sa‚n¬ hc-W -sa-¶n¬ read

only recommendedt_mIvknsesN°vam¿°vam‰p-I.

]mkvth¿Uvam‰p-∂-Xn\v

apºvsImSpØ ]mkvth¿Uvvam‰p-∂-Xn-\p-th≠ ntkhvUb-temKvt_mIvkn-ep-ff

pass word to open t_mIvkn¬ ]mkvth¿UvvssS∏vsNøp-I.A Xn-\p-tijw]pXnb

]mkvth¿Uvvpassword to modify t_mIvkn¬ sImSp-°p-I.

HcptUmIyp-sa‚ns\ track changes, comments, forms B bnvs{]ms ÍvSv

sNøp-∂Xv

\nß -fpsStUmIyp-sa‚va‰p-f-f-h¿hne-bn-cp-Ø p-tºmƒB tUmIyp-sa‚nseImcy-

ß ƒIqSp-X¬\∂m-°m≥km[n-°pw.hne-bn-cp-Ø p-∂-h¿icn-°p-fftUmIyp-sa‚ns\

am‰msX A ǹ-{]m-b-ß ƒ Isa‚vkvB bńv]d-bpw.

Fig 3-16

Track changes : Review Sm_n-ep-fftrackingk_vSmkvIvtUmIyp-sa‚ns\am‰m≥

IgnbpwF√mam‰-ß fpw ssl sse‰vsNbvXp-Im-W n-°pw.
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3.7.6tUmIyp-sa‚vFind sNøp∂Xn\v

\nß -fpsS b̂-ens‚t]cvad-∂p-t]m-sb-¶n¬B t]cns‚Ipd®vA £ -c-ß ƒam{Xsa

Hm¿Ω-bp-f-fp-sh-¶n¬ Hm]¨ Ub-temKvt_mIvkvFSp-°p-I.th¿Uv\nß -fpsS

b̂¬ G Xvt̂ mƒU-dn-em-sW ∂vA t\y-jn-°pw.DZm-l-c-W -Ø n\v\nß -fpsS b̂-

ens‚t]cvB \ph¬t]∏¿F∂m-sW -¶n¬ B \p-h¬ F∂vssS∏vsNøp-I.̂b¬

I≠ p-]n-Sn-°p-∂-Xn\vXmsg]d-bp∂ hgn-I-fn¬ D]-tbm-Kn-°p-I.

1. sa\p-_m-dn-ep-ffOffice button Open Iam‚vXnc-s™ -Sp-°p-I.Hm]̈ Ub-

temKvt_mIvkvImW p-hm≥km[n-°pw.

2. Look-In t_mIvkn¬\nß -fpsS b̂¬ G Xvt̂ mƒU-dn-emtW mA Xn¬¢n°v

sNøpI.File Name t_mIvkn¬ b̂-ens‚t]cns‚Ipd®vA £ -c-ß ƒssS∏v

sNøp-I.\nß ƒ ssS∏vsNbvX A £ -c-ß ƒ b̂-ens‚ t]cns‚ B ZysØ

A £ -c-am-sW -¶n¬ File Name t_mIvkn¬ B t]cvImW p-hm≥km[n-°pw.

tUmIyp-sa‚vFSp-°p-∂-Xn-\p-th≠ nHm]¨ ¢n°vsNøp-I.

3. \nß -fpsS b̂-ens‚ t]cvFile Name t_mIvkn¬ Cs√-¶n¬ Hm]̈ Ub-

temKvt_mIvkns‚apI-fn¬he-Xp-̀m-KØ vSqƒkvSm_n-te°vI¿k¿am‰p-I.

F√m̂ bens‚t]cpw File Name-t_m-Ivkn¬ ImW m≥]‰pw.-c≠v{]miyw

B File Name¬¢n°vsNøp-I.A s√-¶n¬ File Name Xnc-s™ -Sp-°p-I.-Find

Ub-temKvt_mIvkn-ep-ffHm]̈ ¢n°vsNøp-I.

Fig 3-17

th¿-Uv-s{]m-kknw-Kn-s‚A Sn-ÿ m-\w-
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3.7.7HcptUmIyp-sa‚vt¢mkvsNøp-∂Xv

HcptUmIyp-sa‚vt¢m vsNøp-hm≥sa\p-_m-dn-ep-ffHm̂ okv_´̈ CloseIam‚v

¢n°vsNøp-I.A s√-¶n¬ Sqƒ_mdn-ep-ffclose sF°¨ ¢n°vsNøp-I.

3.8tUmIyp-sa‚v{]n‚vsNøp-∂Xv

HcptUmIyp-sa‚v{]n‚vsNøp-tºmƒ {]n‚vUb-temKvt_mIvkn¬ XmsgsImSp-

Ø n-cn-°p∂ Hm]vj≥kvD≠ v.

1. {]n‚dns‚ t]cv(H-∂n¬ IqSp-X¬ {]n‚p-Iƒ Ds≠-¶n¬)

2. Properties button {] vsNøp-tºmƒ t]∏-dns‚ skkv,Hmdn-b-t‚-j≥,sdk-

eyq-j≥(resolution)F∂nhXnc-s™ -Sp-°pI.

3. F√mtUmIyp-sa‚pw Hcpt]Pvam{X-am-bńv{]n‚vsNøp-hm≥km[n-°pw.

4. {U m̂ v‰v-tIm∏n{]n‚vsNøp-I.A Xv{Km̂ nIvkns\ Hgnhm°nthK-Ø n¬

{]n‚vsNøpw.

5. {]n‚vsNtø≠ \º¿Hm̂ vtIm]okv

Fig 3-18
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3.8.1HcptUmIyp-sa‚v{]n‚vsNøp-∂Xv

HcptUmIyp-sa‚vA s√-¶n¬ Xnc-s™ -SpØ t]Pp-Iƒ{]n‚vsNøm≥XmsgsImSp-

Ø n-cn-°p∂ coXn-Iƒ D]-tbm-Kn-°p-I.

1. {]n‚vsNøm-\p-fftUmIyp-sa‚vHm]̈ sNøp-I.

2. sa\p-_m-dn-ep-ffHm̂ okv_´̈  {]n‚vIam‚vXnc-s™ -Sp-°p-I.{]n‚v

Ub-temKvt_mIvkvImW p-hm≥km[n-°pw.{]n‚,vtd© v,tIm∏n-I-fpsSFÆw,

{]n‚-dns‚ t]cvF∂nh Xnc-s™ -Sp-°p-I.{]n‚¿ Hm̈ B °p-Ibpw

t]∏¿t{Sbn¬ t]∏¿Dt≠ mF∂v]cn-tim-[n-°pI.

3. HmsI_´̈ ¢n°vsNøp-I.

3.8.2hyXy-kvX-amb t]∏¿skkp-I-fn¬ tUmIyp-sa‚v{]n‚vsNøp-

∂Xv

\nß ƒ G sX-¶nepw t]∏¿skkn-em-bn-cn°pw tUmIyp-sa‚vD≠m°n-bn-cn-°p-∂-Xv.

s]mXp-hm-bn-́p-fft̂ m¿am‰vam‰msX \nß ƒ°vHcptUmIyp-sa‚ns\]et]Pvskkp-

I-fnepwH∂n¬ IqSp-X¬ t]Pp-I-fnepw{]n‚vsNøp-hm≥km[n-°pw.CXvzoom D]-

tbm-Kn®vsNøp-hm≥km[n-°pw.

hyXy-kvX-ambt]∏¿skkp-I-fn¬ {]n‚vsNø-W -sa-¶n¬ XmsgsImSp-Ø n-cn-°p∂

coXn-bn¬ sNøp-I

1. {]n‚vsNøm-\p-fftUmIyp-sa‚vHm]̈ sNøpI

.2 sa\p-_m-dn-ep-ffHm̂ okv_´̈ {]n‚vIam‚vXnc-s™ -Sp-°p-I.{]n‚v

Ub-temKvt_mIvkvImW p-hm≥km[n-°pw.{]n‚,vtd© v,tIm∏n-I-fpsSFÆw,

{]n‚-dns‚ t]cvF∂nhXnc-s™ -Sp-°p-I.

3. {]n‚vU b-temKvt_mIvkn¬ kqans‚ A Sn-bn¬ kvIbn¬ Sp

t]m∏¿sskkn¬\n∂pw B h-iy-ap-fft]∏¿skkvXnc-s™ -Sp-°p-I.

4. HmsI_´̈ ¢n°vsNøp-I.

3.8.3HcptUmIyp-sa‚ns‚ ]e-t]-Pp-Iƒ Hcpt]∏-dn¬ {]n‚vsNøp-

∂Xv

1. {]n‚vsNøm-\p-fftUmIyp-sa‚vHm]̈ sNøp-I.

th¿-Uv-s{]m-kknw-Kn-s‚A Sn-ÿ m-\w-
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.2 sa\p-_m-dn-ep-ffHm̂ okv_´̈  {]n‚vIam‚vXnc-s™ -Sp-°p-I.{]n‚v

Ub-temKvt_mIvkvImW p-hm≥km[n-°pw.{]n‚,vtd© v,tIm∏n-I-fpsSFÆw,

{]n‚-dns‚ t]cvF∂nhXnc-s™ -Sp-°p-I.

3. {]n‚vUb-temKvt_mIvkn¬ kqans‚ A Sn-bn¬ t]Pvt]∏¿jo-‰n¬\n∂pw

B h-iy-ap-fft]∏¿skkvXnc-s™ -Sp-°p-I.

4. HmsI_´̈ ¢n°vsNøp-I.

3.9FIvkn‰vth¿Uvt{]m{Kmw

th¿Uvt{]m{Km-an¬\n∂vIzn‰vsNøm≥sa\p-_m-dn-ep-ffHm̂ okv_´̈ FIvkn‰v

Iam‚vXnc-s™ -Sp-°p-I.

3.10Iot_m¿Uvtjm¿́vI v́

Nnetjm¿́vI v́IoB W vXmsgsImSp-Ø n-cn-°p-∂-Xv.

b̂¬ Hm]̈ sNøp-∂Xv ˛ CTRL+0

]pXnb b̂¬ ˛ CTRL+N

b̂¬ t¢mkvsNøp-∂Xv ˛ CTRL+W

tkhvB kv ˛ F12

tkhv ˛ CTRL+S, Shift+F12

{]n‚v{]nhyp ˛ CTRL+F2

{]n‚v ˛ CTRL+P

tjm/ssl Uv]mc-{Km̂ vknº¬kv ˛ CTRL+*

kvs]√nw-Kpw,hymI-c-W hpw ˛ F7

sl ¬]v ˛ F1

ss ≥̂U v(Find) ˛ CTRL+F

dosπbvkv(replace) ˛ CTRL+H

Go to --̨ CTRL+G

-apgp-h≥tUmIyp-sa‚vXnc-s™ -Sp-°p-∂-Xn\v ˛ CTRL+A
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Hcpsse\ns‚ XpS°w Xnc-s™ -Sp-°p-∂-Xn\v ˛ Shift+Home

Hcpsse\ns‚ A h-km\w Xnc-s™ -Sp-°p-∂-Xn-\v ˛ Shift+ end

Hcpsse\ns‚ XpS-°-Ø n¬ Xnc-s™ -Sp-°p-∂-Xn-\v̨ Home

Hcpsse\ns‚ A h-km\w t]mIp-∂-Xn-\v ˛ END

HcptUmIyp-sa‚ns‚ XpS-°-Ø n¬ t]mIp-∂-Xn-\v ˛ CTRL+ Home

HcptUmIyp-sa‚ns‚ A h-km\w t]mIp-∂-Xn-\v ˛ CTRL+ End.

Cut ˛ CTRL+X

tIm∏n ˛ CTRL+C

Paste ˛ CTRL+V

Undo ˛ CTRL+Z

Redo ˛ CTRL+Y

t̂ m¿am‰vt]bn‚¿ ˛ CTRL+SHIFT+C

left A ssesa‚v ˛ CTRL+L

sk‚¿A sse-sa‚v ˛ CTRL+E

rightA sse-sa‚v ˛ CTRL+R

Justified ˛ CTRL+J

apºn-ep-ffhm°vIf-bm≥ ˛ CTRL

t_°vkvs]bvkv

_pf-f-‰UvenÃvD≠ m-°p-∂Xv ˛ CTRL+SHIFT+L

C≥U‚v(Indent) ˛ CTRL+M

t]Pvt{_°vsNøp-∂Xv ˛ CTRL+Enter

Font s b̂vkv ˛ CTRL+SHIFT+F

Font sskkv ˛ CTRL+SHIFT+P

Bold ˛ CTRL+B

th¿-Uv-s{]m-kknw-Kn-s‚A Sn-ÿ m-\w-
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C‰m-enIvkv(italics) ˛ CTRL+I

A ≠ ¿sse≥(under line) ˛ CTRL+u

U_nƒ A ≠ ¿sse≥ ˛ CTRL+SHIFT+D

word A ≠ ¿sse≥ -̨ CTRL+SHIFT+W

henb A £ cw ˛ CTRL+SHIFT+A

sIbvkvam‰p-∂-Xn\v ˛ SHIFT+F3

k_vkv{In]v‰v ˛ CTRL+=

kq∏¿kv{In]v‰v ˛ CTRL+SHIFT+=

ssl ∏¿en¶v ˛ CTRL+K

A SpØ sk√n-te°vt]mIp-∂Xv ˛ Tab

ap≥]n-ep-ffsk√nte°vt]mIp-∂Xv ˛ SHIFT+ Tab

tImf-Ø ns‚ XpS°w t]mIp-∂Xv ˛ ALT+Page up

tImf-Ø ns‚ XpS°w ssl sse‰vsNøp-∂Xv ˛ ALT+SHIFT+ Page up

tImf-Ø ns‚ A h-km\w t]mIp-∂Xvv ˛ ALT+Page Down

tImf-Ø ns‚ A h-km\w ssl sse‰vsNøp-∂Xv ĄLT+SHIFT+Page Down

HcprowbpsS XpS-°-Ø n\v ˛ ALT+Home

HcprowbpsS A h-km-\-Ø n\v ˛ ALT+End

row bpsS A h-km\w ssl sse‰vsNøp-∂Xv ˛ ALT+SHIFT+End

tImfw t{_°v ˛ CTRL+SHIFT+Enter

tIm]nssd‰v(copy right) ˛ ALT+CTRL+C

XobXnIńp-∂Xv ˛ ALT+SHIFT+D

q̂́vt\ḿvkv ˛ ALT+CTRL+F

Show/Hide ˛ CTRL+SHIFT+8

+D]-tbm-Kn-®n-cn-°p-∂XvF√mIoIfpw Hcp-an®v{] vsNøp-∂-Xn-\p-th≠ n-bm-W v.
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tNmZy-ß ƒ

5. Hcp]pXnbtUmIyp-sa‚vHm]̈ sNøp-hm≥D]-tbm-Kn-®n-cn-°p∂ tjm¿́vI v́

IoIƒ Fs¥m-s°-bmW v?

6. tkhvsNøm≥ sa\p-_m-dn¬ D]-tbm-Kn-°p∂ Iam≥UvG Xm-W v.

F) ]pXn-b-̂-b¬ _n)t\csØ Dff b̂¬

7. HcptUmIyp-sa‚v]et]∏¿sskkp-I-fn¬{]n‚vsNøm-\p-ffhgn-IƒFs¥m-

s°-bmW v?

8.icntbmsXt‰mF∂vFgp-Xp-I.

F) c≠ vtUmIyp-sa‚vamdnamdnD]-tbm-Kn-°p-hm≥hnt‚msa\p\nß sfA \p-h-

Zn-°pw.

_n)dnhyqthgvkn\vHcp̂ b-ens\kwc-£ n-°m≥]mkvth¿UvsImSp-t°≠ B h-

iy-an-√.

kn)s{]mPIvSvtUmIyp-sa‚vUb-temKvt_mIvkn-ep-ff{SmIvUvsNbv© kvIam‚v

Xnc-s™ -Sp-°p-I-bm-sW -¶n¬a‰p-f-f-hsctUmIvsa‚vam‰p-hm≥A \p-h-Zn-°n-√.

3.12tNmZy-ß ƒ

1. dqf-dns‚ c≠ vD]-tbm-K-ß ƒ Fgp-XpI?

2. F¥mW vaukvt]mbn‚¿?

3. F¥mW vF‚vHm̂ vtUmIyp-sa‚v am¿°¿?

4. HcptUmIyp-sa‚ns‚ t]cvam‰m-\p-ffhgn-Iƒ Fs¥m-s°-bmW v?

5. HcptUmIyp-sa‚ns\kwc-£ n-°m-\p-ffhgn-Iƒ Fs¥m-s°-bmW v?

6. Hcp]mkvth¿UvFß s\am‰m≥km[n°pw?

7. Hcpt]∏-dn¬ HcptUmIyp-sa‚ns‚ ]et]Pp-Iƒ-F-ß s\{]n‚vsNømw?

8 {]n‚vUb-temKvt_mIvkn-ep-ff3Hm]vj≥kvFs¥m-s°-bmW v?

th¿-Uv-s{]m-kknw-Kn-s‚A Sn-ÿ m-\w-
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3.13 ôU v_m°v

F) icn

_n)sX‰v

kn)icn

U n)icn

C) sX‰v

2.(_n)

3.(Un)

4.t{]m{Kmw ssat{Im-tkm̂ v‰vth¿Uv

5.CTRL+N

6.F)File  save as

_n)File  save

7.Scale to paper size \n∂pwB h-iy-ap-fft]∏¿sskkvXnc-s™ -Sp-°p-I.

A Xn-\p-tijw HmsI ¢n°vsNøp-I.

8.(F)icn

_n)sX‰v

kn)sX‰v
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4

t̂ m¿am-‰nwKvtUmIyp-sa‚vkv

4.1B apJw

Cu]mT-Ø n¬ sSIvÃns\ssS∏vsNøm\pw,FUn‰vsNøm\pw,tIm∏nsNøm\pw,

_p≈-‰vkv,A °-ß ƒD≠ m-°p-hm\pw,Hcpÿ eØ p\n∂vthsdmcpÿ e-Ø n-te°v

am‰p-hm\pw,at\m-l-c-am-bńvkvss‰¬ sNøm\pw,kvs]√nwKv,{Kma¿F∂nhsNøp-

∂XpwFß -s\-bm-sW -∂mW v]d-bp-∂-Xv.at\m-l-c-ambtUmIyp-sa‚vCut̂ m¿am-

‰nwKvfeaturesD]-tbm-Kn®vD≠m-°m≥km[n-°pw.th¿Uv2007¬Iptd-b-[nIwt̂ m¿am-

‰nwKvHm]vj≥kvD≠ v:aƒ ń-∏nƒ ssS∏vt̂ k-kv,t]mbn‚vsskk-kv,Iymc-IvS¿

kvss‰-en¬ D≈ t_mƒUv,C‰m-en-Iv,t\m¿Ω¬,knwKnƒ,U_nƒkvt]k-kv,A ≠ ¿

sse≥,k_vkv{In-]v‰v,kq∏¿kv{In]v‰v,]mc-{Km̂ vt̂ m¿am‰vkv.A Xm-bXvkvt]knw-

Kv,A sse≥sa≥Uv.

4.2e£ y-ß ƒ

Cu]mT-̀mKw XpS-ß p-∂-Xn\papºvIpd®vImcy-ß ƒ A dn-™ n-cn-°W w

* sSIvÃvt{]mk-knwKvSn]vkv

* kvs]√nw-Kv,{Kma¿ ôt®gvkv

* Iymc-IvS¿,]mc-{Km̂ vt̂ m¿am‰vkv

* t]Pvt̂ m¿am-‰nwKv

* _p≈ ‰vkv,A °ß fpsSenÃv

4.3sSIvÃvFß s\ D]-tbm-Kn°mw

th¿Uv2007D]-tbm-Kn-°p-tºmƒ\Ωƒ]Tn-®n-cn-t°≠ NneB i-b-ß ƒ CsXm-°-

bmW v:sa\p̂ vtfm,Iam≥Uvkv.th¿Uv2007¬XpS-ß p-tºmƒXmsg]d-bp∂ sa\p

tam\n-́-dn¬ ImW mw.

Fig. 4.1
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4.3.1sSIvÃvssS∏nwKv

HcpsSIvÃvssS∏vsNøp-hm≥ sSIvÃvG cn-b-bn¬ ssS∏vsNbvXvXpS-ß p-I.

sSIvÃvssS∏vsNøp-tºmƒHcpªn¶nwKvI¿k¿ImW m≥]‰pw.CXvCSXp\n∂pw

he-tØ °vam‰m≥]‰pw.ssS∏vssd‰-dn-ep-≈ Xpt]mseHmtcm{]mh-iyhpwsse\ns‚

A h-km\wF‚¿Io{] vsNtø≠ B h-iy-an-√.Iymc-IvS¿kzbwA SpØ sse\n-

te°vamdn-t°m-fpw.A SpØ ]mc-{Km̂ vXpS-ß p-∂Xphscth¿UvsSIvÃvdm∏v(A -

SpØ sse\n-te°vamdp-∂-Xv)XpS¿∂psIm≠ n-cn-°pw.Ct∏mƒ ssS∏vsNbvXp

sIm≠ n-cn-°p∂ ]mc-{Km-̂ns‚ A h-km\w F‚¿Io{] vsNøp-tºmƒ A SpØ

]pXnb]mc-{Km̂ vXpS-ß p-hm≥km[n-°pw.

4.3.2sSIvÃvC≥tk¿́vsNøp-∂-Xv.

\ne-hn-ep≈ HcptUmIyp-sa‚n¬sSIvÃvC≥tk¿́vsNøm≥Xmsg]d-bp∂ coXn-bn¬sNøp-I.

1.Iot_m¿U n¬ D≈ B tcm_´̈ am‰p-tºmƒA s√-¶n¬aukns‚CSXv_´̈

¢n°vsNøp∂ ÿ eØ vsSIvÃvC≥tk¿́vB Ipw.CXvIot_m¿Uvtjm¿́vI v́D]-

tbm-Kn®vsNøp-hm≥km[n-°pw.

* Hcpsse\ns‚ XpS-°-Ø n¬ - Home

* Hcpsse\ns‚ A h-km-\-Ø n¬ -End

* HcptUmIyp-sa‚ns‚XpS-°-Ø n¬ -Ctrl+Home

* HcptUmIyp-sa‚ns‚ A h-km-\-Ø n¬ -Ctrl+End

2. C≥tk¿́vsNøm≥ B {K-ln-°p∂ sSIvÃvssS∏psNøp-I.

4.3.3kvt]kv_m¿,Sm_vkv

hm°p-IfpwhmIy-ß fpw XΩn¬ th¿Xn-cn-®n-cn-°p-∂Xvkvt]kv_m¿D]-tbm-Kn-®n-

ḿ-W v.Hcpsse\ns‚ CS°vC≥tk¿j≥t]mbn‚vam‰m≥kvt]kv_m¿D]-tbm-

Kn-°-cp-Xv.A Xns\kvt]knwKvFt{ImkvF sse≥F∂mW v]d-bp-∂-Xv.kvt]kv

_m¿{] vsNøp-I-bm-sW -¶n¬ IqSp-X¬kvt]kkvD≠ m-Ipw.A Xv]n∂oSvambvNv

If-tb≠ nhcpw.-tImfwD≠ m-°p-hm≥kvt]kv_m¿D]-tbm-Kn-°-cp-Xv.A Xn\vTab

IoB W vD]-tbm-Kn-t°-≠-Xv.

4.3.4]mc-{Km̂ vam¿t°gvkv(Paragraph markers)

\nß -fpsS tUmIvsa‚n¬ D]-tbm-Kn-®n-́p≈ kvt]k-kv,Sm_vkv,dnt́ ¨kv

F∂nhFfp-∏-Ø n¬ ImW -W -sa-¶n¬ Fs¥-¶nepwssS∏vsNø-W w.A Xn\vth≠ n

Ãmt‚¿UvSqƒ_mdn-ep≈ Show/Hide _´̈ ¢n°vsNbvXm¬ am¿t°gvkvIńpw.
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ho≠ pwB am¿°-dn¬ Hcp{]mhiywIqSn¢n°vsNøp-I-bm-sW -¶n¬ A XvHfn-∏n-

°p-hm\pw km[n-°pw.

4.3.5 ske-IvSnwKv(ssl-sse-‰nwKv)sSIvÃv

sSIvÃns‚Fs¥-¶nepw khntijX am‰-W -sa-¶n¬ B Zywssl sse‰vsNø-

W w.sSIvÃvskeIvSvsNøp-∂-Xn\pth≠ nsSIvÃns‚ B h-iy-ap≈ m̀K-Ø ns‚

apI-fn¬aukns‚CSXv_´̈ {]kvsNbvXvsIm≠ v{UmKvsNøp-IA s√-¶n¬Io

t_m¿U n-ep≈ jn̂ v‰vIo{]kvsNbvXpsIm≠ vB tcm_´̈ D]-tbm-Kn-°p-I.

CXn\pth≠ nXmsg]d-bp∂ tjm¿́vI v́kvD]-tbm-Kn-°p-I.

Fig. 4.2

a. Hcphm°v ˛B hm°ns‚ A IØ vc≠ p{]mhiyw¢n°vsNøp-I.

b. Hcp]mc-{Km̂ v̨ B ]mc-{Km-̂ns‚ A IØ vaq∂v{]mhiyw¢n°vsNøp-I.

c. H∂n¬ IqSp-X¬ hm°p-Ifpw h̨m°p-I-fpsSapI-fn¬aukvD]-tbm-Kn®v{UmKv

sNøpI sse\p-Ifpw A s√-¶n¬ sse\p-Ifpw jn̂ v‰vIo{] vsNbvXv

sIm≠ vB tcmIoD]-tbm-Kn-°p-I.

d. HcptUmIyp-sa‚v s̨a\p_mdn-ep≈ Editv Select allIam‚vD]tbm-Kn-

°pIA s√¶n¬ Ctrl+A Io{] vsNøp-I.

e. ske-£ ≥If-bp-∂-Xn\pth≠ nt]Pn¬ skeIvSvsNømØ G sX-¶nepw

m̀KØ vaukvD]-tbm-Kn®v¢n°vsNø-W w A s√-¶n¬ Iot_m¿U n-ep≈

B tcmIo{] vsNøW w.

4.3.6 sSIvÃvambv®pIf-bp-∂hn[w

Iot_m¿Un-ep≈ _m°vkvs]bvkv,DeleteIosSIvÃvambv®pIf-bp-∂-Xn\pth≠ n

D]-tbm-Kn-°mw._m°vkvs]bvkvIoD]-tbm-Kn®vI¿k-dns‚CS-tØ -°p≈ sSIvÃv

ambv®pIf-bp-hm\pw,Delete IoD]-tbm-Kn®vhe-tØ -°p≈ sSIvÃvambv®pIf-bp-

hm≥km[n-°pw.Iptd-b-[nIwsSIvÃp-Iƒambv®pIf-b-W -sa-¶n¬B Zywssl sse‰v

sNøp-I.A Xn\vtijwDeleteIo{] vsNøp-I.

t̂ m-¿-am-‰nw-Kv-tUm-Iyp-sa‚v-kv-
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4.3.7sSIvÃvam‰p∂-hn[w

A \m-h-iy-amb sSIvÃvambv®vIf-bp-hm\pw,C≥tk¿j≥ t]mbn‚vs]mkn-

j≥sNøm\pwsSIvÃvam‰p-hm-\p-ap≈ hgn-I-sf√mwHcp-an-®mW vth¿U n¬ sNøp-∂-

Xv.sSIvÃvam‰p-∂-Xn\pth≠ nXmsg]d-bp∂ hgn-Iƒ D]-tbm-Kn-°p-I.

1.B Zyw sSIvÃvXnc-s™ -Sp-°p-I.

2.]pXnb sSIvÃvssS∏vsNbvXvXpS-ß p-I.B Zyw Xnc-s™ -SpØ

sSIvÃns‚ ÿ m\Ø v]pXnb sSIvÃvD≠ m-Ipw.

A s√-¶n¬ Xnc-s™ -SpØ sSIvÃvDelete IoD]-tbm-Kn®vambv®vIf-bp-I.A Xn\v

tijw]pXnb sSIvÃvssS∏vsNøp-I.

4.3.8¢n° v,ssS∏v

Hcpt]Pn¬ B h-iy-ap≈ ÿ eØ vsSIvÃns\ C≥tk¿́vsNøm≥ ]‰pw.

B Zyw c≠ v{]mhiyw ¢n°vsNøpI A Xn\vtijw ssS∏nwKvXpS-ß p-I.¢n°v

B ‚vssS∏vIqSp-XepwD]-tbm-Kn-°p-∂XvtS_n-fn¬ C≥sk¿́vsNøm\pw,tUmIyp-

sa‚n¬ iq\y-ambÿ eØ vNm¿́pw,{Km̂ nIvkpwC≥sk¿́vsNøm-\p-am-W v.

4.3.9sSIvÃvt̂ m¿am-‰nwKv

t̂ m¿am-‰nwKvSqƒ _m¿D]-tbm-Kn-®mW vsSIvÃns‚ khntijX am‰p-∂-Xv.

kv{Io\n¬ Sqƒ_m¿ImW m≥]‰p-∂n-s√-¶n¬ Home Sm_vskeIvSvsNøp-I.Cu

Home Sm_n¬ B h-iy-am-bn-́p≈ t̂ m¿am-‰nwKvIam≥UvkvA Xm-bXvFont, para-

graph D≠ m-bn-cn-°p-∂-Xm-W v.

Fig. 4.3

• Font Face ˛hm°p-I-fpsS A Sn-ÿ m\ ssS∏vs^bvkvF∂v]d-bp-∂Xv

t̂ m≠ vB W v.ssSwkv\yqtdma≥A s√-¶n¬ G cn-b¬ F∂ t̂ m≠ v̂ man-

en-bn¬ \n∂mW vt̂ m≠ vhcp-∂-Xv.Hmtcm^man-en°pw Hmtcm
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A £ cß ƒ°pw -s\bpw t̂ m¿am‰v sNøp-hm-\p≈ hgn-Iƒ D≠ v.F√m

t̂ m≠ vkpw ImW p-∂-Xn\pth≠ nt̂ m≠ pt̂ m¿am-‰nwKvsa\p-hn¬

t̂ m≠ vs\bn-w t_mIvknseheXvB tcmsb ¢n°vsNøp-I.B h-iy-

ap≈ t̂ m≠ vaukvD]-tbm-Kn®v¢n°vsNøp-I.

• Font Size t̨̂ m≠ vsskkvA f-°p-∂Xvt]mbn‚vkn-emW v(C-© ns‚1/72).

t̂ m≠ vt̂ m¿am-‰nwKvsa\p-hn¬ t̂ m≠ vsskkvt_mIvkvD≠m-Ipw.A Xns‚

ssh‰v m̀KØ v¢n°vsNø-W w.A s√-¶n¬ t̂ m¿am-‰nwKvSqƒ _mdn-se

t_mIvkn-ep≈ heXvB tcmsl U n¬ ¢n°vsNøp-I.A Xn¬ F√mt̂ m≠ v

sskkpw ImW m≥ ]‰pw.B sskkn¬ ¢n°vsNøp-I.t̂ m≠ vsskkv

10A s√-¶n¬ 12B W v]mc-{Km-̂n¬ D]-tbm-Kn-°p-hm≥ \√-Xv.

• Font Style ˛t̂ m≠ vssÃ¬ F∂p]d-bp-∂XvsSIvÃns\ t_mƒU v,

C‰m-enIv,A ≠ ¿sse≥ sNbvXvkv{Io\n¬ ImW m≥km[n-°pw.

• Allignment H̨cpt]Pns‚CS-Ø v,\Sp-°v,heØ v̀mKØ vsSIvÃns\A Sp°n

hbv°m≥km[n°pw.

• \tº¿UvB ‚v_p≈-‰UvenÃvkv̨ Cu]mT-Ø n¬ ]n∂oSvCXn-s\-∏‰n]d-

bp-∂p-≠v.

• Increase/decrease indent H̨cpt]Pns‚sskUvD]-tbm-Kn®vC≥sU-s‚-j≥

am‰m≥km[n-°pw.

• HúvsskUvt_m¿U ¿̨ sSIvÃvske-£ -\n¬t_m¿U¿D]-tbm-Kn-°phm≥km[n-

°pw.

• ssl sse‰vIf¿ s̨SIvÃvske-£ -\n-ep≈ If¿am‰p-∂-Xn\pth≠ n-bmW v

CXvD]-tbm-Kn-°p-∂-Xv.A h-km\wD]-tbm-Kn®If-dmW v_ -́W n¬ ImW p-

∂-Xv.thsd HcpIf¿thW -sa-¶n¬ _´̈ s‚ A Sp-Ø p≈ ]S-Ø n¬ ¢n°v

sNøp-I.

• sSIvÃvIf¿˛sSIvÃns‚ If¿am‰p-∂-Xn-\mW vCXvD]-tbm-Kn-°p-∂-Xv.

thsdHcpIf¿thW -sa-¶n¬ _´̈ s‚ A Sp-Ø p≈ Cta-Pn¬ ¢n°vsNøp-I.

Font Ub-temKvt_mIvkv

sSIvÃns\t̂ m¿am‰vsNøp∂XvHome  Font formating sa\pD]-tbm-Kn-®n-

ḿ-W v.Iptd-b-[nIw ske-£ -\n-ep≈ sSIvÃvt̂ m¿am‰vsNøp-hm≥ t̂ m≠ vUb-

temKvt_mIvkvB W vD]-tbm-Kn-°p-∂-Xv.Home Font ¢n°vsNøp-tºmƒt̂ m≠ v

Ub-temKvt_mIvkvIńpw.

t̂ m-¿-am-‰nw-Kv-tUm-Iyp-sa‚v-kv-
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Fig. 4.4

t̂ m¿am‰vs]bn‚¿

¢n]vt_m¿Uvsa\p-hns‚XmsgHome Sm_n-emW vt̂ m¿am‰vs]bn‚¿D≈-

Xv.CXvsSIvÃvt̂ m¿am‰vsNøm-\mW vD]-tbm-Kn-°p-∂-Xv.DZm-l-c-W -Ø n\v,Hcp

]mc-{Km̂ vsl U nwKvHcp{]tXyI t̂ m̈ U vt̂ kv,sskkv,kvss‰¬ D]-tbm-

Kn®vt̂ m¿am‰vsNbvsX-¶n¬ thsdHcpsl U nw-Kn\pwCtX B {́n-_yq́vkvD]-tbm-

Kn-°-W w.t̂ m¿am‰vs]bn‚¿D]-tbm-Kn®vkhntijX A ssπ sNømw.

1. \nß ƒ tIm∏nsNøm≥ B {K-ln-°p∂ sSIvÃn¬ I¿k¿shbv°p-I.

2. Ãmt‚¿UvSqƒ _mdn-ep≈ t̂ m¿am‰vs]bn‚¿_´̈ ¢n°vsNøp-I.

3. G XvsSIvÃn-\mW vCut̂ m¿am‰vD]-tbm-Kn-t°-≠XvB sSIvÃns\ ssl sse‰v

sNøp-I.A Xn\vtijwaukv_´̈ dneokvsNøp-I.

H∂n¬ IqSp-X¬ sSIvÃvske-£ s\ t̂ m¿am‰vsNøp-hm≥ c≠ p{]mhiyw

t̂ m¿am‰vs]bn‚¿_´̈ ¢n°vsNø-W w.t̂ m¿am‰vs]bn‚¿Hm]vj≥

Hm̂ vsNøm≥ ESCIo{] vsNøp-I.
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tNmZy-ß ƒ

1. XmsgsImSp-Ø n-cn-°p∂ Iot_m¿U vtjm¿́vI v́D]-tbm-Kn-°p-tºmƒ

I¿k-dn\vF¥mW vkẁ -hn-°p-∂Xv

(a) Home (b) End (c) Ctrl+Home (d) Ctrl+end

2. G sXms° tjm¿́vI ḿW vD]-tbm-Kn-°p-∂-Xv.?

(a) apgp-h≥hm°p-Iƒ (b) apgp-h≥]mc-{Km̂ v (c) [mcmfwhm°p-Ifpw

sse\p-Ifpw (d)apgp-h≥tUmIyp-sa‚pw.

3. icntbmsXt‰mFs∂-gp-Xp-I.

(a) sSIvÃns\ sse\n¬ IqSnam‰-W -sa-¶n¬ kvt]kkvtN¿°p-∂Xv\√

HcpImcy-am-W v.

(b) sNdnbsSIvÃns\If-bp-∂-Xn\pth≠ n_m°vkvt]bvkvIoD]-tbm-

Kn-°mw.

(c) G cn-b¬ F∂p]d-bp-∂Xvkvss‰¬ sa\p-hns‚ t]cm-W v.

(d) t̂ m≠ vsskkvt]mbn‚vkn-emW vA f-°p-∂-Xv.

4.4t̂ m¿am-‰nwKv]mc-{Km̂ v

th¿Uv2007¬ ]mc-{Km̂ vF∂p]d-bp-∂XvIpsdsSIvÃv,{Km̂ nIvkv,

H_vPIvSvkvA s√-¶n¬ Hcp]mc-{Km̂ vam¿°n¬ A h-km-\n-°p-∂-Xn-s\-bmW v.

Hmtcm{]mh-iyhpw F‚¿Io{]kvsNøp-tºmƒ ]mc-{Km̂ vam¿°vC≥tk¿́v

B Ipw.Hcp]mc-{Km̂ vt̂ m¿am‰vkvam‰-W -sa-¶n¬ B ]mc-{Km̂ vXnc-s™ -SpØ v

t̂ m¿am‰vkvD]-tbm-Kn-°p-I.Cut̂ m¿am‰vkvapgp-h≥]mc-{Km-̂nepwHcpt]mse

B bn-cn-°pw.A Xpt]mse]pXnb ]mc-{Km-̂nepw ap≥]n-ep≈ ]mc-{Km-̂ns‚

t̂ m¿am‰vkvXs∂-bm-bn-cn-°pw D]-tbm-Kn-°p-∂-Xv.]mc-{Km̂ vam¿°vambv®vIf-

™ n-́p-s≠-¶n¬ A Xn-ep≈ sSIvÃvA SpØ ]mc-{Km-̂ns‚ m̀K-am-bn-cn-°pw.

Hcp]mc-{Km̂ vt̂ m¿am‰vsNø-W -sa-¶n¬ I¿k¿]mc-{Km-̂ns‚ A IØ v

hbv°p-I.A Xn\ptijw k_vSmkvIvsa\p-hn¬ \n∂pw tlmw  ]mc-{Km̂ v

skeIvSvsNøp-I.A Xn\vtijw sa\p-hn¬ XmsgheXv̀mK-Ø p≈ U ü

B tcm¢n°vsNøp-I.Xmsg-bp≈ sa\pImW m≥km[n-°pw.

t̂ m-¿-am-‰nw-Kv-tUm-Iyp-sa‚v-kv-
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Fig. 4.5

Fig. 4.6
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4.4.1sse≥ am¿t°gvkv(Line markers)

Hcp]mc-{Km-̂n¬ ]pXnbHcpsse≥C≥tk¿́vsNø-W -sa-¶n¬ Shift + Enter

Io{]kvsNbvXm¬ aXn.F‚¿sNøp∂ sSIvÃv]pXnb sse\n¬ B sW -¶nepw

]pXnb ]mc-{Km-̂n¬ B bn-cn-°n-√.

]mc-{Km̂ vmodify sNøm≥ dqf¿,t̂ m¿am-‰nwKvSqƒ_m¿,]mc-{Km̂ vUb-

temKvt_mIvkv,tjm¿́vI v́IoF∂nhD]-tbm-Kn-t°-≠-Xm-W v.

4.4.2sk‚-dnw-Kv,ssd‰vA sse≥sa‚v,sê v‰vA sse≥sa‚v

th¿U n¬ D]-tbm-Kn-°p∂ sSIvÃvCSXp̀mK-Ø m-bn-cn°pwA sse≥sNbvXn-

cn-°p∂-Xv.CXvapIfn¬ ]d™ Hm]vj≥D]tbmKn®vamdmhp∂XmW v

4.4.3C≥sU ‚nwKv(indenting) sSIvÃv

• Hcp]mc-{Km̂ vC≥sU ‚vsNø-W -sa-¶n¬

dqf-dn-ep≈ ss{SB ¶p-e¿ C≥sU ‚ns‚

Top Half¬ {U mKvsNø-W w.

• HcpC≥sU ‚vIq́p-I-bpw,Ipd-bv°p-Ibpw sNø-W -sa-¶n¬ t̂ m¿am-‰nwKv

Sqƒ_mdn-ep≈ Increase indent A s√-¶n¬ Decrease indent_´̈ D]-tbm-Kn®v

sNøp-hm≥ km[n-°pw.

• lmß nwKvC≥sU ‚vD]-tbm-Kn-°-W -sa-¶n¬ ss{SB -¶p-e¿C≥U ‚vam¿°-

dns‚ Top Half¬ {U mKvsNø-W w.A Xn\vtijwCS-tØ °vam‰-W w.

4.4.4Sm_vtÃm]vkv

B Zyw CSXvam¿Pns‚0.5C© n¬ Sm_vtÃm]vsk‰vsNbvXn-cn-°p-I-bm-W v.

s‚\ofwIq́p-ItbmIpd-bv°p-ItbmsNø-W -sa-¶n¬k_vSmkvIvsa\p-hn¬ tlmw

 ]mc-{Km̂ vskeIvSvsNøp-I.A Xn\vtijwk_vsa\p-hn¬ D≈ U ü B tcm

¢n°vsNøp-I.k_vsa\p-hn¬ XmsgCSXvtIm¿W -dn¬ Tabs_´̈ ¢n°vsNøp-I.

Sm_vUb-temKvt_mIvkvImW p-hm≥km[n-°pw.kvt‰m]vs]mkn-j-\n¬ Sm_ns‚

\ofw ssS∏vsNøp-I.HmsI _´̈ ¢n°vsNøp-I.Sm_vIo{]kvsNøp-tºmƒ

A SpØ Sm_vtÃm∏n-te°vC≥tk¿j≥ t]mbn‚vamdn-t°m-fpw.

slmdn-tkm-≠¬ dqf¿D]-tbm-Kn®vTab tÃm]vsk‰vsNøp-hm≥km[n-°pw.

dqf-dn¬ I¿k¿Hcpÿ eØ p\n∂pwam‰n-bm¬ aXn.

t̂ m-¿-am-‰nw-Kv-tUm-Iyp-sa‚v-kv-
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Fig. 4.7

Sm_vtÃm]vsk‰vsNøp-∂-Xn\v

1. G Xv]mc-{Km-̂n-emW vSm_vtÃm]vsk‰vsNtø-≠ XvA XvskeIvSvsNøp-

I.

2. Sm_vA sse≥sa‚vsk‰vsNøp-ItbmA s√-¶n¬ am‰p-ItbmsNø-W -sa-¶n¬

slmdn-tkm-≠¬ dqf-dn-ep≈ Sm_vA sse≥sa‚v_´̈ ¢n°v

sNøp-I.

CSXv̀mKØ v

\Sp°v

heXv̀mKØ v

sUkn-a¬ Sm_vtÃm]vkv

HcpSm_vtÃm]vam‰-W -sa-¶n¬ Sm_vam¿°¿t]mbn‚vsNbvXńv]pXnb

ÿ e-tØ °v{UmKvsNøp-I.Sm_vtÃm∏ns‚ A f-hp-Iƒ t̂ m¿am‰vsa\p-hn-ep≈

Sm_vkvIam‚vD]-tbm-Kn®vsNøp-hm≥ km[n-°pw.A Xpt]mse Sm_vtÃm]v

XΩn-ep≈ A Iewam‰p-hm≥km[n-°pw.A Xn\pth≠ nSm_vkvUb-temKvt_mIvkn-

ep≈ defaultSm_vtÃm]vkvt_mIvkn¬A IewssS∏vsNbvXvsImSp-°p-I.A Xn\p

tijw HmsI_´̈ ¢n°vsNøp-I.
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4.4.5 sse≥ kvs]bvknwKv

Hcp]mc-{Km̂ nep≈ Hmtcmsse≥Hm̂ vsSIvÃns‚Db-c-Ø n-s\-bmW vsse≥

kvs]bvknwKvF∂p]d-bp-∂-Xv.defaultB bńvknwKnƒsse≥kvs]bvknwKvB W v

D]-tbm-Kn-°p-∂Xv..sse≥kvt]knwKvam‰p-∂-Xn\vt̂ m¿am-‰nwKvk_vsa-\p-hn-ep≈ tlmw

 ]mc-{Km̂ vskeIvSvsNøp-I.]mc-{Km̂ vUb-temKvt_mIvkvImW p-hm≥km[n-°pw.

A Xn¬ C≥sU ‚vkvB ‚vkvs]bvknwKvSm_n¬ sse≥kvs]bvknwKvt_mIvkv

D≠ v.A Xn¬ knwKnƒ,-U-_nƒ,ḧ B ‚vl m̂ vsse≥kvs]bvknwKvHm]vj≥

D≠ v.knwKnƒkvs]bvknwKn\v12t]mbn‚pw,11/2 kvs]bvknwKn\v18t]mbn‚pw

U_nƒkvs]bvknw-Kn\v24t]mbn‚pwB W vD]-tbm-Kn-®n-cn-°p-∂-Xv.

CsX√mw]mc-{Km̂ vUb-temKvt_mIvkn¬ sse≥kvs]bvknwKvsa\p-hn-emW vD≈-

Xv..

Fig. 4.8

4.4.6]mc-{Km̂ vkvs]bvknwKv

th¿U n¬ Hmtcm]mc-{Km-̂n\papºpw tijhpw B h-iy-ap≈ kvt]knwKv

t̂ m-¿-am-‰nw-Kv-tUm-Iyp-sa‚v-kv-
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sImSp-°p-hm≥km[n-°pw.kvt]knwKvt]mbn‚nepw(pt),C© nepw(in),sk‚o-ao-‰-

dnepw(cm)A s√-¶n¬ sse\nepw(li)sImSp-°p-hm≥km[n-°pw.Xe-s°-́p-Iƒ°v

hyXy-kvX-ambkvs]bvknwKvImcy-ß -fmW vD]-tbm-Kn-°p-∂-Xv.DZm-l-c-W -Ø n\v]S-

ß -fp-sSbpw,A h-bpsSt]cp-I-fp-sSbpwap≥]pwtijhpwD≈ kvs]bvknwKvhyXy-

kvX-ambnsImSp-°p-hm≥km[n-°pw.tUmIyp-sa‚vkvat\m-l-c-ambnkq£ n-°p-hm≥

hyXy-kvX-ambkvs]bvknwKvcoXn-IƒD≠ v.B Zywtlmw ]mc-{Km̂ vsXc-s™ -

Sp-°p-I.A Xn\vtijw k_vSmkvIvsa\p-hns‚ XmsgheXvtIm¿W -dn-ep≈

U ü B tcm-bn¬¢n°vsNøp-I.A t∏mƒ]mc-{Km̂ vUb-temKvt_mIvkvImW p-

hm≥km[n-°pw.

Fig. 4.9

]mc-{Km̂ vkvs]bvknwKvsNøp-∂-Xn\pth≠ n]mc-{Km̂ vUb-temKvt_mIvkn¬

kvs]bvknwKvF∂p]d-bp∂ k_vsa\pD≠ v.A Xn¬ Before/After Xc-s™ -Sp-°p-

I.

]mc-{Km̂ vIam≥UvD]-tbm-Kn-°p-∂XpsIm≠ p≈ {]tbm-P-\-ß ƒXmsg]d-bp-∂-

h-bm-W v.

1. Hcp]mc-{Km-̂ns\ ap≥]pw tijhpw kvs]bvknwKvsImSp-°p-I-bm-sW -
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¶n¬ A Xn-ep≈ sSIvÃns‚ t]mbn‚vsskkn\vam‰-ap-≠m-hn-√.

2. hyXy-kvX-ambImcy-ß ƒ°vhyXykvX-ambkvs]bvknwKvvD]-tbmKn-°p-hm≥

km[n-°pw.

3. hnhn[ sSIvkv‰vL S-I-ß -fnepw IrXy-ambkvs]bvknwKvD]-tbm-Kn-°p-hm≥

km[n-°pw.DZm-l-c-W -Ø n\vXe-s°-́n\pw ]mc-{Km-̂n¬ D≈ sSIvÃpw XΩn-

ep≈ _‘ w ]mc-{Km̂ vkvs]bvknwKvD]-tbm-Kn-°p-∂XpsIm≠ va\- n-em-

°m-hp-∂-Xm-W v.

4. Hcp]mc-{Km̂ vam‰p-Itbm,ambvNpIf-bp-ItbmsNbvXm¬ A Xns‚

kvs]bvknwKpwCemXmIpw.iq\y-ambsse≥kvA hnsSD≠ m-bn-cn-°p-∂-X-√.

5. ]mc-{Km̂ vkvss‰en¬kvs]bvknwKvDƒs∏-Sp-Ø -W -sa-¶n¬ sSIvÃvt̂ m¿am‰v

D]-tbm-Kn-°-W w.worda‰p≈ t̂ m¿am-‰nw-Kns‚ IqsSkvt]kpwIq́n-s°m-

≈ pw.

4.4.7t_m¿tU¿-kv,tjU nwKv(Borders & Shading)

Hcp]mc-{Km-̂ns‚G Xphi-ß -fnepwt_m¿tU¿kvsImSp-°p-hm≥km[n°pw.

A Xp-t]mse_m°v{Ku≠ vtjU nwKpw sImSp-°p-hm≥km[n-°pw.Hcpkm[m-cW

sSIvÃn\pwtS_n-fn¬ D]-tbm-Kn-®n-́p≈ ]mc-{Km-̂n\pwt_m¿tU¿kpwtjU nwKpw

sImSp-°p-hm≥km[n-°pw.B Zyw tlmw ]mc-{Km̂ vsXc-s™ -Sp-°p-I.A Xn¬

_ -́W n¬ ¢n°vsNøp-tºmƒ t_m¿U¿B ‚vtjU nwKvUb-temKvt_mIvkv

ImW p-hm≥km[n-°pw.B h-iy-ap≈ t_m¿U¿t_mIvkvXnc-s™ -Sp-°p-I.A Xn\v

tijw ]mc-{Km̂ vXnc-s™ -Sp-°p-I.A Xn¬ Apply to :k_vsa\p-hn-ep≈ HmsI

_´̈ ¢n°vsNøp-I.Hcp]mc-{Km̂ vtjUvsNøp-∂-Xn\pth≠ nB Zywt_m¿tUgvkv

B ‚vtjUnwKvUb-temKvt_mIvkn-ep≈ tjUnwKvSm_n¬¢n°vsNøp-I.A Xn\p

tijw n̂¬ F∂-Xns‚Xmsg-bp≈ tjUp-I-fn¬ \n∂pwB h-iy-ap≈ XvXnc-s™ -

Sp-°p-I.A Xn\ptijw ]mc-{Km-̂n-ep≈ A ssπ Sp:sa\p-hn-ep≈ HmsI _´̈

¢n°vsNøp-I.

4. Hcp]pXnb sse≥ Dƒs∏-Sp-Ø p-hm-\p≈ tjm¿́vI v́Io.

(a) Enter

(b) Shift + Enter

(c) Alt+enter

5. km[m-cW Sm_vtÃm]vkvsk‰vsNøp-∂Xv

(a)0.3C© vinterval

t̂ m-¿-am-‰nw-Kv-tUm-Iyp-sa‚v-kv-
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(b)0.4C© vinterval

(c) 0.5C© vinterval

6. icntbmsXt‰mFs∂-gp-Xp-I.

(a) knwKnƒ sse≥kvt]knwKv18t]mbn‚vB W v.

(b) Ãmt‚¿UvSqƒ _m¿D]-tbm-Kn-°p-tºmƒ Hcp]mc-{Km-̂n¬ 4tImfw

hsc-bm-Ipw.

(c) Ãmt‚¿UvSqƒ_mdn-ep≈ t̂ m¿am‰vs]bn‚¿_´̈ kvssS¬ sNøm≥

D]-tbm-Kn-°p-∂p.

(d) km[m-cW kvss‰¬ F∂v]d-bp-∂Xvsl U nwKv1B W v.

4.5_p≈-‰vkv,A °-ß ƒ

hmbn-°p-∂-h¿{i≤n-°m≥ {][m-\-s∏́ Imcy-ß ƒ _p≈ ‰vkpw A °-ß fpw

D]-tbm-Kn-®mW vssS∏vsNøp-∂-Xv.

4.5.1_p≈ ‰vkvA °-ß -fpsSenÃvD≠ m-°p-∂Xv

th¿Un¬D≈ enÃv{]tXy-I-X-IƒD]-tbm-Kn-®-mW v_p≈ ‰vkvA s√-¶n¬ A °-

ß fpsSenÃvD≠ m-°p-∂-Xv.Cuhǹm-K-Ø n¬ _p≈ ‰vkvA s√-¶n¬ A °-ß -fpsS

enÃvD≠ m-°p-∂-sX-ß -s\-bm-sW -∂mW v]d-bp-∂-Xv.

1. t̂ m¿am-‰nwKvSqƒ_m-dn-ep≈ Bulletd enÃv A s√-¶n¬ numbered enÃv

_´̈ ¢n°vsNøp-I.

2. B ZysØ sse≥ ssS∏vsNbvXńvF‚¿Io{] vsNøp-I.A t∏mƒ Hcp

]pXnb _p≈ ‰vkvA s√-¶n¬ A ° w A SpØ sse\n¬ D≠ m-Ipw.Hcp

]pXnb sse≥ _p≈ ‰vkvA s√¶n¬ A °-ß ƒ C√msX XpS-ß -W -sa-

¶n¬ jn̂ v‰vIo{] vsNbvXpsIm≠ vF‚¿Io{] vsNø-W w.

3. HcpenÃns\ A h-km-\n-∏n-°-W -sa-¶n¬ F‚¿Ioc≠ p{]mhiyw {] v

sNø-W w.

H∂n¬ IqSp-X¬ seh¬kvD≠ m-°-W -sa-¶n¬ Increase Indent A s√-¶n¬ de-

crease indent _´̈ D]-tbm-Kn-°-W w.A s√-¶n¬B Zyw sSIvÃp-Iƒ ssS∏v

sNøp-I.A Xn\ptijwB m̀Kw ssl sse‰vsNøp-I.A Xn\ptijw_p≈ ‰vUv

enÃvA s√-¶n¬ \tº¿UvenÃv_´̈ {] vsNøp-I.A t∏mƒ_p≈ ‰vkvA s√-

¶n¬ A °-ß ƒ B enÃn¬ D≠ m-Ipw.
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4.5.2s\ÃUvenÃvD≠ m-°p-∂-Xv.

Hcps\ÃUvenÃvD≠ m-°p-∂-Xn\v,A Xm-bXvHcpA °-ß -fpsSenÃns‚

A IØ v_p≈ ‰vkvenÃvD≠ m-°-W -sa-¶n¬ Xmsg]d-bp∂ hgn-Iƒ D]-tbm-Kn-

°p-I.

1. B ZywenÃvssS∏vsNøp-I.A Xn\ptijwsF‰-Ø ns‚ C≥U-t‚-j≥

Iq́m≥ C≥{IokvC≥U‚vF∂ _´̈ ¢n°vsNøp-I.

2. sF‰wkvssl sse‰vsNøp-I.A Xn\ptijwt̂ m¿am-‰nwKvSqƒ_mdnep≈

\tº¿UvenÃv_´̈ ¢n°vsNøp-I.

4.5.3_p≈ ‰vkvA °-ß -fpsSenÃvt̂ m¿am‰vsNøp-∂-Xv.

_p≈ ‰vkvB ‚v\º-dnwKvUb-temKvt_mIvkvD]-tbm-Kn®v_p≈-‰ns‚

]Sw A Xp-t]mseA °-ß -fpsS L S\F∂nham‰m-hp-∂-Xm-W v.

1. F√m_p≈ ‰vkpwA s√-¶n¬ A °-ß fpwam‰-a-sa-¶n¬ apgp-h≥enÃpw

ssl sse‰vsNøp-I.Hcp_p≈‰vam{Xwam‰-W -sa-¶n¬ B sse\n¬ I¿k¿

shbv°p-I.

2. Ub-temKvt_mIvkvIń-W -sa-¶n¬ {][m-\-s∏́ Sm_v_mdn¬ \n∂pw

tlmw  ]mc-{Km̂ vXnc-™ -Sp-°p-I.A s√-¶n¬ enÃn\-IØ vssd‰v

¢n°vsNøp-I.A Xn\p tijw tjm¿́vI v́sa\p-hn-ep≈ _p≈ ‰vkv&

\º-dnwKvIam‚vXnc-s™ -Sp-°p-I.

Fig. 4.10

3. B hiy-ap≈ enÃvkvssS¬ Xnc-s™ -Sp-°p-I.HcphyXy-kvX-ambsF°¨

Xnc-™ -Sp-°-W -sa-¶n¬ ]nIvN¿...._´̈ ¢n°vsNøp-I.A °-ß -fpsSenÃv

kvss‰¬ Ińp-∂-Xn\pth≠ nnumberd Sm_v¢n°vsNøp-I.

t̂ m-¿-am-‰nw-Kv-tUm-Iyp-sa‚v-kv-
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4. A h-km\w HmsI_´̈ ¢n°vsNøp-I.

4.6 sSIvÃvtIm∏nsNøp-∂-Xv,am‰p-∂Xv(I-f-bp-∂-Xv)(copy & cut)

HcptUmIyp-sa‚n¬ sSIvÃns\ tIm∏nsNøpI A s√-¶n¬ Hcpÿ eØ p

\n∂vas‰mcpÿ e-tØ °vam‰p-ItbmsNøp-∂XvFU n-‰nwKv{]{In-b-bpsS m̀K-am-

W v.HcptUmIyp-sa‚n¬ HcpsSIvÃv]e{]mhiywssS∏vsNø-W -sa-¶n¬ copy, cut

Iam≥UkvD]-tbm-Kn®vsNøm-hp-∂-Xm-W v.Cuhǹm-K-Ø n¬ ¢n]vt_m¿U ns‚D]-

tbm-K-sØ -∏-‰n-bmW v{]Xn-]m-Zn-®n-cn-°p-∂-Xv.HcpsSIvÃns\tIm∏nsNøm\pw Hcp

tUmIyp-sa‚ntemA s√-¶n¬as‰mcptUmIyp-sa‚n-te°vam‰p-∂-Xn\pth≠ n-bmW v

¢n]vt_m¿UvD]-tbm-Kn-°p-∂-Xv.

4.6.1¢n]vt_m¿U ns‚ D]-tbm-Kw.

\nß ƒ HcpsSIvÃvtIm∏nA s√-¶n¬ I v́sNøp-I-bm-sW -¶n¬ A XvB Zyw

Hcpÿ eØ vkq£ n-°pw.B ÿ e-Ø n-\mW v¢n]vt_m¿UvF∂p]d-bp-∂-Xv.

A Xn\ptijw sSIvÃns\ ¢n]vt_m¿U n¬ \n∂pw B tUmIyp-sa‚n-tet°m

A s√-¶n¬ at‰-sX-¶nepw

tUmIyp-sa‚n-tet°mpaste sNøpw.A h-km\w tIm∏nA s√-¶n¬ I v́sNbvX

Imcy-ß ƒ ¢n]vt_m¿U n¬ D≠ mIpw.¢n]vt_m¿U n-ep≈ Imcy-ß ƒ ImW -W -sa-

¶n¬ sa\p_mdn¬ tlmw  ¢n]vt_m¿Uvk_vSmkvIvsa\pIam≥UvXnc-

s™ -Sp-°p-I.

¢n]vt_m¿U n-ep≈ HmtcmsF‰-

Ø nepw aukvB tcm hbv°p-I-bm-sW -

¶n¬ B sF‰wF¥m-sW ∂vImW p-hm≥

km[n-°pw.A Xp-t]mseA XvtUmIyp-sa‚n-

te°vtN¿°p-hm\pwkm[n°pw.paste all

¢n°vsNøp-I-bm-sW -¶n¬¢n]vt_m¿Un-ep≈ F√msF‰hpwH‰XhW sIm≠vtUmIyp-

sa‚n-te°vtN¿°p-hm≥km[n°pw.clear all ¢n]vt_m¿Uv_´̈ (¢n-]vt_m¿Uv]S-

Ø n\vapI-fn¬ FIvkvF∂vImW pw.)¢n°vsNøp-I-bm-sW -¶n¬ ¢n]vt_m¿U n-

ep≈ F√mwambv®pIf-bpw.

4.6.2sSIvÃvam‰p-∂Xv(cut sNøp-∂-Xv)

\ΩƒXnc-™ -SpØ sSIvÃvHcpÿ eØ p\n∂pwas‰mcpÿ e-tØ °vam‰n

hbv°p-∂-Xn-\mW vmoving sSIvÃvF∂p]d-bp-∂-Xv.sSIvÃvam‰nhbv°p-∂-Xn\v
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Xmsg]d-bp∂ hgn-Iƒ D]-tbm-Kn-°p-I.

1. am‰nhbv°p∂ sSIvÃvXnc-s™ -Sp-°p-I.

2. sa\p_mdn-ep≈ tlmw ¢n]vt_m¿Uvk_vSmkvIvsa\pIam≥UvXnc-

s™ -Sp-°p-I.A s√-¶n¬ Ãmt‚¿U vSqƒ_m-dn-ep≈ I v́_´̈ ¢n°v

sNøpIA YhmCTRL + XIo{] vsNøp-I.sSIvÃns\¢n]vt_m¿U n-te°v

am‰nhbv°pw.

3. I v́sNbvX sSIvÃns\tN¿°m≥B ZywG Xvÿ e-tØ -°mtW msSIvÃns\

tN¿t°-≠ XvB ÿ e-tØ °vI¿k-dns\am‰p-I.A Xn\ptijw sa\p_mdn-

ep≈ tlmw ¢n]vt_m¿Uvk_vSmkvIvsa\pIam≥UvXnc-s™ -Sp-°p-I.

Ãmt‚¿UvSqƒ_m-dn-ep≈ paste_´̈ ¢n°vsNøp-I.A s√-¶n¬ cltrl + V

Io{] vsNøp-I.Ipd®vsSIvÃp-IsfsNdnb A I-e-Ø n-te°vam‰p-hm≥

{U mKvB ‚vt{U m]vcoXnD]-tbm-Kn-°mw.B Zywam‰nsh°p∂ sSIvÃns\

ssl sse‰vsNøpI.A Xn\ptijw aukvD]-tbm-Kn®vske-£ s\ ¢n°v

sNøp-I.]pXnbÿ e-tØ °vaukvD]-tbm-Kn®v{UmKvsNbvXńvaukv_´̈

kzX-{¥-am-°-W w.

4.6.3sSIvÃvtIm∏nsNøp-∂-Xv.

tIm∏nsNøp∂ sSIvÃn\vbmsXmcpam‰hpwkẁ -hn-°msX ]pXn-sbmcpÿ e-

tØ °vam‰nhbv°p-∂-Xn\mW vtIm∏nwKvsSIvÃvF∂p]d-bp-∂-Xv.HcpsSIvÃv

tIm∏nsNøm≥ Xmsg]d-bp∂ coXn-Iƒ D]-tbm-Kn-°p-I.

1. am‰nhbv°p∂ sSIvÃns\ Xnc-™ -Sp-°p-I.

2. sa\p-_m-dn-ep≈ tlmw  ¢n]vt_m¿Uvk_vSmkvIvsa\pIam≥UvXnc-

s™ -Sp-°p-I.

A s√-¶n¬ Ãmt‚¿UvSqƒ_m-dn-ep≈ I v́_´̈ ¢n°vsNøpI A s√-¶n¬

CTRL + X Io{] vsNøp-I.sSIvÃns\¢n]vt_m¿U n-te°vam‰pw.

3. sa\p-_m-dn-ep≈ tl mw ¢n]vt_m¿U vk_vSmkvIvsa\pXnc-s™ -Sp-

°p-I Ãmt‚¿UvSqƒ_m-dn-ep≈ tIm∏n_´̈ ¢n°vsNøpI A s√-¶n¬

CTRL + C Io{] vsNøp-I.sSIvÃns\¢n]vt_m¿U n-te°vam‰pw.

4.7kvs]√nw-Kv,{Kma¿

HcptUmIyp-sa‚n¬ A £ csX‰p-Ifpw,hymI-cW sX‰p-I-fp-apt≠ mF∂v

]cn-tim-[n-°m-\mW vkvs]√nwKvB ‚v{Kma¿sNt°gvkvD]-tbm-Kn-°p-∂-Xv.A £ -

c-sX-‰p-I-fp≈ hm°p-I-fpsSA Sn-bn¬ Nph∏pIf-dn-ep≈ A e-Iƒt]mse-bp≈ hc-

IƒImW mw.hymI-cW sX‰p-I-fp≈ hm°p-I-fpsS A Sn-bn¬ ]®If-dn-ep≈ A e-

Iƒt]mse-bp≈ hc-IƒImW mw.Cuhǹm-K-Ø n¬ HcptUmIyp-sa‚n¬ ImW p∂

t̂ m-¿-am-‰nw-Kv-tUm-Iyp-sa‚v-kv-
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kvs]√nwKv,hymI-cW Xncp-Ø -en\pth≠ nD]-tbm-Kn-°p∂ hkvXp-X-I-fpw,

Iam≥Uvkns\ ]‰n-bp-amW v{]Xn-]m-Zn-®n-cn-°p-∂-Xv.

th¿U n¬ CuHcp{]tXy-IX Hm̈ B sW -¶n¬ th¿UvkzbwA £ csX‰p-

Ifpw,hymI-cW sX‰p-I-fp-apt≠mF∂v]cn-tim-[n®psIm≈pw.HcptUmIyp-sa‚n¬

A £ -c-sX-‰p-IƒNph∏phc-bnepw,hymI-cW sX‰p-Iƒ]®hc-bnepwImW p-hm≥

km[n-°pw.

Fig. 4.11

kvs]√nwKvB ≥Uv{Kma¿sN°¿D]-tbm-Kn-°p-∂-Xn\pth≠ nXmsg]d-bp∂ hgn-

IƒD]-tbm-Kn-°p-I.

1. {][m\ Sm_v_mdn¬ \n∂pw _´̈ Xncs™ Sp° pI A s√-¶n¬

Io t_m¿U nep≈ F7 _´̈ {] vsNøpI.

2. HcptU mIyp-sa‚n-ep≈ B ZysØ sX‰vkvs]√nwKvB ≥U v{Kma¿U b-

temKvt_mIvkv\nß sfA dn-bn-°pw.A £ -c-sX-‰p-I-fp≈ hm°p-IƒNph∏p

If-dn¬ ImW m≥km[n-°pw.

3. Hcphm°n¬ D]-tbm-Kn-®n-́p≈ A £ -c-ß ƒ icn-bm-sW -¶n¬ ignore _´̈

¢n°vsNøp-I.A s√-¶n¬ B hm°v]eXhW B tUmIyp-sa‚n¬ Ds≠-

¶n¬ ignore all _´̈ ¢n°vsNø-W w.
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Fig.4.12

4. Hcphm°vA £ -c-sX-t‰mSpIqSn-bmW vImW p-∂-sX-¶n¬ suggestions

t_mIvkn¬ \n¿t±-in-®n-́p≈ kvs]√nwKvXnc-s™ -Sp-°p-I.A Xn\ptijw

chage _´̈ ¢n°vsNøp-I.A s√-¶n¬ B hm°v]e XhW tU mIyp-

sa‚n¬ Ds≠ -¶n¬ change all _´̈ ¢n°vsNøp-I.A t∏mƒ F√m

A £ csX‰p-Ifpw amdn-t°m-fpw.icn-bm-bn-́p≈ kvs]√nwKv\n¿t±-in-

®n-́n-s√-¶n¬ not in dictionary t_mIvkn¬ icn-bm-bn-́p≈ kvs]√nwKvtN¿°p-

I.A Xn\ptijw change _´̈ ¢n°vsNøp-I.

5. add_´̈ ¢n°vsNøp-tºmƒicn-bm-bn-́p≈ hm°p-IƒU nIvj-\dnbnte°v

tN¿°pI-bm-sW -¶n¬ B hm°vG XvtUmIyp-sa‚nepw\Ωƒ°vD]-tbm-Kn-°p-

hm≥km[n-°pw.

kvs]√nwKvB ‚v{Kma¿Ub-temKvt_mIvkn-ep-≈-check {Kma¿t_mIvkv

]cn-tim-[n-°p-tºmƒ th¿Uvkvs]√nwKvIqSmsX hymI-c-W hpw icn-bm-tW m-

sb∂v]cn-tim-[n-°p-∂p-≠v.hymI-cW w]cn-tim-[n-°-s≠-¶n¬t_mIvknep≈

sN°vam¿°vam‰p-I.A s√-¶n¬ Xmsg-bp≈ hgn-Iƒ D]-tbm-Kn-°p-I.

1. th¿UvhymI-cW sX‰vI≠ p-]n-Sn-°p-I-bm-sW -¶n¬ A £ -c-sX‰vImW n-°p-

∂Xpt]mseCXpw t_mIvkn¬ ImW n°pw.sSIvÃp-Iƒ ]®If-dn¬ high-

light sNbvXn-cn-°pw.

2. suggestions t_mIvkn¬ ]e\n¿t±iß -fp-ap-≠ m-bn-cn-°pw.A Xn¬ G ‰hpw

tbmPn®XvXncs™ -Sp-Ø ńvchange_´̈ ¢n°vsNøp-I.

3. Xncp-Ø -sem-∂-pwB h-iy-an-s√-¶n¬ ignore _´̈ ¢n°vsNøp-I.-

4.8t]Pvt̂ m¿am-‰nwKv

Cuhǹm-K-Ø n¬\nß -fpsSB h-iy-a-\p-k-cn®vt]PpIsfFß s\U nssk≥

sNøm-sa-∂mW v{]Xn-]m-Zn-®n-cn-°p-∂Xv.DZm-l-c-W -Ø n\vpage set up Hm]vj-\n¬

t]Pns‚ sskkpw,Hmdn-b-t‚-j\pamW vD≈-Xv.CXv\nß ƒ°pXs∂ sNømw

A s√-¶n¬ Hcp]pXnb tUmIvsa‚vXpS-ß p-tºmƒ A Xn¬ t\csØ sNbvXn-́p-

≠m-bn-cn-°pw.page layout Sm_n-emW vCuHm]vj≥kvD≈ Xv.A Xv\nß -fpsSB h-

iy-a-\p-k-cn®vFfp-∏-Ø n¬ am‰p-hm\pwkm[n-°pw.

Fig. 4.13

t̂ m-¿-am-‰nw-Kv-tUm-Iyp-sa‚v-kv-
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4.8.1t]Pvam¿Pn≥kv

HcptUmIvsa‚n¬ c≠vcoXn-IƒD]-tbm-Kn®vam¿Pn≥am‰p-hm≥km[n-°pw.(a)

dqf¿D]-tbm-Kn®v(b) t]Pvsk‰∏vUb-temKvt_mIvkvD]-tbm-Kn®v

(a) dqf¿D]-tbm-Kn®v

1. aukvam‰p-∂-Xn-\-\p-k-cn®vshfpØ dqf¿Nmc-°-f-dp≈ dqf¿B bnamdpw.

Fig.4.14

2. I¿k¿U _nƒ F‚U vB tcmB bnamdp-tºmƒ aukv¢n°vsNøp-

Ibpw A Xp-t]mseam¿Pn≥C≥U n-t°-‰¿B h-iy-ap≈ ÿ e-tØ °vam‰p-

hm\pwkm[n-°pw.

3. am¿Pn≥ sk‰vsNbvXpIgn-bp-tºmƒaukvkzX-{¥-am-°-W w.

(b) t]Pvsk‰∏vU b-temKvt_mIvkvD]-tbm-Kn®v

t]Pvsk‰∏vUb-temKvt_mIvkvD]-tbm-Kn®vam¿Pn≥kvam‰p-hm≥km[n-°pw.

1. t]PvteHúvSm_vXnc-s™ -Sp-°p-I.sa\p-_m-dn-ep≈ Iam≥Uv¢n°vsNøp-

I.am¿Pn≥ Ub-temKvt_mIvkvImW p-∂-Xn\pth≠ nt]Pvsk‰]vk_v

SmkvIv{Kq∏n-ep≈ am¿Pn≥kv_´̈ Xnc-s™ -Sp-°p-I.

2. B dvam¿Pn≥ t\csØ Xs∂ th¿U n¬ {]Xn-]m-Zn-®n-́p-≠ v:t\m¿a¬,

\mtcm,tamU-td-‰v,sshUv,antd¿Uv,Hm̂ okv2003.CXn¬ \n∂vG sX-

¶nepw\nß ƒ°vXnc-™ -Sp°mwA s√-¶n¬IÃ-ssakvUvam¿Pn≥kv_´̈

¢n°vsNbvXńvA Xn-ep≈ tSm∏v,t_ḿw,sê v‰v,ssd‰vt_mIvkn¬am¿Pns‚

A f-hp-Iƒ sImSp-°p-I.hnt‚mpreview ¬ B am‰-ß ƒ ImW p-hm≥km[n-
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°pw.

3. tUmIvsa‚n¬ sl tU-gvkpw,̂ qt́gvkpw Ds≠-¶n¬ t]Pns‚ A ‰Ø v\n∂v

sSIvÃn-te-°p≈ A Iewamdpw.

4. apgp-h≥tUmIvsa‚n\pwCuam‰-ß ƒthW -sa-¶n¬ apply to:enÃvt_mIvkns‚

A Sp-Ø p≈ t{Um]vU ü B tcm-bn¬ ¢n°vsNøp-I.

5. A h-km\w HmsI_´̈ ¢n°vsNøp-I.

Fig.4.15

4.8.2t]Pvsskkv,Hmdn-b-t‚-j≥

t]Pvsk‰∏vUb-temKvt_mIvkvD]-tbm-Kn®vt]Pns‚ Hmdn-b-t‚-j≥ am‰p-hm≥

km[n-°pw.

1. {][m\ Sm_v_mdn-ep≈ t]PvteHúv sskkvIam≥UvXnc-™ -Sp-°p-

I.A Xn¬ \n∂pwse‰¿,eoK¬ A s√-¶n¬ A4 sskkvB h-iy-a-\p-k-cn®v

Xnc-s™ -Sp-°p-I.IqSp-X¬ Hm]vj≥kvB h-iy-ap-s≠-¶n¬sskkvk_vSmkvIn-

t̂ m-¿-am-‰nw-Kv-tUm-Iyp-sa‚v-kv-
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ep≈ more paper sskkn¬ ¢n°vsNøp-I.

Fig.4.16

2. t{Um]vU ü sa\p-hn¬ \n∂pw DNn-X-amb sskkvXnc-™ -Sp-°p-I.

Fig.4.17

3. {][m\sa\p_mdn¬ t]PvteHú vk_vSmkvIvsa\p-hn-ep≈ Hmdn-b-t‚-

j≥ t_mIvkn¬ B h-iy-a-\p-k-cn®vt]m¿s{S-bn‰vA s√-¶n¬

em≥U vkvsIbv]vF∂vam‰p-I.

t]Pvkqw (zoom) sNøp-∂-Xv.

Fig.4.18

1. {][m\Sm_v_mdn¬ hyqSm_vkqwXnc-s™ -Sp-°p-I.zoom Ub-temKv

t_mIvkvImW p-hm≥km[n-°pw.Cut_mIvkn-ep≈ zoom to t_mIvkns‚
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A Sn-bn¬ many pages ¬ am¿°v

sNøp-I.

2. kv{Io\n¬ \nß -fpsS tU mIyp-

sa‚ns‚ ]e t]Pp-Iƒ ImW p-

hm≥ km[n-°pw.Hmdn-b-t‚-j\p

th≠ nt]PvXnc-™ -Sp-°p-I.

3. t]∏¿ s skkvSm_n-ep≈

^b¬  t]Pvs k‰]v

Xnc-s™ -Sp-°p-I.A Xn\ptijw

Hmdn-b-t‚-j≥ Hm]vj-\n¬ ¢n°v

sNøp-I.

4. apply to :Hm]vj≥ Xnc-s™ -Sp-°p-I.HmsI_´̈ ¢n°vsNøp-I.

4.8.3sl tUgvkvB ‚v̂ qt́gvkv

F√mt]Pp-I-fpsS apI-fn-ep≈ am¿Pn-\n¬ tN¿°p∂ sSIvÃn-s\-bmW vsl U ¿

F∂p]dbp-∂-Xv.A XvtU mIyp-sa‚vssS‰n¬ A s√-¶n¬ t]Pv\º¿B Imw.

Xmsg-bp≈ am¿Pn-\n¬ tN¿°p∂ sSIvÃns\bmW v̂ q́¿F∂p]d-bp-∂-Xv.

Fig.4.19

Fig.4.20

1. {][m\ Sm_v_m-dn-ep≈ C≥sk¿́v sl U ¿B ‚v̂ q́¿k_vSmkvIv

sa\pXnc-s™ -Sp-°p-I.sl U ¿B ‚v̂ q́¿Hm]vj≥ ¢n°vsNøp-I.

2. sl U ¿ Hm]vj≥ Xnc-™ -Sp-°p-tºmƒ sl U ¿ Sqƒ _m¿ImW p-hm≥

km[n°pw.A Xpt]mset]Pns‚ apI-fn¬ ssl sse‰vsNbvXn-́p-≠m-Ipw.

3. sl U¿t_mIvkn¬ sl U nwKvssS∏vsNøp-I.sSIvÃvt̂ m¿am‰vsNøp-hm-

\p≈ Hm]vj≥kvD]-tbm-Kn-°p-I.

t̂ m-¿-am-‰nw-Kv-tUm-Iyp-sa‚v-kv-
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Fig.4.21

Fig.4.23

Fig.4.22
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4.8.4t]Pv\tºgvkv

XmsgsImSp-Ø n-cn-°p∂ hgn-Iƒ D]-tbm-Kn-°p-I.

Fig.4.24

1. {][m\ Sm_v

_mdn¬ \n∂pw

C≥sk¿́ v

t]Pv\º ¿

Xnc™ Sp°p-I.

U b-temKv

t_mIvkvImW p-hm≥

km[n-°pw.

2. s]mkn-j≥ sa\p-

hn¬ \n∂vt]Pv

\º-dns‚ s]mkn-

j≥ tSm]vHm̂ v Fig.4.25

t]PvA s√-¶n¬ t_ḿw Hm̂ vt]PvF∂vXncs™ Sp°p-I.

3. HmsI_´̈ ¢n°vsNøp-I.

HcptUmIyp-sa‚ns‚ t]Pv\º-dns‚ XpS° w am‰p-∂-Xn\vXmsgsImSp-Ø n-cn-

°p∂ coXn-Iƒ D]-tbm-Kn-°p-I.

1.HcptUmIyp-sa‚ns‚ t]Pn¬ I¿k¿shbv°p-I.

2.{][m\Sm_n¬ \n∂pwC≥sk¿́ vt]Pv\tºgvkvXnc-s™ -Sp-°p-I.

t]Pv\tºgvkvUb-temKvt_mIvkvImW p-hm≥km[n-°pw.

t̂ m-¿-am-‰nw-Kv-tUm-Iyp-sa‚v-kv-
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3. B ZysØ t]Pnseshow number F∂Xvuncheck sNøp-I.A Xn\ptijw

page number Ub-temKvt_mIvkn-ep≈ t̂ m¿am‰v¢n°vsNøp-I.

Fig.4.26

4. t]Pv\º¿t̂ m¿am‰vU b-temKvt_mIvkn-ep≈ start at A ‰vt_mIvkn¬

t]Pv\º¿Iq́p-ItbmIpd-bv°p-ItbmsNøpI A s√-¶n¬ \º¿ssS∏v

sNøp-I.

5. t]Pv\º¿t̂ m¿am‰vUb-temKvt_mIvkn-sebpw t]Pv\º¿Ub-temKv

t_mIvkn-sebpw HmsI ¢n°vsNøp-I.

4.8.5 t]Pvt{_°vC≥k¿́vsNøp-∂-Xv.

HcptUm-Iyp-sa‚n¬t]Pns‚XmsgssS∏vsNbvXvIgn-bp-tºmƒkzbwt]Pvt{_°v

D≠ mIpw.Fhn-sS-bmW vt]Pvt{_°vD≠ m-I-s≠-sX∂vt]∏¿sskk-\p-k-cn-®mW v
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Xocp-am-\n-°p-∂-Xv..A SpØ t]PvIńp-∂-Xn\pth≠ nF‚¿Io{] vsNbvXmepw

aXn.A s√-¶n¬ XmsgsImSp-Ø n-cn-°p∂ G sX-¶nepw coXnD]-tbm-Kn-®m¬ aXn.

1.t]PvA h-km-\n-°p∂ ÿ eØ vC≥tk¿j≥t]mbn‚vshbv°p-I.sa\p

_ mdnÂ \ n¶ pw C≥sk¿́ v t{_° vIam‚vXnc-s™ -Sp-°p-I.t{_°v

U b-temKv t_mIvkvImW p-hm≥ km[n-°pw.Ub-temKvt_mIvkn¬ t{_°v

ssS]vkns‚ Xmsgt]Pvt{_° vkvSnIvsNøp-I.HmsI ¢n°vsNøpI.

Fig.4.27

2. t]PvA h-km-\n-°p∂ ÿ eØ vC≥tk¿j≥ t]mbn‚vshbv°p-I.

CTRL+ENTER Io{] vsNøp-I.

4.8.6t]Pvt{_°vIf-bp-∂Xv

Hcpt]Pvt{_°vIf-bp-∂-Xn\pth≠ nIqSp-X-ep≈ t]Pvt{_°vC≥U n-t°-‰¿

I≠ p]nSn®vam‰p-I.CXvsNø-W -sa-¶n¬ B Zywt\m¿a¬hyqhn-te°vamdp-I.t]Pv

t{_°vsse\n¬ ¢n°vsNøp-I.A Xn\ptijwU neo‰vIo{] vsNøp-I.

tNmZy-ß ƒ

7. _p≈ ‰vkvB ‚v\º-dnwKvU b-temKvt_mIvkvFSp-°p-∂-Xn\pth≠ n

...................................Iam‚vD]-tbm-Kn-°pI

8. tIm∏nsNøp-∂Xpw sSIvÃns\am‰p-∂Xpw XΩn-ep≈ hyXymkwF¥mW v?

t̂ m-¿-am-‰nw-Kv-tUm-Iyp-sa‚v-kv-
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9. ¢n]vt_m¿UnseImcy-ß ƒImW -W -sa-¶n¬..................................................Iam≥Uv

D]-tbm-Kn-°p-∂p.

10.icntbmsXt‰mFs∂-gp-Xp-I.

a. sa\p_mdn¬ \n∂pwFU n‰v tIm∏nIam≥UvXnc-™ -Sp-°p-∂Xpw

CTRL + C Io{] vsNøp-∂Xpwc≠ vImcy-ß -fm-W v.

b. Hcphm°vam‰p-hm≥IÃwU nIvj\dnD]-sb-Kn-°p-∂n-√.

c. ssd‰v¢n°vsNøp-tºmƒ Hcphm°ns‚]cym-b-]ZwImW p-hm≥km[n-

°pw.

d. Iot_m¿U n-ep≈ F7 Io{] vsNøp-I-bm-sW -¶n¬kvs]√nwKv,{Kma¿

D]-tbm-Kn-°p-hm≥ Ign-bpw.

4.9Cu]mT-Ø n¬ \n∂v]Tn-®Xv

sSIvÃvt̂ m¿am‰vsNøp-hm\pw,Hcpÿ eØ p\n∂vthsdmcpÿ e-Ø n-te°vam‰p-

hm\pw,hyXy-kvX-ambIymc-IvS¿kvssS¬ D]-tbm-Kn-°p-hm\mW v]Tn-®-Xv..

4.10tNmZy-ß ƒ

1. sa\p_mdn-ep≈ G XvIam≥UvB W vsSIvÃns\ssS‰n¬ sIbvkvB bńv

am‰p-∂-Xv.

2. Hcpknº¬ tN¿°m-\p≈ hgn-Iƒ G sXm-s°-bmW v?

3. t̂ m≠ vs b̂vkvF¥mW v?c≠ vt̂ m≠ v̂ man-eokvhni-Zo-I-cn-°p-I.

4. Hcp]mc-{Km-̂n¬ sse≥ kvs]bvknwKvFß -s\-bmW vsNøp-∂Xv?

5. HcpsSIvÃns\am‰m-\pf≈ hgn-I-ƒ G sXm-s°-bmW v?

6. HcpsSIvÃns\ tIm∏nsNøm-\p≈ hgn-Iƒ G sXm-s°-bmW v?

7. th¿U n¬ Hmt́mIdIvSv̂ o®¿F¥n-\mW vD]-tbm-Kn-°p-∂Xv?
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4.11̂ oUv_m°v

1. (a) Hcpsse\ns‚ XpS-°w.

(b) Hcpsse\ns‚ A h-km-\w.

(c) HcptUmIyp-sa‚ns‚apI-fn¬.

(d) HcptUmIyp-sa‚ns‚ A h-km-\w.

2. (a) Hcphm°n¬ U_nƒ ¢n°vsNøp-I.

(b) Hcp]mc-{Km-̂n¬ {Sn∏nƒ ¢n°vsNøp-I.

(c) hm°ns‚apI-fn-te-°vaukv{UmKvsNøp-I.B tcmIoD]-tbm-Kn-°p-

tºmƒ jn̂ v‰vIoD]-tbm-Kn-°p-I.

(d) sa\p_mdn¬ \n∂vFU n‰v skeIvSvHmƒ Iam≥UvXnc-s™ -Sp-

°pI A s√-¶n¬ CTRL + A Io{] vsNøp-I.

3. (a) sX‰v(b) icn(c) sX‰v(d) icn

4 (b)

5. (c)

6. (a) sX‰v(b) icn(c) icn(d) sX‰v

7. t̂ m¿am‰v _p≈ ‰vkvB ‚v\º-dnwKv

8. tIm∏n-bnwKvF∂p]d-bp-∂XvXnc-s™ -SpØ sSIvÃn\vHcpam‰hpw

kẁ -hn-°msX thsdmcpÿ e-tØ °vam‰p-I.aqhnwKvF∂v]d-bp-∂Xv

Xnc-s™ -SpØ sSIvÃns\ B ÿ eØ p\n∂vIf-™ ńvthsdmcp

ÿ e-tØ °vam‰p-I.

9. view  Sqƒ_m¿ ¢n]vt_m¿Uv.

10. (a) sX‰v(b) sX‰v(c) icn(d) icn.

t̂ m-¿-am-‰nw-Kv-tUm-Iyp-sa‚v-kv-
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5

sabv¬ sa¿Pv

5.1B apJw

th¿Uvs{]mk-knw-Kns‚Hcps]mXp-hmb{]h¿Ø \wF∂p]d-bp-∂Xv\nß -

fp-am-tbm,\nß -fpsStPmen-bp-am-tbm,\nß -fpsS_nkn-\- p-amtbm_‘-ap≈ ]e

B fp-Iƒ°pw G P≥kn-Iƒ°pw A b-°p-hm≥ th≠ nXpS¿®-bmb CS-th-f-I-fn¬

sabn-ep-IƒD≠ m-°pIF∂-Xm-W v.-th¿U nsesabn-enwKv̂ ot®¿kv\nß sf\nß -

fpsS hnh-c-ß sfHm¿K-ss\kvsNøn-°p-∂p.A sXmcptUmIyp-sa‚vB °m\pw

\n› nX t̂ m¿am-‰n¬ {]n‚vFSp-°m\pwklm-bn-°p-∂p.

sabn¬ sa¿Pv̂ ot®¿kns‚ {][m\ D]-tbm-K-ß ƒ:

• Iptdt]cp-Ifpw ta¬hn-em-k-ß fpwkwtbm-Pn-∏n-°m\pw A XvIptdB fp-

Iƒ°vA h-cpsS t]cnepw ta¬hn-em-k-Ø nepw A b-°m\pw Ign-bpw.

• Im‰-K-dokvD≠ m-°m\pw,Hcpletter varaible¬,Hcp]mSvC≥ ¿̂ta-j≥

ô¬UvkvA s√-¶n¬ te_¬ A Xn¬ hbv°m\pwIgn-bpw.

• kwtbm-Pn-∏n® tUmIyp-sa‚vkvF∂ph®m¬,Ubd-IvSdnenÃvkv,C≥thm-

bvk-kv,{]n‚v,A {U venÃvA s√-¶n¬ F≥h-e-∏p-I-fnepw sabvenwKv

te_¬knepw A {Ukv{]n‚vsNøm\pwkm[n°pw

5.2e£ y-ß ƒ

Cu]mT-Ø ns‚ ]T-\-tijw \nß ƒ°vXmsg]d-bp-∂XvsNøp-hm≥km[n-°pw.

• t̂ mw set‰gvkv,sabn-enwKvte_¬kv,F≥h-e]vkvF∂nhD≠ m-°p-hm≥.

• ta¬hn-emkhnh-c-ß ƒHm¿K-ss\kvsNøp-hm≥,A XvHcptUmIyp-sa‚nte°v

kwtbm-Pn-∏n-°m\pw A ß s\ D≠ m-hp∂ tUmIyp-sa‚ns\ {]n‚vFSp°p-

hm\pwIgn-bpw.

• sabv¬ sa¿PvIÃ-ssakvsNøp-hm≥.

5.3sabv¬ sa¿Pnsehnhn[ tUmIyp-sa‚p-Iƒ

sabv¬ sa¿Pn\v3Xc-Ø n-ep≈ tUmIyp-sa‚p-I-fmW vB h-iy-ap-≈-Xv.

(a) sabn¬ tUmIyp-sa‚v:--sabv¬ sa¿Pv{]h¿Ø -\-Ø nsepersonliased tUmIyp-

sa‚n-s\-bmW vsabn≥ tUmIyp-sa‚vF∂p]d-bp-∂-Xv.t]¿k-\-ssekvUv

tU mIyp-sa‚v(HcpÃmt‚¿U vse‰¿,A s√-¶n¬ F≥h-e]vA s√-¶n¬

sabvenwKvte_¬.)sabv¬ tUmIyp-sa‚vsSIvÃpw
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{Km̂ nIvkpwDƒs°m-≈p-∂p,sa¿PvUvtUmIyp-sa‚ns‚ Hmtcmth¿j-\nepw

A XpHcpt]msebm-bn-cn-°p-Ibpw sNøpw.

DZm-l-cW w:dnt́ ¨ A {U pw t̂ mw se‰-dns‚ {][m-\-̀m-Khpw.

b) Um‰mtkmgvkv:t]cpwta¬hn-em-khpwA s√-¶n¬ G Xphnh-c-ß fpwDƒs°m-

≈p-Ibpw A XvHmtcmsabv¬ sa¿PvtUmIyp-sa‚n-\-\p-k-cn®pw amdp-Ibpw

sNøp∂ file B W vUm‰mtkmgvkv.

DZm-l-cW w:Iptdss¢‚vknt\mA s√-¶n¬ at‰-sX-¶nepw B ƒt°mA b-

°p-hm-\p≈ Hcpt̂ mwse‰-dn\pth≠ nt]cn-t‚bpwta¬hn-em-k-ß -fp-tSbpw

HcpenÃvD≠ m-°p-I.

c) sa¿PvtUmIyp-sa‚v:sabv≥tUmIyp-sa‚vUm‰mtkmgvkp-ambnkwtbm-Pn-∏n-

°p-tºmƒ,A ß s\ D≠ m-hp∂ tUmIyp-sa‚ns‚ t]cmW vsa¿PvtUmIyp-

sa‚v.sa¿PvtUmIyp-sa‚n\vta¬hn-em-k-Ø n-s\m∏wA £ -c-ß sfkv{Io\n¬

sa¿PvsNøn-°m≥ Ign-bp-Ibpw A s√-¶n¬ A £ -c-ß -fpsS IqsS ta¬hn-em-

khpw{]n‚vsNøp-hm≥t\sc{]n‚-dn-te°vsImSp-°p-Ibpw,F≥h-e-∏n-t‚tbm

te_¬kn-t‚tbm]pdØ vta¬hn-emkw {]n‚vsNøp-Ibpw sNømw A s√-

¶n¬ thsdmcp̂ b-en¬ tkhvsNøp-Ibpw]n∂oSv{]n‚vFSp-°m≥ D]-tbm-

Kn-°p-IbpwsNømw.Um‰mtkmgvkn¬ \n∂vUm‰mbpwhnh-c-ß fpwC≥k¿́v

sNbvXvsa¿PvtUmIyp-sa‚vD≠ m-°mw.DZm-l-c-W -Ø n\v«kn‰n»F∂ sa¿Pv

ô¬Uv.

Hcpse‰¿tUmIyp-sa‚n-te°vC≥k¿́vsNøp-∂p,th¿U n¬ kn‰nbpsS-

C≥k¿́vsNøm≥.kn‰nUm‰m ô¬U n¬ “\yqU¬l n” F∂ t]cvDƒs∏-Sp-

Ø p∂Xpt]mseth¿Uv2007¬ sabn≥Sm_v_mdn¬ B W vsabn¬ sa¿PvA s√-

¶n¬ mailings ô®¿D≠ m-hp-∂-Xv.sabvenwKvkv̂ o®dpwSqfpwB IvSn-th‰vB Im≥

sabv≥Sm_v_mdnse“mailings” A a¿Ø p-I.A Xns‚k_vSm-kvIp-Iƒ “{Intb‰v”,

“Ãm¿́v”,“sabn¬ sa¿Pv”,“ssd‰vB ‚vC≥k¿́v̂ o¬U vkv”,“{]nhyq

dnk¬ v́kv”,“ n̂\njvB ‚vsa¿Pv” F∂nhA XvDƒs°m-≈p-∂p.

Fig 5.1

5.4sabv¬ sa¿Pvwizard

sabv¬sa¿Pvhnkm¿U v\nß sfsabv¬sa¿PvsNøp-hm-\p≈ {]h¿Ø \-

ß fn-eqsS\bn-°pwCXvDƒs°m-≈p-∂Xv:

sabv-¬-sa¿-Pv-
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Fig 5.2

sabv≥tUmIyp-sa‚vD≠ m°phm\pwA XvFU n‰vsNøp-hm\pw,]pXnbUm‰m̂ b¬

D≠m-°p-hm≥,Ct∏m-gp≈ Um‰m̂ b¬ImW m≥,Um‰m̂ o¬Up-Iƒsabv≥tUmIyp-

sa‚p-ambnkwtbm-Pn-∏n-°p-hm≥ F∂n-h-bm-W v.sabv¬sa¿Pvhnkm¿UvD]-tbm-Kn-

°p-∂-Xn\vmailingsstart mail merge sXc-s™ -Sp-°p-I.sabv≥Sm_v_mdn¬\n∂v

B W vCXvsXc-s™ -Sp-t°-≠-Xv.F∂ńv,A Xns‚k_vSmkvIv_mdn¬ \n∂vsXc-

™ -Sp-°p-I.(sÃ]vss_ sÃ]vsabv¬ sa¿Pvhnkm¿Uv)

kv{Io\n¬ A t∏mƒ mail merge wizard F∂ sa\pImW p-hm≥ I gn-
bpw. IÃ-s s akvU v

s abv¬s a¿Pv tU mIyp-

sa‚vkns\ D≠ m-°p-hm≥ CXv

\nß sfklm-bn-°pw.B dvL -́

ß -fm-bn-́mW vsabv¬sa¿Pv

tUmIyp-sa‚vD≠ m-°p-∂-Xv.

5.4.1tUmIyp-sa‚vssS∏v

skeIvSvsNøp-∂-hn[w

C u sk£ -\n¬ F ß s \ s abv≥

tU mIyp-sa‚vD]-tbm-Kn®vsabn¬sa¿Pv

hnkm¿U vs X cs ™ -Sp-° m-s a∂ v

\nß ƒ° v]Tn-° p-hm≥ km[n-° pw.

sabn¬sa¿PvtU mIyp-sa‚vD≠ m-°p-

∂Xns‚ B Zy-L ẃ tU mIyp-sa‚vssS∏v

sXc-s™ -Sp-°-em-W v.Cu Hm]vj≥ D]-

tbm-Kn®v \nß ƒ° v sabn≥

tU mIyps a‚ns ‚ s s S∏,vF ∂ m¬

set‰gvkv,C sabv¬ ktµi-ß ƒ,

F≥h-e-]vkv,te_¬kv,Ub-d-IvSdnF∂nh

sXc-s™ -Sp-°mw.Ãmt‚¿UvtUmIyp-sa‚v

ssS∏mbnIqSp-X-embnD]-tbm-Kn-°p-∂Xvse‰-

dm-W v.F¶nepw,CXvsabn-enwKvte_-epw,

Fig 5.3

Fig 5.4
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F≥h-e∏pwB Im≥Ign-bpw.

Hcpsimple se‰¿,XnbXnamdp∂ (Ct∏mgsØ Xnb-Xn)hn[-Ø n¬ D≠ m-°p-

hm≥ Xmsg]d-bp∂ sÃ∏p-Iƒ ]n≥Xp-S-cmw,\nß ƒ set‰gvkvF∂ ssS∏v

sXc-s™ -Sp-°p-tºmƒ,Cuse‰¿D]-tbm-Kn®v\nß ƒ°v]eta¬hn-em-k-tØ mSp

IqSnbHcpIq́wB fp-Iƒ°vkzoI-cn-°m-hp∂ hn[-Ø n¬ kzImcyktµ-i-tØ mSp

IqSnHcpIq́wB fp-Iƒ°vA b-°m-hp-∂-Xm-W v.

skeIvSvtUmIyp-sa‚vssS∏n¬X∂n-cn-°p∂ Hm]vj-\p-I-fn¬\n∂v‘set‰gvkv’

sXc-™ -Sp-°p-Ibpw,A SpØ L -́Ø n-te°vt]mIphm≥ th≠ nwizard Ub-temKv

t_mIvkn¬XmsgA ‰-Ø mbnsImSp-Ø n-cn-°p∂ “next starting document”¢n°vsNøp-

I.

5.4.2Ãm¿́nwKvtUmIyp-sa‚vsXc-s™ -Sp-°p-∂ hn[w

1. Cu {]h¿Ø -\-Ø nse 2̨mw L ẃ set‰gvkvHm]vjs‚ Xmsg-bp≈

Ãm¿́ nwKvtUmIyp-sa‚vsXc-s™ -Sp-°p-∂-Xm-W v.3Hm]vj-\p-I-fmW v\ne-hn-ep-≈-

Xv.

\ne-hn-ep≈ tUmIyp-sa‚vD]-tbm-Kn-°pI(use of current document):\ne-hn-ep≈

tUmIyp-sa‚vImW n-°p-hm≥ D]-tbm-Kn-°p-Ibpw,sabn¬sa¿Pv̂ ot®gvkvD]-tbm-

Kn®vkzoI¿Ø m-hns‚ta¬hn-em-khpwhnh-c-ß fpwtN¿°p-IbpwsNøm≥Ign-bpw.

\nß -fpsS ssIbn¬ HcpB h-iy-Ø n-\mbn\ne-hn-ep≈ Hcpse‰¿{U m̂ v‰vDs≠-

¶n¬ kzoI-cn-t°-≠-bm-fpsS ta¬hn-emkw se‰-dn¬ tN¿°m≥ D]-tbm-Kn-°m-hp-∂-

Xm-W v.

                                       Fig 5.5

sSw]vtf-‰n¬\n∂vXpS-ß pI (start from template): D]-tbm-Kn-° m-\mbn

{U m̂ v‰vsNbvX ktµiw \nß -fpsS,s sIbn¬ C s√-¶n¬ th¿U v2007

¬ \ne-hn¬ èy-am-bn-́p≈

sabn¬sa¿PvsSwtπ-‰p-Iƒ D]-tbm-Kn®vsXcs™ -SpØ vD]-tbm-Kn-°m-

hp-∂-Xm-W v.\nß fpsSB h-iy-Ø n-\-\p-k-cn®vCu sSwtπ-‰p-Isfam‰m-hp-∂-Xm-W v.

sabv-¬-sa¿-Pv-
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\ne-hn-ep≈ tU mIyp-sa‚n¬

\n∂vXpS-ß pI:\nß ƒ°vèy-

amb tU mIyp-sa‚v\nß -fpsS

ssIhiwDs≠-¶n¬,\ne-hn-ep≈

sabn¬sa¿PvtUmIyp-sa‚vsXc-

s™ -SpØ vB h-iy-ambam‰-ß ƒ

A Xns‚ kmcmw-i-Ø ntemA s√-

¶n¬ kzoI¿Ø m-hn-t‚tbmhnh-c-

ß -fn¬ hcp-Ø m-hp-∂-Xm-W v.

C\n\ap°v“start from a tem-

plate” skeIvSvsNbvXvA Xn¬ \n∂vHcpblank tUmIyp-sa‚vsXc-™ -Sp-°p-I.

\nß ƒ CuHm]vj≥ sXc-s™ -Sp-°p-tºmƒ,sabn¬sa¿Pvhnkm¿UvsSwtπ-‰p-

Iƒ sXc-s™ -Sp-°p-hm-\mbnXmsgsImSp-Ø n-cn-°p∂ k_vsa\pHm]vj-\p-Iƒ

Xcpw.ChnsS \nß -fpsS B h-iy-ß ƒ°vDX-Ip∂ ]esSwtπ-‰p-Ifpw \nß ƒ°v

sXc-s™ -Sp-°p-hm≥Ign-bpw.A s√-¶n¬ \nß -fpsS Xs∂ IÃ-ssakvUvktµiw

D≠ m-°p-hm≥th≠ nHcpªm¶vtUmIyp-sa‚vsXc-s™ -Sp-°p-hm\pwIgn-bpw.\ΩpsS

Xs∂ IÃ-ssakvUvse‰¿D≠ m-°p-hm-\mbnHcp“blank tUmIyp-sa‚v” sXc-s™ -

Sp-°p-∂-sX-ß s\ F∂vt\m°mw.

2. ]n∂oSvsa¿Pv̂ o¬U n-eqsSta¬hn-emkwsImSp-°phm-\mbnIpd®vÿ ew

(G -I-tZiw 6 A s√-¶n¬ 7hcnF‚¿IoA a¿Ø n)hnSp-I.Cuÿ eØ vH∂pw

ssS∏vsNø-cp-Xv.CubqW n-‰n¬ ]n∂oSvFß s\Um‰m-tkm-gvkn¬ \n∂pwta¬hn-

em-k-sa-SpØ vUm‰m̂ o¬U n-eqsSta¬hn-emkwsImSp-°m-sa∂v\Ωƒ]Tn-°pw.

ktµ-iØ ns‚ body -bn¬ Fhn-sSbpw ô¬U p-Iƒ sImSp-°p-hm\pw \nß ƒ°v

Ign-bpw.Xmsg-s°m-Sp-Ø n-cn-°p∂ Nn{Xw \mj-W ¬ C≥Ãn-‰yq́vHm̂ vHm∏̈

kvIqfns‚ DIT t{]m{Km-an¬ tN¿∂n-cn-°p∂ F√mhnZym¿∞ n-Iƒ°pw A b-°p-

hm≥ HcpktµiwD≠ m-°p-∂-Xns‚DZm-l-c-W -am-W v.Xnb-Xn°vXmsghnZym¿∞ n-

I-fpsSt]cv,ta¬hn-emkhnh-c-ß ƒ sImSp-°p-hm≥Ipd®vÿ ewhnSp-I.Um‰m

tkmgvkvicn-bm-Ip-tºmƒ ‘your enrolment no. is ’ F∂ ÿ eØ vF≥tdmƒsa‚v

\º¿sImSp-°p-Ibpw sNtø-≠-Xm-W v.

se‰-dns‚ t_mU n(D-≈-S-°w)ssS∏vsNøp-I.\nß ƒ°v\ne-hn¬ Um‰m-t_kv

C≥ ¿̂ta-j≥ Cs√-¶n¬\nß ƒXo¿®-bmbpw\nß -fpsSXs∂ hnhn[C≥^¿ta-

j≥ ô¬U p-I-fp≈ Um‰mtkmgvkv\n¿Ωn-°-W w.CXv]n∂oSvse‰-dntemsabn≥

tU mIyp-sa‚ntemC≥k¿́ vsNømw.DZm-l-c-W -Ø n\v,t\ctØ {Intb‰v

sNbvX s abn¬s a¿Pvs e‰-dns e ÃpU ‚ vkvA {U venÃn¬ U m‰m

tkmgvkmbns\bnw,A {U v1,A {U v2,kn‰n,tÃ‰v,]n≥tImUvF∂nh

\¬Ip-I.

Fig 5.6
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Fig 5.7

Cu]mT-Ø n¬ Fß -s\-bmW vsabn¬ sa¿Pvhnkm¿UvD]-tbm-Kn®vUm‰m-tkmgvkv

D≠ m-°p-∂XvA s√-¶n¬Fß -s\-bmW vUm‰mtkmgvkvh¿°vjo‰n-te°vCwt]m¿́v

sNøp-∂XvF∂v]Tn-®p.

tUmIyp-sa‚vtkhvsNøp-I.

Fig 5.8

5.4.3Um‰mtkmgvkv(data source)

sabn¬sa¿Pvhnkm¿U n-ep≈ 3rd sÃ∏n¬

\n∂pw {U m̂ v‰vsNbvX se‰¿kzoI-cn-°p-

∂tXmA s√-¶n¬ A b-t°≠ B fn-t‚tbm

A {U vskeIvSvsNømw.

a) sabn¬sa¿Pvsl¬∏¿D]-tbm-Kn®vUm‰m

tkmgvkvD≠ m-°p∂ hn[w.

ssat{Imtkm̂ v‰vth¿Uv,FIvk¬,B Ivkkv

Um‰m-t_kvUm‰mtkmgvkvF∂nhsabn¬

sa¿Pvhnkm¿U vD]-tbm-Kn®v\n¿Ωn-°m≥

\nß ƒ°vkm[n-°pw.

sabn¬ sa¿Pvhnkm¿UvD]-tbm-Kn®vUm‰m

tkmgvkvD≠ m-°p∂ sÃ∏p-Iƒ:t\csØ

sabn≥tU mIyp-sa‚v{Intb‰vsNbvXn-́n-s√-

¶n¬ Hcp]pXnb blank tU mIyp-sa‚vHm∏̈

sNøp-I.A s√-¶n¬ \ne-hn-ep≈ sabn≥

tUmIyp-sa‚vHm∏̈ sNøp-I.

1. sabn¬ sa¿Pvhnkm¿U n¬ sÃ∏v3

¬̨ D≈ Ub-temKvt_mIvkn¬ \n∂pw

“Select Recipients”¬ D≈ “type a new list

Fig 5.9

sabv-¬-sa¿-Pv-
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list” skeIvSvsNøp-I.F∂ńv“create” Hm]vj≥skeIvSvsNøp-I.

2. ]pXnb Hcpsk‰vUm‰sb Dƒs∏-SpØ nHcpenÃvD≠ m-°m-\mbnHcpUb-

temKvt_mIvkv{]Xy-£ -s∏-Spw.A Xm-bXvssS‰n¬,̂ Ãvs\bnw,emÃv

s\bnw,Iº\n s\bnw,A {Ukvsse≥1XpS-ß n-bh.

3. ]pXn-b-Xmbn{]Xy-£ -s∏-Sp∂ New Address list U b-temKvt_mIvkn¬

\nß ƒ°vB h-iym-\p-k-cW wt\cńvA Xm-bXv̂ o¬Up-I-fn¬Um‰-Iƒ\¬In

XpS-ß mw.

4. New address list ¬ ^b¬

s NbvX customised columns

am‰p-Itbm ]pX nb

^o¬U v, tN¿° p-Itbm

thW -sa-¶n¬, \yq

A {U kvenÃvU b-temKv

t_mIvkns‚ Xmsghe-Xp-

h-iØ p≈ IÃ-s sakv

_´̈ ¢n°vsNøp-I.

5. \nß ƒ°vB h-iy-amb Um‰m ô¬UvD≈ enkv‰vdisplay sNøpw.CXn¬

\nß ƒ°vIÃ-ssakvUvUm‰m ô¬U vtN¿°m\pw,U neo‰vA s√-¶n¬

t\csØ D≈ enÃn¬ Um‰m̂ o¬U ns‚t]cvam‰m\pwkm[n-°pw.Hcn-°¬

sNbvXpIgn-™ m¬ A Xn\ptijw “HmsI” _´̈ ¢n°vsNøp-I.

6. New address list¬ B h-iy-ap≈ Um‰m̂ o¬UvsImSp-Ø -Xn\ptijw HmsI

¢n°vsNøp-I.tkhvA kvUb-temKvt_mIvkv{]Xy-£ -s∏-Spw.

7. Um‰mtkmgvkvtkhvsNø≠ t̂ mƒU¿skeIvSvsNøp-I.̂b¬ s\bnw

ssS∏vsNøp-I.A Xn\ptijwtkhvA kv¢n°vsNøp-I.A t∏mƒ ^b¬

.mdb (ssa-t{Im-tkm̂ v‰vtU ‰m-s_-bvkv)F∂ FIvÃm≥j-\n¬ tkhv

B Ipw.

b) \ne-hn¬ D≈ Um‰msdt° m¿UvFU n‰vsNøp-hm≥

Um‰mtkmgvkv̂ b-en¬ \ne-hn-ep≈ Um‰msdt°m¿UvFU n‰vsNøp-hm≥,Cu

sÃ∏p-Iƒ D]-tbm-Kn-°p-I.

1. Um‰mtkmgvkv̂ b¬ Hm∏̈ sNøp-I.sÃ∏v3¬ D≈ sabn¬ sa¿Pv

hnkm¿Un¬ U nkvtπsNøp∂ select RecipeintUb-temKvt_mIvkn¬\n∂pw

use an existing list skeIvSvsNøp-I.kv{Io\n¬ HcpSqƒ_m¿{]Xy-£ -s∏-Spw.

2. Ct∏mƒ browse Hm]vj≥ ¢n°vsNøp-I.skeIvSvUm‰mtkmgvkvUb-

temKvt_mIvkvUnkvtπ sNøpw.\nß ƒ°vD]-tbm-Kn-t°≠ Um‰m̂ b¬

A S-ß n-bn-cn-°p∂ t̂ mƒU¿sk¿®vsNøp-I.F∂ńv̂ b¬ èyamIqXn\mbn

Fig 5.10
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Hm∏¨ _´̈ ¢n°vsNøp-I.

3. B IvkkvUm‰mt_kv,FIvk¬ ^b¬,th¿U v̂ b¬,dn®vsSIvÃv

t̂ m¿am‰vt]mep≈ hnhn[ Um‰m b̂¬ t̂ m¿am‰vHm∏̈ sNømw.

Fig 5.11

4. Hcp{]mhiyw U m‰m^b¬ skeIvSvsNbvXm¬,B Um‰m^b-ens‚

ssS∏ns\ A Sn-ÿ m-\-am°n,sabn¬ sa¿Pv\nß -tfmSvtNmZn°pwFß s\

U m‰m ô¬Upw Um‰msdt°m¿Upw th¿Xn-cn-°m-sa-∂v.

5. A Xn\ptijw sabn¬ sa¿P-dn-te°vU m‰m^b¬ temU vB Ip-∂p.

A t∏mƒ \nß ƒ°vEdit Recipient listF∂ _ -́W n¬ ¢n°vsNøm-hp-∂Xpw

B h-iy-sa-¶n¬ \nß -fpsS B h-iy-Ø n-\-\p-k-cn®venÃvFU n‰vsNøm-hp-∂-

Xp-am-W v.

6. hyXymkwhcp-tØ ≠ Um‰msdt°m¿UvI≠ p]nSn-®-Xn\ptijwB tcmIo

A s√-¶n¬ sdt°m¿U v\º¿ssS∏vsNbvXv\nß ƒ°vD≈ -S° w am‰w

hcp-tØ ≠ sdt°m¿Uv\º-cn-te°vt]mhp-I.A s√-¶n¬ findF∂ _´̈

D]-tbm-Kn®v\nß ƒ°pth≠ C≥t̂ m¿ta-j≥ search sNøm-hp-∂-Xm-W v.

7. B h-iy-ap≈ sdt°m¿UvFU n‰vsNbvX-Xn\ptijw tkhvsNøp-I.

c) th¿UvtS_nƒ D]-tbm-Kn®vUm‰mtkmgvkv{Intb‰vsNøp-hm≥

sabn¬ sa¿Pvhnkm¿UvD]-tbm-Kn®vsÃ]vss_ sÃ∏n-eqsS th¿UvtS_nƒ

\n¿Ωn-°m\pwA Xn¬t]cqIƒv,A {Ukpwa‰vdata Dƒs∏-Sp-Ø m-hp-∂-Xm-W v.sabn¬

sa¿Pvhnkm¿Uns‚klm-b-an-√m-sXbpwUm‰mtkmgvkv{Intb‰vsNøm\pw,̂ o¬Uv

s\bnapw Um‰mbpw t\cńvth¿UvtS_n-fn¬ Dƒs∏-Sp-Ø m≥ Ignbpw.A Xn-\p≈

sÃ∏p-Iƒ NphsS sImSp-°p-∂p.

1. tS_nƒ C≥tk¿́vsNøm-\mbnsabn≥ Sm_v_mdn¬ \n∂pwC≥sk¿́v

tS_nƒ (insert table) F∂ Iam‚vskeIvSvsNøp-I.

2. tS_n-fns‚apIƒ m̀K-Ø p≈ rowbn¬ Um‰m̂ o¬Uvs\bnwkvsImSp-°p-I.

sk°‚vrow aqX¬ Um‰msdt°m¿UvssS∏psNøm-hp-∂-Xm-W v.

3. Um‰msdt°m¿UvssS∏psNø¬ A h-km-\n-°p-tºmƒth¿UvtUmIyp-sa‚v

sabv-¬-sa¿-Pv-
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B bntS_nƒ tkhvsNøp-I.A t∏mƒ \nß -fpsS Um‰mtkmgvkvtUmIyp-

sa‚vXøm-dm-Ipw.

d)FIvk¬ h¿°vjo‰vD]-tbm-Kn®vUm‰mtkmgvkv\n¿Ωn-°p∂ hn[w.

FIvk¬ t{]m{Kmw D]-tbm-Kn®vUm‰mtkmgvkv\n¿Ωn-°mw.Xmsg-bp≈

sÃ∏p-Iƒt\m°p-I.

1. FIvk¬ t{]m{KmwÃm¿́vsNøp-I.h¿°vjo‰vHm∏̈ sNøp-I.

2. h¿°vjo‰ns‚ apI-fn-ep≈ row bn¬ U m‰m^o¬U vs\bnwkvssS∏v

sNøp-I.sk°‚vrow apX¬ U m‰msdt°m¿U vssS∏psNøm-hp-∂-Xm-

W v.

3. Um‰msdt°m¿UvF‚¿sNbvXpIgn-bp-tºmƒh¿°vjo‰vtkhvsNøp-I.

4. h¿°vjo‰n¬ D≈ U m‰m^o¬U vs\bnwkpw U m‰msdt°m¿U vkpw

skeIvSvsNøp-I.A Xn\ptijw Ãmt‚¿UvSqƒ_m-dn¬ \n∂pw tIm∏n

_´̈ ¢n°vsNøp-I.̂ b¬ t¢mkvsNbvX tijwFIvk¬ t{]m{Km-an¬

\n∂pwexit sNøp-I.

5. th¿Uvt{]m{Kmw Hm∏¨ sNøp-I.\yqtUmIyp-sa‚vHm∏¨ sNbvX-Xn\p

tijw paste _ -́W n¬ ¢n°vsNøp-I.A t∏mƒ th¿UvtUmIyp-sa‚n¬

tS_nƒ t̂ man¬ Um‰mtIm∏nB Ip-∂-Xm-W v.A Xn\ptijwtkhvsNøp-

I.Um‰mtkmgvkvtUmIyp-sa‚vXøm-dm--W v.

5.4.4tUmIyp-sa‚pIƒ sa¿PvsNøp-hm≥

sabn≥tUmIyp-sa‚pwUm‰mtkmgvkvtUmIyp-sa‚pw{Intb‰vsNbvX-Xn\ptijw,

sabn¬ sa¿Pn-ep≈ A SpØ c≠vsÃ]v,sabn≥tUmIyp-sa‚n-te°vsa¿Pv̂ o¬Uvkv

C≥tk¿́vsNøp-I.A Xn\ptijwUm‰msabn≥tUmIyp-sa‚n-te°vsa¿PvsNøp-

I.sabn≥tUmIyp-sa‚n¬ ô¬Uvkvsa¿PvsNøp-∂-Xn\pth≠ nsabn≥tUmIyp-

sa‚n¬ Ipd®vFU n-‰nwKv\S-Ø -W w.Xmsg-bp≈ sÃ∏p-Iƒ]n≥Xp-S-cp-I.

1. A {UkvUnkvtπ sNtø≠ se‰-dns‚ semt°-j-\n¬ ¢n°vsNøp-I.

2. sabn¬ sa¿Pvhnkm¿U ns‚ sÃ]v4¬ U nkvtπ sNøp∂ U b-temKv

t_mIvkn¬ \n∂pw A {Ukv_p°vHm]vj≥ skeIvSvsNøp-I.sabn¬

sa¿Pvhnkm¿U v C≥sk¿́vA {Ukvtªm°v̨ U b-temKvt_mIvkv

Unkvtπ sNøn°pw.
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Fig 5.12

3. insert address block D]-tbm-Kn®vsabn≥ se‰-dn¬ Dƒs∏Sp-tØ ≠ Hmtcm

A {Ukv̂ o¬Upw \nß ƒ°vsXc-s™ -Sp-°mw.

Fig 5.13

4. {][m\tUmIyp-sa‚v]q¿Ø n-bm°nF√msa¿Pv̂ o¬U pwDƒs∏-Sp-Ø n-b-

Xn\pt i j wHm̂ okv_´̈ ¢n°vsNbvXvtkhvsNøm≥ save as sXc-™ -

Sp-°p-I.C\nth¿U vtU mIyp-sa‚vsXc-s™ -SpØ v̂ b¬ Hcpth¿U v

tU mIyp-sa‚mbn tkhvsNøp-ItbmA s√-¶n¬ th¿Uv97̨ 2003tUmIyp-

sa‚vsXc-s™ -SpØ v̂ b-ens\th¿U v97A s√-¶n¬ 2003tUmIyp-sa‚mbn

tkhvsNømw.tUmIyp-sa‚n\vt]cpsImSpØ tijwtkhvsNøp-I.Ct∏mƒ

\nß -fpsS {][m\ tUmIyp-sa‚n\vsa¿PvtUmIyp-sa‚mbn{]h¿Ø n-°mw.

sabv-¬-sa¿-Pv-
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5.4.5 tU ‰ sabn≥ tUmIyp-sa‚n-te°vsa¿PvsNøm≥.

tU ‰{][m\ tUmIyp-sa‚n-te°vsa¿PvsNøp-∂Xvsabn¬ sa¿Pvhnkm¿U ns‚

A h-km\ L -́amW v.sa¿PvtUmIyp-sa‚vt¢mkvsNøp-∂-Xn\papºv<<or >>

_´̈ ¢n°vsNbvXv{][m\ se‰-dns‚ {]nhyp(preview) ImW m\pw {]n‚vFSp-

°m\pw \nß ƒ°vkm[n-°pw.

Fig 5.14

sa¿PnwKv]q¿Ø n-bm-°p-∂-Xn\pth≠ n“next : complete the merge” F∂ Hm]vj-

\n¬ ¢n°vsNøp-I.sa¿PnwKvt{]mkkvIwπo‰vsNøp-∂-Xn\pth≠ nbmW n-Xv.

Fig 5.15

5.5 A {UkvenÃvsa¿PvsNbvXvsabn-enwKvte_¬kvD≠ m-°m≥

ap≥]v]d-™ Xpt]mseHcpA {Ukv̂ o¬Uv\nß ƒ \n¿Ωn-®n-́p-s≠-¶n¬ Cu

A {Ukv̂ o¬Uv{][m\ tUmIyp-sa‚p-ambnsa¿PvsNøp-hm\pw A Xvsabn-enwKv

te_-ep-I-fmbnD]-tbm-Kn-°p-hm\pwkm[n-°pw.

1. {][m\tUmIyp-sa‚v\n¿ΩmW w: Ãmt‚¿UvSqƒ_mdnse\yqhn¬¢n°v

sNøp-I.A Xn\ptijwmailings  start mail merge,sabn≥Sm_v_mdn¬
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\n∂vskeIvSvsNøp-I.start mail merge¬ \n∂pw labels sXc-s™ -Sp-°p-I.

A t∏mƒssat{Im-tkm̂ v‰vth¿Uv,label optionsUb-temKvt_mIvkvUnkvtπ

sNøn-°pw.

Fig 5.16

2. te_¬ Hm]vj≥kv:Ub-temKvt_mIvkn¬ \n∂v\nß ƒ D]-tbm-Kn-°m≥

Dt±-in-°p∂ {]n‚-dn-t‚bpwte_-en-t‚bpwssS∏vsXc-s™ -SpØ vHmsI¢n°v

sNøp-I.(te-_¬kns‚ ssS∏vt{]mU IvSv\º¿t_mIvkn¬ X∂n-́n-s√-

¶n¬ \nß ƒ°vte_¬kv\n¿Ωn-°m-hp-∂-Xm-W v).new label_ -́W n¬¢n°v

sNbvXvB h-iy-Ø n-\-\p-k-cn-®p≈ te_¬kv\n¿Ωn-°m-hp-∂-Xm-W v.

3. Um‰mtkmgvkvHm∏¨ sNøm≥ :te_-ens‚ s s S∏pw D]-tbm-Kn-

° m-\p≈ t̂ m¿am‰pwsXc-s™ -SpØ pIgn-™ m¬]ns∂ FhnsS\n∂mW v

Um‰m te_en-te°vtN¿t°-≠ XvA Xm-bXvtU ‰mtkmgvkvsXc-s™ -Sp-

°-W w.]pXnb A {UkvenÃv{Intb‰psNøp-I-bmtW m\ne-hn¬ D≈ Xp

D]-tbm-Kn-°p-I-bmtW m F∂-Xns\ B {i-bn®vsabn≥ Sm_v_mdnse

mailings¬ select receipients ¢n°vsNbvXvtype new list A s√-¶n¬ select

from outlooks contact skeIvSvsNøp-I.

4. Use existing list skeIvSvsNbvXm¬ select data source-t_mIvkvImW m-hp-∂-

Xm-W v.A Xn¬ \nß -fpsStU ‰mtkmgvkv(A -{UkvenÃv)\n¿Ωn-®n-cn-°p∂

ÿ m\wIs≠ Ø nHm∏¨ _´̈ ¢n°vsNøpI.

5. B IvkkvtU ‰mt_kv,FIvk¬ b̂¬kv,th¿U v̂ b¬,dn®vsSIvÃv

t̂ m¿am‰vapX-embhnhn[Xc-Ø n-ep≈ Um‰m̂ b¬ t̂ m¿am‰v\nß ƒ°v

Hm∏̈ sNøm-hp-∂-Xm-W v.

sabv-¬-sa¿-Pv-
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Fig 5.17

6. Hcp{]mhiyw tU ‰m^b¬ sXc-s™ -Sp-Ø m¬,tU ‰m^b-ens‚ ssS∏n-

\-\p-kcn®v,sabn¬ sa¿P¿tU ‰m̂ o¬U pwtU ‰msdt°m¿U pwFß s\

Xncn-®-dnbmw F∂v\nß -tfmSvtNmZn-°pw.

7. A XvsNbvX-Xn\ptijwtU ‰sabn¬ sa¿P-dn-te°vtemUvsNø-s∏-Sp-∂p.

Ct∏mƒ \nß ƒ°vÃm¿́vsabn¬ sa¿Pnseedit receipient list_´̈ ¢n°v

sNbvXvenÃn¬ B h-iy-ap≈ am‰-ß ƒ hcp-Ø m-hp-∂-Xm-W v.

8. B tcmIoIƒ{]kvsNbvtXmA s√-¶n¬ sdt°m¿Uv\º¿ssS∏vsNbvtXm

am‰-ß ƒ hcp-tØ ≠ tU ‰msdt°m¿U ns\ sXc-s™ -Sp-°m-hp-∂-XmW v

A s√-¶n¬ find ¢n°vsNbvXvB sdt°m¿U n-ep≈ \nß ƒ°m-h-iy-ap≈

hnh-c-ß ƒ tk¿®vsNøp-I.

9. am‰-ß ƒ hcp-tØ ≠ sdt°m¿U n¬ am‰w hcp-Ø n-b-Xn\ptijw tkhv

sNøp-I.

10.skeIvSvmailings  write & insert fieldds¢n°vsNbvXm¬ sa¿Pv̂ o¬Uv

C≥sk¿́vsNømw.insert merge field ¢n°vsNbvXv\nß ƒ Dƒs∏-Sp-Ø m≥

Dt±-in-°p∂ ô¬Uvs\bnwsXc-s™ -SpØ vHmsI ¢n°vsNøp-I.Ct∏mƒ

sXc-s™ -SpØ tU ‰m̂ o¬U vA s√-¶n¬^b¬ s\bnw te_¬tUmIyp-

sa‚n¬ Dƒs∏-́n-́p-≠mIpw.CXpt]mse\nß ƒ°vte_¬ tUmIyp-sa‚n¬

thW -sa∂vIcp-Xp∂ apgp-h≥ tU ‰m ô¬U ns‚ t]cpw sXc-s™ -Sp-°m-hp-

∂-Xm-W v.

Fig 5.18
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11. sabn≥tUmIyp-sa‚n-te°vtU ‰sa¿PvsNøm≥:mailings Sm_v_mdn-ep≈

preview results¢n°vsNbvXm¬,te_¬kv{]n‚vsNøp-∂-Xn\papºvsa¿PvUv

te_¬kpwskeIvSvUm‰mtkmgvkn¬\n∂p-ap≈ Um‰mbpwImW m≥km[n-

°pw.Cß s\ sNbvXm¬ te_¬kv{]n‚vsNøp-∂XvFß -s\-bmW vF∂-

dn-bm≥km[n-°p-Ibpw XpS¿∂v{]n‚vsNøp-∂-Xn\papºmbnFs¥-¶nepw

am‰-ß ƒhcp-Ø -W -sa-¶n¬ sNøp-IbpwsNømw.preview results k_vSmkvIn-

ep≈ <and >_´̈ D]-tbm-Kn®vF√mte_¬kn-t‚bpw{]nhypImW mw.

Fig 5.19

12.tUmIypsa‚p-ambnUm‰sa¿PvsNøm≥:sa¿PnUvte_¬kv{]n‚-dn-

te°vt\cńp\¬Ip-∂-Xn\pth≠ nFinish & MergeF∂ k_v

SmkvIn¬ ¢n°vsNøp-I.A Xn\ptijw{]n‚vtUmIyp-sa‚v¢n°vsNøp-I.

13.sa¿PnUvte_¬kv{]n‚vsNbvX tijw Cß s\ ImW p-∂p.

Fig 5.20

5.6A {UkvenÃvsa¿PvsNbvXpsIm≠ vF≥h-e]vv{Intb‰vsNøm≥

th≠ n

t\csØ ]d™ Xp{]Imcw \nß ƒ Um‰mtkmgvkvD≠ m-°n-bn-́ps≠ ¶n¬,Cu

A {UkvenÃvF≥h-e-]vkp-ambnsa¿PvsNøm≥Ffp-∏-am-W v.A XpsIm≠ vsabn¬

sNøm-\p≈ A {Ukvt\cńpF≥h-e-]vkn¬ {]n‚vsNøm≥ km[n°pw.CXn\p

th≠ n4sÃ∏p-Iƒ D≠ v.

1. sabn≥tUmIyp-sa‚v{Intb‰vsNøp-∂-Xn\v:Ãmt‚¿U vSqƒ_mdn-ep≈ new

blank document ¢n°vsNøp-I.sabn≥ Sm_v_mdn-ep≈ mailings start

sabv-¬-sa¿-Pv-
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mail mergeF∂ k_v̨ SmIvkn¬¢n°v

sNøp-I.start mail mergeF∂-Xn¬\n∂v

F≥h-e]vkvskeIvSvs Nøp-I.

ssat{Im-tkm̂ v‰vth¿U vF≥h-e]vkv

Hm]vj≥ Ub-temKvt_mIvkvUnkvtπ

sNøn-°pw.

2. F≥h-e]vkv Hm]vj≥ Sm_n¬

F≥he]vkvssk n¬ \n∂vsize sXc-

s™ -Sp°mw.t{Um]vU ü t_mIvkn¬

\n∂v F≥h-e-∏n-ep≈ A {U kv Fig 5.21

t̂ m¿am‰pwA Xns‚ÿ m\hpwA U vPÃvsNøp-I.A Xn\ptijw{]n‚nwKv

Hm]vj-\n¬ ¢n°vsNøp-I.envelope feed Hm]vj≥{]n‚-dn\vA \p-k-cn®vicn-

bmtW mF∂vt\m°p-I.HmsI ¢n°vsNøp-I.

Fig 5.22

3. U m‰mtkmgvkvHm∏¨ s NøpI :

te_¬ s s S∏pw t^m¿am‰pw

skeIvSvsNbvXp Ign-™ m¬ FhnsS

\n∂mtW mUm‰mte_¬ tkmgvkn-te°v

FSp-t°-≠ XvB Um‰mtkmgvkvskeIvSv

sNøp-I.sabn≥ Sm_v_mdn-ep≈ mail-

ings¬\n∂vselect recipeints¢n°vsNøp-

I.A Xn\ptijw Type New list /select

from outlook contacts/use existing listCh-bn-

sem∂v¢n°vsNøp-I.

4. use existing listkeIvSvsNøp-tºmƒ,select date sourceUbtemKvt_mIvkv

ImW mw.\nß ƒUm‰mtkmgvkv(A -{UkvenÃv){Intb‰vsNbvX ÿ ewXnc-

s™ -Sp-°p-I.A Xn\ptijwHm∏̈ _´̈ ¢n°vsNøp-I.

5. \nß ƒ°vIptdUm‰mt̂ m¿am-‰p-Iƒ Hm∏̈ sNøm≥km[n-°pw.DZm-l-c-

W -Ø n\vA {UkvUm‰mt_kv,FIvk¬ b̂¬kv,th¿U v̂ b¬kvXpS-ß n-

b-h.
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Fig 5.23

6. Hcn-°¬ Um‰m b̂¬ skeIvSvsNbvXpIgn-™ m¬,A Xns‚ ssS∏ns\

A Sn-ÿ m-\-am°nsabn¬ sa¿P¿ \nß -tfmSvFß -s\-bmW vU m‰m

ô¬Upw Um‰msdt°m¿Upw XΩn¬ th¿Xn-cn-®-dn-bp-∂XvF∂vtNmZn-°pw.

7. Hcn-°¬ CXvsNbvXpIgn-™ m¬,Um‰m̂ b¬ sabn¬ sa¿P-dn-te°vtemUv

sNøpw A t∏mƒ\nß ƒ°vedit recipient_´̈ ¢n°vsNbvXvenÃn¬ B h-

iym-\p-k-c-W -ap≈ am‰-ß ƒ hcp-Ø mw.

8. am‰-ß ƒhcp-tØ ≠ dnt°m¿Uv\º¿semt°‰vsNøp-∂-Xn\pth≠ n,B tcm

IoD]-tbm-Knt®mdnt°m¿U v\º¿ ssS∏psNbvtXmam‰w hcp-tØ ≠

dnt°m¿U n-te°vt]mhp-I.A √-¶n¬ find ¢n°vsNbvXv\nß ƒ°vB h-iy-
ap≈ C≥t̂ m¿ta-j≥ sk¿®vsNøp-I.

9. am‰whcp-tØ ≠ dnt°m¿UvFUn‰vsNbvX-Xn\ptijwtkhvsNøp-I.

10. ‘write & insert field’Iogn-ep≈ ‘mailings’ Sm_n-ep≈ insert merge field¢n°v
sNbvXvU m‰mtkmgvkn¬ \n∂pFhn-sS-bmtW mA {Ukvsa¿PvsNtø-

≠ XvA hnsSsa¿Pv̂ o¬UvkvC≥sk¿́vsNøp-I.A Xvte_¬kvtUmIyp-

sa‚n-te°vC≥sk¿́vsNøm-hp-∂-Xm-W v.C≥sk¿́vsa¿Pv̂ o¬Uv¢n°v

sNbvX-Xn\ptijw C≥sk¿́vsNtø≠ ô¬U vs\bnw ¢n°vsNøpI

A Xn\p tijw HmsI ¢n°vsNøp-I.skeIvSvsNbvX Um‰m ô¬U v

A s√-¶n¬ b̂¬ s\bnw F≥h-e-∏n¬ C≥sk¿́UvB Ipw.A Xpt]mse

F≥h-e∏vtUmIyp-sa‚n¬ImtW ≠ F√m̂ o¬Ups\bnapwskeIvSvsNøm-

hp∂-XmW v.

Fig 5.24

sabv-¬-sa¿-Pv-
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11. sabn≥ tUmIyp-sa‚n-te°vUm‰msa¿PvsNøm≥ :sabn-en-wKvSm_v_mdn-

ep≈ preview results¬ ¢n°vsNbvXm¬,ske-Iv‰UvUm‰mtkmgvkn-ep≈

Um‰mbpw sa¿PvUvte_-¬kpw {]n‚vsNøp-∂-Xn\papºvImW m≥ km[n-

°pw.CXvte_¬kv{]n‚vsNbvXm¬ Fß -s\-bn-cn-°p-sa∂vA dn-bm≥

klm-bn-°p-Ibpw Fs¥¶nepw am‰w hcp-Ø -W -sa-¶n¬ te_¬kv{]n‚v

sNøp-∂-Xn\papºvsNøp-hm\pwkm[n-°pw.preview resultsk_vSvkvInep≈

<B ‚v>_´̈ D]-tbm-Kn®vF√mUm‰m̂ o¬U n-eq-sSbpwmove sNøm-hp-

∂-Xm-W v.

Fig 5.25

12.U m‰mtU mIyp-sa‚p-ambnsa¿Pp

s NøpI : \nß ƒ° vsa¿PvU v

tU mIyp-sa‚vt\cńv {]n‚-dnte°v

sk‚vsNø-W -sa-¶n¬,sabn-enwKv

Sm_n-ep≈ finish & mergek_vSmkvIv

¢n°v sNbvX-Xn\ptijw {]n‚v

tU mIyp-sa‚vkv¢n°vsNøp-I.
Fig 5.26

tNmZy-ß ƒ

1. sabn≥ sa¿Pn-ep≈ sabn≥ tU mIyp-sa‚pw sa¿PvtU mIyp-sa‚pw XΩn-

ep≈ hyXymkwF¥v?

2. Hcpsabn≥ sa¿Pn¬ HcpUm‰mtkmgvkv\n¿Ωn-°m\p]-tbm-Kn-°p-∂Xv

...............................A s√-¶n¬..........................................B W v.

3. \nß ƒ°vUm‰mdnt°m¿Uvv..........................................A s√-¶n¬ ............................

B bnsa¿PvsNømw.

4. Ce-Ivt{Sm-W nIvsabn-enw-Kn-\mbnsa¿PvtUmIyp-sa‚vkvsend sNøp-tºmƒ

\nß fpsSIw]yq-́-dn¬.................................IW -£ ≥D≠ m-bn-cn-°-W w.

5. icntbmsXt‰mFs∂-gp-Xp-I.

a) thU ns‚ sabn¬ sa¿Pv̂ o®¿D]-tbm-Kn®v\nß ƒ°vHcpknwKnƒ se‰-

dn¬ A {UkvenÃvsa¿PvsNøp-Ibpw A Xva‰p-≈-h¿°vsend sNøp-Ibpw

B hmw.]t£ se‰-dns‚t_mUn-bn-te°v̂ o¬Uvkns\C≥sk¿́vsNøm≥

km[n-°n-√.
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b) Iw]yq-́-dp-ambnIW IvSvsNbvXn-́p≈ m̂Ivkvsajo≥C√msX sa¿PvUvtUmIyp-

sa‚vkns\ m̂IvkvsNøm≥ th≠ nsk‚vsNøm≥km[n-°n-√.

c) FIvk¬ D]-tbm-Kn®vHcph¿°vjo‰n¬ {Intb‰vsNbvXn-́p≈ U m‰m

dnt°m¿Uvkv,sabn¬ sa¿Pn\pth≠ n-bp≈ Um‰mtkmgvkmbnD]-tbm-Kn-

°m≥km[n-°n-√.

5.7\nß ƒ F¥v]Tn-®p.

FwFkvth¿U n-ep≈ sabn¬ sa¿Pv̂ o®-dns\]‰nbmW vCu]mT-̀m-KØ v

\nß ƒ ]Tn-®-Xv.\nß ƒ°vCt∏mƒ Hcps\bnw enÃpw A {UkpwknwKnƒ

Iymc-IvS-dn-te°vsa¿PvsNøm\pw A Xv]eB fp-Iƒ°vA h-cpsS hnem-k-

Ø n¬ sk‚vsNøm\pwkm[n-°pw.A Sp-Ø -Xmbn\n∂vIym‰-K-dokv,knwKnƒ

se‰¿hnØ vthcn-b-_nƒC≥t̂ m¿ta-j≥ ô¬UvkvA s√-¶n¬ te_¬kv

F∂nh{Intb‰vsNøm≥ km[n-°pw.A h-km-\-ambn\nß ƒ°vsa¿PvUv

tUmIyp-sa‚vkvA Xm-bXvUb-d-IvSdnenÃvC≥thm-bvk-kv,A {UkvenÃv,

{]n‚vA {U-kkvHm̈ F≥h-e]vkvA s√-¶n¬ sabn-enwKvte_¬kvF∂nh

\n¿Ωn-°m≥ km[n-°pw.

5.8tNmZy-ß ƒ

1. Npcp-°-Ø n¬ hnh-cn-°pI:(a)sabn≥tUmIyp-sa‚v(b)Um‰mtkmgvkv(c)

sa¿PvtUmIyp-sa‚v------------------------------------------

2. sabn¬ sa¿Pns‚ G sX-¶nepwc≠ v̂ o®-dp-Iƒhnh-cn-°p-I.

3. t̂ mwev‰dn\pth≠ nsabn≥tUmIyp-sa-‚v{Inbv‰vsNøp-∂-Xp-\p-≈ sÃ]vkv

Fgp-Xp-I.

4. sabn≥ sa¿Pn¬ \ne-hn-ep≈ Um‰msdt°m¿UvvFU n‰v(edit) sNøm-\p≈

sÃ∏p-Iƒ Fgp-Xp-I.

5. th¿UvtS_nƒ D]-tbm-Kn®vUm‰mtkmgvkv{Intb‰vsNøm-\p≈ sÃ∏vFgp-

Xp-I.

6. \nß -fpsSsabn¬ sa¿Pn\vFIvk¬h¿°vjo‰vHcptU ‰mtkmgvkmbnD]-

tbm-Kn°m-\p≈ sÃ]vkvFgp-Xp-I.

5.9DØ -c-ß ƒ (5.6)

1. Hcpsabn¬ sa¿PvHm∏-td-j-\n¬ Hcpt]gvk-W -ssekvtUmIyp-sa‚n-s\-bmW v

sabn≥ tU mIyp-sa‚vF∂p]d-bp-∂-Xv.\nß ƒ sabn≥ tU mIyp-sa‚p-

ambnHcpU m‰m tkmgvkvsa¿PpsNøp-tºmƒ,aq∂m-a-XmbnD≠ m-Ip∂

tUmIyp-sa‚mW vsa¿PvtUmIyp-sa‚v

2. sabn¬ sa¿Pvsl¬∏¿A s√-¶n¬ th¿UvtS_nƒ

3. Hcp]pXnb tUmIyp-sa‚vA s√-¶n¬ {]n‚¿.

4. C‚¿s\-‰v.

5. (a)sX‰v.(b)icn(c)sX‰v

sabv-¬-sa¿-Pv-
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6

kvs{]Uvjo‰ns‚ A Sn-ÿ m\w

6.1B ap-Jw

Hcpkvs{]Uvjo‰vF∂XvUm‰mbpw C≥ ¿̂ta-j\pw hcnbpw \nc-bp-ambn

Hcp-°p∂ Hcphenbjo‰vB W v.\nß ƒ°-dn-bm-hp-∂-Xp-t]m-se,FIvk¬ F∂Xv

IpSp-X-embnD]-tbm-Kn-°p∂ Hcpkvs{]Uvjo‰vA πn-t°-j-\m-W v.CXvssat{Im-

tkm̂ v‰vHm̂ okvkyq́n-s‚-Hcp̀mK-amW v.Um‰F‚¿sNøp-∂-Xn\pwhniIe\w

sNøp-∂-Xn\pwtÃm¿sNøp∂Xn\pwkvs{]Uvjo‰vhfscD]-Im-c-{]-Z-am-W v.A cn-

X-am-‰nIvHm∏-td-j≥kvA Xm-bXvA Uo-j≥,k_v{Sm-£ ≥,aƒ ń-πn-t°-j≥,Unhn-

j≥ F∂n-hbpw FIvk¬ D]-tbm-Kn®vsNøm≥ Ign-bpw.\nß ƒ°v\º-dp-Ifpw

A £ -c-ß fpw B tcm-l-W -{I-a-Ø nepw A h-tcm-l-W -{I-a-Ø nepw tkm¿́vsNøm\pw

FIvk¬-D-]-tbm-Kn-°mw.IqSmsX FIvk-en¬ efn-X-amb n̂\m≥jy¬,-am-Ø -am-‰n-

°¬,Ãm‰n-Ãn-°¬ t̂ m¿ap-e-Iƒ D]-tbm-Kn-°m-hp-∂-Xm-W v.

6.2e-£ y-ß ƒ

Cu]mTw]Tn®pIgn-™ m¬ \nß ƒ°vXmsg]d-bp-∂hsNøm≥ Ign-bpw.

• Fw.-FkvFIvk¬ 2007s‚ A Sn-ÿ m\{]tXy-I-X-Iƒhni-Zo-I-cn-°mw.

• t]Pp-IfpwA Xns‚ {]n‚nwKpw set up sNømw.

• h¿°vjo‰vmodify sNømw.

• h¿°vjo-‰n¬ Um‰F‚¿sNøm\pw edit sNøm\pwIgn-bpw.

• Iot_m¿UvtjḿvI v́D]-tbm-Kn-°mw.
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6.3kvs{]Uvjo-‰ns‚ {]tXy-I-X-Iƒ

\ΩpsS{]h¿Ø \wFfp-∏-am-°m≥FIvk-en¬ Hcp-]mSv{]tXy-I-X-Iƒ èy-am-W v.

A Xn¬ {][m-\-s∏́ Nne-Xm-W v.

1. Autosum Ą Sp-Ø -SpØ sk√p-I-fnseDf-f-S°wIq́p-∂-Xn\vklm-bn-°mw.

2. List Autofill H̨cp]pXnb sF‰wenÃns‚ A h-km-\-Ø n¬ add sNbvXm¬

kzbtask¬t̂ m¿am‰vsNøpw.

3. Auto fill X̨pS¿®-bm-b-Xpw,B h¿Ø n-®p-f-f-Xp-ambUm‰A Xm-bXvtU ‰v,\º-

dp-Iƒ,B h¿Ø n-®p-ffsSIvÃvFfp-∏-Ø n¬ sk√n¬ n̂¬sN-øm≥klm-bn-

°pw.Hmt́m-̂n¬ ^Mvj\p-IsftIm∏nsNøm≥D]-tbm-Kn-°pw.Cu{]tXy-

IX D]-tbm-Kn®v\º-dp-Ifpw sSIvÃp-Ifpwam‰whcp-Ø m≥km[n-°pw.

4. Auto shapes ˛CuSqƒ_m¿D]-tbm-Kn®vtPyma-{Sn-°¬ tj∏v,B tcm-kv,

v̂tfmNm¿́vFe-sa≥kv,-Ãm¿kvF∂nhhc-°m≥km[n-°pw.Cutj∏p-Iƒ

D]-tbm-Kn®v\nß ƒ°vkz¥-ambn{Km̂ pIƒhc-bv°m≥Ign-bpw.

5. Wizard \̨nß ƒFs¥-¶nepwtPmen-sN-bvXp-sIm-≠ n-cn-°p-tºmƒ,A Xn-\p-k-

lm-b-I-ambcoXn-bn-ep-ffkpN-I-ß fpwsSIv\n-°p-IfpwImW n-®p-X-cp-∂p.

6. Draf & Drop ˛aukns‚klm-b-Ø m¬ Um‰bpw sSIvÃpw{UmKvsNbvXp-

sIm≠ vs]mkn-j-\n¬ am‰whcp-Ø m≥Ign-bpw.

7. Charts \̨ΩpsSkm‰sb{Km̂ n-°emb-nA h-X-cn-∏n-°m≥km[n-°pw.A Xm-

bXvss] Nm¿́v,_m¿Nm¿́v,sse≥ Nm¿́vF∂n-ß -s\.

8. Pivot Table C̨Xp-]-tbm-Kn®vhfscs]́ ∂pXs∂ Um‰sbXpIImW m\pw,

A Xns\ A \-ssekv(hn-i-I-e-\w)sNøm\pw km[n-°pw.A Xp-t]mse

n̂\m≥jy¬ tÃ‰vsa‚vkv,Ãm‰n-Ãn-°¬dnt∏m¿́vXpS-ß nbdnt∏m¿́p-Iƒ

\n¿Ωn-°m\pwkm[n-°pw.IqSmsX IqSp-X¬ hnj-a-I-c-ambUm‰-IƒXΩn-ep-

ff_‘ w{Km̂ n-°-embnA \-ssekvsNøm≥km[n-°pw.

9. Short Cut Menu \̨ΩpsSSmkvIn\vB h-iy-ambIam‚p-Iƒaukns‚he-Xp-

_-́≥¢n°vsNøp-tºm-ƒ{]Xy-£ -s∏-Sp-∂-Xm-W v.

kvs{]Uvjo‰ns‚A Sn-ÿm\w-
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Fw.FkvFIvk¬ 2007s‚ {]tXy-I-X-Iƒ

F.dnk¬ v̨́ Hmdn-b‚vbqk¿C‚¿s^kv

ssat°m-tkm̂ v‰vFIvk¬ Ffp-∏-Ø n¬ D]-tbm-Kn-°p-∂-Xn\vdnk¬ v́Hmdn-

b‚vbqk¿C‚¿s^kvklm-bn-°pw.Ia‚vkpw,̂ ot®gvkpw km[m-c-W -bmbn

tImwπIvkvsa\p-hn-emW vDƒs°m-f-fn-®n-cn-°p-∂-Xv.Sqƒ Sm_n¬ F√mSqƒ_mdp-

IfpwCt∏mƒhfscFfp-∏Ø n¬ ImW m-hp∂hn[-Ø n¬ SmIvkvHmdn-b‚vSm_p-I-

fm-bmW vA td© vsNbvXn-cn-°p-∂--Xv.an° Ub-temKvt_mIvkp-Iƒ°pw]Icwt{Um∏v

U ü Kme-do-kmW vDf-f-Xv.t{Um]vU ü KmednF√mèy-amb Hm]vj≥kpw

SqƒSn]vkpwU nkvsπsNøp-IbpwU nkv{In-]v‰ohvA s√-¶n¬kmw_nƒ{]nhyqicn-

bmb Hm]vj≥ Xnc-s™ -Sp-°m≥ \Ωsfklm-bn-°p-Ibpw sNøpw.

_n.IqSp-X¬hcnbpw\ncbpwa‰p]pXnbenan‰vkpw

FIvk¬ 2007{KnU n\v1048576hcnbpw16384\ncbpw D≠ v.B b-Xn-\m¬ ssat{Im-

tkm̂ v‰vHm̂ okvFIvk¬ 2003t\°mfpw1500%IqSp-X¬ hcn-bpw6300%IqSp-X¬

\ncbpwFIvk¬ 2007¬ D≠ v.FIvk¬ 2003¬ emÃv\ncIV B W vCXn\v]Icw

XFD B W vFIvsk¬ 2007¬ Df-f-Xv.Hcpsk√nse\º¿Hm̂ vsk¬ d̂ -d≥kv

èyamb saΩdnhscIqSp-∂-Xm-W v.t\c-sØ -bp-≠m-bn-cp∂ 4000Xcwt̂ m¿am-‰n-ß p-

I-fpsSÿ m\Ø vCt∏mƒA ¨en-an-‰-Um-bn-́p-fft̂ m¿am-‰nMvssS∏m-W p-f-f-Xv.

kn.Hm̂ okvXowkvB ‚vFIvsk¬ ssÃ¬kv

hnhn[ ssÃ¬kpw Xowkpw (themes) D]-tbm-Kn®vFIvsk¬ 2007seUm‰thK-

Ø n¬ t̂ m¿am‰vsNøm-hp-∂-Xm-W v.A Xp-t]mse\nß ƒ°vXowkva‰pFIvsk¬

version te°vsjb¿sNøm-hp-∂-XmW v.(DZm:thUv2007,]h¿t]m-bn‚v2007).

Xow (themes)D]-tbm-Kn-°p-∂ hn[w.

tUmIyp-sa≥kn\v\√ ẁKnIńp-∂-Xn\vth≠ n-bmW vXowkvD]-tbm-Kn-°p-∂-Xv.-Hcp

XowF∂Xvaq≥Iq́n\n¿Ωn® Itf-gvkv,sse≥kv,-t̂ m-≠v,F ÎvSvk(effect) F∂n-

h-bpsS Hcpsk‰vB W v.Xow Hcp{]tXyI sF‰-Ø n\vA sπ sNøm-hp-∂-Xm-W v.

A Xm-bXvtS_nƒkv,Nm¿́vkv.A Xp-t]mseHcpapgp-h≥h¿°v_p°n-te°pwXow

A s∏ sNømw.
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ssÃ¬ D]-tbm-Kn-°p∂hn[w

Hcpaq≥Iq́n\n¿Ωn® Xow t̂ m¿am-‰n-t\-bmW vssÃ¬ F∂v]d-bp-∂-Xv.

FIvsk¬Nm¿́v,tS_nƒkv,]nthḿvtS_nƒkv,Nn{Xß ƒ,tj∏vkvF∂n-h-bpsS

_mly-cq]wam‰p-hm≥ ssÃ¬kvD]-tbm-Kn-°mw.bqk-dns‚ Nne-hy-‡ -ambB h-

iy-ß ƒ \nd-th-‰m\pw ssÃ¬kvD]-tbm-Kn-°mw.t\ḿvsNtø≠ {][m-\-Im-cyw,

Nm¿́n¬ \nß ƒ°vkz¥-amb ssÃ¬kvD]-tbm-Kn-°m≥ Ign-bn√F∂m¬ {]nF-

Ivkn-kvÃnMv(ap-ºp≈ )ssÃ¬kvD]-tbm-Kn-°m≥Ign-bpw.

U n.I≠ o-j-W ¬ t̂ m¿am-‰nMv(conditional formatting)

I≠ o-j-W ¬ t̂ m¿am‰vD]-tbm-Kn-°m\pwA sπsNøm\pwFfp-∏-am-W v.Um‰m-bpsS

I≠ p-]n-Sn-°m≥Ipd®v{SnIvkvB h-iy-am-W v.A XvA \m-en-kn-kns\Hcp]cn-[n-hsc

klm-bn-°pw.aƒ ń-∏nƒI≠ oj-W ¬ t̂ m¿am-‰nMvdqƒkns‚Cwπn-sa-t‚-j\pw

amt\-Pvsa‚pw,-{]-[m\ Um‰m-s{S‚kpw FIvk-]vj≥kpw Ffp-∏-Ø n¬ H_vk¿∆v

sNøm≥klm-bn-°pw,Cuaƒ ń-∏nƒI≠ o-j-W ¬ t̂ m¿am-‰nMvdqƒkv̀wKn-bp-ff

hnjz¬ t̂ m¿am-‰nMvA sπ-sN-øpw.A Xm-bXvUm‰m-_m¿kv,t{KU n-b‚vItfgvkv

sF°¨ sk-‰vkv.

C.t̂ m¿ape(Easy formula writing)

t̂ m¿apeFfp-∏-am-°m-\p-ffNnehgn-I-fmW vXmsgsImSp-Ø n-cn-°p-∂-Xv.

Resizable formula bar

tImwπ-Ivkv,temwKv(\ofwIqSn-b)t̂ m¿ap-e-Iƒh¿°vjo-‰nsea‰pUm‰sbIh¿

sNøp-∂XvXS-bm-\mbnt̂ m¿ap-e-_m¿Hmt́m-am-‰n-°endosskkvsNøpw.nesting

s‚IqSp-X¬ seh-ep-Iƒhenbt̂ m¿ap-e-IƒFgp--Xm≥klm-bn-°pw.A XvFIvsk¬

2007\vDffHcp{]tXy-I-X-bm-W v.

Function autocomplete

Cu ô®¿,IrXy-ambt̂ m¿ap-e-IƒthK-Ø n¬Fgp-Xm≥klm-bn-°pw.t̂ m¿ape

Iwπo‰vsNøp-∂-Xn\vD]-tbm-Kn-°p-∂XpwA Xns\klm-bn-°p∂Xpamb^Mvj≥kv

I≠ p-]n-Sn-°m\pw^Mvj≥ Hmt́msIπo‰vklm-bn-°pw.

kvs{]Uvjo‰ns‚A Sn-ÿm\w-
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Structured references

Hcpformula s\bnwUvtd© kpwtS_nƒkpwd̂ ¿sNøp-∂-Xn\vFIvsk¬

2007¬ èy-ambH∂mW vkv{SIvt®Uvd̂ -d≥k-kv.CXvDI,A1C1 XpSß nsk¬ d̂ -

d≥kW v-IqSmsXm-bp-f-f-XmW v.

Easy access to named ranges

FIvsk¬ 2007s‚ klm-b-Ø m¬ Hcpsk≥{U¬ semt°-j-\n¬ aƒ ń-∏nƒs\-

bnwUvtd© ns\Hm¿K-ss\kvsNøm\pwA ]vtU ‰vsNøm\pwlm≥U n¬ sNøm\pw

km[n-°pw.CXvh¿°vjo‰n¬ h¿°vsNøm\pw U m‰-tbbpw t̂ m¿ap-e-tbbpw

C‚¿s{]‰vsNøm\pwklm-bn-°pw.

F v̂.tkm¿́nMv& n̂¬‰-dnMv

FIvk-en¬ èy-amb n̂¬‰-dn-Mv,tkm¿́nMvsSIv\n-°p-IƒHcph¿°vjo-‰nse

Um‰msbA td© vsNøm≥D]-tbm-Kn-°p-∂p.A Xp-hgnG sX-¶nepwHcpUm‰Ffp-

∏-Ø n¬ I≠ p-]n-Sn-°m≥km[n-°pw.FIvsk¬ 2007¬ \nß ƒ°vUm‰msbIf-d-\p-

k-cn®pw,aq-∂n¬ IqSp-X¬ seh-enepwtkm¿́vsNøm≥ Ign-bpw.

\nß ƒ°vUm‰msb If-d-\p-k-cn-®pw,tU ‰vA \p-k-cn®pw n̂¬‰¿sNømw,

1000¬ IqSp-X¬ sF‰wkvHmt́m-̂n¬‰¿t{Um]vsU m̈ enÃn¬ U nkvsπ sNømw,

aƒ ń-∏nƒsF‰w-kns\filter sNøm≥skeIvSvsNømw,Um‰msbpivot tS_nƒkn¬

n̂¬‰¿sNømw.

6.5 FIvsk¬ XpSß p∂ hn[w

1. kv{Io\ns‚ XmsgImW p∂ SmkvIv_m-dns‚ CS-Xp-̀m-KsØ Ãm¿́v_ -́\n¬

aukvD]-tbm-Kn®v¢n°vsNøp-I.

2. Hmƒt{]m{KmwkvsF‰wkvssl sse‰vsNøpw.t{]m{Kmwsa\pHm∏̈ sNøp-I.

3. t{]m{KmapI-fpsSenÃn¬\n∂pw ssat{Im-tkm̂ v‰vHm̂ okvskeIvSvsNøp-

I.(Nn{Xw 6.1¬ ImW p-∂-Xp-t]m-se)

ssat{Im-tkm̂ v‰vFIvk-en¬ ¢n°vsNøp-I.

4. skeIvSvÃm¿́v- -Hmƒ t{]m{Kmw-kv- -ssa-t{Im-tkm̂ v‰vHm̂ o-kv- -ssa-

t{Imtkm̂ v‰vFIvsk¬ 2007.



:: 111

Cu]pkvX-I-Ø nseFwFkvFIvk-ens‚ ]mT-̀m-K-Ø n¬ apgp-h≥ImW p-∂ -

Nn”w Ub-d-£ ≥ (sÃ-]vkv)ImW n-°p-∂p.\nß ƒ°vd̈ sa\pD]-tbm-Kn®pw

FIvsk¬ 2007B cw-̀n-°mw.

Fig 6.2

kvs{]Uvjo‰ns‚A Sn-ÿm\w-
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FIvsk¬ F∂vXpd-∂p-h-cp∂ sSIvÃv-t_m-Ivkn¬ ssS∏vsNøp-I.HmsI _´̈

¢n°vsNøp-I.A ß s\FIvsk¬ 2007B cw-̀n-°mw.

6.6FIvsk¬ h¿°vjo‰v

FIvsk¬ \nß sft]∏¿seUvP¿t]mse-bp-ffh¿°-jo‰vD≠ m-°m≥A \p-h-Zn-

°p-∂p.A Xn¬Hmt́m-am-‰nIvIm¬°p-te-j≥kvsNøm≥km[n-°pw.HmtcmFIvsk¬

b̂epw Hmtcmh¿°v_p°m-W v.A XvHcp-]mSvh¿°vjo‰vDƒs°m-f-fm≥ Ign-bpw.

h¿°vjo‰vF∂Xvhcn-bp-tSbpw \nc-bp-tSbpw {KnUvB W vhcn-bn-tebpw \nc-bn-

tebpwA £ -c-ß fpw\º-dp-Ifpw(te-_¬kv)h¿°vjo-‰ns‚apI-fnepwCS-Xp-̀m-K-

Ø p-ambnt{KIf¿_ -́\n¬ U nkvsπsNbvXn-cn-°p-∂p.Hcp-tIm-f-Ø n-t‚bpwtdmbp-

tSbpwhǹP\sØ sk¬ F∂p-]-d-bp-∂p.Hcpkvs{]Uvjo-‰nseHmtcmsk√n\pw

Hcp-sk¬ A {U vD≠ v.-A -XmW vhcn-bpsS \ºcpw \nc-bpsS A £ -c-hpw.Hmtcm

sk√n\pw A £ -c-ß -fpw,\º-dp-Ifpw t̂ m¿ap-e-I-fpwDƒsIm-f-fm≥Ign-bpw.

Fig 6.3
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6.6.1h¿°vjo‰ns\ select, add, rename

Ãm‰kv_mdn\papI-fn-ep-ffh¿°vjo‰vSm_v¢n°vsNbvXm¬ Hcph¿°v_p-°nse

h¿°vjo-‰ns\B IvkkvsNømw.Unt̂ mƒ ḿbn(A -Sn-ÿ m-\-]-c-am-bn)3h¿°v-jo‰v

Hmtcm-h¿°v_p-°nepw Dƒs∏-Sp-Ø n-bn-́p-≠ v.Hmtcm-cp-Ø ¿°pwIqSp-X¬ h¿°vjo‰v

Hcp-h¿°v_p-°n¬ B UvsN-ømw.-A -Xn-\p-th≠ n

h¿°vjo‰vC≥k¿́vsNøp-hm≥

\ne-hn-ep-ffh¿°vjo-‰ns‚ A h-km\w Hcp-]p-Xnb h¿°-jo‰vDƒs∏-Sp-Ø m-\mbn

C≥sk¿́vh¿° vjo‰vSm_v¢n°vsNøp-I.

h¿°vjo-‰n\pap≥]n-embnHcp]pXnbh¿°vjo‰vIq́n-t®¿°-p∂hn[w

G Xph¿°vjo-‰n\pap∂n-emW v]pXnbh¿°vjo‰vDƒs∏-Sp-tØ -≠ XvF∂vskeIvSv

sNøp-I.A Xn-\p-tijw Xmsg-bp-ffsÃ]vkv]n¥p-S-cp-I.

1. Home Sm_vskeIv‰vsNøpI

2. Cell group¢n°vsNøpI

3. Insert¢n°vsNøpI

4. Insert sheet ¢n°vsNøpI.

\nß ƒ°v̂ nknIvkvF∂p-t]-cp-ffh¿°vjo-‰n\pap≥]n-embnHcp]pXnbh¿°vjo‰v

Iq́n-t®¿°-W -sa∂ Icp-Xp-I.Ct∏mƒ n̂kn-Ivkn-\p-ap-ºn-embnsheet-1Fs∂mcp

jo‰v]pXn-b-Xmbnhcp-∂-Xp-Im-W mw.

kvs{]Uvjo‰ns‚A Sn-ÿm\w-
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]pXnbh¿°vjo-‰n\pap∂n-emW v]pXnbh¿°vjo‰vadd sNtø-≠ XvA Xn¬ ssd‰v

¢n°vsNøpI.hcp∂ t]m∏vA ∏vsa\p-hn¬\n∂vC≥sk¿́vH]v£ ≥ skseIv‰v

sNøp-I.

kvs{]Uvjo‰ns‚A Sn-ÿm\w-
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h¿°-jo-‰ns‚ t]cvam‰m≥

1. t]cvam‰m≥ Xmsg-bp-ffsÃ∏p-Iƒ t̂ mtfmsNøp-I.

2. dos\bnw(t]-cvam-‰p-∂)sNtø≠ h¿°-jo‰vSm_n¬ ssd‰v¢n°vsNøpI

3. hcp∂ t]m]vA ∏vsa\p-hn¬\n∂v(do-s\-bnw)skeIv‰vsNøp-I.

4. ]pXnb t]cvssS∏vsNøp-I.(\-ΩpsS DZm-l-c-W -Ø n¬ sIan-kv{Sn)

Fig 6.7
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6.7sk¬-A -s√-¶n¬ td© vskseIv‰vsNøp∂hn[w

\nß ƒ°vh¿°vjo-‰n-te°vUm‰F‚¿sNø-W -sa-¶n¬ B Zyw Hcpsk¬-A -s√-

¶n¬ td© vskseIv‰vsNø-W w.B ZywFIvsk¬h¿°vjo‰vHm∏̈ sNøp-tºmƒ

sk¬ A1 B IvSo-hm-bn-cn-°pw.B IvSohvsk√n-\p-Np‰pwa‰psk√p-I-tf-°mfpwdarker

t_m¿U¿D≠m-bn-cn-°pw.Ffp-∏-Ø n¬ Hcp-sk¬ skseIv‰vsNøm≥aukvt]mbn‚¿

D]-tbm-Kn-°mw.sk-eIvSvsNtø≠ sk√n¬ aukvt]mbn‚¿h®vhe-Xp-_-́̈

¢n°vsNøpI.A Xn-\p-tijwB sk√n¬ ssS∏vsNøp-I.H∂n¬ IqSp-X¬ sk√p-

Iƒ skeIvSvsNøm≥ Hcpsk√n¬ aukvt]mbn‚¿FØ n®v¢n°vsNbvXvemÃv

sk¬ hsc{UmKvsNøp-I.Iot_m¿UvtjḿvI-́pw CXn-\p-th≠ nD]-tbm-Kn-°mw.

sk¬ td© vskeIvSvsNøm≥ as‰mcpam¿§w.

1. go to namebod(s\-bnw-t_m-Ivkn¬t]mhp-I)

-2. A1:C5 F∂vssS∏vsNbvXvtd© vskeIvSvsNøp-I.

3. F‚¿{]kvsNøp-I.

4. A1\pwC5 \pwCS-bn-ep-ffF√msk¬kvskeIvSvB Ipw.

Fig 6.8

kvs{]Uvjo‰ns‚A Sn-ÿm\w-



118 :: tU‰mF≥{SnHm∏-td-j≥kv

6.8h¿°vjo-‰ns\ \bn° p∂-hn[w

h¿°vjo-‰ns\\nß ƒ°v\mhn-tK‰vsNømw.hcnsb sh¿́n-°¬ kvt{Imƒ_mdpw

\ncsb tlmdn-tkm̈ U¬ _mdpw D]-tbm-Kn®v\mhn-tK‰vsNømw.kvt{Imƒ_m-dn-

se-thumbSm-_n¬¢n°vsNbvXv{UmKvsN-bvXm¬ Hcpkv{Io≥Sn∏v_mdn-t\mSvtN¿∂v

{]Xy-£ -s∏Spw.A XvD]-tbm-Kn®v\nß ƒImW m≥Dt±-in-°p∂ row sbA s√-¶n¬

tImf-Ø ns\Xncn-®-dn-bm≥km[n-°pw.

h¿°vjo-‰ns\ kvt{Imƒ sNøp∂hn[w

\ap°vHcph¿°vjo-‰ns\]e-co-Xn-bn¬kvt{ImƒsNømw.H∂p-In¬aukvD]-tbm-

Kn°mwA s√-¶n¬kvt{Imƒ_m¿A Xp-as√¶n¬ B tcmIoD]-tbm-Kn-®vCh-bn-te-

sX-¶nepwD]-tbm-Kn®vsk√p-Iƒ°n-S-bntemA s√-¶n¬h¿°vjo-‰ns‚ G sX-¶nepw
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Hcp m̀K-tØ t°maqhvsNømw.h¿°vjo-‰nsesk√p-Iƒ°n-S-bn¬ aqhvsNøm≥

H∂p-In¬ sk√n¬ ¢n°vsNømw.A s√-¶n¬ B tcmIoD]-tbm-Kn-°mw.Hcpsk√n-

te°vaqhvsN-øp-tºmƒ A XmIpwB IvSohvsk¬.

aukvD]-tbm-Kn®vh¿°vjo-‰ns\ kvt{Imƒ sNøp∂hn[w

NneaukvUnssh-kpw,Nnet]mbn‚nwKvU nsshkpw DZm-l-c-W -Ø n\vMicorsoft

IntelliMouseknsshkn\vA Sn-ÿ m-\-]-c-ambnscorlling & zoomingIgnhvD≠ v.A Xv

D]-tbm-Kn®vh¿°vjo-‰n¬ aqhvsNøm-\pw,zoom in, zoom out F∂nhsNøm\pw

km[n°pw.aukvt_mIvkvD]-tbm-Kn®vUb-temKvt_mIvknepwkvt{ImƒsNøm≥

km[n-°pw.

6.9Um‰F≥{Sn(data entry)

\ap°v]e-X-c-Ø n-ep-ffUm‰Hcpsk√n¬ F‚¿sNømw.

1. \º-dp-Iƒ -̨--\nß ƒD]-tbm-Kn-°p∂ \º-dp-Iƒ]e-X-c-Ø n-ep-f-f-Xm-hmw.]e-

X-c-Ø n-ep-ff\º-dp-Iƒ F‚¿sN-ømw.tdmƒ \º¿(25)sUkn-sa¬ \º¿

(25.67),kbn‚n-̂n-Ivs\m-t́-j≥(0.2567E+2).Hcp-sk-√n¬ ImW m≥km[n-°p-

∂-Xn-t\-°mƒ \of-ap-ff\º¿F‚¿sNbvXmƒ FIvsk¬ Hmt́ m-sa-‰n-°-

embnkbn‚n-̂nIvs\mt́-j≥ U nkvtπ sNøpw.Hcpsk¬ F≥{Sn°vIqSp-

X¬ \of-ap-fft∏mƒ\nß ƒ°v\º-dp-IƒNn”-cq]-Ø n¬ ImW mhp∂-Xm-W v.

(######).\nc-bpsShoXn-Iq-́n-bm¬ B sk-√n¬ CuNn”-tØ m-Sp-Iq-Snb\º-

dp-Iƒhmbn-°m≥km[n-°pw.

2. sSIvÃv̨ B Zyw Um‰F‚¿sNtø≠ sk¬ skseIvSvsNøp-I.F∂ńv

sSIvÃvssS∏vsNøp-I.ssS∏vsNbvXvI-gn-™ m¬ F‚¿Io{] vsNøp-I.

sSIvÃvB IvSohvsk√nepw t̂ m¿ape_mdnepwU nkvsπsNøpw.\º-dp-Iƒ

sSIvÃvB bnssS∏vsNø-W -sa-¶n¬ A t∏m-kv{Ŝ n(‘)Nn”wB ZyA £ -c-

ambnD]-tbm-Kn-°p-I.Im¬°p-te-j≥kvH∂pwCucoXn-bn-ep-ffUm‰F≥{Sn-

bn¬ km[y-a-√.

3. tU ‰vB ‚vssSw(date & time)˛\nß ƒ tS‰pw ssSapwF‚¿sNøp-tºmƒ

FIvsk¬ Chsb kocn-b¬ \º-dp-I-fmbnam‰pw.F∂ńv_m°v{Ku≠ v

C≥t̂ m¿ta-j≥ B bnkq£ n-°pw.F∂n-cp-∂mepw Xob-Xnbpw ka-bhpw

kvs{]Uvjo‰ns‚A Sn-ÿm\w-
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h¿°vjo-‰n¬ \nß ƒ°vImW m≥ Ign-bp-∂Xv\nß ƒ F‚¿sNbvX coXn-

bn¬ Xs∂-bm-W v.

4. Um‰C≥kocokv̨ Hmt́ m-̂n¬ D]-tbm-Kn®vH∂n¬ IqSp-X¬ sk√p-Ifn¬

HtcUm‰tbmhyXykvX Um‰tbmF‚¿sNøm-hp-∂-Xm-W v.

6.10Um‰FU n-‰vsNøp∂hn[w

FIvsk¬h¿°vjo‰vUm‰edit sNøm≥Ffp-∏-am-W v.FUn‰vsNøm≥Xmsg-

Im-W p∂ coXncoXnD]-tbm-Kn-°mw.

1. FUn‰vsNtø≠ Um‰Dƒs°m≠ sk¬ skeIvSvsNøp-I.F2{]kvsNøp-

I._m°v-kvs]bvkvIoD]-tbm-Kn®vsX‰mbUm‰am®vIf™ vicn-bmb Um‰

F‚¿sNøm-hp-∂-Xm-W v.

2. sk¬ skseIvSvsNbvXvicn-bmb Um‰dossS∏vsNøpI.

3. Hcpsk√nseDf-f-S°wam{Xw¢nb¿sNøm≥sk¬ skeIvSvsNbvXvU neo‰v

Io{]kvsNøp-I.

4. ap≥]n-esØ F≥{Sn-bn-teḿvXncn-®p-t]m-Im≥ H∂p-In¬ Ãmt‚UvSqƒ_m-dn-

ep-ffA ¨ Sp_ ≥́¢n°vsNøp-I.A s√-¶n¬ FU n‰v A ¨ Spske-IvSv

sNøpI.A Xp-a-s√-¶n¬Iot_m¿UvtjḿvI-́mbI¨ t{Smƒ+7D]-tbm-Kn-°p-

I.

6.11sk¬ d̂ -d≥kv

Hmtcmh¿°vjo-‰nepw Hcp-]mSvhcnbpw\ncbpw D≠ v,-Hmtcmsk√n\pwkz¥-ambn

Hcpd̂ -d≥kvD≠ v.F8 sk√n‚ d̂ -d≥kvF∂XvtImfw\º¿F tdm\º¿8.

6.12h¿°-jo‰v

\nß ƒ°vNne-t∏mƒapºvssS∏vsNbvX A £ ctamhmt°m\ºtdm

h¿°vjo-‰n¬\n∂pw Is≠-tØ -≠ n-h-cpw.CXn-\p-th≠ nhome  find
skeIvSvsNøp-I.A hnsSdosπbvkvsNøp-hm≥ homefindreplace
D]-tbm-Kn-°mw.
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Fig 6.9

6.13 h¿°vjo‰vmodify sNøp∂hn[w

Insert cells, rows, columns, delete cells

Insert cells:]pXn-b-Xmbnªm¶vsk¬ C≥tk¿́vsNtø-≠ n-SsØ Hcpsks√m

td© vHm̂ vskt√mskeIvSvsNøp-I.ct≠mA Xn-e-[n-Itamsk√p-Isftd© v

F∂p-]-d-bp-∂p.-Hcptd© nsesk¬kvA Sp-Ø -Sp-Ø p-f-ftXmA √m-Ø tXmB Imw.

F{X FÆw]pXnbsk¬kvC≥tk¿́vsNøtW mA {XbpwFÆwsk¬ skeIvSv

sNøp-I.DZm:̨5 ]pXnb sk¬ C≥tk¿́vsNø-W -sa-¶n¬ sk¬ skeIvSvsNø-

W w.

• tlmw Sm_nse sk¬kv{Kq∏nseC≥tk¿́n\psXḿ-Sp-Ø p-ffB tcm¢n°v

sNøp-I.

• \nß ƒ°vskeIvSvsNbvX sk¬kn¬ ssd‰v¢n°vsNbvXvtjḿvI v́sa-\p-

hn¬ \n∂pw C≥tk¿́v¢n°vsNbvXpw]pXnbsk¬kvC≥tk¿́vsNømw.

• C≥tk¿́vUb-temKvt_mIvkn¬ kdu≠ nwKvsk¬

kns\G Xp m̀K-tØ -°mW vjn̂ v‰vsNtø-≠-sX∂ Ub-

d-£ ≥¢n°vsNøp-I.

kvs{]Uvjo‰ns‚A Sn-ÿm\w-
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Insert rows on a worksheet

(h¿°vjo-‰n¬ hcn-Iƒ Dƒs∏-Sp-Ø m≥)

1.XmsgImW p∂ G sX-¶nepw coXnD]-tbm-Kn-°p-I.

• HcphcnDƒs∏-Sp-Ø m≥ G Xphcn-bpsSapI-fn-emtW m]pXnbhcnDƒs∏-Sp-

tØ ≠ Xv-B hcnskeIvSvsNøp-I.DZm:5--̨m-asØ hcn°vapI-fn¬ Hcphcn

Dƒs∏-Sp-Ø m≥ 5--̨m-asØ hcn¢n°vsNøp-I.

• H∂n¬ IqSp-X¬ hcn-Iƒ Dƒs∏-Sp-Ø m≥,G sXms° hcn-Iƒ°vapI-fn-

emtW m]pXnbhcn-Iƒ Dƒs∏-Sp-tØ -≠ XvB hcn-Iƒ skeIvSvsNøp-

I.F{X FÆ w ]pXnb hcn-Iƒ Dƒs∏-Sp-Ø tW mA {Xbpw FÆw hcn-

IƒskeIvSvsNø-W w.DZm:]pXnb3hcn-IƒDƒs∏-Sp-Ø -W -sa-¶n¬ 3hcn-

Iƒ skeIvSvsNø-W w.

• A Sp-Ø -Sp-Ø -√msØ hcn-I-fmW vDƒs∏-Sp-tØ -≠-sX-

¶n¬ hcn-Iƒ skeIvSvsNøp-tºmƒ It{≠ mƒ Io

{]kvsNbvXp]nSn-°p-I.

2. tlmw Sm_nse sk¬kv{Kq∏nse C≥sk¿́n-\-Sp-

Ø p≈ B tcm¢n°vsNøp-I.F∂ńvC≥tk¿́v

tdmkv¢n°vsNøp-I.

h¿°vjo--‰n¬ \nc(columns) Dƒs∏-Sp-Ø m≥

1.XmsgImW p∂ G sX-¶nepw coXnD]-tbm-Kn°mw.

• Hcp\ncDƒs∏-Sp-Ø m≥,]pXn-b-XmbDƒs∏-Sp-tØ -≠ n-SsØ \nc-bpsSheXp

m̀K-Ø p≈ \ncskeIvSvsNøp-I.DZm:B bpsSCSXp̀ mKØ v]pXnb\nc

Dƒs∏-Sp-Ø m≥ B tImfw skeIvSvsNøp-I.

• H∂n¬ IqSp-X¬ \nc-Iƒ Dƒs∏-Sp-Ø m≥ Fhn-sS-bmtW m\nc-Iƒ Dƒs∏-Sp-

tØ -≠ XvA Xns‚ he-Xp-̀m-K-Ø p≈ \nc-Iƒ skeIvSvsNøp-I.F{X

FÆw \nc-Iƒ Dƒs∏-Sp-Ø tW mA {Xbpw FÆ w skeIvSvsNøpI aq∂v

]pXnb\nc-Iƒ Dƒs∏-Sp-Ø m≥ 3\nc-Iƒ skeIvSvsNøp-I.

• A Sp-Ø -Sp-Ø -√mØ \nc-Iƒ Dƒs∏-Sp-Ø m≥ B h-iy-ap-ff\nc-Iƒ skeIvSv

sNøptºmƒ.I¨t{Smƒ Io{]kvsNøp-I.



:: 123

2. tlmw Sm_nsesk¬kv{Kq∏n¬ C≥tk¿́n\Sp-Ø p-

ffB tcm¢n°vsNøp-I.F∂ńvC≥tk¿́vjo‰v

tImfwkvsNøp-I.

sk√p-Iƒ,hcn-Iƒ,\nc-Iƒ F∂nhU neo‰vsNøm≥

1. Uneo‰vsNtø≠ sk¬ tdmtImfw skeIvSvsNøp-I.

2. tlmw Sm_nsesk¬kv{Kq-∏n¬ Xmsg]d-bp∂ G sX-¶nepw H∂vsNøp-I.

• sk¬kvU neo‰vsNøm≥ U neo-‰n\vsXḿ-Sp-Ø p-ff

B tcm¢n°vsNøp-I.U neo‰vsk¬kv¢n°vsNøp-I.

• hcn-IƒUneo‰vsNøm≥Uneo-‰n-\-Sp-Ø p-ffB tcm¢n°v

sNøp-I.Uneo‰vtdmkv¢n°vsNøp-I.-

• \n-c-IƒUneo‰vsNøm≥Uneo-‰n-\-Sp-Ø p-ffB tcm¢n°v

sNøp-I.Uneo‰vjo‰vtImfwkv¢n°vsNøp-I.

3. Ht∂mA Xn-e-[nItamsk√p-IƒUneo‰vsNøm≥ shift cell left, shift cells up,

Entire rows,entire columns Ch-bn-te-sX-¶nepw¢n°vsNøp-I.

6.13.2tdmkvB ‚vtImfwkvhep∏w Iq́-p∂ hn[w

tImfØ n\vhoXn\¬Ip∂ hn[w.

1.am‰whcp-tØ ≠ Hcp\nctbm\nc-ItfmskeIvSvsNøpI.

2.tlmw Sm_nsesk¬kv{Kq∏nset̂ m¿am‰v¢n°vsNøp-I.

3.sk¬kn\pXmsg-bp-fftImfw hnU vXv¢n°vsNøp-I.

4.tImfwhnU vXvt_mIvkn¬ hmeyqssS∏vsNøp-I.

sSIvkv¡vhep∏w A \pkcn®vtImfØ ns‚ hep∏wIq́-p∂ hn[w

1.am‰whcp-tØ ≠ \nctbm\nc-ItfmskeIvSvsNøp-I.

kvs{]Uvjo‰ns‚A Sn-ÿm\w-
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aukvD]-tbm-Kn-®vcolumn width Iq́p-∂-hn[w

Xmsg-bp≈ G sX-¶nepw coXnD]-tbm-Kn-°mw.

1. Hcp\nc-bpsShoXnIq́m≥,\ap-°m-h-iy-ap≈ \nc-bp-sSsl U n-ß ns‚he-Xp-

m̀-KsØ _u≠-dn-bn¬¢n°vsNbvXv{UmKvsNøp-I.F{X hschoXnIq́tW m

A {Xbpw{UmKvsNø-W w.

2. H∂n¬ IqSp-X¬ \nc-I-fpsShoXnIq́m≥ \nc-Iƒ skeIvSvsNbvXvtImfw

sl U nw-Kns‚ he-Xp-̀m-KsØ _u≠ dn{U mKv

sNøp-I.

3. F‚¿sNbvX I≠ ‚ns‚ \nc-bn¬ n̂‰vsNøm≥

B Zyw \ncskeIvSvsNøp-I.F∂ńvA Xns‚

2. tlmwSm_nsesk¬kv{Kq∏nset̂ m¿am‰v¢n°vsNøp-I.

3. sk¬ sskkn\pXmsg-bp-ffHmt́ m-̂n‰vtImfw hnUvX

¢n°vsNøp-I.

F√m\nc-I-tfbpwthK-Ø n¬ h¿°vjo‰n¬ Hmt́m-̂n‰vsNøp-∂-

Xn\v

skeIvSvHmƒ_´̈ ¢n°vsNbvXńvG s¥-¶nepw2tImfw

sl U n-ß n-\n-S-bn-ep-ff_u≠dnU_nƒ¢n°vsNøp-I.

Match the column width to another column

1.Hcp\nc-bnseHcpsk¬ skeIvSvsNøp-I.

2.tlmw Sm_nse¢n∏vt_m¿Uv{Kq∏nsetIm∏n¢n°vsNøp-I.

3.tlmw Sm_nse¢n∏vt_m¿Uv{Kq∏nset]Ãn\pXmsg

bpffB tcm¢n°vsNøp-I.F∂ńvt]Ãvkvs]j¬

¢n°vsNøp-I.

4.t]Ãn\vXmsgtImfw hnU vXvskeIvSvsNøp-I.
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sl U n-ß ns‚ heXp_u≠-dn-bn¬ U_nƒ ¢n°vsNøp-I.

4. F√mtImf-Ø n-s‚bpw hoXnIq́m≥ skeIvSvHmƒ _´̈ ¢n°vsNbvXv

G sX-¶nepw HcptImfw sl U nwKv_u≠dn{UmKvsNøp-I.

Row height Iq́p-∂-hn[w

1. tNbv© vsNtø≠ hcntbmhcn-ItfmskeIvSvsNøp-I.

2. tlmw Sm_nsesk¬kv{Kq∏nset̂ m¿am‰v¢n°vsNøp-I.

3. sk¬ sskkn\pXmsgtdmssl ‰v¢n°vsNøp-I.

4. tdmssl ‰vt_mIvkn¬ th≠ hmeypssS∏vsNøp-I.

Change the row height to fit the contents

1. am‰whcp-tØ ≠ hcntbmhcn-ItfmskeIvSvsNøp-I.

2. tlmw Sm_nsesk¬kv{Kq∏nse t̂ m¿am‰v¢n°vsNøp-I.

3. cell size\pXmsgHmt́ m̂ n‰vtdm¢n°vsNøpI

F√m\nc-Ifpw thK-Ø n¬ h¿°vjo-‰n¬ Hmt́m n̂‰vsNøp-∂-Xn-\mbpw skeIv‰v

Hmƒ_´̈ kv¢n°vsNøp-I.

G sX-¶nepw Hcphcn-bpsS Xmsg-bp≈ _u≠-dn-bn¬ U_nƒ ¢n°vsNøp-I.

aukvD]-tbm-Kn-®vtdmheight Iq́p-∂-hn[w

Xmsg-bp≈ G sX-¶nepw HcpcoXnD]-tbm-Kn-°p-I.

• Hcphcn-bpsStdmheightIq́p-∂-Xn\v,tdmsl U nw-Kns‚

Xmsg-bp≈ _u≠-dn-bn¬¢n°vsNbvXv{UmKvsNbvXv

B h-iym-\p-k-cW w sk‰vsNøp-I.

• H∂n¬ IqSp-X¬hcn-I-fpsStdmheightam‰p-hm≥B h-

iy-ap≈ hcn-Iƒ skeIvSv sNbvXvG sX-¶nepw

Hcphcn-bpsS Xmsgbp≈ _u≠ dn¢n°vsNbvXv

{UmKvsNbvXvB h-iym-\p-k-cW w{Iao-I-cn-°p-I.

kvs{]Uvjo‰ns‚A Sn-ÿm\w-
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• Hcph¿°vjo‰nseF√mhcn-I-fp-sSbpw row heightIq́p-∂-Xn\vskeIvSv

Hmƒ _´̈ ¢n°vsNbvXvG sX-¶nepw Hcphcn-bpsS sl U nw-Kn\pXmsg-

bp≈ _u≠dn¢n°vsNbvXv{UmKvsNøp-I.

• row height¬ n̂‰vsNøm≥tdmbpsS_u≠-dn-bn¬ U_nƒ¢n°vsNøp-I.

6.13.3sk√ns‚ D≈ -S° w move/copy sNøp∂hn[w

Hcpsk√ns\aqhvsNøp-ItbmtIm∏nsNøp-ItbmsNøp-tºmƒ FIvk¬

B sk√ns‚ D≈-S°w]q¿Æ-ambnA Xns‚IqsSaqhvsNøp-ItbmtIm∏nsNøp-

ItbmsNøpw.

1. aqhvA s√-¶n¬ tIm∏nsNtø≠ sk¬kvskeIvSvsNøp-I.

2. tlmw Sm_nse¢n]vt_m¿U v{Kq∏n¬ Xmsg-bp≈

G sX-¶nepw Hcp{]h¿Ø \w sNøp-I.

• aqhvsNøm≥I v́¢n°vsNøpI A s√-¶n¬ Iot_m¿Uvtjm¿́vI v́

It{≠ mƒ +FIvkvD]-tbm-Kn-°p-I.

• tIm∏nsNøm≥ tIm∏n¢n°vsNøpI A s√-¶n¬ It{≠ mƒ +kn.

3. t]mÃvG cn-b-bnseA ∏¿sê v‰vsk¬ skeIvSvsNøp-I.

4. tlmw Sm_nse¢n∏vt_m¿Uv{Kq∏nse t]Ãv¢n°vsNøpI A s√-¶n¬

It{≠ mƒ +hnD]-tbm-Kn-°p-I.

aukvD]-tbm-Kn-®vtdmsk√ns‚D≈ -S° wmove/copy sNøp∂hn[w

aukvD]-tbm-Kn®v{UmKvB ‚vt{Um]vsatX¿Uvhgnsk¬kvaqhvsNøm\pw

tIm∏nsNøm\pwkm[n-°pw.

1. aqhvA s√-¶n¬ tIm∏nsNtø≠ sk√p-Iƒ skeIvSvsNøp-I.

2. Xmsg-bp≈ G sX-¶nepw HcphgnD]-tbm-Kn-°p-I.

• Ht∂mA Xn-e-[n-Itamsk√p-IƒaqhvsNøm≥,skeIvSvsNbvX

sk√ns‚t_m¿U-dn-te-°vt]mbn‚vsNøpI,t]mbn‚¿ tj∏n¬ B Ip-

tºmƒ sk¬ {UmKvsNbvXv]pXnb semt°-j-\n-teḿvam‰p-I.
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• Ht∂mA Xn-e-[n-Itamsk√p-Iƒ tIm∏nsNøm-\mbn,ske-£ ≥t_m¿U-

dn-te°vt]mbn‚vsNbvXvIt{≠ mƒ {]kvsNøp-I,t]mbn‚¿tIm∏n

t]mbn‚¿B Iptºmƒ ]pXnb semt°-j-\n-te°v{UmKvsNøp-I.

sk√ns‚ D≈ -S° w move/copy sk√pIƒ° nSbn¬ insert
sNøp∂hn[w

1. aqhvsNtø≠ A s√-¶n¬ tIm∏nsNtø≠ Um‰Dƒs°m≠ sk¬ A s√-

¶n¬ sk√pIƒ skeIvSvsNøp-I.

2. tlmanse¢n]vt_m¿Un¬ Xmsg-bp≈ G sX-¶nepw{]h¿Ø \wsNøp-I.

• ske-£ ≥aqhvsNøm≥I v́¢n°vsNøpI A s√-¶n¬

Ctrl+X {]kvsNøp-I.

• ske-£ ≥ tIm∏nsNøm≥ tIm∏n¢n°vsNøpI

A s√-¶n¬ Ctrl+C {]kvsNøp-I.

3. t]ÃvG cn-b-bpsSA ∏¿sê v‰vsk¬ ssd‰v¢n°vsNøpIF∂ńvC≥sk¿́v

I v́sk¬kvA s√-¶n¬ C≥sk¿́vtIm∏oUvsk¬kv¢n°vsNøp-I.

4. sk√p-IsfG XpUb-d-£ -\n-tem-́mtW mjn̂ v‰vsNtø-≠ XvB Ub-d-£ ≥

C≥tk¿́vt]mÃvUb-temKvt_mIvkn¬ ¢n°vsNøp-I.

prevent copied blank cells from replacing data

1. ªm¶vsk√p-Iƒ skeIvSvsNøp-I.

2. tlmw Sm_nse¢n]vt_m¿Uv{Kq∏nsetIm∏n¢n°v

sNøpI A s√-¶n¬ It{≠ mƒ +kn{]kvsNøp-I.

3. t]ÃvG cn-b-bpsS A ∏¿sê v‰vsk¬ skeIvSvsNøp-I.

4. tlmw Sm_nse¢n]vt_m¿Uv{Kq∏nse t]Ãv  t]Ãvkvs]jy¬

¢n°vsNøp-I.

5. skip blanks sN°vt_mIvkvskeIvSvsNøp-I.

kvs{]Uvjo‰ns‚A Sn-ÿm\w-
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Hcpsk√nseD≈ -S° w tIm∏nA s√-¶n¬ aqhvsNøp-I.

1. G Xpsk√nseUm‰-bmtW maqhv/tIm∏nsNtø-≠ XvB sk¬ skeIvSv

sNøp-I.

2. sk√n-\-IsØ aqhv/tIm∏nsNtø≠ A £ c-ß ƒ skeIvSvsNøp-I.

3. tlmw Sm_nse¢n]vt_m¿Uv{Kq∏n¬ aqhvsNøm≥ I ṕw tIm∏nsNøm≥

tIm∏nbpw¢n°vsNøpI.

4. Iymc-IvtSgvkvt]ÃvsNtø≠ sk¬ skeIvSvsNøp-I.

5. tlmw Sm_nse¢n]vt_m¿Uv{Kq∏n¬ t]Ãv¢n°vsNøp-I.

6. F‚¿{]kvsNøp-I.

Hcpsk√nse formula, formats, tIm∏nsNøp∂hn[w

tIm∏nsNbvX Um‰ t]ÃvsNbvXvIgn-bp-tºmƒ \nß ƒ°vXmsg-bp≈ G sX-

¶nepw H∂vsNøm≥ Ign-bpw.

\ne-hn-ep≈ t̂ m¿am‰vHmh¿ssd‰vsNømsX Hcpsk√nset̂ m¿ap-e-IƒI¨th¿́v

sNøm≥km[n-°pw.

• sk¬ t̂ m¿am-‰nwKvam{X-ambpw t]ÃvsNømw A Xm-bXvt̂ m≠ vIf¿,

n̂¬ If¿ (sk√ns‚ D≈-S°w t]ÃvsNøn-√.)

t̂ m¿ap-e-Iƒam{Xw t]ÃvsNømw(Im¬°p-te-‰Uvhmeyqkvt]ÃvsNøn-√.)

1.tIm∏nsNtø≠ sk¬ A s√-¶n¬ sk√p-Iƒ skeIvSvsNøp-I.

2.tlmw Sm_nse¢n]vt_m¿Uv{Kq∏n¬ tIm∏n¢n°vsNøp-I.

3.tIm∏nsNbvX value t]ÃvsNtø≠ sk¬ skeIvSvsNøp-I.

4.tlmw Sm_nse¢n]vt_m¿U v{Kq∏nse t]Ãn-\-Sp-Ø p≈

B tcm¢n° vsNøpI F∂ńvXmsg-bp≈ G sX-¶nepw H∂vsNøp-I.

• hmeyqkvam{Xw t]ÃvsNøm≥ t]Ãvhmeyqkv¢n° vsNøp-I.

• sk¬ t̂ m¿am‰vkvam{Xw t]ÃvsNøm≥ t]Ãvkvs]jy¬ ¢n° v

sNøpI F∂ńvt]Ãvse t̂ m¿am‰vkv¢n°vsNøp-I.

• t̂ m¿ap-e-Iƒam{Xwt]ÃvsNøm≥ formulas¢n°vsNøp-I.
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{UmKv& t{Um]v

\nß ƒ°vHcpsk√nseI¨≠ ≥kvsNdnb Zqc-tØ °vaqhvsNøn-°m≥

Ffp-∏-ambcoXnv{UmKvB ‚vt{Um]vB W v.aukvD]-tbm-Kn®vskeIvSvsNbvX

sk√ns‚ t_m¿U-dn¬ ¢n°vsNbvXvG Xvsk√nnemtW mth≠ XvA -Xnte°v

{UmKvsNøp-I.

Freeze panes

tImfwsl U nw-Kv,tdmsl U nwKvF∂n-h-tbmSpIqSnbHcphenbh¿°vjo‰v

\nß ƒ°p-s≠-¶n¬,h¿°vjo‰vkvt{Imƒ sNøp-tºmƒ sl U nwKvkvA {]-Xy-£ -am-

Ipw.{̂ okvs]bv≥kvF∂ {]tXy-IX D]-tbm-Kn®vsl U nwKvF√mka-bhpw

{]Xy-£ -am-°m≥Ign-bpw.

1. h¿°vjo‰ns‚ apIƒ m̀-KØ vFt∏mgpw t{̂ mk̈ sNbvXv\n¬t°≠ hcn-

bpsS sXḿpXmsg-bp≈ hcn-bpsS te_¬ ¢n°vsNøp-I.

2. View tab -> window group on ribbon -> Freeze panes -> Freeze panes.

3. {̂ okvdnaqhvsNøm≥View tab -> window group on ribbon -> Freeze panes

-> unfreeze panes

Fig 6.10

kvs{]Uvjo‰ns‚A Sn-ÿm\w-
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apI-fnseNn{X-Ø n¬ 2̨-asØ hcn-bn-tem-́mW v{̂ okvs]bv≥ add sNbvXn-cn-°p-

∂-Xv.H∂papX¬ ]Xn-s\m∂phsc-bp≈ hcn-Iƒ Hgn-hm-°n-bn-cn-°p-∂XvImW mw.

A XpsIm≠ vh¿°-jo‰vkvt{Imƒ sNbvXmepw 1̨masØ hcnFt∏mgpw{]Xy-£ -

am-bn-cn-°pw.skeIvSvsNbvX \nc-Isf{̂ okvA s√-¶n¬ A ¨ {̂ okvsNøm≥

Xmsg-bp≈ am¿§w D]-tbm-Kn-°mw.

Fig 6.11

{̂ okvsNbvXn-́p≈ pane-Iƒ°vam{XtaA ¨ {̂ okvHm]vj≥ D≠ m-Iq.

6.14t]Pvt{_Ivkv

Hcph¿°vjo-‰n¬ t]Pvt{_Ivkvsk‰vsNøp-hm≥,t]Pvt{_°n\psXḿp

Xmsg{]Xy-£ -s∏-tS≠ hcnskeIvSvsNøp-I.F∂ńvt]Pvte Hú v

sk‰∏v{Kq∏v t{_Ivkv  C≥]ṕvt]Pvt{_IvsXcs™ Sp-°p-I.

FIvk¬ skeIvSvsNbvX hcnapX¬ ]pXnbt]PvB cw-̀n-°pw.

Fig 6.12
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6.15 t]Pvsk‰vA ∏v

t]Pvt̂ m¿am‰vsNøm\pw,am¿Pn≥ sk‰vsNøm\pw sl U ¿,̂ q́¿F∂nh

add sNøm\pw sa\p_mdnse b̂¬  t]Pvsk‰vA ∏vskeIvSvsNøp-I.

1.t]Pv:t]PvHm]vj≥ \nß sft]∏¿sskkv,Um‰-bpsS Hmdn-b-t‚-j≥,

kvsIbven-Mv,{]n‚vIzmfn‰nF∂nhsk‰vsNøm≥klm-bn°pw.t]Pns\em‚vkvtI-

t∏m,t]m¿s{S-bvt‰mB °p-∂-Xn\pth≠ nt]Pvsk‰vA ]vhn≥tUm-bnset]Pv

Sm_nse Hmdn-b-t‚-j≥ skeIvSvsNøp-I.kvsIbn-enMvF∂ Hm]vj≥ D]-tbm-

Kn®vh¿°vjo-‰nset]Pns‚ sskkvt̂ m¿am‰vsNømw.Hcph¿°vjo-‰nseF√m

\nc-IfpwHcpt]Pn¬Dƒs∏-SpØ n{]n‚vFSp-°p-∂-Xn\vFit to 1 page(s)wide skeIvSv

sNøp-I.

Fig 6.13

kvs{]Uvjo‰ns‚A Sn-ÿm\w-
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2.am¿Pn-\p-Iƒ:t]PvteHúvSm_nset]Pvsk‰vA ]v{Kq∏n¬\n∂pw am¿Pn≥kv

skeIvSvsNøp-∂XphgnapI-fn-tebpwXmg-tØ bpwhe-Xp-h-i-tØ bpwCSXphi-

tØ bpwam¿Pn≥am‰whcp-Ø mw.-sl-U¿-B ≥U v̂ q́¿ ô¬U n¬ \ap°vhmeyp

F‚¿sNømw.A XpImW n-°p-∂Xvt]Pns‚ A cn-Ip-Iƒ CusSIvÃn¬ \n∂pw

F{X Zqsc-bm-bn-cn°pw F∂m-W v.sN°vt_mIvkp-Iƒ skeIvSvsNøp-∂Xphgn

t]Pvslmdn-tkm-≠-em-tbm,sh¿́n-°-emtbmU nkvtπ sNtø-≠ XvF∂vXocp-am-

\n-°mw.

Fig 6.14

3Xc-Ø n-ep≈ am¿Pn≥ sk‰nMvkvD≠ v.\nß ƒ°vG XvthW -sa∂vsXc-s™ -

Sp°mw A s√-¶n¬ Xmsg-bp≈ Ub-{K-Ø n-eqsSam¿Pn-\p-IsfIÃ-abvkvsNømw.

Fig 6.15
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3.sl U¿,̂ q́¿F∂nhadd sNøm\pw change sNøm\pw:t]PvteHúvhyqhnse

sl Udpw q̂́dpw\nß ƒ°vh¿°v-jo-‰n¬ D]-tbm-Kn-°mw.Nm¿́vjo‰v,Fw_-UUv

Nm¿́p-Iƒt]mse-bp≈ jo‰vssS∏nepwt]Pvsk‰vA ]vUb-temKvt_mIvknse

sl Udpw q̂́dpw D]-tbm-Kn-°mw.

Hcph¿° vjo-‰nse t]Pvte Hú vView se sl U ¿ A s√-¶n¬
q̂́¿sSIvÃvadd/change sNøm≥

1. sl U¿,̂ q́¿add sNtø≠ h¿°vjo‰v

A s√-¶n¬ sl U¿,̂ q́¿sNbv© v

sNtø≠ h¿°vjo‰vskeIvSvsNøp-I.

2. C≥tk¿́vSm_nsesSIvÃv{Kq∏nse

sl U ¿& q̂́¿ skeIvSvsNøp-I.

Xmsg-bp≈ G sX-¶nepw HcphgnD]-tbm-Kn-°p-I.

• sl U ¿,̂ q́¿B UvsNøm≥,h¿°vjo‰vt]Pns‚ XmsgtbmapI-fntem

D≈ sê v‰v,sk‚¿,ssd‰vsl U ¿Hm¿^q́¿sSIvÃvt_mIvkn¬

¢n°vsNøp-I.

• sl U ¿,̂ q́¿tN© vsNøp-∂-Xn\v,sl U ¿/̂q́¿sSIvÃvDƒs°m≠

h¿°vjo‰vt]Pns‚ XmsgtbmapI-fntemD≈ sl U ¿/̂q́¿sSIvÃv

t_mIvkvskeIvSvsNøp-I.F∂ńvam‰whcp-tØ ≠ sSIvÃvskeIvSvsNøp-I.

4. \nß ƒ°m-h-iy-amb sSIvÃvssS∏vsNøp-I.sl U¿/̂q́¿t¢mkvsNøm≥

h¿°vjo-‰n¬ Fhn-sS-sb-¶nepw ¢n°vsNøpI A s√-¶n¬ FkvtI∏v{]kv

sNøp-I.

5. {]n‚vsNtø≠ G cnbskeIvSvsNøm-\p≈ Hm]vj≥jo‰vSm_n-ep-≠v.(A -

Xm-bXvH∂n¬ IqSp-X¬ sk√p-Iƒ){]n‚vsNtø≠ t]Pnse sk√p-Iƒ

{KnU vsse≥kvD]-tbm-Kn®vU nsshU vsNø-W -sa-¶n¬ {KnU vsse≥kv

F∂ sN°vt_mIvkvskeIvSvsNøp-I.h¿°vjo‰vH∂n¬ IqSp-X¬ t]Pv

\of-ap-s≠-¶n¬ B ZysØ t]Pn¬ am{Xta\nc-bpsSsl U nMvD≠ m-Iq.rows

to repeat at top ssS‰n¬ tdmskeIvSvsNbvXm¬ B tdm{]n‚vsNbvXvF√m

t]Pn-tebpwapI-fn¬ ImW m≥Ign-bpw.

kvs{]Uvjo‰ns‚A Sn-ÿm\w-
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Fig 6.16

6.16{]n‚v{]nhyq

{]n‚vFSp-°p-∂-Xn\papºvA h-km-\-ambnh¿°vjo‰vview sNøp-hm≥{]n‚v

{]nhypklm-bn-°pw.CXphgnFs¥-¶nepw Xncp-Ø -ep-Iƒ Ds≠-¶n¬ sNøm≥

Ign-bpw.

HcptUmIypsa‚ns‚ {]n‚vhypImW p-∂-Xn-\p≈ sÃ∏p-Iƒ.

1.Hm̂ okv_ -́W n¬ \n∂pw{]n‚vskeIvSvsNøp-I.

2.{]n‚vskeIvSvsNøp-I.

3.{]n‚v{]nhyp¢n°vsNøp-I.
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Fig 6.17

{]n‚v{]nhyqSm_nse next, previous F∂nhB h-iym-\p-k-cW w ¢n°vsNømw.

t]Pp-Iƒ A SpØ vImW p-∂-Xn\vzoom _´̈ ¢n°vsNøp-I.t]Pvte Húv

tamU n-̂n-t°-j≥kvhcp-Ø p-hm≥ page setup_´̈ ¢n°vsNøp-I.t¢mkv¢n°v

sNbvXm¬ h¿°vjo‰n-tem°vXncn®phcpw.{]n‚v¢n°vsNbvXm¬ {]n‚nMvXpS-

cpw.

kvs{]Uvjo‰ns‚A Sn-ÿm\w-
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6.17{]n‚v

h¿°vjo‰v{]n‚vFSp-°m≥ Hm̂ okv_ -́W nse{]n‚v¢n°vsNøp-I.

Fig 6.18

1. {]n‚vtd© v(Print range)˛{]n‚vsNøm-\mbnH∂p-In¬ F√mt]Pp-Ifpw

(All)skeIvSvsNøpI A s√-¶n¬ td© vskeIvSvsNøp-I.

2. {]n‚vhḿv(Print what)˛h¿°vjo-‰n¬ ssl sse‰vsNbvX sk√p-I-fpsS

ske-£ ≥,B Iv‰ohvh¿°vjo‰v,h¿°v_p°nseF√mh¿°vjo-‰p-IfpwCh-

bn-te-sX-¶nepw H∂vskeIvSvsNøpI.

3. tIm]okv(Copies)˛{]n‚vsNøp-∂XvF{X tIm∏nthW -sa∂vskeIvSv

sNøpI.t]Pp-Iƒ Hm¿U-dn¬ Xs∂ thW -sa-¶n¬ sImtf‰vsN°vt_mIvkv

skeIvSvsNøp-I.

4. HmsI ¢n° vsNøp-I.

6.18 b̂¬ Hm∏¨,tkhvB ‚vt¢mkv

(F)\ne-hn-ep≈ Hcp̂ b¬ Xpd-°m≥ ]ecoXn-Ifpw D≠ v.

1. hn≥tUmkvFIvkv]vtfm--dn¬ t]mbnXpd-t°≠ b̂¬ I≠ p-]n-Sn®v

U_nƒ ¢n°vsNøp-I.
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2. Fw.FkvFIvk¬ Ãm¿́vsNøp-I.Hm̂ okv_ -́W n¬ ¢n°vsNbvXv

t{Um]vU ü sa\p-hn¬ \n∂pwHm∏̈ ¢n°vsNøp-I,hcp∂ t]m]v

A ]vsa\p-hn¬ \n∂pwXpd-t°≠ b̂¬ skeIvSvsNøp-I.-

(_n)G sX-¶nepw Hcp b̂-enseh¿° vA h-km-\n--®m¬ \nß ƒ° vA Xns\

tkhvsNømw.

apI-fnseCS-Xp-̀m-K-Ø p≈ b̂¬ tkhvsF°¨ ¢n°vsNøp-I A s√-¶n¬

Hm̂ okv_ -́W n¬ ¢n°vsNbvXvt{Um]vU ü sa\p-hn¬ \n∂pw tkhv

¢n°vsNøp-I.

(kn)h¿°vjo-‰n¬ B Zy-am-bmW vtkhvsNøp-∂-sX-¶n¬

1. Hm̂ okv_´̈ ¢n°vsNøp-I.

2. t{Um]vU ü sa\p-hn¬ ‘ b̂¬ tkhvB kv’ ¢n°vsNøp-I.

3. Xpd∂phcp∂ t]m]vA ]vsa\p-hn¬ b̂¬ tkhvsNtø≠ semt°-

j≥ skeIvSvsNøp-I.

4. b̂¬ s\bnw ssS∏vsNøp-I.

5. t]m]vA ]vsa\p-hnsetkhv¢n°vsNøp-I.

(U n)\nß -fpsS h¿° v̂ n\njvsNbvXvicn-bmbntkhvsNbvXvIgn-™ m¬

Hm̂ okv_ -́W nse{]n‚vskeIvSvsNøp-I.

1. b̂¬ t¢mkvsNøm≥t¢mkvIam‚v¢n°vsNøp-I.

2. FwFkvFIvk-en¬\n∂pw]pdØ phcm≥ exitFIvk¬Iam‚v¢n°v

sNøp-I.

6.19h¿°v_p°vs{]ḿ-£ ≥

h¿°v_p°n\v]mkvth¿Uvsk‰vsNøp-I.

1. ssat{Im-tkm̂ v‰vHm̂ okv_´̈ ¢n°vsNøpI F∂ńvtkhvB kv¢n°v

sNøp-I.

2. Sqƒkv¢n° vsNøpI F∂ńvP\-d¬ Hm]vj≥kv¢n°vsNøp-I.

3. Xmsg-bp≈ HcpcoXnsNøp-I.

• \nß ƒ°va‰p≈ h¿°v_p°vImW p-∂-Xn\papºv]mkvth¿U vF‚¿

sNø-W -sa-∂p-s≠-¶n¬ password to open t_mIvkn¬ ]mkvth¿U vssS∏v

sNøp-I.

• h¿°v_p°n¬ am‰-ß ƒ tkhvsNøp-∂-Xn\papºmW v]mkvth¿U vF‚¿

sNtø-≠-sX-¶n¬ password to modify t_mIvkn¬]mkvth¿UvssS∏vsNøp-

I.

kvs{]Uvjo‰ns‚A Sn-ÿm\w-
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4. \nß ƒ°va‰p-≈-h¿ b̂¬ I≠ ‚vtamU nss^ sNøp-∂-Xn¬ Xm¬]-cy-an-

s√-¶n¬ doUvHm̈ ensd°-sa‚UvsN°vt_mIvkvskeIvSvsNøp-I.F¶n¬

b̂¬ Hm∏̈ sNøp-tºmƒ A XvdoUvHm̈ enB bnXpd-°-W tama‰p-≈-

h¿°vth≠ tbmF∂vtNmZn-°pw.

5. HmsI¢n°vsNøp-I.

6. ]mkvth¿Uvÿ nco-I-cn-°p-hm≥ho≠pwssS∏vsNbvXvHmsI¢n°vsNøp-I.

7. tkhv¢n°vsNøp-I.

8. \ne-hn-ep≈ h¿°v_p°vdotπkvsNø-W -sa-¶n¬ Fkv¢n°vsNøp-I.

tNmZy-ß ƒ

1..icntbmsXt‰mF∂vFgp-XpI

F) \ne-hn-ep-ffHcpsl U tdm q̂́tdmtamU nss^ sNøm≥ IÃw sl U tdm

IÃw q̂́tdm ¢n°vsNbvXm¬ aXn

_n)A Sp-Ø -Sp-Ø p-ffIptdsk√p-I-fnseI≠ ‚p-Iƒ H∂n-®p-tN¿°m≥ Hmt́ m-

n̂¬ klm-bn-°p-∂p.

kn)Nm¿́v̂ o®¿,Um‰-Isf{Km̂ n-°-embnd{]-k‚vsNøm≥\nß sfklm-bn-

°p-∂p.

U n)h¿°-jo‰v{]n‚p-sN-øm≥FU n‰v_ ≥́klm-bn-°p-∂p.

C) ]nhḿvtS_nƒ \nß sfUm‰A \m-enkv\S-Ø m≥klm-bn-°p-∂p.

2.]qcn-∏n-°pI

F) B Iv‰ohvtUmIyp-sa‚vs{]ḿIv‰vsNøp-tºmƒIa‚vs\bnw------............................

h¿°v_p-°mbnamdp-∂p.

_n)Fß -s\-bmW vh¿°vjo‰v{]n‚vsNøp-tºmƒCcn-°p-∂XvF∂-dn-bm≥th≠ n

sa\p-_m-dn¬\n∂pw.............................................................skeIv‰vsNbvXm¬a-Xn.

kn)........................................................-Sqƒ_mdn¬\nß sfhnhn[Pntbm-sa-{Sn-°¬tj]vkv,

B tcm-kv,̂ vtfmNm¿́vF∂nhhc-°m≥ klm-bn-°p-∂p.

U n){]n‚vsNøp∂ t]∏-dn¬ sk√p-IsfXΩn¬ th¿Xn-cn-°p∂ {KnUvsse≥

thW -sa-¶n¬...........................................sN°vsNø-W w.
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6.20\nß ƒ F¥v]Tn-®p.

Cu]mT-̀mKwsIm≠ vFIvk¬ \S-Ø m\pwh¿°-jo‰vChD]-tbm-Kn-°m\pw ]Tn-

®p.\nß ƒ°vHcpskt√mtd© vHm̂ vsk¬tkmskeIvSvsNømw,h¿°vjo-‰n¬

Um‰F‚¿sNømw.Hcp-t]-Pns‚ sskkvt]Pvsk‰vA ]n¬t]mbnsk‰vsNømw.

t]Pvt{_°vCSmw,IqSmsX {]n‚vsNbvXm¬ Fß -s\-bn-cn-°p-sa-∂-dn-bm-\mbn

t]Pv{]nhypt\m°m≥ ]Tn-®p.

6.21tNmZy-ß ƒ

1. Fw.-FkvFIvk-ens‚ sabn¬ ôt®gvkvFs¥-√m-am-W v?

2. h¿°-jo‰pwh¿°v_p°pw XΩn-ep-ffhyXymkwF¥mW v?

3. h¿°vjo‰vsk√n¬ F‚¿sNøm-hp∂ hnhn-[-X-c-Ø n-ep-ffUm‰Fs¥m-s°-

bmW v?

4. h¿°v_p°vs{]ḿIv‰vsNøm-\p-ffam¿§-ß ƒ Fs¥-√mamW v?

5. B bn-c-I-W -°n\v\tºgvkpw t]cp-Ifpw Dƒs°m-≠ n-́p-ffHcphenb

h¿°vjo-‰n¬ \n∂vFß -s\-bmW vHcp\º-dn-t\tbmHcpt]cn-t\tbmI≠ p-

]n-Sn-°p-∂Xv?Hcp t]cn-t\tbm\º-dn-t\tbmas‰mcpt]tcm\ºtdmh®v

am‰m≥km[n-°ptam?Fß s\?

6. Fß -s\-bmW vXmsg]d-bp-∂XvskeIvSvsNøp-∂Xv?Hcpsk¬,Hcp-tIm-fw,

HcpIq́w sk¬,Hcph¿°vjo‰vapgp-h≥.

7. aqhvsk¬kpw tIm∏nsk¬kpw XΩn-ep-ffhyXymkwF¥v?

8. t]Pvsk‰nwKvIam‚n-ep-ffhyXy-ÿ -ß -fmb ô®-dp-IƒFs¥√mw?

9. {]n‚vIam‚n-ep-ffhyXy-kvX-ß -fmb ô®-dp-IƒFs¥√mw?

10.XmsgsImSp-Ø n-cn-°p-∂-h°v\n¿∆-N\w\¬IpI?

F) \mhn-tK-‰nwKvh¿°-jo-‰v,_n)FU n-‰nwKvUm‰kn)C≥tk¿́vsk¬kvB ‚v

tdmkv,Uv) {UmKvB ‚vt{Um∏v,C)h¿°v-_p°vs{]ḿ-£ ≥.

6.22DØ -c-ß ƒ

I F)icn_n)sX‰v kn)icn U n)sX‰v C)icn

II F)B ¨ s{]m-́Iv‰v _n){]n‚v{]nhyp

kn)Hmt́mtj]vkv Un) {KnUve-bn≥kv

kvs{]Uvjo‰ns‚A Sn-ÿm\w-
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7

t̂ m¿am-‰nwKvh¿° vjo‰v

7.1B apJw:

\nß ƒ Xøm-dm-°nb h¿°vjo‰vtamSn-]n-Sn-∏n-°p-∂-Xn-\p-ffhnhn[ t̂ m¿am-‰nwKv

Hm]vj-\p-IƒFIvsk¬ \¬Ip-∂p.FIvsk¬ D]-tbm-Kn®vsk√p-I-fpsShep-∏w,

\ndw,t̂ m≠ ns‚ B wKnƒ,t_m¿U-dp-I-fpsS \ndw,sk√p-I-fpsS _m°v{Ku-≠v

F∂nhA Xm-Xns‚ apey-Ø n-\-\p-k-cn®vhyXym-k-s∏-Sp-Ø m-hp-∂-Xm-W v.ssat{Im-

tkm̂ v‰vFIvk-ense]et̂ m¿am-‰nwKvcoXn-Ifpw ssat{Im-tkm̂ v‰vth¿U n\p

Xpey-am-sW ∂vImW mw.

7.2-e-£ y-ß ƒ:

Cu]mT-̀mKwsIm≠ vDt±-in-°p-∂Xv:

Hmt́mt̂ m¿am-‰nMv̂ ot®gvkvD]-tbm-Kn-°p-I.

Um‰bpwh¿°vjo‰pw t̂ m¿am-‰p-sN-øm≥]Tn-°p-I.

t̂ m¿am‰vs]bn‚¿D]-tbm-Kn-°m≥ ]Tn-°p-I.

t̂ m¿a-ep-Ifpw^Mvj-\p-IfpwD]-tbm-Kn-°m≥]Tn-°p-I.

7.3t̂ m¿am-‰nMv:t̂ m¿am-‰nMvSqƒ_m¿D]-tbm-Kn-°p-I.

t̂ m¿am-‰nMvD]-tbm-Kn®v\Ωƒ Xøm-dm-°nbh¿°vjo-‰ns\ IqSp-X¬ B I¿j-I-

am-°m≥km[n-°pw.h¿°vjo‰ns\ImW p∂/hmbn-°p∂ B ƒ°vIqSp-X¬ Ffp-

∏-Ø n¬a\- n-em-°m≥klm-bn-°p-∂p.FIvsk¬2007¬h¿°vjo-‰ns\t̂ m¿am‰v

sNøp-∂-Xn-\m-h-iy-ambSqfp-Iƒ {][m-\-ambpw 3ÿ e-ß -fn¬ èy-am-W v.

1.tlmw Sm_n¬

2.\nß ƒ Hcpsk√n-s\tbmHcptd© vHm̂ vsk¬kn-s\tbmssd‰v¢n°v

sNøp-tºmƒ {]Xy-£ -s∏-Sp∂ an\nSqƒ_m-dn¬.

3.t̂ m¿am‰vsk¬kvUb-temKvt_mIvkn¬.
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7.3.1tlmw Sm_n¬ èy-amb t̂ m¿am-‰nMvSqfp-Iƒ

A Sn-ÿ m-\-]-c-amb t̂ m¿am-‰n-ß p-Iƒ sNøp-∂-Xn-\mbnhfscthK-Ø n¬ Xs∂

D]-t̀m-‡ m-hn\vèy-am-°p∂ Hm]vj-\p-I-fmW vtlmw Sm_n¬ èy-am-°n-bn-́p-f-f-Xv.

Hcpskt√mHcpIq́w-sk-√p-Iƒ Hcp-ant®mXnc-s™ -Sp-Ø -Xn-\p-tijw \nß -fpsS

B h-iym-\p-k-cW w A \p-tbm-Py-amb t̂ m¿am-‰nMvSqƒ Xnc-s™ -Sp-°m-hp-∂-XmW v.

DZm-l-c-W -ambnt̂ m≠ v,A sse≥sa‚v,\º¿{Kq∏vkvF∂n-h.CØ cwSqfp-IfpsS

D]-tbm-Khpw {]h¿Ø -\-co-Xnbpw a\-kn-em-°m-\mbnA hD]-tbm-Kn®vt\m°pI

am{X-amW vicn-bmb coXn.A h\nß -fpsS h¿°vjo‰n¬ hcp∂ hyXym-k-ß ƒ

t\cńvI≠ va\- n-em-°m-hp-∂-Xm-W v.NneSqfp-Iƒt{Um]v{U ü enÃp-Iƒt]mse

IqSp-X¬ Hm]vj-\p-Ifpw\¬Ip-∂-h-bm-W v.Hcp_ ś‚ IqsSbmbn\nß ƒ sNdnb

Hcp-B -tcm-am¿°v(A º-S-bm-fw)ImW p-∂p-sh-¶n¬ B _´̈ IqSp-X¬ tNmbvkp-I-

fp≈ HcpenÃv{]Zm\w sNøp-∂-Xm-bn-cn

°-pw.CXn-\mbnB tcm-am¿°n¬ Igvk¿sIm≠ p-h-cn-I..

Fig 7.1

7.3.2.t̂ m¿am-‰nMvSqfpIƒ:an\n_mdn¬ èy-am-bh

Hcpsk√nseHcptd© vHm̂ vsk¬kntem\nß ƒ ssd‰v¢n°vsNøp-tºmƒ Hcp

tjm¿́vI v́sa\p-hn\vapI-fn-embnHcpsNdnbSqƒ_mdpwImW m≥km[n-°pw.Cu

an\nSqƒ_m-dn¬ t̂ m¿am-‰n-ß n-\p-th≠ ns]mXp-hmbnD]-tbm-Kn-°p∂ I¨ t{Sm-fp-

Iƒ A S-ß n-bn-cn-°p-∂-Xv.

t̂ m-¿-am-‰nw-Kv-h¿-°v-jo-‰v-
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• t̂ m≠ vssS∏v

• t̂ m≠ ns‚ sskkv

• U n{Iokvt̂ m≠ v

• C≥{Iokvt̂ m≠ v

• A °u-≠ nMv\º¿t̂ m¿am‰v

• tImassÃ¬

• t̂ m≠ vIf¿

• t̂ m¿am‰vs]bn‚¿

• t_m¿Uv

• C‰m-enIv

• sk‚¿

• t]¿sk‚vssÃ¬

• t_m¿tUgvkv

• sa¿PvB ‚vsk‚¿

• C≥{IokvsUkn-sa¬

• U n{IokvsUkn-sa¬

• n̂¬ If¿

Xmsg\¬In-bn-cn-°p∂ Fig.7.2¬ tjm¿́vI v́sa\p-hns‚amXr-I-bmW v\¬In-bn-cn-

°p-∂-Xv.Hcpsk√n¬ ssd‰v¢n°vsNøp-tºm-gmW vCXv{]Xy-£ -³m-hp-I.

Fig.7.2
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Xmsg\¬In-bn-cn-°p∂ Fig7.2¬ t̂ m¿́vI v́sa\p-hns‚amXr-I-bmW v\¬In-bn-

cn-°p-∂-Xv.Hcpsk√n¬ ssd‰v¢n°vsNøp-tºm-gmW vCXv{]Xy-£ -am-hp-I.

7.3.3.t̂ m¿am-‰n-Mv:t̂ m¿am‰vsk¬kvUb-temKvt_mIvkvD]-tbm-Kn®v

\nß -fpsS h¿°vjo-‰ns\ tamSn-]n-Sn-∏n-°p-∂-Xn-\p-ffH ṕ-an° F√mt̂ m¿am-‰nMv

Hm]vj-\p-Ifpwdn_-W nsetlmwSm-_n¬ èy-am-sW -¶nepwNne{]tXyIcoXn-bn-ep-

fft̂ m¿am-‰nMvsNøp-∂-Xn-\mbnt̂ m¿am‰vsk¬kvUb-temKvt_mIvkvD]-tbm-

Kn-°m-hp-∂-XmW v.

G XvcoXn-bn-ep-fft̂ m¿am-‰nMvssÃ¬,\º¿t̂ mdvam‰nMvF∂nhCuUb-temKv

t_mIvkvD]-tbm-Kn®v{]mh¿Ø n-I-am-°m-hp-∂-Xm-W v.t̂ m¿am‰vsk¬kvUb-

temKvt_mIvkn¬\n∂vXnc-s™ -SpØ t̂ m¿am-‰p-Iƒ\nß ƒ B kabwD]-tbm-

Kn-®p-sIm-≠ n-cn-°p∂ A Xm-bXvXnc-s™ -SpØ sk√n-\mW v\¬Ip-∂-Xv.

t̂ m¿am‰vsk¬ Ub-tem-Kvt_mIvkvD]-tbm-Kn-°p-∂-Xn-\mbnB Zy-ambnt̂ m¿am-

‰nMv\¬tI≠ sk¬ A Yhmtd© vHm̂ vsk¬kvskeIvSvsNøp-I.A Xn-\p-

tijw Xmsg-sIm-Sp-Ø n-cn-°p-∂-h-bn¬ G sX-¶nepw am¿§w D]-tbm-Kn-°p-I.

• Ctrl+1F∂ tImºn-t\-j≥{] vsNøp-I.

A Xm-bXvI¨ t{UmƒIobpw\º¿1Dƒs°m-f-fp∂ IobpwHtckabw{] v

sNøpI.

• tlmw sa\p-hnep-ffUb-temKvt_mIvkvtem© -dn¬ ¢n°vsNøp-I.

tlm t̂ m≠ v,

tlmw A sse≥sa‚v,tlmw \º¿FIvk¬ dn_-W n¬ heXv̀mK-

Ø mbnImW p∂ Xmtg°vt]mbn‚vsNbvXn-cn-°p∂ sNdnb B tcm-am¿°p-I-sf-

bmW vUb-temKvtem© ¿ F∂v]d-bp-∂-Xv.

Fig.7.3

t̂ m-¿-am-‰nw-Kv-h¿-°v-jo-‰v-
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tjm¿́vI v́sa\p-hnset̂ m¿am‰vsk¬kvF∂ Hm]vj≥ skeIvSvsNøp-

I.(B -hiy-amb sk√p-Iƒ B Zyw skeIvSvsNø-W w)-

• dn_-W nset{Um∏vU ü I¨ t{Smƒkn¬ èy-amb more Iam≥Uv¢n°v

sNøp-I.DZm-l-c-W -am-bn,Home-> Number -> General -> More numbers for-

mats ..F∂ C\-amW vDƒs∏-SpØ n-bn-cn-°p-∂p.

Xmsg\¬In-bn-cn-°p∂ Nn{Xw {i≤n-°pI.

Fig.7.4
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Fig.7.5

format cellsF∂ Ub-temKvt_mIvkn¬6Sm_p-Iƒèy-amW v:\º¿,A sse≥sa‚v,

t̂ m≠ v,t_m¿U¿,]mt‰̈ kv,s{]ḿ-£ ≥

7.4Ub-temKvt_mIvkvD]-tbm-Kn-®p-ffsk√p-I-fpsS t̂ m¿am-‰n-Mv.

7.4.1.\º¿Sm_v

\º¿Sm_n¬\n∂vG XvcoXn-bn-ep-ffUm‰ssS∏vB sW ∂vskeIvSvsNøm-hp-∂-

Xm-W v.\nß ƒ°vt̂ m¿am‰vsNtø≠ sk√p-Iƒ skeIvSvsNøp-∂-Xn-\p-tijw

Nn{Xw 7.2¬ ImW n-®n-cn-°p-∂-Xp-t]mseX∂n-cn-°p∂ Im‰-Kdn\º-dn¬\n∂vB h-

iym-\p-k-cW w H∂vskeIvSvsNøp-I.\nß ƒ skeIvSvsNbvX -sk¬ sSIvÃv

A Yhm\º¿am{Xw Dƒs°m-f-fp-∂-Xm-sW -¶n¬ P\-d¬ F∂ Hm]v£ ≥ …IvSv

sNøp-I.CuHm]vj\v{]tXy-I-ambnHcpt̂ m¿am‰vD≠ m-bn-cn-°n-√.\º¿-F∂

Im‰-KdnskeIvSvsNbvXv\nß ƒ°v\º-dp-IsfC‚n-P¿,(A -J≠ kwJy-Iƒ),

sUkn-a¬ (Z-imwi kwJy)\ºdpI-fmbnA h-X-cn-∏n-°m-hp-∂-Xm-W v.sUkn-a¬

ÿ m\-ß -fpsS\º-dpwCuH]vj≥D]-tbm-Kn®v{Iao-I-cn-°m-hp-∂-Xm-W v.DZm-l-c-W -

am-bn,sUkn-a-ep-I-fpsS \º¿2B bn-{I-ao-I-cn-°-W -sa-¶n¬,B Zy-ambnIm‰-K-dn-

t̂ m-¿-am-‰nw-Kv-h¿-°v-jo-‰v-
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bn¬\n∂v\º¿-F∂ Hm]vj≥ skeIvSvsNøp-I.CXn¬ \¬In-bn-cn-°p∂ a‰v

Hm]vj-\p-Ifpw\nß ƒ°vskeIvSvsNøm-hp-∂-Xm-W v.

7.4.2A sse≥sa‚vSm_v

sk¬ Dƒs°m-f-fp∂ Um‰m-bpsS s]mkn-j\pw A sse≥sa‚pwam‰n\¬Ip-∂-Xn-

\mbnA em≥sa‚vSm_vD]-tbm-Kn-°m-hp-∂-Xm-W v.t̂ m¿am-‰nMvSqƒ_m-dnse

A sse≥sa‚v_ -́\p-I-fn-ep-f-f-XnepwIqSp-X¬ Hm]vj-\p-Iƒ t̂ m¿am‰vsk¬Ub-

temKvt_mIvkn¬ èy-am-W v.DZm-l-c-W -am-bn,sSIvÃns‚Hmdn-b-t‚-j-\n¬am‰w-h-

cp-Ø p-∂-Xn-\m-bn.

7.4.3t̂ m≠ vSm_v

t̂ m≠ n¬ hcp-tØ ≠ am‰-ß -fmb t̂ m≠ vsskkv,ssÃ¬,hnhn[ C^-IvSp-Iƒ

F∂n-h-sb√mw t̂ m≠ vSm_n¬ Dƒs∏-Sp-Ø n-bn-cn-°p-∂p.t̂ m¿am-‰nMvSqƒ_m¿

D]-tbm-Kn®vsk√n¬ Dƒs∏-Sp-Ø n-bn-cn-°p∂ sSIvÃn¬,t_m¿Uv,-C-‰m-enIvt̂ m≠ v

C Îv‰vkv\¬Im-hp-∂-Xm-W v.IqSmsX sk√n¬ \¬In-bn-cn-°p∂ tU ‰m-kns\

A ≠ ¿sse≥ sNøm\pw km[n-°pw.IqSp-X¬ t̂ m¿am-‰nwMvHm]vj-\p-Iƒ°mbn

t̂ m¿am‰vsk¬kvUb-temKvt_mIvkvD]-tbm-Kn-°p-I.

7.4.4.t_m¿U¿,]mt‰̈ Sm_p-Iƒ

t_m¿UdpIƒ\¬Ip-∂-Xn\pw,sk√p-Iƒ°vtjUp-Iƒ\¬Ip-∂-Xn-\pw,t̂ m≠ ns‚

If¿am‰p-∂-Xn\pwt̂ m¿am‰nMvSqƒ_m¿hnhn[Hm]vj-\p-Iƒ\¬Ip-∂p.Cu_ -́

W p-Iƒ bYm¿∞ -Ø n¬ Snb¿-̨-Hm̂ v]me-‰p-Iƒ B W v._ -́W nse]n®¿Nn”-

Ø n¬¢n°vsNøp-tºmƒB ]n®-dn\p\¬In-bn-cn-°p∂ t̂ m¿am‰v\nß ƒskeIvSv

sNbvXn-cn-°p∂ sk√ns‚Df-f-S-°-Ø n\pèn-°p-∂-Xm-W v._ -́W ns‚sNdnbt{Um]v

U ü B tcm-bn¬ ¢n°vsNbvXvèn-°p∂ ]me-‰p-I-fpsSkmw]n-fn¬\n∂vB h-

iym-\p-k-cW wskeIvSvsNbvXv_ -́W n¬ sImSp-Ø n-cn-°p∂ Nn{Xwam‰n\¬Im-hp-

∂-Xm-W v.

t̂ m¿am‰vsk¬kvUb-temKvt_mIvkvD]-tbm-Kn®vsk√p-Iƒ°vt_m¿U-dp-Ifpw

\¬Ip-∂-Xn-\mbnXmsgsImSp-Ø n-cn-°p∂ L -́ß ƒ ]n≥Xp-S-cp-I.
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1. t̂ m¿am‰vsk¬kvUb-temKvt_mIvkvImW p-∂-Xn-\mbnt̂ m¿am‰v

sk¬kvF∂ Hm]vj≥ skeIvSvsNøpI

2. t_m¿U¿Sm_vskeIvSvsNøpI

3. {]osk‰vG cn-bm-bn¬ t_m¿U¿\¬tI≠ ÿ ewhy‡-am-°p-I.CXn\mbn\̈ ,

Húvsse≥,C≥sskUvF∂oHm]vj-\p-Iƒ èy-am-W v.

4. t_m¿U¿t̂ m¿am‰vsNøp-∂-Xn-\mbnhnhn[ Hm]vj-\p-Iƒ èy-am-W v.

• t_m¿U¿G cn-bm-bn¬ G sX-¶nepw _´̈ A a¿Ø nt_m¿U¿hyXn-N-en-

∏n-°m-hp-∂-Xm-W v.

• ssÃ¬ G cnbF∂ Hm]vj-\n¬\n∂vt_m¿U ns‚ sse≥ ssÃ¬ Xncs™ -

Sp-°mw.

• If¿]me-‰n¬\n∂vt_m¿U-dns‚ If¿skeIvSvsNømw.

5. ]mt‰̈ Sm_vskeIvSvsNøp-I.]n∂oSvXmsgsImSp-Ø n-cn-°p∂ G sX¶nepw

Hm]vj-\p-IƒXnc-s™ -Sp-°p-I.

• If¿]me-‰nseske£ \n¬\n∂v_m°v{Ku≠ vIf¿skeIvSvsNøp-I.

• ]mt‰̈ ]me-‰nseske-£ \vB h-iy-sa-¶n¬ Hcp_m°vs{Km≠ v]mt‰̈

skeIvSvsNømw.

6. t_m¿Udpw Ifdpw sk√n¬ \n¬°p-∂-Xn-\mbnHmsI skeIvSvsNøp-I.

7.4.5.tU ‰vkv,ssSw(Xo-b-Xnbpwka-b-hpw)

Hcpsk√n¬ ‘P\p-hcn1,2001’ F∂vssS∏vsNøp-tºmƒ FIvk¬ B sSIvÃvHcp

tU ‰vB sW ∂vXncn-®-dn-bp-Ibpw A Xns\ ‘1̨-P-\p-h-cn-̨01’ F∂ t̂ m¿am-‰n-te°v

am‰-Ibpw sNøp-∂p.tU‰vt̂ m¿am‰vam‰p-∂-Xn-\mbnt̂ m¿am‰vsk¬kvhnt‚m-

bnse\º¿Sm_vskeIvSvsNøp-I.Im‰-Kdnt_mIvkn¬\n∂vtU ‰ns‚ t̂ m¿am‰v

skeIvSvsNøp-I.\nß ƒ ssS∏vsNbvXXvHcpssSw B sW -¶n¬ Im‰-Kdn

t_mIvkn¬\n∂vssSw F∂ Hm]vj≥ skeIvSvsNøp-Ibpw he-Xp-h-isØ

t_mIvkn¬\n∂vssS∏vtU ‰n-s‚bpw ssSan-s‚bpw tImºn-t\-j-\p-Ifpw enÃn¬

èy-am-W v.t̂ m¿am-‰nMvIgn-™ -Xn-\p-tijw HmsI ¢nIvsNøp-I.

-

t̂ m-¿-am-‰nw-Kv-h¿-°v-jo-‰v-



148 :: tU‰mF≥{SnHm∏-td-j≥kv

Fig 7.6

7.5.hcn,\nct̂ m¿am-‰nMv-sNøp∂hn[w

Nne-t∏mƒ Hcpsk√n¬ A YhtImf-Ø n¬ \¬Ip∂ tU ‰-A -Xns‚ hnUvXn¬(-h-

ep-∏-Ø n¬)Dƒs°m-f-fp-∂-XnepwA [n-I-am-Imw.A Xp-sIm≠ vA hsbtImf-Ø n¬

A f-hn¬ Dƒs°m-f-fn-°p-∂-Xn-\mbn\mw ‘Hmt́ m-̂n‰v’ F∂ ô®¿D]-tbm-Kn-°p-

∂p.XmsgsImSp-Ø n-cn-°p∂ Nn{X-Ø n¬ tImfw C bn¬,tImf-Ø n¬ Xe-s° v́

]q¿Æ-ambnZriy-am-Im-Ø XvImW mw.

Fig 7.7
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tImfw Hmt́ m-̂n‰vsNøp-∂-Xn-\p-ffhgn-Iƒ

• tImfwhnUvXvam‰p-∂-Xn-\mbntImfwsl U-dntemtImf-Ø nseG sX-¶nepw

sk√ntem¢n°vsNøp-I.

• tlmw Sm_v¢n°vsNøp-I.

• dn_-W nse sk¬kv{Kq∏nse t̂ m¿am‰vF∂ Hm]vj≥ skeIvSvsNøp-I.

Fig 7.8

• Hmt́ m-̂n‰vtImfwwidth ¢n°vsNøp-I.

Fig 7.9

• Ct∏mƒ C tImfØ n¬ apgp-h≥ sl U nß pw (sI-an-kv{Sn)ImW n-®n-cn-°p-∂-

XmbnImW mw.

t̂ m-¿-am-‰nw-Kv-h¿-°v-jo-‰v-
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Fig 7.10

CXp-t]mseHmt́m-̂n‰vtdmbpsS Imcy-Ø n\pw D]-tbm-Kn-°mw.

• tdmbpsS s]m°w am‰p-∂-Xn-\mbnB tdmbn¬ Dƒs∏-Sp∂ G sX-¶nepw

sk√ntemtdm sl U-dntem¢n°vsNøp-I.

• tlmw Sm_n¬ ¢n°vsNøp-I.

• dn_-W nsesk¬kv{Kq∏nset̂ m¿am‰vF∂ Hm]vj≥ skeIvSvsNøp-I.

Fig 7.11

• Hmt́ m-̂n‰vtdmsl Udn¬ ¢n°vsNøp-I.
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Fig 7.12

• Nn{X-Ø n¬ 6̨masØ tdmbn¬ apgp-h≥ t]cpw(A -\p-cm-Kv)h∂-Xmbn

ImW mw.

way of best fitF∂ coXnD]-tbm-Kn®pwtImf-ß fpwtdmIfpwHmt́m-am-‰n-°mbn

A UvPÃvsNøm-hp-∂-Xm-W v.CXpsNøp-∂-Xn-\m-bn.

1. A UvPÃvsNø≠ tImf-Ø nsetImfw sl U-dns‚ heXpA ‰Ø v

t]mbn‚¿sIm≠ phcn-I.Cu m̀KØ vt]mbn‚\vHcpU _nƒ sl U U v

B tcm-am¿°mbnamdp-∂XpImW mw.

.

Fig. 7.13

t̂ m-¿-am-‰nw-Kv-h¿-°v-jo-‰v-



152 :: tU‰mF≥{SnHm∏-td-j≥kv

2. t]mbn‚-dn¬ U_nƒ ¢n°vsNøp-I.CXn\vCSXphi-Ø p≈ tImfw

A Xn-\p-≈ n¬ F‚¿sNbvXn-́p≈ tU ‰-IsfDƒs°m-≈ m≥ ]mI-Ø n¬

Hmt́m-am-‰n-°mbnA UvPÃpsNøpw.

tImfw,tdmssl U (hide)vsNø¬:

ssl U v̨ skeIvSvsNbvX tImfw A Yhmtdmad-bv°p-I,]t£ A h

Dƒs°m-≈ p∂ tU ‰m\jvS-s∏-Sp-∂n-√.(A -hn-sS-Ø s∂ kq£ n®p

sIm≠ v)B h-iy-an-√mØ t̂ m¿am-‰nMvHgn-hm-°m≥ CXvklm-bn-°pw.Hcp

tImfw ssl U vsNøp-∂-Xn\vth≠ nC{]-Imcw sNøp-I.

1. ssl UvsNtø≠ tImfwskeIvSvsNøp-I.A Xn-\mbntImfwsl U-dn¬¢n°v

sNøp-I.DZm-l-c-W -ambn\nß ƒ°vNn{X-Ø n¬ (7.14) ImW n-®n-cn-°p-

∂-Xn¬ tImfw C ssl U v sNø-W -sa-∂n-cn-°-s .́A Xm-bXvsIan-Ãdn

F∂ hnj-b-Ø n¬ è n® am¿°vtcJ-s∏-Sp-Ø n-bn-cn-°p∂ tImfw.

Fig. 7.14
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ssl U vsNtø≠ tImf-Ø n¬ ssd‰v¢n°vsNøp-I.]n∂oSvssl U vF∂ Hm]vj≥

¢n°vsNøp-I.

Fig. 7.15

Xmsgs°mSpØ n-cn-°p∂ Nn{Xw(̂ n-K¿7.16){i≤n-°p-I.CXn¬ tImfwC Zriy-a-√.

Fig. 7.16

t̂ m-¿-am-‰nw-Kv-h¿-°v-jo-‰v-



154 :: tU‰mF≥{SnHm∏-td-j≥kv

tImfw,tdm,A ¨ ssl U v(unhide) sNøp-∂-Xn-\v.

HcptImfw A ¨ ssl U vsNøp-∂-Xn-\mbn:

1. ssl UvsNø-s∏́ tImfw Dƒs∏-Sp∂ td© vHm̂ vtImfwkvF√mwX s ∂

skeIv‰vsNøp-I.

Fig. 7.17

2.. skeIv‰vsNbvX tImf-Ø n¬ ssd‰v¢n°vsNøp-I.A t∏mƒ {]Xy-£ -s∏-

Sp∂ t]m]vA ]vsa\p-hn¬ \n∂vA ¨ ssl U vF∂ Hm]vj≥ skeIvSv

sNøp-I.

Fig. 7.18
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3. Xmsg\¬In-bn-cn-°p∂ Nn{X-Ø n¬ tImfwC {]Xy-£ -s∏-́-XmbnImW mw.

Fig. 7.19

tdmbns\ ssl U vsNøm\pw A ¨ ssl U vsNøm\pw CtX coXn]n¥p-S-cp-I.

7.6h¿°vjo‰vt̂ m¿am-‰nMv:sk¬ ssÃ¬ D]-tbm-Kn®v

ap≥Iq́n\n¿h-Nn® ssÃep-Iƒ Xnc-s™ -SpØ vhfscs]s ∂́vHcpsk√ns\

t̂ m¿am‰vsNøm-\p-X-Ip∂ sk¬ ssÃep-IƒFIvk¬ 2007¬ èy-am-W v.FIvk-

en¬F√mssÃep-Ifpwsk¬ ssÃem-W v.F∂n-cp-∂mepw]pXn-b-XmbnU nss ≥̂

sNbvX HcpssÃ¬ apgp-h-\mbn\¬Im-hp-∂-Xm-W v.\ne-hn-ep≈ Hm]vj-\p-Iƒ D]-

tbm-Kn®v\¬Im-hp∂ G Xp-X-c-Ø n-ep≈ t̂ m¿am-‰n-Mn-s\bpwsk¬ ssÃen¬Dƒs∏-

Sp-Ø mw.\ap°vCjvS-ap≈ sk¬ ssÃep-Ifpwcq]o-I-cn-°m-hp-∂-Xm-W v.

• sk¬ ssÃ¬ \¬tI≠ sk¬ skeIvSvsNøp-I.

• tlmw Sm_vskeIvSvsNøp-I.ssÃ¬kv{Kq∏n¬ \n∂vsk¬ ssÃ¬kv

F∂ Hm]vj≥ ¢n°vsNøp-I.ChnsS sl U nwMv1F∂XvskeIvSvsNbvXv

h∂n-cn-°p∂ am‰w \nco-£ n-°p-I.

t̂ m-¿-am-‰nw-Kv-h¿-°v-jo-‰v-
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Fig. 7.20

Fig. 7.21

NneC -̂IvSp-Iƒ XmsgsImSp-Ø n-cn-°p∂p:

1. comma˛ Hcp\º-dn¬ tImaDƒs∏-Sp-Ø p-∂-Xn\pw c≠ p

U nPn‰n\∏p-d-ap≈ sUkn-a¬ t]mbn-‚n\vtIma\¬Ip-∂Xn\pw D]-

tbmKn-°p-∂p.

2. comma (0)˛ HcpkwJysbdu≠ vsNøp-∂-Xn\vD]-tbm-Kn-°p∂ tIma

ssÃ¬.
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3. currency-̨ -Hcp\º-dns\ tU mf¿ssk\pw tImamkpw D]-tbm-Kn®v

Id≥kncq]- Ø n≥ t̂ m¿am‰vsNøp-∂p.

4. currency(0)̨HcpkwJysbdu≠ vsNøp∂ Id≥knssÃ¬.

5. t\m¿a¬ P̨\-d¬ \º¿t̂ m¿am-‰n-¬ hcp-Ø nbam‰-ß ƒ C√m-Xm-°pI.

6. percent H̨cp\º¿s]¿k‚n-em-°p-Ibpw Hcps]¿k‚vNn”wIq́n-t®¿°p-

Ibpw sNøp-I.

7.6.1.ssÃ¬ U neo‰vsNøm≥

• If-tb≠ ssÃen¬ ssd‰v¢n°vsNøp-I.

• U neo‰vHm]vj≥ skeIvSvsNøp-I.

t̂ m-¿-am-‰nw-Kv-h¿-°v-jo-‰v-

Fig. 7.22

• skeIvSvsNbvX ssÃ¬ A {]-Xy-£ -am-b-XmbnImW mw.XmsgsImSp-Ø n-cn-

°p∂ Nn{Xw{i≤n-°p-I.

Fig. 7.23
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sSIvÃvt̂ m¿am‰vsNøp-∂-Xn\pth≠ nÃm≥Um¿UvSqƒ_m-dn-ep≈ Hcp ô®-

dmW vt̂ m¿am‰vs]bn‚¿.\nß ƒ Hcpsk√ns\ Hcp{]tXyI t̂ m≠ vssÃ¬,

tU ‰vt̂ m¿am‰v,\º¿t̂ m¿am‰v,t_m¿U¿a‰vt̂ m¿am-‰nwMvHm]vj-\p-Iƒ D]-

tbm-Kn®vt̂ m¿am‰vsNbvXn-cn-°p∂pF∂vIcp-Xp-I.at‰-sX-¶nepw sk√n-s\tbm

A Yhm{Kq∏vHm̂ vsk¬kn-t\tbmCtX coXn-bn¬ Xt∂ t̂ m¿am‰vsNø-W -sa-

∂n-cn-°-s .́CXn-\mbn\nß ƒ°vtIm∏nsNtø≠ t̂ m¿am-‰nwMvDƒs∏-Sp∂ sk√n¬

Igvk¿sIms≠-Ø n-°p-I.tlmw Sm_nse ¢n]vt_m¿Uv{Kq∏n¬ Dƒs∏-Sp∂

t̂ m¿am‰vs]bn‚¿F∂ _´̈ ¢n°vsNøp-I.Ct∏mƒ t]mbn‚¿̨s‚ D≈ n¬

Hcps]bn‚v{_jns‚ Nn{XhpwImW m≥km[n-°pw.G Xpsk√p-I-fn-te-°mtW m

t̂ m¿am-‰nwMvtIm∏nsNtø-≠ XvA hssl sse‰vsNøp-I.A h-bpsS t̂ m¿am-

‰nwMvhyXym-k-s∏-́-XmbnImW mw.

[mcmfwsk√p-I-fn-te°vHcpt̂ m¿am-‰nwMvssS∏vtIm∏nsNøp-∂-Xn-\mbnt̂ m¿am‰v

s]bn‚¿_ -́W n¬ U_nƒ ¢n°vsNøp-I.FkvtI∏vIo{] vsNbvXv\nß ƒ

t̂ m¿am‰vs]bn‚-dns\ Hm̂ vsNøp-∂XphscA XvB IvSo-hmbn\ne-\n¬°p-∂-

Xm-W v.

7.7.t̂ m¿am‰vs]bn‚¿

Fig. 7.24

7.8Hmt́ m-t̂ m¿am‰v

\nß ƒ skeIvSvsNbvX sk¬ td© n\vIqSp-X¬ tamSn]nSn-∏n-°p-∂-Xn-\mbn

FIvk-enseHmt́m-t̂ m¿am‰v̂ o®-dnsetS_nƒ ssÃ¬kvD]-tbm-K-s∏-Sp-Ø mw.

tS_nƒssÃ¬kn¬\º¿t̂ m¿am-‰p-Iƒ,t̂ m≠p-Iƒ,sk√p-I-fpsSA sse≥sa‚v,

]mt‰̈ ,tjU nß v,tImfwwidth,row height F∂nhDƒs∏-Sp-∂p.
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FIvk-en¬ hnhn[tS_nƒ t̂ mdvam-‰nMvHm]vj-\p-Iƒ èy-am-W v.CussÃep-Iƒ

D]-tbm-K-s∏-Sp-Ø p-∂-Xn-\mbn:

1. t̂ m¿am‰vsNtø≠ sk√p-Iƒ ssle‰vsNøp-I.

Fig. 7.25

2 . hnhn[tS_nƒ t̂ m¿am-‰p-IƒImW p-∂-Xn-\mbn,dn_-W n¬ \n∂vHome tab

-> style Group -> format as table skeIv‰vsNøp-I.

Fig. 7.26
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Fig. 7.27

3. CjvS-ap≈ t̂ m¿am‰vskeIvSvsNøp-I.ChnsS 4̨-asØ tS_nƒ t̂ m¿am-

‰mW vskeIvSvsNbvXn-cn-°p-∂-Xv.(]®_m°v{Ku≠ vD≈-Xv).CXvt̂ m¿am-

‰p-I-fpsS U m¿°vIm‰-K-dn-bn-emW vImW p-∂-Xv.]n∂oSvHcpU b-temKv

t_mIvkv{]Xy-£ -s∏-Sp∂-Xv.sNIvt_mIvkn¬ “ssatS_nƒ lmkv

ssl tU-gvkv” F∂XvskeIvSvsNbvXvHmsI ¢n°vsNøp-I.

Fig. 7.28
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t̂ m¿am-‰nMvsIm≠ ph∂ am‰w XmsgsImSp-Ø n-cn-°p∂ Nn{X-Ø n¬ ImW n-®n-cn-

°p∂p.tS_nƒ SqƒkvUnssk≥ Sm_pw {i≤n-°p-I.tS_nƒ ssÃ¬ {Kq∏nse

tS_nƒ t̂ m¿am‰v¢n°vsNbvXvssÃ¬ am‰m-hp-∂-Xm-W v.

Fig. 7.29

7.9ssl U nMv/A ¨ ssl-U nMvh¿°vjo‰v

h¿°vjo‰vssl U v(hide) sNøm≥:

• ssl U vsNtø-≠-Xmbh¿°vjo‰vSm_n¬ ssd‰v¢n°vsNøp-I.

• tIm̈ sSIvÃvsa\p-hn¬ \n∂vssl F∂ Hm]vj≥ skeIvSvsNøp-I.

Fig. 7.30

• ssl U vsNbvX h¿°vjo-‰ns\A ¨ ssl Uv(unhide)sNøp-∂-Xn-\mbn,\nehn-

ep≈ jo‰p-I-fn¬ H∂n¬ ssd‰v¢n°vsNøp-I.A ¨ ssl U vsNtø≠

jo‰vB enÃn¬ \n∂pw skeIvSvsNøp-I.ChnsS Hcpjo‰vam{X-amW v

A ¨ ssl U vsNøp-∂-Xn-\mbnImW n-®n-cn-°p-∂-Xv.

t̂ m-¿-am-‰nw-Kv-h¿-°v-jo-‰v-
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Fig. 7.31

Xmsg-°m-W p∂ Nn{X-Ø n¬ jo‰v1̨Dw ImW n-®n-cn-°p-∂p..

Fig. 7.32
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7.10h¿°vjo‰vs{]ḿIvSvsNøp∂hn[w

h¿°vjo-‰ns\ s{]ḿIvSvsNøp-∂-Xn\v:

A \p-hm-Z-an-√mØ FU n-‰n-ß n¬ \n∂v\nß -fpsSh¿°vjo-‰ns\ s{]ḿIvSvsNøm≥

km[n-°pw.CXn-\mbnh¿°vjo-‰n¬\¬In-bn-cn-°p∂ hnh-c-ß ƒ]mkvth¿Uvs{]ḿ-

£ ≥\¬Im-hp-∂-Xm-W v.

h¿°vjo‰vs{]ḿIvSvsNøp-∂-Xn\v

• tlmw Sm_vskeIvSvsNøp-I.

• sk¬kv{Kq∏nse t̂ m¿am‰vHm]j≥ ¢n°vsNøp-I.

Fig. 7.33

· t̂ m¿am‰vHm]vj-\nset{Um]vU ü sa\p-hn¬ \n∂v‘protect sheet from’

F∂XvXnc-s™ -Sp-°p-I.s{]ḿIvSvjo‰vU b-temKvt_mIvkv{]Xy-

£ -s∏-Sp-∂-Xm-W v.A Xn¬ ]mkvth¿UvF‚¿sNøp-I.A tX ]mkvth¿Uv

H∂pIqSnconfirm ]mkvth¿UvUb-temKvt_mIvkn¬ F‚¿sNøp-I

t̂ m-¿-am-‰nw-Kv-h¿-°v-jo-‰v-
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Fig. 7.34

· C\n\nß ƒ h¿°vjo-‰n¬ G sX-¶nepw Xc-Ø n-ep≈ am‰-ß ƒ hcp-Ø p-hm≥

{ian-®m¬ Xmsg-s°m-Sp-Ø n-cn-°p∂ coXn-bn-ep≈ HcpUb-temKvt_mIvkv

{]Xy-£ -s∏-Sp-∂-Xm-W v

h¿°vjo-‰ns\ A ¨ s{]m-́IvSvsNøp-∂-Xn\v:

h¿°vjo‰vFU n‰vsNøm≥ A Xns\ A ¨ s{]ḿIvSvsNtø-≠-Xm-W v.A Xn-\mbn:

• tlmw Sm_vskeIvSvsNøp-I.

• sk¬kv{Kq∏nset̂ m¿am‰vF∂ Hm]vj≥¢n°vsNøp-I.
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• Ińp∂ t{Um]vU ü sa\p-hn¬ \n∂vA ¨ s{]m-́IvSvjo‰vF∂ Hm]vj≥

skeIvSvsNøp-I.A ¨ s{]m-́IvSvjo‰vUb-temKvt_mIvkv{]Xy-£ -s∏-Sp-

∂-Xm-W v.h¿°vjo-‰ns\ A ¨ s{]m-́IvSvsNøp-∂-Xn-\mbnA hnsS

]mkvth¿U v\¬Ip-I.h¿°vjo-‰ns\s{]ḿIvSvsNøp-∂-Xn-\mbnD]-tbm-

Kn® A tX ]mkvth¿U vB bn-cn-°W w Chn-tSbpw \¬tI-≠-Xv.tijw

HmsI {] vsNøp-I.

tNmZy-ß ƒ :

1.Xmsg-s°m-Sp-Ø n-cn-°p∂ {]kvXm-h-\-Iƒ icntbmsXt‰mFs∂-gp-Xp-I.

(a) t̂ m¿am-‰nMvSqƒ_m-dnseA sse≥sa‚v_ -́W p-Iƒ \¬Ip-∂-Xnepw IqSp-

X¬ t̂ m¿am-‰nMvHm]vj-\p-Iƒ t̂ m¿am‰vsk¬kvUb-temKv

t_mIvkn¬ èy-am-W v.

(b) h¿°vjo-‰n¬ hcp-Ø n-bn-cn-°p∂ t̂ m¿am-‰nMvam‰-ß ƒ ImW p-∂-Xn-\mbn

FU n‰v_´̈ ¢n°vsNøp-I.

(c) \nß ƒ \¬In-bn-cn-°p-∂Xv“s sSw” B sW -¶n¬ Im‰-Kdnt_mIvkn¬

\n∂vssSwF∂ Hm]vj≥ skeIvSvsNøp-I.

(d) HcptImfw A ¨ ssl U vsNøp-∂-Xn-\mbnsa\p-_m-dn¬ \n∂vt̂ m¿am‰v

Sm_nsetImfw A ¨ ssl U vF∂ Hm]vj≥ skeIvSvsNøp-I.

(e) ssÃ¬ Ub-temKvt_mIvkvImW p-∂-Xn-\mbnFU n‰vssÃ¬F∂ Hm]vj≥

skeIvSvsNøp-I.

t̂ m-¿-am-‰nw-Kv-h¿-°v-jo-‰v-
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2. ]qcn-∏n-°p-I.

(a) B {Sn-_yq-́vkns\ tamSn-]n-Sn-∏n-°m≥ ˛̨-̨-̨-̨-̨-̨-̨-̨̨_´̈ ¢n°vsNøp-I.

(b) FIvk-en¬ F√mssÃep-Ifpw ˛̨-̨-̨-̨-̨-̨-̨-̨-̨̨B W v.

(c) tImfwssl U vsNøm≥B h-iy-an-√mØ am‰-ß ƒ˛̨-̨-̨-̨-̨-̨-̨-̨̨sNøm≥ klm-

bn-°p-∂p.

(d) Sqƒ_m¿kv{Io\n¬ ImW m≥ km[n-°p-∂n-s√-¶n¬ ˛̨-̨-̨-̨-̨-̨-̨-̨-̨̨

(e) U m‰mt̂ m¿am-‰n¬ am‰whcp-Ø m≥ th≠ nt̂ m¿am‰vsk¬kvhn≥tU m-

bn¬ \n∂pw ˛̨-̨-̨-̨-̨-̨-̨-̨-̨̨ skeIvSvsNø-W w.

7.11\nß ƒ F¥v]Tn-®p.

Cu]mT̀ mKw sIm≠ v\nß ƒ FIvk-en¬ D≈ \nc-h[nSqƒkns\]‰n

]Tn®pIgn-™ p.\nß ƒ°vsSIvÃvA sse≥ sNøm≥,t̂ m≠ vskkv,ssÃ¬,

C ÎvSvkvF∂nham‰m≥ skeIvSvsNbvX sk¬kn¬ t_m¿U dpw tjU pw

sImSp-°m≥.IqSmsX h¿°vjo‰n\vssÃ¬ sImSp-°m\pw ssÃ¬ am‰w

hcpØ m\pw ]Tn-®p.

7.12.tNmZy-ß ƒ.

1) F¥mW vt̂ m¿am‰vs]bn‚¿?Ft∏m-gmW vt̂ m¿am‰vs]bn‚¿FIvk-

en¬ D]-tbm-K{]-Z-amW vF∂v\nß ƒ Nn¥n-°p-∂-Xv.

2) hnhn[ {]osk‰vssÃep-Isf]‰nhnh-cn-°pI?

3) Hcp]pXnbkvss‰¬ D≠ m-°p-∂XvFß -s\-sb∂vhni-Zo-I-cn-°p-I.

4) Hcph¿°v_p°v̂ b-en¬ \n∂pw as‰m-∂n-te°vFß -s\-bmW vssÃep-

Iƒ tIm∏n sNøp-∂-Xv?

5) t̂ m¿am‰vsk¬ U-b-temKvt_mIvkn¬ èy-am-bn-́p≈ hnhn[ Sm_p-Iƒ

G sX-√m-amW v?

6) XmsgsImSp-Ø n-cn-°p-∂-Xn¬ èy-am-bn-́p≈ hnhn[ ô®-dp-IƒG sX-√m-amW v?

(a)\º¿Sm_v.(b)t_m¿U¿Sm_v.(c)FIvk¬ t̂ m¿am‰vsk¬kvUb-
temKvt_mIvkn-ep≈ ]mt‰̈ Sm_v.

7) Fß -s\-bmW v?(a )HcptImfw ssl U psNøp-∂Xv? (b)HcptImfw
A ¨ ssl U p sNøp-∂Xv?(c)h¿°vjo‰vssl U psNøp-∂Xv? (d)

h¿°vjo‰vA ¨ ssl U p sNøp-∂Xv?

8) Fß -s\-bmW v\nß -fpsSh¿°vjo-‰nsetImfhpwtdmbpwdosskkvsNøp-

∂Xv?

7.13DØ -c-ß ƒ.

1) (a)icn (b)sX‰v(c)icn (d)icn(e)sX‰v

2) (a)tamU nss^ (b)sk¬ssÃ¬kv(c){]nh‚v/s{]ḿIv‰vh¿°vjo‰v

(d)hyqSqƒ_m¿t̂ m¿am-‰nMv (e)sa\p-_m¿
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8

t̂ m¿ap-emkv,̂ wKvj≥kv&Nm¿́vkv

8-1.B apJw

Cu]mT-Ø n¬ t̂ m¿ap-e-Ifpw ŵKvj-\p-IfpwD]-tbm-Kn®psIm≠ vamØ -am-

‰n-°¬ ŵKvj≥kvsNøp-hm≥\nß ƒ°vkm[n-°pw.èy-ambhnh-c-ß ƒD]-tbm-

Kn-®p-sIm≠vNm¿́p-Ifpw{Km̂ nIvkpw\n¿Ωn-°p-hm≥\nß ƒ°vkm[n-°pw.t̂ m¿ape

D]-tbm-Kn®vkwJy-IƒXΩn¬ _‘-ß ƒhy‡ -am-°m≥Ign-bpw.k¶-e-\w,hyh-

I-e-\w,KpW -\w,lc-W w,k¶o¿Æ-amb {Inb-Iƒ XpS-ß n-bhsNøp-hm≥ B W v

t̂ m¿ap-e-Iƒ D]-tbm-Kn-°p-∂-Xv.t\csØ cq]-s∏-Sp-Ø nb t̂ m¿ap-e-Iƒ B W v

ŵKvj-\p-Iƒ.D]-tbm-‡ m-°ƒ sk¬ d̂ -d≥kp-Ifpw A {U pw am{Xw \¬In-

bm¬ aXn-bmIpw.CXv̂ wKvjs‚ CSXvhe-Xv{_m-bv°-‰p-I-fpsSCS-bn¬ \¬Ip-I-

bpw,ChsbB ¿Kyp-sa≥kvF∂pw]d-bp-∂p.

8.2.e£ y-ß ƒ

• Cu]mTw Ign-bp-tºmƒ \nß ƒ°vsNøp-hm≥ Ign-bp∂ Imcy-ß ƒ:̨

• t̂ m¿ap-e-Iƒ D]-tbm-Kn®vdnkƒ v́I≠ p-]n-Sn°mw

• b̂-en¬\n∂pw Nn{Xw FSpØ vFU n‰vsNømw

• ŵKvj-\p-Iƒ D]-tbm-Kn-°mw.

• hyXy-kvX-ß -fmb Nm¿́p-Iƒ D]-tbm-Kn-°mw.

• ¢n∏m¿́vD]-tbm-Kn®v{Km̂ nIvkvhc-°mw.

8.3t̂ m¿ap-emkv& ŵKvj≥kv

FIvk¬h¿°vjo-‰p-I-fn¬\n∂pwUm‰-ssI-°mcywsNøm\pwB h-iy-amb

hnh-c-ß ƒ th¿Ø n-cn®vFSp-°m\pw t̂ m¿ap-e-Ifpw hfsckp{]-[m-\-amb ]¶v

hln-°p-∂p.h¿°vjo‰vNm‰-bn¬\n∂pdnk¬ v́I≠ p-]n-Sn-°m-\mW vFIvk-en¬

t̂ m¿ap-e-Iƒ D]-tbm-Kn-°p-∂-Xv.Um‰-bn¬ sNdnb hyXnbm\ß ƒ D≠ m-bm¬,

D]-tbm-X-‡ m-hns‚{]tXyI{iawIqSmsX Cut̂ m¿ap-e-Iƒkzbw-Xs∂ dne¬ v́

Is≠-Ø n-s°m-f-fpw.HcptS_n-fp-ambn{]h¿Ø n-°p-tºmƒ,B tS_n-fns‚tImfw-

t]cvD]-tbm-Kn®v\n¿Ωn-°m-hp∂ t̂ m¿ap-e-Iƒ FIvk¬ 2007-¬ ]pXn-b-Xmbn

Dƒs°m-f-fn-®n-́p-≠ v.Cukhn-ti-j-X-D-]-tbm-‡ m-°ƒ°vt̂ m¿ap-e-Iƒ IqSp-X¬

Ffp-∏-Ø n¬ hmbn-°p-hm≥klm-bn-°pw.

Hcpt̂ m¿ap-e-bn¬ Xmsg]d-bp∂ L S-I-ß -fn¬ F√mtamG sX-¶n-eptamD]-tbm-

Kn-°m-hp-∂-Xm-W v.
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• XpS°w ‘kaw’ =Nn”wsIm≠ vB bn-cn-°-W w.

• KW nX {]tbm-K-ß -fmb+(k-¶-e-\-Ø n-\v),/(l-c-W -Ø n-\v)&temPn-°¬

{]tbm-K-ß -fmb <,>F∂n-hbpw D]-tbm-Kn-°mw.

• sk√ns‚ d̂ -d≥kv(IqsS s\bnwUvsdbv© p-Ifpw sk√p-I-fpw).

• sSIvÃvA s√-¶n¬ A s√-¶n¬ hmeyq.

• h¿°vjo-‰p-ambn_‘-s∏́ ŵKvj-\p-Iƒ,DZm-l-c-W -Ø n\vkwA s√-¶n¬

B h-tc-Pv.

\nß ƒ G Xvsk¬-̨¬ B tW mt̂ m¿ape\¬Ip-∂-Xv,A hnsS t̂ m¿ape]q¿Æ-

ambpw \¬InIgn-bp-tºmƒ dnk¬ v́è n-°pw.A Xp-t]m-se,\nß ƒ t̂ m¿ape

G sX-¶nepw sk¬sk-eIvSvsNøp-Itbm¢n°vsNøp-ItbmsNbvXm¬,t̂ m¿ape

_mdn¬t̂ m¿apeImW m≥km[n-°pw.

FIvsk¬ 2007-̨¬ t̂ m¿ap-e-Iƒt̂ m¿ape Sm_v¬ èy-am-W v,Xmsg-Im-W p-∂-

Xvt]mse\nß ƒ t̂ m¿apeSm_n¬ ¢n°vsNbvXm¬,dn_¨ U nkvtπ-tbm-Sp-IqSn

èy-amb t̂ m¿ap-e-Iƒ ImW mw.

t̂ m¿ap-e-I-fpsS NneDZm-l-c-W -ß ƒ ImsgImW mw.

Fig. 8.2
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apI-fn¬ DffDZm-l-c-W Ø n¬.sk¬ F3-bn¬=B3+C3+D3+E3F∂vssS∏vsNøp-

I.CXv̂ nkn-Ivkv,sIan-kv{Sn,Cuw•ojvF∂n-h-bpsSB sIam¿°vèy-am-°pw.

t̂ m¿ap-emkv,̂wKvj≥kv&Nm¿́vkv

Fig. 8.3

tIm∏obnwKvF t̂ m¿ape

apI-fn¬ DffDZm-l-c-W Ø n¬,tSḿ¬ F∂ tImf-Ø nseA h-ti-jn-°p∂ sk√p

-IƒIqSnXnc-s™ -Sp-°p-hm≥th≠nlm‚n¬ Xmtg≠ {UmKvsNøp-I.CXvt̂ m¿ape

kzbw Xs∂ ]I¿Ø p-Ibpw Hmtcmtdm̨-bn-tebpwhnZym¿∞ n-I-fpsS B sIam¿°pw

I≠ p-]n-Sn-°p-∂p.

Fig. 8.4
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t̂ m¿ap-e-I-fpsSIpd®vDZm-l-c-W -ß ƒ IqSn:̨

A1=2,B1=3,C1=4,D1=5B sW -¶n¬,

(i) =B1*C1 s‚ dnk¬ v́:-̨3*4=12B bn-cn°pw

(ii) =A1*B1--C1+D1s‚dnkƒ v́:̨2*3̨4+5=7B bn-cn°pw

(iii) =(A1*B1)+C1)/D1s‚dnkƒ v́:̨((2*3)+4)/5=(6+4)/5=10/5=2B bn-cn°pw

Hmt́mkw ô®¿

sk¬ hmeyq-kns‚ B sI XpI I≠ p-]n-Sn-°m≥ Hmt́mkwkhn-ti-j-Xbpw D]-

tbm-Kn-°mw.

CXvFß -s\-bm-sW ∂vXmsg]d-bp∂ L S-I-ß ƒ hni-Zo-I-cn°pw:-̨

• sk¬ F3bn¬ ¢n°vsNøp-I.

• t̂ m¿apeSm_vskeIvSvsNøp-I.

• ŵKvj≥ sse{_dn{Kq∏n¬\n∂pw Hmt́mkw¢n°vsNøp-I.

• kw skeIvSvsNøpI

• F≥¿{] vsNøpI

CXvIqSmsX,̂ nkn-Ivkv,sIan-kv{Sn,amXvkv,Cw•ojvF∂n-h-bpsSB sIam¿°v

Ińp-hm≥ sk¬ F3bn¬ =kw(B3 :E3)F∂vFgp-Xmw.

Nn{X-ß ƒ NphsS ImW mw.

Fig. 8.5
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kwIqSmsX B h-tc-Pv,Iu≠ v\tº-gvkv,amIvkv,an\nawXpS-ß nb ŵKvj-\p-Ifpw

D≠ v.

Fig. 8.6

kw():Hcpsdbv© n-ep-ffsk√p-I-fpsSkwJy-I-fpsSk¶-e\wImW p-hm≥

kn\vdmIvkv:kw(kw-Jy1,kwJy2,.......)

CXn¬ 255B ¿Kyp-sa≥kvDƒs°m-f-fn-°mw.A Xm-bXvkwJy1,kwJy2,.....,kwJy

255.

kw ŵKvj\v]ecq]-ß ƒD≠ v.\nß -fpsSB hiywA \p-k-cn®vXnc-s™ -Sp-°mw.

Fig. 8.7

.

t̂ m¿ap-emkv,̂wKvj≥kv&Nm¿́vkv
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kan̂ v(sd-bv-© v,{Int́-cn-b,kw̨ sdbv© v):X∂n-cn-°p∂ Hcp{It́-cnb A \p-k-

cn®vsk√p-Isfk¶-e\w sNøp-hm≥th≠ n-bmW vkw ŵKvjs‚ Cucq]w D]-

tbm-Kn-°p-∂-Xv.

sdbv© v:A Sp-Ø -SpØ vHcp-Iq́wsk√p-Iƒ.Hcpsdbv© nepffsk√p-Itfm,t]cp-I-

tfm,B tcm-I-tfm,kwJy-Ifpffd̂ -d≥kp-ItfmB bn-cn-°-W w.kan̂ v̂ wKvj-

\n¬ ªmwKv&sSIvÃvhmeyp-Iƒ A h-K-W n-°pw.

ss{I‰o-cnb:G Xvsk√p-I-fmW vIq́p-∂-Xn-\p-th≠ n]cn-K-W n-°p-∂-Xv.F∂-Xn-\-\p-

k-cn®vCXv\º¿,FIvkv{]-j≥,0A s√-¶n¬ sNbvÃvCh-bn-te-sX-¶nepwB Imw.

DZm-l-c-W -Ø n\vss{I ó-cnbF∂p-̂-d-bp-∂-Xv.A s√-¶n¬ “amwtKmk”vF∂n-ß s\

12,2,>12,.\n›-bn-°m-hp-∂-Xm-W v.

kwsdbv© v:k¶-e\wsNtø≠ bYm¿∞ -sk-√p-Iƒss{I‰o-cn-bbpwB bntbmPn®v

t]mIp∂ sdbv© nsesk¬ B W vkw sdbv© vCs√-¶n¬,sdbv© nepffsk√p-

Iƒ ss{I‰o-cn-bbpambntbmPn®vt\m°p-I-bpw,tbmPn-®m¬k¶-e\wsNøp-Ibpw

sNøpw.

DZm-l-cW w
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apI-fn¬ X∂n-cn-°p∂ DZm-l-c-W -Ø n¬,(B3, E3)F∂ sk√p-Ifnse99-s\°mfpw

henbXpI-Iƒk¶-e\wsNøp-I-am-{X-amW vkwC v̂̂ wKvj≥sNøp-∂-Xv.A Xm-

bXvB3F∂ sk√n-tebpwE3F∂ sk√n-tebpwXpI-Iƒam{Xwk¶-e\wsNøp-

Ibpwdnkƒ v́100+100=200Ińp-Ibpw sNøp-∂p.

Fig. 8.8

B htdPv̂ wKvj≥ ():kwJy-I-fpsS icm-icnI≠ p-]n-Sn-°p-hm≥ Cu ŵKvj≥

klm-bn-°pw.CXvB ¿Kyp-sa‚ns‚ icm-icn(A -cn-Xvam-‰nIvan≥)I≠ n-]o-Sn-°pw.

kn‚mIvkv:B h-tcPv(kwJy1,kwJy2,....)

CXn¬ 255 B ¿Kyp-sa‚p-Iƒ Dƒs°m-f-fn-°mw.A Xm-bXvkwJy1,kwJy2,....,

kwJy255.

Fig. 8.9

an\naw ŵKvj≥():

kwJy-I-fnseG ‰hpw sNdnb XpI I≠ p-]n-Sn-°m≥ Cu ŵKvj≥ klm-bn-°pw.

hmeyq-kns‚ Iq́-Ø n¬\n∂pw G ‰hpw sNdn-bXvI≠ p-]n-Sn-°pw.

kn‚mIvkv:an≥ (kwJy1,kwJy2,....)

CXn¬ 255 B ¿Kyp-sa‚p-Iƒ Dƒs°m-f-fn-°mw.A Xm-bXvkwJy1,kwJy2,....,

t̂ m¿ap-emkv,̂wKvj≥kv&Nm¿́vkv
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kwJy255.

Fig. 8.10

amIvkv̂ wKvj≥():kw-Jy-I-fpsSG ‰hpwhenbXpII≠p-]n-Sn-°-cm≥klmbn°p-

∂p.hmeyq-kns‚ Iq́-Ø nseG ‰hpwhenb XpI I≠ p-]n-Sn°-pw.

kn‚mIvkv:̨amIvkv(kwJy1,kwJy2,....)

CXn¬ 255 B ¿Kyp-sa‚p-Iƒ Dƒs°m-f-fn-°mw.A Xm-bXvkwJy1,kwJy2,....,

kwJy255.

Fig. 8.11

Ct∏mƒ Pn3,F®3,sF3,sP3F∂osk√p-I-fpsSlm‚n¬ {UmKvsNbvXvHmtcm

tImf-Ø n-tebpw tdmskeIvSvsNøp-I.HmtcmtImf-Ø n-epw A XmXvs K̂vj-\p-

IƒtIm∏nsNøp-∂XpwkzbwXs∂ hmeypI≠p-]n-Sn-°p-∂Xpw\nß ƒ°vImW mw.

XmsgX∂n-cn-°p∂ Nn{Xw t\m°p-I.
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\nß ƒtam¿ ŵKvj≥kn¬ ¢n°vsNøp-tºmƒ HcpUb-temKvt_mIvkvImW mw.

Fig. 8.12

IqSp-X¬ ŵKvj-\p-IƒImW m-\mbn:-̨

• t̂ m¿apeSm_vskeIvSvsNøp-I.

• t̂ m¿apedn_-W nse ŵKvj≥ em{_dn{Kq∏n¬\n∂pw Hmt́mkw Xnc-

s™ -Sp-°p-I.

• XmsgImW n-®n-cn-°p-∂Xvt]msetam¿ ŵKvj≥kv¢n°vsNøp-I.

Fig. 8.13

t̂ m¿ap-emkv,̂wKvj≥kv&Nm¿́vkv
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XmsgImW p-∂-Xp-t]m-se.Ub-temKvt_mIvkns‚ klm-b-tØ msS \nß -fpsS

B h-iym-\p-k-cW w ŵKvj≥ Xnc-s™ -bp-°mw.

Fig. 8.14

8.4Nm¿́vkv

sshhn-[y-ß -fmb{Km̂ vssN∏p-IƒD]-tbm-Kn®vh¿°vjo‰nsehnh-c-ß sf

hnjy-h¬ t̂ m¿am-‰n¬ A h-X-cn-∏n-°m\mW vNm¿́p-IƒD]-tbm-Kn-°p-∂-Xv.HcpNm¿́v

\n¿Ωn-°p-∂-Xn\vapºvh¿°vjo‰n-te°vhnh-c-ß ƒ \¬I-W w.hnh-c-ß -fn¬\n∂pw

Fß s\ efn-X-amb Nm¿́p-Iƒ \n¿Ωn°mw F∂mW vCu m̀KØ vhnh-cn-°p-∂-Xv.

hyXy-kvX-ß -fmb e£ y-ß ƒ°pw,tImfw apX¬ ss] htcbpw ebn≥ apX¬

k¿̂ kvhscbpw ]eXc-Ø n-emW vt̂ m¿am-‰UvNm¿́p-Iƒ hcp-∂-Xv.

8.4.1ssS∏vHm̂ vNm¿́v

\nß -fpsS B h-iym-\p-k-cW w Um‰sb ]e-co-Xn-bn¬ ImW m≥sh≠ n]e-

X-c-Ø n-ep-ffNm¿́pIƒ ssat{Im-tkm̂ v‰vHm̂ okvFIvk¬ 2007\¬Ip-∂p-≠v.

HmtcmNm¿́vssN∏n-t‚bpw k_vssS∏vD]-tbm-Kn®vHcp]pXnb Nm¿́v\n¿Ωn-

°mt\m\nß -fpsS ]gb Nm¿́n¬ am‰-ß ƒ hcp-Ø mt\mkm[n-°pw.

tImfwNm¿́vkv

]eIym‰-K-dn-bnepffhnh-c-ß sfXmc-Xayw sNøp-hm≥ th≠ n-bmW vCuXcw

Nm¿́p-Iƒ D]-tbm-Kn-°p-∂-Xv.HcpU nss ≥̂U vkvIbn-en¬ HtcIym‰-K-dn-bnse

hnh-c-ß sfhy‡ -ambnhne-bn-cp-Ø m≥ km[n-°pw.
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sse≥ Nm¿́vkv

h¿°vjo-‰nsetImf-Ø nepwtdmbnepapffUm‰sb sse≥ Nm¿́ns‚klm-

b-tØ msS A S-bm-f-s∏-Sp-Ø mw.HcptImä kvIbn-en¬ ka-bm\p--kr-X-ambnUm‰

Fß s\apt∂-dp∂pF∂vsse≥Nm¿́vImW n-°p-∂p.HtcCS-th-f-bn¬ Um‰-bpsS

am‰-ß ƒ sse≥Nm¿́vhdsehy‡ -ambnImW n-°p-∂p.-tlm-dn-tkm-≠¬ B Ivknkv

Iym‰-KdnUm‰bpw sh¿́n-°¬ B IvknkvhmeypUm‰bpwImW n-°p-∂p.

ss] Nm¿́v

samØ -Ø n-t\m-Sp-ffXmc-XaywA s√-¶n¬ kẁ m-h\ImW n-t°≠ A h-k-c-

ß -fn¬\n∂vss]Nm¿́vD]-tbm-Kn-°p-∂-Xv.ss]Nm¿́n¬ HcpUm‰kocokvam{Xta

D]-tbm-Kn-°p-∂p-f-fq.Um‰t]mbn‚p-I-fpsSIpdhvss]Nm¿́ns\IqSp-X¬ D]-tbm-

K-{]X-am-°p-∂p.km[m-c-W -bmbnA t© m,B tdmUm‰t]mbn‚vA s√-¶n¬ ss…kp-

IfmW vss] Nm¿́n¬ D≠ m-Ip-I.t]mbn‚p-I-fpsSFÆwIqSn-bm¬ ss]Nm¿́va\-

 n-em-°m≥_p≤n-aṕvB bn-cn-°pw.

ss]Nm¿́n¬ D]-tbm-Kn-°p∂ hmeypFt∏m-sg-¶nepw s\K-‰ohvhmeyphcp-

I-bm-sW -¶n¬ A Xvkzbw Xs∂ t]mkn-‰ohm°nam‰p-∂-Xns‚ B hiywhcp-∂p.

_m¿Nm¿́v

HmtcmsF‰w XΩn-ep-ffXmc-X-ay-Ø n\mW v_m¿Nm¿́vD]-tbm-Kn-°p-∂-Xv.

_m¿Nm¿́vD≠ m-°p-hm≥ Um‰-Iƒ h¿°vjo-‰n¬tdmbpw tImfhpambnhnX-cW w

sNøp-I.

G cnb Nm¿́v

h¿°vjo-‰n¬tdmbpwtImfhpambnhnX-cW wsNbvXn-cn-°p∂ Um‰sbG cnb

Nm¿́n¬ A S-bm-f-s∏-Sp-Ø mw.HcptN© vHmh¿ssSans‚ U n{KnImW n-°p-hm\mW v

G cnb Nm¿́vD]-tbm-Kn-°p-∂-Xv.Hcps{S‚n\vA \p-k-cn®vtSḿ¬ hmeyp-hnte°v

{i≤ Xncn-°p-hm\mW vG cnb Nm¿́vD]-tbm-Kn-°p-∂-Xv.

FIvkvssh(kvIm-‰¿)Nm¿́vkv

FIvkvsshNm¿́p-IƒkvIm‰¿tπḿvF∂pwA dn-b-s∏-Sp-∂p.FIvkvssh

Nm¿́p-I-fn¬ c≠ pB Ivkn-knepwhmeypImW n-°p-∂p.A Xm-bXvA Xn¬ Iym‰-Kdn

A IvknkvC√.CXmW vFIvkvsshNm¿́pwa‰pNm¿́p-IfpwXΩn-ep-ffhyXym-kw.

c≠pthcn-b-_nƒkvXΩn-ep-ff_‘ wImW n-°p-hm≥th≠ n-bmW vCuXc-Ø n-ep-

ffNm¿́p-Iƒ D]-tbm-Kn-°p-∂-Xv.

tÃm° vNm¿́v

Hcph¿°vjo-‰n¬ tImf-ambpw tdmB bpwhnX-cW w sNbvXn-cn-°p∂ Um‰

Hcp{]tXyI Hm¿U-dn¬ A S-bm-f-s∏-Sp-Ø m\mW vtÃm°vNm¿́vD]-tbm-Kn-°p-∂-Xv.

t]cvkqNn-∏n-°p-∂Xvt]mse,tÃm°vam¿°‰vss{] n\\pk-cn-®p-ffhyXym-k-

t̂ m¿ap-emkv,̂wKvj≥kv&Nm¿́vkv
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tÃm°vNm¿́n¬ A S-bm-f-s∏-Sp-Ø m≥]‰pw DZm:̨Znh-tk\A s√-¶n¬ Ime-Ø n-\-

\p-k-cn-®p-ffXm]-\n-esb hyXym-k-ß ƒ tÃm°vNm¿́v\n¿Ωn-°p-hm-\mbnUm‰

icn-bmb Hm¿U-dn¬Xs∂ hnX-cW w sNø-W w.DZm-l-c-W -Ø n-\v,Hcpssl t̨em̨

t¢m°vD≠ m-°p-hm≥ Hcmƒ A bm-fpsS Um‰ssl,temt¢m vUvF∂otImfw

Xe-sI-́p-Iƒ°pIogn¬ icn-bmb Hm¿U-dn¬ Fgp-tX-≠-Xm-W v.

k¿t̂ kvNm¿́v

Iym‰-K-dnbpw Um‰mkocokpwkwJy-Iƒ B Ip∂ kml-N-cy-Ø nemW vCuNm¿́v

D]-tbm-Kn-°p-∂-Xv.c≠vsk‰vUm‰-IƒXΩn¬ ]e_\vV-ß ƒD≠ m-Ip∂ Nml-N-

cy-Ø n¬ CuNm¿́p-IƒD]-tbm-K-{]-X-am-W v.h¿°vjo-‰n¬ tdmbpwtImf-ambpwFgp-

Xn-bn-́p-ffUm‰-IfmW vk¿t̂ kvNm¿́n¬ A S-bm-f-s∏-Sp-Ø p-I.-tSmt∏m{Km̂ nIv

am∏n¬ kẁ -hn-°p-∂-Xvt]mse Ifdpw ]mt‰W pw hmeyq-kns‚ sk‰nse Htc

sdbv© nepffG cyImW n-°p-∂p.

U v̂\ v́Nm¿́v

Um‰tdmB bpw tImfw B bpw Fgp-XW w F∂XmW vU v̂\́ vNm¿́vhc-bv°p-

hm≥ Dff\n_-‘-\.ss] Nm¿́n¬ Df-f-Xvt]mse samØ -Ø n-t\mSpff_‘ w

ImW n-°p-hm\mW vCuNm¿́vD]-tbm-Kn-°p-∂-Xv.]s£ CXn¬ H∂n¬Iq-Sp-X¬

Um‰kocokvIńpw.

_ºnƒ Nm¿́v

h¿°vjo-‰ns‚ tImf-Ø n¬ Fgp-Xn-bn-cn-°p∂ Um‰m-hmeypA S-bm-f-s∏-Sp-

Ø m\mW v_ºnƒ Nm¿́vD]-tbm-Kn-°p-∂-Xv.A Xp-sIm≠ vFIvkvhmeyp-IƒB Zy

tImf-Ø n¬Fgp-Xp-IbpwA Xn\vtbmPn®sshhmeyphpw_ºnƒsskkvhmeyphpw

A Sp-Ø -tIm-f-Ø nepwB Ip-∂p.

dUm¿Nm¿́v

Um‰mkocokpI-fpsSB sIXpIXΩn¬ Xmc-XaywsNøp-hm≥D≈-XmW v

dUm¿Nm¿́v.h¿°vjo-‰nepfftImfw A s√-¶n¬ tdmbnepffUm‰ D]-tbm-Kn®v

dUm¿Nm¿́vD≠ m-°mw.

8.4.2Iwt]mW ‚v-vkvHm̂ vF Nm¿́v.
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Nm¿́vssS‰n¬ :̨Nm¿́n\p\¬Ip∂ Xe-s° v́

FIvkv̨B IvknkvssS‰n¬ :̨ FIvkvB IvknkvUm‰ sdbv© n\v\¬Ip-∂-X-e-

s° v́.

FIvkv̨B IvknkvssS‰n¬ :̨ ssh B̨ IvknkvUm‰ sdbv© n\v\¬Ip-∂-X-e-

s° v́.

FIvkv̨ B IvknkvIym‰-Kdn:̨A S-bm-f-s∏-Sp-Ø nbUm‰bpsSIym‰-K-dn.

CXv\nß -fpsS U m‰msdbv© ns‚ B Zy-tIm-f-Ø n¬\nt∂mB Zy

tdmbn¬\nt∂mB W vFSp-°p-∂-Xv.

ssh B̨ Ivknkvhmeyp:̨Um‰kocokvA S-bm-f-s∏-Sp-Ø m-\mbnD]-tbm-Kn®Nm‰

sdbv© vB W vCXv.

ssh B̨ Ivknkvhmeyp:Um‰kocokvA S-bm-gfs∏-Sp-Ø m-\mbnD]-tbm-Kn®Nm‰

sdbv© vB W vCXv.

Um‰tem_¬ :̨Um‰koco-knseA S-bm-f-s∏-Sp-Ø nbhmeyp.

sesP\vUv:̨Um‰mkocokvA S-bm-f-s∏-Sp-Ø p-hm≥D]-tbm-Kn-°p∂ If¿,knw_¬,

]mt‰̈ F∂nhImW n-°p-∂p.

am¿°v:̨ FIvk v̨B Ivknknt‚bpw ssh ˛B Ivknknt‚bpw kvtIenwKv

ImW n°phm≥ D≈ A S-bm-fw.

{KnUvsse≥kv:̨Iym‰-KdnFIvkv̨B IvknkvA s√-¶n¬ ssh B̨ Ivknkv̨se

apJyCS-th-f-Iƒ ImW n-°p∂ sse≥.

t̂ m¿ap-emkv,̂wKvj≥kv&Nm¿́vkv
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luSpt{UmF Nm¿́vC≥ FIvk¬ 2007

ssat{Im-tkm̂ v‰vFIvsk¬2007¬Nm¿́vhnkm¿UvIf-bp-I-bpw,IqSmsX FIvsk¬

2010¬ Xncn®vsIm≠ p-h-cn-Ibpw sNbvXn-√.CXn\p]I-c-ambnNm¿́p-ambn_‘-

s∏́ F√mB hiyß fpw\nd-th-‰m\mbndn_¨ D]-tbm-Kn-®p.dn_-W nseC≥k¿́v

Sm_nse_´̈ Nm¿́vD≠ m-°m≥ DffXpS°w B W v.dn_¨ h∂-Xn-\p-tijw

Nm¿́vD≠ m-°p-∂Xvhfscefn-X-am-bn.Ft∏m-sg√mwNm¿́nseIwt]m-W ‚p-I-fn¬

¢n°vsNbvXm-epw,dn_-W n¬ Nm¿́vU nssk≥,teHúv,t̂ m¿am-‰nwKvH]vj≥

F∂nh\¬Ip∂ eSm-_p-IfpwIqsS D≠ m-Ipw.

B Zy-ambnNm¿́nse°vL S-I-ß sfD]-tbm-Kn-°p-hm\pwNm¿́n¬ A hImW -

s∏-Sp∂ coXnam‰p-hm\pwB bnteHúvSm_vD]-tbm-Kn-°p-∂p.c≠m-a-XmbnFIvk-

ens‚ ap≥Ime]Xn-∏p-I-fn¬ D≠ m-Im-Xn-cp∂ {]tXyI F Îv‰vkv(DZm:_nh¬

C^-IvSv)D]-tbm-Kn-°p-hm≥ t̂ m¿am‰vSm_vD]-tbm-Kn-°p-I.Cu]pXnb kwhn-

[m\w D]-tbm-Kn-°p-hm≥ B Zyw _p≤n-aṕvtXm∂p-sa-¶nepw ]n∂oSv\nß -fpsS

dnk¬ v́{]Z¿in-∏n-°p-hm≥ A ǹ-am\w tXm∂pw.

Nm¿́nseG sX-¶nepw HcpL S-I-Ø n¬ ssd‰v¢n°vsNøp-I-bm-sW -¶n¬,

\nß ƒ°vA Xp-ambn_‘-s∏́ {]tXy-I-X-IƒImW m\pwD]-tbm-Kn-°p-hm\pwkm[n-

°pw.DZm:̨Nm¿́vB Ivk-kn¬ ssd‰v¢n°vsNbvXm¬ t̂ m¿am‰vB IvknkvF∂

Ub-temKvt_mIvkvIńpw.

HcpNm¿́vhc-°m≥ DffL S-I-ß ƒ Xmsg]d-bp-∂p.

1.h¿°vjo‰n¬ U m‰ F‚¿ sNøp-I.̂ nKv:8̨16¬ ImW n-®n-cn-°p∂Xv

t]msebmW \nß ƒ Um‰F‚¿sNøp-∂XvF∂vIcp-Xp-I. v

Fig. 8.16
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2.Ct∏mƒ Um‰ sdbv© vXnc-s™ -Sp-°p-I.aukvD]-tbm-Kn®vB h-iy-amb Um‰

sdbv© vXnc-s™ -Sp-°p-I.

Fig. 8.17

3.C≥k¿́vSm_n¬ ¢n°vsNbvXvNm¿́v{Kq∏n¬\n∂pwHcpNm¿́vssN∏vskeIvSv

sNøp-I.

Fig. 8.18

t̂ m¿ap-emkv,̂wKvj≥kv&Nm¿́vkv
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4.Nm¿́ns‚k_vssS∏vskeIvSvsNøp-I.

Fig. 8.19

Fig. 8.20
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5.Nm¿́ns‚ssS‰n¬ skeIvSvsNøpI

F.ssS‰n¬ \¬Im-\mbnNm¿́n¬ ¢n°vsNøp-I.Ct∏mƒ \nß ƒ°vte Húv

Sm_vImW mw.teHúvSm_n¬ ¢n°vsNøp-I.

_n.te_¬ {Kq∏n¬ èy-am-bn-́p-ffNm¿́vssS‰n¬ Hm]vj≥ Xnc-s™ -Sp-°p-I.

Fig. 8.21

Fig. 8.22

t̂ m¿ap-emkv,̂wKvj≥kv&Nm¿́vkv
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Fig. 8.22

kn.Nm¿́vssN‰nen¬ ¢n°vsNbvXvHcpssS‰n¬ Fgp-Xp-I.

Fig. 8.22
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6.FIvkvB Ivkn- n\vHcpt]cv\¬IpI.

teHúvSm_n¬¢n°vsNøp-I.te_¬kv{Kq∏n¬\n∂pwB IvknkvssS‰n¬

skeIvSvsNøp-I.XmsgImW n-®n-cn-°p-∂-Xvt]mse ss{]adntlmdn-tkm-≠ ¬

B Ivkn vssS‰n¬ skeIvSvsNøp-I.

v

Fig. 8.24

t̂ m¿ap-emkv,̂wKvj≥kv&Nm¿́vkv
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Ct∏mƒ B Ivkn vssN‰n¬ ¢n°vsNbvXvFIvkvB IvknkvssS‰n¬ Fgp-Xp-I.

Fig. 8.26

CtX L -́ß ƒ Xs∂ sshB Ivkn- n\pssS‰n¬ \¬Ip-hm-\mbnsNøp-I.

Fig. 8.27
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Fig. 8.28

FU n-‰nwKvHm̂ vNm¿́v

1.lu‰ptN© vZnsesP≥Uvs]mkn-j≥

teHúvSm_n¬ ¢n°vsNøp-I.te_¬ {Kq∏n¬ D≈ sesP≥UvHm]v£ -\n¬

¢n°vsNøp-I.

sesP≥UvImW n-°p-hm-\mbnHcpÿ ew Xncs™ Sp-°p-I.

Fig. 8.29

t̂ m¿ap-emkv,̂wKvj≥kv&Nm¿́vkv
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Fig. 8.30

v2.lu‰psNbv© vZns]mkn-j≥zHm̂ vZnUm‰mte_¬

seHḿvSm_n¬ ¢n°vsNøp-I.te_¬ {Kq∏n-ep-ffUm‰mte_¬ Hm]v£ -\n¬

¢n°vsNøp-I.

Um‰te_¬ ImW m≥ D≈ Hcpt̂ m¿am‰vXnc-s™ -Sp-°p-I.

Fig. 8.31
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Fig. 8.32

.3lu‰ptjmUm‰te_¬kvFtemß vhnØ vNm¿́v,hnØ vHm¿hnØ vHḿv

sesP≥UvIn.

seHúvSm_n¬¢n°vsNøp-I.te_¬{Kq∏n-ep-ffUm‰mtS_n¬ Hm]v£ ≥

¢n°vsNøp-I.

Ct∏mƒ,Um‰mtS_n¬ ImW p-hm-\p-ffHcpssÃ¬ Xnc-s™ -Sp-°p-I.

Fig. 8.33

t̂ m¿ap-emkv,̂wKvj≥kv&Nm¿́vkv
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Fig. 8.34

sesP≥UvH]v£ -t\m-Sp-Iq-SnbUm‰mtS_n-fmW vap-I-fn¬ ImW p-∂-Xv.

4.lu‰pssl U v/A ¨ ssl U v{KnUvsse≥kv(slm-dn-tkm̈ ¬b

sh¿́n-°¬)

se Hú vSm_n¬ ¢n°vsNøpI B Ivknkv{Kq∏n¬,{KnU vsse≥kv

Hm]v£ ≥kpwXpS¿∂vss{]adnslmdn-tkm-≠¬ {KnUvsse≥kvXnc-s™ -Sp-°p-I.

Hm]v£ -\n¬ èy-am-bn-́p-ffkss‰-ep-I-fn¬ (\̈ taP¿{KnUvsse≥kv,ssa\¿

{KnUvsse≥kv,taP¿&ssa\¿{KnUvsse≥kv)DNn-X-am-bXvsXc-s™ -Sp-°p-I.

Fig. 8.35

.
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apI-fn¬ImW n-®n-cn-°p∂ A tX-L -́-ß ƒXs∂ h¿́n-°¬{KnUvsse≥kn-\p-th≠ n

sNøp-I.

XmsgImW n-®n-cn-°p-∂-Xp-t]mse

a)teHu-tStS Sm_n¬ ¢n°vsNøpI,B Ivknkv{Kq∏n¬ {KnUvsse≥ Hm]v£ -\pw

XpS¿∂vss{]adnsh¿́n-°¬ {KnUvsse\pw Xnc-s™ -Sp-°p-I.

b)Hm]v£ -\n¬ èy-am-bn-́p-ffkvss‰ep-I-fn¬ (\̈ ,taP¿{KnUvsse≥,ssa\¿

{KnUvsse≥,taP¿&ssa\¿{KnUvsse≥)DNn-X-am-bXvXnc-s™ -Sp-°p-I.

Fig. 8.37

Fig. 8.36

t̂ m¿ap-emkv,̂wKvj≥kv&Nm¿́vkv
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Fig. 8.38

8.4.3dossk-knwKvZnNm¿́v

Nm¿́vdosskkvsNøp-hm-\m-bn,A Xns‚ t_m¿U-dn¬ ¢n°vsNbvXvF v́

IdpØ lm‚nepI-fn¬ G sX-¶nepw H∂ {UmKvsNbvXvsskkvam‰mw.tIm¿W -

dn¬ Dfflm‚n¬ Nm¿́ns\A \p-]m-X-Ø n¬ dosskkvsNøp-Ibpwsse\n-ep-ff

lm‚n¬ Nm¿́ns\\óp-Ibpw sNøp-∂p.

8.4.4aqhnwKvZnNm¿́v

Nm¿́ns‚t_m¿U¿skeIvSvsNbvXv,CSXvaukv_´̈ tlmƒUvsNbvXv,

]pXnb Hcpsemt°-j-\n-te°vNm¿́ns\ {UmKvsNøp-I.Nm¿́n-ep-ffssS‰n¬,

te_¿XpSß nL S-I-ß ƒIqSnC°qsS\oß pw.HmtcmL S-I-Ø nepw¢n°vsNbvXv

A Xns\B IvSohvB °p-I,tijwaukvD]-tbmKv®vA Xns\{UmKvsNbvXv\o°p-

I.ssat{Im-tkm̂ v‰vFIvk¬ sSIvkv‰n\\p-k-cn®vkzbwXs∂ ssS‰n¬ sskkv

sNøp-∂p.ssS‰n-ens\\o°p-hm≥km[n-°p-sa-¶nepwdosskkvsNøp-hm≥Ign-bn-√.

8.4.5tIm]o-bnwKvZnNm¿́vSpssat{Im-tkm̂ v‰vth¿Uv

Hcp]q¿Æ-amb Nm¿́ns\ ssat{Im-tkm̂ v‰vth¿UvtUmIyp-sa‚n-te°v

]h¿t]m-bn‚vss…Un-tet°mtIm∏nsNøp-hm≥km[n-°pw.Nm¿́vskeIvSvsNbvXv

tIm∏n-bn¬¢n°vsNøp-I.th¿Un¬ sUÃn-t\-j≥tUmIyp-sat‚m]h¿t]mbn‚n¬

ss…tUmHm]̈ sNbvXvs]bvÃv¢n°vsNøp-I.

8.5{Km̂ nIvkv̨Hmt́ m-tj∏v&kvam¿́vB ¿́v

FIvsk¬ 2007-ep-ffHmt́m-tj∏vF∂ khn-ti-jX \nß sfh¿°vjo‰n¬

Pntbm-sa-{SnIvtj∏v,B tcm-kv,̂ vtfmNm¿́vFe-sa≥vk,Ãm¿kvXpS-ß n-bhhc



:: 193

-°p-hm≥A \p-h-Zn-°pw.

Hmt́m-tj∏vB IvSohvB °p-hm≥ :̨

1.C≥k¿́vSm_n¬ ¢n°vsNøp-I.

2.C√p-tk-j≥kv{Kq∏n¬\n∂pwtj∏vkv¢n°vsNøp-I.

Fig. 8.39

Ct∏mƒ \nß ƒ°vB hiyw Df-fXvskeIv‰vsNøp-I.

Fig. 8.40

t̂ m¿ap-emkv,̂wKvj≥kv&Nm¿́vkv
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Fig. 8.41

FIvsk¬2007¬]eIy‰-K-dn-bn-ep-ffHmt́m-tj∏vèy-am-W v.A Xn¬ NneXvNpcp°n

]d-™ n-cn-°p-∂p.

1.sse≥kv̨ Hmt́ m-tj∏vkvIqƒ_m-dn¬\n∂pw sse≥kv_´̈ ¢n°vsNbvX-Xn-

\p-tijw Hm]vj≥kns‚ B ZytdmapX¬ XpSß nHmtcm_´̈ ¢n°vsNbvXv

kvt{S‰vsse≥,B tcm,U_nƒ F̨‚vB tcmXpS-ß n-bhhc-°p-I.h¿°vjo‰n¬

sse≥XpS-tß -≠ XvFhp-sb-bmW vF∂XvB ZyhpwA h-km-\n-t°≠ vFhn-sS-bm-

sW -∂Xvc≠m-aXpw¢n°vsNøp-I.H¿I¿hvUvsse≥A s√-¶n¬ {̂ ot̂ mwtj∏v

hc-°m-\mbnsa\p-hn¬ \n∂pwI¿hvUvsse≥ skeIvSvsNbvXvh¿°vjo‰n¬
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Fhn-sSbmtW mhc-t°-≠ XvA hnsb¢n°vsNøp-I.tijwFhn-sS-sb√mwI¿hv

hc-W tamA hn-sS-sb√mw aukv¢n°vsNøp-I.{Km̂ n-Ivkn¬ F‚v{Intb-‰nwKv

Ãm¿́nwKvF‚vA s√-¶n¬ FkvtI∏vIoD]-tbm-Kn-®mW vkv{In_nƒ sNøm-\mbn,

c≠m-asØ tdmbn¬ A h-km\_´̈ ¢n°vsNbvXv,h¿°vjo‰n¬ ¢n°vsNbvX-

Xn-\p-tijwCS-Xp-_-́̈ tlmƒUvsNbvXvU nssk≥hc-°pI.hc-°p-∂Xv\n¿Ø p-

hm≥aukv_ -́W n¬\n∂ hnc¬ am‰p-I.

2.IW -Ivt‰-gvkv.̨ v̂tfmNm¿́vL S-I-ß sf_‘-s∏-Sp-Ø p-hm-\mW vsse≥kvD]-

tbm-Kn-°p-∂Xv.

3.t_knIvkvtj]vkv.̨ Hmt́ m-tj]vkvSqƒ_m-dn¬ t_knIvkvtj]vkvF∂

_´̈ ¢n°vsNbvXv,‰p̨ &{Xn̨ Ubvsa≥jW ¬ tj]vkv,sF°¨,t{_bvk-kv,

{_m°‰vXpS-̀v̀n-bhD]-tbm-Kn-°mw.h¿°vjo-‰n¬ tj]vkvhc-°p-hm-\mbn{UmKv̨

B ‚v˛t{Um∏vcoXnD]-tbm-Kn-°mw.Hcptj∏vD≠ m-°n-b-Xn-\p-tijw A Xvdo

sskkvsNøp-hm≥ Hm]̈ t_mIvkvlm‚n¬ D]-tbm-Kn-°mw.A Xp-t]mseHmtcm-

tj-∏n-t‚bpw A U vP-Ãvsa‚n\pth≠ na™ Ub-ä lm‚n¬ D]-tbm-Kn-°mw.

4.tªm° vB tcmkvv.̨‰p̨ B ‚v{Xn̨ Ubvsa≥j-W ¬B tcm-I-fn¬\n∂pwtªm°v

B tcmskeIvSvsNøp-I.h¿°vjo-‰n¬ B tcm{UmKvB ‚vt{Um∏vsNbvXvHm∏̈

t_mIvkpwa™ Ub-ä lm‚nepwD]-tbm-Kn®vB tcmsl UvA UvPÃvsNømw.

5.̂vtfmNm¿́v̨ v̂tfmNm¿́vFe-sa≥kvh¿°vjo‰n-te°vsIm≠ p-h-cm≥ v̂tfm

Nm¿́vsa\p-hn¬\n∂vXnc-s™ SpØ vsse≥ sa\pD]-tbm-KnNvFe-sa≥kvXΩn¬

_∂-[-s∏-Sp-Ø p-I.sse\pw,̂ vtfmNm¿́vFe-sa‚p-Ifpw IW -Ivt‰gvkpwD]-tbm-Kn-

®mW v\Ωƒ v̂tfmNm¿́vhc-°p-∂-Xv.

6.Ãm¿kvB ‚v_mt∂gvkv̨Ãm¿kv,_¿Ãv,_m\¿,kvt{ImƒF∂nhskeIvSv

sNøm≥_´̈ ¢n°vsNøp-I.

7.tImƒ Húvkv̨ kv]o®vB ‚vtXḿv__nƒkv,B ‚vsse≥ tImƒ Húvkn¬

\n∂pw skeIv‰vsNøp-I.sSIvÃvt_mIvkn¬ D≠ m-°n-bn-́p≈ tImƒ-HúvsSIvÃv

F‚¿sNøp-I.

kvam¿́vB ¿́v{Km̂ nIvkv

hnh-c-ß -fpsSZriym-hn-jvImcwB W vkvam¿́vB ¿́v{Km̂ nIvkv.Hcpktµiw

thK-Ø n-epw,Ffp-∏-ambpw,F^-Iv‰ohvB bnFØ n-°p-hm≥km[n-°pw.Fw.Fkv

FIvk¬ 2007¬kvam¿́ B ¿́v{Km̂ nIvkvD≠ m-°p-hm-\p-ffkwhn-[m-\-ap-≠v.Nn{X-

ß ƒt]msekvam¿́v-B ¿́pw\Ωƒ°vthsdt{]m{Km-an¬ tIm]nsNøm≥Ign-bpw.

Hcpkvam¿-́vB ¿́ {Km̂ nIvkvD≠m-°p-hm≥s{]k- v,ssk°nƒ,sFcm¿Io

dnte-j≥jn∏vF∂n-h-bn¬ G sX-¶nepwssS∏vXnc-s™ -Sp-°p-I.HcpssS∏vkvam¿́v

t̂ m¿ap-emkv,̂wKvj≥kv&Nm¿́vkv
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B ¿́v{Km̂ n-Ivkns‚ Iy‰-K-dnsb ImW n-°p-∂p.HmtcmssS]nepw ]e-Xscse

HúpIƒ D≠ v.

kvam¿́vB ¿́vD≠ m-°m-\p-ffL S-I-ß ƒ

1.C≥k¿́vSm_n¬ ¢n°vsNøp-I.

2.C√p-kvt{S-j≥kn¬\n∂pwkvam¿́vB ¿́v¢n°vsNøp-I.

Fig. 8.42

Fig. 8.43
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3.HcpIym‰-Kdn(DZm:-sslcm¿In)Xnc-s™ -SpØ vHms° ¢n°vsNøp-I.

Fig. 8.44

4.Ct∏mƒ XmsgsImSp-Ø n-cn-°p-∂-Xp-t]msehmeyqkv\¬Ip-I.sSIvÃv\¬Ip

-∂-Xn-\mbnG XvIwt]m-W ‚n-emtW mhmeyqkv\¬tI-≠ XvA Xn¬ ¢n°v

sNbvX-Xn\ptijw sSIvÃvssS∏vsNøp-I.

t̂ m¿ap-emkv,̂wKvj≥kv&Nm¿́vkv
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Fig. 8.45

kvam¿́vB ¿́nsehnhn[ C^-IvSp-Iƒ \nß ƒ \nß ƒ°vD]-tbm-Kn-°m-hp-∂-Xm-

W v.CXn-\mbnU nssk≥Sm_vskeIvSvsNøp-I.kvam¿́vB ¿́vF∂ Hm]vj-W n¬

¢n°vsNøp-I.Unssk≥ Sm_v{]Xy-£ -s∏-Sp-∂-XmW v.Unssk≥ Sm_nsedn_-

W n¬\n∂vB h-iym-\p-k-cW wCjvS-ap≈ {Kq∏p-IfpwC ÎvSpwskeIvSvsNøm-hp-

∂-Xm-W v.
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Fig. 8.46

8.5.1¢n∏vB ¿́vIq́ntN¿° m≥

¢n∏vHcpknwKnƒaoU nb b̂-em-W v,A Xn¬ i_vZw,Nn{Xw,aqhn,B \n-ta-

j≥ F∂nhDƒs°m-≈ n-°mw.

t̂ m¿ap-emkv,̂wKvj≥kv&Nm¿́vkv
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¢n∏vB ¿́vIq́n-t®¿° p-∂-Xn\v

1.C≥tk¿́vSm_v¢n°vsNøp-I.

2.C√yq-kvt{S-j≥{Kq∏n¬ \n∂v,¢n∏vB ¿́vF∂ Hm]vj≥¢n°vsNøp-I.

3.G sX-¶nepwHcpIf-£ ≥ skeIvSvsNbvX-Xn\ptijwtKmF∂ _´̈ {] v

sNøp-I.

4.èn-°p∂ If-£ -\n¬ \n∂vHcp¢n∏v¢n°vsNøp-I.

Fig. 8.47
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Fig. 8.49

5.Ct∏mƒh¿°vjo‰n¬\nß ƒskeIvSvsNbvX ¢n∏v{]Xy-£ -s∏-́-XmbnImW mw.

Fig. 8.50

t̂ m¿ap-emkv,̂wKvj≥kv&Nm¿́vkv



202 :: tU‰mF≥{SnHm∏-td-j≥kv

6.¢n∏vFU n‰vsNøp-∂-Xn\v¢n∏v¬ ¢n°vsNøp-I.t̂ m¿am‰vSm_vXpd∂phcp-

∂-Xm-W v.t̂ m¿am‰vSm_nsedn_-W n¬ \n∂vA \p-tbm-Py-amb{Kq∏vskeIvSv

sNbvX-Xn\ptijwB h-iy-ambam‰-ß ƒ hcp-Ø p-I.

Fig. 8.51

8.5.2.̂b-en¬ \n∂v]nIvN¿C≥tk¿́vsNøm≥:

\nß -fpsSIºyq-́-dn¬tkhvsNbvXn-cn-°p∂ Hcp̂ b-en¬\n∂vHcp]nIvN¿,

t̂ mt́m,{Km̂ nIvF∂nhh¿°vjo‰n¬ Iq́n-t®¿°p-∂-Xn-\m-bn,

1.C≥tk¿́vSm_v¢n°vsNøp-I.

2.C√yq-kvt{S-j≥{Kq∏n¬ \n∂vv]nIvN¿¢n°vsNøp-I.

Fig. 8.52
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3.]nIvN¿tkhvsNbvXn-cn-°p∂ semt°-j-\n¬ \n∂vA XvskeIvSvsNøp-I.

F‚¿Io{] vNøp-I A YhmC≥tk¿́v_´̈ ¢n°vsNøp-I.

Fig. 8.53

4.Ct∏mƒFIvk¬ jo‰n¬ ]nIvN¿Dƒs∏-́n-cn-°p-∂-XmbnImW mw.]nIvN-dns‚

cq]-Ø n¬ am‰-ß ƒ hcp-Ø p-∂-Xn-\mbnt̂ m¿am‰vSm_n¬ hnhn[ {Kq∏p-Iƒ èy-

am-W v.(A -UvP-Ãv,]nIv®¿ssÃ¬kvF∂n-h).t̂ m¿am‰vSm_vImW p-∂-Xn-\mbn

]nIv®-dn¬ ¢n°vsNøp-I.

Fig. 8.54

t̂ m¿ap-emkv,̂wKvj≥kv&Nm¿́vkv
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tNmZy-ß ƒ

1.icntbmsXt‰mFs∂-gp-Xp-I.

a)t̂ m¿am‰v]nIv®¿F√mCtaPvkhn-ti-j-X-Ifpwas‰mcphnt‚m-bn-embnIm

W n-°p-∂p.

b)FU n‰vsNtø≠ ]nIv®¿B IvSohvsNøp-∂-Xn\vaukvD]-tbm-Kn®vHcp

XhW ¢n°vsNøp-I.

c)HcpUm‰kocn-sk-√nseHmscmIwt_m-W ‚vhne-I-fp-tSbpw B sI XpI-bnse

iX-am\w sse≥ Nm¿́n¬ ImW n-°mw.

d)Hmscmka-b-Ø n-tebpw A ǹ-cp-Nn-I-fn¬ hcp∂ hyXymkw Xmc-Xayw sNøm≥

ss]Nm¿́vD]-tbm-Kn-°mw.

2)hńp-t]mb m̀Kw ]qcn-∏n-°pI

a)HmtcmHmt́m-tj∏pw sdmt́ ‰vsNøp-∂-Xn-\mbnt{UmbnwKvSqƒ_mdnse˛̨-̨-̨-̨-̨-̨-

-̨̨-̨̨_´̈ ¢n°vsNøp-I.

b)]nIv®¿Sqƒ _m¿D]-tbm-Kn®v[mcmfw ˛̨-̨-̨-̨-̨-̨-̨-̨-̨-̨-̨-̨-̨-̨-̨-̨-C-̂-IvSp-I-fn¬ am‰w

hcp-Ø m-hp-∂-Xm-W v.

c)˛̨-̨-̨-̨-̨-̨-̨-̨-F√mCtaPvt{]m∏́ Ifncpas‰mcphnt‚m-bn-embnImW n-°p-∂p.

d)HmtcmUm‰koco-kn-t‚bpw _‘-s∏́ tIm̈ {Sn-_yq-j¨ ˛̨-̨-̨-̨-̨-̨-̨-̨-̨-̨-Im-W n-

°p-∂p.

e)˛̨-̨-̨-̨-̨-̨-̨̨Nm¿́ns‚ t]cpw Xe-s°-́p-Ifpw \¬tI-≠-Xm-W v.

8.7tNmZy-ß ƒ.

1.hnh-c-ß ƒ \¬Ip-∂-Xn¬ Nm¿́p-Ifpw{Km̂ p-Ifpwhl n-°p∂ ]¶vF¥m-W v.

2.HcpNm¿́nsehnhn[L S-I-ß ƒ(G -sX-¶nepwA s© -Æw)Fs¥m-s°-bm-sW ∂v

Npcp°nhnh-cn-°p-I.

3.Nm‰vhnkmUvUb-temKvt_mIvkvD]-tbm-Kn®vHcpNm¿́v\n¿Ωn-°p∂ {]n{Inb

hnh-cn-°p-I.

4.Npcp°nhnh-cn-°p-I.

a)_m¿Nm¿́v.

b)ss] Nm¿́v.

5.Nm¿́vt̂ m¿am-‰nwMvSqƒ_mdns‚ G sX-¶nepw4{]tXy-I-X-Iƒ \¬Ip-I.

6.FIvk¬ 2007¬ \n¿Ωn® HcpNm¿́vth¿U n-te°vtIm∏nsNøp-∂-sX-ß s\?

8.Hcp v̂tfmNm¿́v\n¿Ωn-°p-∂-Xn-\mbn\nß -tfmSvB h-iy-s∏-́n-cn-°p-∂p.G Xv

Xc-Ø n-ep≈ Hmt́mtj∏p-I-fm-bn-cn°pw \nß ƒ D]-tbm-Kn-°p-I.

9.\nß -fpsSh¿°vjo‰n¬ Hcp¢n∏vB ¿́vIq́n-t®¿°p-∂-Xn-\p≈ L S-I-ß ƒhnh-

cn-°p-I.

10.\ne-hn-ep≈ Hcp b̂-en¬ \n∂vHcpt̂ mt́ mA Yhm{Km̂ nIv\nß -fpsS

h¿°vjo-‰n-te°vIq́n-t®¿°p-∂-Xn\vF¥psNø-W w.
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9

{]k-t‚-j≥ \n¿ΩmW w

9.1B apJw

H∂n-e-[nIw B fp-Iƒ°vap≥]n¬ \nß -fpsS ]pXnb B ibw A h-X-cn-∏n-°p-I,

{]kw-Kn-°p-I,]Tn-∏n-°p-I,Iºyq-́¿tIm̈ ^-d≥kvkwL-Sn∏n°pIXpS-ß nbImcy-

ß ƒ sNøm-\mbn\nß ƒ°vHcpA h-X-c-W -ssienB h-iy-am-W v.G sXmcpA h-X-

c-W -Ø n-t‚bpwA Sn-ÿ m\wB i-b-hn-\n-a-b-am-W v.\∂mbnB ibhn\n-abwsNøp-

∂-Xn-\mbn\nß -fpsS B ibw efn-X-hpw,kpµ-chpw,kpXm-cy-hp-ambnA h-X-cn-∏n-

°-W w.G sXmcpA h-X-c-W -Ø n-s‚bpw\mevA Sn-ÿ m\L S-I-ß -fmW vA h-Xm-c-

I≥,t{]£ -I≥,B i-bw,D]-I-c-W -ß ƒ.

CuA ≤ym-b-Ø n¬ ]Tn-°p-∂Xvssat{Im-tkm̂ v‰v]h¿t]m-bn‚v2007D]-

tbm-Kn®vHcp{]k-t‚-j≥ D≠ m-°p-∂XvFß -s\-sb∂mW v.\nß ƒ Hcpaƒ ń-ao-

Unb hnZ-Kv≤≥ A s√-¶n¬ IqSn]h¿t]mbn‚vD]-tbm-Kn®v\ap°vss…Uvkv

\n¿Ωn-°m\pw hfsc\∂mbnA XvA h-X-cn-∏n-°m\pw Ign-bpw.

9.2e£ y-ß ƒ

Cu]mTw]Tn-®p-I-gn-bp-tºmƒ \nß ƒ°vXmsg]d-bp∂hsb-∏-‰n-bp-ffA dn-bn-∏p-

Iƒ èn-°pw.

• ]h¿t]m-bn‚ns‚ A Sn-ÿ m\kz̀mhw a\-kn-em°mw.

• {]k-t‚-j≥ \n¿Ωn°mw

• ss…Up-Ifpw sSIvÃpIfpw\n¿Ωn-°mw.

• Nm¿́p-Ifpw{Km̂ nIvkpw\¬Imw.

• i_vZhpwB \n-ta-j≥ C Îv‰pwtN¿°mw.

• {]k-t‚-j\vtkhvsN-øm\pw{]n‚vFSp-°m\pwIgnbpw

• ss…Uvtjmd̈ sNøm≥ Ign-bpw.

9.3Hcp]h¿t]m-bn‚vt{]m{Km-ans‚ XpS-° w.

CXvD]-tbm-Kn®v\nß -fpsS {]k-t‚-j-\n¬ Nn{X-ß ƒ i_vZw,tS_n-fp-Iƒ,

Nm¿́p-IƒF∂nh\¬Im≥Ignbpw.]h¿t]m-bn‚ns‚{][m\kz̀m-h-ß -fmW vXmsg

]d-bp-∂-Xv.
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• ]h¿t]m-bn‚ns‚klm-b-tØ msS]ecoXn-bn¬ \ap°v{]k-t‚-j≥\n¿Ωn-

°m≥ Ign-bpw.

• ]h¿t]m-bn‚nseF√m-tPm-en-Ifpw sNøp-∂Xvss…U ns‚ klmb-tØ m-sS-

bm-W v.H∂n-e-[nIwss…Up-I-fpsSklm-b-tØ msSB i-b-ß ƒFfp-∏-Ø n¬

a\- n-em-°mw.

• sSIvÃvD]-tbm-Kn®vB i-b-ß ƒ Fgp-Xm≥ Ign-bpw.

• aƒ ń-ao-UnbL S-I-ß ƒD]-tbm-Kn®v\nß -fpsSss…Uvkvkpµ-c-am-°m≥Ign-

bpw.Xm¶ƒ°v¢n∏m¿́v,ku≠vC ÎvSv,ayqkn-Iv,hoUn-tbm-¢n∏vXpS-ß n-bh

tN¿°m≥ Ign-bpw.

• ]h¿t]m-bn‚n¬ Ffp-∏-Ø n¬ {]k-t‚-j≥ \n¿Ωn-°mw.Hcn-°¬ ss…Up-

Iƒ{Intb‰vsNbvXp-I-gn-™ m¬ ss…U ns\{Iao-I-cn-°m\pw,kabwXń-s∏-

Sp-Ø m\pwa‰p-f-f-h¿°vap≥]n¬ A h-X-cn-∏n-°m\pwIgn-bpw.

Xm¶-fpsS]h¿t]m-bn‚vt{]m{Kmw]e-co-Xn-bn¬ XpS-ß mw.B Zy-tØ XvÃm¿́v

_´̈ D]-tbm-Kn-®m-W v.

1. Ãm¿́v_´̈ ¢n°vsNøp-I.

2. sa\ p-h nÂ Hmƒt{]m-{Kmwkv ssat{Im-tkm̂ v‰vHm̂ okv ssat{Im-

tkm̂ v‰vHm̂ okv]h¿t]m-bn‚v2007(Fig. 8.1)A ev]-k-a-b-Ø n-\p-tijw

]h¿t]m-bn‚vkv{Io≥ èn-°p-∂p.

Fig 9-1
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9.4{]k-t‚-j≥ \n¿ΩmW w

{]k-t‚-j≥ t{]m{Kmw Ãm¿́vsNbvX-Xn-\p-tijw Xm¶ƒ°vHcpªm¶v{]k-t‚-

j≥Ińp-∂p.

Fig 9-2

t\ḿv:̨]h¿t]m-bn‚v2007¬ a‰pt{]m{Km-ap-I-fpsS b̂¬ sa\p-hns\ Hm̂ okv

_´̈ D]-tbm-Kn®vdosπbvkvsNbvXn-́p≠ v.ssS‰n¬_m-dn-\p-XmsgImW p∂ _mdmW v

dn_¨.dn_-W n¬ IptdSm_p-I-fp-≠mIpw(tlmw,C≥k¿́v).Sm_p-Isf{Iao-I-cn-

°p-∂XvSmkv°p-I-fm-bn-́m-W v.

Sm_vt{_°vD]-tbm-Kn®vk_vSmkvIv\n¿Ωn-°mw.k_vSm-kv°p-IƒtNcp-∂-XmW v

{Kq∏v.

Iam‚v_ -́W n¬ Hmtcm{Kq∏nepw B h-iy-amb Iam‚p-Iƒ D≠ mIpw A s√-¶n¬

Iam‚p-I-fpsS Hcpsa\pImW n-®p-X-cpw.t]Pns‚ apIƒ m̀-KØ vCS-Xp-h-i-Ø p-ff

Hm̂ okv_ -́W n-ep-ff new ¢n°vsNøp-I.t]Pn¬ A t∏mƒ hcp∂ U nkvtπ-

bn¬\n∂pw Hcpªm¶v{]k-t‚-j≥ Xnc-s™ -Sp-°mw.

{]kt‚j≥-\n-¿-Ωm-W w-
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Fig 9-3

9.4.1C≥ÃmƒUvsSwtπ‰vkv

9.4.1C≥ÃmƒUvsSwtπ‰vkvskeIvSvsNøp-I.A Xn-\p-tijwB h-iy-ap-ff

tSw-tπ‰vskeIvSvsNøp-I.hyXy-kvX-amb{]k-t‚-j≥coXn-IfpwsSwtπ-‰vkp-Ifpw

C≥ÃmƒUvsSwtπ-‰vkp-Iƒ\¬Ip-∂p.B h-iy-ambsSwtπ-‰vkp-IƒskeIvSvsNøp-

IbpwXmtgm-́p-ffB tcm_´̈ ¢n°vsNøp-Itbmkvt{Imƒ sNøp-ItbmsNbvXv

B hiysa¶n¬ hnkm¿U n¬\n∂pw

am‰-ß ƒ hcp-Ø mw.{]k-t‚-js‚ ssS∏vXnc-s™ -SpØ tijw A h-km-\n-®p-I-gn-

bptºm{Intb‰v¢n°vsNøp-I.

Fig. 9.4
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9.4.2U nssk≥ sSwtπ‰v

C≥ÃmƒU vthemes t_mIvkn¬\n∂pw B h-iy-amb U nssk≥ sSwtπ‰v

skeIvSvsNøp-I.HcpshfpØ s]́ n-bn¬ IptdsSwtπ‰vt]cp-Iƒ ImW m≥ Ign-

bpw.CØ cw C≥ÃmƒUvXowkn¬\n∂pw hyXykvX _mIv{Ku-≠p-Ifpw sSIvÃv

t̂ m¿am-‰n-ß p-Ifpw \nß -fpsS {]k-t‚-j≥ XpS-ß p-∂-Xn-\mbnèn-°pw.sSwtπ‰v

\bnwenÃn¬ ssl sse‰vsNøvXvHtcmU nssk-s‚bpw{]nhypImW m≥km[n-°p-

∂-Xm-bn-cn-°pw.Unk-bn≥ Xnc-s™ -Sp-Ø -tijw {Intb‰v{] vsNøp-I.

Fig. 9.5

8.4.3ªm¶v{]k-t‚-j≥ (blank presentation)

ªm¶v{]k-t‚-j≥skeIvSvsNbvXvªm¶v{]k--t‚-j≥Xpd-°p-I.CuH]vj≥D]-

tbm-Kn®vHcp]pXnb coXn-bn¬ {]k-t‚-j≥ XpS-ß mw.

Fig. 9.6

{]kt‚j≥-\n-¿-Ωm-W w-
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ss…U vtę-Húvkv

\nß -fpsS ]pXnb {]k-t‚-j-\n¬ Hcp]pXnb ªm¶vt̂ mw Xnc-s™ -Sp-Ø m¬

\nß -fpsS{]k-t‚-js‚.B h-iy-sa-¶n¬ ssd‰v¢n°vsNbvXvHcptęHúvXnc-

s™ -Sp-°mw.H≥]XvhyXykvX Xc-Ø n-ep-fftę-Hu-́p-Iƒ \nß ƒ°vèn-°pw.

\nß ƒ°vss…UvXnc-s™ -Sp-Ø -Xn-\p-tijwA Xn¬¢n°vsNøp-I.HmtcmcoXnbpw

Xmsghni-Zo-I-cn-°p-∂p.

1. ssS‰v¬ ss…U v:CuHm]vj≥D]-tbm-Kn-°p-∂XvHcp{]k-t‚-j≥XpS-ß p-

∂-Xn-\p-th-≠ n-bm-W v.Cuss…UvD]-tbm-Kn®vk_vssS‰n¬\¬Im\pwsSIvÃv

ssS‰n-en\pNph-́n-embn\¬Im\pw Ign-bpw.

Fig. 9.7

2. ssS‰n¬ B ‚vI≠ ‚v:G Xp-k-a-bØ pw HcpP\-d¬k_vP-Iv‰n\vNph-́n-em-

bnHcpenÃn¬ IptdImcy-ß ƒ tN¿°p-I.CuteHúvskevIv‰vsNøp-I.

3. sk£ ≥ sl U ¿:{]k-t‚-j-\nsetaP¿sk£ ≥ \n¿Ωn-°p-∂-Xn-\mbn

D]-tbm-Kn-°p-∂p.

4. two content:hyXykvX Imcy-ß fpwtSIvÃvt_mIvkp-Ifpw\¬Im≥D]-tbm-

Kn-°p-∂p.

5. Iw]m-cn-k̈ (comparison) :pro/con enÃvsNøm-\p-ffHcpH]vj-\m-W v.

6. Title only:Hcp{]k-t‚-js‚ XpS-°-Ø n¬ CuteHu-́n¬ D]-tbm-Kn-°p-∂p.

k_vssS-‰n¬kvH∂pw-Xs∂ \¬Ip-∂n-√.
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7. ªm¶v:Hcpªm¶vss…U n-\p-th≠ nD]-tbm-Kn-°p-∂p.

8. content with caption

9. ]nIvN¿hnØ vIym]vj≥ :Hcpen¶vH_vP-IvSn\vssS‰n¬ \¬Im≥ D]-tbm-

Kn-°p-∂p.

9.4.4I≠ ‚vske-IvSvsNøp∂hn[w

sSIvÃvt_mIvkn¬ B dvcoXn-bn-ep-ffL S-I-ß ƒ ImW mw.B ss…U n¬\n∂pw

\ap°vB h-iy-ap-f-fXvXnc-s™ -Sp-°mw.

1. C≥k¿́vtS_nƒ

2. C≥tk¿́vNm¿́v

3. C≥k¿́vkvam¿́vB ¿́v{Km̂ nIvkv

4. C≥tk¿́v]nIvN¿{̂ w b̂¬

5. C≥k¿́v¢n]vvB ¿́v

6. C≥k¿́vaoU nb¢n]v

Fig. 9.8

\ne-hn-ep≈ {]k-t‚-j≥ Hm∏̈ sNøm≥ Hm̂ okv_ -́W n¬\n∂pw Hm]¨ Sm_v

Xnc-s™ -Sp-°p-I.A t∏mƒ \ne-hn-ep≈ {]k-t‚-j≥ Ińpw.look in ¬ \n∂pw

t̂ mƒU ¿^b-ens\ skeIvSvsNøp-I.-C-sXmcpt{Um]vU ü sa\p-hm-W v.

CXn¬\n∂pw b̂¬ ssl sse‰vsNømw.-Hm-∏¨ ¢n°vsNbvXm¬ {]k-t‚-j≥

Hm]̈ sNømw.

{]kt‚j≥-\n-¿-Ωm-W w-
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Fig. 9.9

9.5.ss…UvImW p-∂-Xn\v

]h¿t]m-bn‚n¬ \nß ƒ°vss…Up-Iƒ A h-X-cn-∏n-°m\pw \n¿Ωn-°m\pwth≠ n

hyXykvX views A S-ß n-bn-́p≠v.A h-bmW vt\m¿a¬,ss…Uvtkm¿́¿,ss…Uvtjm.

B ZysØ c≠ vhyqD]-tbm-Kn®v{]k-t‚-j≥\n¿Ωn-°m≥Ign-bpw.A h-km-\-tØ Xv

ss…Uvtjm-bpsS{]k-t‚-j\pwD]-tbm-Kn-°p-∂p.]h¿t]m-bn‚vhnt‚mbpsSXmsg

he-Xp-h-iØ vhyq_ -́W n¬\n∂pw B h-iy-ap≈ hyqskeIvSvsNømw.sa\p

_mdn¬\n∂pwhyqskeIvSvsNbvXvIam‚vsImSp-°p-I.DZm-l-c-W -Ø n-\v,Xm¶ƒ°v

Hcpt\m¿a¬ hyqB W vB h-iy-sa-¶n¬ view -normal skeIvSvsNøp-I.

9.5.1t\m¿a¬ hyq(normal view)

t\m¿a¬hyqkv{Io\ns\aq∂mbnXncn-°p-∂p.{][m\hnt‚mA hn-sS-bmW vId‚v

ss…UvU nkvsπ sNbvXn-cn-°p-∂-Xv.CS-Xp-h-iØ vHú-sse≥ sNøm\pwt\ḿokv

s]bn≥ Xmsgbpw hcp-∂p.ChnsS \nß -fpsS q̀cn-̀mKw tPmen-Ifpw \S-°p-∂-Xv.

\nß -fpsS s]bv\ns\ B h-iy-sa-¶n¬ \nß ƒ°vdosskkvsNømw.A Xn-\mbn

Hmtcms]bv\n-t‚bpw t_m¿U n¬ ¢n°vsNbvXv{UmKvsNøp-I.t\m¿a¬ hyq

kzoI-cn-°p-∂-Xn-\mbnhnt‚m-bpsS XmsgCS-Xp-h-iØ vt\m¿a¬ hyq¢n°vsNøp-

I.A s√-¶n¬ hyq t\m¿a¬ Iam‚vsa\p-_m-dn¬ skeIvSvsNøp-I.
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Fig. 9.10

9.5.2ss…U vtkm¿́¿hyq(Slide sorter view)

ss…Uvtkm¿́¿hyqHmtcmss…U n-s‚bpw sNdnb Nn{X-ß ƒ ImW m≥ Ign-bpw.

CuhyqD]-tbm-Kn®vFfp-∏Ø n¬ ss…U n-s\ Hm¿U-dm-°m\pw tkm¿́vsNøm\pw

Ign-bpw.\nß ƒ°vHcp-kvs]-jy¬C ÎvSv\¬Im\pwIgn-bpw.Hmtcm]pXnbss…Up-

I-fnepw\¬I≠ {Sm≥km-£ ≥kv\¬Imw.ss…Uvtkm¿́¿hyqkzoI-cn-°p-∂-Xn-

\mbnhnt‚m-bpsS XmsgCS-Xp-h-iØ vss…Uvtkm¿́¿hyqskeIvSvsNøp-I.

A s√-¶n¬ sa\p-_m-dn¬ hyq ss…Uvtkm¿́¿Iam‚vskeIvSvsNøp-I.

Fig. 9.11

{]kt‚j≥-\n-¿-Ωm-W w-
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9.5.3ss…U vtjmhyq

HmU n-b≥kn\pap≥]n¬ \nß -fpsS{]k-t‚-j≥A h-X-cn-∏n-°p-∂-Xn\vapºpwXm¶-

fpsS {]k-t‚-j≥ ss…Up-I-fpsS ÿ m\w Dd-∏p-h-cp-Ø p-hm≥ ss…Uvtjmhyq

klm-bn-°p-∂p.CsXmcp{]nhypB bn-́mW vD]-tbm-Kn-°p-∂-Xv.F¥p-sIm-s≠-∂m¬

F√m-hn[ku≠p-Ifpw,B \n-ta-j-\pw,ssl ∏¿en¶p-Ifpw B £ ≥ sk‰nw-Mvkp-

Ifpw Fß s\ h¿°vsNøp-∂-sX∂v]cn-tim-[n-°mw.-ss…UvtjmhyqB Ivkkv

sNøm≥ hnt‚m-bpsS XmsgCS-Xp-h-iØ vss…Uvtjm_´̈ ¢n°vsNøp-I.

A s√-¶n¬ sa\p-_m-dn¬ hyq̨ ss…U vtjmIam‚vD]-tbm-Kn-°p-I.A s√-¶n¬

hyq ss…U vtjmIam‚vsa\p-_m-dn¬\n∂pw Xnc-s™ -Sp-°p-I.

9.6U nssk≥ Sn]vkv

hfscat\m-l-c-amb {]k-t‚-j-\vth≠ n]h¿t]m-bn‚vNne D]-Imc-ß -fn-eqsS

Xm¶sfklm-bn-°p-∂p-≠v.tami-amb Unssk≥ sXc-s™ -Sp-°p-∂-Xn-eqsS Xm¶-

fpsS]cn-{i-a-ß ƒ hn̂ -e-am-Im≥km[y-X-bm-W v.Hcpicn-bmbXocp-am-\-sa-Sp-°pI

F∂p-f-fXv{]bm-k-I-c-a-√.Xmsg

]d-bp∂ \n¿t±-i-ß -fpsSklm-b-tØ msS Xm¶ƒ°vHcp\√{]k-t‚-j≥\n¿Ωn-

°m\pwkm[n-°pw.

1. tIm̈ {Sm-ÃnwMvIf¿sSIvÃn\pw_mIv{Ku-≠ n\pw\¬In-bm¬Ffp-∏-Ø n¬

sSIvÃvhmbn-°m≥Ign-bpw.

2. t̂ m≠ vsskkvIq́p-I-bm-sW -¶n¬ Hcpapdn-bpsS ]pd-In-en-cn-°p∂ B fp-

Iƒ°p-hscFfp-∏-Ø n¬ ImW m≥ Ign-bpw.t̂ m≠ vsskkv24t]mbn‚v

apX¬ D]-tbm-Kn-°mw.

3. B i-b-ß ƒ Ffp-∏-Ø n¬ hni-Zo-I-cn-°m≥ sNdnb s{̂ bn-kp-Ifpw hmN-I-

ß fpw D]-tbm-Kn-°mw.

4. sNdnbss…Uv{Sm≥knj-\p-IƒD]-tbm-Kn-°p-I.ss…Up-I-fpsSFÆwIqSp-

tºmƒ t{]£ -I-cpsS {i≤ hnj-b-Ø n¬\n∂pwamdm≥km≤yX D≠ v.

5. ss…U n¬IqSp-X¬ sSIvÃp-IfpwIpØ n-\n-d-bv°m-Xn-cn-°m≥{i≤n-°p-I.\nß -

fpsS t{]£ -I¿Xm¶ƒ F¥mW v]d-bp-∂XvF∂v{i≤n-°W w ss…U n-

te°vA h-cpsS {i≤ t]mI-cp-Xv.

6. sSIvÃvknw]nfpwa‰p-f-f-h¿°vFfp-∏-Ø n¬hmbn-°m≥Ign-bp∂XpwB bn-cn-

°-W w.Hcp-]mSvsSIvÃvC^-IvSp-Iƒ Htcss…U n¬ D]-tbm-Kn-°-cp-Xv.

(t_m¿Uv,-C-‰m-en-Iv,A ≠ ¿sse≥,HtchmN-I-Ø n¬henbt̂ m≠ msskkv

A s√-¶n¬ Htcss…U n¬ hyXy-kvXt̂ m≠ pw D]-tbm-Kn-°-cp-Xv.
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9.7ss…Up-IsfD]-tbm-Kn-°m≥

Xm¶-fpsS {]k-t‚-js‚ A Sn-ÿ m\w ss…Up-I-fm-W v.Xm¶ƒ°vtę-Hu-́p-Ifpw

U nssk-\p-Ifpw\n¿Ωn-°p-hm\pwD]-tbm-Kn-°p-hm\pwIgn-bpw.t\ḿp-Iƒat\m-l-c-

am-°m\pw Ign-bpw.]pXnb ss…Up-Iƒ \n¿Ωn®vXm¶-fpsS tjmbn¬ D]-tbm-Kn-

°mw.Hcp]pXnb ss…U v\n¿Ωn-°p-tºmƒ Xm¶ƒ°vH≥]Xvte ˛Hú p-I-

fn¬\n∂pwCjvS-ap-f-fXvD]-tbm-Kn-°mw.Hcp]pXnbss…Uv\n¿Ωn-°p-tºmƒA Xn¬

\ap°vhyXykvX L S-I-ß ƒ D]-tbm-Kn-°mw.(sSIvÃv,Nn{X-ß ƒ,{Km̂ p-Iƒ,]́ n-

I-Iƒ)

9.7.1.A ssπ-bnwKvU nssk≥ sSw]vtf‰v

HcpU nssk≥ sSwtπ‰vsImSp-°m≥ A s√-¶n¬ \ne-hn-ep-f-fXvam‰m-\m-bn,dn_-

W n¬\n∂pw U nssk≥ SmKvskeIvSvsNøp-I.sSwtπ‰vskeIvSvsNbvX-tijw

¢n°vsNøp-I.

9.7.2.ss…Uvtę-Hu-́p-Iƒ am‰m≥

ss…U ns‚ tę-Húvam‰m-\mbnskeIvSvtlmw teHúvIam‚v.ss…Uvte

HúvUb-temKvt_mIvkn¬ H≥]XvteHu-́p-Iƒ D≠ v.G sX-¶nepwteHúvXº-

s\-bn¬ Cta-Pkv¢n°vsNbvXvD]-tbm-Kn-°mw.

Fig. 9.12

{]kt‚j≥-\n-¿-Ωm-W w-
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Fig. 9.13

9.7.3.ss…U ns\ \nß -fpsS ss…Um-°m\pw FU n‰vsNøm\pw

Hcp b̂-en¬\n∂pw ss…Up-IsfC≥k¿́vsNøm-\pw,FU n‰vsNøm-\pw,I v́,

tIm∏n,t]Ãv,Uyqπn-t°‰vsNøm\pwIgn-bpw.

¢n°vtlmw \yq ss…U vA Xn-\p-tijw Uyqπn-t°‰vske-IvSU vss…U v,

ss…Uvkv{̂ wHúvsse≥A s√-¶n¬dobqkvss…Uv.G sX-¶nepwH∂vskeIvSv

sNøpw.sSIvÃv̂ b¬ Húvsse\n¬\n∂pw ss…Uvkv\n¿Ωn-°m≥ ss…Uvkv

{̂ w Húvsse≥ klm-bn-°p-∂p.\nc-h[nsSIvÃp-Iƒ D≈ HcpIq́w ss…Uvkv

\n¿Ωn-°m≥ Cukz̀mhw klm-bn-°p-∂p.Húvsse≥ s]bn-\n¬ sSIvÃvssS∏v

sNbvXp.]pXnb ss…Uv\n¿Ωn-°mw.C≥k¿́vHúvsse≥ Ub-temKvt_mIvkv

B IvkkvsNøm-\mbnskeIvSvtlmw \yss…U vkv ss…U vkv{̂ w

Húvsse≥.Hcp-t]m-esØ ss…Up-Iƒ \n¿Ωn-°m-\mbnUyqπn-t°-‰UvskeIv‰v

ss…kkvD]-tbm-Kn-°mw.Uyqπn-t°‰vss…UvFSp-°p-∂-Xn-\mbnsa\p-_m-dn¬

Uyqπn-t°‰vss…U n¬ ssd‰v¢n°vsNøp-I.A s√-¶n¬I¨ t{Smƒ+jn̂ v‰v+U n

Iokv.

Hcpss…Uvapgp-h-\mbnI v́/tIm∏nsNøm\pwt]ÃvsNø#p∂-Xn\pwB ss…Uv

apgp-h≥ skeIvSvsNø-W w.
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Fig. 9.14

9.7.4doHm¿U-dnwKvss…U vkv

ss…U vkvtkm¿́¿hyqhn¬ ss…U ns\ dǫ Hm¿U ¿(Reorder) sNøp-∂-Xn\v

ss…U n¬¢n°vsNøpI.{UmKvsNbvXv]pXnbsemt°-j-\n-te°vam‰m≥Ign-bpw.

t\m¿a¬ A s√-¶n¬ Hú-sse≥hyqB sW -¶n¬ ss…Uvs]bn-\n-ep-ffss…U n¬

¢n°vsNbvXv]pXnb semt°-j≥\nte°v{UmKvsNøp-I.

Fig. 9.15

{]kt‚j≥-\n-¿-Ωm-W w-
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9.7.5 ssl U vss…U vkv

\nß ƒ°vss…Uvtjm-bn¬ Hcpss…UvB h-iy-an√F¶nepwA Xv\in-∏n-t°-≠-

Xn√.B ss…U ns\ Hfn-∏n-°m≥ Ign-bpw.A Xn-\mbnss…U n¬ ssd‰v¢n°v

sNøp-Ibpw hide skeIvSvsNøp-I.CtX coXn-bn¬ ssl U vsNbvX ss…U ns\

Xncn-s®-Sp-°m≥ Ign-bpw.

Fig. 9.16

9.7.6.ss…Up-IsfXΩn¬ am‰p-∂-Xn\v

Xmsg-]-d-bp∂ L S-I-ß ƒD]-tbm-Kn®vHcpss…U n¬\n∂pwas‰mcpss…U n-te°v

aqhvsNøm≥Ign-bpw.

kvt{Imƒ_m¿kv:Hcpss…Un¬\n∂pwas‰mcpss…Un-te°vamdm≥kvt{Imƒ_m¿

D]-tbm-Kn-°mw.A s√-¶n¬ t\ḿvkvs]bv\n¬ A s√-¶n¬ doubt sse≥ s]bv\n¬

U nkvtπsNbvX sSIvÃns\ am‰mw.

next ss…U v_ Ẃ pw previous ss…U v_ -́W p-Ifpw

ss…Uvtjm-bpsSA SpØ ss…Un-te°vA s√-¶n¬ap∂n-ep-ffss…Un-te°vam‰m≥

s\IvÃvss…Uv_ Ẃ pw {]ohn-bkvss…Uv_ Ẃ pw D]-tbm-Kn-°p-∂p.Cu_ -́
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W p-Iƒdoubt U_nƒB tcmD]-tbm-Kn-°mw.Ch-bpsSÿ m\wsh¿́n-°¬kvt{Imƒ

_mdns‚ Xmsg-bm-W v.

Fig. 9.17

Húvsse≥ s]bv≥D]-tbm-Kn-°p-∂-Xn\v

Hú-sse≥hyqhnte°vam‰pI.A Xn-\p-tijwImtW ≠ ss…U n¬ ¢n°vsNøp-I.

aukvD]-tbm-Kn®vHúvsse≥ s]bv\n¬ apgp-h≥ aqhvsNømw.A s√-¶n¬ A ]v

B ‚vU ü B tcmIobpw D]-tbm-Kn-°mw.

tNmZy-ß ƒ

1.icntbmsXt‰mFs∂-gp-XpI

F) t\m¿a¬hyqhnepwHú-sse≥hyqhn-epw,Id‚vss…Uv,ss…UvHúvsse≥

IqSmsX t\ḿvkvF∂nhImW mw.

_n)ss…U vkns‚ _m°v{Ku-≠ n\pw sSIvÃn\pw tIm̈ {Sm-ÃnwKvIf-dp-Iƒ

\¬Ip∂XvHcp\√coXn-b-√.

{]kt‚j≥-\n-¿-Ωm-W w-
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kn)ss…UvkvXøm-dm-°p-tºmƒ \nß -fpsS B ibw A h-X-cn-∏n-°p-∂-Xn-\mbn

temß v{̂ kp-Iƒ D]-tbm-Kn-°p-I.

2.\yqss…UvUb-temKvt_mIvkn¬ F{X ss…Up-Iƒ èy-am-bn-́p-≠ v.

F) 7. _n) 9 kn) 14 U n) 17

3.]h¿t]m-bn‚vUb-temKvt_mIvkvHcp]pXnb{]k-t‚-j≥{Intb‰vsNøp-∂-Xn-

\v.

F) C≥ÃmƒUvsU wtπ‰vkv _n) Hm∏̈ kn) C≥ÃmƒU vXowkv

B ‚v ªm¶v{]k-t‚-j≥.Un)Fbpw_nbpw

4.HcptIm̈ ^-d≥kn-ep-]-tbm-Kn-°p∂ {]k-t‚-j≥ ss…U n¬ G XphyqB W v

Df-f-Xv.

F) ss…Uvhyq _n) ss…Uvtkm¿́¿hyq

kn)Húvsse≥ hyq U n) ss…Uvtjmhyq.

9.8.sSIvÃvD]-tbm-Kn° p∂ hn[w

sSIvÃn-eqsS\nß -fpsSB i-b-ß ƒa‰p-f-f-h-cp-ambn]¶p-sh-°mw.\nß -fpsS{]k-

t‚-j-\nse sSIvÃpIsf]h¿t]m-bn‚vD]-tbm-Kn®vhnhn[ coXn-bn¬ C≥k¿́v

sNøm-\pw,FU n‰vsNøm\pw t̂ m¿am‰vsNøm\pwIgn-bpw.

9.8.1.sSIvÃvC≥k¿́vsNøp-∂-Xn\v

Húvsse≥ A s√-¶n¬ C≥k¿́nwMvsSIvÃvt_mIvkp-Iƒ D]-tbm-Kn®vsSIvÃv

C≥k¿́vsNøm≥ Ign-bpw.

Húvsse≥sSIvÃv-v:Htckz̀m-h-ap-ffss…Up-Iƒ\n¿Ωn-°m-\mW vH v́sse≥sSIvÃv

D]-tbm-Kn-°p-∂-Xv.-H-́vsse≥ Sqƒ_m¿D]-tbm-Kn®vsl Uvkv,enÃv,]mc-{Km̂ vXpS-

ß n-bh\n¿Ωn-°mw.]h¿t]m-bn‚vD]-tbm-Kn®vss…U ns‚ t]cv,sl U nwKv2

sSIvÃvt_mIvkns‚ B ZysØ hcn....-A -ß s\ sImSp-°m-hp-∂-Xm-W v.Hcp{]oU n-

ss ¬̂kvse HúvskeIvSvsNbvX-Xn-\p-tijw A XvHúvsse≥ hyqhn-te°v
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kzn®vsNbvXm¬ CS-Xp-h-isØ hnt‚m-bn¬ Húvsse≥ sSIvÃvHm∏̈ ImW mw.

Húvsse≥Sqƒ_m¿skeIvSvsNøm-\mbnsa\p_mdn\vCS-Xp-h-i-Ø p-ffHúvsse≥

skeIvSvsNøp-I.

sSIvÃv-t_mIvkv:Hcpss…U n-te°vsSIvÃv\¬Im≥]h¿t]m-bn‚n¬ D]-tbm-Kn-

°p-∂p.Hcpss…Uv\n¿Ωn-°p-tºmgpwHcp{]tXyIss…UvteHúvD]-tbm-Kn-°p-

tºmgpw Ht∂mA Xne-[nIw sSIvÃvt_mIvkp-Iƒ ss…U n¬ D]-tbm-Kn-°p-∂p.

FIvkn-ÃnwKvsSIvÃn¬ ¢n°vsNbvXm¬ ]pXnb sSIvÃvB UvsNømw.

sa\p-_m-dn¬ ss…U n¬ Hcp]pXnb sSIvÃv-t_mIvkv\¬Ip-∂-Xn-\mbn

skeIvSvC≥k¿́v sSIvÃvt_mIvkvIam‚v\¬Ip-Ibpw \nß ƒ°vFhn-sS-

bmtW msSIvÃvt_mIvkv\¬tI-≠ XvA hnsSaukvD]-tbm-Kn®v\¬Imw.

HcpsSIvÃv-t_m-Ivkns\dosskkvsNøm-\mbnXmsg]d-bp∂ sÃ∏p-IƒD]-tbm-

Kn-°mw.

1.aukvD]-tbm-Kn®vdosskkvsNtø≠ sSIvÃvt_mIvkn¬ skeIvSvsNøp-I.Hcp

sSIvÃvt_mIvkn-\vNp‰pwtIm¿W -dn-ep-ff4lm‚n¬ D]-tbm-Kn®v8lm‚n¬kvDff

t_m¿U¿U nkvtπ sNøpw.seMvXpw hnUvXpw dosskkvsNømw.sskU n-ep-ff

lm‚n¬ D]-tbm-Kn®vHcpUb-d-£ ≥am{XwdosskkvsNømw.

2.Hcplm‚n-en¬¢n°vsNbvXvB h-iym-\p-k-cW waukvD]-tbm-Kn®v{UmKvsNømw.

B h-iy-Ø n\vsskkvB b-tijw aukvdneokvsNøp-I.sSIvÃvt_mIvkvaqhv

sNøm-\mbnXn°vtU ḿkvt_m¿U n¬ aukvD]-tbm-Kn®v¢n°vsNbvXv{UmKv

sNøp-I.HcpsSwtπ-‰n¬\n∂pw sSIvÃvt_mIvkvC√m-Xm-°m-\mbnsSIvÃv-t_m-

Ivkns‚ t_m¿U-dn¬ ¢n°vsNøp-Ibpw Iot_m¿U n¬ U neo‰vIo¢n°vsNøp-

IbpwsNøp-I.

9.8.2sSIvÃvt̂ m¿am‰vsNøm≥

t̂ m¿am‰vt̂ m≠ v:sSIvÃvskeIvSvsNøp-I.A Xvss…U n¬ A s√-¶n¬

Húvsse\n¬ t̂ m¿am‰vsNbvXvssl sse‰vsNø-s∏-Spw -tlm-an¬\n∂pw ¢n°v

sNbvXńvtlmw t̂ m≠ vskeIvSvsNøpIA s√-¶n¬ ssl sse‰vsNbvX ske-

{]kt‚j≥-\n-¿-Ωm-W w-
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£ -\n¬t]m]vA ]vtjm¿́vI v́sa\p-hn¬\n∂vfont sa\pskeIvSvsNøp-I.t̂ m≠ v

Ub-temKvt_mIvkn¬ \n∂pw s b̂vkv,sskkv,ssÃ¬,C^-IvSv,If¿F∂nh

skeIvSvsNøp-I.

Fig. 9.18

dosπbvkvt̂ m≠ v:Fs¥-¶nepwImc-W -ß ƒsIm≠ v{]k-t‚-j-\n¬ D]-tbm-Kn-®n-

cn-°p∂ t̂ m≠ ns\am‰m≥A s√-¶n¬Unssk≥sSwtπ-‰nepfft̂ m≠ ns\am‰m≥.

dosπbvkvt̂ m≠ vD]-tbm-Kn®vthK-Ø n¬\ap°vam‰m≥Ign-bpw.sa\p-_m-dn¬\n∂v
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skeIvSvtlmw dosπbvkv dosπbvt̂ m≠ v.B ZysØ t{Um]vU ü sa\p-

hn¬\n∂pwam‰n-sh-t°≠ t̂ m≠ vXnc-s™ Sp-°p-I.B t̂ m≠ vc≠m-asØ sa\p-

hn¬ dosπbvkvsNøp-∂-Xn-\mbndosπbvkv_´̈ ¢n°vsNøpw.

Fig. 9.19

sse≥ kvs]bvknwMv:sSIvÃv-t_m-Ivkp-Iƒ°n-S-bn-ep-ffsse\p-I-fpsS A Iew

Iq́m≥ D]-tbm-Kn-°p-∂p.ske-IvSnwMvtlmw  sse≥ kvs]bvknwMv{̂ w ]mc-

{Km̂ vsa\p-_m¿.

• sse≥kvs]bvknwMv:sse\p-Iƒ°vCS-bn-ep-ffsh¿́n-°¬ kvs]bvkns‚

A fhvskeIvSvsNøp-I.HcpknwKnƒ kvs]bvknß n-t\bpw c≠ vU_nƒ

kvs]bvkn-ß n-t\bpw {]Xn-\n-[o-I-cn-°p-∂p.

{]kt‚j≥-\n-¿-Ωm-W w-
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Fig. 9.20

• sk‚≥kvsIbvkv:Hmtcmsk‚≥kn-tebpwB ZysØ th¿Uns‚B ZysØ

A £ cwIym]n-‰¬ B °mw.

• temh¿sIbvkpwA ∏¿sIbvkpw:F√mA £ -c-ß -fp-tSbpwsIbvkvam‰m≥

• ssS‰n¬ (title) sIbvkv:F√mhm°p-I-fpsSbpw B ZyA £ cw Iym]n-‰-em-

°m\pw_m°n A £ -c-ß ƒ temh¿sI-bvkn-te°vam‰m-\pw.

• tSmKnƒ (toggle )sIbvkv:ssS‰n¬ sIbvkns‚hn]-co-Xw,F√mhm°p-I-fp-

sSbpw B ZyA £ cw temh¿sIbvkn-te°vam‰m\pw _m°nA £ -c-ß ƒ

Iy]n-‰-ssekvsNøm\pwIgn-bpw.
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U nssk≥ sSwtπ-‰vkp-I-fnse_pf-f‰venÃ v:\nß -fpsS ss…U nse{][m\s∏́

t]mbn‚vkvhy‡ -ambnA h-X-cn-∏n-°p-∂-Xn-\mbnD]-tbm-Kn-°p-∂p.sSIvÃv

t_mIvknseU nssk≥sSwtπ-‰vkp-I-fn¬_pf-f-‰UvenÃvD≠ m-Ipw.sSIvÃvsImSp-

t°≠ ÿ eØ vsπbvkvtlmƒU¿¢n°vsNøp-I.A Xn-\p-tijw F‚¿Io{]kv

sNøp-tºmƒ A SpØ hcn-bn-te°vt]mIm\pw]pXnb_pf-f-‰UvsF‰wIńp-Ibpw

sNøpw._pf-f‰vC√mØ A SpØ sse\n-te°vt]mIp-∂-Xn-\mbnjn̂ v‰v+F‚¿

{]kvsNøp-I.

sSIvÃvt_mIvkn¬\n∂pw _pf-f-‰UvenÃv:U nssk≥ sSwtπ-‰n¬\n∂pw _pf-f-

‰UvenÃns\ \n¿Ωn-°m≥ Ign-™ n√ F¶n¬ A s√-¶n¬ IqSp-X¬ _pf-f-‰venÃv

sImSp-°-W w.F¶n¬ Xmsg]d-bp∂ sÃ∏p-Iƒ {i≤n-°p-I.

1. ss…Uvhyqhn¬ sa\p-_m-dn¬\n∂pw C≥sk¿́v sSIvÃvt_mIvkvD]-

tbm-Kn®v sSIvÃvt_mIvkv\n¿Ωn-°p-I.

2. B h-iy-ap-ffsskkvhscaukvD]-tbm-Kn®v{UmKvsNbvXvsSIvÃvt_mIvkv

hc-°p-I.

3. tlmw ]mc-{Km̂ vsa\p-_m-dn¬\n∂pw _pf-f‰vA s√-¶n¬ \º-dnwMvXnc-

s™ -Sp-°p-I

4. s]¿k-t‚Pvdnte-j≥ sh®vsSIvÃnse_pf-f-‰p-I-fpsS sskkvam‰pI

5. If¿sa\pD]-tbm-Kn®v_pf-f-‰p-I-fpsSIf¿Xnc-s™ -Sp-°p-I.tam¿If¿¢n°v

sNbvXm¬ IqSp-X¬ If-dp-IƒIńpw.

6. B h-iy-ap-ff_pf-f‰vssS∏vskeIvSvsNbvXtijw HmsI ¢n°vsNøp-I.

A s√-¶n¬]nIv®¿_ -́W n¬¢n°vsNbvXm¬]nIv®¿_pf-f‰vhnt‚mIńpw.

A Xn¬B h-iy-ap-f-fXvskeIvSvsNbvX tijwHmsIsImSp-°p-I.t̂ m≠ n¬

\n∂pw G sX-¶nepwIymc-IvS¿skeIvSvsNøm-\mbnIymc-IvS¿_´̈ ¢n°v

sNøp-I.sF°¨kvskeIvSvsNøm-\mbnt{U m]vU ü sa\p-hnse

hnwMvU nwMvkvA s√-¶n¬ sh_vU nw-Mvkn¬\n∂pw_pf-f‰vkv¢n°vsNøp-I.

Iymc-IvS-dn¬ Dff{KnU n¬ A hsbhep-XmbnImW mw.¢n°vsNøm≥ B h-

iy-ap-ff_pf-f-‰p-IƒkzoI-cn-®-tijwHmsI sImSp-°pI.

{]kt‚j≥-\n-¿-Ωm-W w-
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Fig. 9.21

Fig. 9.22
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Húvsse-\n¬\n∂pw ]pXnb ss…Up-Iƒ Ińp-∂-Xn\pw _pf-f-‰UvenÃvIńp-∂-

Xn\pw :

t\m¿a¬ A s√-¶n¬ H v́sse≥hyqhn¬Ffp-∏-Ø n¬ Húvsse≥hnt‚m-bn¬ sSIvÃv

tN¿°m\pw ]pXnb ss…Up-Iƒ tN¿°m\pw Ign-bpw.H v́sse≥ hyqhn¬ ]cn-N-b-

ap-ffss…Up-Iƒ tN¿°m≥ Xmsg-bp-ffsÃ∏p-Iƒklm-bn-°pw.

1. ss…Uv1sF°-W n-\p-k-ao-]-Ø mbnss…U n¬ ssS‰n¬ ssS∏vsNbvXvsImSp-

°p-I.\nß ƒss…UvsF°-W n\pk-ao-]-Ø mbnssS∏vsNbvX sSIvÃvB bn-

cn°pwem¿Pv̨ ssS∏vssS‰n¬.

2. A SpØ vsse\n-te°vt]mIm≥ F‚¿Io{]kvsNøp-I.CXvHcp]pXnb

ss…Uv\n¿Ωn-°p-∂p.B ZysØ ss…U n¬ _pf-f‰venÃvsImSp-°m-\mbn

Sm_vIo{]kvsNøp-I.

3. _pf-f‰venÃv\¬Ip-∂XvXpS-cm-\mbnHtcmhcnIgnbp-tºmgpw F‚¿Io

{]kvsNøp-I.

4. apI-fn¬ ]d™ B £ ≥ ho≠ pw sNbvXvHcpaƒ ń-se-h¬ enÃvHcpk_v

enÃv\n¿Ωn-°m≥ CXvB h-iy-am-W v.Alt  shiftv left B tcmIo{]kv

sNbvXm¬ Xncn®vHdn-Pn-\¬ enÃn¬ FØ mw.

5. {]k-t‚-j≥Iwπo‰vB Ip-∂-Xp-hscapI-fn-esØ B £ ≥D]-tbm-Kn®v]pXnb

ss…Upw_p≈ ‰venÃpw{Intb‰vsNøp-∂XvXpS-cp-I.t̂ m¿am-‰nwMvvC≥kv{S-

£ ≥ D]-tbm-Kn®venÃvt̂ m¿am‰vsNøp-I.

Hcpss…U n¬ H∂n-e-[nIw _pf-f-‰UvenÃvD≠ vF¶n¬ B enÃvHcpªm¶v

t_mIvkn¬ ImW m≥ Ign-bpw.DZm-l-c-W -Ø n\vXmsgCS-Xp-h-iØ vHúvsse-

\n¬\n∂pwHcpss…Uv\n¿Ωn-®n-cn-°p-∂-Xv.ImW n-®n-cn-°p-∂p.CS-Xp-h-i-Ø p-ffXns\

enÃv2F∂p-am-W v.Húvsse\n¬ ssS∏vsNøp-tºmƒ \yqenÃn¬ ssS∏nwMv

B cw-̀n-°m≥ Ctrl+F‚¿Io{]kvsNøp-I.\wt_¿UvenÃv\n¿Ωn-°m≥ Xmsg

]d-bp∂ sÃ∏vD]-tbm-Kn-°mw.

1. sSIvÃvt_mIvkv\n¿Ωn-°p-I.

2. skeIvSvsNbvX-ti-jw,sa\p-_m-dn¬\n∂pw tlmw ]mc-{Km̂ v\º-dnwKv

Xnc-s™ -Sp-°p-I.

{]kt‚j≥-\n-¿-Ωm-W w-
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3. _pf-f‰vkvB ‚v\º-dnwKvhn≥tUm-bpsSapIƒ m̀-K-Ø p-ff\wtº¿UvSm_n¬

¢n°vsNøp-I.

4. s]¿k-t‚Pvam‰whcpØ n\º-dns‚ sskkvam‰whcp-Ø p-I.

5. If¿sa\p-hn¬\n∂pw \w_dn\vB h-iy-ambIf¿skeIvSvsNøp-I.IqSp-

X¬ If-dp-Iƒ°pth≠ ntam¿If¿skeIvSvsNøp-I.

6. \º-dp-Iƒ1¬ XpS-ß n-bn-s√-¶n¬ Ãm¿́vhmeypam‰p-I.

7. enÃvssS∏n¬\n∂pw G sX-¶nepw skeIvSvsNbvX-tijw HmsI sImSp-°p-

I.

Fig. 9.23
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Fig. 9.24

9.8.3.sSIvÃvt_mIvkvL S-I-ß ƒ

t̂ m¿am‰vHmt́ m-tj]vU b-temKvt_mIvkns‚ kl m-b-tØ msS sSIvÃv

t_mIvkns‚ If¿,t_m¿U¿,_m°v{Ku≠ vF∂nham‰mw.

1. sSIvÃvt_mIvkn¬ ¢n°vsNbvXvA XvB IvSn-th-‰vsN-øpw.tijw sa\p

_mdn¬\n∂pw t̂ m¿am‰vtj]vskeIvSvsNøp-I.A t∏mƒ t̂ m¿am‰vtj]v

Ub-tem-Kvt_mIvkvIńp-∂p.

2. sSIvÃvt_mIvkns‚ _mIv{Ku≠ v\nc-bv°m-\mbn n̂¬ sa\p-hn¬\n∂pw

CjvS-ap-ff If¿skeIvSvsNømw.ss…Uv_mIv{Ku≠ vA tX If-dn¬

ImW m-\mbnskan-{Sm≥kv]-c‚vt_mIvkvD]-tbm-Kn-°mw.

3. sse\ns‚ If¿tkmfnUvA s√-¶n¬ t{KU n-b‚vB °m≥ sse≥ If¿

skeIvSvsNømw.

4. sse\ns‚ ssÃ¬ skeIvSvsNbvXm¬ sse\ns‚ ssÃ¬ am‰mw.sse≥

tkm-fnUvA √ F¶n¬ UmjvUvt{]m∏¿́nD]-tbm-Kn-°mw.

{]kt‚j≥-\n-¿-Ωm-W w-
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5. jmtUmshadowD]-tbm-Kn®vsSIvÃvt_mIvkns‚jmtUmssÃ¬ {]osk‰v

sNømw.

6. sSIvÃvt_mIvkn\v3D C ÎvSvIńm≥ 3D t̂ m¿am‰vA s√-¶n¬ 3D sdmt́ m-

j≥ D]-tbm-Kn-°mw.

7. sSIvÃvt_mIvkvSm_vD]-tbm-Kn®vsSIvÃvreposition sNøm\pw seHú

am‰m\pwIgn-bpw.

8. sSIvÃvt_mIvkvam‰ß ƒ\¬In°gn-™ m¬ t¢mkv_´̈ ¢n°vsNøpI..

9.8.4t\ḿvkvtN¿°m≥

t\m¿a¬ hyqhn¬ ss…U n-te°vt\ḿvkvtN¿°m≥ Ign-bpw.Cut\ḿvkv\nß -

fpsS{]k-t‚-j-\n¬ ImW m≥Ign-bn-√.]s£ πn‚vFSp-°p-tºmƒA Xvt]∏-dn¬

ImW m\pwd̂ ¿sNøm\pwIgn-bpw.A Xn-\mbn{]n‚vsa\p-hn¬\n∂pw{]n‚vhḿv

skeIvSvsNbvXvt\ḿvkvt]PkvFSp-°p-I.

Fig. 9.25

9.8.5kvs]¬ sN° v

{]k-t‚-j≥\∂m-hm\pwIrXy-am-hm\pw]h¿t]m-bn‚v]e-co-Xn-bn¬ klm-bn-°p-

∂p-≠ v.Xm¶ƒ°vkvs]√nwKvhne-bn-cp-Ø m\pw sX‰p-Iƒ Is≠-Ø m\pw IÃw

Uv£ vW dnD]-tbm-Kn-°m\pwIgnbpw.kvs]√nMvXncp-Ø m-\mbndnhypkvs]√nMv

sa\p-_m-dn¬\n∂pwskeIvSvsNøp-I.A s√-¶n¬Iot_m¿U nseF7 IoskeIvSv

sNøp-I.

1. sX‰p≈ B ZysØ hm°nsekvs]√nwMv]cn-tim-[n-°m≥ kvs]¬ sN°¿

\nß -tfmSvkqNn-∏n-°p-∂p.
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2. B hm°vicn-bm-sW -¶n¬ A tX hm°p-Iƒ {]k-t‚-j-\n¬ a‰p-f-fn-SØ vD]-

tbm-Kn-®n-́p≠ vF¶n¬ ignore A s√-¶n¬ ignore all sImSp-°p-I.CtX hm°va‰v

{]k-t‚-j-\p-I-fn¬h∂n-́p-s≠-¶n¬(DZm:̨t]cv)add ¢n°vsNbvXvB th¿Uv

U n£ vW -dnbn¬ tN-°p-I.A t∏mƒ ankvkvs]√nwKv]n∂oSvImW n-°n-√.

3. sImSp-Ø n-cn-°p∂ hm°vsX‰m-sW -¶n¬ G sX-¶nepwHcpkP-j≥ ssl te‰v

sNøp-I.A s√-¶n¬ \nß ƒ°p-Xs∂ t_mIvkn¬ am‰-ß ƒ hcp-Ø mw.

sNbv© v¢n°vsNøp-I.A t∏mƒ sX‰vamdn-Ińpw A s√-¶n¬ sNbv© vHmƒ

sImSp-Ø m¬ A tX-hm°vFhn-sS-sb√mw sImSp-Ø n-́pt≠ mA hn-sS-sb√mw

sX‰p-Iƒamdn-In-́pw.

4. kvs]√nwMvsN°vIgn-™ m¬ t¢mkvsImSp-°p-I.

5. {]k-t‚-j≥ apgp-h-\mbnkvs]√nwMvsN°¿doU vsNbvXpIgn-™ m¬

\nß ƒ°vHcphnt‚m-bn¬kvs]¬sN° vIwπo‰vF∂ satkPvhcpw.Hms°

¢n°vsNøp-I.

9.9.tkhnwMvB ‚v{]n‚nwMv

Hcpt̂ mƒU-dn¬ Xm¶-fpsS ss…U v{]k-t‚-j≥ Hcp b̂-embnkq£ n-°mw.

\nß ƒ°vHcpsh_vt]Pnepw tkhvsNømw.A Xp-sIm≠ vXs∂ C‚¿s\‰n¬

t]mÃvsNøm\pwIgn-bpw.thUn-epw,FIvk-enepw{]n‚vsNøp∂ A tX coXn-bm-

W v.{]k-t‚-j≥ ss…Up-Iƒ {]n‚vsNøp-∂-Xn\pw tkhvsNøp-∂-Xn\pw ap≥]v

\nß -fpsS t]Pvsk‰v̨ A ]vsNø-W w.

9.9.1.t]Pvsk‰∏v

{]n‚nw-Kn-\p-th≠ n{]kt‚j≥ ss…Uvsa\p-_m-dn¬ \n∂pw B IvkkvsNøm-

\mbnHm̂ okv_´̈ {]n‚v{]nhypskeIvSvsNøp-I.t{Um]v-̨-U ü sa\p-

hn¬\n∂pw ss…Uv{]n‚vsNøp-∂-Xn-\mbnt̂ m¿am‰vskeIvSvsNøp-I.

{]kt‚j≥-\n-¿-Ωm-W w-
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Fig. 9.26

9.9.2.tkhv̂ b¬

\nß -fpsS{]kt‚j≥Hcp̂ b-embntkhvsNøp-∂-Xn-\mbnsa\p-_m-dn¬\n∂pw

skeIvSvHm̂ okv_´̈  tkhvG kvIam‚v¢n°vsNøp-I.A s√-¶n¬ Sqƒ_m-

dns‚apI-fn¬ tkhv_´̈ ¢n°vsNøp-I.tkhvG kvUb-temKvt_mIvkv{]Xy-

£ -s∏-Spw.Xm¶-fpsS b̂¬ semt°‰vsNtø-≠-t̂ mƒUdpwss{UhpwXnc-s™ -Sp-

°p-I.̂b-en\vt]cvsImSp-°p-I.Ub-temKvt_mIvkn¬ tkhv¢n°vsNøp-I.
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Fig. 9.27

9.9.3.sh_v̨t]Pn¬ B bntkhvsNøp-∂-Xn\v

sa\p-_m-dn¬ Hm̂ okv_´̈  tkhvG kvskeIvSvsNbvXv{]k-t‚-j≥tkhv

sNømw.Xm¶ƒ°v{]k-t‚-j≥ C‚¿s\-‰n¬ t]mÃvsNøp-∂-Xn-\m-bn,sh_vt]-

Pn¬ tkhvsN-øp-I.A t∏mƒ a‰p-f-f-h¿°vA h-cpsS Iw_yq-́-dn¬ ]h¿t]m-bn‚v

Cs√-¶n¬IqSn{]k-t‚-j≥ Ffp-∏-Ø n¬ ImW m≥ Ign-bpw.skeIvSvHm̂ okv

tkhvG kvFSp-°p-Ibpwt{Um]vUuW n¬ sh_vt]PvIam‚vskeIvSvsNøp-I.

ep°nß n¬\n∂pw sh_vt]PvUb-d-IvSdnskeIvSvsNøp-I.̂ b¬ s\bvan¬

b̂¬s\bnw sImSp-°p-I.sh_vt̂ m¿am-‰n¬ tkhvsNøp-∂-Xn-\mbnskhv¢n°v

sNøp-I.

{]kt‚j≥-\n-¿-Ωm-W w-



234 :: tU‰mF≥{SnHm∏-td-j≥kv

Fig. 9.28

9.9.4.{]n‚v

{]k-t‚-j≥{]n‚vsNøp-∂-Xn-\mbnsa\p-_m-dn¬ Hm̂ okv_´̈ {]n‚vskeIvSv

sNøp-I.{]n‚vUb-temKvt_mIvkv{]Xy-£ -s∏-Spw.{]n‚vt_mIvkn¬ Xmsg]d-

bp-∂hsNøp-I.{]n‚vsdbv© v:{]k-t‚-j-\nseF√mss…Up-Ifpw{]n‚vsNøm-

\mbnHmƒ skeIvSvsNøp-I.\ne-hn-ep-ffss…Uv{]n‚vsNøm-\mbnId‚vss…Uv

\º-dp-IƒF‚¿sNbvXvsImSp-°p-I

tIm]okv:F{X t]PvtIm]nthW -sa-¶nepw{]n‚vtd© n¬ \º¿sNøp-I.B h-

iy-sa-¶n¬ sImtf‰vt_mIvkv]cn-tim-[n-°p-Ibpw sNøp-I.
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{]n‚v̨hḿv(print what)

• ss…Uvkv:Hmtcmt]Pn-s‚bpw p̂ƒt]Pv{]n‚vFSp-°p-∂-Xn\v

• lm≥UvHúvkv:{]n‚vFSp-°p-∂-Xn-\mbnH∂n-e-[nIw ss…Up-Iƒ

• t\ḿvkvt]Pv:Hmtcmss…Upw {]n‚vFSp-°p-∂-Xn-t\m-sSm∏w A Xm-Xns‚

t\ḿvkvFSp-°p-IbpwsNømw.

• Húvsse≥hyq:{]k-t‚-js‚ Húvsse≥{]n‚vsNøp-∂-Xn\vHmsI¢n°v

sNøp-I.

Fig. 9.29

{]kt‚j≥-\n-¿-Ωm-W w-
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9.10t¢mkvF tUmIyp-sa‚v

\ne-hn-ep-ff{]k-t‚-j≥ss…U v̂ b¬ t¢mkvsNøp-∂-Xn-\mbnHm̂ okv_´̈

t¢mkvIam‚vsa\p-_m-dn¬\n∂pwskeIvSvsNøp-I.̂b-en¬ A htkhvsNbvXn-

ń-s√-¶n¬ G sX-¶nepw am‰-ß ƒ hcpØ nF¶n¬,t¢mkn-ß n-\p-apºvA htkhv

sNøtW mF∂vtNmZn-°pw.

9.11FIvkn‰v]h¿t]m-bn‚vt{]m{Kmw

]h¿t]m-bn‚nseF√mtPmen-IfpwIgn™ v̂ b-ep-I-sf√mwt¢mkvsNbvX-tijw

]h¿t]m-bn‚vt{]m{Km-an¬ \n∂pw]pdØ vIS-°m≥ Hm̂ okv_´̈  FIvkn‰v

]h¿t]m-bn‚vIam‚vsa\p-_m-dn¬\n∂pw skeIvSvsNøp-I.

9.12.Iǫ t_m¿Uvtjm¿́vI v́

Iot_m¿Uvtjm¿́-vI v́kvD]-tbm-Kn-°p-tºmƒ Xm¶ƒ°vkabw èn-°mw.aukv

D]-tbm-Kn-°p-tºm-gp-ffF ¿̂́vIpd-°mw.]h¿t]m-bn‚vIot_m¿Uvtjm¿́vI v́

D]-tbm-Kn-°p∂ coXnXmsgsImSp-Ø n-cn-°p-∂p.Ffp-∏-Ø n¬ \ap°vChsb D]-

tbm-Kn-°m-\mbnCuenÃv{]n‚vFSpØ vIºq-́-dn¬ kq£ n-°p-I.
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tNmZy-ß ƒ

5.1.Fß -s\-bmW vHcpss…U n¬\n∂vas‰m-∂n-te°vaqhvsNøp-∂Xv?

F) bqknß vkvt{Imƒ _m¿

_n)bqknß vs\IvÃvss…UvB ‚v{]ohn-bkvss…Uv

kn)bqknß vHúvsse≥ s]bn≥

U n)apI-fn¬ sImSp-Ø n-́p-ffF√mw.

2. Fß -s\-bmW vss…U n-te°vHcpsSIvÃvC≥k¿́vsNøp-∂Xv?

F) bqknß vHúvssk≥ sSIvÃv

_n)C≥k¿́nß vsSIvÃvt_mIvkv

{]kt‚j≥-\n-¿-Ωm-W w-



238 :: tU‰mF≥{SnHm∏-td-j≥kv

kn)ssd‰v¢n°vsNbvXv

U n)Fbpw,_nbpw.

3. \nß ƒ°vXmsgsI sNøm-hp-∂-Xm-W v.

F) ss…Uvsk≥{U¬ hyq

_n)t\m¿a¬ hyq

kn)ss…Uvtjmhyq

U n)Fbpw,_nbpw.

4. sSIvÃvt_mIvkn-te°vhfscFfp-∏-Ø n¬ C≥k¿́vsNøm-\mbn

F) t\m¿a¬ hyp

_n)Húvsse≥ hyp

kn)ss…Uvtkm¿́¿hyp

U n)Fbpw,_nbpw.

9.13.\nß ƒ F¥v]Tn-®p.

Cu]mT-̀mKwsIm≠ v]h¿t]mbn‚v{]k-t‚-j≥ {Intb‰vsNøm≥ ]Tn-®p.Hmt́m

I≠ ‚vhnkm¿Uv,Unssk≥ sSwtπ‰vA s√-¶n¬ ªm¶v{]k-t‚-j≥F∂nhD]-

tbm-Kn®v{]k-t‚-j≥ {Intb‰vsNømw.B ZysØ c≠ pcoXnbpw sSIvÃns\ Hcp

Ãmt‚¿UvcoXn-bn¬ {]k‚vsNøpw.ªm¶v{]k-t‚-j≥ \nß ƒ°vkz¥-ambn

U nssk≥ sNømw.{]t‚-j≥ ss…Uv{Intb‰vsNbvX-Xn-\p-tijw \nß ƒ°v
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ss…Uvtjm\S-Ø p-Ibpw H∏w{]n‚vFSp-°p-Ibpw sNømw.

9.14.tNmZy-ß ƒ

1. ]h¿t]m-bn‚ns‚ G sX-¶nepwaq∂v̂ o®-dp-Iƒhnh-cn-°p-I.

2. {]k-t‚-j≥ {Intb-‰p-sN-øp-∂-Xn-\mbnG sX-¶nepw HcpcoXnhnh-cn-°p-I.

3. hyq,ss…Uvtjmhyqhn-te°vam‰p-∂-Xn-\mbnG sX-¶nepwc≠ pcoXnFgp-Xp-

I.

4. Hcpss…U n¬ sNIvÃvt_mIvkvC≥k¿́vsNøm-\p-ffsÃ∏p-IƒFgp-Xp-I.

5. HcpsSIvÃvt_mIvkn¬ hcn-Iƒ°n-S-bn-te-°p-ffkvs]bv vhyXym-k-s∏-Sp-

Ø m≥F¥p-sN-ø-W w.

6. ss Up-I-fn¬ ]nIvN¿_pf-f‰vFß s\ C≥k¿́vsNømw.

7. ss…U n-te°vFß s\ t\ḿvkvB UvsNømw.

9.15.DØ cß ƒ

1.F)icn

_n)sX‰v

kn)sX‰v

2.kn) 9

3.Un)C≥k¿́vXowkv,C≥ÃmƒUvsSwtπ‰vkvB ‚vªm¶v{]k-t‚-j≥

4.Un) ss…Uvtjmhyp

{]kt‚j≥-\n-¿-Ωm-W w-
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5.1.Un)bqknß vkvt{Imƒ _m¿kv,bqknß vs\IvÃvss…UvB ‚v{]ohn-bkv

ss…Uv_´̈ k,bqknß vHúvsse≥ s]bn≥

2. bqknß vHúvsse≥ sSIvÃvB ‚v-C≥k¿́nwKvsSIvÃvt_mIvkv

3._n)t\m¿a¬ hyp

4.Un)t\m¿a¬ hyqB ‚vHúvsse≥hyq.


