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eh« ešthœÎ bgWtj‰F¡ fšé njit¥gL»‹wJ. el¤ijæš kh‰w« fhz¡ fšé

njit¥gL»wJ. gšntW fhuz§fshš fšé gæy thŒ¥Ãšyhkš nghdt®fS¡F

fšé thŒ¥Ãid¤ ÂU«gÎ« më¡f k¤Âa muÁ‹ bgUKa‰Áahš mikªJŸs

njÁa Âwªj ãiy¥gŸë ãWtd« (NIOS) v£lh« tF¥ò, g¤jh« tF¥ò,

g‹åbu©lh« tF¥ò M»a ãiyfS¡F Ïizahd fšéia gŸëæèUªJ

éLg£l khzt®fS¡F më¤J tUtnjhL k£L« mšyhkš bjhê‰ fšéiaÍ«

mt®fS¡F më¤J tU»‹wJ. ÏªãWtd« Âwªj ãiy¡ fšéÍ«, bjhiyöu¡

fšéÍ« tH§» Áw¥òw gâah‰¿ tU»wJ.

1979M« M©L bjhl§f¥g£l mªãWtd« gy t£lhu ika§fŸ _ykhf¡

fšé¥ gâ brŒJ tU»‹wJ.

eh£o‹ gy gFÂfëY« fšé thŒ¥ig ÏHªjt®fS¡F Û©L« mªj thŒ¥ig

NIOS cUth¡»¤ jU»‹wJ. mt®fSila fšé ãiy¡F V‰g v£lh«, g¤jh«,

g‹åu©lh« tF¥òfS¡fhd fšéia më¤J NIOS el¤J»‹w nj®Îfëš

mt®fis¥ g§F bgw¢ brŒJ rKjha¤Âš ``ÁwªJ Fok¡fshf’’ és§f NIOS

mU«ghLg£L tU»‹wJ. f‰ngh® éU«Ãa ghl§fis, éU«ò« neu¤Âš nj®Î

vGÂL« mça thŒ¥Ãid tH§» C¡Fé¥gnj NIOS-Ï‹ jå¢Áw¥ghF«.

NIOS-Ïš go¤J bt‰¿ bg‰nwhçš gy® kU¤Jt go¥Ã‰F«, bgh¿æaš

go¥Ã‰F« nr®¡f¥g£L ga‹ bg‰W tU»‹wd®. nkšãiy go¥òfëš,

g£l¥go¥òfëš ü‰W¡fz¡fhd khzt®fŸ nr®ªJ gadilªJ tU»‹wd®, gy®

gjé ca®Î bg‰W« gadilªJ tU»‹wd®.

Mdhš xnu xU Fiw k£L« ÏU¡»‹wJ. NIOS _y« jah® MF« f‰F«

rhjd§fsh»a ghl¥ ò¤jf§fŸ k£L« M§»y¤Ânyh ÏªÂænyh jh‹ ÏU¡»‹wd.

Á‰Áy ò¤jf§fŸ t£lhu bkhêfëš ÏUªjhY« Tl jäêš xU ò¤jf« Tl Ïšiy.

jäêš nj®Î vGÂ bt‰¿ bgw ÏU¡F« »uhk¥òw ÏisP® ifæš M§»y tê (English

Medium) ò¤jf§fŸ ÏUªjhš v¥go ÏU¡F«? mªj¥ ò¤jf¤Âid òçªJ gæy KoÍkh?

m¥gona gæ‹whY« Kiwahf¤ nj®Î vGÂ vÂ®gh®¤j bt‰¿ia¥ bgw ÏaYkh?

1937 M« M©L m¡nlhg® khj« th®jhéš eilbg‰w kheh£oš ̀ `Mjhu¡fšé’’

m¿Kf« brŒa¥g£lJ. mªj¡ fšéæ‹ XU jå¢ Áw¥ò v‹dbt‹whš fšéahdJ

jhŒbkhê _ykhf¤jh‹ mika nt©L« v‹gJ njr¥Ãjh fhªÂ mofë‹

bfhŸifahF«.

Mf M§»y¤Âš ÏUªj ghl¥ò¤jf§fis¤ jäHh¡f« brŒtj‹ _y« jäêš

go¡F« khzt®fë‹ fšé¤ njitæid ãiwÎ brŒtnjhL k£Lkšyhkš

fhªÂah® brhšè¢ br‹w fšé¡ bfhŸifæid¥ Ã‹g‰¿ f‰ngh®¡F¤ bjh©L

brŒ»nwh«.

bkhê bga®¥ò g‰¿ ........
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V‰bfdnt Vnjh Áy fhuz§fshš gŸë¥go¥ig¤ bjhlu Koahkš,

nk‰bfh©L go¥gj‰F V‰w Nœãiy Ïšiy v‹gjhš ftiyÍl‹ Vnjh xU

ntiyæš nr®ªJ Vœikænyna thœªJbfh©oU¡F« gyU¡F xU ifés¡fhf

mikªJ, f‰F« M®t¤ij¤ ö©o, fšéa¿Î bg‰nwhuhf kh‰Wtj‰F NIOS

Jizahf mikªJŸsJ.

fšé f‰wš v‹gJ thœehŸ brašghL. mjid¡ f‰gj‰F mtut® jhŒ bkhêæš

ghl§fŸ »il¤jhš vëikahf¥ go¡fyh«. go¥gt®fŸ vëÂš òçªJ bfhŸS«

tifæš ghl§fŸ bkhê bga®¥ò mikªJŸsJ.

xUik¡f© jh‹f‰w fšé xUt®¡F

vGikÍ« Vkh¥òil¤J

vD« ÂU¡Fwë‹ fU¤J¡nf‰g bgUKa‰Á nk‰bfh©L Ï¥gâia br«ikÍw¢

brŒJ Ko¤Â£l ÂU. P.Ïué, k©ly Ïa¡Fe®, NIOS, br‹id mt®fS¡F cskh®ªj

e‹¿ cç¤jhFf.

Ï«bkhêbga®¥ò¥ gâæš ghl tšYe®fS«, jäœ bkhê tšYe®fS«

<Lg£LŸsd®. Ït®fŸ ghl¤Â‹ fU¤J¢ brçÎ F‹whkš vëa bkhê eilæš

ghl« gæšnth® òçªJ bfhŸS« tifæš mik¤JŸsd®. mt®fŸ midtU¡F«

vkJ kdkh®ªj e‹¿.

f‰f!

frlw¡ f‰f!!

bt‰¿ bgWf.

bkhêbga®¥ò¡ FG
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1Data Entry Operations

1.1  K‹Diu

Ïªj¥ ghl¥gFÂæš fâåæ‹ mo¥gil mik¥ò v›thW fâåæ‹ gy
ghf§fSl‹ Ïiz¡f¥g£LŸsJ k‰W« xU F¿¥Ã£l ntiyia brŒJ Ko¡f
fâåæ‹ brašghL M»at‰iw fhz¥ngh»nwh«. fâåæš xU ntiyia
brŒJ Ko¡f mj‰fhd f£lisfis x‹w‹Ã‹ x‹whf Kiw¥gL¤Â cŸël
nt©L« v‹gij m¿ªÂU¥Õ®fŸ. fâåæ‹ ghf§fis ÏUbgU« ÃçÎfshf
tif¥gL¤jyh«.

mitahtd,

1. t‹bghUŸ (Hardware) f©zhš fhz¡Toa fod¥bghUŸfŸ

2. bk‹bghUŸ (Software) f©zhš fhz Ïayhj bk‹bghUŸ

Ïªj¥ ghl¥ gFÂæš t‹bghUŸ g‰¿ éthÂ¡f¥ ngh»nwh«. mjhtJ, eh« fhQ«
fâå k‰W« m¤Jl‹ Ïiz¡f¥g£LŸs rhjd§fshd fâå Âiu (Monitor)

éir¥gyif (Keyboard) kÎ° (Mouse) M»ait t‹bghUsŸfshF«. fâå
Ïa§Ftj‰F cjÎ« têKiw brašghLfŸ ml§»a bjhF¥Ã‰F bk‹bghUŸ
v‹W bga®.

1.2  neh¡f§fŸ

Ï¥ghl¥gFÂæ‹ ÏWÂæš Ú§fŸ

� fâåæ‹ mo¥gil mik¥ig¥ g‰¿ és¡fÎ«

� gšntW tifahd cŸÇ£L k‰W« btëp£L¢ rhjd§fis
és¡fÎ«

� bk‹bghUŸ v‹whš v‹dbt‹W tiuaiw brŒaÎ« mj‹ tiffis
vL¤J¡ TwÎ«

� fâå bk‹bghUŸ k‰W« ga‹gh£L bk‹bghUis ntWgL¤jÎ«

� fâå bkhê k‰W« mj‹ tiffis étç¡fÎ«  ÏaY«

1.3  fâå v‹gJ v‹d?

fâå v‹gJ juÎfis (Datas) m®¤jKŸs jftšfshf kh‰¿¤ jU«
rhjdkhF«. juÎ v‹gJ vJthf nt©LkhdhY« ÏU¡fyh«. xUt® gšntW
ghl§fëš bg‰w kÂ¥bg©zhf ÏU¡fyh« mšyJ xU tF¥Ãš cŸs
khzt®fë‹ bga®, taJ, ghèd«, vil, cau« ngh‹witahfÎ« ÏU¡fyh«.

xU fâåia mj‹ brašgh£L ãfœÎ¤ j‹ikæ‹ mo¥gilæš Ñœf©lthW
tiuaW¡fyh«.

fâåæ‹ mo¥gilfŸ

1

(Basics of Computer)



juÎ cŸÇL
elto¡iffŸ

F¿¥òfŸ

fâåæ‹ mo¥gilfŸ

2 juÎ cŸÇL mo¥gilfŸ

xU fâå v‹gJ

1. juÎfis V‰W¡bfhŸs

2. juÎfis nrä¤J it¡f

3. éU«Ãa t©z« juÎfis gF¤J¤ ju

4. nrä¤J it¤j juÎfis nt©oa jUz¤Âš ÂU«g¥ bgw

5. KoÎfis nt©oa tot¤Âš m¢Á£L¥ bgw cjÎ« rhjdkhF«.

fâåæ‹ bgça Áw¥ò v‹dbt‹whš mj‹ mÂntf«, Jšèa«, Áu¤ijahd
brašghL, gšJiw¤ Âwik k‰W« nrä¤J it¡F« j‹ik M»ait MF«.

1.3.1. fâåæ‹ mik¥ò

xU fâåæ‹ bjhFÂ tiugl« ÑnH bfhL¡f¥g£LŸsJ.

gl« 1.1

xU fâå vªj ãWtd¤ jahç¥ghf ÏUªjhY«, vªj totik¥ò¡ bfh©ljhf
ÏUªjhY« mJ IªJ tifahd brašgh£L¤ j‹ikfis bfh©ljhF«.

mitahtd,

1. cŸÇ£L¢ rhjd« _ykhf cŸël¥gL« juÎfŸ mšyJ m¿ÎW¤jšfis
V‰W¡ bfhŸSjš

2. juÎfis nrä¤J it¤J¡ bfhŸSjš

3. njit¡nf‰g juÎfis gF¤J¤jUjš

4. KoÎfis c‰g¤Â brŒJ bfhL¤jš

5. fâåæš cŸs brašghLfis f£L¥gL¤Jjš.

nkny Tw¥g£l brašghLfŸ g‰¿ eh« Ï¥bghGJ éthÂ¥ngh«.

1. cŸÇL gFÂ (Input Unit): xU fâåæ‹ cŸns juÎfisÍ« Â£l§fisÍ«
òF¤Jjš ÏJnt MF«.

2. f£L¥gh£L myF (Control Unit): xU fâåæš cŸÇL, btëpL
brayh¡f« k‰W« nrä¥ò KiwfŸ f£L¥gh£L my»‹ f©fhâ¥Ãnyna
eilbgW»wJ. v¥bghGJ xU juéid bgWtJ, v¥bghGJ xU juéid jil
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brŒtJ, v§F juéid nrä¥gJ ngh‹witfis f£L¥gh£L mynf KoÎ
brŒ»wJ. nkY« ÏJ fâåæ‹ cŸns eilbgW« go¥goahd brayh¡
f§fis ftdkhf gh®¤J¡ bfhŸ»wJ.

3. ãidtf myF (Memory Unit): juÎfisÍ«, c¤juÎfisÍ« nrä¤J
it¤J¡ bfhŸs ga‹gL« mynf ãidtf myfhF«.

4. fz¡»aš j®¡f myF (Arithmetic Logic Unit): fz¡»aš j®¡f myF
ãfœ¤J« bgça brašghLfŸ ahbjåš

• T£lš

• fê¤jš

• bgU¡fš

• tF¤jš

• j®¡f« k‰W«

• x¥ÃLjš M»ait MF«.

5. btëp£L myF (Output Unit): fâåæš bfhL¡f¥g£l juÎfë‹
mo¥gilæš gaDŸs brŒÂfŸ bgWtj‰F eilbgW« brayh¡f Kiw¡F
btëpL v‹gjhF«.

fz¡»aš j®¡f myF (ALU) k‰W« f£L¥gh£L myF (Control Unit)

Ïitæu©L« nr®ªjJ k¤Âa brayh¡f myfhF«. (Central Processing Unit) Ïij¡
fâåæ‹ _is v‹W miH¡fyh«.

1. xU fâåæš eilbgW« IªJ tifahd mo¥gil brašghLfŸ ahit?

2. tiuaiw brŒf. (1) fz¡»aš j®¡f myF, (2) f£L¥ghL myF, (3) k¤Âa
brayh¡f myF

3. rçahd éilia nj®Î brŒaÎ«

(a) fz¡»aš j®¡f elto¡if gâia brŒtJ

(i) fz¡»aš j®¡f myF (ii) vo£o§

(iii) nrä¥ò (iv) btëpL

(b) fz¡»aš j®¡f myF k‰W« f£L¥gh£L myF Ïitæu©L« ÏizªJ
v›thW miH¡f¥gL»wJ.

(i) j‰ngh¡F mQfš ãidtf«

(ii) thÁ¡f k£Lnk ga‹gL« ãidtf«

(iii) k¤Âa brayh¡f myF

(iv) nk‰F¿¥Ã£l vitÍ« rçahd éilæšiy

(c) juÎfë‹ mo¥gilæš gaDŸs jftšfis Kothf ju eilbgW«
brayh¡f« v›thW miH¡f¥gL»wJ?

(i) btëpL (ii) cŸÇL

(iii) brayh¡f« (iv) nrä¥ò



juÎ cŸÇL
elto¡iffŸ

F¿¥òfŸ

fâåæ‹ mo¥gilfŸ

4 juÎ cŸÇL mo¥gilfŸ

1.4 òw¢ rhjd§fŸ (Peripheral  Devices)

xU fâåæ‹ btë¥òw¤Âš Ïiz¡f¥gL« rhjd§fŸ òw¢ rhjd§fŸ v‹W
miH¡f¥gL»‹wd. Ï¢rhjd§fŸ xU fâåæš F¿¥Ã£l brašghLfis¢
brŒtj‰fhf ga‹gL¤j¥gL»‹wd.

1. cŸÇ£l rhjd«

2. btëp£L rhjd«

3. k‰W« Ãw rhjd§fŸ

gl« 1.2 fâåæš gšntW òw¢ rhjd§fis fh£L« gl«

1.5  cŸÇ£L¢ rhjd§fŸ

xU gadhë juÎ k‰W« m¿ÎW¤jšfis cŸël cjÎtJ cŸÇ£L rhjdkhF«.
Ï›thW ga‹gL« rhjd§fS¡F Ñœf©l cŸÇ£L rhjd§fŸ vL¤J¡fh£lhF«

1. éir¥gyif (Keyboard)

2. kÎ° (Mouse)

3. xëngdh (Light Pen)

4. M¥o¡fš °nfd® (Optical Scanner)

5. bjhLÂiu (Touch Screen)

6. cŸÇ£L Fuš t§» (Microphone)

7. onu¡ ghš (Track Ball)

1.5.1.  éir¥gyif (Key Board)

xU éir¥gyif v‹gJ gl¤Âš (1.3)
fh£l¥g£LŸsJ nghš bghJthf mÂfséš
fhz¥gL« cŸÇ£L¢ rhjdkhF«. gšntW
tifahd éir¥gyiffŸ ÏUªjnghJ«
mitaid¤J« ÁW khWghLl‹ x‹iw bah‹W
x¤jjhfnt ÏU¡F«. bghJthf mÂfséš ga‹gh£oYŸs éir¥gyif (Qwerty)

Ft®£o éir¥gyifahF«. bghJthf ãiyahd éir¥ gyiffëš 104 éirfŸ
ÏU¡F« Ï›tifahd éir¥gyiffëš F¿fh£o (f®r®) f£L¥ghL éirfŸ v©
g£ilfis vëjhf ga‹gL¤Jtj‰fhf kh‰whf (Duplicate) ÏU¡F«.

gl« 1.3
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1.5.2.  kÎ° (Mouse)

xU kÎ° v‹gJ (gl¤Âš 1.4 fh©gJ nghš) ä‹ ntÂæaš Kiwæš Ïa§F«
if¢ rhjdkhF«. ÏJ xU Ïl¤ij¢ R£o¡ fh£l¥ ga‹gL»wJ. ÏJ xU g£oaèš
(Menu) cŸs f£lisfis nj®Î brŒaÎ«, Á‹d¤ij (Icon) ef®¤jÎ«, rhsu§fë‹
msit kh‰¿ mik¡fÎ«, Â£l§fis Jt§Ftj‰F«, éU«Ãaij nj®Î brŒaÎ«
ga‹gL»wJ.

gl« 1.4

bghJthf ga‹gh£oYŸs kÎ°fëš, fâåæš mj‹ Ïa¡f¤ij f©l¿a
fhªjéaš óÁa gªJ ga‹gL¤j¥gL»wJ. Mdhš rÛg fhy§fëš M¥o¡fš mšyJ
nyr® kÎ°fŸ mj‹ Ïa¡f¤ij f©l¿a ga‹gL»wJ. rhsu mo¥gilæš Ïa§F«
všyh fâåfS« xU kÎRl‹ Ïiz¤J¥ ga‹gL¤J«go totik¡f¥g£LŸsJ.
éir¢ nr®¡iffis Phgf¥gL¤Â fodkhf fâåia Ïa¡»aj‰F¥ gÂyhf, xU
kÎ° R£o¡ fh£o »ë¡ (Point and Click) brŒaÎ« vëikahd Kiw¡F kh‰¿ÍŸsJ.
våD« Ïij xU éir¥gyif¡F kh‰whf ga‹gL¤j ÏayhJ. ÏJ f£lisæ‹
brašghLfS¡F k£Lnk kh‰whf cŸsJ.

1.5.3.  xë ngdh (Light Pen)

xë ngdh v‹gJ xU tif cŸÇ£L¢ rhjdkhF«.
ÏJ xë cz®Âwid ga‹gL¤Â Âiuæš fhz¥gL«
xU bghUis nj®Î brŒ»wJ. xë ngdh xU kÎi[¥
ngh‹w (gl« 1.5š fh£oaJ nghy) cŸÇ£L¢ rhjdhF«.
Ïªj¥ ngdh cjé Íl‹ Âiuæš fhz¥gL«
bghUŸfis neuoahf R£o¡ fh£o nj®Î brŒ»nwh«.

1.5.4.  M¥ofš °nfd® (Optical Scanner)

Ï›tif¢ rhjd§fŸ juÎfis jhdhfnt nrfç¡f¥ ga‹gL¤j¥gL»wJ.
Ï›tif¢ rhjd§fŸ juÎfis ifahš cŸÇL brŒtij K‰¿Y« mf‰W»wJ.
cjhuzkhf, xU g£il F¿ go¥gh‹ (Bar Code Reader) v‹gJ xU Áw¥ghd gl
°nfd® MF«. (Image Scanner) xU gl °nfd® m¢Ál¥g£l gl¤ij ä‹dQ
tot¤Â‰F kh‰¿ mij fâåæ‹ ãidtf¤Âš nrä¤J it¡f ÏaY«. nkY«,
mij xU rçahd bk‹bghUŸ bfh©L nrä¤J it¤j gl¤ij kh‰¿l ÏaY«.

gl« 1.5
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nkY« mij xU tifahd °nfdU¡F cjhuzkhf M¥o¡fš nfu¡l®
ç¡fidnrõ‹ (Optical Character Recognition) rhjd¤ij (OCR) F¿¥Ãlyh«. ÏJ
bgU«ghY« t§»fëš ga‹gL¤j¥gL»wJ. ÏJ °nf‹ brŒa¥g£l gl¤ijnah
mšyJ m¢Ál¥g£l g¡f§fisnah ciu tot¤Â‰F kh‰¿ fâåæš ÂU¤j
ga‹gL¤j¥gL»wJ.

gl« 1.6

1.5.5. bjhLÂiu (Touch Screen)

bjhl®ò FG fh£Á k‰W« g£ilfŸ j‰bghGJ éir¥gyif¡F kh‰whf
ga‹gL¤j¥gL»wJ. Ï§F fâåæš fhz¥gL« Âiu _ykhf (Monitor) cŸÇL
brŒa¥gL»wJ. m›thW bfhL¡f¥gL« cŸÇLfis fâå Âiuæš (Computer

Screen) _ykhf V‰W¡ bfhŸ»wJ. gadhëfŸ fâå Âiuæš (Monitor) fhz¥gL«
ä‹dQ bgh¤jh‹fis bjhl nt©L« mšyJ xëngdh cjéÍl‹ nt©oa
bgh¤jh‹fis neçilahf nj®Î brŒa nt©L«.

gl« 1.7

1.5.6.  xè th§»fŸ (Microphones)

xè th§» xU tif cŸÇ£L rhjdkhF«. ÏJ xèia cŸÇlhf V‰W¡
bfhŸ»wJ. éir¥gyif _y« bfhL¡f¥gL« jftšfis él thŒbkhê bjhl®ò
(thŒ° f«ôånfr‹) _y« bfhL¡f¥gL« jftšfŸ ÃiHa‰wjhf ÏU¡»‹wJ.
Ïu©L tifahd xè th§»fŸ (gl« 1.8š fh£oathW) cŸsd.

gl« 1.8
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1.5.7.  £nu¡ ghš (Track Ball)

£nu¡ ghš v‹gJ R£o¡fh£l ga‹gL« xU tifahd kÎ° rhjdkhF«. xU
bghUis R£o¡fh£l ÏÂYŸs gªij VnjD« xU éuyhnyh mšyJ
cŸs§ifædhnyh ef®¤j nt©L«. ÏÂYŸs gªÂ‰F mU»š cŸs _‹W
bgh¤jh‹fis kÎ° bgh¤jh‹fŸ nghš ga‹gL¤jyh«.

gl« 1.9

xU kÎi[él £nu¡ ghš xnu Ïl¤Âš ãiyahf ÏU¡F«. nkY« ÏJ kÎi[él
Fiwthd Ïl¤ijna mil¡F«. nkY« Ïij vªj xU nk‰gu¥ÃY« it¤J¡
bfhŸsyh«. xUt® jdJ koæš Tl it¤J Ïa¡fyh«. Ïªj fhuz§fS¡fhf,
ifal¡f fâå¡F £nu¡ ghš Áwªj R£o¡fh£L« rhjdkhf és§F»wJ.

1.6.  btëp£L rhjd§fŸ (Ouput Devices)

xU gadhë¡F Kiw¥gL¤j¥g£l juÎfis mjhtJ jftšfis btë¡
bfh©Ltu ga‹gL« rhjdnk btëp£L rhjdkhF«. Ñœf©lit cgnahf¤Âš
cŸs btëp£L¢ rhjd§fŸ MF«.

1. fâå Âiu (Monitor)

2. m¢R¥ bgh¿ (Printer)

3. fâå tiué (Plotters)

4. xè bgU¡» (Speakers)

1.6.1.  fâå Âiu (Monitor)

všyh btëp£L¢ rhjd§fëY« fâå Âiu (gl« 1.10 fh£oago) äf
K¡»akhdjhF«. Vbdåš ÏJ k¡fS¡F äf mÂf bjhl®òila rhjdkhF«.
Åonah mlh¥l® fh®L (Video Adapter) k‰W« fâå Âiu _ykhf fâå jftšfŸ
ekJ gh®it¡F ju¥gL»wJ. nfÃŸ nrit _y« bgw¥gL« jftšfis xU
bjhiy¡fh£Á v›thW jftšfshf kh‰¿¤ jU»‹wnjh mnj nghy fâåæYŸs
Åonah mlh¥l® juÎfëèUªJ ek¡F¤ njitahd jftšfis kh‰¿¤ jU»‹wJ.

gl« 1.10
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E©fâåfëš ga‹gL¤j¥gL« ÏU tifahd mo¥gil fâåÂiu

1. nf¤njhL fÂ® FHhŒ (Cathode Ray Tube)

2. Âut gof o°¥ns (Liquid Crystal Displays)

1. vÂ® ä‹ fÂ® FHhŒ (CRT) Cathode Ray Tube: nf¤njhL FHhŒ fâå Âiu
v‹gJ eh« nkir fâåÍl‹ fhQ« khå£l® MF«. ÏJ gh®it¡F k£Lk‹¿
brašgh£oY« bjhiy¡fh£Áia¥ ngh‹wJ. Ï›tif khå£l®fëš bgça msÎ
bt‰¿l FHhŒ mjhtJ vÂ® ä‹fÂ® FHhŒ ga‹gL»wJ (CRT)

2. Âut gof o°¥ns fâåÂiu (LCD): Ï›tif fâåÂiu (Flat Panel) Ãsh£
ngdš khå£l®fshF«. Ï›tif fâåÂiu bgU«ghY« gl¤ij btëæl Âut
gof« ga‹gL¤j¥gL»wJ. j‰fhy¤Âš Âut gof o°¥ns fâå Âiufns äfÎ«
Ãugykhdjhf cŸsJ.

eh« gšntW tifahd fâå Âiufë‹ Âw‹fis¥g‰¿¥ ngR« nghJ K¡»a
òŸë étu§fshf fâå Âiuæ‹ çbrhYôr‹ (Resolution) g‰¿ ngR»nwh«.
bghJthf, všyh fâå ÂiufS« Fiwªjg£r« 800 × 600 Ã¡ršfŸ çbrhYôr‹
(Pixel Resolution) bfh©ljhf és§F»wJ. ca®ju tif fâå ÂiufŸ 1024 × 768

Ã¡ršfŸ çbrhYôr‹ (Pixel Resolution) bfh©ljhf ÏU¡»‹wd. Ï›thW fâå
ÂiufŸ Fiwªj çbrhYôr‹ bfh©ljhf mšyJ mÂf çbrhYôr‹
bfh©ljhfnth »il¡»‹wd.

1.6.2.  m¢R¥bgh¿ (Printer)

fâåæš xU Mtz¤ij cUth¡»aÎl‹, mij xU m¢R¥bgh¿¡F mD¥Ã
m¢Á£L¥ bgw ÏaY«. Áy F¿¥Ã£l m¢R¥bgh¿fŸ gy t©z§fëš m¢ÁlÎ«,
bgça g¡f§fis m¢ÁlÎ«, Áw¥g«r« bfh©ljhfÎ« és§F»‹wd. bghJthf,
Ñœf©l m¢R¥ bgh¿fŸ ga‹gh£oš cŸsd.

1. nyr® m¢R¥bgh¿ (Laser Printer)

2. Ï§¡b#£ m¢R¥bgh¿ (Inkjet Printer)

3. lh£ nk£ç¡° m¢R¥bgh¿ (Dot Matrix Printer)

4. tç m¢R¥bgh¿ (Line Printer)

1. nyr® m¢R¥bgh¿ (Laser Printer): xU nyr® m¢R¥ bgh¿ ca®jukhd m¢R
tot§fis jutšyJ. bghJthf, ò¤jf§fŸ btëæl Ïit ga‹gL»‹wJ. ÏJ
äf« ntfkhfÎ« r¥jäšyhkY« Ïa§Ffå‰J. Ïij Ïa¡FtJ« vëjhdJ ÏÂš
m¢Ál¤ njitahd fh»j« jhdhf V¿¡bfhŸS«. nkY« ik ç¥g‹fëš V‰gL«
FiwghLfŸ ÏÂš Ïšiy. xU mÂntf nyr® m¢R¥bgh¿ xU ãäl¤Â‰F fU¥ò -
btŸisæš 200 g¡f§fS«, gy t©z§fëš 100 g¡f§fS« m¢ÁL« j‹ik
thŒªjJ.

gl« 1.11
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2. Ï§¡b#£ m¢R¥bgh¿ (Inkjet Printer): xU Ï§¡b#£ m¢R¥bgh¿ fh»j¤Âš
xU gl¤ij mÂYŸs 64 E© JisfŸ _ykhf ikia neçilahf bjë¤J
tiu»wJ. xU nyr® m¢R¥bgh¿ _y« bgw¥gL« gl¤ij¥ ngh‹W xU Ï§¡b#£
m¢R¥bgh¿æ‹ gl§fŸ k‰W« Mtz§fŸ ju¤Âš ca®ªjjhf ÏU¡»‹wd.

gl« 1.12

bghJthf Ï§¡b#£ m¢R¥bgh¿ xU lh£ nk£ç¡° m¢R¥bgh¿ (Dot Matrix) k‰W«
nyr® m¢R¥bgh¿ Ït‰¿‰F Ïil¥g£l m¢R¥ bgh¿ahf ÁwªJ és§F»wJ. xU
Ï§¡b#£ m¢R¥bgh¿ nyr® m¢R¥bgh¿ia¥ ngh‹W r¥jäšyhkš Ãu¢ridæ‹¿
Ïa§»dhY« Ïj‹ braš ntf« nyr® m¢R¥ bgh¿iaél Fiwthfnt cŸsJ.

bghJthf xU Ï§¡b#£ m¢R¥bgh¿ lh£ nk£ç¡° m¢R¥bgh¿iaél mÂf
brythdjhF«. Mdhš, xU nyr® m¢R¥bgh¿¡F MF« bryéš ghÂ msnt
Ï§¡b#£ m¢R¥ bgh¿¡F M»wJ.

3. lh£ nk£ç¡° m¢R¥bgh¿ (Dot Matrix Printer): xU fhy¤Âš lh£ nk£ç¡°
m¢R¥ bgh¿ (Dot Matrix Printer) äfÎ« òfœbg‰wjhf és§»aJ. ÏJ äfÎ« gšJiw
ÂwikÍila, kèthd btëp£L rhjdkhF«. lh£ nk£ç¡° m¢R¥bgh¿æš m¢R¤
jiy ehlh têahf fh»j¤Âš gy òŸë nr®¡iffŸ _ykhf Mtz§fis (mšyJ
gl§fis) m¢ÁL»wJ. vdnt Ïj‰F lh£ nk£ç¡° m¢R¥bgh¿ v‹W
bgaçl¥g£LŸsJ. Ïj‹ ntf« beho¡F Ï¤jid vG¤J¡fŸ (Character per second)

v‹w mo¥gilæš msél¥gL»wJ. Ïj‹ bryÎ äfÎ« Fiwthdjhf ÏUªjhY«
ÏJ brašgL«nghJ äfÎ« r¥jkhfÎ«, bkJthfÎ« brašgL«. nkY«, Ïj‹ _y«
m¢Ál¥gL« Mtz§fŸ ju« Fiwthdjhfnt cŸsd.

gl« 1.13

4. tç m¢R¥bgh¿ (Line Printer): bgça fâåfëš ciu mo¥gilæyhd juÎ
brayh¡f m¿¡ifæid m¢Ál tç m¢R¥bgh¿ ga‹gL»wJ. tç m¢R¥bgh¿ xU
ãäl¤Â‰F 100 Kjš 3800 tçfŸ tiu m¢ÁL« mÂntf« cilajhf ÏU¡»wJ.
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flªj fhy§fëš tç m¢R¥ bgh¿fëš bgw¥gL« m¢R¡fë‹ ju« ca®thdjhf
Ïšiy. bjhêšE£g K‹nd‰w§fshš Ï¥nghJ ju« nk«g£L tU»wJ, Ï›tif
m¢R¥bgh¿fë‹ éiy Ïy£r« %ghŒ tiuÍŸsJ.

gl« 1.14

1.6.3.  Ãsh£l® (Plotter)

xU Ãsh£l® (tiué) v‹gJ Áw¥ò tif btëp£L¢ rhjdkhF«. xU m¢R¥
bgh¿ia¥ ngh‹W fh»j¤Âš gl§fisÍ«, Mtz§fisÍ« m¢Á£l nghJ« ÏJ
xU é¤Âahrkhd Kiwæš m¢Ál¥gL»wJ. Ãsh£l®fŸ bgça tiugl§fŸ, f£ol
tiugl§fŸ k‰W« ÏaªÂu¥ bghUŸfS¡fhd tiugl§fis m¢ÁL« t©z«
totik¡f¥g£LŸsJ. tH¡fkhd m¢R¥bgh¿fis fâåÍl‹ Ïiz¡f¥
ga‹gL« ngh®£fŸ (Port) _ykhf Ãsh£l®fisÍ« fâåÍl‹ Ïiz¡f ÏaY«.

gšntW ãw¥ ngdh¡fis jh§» ã‰F« bf£oahd nu¡ k‰W« fâå kåj
(Robotic) nuhgho fu« Ï›tif m¢R¥bgh¿æ‹ xU m§fkhF«. (xU fâåæèUªJ
Ãsh£l® tif m¢R¥bgh¿fŸ bgW« m¿ÎW¤jšfë‹go xU tçia v§F bjhl§»
v§F Ko¡f nt©L« v‹gjhF«. Ï¤jftYl‹ Ãsh£l® m¢R¥bgh¿ jFªj
t©z« bfh©l ngdhit jdJ (Robotic) fu¤jhš vL¤J, v§F Mu«Ã¡f
nt©Lnkh m§F bjhl§», v§F Ko¡f nt©Lnkh mJtiu fh»j¤Âš nfhL
tiu»wJ. Ãsh£l® tif m¢R¥bgh¿fŸ tçirahd äf¢Á¿a ne®nfhLfŸ _ykhf
tisÎfis tiu»wJ.

Ãsh£l® m¢R¥bgh¿fŸ Ïu©L totik¥Ãš tU»wJ.

1. Ãsh£ bg£: ga‹gL¤j¥gL« fh»j¤Â‹ msé‰nf‰g nkirÛJ it¤J¡
bfhŸsj¡f äf¢ Á¿a tif m¢R¥ bgh¿ahF«.

2. ou«: Ï›tif Ãsh£l® m¢R¥bgh¿æš äf Úskhd fh»j nuhšfis
ga‹gL¤j ÏaY«.

gl« 1.15
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1.6.4.  xèbgU¡»

xèbgU¡» (gl« 1.16š fh£l¥g£LŸsJ) v‹gJ k‰WbkhU btëp£L¢
rhjdkhF«. ÏJ Ïirfis¡ nf£fÎ« k‰wt®fSl‹ eh« fâå _y« ciuahlÎ«
cjÎ»wJ.

gl« 1.16

4. Ñœf©l th¡»a§fëš “rç” mšyJ “jtW” v‹W gÂš më¡fÎ«

(a)  kÎ° xU btëp£L¢ rhjdkhF«.

(b)  OCR v‹gJ M¥o¡fš cŸsl¡f ßl®

(c)  LCD khå£l® ifal¡f fâåæš ga‹gL¤j¥gL»wJ.

(d)  lh£ nk£ç¡° m¢R¥bgh¿æ‹ ntf« xU beho¡F Ï¤jid vG¤J¡fŸ
    v‹w toéš msél¥gL»wJ.

(e)  Ãsh£l® tif m¢R¥ bgh¿fŸ ca®jukhd gl§fis tiuaÎ«. f£ol
tiugl« mšyJ ÏaªÂu¥ bghUŸfS¡fhd tiugl§fis tiuaÎ«
ga‹gL¤j¥gL»wJ. ga‹gh£L ãušfŸ v‹gJ guªj tif
bk‹bghUshF«. FW¡»a k‰W« FW¡fhj nfh¥ò bk‹bghUŸ. itu°
vÂ®¥ò bk‹bghUŸ ngh‹wit ga‹gh£L ãušfS¡F vL¤J¡fh£LfŸ
MF«.

1.7.  bk‹bghUŸ (Software)

gl« 1.17
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xU fâå jhdhf vJÎ« brŒa ÏayhJ v‹gij Ú§fŸ m¿Å®fŸ. xU fâå
v‹d brŒa nt©L«, v›thW brŒa nt©L« k‰W« v¥bghGJ brŒa
nt©Lbk‹W Ú§fŸ jh‹ m¿ÎW¤j nt©L«. xU gâia nk‰bfhŸtj‰F Ú§fŸ
m¿ÎW¤jšfë‹ bjhF¥ig xU F¿¥Ã£l tçiræš bfhL¡f nt©L«.
Ï›tifahd m¿ÎW¤jšfë‹ bjhF¥ng Â£l§fŸ v‹W miH¡f¥gL»wJ.
bk‹bghUŸ v‹gJ xU Â£l¤ bjhF¥ghF«.  mJ xU t‹bghUŸ xU F¿¥Ã£l
gâia F¿¥Ã£l xG§»š brŒJ Ko¡f brŒ»wJ. bk‹bghUŸ Ñœf©lthW
K¡»a tif bk‹bghUŸ k‰W« Jiz tif bk‹bghUŸfshf tif¥gL¤jyh«.

1.7.1.  fâå bk‹bghUŸ

xU fâåia eh« Ïa¡f Mu«Ã¡F«nghJ go¡f k£Lnk ga‹gL«
ãidtf¤ÂYŸs Â£l§fŸ brašgL¤j¥gL»wJ. mJ fâåæ‹ gšntW
ghf§fis brašgl¢ brŒj eh« mij ga‹gL¤j jah® brŒ»wJ. Ï›tifahd
Â£l§fë‹ bjhF¥Ã‰F fâå bk‹bghUŸ v‹W bga®.

fâå bk‹bghUŸ v‹gJ Â£l§fë‹ bjhF¥ghF«. ÏJnt, xU fâåæ‹
Ïa¡f¤Â‰F bghW¥gh»wJ. nkY« ÏJ xU fâåæ‹ gšntW Ïa¡f§fis
f£L¥gL¤jÎ«. fâå ts§fis ã®t»¡fÎ« cjÎ»wJ. Ïa¡f Kiwia
(Operating System) Ï›tif bk‹bghUS¡F cjhuz« MF«.

xU Ïa¡f Kiwik bk‹bghUŸ. xU gadhë fâåÍl‹ bjhl®ò bfhŸs
t‹bghUŸ rhjd§fis ã®t»¡fÎ« guhkç¡fÎ« cjÎ»wJ. nkY« ga‹gh£L
ãušfS¡F Jizòç»wJ. Áy Áwªj Ïa¡f KiwfS¡F cjhuzkhf Unix,

Windows k‰W« Linux M»aitfis¡ Twyh«.

xU fâåia¥ ga‹gL¤jÎ«, guhkç¡fÎ« njitahdt‰iwÍ« Ïa¡f Kiwik
ÏUªjhY«, mJ x›bthUtuJ gadhëæ‹ vÂ®gh®¥òfisÍ«, jé®¡f ãiwÎ brŒa
Koaéšiy. Ï¡Fiwia¥ ngh¡f eh« ntbwhU Ïa¡f Kiwikia ga‹gL¤j
nt©oÍŸsJ. mj‰F ga‹gh£L Ïa¡f Kiwik (Utilities) v‹W bgauhF«. xU
Ïa¡f Kiwikæ‹ brašgh£L¤ j‹ik¡F«, xU gadhëæ‹ njit¡F« Ïilæš
cŸs Ïilbtëia Ïiz¡F« ghykhfnt Ï›tif ãušfŸ cŸsd.

1.7.2.  ga‹gh£L bk‹bghUŸ

ga‹gh£L bk‹bghUŸ v‹gJ têKiwfë‹ bjhF¥ghF«. ÏJ xU F¿¥Ã£l
gâæid ãiwnt‰w jah® brŒa¥gL»wJ. cjhuzkhf, xU üyf¤ij ã®thf«
brŒa üyf jftš mik¥ò v‹w ga‹gh£L bk‹bghUŸ ga‹gL¤j¥gL»wJ. ÏJ
ò¤jf étu§fŸ fz¡F it¤ÂU¥ngh® étu§fŸ ò¤jf« tH§Fjš k‰W« ÂU«g¥
bgWjš M»a étu§fis ã®thf« brŒa cjÎ»wJ. k‰WbkhU ga‹gh£L
bk‹bghUshf khzt®fŸ jftš mik¥ò bk‹bghUŸ és§F»wJ. ÏJ
khzt®fë‹ tçir v©, bga®, jhŒ, jªij bga®, Kftç, tF¥ò, ÃçÎ nkY« nj®Î
KoÎfis Kiw¥gL¤j cjÎ»wJ. ga‹gh£L bk‹bghUis ÑœfhQ« tifæš
Ïu©L éjkhf Ãç¡fyh«.

(a) bghJthd bjhF¥ò (Generalized package)

(b) jå¥gadhë bjhF¥ò (Customized package)

bghJthd bjhF¥ò: Ï›tif bk‹bghUŸ gadhë¡F äfÎ« e‹ikahf
és§F»‹wJ. ÏJ gadhëfë‹ bghJ njitfis ãiwnt‰W« t©z«
vGj¥gL»wJ. Mtz§fŸ jah® brŒaÎ«, gl§fŸ tiuaÎ«, juÎ js« k‰W«
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jftš nkyh©ik brŒaÎ« éisah£L¡fŸ éisahlÎ«, és¡f fh£ÁfŸ jah®
brŒaÎ« bghJthd bjhF¥ò bk‹bghUŸfŸ ga‹gL»‹wd.

ÏJ xU Â£lKiwfë‹ bjhF¥ghF« FGthF«. ÏJ xU F¿¥Ã£l Á¡fiy¤
Ô®¡f ga‹gl¡Toa fUéahf és§F»wJ.

Ñœf©lit Áy bghJthd bjhF¥ghF«.

brh‰brayh¡f bk‹bghUŸ (Word Processing Software): Word perfect, Ms-Word,

Open Office, Org writer Ïit Mtz§fŸ jah® brŒa ga‹gL»‹wd.

m£ltiz braè bk‹bghUŸ (Spread Sheets):

• Lotus Smart Suites, Ms Excel, Open office, Org. Calc Apple Numbers Ïit
juÎfis MŒÎ brŒa¥gL»‹wd.

• és¡f¡ fh£ÁfŸ (Presentations)

• Presentation Graphics, MS-PowerPoint, Open Office, Org Impress

• juÎ js nkyh©ik Kiw (Data base Management System)

• MS Access, Open Office, Org Base, MS SQL Server, Oracle

• »uhÃ¡° fUéfŸ (Graphics Tools)

• Paint Shop Pro, Adobe Photoshop

jå¥gadhë bjhF¥ò (Customized Package): xU jå¥g£l mik¥ò mšyJ
ãWtd¤Â‹ F¿¥Ã£l njitfis ó®¤Â brŒa Ïªj¤ bjhF¥ò¥ ga‹ jU»wJ.

cjhuz«: (Student Information Details): khzt® jftš étu§fŸ, CÂa bjhF¥ò
Pay roll packages ÏU¥ò f£L¥ghL (Inventory Control))

jå¥gadhë bjhF¥òfŸ, ca®ãiy fâå bkhêæid¥ ga‹gL¤Â mÃéU¤Â
brŒa¥gL»wJ.

1.8.  fâå bkhêfŸ

bkhê v‹gJ bjhl®ò bfhŸs cjÎ« rhjdkhF«. bghJthf k¡fŸ xUtUl‹
xUt® VjhtJ xU bkhêæ‹ thæyhfnt bjhl®ò bfhŸ»wh®fŸ. mnj ngh‹W xU
fâåæèUªJ k‰bwhU fâåia bjhl®ò bfhŸsÎ« xU bkhê njit¥gL»wJ.
Ï«bkhêia gadhë k‰W« fâå ÏUtU« m¿ªJ it¤ÂU¥g®. v›thW M§»y«,
ïªÂ ngh‹w x›bthU fâå bkhê¡F« jå¥g£l éÂfŸ cŸsd. m›éÂ¡F
fâå bkhêæ‹ “th¡»a mik¥ò” (Syntax) v‹W bga®. gadhë Ïªj th¡»a
mik¥ig rçahf ga‹gL¤Â fâåÍl‹ bjhl®ò bfhŸs nt©L«.

fâå bkhêfis Ñœ¡f©lthW tif¥gL¤jyh«

1. Ñœãiy bkhê (Low Level Language)

Ñœãiy bkhê v‹gJ xU fâåahdJ xU bkhêia v›tsÎ beU¡fkhf òçªJ
bfhŸ»wJ v‹gij F¿¥gjhF«. Ñœ¡f©lit Ñœãiy bkhêfshF«.

(a) ÏaªÂu bkhê (Machine Langauge): ÏJ fâå neuoahf òçªJ bfhŸS«
xU bkhêahF«. (ÏJ  0 k‰W« 1 vd ÏU v©fŸ k£Lnk bfh©L vGj¥gL«
bkhêahF«) Ï«bkhê bgh¿æid rh®ªnj cŸsJ. Ï«bkhêæid f‰gJ
fod«, éLKiw ãuš vGJtJ mij él¡ fod«.
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(b) bjhF¥ò bkhê (Assembly language): Ï›tif bkhêæš fâåæ‹ òçÍ«
r¡Âia nk«gL¤J« t©z« milahs¡ F¿pLfŸ ga‹gL¤j¥gL»‹wd.
(Memonics ãidth‰wš  bgU¡F« fiy) ÏJnt ãuš f£lik¥ig nk«gL¤J«
Kjš go.

ÏaªÂu bkhêæid ãuyh¡f« brŒtij él, bjhF¥ò bkhê ãuyh¡f« brŒtJ
vëikahdJ Ïj‰F Fiwthd neunk njit¥gL»wJ. nkY«, bgh¿ bkhê
ãuyh¡f¤ij él bjhF¥ò bkhê ãuyh¡f¤Âš xU jtiw¡ f©LÃo¥gJ« rç
brŒtJ« vëjhdJ. Mdhš ÏJÎ« xU bgh¿ rh®ªjJ. ãuyhs®fŸ vªj¥ bgh¿æš
jh§fŸ vGJ« ãuš ga‹gl¥ngh»wnjh, mªj¥ bgh¿æid¥ g‰¿a m¿it¥
bg‰¿U¡f nt©L«.

2. ca®ãiy bkhê (High Level Language)

Ñœãiy bkhê bgh¿ rh®ªjbj‹gjhš m«bkhê¡F t‹bghUŸ g‰¿a éçthd
m¿Î njit¥gL»wJ. Ï¤jifa tu«òfis Ú¡f ca®ãiy bkhêfŸ gçzhk«
brŒa¥gL»wJ. Ï«bkhêæš tH¡fkhd M§»y« ga‹gLtjhš, vªjbthU
Ãu¢rid¡F« Ô®Î fhQ« bghU£L m¿¡iffis vëÂš òçªJ bfhŸ»wJ.
ca®ãiy bkhê fâå rh®ªjJ. vdnt ãuyh¡f« brŒtJ äfÎ« vëikahdJ.

gšntW ca®ãiy bkhêfŸ ÑnH bfhL¡f¥g£LŸsd.

• Basic Beginners All Purpose Symbolic Instruction Code

ÏJ gutyhf ga‹gL¤j¥gL»wJ. ÏJ f‰W¡bfhŸs vëikahd bghJ¥
ga‹gh£L bkhêahF«.

• COBAL (Common Business Oriented Language)

ÏJ xU ju¥gL¤j¥g£l bkhêahF«. tâf¥ ga‹ghLä¡fJ.

• Fortan (Formula Translation)

fâj« k‰W« éŠPhd Ãu¢ridfS¡F Ô®Î fhz cUth¡f¥gL»wJ.
m¿éaš r_f¤Âš bgU«ghY« ga‹gh£oYŸs òfœbg‰w bkhêfëš ÏJÎ«
x‹W.

• C: ÏJ xU f£lik¡f¥g£l ãuyh¡fkhF«. m¿éaš ga‹ghL, tâf¥
ga‹ghL éisah£L ts®¢Á v‹W mid¤J njitfS¡F« ga‹gL»wJ.

• C++: ÏJ bghJ ga‹ghLilaJ. bghUŸ rh®ªj Ãugykhd euyh¡f
bkhêahF«.

1.9  ãuš bga®¥Ã k‰W« bjhF¥ò (Compiler and Assembler)

ca®ãiy bkhê, ÏaªÂu rh®ªjÂšiy v‹W« bjhF¥òbkhê bgh¿ rh®ªjbj‹W«
Ú§fŸ m¿Å®fŸ. ÏUªjhY« m¿ÎW¤J« ÃuÂãÂ¤Jt« (ãidth‰wš bgU¡F
fiy) Memories neçilahf bgh¿ òçªj bfhŸtÂšiy. vdnt bgh¿ òçªJ
bfhŸtj‰fhf bjhF¥ò k‰W« mbr«¥s® ga‹gL¤j¥gL»wJ. ÏJ nk‰F¿¥Ã£l
ÏU bkhê _y« bfhL¡f¥gL« m¿ÎW¤jšfis bgh¿ bkhêahf kh‰w« brŒ»wJ.

gl« 1.18
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ca®ãiy bkhêæš vGj¥g£l ãuiy thÁ¤J, mj‰F rkkhd bgh¿ bkhê ãuyhf
kh‰w« brŒÍ« bk‹bghUŸ, bjhF¥Ã (Compiler) v‹W miH¡f¥gL»wJ.

ca®ãiy bkhêæš xU ãuyhs® vGJ« ãuY¡F “_yãuš” v‹W bga®. xU
bjhF¥Ãahš bkhê bga®¥ò¡F¥ Ã‹ cUth¡f¥g£l ãuš vd¥gL«.

ÁšY bkhêæš vGj¥g£l ãuiy thÁ¤J mj‰F rkkhd bgh¿ bkhê euyhf bkhê
kh‰w« brŒÍ« bk‹bghUŸ, mbr«Ãs® (Assembler) v‹W miH¡f¥gL»wJ.

gl« 1.19

5. Ñœ¡f©l th¡»a§fëš vJ rç? vJ jtW? v‹W vGJf.

(a) Ïa¡f Kiwik OS xU ga‹gh£L bk‹bghUŸ.

(b) ca®ãiy bkhêfis ãuš brŒtJ, jhœãiy bkhêfis ãuš brŒtij
él vëikahdJ?

(c) FORTRAN v‹w fâå bkhê, éŠPhd« k‰W« fâj Ãu¢rid
fS¡F Ô®Î fhz ga‹gL»wJ.

(d) C v‹gJ xU bghUŸ rh®ªj ãuš bkhêahF«.

(e) bjhF¥Ã (Compiler) v‹gJ ca®ãiy bkhêfis¥ bgh¿ bkhêfshf
kh‰W»‹wJ.

1.10. Ú§fŸ v‹d f‰WŸÇ®fŸ

xU fâå btëòw rhjd§fshd éir¥gyif, kÎ°, bk‹Âiu, xèbgU¡»
ÏitfSl‹ Ïil¢braš òçÍ« nghJ k£Lnk gaDŸsjhf ÏU¡»‹wJ. Ïªj¥
ghl¥gFÂæš eh« bgça btë¥òw rhjd§¡is¥ g‰¿ éthÂ¤JŸnsh«.
t‹bghUŸfŸ bk‹bghUŸfŸ cjéæ‹¿ jhdhfnt vJÎ« brŒJél KoahJ
v‹gij f‰WŸnsh«. vdnt, bk‹bghUis¥ g‰¿Í«, mj‹ tiffŸ g‰¿Í«,
bk‹bghUŸ jahç¡f ga‹gL« fâå bkhêfis¥ g‰¿Í« m¿ªJŸnsh«.

1.11  gæ‰Á édh¡fŸ

1. xU fâå v‹whš v‹d? fâåæ‹ mo¥gil mik¥ig és¡F«
bjhFÂ tiugl« tiuªJ mj‹ gšntW myFfŸ brašghLfis és¡Ff.

2. cŸÇ£L¢ rhjd« v‹whš v‹d? gšntW K¡»a cŸÇ£L¢ rhjd§fis
RU¡fkhf étç.

3. CRT k‰W«  LCD M»a mo¥gil fâå Âiufis étç¡f.

4. xU bk‹bghUŸ v‹whš v‹d? mj‹ gšntW ÃçÎfis xU és¡f¥
gl¤Jl‹ éthÂ¡f.

5. fâå bk‹bghUŸ k‰W« ga‹gh£L bk‹bghUŸ ntWgL¤Jf.
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6. ÁWF¿¥ò tiuf.

(a) nyr® m¢R¥bgh¿ (Laser Printer)

(b) ca®ãiy bkhê (High Level Language)

(c) bjhF¥Ã (Compiler)

(d) Ãsh£l® (Plotter)

1.13  gæ‰Á édh¡fS¡fhd éilfŸ

1. xU fâåæš eilbgW« IªJ tifahd brašghLfŸ cŸÇL, nrä¥ò,
brayh¡f«, btëpL k‰W« f£L¥gL¤jš

2. ALU : fz¡»aš j®¡f myF

CU : f£L¥gh£L myF

CPU : ika brayh¡f myF

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

4. (a)  jtW (b)  jtW (c)  rç (d)  rç (e) rç

5. (a)  jtW (b)  rç (c)  rç (d)  jtW (e)  rç
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2.1  K‹Diu

Ï‹iwa fhy¤Âš Ïa¡F« Kiwikæš tiufiy gaÜ£lhs® Ïil Kf¥ò
(Graphical User Interface - GUI) ga‹gL¤j¥gL»wJ. Ï§nf jh§fŸ Ïa¡F«
Kiwikæš, njitahd všyh f£lisfisÍ« ãidéš it¡f¤ njitæšiy.
f£lisfŸ E©gl§fshf (Icons) ä‹ Âiuæš fhz¥gL«. äfÎ« ÃuÁ¤Â bg‰w
Ïa¡F« Kiwikahf Ïªehëš rhsu§fŸ (Windows) cŸsd.

é©nlh° Ïa¡F« Kiwik é©nlh° 95 (Windows 95), rhsu§fŸ 98 (Windows

98), é©nlh° 2000 (Windows 2000) gçzhk ts®¢Áæš fhy¥ngh¡»š mik»wJ.
Ï¥bghGJ Windows XP, Windows Vista, Windows 7 ngh‹witfŸ cgnahf¤Âš
cŸsd. Ï¥ghl¤Âš Windows XP æ‹ K¡»a m«r§fis fh©ngh«.

2.2.  neh¡f§fŸ (Objectives)

Ïªj ghl¤ij go¤jÃwF eh« Ñœf©l étu§fis és¡f KoÍ«.

� Windows XP æ‹ Áw¥ò m«r§fŸ

� gytifahd E©gl§fŸ (Icons) k‰W« mitfë‹ Áw¥ò m«r§fŸ

� nfh¥ò nkyh©ik (File Management) étç¤jš.

gl« 2.1

Ïa¡f mik¥ò

2

(Operating System)
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12.3.  é©nlh° XP (Windows XP) æ‹ TWfŸ

2.3.1.  c£òFjš (Logging on)

fâå tiy¥Ã‹dèš (Computer Network) Ïªj Kiw xU gFÂahf itÍ§fŸ
m¥nghJ fâå Kiw (Computer System) mjhtJ Windows XP cl‹ nr®ªj
Mu«Ã¡F nghJ WINDOWS mšyJ Network Âiuæ‹ cŸns br‹W XL« rhjd«
(Log in screen to log) »il¡F«.

rhjd¤ij¢ brašgL¤j Ñœf©l Kiwfis¢ brašgL¤jyh«.

1. ÏufÁa th®¤ij (Password) ÏUªjhš mij cgnahf¥gL¤jÎ«

2. Key (éir mG¤jyh«)I “»ë¡” brŒayh« mšyJ Enter KeyI j£lÎ«.

gl« 2.2

2.4 é©nlh° XP Kf¥ò Âiuæ‹ TWfŸ

(Windows XP Desktop Elements)

tiffis Mu«Ã¤jš °lh¥ bkD (Start Menu)

°lh®£ bgh¤jhid (Start button) mG¤J«nghJ (Click) Âiuæš »il¡f¡Toa
všyh éU¥g nj®ÎfS« (Options) Windows I cgnah»¡f »il¡F«.

gl«. 2.3
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Overview of the Options

Task Description

All Programs Displays a list of installed program, which a user

can start or use.

My Documents Displays a list of document used by the current

user.

My Recent Documents Displays a list of recently used document by the

current user.

My Picture Displays a list of picture/photos used by the current

user.

My Music Displays a list of music/songs used by the current

user.

Control Panel Displays a list of utility configure the computer

system and install software and hardware

Printers and Faxes Displays a list of currently installed printers and

faxes in the current computer system

Help and Support Start the XP help and support program to find how

to do a task in windows

Search Helps the user to find Displays a list of document

used by the current user files, folder and other

networked computer and shared resources.

Run Start a application program or execute a DOS

command

Log Off Log off the currently logged in user of the sytem

Turn Off Computer Close currently opened program, log of the current

user and switch off the computer system

m£ltiz

gâ¥g£il / lh°¡ gh® (Task Bar)

jh§fŸ fâå Ïa¡f¤ij Mu«Ã¡F«nghJ Mu«g« brašgyif Âiuæ‹ Ñœ
bjç»wJ. nkY« rhsu§fŸ brašg£L¡ bfh©oU¡F«nghJ jtW bjç»wJ.

gl« 2.4
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v¥nghJ têKid bjhF¥ò eilKiwæš ÏU¡»wnjh rhsu« ÂwªJ ÏU¡»wnjh,
Ïªj têKiw¤ bjhF¥Ã‰fhd xU Á‹ik braš gyifæš njh‹W«. mªj
Á‹d¤ij braš gyif »ë¡ brŒjhš mj‰fhd têKiw btëtU«. rhsu«
mšyJ têKiw bjhF¥ò _l¥gL« nghJ Á‹d« jhdhfnt kiwªJ éL«.

xU ga‹gh£il Jt§f (Start a program)

têKiw bjhF¥ig Mu«Ã¡f Ñœf©l Kiwfis brŒayh«

1. Start bgh¤jhid (Button) mG¤jyh« (Click)

2. “All Programs” mG¤jÎ«.

3. Ô®khå¡f¥g£l nfh¥òiu (Folder) mjhtJ Accessories R£o¡fh£LtJ
Ô®khå¡f¥g£l têKiw bjhF¥ig Ïa¡f mij mG¤jyh«.
v.fh. Paint.

ga‹gh£oèUªJ btëtUjš (Quitting a Program)

têKiw bjhF¥ÃèUªJ btëtu rhsu¤Â‹ (Windows) nkš tyJòw _iyæš
cŸs KoÎ bgh¤jhid (Close Button (X)) nj®ªbjL¡fÎ« (Select) mG¤jÎ«.

cjé bgWjš (Getting help)

M‹iy‹ cjéÍ« cWJizÍ« (Help and support) rhsu§fis (Windows) f‰f
Áw¥ghf cgnahf¥gL«. xUt® F¿¥Ã£l jiy¥ò mšyJ j‰nghija ntiyia brŒJ
Ko¡f cjé bgw KoÍ«. cjéia bgw Mu«g bgh¤jhid (Start Button) mG¤jÎ«.

� cjé k‰W« têfh£lš v‹w (Help and Tutorial) éU¥g¤ij mG¤jyh«.

� cjé cWJiz g£oaš jiy¥òfëY«, ne®ãiy ml§»a g£oaš Âiuæš
fh£Á (Online Tutorial) më¡»wJ. xUt® Âiuæš jhtiyfis (Tabs)

Ô®khå¡f¥g£l jftiy¥ gy têfëš njl KoÍ«.

gl« 2.5
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� ntiyia Ko¥gJ mšyJ xU F¿¥Ã£l jiy¥ig njo¡ f©LÃo¡f, njLjš
brhšiy il¥ brŒayh«.

� tçirÍl‹ “g£oayhf” cŸs xU F¿¥Ã£l jiy¥ig, mfu tçiræš ÏUªJ
f©LÃo¡f F¿p£L jhtiy mG¤jyh«.

� cjé jiy¥òfis nr®¡fÎ« éU¥gkhditfŸ ml§»a g£oaiy
f©LÃo¡fÎ« éU¥gkhditfŸ (favorites tab) v‹w th®¤ijæš mG¤jÎ«.

� Ú§fŸ flªj fhy¤Âš thÁ¤j g£oaèš cjéd k‰W« cWJiz (Help and

Support) g¡f§fëèUªJ f©LÃo¡f “tuyhW” (History) v‹w brhšiy
mG¤jyh«.

� ik¡nuhrh¥£ M‹iy‹ cWJiz (Microsoft online support) k‰W« rhus¤Âš
brŒÂ gçÎ (News groups on windows) ngh‹wt‰¿š gytifahd jftšfŸ
bgw “cWJiz”(Support) v‹w th®¤ijia mG¤jyh«.

� jh§fë‹ njit¡F jFªjh‰nghy cjé k‰W« cWJiz ika¤Â‹
f£lik¥Ã‰F “éU¥g«” (Option) v‹w th®¤ijia mG¤jyh«.

� cjé k‰W« cWJiz rhsu§fis Ko¥gj‰F rhsu¤Â‹ (Window) tyJ
g¡f nk‰òw _isæYŸs KoÎ bgh¤jhid (Close Button (X)) mG¤jÎ«.

nfh¥òfisÍ« nfh¥òiufisÍ« f©LÃo¡f (Locating Files and Folders)

c§fS¡F Mtznkh mšyJ nfh¥òiunah (Document or Folder)

bjçaéšiyah? t‹ jfL (Hard Disk) FW¤j£L (CD) mšyJ tiy¥Ã‹dš Ïa¡»
(Network drive) ngh‹w Local Storageš njLjš Jiz (Search Companian) v‹w
th®¤ijia cgnah»¡fyh«. “njLjš” (Search) gy nfh¥òfë‹ F¿pLfis
fâåæš ã®t»¡»wJ. ÏJ ngh‹w njLjšfis éiuÎgL¤J»wJ.

nfh¥òfisÍ« nfh¥òiufisÍ« njLjš

1. StartI »ë¡ brŒaÎ«, nkY« SearchI »ë¡ brŒaÎ«.

gl« 2.6
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2. Windows‹ ÏlJòw« cŸs všyh nfh¥òfisÍ« nfh¥òiufisÍ« “Select”
brŒaÎ«.

3. nfh¥ò mšyJ nfh¥òiuæ‹ bgaiu gFÂahfnth mšyJ KGikahfnth
il¥ brŒaÎ«. mšyJ njl¥gL»‹w nfh¥Ãš cŸs th®¤ijia mšyJ
brh‰bwhl® (Phrase)I il¥ brŒaÎ«.

4. éra¤Â‹ Ïu©oš x‹W Tl c§fS¡F bjçaéšiy v‹whš ÛjKŸs
Optionfëš x‹iwnah mšyJ x‹W¡F nk‰g£litfisna Select brŒayh«.

� Look in v‹w Ïl¤Â‰F br‹W Drive, Folder mšyJ jh§fŸ njL»‹w
tiyaikit NetworkI mG¤jyh«.

� cUth¡f¥g£l mšyJ kh‰w« brŒa¥g£l mšyJ F¿¥ghd njÂfS¡
»ilnaahd nfh¥òfëš (Files)š “When was it modified” v‹w
th¡»a¤ij (Click) mG¤jÎ«.

� F¿¥Ã£l msÎfshd nfh¥òfis (Files) gh®¥gj‰F “What size is it?” v‹w
th¡»a¤ij »ë¡ brŒaÎ«.

� TLjyhd njL»‹w Â£lkhd msit (Criteria) F¿¥ÃLtj‰F “More

advanced options” v‹w th¡»a¤ij mG¤jÎ«.

5. xU jlit jh§fŸ F¿¥ÃL»‹w njL»‹w Â£lkhd msit _o
Âw¡»‹wnkh nfh¥òfis (File) f©LÃo¡f SearchI mG¤jÎ«.

mšyJ mJnghy jh§fŸ Ïiza js¤Ânyh (Internet) mšyJ jh§fë‹ k¡fŸ
éyhr§fŸ ml§»a ò¤jf¤Ânyh F¿¥Ã£l brŒÂia njl KoÍ«. Ãç©l® mšyJ
fâåia g‰¿ Tl tiyaikéš (Network) njl KoÍ«.

KGikahd mik¥ig kh‰Wjš (Changing system settings)

f£L¥gh£L gyif rhjd§fis cgnah»¥gj‹ _y« jh§fŸ Windows look and

work têia gH¡f¥gL¤Â¡ bfhŸsyh«. jh§fŸ òÂa t‹bghUŸ Hardware

mik¡fyh«.

jh§fŸ t‹bghUŸ brŒKiwia (Software Program) Ú¡fnth mik¡fnth brŒa
KoÍ«.

nki#¡ fâåæš gh®¤J czUjš k‰W« Ï‹D« gyt‰iw kh‰wyh«. gadhë
rhsu§fë‹ Áwªj (Windows) ã®thf¤Â‰F ã®thf rhjd§fis ga‹gL¤jyh«
ãfœ¢Áia gh®¥g® gFÂ v.fh. (Ever viewers Comment Service) ngh‹wit.

f£L¥ghL mik¥ò (Control Panel) it »ë¡ brŒaÎ«.

Ô®khå¡f¥g£l rhjd¤ij cgnah»¡f mij¤ bjçÎ (Select) brŒaÎ«.

cjhuzkhf j‰nghJ ÏU¡»w cgnah»¥ghsç‹ mik¥òfis òÂjhf cUth¡
fnth mšyJ kh‰wnth f£L¥ghL FGéš cŸs (Control Panel) cgnah»¥ngh®
fz¡F (User Account) v‹w jiy¥ig Á‹d¤ij (Icon) »ë¡ brŒaÎ«.

ik f«¥ô£l® ga‹gL¤Jjš (Using My Computer)

vdJ fâå (My Computer) be»œ (Floppy) ml¡f§fisÍ«, t‹j£L (Hard Disk)

FWªj£L go¡f k£L« cŸs ãidtf« (CD) (ROM) tiy¥Ã‹dš Ïa¡f« (Network

Drives) fh£Áaë¡»wJ. xUt® njlÎ« nfh¥òfisÍ« nfhitfisÍ« Âw¡fÎ«
f£L¥gh£L¡ FGéš (Control Panel) cŸs éU¥g§fis (options) fâå mik¥Ãš
kh‰wÎ« cgnah»¡fyh«.
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vdJ fâå (My Computer) ia cgnah»¡f StartI »ë¡ brŒaÎ« mj‹ ÃwF
vdJ fâåia (My Computer) I »ë¡ brŒaÎ«.

gl« 2.7

nrä¥gf cŸsl¡f§fis btë¡fh£Ljš

� t‹j£il (Hard Disk) gh®¥gj‰F, t‹j£L Ïa¡»fis Ú§fŸ gh®¡f
éU«ò»w C.D. ngh‹w Ïa¡»ia (Drive) Ïu©L »ë¡ brŒaÎ«.

� Ú¡f¡Toa nrä¥gf¤Jl‹ Toa Clf§fëš, go¡f k£L« cŸs ãidtf§
fis xU Á.o.M®.X.v« (CD - ROM) mšyJ k‰w Clf¤Ânyh xU nfh¥ò
mšyJ nfhit (File or Folder) f©LÃo¡f eh« gh®¡f éU«Ãa r«kªj¥g£l
nrä¥ò Clf¤ij Ïu©L Kiw (Double Click) mG¤jÎ«.

� fâåæš nfh¥òfŸ nrä¤J it¤jèš (Files Stored on this Computer)

nfh¥òiuæš FolderI Ïu©L Kiw (Click) mG¤jÎ«.

2.5.  é©nlh° nfh¥ò ã®thf« (File management in windows)

rhsu¤Âš nfh¥ò ã®thf« Windows explorer mšyJ vdJ fâå (My Computer)

Window explorer tH¡fkhd nfh¥òfŸ, nfh¥òiufisÍ« k‰W« nrä¥ò Ïa¡»fis
btë¡fh£L«. nkY« tiyÃ‹dš Ïa¡»fisÍ« fh£L«. Windows explorer

nfh¥òfisÍ« nfh¥òiufis fh¥Ã brŒa ef®ªj kWbgaçl k‰W« njl
ga‹gL»wJ. xU nfh¥ig efš brŒa mJ ÏU¡F« nfh¥òiufis ÂwªJ mªj
nfh¥ig ÏG¤J mJ v§F it¡f nt©Lnkh m§F it¤Jélyh«.
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gl« 2.8

nfh¥òfS« nfh¥òiufS« t‹j£LéèUªJ Ãç¡f¥gL« nghJ m§nf rhsu§fŸ
kW RH‰Á bjh£oæš Û£blL¤jš tiu mšyJ kW RH‰Á bjh£o fhšahF« tiu
it¡fyh«. Ú¡f¡Toa nrä¥ò Clf§fis tiy¥Ã‹dš Ïa¡» ãuªjukhf
Ãç¤bjL¡f¡Toa nfh¥òfS« nfh¥òiufS« nrä¥ò Clf§fëèUªJ
Ãç¡f¥gL»wJ. nkY« mit kWRH‰Á bjh£o¡F mD¥g¥gLtÂšiy.

2.5.1.  rhsu§fŸ têahf njLjiy cgnah»¤jš (Using Windows Explorer)

gl« 2.9
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Windows explorerI Âw¡f

1. StartI »ë¡ brŒaÎ«

2. všyh têKiw¤ bjhF¥òfisÍ« (All programs) F¿¥ÃlÎ«

3. všyh Jiz cgfuz§fisÍ« F¿¥ÃlÎ«. mj‹ ÃwF “Windows

Explorer »ë¡ brŒaÎ«.

vdJ Mtz¤ij (My Document) cgnah»¤J nfh¥òfisÍ« nfhitfisÍ« ÃuÂ
vL¤jY« ef®¤jY« (Copying or moving a file or folder using my document)

StartI »ë¡ brŒaÎ«. mj‹ ÃwF My Document I »ë¡ brŒaÎ«.

ÃuÂ vL¥gj‰fhf nfh¥ignah mšyJ nfh¥òiuianah (File of Folder) »ë¡
brŒaÎ« m¥nghJ x‹W¡F nk‰g£l file mšyJ folder I xnu neu¤Âš ÃuÂ vL¡f
KoÍ«.

gl« 2.10

� x‹W¡F nk‰g£l (File) mšyJ Folder I Select brŒa Kjš file mšyJ
Folder I Shift Key mG¤ÂÍ« ÑnH Ão¡fÎ«. mj‹ ÃwF File mšyJ
FolderI »ë¡ brŒaÎ«.

� bjhl®¢Á Ïšyhj File fisÍ« Folder fisÍ« nj®Î Select brŒa
f©£nuhš (CTRL Key)I mG¤ÂÍ« ÑnH Ão¡fÎ«. mj‹ ÃwF ÃuÂ
vL¥gj‰fhf x›bthU File fisÍ«, Folder fisÍ« »ë¡ brŒaÎ«.

� ÂU¤J (Edit) tj‰F ÑnH ÃuÂ (Copy) I nj®Î (Select) brŒaÎ«.

� jh§fŸ Ïy¡» Ïa¡»ia (Target Drive) mšyJ Ïy¡F Ïa¡»¡F
nfh¥òiuia (Folder to the target drive) gÂ¤jš (Paste)I nj®Î (Select)

brŒaÎ«.
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2.5.2.  nfh¥ò étu§fis gh®¡f (View file details)

1. “Start” I »ë¡ brŒaÎ«. mj‹ ÃwF “My Documents” I »ë¡ brŒaÎ«.

2. gh®¡f nt©oa Files ml§» Folderš, Ïu£il »ë¡ (Double Click)

brŒaÎ«.

3. njh‰w¥g£oaèš (View Menu) étu§fis (Details) »ë¡ brŒaÎ«.

4. ÏJ bga®, il¥, msÎ Kjyhd File fis¥ g‰¿a étu§fis fh£L«.

2.5.3. efš k‰W« njLjiy cgnah»¤J nfh¥òfis
ÃuÂ vL¤jY« ef®¤JjY«

Start I »ë¡ brŒaÎ«, All programs I F¿¥ÃlÎ«. Jiz¥ bghU£fŸ Accessories

v‹w brhšiy F¿¥ÃlÎ«, mj‹ ÃwF Windows Explorer v‹w brh‰fis »ë¡
brŒaÎ«.

nfh¥ò (File) milÍ« Ïl« mšyJ jh§fŸ éU«Ãa nfh¥òiu (Folder) btëna
bjç»wJ v‹gij jh§fŸ cWÂ¥gL¤Â¡ bfhŸs nt©L«.



Ïa¡f mik¥ò
Data Entry

Operations

F¿¥òfŸ

27Data Entry Operations

gl« 2.12

� milÍ« Ïl¤Â‰F File mšyJ Folder I ÏG¡fÎ«.

� tyJ kÎ° (Mouse) bgh¤jhid mG¤Âagona jh§fŸ xU étu¤ij
ÏG¤jhš jh§fŸ ef®¤j KoÍ«. k‰W« ÃuÂ vL¡f KoÍ« mšyJ òÂa FW¡F
têia (Short cut) File¡F cUth¡» òÂa Ïl¤Âš it¡f KoÍ«.

� mij ef®¤Jtj‰F gÂyhf étu¤ij (Item) ÃuÂ vL¡f mij ÏG¡F« nghJ
CTRL mG¤Â ÑnH Ão¡fÎ«.

� òÂa mikél¤Â‰F têKiw¤ bjhF¥ig Program bfh©L bršY«nghJ
mªj brŒKiw¡F FW¡F têia cUth¡F»wJ. brŒKiwia ef®¤J«
nghJ tyJ kÎÁ‹ g¡f¤ij mG¤jyh«. (Click) mj‹ ÃwF têKiw¤
bjhF¥ig òÂa mikél¤Â‰F bfh©L bršyyh«. jh§fŸ xU ã®th»ahf
(administration) cŸns br‹whš têKiw¤ bjhF¥ig (Program) ef®¤jyh«.

2.5.4.  òÂa nfh¥òiuia cUth¡Fjš (Create a new folder)

1. “Start” v‹w th®¤ijia mG¤Â (Click) mj‹ ÃwF My Documents v‹w
th®¤ijfis mG¤jÎ«.

2. File¡F ÑnH New v‹w th®¤ijia mG¤Â FolderI nj®Î (Select) brŒaÎ«.

3. xU òÂa nfh¥òiu New Folder tH¡fkhd bgaUl‹ òÂa nfh¥òiu New Folder

v‹W fh£Á më¡»wJ.

4. òÂa nfh¥giu¡fhf xU bgaiu il¥ (Type) brŒaÎ«.

5. xU nfh¥òiu rhsu¤Âš (Folder Window) cŸs bt‰¿l¤Âš mšyJ nki#
gÂ¥Ã‹ nkš kÎì‹ tyJ òwkhf »ë¡ brŒjhš New v‹w th®¤ijia
F¿p£L mj‹ nfh¥òiuia (Folder) mG¤Âdhš xU òÂa folder

cUth¡f¥gL«.



Ïa¡f mik¥ò
juÎ cŸÇL

elto¡iffŸ

F¿¥òfŸ

28 juÎ cŸÇL mo¥gilfŸ

2.5.5.  xU nfh¥ò mšyJ nfh¥giu¡F kW bgaçLjš (File of Folder)

1. “Start” v‹w th®¤ijia mG¤Â (Click) mj‹ ÃwF Mtz§fŸ (My

Documents) v‹w th®¤ijfis mG¤jÎ«.

2. File v‹w th®¤ijnah mšyJ kWbga® it¡f éU«ò« nfh¥òiuianah
(Folder) mG¤jÎ« (Click)

3. File ¡F ÑnH Rename v‹w th®¤ijia mG¤jÎ« (Click)

4. òÂa bgaiu (New Name) il¥ (Type) brŒaÎ«. mj‹ ÃwF EiHÎ éiria
(Enter Key) mG¤jÎ« (Press)

kÎ° I tyJòw« mG¤JtjdhY« mj‹ ÃwF Rename v‹w th®¤ijia
mG¤j (Click) brŒtjhY« File mšyJ Folder¡F« kWbgaçl KoÍ«.

2.5.6.  nfh¥ò mšyJ nfh¥òiuia Ú¡f (Delete a File or Folder)

1. Start v‹w th®¤ijia mG¤jÎ« (Click) mj‹ ÃwF vdJ Mtz§fŸ (My

Documents) v‹w th®¤ijfis mG¤jÎ«.

2. jh§fŸ éU«Ã Ú¡f nt©oa nfh¥òfS« nfh¥òiufS« (Files and Folders)

mG¤jÎ«. (Click)

3. File v‹w th®¤ij¡F ÑnH Delete v‹w th®¤ijia mG¤jÎ«.

4. nfh¥òitnah mšyJ nfh¥òiuianah (Folder) tyJòw« mG¤Â mj‹ ÃwF
Delete v‹w th®¤ijia mG¤Jtjdhš nfh¥òfisÍ« nfh¥òiufisÍ« Ú¡f
KoÍ«.

gl« 2.13
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5. Ú¡f¥g£l nfh¥òfS« nfh¥òiufS« kWRH‰Á bjh£oæš nrä¤J
it¡f¥g£oU¡F«.

6. mê¡f¥g£l nfh¥òit (File) Û©L« vL¡f nki# fâåæš RH‰Á bjh£o
Recycle Bin v‹w gl cUit (Icon) ÏUKiw mG¤jÎ«. FileI Û©L« vL¡f
tyJòw« mG¤Â mj‹ ÃwF Û©L« cUth¡Fjš Restore v‹w th®¤ijia
mG¤jÎ«.

7. ãuªjukhf xU File I mê¡f, Shift v‹w éiria mG¤Â Ão¤J¡ bfh©L
Recycle Bin¡F bfh©L bršyÎ«.

2.6.bk‹bghUŸ, t‹bghUis ãWÎjš

(Install Software, Hardware)

é©nlh° (Windows) òÂa bk‹bghUis (Software) ãWt éiuthd têia
bfhL¡»wJ. f£L¥gh£L FGéš nr®¤jY« mšyJ Ú¡FjY« (Add or Remove) xU
fâå Kiw têKiw bjhF¥ò k‰W« mj‹ TWfis ã®t»¡f cjÎ»wJ. Ïij
ga‹gL¤JtJ xUt® E©bk‹bghUŸ (Microsoft word) mšyJ (Access) mQFjš
Kjyhd go¡f k£Lk ãidtf« Á.o.M®.X.v«. (CD-ROM) éèUªJ éy»U¡f
mšyJ Ïiza Ïa¡» ãWt KoÍ«. mšyJ Ïiza¤ÂèUªJ (Internet)

rhsu§fis nk«gL¤Jjš (Windows Update) k‰W« òÂa m«r§fis nr®¡fnth
Ú¡fnth brŒayh«. Mu«g¤Âš ãWt¥glhj rhsu§fŸ rh®ªj _y¡TWfisÍ«
Ú¡fyh« mšyJ nr®¡fyh«.

gl« 2.14

2.6.1.  bk‹bghUŸ ãWÎjš (Install Software)

� Start v‹w brhšiy mG¤jÎ« (Click), Control Panel v‹w brh‰fis
mG¤jÎ« (Click)
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� “Add” v‹w brhšiynah mšyJ “Remove Programme” v‹w
brh‰fisnah ÏUkiw mG¤jÎ« (Click)

� “Add New Programs” v‹w brh‰fis mG¤J§fŸ mj‹ ÃwF FWªj£L
(CD) mšyJ be»œé£L Ïa¡» (Floppy Drive) Kjyhd bk‹bghUis
(Software) ãWt¥gL« mikélkhd Mjhu¤ij nj®ªbjL¡fÎ« (Select)

� bk‹bghUŸ (Software) ãWt Âiuæš cŸs têKiwfis (Instructions)

Ã‹g‰wÎ«

2.6.2.  bk‹bghUis kh‰WjY« Ú¡FjY« (Change or remove software)

1. Start v‹w brhšiy mG¤jÎ« “Control Panel” v‹w brh‰fis mG¤jÎ«

2. Add mšyJ Remove Programs v‹w brh‰fis ÏUkiw mG¤jÎ«.

3. Change mšyJ Remove Programs brh‰fis mG¤jÎ«. mj‹ÃwF Ú§fŸ
kh‰Wtj‰nfh mšyJ Ú¡Ftj‰nfh éU«g¡Toa têKiw bjhF¥ig
(program) nj®Î (Select) brŒaÎ«.

têKiw bjhF¥ig (Program) kh‰WtJ Change v‹w bgh¤jhid mG¤jÎ«.
(Click)

xU têKiw¤ bjhF¥ig (Program) Ú¡f Remove v‹w bgh¤jhid
mG¤jÎ«. (Click)

2.6.3.  rhsu§fis nk«gL¤JtÂèUªJ òÂa Áw¥g«r§fis nr®¤jš
(Add new features from windows update)

1. Start v‹w brhšiy mG¤jÎ« Control Panel v‹w brh‰fis mG¤jÎ«.

2. Add mšyJ Remove Programmes v‹w brh‰fis ÏUkiw mG¤jÎ«.

3. “Windows Update” v‹w brh‰fis mG¤jÎ«.

4. òÂa rhsu§fë‹ (Windows) Áw¥g«r§fŸ mšyJ rçbrŒa¥g£litia
mikél¤Âš mik¡fÎ« ãiy ãW¤jÎ« têKiwfis Ã‹g‰w nt©L«.

2.6.4. é©nlh° cW¥òfis nr®¤jš mšyJ Ú¡Fjš
 (Add or Remove a windows component)

gl« 2.15
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rhsu§fë‹ Áw¥g«r¤ij cgnah»¡f gadhë xU ã®th»ahf mšyJ ã®thf¡
FGé‹ cW¥Ãduhf cŸns nghf nt©L«.

1. Start v‹w brhšiy mG¤jÎ« control panel v‹w brh‰fis mG¤jÎ«.

2. Add mšyJ Remove Programs v‹w brh‰fis ÏUKiw mG¤jÎ«.

3. rhsu§fŸ TWfŸ têfh£o Window Components Wizard š cŸs têKiwfis
(Instructions) Ã‹g‰wÎ«.

2.6.5.  t‹bghUŸ ãWÎjš (Install Hardware)

c§fŸ fâå¡F (Computer) rhsu§fŸ xè m£il (Sound Card) xè k‰W« xë
m£il (Video Card) mšyJ tiyaikÎ m£il Kjyhd t‹bghUŸ cW¥òfis
mik¡f rhsu§fŸ (Windows) c§fS¡F cjé òç»‹wd.

gl« 2.16

1. Start v‹w brhšiy mG¤jÎ« Control Panel v‹w brh‰fis mG¤jÎ«.

2. Add hardware v‹w brh‰fë‹ ÏUKiw mG¤jÎ«.

3. Âiuæ‹ têfh£L be¿fis Ã‹g‰wÎ«.

1. Ñœ¡f©litfëš rçah jtwh v‹W vGjÎ«.

(a) Ú¡f¥g£l nfh¥òfŸ mšyJ nfhitfŸ kWRH‰Á bjh£o Recycle Binš nrä¤J
it¡f¥gL»‹wd.

(b) Edit Menué‹ Ñœ nfh¥òit (file) kWbga® brŒa KoÍ«.

(c) rhsu§fŸ (Windows) éiuthfÎ« btFthfÎ« òÂa bk‹bghUis (Software)

bfhL¡f KoÍ«.
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2. fhèahd Ïl¤ij ó®¤Â brŒf.

(a) nfh¥ò (file) Î¡F ÑnH __________ I mG¤J (Click) nkY« nfh¥òiuia (Folder)

nj®ªbjL (Select).

(b) xU (Item) éra¤ij ÏH¡F« nghJ __________ I mK¡F«nghJ (Press) jh§fŸ
File ¡F FW¡F têia cUth¡f KoÍ«.

(c) fâåia Mu«Ã¡F«nghJ fUé¥g£il (Task Bar) Âiuæš __________

c©lh»wJ.

(d) nfh¥òfŸ mšyJ nfh¥òiufŸ (Files or Folder) Ú¡f¥gL«nghJ __________

rhsu§fŸ (Windows) mitfis kWRH‰Á bjh£oæš it¡»wJ.

(e) bjhl®¢Áæšyhj File mšyJ Folder I mG¤J __________ (Key) éiria
mG¤Â jh§» Ão¡fÎ«.

2.7.jh§fŸ v‹d f‰¿U¡»Ö®fŸ (What you have learnt)

Ï¥ghl¤Âš jh§fŸ é©nlh° XP (Windows XP) æ‹ K¡»a m«r§fŸ g‰¿
bjçªJ bfh©O®fŸ.

Ï¥nghJ Ú§fŸ File mšyJ Folder mikél¤ij f©LÃo¡F« ãiyæš
cŸÇ®fŸ. nkY« File fis nkyh©ik brŒa rhsu§fŸ MuhŒjiy (Windows Ex-

plorer) ga‹gL¤j KoÍ«. nkY«, bk‹bghUisÍ«, t‹bghUisÍ« fâå ãWt
KoÍ«.

2.8. ÏWÂ édh¡fŸ (Terminal Questions)

1. nfh¥ò mšyJ nfh¥òiu (File or Folder) ia njLtj‰F gytifahd
elto¡iffis g£oaèL.

2. Ñœ¡f©lt‰iw étç¡f

(a) kWRH‰Á (Recycle Bin)

(b) fUé¥g£il (Task Bar)

(c) têKiw bjhF¥ig é£L btënaWjš (Quitting)

(d) rhsu§fëš nfh¥ò nkyh©ik (File Management in Windows)

3. fâåæš ÏUªJ xU nfh¥ò mšyJ nfh¥òiuia Ú¡Ftj‰fhd ãiyfis
vGJf.

4. fâåæš bk‹bghUŸ (Software) ãWt nt©oa elto¡iffŸ v‹d?

5. (File) nfh¥ò mšyJ nfh¥òiuæš (Folder) kWbga® kh‰w gytifahd
elto¡iffis vGJf.

2.9.gæ‰Á édh¡fS¡fhd éilfŸ

1. (a)  c©ik

(b) jtW

(c)  c©ik

2. (a) Right Mouse Button

(b) rç

(c) moæš

(d)  t‹j£L (Hard Disk)

(e) f£L¥gh£L éir (CTRL Key) (Control Key)



nt®£ mo¥gilfŸ
Data Entry

Operations

F¿¥òfŸ

33Data Entry Operations

3.1.  m¿Kf«

nt®£ 2007 (Word), (Word Processing) foj§fŸ, m¿¡iffŸ, brŒÂ klšfŸ,
m£ltizfŸ, got foj§fŸ, Ït‰iw¥ ÃuRu§fŸ k‰W« Ïiza g¡f§fis
Ú§fŸ cUth¡f mDkÂ¡F« xU ga‹gh£L bk‹bghUŸ ãuš (Application Program)

MF«.

Ïªj ga‹ghL bk‹bghUŸ ãuiy ga‹gL¤Â Ú§fŸ c§fŸ Mtz§fis
gl§fŸ, m£ltizfŸ k‰W« tiugl§fŸ nr®¡f KoÍ«. Ú§fŸ vG¤J¥ÃiH k‰W«
Ïy¡fz« gh®¡fyh«. Ïªj ghl¤Âš nt®£ 2007 f‰W mj‹ m«r§fŸ, fUéfŸ
k‰W« E£g§fis ga‹gL¤j nt©L«.

3.2  neh¡f§fŸ

Ïªj ghl§fŸ go¤j Ã‹ Ú§fŸ tUtdt‰iw brŒa KoÍ«.

� mj‹ m«r§fis tiuaiw brŒjš.

� nt®£ 2007 mo¥gil (Basic Menu) égu§fŸ.

� òÂa nt®£ 2007 Mtz¤ij (Document) cUth¡f nrä¡f k‰W« m¢Ál.

� nt®£ 2007 Mtz¤ij éiuthf, Âwikahf ghJfh¡f.

� nfh¥òfŸ nkyh©ik k‰W« mt‰¿‹ m¢R gÂ¡f.

3.3  nt®£ K¡»a m«r§fŸ (Main Features of Word Processing)

Ã‹tUgit nt®£ 2007 K¡»a m«r§fŸ MF«.

� Ú§fŸ, f£l¥g£l bl«Ãns£° (Built in Templates) cjéÍl‹ ntfkhf
bjhêšKiw Mtz§fis cUth¡f KoÍ«.

� Ú§fŸ vëjhf cŸsl¡f F¿pL k‰W« FW¡F F¿¥ò m£ltizfis¥
ga‹gL¤Â bgça Mtz§fis ã®t»¡f KoÍ«.

� Ú§fŸ xnu neu¤Âš gy Mtz§fëš (Documents) ntiy brŒa KoÍ«.

� mŠrš x‹¿iz¥ò (Mail Merge) cjéÍl‹ Ú§fŸ Mtz§fŸ /Mass

Mailing and Mass Labels cUth¡f KoÍ«.

� j‹åa¡f k‰W« j‹åa¡f tot m«r§fŸ (Auto correct and auto format

features) _y« c§fŸ Mtz§fis éiuéš jhdhf m¢R ÃiHfŸ
f©LÃo¡f/K‹ FW¡Ftêfis ga‹gL¤j mDkÂ¡f/j£l¢R
tiffis totik¡f KoÍ«.

nt®£ mo¥gilfŸ
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� m¢R “#&«” trÂ msÅLfŸ gšntW jhŸ msÎfŸ g‰¿a Mtz«, k‰W«
fh»j¤Âš xU jhS¡F gy g¡f§fŸ m¢Ál mDkÂ¡»wJ.

� c£bghÂÎ m£ltizfŸ m«r« k‰bwhU m£ltiz cŸns xU
m£ltiz it¤J Jizòç»wJ.

� Ú§fŸ (Ã.o.v¥) PDF k‰W« v¡° Ã v° (XPS) nfh¥ò tot¤Âš
lhFbk‹£ V‰WkÂ (Export) k‰W« nrä¡f KoÍ«.

3.4.  Word 2007 m«r§fŸ (Features of Word 2007)

nt®L 2007 bjhêš Kiw Mtz§fŸ jahç¡f m¿Kf¥gL¤j¥g£l gaDŸs
m«r§fŸ (Features) k‰W« fUéfŸ (Tools) cŸsd. mJ ÑnH F¿¥Ã£LŸs
m«r§fis bfh©LŸsJ.

gl« 3.1

Ú§fŸ vëjhf ÂU¤j mJ tH§f¥gL« fUéfŸ bjhF¥ò ga‹gL¤Â
bjhêšKiw njh‰wKŸs gad® Mtz totik¥ò, cUth¡f KoÍ«. ÏJ
v«.v°.MÃ° rus gad® ÏilKf« fU¤J (MS-Office fluent user Interface concept)

ga‹gL¤J»wJ.

Ïªj ÏilKf« (Interface) ç¥g‹ vd¥gL« òÂa T‰iw ga‹gL¤J»wJ. mj‹
_y« Kiz gâfŸ k‰W« bjhl®òila f£lisfŸ Kjèat‰iw x‹W nr®»wJ.

òÂa Kid rh®ªj ÏilKf« (New result oriented interface) mj‰fhd fUéfis
Áwªj Kiwæš më¡»wJ.

jhtšfŸ (Tabs) gâ rh®ªjitahf ÏU¡»‹wd. (cjhuz«) Kf¥ò (Home) /

brUF (Insert) g¡f mL¡fik¥ò (Page layout)

x›bthU jhtè‹ cŸS« r«gªj¥g£l Jiz¥ gâfŸ FGthf
Ïiz¡f¥gL»wJ.

f£lisia brašgL¤Jtj‰fhf r«gªj¥g£l f£lis bgh¤jh‹ 1 « FGthf Pace

to be deleted ÏizªJ bfhŸ»wJ k‰W« f£lis g£oaiy mJ fh£Á¥gL¤J»wJ.

nt®£ 2007 Mtz§fŸ / m¿¡if jahç¡f K‹ totik¡f¥g£l th®¥òU¡fis
(Templates) ãiwa tH§F»wJ. K‹ totik¡f¥g£l bl«¥ns£il ga‹gL¤Â
Ú§fŸ V‰fdnt ft® g¡f« / jiy¥ò / Ko¥Ã (Header / Footer) totik¥ò g‰¿ mÂf
neu« vL¤J¡ bfhŸshkš nj®ªbjL¡f KoÍ«.

nkY« ÏÂš és¡f¥gl§fŸ k‰W« tiugl§fŸ cUthF« trÂ tH§F»wJ.
mit _‹W gçkhz tot§fŸ / btë¥gil¤j‹ik (TRANSPERANCY) ouh¥
ãHšfŸ (Drop shadows) k‰W« ntW éisÎfŸ cŸsl¡»ÍŸsJ. ÏJ Âw«gl
be»œÎ j‹ik cila Mtz« cUth¡»wJ.
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nt®£ 2007 v©âaš x¥g trÂ (Digit Signature) _y« Ú§fŸ lhFbk‹£
e«gf¤j‹ik / ne®ik  / njh‰w« Kjèat‰iw cWÂ brŒJ bfhŸs KoÍ«. Ïij
btëæš bjçahj v©âaš x¥g« (Digit Signature) mšyJ ik¡nuhrh¥£ MÕ°
x¥gªj¤ij lhFbk©oš nr®¥gj‹ _y« brŒa KoÍ«. Ïij nghynt Ú§fŸ
lhFbk©il k‰wt®fSl‹ g»®ªJ bfhŸS« K‹ kh®¡ m° igdš (Mark as final)

f£listrÂ _y« c§fŸ Mtz¤Âš k‰wt®fŸ mÂš kh‰w« V‰gL¤Jtij
jL¡f KoÍ«.

“kh®¡ m° igdš” c§fŸ Mtz¤ij “go¡f k£L«” lhFbk‹£ Mf kh‰W»wJ.
Mdhš mij j£l¢R brŒanth / ÂU¤jnth ÏayhJ ÏUªjhY« “go¡f k£L«”
f£lisia ahbuhUtU« ÂU¥Ã mDf c§fŸ lhFbk©il j£l¢R brŒtij /
ÂU¤Jtij brŒa KoÍ« v‹gij ftd¤Âš bfhŸsÎ«.

nkY« nt®£ 2007 c§fŸ lhFbk©il PDF (Portable Document Format)

lhFbk©£ Mfnth mšyJ XPS (XML Paper Specification) Mfnth k‰W« fUéfŸ
trÂ bfh©lJ.

3.5 Word 2007 ãuiy bjhl¡Fjš (Starting MS Word Program)

c§fŸ nt®£ 2007 bjhl¡Fjš gšntW têfëš brŒa KoÍ«. mÂš x‹W tê
(Start) g£lid ga‹gL¤Â brŒtJ.

� Start g£lid »ë¡ brŒaÎ«.

� mid¤J m«r§fŸ nj®ªbjL¡f njh‹W« g£oaèš ik¡nuhrh¥£
MÃ° nt®£ 2007 (Word 2007)

gl« 3.2
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Ú§fŸ ik¡nuhrh¥£ MÃ° FW¡Ftê g£o (MOSB) mikªJŸs ik¡nuhrh¥£
nt®£ Á‹d« Ïu£il »ë¡ brŒtj‹ _y« c§fŸ nt®£ Â£l¤ij Mu«Ã¡f
KoÍ«.

3.6  nt®£ °¡ß‹ ny mÎ£ (Word Screen Layout)

nt®£ Âiu (rhsu«) ngh‹w jhtšfŸ bkD¡fŸ, c£ÃçÎ bkD¡fŸ FW»a bt£L
f£lisfŸ ngh‹wt‰iw bfh©LŸsJ. eh« Ï§nf nt®£ 2007 K‹åU¥ò Âiu
mik¥ò étç¡f brŒÍ« bghUŸfis bfh©LŸsJ.

gl« 3.3

3.6.1  bkD¡fŸ (Menus)

c§fS¡F “brhš” Kªija gÂ¥òfëš bjçªÂUªjhš Ú§fŸ “nt®£ 2007”
Mu«Ã¡F« nghJ g£o f£lik¥ò (Menu Structure) xU F¿¥Ãl¤j¡f kh‰w« Ú§fŸ
czUÅ®fŸ. gh®¡fÎ« czuÎ« (Look and Feel) / Kf¥ò (Home) nr®¡f (Insert) g¡f
mL¡fik¥ò (Page Layout) x›bthU bkDéš cŸs mid¤J Jiz gâfis /
éU¥g§fŸ fhz F¿¥òfŸ gšntW jhtšfŸ ngh‹w nt®£ 2007 fh£Áæš m«r§fŸ.
Ú§fŸ njitahd éU¥g¤ij »ë¡ brŒa nt©L«. cjhuzkhf gl§fis Áij
tof¤Âš (gl«) 3.4 A k‰W« éçth¡f¥g£l totf¤Âš (gl« 3.4 B) cŸs gh®l®
bkDit fh©.
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gl« 3.4 A , B

FW¡Ftê g£oašfŸ (Shortcut Menus)

Ú§fŸ Ïªj trÂia ga‹gL¤j, gšntW th®¤ij f£lisfis bkD g£oaš
éU¥g§fis él ntfkhf mQf mDkÂ¡F«. g£oaš (Menu) éçth¡»aJ nghJ
FW¡F têg£o (Shortcut Menu) fh£l¥g£L g£o FW¡Ftê g£oaš cU¥go x›bthU
FW»a bt£L f£lis éU¥g¤ij (Shortcut Command) fh£L«. Ïªj bkDéš
éU¥g§fŸ nj®Î brŒa¥g£l Jiz gâ bghW¤J khWgL«. cjhuzkhf, gh®l®
éU¥g¤ij nj®ªbjL¤J mšyJ éçÎ brŒJ FW¡Ftê g£o g¡f¤Âš
cUth¡f¥gL«.

gl« 3.5

FW¡Ftê bkD¡fŸ nj®Î brŒa¥g£l cU¥go ga‹gL¤j éU¥g§fis fh£l
k£Lnk cjéahf ÏU¡F«. vdnt, gy bkD éU¥g§fŸ _y« njLtij jL¡»wJ.

3.6.2.  fUé¥g£ilfŸ (Tools bars)

f£lisfis Rygkhf k‰W« ntfkhf mQf¡ »il¡F« fUéfŸ V‰ghL xU
jå¥gadh¡f¥g£l éiuÎ mQfš fUé¥g£oaš (Customized Quick Access Tool Bar)

nt®£ 2007 tH§F»wJ. gy fUé¥g£ofŸ (Tool Bars) nj®Î FW¡F tê bgh¤jh‹fŸ
(Shortcut Buttons) ÂU¤Jjš k‰W« totik¡f éiuthfÎ« vëjhfÎ« brŒa
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ÏU¡»‹wd. V‰fdnt Âiuæš fh£l¥gLtJ jéu c§fŸ éU¥g¤Â‰F V‰g nr®¡f
/ kh‰w nkY« f£lisfŸ (More Commands) éU¥g¤ij »ë¡ brŒaÎ«.

gl« 3.6.

gl« 3.7.
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3.6.3.  %y® (Rulers)

%y® fh£L« »ilk£l k‰W« br§F¤J msÎnfhš (Horizontal and Vertical Scale)

c§fŸ j£l¢R gFÂæš mfy« (width) k‰W« cau« (height) M»at‰iw
ÃuÂgè¡F«. »ilk£l msÎnfhš Ú§fŸ éiuthf jhtšfŸ (tabs) Xu§fŸ (margins)

k‰W« ÏilbtëfŸ (Indents) mik¡f äfÎ« cjéahf cŸsJ. k£l¥gyiffŸ
fh£L« »ilk£l k‰W« br§F¤J msÎnfhš / »ç£ ya‹° /k‰iwa bjçÎfŸ
nr®¡f / Ú¡f nt®£ 2007 K¡»a Âiuæš fh£Á v‹w jhtiy (view tab)

nj®ªbjL¡fÎ« / nj®Î éy¡fÎ«.

gl« 3.8.

3.6.4.  j£l¢R ÂiubghUŸfŸ (Typist Screen Objects)

k£l¥gyiffŸ (ruler) k‰W« fUé¥g£ofŸ (tool bar) ÑnH Âwªj gFÂ vGj mšyJ
j£l¢R brŒ»‹w gFÂ MF«. j£l¢R xU ãuªju ghfkhf F¿¥Ã£l Áy bghUŸfŸ
(Object) cŸsd. mit (1) brUF« ghæ©£, (insertion point) (2) R£o¡ F¿ (Mouse

pointer) (3) Mtz« F¿¥ghå‹ KoÎ (end-of-document marker)

(m) brUF« ghæ©£ fU¥ò (Insertion Point) Ïªj br§F¤J xëU« tç j£l¢R
brŒ»‹w gFÂ nkš ÏlJ g¡f Jt¡f¤Âš brUF òŸë (Insertion Point) MF«.
ÏJ c§fŸ j£l¢R Mtz« brUf¥gL« Ïl¤ij F¿¡»wJ. Ú§fŸ j£l¢R
brŒÍ«nghJ xëU« tç (cursor) j£l¢R brŒa tyJ g¡fkhf nr®ªJ ef®»wJ.
éir¥gyif tyJ, ÏlJ, nkš Ñœ m«òfŸ ga‹gL¤J« nghJ xëU« tç
mj‰F V‰wthW ef®»wJ. ciu gFÂæ‹ vªj xU Ïl¤ÂY« f®riu kh‰¿ /
ef®¤Â it¡F«nghJ brUF òŸë j‹ Kªija Ïl¤ÂèUªJ ef®ªJ òÂa
Ïl¤Âš njh‹¿ Ú§fŸ mªj Ïl¤Âš j£l¢R brŒtij V‰f jahuh»wJ.
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(M) R£o¡F¿ (Mouse Pointer) Ú§fŸ j£l¢R gFÂæš ef®¤J« nghJ, R£o¡ F¿ 1
Õ« xU bkšèa toéš cŸsJ. Ú§fŸ g£oæèUªJ k‰W« fUé¥g£ofŸ
mU»š R£oia ef®¤J« nghJ R£o¡fh£o m«ò¡F¿ahf khW«. Ú§fŸ
R£oia ef®¤Â k‰W« R£oia ntW ciuÍŸs Ïl¤Âš »ë¡ brŒjhš, Ú§fŸ
mªj ciu Ïl¤Âš brUF òŸë gh®¥Õ®fŸ. g£o / fUé¥gil mU»š
efU«nghJ R£oF¿ R£L« m«ò¡F¿ahf khW»wJ. V‰fdnt ÏU¡F« ciu
gFÂæš mij it¤J »ë¡ brŒjhš mJnt mªj ciu gFÂæš brUF òŸë
MF«.

(Ï) Koéš Mtz« F¿¥gh‹ (end-of-document marker): nt®£ 2007 Mtz«
(Ïašghd gh®itæš gh®¡f (normal view) ÏWÂæš »ilk£l tç mo¡nfhL
ÏWÂ g‰¿a Mtz« kh®¡f® (end-of-document-marker) v‹W
miH¡f¥gL»wJ. Ïªj kh®¡f® Mtz¤Â‹ ÏWÂæš V‰gL«.

3.6.5.  br§F¤J k‰W« »ilk£l RUŸg£ofŸ

(Vertical and Horizontal Scroll Bars)

j£l¢R gFÂæš tyJ g¡f všiyahf br§F¤J cUŸ g£il k‰W« RuŸ
bgh¤jh‹ / m«òfis bfh©oU¡»wJ. Ñœ m«ò _y« Mtz¤ij tç _y« braèš
mDkÂ¡»wJ.  g¡f Ñœ (ng{ lÎ‹) m«òF¿ Ú§fŸ mL¤j g¡f¤Â‹ nkš brayšy
mDkÂ¡»wJ. g¡f nkš m«ò¡F¿ (ng{ m¥) Ú§fŸ Kªija g¡f¤Â‰F nkš bršy
mDkÂ¡»wJ. Ú§fŸ Mtz« ÑnH nkny ef®¤j cUŸg£il cU£lš bgh¤jhid
ÏG¤J ciu gFÂæ‹ ÑnH nkny bršy KoÍ«.

gl« 3.9

j£l¢R gFÂæš Ñœ¥gFÂæš cŸs Kjš g£il rkjs cUŸg£il (Horizontal

Scroll Bar) Âiuæ‹ tyJ g¡f ciu gh®¡f ÏlJ m«ò¡F¿ bgh¤jhid
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ga‹gL¤jÎ«. Âiuæ‹ ÏlJ g¡f¤Âš ciu gh®¡f, tyJ m«ò¡F¿ bgh¤jhid
ga‹gL¤jÎ« Ú§fŸ Mtz¤Â‹ ÏlJ mšyJ tyJ g¡f« ef®¤j cU£lš
bgh¤jhid (Scroll Button) it¤J ÏG¤J bršyyh«.

nt®£ 2007-š Mtz§fŸ gh®¤jš k‰W« bgçjh¡fš ngh‹w éU¥g§fŸ Ñœ
g£oæš (Bottom Bar) Mtz¤ij vëjhf mQFtj‰fhf cŸsJ.

1. rçah mšyJ jtwh vd¡ TW

(m) FW¡F tê g£o m«r« _ykhf th®¤ij f£lisfis bkD g£oæš
éU¥g§fis ga‹gL¤Jtij él ntfkhf mDkÂ¡»wJ.

(M) Áij g£oæš, všyh f£lisfS« fh£l¥gL«.

(Ï) k£l¥gyif fh£l / k‰W« kiw¡f, View ruler v‹w f£lis cŸsJ.

(<) xU “th®¤ij Mtz¤Âš” j£l¢R gFÂæš fU¥ò br§F¤J xëU«
tç brUF òŸë (Insertion point) MF«.

(c) RUŸg£ofë‹ (Scroll Bars) ga‹ghL xU Mtz¤Âš Xu§fŸ rçahf
mik¡f cŸsJ.

2. FW¡Ftê g£o (Shortcut Menu) fhz, eh«

(m)  R£blè (Mouse) mG¤j nt©L«

(M)  R£blè tyJòw« “»ë¡” brŒaÎ«

(Ï) Kjèš »ë¡ k‰W« tyJòwkhf R£blèia »ë¡ brŒaÎ«

3. »ilk£l msÎnfhš Ïij éiuthf

(m) Xu§fŸ (Margins)

(M) jhtšfŸ (Tabs)

(Ï) ÏilbtëfŸ (Indients)

(<) nkny T¿ait mid¤J«

4. bjhl¡f¥ bgh¤jhid (Start Button) ga‹gL¤Â “nt®£ 2007” Jt¡f v‹d
f£lis bfhL¡f nt©L«?

3.7 Mtz§fŸ ã®thf« (Managing Documents)

gl« 3.10
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Ïªj¥ ghl¥gFÂ / V‰fdnt cŸs Mtz¤ij Âw¡f, gy Mtz§fëš gâòça,
xU Mtz¤ij ghJfh¡f, xU Mtz« f©l¿jš, k‰W« xU Âwªj Mtz¤ij
_oél, xU Mtz¤ij m¢Ál, xU Mtz¤ij nrä¡f és¡F»wJ. òÂa
Mtz§fis cUth¡f V‰fdnt cŸs Mtz§fis Âw¡f, k‰W« nt®£

Mtz§fŸ fh¥gh‰w gy têfŸ cŸsd. MÕ° bgh¤jhid (Office Button)  »ë¡

brŒaÎ«.

3.7.1.  xU òÂa Mtz¤ij cUth¡Fjš (Create a New Document)

xU òÂa Mtz¤ij Âw¡f, Ã‹tU« Kiwfëš x‹iw Ã‹g‰W§fŸ.

1. bkD g£oæš “òÂa Mtz«” bgh¤jhid »ë¡ brŒaÎ«.

2. éir¥gyif Ctrl + N éirfŸ mG¤jÎ«.

3.7.2.V‰fdnt cŸs xU Mtz¤ij Âw¡f (Open

An Existing Document)

V‰fdnt cŸs Mtz¤ij Âw¡f, c§fŸ Âiuæ‹
nkš ÏlJ _iyæš cŸs “MÃ° 2007” bgh¤jhid
“»ë¡” brŒJ, Ã‹tU« Kiwfëš x‹iw Ã‹g‰wÎ«.

1. bkD g£oæš “nfh¥ig Âw” (Open File)

 bgh¤jhid, “»ë¡” brŒaÎ«.

2. éir¥ gyif Ctrl + O éirfŸ mG¤jÎ«.

3. nkny brh‹d Kiw x›bth‹W« Âwªj
ciuahlš bg£o (Open dialog Box) fh©Ã¡F«.
nfh¥ò nj®Î brŒJ “Xg‹” (Open) bgh¤jhid
»ë¡ brŒaÎ«.

3.7.3.òÂa / j‰nghija Mtz¤ij nrä¡f

(Save a New / Existing Document)

Âw¡f¥g£l òÂa Mtz¤ijnah, ÏU¡F« Mtz¤
ijnah nrä¡f, Ã‹tU« Kiwfëš x‹iw¥ Ã‹g‰wÎ«

1. bkD g£oaèš “nrä” (Save)  bgh¤jhid »ë¡

brŒaÎ«.

2. éir¥ gyifæš Ctrl + S éirfŸ mG¤jÎ«

Ïªj Mtz« bgaçl¥g£L K‹ng nrä¡f¥g£lJ
v‹whš, mJ Mtz« k£L« nrä¡F«. Mdhš nfh¥ò xU òÂa Mtz« v‹whš,
mJ ciuahlš bg£o Âw¥gj‹ _y« “Ï›thW nrä¡fÎ«” (Save As) Ú§fŸ nf£F«
bg£o (Folder) nfh¥ò bga® / Mtz¤Â‹ bgaiu j£l¢R brŒJ Ú§fŸ nrä¡f, c§fŸ
Mtz« éU«ò« Ïl¤Âš (Save in) nfh¥òiwia nj®Î bg£oæš, Ã‹d® rç (OK)

v‹gij »ë¡ brŒaÎ«. Ú§fŸ éir¥gyif CTRL + A nj®ªbjL¤J xU òÂa
Mtz¤ij nrä¡f Ã‹d® ciuahlš bg£o Ï›thW nrä¡fÎ« (Save As) _y«
nkny brh‹d elto¡iffŸ nj®Î brŒayh«.

gl« 3.11
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3.7.4. gy Mtz§fŸ ÛJ ntiy (Working on Multiple Documents)

Ú§fŸ x‹W¡F nk‰g£l Mtz§fis ÂU¤jnth mšyJ j£l¢R brŒanth
nt©Lkh? Ú§fŸ gy Mtz§fis xnu neu¤Âš Âw¡f KoÍ«. mid¤J Âwªj
Mtz§fŸ fh£Á jhtš (View tab) _ykhf tçir¥gL¤jyh«.

gl« 3.12

3.7.5. xU Mtz¤ij ghJfh¥gJ

c§fŸ nfh¥òfis mj‹ tot« k‰W« ciu gFÂ kh‰w« ãfœtij jL¡fyh«.
k‰w gadhëfŸ (Other Users) mij mQfhkY« jL¡f KoÍ«.

mQFtÂš ÏUªJ xU flÎ¢ brhšiy (Password) bfhL¡f, ÑnH bfhL¡f¥
g£LŸs têKiwfis Ã‹g‰wÎ«.

1. nfh¥ig Âw¡F«nghJ, MÕ° g£l‹ bkD g£oaš “Ï›thW nrä¡fÎ«” (Save

As) f£lisia nj®Î brŒa Ï›thW nrä¡fÎ«. ciuahlš bg£o njh‹W«
Ï›thW nrä¡fÎ« ÑnH ÏlJ g¡f¤Âš fUéfŸ jhtèš f®riu ef®¤Â,
k‰W« »ë¡ brŒa xU r¥ bkD njh‹W«.

gl« 3.13

2. bghJthd éU¥g§fŸ (General Options) »ë¡ brŒaÎ«. m¥nghJ nrä (Save)

ciuahlš bg£o njh‹W«. Ú§fŸ flÎ¢brhš kh‰w k‰W« Âw¡f Ïu©L
bg£ofŸ gh®¥Õ®fŸ.

3. flÎ¢brhš Âw¡f bg£o-š (Password to Open) xU flÎ¢ brhšiy cŸëlÎ«
(xU flÎ¢brhšiy 15 vG¤J¡fŸ, v©fŸ, Ïilbtë k‰W« F¿pLfŸ tiu
nr®¡fyh«.
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4. “rç” v‹gij »ë¡ brŒaÎ«. Û©L« mij cWÂgL¤jÎ« flÎ¢ brhšiy
ciuahlš bg£o njh‹W«.

(nrä, ciuahlš bg£o k‰W« flÎ¢brhšiy cWÂgL¤J (Confirm Password)

ciuahlš bg£o njh‹W«.

Ú§fŸ K‹ò j£l¢R brŒj flÎ¢brhšiy Û©L« xU Kiw j£l¢R brŒaÎ«,
flÎ¢brhš ciuahlš bg£o »ë¡ brŒJ cWÂgL¤jÎ«. OK it »ë¡
brŒJ Ã‹d®, ciuahlš bg£o “nrä” “nrä” (Save As) nj®Î brŒJ OK it
»ë¡ brŒaÎ«.

gl« 3.14

5. Ú§fŸ Û©L« mL¤j Kiw nfh¥ò Âw¡F« nghJ, mJ (gl« 5.7 gh®¡fÎ«)
flÎ¢ brhš j£l¢R brŒa nf£F«. Ú§fŸ flÎ¢ brhš Ïšyhkš, mªj
nfh¥ig Âw¡f KoahJ v‹gij ãidéš it¤J bfhŸS§fŸ, nkY«,
flÎ¢brhš Á¿a, bgça vG¤J nt‰Wik m¿Í« (Small and Capital)
v‹gij kw¡f nt©lh«. mjhtJ xyz, xyz v‹git ntWg£l flÎ¢
brh‰fshf cŸsd.

mQFtÂš ÏUªJ, xU Mtz¤ij ghJfh¤jš (go¡f k£L«)

(Protecting a Document from Accessing (Read only))

Áyrka« j‰brayhf, c§fŸ Mtz¤Â‹ tot« kh‰wkilayh«. Ïªj trÂia
ga‹gL¤Â, Ú§fŸ c§fŸ Mtz¤ij “Ïu£il ghJfh¥ò” brŒa KoÍ«. Ú§fŸ
jtWjyhf mj‹ tot¤ij kh‰WtÂèUªJ / m¤Jl‹ mij mQF« k‰w
gadhëfŸ mj‹ tot¤ij kh‰WtÂèUªJ, c§fŸ Mtz¤ij ghJfh¡f KoÍ«.
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go¡f k£Lnk xU Mtz¤ij ghJfh¤jš (Protecting a Document as Read only

document)

1. c§fŸ Mtz« xnu tot¤Âš j‰brayhd kh‰w§fŸ Ïšyhkš,
ghJfh¡f¥gl nt©Lkh? ÑnH bfhL¡f¥g£LŸs têKiwfis Ã‹g‰wÎ«.

2. nfh¥ig Âw¡F«nghJ, MÕ° g£l‹ bkD g£oaš Ï›thW nrä¡fÎ« (Save

As) f£lisia nj®Î brŒa ciuahlš bg£o Ï›thW nrä¡fÎ« ÑnH ÏlJ
g¡f¤Âš, fUéfŸ jhtèš, f®riu ef®¤Â k‰W« »¡ rŒa, xU r¥ bkD
(Submenu) (gl« 3.13 gh®¡f) njh‹W«.

3. bghJthd éU¥g§fŸ  (General Options) »ë¡ brŒaÎ«. nrä (Save)

ciuahlš bg£o njh‹W« ÏlJ g¡f« ÑnH cŸs bg£oæš, go¡f k£Lnk
gçªJiu¡f¥gL»wJ. (Read only Recommended)

gh¡° njh‹W«, nrhjid F¿ (a) go¡f k£Lnk nj®Î brŒJ ciuahlš
bg£oæš nrä (Save)

gl« 3.15

4. OK it »ë¡ brŒJ, Ã‹d® ciuahlš bg£o Ï›thW nrä¡fÎ« (Save) OK

it »ë¡ brŒJ Ã‹d® ciuahlš bg£o Ï›thW nrä¡fÎ« (Save As) it
»ë¡ brŒaÎ«. mL¤j Kiw Ú§fŸ flÎ¢brhšiy bfhL¤J ÃwF Mtz«
Âw¡F«nghJ, thÁ¥ò k£L« (Open as read only) v‹W nf£F«. Ú§fŸ jtwhf
kh‰w§fis brŒJ, Ã‹d® Mtz¤ij¡ fh¥gh‰w Ka‰Á brŒjhš, nfh¥Ãid
fh¥gh‰w KoahJ. mj‰F gÂyhf, Ú§fŸ xU brŒÂ Ïªj nfh¥Ãid thÁ¡f
k£L« jh‹ _y« m¿ÎW¤j¥gL«.

xU Mtz¤ij fh¡f, bfhL¡f¥g£l xU flÎ¢ brhš kh‰w«

(Modifying a Password given to Protect a Document)

c§fSila flÎ¢brhšiy ntW xUt® m¿ªJ é£lh® v‹W rªnjf« tU»wjh?
clnd nrä ciuahlš bg£oæš, j‰nghija flÎ¢ brhšiy, flÎ¢brhš Âw¥ò
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ciuahlš bg£oæš j£l¢R brŒJ, òÂa flÎ¢ brhšiy kh‰w bg£oæš, j£l¢R
brŒaÎ«.

xU Mtz¤ij ngh¡F, kh‰w§fŸ, fU¤J¡fŸ k‰W« got§fŸ M»at‰¿š
fh¡f (Protect a Document for Track changes, comments and forms)

Áy neu§fëš Ú§fŸ, c§fŸ Mtz« xU cŸsl¡f§fis nk«gL¤j k‰wt®fŸ
kW MŒÎ brŒa nt©L« v‹W czuyh«. c§fŸ Mtz¤Â‹ ék®rf®fŸ, mrš
Mtz¤ij kh‰Wjš Ïšyhkš, Áy kh‰w§fis ÁghçR brŒayh«. Ú§fŸ kh‰w§fŸ
mtÁa« vd éU«Ãdhš Ïiz¤J¡ bfhŸs KoÍ«.

gl« 3.16

ngh¡F kh‰Wjš (Track changes)

ngh¡F kh‰w§fŸ Ïªj “trÂ ék®rd«” (Review Tab) jhtèš ÏUªJ, Ïªj
éU¥g¤ij nj®Î brŒJ k‰W« Jiz gâ brŒa Ã‹d k‰w gadhëfŸ Mtz¤ij
kh‰w, Ú§fŸ kh‰w§fis f©fhâ¡f KoÍ« v‹W mid¤J kh‰w§fisÍ«
nk‰F¿Ã£L brŒ»wJ. xU Mtz¤Âš ngh¡F kh‰w§fŸ ghJfh¡f¥g£l nghJ,
Ú§fŸ kh‰W ngh¡F miz¤J él KoahJ mšyJ Ú§fŸ ngh¡F kh‰w§fis V‰f
mšyJ ãuhfç¡f KoahJ.

3.7.6  Mtz§fis f©LÃo¤jš (Find documents)

xU nfh¥Ã‹ bgaiu kwªJé£O®fsh? mªj nfh¥Ã‹ xU Áy vG¤J¡fŸ
ãidéUªjhny mij “ciuahlš bg£o”æš il¥ brŒaÎ«. MS Word F¿¥Ã£l
nfh¥òiuænyhmšyJ ntW vªj nj¡f Ïa¡»ænyh ÏUªjhY« njo f©LÃo¡F«.
nfh¥òé‹ bga® Annual Papers v‹whš Annual v‹W il¥ brŒjhny nfh¥ig
f©LÃo¤JéL«.

Ñœ¡f©l têKiwfis¥ ga‹gL¤jÎ«

1. bgh¤jhid (Office Button) “»ë¡” brŒaÎ« Âwªj ciuahlš bg£o njh‹W«.

2. “yh¡ Ï‹” bg£o (Lock in) nfh¥òiu¡F nj®ªbjL¡fÎ« (mšyJ) c§fŸ
nfh¥ò v§nf mikªJŸsJ v‹gij rªnj»¡f »ë¡ brŒaÎ« (mšyJ)
Ú§fŸ nfh¥ò bga® cŸs Áy vG¤J¡fis j£l¢R brŒaÎ«). bg£oæš
j£l¢R brŒa¥g£l vG¤J¡fŸ, c§fSila nfh¥ò bga® bjhl§» ÏUªjhš,
nfh¥ò bga® bg£oæš nfh¥ò bga® njh‹W«. clnd Mtz¤ij Âw¡f
v‹gij »ë¡ brŒaÎ«.
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gl« 3.17

c§fSila nfh¥ò bga® bjçaéšiy v‹whš Ú§fŸ j£l¢R bg£oæš, Âwªj
ciuahlš bg£oæš, nkš tyJ òw¤Âš fUéfŸ jhtèš, “f®riu” ef®¤jÎ«. nfh¥ò
bga® cŸs il¥ brŒa¥g£l vG¤J¡fŸ mid¤J nfh¥ò bga®fŸ Âwªj ciuahlš
bg£oæš bga® g£oæš njh‹W«. Ú§fŸ bg£oæš c§fSila nfh¥ò f©LÃo¡f,
nfh¥ò bga® ÏUkiw »ë¡ brŒaÎ« (mšyJ) nj®Î brŒaÎ«, mj‹ Ã‹ Âw (open)

»ë¡ brŒaÎ«.

3.7.7.  xU Mtz¤ij _Ljš (Close A Document)

bkD g£oaèš “MÕ° bgh¤jh‹ _L” f£lis nj®ªbjL¥gj‹ (Office Button

Close) _y« j‰nghija Mtz¤ij _lÎ« mšyJ ju fUé¥g£oæš (Standard Tool

Bar) bjçÍ« v‹whš, _L glÎUit (Close Icon) »ë¡ brŒaÎ«.

3.8 Mtz§fŸ m¢ro¤jš (Printing Documents)

xU Mtz¤ij m¢ÁL«nghJ, “m¢R ciuahlš bg£o”æš (Print Dialog Box)

Ã‹tU« éU¥g§fis fhzyh« (gl« 3.18 gh®¡f)

1. m¢R¥bgh¿ bga® (c§fS¡F x‹W¡F« nk‰g£l m¢R¥ bgh¿fŸ ÏUªjhš)

2. g©òfŸ bgh¤jhid mG¤Â jhŸ msÎ, mik¥òfëš Kid¥ò bjëÎ¤
Âw‹ Kjèad nj®Î brŒaÎ«.

3. KG Mtz« mšyJ j‰nghija g¡f« k£Lnk mšyJ F¿.g£l g¡f§fŸ
m¢Ál nt©L«.

4. ntfkhf m¢ÁL« mDkÂ¡f, tiufiy gl« (»uhÃ¡°) jé®¤J xU tiuÎ
efiy, m¢Ál nt©L«.

5. fh¥Ãfë‹ v©â¡if “il¥” brŒaÎ«.
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gl« 3.18

3.8.1. xU Mtz¤ij m¢Álš (Printing a Document)

xU Mtz« mšyJ nj®ªbjL¡f¥g£l g¡f§fŸ m¢Ál, ÑnH bfhL¡f¥g£LŸs
tê Kiwfis Ã‹g‰wÎ«

1. m¢Ál nt©oa Mtz¤ij Âw¡fÎ«

2. mYtyf« g£l‹ bkD g£oæš m¢ÁL f£lisia nj®Î (Office Button Print)

nrŒaÎ«. m¢R ciuahlš bg£o (Print Dialog Box) Âw¡F«. v©â¡if / m¢R
Å¢R / m¢R¥bgh¿ bga® ngh‹w éU¥g‡¡Ÿ nj®Î brŒaÎ«.

m¢R¥bgh¿æ‹ éir¥ bghwia j£lÎ«, Ãç©l® j£oš, fh»j§fŸ
ÏU¥gij cWÂ brŒJ bfhŸsÎ«.

3. rç (OK) v‹gij »ë¡ brŒaÎ«.

3.8.2. xU Mtz¤ij bt›ntW fh»j msÎfëš m¢ro¤jš

(Printing Document a Different Paper Size)

Ú§fŸ nj®ªbjL¤j Áy jhŸ msÎ ga‹gL¤Â, xU Mtz¤ij cUth¡»
ÏU¥Õ®fŸ. Mtz¤Âd bghJ tot« khwhkš ntW fh»j msÎ mšyJ xU fh»j
jhëš Mtz¤Â‹ gy g¡f§fŸ m¢Ál nt©oa njit ÏU¡fyh«. Ú§fŸ m¢R
ciuahlš bg£oæš “#]«” (bgçajh¡f) trÂia ga‹gL¤Â mij brŒa KoÍ«.
ÑnH bfhL¡f¥g£LŸs têKiwfis Ã‹g‰wÎ«. ntW xU jhŸ msÎfëš xU
Mtz¤ij m¢Ál éU«Ãdhš, ÑnH bfhL¡f¥g£LŸs têKiwfis Ã‹g‰wÎ«.

� m¢Ál nt©L« Mtz¤ij Âw¡fÎ«.

� mYtf« g£l‹ bkD g£oæš, “m£rÁL f£lis” ia nj®Î (Office Button

Print) brŒaÎ«. m¢R ciuahlš bg£o (Print Dialog Box) Âw¡F« v©â¡if
m¢R Å¢R? m¢R¥bgh¿æ‹ éir bgh¿ia j£lÎ«. Ãç©l® j£oš,
fh»j§fŸ ÏU¥gij cWÂ brŒJ bfhŸsÎ«.
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� m¢R ciuahlš bg£o bgçjh¡F (Zoom)š fh»j msÎ msÅ£oš rçahd
jhŸ msÎ / xU fh»j¤Âš Mtz¤Â‹ v¤jid g¡f§fŸ (Page per sheet)

v‹gij nj®ªbjL¡fÎ«.

� rç (OK) v‹gij »ë¡ brŒaÎ«.

3.8.3. xU Mtz¤Â‹ gy g¡f§fis xU fh»j¤Âš m¢ro¡f

(Printing a Documents Multiple Pages in a Single Sheet Paper)

Ñœ¡f©l gofis¥ ga‹gL¤Jf.

1. m¢ro¡f nt©oa Mtz¤ij¤ Âw¡fÎ«.

2. Office Button - Print I nj®ªbjL. m¢ro¡F« ciuahlš bg£o Âw¡F«. m¢R
Å¢R fh¥Ã v©â¡if, m¢R¥bgh¿ bga® ngh‹witfis nj®ªbjL.
m¢R¥bgh¿ Ïa¡f¤ÂY« (On) fh»jK« ÏU¥gij cWÂ brŒf.

3. fh»j msÎ k‰W« Page per Sheet bgçjh¡» (Zoom) m¢R ciuahlš cŸs
bg£oæš nj®ªbjL¡fÎ«.

4. OK »ë¡ brŒf.

3.9. nt®£ 2007 é£L btënaWjš

nt®£ 2007 c§fŸ, ntiy KoªjJ« k‰W« mid¤J nfh¥òfŸ _L«nghJ, Ú§fŸ
bkD g£oæš, “mYtyf g£l‹” btënaW f£lis (Office Button) nj®ªbjL¤J,
nt®£ 2007èUªJ btëna tuyh«.

3.10. éir¥gyif FW¡F têfŸ (Keyboard Shortcut)

vëikahd f£lisfis Ïa¡f éir¥gyif FW¡F têfis (Keyboard short-

cut) cgnah»¡f éir¥gyif k‰W« R£o (Mouse) Ït‰¿‹ Ïilæilna mo¡fo
khW« Ka‰Áfë‹ njitia Fiw¤J neu« nrä¡f KoÍ«. Ïªj g£oaèš m¢Á£l
éir gyif FW¡Ftêfëš c§fŸ fâå mU»š it¤J éiuÎ F¿¥ò brŒJ
bfhŸsyh«.

Action Key Stroke

Open a file CTRL + O

New file CTRL + N

Close a file CTRL + W

Save As F12

Save CTRL + S or SHIFT + F12

Print Preview CTRL + F2

Print CTRL + P

Show / Hide paragraph symbols CTRL + *

Spelling and grammer F7

Help F1

Find CTRL + F

Replace CTRL + H
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Go To CTRL + G

Select all - Entire document CTRL + A

Select from cursor to beginning of line SHIFT + Home

Select from cursor to end of line SHIFT + End

Go to beginning of line HOME

Go to end of line END

Go to end of document CTRL + Home

Cut CTRL + X

Copy CTRL + C

Paste CTRL + V

Undo CTRL + Z

Redo CTRL + Y

Format painter CTRL + SHIFT + C

Left alignment CTRL + L

Center alignment CTRL + E

Right alignment CTRL + R

Justified CTRL + J

Delete previous word CTRL + Backspace

Apply bulleted list CTRL + SHIFT + L

Indent CTRL + M

Page break CTRL + Enter

Font face CTRL + SHIFT + F

Font size CTRL + SHIFT + P

Bold CTRL + B

Italics CTRL + I

Underline CTRL + U

Double underline CTRL + D

Word underline CTRL + SHIFT + D

All caps CTRL + SHIFT + A

Change case SHIFT + F3

Subscript CTRL + =

Superscript CTRL + SHIFT + =

Make web hyperlink CTRL + K

Go to next cell Tab

Go to previous cell SHIFT + Tab
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Go to beginning of column ALT + Pageup

Highlight to beginning of column ALT + SHIFT + Page up

Go to end of column ALT + Page Down

Highlight to end of column ALT + SHIFT + Page Down

Go to beginning or row ALT + Home

Highlight to beginning of row ALT + SHIFT + Home

Go to end of row ALT + End

Highlight to end of row ALT + SHIFT + End

Column break CTRL + SHIFT + Enter

Copyright (C) ALT + CTRL + C

Date field ALT + SHIFT + D

Go to footnotes ALT + CTRL + F

Show / Hide CTRL + SHIFT + 8

Thesaurus SHIFT + 7

F¿¥ò : xU T£lš F¿, éirfis xnu neu¤Âš mG¤j¥gl nt©L« v‹gij
F¿¡»wJ.

Note : A Plus sign indicates that the keys need to be pressed at the same time.

5. xU òÂa Mtz¤ij Mu«Ã¡f, éir¥gyif ga‹gL¤J« FW¡F têfŸ
v‹d?

6. bkD g£oæš (m) xU òÂa nfh¥ò (M) ÏU¡F« nfh¥ò nrä¡f f£lis v‹d?

7. m¢R ciuahlš bg£oæš, xU Mtz¤ij mséš ntwhd jhŸ mséš
m¢Ál elto¡if v‹d?

8. rç mšyJ jtW f©LÃo:-

(a) é©nlh bkD, Ú§fŸ xnu neu¤Âš Ïu©L Mtz§fŸ ntiy brŒa
mDkÂ¡»wJ.

(b) ék®rf®fëläUªJ xU nfh¥ò ghJfh¡f¥gl, xU flÎ¢ brhšiy
bfhL¡f mtÁa« Ïšiy.

(c) ghJfh¡f¥g£l Mtz«, ciuahlš bg£oæš jlk¿a¥g£l kh‰w§fŸ
(Tracked changes)

(d) f£lis nj®Î, k‰wt®fŸ Mtz¤ij kh‰¿ éLtij jL¡»wJ.

3.11  ÏJtiu Ú§fŸ f‰W¡ bfh©litfŸ

nt®£ - ‹ 2007 Ïªj ghl« c§fS¡F cUth¡F (Create) / m¢R (Print) tot«
(Format) ngh‹w gšntW m«r§fŸ g‰¿ f‰W bfhL¤jJ. Ú§fŸ Ï¥bghGJ Xçl¤Âš
ÏUªJ k‰bwhU Ïl¤Âš ciuia  ef®¤j k‰W« bt›ntW vG¤JU k‰W« vG¤J
gh§FfŸ (Character Style) M»at‰¿š brŒJ bfhŸS« ãiy¡F  tªJé£O®fŸ
k‰W« Ú§fŸ bt›ntW f£lisfis ga‹gL¤Â c§fŸ Mtz« ghJfh¡f bjçªJ
bfh©O®fŸ.
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3.12  filÁ nfŸéfŸ

1. nt®£ 2007 k£l¥gyiffŸ (Rulers) ga‹ghLfŸ Ïu©il vGjÎ«.

2. “R£blè” (Mouse Pointer) v‹whš v‹d?

3. ÏWÂ g‰¿a Mtz« kh®¡f« (end-of-document market) és¡Ff.

4. xU Mtz¤ij kW bgaçl¥gl, tê Kiwfis és¡Ff.

5. xU Mtz¤ij ghJfh¥gÂš elto¡iffŸ v‹d?

6. xU Mtz¤ij fh¡f, bfhL¡f¥g£l xU flÎ¢ brhšiy kh‰w« brŒtJ
v¥go?

7. xU Mtz¤Â‹ bghJ tot« khwhkš, xU jhëš Mtz¤Â‹ gy g¡f§fŸ
m¢Ál elto¡iffŸ v‹d?

8. m¢R ciuahlš bg£oæš cŸs VjhtJ _‹W éU¥g§fis¡ TW.

3.13  gæ‰Á édh¡fS¡fhd éilfŸ

1. (m)  rç    (M) jtW    (Ï) rç    (<) rç    (c) jtW

2. (M) tyJ  (R£oia »ë¡ brŒaÎ«)

3. (<) (nkny mid¤J)

4. ãuš ik¡nuhrh¥£ nt®£ 2007

5. Ctrl + N éirfŸ

6. (m) nfh¥ò Ï›thW nrä¡fÎ« (File Save As)

 (M) nfh¥ò nrä (File Save)

7. m¢R ciuahlš bg£o bgçjh¡F (Zoom)š fh»j msÎ msÅ£oš, rçahd jhŸ
msÎ / v‹gij nj®ªbjL¡fÎ«. Ã‹d® rç (OK) v‹gij »ë¡ brŒaÎ«.

8. (m) rç     (M) jtW     (Ï) jtW
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4.1.  m¿Kf«

1. ciuia cŸëLjš 2. ÂU¤Jjš 3. efbyL¤jš (copying) ciuia
Xçl¤ÂèUªJ k‰bwhU Ïl¤Â‰F ef®¤Jjš, òšy£ F¿æ£l v© tçiria
cUth¡Fjš, °ilšfis cUth¡Fjš k‰W« ga‹gL¤Jjš, vG¤J¥ÃiH,
Ïy¡fz¥ ÃiHia rçbrŒjš ngh‹w gšntW m«r§fis Ï¥ghl« cŸsl¡»
ÍŸsJ. ÏitahÎ« Mtz¤ij bkUT£l K¡»akhdit. nkY« Mtz¤Â‹
njh‰w¤ij bkUT£lš v‹gJ “Word 2007” ‹ Áw¥ghF«.

äf mÂfkhf ciu k‰W« jiy¥òfis j£l¢R brŒtij “Word 2007”‹
totik¤jš m«r« ga‹gL¤Jtj‹ _y« mHfhf cUth¡»l KoÍ« Word 2007

äf mÂf totik¤jš éU¥g§fis tH§F»wJ. mit gy Kf vG¤Â‹ tif,
vG¤Â‹ msÎ, vëjhf kh‰w¡Toa vG¤J °ilšfshf jo¥ghFjš rhŒ¤J
vGJjš, rhjuzkhf x‰iw k‰W« Ïu£il ÏilbgëfŸ, mo¡nfhoLjš,
nkbyG¤J k‰W« ÑbHG¤J nkY« g¤Âæ‹ toñ£l§fshd g¤Â Ïit (Alignment)

Ïilbgë k‰W« cŸjŸSjš, (Indentation) Ït‰¿š Áy m«r§fis Ï¥ghl¤Âš
fhzyh«.

4.2.  neh¡f§fŸ

Ï¥ghl¤ij go¤J Ko¤j ÃwF e«khš brŒa¡ Toait .......

� mo¥gil ciu brayh¡f F¿¥òfis tiuaW¤jš .......

� vG¤J¥ÃiH k‰W« Ïy¡fz m«r§fis és¡Fjš ......

� vG¤ij kh‰w k‰W« g¤Âfis toñ£Ljš .....

� g¡f totik¥ig ga‹gL¤Jjš ......

� òšy£ k‰W« v© g£oašfis cUth¡Fjš ......

4.3. ciuæš gâah‰Wjš

Word 2007 I ga‹gL¤J« nghJ, Áy K¡»a fU¤Jfshd g¤Â Ãç¥ò (Menu Flow),
F¿¥òfŸ k‰W« f£lisfŸ f‰W¡ bfhŸs nt©L«. Ï¥gFÂæYŸs bghJthd
th®¤ij fU¤JfŸ (Common Word Concepts) k‰W« f£lisfŸ _y« c§fŸ
Âwikia “Word 2007” ãuèš ga‹gL¤Â btë¡fh£lyh«. Word 2007I Âw¡F«
nghJ Ã‹tU« g£oia (Menu) c§fŸ Âiuæš fhzyh«.

Mtz¤ij toñ£lš

4

(Formatting Documents)
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gl« 4.1

4.3.1.  ciuia j£l¢R brŒjš

ciuia ÂwªjÎl‹, ciu¥ gFÂæš j£l¢R brŒa Mu«Ã¤J élyh«. x›bthU
vG¤jhf j£l¢R brŒÍ«nghJ é£L é£L¤ njh‹W« beL«g£il (Blinking Control)

ÏlJòw¤ÂèUªJ tyJ òwkhf ef®ªJ bfh©nl ÏU¡F«. Ïj‰F brUF« Ïl« (In-

sertion point) v‹W bga®. òÂjhf¤ j£l¢R brŒa¥gL« ciu Ïªj Ïl¤Âšjh‹
njh‹W«. xU tçæ‹ filÁ tiu j£l¢R brŒJé£lhš, mij¤ bjhl®ªJ tU«
vG¤J¡fŸ jhdhfnt koªJ (Wrap up) mL¤j tç¡F tªJ éL«. EiHÎ¥
bgh¤jhid (Enter Key) x›bthU tçæ‹ ÏWÂæY« mG¤j nt©oaJ Ïšiy. xU
g¤Âæ‹ filÁænyh mšyJ xU fhètç nt©Lbk‹whnyh k£L« jh‹ EiHÎ¥
bgh¤jhid¥ ga‹gL¤j nt©L«.

4.3.2.  ciuia¢ nr®¤jš

V‰fdnt cŸs Mtz¤Âš, ciuia¢ nr®¡f Ã‹tU« têKiwfis¥
Ã‹g‰W§fŸ.

1. éir¥ gyif (Keyboard) m«ò bgh¤jh‹ (arrow button) mšyJ R£blèia
(Mouse) ãW¤Â ÏlJ bgh¤jhid mG¤JtJ _ykhf, beL«g£ilia (cursor)

ef®¤Â v›él¤Âš ciuia nr®¡f nt©Lnkh m›él¤Âš nr®¡fyh«. xU
Mtz¤Â‹ ciuæš efUtj‰F, Ñœf©l éir¥gyif FW¡F têfŸ
(shortcut) cjéahf ÏU¡F«.

tç bjhl¡f« bršy “home”

tç ÏWÂ bršy “end”

Mtz¤Â‹ nkš bršy “ctrl + home”

Mtz¤Â‹ ÏWÂ bršy “ctrl + end”

2. njitahd ciuia j£l¢R brŒf.

4.3.3.  j£L¥g£il k‰W« jhtšfŸ (Spacebar and Tabs)

th®¤ij k‰W« tçfis¥ Ãç¡f (Spacebar) I Ãç¥ghdhf (seperator)

ga‹gL¤jyh«. Spacebar I tçæ‹ Ïilæš brUF« Ïl¤Âš (Insertion Point)

ga‹gL¤jhÔ®fŸ. mJ ciuæ‹ tçfS¡»ilæš Ïilbtëia V‰gL¤Â éL«.
mij M§»y¤Âš “Spacing across a line” vdyh«. Ï›éj« Space Bar I mG¤Jtjhš,
mÂfg£r Ïilbtë cUthf njitæ‹¿ mê¤Âl neU«. Spacebar I cgnah»¥gij
jé®¡f, ãiuia (columns) cUth¡» jhtšfis (tabs) ga‹gL¤jyh«.

4.3.4. g¤Â F¿¥gh‹fŸ (Paragraph Markers)

g¤Â milahs¤Â‹ _ykhf Mtz¤ÂYŸs Ïilbtë k‰W« jhtšfis
f©l¿a KoÍ« fUé¥bg£oæYŸs g¤Â milahs¤Â‹ bgh¤jh‹fshd show /

hide nj®ªbjL¥gj‹ _y« Ïjid¥ bgwyh«. kWgoÍ« Ïjid nj®ªbjL¥gj‹ _y«
kiw¡fyh«.
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4.3.5.  ciuia nj®ªbjL¤jš

ciuædJ g©òfis kh‰w, ciuia Kjèš nj®ªbjL¡f nt©L«. R£blèæ‹
ÏlJ bgh¤jhid mG¤Â¥ Ão¤jthW, ciuæ‹ ÛJ ef®¤j nt©L« mšyJ Shift

bgh¤jhid mG¤ÂathW ef®Î bgh¤jhd (arrow button) ga‹gL¤Â njitahd
ciuia ca®¤Â (highlight) fh£lnt©L«. ciuia nj®ªbjL¥gj‰fhd FW¡F
têfŸ:

gl« 4.2

(a) xU th®¤ijia nj®ªbjL¡f brhšè‹ ÛJ Ïu©L Kiw click brŒf.

(b) xU g¤Âia nj®ªbjL¡f g¤Âæ‹ ÛJ _‹W  Kiw click brŒf.

(c) gy tçfis mšyJ th®¤ijia nj®ªbjL¡f tçæ‹ bjhl¡f¤Âš R£oia
vL¤J¢ br‹W Shift + end bgh¤jhid xU Kiw Click brŒf.

(d) KG Mtz¤ij nj®ªbjL¡f Ctrl + A bgh¤jhid mG¤jÎ« mšyJ menu
g£oaèYŸs Edit → Select all mG¤Jf.

(e) jtwhf nj®ªbjL¡f¥g£l ciuia iféLtj‰F, nj®ªbjL¡f¥g£l ciu¡F
btëna xU Kiw “»ë¡” brŒa nt©L«.

4.3.6.  ciu Ú¡Fjš

Back Space k‰W« Delete bgh¤jh‹fis¡ bfh©L ciuia Ú¡fyh«. Backspace

bgh¤jh‹ brUF« òŸë¡F ÏlJ òw¤ÂYŸs vG¤J¡fisÍ« delete brUF«
òŸë¡F tyJ òw¤ÂYŸs vG¤J¡fisÍ« mê¡F«. mÂf msÎ ciuia Ú¡f,
mê¡f nt©oa ciuia nj®ªbjL¤J delete bgh¤jhid mG¤Âdhš,
nj®ªbjL¡f¥g£l ciu Ú§»éL«.

4.3.7.  ciuia kh‰w« brŒjš:

njitæšyhj ciuia Ú¡Fjš, brUF« Ïl¤ij nj®ªbjL¤J njitahd k‰W«
kh‰w¥gl nt©oa ciuia cŸëlš ngh‹w gšntW gofis cŸsl¡»a Ïl¤Âš
ciuia kh‰Wjš Ñœf©l gofë‹ _y« brŒayh«.

1. Ïlkh‰w« brŒa¥gl nt©oa ciuia nj®ªbjL¤jš.

2. òÂa ciuia j£l¢R brŒf. V‰fdnt cŸs ciuia mJ kh‰Wtij¡
fhzyh«.

ciuia Ú¡f, ciuia nj®ªbjL¤J delete bgh¤jhid mG¤Â, òÂa ciuia
j£l¢R brŒayh«.
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4.3.8.  mG¤Jjš (Click) k‰W« j£l¢R

Ïªj m«r« fh»j« g¡f¤Âš (page) v›él¤ÂY« ciuia¢ nr®¡f mDkÂ¡»wJ.
g¡f¤Âš v›él¤Âš ciuia nr®¡f nt©Lnkh, m›él¤Âš f®riu ef®¤jÎ«,
Mtz¤Âš m£ltizfŸ (Table) tiugl« (Charts) k‰W« tiufiy (Graphics)

M»aitfis nr®¡fÎ« Click and type ga‹gL»wJ. Ú§fŸ xU cU¥goia (Item)

brUF«nghJ Click and type jhdhfnt, v›él¤Âš cU¥go brUf¥g£lnjh mij
rçbrŒaÎ«.

4.3.9. ciu toñ£lš

toñ£l, fUé¥g£ilæ‹ _ykhf vëjhf ciu¥ g©òfis kh‰w KoÍ«,
fUé¥g£ilia Âiuæš fhzéšiy våš Home tab-I nj®ªbjL¡fÎ«. Home

tab-š fhz¥gL« toñ£lš f£lisfshd vG¤Jtif, g¤Â Jiz¥g£o tiugl«
Ñœ bfhL¡f¥g£LŸsJ.

gl« 4.3

1. vG¤JU Kf« (Font Face): vG¤JU v‹gJ th®¤ijfë‹ mo¥gil m¢R
Kf«. vG¤JU tiffëš Áy Times New Roman or Arial x›bthU vG¤JUÎ«
xU F¿¥Ã£l têæš jå¥g£l vG¤J¡fis toñ£l cjÎ« (Times New

Roman) v‹gj‰F g¡f¤ÂYŸs m«ò¡ F¿ia “»ë¡” brŒJ, Ã‹d®
»il¡F« vG¤JU¡fëš x‹iw nj®Î brŒtj‹ _y« vG¤Jtif
kh‰wyh«.

2. vG¤JU msÎ (Font Size): ÏJ x›bthU vG¤J tifæ‹ msitÍ«
ã®zæ¡»wJ. vG¤J tifæ‹ msit òŸëfëš ms¡»nwh«. (1/T2 of an

Inch) 12 Ñœ neh¡»a m«ò¡ F¿ia »ë¡ brŒJ njitahd òŸë msit
nj®Î brŒayh« mšyJ bg£o¡FŸ neuoahf msit kh‰wyh«.

3. vG¤JU cil (Font Style): vG¤J¡fis mit njh‹W« éj¤Âš mG¤Â
mšyJ mÂf vilÍilajhf mjhtJ jå¥gL¤Â fh£l Font Style
cjÎ»wJ. mt‰iw jo¥gh¡Fjš, rhŒªJ vGjš mo¡nfhoLjš _y«
m›éj« fh£lyh«.

4. ÏirÎ (Alignment): ciuia ÏlJ, tyJ ik, ne®¤Â brŒa xU g¡f¤Âš Ïªj
f£lis ga‹gL»wJ.

.................... .................... .................... ....................

.............. .............. .............. ....................

.................... .................... .................... ....................

........... ........... ........... ....................

Left Center Right Justification
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5. òšy£ k‰W« v© tçir: tçirgL¤jiy Ã‹tU« gFÂæš ÃwF fhzyh«

6. TLjš / FiwÎ / cŸjŸsš: ciu¥ gFÂæèUªJ xU nk‰bfhŸ gFÂia
ntWgL¤Â¡ fh£l cŸjŸSjš ga‹gL»wJ.

7. Outside Border: xU g¤Âia xU F¿¥Ã£l gFÂ¡FŸ fh£L« xU
všiy¡nfhL.

8. t©z¤ij ca®¤Â¡fh£l: nj®ªbjL¡f¥g£l ciu Âiu t©z¤ij kh‰w
ÏJ ga‹gL»wJ. Ïªj bgh¤jhåš filÁahf nj®ªbjL¡f¥g£l t©z«
fhz¥gL«.

9. vG¤Jtif ãw¤ij kh‰Wjš: nj®ªbjL¡f¥g£l ciuæ‹ t©z¤ij kh‰w
ÏJ (Font Dialog Box) ga‹gL»wJ. Ïªj bgh¤jhåš filÁahf nj®ªbjL¡f
t©z« fhz¥gL«.

vG¤Jtif ciuahlš bg£o (Font Dialog Box)

vG¤J tif ciuahlš bg£o mÂf msÎ toñ£lš tiffis¡ bfh©LŸsJ.
Ïit vëjhf ciuia toñ£l« brŒa¥ ga‹gL»wJ. ciu toñ£l« brŒa¥
gléšiy våš vG¤Jtif ciuahlš bg£oia bfh©L toñ£l« brŒayh«.
vG¤J tif ciuahlš bg£oia nj®ªbjL¡f Home Font Jiz¥ g£oæYŸs
Font dialog box I nj®ªbjL¡fÎ«.

gl« 4.4

Format Painter 

Home tab-š cŸs Clipboard Jiz¥g£il g£oæš Format Painter cŸsJ. v.fh.
toñ£l¥g£l g¤ÂæYŸs jiy¥òfSl‹ cŸs F¿¥Ã£l vG¤JU, msÎ k‰W«
ghâ M»at‰iw nghš cUth¡Ftj‰F Format Painter njit. Format PainterI
Ã‹tU« têfëš ga‹gL¤jyh«.

1. brUF Ïilia, g¤Âæ‹ Ïilna efby¡f nt©oa Ïl¤Âš it¡fÎ«.

2. Standrd, toolbar-š cŸs Format PainterI »ë¡ brŒaÎ«. c§fŸ pointer cl‹
j‰nghJ Paint Brush ÏU¥gijÍ« neh¡fÎ«.

3. ciuia ca®¤Â, njitahd Ïl¤Âš F¿¥Ã£l toñ£l¤ij¢ nr®¡f
R£blèia ga‹gL¤Â cUth¡fyh«.
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1. brUF Ïl¤ij fhz, éir¥ gyifæ‹ vªj RU¡F têia cgnah»¥Õ®?

(a) Home (b) End (c) Ctrl + Home (d) Ctrl + End

2. ciuia nj®Î brŒtj‰fhd RU¡F têfŸ vit?

(a) KG ciu (b) KG g¤Â

(c) Áy th®¤ijfŸ (m) tçfŸ (d) KG Mtz«

3. rçah jtwh vd¡ TwÎ«

(a)  tçia ef®¤j, ãiwa Ïilbtë éLtJ ešy gæ‰ÁahF«

(b) Back space Key Á¿a msÎ ciuia mê¡f¥ ga‹gL»wJ

(c)  Arial v‹gij °ilš gâg£il bga®

(d)  vG¤J tif msÎ¥ òŸëfshš ms¡f¥gL»wJ.

4.4  g¤Âia toñ£lš

gl« 4.5

Word 2007-š xU g¤Âæš ciuæ‹ msÎ, tiufis bghUŸ mšyJ Ïju
bghU£fis bjhl®ªJ g¤Â milahs« (Paragraph Mark) fhz¥gL«. x›bthU
KiwÍ« enter bgh¤jhid mG¤J« nghJ g¤Â milahs« njh‹W« g¤Âia
toñ£l« brŒa, Kjèš g¤Âia nj®ªbjL¤J Ã‹ njit¥gL« toñ£l« brŒayh«.
g¤Â toñ£l« nj®ªbjL¡f¥g£l g¤Â KGtijÍ« toñ£l« brŒtJl‹
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k£Lkšyhkš, Ã‹tU« g¤Â totik¥igÍ« mnj Kiwæš toñ£L»wJ. g¤Âæš
milahs« x›bthU g¤Âæ‹ toñ£lšfisÍ« nrä¡»wJ. g¤Âæ‹ milahs«
Ú¡f¥g£lhš mJ mL¤j g¤Âæ‹ gFÂahf khW»wJ.

g¤Âia nj®ªbjL¡f, njitahd Ïl¤Âš brUF òŸëia ÏlÎ«, Ã‹ Home
Menu Paragraph v‹gij nj®Î brŒJ, ÑœtU« Jiz¥g£oæš njitahdt‰iw
nj®ªbjL¡fÎ«.

gl« 4.6

4.4.1.  tç milahs«

g¤Âæš òÂa tçia¢ nr®¡f Shift + EnterI mG¤jÎ«, Ïªj brayhš kh‰WtJ
g¤ÂædJ mL¤j tçna jéu mL¤j g¤Âia mšy.

g¤ÂædJ mik¥ig kh‰w toñ£lš fUé¥g£ilæYŸs X® msÎ (Ruler) k‰W«
g¤Â ciuahlš bg£oia ga‹gL¤jyh« (mšyJ) g¤Â toñ£lš FW¡F tê rhé
nr®khd§fŸ (Key combination) ga‹gL¤jyh«, Ã‹tU« gFÂæš g¤Â toñ£lš
Jiz ghf§fis¡ fh©ngh«.

4.4.2.  ika, tyJ g¡f ÏirÎ k‰W« ÏlJ g¡f ÏirÎ

bghJthf ciu ÏlJ g¡f Ïirit¥ bg‰¿U¡F« Ït‰iw kh‰W« Kiwia
K‹ng f‰WŸnsh«.

4.4.3.  ciuia cŸjŸsš

g¤Âia cŸjŸsš, ciuia ãiyahf it¡f cjÎ»wJ.

1. g¤Âia jhdhf cŸjŸs, »ilk£l Xu mséYŸs K¡nfhz cŸjŸsš
milahs¤Â‹ nkš miu gFÂia tyJòwkhf ÏG¡fÎ«.
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2. toñ£lš fUég£ilæYŸs ÏlJòwkhf cŸjŸsš, Fiw¤jhš cŸjŸsš
_ykhf cŸjŸsšfis mÂfç¡f k‰W« Fiw¡fyh«.

3. bjh§F cŸjŸsšfis cUth¡f Xu mséš nkšg¡f K¡nfhz¤ij
éU¥g¥gL« Ïl¤Âš ÏlJòwkhf ef®¤jÎ«.

4.4.4.  Tab Stops

bghJthf Word-š Tab Stop 0.5” Ïilbtëæš ÏU¡F«. Tab Ïilbtëia
Fiw¡f k‰W« mÂfç¡f Home → Paragraph Jiz g£oia nj®ªbjL¡fÎ«, Ã‹
mªj Jiz¥g£oæš Ñœ tyJ Xu¤ÂYŸs Down Arrow it »ë¡ brŒaÎ«. m¥nghJ
Paragraph Jiz¥g£o njh‹W« mj‹ Ñœ ÏlJ Xu¤Âš Tab bgh¤jh‹ ÏU¡F«. mij
»ë¡ brŒaÎ«. m¥nghJ tab dialog box njh‹W«. mÂYŸs Tab stop position bg£oæš
njitahd jhtš Ïilbtëia Inch-š j£l¢R brŒaÎ«. Ã‹ “OK” ButtonI »ë¡
brŒÍ« brUF« Ïl«, òÂa jhtš ãW¤j¤Â‰F j‰nghJŸs g¤Âæš tab
bgh¤jhid mG¤Jtj‹ _y« efU«.

»ilk£l Xu msit¥ ga‹gL¤Jtj‹ _y« Tab stopI F¿¥Ã£l Ïl¤Âš
ãW¤jyh« mšyJ brUF òŸëia njitahd Ïl¤Âš kh‰Wtj‹ _yK«
brŒayh«.

gl« 4.7

jhtš ãW¤j¤ij mik¡f

1. g¤Âæ‹ vªj¥ gFÂæš jhtš ãW¤jij kh‰w mšyJ mik¡f nt©Lnkh
mij nj®ªbjL¡fÎ«.

2. kh‰w nt©oa g¤Â tHth¡f¤Â‰F, »ilk£l Xu
mséYŸs bgh¤jhid nj®Î brŒJ, njitahd têæš
cUth¡fyh«.
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jhtš ãW¤j tiffŸ

ÏlJ ÏirÎ jhtš ãW¤j«

ika jhtš ãW¤j«

tyJ ÏirÎ jhtš ãW¤j«

jrk jhtš ãW¤j«

Tab Stop I ef®¤j Tab milahs¤ij ãW¤Â, òÂa Ïl¤Â‰F ÏG¡fÎ«, Tab StopI
ãW¤j Xu mséYŸs Tab milahs¤ij ÏG¡fÎ«.

Tab Stop Ïilbtëia kh‰wyh«, Mdhš mJ Mtz¤ij kh‰W«, Ïij¢ brŒa,
njitahd Ïilbtëia cUth¡», Default Tab Stop Boxš cŸs Ïl¤Âš
njitahd msit j£l¢R OK »ë¡ brŒaÎ«.

4.4.5.  tç Ïilbtë

g¤ÂæYŸs x›bthU vG¤Â‹ cau¤ij, tç Ïilbtë Ô®khå¡»wJ. vG¤J
tifæ‹ msÎ, tç Ïilbtëia bghW¤nj mikÍ«. tç Ïilbtëia vëjhf
kh‰wyh«.

gl« 4.8
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tç Ïilbtëia Ñœ¡f©lthW kh‰wyh«

1. nj®Î brŒf Home - Paragraph Jiz¥g£o. mj‹ tyJ Ñœ Xu¤ÂYŸs Down

Arrow mG¤jÎ«.

2. Paragraph Dialog bg£o njh‹W«, mÂYŸs Indent and Spacing Tab I nj®ªbj
L¡fÎ«, mÂYŸs Line Spacing I nj®ªbjL¡fÎ«. Down Arrow Press brŒJ,
ÑGŸs Previous Option g¤Âæ‹ tç Ïilbtë njh‰w« mjhtJ 1, 1½ Ïu£il
tç Ïilbtë njh‰w¤ij fh©Ã¡fÎ«. x‰iw Ïilbtë 18 òŸë tç
ÏilbtëiaÍ«, Ïu£il Ïilbtë 24 òŸë tç ÏilbtëiaÍ«
cUthF«.

Ïªj tç Ïilbtë mik¥òfŸ mid¤ijÍ« Paragraph Dialog Box-š cŸs Line

Spacing Menu-‹ rçahd Option-I nj®ªbjL¥gj‹ _y« cUth¡fyh«.

Ïªj éU¥g§fis nj®ªbjL¥gj‹ _y« Word-‹ tiufiy, nkbyG¤J k‰W«
bgça Á¿a tif msÎfŸ j«ik¤ jhnk rçbrŒJ bfhŸS«.

4.4.6.  g¤Â Ïilbtë (Paragraph Spacing)

x›bthU g¤ÂiaÍ« x‹W nghš Ïilbtë cilajhf kh‰w, g¤Â Ïilbtë
ga‹gL»wJ. Ïilbtë mik¥ò Ã‹tUkhW ÏU¡fyh«. òŸëfëš Inches br.Û.-š
mšyJ tçfëš, ciuæš Ïilbtë bt›ntW tiffëš ÏU¡fyh«. ntWg£l
K‹, Ã‹ Ïilbtëfis ga‹gL¤Jtj‹ _y« g¤Âia tç Ïilbtë brŒayh«.
Mtz¤ij xU§fik¡f, xnu tifah g¤Â Ïilbtë brŒaÎ«.

Home Paragraphs Jiz¥g£oæYŸs tyJ Ñœ Xu down arrow click brŒaÎ«.
Paragraph dialog box njh‹W«. mÂYŸs Spacing submenu nj®Î brŒaÎ«. mÂš Before

mšyJ After v‹»w Sub Menu¡fis ga‹gL¤Â, g¤Â Ïilbtë brŒaÎ«.

g¤Â f£lis¥ ga‹gL¤Jtj‹ ga‹fŸ

1. Ïilbtë K‹D« Ã‹D« g¤ÂfŸ, g¤Âæ‹ òŸë msit kh‰whJ.

2. bt›ntW njitfS¡fhf¥ gšntW éj Ïilbtë nr®khd§fis
cgnah»¡fyh«.

3. gšntW ciu mik¥òfëš, njitahd éU¥g§fëš Ïilbtëia
cUth¡fyh«. v.fh. g¤Â Ïilbtë _y« jiy¥Ã‰F« g¤Â clyik¥Ã‰F«
Ïilna cŸs bjhl®ig és¡fyh«.

4. xU g¤Â Ïl« kh¿dhnyh mšyJ Ú¡f¥g£lhnyh, mj‹ Ïilbtë kh¿éL«,
g¤Â njita‰w bt‰W tçfis cUth¡FtÂšiy.

5. g¤Â °ilšfëš Ïilbtëia òF¤Âdhš, toñ£lš tiua Ïilbtëia
cUth¡F« fhè tçfis cUth¡FtÂšiy.

4.4.7. gh®l®fŸ k‰W« ãyÿ£l«

VjhtJ xU g¤Âæš, všiyfŸ mik¡f nt©Lkhdhš mik¡fyh«. vjhtJ
xU th®¤ijia všiy mik¡fÎ« ãHÿ£l«, fh£l¤ÂYŸs bršfS¡F všiy
mik¡fÎ« Select Home → Paragraphs Jiz¥g£oaYŸs Border & Shading Jiz
bkDit Click brŒaÎ«. všiyfŸ k‰W« ãHÿ£L« bg£o njh‹W«. mÂš ek¡F
njitahd všiy k‰W« všiy¡fhd bkDit bjçÎ brŒJ, ek¡F njitahd
g¤Âia nj®Î brŒJ Apply to v‹W Jiz bkDéš nj®Î brŒJ OK bfhL¡fÎ«.
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xU g¤Âia ãHÿ£l nt©Lkhdhš Shading Tab-I nj®Î bra¤, ek¡F
njitahd ãHiy nj®ªbjL¤J, g¤Âia Select brŒJ Paragraph-š Apply to v‹W
Jiz bkDéš nj®Î brŒJ OK bfhL¡fÎ«.

gl« 4.9

4. òÂa tçia cŸël RU¡FtêfŸ

(a) Enter (b) Shift + Enter (c) Alt + Enter

5. Tab stop ‹ bghJthd msÎ

(a)  0/3 Inch Ïilbtë

(b)  0.4 Inch Ïilbtë

(c)  0.5 Inch Ïilbtë

6. rçah? jtwh?

(a)  x‰iw tç Ïilbtë 18 òŸëfis V‰gL¤J»wJ

(b)  fUé¥g£ilia ga‹gL¤Â 4 g¤Âia V‰gL¤j KoÍ«

(c)  fUé¥g£ilæš cŸs Format Painter bgh¤jh‹ °ilš (Style)

fis cŸël  ga‹gL¤J»wJ

(d)  Heading 1 xU ãiyahd °ilš
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4.5. òšy£ k‰W« v© tçiria cUth¡Fjš

òšy£ k‰W« v© tçirfŸ, go¥gt®fS¡F Áy K¡»akhd jftšfis vëjhf
és¡F»wJ.

4.5.1. òšy£ k‰W« v© tçiria cUth¡Fjš

òšy£ k‰W« v© tçiria cUth¡f word š cŸs tçir m«r¤ij
ga‹gL¤jÎ«. Ï¥gFÂæš v›thW òšy£ k‰W« v© tçiria cUth¡fyh«
v‹gij¡ fhzyh«.

1. toñ£lš fUé¥bg£oæYŸs Bulleted List  bgh¤jh‹ mšyJ Numbered

List  bgh¤jhid Click (»ë¡) brŒaÎ«.

2. Ã‹d® Enter tçiria mK¡fÎ«. ÏJ òšy£ k‰W« v© F¿æ£l tçiria
cUth¡F« òšy£ k‰W« v© tçiræ£l tç njitæšiy våš Shift + Enter

Key ia xU nru mK¡fÎ«

3. mÂfç¥ò cŸjŸSjš  k‰W« Fiw¥ò cŸjŸSjš  bgh¤jh‹fŸ

tçiræ‹ gšntW goia cUth¡f ga‹gL»wJ. òšy£ k‰W« v© tçiria
nr®¡f ciuia Kjèš nj®ªbjL¤J, Ã‹d® òšy£ F¿æ£l k‰W« v©
tçiræ£l bgh¤jhid mG¤jÎ«.

4.5.2. tiy tçiria cUth¡fš (Creating Nested List)

tiytiria cUth¡f Ã‹tU« gofis Ã‹g‰wÎ«

1. tçiria j£l¢R brŒaÎ« k‰W« cŸjŸsiy mÂf¥gL¤Âdhš tiytçir
cUthF«.

2. njitahdt‰iw ca®¤j totik¥ò fUé¥g£ilæYŸs v©tçir
bgh¤jhid mG¤jÎ«.

4.5.3.  òšy£ k‰W« v©tçir toñ£lš

òšy£ k‰W« v© tçiria kh‰w òšy£ v© tçir ciuahlš bg£o
ga‹gL»wJ.

gl« 4.10
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1. nj®ªbjL¡f¥g£l tçiria kh‰Wjš: òšy£ F¿æ£l k‰W« v© tçir
mšyJ brUF òŸë cŸs tçia x‰iw F¿æ£l òšy£ F¿ahf kh‰Wjš

2. Home Paragraph Jiz¥g£oæ‹ tyJ Ñœ Xu¤Âš Down ArrowI mG¤jÎ«.
Bullet or Numbering Dialog Box njh‹W«.

3. tçir. °ilšfëš VnjD« x‹iw nj®ªbjL¡fÎ« mšyJ Picture

bgh¤jhid »ë¡ brŒJ bt›ntW Icon bgwÎ«. v© tçir Tab »ë¡ brŒJ,
nt©oa v© tçir °ilšfis bgwÎ«.

4. OK bgh¤jhid »ë¡ brŒaÎ«.

4.6.  ciuia ef®¤Jjš k‰W« efbyL¤jš

ÂU¤Jjè‹ xU gFÂahd ciuia ef®¤Jjš k‰W« efbyL¤jš cŸsd.
ef®¤Jjš k‰W« efbyL¤jš f£lisæ‹ _y«, Û©L« ciuia j£l¢R brŒa
nt©oa mtÁaäšiy.

Clipboard ciu efbyL¡f k‰W« xU Mtz¤ÂèUªJ k‰bwhU Mtz¤Â‰F
ef®¤j ga‹gL»wJ.

4.6.1  ciuia efbyL¡f  k‰W« ef®¤j  (Cutting)I  ga‹gL¤Jjš

xU ciuia ef®¤j mšyJ efbyL¡f j‰fhèfkhf nrä¡f¥gL« Ïlnk Clipboard

mij njit¥gL« Ïl¤Âš x£lyh«. wordš filÁ 12 elements I bt£l mšyJ
efbyL¡f KoÍ«. Home Clipboard Sub Task Menu it nj®ªbjL¥gj‹ _y« Clipboard

elementI gh®¡fyh«.

4.6.2.  ciuia ef®¤Jjš

ciuia ef®¤Jjš v‹gJ nj®ªbjL¡f¥g£l ciuia Xçl¤ÂèUªJ ntnwh®
Ïl¤Â‰F kh‰w cjÎtjhF«. Ïj‰F Ã‹tU« gofis Ã‹g‰wÎ«.

1. ef®¤j¥gl nt©oa ciuia nj®ªbjL¡fÎ«.

2. Menu g£ilæYŸs Home → Clipboard v‹gij¤ nj®ªbjL¡fÎ« (mšyJ)
fUé¥g£ilæYŸs Cut bgh¤jhid »ë¡ brŒaÎ« (mšyJ) Ctrl + X rhéia
mG¤jÎ«.

3. brUF« Ïl¤ij Cursor ciu v§F x£l nt©Lnkh, m§F it¡f nt©L«

fUé¥g£ilæYŸs Paste gâ F¿ia mšyJ Ctrl + V I mG¤jÎ«. Ïªj
Kiwæ‹ _y«, xU Mtz¤ÂèUªJ k‰bwhU Mtz¤Â‰F ef®¤j KoÍ«.

4.6.3.  ciuia efbyL¤jš 

efbyL¤jš v‹gJ V‰fdnt cŸs ciuæ‹ efiy ntW Ïl¤Âš cUth¡FtJ
MF«. c©ikahd ciu, khWtj‰F tê Ïšiy. ciuia efbyL¡f, Ã‹tU«
gofis Ã‹g‰wÎ«.
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1. Home → Clipboard Jiz¥g£oæYŸs cut mšyJ fUé¥g£ilæYŸs cut

»ë¡ brŒJ (mšyJ Ctrl + X)I mG¤jÎ«.

2. Ïj‹ _y« ciu ClipboardI br‹wilÍ«. brUF« Ïl¤ij nj®ªbjL¤J copy

gâF¿ (mšyJ) Ctrl + C bgh¤jh‹fis mG¤jÎ«. Ïj‹ _y« ciuia xU
Mtz¤ÂèUªJ k‰bwhU Mtz¤Â‰F kh‰w ÏaY«.

4.7  vG¤J¥ÃiH k‰W« Ïy¡fz«

Ïy¡fz« k‰W« ÂU¤ÂfŸ jtWjyhf vGj¥g£l th®¤ijfŸ mšyJ Ïy¡fz
ÃiHfis rçgh®¡f cjÎ»WJ. Át¥ò miy nfhLfŸ, jtWjyhf vGj¥g£l
th®¤ijfë‹ Ñœ njh‹W«. g¢ir miy nfhLfŸ Ïy¡fz ÃiHfŸ Ñœ njh‹W«.
Ïªj Ãçéš c§fŸ Mtz¤Â‹ Ïy¡fz« k‰W« ÂU¤j§fis g‰¿a f£lisfŸ
nk‰bfhŸs¥gL»‹wd.

Ïªj m«r¤ij Ú§fŸ miz¡F« tiu, j£l¢R th®¤ij jhdhf Ïy¡fz«
k‰W« ÃiHfis rçgh®¡F«. c¢rç¥ò ÃiHfŸ Mtz¤Âš Át¥ò mo¡nfho£L«,
Ïy¡fz¥ ÃiHfŸ g¢ir mo¡nfho£L« F¿¥Ãl¥gL»‹wd.

gl« 4.11

1. F7 bgh¤jhid mG¤J«nghJ vG¤J¥ÃiH ÂU¤J« ciuahlš bg£o
njh‹W«.

gl« 4.12
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2. vG¤J¥ÃiH ciuahlš bg£o, Mtz¤Âš Kjèš jtwhf cŸs
th®¤ijfis Át¥ò ãw¤Âš fh£L«.

3. mij rçbrŒa Ignore bgh¤jhid mG¤jÎ« (mšyJ) mªj th®¤ij
fhz¥gL« mid¤J Ïl§fisÍ« rçbrŒa Ignore All bgh¤jhid
nj®ªbjL¡fÎ«.

4. mªj brhšY¡F gÂyhf kh‰whf tu nt©oa brhšè‹ ÛJ xU Kiw »ë¡
brŒJ, Ã‹ change v‹w bgh¤jhid¡ »ë¡ brŒa nt©L«. mªj jtwhd
brhšY¡F¥ gÂyhf tU« všyh Ïl§fëY«, kh‰W¢ brhšiyæLtj‰F
change all v‹w bgh¤jhid¡ »ë¡ brŒa nt©L«.

5. Ïy¡fz ÃiHia f©l¿ªjhš, g¢ir ãw¤Âš fh£l¥gL«. Suggestion box-š
cŸs rçahd x‹iw nj®ªbjL¤J change bgh¤jhid »ë¡ brŒaÎ«.
ÃiHia fh©Ã¡f njitæšiy våš Ignore bgh¤jhid nj®Î brŒaÎ«.

v›tsÎ neu« Ïy¡fz« k‰W« ciuahlš bg£oæš nrhjid Ïy¡fz¥ bg£o
rçgh®¡»wnjh, th®¤ij Mtz¤Âš cŸs c¢rç¥ò TLjyhf Ïy¡fz¤ij
rçgh®¡F«. Ïy¡fz¤ij nrhÂ¡f éU«géšiy v‹whš bg£oæš ÏUªJ nj®Î¡
F¿ia Ú¡fÎ«. Ïšiybaåš, Ïy¡fz¤ij rçbrŒa Ïªj têKiwfis
Ã‹g‰wÎ«.

1. Ïy¡fz¥ ÃiH ÏUªjhš mJ brŒÂ¥ bg£oæš vG¤J¥ÃiH, g¢ir ãw¤Âš
monfho£L fh£l¥gL«.

2. Mnyhrid¥ bg£oæš gyéjkhd MnyhridfŸ ÏU¡F«. mt‰¿š
rçahdij nj®Î brŒJ, Change I »ë¡ brŒaÎ«.

3. ÂU¤j« njitæšiy våš Ignore g£lid »ë¡ brŒaÎ«.

4.8  g¡f¤ij totik¤jš

òÂa Mtz¤ij bjhl§F«nghJ, g¡f¤Âš msÎ k‰W« mik¥ig kh‰w
g¡f¤Âš totik¤jš option ga‹gL»wJ. Page layout tab-‹ _y« vëjhf
Ïjid kh‰wyh«.

gl« 4.13

4.8.1  g¡f Xu«

g¡f¤Â‹ Xu¤ij Ïu©L têKiwfëš kh‰wyh«

1. Ruler Jiz bfh©L Xu§fis kh‰Wjš

2. ciuahlš bg£o _y« kh‰Wjš.
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1. Ruler Jizbfh©L Xu§fis kh‰Wjš

(a) R£blèæ‹ R£oia rh«gš ãw¥gFÂ¡F« btŸis ãw¥ gFÂ¡F« Ïilæš
vL¤J¡ bfhŸs nt©L«.

gl« 4.14

(b) R£oia rçahd Ïl¤Âš ÏUªjhš mªj R£o ÏUjiy bfh©l m«ò F¿ia¥
nghy fh£Áaë¡F«

(c) R£blèia éLé¤J Xu§fis ã®zæ¡f nt©L«

2. g¡f mik¥ò ciuahlš bg£oia ga‹gL¤Jjš

(a) g¡f¤Â‹ Xu§fis kh‰w g¡f msÎ ciuahlš bg£oia¥ ga‹gL¤jyh«.
Menu  Bar š cŸs Page Layout  Page Setup Margin g¡f msÎ ciuahlš bg£o
njh‹W«.

(b) mÂš K‹T£o jah® brŒj Xu§fë‹ bga®fŸ Normal, Narrow, Moderate,

Wide Office 2003.

gl« 4.15
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(c) VnjD« x‹iw nj®Î brŒaÎ« (mšyJ) Customized Margin bgh¤jh‹fëš
Xu§fëš msit m«òfis ga‹gL¤Â kh‰wyh«.

(d) Mtz¤Â‹ g¡f¤Âš jiy¥ò k‰W« moF¿¥òfis kh‰wyh«.

(e) OK Button »ë¡ brŒaÎ«.

4.8.2.  g¡f¤Â‹ msÎ k‰W« mik¥ò

g¡f¤Â‹ mik¥ig kh‰w g¡f mikÎ ciuahlš bg£oia ga‹gL¤jyh«.

1. Page Layout Size f£lisfŸ _y« g¡f¤Â‹ msit kh‰wyh«. msÎfshf
Letter, Legal at A4 size M»ait cŸsd. nkY« msÎfis kh‰w More Paper

v‹gij »ë¡ brŒaÎ«.

gl« 4.16

2. rçahd g¡f¤Â‹ msit bgw Ñœtç g£il nj®ªbjL¡fÎ«

gl« 4.17

3. Page Layout - Orientation vD« Ñœtç g£ilæš Portrait or Landscape v‹gij
nj®ªbjL¥gj‹ _y« g¡f¤Â‹ mik¥ig kh‰wyh«.

g¡f§fis¥ bgçjh¡Fjš

gl« 4.18
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1. View Tab → Zoom v‹gij nj®ªbjL¡fÎ« Zoom Dialog Box njh‹W«. vªj
msÎ bgçjh¡f v‹gij nj®ªbjL¡fÎ«. Mtz¤Â‹ gšntW g¡f§fis
fhz Menu Pages v‹gÂš njitahdt‰iw nj®ªbjL¡fÎ«

2. File → Page setup → Paper Size  v‹gij nj®ªbjL¡fÎ« mÂš g¡f¤Â‹
mik¥ig¤ nj®ªbjLJ nt©oago kh‰¿ bfhŸsyh«.

Ñœtç g£oæš njitahd ciuia nj®ªbjL¡fÎ«. ÃwF OK bgh¤jhid »ë¡
brŒaÎ«.

gl« 4.19

(2) jiy¥ò k‰W« mo¡F¿¥ò

x›bthU g¡f¤Â‹ nkšg¡f Xu¤Âš jiy¥ò cŸël jiy¥ò cŸël jiy¥ò
(Header) (m) mogFÂæš g¡f v©â¡if cŸël mo¡F¿¥ò cŸëlyh«.

gl« 4.20
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1. Insert → Header and Footer v‹gij nj®ªbjL¡fÎ«.

2. jiy¥ò g¡f¤Â‹ nkš gFÂæš ca®¤Â fh£l Header gFÂ cjÎ»wJ.

3. jiy¥ò bg£oæš jiy¥ig cŸëlÎ«. mÂš v©fë‹ tif, msÎ,
jo¥gh¡Fjš, rhŒªJ vGJjš vd gy ÃçÎfŸ cŸsd. mj‹ _y« gšntW
éjkhd jiy¥ig bgwyh«.

gl«. 4.21

gl« 4.22

gl« 4.23

4. moF¿¥Ãš g¡f¤ÂYŸs v© ÏlJ Xu« (m) tyJ Xu¤Âš btëælyh«.
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4.8.4. g¡f v©

Ã‹tU« F¿¥ò _y« g¡f v©iz¥ bgwyh«.

gl« 4.24

1. Insert → Page Number v‹gij nj®ªbjL¥gj‹ _y« ciuahlš bg£o
njh‹W«.

2. g¡f v©iz F¿¡f nkšgFÂæš (Top of the page) ÑœgFÂæš (Bottom of the

Page) vd Ïl¤ij Ñœtçg£oæš nj®ªbjL¡fÎ«.

3. Ok button I »ë¡ brŒaÎ«.

gl« 4.25

g¡f bjhl¡f v©fis kh‰Wjš

Mtz¤Âš g¡f bjhl¡f v©iz kh‰w Ã‹tU« gofis Ã‹g‰Wjš

1. brUF« Ïl¤ij njitahd Ïl¤Âš it¡f nt©L«.

2. Insert → Page Number v‹gij nj®ªbjL¥gj‹ _y« Page Number Format

ciuahlš bg£o njh‹W«.

3. Page Number Format v‹gij Ñœ, tç¥g£oæš _y« njitahd g¡f v©iz
cŸëlÎ«.
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gl« 4.26

4. g¡f v©iz mÂfç¡f k‰W« Fiw¡f KoÍ«

5. OK Button I »ë¡ brŒaÎ«.

4.8.5.  g¡f Ïilbtë Ïiz¤jš

Ú§fŸ j£l¢R brŒÍ« nghJ Mtz¤Âš xU g¡f¤Â‹ ÑnH milÍ«nghJ xU
g¡f Ïilbtë jhdhf brU¡f¥gL«. fh»j msÎ v¥nghJ jhdhf g¡f Ïilbtë
V‰gl nt©L« v‹gij Ô®khå¡F«. Ú§fŸ xU g¡f KoÎ¡F K‹ng Ï‹bdhU
g¡f¤ij Mu«Ã¡f éU«ò»Ö®fŸ v‹whš, mL¤j g¡f« brštj‰F Insert éiria
mG¤j¡ TlhJ. mj‰F¥ gÂyhf ÑnH bfhL¡f¥g£LŸs têfis Ã‹g‰wÎ«.

1. xU g¡f¤Âš ek¡F njitahdij Ãç¡f Ïªj bkD cjÎ»wJ. xU bjhlçš
vªj Ïl¤Âš th®¤ij Ko»wnjh m§F CursorI it¤J Insert → Break

bkDit nj®Î brŒaÎ«. tU« bg£oæš ek¡F njitahd Break I nj®Î
brŒJ OK bfhL¡fÎ«.

2. v§F Ïªj g¡f« Ko»wnjh m§nf Cursor I it¤J Ctrl + Enter brŒjhš g¡f«
Ïu©lhf ÃçÍ«.
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gl« 4.2.7

4.8.6  g¡f Ïilbtëia vL¤jš

g¡f Ïilbtëia vëjhf vL¥gj‰F v§F g¡f Ïiz¥ò cŸsnjh m§F
Normal View-š Delete Key I mG¤jÎ«, mªj g¡f Ïiz¥ò J©o¡f¥gL«.

7. __________ f£lis òšy£ k‰W« v© tçir ciuahlš bg£oia ga‹gL¤j
cjÎ»wJ.

8. ciu efbyL¤jš k‰W« ciu ef®¤jY¡F« cŸs ntWghL v‹d?

9. Menubar-š cŸs f£lis Clipboard -š cŸs gFÂfis fhz cjÎ»wJ.

10. rçah? jtwh?

(a) Edit → Copy v‹gij nj®ªbjL¤jš Ctrl + C ia mG¤Jjš Ïu©L«
bt›ntW brašfŸ.

(b) Custom Dictionary ga‹gL¤Â th®¤ijia Ú¡f KoahJ.

(c) th®¤ijæ‹ bghUis m¿a tyJ »ë¡ _y« m¿ayh«.

(d) vG¤J¥ ÃiH k‰W« Ïy¡fz¤ij rçgh®¡f éir gyifæš cŸs F7

bgh¤jhid mG¤jÎ«.

4.9  Ú§fŸ f‰wit

Ïªj ghl¤Â‹ _y« gyéj ciuia totik¤jš g‰¿ go¤njh«. xU
Ïl¤ÂèUªJ ciuia ntW Ïl¤Â‰F ef®¤Jjš, vG¤Â‹ tif k‰W« vG¤Â‹
°ilš vG¤J ÃiH k‰W« Ïy¡fz ÃiH g‰¿Í«  “MS Word” _ykhf m¿ªnjh«.
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4.10  ÏWÂ édh¡fŸ

1. Menubar-š cŸs vªj f£lisia ga‹gL¤Â Title Case I kh‰w KoÍ«?

2. Á‹d¤ij cŸël gofis tçirgL¤J.

3. vG¤J tif v‹whš v‹d? VnjD« 2 vG¤J FL«g¤ij F¿¥ÃLf?

4. v›thW g¤Â Ïilbtëia V‰gL¤JthŒ.

5. ciuia ef®¤Jtj‰fhd gofis TW?

6. ciuia efbyL¤jj‰fhd  gofŸ ahit?

7. v¥go Word š vG¤J ÃiH rçgh®¥ò ga‹gL»wJ?

4.11  gæ‰Á édh¡fS¡fhd éilfŸ

1. (a)  tçæ‹ bjhl¡f«

(b)  tçæ‹ ÏWÂ

(c)  Mtz¤Â‹ nkš gFÂ

(d)  Mtz¤Â‹ Ñœ gFÂ

2. (a)  th®¤ijia ÏUKiw »ë¡ brŒaÎ«

(b)  g¡Âia _‹W Kiw »ë¡ brŒjš

(c)  th®¤ij ÏG¤jš (m) Shift Key ia mG¤Â¡ bfh©nl arrow keyia
mG¤jÎ«

(d) Menu Bar- š cŸs Edit - Select All ia¡ f£lisia nj®ªbjL¤jš

     (m) Ctrl + A ia mG¤jÎ«

3. (a) jtW (b) rç (c) jtW (d) rç

4. (b) Shift + Enter key

5. (c)  0.5 inch Ïilbtë

6.  (a) jtW (b) rç (c) rç (d) jtW

7. Format Bullets & Clipboard

8. ciuia ef®¤Jjš v‹gJ ciuia xU Ïl¤ÂèUªJ Ú¡» ntW Ïl¤Âš
ef®¤Jjš ciuia efbyL¤jš v‹gJ ciuædJ efiy xU Ïl¤ÂèUªJ ntW
Ïl¤Â‰F bfh©L bršYjš. ÏÂš ÏU¡F« Ïl¤ÂY« Ïy¡F Ïl¤ÂY« ciu
ÏU¡F«. ciuia ef®¤jè‹ Ïy¡F Ïl¤Âš k£Lnk ciu ÏU¡F«.

9. View - Toolbars - Clipboard

10. (a) jtW (b) jtW (c) rç (d) rç
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5.1 m¿Kf«

nghJthf nrhw;nraypfs; %yk; cUthf;fg;gLk; Mtzq;fs; kpd;mQ;ry;
thapyhf gy;NtW  tzpf epWtdq;fSf;Fk;> kdpju;fSf;Fk; mDg;Gtjw;F
nrhw;nraypapy; gad;gLtJ ,e;j nkapy; nkh;[; (Mail Merge) MFk;.

NkYk; ,jd; %yk; Kftupfs; mlq;fpa juTfis nrhw;nraypapd; thapyhf
Ntz;ba tbT+l;ly;fis nfhLj;J mr;rplTk; KbAk;.

Mail Merge-d; ,ay;Gfs;:

� gy;NtW Kftupfspy; cs;s kf;fSf;F xNu khjpupahd fbjj;ij mDg;Gk;
NghJ Mail Merge gl;baypy; cs;s Kftupj; juTfis vspikahfTk;
tpiuthfTk; ifahs KbAk;.

� gy;NtW tif jfty;fs;> juTfs; nfhz;l xNu Mtzj;ij ,jd; %yk;
vspjpy; cUtikf;f KbAk;.

� mjd; %yk; milTg; gl;bay; (Directory Lists)> tpiyg;gl;bay; (Invoices), Kftup
gl;bay;fsis mr;rpl> kw;Wk; fbj ciwapd; Nky; Kftupfis mr;rplTk;
Mail Merge nfhz;L ek;khy; vspjpy; nra;J Kbf;fyhk;.

5.2  neh¡f§fŸ

,e;j ghlj;ij KOikahf gbj;J Kbj;J ePq;fs; fPo;tUk; midj;J nray;fisAk;
vspikahfTk;> rpwg;ghfTk; nra;J Kbf;f fw;Wj;Nju;e;JtpLtPu;fs;.

� fbjq;fs;> mQ;ry; Kftupfs;> ciwNky; Kftupfs; ,l KbAk;.

� Kftupfs; mlq;fpa juTfis ifahz;L mtw;iw jq;fspd; Mtzj;jpy;
Ntz;ba tbtpy; gad;gLj;jTk; Ntz;ba tbtpy; mr;rplTk; KbAk;.

� jd; tpUg;gk; Nghy; Mail Merge I ifahSjiy nra;a KbAk;.

5.3  Mail Merge Mtz¤Â‹ tiffŸ

Mail merge MdJ fPo;fhZk; 3 tifahd Mtzq;fs; mlq;fpaJ. mtw;iw
fhz;Nghk;.

(a) Kjd;ik Mtzk; (Main Document): Kjd;ik Mtzk; vd;gJ> gadhsu;
cUthf;fpaJk;> midtUf;Fk; mDg;g jahu; nra;J itj;jpUf;Fk; Mtzk;
MFk;. ,jid xU khjpup MtzkhfTk; fUjyhk;.  ,e;j Mtzk; rhjhuz
fbjkhfNth> Kftupfs; mlq;fpa juT cs;s MtzkhfNth ,Uf;fyhk;.

bkæš bk®{
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(b) juT %yk; (Data Source): juT %yk;> gadu; cUthf;fpa Mtzj;ij ahu;
ahUf;nfy;yhk; ehk; mDg;g ,Uf;fpNwhNkh mtu;fspd; Kftupfs; mlq;fpa
juTf; Nfhg;G MFk;. cjhuzkhf> xU epWtdk; fbjj;ij mDg;Gtjw;fhf
thbf;ifahsu; Kftupfs; mlq;fpa juTf; Nfhg;G.

(c) ,izf;fg;gl;l Mztk; (Merged Document): Kjd;ik Mtzj;Jld; juT
Mtzj;ij ,izj;J cUthf;fg;gl;l %d;whtJ MtzNk ,izf;fg;gl;l
Mtzk; MFk;.  ,e;j MtzkhdJ fbjq;fismjd; KftupfSld;
,izj;J midj;J KftupfSf;fhd juT %yq;fs; mlq;fpa Mtzj;ij
cUthf;fpf;nfhs;s Ntz;Lk;. gpd; Kftup juT my;yJ jfty;fspd;
%yq;fis nrUf KftupfSld; $ba xNu Mtzkhf cUthf;fg;gl;L
tpLk;. ,jid gadu; Nrkpj;J itj;Jk; my;yJ mr;rpl;Lf;nfhs;sTk;
nra;ayhk;.

Mail Merge d; gad;ghLfis nrhw;nrayp Word 2007 y; Kjd;ik gl;bapy; cs;s
Mailings I Nju;e;njLf;f Mailings f;fhd tpUg;gq;fs; Njhd;Wk;. ,jpy; Crate, Start

Mail Merge, Write & Insert Fields, Preview Results and Finish & Merge Mfpait
fhl;lg;gLk;.

gl« 5.1

5.4  Mail Merge Wizard

,e;j Mail Merge Wizard MdJ gadu;  Mail Merge nra;J Kjd;ik Mtzj;jp
ypUe;J juT %yq;fisf; nfhz;l Mtzj;ij ,izj;J cUthf;Ftjw;fhd
midj;J topfisAk; cs;slf;fpaJ MFk;.

Mail Merge Wizard y; Mailings → Start Mail Merge  vd;w fl;lisia njhlu;e;J
Mail Merge Wizard MdJ jpiuapy; Njhd;Wk;.

gl« 5.2
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gl« 5.3

5.4.1  Mtzj;jpd; tifia Nju;e;njLj;jy;

,e;j gFjpapy;> Kjd;ik Mtzj;ij vt;thW Mail Mergey; gad;gLj;JtJ
vd;gijak;> Kjy; gbahf cUthf;fg;gLk; Mtzj;jpd; tifahd letter, E-mail

Messages, Envlopes, Labels, Directory Mfpa ,tw;wpy; xd;wpid Nju;e;njLf;f Ntz;Lk;.

gl« 5.4

cjhuzkhf: xU fbjj;ij cUthf;Ftijg; gw;wp fhz;Nghk;.

xU epWtdk; fbjj;ij gy;NtW tifahd thbf;ifahsUf;Fk; mDg;Gtjhff;
nfhs;Nthk;> ,g;NghJ fbjj;jpd; tifia Nju;e;njLj;Jf;nfhs;s Ntz;Lk;. fbjk;
vd;gjhy; Letters vd;w tpUg;gj;ij Nju;e;njLj;Jf;nfhs;s Ntz;Lk;. mjd; gpd;G
Next: Starting document vd;w nghj;jhd; fPo; gFjpapy; Fwpg;gplg;gl;bUf;Fk;. mjid
Nju;e;njLf;f mLj;j Wizard ciuahly; ngl;b Njhd;Wk;.

5.4.2  Kjd;ik Mtzj;ij Nju;e;njLj;jy;

1. Kjd;ik Mtzj;ij (Starting Document) Nju;e;njLg;gJ ,jd; ,uz;lhtJ
gb MFk;. ,jpy; %d;W tifahd tpUg;gq;fs; cs;sd.

Use The Current Document: ,e;j tpUg;gkhdJ jw;NghJ cUthf;fpf;
nfhz;bUf;Fk; Mtzj;ijf;nfhz;L gy;NtW gadhsu;fSf;Fk; Kftupfis ,l;L



bkæš bk®{
Data Entry

Operations

F¿¥òfŸ

79Data Entry Operations

mDg;Gtjw;F gad;gLfpwJ. ,t;tpUg;gkhdJ tiuT (Draft) Mtzq;fSf;F
Kftupfis Nru;j;J mDg;g VJthd fbj Kiwahf tpsq;Ffpd;wd.

gl« 5.5

Start from a Template: tiuT Mtzq;fs; ,y;yhj Neuq;fspy; Microsoft Office

2007 MdJ ekf;F toq;Fk; tpUg;gkhdJ ,e;j thu;g;GU (Template) Mtzk; MFk;.
,e;j thu;g;GU Mtzk; tiuT Mtzj;ij xj;jJ MFk;.  ,e;j thu;g;GU Mtzj;ij
(Template Document) gadu; mtu; tpUg;gg;gb khw;wpf ;nfhs;syhk;.

gl« 5.6

Start from Existing Document: Vw;fdNt cUthf;fp Nrkpj;J itj;Js;s
Mtzj;jpypUe;J gadu; jdf;Fj; Njitahd khw;wq;fis> cjhuzkhf fbj cly;
gFjpapy; khw;wk;> my;yJ ngWeu; Kftupapy; khw;wk; nra;J nfhz;L gad;gLj;jpf
;nfhs;s ,t;tpUg;gkhdJ gad;gLfpwJ.

,q;F ehk; Start from a Template vd;gjpy; Blank Document vd;gjid Nju;e;njLj;Jf;
nfhs;s Ntz;Lk;. mt;thW Nju;e;njLf;Fk;NghJ Templatey; gadu; jdf;F kpfr;
rupahd nghUe;Jk; Mtzkhf vJ cs;sNjh me;j Mtzj;ij Nju;e;njLj;Jf;
nfhs;s Ntz;Lk;.  mjd; gpd; Blank Document vd;gij Nju;e;njLg;gJ gadu; jd;
tpUg;gk;Nghy; Mtzj;ij khw;wp mikj;Jf; nfhs;s cjTk;.

2. gy;NtW gadu;fSf;F mDg;Gtjw;fhd Kftupf;fhf 6 my;yJ 7 tup
,ilntsp tpl;Lf;nfhs;s Ntz;Lk;.  ,e;j ,ilntspapy; NtW ve;j
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ciuiaAk; jl;lr;R nra;af; $lhJ. ,dp vt;thW Kftupf;fhd juT
%yq;fis ve;j ,lj;jpy; Ntz;LNkh mq;F nrUfpf;nfhs;s Ntz;Lk;.
cjhuzkhf DIT khztu;fs; Nru;f;iff;fhd tpohit National Insititute of

Open School elj;Jtjhf nfhs;Nthk;> mg;NghJ xt;nthU khztu;fspd;
KftupfisAk;> mtu;fspd; Nru;f;if vz;Zf;fhd Field IAk; Nru;f;f
juT %yq;fis jahu; nra;Jnfhs;s Ntz;Lk;.

fPo;fz;lthW fbjj;jpw;fhd cly; gFjpia jahu; nra;J nfhs;s Ntz;Lk;.

14 October 2001
To

Dear Student,
We are happy to inform you that you have been admitted for the Diploma in Information
Technology offered by National Institute of Open Schooling. Your enrolment number is.,
Quote this number for all your correspondence with the School or writing assignments or
writing terminal examinations.

With best wishes,

Director (Admissions)
National Institute of Open Schooling
New Delhi

gl« 5.7

gpd;G fbjj;jpid Nrkpj;Jf;fnfhs;s Ntz;Lk;.

5.4.3.  juTjsj;jpw;fhd %y Mtzj;ij cUthf;Fjy;.

ehk; jahupj;j Mtzj;jpid ve;nje;j gadhsUf;F mDg;g jahu; nra;NjhNkh
mtu;fspd; Kftupfis nrUFtJ 3tJ gbepiyahFk;.

gl« 5.8

juTj;jsj;jpw;fhd %y Mtzk; ,y;yhJ ,Uf;Fk;NghJ ehk; me;j Mtzj;ij
cUthf;f Ntz;bAs;sJ. mt;thW cUthf;fpa gpd;G me;j juTf;fhd %yq;fis
Kjd;ik Mtzj;jpy; (Main Document) nrUfp gad;gLj;j Ntz;Lk;. Mail Merge

nra;ag;gLk; fbjk; cUthf;Fk; Kd;Ng juTf;fhd %y Mtzj;ij cUthf;fp me;j
%yq;fis cjhuzkhf ngau;> Kftup1> Kftup2> efuk;> khepyk; mQ;ry; FwpaPl;L
vz; Nghd;wtw;iw Kjd;ik Mtzq;fspy; nrUFtjw;fhf jahu;nra;J nfhs;s
Ntz;Lk;.
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,e;j gFjpapy; cUthf;fpa juT %yq;fis nrhw;nrayp my;yJ ml;ltizr;
nraypapy; vt;thW nfhz;LtUtJ vd;gij fhz;Nghk;.

(a) Mail Merge cjtpia nfhz;L juT %yq;fis cUthf;Fjy;:

Mail merge wizardI nfhz;L nrhw;nrayp> ml;ltizr; nrayp kw;Wk; juTj;jsk;
Mfpatw;wpd; %yq;fis mZf KbAk;.

gpd;tUk; gbepiyfis gpd;gw;wp Mail merge wizard nfhz;L juT %yq;fis
cUthf;Fjy;:

gl« 5.9

Vw;fdNt cs;s Mtzj;ijNah my;yJ Gjpa Mtzj;ijNah vLj;Jf;nfhs;s
Ntz;Lk;.

1. Select Recipientsy; cs;s Type a new list I Nju;e;njLf;f Ntz;Lk;. ,q;F ,e;j
ciuahly; ngl;bahdJ gb 3 vd fhl;Lk;. ,jpy; Create vd;w tpUg;gj;ij
Nju;e;njLj;Jf;nfhs;s Ntz;Lk;.

2. Title, First Name, Last Name, Company Name and Address Line 1 Nghd;w
juTfSld; ciuahly; ngl;b Njhd;Wk;.

3. New Address List ciuahly; ngl;bapy; gadhsu; jd; tpUg;gk; Nghy Njitahd
juTfis cs;sPL nra;Jnfhs;s Ntz;Lk;.

gl« 5.10
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4. neLtupirg; gl;bfis khw;wp mikf;f Ntz;Lk; vd gadu; epidg;ghu; vdpy;>
Njitahdtw;iw jtpu;j;J kPjKs;sitfis Remove nghj;jhid mOj;jp
ePf;fpf;nfhs;syhk;. gpd;G Customized nghj;jhid mOj;j Gjpa Kftup gl;bay;
mlq;fpa ciuahly; ngl;b jpiuapy; Njhd;Wk;.

5. gpd;G ,J gadhsuhy; jpUj;jp mikf;fg;gl;l Kftupg;gl;bay;fis jpiuapy;
fhl;Lk;.

6. Ok nghj;jhid mOj;j> Save As ciuahly;ngl;b jpiuapy; Njhd;Wk;.

7. ve;j ciwapDs; gadhu; cUthf;fpa juTfis Nrkpf;f tpiofpwhNuh me;j
ciuapid Nju;e;njLj;J juTj;js ml;ltizapd; ngaiuAk; nfhLj;J
Nrkpj;Jf;nfhs;s Ntz;Lk;. juTj;jsj;jpd; Extension I .mdb vd ,Uf;FkhW
Nrkpj;Jf;nfhs;s Ntz;Lk;.

(b) gioa juTj;js gjpTfis khw;wp jpUj;jp mikj;jy;:

gpd;tUk; gbfisf;nfhz;L jpUj;jq;fis Nkw;nfhs;syhk;:

1. gioa juTj;js %y Mtzj;ij jpwe;Jnfhs;s Ntz;Lk;> gpd;G Use an Exiting

List tpUg;gj;ij Nju;T nra;a Select Recipients ciuahly; ngl;b jpiuapy;
Njhd;Wk;. ,e;j ciuahly; ngl;bahdJ Mail Merger Wizardy; 3tJ gbepiyapy;
Njhd;Wk;.

2. Browse tpUg;gj;jpdif; Nju;T nra;tjhy; Select Data Source ciuahly; ngl;b
jpiuapy; Njhd;Wk;. ve;j ciwapDs; gadu; jdf;F Njitahd juTj;js
Mtzj;ij itj;Js;shNuh mjid Open nghj;jhid mOj;jp jpwe;J
nfhs;s Ntz;Lk;.

3. gadhsu; Access Database, Excel files, Word File,  Rich Text Format Nghd;w
,tw;wpy; VNjDk; xU tifahd Nfhg;gpid jpwe;J gad;gLj;jpf;nfhs;syhk;.

gl« 5.11

4. xUKiw juT Mtzk; Nju;e;njLf;fg;gl;Ltpl;lhy;> Mail Merger MdJ juT
gjpTfisAk;> juT neLtupir jiyg;igAk; gpupj;J mwpAk;.

5. gpd;G Edit Recipient List nghj;jhid mOj;jp gadu; jdf;F NjitahdthW
juTj; njhFg;ig njhFj;Jf;nfhs;syhk;.

6. ve;j jutpid khw;wp mikf;f Ntz;Lk; vd;W gadhsu; vz;ZfpwhNuh me;j
jutpid Nju;e;njLf;f Arrow Key I nfhz;L my;yJ  gjpTfspd; vz;fisf;
nfhz;L khw;wyhk;. gjpTfis NjLtjw;F Find nghj;jhid gad;gLj;jpf;
nfhs;syhk;.
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7. ve;j gjptpid njhFf;f Ntz;LNkh me;j gjptpid njhFj;J Kbj;J gpd;G
Nrkpj;Jf;nfhs;s Ntz;Lk;.

(c) nrhw;nraypapd; ml;ltizapd; %yk; juT%yq;fis cUthf;Fjy;

Mail Merge Wizard I nfhz;L nrhw;nraypapd; ml;ltiz%ykhfTk; juT
%yMtzq;fis cUthf;fyhk;. gpd;tUk; gbfisf; nfhz;L ml;ltizapid
cUthf;fyhk;.

1. ml;ltizia cUthf;f Insert → Table fl;lisia Kjd;ikg; gl;bapypUe;J
nfhLf;f ml;ltiz cUthf;fg;gLk;.

2. ml;ltizapd; Kjy; tupirapy; neLtupirj; jiyg;G(Field Name) nfhLf;f
Ntz;Lk;. mjid njhlu;e;J tUk; tupirapy; juTfis cs;sPL nra;a
Ntz;Lk;.

3. juTfis cs;sPL nra;J Kbj;J nrhw;nraypia Nrkpf;f Ntz;Lk;. ,g;NghJ
gadhsUf;fhd juT %y Mtzk; jahu;.

(d) ml;ltizr; nraypapd; %yk; juT%yq;fis cUthf;Fjy;

Mail Merge Wizard I nfhz;L ml;ltizr;nraypapd; juT %yMtzq;fis
cUthf;fyhk;. gpd;tUk; gbfisf; nfhz;L juT %yq;fis cUthf;fyhk;.

1. Excel Program y; cs;s Work Sheet I jpwe;J nfhs;s Ntz;Lk;.

2. ml;ltizapd; Kjy; tupirapy; neLtupirj; jiyg;G (Field Name) nfhLf;f
Ntz;Lk;. mjid njhlu;e;J tUk; tupirapy; juTfis cs;sPL nra;a
Ntz;Lk;.

3. juTfis cs;sPL nra;J Kbj;J ml;ltizr; nraypia Nrkpf;f Ntz;Lk;.

4. gpd;du; Kjd;ik gl;bapypUe;J Copy nghj;jhid Nju;e;njLj;J efy;
vLj;Jf;nfhz;L> Excel Program I %btpl Ntz;Lk;.

5. gpd;du; nrhw;nraypia jpwe;J nfhz;L efy; vLj;j ml;ltizia ,q;F
xl;l Ntz;Lk;.

6. ,g;NghJ gadhsUf;fhd juT %y Mtzk; jahu;.

5.4.4  Mtzj;ij ,izj;jy; (Merging Documents)

Kjd;ik Mtzj;ijAk;> juT js %y Mtzj;ij cUthf;fpagpd;G mLj;j
,uz;L gbfshf Merge Field fis Nru;j;jYk;> Kjd;ik Mtzj;Jld;
jutpid ,izj;jYk; MFk;.
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Kjd;ik Mtzj;Jld; juT %yq;fis ,izg;gjw;fhf Kjd;ik Mtzj;jpy;
rpy khw;wq;fis nra;a Ntz;Lk;.  Mail Merge Wizard y; 4tJ gbfshd mit
gpd;tUkhW:

1. fbjj;jpy; ve;j ,lj;jpy; gadu;fspd; Kftup Njhd;wr; nra;a Ntz;LNkh me;j
,lj;jpy; nrUFk; Gs;spia Click nra;a Ntz;Lk;.

2. Address Book tpUg;gj;ij Nju;e;njLf;f Mail Merge Wizard d; 4tJ
gbepiyahdJ Insert Address Book ciuahly; ngl;bia jpiuapy; fhz;gpf;Fk;.

gl« 5.12

3. Insert Address Block gl;biaf; nfhz;L jdpj;jdpahd Kftupapd; juT
%yq;fspd; Field fis Kjyhtjhf gadhsu; jahupj;j fbjj;jpy; nrUfpf;
nfhs;s Ntz;Lk;.

gl« 5.13

4. midj;J Field fisAk; nrUfpa gpd;G Office Button → Save fl;lisiaj;
njhlu;e;J Save As ciuahly; ngl;b jpiuapy; Njhd;Wk;. File Type y; Word
Document my;yJ Word 2007 my;yJ Word 97 or 2003 ,tw;wpy; xU tifia
Nju;e;njLj;J Mtzj;jpd; ngaupid ,l;L Save nghj;jhid mOj;jp
Kjd;ik Mtzj;ij jahu; nra;Jnfhs;s Ntz;Lk;
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5.4.5  Kjd;ik Mtzj;Jld; jutpid ,izj;jy;

Mail Merge Wizard d; ,Wjp gbepiyahf Kjd;ik Mtzj;Jld;
juTfis ,izj;jy; cs;sJ. << my;yJ >> nghj;jhd;fis mOj;jp Kjd;ik
Mtzj;ij %Ltjw;F Kd;ghfNth my;yJ mr;R vLg;gjw;F Kd;ghfNth jpiuapy;
Kw;fhl;rpahf (Preview) gadu; ghu;j;Jf;nfhs;syhk;.

gl« 5.14

“Next: Complete the merge” tpUg;gj;ij Nju;e;njLf;f Merge nra;ag;gl;ljw;fhd
ciuahly; ngl;b jpiuapy; Njhd;Wk;.

gl« 5.15

5.5 Kftç g£oašfis mŠrš é£ilfSl‹ Ïiz¤jš

Kd;du; $wpaJ NghyNt gadhsu; jdf;Fj; Njitahd Kftupg; gl;bay;fis
(juT Mtzj;ij) cUthf;fp itj;jpUg;ghu; . me;j Mtzj;ij mQ;ry;
rpl;ilfSf;F vt;thW gad;gLj;JtJ vd;gjw;fhd gbfs; gpd;tUkhW:
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1. Kjd;ik Mtzj;ij cUthf;Fjy;: New nghj;jhid Kjd;ik
fUtpg;gl;ilapypUe;J Nju;e;njLf;f Ntz;Lk;. gpd;du; Mailing → Stat Mail

merge vd;w Jiz gzpiaAk; Kjd;ik fUtpg;gl;ilapypUe;Nj Nju;e;njLf;f
Ntz;Lk;. Stat Mail merge vd;w Jiz gzpahdJ rpl;ilfis jpiuapy;
fhz;gpf;Fk;. gpd;du; Micro Soft nrhw;nraypahdJ Label Options ciuahly;
ngl;b jpiuapy; Njhd;wr;nra;Ak;.

gl« 5.16

2. Label Option ciuahly; ngl;bapy; ve;j tif mr;Rg;nghwpapy; mr;nrLg;gJ>
Ntz;ba Label mikg;G Nghd;witfis Nju;e;njLj;Jf;nfhz;L Ok fpspf;
nra;a Ntz;Lk;. gadshsUf;F Njitahd msthf gl;baypy; ,y;iy
nadpy; Custom size %ykhf Njitahd mstpid nfhLj;J cUthf;fp
nfhs;syhk;.

3. juT%y Mtzj;ij jpwj;jy;: Label mikg;gpid Nju;e;njLj;j gpd;G
mLj;j gbepiyahf juT %y Mtzj;ij Nju;e;njLf;f Ntz;Lk;. Kjd;ik
fUtpg;gl;ilapypUe;J Mailing gl;bia Nju;e;njLj;Jf;nfhs;s Ntz;Lk;.
gpd;G Select recipients → Type New list or Use Existing list or Select from Outlook

contacts Mfpa ,tw;wpy; xd;wpid gadhsu; jd; tpUg;gk; Nghy; Nju;e;njLf;f
Ntz;Lk;.

gl« 5.17
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4. Use existing list I Nju;e;njLg;ghu; vdpy; Select Data sourse ciuahly; ngl;b
jpiuapy; Njhd;Wk;. mjpy; Brose tpUg;gj;ij Nju;enjLj;J Vw;fdNt
cUthf;fpa %y Mtzj;ij Open nghj;jhid mOj;jp jpwe;J nfhs;s
Ntz;Lk;.

5. gadhsu; Access Database, Excel Files, Word File, Rich text format Nghd;w VNjDk;
xd;wpid jpwe;J nfhs;syhk;.

6.  juT Mtzj;ij mjd; Mtz tifiaf; nfhz;L Nju;enjLj;Jf;nfhs;s
Ntz;Lk;.

7. juT Mtzq;fspy; cs;s gjpTfspy; gadhsu; jdf;F Njitahd gjpTfspy;
VNjDk; khw;wk; nra;a tpUk;gpdhy; Edit Recipient List nghj;jhid mOj;jp
njhFj;Jf;nfhs;syhk;

8. gadhsu; jdf;F Njitahd khw;wq;fis nra;a gjpTfspy; khw;wk;
nra;tjw;F juTfSf;F ,ilNa efu;j;j mk;Gf;FwpfisAk;> gjpTfSf;F
nry;y Find nghj;jhid gad;gLj;jpAk; njhFj;jy; (Editing) gzpia
Nkw;nfhs;syhk;.

9. gpd;G gjpTfspy; Nkw;nfhz;l khw;wq;fis Nrkpf;f Save nghj;jhid mOj;j
Ntz;Lk;.

gl« 5.18

10. Mailing gl;bapy; Write & Insert Fields Jiz gzpia Nju;e;njLj;Jf;nfhz;L>
Insert Merge Field I gad;gLj;jp ve;j ,lj;jpy; Field Ntz;LNkh me;j ,lj;jpy;
nrUFk; Gs;spia itj;J rpl ;il Mtzj;jpy ; (Label Document)

nrUfpf;nfhs;s Ntz;Lk;.  cjhuzkhf ngWeupd; ngau;> Kftup1> Kftup2
Nghd;wit.

gl« 5.19

11. Kjd;ik Mtzj;jpy; jutpid ,izj;jy;: Mailing gl;bapy; Preview

Results I Nju;T nra;a ,izf;fg;gl;l juTfSld; mQ;ry; ciwf;fhd
Mtzk; mr;nrLg;gjw;fhf jahu; nra;ag;gl;L jpiuapy; fhl;lg;gLk;.
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12. Mtzj;Jld; jutpid ,izj;jy;: Merged Labels I Neubahf
mr;Rg;nghwpf;F mr;nrLf;f mDg;Gtjw;F Finish & Merge Jiz gzpapid
Mailing gl;bapypUe;J Nju;T nra;a Ntz;Lk;. gpd;G Printing Documents I fpspf;
nra;a Ntz;Lk;.

gl« 5.20

13. ,izf;fg;gl;l Labels Mad mr;nrLf;f ,t;thW Njhd;Wk;.

5.6  ciu KftçfS¡fhd g£oašfis cUth¡Fjš

KftupfSf;fhd juTj;js %y Mtzj;ij cUthf;fp itj;jpUg;gij
gw;wpKd;dNu ghu;j;jpUg;Nghk;. mNj Nghy; Kftupgl;bay;fis cUthf;fpf;
nfhs;sNtz;Lk;. ,q;F ciuapd; Nky; Kftupf;fhd xl;L gl;bay;fis (Address

Sticker Labels) gadhsu; jahu; nra;tjw;F gpd;tUk; gbfis gpd;gw;w Ntz;Lk;.

1. Kjd;ik Mtzj;ij cUthf;Fjy;: New Blank document I Kjd;ik
fUtpg;gl;ilapypUe;J Nju;e;njLj;Jf;nfhs;s Ntz;Lk;. gpd;du; Mailing →

Start mail merge fl;lisia Kjd;ik gl;bapypUe;J Nju;e;njLj;J gpd;G Start

Mail merge y; Envelopes I Nju;e;njLf;f Ntz;Lk;. gpd;G Microsoft word MdJ
Envelope Option ciuahly; ngl;bia jpiuapy; fhl;Lk;.

gl« 5.21

2. Envelop Option gl;bapy; fbj ciuapd; msit rupahf Envelop Size Drop Down

List Box %ykhf Nju ;e ;njLf;f Ntz;Lk; . (fbj ciwapd; msT
gadshsUf;F Njitahd msthf gl;baypy; ,y;iynadpy; Custom Size

%ykhf Njitahd mstpid nfhLj;J cUthf;fp nfhs;syhk;) Printing
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Options gl;bapd; %ykhf fbj ciwia ve;j mr;Rg;nghwpapy; mr;nrLf;f
NghfpNwhk; vd;gijAk; Nju;e;njLj;Jf;nfhs;syhk;.

3. juT%y Mtzj;ij jpwj;jy;: fbj ciwapd; mikg;gpid Nju;e;njLj;j
gpd;G mLj;j gbepiyahf juT %y Mtzj;ij Nju;e;njLf;f Ntz;Lk;.
Kjd;ik fUtpg;gl;ilapypUe;J Mailing gl;bia Nju;e;njLj;Jf;nfhs;s
Ntz;Lk;.  gpd;G Select recipients → Type New list or Use Existing list or Select

from Outlook contacts Mfpa ,tw;wpy; xd;wpid gadhsu; jd; tpUg;gk; Nghy;
Nju;e;njLf;f Ntz;Lk;.

gl« 5.22

4. Use existing list I Nju;e;njLg;ghu; vdpy; Select Data source ciuahly; ngl;b
jpiuapy; Njhd;Wk;. mjpy; Browse tpUg;gj;ij Nju;enjLj;J Vw;fdNt
cUthf;fpa %y Mtzj;ij Open nghj;jhid mOj;jp jpwe;J nfhs;s
Ntz;Lk;.

5. gadhsu; Access Database, Excel Files, Word File, Rich Text Format Nghd;w
VNjDk; xd;wpid jpwe;J nfhs;syhk;.

gl« 5.23

6. juT Mtzj;ij mjd; Mtz tifiaf; nfhz;L Nju;enjLj;Jf;nfhs;s
Ntz;Lk;.
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7. juT Mtzq;fspy; cs;s gjpTfspy; gadhsu; jdf;F Njitahd gjpTfspy;
VNjDk; khw;wk; nra;a tpUk;gpdhy; Edit Recipient List nghj;jhid mOj;jp
njhFj;Jf;nfhs;syhk;

8. gadhsu; jdf;F Njitahd khw;wq;fis nra;a gjpTfspy; khw;wk;
nra;tjw;F juTfSf;F ,ilNa efu;j;j mk;Gf;FwpfisAk;> gjpTfSf;F
nry;y Find nghj;jhid gad;gLj;jpAk; njhFj;jy; (Editing) gzpia
Nkw;nfhs;syhk;.

9. gpd;G gjpTfspy; Nkw;nfhz;l khw;wq;fis Nrkpf;f Save nghj;jhid mOj;j
Ntz;Lk;.

10. Mailing gl;bapy; Write & Insert Fields Jiz gzpia Nju;e;njLj;Jf;nfhz;L>
Insert Merge Field I gad;gLj;jp ve;j ,lj;jpy; Field Ntz;LNkh me;j ,lj;jpy;
nrUFk; Gs;spia itj;J rpl ;il Mtzj;jpy ; (Label Document)

nrUfpf;nfhs;s Ntz;Lk;.  cjhuzkhf ngWeupd; ngau;> Kftup1> Kftup2
Nghd;wit.

gl« 5.24

11. Kjd;ik Mtzj;jpy; jutpid ,izj;jy;: Mailing gl;bapy; Preview ResultsI
Nju;T nra;a ,izf;fg;gl;l juTfSld; mQ;ry; ciwf;fhd Mtzk;
mr;nrLg;gjw;fhf jahu; nra;ag;gl;L jpiuapy; fhl;lg;gLk;.

gl« 5.25

12. Mtzj;Jld; jutpid ,izj;jy;:

gl« 5.26

Merged Labels I Neubahf mr;Rg; nghwpf;F mr;nrLf;f mDg;Gtjw;F Finish

& Erge Jiz gzpapid Mailing gl;bapypUe;J Nju;T nra;a Ntz;Lk;. gpd;G
Printing DocumentsI fpspf; nra;a Ntz;Lk;.
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1. ,izf;fg; gl;l Mtzj;jpw;Fk;> Kjd;ik Mtzj;jpw;Fk; cs;s tpj;jpahrk;
vd;d?

2. Mail Merge y; juT %y Mtzq;fs; _______ kw;Wk; ______ nfhz;L
cUthf;fg;gLfpwJ.

3. juT gjpTfis ,izf;f ______ kw;Wk; ______ gad;gLfpwJ.

4. Merge nra;ag;gl;l Mtzj;ij kpd; mQ;rypy; mDg;g fzpg;nghwpAld;  ______

,izg;G mtrpak; Ntz;Lk;.

5. rupah jtwh?

(a) nrhw;nraypia gad;gLj;jp ,izf;fg;gl;l Mtzj;jpd; %yk;
ntt;NtW gadhsUf;F fbjj;ij mDg;g KbAk;.

(b) Fax ,ae;jpuk; ,y;yhky; merge nra;ag;gl;l Mtzj;ij Fax nra;a
KbahJ.

(c) Excel %ykhf juTj;js %y Mtzj;ij cUthf;fp Merge nra;ag;gl;l
Mtzj;ij cUthf;f KbahJ.

5.7 Ïªj ghl¤Â‹ _y« f‰wJ

,e;j ghlj;jpid gbj;jjd; %ykhf vt;thW Mail Merge Mtzj;ij
cUthf;FtJ> mjid vt;thW kpd; mQ;ry;> gy;NtW gadhsUf;Fk; vt;thW xNu
Mtzj;ij vspikahf juT %yq;fisf; nfhz;L mDg;GtJ vd;gijAk;>
,izf;fg;gl;l Mtzj;ij (Merged Document) mr;nrLg;gJ vg;gb vd;gijAk;
mwpe;jpUg;Nghk;.

5.8  nfŸéfŸ

1. tptup: (m) Kjd;ik Mtzk;> (M) juT %y Mtzk;> (,) ,izf;fg;gl;l
Mtzk;

2. Mail Merge d; ,uz;L ,ay;Gfis tptup

3. Kjd;ik Mtzj;jpy; fbjj;ij cUthf;Fjy; gw;wp tptup.

4. Mail Merge y; juT gjpTfis njhFj;jy; (Editing) gw;wp tpsf;Ff.

5. nrhw;nraypapy; ml;ltizia nfhz;L vt;thW juT %yq;fis
cUthf;Ftha;?

6. ml;ltizr; nraypapidf; nfhz;L juT %yq;fis cUthf;Ftjw;fhd
gbfis tpsf;Ff.

5.9  gæ‰Á édh¡fS¡fhd éilfŸ

1. Mail Merge  Ïa¡f¤Âš jå¥gadh¡F¥g£l Mtz« K¡»a MtzkhF«. K¡»a
Mtz¤ij juÎ _y¤njhL x‹wh¡F¥nghJ Merge Mtz« v‹»‹w _‹whtJ
Mtd« cUth¡f¥gL«.

2. th®¤ij m£ltiz (Word Table) (m) Mail Merge Helper

3. xU òÂa Mtz« (m) m¢R¥ bg‰

4. Ïizajs«

5. (a) jtW (b)  rç (c)  jtW
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6.1  m¿Kf«

ml;ltizr; nrayp vd;gJ juT kw;Wk; jfty;fis cs;slf;fpa tupir kw;Wk;
neLtupirfSd; $ba kpfg;ngupa ml;ltiz MFk;. ml;ltizr; nraypfspy;
kpfTk; gpugykhd midtUk; gad;gLj;jf;$ba xU ml;ltizr;nrayp Micro Soft

Excel MFk;.  ,e;j Excel MdJ> fzpj nray;ghLfshd $l;ly;> fopj;jy;> ngUf;fy;
kw;Wk; tFj;jy; nray;ghLfis vspikahf Nkw;nfhs;s cjTfpwJ. NkYk; ,J
tzpfk; kw;Wk; gy gad;ghLfSf;Fj; Njitahd nghUs;epiyr; rhu;Gfs;>
Gs;sptptur; rhu;Gfs;> juTj;js mikg;Gr; rhu;Gfs; Nghd;w vy;yh rhu;GfisAk;
nfhz;Ls;sJ.

6.2  neh¡f«

,e;j ghlj;ij gbj;J Kbj;j gpd; ehk; mwptJ:

� Ms Excel 2007 d; ,ay;Gfs;

� gf;ftbtikg;G kw;Wk; mr;rpLjy;

� gzpj;jhs; (Worksheet) khw;wp mikj;jy;

� gzpj;jhspy; juTfis cs;sPL nra;jy; kw;Wk; khw;wp mikj;jy;.

� tpirg;gyif FWf;F topfis mwpjy;

6.3  fz¡Ñ£L (Spreadsheet) ÏašòfŸ

ml;ltizr; nraypapid vspikahf gad;gLj;Jtjw;fhf epiwa topfis
Excel mspj;Js;sJ. mtw;wpy; rpytw;iwf; fhz;Nghk;.

1. Auto Sum: Ez;ziwj; juTfspy; cs;s jutpdq;fSld; $l;ly; nray;
ghl;bid nra;a gad;gLfpwJ.

2. List  AutoFill: juTfspd; tbT+l;ly;fis mLj;jLj;J tUk; Gjpa rpw;wiw
fSfspd; juTfSf;F jhdhfNt Nru;f;f gad;gLfpwJ.

3. Auto Fill: xNu khjpupahd juTfis mLj;jLj;j rpw;wiwfspy; efy; vLf;fTk;>
vz;> Njjp Nghd;w  juTfis mLj;jLj;j rpw;wiwfspy; njhlu; tupir fspy;
cUthf;fTk; gad;gLfpwJ. NkYk;> ,e;j Auto Fill gad;ghL vOj;J kw;Wk;
vz;fspYk; gad;gLfpwJ.

4. Wizard: ,e;j gad;ghlhdJ gadUf;F xU topfhl;bahf nray;gLfpwJ.
gadh; nra;Ak; gzpf;Nfw;g Njitahd Fwpg;GfisAk;> El;gq;fisAk; toq;Fk;
ciuahly; ngl;bahf tpsq;FfpwJ.

m£ltiz¢ braèæ‹ mo¥gilfŸ

6

(Basics of Spreadsheet)
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5. Drag and Drop: Ez;ziwfspy; cs;s juT my;yJ ciuia NtW ,lj;jpw;F
khw;w ,Oj;J tpLjy; (Dragging) Rl;bapd; %yk; vspikahf nra;tNj Drag

and Drop MFk;.

6. Charts: ,J gadu; jd;Dila juT tptuq;fis gl;lil tpsf;fg;glk;>
Neu;Nfhl;L tiuglk; my;yJ tl;l tpsf;fg; glq;fshfNth tpsf;fpf; fhl;l
gad;gLfpwJ.

7. Pivot Table:  ,e;j gad;ghl;ilf; nfhz;L juTfis gFg;gha;T nra;tJk;
mwpf;iffis jahupg;gJk; vspJ. cjhuzkhf Gs;sptptu mwpf;if> epjpepiy
mwpf;if kw;Wk; gy mwpf;iffisAk; rpy nehbfspy; jahupj;J tpl KbAk;.
,J rpf;fyhd juTfSf;Fk; gFg;gha;T nra;tJk; juTfspd; cwTepiyfisf;
nfhz;L tiugl tpsf;fk; mspg;gJk; vspJ.

8. Shortcut Menus:  fl;lisfs; mjw;Fz;lhd gzpfis Rl;bapd; tyg;gf;f
nghj;jhid mOj;jp ,e;j gl;bia ngwyhk;.

6.4  MS Office 2007‹ ÏašòfŸ

(a) gadu; ,ilKfk; rhu;e;j tpisTfs;

,e;j Gjpa KiwahdJ Microsoft Office excel y; Ntiy nra;tJ gadUf;F kpfTk;
vspikahf ,Uf;Fk;.  Ke;ija gjpg;Gfspy; kiwf;fg;gl;l my;yJ fbdkhf
gad;gLj;jg;gl;l gl;b kw;Wk; fUtpg;gl;ilfis vspikahf gad;gLj;Jk; tpjkhf
gzp rhu;e;j jhty;(Tab) fshf khw;wp mikf;fg;gl;Ls;sJ. ciuahly; ngl;bfSk;
$l fPopwq;F gl;bay; fhl;rpafq;fshf khw;wg;gl;Ls;sd. rupahd tpUg;gj;ij Nju;T
nra;tjw;fhf tpupthd fUtpg;gl;il Fwpg;Gfs; kw;Wk; khjpup Kd;Ndhl;lq;fshfTk;
cs;sd.

(b) mjpfupf;fg;gl;l tupir kw;Wk; neLtupirfs;

Ms Office Excel 2007 1,048,576 tupirfisAk;> 16,384 neLtupirfisAk;
nfhz;Ls;sJ. ,J Ms Office Excel 2003 I tpl 1,500% mjpf tupirfisAk;> 6,300%

mjpf neL tupirfisAk; nfhz;Ls;sJ> NkYk; Ms Office Excel 2003y; filrp
neLtupirapd; ngau; IV MFk;> Office Excel 2007y; filrp neLtupirapd; ngau;
XFD MFk;. Ke;ija gjpg;Gfis tpl ,e;j Office Excel 2007d; gzpj;jhs; mjpf
mstpw;fhd tbT+l;ly;fSk;> mjpf mstpyhd epidtfKk; nfhz;Ls;sJ.

(c) Office Themes and Excel Styles

ve;j tifahd tbT+l;ly;fSlDk; Excel 2007 y; cs;s juTfis toq;f KbAk;.
NkYk; juTfis ve;j tbT+l;ly; kw;Wk; Theme cld; gzpj;jhspid tpiuthf toq;f
KbAk;. mJkl;Lkpd;wp Office 2007d; gpw gad;ghl;L nkd;nghUs; njhFg;GfspYk;
gfpu;e;Jnfhs;syhk;. cjhuzkhf Word 2007, Powerpoint 2007.

Applying a Theme: Themes Mtzq;fis Gjpa kw;Wk; ftu;r;rpfukhd tbT+l;ly;
fSld; mspf;f gad;gLfpwJ. Theme vd;gJ vOj;J tif> msT> tz;zq;fs;>
tiuglq;fs; kw;Wk; ml;ltiz Nghd;wtw;wpid Kd;$l;bNa nkhj;j gzpj;
jhSf;Fk; tbtikj;jpUg;gJ MFk;.

Styles gad;gLj;Jjy; : Vw;fdNt cs;s Themes I gad;gLj;JtJ Style MFk;.
,J Excel Charts, Tables, Pivot Tables, Diagrams kw;Wk; Shapes Mfpatw;wpw;F gad;gLj;jp
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gadUf;F Njitahd Njhw;wj;jpw;F (Appearance) khw;wp mikf;fyhk;. NkYk; ,jpy;
Kf;fpakhf gadu; jd;Dila tpUg;gj;jpw;F Vw;whw; Nghy; tbT+l;ly; (Formatting)

fis Vw;gLj;jpf;nfhs;s KbahJ> Mdhy; Vw;fdNt themes cs;stw;iw
gad;gLj;jpf;nfhs;syhk;.

(d) Rich conditional formatting: ,J rpf;fyhd juTfSf;Fk; gjpg;gha;T nra;a
gad;gLfpwJ. ,jd; %yk; juTfSf;F fl;lisfspd; %yk; juTfSf;F tbT+l;lš
fis toq;fyhk;. cjhuzkhf data bars, gradient colors, and icon sets.

(e) Easy Formula Writing

tha;g;ghLfis (Formulae) cs;sPL nra;a rpy vspikahd topfs;:

Resizable formula bar: NtW juTfisAk;> tha;g ;ghLfisAk; ,q;F
gad;gLj;Jk;NghJ Formula Bar MdJ ngupa kw;Wk; rpf;fyhd tha;g;ghLfis
jhdhfNt Resize nra;J nfhs;Sk;. Kd;G ,Ue;j Excel version fis tpl ,e;j Version

rpf;fyhd formula fis vspikahf;fpAk; cs;sJ.

Function Auto Complete: gadu; (user) tha;g;ghLfis nra;Ak; NghNj mt;tha;g;
ghLfs; jhdhfNt auto complete nra;ag;gLk;. ,J gadu; tha;g;ghLfis rupahfTk;>
gpio,y;yhkYk; tha;g;ghLfis cs;sPL nra;a cjTfpwJ.

Structured references: Excel 2007 MdJ Structured references fis Nkw;nfhs;s
named ranges I gad;gLj;j KbAk;. ,J Ez;ziu Kftup (Cell references) fis
ghu;itapl gad;gLfpwJ. cjhuzkhf> D1 kw;Wk; A1C1.

Named rangesfis vspikahf ifahSjy;: gadu; jdf;F Njitahd Multiple

named ranges fis Excel 2007 I nfhz;L Nkyhz;ik nra;aTk;> Update nra;aTk;
KbAk;. NkYk; ,J juT kw;Wk; tha;g;ghLfis vspikahf ifahStjw;Fk;
gad;gLfpwJ.

(f) tupirg;gLj;JjYk; (Sorting) kw;Wk; tbfl;ly; (Filtering)

Excel 2007 MdJ ekf;F Njitahd Kiwapy; tpiuthf juTfis mfu
tupirg;gb juTfis tupirg;gLj;jpf;nfhs;s gad;gLfpwJ. Excel 2007y;
tz;zq;fis (color) mbg;gilahff; nfhz;L juTfis 3 level fspy; tupirg;
(sorting) gLj;jyhk;.

Excel 2007y; juTfis tz;zq;fs;> Njjp> ngau; Nghd;w 1000f;Fk; Nkw;gl;l item

fisf; nfhz;L AutoFilter drop-down list nfhz;L Multiple Item fisAk;> Pivot Tables

fisAk; tbfl;l (Filter) vspikahf nra;a KbAk;.

6.5 v¡b[š bjhl§Fjš (Starting Excel)

1. Rl;bapd; %yk; gzpg;gl;ilapy; cs;s Start nghj;jhid fpspf; nra;a Ntz;Lk;.

2. All Programs kPJ Rl;bapd; mk;Gf;Fwpia itf;f> Program menu jpwf;Fk;.

3. Program menu y; Microsoft Office I Nju;e;njLf;f Ntz;Lk;.

4. gpd;G Microsoft Excel I fpspf; nra;a Excel Open MFk;.
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vf;n]y; jpwj;jypd; RUf;fk;:

Start → All Programs → Microsoft Office → Microsoft Excel 2007 vd;w fl;lisia
Nju;e;njLf;f Ntz;Lk;.

ekbØkslkWÝ+V

,Dlsy 2007

gl« 6.1

,e;j ghlk; KOJk; → FwpaPlhdJ fl;lisf;fhd jpir nry;tjw;fhd gbiaf;
Fwpf;fpwJ.

Run fl;lisiag; gad;gLj;jpAk; Excel2007 I jpwf;f KbAk;.

Run ciuahly; ngl;bapy; Open vd;w ciug; ngl;bapy; Excel vd jl;lr;R nra;J>
Ok nghj;jhid fpspf; nra;a Ntz;Lk;.

Microsoft

Excel 2007
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gl« 6.2

6.6  v¡b[š gâ¤jhŸ (Excel Worksheet)

vf;n]y; %yk; rhjhuzkhf ehk; gjpNtLfspy; gjpT nra;Ak; fzf;fPLfisAk;
vspikahfTk; jhdpaq;F fzf;fPLfshfTk; nra;a KbAk;. Work Book vd;gJ mjpf
mstpyhd Work Sheet fisAk; nfhz;Ls;sJ. Work Sheet vd;gJ tupir kw;Wk;
neLtupirfisAk; nfhz;lJ MFk;.  neLtupirfs; midj;Jk; vOj;Jf;fshy;
milahsk; fhzg;gLk;> NkYk; tupir vz;fshYk; milahsk; fhzg;gLfpwJ.
vz; kw;Wk; vOj;J milahsq;fs; midj;Jk; rhk;gy; epw gl;ilfspy; tupir
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neLtupirf;F mg;ghy; tyJ kw;Wk; Nky; Xuq;fspy; nfhLf;fg;gl;Ls;sJ.  xt;nthU
tupir kw;Wk; neLtupir re;jpf;Fk; me;j miw rpw;wiu vd;W miof;fg;gLfpwJ.
xt;nthU rpw;wiwAk; tupir neLtupirapd; ngau; nfhz;L fhzg;gLfpwJ.  ,jid
Kftup my;yJ rpw;wiu Kftup vd miof;fpNwhk;. rpw;wiuapy; vz; kw;Wk; vOj;J
vd ,uz;L tifapYk; gad;gLj;jpf ;nfhs;syhk; . rpw ;wiuapy; fzpj
tha;g;ghLfisAk; gad;gLj;jpf;nfhs;syhk;.

gl« 6.3

6.6.1 gzpj;jhspy; Nju;e;njLj;jy;> Nru;j;jy; kw;Wk; khw;Wjy;

nghJthf xU Work book y; nkhj;jk; 3 gzpj;jhs;fs; (Work Sheet) fhzg;gLk;.
,it Status Barf;F NkNy gl;bfshf (Tab) fhzg;gLk;. nfhlhepiyahf cs;s 3
gzpj;jhs;fSf;F Nky; Njitg;gLk;NghJ gzpj;jhs;fis Nru;j;Jf;nfhs;syhk;
mjd; gbepiyfs; tUkhW:

Gjpa gzpj;jhs; Nru;j;jy;:

Vw;fdNt ,Uf;Fk; gzpj;jhs;fspd; gl;bf;F ,Wjpapy; ,Uf;Fk; New Work Sheet

nghj;jhid mOj;j Ntz;Lk;. mjd; glk; fPNo nfhLf;fg;gl;Ls;sJ.
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gl« 6.4

Vw;fdNt cs;s gzpj;jhspy; Kd;ghf Gjpa gzpj;jhs; Nru;j;jy;:

Gjpa gzpj;jhs; Ntz;ba gzpj;jhis Kjypy; Nju;e;njLj;Jf;nfhs;s Ntz;Lk;.
mjd;gpd; gpd;tUk; gbepiyfis gpd;gw;w Ntz;Lk;.

1. Home Tab I Nju;e;njLf;f.

2. Cells Group tpUg;gj;ij Nju;e;njLf;f Ntz;Lk;.

3. gpd;G Insert I Click nra;a Ntz;Lk;.

4. mjd;gpd;G Insert Sheet I Nju;e;njLf;f Ntz;Lk;.

mjd;gpd;G Gjpa gzpj;jhs; Vw;fdNt cs;s ve;j gzpj;jhSf;F Kd;djhf
Ntz;Lk; vd;gij njupT nra;a Ntz;Lk;.

New Worksheet
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gl« 6.5

Gjpa gzpj;jhs; Sheet1 vd;w ngaupy ;  Physics sheet f;F Kd;djhf
Nru;f;fg;gl;bUf;Fk;.
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Gjpa gzpj;jhis Nru;j;jy; khw;W Kiw

Rl;bapd; tyJ nghj;jhid Sheet f;F Kd;ghf fpspf; nra;tjhy; Popup nkD
Njhd;Wk;. mjpy; Insert Sheet I Nju;e;njLj;J Gjpa gzpj;jhis Nru;f;fyhk;.

gl« 6.6
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gzpj;jhs; - ngau; khw;wp mikj;jy;

1. ngaiu khw;wp mikf;f gpd;tUk; gbfis gpd;gw;w Ntz;Lk;.

2. ve;j gzpj;jhSf;F ngaiu khw;wp mikf;f Ntz;LNkh me;j gzpj;jhis
Nju;e;njLj;J Rl;bapd; tyJ nghj;jhid fpspf; nra;a Ntz;Lk;.

3. Popup menu y; cs;s rename tpUg;gj;ij Nju;e;njLf;f Ntz;Lk;.

4. gzpj;jhSf;fhd Gjpa ngaiu jl;lr;R nra;a Ntz;Lk; (cjhuzkhf
Chemistry vd jl;lr;R nra;a Ntz;Lk;)

6.7  gu¥ò k‰W« Á‰wiufis nj®ªbjL¤jš

Gjpa jutpid jl;lr;R nra;tjw;F Kjypy; rpw;wiu my;yJ gug;gpid Nju;e;njLf;f
Ntz;Lk;. Kjypy; Excel gzpj;jhis jpwf;Fk;NghJ A1 vd;w rpw;wiuapy; Cell pointer

,Uf;Fk;.  Active cell MdJ rpw;wiu Border gspr;nrd ,Uf;Fk;. rpw;wiuia
Nju;e;njLf;f Rl;biaf; nfhz;L vspikah tyJ nghj;jhid nfhz;L fpspf;nra;J
Nju;e;njLf;fyhk;.

gug;G vd;gJ njhlu;r;rpahd rpw;wiufspd; njhFg;G MFk;. ,jid Nju;e;njLf;f>
njhu;r;rpahd rpw;wiufspd; kPJ Rl;bapd; tyJ nghj;jhid fpspf; nra;J efu;j;Jk;
NghJ gug;ghdJ Nju;e;njLf;fg;gLk;;.

tpirg;gyif %yKk; Nju;e;njLf;f KbAk;. Shift nghj;jhidAk; mk;Gf;FwpfisAk;
nfhz;L Nju;e;njLf;fyhk;. Shift nghj;jhid mOj;jpf;nfhz;L mk;Gf;Fwpia
mOj;Jk;NghJ rpw;wiufspd; gug;G Nju;e;njLf;fg;gLk;.

Nju;e;njLg;gjw;fhd khw;W top:

1. Name Box f;F nry;yTk;.

2. gug;gpid Nju;e;njLf;fTk; (A1:C5)

3. gpd;G Enter I Nju;e;njLf;f Ntz;Lk;.

4. ,g;NghJ A1 Kjy; C5 tiu cs;s rpw;wpiufs; Nju;e;njLf;fg;gLk;.
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gl« 6.8

6.8  gâ¤jhëš Navigation

tupir kw;Wk; neLtupirfis ghu;itapl Scroll Bar fisf; nfhz;L efu;j;jp
jhspd; midj;J gFjpiaAk; ghu;itapl KbAk;. tupir kw;Wk; neLtupirfis
KiwNa Horisontal Scroll bar kw;Wk; Horizontal Scroll bar fisf; nfhz;L jpiuia
efu;j;jp ghu;f;fyhk;.

Move or scroll through a worksheet:

Work sheet I Scroll nra;a gy topfs; cs;sd. Wroksheet d; ve;j ,lj;jpy; cs;s
rpw;wiuf;Fk; (CEll) nry;y Scroll bar my;yJ Arrow key fisf; nfhz;L Scroll

nra;ayhk;.

Arrow key fisf; nfhz;L ehk; efu;j;jp ve;j Cell y; epWj;JfpNwhNkh mJNt
Active Cell vd miof;fpNwhk;.
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Rl;biaf; nfhz;L Zoom kw;Wk; Scroll nra;jy;

(Scroll and Zoom by using the mose)

Rl;b my;yJ Rl;biag; Nghd;w Pointing Device fisf; nfhz;L Zoom nra;ayhk;.
Work book y; cs;s Zoom in my;yJ Zoom out Slider I fpspf; nra;J Work sheet my;yJ
Chart Sheet fis Zoom nra;J nfhs;syhk;.

6.9  juÎ cŸÇL brŒjš (Data Entry)

gy tifahd juTfis (Date) ehk; cs;sPL nra;a KbAk;.

1. Number: ehk; midj;J tpjkhd vz;fisAk; cs;sPL nra;a KbAk;. KO
vz;fs;(v.fh:25) jrk vz;fs; (v.fh.25.67) Scientific notation (v.fh. 0.2567E+2)
kpfg;ngupa vz;fis cs;sPL nra;Ak;NghJ Excell MdJ ###### vd kpfg;ngupa
cs;sPl;L juTfisf; fhl;Lk;. neLtupirapd; (column) mfyj;ij
mjpfg;gLj;Jk;NghJ juTfs; KOikahf vz;fshf fhl;Lk;.

2. Text: vOj;Jf;fshf juTfis cs;sPL nra;a Formula Bar-y; jutpid cs;sPL
nra;Ak; NghJ cs;sPl;Lf;F Kd;ndhl;lhf xw;iw Nkw;Nfhs; Fwpia
(Apostrophe) ( … ) I ,l Ntz;Lk;. ,J Nghd;w juTfisf; nfhz;L ve;j
fzf;fPLk; nra; KbahJ.

3. Date and Time:  Njjp kw;Wk; Neuk; Nghd;w juTfis cs;sPL nra;Ak;NghJ>
mit tupir vz;fshf khw;wg;gl;L> gpd;Gykhf ,jd; tptuq;fs; Nrkpf;fg;
gLk;. NkYk; Work Sheet MdJ Njjp kw;Wk; Neuq;fspd; Format fis ek;
tpUg;gk;Nghy; khw;wp mikj;Jf;nfhs;syhk;.

4. Data in Series: njhlu;r;rpahd juTfs; kw;Wk; xNu juT kjpg;Gfis mLj;jLj;j
rpw;wiufspy; epug;g Auto Fill vd;w gad;ghL cjTfpwJ.

6.10  juÎfis Edit brŒjš (Editing Data)

gpd;tUk; topfspy; xd;wpid gad;gLj;jp Worksheet y; cs;s jutpid Edit

nra;ayhk;.

1. Edit nra;a Ntz;ba rpw;wiuia (Cell) Nju;e;njLj;J> F2 nghj;jhid mOj;j
Ntz;Lk;. gpd; BackSpace Key I gad;gLj;jp jtwhd nrhy;iy mopj;J rupahd
nrhy;iy khw;wp jl;lr;R nra;Jnfhs;syhk;.

2. Edit nra;a Ntz;ba rpw;wiuia (Cell) Nju;e;njLj;J> kPz;Lk; rupahd nrhy;iy
jl;lr;R nra;Jnfhs;syhk;.

3. Edit nra;a Ntz;ba rpw;wiuia (Cell) Nju;e;njLj;J> Delete Key I mOj;jp
kPz;Lk; rupahd nrhy;iy jl;lr;R nra;Jnfhs;syhk;.

4. gioa Entry I kPz;Lk; tu itf;f Standard Tool Bar y; cs;s Undo Button

my;yJ Edit → Undo fl;lis my;yJ Ctrl + Z FWf;F topia gad;gLj;jyhk;.

6.11 E©ziw gh®itælš (Cell References)

xt;nthU WorkSheet k; tupir (Row) kw;Wk neLtupir (Column) fis
nfhz;Ls;sJ. mtw;wpw;F vd jdpj;jdpahd ngau;fisAk; nfhz;Ls;sJ.
mtw;iwf;nfhz;L rpw;wiuia ghu;tpLjiy Ez;ziw ghu;itaply; (Cell Reference)

vd;fpNwhk;. cjhuzkhf A tupirAk; 8 neLtupirAk; nfhz;l rpw;wiuia A8 vd
Fwpg;gplyhk;.
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6.12  Work Sheet‹ juÎfis Find k‰W« Replace

(Find and Replace Data in a Worksheet)

Vw;fdNt> Worksheet y; jl;lr;R nra;ag;gl;l vz; my;yJ vOj;J tif juTfis
Njlyhk;. Home Tab → Find fl;lisia gad;gLj;jp jutpid Njlyhk;. Home Tab →

Find → Replace fl;lisia gad;gLj;jp Find kw;Wk; Replace nra;ayhk;.

gl« 6.9

6.13  Work sheetI kh‰¿ mik¤jš (Modifying a worksheet)

6.13.1 tupir> neLtupir kw;Wk; rpw;wiu fis Nru;j;jy; kw;Wk; ePf;Fjy;
    (Insert Cells, Rows, Columns and Delete Cells)

Work sheety; rpw;wiu (Cell) Nru;j;jy; :

� vq;F rpw;wiu Ntz;LNkh me;j mstpw;fhd gug;gpid (Range) (gug;G vd;gJ
njhlu;r;rpahd rpw;wiufspd; njhFg;G) my;yJ rpw;wiuia Nju;e;njLf;f
Ntz;Lk;. cjhuzkhf 5 rpw;wiufis Nru;f;f Ntz;Lk; vdpy; Ie;J
rpw;wiufis Nju;e;njLf;f Ntz;Lk;.

� Home Tab y; cs;s Cells Group I Nju;e;njLj;J gpd; insertàInsert Cells I
Nju;e;njLf;f Ntz;Lk;.

� Rl;bapd; tyJ nghj;jhid mOj;jp tUk; Menu y; ,Ue;J Insert

I Nju;e;njLf;f Ntz;Lk;.

� Insert ciuahly; ngl;bapypUe;J ve;j Direction y; rpw;wiu Nru;f;f
Ntz;LNkh mij Nju;e;njLf;f Ntz;Lk;.

Work sheet-y; tupiria Nru;j;jy; (Insert rows on a work sheet)

1. fPo;tUtdtw;Ws; VNjDk; xU Kiwia gpd;gw;w Ntz;Lk;.

� Work sheet-y; Nru;f;f Ntz;ba tupirapd;  fPo; cs;s tupir my;yJ
rpw;wiuia Nju;e;njLf;f Ntz;Lk;. cjhuzkhf 5tJ tupirf;F NkNy
tupir Nru;f;f Ntz;Lk; vdpy; 5tJ tupir my;yJ rpw;wiuapy; fpspf;
nra;a Ntz;Lk;.
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� xd;Wf;F Nkw;gl;l tupiria Nru;f;f> Njitg;gLk; vz;zpf;ifapNyNa
mNj mstpyhd vz;zpf;ifapy; fPo; cs;s tupirfis Nju;e;njLf;f
Ntz;Lk;. cjhuzkhf 3 tupir Ntz;Lk; vdpy; mNj mstpyhd
3tupirfisNa Nju;e;njLf;f Ntz;Lk;.

� njhlu;r;rpahf ,y;yhj tupirfis Nju;e;njLf;f Ctrl I
mOj;jpf;nfhz;L tupirfis Nju;e;njLf;f Ntz;Lk;.

2. Home Tab y; cs;s Cells Group I Nju;e;njLj;J gpd; Insert →

Insert Sheet → Rows I Nju;e;njLf;f Ntz;Lk;.

Work sheet-y; neL tupiria Nru;j;jy; (Insert Column on a work sheet)

1. fPo;tUtdtw;Ws; VNjDk; xU Kiwia gpd;gw;w Ntz;Lk;.

� Work sheet-y; Nru;f;f Ntz;ba neL tupirapd;  tyg;gf;fk; cs;s
neLtupir my;yJ rpw;wiuia Nju;e;njLf;f Ntz;Lk;. cjhuzkhf B
neLtupirf;F ,lg;gf;fk; neLtupir Nru;f;f Ntz;Lk; vdpy; B

neLtupir my;yJ rpw;wiuapy; fpspf; nra;a Ntz;Lk;.

� xd;Wf;F Nkw;gl;l neL tupiria Nru;f;f> Njitg;gLk; vz;zpf;if
apNyNa mNj mstpyhd vz;zpf;ifapy; tyg;gf ;fk; cs;s
neLtupirfis Nju;e;njLf;f Ntz;Lk;. cjhuzkhf 3 neLtupir
Ntz;Lk; vdpy; mNj mstpyhd 3 neLtupirfisNa Nju;e;njLf;f
Ntz;Lk;.

� njhlu;r;rpahf ,y;yhj neLtupirfis Nju;e;njLf;f
Ctrl-I mOj;jpf;nfhz;L neLtupirfis Nju;e;njLf;f
Ntz;Lk;.

2. Home Tab y; cs;s Cells Group I Nju;e;njLj;J gpd;
Insert → Insert Sheet → Columns I Nju;e;njLf;f Ntz;Lk;.

tupir> neLtupir kw;Wk; rpw;wiufis ePf;Fjy;

(Delete Cells, rows, or columns)

1. ve;j rpw;wiu> tupir my;yJ neLtupiria ePf;f Ntz;LNkh mjid
Nju;e;njLf;f Ntz;Lk;.

2. gpd;G Home tab → Cells group I Nju;e;njLf;f Ntz;Lk;.
� rpw;wiuia Delete nra;a Arrow I Nju;e;njLj;J mjpy; tUk; Menu y;

,Ue;J Delete Cells I Select nra;a Ntz;Lk;.

� tupiria Delete nra;a Arrow I Nju;e;njLj;J mjpy; tUk; Menu y; ,Ue;J
Delete Sheet Rows I Select nra;a Ntz;Lk;.

� neLtupiria Delete nra;a Arrow I Nju;e;njLj;J mjpy;
tUk; Menu y; ,Ue;J Delete Sheet Columns I Select nra;a
Ntz;Lk;.

3. Range of Cells I Delete nra;Ak;NghJ Delete ciuahly; ngl;b
jpiuapy; Njhd;Wk;. mjpy; Shift cells left, Shift cells up, Entire row, or Entire

column vd;w VNjDk; xU tpUg;gj;ij (Option) Nju;e;njLj;Jf;nfhs;syhk;.
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6.13.2 tupirapd; cauk; kw;Wk; neLtupirapd; mfyj;ij khw;Wjy;

(Resizing Rows and columns)

Fwpg;gpl;l mstpyhd neLtupirapd; mfyj;jpw;F khw;Wjy; (Set a column to a

specific width)

1. mfyk; khw;w Ntz;ba neLtupiria Nju;e;njLf;f Ntz;Lk;.

2. Home Tab y; cs;s Cells group y; Format I Click nra;a Ntz;Lk;.

3. gpd;G Cell size Column width Nju;e;njLf;f Ntz;Lk;.

4. Column width ngl;bapy; ve;j neLtupirapd; mfy mstpid
Type nra;J neLtupirapd; mfyj;ij khw;wyhk;.

ciuf;F jf;fthW Column width I Fit nra;jy;

(Change the column with to fit the contents)

1. mfyk; khw;w Ntz;ba neLtupiria Nju;e;njLf;f Ntz;Lk;.

2. Home Tab y; cs;s Cells group y; Format I Click nra;a Ntz;Lk;.

3. gpd;G Cell size Autofit Column width Nju;e;njLf;f Ntz;Lk;.

Select All nghj;jhid fpspf; nra;a Ntz;Lk;. gpd;G ve;j
neLtupirapd; mfyj;ij khw;wp Fit nra;a Ntz;LNkh mjd;
Boundary y; ,UKiw fpspf; (Double Click) nra;a Ntz;Lk;.

Column f;F cs;s mfyj;ij NghyNt khw;Wjy
(Match the column width to another column)

1. neLtupirapy; cs;s xU rpw;wiuia Nju;e;njLf;f Ntz;Lk;.

2. Home Tab y; cs;s Clipboard group y; cs;s Copy I Nju;e;njLj;J>
gpd;G ve ;j neLtupiria khw;w Ntz;LNkh me;j
neLtupiriaAk; Nju;e;njLf;f Ntz;Lk;.

3. gpd;G Home Tab y; cs;s Clipboard groupy; cs;s CopyI
Nju;e;njLj;J> Pastef;F fPNo cs;s mk;Gf;Fwpia Nju;e;njLj;J
tUk; Menuy; ,Ue;J Paste Special I Nju;e;njLf;f Ntz;Lk;.

4. filrpahf Paste y; Column widths vd;w tpUg;gj;ij (Option) I Nju;e;njLf;f
Ntz;Lk;.

Rl;bia gad;gLj;jp neLtupirapd; mfyj;ij khw;Wjy;

(Changing Column with using the mouse)

gpd;tUtdtw;Ws; xd;wpid gpd;gw;wTk;:

� xNu xU neLtupirapd; mfyj;ij khw;w Ntz;Lk; vdpy; mjd; Column

heading y; cs;s Boundary d; tyJgf;fk;; fpspf; nra;J Drag nra;tjd; (tyJ
my;yJ ,lJ gf;fk; efu;j;Jjy;) %yk;; ekf;F Njitahd neLtupir mfyk;
khw;wg;gLk;.

� xd;Wf;F Nkw;gl;l neLtupirfspd; mfyj;ij khw;w Ntz;Lk; vdpy;> khw;w
Ntz;ba neLtupirfis Nju;e;njLj;J> gpd; Column headingy; cs;s
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Boundaryd; tyJgf;fk;; fpspf; nra;J Drag nra;tjd; (tyJ
my;yJ ,lJ gf;fk; efu;j;Jjy;) %yk; ekf;F Njitahd
neLtupir mfyk; khw;wg;gLk;.

� ciuf;F jf;fthW fit nra;a> neLtupiria
Nju;e;njLj;Jf;nfhs;s Ntz;Lk;. gpd; Column heading y;
cs;s Boundary d; tyJgf;fk; itj;J ,UKiw fpspf; (Double Click) nra;a>
neLtupirapd; mfykhdJ fit nra;ag;gLk;.

� ciuf;F jf;fthW xd;Wf;F Nkw;gl;l Columns I fit nra;a> neLtupirfis
Nju;e;njLj;Jf;nfhs;s Ntz;Lk;. gpd; Column heading y; cs;s Boundary d;
tyJgf;fk; itj;J ,UKiw fpspf; (Double Click) nra;a> neLtupirfspd;
mfykhdJ ciuf;F jf;fthW fit nra;ag;gLk;.

Fwpg;gpl;l mstpyhd tupirapd; mfyj;jpw;F khw;Wjy;

(Set a row to a specific width)

1. cauk; khw;w Ntz;ba tupiria Nju;e;njLf;f Ntz;Lk;.

2. Home Tab y; cs;s Cells group y; Format I Click nra;a Ntz;Lk;.

3. gpd;G Cell size Row height Nju;e;njLf;f Ntz;Lk;.

4. Row Height ngl;bapy; ve;j tupirapd; cau mstpid Type

nra;J tupirapd; cauj;ij khw;wyhk;.

ciuf;F jf;fthW Column width I Fit nra;jy;

(Change the column with to fit the contents)

1. cauk; khw;w Ntz;ba tupiria Nju;e;njLf;f Ntz;Lk;.

2. Home Tab y; cs;s Cells group y; Format I Click nra;a
Ntz;Lk;.

3. gpd;G Cell size Autofit Row Height Nju;e;njLf;f Ntz;Lk;.

Select All nghj;jhid fpspf; nra;a Ntz;Lk;. gpd;G ve;j
tupirapd; cauj;ij khw;wp Fit nra;a Ntz;LNkh me;j tupirapd;
Boundary f;F fPo; ,UKiw fpspf; (Double Click) nra;a Ntz;Lk;.

Rl;bia gad;gLj;jp tupirapd; cauj;ij khw;Wjy;

(Changing Row with using the mouse)

gpd;tUtdtw;Ws; xd;wpid gpd;gw;wTk;:

� xNu xU tupirapd; cauj;ij khw;w Ntz;Lk; vdpy; mjd;
Row heading y; cs;s Boundary d; fPo;Gwk; fpspf; nra;J
Drag nra;tjd; (Nky; my;yJ fPo; gf;fk; efu;j;Jjy;)
%yk;; ekf;F Njitahd tupirapd; cauk; khw;wg;gLk;.

� xd;Wf;F Nkw;gl;l tupirfspd; mfyj;ij khw;w Ntz;Lk;
vdpy;> khw;w Ntz;ba tupirfis Nju;e;njLj;J> gpd; Row heading y; cs;s
Boundary d; fPo; gf;fk;; fpspf; nra;J Drag nra;tjd; (tyJ my;yJ ,lJ
gf;fk; efu;j;Jjy;) %yk; ekf;F Njitahd tupirapd; cauk; khw;wg;gLk;.
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� ciuf;F jf;fthW xU Column I fit nra;a> tupiria Nju;e;njLj;Jf;nfhs;s
Ntz;Lk;. gpd; Row heading y; cs;s Boundary d; tyJgf;fk; itj;J ,UKiw
fpspf; (Double Click) nra;a> tupirapd; caukhdJ fit nra;ag;gLk;.

� ciuf;F jf;fthW xd;Wf;F Nkw;gl;l Row I fit nra;a> tupirfis
Nju;e;njLj;Jf;nfhs;s Ntz;Lk;. gpd; Row heading y; cs;s Boundary d;
tyJgf;fk; itj;J ,UKiw fpspf; (Double Click) nra;a> tupirapd;
caukhdJ ciuf;F jf;fthW fit nra;ag;gLk;.

6.13.3 nkhj;j rpw;wiufisAk; Move my;yJ Copy nra;jy;

(Move or Copy entire Cells)

ehk; ve;j rpw;wiuapy; ,Uf;Fk; Text, Forumula, result Nghd;w ve;j jutpdq;fisAk;
Move my;yJ Copy nra;aKbAk;.

1. Copy my;yJ Move nra;a Ntz;ba rpw;wiuapid Nju;e;njLf;f Ntz;Lk;.

2. Home Tab y; Cipboard group ypUe;J fPo;tUk; xd;wpid gpd;gw;w Ntz;Lk;.

� Move nra;a> Cut my;yJ Keyboard Shortcut  Md Ctrl+

X I Nju;e;njLf;f Ntz;Lk;.

� Copy nra;a> Copy my;yJ Keyboard Shortcut  Md

Ctrl+ C I Nju;e;njLf;f Ntz;Lk;.

3. Paste nra;a Ntz;ba rpw;wiuia Nju;e;njLf;f Ntz;Lk;.

4. filrpahf> Home Tab y; Cipboard group ypUe;J Paste my;yJ Ctrl +V

Rl;bia gad;gLj;jp nkhj;j rpw;wiufisAk; Move my;yJ Copy nra;jy;
(Move or Copy entire Cells using mouse)

Drag and drop option MdJ turned on nra;ag;gl;bUe;jhy; Rl;biaf; nfhz;L
rpw;wiufis vspjpy; Copy kw;Wk; Move nra;ayhk;.

1. Move my;yJ Copy nra;ag;gl Ntz;ba Cell my;yJ Cell rangefis
Nju;e;njLj;Jf;nfhs;s Ntz;Lk;.

2. gpd;tUtdtw;Ws; xd;wpid nra;aTk;:

� Rl;bia Select nra;j Cell my;yJ Cell Range fspd; Border f;F mUfpy;
nfhz;L nry;Yk;NghJ Rl;bapd; Pointer MdJ (Move Pointer)

,t;thW khWk;. gpd;G Cell my;yJ Cell range fis Drag nra;J NtW
,lj;jpw;F Move nra;ayhk;.

� Rl;bia Select nra;j Cell my;yJ Cell Range fspd; Border f;F mUfpy;
nfhz;L nry;Yk;NghJ Rl;bapd; Pointer MdJ (copy Pointer) ,t;thW
khWk;. gpd;G CTRL nghj;jhid mOj;jpf;nfhz;L Cell my;yJ Cell

range fis Drag nra;J NtW ,lj;jpw;F Copy nra;ayhk;.

Vw;wfdNt cs;s Cell fSf;fpilapy; Move my;yJ copy nra;j Cellfis
nrUFjy; (Insert moved or copied cells between existing cells)

1. Move my;yJ Copy nra;a Ntz;ba Cell my;yJ Cell Range fis Nju;e;njLj;
Jf;nfhs;s Ntz;Lk;.
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2. Home Tab y; Clipboard group I Nju;e;njLj;J> gpd;tUtdtw;Ws;
xd;wpid nra;aTk;.

� Move nra;a Cut  my;yJ Ctrl + X nghj;jhid
mOj;jTk;.

� Copy nra;a Copy  my;yJ Ctrl + C nghj;jhid
mOj;jTk;.

3. Paste nra;a Ntz;ba ,lj;jpd; Nky; gFjpapy; tyJ nghj;jhid mOj;jp
tUk; nkDtpy; Insert cut cells my;yJ insetrt copied cells vd;w tpUg;gq;fspy;
xd;wpid Nju;e;njLj;Jf;nfhs;s Ntz;Lk;.

4. Insert paste ciuahly; ngl;b Njhd;Wk;> mjpy; ve;j jpir (Direction) vd;gij
Nju;e;njLg;gjd; %yk; kw;w Cell Shift nra;ag;gLk;.

Blank Cells fis nrUFjy; (Prevent copied blank cells from replacing data)

1. Blank cell renge fis Nju;e;njLj;Jf;nfhs;s Ntz;Lk;.

2. Home Tab y; Clip Board group y; Copy  vd;gijNah> my;yJ
Ctrl + C vd;w Keyboard shortcut Nju;T nra;J nfhs;s Ntz;Lk;.

3. Paste nra;a Ntz;ba Nky; ,lJ (Upper left area) gf;fj;ij
Nju;e;njLf;f Ntz;Lk;.

4. Home Tab y; Clip Board group y; Pastey;  cs;s mk;Gf;Fwpf;F fPNo tUk;
nkDtpy; Paste Special vd;w tpUg;gj;ij Nju;T nra;J nfhs;s Ntz;Lk;.

5. ,Wjpahf Skip blanks vd;w Check box I Nju;T nra;a Ntz;Lk;.

Cellf;F cs;Ns cs;s ciug;gFjpia move or copy nra;jy;

(Move or copy the contents of a cell)

1. Move my;yJ copy nra;a Ntz;ba juT cs;s Cell kPJ ,UKiw fpspf; nra;aJ
nfhs;s Ntz;Lk;.

2. Cell f;F cs;Ns Copy my;yJ Move nra;a Ntz;ba ciug; gFjpia Nju;e;
njLf;f Ntz;Lk;.

To select the contents of a cell Do this

In the cell Double-click the cell, and then drag across the

contents of the cell that you want to select.

In the formula bar Click the cell, and then drag across the

ontents of the cell that you want to select

in the formula bar.

By using the keyboard Press F2 to edit the cell, use the arrow keys to

position the insertion point, and then

press Shift + Arrow key to select the contents.

3. Home Tab y; Clipboard group I Nju;e;njLj;J> gpd;tUtdtw;Ws; xd;wpid
nra;aTk;.
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� Move nra;a Cut my;yJ Ctrl + X nghj;jhid mOj;jTk;.

� Copy nra;a Copy my;yJ Ctrl + C nghj;jhid mOj;jTk;.

4. vq;F Paste nra;a Ntz;LNkh me;j Cell f;F cs;Ns Double-

click nra;a Ntz;Lk;.

5. Home Tab y; Clip Board group y; Paste  y; cs;s mk;Gf;Fwpf;F fPNo tUk; nkDtpy;
Paste vd;w tpUg;gj;ij Nju;T nra;J nfhs;s Ntz;Lk;.

6. gpd;G Enter key I  mOj;j Ntz;Lk;.

Cell Values, Cell formats , kw;Wk; Formulas fis Copy nra;jy;

(Copy Cell Values, Cell Formats or Formulas only)

gpd;tUtdtw;Ws; xd;wpid nra;aTk;.

� Formula kw;Wk; fzf;fplg;gl;l kjpg;Gfs; Nghd;wtw;iw Overwriting

nra;ahky; mNj Format fspy; Convert nra;jy;.

� Formating fis kl;Lk; Paste nra;jy;> cjhuzkhf: Font color, fill color.

� Formula fis kl;Lk; Paste nra;jy;.

1. Copy nra;a Ntz;ba formula, kjpg;G Nghd;witfs; mlq;fpa
Cell my;yJ Cell Group fis Nju;e;njLf;f Ntz;Lk;.

2. Home Tab y; Clip Board group y; Copy vd;gij Nju;T nra;.

3. Upper left of the paste area y; Paste the value, cell format, my;yJ
formula Mfpatw;wpy; xU tpUg;gj;ij Nju;T nra;.

4. Home Tab y; Clip Board group y; Paste  y; cs;s mk;Gf;Fwpf;F fPNo tUk; nkDit
Nju;T nra;J> gpd;tUtdtw;Ws; xd;wpid nra;aTk;.

� kjpg;Gfs; kl;Lk; Ntz;Lk; vdpy; Paste values vd;gijAk;>

� Cell formats Ntz;Lk; vdpy; Formats vd;gijAk;.

� tha;ghLfs; kl;Lk; Ntz;Lk; vdpy; formulas vd;gijAk; Nju;T nra;a
Ntz;Lk;.

,Oj;J epug;Gjy; (Drag and Drop)

xU cell y; ,Ue;J mUfpy; ,Uf;Fk; NtW Cell f;F Move nra;a ,k;Kiw
vspikahdJ. Move nra;a Ntz;ba Cell I Select nra;a Ntz;Lk;> gpd;G border y;
itj;J Drag nra;J Gjpa ,lj;jpy; itf;f Ntz;Lk;.

Freeze Panes: ngupa mstpyhd Worksheetfis ghu;itapLk;NghJ tupirapd;
jiyg;G> kw;Wk; neLtupirapd; jiyg;Gfis ghu;itapLy; rpukk;. mt;tkak; ,e;j
Freeze panes Jiz nfhz;L vspjpy; ghu;itapl KbAk;.

1. Scroll nra;Ak;NghJ ekf;F njupa Ntz;ba jiyg;G my;yJ tupirf;F fPNo
fpspf; nra;a Ntz;Lk;.

2. View tab → Windows group y; Ribbon → Freeze panes → freeze panes I Nju;T
nra;a Ntz;Lk;.

3. View tab → Windows groupy; Ribbon → Freeze panes → Unfreeze panes I Nju;T
nra;J Frees nra;jij Remove nra;ayhk;.
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gl« 6.10

,uz;lhtJ glj;jpy; ghu;g;NghNkahdhy; jiyg;G Name, Teacher, Roll no,

Nghd;witfs; mNj ,lj;jpYk; > 11 tupirahdJ Nky;Nehf;fp Scroll

nra;ag;gl;bUf;fpwJ. ,jdhy; Freeze Panes nfhz;L ve;j mstpw;F ngupa Woksheet

IAk; ehk; jiyg;GfSlNd ghu;itapl KbAk;.

gl« 6.11
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6.14  Page breaks

Page breakes MdJ ve;j tupirf;F gpwF mLj;j gf;fj;jpy; tu Ntz;Lk; vd;W
ehk; vz;ZfpNwhNkh mjid Nkw;nfhs;sNt gad;gLfpwJ. ,jid nra;a Page

Layout → Setup Group → Breaks → Inputpage Braeak. gpd; Excel Gjpa gf;fj;ij
cUthf;fpf;nfhs;Sk;.

gl« 6.12

6.15 Page setup

Menu bar y; ,Ue;J File → page Setup fl;lis my;yJ format → page → set margins

kw;Wk; Header and footer I Nju;e;njLf;fTk;.
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gl« 6.13

1. Page:  ,e;j Page Option MdJ Paper d; msT (Size) print quality, Nghd;wtw;iw
khw;w cjTfpwJ. page tab y; Orientation gFjpapy; gf;f tbq;fspy; Landscape

my;yJ Portrait Mfpatw;iwAk; khw;w cjTfpwJ. NkYk; Worksheetd; msT
kpfg; ngupaJ> mjid Fit nra;J xNu gf;fj;jpy; nfhz;L tu Scaling-I
gad;gLj;jp nfhz;L tuyhk;.  Page setupy; fit to 1 page(s) wide I Nju;enjLj;J
xNu gf;fj;jpy; RUf;fp nfhz;L tu ,e;j tpUg;gj;ij gad;gLj;jpf; nfhz;L
Fit nra;a KbAk;.

2. Margins: Nky;> fPo;> tyJ kw;Wk; ,lJ Xuq;fspd; Margin fis khw;wp mikf;f
Page setup groupy; Page layout taby; cs;s Margins %yk; Header, footer field

fisAk; indicate nra;Ak; edgefisAk; Nru;j;J khw;w Margins tpUg;gk;
cjTfpwJ.

gl« 6.14
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,q;F 3 Predefined Margins Excel nfhz;Ls;sJ. mit Normal, Wide, narrow

Mfpait MFk;.

gl« 6.15

3. Header kw;Wk; Footer fis khw;wp mikj;jy; (Add or Change the header or

footer text): Page Layout Viewy; Worksheet header kw;Wk; Footer tpUg;gq;fisf;
nfhz;Ls;sJ. ,e;j Header kw;Wk; footer tpUg;gq;fshdJ Page setup

ciuahly; ngl;b %yk; nfhz;L tu KbAk;.

Page layout Viewy; Header kw;Wk; Footer gFjpfis Nru;j;jy; kw;Wk; khw;Wjy;:

1. Header kw;Wk; Footer gFjp Ntz;ba Worksheet I Nju;e;njLf;f Ntz;Lk;.

2. Insert tab y; Text Group y; cs;s Header & Footer I fpspf; nra;J gpd;tUk;
xd;wpid nra;aTk;:

� Header my;yJ Footer I Nru;f;f> tyJ> ,lJ my;yJ eL gFjpapy; header

my;yJ Footer ngl;bapd; Nky; fPo; gFjpapd; Worksheet page y; fpspf;
nra;a Ntz;Lk;.

� Header my;yJ Footer gFjpia khw;wp mikf;f> tyJ> ,lJ my;yJ
eL gFjpapy; header my;yJ Footer ngl;bapd; Nky; fPo; gFjpapd; Worksheet

page y; fpspf; nra;J khw;wpf;nfhs;s Ntz;Lk;.

3. ekf;F Njitahd ciug; gFjpia Header my;yJ Footer gFjpapy; fpspf; nra;J
jl;lr;R nra;J nfhs;syhk;.

4. Sheet tab tpUg;gkhdJ grid linefSld; mr;R vLf;f (print) gad;gLfpwJ.
gridlines vd;gJ tupir neLtupirfis gpupf;Fk; Nfhl;bid Fwpf;Fk;.

midj;J gf;fq;fspYk; jpUk;gj;jpUk;g tu Ntz;ba tupiria Rows to repeat at

top ciug; ngl;bapy; fpspf; nra;J Njitahd tupiriaAk; Nju;e;njLf;f Nju;e;
njLj;j tupirahdJ midj;J gf;fq;fspYk; mr;nrLf;Fk; (print) NghJ Njhd;Wk;.



Data Entry

Operations

F¿¥òfŸ

m£ltiz¢ braèæ‹ mo¥gilfŸ

115Data Entry Operations

gl« 6.16

6.16  Print Preview

Print vLg;gjw;F Kd;ghf jpiuapNyNa ehk; mr;nrLf;Fk; gf;fk; vt;thW ,Uf;Fk;
vd;gij ghu;g;gjw;F gad;gLtJ Print Prview MFk;.

mjd; gbepiyfs; tUkhW:

1. Office butten  y; ,Ue;J Print tpUg;gj;ij Nju;e;njLf;f NTz;Lk;.

2. Print I Nju;e;njLf;f Ntz;Lk;.

3. mjd; gpd;G Print Previw I fpspf; nra;a Ntz;Lk;.

,e;j Previw y; Next kw;Wk; Preview %yk; mLj;jLj;j gf;fq;fis ghu;itapl KbAk;.
NkYk; Zoom %ykhf gf;fj;ij ngupajhf jpiuapy; ghu;f;fyhk;. Page setup button

MdJ gf;f tbtikg;Gfis khw;wTk;> Close button %yk; jpUk;g Work sheetf;F
nry;yyhk;. NkYk; Print MdJ Worksheet I mr;nrLf;f (Print) nra;a gad;gLfpwJ.
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gl« 6.17

6.17  Print

Office Button I Select nra;J print I Nju;e;njLf;f Print ciuahly; ngl;b jpiuapy;
Njhd;Wk;.

1. Print Range %yk; Njitahd gf;fq;fis kl;Lk; Print vLf;fyhk;.

2. Print What %yk; cells highlighted on the work sheet, the active worksheet, my;yJ
work bookl y; cs;s midj;J worksheet fisAk; Print nra;a gad;gLfpwJ.

3. Copies MdJ vj;jid efy;fs; Ntz;Lk; vd;gij Nju;T nra;a gad;gLfpwJ.
Collate ngl;bahdJ kPjKs;s gf;fq;fis fhl;LfpwJ.

4. gpd; Print nra;a Ok nghj;jhid mOj;j Ntz;Lk;.
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gl« 6.18

6.18. Nfhg;gpid jpwj;jy; (Open)> Nrkpj;jy; (Save) kw;Wk; %Ljy; (Close)

Vw;fdNt nra;j Excel Nfhg;gpid jpwf;Fk; topfs;:

1. Windows Explorer I jpwe;J nfhz;L mjpy; cs;s Excel Nfhg;gpd; kPJ ,UKiw
fpspf; nra;J jpwf;fyhk;.

2. Excel I jpwe;J nfhz;L mjpy; cs;s Office butten I fpspf; nra;J mjpy;
tUk; nkDtpy; Open nghj;jhid mOj;jpdhy; tUk; Pop-up Menu y; ,Ue;J
Njitahd Nfhg;gpid Nju;e;njLf;f jpwf;fyhk;.

Save nra;jy;:

1. Kjy; Kiwahf nra;j Nfhg;gpid Nrkpf;f (Save) Save Icon I Nju;e;njLf;f
my;yJ Office button → Save fl;lisapid njhlu;e;J Save As ciuahly;
ngl;b jpiuapy; Njhd;Wk;.

� mjpy; File save as Drop down menu I Nju;e;njLf;f Ntz;Lk;.

� ve;j ,lj;jpy; Nrkpf;f Ntz;LNkh me;j ,lj;ijAk; Nju;T nra;
Ntz;Lk;.

� gpd;G Nfhg;gpd; ngaiu jl;lr;R nra;a Ntz;Lk;.

� gpd; Save nghj;jhid fpspf; nra;a Ntz;Lk;.
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2. Nrkpj;j Mtzj;jpypUe;J ntspNaWjy;:

� Office nghj;jhid fpspf; nra;a Ntz;Lk;.

� gpd;G Nfhg;gpid kl;Lk; %l Ntz;Lk; vdpy; Close tpUg;gj;ij Nju;T
nra;a Ntz;Lk;.

� Excel y; ,Ue;J ntspNaw Exit I Nju;T nra;a Ntz;Lk;.

gl« 6.19
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6.19  Worksheet f;F flTr;nrhy; mspj;J ghJfhg;G mspj;jy;

(Work Book Protection)

1. Office Buttion I Nju;T nra;J mjpy; Save As I fpspf; nra;a Ntz;Lk;.

2. Tools → General Options I Nju;T nra;a Ntz;Lk;.

3. gpd;tUk; xd;wpid nra;:

� Nfhg;gpid ghu;itl kl;Lk; mDkjp mspj;jhy; Pasword to open Box I
Nju;T nra;a Ntz;Lk;.

� Nfhg;gpid jpwf;f $l mDkjpf;ftpy;iy vdpy; Password to modify box

I Nju;T nra;a Ntz;Lk;.

4. gpd;G Njitahd flTr;nrhy;iy mspf;f Ntz;Lk;.

5. ahNuDk; Nfhg;gpy; khw;wk; nra;thu; vdpy; Read-only recommended Check boxI
Nju;T nra;J khw;wk; nra;tij jtpu;f;fyhk;.

6. gpd;G Ok I fpspf; nra;.

7. mjd; gpwF Confirm nra;a flTr;nrhy;iy Retype nra;a Ntz;Lk;.

8. Save nghj;jhid fpspf; nra;a Ntz;Lk;.

9. Njitnadpy; Yes I Nju;T nra;J Kd;G nra;j Nfhg;gpid Replace nra;J
,e;j Workbook I mNj ngaupy; Nrkpj;Jf;nfhs;syhk;.
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7.1 m¿Kf«

Excel %yk; Vuhskhd tbt+l;ly;fis (Formating Options) vspjpy ;
Nkw;nfhs;syhk;. cjhuzkhf vOj;J msT (Size)> vOj;J tbtk; (Font Style)

tz;zk; (Color)> cell d; gpd;Guk; (Cell Background) Nghd;wtw;iw ehk; vspjpy;
khw;wyhk;. RUq;fr; nrhd;dhy;> Ms-Word y; gad;gLj;jpa midj;J tbT+l;ly;
fisAk; Ms-Excel y; nra;a KbAk;.

7.2  neh¡f«  (Objectives)

,e;j ghlj;jij gbj;jgpd; ehk; mwptJ:

� jhdpaq;fp tbT+l;ly; gad;ghL (Use Auto format features)

� juT kw;Wk; gzpj;jhs; tbT+l;ly; (Data and Wroksheet Format)

� Format Painter gad;gLj;Jjy;

� tha;g;ghLfs; (Formula) kw;Wk; rhu;Gfs; (Function) gad;ghL.

7.3  toñ£lš fUé¥g£ilia ga‹gL¤Jjš

(Using Formatting Toolbar)

tbT+l;ly; fUtpg;gl;ilapd; %yk; vOj;J> (Text) juT (Data) kw;Wk; gzpj;jhs;fis
(Worksheet) tbT+l;ly; nra;tjd; %yk; ehk; jahupf;Fk; gzpj;jhis ftu;r;rpfhukhd
Njhw;wj;ij mspf;fyhk;.

Excel 2007 MdJ 3 ,lq;fspy; tbT+l;ly; fUtpfisf; nfhz;Ls;sJ. mit:

1. Home Tab

2. Rl;bapd; tyJ nghj;jhid mOj;Jtjhy; fpilf;Fk; mini Tool bar

3. Format Cells ciuahly; ngl;b

7.3.1. Home Tab k; Formatting fUtpfSk;

mjpf mstpy; gad;gLj;jg;gLk; tbT+l;ly; tpUg;gq;fiAk;> tpithfg; gad;gLj;J
tjw;fhfTk; Home Tab y; ,e;j tbT+l;ly; fUtpfs; cs;sd.

Kjypy; Njhitahd rpw;wiu (Cell) my;yJ gug;G (Cell Range) I Nju;e;njLj;Jf;
nfhz;L ekf;F ve;j tbT+l;ly; tpUg;gkhf khw;wNtz;LNkh mjid Nju;e;njLf;f
tbT+l;ly; khw;wg;gLk;. cjhuzkhf Font, Alignment, my;yJ number groups

Nghd;wtw;wpw;F Njitahd tbT+l;liy nfhLf;fyhk;.

gâ¤jhŸ toñ£lš
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Njitahd tbT+l;ly;fis jFe;j fUtpfisf; (Tools) nfhz;L Njitahd
khw;wq;fis nra;ayhk;. rpy tbT+l;ly; tpUg;gq;fs; tpupTgLj;Jk;tpjkhf> Drop Down

List fshf cs;sd. mit rpwpa fPo;Nehf;F mk;Gf;Fwpfis mOj;Jtjd; %yk; ,e;j
tbT+l;ly;fis tpupTgLj;jp Drop Down List fis ngwKbAk;.

gl« 7.1

7.3.2 Mini Tool Bar

xU rpw;wiu my;yJ njhlu;r;rpahd rpw;wiufis (gug;G) Nju;e;njLj;Jf;nfhz;L
mNj ,lj;jpy; Rl;bapd; tyJ nghj;jhid mOj;J> xU rpwpa fUtpg;gl;lil (Mini

Tool Bar) jpiuapy; Njhd;Wk;. ,jpy; tbT+l;lYf;F Njitahd rpy fUtpfs;
fhzg;gLk;.

mit tUkhW:

� Font type

� Font Size

� Decrease Font

� Increase Font

� Accounting Number Format

� Comma Style

� Font Color

� Format Painter

� Bold

� Italic

� Center

� Percent Style

� Borders

� Merge And Center

� Increase Decimal

� Decrease Decimal

� Fill Color
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fPo;tUk; glj;jpy; ,e;j rpwpa kpjf;Fk; fUtpg;gl;ilia (Mini Tool bar)I fhzyhk;.

gl« 7.2

7.3.3 Format Cells ciuahly; ngl;bapd; gad;ghL

ml;ltizr; nraypf;F Njitg;gLk; midj;J tbT+l;ly; fUtpfisAk; ,e;j
Format Cells ciuahly; ngl;b nfhz;Ls;sJ. Home Tab d; Ribbon epiwT nra;a
Kbahj rpy tbT+l;ly; tpUg;gq;fis ,e;j Format Cells ciuahly; ngl;b epiwT
nra;fpwJ.

Format Cells ciuahly;ngl;b %yk; juTfSf;F Njitahd tbT+l;ly;fs; kw;Wk;
vz;fSf;fhd ghzpfisAk; (Number style) mspj;J gbg;gtu; ftUk; tpjkhf
gzpj;jhis (Work sheet) I khw;w KbAk;.

tbT+l;ly;fis nra;a fPo;tUk; gbiag; gad;gLj;J:

� Ctrl + 1 vd;w rhtpr; Nru;khdq;fis mOj;j Ntz;Lk;.

� Home → Font, Home → Alignment my;yJ Home → Number ,tw;wpd; ciuahly;
ngl;biag; ngw me;j Tab d; fPNo cs;s fPo;Nehf;fpa mk;Gf;Fwpia mOj;j
Ntz;Lk;.

� Format Cells ciuahly; ngl;bia ngw Rl;bapd; tyJ nghj;jhid mOj;j
Ntz;Lk;.

� NkYk; rpy tbT+l;ly; tpUg;gq;fis Ribbon y; cs;s Dropdown control y; ,Ue;J
ngw KbAk;. cjhuzkhf: Home → Number → General → More Number Formats.
,e;j tpUg;gk; mjpf mstpyhd vz; tiffis (Number formats)

nfhz;Ls;sJ
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gl« 7.3

gl« 7.4
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gl« 7.5

,e;j Format cells ciuahly; ngl;bapy; 6 Tab fs; cs;sJ. mit: Number, Alignment,

Font, Border, Patterns kw;Wk; Protection.

7.4  ciuahlš bg£oæ‹ _y« Á‰wiu toñ£lš

(Formatting Cells Using Dialog Box)

7.4.1 Number Tab

ek;Kila jutpw;fhd jutpdj;ij Nju;e;njLf;f TabI Nju;T nra;a Ntz;Lk;.
ve;j jutpdj;ij khw;w Ntz;LNkh mjw;Fz;lhd tbT+l;ly; tifia glk; 7.2 y;
nfhLf;fg;gl;Ls;sthW vz; tifia Nju;T nra;a Ntz;Lk;. General vd;gij Nju;T
nra;atjhy; vz; kw;Wk; vOj;J tif juTfis cs;sPlhf juKbAk;. Category-y;
Number vd;gij Nju;T nra;tjhy; Integers, Decimal kw;Wk; gy vz; tiffisAk;
cs;sPlhf nfhLf;f KbAk;. cjhuzkhf jrk vz;fis cs;sPlhf nfhLf;Fk;NghJ
jrk ,yf;fq;fspd; vz;zpf;ifiaAk; jPu;khzpf;f KbAk;> mjhtJ jrk vz;fis
2 vd Nju;T nra;tjhy; jrk ,yf;fq;fs; 2 ,yf;fk; kl;LNk jpiuapy; njupAk;.

7.4.2 gj;jp ,irT gl;b (Alignment Tab)

rpw;wiuf;F (Cell) cs;Ns cs;s juTfisg; gj;jp ,irT nra;a (Alignment) ,e;j
Tab gad;gLfpwJ. Format Cells ciuahly; ngl;bahdJ (Dialog Box) ,d;Dk; mjpf
mstpyhd ,irTg; nghj;jhd;fis (Alignment Buttons) formatting fUtpg;gl;ilia
tpl mjpfk; nfhz;Ls;sJ.
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7.4.3. vOj;Jtifg; gl;b (Font Tab)

vOj;J Kfk; (Font Face)> vOj;J msT (Font Size) ghzp (Style) Nghd;wtw;iw
gbg;gtu; ftUk; tpjkhf khw;w ,e;j gl;bahdJ (Font Tab) gad;gLfpwJ. Formatting

Tool Bar I nfhz;L rpw;wiuf;F (Cell) cs;Ns ,Uf;Fk; juTfSf;F Bold, Italic,

Underline Nghd;wtiw tbT+l;ly;fisAk; mspf;f KbAk;. ,J jtpu NkYk; gy
tbT+l;ly;fisAk; ,e;j Format cells ciuahly; ngl;biaf;nfhz;L ngw KbAk;.

7.4.4 rpw;wiu Xuk; kw;Wk; Kiwf;fhd gl;b (Border and Pattern Tabs)

Formatting Tool Bar I gad;gLj;jp rpw;wiuf;fhd Border, Shading, Font Color

Mfpatw;iw vspjpy; Nru;f;fyhk;. Picture gFjpia Nju;T nra;a> ehk; Nju;T nra;j
rpw;wiuapd; vy;iyia (Border) jpiuapy; fhl;Lk;. fPopwq;F gl;bay; ngl;bapypUe;J
(Drop Down List Box) I Click nra;a khjpupahf nfhLf;fg;gl;l Border fs; jpiuapy;
fhl;Lk;. mjpy; ekf;F Njitahd Xutbtikg;ig (Border Style) Nju;e;njLj;Jf;
nfhs;s Ntz;Lk;.

Nju;e;njLf;fg;gl;l rpw;wiu Xuq;fSf;F (Cell Border) tz;zk; nfhLf;f fPo;tUk;
gbfis gpd;gw;w Ntz;Lk;:

1. Format → Cells Nju;e;njLf;f Format cells ciuahly; ngl;b jpiuapy;
Njhd;Wk;.

2. Border Tab I Nju;e;njLf;f.

3. Cell d; ve;j gFjpf;F Border Ntz;LNkh me;j gFjpf;F Nju;e;njLf;f Preset

gFjpfshd None, Outline, my;yJ Inside Nghd;wtw;wpy; xd;wpid Nju;e;njLf;f
Ntz;Lk;.

4. Border tpUg;gj;jpy; fPo;tUk; xd;wpid Nju;e;njLj;Jf;nfhs;sTk;:

� Border gFjpapy; VNjDk; xU nghj;jhd; %yk; Toggle nra;J Border I
Nju;e;njLj;Jf;nfhs;syhk;.

� Style gFjpapy; Border d; Style I Nju;e;njLf;fyhk;.

� Color Palette gFjpapy; Border f;F Njitahd tz;zj;ijAk;
Njitnadpy; khw;wpf;nfhs;syhk;.

5. Pattern Tab I Nju;T nra;a> fPo;tUk; tpUg;gq;fspy; xd;wpidj; Nju;T nra;a
Ntz;Lk;.

� Njitahd tz;zj;ij gpd;Gyj;jpw;F mspf;f Color Palette y; ,Ue;J
Nju;T nra;a Ntz;Lk;.

� Njitnadpy; rpw;wiug; gpd;Gyj;jpw;fhd KiwiaAk; Pattern Palette

%yk; Njue;njLj;Jf;nfhs;syhk;.

6. Njitahd tz;zk; (Color)> rpw;wiu Xuk; (Border) Nju;T nra;J Kbj;j gpd;G
Ok I fpspf; nra;a Ntz;Lk;.

7.4.5 Njjp kw;Wk; Neuk; (Date and Time)

rpw;wiuf;F cs;Ns ‘January 1, 2001" vd Njjpf;fhd jutpid cs;sPL nra;jhy;>
Excel MdJ jhdhfNt Njjpf;fhd tbT+l;lyhdJ 1-Jan-01 Mf khwptpLk;.

Format Cells ciuahly; ngl;bapy; Number Taby; ‘Time” my;yJ Date tpUg;gj;jpid
Category y; Nju;e;njLg;gjd; %yk; Njjp my;yJ Neuj;jpw;fhd tbT+l;liyAk; khw;wp
OK I fpspf; nra;J khw;wpf;nfhs;syhk;.
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gl« 7.6

7.5  tçir k‰W« beLtçir toñ£lš

(Formatting Columns and Rows):

neLtupirapd; mfykhdJ cs;sPL nra;Ak; juTfspd; ePsj;ij tpl rpwpajhf
,Ug;gpd; mjd; mfyj;ij khw;wpNah my;yJ Auto fit nra;aNth KbAk;. fPNo
tUk; glj;jpy; neLtupir C-d; jiyg;ghdJ KOikahfj; njupatpy;iy.

gl« 7.7



Data Entry

Operations

F¿¥òfŸ

gâ¤jhŸ toñ£lš

127Data Entry Operations

neLtupiria Autofit nra;Ak; gbfs;:

� mfyk; khw;wNtz;ba mNj neLtupir cs;s jiyg;gpd; kPJ xU
rpw;wiuapy; fpspf; nra;a Ntz;Lk;.

� Home Tab Nju;T nra;.

� Ribbon y; cs;s Format I Cell Group y; ,Ue;J Nju;T nra;.

gl« 7.8

� mjd; gpd;G Auto fit column width I Nju;T nra;.

gl« 7.9

� ,g;NghJ neLtupir C-y; ,Uf;Fk; ciuahdJ KOikahf jpiuapy;
Njhd;Wk;. mjhtJ Chemistry vd;w ciuahdJ KOikahf njupAk;.

gl« 7.10
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tupirapid Auto fit nra;Ak; gbfs; tUkhW:

� cauk; khw;w Ntz;ba tupirapd; jiyg;ig my;yJ mNj tupirapd;
VNjDk; xU rpw;wiuia Nju;T nra;.

� Home Tab I Nju;e;njLf;f Ntz;Lk;.

� gpd;G Ribbon y; ,Ue;J Tormat I Cell group y; ,Ue;J Nju;T nra;a
Ntz;Lk;.

gl« 7.11

� Auto fit row height I fpspf; nra;a Ntz;Lk;.

gl« 7.12

� glj;jpy; cs;sthW 6tJ tupirapd; caukhdJ khw;wg;gl;L me;j
tupirapy; cs;s ciuahdJ KOikahf njupAk;.

Auto Adjust nra;tjw;fhd khw;W topKiw:

� mfyj;ij khw;w Ntz;ba neLtupirapd; jiyg;gpd; Xuj;jpy;
Rl;biaf; nfhz;L nry;Yk;NghJ Rl;bahdJ ,Ujiy mk;Gf;FwpAld;
(Double-Headed Arrow) jpiuapy; Njhd;Wk;.
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gl« 7.13

� ,g;NghJ Rl;bia ,UKiw fpspf; (Double Click) nra;tjhy;
neLtupirapd; mfykhdJ jhdhfNt rupnra;J (Adjust) nra;J
nfhs;Sk;.

mNj NghyNt tupirapd; cauj;ij rupnra;tjw;Fk;> tupirjiyg;gpd; mbapy;
nfhz;L nry;y Double Headed Arrow Mf khWk;. ,g;NghJ Double click nra;tjhy;
tupirapd; cauKk; rup nra;ag;gLk;.

tupir (m) neLtupiria kiwj;jy;

kiwf;f Ntz;ba tupir (m) neLtupiria Nju;T nra;J mjw;F cs;Ns cs;s
jutpid Njitaw;w khw;wk; nra;ahjthW kiwj;Jf;nfhs;s ,e;j Kiw
gad;gLfpwJ.

topKiw tUkhW:

1. kiwf;f Ntz;ba neLtupiria Kjypy; Nju;T nra;a Ntz;Lk;. cjhuzkhf
neLtupir Cy; cs;s Chemistry kjpg;ngz;fis kiwf;f Ntz;Lk; vd
nfhs;Nthk;.

gl« 7.14

2. kiwf;f Ntz;ba neLtupir jiyg;gpd; kPJ Rl;bapd; tyJ nghj;jhid
mOj;jp tUk; nkDtpy; ,Ue;J Hide vd;w tpUg;gj;ij Nju;T nra;J
nfhs;sTk;.
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gl« 7.15

3. fPo;tUk; glj;jpypUe;J ehk; neLtupir C MdJ kiwf;fg;gl;bUg;gij
ghu;f;fyhk;.

gl« 7.16

kiwf;fg;gl;l neLtupiria njupaitj;jy;

1. kiwf;fg;gl;l neLtupirfs; kw;Wk; mjd; Kd; kw;Wk; (gpd;) mLj;jjhf cs;s
neLtupirfisiaAk; Nju;T nra;a Ntz;Lk;. cjhuzkhf C neLtupir
kiwf;fg;gl;bUg;gpd; B kw;Wk; D neLtupirfis Nju;T nra;a Ntz;Lk;.
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gl« 7.17

2. Nju;T nra;j neLtupirfspd; kPJ Rl;bapd; tyJ nghj;jhid mOj;j tUk;
nkDtpy; ,Ue;J Unhide vd;w tpUg;gj;jpid Nju;T nra;a Ntz;Lk;.

gl« 7.18
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3. ,g;NghJ kiwf;fg;gl;l C neLtupirahdJ jpiuapy; njupAk;.

gl« 7.19

Nkw; nrhd;d ,Njgbfisg; gpd;gw;wp tupiria kiwj;jy; kw;Wk; Njhd;wr;nra;jy;
gzpfis Nkw;nfhs;syhk;.

7.6  gâ¤jhë‹ Á‰wiufë‹ toñ£lš ghâ k‰W«

toñ£lš ghâfis nr®¤jš

(Formatting Worksheets using Cell Styles and Applying Styles)

Excel 2007MdJ tpiuthf tbtikf;Fk;gbAk;> Kd;$l;b tbtikf;fg;gl;l
tbT+l;ly;fisAk; nfhz;Ls;sJ. tbT+l;ly; ghzpfis (Formatting Styles)

gzpj;jhis gbg;gtu; ftUk; tpjkhd Njhw;wj;ijAk;> (Professional look) jUfpwJ.
,e;j tbT+l;ly; tpUg;gj;ijf; nfhz;L KO gzpj;jhSf;Fk; tbT+l;liy nfhLf;f
KbAk;. mg;gb KO gzpj;jhSf;fhd tbT+l;liy mspf;Fk;NghJ mjd;
rpw;wiuf;Fs;Ns mlq;fpa ciufSf;Fk; Nru;j;Nj tbT+l;lyhdJ Nru;f;fg;gLk;.

rpw;wiufSf;F jd;Dila nrhe;j tbT+l;ly;fis gadu; toq;Fk; topKiwfs;:

gl« 7.20
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� tbT+l;ly; ghzpia (Style) Nru;f;f Ntz;ba rpw;wiuia Nju; nra;.

� Home Tab y; ,Uf;Fk; Styles FOkj;jpy; ,Ue;J Cell styles I Nju;T nra;.

gl« 7.21

rpy tbT+l;ly; tpisTfs; tUkhW (Few Effects below)

1. Comma - ,U ,yf;fj;jpw;Fk; Nky; cs;s vz;fSf;F (miug;Gs;sp)
comma Nru;f;f gad;gLfpwJ.

2. Comma [0] - ,J Comma Style I KO vz;zhf khw;WfpwJ.

3. Currency - ,e;j tbT+l;ly; rpw;wiuapd; vz;fis gz kjpg;ghf (Currency

format) khw;WfpwJ. ,e;j vz;fs; ,uz;L jrk ,yf;fq;
fSf;Fk;Nky; cs;s vz;fshf khw;w KbAk;.

4. Currency[0] - ,e;j tbT+l;ly; rpw;wiuapd; gz kjpg;G jrk vz;fis KO
vz;fshf khw;w cjTfpwJ.

5. Normal - ve;j tifahd vz;fshf ,Ug;gpDk; ,e;j tbT+l;lyhdJ
rhjhuz vz;tifahf khw;Wk;.

6. Percentage - ,e;j Kiwapy; vz;fis rjtPjkhf khw;Wk;.

7.6.1 ghzpia mopj;jy; (Deleting Styles)

� gadu; jdf;F Njitapy;iy vd epidf;Fk; ghzp mlq;fpa (Style)

rpw;wiu kPJ Rl;bapd; tyJ nghj;jhid mOj;j Ntz;Lk;.

gl« 7.22
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� gpd;G Delete I Nju;T nra;a Ntz;Lk;.

� fPo;tUk; glj;jpy; fhz;gJ Nghy; tbT+l;lyhdJ (Format) mopf;fg;gLk;
(Deleted).

gl« 7.23

7.7  toñ£liy efbyL¤jš (Format Painter)

Standard Tool bar y; ,e;j tbT+l;ly; fUtpahdJ cs;sJ. VNjDk; xU rpw;wiuapy;
cs;s tbT+l;liy (Format) Njjp (Date format) vz; tif (Number format) rpw;wiu
Xuk; (Borders) Nghd;wtw;iwf;nfhz;L> mNj Nghd;w tbT+l;liy NtW xU
rpw;wiuf;Fk; efnyLf;f ,e;j fUtpiag; gad;gLj;jyhk;.

efnyLf;f Ntz;ba rpw;wiuia Nju;e;njLf;f Ntz;Lk;. gpd;G Home Tab y; cs;s
Clipboard FOkj;jpypUe;J Format painter fUtpia Nju;e;njLf;f Ntz;Lk;.

mjd; gpwF ve;j Cell-y; me;j tbT+l;ly; Njitg;gLfpwNjh me;j rpw;wiukPJ
fpspf; nra;a> tbT+l;lyhdJ efnyLf;fg;gl;bUf;Fk;. ,e;j efnyLj;j tbT+l;ly;
Njitapy;iy my;yJ jtWjyhf tbT+l;ly; efnyLf;fg;gl;bUg;gpd; clNd ESC

nghj;jhid mOj;jpdhy; Format painter MdJ nraypof;fk; (deactivate)

nra;ag;gl;LtpLk;.

gl« 7.24
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7.8  jhåa§F toñ£lš  (Auto Format)

,e;j tbT+l;lyhdJ Kd;$l;bNa tbT+l;lyhf tbtikf;fg;gl;l ml;ltizfs;
mlq;fpa njhFg;gpid nfhz;Ls;sJ. mjhtJ tupirapd; cauk;> neLtupirapd;
mfyk;> gj;jp mikT Nghd;witfis ghu;itahsu; ftUk; tpjkhf khw;wp mikf;f
cjTfpwJ.

tbT+l;liy khw;wp mikf;Fk; gbfs; tUkhW:

1. tbT+l;l Ntz;ba rpw;wiuia Nju;T nra; (Highlight the cells)

gl« 7.25

2. Home Tab → Styles group → Format as table fl;lisia Ribbon y; ,Ue;J Nju;T
nra;a> Kd;$l;b tbtikf;fg;gl;l ml;ltizapd; khjpupfs; (Pre defined Table

format) jpiuapy; Njhd;Wk;.

gl« 7.26
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3. Nkw;fz;l tbT+l;lypy; VNjDk; xd;wpid Nju;T nra;a Ntz;Lk;. cjhuzkhf
ehd;fhtjhf ,Uf;Fk; tbT+l;liy (gr;ir tz;z gpd;ddp cs;sJ) Nju;T
nra;a> fPNo glj;jpy; nfhLf;fg;gl;l ciuahly;ngl;bahdJ jpiuapy; Njhd;Wk;.
mjpypUe;J ml;ltizapd; jiyg;gpid fhl;Ltjw;F Headers Check Box I
Nju;T nra;a Ntz;Lk;.

gl« 7.28

,g;NghJ ehk; nra;j tbT+l;lypd; tpisT (Effect) jpiuapy; Njhd;Wk; mjw;fhd
glj;ij fPNo fhzyhk;. ml;ltizapd; Kd;$l;bNa tiuaWf;fg;gl;l tbT+l;ly;
fis Ribbon y; cs;s Table Tools Design Tab d; FOkj;jpy; ,Ue;J khw;wp mikj;Jf;
nfhs;syhk;.

gl« 7.29
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7.9  gâ¤jhis kiw¤jY« bjçait¤jY«

(Hiding and Un hiding Worksheet)

gzpj;jhis kiwj;jy; (Hiding Worksheet)

� Worksheet tab d; kPJ itj;J Rl;bapd; tyJ nghj;jhid mOj;jp tUk;
nkDtpy; Hide I Nju;e;njLf;f Ntz;Lk;.

gl« 7.30

� mjw;fhd glk; fPNo nfhLf;fg;gl;Ls;sJ.

gl« 7.31
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gl« 7.32

gzpj;jhis njupaitj;jy; (Un hiding Worksheet)

Un hide nra;tjw;F Kd;G nra;jJ NghyNt VNjDk; xU gzpj;jhspd; (Work Sheet)

kPJ itj;J Rl;bapd; tyJ nghj;jhid mOj;jp tUk; nkDtpy; ,Ue;J Un hide

INju;T nra;Ak;NghJ kiwf;fg;gl;l gzpj;jhs; (Work Sheet)jpiuapy; Njhd;Wk;.

fPo; tUk; glj;jpypUe;J Sheet 1 Tab jpiuapy; Njhd;Wk;.

7.10  gâ¤jhis ghJfh¤jš k‰W« ghJfh¤jèUªJ

   btëtUjš (Protect and Un protect Worksheet)

,e;j tpUg;gkhdJ gzpj;jhis NtW ntspahl;fs; khw;wk; nra;ahjthW
ghJfhf;f gad;gLfpwJ. gzpj;jhSf;F flTr;nrhy; mspg;gjd; %yk; ghJfhg;gpid
mspf;f KbAk;.

gbfs; tUkhW:

� Home Tab I Nju;T nra;.

� gpd;G Format Cell group I Nju;Tnra;.

gl« 7.33
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� nkDtpy; ,Ue;J Protect Sheet I Nju;T nra;a Ntz;Lk;. mjd;gpwF
Protect Sheet ciuahly; ngl;bahdJ jpiuapy; Njhd;Wk; .
flTr;nrhy;iy (Password) cs;spl Ntz;Lk;. flTr;nrhy;iy cWjp
nra;a kPz;Lk; xUKiw flTr;nrhy;iy (Password) Confirm ciuahly;
ngl;bapy; cs;sPL nra;aNtz;Lk;.

gl« 7.34
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� ,g;NghJ gzpj;jhspy; VNjDk; khWjy; nra;a Ntz;Lk; vdpy; fPo;tUk;
ciuahly; ngl;bahdJ jpiuapy; Njhd;Wk;.

gl« 7.35

fPo; tUk; gbfisg; gad;gLj;jp gzpj;jhspd; ghJfhg;gpid; ePf;fyhk;.

flTr;nrhy;iy ePf;fp gzpj;jhspy; khw;wq;fis nra;ayhk;.

mjd; gbfs; tUkhW:

� Home Tab I Nju;T nra;.

� gpd;G Format Cell group I Nju;Tnra;.

� HnkDtpy; ,Ue;J Un protect sheet I Nju;T nra;a Ntz;Lk;. mjd;gpwF
Unprotect Sheet ciuahly; ngl;bahdJ jpiuapy; Njhd;Wk;.
flTr;nrhy;iy (Pass Word) cs;sPL nra;J gzpj;jhspd; ghJfhg;gpid
ePf;fyhk; (Unprotect Sheet). flTr;nrhy;ypy; jtW ,y;yhky; ,Uf;f
Ntz;Lk;. gpd;G Ok nghj;jhid mOj;j Ntz;Lk;.

gl« 7.36
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7.11  Ïªj ghl¤Â‹ _y« f‰wJ

Ïªj ghl¤Âš gâ¤jhëid format brŒa cjÎ« Excel-š cŸs gšntW
fUéfis g‰¿ f‰W¡ bfh©O®fŸ. cŸfŸ th¡»a¤ij tçir gL¤jÎ« k‰W«
vG¤J, msÎ, gh§F k‰W« effectsia kh‰w KoÍ«. nkY« Ú§fŸ v›thW všiyæid
tiuaÎ«, cell-š cŸs ciuæid ãiungj« brŒa f‰W¡ bfh©O®fŸ. nkY« Ú§fŸ
fâ¤jhëš v›thW gh§F cgnah»¥gijÍ« k‰W« kh‰WtijÍ« f‰W
bfh©O®fŸ.

7.12 nfŸéfŸ

1. Format Painter v‹whš v‹d?

2. v¥bghGJ format painter-š ifahs¥gL«?

3. Excel-š cŸs gšntW preset gh§Ffis és¡Ff.

4. òÂa gh§»id cUth¡fToa gofis és¡Ff.

5. xU gâò¤ÂèUªJ k‰bwhU gâò¤Â‰F gh§»id v›thW efyh¡FthŒ?

6. Format cell dialog box-š cŸs gšntW tag-fŸ v‹d?

7. Excel format cell dialog box-š cŸs Ã‹tUtdt‰¿‹ m«r§fis TWf?

(m) v© tab (M) všiy tab (Ï) gh§F tab.

8. v›thW (m) column-I kiw¥gJ, (M) column-I fh©Ã¥gJ, (Ï) gâjhis
kiw¥gJ, (<) gâjhëid fh©Õ®fŸ?

9. v›thW gâjhëš cŸs it msit brŒÅ®fŸ?

7.13 gæ‰Á édh¡fS¡fhd éilfŸ

1. (a) rç

(b)  jtW

(c)  rç

(d)  rç

(e)  jtW

2. (a) kh‰w

(b)  bršè‹ gh§FfŸ

(c) Work sheet-I jé®/ghJfh¥ò

(d)  Toolbar totikÂjiy gh®¥gJ

(e)  v© tab
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8.1  m¿Kf«

fzpj nray;ghLfshd tha;g;ghLfs; (Formulae) kw;Wk; rhu;Gfis (Functions)

vt;thW gad;gLj;JtJ vd;gijg; gw;wp ghu;f;fyhk;.  Excel 2007 y; juTfisf; nfhz;L
tiuglq;fshfNth> tpsf;fg;glq;fshfNth khw;wp ghu;g;gJk; vspJ. ,e;j
tha;g;ghLfs;> fzpj nray;ghLfshd $l;ly;> fopj;jy;> ngUf;fy; kw;Wk; tFj;jy;
kl;Lky;yhJ rpf;fyhd fzpj nray;ghLfSf;Fk; nghUe;Jk;.  rhu;Gfs; tha;g;
ghLfshy; cUthf;fg;gl;lJ. gadhsu; Cell Address fisAk; Cell Referrence fisAk;
kl;Lk; mspj;J rhu;Gfisg; gad;gLj;jp vspjpy;> Jy;ypakhf fzf;fPLfis
nra;ayhk;.

8.2  neh¡f«

,e;j ghlj;ij gbj;j gpd; ehk; mwptJ:

� tha;ag;ghLfisg; gad;gLj;jp Njitahd tpilia ngWjy;.

� glq;fis nrUFjy; kw;Wk; Edit nra;jy;.

� rhu;Gfisg; gad;gLj;Jjy; tpsf;fg;gl.

� tpsf;fg;glq;fis (Charts) cUthf;Fjy;.

� Clip art I gad;gLj;jp glq;fis tiujy;.

8.3  thŒ¥ghLfŸ k‰W« rh®òfŸ (Formulas and Functions)

Excel d; Work Sheet I nfhz;L juTfisf; ifahStJk;> mjid jfty;fshf
khw;WtJk;>  tha;g;ghLfs; kw;Wk; rhu;Gfisg; gad;gLj;JtJk; vspJ. Work Sheet y;
cs;s juTfis tha;g;ghLfs; kw;Wk; rhu;Gfisg; gad;gLj;jp fzf;fPL nra;ayhk;.
juTfis khw;Wk; NghJk; tha;g;ghLfs; jhdhfNt fzf;fPLfis Nkk;gLj;jpf;
nfhz;L (Update) tpilia khw;wpf;nfhs;Sk;. Gjpa gupkhzkhf gadu; ml;lt
izia gad;gLj;Jk;NghJ Excel 2007 MdJ tha;g;ghLfspy; cs;s neLtupirapd;
ngau;fis fhl;b tha;g;ghLfis vspikahf gad;gLj;j cjtp nra;fpwJ.

xU tha;g;ghlhdJ fPo;tUk; xd;W my;yJ midj;ijAk; cs;slf;fpapUf;f
Ntz;Lk;.

� midj;J tha;g;ghLfSk; = (Equal to) FwpAld; Muk;gpf;f Ntz;Lk;.

� fzpjf; FwpaPLfshd =, =, x, / kw;Wk; Logical Operator fshd <, >

thŒ¥ghLfŸ, rh®òfŸ

k‰W« és¡f¥gl§fŸ

8

(Formulas, Functions and Charts)
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� Cell fspd; Reference (ngau;> Cell Ranges)

� kjpg;Gfs; my;yJ ciu (Text)

� gad;gLj;Jk; rhu;gpd; ngau; (Sum, Average)

tha;g;ghL KOikahf nfhLj;j gpd;G mjw;fhd tpilahdJ jpiuaplg;gLk;.
NkYk; gadu; tha;g;ghbid nra;Jnfhz;bUf;Fk;NghNj Formula Bar y; gadu;
nfhLf;Fk; tha;g;ghlhdJ Formula Bar-y; jpiuapLk;.

Excel 2007 MdJ Formula Tab y; midj;J tha;g;ghLfisAk; cs;slf;fpAs;sJ.
Formula Tab I Nju;e;njLj;jhy; me;j Tab y; midj;J tha;g;ghLfSk; Ribbon-y;
Njhd;Wk;. mjd; glk; tUkhW.

gl« 8.1

cjhuzkhf> tha;g;ghL vt;thW mspg;gJ vd;gij fPNo ghu;f;fyhk;.

gl« 8.2

NkNy nfhLf;fg;gl;l cjhuzk;> F3 Cell; = B3 + C3 + D3 + E3 vd jl;lr;R
nra;tjhy;> Physics, Chemistry, Maths kw;Wk; English Mfpatw;wpd; nkhj;j kjpg;ngz;
fzf;fplg;gLk;.

Formula

Bar
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gl« 8.3

tha;g;ghLfis efy; vLj;jy;

NkNy $wg;gl;l tha;g;ghl;il fpNo cs;s Cell fSf;F efy; (Copy) vLf;f fPNo
Drag nra;tjhy; tha;g;ghlhdJ fPNo cs;s midj;J nry;fSf;Fk; efy; vLf;fg;
gl;LtpLk;. mjd; %yk; me;je;j tupirf;fhd $l;lyhdJ nra;ag;gl;LtpLk;.

gl« 8.4
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tha;g;ghl;Lf;fhd NkYk; rpy cjhuzq;fs;:

If A1 = 2, B1 = 3, C1 = 4, D1 = 5 vdf;nfhs;Nthk;.

(i) = B1 * C1 d; tpilahdJ 3 * 4 = 12 vd tUk;.

(ii) = A1 * B1 – C1 + D1 d; tpilahdJ 2 * 3 – 4 + 5 = 7 vd tUk;.

(iii) = ((A1 * B1) + C1)/D1 d; tpilahdJ ((2 * 3) + 4)/5

= (6 + 4)/5 = 10/5 = 2 vd tUk;.

jhdpaq;fp $l;ly; (Auto Sum feature)

rpy kjpg;Gfspd; $l;liyAk; Auto sum I nfhz;L vspjpy; $l;lyhk;.

mjd; gbfs; tUkhW:

� F2 Cell y; Click nra;.

� Formula tab I Nju;e;njL.

� Function library Group y; ,Ue;J Auto Sum I Nju;e;njLf;f.

� Sum I Nju;e;njL.

� ,Wjpahf Enter nghj;jhid mOj;jTk;.

,g;NghJ =SUM(B3:E3) vd Cell F3y; fhl;lg;gl;L Physics, Chemistry, Maths kw;Wk;
English kjpg;ngz;fspd; $l;liyAk; fhl;Lk;.

gl tpsf;fk; tUkhW:

gl« 8.5
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,Nj Nghd;W Average, Count Numbers, Max, Min kw;Wk; gy rhu;GfisAk; vspjpy;
ifahsyhk;.

gl« 8.6

Sum(): ,e;j rhu;gpid gad;gLj;jp Cell Range fSf;F cs;Ns cs;s kjpg;Gfisf;
$l;l KbAk;.

Syntax: Sum(number1, number2, …….... )

vz;fspd; cr;r msthdJ 255. 255tiu cs;s vz;zpf;ifapyhd
vz;fis $l;l KbAk;. mjhtJ number1, number2 ... number255.

,e;j $l;lYf;fhd rhu;gpid gadu; Njitf;Nfw;g gy;NtW tifahd
vz;fisf; $l;lTk; gad;gLj;jpf;nfhs;syhk;.

gl« 8.7

SUM IF (Range, Criteria, Sum_range): ,e;j rhu;ghdJ xU fl;lisapd;
mbg;gilapy; nfhLf;fg;gl;l rpw;wiufSf;F cs;Ns cs;s vz; tif juTfspd;
$l;Lj;njhiia fzf;fpl cjTfpwJ.
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Range : ,J njhlu;r;rpahf mLj;jLj;J cs;s rpw;wiufspd; FOkk; MFk;. ,e;j
Range MdJ ehk; Creteria-y; nfhLf;Fk; fl;lisia Nrhjpg;gjw;fhd gug;G (Range)

MFk;.

Criteria: ,J $l;lypd; NghJ rhu;ghdJ ve;j fl;lisia rupghu;f;f Ntz;Lk;
vd;gjw;fhd tiuaiwia nfhLg;gJ Criteria vdg;gLk;. v.fh: 12, “12”, “>12”, or

“mangoes”.

Sum_Range: ,J ve;nje;j Cell fis fl;lisapd; mbg;gilapy; $l;Ltjw;F
ehk; vLj;Jf; nfhs;sg;NghfpNwhNkh me;j Cell-fspd; gug;G (Range) MFk;.

Sum_Range: ,J ve;nje;j Cell-fis $l;Ltjw;F ehk; vLj;Jf;nfhs;sg;
NghfpNwhNkh me;j Cell fspd; Range MFk;.

cjhuzk;:

gl« 8.8

Nkw;fhz; cjhuzj;jpypUe;J> SUMIF rhu;ghdJ 99I tpl ngupa vz;fs; vd;w
fl;lisapd; mbg;gilapy; (B3, E3) vd;w Range y; ,Ue;J Nrhjpf;Fk;NghJ D3 kw;Wk;
E3 Mfpa rpw;wiu vz;fs; kl;Lk; fl;lisia epiwNtw;WfpwJ. vdNt tpilahdJ
100 + 100 = 200 vd fpilf;fpwJ.

Formula Bar
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Average Function(): vz;fspd; ruhrupiaf; fzf;fpl ,e;j Average Function ruhrup
rhu;ghdJ gad;gLfpwJ.

Syntax: AVERAGE (number1, number2, …… )

vz;fspd; cr;r msthdJ 255. 255tiu vz;zpf;ifapyhd cs;s vz;fspd;
ruhrupia kl;LNk fhzKbAk;. KbAk;. mjhtJ number1, number2 ... number255.

gl« 8.9

Min Function (): Fiwthd kjpg;Gs;s vz;izf; fhz ,e;j rhu;G gad;gLfpwJ.
,e;j rhu;ghdJ Cell Range y; cs;s Fiwe;j kjpg;Gs;s vz;izf; fhl;Lk;.

Syntax: MIN (number1, number2, …… ).

vz;fspd; cr;r msthdJ 255. 255tiu vz;zpf;ifapyhd vz;fspy; cs;s
rpwpa vz;fis kl;LNk fhzKbAk;. mjhtJ number1, number2 ... number255.

gl« 8.10

Max Function (): mjpfk; my;yJ ngupa kjpg;Gs;s vz;izf; fhz ,e;j rhu;G
gad;gLfpwJ. ,e;j rhu;ghdJ Cell Range-y; cs;s ngupa kjpg;Gs;s vz;izf; fhl;Lk;.

Syntax: AVERAGE (number1, number2, …… )
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vz;fspd; cr;r msthdJ 255. 255tiu vz;zpf;ifapyhd vz;fspy; cs;s
ngupa vz;fis kl;LNk fhzKbAk;. mjhtJ number1, number2 ... number255.

gl« 8.11

gpd;G G3, H3, I3, J3 Mfpa Cell fis Nju;e;njLj;J Drag nra;tjd; %yk; me;je;j
tupirf;F Vw;wthW jhdhfNt fzf;fPl;Lf;fhd tha;g;ghLfshdJ efy; vLf;fg;gl;L
fzf;fplg;gLk;. mjd; glk; tUkhW:

gl« 8.12
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More Function d; gad;ghL:

� Formula Tab I Nju;e;njL.

� Formula Ribbon ypUe;J Function Library Group y; Auto Sum I Nju;e;njL.

� More Function I Click nra;aTk;.

gl« 8.13

mjd; gpd;G Insert Functions ciuahly; ngl;bahdJ jpiuapy; Njhd;Wk;. mjpypUe;J
gadu; jdf;F Njitahd rhu;gpid Nju;e;njLj;J gad;gLj;jpf;nfhs;syhk;.

gl« 8.14

8.4  és¡f¥gl§fŸ  (Charts)

Excel Worksheet y; cs;s juTfis tpsf;fg;gl tpsf;fq;fshf tpsf;fp $w
tpsf;fg;glq;fs; gad;gLfpd;wd. tpsf;fg;glq;fis cUthf;Ftjw;F Kd;ghf
juTfis cs;sPL nra;a Ntz;Lk;. ehk; ,e;j gFjpapy; vt;thW tpsf;fg;glq;fis
cUthf;FtJ vd;gij ghu;f;fyhk;. NkYk; tpsf;fg;glq;fspd; tiffisAk;
ghu;f;fyhk;.
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8.4.1. tpsf;fg;glq;fspd; tiffs; (Types of Charts)

MS Excel 2007 MdJ gy tifahd tpsf;fg;glq;fis (Charts) gadhsupd;
Njitf;Nfw;gTk;> trjpf;Nfw;gTk; vspikahf vLj;Jiuf;fTk; gad;gLfpd;wd. Gjpa
tpsf;fg;glq;fis cUthf;FjYk;> Vw;fdNt cs;s tpsf;fg;glq;fis ekf;F
Njitahd tpsf;fg;glkhf khw;Wtjw;Fk; gpd;tUk; tpsf;fg;glq;fspd;
tifnra;fpwJ.

neLtupir tpsf;fg;glk; (Column Chart)

gpupTfs; my;yJ FOf;fSf;F ,ilnaAs;s kjpg;Gfis xg;gplTk; ,e;j
tpsf;fg;glk; gad;gLfpwJ. ,it xNu tifiar; Nru;e;j gpisTfis gFg;gha;T
nra;J tpsf;Fk; glq;fshf cs;sd.

Neu;Nfhl;L tpsf;fg;glk; (Line Chart)

tupir kw;Wk; neLtupirfshf cs;s juTfisj; njhFj;J Neu;f;Nfhl;L
tpsf;gg;glq;fshf toq;fg;gLfpd;wJ. nghJthd mstPLfisf; nfhz;L Fwpg;gpl;l
fhy ,ilntspfSld; $ba njhlu;r;rpahd juTspd; Nghf;fpid (Trends) tpsf;f
,e;j Neu;f;Nfhl;L tpsf;fg;glq;fs; gad;gLfpd;wd. ,q;F juTfs; nrq;Fj;J
mr;rpYk;> kjpg;Gfs; fpilkl;l mr;rpYkhf cs;sd.

tl;l tpsf;fg;glk; ( Pie Chart)

xU #o;epiyapy; cs;s xg;Gik tpfpjk; my;yJ gq;fspg;G tpfpjq;fis tpsf;f
gad;gLfpwJ. ,e;j tpsf;fg;glj;jpy; kl;LNk juTj;njhlu;fis tpsf;fKbAk;.  rpwpa
mstpyhd juTg;Gs;spfspd; NtWghLk; tpsf;fg;glj;jpy; ngupa mstpy; ghjpg;ig
Vw;gLj;jpf;fhl;Lk;.  nghJthf 5 my;yJ 6 juTg;Gs;spfisNah my;yJ
gFjpfisNah nfhz;bUf;f Ntz;Lk;.  mjw;F Nkw;gl;l vz;zpf;ifapyhd juTg;
Gs;spfis tpsf;fg;glj;jpy; nfhz;LtUjy; vd;gJ kpff; fbdk;.

NkYk;> ,e;j tpsf;fg;glj;jpy; juTg;Gs;spfspd; kjpg;Gfs; midj;Jk; kpif
kjpg;ghfNt ,Uf;Fk;. Fiw kjpg;Gfs; ,Ug;gpdk; mit jhdhfNt kpif
kjpg;GfshfNt vLj;Jf;nfhs;sg;gLk;.

gl;il tpsf;fg;glk; (Bar Chart)

jdpj;jdpahd kjpg;Gfis xg;gPL nra;tjw;F ,e;j tpsf;fg;glk; kpfTk;
gad;gLfpwJ.  tupir kw;Wk; neLtupirfshf gzpj;jhspy; nfhLf;fg;gl;l
juTfisf; nfhz;L ,g;glk; cUthf;fg;gl Ntz;Lk;.

gug;G tpsf;fg;glk; (Area chart)

tupir kw;Wk; neLtupirfshf gzpj;jhspy; nfhLf;fg;gl;l juTfisf; nfhz;L
,g;glk; cUthf;fg;gl Ntz;Lk;. fhyg;Nghf;fpy; Vw;gLk; khw;wq;fisAk; rpwg;gk;rq;
fisAk; ,e;j gug;G tiuglk; vspjpy; vLj;Jiuf;Fk;. NkYk; ,e;j gug;G tpsf;fg;glk;
xU Nghf;fpd; KOikahd nkhj;j kjpg;gpd; ftdj;ij <u;f;f gad;gLfpwJ.
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XY (rpjwy;) tpsf;fg;glk; ( XY (Scatter) Chart)

XY tpsf;fg;glq;fs; rpjwy; tpsf;fg;glk; my;yJ fpuhk; tpsf;fg;glq;fs; vdTk;
miof;fg;gLfpd;wd. XY tpsf;fg;glKk; kw;w tpsf;fg;glq;fisg; NghyNt
kjpg;Gfis ntspg;gLj;Jk;.  mjhtJ> ,jpy; mr;R tif ,y;iy.  ,uz;L
khwpypfspilNa cs;s cwTfis njuptpf;f ,e;j tpsf;fg;glk; gad;gLfpwJ.

,Ug;G tpsf;fg;glk; (Stock Chart)

gzpj;jhspy; Fwpg;gpl;l tupirapy; juTfs; epuy; kw;Wk; epiufshf mikf;f ,g;glk;
cjTfpd;wJ.  ,jd; ngaNu ,e;j tpsf;fg;glj;ij tpsf;Ftjhf cs;sJ. ,e;j
tpsf;fg;glj;jpd; %ykhf gq;Fr;re;ijapd; mq;fhb tpiy epytuq;fis> mjhtJ
tpiy Vw;w ,wf;fq;fis tpsf;Ftjhf cs;sJ. NkYk; mwptpay; juTfisAk; ,e;j
tiuglj;jpy; Fwpf;f KbAk;. cjhuzkhf jpdrup ntg;gepiyapd; Vw;w ,wf;fq;fis
Fwpj;jy;.  juTfis rupahd tupirapy; kl;LNk nfhz;L tpsf;fg;glj;ij
cUthf;fNtz;Lk;. cjhuzkhf gq;Fr;re;ijapd; tpiy Vw;w ,wf;fq;fis mjpfk;
FiwT vd mjd; mbg;gilapNyNa tpsf;fp tupirg;gLj;j KbAk;.

Surface tpsf;fg;glk; (Surface Chart)

,uz;L vz; tifj; juTj; njhlu; FOkq;fis ifahSifapd; NghJ ,t;tif
tpsf;fg;glq;fs; ngupJk; gad;gLfpd;wd. ,uz;L tiff; FOk juTfspd; cfe;j
Nru;f;iffis tpsf;f ,g;glq;fs; gad;gLfpd;wd. juTfs; gzpj;jhspy;
tupirahfTk;> neLtupirahfTk; mikf;fg;l;bUf;Fk;. Gtpapay; tiuglj;ijg;
NghyNt xNu tifahd gug;G nfhz;l njhFg;Gfs; xNu khjpupahd tz;zk; kw;Wk;
Kiw (Color and Pattern) apid ngw;wpUf;Fk;.

Nlhndl; tpsf;fg;glk; (Doughnut charts)

,e;j tpsf;fg;glk; tiutjw;F juTfs; tupir kw;Wk; neLtupirfshf mikf;fg;
gl;bUf;fNtz;Lk; vd;gJ fl;lhak;. ,J tl;l tpsf;fg;glj;ijg;NghyNt ,Uf;Fk;.
Mdhy; xd;Wf;F Nkw;gl;l juTj;njhlu;fspd; cwTepiyia tpsf;Ftjw;fhf ,e;j
tpsf;fg;glk; gad;gLfpwJ.

Nulhu; tpsf;fg;glk; ( Radar charts)

nkhj;j kjpg;gPl;L vz; kjpg;G juTj;njhlu;fis xg;gPL nra;a ,e;j tpsf;fg;glk;
gad;gLfpwJ. ,e;j tpsf;fg;glj;jpd; juTfs; tupir kw;Wk; neLtupirfshf
mikf;fg;gl;bUf;fNtz;Lk;;.
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8.4.2  Components of a Chart

gl« 8.15

Chart Title tpsf;fg;glj;jpd; jiyg;G

X Axis Title (X) mr;rpd; jiyg;G

Y Axis Title (Y) mr;rpd; jiyg;G

X axis Category - mr;rpd; Gs;spfs; ml;ltizapd; tupir neLtupirfspd;
jiyg;gpd; juT tuk;Gfis Fwpf;fpd;wJ.

Y Axis Value juTg;gug;gpd; juTj;njhlu;fis Fwpf;fpd;wJ.

Data Labels - juTj;njhlupd; kjpg;Gfisf; Fwpf;fpwJ.

Legends - juTj;njhlu;fspd; tz;zk; (Color)> Kiw (Pattern) Nghd;wtw;iwf;
Fwpf;fpwJ.

Tick Mark - X kw;Wk; Y mr;rpd; mstPLfisf; Fwpf;fpwJ.

Grid Lines - ngupa mstpyhd my;yJ Kf;fpa ,ilntspfspd; tifia  X kw;Wk;
Y mr;Rfspy; fhl;Lfpd;wJ
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Excel 2007y; tpsf;fg;glq;fs; cUthf;Fjy;

Excel 2007MdJ gioa gjpg;Gfspd; Wizard f;F gjpyhf tpsf;fg;glk; cUthf;f
Njitahd tpUg;gq;fs; midj;ijAk; ribbon fshf khw;wp midj;ijAk; KOikahf
Ribbon y; mlf;fpAs;sJ. Insert tab y; cs;s button MdJ Chart I insert nra;tjw;fhd
Kjy; gbahFk;.  gpd;G tpsf;fg;glj;ij Nru;g;gjw;fhd $W (Component) fis
Nju;e;njLg;gjd; %yk; tpsf;fg;glj;ij cUtikg;gjw;fhd fUtpfs; jpiuapy;
Njhd;Wk;. %d;W $Ljy; Tab fs; tpsf;fg;glj;jpw;fhd gy tif Design, layout

kw;Wk; formatting options fis Nru;f;Fk;.

 Kjyhtjhf Layout Tab> MdJ tpsf;fg;glj;jpd; $Wfis khw;wpAk;>
,uz;lhtjhf> Format Tab Special Effect fis mspf;fTk; gad;gLfpwJ. ,t;thW
tpsf;fg;glj;jpw;F tbT+l;ly;fs; mspg;gjd; %ykhf tpsf;fg;glj;ij gadu; ftUk;
tpjkhf mikf;f KbAk;.

tpsf;fg;glj;jpy; cs;s xU gFjpf;F VNjDk; tbT+l;ly; mspf;f Ntz;Lnkdpy;
Rl;bapd; tyJ nghj;jhid mOj;jp Njitahd khw;wj;ij  nra;J nfhs;syhk;.

tpsf;fg;glj;ij cUthf;Fk; - gbepiyfs;

1. Njitahd juTfis (Data) Worksheet y; cs;sPL nra;J nfhs;s Ntz;Lk;.
cjhuzkhf glk; 8.16y; cs;sthW.

gl« 8.16

2. gug;gpid Nju;e;njLj;jy; (Selecting Range) : tiulk; tiuaj; Njitahd
juTfs; cs;s gug;gpid Nju;T nra;a (Highlight) Ntz;Lk;.
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gl« 8.17

3. Insert Tab y; cs;s Chart group  cs;s Chart Type I Nju;e;njLj;Jf; nfhs;s
Ntz;Lk;.

gl« 8.18

4. Sub Chart I Nju;e;njLf;f Ntz;Lk;.

gl« 8.19
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gl« 8.20

5. mjd; gpwF tpsf;fg;glj;jpw;fhd jiyg;G (Title of Chart)

(a) tpsf;fg;glj;jpw;fhd jiyg;gpid mspj;j gpd;G Layout Tab MdJ
jpiuapy; Njhd;Wk;.

(b) Title Option I Label Group y; ,Ue;J Nju;e;njLf;f Ntz;Lk;.

gl« 8.21
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gl« 8.22

(c) Chart Title y; tpsf;fg;glj;jpw;F gadu; mspf;f epidf;Fk; tpsf;fg;glj;
jpw;fhd jiyg;gpid vOj Ntz;Lk;.

gl« 8.23

6. X mr;Rf;F ngauply;:

Layout Tab I Nju;e;njL. Labels Group y; ,Ue;J Axis Titles I Nju;e;njL. gpd;
mjd; fPNo tUk;  Primary Horizontal Axis Title vd;gijAk; Nju;e;njLf;f.
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gl« 8.24

gl« 8.25

,g;NghJ Axis Title y; Click nra;J X mr;Rf;fhd ngaupid vOj Ntz;Lk;.

gl« 8.26
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X mr;Rf;F ngaupl;lJ mNj gbfis gpd;gw;wp Y mr;Rf;Fk; ngaupl Ntz;Lk;.

gl« 8.27

gl« 8.28
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Chart I Edit nra;jy;: (Editing of a Chart)

1. GidTfspd; (Legends) epiyia khw;Wjy;

Layout Tab I Nju;e;njL. Labels Group y; ,Ue;J Legend Position I Nju;e;njL.
mjd; gpd;  Legend vq;F Ntz;LNkh me;j ,lj;ij Nju;e;njLf;f.

gl« 8.29

gl« 8.30

2. juT jiyg;gpd; (Data Labels) ,lj;ij khw;wp mikj;jy;

Layout Tab I Nju;e;njL. Labels Group y; ,Ue;J Data Label  tpUg;gj;ij Nju;e;njL.

mjd; gpd;  Data Label  d; Format  I Nju;e;njLf;f.
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gl« 8.31

gl« 8.32

3. GidTfSld; (With Legends) kw;Wk; GidTfs; ,y;yhJ (Without

Legends) juT js ml;ltizia (Data Tabels) jpiuaply;

Layout Tab-I Nju;e;njL. Labels Group y; ,Ue;J Data Table  tpUg;gj;ij Nju;e;njL.

mjd; gpd;  Data Label-d; Style-I Nju;e;njLf;f.
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gl« 8.33

gl« 8.34

NkNy $wg;gl;l glkhdJ juT ml;ltizia GidTfSld; fhl;LfpwJ.

4. ml;ltizf;fhd tupfis Njhd;w/ kiwar; nra;jy; Hide/Unhide Grid

Lines: (neLf;if kw;Wk; fpilf;if thupahf)

Layout Tab I Nju;e;njL. Axis Group y; ,Ue;J  Gridlines tpUg;gj;jpypUe;J  Primary

Horizontal Gridlines-I Nju;e;njL. mjd; gpd; Njitahd Style-I Nju;e;njLf;f. (None,

Major Gridlines, Minor Gridline, Major and Minor Gridlines)
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gl« 8.35

gl« 8.36

Nkw;nrhd;d mNj gbfisg; Nghy; Vertical Gridlines f;Fk; gpd;gw;wpUf;;f Ntz;Lk;.

� Layout Tab I Nju;e;njL. Axis Group y; ,Ue;J  Gridlines tpUg;gj;jp
ypUe;J  Primary Vertical Gridlines I Nju;e;njL.

� mjd; gpd; Njitahd Style-I Nju;e;njLf;f. (None, Major Gridlines,

Minor Gridline, Major and Minor Gridlines)
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gl« 8.37

gl« 8.38

8.4.3. tpsf;fg;glj;jpd; msit khw;Wjy; (Resizing the Chart)

tpsf;fg;glj;jpd; msit khw;wp mikf;f mjd; gf;f vy;iyfspy; cs;s fUg;G
Gs;spfis fpspf; nra;J ,Oj;J (Click and Drag) ve;j mstpw;F tpsf;fg;gl;l msT
Ntz;LNkh mt;tstpw;F tpsf;fg;gl msit khw;wyhk;.

Vertical grid lines for

Major units are added
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8.4.4 tpsf;fg;glj;ij efu;j;Jjy; (Moving the Chart)

tpsf;fg;glk; kl;Lky;yhJ tpsf;fg;glj;jpd; ve;j xU cWg;gpidAk; (Chart Title,

Labels) efu;j;j Rl;bapd; ,lJ nghj;jhid mOj;jpf;nfhz;L efu;j;jp ve;j ,lj;jpy;
Ntz;LkhdhYk; itj;Jf;nfhs;sTk;> mstpid khw;wp mikf;fTk; tif nra;fpwJ.
Mdhy; jiyg;gpid nghWj;jtiu mjd; vOj;Jf;fspd; mstpw;F Vw;gNt mjd;
mstpid jhdhfNt Microsoft Excel khw;wp mikj;Jf;nfhs;fpwJ.

8.4.5. ciu Mtzj;jpw;F tpsf;fg;glj;ij efy; vLj;jy;
  (Copying Chart to Microsoft Word)

efy; vLf;f Ntz;ba tpsf;fg;glj;ij Nju;e;njLj;J Copy nra;J nfhs;s
Ntz;Lk;. gpd;G xl;l Ntz;ba (Paste) ciu Mtzj;ij (Word Document) jpwe;J
nfhz;L mq;F Paste I Click nra;a Ntz;Lk;.

8.5 Graphics - Autoshapes and Smart Art

Excel 2007 MdJ Vuhskhd tbtpay; tbtq;fs;> mk;Gf;Fwpfs;> xOf;F
tpsf;fg;gl tbtq;fs; (Flow Chart Elements), el;rj;jpuq;fs; vd gytif tbtq;fis
Work Sheet y; tiua Auto Shapes tif nra;fpwJ.

Auto shapes gad;gLj;Jjypd; gbfs;:

1. Insert Tab-I Nju;e;njL

2. Illustrations njhFjpapypUe;J Shapes-I Nju;T nra;.

gl« 8.39

mjd;gpd;G Njitahd Auto Shapes-I Nju;T nra;.
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gl« 8.40

gl« 8.41
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Excel 2007 y; Vuhskhd Auto Shapes fs; cs;sd. mit gpd;tUkhW.

1. Lines:

Auto Shapes y; cs;s ,e;j Line Button MdJ Neu; NfhLfs; (Straight Line),

mk;Gf;Fwpfs; (Arrow) ,UKid mk;Gf;Fwpfs; (Double-Ended Arrow)

Nghd;wtw;iw nfhz;Ls;sJ. NkYk; tis NfhLfs;(Curved Line) my;yJ
Free Form Shape Nghd;wtw;iw tiuaTk; KbAk;. ve;j NfhL tiua Ntz;LNkh
mjid Nju;T nra;J Worksheet y; Clik nra;J Nfhl;bid tiue;J Kbj;J
gpd; ,UKiw fpspf; my;yJ ESC nghj;jhid mOj;j Ntz;Lk;.

2. Connectors:

xOf;F tpsf;fg;gl cWg;Gfis (Flow Chart Elements) ,izf;f ,J gad;
gLfpwJ.

3. Basic Shapes:

,uz;L my;yJ %d;W gupkhz tbtk;> (Two and Three Dimensional Shapes)

rpd;dq;fs; Icons, milg;Gf;Fwpfs; Braces Nghd;wtw;iw ,e;j nghj;jhd;
nfhz;Ls;sJ. ,tw;iw Drag and Drop nra;J tiue;J nfhs;syhk;. NkYk;
,jd; mstpid khw;w rup nra;a itu tbt kQ;rs; epw Gs;spfis (Diamond

Yellow Handles) nfhz;L khw;wyhk;.

4. Block Arrows:

,uz;L my;yJ %d;W gupkhz mk;Gf;Fwpfs;> (Two and Three Dimensional

Arrows)I nghj;jhd; nfhz;Ls;sJ. ,jid Drag and Drop nra;J tiue;J
nfhs;syhk;. NkYk; ,jd; mstpid khw;w rup nra;a itu tbt kQ;rs; epw
Gs;spfis (Diamond Yellow Handles) nfhz;L khw;wyhk;.

5. Flow Chart:

,jd; %yk; Flow Chart cWg;Gfis Worksheet y; tiue;J nfhz;L Connections

JizAld; cWg;Gfis ,izj;J xOf;F tpsf;fg;glj;ij vspjpy;
tiuayhk;.

6. Stars and Banners:

,e;j nghj;jhid Nju;T nra;J Worksheet y; Stars, Bursts, Banners kw;Wk; Scrolls

Nghd;wtw;iw nrUfpf;nfhs;syhk;.

7. Callouts:

Speech and Thought Bubbles kw;Wk; Line Call Outs-fis nrUfp mjDs;Ns
ciuia jl;lr;R nra;aTk; ,J top nra;fpwJ.

Smart Art Graphics

Smart Graphics %ykhf vspjpYk;> tpiuthfTk;> jhf;fj;jpid Vw;gLj;Jk;
tpjkhfTk; xU nra;jpia mspf;f MS Excel 2007 tif nra;fpwJ. ,e;j Smart Art

Graphics glq;fis ciuMtzk; Text Document kw;Wk; power point Nghd;wtw;wpw;Fk;
efy; vLf;f KbAk;.

,jd; %yk; Process, Cycle, Hierarchy or Relationship Nghd;w tifahd glq;fis
Worksheet y; nrUfpf; nfhs;syhk;.
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Smart art cUthf;Fk; gbepiyfs;:

1. Insert Tab I Nju;e;njL.

2. Illustrations njhFjpapypUe;J Smart Art I Nju;T nra;.

gl« 8.42

gl« 8.43

3. ,g;NghJ mjd; tifia (Category) cjhuzkhf HierarchyI Nju;T nra;.
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gl« 8.44

4. ,g;NghJ kjpg;Gfis cs;sPL nra;a Ntz;Lk;. kjpg;Gfis cs;sPl me;j
tpsf;fg;gl $W (Component) fspd; Nky; fpspf; nra;J ciuia vOjpf;nfhs;s
Ntz;Lk;.

gl« 8.45
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5. Design Tab cjtpAld; Smart Art f;F gytpjkhd Effect fisAk; mspf;f KbAk;.
Smart Art I Nju;T nra;jTld; Design Tab MdJ Ribbon y; Njhd;Wk;>
mjpypUe;J gadu; jdf;F Njitahd Effect fis Nru;j;Jf;nfhs;syhk;.

gl« 8.46

8.5.1. Clip art I Nru;j;jy;:

Clip art vd;gJ xw;iw Clff; Nfhg;G (Single Media file) ,J xsp> xyp> mdpNk\d;
efUk; glk; Nghd;wtw;iw nfhz;bUf;Fk;.

Clip art I Nru;g;gjw;fhd gbfs;:

1. Insert Tab I Nju;e;njL

2. Illustrations njhFjpapypUe;J Clip Art I Nju;T nra;.

3. VNjDk; xU Nrfupg;gpid Nju;T nra;J Go Button I mOj;jTk;.

4. mjd; gpwF fPo; tUk; Nrfupg;gpypUe;J xU Clip I Nju;T nra;.
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gl« 8.47

gl« 8.48
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gl« 8.49

5. Clip MdJ Work sheet y; nrUfg;gl;bUf;Fk;.

gl« 8.50
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6. ,e;j Clip I edit nra;a> Clip d; I Nju;T nra;a Ntz;Lk; ,g;gNghJ Format

Tab Ribbon y; Njhd;Wk;. ,e;j Taby ; ,Uf;Fk; tbT+l;ly; tpUg;gq;fisf;
nfhz;L gadu; jdf;F Njitahd tbT+l;ly;fis Nru;j;Jf; nfhs;syhk;.

gl« 8.51

8.5.2.  Inserting and Editing a Picture from a File

NtW xU Nfhg;gpypUf;Fk; glk;> Gifg;glk;> fpuhgpf;]; Nghd;wtw;iw ,izf;Fk;
gbfs; tUkhW:

1. Insert Tab I Nju;e;njL

2. Illustrations njhFjpapypUe;J Picture I Nju;T nra;.

gl« 8.52
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3. mjd; gpwF Njhd;Wk; Insert ciuahly; ngl;bapypUe;J> ve;j ciwapy; nrUf
Ntz;ba glk; cs;sNjh me;j ,lj;jpid Nju;T nra;. gpd; Njitahd glj;ij
Nju;T nra;J Insert nghj;jhid mOj;J.

gl« 8.53

4. ,g;NghJ glkhdJ Work sheet y; Nru;f;fg;gl;bUf;Fk;.  ,e;j Picture I edit
nra;a> Picture I Nju;T nra;a Ntz;Lk; ,g;gNghJ Format Tab Ribbon y;
Njhd;Wk;. ,e;j Taby; ,Uf;Fk; tbT+l;ly; tpUg;gq;fisf; nfhz;L gadu;
jdf;F Njitahd tbT+l;ly;fis Nru;j;Jf; nfhs;syhk;.
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gl« 8.54
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8.6  Ïªj ghl¤Â‹ _y« f‰wJ

Ïªj ghl¤Âš Ú§fŸ ts¥gl§fŸ k‰W« graphics-I cUth¡f f‰W¡ bfh©O®fŸ.
gâ jhë cŸs jué‹ mo¥gilæš Ú§fŸ Bar és¡f¥gl«, tç és¡f¥gl«
mšyJ ig (Pie) és¡f¥gl« cUth¡fyh« k‰W« Ú§fŸ jiy¥ò, legand, juÎ bga®
k‰W« f£l¡ nfhLfŸ és¡f¥gl¤Âš nr®¤J bfhŸsyh«. nkY« Ú§fŸ j‹åa¡f
tot§fŸ, Clip art-ia f‰W¡ bfh©O®fŸ.

8.7 nfŸéfŸ

1. Format Painter jftš tH§FtÂš tz¥gl§fŸ k‰W« »uhÃ¡ì‹
K¡»a¤Jt« v‹d?

2. RU¡fkhf tiu¥gl¤Â‹ 5 ntwhd TWfis (components) g‰¿ és¡Ff.

3. Chart Wizard dialog box bfh©L tiu¥gl¤Â‹ cUth¡F« brašKiwia
és¡Ff.

4. RU¡fkhf Ã‹tUtdt‰iw és¡Ff.

(m) Bar és¡f¥gl«, (M) Pie és¡f¥ gl«.

5. Chart Formatting Toolbar-‹ VjhtJ eh‹F m«r§fis g£oaè£L TwÎ«.

6. Excel 2007-š cUth¡f¥g£L és¡f¥gl¤ij  Word-š v›thW copy brŒthŒ?

7. Excel 2007-š VnjD« IªJ jiy¥òfis étç.

8. c§fis és¡f¥gl« (flow chart) cUth¡f brhš»wh®fŸ. vªj khÂç
j‹åa¡f tot§fis Ú§fŸ cgnah»¥Õ®fŸ.

9. Clip art-I gâjhëš nr®gj‰Fça gofis étç.

10. c§fë‹ gâ jhëš òif¥gl« mšyJ GraphicsI V‰fdnt cŸs
nfh¥ÃèUªJ v›thW nr®Õ®fŸ.

11. beLtçir és¡fg£lÂ‰F« k‰W« Bar és¡f¥gl¤Â‰F« cŸs
ntWghLfis TWf.

12. Smart Art g‰¿ F¿¥ò tiuf.

8.8 gæ‰Á édh¡fS¡fhd éilfŸ

1. (a) rç

(b)  rç

(c)  jtW

(d)  jtW

2. (a) éLé¡f¥g£l RHš (free rotate)

(b) gl«

(c) format gl«

(d) gFÂ és¡fgl«

(e) X, Y m¢RfŸ
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9.1  m¿Kf«

ek;Kila gilg;GfisAk;> NahridfisAk; vLj;Jr;nrhy;y gad;gLk; xU
El;gNk ,e;j epfo;j;Jjy; MFk;. ,e;j epfo;j;Jjy; %ykhf ehk; vLj;Jr;nrhy;y tUk;
fUj;ij vspjpYk;> ftUk; tpjkhfTk; midtUf;Fk; GupAk; tifapYk; vLj;Jf;$w
KbAk;. ve;j xU epfo;j;JjYk; (Presentation) ehd;F mbg;gil $Wfisf;
nfhz;Ls;sJ. mit:  gadu; (You) ghu;itahsu;fs; (Audience)> nrhy;y tUk; fUj;J
(Message)> fUtpfs; (Your Tools).

,e;j ghlj;jpy; ,Ue;J epfo;j;Jjiy (Presentation) Microsoft Power Point 2007 d;
%yk; vt;thW cUthf;FtJ vd;gij fw;f ,Uf;fpNwhk;. Power Point %ykhf
epfo;j;Jjiy cUthf;f ePq;fs; gy;Yhlfj;jpy; (Multimedia) xU epGzuhf ,Uf;f
Ntz;Lk; vd;w mtrpak; ,y;iy. rpy;Ytpy; (Slides) Layout, Design, kw;Wk; Slide Formats

Mfpatw;iw Power Point mspf;fpwJ.

9.2  neh¡f«

,e;j ghlj;ij gbj;j gpd; ehk; mwptJ:

� epfo;j;Jjypd; mbg;gil ,ay;Gfs;.

� epfo;j;Jjiy cUthf;Fjy;.

� rpy;Yit cUthf;Fjy; kw;Wk; rpy;Ytpw;Fs;Ns ciuia Nru;j;jy;.

� tiuglq;fs; kw;Wk; tpsf;fg;glq;fis nrUFjy;.

� xsp kw;Wk; efUk; glq;fis(Animation) Nru;j;jy;.

� epfo;j;Jjiy Nrkpj;jy; kw;Wk; mr;rply;.

� epoj;Jjiy nra;jy; (Run a Slide Show)

9.3  ãfœ¤Jjiy bjhl§Fjš

epfo;j;Jjy; glq;fs;> xyp> tpsf;fg;glq;fs;> ml;ltizfs; Nghd;wtw;iw
cs;slf;fpaJ. epfo;j;Jjy; fPo;tUk; Kf;fpa ,ay;Gfisf; nfhz;Ls;sJ.

� epfo;j;Jjiy cUthf;f PowerPoint 2007 gy tiffspy; top nra;fpwJ.

� epfo;j;Jjiy cUthf;f rpy;Y (Slide)fNs mjd; mbg;gilfs; MFk;.
gadupd; fUj;Jf;fis vLj;Jiuf;f njhlu;r;rpahd rpy;YfNs
cjTfpd;wd.

ãfœ¤Jjš

9

(Creating Presentation)
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� ciuiar; Nru;j;J ek; fUj;Jf;fis vOj;J tbtpy; nfhLf;f KbAk;.

� ,ir> ghly;> xsp> xyp> Clip art> tPbNahf;fs; Nghd;w gy;Ylf fUtpfis
rpy;YtpDs;Ns Nru;j;J rpy;Yit gpufhrpf;f nra;ayhk;.

� Power point I gad;gLj;jp epfo;j;Jjiy cUthf;FtJ vd;gJ kpf
vspJ. xU Kiw cUthf;fp tpl;lhy; NghJk;> gpd;G mjid ekf;F
Vw;whu; Nghy; Neuk;> tupir khw;Wjy;> Nghd;witfis nra;J vg;NghJ
Ntz;LkhdhYk; ghu;itahsu;fSf;F mspf;fyhk;.

epfo;j;Jjiy njhlq;Fk; top:

� Start nghj;jhid mOj;j Ntz;Lk;.

� Start menu Njhd;Wk;. mjpypUe;J> All Programs → Microsoft Office →

Microsoft Office Powerpoint 2007 (glk; 9.1). rpy nehbfspy; Power point

rd;dy; jpiuapy; Njhd;Wk;.

gl« 9.1

9.4  ãfœ¤Jjiy cUth¡Fjš

epfoj;Jjiy jpwe;j cld; Power point MdJ ntWikAld; (Blank) fhl;rpaspf;Fk;.
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gl« 9.2

Fwpg;G: Power point 2007 d; Office nghj;jhd; File nkD Nghd;w midj;J
epuy;fSf;Fk; gjpyhf jiyg;G gl;ilf;F (Title Bar) fPNo Ribbon Mf khw;wpAs;sJ.

Ribbon: ,J rpy Tab fis nfhz;Ls;sJ (Home, insert, ……………………..) ,e;j
Tab fs; mtw;wpd; gzpf;Nfw;g tbtikf;fg;gl;Ls;sd.

Groups vd;gJ xt;nthU Tab k; subtask fshf gpupf;fg;gl;Ls;sJ.

Command button y; group fspy; fl;lisfisNah my;yJ nkD fisNah
nfhz;bUf;Fk;.

Gjpa epfo;j;Jjiy cUthf;f ,lJ Nky; Xuj;jpy; cs;s Office button I Nju;T
nra;a Ntz;Lk;.

gl« 9.3

Office button
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9.4.1. epWtg;gl;l thu;g;GUf;fs; (Installed templates)

Installed templates Tab I Nju;T nra;J mjpypUe;J Njitahd xU Template I
Nju;e;njLf;f Ntz;Lk;. ,e;j epWtg;gl;l thu;g;GUf;fshdJ (Installed templates)

epfo;j;Jjiy cUthf;Ftjw;fhd gy tpjkhd fUj;Jf;fisAk;> gy tifahd
epfo;j;Jjy;fisAk; mspf;Fk;.  mjd;gpd; gadu; jdf;F Njitahd thu;g;GUit
(template) gad;gLj;jp ];f;Nuhypq; nra;J Nju;T nra;ayhk;. Nju;T nra;J Kbj;j gpd;
Create I mOj;j Ntz;Lk;.

,g;NghJ ek; epfoj;JjyhdJ epfo;r;rpf;F (Show) jahu;.

gl« 9.4

9.4.2. thu;g;GU tbtikj;jy; (Design Template)

ve;j thu;g;GUit gad;gLj;jg;NghfpNwhk; me;j epWtg;gl;l thu;g;GU ngl;bia
Nju;T nra;a Ntz;Lk;. ntz;ikepw ngl;bapy; rpy thu;g;GUf;fspd; ngau;fs; njupAk;.
,e;j epWtg;gl;l thu;g;GUf;fshdJ (installed Template) tpjtpjkhd gpd;ddpfisAk;>
ciu tbT+l;ly;fisAk; nfhz;bUf;Fk;. ,jid Nju;e;njLf;f mjw;fhd
Kd;Ndhl;lj;ijAk; (Preview) fhl;Lk;. gadu; Njitahd tbT+l;liy Nju;T
nra;jgpd; Create I Nju;T nra;a Ntz;Lk;.
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gl« 9.5

9.4.3. ntw;W epfo;j;Jjy; (Blank Presentations)

,g;NghJ Blank Presentation I Nju;T nra;J Blank Presentation I jpwe;J nfhs;s
Ntz;Lk;. gadu; jdf;F Njitahd ve;j tbT+l;lYk; thu;g;GUf;fspy; ,y;yhjpUf;Fk;
NghJ ,e;j tpUg;gj;ij Nju;T nra;gjd; %yk; jd;Dila Njitfis ,e;j ntw;W
epfo;j;Jjypy; jhNd cUthf;fpf;nfhs;s vspjhf ,Uf;Fk;.

gl« 9.6
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rpy;Y mikg;G (Slide Layouts)

ntw;W epfo;j ;Jjiy Nju;T nra;jgpd;G ek;Kila Kjy; rpy;YthdJ
cUthf;fg;gl;L jpiuaplg;gl;bUf;Fk;. ,e;j rpy;Ytpd; mikg;gpid khw;wp mikf;f
Rl;bapd; tyJ nghj;jhid mOj;jp mikg;gpid (Layout) Nju;T nra;J nfhs;s
Ntz;Lk;. ,q;F 9tpjkhd rpy;Y mikg;Gfs; (9 Different Slide Layouts) cs;sd>
mjpypUe;J gadu; jdf;F Njitahd rpy;Y mikg;gpid Nju;Tnra;J nfhs;syhk;.

9 rpy;Y mikg;Gfs;:

1. Title Slide: ,e;j rpy;Y mikg;ghdJ epfo;j;Jjypd; Kjy; rpy;Yit tbtikf;f
cjTfpwJ. ,e;j mikg;gpdpy; jiyg;Gk; mjw;fhd Jizj;jiyg;Gk;
cs;sthW tbtikf;fg;gl;Ls;sJ.

gl« 9.7

2. Title and Content: nghJ jiyg;gpd; fPo; gl;bay;fis mspf;Fk; tpjkhf ,e;j
rpy;Y mikg;G tbtikf;fg;gl;Ls;sJ.

3. Section Header: ,e;j mikg;gpd; %yk; epfo;j;Jjypd; Kf;fpa gFjpfis (Major

Section) tbT+l;Lk; tpjkhf cs;sJ.

4. Two content: ,U tpjkhd $Wfis ,U ciug; ngl;b(Text Boxes) fspy;
mspf;f ,e;j mikg;G cs;sJ.

5. Comparision: Pro/con gl;bay;fis toq;f ,e;j tpUg;gk; top nra;fpwJ.

6. Title only: Kf;fpa khd jiyg;Gfis kl;LNk ,e;j rpy;Y mikg;G
nfhz;Ls;sJ. ,e;j mikg;gpy; Jizj;jiyg;G ,y;iy.



Data Entry

Operations

F¿¥òfŸ

ãfœ¤Jjš

183Data Entry Operations

7. Blank: ,e;j mikg;ghdJ ve;j tbT+l;lYk; ,y;yhj ntw;W rpy;Ythf cs;sJ.
,e;j rpy;Y mikg;igf; nfhz;L Master Slide I tbT+l;l gad;gLj;jpf;
nfhs;syhk;.

8. Content with caption: jiyg;GfSld; $ba gl;bay;fis mspf;f ,e;j
mikg;G top nra;fpwJ.

9. Picture with caption: jiyg;GfSld; $ba glq;fisAk; mspf;f ,e;j mikg;G
top nra;fpwJ.

9.44 cs;slf;fj;ij Nju;T nra;jy; (Selecting the Content)

fPo;tUk; 6 tpjkhd $Wfis rpy;Ytpd; cs;Ns ciug;ngl;bapy; nrUfp
gad;gLj;jpf;nfhs;syhk;.

1. Insert Table

2. Insert Chart

3. Insert Smart Art Graphic

4. Insert Picture From File

5. Insert Clip Art

6. Insert Media Clip

gl« 9.8

9.4.5. Vw;fdNt cs;s epfo;j;Jjiy jpwj;jy; (Open an Existing Presentation)

Office nghj;jhid Nju;T nra;J mjpypUe;J Open tpUg;gj;ij mOj;j Ntz;Lk;.
Open ciuahly;ngl;bahdJ jpwf;Fk;. mjpypUe;J Look in vd;w fPopwq;Fk; gl;bay;
ngl;bapd; (Drop Down List) %ykhf ekf;F Njitahd Nfhg;G cs;s ciwia
vLj;Jf;nfhz;L Njitahd Nfhg;gpidAk; Nju;Tnra;j gpd;G Open nghj;jhid
mOj;jp epfo;j;Jjiy jpwe;J nfhs;s Ntz;Lk;.
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gl« 9.9

9.5  ÁšYfis gh®itælš  (Viewing Slides)

Power point MdJ gy ghu;itaply;fis nfhz;L rpy;Yfis
cUthf;f gad;gLfpwJ. ,it Normal, Slide Sorter kw;Wk; Slide

Show. ,jpy; Kjy; ,uz;L ghu;itaply;fSk; epfo;j;Jjiy cUthf;FtjpYk;>
epfo;j;Jjiy toq;FtjpYk; (Slide Show) gad;gLfpwJ. ,e;j ghu;itaply;fis
nfhz;L tu PowerPoint rd;dypd; fPo; gFjpapy; cs;s mjw;Fz;lhd nghj;jhd;fis
mOj;j Ntz;Lk;. ,y;iy vdpy; mjd; fl;lisfis nkDtpy; ,Ue;Jk; nfhz;L
tuyhk;. Normal View I nfhz;L tu View → Normal fl;lisia gad;gLj;jyhk;.

9.5.1 rhjhuz gh®it  (Normal View)

rhjhuz gh®it Âiuia _‹W ÃçÎfshf ÃçªÂU¡F«. K¡»a rhsu« (Main

Window) j‰nghija Slide-š fh£l¥gL«, Outline Pane ÏlJ òwK« k‰W« Notes Pane

mo¥gFÂæY« fhz¥gL«. Ú§fŸ c§fŸ mÂf¥goahd ntiyia Ï§nf jh‹
brŒÅ®fŸ. všiy Border-I Click brŒtjhš msit kh‰w KoÍ« k‰W« ÏG¥gjhš
c§fS¡F njitahd msÎ¡F bfh©Ltu KoÍ«.

Window-¡F ÑnH ÏlJ òw« cŸs Normal View mDf ‘Normal’ View bgh¤jhid
Click brŒa nt©L«. mšyJ Menu Bar-š cŸs View → Normal Command-I nj®Î
brŒa nt©L«.
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gl« 9.10

9.5.2 Slide Sorter View

rpy;Yf;fis tupirapLtjw;F ,e;j View gad;gLfpwJ. NkYk; rpwg;G
tpisTfis (Special Effect) rpy;Ytpw;F mspf;fTk; cjhuzkhf Transactions, ,e;j
View gad;gLfpwJ. Slide Sorter I nfhz;L tu PowerPoint rd;dypd; fPo; gFjpapy;
cs;s mjw;Fz;lhd nghj;jhid mOj;j Ntz;Lk;. ,y;iy vdpy; mjd;
fl;lisfis nkDtpy; ,Ue;Jk; nfhz;L tuyhk;. Slide Sorter View I nfhz;L tu
View → Slide Sorter fl;lisia gad;gLj;jyhk;.

gl« 9.11
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9.5.3 Slide show View

,e;j ghu;itaply; Jiz nfhz;L epfo;j;Jjiy Kd;Ndhl;lkhf ghu;j;J> ciufs;>
glq;fs; xyp> tbtikg;Gfs; Effects Nghd;witfisAk; mtw;wpd; ,lq;fs; rupahf
cs;sdth vd;gijAk; Kd;$l;bNa ghu;j;Jf;nfhz;L rup nra;a cjTfpwJ. Slide

Show View I nfhz;L tu PowerPoint rd;dypd; fPo; gFjpapy; cs;s mjw;Fz;lhd
nghj;jhid mOj;j Ntz;Lk;. ,y;iy vdpy; mjd; fl;lisfis nkDtpy; ,Ue;Jk;
nfhz;L tuyhk;. Slide Show View I nfhz;L tu View → Slide Show View fl;lisia
gad;gLj;jyhk;.

9.6  toñ£lY¡fhd F¿¥òfŸ (Design Tips)

Powerpoint MdJ kpfr;rpwe;j epfo;j;Jjiy nra;tjw;fhd xU fUtpahFk;. ,e;j
epfo;j;Jjiy rupahd tbT+l;ly;fis rupahd fUtpfisf; nfhz;L nra;tJ vspJ.
mNj Neuj;jpy; fUtpapd; gad;ghl;il mwpahJ nra;Nthkhdhy; kpff; fbdkhd
fhupakhfptpLk;. vspikahf ifahs topfs; tUkhW.

1. gpd;ddpf;Fk; vOj;Jf;Fk; Kuz;ghlhd tz;zq;fis toq;Ftjd; %ykhf
vspjpy; vOj;Jf;fis gbf;f KbAk;.

2. epfo;j;Jjiy toq;Fk; miwapd; filrp tupirapy; ,Ug;gtUk; gbf;Fk;
tz;zk; vOj;jpd; msT ,Uf;f Ntz;Lk;. vOj;jpd; msT 24Gs;spfs;
,Ug;gJ rpwg;G.

3. RUq;fpa tbtpyhd thf;fpaq;fisAk;> njhlu;fisAk; gbg;gtUf;F vspjpy;
GupAk; tz;zk;mspf;f Ntz;Lk;.

4. rpy;Yf;fspd; khw;wk; (Transition) vspikahfTk;> xt;nthU rpy;Ytpw;Fk;
xt;nthU khjpupahd khw;wq;fSk; mspf;f Ntz;Lk;.

5. Muthukhd rj;jj;ijAk;> mjpf tz;zq;fSld;$ba epiwa glq;fisAk;
xNu rpy;Ytpy; mspg;gJ ghu;g;gtu;fs; kpfTk; rpukj;jpw;Fs;shf NeupLk;.

6. epfo;j;Jjiy gbg;gtu;fSf;Fk;> ghu;g;gtu;fSf;Fk; vspjpy; GupAk;gbahd
vOj;J tiffisAk;> vOj;J mstpidAk;> tbT+l;ly;fisAk; (Bold, Italic,

Underline) xNu rpy;Ytpy; mspg;gjd; %ykhf gbg;gtu;fis vspjpy; ftu
KbAk;.

9.7  ÁšYéš gâah‰Wjš (Working with slides)

rpy;Yf;fNs epfo;j;Jjiy cUthf;Ftjw;fhd mbg;gilf; fl;likg;G MFk;. rpy;Y
mikg;G (Layout) kw;Wk; tbT+l;ly; (Design) Fwpg;Gfis Nru;j;J epfo;j;Jjiy
fhz;Nghu; ftUk; tpjkhf toq;fyhk;.

Gjpa rpy;Yit cUthf;f 9.3.3 gFjpapy; Kd;G ghu;j;jJ NghyNt 9 rpy;Y
mikg;Gfisg; (Slide Layout) gad;gLj;jp Gjpa rpy;Yf;fis ciu> glk;> tiuglk;>
tpsf;fg;glk;> ml;ltizfSld; toq;fyhk;.

9.7.1. tbT+l;ly; thu;g;GUit Nru;j;jy; (Applying a Desing Template)

Gjpa tbT+l;ly; thu;g;GUit cUthf;fNth my;yJ Vw;fdNt cs;s tbT+l;ly;
thu;g;GUit Nru;f;fNth> Ribbon y; ,Ue;J Design tpUg;gj;ij Nju;T nra;a Ntz;Lk;.
gpd;G Template I Nju;e;njLf;f Ntz;Lk;.
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9.7.2. rpy;Y mikg;gpid khw;Wjy; (Changing Slide Layout)

khw;w Ntz;ba rpy;Ytpid Nju;T nra;. gpd;G Home → Layout fl;lisia
njhlu;e;J Layout ciuahly; ngl;b 9 tif Layout fSld; jpiuapy; Njhd;Wk;.
mjpypUe;J xU tpUg;gj;ij Nju;T nra;J rpy;Ytpd; mikg;gpid khw;wpf;nfhs;syhk;.

gl« 9.12

gl« 9.13
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9.7.3. Gjpa rpy;YtpDs;Ns gioa rpy;Yit Nru;j;jy; kw;Wk; xg;gid
nra;jy; (Inserting and Editing the Existing Slides as Your New Slides)

NtW xU Nfhg;gpy; cs;s rpy;YitAk; ,e;j epfo;j;Jjypy; Nru;f;fyhk;> Nru;j;J
Cut, Copy, Paste kw;Wk; Duplicate slide cUthf;fk; nra;ayhk;.

Home → New Slide Nju;T nra;J> gpd;G Duplicate Selected Slides, Slides From

Outline… my;yJ Reuse Slides… Mfpatw;wpy; xd;wpid Nju;T nra;ayhk;.

gl« 9.14

Slides from Outline… ,e;j tpUg;gkhdJ rpy;Yf;fis ciuf; Nfhg;Gfis
mTl;iyd;fSld; cUthf;f gad;gLfpwJ. ,e;j tpUg;gj;jpd; cjtpAld; mjpf
ciuAld; $ba rpy;Yf; FOkq;fis (Group of Slides) vspjpy; cUthf;f KbAk;.
Outline Panel cjtpAld; Gjpa ciuiaAk; jl;lr;R nra;J nfhs;syhk;. Home → New

Slide → Slide from outline fl;lis %yk; Insert outline ciuahly; ngl;biaf; nfhz;L
cUthf;f KbAk;.

Vw;fdNt cUthf;fpa rpy;Yitg; Nghd;Nw kw;nwhU rpy;Yf;fis cUthf;f
Ntz;Lnkdpy; (mjd; efypidg; Nghy;)> efy; vLf;f Ntz;ba rpy;Yit Nju;T nra;a
Ntz;Lk;. mjd; gpd;G me;j rpy;Ytpd; kPNj Rl;bapd; tyJ nghj;jhid mOj;jp
tUk; nkDtpy; Duplicate Slide tpUg;gj;ij Nju;T nra;a Ntz;Lk;. my;yJ
Ctrl + Shift + D nghj;jhd;fis mOj;j Ntz;Lk;.
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gl« 9.15

,e;j Kiw my;yhJ KO rpy;YitAk; Cut, Copy, Paste nra;Jk; nfhz;L tuyhk;.

9.7.4 rpy;Yf;fis kW tupirahf;fk; nra;jy; (Reordering Slides)

rpy;Yf;fis kW tupirg;gLj;Jtjw;F Slide Sorter View d; %yk; nra;ayhk;.
rpy;Ytpd; kPJ fpspf; nra;J Drag nra;J ve;j ,lj;jpy; efu;j;j Ntz;LNkh me;j
,lj;jpw;F efu;j;Jtjd; %ykhf rpy;Yf;fis tupirg;gLj;j KbAk;. Normal kw;Wk;
Outline View fspy; slide pane y; drag nra;J Gjpa ,lj;jpw;F efu;j;Jtjd; %ykhf
tupirg;gLj;jyhk;.

9.7.5 rpy;Yit kiwj;jy; (Hide Slides)

epfo;j;Jjypd; (Slide Show) NghJ rpy rpy;Yf;fis kiwf;f Ntz;Lk; vd
epidj;jhy; me;j rpy;Yit mopf;f Ntz;ba Njit ,y;iy. me;j rpy;Yit Nju;T
nra;J mjd;kPNj Rl;bapd; tyJ nghj;jhid mOj;jp tUk; nkDtpy; Hide Slide

tpUg;gj;ij Nju;T nra;a Ntz;Lk;. kPz;Lk; Njhd;wr; nra;a mNj Nghy; tyJ
nghj;jhid mOj;jp tUk; nkDtpy; Show Slide tpUg;gj;ij Nju;T nra;a Ntz;Lk;.
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gl« 9.16

9.7.6 rpy;Yf;fSf;fpila efu;jy; (Moving Between Slides)

xU rpy;Ytpy; ,Ue;J kw;nwhU rpy;Ytpw;F efu fPo;tUk; gbfis gpd;gw;w
Ntz;Lk;.

cUs; gl;il (Scroll Bars): ,e;j cUs; gl;ilia gad;gLj;jp xU rpy;Ytpy; ,Ue;J
kw;nwhU rpy;Ytpw;F efu;j;j KbAk;.

Next Slide and Previous Slide Buttons: nrq;Fj;J cUs; gl;ilapd; fPNo cs;s
Next Slide kw;Wk; Previous Slide Buttons ,e;j nghj;jhd;fisf; nfhz;L mLj;j
rpy;Ytpw;Fk; Ke;ija rpy;Ytpw;Fk; nry;y KbAk;.

gl« 9.17
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Outline Pane d; gad;ghL: Outline view y; rpy;Ytpd; View I khw;wptpl;lhy;> Nky;
kw;Wk; fPo; mk;Gf;Fwpfisf; nfhz;L KO rpy;Ytpw;F cs;NsAk; efur; nra;ayhk;.

1. Ñœ¡f©litfëš rçah/jtwh v‹W vGjÎ«.

(a) rhjhuz view k‰W« outline view-Y« Ú§fŸ gh®¥gJ, j‰nghija slide, slide

všiy¡nfhL k‰W« F¿¥òfŸ.

(b) Slide-fëš cŸs th¡»a« k‰W« Ã‹ mâ¡F khW¥g£l ãw§fis
cgnah»¥gJ xU ešy gH¡f« mšy.

(c) Slide-fis cUth¡F«nghJ brŒÂæid bjçé¡F« Ús brh‰bwhiu
cgnah»¡f.

2. New slide dialog box-š v¤jid °iyL mik¥òfŸ ÏU¡F«?

(a) 7 (b) 9 (c) 14 (d) 17

3. Power Point dialog-I ga‹gL¤Â òÂa presentation-I cUth¡f ga‹gLtJ

(a) ãWt¥g£l (b) Âwªj (Open)

(c) ãWt¥g£l k‰W« btWikahd (d) (a) k‰W« (c)

4. Mnyhrid T£l¤Âš Slide-fis K‹å‰ir¥gL¤j vªj view-fh£l¥gL«?

(a) Slide view (b) slide sorter view (c) outline view (d) slide show view

9.8  ciuÍl‹ gâbrŒjš  (Working with Text)

rpy;Yf;fspy; ciuapid cs;sPL nratjd; %ykhfNt ek; fUj;Jf;fis
ghu;itahsUf;F vspjpy; Gupa itf;f KbAk;. vOj;Jf;fSf;F tz;zk;> msT>
vOj;J tif Nghd;wtw;iw ftUk; tpjkhf mspg;gJ gw;wp fhz;Nghk;.

9.8.1 ciuia nrUFjy; (Inserting Text)

Outline my;yJ Text Boxes nfhz;L ciuia nrUfyhk;.

Outline Text : ,e;j Outline Text %yk; rpy;YtpDs;Ns ciuia cs;sPl KbAk;.
gj;jpfisAk;> jiyg;GfisAk; Outline Tool Bar %ykhf cUthf;f KbAk;. ,e;j
ciufspy; Heading 1 Kjd;ik jiyg;gpw;fhfTk;> Heading 2 ciuapd; Kjy;
tupf;fhfTk;> vd jl;lr;R nra;Jnfhs;syhk;.  Outline Text tpUg;gkhdJ rd;dypd;
,lJ Gwk; cs;sJ. menu Bar d; fPo; gFjpay; Outline Pane f;F mLj;jjhf Outline

Tool Bar cs;sJ.

Text Boxes: ,e;j Text Boxes %yk; vOj;Jf;fis Power point d; rpy;Yf;fspy; nrUf
gad;gLfpwJ.  ehk; ve;j rpy;Y mikg;gpid Nju;e;njLj;jpUg;gpDk; mjpy; xU ciug;
ngl;b (Text Box) ,Uf;Fk;. mjd; kPJ xU fpspf; nra;J Njitahd ciuia jl;lr;R
nra;J nfhs;syhk;.

mt;thwpy;yhky; gadu; Gjpa ciug; ngl;bia nrUf epidg;ghu; vdpy; mjw;F
insertàText box fl;lisia gad;gLj;jp ciug; ngl;bia cUthf;fpf; nfhs;syhk;.

ciug; ngl;bapd; msit khw;wp mikf;f fPo;tUk; gbfis gpd;gw;w Ntz;Lk;.

1. Rl;bia ciug; ngl;bapd; kPJ fpspf; nra;tjd; %yk; mstpid khw;w
Ntz;ba ciug; ngl;bia Nju;T nra;ayhk;.  ciug; ngl;bapd; vy;iyfspy; 8
rpW ngl;bfs; (Handles) Njhd;Wk; me;j Handles fspd; Xuq;fis fpspf; nra;J
VNjDk; xU Gwk; Drag nra;tjd; %ykhf ciug; ngl;bapd; mstpid
khw;wyhk;.
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2. gadu; jdf;F Njitahd VNjDk; xU Handles y; Rl;bapd; %yk; fpspf; nra;J
drag nra;J mstpid khw;wyhk;. NtW ,lj;jpw;F efu;j;j ciug;ngl;bapd;
jbkdhd Xuj;jpy; (Thick Dotted Border) kPJ fpspf; nra;J Drag nra;tjd;
%yk; efu;j;jyhk;.

ciuapid mopf;f mopf;f Ntz;ba ciug; gFjpapd; xuj;jpy; (Border) fpspf;
nra;J Delete nghj;jhid mOj;j Nju;e;njLf;fg;gl;l ciug; ngl;bahdJ mjpy;
jl;lr;R nra;ag;gl;l ciuAld; mopf;fg;gl;LtpLk;.

9.8.2 ciu tbT+l;ly; (Formatting Text)

Format Font: tbT+l;ly; nra;a Ntz;ba ciug; gFjpiaNah my;yJ ciug;
ngl;biaNah Nju;T nra;a Ntz;Lk; gpd;G nkDtpy; ,Ue;J Home → Font my;yJ
Rl;bapd; tyJ nghj;jhid mOj;jp tUk; Popup Shortcut Menu tpy; ,Ue;J Font

Face, Size Style Effect kw;Wk; Color I Font ciuahly; ngl;bapypUe;J khw;wk; nra;ayhk;.

gl« 9.18

Replace Fonts: tbT+l;ly; thu;g;GUthdJ (Design Templates) Kd;$l;bNa
tbtikf;fg;gl;l vOj;JUf;fis (Font Face) nfhz;bUf;Fk;. me;j vOj;JUf;fis
KO epfo;j;JjYf;Fk; VNjh xU fhuzj;jpw;fhf khw;wp mikf;fyhk;. ,J tpiuthf



Data Entry

Operations

F¿¥òfŸ

ãfœ¤Jjš

193Data Entry Operations

vOj;JUf;fis (Font Face) khw;w cjTfpwJ.  Home → Replace → Replace Fonts vd;w
fl;lisia Menu Bar y; ,Ue;J Nju;T nra;J> khw;w Ntz;ba vOj;JUit Kjy;
fPopwq;Fk; gl;bay; ngl;bapYk;(Drop Down List Box)> mLj;j  fPopwq;Fk; gl;bay;
ngl;bapy; (Drop Down List Box) khw;wk; ngWk; vOj;JUitAk; Nju;T nra;aJ Replace

nghj;jhid Click nra;a Ntz;Lk;.

gl« 9.19

tup ,ilntsp: (Line Spacing) tupfSf;F ,ilNa cs;s ,ilntspia khw;wp
mikf;f Home → Line Spacing fl;lisia Paragraph Menu y; ,Ue;J Nju;T nra;aTk;.

� Line Spacing : tupirfSf;F ,ilNaahd ,ilntspapd; mstpid
Nju;Tnra;a kjpg;gpid 1 vd nfhLj;jhy; midj;J tupfSf;Fk;
,ilNa xUtup ,ilntspAk;> 2 vd nfhLj;jhy; midj;J
tupfSf;Fk; ,ilNa ,Utup ,ilntspAk;> fpilf;Fk;.

� Change Case: Change the case of the characters in a paragraph by selecting

Home → Change Case from the Font menu bar. without having to retype the

text.
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gl« 9.20

� Change Case: rpwpa vOj;Jf;fis(Lower Case) ngupa vOj;Jf;fshfNth
(Upper Case) ngupa vOj;Jf;fis(Upper Case) rpwpa vOj;Jf;fshfNth
(Lower Case) khw;wk; nra;a Home → Change Case fl;lisia Font

Menu-tpy; ,Ue;J Nju;T nra;J kWiw jl;lr;R nra;ahky; Change Case

nra;J vspjpy; khw;wk; nra;ayhk;

� Sentence Case: xt;nthU thf;fpaj;jpYk; thu;j;ijapd; Kjy; vOj;Jk;
ngupa vOj;jhf (Capital) khw;wk; nra;a gad;gLfpwJ.

� Lower Case: thu;j;ijapd; midj;J vOj;Jf;fSk; rpwpa vOj;jhf
(Lower Case) khw;wk; nra;a gad;gLfpwJ.

� Title Case: thf;fpaj;jpd; xt;nthU thu;j;ijapd; Kjy; vOj;Jk; ngupa
vOj;jhfTk;  (Capital) Vida vOj;Jf;fs; rpwpa vOj;jhfTk; (Lower

Case) khw;wk; nra;a gad;gLfpwJ.

� Toggle Case: thf;fpaj;jpd; xt;nthU thu;j;ijapd; Kjy; vOj;Jk; rpwpa
vOj;jhfTk; (Lower Case) Vida vOj;Jf;fs; ngupa vOj;jhfTk;
(Capital) khw;wk; nra;a gad;gLfpwJ.

Bulleted List on Design Templates: Kf;fpag; Gs;spfis tupirg;gLj;jg;gl;l
gl;bay;fshf (Bulleted List) rpy;Yf;fspy; toq;f ,J gad;gLfpwJ. ciug; ngl;bfspy;
jhdhfNt ,e;j gl;bay;fs; (Bulleted List) cUthf;fg;gl;bUf;Fk;. me;j ngl;bf;Fs;
nrUFk; Gs;spia (Insertion Point) itj;J jl;lr;R nra;J ciuia Nru;j;Jf;nfhs;s
Ntz;Lk;. NkYk; mLj;jLj;j tupfSff;F Bullet Nru;g;gjw;F Enter nghj;jhid
mOj;j jhdhfNt Bullet Nru;f;fg;gLk;. Bullet Njitapy;yhj Gjpa tup Nru;f;f Shift

nghj;jhDld; Enter nghj;jhid mOj;jp Ntz;Lk;.
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1. Insert → Text Box fl;lisapd; %yk; ciug; ngl;bia (Text Box) I cUthf;fpf;
nfhs;s Ntz;Lk;.

2. Rl;bapd; tyJ nghj;jhid mOj;jpf;nfhz;L ve;j mstpw;F ciug;ngl;b
Ntz;LNkh me;j mstpw;fhf ,Oj;J ciug;ngl;bia tiue;J nfhs;s
Ntz;Lk;.

3. Home → Paragraph Menu %yk; Bullets or Number I Nju;T nra;Jnfhs;s
Ntz;Lk;.

4. ciuapd; vOj;J msit khw;wp Bullet-d; msitAk; Nru;j;J khw;wpf;
nfhs;syhk;.

5. mNj Nghy; Bullet d; tz;zj;ijAk; Color menu %ykhf khw;wpf;nfhs;syhk;.

6. Bullet types nghj;jhid mOj;j Ntz;Lk;. my;yJ Picture nghj;jhid mOj;jp
Bullet fis glq;fshfNt (Pictured Bullets) khw;wpf;nfhs;syhk;. NkYk;>
Character nghj;jhid mOj;jp vOj;JUit (Font Face) Webdings, Windings

Nghd;w vOj;JUf;fshf khw;wp Bullet fis FwpaPLfshfTk; khw;wpf;
nfhs;syhk;.

Bulleted Lists and New Slides from an Outline: Normal my;yJ Outlineview y;
ciuia vspjpy; jl;lr;R nra;Jnfhs;syhk;. ciuia jl;lr;R nra;Jnfhz;Nl
nry;Yk;NghJ rpy;YthdJ jhdhfNt Nru;f;fg;gLk;.

gpd;tUk; gbfisf; nfhz;L rpy;Ytpd; cs;slf;fq;fis Outline view y; Nru;j;jy;:

1. Slide 1 IfhDf;F mLj;jjhf rpy;Ytpd; jiyg;gpid jl;lr;R nra;. jiyg;
ghdJ Slide 1 Ifhid tpl ngupajhf ,Uf;Fk;.

2. Enter nghj;jhid mOj;Jk;NghJ Gjpa tup cUthf;fg;gl;bUf;Fk;. ,J
jhdhfNt Gjpa rpy;Yit cUthf;Fk;. Tab nghj;jhd; my;yJ Alt + Shift +

Right Arrow nghj;jhd;fs; %yk; Bulletered List gl;bay; Nju;T nra;ag;gLk;.

gl« 9.21
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gl« 9.22

3. xt;nthU tupf;Fk; Bulleted List I cUthf;f xt;nthU tup ,WjpapYk; enter

nghj;jhid mOj;j jhdhf Bulleted list cUthFk;.

4. Bulleted Sub List I cUthf;f kPz;Lk; Nkw;nrhd;d gbiaNa gpd;gw;w Ntz;Lk;.
gioa gl;baYf;Nf jpUk;g Ntz;Lk; vdpy;  Alt  + Shft  + Left Arrow Key

fl;lisia nfhLf;f Ntz;Lk;.

5. Bulleted List I cUthf;Fk; gbia epfo;j;Jjiy Kbf;Fk;tiu gpd;gw;wpf;
nfhs;s Ntz;Lk;. NkYk; tbT+l;ly;fisAk; nfhLj;J Bulleted List-I ghu;it
ahsu; ftUk; tpjkhf khw;wpf;nfhs;syhk;.

Numbered List

1. Insert → Text Box fl;lisapd; %yk; ciug; ngl;bia (Text Box) I cUthf;fpf;
nfhs;s Ntz;Lk;.

2. Home → Paragraph menu %yk; numbering I Nju;T nra;Jnfhs;s Ntz;Lk;.

3. Bullets and Numbering Window y; cs;s Numbered Tab I Nju;T nra;a Ntz;Lk;.

4. ciuapd; vOj;J msit khw;wp Numbering msitAk; Nru;j;J khw;wpf;
nfhs;syhk;.

5. mNj Nghy; Numbering tz;zj;ijAk; Color Menu %ykhf khw;wpf;nfhs;syhk;.

6. vz;fspd; njhlf;fk; 1Kjy; Muk;gpf;f Ntz;Lk; vd;w mtrpak; ,y;iy. gadu;
njhlq;f epidf;Fk; vz; KjNy Muk;gpf;f KbAk;.

7. 7tpUg;gq;fspy; VNjDk; xU Numbering tpUg;gj;ij Nju;Tnra;J Numbering-I
cUthf;fpf;nfhs;syhk;.
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gl« 9.23

gl« 9.24
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9.8.3. ciug; ngl;bapd; gz;Gfs; (Properties of Text Box)

Format Auto Shape ciuahly; ngl;biaf; nfhz;L ciuapd; Colors, Borders and

Backgrounds Mfpatw;iw khw;wyhk;.

1. ciug; ngl;bapd; kPJ fpspf; nra;J> gpd;G format shape fl;lisia nfhLf;f
format shape ciuahly; ngl;b jpiuapy; Njhd;Wk;.

2. ciug; ngl;bf;F tz;zj;ijr; Nru;f;f File Menu y; cs;s Color I Nju;T nra;J
gpd;ddp (Background) tz;zj;ij khw;wyhk;. Semi Transparent Mf khw;w
Check Box I Nju;T nra;J gpd;ddp rpy;Ytpd; tz;zj;ijAk; Nru;j;J
ghu;f;FkhWk; nra;ayhk;.

3. ciug; ngl;bapd; tupapd; epwj;ij (Text Box Line Color) solid (m) Gradient vd
VNjDk; xd;iw Nju;T nra;J khw;wpf;nfhs;syhk;.

4. tupapd; ghzp (Line Style)> jbkid khw;wp mikf;fNth my;yJ Nfhbl;l
tupahfNth (Dashed Line) khw;w ,J gad;gLfpwJ.

5. epoy; (Shadow) cUthf;f Pre-Set Shadow %yk; ciuf;F epoy; nfhLf;f gad;
gLfpwJ.

6. 3D Format I Nju;T nra;a Kg;gupkhz Row;rp> Kg;gupkhz tpisTfisAk;
ciufSf;F nfhLf;f KbAk;.

7. ciu mikg;G (Text Layout) %ykhf ciuapid ciug; ngl;bf;Fs; Reposition

nra;a gad;gLfpwJ.

8. ciug; ngl;bapy; khw;wq;fisr; Nru;f;f Close nghj;jhid fpspf; nra;a
Ntz;Lk;.

9.8.4. Fwpg;Gfisr; Nru;j;jy;: Adding Notes

Normal View-y; rpy;Ytpw;F (Slide) Fwpg;Gfis Nru;f;f KbAk;. epfo;j;Jjypd;NghJ
,e;j rpy;Yf;fspd; Fwpg;Gfs; njupahJ. Mdhy; fhfpjj;jpy; mr;nrLf;Fk;NghJ
Fwpg;Gfs; gbg;gtUf;F cjTk; tifapy; mr;nrLf;f Print What gFjpapy; Notes Pages

on the Print Menu vd;gij Nju;T nra;a Ntz;Lk;.

gl« 9.25

9.8.5. gpioj; jpUj;jk; (Spellinhg Check)

rpy;Ytpw;F cs;Ns nra;ag;gl;l ciufspy; cs;s vOj;Jg;gpiofis rupnra;a
gpioj;jpUj;jk; (Spelling Check) gad;gLfpwJ.

Review Taby; cs;s Spelling tpUg;gk; my;yJ F7 nghj;jhid mOj;jp gpioia
jpUj;jk; nra;ayhk;.

1. Kjyhtjhf ,Uf;Fk; gpoiahd thu;j;ijapypUe;J gpio jpUj;jk; nra;a gpio
rupghu;g;G Muk;gpf;Fk;.
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2. Ignore once vd;w nghj;jhid fpspf; nra;a ,e;j Kiw jtpu;j;J mLj;j Kiw
me;j gpioahd nrhy;iyr; Rl;bf;fhl;Lk;.

3. Ignore All vd;w nghj;jhid fpspf; nra;a me;j gpioahd nrhy; tUk; vy;yh
,lq;fisAk; Rl;bf;fhl;lhky; ,Uf;Fk;.

4. me;j gpioahd nrhy;Yf;F gjpyhf Suggestion ngl;baypy; cs;s xU nrhy;iy
khw;wpapLtjw;F khw;whf tu Ntz;ba nry;ypd; kPJ xU Kiw fpspf; nra;J
gpd; Change nghj;jhidf; fpspf; nra;a Ntz;Lk;. me;j jtwhd nrhy;Yf;Fg;
gjpyhf tUk; vy;yh ,lq;fspYk; khw;Wr; nrhy;iy ,Ltjw;F Change All

vd;w nghj;jhidf; fpspf; nra;a Ntz;Lk;.

5. Suggestions gl;baypy; rupahf khw;Wr; nrhy; ,y;yhj nghOJ Not in Dictionary

gFjpiag; gad;gLj;jp rupahd vOj;Jf;fisj; jl;lr;R nra;a Ntz;Lk;. Add

nghj;jhd; fpspf; nra;jhy; ,e;j Gjpa nrhy; vk;MgP]; mfuhjpapy; Nru;f;fg;gLk;.

6. KOtJkhf rupghu;g;G Kbe;jTld; completed vd nra;jp ngl;b (Message Box)

jpiuapy; Njhd;Wk;.

9.9  nrä¤jš k‰W« m¢ÁLjš (Saving and Printing)

epfo;j;Jjy; rpy;Yf;fs; mlq;fpa Nfhg;gpid ciwapDs; (Folder) Nrkpf;fyhk;. ,e;j
Nfhg;gpid tiyg; gf;fkhfTk; (Web Page) Nrkpj;J gjpNtw;wk; nra;ayhk;.

NkYk; ciu Mtzk; kw;Wk; ml;ltizr; nraypiag; NghyNt ,e;j epfo;j;J
jiyAk; mr;rpLtJ vspJ. Nrkpg;gjw;Fk;> mr;rpLtjw;F Kd;G Vw;fdNt ghu;j;j gf;f
miktpid (Page Setup) epidT$u;e;J nfhs;s Ntz;Lk;.

9.9.1 gf;f mikT (Page Setup)

gl« 9.26
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Office Button → Print Preview vd;w fl;lisia nkDtpypUe;J Nju;T nra;J
rpy;Yf;fis mr;rpLk; Kd;G ghu;itapl;Lf;nfhs;syhk;. gpd;G Slides fPo;,wq;F gl;bay;
ngl;b (Drop Down List Box) %ykhf rpy;Yf;fspd;mr;rplNtz;ba tbT+l;liy Nju;T
nra;Jnfhs;syhk;.

9.9.2. Nfhg;gpid Save As nra;jy: (Save as File)

Office → Save As fl;lisia nfhLj;jJk; Save As ciuahly; ngl;b jpiuapy;
Njhd;Wk;> gpd;G Nrkpf;f Ntz;ba ciwapd; ,lj;ijAk;> Nfhg;gpd; ngaiuAk;
nfhLj;J Save nghj;jhid mOj;jp Nfhg;gpid Nrkpf;fyhk;.

gl« 9.27

9.9.3 tiyg; gf;fkhf Nrkpj;jy; (Save as Web Page)

,izaj;jpy; tiyg;gf;fkhf ghu;itapl Kd;G $wpaJ NghyNt Office button →

Save As fl;lisia njhlu;e;J Save As ciuahly; ngl;bapy; Nfhg;gpd; ngaiu
nfhLj;J Type-y; Web Format vd Nju;T nra;J Save nghj;jhid mOj;j epfo;j;J
jyhdJ tiyg;gf;fkhf Nrkpf;fg;gLk;.
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gl« 9.28

9.9.4 mr;rply;

rpy;Yf;fis mr;rpl Office Button → Print fl;lisia mspf;f Ntz;Lk;. gpd;
Print ciuahly; ngl;b jpiuapy; Njhd;Wk;. fPo;tUk; xU tpUg;gj;ij Print ngl;bapy;
nfhLf;f Ntz;Lk;.

gl« 9.29
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Print Range: njhlu;r;rpahf ve;nje;j rpy;Yf;fis mr;rpl Ntz;Lk; vd;gij Nju;T
nra;a gad;gLfpwJ.

Current Slide - Nju;T nra;j rpy;Yit kl;Lk; mr;rpl ,e;j tpUg;gk; gad;gLfpwJ.

Copies - mr;rpl Ntz;ba rpy;Yf;fs; vj;jid efy;fs; vLf;f Ntz;Lk; vd;gij
Nju;T nra;a ,e;j tpUg;gk; gad;gLfpwJ.

Print What :

� Slides - xt;nthU gf;fj;jpYk; xU rpy;Yit mr;rpLk;.

� Handouts - gy rpy;Yf;fis xNu gf;fj;jpy; mr;rpl gad;gLfpwJ.

� Notes Page - rpy;Ytpd; Fwpg;GfisAk; Nru;j;J mr;rpl gad;gLfpwJ.

� Outline View - epfo;j;Jjypd; mTl;iyid mr;rpl gad;gLfpwJ.

gpd; Ok nghj;jhid fpspf; nra;aNtz;Lk;.

9.10  Mtz¤ij _Ljš (Close a Document)

epfo;j;Jjiy %Ltjw;F Ofice Button → Close fl;lisia nfhLj;jhy;
MtzkhdJ %lg;gLk;. Nrkpf;fhj MtzkhapUg;gpd; %Ltjw;F Kd;ghf Nrkpf;f
Ntz;Lk;.

9.11 Power pointèUªJ btënaWjš (Exit PowerPoint Program)

midj;J epfo;j;Jjy; NtiyfspypUe;Jk; ntspNa tUtjw;F Ofice Button → Exit

fl;lisia nfhLf;f Ntz;Lk;.

9.12  éir¥gyif FW¡F têfŸ (Key Board Shortcuts)

tpirg;gyif FWf;F topfis gad;gLj;Jtjd; %ykhf gadhu; jd;Dila
jpwid Nkk;gLj;jpAk;> nray; Ntfj;ij mjpfkhf;fTk; ,it gad;gLfpd;wd.
mtw;wpy; mjpf mstpy; gad;gLj;jg;gLk; FWf;F topfs; tUkhW:

gl« 9.30
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5. (i) xU Slide-èUªJ k‰bwhU Slide-¡F v›thW bršÅ®fŸ.

(a) Scroll bar bfh©L

(b) mL¤j Slide kªija Slide bgh¤jh‹fis bfh©L

(c) všiynfhL pane bfh©L

(d) mid¤Jnk

(ii) v›thW th¡»a¤Âid Slide-DŸ EiH¥Õ®fŸ

(a) všiynfhL th¡»a« bfh©L

(b) ciw bg£oæid EiH¤jš

(c) tyJ click Ïš

(d)  (a) k‰W« (b)

(iii) Slide-FŸ F¿¥òfis v›thW nr®Õ®fŸ?

(a) Slide Sorter View

(b) rhjhuz View

(c) Slide Show View

(d) (a) k‰W« (b)

(iv) th¡»a§fŸ Slide-fS¡FŸ vëjhf EiH¡fyh«.

(a) rhjhuz View

(b) všiynfhL View

(c) Slide Sorter View

(d) (a) k‰W« (b)

9.13  Ïªj ghl¤Â‹ _y« f‰wJ

Ïªj ghl¤Âš Ú§fŸ PPT cUth¡Ftij g‰¿ f‰W¡bfh©O®fŸ. Ú§fŸ auto

content wizard mšyJ Design Template mšyJ bt‰W Presentation bfh©L
presentation-I cUth¡fyh«. Kjš Ïu©L tiffŸ th¡»a¤Âid r®Â£lkhd
format-š tH§Ftj‰F tif brŒÍ« k‰bwhU tifahd Blank Presentation äFªj
tiya¤j¡fJ« mjid bfh©L Ú§fŸ c§fŸ brhªj Presentation-I
cUth¡fyh«. Presentation Slider cUth¡»a ÃwF Ú§fŸ slide show gh®¡fyh«. nkY«
Print Out Tl vL¤J bfhŸsyh«.

9.14 nfŸéfŸ

1. Power Point-‹ vjhtJ _‹W m«r§fis étç.

2. Presentation cUth¡F« VjhtJ xU Kiw és¡F.

3. k‰bwhU View-èUªJ Slide Show View-¡F kh‰w njitahd Ïu©L têfis
TW.
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4. ciu bg£oæid Slide-¡FŸ nghL« têfis és¡Ff.

5. ciu bg£oæš cŸs nfhLfS¡F eLéš cŸs Ïilbtëia v›thW
kh‰WÅ®fŸ.

6. v›thW Picture Bullets-I Slider-¡FŸ EiH¥Õ®fŸ.

7. Slide-¡FŸ F¿¥òfis v›thW nr®Õ®fŸ.

9.15 gæ‰Á édh¡fS¡fhd éilfŸ

1. (a) rç

(b) jtW

(c) jtW

2. (c) 9

3. (d)

4. (d)

5. (i) (d)

(ii) (d)

(iii) (b)

(iv) (d)
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