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Kw¤úDUv‡ii aviYv 
 

†ekxw`b Av‡Mi K_v bq, hLb gvbyl cÖK…wZi Kv‡Q wQj Amnvq| Zviv †eu‡P _vK‡Zv R½‡ji djg~j A_ev KuvPv gvsm 
†L‡q| ax‡i ax‡i Zviv kw³i e¨envi wkL‡jv| Av¸‡bi e¨envi gvby‡li Rxeb cÖYvjx cv‡ë w`j| ˆ`bw›`b Kv‡Ri 
cvkvcvwk eo ai‡bi wec‡`i wei“‡× Av¸bB wQj cÖavb A¯¿| Av¸bB mf¨Zvi PvKv Nyiv‡jv| cieZx©‡Z we`y¨r G‡m 
NwU‡q w`j Avg~j cwieZ©b| GB cwieZ©‡bi avivevwnKZvq Kw¤úDUv‡ii AvMgb|  
 

GLbKvi w`b Kw¤úDUv‡ii w`b A_©vr wWwRUvj jvBd| GwU e¨eüZ n‡”Q- Awdm, e¨emv-evwYR¨, nvmcvZvj, cywjk 
†÷kb, gnvKvk †÷kbmn mKj †¶‡Î| †hvMv‡hvM i¶v, mgq MYbv, we‡bv`bmn mKj‡¶‡Î i‡q‡Q Gi e¨envi| Pjyb 
cÖ_‡g Lye ms‡¶‡c Avbylvw½K welq wb‡q mvgvb¨ Av‡jvPbv Kiv hvK| 
 

Kw¤úDUvi (Computer) nj AvaywbK weÁv‡bi we¯§qKi Avwe®‹vi| GUv n‡”Q we‡kl ai‡bi GKwU B‡jKUªwb· hš¿| 
hw`I Kw¤úDUvi Avwe®‹vi †ekx w`‡bi bq ZeyI Kw¤úDUvi eZ©gv‡b Avgv‡`i Rxe‡bi Awe‡”Q`¨ Ask n‡q †M‡Q|  
 

wbZ¨w`‡bi e¨envi Kiv Avcbvi wWwRUvj NwowU, wnmve wbKv‡ki Rb¨ K¨vjKz‡jUi, bv¯—v Mig Kivi Rb¨ wWwRUvj 
I‡fb, ms‡hvM i¶v‡_© wWwRUvj †Uwj‡dvb, †gvevBj †dvb, wWwRUvj K¨v‡giv, †Ljbv BZ¨vw`mn me ai‡bi wWwRUvj 
B‡jKUªwb· hš¿B Kw¤úDUv‡ii Ask we‡kl ev Kw¤úDUvi cÖhyw³ e¨envi K‡i ˆZwi Kiv|  myZivs cÖkœ n‡”Q Kw¤úDUvi  
Kx ? 
 

1.1 Kw¤úDUvi Kx? 
Kw¤úDUvi n‡”Q GKwU B‡jKUªwbK hš¿, hvi gva¨‡g Lye mn‡R Ges Aí mg‡q cÖPzi Z_¨ m¤̂wjZ eo MvwYwZK 
(Mathematical) wnmvemn wewfbœ ai‡bi mgm¨vi mgvavb Kiv hvq| G‡Z i‡q‡Q †ggwi, wbqš¿Y Ask, MvwYwZK I 
hyw³ MÖnY Ask I wbM©gY Ask| GwU mg —̄ ai‡bi WvUv‡K bv¤^v‡i iƒcvš—wiZ K‡i mgvavb †k‡l Avevi WvUvq iƒcvš—wiZ 
K‡i cÖKvk K‡i| GwU †Kvb †U·U, mvDÛ ev Qwe‡K bv¤̂v‡i iƒcvš—wiZ Kiv Qvov wPb‡Z cv‡i bv| GwU WvUv MÖnY K‡i, 
c‡i GbvjvBm K‡i Ges djvdj cÖKvk K‡i| GwU AwZ ỳªZ Ges wbf©yj djvdj cÖKvk K‡i| 
 

1.2 Kw¤úDUv‡ii ˆewkó¨ 
Kw¤úDUv‡i wbfy©j djvdj, `ª“ZMwZ, WvUv msi¶Y, ¯̂qswµq Kg©¶gZv, mnbkxjZv, ¯§„wZ ev †ggwi BZ¨vw` ˆewkó¨ 
we`¨gvb|  
 

Kw¤úDUvi ª̀“Z MwZm¤úbœ (High Speed) 
Kw¤úDUv‡ii Rb¨ cÖwZ †m‡K‡Û 1 wgwjqb WvUv K¨vjKz‡jkb Kiv †Kvb e¨vcvi bv| I‡q`vi wi‡cv‡U©i †¶‡Î wgwjqb 
wgwjqb WvUv †cÖv‡mm Kivi `iKvi nq| M¨vm, B‡jKwUªK †Kv¤úvwbi wej BZ¨vw` †¶‡Î eo K¨vjKz‡jk‡bi Rb¨ AwZ 
ª̀“ZMwZ‡Z Kw¤úDUvi KvR K‡i _v‡K| GwU ˆe`ÿ wZK wmMbv‡ji gva¨‡g KvR K‡i hvi MwZ Av‡jvi MwZi †P‡q mvgvb¨ 

Kg| 
 

wbfy©j dj cÖKvk (Accuracy) 
gvbyl fyj K‡i wKš‘ Kw¤úDUvi KLbI fyj K‡i bv| wKš‘ Kw¤úDUv‡i cÖ̀ vb Kiv Z_¨ hw` fyj _v‡K ZLb Kw¤úDUvi fyj 
djvdj cÖKvk K‡i| Kw¤úDUvi‡K hv Ki‡Z ejv n‡e GwU ZvB K‡i †`Lv‡e| Avgiv wbDR‡ccv‡i Kw¤úDUv‡ii fyj 
m¤^‡Ü A‡bK Z_¨ †c‡q _vwK| g‡b ivL‡Z n‡e GwU Kw¤úDUv‡ii fyj bq, †h e¨w³ Kw¤úDUv‡i †cÖvMÖvg ˆZwi K‡i‡Q 
A_ev Z_¨ cÖ`vb K‡i‡Q †mLv‡b fyj wQj| Kw¤úDUv‡ii fy‡ji GB cÖwµqv‡K e‡j Garbage In Garbage Out 
(GIGO). 
 

†QvU ’̄v‡b A‡bK eo WvUv msi¶Y (Storage) 
mvaviYZ Awdm Av`vj‡Z KvM‡R †jLv dvB‡ji cÖPjb i‡q‡Q| g‡b Ki“b 1 †KvwU dvB‡ji g‡a¨ †_‡K GKwU dvBj 
Lyu‡R †ei Ki‡Z n‡e| e¨vcviwU RwUj Ges mgq mv‡c¶| hw` dvBj¸wj Kw¤úDUv‡i ivLv nq Z‡e mvgvb¨ RvqMv‡Z 
ivLv hv‡e Ges †h †Kvb GKwU dvBj‡K gyn~‡Z©i g‡a¨ Lyu‡R †ei Kiv hv‡e| 8" 6"  gv‡ci GKwU nvW©wW‡¯‹i g‡a¨ K‡i 
K‡i ivLv hv‡e jvL eB Gi mdU& Kwc| ïay †U·U eB bq wewfbœ ai‡bi B‡gR, AwWI, wfwWI BZ¨vw` meB Kw¤úDUv‡i 
ivLv hv‡e| GKwU 200 G.B nvW©wW‡¯‹i g‡a¨ 200x 1024x1024x1024wU A¶i ev †mBcwigvY WvUv msi¶Y K‡i 
ivLv m¤¢e| GB wWfvBm‡K Memory -I ejv nq| 
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w`‡b 24 NÈv KvR Kiv m¤¢e (Dilligencey) 
Kw¤úDUvi K¬vš— nq bv| Kw¤úDUv‡ii †Kvb jvÂ †eªK ev Pv †eªK `iKvi c‡i bv| mvivw`b 24 NÈv GgbwK eQ‡i 365 
w`bB Kw¤úDUvi KvR Ki‡Z cv‡i| †Kvb gvby‡li c‡¶ Gfv‡e KvR Kiv m¤¢e bv| 
 

Am¤¢e‡K m¤¢e Kiv (Incredibility) 
GqvijvBb-†ijjvBb eywKs, †µwWU KvW© ev ¯§vU© KvW© e¨envi, AvenIqv evZ©v, gnvKvk M‡elYv, †¶cYv ¿̄ wbqš¿Y 
BZ¨vw` wewfbœ †¶‡Î Kw¤úDUvi e¨envi Qvov myôyfv‡e KvR m¤úv`b Kiv m¤¢e bv| 
 

¯^qswµqZv (Automation) 
mwVK †cÖvMÖvg Ges wWfvBm _vK‡j cÖ̀ Ë wb‡`©kgZ Kw¤úDUvi ¯^qswµqfv‡e WvUv cÖ‡mm Ki‡Z cv‡i| 
  

eûgyLxZv (Versatility) 
gvwëUvw¯‹s wm‡÷‡gi gva¨‡g Kw¤úDUvi GKB mv‡_ A‡bK¸wj KvR Ki‡Z cv‡i Ges GKB mv‡_ A‡bK¸wj BDRvi wfbœ 
wfbœ KvR Ki‡Z cv‡i| 
 

hyw³m½Z wm×vš— (Logical Decision) 
hw`I Kw¤úDUv‡ii wPš—vkw³ ev gw —̄̄ ‹ bvB ZeyI Dchy³ †cÖvMÖv‡gi gva¨‡g GwU hyw³m½Z wm×vš— wb‡Z cv‡i| 
 

1.3 Kw¤úDUv‡ii e¨envi 
Ni †_‡K ïi“ K‡i Awdm-Av`vjZ Ggb †Kvb RvqMv Lyu‡R cvIqv hv‡e bv †hLv‡b Kw¤úDUvi e¨envi nq bv| Awd‡mi 
Kv‡R, e¨emv-evwY‡R¨, ¯‹zj-K‡jR-wek¦we`¨vjq, wewfbœ ai‡bi cÖ‡R±, wkí-KviLvbv, †Ljvayjv, wPËwe‡bv`b, †`vKvb 
cvU, e¨vsK-BÝy‡iÝ †Kv¤úvwb, AvenvIqv Awdm, gnvk~b¨ †÷kb-BZ¨vw` mKj †¶‡Î Kw¤úDUvi e¨envi nq| 
 

Avevm¯’‡j (At Home) 
†nvgIqv©‡Ki Kv‡R Kw¤úDUvi e¨eüZ nq| M„wnYx Zvi d¨vwgwj ev‡RU Kw¤úDUv‡ii gva¨‡g Ki‡Z cv‡i| GQvov wfwWI 
†Mg †Ljv, Mvb-†kvbv, wfwWI †`Lv, wUwf †`Lv BZ¨vw` Kw¤úDUv‡ii gva¨‡g Kiv hvq| 
 

e¨vs‡K (In Banks) 
e¨vs‡K MÖvnK‡`i A¨vKvD‡Ýi wnmve ivLv nq Kw¤úDUv‡ii gva¨‡g| AbjvBb e¨vswKs Gi gva¨‡g MªvnK †h †Kvb mgq, 
†h †Kvb ¯’vb †_‡K †jb‡`b Ki‡Z cv‡ib| GQvov Kg©Pvix‡`i †eZb, wewfbœ cÖKvi fvZv, Ifvi UvBg, AvqKi, cÖwf‡W›U 
dvÛ BZ¨vw`i wnmve-wbKvk ivLv nq| 
 

wWcvU©‡g›Uvj †÷v‡i (In Departmental Store) 
eo eo wWcvU©‡g›Uvj †÷v‡ii µq-weµq, ÷K, Bb‡fbUvwimn Kg©Pvix‡`i hveZxq wnmve wbKvk ivLv nq Kw¤úDUv‡ii 
gva¨‡g| 
 

†ijI‡q I wegvb e›`‡i (In Railway and Airlines Reservations) 
†ijI‡q I wegvb e›`‡i wiRv©‡fk‡bi hveZxq KvR Kiv nq Kw¤úDUv‡ii gva¨‡g| Kw¤úDUv‡ii K‡qKwU evUb †cÖm K‡i 
`ª“Z mg‡q KvRwU Kiv hvq| g¨vbyq¨vj wiRv©i‡fkb wm‡÷‡g GK wUwKU A‡b‡Ki Kv‡Q fyj K‡i wewµ Kiv nq wKš‘ 
Kw¤úDUvi †bUIq©vK e¨env‡i GB mgm¨v _v‡K bv| 
 

†hvMv‡hvM †¶‡Î (In Communication) 
GK ’̄vb †_‡K Ab¨ ’̄v‡b Z_¨ Av`vb-cÖ̀ vb Kiv nq Kw¤úDUv‡ii gva¨‡g| †Uwj‡dv‡bi gva¨‡g ïay gvÎ KÉ¯^i Av`vb-
cÖ`vb Kiv hvq| wKš‘ Kw¤úDUv‡ii gva¨‡g f‡qm, wcKPvi, gywf, W‡Kv‡g›U BZ¨vw` mewKQyB cvVv‡bv m¤¢e| 
 

gỳ ªb I cÖKvkbvq (Printing and Publishing) 
Kw¤úDUv‡ii mvnv‡h¨ eB, g¨vMvwRb, wbDR‡ccvi, mvBb †evW©, wej †evW© BZ¨vw` wcÖ›U Kiv nq| hLb †Kvb †jLK 
cvÊywjwc w`‡q _v‡Kb ZLb cÖ_‡gB Kw¤úDUv‡i K‡¤úvR Kiv nq c‡i wewfbœ ai‡bi ÷vBj, wcKPvi BZ¨vw` ms‡hvRb 
K‡i KvM‡R wcÖ›U Kiv nq| wewfbœ ai‡bi †cv÷vi, Kfvi BZ¨vw` wWRvBbI Kiv nq GwUi gva¨‡g| 
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wk¶v‡¶‡Î (In Education) 
AdjvBb Ges AbjvBb `yB ai‡bi wk¶v‡ZB Kw¤úDUvi e¨envi Kiv nq| wewfbœ ai‡bi †Kvm© g¨v‡Uwiqvjm msi¶Y 
Kiv nq Kw¤úDUv‡i| c‡i †cÖv‡R±‡ii gva¨‡g K¬vm i“‡g K¬vm wUPvi Dc¯’vcb K‡ib| Kw¤úDUv‡ii gva¨‡g wKQy MvwYwZK 
WªvqvMÖvg mn‡R †evSv‡bv nq| QvÎiv A¨vmBb‡g›U ˆZwi K‡i _v‡Kb Kw¤úDUv‡ii gva¨‡g| 
 

nvmcvZv‡j (In Hospitals) 
nvmcvZv‡j †h mg¯— †mb‡mwUf hš¿ e¨envi Kiv nq †m¸wjI Kw¤úDUvivBRW| GQvov †ivMxi †Km wnw÷ª, Ily‡ai ÷K 
BZ¨vw` hveZxq KvR Kiv nq Kw¤úDUv‡ii gva¨‡g| 
 

we‡bv`‡b (Entertainment) 
wPËwe‡bv`‡bi †¶‡ÎI Kw¤úDUvi A‡bK eo f~wgKv iv‡L| wewfbœ ai‡bi Kw¤úDUvi †Mg, Mvb, wfwWI, wUwf †`Lv 
BZ¨vw` Kw¤úDUv‡ii gva¨‡g Kiv m¤¢e| GQvov B›Uvi‡bU P¨vwUs welqwUI i‡q‡Q| 
 

M‡elYv I Dbœq‡b (In Research and Development)  
wewfbœ ai‡bi M‡elYv Kv‡R Kw¤úDUvi e¨envi Kiv nq| 
 

mvgwiK †¶‡Î (In Defence) 
kw³kvwj wW‡dÝ hš¿cvwZ, A ¿̄ BZ¨vw` GLb Kw¤úDUvivBRW| wewfbœ ai‡bi wgkvBj wbqš¿Y Kiv nq GwUi gva¨‡g| 
GQvovI wewfbœ ai‡bi cvigvYweK A ¿̄I wbqš¿Y Kiv nq Kw¤úDUv‡ii gva¨‡g| 
 

e¨emv evwY‡R¨ (In Business and Industry) 
weR‡bmg¨vb Zvi e¨emvi mg —̄ †iKW© iv‡Lb Kw¤úDUv‡i| Zvi A¨vKvD›U, Kg©Pvix‡`i †eZb, ÷K msµv —̄ wnmve iv‡Lb 
Kw¤úDUv‡ii| GQvov CAM(Computer Aided Manufacturing) Gi gva¨‡g wewfbœ †cÖvWv± ˆZwi Kiv nq 
KviLvbv‡Z|  
 

1.4 Kw¤úDUv‡ii cÖKvi‡f` 
Kvh©bxwZ, AvKvi I ¶gZvi Dci wfwË K‡i Kw¤úDUvi‡K 3wU fv‡M fvM Kiv hvq| 
 
 

 
 
 
 
 
 
 
 
 
 

Kw¤úDUv‡ii cÖKvi‡f` 
 

1.4.1 GbvjM Kw¤úDUvi  
Analog Computer KvR K‡i cwigvcY (Measuring) c×wZ‡Z| †hgb- we`y¨‡Zi Zv‡ii †fv‡ë‡Ri IVv-bvgv, 
†Kvb cvB‡ci †fZ‡ii evZvm ev Zij c`v‡_©i Pvc Kg †ekx nIqv, evZv‡mi cÖevn I Pvc cwiewZ©Z nIqv BZ¨vw` 
cwigvc‡Yi wfwË‡Z GbvjM Kw¤úDUvi KvR K‡i| 
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1.4.2 wWwRUvj Kw¤úDUvi  
Digital Computer KvR K‡i cÖZxKx msL¨vi gva¨‡g cÖvß Instruction Gi gva¨‡g| evBbvwi †KvW A_©vr 
†fv‡ë‡Ri Dcw ’̄wZ mbv³ K‡i Gi gva¨‡g KvR K‡i| Kv‡Ri ¶gZv Ges AvKv‡ii wfwË‡Z wWwRUvj Kw¤úDUvi 
cÖavbZ 4 fv‡M wef³| †hgb-  
 

1.4.2.1 gvB‡µv Kw¤úDUvi (Micro Computer) 
 

gvB‡µv Kw¤úDUvi n‡”Q †QvU AvKv‡ii Kw¤úDUvi| GKRb e¨w³ GKwU gvÎ Kw¤úDUvi e¨envi K‡i _v‡Kb| Awdm-
Av`vjZ, e¨emvqx cÖwZôvb, wk¶v cÖwZôvb, e¨w³MZ cÖ‡qvRb BZ¨vw` me ai‡bi Kv‡R gvB‡µv Kw¤úDUvi e¨eüZ n‡”Q| 
A_©vr Avgiv ni-nv‡gmv †h Kw¤úDUvi e¨envi KiwQ G¸wj‡KB Micro Computer e‡j|  
 

†cw›Uqvg-1 †_‡K †cw›Uqvg-4 ch©š—, eZ©gv‡bi RbwcÖq IBM Kw¤úDUvi ev A¨v‡cj g¨vwKb‡Uvm-Gi g¨vK cvIqvi wcwm 
ev G-5 g‡Wj n‡”Q RbwcÖq gvB‡µvKw¤úDUvi| G‡K cv‡m©vbvj Kw¤úDUvi (PC) ev weR‡bm Kw¤úDUvi (BC) I ejv 
nq| 
 

mvaviYZ `yB ai‡bi cv‡m©vbvj Kw¤úDUvi cvIqv hvq| GKwUi bvg †W·Uc (Desktop) Ges Ab¨wUi  †cv‡U©ej 
(Portable)| †W·Uc †Uwe‡j ivLv nq Ges ¯’vbvš—i †hvM¨ b‡n| hw` K‡qKwU †W·Uc Kw¤úDUvi w`‡q GKwU †bUIqv©K 
ˆZwi Kiv nq, Z‡e cÖavb Kw¤úDUviwU‡K mvfv©i ev †Wv‡gBb e‡j Ges Ab¨¸wj‡K IqvK©‡÷kb e‡j| 
†cv‡U©ej (Protable) Avevi wZb ai‡bi- 
 

j¨vcUc (Laptop)  
GUvwP †K‡mi gZ †`L‡Z Ges mvZ (7) †_‡K evi (12) wK‡jvMÖvg IRb n‡q _v‡K| GUv †W·U‡ci gZB KvR K‡i| 
 

†bvUeyK (Notebooks)  
GUv †`L‡Z †bvUey‡Ki gZ Ges wZb (3) †_‡K Pvi (4) wK‡jvMÖvg IRb n‡q _v‡K| 
 

cvgUc (Palmtop) 
GwU †`L‡Z c‡KU K¨vjKz‡jU‡ii gZ| 
 

1.4.2.2 wgwb Kw¤úDUvi (Mini Computer) 
 

†gBb‡d«g Kw¤úDUv‡ii †P‡q wgwb Kw¤úDUv‡ii Kv‡Ri ¶gZv I Kv‡Ri MwZ A‡c¶vK…Z Kg| †gBb‡d«g Kw¤úDUvi I 
wgwb Kw¤úDUv‡ii g‡a¨ Kv‡Ri aib I cÖwµqvMZ w`K †_‡K †Kvb cv_©K¨ bvB| D`vniYt IBM S/34, IBM S/36, 
PDP 11, NCR S/9290 BZ¨vw`| 
 

1.4.2.3 †gBb‡d«g Kw¤úDUvi (Mainframe Computer)  
 

mycvi Kw¤úDUv‡ii †P‡q Zzjbvg~jK Kg kw³kvjx Kw¤úDUvi nj †gBb‡d«g Kw¤úDUvi| Awdm-Av`vjZ, eo eo wkí I 
M‡elYv cÖwZôvb, e¨vsK-exgv BZ¨vw` cÖwZôv‡bi wecyj cwigvY I RwUj Z_¨ e¨e ’̄vcbvi Kv‡R †gBb‡d«g Kw¤úDUvi 
e¨eüZ nq| D`vniYt IBM 4300, UNIVAC 1100, CYBER 170 BZ¨vw`| 
 

1.4.2.4 mycvi Kw¤úDUvi (Super Computer) 
 

mycvi Kw¤úDUvi n‡”Q me‡P‡q kw³kvjx, e¨qeûj Ges me‡P‡q `ªyZMwZ m¤úbœ Kw¤úDUvi| e¨w³MZ ch©v‡q Gme 
Kw¤úDUvi e¨envi nq bv, †Kej miKvwi ev Lye eo ai‡bi cÖwZôv‡b mycvi Kw¤úDUvi e¨envi Kiv nq| c„w_exi A‡bK 
†`‡kB mycvi Kw¤úDUvi †bB| evsjv‡`k Kw¤úDUvi KvDwÝj(wewmwm), AvMviMuvI, XvKv‡Z GKwU mycvi Kw¤úDUvi 
i‡q‡Q| D`vniYt Av‡gwiKvq-CYBER-205, Rvcv‡bi wbàb †Kv¤úvwbi-SuperSXII. 
 

1.4.3 nvBweªW Kw¤úDUvi (Hybrid Computer) 
Bnv g~jZ Digtal I Analog Kw¤úDUv‡ii Kv‡Ri cÖwµqvi mv‡_ mgš^q K‡i ˆZwi Kiv nq| G‡Z †WUv MÖnY K‡i 
GbvjM cÖwµqvi Ges †cÖv‡mm Gi Rb¨ msL¨vq iƒcvš—wiZ K‡i wWwRUvj As‡k †cÖiY Kiv nq| nvmcvZvj, †¶cYv¯¿, 
b‡fvhvb, AvenvIqv BZ¨vw` †¶‡Î nvBweªW Kw¤úDUvi e¨envi Kiv nq| 
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1.5 Kw¤úDUv‡ii msw¶ß BwZnvm 
Pvjm© e¨v‡eR bv‡g GKRb Bs‡iR MwYZwe` 1830 mv‡j cÖ_g GbvjM Kw¤úDUvi Avwe®‹vi K‡ib| Gici nvfvW© 
wek¦we`¨vj‡qi ÔnvDqvW© GwKbÕ GKwU g¨vKvwbK¨vj Kw¤úDUvi ˆZwi K‡ib| cieZ©x‡Z wWwRUvj Kw¤úDUvi Avwe®K…Z nq 
hv g¨vKvwbK¨vj Kw¤úDUv‡ii †_‡K 200 ¸Y MwZ m¤úbœ Ges †mwU ax‡i ax‡i DbœZ n‡q AvR‡Ki Kw¤úDUvi| jW© 
evqi‡Yi †g‡q Ô†jwW G¨vWv evqiYÕ c„w_exi cÖ_g Kw¤úDUvi †cÖvMÖvgwU ˆZwi K‡ib| Kw¤úDUvi ˆZwi Kiv n‡q‡Q MYbv 
Kivi Rb¨| Kw¤úDUvi m„wói Av‡M wewfbœ weÁvbx MYbvi Rb¨ wewfbœ MYbv hš¿ Avwe®‹vi K‡ib| ZviB djvdj wnmv‡e 
AvR‡Ki DbœZ Kw¤úDUvi| 
 

wLª÷c~e© 500 eQi †_‡K 2008-Gi g‡a¨ Kw¤úDUv‡ii avivevwnK AMÖMwZ- 
 

wLª÷c~e© 500(500BC) 
Px‡b ABACUS bv‡g GK ai‡bi MYbv hš¿ e¨envi Kiv n‡Zv| Gici KvQvKvwQ GKwU hš¿ e¨envi ïi“ nq Rvcv‡b 
GwUi bvg Soroban. wP‡bi ABACUS-Gi Dc‡ii w`‡K 2wU mvwi Ges Soroban Gi Dc‡ii w`‡K 1wU mvwi 
we`¨vgvb| Soroban Gi Dc‡ii mvwi‡K e‡j Heaven Ges wb‡Pi 4wU mvwi‡K e‡j Earth. GB hš¿ GLbI wPb, 
Rvcvb I ivwkqv‡Z e¨eüZ nq| GwU †hvM I we‡qvM Ki‡Z cv‡i| 
 

     
 
 
 
 
 
 
 
 
 
 
 
 

ABACUS         SOROBAN 
 

1617 
John Napier m„wó K‡ib logarithms. G‡Z †gvU bqwU K‡i mvwi‡Z MvwYwZK msL¨v AvovAvwo mvRv‡bv n‡Zv| 
GwU‡K ejv nq NAPIER’S BONES. GwU ¸Y I fvM Ki‡Z m¶g| GwU 17 kZvãxi ïi“ †_‡K 19 kZvãxi †kl 
ch©š— Pj‡Z _v‡K| 
 

1642 
†dªÂ MwYZwe` Blaise Pascal Avwe®‹vi K‡ib Pascal’s Calculator ev PASCALINE. GwU c„w_exi cÖ_g 
K¨vjKz‡jUi| 
 

   
 
 
 
 

 
 
 
 
 

Pascal’s Calculator 
 
 
 



 
Aa¨vq-01t Kw¤úDUv‡ii aviYv 

6 

1822 
weªwUk MwYZwe` Charles Babbage Avwe®‹vi K‡ib Different Engine. Zv‡KB Kw¤úDUv‡ii RbK ejv nq| 
 

    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Charles Babbage                                       Different Engine 

 

1842 
Charles Babbage AveviI Avwe®‹vi K‡ib Analytical Engine. GwU wQj m¤ú~Y© A‡Uv‡gwUK Ges me ai‡bi 
MvwYwZK Kv‡R m¶g| GwU †cÖvMÖvg msi¶Y Ki‡Z cvi‡Zv Ges Instruction †g‡b Pj‡Z cvi‡Zv| GwU‡ZB cÖ_g 0 
Ges 1 evBbvwi wm‡÷g e¨envi Kiv nq| Charles Babbage Gi evÜex Ges weL¨vZ Kwe Lord Byron Gi †g‡q 
Lady Ada Augasta Byron GB evBbvwi Bbm&UªvKkb Gi myPbv K‡ib| Zv‡KB c„w_exi cÖ_g †cÖvMÖvgvi ejv nq| 
 

    
 

 
 
 
 
 
 
 
 
 
 

Analytical Engine 
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1889 
we`y¨r Øviv PvwjZ cÖ_g †gwkb n‡”Q HOLLERITH MACHINE. GwU Avwe®‹vi K‡ib HERMAM 
HOLLERITH. GwU‡Z GKwU †gwkb WvUv †iKwWs Ki‡Zv Ges Ab¨ †gwkb †iK©W Kiv WvUv K¨vjKz‡jkb Ki‡Zv| 
GB †gwk‡b bv¤^vi Ges Text DfqB co‡Z cvi‡Zv| GwU‡ZB cÖ_g Punched Card e¨envi Kiv nq| GwUi Aci 
bvg Tabulating Machine. 
 

 
 
 
 
 
 
 
 
 
 
 

HOLLERITH MACHINE 
 

1930 
nvfvW© BDwbfviwmwUi Howard Aiken I IBM (International Business Machine) †hŠ_fv‡e cÖ_g 
B‡jKwUªK¨vj Kw¤úDUvi Avwe®‹vi K‡ib| GwUi bvg wQj MARK-1. GLvb †_‡KB ïi“ nq cÖ_g cÖR‡b¥i Kw¤úDUvi| 
 

 
 
 
 
 
 
 
 
 
 
 

MARK-1 
 

1936 
Dr. JOHN ATANASOFF Ges JOHN BERRY AveviI Kw¤úDUvi‡K DbœZ K‡ib| Zv‡`i Kw¤úDUv‡ii bvg 
wQj ABC (Atanasoff Berry Computer) Kw¤úDUvi| 
 

     
 

 
 
 
 
 
 
 

Atanasoff Berry Computer 
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1943 
wØZxq wek¦hy‡×i mgq Rvgv©b‡`i †KvW fvOvi Rb¨ GKwU B‡jKwUªwbK Kw¤úDUvi Avwe®‹vi K‡ib weªwUk weÁvbx ALAN 
TURING COLOSSUS. 1970 mv‡ji c‡i GwUi e¨vcv‡i Rvbv hvq| 
 

1943 
J. Presper Eckert Ges John Mauchly Avwe®‹vi K‡ib ENIAC (Electronic Numerical Integrator 
And Calculator) GwUB mvavi‡Yi D‡Ï‡k¨ cÖ_g wWwRUvj Kw¤úDUvi| GwUi IRb wQj 30 Ub, GwU‡Z 18000 
f¨vKzqvg wUDe e¨envi Kiv n‡qwQj| GwU 30 †_‡K 50 dzU RvqMv wbZ Ges 160 wK‡jvIqvU kw³ jvM‡Zv| 
 

 
 

 
 
 
 
 
 
 

ENIAC 
 

1951 
GLb ch©vqµ‡g EDVAC (Electronic Discrete Variable Automatic Computer), EDSAC 
(Electronic Delay Storage Automatic Computer) Ges UNIVAC (Universal Automatic 
Computer) evRv‡i Av‡m| GwU evwYwR¨K B‡jKUªwbK wWwRUvj Kw¤úDUvi| 
 

1953 
evwYwR¨K fv‡e cÖ_g mdj Kw¤úDUvi n‡”Q IBM-650 g‡Wg| cÖ_‡g GwU gvÎ 50wU ˆZwi Kiv n‡jI c‡i AveviI 
1000 Gi †ekx ˆZwi K‡i evRv‡i Qv‡o IBM †Kv¤úvwb| 
 

1957 
John Backjar Avwe®‹vi K‡ib †cÖvMÖvwgs j¨v½y‡qR FORTRAN (Formula Translation). 
 

1958 
Jack Kilby Avwe®‹vi K‡ib Integrated Circuts (IC). hv wKbv we ỳ̈ r cÖev‡ni MwZc‡_i GK cwic~Y© iƒc Avwe®‹vi 
nq Ges e`‡j hvq Kw¤úDUvi cÖR‡b¥i| Kw¤úDUvi n‡q D‡V AwaK MwZ I †ggwi m¤úbœ| 
 

1960 
Dr. Grass Hopper Avwe®‹vi K‡ib weR‡bm A¨vcwj‡Kkb j¨v½y‡qR COBOL. 
 

1965 
Dr. John Kamony Avwe®‹vi K‡ib DbœZ †cÖvMÖvwgs j¨v½y‡qR BASIC Ges cÖ_g Mini Computer Gi Avwe®‹vi 
nq| 
 

1969 
Avwef©ve N‡U Acv‡iwUs wm‡÷g Linux I Unix Gi| 
 

1971 
Intel Corporation Gi Dr. Tade Haff Kw¤úDUvi wPc Gi DbœwZ mvavb K‡ib| evRv‡i Av‡m Intel-4004 wPc| 
c„w_exi cÖ_g gvB‡µvcÖ‡mmi GwU| GwU wQj GKwU Pvi we‡Ui gvB‡µvcÖ‡mmi| ïi“ nq gvB‡µv Kw¤úDUv‡ii c_Pjv|  
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1975 
B_vi‡b‡Ui gva¨‡g cÖ_g LAN (Local Area Network) Pvjy nq 
 

1976 
Stiff Jobs Ges Stiff Oiesniak cÖ_g Apple Kw¤úDUvi evRv‡i Av‡bb| 
 

1978 
evRv‡i Av‡m B‡›Uj D™¢vweZ 8086 gvB‡µvcÖ‡mmi| GwU wQj GKwU AvU we‡Ui gvB‡µvcÖ‡mmi|  
 

1979 
VISICALC- bv‡g cÖ_g †¯cÖWkxU †cÖvMÖvg evRv‡i Av‡bb- Bob Frankstune Ges Dan Bricklin. 
 

1980 
Ms–Dos Gi mvdj¨ cvb Bill Gets. IBM I Microsoft GKmv‡_ KvR K‡i wQ‡jb| 
 

1981 
IBM PC cÖ_g evRv‡i Av‡m| 
 

1982 
evRv‡i COMPAQ †Kv¤úvwb PC wb‡q cÖ‡ek K‡ib| 
 

1983 
evRv‡i Av‡m †¯cÖWkxU LOTUS-123. 
 

1984 
Hewlet Packared (HP) cÖ_g evRv‡i †jRvi wcÖ›Uvi Av‡bb| 
 

1987 
DbœZ cÖhyw³i 80386 cÖ‡mmi evRv‡i Av‡m| 

 

 
 
 
 
 

80386 cÖ‡mmi 
 

1988 
B‡›Uj evRv‡i AwaK kw³i cÖ‡mmi 486 (80486) evRv‡i Av‡bb| 
 

1992 
gvB‡µvmd&U DB‡ÛvR 3.1 evRv‡i Av‡m| 
 

1993 
Mark Enderson GKwU MÖvwdK¨vj I‡qe eªvDRvi Mosaic Avwe®‹vi K‡ib| wZwb Netscape Communications 
Corporation Gi mv‡_ hy³ nb| 
 

1994 
Mark Enderson Ges Jim Clark Avwe®‹vi K‡ib Netscape Navigator 1.0. 
 

1995 
evRv‡i Av‡m c~Y©v½ Acv‡iwUs wm‡÷g Windows 95. 



 
Aa¨vq-01t Kw¤úDUv‡ii aviYv 

10 

1997 
gvB‡µvmd&‡Ui DB‡ÛvR G·‡c −vevi B›Uvi‡b‡U ¸i“Z¡c~Y© f~wgKv iv‡L| Pentium II †cÖ‡mmi Avwe®‹vi nq| 
 

1998 
gvB‡µvmd&U DB‡ÛvR 98 evRv‡i Av‡m| B›Ui‡b‡Ui Rb¨ Av‡m bZzb nvW©Iq¨vi I md&UIq¨vi| 
 

1999 
B‡›Uj evRv‡i Av‡b Pentium III cÖ‡mmi| gvB‡µvmd&U Av‡b Office 2000. 
 

2000 
evRv‡i Av‡m DB‡ÛvR 2000 Acv‡iwUs wm‡÷g| 1.4GH2 MwZi †cÖw›Uqvg-4 †gwkb Ges Windows ME bv‡g 
Av‡iKwU fvm©b| 
 

2001 
DB‡ÛvR XP-i Avwe®‹vi nq| evRv‡i Av‡m e-books. 
 

2002 
Microsoft.net evRv‡i Av‡m| DVD ivBUviI evRv‡i Av‡m| 
 

2003 
WiFi (Wireless fidelity) Ges Bluetooth evRv‡i Av‡m| PC-i mv‡_ hy³ nq Mobile Phone. 
 

2004 
LCD gwbUi A¨vc‡ji iMac G-5, iPod evRv‡i Av‡m| 

 

 
 

 
 
 
 

LCD gwbUi 
 

2005 
A¨vcj i-Pod evRv‡i Av‡m| 

 
 
 
 
 

 
i-Pod 

 
2006 
evRv‡i Av‡m me©‡kl Acv‡iwUs wm‡÷g Windows Vista 
 

2007 
evR‡‡i Av‡m  Office -2007 Ges Core to due, Duel Core I Quard Core gvB‡µv †cÖv‡mmi| 
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1.6 Kw¤úDU‡ii cÖRb¥ ev †Rbv‡ikb  
AvR‡Ki †h Kw¤úDUvi †mwU A‡bKw`‡bi weeZ©‡bi BwZnvm| Abacus †_‡K ïi“ K‡i Napier’s Bones I Blaise 
Pascal Gi PASCALINE ch©š— cÖvq 2 nvRvi eQ‡ii BwZnvm Ges gvby‡li mvdj¨ ïaygvÎ †hvM, we‡qvM, ¸Y I 
fv‡Mi djvdj cvIqvi g‡a¨B mxgve×| 1823 mv‡j Charles Babbage-B cÖ_g †cÖvMÖvg mg„× GKvwaK KvR Ki‡Z 
m¤¢e MYbv hš¿ Avwe®‹vi K‡ib| hvi bvg Difference Engine. †mwUI cÖvq 200 eQi Av‡Mi BwZnvm| GiciI 
e¨v‡eRB AviI 20 eQi c‡i 1842 mv‡j Avwe¯‹vi K‡ib-Analytical Engine| e¨v‡e‡Ri †gwkbwU‡KB George 
Scheutz I Edvard Scheutz bv‡gi evc-†eUv ỳBRb wg‡j 1853 mv‡j ch©š— †Wfjc Kivi †Póv K‡ib Ges 15 
wWwRU bv¤^vi cÖ‡mm Ki‡Z mg_© nb| 1890 mv‡j Herman Hollerith bv‡gi ˆeÁvwbK Punch Card e¨envi K‡i 
WvUv BbcyU I msi¶Y K‡i cÖ‡mm Kivi cÖwµqv iß K‡ib| Zvi AvM ch©š— c~Y©v½ Kw¤úDUvi Kb‡mÞ iß bv K‡i 
AvswkK mvd‡j¨i g‡a¨B mevB mxgve× wQ‡jb| Hollirith Gi †Kv¤úvwbB Zvi cÖwZØ›Øx †Kv¤úvwbi mv‡_ †hvM w`‡q ïi“ 
K‡ib IBM (International Business Machine) bv‡gi †Kv¤úvwb| hv wKbv AvR‡Ki eZ©gv‡b Kw¤úDU‡ii RbK 
†Kv¤úvwb|  
 

1.6.1 cÖ_g cÖRb¥ ev †Rbv‡ikb 
cÖ_g cÖRb¥i Kw¤úDUvi ¸‡jv nj me©cÖ_g B‡jKUªwbK wWwRUvj Kw¤úDUvi| 1945 mv‡j divwm weÁvbx jx wW d‡i÷ 
Uªv‡qvW fvj¦ Avwe¯‹vi K‡ib| 1946 mv‡j Av‡gwiKvi †cbwmj‡fwbqv wek¦we`¨vj‡qi Rb gkwj I †cÖmcvi GKvU© 
†hŠ_fv‡e e„n`vKvi B‡jKUªwbK Kw¤úDUvi ‰Zwi K‡ib| Zuviv Kw¤úDUviwUi bvg †`b ÓGwbqvKÓ  (ENIAC) Avi 
GwbqvK n‡”Q we‡k¦i cÖ_g B‡jKUªwbK Kw¤úDUvi| GB Kw¤úDUv‡i 19 nvRvi Wv‡qvW I Uªv‡qvW fvj¦, 70 nvRvi 
†iwR÷vi, 60 nvRvi myBP, 10 nvRvi K¨vcvwmUvi wQj| wZb Ub wewkó GB Kw¤úDUvi Pvjv‡bvi Rb¨ cÖwZ NÈvq we`y¨r 
kw³ e¨wqZ nZ 150 wK‡jvIqvU| GwU Øviv cÖwZ †m‡K‡Û  5000 †hvM A_ev 350 wU ¸Y Kiv †hZ| GwU `kwgK 
c×wZ‡Z KvR KiZ| 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

wPÎt ENIAC 
 

wewfbœ Z‡_¨i wfwË‡Z Rvbv hvq †h, Rb gkwj I †cÖmcvi GKvU© 1946 mv‡j GKwU †Kv¤úvwb MVb K‡i 1951mv‡j cÖ_g 
BDwbf¨vKÑ(UNIVAC-1) Kw¤úDUvi ˆZwi K‡ib| GB BDwbf¨vKB wQj cÖ_g wWwRUvj Kw¤úDUvi| 1952 mv‡j   
IBM †Kv¤úvwb IBM–650, 701 Kw¤úDUvi evwYwR¨K wfwË‡Z ˆZwi I evRviRvZ K‡ib| 
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wPÎt UNIVAC 
cÖ_g cÖR‡b¥i Kw¤úDUv‡ii ˆewkó-  
 

1) cÖ_g cÖR‡b¥i Kw¤úDUvi `kwgK c×wZ‡Z KvR KiZ|  
2) GwU e„n`vKvi B‡jKUªÖwbK Kw¤úDUvi wQj| 
3) GwU‡Z Wv‡qvW I Uªv‡qvW fvj¦ e¨en„Z nZ| 
4) GwU Øviv cÖwZ †m‡KÛ 5000 ‡hvM ev 350 wU MyY Kiv †hZ|  
5) GwU‡Z cÖwZ NÈvq 150 wK‡jvIqvU we ÿ̀ r kw³ e¨wqZ nZ| 
6) GwU emv‡Z ˆ`‡N© 9 wgUvi Ges cÖ‡ ’̄ 15 wgUv‡ii RvqMvi cÖ‡qvRb nZ| 
7) GwU Kv‡Ri mgq Lye Mig nZ| 
8) gv‡S gv‡S cvwb †X‡j GwU‡K VvÊv Kivi cÖ‡qvRb nZ| 
9) GwU mxwgZ Z_¨ aviY Ki‡Z cviZ|  
10) GwU Kg wbf©i †hvM¨Zv m¤úbœ GKwU hš¿| 
11) c−vM †evW© w`‡q †cÖvMÖvg Pvjbv Kiv nZ|  
12) GwU bvovPvov I i¶Yv‡e¶Y Kiv eo mgm¨vi welq wQj| 

 

D`vniYt UNIVAC-1, IBM-701, IBM-650, IBM-704, IBM-709 
 

1.6.2 wØZxq cÖRb¥ ev †Rbv‡ikb 
1947 mv‡j Rb eviwWb , DBwjqvg kK‡j Ges Iqvëvi eªv‡UBb UªvbwR÷i (Transistor) Avwe®‹vi K‡ib| f¨vKzqvg 
wUD‡ei †P‡q UªvbwR÷i AvKv‡i A‡bKMyY †QvU| UªvbwR÷i Avwe®‹vi Kw¤úDUv‡ii BwZnv‡m weivU cwieZ©b G‡b †`q| 
UªvbwR÷i Avwe®‹vi nIqvi  c‡i Kw¤úDU‡iI Gi e¨envi NU‡Z Avi¤¢ nq| UªvbwR÷i e¨eüZ Kw¤úDUvi ¸‡jv wØZxq 
cÖR‡b¥i ( Second generation) Kw¤úDUvi| 1952 †_‡K 1964 G mgqKvj‡K wØZxq cªR‡b¥i mgqKvj aiv nq| 
UªvbwR÷i AvKv‡i A‡bK †QvU nIqv‡Z wØZxq cªR‡b¥i Kw¤úDUvi cÖ_g cªR‡b¥i Kw¤úDUvi †_‡K AvKv‡i †QvU n‡q 
Av‡m| 

 
 
 
 
 

wPÎt  UªvbwR÷i 
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nvB‡j‡fj fvlvi e¨envi ïi“ nq GB cÖR‡b¥| G †_‡K FORTRAN,COBOL fvlvi cÖPjb ïi“  nq| wØZxq 
cÖR‡b¥i Kw¤úDUv‡ii ˆewkó¨- 
 

1) GwU AvKv‡i †QvU| 
2) f¨vKzqvg wUD‡ei cwie‡Z© UªvbwR÷i e¨eüZ nq| 
3) G‡Z we ỳ̈ r LiP Kg nq Ges mgqI Kg jv‡M|  
4) cÖ_g cÖR‡b¥i Kw¤úDU‡ii Zzjbvq GwU `v‡g m¯Zv|  
5) GwU `ªyZMwZ m¤úbœ|  
6) Zvc mgm¨vi Aemvb, MwZ I wbf©i‡hvM¨Zvi DbœwZ|  
7) Avf¨šZixY ¯§„wZ wnmv‡e Pz¤^Kxq ‡Kv‡ii e¨envi|  
8) FORTRAN, COBOL fvlvi cÖPjb ïi“| 

 

D`vnviYt IBM-1400 1401, IBM-1600,1620, RCA-501, NCR–300, GE-200  BZ¨vw`| 
 
1.6.3 Z…Zxq cÖRb¥ ev †Rbv‡ikb 
UªvbwRmUv‡ii c‡i Gj Bw›U‡MÖ‡UW mvwK©U ( ms‡¶‡c AvB wm-IC)| GB mvwK©U‡K GKwU m~² mvwK©U ejv hvq| 1963 
mv‡ji ci Integrated Circuit (IC) Avwe®K…Z nq| A‡bK¸‡jv Wv‡qvW I UªvbwR÷i Gi gZ ˆe ỳ̈ wZK hš¿vsk w`‡q 
†h mvwK©U (Circuit ) ‰Zwi Kiv nq Zv‡K IC ejv nq | D³ IC w`‡q ˆZwi Kw¤úDUvi‡K Z…Zxq cÖR‡b¥i Kw¤úDUvi 
ejv  n‡q _v‡K| GwU AvKv‡i †QvU, `ªyZ MwZ‡Z KvR Kiv hvq Ges mgqI jv‡M Kg| GKwU AvB wm wPc cÖ‡¯’ 6 
wgwjwgUvi, ‰`‡N©¨ 18 wgwjwgUvi Ges D”PZvq 2 †_‡K 3 wgwjwgUvi| Gi mgqKvj 1964 mvj †_‡K 1972 mvj ch©š—|  
 

 
 
 
 
 
 

wPÎt AvB. wm. (IC) 
 
Z…Zxq cÖR‡b¥i Kw¤úDUv‡ii ˆewkó¨- 
 

1) Bw›U‡MÖ‡UW mvwK©U (IC) e¨vcK fv‡e e¨envi Kiv nq|  
2) GwU Kg `v‡g µq Kiv hvq| 
3) GwU AvKv‡i †QvU| 
4) GwU mn‡R enb Kiv hvq|  
5) G‡Z we ỳ̈ r kw³ Kg LiP nq|  
6) Aa©cwievnx ¯§„wZi D™¢e I weKvk|  
7) DbœZ Kvh©KvwiZv I wbf©i‡hvM¨Zv|  
8) wewfbœ ai‡bi ¯§„wZ e¨e ’̄vi cÖPjb| †hgbt Magnatic tape, hard disk drive, floppy disk drive 

BZ¨vw`i D™¢veb|  
9) wewfbœ ai‡bi †cÖvMÖvwgs Kivi e¨e ’̄v|  
10)  AvDUcyU wnmv‡e wfwWI wWm‡c − BDwbU Ges ª̀yZMwZ m¤úbœ jvBb wcÖ›Uv‡ii e¨envi|  
11)  AZ¨waK Kg© ¶gZv|  
12)  D”PZi fvlvi eûj e¨envi|  

 

D`vniYt IBM-370, PDP-8, IBM-360, IBM-350, GE-600 BZ¨vw`|  
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1.6.4 PZz_© cÖRb¥ ev †Rbv‡ikb 
 
 
 
 
 
 
 
 
 
 
 
 
 

wPÎt gvB‡µvcÖ‡mmi 
 

weÁv‡bi Af~Zc~e© DbœwZi d‡j Kw¤úDUvi AvB wm (IC) Gi g‡a¨ mxgve× _v‡Kwb| Gic‡i AvB wm ˆZwii †¶‡Î cÖf~Z 
DbœwZ n‡Z _v‡K | cÖ_g w`‡K Lye Aí msL¨K hš¿vs‡ki mgš^‡q AvB wm ‰Zwi nZ| G‡K Large Scale Integration 
( LSI) Gis Very Large Scale Integration ( VLSI) G Dbœqb Kiv nq| GB RvZxq Kw¤úDUvi‡K PZz_© 
cÖR‡b¥i Kw¤úDUvi ejv nq| G‡Z j¶vaxK UªvbwR÷i mshy³ _v‡K| AvB wm Gi `ªyZ Dbœq‡bi d‡j Kw¤úDUv‡ii cy‡iv 
†K›`ªxq cÖwµqvKiY Ask‡K GKwU AvB wm, wPc AvKv‡i ivLv m¤¢e nq| GB wPc‡KB gvB‡µvcÖ‡mmi ejv nq| GB 
gvB‡µvcÖ‡mmi ‰Zwi nq 1971 mv‡j| d‡j gvB‡µv Kw¤úDUvi IB mg‡qi wKQy c‡iB evRv‡i †`Lv hvq| GB gvB‡µv 
cÖ‡mmi GKwU †QvU wmwjKb c`v‡_©i wP‡c ˆZwi| GwU AvKv‡i 5 eM© wgwjwgUvi Ges ‡ea 1 wgwjwgUvi| GKwU wP‡c 
Kw¤úDUv‡ii K‡qKwU Ask mgwšẐ| GB me bZzb hš¿ †e‡iv‡bvi d‡j GLbKvi GKev‡i †QvU Kw¤úDUviI lv‡Ui 
`k‡Ki †h †Kvb eo Kw¤úDUv‡ii Zzjbvq †ekx Kvh©¶g wKš‘- 1969 mv‡j Bb‡Uj †Kv¤úvwb 4000 bv‡g cÖ_g 
gvB‡µvcÖ‡mmi ˆZwi K‡ib| 1971 mv‡j Bb‡Uj AviI kw³kvjx gvB‡µvcÖ‡mmi Bb‡Uj 4004 ‰Zwi K‡ib | Gi ci 
Zvuiv ‰Zwi K‡ib 8008 cÖ‡mmi| GB Bb‡Uj 1974 mv‡j 8080 gvB‡µvcÖ‡mmi ˆZwi K‡i Kw¤úDUvi‡K gvby‡li `vi 
cªv‡š— G‡b †`b| gvB‡µvcÖ‡mmi wk‡í eZ©gv‡b Pj‡Q MwZi jovB | GKQÎvwacwZ B‡›Uj‡K †cQ‡b †d‡j G GgwW 64 
weU AvwK©‡UKPv‡ii bZzb cÖ‡mmi ˆZwi Ki‡Q| A_©vr x86 AvwK©‡UKPvi hv‡K ejv n‡e “ x 86 – 64 Ó| eZ©gv‡b K‡qK 
wMMvnvR© MwZi cÖ‡mmi evRv‡i cvIqv hvq| PZz_© cÖR‡b¥i Kw¤úDUv‡ii ˆewkó¨-  
 

1) AvKv‡i †QvU weavq mn‡R enb‡hvM¨| 
2) we ÿ̀ r kw³ Kg LiP nq|  
3) GwU e¨vUvwi w`‡qI Pvjv‡bv hvq| 
4) DbœZ ai‡bi ¯§„wZ e¨e ’̄vi D™¢e| 
5) e„nr I AwZ e„nr gv‡bi AvB- wm (LSI, VLS) Gi e¨envi|  
6) evBU aviY ¶gZv e„w×|  
7) wbf©i‡hvM¨Zvi DbœwZ|  
8) cªwµqvKi‡Yi MwZ e„w×|  
9) gvB‡µvcÖ‡mm‡ii cÖPjb|  
10) DbœZ ai‡bi High Level ‡cÖvMÖvwgs j¨vs¸‡q‡Ri D™¢e|  

 

D`niYt IBM-3033, HP-3000, IBM-4341, TRS-80, IBM-PC BZ¨vw` |  
 
1.6.5 cÂg cÖRb¥ ev †Rbv‡ikb 
cÂg cÖR‡b¥i Kw¤úDUvi n‡e K…wÎg eyw× LvwU‡q KvR Kivi ¶gZv m¤úbœ| GRb¨ Kw¤úDUv‡i K…wÎg eyw×gËv ms‡hvR‡bi 
Dci M‡elYv Pj‡Q| 1981 mv‡j Rvcv‡b 14 wU †`‡ki Kw¤úDUvi weÁvbxMY cÂg cÖR‡b¥i Kw¤úDUv‡ii Dci GK 
m‡¤§jb Av‡qvRb K‡ib| weÁvbxiv wPš—v fvebv K‡ib Kxfv‡e Kw¤úDUv‡ii eyw× †`qvi e¨e¯’v Kiv hvq| G‡K e‡j 
K…wÎg eyw×| K…wÎg eyw× _vKvi Rb¨ cÂg cÖR‡b¥i Kw¤úDUv‡ii wPš—vfvebv I wePvi we‡k−lY Kivi ¶gZv _vK‡e| bZzb 
cwiw¯’wZ‡Z Kx Ki‡Z n‡e Zv Giv wb‡RivB eyw× w`‡q wVK K‡i wb‡e| Rvcv‡b GB wb‡q M‡elYv Pj‡Q| weÁvbxiv 
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Avkvev`x AwP‡iB G ai‡bi Kw¤úDUvi ˆZwi n‡e| GB Kw¤úDUv‡i gvby‡li KÉ¯̂i mbv³ Kivi ¶gZvI _vK‡e| 
gvby‡li K‡É †`Iqv wb‡ ©̀k Abyaveb K‡i cÂg cÖR‡b¥i Kw¤úDUvi KvR Ki‡Z cvi‡e| Avi cÂg cÖR‡b¥i Kw¤úDUv‡ii 
Kv‡Ri MwZ, ¯§„wZi aviY ¶gZv †h we¯§qKii~‡c e„w× cv‡e †m K_v ejvi A‡c¶v iv‡L bv| 
cÂg cÖR‡b¥i Kw¤úDUv‡ii ˆewkó¨- 
 

1) K…wÎg eyw× _vKvi Kvi‡Y †h †Kvb wel‡q wPš—v fvebv I wePvi we‡k−lY Kivi ¶gZv _vK‡e|  
2) Z_¨ aviY ¶gZvi e¨vcK DbœwZ NU‡e|  
3) ¯̂qswµq Abyev` Kivi ¶gZv _vK‡e|  
4) AwaK kw³kvjx gvB‡µvcÖ‡mmi _vK‡e|  
5) gvby‡li KÉ ^̄i mbv³ Kivi ¶gZv _vK‡e|  
6) gvby‡li KÉ¯̂i Abyaveb K‡i KvR Kivi ¶gZv _vK‡e|  
7) ¯§„wZaviY ¶gZv we¯§qKifv‡e e„w× cv‡e|  
8) ‡PŠ¤^K †Kvi ¯§„wZi e¨envi _vK‡Z cv‡i|  
9) wecyj kw³ m¤úbœ mycvi Kw¤úDUv‡ii Dbœqb NU‡e|  

 

1.7 Kw¤úDUv‡ii msMVb 
 

wba©vwiZ wbqg Abyhvqx wewfbœ hš¿ I hš¿vs‡ki g‡a¨ ms‡hvM cÖwµqv‡K Kw¤úDUvi msMVb ejv nq| Avgiv Rvwb 
Kw¤úDUvi Ggb GKwU hš¿ hvi mvnv‡h¨ bvbvgyLx mgm¨vi mgvavb Kiv hvq| ZvB mgm¨vi cÖK…wZi Dci wbf©i K‡i Zvi 
mgvav‡bi Rb¨ A‡bK mgq we‡klvwqZ Kw¤úDUvi e¨envi Ki‡Z nq Zv‡`i MVbI wewfbœ iKg n‡q _v‡K| gnvKvk 
M‡elYvi Rb¨ †h Kw¤úDUvi e¨envi Kiv nq Zvi mv‡_ evmvq e¨eüZ Kw¤úDUv‡ii cv_©K¨ A‡bK| D`vniY ^̄iƒc ejv 
hvq †Ljvi e‡ji K_v| dzUej †Ljvi ej A‡bK eo Avevi †Uwbm †Ljvi ej A‡bK ‡QvU Avi ivMwe †Ljvi ej A‡bKUv 
bvwi‡K‡ji gZ| wKš‘ bvg meviB ej| Z ª̀“c Avgiv GLv‡b GKwU Kw¤úDUv‡ii mvaviY msMVb Av‡jvPbv Kie hv 
Kw¤úDUv‡ii Kv‡Ri cÖK…wZ‡K Avgv‡`i mvg‡b mn‡R Zz‡j ai‡e| Kw¤úDUvi KvR K‡i AvB wc I (I-P-O) mvB‡K‡ji 
gva¨‡g| Bnv cÖ_‡g Z_¨(Data) MÖnY K‡i wewfbœ BbcyU wWfvB‡mi gva¨‡g| Gici Z‡_¨i (Data) cÖwµqvKiY 
(Processing) K‡i wmwcBD(Central Processing Unit) bv‡gi wmm&‡Ug wWfvB‡mi gva¨‡g Ges djvdj cÖKvk 
K‡i AvDUcyU wWfvBm (Output Device) Gi gva¨‡g| Avi GB mg —̄ wWfvBm ¸wj‡K e‡j nvW©Iq¨vi| 
 
 
 

      
 
 
       
 

 
A_ev 

 
 

 
 
 
 

 

 
 

wPÎt Kw¤úDUv‡ii msMVb 
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1.7.1 BbcyU BDwbU 
‡Kvb KvR Kivi Rb¨ Kw¤úDUv‡ii †h cÖ_wgK DcvË ¸‡jvi cª‡qvRb c‡o Zv BbcyU BDwb‡Ui gva¨‡gB cvVv‡bv nq| 
BbcyU BDwbU e¨enviKvix-cÖ`Ë DcvË‡K Ggb fv‡e iƒcvšÍi K‡i †bq hv Kw¤úDUv‡ii e¨envi Dc‡hvMx nq| eûj 
e¨eüZ `ywU BbcyU BDwbU nj Kx‡ev©W I gvDm| GQvovI i‡q‡Q ¯‹¨vbvi, I. Gg. Avi., I. wm. Avi., jvBU †cb, Rq 
÷xK, KvW© ixWvi, wWwRUvj K¨v‡giv, Web K¨v‡giv, gvB‡µv‡dvb BZ¨vw`| 
 
 

                         
Keyboard           Mouse         Joy Stick            Scanner 

 

                 
   Web Digital          Camera          Microphone 

 
wewfbœ BbcyU wWfvBm 

 

1.7.2 A¨vwi_‡gwUK jwRK BDwbU 
G As‡ki KvR nj MvwYwZK I †hŠw³K KvR My‡jv Kiv| MvwYwZK KvR¸‡jvi g‡a¨ i‡q‡Q †hvM, we‡qvM, ¸Y, fvM 
BZ¨vw` | Avi hyw³K KvR ¸‡jv n‡Z cv‡i ‡QvU-eo wbY©q Kiv, mgvb wK bv hvPvB Kiv BZ¨vw`| 
 

1.7.3 K‡›Uªvj BDwbU 
Kw¤úDUv‡ii me iK‡gi Kvh©vejx wbqš¿Y I Zv‡`i g‡a¨ mgš^q mvab KivB n‡”Q G As‡ki KvR| G KvR ¸‡jvi g‡a¨ 
i‡q‡Q BbcyU I AvDUcyU Gi hš¿vsk mg~n wbqš¿Y, †ggwi †_‡K WvUv D‡Ëvjb I †ggwi‡Z WvUv msi¶Y BZ¨vw`| 
 

1.7.4 †ggwi ev ¯§„wZ 
cÖwµqvKi‡Yi c~‡e© cÖ`Ë DcvË cÖwµqvKvjxb mg‡q Aš—eZ©xKvjxb djvdj Ges cÖwµqvKi‡bi †k‡l P~ovš— djvdj Rgv 
ivLvi Rb¨ Kw¤úDUv‡ii †h Ask¸‡jv (cÖvBgvwi I †m‡KÛvwi †ggwi) KvR K‡i Zv‡K †ggwi BDwbU e‡j| 
 

1.7.5 AvDUcyU BDwbU 
cÖwµqvKi‡Y †k‡l AvDcyU BDwb‡Ui gva¨‡g Avgiv P~ovš— djvdj †c‡q _vwK| AvDUcyU BDwbU Kw¤úDUv‡ii djvdj‡K 
gvby‡li †eva‡Mvg¨ K‡i djvdj cÖ̀ vb K‡i mvaviYZ †U·U, MÖvwd·, mvDÛ BZ¨vw` iƒ‡c Avgiv AvDUcyU †c‡q _vwK| 
AvDUcyU hš¿cvwZi g‡a¨ i‡q‡Q gwbUi, wcÖ›Uvi, w¯úKvi, c−Uvi BZ¨vw`| 
 
 

                  
      Digital Color Monitor               Speaker                 Headphone           Printer 
 

wPÎt AvDcyU wWfvBm 
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1.8 cv‡mv©bvj Kw¤úDUvi ev gvB‡µv Kw¤úDUvi 
mvaviY e¨enviKvixiv Zv‡`i cÖvZ¨wnK KvR-K‡g©i Rb¨ †h Kw¤úDUvi e¨envi K‡i _v‡Kb Zv‡K cv‡m©vbvj Kw¤úDUvi 
ejv nq| GKwU cv‡m©vbvj Kw¤úDUv‡ii Dcv`vbmg~n‡K cÖavbZ `yBwU e„nËi As‡k fvM Kiv nq| G¸‡jv nj nvW©Iq¨vi 
I mdUIq¨vi| 
 

1.8.1 nvW©Iq¨vi ev hš¿cvwZ I Gi cÖKvi‡f` 
nvW©Iq¨vi ej‡Z Avgiv Kw¤úDUv‡ii `„k¨gvb hš¿vsk hv k³ (Hard) Ges „̀k¨gvb (Visible) †m ¸‡jv‡K ey‡S _vwK| 
Kv‡Ri ai‡bi Dci wfwË K‡i Kw¤úDUv‡ii nvW©Iq¨vimg~n‡K cÖavbZ wZb fv‡M fvM Kiv hvq| h_vt BbcyU hš¿cvwZ, 
cª‡mwms hš¿cvwZ, AvDUcyU hš¿cvwZ| 
 

1.8.1.1 BbcyU hš¿cvwZ 
‡Kvb mgm¨vi mgvav‡bi Rb¨ H mgm¨v m¤ú©wKZ cÖv_wgK DcvËmg~n Kw¤úDUvi‡K Av‡M †_‡KB Rvwb‡q w`‡Z nq| 
Kw¤úDUv‡i DcvË cvVv‡bvi Rb¨ †h me hš¿vsk e¨envi Kiv nq Zv‡`i‡K BbcyU hš¿cvwZ ejv nq| wb‡gœ eûj cÖPwjZ 
wKQz Bb cyU hš¿cvwZi cwiwPwZ Zz‡j aiv nj| 
 

wK‡evW© (Keyboard)t Input Device Gi g‡a¨ me‡P‡q ¸i“Z¡c~Y© Ges e¨vcK e¨eüZ wWfvBm n‡”Q Keyboard| 
GwU Qvov Kw¤úDUvi Acv‡iU Kiv cÖvq Am¤¢e| Keyboard cÖavbZ `yB ai‡bi| †hgbt Standard Keyboard(84 
keys) Ges Enhanced keyboard(101/102/104 keys).  
 

 
  

 
 
 
 
 

wPÎt wewfbœ cÖKvi Keyboard 
 

Keyboard Gi †cvU© nq †gvU wZb iKg| h_vt PS/2 Port, USB Port Ges Serial Port.   
 
 

   
 

 
 

wPÎt Keyboard Port. 
 

gvDm (Mouse)t Mouse n‡”Q Kx‡ev‡W©i cvkvcvwk Av‡iKwU eûj e¨eüZ BbcyU wWfvBm| gvDm w`‡q Kx‡ev‡W©i 
†P‡q A‡bK ª̀“Z KvR Kiv hvq| gvDm `yB ai‡bi nq| †hgbt Mechanical I Optical.  
 

†gKvwbK¨vj (Mechanical)- gvD‡mi wb‡Pi w`‡K GKwU ej _v‡K GRb¨ gvDm gyf Ki‡j †W¯‹U‡c Kvm©iI 
Dci/wbP/Wvb/evg gyf K‡i|  
 

AcwUK¨vj (Optical)- gvD‡mi wb‡Pi w`‡K e‡ji cwie‡Z© GKwU Ray Øviv gyf nq| GB gvDm K¨ejmn n‡Z cv‡i 
Avevi WirelessI n‡Z cv‡i| 
 
 

        
 

 
 
 
 

wPÎt wewfbœ cÖKvi Mouse 
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Rqw÷K (Joystick)t GB wWfvBmwU †Mg †Ljvi Rb¨ e¨eüZ nq| GwU Øviv wmMb¨vj‡K wewfbœ w`‡K gyf Kiv nq| 
 

          
 

 
 
 
 

 
wPÎt wewfbœ cÖKvi Joystick. 

 

¯‹¨vbvi (Scanner)t †Kvb B‡gR‡K wWwRUvj wmMb¨v‡j iƒcvš—i K‡i Kw¤úDUv‡i †bIqvi Rb¨ GwU e¨eüZ nq| 
mvaviYZ MÖvwd· wWRvBbvi, Gwb‡gUi G‡`i Rb¨ GwU GKwU Acwinvh© wWfvBm| 
 

            
 

 
 
 
 
 

wPÎt wewfbœ cÖKvi Scanner. 
 
wWwRUvj K¨v‡giv (Digital Camera)t GwU big¨vj GbvjM Kw¤úDUv‡ii gZ Qwe Zzj‡jI, mv‡_ mv‡_B QwewU‡K 
wWwRUvj wmMb¨v‡j iƒcvš—wiZ K‡i †ggwi wP‡c Rgv iv‡L| G‡Z GKwU LCD gwbUi _v‡K, Kv‡RB Qwe †Zvjv gvÎ †`Lv 
hvq Ges Lvivc Qwe mv‡_ mv‡_ gy‡Q †djv hvq| GKwU USB K¨e‡ji gva¨‡g Qwe Kw¤úDUv‡i †bIqv nq Ges j¨ve 
†_‡K wcÖ›U K‡i nvW©Kwc ˆZwi Kiv nq A_ev CD/DVD†Z msi¶Y Kiv nq| 
 
 

                 
                                    

 
 
 
 

wPÎt wewfbœ cÖKvi Digital Camera. 
 

I‡qe K¨v‡giv (Web Camera)t GwU GKwU gywf/w÷j K¨v‡giv hv‡K mivmwi Kw¤úDUv‡i Ry‡o †`Iqv nq Ges 
B›Uvi‡b‡Ui gva¨‡g †h †Kvb ’̄v‡b Qwe cvVv‡bv hvq| GwU Øviv wfwWI P¨vU Kiv hvq| 
 

       
            

 
 
 
 

 
wPÎt wewfbœ cÖKvi Web Camera(Cam). 
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wWwRUvBRvi (Digitizer)t GwU‡K Wªwqs †evW©I ejv nq, Gi gva¨‡g eo eo Drawing, Mapping, Drafting  
BZ¨vw`i KvR Kiv nq| GLv‡b GKwU AvqZvKvi P¨vÞv e −K (Block) _v‡K hv‡K e‡j wWwRUvBRvi †evW© ( Baord ), 
wWwRUvBwRs †Uwej (Digitizing table) ev MÖvwdK †Uwej (Graphic table) Gi AvKvi 9// x 12// ‡_‡K  48// x 
72// ch©š— n‡Z cv‡i| †ev‡W©i wfZ‡i Dchy³ ˆe`y¨wZK e¨e¯’v _vKv| GKwU ÷vBjv‡mi (Stylus Kj‡gi gZ) mvnv‡h¨ 
†ev‡W© hv wKQy †jLv ev AvuKv hvq ZvB gwbU‡ii c ©̀vq  †f‡m I‡V| †mBm‡½ wewfbœ mg‡q ÷vBjv‡mi Ae ’̄v‡bi x I y 
’̄vbv¼ (Co- ordinates) Kw¤úDUvi †ggwi‡Z P‡j hvq| KvM‡R †Kvb MÖvd ev Qwe Gu‡K Zv wWwRUvBRvi †ev‡W© †i‡L 

†mB MÖvd ev Qwei Dci ÷vBjvm eywj‡q Zv‡K VDU Gi c`v©q †`Lv‡bv hvq Ges Zvi ¯’vbv¼ Kw¤úDUv‡i BbcyU Kiv 
hvq| Gfv‡e wWwRUvBRv‡ii mvnv‡h¨ wewfbœ MÖvd, g¨vc, evwo BZ¨vw` c−̈ vb mn‡RB Kw¤úDUv‡i BbcyU Kiv hvq|  
 
 

 
 

 
 
 
 
 
 
 
 

wPÎt wWwRUvBRvi 
 

AcwUK¨vj gvK© wiWvi(OMR)t ‡h h‡š¿i mvnv‡h¨ †cwÝj ev Kvwji `vM covi e¨e ’̄v Kiv nq †m hš¿‡K AcwUK¨vj 
gvK© wiWvi (OMR) e‡j| OMR GK ai‡bi cVbhš¿| hv Kvj Kvwji `vM ev †cwÝ‡ji `vM eyS‡Z cv‡i| we‡kl 
†Kvb e¨e ’̄vi gva¨‡g `vM¸‡jv ZwoZ cÖev‡ni cwieZ©b NUvq| hvi d‡j Kw¤úDUvi OMR Gi gva¨‡g fivUK…Z e„Ë ev 
`vM ey‡S †bq| GB c×wZ‡Z DËicÎ hvuPvB Ki‡j †Kvb fy‡ji m¤¢vebv _v‡K bv| hLb DËi cÎwU OMR ‡gwk‡b 
†`Iqv nq ZLb OMR me Kvj Kvwji `vM¸‡jv c‡o †bq c‡i c~‡e© Kw¤úDUv‡ii ¯§„wZ‡Z iw¶Z DË‡ii mv‡_ Zzjbv 
K‡i mwVK DËi wbY©q K‡i| OMR w`‡q mwVKfv‡e cix¶vi LvZv g~j¨vqb Kiv nq| cix¶v_x©iv mwVK g~j¨vqb †_‡K 
ewÂZ nq bv|  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

wPÎt I. Gg. Avi †gwkb 
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1.8.1.2 cÖ‡mwms hš¿cvwZ 
Kw¤úDUv‡ii g~j KvR nj WvUv cÖ‡mm Kiv| WvUv cÖ‡mwms Gi Rb¨ Kw¤úDUv‡i g~jZ cÖ‡mmi‡K e¨envi Kiv nq| 
eZ©gvb mg‡qi cv‡m©vbvj Kw¤úDUvi cÖavb cÖ‡mm‡ii cvkvcvwk mnKvix cÖ‡mmi e¨envi Kiv nq| hviv mywbw`©ó Kv‡R 
cÖ‡mmi‡K mvnvh¨ K‡i cÖ‡mwms Gi MwZ‡K evwo‡q †`q| wb‡P GKwU cv‡m©vbvj Kw¤úDUv‡i eûj e¨eüZ cª‡mwms 
hš¿cvwZi cwiwPwZ Zz‡j aiv nj| 
 

 
 
 
 
 
 
 
 
 

 
wPÎt B‡›Uj †Kvi-2 cÖ‡mmi| 

 

gvB‡µvcÖ‡mmit gvB‡µvcÖ‡mmi nj ¶z̀ ªvK…wZi GKwU B‡jKUªwbK wPc hvi mvnv‡h¨ Kw¤úDUvi Zvi hveZxq cÖ‡mwms 
Kvh©vejx m¤úv`b K‡i| GwU Uª¨vbwR÷i, †iwR‡÷Ý I K¨vcvwmUi w`‡q ˆZwi Kiv nq| GKwU gvB‡µvcÖ‡mm‡i G Dcv`vb 
¸‡jvi msL¨vi Dci wbf©i K‡i gvB‡µvcÖ‡mmi ˆZwii wKQz wKQz cÖhyw³ M‡o D‡V‡Q| G¸‡jv nj: Smal Scale 
Intregration(SSI), Large Scale Intregration(LSI), Very Large Scale Intregration(VLSI), Ultra 
Large Scale Intregration(ULSI)| G cÖhyw³ My‡jvi g‡a¨ eZ©gv‡b VLSI cªhyw³ e¨envi K‡i gvB‡µvcÖ‡mmi 
ˆZwi Kiv nq| wb‡P gvB‡µvcÖ‡mm‡ii wKQz KvR Zz‡j aiv nj-  
  

 * gvB‡µvcÖ‡mmi Kw¤úDUv‡ii mKj As‡ki wbqš¿Y I mgq wba©viY ms‡KZ cÖ`vb K‡i _v‡K| 
 * GwU †ggwi †_‡K WvUv I wb‡`©k wb‡q _v‡K| 
 * GwU wb‡ ©̀k wW‡KvW K‡i _v‡K| 
 * GwU MvwYwZK I hyw³g~jK KvR K‡i _v‡K| 
 * GwU Kw¤úDUvi †ggwi‡Z msiw¶Z †cÖvMÖvg wbe©vn K‡i _v‡K| 
 * GwU BbcyU I AvDUcyU Ask My‡jvi mv‡_ mgš̂q mvab K‡i| 
   

D`vniYt Intel-8086, 80186, 80486, Pentium-I, II, III, IV, AMD Athlon BZ¨vw`| 
 

g¨v_ ‡Kv-cÖ‡mmit A‡bK RwUj MvwYwZK wnmve †hgb wÎ‡KvbwgwZK dsk‡bi djvdj wbY©q, †dv¬wUs c‡q›U b¤^v‡ii 
†hvM-we‡qvM BZ¨vw` gvB‡µvcÖ‡mmi w`‡q Ki‡Z †M‡j A‡bK mg‡qi cÖ‡qvRb nq| G‡Z K‡i †UvUvj cÖ‡mwms ¯cÖxW ev 
MwZ A‡bK K‡g hvq| ZvB G KvR ¸‡jv m¤úv`‡bi Rb¨ we‡kl fv‡e ˆZwi cÖ‡mmi e¨envi Kiv nq| Gai‡bi 
cÖ‡mmi‡K g¨v_‡KvcÖ‡mmi e‡j| D`vniYt Intel-8087. 
 

MÖvwd· cÖ‡mmit Kw¤úDUvi gwbU‡i Avgiv †h AvDUcyU †`L‡Z cvB Zv cȪ ‘Z Ki‡Z A‡bK RwUj wnmve Ki‡Z nq| 
Gai‡bi cÖwµqvKiY‡K †f±i cÖ‡mwms e‡j| ZvB G KvR g~j cÖ‡mmi‡K w`‡q bv K‡i we‡kl ai‡bi cÖ‡mmi e¨envi 
Kiv nq †h ¸‡jv MÖvwd· cÖ‡mmi bv‡g cwiwPZ| D`vniYt RIVA TNT2. 
 

1.8.1.3 AvDUcyU hš¿cvwZ 
cÖwµqvKi‡Yi ci djvdj‡K gvby‡li †evaMg¨ K‡i Dc ’̄vcb Ki‡Z nq| Kw¤úDUv‡ii †h Ask G KvRwU K‡i _v‡K 
Zv‡K AvDUcyU wWfvBm e‡j| wb‡gœ wWwRUvj Kw¤úDUv‡ii wKQz AvDUcyU wWfvB‡mi cwiwPwZ Zz‡j aiv nj- 
 

gwbUi(Monitor)t gwbUi GKwU ¸i“Z¡c~Y© AvDUcyU wWfvBm| GwU n‡”Q Z_¨ cÖ`©k‡bi GKwU gva¨g hv wfwWI 
K‡›Uªvjvi KvW© ev GWvÞvi †_‡K cÖvß ms‡KZ‡K h_vh_ iƒcvš—‡ii ci wbR ^̄ ¯Œxb ev c`v©q †`Lvq|  
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wPÎt wewfbœ cÖKvi gwbUi 
 

cÖPwjZ mKj gwbUi‡K is‡qi Dci wfwË K‡i wZb fv‡M fvM Kiv hvq| h_v-  
 

1) iwOb(Color) gwbUit c`©vq mKj is dy‡U D‡V|  
2) GKiOv ev g‡bvµg(Monochrome) gwbUit Kv‡jv c`vq mv`v ev Ab¨ i‡Oi A¶i dz‡U D‡V|  
3) ‡MÖ †¯‹j (Grey scale) gwbUit c`v©q mKj is mv`v K‡jv‡Z dz‡U D‡V|  

 

cÖhyw³i Dci wfwË K‡i gwbUi‡K cÖavb `ywU fv‡M fvM Kiv hvq| h_v-  
 

1. K¨v‡_vW iwk¥ wUDe (Cathode Ray Tube- CRT) gwbUi I  
2. d¬̈ vU c¨v‡bj (Flat Panel)gwbUvi/LCD gwbUi|  
 

gvwëwgwWqv cÖ‡R±i(Multimedia Projector)t   
 

 
 
 
 
 
 
 
 
 
 
 
 
   

wPÎt cÖ‡R±i 
 

eZ©gvb hy‡M gvby‡li Pvwn`v c~i‡Yi †¶‡Î gvwëwgwWqvi DcKiY ev †cÖvWv±mg~‡ni f~wgKv Zzjbvnxb| A‡bK Av‡MB gvbyl 
j¶ K‡i‡Q †h †Kvb Z_¨ wewfbœ wgwWqvi gva¨‡g Dc ’̄vcb Kiv nq Zv †ekx Kvh©Ki f~wgKv cvjb K‡i| gvwëwgwWqv 
cÖ‡R±‡ii gva¨‡g †h †Kvb Z_¨ wewfbœ wgwWqvi mvnv‡h¨ `k©‡Ki mvg‡b Zz‡j aiv nq| Kw¤úDUv‡ii mvnv‡h¨ Avgiv 
GKmv‡_ wewfbœ wgwWqv e¨envi K‡i GKwU Z_¨‡K AvK©lYxq fv‡e Dc ’̄vcb Ki‡Z cvwi| gvwëwgwWqv cÖ‡R±‡ii gva¨‡g 
Kw¤úDUv‡ii †Kvb Z_¨, wUwf †cÖvMÖvg wKsev  ‡Kvb gywf eo ¯Œx‡b Dc¯’vcb Kiv hvq| gvwëwgwWqv cÖ‡R±‡ii gva¨‡g 
wewfbœ wgwWqvi mvnv‡h¨ Z_¨ Dc ’̄vcb Kiv, Dc ’̄vc‡Ki †iKW© Kiv Dc ’̄vcbvUvI cÖ̀ k©b Kiv hvq| Gfv‡e gvwë 
wgwWqvi mvnv‡h¨ †Kvb g¨v‡mR ev Z_¨‡K Dc¯’vcb Kiv n‡j Zv `k©K‡`i g‡b mn‡RB `vM Kv‡U Ges Zv g‡b ivL‡Z 
mvnvh¨ K‡i|  
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wcÖ›Uvi (Printer)t wcÖ›Uvi n‡”Q Av‡iKwU ¸i“Z¡c~Y© AvDUcyU wWfvBm| mvaviYZ wcÖ›U ev nvW©Kwc †bIqvi Rb¨ GwU 
e¨eüZ| mvaviYZ wZb ai‡bi wcÖ›Uvi e¨eüZ nq| h_v- 

1) Dot matrix,  
2) Inkjet ev Bubble jet I  
3) Laser Jet  

 

         
               
 
 
 
 

Dot Matrix                 Bubble Jet                  Laser Jet    
 

w¯úKvi (Speaker)t gwbUi w`‡q †hgb †Pv‡L †`Lv hvq| Speaker w`‡q †Zgwb Kv‡b †kvbv hvq| AwWI †kvbvi 
Rb¨ GwU e¨eüZ nq| 
 

    
 
 
 
 
 
 

wPÎt wewfbœ cÖKvi Speaker.  
 

c−Uvi (Plotter)t c−Uvi we‡kl ai‡bi gy`ªY hš¿| Lye my² †iLv wewkó b·v ev wP‡Îi gy`ªY †bqvi Rb¨ G ai‡bi hš¿ 
e¨envi Kiv nq| cÖ‡¯’ K‡qK dzU Ges ‰`‡N©¨ hZUv cÖ‡qvRb ZZUv `xN© KvM‡R c−Uvi h‡š¿i mvnv‡h¨ gy`ªY †bqv hvq|  
Gi mvnv‡h¨ mv`v-Kv‡jv Ges ewOb Dfq ai‡bi wcÖ›U Kiv m¤¢i| GwU w`‡q eo eo MÖvwd‡·i KvR †hgb AvwK©‡UKPvivj 
wWRvBb, cwj mvBb, wej †evW© BZ¨vw` wcÖ›U Kiv nq| Kvco, KvMR BZ¨vw` wewfbœ wgwWqv‡Z GwU w`‡q wcÖ›U Kiv hvq| 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

wPÎt c−Uvi 
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1.8.2 wm‡÷g BDwbU ev Zvi mv‡_ m¤ú„³ wewfbœ hš¿cvwZ  
wm‡÷g BDwbU ˆZwii Rb¨ †h Ask¸wj we‡kl cÖ‡qvRb †m¸wj n‡”Q 1) MotherBoard 2) Processor 3) RAM       
4) Hard Disk 5) Floppy Disk Drive 6) VGA/AGP Card Ges 7) Casing G¸wj n‡”Q AZ¨vek¨K| 
GQvov G·Uvibvj wKQz wWfvBm e¨envi Kiv nq| †hgb Multimedia-i Rb¨ Sound Card, CD/DVD Rom, 
Ab¨ WªvB‡fi g‡a¨ CD Writer, DVD Writer, Combo Drive, USB Flash drive, Memory Card 
BZ¨vw`| Ab¨ Kv‡W©i g‡a¨ Lan Card, TV Card, Capture Card, Jack Card, USB Card Ges Modem.  
 

gv`vi‡evW© (Mother Board)t Kw¤úDUv‡ii g~j wWfvBm n‡”Q MotherBoard. GwU‡K Main BoardI ejv 
nq| G‡Z wewfbœ ai‡bi −̄U _v‡K Ges GB mg¯— ¯ −‡U wewfbœ ai‡bi KvW©, RAM, Processor BZ¨vw` emv‡bv nq| 
 

                
                   
 
 
 
 
 
 
 

Slot-1 M.D                 Socket MotherBoard  
 

cÖ‡mmi (Processor)t GwU n‡”Q g~j Processing BDwbU, mg¯— Bb÷ªvKkb GwU cÖ‡mm K‡i _v‡K| GB cÖ‡mmi‡K 
gvB‡µvcÖ‡mmi e‡j| evRv‡i wewfbœ †Kv¤úvwbi ˆZwi cÖ‡mmi cvIqv hvq| †hgb- B‡›Uj, AvBweGg, GGgwW BZ v̈ẁ | 
G‡`i g‡a¨ Avevi wKQz Pin Processor Ges wKQz Stot-1 Processor.  
 
 

           
                           

 
 
 
 
 
 
 

wPÎt B‡›Uj †Kvi-2 cÖ‡mmi| 
 

‡ig (RAM)t GwU GKwU A¯’vqx †ggwi| Kw¤úDUvi Pvjy Ae¯’vq GwU Kvh©Ki nq| cvIqvi eÜ K‡i w`‡j GwU duvKv 
n‡q hvq| RAM Gi c~Y© A_© n‡”Q Random Access Memory.  
 

    
 

 
 
 
 
 

 

wPÎt RAM 
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Hard disk (Storage Unit)t GwU GKwU ’̄vqx †÷v‡iR wWfvBm| mg —̄ ai‡bi Bbdi‡gkb GLv‡b ms¶iY K‡i 
ivLv nq| Gi g~j Dcv`vb n‡”Q Dfq cv‡k †PŠ¤^yK c`v‡_©i cvZjv AveiYmn G¨vjywgwbqv‡gi cvZ| 

 

       
  
 
 
 
 
 
 

 Internal                              External                          
  

Floppy Disk WªvBft Floppy wW‡¯‹i gva¨‡g GK ’̄vb †_‡K Ab¨ ’̄v‡b WvUv cvVv‡bvi KvR Kiv nq| †h WªvB‡f 
Floppy wW¯‹ e¨envi Kiv nq †mwU‡K e‡j Floppy Disk Drive. 
 

    
                 
 
 
 
 

Internal               External                            USB 
 

CD ROMt AwWI/wfwWI wmwW Pvjv‡bvi Rb¨ CD ROM e¨eüZ nq| 
 
 

     
               External                   Internal                            USB 
 
 

DVD ROMt wWwfwW Pvjv‡bvi Rb¨ DVD ROM WªvBf e¨eüZ nq| GwU w`‡q CD I Pvjv‡bv hvq| 
 
 

         
 

wPÎt DVD ROM  
 

CD Writert CD ROM w`‡q CD Pvjv‡bv hv‡e wKš‘ CD †Z wKQz Kwc Kiv hv‡e bv GRb¨ CD Writer e¨envi 
Kiv nq| 
 

                             
 

wPÎt CD Writer. 
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DVD Writert GwU CD ivBUv‡ii gZ Z‡e GwU w`‡q CD I DVD `yBwUB ivBU Kiv hvq| GwU Internal ev 
External n‡Z cv‡i| 
 

      
  Internal                     External 

 

Combo Drivet Combo Drive GwU w`‡q CD I DVD `yBwUB Pvjv‡bv hvq Z‡e ïaygvÎ CD ivBU Kiv hvq| 
 
 

 
 

wPÎt Combo Drive 
 

USB Pen Drive(Flash Drive)t GLb mvaviYZ Floppy wW¯‹ Lye Kg e¨envi Kiv nq| Gi e`‡j AwaK 
Storage ¶gZv m¤ú~Y© Pen Drive cÖPwjZ n‡q‡Q| GwU w`‡q WvUv-Av`vb cÖ`vb Kiv nq| 
 
 

   
 

wPÎt USB Pen Drive 
 

Casingt GwU GKwU eo ev·| hvi g‡a¨ mg —̄ wWfvBm ¸wj _v‡K| GwU‡K CPU I ejv nq|  
 

                  
           

wPÎt ATX Casing.                             
 

Sound Cardt Kw¤úDUv‡i AwWI wgDwRK †kvbvi Rb¨ GB KvW© e¨envi Kiv nq| gv`vi‡ev‡W© weë-Bb-KvW© 
_vK‡Z cv‡i| GQvov ¯ −‡U Avjv`v mvDÛ KvW© emv‡bv hv‡e| mvDÛ Kv‡W©i mv‡_ Avjv`v Joystick ev Game Port 
_vK‡Z cv‡i| 
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wPÎt Sound Card. 
 

VGA/AGP Cardt GwU n‡”Q MÖvwd· KvW©| gwbU‡ii wWm‡c− †Kgb n‡e †mwU GB Kv‡W©i Dci wbf©i K‡i| wewfbœ 
ai‡bi VGA ev AGP KvW© cvIqv hvq| GB Kv‡W©I GLb ¯^qsm¤ú~Y© †ggwi _v‡K| 
 

     
 

wPÎt VGA/AGP Card. 
 

Fax g‡Wgt B›Uvi‡bU ms‡hv‡Mi Rb¨ GwU me‡P‡q ¸i“Z¡c~Y© wWfvBm| GwUI Internal I External n‡Z cv‡i| 
 
 

                          
        Internal                 External            Wireless Modem 

 
 

LAN KvW ©t GKvwaK Kw¤úDUv‡ii g‡a¨ †h †bUIqvwK©s Kiv nq †mwU‡K e‡j LAN A_©vr Local Area Network.  
LAN Kv‡bKk‡bi Rb¨ †h wWfvBm e¨eüZ nq †mwU‡KB e‡j LAN Card.  
 
 

 
 

wPÎt LAN KvW©|  
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TV Cardt Kw¤úDUv‡ii gwbU‡ii gva¨‡g Television †`Lv hvq| Gi Rb¨ †h wWfvBmwU e¨eüZ nq Zv‡K e‡j 
TV Card GwUI Internal I External ỳB ai‡bi n‡Z cv‡i| 
 
 

                     
 
 

wPÎt TV Card. 
 

Capture Cardt mvaviYZ VHS, SVHS ev TV, wfwWI K¨v‡mU †_‡K Kw¤úDUv‡i wfwWI †K wWwRUvBR K‡i 
†bIqvi Rb¨ GKwU KvW© e¨eüZ nq| GwU‡K e‡j Capture Card G‡Z IEEE bv‡g GKwU Avjv`v Port _v‡K|  
 

    
           Internal                              External   

 

Jackt  B›Uvi‡b‡Ui gva¨‡g mviv we‡k¦ †dvb Kivi Rb¨ Net 2 Phone UvB‡ci A‡bK mdUIq¨vi e¨envi Kwi| Avi 
Gi Rb¨ GKwU wWfvBm e¨eüZ nq hvi bvg Jack Card. 
 

 
 

wPÎt Jack. 
 

USB Cardt eZ©gv‡b USB †cv‡U©B †ekx e¨eüZ nq| gv`vi †ev‡W©i mv‡_ mvaviYZ 2wU ev 4wU USB †cvU© _v‡K| 
GB †cvU© evov‡bvi `iKvi n‡Z cv‡i GRb¨ GK ai‡bi KvW© e¨eüZ nq| GwU‡K e‡j USB Card. 
 

      
 

wPÎt USB Card. 



 
Aa¨vq-01t Kw¤úDUv‡ii aviYv 

28 

Memory Cardt GB Kv‡W© WvUv‡K †÷vi K‡i ivLv hvq| hvi Kvi‡Y Memory Chip Gi gva¨‡g GK Kw¤úDUvi 
†_‡K Ab¨ Kw¤úDUv‡i WvUv †bIqv hvq| wWwRUvj K¨v‡giv‡Z, †gvevBj †dv‡b, MP3 †c−qv‡i GwU †ekx e¨eüZ nq| 
 

        
 

wPÎt Memory Card. 
 
Memory Readert †ggwi wPc n‡”Q cvZjv GKwU cvZ| Kw¤úDUv‡ii GwU cov‡bvi Rb¨ GKwU e‡· GwU †mwUs 
Ki‡Z nq GB e·wUB n‡”Q Memory Reader. 
 

Stabilizert †fv‡ëR DVvbvgv Ki‡jI Kw¤úDUv‡i †hb ¶wZ bv nq †mRb¨ gv‡S GKwU wWfvBm e¨eüZ nq GwUB 
n‡”Q Stabilizer. 

    
 

wPÎt Stabilizer. 
 
UPSt cvIqvi P‡j †M‡jI wKQz mg‡qi Rb¨ cvIqvi msi¶Y K‡i ivLvi hš¿wUi bvg UPS(Uninterruptible 
Power Supply)  

      
 

wPÎt UPS. 
 

Finger Print Readert GwU gvB‡µvmd&U †Kv¤úvwbi ˆZwi GKwU wWfvBm GwU Øviv Av½y‡ji Qvc mbv³ Kiv 
hvq| 
 

Apple i-podt GwU‡Z 20,000 †ii gZ Mvb msi¶Y K‡i ivLv hv‡e| GwU GK ai‡bi External Storage 
Device.  
 

 
 

 
 
 
 

wPÎt i-pod. 
MP3 Playert GwU‡Z MP3 Mvb msi¶Y K‡i ivLv hvq| GwU A‡bKUv Pen WªvB‡fi gZ| 
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wPÎt MP3 Player. 
 

MP4 Playert GwU‡Z MP3 Mv‡bi cvkvcvwk wfwWI †`Lv hv‡e| 
 

 
 

wPÎt MP4 Player. 
 

MP5 Playert GwU‡Z MP3 Mvb, Video Qvov K¨v‡givi gZ Qwe †Zvjv hv‡e| 
 

1.8.3 mdUIq¨vi I Gi cÖKvi‡f` 
Kw¤úDUv‡ii wbR¯̂ †Kvb eyw×gËv †bB| ZvB †Kvb KvR m¤úv`‡bi c~‡e© GwU cÖ‡qvRbxq wb‡ ©̀k MÖnY K‡i _v‡K| 
Kw¤úDUv‡ii ‡evaMg¨ fvlvq wjwLZ G ai‡bi wb‡ ©̀k‡K †cÖvMÖvg e‡j| A_v©r †cÖvMÖvg nj KvR m¤úbœ Kivi ch©vqµwgK 
wb‡ ©̀‡ki ZvwjKv| Avi mdUIq¨vi nj KZ ¸‡jv wb‡`©kK…Z †cÖvMÖv‡gi mgwó hv †Kvb KvR m¤úbœ Kivi Rb¨ 
nvW©Iq¨vi‡K mwµq ev Kg©¶g K‡i| GwU Kw¤úDUvi e¨enviKvix Ges nvW©Iq¨v‡ii g‡a¨ ms‡hvM †¶Î wnmv‡i KvR 
K‡i| Kw¤úDUvi †_‡K djcÖm~ †Kvb AvDUcyU †c‡Z n‡j nvW©Iq¨vi I mdUIq¨vi Df‡qiB cvi¯úwiK mn‡hvwMZv 
cª‡qvRb| mdUIq¨vi‡K mvaviYZ `yB fv‡M fvM Kiv nq| h_v: wm‡÷g mdUIq¨vi I A¨vwc −‡Kkb mdUIq¨vi| 
 

1.8.3.1 wm‡÷g mdUIq¨vi 
wm‡÷g mdUIq¨vi n‡”Q Ggb ai‡bi mdUIq¨vi hv Kw¤úDUv‡ii nvW©Iq¨vi ¸‡jv‡K e¨enviKvixi e¨envi Dc‡hvMx 
K‡i Zzj‡Z mnvqZv K‡i| GB mdUIq¨vi Kw¤úDUv‡ii wewfbœ BDwb‡Ui g‡a¨ Kv‡Ri mgš̂q i¶v K‡i I e¨envwiK 
†cÖvMÖvg wbev©‡ni Rb¨ Kw¤úDUv‡ii mvg_ ©̈‡K mv_©Kfv‡e wb‡qvwRZ iv‡L| Kw¤úDUv‡ii Kv‡Ri cÖK…wZi Dc‡hvMx K‡i 
wm‡÷g mdUIq¨vi ˆZwi Kiv nq| ZvB wewfbœ cÖKv‡ii Kv‡Ri Rb¨ wm‡÷g mdUIq¨vi wewfbœ iK‡gi nq| GK ai‡bi 
Kw¤úDUv‡ii Dc‡hvMx K‡i ˆZwi mdUIq¨vi cwieZ©b K‡i bv wb‡j Ab¨ GK ai‡bi Kw¤úDUv‡i e¨envi Kiv hvq bv| 
wm‡÷g mdUIq¨vi‡K cÖavbZ wZb fv‡M fvM Kiv hvq| h_v- 
 

1) wm‡÷g g¨v‡bR‡g›U †cÖvMÖvg ev mdUIq¨vi| 
2) wm‡÷g mv‡c©vU †cÖvMÖvg ev mdUIq¨vi| 
3) wm‡÷g †W‡fjc‡g›U †cÖvMÖvg ev mdUIq¨vi|  
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1.8.3.1.1 wm‡÷g g¨‡bR‡g›U mdUIq¨vi 
wm‡÷g g¨v‡bR‡g›U †cÖvMÖvg w`‡q Kw¤úDUv‡ii nvW©Iq¨vi, mdUIq¨vi, †WUv Ges †bUIqvK© wbqš¿Y Kiv hvq| wm‡÷g 
g¨v‡bR‡g›U †cÖvMÖvg wb‡b¥wjwLZ BDwbU¸‡jv wb‡q MwVZ| h_v- 

1) Acv‡iwUs wm‡÷g(Operating System)  
2) ‡WUv‡em g¨‡bR‡g›U(Database Management) wm‡÷g I 
3) ‡bUIqvK© g¨v‡bR‡g›U( Network Management ) ‡cÖvMÖvg |  

 

1.8.3.1.2 wm‡÷g mv‡cvU© mdUIq¨vi 
wm‡÷g mv‡cvU© †cÖvMÖvg w`‡q Kw¤úDUvi e¨enviKvix mvwf©m †cÖvMÖvg, wbivcËv cÖ`v‡bi †cÖvMÖvg Ges Kv‡Ri wnmve- 
wbKvkmn BZ¨vw` KvR m¤úv`b Ki‡Z cv‡i| wm‡÷g mv‡c©vU †cÖvMÖvg wbgœwjwLZ †cÖvMÖvg¸‡jv wb‡q MwVZ| h_v- 
 

1) wm‡÷g BDwUwjwU †cÖvMÖvg  
2) wm‡÷g cvidi‡gÝ(Performance) gwbUi †cÖvMÖvg I 
3) wm‡÷g wmwKDwiwU gwbUi †cÖvMÖvg|  

 

1.8.3.1.3 wm‡÷g †W‡fjc‡g›U mdUIq¨vi 
e¨envwiK mgm¨v mgvav‡bi D‡Ï‡k¨ ‡cÖvMÖvg Dbœq‡bi Rb¨ wm‡÷g †W‡fjc‡g›U †cÖvMÖvg e¨envi Kiv n‡q _v‡K| wm‡÷g 
†W‡fjc‡g›U †cÖvMÖvg‡K wb‡gœwjwLZ fv‡M fvM Kiv hvq| h_v-  
 

1) †cÖvMÖvwgs j¨vs¸‡qR UªvÝ‡jUi ev Abyev`K †cÖvMÖvg| 
2) †cÖvMÖvwgs GwWUi Ges Uzjm|  
3) Kw¤úDUvi GB‡WW mdUIq¨vi BwÁwbqvwis (Computer Aided Software Engineering–  
    C.A.S.E) c¨v‡KRmg~n| 

 

1.8.3.2 A¨vwc−‡Kkb ev e¨envwiK mdUIq¨vi 
wewfbœ KvR †hgb-wPwVcÎ UvBc Kiv, wej ˆZwi Kiv, GKvDw›Us Gi wn‡me ivLv, MÖvwd· wWRvBb Kiv, AwWI-wfwWI 
†kvbv BZ¨vw` Kv‡Ri Rb¨ Avjv`v Avjv`v md&UIq¨vi Av‡Q| Gi me¸‡jvB A¨vwc−‡Kkb †cÖvMÖvg(Application 
Software)| GwU Avevi `yBfv‡M wef³| †hgb- 
 

1) BDRvi ev e¨enviKvix wjwLZ ‡cÖvMÖvg| 
2) c¨v‡KR ‡cÖvMÖvg| 

 

1.8.3.2.1 BDRvi ev e¨enviKvix wjwLZ ‡cÖvMÖvg 
Kw¤úDUv‡ii gva¨‡g †h †Kvb RwUj mgm¨vi mgvavb m¤¢e| Kw¤úDUvi e¨enviKvix Zvi Pvwn`v Abyhvqx †h †Kvb RwUj 
mgm¨v mgvav‡bi Rb¨ wb‡Ri gZ K‡i e¨envwiK †cÖvMÖvg iPbv Ki‡Z cv‡ib| e¨emvqx ev wkí cÖwZôvb mg~‡ni Zv‡`i 
wbR¯^ c×wZ‡Z Z_¨ e¨e¯’vcbv, wnmve-wbKvkmn Ab¨vb¨ Kv‡Ri Rb¨ A‡bK mgq we‡klfv‡e mdUIq¨vi ˆZwi K‡i 
†bqvi cÖ‡qvRb c‡o| Z‡e G Kv‡R Aek¨B GKRb AwfÁ †cÖvMÖvgv‡ii kiYvcbœ nIqv cÖ‡qvRb| Ab¨vb¨ cwimsL¨vb 
msµvšÍ, Z_¨mn cix¶vi djvdj ˆZwii Rb¨ K…Z †cÖvMÖvg, Bb‡fbUwi K‡›Uªvj ev cY¨`ª‡e¨i we¯—vwiZ Z‡_¨i ZvwjKv 
wbqš¿‡Yi †cÖvMÖvg, †ijI‡q ev wegv‡bi Avmb msi¶Y, Drcbœ ª̀‡e¨i Abym~wPi Rb¨ K…Z †cÖvMÖvg BZ¨vw` e¨enviKvix 
wjwLZ †cÖvMÖv‡gi D`vniY| 
 

1.8.3.2.2 c¨v‡KR ‡cÖvMÖvg 
e¨envwiK mgm¨v mgvav‡bvi Rb¨ †ek wKQy †cÖvMÖvg evwYwR¨K wfwË‡Z cvIqv hvq| GB ai‡bi †cÖvMÖvg w`‡q wbw`©ó ai‡bi 
KvR Kiv hvq| GB †cÖvMÖv‡g e¨envwiK mgm¨vi c~Y©v½ mgvavb †`qvi e¨e ’̄v _v‡K| GB me †cÖvMÖvg‡K c¨v‡KR †cÖvMÖvg 
e‡j| GKRb weÁvbx hw` Zvi M‡elYv Kvh© m¤úv`‡bi Rb¨ GKwU mdUIq¨vi iPbv K‡ib Zv n‡j H mdUIq¨viwU n‡e 
Zvi Rb¨ c¨v‡KR †cÖvMÖvg| wb‡gœ K‡qKwU c¨v‡KR †cÖvMÖv‡gi D`vniY †`qv n‡jv| ‡hgb- 
 

1| IqvW©cÖ‡mwms mdUIq¨vi|  
2| †W¯‹Uc cvewjwks mdUIq¨vi|  
3| †¯cÖWwkU mdUIq¨vi|  
4| WvUv‡eR g¨v‡bR‡g›U mdUIq¨vi|  
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5| MÖvwdK&m, gvwëwgwWqv Ges †cÖ‡R‡›Ukb mdUIq¨vi|  
6| G›Uvi‡UBb‡g›U Ges GWy‡Kkb mdUIq¨vi|  
7| BDwUwjwUm mdUIq¨vi| 
8| KwgDwb‡Kkb mdUIq¨vi BZ¨vw`| 

  
e¨envwiK †¶‡Îi Dci wfwË K‡i c¨v‡KR †cÖvMÖvg‡K wbgœ wjwLZ fv‡M fvM Kiv hvq| ‡hgb- 
 

1) Bw›U‡MÖ‡UW c¨v‡KR mdUIq¨vi|  
2) GKK cÖwµqv c¨v‡KR mdUIq¨vi|  

 

Bw›U‡MÖ‡UW c¨v‡KR mdUIq¨vi GKvwaK mgm¨v mgvav‡bi Rb¨ evwYwR¨Kfv‡e cvIqv hvq| wewfbœ mgm¨v mgvav‡bi Rb¨ 
GB ai‡bi c¨v‡KR mdUIq¨v‡i wewfbœ ai‡bi †cÖvMÖv‡gi mgš̂q mvab Kiv n‡q‡Q| †hgb- †¯cÖWwkU, WvUv‡eR 
g¨v‡bR‡g›U, †WUv KwgDwb‡Kkb mdUIq¨vi cÖf„wZ|  
 

GKK cÖwµqv c¨v‡KR †cÖvMÖv‡gi mvnv‡h¨ wbw`©ó ai‡bi mgm¨v mgvavb Kiv nq| †hgb IqvW© cÖ‡mwms Gi Rb¨ 
gvB‡µvmdUIqvW© , IqvW© ÷vi, IqvW© cvi‡d± cÖf„wZ c¨v‡KR †cÖvMÖvg e¨envi Kiv nq| GQvovI wKQy wKQy mdUIq¨vi 
†Kv¤úvwb Av‡Q hviv webvg~‡j¨ e¨enviKvix‡`i mdUIq¨vi e¨envi Kivi my‡hvM †`q, G ai‡bi mdUIq¨vi‡K wd«Iq¨vi 
e‡j| Avi mvgvb¨ wd‡mi gva¨‡g †h mdUIq¨vi e¨enviKvix‡`i e¨envi Ki‡Z †`Iqv nq Zv‡K †kqviIq¨vi e‡j|  
 

1.8.4 dvg©Iq¨vi 
dvg©Iq¨vi n‡”Q we‡kl ai‡bi mdUIq¨vi hv mywbw`©ó nvW©Iq¨vi cwiPvjbvi Rb¨ cÖ‡qvRb c‡o| mvaviYZ nvW©Iq¨vi 
cÖ ‘̄ZKvix cÖwZôvb wb‡R‡`i hš¿cvwZi mv‡_ G ai‡bi mdUIq¨vi w`‡q _v‡K| Kw¤úDUv‡i eûj e¨eüZ GKwU 
dvg©Iq¨vi nj Basic Input Output System(BIOS)| GQvov cÖ‡Z¨KwU nvW©Iq¨v‡ii mv‡_ _v‡K Zvi wbR¯^ 
wWfvBm WªvBfvi| dvg©Iq¨vi ¸‡jv mvaviYZ ‡gwkb wbf©i n‡q _v‡K| A_v©r GK GK †gwk‡bi Rb¨ Avjv`v Avjv`v 
wWfvBm WªvBfv‡ii cÖ‡qvRb c‡o| 
 

GB gva¨gwU nvW©Iq¨vi I mdUIq¨vi Gi mgš̂‡q MwVZ| Kw¤úDUvi ˆZwi Kivi mgq †ggwi bvgK nvW©Iq¨v‡i wKQy ’̄vqx 
†cÖvMÖvg ˆZwi K‡i †`Iqv nq| GwUB n‡”Q dvg©Iq¨vi| G¸wj cov hvq wKš‘ cwieZ©b Kiv hvq bv| GwU GK ai‡bi IC. 
†hgb PC-†Z e¨eüZ ROM BIOS (Read Only Memory Basic Input Output System) n‡”Q GKwU 
dvg©Iq¨vi| GwU‡Z wKQy †cÖvMÖvg Rgv K‡i ivLv nq hv nvW©Iq¨vi I md&UIq¨v‡ii g‡a¨ †hvMv‡hvM NUvq|  
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msL¨v c×wZ 
 

2.1 msL¨v c×wZ(Number System) 
‡h c×wZ‡Z msL¨v MYbv Kiv nq ev cÖKvk Kiv nq, Zv‡K msL¨v c×wZ e‡j| Gme msL¨v‡K wewfbœ MvwYwZK cÖwµqvi 
gva¨‡g cÖ‡qvRbxq MYbvi KvR m¤úbœ Kiv nq| Avgiv mPivPi †h msL¨v c×wZ e¨envi Kwi Zvi bvg n‡”Q `kwgK 
msL¨v c×wZ| ‡hgbt 0, 1, 2, 3, 4, 5, 6, 7, 8, 9|  
 

2.2 msL¨v c×wZi cÖKvi‡f`(Classification of Number System)  
msL¨v c×wZ‡K mvaviYZ Pvifv‡M fvM Kiv n‡q‡Q| ‡hgb-  
 

1. ‡Wwmgvj ev `kwgK msL¨v c×wZ (Decimal Number System) 
2. evBbvwi msL¨v c×wZ (Binary Number System) 
3. A±vj msL¨v c×wZ (Octal Number System) 
4. ‡n·v‡Wwmgvj msL¨v c×wZ (Hexadecimal Number System)  

 

2.2.1 †Wwmgvj ev `kwgK msL¨v c×wZ (Decimal Number System) 
Avgiv mPivPi `kwgK msL¨v c×wZ e¨envi K‡i _vwK| †h msL¨v c×wZi wfwË(Base) `k(10) Zv‡K `kwgK msL¨v 
c×wZ e‡j| AsK¸‡jv n‡jv 0, 1, 2, 3, 4, 5, 6, 7, 8, 9| cÖvPxb fvi‡Z GB c×wZi cÖPjb cÖ_g ïi“ nq| D`vniYt 
(786)10 GKwU `kwgK msL¨v|  
 

2.2.2 evBbvwi msL¨v c×wZ(Binary Number System) 
‡h msL¨v c×wZi wfZ(Base) `yB (2) Zv‡K evBbvwi msL¨v c×wZ ejv nq| G‡K eywjqvb/`yB wfwËK msL¨v c×wZI 
ejv nq| evBbvwi c×wZ‡Z we`¨gvb AsK¸‡jv n‡jv 0 I 1| 1854 mv‡j weªwUk MwYZwe` RR© ewyj evBbvwi msL¨v 
c×wZ Avwe®‹vi K‡ib| Zvi bvgvbymv‡i evBbvwi msL¨v c×wZi Av‡iK bvg eywjqvb Gj‡Reiv| D`vniYt (1101110)2 
GKwU evBbvwi msL¨v| 
 

2.2.3  A±vj msL¨v c×wZ (Octal Number System) 
‡h msL¨v c×wZ‡Z AvUwU AsK ev wPý e¨envi Kiv nq Zv‡K A±vj msL¨v c×wZ e‡j| G c×wZ‡Z e¨eüZ AsK¸‡jv 
n‡jv 0, 1, 2, 3, 4, 5, 6, 7| A±vj msL¨v c×wZi wfZ(Base) n‡”Q 8| D`vniYt (714)8 GKwU A±vj  msL¨v|  
 

2.2.3 ‡n·v‡Wwmgvj msL¨v c×wZ (Hexadecimal Number System) 
‡h msL¨v c×wZ‡Z 16wU AsK ev wPü e¨envi Kiv nq Zv‡K ‡n·v‡Wwmgvj msL¨v c×wZ e‡j| G c×wZ‡Z e¨eüZ 
AsK¸‡jv n‡jv 0, 1, 2, 3, 4, 5, 6, 7, 8, 9, A, B, C, D, E, F| ‡n·v‡Wwm‡gj c×wZi wfZ(Base) 16| 
D`vniYt (76A)16 GKwU ‡n·v‡Wwmgvj msL¨v| 
 

Dch©y³ Av‡jvPbv †_‡K Avgiv `kwgK, evBbvwi, AKU¨vj I ‡n·v‡Wwmgvj msL¨v c×wZ m¤ú‡K©  wKQyUv aviYv †cjvg| 
wb‡Pi Q‡K D³ PviwU msL¨v c×wZi, msL¨v¸‡jvi GKwU Zzjbv Zz‡jaiv n‡jv| 
 

`kwgK evBbvwi A±vj ‡n·v‡Wwmgvj 
0 0 0 0 
1 1 1 1 
2 10 2 2 
3 11 3 3 
4 100 4 4 
5 101 5 5 
6 110 6 6
7 111 7 7 
8 1000 10 8
9 1001 11 9 
10 1010 12 A 
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`kwgK evBbvwi A±vj ‡n·v‡Wwmgvj 
11 1011 13 B 
12 1100 14 C 
13 1101 15 D 
14 1110 16 E 
15 1111 17 F 
16 10000 20 10 
17 10001 21 11 
18 10010 22 12
19 10011 23 13 
20 10100 24 14
21 10101 25 15
22 10110 26 16
23 10111 27 17 
24 11000 30 18 
25 11001 31 19 
26 11010 32 1A 
27 11011 33 1B 
28 11100 34 1C 
29 11101 35 1D 
30 11110 36 1E 
31 11111 37 1F 
32 100000 40 20 
33 100001 41 21 
34 100010 42 22 
35 100011 43 23 
36 100100 45 24 
37 100101 46 25
38 100110 47 26 
39 100111 50 27
40 101000 51 28 
41 101001 52 29
42 101010 53 2A
43 101011 54 2B
44 101100 55 2C 
45 101101 56 2D 
46 101110 57 2E
47 101111 60 2F
48 110000 61 30 
49 110001 62 31 
50 110010 63 32 
51 110011 64 33 
52 110100 65 34 
53 110101 66 35 
54 110110 67 36 
55 110111 70 37 
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2.3 msL¨vi iƒcvš—i(Number Conversion) 
evBbvwi, A±vj, †Wwmgvj I †n·v‡Wwmgvj †gvU Pvi ai‡bi msL¨v c×wZi g‡a¨ GK msL¨v c×wZi msL¨v‡K Ab¨ Avi 
GK msL¨v c×wZ‡Z iƒcvš—i Kiv hvq| GB iƒcvš—i cÖwµqv †gvU evi ai‡bi n‡Z cv‡i| ‡hgb-  
 

2.3.1 †Wwmgvj †_‡K evBbvwi‡Z iƒcvš—i  
 

1. c~Y© `kwgK msL¨v‡K evBbvwi msL¨vq iƒcvš—i Kivi Rb¨ `kwgK msL¨v‡K 2 w`‡q fvM w`‡q fvM‡kl†K wb‡Z n‡e| 
2. fvMdj‡K cybivq 2 w`‡q fvM K‡i fvM‡kl†K wb‡Z n‡e, fvMdj k~b¨ bv nIqv ch©š— GB c×wZi cybive„wË Ki‡Z   
    n‡e| 
3. me©‡k‡l fvM‡kl ¸‡jv‡K †kl †_‡K cÖ_g w`‡K avivevwnK fv‡e mvwR‡q wjL‡j 1 I 0 Gi mgš̂‡q †h msL¨vwU  
    cvIqv hv‡e ZvB `kwgK msL¨vi mgvb evBbvwi msL¨v| 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
2.3.2 evBbvwi †_‡K †Wwmgv‡j iƒcvš—i 
Avgiv Rvwb, `kwgK c×wZi †¶‡Î GKK, `kK, kZK Gfv‡e †Kvb msL¨vi gvb wbY©q Ki‡Z nq| c~Y© evBbvwi msL¨vi 
’̄vbxq gvb wbY©q Ki‡Z msL¨vi Wvbw`K †_‡K cÖ_g N‡ii gvb 100(= 1), wØZxq N‡ii gvb 102(= 100), Z…Zxq N‡ii 

gvb 103(= 1000) Gfv‡e wbY©q Kiv hvq| evBbvwi msL¨vi wfwI `yB ZvB Gi NvZ ev kw³ w`‡q wnmve Ki‡Z n‡e| 
†hgb- cÖ_g Ni 20(= 1), wØZxq Ni 21(= 2), Z…Zxq Ni 22(= 4), PZz_© Ni 23(= 8) I cÂg Ni 24(= 16) BZ¨vw`|  
 

(11001)2 = (1×24) + (1×23) + (0×22) + (0×21) + (1×20) 
   = (1×16) + (1×8) + (0×4) + (0×2) + (1×1) 
   = 16 + 8 + 0 + 0 + 1 
(11001)2 = 2510 
 

AZGe, evBbvwi msL¨v 11001 Gi mggv‡bi †Wwmgvj msL¨v 25|  
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2.3.3  †Wwmgvj †_‡K A±v‡j iƒcvš—i  
 

1. c~Y© `kwgK msL¨v‡K A±vj  msL¨vq iƒcvš—i Kivi Rb¨ `kwgK msL¨v‡K 8 w`‡q fvM w`‡q fvM‡kl†K wb‡Z  n‡e| 
2. fvMdj‡K cybivq 8 w`‡q fvM K‡i fvM‡kl†K wb‡Z  n‡e, fvMdj k~b¨ bv nIqv ch©š— GB c×wZi cybive„wË Ki‡Z  
    n‡e | 
3. me©‡k‡l fvM‡kl ¸‡jv‡K †kl †_‡K cÖ_g w`‡K avivevwnK fv‡e mvwR‡q wjL‡j †h msL¨vwU cvIqv hv†e ZvB `kwgK  
    msL¨vi mgvb A±vj  msL¨v| 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.3.4 A±vj †_‡K †Wwmgv‡j iƒcvš—i  
A±vj msL¨vi ¯’vbxq gvb w`‡q ¸Y K‡i ¸Ydj‡K †hvM K‡i AKU¨vj msL¨v‡K †Wwmgvj msL¨vq iƒcvš—i Kiv hvq|  
 

‡hgb t A±vj msL¨v (412)8 ‡K †Wwmgvj msL¨vq iƒcvš—i cÖwµqv wbgœiƒc- 
 

(412)8    = (4×82) + (1×81) + (2×80) 
           = (4×64) + (1×8) + (2×1) 
           = 256 + 8 + 2 
(412)8    = 26610 
 

AZGe, A±vj msL¨v 412 Gi mggv‡bi †Wwmgvj msL¨v 266|  
 

2.3.5 †Wwmgvj †_‡K †n·v‡Wwmgv‡j iƒcvš—i 
 

1. c~Y© `kwgK msL¨v‡K †n·v‡Wwmgvj msL¨vq iƒcvš—i Kivi Rb¨ `kwgK msL¨v‡K 16 w`‡q fvM w`‡q fvM‡kl†K wb‡Z     
   n‡e| 
2. fvMdj‡K cybivq 16 w`‡q fvM K‡i fvM‡kl†K wb‡Z  n‡e, fvMdj k~b¨ bv nIqv ch©š— GB c×wZi cybive„wË Ki‡Z  
    n‡e| 
3. me©‡k‡l fvM‡kl ¸‡jv‡K †kl †_‡K cÖ_g w`‡K avivevwnK fv‡e mvwR‡q wjL‡j †h msL¨vwU cvIqv hv†e ZvB `kwgK  
    msL¨vi mgvb †n·v‡Wwmgvj msL¨v| 
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2.3.6 †n·v‡Wwmgvj †_‡K †Wwmgv‡j iƒcvš—i  
A±vj msL¨v‡K `kwgK msL¨vq A_ev evBbvwi msL¨v‡K `kwgK msL¨vq iƒcvš—‡ii g‡ZvB msL¨v‡K ¯’vbxq gvb w`‡q ¸Y 
K‡i `kwgK msL¨vq iƒcvš—i Kiv hvq| 
 

‡hgb t †n·v‡Wwmgvj msL¨v (1A7)16 ‡K †Wwmgvj msL¨vq iƒcvš—i cÖwµqv wbgœiƒc- 
 

(1A7)16    = (1×162) + (A×161) + (7×160) 
             = (1×256) + (10×16) + (7×1) 
             = 256 + 160 + 7 
(1A7)16    = 42310 
 

AZGe, †n·v‡Wwmgvj msL¨v 1A7 Gi mggv‡bi †Wwmgvj msL¨v 423|  
 

2.3.7 evBbvwi †_‡K A±vj  
evBbvwi msL¨v‡K A±vj msL¨vq iƒcvš—i Kivi Rb¨ c~Y© evBbvwi msL¨vi Wvbw`K †_‡K evgw`‡K cÖwZ wZb weU GK‡Î 
wb‡q †QvU †QvU fv‡M fvM Ki‡Z nq| cÖwZwU fv‡Mi evBbvwi gvb wjL‡Z nq| G gvb Aek¨B 0 †_‡K 7 Gi g‡a¨ n‡e| 
cÖwZwU fv‡Mi gvbmg~n mvRv‡j A±vj gvb cvIqv hv‡e| wb‡gœ K‡qKwU D`vniY †`Iqv nj- 
  

evBbvwi msL¨v wZb msL¨vq wefvRb A±vj msL¨v 
1101012 110  101 658

1001110102 100  111  010 4728

1011110102 101  111  010 5728 
101100011002 010  110  001  100 26148

1011000110012 101  100  011  001 54318
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2.3.8 A±vj †_‡K evBbvwi†Z iƒcvš—i 
A±vvj msL¨v‡K evBbvwi‡Z iƒcvš—i Ki‡Z n‡j cÖ_‡g cÖwZwU A±vj msL¨v‡K Wvbw`K ‡_‡K evBbvwi As‡K mvwR‡q 
wjL‡Z n‡e| AZtci G†`i‡K GKÎ Ki‡jB A±vj msL¨vi mggv‡bi evBbvwi msL¨v cvIqv hv‡e| wb‡gœ K‡hKwU 
D`vniY †`Lv‡bv nj-  
 

A±vj msL¨v wZb msL¨vq wefvRb evBbvwi msL¨v 
658 110  101 1101012 
4728 100  111  010 1001110102 
5728 101  111  010 1011110102 
26148 010  110  001  100 101100011002 
54318 101  100  011  001 1011000110012 

 

2.3.9 evBbvwi †_‡K †n·v‡Wwmgv‡j iƒcvš—i 
evBbvwi c~Y© msL¨v‡K evg †_‡K Wvbw`‡K PviwU wWwRU wb‡q Avjv`v Avjv`v K‡i fvM K‡i wb‡Z nq| Zvici cÖwZwU 
fv‡Mi †n·v‡Wwmgvj gvb ewm‡q gvb¸‡jv GKwÎZ Ki‡j evBbvwi msL¨vi mggv‡bi †n·v‡Wwmgvj msL¨v cvIqv hv‡e- 
 

 
 
 
 
 
 

 
 

2.3.10 †n·v‡Wwmgvj †_‡K evBbvwi†Z iƒcvš—i  
†n·v‡Wwmgvj msL¨v‡K evBbvwi‡Z iƒcvš—i Ki‡Z n‡j cÖwZwU wWwRU‡K  PviwU wWwRU wb‡q Avjv`v Avjv`v K‡i fvM 
K‡i wb‡Z nq| Zvici evBbvwi msL¨v¸‡jv  GKwÎZ Ki‡j †n·v‡Wwmgvj Gi mggv‡bi evBbvwi msL¨v cvIqv hv‡e- 
 

 
 
 
  
 

 
 

 
2.3.11 A±vj †_‡K †n·v‡Wwmgv‡j iƒcvš—i 
A±vj †_‡K †n·v‡Wwmgv‡j i~cvš—i Kivi Rb¨ Avgv‡`i ỳ‡Uv c×wZ Abymib Ki‡Z n‡e| cÖ_‡g msL¨vwU‡K A±vj †_‡K 
evBbvwi‡Z wb‡Z n‡e| wØZxqZ cÖvß evBbvwi †_‡K msL¨vwU‡K †n·v‡Wwmgvj msL¨vq iƒcvš—i Ki‡Z n‡e| wb‡gœ K‡hKwU 
D`vniY †`Lv‡bv nj- 
 

A±vj msL¨v wZb msL¨vq wefvRb evBbvwi msL¨v 
658 110  101 1101012 
4728 100  111  010 1001110102 
5728 101  111  010 1011110102 
26148 010  110  001  100 101100011002 
54318 101  100  011  001 1011000110012 

 

evBbvwi msL¨v Pvi msL¨vq wefvRb †n·v‡Wwmgvj msL¨v 
1101012  0011  0101 3516 

1001110102 0001  0011  1010 13A 16

1011110102 0001  0111  1010  17A16

101000111002 0101  0001  1100 51C16

1011000110012 1011  0001  1001 B1916 

†n·v‡Wwmgvj msL¨v evBbvwi‡Z wefvRb       evBbvwi msL¨v 
3516 0011  0101 1101012   

13A 16 0001  0011  1010 1001110102 
17A16 0001  0111  1010 1011110102 
51C16 0101  0001  1100 101000111002 
B1916 1011  0001  1001 1011000110012 
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GLb cÖvß evBbvwi msL¨v‡K †n·v‡Wwmgv‡j iƒcvš—i Kivi Rb¨ c~Y© evBbvwi msL¨vwU‡K Wvbw`K ‡_‡K Pvi wWwRU K‡i 
fvM Kwi I mggv‡bi †n·v‡Wwmgvj msL¨v †ei Kwi- 
 

 
 
 

 

 
 

2.3.12 †n·v‡Wwmgvj †_‡K A±v‡j iƒcvš—i 
†n·v‡Wwmgvj msL¨v‡K A±v‡j iƒcvš—i Ki‡Z n‡j cÖ_‡g †n·v‡Wwmgvj msL¨vwUi evBbvwi mggv‡bi msL¨v †ei Ki‡Z 
n‡e| c‡i cÖvß evBbvwi msL¨v n‡Z mggv‡bi A±vj msL¨v †ei Ki‡Z n‡e-  
 

 
 
 
 
 
 
 

 
GLb, cÖvß evBbvwi msL¨v n‡Z mggv‡bi A±vj msL¨v wbY©q Ki‡Z n‡e-  
 

evBbvwi msL¨v wZb msL¨vq wefvRb A±vj msL¨v 
1101012 110  101 658

1001110102 100  111  010 4728

1011110102 101  111  010  5728 
101100011002 010  110  001  100 26148 
1011000110012 101  100  011  001 54318 

 

2.4 wewmwW (BCD) †KvW 
BCD kã ms‡¶cwUi c~Y©iƒc nj Binary Coded Decimal. Bnv `kwgK c×wZi msL¨v‡K evBbvwi msL¨vq cÖKv‡ki 
Rb¨ e¨eüZ nq| 0 †_‡K 9 ch©š— `kwU As‡Ki cÖwZwU‡K cÖKv‡ki Rb¨ 4wU evBbvwi wWwRU cÖ‡qvRb nq| Gi Rb¨ 
K‡qK ai‡bi BCD †KvW e¨envi Kiv nq|  
 

- wewmwW 8421 †KvW 
- wewmwW 5421 †KvW 
- wewmwW 2421 †KvW 
- wewmwW 7421 †KvW 
- wewmwW 6423 †KvW 

 

Gi g‡a¨ BCD 8421 ‡KvW we‡klfv‡e D‡j−L‡hvM¨ Ges eûj e¨eüZ|  
 

‡hgbt (824)10 ‡K BCD ‡Kv‡W iƒcvš—i-  
 

 8    2    4 
 

1000 0010  0100 
 
∴ (824)10=(100000100100)2 
 

evBbvwi msL¨v Pvi msL¨vq wefvRb †n·v‡Wwmgvj msL¨v 
1101012 0011  0101 3516

1001110102 0001  0011  1010 13A16

1011110102 0001  0111  1010 17A16  
101100011002 0101  1000  1100 51C16

1011000110012 1011  0001  1001 B1916

†n·v‡Wwmgvj msL¨v Pvi msL¨vq wefvRb evBbvwi msL¨v 
3516 0011  0101  1101012 

13A16 0001  0011  1010 1001110102 
17A16 0001  0111  1010  1011110102 
51C16 0101  0001  1100 101000111002 
B1916 1011  0001  1001 1011000110012 
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2.5  A¨vmwK (ASCII) †KvW 
ASCII kãwUi A_© American Standard Code For Information Interchange GwU GKwU eûj cwiwPZ 7 
weU Avjdv wbD‡gwiK †KvW| myZivs G †KvW Øviv 27 A_©vr 128wU AwØZxq AsK, A¶i Ges wPü cÖKvk Kiv hvq| GB 
†KvW wgwb I gvB‡µv Kw¤úDUv‡i †ewk e¨eüZ nq| Kw¤úDUv‡ii wmwcBD Ges BbcyU/AvDUcyU miÄv‡gi g‡a¨ Z_¨ 
Av`vb cÖ̀ v‡bi Rb¨ GB †KvW e¨eüZ nq| Kw¤úDUvi Avwe®‹v‡ii cÖv_wgK hy‡M Kw¤úDUv‡i wbg©vZv cÖwZôvb¸‡jv‡K 
Zv‡`i myweavgZ AsK, A¶i I wewfbœ wPývw` wbw`©ó Kivi Rb¨ evBbvwi weU c¨vUvb© e¨envi Ki‡Zb| Gi d‡j †Kvb 
†Kv¤úvwbi wmwcBD Gi mv‡_ Ab¨ ‡Kvb †Kv¤úvwbi ˆZwi BbcyU/AvDUcyU hš¿ ‡mUKi‡j Zv mwVKfv‡e KvR KiZ bv| G 
Amyweav ~̀i Kivi Rb¨ ASCII †Kv‡Wi D™¢e N‡U| K‡qKwU A¶‡ii Rb¨ e¨eüZ ASCII ‡KvW wbæiƒc-  
 

A¶i mvZ we‡Ui A¨vmwK (ASCII) †KvW ‡Wwmgvj A±vj †n·v‡Wwmgvj 
A 100  0001 65 101 41 
B 100  0010 66 102 42 
C 100  0011 67 103 43 
D 100  0100 68 104 44 
E 100  0101 69 105 45 
F 100  0110 70 106 46 
G 100  0111 71 107 47 
H 100  1000 72 110 48 
I 100  1001 73 111 49 
J 100  1010 74 112 4A 
K 100  1011 75 113 4B 
L 100  1100 76 114 4C 
M 100  1101 77 115 4D 
N 100  1110 78 115 4E 
O 100  1111 79 117 4F 
P 101 0000 80 120 50 
Q 101  0001 81 121 51 
R 101  0010 82 122 52 
S 101  0011 83 123 53 
T 101  0100 84 124 54 
U 101  0101 85 125 55 
V 101  0110 86 126 56 
W 101  0111 87 127 57 
X 101 1000 88 130 58 
Y 101 1001 89 131 59 
Z 101  1010 90 132 5A 

  

2.6 EBCDIC ‡KvW 
Extended Binary Coded Decimal Information Code ‡K ms‡¶‡c ejv nq EBCDIC †KvW| AvBweGg 
†Kv¤úvwb KZ©„K D™¢vweZ GKwU 8 weU Avjdv wbD‡gwiK †KvW| myZivs G †KvW Øviv 28 A_©vr 256wU AwØZxq AsK, 
A¶i Ges wPý cÖKvk Kiv hvq| G‡Z 0-9 ch©š— msL¨vi Rb¨ 1111, A †_‡K Z ch©š— msL¨vi Rb¨ 1100, 1101, 
1110 Ges we‡kl wP‡ýi Rb¨  0100, 0101, 0110 I 0111 †Rvb weU wnmv‡e e¨envi Kiv nq|  
 



 
Aa¨vq- 03t wWwRUvj jwRK 
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wWwRUvj jwRK 
 

wWwRUvj jwRK KvR K‡i evBbvwi c×wZi msL¨v wb‡q| mKj KvRKg©  0 I 1 GB `ywU As‡Ki gva¨‡g evBbvwi c×wZ‡Z 
`kwgK wfwËK MvwYwZK KvRK‡g©i mKj MvwYwZK Acv‡ikb Kivi Rb¨ Bnv e¨eüZ nq| eZ©gvb we‡k¦ Avgiv cÖvq 
cÖ‡Z¨‡KB †Kvb bv †Kvb fv‡e AvaywbK Bw›U‡MÖ‡UW mvwK©U (IC) hy³ B‡jKUªwbK hš¿cvwZi mv‡_ cwiwPZ| g~jZ wWwRUvj 
jwRK e¨envi K‡iB G‡`i Af¨š—ixY wµqv m¤úbœ nq|   
 

3.1 GbvjM wm‡÷g 
mg‡qi mv‡_ cwieZ©bkxj ˆe`¨ywZK ms‡KZ‡K GbvjM wmMb¨vj e‡j| †h wm‡÷‡g  GbvjM wmMb¨vj e¨envi Kiv nq †m 
wm‡÷g‡K GbvjM wm‡÷g e‡j| B‡jKU&ªwbK hš¿cvwZ Zv‡`i Af¨š—ixY Kvh© m¤úbœ Kivi Rb¨ GbvjM wmMb¨vj e¨envi 
K‡i| GbvjM wmMb¨v‡ji gvb mg‡qi mv‡_ cÖwZwbqZ cwieZ©b nq| D`vniYt ˆe` ÿwZK mvwK©‡U we` ÿr cÖevn, ‡iwWI 
I‡qf I Kgy¨wb‡Kk‡b AbvKvsw¶Z b‡qR| 

 

 
 
 
 
 
 
 
 
 
 
 

wPÎ 3.1t  GbvjM wm‡÷‡g e¨eýZ GbvjM wmMb¨vj 

3.2 wWwRUvj wm‡÷g 
me ai‡bi wmMb¨vjB ˆe`ÿ wZK cÖevn gvÎ| †h wmMb¨vj †Kej `yBwU wba©vwiZ gvb MÖnY Ki‡Z cv‡i Zv‡K wWwRUvj 
wmMb¨vj e‡j| wWwRUvj wmMb¨vj †h `yÕwU gvb cÖKvk K‡i Zv nj Õ0Õ ev ïb¨ Ges Õ1Õ ev GK| Bnv we ỳ̈ ‡Zi gv‡bi 
MvwYwZK iƒc hv, †fv‡ë‡Ri `y‡Uv Ae¯’v cÖKvk K‡i| wWwRUvj wmMb¨vj Øviv †h wm‡÷g cwiPvwjZ nq Zv‡K wWwRUvj 
wm‡÷g e‡j|  
 

 

           

 

 

 

wPÎ 3.2 wWwRUvj wm‡÷‡g e¨eýZ wWwRUvj wmMbvj 
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3.3 eywjqvb A¨vj‡Reiv 
1847 mv‡j RR© eyj bv‡g GK Bs‡iR cv`ªx jwRK mvwK©U wWRvB‡bi Rb¨ evBbvwi wm‡÷‡gi Dci wfwË K‡i GKwU 
exRMwYZxq Dccv`¨ Avwe¯‹vi K‡ib hv eywjqvb A¨vj‡Reiv bv‡g cwiwPZ| eywjqvb A¨vj‡Reiv jwRK mvwK©U wWRvB‡bi 
Rb¨ e¨eüZ nq| `ywU Acv‡iUi OR(+) Ges AND(.) Øviv eywjqvb A¨vj‡Reiv cwiPvwjZ nq| eywjqvb A¨vjRveivq 
wZbwU †gŠwjK cÖwµqv i‡q‡Q| h_vµ‡g-  
 

  1. OR (Logical Addition) 
2. AND (Logical Multiplication) 
3. NOT (Logical Inversion) 

 

GB wZb cÖwµqv ev¯—evq‡bi Rb¨  OR, AND I NOT bv‡g wZb ai‡bi hyw³ eZ©bx (Logic Circuit) e¨envi Kiv 
nq| 
 

3.4 eywjqvb Dccv`¨ 
eywjqvb Dccv`¨ w`‡q jwRK ivwkgvjvi mijxKiY Kiv hvq| cÖvmw½K eywjqvb Dccv`¨ mg~‡ni Kvh©bxwZ mg~n wb‡æ 
†`Iqv nj-  
 

    OR      AND    NOT 
 

A + 0 = A  A . 0 = 0  A = A 
A + 1 = 1  A . 1 = A   0 = 1 
A + A = A  A . A = A   1 = 0 
A + A = 1  A . A = 0  

 

eywjqvb Dccv‡`¨i K‡qKwU cÖgvY wb‡P †`Iqv nj- 
 

i) A +1 = 1   
 cÖgvYt evgc¶ A+1
    A = 1 n‡j cÖ̀ Ë ivwki gvb = 1 + 1
 = 1
   A = 0 n‡j cÖ`Ë ivwki gvb = 0 + 1
     =1 

∴ evgc¶ = Wvbc¶ 
                         (cÖgvwYZ) 
 

ii) A +A = A
 cÖgvYt evgc¶  A+A  
  A = 0 n‡j cÖ`Ë ivwki gvb  = 0 + 0 
    = 0 
 A = 1 n‡j cÖ`Ë ivwki gvb  = 1 + 1  
     = 1 
 Wvbc¶  A
 A = 0 n‡j cÖ`Ë ivwki gvb  = 0  
 A = 1 n‡j cÖ`Ë ivwki gvb  = 1 

∴ Wvbc¶ = Wvbc¶ 
                           (cÖgvwYZ)
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iii) A = A 
 cÖgvY t evgc¶  A 
 A = 0 n‡j ,  A = 0 
  = 1 
  = 0 
  

A = 1 n‡j,  A = 1  
  = 0 
  = 1

 
AviI K‡qKwU Dccv`¨-  
 

Abyl½ Dccv`¨  wewbgq  Dccv`¨ wefvRb Dccv`¨ 
(A+B)+C=A+(B+C)
ABC=A(BC) 

A+B=B+A 
AB=BA

A(B+C)=AB+AC 
 

 
 
 

wW-giM¨v‡bi Dccv`¨ mnvqK Dccv`¨
A.B=A+B 
A+B=A.B 
 

A+AB=A 
A+AB=A+B 
(A+B)(A+C)=A+BC 

 
 

3.5 Uªy_ †Uwej 
GwU Ggb GK ai‡Yi QK hvi mvnv‡h¨ †Kvb †MB‡Ui BbcyU Ges Bbcy‡Ui Kvi‡Y AvDUcy‡Ui Ae ’̄v cÖKvk Kiv hvq|  

 

 

 

 

wPÎ 3.3t OR Gate Gi cÖZxK 

Dc‡ii wP‡Î GKwU `yÕBbcyU wewkó OR Gate Gi cÖZxK †`Lv‡bv n‡q‡Q| GB `ywU BbcyU AI BGi Dci wfwË K‡i 
AvDUcyU YGi gvb wK n‡e Zv Uªy_ †Uwe‡ji gva¨‡g cÖKvk Kiv hvq| †hgb-  
 

INPUT OUTPUT 
A  B Y 
0 0  0 
0 1 1 
1 0 1 
1 1 1 

 

Uªy_ †Uwej 

Gfv‡e Uªy_ †Uwe‡ji mvnv‡h¨ †h †Kvb †MB‡Ui BbcyU I AvDUcy‡Ui Ae¯’v Zz‡j aiv hvq|  
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3.6 wW-giM¨vb Dccv`¨ 
 

wW-giM¨v‡bi ỳwU m~Î Av‡Q| h_v- 

1g myÎ t  =  .  

2q m~Î t  =  +  

 
wW-giM¨v‡bi 1g m~‡Îi cÖgvYt 

 
1g myÎ t  =  .  
 
L.H.S.  Gi Uªy_ †Uwej  

 
INPUT OUTPUT

A B 
0 0 1 
0 1 0 
1 0 0 
1 1 0 

 
Ges R. H. S.    .  Gi Rb¨ Uªy_ ‡Uwej  

 
INPUT OUTPUT 

A B  .  
0 0 1 
0 1 0 
1 0 0 
1 1 0 

 
Uªy_ †Uwej n‡Z ‡`Lv hvq †h, G‡`i cÖwZwUi AvDUcyU Abyiƒc|  

 
∴L.H.S. = R. H. S  

wW-giM¨v‡bi 1g myÎ cÖgvwYZ|  
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wW-giM¨v‡bi 2q m~‡Îi cÖgvYt 
 

2q m~Î t  =  +  
 
L.H.S.   Gi Uªy_ †Uwej 
 

INPUT OUTPUT 
A B 
0 0 1 
0 1 1 
1 0 1 
1 1 0 

 
Ges R. H. S.      +  Gi Rb¨ Uªy_ ‡Uwej  

 
INPUT OUTPUT 

A B  +  
0 0 1 
0 1 1 
1 0 1 
1 1 0 

 
Uªy_ †Uwej n‡Z ‡`Lv hvq †h, G‡`i cÖwZwUi AvDUcyU Abyiƒc|  

 
∴L.H.S. = R. H. S  

wW-giM¨v‡bi 2q myÎ cÖgvwYZ|  
 

3.7 jwRK †MBU 
hLb †Kvb msL¨v ev  ivwk‡K GKwU wbw`©ó wbq‡gi gva¨‡g cwiPvjbv Kiv hvq, ZLb †mB wbqg‡K jwRK ejv nq| Avi 
Gme jwRK¨vj bxwZi Dci wfwË K‡i †h me mvwK©U wWRvBb Kiv nq hvi GK ev GKvwaK BbcyU _v‡K Ges GKwU gvÎ 
AvDUcyU _v‡K Zv‡K jwRK †MBU ejv nq| G †MBU g~jZt wWwRUvj mvwK©U| AvaywbK wWwRUvj mvwK©U wWRvBb I 
GbvjvBwm‡mi †¶‡Î †MBU¸‡jv gyj f~wgKv cvjb K‡i _v‡K| wewfbœ cÖKvi jwRK †MBU Avjv`v IC wn‡m‡e cvIqv hvq| 
wb‡P GKwU AND Gate Gi IC †`Lv‡bv n‡q‡Q|  
 
 

 

 

 

 

 

 

wPÎ 3.4t AND Gate IC 
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3.8 †ewmK jwRK †MB‡Ui cÖKvi‡f` 
jwRK †MBU cÖavbZ wZb cÖKvi| h_v-  

1) AND Gate 

2) OR Gate 

3) NOT Gate 
 

G wZbwU †MBU Øviv Ab¨vb¨ †MBU †hgb- NAND Gate, NOR Gate BZ¨vw` mKj jwRK †MBU ˆZwi Kiv hvq e‡j 
G‡`i‡K †gŠwjK †MU ejv nq|  
 
3.8.1 A¨vÛ (AND) †MBU  
AND Gate ej‡Z eySvq GKwU jwRK mvwK©U hvi `yB ev Z‡ZvwaK BbcyU _v‡K Ges GKwU gvÎ AvDUcyU _v‡K Ges 
AvDUcyU nvB (High) n‡e, hw` me¸‡jv BbcyU GKmv‡_ nvB (High) nq| Ab¨_vq AvDUcyU †jv (Low) n‡e| 
GLv‡b nvB (High) Øviv Õ1Õ Ges †jv (Low) Øviv Õ0Õ †K eySvq|  
 
 
 
 
 
 

  wPÎ 3.5t 2 Input AND Gate             wPÎ 3.6t 3 Input AND Gate 
 
wb‡Pi wP‡Î AND Gate †K B‡jKwUªK¨vj eZ©bxiƒ‡c we‡ePbv Kiv n‡q‡Q| AND Gate Gi `ywU BbcyU AI B Ges 
AvDUcyU Y aiv n‡q‡Q|  
 
 
 
 
 
 
 
 

wPÎ 3.7t AND Gate B‡jKwUªK¨vj mgZzj¨ eZ©bx 
 
hw` AI B Dfq myBP OFF _v‡K Z‡e AvDUcyU Y, OFF ev Ò0Ó _vK‡e Ges hw` A Ad (OFF) I B Ab (ON) 
_v‡K Zvn‡jI AvDUcyU OFF _vK‡e| wKš‘ AI B Dfq myBP GKmv‡_ ON _vK‡j AvDUcyU  ON n‡e|  
 

GLv‡b (OFF) Ad‡K Ò0Ó Ges (ON) Ab‡K jwRK Ò1Ó aiv n‡q‡Q| Gfv‡e Avgiv Dc‡ii jwRK mvwK©U n‡Z Uªy_ 
‡Uwej ˆZwi Ki‡Z cvwi|  
 

INPUT OUTPUT 
A B Y 
0 0 0 
0 1 0 
1 0 0 
1 1 1 
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eywjqvb mgxKiY, Y =AB 
 
3.8.2 Ai †MBU (OR Gate) 
GwU Ggb GKwU jwRK mvwK©U hvi †h †Kvb GKwU BbcyU nvB (High) n‡jB AvDUcyU nvB (High) nq| ïaygvÎ mKj 
BbcyU †jv (Low) n‡j AvDUcyU †jv (Low) nq| Gi `yB ev Z‡ZvwaK BbcyU _v‡K Ges GKwU gvÎ AvDUcyU _v‡K| 
wb‡Pi wP‡Î OR Gate Gi cÖZxK †`Lv‡bv nj-  
 
 
 
 
 
 

wPÎ 3.8t 2 Input OR Gate      wPÎ 3.9t 3 Input OR Gate 
 

wb‡Pi wP‡Î OR Gate †K B‡jKwUªK¨vi mvwK©Uiƒ‡c Kíbv Kiv n‡q‡Q|  
 
 
 
 
 
 
 
 
 

 
wPÎ 3.10t OR Gate Gi jwRK eZ©bx 

 
GLv‡b A I B BbcyU Ges Y AvDUcyU aiv n‡q‡Q| GLb wb‡Pi Ae¯’v¸‡jv ch©‡e¶Y Kiv hvK| 
 

i) A I B Dfq Ad (Off) _vK‡j AvDUcyU Ad (Off) _vK‡e|  

ii) A Ad (Off) I B Ab (ON) n‡j AvDUcyU Ab (ON) n‡e| 

iii) A Ab (ON) I B Ad (Off) n‡j AvDUcyU Ab (ON) n‡e| 

iv) A Ab (ON) I B Ab (ON) n‡j AvDUcyU Ab (ON) n‡e| 

 
Gfv‡e Avgiv OR Gate-Gi Uªy_ †Uwej ˆZwi Ki‡Z cvwi|  
 

INPUT OUTPUT 
A B Y 
0 0 0 
0 1 1 
1 0 1 
1 1 1 

 
eywjqvb mgxKiY, Y = A + B 
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3.8.3 bU †MBU (NOT Gate) 
GwU Ggb GKwU jwRK †MBU hvi AvDUcyU, Bbcy‡Ui wecixZ gvb| A_©vr BbcyU nvB (High) n‡j AvBUcyU †jv 
(Low) nq Ges BbcyU †jv (Low) n‡j AvDUcyU nvB (High) nq| Avi G ˆewk‡ó¨i Rb¨ NOT Gate-†K BbfvU©vi 
ejv nq| GwUi GKwU gvÎ BbcyU Ges GKwU gvÎ AvDUcyU _v‡K|  
 
 
 
 
 
 

wPÎ 3.11t NOT Gate-Gi cÖZxK 
 

 
 
 
 
 
 
 

 
wPÎ 3.12t NOT Gate-Gi jwRK eZ©bx 

 
INPUT OUTPUT

A Y 
0 1 
1 0 

 
eywjqvb mgxKiY, Y =  

 
NOT Gate-Gi Uªy_ †Uwej 

 
3.9 b¨vÛ †MBU (NAND Gate) 
GwU Ggb GKwU jwRK †MBU hv GKwU AND Gate Ges GKwU NOT Gate Gi mgš̂‡q MwVZ| G †MB‡Ui mKj 
BbcyU nvB (High) n‡jB ïaygvÎ AvDUcyU †jv (Low) nq| Ab¨_vq me©`vB AvDUcyU nvB (High) n‡e| G‡Z `yB ev 
Z‡ZvwaK BbcyU Avi GKwU gvÎ AvDUcyU _v‡K|  
 
 
 
 
 
 

 
wPÎ 3.13t NAND Gate-Gi cÖZxK 

 



 
Aa¨vq- 03t wWwRUvj jwRK 

9 
 

 

wb‡Pi wP‡Î NAND Gate-Gi jwRK eZ©bx †`Lv‡bv nj-  
 
 
 

 
 
 
 
 

wPÎ 3.14t NAND Gate-Gi jwRK eZ©bx 
 

GLv‡b A I B BbcyU Ges Y AvDUcyU|  
 

i) A I B Ad (Off) _vK‡j Y Ab (ON) _vK‡e|  

ii) A Ad (Off) I B Ab (ON) n‡j Y Ab (ON) _vK‡e| 

iii) A Ab (ON) I B Ad (Off) n‡j Y Ab (ON) _vK‡e| 

iv)  A Ab (ON) I B Ab (ON) n‡j Y Ad (Off) _vK‡e| 
 
 

INPUT OUTPUT
A B Y 
0 0 1 
0 1 1 
1 0 1 
1 1 0 

 
eywjqvb mgxKiY, Y =  

 
NAND Gate-Gi Uªy_ †Uwej 

 
3.10 bi †MBU (NOR Gate) 
GwU Ggb GKwU jwRK †MBU hv GKwU OR Gate Ges GKwU NOT Gate Gi mgš̂‡q MwVZ| G †MB‡Ui mKj 
BbcyU (Low) n‡jB ïaygvÎ AvDUcyU nvB (High) nq| Ab¨_vq me©`vB AvDUcyU †jv (Low) n‡e| GwUiI `yB ev 
Z‡ZvwaK BbcyU Avi GKwU gvÎ AvDUcyU _v‡K|  
 
 
 
 
 
 

 
wPÎ 3.15t NOR Gate-Gi cÖZxK 
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wb‡Pi wP‡Î NOR Gate-Gi jwRK eZ©bx †`Lv‡bv nj-  
 
 
 
 
 

 
 
 
 

wPÎ 3.16t NOR Gate-Gi jwRK eZ©bx 
 

wb‡Pi wP‡Î NOR Gate- Gi Uªy_ †Uwej ‡`Lv‡bv nj-  
 

INPUT OUTPUT 
A B Y 
0 0 1 
0 1 0 
1 0 0 
1 1 0 

 
eywjqvb mgxKiY, Y =  

  
NOR Gate-Gi Uªy_ †Uwej 
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Kw¤úDUvi AvwK©‡UKPvi 
 

4.1 Kw¤úDUvi AvwK©‡UKPvi Kx 
Kw¤úDUvi wm‡÷‡g †h mg —̄ ˆewkó¨ ‡cÖvMÖvgv‡ii Kv‡Q `„k¨gvb A_ev ‡cÖvMÖv‡gi jwRKvj Gw·wKDk‡bi Dci †h mg —̄ 
ˆewk‡ó¨i mivmwi cÖfve Av‡Q Zv‡K Kw¤úDUvi AvwK©‡UKPvi e‡j| D`vniY ¯^iƒc ejv hvq AvwK©‡UKPvivj ˆewk‡ó¨i 
g‡a¨ Av‡Q- BÝUªvKkb †mU, wewfbœ †WUv UvBc wi‡cÖ‡R›U Ki‡Z e¨eüZ we‡Ui msL¨v, BbcyU-AvDUcyU †gKvwbRg Ges 
†g‡gvwi G‡Wªwms Gi Rb¨ wewfbœ c×wZ|  
 

4.2 Kw¤úDUv‡ii AvwK©‡UKPvi/msMVb  
mvaviYZ KwgcDUvi wm‡÷g†K `yB fv‡M fvM Kiv hvq | 
 

1.nvW©Iq¨vi 
2.mdUIq¨vi 

 

1. Kw¤úDUvi wm‡÷g GKwU  we¯Z…Z c×wZ| ‡h mg¯Z hš¿cvwZ w`‡q Kw¤úDUvi ˆZwi Zv‡K nvW©Iq¨vi e‡j| †hgb- 
AvBwm, nvW©wW¯‹, gv`vi‡evW©, †¯‹bvi BZ¨vw`| AvaywbK Kw¤úDUvi wm‡÷†gi cÖavb mvsMVwbK Ask¸‡jv n‡jv- 
 

1. MªnYgyL 
2. ¯§„„wZ wefvM 
3. MvwYwZK hyw³ Ask 
4. wbqš¿Y wefvM 
5. wbM©gY g~L 

 

1.  MªnYgyL 
Kw¤úDUv‡ii mvnv‡h¨ †Kvb KvR m¤úv`‡bi Rb¨ ‡h mg Í̄ h‡š¿i mvnv‡h¨ cÖ‡qvRbxq Z_¨ †`Iqv nq Zv‡K MÖnYgyL e‡j| 
†hgb-Kx‡evW©, gvDm, †¯‹bvi BZ¨vw`| myZivs MÖnYgyL wbgœwjwLZ dvskb m¤úv`b K‡i _v‡K- 
 

 (K) GUv BÝUªvKkb Ges †WUv MÖnY K‡i A_ev c‡o|  
 (L) G mg¯— BÝUªvKkb Ges †WUv Kw¤úDUv‡ii MÖnY Dc‡hvMx MV‡b cwieZ©b K‡i|  
 (M) Gici G cwiewZ©Z BÝUªvKkb Ges †WUv‡K ciewZ© cÖ‡mwms Gi Rb¨ Kw¤úDUvi wm‡÷‡g mieivn K‡i|    
 

2. ¯§„„wZ wefvM 
gvby‡li g‡Zv Kw¤úDUv‡iiI wbR¯^ ¯§„„wZ †Kvl _v‡K Ges Zv‡K mvnvh¨ Kivi Rb¨ mvnvh¨Kvix ¯§„„wZ‡Kvl Av‡Q hv 
Kw¤úDUvi‡K wewfbœ KvR m¤úv`‡b mvnvh¨ K‡i _v‡K| Kw¤úDUv‡ii GB ¯§„„wZ‡Kvl gvby‡li ˆZwi Ges GUv we ỳ̈ ‡Zi 
mvnv‡h¨ P‡j|  Kw¤úDUv‡ii GB ¯§„wZ‡K ỳB fv‡M fvM Kiv hvq| h_v- 
 

(K) g~j ¯§„„wZ 
(L) mvnvh¨Kvix/†m‡KÛvwi ev ewnivMZ ¯§„„wZ 

 

(K) g~j ¯§„„wZ  
Kw¤úDUvi wm‡÷g †h †WUv I BÝUªvKk‡bi Dci eZ©gv‡b KvR Ki‡Q Zv GLv‡b mvgwqKfv‡e aviY K‡i iv‡L| GB 
†g‡gvwi A‡c¶vK…Z `ª“Z Ges mivmwi wm.wc.BD. Øviv G‡·m Kiv nq| GUv A‡c¶vK…Z †QvU †g‡gvwi| g~j ¯§„„wZ‡K `yB 
fv‡M fvM Kiv hvq- 
 

a. Read Only Memory(ROM) 
b. Random Access Memory (RAM) 

 

a. Read Only Memory(ROM) 
‡h ¯§„„wZ‡Z Z_¨ ïay cvV Kiv hvq wKš‘ †Kvb b~Zb Z_¨ ms‡hvRb Kiv hvq bv Zv‡K Read Only Memory(ROM ) 
e‡j| ROM  G Z_¨ ’̄vqxfv‡e msi¶Y Kiv nq| hLb we`y¨r P‡j hvq A_ev Kw¤úDUvi eÜ Kiv nq ZLb ‡h mg¯— 
Z_¨ ROM Gi g‡a¨ _v‡K Zv gy‡Q hvq bv| ROM Gi GKwU aib PROM| †h mg —̄ ROM wP‡c e¨enviKvix 
wb‡R‡`i B”QvgZ †cÖvMÖvg msi¶Y Ki‡Z cv‡i Zv‡K PROM wPc e‡j| PROM G GKevi †cÖvMÖvg msi¶Y Kivi ci 
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msiw¶Z Z_¨ Avi cwieZ©b Kiv hvq bv| ROM Gi Av‡iKwU aib n‡”Q  EPROM hv PROM Gi Dch©y³ mgm¨v 
mgvavb Ki‡Z cv‡i| GLv‡b Z_¨ gy‡Q †djv hvq Ges wPc‡K cybivq †cÖvMÖvg K‡i bZzb Z_¨ msi¶Y Kiv hvq|  
 

b.Random Access Memory(RAM) 
‡h ¯§„„wZ‡Z †Kvb GKwU Z_¨ gy‡Q †d‡j H RvqMvq b~Zb Z_¨ †jLv hvq Ges †mB Z_¨ cÖ‡qvRb Abymv‡i e¨envi Kiv 
hvq Zv‡K Random Access Memory e‡j| Z‡e we ỳ~̈ r P‡j †M‡j ev Kw¤úDUvi Ad/eÜ Ki‡j Gi Z_¨ gy‡Q 
hvq| cÖvBgvwi †÷v‡iR‡K mvaviYZ i¨vg e‡j KviY mivmwi †WUv Ges BÝUªvKkb msi¶Y Ges cybi“×vi Ki‡Z GB 
†g‡gvwii †h †Kvb †jv‡Kkb wm‡j± I e¨envi Kiv m¤¢e| †g‡gvwii cÖ‡Z¨KwU Avjv`v Avjv`v †jv‡Kkb Ab¨ †jv‡Kk‡bi 
gZB G‡·m Kiv mnR Ges GKB cwigvY mg‡qi cÖ‡qvRb nq| GUv‡K wiW/ivBU ev †fvjvUvBj †g‡gvwiI ejv nq 
KviY i¨vg wP‡c Z_¨ †jLvI hvq Avevi G †_‡K Z_¨ covI hvq |  
 

(L) mvnvh¨Kvix ev ewnivMZ ¯§„„wZ 
Kw¤úDUvi wm‡÷g eZ©gv‡b KvR Ki‡Q bv Ggb †cÖvMÖvg Ges †WUv ’̄vqxfv‡e aviY Ki‡Z GB ¯§„wZ e¨eüZ nq| GUv 
A‡c¶vK…Z eo ¯§„wZ Ask| GUv †gBb †g‡gvwi †_‡K Kg MwZ m¤úbœ †g‡gvwi| RAM ev g~j ¯§„wZ‡Z †Kvb Z_¨ ’̄vqx 
fv‡e _v‡K bv| Kw¤úDUvi eÜ Ki‡j ev we ỳ̈ r P‡j †M‡j RAM Gi mg —̄ Z_¨ gy‡Q hvq | ïaygvÎ ROM G Z_¨ ¯’vqx 
fv‡e _v‡K| †mRb¨ g~j ¯§„wZ ev RAM †K mvnvh¨ Kivi Rb¨ KZK¸‡jv ¯§„wZ ’̄vqxfv‡e Z_¨  msi¶Y K‡i _v‡K hv‡Z 
cÖ‡qvRb Abymv‡i RAM †m me ¯§„wZ †_‡K Z_¨ wb‡Z cv‡i| Avi GB me ¯§„wZ‡K mvnvh¨Kvix ¯§„wZ e‡j| †hgb- 
nvW©wW·, †d¬vwcwW·, Pz¤^Kxq †Uc BZ¨vw` mvnvh¨Kvix ¯§„wZ wnmv‡e e¨eüZ nq | 
 

3| MvwYwZK hyw³ Ask 
Kw¤úDUvi wm‡÷‡gi G.Gj.BD.(ALU) n‡”Q †mB ¯’vb †hLv‡b †cÖv‡mwms Acv‡ik‡bi mgq BÝUªvKk‡bi cÖK…Z 
Gw·wKDkb m¤úbœ nq| MvwYwZK †h †Kvb welq †hgb- ¸Y, fvM, †hvM, we‡qvM BZ¨vw` As‡Ki we‡k−lY Kiv Ges wm×vš— 
†`qv MvwYwZK hyw³ As‡ki KvR|  
 

4| wbqš¿Y wefvM 
Kw¤úDUv‡i wewfbœ As‡ki g‡a¨ Z_¨ Av`vb cÖ`vb Ges Z_¨ cÖev‡ni `vwqZ¡ cwiPvjbv K‡i †h wefvM Zv‡K wbqš¿Y wefvM 
e‡j| GwU wewfbœ ms‡K‡Zi gva¨‡g Kw¤úDUvi‡K mwµq iv‡L Ges wewfbœ KvR m¤úv`‡b mvnvh¨ K‡i _v‡K| wbqš¿Y 
wefvM g~j ¯§„wZ †_‡K G‡Ki ci GK wb‡`©k c‡o Ges †m wb‡ ©̀k Abymv‡i MvwYwZK hyw³ Ask ev BbcyU e¨e ’̄v‡K wb‡ ©̀k 
†`q KvR Kivi Rb¨ Avevi AvDUcy‡Ui gva¨‡g djvdj cÖKvk K‡i| ZvQvov Z‡_¨i wVKvbv †R‡b †m Z_¨‡K g~j¯§„wZi 
we‡kl RvqMvq msi¶Y K‡i|  
 

5| wbM©gY gyL 
Kw¤úDUvi †Kvb GKwU KvR m¤úv`‡bi ci †h h‡š¿i mvnv‡h¨ djvdj e¨enviKvixi Kv‡Q cÖ̀ k©b K‡i Zv‡K wbM©gY gyL 
e‡j| †`Lvi Rb¨ wfwWI c`©v ev gwbU‡ii bvg D‡j−L‡hvM¨| GQvovI wbM©gY gy‡Li g‡a¨ wcÖ›Uvi, cvÂKvW©, 
g¨vM‡bwUK‡Uc BZ¨vw` ¸i“Z¡c~Y©| myZivs AvDUcyU BDwbU  wbgœwjwLZ dvskb m¤úv`b K‡i _v‡K- 
 

 (K) Kw¤úDUvi Øviv ˆZwiK…Z †Kv‡WW d‡g©i djvdj GUv MÖnY K‡i| 
 (L)  GB †Kv‡WW d‡g©i djvdj‡K gvby‡li †evSvi Dc‡hvMx d‡g© cwieZ©b K‡i|  
 (M) GB cwiewZ©Z †iRvë Avgv‡`i‡K cÖ̀ k©b K‡i|  
 

mdUIq¨vi 
Kw¤úDUv‡ii wbR¯̂ †Kvb eyw×gËv †bB| ZvB †Kvb KvR m¤úv`‡bi c~‡e© GwU cÖ‡qvRbxq wb‡ ©̀k MÖnY K‡i _v‡K| 
Kw¤úDUv‡ii ‡evaMg¨ fvlvq wjwLZ G ai‡bi wb‡ ©̀k‡K †cÖvMÖvg e‡j| A_v©r †cÖvMÖvg nj KvR m¤úbœ Kivi ch©vqµwgK 
wb‡ ©̀‡ki ZvwjKv| Avi mdUIq¨vi nj KZ ¸‡jv wb‡`©kK…Z †cÖvMÖv‡gi mgwó hv †Kvb KvR m¤úbœ Kivi Rb¨ 
nvW©Iq¨vi‡K mwµq ev Kg©¶g K‡i| GwU Kw¤úDUvi e¨enviKvix Ges nvW©Iq¨v‡ii g‡a¨ ms‡hvM †¶Î wnmv‡i KvR 
K‡i| Kw¤úDUvi †_‡K djcÖm~ †Kvb AvDUcyU †c‡Z n‡j nvW©Iq¨vi I mdUIq¨vi Df‡qiB cvi¯úwiK mn‡hvwMZv 
cª‡qvRb| mdUIq¨vi‡K mvaviYZ `yB fv‡M fvM Kiv nq| h_v: wm‡÷g mdUIq¨vi I A¨vwc −‡Kkb mdUIq¨vi| 
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wm‡÷g mdUIq¨vi 
wm‡÷g mdUIq¨vi n‡”Q Ggb ai‡bi mdUIq¨vi hv Kw¤úDUv‡ii nvW©Iq¨vi ¸‡jv‡K e¨enviKvixi e¨envi Dc‡hvMx 
K‡i Zzj‡Z mnvqZv K‡i| GB mdUIq¨vi Kw¤úDUv‡ii wewfbœ BDwb‡Ui g‡a¨ Kv‡Ri mgš̂q i¶v K‡i I e¨envwiK 
†cÖvMÖvg wbev©‡ni Rb¨ Kw¤úDUv‡ii mvg_ ©̈‡K mv_©Kfv‡e wb‡qvwRZ iv‡L| Kw¤úDUv‡ii Kv‡Ri cÖK…wZi Dc‡hvMx K‡i 
wm‡÷g mdUIq¨vi ˆZwi Kiv nq| ZvB wewfbœ cÖKv‡ii Kv‡Ri Rb¨ wm‡÷g mdUIq¨vi wewfbœ iK‡gi nq| GK ai‡bi 
Kw¤úDUv‡ii Dc‡hvMx K‡i ˆZwi mdUIq¨vi cwieZ©b K‡i bv wb‡j Ab¨ GK ai‡bi Kw¤úDUv‡i e¨envi Kiv hvq bv| 
wm‡÷g mdUIq¨vi‡K cÖavbZ wZb fv‡M fvM Kiv hvq | h_v- 
 

1) wm‡÷g g¨v‡bR‡g›U †cÖvMÖvg ev mdUIq¨vi| 
2) wm‡÷g mv‡c©vU †cÖvMÖvg ev mdUIq¨vi| 
3) wm‡÷g †W‡fjc‡g›U †cÖvMÖvg ev mdUIq¨vi|  

 

wm‡÷g g¨‡bR‡g›U mdUIq¨vi 
wm‡÷g g¨v‡bR‡g›U †cÖvMÖvg w`‡q Kw¤úDUv‡ii nvW©Iq¨vi, mdUIq¨vi, †WUv Ges †bUIqvK© wbqš¿Y Kiv hvq| wm‡÷g 
g¨v‡bR‡g›U †cÖvMÖvg wbæwjwLZ BDwbU¸‡jv wb‡q MwVZ| h_v- 

1) Acv‡iwUs wm‡÷g (Operating System)  
2) ‡WUv‡em g¨‡bR‡g›U (Database Management) wm‡÷g I 
3) ‡bUIqvK© g¨v‡bR‡g›U  ( Network Management ) ‡cÖvMÖvg |  

 

wm‡÷g mv‡cvU© mdUIq¨vi 
wm‡÷g mv‡cvU© †cÖvMÖvg w`‡q Kw¤úDUvi e¨enviKvix mvwf©m †cÖvMÖvg, wbivcËv cÖ`v‡bi †cÖvMÖvg Ges Kv‡Ri wnmve- 
wbKvkmn BZ¨vw` KvR m¤úv`b Ki‡Z cv‡i| wm‡÷g mv‡c©vU †cÖvMÖvg wbgœwjwLZ †cÖvMÖvg¸‡jv wb‡q MwVZ| h_v- 
 

1) wm‡÷g BDwUwjwU †cÖvMÖvg  
2) wm‡÷g cvidi‡gÝ ( Performance ) gwbUi †cÖvMÖvg I 
3) wm‡÷g wmwKDwiwU gwbUi †cÖvMÖvg|  

 

wm‡÷g †W‡fjc‡g›U mdUIq¨vi 
e¨envwiK mgm¨v mgvav‡bi D‡Ï‡k¨ ‡cÖvMÖvg Dbœq‡bi Rb¨ wm‡÷g †W‡fjc‡g›U †cÖvMÖvg e¨envi Kiv n‡q _v‡K| wm‡÷g 
†W‡fjc‡g›U †cÖvMÖvg‡K wbæwjwLZ fv‡M fvM Kiv hvq| h_v-  
 

1) †cÖvMÖvwgs j¨vs¸‡qR UªvÝ‡jUi ev Abyev`K †cÖvMÖvg| 
2) †cÖvMÖvwgs GwWUi Ges Uzjm|  
3) Kw¤úDUvi GB‡WW mdUIq¨vi BwÁwbqvwis (Computer Aided Software Engineering–  
    C.A.S.E) c¨v‡KRmg~n| 

 

A¨vwc−‡Kkb ev e¨envwiK mdUIq¨vit 
wewfbœ KvR †hgb- wPwVcÎ UvBc Kiv, wej ˆZwi Kiv, GKvDw›Us Gi wn‡me ivLv, MÖvwd· wWRvBb Kiv, AwWI-wfwWI 
†kvbv BZ¨vw` Kv‡Ri Rb¨ Avjv`v Avjv`v md&UIq¨vi Av‡Q| Gi me¸‡jvB A¨vwc−‡Kkb †cÖvMÖvg (Application 
Software)| GwU Avevi `yBfv‡M wef³| †hgb- 
 

1) BDRvi ev e¨enviKvix wjwLZ ‡cÖvMÖvg| 
2) c¨v‡KR ‡cÖvMÖvg| 

 

BDRvi ev e¨enviKvix wjwLZ ‡cÖvMÖvg 
Kw¤úDUv‡ii gva¨‡g †h †Kvb RwUj mgm¨vi mgvavb m¤¢e| Kw¤úDUvi e¨enviKvix Zvi Pvwn`v Abyhvqx †h †Kvb RwUj 
mgm¨v mgvav‡bi Rb¨ wb‡Ri gZ K‡i e¨envwiK †cÖvMÖvg iPbv Ki‡Z cv‡ib| e¨emvqx ev wkí cÖwZôvbmg~‡ni Zv‡`i 
wbR¯^ c×wZ‡Z Z_¨ e¨e¯’vcbv, wnmve- wbKvkmn Ab¨vb¨ Kv‡Ri Rb¨ A‡bK mgq we‡klfv‡e mdUIq¨vi ˆZwi K‡i 
†bqvi cÖ‡qvRb c‡o| Z‡e G Kv‡R Aek¨B GKRb AwfÁ †cÖvMÖvgv‡ii kiYvcbœ nIqv cÖ‡qvRb| Ab¨vb¨ cwimsL¨vb 
msµvš—, Z_¨mn cix¶vi djvdj ˆZwii Rb¨ K…Z †cÖvMÖvg, Bb‡fbUwi K‡›Uªvj ev cY¨`ª‡e¨i we¯—vwiZ Z‡_¨i ZvwjKv 
wbqš¿‡Yi †cÖvMÖvg, †ijI‡q ev wegv‡bi Avmb msi¶Y, Drcbœ ª̀‡e¨i Abym~wPi Rb¨ K…Z †cÖvMÖvg BZ¨vw` e¨enviKvix 
wjwLZ †cÖvMÖv‡gi D`vniY| 
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c¨v‡KR ‡cÖvMÖvg 
e¨envwiK mgm¨v mgvav‡bvi Rb¨ †ek wKQy †cÖvMÖvg evwYwR¨K wfwË‡Z cvIqv hvq| GB ai‡bi †cÖvMÖvg w`‡q wbw`©ó ai‡bi 
KvR Kiv hvq| GB †cÖvMÖv‡g e¨envwiK mgm¨vi c~Y©v½ mgvavb †`qvi e¨e ’̄v _v‡K| GB me †cÖvMÖvg‡K c¨v‡KR †cÖvMÖvg 
e‡j| GKRb weÁvbx hw` Zvi M‡elYv Kvh© m¤úv`‡bi Rb¨ GKwU mdUIq¨vi iPbv K‡ib Zv n‡j H mdUIq¨viwU n‡e 
Zvi Rb¨ c¨v‡KR †cÖvMÖvg| wb‡gœ K‡qKwU c¨v‡KR †cÖvMÖv‡gi D`vniY †`qv n‡jv| ‡hgb- 
 

1| IqvW©cÖ‡mwms mdUIq¨vi  
2| †W¯‹Uc cvewjwks mdUIq¨vi  
3| †¯cÖWwkU md&UIq¨vi  
4| WvUv‡eR g¨v‡bR‡g›U mdUIq¨vi  
5| MÖvwdK&m, gvwëwgwWqv Ges †cÖ‡R‡›Ukb mdUIq¨vi  
6| G›Uvi‡UBb‡g›U Ges GWy‡Kkb mdUIq¨vi  
7| BDwUwjwUm mdUIq¨vi 
8| KwgDwb‡Kkb mdUIq¨vi BZ¨vw`| 

  

e¨envwiK †¶‡Îi Dci wfwË K‡i c¨v‡KR †cÖvMÖvg‡K wbgœ wjwLZ fv‡M fvM Kiv hvq| ‡hgb- 
 

1) Bw›U‡MÖ‡UW c¨v‡KR mdUIq¨vi  
2) GKK cÖwµqv c¨v‡KR mdUIq¨vi |  

 

Bw›U‡MÖ‡UW c¨v‡KR mdUIq¨vi GKvwaK mgm¨v mgvav‡bi Rb¨ evwYwR¨Kfv‡e cvIqv hvq| wewfbœ mgm¨v mgvav‡bi Rb¨ 
G ai‡bi c¨v‡KR mdUIq¨v‡i wewfbœ ai‡bi †cÖvMÖv‡gi mgš^q mvab Kiv n‡q‡Q| †hgb- †¯cÖWwkU, WvUv‡eR 
g¨v‡bR‡g›U, †WUv KwgDwb‡Kkb mdUIq¨vi cÖf„wZ |  
 

GKK cÖwµqv c¨v‡KR †cÖvMÖv‡gi mvnv‡h¨ wbw`©ó ai‡bi mgm¨v mgvavb Kiv nq| †hgb IqvW© cÖ‡mwms Gi Rb¨ 
gvB‡µvmdUIqvW© , IqvW© ÷vi, IqvW© cvi‡d± cÖf„wZ c¨v‡KR †cÖvMÖvg e¨envi Kiv nq| GQvovI wKQy wKQy mdUIq¨vi 
†Kv¤úvwb Av‡Q hviv webvg~‡j¨ e¨enviKvix‡`i mdUIq¨vi e¨envi Kivi my‡hvM †`q, G ai‡bi mdUIq¨vi‡K wd«Iq¨vi 
e‡j| Avi mvgvb¨ wd‡mi gva¨‡g †h mdUIq¨vi e¨enviKvix‡`i e¨envi Ki‡Z †`Iqv nq Zv‡K †kqviIq¨vi e‡j|  
 

4.3 Kw¤úDUvi evm Kx 
‡h mg —̄ B‡jwUªK Zv‡ii mvnv‡h¨ gvB‡µvKw¤úDUv‡ii wewfbœ Ask †hgb- wmwcBD, i¨vg, Kx‡evW©, G·‡Ubkb †evW©, 
†bUIqvK© KvW©, mvDÊ KvW©, wfwRG KvW© BZ¨vw`i mv‡_ mshy³ _v‡K Zv‡K Kw¤úDUvi evm e‡j| ev‡mi ga¨ w`‡q 
wWwRUvj ms‡KZ 0 ev 1 PjvPj Ki‡Z cv‡i| wewfbœ As‡ki mv‡_ †hvMv‡hvM Kivi Rb¨ wewfbœ ai‡bi evm e¨eüZ nq| 
 

4.4 Kw¤úDUvi ev‡mi cÖKvi‡f`  
GKwU Kw¤úDUv‡ii g‡a¨ wm.wc.BD. g~j ¯§„wZ, K¨vk †g‡gvwi, ‡cwi‡divj wWfvBm cÖf„wZ ev‡mi gv‡a¨‡g ‡hvMv‡hvM 
K‡i| Kw¤úDUvi evm‡K mvaviYZ wZb fv‡M fvM Kiv hvq- 
 

1) G‡Wªm evm 
 2) ‡WUv  evm 
 3) K‡›Uªvj evm 
 

4.4.1 G‡Wªm evm 
wVKvbv evmwUi gva¨‡g wmwcBD ¯§„wZ As‡ki wVKvbv‡Z ms‡KZ cvwV‡q _v‡K| wVKvbvi ¯§„wZ Ask †_‡K Z_¨ cov ev 
†jLv nq| G evm 8wU, 16wU, 24wU ev 32wU mgvš—ivj mvwi wb‡q MwVZ| G ev‡mi mgvš—ivj mvwii msL¨v hw` n nq Z‡e 

me©vwaK ¯§„wZ As‡ki wVKvbvi msL¨v n‡e 2n †hgb 8wU mgvš—ivj mvwi wewkó wVKvbv ev‡mi wmwcBD me©vwaK 28 ev 256 
¯§„wZi As‡ki mv‡_ Z_¨ Av`vb cÖ`vb Ki‡Z cv‡i| G‡Wªm evm wm‡÷‡gi g~j ¯§„wZ ev BbcyU-AvDUcyU G‡Wªm †¯ú‡m 
msiw¶Z †WUvi G‡Wªm cvVvq| G‡Wªm ev‡m mvaviYZ 8wU A_ev 32wU G‡Wªm jvBb _v‡K|  
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wPÎt G‡Wªm evm 
 
4.4.2 ‡WUv evm 
wmwcBD I i¨v‡gi g‡a¨ ‡WUv Av`vb cÖ`vb Kivi Rb¨ G evmwU e¨eüZ nq| AwaKvsk mgq GwU GKwU wbqš¿Y wP‡ci 
gva¨‡g cÖ‡mmi n‡Z ¯§„wZ‡Z Ges ¯§„wZ n‡Z cÖ‡mm†i WvUv Av`vb cÖ`vb K‡i| ‡WUv ev‡m mvaviYZ 16wU ev 128wU  
†WUv jvBb _v‡K  Ges Gi gva¨‡g †WUv cvVv‡bv nq|  
 

 
                                 wPÎt †WUv evm 
 
4.4.3 wbqš¿Y evm  
wbqš¿Y ms‡KZ cvwV‡q wewfbœ hš¿‡K mwµq Kiv nq| ¯§„wZ n‡Z covi Rb¨, ¯§„wZ n‡Z †jLvi Rb¨, BbcyU/AvDUcyU hš¿ 
n‡Z MÖn‡Yi Rb¨ Ges BbcyU/AvDUcyU h‡š¿ †jLvi Rb¨ wbqš¿Y ms‡KZ mvaviYZ e¨eüZ nq| G evm 4-10 wU 
mgvšZivj mvwi wb‡q MwVZ| Avi mg¯— wbqš¿Y ms‡KZ G wbqš¿Y ev‡mi gva¨‡g cvVv‡bv n‡q _v‡K| K‡›Uvj jvBb Kx 
ai‡Yi Uªvb‡RKkb m¤úbœ n‡e Zv wb‡`©k K‡i Ges `ª“Z I axi BDwb‡Ui g‡a¨ †hvMv‡hv‡Mi mgš̂q mvab K‡i|    
 
 
     
 

   
wmwcBD 

evm       
K‡›Uvªjvi     

wPc

ewnivMZ 
K¨vk 

‡WUv 
evm 

i¨vg 

       
wmwcBD

 
G‡Wªm   
evm 

¯§„wZi Ask 
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4.5 Kw¤úDUv‡ii CPU Kx 
CPU n‡”Q Central Processing Unit Gi msw¶ß bvg| gvby‡li †eªBb †hgb gvbyl‡K cwiPvwjZ K‡i †Zgwb CPU 
Kw¤úDUvi‡K cwiPvwjZ K‡i| CPU ev cÖ‡mm‡ii cÖK…wZ I ¶gZvi Dci wbf©i K‡i Kw¤úDUv‡ii cÖK…wZ I ¶gZv| 
Kw¤úDUv‡ii Af¨ —̄ixY mg¯— KvR GB cÖ‡mmi ØvivB mgvavb Kiv hvq| CPU ‡g‡gvwi †_‡K wb‡`©k c‡o Ges wb‡ ©̀k 
Abymv‡i KvR m¤úbœ K‡i| Bnv WvUv MÖnY ev cÖ`v‡bi Rb¨ BbcyU/AvDUcyU h‡š¿i mvnv‡h¨ †hvMv‡hvM iv‡L| CPU G 
wbqš¿Y Ask _v‡K hv wewfbœ Kv‡Ri mgš^q mvab K‡i, MvwYwZK hyw³ Ask _v‡K hv MvwYwZK hyw³ Acv‡ikb m¤úv`b 
K‡i| GQvovI G‡Z _v‡K †iwR÷vi hv WvUv msi¶Y Ki‡Z e¨eüZ nq| 
 

4.6 cÖ‡mmi ev CPU Gi msMVb 
Gi cÖavbZ wZbwU Ask _v‡K- 
 

  1)   wbqš¿Y Ask 
  2)   A¨vwi_‡gwUK jwRK BDwbU/MvwYwZK hyw³ Ask 
 3)   †iwR÷vi ev †g‡gvwi/¯§„wZ 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

wPÎt Kw¤úDUv‡ii msMVb 
 

wbqš¿Y Ask 
Kw¤úDUv‡i m¤úvw`Z mg¯— Kv‡Ri wbqš¿Y ms‡KZ cÖ`vb K‡i GB wbqš¿Y Ask| GB Ask wmwcBD, †g‡gvwi Ges 
BbcyU/AvDUcyU wWfvB‡mi g‡a¨ WvUv cÖevn wbqš¿Y K‡i| K‡›Uªvj GKK ROM I RAM G mwÂZ wb‡`©k Abymv‡i 
KvR Ki‡Z Kw¤úDUv‡ii Ab¨ me Ask‡K Av‡`k †`q| ZvQvov evBbvwi †Kv‡Wi BÝUªvKkb‡K ¯§„wZ n‡Z MÖnY K‡i Ges 
GMy‡jv†K wW‡KvW K‡i| 
 

A¨vwi_‡gwUK jwRK BDwbU/MvwYwZK hyw³ Ask 
GUv CPU Gi †mB Ask †hLv‡b wewfbœ ai‡bi Acv‡ikb †hgb- †hvM, we‡qvM, ¸Y, fvM, OR, AND, NOR, 
XOR BZ¨vw` WvUvi Dci m¤úvw`Z nq| G‡Z GKwU †cÖvMÖvg KvD›Uvi Av‡Q hv‡Z cy‡e©i BÝUªvKk‡bi wVKvbv _v‡K| 
†Kvb BÝUªvKkb GLb m¤úvw`Z n‡e Zv G wVKvbv †_‡K ¯§„wZ wn‡m‡e cvV Kiv hvq| 
 

Control Unit Output Unit ResultInput Unit Data

ALU 

Memory Unit Data 
Control Signal 
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‡iwR÷vi ev †g‡gvwi/¯§„wZ 
‡iwR÷vi n‡”Q CPU Gi GKwU Ask| Gme †iwR÷v‡i `ª“Z wjLb I cVb m¤¢e| wbqš¿Y Ask I MvwYwZK hyw³ As‡k 
Z_¨ cÖwµqvKi‡Y Gme †iwR÷vi mvnvh¨ K‡i| †Kvb GKwU KvR m¤úv`‡bi mgq G mg¯Z †iwR÷vi mvgwqKfv‡e WvUv 
msi¶Y Ki‡Z e¨eüZ nq| wewfbœ Kv‡R wewfbœ †iwR÷vi e¨eüZ nq| Acv‡ik‡bi dj GLv‡b mvgwqKfv‡e mwÂZ 
_v‡K| 
 

  mÂq †iwR÷vit mÂq †iwR÷vi ALU Gi Aš—M©Z we‡kl ai‡bi †iwR÷vi hv WvUv msi¶Y Ki‡Z Ges 
MvwYwZK hyw³ As‡ki KvR m¤úv`b Ki‡Z e¨eüZ nq| Acv‡ik‡bi dj GLv‡b mvgwqKfv‡e mwÂZ _v‡K| 
 

‡cÖvMªvg KvD›Uvit †cÖvMÖvg KvD›Uvi‡K A‡bK mgq BÝUªvKkb c‡q›UviI ejv nq| GwU †Kvb GKwU wb‡`©‡ki 
wVK c‡ii wb‡ ©̀‡ki wVKvbv aviY K‡i| †Kvb GKUv BÝUªvkb m¤úv`‡bi mgq wbqš¿Y GKK †cÖvMÖvg KvD›Uv‡ii Z_¨ ev 
wVKvbv A¨v‡Wªm ev‡m cvVvq Ges †g‡gvwi †_‡K GB wVKvbvi Z_¨ c‡o| Gici †cÖvMÖvg KvD›Uv‡ii msL¨v© (wVKvbv) 
CPU Gi Af¨š—ixY hyw³ Øviv A‡Uv‡gwUK e„w× cvq| 
 

BbcyU/AvDUcyU †iwR÷vit mÂqK ev Accumulator ‡_‡K djvdj mivmwi AvDUcy‡U cvVv‡bv nq bv| 
GB djvdj mvgwqKfv‡e AvDUcyU †iwR÷v‡i msi¶Y Kiv nq Ges †mLvY †_‡K ax‡i ax‡i AvDUcy‡U cvVv‡bv nq| G 
bv n‡j mÂvq‡K djvdj c‡o _vK‡j c‡ii MYbv ïi“ Ki‡Z wej¤^ n‡Zv| GKBfv‡e Bbcy‡‡Ui †cÖvMÖvgI BbcyU 
†iwR÷v‡i Rgv †i‡L Zvici mÂvq‡K cvVv‡bv nq| G‡Z KwÞDUvi ª̀“Z MwZ‡Z KvR Ki‡Z cv‡i| KviY †h mgq 
GKw`‡K BbcyU AvDUcyU Acv‡ikb m¤úbœ nq †mmgqB Kw¤úDUvi Ab¨w`‡K MYbv KvR Ki‡Z cv‡i| 
 

¯§„wZ Bbdi‡gkb †iwR÷vi ev MIR t  ¯§„wZ Bbdi‡gmb †iwR÷vi‡K ¯§„wZ Z_¨ †iwR÷vi I ¯§„wZ evdvi 
†iwR÷vi e‡j| cÖavb ¯§„wZ ev Main Memory I BbcyU †iwR÷vi †_‡K Z_¨ I wb‡`©k ¯§„wZ Bbdi‡gkb †iwR÷v‡i 
Rgv ivLv nq| Ab¨ ¯§„wZ †iwR÷vi †_‡K †h Z_¨ ev wb‡`©k Avb‡Z ev ivL‡Z n‡e Zvi wVKvbv †hLv‡b _v‡K Zv‡K ¯§„wZ 
wVKvbv †iwR÷vi ev MAR (Memory Address Register) e‡j| Kw¤úDUv‡ii ¯§„wZ‡Z mvaviYZ 210 ‡_‡K 220 
wU ch©š— kã _v‡K| myZivs MAR Gi msL¨v 10weU †_‡K 20weU| 
 

4.7 wewfbœ cÖKvi cÖ‡mmi 
wewfbœ cÖKvi cÖ‡mm‡ii g‡a¨ K‡qKwU n‡jv- 
 

1. gvB‡µvc&ª‡mmi 
2. cvBcjvBb cÖ‡mmi     
3. A¨v‡i cÖ‡mmi 
4. gvwëcÖ‡mmi 
5. wi¯‹ cÖ‡mmi 
6. wm¯‹ cÖ‡mmi 

 

4.7.1 gvB‡µvc&ª‡mmi  
gvB‡µvKw¤úDUv‡ii ‡K› ª̀xq cÖwµqvKiY Ask ev wmwcBD‡K gvB‡µvcÖ‡mmi ejv nq| Bnv GKwU gvwëcvicvm,  
†cÖvMÖv‡gej, K¬K-WªvB‡fb †iwR÷vi ‡eBmW B‡jKUªwbK wWfvBm hv †g‡gvwi ‡_‡K evBbvwi BÝUªvKkb c‡o, evBbvwi 
‡WUv‡K BbcyU wnmv‡e MÖnY K‡i, H BbmUªvKkb Abymv‡i BbcyU WvUv‡K cÖ‡mm K‡i  Ges AvDUcyU wnmv‡e djvdj 
cÖ`vb K‡i| gvB‡µvcÖ‡mm‡ii cÖavb KvR¸‡jv n‡PQ- 
 

1. †g‡gvwi †_‡K BÝUªvKkb cov| 
2. Z_¨ cÖev‡ni mgq K‡›Uªvj Kiv| 
3. ‡cÖvMÖv‡g wb‡ ©̀wkZ Kw¤úDwUs KvR¸‡jv m¤úv`b Kiv| 
4. wm‡÷gev‡mi gva¨‡g mg¯Í †cwidv‡ij wWfvB‡mi mv‡_ †hvMv†hvM i¶v Kiv| 
5. Pvwn`vg‡Zv djvdj cÖ`vb Kiv| 

 

IqvW© Gi ‰`N©¨ Abymv‡i gvB‡µvc&ª‡mmi‡K fvM Kiv hvq| 8weU IqvW© Gi cÖ‡mmi †K 8 weU gvB‡µvcÖ‡mmi e‡j| 
Avevi 16 weU IqvW© Gi cÖ‡mmi †K 16 weU gvB‡µvcÖ‡mmi e‡j| ‡hgb B‡›Uj 8085 GKwU 8weU  gvB‡µvc&ª‡mmi| 
Avevi  B‡›Uj 8086 GKwU 16 weU  gvB‡µvc&ª‡mmi| gvB‡K&ªvc&ª‡mm‡i  mg¯— jwRK mvwK©U Ges K‡›Uªvj BDwbU GKB 
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wP‡c _v‡K| †h mg —̄ Kw¤úDUv‡i gvB‡µvc&ª‡mmi e¨envi Kiv nq Zv‡K gvB‡µvKw¤úDUvi ejv nq| gvB‡µvKw¤úDUv‡i 
wmwcBD Gi KvR gvB‡µvc&ª‡mmi Øviv m¤úvw`Z nq| gvB‡µvc&ª‡mm‡ii Af¨šZixY msMVb‡K wZbwU fv‡M fvM Kiv 
hvq- 
 

(1) ‡iwR÷vimg~n 
(2) MvwYwZK hyw³ Ask 
(3) mgq wba©viK I wbqš¿Y Ask  

 
 
 
 
 
 
 

wPÎt gvB‡µvcÖ‡mmi msMVb 

  

 

†iwR÷vimg~n          MvwYwZK/        
                           hyw³ Ask 
 

mgq wba©viK I wbqš¿Y 
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Acv‡iwUs wm‡÷g (Operating System)  
 

5.1 Acv‡iwUs wm‡÷g (Operating System) Kx?   
Acv‡iwUs wm‡÷g (Operating System) g~jZ GKwU wm‡÷g mdUIq¨vi (System Software)| †h mdUIq¨vi 
Kw¤úDUv‡ii wewfbœ As‡ki g‡a¨ mgš̂q mvab K‡i Kw¤úDUv‡ii mvg_©¨‡K Kv‡R jvwM‡q Gwc−‡Kkb mdUIq¨vi¸‡jv 
cwiPvjbv K‡i _v‡K Zv‡K Acv‡iwUs wm‡÷g e‡j| Acv‡iwUs wm‡÷g  n‡”Q Ggb GKwU mdUIq¨vi hv Kw¤úDUvi 
†cÖvMÖv‡gi Gw·wKDk†K wbqš¿Y K‡i Ges hv wmwWDwjs, wWevwMs, BbcyU-AvDUcyU wbqš¿Y, wnmvei¶Y, K¤úvB‡jkb, 
†ggwi e¨e ’̄vcbv, †WUv e¨e¯’vcbv Ges msi¶Y cÖf„wZ KvR K‡i _v‡K|    
 

 

 

 

 

 

 

 

 

 

 

wPÎ 5.1t Acv‡iwUs wm‡÷g 

GKUv †`k Z_v miKvi cwiPvjbv I wbqš¿‡Yi Rb¨ †hgb c×wZ cÖ‡qvRb wVK †Zgwb †h †Kvb Kw¤úDUvi‡K 
¯^qswµqfv‡e wbqš¿Y I cwiPvjbvi Rb¨I c×wZ cÖ‡qvRb| 
 

Acv‡iwUs wm‡÷‡gi cÖv_wgK BwZnvm 
cÖv_wgK Ae ’̄vq Acv‡iwUs wm‡÷g ‰Zwi Kiv n‡qwQj †gBb †d«g Kw¤úDUvi‡ii Rb¨ 1951 mv‡j| Acv‡iwUs wm‡÷gwU 
hy³iv‡óªi †Rbv‡ij gUi wimvP© j¨ve‡iUwi KZ…K AvBweGg (IBM)  K‡cv©‡ik‡bi Rb¨ ˆZwi Kiv n‡qwQj| cv‡m©vbvj 
Kw¤úDUvi ev gvB‡µvKw¤úDUv‡i Acv‡iwUs wm‡÷g e¨eüZ n‡Z _v‡K 1971 mvj †_‡K| GB Acv‡iwUs wm‡÷‡gi bvg 
wQj wmwc/Gg(CP/M)| eûj e¨eüZ Acv‡iwUs wm‡÷g¸‡jv nj- 
 

1. MS-DOS, PC-DOS 6. Mac OS 
2. MS Windows95,98,2000,ME, XP 7. Solaries 
3. Unix 8. OS/2 Warp 
4. Linux 9. MS Windows NT 
5. Xenix 10. MS Windows Vista 

 

5.2 Acv‡iwUs wm‡÷‡gi ¸i“Z¡ (Importance of Operating System) 
Acv‡iwUs wm‡÷g Kw¤úDUv‡ii g‡a¨ cÖv‡Yi mÂvi K‡i| Bnv Kw¤úDUvi I e¨enviKvixi g‡a¨ †mZz eÜb ˆZwi K‡i| 
Acv‡iwUs wm‡÷‡gi gva¨‡gB e¨enviKvix Kw¤úDUv‡ii mv‡_ †hvMv‡hvM ’̄vcb K‡i I Gi ga¨eZ©x e¨venvwiK 
mdUIq¨vimg~n Pvjv‡Z m¶g nq| Kv‡RB Acv‡iwUs wm‡÷g Qvov Kw¤úDUvi GKwU avZe hš¿ Qvov Avi wKQyB bv| wb‡gœ 
wP‡Îi gva¨‡g Acv‡iwUs wm‡÷g Gi ¸i“Z¡ †`Lv‡bv nj| 
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wPÎ 5.2t Kw¤úDUvi wm‡÷‡g Acv‡iwUs wm‡÷‡gi Ae ’̄vb 
 

5.3 Acv‡iwUs wm‡÷‡gi KvR (Functions of Operating System) 
Kw¤úDUv‡ii AvKvi, MVb I cÖ‡qv‡Mi Dci wbf©i K‡i Acv‡iwUs wm‡÷‡gi MVb, AvKvi ‡QvU ev eo Ges Kv‡Ri cwiwa 
Kg ev †ekx nq| wb‡gœ Acv‡iwUs wm‡÷‡gi cÖavb KvRMy‡jv wP‡Îi gva¨‡g Dc ’̄vcb Kiv nj| 
 
 

 

 

 
 

wPÎ 5.3t Acv‡iwUs wm‡÷‡gi KvR mg~n 
 

5.3.1 BDRvi B›Uvi‡dm (User Interface) 
BDRvi B›Uvi‡dm Acv‡iwUs wm‡÷‡gi Ggb GKwU Ask hv e¨enviKvixi mv‡_ wewfbœ mdU&Iqv‡ii ms‡hvM, mgš̂q 
mvab, cwiPvjbv I wb‡ ©̀k M&ªn‡Y mnvqZv cÖ̀ vb K‡i| ZvQvov mdU&Iqvi¸‡jv wbqš¿Y I wewfbœ †cÖvMÖvg †jvW Kiv I KvR 
Kivi my‡hvM m„wó K‡i _v‡K| Acv‡iwUs wm‡÷‡g mvaviYZ wZb ai‡bi BDRvi B›Uvi‡dm †`Lv hvq| h_v- KgvÛ 
PvwjZ, †gby PvwjZ I MªvwdK¨vj BDRvi B›Uvi‡dm| 
 

5.3.2 wi‡mvm© g¨v‡bR‡g›U (Resource Management) 
Acv‡iwUs wm‡÷g Kw¤úDUvi‡K mPj I e¨envi Dc‡hvMx K‡i †Zv‡j| Bnv Kw¤úDUv‡ii wewfbœ wi‡mvm© †hgb, BbcyU I 
AvDUcyU wWfvBm (Kx‡evW©, gvDm, gwbUi, d¬wc/wmwW/nvW© wW¯‹ WªvBf, wcª›Uvi, ¯‹¨vbvi cÖf„wZ) I Ab¨vb¨ wWfvBm¸‡jvi 
wbqš¿Y, Î“wU I Ae ’̄v ch©‡e¶Y Ges mgš̂q mvab K‡i| ZvQvov †ggwi g¨v‡bR‡g›U K‡i Kw¤úDUv‡ii `¶Zv e„w× K‡i|   
 

5.3.3 wmwKDwiwU (Security) 
Acv‡iwUs wm‡÷g Kw¤úDUv‡ii wi‡mvm©‡K AbvKvw•LZ e¨enviKvixi nvZ †_‡K i¶v K‡i| Bnv ‡WUv I Bbdi‡gkb Pzwi 
†iv‡aI mnvqZv K‡i|  
 

5.3.4 Uv¯‹ g¨v‡bR‡g›U (Task Management) 
Acv‡iwUs wm‡÷‡gi Uv¯‹ g¨v‡bR‡g›U †cÖvMÖvg e¨enviKvixi wb‡ ©̀k MÖnY, we‡k−lY Ges e¨vP cÖ‡mwms K‡i| G‡Z 
wmwcBD-Gi UvBg −̄vBm‡K wewfbœ Uv‡¯‹i g‡a¨ eÈb K‡i Ges B›UvivÞ K‡›Uªvj K‡i hv‡Z mKj KvRB mwVKfv‡e m¤úbœ 
nq| 
 

Users 
Application Programs 

Operating System 

Hardware

User Interface 

Utilities Security File 
Management 

Task 
Management 

Resource 
Management 
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5.3.5 dvBj g¨v‡bR‡g›U (File Management) 
Acv‡iwUs wm‡÷g dvBj g¨v‡bR‡g›U, †hgb dvBj ‰Zwi, dvBj wW‡jU, A¨vK‡mm, Kwc, gyf, msi¶Y BZ¨vw` KvR K‡i 
_v‡K| ZvQvov †WUv I †cªvMÖvg g¨vwbwcD‡jkb †hgb, †WUv Av`vb-cÖ`vb, ¯’vbvš—i I msi¶‡Yi KvR K‡i _v‡K |  
 

5.3.6 BDwUwjwUm (Utilities) 
Acv‡iwUs wm‡÷g e¨enviKvix‡K wewfbœ ai‡bi myweav ‡hgb dvBj wWdªvM‡g‡›Ukb, †WUv K‡¤cÖkb, e¨vKAvc, †WUv 
wi‡Kvfvwi, Gw›U- fvBivm BDwUwjwUm BZ¨vw` cÖ`vb K‡i | 
 

5.4 Acv‡iwUs wm‡÷‡gi cÖKvi‡f` (Types of Operating System) 
‡ggwi msMVb, wewfbœ †cÖvMÖvg Pvjv‡bv ev Kvh©KixKiY Ges †m‡KÛvwi ev mnvqK †ggwi wWfvBm¸‡jvi Dci wbf©i K‡i 
mvaviYZt Acv‡iwUs wm‡÷g¸‡jv‡K wewfbœ fv‡M fvM Kiv hvq| h_v- 
 

5.4.1 e¨vP cÖ‡mwms ev Ad-jvBb Acv‡iwUs wm‡÷g (Batch Processing Operating System) 
†h Acv‡iwUs wm‡÷g GKwUi ci Av‡iKwU †cÖvMÖvg ch©vqµ‡g cwiPvjbv K‡i Zv‡K e¨vP cÖ‡mwms wm‡÷g e‡j| e¨vP 
cÖ‡mwms-Gi ‰ewkó¨ n‡jv GKwU wbw`©ó mg‡q GwU ïay GKwU wbw`©ó KvR m¤úbœ Ki‡Z cv‡i| GLv‡b gwë‡cÖvMÖvwgs ev 
UvBg‡kqvwis-Gi †Kvb my‡hvM †bB| Gi Av‡iKwU ˆewkó nj GKwU †cÖvMÖvg hLb cwiPvjbv Kiv ïi“ nq, ZLb †mUv ‡kl 
bv nIqv ch©š— Ab¨ ‡cÖvMÖvg Zvi Kvh©µg ïi“ Ki‡Z cv‡i bv| 5.5 bs wP‡Î GKwUi ci GKwU Kvh© m¤úv`b cªwµqv 
†`Lv‡bv nj| 
 
                                    Job-1                             Job-2 

                                                

 

Time 
wPÎ 5.5t e¨vP cÖ‡mwms Acv‡iwUs wm‡÷g 

 

GLv‡b I=BbcyU, P=cÖ‡mwms, O=AvDUcyU| 
GB Acv‡iwUs wm‡÷gwU †gBb‡d«g I wgwb Kw¤úDUv‡i cÖv_wgK Acv‡iwUs wm‡÷g wQj| gvB‡µvKw¤úDUv‡i e¨eüZ 
CP/M, MS-DOS Ges PC-DOS-¸‡jvI e¨vP cÖ‡mwms Acv‡iwUs wm‡÷g|  
 

5.4.2 B›Uvi-GKwUf †gvW ev AbjvBb Acv‡iwUs wm‡÷g (Online Operating System)  
AbjvBb Acv‡iwUs wm‡÷g gyjZ GKwU fvP©zqvj Acv‡iwUs wm‡÷‡gi DbœZ ms¯‹iY| GB wm‡÷‡gi mvnv‡h¨ e¨enviKvix 
Zvi Kw¤úDUv‡ii mg¯— Z_¨ AbjvBb ev B›Uv‡b‡U msi¶Y Ki‡Z cv‡i, hvi d‡j e¨enviKvix hw` Zvi wbR¯^ 
Kw¤úDUv‡ii wbKU bvI _v‡K, ZeyI we‡k¦i †h †Kvb cÖvš— †_‡K B›Uvi‡b‡Ui gva¨‡g fvP©yqvwj ‡m Zvi Kw¤úDUvi‡K 
e¨envi Ki‡Z cvi‡e| 
 

5.4.3 gvwëcÖ‡mwms Acv‡iwUs wm‡÷g (Multiprocessing Operating System)  
gvwëcÖ‡mwms ej‡Z `yB ev Z‡ZvwaK wb‡ ©̀kbv mgvš—ivjfv‡e ỳB ev Z‡ZvwaK †K› ª̀xq cÖ‡mmi ev wmwcBD KZ…K 
cwiPvwjZ nIqv eySvq| Gme wmwcBD GKB mg‡q †Kvb †cÖvMªv‡gi Avjv`v wb‡ ©̀k cvjb K‡i wKsev m¤ú~Y©fv‡e Avjv`v 
Avjv`v †cÖvMÖvgI wbe©vn Ki‡Z cv‡i| gvwëcÖ‡mwms cÖ×wZ‡Z Kv‡Ri MwZ AZ¨š— `ª“Z nq| G cÖ×wZ‡Z GKvwaK cª†mmi 
e¨eüZ nq e‡j Gi Dci †ewk wbf©ikxj nIqv hvq, KviY GKwU cÖ‡mmi Lvivc n‡q †M‡jI KvR G‡Kev‡i eÜ n‡q hvq 
bv| gnvKvkhvb, we` ÿr Drcv`b‡K› ª̀ I eo KjKviLvbv  Gme †¶‡Î gvwëcÖ‡mwms wm‡÷g e¨envi Kiv nq| 
 

‡h‡nZz GB c×wZ‡Z GKvwaK cÖ‡mmi _v‡K ZvB GKvwaK cÖ‡mmi hv‡Z GKmv‡_ GKB †cÖvMªvg cÖ‡mm Ki‡Z bv cv‡i 
†mB Rb¨ GKUv e¨e¯’v _v‡K hv‡K wmb‡µvbvB‡Rkb(Synchronization) e‡j| gvwëcÖ‡mwms-G cÖwZwU †cÖvMv‡gi mv‡_ 
GKwU d¬¨vM weU (Flag bit) hy³ _v‡K| ‡Kvb ‡cÖvMÖv‡gi d¬¨vM weU k~b¨ (0) n‡jB ‡Kvb cÖ‡mmi †mB ‡cªvMªvg cÖ‡mm K‡i 
Ges d¬̈ vM weU GK (1) K‡i iv‡L| myZivs †h †cÖvMÖv‡gi d¬¨vM weU GK (1) H ‡cÖvMvg †Kvb †cÖv‡mmi cÖ‡mm Ki‡e bv|   
 

 
I 

 
P 

 
O 

 
I 

 
P 

 
O 
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5.4.4 gvwë‡cÖvMÖvwgs ev gvwëUvw¯‹s Acv‡iwUs wm‡÷g (Multiprogramming or Multitasking)  
gvwë‡cÖvMÖvwgs ev gvwëUvw¯‹s Acv‡iwUs wm‡÷‡g GKwU Kw¤úDUvi GKmv‡_ A‡bK¸‡jv †cÖvMÖvg Pvjv‡Z cv‡i ev †WUv 
cÖ‡mwms Ki‡Z cv‡i| e¨vP cÖ‡mwms Acv‡iwUs wm‡÷‡g GKwU †cÖvMÖvg cÖ‡mwms-Gi ci Av‡iKwU †cÖvMÖvg cÖ‡mwms-G nvZ 
†`q| G †¶‡Î †`Lv hvq, Kg MwZm¤úbœ BbcyU-AvDUcyU †cwi‡divj wWfvBmmg~n hLb †WUv Av`vb-cÖ`v‡b e¨¯— _v‡K 
ZLb A‡c¶vK…Z D”PZi MwZm¤úbœ wmwcBD Ajm n‡q e‡m _v‡K| wKš‘ gvwë‡cÖvMÖvwgs-Gi †¶‡Î i¨vg (RAM)-G 
GKvwaK  †cÖvMvg mwÂZ _v‡K| wmwcBD hLb †Kvb GKUv †cÖvMÖvg cÖ‡mwms K‡i ZLb BbcyU-AvDUcyU †cwi‡divj 
wWfvBmmg~n GKB †cÖvMÖvg ev Ab¨ Av‡iKwU †cÖvMÖv‡gi BbcyU †bIqv wKsev AvDUcyU †`Iqvi Kv‡R nvZ †`q| Avi GB 
mg‡q wmwcBD Ab¨ Av‡iKwU †cÖvMÖv‡gi cÖ‡mwms ïi“ K‡i| myZivs wmwcBD GgbwK BbcyU-AvDUcyU †cwi‡divj e¨e¯’vI 
KLbI Ajm Ae ’̄vq _v‡K bv| wb‡gœi †Uwe‡ji gva¨‡g GKBmv‡_ cuvPwU †cÖvMÖvg ev R‡ei Kvh©µg gvwë‡cÖvMÖvwgs 
cÖwµqvq †`Lv‡bv nj|  

 

--- Pµ-1 Pµ-2 Pµ-3 Pµ-4 Pµ-5 Pµ-6 Pµ-7 
Re-1 I P O     
Re-2  I P O    
Re-3   I P O   
Re-4    I P O  
Re-5     I P O 

   
  ‡Uwej 5.6t gvwë‡cÖvMÖvwgs Acv‡iwUs wm‡÷g 

 
gvwë‡cÖvMÖvwgs-G GKB mg‡q Ges GKm‡½ Pvi-cuvPwU †cÖvMÖvg Kw¤úDUv‡ii cÖavb †ggwi‡Z _v‡K| hvi d‡j †ggwi 
A‡bK eo n‡Z nq| †ggwiwU K‡qKwU As‡k fvM Kiv nq| GB fvM‡K cvwU©kb e‡j| cÖavb ‡ggwii GB me cvwU©k‡bi 
wfbœ wfbœ RvqMvq wbw`©ófv‡e wfbœ wfbœ †cÖvMÖvg _v‡K hv‡Z GKB RvqMvq GKvwaK †cªvMÖvg bv †jLv nq| GBfv‡e †ggwi 
†cÖv‡UKk‡bi e¨e ’̄v Kiv nq| GB c×wZ‡Z AMÖvwaKvi ev cÖvBqwiwUi (Priroty) wfwË‡Z †cÖvMÖvg cÖ‡mm nq| D”P 
cÖvBqwiwUi †cÖvMÖvg¸‡jv cÖavb ‡ggwii †dviMÖvDÛ (Foreground) cvwU©k‡b _v‡K Ges GB †cÖvMÖvg ¸‡jv‡K †dviMÖvDÛ 
†cÖvMÖvg e‡j| Kg cÖvBqwiwUi †cÖvMÖvg¸‡jv‡K e¨vKMÖvDÛ (Background) ‡cÖvMÖvg e‡j| IBM/VM, VM/SP-
CMS, Mac OS, UNIX, LINUX BZ¨vw` gvwë‡cÖvMÖvwgs Acv‡iwUs wm‡÷‡gi D`vniY| 
 

gvwëcÖ‡mwms Ges gvwë†cÖvMÖvwgs Acv‡iwUs wm‡÷‡gi cv_©K¨-  

µg gvwëcÖ‡mwms gvwë †cÖvMÖvwgs 

1 

 

`yB ev Z‡ZvwaK cÖ‡mmi mg„× wm‡÷g‡K 

gvwëcÖ‡mwms wm‡÷g e‡j| 

 

GKB mv‡_ GKvwaK ‡cÖvMÖvg Pvjv‡bvi ¶gZv‡K 

gvwë‡cÖvMÖvwgs e‡j| 

2 

 

GB cÖwµqv cÖ‡mmi Gi Dci wbf©ikxj A_©vr 

mKj cÖ‡mmi GKmv‡_ GKwU KvR Ki‡Z cv‡i 

A_ev mKj cÖ‡mmi wfbœ wfbœ fv‡e c„_K KvR 

Ki‡Z cv‡i| 

 

GB c×wZwU wWfvBm Gi Dci wbf©ikxj A_©vr GK 

KvR n‡Z Ab¨ Kv‡R cwiewZ©Z n‡Z wKQz wWfvBm Gi 

Dci wbf©i K‡i| 

3 

 

D`vniYt UNIX, LINUX, WINDOWS 

NT BZ¨vw`| 

 

D`vniYt WINDOWS 95, WINDOWS 

2000, UNIX, LINUX, WINDOWS NT 

BZ¨vw`| 
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Uvwg©bvj-1 
e¨enviKvix-1 

Uvwg©bvj-2 
e¨enviKvix-2 

Uvwg©bvj-N 
e¨enviKvix-N 

Uvwg©bvj-3 
e¨enviKvix-3 

wmwcBD 

cÖavb †ggwi 

5.4.5 wi‡qjUvBg Acv‡iwUs wm‡÷g (Realtime Operating System) 
wi‡qj UvBg wm‡÷‡g Kw¤úDUvi‡K fvj fv‡e msÁvwqZ I mywbw`ó mg‡qi g‡a¨ cÖ‡mwms Gi KvR mgvavb K‡i djvdj 
w`‡Z nq hv‡Z e¨enviKvixi †Kvb ¶wZ bv nq| GB c×wZwUI GKcÖKvi AbjvBb cÖ‡mwms| Z‡e  AbjvBb cÖ‡mwms Gi 
†¶‡Î djvdj ev AvDUcyU w`‡Z mvgvb¨ †`ix n‡jI e¨enviKvixi †Zgb Amyweav nq bv| wKš‘ wi‡qj UvB‡gi †¶‡Î 
wbw`ó mg‡qi g‡a¨ Aek¨B djvdj w`‡Z n‡e bZzev e¨enviKvixi weivU ¶wZ nq| 
 

5.4.6 UvBg †kqvwis Acv‡iwUs wm‡÷g (Time Sharing Operating System) 
UvBg †kqvwis c×wZ‡Z A‡bK e¨enviKvix GK m‡½ wbR wbR Uviwgbv‡ji mvnv‡h¨ g~j Kw¤úDUv‡i KvR K‡i| g~j 
Kw¤úDUv‡ii cÖ‡mmi chv©qµwgK fv‡e GKwU wbw`©ó mgq Aš—i cÖ‡Z¨K e¨enviKvixi KvR m¤úv`b K‡i| A_v©r G 
RvZxq Acv‡iwUs wm‡÷g cÖ‡mwms mgq‡K wewfbœ †cÖvMÖvg ev e¨enviKvixi g‡a¨ eÈb K‡i| 
 

 
 
 

 
 
     e¨enviKvix-1 
                     e¨enviKvix-2 
 
     e¨enviKvix-3 
                          -------       
  

                     e¨enviKvix-N 

 
 
 
 

wPÎ 5.7t UvBg †kqvwis Acv‡iwUs wm‡÷g 
 
UvBg †kqvwis Acv‡iwUs wm‡÷g Ges wi‡qjUvBg Acv‡iwUs wm‡÷‡gi cv_©K¨- 
 

µg UvBg †kqvwis Acv‡iwUs wm‡÷g wi‡qjUvBg Acv‡iwUs wm‡÷g 

1 
UvBg †kqvwis c×wZ‡Z cÖ‡Z¨KwU †cÖvMÖvg †cÖv‡mm 
Kivi Rb¨ wbw`©ó mgq _v‡K A_©vr GB c×wZwU 
mg‡qi Dci wbf©ikxj| 

cwieZ©bkxj c×wZ‡Z hLb Zvr¶wYK wb‡ ©̀kbv 
cÖ‡qvRb †hgb- m¨v‡UjvB‡Ui K¶c_ wba©viY BZ¨vw` 
†¶‡Î wi‡qj UvBg Acv‡iwUs wm‡÷g g~j wm‡÷g 
cwiPvjbvi mv‡_ KvR K‡i| 

2 wKD‡q Rgv _vKv mKj †cÖvMÖvg‡K mgvbfv‡e 
cÖ‡mm Kiv nq| 

D”P AMÖvwaKvi wfwË‡Z †cÖvMÖvg¸‡jv cÖ‡mm Kiv nq| 

3 wm‡÷gi wi‡mvm© †kqvi K‡i KvR Kiv nq|   
GKwU wbw`©ó mg‡qi Rb¨ KvR †kl bv nIqv ch©š— 
wi‡mvm© e¨envi Kiv hvq bv|

4 
D`vniYt AbjvBb dvBj †kqvi Kivi Acv‡iwUs 
wm‡÷g| 

D`vniYt wUwKU eywKs wm‡÷g, †c−b cwiPvjbvi 
Acv‡iwUs wm‡÷g| 

 

UvBg †kqvwis 
mycvifvBRvi 
e¨enviKvix-1
e¨enviKvix-2
e¨enviKvix-3
    ----- 
    ----- 
    ----- 
    ----- 
 
e¨enviKvix-N
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mvf©vi 
wcÖ›Uvi 
¯‹¨vbvi 

K¬v‡q›U 

KwgDwb‡Kkb 
†bUIqvK© 

5.4.7 fvP©yqvj ‡÷v‡iR/†gwkb Acv‡iwUs wm‡÷g (Virtual Storage or Machine) 
cÖavb †ggwii ¯^íZv ev mxgve×Zv `~ixKiY Ges mnvqZvi Rb¨ fvP©zqvj †÷v‡iR ev fvP©zqvj †gwkb Acv‡iwUs wm‡÷g 
e¨envi K‡i †m‡KÛvwi †÷v‡i‡Ri GKwU RvqMvq mivmwi cÖ‡ek Ki‡Z †cÖvMÖvg‡K mnvqZv K‡i Ges AbygwZ †`q| G 
†¶‡Î H RvqMvwU cÖvBgvwi †÷v‡iR wWfvBm A_©vr g~j †ggwii g‡ZvB KvR K‡i| 
 

fvP©zqvj †÷v‡iR c×wZ‡Z GKmv‡_ 200 Gi AwaK †cÖvMÖvg wbe©vn Kiv hvq| GB c×wZ‡Z wmwcBD- Gi mv‡_ mshy³ 
cÖavb †ggwi‡K wi‡qj †÷v‡iR Ges nvW© ev d¬wc wW‡¯‹i mv‡_ mshy³ †ggwi‡K fviPzqvj †÷v‡iR e‡j| VAX/VMS, 
IBM/VM, DOS-VM, WANG/VM  BZ¨vw` fvP©zqvj †÷v‡iR wm‡÷‡gi D`vniY| 
 

5.4.8 †WwW‡K‡UW Acv‡iwUs wm‡÷g (Dedicated Operating System) 
‡Kvb mywbwÏó KvR m¤úv`b Kivi Rb¨ †h Acv‡iwUs wm‡÷g e¨eüZ nq Zv‡K †WwW‡K‡UW Acv‡iwUs wm‡÷g e‡j| 
†hgb- †Kvb Awd‡mi Kv‡Ri Rb¨ Dc‡hvMx K‡i ‰ZwiK…Z Acv‡iwUs wm‡÷g hv ïaygvÎ H Awd‡mi Kv‡RB e¨envi Kiv 
nq| 
5.4.9 wWw÷ªweD‡UW Acv‡iwUs wm‡÷g (Distributed Operating System) 
wWw÷ªweD‡UW wm‡÷g n‡PQ KwgDwb‡Kkb †bUIqv‡K©i gva¨‡g ci¯úi mshy³ K‡Zv¸‡jv cÖ‡mmi hv ‡ggwi ev K¬K 
†KvbwUB †kqvi K‡i bv| cÖwZwU cÖ‡mm‡ii wbR ^̄ †jvKvj †ggwi _v‡K hv nvB-w¯úW evm ev Ab¨ †Kvb KwgDwb‡Kkb 
†bUIqv‡K©i gva¨‡g wb‡R‡`i g‡a¨ †hvMv‡hvM i¶v K‡i _v‡K| Kw¤úDwUs Gi AvaywbK aviv nj wWw÷ªweD‡UW 
Kw¤úDwUs| wWw÷ªweD‡UW wm‡÷‡g cÖ‡mmi Gi mvBR I KvR wfbœ wfbœ n‡Z cv‡i| wPÎ 5.8-G wZbwU mvB‡Ui g‡a¨ 
GKwU wWw÷ªweD‡UW wm‡÷g †`Lv‡bv nj|  
 
 
  
  
 
 
                       mvBU-A                                                            mvBU-B 
              
 
 
 
                                                              
                                                              mvBU-C 

        
     wPÎ 5.8t wWw÷ªweD‡UW wm‡÷g 

 

KwgDwb‡Kk‡bi gva¨‡g mvBU-C Gi K¬v‡q›U mvBU A mvf©v‡ii wi‡mvm© e¨envi Ki‡Z cv‡i| Abyiƒcfv‡e GK mvB‡Ui 
wi‡mvm© Ab¨ mvB‡Ui e¨enviKvix †kqvi Ki‡Z cv‡i| 
 

B›Uvi‡dm wfwËK Acv‡iwUs wm‡÷‡gi cÖKvi‡f`- 
Acv‡iwUs wm‡÷g¸‡jv‡Z KvR Kivi cwi‡ek Ges B›Uvi‡d†mi Dci wfwË K‡i G‡`i‡K Avevi `yBfv‡M fvM Kiv hvq| 
h_v- 

1. eY©-wfwËK (Text based/Character User Interface-CUI) Acv‡iwUs wm‡÷g Ges 
2. wPÎ-wfwËK(Graphical User Interface-GUI) Acv‡iwUs wm‡÷g 

 

1. eY©-wfwËK (Text based/Character User Interface-CUI) Acv‡iwUs wm‡÷g 
eY©-wfwËK Acv‡iwUs wm‡÷‡g Kx-‡ev‡W©i mvnv‡h¨ wewfbœ eY© UvBc K‡i Ges Kx-‡ev‡W©i wewfbœ †evZvg e¨envi K‡i 
Kw¤úDUvi‡K cÖ‡qvRbxq wb‡`©k cÖ̀ vb Kiv nq| wW¯‹ di‡gwUs †_‡K ïi“ K‡i dvBj e¨e¯’vcbv Ges Gwc−‡Kkb †cÖvMÖvg 
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e¨env‡ii mKj ch©v‡qi KvRB Ki‡Z nq Kx-‡ev‡W©i mvnv‡h¨ wewfbœ eY© UvBc K‡i Ges Kx-‡ev‡W©i wewfbœ †evZvg 
e¨envi K‡i| D`vniYt MS DOS, PC DOS, UNIX BZ¨vw`|  
 

2. wPÎ-wfwËK (Graphical User Interface-GUI) Acv‡iwUs wm‡÷g   
wPÎ-wfwËK Acv‡iwUs wm‡÷‡g wW¯‹ di‡gwUs †_‡K ïi“ K‡i dvBj e¨e ’̄vcbv Ges Gwc−‡Kkb †cÖvMÖvg e¨env‡ii mKi 
ch©v‡qi KvRB Ki‡Z nq wewfbœ cÖKvi AvBKb(Icon) Ges cyj WvDb †gby KgvÛ e¨envi K‡i| AvBKb Ges cyj WvDb 
†gby KgvÛ wbe©vPb, e¨envi Ges Kvh©Ki Kiv nq gvD‡mi mvnv‡h¨| wPÎ wfwËK Acv‡iwUs wm‡÷‡g Kw¤úDUvi Pvjy Kivi 
ci c`©vi Dc‡i ev ‡W¯‹U‡c wewfbœ †cÖvMÖv‡gi AvBKb ev cÖZxKx wPÎ _v‡K| cª‡qvRbxq †cÖvMÖv‡gi AvBK‡bi Dci gvDm 
c‡q›Uvi w`‡q Wvej-wK¬K Ki‡jB †cÖvMÖvgwU Pvjy n‡q hvq| wPÎ wfwËK Acv‡iwUs wm‡÷‡g †Kvb KgvÛ gyL ’̄ K‡i ivLvi 
cÖ‡qvRb nq bv| D`vniYt MS-WINDOWS 95/98/2000/XP/Vista, WINDOWS NT, Mac OS, 
LINUX BZ¨vw`|  
 

5.5 eûj e¨eüZ Acv‡iwUs wm‡÷g 
eûj e¨eüZ Acv‡iwUs wm‡÷g m¤ú‡K© wb‡b¥ Av‡jvPbv Kiv njt 
5.5.1 DB‡ÛvR (Windows) Acv‡iwUs wm‡÷g  
cv‡m©vbvj Kw¤úDUvi e¨enviKvix Ges cÖwZôvbwfwËK e¨enviKvix‡`i cÖ_g cQ‡›`i ZvwjKv‡Z Av‡Q DB‡ÛvR Acv‡iwUs 
wm‡÷g| e¨env‡i myweav Ges wbZ¨bZzb wdPvi mg„× nIqvq w`b w`b Gi e¨envi †e‡oB Pj‡Q| Wm wfwËK Acv‡iwUs 
wm‡÷g gyjZ †U·ªU ‡eBR nIqvq Zv e¨env‡i †ek mgm¨vi m„wó K‡i| ZvB 1985 mv‡j gvB‡µvmdU K‡c©v‡ikb cÖ_g 
wPÎwfwËK B›Uv‡dm wn‡m‡e e¨enviKvix‡`i Kv‡Q DB‡ÛvR 1.0 fvm©b evRv‡i Qv‡o, ciewZ©‡Z 1995 mv‡j Windows 
95 c~Y©v½ Acv‡iwUs wm‡÷g wn‡m‡e evRv‡i Av‡m| `ª“Z GB Acv‡iwUs wm‡÷g RbwcÖqZv cvq hvi wfwË‡Z AvR ch©š— 
DB‡ÛvR Acv‡iwUs wm‡÷‡gi wewfbœ fvm©b evRv‡i †ei n‡q‡Q| †mB iKg K‡qKwU fvm©b nj- Windows 98, 
Windows 2000, Windows XP, Windows NT Ges Windows Vista. 
 

gyjZ e¨enviKvix‡`i Pvwn`vi cÖwZ j¶¨ †i‡L gvB‡µvmdU K‡c©v‡ikb DB‡ÛvR Acv‡iwUs  wm‡÷‡g wewfbœ bZzb bZzb 
wdPvi mshy³ K‡i| ‡hgb- 
 

1| B›Uvi‡bU e¨env‡ii myweav| 
2| BD.Gm.we. Ges wWwfwW mv‡cv©U| 
3| ‡dU 32 Ges NTFS dvBj wm‡÷g e¨envi| 
4| B›U¨vivKwUf †Mg I AbjvBb †Mg †Ljvi myweav|  
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WvUv‡em g¨v‡bR‡g›U wm‡÷g 
 

WvUv ev DcvË 
A_©en †h †Kvb A¶i, kã, msL¨v, ZvwiL, A¶i/k‡ãi mv‡_ msL¨vi mgš̂q, cÖZxK (Symbol), ms‡KZ BZ¨vw`B WvUv 
ev DcvË| ‡hgb- ev, bv, iwng, 1000, 10/12/2009, AvBwW-1000 BZ¨vw`|  
 

‡iKW © 
m¤úK©hy³ A_©en WvUv ev DcvË‡K we‡kl D‡Ï‡k¨ avivevwnKfv‡e web¨vm Kiv n‡j, Zv‡K †iKW© ejv nq|  
 

‡Uwej/dvBj 
m¤úK©hy³ †iKW©̧ ‡jv mgš^q K‡i dvB‡j web¨vm  Kiv n‡j Zv‡K †Uwej/dvBj ejv nq| m¤úK©hy³ †iKW© mgš^q  K‡i 
†Uwe‡ji ¯Z¤¢ (Column) Ges mvwi (Row)-†Z web¨vm Kiv nq| †Uwe‡ji mvwi (Row)-†K ejv nq †iKW© Ges 
¯Z¤¢ (Column)-‡K ejv nq wdì|  
 

6.1 WvUv‡em Kx? 
WvUv k‡ãi A_© DcvË Ges †eR k‡ãi A_© NvwU ev mgv‡ek A_©vr WvUv‡em k‡ãi A_© n‡jv Dcv‡Ëi mgv‡ek| †Kvb 
wel‡qi Dci m¤úK©hy³  DcvËmg~n Kw¤úDUv‡i myMwVZ c×wZ‡Z wewfbœ †Uwe‡j msi¶Y Kiv nq, ZLb H †Uwe‡ji 
mgwó‡K ejv  nq WvUv‡em| †hgb t †Uwj‡dvb b¤^i m¤^wjZ WvUv‡em, wnmvewbKvk m¤úwK©Z WvUv‡em, †eZb msµvšZ 
WvUv‡em, †fvUvi ZvwjKv msµvšZ WvUv‡em BZ¨vw`| 
 

6.2 WvUv‡em g¨v‡bR‡g›U wm‡÷g Kx? 
WvUv‡em g¨v‡bR‡g›U wm‡÷g (DBMS) n‡”Q A‡bK¸‡jv Bw›U‡MÖ‡UW (Set of Programs) †cÖvMÖv‡gi mgš̂‡q ‰Zwi 
GKwU kw³kvjx A¨vwc−‡Kkb c¨v‡KR ev †cÖvMÖvg| hvi mvnv‡h¨ WvUv‡em Ges GZ`msµvšZ wewfbœ A¨vwc −‡Kkb cwiPvjbv 
Kiv nq| 
 

6.3 wi‡jkbvj WvUv‡em g¨v‡bR‡g›U wm‡÷g Kx ?  
wi‡jkbvj WvUv‡em g¨v‡bR‡g›U wm‡÷g (RDBMS) n‡”Q m¤úK©hy³ (Bw›U‡MÖ‡WU) A‡bK¸‡jv †cÖvMÖv‡gi mgš̂‡q ˆZwi 
GKwU AZ¨šZ kw³kvjx mdUIq¨vi hvi mvnv‡h¨ wi‡jkbvj WvUv‡em Ges GZ`msµvšZ wewfbœ ai‡bi G¨vwc−‡Kkb 
†cÖvMÖvg cwiPvjbv Kiv hvq|  
 

wi‡jkbvj WvUv‡em ej‡Z †Kvb wel‡qi Dci m¤úK©hy³ WvUv Kw¤úDUv‡i myMwVZ c×wZ‡Z ˆZwi ‡Uwejmg~‡ni msi¶Y 
Kiv‡K eySvq| wi‡jkbvj WvUv‡em ˆZwii †¶‡Î RDBMS AZ¨šZ ¸i“Z¡c~Y© mdUIq¨vi ev †cÖvMÖvg| wi‡jkbvj 
WvUv‡em ˆZwii †¶‡Î ¸i“Z¡c~Y© mdUIq¨vi¸‡jv n‡”Q- Microsoft Access, Microsoft Visual FoxPro, 
Oracle, SQL Server, My SQL, dBase BZ¨vw`|  
 

6.4 wi‡jkbvj WvUv‡em g¨v‡bR‡g›U wm‡÷‡gi ˆewkó¨ Kx? 
wi‡jkbvj WvUv‡em g¨v‡bR‡g›U wm‡÷‡gi ˆewkó¨ wb‡gœ †`qv nj- 
 

• WvUv A¨vemUªvKkb (Data Abstraction)t  wi‡jkbvj WvUv‡em g¨v‡bR‡g›U wm‡÷‡g WvUv wewfbœ †Uwe‡j fvM 
K‡i †`Iqvi Kvi‡Y GK †Uwe‡ji WvUv Ab¨ †Uwe‡ji Dci Kg wbf©ikxj nq| 

•  KbKv‡iwÝ (Concurrency)t wi‡jkbvj WvUv‡em g¨v‡bR‡g›U wm‡÷‡g GKB WvUv†em‡K GKvwaK e¨enviKvix 
e¨envi Ki‡Z cv‡i|  

• GKB WvUvi GKvwaK wfD (Supports for multiple views)t wi‡jkbvj WvUv‡em g¨v‡bR‡g›U wm‡÷‡gi 
mvnv‡h¨ e¨enviKvixMY GKB WvUvi GKvwaK wfD ˆZwi Ki‡Z cv‡i| 

• WvUv wiWvb‡Wbwm (Data Redundancy)t wi‡jkbvj WvUv‡em g¨v‡bR‡g›U wm‡÷‡g WvUv¸‡jv GKvwaK †Uwe‡j 
wef³ _vKvi d‡j GKB WvUvi cybive„wË nq bv| 

• wmwKDwiwU (Security)t wi‡jkbvj WvUv‡em g¨v‡bR‡g›U wm‡÷‡g WvUvi wbivcËv cÖ̀ vb Kiv qvq| 
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6.5 wi‡jkbvj WvUv‡em g¨v‡bR‡g›U wm‡÷‡gi e¨envi 
Kv÷gvBR mdUIq¨v‡ii †¶‡Î RDBMS-Gi e¨envi `ª“ZB evo‡Q| Gi e¨env‡ii †¶Î I e¨vcK| mvaviY †`vKv‡bi 
A¨vKvD›Um †_‡K ïi“ K‡i e¨vsK-exgv me©‡¶‡Î GwUi e¨vcK e¨envi i‡q‡Q| 
 

• e¨vsK-exgv‡Z MÖvnK‡`i wnmve-wbKvk †_‡K ïi“ K‡i KgKZ©v/Kg©Pvix‡`i †eZ‡bi †¶‡Î GwU e¨eüZ nq| 

• nvmcvZv‡j †ivMx‡`i †iK©W msi¶Y Ges wewfbœ ai‡bi wnmve-wbKv‡ki Rb¨ GwU e¨eüZ nq| 

• wegvb, †ijI‡qi wUwKU wiR©vi‡fk‡bi Kv‡R GwU e¨vcKfv‡e e¨eüZ nq| 

• eo ai‡bi wWcvU©‡g›Uvj †÷v‡i, ÷K, Bb‡fbUwi I Kg©Pvix‡`i †eZb cÖ`vb BZ¨vw` †¶‡Î GwU e¨eüZ nq|  

• B-‡gBj I B-Kg©v‡m| 

• ATM-Gi Ab jvBb e¨vswKs Gi †¶Î| 

• b¨vkb¨vj AvBwW I †fvUvi wj‡÷i †¶‡Î| 
 

6.6 GbwUwU Kx? 
GbwUwU nj e¯‘i Av`k© †kªYxKi‡Yi Rb¨ cÖ‡qvRbxq cÖavb GKK| GKBRvZxq KZK¸wj GbwUwUi mgwó nj GbwUwU 
†mU| GbwUwU †mU e ‘̄‡K GKKfv‡e wPwýZKiY I †kªYxKi‡Y mvnvh¨ K‡i| †hgb- GKwU cvewjK jvB‡eªwi‡Z wewfbœ 
ai‡bi Z_¨ ivLv nq- 
 

• eB‡qi bvg Abyhvqx ZvwjKv ivLv 
• eB‡qi welq Abyhvqx ZvwjKv ivLv 
• eB‡qi ‡jLK Abyhvqx ZvwjKv ivLv 
• m`m¨  ZvwjKv ivLv 

 

BZ¨vw` Z_¨‡K hw` WvUv‡e‡m msi¶Y Kiv `iKvi nq, Zvn‡j WvUv‡em ˆZwii Rb¨ wbgœwjwLZ Z_¨ ¸‡jv mbv³ Kiv 
hvq- 
 

• eB-eB m¤úwK©Z Z_¨ iv‡L 
• m`m¨-m`m¨‡`i Z_¨ iv‡L 
• welq- welq Abyhvqx eB‡qi Z_¨ iv‡L 
• ‡jLK-‡jLK Abyhvqx eB‡qi Z_¨ iv‡L 

 

eB, m`m¨, welq Ges †jLK cÖ‡Z¨KwU‡K GbwUwU ejv ‡h‡Z cv‡i| 
 

6.7 A¨vwUªweDUm 
GKwU GbwUwU m¤úwK©Z †hme DcvË ev WvUv WvUv‡e‡m ivL‡Z nq Zv-B nj A¨vwUªweDU| †hgb †Kvb jvB‡eªwi‡Z Zvi 
m`m¨ m¤úwK©Z DcvË ev WvUv ivL‡Z nq| Zvn‡j m`‡m¨i bvg, wVKvbv, †dvb b¤̂i BZ¨vw` †WUv msi¶Y Ki‡Z nq| 
GLv‡b bvg,  wVKvbv, †dvb b¤^i cÖ‡Z¨KwU m`m¨ †Uwe‡ji GKwU K‡i A¨vwUªweDU| 
 

wP‡Î m`m¨ †Uwe‡ji wewfbœ GwUªweDUm †`Lv‡bv nj- 
 

m`m¨ 
bvg 

wVKvbv 
‡dvb b¤^i 

                       A¨vwUªweDUm 
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6.8 g¨vwcs KvwW©bvwjwUm/wi‡jkbm 
WvUv‡em wWRvBb Gi mgq wWRvBb‡K mnR Kivi Rb¨ GKwU GbwUwU Gi mv‡_ Avi GKwU GbwUwUi †h Relation Zv 
Pvi fv‡e cÖKvk Kiv nq hv‡`i‡K g¨vwcs KvwW©bvwjwU/wi‡jkbm e‡j| GB  Relation ¸‡jv nj- 
 

• One-to-one Relation  
• One-to-many Relation 
• Many-to-one Relation 
• Many-to-many Relation 

 

wb‡Pi wP‡Î wewfbœ cÖKvi Relation ‡`Lv‡bv nj 
 

One to one relationt GbwUwU-ÕA' Gi GKwU †iK‡W©i mv‡_ GbwUwU-ÕB‘ Gi 1wU †iK‡W©i m¤úK© i‡q‡Q| A_©vr 
Primary Key Gi mv‡_ Primary Key- Gi m¤úK© ’̄vcb n‡j One to One Relation ˆZwi n‡e|  

 
 

One to many relationt GbwUwU-ÕA' Gi GKwU †iK‡W©i mv‡_ GbwUwU ÕB’ Gi A‡bK¸‡jv †iK‡W©i m¤úK© 
i‡q‡Q|   
 

 
 
Many to one relationt GbwUwU-ÕA' Gi A‡bK¸‡jv †iK‡W©i mv‡_ GbwUwU ÕB’ Gi GKwU †iK‡W©i m¤úK© 
i‡q‡Q|    
 

 
 
Many to many relationt GbwUwU-ÕA' Gi A‡bK¸‡jv †iK‡W©i mv‡_ GbwUwU ÕB’ Gi A‡bK¸‡jv †iK‡W©i 
m¤úK© i‡q‡Q Acic‡¶ B GKwU ‡iK‡W©i mv‡_ GbwUwUi A‡bK¸‡jv ‡iK‡W©i m¤úK© n‡q‡Q|  
 

 
 
6.9 wKm (Keys)  
WvUv‡e‡mi †Kvb †Uwe‡ji wbw`©ó †iKW©‡K GKKfv‡e wPwýZ (Uniquely Identify) Kivi Rb¨ wewfbœ cÖKvi Keys 
e¨envi Kiv nq| Keys  ¸‡jv nj cÖvBgvwi wK, K‡¤úvwRU wK BZ¨vw`|  

 
Entity A one-to-many 

 
Entity B 

1 n

 
Entity A many-to-many 

 
Entity A 

n n

 
Entity A many-to-one 

 
Entity B 

n 1

Entity A one-to-one Entity B 
1 1
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6.9.1 cÖvBgvwi wK (Primary Key) 
WvUv‡e‡mi †Kvb †Uwe‡ji wbw`©ó †iKW©‡K GKKfv‡e wPwýZ (Uniquely Identify) Kivi Rb¨ Primary Key 
e¨envi Kiv nq| cÖ‡Z¨KwU †Uwe‡j Aek¨B GKwU Primary Key _vK‡Z n‡e| D`vniYt Customer table Gi 
A‡bK ¸‡jv wd‡ìi g‡a¨ Customer ID wdìwU‡K cÖvBgvwi wK wnmv‡e wPwýZ Kiv n‡q‡Q| KviY GKvwaK 
Customer Gi GKB bvg _vK‡Z cv‡i wKš‘ GKvwaK Customer Gi KLbB GKB Customer ID _vK‡Z cv‡i bv|  
 

     
 

6.9.2  d‡ib wK (Foreign key) 
WvUv‡e‡mi ỳBwU †Uwe‡ji m¤úK© ˆZwii Rb¨ GKwU †Uwe‡ji cÖvBgvwi wK wdì Ab¨ †Uwe‡ji GwUªweDU wnmv‡e e¨envi 
Kiv nq| GKwU †Uwe‡ji cÖvBgvwi wK Ab¨ †Uwe‡ji GwUªweDU wnmv‡e e¨envi Kiv n‡j Zv‡K d‡ib wK e‡j| wb‡Pi 
Customer Ges Invoice  bv‡g `BwU †Uwej †`Lv‡bv n‡q‡Q| GLv‡b Invoice †Uwe‡ji CustomerID wdìwU 
d‡ib wK wnmv‡e e¨envi Kiv n‡q‡Q|   

 
6.9.3 K‡¤úvwRU wK (Composite key) 
GKwU †Uwe‡ji cÖ‡Z¨KwU ‡iKW©‡K Avjv`v fv‡e wPwýZ (Identify) Kivi Rb¨ G‡Ki AwaK GwUªweDU ev wdì‡K 
cÖBgvwi wK wn‡m‡e e¨envi Kiv n‡j, me¸wj wdì‡K †K GK‡Î K‡¤úvwRU wK e‡j| 
 

6.10 GbwUwU wi‡jkbwmc WvqvMÖvg (E-R Diagram) 
GKwU A¨vwc−‡Kkb g‡W‡ji wewfbœ GbwUwU Gi g‡a¨ Kx ai‡bi WvUv _vK‡e wKsev GKvwaK GbwUwU Gi 
g‡a¨ wK wi‡jkb Kx n‡e Zv †`Lv‡bvi Rb¨ GbwUwU wi‡jkbwmc WvqvMÖvg e¨envi Kiv nq| E-R 
Diagram G Entity Ges Relation  ‡K h_vµ‡g rectangle ( ) Ges diamond( ) w`‡q †evSv‡bv 
nq| GKwU Entity Set-G wewfbœ ai‡bi Entity _v‡K| cÖwZwU Entity wKQy Attribute ev †WUv wdì _vK‡Z cv‡i 
Ges GKvwaK †WUv _vK‡Z cv‡i| GbwUwU wi‡jkbkxc n‡jv GKwU GbwUwU †mU (Entity Set) Gi wewfbœ GbwUwU¸‡jvi 
g‡a¨ m¤úK© ’̄vcb| †WUv‡e‡Ri jwRK¨vj MVb‡K ev Link †K e −K‡K WvqvMÖv‡gi mvnv‡h¨I †`Lv‡bv m¤¢e, GwU‡K 

Jakir
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Entity Relation Diagram e‡j| e −K WvqvMÖvg †K mn‡R cÖZxK (Symbol) Gi gva¨‡g cÖKvk Kiv m¤¢e| Ge 
cÖZxK ev Symbol ¸‡jv we‡kl A_© cÖKvk K‡i| wb‡P welqwUi we¯—vwiZ e¨vL¨v cÖ`vb Kiv nj- 
 
 
 
 
 

GbwUwU †mU - AvqZvKvi PZzfy©R 
 
 
 
 
 

GwUª weDU - Dce„Ë 
 
 
 
 
 

wi‡jkbwkc †mU-WvqgÛ 
 
 
 

GwUªweDU I GbwUwU †m‡Ui ms‡hvRK - mij †iLv 
 
wb‡P GKwU cvewjK jvB‡eªwii E-R Diagram ‡`Lv‡bv nj-  

 
 
GB E-R Diagram w`‡q †evSv‡bv n‡”Q †h- 
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• GKRb m`m¨ GKvwaK eB wb‡Z cv‡i 
• jvB‡eªwi‡Z GKvwaK eB Av‡Q 
• GKRb †jLK GKvwaK eB wjL‡Z cv‡ib Ges GKwU eB‡qi GKvwaK †jLK _vK‡Z cv‡i 
• GKwU wel‡qi Dci GKvwaK eB _vK‡Z cv‡i 
• GKRb m`m¨ GKvwaKevi wd cwi‡kva K‡i _v‡Kb| 
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6.11 Gg Gm G¨vKwmm(MS-Access) 
Microsoft Office Gi g‡a¨ GKwU D‡j−L‡hvM¨ †cÖvMÖvg n‡”Q Microsoft Access. GwU GKwU WvUv‡eR †cÖvMÖvg| 
GwU GKwU RbwcÖq Ges eûj e¨eüZ WvUv‡eR †cÖvMÖvg| GwU AvKv‡ii w`K †_‡K †QvU †cÖvMÖvg n‡jI Kv‡Ri ¶gZvi 
†¶‡Î kw³kvjx GKwU †cÖvMÖvg| e¨vsK exgv, wWcvU©‡g›Uvj †óvi, eo nvmcvZvj BZ¨vw`‡Z e¨eüZ WvUv‡eR msi¶b, 
A¨vbvjvBwmm, wnmvei¶b BZ¨vw`‡Z e¨envi Kivi Rb¨ Access mwZ¨B RbwcÖq, kw³kvjx, msiw¶Z GKwU †cÖvMÖvg| 
Abvb¨ WvUv‡eR †cÖvMÖvg, †hgb- wW‡eR, d·‡cÖv, d· †eR, mvB‡eR BZ¨vw` WvUv‡eR †cÖvMªv‡gi Zzjbvq Access GLb 
RbwcÖq| GK mßvn Access Abykxjb K‡i Avcbvi ØvivB Avcbvi e¨emv cÖwZôv‡bi Rb¨ wnmvei¶‡bi GKwU c~Y©v½ 
md&UIqvi Avcwb wb‡RB ˆZix Ki‡Z cv‡ib|  
 

Access Øviv wewfbœ ai‡bi †Uwe‡ji mgš̂‡q WvUv‡eR ˆZwi Kiv hvq hv AmsL¨ †Uwe‡ji mv‡_ m¤úK© hy³ Ges 
meai‡bi MvwYwZK ev wbD‡gwiK¨vj MYbv Avcbv †_‡KB m¤úvw`Z nq| wewfbœ Dcv‡q bvbv ai‡bi RwUj k‡Z©i wfwË‡Z 
wekvj WvUv‡eR †_‡K K¨vjKz‡jkb K‡i Kvw•LZ WvUv‡K gyn~‡Z©i g‡a¨B Avcbvi mvg‡b nvwRi Kiv m¤¢e| cÖPzi 
di‡g‡Ui wi‡cvU© I †gBwjs †j‡ej ˆZix K‡i wcÖ›U Kiv hvq| GQvovI wewfbœ wi‡cv‡U© cQ›`gZ PvU©, Qwe BZ¨vw` 
ms‡hvRb Kiv hvq|  
 
Access WvUv‡e‡Ri wewfbœ Ae‡R±  
wb‡Pi †UwejwU j¶¨ Ki“b| GLv‡b Access w`‡q GKwU WvUv‡eR ˆZix Kiv Av‡Q| GLv‡b Data, Record, Field 
BZ¨vw` welq¸‡jv i‡q‡Q|  
  

 
 
DATA 
WvUv A_© DcvË ‡hgb- Dc‡ii WvUv‡e‡R cÖ_g jvBb ev †iv ‡Z wewfbœ wd‡ìi bvg †`Iqv Av‡Q-‡hgb CUST_ID 
wd‡ì Aew¯’Z C003 GKwU WvUv, Avevi NAME wd‡ì SOPNO GKwU WvUv, Avevi City wd‡ì Dhaka Aci 
GKwU WvUv Gfv‡e cÖwZwU †m‡ji cÖwZwU DcvË n‡”Q GKwU K‡i WvUv|  
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RECORD 
WvUv‡e‡Ri ˆewkó n‡”Q WvUv¸wj wbw`©ó Kjv‡g Ges mvwi‡Z mvRv‡bv _v‡K| †hgb cÖ_g Kjv‡g Cust_ID ev 
Customer_ID i‡q‡Q| Avevi wØZxq Kjv‡g Name ev bvg i‡q‡Q| Avevi cÖ_g mvwi‡Z GKRb Kvógv‡ii Cust-
ID Ges c‡ii N‡i Zvi Name Gfv‡e Address. City BZ¨vw` i‡q‡Q| myZivs 1 b¤^i mvwi‡Z 1wU †iKW©, 2bs 
mvwi‡Z Avi GKwU †iKW© Gfv‡e mvRv‡bv _v‡K| 
 

 

FIELD 
Cust_ID Kjv‡g mK‡ji ID bv¤̂vi, Name Kjv‡g mK‡ji bvg, Address Kjv‡g mK‡ji wVKvbv BZ¨vw` _v‡K| 
Giƒc cÖwZwU Kjv‡gB GKwU K‡i Field _v‡K|  
 

 
 
TABLE 
GKwU wWcvU©‡g›Uvj †óv‡ii Kvógvi‡`i bv‡gi ZvwjKv, wVKvbv, †µwWU BZ¨vw` mn GKwU †Uwej ˆZix n‡Z cv‡i, Avevi 
†cÖvWv‡±i ID, bvg, †Kv¤úvwbi bvg, g~j¨ BZ¨vw`mn GKwU †Uwej ˆZwi n‡Z cv‡i| Gfv‡e nvRv‡iv †Uwej ˆZwi n‡Z 
cv‡i|  

Customer Table 
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Product ‡Uwej 

 
 

DATABASE 
mg¯— †Uwej mn DcvËwU n‡”Q WvUv‡eR| WvUv‡e‡Ri Abvb¨ Ask n‡”Q FORMS, REPORT, QUERY, 
MACRO, MODULES.  
 
FORMS 
GKwU wekvj WvUv‡eR †_‡K DcvË cÖ̀ k‡bi Rb¨ GKwU wbw`ó dig¨vU e¨envi Kiv nq| GwU‡KB FORM e‡j| 
B”QvgZ GB d‡g©i wWRvBb ˆZix Kiv hvq| Form-G GKmv‡_ GKwU wdì cÖ̀ k©b K‡i Ges Next ev Previous 
evU‡bi gva¨‡g Abvb¨ wd‡ìi WvUv ¸‡jv †`Lv hvq| GQvovI Form G wewfbœ gš—e¨ (Memo) Ges QweI ms‡hvRb 
Kiv hvq| wb‡P Customer Table †_‡K ˆZix Kiv GKwU dg© †`Lv‡bv n‡jv| 
 

 
 
QUERY 
Query n‡”Q wekvj †Kvb WvUv‡eR †_‡K wbw`©©ó †Kvb k‡Z© wKQy WvUv Ly‡R G‡b Avjv`v †Uwe‡j Dc ’̄vcb Kiv| †hgb 
Customer ‡Uwej †_‡K hv‡`i City n‡”Q Dhaka ïaygvÎ Zv‡`i WvUv wdì Dc¯’vcb Ki‡Z n‡e, GwUB QUERY| 
wewfbœ kZ©‡K WvUv‡e‡Ri fvlvq Criteria e‡j| wb‡P GKwU Query dvB‡ji Qwe †`Iqv n‡jv|  
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REPORTS 
WvUv‡eRwU Kw¤úDUv‡i iw¶Z _v‡K| wKš‘ we‡kl cÖ‡qvR‡b WvUv Dc ’̄vc‡bi `iKvi n‡j, me‡¶‡Î Kw¤úDUv‡ii mvg‡b 
e‡m †`Lv m¤¢e bq| GRb¨ Gi GKwU wcÖ›U Kwc ˆZix Ki‡Z nq| GB wcÖ›U KwcI wbw`©ó wbq‡g, cÖ‡qvR‡b PvU©, MÖvd, 
Qwemn Dc¯’vcb Kiv nq| GwU‡KB wi‡cvU© e‡j| wb‡P GKwU wi‡cv‡U©i Qwe †`Iqv n‡jv|  
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MACRO 
Macro Øviv wbDg¨vwiK ev MvwYwZK Kvhv©ewj Avcbv †_‡KB m¤úvw`Z n‡Z cv‡i| GQvov evievi `iKvi c‡i Gme 
KvR Macro Øviv `xN© cÖwµqvi e`‡j GKwU Shortcut KgvÛ ˆZix K‡i ivLv †h‡Z cv‡i| GKevi g¨v‡µv ˆZix K‡i 
ivL‡j hZevi Lywk Pvjv‡bv m¤¢e| 

 

 
MODULES 
gwWDj Øviv Access Gi mv‡_ Visual Basic †cÖvMÖvwgs Gi mgš^q K‡i DbœZgv‡bi Interface ˆZix Kiv m¤¢e|  
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Microsoft Access  
¯̂vMZg ¯̂vMZg, bRiKviv B›Uvi‡dm Ges DBRvi †d«Ûwj I c~‡e©i fvm©‡bi Zzjbvq mn‡R †evaMg¨ Microsoft 
Office Access 2007 Gi fye‡b| Z‡e †Mvov‡ZB e‡j wbB Access 2007 cÖ_‡g ïi“ bv K‡i, GB eB‡qi cÖ_g 
As‡k iw¶Z Access 2003/XP/97 Ask †_‡K cÖv_wgK aviYv wb‡q Z‡e Access 2007 Abykxjb Ki“b| g‡b 
ivL‡eb GB As‡k Avgiv fvm©b 2007-G bZzb wdPvi¸wj Ges fvm©b 2003 †_‡K 2007G †h mg —̄ wdPv‡i e¨envi 
c×wZ wfbœ, †m¸wji Dci AwaK ¸i“Z¡ †`e, †Zv Pjyb, AwZwi³ Av‡jvPbv bv K‡i wfbœ wfbœ Kv‡Ri gva¨‡g GB PgrKvi 
B›Uvi‡dmwUi wewfbœ cwieZ©b¸wj †R‡b wbB|  
 

Access ïi“ Kiv 
cÖ_‡g DB‡ÛvR ïi“ K‡i c‡i Access ïi“ Ki‡Z n‡e| Access 2007 ïi“ Kivi Rb¨ wb‡Pi KgvÛ¸wj Step by 
Step cÖ‡qvM Ki“b|  
1. Kw¤úDUvi Pvjy K‡i DB‡Ûv‡Ri †W¯‹Uc Avbyb|  
2. †W¯‹Uc †_‡K Start>Programs>Microsoft Office>Microsoft Office Access 2007 wm‡j± Ki“b|  
 

 
 

3. Microsoft Office Access 2007 Lyj‡e Ges h_vixwZ Access Gi ¯Œxb Avm‡e|  

GKwU bZzb File/Database wb‡q KvR Kiv 
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hLbB Avcwb Microsoft Access 2007 ïi“ Ki‡eb| Avcbvi mvg‡b GKwU bZzb Template Category mn 
wb‡Pi gZ ¯Œxb Avm‡e|  
 

 
 

4. Office evUb †_‡K New KgvÛ w`b|  
 

 
 

 
 
AveviI Task Pane G Blank Database Ackb Avm‡e| File Name As‡k GKwU bvg w`‡q (Avgiv Nova 
2007 bvg w`‡qwQ) Create evU‡b wK¬K Ki“b|  
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Avgiv Nova 2007 bvg w`‡q cÖ_g WvUv‡eRwU ˆZix Ki‡ev|  
 

 
 

D‡j−L¨ Access-G Av‡MB dvB‡ji bvg w`‡Z nq| KviY WvUv Gw›Uª Kivi mgq A‡Uv‡gwUK †mf n‡Z _v‡K| 
 
 
 
 
 
 
 
 
 
 
G Ae ’̄vq Avcbvi mvg‡b †h Screen †`L‡Z cv‡”Qb GUv n‡jv Microsoft Access 2007 Gi Screen. 
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†Uwej ˆZix Kiv 
Access-G wewfbœ Dcv‡q †Uwej ˆZix Kiv hvq| View Ack‡b g‡a¨ cÖ_g ỳBwU †hgb- Datasheet View, 
Design View Ges Table Wizard e¨envi K‡i †Uwej ˆZix Kiv hv‡e| Gi g‡a¨ Design View n‡”Q me‡P‡q 
Kvh©Ki Ges RbwcÖq cØwZ| KviY Design View Gi gva¨‡g Avcwb †Uwej ˆZix, GwWU Ges wewfbœ ai‡bi 
Properties †mwUs Ki‡Z cv‡ib| GB View †Z Abvb¨ View Gi Zzjbvq wbf~j©fv‡e mg —̄ Uz‡ji e¨envi K‡i †Uwej 
ˆZix Kiv m¤¢e| Table1 bv‡g GKwU †Uwej ‰Zix _vK‡e| 
1. cÖ_‡g Create wie‡bi Tables KgvÛMÖ“c †_‡K Table Ack‡b wK¬K Ki“b| Table2 bv‡g GKwU †Uwej ‰Zix 

n‡e|  
 

 
 

Home wieb †_‡K View Ack‡b wK¬K K‡i Design View wm‡j± Ki“b|  
 

 
Sava As WvqvjM e· Avm‡e †Uwe‡ji bvg w`b Personal1. OK Ki“b|  
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Table Sheet cvIqv hv‡e|  
 

 
 

Table Sheet Gi `yBwU Ask _vK‡e Dc‡ii As‡k Field Name, Data Type Ges Description Ges wb‡Pi 
As‡k Field Properties Ack‡b General Ges Lookup U¨ve _vK‡e| Field Name Gi cÖ_g N‡i Kvm©i Ae¯’vb 
Ki‡e| Field Name N‡i m‡ev”P© 64 Character ch©š— A¶i †jLv hv‡e| WvUv‡e‡Ri ïi“‡ZB wewfbœ ai‡bi Field 
ˆZix K‡i c‡i WvUv Gw›Uª Ki‡Z nq| wb‡Pi QwewU j¶ Ki“b Field Name Ges Data Type mn GKwU Sample 
†`Iqv Av‡Q|  
 

 
 

GLb Avgiv wb‡Riv wdì ˆZix Ki‡ev|  
 
 
1. Field Name Gi cÖ_g N‡i UvBc Ki“b CODE Ges †jLv †k‡l Kx‡evW© †_‡K GKevi Tab Kx †cÖm Ki“b| 
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Field Name Gi cÖ_g N‡i CODE †jLv n‡e Ges Data Type Gi cÖ_g N‡i Kvm©i _vK‡e Ges Text †jLv mn 
GKwU Wªc WvDb cvIqv hv‡e| GLvb †_‡K wewfbœ ai‡bi Data Type wba©vib K‡i †`Iqv hvq| wb‡Pi w`‡Ki Field 
Properties As‡kI bvbv ai‡bi cwieZ©b Avm‡e|  
 

 
 

GB †Uwe‡j Avgiv AvcvZZ Text Ges Currency UvB‡ci WvUv wb‡q †Uwej ˆZix Ki‡ev| cieZx©‡Z me ai‡bi 
Data Type Gi c~b©v½ e¨vL¨vq Avm‡ev| 
2. AvcvZZ Data Type Gi †Kvb cwieZ©b `iKvi bvB| AveviI Kx‡evW© †_‡K GKevi Tab †cÖm Ki“b|  

 

 
  

Kvm©i Description As‡ki cÖ_g N‡i Ae¯’vb Ki‡e| Avgiv AvcvZZ †Kvb Description e¨envi Ki‡ev bv|  
3. AveviI Kx‡evW© †_‡K Tab †cÖm Ki“b|  

 

 
 

Kvm©i Field Name As‡ki wØZxq N‡i Ae ’̄vb Ki‡e| 
4. wØZxq N‡i Name UvBc K‡i Kx‡evW© †_‡K wZbevi Tab †cÖm Ki“b|  
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Kvm©i Field Name As‡ki Z…Zxq N‡i Ae ’̄vb Ki‡e| 
5. Z…Zxq N‡i TITLE UvBc K‡i AveviI wZbevi Tab †cÖm Ki“b| 
 

 
 

Kvm©i Field Name As‡ki PZz_© N‡i Ae¯’vb Ki‡e| 
6. Salary wj‡L GKevi Tab †cÖm Ki“b| Kvm©i Data Type wd‡ì Ae¯’vb Ki‡e Ges Text †jLv mn Wªc WvD‡b 

(wbægyLx Zxi) Avm‡e| 
 

 
 

Data Type Gi †¶‡Î Gi Av‡M mg —̄ wd‡ì Avgiv Text †i‡LwQ| mvaviYZ †h mg —̄ WvUvi †Kvb MvwYwZK Kvhv©ejx 
†hgb †hvM, we‡qvM, ¸b, fvM BZ¨vw` `iKvi nq bv †mB mg —̄ wdì‡K Avgiv Text wdì wnmv‡e ivL‡ev| †hvM, we‡qvM 
BZ¨vw` `iKvi nq GB RvZxq wdì‡K Avgiv Number WvUv UvBc wm‡j± K‡i _vwK| eZ©gv‡b Salary wd‡ìi Rb¨ 
Avgiv Currency UvBc †`e KviY Salary mvaviYZ Kv‡iwÝ ev UvKvi gva¨‡g †`Iqv nq| Currency UvB‡ci 
WvUv‡KI †hvM, we‡qvM, ¸b, fvM BZ¨vw` MvwYwZK Kvhv©ejx m¤úv`b Kiv hvq| 
7. Data Type wd‡ì Text †jLvi Wv‡bi Wªc WvD‡b wK¬K Ki“b| Wªc WvDb †gby Avm‡e| 

 

 
 

8. GLvb †_‡K Currency wm‡j± Ki“b Ges AveviI ỳBevi Tab †cÖm Ki“b| 
9.  †k‡l 5bs jvB‡b Field Name wnmv‡e ADDRESS UvBc Ki“b Ges Tab w`b| Data Type wd‡ì 

A‡Uv‡gwUK  Text UvBc mshy³ n‡e|  
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Primary Key †mU Kiv  
GKwU †Uwe‡ji WvUv ûeû Ab¨ †Uwe‡j _vK‡Z cv‡i| A_ev GK †Uwe‡ji GKwU Field ûeû Ab¨ †Uwe‡j _vK‡Z cv‡i| 
wKš‘ cÖwZwU †Uwe‡j GKwU ¯^Zš¿ wdì _vK‡Z n‡e| GB wd‡ìi WvUv GKvwaK _vK‡Z cvi‡e bv, †hgb g‡b Ki“b 
Kg©Pvix‡`i GKwU WvUv‡eR ˆZix K‡i †Uwej ˆZix Kiv Av‡Q| GLv‡b GKB bv‡gi K‡qKRb Kg©Pvix _vK‡Z cv‡i A_ev 
GKB eqm, GKB †eZb BZ¨vw` _vK‡Z cv‡i| wKš‘ cÖ‡Z¨‡Ki GKwU ¯̂Zš¿ Identify Number _vK‡Z n‡e| †hwU 
w`‡q cÖ‡Z¨K‡K Avjv`v Kiv hv‡e| myZivs cÖwZwU †Uwe‡j GKwU ¯̂Zš¿ wdì _vK‡Z n‡e| GKwU †Uwe‡ji †h †Kvb GKwU 
wd‡ìi mv‡_ Primary Key mshy³ K‡i wdìwU‡K ¯^Zš¿ Ki‡Z n‡e| Avgiv Avgv‡`i ˆZix Kiv Table wUi Rb¨ 
CODE wdìwU‡Z Primary Key mshy³ Ki‡ev| †Kvb wd‡ì Primary Key mshy³ Ki‡j wd‡ìi evg cv‡ki †QvU 
N‡i GKwU Pvwei wPý Av‡m|  
10. Field Name Ack‡bi cÖ_g jvB‡b CODE †jLv N‡i gvDm wK¬K Ki“b| wdìwU wm‡j± n‡e| Design wieb 

Gi Tools KgvÛ MÖ“c †_‡K Primary Key KgvÛ w`b A_ev Right Click K‡i †gby †_‡K Primary Key 
evU‡b wK¬K Ki“b|  

 

  
 

CODE wd‡ìi evgcv‡k GKwU Pvwei AvBKb Avm‡e| 
 
†Uwe‡j WvUv Gw›Uª Kiv  
Avgv‡`i ˆZix Kiv †Uwe‡j Avgiv GLb mvgvb¨ WvUv Gw›Uª Ki‡ev|  
1. evgcv‡ki Navigation Pane †_‡K Personal1 bv‡gi †UwejwU wm‡j± K‡i Enter w`b A_ev Personal1 

Gi Dci Wvej wK¬K Ki“b| duvKv †UwejwU Ly‡j hv‡e| 
 

 
 

 j¶¨ Ki“b Code wd‡ìi cÖ_g jvB‡b Kvm©i Ae ’̄vb Ki‡Q|  
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2. 001 wj‡L GKevi Tab †cÖm Ki“b Kvm©i NAME wd‡ì Avm‡e| 
 

 
 

3. RAJ UvBc K‡i AveviI GKevi Tab †cÖm Ki“b Kvm©i TITLE wd‡ì Avm‡e| 
 

 
 

4. OFFICER UvBc K‡i AveviI GKevi Tab †cÖm Ki“b Kvm©i SALARY wd‡ì Avm‡e| 
 

 
 

5. 5000 UvBc K‡i AveviI GKevi Tab †cÖm Ki“b Kvm©i ADDRESS wd‡ì Avm‡e| 
 

 
 

6. DHAKA UvBc K‡i AveviI GKevi Tab †cÖm Ki“b Kvm©i cieZx© jvB‡b Ges CODE wd‡ì Ae ’̄vb Ki‡e| 
 

  
 

D‡j−L¨ Tab Kx †cÖm Kivi cwie©‡Z gvDm w`‡q wK¬K K‡i ev Kx‡evW© †_‡K Arrow Kx †cÖm K‡iI Kvm©i‡K GK wdì 
†_‡K Ab¨ wd‡ì †bIqv hv‡e| GLb GKB c×wZi cybive„wË K‡i wb‡Pi gZ GKwU †Uwej ˆZix Ki“b|  
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D‡j−L¨ WvUv Gw›U Kivi mgq †iK‡W©i evgw`‡K GKwU †cwÝ‡ji AvBKb Av‡m GwU Avm‡j eyS‡Z n‡e Gw›U Kiv WvUvwU 
GLb †mf nqwb| cÖwµqvaxb i‡q‡Q| ZvQvov †iK‡W©i evgw`‡K Asterisk(*) wPý _vK‡j eyS‡Z n‡e †iKW©wU dvuKv 
i‡q‡Q Ges †h †iK‡W© Kvm©i _vK‡e Zvi evgcv‡k GKwU Arrowhead ( ) wPý _vK‡e| 

 

  
 

Access 2007 Gi me‡P‡q ¸i“Z¡c~Y© evUb n‡”Q Quick Access Uzjev‡ii Office evUb| GB UzjeviwU Office 
2007G me‡P‡q Dc‡i evg KY©v‡i Aew¯’Z| GLv‡b †gvU 4wU evUb wWdë AvKv‡i _v‡K| Gi cÖ_gwU A_v©r Office 
Gi Logo m¤̂wjZ me‡P‡q ev‡g Aew ’̄Z eo †Mvj evUbwU n‡”Q Office evUb| GwU A‡bKvs‡k File †gbyi KvRwU K‡i 
_v‡K|  
 

 
Quick Access Uzjevi 

Ab¨ evUb¸wj n‡”Q chv©qµ‡g Save, Undo, Redo I Drop down G m¤^‡Ü cieZx©‡Z we¯—vwiZ Av‡jvPbv Kiv 
n‡e|  
7. †k‡l Office evUb †_‡K Close Database Ges Exit Access KgvÛ w`‡q Table Ges Database eÜ 

Ki“b|  
 
c~‡e© ˆZix K‡i ivLv Database I Table †Lvjv 
Access G wewfbœ fv‡e †Uwej ˆZix Kiv hvq| wKš‘ Design View n‡”Q eûj e¨eüZ Ges me‡P‡q RbwcÖq c×wZ| 
Gi Øviv †Uwej ˆZix Ges GwWU Kiv QvovI mg —̄ ai‡bi Properties e¨envi Kiv hvq| Ab¨ View Gi Zzjbvq Gi 
e¨envi c×wZI mnR Ges wbLuyZ| Avgiv BwZg‡a¨B Nova 2007 bv‡g GKwU WvUv‡eR ˆZix K‡i Personal1 bv‡g 
GKwU †Uwej ˆZix K‡iwQ| hw` bv K‡i _v‡Kb Z‡e c~‡e©i wbqg Abymv‡i Database Ges Table ‰Zix K‡i Nova 
2007 Ges Personal1 bvg w`b| Ab¨ WvUv‡eR ev †Uwej wb‡qI KvR Ki‡Z cv‡ib Z‡e GB eB mn‡R †evSvi Rb¨ 
Avgv‡`i †`Iqv cÖwZwU c×wZ e¨envi Ki“b| GLb Avgiv Av‡M ˆZix K‡i ivLv WvUv‡eR I †Uwej †Lvjvi cÖwµqv 
†`L‡ev | wb‡Pi KgvÛ¸wj w`b| 
1. Access †Lvjv bv _vK‡j ivb Ki“b| Open Recent Database Ackb †_‡K Avcbvi ˆZix Kiv 

DatabasewU Open Ki“b| ( †hgb Nova 2007) 
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2. Navigation Pane †_‡K Personal1 Right Click K‡i Open evU‡b wK¬K Ki“b| (A_ev Wvej wK¬K Ki“b 
mivmwi Ly‡j hv‡e) 

 

  
 

bZzb Database †Lvjv 
GKUv WvUv‡e‡R KvR Ki‡Z Ki‡Z m¤ú~Y© bZzb Ab¨ GKUv dvuKv WvUv‡eR `iKvi n‡Z cv‡i| Microsoft Office-
Gi †h †Kvb †cÖvMÖv‡g GKmv‡_ A‡bK¸‡jv dvBj Ly‡j KvR Kiv hvq| Pjyb GKwU m¤ú~b© bZzb WvUv‡eR ‰Zixi cÖwµqv 
†`Lv hvK|  
1. Quick Access Uzjevi †_‡K Office evU‡b wK¬K K‡i New wm‡j± Ki“b|  

 

  
 

2. Blank Database Ackb Avm‡e| evg w`‡K cÖPzi Templates _vK‡e| New Blank Database-wm‡j± 
K‡i File Name As‡k bvg wj‡L Create evU‡b wK¬K Ki“b| bZzb dvuKv Database cvIqv hv‡e|  
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Access †_‡K †ei nIqv  
dvB‡j KvR Ki‡Z bv PvB‡j dvBj Close Kiv nq| wKš‘ Access G Avi KvR Ki‡Z bv PvB‡j m¤ú~b© Access eÜ 
K‡i w`‡Z cvwi| wb‡Pi KgvÛ cÖ‡qvM Ki“b|  
1. AveviI Quick Aceess Uzjevi †_‡K Office evU‡b wK¬K Ki“b Ges Wªc WvD‡bi wb‡P Wvbw`K †_‡K Exit 

Access evU‡b wK¬K Ki“b|  
 

 
 

Access eÜ n‡e|  
 
Design View-†Z Customer †Uwej ˆZix  
BwZg‡a¨B Avgiv Design View e¨envi K‡i †Uwej ˆZix I †Uwe‡j WvUv Gw›Uª wk‡LwQ| AveviI Design View 
e¨envi K‡i Customer bv‡g cybv©½ WvUvmn GKwU †Uwej ˆZix Ki‡ev| D‡j−L¨ GB †Uwej ¸wj ûeyû ˆZix Ki“b| 
KviY GB †Uwej e¨envi K‡i c‡i wewfbœ wel‡qi Dci we¯—vwiZ Av‡jvPbv Kiv n‡e| Avgv‡`i ˆZix Nova 2007 
WvUv‡e‡RB †UwejwU ˆZix Ki‡ev Ges Nova 2007 WvUv‡eRwUi gva¨‡g wewfbœ welq D`vnibmn e¨vL¨v Ki‡ev| 
Nova 2007 WvUv‡eRwU ˆZix K‡i bv _vK‡j c~‡e©i Av‡jvPbv AbymiY K‡i Nova 2007 WvUv‡eRwU ˆZix K‡i wbb| 
D‡j−L¨ Nova 2007 WvUv‡e‡R c~‡e©B ˆZwi K‡i ivLv Personal1 bv‡gi †Uwej ˆZix Kiv Av‡Q| myZivs c~‡e©i wbq‡g 
D‡j−L¨ †UwejwU Nova 2007 WvUv‡eRwU ˆZix Ki“b| 
1. Nova 2007 WvUv‡eRwU †Lvjv bv _vK‡j File>Open KgvÛ w`‡q WvUv‡eRwU Lyjyb| 1wU †Uwejmn WvUv‡eRwU 

Ly‡j hv‡e| Create wieb U¨ve wm‡j± Av‡Q wbwðZ n‡q wbb Tables KgvÛ MÖ“c †_‡K Table Ack‡b wK¬K 
Ki“b| 
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2. Table1 bv‡g bZzb †Uwej Avm‡e| Home wieb U¨ve wm‡j± K‡i Views KgvÛ MÖ“c †_‡K View Ack‡b 
wK¬K K‡i Design View wm‡j± Ki“b| 

 

 
 

Sava As WvqvjM e· Avm‡e| Customer †Uwej bvg w`b| Table Sheet cvIqv hv‡e| Dc‡ii As‡k Field 
Name, Data Type I Descrpition _vK‡e Ges wb‡Pi As‡k Field Properties _vK‡e| GB As‡k General I 
Lookup U¨ve _vK‡e|  
 

 
 

wb‡Pi QwewU j¶¨ Ki“b, Field Name Ges Data Typemn Customer †Uwe‡ji dig¨vU †`Iqv Av‡Q| 
 

 
 

3. Field Name Gi cÖ_g jvB‡b UvBc Ki“b Cust_ID Ges Kx‡ev©W †_‡K GKevi Teb Kx †cÖm Ki“b| Data 
Type Gi cÖ_g N‡i Kvm©vi Ae¯’vb Ki‡e Ges Wªc WvD‡b Text †jLv _vK‡e| 
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Kx‡ev©W †_‡K AveviI `yBevi Teb Kx †cÖm Ki“b Field Name Gi wØZxq jvB‡b Kvm©i Ae¯’vb Ki‡e| 
 

 
 

4. Name wj‡L wZbevi Tab Kx †cÖm Ki“b| AveviI Field Name Gi Z…Zxq jvB‡b Kvmv©i Ae¯’vb Ki‡e| 
 

 
 

5. AveviI Address wj‡L wZbevi Tab Kx †cÖm Ki“b| PZz©_ jvB‡b Kvmv©i Ae ’̄vb Ki‡e|  AveviICity wj‡L 
wZbevi Tab Kx †cÖm Ki“b| cÂg jvB‡b Kvm©i Ae¯’vb Ki‡e| 

 

 
 

6. AveviI Credits wj‡L GKevi Tab †cÖm Ki“b Data Type wd‡ì Kvmv©i Ae¯’vb Ki‡e Ges Text Ackb 
wm‡j± _vK‡e| Text wd‡ìi cv‡ki Wªc WvD‡b (wbægyLx Zxi) G wK¬K Ki“b Ges Wªc WvDb †gby †_‡K 
Currency wm‡j± Ki“b| 
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7. AveviI `yBevi Tab †cÖm Ki“b Ges lô jvB‡b Phone UvBc Ki“b| AveviI Tab †cÖm Ki“b Ges Data 
Type wd‡ì AveviI Text wm‡j± K‡i AveviI GKevi Teb †cÖm Ki“b| 

 

 
 

8. †k‡l File>Close KgvÛ w`‡q †UwejwU eÜ Ki“b|  
 

†Uwe‡j WvUv Gw›Uª Kiv 
GLb Customer †Uwe‡j WvUv Gw›Uª Ki‡ev| hw`I Gi Av‡MB Avgiv mvgvb¨ WvUv Gw›Uª K‡i Design View †Z 
wKfv‡e †Uwej ˆZix K‡i WvUv Gw›Uª Ki‡Z nq †mwU wk‡LwQ| GLb we¯—vwiZ WvUv Gw›Uª K‡i Customer †Uwe‡ji c~b©Zv 
Avb‡ev| g‡b ivL‡eb wb‡ ©̀kbv Abymv‡i ûeyû WvUv Gw›Uª Ki“b| Kvib cie©Zx‡Z GB †Uwej Avgiv wewfbœ D`vni‡Y 
e¨envi Ki‡ev| 
1. Nova 2007 WvUv‡e‡Ri Navigation Pane †_‡K Customer †UwejwU Right Click K‡i Open Ack‡b 

wK¬K Ki“b A_ev Wvej wK¬K Ki“b|  
 

  
 

GKwU dvuKv †Uwej Avcbvi mvg‡b Ly‡j hv‡e Ges Cust_ID wd‡ìi cÖ_g N‡i Kvm©i Ae¯’vb Ki‡e| 
 

 
 

2. C001 wj‡L Kx‡ev©W †_‡K GKevi Teb Kx †cÖm Ki“b| Name wd‡ì Kvm©i Ae¯’vb Ki‡e| 
 

  
 
 
 
 
 
 
 
 
 
 
 
 



27 

3. Arshika UvBc K‡i AveviI GKevi Teb Kx †cÖm Ki“b| Address wd‡ì Kvm©i Ae¯’vb Ki‡e| AveviI 
Polton UvBc K‡i GKevi Teb Kx †cÖm Ki“b| City wd‡ì Kvm©i Ae¯’vb Ki‡e| 

 

  
 

4. AveviI Dhaka wj‡L GKevi Tab Kx †cÖm Ki“b| Credits wd‡ì Kvm©i Ae ’̄vb Ki‡e| 
 

 
 

5. Credits wd‡ì 15000 UvBc K‡i Avevi Tab Kx †cÖm Ki“b| Kvm©i Phone wd‡ì Ae¯’vb Ki‡e| 
6. †k‡l Phone wd‡ì 8616571 wj‡L AveviI GKevi Tab Kx †cÖm Ki“b| Kvm©i Cust_ID wd‡ìi wØZxq 

jvB‡b Ae ’̄vb Ki‡e| 
 

  
 

D‡j−L¨ Tab Kx †cÖm Kivi cwie‡Z© gvDm wK¬K ev Kx †evW© †_‡K Arrow Kx †cÖm K‡iI Kv©mi‡K GK wdì †_‡K Ab¨ 
wd‡ì †bIqv hv‡e| GLb GKB c×wZi cybive„wË K‡i ûeyû wb‡Pi gZ 20wU WvUv w`‡q †UwejwU ˆZix Ki“b| 
 

Customer Table 
Cust_ID Name Address City Credits Phone 
C001 Arshika Palton Dhaka $15,000.00 8616571 
C002 Bappi Monipur Dhaka $12,000.00 9003181 
C003 Raj Millpara Kushtia $6,9000.00 9002586 
C004 Asma Poribag Khulna $3,100.00 9668120 
C005 Sopno Millpara Kushtia $11,000.00 9662139 
C006 Mou Kazipara Jessore $2,500.00 9332598 
C007 Godhuly Millpara Dhaka $7,000.00 8610509 
C008 Salim Aruapara Jessore $5,000.00 8610751 
C009 Sahin Badda Dhaka $5,500.00 7113092 
C010 Alamgir Narinda Dhaka $11,300.00 7119203 
C011 Bappi Jatrabari Khulna $14,000.00 9665920 
C012 Sumi Gabtoli Khulna $3,000.00 9333130 
C013 Koli Santinagor Dhaka $2,600.00 7118959 
C014 Bappi Shamoli Jessore $3,1000.00 7008929 
C015 Sarwar Mohakhali Dhaka $10,000.00 9660089 
C016 Tozo Nakhalpara Kushtia $12,000.00 9005950 
C017 Marzuk Mohakhali Khulna $13,000.00 9005050 
C018 Mim Dhanmondi Comilla $16,000.00 9112895 
C019 Porshia Banani Khulna $2,500.00 8616579 
C020 Mousumi Uttar Dhaka $8,900.00 9002982 

 

Tips: Currency †Z $ Gi cwie©‡Z Tk. cvIqvi Rb¨ Control Panel Gi Regional and Language Options Setting †_‡K 
Customize Ackb †_‡K Currency Sign cwie©Zb K‡i w`b| 
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Table Tamplate e¨env‡i Products †Uwej ˆZix 
BwZg‡a¨B Avgiv Nova2 bv‡g GKwU WvUv‡eR ˆZix K‡i Personal1 bv‡g Ges Customer bv‡g ỳBwU †Uwej ˆZix 
K‡iwQ| GLb Tamplate e¨envi K‡i GKwU †Uwej ˆZix Ki‡ev| Tamplate w`‡q †Kvb KvR Lye `ª“Z, mn‡R I 
wbLuyZ fv‡e ˆZix Kiv hvq| Z‡e DBRv©‡W ˆZix K‡i ivLv dig¨vU ûeyû e¨envi Ki‡Z n‡e GgbwU bq, B”QvgZ GwWU  
K‡i wbR¯^ B”Qvbyhvqx wWRvBb Kiv hv‡e| wb‡Pi †UwejwU j¶¨ Ki“b Avgiv-ûeyû wb‡Pi †UwejwU ˆZix Ki‡ev| 
 

Products Table 

 
 

GLv‡b †gvU 4wU wdì Av‡Q| Gi g‡a¨ Product_ID, Name Ges Company wdì¸wj n‡”Q Text wdì evKx 
PricewU n‡”Q Currency wdì| GLv‡b WvUvi msL¨v n‡”Q 10wU| ûeyû wb‡Pi KgvÛ ¸wj cÖ‡qvM Ki“b| 
Steps 
1. Access ‡Lvjv bv _vK‡j Lyjyb| 
2. Office button wK¬K K‡i Open KgvÛ w`‡q NOVA2 WvUv‡eRwU †Lvjv bv _vK‡j Lyjyb| Access Ly‡j 

hv‡e| 
3. Create wieb wm‡j± K‡i Tables KgvÛMÖ“c †_‡K Table Templates Ackb †_‡K Contacts wm‡j± 

Ki“b| 
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4. wewfbœ wdì mn GKwU †Uwej Avm‡e| GLvb †_‡K Avgiv wewfbœ wdì e¨envi Ki‡Z cvwi A_ev wd‡ìi bvg 
cwieZ©b K‡i KvR Ki‡Z cvwi|  

 

 
 

5. wdì ¸‡jv cwieZ©‡bi Rb¨ wd‡ìi Dci gvD‡mi ivBU wK¬K Ki“b| GKwU Wªc WvDb †gby Avm‡e| GLvb †_‡K 
Rename Column Ackb wm‡j± Ki“b A_ev wd‡ìi Dci Wvej wK¬K Ki‡jI Avm‡e|  

 

 
 
6. †jLvi Rb¨ Ackb Avm‡e| wjLyb Product_ID. 
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Gfv‡e Avgv‡`i Product †Uwe‡ji wdì Abyhvqx PviwU wdì ˆZix Ki“b| Avi evKx¸‡jv K‡i w`‡Z cvwi wd‡ìi Dci 
gvD‡mi Right wK¬K K‡i Delete Column wm‡j± Ki‡j gy‡Q hv‡e|  
7. dvBjwU wm‡j± K‡i View  †_‡K Design View wm‡j± Ki“b|  
8. Product_ID, Name Ges Company wd‡ìi UvBc Text wm‡j± Ki“b Ges Rate Gi WvUv UvBc 

Currency wm‡j± Ki“b|  
9. dvBjwU †mf K‡i wb‡Pi gZ WvUv wjLyb|  
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Access DB‡Ûvi mv‡_ cwiPq 
Av‡MB e‡jwQ Office 2007-G B›Uvi‡d‡mi A‡bK cwieZ©b n‡q‡Q| A‡bKvs‡k File †gbyi ’̄vbwU `Lj K‡i‡Q 
Quick Access Uzjev‡ii Office evUb Ges Menubar-Gi ¯’vbwU `Lj K‡i‡Q Home, Create, External 
Data, Database Tools, Datasheet BZ¨vw` bv‡gi wewfbœ Ribon. cÖwZwU Ribon Gi g‡a¨ i‡q‡Q Clipboard, 
Font, Alignment BZ¨vw` bv‡gi KgvÛ MÖ“c| Avi Av‡Mi gZB i‡q‡Q Scroll Bar, Status Bar Ges Ruler.  
 

 
 
Title Bar 
Access Screen-Gi me‡P‡q Dc‡i gvSLv‡b Book 0- Microsoft Word †jLv eviwUi bvg UvB‡Uj evi Gi 
evgw`‡K 4wU evUb (wWdë)mn Quick Access Uzjevi Aew ’̄Z| Microsoft Office Gi me¸‡jv †cÖvMÖv‡g GB evi 
_v‡K| GLv‡b ‡cÖvMÖv‡gi bvg Ges ‡h dvBjwU †Lvjv _vK‡j Zvi bvg _v‡K| GBev‡ii Wvb w`‡K ch©vqµ‡g Minimize 
evUb ( ), Maximize evUb ( ) A_ev Restore evUb ( ) Ges Close evUb ( ) _v‡K|  
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Office evUb 
Access ¯Œx‡bi me‡P‡q Dc‡i evg KY©v‡i Office Gi Logo m¤̂wjZ me‡P‡q eo †Mvj evUbwUi bvg Office evUb| 
GwU A‡bKUv Office 97-2003-i File †gbyi gZ KvR K‡i| GwU Øviv dvBj Save, Open, New, Save As, 
Print, Close BZ¨vw` KvR Kiv hvq| GwU e¨envi K‡i Avgiv BwZg‡a¨B New, Open Ges Save Ack‡bi e¨envi 
wk‡LwQ| mswk−ó Aa¨v‡q Ab¨ Ackb¸wj m¤^‡Ü we¯—vwiZ Rvb‡ev|  
 

 
 
Quick Access Uzjevi 
Office evU‡bi Wvbcv‡k Aew ’̄Z wZbwU evUb(wWdë) Ges GKwU Wªc WvDb (wbægyLx Zxi wPý) m¤^wjZ UzjeviwUi bvg 
Quick Access Uzjevi| GwU‡Z mvaviYZ Save, Undo I Redo evUb _v‡K| Wªc WvD‡b wK¬K Ki‡j GKwU Wªc 
WvDb †gby Av‡m| GLv‡b AviI A‡bK Ackb _v‡K| GLvb †_‡K †h †Kvb AvB‡Ug wm‡j± Ki‡j †mwU‡Z GKwU 
wUKgv©K ( ) Av‡m Ges Quick Access Uzjev‡i †mwU cÖ`wk©Z nq| Avevi wK¬K K‡i wUKgvK© DwV‡q w`‡j Quick 
Access Uzjevi †_‡K †mwU P‡j hvq|  
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Ribon U¨ve mg~n 
Quick Access Uzjev‡ii wb‡PB i‡q‡Q Office-2007 Gi me‡P‡q D‡j−L‡hvM¨ Ges cwiewZ©Z Ask Ribon 
U¨vemg~n| GwU Office 97-2003 †Z Aew¯’Z †gby I Uzjevi‡K mgš̂q K‡i ˆZix Kiv n‡q‡Q| Access-G Home, 
Create, External Data, Database Tools, Datasheet wieb U¨ve i‡q‡Q| GQvov mswk −ó wel‡q AviI bZzb wKQy 
wieb cvIqv hv‡e| cÖwZwU Ribon-G i‡q‡Q mswk−ó KgvÛMÖ“c| †hgb Home wie‡b i‡q‡Q Views, Clipboard, 
Font, Rich Text, Records, Sort & Filter, Find KgvÛ MÖ“c| cÖwZwU KgvÛ MÖ“‡c i‡q‡Q mswk −ó KgvÛ| †hgb 
Font KgvÛ MÖ“‡ci i‡q‡Q Bold, Italic, Underline, Font Color, Fill/Back Color, Font, Font Size, 
evUb| wKQy wKQy KgvÛ MÖ“‡ci wb‡P Wvbw`‡K GKwU Pvi‡Kvbv e· ( ) i‡q‡Q GwU‡Z wK¬K Ki‡j mswk−ó WvqvjM e· 
cvIqv hv‡e|  
 

 

 
 

Font KgvÛ MÖ“‡ci wb‡P Wv‡b Aew ’̄Z Pvi‡KvYv e· G wK¬K Ki“b ev Ctrl+Shift+F †cÖm Ki“b|  
 

 
 

wPi cwiwPZ WvqvjM Datasheet Formatting e· Avm‡e| 
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wieb‡K G‡·m Kiv 
Office 2007G wiebB n‡”Q me‡P‡q ¸i“Z¡c~Y© Uzj| Kx‡evW© ev gvDm †h †Kvb wWfvBm w`‡q wieb‡K G‡·m Kiv hvq| 
Home, Create, External Data BZ¨vw` †h †Kvb wie‡bi Dci gvDm w`‡q wK¬K Ki“b A_ev gvD‡m ¯Œj evUb 
_vK‡j wie‡bi Uzjevi MÖ“‡ci Dci ¯Œj Ki“b A_ev Kx‡evW© †_‡K Alt Kx, ‡cÖm Ki“b cÖwZwU wie‡bi GKwU kU©KvU Kx 
Avm‡e †mwU †cÖm Ki“b|  
 

 
 
Status Bar  
Access Œ̄x‡bi me‡P‡q wb‡P Datasheet View †jLv mn eviwUi bvg Status Bar| GB ev‡ii mvnv‡h¨ WvUv‡e‡R Aew ’̄Z 
Kvm©i ev Insertion Point- Gi Ae ’̄vb Rvbv hvq|  
Status bar Gi Wvbw`‡K PviwU †QvU evUb _v‡K GLvb †_‡K wfD‡K Datasheet View, PivotTable View, 
PivotChart View, Design View †`Lv hvq|   
 

 
 

Status ev‡ii Dci gvD‡mi Right Click Ki‡j cc-Avc †gby Avm‡e| GLvb †_‡K cÖ‡qvRbxq AvB‡Ug 
wm‡j±/wWwm‡j± Kiv hv‡e|  

 
 

Save As Kgv‡Ûi e¨envi 
cÖ_g evi dvBj †Lvjvi mgq Save As WvqvjM e· Av‡m Ges dvB‡ji bvg I †jv‡Kkb wm‡j± K‡i w`‡Z nq| 
cieZ©x‡Z hZeviB Save KgvÛ †`Iqv †nvK bv †Kb, Av‡Mi †`Iqv bv‡g Ges GKB †jv‡Kk‡b †mf n‡Z _v‡K| 
Av‡Mi WvUv AweK…Z †i‡L Ges bZzb WvUv ms‡hvRb/we‡qvRb K‡i Ab¨ bv‡g Ges Ab¨ †jv‡Kk‡b Ges Ab¨ fvm©‡b 
dvBj †mf Kivi Rb¨ wb‡Pi KgvÛ w`b|  
1. Quick Access Uzjevi †_‡K Office evU‡b wK¬K Ki“b|  
2. Wªc WvDb †gby Avm‡j Save As wm‡j± Ki“b| (A_ev F12 †cÖm Ki“b) 
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wewfbœ ai‡bi Ackb Avm‡e|  
 

 
 

GLvb †_‡K Sava Object As wm‡j± Ki‡j Access 2007 Gi ¯̂vfvweK dig¨v‡U Ges eZ©gvb WvUv‡eRwUi Kwc 
n‡q †mf n‡e| Find add-ins other file formats wm‡j± Ki‡j PDF ev XPS dig¨v‡U †mf Kiv hv‡e| 
Access 2007 Database GZ †ekx cwieZ©b mvab Kiv n‡q‡Q †h Gi dig¨v‡U †mf Kiv dvBj Aek¨B c~‡e©i 
fvm©b w`‡q †Lvjv hv‡e bv| Access 2002 – 2003 Database  Access 2002 †_‡K 2003 ch©š— †h †Kvb fvm©‡b 
†Lvjvi Rb¨ Access 2002-2003 wm‡j± Ki“b| GQvov Ab¨ dig¨v‡UI †mf Kiv hv‡e| Access 2000 
Database wm‡j± Ki‡j Access 2000 G WvUv‡eR †Lvjvi Rb¨ Access 2000 wm‡j± Ki“b|  
 

3. wPi cwiwPZ Save As WvqvjM e· Avm‡j wbw`ó© bvg w`‡q wbw`©ó †jv‡Kk‡b †mf Ki“b|  
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Home Ribbon Gi e¨envi 
Home RibbonwU me‡P‡q cÖ_‡g Aew¯’Z KviY mPivPi e¨eüZ KgvÛ w`‡q GB wiebwU mvRv‡bv n‡q‡Q| mvaviYZ 
Cut, Copy, Paste, d‡›Ui mvBR, Bold, Italic, Underline, Alignment BZ¨vw` mPivPi e¨eüZ Kgv‡Ûi 
mgš^‡q GB wiebwU MwVZ n‡q‡Q GwU‡Z Clipboard, Font, Rich Text, Records, Sort & Filter I Find 
KgvÛ MÖ“c i‡q‡Q|   
 

 

 
 

Views KgvÛ MÖ“c 
Access 2007Gi WvUv‡e‡Ri wfD GLvb †_‡K cwieZ©b Kiv hvq| Database View, Design View. 

 

 
 
Font KgvÛ MÖ“c 
GLb Avgiv WvUv‡e‡R Aew ’̄Z Font †K wewfbœfv‡e Formatting Ki‡ev| Nova 2007 dvBjwU Ly‡j wKQy Text 
wm‡j± Ki“b| GLb Font KgvÛMÖ“c †_‡K Bold, Italic, Underline, Font wm‡j±, d‡›Ui mvBR wm‡j±, Font 
Kvjvi, Fill/Back Color, Gridlines A_ev Alternate Fill/Back Color evU‡b wK¬K K‡i d›U †QvU/eo ev 
d‡›Ui Kvjvi BZ¨vw` cwieZ©b Ki“b|  
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Font KgvÛ MÖ“‡ci wb‡P Wv‡b Aew ’̄Z Pvi‡Kvbv e‡· ( ) wK¬K Ki“b| wPi cwiwPZ Datasheet Formatting 
WvqvjM e· Avm‡e|  
 

 
 
Rich Text KgvÛMÖ“c 
Decrease List Level, Increase List Level, Lift-to-Right Text Direction, Numbering, Bullets, Text 
Hightlight Color BZ¨vw` cwieZ©b Kivi Rb¨ Rich Text KgvÛ MÖ“c †_‡K w`‡Z n‡e|  
 

   
 

Records KgvÛ MÖ“c 
Access G wewfbœ ai‡bi Record ev WvUv‡eR Av‡MB ˆZix K‡i ivL‡Z nq| Records KgvÛMÖ“c †_‡K Avgiv bZzb 
†iKW©, †iKW© †mf Kiv, †iKW© Delete Kiv, †iK‡W©i Total †ei Kiv, Spelling †`Lv Ges More Ackb Gi Wªc WvD‡b 
wK¬K K‡i Abvb¨ cwieZ©b Kiv hvq|  

    
 

Refresh All KgvÛ w`‡q †iKW© Gi cÖ_‡g Avmv hvq|  
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Sort & Filter KgvÛ MÖ“c 
GB MÖ“c †_‡K Ascending, Descending, Clear All Sorts, Filter, Selection, Advanced, Toggle 
Filter cÖf„wZ Uzj¸‡jv GLv‡b i‡q‡Q|  

 

 
 
WvUv mwU©s Kiv 
Customer †UwejwU‡K Datasheet View †Z Lyjyb| Customer †Uwe‡ji Name wd‡ìi †h †Kvb WvUvi g‡a¨ Kvm©i 
ivLyb| Sort & Filter KgvÛMÖ“c †_‡K Ascending A_ev Descending Ack‡b wK¬K K‡i WvUv‡K mwUs Kiv 
hv‡e|  
 

 Ascending Order G mwU©s 

 Descending Order G mwU©s 
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Find KgvÛ MÖ“c 
GB MÖ“c †_‡K Find, Replace, Go To, Select cÖf„wZ Uzj¸‡jv GLv‡b i‡q‡Q|  
 

 
 
Find Kiv 
A‡bK eo WvUv‡e‡Ri †¶‡Î hw` wbw`©ó †Kvb kã‡K Lyu‡R †c‡Z nq ev kã‡K cÖwZ ’̄vwcZ Ki‡Z nq, Z‡e WvUv‡e‡Ri 
cÖwZwU †mj †_‡K kã‡K Luy‡R cvIqv mgq mv‡c¶, weiw³Ki Ges †Kvb †Kvb †¶‡Î Amva¨| GRb¨ Find Ges 
Replace KgvÛ e¨envi Kiv nq| WvUv‡e‡Ri †h‡Kvb Field G Kvm©i ivLyb| GLb Avgiv cÖ_‡g kãwU‡K Find 
Ki‡ev c‡i Replace Ki‡ev| 
1. W‡Kv‡g‡›Ui †h‡Kvb Field G Kvm©i ivLyb|  
2. Find KgvÛ MÖ“‡ci Find AvB‡U‡g wK¬K K‡i Find wm‡j± Ki“b|  
 

 
 

3. wPi cwiwPZ Find and Replace WvqvjM e· Avm‡e| Asma wj‡L Find Next Ki‡jB Asma Ly‡R cvIqv 
hv‡e|  

 

 
 

4. GLb g‡b Ki“b Asma †K Sumi Øviv Replace Ki‡Z n‡e| Find and Replace WvqvjM e‡·i Replace 
U¨ve wm‡j± K‡i| Replace with: G Sumi wj‡L Replace/Replace All evU‡b wK¬K Ki“b KvRwU n‡q hv‡e|  

5. GLvb †_‡K Go To Wªc WvD‡b wK¬K Ki“b wewfbœ Ackb Avm‡e| GLvb †_‡K WvUv‡e‡Ri wewfbœ †iK‡W©i wewfbœ 
’̄v‡b hvIqv hvq|  
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6. First Ack‡b wK¬K Ki‡j †iK‡W©i cÖ_‡g Kvm©i P‡j hv‡e, Previous Ack‡b wK¬K Ki‡j eZ©gvb †iK‡W©i c~‡e 
Kvm©i P‡j hv‡e, Next Ack‡b wK¬K Ki‡j cieZx© †iK‡W©i Kvm©i P‡j hv‡e, Last Ack‡b wK¬K Ki‡j Kvm©i 
†iK‡W©i †k‡l P‡j hv‡e, New Ack‡b wK¬K Ki‡j Kvm©i †iK‡W©i †k‡l bZzb †iv‡Z P‡j hv‡e| 

 

 
 

GQvov wewfbœ ai‡bi Select Gi KvR Kiv hv‡e|  
 
Create Ribbon Gi e¨envi 
GB wie‡bi gva¨‡g Database-G Table, Table Templates, Table Design, Form, Split Form, Multiple 
Items, PivotChart, More Forms, Form Design, Report, Query, Macro wewfbœ ai‡bi Ae‡R± mshy³ Kiv 
hvq| GB Ribbon-G †gvU 4wU KgvÛ MÖ“c i‡q‡Q †hgb: Tables, Forms, Reports, Other. 
 

 

 
 
Tables KgvÛ MÖ“c 
Tables KgvÛMÖ“c Øviv Avgiv †Uwej ˆZix Ki‡Z cvwi| Table G wK¬K Ki‡j bZzb GKwU †Uwej Avm‡e| Table 
Templates G wK¬K Ki‡j Wªc WvDb †gby Avm‡e GLvb †_‡K cÖ‡qvRbxqwU wm‡j± K‡i KvR Kiv hv‡e|  
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SharePoint Lists G wK¬K Ki‡j Wªc WvDb †gby Avm‡e GLvb †_‡K cÖ‡qvRbxqwU wm‡j± K‡i KvR Kiv hv‡e| 
Table Design G wK¬K Ki‡j dvBjwU wWRvBb wfD‡Z Avm‡e Ges Design wiebwU †`Lv hv‡e|  
 
Forms KgvÛ MÖ“c 
GB KgvÛ MÖ“c Øviv WvUv‡e‡R Form ‰Zix Kiv hv‡e| 
 

 
 
Form Kiv 
Customer †UwejwU Open Ki“b| Create wie‡bi Form KgvÛMÖ“c †_‡K Form G wK¬K Ki“b|  
 

 
 

GKwU bZzb dg© ˆZix n‡e| GLvb †_‡K cieZx© WvUv c~eeZx© WvUv me©cÖ_g WvUv me©‡kl WvUv †`Lv hv‡e|  
 

 
 

GB Ackb Avmvi ci Format e‡j bZzb GKwU wieb Avm‡e| GLvb †_‡K wfD cwieZ©b, Font cwieZ©b (Kvjvi Kiv, 
Alignment ‡PÄ Kiv, Font mvBR cwieZ©b Kiv,) dig¨vwUs Kiv, Gridline cwieZ©b, AutoFormat (Access 
2003, Access 2007) Kiv cÖf„wZ KvR Kiv hvq|  
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GQvov Split dg© Øviv †Uwej‡K fvM Kiv hvq, Multiple Items G wK¬K Ki‡j †UwejwU wfbœ fv‡e †`Lv hv‡e| More 
Forms G wK¬K Ki‡j Wªc WvDb †gby Avm‡e wewfbœ wfD‡Z †Uwej cwieZ©b Kiv hv‡e|  
 

 
 
Reports KgvÛ MÖ“c 
WvUv‡eR wcÖ›U Ki‡Z PvB‡j GKwU wi‡cvU© ˆZix K‡i Z‡e wcÖ›U Kiv nq| wi‡cv‡U© Row I Coloum AvKv‡i WvUv‡K 
mvRv‡bv _v‡K| Customer ‡UwejwU ‡Lvjv _vKv Ae ’̄vq Report KgvÛ MÖ“c †_‡K Report G wK¬K Ki“b| Avcbvi 
mvg‡b AutoReport Avm‡e|  

 

  
 

Œ̄j K‡i Aewkó †iKW© _vK‡j †`Lv hv‡e| ZvQvov Format bv‡g GKwU bZzb wieb Av‡m|  
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ReportwU †K¬vR Ki“b| †mf PvB‡j Report bvg w`b|  
 
Label ˆZix Kiv 
Report KgvÛMÖ“c †_‡K Label Ack‡b wK¬K Ki‡j Mailing Label Wizard WvqvjM e· Avm‡e| GLv‡b wewfbœ 
ai‡bi Ackb _vK‡e| e‡·i g‡a¨ wewfbœ ai‡bi d‡g©i AvK„wZ †`Iqv Av‡Q| GLvb †_‡K †h †Kvb GKwU wba©viY Kiv 
hv‡e| †gvU 3wU Kjvg i‡q‡Q| Product Number Kjv‡g wWdë Form Gi bv¤^vi †`Iqv i‡q‡Q| Dimensions 
As‡k KZ evB KZ mvBR n‡e †mwU †`Iqv i‡q‡Q Ges Number across As‡k †KvbwU‡Z KqwU Kjvg i‡q‡Q †mB 
Ackb i‡q‡Q| GQvovI Unit of Measure As‡k English wm‡j± Ki‡j Inch Ges Metric wm‡j± Ki‡j 
Millimeter-G gv‡ci GKK wbav©wiZ n‡e| Sheet feed wm‡j± Ki‡j wcÖ›Uv‡i GKwU KvMR †kl n‡j Av‡iKwU w`‡Z 
n‡e|  
Continuous wm‡j± Ki‡j GKwUi ci GKwU A‡Uv‡gwUK Pj‡Z _vK‡e|  

 

 
 

1. DBRvW© †_‡K 5095 wm‡j± K‡i Next evU‡b wK¬K Ki“b| A_v©r Avgiv 2.1/3" 3.3/8" mvBR Ges 2Kjvg 
wm‡j± Kijvg|  
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3. cieZx© Wizard Avm‡e| GLvb †_‡K Font, Font size, Font weight †U·‡Ui Color, Italic n‡e wKbv ev 
Underline n‡e wKbv BZ¨vw` wba©viY K‡i †`Iqv hv‡e|  

 

 
 

cÖ‡qvRbxq Font wm‡j± K‡i Next evU‡b wK¬K Ki“b| cieZ©x Wizard Avm‡e| 
 

 
 

GLvb †_‡K cÖ‡qvRbxq wdì wm‡j± Ki‡Z n‡e| 
2. cÖ_‡g Name wd‡ì Wvej wK¬K K‡i Kx †evW© †_‡K GKevi Enter †cÖm Ki“b| Avevi Address wd‡ì Wvej 

wK¬K K‡i Enter w`b| Avevi City wd‡ì Wvej wK¬K K‡i Enter w`b| †k‡l Phone wd‡ì Wvej wK¬K Ki“b| 
e·wU †`L‡Z wb‡Pi gZ n‡e|  
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3. †k‡l Next evU‡b wK¬K Ki“b| †Kvb Sorting Ki‡Z Pvb wKbv Rvb‡Z ‡P‡q cÖkœmn DBRvW© Avm‡e| Name 
wd‡ì Wvej wK¬K Ki“b Ges Next evU‡b wK¬K Ki“b|  

 

 
 

4. Label Gi bvg wK n‡e Rvb‡Z †P‡q cÖkœmn DBRvW© Avm‡e| Wizard Label bvg w`‡q Ges See the lables 
as they will look printed Ackb wm‡j± K‡i Finish evU‡b wK¬K Ki“b|  

 

 
 

Avcbvi mvg‡b Mailing Label wU Avm‡e †k‡l µm evU‡b ( ) wK¬K K‡i Label wU eÜ Ki“b|  
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Query Kiv 
g‡b ivL‡eb Avgv‡`i WvUv‡e‡R gvÎ 20/50wU WvUv e¨envi Kiv n‡q‡Q| wKš‘ AwiwRb¨vj WvUv‡eR K‡qK kZ †_‡K 
K‡qK †KvwU WvUvi wfZi †_‡K wbw`©ó k‡Z© gvÎ `yB-GKwU WvUv‡K Lyu‡R †ei Kivi `iKvi n‡Z cv‡i| Query-i 
gva¨‡g AviI e¨vcK Dcv‡q Ges wewfbœ ai‡bi kZ© mshy³ K‡i WvUv‡K Avjv`v Kiv m¤¢e| myZivs wewfbœ ai‡bi 
G·‡cÖkb, wdëvi, Acv‡iUi BZ¨vw`i mvnvh¨ wb‡q e¨vcK WvUv‡eR †_‡K wbw`ó© Ges mg‡MvÎxq wKQy WvUv ev wdì‡K 
Avjv`v K‡i g~j †Uwe‡ji cwie‡Z© Avjv`v †Uwe‡j Dc ’̄vcb KivB n‡”Q - Query. 

 

Design View †Z Query ˆZix 
Access-G Query ˆZixi me‡P‡q mnR Ges RbwcÖq DcvqwU n‡”Q Design View e¨envi K‡i Query ˆZix Kiv| 
Av‡MB e‡jwQ c~b© GKwU WvUv‡eR †_‡K kZ©mv‡c‡¶ wbw ©̀ó wKQy WvUv †e‡Q †ei KivB n‡”Q Query. g‡b Ki“b Avgv‡`i 
ˆZix Kiv Nova 2007 WvUv‡eR Gi Customer †Uwej †_‡K hv‡`i City n‡”Q Dhaka Zv‡`i‡K †e‡Q †ei Ki‡Z 
n‡e Ges †iK©W¸‡jv Ascending AWv©‡i mvRv‡Z n‡e| Design View †Z Query ˆZixi gva¨‡g Avgiv KvRwU 
Ki‡ev|  
1. Nova 2007 WvUv‡eRwU Ly‡j Create wieb Gi Other KgvÛMÖ“c †_‡K Query Design wm‡j± Ki“b|  

 

 
 

2. bZzb WvqvjM e· Avm‡e| Query DB‡Ûvmn Show Table WvqvjM e· Avm‡e| 
  

 
 

3. Customer †Uwe‡j Wvej wK¬K Ki“b ev wm‡j± K‡i Add evU‡b wK¬K Ki“b| wdì¸wj †`Lv hv‡e| †k‡l Close 
evU‡b wK¬K K‡i Show Table WvqvjM e· eÜ Ki“b| Name, Address, City Ges Credits wd‡ì Wvej 
wK¬K Ki“b| wdì¸wj wWRvBb wMÖ‡W mshy³ n‡e|  
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4. Name wd‡ìi Z…Zxq jvBb A_¨v©r Sort †iv‡Z wK¬K K‡i Wªc WvDb †gby †_‡K Ascending wm‡j± Ki“b|  
 

 
 

5. City wd‡ìi PZz_© jvBb A_¨v©r Criteria-†Z Dhaka wjLyb|  
 

 
 

6. Office Access Uzjevi †_‡K Save KgvÛ w`‡q QuerywU Dhaka bv‡g †mf Ki“b|  
7. GLb Design wieb Gi Result Ackb †_‡K Run KgvÛ w`b| †KejgvÎ hv‡`i City n‡”Q Dhaka Zv‡`i 

†iK©Wmn WvUv‡eRwU †`Lv hv‡e|  
 

  
 

Gfv‡e wewfbœ wd‡ì Criteria ms‡hvM K‡i WvUv‡eR‡K Query Kiv hvq| Avgiv Credits wd‡ìi Dci AviI wKQy 
kZ©‡hvM K‡i Query  ˆZix Ki‡ev| 
8. †`Lv †k‡l, Close evU‡b wK¬K K‡i Kz‡qixwU eÜ Ki“b| Save PvB‡j Yes evU‡b wK¬K Ki“b|  
 
OR †÷U‡g›U e¨envi K‡i Kz‡qix 
g‡b Ki“b Gevi Avgiv ỳBwU kZ© †`e †hgb, hv‡`i †µwWU 5000 Gi wb‡P ev 10000 Gi Dc‡i Zv‡`i WvUv `iKvi| 
G‡¶‡Î OR †÷U‡g›U e¨envi Kiv nq| Criteria wd‡ìi †KvwWs n‡e <5000 or >10000 Gfv‡e|  
1. View evU‡b wK¬K K‡i Avevi Design View †Z Query wU Lyjyb| Credits wd‡ìi Criteria †m‡j 

>10000 wjLyb|  
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2. Credits wd‡ìi Criteria †m‡ji wb‡P Aew ’̄Z or †m‡j wK¬K K‡i wm‡j± Ki“b Ges <5000 wjLyb| 
 

 
 

7. GLb Design wieb Gi Result Ackb †_‡K Run KgvÛ w`b| †KejgvÎ hv‡`i †µwWU 5000 Gi wb‡P A_ev 
10000 Gi Dc‡i Zv‡`i WvUv †`Lv‡e| 

 

 
 

4. Close evU‡b wK¬K K‡i Kz‡qixwU eÜ Ki“b| Save PvB‡j Yes evU‡b wK¬K Ki“b|  
 

Switchboard ˆZix 
BwZg‡a¨B Table/Query e¨envi K‡i Form ˆZix Kiv wk‡LwQ| Form Design e¨envi K‡i Command evU‡bi 
gZ GLv‡b evUb ms‡hvM K‡i Form, Table, Report BZ¨vw`i mv‡_ wjsK ˆZix Kiv hvq| A_v©r myBP‡evW© GKwU 
†cÖvMÖv‡gi Front Page wnmv‡e e¨eüZ n‡Z cv‡i| wb‡P GKwU bgybv †`Iqv n‡jv: 
 

 
 

D‡j−L¨ myBP‡ev‡Wi †Kvb evU‡bi m‡½ Form, Report ev Query BZ¨vw`‡K mivmwi mshy³ Kiv hvq bv GRb¨ wKQy 
welq ¯§ib ivL‡Z n‡e| †Kvb Ae‡R±‡K Lyj‡Z PvB‡j cÖwmwWDi, g¨v‡µv ev G·‡cÖkb ˆZix K‡i welqwU e‡j w`‡Z 
nq| GLb myBP †evW© †_‡K D³ g¨v‡µv ev cÖwmwWDi Kj Kiv nq| evU‡bi GKwU B‡f›U _vK‡Z n‡e| †hgb evU‡b 
gvDm wK¬K Ki‡Z n‡e, bvwK Wvej wK¬K Ki‡Z n‡e BZ¨vw` wewfbœ ai‡bi Kg©KvÛ e‡j w`‡Z n‡e| G¸wjB n‡”Q B‡f›U| 
myZivs g¨v‡µv ev cÖwmwWDi evU‡bi †Kvb B‡f‡›Ui mv‡_ mshy³ _vK‡e †mwU wbav©ib K‡i w`‡Z n‡e| †Kvb evU‡b wK¬K 
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Ki‡jB On Click bv‡gi B‡f›U KvR Ki‡e| A_v©r On Click B‡f‡›U †Kvb g¨v‡µv ev cÖwmwWDi mshy³ _vK‡j 
evU‡b wK¬K Kiv gvÎ g¨v‡µv ev cÖwmwWDiwU ivb Ki‡e|  

 
myBP‡evW© ˆZix 
1. Nova 2007 WvUv‡eRwU †Lvjv _vKv Ae¯’vq Cteate wie‡bi Form KgvÛMÖ“c †_‡K Form Design U¨ve 

wm‡j± Ki“b|  
 

 
 

2. GKwU dvuKv dg© cvIqv hv‡e| Format bv‡g GKwU bZzb wieb Avm‡e|  
 

 
 

3. Controls KgvÛMÖ“c Control Wizard wm‡j± _vK‡j wK¬K K‡i eÜ K‡i wbb|   
 

 
4. Controls KgvÛMÖ“c †_‡K Button wm‡j± Ki“b|  

 

 
 

5. Detail e¨v‡Ûi Dci w`‡K wK¬K Ki“b|  
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hw` Wizard Av‡m Z‡e Kx‡evW© †_‡K Esc Kx †cÖm K‡i eÜ K‡i wbb|  
6. Gfv‡e †gvU 3wU evUb mshy³ Ki“b|    

 

 
 

7. cÖwZ Command evU‡b wK¬K K‡i wWdë K¨vckb A_v©r Command0, Command1, Command2 gy‡Q 
†djyb|  

 
 

GLb Avgiv evU‡bi mvBR cwieZ©b Ki‡ev|  
8. WªvM K‡i ev Shift Kx †cÖm Kiv Ae ’̄vq cÖwZwU evU‡bi Dci wK¬K K‡i me¸wj evUb wm‡j± Ki“b| 
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9. GLb Tools KgvÛMÖ“c †_‡K Property Sheet Uz‡j wK¬K K‡i Properties Uv¯‹cvb Avbyb| 
 

  
 

10. DB‡Ûvi Format U¨ve wm‡j± _vKv Ae¯’vq wb‡b¥v³ Property wm‡j± Ki“b| Left = .5, Width = .25 Ges 
Height = .25 wm‡j± Ki“b| 

 

 
 

11. Gevi Controls KgvÛMÖ“‡ci Label K‡›Uªvj wm‡j± Ki“b| 
 

 
 

12. GLb cÖwZwU Control Gi cv‡k WªvM K‡i wb‡b¥v³ Label UvBc Ki“b|   
cÖ_g - Customer Table 
wØZxq - Product Table Ges 
Z…Zxq - Exit 
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FormwU First Switchboard bv‡g †mf Ki“b| 
Macro Kivi ci Avgiv cÖ_g evU‡b wK¬K Ki‡j Customer Table Lyj‡e, wØZxq evU‡b wK¬K Ki‡j Products 
†Uwej Lyj‡e Ges †kl evU‡b wK¬K Ki‡j †cÖvMÖvg †_‡K †ei n‡q Avm‡e| 

 
Macro ˆZixi cÖwµqv 
Customer, Products †Uwej †Lvjvi Rb¨ ev Exit nIqvi Rb¨ Macro ˆZix Ki‡Z n‡e| 
1. Nova 2007 WvUv‡eR †Lvjv _vKv Ae ’̄vq Create wie‡bi Other KgvÛ MÖ“c †_‡K Macro wm‡j± Ki“b|  
 

 
 

2. Macro1 bv‡g Design View †Z †Uwej Avm‡e| 
 

 
3. Action Kjv‡gi Wªc WvD‡b (wbægyLx Zxi) wK¬K K‡i OpenTable wm‡j± Ki“b| 

 

 
 

4. wb‡Pi w`‡Ki Table Name Gi cv‡ki N‡ii Wªc WvD‡b wK¬K K‡i Customer wm‡j± Ki“b|  
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5. Macro WvqvjM e·wUi µm evU‡b ( ) wK¬K Ki“b| Save PvB‡j Open Customer Table bvg w`b|  
 

 
 

6. AveviI Nova 2007 WvUv‡eR †_‡K Navigation Pane †_‡K Unrelated Object Ackb †_‡K cÖ_‡g 
ˆZix Kiv Swichboard †UwejwU‡K wm‡j± K‡i Design View †Z Lyjyb| 

 

 
 

7. cÖ_g evU‡b wK¬K K‡i Property Sheet DB‡Ûv Lyjyb Ges Event U v̈e wm‡j± Ki“b| 
 

 
 

8. On Click B‡f‡›U wK¬K K‡i Open Customer Table wm‡j± Ki“b| 
 

 
 

9. Properties DB‡Ûv eÜ Ki“b| GKB cÖwµqvq wØZxq evU‡b Products †UwejwU ms‡hv‡Mi KgvÛ w`b| 
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Visual Basic †KvW ms‡hvM 
10. Z„Zxq evU‡b A_v©r Exit evU‡b Wvej wK¬K Ki“b Avevi Properties DB‡Ûv Avm‡e| 
11. On Click Gi Wªc WvD‡b wK¬K K‡i [Event Procedure] wm‡j± Ki“b| 

 

 
 

12. †k‡li Wvbw`‡Ki Bwjcm evU‡b ( ) wK¬K Ki“b| Choose Builder WvqvjM e· Avm‡e| GLvb †_‡K 
Macro Builder wm‡j± K‡i OK Ki“b|  

 

 
 

13. Visual Basic †KvW GwWUi Avm‡e| 
 

 
 

Private Sub Command2_Click () Ges End Sub Gi gv‡S Kvm©i Ae ’̄vb Ki‡e, bv Ki‡j End Sub Gi 
Dc‡ii jvB‡b Kvm©i ’̄vcb Ki“b| 
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14. UvBc Ki“b Quit. 
 

 
 

15. me‡P‡q Dc‡ii µm ( ) evU‡b wK¬K K‡i Microsoft Visual Basic DB‡Ûv eÜ Ki“b| 
16. AveviI Properties DB‡Ûvi µm evU‡b ( ) wK¬K K‡i eÜ Ki“b| mvg‡b FormwU _vK‡e| 
17. View evU‡b wK¬K Ki“b, wZbwU evUbmn m`¨ ˆZix Kiv Switchboard _vK‡e| dvBjwU †mf Ki“b| 

 

 
 

Customer Table evU‡b wK¬K Ki‡j Customer †Uwej Avm‡e| 
Product Table evU‡b wK¬K Ki‡j Product †Uwej Avm‡e| 
Exit evU‡b wK¬K Ki‡j Access †_‡K evi n‡q hv‡e| 

 

External Data wie‡bi e¨envi 
GB wie‡bi gva¨‡g External Data msµvš— wewfbœ ai‡bi †mwUs wbavi©Y Kiv nq G‡Z †gvU 4wU KgvÛ MÖ“c i‡q‡Q| 
Import, Export, Collect Data, SharePoint Lists.  
 

 

  
 

Import KgvÛ MÖ“c 
Import KgvÛMÖ“c †_‡K Access G Ab¨ mdUIq¨vi †hgb Excel, Text File, XML File, HTML File wewfbœ 
dvBj Import Ki‡Z cviv hvq|  
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Export KgvÛ MÖ“c 
Export KgvÛMÖ“c †_‡K Access G Ab¨ mdUIq¨vi †hgb Excel, Word File, Text File, HTML File wewfbœ 
dvBj Export Ki‡Z cviv hvq| 
 

 
Collect Data KgvÛ MÖ“c 

 
 

SharePoint Lists KgvÛ MÖ“c 

 
 
Database Tools wieb Gi e¨envi 
GB wie‡bi mvnv‡h¨ GK‡m‡mi Macro, Analyze, Move Data,  BZ¨vw` ai‡bi KvR Kiv hvq|   
 

 

 
 

Macro KgvÛ MÖ“c 
GB KgvÛMÖ“c †_‡K Macro ivb Kiv, Visual Basic †Kv‡Wi gva¨‡g GwWU Kivi Uzj¸‡jv GLv‡b i‡q‡Q|  
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Show/Hide KgvÛMÖ“c 
GB KgvÛMÖ“c †_‡K †Uwe‡ji g‡a¨ Relationships Kiv hvq| Message Bar Ackb Show/Hide Kiv hvq|  
 

 
 

Analyze KgvÛMÖ“c 
GB KgvÛMÖ“c †_‡K Access Gi g‡a¨ †h †Uwej¸‡jv ˆZix Kiv n‡q‡Q Zv Analyze Kiv hvq|   

 

 
 

Move Data KgvÛMÖ“c 
GB KgvÛMÖ“c †_‡K SQL Server Ges Access Database Gi gva¨‡g WvUv gyf Kiv hvq|  
 

 
 

Database Tools KgvÛMÖ“c 
GB KgvÛMÖ“c †_‡K GK †Uwej †_‡K Ab¨ †Uwe‡j wjsK Kiv hvq, Switchboard Manager, Encrypt with 
Password, Add-ins, Make ACCDE wewfbœ KvR Kiv hvq|  

 

 
 

Datasheet wieb Gi e¨envi 
GB wiebwU hLb †Kvb †Uwej Design View †Lvjv _v‡K ZLb cvIqv hvq| View cwieZ©b Kiv, †Uwe‡j bZzb wdì 
Avbv, Column Insert Kiv, Delete Kiv| Data Formating Kiv, Data Relation Kiv cÖf„wZ KvR¸‡jv GB 
wieb G Kiv hv‡e|  
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Office evU‡bi we —̄vwiZ cwiPq 
Office evU‡bi we —̄vwiZ Rvbvi Rb¨ Office 2007 Gi GKwU dvBj Lyjyb, Gici Office evU‡b wK¬K Ki“b Wªc 
WvDb †gby †_‡K wewfbœ Ackb cvIqv hv‡e|  
 

 
 

Avgiv B‡Zvg‡a¨B GB evU‡bi New, Open, Save, Close I Save As Ackb wb‡q Av‡jvPbv K‡iwQ|  
 

Print Ackb 
GLv‡b †gvU wZbwU Ackb _vK‡e Gi g‡a¨ Quick Print bv‡g GKwU Ackb _vK‡e, ª̀“Z Print Kivi Rb¨| Print I 
Print Preview Av‡Mi gZ|  
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Manage Ackb 
Access 2007G dvBj‡K wmwKDwiwU †`Iqvi A‡bK A¨vWfvÝ mv‡c©vU Ackb, Back Up Database, Database 
Properties e¨envi, BZ¨vw` A‡bK bZzb Ackb i‡q‡Q| GRb¨ cÖ_‡g dvBj‡K Manage K‡i wb‡Z nq| Office evU‡bi 
Wªc WvDb †gby †_‡K Manage wm‡j± Ki‡j GB mg —̄ Ackb cvIqv hv‡e| 
 

 
 
Publish Ackb 
GB Ackb Øviv Network G e¨envi Dc‡hvMx K‡i ˆZix Kivi Ackb _vK‡e| 
 

Access Options 
Office Wªc WvDb †gbyi G‡Kev‡i wb‡P Wvbw`‡K Exit Access evU‡bi Av‡Mi evUbwUi bvg Access Options| 
GwU‡Z wK¬K Ki‡j Access Option WvqvjM e· Avm‡e| G‡Z wewfbœ ai‡bi wdPvi _vK‡e|  
Popular- GwU Øviv †Kvb Ask wm‡j± Ki‡j Color Scheme wK n‡e| ScreenTip Style wK cÖwZwU Ribon G 
Show Ki‡e wK bv User name I Initials BZ¨vw` wba©viY K‡i †`Iqv hv‡e| 
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Current Database– Application title, Application Icom, Display Form m¤^‡Ü we¯—vwiZ †mwUs Kiv 
hv‡e| 
 

Proofing - GB As‡k Auto Correct Options, Spelling, Grammer I Language m¤^‡Ü we¯—vwiZ †mwUs 
Kiv hv‡e| 
 

Object Designers - GB As‡k Table Design, Query Design, Form/Report, Error Checking,  
m¤^‡Ü we¯—vwiZ †mwUs Kiv hv‡e| 
 

 
 

Advanced – Ack‡b Editing, Display, Printing, General BZ¨vw` wewfbœ ai‡bi A¨vWfvÝ wdPvi †mwUs Kiv 
hv‡e|  
 

Customize - GLvb †_‡K Uzjevi I †gby A_v©r Quick Access Uzjevi‡Z Kv÷gvBR Kiv hvq|  
 

Add-Ins - GLvb †_‡K dvBj Name, Location, Manage mn wewfbœ ai‡bi Add-Ins †K †hvM Kiv hvq|  
 

Trust Center – GLvb †_‡K Privacy Security I m¤̂‡Ü wewfbœ ai‡bi †mwUs Kiv hvq|  
 

Resources-GLvb †_‡K Access †K Avc‡WUmn Access m¤̂‡Ü wewfbœ Z_¨ Rvbv hvq|   
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Quick Access Uzjevi‡K Kv÷gvBR Kiv 
mvaviYZ wWdë wnmv‡e Quick Access Uzjev‡i 3wU evUb Ges 1wU Wªc WvDb (wbægyLx Zxi wPý ) _v‡K| mPivPi 
e¨eüZ Uzj‡K ms‡hvRb K‡i Ges A‡c¶vK…Z Kg e¨eüZ Uzj‡K mwi‡q w`‡q Quick Access Uzjevi‡K B”QvgZ †mwUs 
Kiv hv‡e|  
1. UzjeviwUi Wªc-WvD‡b wK¬K Ki“b| wewfbœ AvB‡Ug Avm‡e|  

 

 
 

GLv‡b †h AvB‡Ug ¸wj‡Z wUKgvK© †`Iqv Av‡Q †m¸wj Quick Access Uzjev‡i cÖ̀ wk©Z n‡e| GLvb †_‡K B”QvgZ 
AvB‡U‡g wUKgvK© w`b|  
8. More Commands... Ackb wm‡j± Ki“b| cÖPzi AvB‡Ugmn Access Options WvqvjM e· Avm‡e|  

 

 
 

GLvb †_‡K †h‡Kvb AvB‡Ug wm‡j± K‡i Add evU‡b wK¬K Ki‡j AvB‡UgwU Quick Access Uzjev‡ii †gby‡Z mshy³ 
n‡e| Avevi †h †Kvb AvB‡Ug wm‡j± K‡i Remove Ki‡j †gby †_‡K †mwU P‡j hv‡e|  
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Ribbon †K wgwbgvBR/g¨vw·gvBR Kivi 
9. Quick Access Uzjev‡ii †gby †_‡K G‡Kev‡i wb‡P Aew ’̄Z Minimize the Ribbon AvB‡U‡g wK¬K Ki“b| 

Ribbon wgwbgvBR n‡e| AveviI GKB ’̄vb †_‡K Maximize the Ribbon AvB‡U‡g wK¬K Ki‡j RibbonwU 
c~‡e©i Ae¯’vq wd‡i Avm‡e|  

 
Quick Access Uzjevi‡K Ribbon Gi wb‡P cÖ`k©b 
10. Quick Access Uzjev‡ii †gby †_‡K Show Below the Ribbon wm‡j± Ki‡j UzjeviwU Ribbon Gi wb‡P 

cÖ̀ wk©Z n‡e|  

 
 

AveviI GKB¯’vb †_‡K Show above the Ribbon wm‡j± Ki‡j UzjeviwU c~‡e©i Ae¯’v‡b wd‡i hv‡e|  
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‡WUv KwgDwb‡Kkb I Kw¤úDUvi †bUIqvw©K©s 
 

7.1 KwgDwb‡Kkb Kx?  
KwgDwb‡Kkb kãwUi A_© nj ‡hvMv‡hvM| †Kvb wKQzi mvnv‡h¨ GK cÖvš— †_‡K Ab¨ cÖv‡š— Z_¨ Av`vb-cÖ`vb KivB nj 
KwgDwb‡Kkb| KwgDwb‡Kkb `yB cÖKvi- 
 

  1. Local KwgDwb‡Kkb| 
  2. Remote KwgDwb‡Kkb| 

 

Local KwgDwb‡Kkb nq Face to Face – G Ges Remote KwgDwb‡Kkb nq Long Distance – G| 
 

7.2 †WUv KwgDwb‡Kkb Kx? 
‡Kvb †WUv‡K GK cÖvš— †_‡K Ab¨ cÖv‡š— wKsev GK Kw¤úDUvi †_‡K Ab¨ Kw¤úDUv‡i wKsev GK wWfvBm †_‡K Ab¨ 
wWfvB‡m A_ev GK R‡bi †WUv Ab¨ mevi wbKU ¯’vbvš—‡ii cÖwµqvB n‡jv †WUv KwgDwb‡Kkb| 
 

‡WUv KwgDwb‡Kkb Kivi Rb¨ KwgDwb‡KwUs wWfvBm¸‡jv Aek¨B nvW©Iq¨vi I mdUIq¨vi Gi mgš^‡q MwVZ nq| 
cÖavbZ wZbwU K¨v‡iKUvwimwUK‡mi (characteristics) Dci ‡WUv KwgDwb‡Kkb wm‡÷‡gi Kvh©KvwiZv wbf©i K‡i| 
‡hgb- 
 

1. ‡Wwjfvwi (Delivery)t wm‡÷g‡K Aek¨B wVK cÖv‡š— †WUv †Wwjfvwi Ki‡Z n‡e| 
2. G¨vKz‡iwm (Accuracy)t wm‡÷g‡K Aek¨B mwVKfv‡e †WUv †Wwjfvwi Ki‡Z n‡e| 
3. UvBgjvBbm (Timeliness)t wm‡÷g‡K Aek¨B UvBgwj †gbv‡i †WUv †Wwjfvwi Ki‡Z n‡e| 

 

KwgDwb‡Kkb †gvW 
‡WUv Av`vb-cÖ`v‡bi Rb¨ wZbwU †gvW ev cÖ_v e¨eüZ nq| h_v- 
 

1. wmg‡c−· 
2. nvd-Wy‡c−· I 
3. dzj-Wyc‡j·  

 

wmg‡c−·t †KejgvÎ GKw`‡K †WUv †cÖi‡Yi †gvW ev cÖ_v‡K wmg‡c−· e‡j| 
 
 
 

wPÎt wmg‡c−· 
 

nvd-Wy‡c−·t  G e¨e¯’vq Dfq w`K †_‡K †WUv †cÖi‡Yi my‡hvM _v‡K, Z‡e GKB mg‡q †KejgvÎ GK cÖvš— †_‡K †WUv 
MÖnY ev †cÖiY Ki‡Z cv‡i| 
 
 
 

 

wPÎt nvd-Wy‡c−·  
 

dzj-Wyc‡j·t  G e¨e¯’vq Dfq w`K †_‡K GKB mg‡q †WUv MÖnY ev †cÖiY Kiv hvq| 
 
 
 
 

wPÎt dzj-Wy‡c−·  

Drm Mš—e¨ 

Drm/ 
Mš—e¨ 

Drm/ 
Mš—e¨ 

Drm/ 
Mš—e¨ 

Drm/ 
Mš—e¨ 
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7.3 †WUv KwgDwb‡Kkb Gi Dcv`vb 
GKwU †WUv KwgDwb‡Kkb wm‡÷g mvaviYZ cvuPwU Dcv`vb wb‡q MwVZ nq| 
 
 
 
 
  
 
 
                  Protocol                                                                         Protocol 
  
 
        Medium 
 
                     Sender                                                                            Receiver 
                            

wPÎt †WUv KwgDwb‡Kkb wm‡÷‡gi cvuPwU Dcv`vb 
 

1) †g‡mR (Message)t †g‡mR hv cvVv‡bv nq| †g‡mR wewfbœ ai‡bi n‡Z cv‡i| †hgb- †U·, Qwe, AwWI/mvDÛ, 
wfwWI BZ¨vw`| 
2) †cÖiK (Sender)t ‡cÖiK wWfvBm †_‡K †WUv cvVv‡bv nq| wewfbœ ai‡bi †cÖiK wWfvBm n‡Z cv‡i| †hgb- 
Kw¤úDUvi, †Uwj‡dvb‡mU BZ¨vw`| 
3) cÖvcK (Receiver)t ‡cÖiK wWfvBm †_‡K cvVv‡bv †WUv cÖvcK wWfvBm MÖnY K‡i| wewfbœ ai‡bi cÖvcK wWfvBm 
n‡Z cv‡i| †hgbt Kw¤úDUvi, †Uwj‡dvb‡mU BZ¨vw`| 
 
4) gva¨g (Medium)t gva¨g n‡”Q cv_ (physical or wireless) hvi gva¨‡g ‡cÖiK wWfvBm †_‡K cÖvcK 
wWfvB‡m †WUv cvVv‡bv nq| †hgb- UzB÷‡UW †cqvi (twised-pair), †KvG‡·j †Kej(coaxial cable), dvBevi 
AcwUK †Kej (fiber-optic cable) ev evZvm (Air)/Aq¨vi‡jm BZ¨vw`|   
5) †cÖv‡UvKj (Protocol)t †cÖv‡UvKj n‡PQ wbqgKvbyb hv KwgDwb‡KwUs wWfvBm¸‡jv †g‡b P‡j|  
 

Kw¤úDUvi nj †WUv cÖ‡mwms wWfvBm| Kw¤úDUvi KZ©…K cÖ‡mmK…Z †WUv UªvÝwK&ªcU wm‡÷g Gi gva¨‡g GK cÖvš— †_‡K 
Ab¨ cÖv‡š— †cŠ‡Q hvq| †WUv UªvÝwK&ªcU wm‡÷g Gi Dcv`vb n‡jv- g‡Wg, UªvÝwgUvi, myBm, wiwmfvi BZ¨vw`| 
 

7.5 wmgwc−dvBW KwgDwb‡Kkb g‡Wj (Simplified Communication Model) 
wmgwc −dvBW KwgDwb‡Kkb g‡Wj wZbwU Ask wb‡q MwVZ| h_v- 
 

1. Source System (Source & Transmitter) 
2. Transmission System 
3. Destination System (Receiver & Destination)  

 

 
 
 
 
   

 

wPÎt wmgwc−dvBW KwgDwb‡Kkbm g‡Wj  

 
Source System 

 
Transmission 

System 

 
Destination 

System 

Step 1: 
Step 2: 
Step3:
……. 

Step 1: 
Step 2: 
Step 3: 
……. 

Message 
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1. Source Systemt †h †WUv cvVv‡Z n‡e Zv Drm †_‡K ˆZwi Kiv nq| Drm¸‡jv n‡PQ- Kw¤úDUvi, †Uwj‡dvb 
BZ¨vw`| 
2. Transmission System t  †cÖi‡Ki KvR n‡”Q †WUv‡K GK cÖvš— †_‡K Ab¨ cÖv‡š— wKsev GK Kw¤úDUvi †_‡K 
Ab¨ Kw¤úDUv‡i A_ev GK wWfvBm †_‡K Ab¨ wWfvB‡m U&ªvÝwgkb wm‡÷‡gi ga¨ w`‡q †c&ªiY Kiv Ges ‡WUvi wbivcËv 
weav‡b G†K Gb‡KvW Kiv| D`vniY- g‡Wg  Kw¤úDUvi †_‡K BbcyU wnmv‡e wWwRUvj †WUv MÖnY K‡i Ges U&ªvÝwgkb 
wm‡÷‡gi ga¨ w`‡q PjvP‡ji Dc‡hvMx Kivi Rb¨ H  wWwRUvj †WUv‡K GbvjM wmMb¨vj G iƒcvš—i K‡i| 
3. Destination System t  Mš—e¨ wWfvBm Receiver ‡_‡K cÖvß AwiwRbvj †WUv MÖnY K‡i| D`vniY- Kw¤úDUvi| 
 

7.5 wmgwc−dvBW ‡WUv KwgDwb‡Kkb g‡Wj (Simplified Data Communication Model) 
wmgwc−dvBW ‡WUv KwgDwb‡Kkb g‡Wj mvaviYZ 5 wU Ask wb‡q MwVZ| h_v- 
 

1. Drm (Source) 
2. †cÖiK (Transmitter) 
3. gva¨g (Medium/Transmission System) 
4. MÖvnK (Receiver) 
5. Mš—e¨ (Destination) 

 
 
 
 

wPÎt wmgwc−dvBW ‡WUv KwgDwb‡Kkbm g‡Wj| 
 

1.Drm (Source)t ‡WUv KwgDwb‡Kbk Dr†mi KvR n‡”Q †WUv  ‰Zwi Kiv| Dr†mi D`vniY- Kw¤úDUvi, †Uwj‡dvb 
BZ¨vw`| 
2.†cÖiK (Transmitter)t †cÖi‡Ki KvR n‡”Q †WUv‡K GK cÖvš— †_‡K Ab¨ cÖv‡š— wKsev GK Kw¤úDUvi †_‡K Ab¨ 
Kw¤úDUv‡i A_ev GK wWfvBm †_‡K Ab¨ wWfvB‡m U&ªvÝwgkb wm‡÷‡gi ga¨ w`‡q †c&ªiY Kiv Ges ‡WUvi wbivcËv 
weav‡b G†K Gb‡KvW Kiv| D`vniY- g‡Wg  Kw¤úDUvi †_‡K BbcyU wnmv‡e wWwRUvj †WUv MÖnY K‡i Ges U&ªvÝwgkb 
wm‡÷‡gi ga¨ w`‡q PjvP‡ji Dc‡hvMx Kivi Rb¨ H  wWwRUvj †WUv‡K GbvjM wmMb¨vj G iƒcvš—i K‡i| 
3.gva¨g (Medium/Transmission System)t hvi g‡a¨ w`‡q †WUv UªvÝwgU nq †mwUB gva¨g| †hgb- Zvi wKsev 
evZvm| 
4.MÖvnK (Receiver)t MÖvn‡Ki KvR n‡”Q U&ªvÝwgkb wm‡÷g †_‡K wmMb¨vj MÖnY Kiv Ges GB wmMb¨vj †K 
Destination wWfvB‡mi †evaMg¨ K‡i Dc ’̄vcb Kiv| MÖvnK cÖv‡š— g‡Wg H  GbvjM wmMb¨vj ‡K wWwRUvj †WUv‡Z 
iƒcvš—i K‡i| 
5. Mš—e¨ (Destination)t Mš—e¨ wWfvBm Receiver ‡_‡K cÖvß AwiwRbvj †WUv MÖnY K‡i| D`vniY- Kw¤úDUvi| 
 

7.6 †bUIqvwK©s Kx? 
‡bUIqvK© nj Ggb wm‡÷g ‡hLv‡b mevB wg‡j Z_¨ †kqvi Kiv hvq ev GKmv‡_ KvR Kiv hvq| †hgb- aiv hvK WvK 
wefvM mviv‡`ke¨vcx wPwV wewj K‡i| Gi Rb¨ WvK wefv‡Mi Av‡Q mviv‡`ke¨vcx †bUIqvK©| Zv‡`i G †bUIqv‡K© wewfbœ 
¯’v‡b wewfbœ Awdm Av‡Q, Av‡Q wKQy wbqgKvbyb| GLv‡b †bUIqv‡K©i cÖwZwU Ask KvR Ki‡Q| WvKwefv‡Mi hw` 
Gai‡bi KvR bv _v‡K Zvn‡j Zviv KvR Ki‡Z cvi‡e bv|  
 

Kw¤úDUv‡ii †¶‡Î Gai‡bi †bUIqvK© e¨envi Kiv hvq| †bUIqvK© wewfbœ wWfvBm wb‡q MwVZ hv wewfbœ KwgDwb‡Kkb 
wjsK w`‡q hy³ _v‡K| wWfvBm¸wj n‡Z cv‡i Kw¤úDUvi, wcÖ›Uvi BZ¨vw`| GKwU Kw¤úDUvi hLb GK ev GKvwaK 
Kw¤úDUv‡ii mv‡_ hy³ n‡q Z_¨ Av`vbcÖ̀ vb K‡i ZLb ejv nq †mB Kw¤úDUviwU †bUIqv‡K©i Ask| †bUIqvK© Kivi 
Rb¨ b~̈ bZg ỳwU Kw¤úDUvi cÖ‡qvRb| GQvov GK Kw¤úDUvi Ab¨ Kw¤úDUv‡ii mv‡_ Kxfv‡e †hvMv‡hvM Ki‡e, Zv‡`i 
fvlv †Kgb n‡e BZ¨vw` wbqgKvbyb Av‡MB wbw ©̀ó Kiv _v‡K| 

 

Drm †cÖiK gva¨g cÖvcK Mš—e¨
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7.7 Kw¤úDUvi †bUIqvwK©s Kx? 
ỳB ev Z‡ZvwaK e ‘̄‡K †Kvb wKQzi gva¨‡g mgš^q Kivi cªwµqv‡K ‡hgb †bUIqvwK©s ejv nq, Z`ªyc Cable, Modem 

ev Satellite Gi gva¨‡g `yB ev Z‡ZvwaK Kw¤úDUvi †K mgš^q Kivi cªwµqv‡K Kw¤úDUvi †bUIqvw©Ks ejv nq|  
Kw¤úDUv‡i †bUIqvwK©s Gi d‡j  GKwU Kw¤úDUv‡i GKB mg‡q †hgb GKvwaK e¨enviKvix KvR Ki‡Z cv‡i 
†Zgwbfv‡e GKRb e¨enviKvix GKB mg‡q GKvwaK Kw¤úDUvi e¨envi Ki‡Z cv‡i|  
 
 

 
 
 
  Modem 
                                 Server 
 
  

 
 
 

 
 

wPÎt GKwU mvaviY †bUIqvK©, †hLv‡b wewfbœ ai‡bi Kw¤úDUvi hy³ Av‡Q| 
 

7.8 we —̄…wZ Abymv‡i Kw¤úDUvi †bUIqv‡K©i cÖKvi‡f` 
Kw¤úDUvi †bUIqv©K‡K g~jZ wZb fv‡M fvM Kiv hvq| h_v- 
 

1. †jvKvj Gwiqv †bUIqvK© (Local Area Network-LAN) 
2. †g‡UªvcwjUb Gwiqv †bUIqvK© (Metropolitan Area Network-MAN) 
3. IqvBW Gwiqv †bUIqvK©(Wide Area Network-WAN) 
 

 
 
 
 
 
 
 

 

wPÎt †bUIqv‡Ki cÖKvi‡f` 
wb‡P G‡`i msw¶ß eY©bv Kiv nj-  
 

7.8.1. †jvKvj Gwiqv †bUIqvK© (LAN)  
GKwU wbw ©̀ó feb ev K¨v¤úv‡m hw` GK ev GKvwaK Kw¤úDUvi †bUIqvK©fy³ Kiv nq Zvn‡j †mwU †jvKvj Gwiqv   
‡bUIqvK© (Local Area Network) bv‡g cwiwPZ n‡e| Gi msw¶ß iƒc n‡PQ j¨vb| j¨vb Gi Aax‡b †Kvb GKwU 
fe‡bi GKB Zjvq Aew¯’Z mKj Kw¤úDUvi _vK‡Z cv‡i A_ev †Kvb GKwU †Kv¤úvwbi GKB fe‡bi KvQvKvwQ †d¬v‡ii 
Kw¤úDUvi ¸‡jv j¨vbfy³ n‡Z cv‡i| ‡QvU-gvSvwi Awdm-Av`vjZ I e¨emv evwY‡R¨ G †bUIqvK© e¨eüZ nq| Gi g~j 
D‡Ïk¨ _v‡K wWfvBmmg~‡ni ci®ú‡ii g‡a¨ Z_¨ I wi‡mvm© †kqvi Kiv| ‡QvU-gvSvwi Awd†m j¨vb ‰Zwi K‡i wcÖ›Uvi, 
g‡Wg, ¯‹¨vbvi BZ¨vw` wWfvB‡mi Rb¨ mvkªq Kiv †h‡Z cv‡i| mvaviYZ Kg`vgx †Ke‡ji gva¨‡g j¨v‡b wewfbœ 
wWfvBm‡K hy³ Kiv nq| wP‡Î K‡qKwU Kw¤úDUvi K¨ve‡ji gva¨‡g nve bv‡gi GKwU wWfvB‡mi mv‡_ mshy³ n‡q‡Q| 

Network 

Local Area Network 
(LAN) 

Metropolitan Area 
Network(MAN) 

Wide Area Network 
(WAN) 

Hub 

Internet 
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†jvKvj Gwiqv ‡bUIqv‡K© mvaviYZ nve w`‡qB wWfvBmmg~n mshy³ Kiv nq| †jvKvj Gwiqv ‡bUIqv‡K©i ˆewkó¨¸‡jv 
nj- 

• Gme †bUIqvK© †QvU GjvKvq, †hgb- GKB wewìs‡qi g‡a¨ e¨eüZ nq| 
• Gi gva¨‡g A‡bK wWfvD‡m GK‡mm cvIqv hvq| 
• G ai‡bi †bUIqv‡K© j¨v‡bi Rb¨ Dc‡hvMx we‡kl wWfvDm †hgb- wiwcUvi, nve, †bUIqvK© BbUvi‡dm 

KvW© BZ¨vw` e¨eüZ nq| 
 
  
 

            
 
 

  
 
 
 

a) Single building LAN   b)  Multiple building LAN 
 
 

 
wPÎt ‡jvKvj Gwiqv †bUIqvK© (LAN) 

 

7.8.2. †g‡UªvcwjUb Gwiqv †bUIqvK© (MAN) 
†g‡UªvcwjUb Gwiqv †bUIqvK© n‡”Q KZK¸‡jv j¨vb †bUIqvK© Gi mgš^q hv GKwU cy‡iv kni ev eo AvKv‡ii †Kvb 
GjvKve¨vcx we —̄…Z| G‡¶‡Î j¨vbmg~n GKB kn‡i _v‡K| G ai‡bi †bUIqv‡K©i gva¨‡g †ek D”PMwZ‡Z wewfbœ 
†bUIqvK© Zv‡`i Z_¨ †kqvi Ki‡Z cv‡i| cÖavbZ wewfbœ miKvwi Awd‡m GB †bUIqvK© e¨envi Kiv nq| ‡jvKvj 
Gwiqv †bUIqv‡K© wewfbœ wWfvBm mivmwi ‡bUIqv‡K©i mv‡_hy³, wKš‘ †g‡UªvcwjUb Gwiqv †bUIqv†K© cÖwZwU mvBU hy³ 
_v‡K †bUIqv‡K©| G‡¶‡Î mvaviYZ †Uwj‡dvb †Kv¤úvwbi Bb÷jK…Z K¨vej e¨envi Kiv nq A_ev wb‡R bZzb K¨vej 
Bb÷j Ki‡Z nq| 
 
 
 
 
 
 
 
 
 

Use of MANs to provide regional networks which share the cost of access to a WAN 

†g‡UªvcwjUb Gwiqv ‡bUIqv‡K©i ˆewkó¨¸‡jv nj- 
 

 †g‡UªvcwjUb Gwiqv ‡bUIqv‡K© hy³ wewfbœ mvBU GKB kn‡i A_ev Gi Avkcvk wb‡q we¯Z…Z| 
 †g‡UªvcwjUb Gwiqv ‡bUIqv‡K©i gva¨‡g GgwewcGm, GgbwK †Kvb †Kvb †¶‡Î wRwewcGm MwZ cvIqv †h‡Z cv‡i| 
 Gai‡bi †bUIqv‡K© wewfbœ wWfvBm, †hgb- ivDUvi, †Uwj‡dvb, GwUGg myBP Ges gvB‡µvI‡qf G‡›Ubv e¨eüZ nq| 
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7.8.3. IqvBW Gwiqv †bUIqvK© (WAN) 
IqvBW Gwiqv †bUIqvK© n‡”Q KZK¸‡jv Kw¤úDUvi ev j¨vb Gi †bUIqvK© hviv wewfbœ `~i‡Z¡ Aew¯’Z| Iqv‡bi AvIZvq 
Kw¤úDUvi¸‡jv †Kej GKwU kn‡iB _vK‡Z cv‡i A_ev G¸‡jv we‡k¦i wewfbœ cÖv‡š— Qwo‡q wQwU‡qI _vK‡Z cv‡i| Iqvb 
Gi cy‡iv welqwU wbf©i K‡i wdwRK¨vj jvBb, dvBevi AcwUK K¨vej, m¨v‡UjvBU UªvÝwgkb Gi Dci| IqvBW Gwiqv 
†bUIqvK© (WAN) Gi myweav mg~n- 
 

 wewfbœ cwimsL¨vbMZ DcvË,cÎ-cwÎKv, eB, Pjw”PÎ cÖf„wZ msMÖn I e¨envi Kiv hvq| 
 B‡jKUªwbK ‡gBj cÖwµqvq we‡k¦i †h †Kvb ’̄v‡b wPwVcÎ ‡cÖiY Kiv hvq| 
 AbjvBb kwcs Kiv hvq| 
 m‡e©vcwi mgMÖ †bUIqvK©- wek¦‡K †Uwe‡j e‡m cÖZ¨¶ Kiv hvq| 

 
 
 
 
 
 
 

wPÎt IqvBW Gwiqv †bUIqvK© (WAN) 
 
 
 
7.9 Kv‡Ri aibvbymv‡i Kw¤úDUvi †bUIqv‡K©i cÖKvi‡f` 
‡bUIqvK© †Kvb Kv‡R e¨envi Kiv n‡e Zvi Dci wfwË K‡i Kw¤úDUvi †bUIqvK© M‡o †Zvjv nq| Kv‡Ri aib Abymv‡i 
Kw¤úDUvi †bUIqv©K †K g~jZ wZb fv‡M fvM Kiv hvq| G¸‡jv nj- 
 

1. wcqvi Uz wcqvi ‡bUIqvK© (Peer-to-peer network) 
2. K¬v‡q›U-mvf©vi ‡bUIqvK© (Client-server network) 
3. nvBweªW ‡bUIqvK© (Hybrid network) 

 

7.9.1. wcqvi Uz wcqvi ‡bUIqvK© (Peer-to-peer network)  
wcqvi Uz wcqvi ‡bUIqv‡K© cÖ‡Z¨K BDRvi Zv‡`i wi‡mvm© A‡b¨i mv‡_ †kqvi Ki‡Z cv‡i| GB cÖKvi †bUIqv‡K© cÖwZwU 
Kw¤úDUvi GKBmv‡_ mvfv©i Ges IqvK©‡÷kb| GLv‡b cÖwZwU †gwkb wW‡m›UªvjvBR ev Qov‡bv wQUv‡bv _v‡K|  wi‡mvm© 
†kqvwis Gi †¶‡Î mgvb f~wgKv cvjb K‡i _v‡K| GLv‡b †Kvb †WwW‡K‡UW mvf©vi _v‡K bv, d‡j GLv‡b 
Kw¤úDUvi¸‡jvi g‡a¨ ¸i“‡Z¡i w`K w`‡q †Kvb †kªYxweb¨vmI †bB| cÖwZwU Kw¤úDUvi Zvi †WUvi wbivcËv weav‡b wb‡RB 
`vqx _v‡K| Kw¤úDUvi e¨enviKvix G†¶‡Î wba©viY K‡i †`b Zvi †Kvb dvBj ev †WUv †bUIqv‡K© Ab¨vb¨‡`i e¨env‡ii 
Rb¨ Db¥y³ _vK‡e| wcqvi Uz wcqvi ‡bUIqv†K©i wKQy ˆewkó¨ Av‡Q| †m¸wj nj- 
 

• BDRviiv Zv‡`i †gwk‡bi wewfbœ wi‡mvm©, †hgb dvBj-‡dvìvi, wcÖ›Uvi, wmwWig WªvBf BZ¨vw` †kqvi Ki‡Z 
cv‡i| 

• G ai‡bi †bUIqvK© 10 Rb ev Zvi Kg BDRv‡ii Rb¨ myweavRbK| 
• dvBj ev wi‡mvm© GK ’̄v‡b msiw¶Z _v‡K bv| 
• GLv‡b cÖ‡Z¨K BDRvi wbR wbR Kw¤úDUvi GWwgwb÷vi K‡i _v‡Kb, †WwW‡K‡UW GWwgwb‡÷ªU‡ii cÖ‡qvRb 

nq bv| 
• GwU ˆZwi Kivi Rb¨ we‡kl †Kv‡bv mdUIqvi ev Acv‡iwUs wm‡÷g `iKvi †bB| 
• cy‡iv ‡bUIqv‡K©i BDRvi I wmwKDwiwU †K›`ªxqfv‡e g¨v‡bR Kiv m¤¢e bq| 
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7.9.2. K¬v‡q›U-mvf©vi ‡bUIqvK© (Client-server network) 
‡K›`ªxqfv‡e †WUv †÷vi, wbivcËv wbwðZ Kiv, wewfbœ Gwc−‡Kkb Pvjv‡bv Ges †bUIqvK© Pvjv‡bvi GKwU Dchy³ 
†bUIqvK© nj K¬v‡q›U-mvf©vi ‡bUIqvK©| GB †bUIqv‡K© GKwU Kw¤úDUv‡i wi‡mvm© _v‡K, Avi †bUIqv‡K©i Ab¨vb¨ 
Kw¤úDUvi †mme wi‡mvm© e¨envi K‡i| †h Kw¤úDUvi wi‡mvm© †kqvi K‡i †mwU n‡PQ mvf©vi, Avi †hme Kw¤úDUvi †mB 
wi‡mvm© †kqvi K‡i Zviv n‡PQ K¬v‡q›U| †bUIqv‡K©i mg¯Z wi‡mvm© mvf©v‡i  Rgv _vKvq †K›`ª †_‡K wi‡mvm© g¨v‡bR 
Kiv hvq| me BDRvi GKB mvf©v‡i jM-Bb K‡i Ges mvf©v‡ii wmwKDwiwU cwjwm †g‡b P‡j e‡j wbivcËv wbwðZ nq| 
K¬v‡q›U-mvf©vi ‡bUIqvK©†K mvf©vi-‡eRW ‡bUIqvK©I ejv nq| K¬v‡q›U-mvf©vi ‡bUIqv‡K©i ˆewkó¨- 
 

 K¬v‡q›U-mvf©vi ‡bUIqvK© mn‡R m¤cÖmviY‡hvM¨| `kRb BDRvi †_‡K ïi“ K‡i nvRvi e¨enviKvixi Rb¨ GwU 
Kiv †h‡Z cv‡i| 

 G ai‡bi †bUIqv‡K© mvf©vi _v‡K| mvf©vi Kw¤úDUv‡ii nvW©Iq¨vi mvaviYZ DbœZgv‡bi nq Ges Gme mvf©vi 
Ab¨vb¨ Kw¤úDUv‡ii Rb¨ wewfbœ mvwf©m cÖ̀ vb K‡i _v‡K| 

 BDRvi †j‡fi GK‡mm K‡›Uªvj e¨envi K‡i e‡j K¬v‡q›U-mvf©vi ‡bUIqvK© †ek wmwKDi| 
 ‡bUIqvK© GWwgwb‡÷ªUi w`‡q G ai‡bi †bUIqvK© †K›`ªxqfv‡e wbqš¿Y Kiv hvq| 
 G ai‡bi †bUIqv‡K© BDRvi‡`i‡K †bUIqvK© g¨v‡bR‡g›U Kiv jv‡M bv| †mKvi‡Y †bUIqvK© e¨enviKvix‡`i 

`¶Zv †Zgb ¸i“Z¡c~Y© bq| 
 
                   Client 
                                                                                          Server 
 
 
 
 
 
 : 
                      :             
 
 

wPÎt K¬v‡q›U-mvf©vi ‡bUIqvK© 
 

7.9.3. wgkª ev nvBweªW ‡bUIqvK©   
 

wgkª ev nvBweªW ‡bUIqvK© g~jZ K¬v‡q›U mvf©vi I wcqvi Uz wcqvi ‡bUIqvK© Gi mgš^q| mvaviYZ nvBweªW ‡bUIqvK© G 
K¬v‡q›U mvf©vi As‡ki cÖvavb¨ _v‡K| Z‡e Gi cvkvcvwk GLv‡b ¯^í we¯—v‡i wcqvi Uz wcqvi ‡bUIqvK© Gi Ask †Rvov 
†`Iqv _v‡K| nvBweªW ‡bUIqv‡K©i myweav¸wj nj- 
 

 K¬v‡q›U-mvf©vi Gwc−‡Kkb¸wj‡K †K› ª̀xqfv‡e ivLv I g¨v‡bR Kiv hvq| 
 BDRviiv wbR wbR Kw¤úDUv‡ii wi‡mv‡m© cÖ‡ek wbqš¿Y Ki‡Z cv‡i Ges Zv‡`i wi‡mvm© †kqvi Ki‡Z cv‡i| 

 

nvBweªW ‡bUIqv‡K©i Amyweav¸wj nj- 
 

 `yai‡bi †bUIqvK© _vKvi Rb †bUIqv‡K© cÖ‡ek BDRvi‡`i Rb¨ KwVb nq| 
 IqvK©MÖ“c I mvfv©i/†Wv‡gB‡bi Rb¨ wfbœ wfbœ cvmIqvW© g‡b ivLvi `iKvi nq| 
 wewfbœ Kw¤úDUv‡i wi‡mvm© _vKvi d‡j †m¸wj‡K †K› ª̀xqfv‡e g¨v‡bR Kiv hvq bv| GKB dvB‡ji wewfbœ fvm©b 

wewfbœ Kw¤úDUv‡i Qwo‡q wQwU‡q _vK‡Z cv‡i| 
 wewfbœ IqvK©‡÷k‡b msiw¶Z dvBjmg~n‡K e¨vKAvc Ki‡Z Amyweav nq| 

 

Internet 
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7.10 Kw¤úDUvi †bUIqvK© U‡cvjwR (Computer Network Topology) 
‡bUIqv‡K© Kw¤úDUvimg~n GKwU Av‡iKwUi mv‡_ mshy³ _vKvi c×wZ‡K ejv nq U‡cvjwR| †bUIqvK© wWRvB‡bi †¶‡Î 
GB U‡cvjwR we‡kl f~wgKv iv‡L| †Kvb Kv‡Ri Rb¨ †Kvb †bUIqvK© e¨envi Kiv n‡e Zvi Dci wfwË K‡i Dchy³ 
U‡cvjwR evQvB Kiv cÖ‡qvRb| Kw¤úDUvi †bUIqvK© U‡cvjwR cÖavbZ ỳB cÖKvi| h_v- 
 

 wdwRK¨vj U‡cvjwR (Physical Topology) Ges 
 jwRK¨vj U‡cvjwR (Logical Topology). 

 

7.10.1 wdwRK¨vj U‡cvjwR (Physical Topology)  
‡bUIqvwK©s wgwWqv wewfbœ †bUIqvK© wWfvB‡mi mv‡_ hy³ _v‡K †m †jAvDU‡K ejv nq wdwRK¨vj U‡cvjwR| wdwRK¨vj 
U‡cvjwR‡K wbgœwjwLZ QqwU fv‡M fvM Kiv hvq| h_v- 
 

1) evm U‡cvjwR (Bus Topology) 
2) ÷vi U‡cvjwR (Star Topology) 
3) wis U‡cvjwR (Ring Topology) 
4) wUª U‡cvjwR (Tree Topology) 
5) ‡gk U‡cvjwR (Mesh Topology) 
6) nvBweªW U‡cvjwR (Hybrid Topology) 

 

7.10.1.1 evm U‡cvjwR  
evm U‡cvjwR†Z GKwU ms‡hvM jvB‡bi mv‡_ me¸wj Kw¤úDUvi (†bvW) hy³ _v‡K| GLv‡b ms‡hvM jvBb‡K mvaviYZ 
evm ejv nq| hLb GKwU Kw¤úDUvi Ab¨ Kw¤úDUv‡ii D‡Ïk¨ †g‡mR cvVvq ZLb †mB †g‡mR wmMbvj ms‡hvM 
jvB‡bi gva¨‡g cwievwnZ n‡q Ab¨ meKwU Kw¤úDUv‡ii wbKU †cŠu‡Q| Ab¨vb¨ Kw¤úDUvi ‡mB †g‡mR cix¶v K‡i Ges 
‡KejgvÎ cÖvcK Kw¤úDUvi †mB ‡g‡mR MÖnY K‡i| evm U‡cvjwR†Z †Kej GKmv‡_ GKwU Kw¤úDUvi †g‡mR cvVv‡Z 
cv‡i| †Kv‡bv Kw¤úDUvi hLb †g‡mR cvVvq, ZLb Zvi cvVv‡bv †kl bv nIqv ch©š— Ab¨‡`i A‡c¶v Ki‡Z nq| †mRb¨ 
G †bUIqv‡K© Kw¤úDUv‡ii msL¨v †e‡o †M‡j cvidig¨v‡Ýi AebwZ N‡U| 

 
 . . . . . . . . . . 
 
 
 
 
 
Terminator                                                                   Terminator 
                                       wPÎt evm †Uv‡cvjwR 
 

evm U‡cvjwRi myweav- 
 

 ‡Qv‡UvLv‡Uv †bUIqv‡K©i Rb¨ LyeB mnR, ¯^íe¨‡qi Ges mn‡R e¨envi †hvM¨| 
 Kg ‰`‡N©¨i K¨vej jv‡M| 
 ev‡mi mv‡_ weGbwm e¨v‡ij Kv‡b±i e¨envi K‡i Av‡iKwU ev‡mi mv‡_ ms‡hvM K‡i evm †bUIqvK©‡K 

m¤cÖmviY Kiv †h‡Z cv‡i| 
 

evm U‡cvjwRi Amyweav- 
 

 ‡bUIqvK© e¨envi †ewk n‡j cvidig¨vÝ Lye Lvivc n‡Z cv‡i| 
 cªwZwU e¨vij Kv‡b±i B‡jKwUªK wmMb¨vj‡K ỳe©j K‡i †`q| 
 evm ‡bUIqvK© UªvejïU Kiv KóKi| 

Bus 



 
Aa¨vq-07t ‡WUv KwgDwb‡Kkb I Kw¤úDUvi †bUIqvw©Ks 

9 
 

7.10.1.2 ÷vi U‡cvjwR 
÷vi U‡cvjwR‡Z me Kw¤úDUvi¸wj GKwU †K› ª̀xq ’̄v‡b hy³ _v‡K| GB †m›Uªvj ‡bUIqvK© †jv‡Kk‡b _v‡K GKwU 
wWfvBm hv‡K ejv nq Kb‡mb‡UªUi ev nve (Hub)| †Kv‡bv Kw¤úDUvi mivmwi Ab¨ Kw¤úDUv†i WvUv cvVv‡Z cv‡i bv| 
†Kv‡bv Kw¤úDUvi Ab¨ Kw¤úDUv†i WvUv cvVv‡Z cÖ_‡g Zv nv‡ei Kv‡Q cvVvq| nve †mB WvUv me Kw¤úDUv‡i wKsev  
Mš—e¨ Kw¤úDUv‡ii wbKU cvVvq (wPÎ)|  
 
 
 
 
 
 
 
 
 
 
 
 

wPÎt ÷vi U‡cvjwR 
 

÷vi U‡cvjwRi myweav- 
 

 mn‡RB ‡bUIqv‡K© AwaKmsL¨K Kw¤úDUvi †hvM Kiv †h‡Z cv‡i| 
 ‡bUIqv‡K©i  †Kvb Kw¤úDUvi bó n‡q †M‡j Zv ‡bUIqv†K©i Dci †Kv‡bv cÖfve †d‡j bv| 
 nve wewfbœ ai‡bi †bUIqvK© mv‡cvU© K‡i e‡j GKmv‡_ K‡qK ai‡bi K¨vej e¨env‡ii myweav cvIqv hvq| 

 

÷vi U‡cvjwRi Amyweav- 
 

G ai‡bi ‡bUIqvK© Gi cÖavb Amyweav n‡jv nve bó n‡q †M‡j mg¯— †bUIqvK©wU APj n‡q c‡o| GQvov G U‡cvjwR‡Z 
K¨vej †ewk jv‡M| d‡j LiP †ewk c‡i| 
 

7.10.1.3 wis U‡cvjwR  
G‡¶‡Î Kw¤úDUvi¸wj ‡bvW (Kw¤úDUvi †h we› ỳ‡Z hy³ _v‡K Zv‡K †bvW e‡j) Gi gva¨‡g e„ËvKvi c‡_ ci¯ú‡ii 
mv‡_ mshy³ †bUIqvK© M‡o †Zv‡j| Gfv‡e me©‡kl Kw¤úDUviwU cÖ_gwUi mv‡_ hy³ _v‡K (wPÎ)| G ai‡bi U‡cvjwR‡Z 
cÖwZwU wWfvB‡m GKwU wiwmfvi Ges GKwU UªvÝwgUvi _v‡K hv  wiwcUv‡ii (Repeater) KvR K‡i| G‡¶‡Î wiwcUv‡ii 
`vwqZ¡ n‡”Q wmMb¨vj†K GKwU Kw¤úDUvi †_‡K Zvi c‡ii Kw¤úDUv†i UªvÝdvi Kiv| 
 

wis U‡cvjwRi myweav- 
 

 cÖwZwU Kw¤úDUvi ‡bUIqv‡K© mgvbfv‡e cÖ‡e‡ki my‡hvM cvq| KviY †Uv‡Kb cÖ‡Z¨K Kw¤úDUv†ii Kv‡QB hvq| 
 me Kw¤úDUv†ii mgvbvwaKvi _vKvi d‡j ‡bUIqvK© wW‡MÖ‡WkbI mgvbfv‡e nq| 

Hub 
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            Token Ring 

 
 

 
 
 
 
  
 
 
 
 
 
 
 
 
 

 
 

wPÎt wis U‡cvjwR 
 
wis U‡cvjwRi Amyweav- 
 

G ai‡bi ‡bUIqvK© Gi cÖavb Amyweav nj ‡h †Kvb GKwU Kw¤úDUvi bó n‡q †M‡j mg —̄ †bUIqvK©wU APj n‡q c‡o| 
 

7.10.1.4 wUª U‡cvjwR 
G‡¶‡Î mg —̄ Kw¤úDUvi¸wj †K GKwU we‡kl ’̄v‡b mshy³ Kiv nq| ‡mLv‡b Zv‡`i ms‡KZ cvVv‡bvi MwZ e„w×i Rb¨ 
D”P MwZ wewkó ms‡hvM Øviv cÖavb Kw¤úDUv†ii mv‡_ hy³ Kiv nq| G msMV‡b  GK ev GKvwaK ¯—‡ii Kw¤úDUvi †nv÷ 
Kw¤úDUv†ii mv‡_ hy³ _v‡K| wØZxq ¯—‡ii Kw¤úDUv†ii mv‡_ Avevi Z…Zxq ¯—‡ii Kw¤úDUvi hy³ _v‡K| wØZxq ¯—‡ii 
Kw¤úDUvi¸‡jv Z…Zxq —̄‡ii Kw¤úDUv‡ii †nv÷ wnmv‡e KvR K‡i| 
 

7.10.1.5 ‡gk U‡cvjwR  
G‡¶‡Î cÖ‡Z¨K Kw¤úDUvi Ab¨ Kw¤úDUv†ii mv‡_ mivmwi hy³ _v‡K| G msMV‡bi cÖavb myweav nj †h †Kvb `y&BwU 
†bvW Gi g‡a¨ AZ¨š— `ªyZMwZ‡Z ms‡KZ Av`vb-cÖ`vb Kiv hvq| ZvQvov †Kvb  Kw¤úDUvi ev ms‡hvM jvBb bó n‡q 
†M‡j †bUIqv‡Ki †Zgb †Kvb Amyweav nq bv| GB msMV‡bi cÖavb Amyweav nj ms‡hvM jvB‡bi ˆ`N©̈  †ekx nIqvq LiP 
Lye †ewk nq| 
 

 
 
 

                                  wPÎt †gk U‡cvjwR 
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7.10.1.6 nvBweªW U‡cvjwR   
evm, ÷vi, wis, wUª , ‡gk BZ¨vw`  U‡cvjwR ev †bUIqvK© Gi mgš^‡q †h †bUIqvK© MwVZ nq  Zv‡K nvBweªW U‡cvjwR 
e‡j| 
 

7.10.2. jwRK¨vj U‡cvjwR 
wdwRK¨vj U‡cvjwR‡Z hy³ wWfvB‡m WvUv Kxfv‡e cwievwnZ nq †evSv‡bv nq jwRK¨vj U‡cvjwRi gva¨‡g| jwRK¨vj  
I wdwRK¨vj GB `yB  U‡cvjwR GKwU Av‡iKwUi Dci wbf©ikxj| `yB ai‡bi jwRK¨vj U‡cvjwR n‡Z cv‡i| h_vt evm 
Ges wis| 
 

jwRK¨vj evm U‡cvjwR 
B_vi‡bU †bUIqv‡K© mvaviYZ wdwRK¨vj ÷vi U‡cvjwR e¨envi Kiv nq| wdwRK¨vj ÷vi U‡cvjwR e¨envi Kiv Kiv 
n‡j meKwU Kw¤úDUvi †_‡K nve ms‡hvM †`qv nq| †h‡Kvb wWfvBm †_‡K wmMb¨vj cwievwnZ n‡Z n‡j †mwU nv‡ei 
g‡a¨ w`‡qB †h‡Z nq| GB wmMbvj cwien‡Yi Rb¨ jwRK¨vj U‡cvjwR e¨envi K‡i| 
 

jwRK¨vj evm U‡cvjwRi myweav- 
 

• GKwU Kw¤úDUvi weKj n‡j †mwU cy‡iv †bUIqvK©‡K A‡K‡Rv K‡i †`q bv| 
• GwU me‡P‡q e¨eüZ jwRK¨vj U‡cvjwR| 

 

jwRK¨vj evm U‡cvjwRi Amyweav- 
 

• GKBmg‡q †Kej GKwUgvÎ wWfvBm WvUv cvVv‡Z cv‡i| 
• GKmv‡_ GKvwaK Kw¤úDUvi WvUv cvVv‡Z PvB‡j Kwjkb n‡Z cv‡i| 

 

jwRK¨vj wis U‡cvjwR 
‡Kv‡bv wdwRK¨vj U‡cvjwR†Z WvUv hw` wis AvKv‡i cwievwnZ nq Zvn‡j †mwU‡K jwRK¨vj wis U‡cvjwR ejv nq| 
jwRK¨vj wis U‡cvjwRi ev¯Ze D`vniY nj †Uv‡Kb wis †bUIqvK©| Ab¨w`‡K, GdwWwWAvB (FDDI) †bUIqvK© I 
jwRK¨vj wis U‡cvjwR| 
 

7.11 B›Uvi‡bU 
eZ©gvb we‡k¦i Kw¤úDUvi ‡bUIqvw©©Ks cÖwµqvq GK”QÎ AvwacZ¨  we —̄viKvix gva¨gwUi bvg B›Uvi‡bU| B›Uvi‡bU Gi 
myev‡` mgMÖ we‡k¦i mKj Kw¤úDUvi e¨enviKvixMY GKB ej‡q Ave× n‡Z †c‡i‡Qb| d‡j G‡Ki mv‡_ A‡b¨i 
mn‡hvwMZv, mngwg©Zv BZ¨vw` †e‡o‡Q AvkvZxZ fv‡e| ZvB †KD †KD B›Uvi‡bU‡K ‡bUIqvK© Gi ‡bUIqvK© e‡j 
AwfwnZ K‡ib| Z‡e GK_v ejv hvq, eZ©gvb we‡k¦i mKj Kw¤úDUvi †bUIqvwK©s Gi †¶‡Î  B›Uvi‡bU n‡”Q GK”QÎ 
AvwacZ¨| Kw¤úDUvi we‡k¦i wekvj mgªvR¨‡K nv‡Zi gy‡Vvq  G‡b †¶ÎwU‡K wbqš¿Y Ki‡Q ÓB›Uvi‡bUÓ| 
 

B›Uvi‡b‡Ui myev‡` †hvMv‡hvM e¨e ’̄vq Pig DrKl© mvwaZ n‡q‡Q| Aí mg‡q ^̄í Li‡P gvbyl we‡k¦i wewfbœ cÖv‡š—i  
Leiv-Lei †R‡b wb‡Z cvi‡Qb| cÖ‡qvRbxq Z_¨wU cvwV‡q w`‡Z cvi‡Qb we‡k¦i †h †Kvb cÖv‡š—i Kv‡Qi gvbylwUi Kv‡Q 
g~ny‡Z©i g‡a¨| 
 

B›Uvi‡bU MwZgqZvi gvBj djK| eZ©gv‡b †hvMv‡hvM e¨e¯’vq Ges Z_¨ Av`vb-cÖ̀ v‡b GwUi f~wgKv Acwimxg| ‡bU 
cwiev‡ii m`m¨MY  Kw¤úDUvi welqK AwaKvsk mgm¨vi mgvavbB †c‡q hv‡eb Gi gva¨‡g| nv‡Zi ¯ú‡k© wePiY Kiv 
m¤¢e c„w_exi GK cÖvš— †_‡K Aci cÖvš— ch©š—| iex› ª̀bv‡_i †bv‡ej cyi¯‹vi †_‡K ïi“ K‡i †h †Kvb welq m¤ú‡K© 
wbwg‡lB Z_¨ msMÖn Kiv hvq| c„w_exi ‡h †Kvb cÖvš— †_‡K Luy‡R †ei Ki‡Z cv‡ib  g‡bi g‡Zv eÜz‡K|  
 

B›Uvi‡bU †hvMv‡hvM e¨e¯’vq we‡k¦i wewfbœ †ckvi gvbyl Zvi wbR¯^ †ckv m¤úwK©Z Z_¨ AvniY Ki‡Z cvi‡Q| bZzb 
bZzb Z_¨ †R‡b wb‡”Q B›Uvi‡bU Gi mnvqZvq| e¨emvqxiv Aí mg‡q ^̄í Li‡P ‡h †Kvb Z_¨ cvVv‡Z cv‡ib we‡k¦i 
wewfbœ  cÖv‡š—| M‡elYvi Kv‡R wb‡qvwRZ M‡elKMY bZzb bZzb Z_¨ †R‡b wb‡”Qb B›Uvi‡bU Gi mnvqZvq| QvÎ-
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wk¶‡Ki mve©¶wYK †hvMv‡hv‡M †jLvcovi †¶ÎwU n‡q D‡V‡Q cÖvYeš—| GgbwK B›Uvi‡b‡Ui myev‡a we‡k¦i Aci cÖv‡š— 
emevmiZ wcÖq gvbylwUi Kv‡Q cvwV‡q w`‡Z cv‡ib Avcbvi DcnviwU| 
 

7.11.1 eªvDwRs (Browsing) 
eªvDwRs K_vwUi A_© nj †h †Kvb cÖwZôvb ev Organization Gi Web Address-G cª‡ek K‡i D³  cÖwZôvb 
m¤ú‡K© we —̄vwiZ Rvbv| ‡hgb- evsjv‡`k Kw¤úDUvi KvDwÝj m¤ú‡K© †KD hw` we¯—vwiZ Rvb‡Z Pvq Zvn‡j 
www.bcc.net.bd  GB wVKvbvq  cª‡ek Ki‡Z n‡e| we‡k¦i wewfbœ †`kmg~n Zuv‡`i wbR ^̄ I‡qe-G ‡m †`‡ki †KvW 
m¤ú„³ K‡i _v‡Kb| ‡hgb- Singapore- .sg, Auustrallia- .au, Canada- .ca, Thailand- .th, Japan- .jp, 
United Kingdom- .uk Ges Bangladesh- .bd BZ¨vw`|  
 

7.11.2 B-‡gBj (E-Mail) 
Kw¤úDUvi ‡bUIqvw©©Ks cÖwµqvq wewfbœ ai‡bi Z_¨vejx Av`vb-cÖ̀ v‡bi cÖwµqv‡KB B-‡gBj (E-Mail) ev B‡jKUªwb· 
†gBj ejv nq| mvaviYZ E-Mail Address wU n‡q _v‡K- userid@servername.domainname, GLv‡b 
userid ej‡Z e¨enviKvixi Account Name  ev User Name eywS‡q _v‡K, Servername-nj †h mvf©vi e¨envi 
Kie Zvi bvg Ges Server †h bv‡g †iwR‡÷ªkb Kiv nq Zv nj Zvi †Wv‡gBb †bBg| ‡hgb-  
 

Account Name/User Name At The Rate Of Server Name Domain Name 
 

mithu_cse24 
 

 

@ yahoo .com 

E-mail Address:  mithu_cse24@yahoo.com 
 

Yahoo Server, .com †Wv‡gBb bv‡g †iwR‡÷ªkb Kiv e‡j yahoo.com e¨envi Ki‡Z nq|   
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gvwëwgwWqv wm‡÷g 
 

8.1  wgwWqv UvBc Kx? 
mvaviY fv‡e wgwWqv ej‡Z wewfbœ ai‡bi †hvMv‡hv‡M gva¨g‡K eySvq| †hgb t †Uwjwfkb, †iwWI Ges msev`cÎ wewfbœ 
ai‡bi wgwWqvi D`vniY| GB wgwWqv kãwU †cÖm Ges msev` wi‡cv©©wUs I Kv‡jKwUf bvDb wnmv‡e e¨eüZ nq| 
Kw¤cDUvi RM‡Z, wgwWqv‡K Kv‡jKwUf bvDb (Collective Noun) wnmv‡e e¨envi Kiv n‡jI GwU‡K g~jZ wewfbœ 
ai‡bi WvvUv msi¶Y c×wZ‡Z e¨envi Kiv nq|  
Kw¤úDUvi wgwWqvi g‡a¨ nvW©WªvBf, wmwW-ig, wWwfwW, d¬vk †ggwi, BDGmwe (USB) WªvBf Ab¨Zg|  
 

8.1.1 †U‡¤úvivj 
‡U‡¤úvivj AwWI IqvUvi gviwKs †UKwbK G e¨envi Kiv nq| hvi D‡Ïk¨ nj AwWI wmMbv‡ji mv‡_ evowZ Z_¨ Ggb 
fv‡e ms‡hvRb K‡i †`Iqv †hb c~e© wba©vwiZ evowZ Z_¨ gvby‡li Kv‡b †kvbv bv hvq|  

 

8.1.1.1 AwWI  
gvby‡li †kªveY †hvM¨ kã‡K  AwWI e‡j| GB AwWI wd«Kz‡qwÝ GK ai‡bi B‡jKwUªK¨vj Aëv‡bwUs K¨v‡i›U hvi mxgv 
nj 20 †_‡K 20,000 nvU©R hv gvby‡li †kvbvi ‡hvM¨ kã ‰Zix‡Z e¨envi Kiv nq| Kw¤úDUvi RM‡Z mvDÛ 
wm‡÷g‡KB AwWI e‡j, hv Kw¤úDUv‡ii mv‡_ KvW© AvKv‡i jvMv‡bv _v‡K| GB AwWI Kv‡W© GKwU cÖ‡mmi _v‡K Ges 
GKwU †ggwi _v‡K, hv AwWI dvBj†K cÖwµqv K‡i Ges k‡ã iƒcvšZi K‡i Kw¤úDUvi w¯úKv‡i cvVvq| 
 

8.1.1.1.1 g‡bv 
g‡bv A_ev g‡bvdwbK Ggb ai‡bi AwWI wm‡÷g‡KB , †hLv‡b mg ’̄ AwWI Signal wgwkªZ (Mixed) nq Ges GKwU 
GKK AwWI P¨v‡b‡ji ga¨ w`‡q cÖevwnZ nq| g‡bv wm‡÷g‡KB me‡P‡q eo myweav nj mevB GKB iKg kã ïb‡Z 
cv‡i| 

 

8.1.1.1.2 ‡ówiI 
‡ówiI wmm‡U‡g `ywU ¯^vaxb AwWI P¨v‡bj _v‡K| †÷wiI wmm‡U‡g †h AwWI wmMb¨vj c~Y©Drcbœ nq Zv‡`i GKwU wbw`©ó 
‡j‡fj _v‡K Ges GKwUi mv‡_ Ab¨wUi †dR m¤úK© (Phase Relation) _v‡K| d‡j GB kã hLb w¯úKv‡i evRv‡bv 
nq ZLb g‡b nq †hb ev¯Ze †Kvb mvDÛ †kvbv hv‡”Q| GB P¨v‡bj `ywU‡K GKwU †jd&U Ges AciwU ivBU  P¨v‡bj ejv 
nq| 
 

8.1.1.2 wfwWI 
wfwWI GK ai‡bi †UK‡bvjwR hvi mvnv‡h¨ B‡jKwUªK¨vwj w ’̄i wPÎ aviY Kiv, †iKW©, cÖwµqv, msi¶Y, †cÖiY Ges 
†cÖwiZ wmMb¨vj c~Yt Drcv`b K‡i Pjgvb wPÎ cÖ`k©b Kiv hvq|wfwWI wP‡Îi GKwU wbw`©ó di‡gU Av‡Q, hvi mvnv‡h¨ H 
wPÎ ¸‡jv †Uwjwfk‡b †`Lv‡bv hvq| GB wfwWI wP‡Îi mv‡_ kã I †cÖwiZ nq| 
 

8.1.2 bb-‡U‡¤úvivj  
 

8.1.2.1 †U·U/†WwRUvj †U·U 
‡U·U‡K wewfbœ& fv‡e msÁvwqZ Kiv hvq, †hvM‡hvM gva¨‡g †U·UB ej‡Z †cÖwiZ A¶i‡K eySvq, hvi mvnv‡h¨ †Kvb 
†g‡mR ‰Zix Kiv nq, hv KZ¸‡jv Z_¨ enb K‡i|IqvW© cÖ‡mwms G †U·UB ej‡Z GKwU dvB‡ji H Ask‡K eySvq hv 
¯Œx‡Y A_ev KvM‡R cov hvq| e¨vcK fv‡e ej‡Z †M‡j †U·UB nj Kw¤úDUvi Dc ’̄vcb †hvM¨ wewfbœ A¶‡ii A_ev 
Qwei mgwó hv †Kvb wbw`©ó Z_¨ enb K‡i| GB †U·B‡K wewfbœ Ki‡g‡U Dc¯’vcb Kiv nqÑ 
 

1) †bvUc¨vW  
2) IqvW© WKz‡g›U 
3) K¨v‡µv‡eU wiovi 
4) MÖvwd· 
5) I‡qe †cR BZ¨vw`|  
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8.1.2.2 B‡gR 
B‡gR nj KZ¸‡jv PZz©f~R AvK…wZi Qwei Dcv`v‡bi mgwó hv‡`i‡K wc‡·j e‡j| cÖ‡Z¨K wc‡·‡ji GKwU 
wbD‡gwiK¨vj gvb Av‡Q| 640×480 †iRy‡jk‡bi GKwU w¯Œ‡Y mvnv‡h¨ 48000 wc‡·j Dcv ’̄vcb Kiv m¤¢e| A_©vr 
GKwU B‡gR A‡bK¸‡jv mv`v Kv‡jv WU Gi mgwó‡K wc‡·j e‡j| wP‡Î wc‡·‡ji D`vniY †`Lv‡bv nj-  
 

                                    
 

8.1.2.2.1  jvBb AvU B‡gR 
jvBb AvU© Ggb GK ai‡bi MÖvwd· hv A‡bK¸‡jv jvBb Gi mgwó‡Z MwVZ, hvi g‡a¨ †Kvb m¨vwWs (Shading) _v‡K 
bv| e¨vcK fv‡e ej‡Z †M‡j, jvBb AvU© nj Ggb GK ai‡bi B‡gR hv wewfbœ †÷ªs‡_i euvKv A‡bK¸‡jv jvBb GKwU 
e¨vKMÖvDÛ ’̄vcb Kiv nq, hvi mvnv‡h¨ †Kvb ai‡bi m¨vW (Shade) Ges Kvjvi QvovB `yB Wvq‡gbkb Ges wZb 
Wvq‡gbkb e ‘̄ Dc ’̄vcb Kiv hvq|  
 

wewfbœ ai‡bi jvBb AvU© †UKwbK e¨envi Kiv nq hvi g‡a¨ Gb‡MÖwfs (Engraving), DWKvU (wood cut) BbK eªvk 
(Ink brush) Ges †cbwmj Ges Kjg (Pencils and Pens) Ab¨Zg|  
wb‡Pi wP‡Î jvBb AvU© B‡gR †`Lv‡bv nj- 

 

                        
 

8.1.2.2.2 †MÖ †¯‹j B‡gR 
‡MÖ †¯‹j wWwRUvj B‡gR Ggb GK ai‡bi B‡gR hvi cÖ‡Z¨KwU wc‡·j (Pixel) , Zvi wbR¯^ ZxeªZvi (Intersity) 
cyivcywi Z_¨ enb K‡i|GB ai‡bi B‡gR †K cÖvK…wZK †MÖ Kvjvi Øviv ˆZwi Kiv nq| hvi Kvj Ask‡K me‡P‡q Kg 
ZxeªZv Ges mv`v Ask‡K me‡P‡q †ekx ZxeªZv aiv nq| wb‡Pi wP‡Î †MÖ †¯‹j B‡gR †`Lv‡bv nj-  



 
Aa¨vq-08t gvwëwgwWqv wm‡÷g 
 

3 
 

                                     
               
8.1.2.2.3 Kvjvi B‡gR 
Kvjvi B‡gR Ggb G ai‡bi wWwRUvj B‡gR, hvi cÖ‡Z¨KwU wc‡·‡ji (Pixel) Gi Kvjv‡ii Z_¨ msMÖn Kiv nq| GB 
¸‡jv nj Red, Green, Blue | (A color image is a digital image that includes color information 
for each pixel)| cÖZ¨KwU wc‡·‡ji Rb¨ wZbwU Kvjvi P¨v‡bj _v‡K| wb‡Pi wP‡Î Kvjvi B‡gR †`Lv‡bv nj 

 

  

                
 

8.2 gvwëwgwWqv Kx? 
mvaviYfv‡e gvwëwgwWqv ej‡Z A‡bK ai‡bi gva¨g‡K GKwU-wbw`©ó KvVv‡gv‡Z Dc ’̄vcb Kiv‡K eySvq| GB gva¨g †h 
†Kvb ai‡bi n‡Z cv‡i †hgb †U·U, MÖvwd·, AwWI, G¨vwb‡gkb, wfwWI, WvUv BZ¨vw`| me ai‡bi Z_¨ hv Avgiv †h 
†Kvb gva¨g n‡Z msMÖn Kwi ZvB gvwëwgwWqv| †hgb †Uwjwfkb †_‡K, †gMvwRb †_‡K, I‡qe‡cR †_‡K, wewfbœ cÖKvi 
PjwPÎ ‡_‡K †h mKj Z_¨ cvIqv hvq ZvB gvwëwgwWqv| 
 

gvwëwgwWqvi GKwU fvj D`vniY nj IqRe‡cR †hLv‡b wewfbœ ai‡bi †U·U Gi mv‡_ AwWI dvBj Pvjv‡bvi Rb¨ 
AwWI †c −qvi, wfwWI Pvjv‡bvi Rb¨ wfwWI †c−qvi, wewfbœ iKg d¬̈ vk G¨vwb‡gkb hy³ _v‡K , hv  I‡qe‡c‡Ri AvKlYx©q 
K‡i †Zv‡j| wP‡Î gvwëwgqvi wm‡÷g †`Lv‡bv nj- 
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8.3 gvwëwgwWqvi e¨envi  
gvwëwgwWqvi A‡bK ai‡bi e¨envi Av‡Q Zvi g‡a¨ weÁvcb, wkíKjvq, w©k¶vq, we‡bv`‡b, BwÄwbqvwis BZ¨vw`‡Z| 

 

weÁvcb t eo wkíKviLvbv ¸‡jv Zv‡`i c‡Y¨i Z_¨ cÖPv‡ii Rb¨ wewfbœ cÖKvi gvwëwgwWqvi                
             mnvqZv wb‡q _v‡K| †hgb-wej‡evW©, †`qv‡j wjLvi gva¨‡g| 
wk¶vq t  wk¶vq gvwëwgwWqv, Kw¤úDUvi wfw³K cÖwk¶‡Yi Ifvi †nR cÖ‡Z¨‡KB‡ii gva¨‡g   
            wewfbœ k−vBW cÖ̀ k©‡bi gva¨‡g QvÎ‡`i‡K wk¶v †`Iqv Kv‡R e¨envi nq| 
we‡bv`‡b t we‡bv`b wk‡í wew©fbœ cÖKvi PjwPÎ Ges G¨vwb‡gk‡b †¯úkvj B‡d± ‰Zixi Kv‡R  
              gvwëwgwWqv e¨vcK fv‡e e¨eüZ nq| 
 

8.4 gvwëwgwWqvi weeZ©b 
gvwëwgwWqv kãwU cÖ_g e¨eüZ 1965 mv‡j| hv GKB mv‡_ kã, wm‡bgv, we‡kl jvBwUs Ges gvby‡li Ask MÖnY‡K 
Dc ’̄vcb Kivi Kv‡R e¨eüZ nZ|wKš‘ cieZx© el© ¸‡jv‡Z gvwëwgwWqv wewfbœ A‡_© e¨eüZ n‡Z _v‡K| ‡hgb 1970 
mv‡j gvwëwgwWqv kãwU‡K Ggb GK ai‡bi Dc¯’vcb‡K eySv‡bv n‡Zv , †hLv‡b AwWI Gi mv‡_ gvwë cÖ‡RK±i k−vBW 
Dc ’̄vcb Kiv nq| 1990 `k‡K gvwëwgwWqv ej‡Z Ggb GK Z_¨ gva¨g †K eySv‡bv nq hvi g‡a¨ wfwWI, w ’̄i wPÎ, 
AwWI, wewfbœ cÖKvi †U±U mshy³ _v‡K, hv `k©‡Ki Kv‡Q Lye AvKlYx©q fv‡e Dc¯’vcb Kiv hvq| 
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c¨v‡KR †cÖvMÖvg 
 

9.1  c¨v‡KR †cÖvMÖvg Kx 
Av‡MB Av‡jvPbv Kiv n‡q‡Q, e¨envwiK mgm¨ mgvav‡bvi Rb¨ †ek wKQy †cÖvMÖvg evwYwR¨K wfwË‡Z cvIqv hvq| GB ai‡bi 
†cÖvMÖvg w`‡q wbw ©̀ó ai‡bi KvR Kiv hvq| GB †cÖvMÖv‡g e¨envwiK mgm¨vi c~Y©v½ mgvavb †`qvi e¨e ’̄v _v‡K| GB me 
†cÖvMÖvg‡K c¨v‡KR †cÖvMÖvg e‡j| GKRb weÁvbx hw` Zvi M‡elYv Kvh© m¤úv`‡bi Rb¨ GKwU md…UIq¨vi iPbv K‡ib Zv 
n‡j H mdUIq¨viwU n‡e Zvi Rb¨ c¨v‡KR †cÖvMÖvg| wewfbœ ai‡bi e¨envwiK mgm¨v mgvav‡bi Rb¨ A‡bK evwbwR¨K 
md&UIq¨vi wbg©vZv cÖwZôvb wewfbœ †cÖvMÖvg evRviRvZ K‡i _v‡Kb G¸wj‡K ejv nq c¨v‡KR †cÖvMÖvg| †hgb †jLv‡jwLi Rb¨ 
Iq©vW †cÖv‡mwms †cÖMÖvg (Microsoft Word), wnmve wbKv‡ki Rb¨ †¯cÖWwmU †cÖvMÖvg (Microsoft Excel), †WUv Gw›Uª I 
A¨vbvjvBwmm Gi Rb¨ WvUv‡eR (Microsoft Access) BZ¨vw` wewfbœ †cÖvMÖvgB n‡”Q c¨v‡KR †cÖvMÖvg| 
 

9.2 c¨v‡KR †cÖvMÖvg  RbwcÖqZvi KviY 
mvavi‡bi e¨env‡ii Rb¨ m‡e©vZfv‡e Dc‡hvMx  K‡i c¨v‡KR †cÖvMÖvg  ‰Zwi Kiv nq | mvavib e¨enviKvix‡`i mgm¨vejx 
we‡ePbvq G‡b wewfbœ mdUIq¨vi †Kv¤úvwbi `¶ †cªvMÖvgviMY c¨v‡KR †cÖvMÖvg  ‰Zwi  K‡i _v‡Kb | Kv‡RB c¨v‡KR †cÖvMÖvg  
e¨envi K‡i mgm¨v mgvavb Ki‡Z e¨enviKvix‡K †cªvMÖvwgs-G †Zgb Áv‡bi cÖ‡qvRb nq bv | ZvQvov c¨v‡KR †cÖvMªv†g †gby  
e¨env‡ii myweav _vKvq †gby e¨enviKvix wb‡RB mgm¨v mgvavb Ki‡Z cv‡ib| Gme Kvi‡b c¨v‡KR †cÖvMªvg me© mvavi‡bi 
Kv‡Q RbwcÖq | 
 

9.3  AiMvbvB‡Rmb Ae c¨v‡KR †cÖvMÖvg 
msMV‡bi wePv‡i evwbwR¨K c¨v‡KR †cÖvMÖvg‡K ỳB fv‡M fvM Kiv hvq|  
1. GKK cÖwµqv c¨v‡KR I 2. GKxf~Z c¨v‡KR  
 

9.3.1  GKK cÖwµqv c¨v‡KR 
GB c¨v‡KR ïaygvÎ GKB ai‡bi mgm¨v mgva‡bi Rb¨ e¨eüZ nq| GB †cÖvMÖvg¸wjI evwbwR¨K md&UIq¨vi cÖwZóvb 
evRviRvZ K‡i _v‡Kb| †hgb †U·U †jLvi Rb¨ Iq©vWóvi, Iq©vW cvi‡d± Ges MÖvd© ev PvU© †cÖvMÖvg| Z‡e G¸wji e¨envi 
GLb bvB ej‡jB P‡j|  
 

9.3.2  GKxf~Z c¨v‡KR 
wewfbœ ai‡bi mgm¨v mgvav‡bi Rb¨ GKwU c¨v‡KR †cÖvMÖvg e¨envi Kiv nq G¸wj‡K GKxf~Z c¨v‡KR †cÖvMÖg e‡j| †hgb, 
gvB‡µvmd&U Awdm GwU‡Z Iqv©W †cÖv‡mwms, †¯cÖWwmU, †WUv‡eR g¨v‡bR‡g›U, †cÖ‡R›Ukb †cÖvMÖvg meB Av‡Q| Avevi 
wK¬cAvU© bv‡g GKwU Kgb BDwUwjwU †cÖvMÖvg Av‡Q hv wKbv me¸wji mv‡_ wjsK K‡i KvR K‡i|  
 

9.4.  c¨v‡KR †cÖvMÖv‡gi e¨envi  
GLb Avgiv wfbœ wfbœ c¨v‡KR †cªvMÖvg wb‡q Avjv`v Avjv`v we —̄vwiZ Av‡jvPbv Ki‡ev| D‡j−L¨ †WUv‡eR e¨e¯’vcbvi Rb¨ 
Avjv`v GKwU Aa¨vq mshy³ Kiv n‡q‡Q|  
 

9.4.1 IqvW© cÖ‡mwms 
 

9.4.1.1 gv‡µvmdU IqvW© (Microsoft Word) 
Microsoft Word n‡”Q GKwU Word Processing Program Bnv Microsoft Awd‡mi GKwU Ask| mvaviYZ 
wPwVcÎ †jLv, w_wmm †ccvi ˆZix Kiv, mvaviY K‡¤úvR BZ¨vw` KvR Kivi Rb¨ Microsoft Word ev MS Word 
e¨envi Kiv nq| GB eB‡Z Avgiv MS Word Gi me©‡kl fvm©b wb‡q Av‡jvPbv Ki‡ev| Z‡e c‚e©eZx© fvm©b (97, 2000, 
XP, 2003) Gi e¨vwZµg¸‡jv wb‡q Av‡jvPbv Ki‡ev| G‡Z Word 97 †_‡K ïi“ K‡i Word 2007 (Word 11) ch©š— 
G g¨vbyq¨v‡j Aš—f~©³ Kiv | 
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Windows Ges MS Word 
Windows n‡”Q GKwU c−vUdg© Ges Word (Office) n‡”Q hvbevnb| g‡b Ki“b Avcwb †Kv_vI ev‡m K‡i åg‡Y hv‡eb| 
†m‡¶‡Î wewfbœ ai‡bi evm n‡Z cv‡i| †KvbUv Normal, Avevi †KvbUv †Pqvi †KvP, A_ev †KvbUv AC †KvP BZ¨vw` 
wewfbœ ai‡bi n‡Z cv‡i| wKš‘ Avcbv‡K cÖ_gZ c −vUdg© ev †ók‡b †cŠQv‡Z n‡e| GB †ókbwU 95 mv‡j ˆZix mvaviY †Mv‡Qi 
n‡Z cv‡i| Avevi 2000 mv‡j ˆZix AviI GKwU DbœZ n‡Z cv‡i A_ev me©vwaK myweav m¤^wjZ 2007 mv‡j ˆZix n‡Z 
cv‡i| Windows n‡”Q G‡¶‡Î c−vUdg© ev †ók‡bi gZ Ges cÖwZwU †ókb †_‡KB wewfbœ ai‡bi ev‡m A_©vr Normal 
†_‡K AC †KvPmn †h †Kvb ai‡bi †Kv‡P hvIqvi e¨e¯’v Av‡Q| g‡b ivL‡eb MS Word n‡”Q Avcbvi hvbevnb|  
 

Windows ïi“ Kiv 
cÖ_‡g Avcbvi mvg‡bi †W¯‹Uc Kw¤úDUviwU m¤^‡Ü mvgvb¨ Av‡jvKcvZ Kiv hvK| a‡i wbw”Q Laptop ev Notbook ev‡` 
Avcbvi †Uwe‡j iw¶Z Desktop Kw¤úDUv‡i Avcwb KvR Ki‡Qb Ges GwU Pentium MÖ“‡ci †h †Kvb Kw¤úDUvi n‡Z 
cv‡i| 
  

†`Lyb Kw¤úDUv‡ii K‡qKwU Ask Av‡Q| e‡·i gZ †`L‡Z wWfvBmwU  System Unit ev CPU (Central Processing 
Unit) e‡j|  
 

Kw¤úDUvi Gi mv‡_ GKwU UvBc ivBUvi _v‡K| GwUi gva¨‡g System Unit G wewfbœ ai‡bi Bbdi‡gkb †`Iqv n‡q 
_v‡K| Kw¤úDUv‡ii fvlvq GB UvBc ivBUviwUi bvg Keyboard|  
 

GQvov cÖwZwU Kw¤úDUv‡ii mv‡_ GKwU †Uwjwfkb _v‡K| System Unit G †cÖv‡mm Kiv djvdj GLv‡b †`Lv hvq| GwU‡K 
e‡j OutPut Device| Kw¤úDUv‡ii fvlvq GwU‡K Monitor ev VDU (Visual Display Unit) e‡j|  
 

Avi Bu`y‡ii gZ †`L‡Z j¤^v †jRIqvjv †QvU wWfvBmwU‡K e‡j Mouse| 
 

cÖvKwUK¨vj ïi“ Kiv 
Pjyb ïi“ Kiv hvK 
Windows ïi“ Kivi Rb¨ Step by Step wb‡Pi KgvÛ¸‡jv cÖ‡qvM Ki“b| 
 

Steps 
1. Kw¤úDUv‡ii mg —̄ wWfvB‡mi Kv‡bKkb wVK Av‡Q wbwðZ n‡q wbb Ges B‡jKwUªK myBR †evW© (ev UPS ev IPS ev 

Stablizer) Gi myBP Pvjy Av‡Q wbwðZ n‡q wbb| 
2. CD/Floppy WªvB‡f †Kvb wW‡¯‹U _vK‡j Zv †ei K‡i wbb| 
3. Avcbvi System Unit (CPU) Ges gwbU‡ii Power myBP On Ki“b| 
4. ïi“ n‡e Windows Ges gwbU‡i Start Up Logo Avm‡e|  
 

GKUz c‡i mvg‡b Avm‡e wb‡Pi Qwei gZ Windows Screen ev Deskop| GB ¯Œxb‡K Starting Screen ev 
Operating Screen ev Platform ev Start up Screen I ejv nq| Desktop-G wKQy Icon (¶z̀ ª Qwemn Qwei bvg 
†hgb My Computer, Recycle Bin BZ¨vw`) Ges GKwU j¤^v wdZvi gZ e¨vÛmn wb‡P evgw`‡K GKwU Start evUb 
_vK‡e| 
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Microsoft Word ïi“ Kiv 
 

MS Word ïi“ Kivi Rb¨ wb‡Pi Step ¸‡jv G‡K G‡K e¨envi Ki“b| 
Steps  
1. cÖ_g Mouse c‡q›Uvi (DaŸ©gyLx Zxi) Start evU‡bi  Dci  G‡b wK¬K Ki“b| 
†`Lyb wb‡Pi Qwei gZ GKwU Pop Up †gby A_©vr DaŸ©gyLx GKwU †gby Avm‡e, †hLv‡b wbP †_‡K h_vµ‡g All Programs 
Ges Ab¨vb¨ mdU&Iq¨v‡ii bvg (Windows XP/2004) A_ev Shut Down, Log off, Help and Support, Find 
(Search), Setting, Documents, Programs (Windods 98) BZ¨vw` †jLv _vK‡e| 
 

        
 

  Icon 
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2. Gici Pop Up †gbyi Dc‡ii w`K †_‡K All Programs (ev Programs) AvBK‡b Click Ki“b| 
3. †`Lyb Wvbw`‡K Av‡iKwU Drop Down †gby A_©vr wbgœMvgx †gby Avm‡e| †hLv‡b A‡bK †cÖvMÖv‡gi bvg †jLv _vK‡e|  
4. Microsoft Office G Click K‡i Avi GKwU bZzb †gby †_‡K Microsoft Office>Microsoft Office 

Word 2007 wm‡j± Ki“b| 
 

 
 

wKQy¶‡Yi g‡a¨ c ©̀vq MS-Word óvU©Avc Logo Avm‡e Ges †k‡l MS Word Gi GKwU dvuKv ¯Œxb Avm‡e| 

  ms‡¶‡c:Start>Programs/All Programs>Microsoft Office>Microsoft Office Word 2007         

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
MS WORD Screen Gi msw¶ß weeiY 
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GKwU bZzb File/Document wb‡q KvR Kiv 
hLbB Avcwb Microsoft Word ïi“ Ki‡eb| Avcbvi mvg‡b GKwU bZzb Blank W‡Kv‡g›U Avm‡e| G Ae ’̄vq Avcbvi 
mvg‡b †h Screen †`L‡Z cv‡”Qb GUv n‡jv Microsoft Word Gi Screen | j¶¨ Ki“b Blank W‡Kv‡g‡›Ui 
evgcv‡k, Dc‡ii w`‡K GKUv j¤^v `vM R¡j‡Q Avi wbf‡Q| GUvi bvg Inserttion Point (BbmvU©kb c‡q›U) ev Kvm©i 
(cursor)| GLv‡bB †jLv ïi“ Kiv hvq|  
 

 
 
Word G UvBc Kiv 
1. Avcbvi bvg wjLyb, †hgb: Monir Hossain 

 
 

wbLuyZ UvBc Kiv (cÖ̈ vKwUK¨vj) 
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GLb cÖ‡qvRbxq Kx e¨envi K‡i wbLuyZfv‡e wKQy †U·U UvBc Ki“b| AvcvZZ jvB‡bi †k‡l ev Ab¨ †Kv_vI Enter Kx †cÖm 
Kivi cÖ‡qvRb †bB|  g‡b ivL‡eb Word-G cÖwZwU jvB‡bi †k†l Kvm©i A‡Uv‡gwUK c‡ii jvB‡b P‡j hv‡e| †hgb:  
1. wb‡Pi Text ¸‡jv UvBc Ki“b:-  
 

Whether you are a seasoned word user or a first-timer, this 
book meets you at your current level and helps you grow 
from there. 

  
 
2. Gevi Kx‡evW©  †_‡K `yBevi Enter Kx †cÖm Ki“b| 
3. AveviI wb‡Pi †jLv¸wj UvBc Ki“b| 
 

If you’re already familiar with word’s functionality, you’ll 
find plenty of help to streamline and enhance your work. 

 

( ) eZ©gvb W‡Kv‡g›U Close Kiv  
eZ©gvb W‡Kv‡g›U‡K cybivq Ly‡j bZzb wKQy ms‡hvRb K‡i e¨envi Kivi `iKvi n‡j W‡Kv‡g›UwU cÖ_‡g msi¶Y (Save) 
K‡i wb‡Z nq| Save Kivi cÖwµqv wb‡q GKUz c‡i Avgiv we —̄vwiZ Rvbv‡ev| AvcvZZ eZ©gvb dvBjwU cix¶vg‚jK dvBj 
nIqvq Save bv K‡i Close Ki‡ev| eZ©gvb W‡Kv‡g›U Close Kivi Rb¨ wb‡¤§v³ KgvÛ cÖ‡qvM Ki“b:  
Steps      
1. †gby †_‡K Quick Access Uzjevi †_‡K Office evU‡b wK¬K K‡i Wªc WvDb Avm‡j me‡P‡q wb‡P Aew ’̄Z Close 

evU‡b wK¬K Ki“b| (Home, Insert BZ¨vw` wieb/†gbyev‡ii me‡P‡q Wv‡b Aew¯’Z ( ) evU‡b wK¬K K‡iI KvRwU 
Kiv hv‡e| ) 
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W‡Kv‡g›UwU Save Ki‡eb wKbv cÖkœ mn (Do You Want to save the changes to...) WvqvjM e· Avm‡e| Yes, 
No Ges Cancel bv‡g wZbwU evUb Avm‡e|  
 

 
 

2. Save bv Kivi Rb¨ No evU‡b wK¬K Ki“b| W‡Kv‡g›UwU eÜ n‡q hv‡e|  

( ) Microsoft Word †_‡K †ei nIqv  
j¶¨ Ki“b Close Kgv‡Ûi Kvi‡Y Microsoft Word G _vKv eZ©gvb dvBjwU Close n‡q‡Q wKš‘ †Kvb W‡Kv‡g›U Qvov 
UvB‡Uj evimn MS Word GLbI †Lvjv i‡q‡Q| GLb Avgiv bZzb duvKv dvBj Ly‡j ev Av‡M †mf K‡i ivLv dvBj Ly‡j 
MS-Word G KvR Ki‡Z cvwi A_ev MS-Word eÜ Ki‡Z cvwi| Pjyb wb‡¤§v³ KgvÛ cÖ‡qvM K‡i Word eÜ Kwi: 
Steps 
 

†gby †_‡K Quick Access Uzjevi †_‡K Office evU‡b wK¬K K‡i Wªc WvDb Avm‡j me‡P‡q wb‡P Wvbcv‡k Aew ’̄Z Exit 
Word evU‡b wK¬K Ki“b|  

 

  
 

A_ev, Home, Insert BZ¨vw` wieb/†gbyev‡ii Wv‡b Aew¯’Z µm mvBb ( ) ev Close evU‡b wK¬K Ki“b| MS Word 
eÜ n‡e Ges Kw¤úDUvi Avevi Desktop G wd‡i Avm‡e| 

ms‡¶‡c: Office Button>Exit Word, No ev Alt+F4, No  
 

 

( ) dvBj Save (msi¶Y) Kiv 
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Avgv‡`i ˆZix Kiv W‡Kv‡g‡›Ui wewfbœ †U·U ev Ab¨vb¨ Dcv`vb (†Uwej, Qwe BZ¨vw`) †jLvq ev ms‡hvR‡bi ci dvBjwU‡K 
Save Kivi cÖ‡qvRb nq| bB‡j Kv‡i›U P‡j †M‡j A_ev Ab¨ †Kvb Kvi‡Y Kw¤úDUvi eÜ n‡q †M‡j GB KvR¸‡jv Save 
bv _vK‡j nvwi‡q hv‡e|  

cÖ_g evi Save Kiv  
GB gvÎ †h Text ¸‡jv †jLv n‡jv †m¸wj‡K Avgiv GLb †mf Ki‡ev|  
Steps 
1. Quick Access Uzjevi †_‡K Office evU‡b wK¬K Ki“b Wªc WvDb †gby  Avm‡e|  
 

 
2. GLvb †_‡K Save G wK¬K Ki“b| A_ev (Alt+F,S ev Ctrl+S) A_ev Quick Access ev‡ii wØZxq evUb A_©vr 

†mf evU‡b ( ) wK¬K Ki“b| Avcbvi mvg‡b Save As bv‡gi WvqvjM e· Avm‡e| GLb Avgiv dvB‡ji GKwU bvg 
w`‡q  dvBjwU Save Ki‡ev| 

 

 
 

3. wb‡Pi w`‡Ki File Name †jLv Ack‡bi Wvbw`‡Ki N‡i wK¬K Ki“b Ges dvB‡ji GKwU bvg wjLyb| †hgb 
Nova1| 
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4. †k‡l WvqvjM e‡·i wb‡Pi Wvbw`‡K Aew¯’Z Save evU‡b wK¬K Ki“b| 
dvBjwU My Document bv‡gi †dvìv‡i Nova1 bv‡g Save n‡e| j¶¨ Ki“b Word ¯Œx‡bi Dc‡i evgw`‡K UvB‡Uj 
ev‡i Micrsoft Word †jLvi mv‡_ dvB‡ji bvg Nova1 †`Lv hv‡e|  
 

 
 

Gfv‡e AveviI K‡qK jvBb Text UvBc Ki“b Ges File>Save KgvÛ w`b| j¶¨ Ki“b cÖ_g ev‡ii ci Avi WvqvjM e· 
Avm‡e bv| A_©vr GLb hZeviB †mf Ki“b, dvBjwU Nova1 bv‡g †mf n‡Z _vK‡e|  
5. KvR †k‡l †gby †_‡K Close KgvÛ w`b A_ev (Alt+F4 ev Alt+F,C) †cªm Ki“b | 
 

( )Av‡M †mf K‡i ivLv dvBj Open Kiv 
wewfbœ mg‡q Kv‡Ri cÖ‡qvR‡b Avgiv wewfbœ ai‡bi dvBj UvBc K‡i Avjv`v Avjv`v bvg w`‡q wbw`©ó †jv‡Kk‡b (WªvBf Ges 
†dvìv‡i) †mf K‡i ivwL| cieZx©‡Z †mB dvBj Ly‡j Print ev wewfbœ iK‡gi GwW‡Ui cÖ‡qvRb n‡Z cv‡i| †gvU K_v 
Av‡MB ˆZix K‡i ivLv dvBj evi evi †Lvjvi cÖ‡qvRb n‡Z cv‡i| cyivZb dvBj Lyj‡Z wb‡b¥v³ KgvÛ cÖ‡qvM Ki“b|  
Steps  
1. gvDm c‡q›Uvi Øviv Quick Access Uzjevi †_‡K Office evU‡b wK¬K K‡i †gby †_‡K Open evU‡b wK¬K Ki“b| 

(Alt+F,O A_ev Ctrl+O) †cªm Ki“b | 
Open WvqvjM e· Avm‡e| e‡· Kvw•LZ dvB‡ji wjó bv _vK‡j GKwU Vertical †¯Œvj ev‡ii DaŸ©gyLx ev wbgœgywL Zx‡i 
wK¬K Ki‡j Aewkó dvBj¸‡jv †`Lv hv‡e|  
2. dvB‡ji wjó †_‡K cQ‡›`i dvBjwU (†hgb Nova1) wK¬K K‡i wm‡j± Ki“b Ges WvqvjM e‡·i Wvbw`‡Ki wb‡Pi 

cÖvš— †_‡K Open evU‡b wK¬K Ki“b|  
 

  
 



10 

Avcbvi wm‡j± Kiv dvBjwU Ly‡j hv‡e| cÖ‡qvRbxq GwWU K‡i dvBjwU †mf K‡i eÜ Ki“b|  
 

 ( ) bZzb duvKv Document/File †Lvjv 
 

GKUv W‡Kv‡g‡›U KvR Ki‡Z Ki‡Z m¤ú‚Y© bZzb Ab¨ GKUv duvKv W‡Kv‡g›U `iKvi n‡Z cv‡i| MS-Word G GKmv‡_ 
A‡bK¸‡jv W‡Kv‡g›U Ly‡j KvR Kiv †h‡Z cv‡i| wb‡Pi Step ¸‡jv AbymiY Ki“b| 
1. Quick Access Uzjevi †_‡K Office evU‡b wK¬K Ki“b| GLvb †_‡K New KgvÛ w`b| (Ctrl+N ev Alt, F, N) 
 

 
 

3. New Document WvqvjM e· Avm‡e Ges Blank Document AvBKb wm‡j± _vK‡e, Create evU‡b wK¬K 
Ki“b|   

 

 
 

m¤ú‚Y© duvKv GKwU bZzb W‡Kv‡g›U Avm‡e Ges ¯Œx‡bi Dc‡ii w`‡K ev‡g j¤^v GKwU †iLv R¡j‡e Ges wbf‡e A_©vr Kvm©i 
(Insertion Point) †`Lv hv‡e| B”QvgZ †U·U UvBc Ki“b|  

1. A_ev, Uzjevi †_‡K cÖ_g Uzj A_©vr New Uzj ( ) Gi Dci c‡q›Uvi G‡b wK¬K Ki“b| mivmwi GKwU duvKv 
W‡Kv‡g›U Avm‡e|  

dig¨vUmn `iLv —̄ UvBc Kivi †cÖv‡R± (cÖvKwUK¨vj) 
BwZg‡a¨B Avgiv Word G KvR Kivi wKQy †KŠkj †R‡bwQ Ges Kx-†ev‡W©i wKQy Kx m¤^‡ÜI †R‡bwQ| †hgb- Enter Kx 
†cÖm Ki‡j Kvm©i cieZ©x jvBb ev c¨vivMÖvd G Ae¯’vb K‡i| Tab Kx †cÖm Ki‡j Kvm©i eZ©gvb Ae¯’vb †_‡K .5 BwÂ (Ava 
BwÂ) Wv‡b Ae¯’vb K‡i| †Kvb Iqv‡W©i cÖ_g A¶i eo nv‡Zi Kivi Rb¨ Shift Kx †cÖm Kiv Ae¯’vq A¶i UvBc Ki‡Z nq 
BZ¨vw`|  
Pjyb wb‡Pi `iLv —̄wU UvBc Kiv hvK- 
 

To 
      Managing Director  
      Nova Computer, Dhaka 
 
 
Sub : Application to get New Lesson Note.  
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Sir,  
I beg  most respectfully to state that I am a student of “Nova Computer” at foundation course. 
My name is Mohammad Nurul Islam Chowdhury, Roll No: FND-00353B|  Unfortunately I have 
lost my Lesson Note of foundation Part 1. This is a horrible condition to me to understand the 
class. 

 
So I would be grateful,if you kindly provide me another lesson Note.  

 
 
Your Faithfully  
Mohammad Nurul Islam Chowdhury 
Roll No-FND-DHK-00353B 

†jLv ïi“i Av‡M wbwðZ n‡q wbb| Kx †ev‡W©i Caps Lock evwZ Ad Av‡Q|  
Steps 
1. cÖ_g T wU eo nv‡Zi nevi Kvi‡Y Kx‡evW©  †_‡K Shift Kx mn‡hv‡M T UvBc Ki“b Ges Shift Kx †Q‡o w`‡q O 

UvBc K‡i GKevi Enter †cÖm Ki“b cieZ©x jvB‡b Kvm©i Ae¯’vb Ki‡e|  
 

 
 

j¶¨ Ki“b wØZxq jvBbwU evg w`‡K wKQyUv duvKv RvqMv †i‡L ïi“ Ki‡Z n‡e|  
2. myZivs Kx‡evW© †_‡K GKevi Tab Kx †cÖm K‡i wjLyb Managing Director Ges Enter †cÖm Ki“b, c‡ii jvB‡b 

Kvm©i Ae¯’vb Ki‡e| AveviI GKevi Tab †cÖm K‡i Nova Computer, Dhaka wjLyb|  
 

 
 

j¶¨ Ki“b Z…Zxq Ges PZz_© jvB‡bi g‡a¨ ỳB jvBb cwigvb duvKv RvqMv i‡q‡Q| Avcbvi Kvm©i GLb Z…Zxh jvB‡bi †k‡l 
Ae¯’vb Ki‡Q|  
3. †gvU 3 evi Enter †cÖm Ki“b Ges wjLyb Sub: Application to get new Lesson Note.  
 

 
 

4. AveviI Kx‡evW©  †_‡K 2 evi Enter †cÖm Ki“b Ges wjLyb Sir| GLb cieZ©x jvB‡b †h‡Z n‡e Ges †jLv ïi“i 
Av‡M duvKv RvqMv ivL‡Z n‡e|  

5. GKevi Enter †cÖm Ki“b Ges GKevi Tab †cÖm K‡i wjL‡Z _vKzb|  
6. I beg most respectfully to state that I am a student of “Nova Computer” at foundation 

course. My name is Mohammad Nurul Islam Chowdhury, Roll No: FND-00353B 
Unfortunately I have lost my Lesson Note of foundation Part 1. This is a horrible condition 
to me to understand the class. ch©š—|  

(g‡b ivL‡eb jvB‡bi †k‡l †Kvb Enter †cÖm Kivi `iKvi bvB| KviY jvBb †k‡l Kvm©i A‡Uv‡gwUK c‡ii jvB‡b P‡j 
hv‡e) 
7. AveviI GKevi Enter †cÖm Ki“b Ges GKevi Tab †cÖm K‡i †jLv ïi“ Ki“b So I would be grateful, if you 

kindly provide me another lesson Note. †k‡l 3 evi Enter †cÖm K‡i c‡ii jvB‡b Ae ’̄vb Ki“b|  
8. GLb †kl wZbwU jvBb wjL‡Z n‡e Ges †kl wZb jvBb Wvbw`‡K Ae¯’vb Ki‡e|  
9. †gvU 6 evi Tab Kx †cÖm K‡i wjLyb Your faithfully Ges Enter †cÖm Ki“b|  
10. cieZ©x `yBwU jvBb ïi“i Av‡MI 6 evi K‡i Tab †cÖm K‡i Ges †k‡l Enter †cÖm K‡i evKx `yB jvBb †U·U wjLyb|  
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†gvUvgywU GKwU `iLv¯— †jLv n‡jv cieZ©x‡Z GB `iLv‡ —̄ AviI wewfbœ ai‡bi cwieZ©b Avbv n‡e|  
 
 

Document Gi wewfbœ ¯’v‡b Kvm©i ms¯’vcb  
 

W‡Kv‡g‡›Ui wewfbœ ’̄v‡b Kvm©i ms ’̄vcb Kivi Av‡M GKvwaK c„ôvq B”QvgZ †h †Kvb †U·U wj‡L †bIqvi Aby‡iva iBj| 
GwW‡Ui Rb¨ wba©vwiZ As‡k Kvm©i †bevi Rb¨ Mouse ev Kx †ev‡W©i Kvm©i Kx †mU (Enter Kxi cv‡k Dci, wbP, Wvb, 
ev‡g Zxi wPý m¤^wjZ 4wU Kx) e¨envi Kiv hvq| wb‡P → ev ← RvZxq wP‡ýi gva¨‡g Kx †ev‡W©i Kvm©i Kx †evSv‡bv 
n‡q‡Q|  
Kx †ev‡W©i e¨envi  

To Move To Key To Move To Key 
GK A¶i Wv‡b → GK A¶i ev‡g ←
GK Line wb‡P ↓ GK Line Dc‡i ↑
GK Word Wv‡b Ctrl+→ GK Word ev‡g Ctrl+← 
Line Gi †k‡l End Line Gi ïi“‡Z   Home 
c¨vivi cÖ_‡g Ctrl+↑ c¨vivi †k‡l Ctrl+↓ 
GK Screen Dc‡i  Page Up GK Screen wb‡P  Page Down 
Screen Gi ïi“‡Z   Ctrl+Page Up Screen Gi †k‡l Ctrl+Page Down 
Document Gi ïi“‡Z  Ctrl+Home Document Gi †k‡l Ctrl+ End 

 

Text Block/Select Kiv 
Document G wewfbœ mgq wewfbœ Line ev Paragraph ev Word †K Cut, Copy, Color cwieZ©b, Format Kiv, 
Edit Kiv BZ¨vw` Kivi cÖ‡qvRb nq| G‡¶‡Î H AskUzKz A_©vr Kvw•LZ Line ev Word ev Paragraph †K 
Block/Select K‡i wb‡Z nq| gvDm WªvM K‡i ev Kx‡evW©  †_‡K Shift Ges Arrow (Cursor Kx †mU) Kx e¨envi K‡i 
e −K/wm‡j± Kiv hvq| K‡qK jvBb Text wj‡L wb‡gœv³  KgvÛ cÖ‡qvM Ki“b| 
 

Block Qvov‡bv 
†h †Kvb duvKv ¯’v‡b wK¬K Ki‡j A_ev Kx‡evW©  †_‡K †h †Kvb Arrow Kx †cÖm Ki‡jB Block gy‡Q hv‡e|  
 

Kjvg Abymv‡i Block/Select Kiv  
 

A‡bK mgq Text Kjvg AvKv‡i wm‡j‡±i cÖ‡qvRb nq| †hgb GKwU ev‡qvWvUv †jLv Av‡Q| Ab¨R‡bi ev‡qvWvUv †jLvi 
Rb¨ dig¨vU wVK †i‡L ïaygvÎ Z_¨ cwieZ©‡bi †¶‡Î Kjvg Abymv‡i wm‡j± K‡i Av‡Mi R‡bi Z_¨ gy‡Q bZzb R‡bi Z_¨ 
BZ¨vw` †jLvi cÖ‡qvRb n‡Z cv‡i| wb‡Pi KgvÛ¸‡jv cÖ‡qvM Ki“b- 
Steps 
1. †hLvb †_‡K Select/Block ïi“ Ki‡Z Pvb Zvi evgcv‡k gvDm c‡q›Uvi wb‡q Kx‡evW©  †_‡K Shift+Alt †cÖm K‡i 

a‡i ivLv Ae ’̄vq, gvDm evUb wK¬K K‡i evUb bv †Q‡o †h ch©š— wm‡j± Ki‡Z Pvb †m ch©š— WªvM Ki“b †k‡l cÖ_‡g 
gvDm evUb Ges c‡i Shift+Alt Kx †Q‡o w`b| j¶¨ Ki“b Avcbvi cÖ‡qvRbxq Line ev Paragraph wb‡Pi gZ e −K 
n‡e| 
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gvDm Wªv‡Mi cwie‡Z© Kx‡evW©  †_‡K Arrow Kx e¨envi Kiv †h‡Z cv‡i| g‡b ivL‡eb Block Kivi mgq Kvw•LZ ’̄v‡bi 
cÖ_g †_‡K ïi“ K‡i †kl ch©š— WªvM (ev Arrow Kx e¨envi) Ki‡Z n‡e A_ev †kl †_‡K ïi“ K‡i cÖ_g ch©š—I WªvM ev 
Arrow Kx e¨envi Ki‡Z cv‡ib| 
 

mg —̄ Documnet wm‡j± Kiv 
2. Kx‡evW© †_‡K Ctrl+A †cÖm Ki“b|  

Format Kiv 
 

†U·U †jLvi ci Text Gi Font Gi aib cwieZ©b, mvBR cwieZ©b, Kvjvi cwieZ©b, cÖ‡qvR‡b AvÛvijvBb †`Iqv ev Mvp 
Kiv, eo nv‡Zi †jLv †QvU nv‡Zi Kiv, BZ¨vw` bvbv cÖ‡qvR‡b †U·U Gi Formatting Gi cÖ‡qvRb nq| Avgiv wKQy †U·U 
wj‡L cÖ_‡g †mwUi K‡qKwU Kwc ˆZix Kiv‡ev Ges c‡i cÖwZwU Kwc‡Z wewfbœ ai‡bi Format K‡i †Pnvivi cwieZ©b 
†`L‡ev|  
Steps 
 

1. UvBc Ki“b Nova Computer Ges GKevi Enter †cÖm Ki“b| Kvm©i †U·U †jLvi wb‡Pi jvB‡b Ae¯’vb Ki‡e| 
2. Nova Computer †jLvwU wm‡j± Ki“b| 

3. Clipboard KgvÛMÖ“c †_‡K Copy ( ) evU‡b wK¬K Ki“b| (Ctrl+C  ev Alt+E)  
 

 
 

4. Nova Computers †jLvi wb‡Pi jvB‡b wK¬K Ki“b Kvm©i Avm‡e|  
 

  
 

5. Enter w`b Ges Clipboard KgvÛMÖ“c †_‡K Paste ( ) evU‡b wK¬K Ki“b| Nova Computers †jLvi GKwU 
Kwc Avm‡e Ges Kvm©i wØZxq jvB‡bi †k‡l Ae¯’vb Ki‡e|  
 

 
 

6. AveviI †gby †_‡K Edit>Paste-KgvÛ w`b| Gfv‡e †gvU 10/12wU Kwc ˆZix Ki“b | 
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di‡gwUs Kiv 
Font wm‡j± Kiv 
 

GLb cÖwZwU jvB‡b Avjv`v Avjv`v Format Ackb †hvM Ki‡ev| Formatting Uzjevi e¨envi K‡i ev †gby †_‡K 
Format Kiv m¤¢e| eB‡Z Uzjevi Ges †gby †_‡K Format `yB wel‡qi Av‡jvPbv Kiv n‡jv|  
 
 
Steps 
1. cÖ_g jvBbwU (Nova Computer) WªvM K‡i Block Ki“b|  
2. cÖ_g jvBb wm‡j± †k‡l Font KgvÛMÖ“c †_‡K Dc‡ii cÖ_g Uzj (d‡›Ui bvg †jLv) ( ) Gi Wªc 

WvD‡b (wb‡gœv³ Zxi) wK¬K Ki“b| wewfbœ d‡›Ui bvgmn cyj WvDb †gby Avm‡e| Arial d›U wm‡j± Ki“b|  
 

 
 

Font cwiewZ©Z n‡q Arial n‡e| Gfv‡e wewfbœ ai‡bi Font wm‡j± Kiv nq| evsjv FontI GLvb †_‡K wm‡j± Kiv nq|  
 

d‡›Ui Size cwieZ©b  
†U·U †jLvi ciI d‡›Ui mvBR †QvU/eo Kiv hvq|  
1. Nova Computer †jLv wØZxq jvBb wm‡j± Ki“b|  
2. †jLv wm‡j± K‡i Font KgvÛMÖ“c †_‡K d‡›Ui cv‡ki (msL¨v †jLv) Gi Wªc WvD‡b wK¬K Ki“b| wewfbœ mvBRmn cyj 

WvDb †gby †_‡K 36 wm‡j± Ki“b| †h †Kvb msL¨vq gvDm wb‡j W‡Kv‡g‡›Ui †jLvq wcÖwfD †`Lv‡e|  
  

 
 

Tips:‡jLv wm‡j± Kivi ci Ctrl+Shift+> †cÖm Ki‡j d›U mvBR eo nq| Ctrl+Shift+< †cÖm Ki‡j d›U mvBR †QvU nq Ctrl+] †cÖm Ki‡j 1 c‡q›U eo 
nq Ges Ctrl+[ †cÖm Ki‡j 1 c‡q›U †QvU nq| D‡j −L¨ mvBR e‡· B”Qvg‡Zv mvBR UvBc K‡i Ges Enter †cÖm K‡iI mvBR cwieZ©b Kiv hvq| 
 

d‡›Ui Style/Bold cwieZ©b 
d›U Style †_‡K GLb Bold Ackb wm‡j± Ki‡ev|  
1. Nova Computer †jLv Z…Zxq jvBb wm‡j± Ki“b|  
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2. Font KgvÛMÖ“c †_‡K †_‡K Font Gi wb‡Pi w`‡Ki evUb A_©vr ( ) †jLv cÖ_g evU‡bi Dci wK¬K Ki“b|   
 

  

†jLv †evì ev Mvp n‡e|  

†U·U Italic Kiv 
3. GKB cÖwµqvq cieZ©x jvBb wm‡j± Ki“b|   
4.  Font KgvÛMÖ“c †_‡K †_‡K 2 bs Uzj A_©vr I †jLv Uz‡j wK¬K Ki“b| †jLv euvKv  n‡e|  
  

 
 

†U·U Underline Kiv 
Word G wewfbœ ai‡bi Underline Kiv hvq|  
Steps 
5. GKB cÖwµqvq cieZ©x jvBb wm‡j± Ki“b|   
6. Font KgvÛMÖ“c †_‡K †_‡K 3 bs Uzj A_©vr U †jLv Uz‡j wK¬K Ki“b| †jLv AvÛvijvBb n‡e|  
  

     
 

†U·‡Ui Color cwieZ©b Kiv 
†U·‡Ui iO B”Qvg‡Zv cwieZ©b Kiv hvq|  
1. GKB cÖwµqvq cieZ©x jvBb wm‡j± K‡i Ki“b|  
2. Font KgvÛMÖ“c †_‡K †_‡K A †jLv Uzj ( ) A_©vr Font Color Uz‡j wK¬K Ki“b Wªc WvDb †gby Avm‡e| 

B”Qvg‡Zv Kvjvi wm‡j± Ki“b| 
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†gby †_‡K di‡gwUs Kiv 
Font wm‡j± Kiv 
 

Font KgvÛMÖ“c †_‡K e¨envi K‡i ev †gby †_‡K Format Kiv m¤¢e|  
Steps 
1. GKwU jvBb (Nova Computer) Block Ki“b|  
2. Home wieb wm‡j± _vKv Ae ’̄vq Font  KgvÛMÖ“c Gi wb‡Pi w`‡Ki Zxi wPý m¤^wjZ evU‡b wK¬K Ki“b|   

 

  
 

G Ae¯’vq Avcbvi mvg‡b Font WvqvjM e· Avm‡e| Font Ackb †_‡K Arial wm‡j± K‡i OK Ki“b|  
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Font cwiewZ©Z n‡q Arial n‡e| Gfv‡e wewfbœ ai‡bi Font wm‡j± Kiv nq| evsjv FontI GLvb †_‡K wm‡j± Kiv nq| 
Font WvqvjM e‡·i Underline style option ‡_‡K wewfbœ ai‡bi Underline wm‡j± Kiv hvq,Z‡e(None) wm‡j± 
Ki‡j Av‡M AvÛvi jvBb _vK‡j D‡V hv‡e| Gfv‡e Bold, Italic, Color cwieZ©b BZ¨vw` Kiv hv‡e| 
 

 Text Effect ms‡hvRb 
wb‡Pi Ackb¸‡jv cÖ‡qv‡Mi Rb¨ h_vixwZ AviI GKwU jvBb wm‡j± Ki“b Ges c~‡e©i wbq‡g Font WvqvjM e· Avbyb| g‡b 
ivL‡eb Effect e‡·i Ackb¸‡jv‡Z †PK e‡· (evg w`‡Ki Pvi‡Kvbv) wK¬K Ki‡Z nq| wK¬K Kivi ci †PK e‡· GKwU 
wUK gvK© (9) Av‡m| GwU myB‡Pi gZ KvR K‡i| A_©vr GKevi wK¬K Ki‡j wUKgvK© Av‡m Avevi wK¬K Ki‡j wUKgvK© P‡j 
hvq|  
g‡b Ki“b, †Kvb †U·‡U Effect e· †_‡K  Strikethrough GLb  Zz‡j w`‡Z Pvb, †PK e‡· wK¬K K‡i wUKgvK© Zz‡j 
w`b|  wb‡P Effect ¸‡jv m¤^‡Ü eY©bv †`Iqv n‡jv|  
 

Strikethrough: GwU wm‡j± Ki‡j gvSLvb w`‡q KvUv `vM †`Lv hv‡e| (Alt+O, F, Alt+K, Enter) †hgb: wb‡Pi 
Text wU j¶¨ Ki“b|  

Alignment 
j¶¨ Ki“b Word G †Kvb Document †jLv ïi“ Ki‡j Left Alignment n‡Z _v‡K| A_©vr evg w`‡K jvBb¸‡jv GKB 
RvqMv †_‡K ïi“ nevi Kvi‡Y mgvb _v‡K| G‡¶‡Î Wvbw`‡Ki jvBb¸‡jv Amgvb _v‡K Ges †`L‡Z Lvivc jv‡M| †m‡¶‡Î 
Justify Ki‡j Wvb I evg `yBw`K mgvb n‡q hvq| Right Alignment Ki‡j Wvbw`K mgvb n‡jI evg w`K Amgvb n‡q 
hvq| Avevi Center Alignment Ki‡j †U·U gv‡S Ae¯’vb K‡i Ges Wv‡b I evg mgvb duvKv RvqMv _v‡K| 
Document †K my›`ifv‡e Dc¯’vcb Kivi Rb¨ Alignment GKwU AwZ cÖ‡qvRbxq KgvÛ| Paragraph KgvÛMÖ“c †_‡K 
Alignment Uzj e¨envi K‡i ev †gby †_‡K KgvÛ w`‡q Alignment Kiv hvq|  
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Indentation Kiv  
Paragraph KgvÛMÖ“c †_‡K Align evU‡bi Dc‡ii `yBwU evU‡bi bvg Bullets( ) ,Numbering( ) Ges 
Multilevel ( ) evUb| Zvi c‡ii `yBwU evU‡bi bvg Decrease Indent( ) Ges Increase Indent( ) evUb|  
†h †Kvb B‡Û›U evU‡b wK¬K Ki‡j wm‡j± Kiv Ask A_©vr c¨viv Alignment wVK †i‡L mgvb ỳi‡Z¡ Wv‡b ev ev‡g m‡i 
hv‡e| mvaviYZ Ava BwÂ (.5″)| hw`I Paragraph WvqvjM e· †_‡K †mwUs cwieZ©b Kiv hvq| wb‡Pi wdPviwU j¶¨ 
Ki“b 1 I 2 b¤̂i Point †K Block/Select K‡i GKevi Wvbw`‡K (Increase Indent) evU‡b( ) wK¬K Kiv n‡q‡Q| 
 

 

 
c¨vW ˆZixi †cÖv‡R± 
 

j¶¨ Ki“b wb‡P GKwU c¨vW ˆZix K‡i †QvU GKwU Sample Av‡e`bcÎ †jLv Av‡Q| Avgiv wb‡Riv GwU ˆZix Ki‡ev|  
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Pjyb GLb Avgiv wb‡Riv c¨vWwU ˆZix Ki‡ev|  
 

Steps 
1. cÖ_‡g me †QvU nv‡Zi A¶‡i wjLyb- nova computer Ges Kx‡evW©  †_‡K GKevi Enter †cÖm K‡i wjLyb 50 aziz 

super market AveviI Enter w`b Ges wjLyb| shahbag, dhaka, bangladesh Ges †k‡l AveviI GKevi 
Enter w`b |  

2. GLb gvDm Øviv WªvM K‡i ev Shift+→ (Shift †cÖm Kiv Ae¯’vq) Kx mn‡hv‡M jvBb wZbwU wm‡j± Ki“b|  
 

 
 

3. Font KgvÛMÖ“c Change Case evU‡b ( ) wK¬K Ki“b Wªc WvDb †gby Avm‡e|  
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. 
4. Capitalize Each Work †jLvi Dc‡i wK¬K Ki“b|  

  
 

†U·wUi cÖwZwU Word Gi cÖ_g A¶i eo nv‡Zi n‡e| GLb GB jvBb wZbwU‡K Center Align Ki‡Z n‡e| G‡Z evg I 
Wvbw`‡K mgvb duvKv _vK‡e|  
5. jvBb wZbwU wm‡j± Ae¯’vq Uzjevi †_‡K Center Alignment Uzj ( ) wK¬K Ki“b (Ctrl+E)| †U·U¸wj wVK 

gvSLv‡b em‡e| 
 

 

6. Block Gi evB‡i †Kv_vI wK¬K K‡i wm‡j± Qvwo‡q wbb Ges AveviI ïaygvÎ cÖ_g jvBb Block Ki“b|  
7. Font KgvÛMÖ“c †_‡K Font=Arial, Size=55 Ges B(Bold) evU‡b wK¬K Ki“b| †jLvwU eo Ges Bold n‡e|  

 

 
8. GLb PZz_© jvB‡b gvDm c‡q›Uvi wK¬K K‡i A_ev Down Arrow Kx e¨envi K‡i Kvm©i ivLyb| j¶¨ Ki“b Kvm©i 

¯Œx‡bi gvSgvwS Ae ’̄vb Ki‡Q|  
9. Kx‡evW©  †_‡K wZb evi mgvb wPý (===) UvBc K‡i Enter w`b|  

 

 
 

GKwU Wvej jvBb ˆZix n‡e| GLb Kvm©i wb‡Pi jvB‡b G‡b Date Ges Ref wjL‡Z n‡e|  
10. AveviI Enter †cÖm Ki“b| Paragraph KgvÛMÖ“c †_‡K Left Alignment Uzj ( ) †cÖm K‡i (Ctrl+L) Left 

Align wm‡j± Ki“b| Kvm©i evgw`‡K Ae¯’vb Ki‡e|  
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11. Date... wj‡L Kx‡evW©  †_‡K K‡qKevi Tab †cÖm K‡i Ref... wjLyb| (Ref... †jLvwU c‡ii jvB‡b P‡j †M‡j Ref 
†jLvi R Gi ev‡g Kvm©i G‡b GKevi Backspace Kx †cÖm Ki“b)|  
 

 
 

†gvUvgywU Pad ev Letter head wU ˆZix n‡jv| Av‡e`bcÎwU †jLvi eY©bv c~‡e©B †`Iqv n‡q‡Q| GKB wbqgvbyhvqx Av‡e`b 
cÎwU wj‡L †djyb|  
 

Drop Cap Kiv 
Text †K my›`ifv‡e mw¾Z K‡i, cwÎKvi gZ Paragraph Gi cÖ_g A¶i‡K eo K‡i Dc ’̄vcb Ki‡Z n‡j Drop Cap 
KgvÛ cÖ‡qvM Ki‡Z nq| A‡bK mgq GKB W‡Kv‡g‡›Ui wewfbœ c¨vivMÖv‡di Av‡MI Wªc K¨vc wdPvi e¨envi Kiv nq|  
g‡b ivL‡eb Drop Cap wdPv‡i cÖ‡qvRb‡ev‡a †Kvb MÖvwd·I e¨envi Kiv †h‡Z cv‡i|  
Steps 
1. Paragraph Gi †h †Kvb ¯’v‡b Kvm©i ivLyb (A_ev Avcbvi cQ‡›`i Paragraph Gi cÖ_g Word Gi cÖ_g A¶iwU 

ev m¤ú~Y© Word wU Block/Select Ki“b|) 
2. †gby †_‡K Insert wiebwU wm‡j± Ki“b Text KgvÛMÖ“c †_‡K Drop Cap Gi Wªc WvD‡b wK¬K Ki“b †gby Avm‡e| 

GLvb †_‡K Dropped ev In Margin wm‡j± Ki“b|  

 

    
 

3. c¨vivi cÖ_g A¶iwU eo n‡e|  

 

 
 

hw` Drop Cap Options… Ack‡b wK¬K Ki‡j Av‡Mi gZ WvqvjM e· Avm‡e|  
 

Drop Cap evwZj Kiv 
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Wªc K¨vcwU wm‡j± Ki“b Ges Text KgvÛMÖ“c †_‡K Drop Cap Gi Wªc WvD‡b wK¬K K‡i cÖ_g Ackb A_©vr None 
Ackb wm‡j± Ki“b| Wªc K¨vcwU evwZj n‡e wKš‘ †U·wU wVKB _vK‡e|  
 
Column (Kjvg) ˆZix Kiv 
 

Newspaper ev wewfbœ ai‡bi cÎ cwÎKvq GKvwaK Kjv‡g fvM K‡i †jLv Qvcv‡bv nq| mvaviYZ j¤^v eo jvB‡bi Zzjbvq 
†QvU jvBb co‡Z Ges cieZ©x jvBb Lyu‡R †c‡Z myweav nq| Kjv‡g Qvcv‡bv †jLvi †¶‡Î cÖ_g Kjv‡gi †jLv Dci †_‡K 
wbP ch©š— c‡o wb‡q c‡ii Kjv‡g Avevi Dci †_‡K Kjvg ïi“ nq| MS Word-G cÖ_‡g Kjvg †mwUs K‡i †jLv hvq 
A_ev †jLvi c‡i wbw`©ó †jLv Block/Select K‡iI Kjvg ˆZix Kiv hvq| Avevi m¤ú~b© W‡Kv‡g›U †K A_ev AvswkK 
W‡Kv‡g›U‡K †jLvi c‡i Kjv‡g iƒcvš—wiZ Kiv hvq| wb‡Pi †jLv¸‡jv j¶¨ Ki“b, Kjv‡g fvM Kiv n‡q‡Q|  
 

2wU mgvb Kjvg  
 

3wU mgvb Kjvg  

 

2wU Amgvb Kjvg  
 

W‡Kv‡g‡›Ui wKQy Ask Kjvg Kiv 
 

Av‡MB e‡jwQ m¤ú~Y© W‡Kv‡g›U ev W‡Kv‡g‡›Ui AvswkK Ask‡K Kjv‡g i“cvš—wiZ Kiv hvq| †ek K‡qK jvBb †U·U UvBc 
K‡i wb‡Pi Step ¸‡jv cÖ‡qvM Ki“b|  
1. W‡Kv‡g‡›Ui †h Ask Column G iƒcvš—wiZ Ki‡Z Pvb †mB Ask Block/Select Ki“b|  
†gby †_‡K Page Layout wiebwU wm‡j± Ki“b |Page Setup KgvÛMÖ“c †_‡K Column Gi Wªc WvD‡b wK¬K Ki“b †gby 
Avm‡e ,GLvb †_‡K Presets Gi wb‡P †gvU 5 wU bgybv _vK‡e| GLvb †_‡K †h †Kvb bgybv wm‡j± Ki‡Z cv‡ib| AvcvZZ 
Avgiv 2q wU Kjvg wm‡j± Ki‡ev|  
2. Column Ackb †_‡K wØZxq Ackb (Two †jLv) wK¬K K‡i wm‡j± Ki“b|  
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Avcbvi wm‡j± Kiv Text `yBwU mgvb Kjv‡g wef³ n‡e Ges Word A‡Uv‡gwUK `yBwU Kjv‡gi gv‡Si duvKv Ask wba©viY 
Ki‡e| hw`I B”Qvg‡Zv †mwUs cwieZ©b Kiv hv‡e| G wel‡q cieZ©x‡Z Avgiv we —̄vwiZ Av‡jvPbv Ki‡ev| 
 

m¤ú~Y© dvBj Column ˆZix Kiv 
mg —̄ W‡Kv‡g‡›Ui †¶‡Î wbw ©̀ó †Kvb Ask Block/Select Kivi `iKvi bvB| wb‡Pi Steps ¸‡jv cÖ‡qvM Ki“b|  
1. W‡Kv‡g‡›Ui †h †Kvb ¯’v‡b Kvm©i ivLyb| †gby †_‡K Page Layout wiebwU wm‡j± _vKv Ae¯’vq Page Setup 

KgvÛMÖ“c †_‡K Column Gi Wªc WvD‡b wK¬K Ki“b †gby Avm‡e GLvb †_‡K Z…Zxq Ackb (Three †jLv) wK¬K K‡i 
wm‡j± Ki“b|  

hw` WvqvjM e· Pvb Zvn‡j wb‡Pi More Column Ack‡b wK¬K Ki“b Column WvqvjM e· Avm‡e| Number of 
Columns Gi Wvbcv‡k Line Between Ack‡b ev‡gi †PK e· wm‡j± Ki‡j wUK gvK© (9) Avm‡e Ges Kjv‡gi gvS 
eivei GKwU †iLv †`Lv hv‡e|  
2. Line Between Ackb wm‡j± Ki“b|  

 

  
 

3. Apply to Ack‡bi Wv‡bi WvDb A¨v‡iv (wbgœgyLx Zxi) †Z wK¬K K‡i Whole Document wm‡j± Ki“b|  
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4. †k‡l OK Ki“b|  
mg¯— W‡Kv‡g›U wZbwU Kjv‡g fvM n‡e Ges Kjv‡gi gv‡S GKwU jvBb †`Lv hv‡e| Kjvg ˆZix Kivi c‡i gy‡Q †djvi Rb¨, 
Column Ack‡bi cÖ_g Ackb (One) wm‡j± Ki“b|  
 

Drawing Kiv 
 

W‡Kv‡g›U‡K my›`ifv‡e mvRv‡bvi Rb¨ A‡bK mgq wewfbœ ai‡bi Line, Shapes, Box, Text Box, Kvjvi cwieZ©b 
BZ¨vw`i cÖ‡qvRb nq| mvaviYZ Word DB‡Ûvi Dc‡ii w`‡K Insert wieb Gi Illustrations KgvÛMÖ“c Av‡Q GLv‡b 
Shapes e‡j GKwU Ackb Av‡Q Zv‡Z Avgiv wewfbœ iK‡gi †mc cv‡ev| GLvb †_‡K †mc wm‡j± K‡i W‡Kv‡g‡›U G‡K 
Drawing Kiv hvq|  
 

Illustration KgvÛMÖ“c 
 

 
 

GKwU welq we‡klfv‡e g‡b ivLv cÖ‡qvRb †h, Wªwqs Gi †¶‡Î Illustrations KgvÛMÖ“c e¨envi K‡i wewfbœ ai‡bi Wªwqs 
ˆZix ev GwWU Kiv hvq|  
 

bZzb Line AvuKv 
Illustrations KgvÛMÖ“c †_‡K 3 bs Uzj A_©vr Shapes Uz‡j wK¬K Ki“b| GKwU Wªc WvDb †gby Avm‡e GLv‡b wewfbœ 
ai‡bi †mc Ackb †_‡K Lines Ack‡bi wb‡Pi cÖ_g Uzj Line ( ) Uzj wm‡j± Ki“b|  
 
 

  
 

W‡Kv‡g‡›Ui Dci Kvm©i Avb‡j GKwU c −vm mvBb (+) Avm‡e wK¬K K‡i gvDm evUb bv †Q‡o †h †Kvb w`‡K WªvM (Uvbyb) 
Ki‡Z _vKzb| GKwU jvBb AvuKv n‡e|   
 

   
 

jvBbwU †mvRv AvuK‡Z n‡j WªvM Kivi mgq Kx‡evW© †_‡K Shift Kx †cÖm K‡i ivLyb Ges AvuKv †k‡l gvDm evUb I Shift 
Kx †Q‡o w`b|  
 

bZzb Arrow ˆZix Kiv 
1. Illustrations KgvÛMÖ“c †_‡K Line Uz‡ji c‡ii Uzj A_©vr Arrow Uz‡j ( ) wK¬K Ki“b| W‡Kv‡g‡›Ui Dci 

Kvm©i Avb‡j GKwU c−vm mvBb (+) Avm‡e| 
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2. †hLvb †_‡K AvuKv ïi“ Ki‡Z Pvb †mLv‡b c−vm mvBb (+) G‡b wK¬K K‡i gvDm evUb bv †Q‡o †h †Kvb w`‡K WªvM 
(Uvbyb) Ki‡Z _vKzb| GKwU Arrow mn jvBb AvuKv n‡i gvDm evUb †Q‡o w`b|  

 

 
 

bZzb Rectangle ev Square AvuKv  
 

1. GKBfv‡e Illustrations KgvÛMÖ“c †_‡K Basic Shapes wØZxq Uzj A_ev Recently Used Shapes Ackb 

†_‡K PZz_© Uzj A_©vr Rectangle Uz‡j ( ) wK¬K Ki“b| W‡Kv‡g‡›Ui Dci gvDm c‡q›Uvi wb‡j GKwU c−vm mvBb 
(+) Avm‡e|  

2. †hLvb †_‡K AvuKv ïi“ Ki‡Z Pvb †mLv‡b c−vm mvBb (+) G‡b wK¬K K‡i gvDm evUb bv †Q‡o cÖ_‡g wb‡Pi w`‡K Ges 
c‡i Wvb w`‡K WªvM Ki‡Z _vKzb|  

 
bZzb Oval ev Circle AvuKv 
1. GKB cÖwµqvq Illustrations KgvÛMÖ“c †_‡K Oval Uz‡j ( ) wK¬K Ki“b| W‡Kv‡g‡›Ui Dci c‡q›Uvi G‡b wK¬K 

K‡i gvDm evUb bv †Q‡o cÖ_‡g wb‡Pi w`‡K Ges c‡i Wvb w`‡K WªvM Ki‡Z _vKzb| GKwU Oval †mc ˆZix n‡j, 
gvDm evUb †Q‡o w`b|  

 

 
 

Kx‡evW© †_‡K Shift Kx †cÖm K‡i WªvM Ki‡j Ifv‡ji ˆ`N©̈  cÖ‡ ’̄i AbycvZ mgvb _v‡K A_©vr Circle ˆZix nq|  
Wªwqs‡K wm‡j± I gyf Kiv 
 

1. †h †Kvb GKwU Wªwqs AvuKzb †hgb GKwU Rectangle| GLb GwU wm‡j± bv _vK‡j wK¬K K‡i wm‡j± Ki“b|  
 

Pviw`‡K Ges gv‡S †QvU ¶z`ªvK…wZ †gvU 8wU Pvi‡Kvbv ev †Mvj e· Avm‡e| Ae‡R± wm‡j± _vKv Ae¯’vq Gi g‡a¨ Kvm©i 

wb‡j Pvi gv_v Iqvjv GKwU mvBb ( ) Av‡m| GB Ae¯’vq wK¬K K‡i, evUb bv †Q‡o WªvM K‡i Ae‡R±wU GK¯’vb n‡Z Ab¨ 
’̄v‡b gyf Ki“b|  
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cQ‡›`i gZ RvqMvq gyf n‡j gvDm evUb †Q‡o w`b|  
 

AvuKv †mc‡K †QvU/eo Kiv 
 

†mc AvuKvi c‡i †mc‡K †QvU eo Kivi `iKvi n‡Z cv‡i| 
1. Rectangle Uzj wm‡j± K‡i GKwU Rectangle †mc AvuKzb|  
2. †mcwU wm‡j± bv _vK‡j wK¬K K‡i wm‡j± Ki“b|  
PviKb©v‡i PviwU Ges gv‡S AviI PviwU †gvU 8wU ¶z`ªvK…wZ e· ev †Mvj wPý Avm‡e| †h †Kvb e‡·i Dci Kvm©i wb‡j wØgyLx 
Zxi wP‡ý cwiYZ n‡e| GLb WªvM Ki‡j GwU †QvU eo n‡e|  
3. wb‡Pi Wvb w`‡Ki Kb©v‡i gvDm c‡q›Uvi ivLyb wØgyLx Zxi Avm‡e| 
4. wØgyLx Zxi G‡j gvDm wK¬K K‡i evUb bv †Q‡o wfZ‡ii w`‡K WªvM Ki“b| †mcwU †QvU n‡e|    

 

             

 

5. Avevi wb‡Pi Wvb w`‡Ki Kb©v‡i gvDm c‡q›Uvi ivLyb, wØgyLx Zxi G‡j gvDm wK¬K K‡i evUb bv †Q‡o evB‡ii w`‡K 
WªvM Ki“b| †mcwU eo n‡e|  
 
 
 
 
 
 
 

Text e· Gu‡K †U·U †jLv 
 

5. c~‡e©i cÖwµqvq Illustrations KgvÛMÖ“c †_‡K Recently Used Shapes A_ev Basic Shapes Uz‡ji cÖ_g Uzj 

A_©vr Textbox Uz‡j ( ) wK¬K Ki“b| gvDm evUb wK¬K K‡i, bv †Q‡o, cÖ_‡g wb‡Pi w`‡K Ges c‡i Wvbw`‡K WªvM 
Ki‡Z _vKzb| Rectangle Gwiqv ˆZix n‡j gvDm evUb †Q‡o w`b| 

 



 

27 

 
wfZ‡i Kvm©imn GKwU Text e· Avm‡e| GLv‡b †U·U wj‡L Ges Block K‡i Size, Font, Color BZ¨vw` cwieZ©b Kiv 
hv‡e| 
6. wjLyb Nova Ges Block K‡i Text Gi Font Size eo Ki“b| 
 

 
 

hw` †U·U e‡·i g‡a¨ Text bv Auv‡U Z‡e Text e‡·i jvB‡bi Dci wK¬K K‡i wm‡j± Ki“b| 8wU Sizing Handle 
Avm‡j †h  †Kvb Handle G c‡q›Uvi †i‡L Ges WªvM K‡i Box wU eo K‡i wbb| 
 

 
 
 

Recently Used Shapes ˆZix Kiv 
1. Illustrations KgvÛMÖ“c 3 b¤^i Uzj ev Shape †jLv Uzjev‡ii Dci wK¬K Ki“b| 

 

 
 

j¶¨ Ki“b wewfbœ ai‡bi Shape Avm‡e| †hgb: Text, Lines, Arrows, Rectangle, Oval, Rounded 
Ractangle, Isosecles Tringle, Elbow Connector, Right Arrow, Left Arrow, Freeform, Scribble, 
Arc, Curve Ges 5-Point Star|  
 
cÖ‡Z¨KwU †mc W‡Kv‡g‡›U AvuKzb|    
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Lines 
 

GB Uzj w`‡q wewfbœ ai‡bi jvBb (†mvRv ev AuvKv evuKv) Zxi ev B”QvgZ Qwe AvuKvi Rb¨ Free Wªwqs Kiv hvq| 
1. Shape Uy‡ji Line Ack‡bi wb‡P A‡bK †mc Av‡Q|   

 

 
 

2. GLvb †_‡K G‡K G‡K me KqwU Uzj wm‡j± Ki“b Ges W‡Kv‡g‡›U Kvm©i wb‡j c −vm mvBb Avm‡e (+) CanvasGi 
evB‡i  WªvM K‡i B”QvgZ †mc ˆZix Ki“b|  

 

 

 

Basic Shapes 
 

†ewmK †mc †hgb- Rectangle, Ellipse, Circle, Triangle, Pvu`, m~h©, Love BZ¨vw` wewfbœ †mc AvuKv hvq| 
1. Shape Z…Zxq Ackb Basic Shapes Ack‡b AviI wÎkwU †mc Avm‡e| GLvb †_‡K †h †Kvb †mc wm‡j± Ki“b 

Ges W‡Kv‡g‡›U WªvM K‡i cQ‡›`i †mcwU ˆZix Ki“b|  
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Block Arrows 
 

wewfbœ ai‡bi Arrow AvuKvi Rb¨ GB Ackb e¨eüZ nq| 
1. Shapes Uz‡ji Block Arrows Ack‡b A‡bK¸‡jv wewfbœ ai‡bi Arrow wPý cvIqv hv‡e| 
2. cQ‡›`iwU wm‡j± K‡i W‡Kv‡g‡›U WªvM K‡i AvuKzb| G‡K G‡K me¸wj †mc Gu‡K †`Lyb| 

 

    
 

Gfv‡e Flowchart, Callouts and Star and Banners Ackb †_‡K wewfbœ †mc ˆZwi Ki‡Z cv‡ib|  
 
†m‡ci g‡a¨ †jLv 
1. Illustration KgvÛMÖ“c †_‡K Shape Uz‡j wK¬K K‡i Stars and Banners Ackb †_‡K GKwU Star AvuKzb|  
GLb GB Star Gi g‡a¨/A_ev †h †Kvb †m‡ci g‡a¨ †U·U wjL‡Z n‡e| 
2. †mcwU wm‡j± _vKv Ae¯’vq †mcwUi Dci Right wK¬K Ki“b, Wªc-WvDb †gby Avm‡e| Wªc-WvDb †gby †_‡K Add 

Text Ackb wm‡j± Ki“b| 
 

 
 

†m‡ci g‡a¨ Kvm©i cvIqv hv‡e| cQ‡›`i Text wjLyb|  
 

 
 

Line Kvjvi cwieZ©b 
1. GKwU Auto Shape, Rectangle, Word Art ev Line ˆZix Ki“b| wK¬K K‡i Drawing wU wm‡j± Ki“b| 
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2. †mc wm‡j± _vKv Ae ’̄vq †gby‡Z Format bv‡g Av‡iv GKwU bZzb wieb Avm‡e|  GLvb †_‡K Shape Style Ackb †_‡K 

Zzwji wPý m¤̂wjZ Theme Color Uz‡ji ( ) mv‡_ Aew ’̄Z WvDb A¨v‡iv (wbægyLx †QvU Zxi) G wK¬K Ki“b| Color e· 
Avm‡e| 

 

     
 

3. †h †Kvb Kvjv‡ii Dci wK¬K K‡i cÖ‡qvRbxqwU †e‡Q wbb| 
j¶¨ Ki“b Avcbvi wm‡j± Kiv Ae‡R‡±i jvB‡bi Kvjvi cwieZ©b n‡q‡Q| 
 

 
 

4. A_ev AviI †ewk Kvjvi †c‡Z PvB‡j Color e‡·i wb‡P Aew ’̄Z More Outline Colors... Ack‡b wK¬K Ki“b| 
AveviI bZzb Color e· Avm‡e| cÖ‡qvRbxqwUi Dci wK¬K Ki“b| 
 

Weight Style 
AutoShape mn †h †Kvb †mc ev jvB‡bi †hgb Kvjvi cwieZ©b Kiv hvq †Zgwb jvB‡bi óvBjI cwieZ©b K‡i Dot, 
Dash, Wvej BZ¨vw` Kiv hvq| 
1. GKwU Auto Shape, Rectangle, Word Art ev Line ˆZix Ki“b| wK¬K K‡i †mcwU wm‡j± Ki“b| 
1. †mc wm‡j± _vKv Ae ’̄vq †gby‡Z Format  bv‡g Av‡iv GKwU bZzb wieb Avm‡e| GLvb †_‡K Shape Style Ackb †_‡K 

Zzwji wPý m¤̂wjZ Theme Color Uz‡ji ( ) mv‡_ Aew ’̄Z WvDb A¨v‡iv (wbgœgyLx †QvU Zxi) G wK¬K Ki“b| Color e· 
Avm‡e| 
2. wb‡Pi Weight Ack‡b gvDm wb‡q †M‡j ( ) A‡bK ai‡bi Line Style Avm‡e| cÖ‡qvRbxqwU †e‡Q wbb| 
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wm‡j± Kiv †m‡ci jvBb cwiewZ©Z n‡e| 
 
 

Dashed Style 
GKBfv‡e wewfbœ ai‡bi Dashed Style I †`Iqv hvq| 
1. GKBfv‡e GKwU Auto Shape, Rectangle, Word Art ev Line ˆZix Ki“b Ges wK¬K K‡i †mcwU wm‡j± 

Ki“b| 
3. †mc wm‡j± _vKv Ae ’̄vq †gby‡Z Format  bv‡g Av‡iv GKwU bZzb wieb Avm‡e| GLvb †_‡K Shape Style Ackb †_‡K 

Zzwji wPý m¤̂wjZ Theme Color Uz‡ji ( ) mv‡_ Aew ’̄Z WvDb A¨v‡iv (wbgœgyLx †QvU Zxi) G wK¬K Ki“b| Color e· 
Avm‡e| 
2. wb‡Pi A‡bK Dash Style ( ) G gvDm wb‡j A‡bK ai‡bi Dash Style Avm‡e|  

 

 
 

3. cÖ‡qvRbxqwU‡Z wK¬K Ki“b| wm‡j± Kiv †m‡ci jvBb cwiewZ©Z n‡e| 
 

Arrow Style 
 
 

1. GKwU Line ev Arrow ˆZix Ki“b| wK¬K K‡i †mcwU wm‡j± Ki“b| 
2. †mc wm‡j± _vKv Ae ’̄vq †gby‡Z Format  bv‡g Av‡iv GKwU bZzb wieb Avm‡e| GLvb †_‡K Shape Style Ackb †_‡K 

Zzwji wPý m¤̂wjZ Theme Color Uz‡ji ( ) mv‡_ Aew ’̄Z WvDb A¨v‡iv (wbgœgyLx †QvU Zxi) G wK¬K Ki“b| Color e· 
Avm‡e|  
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3. Arrow Ack‡b ( ) gvDm wb‡q †M‡j A‡bK ai‡bi Ges wewfbœgyLx Arrow Ackb Avm‡e cQ‡›`iwU †e‡Q wbb| 
 

 
 

wm‡j± Kiv Line ev Arrow wU cwiewZ©Z n‡e| 
 

Fill Color cwieZ©b 
mvaviYZ †Kvb Auto Shape ev †mc AvuK‡j wWdë Kvjvi Abymv‡i Fill (wfZ‡ii) Ges Stroke (jvBb) Gi Kvjvi nq| 
Fill Kvjvi Uz‡ji gva¨‡g GB Kvjvi cwieZ©b Kiv hvq|  

Steps 
1. GKwU Auto Shape (Star), Rectangle, Word Art ev Oval ˆZix Ki“b| j¶¨ Ki“b Gi Line Kvjvi Kvj 

(Black) Ges Fill Kvjvi mv`v (White) Av‡Q| 
2. wK¬K K‡i WªwqswU wm‡j± Ki“b| 
3. †mc wm‡j± _vKv Ae ’̄vq †gby‡Z Format  bv‡g Av‡iv GKwU bZzb wieb Avm‡e| GLvb †_‡K Shape Style Ackb 

†_‡K Paint Bucket Gi wPý m¤̂wjZ Fill Color Uz‡ji ( ) Wv‡bi WvDb A¨v‡iv (wbgœgyLx †QvU Zxi) G wK¬K 
Ki“b| Color e· Avm‡e| cQ‡›`i KvjviwU wK¬K K‡i wm‡j± Ki“b|  
 

 
 

4. †h †Kvb Kvjv‡ii Dci gvDm wb‡j A‡Uv‡gwUK Kvjvi Show Ki‡e| cÖ‡qvRbxqwU †e‡Q wbb| wm‡j± Kiv †m‡ci 
wfZ‡ii Kvjvi cwiewZ©Z n‡e| j¶¨ Ki“b Avcbvi wm‡j± Kiv Ae‡R‡±i wfZ‡ii Kvjvi cwiewZ©Z n‡q‡Q| 
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4. A_ev AviI †ekx Kvjvi †c‡Z n‡j Color e‡·i wb‡Pi w`K †_‡K More Fill Color... Ack‡b wK¬K Ki“b| 
AveviI bZzb Color Box Avm‡e| cÖ‡qvRbxqwUi Dci wK¬K Ki“b| 

 
Picture, Gradient, Texture Ges Pattern w`‡q Fill Kiv 
 

ïaygvÎ Color w`‡q GKwU Auto Shape ev Word Art †K Fill Kiv hv‡e GgbwU bq| Color QvovI Gradient, Texture, 
Pattern ev Picture BZ¨vw` w`‡q †mc‡K Fill Kiv hv‡e| GRb¨ wb‡Pi KgvÛ¸‡jv G‡K G‡K e¨envi Ki“b| 

K. Picture 
Steps 
1. GKwU B”QvgZ AutoShape ev WordArt ˆZix Ki“b Ges wK¬K K‡i wm‡j± Ki“b| 

2. Format wie‡bi Shape Style KgvÛMÖ“‡ci Paint Bucket Gi wPý m¤̂wjZ Shape Fill Color Uz‡ji ( ) 
Wv‡bi WvDb A¨v‡iv (wbgœgyLx †QvU Zxi) G wK¬K Ki“b|  
 

 
 

3. Color mn Av‡iv A‡bK Ackb Avm‡e| G Ae ’̄vq Avcbvi mvg‡b Picture…, Gradient, Texture Ges 
Pattern… GB PviwU Ackb Av‡Q| cv‡k ZxiwPý m¤^wjZ Ack‡b gvDm wb‡q wewfbœ ÷vBj †`Lv‡e Avi (...) wPý 
m¤^wjZ wK¬K Ki‡j WvqvjM e· Avm‡j Ges †m msµvš— Avjv`v Avjv`v cÖPzi Ackb Avm‡e| 

 

j¶¨ Ki“b, Picture bv‡gi Ack‡b wK¬K Ki“b| Picture WvqvjM e· Avm‡e|  
 

 
 

4. GLv‡b Avcbvi Computer G iw¶Z Qwei Folder Ges Drive Gi bvgmn Location D‡j−L Ki“b| 
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†jv‡Kkb D‡j−L Ki‡jB Picture Gi wjó Avm‡e| GLv‡b D‡j−L¨ Avcbvi Kw¤úDUv‡i †Kv_vq Qwe Av‡Q †mwU Av‡M †_‡KB 
Avcbv‡K †R‡b wb‡Z n‡e| GLvb †_‡K Qwei †jv‡Kkb wVK †i‡L cQ‡›`i QwewU wm‡j± K‡i Insert evU‡b wK¬K Ki“b|  
 

 
 

Auto Shape with Picture 
 

j¶¨ Ki“b Avcbvi wm‡j± Kiv Auto Shape wU Picture w`‡q c~Y© n‡q‡Q| 
 

L. Gradient  
1. GKB wbq‡g GKwU Shape/WordArt wm‡j± K‡i Format wie‡bi Shape Style KgvÛMÖ“‡ci Paint Bucket 

Gi wPý m¤̂wjZ Shape Fill Color Uz‡ji ( ) Wv‡bi WvDb A¨v‡iv (wb‡gœvgyLx †QvU Zxi) G wK¬K K‡i Gradient 
Ackb wm‡j± Ki“b| cv‡k Av‡iv GKwU Wªc WvDb †gby Avm‡e| GLvb †_‡K Avgiv cQ›`gZ Gradient wm‡j± 
Ki‡Z cvwi|  
 

  
 

GLv‡b Light Variations and Dark Variations… Ackb _vK‡e Ges A‡bK ai‡bi Shading style _vK‡e| †h 
†Kvb GKwU ÷vBj wm‡j± Ki“b|  
GQvov G¸‡jv cQ›` bv n‡j wb‡Pi More Gradients… Ack‡b wK¬K Ki“b|  
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Fill Effects WvqvjM e· Avm‡e|  
 

 
 

GLvb †_‡K Colors Ack‡b One Color wm‡j± Ki‡j 1wU Kvjvi, Two Color wm‡j± Ki‡j 2 wU Kvjvi Avm‡e| 
Preset †iwWI evUb wm‡j± Ki‡j Av‡M †_‡K wWdë †mU Kiv wKQy Kvjvi Avm‡e| Horizontal Ges Vertical Gi 
Wv‡b Variants Ack‡b Avi 4 ai‡bi Ackb Av‡Q| Gi †h †KvbwU‡Z wK¬K Ki‡j, Wvbw`‡Ki wb‡Pi Sample Ack‡b 
cwieZ©b †`Lv‡e| 
wewfbœ ai‡bi Gradient †`Lv hv‡e| †h †Kvb GKwU Gradient wK¬K K‡i wm‡j± Ki“b| 
2. me‡k‡l OK evU‡b wK¬K Ki“b A_ev Kx †evW© †_‡K Enter †cÖm Ki“b| 
 

 
 

Auto Shape With Gradient 
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M. Texture  
3. GKB wbq‡g GKwU Shape/WordArt wm‡j± K‡i Format wie‡bi Shape Style KgvÛMÖ“‡ci Paint Bucket 

Gi wPý m¤^wjZ Shape Fill Color Uz‡ji ( ) Wv‡bi WvDb A¨v‡iv (wb‡gœvgyLx †QvU Zxi) G wK¬K K‡i Texture 
Ackb wm‡j± Ki“b| cv‡k Av‡iv GKwU Wªc WvDb †gby Avm‡e| GLvb †_‡K Avgiv cQ›`gn Texture wm‡j± Ki‡Z 
cvwi|  

 

 
 

wewfbœ ai‡bi Texture †`Lv hv‡e| Wvbw`‡K DaŸ© Ges wb‡gœvgyLx Zximn ¯Œjevi _vK‡e| GB Zx‡i wK¬K Ki‡j AviI 
Texture cvIqv hv‡e| 
4. †h †Kvb GKwU Texture wK¬K K‡i wm‡j± Ki“b| 
5. me‡k‡l OK evU‡b wK¬K Ki“b A_ev Kx †evW© †_‡K Enter †cÖm Ki“b| 
 

 
 

Auto Shape With Texture 
j¶¨ Ki“b Avcbvi wm‡j± Kiv Auto Shape wU w`‡q c~Y© n‡q‡Q|  
GKB wbq‡g Texture G¸‡jv cQ›` bv n‡j wb‡Pi More Texture… Ack‡b wK¬K Ki“b| Fill Effects WvqvjM e· 
Avm‡e|  
 

N. Pattern 
1. GKB wbq‡g GKwU Auto Shape/Word Art wm‡j± Ki“b| †gby †_‡K Format wieb wm‡j± _vK‡e|  

 

 
 



 

37 

2. GLvb †_‡K Shape Style KgvÛMÖ“c †_‡K Dc‡ii Shape Fill Color Uz‡j wK¬K Ki“b GKwU Wªc WvDb †gby 
Avm‡e|  
 

 
 

3. wb‡Pi Ackb †_‡K Patterm Ack‡b wK¬K Ki“b| Fill Effect WvqvjM e· Avm‡e| 
4. Z…Zxq U¨ve A_©vr Pattern U¨ve wm‡j± Ki“b| 
 

 
 

wewfbœ ai‡bi Pattern †`Lv hv‡e| wb‡Pi w`‡K Forground Ges Background Kvjv‡ii Ackb _vK‡e| GLvb †_‡K 
Kvjvi cwieZ©b Kiv hv‡e| †h †Kvb Pattern wm‡j± Ki‡j e‡·i wb‡P Wvbw`‡K Sample †`Lv hv‡e| Color cwieZ©b 
Ki‡j GKwU Mvp Ges AciwU nvjKv Ki“b| 
 

5. AvcvZZ †h †Kvb GKwU Pattern wK¬K K‡i wm‡j± Ki“b|  
6. me‡k‡l OK evU‡b wK¬K Ki“b A_ev Kx †evW© †_‡K Enter †cÖm Ki“b| 
 

 
 

Auto Shape With Pattern 
 

j¶¨ Ki“b, Avcbvi wm‡j± Kiv Auto Shape wU Pattern w`‡q c~Y© n‡q‡Q| 
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3D Effect 
wewfbœ ai‡bi †mc ev Iqv©W AvU©‡K 3D B‡d± ms‡hvM Ges B‡d± ms‡hv‡Mi ci GwWU Kiv m¤¢e| 3D B‡d± ms‡hv‡Mi 
Rb¨ wb‡Pi KgvÛ¸‡jv cÖ‡qvM Ki“b| 
1. GKwU Auto Shape (Star), Rectangle, Oval ev WordArt ˆZix Ki“b| 
2. wK¬K K‡i WªwqswU wm‡j± Ki“b| 

3. Format Ribon Gi 3D Effects KgvÛMÖ“c †_‡K 3D Effects Uz‡j ( ) wK¬K K‡i wm‡j± Ki“b| †gby Avm‡e 
Ges wewfbœ ai‡bi Effect _vK‡e| 

 

    
 

4. †h †Kvb GKwU Style wK¬K K‡i wm‡j± Ki“b| bZzb Style wU Avcbvi wm‡j± Kiv Wªwqs G hy³ n‡e| 
 

Shadow Effect 
 

wewfbœ ai‡bi †m‡c Drop Shadow B‡d± †`Iqv m¤¢e| Shadow B‡d± †`Iqvi ciI Shadow-i `~iË¡ WvB‡iKkb 
Kvjvi BZ¨vw` cwieZ©b Kiv m¤¢e| wb‡Pi KgvÛ cÖ‡qvM Ki“b| 
1. GKwU Auto Shape (Star), Rectangle, Oval ev Word Art ˆZix Ki“b| wK¬K K‡i WªwqswU wm‡j± Ki“b| 

2. Format Ribon Gi Shadow Effects KgvÛMÖ“c †_‡K Shadow Effects Uz‡j ( ) wK¬K K‡i wm‡j± Ki“b| 
†gby Avm‡e Ges wewfbœ ai‡bi Effect _vK‡e|  

 

    
 



 

39 

3. †h †Kvb GKwU Style wK¬K K‡i wm‡j± Ki“b| bZzb Style wU Avcbvi wm‡j± Kiv Wªwqs-G hy³ n‡e| 
ClipArt Gi Picture Gi DciI Shadow Effect ms‡hvRb Kiv hv‡e| 
 
W‡Kv‡g‡›U Picture ms‡hvRb 
 

W‡Kv‡g‡›U wewfbœ mg‡q wewfbœ cÖ‡qvR‡b Picture(Qwe) ms‡hvR‡bi `iKvi n‡Z cv‡i| mvaviYZ `yB ai‡bi Qwe e¨eüZ 
nq| GKwU n‡”Q ClipArt A_©vr Wªwqs Art GB Qwe¸‡jv Kw¤úDUv‡i AvuKv nq Ges wewfbœ As‡k wef³| GQvov Ab¨ 
Qwe¸‡jvi bvg B‡gR|  
 

Image Avbv 
Av‡MB e‡jwQ ClipArt QvovI MS-Word G B‡gR Avbv hvq| wb‡Pi KgvÛ¸‡jv d‡jv Ki“b|  
 

Steps 
1. †gby †_‡K Insert Ribon wm‡j± Ki“b| GLvb †_‡K Illustrations KgvÛMÖ“c †_‡K Picture Ack‡b wK¬K Ki“b| 

Insert Picture WvqvjM e· Avm‡e|   
GB WvqvjM e· †_‡K Avcbvi Qwei dvB‡ji Ae¯’vb (WªvBf Ges †jv‡Kkbmn) wm‡j± Ki‡Z n‡e| Avcbvi Kw¤úDUv‡i 
†Kvb WªvB‡f Ges †Kvb †dvìv‡ii g‡a¨ Qwe Av‡Q †mwU Av‡M †_‡KB †R‡b wb‡Z n‡e|  
 

 
 

2. Insert Picture WvqvjM e‡·i Dc‡i evg w`‡K Look in e‡·i Wv‡b Aew¯’Z WvDb A¨v‡iv (wb‡gœvgyLx Zxi) ‡Z 
wK¬K Ki“b| WªvBf Ges †dvìv‡ii bvg wm‡j± Ki“b| (cÖ‡qvR‡b My Document †_‡K My Picture wm‡j± Ki“b) 

3. evg w`‡K B‡gR¸‡jvi Avm‡e|  
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4. GLvb †_‡K †h †Kvb dvBj wm‡j± K‡i Insert evU‡b wK¬K Ki“b| Word W‡Kv‡g‡›U QwewU †`Lv hv‡e|  
 

 
 

Picture †K gyf Kiv  
W‡Kv‡g‡›U Aew¯’Z †h †Kvb Qwe‡K GK¯’vb †_‡K Ab¨¯’v‡b miv‡bvi `iKvi n‡Z cv‡i| GRb¨ wb‡Pi KgvÛ¸‡jv cÖ‡qvM 
Ki“b|  
 

1. gvDm c‡q›Uvi Øviv wK¬K K‡i QwewU wm‡j± Ki“b|  
2. †gby †_‡K Format Ribon Gi Arrange KgvÛMÖ“c †_‡K Text Wrapping Gi Wªvc WvD‡b wK¬K Ki“b| GLvb 

†_‡K wØZxq Ackb A_©vr Squere G wK¬K Ki“b|  
 

 
 

3. GLb Picture wU gyf Ki“b| 
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Picture †QvU/eo Kiv  
 

1. gvDm c‡q›Uvi Øviv Picture Gi gv‡S wK¬K Ki“b|  

Picture Gi Pviw`‡K (KY©v‡i Ges gv‡S) 8 wU e−K wPý (†QvU Pvi‡KvYv ev †Mvj e·) Avm‡e| Gi cÖ‡Z¨KwU‡K Sizing 
Handle e‡j| gvDm c‡q›Uvi‡K †h †Kvb Handle Gi Dci Avb‡j c‡q›Uvi cwiewZ©Z n‡q wØgyLx Zxi wP‡ý ( ) 
cwiYZ nq|  
2. †h †Kvb KY©vi c‡q‡›U gvDm c‡q›Uvi Avbyb, wØgyLx Zx‡i cwiYZ nIqvi ci gvDm evU‡b wK¬K K‡i bv †Q‡o WªvM 

Ki“b| Picture †QvU/eo n‡e| wfZ‡ii w`‡K WªvM Ki‡j Picture †QvU n‡e Ges evB‡ii w`‡K WªvM Ki‡j Picture 
eo n‡e|  

 
Picture †K RjQvc ˆZix Kiv 
W‡Kv‡g‡›U GKwU Kvjvi Qwe ms‡hvR‡bi c‡i g‡b n‡Z cv‡i GwUi Kvjvi cwieZ©b Kivi `iKvi Black and White 
A_ev Ab¨ †Kvb Kvjvi Ki‡Z n‡e A_ev Kvjv‡ii MvpZ¡ Kwg‡q RjQvc ˆZix Ki‡Z n‡e|  
1. gvDm c‡q›Uvi Øviv Picture Gi gv‡S wK¬K K‡i wm‡j± Ki“b|  
2. Picture Uzj ev‡ii cÖ_g KgvÛMÖ“c Adjust Ackb †_‡K Recolor Ack‡b wK¬K Ki“b| GKwU Wªc WvDb †gby 

Avm‡e|  

 
 

3. Wªc WvDb †gby †_‡K †h †Kvb GKwU Ack‡b wK¬K Ki“b| †`Lyb QwewU cwieZ©b n‡q‡Q| RjQv‡c cwieZ©b Ki‡Z 
PvB‡j Color Modes Ackb †_‡K Z…Zxq Ackb Washout wm‡j± Ki“b| QwewU RjQv‡c iƒcvš—wiZ n‡e|  
 

 
 



42 

†Uwej wb‡q KvR Kiv 
Document G A‡bK mgq Table ev Q‡Ki cÖ‡qvRb nq| Avcwb Lye mn‡RB MS Word G †Uwej ˆZix Ki‡Z cv‡ib| 
†Uwej mvaviYZ Column Ges Row †Z wef³ _v‡K|  
f‚wgi mgvš—ivj ev cvkvcvwk †mj¸wj‡K ev jvBb‡K GKmv‡_ Row e‡j| Aci w`‡K LvovLvwo ev Dci †_‡K wbP ch©š— 
†mj¸wj‡K GKmv‡_ Column e‡j| cÖwZwU Ni‡K Cell e‡j| 
 

Steps 
1. †gby †_‡K Insert Ribon †_‡K Table KgvÛMÖ“c G wK¬K Ki“b Wªc WvDb †gby Avm‡e|  

 

 
 

2. GLvb †_‡K Dc‡ii †_‡K B”QvgZ Ni wb‡q †Uwej ˆZwi Kiv hvq A_ev Insert Table… KgvÛ w`b| Avcbvi mvg‡b 
Insert Table WvqvjM e· Avm‡e|  

3. GLb Number of Columns Gi Wvbw`‡Ki N‡i 5 UvBc Ki“b (A_ev Ea©gyLx A¨v‡iv‡Z ( ) wK¬K K‡i 5 Avbyb) 
4. Avevi Number of Rows Gi Wvbw`‡Ki N‡i 4 UvBc Ki“b (A_ev EaŸ©gyLx A¨v‡iv ( ) †Z wK¬K K‡i 4 Avbyb)|   
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5. †k‡l OK evU‡b wK¬K Ki“b| 5 wU Kjvg Ges 4 wU Row (Line) mn GKwU †Uwej Avm‡e|  
 

     

     

     

     
 

†Uwe‡j WvUv ms‡hvRb 
†Uwe‡j WvUv ms‡hvR‡bi mgq hw` †m‡ji †_‡K WvUv eo nq, Z‡e †U·wU †f‡O c‡ii jvB‡b P‡j hvq| G Ae¯’vq `yBwU 
Kjv‡gi gv‡Si jvB‡b Kvm©i Avb‡j GKwU wØgyLx Zxi wP‡ý cwiYZ ( ) nq| GB mgq wK¬K K‡i gvDm evUb WªvM Ki‡j 
Kjv‡gi ev cÖwZwU †m‡ji cÖk ’̄Zv †e‡o hv‡e| j¶¨ Ki“b †Uwe‡j wb‡gœvv³ WvUv mshy³ Ki“b|  
 

Sl. No.  Name Address Title Salary  

1 Bappi Dhaka Officer  14000 

2 Asma Khulna Peon 300 

3 Toma Rajbari Director  15000 
 

bZzb Row †hvM Kiv 
†Uwej ˆZix K‡i †djvi ci bZzb GK ev GKvwaK Row `iKvi n‡Z cv‡i| wb‡Pi KgvÛ¸‡jv cÖ‡qvM Ki“b|  

Steps 
1. †h Row i Dc‡i bZzb Row `iKvi †mLv‡b Kvm©i ivLyb| g‡b Kwi 2q Row †Z Kvm©i ivL‡jb|  
2. †gby †_‡K Table Tools Gi Layout Ribon wm‡j± Ki“b| Rows & Columns KgvÛMÖ“c †_‡K Insert 

Above G wK¬K Ki“b|  
3. 2 b¤^i Row †Z bZzb GKwU Row ˆZix n‡e Ges Av‡Mi 2 b¤^i Row wU GLb 3 b¤̂i Row †Z Ae¯’vb Ki‡e|  

      

Av‡M                                                                 c‡i 
 

bZzb Column †hvM Kiv 
GKBfv‡e †Uwej ˆZix nevi ci g‡b n‡Z cv‡i bZzb GK ev GKvwaK Column `iKvi| wb‡Pi KgvÛ j¶¨ Ki“b|  
1. †h Column G bZzb Column ˆZix Ki‡Z Pvb Kvm©i †mB Column G ivLyb| g‡b Kwi 2 b¤^i Column G 

Kvm©i ivLv n‡jv|  
2. †gby †_‡K Table Tools Gi Layout Ribon wm‡j± Ki“b| Rows & Columns KgvÛMÖ“c †_‡K Insert Left 

G wK¬K Ki“b|  
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3. 2 bs Column G bZzb GKwU Column ˆZix n‡e Ges 2 b¤̂i Column wU 3 b¤̂i Column G Ae¯’vb Ki‡e|  
 

       
 

 Av‡M                                         c‡i 

Cell †hvM Kiv 
Row ev Column G gZB †Uwej ˆZixi ci Cell †hvM Kivi `iKvi n‡Z c‡i| wb‡Pi KgvÛ j¶¨ Ki“b|  

Steps 
1. †hLv‡b Cell †hvM Ki‡Z Pvb †mB Cell G Kvm©i ivLyb (GKvwaK Cell Gi †¶‡Î wbw`©ó cwigvb Cell Bolck 

Ki“b) 
2. †gby †_‡K Table Tools Gi Layout Ribon wm‡j± Ki“b| Rows & Columns KgvÛMÖ“c Gi wb‡Pi 

Wvbw`‡Ki †QvU evU‡b wK¬K Ki“b|  
3. Insert Cell WvqvjM e· Avm‡e|  

 

 
 

4. Shift cells down wm‡j± K‡i OK Ki“b| bZzb GKwU Cell ˆZix n‡e Ges Kvm©i Aew ’̄Z Row Gi wb‡P GKwU 
bZzb Cell †`Lv hv‡e| A_©vr Kvm©i Aew¯’Z Cell G GKwU bZzb Cell †hvM n‡q‡Q Ges Ab¨vb¨ Cell ¸‡jv 1 Uv K‡i 
Row (line) wb‡P †b‡g †M‡Q|   

 

    
 Av‡M                                         c‡i 

 
Cell, Row ev Column gy‡Q †djv 
†Uwej ˆZix nevi ci †Kvb Cell ev Row ev Column †K AwZwi³ g‡b n‡Z cv‡i Ges gy‡Q †djvi `iKvi n‡Z cv‡i| 
wb‡Pi KgvÛ j¶¨ Ki“b|  
1. †h Cell gyQ‡Z Pvb †mB Cell G, A_ev †h Row ev Column gyQ‡Z Pvb, †mB Row ev Column Gi †h †Kvb 

Cell G Kvm©i ivLyb|  
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2. Rows & Columns KgvÛMÖ“c Gi cÖ_g Uzj Detele evU‡b wK¬K wm‡j± Ki“b| †gby Avm‡e Delete Cells… 
wm‡j± Ki“b| Delete Cells WvqvjM e· Avm‡e|  
 

  
 

3. †h †Kvb GKwU Ackb wm‡j± K‡i OK Ki‡Z n‡e|  
 

Table Gi Cell †K Marge (mshy³) Kiv 
†Uwej ˆZixi mgq m‡e©v”P KZwU Row ev Column `iKvi Zv Av‡MB wba©viY K‡i †Uwej ˆZix Ki‡Z n‡e| g‡b Kwi 
GKwU †Uwe‡j 5wU Row Ges 5wU Column Av‡Q| wKš‘ †k‡li Row Ges †k‡li Column Gi RvqMv Ab¨¸‡jvi 
Zzjbvq wØ¸b| Aci w`‡K †Uwe‡j cÖwZwU Cell Gi gvc GKB _v‡K| myZivs G‡¶‡Î †gvU 6wU Row Ges 6wU Column 
ˆZix Ki‡Z n‡e Ges c‡i me©‡kl `yBwU Row †K wm‡j± K‡i mshy³ (Marge) Ki‡Z n‡e| 
1. †h Cell ¸‡jv‡K Marge (mshy³) Ki‡Z Pvb †m¸wj Block/Select Ki“b| (Mouse WªvM K‡i ev Kx‡evW© †_‡K 

Shift+ArrowKx †cÖm K‡i)  
2. Marge KgvÛMÖ“c Gi cÖ_g Uzj Marge Cells evU‡b wK¬K wm‡j± Ki“b|         

j¶¨ Ki“b †m Cell ¸‡jv Select/Block Kiv wQj †m¸wj Marge n‡q GKwU Cell G cwiYZ n‡q‡Q|  
 

   

 

Table Gi Cell †K Split (wef³) Kiv 
A‡bK mgq †Uwe‡ji †Kvb eo Cell †K wef³ K‡i GKvwaK Cell-G iƒcvš—wiZ Kivi `iKvi nq| e¨vcviwU Marge Gi 
wVK D‡ëv| Split Ki‡Z wb‡Pi KgvÛ¸‡jv cÖ‡qvM Ki“b|  
 

1. †h Cell ev Cell ¸‡jv‡K Split Ki‡Z Pvb †mB Cell/Cells †K wm‡j± (Block) Ki“b|  
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2. Marge KgvÛMÖ“c Gi wØZxq Uzj Split Cells evU‡b wK¬K wm‡j± Ki“b| Split Cells WvqvjM e· Avm‡e|  
 

 
 

GLvb †_‡K cÖwZwU Cell †K KqwU Column Ges KqwU Row †Z wef³ Ki‡Z Pvb †mB msL¨v wjL‡Z n‡e|   

cÖwZwU Cell †K Avgiv 3 wU Kjv‡g Ges 2 wU Row †Z wef³ Ki‡ev|  
3. Split Cells e‡·i Number of Column As‡k 3 UvBc Ki“b (A_ev EaŸ©gyLx Zxi ( ) G wK¬K Ki“b) Ges 

Number of Row As‡k 2 UvBc Ki“b|  
4. †k‡l OK Ki“b ev Kx‡evW© †_‡K Enter †cÖm Ki“b| j¶¨ Ki“b Block Kiv Cell ¸‡jv 2wU Row Ges 3wU 

Column G wef³ n‡q‡Q|  
 

 

Column Ges Row Gi AvK…wZ wba©viY  
A‡bK mgq †`Lv hvq GKwU Cell G wKQy †jLvi ci Kjv‡gi cÖk¯’Zv Kg nIqvi Kvi‡Y †U·U †f‡O hvq| Giƒc †¶‡Î 
Kjv‡gi cÖk ’̄Zv evov‡bvi `iKvi nq| Avevi Row Gi †¶‡ÎI D”PZv evov‡bvi `iKvi n‡Z cv‡i| GKwU †Uwej ˆZixi 
ci Cell Gi AvK…wZ wWdë Abymv‡i _v‡K|  
Steps 
1. †h Kjvg †QvU/eo Ki‡Z Pvb Zvi Wv‡bi Lvov jvB‡bi Dci gvDm c‡q›Uvi Avbyb|  
2. c‡q›UviwU Wv‡b Ges ev‡g Zxi wPýmn wØgyLx Zxi wP‡ý ( ) cwiYZ n‡e|  
 

  
 

3. jvBbwU Wv‡b ev ev‡g WªvM K‡i c‡q›Uvi †Q‡o w`b| Kjv‡gi cÖk¯’Zv †ekx/Kg n‡e|  
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EDIT Kiv 
 

MS-Word G †jLv †U·U, ev †Kvb Clipart ev Image ev †h †Kvb ai‡bi Wªwqs, †U·U e·, †Uwej BZ¨vw` GKevi 
Avbvi ci, GK¯’vb †_‡K Ab¨¯’v‡b ev GK †cR †_‡K Ab¨ †c‡R, ev GK dvBj †_‡K Ab¨ dvB‡j, GgbwK GK md&UIq¨vi 
†_‡K Ab¨ md&UIq¨v‡i, ¯’vbvš—i (Move) ev Kwc Kivi `iKvi n‡Z cv‡i| G‡¶‡Î Cut, Copy Ges Paste Kgv‡Ûi 
e¨vcK e¨envi `iKvi c‡i, †h †Kvb gyû‡Z© †Kvb wKQy gy‡Q †d‡j ev †Kvb fzj KgvÛ  †`Iqvi ciciB KgvÛwU evwZj Kivi 
`iKvi n‡Z cv‡i †m‡¶‡Î Undo KgvÛwU e¨eüZ nq|  
 

Cut Kiv  
Cut Kivi A_© wm‡j± Kiv Ae‡R±‡K gy‡Q †djv| hw`I Cut Kgv‡Ûi gva¨‡g Ae‡R± gy‡Q hvq wKš‘ ’̄vqxfv‡e bv gy‡Q 
Windows Gi †ggix‡Z Ae¯’vb K‡i|  
Steps  
1. gvDm Øviv WªvM K‡i wKQy Text A_ev gvDm Øviv wK¬K K‡i Drawing/ Picture/Table BZ¨vw` wm‡j± Ki“b| 
2. †gby †_‡K Home Ribon Gi cÖ_g Ackb Clipboard KgvÛMÖ“c †_‡K KuvwPi wPý m¤^wjZ Cut evUb ( ) G wK¬K 

Ki“b| 
 

 
 

 
 

Avcbvi wm‡j± Kiv Ae‡R± (†U·U/Drawing/Picture BZ¨vw`) Vanish n‡q hv‡e|  
  

Undo Kiv 
GB gvÎ †h Ae‡R±wU gy‡Q (Cut) †djv n‡jv, wVK ci gyû‡Z© g‡b n‡Z cv‡i gy‡Q †djv wVK nqwb| A_©vr Ae‡R±wU †diZ 
Avbv `iKvi| A_ev †h †Kvb KgvÛ cÖ‡qv‡Mi ci evwZj Kivi cÖ‡qvRb n‡Z cv‡i| Word G GKvwaK evi Undo KgvÛ 
e¨envi Kiv hvq| GKUv K_v g‡b ivL‡eb Undo Kivi Rb¨ Kx‡evW© KgvÛ (Ctrl+Z) me‡P‡q †ekx e¨eüZ nq| A_©vr 
†Kvb fzj Ki‡j mv‡_ mv‡_ Ctrl+Z KgvÛ w`b A_ev †gby †_‡K Quick Access Uzjevi †_‡K evg w`‡K euvKv‡bv Uzj 
A_©vr Undo Uz‡j ( ) wK¬K Ki“b|  
 
Redo Kiv  
Undo KgvÛ K‡i KgvÛ¸‡jv evwZj Kivi ci g‡b n‡Z cv‡i Av‡Mi KgvÛ¸‡jv wVKB wQj, Undo Kiv DwPr nqwb A_©vr 
GLb Avevi Undo KgvÛ¸‡jv evwZj Ki‡Z n‡e| G‡¶‡Î Redo KgvÛ e¨eüZ Kiv nq| †gby †_‡K Quick Access 
Uzjevi †_‡K Redo Uzj ( ) KgvÛ w`b| (Ctrl+Y)|  

 
Cut & Paste (Move) Kiv  
†Kvb Ae‡R± GK ’̄vb †_‡K gy‡Q †d‡j (Cut K‡i) Ab¨¯’v‡b ¯’vcb ev ’̄vbvš—i Kivi Rb¨ Cut Ges Paste Kgv‡Ûi 
cÖ‡qvRb nq| wb‡Pi KgvÛ¸‡jv cÖ‡qvM Ki“b| 

 

Av‡M 

c‡i 
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Steps  
1. gvDm w`‡q WªvM ev wK¬K K‡i cÖ‡qvRbxq Ae‡R± (†U·U, Drawing, Picture BZ¨vw`) wm‡j± Ki“b|  

 

 
 

2. †gby †_‡K Home Ribon Gi cÖ_g Ackb Clipboard KgvÛMÖ“c †_‡K KuvwPi wPý m¤^wjZ Cut evUb ( ) G wK¬K 
Ki“b| (Ctrl+X ev Alt+E,T)    

 

 
 

Avcbvi wm‡j± Kiv Ask Vanish n‡q hv‡e| A_©vr GwU Windows Gi †ggix‡Z Ae¯’vb Ki‡e|  
3. Ab¨ †h ’̄v‡b Move Ki‡Z Pvb Kvm©i‡K wK¬K K‡i †mLv‡b ¯’vcb Ki“b| †gby †_‡K Clipboard KgvÛMÖ“c †_‡K 

me‡P‡q eo evUb Paste evU‡b ( ) wK¬K Ki“b|  
 

 

Vanish n‡q hvIqv Ask AveviI wd‡i Avm‡e| AveviI Paste KgvÛ w`‡j AveviI GKwU Kwc wd‡i Avm‡e Gfv‡e 
GKvwaK evi Paste KgvÛ w`‡Z cv‡ib| hw`I Cut KgvÛ GKeviB w`‡Z n‡e|  
 
Copy & Paste  
†Kvb Ae‡R‡±i bKj ev cÖwZK…wZ h_v¯’v‡b †i‡L Ab¨ ¯’v‡b AviI GKwU Ae‡R± ˆZixB n‡”Q Kwc| g‡b Ki“b GKwU dvB‡j 
Aew¯’Z Logo ev †Kv¤cvbxi bvgmn c¨v‡Wi †nwWs ev wPwVi wb‡Pi w`‡Ki wVKvbv wewfbœ dvB‡j ev mdU&Iq¨v‡i evi evi 
`iKvi n‡Z cv‡i| †m‡¶‡Î Copy I Paste KgvÛ e¨envi Kiv nq|  

Steps 
1. gvDm w`‡q WªvM ev wK¬K K‡i cÖ‡qvRbxq Ae‡R± (†U·U, Drawing, Picture BZ¨vw`) wm‡j± Ki“b|  
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2. †gby †_‡K Home Ribon Gi cÖ_g Ackb Clipboard KgvÛMÖ“c †_‡K Copy evUb ( ) G wK¬K Ki“b|  
Cut Kgv‡Ûi gZ wm‡j± Kiv Ask Vanish bv n‡q, Av‡Mi ’̄v‡bB _vK‡e| wKš‘ GKwU Kwc Windows Gi †ggix‡Z 
Ae¯’vb Ki‡e| Ab¨ †h ’̄v‡b Kwc Ki‡Z Pvb Kvm©i‡K wK¬K K‡i †mLv‡b ¯’vcb Ki“b|  
(New KgvÛ w`‡q Ab¨ dvBjI Lyj‡Z cv‡ib A_ev Ab¨ †Kvb Software †hgb Excel I‡cb Ki‡Z cv‡ib|) GLb 
Paste Ki‡Z n‡e|  
3. †gby †_‡K Clipboard KgvÛMÖ“c †_‡K me‡P‡q eo evUb Paste evU‡b ( ) wK¬K Ki“b| (Ctrl+V ev Alt+E, P)   
 

 
 

 

wm‡j± Kiv As‡ki GKwU Kwc bZzb RvqMvq †`Lv hv‡e| AveviI Paste KgvÛ w`‡j AveviI GKwU Kwc wd‡i Avm‡e 
Gfv‡e GKvwaK evi Paste Kiv hv‡e|  
 
WªvM K‡i Copy ev Move  
 

wm‡j± Kiv Ae ’̄vq Kx‡evW© †_‡K Ctrl Kx †cÖm Ki‡j gvDm c‡q›Uvi c−vm mvBb (+) aviY Ki‡e G Ae ’̄vq WªvM K‡i Ab¨ 
’̄v‡b gvDm c‡q›Uvi G‡b evUb †Q‡o w`‡j wm‡j± Kiv Ask Kwc n‡e| GKBfv‡e wm‡j± Kiv Ae ’̄vq evUb wK¬K K‡i 

Ab¨¯’v‡b G‡b evUb †Q‡o w`‡j wm‡j± Kiv Ask gyf n‡e|  
 
Text gy‡Q †djv  
 

gvDm w`‡q WªvM ev wK¬K K‡i cÖ‡qvRbxq Ae‡R± wm‡j± Ki“b| (†U·U, Drawing, Picture BZ¨vw`) Kx‡evW© †_‡K 
Delete ev Backspace Kx †cÖm Ki“b|  

 

Border Ges Shading 
 

MS-Word G †jLv †Kvb †U·U, †Uwej, Drawing, Picture ev Text e‡·i Pvicvk w`‡q wewfbœ ai‡bi eW©vi †`Iqv 
hvq| †Uwe‡ji †¶‡Î Pvicv‡ki eW©vi Ges wfZ‡ii eW©vi Avjv`v Style G †`Iqv hvq|  
 

Border †`Iqv  
Steps  
 

gvDm Øviv WªvM ev wK¬K K‡i cÖ‡qvRbxq †U·U ev †U·U e·, Picture, †Uwej, Drawing wm‡j± Ki“b|  
1. †gby †_‡K Page Layout Ribon wm‡j± Ki“b| GLvb †_‡K Page Background KgvÛMÖ“c †_‡K Page 

Border evU‡b wK¬K Ki“b| Border and Shading WvqvjM e· Avm‡e|  
2. e‡·i Dc‡ii w`‡K Border, Page Border, Shading bv‡gi Ackb _vK‡e G‡`i cÖ‡Z¨KwU‡K U¨ve e‡j|  
3. Border U¨ve wm‡j± Av‡Q wbwðZ n‡q wbb| cÖ_g Ackb Setting Gi wb‡Pi w`‡K 5wU Ackb i‡q‡Q|  
 
 

None- wm‡j± Ki‡j †Kvb eW©vi _vK‡e bv| Box- wm‡j± Ki‡j Pvwiw`‡K eW©vi ˆZix n‡e| Shadow- wm‡j± Ki‡j eW©v‡ii Wv‡b 
I wb‡P Avjv`v Shadow (Qvqv) Avm‡e| 3D- wm‡j± Ki‡j 3D B‡d± Avm‡e| Custom- wm‡j± Ki‡j eW©v‡ii aib wb‡Ri 
B”QvgZ Kiv hv‡e| G‡K G‡K cÖ‡Z¨KwU‡Z wK¬K K‡i wm‡j± Ki‡j Wvbw`‡Ki Preview Ack‡b cwieZ©b †`Lv hv‡e| 

4. Setting Gi wØZxq Ackb A_©vr Box wm‡j± Ki“b|  
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5. gv‡Si Kjv‡gi Style Ack‡bi WvDb A¨v‡iv‡Z( ) wK¬K Ki‡j AviI wewfbœ ai‡bi Ackb Avm‡e GLvb †_‡K  
cQ›`gZ GKwU wbe©vPb Ki“b|  

 

 
 

6. Color e‡·i WvDb A¨v‡iv‡Z wK¬K Ki“b| wewfbœ ai‡bi Kvjvi Avm‡e GLvb †_‡K Mvp †Kvb Kvjvi wm‡j± Ki“b| 
7. Width Ack‡bi WvDb A¨v‡iv‡Z wK¬K Ki“b| eW©vi wPKb/‡gvUv Kivi Rb¨ wewfbœ ai‡bi Ackb Avm‡e| GLvb †_‡K 

3 pt wm‡j± Ki“b|  
8. me‡k‡l OK evU‡b wK¬K Ki“b| Avcbvi wm‡j± Kiv Ae‡R‡±i Pvicv‡k eW©vi mshy³ n‡e|   

 
Shade/ Pattern †`Iqv  
Steps  
9. gvDm Øviv WªvM K‡i ev wK¬K K‡i cÖ‡qvRbxq †U·U ev †Uwe‡ji †Kvb Row/Column/Cell ev m¤ú~©Y †Uwej, †U·U 

e·, Drawing, BZ¨vw` wm‡j± Ki“b| g‡b ivL‡eb wm‡j± Kiv Ae‡R‡± eW©vi _vK‡ZI cv‡i, bv _vK‡ZI cv‡i|  
10. †gby †_‡K Page Layout Ribon wm‡j± Ki“b| GLvb †_‡K Page Background KgvÛMÖ“c †_‡K Page 

Border evU‡b wK¬K Ki“b| Border and Shading WvqvjM e· Avm‡e|  
11. Z…Zxq U¨ve A_©vr Shading U¨ve wm‡j± Ki“b|  
12. Fill Ack‡bi wb‡Pi w`‡K wewfbœ Color †_‡K †h †Kvb GKwU Color wm‡j± Ki“b|  
13. AviI AwaK Color PvB‡j More Color... evU‡b wK¬K Ki‡Z n‡e|  
14. Style Ack‡bi †U·U e‡·i WvDb A¨v‡iv‡Z wK¬K K‡i| KZ cvi‡m›U †mwWs w`‡Z Pvb †mwU wba©viY Ki“b| (†hgb 

15% ev 30%  BZ¨vw`)|  
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GLvb †_‡K †kwWs Gi cv‡m©›U Qvov Ab¨vb¨ Pattern I †`Iqv hvq|  
15.  †k‡l OK Ki“b| Avcbvi wm‡j± Kiv Ae‡R‡± Shading hy³ n‡e|  

 

 
 

16. Style Ack‡bi wb‡Pi cÖ_g †U·U e‡·i WvDb A¨v‡iv‡Z wK¬K K‡i,wb‡Pi w`‡K (wbgœMvgx Zxi G) WªvM Ki‡Z _vKzb| 
†k‡l GKwU Pattern wm‡j± Ki“b| †k‡l OK Ki“b| Avcbvi wm‡j± Kiv Ae‡R± my›`i Pattern w`‡q c~Y© n‡e| 

 

 

Bullets and Numbering Kiv  
W‡Kv‡g‡›U A‡bK mgq jvBb Gi Av‡M A‡Uv‡gwUK bv¤^vwis ev wm¤^‡ji `iKvi nq GB wm¤^j¸wj‡K Bullet e‡j| 
W‡Kv‡g‡›U Bullet †`Iqvi Rb¨ wb‡Pi KgvÛ¸‡jv AbymiY Ki“b|  
†hLvb †_‡K Bullet ïi“ Ki‡Z Pvb †mLv‡b Kvm©i ¯’vcb Ki“b|  

1. †gby †_‡K Home Ribon Gi Paragraph KgvÛMÖ“c Gi Dc‡ii w`‡Ki cÖ_g Uzj Bullets  evU‡b ( ) wK¬K 
Ki“b| GKwU †gby Avm‡e Avcbvi mvg‡b wewfbœ ai‡bi Bullet _vK‡e|  

2. j¶¨ Ki“b Bullet U¨v‡e †gvU 8 wU bgybv †`Iqv Av‡Q| None ev‡` †h †Kvb GKwU wK¬K K‡i wm‡j± Ki“b| †hgb-  
 

 
 

3. †k‡l Bullet Øviv cieZx© jvBb ïi“ n‡e| 
 

 
 

4. Number †`Iqvi Rb¨ Numbering U¨v‡e wK¬K K‡i wm‡j± Ki“b|  
5. None ev‡` †h †Kvb GKwU bgybvi Dci wK¬K K‡i wm‡j± Ki“b| †hgb-  1),  2),  3) 
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6. cÖwZ jvBb UvBc Kivi ci Enter †cÖm Ki‡j Number Øviv cieZx© jvBb ïi“ n‡e|  
1) Nova Computer Education 
2) Nova Computer Education 
3) Nova Computer Education 

7. `yBevi Enter Ki‡j Number P‡j hv‡e| Bullet Ges Number gy‡Q †dj‡Z PvB‡j Bullet Ges Number 
†`Iqv c¨viv ev jvBb¸‡jv wm‡j± (e−K)K‡i mswk −ó U¨ve wm‡j± K‡i None wm‡j± K‡i OK Ki“b|  

 
 
 

Spelling Ges Grammer cix¶v 
Word Øviv mn‡RB W‡Kv‡g‡›Ui Spell (evbvb) Ges MÖvgvi cix¶v Kiv hvq| GRb¨ Word G wWdë †cÖvMÖvg †mwUs Av‡Q 
Ges GK j‡¶iI Dc‡i kã mn GKwU wWKkbvix ms‡hvRb Kiv Av‡Q| †Kvb Word wWKkbvixi k‡ãi mv‡_ bv wgj‡j 
†mwU‡K fzj wn‡m‡e mbv³ K‡i fzj †jLv kãwUi mv‡_ wgj †i‡L AviI KvQvKvwQ K‡qKwU kã †`Lv‡e| GLvb †_‡K mwVKwU 
†e‡Q wb‡q Change K‡i w`‡Z n‡e| evbvb fzj †jLv gvÎ wb‡P jvj i‡Oi †XD Gi gZ †iLv Ges MÖvgvi fzj †jLv gvÎ wb‡P 
meyR i‡Oi †XD Gi gZ †iLv †`Lv hv‡e| Z‡e †jLv Pvwj‡q hvIqv hv‡e|  

Steps  
1. cÖ_‡g wKQy fyj evbvb Ges Noun mn K‡qK c¨viv UvBc Ki“b| B”Qv K‡i wKQy Noun Ges fzj evbvb I MÖvgvimn 

UvBc Ki“b| 
 

 
 

2. GLb W‡Kv‡g‡›Ui me‡P‡q cÖ_‡g Kvm©i ivLyb|  
3. †gby †_‡K Review Ribon wm‡j± Ki“b| Proofing KgvÛMÖ“c †_‡K Spelling and Grammar... wUK wPý 
m¤^wjZ Uzj A_©vr Spelling and Grammar Uzj ( ) G wK¬K Ki“b| Spelling and Grammar WvqvjM e· 
Avm‡e| 

 

  
 

Avgiv evbvb cix¶vi cvkvcvwk MÖvgvi cix¶v Ki‡Z PvB| †mRb¨ WvqvjM e‡·i GK`g wb‡P Check grammar Ack‡bi 
ev‡gi †PK e· wm‡j± (wUK gvK©) Av‡Q wbwðZ n‡q wbb| 
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4. Check grammar Ackb wm‡j± bv _vK‡j e‡· wK¬K K‡i wm‡j± Ki“b| wUK wPý ( ) Avm‡e Ges evbv‡bi mv‡_ 
mv‡_ MÖvgviI cix¶v ïi“ n‡e| AviI j¶¨ Ki“b e‡·i Wvbw`‡K Ignore Once/Ignore, Ignore All, Add to 
Dictionary/Add, Change BZ¨vw` evUb i‡q‡Q| 
 

Ignore Once - evU‡b wK¬K Ki‡j Kvm©i eZ©gvb kã‡K cwieZ©b bv K‡i cieZ©x fzj kã‡K jvj i‡Oi gvK© K‡i ai‡e 
Ges Suggestions e‡· KvQvKvwQ mwVK K‡qKwU kã †`Lv‡e| 
 
 

Ignore All - hw` cÖ_gevi Ignore Gi cwie‡Z© Ignore All evU‡b wK¬K Kiv n‡Zv Z‡e f~j kãwU hZeviB _vK bv 
†Kb kãwU Avi ai‡Zv bv|  

Add to Dictionary - Ignore All Gi cwie‡Z© Add to Dictionary evU‡b wK¬K Ki‡j kãwU ’̄vqxfv‡e 
wWKkbvix‡Z †_‡K †hZ Ges eZ©gvb W‡Kv‡g›Umn File>New KgvÛ w`‡q Word  G †Lvjv Ab¨ †Kvb W‡Kv‡g‡›U Avi GB 
kãwU fzj wnmv‡e ai‡e bv| j¶¨ Ki“b Grammar fzj †jLv‡K meyR i‡Oi gvK©mn ai‡e|  
 

Change - WvqvjM e‡·i evgw`K †_‡K mwVK kãwU wK¬K K‡i wm‡j± K‡i Ges Wvb w`K †_‡K Change evU‡b wK¬K 
Ki‡j mwVK kã em‡e |  
 

Change All - WvqvjM e‡·i evgw`K †_‡K mwVK kãwU wK¬K K‡i wm‡j± K‡i Ges Wvb w`K †_‡K Change All 
evU‡b wK¬K Ki‡j W‡Kv‡g‡›U GKB kã hZ¸‡jv Av‡Q me¸‡jv mwVK kã em‡e| 
 

Auto Correct - WvqvjM e· †_‡K Auto Correct evU‡b wK¬K Ki‡j Select nIqv kãwU A‡Uv‡gwU mwVK n‡q 
hv‡e| 
A‡bK mgq †`Lv hvq †Kvb fzj k‡ãi Rb¨ Suggestions e‡· wKQy mwVK kã †`Iqv Av‡Q wKš‘ †hwU cÖ‡qvRb †mwU bvB 
†m †¶‡Î W‡Kv‡g‡›U wK¬K K‡i mwVK kãwU wj‡L w`‡Z n‡e| 
 

gvDm wK¬‡K Spell I Grammar ms‡kvab  
†jLv gvÎ Spell ev Grammar Gi ‡Kvb fzj n‡j †PK Ki‡Z n‡e Gi~c Ackb wm‡j± _vK‡j UvBc Kiv gvÎ †Kvb Spell 
fzj n‡j jvj jvBb Ges MÖvgvi fzj n‡j meyR AvÛvi jvBb cvIqv hv‡e| GB Ae¯’vq D³ k‡ã gvDm c‡q›Uvi †i‡L gvD‡mi 
Wvb evUb wK¬K A_©vr Right Click Ki‡j Wªc WvDb †gby Av‡m| 

      
 

GLvb †_‡K mwVK MÖvgvi evbvb wm‡j± Ki‡jB fzj kãwU cwieZ©b n‡q mwVKwU e‡m hv‡e| 
 

Thesaurus (kãfvÛvi) Gi e¨envi  
Thesaurus Gi mvnv‡h¨ †Kvb k‡ãi mgv_©K kã (Synonyms), wecixZv_©K kã (Anonyms), KZ©v (Noun), wµqv 
(Verb), we‡klY (Adjective) BZ¨vw` Rvbv hvq| g‡b Kwi Avcwb Principal (Aa¨¶) kãwUi e`‡j fzj K‡i 
Principle (bxwZ) kãwU wj‡L †d‡j‡Qb| GLb evbvb (Spell) cix¶v Ki‡j `ywU †¶‡ÎB mwVK †`Lv‡e| G‡¶‡Î 
Principal ev Principle kãwUi †h †Kvb GKwU wm‡j± K‡i Thesaurus KgvÛ w`‡jB mgv_©K kã Avm‡e| GLvb †_‡K 
mwVK kãwU †e‡Q †bIqv hv‡e|  
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1. GKwU W‡Kv‡g›U Ly‡j Principal kãwU UvBc Ki“b|  
2. †gby †_‡K Review Ribon Gi cÖ_g Proofing KgvÛMÖ“‡ci Thesaurus evU‡b wK¬K Ki“b|  Task Pane 
Avm‡e| (Shift+F7)  

 

 
 

j¶¨ Ki“b Search for Ack‡b Principal kãwU Ae¯’vb Ki‡Q| wb‡P Meaning Ack‡b kãwUi Adjective, Noun 
BZ¨vw`i wjó i‡q‡Q|  
 

3. Gevi Principle wj‡L wm‡j± Ki“b|  
4. †gby †_‡K Review Ribon Gi cÖ_g Proofing KgvÛMÖ“‡ci Thesaurus evU‡b wK¬K Ki“b| Task Pane 
Avm‡e| (Shift+F7)  

5. Av‡Mi gZ kãwUi Meaning †`Lv hv‡e| A_©vr k‡ãi cÖK…Z A_© cvIqv hv‡e|  
 

 

Line Spacing  
†U·‡Ui GK jvBb †_‡K Ab¨ jvB‡bi gv‡Si duvKv RvqMv‡K e‡j Line Spacing| wWdë †mwUs Abymv‡i GwU wm‡½j 
†¯cm _v‡K| GB duvKv RvqMv Kg/†ekx Kivi `iKvi n‡Z cv‡i|   
1. †U·U¸‡jv e −K wm‡j± Ki“b| †gby †_‡K Home Ribon Gi Paragraph KgvÛMÖ“‡ci Line Spacing evU‡b 

( ) wK¬K Ki“b| Wªc WvDb †gby Avm‡e|   
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2. GLvb †_‡K 2.0 wm‡j± Ki“b|  
 

 
 

c¨vivMÖv‡di jvBb¸‡jvi ‚̀iË¡ Wvej n‡e| 

Print Preview †`Lv 
 

wcÖ›U Kivi Av‡M †kl ev‡ii gZ GKevi †Kvb cwieZ©b Ki‡Z n‡e wKbv Preview w`‡q †mwU †`‡L †bIqv nq| wb‡Pi 
KgvÛ w`b| 

Steps 
1. Quick Access Uzjevi †_‡K Office evU‡b wK¬K K‡i Print G gvDm wb‡q Avm‡j ev‡g wZbwU Ackb Avm‡e| 

GLvb †_‡K Print Preview KgvÛ w`b|  
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2. W‡Kv‡g‡›Ui Ab¨ welq QvovI eZ©gv‡b ˆZix Kiv W‡Kv‡g›UwU †`Lv hv‡e|  
 

 

Print Preview †`Lvi ci GwWU Kivi `iKvi n‡j Avevi W‡Kv‡g‡›U wd‡i Avm‡Z n‡e| GwW‡Ui ci Avevi Print 
Preview †`L‡Z n‡e| 
1. Print Preview DB‡Ûvi Dc‡i wewfbœ evUb †_‡K Close Print Preview evU‡b wK¬K Ki“b| Kvm©i W‡Kv‡g‡›U 

†dir Avm‡e|  
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mvwP©s 
Find Kiv 
 

Av‡MB e‡jwQ W‡Kv‡g‡›Ui GKwU wbw ©̀ó kã‡K Ly‡R †ei Kiv m¤¢e bv| K‡qK c„ôv †U·U m¤^wjZ GKwU dvBj Lyjyb| 
Kgc‡¶ 20/30 RvqMvq Patna kãwU wjLyb| GLb W‡Kv‡g‡›Ui wewfbœ ¯’vb †_‡K GB Patna kãwU Luy‡R †ei Ki‡ev| 
 

Steps 
1. W‡Kv‡g‡›Ui (dvB‡ji) ïi“‡Z wK¬K K‡i Kvm©i ivLyb| 
2. †gby †_‡K Home Ribon Gi GK`g †k‡li KgvÛMÖ“c Editing KgvÛMÖ“‡ci cÖ_g Ackb Find G wK¬K Ki“b| 

(Ctrl+F/Alt+E, E) Find and Replace  WvqvjM e· Avm‡e| 
3. Find U¨ve wm‡j± Av‡Q wbwðZ n‡q wbb| 
4. Find What Ack‡bi Wv‡bi †U·U e‡· Patna UvBc Ki“b| 
5. Find Next evU‡b wK¬K Ki“b| cÖ_g †jLv Patna kãwU W‡Kv‡g‡›U nvBjvBU (e−K) n‡e|  
 

  
 

6. AveviI Find Next evU‡b wK¬K Ki“b| cÖ_gwU †Q‡o cieZ©x Patna kãwU nvBjvBU n‡e| Gfv‡e Find Next 
evU‡b wK¬K K‡i mKj Patna kã †LuvRv hv‡e| mg —̄ kã †LvuRv †kl n‡j c ©̀vq WvqvjM e· Avm‡e| 

7. †k‡l OK evU‡b A_ev gvSc‡_ W‡Kv‡g‡›U wd‡i Avm‡Z PvB‡j Cancel evU‡b wK¬K K‡i W‡Kv‡g‡›U wd‡i Avmyb| 
 

Replace Kiv 
GZ¶Y W‡Kv‡g‡›Ui ga¨ †_‡K wbw`©ó †Kvb kã Ly‡R †ei Kivi cÖwµqv †`Ljvg| GB Ly‡R †ei Kiv kãwU gy‡Q †djv ev 
e`jv‡bv BZ¨vw`i `iKvi n‡Z cv‡i| 
 

Steps  
W‡Kv‡g‡›Ui (dvB‡ji) ïi“‡Z wK¬K K‡i Kvm©i ivLyb| 
1. †gby †_‡K Home Ribon Gi GK`g †k‡li KgvÛMÖ“c Editing KgvÛMÖ“‡ci cÖ_g Ackb Replace G wK¬K 

Ki“b| (Ctrl+F/Alt+E, E) Find and Replace WvqvjM e· Avm‡e| 
2. Replace U¨ve wm‡j± bv _vK‡j wK¬K K‡i wm‡j± Ki“b| 
3. Find What †U·U e‡· Patna UvBc Ki“b| 
4. Replace With †U·U e‡· Pabna UvBc Ki“b| 
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5. Find Next evU‡b wK¬K Ki‡j cÖ_g Patna kãwU nvBjvBU (Block) n‡e Ges Kgv‡Ûi Rb¨ Kvm©i A‡c¶v Ki‡e| 
6. Replace evU‡b wK¬K Ki‡j cÖ_g Patna kãwU Pabna kã Øviv cÖwZ¯’vwcZ (Replace) n‡e Ges cieZ©x Patna 

kãwU nvBjvBU n‡e| 
Gfv‡e Replace evU‡b wK¬K Ki‡Z _vK‡j nvBjvBU kãwU cwiewZ©Z n‡q Kvm©i cieZ©x k‡ã †h‡Z _vK‡e| Replace 
All evU‡b wK¬K Ki‡j evKx mg¯— Patna kã iƒcvš—wiZ n‡q Pabna n‡q hv‡e Ges WvqvjM e· Avm‡e| 
7. †k‡l OK evU‡b wK¬K K‡i A_ev gvSc‡_ W‡Kv‡g‡›U wd‡i Avm‡Z PvB‡j Cancel evU‡b wK¬K K‡i W‡Kv‡g‡›U wd‡i 

Avmyb| 

 
 
 
 

Mail Merge Kiv  
 

cÖwZôvb ev e¨w³MZ †¶‡Î cÖvqB †`Lv hvq GKB wPwV wewfbœ wVKvbvq cvVv‡Z nq Ges wPwVi Dci wfbœ wfbœ bvg I wVKvbvmn 
m‡¤^vab Kiv nq| g‡b Ki“b GKwU cÖwZôvb cÖv_©x‡`i Kv‡Q B›UviwfD KvW© cvVv‡e †m‡¶‡Î wPwVi g~j welq (Main 
Document) GK wKš‘ bvg wVKvbv ev WvUv‡eR (Database) wfbœ| GB mg¯— †¶‡Î Microsoft Word G Mail 
Merge Ackb e¨envi Kiv nq| G‡¶‡Î g~j wPwVwU Avjv`v dvB‡j _v‡K Ges wVKvbv m¤^wjZ WvUv‡eRwU Avjv`v dvB‡j 
_v‡K| c‡i GB `yBwU‡K gvR© Kiv nq|  

Mail Merge Ki‡Z wb‡Pi Step ¸‡jv G‡K G‡K cÖ‡qvM Ki“b| G‡¶‡Î †gvU 4wU ch©vq AwZµg Ki‡Z nq| K. WvUv‡eR 
dvBj ˆZix| L. g~j wPwVwU ˆZix Kiv| M. g~j wPwVi cÖ‡qvRbxq As‡k gvR© wdì †hvM Kiv| N.  g~j wPwV Ges WvUv‡eR gvR© 
Kiv| 

Pjyb GLb m¤ú~Y© gvR© cÖwµqvwU m¤úbœ Kiv hvK| 

K. WvUv‡eR dvBj ˆZix 
GLb Avgiv Word Gi †Uwej KgvÛ e¨envi K‡i wewfbœ e¨w³i bvg, wVKvbv BZ¨vw` m¤^wjZ GKwU WvUv‡eR dvBj ˆZix 
K‡i Address2 bv‡g †mf K‡i ivL‡ev| Excel ev Access w`‡q ˆZix K‡i ivLv WvUv‡eR‡KI Word dvB‡ji mv‡_ 
Mail Merge Kiv hvq| 

Steps  
1. Quick Access Uzjevi †_‡K Office evU‡b wK¬K K‡i New wm‡j± Ki“b| New Document WvqvjM e· 

Avm‡j GLvb †_‡K Blank Document Ackb wm‡j± K‡i Create evU‡b wK¬K GKwU bZzb dvBj Avm‡e| 
2. †gby †_‡K Insert Ribon wm‡j± Ki“b| GLvb Table evU‡b wK¬K K‡i A_ev Table evU‡bi Insert  KgvÛ w`b| 

Insert Table WvqvjM e· Avm‡e| 
3. Number of Column e‡· 5 Ges Number of Rows †U·U e‡· 6 UvBc K‡i OK Ki“b| 5wU Kjvg Ges 

6wU mvwimn GKwU Table Avm‡e| 
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wb‡Pi †Uwe‡ji gZ ûeyû WvUv w`‡q c~Y© Ki“b| 

 

4. FilewU Address2 bv‡g †mf Ki“b| †k‡l dvBjwU Close Ki“b| 
 

L. g~j wPwVwU ˆZix Kiv 
Steps  
1. AveviI †gby †_‡K Office G wK¬K K‡i New wm‡j± Ki“b| New Document WvqvjM e‡· Create evU‡b wK¬K 

Ki“b| GKwU bZzb dvBj Avm‡e| 
 
 
 
 
 
2. W‡Kv‡g‡›Ui cÖ_‡g 7/8 evi Kx †evW© †_‡K Enter Kx †cÖm K‡i duvKv ivLyb Ges wb‡Pi wPwVwU ûeyû wjLyb| 
 

 

3. Main letter bvg w`‡q dvBjwU †mf Ki“b| 
 
M. g~j wPwVi cÖ‡qvRbxq As‡k gvR© wdì †hvM Kiv 
1. Main letter bv‡gi W‡Kv‡g‡›Ui cÖ_g dvuKv jvB‡b wK¬K K‡i Kvm©i ivLyb| 
2. GLb †gby †_‡K Mailings Ribon wm‡j± K‡i Start Mail Merge KgvÛMÖ“c †_‡K Start Mail Merge 

Ack‡b wK¬K K‡i Letters KgvÛ w`b|  
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7. Start Mail Merge KgvÛMÖ“c †_‡K Select recipients Ack‡b wK¬K Ki“b Wªc Wv‡b †gby Avm‡e | wb‡P wjó 
†_‡K Use Exiting List Ackb wm‡j± Ki“b| 

 

 
 
 
 

8. Select Data Source WvqvjM e· Avm‡e| 
 

 
 

9. GLvb †_‡K Address2 dvBjwU (mvaviYZ C:\My Document †dvìv‡i _vK‡e) wm‡j± K‡i Open evU‡b wK¬K 
Ki“b| 

10. Start Mail Merge KgvÛMÖ“c †_‡K Edit Recipient List Ack‡b wK¬K Ki“b Mail Merge Recipient 
WvqvjM e· Avm‡e| 
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GLv‡b me wVKvbv¸wj Field mn †`Lv hv‡e| 
11. OK evU‡b wK¬K Ki“b|  
Write & Insert Field KgvÛMÖ“‡c Address book, Greeting line, Insert Merge Field Rules, Match 
Fields BZ¨vw` †gvU 5wU AvB‡Ug Active _vK‡e| 
12. GLvb †_‡K Insert Merge Field †jLv‡Z wK¬K Ki“b| Wªc WvDb †gby Avm‡e|  
13. W‡Kv‡g‡›Ui cÖ_g jvB‡b Kvm©i Av‡Q wbwðZ n‡q wbb| 
14. Wªc WvD‡bi Name wdì wK¬K K‡i wm‡j± Ki“b| 
 

 
 

cÖ_g jvB‡b <<Name>> wdì e‡m hv‡e| 
15. Kx †evW© †_‡K GKevi Enter Kx †cÖm Ki“b| Kvm©i W‡Kv‡g‡›U cieZ©x jvB‡b Ae¯’vb Ki‡e| 
16. AveviI Insert Merge Field evU‡b wK¬K K‡i GKB cÖwµqvq VillStreet wdì wm‡j± K‡i Kx †evW© †_‡K GKevi 

Enter Kx †cÖm Ki“b| Kvm©i W‡Kv‡g‡›Ui cieZ©x jvB‡b Ae¯’vb Ki‡e|  
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17. AveviI Insert Merge Field evU‡b wK¬K K‡i GKB cÖwµqvq Post wdì wm‡j± K‡i Kx †evW© †_‡K GKevi Enter 
Kx †cÖm Ki“b| Kvm©i W‡Kv‡g‡›Ui cieZ©x jvB‡b Ae¯’vb Ki‡e|  

18. †k‡l AveviI Insert Merge Field evU‡b wK¬K K‡i Dist AvB‡Ug W‡Kv‡g‡›U Avbyb | W‡Kv‡g‡›U †gvU 4wU wdì 
Avbv n‡jv|  

 

 
GLb wPwV‡Z evKx wdì¸‡jv ms‡hvRb Ki‡ev|  
19. wPwV‡Z Dear †jLvi Wvbcv‡k wK¬K K‡i Kvm©i ivLyb Ges Insert Marge Field evU‡b wK¬K K‡i Avevi Name 

Ackb wm‡j± Ki“b|   
†k‡l Preview Results KgvÛMÖ“‡ci Preview Results Ackb wK¬K Ki“b|  
 

  
 

Preview Results KgvÛMÖ“‡ci Preview Results Ack‡bi Wvbw`‡K Aew¯’Z Wvbw`KgyLx ev evgw`KgyLx A¨v‡iv‡Z 
wK¬K K‡i cieZ©x ev c‚e©eZx WvUv †`Lv hv‡e|  
 
N. g~j wPwV Ges WvUv‡eR gvR© Kiv 
20. †k‡l Mailings wie‡bi me‡kl Finish KgvÛMÖ“‡ci Finish & Merge Ack‡b wK¬K K‡i wb‡Pi wjó †_‡K Edit 

Individual Documents... Ack‡b wK¬K Ki“b|  
 

  
 

21. Merge to New Document WvqvjM e· Avm‡j Merge records Ack‡b All wm‡j± _vKv Ae ’̄vq OK evU‡b 
wK¬K Ki“b| Mail Merge m¤ú~Y© n‡e|  
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GLb GKvwaK c„ôv m¤^wjZ W‡Kv‡g‡›Ui cÖwZwU c„ôvq cÖ‡Z¨‡Ki ^̄ ¯^ bvg, wVKvbvmn GKwU bZzb W‡Kv‡g›U ˆZix n‡e|  
 

 
 

cÖ‡qvR‡b wcÖ›U KgvÛ w`‡q dvBjwU wcÖ›U K‡i wb‡Z cv‡ib| †k‡l dvBjwU †mf Ki“b|  
 

Page Setup wb‡q KvR Kiv 
 

Word W‡Kv‡g‡›U †Kvb KvR ïi“ Kivi Av‡MB Page Setup wVK K‡i †bIqv DwPZ| c‡i Page cwieZ©b Ki‡j wewfbœ 
ai‡bi mgm¨v †`Lv hvq| †hgb- g‡b Ki“b `yBkZ c„ôvi GKwU W‡Kv‡g›U m¤ú~Y© ˆZix Kivi ci, gvwR©b Kg/†ekx Kiv 
n‡jv| G‡Z c„ôv msL¨v Kg/†ekx n‡e Ges wewfbœ †nwWs ev MÖvwd· Gi mvRv‡bv Dëv cvëv c„ôvq P‡j hv‡e| GLb bZzb K‡i 
Avevi mvRv‡Z n‡e| ZvQvov wewfbœ ai‡bi nvRv‡iv mgm¨v †`Lv w`‡e| Z‡e Page Setup wVK Kivi Av‡M Paper Size, 
Margin BZ¨vw` m¤^‡Ü aviYv _vK‡Z n‡e| ai“b GKwU `iLv¯— wjL‡eb| G‡¶‡Î Paper Size wK n‡e, Dc‡i, wb‡P, 
Wv‡b, ev‡g KZUzKz gvwR©b n‡e Zv Page Setup †_‡K wba©viY K‡i w`‡Z n‡e|  
 

Margin wVK Kiv 
Av‡MB e‡jwQ gvwR©b n‡”Q KvM‡R †Kvb W‡Kv‡g›U wcÖ›U Kivi ci Dc‡i, wb‡P, Wv‡b, ev‡g KZUzKz duvKv RvqMv _vK‡e †mwU 
Word Gi Normal †mwUs Abymv‡i Wvb (Right=1″), evg (left=1″), Dci (Top=1″) Ges wbP (Bottom=1″) 
wm‡j± _v‡K| GB †mwUsm cwieZ©b K‡i B”QvgZ gvwR©b †mwUs Kiv hvq| gvwR©b †mwUs Kivi Rb¨ wb‡gœv³ KgvÛ w`b|  
 

Steps 
1. †gby †_‡K Page Layout Ribon wm‡j± Ki“b| Page Setup KgvÛMÖ“c †_‡K Margin Ack‡b wK¬K Ki“b| 

GLvb †_‡K wewfbœ ai‡bi Ackb Avm‡e GLvb †_‡K wewfbœ ai‡bi mvBR wVK K‡i wbb|  
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2. A_ev Page Setup KgvÛMÖ“c †jLvi Wv‡b Aew ’̄Z †QvU evU‡b wK¬K Ki“b Page Setup WvqvjM e· Avm‡e|  
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Margins U¨ve wm‡j± Av‡Q wbwðš— n‡q wbb| GLb Avgiv mew`‡K 1″ (BwÂ) K‡i Margin †mU Ki‡ev| 
2. Top Ack‡bi †U·U e‡· gvDm wK¬K K‡i 1 UvBc Ki“b A_ev Avc/WvDb A¨v‡iv‡Z ( ) wK¬K K‡i 1 wm‡j± Ki“b| 
 

Gfv‡e Bottom=1″, Left=1″, Right=1″ wm‡j± K‡i Preview Ack‡b cwieZ©b j¶¨ Ki“b| 
Gutter: †h †Kvb W‡Kv‡g›U wcÖ›U Kivi ci evuavB Kiv A_ev cvÄ K‡i dvB‡j ivLvi †¶‡Î MvUvi n‡”Q gvwR©b QvovI 
AwZwi³ RvqMv| gvwR©‡bi gZ GKB c×wZ‡Z Gutter wba©viY Kiv nq|  
 
Page Orientation 
Page Setup KgvÛMÖ“c †_‡K Orientation Ack‡b wK¬K Ki“b| Orientation Ack‡bi g‡a¨ Portrait Ges 
Landscape bv‡g `yBUv Ackb Av‡Q| Portrait wm‡j± Ki‡j KvM‡R j¤^vfv‡e A_©vr Bio-DataGi gZ wcÖ›U nq| 
Landscape wm‡j± Ki‡j AvovAvwofv‡e A_©vr Certificate-Gi gZ wcÖ›U nq| Page Setup Gi Margins U¨v‡eI 
Orientation Ackb Aew¯’Z| cÖ‡qvRbxq e· wm‡j± Ki“b| 
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Paper Size 
wewfbœ gv‡ci KvM‡R W‡Kv‡g›U wcÖ›U Ki‡Z nq †hgb evRv‡i cÖPwjZ KvM‡Ri mvBR n‡”Q Letter 8.5 11 ev Legal 
8.5 14 BZ¨vw` wewfbœ mvBR| GQvov wb‡Ri cÖ‡qvRbgZ †ccvi mvBR wVK K‡i †`Iqv hvq|  
2. Page Setup KgvÛMÖ“‡ci Size Ackb †_‡K wewfbœ ai‡bi mvBR wb‡q KvR Kiv hvq|  

 

 
 

3. GQvov More Paper Sizes… Ack‡b wK¬K Ki‡j Page Setup WvqvjM e· Avm‡e Ges Paper U¨ve wm‡j± 
_vK‡e| Paper Size wVK Kivi Rb¨ Ackb Avm‡e| 
 

  
 

Paper Size Ack‡bi wb‡Pi e‡· mvaviYZ Letter mvBR (8.5″×11″) wm‡j± _v‡K| Paper Size Ack‡bi wb‡P 
Letter †jLvi Wv‡bi WvDb A¨v‡iv ( ) †Z wK¬K Ki‡j List Avm‡e| GLvb †_‡K cÖ‡qvRbxq †ccvi mvBR wm‡j± Ki“b| 
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Page Number 
A‡bK eo W‡Kv‡g›U †hgb 100/200 c„ôv ev ZviI AwaK eo W‡Kv‡g‡›Ui †¶‡Î cÖwZwU c„ôvq c„ôv bv¤^vi †`Iqv mgq 
mv‡c¶ Ges Kómva¨| MS-word G mn‡RB Kgv‡Ûi gva¨‡g c„ôv bv¤^vi †`Iqv hvq| wb‡Pi KgvÛ¸‡jv j¶¨ Ki“b| 
1.  †gby †_‡K Insert Ribon wm‡j± _vKv Ae ’̄vq Header & Footer KgvÛMÖ“c †_‡K Page Number Ack‡b 
wK¬K Ki“b Wªc WvDb †gby Avm‡e| GLvb †_‡K †h †Kvb GKwU Format wm‡j± Ki“b|  
2. Position wVK Kivi Rb¨ Top of page, A_ev wb‡P †`Iqvi Rb¨ Bottom of Page wm‡j± Ki“b| A_ev  
Format Page Number… Ack‡b wK¬K Ki“b| Page Number WvqvjM e· Avm‡e| 
 

 
 

3. Format evU‡b wK¬K Ki“b Page Number Format WvqvjM e· Avm‡e| GLvb †_‡KI †cR bv¤^v‡ii wewfbœ 
di‡gU cwieZ©b Kiv hv‡e|  
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Symbol Insert Kiv 
 

W‡Kv‡g‡›U A‡bK mgq wKQy cÖwZK (wPý) ev Symbol ms‡hvR‡bi `iKvi n‡Z cv‡i|  

†hgb:  � � ☺ � C 1 á|  

j¶¨ Ki“b GB¸‡jv Keyboard G bvB| Insert wie‡bi Symbols KgvÛMÖ“‡ci Symbol Ack‡bi gva¨v‡g G¸wj 
ms‡hvRb Kiv nq| g‡b Kwi †Kvb cÖwZôv‡bi †dvb b¤^i: 8616571|  
 

GLb Letter Head (wPwVi c¨vW) G, Phone:- 8616571 Gfv‡e †jLv †h‡Z cv‡i A_ev wm¤^j Gi gva¨‡g �: 
8616571 Gfv‡eI †jLv †h‡Z cv‡i| wb‡Pi Steps ¸‡jv AbymiY Ki“b|  

Steps  
W‡Kv‡g‡›Ui †hLv‡b Symbol `iKvi †mLv‡b Kvm©i ivLyb|  
1. †gby †_‡K Insert wieb wm‡j± K‡i Symbols KgvÛMÖ“‡ci Symbol G wK¬K K‡i wm‡j± Ki“b| Wªc WvDb †gby 

Avm‡e| GLvb †_‡K cQ›`bxq Symbol wm‡j± Ki“b|  
 

 
 

2. GLv‡b cÖ‡qvRbxq Symbol bv _vK‡j More Symbol… Ack‡b wK¬K Ki“b| Symbol WvqvjM e· Avm‡e|  
 

 
 

GLvb †_‡K wewfbœ ai‡bi wm¤^j cvIqv hv‡e| †h †Kvb GKwUi Dci wK¬K Ki‡j †mwU eo †`Lv‡e| Gfv‡e †`‡L wb‡q †h 
†Kvb GKwU wm¤^j wVK Ki‡Z nq| 
2. WvqvjM e‡·i Font Ack‡bi Wv‡bi †U·U e‡·i WvDb A¨v‡iv‡Z wK¬K Ki“b| Font †gby Avm‡e| 
3. GLvb †_‡K Wingdings 2 wm‡j± Ki“b| d›U cwieZ©b Ki‡j wm¤^j¸‡jvI cwieZ©b n‡e| 
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4. ‡Uwj‡dvbi wm¤^j (�) wUi Dci Wvej wK¬K Ki“b A_ev wm¤^jwU wK¬K K‡i wm‡j± K‡i Insert evU‡b wK¬K Ki“b| 
wm¤^jwU W‡Kv‡g‡›U P‡j Avm‡e| 

5. †k‡l Close ev Cancel evU‡b wK¬K Ki“b| 
 

GLb wm¤^jwU e−K K‡i Font Size eo K‡i w`b| Symbol wUI eo n‡e| Gfv‡e Edit Kiv hv‡e| wb‡Pi Symbol ¸‡jv 
Avbyb| 

	�☺/0%Y#��� 
 

Print Kiv 
 

†h †Kvb W‡Kv‡g‡›Ui AvDUcyU †`Iqvi Ab¨Zg Ackb n‡”Q wcÖ›U †`Iqv| A_©vr wcÖ›Uvi †gwkb w`‡q wcÖ›U Ki‡Z n‡e| †h 
†Kvb W‡Kv‡g‡›Ui wcÖ›U Kwc‡K nvW© Kwc e‡j| wewfbœ KgvÛ w`‡q wewfbœ mvB‡Ri †ccv‡i, wewfbœ †KvqvwjwU‡Z mv`v Kv‡jv ev 
Kvjvi wcÖ›U †`Iqv nq| wb‡Pi KgvÛ¸wj j¶¨ Ki“b- 

Steps 
†h †cRwU wcÖ›U Ki‡Z n‡e †mwU Ly‡j cÖ_g c„ôvq Kvm©i ivLyb|  
1. Quick Access Uzjevi †_‡K Print KgvÛ w`b| A_ev Kx †evW© †_‡K Ctrl+P KgvÛ w`b| Print WvqvjM e· 

Avm‡e| 
 

 

 
 

Page Range 
GB Ackb †_‡K mKj c„ôv, bvwK wbw ©̀ó c„ôv wcÖ›U Ki‡Z n‡e †mB KgvÛ wm‡j± Ki‡Z nq|  
All- †iwWI evUb wm‡j± _vK‡j W‡Kv‡g‡›Ui mg¯— c„ôv wcÖ›U n‡e| 
Current Page- †iwWI evUb wm‡j± _vK‡j H mgq Kvm©i †h †c‡R _vK‡e ïaygvÎ H †cR wcÖ›U n‡e| 
Selection- W‡Kv‡g‡›Ui wbw ©̀ó Ask e −K/wm‡j± K‡i wb‡q Z‡e GB †iwWI evUb wm‡j± Ki‡j ïaygvÎ e −K/wm‡j±K…Z Ask 
wcÖ›U n‡e| 
Pages- Ack‡b wbw`©ó c„ôv D‡j−L K‡i w`‡Z nq| †hgb- g‡b Ki“b 6 bs c„ôv †_‡K 10 b¤^i c„ôv wcÖ›U Ki‡Z n‡e| 
†mRb¨ Pages Gi Wvbcv‡ki e‡· 6-10 wj‡L w`‡Z n‡e|  
ïaygvÎ 10 b¤^i c„ôvwU wcÖ›U Ki‡Z n‡j Pages e‡· 10 wj‡L w`‡Z n‡e|  
2. cÖ‡qvRbxq Ackb wm‡j± K‡i OK Ki“b| wcÖ›U ïi“ n‡e| 
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evsjv †jLvi cÖwµqv 
 

evsjv wjL‡Z n‡j `yBwU welq Avcbv‡K g‡b ivL‡Z n‡e| cÖ_gZ Avcbv‡K evsjv d›U wbe©vPb Ki‡Z n‡e| wØZxqZ Avcbvi 
Kx‡evW©wU mvgwqK mg‡qi Rb¨ evsjv‡Z iƒcvš—i K‡i wb‡Z n‡e|  
 

mvaviYZ evsjv md&UIq¨vi wnmv‡e weRq e¨envi Kiv nq| Bijoy-4 Gi †¶‡Î ¯Œx‡bi Dc‡ii w`‡K Wv‡b Ges Bijoy 
2000 ev cieZ©x fvm©‡bi †¶‡Î ¯Œx‡bi wb‡Pi w`‡K Wv‡b Uv¯‹ ev‡i GKwU Pvi‡Kvbv WvqgÛ AvK…wZi AvBKb _v‡K| 
GwU‡Z gvDm w`‡q wK¬K Ki‡j Kx‡evW© Bs‡iRx †_‡K evsjv‡Z iƒcvš—wiZ nq A_©vr WvqgÛ AvBK‡bi cwie‡Z© GKwU 
¯§„„wZ‡mŠa ev weR‡qi AvBKb Av‡m| AveviI wK¬K Ki‡j (ev Kx‡evW© †_‡K Alt+Ctrl+B GKmv‡_ †cÖm Ki‡j) Bs‡iRx 
Kx‡ev‡W© iƒcvš—wiZ nq A_©vr WvqgÛ AvBKb wd‡i Av‡m|  
 

GQvovI Kx‡ev‡W©i Kx¸‡jv‡Z 2wU K‡i evsjv A¶i _v‡K †hgb R †Z c Ges d, T †Z U Ges V BZ¨vw`| mvaviYfv‡e Kx 
†cÖm Ki‡j wb‡Pi A¶iwU †jLv n‡e Ges Kx‡evW© †_‡K Shift Kx †cÖm Kiv Ae¯’vq Kx †cÖm Ki‡j Dc‡ii A¶iwU †jLv 
n‡e| Uzjev‡ii Normal †jLvi c‡ii N‡ii Wªc WvD‡b wK¬K Ki‡j, †gby Av‡m Ges GLvb †_‡K evsjv d›U 
(SutonnyII/SutonnyMJ) wm‡j± Ki‡Z nq|  
 

( ) evsjv Kx †evW©  
Pjyb GK jvBb evsjv wj‡L avibv †bIqv hvK| cÖ_‡g Avgiv Kx †evW© cwieZ©b Ki‡ev Ges c‡i d›U cwieZ©b K‡i evsjv 
wjL‡ev|  
Steps  
1. cÖ_‡g Kx †evW© †_‡K Ctrl+Alt (Control+Alter) †evZvg GKm‡½ †P‡c †i‡L B †evZv‡g Pvc w`‡Z n‡e|  
A_ev weRq Kx‡evW© Gi AvBKb G gvDm c‡q›Uvi w`‡q wK¬K Ki‡Z n‡e| AvBKbwU weR‡qi wm¤^‡j cwiYZ n‡e|  

 
 

Kx †evW© iƒcvš—i Kiv n‡jv, GLb d›U wm‡j± Ki‡Z n‡e| 
2. Font KgvÛMÖ“‡ci Font Ack‡bi Times New Roman †jLvi cv‡k (A_ev Ab¨ Bs‡iRx d›U wm‡j± _vK‡j) 

wbgœMvgx Wªc WvD‡b wK¬K Ki“b Pull Down †gby Avm‡e|  
3. cyj WvDb †gbyi Dci Ges wb‡Pi w`‡K Da©Mvgx Ges wbgœMvgx wÎfzR evUb _vK‡e| wbgœMvgx wÎfz‡R wK¬K Ki‡Z _vKzb| 

wb‡Pi d›U¸‡jv †`Lv hv‡e|  
4. evsjv d›U SutonnyII/SutonnyMJ wm‡j± Ki“b|  
 

 
 

5. d›U e‡·i cv‡k Aew ’̄Z Font Size e· †_‡KI GKB cÖwµqvq d‡›Ui mvBR 20 K‡i wbb| GLb Avcwb evsjv 
†jLvi Rb¨ m¤ú~Y© cȪ ‘Z|  

 
 



 

71 

GLb wjLyb : Avgvi †`‡ki bvg evsjv‡`k  
Avgvi = (Shift+F = A, F= v, M = g, F = v, V = i)  
†`‡ki = (C = †, L = `, C = †, Shift+M = k, V = i)  
bvg = (B = b, F = v, M = g)  
evsjv‡`k (H, F, Shift+Q, Shift+V, F, C, L, Shift+M)  
 
 

hy³v¶i †jLvi Rb¨ ỳBwU A¶‡ii gv‡S GKevi G †cÖm Ki‡Z nq †hgb :  
 

¤§ = (M, G, M)   eŸ = H, G, H BZ¨vw`|  
 
 

B, C, D, E, G Kvi BZ¨vw` A¶‡ii Rb¨ cÖ_‡g GKevi G †cÖm K‡i wb‡Z nq †hgb- 
 

D = w   G,D = B  Shift+D = x  
G,Shift+D = C  C= †    G,C = G 
S =  y    G,S =  D  
Shift+S =  ‚   G, Shift+S = E BZ¨vw`| 
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9.4.2  ‡¯cÖWkxU we‡k−lY 
9.4.2.1 gv‡µvmdU G‡µj(MS-Excel) 
Kw¤úDUvi Ges †cÖvMÖv‡gi mnvqZvq wnmve-wbKvk I Zvi djvdj Dc¯nvc‡bi Rb¨ mvwi Ges Kjv‡gi mgš^‡q web¨ —̄ 
LwZqvb‡K  ‡¯cÖWkxU e‡j | ‡¯cÖWkxU G¨vbvwjwm‡mi e¨envi  µ‡gB evo‡Q |cwimsL¨vb MZ  we‡k−lY,e¨emvwqK cwiKíbv 
cªbqb ,ev‡RU cÖbqb,jvf¶wZi wnmve,`ªe¨ mvgMªxi g~‡j¨i †¶‡Î ‡¯cÖWkxU c¨v‡K‡Ri e¨vcK e¨envi i‡q‡Q | 
Excel ïi“ Kiv 
h_vixwZ cÖ_‡g DB‡ÛvR ïi“ K‡i c‡i Excel ïi“ Ki‡Z n‡e| mvaviYZ †W¯‹U‡ci Start †gby †_‡K †cÖvMÖvg Pvjy Ki‡Z 
nq| GQvovI A‡bK mgq †W¯‹U‡c kU©KvU ˆZix K‡i ivLv nq, GLvb †_‡KI †cÖvMvg Pvjy Kiv hv‡e| Z…Zxq c×wZ n‡”Q 
Awdm kU©KvU© evi| GLvb †_‡K Excel AvBK‡b wK¬K K‡iI Excel ïi“ Kiv hvq| †kl c×wZwU n‡”Q Start †gby †_‡K  
g‡b ivL‡eb cÖwZwU KvRB GKvwaK Dcv‡q Kiv hv‡e| wKš‘ †h ‡Kvb GKwU wbw`ó© c×wZ‡Z cÖ_‡g md&UIq¨viwU m¤^‡Ü fvj 
aviYv wb‡q Z‡e weKí c×wZ cÖ‡qvM Ki“b|  
Excel 2007 ïi“ Kivi Rb¨ wb‡Pi KgvÛ¸wj Step by Step cÖ‡qvM Ki“b|  
1. Kw¤úDUvi Pvjy K‡i DB‡Ûv‡Ri †W¯‹Uc Avbyb|  
2. †W¯‹Uc †_‡K Start>All Programs>Microsoft Office>Microsoft Office Excel 2007 wm‡j± Ki“b|  
3.  

4.  
5.  

6.  

7. Microsoft Office Excel 2007 Lyj‡e Ges h_vixwZ Excel Gi QK KvUv GKwU dvuKv ¯Œxb Avm‡e| GLv‡b 
†Uwe‡ji gZ wewfbœ Ni, Kjvg (Column) Ges mvwi (Row) †Z wef³ _vK‡e|  

8.  



 

73 

9.  
10.  

11. wbgœwjwLZ WvUv Gw›Uª Ki“b: 

12.  
. 
 

GKwU †QvULvU  WvUv Gw›Uª  ˆZix Kiv BwZg‡a¨B Avgiv wk‡L †d‡jwQ|  
j¶¨ Ki“b Name, Address I Title wd‡ìi Bappi, Khulna, Director BZ¨vw` †jLv¸wj †m‡ji evgw`K †N‡l 
(Left Alignment) e‡m‡Q Ges 1,2 I  20000, 12000 BZ¨vw` msL¨v¸‡jv Wvbw`K †N‡l (Right Alignment) 
e‡m‡Q| Excel G `yB ai‡bi WvUv _v‡K Label Ges Value (Numeric)| Label-Gi A_© A¶i ev †Kvb bvg Ges 
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Value Gi A_© n‡jv MvwYwZK msL¨v A_©vr hvi †hvM, we‡qvM, ¸Y, fvM BZ¨vw` MvwYwZK K¨vjKz‡jkb Kiv hvq| Label 
evgw`‡K Ges Value Wvbw`‡K †N‡l e‡m|  
 

D‡j−L¨ Dc‡iv³ WvUv Gw›Uª ûeû UvBc Kivi Aby‡iva iBj| cieZ©x‡Z cÖwZwU wdPv‡i GB WvUv Gw›Uª  e¨envi K‡i Avgiv 
wewfbœ ai‡bi A¨vbvjvBwmm Gi KvR Ki‡ev| †k‡l dvBjwU Nova1 bv‡g †mf Ki‡Z n‡e|  
 

GLb Save Kivi cÖwµqv eY©bv Ki‡ev| Excel 2007 Gi me‡P‡q ¸i“Ë¡c~Y© evUb n‡”Q Quick Access Uzjev‡ii 
Office evUb| GB UzjeviwU Office 2007 G me‡P‡q Dc‡i evg KY©v‡i Aew ’̄Z| GLv‡b †gvU 4wU evUb wWdë AvKv‡i 
_v‡K| Gi cÖ_gwU A_v©r Office Gi Logo m¤^wjZ me‡P‡q ev‡g Aew¯’Z eo †Mvj evUbwU n‡”Q Office evUb| GwU 
A‡bKvs‡k File †gbyi KvRwU K‡i _v‡K|  
 

  
Quick Access Uzjevi 

Ab¨ evUb¸wj n‡”Q chv©qµ‡g Save, Undo, Redo I Drop Down G m¤^‡Ü cieZx©‡Z we —̄vwiZ Av‡jvPbv Kiv n‡e|  
 
dvBj Save Kiv 
WvUv Gw›Uª Kivi ci Avgiv GLbI dvBjwU †mf Kwi bvB| mvaviYZ Avgv‡`i ˆZix Kiv dvB‡j/IqvK©wk‡U wewfbœ ai‡bi 
WvUv/MÖvd/Qwe BZ¨vw` ms‡hvR‡bi ci dvBjwU‡K †mf (Save) Kivi `iKvi nq| cÖwZwU Worksheet Gi wb‡Pi w`‡K 
Sheet1, Sheet2, Sheet3 bv‡g wZbwU kxU/cvZv _v‡K| GQvov cÖ‡qvRbgZ Avgiv AviI Sheet/cvZv mshy³ Ki‡Z 
cvwi| dvBjwU †QvU n‡Z cv‡i Avevi cÖPzi WvUvmn wekvj eo dvBj n‡Z cv‡i| myZivs eo dvB‡ji †¶‡Î GKBmv‡_ ev 
GKB w`‡b m¤ú~Y© KvR †kl Kiv m¤¢e bq| †m‡¶‡Î cÖwZw`b GKUz GKUz K‡i dvBjwU ˆZix Ki‡Z nq| cÖ_g AskUzKz †jLvi 
ci dvBjwU Save K‡i ivLv nq| cieZ©x mg‡q Av‡Mi Save K‡i ivLv dvBjwU Ly‡j cieZ©x Ask wjL‡Z nq Ges KvR 
†k‡l AveviI Save K‡i ivLv nq| Gfv‡e w`‡bi ci w`b GKwU eo dvBj wb‡q KvR Ki‡Z nq | GQvov KvR Kivi mgq 
wKQy¶Y cici dvBjwU †mf Ki‡Z nq| Ab¨_vq †h †Kvb Kvi‡Y Kw¤úDUvi eÜ n‡q †M‡j Save bv K‡i ivLv KvRwU gy‡Q 
hvq| Pjyb Avgv‡`i ˆZix Kiv WvUv Gw›Uª  Save Kwi|  
1. Quick Access Uzjevi †_‡K Office evU‡b wK¬K Ki“b Wªc WvDb †gby Avm‡e|  
2. GLvb †_‡K Save G wK¬K Ki“b| Avcbvi wPi cwiwPZ Save As WvqvjM e· Avm‡e| File Name As‡k Nova1 

bvg w`‡q Save evU‡b wK¬K Ki“b|  
 

eZ©gvb dvBjwU Close Kiv 
eZ©gvb dvBjwU‡K BwZg‡a¨B Save Kiv n‡q‡Q| GLb Avgiv dvBjwU‡K Close Ki‡ev| wb‡gœv³ KgvÛ Step by Step 
cÖ‡qvM Ki“b| 
1. Quick Access Uzjevi †_‡K Office evU‡b wK¬K K‡i Wªc WvDb Avm‡j me‡P‡q wb‡P Aew ’̄Z Close evU‡b wK¬K 

Ki“b| (Home, Insert  BZ¨vw` †jLv wieb/†gbyevi me‡P‡q Wv‡b Close evU‡b ( ) wK¬K K‡iI KvRwU Kiv hv‡e) 
2. †klevi †mf Kivi ci †Kvb cwieZ©b K‡i _vK‡j mZKZ©v cÖkœmn (Do You want to save the changes you 

made to...) WvqvjM e· Avm‡j Yes  evU‡b wK¬K Ki“b|  
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3. dvBjwU eÜ n‡e wKš‘ Excel 2007 †Lvjv _vK‡e|  
 

Save K‡i ivLv dvBj Open Kiv 
wewfbœ mg‡q Kv‡Ri cÖ‡qvR‡b Avgiv wewfbœ ai‡bi dvBj ‰Zix K‡i Avjv`v Avjv`v bvg w`‡q wbw`©ó †jv‡Kk‡b (WªvBf Ges 
†dvìvi) Save K‡i ivwL| cieZ©x‡Z †mB dvBj Ly‡j Print ev wewfbœ ai‡bi Edit Gi KvR K‡i _vwK| GBgvÎ †h 
dvBjwU Save K‡i Close K‡i ivLjvg GLb Avgiv †mB dvBjwU Lyj‡ev|  
Quick Access Uzjevi †_‡K Office evU‡b wK¬K K‡i Wªc WvDb Avm‡j Open evU‡b wK¬K Ki“b| (Wªc WvD‡bi Wvb 
As‡k dvB‡ji wj÷ _vK‡e †mLvb †_‡K Nova1 †K mivmwi †Lvjv hv‡e) 
 

1. wPi cwiwPZ Open WvqvjM e· Avm‡e GLvb †_‡K Nova1 wm‡j± K‡i Open evU‡b wK¬K Ki“b| Kvw•LZ dvBjwU 
Ly‡j hv‡e|  

 

bZzb dvBj/Workbook †Lvjv 
GKUv IqvK©ey‡K KvR Ki‡Z Ki‡Z m¤ú~Y© bZzb Ab¨ GKUv IqvK©eyK `iKvi n‡Z cv‡i| Microsoft Office-Gi †h †Kvb 
†cÖvMÖv‡g GKmv‡_ A‡bK¸‡jv dvBj Ly‡j KvR Kiv hvq| Pjyb GKwU m¤ú~b© bZzb Iqv©KeyK ‰Zixi cÖwµqv †`Lv hvK|  
1. Quick Access Uzjevi †_‡K Office evU‡b wK¬K New wm‡j± Ki“b|  
 

 
 

New Workbook WvqvjM e· Avm‡e| evg w`‡K cÖPzi Templates _vK‡e| Blank Workbook-G Wvej wK¬K 
Ki“b| bZzb dvuKv Workbook cvIqv hv‡e|  
 

 
 

Excel †_‡K †ei nIqv  
dvB‡j KvR Ki‡Z bv PvB‡j dvBj Close Kiv nq| wKš‘ Excel G Avi KvR Ki‡Z bv PvB‡j m¤ú~b© Excel eÜ K‡i 
w`‡Z cvwi| wb‡Pi KgvÛ cÖ‡qvM Ki“b|  
 
AveviI Quick Aceess Uzjevi †_‡K Office evU‡b wK¬K Ki“b Ges Wªc WvD‡bi wb‡P Wvbw`K †_‡K Exit Excel 
evU‡b wK¬K Ki“b ,Excel eÜ n‡e| 
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Excel DB‡Ûvi mv‡_ cwiPq 
Av‡MB e‡jwQ Office 2007-G B›Uvi‡d‡mi A‡bK cwieZ©b n‡q‡Q| A‡bKvs‡k File †gbyi ¯’vbwU `Lj K‡i‡Q Quick 
Access Uzjev‡ii Office evUb Ges Menubar-Gi ’̄vbwU `Lj K‡i‡Q Home, Insert, Page Layout, Formulas 
BZ¨vw` bv‡gi wewfbœ Ribon. cÖwZwU Ribon Gi g‡a¨ i‡q‡Q Clipboard, Font, Alignment BZ¨vw` bv‡gi KgvÛ 
MÖ“c| Avi Av‡Mi gZB i‡q‡Q Scroll Bar, Status Bar, Ruler Ges Row, Column I Cell. 
 

 
 
Title Bar 
Excel Screen-Gi me‡P‡q Dc‡i gvSLv‡b Book 0- Microsoft Excel †jLv eviwUi bvg UvB‡Uj evi|  Gi evgw`‡K 
4wU evUb (wWdë)mn Quick Access Uzjevi Aew ’̄Z| Microsoft Office Gi me¸‡jv †cÖvMÖv‡g GB evi _v‡K| GLv‡b 
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‡cÖvMÖv‡gi bvg Ges ‡h dvBjwU †Lvjv _vK‡j Zvi bvg _v‡K| GBev‡ii Wvb w`‡K ch©vqµ‡g Minimize evUb ( ), 
Maximize evUb ( ) A_ev Restore evUb ( ) Ges Close evUb ( ) _v‡K|  
 

 
 

Office evUb 
Excel ¯Œx‡bi me‡P‡q Dc‡i evg KY©v‡i Office Gi Logo m¤^wjZ me‡P‡q eo †Mvj evUbwUi bvg Office evUb| GwU 
A‡bKUv Office 97-2003-i File †gbyi gZ KvR K‡i| GwU Øviv dvBj Save, Open, New, Save As, Print 
BZ¨vw` KvR Kiv hvq| GwU e¨envi K‡i Avgiv BwZg‡a¨B New, Open Ges Save Ack‡bi e¨envi wk‡LwQ| mswk−ó 
Aa¨v‡q Ab¨ Ackb¸wj m¤^‡Ü we —̄vwiZ Rvb‡ev|  
 

 
 

Quick Access Uzjevi 
Office evU‡bi Wvbcv‡k Aew¯’Z wZbwU evUb(wWdë) Ges GKwU Wªc WvDb (wbgœgyLx Zxi wPý) m¤̂wjZ UzjeviwUi bvg 
Quick Access Uzjevi| GwU‡Z mvaviYZ Save, Undo I Redo evUb _v‡K| Wªc WvD‡b wK¬K Ki‡j GKwU Wªc WvDb 
†gby Av‡m| GLv‡b AviI A‡bK Ackb _v‡K| GLvb †_‡K †h †Kvb AvB‡Ug wm‡j± Ki‡j †mwU‡Z GKwU wUKgv©K ( ) 
Av‡m Ges Quick Access Uzjev‡i †mwU cÖ̀ wk©Z nq| Avevi wK¬K K‡i wUKgvK© DwV‡q w`‡j Quick Access Uzjevi 
†_‡K †mwU P‡j hvq|  
 

   
Ribon U¨ve mg~n 
Quick Access Uzjev‡ii wb‡PB i‡q‡Q Office-2007 Gi me‡P‡q D‡j−L‡hvM¨ Ges cwiewZ©Z Ask Ribon U¨ve mg~n| 
GwU Office 97-2003 †Z Aew ’̄Z †gby I Uzjevi‡K mgš^q K‡i ˆZix Kiv n‡q‡Q| Excel-G Home, Insert, Page 
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Layout, Formulas, Data, Review Ges View wieb U¨ve i‡q‡Q| GQvov mswk−ó wel‡q AviI bZzb wKQy wieb cvIqv 
hv‡e| cÖwZwU Ribon-G i‡q‡Q mswk−ó KgvÛMÖ“c| †hgb Home wie‡b i‡q‡Q Clipboard, Font, Alignment, 
Number, Cells, Editing KgvÛ MÖ“c| cÖwZwU KgvÛ MÖ“‡c i‡q‡Q mswk−ó KgvÛ| †hgb Font KgvÛ MÖ“‡ci i‡q‡Q 
Bold, Italic, Underline, Border, Font Color, Fill Color, Increase Font Size I Decrease Font Size 
evUb| wKQy wKQy KgvÛ MÖ“‡ci wb‡P Wvbw`‡K GKwU Pvi‡Kvbv e· ( ) i‡q‡Q GwU‡Z wK¬K Ki‡j mswk−ó WvqvjM e· cvIqv 
hv‡e|   
 

  
 

Font KgvÛ MÖ“‡ci wb‡P Wv‡b Aew ’̄Z Pvi‡KvYv e· G wK¬K Ki“b ev Ctrl+Shift+F †cÖm Ki“b|  
 

 
 

wPi cwiwPZ WvqvjM Font e· Avm‡e| 
 

13.   
14.  

wieb‡K G‡·m Kiv 
Office 2007G wiebB n‡”Q me‡P‡q ¸i“Ë¡c~Y© Uzj| Kx‡evW© ev gvDm †h †Kvb wWfvBm w`‡q wieb‡K G‡·m Kiv hvq| 
Home, Insert, Page Layout BZ¨vw` †h †Kvb wie‡bi Dci gvDm w`‡q wK¬K Ki“b A_ev gvD‡m ¯Œj evUb _vK‡j 
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wie‡bi Uzjevi MÖ“‡ci Dci ¯Œj Ki“b A_ev Kx‡evW© †_‡K Alt Kx, ‡cÖm Ki“b cÖwZwU wie‡bi GKwU kU©KvU Kx Avm‡e †mwU 
†cÖm Ki“b|  

  
 

Formula evi  
Ribon Ges KgvÛ MÖ“‡ci wb‡P 2wU As‡k wef³ eviwU‡K e‡j dg~©jvevi| dg~©jv ev‡ii cÖ_g As‡k Kvm©i †h †m‡j Ae¯’vb 
Ki‡Q †mwU †jLv _v‡K A_©vr B5, F14 BZ¨vw` Gfv‡e †jLv _v‡K| GB As‡k Cell Address †jLv _vKvi Kvi‡Y GwU‡K 
Name Box e‡j| GB As‡k †Kvb Cell Address wj‡L (†hgb M5, B9 BZ¨vw`) Enter w`‡j †mB †m‡j Kvm©i P‡j 
hv‡e| Name Box Gi cv‡k fx †jLvi cv‡k duvKv ’̄v‡b c‡q›Uvi Aew ’̄Z †m‡j †Kvb dg~©jv ev WvUv †jLv _vK‡j †mwU 
†`Lv hv‡e| WvUv ev dg~©jv ms‡kva‡bi `iKvi n‡j, GB N‡i wK¬K K‡i, ms‡kvab K‡i Enter w`‡Z nq| 

 

  
 

†hgb Dc‡ii Qwe‡Z D2 †m‡j dg~©jvi mvnv‡h¨ B1 Ges B2 †m‡ji †hvMdj †ei Kiv n‡q‡Q Ges cieZ©x‡Z D2 †m‡j 
Kvm©i ivLv‡Z dg~©jv ev‡i dg~©jvwU †`Lv hv‡”Q| 
 
Cell, Column I Row  

dg~©jv ev‡ii wb‡P Aew ’̄Z A, B, C, D BZ¨vw` †jLv j¤^vjw¤^ jvBb¸‡jv (Vertical) †K Column e‡j Ges 1, 2, 3, 4 
BZ¨vw` †jLv AvovAvwo  jvBb¸wj‡K Row e‡j Ges cÖwZwU Ni‡KB GKwU Cell e‡j|  
 

 

Status Bar  
Horizontal Scrool ev‡ii wb‡P A_©vr Excel ¯Œx‡bi me‡P‡q wb‡P Ready †jLv eviwUi bvg Status evi| †÷Uvm ev‡i 
Ready †jLv _vK‡j eyS‡Z n‡e Kvm©‡ii eZ©gvb Ae¯’v †jLvi Dc‡hvMx Ae¯’vq Av‡Q| Enter †jLv _vK‡j eyS‡Z n‡e 
†m‡j Aew¯’Z WvUv Edit n‡”Q| Edit Kiv Ae ’̄vq g~j Iqv©Kwk‡U wd‡i Avm‡Z PvB‡j Kx †evW© †_‡K Esc †cÖm Ki‡Z 
n‡e| Status bar Gi Wvbw`‡K wZbwU †QvU evUb _v‡K GLvb †_‡K wfD‡K Normal, Page Layout I Page Break 
Preview †Z cwieZ©b Kiv hv‡e Ges G‡Kev‡i †k‡l Wvb w`‡K Aew ’̄Z −̄vBWvi‡K WªvM K‡i View ‡K †QvU/eo Kiv 
hv‡e|  
 
1. Status ev‡ii Dci gvD‡mi Right Click Ki‡j cc-Avc †gby Avm‡e| GLvb †_‡K cÖ‡qvRbxq AvB‡Ug 

wm‡j±/wWwm‡j± Kiv hv‡e|  
 

A,B,C=Columns 

1,2,3=Rows 
WorkSheet Gi cÖwZwU Ni‡K e‡j Cell  
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Cell, Row Ges Column †K Insert I Delete Kiv  
Excel-Gi Sheet-G †h †Kvb mgq AwZwi³ Row, Column ev Cell ms‡hvRb ev gy‡Q †djv hvq| g‡b Ki“b GKwU 
WvUv †Uwe‡j WvUv‡eRwU K‡qK nvRvi †jv‡Ki WvUv‡eR Kiv Av‡Q Ges 5 bs mvwii WvUvi C Kjv‡g Address Gi N‡i 
fzjµ‡g Meherpur †jLv n‡q‡Q| Avi GB fzj nevi Kvi‡Y wb‡Pi me N‡ii Address ¸‡jv fyj n‡q‡Q| KviY 6 b¤^i 
mvwi‡Z Meherpur n‡e Ges 6 b¤^‡i †hwU †jLv Av‡Q †mwU 7 b¤^‡i n‡e| GB †¶‡Î †Kvb WvUv bv gy‡Q hw` 5 bs mvwii 
WvUvwU 6 b¤^‡i Ges 6 b¤^‡iiwU 7 b¤^‡i Gfv‡e gyf Kiv hvq Z‡e gvÎ GKwU Kgv‡Ûi gva¨‡gB WvUv‡eRwU mwVK K‡i 
†bIqv hvq| bZzb GKwU Cell †K Insert Gi gva¨‡g GB mgm¨vi mgvavb Kiv hvq|  
Office evU‡b wK¬K K‡i Open KgvÛ w`‡q Avcbvi ˆZix Kiv Nova1 dvBjwU Lyjyb Ges Sheet1-G wK¬K Ki“b A_ev 
Nova1 dvB‡ji WvUv‡e‡Ri gZ GKwU dvBj ˆZix Ki“b|  
 

duvKv Cell †K Insert Kiv  
1. C5 †mj wm‡j± Ki“b|  
2. †gby †_‡K Home Ribon wm‡j± _vKv Ae¯’vq Cells KgvÛMÖ“c †_‡K Insert evU‡b wK¬K K‡i Insert Cells... 

KgvÛ w`b|   
Insert WvqvjM e· Avm‡e| Shift cells right Ges Shift cells down Ackb †`Lv hv‡e|  
3. Shift cells down †iwWI evUb wm‡j± Ki“b| 
4. †k‡l OK Ki“b| C5 †mjwU duvKv n‡e Ges WvUv¸wj GK †mj K‡i wb‡P †b‡g hv‡e|  
 

     
 

Shift cell right †iwWI evUb wm‡j± Ki‡j WvUv¸‡jv GK †mj K‡i Wv‡b m‡i †hZ| GKvwaK Cell wm‡j± _vK‡j †mB 
msL¨K †m‡ji Rb¨ GKB KvR n‡Zv| 
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duvKv Cell †K Delete Kiv   
1. C5 †mjwU wm‡j± bv _vK‡j wm‡j± Ki“b|  
2. †gby †_‡K Home Ribon wm‡j± _vKv Ae¯’vq Cells KgvÛMÖ“c †_‡K Delete evU‡b wK¬K K‡i Delete Cells... 

KgvÛ w`b| Delete WvqvjM e· Avm‡e| Shift Cells Left Ges Shift Cells Up Ackb _vK‡e|  
1.    Shift Cells Up †iwWI evUb wm‡j± Ki“b| 

 

  
2. †k‡l OK Ki“b| C5 †m‡j wb‡Pi cÖ‡Z¨K †m‡ji WvUv GK †mj K‡i Dc‡i D‡V Avm‡e|  
GKvwaK Cell wm‡j± _vK‡j WvUv¸wj wm‡j± Kiv Cell Gi msL¨vq Dc‡i D‡V Avm‡Zv| Shift Cell Left wm‡j± _vK‡j WvUv¸wj 
GK †mj K‡i ev‡g m‡i Avm‡Zv| D‡j−L¨ †h †Kvb Cell ev GKvwaK Cell †K wm‡j± K‡i Kx-†evW© †_‡K Delete-Kx †cÖm Ki‡j 
WvUv gy‡Q hvq wKš‘ †Kvb †m‡ji WvUv ’̄vbvš—wiZ nq bv|  
 

duvKv Column †K Insert Kiv  
1.    C  Kjv‡gi †h †Kvb †mj wm‡j± Ki“b|  
2. †gby †_‡K Home Ribon wm‡j± _vKv Ae ’̄vq Cells KgvÛMÖ“c †_‡K Insert evU‡b wK¬K K‡i Insert Sheet 

Columns KgvÛ Entire w`b| Columns ‡iwWI evUb wm‡j± Ki“b Ges ok Ki“b| bZzb GKwU duvKv Kjvg ˆZix 
n‡e Ges Ab¨ Kjv‡gi WvUv¸wj GK Kjvg K‡i Wv‡b m‡i hv‡e|  

 
 

GKvwaK Kjvg ev Kjv‡gi †mj wm‡j± _vK‡j GKvwaK bZzb Kjvg ˆZix n‡Zv Ges WvUv¸wj †mB msL¨K Kjvg Wv‡b m‡i 
†hZ|  
 

duvKv Column †K Delete Kiv  
3. C Kjv‡gi †h †Kvb Cell G Kvm©i (c‡q›Uvi) ivLyb ev m¤ú~Y© C Kjvg wm‡j± Ki“b|  
4. †gby †_‡K Cells KgvÛMÖ“c †_‡K Delete evU‡b wK¬K K‡i Delete Sheet Columns KgvÛ w`b|  

 

duvKv KjvgwU gy‡Q hv‡e Ges mg —̄ WvUv GK Kjvg ev‡g m‡i Avm‡e| 

duvKv Row †K Insert Kiv  
5. C5 †m‡j Kvm©i (c‡q›Uvi) ivLyb ev m¤ú~Y© 5 b¤̂i mvwi (Row) wm‡j± Ki“b|  
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6. †gby †_‡K Home Ribon wm‡j± _vKv Ae ’̄vq Cells KgvÛMÖ“c †_‡K Insert evU‡b wK¬K K‡i Insert Sheet 
Row KgvÛ w`b| bZzb GKwU duvKv mvwi Avm‡e Ges WvUv¸wj GKmvwi wb‡P †b‡g hv‡e| 

 

 
 

GKvwaK mvwi ev mvwii †mj wm‡j± _vK‡j GKvwaK bZzb mvwi cvIqv ‡hZ Ges †mB Abymv‡i WvUv m‡i †hZ|  
 
duvKv Row †K Delete Kiv  
7. 5 b¤̂i mvwii †h †Kvb †mj G Kvm©i ivLyb ev m¤ú~Y© 5 b¤̂i mvwi wm‡j± Ki“b|  
8. †gby †_‡K Home Ribon wm‡j± _vKv Ae ’̄vq Cells KgvÛMÖ“‡ci Delete Ackb †_‡K Delete Sheet Row 

KgvÛ w`b|  
duvKv mvwiwU gy‡Q hv‡e Ges WvUv Dc‡i D‡V Avm‡e| D‡j−L¨ mg¯— Kjvg ev mvwi wm‡j± K‡i Kx-†evW© †_‡K Delete-Kx 
†cÖm Ki‡j WvUv gy‡Q hv‡e wKš‘ WvUv ¯’vbvš—wiZ n‡e bv|  
 

bZzb Sheet †K Insert Kiv  
hw`I Excel-Gi cÖwZ Workbook-GmvaviYZ Sheet1, Sheet2 I Sheet3 _v‡K| G Ae ’̄vq bZzb Worksheet 
`iKvi n‡j Avbv hv‡e|  
9. dvB‡ji wb‡Pi w`K †_‡K Sheet3 †Z wK¬K K‡i wm‡j± Ki“b|  
10. †gby †_‡K Home Ribon wm‡j± _vKv Ae ’̄vq Cells KgvÛMÖ“‡ci Insert Ackb †_‡K Insert Sheet KgvÛ w`b| 

j¶¨ Ki“b Sheet4 bv‡g bZzb GKwU Sheet cvIqv hv‡e|  
 

Sheet †K Delete Kiv  
11. Sheet4 wm‡j± K‡i †gby †_‡K Home Ribon wm‡j± _vKv Ae ’̄vq Cells KgvÛMÖ“‡ci Delete Ackb †_‡K 

Delete Sheet KgvÛ w`b|    
j¶¨ Ki“b wb‡P Sheet Delete n‡q †M‡Q|  
 
Data Fill 
Worksheet-Gi cvkvcvwk †m‡j (Continious) GKB RvZxq WvUv †hgb- µwgK msL¨v, gv‡mi bvg A_ev w`‡bi bvg 
BZ¨vw` †jLvi cÖ‡qvRb nq| G Ae¯’vq 1, 2, 3 Gfv‡e wjL‡Z A‡bK mg‡qi e¨vcvi| wKš‘ Avcwb hw` Data Fill Gi wbqg 
Rv‡bb Z‡e e¨vcviwU cvwbi gZ mnR|  
µwgK b¤^i ˆZix Kiv  
12. Office evU‡b wK¬K K‡i New KgvÛ w`b| New Workbook WvqvjM e· Avm‡e|  
 

GLvb †_‡K Blank Workbook wm‡j± K‡i Create evU‡b wK¬K Ki“b| duvKv Workbook Avm‡e|  
13. A1 I A2 †m‡j 1 I 2 wjLyb|  
3. A1 †_‡K A2 ch©š— wm‡j±/Block Ki“b|  
4. A2 †m‡ji wb‡P Wvbw`‡K GKwU †QvU Kvj e· ( ) _vK‡e| GB wP‡ý gvDm c‡q›Uvi wb‡j c‡q›UviwU c−vm wP‡ý (+) 

iƒcvš—wiZ n‡e| GwU‡KB Fill Handle e‡j|  
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5. Fill Handle Avm‡j, gvD‡mi evg †evZvg wK¬K K‡i wb‡Pi w`‡K WªvM K‡i A20 †m‡j G‡b †Q‡o w`b| GLb A20 
†mj ch©š— avivevwnK msL¨v w`‡q c~Y© n‡e|  

      
 

Gfv‡e A1 I A2 †m‡j 5 I 10 wj‡L Data Fill Ki‡j 5, 10, 15, 20 Gfv‡e c~Y© n‡e| 
 

gv‡mi bvg w`‡q Data Fill  
14. A1 †m‡j January UvBc K‡i Enter w`b|  
15. AveviI †mj c‡q›Uvi‡K A1 †m‡ji wb‡P Wvbw`‡Ki †QvU Kvj e‡· ( ) Avbyb| c−vm mvBb (+) ev Fill Handle 

Avm‡e|  
16. Fill Handle Avm‡j wb‡Pi w`‡K WªvM K‡i A12 †m‡j G‡m gvDm evUb †Q‡o w`b|  
†mj¸wj, January, February, March Gfv‡e c~Y© n‡e| Fill Handle †K Row Abymv‡i WªvM K‡iI Row Gi 
†mj¸wj c~Y© Kiv hv‡e|  
17. †h †Kvb †m‡j Sunday wj‡L Data Fill Ki‡j Sunday, Monday Gfv‡e c~Y© n‡e| 01/01/04 Gfv‡e ZvwiL wj‡L 

Data Fill Ki‡j 01/01/04, 02/01/04, 03/01/04 Gfv‡e c~Y© n‡e|  
 

GKvwaK wd‡ì Data Fill Kiv   
GKmv‡_ GKvwaK wd‡ìI Data Fill Kiv m¤¢e|  
18. A1 †m‡j January, B1 †m‡j Sunday, C1 †m‡j 01/01/04 UvBc K‡i Enter w`b|  
19. A1, B1 Ges C1 †mj e −K/wm‡j± Ki“b|  
20. C1 †m‡ji wb‡Pi Fill Handle †K WªvM K‡i C12 †mj ch©š— Avbyb|  

 
GKvwaK Kjv‡g GKmv‡_ Data Fill n‡e| 
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Chart ev MÖvd ˆZix Kiv 
†Kvb wi‡cv‡U©i WvUv cÖ̀ k©‡bi Rb¨ me‡P‡q mnR Dcvq n‡jv Graph ev Chart| Excel-G wewfbœfv‡e Chart Gi gva¨‡g 
WvUv‡K Zz‡j aiv hvq Ges Chart †K wewfbœ ÷vB‡j mvRv‡bv hvq| Excel-Gi Chart Wizard †_‡K Avcbvi B”Qvg‡Zv 
Chart cQ›` K‡i Dc¯’vcb Ki‡Z cvi‡eb|  
 

Excel-2003 †Z Standard Chart Gi g‡a¨ †gvU 15 ai‡bi MÖƒc PvU© Ges Custom Chart Gi g‡a¨ †gvU 20 ai‡bi 
MÖƒc PvU Av‡Q| cÖwZwU MÖƒ‡c Avevi GKvwaK ai‡bi mve PvU© Av‡Q| 
 

GLb GKwU †Kv¤úvbxi Sales Report Gi Dci GKwU c~Y©v½ PvU,© ïi“ †_‡K ˆZix Kivi cÖwµqv †`L‡ev| PvU©wU‡Z 
January, February Ges March gv‡m PC, CD I Disk wewµi Dci WvUv cÖ̀ k©b Kiv‡bv Av‡Q| X-axis-G gvm 
(month) Ges Y-axis-G cwigvY (unit) †`wL‡q Label ms‡hvRb Kiv Av‡Q| GQvov Legend Gi gva¨‡g PC, CD I 
Disk †K gvK© Kiv Av‡Q|  
GLb Avgiv wb‡Riv PvU©wU ˆZix Ki‡ev| wb‡Pi Step ¸‡jv AbymiY Ki“b| 
Pjyb ïi“ Kiv hvK 
1. Office evU‡b wK¬K K‡i New KgvÛ w`‡q GKwU bZzb Workbook  Lyjyb| 
2. ûeyû wb‡Pi gZ WvUv w`‡q Worksheet wU c~Y© Ki“b| 
 

 
 

3. A1 †_‡K D4 ch©š— WªvM K‡i wm‡j± Ki“b| 
4. †gby †_‡K Insert Ribon wm‡j± K‡i Charts KgvÛMÖ“c †_‡K †h †Kvb GKwU Ackb wm‡j± Ki“b| †hgb 

Column Wªc WvDb †gby ev Av‡iv Pv‡U©i wewfbœ wWRvBb Avm‡e GLvb †_‡K GKwU wWRvBb wm‡j± Ki“b|  
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5. Worksheet G Avcbvi mvg‡b ChartwU †`Lv hv‡e| 
 

  
 

†gbyev‡i j¶¨ Ki“b Chart Tools Gi wb‡P Design, Layout, Format bv‡g bZzb wZbwU †gby Ackb †hvM n‡q‡Q| 
 

   
 

6. File wU Chart1 bv‡g †mf Ki“b| 
 
PvU© GwWU Kiv 
Av‡MB e‡jwQ PvU© ˆZixi ci †mwU‡K wewfbœfv‡e GwWU Kiv m¤¢e| GLb Avgiv PvU©wU GwWU K‡i nv‡Z Kj‡g PvU© cwieZ©b 
Kiv wkL‡ev| PvU©wU‡Z Legend off/on, Title, Data Labels, Data Table, Gridline, Wall Gi cwieZ©b, Area 
wU‡K Kvjvi w`‡q Fill BZ¨vw` Ki‡ev| wb‡Pi Step ¸‡jv G‡K G‡K AbymiY Ki“b|  
Pjyb ïi“ Kiv hvK 
PvU©wU wm‡j± bv _vK‡j †gby‡Z bZzb Avmv Ribon mg~n _vK‡e bv| 

Steps  
1. PvU©wU wm‡j± bv _vK‡j wK¬K K‡i wm‡j± Ki“b| 
2. †gby †_‡K Design Ribon wm‡j± _vKv Ae ’̄vq Type KgvÛMÖ“c †_‡K Change Chart Type KgvÛ w`b|  
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evgw`‡K wewfbœ ai‡bi PvU© †`Lv hv‡e| †hgb Column, Bar, Line, Pie BZ¨vw`| cÖwZwU AvB‡U‡g wK¬K Ki‡j Wvbw`‡K 
Qwemn Chart Sub-Type Avm‡e| Chart Type Ack‡bi ¯Œjev‡i wK¬K K‡i wb‡Pi w`‡K Aewkó PvU© UvBc †`Lv hv‡e| 
3. evgw`‡Ki Ni †_‡K Column Ackb wm‡j± Ki“b| 
4. Wvbw`‡Ki Ackb †_‡K cÖ_g mvwii cÖ_g jvB‡bi PZz_© AvB‡Ug 3-D Clustered Column wK¬K K‡i wm‡j± Ki“b| 
 

 

5. OK evU‡b wK¬K Ki“b|  
Avcbvi ˆZix Kiv PvU©wU cwiewZ©Z n‡q 3-D Effect mn †`Lv hv‡e| 

 
 

GLb PvU©wU‡Z c~Y©Zv Avbvi Rb¨ wewfbœ Ack‡b †hgb Tile, Legend, Data Labels, Data Table, Gridlines BZ¨vw` 
mshy³ Ki‡Z n‡e| 
 

Pv‡U© Title ms‡hvM 
GLb Pv‡U© Horizontal I Vertical UvB‡Uj ms‡hvM Ki‡Z n‡e| PvU©wU GKwU †Kv¤úvbxi Sales Report Gi Dci ˆZix, 
myZivs g~j UvB‡Uj n‡e Sales Report Ges X-axis ev Horizontal cwRk‡b gv‡mi bvg †jLv Av‡Q, GRb¨ X-axis G 
Months Ges Z-axis ev Vertical cwRk‡b AvB‡U‡gi cwigvY †`Lv‡”Q, GRb¨ Z-axis-G Number UvB‡Uj w`e| 
6. †gby †_‡K Layout Ribon wm‡j± K‡i Levels KgvÛMÖ“c †_‡K Chart Title Ack‡b wK¬K K‡i Above Chart 

KgvÛ w`b|  
 

 
 

j¶¨ Ki“b Chart Title bv‡g GKwU bZzb Ackb Avm‡e| GLv‡b wK¬K K‡i UvBc Ki“b Sales Report.   
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7. Levels KgvÛMÖ“‡ci Axis Titles Ack‡b wK¬K K‡i Primary Horizontal Axis Title Ackb †_‡K Title 
Below Axis wm‡j± Ki“b| 

 

 
 

8. Category (X) axis Gi wb‡Pi e‡· Monthly UvBc Ki“b| 
 

 

9. AveviI Levels KgvÛMÖ“‡ci Axis Titles Ack‡b wK¬K K‡i Primary Vertical Axis Title Ackb †_‡K 
Rotated Title wm‡j± Ki“b| axis Gi e‡· Number UvBc Ki“b| 

 

 
 

Gridline ms‡hvM 
GLb Chart G wewfbœ ai‡bi MÖxW jvBb A_©vr Horizontal Ges Vertical jvB‡bi ms‡hv‡M ˆZix Kiv †QvU †QvU Ni 
ms‡hvM Ki‡ev| GB MÖxW jvBb _vK‡j Value ev gvb eyS‡Z myweav nq| Pv‡U©i wewfbœ Axis G Major Ges Minor bv‡g 
`yB ai‡bi Ackb _v‡K| Major MÖxW wKQyUv dvuKv dvuKv Ges Minor MÖxW A‡c¶vK…Z Nb n‡e| 
10. Axis KgvÛMÖ“c †_‡K Gridlines Ack‡b wK¬K K‡i Primary Horizontal Gridlines Ackb †_‡K Major 

Gridlines wm‡j± Ki“b| 
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GKB wbq‡g Axis KgvÛMÖ“c †_‡K Gridlines Ack‡b wK¬K K‡i Primary Vertical Gridlines Ackb †_‡K Major 
Gridlines wm‡j± Ki“b| Preview As‡k AviI AwaK Horizontal I Vertical jvBb cvIqv hv‡e| 

 

 
 
Legend ms‡hvM  
wewfbœ ai‡bi WvUv †gKvm© (AvB‡U‡gi bv‡gi evi) wewfbœ iO ev bKkvq n‡q _v‡K| †KvbwU ẁ ‡q wK †evSv‡bv nq Zv mn‡R 
†evSvi Rb¨ Legend e¨envi Kiv nq| Pv‡U©i Wv‡b/ev‡g/Dc‡i/wb‡P wewfbœ ẁ ‡K Legend emv‡bv hvq| KgvÛMÖ“‡ci Legend 
Ack‡b Show Legend Left, Right, Top, Bottom Ackb wm‡j± _vK‡j Legend †`Lv hvq| Show Legend wm‡j± bv 
_vK‡j †Kv_vI Legend †`Lv hvq bv|  
11. Levels KgvÛMÖ“‡ci Legend Ack‡b wK¬K K‡i  Show Legend Left wm‡j± Ki“b|  

  
 

Data Lables ms‡hvM 
Pv‡U© WvUv †gKvm© ev wP‡Îi gva¨‡g WvUv cÖKvk Kiv nq| A‡bK mgq WvUv †gKv©m QvovI msL¨v ev bv¤^vi WvUv †gKv‡m©i Dci 
wj‡L †`Iqv hvq| G‡Z MÖvdwU eyS‡Z AviI myweav nq| †hgb None wm‡j± Ki‡j †Kvb †j‡ej _vK‡e bv, Show wm‡j± 
Ki‡j WvUv †gKv©‡m (Column MÖv‡di †¶‡Î j¤^v evi) †j‡ej wn‡m‡e msL¨v _vK‡e|  
12. Layout Ribon wm‡j± _vKv Ae¯’vq Levels KgvÛMÖ“c †_‡K Data Labels Ack‡b wK¬K K‡i Show wm‡j± 

Ki“b|  
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Chart Gi WvUv †gKv‡m©i Dci msL¨v †`Lv hv‡e| 
 

 
 

Table ms‡hvM 
†h WvUv †Uwe‡ji Dci wfwË K‡i PvU© ev MÖvdwU ˆZix Kiv nq, Pv‡U©i mv‡_ †mB †UwejwUI mshy³ Kiv hvq| G‡Z Qwei gva¨‡g Z_¨ 
cvIqvi cvkvcvwk †UwejwUI _v‡K| 
13. Levels KgvÛMÖ“‡ci Data Tables Ackb †_‡K Show Data Table Ackb wm‡j± Ki“b|  

 

 
 

14. Pv‡U©i mv‡_ WvUv †UwejwUI †`Lv hv‡e| †`Lyb wewfbœ Ackbmn GKwU PvU© cvIqv hv‡e|  
15. cÖ‡qvR‡b Worksheet-Gi MÖvdwU‡Z wK¬K K‡i †h †Kvb Kb©vi c‡q›U WªvM K‡i GKUz eo Ki“b| †k‡l dvBjwU †mf 

Ki“b| 
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Save As Kgv‡Ûi e¨envi 
cÖ_g evi dvBj †mf Kivi Rb¨ Save KgvÛ w`‡j Save As WvqvjM e· Av‡m Ges dvB‡ji bvg I †jv‡Kkb wm‡j± K‡i 
w`‡Z nq| cieZ©x‡Z hZeviB Save KgvÛ †`Iqv †nvK bv †Kb, Av‡Mi †`Iqv bv‡g Ges GKB †jv‡Kk‡b †mf n‡Z _v‡K| 
Av‡Mi WvUv AweK…Z †i‡L Ges bZzb WvUv ms‡hvRb/we‡qvRb K‡i Ab¨ bv‡g Ges Ab¨ †jv‡Kk‡b Ges Ab¨ fvm©‡b dvBj 
†mf Kivi Rb¨ wb‡Pi KgvÛ w`b|  
1. Quick Access Uzjevi †_‡K Office evU‡b wK¬K Ki“b|  
2. Wªc WvDb †gby Avm‡j Save As wm‡j± Ki“b| (A_ev F12 †cÖm Ki“b)| wewfbœ ai‡bi Ackb Avm‡e|  
 

 
 
     GLvb †_‡K Excel Workbook wm‡j± Ki‡j Excel 2007 Gi ^̄vfvweK dig¨v‡U †mf n‡e| Excel Macro-

Enabled Workbook wm‡j± Ki‡j XML dig¨v‡U †mf n‡e| Excel Binary Workbook wm‡j± Ki‡j 
Binary Format-G †mf n‡e| ejvB evûj¨ Excel 2007 G GZ †ekx cwieZ©b mvab Kiv n‡q‡Q †h Gi dig¨v‡U 
†mf Kiv dvBj Aek¨B c~‡e©i fvm©b w`‡q †Lvjv hv‡e bv| †mRb¨ Excel 97 †_‡K 2003 ch©š— †h †Kvb fvm©‡b 
†Lvjvi Rb¨ Excel 97-2003 Workbook wm‡j± Ki“b| GQvov Ab¨ dig¨v‡UI †mf Kiv hv‡e|  

 3.  wPi cwiwPZ Save As WvqvjM e· Avm‡j wbw`ó© bvg w`‡q wbw`©ó †jv‡Kk‡b †mf Ki“b|  
 

Home Ribbon Gi e¨envi 
      Home RibbonwU me‡P‡q cÖ_‡g Aew ’̄Z KviY mPivPi e¨eüZ KgvÛ w`‡q GB wiebwU mvRv‡bv n‡q‡Q| mvaviYZ 

Cut, Copy, Paste, d‡›Ui mvBR, Bold, Italic, Underline, Alignment BZ¨vw` mPivPi e¨eüZ Kgv‡Ûi 
mgš^‡q GB wiebwU MwVZ n‡q‡Q GwU‡Z Clipboard, Font, Alignment, Number, Styles, Cells I Editing 
KgvÛ MÖ“c i‡q‡Q|   
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WvUv Transpose/Paste Special BZ¨vw` KgvÛ 
WvUv Transpose Gi A_© Row Gi WvUv Kjv‡g ev Kjv‡gi WvUv Row‡Z Kwc Kiv| GwU Paste Special Gi Ask|  
1. Nova1 dvB‡ji wewfbœ As‡ki WvUv‡K K‡qKevi wm‡j± K‡i Cut I Copy KgvÛ w`b|  
2. GLb Clipboard KgvÛ MÖ“c †_‡K Paste evU‡bi wb‡Pi Zx‡i wK¬K Ki“b| GLv‡b Paste Special mn wewfbœ 

ai‡bi KgvÛ Avm‡e| Paste Special wm‡j± Ki‡j wPi cwiwPZ Paste Special WvqvjM e· Avm‡e|  
 

   
 
Clipboard Taskpane Gi e¨envi 
Office Clipboard-wUi GLv‡b me‡P‡q cwiewZ©Z I ¸i“Z¡c~Y© e¨envi i‡q‡Q| †c÷ Kgv‡Ûi meai‡bi mgm¨vi GLv‡b 
mgvavb i‡q‡Q| †h †Kvb Ae‡R± †K wm‡j± K‡i Cut/Copy KgvÛ w`‡j GwU Clipboard-G Ae ’̄vb Ki‡e| GLv‡b †gvU 
24wU AvB‡Ug GKmv‡_ ivLv hv‡e| GB 24wUi †h †KvbwU, †h †Kvb ¯’v‡b Paste Kiv hv‡e| Aci †h †KvbwU wm‡j± K‡i 
gvD‡mi Right Click K‡i Delete K‡i †`Iqv hv‡e| Paste All Kgv‡Ûi gva¨‡g Clipboard Gi meKqwU AvB‡Ug 
GKmv‡_ IqvK©ey‡K †c÷ Kiv hv‡e| Avevi Clear All KgvÛ w`‡q Clipboard †K dvuKv Kiv hv‡e|  
1. Clipboard KgvÛMÖ“‡ci wb‡P Wv‡b Aew ’̄Z Pvi‡Kvbv e· ( )-G wK¬K Ki“b| Clipboard Task Pane Avm‡e 

Cut/Copy KgvÛ †`Iqv AvB‡Ug¸wj mvRv‡bv _vK‡e| cÖ‡qvRbxq KgvÛ w`b| 
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Cell Formatting/Font KgvÛ MÖ“c 
GLb Avgiv †m‡j Aew¯’Z Font†K wewfbœfv‡e Formatting Ki‡ev| Nova1 dvBjwU Ly‡j wKQy Text wm‡j± Ki“b| 
GLb Font KgvÛMÖ“c †_‡K Bold, Italic, Underline, eWv©i †`Iqv, Font wm‡j±, d‡›Ui mvBR wm‡j± A_ev 
Increase Font Size/Decrease Font size evU‡b wK¬K K‡i d›U †QvU/eo ev d‡›Ui Kvjvi BZ¨vw` cwieZ©b Ki“b|  

 

 
 

Font KgvÛ MÖ“‡ci wb‡P Wv‡b Aew ’̄Z Pvi‡Kvbv e‡· ( ) wK¬K Ki“b| wPi cwiwPZ Format Cells WvqvjM e· Avm‡e 
Ges Font U¨ve wm‡j± _vK‡e|  
 

 
 
Number Format/Number KgvÛ MÖ“c 
gyjZ MvwYwZK msL¨vi †¶‡Î Number dig¨vU e¨envi Kiv nq| †hgb †Kvb msL¨v‡Z % wPý, `kwgK wPý, gy`ªv ev 
Currency wPý, Fraction ms‡hvM, Date, Time, Text dig¨vU BZ¨vw`i Rb¨ Number KgvÛMÖ“c e¨envi Kiv nq|  
GB KgvÛMÖ“‡ci General Ack‡bi Wªc WvD‡b wK¬K Ki‡j we¯—vwiZ Ackb Av‡m|  
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2. Number KgvÛMÖ“‡ci wb‡P Wv‡bi Pvi‡Kvbv e‡· ( ) wK¬K Ki“b| wPicwiwPZ Format Cells e· Avm‡e Ges 
Number U¨ve wm‡j± _vK‡e|  

 

 
 

Alignment/Cell Marge/Indent Kiv (Alignment KgvÛMÖ“c) 
Excel-G †Kvb WvUv wjL‡j Text-Gi †¶‡Î evgcvk †N‡m A_©vr Left Alignment Ges Value ev Numaric ev 
MvwYwZK msL¨v wjL‡j Wvbw`K †N‡m A_©vr Right Alignment A‡Uv‡gwUK †mwUs _v‡K| B”Qv Ki‡j GB Alignment 
cwieZ©b Kiv hvq, GQvov Text †K Vertically ev AvovAvwofv‡e †mwUs Kiv hvq| K‡qKwU  †mj‡K gvR© K‡i GKwU †m‡j 
cwiYZ Kiv hvq| Horizontal Ges Vertical GB ỳB ai‡bi Align Kiv hvq| Horizontal Align †_‡K, Left A_©vr 
evgw`‡K em‡e, Right A_©vr Wvbw`‡K Ges Center A_©vr mew`‡K mgvb RvqMv †i‡L gv‡S em‡e, Fill A_©vr Wvb/evg 
mgvb Ki‡e, Justify A_©vr Wvb ev‡g c‡ii jvB‡bi mv‡_ mgvb Ki‡e, Gfv‡e †mwUs Kiv hv‡e| Vertical Align †_‡K 
Avevi Top A_©vr Dci w`K †N‡m em‡e, Bottom A_©vr wb‡Pi w`K †N‡m em‡e, Center A_©vr Dci/wb‡P mgvb RvqMv 
†i‡L em‡e, Gfv‡e †mwUs Kiv hvq| Dfq‡¶‡Î General †mwUs Ki‡j c~e©ve¯’vq wd‡i Avm‡e| 
 

Nova1 dvBjwU Ly‡j †h †Kvb GKwU †m‡ji Text wbe©vPb Ki“b| Kjvg I †iv eo K‡i wbb| GLb Alignment 
KgvÛMÖ“c †_‡K Top, Middle, Bottom, Left, Right, Center †h †Kvb Alignment Ki“b| Indent evU‡b wK¬K 
K‡i Left/Right Indent Ki“b| Orientation evU‡bi Wªc WvD‡b wK¬K K‡i †h †Kvb ai‡bi Orientation Ki“b| 
dvuKv K‡qKwU Cell wm‡j± K‡i wewfbœ gvR© Ki“b|  

   
3. Alignment KgvÛMÖ“‡ci wb‡Pi Pvi‡Kvbv e‡· wK¬K Ki“b| †c‡q hv‡eb wPicwiwPZ Format Cells WvqvjM e· 

Ges Alignment U¨ve wm‡j± _vK‡e|  
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Styles MÖ“c KgvÛ 
GB MÖ“‡ci AvIZvq Cell I Table †K Auto Format Kiv Ges Conditional Formating Kivi AvB‡Ug i‡q‡Q|  

 

 
 

Auto Format Kiv 
Avgiv Rvwb wbw`©ó wKQy †mj ev Range-G cQ›`gZ Kvjvi, Shading, Border Ges d‡›Ui mvBR, Kvjvi BZ¨vw` 
cwieZ©b K‡i B”Qvg‡Zv Format ev wWRvBb Ki‡Z cvwi| GQvovI Auto Format-Gi gva¨‡g Av‡Mi ˆZix K‡i ivLv 
Format cÖ‡qvM Ki‡Z cvwi| 
1. Nova1 dvB‡ji wKQy Ask wm‡j± Ki“b|  
2. Style MÖ“‡ci wØZxq evUb Formatas Table Gi Wªc WvD‡b wK¬K Ki“b| ARmª Style Avm‡e GLvb †_‡K †h †Kvb 

GKwU †e‡Q wbb|  
 

 
 

3. Cell Style Gi Wªc WvD‡b wK¬K Ki“b| GLv‡bI †m‡ji Rb¨ ARmª Style Avm‡e| †h †Kvb Style Gi Dci gvDm 
WªvM Ki‡j IqvK©kx‡Ui wm‡j± Kiv As‡k wcÖwfI †`Lv‡e| cQ‡›`i Style wm‡j± Ki“b|  
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Conditional Formatting 
Avgiv wewfbœ †m‡ji WvUv di‡gwUs Kiv BwZg‡a¨B wk‡LwQ| GB di‡gwUs Gi †¶‡Î wba©vwiZ kZ© mv‡c‡¶ dig¨vwUs Kiv 
m¤¢e| A_©vr wbw ©̀ó †m‡j †KejgvÎ kZ© wgj‡j Z‡eB dig¨vwUs n‡e Ab¨_vq bigvj _vK‡e| †hgb GKwU wWcvU©‡g›Uvj 
†óv‡ii K_v Kíbv Ki“b| wWcvU©‡g›Uvj †óv‡i Stock Gi wnmve ivLv nq| GKwU AvB‡Ug wewµ n‡q G‡Kev‡i †kl n‡q 
†M‡j Z‡e bZzb K‡i †Kbv nq bv| wbw`©ó cwigvb óK _vK‡Z _vK‡ZB bZzb K‡i AveviI gv‡ji AW©vi †`Iqv nq|  
g‡b Ki“b †Kvb †m‡j WvUv 10000 Gi Kg ev 15000 Gi †ekx n‡j Kvjvi cwieZ©b n‡e| GB k©‡Z GLb Conditional 
Formatting Ki‡ev|  
1. †h †Kvb †m‡j Kvm©i †i‡L Styles MÖ“‡ci Conditional Formatting Gi Wªc WvD‡b wK¬K Ki“b Ges Highlight 

Cells Rules †_‡K Greater Than wm‡j± Ki“b|  
 

 
 

Value  e‡· 15000 UvBc K‡i OK Ki“b|  
 

 
 

2. AveviI GKB cÖwµqvq Highlight Cells Rules wm‡j± K‡i Less Than wm‡j± K‡i Value e‡· 10000 UvBc 
K‡i OK Ki“b|  

3. GLb wm‡j± Kiv †m‡j 10000 Gi Kg ev 15000 Gi †ekx wjL‡j Kvjvi cwieZ©b n‡e| GKBfv‡e wbw`©ó †m‡j 
Data Bar, Color Scales I Icon †mU Kiv hv‡e|  

 
Cell KgvÛ MÖ“c 
GB MÖ“c †_‡K Cell, Column, Row Ges Sheet †K Insert I Delete Kiv hv‡e Ges Row, Column Gi 
Height, Width †K cwieZ©b Kivmn wewfbœ ai‡bi Formatting Kiv hv‡e|  
 
Editing KgvÛ MÖ“c 
GB MÖ“c †_‡K WvUv‡K Sum, Average BZ¨vw` MvwYwZK KvR Kiv hv‡e| Data Fill, Clear, Sort, Filter, Find I 
Replace BZ¨vw` Kiv hv‡e|  
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MvwYwZK K¨vjKz‡jkb Kiv 
GLb Avgiv wKQy MvwYwZK wnmve Ki‡ev †hgb-‡hvMdj, me‡P‡q eo msL¨v, me‡P‡q †QvU msL¨v, Mo BZ¨vw`|  
1. Nova1 dvBjwU Ly‡j Salary wd‡ìi me‡P‡q †k‡li †m‡j (E17) Kvm©i ivLyb|  
2. Editing MÖ“‡ci Sum Uz‡ji Wªc WvD‡b wK¬K K‡i Sum wm‡j± Ki“b|  
 

 
 

3. E17 †mj dg©~jv Avm‡e Sum(E2:E16) Ges E2 †_‡K E16 wm‡j± _vK‡e| Enter w`b| djvdj cvIqv hv‡e|  
 

    
 
Gfv‡e Average wm‡j± Ki‡j Mo, Count Number wm‡j± Ki‡j KqwU msL¨v †mwU, Max wm‡j± Ki‡j me‡P‡q eo 
msL¨v Ges Min wm‡j± Ki‡j me‡P‡q †QvU msL¨v cvIqv hv‡e| More Functions wm‡j± Ki‡j AviI A‡bK 
Function cvIqv hv‡e|  
 
Formats, Contents, Comments BZ¨vw` gy‡Q †djv 
Clear Kgv‡Ûi e¨envi  
†m‡ji g‡a¨ Aew¯’Z †U·U, MÖvd (Chart), eW©vi, dg~©jv, Comment, Format BZ¨vw` †gvQvi Rb¨ Clear KgvÛ e¨envi 
Kiv nq| KLbI KLbI mg¯— WvUv bv gy‡Q ïaygvÎ Format ev Comment ev Formula BZ¨vw` †gvQvi `iKvi n‡Z cv‡i 
G‡¶‡ÎI Clear KgvÛ e¨envi Kiv nq| 
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1. GKwU IqvK©kx‡Ui wKQy WvUv wm‡j± Ki“b| Editing KgvÛ MÖ“‡ci Clear evU‡bi Wªc WvD‡b wK¬K K‡i Clear All 
KgvÛ w`b| mg —̄ WvUv Clear n‡e|  

 

 
 

Gfv‡e Clear Formats KgvÛ w`‡j, WvUv gyQ‡e bv wKš‘ Bold, Italic BZ¨vw` †Kvb Formatting Kiv _vK‡j †mB 
Format gy‡Q hv‡e| Clear Content KgvÛ w`‡j WvUv gyQ‡e wKš‘ †Kvb Formula e¨envi Kiv _vK‡j †mwU gyQ‡e bv| 
Clear Comments KgvÛ w`‡j †m‡j †Kvb gš—e¨ mshy³ _vK‡j †mwU gy‡Q hv‡e|  
 

Database Sort 
A‡bK eo WvUv‡e‡Ri †¶‡Î wbw`©ó †Kvb wel‡qi Dci WvUv Lyu‡R cvIqv GKwU ỳiƒn KvR| †hgb g‡b Ki“b GKwU eo 
jvB‡eªix‡Z jvL jvL eB‡qi g‡a¨ wbw ©̀ó bv‡gi GKwU eB Ly‡R †ei Kiv ỳiƒn KvR| wKš‘ hw` eB‡qi bvg¸‡jv wWKkbvwii 
gZ A¶i Abymv‡i mvRv‡bv _v‡K Z‡e KvRwU mnR| eo WvUv‡e‡Ri †¶‡Î Gfv‡e mvRv‡bvi KvRwU‡KB Data Sorting 
e‡j| mvaviYZ ỳBfv‡e WvUv mwU©s Kiv nq, GKwU n‡”Q Ascending Order ev D”Pµg Abymv‡i A_©vr †QvU †_‡K eo 
†hgb, 1 †_‡K 10 ev A †_‡K Z-Gfv‡e| AciwU n‡”Q Descending ev wbgœµg Abymv‡i A_©vr eo †_‡K †QvU, †hgb 
10, 9 †_‡K 1 ev Z †_‡K A-Gfv‡e|  
1. Nova1 WvUv‡eRwU Ly‡j Name wd‡ìi †h †Kvb †m‡j Kvm©i ivLyb|  
2. Editing KgvÛ MÖ“‡ci Sort & Filter AvB‡U‡gi Wªc WvD‡b wK¬K K‡i Sort A to Z wm‡j± Ki“b|  
 

 
 

bvg¸wj A †_‡K Z Abymv‡i kU© n‡e| Sort Z to A wm‡j± Ki‡j Dëvfv‡e kU© n‡Zv|  
 
Data Filter 
WvUv‡e‡Ri mg —̄ †iKW© †_‡K wbw ©̀ó †Kvb k‡Z©i wfwË‡Z WvUv‡K †e‡Q †ei KivB n‡”Q Data Filter †hgb, g‡b Ki“b 
ïaygvÎ Officer KZRb Av‡Q ev ïaygvÎ Officer Ges (And) †eZb 5000 UvKvi Dc‡i ev ïaygvÎ Officer A_ev 
(Or) †eZb 5000 UvKvi Dc‡i, BZ¨vw` k‡Z©i wfwË‡Z WvUv wdëvi Kiv| 
1. Nova1 dvBjwU Ly‡j †h †Kvb †m‡j c‡q›Uvi ivLyb|  
2. GLb Editing KgvÛ MÖ“‡ci Sort & Filter AvB‡U‡gi Wªc WvD‡b wK¬K K‡i Filter wm‡j± Ki“b|  

 
 

j¶¨ Ki“b cÖwZwU WvUv wd‡ìi mv‡_ GKwU WvDb Arrow mshy³ n‡q‡Q| GLvb †_‡K WvUv †e‡Q wb‡Z n‡e|  
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ïaygvÎ Officer †`i WvUv †`Lv 
Title wd‡ìi Wªc WvD‡b wK¬K Ki“b| GKwU WvqvjM e· Avm‡e GLvb †_‡K Officer Qvov Ab¨ wd‡ìi wUK gvK© DwV‡q 
w`b|  

 
 

ïaygvÎ Officer †`i WvUv †`Lv‡e| Gfv‡e wewfbœ kZ© Ry‡o w`‡q WvUv wdëvi Kiv hv‡e|  
 
Mini Toolbar-Gi e¨envi 
Microsoft Office 2007Gi me‡P‡q ¸i“Z¡c~Y© AckbwU n‡”Q Gi Mini Toolbar. IqvK©kx‡Ui †h †Kvb Ae‡R± ev 
Ask wm‡j± K‡i gvD‡mi Right Click Ki‡jB GB UzjeviwU Avcbvi mvg‡b †f‡m DV‡e|  
 

 
 

GLvb †_‡K di‡gwUs-Gi KvR †hgb Font wm‡j± Kiv, Font-Gi mvBR wVK Kiv| d›U‡K †QvU/eo Kiv, Bold, Italic, 
Align Kiv, eW©vi ms‡hvM, Fill Kvjvi †`Iqv, d‡›Ui Kvjvi ‡`Iqv, `kwgK, Kv‡iwÝ wPý, kZKiv wPý, Kgv BZ¨vw` 
†`Iqv, †mj gvR© Kiv BZ¨vw` KvR Kiv hvq| Kv‡RB GB Uzjevi †_‡K `ª“Z di‡gwUs Gi KvR Kiv hvq| wm‡jKkb †_‡K 
gvDm mwi‡q wb‡j ev evB‡i wK¬K Ki‡j GB Uzjevi P‡j hvq|  
 

Insert Ribbon Gi e¨envi 
GB wie‡bi gva¨‡g Worksheet-G Picture, Clipart, Shape, Chart, Word Art, Header, Footer wewfbœ ai‡bi 
Ae‡R±, wm¤^j Pivot Table I Pivot Chart mshy³ Kiv hvq| GB Ribbon-G †gvU 5wU KgvÛ MÖ“c i‡q‡Q †hgb: 
Tables, Illustrations, Charts, Links I Text. 
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Illustration KgvÛ MÖ“c 
GB KgvÛ MÖ“c Øviv IqvK©kx‡U Picture, Clipart, Shapes I SmartArt mshy³ Kiv hv‡e| 

 

 
 

IqvK©kx‡U wewfbœ ai‡bi Qwei cÖ‡qvRb n‡Z cv‡i| Lye mn‡RB GB Qwe ms‡hvRb m¤¢e| wewfbœ ai‡bi Qwe ev Wªwqs Av‡Q| 
Gi g‡a¨ Picture n‡”Q Qwe ev B‡gR Ges Clipart, Shapes I SmartArt n‡”Q Kw¤úDUv‡i AuvKv nq| Microsoft 
Office-G Clipart Gallarry bv‡g Avjv`v GKwU †QvU mdUIq¨vi _v‡K| GLv‡b wewfbœ ai‡bi Qwe, wK¬c AvU©, gywf I 
mvDÛ dvBj _v‡K| Clipart Gallary-i mg —̄ Ae‡R±‡K Office-Gi Ab¨vb¨ †cÖvMÖvg †hgb MS-Word, MS-
Powerpoint, MS-Access, MS-Publisher-BZ¨vw` †cÖvMÖv‡g †kqvi Kiv hvq| GB M¨vjvix‡K gwWdvB K‡i Ae‡R± 
ms‡hvRb ev we‡qvRb Kiv hvq| 

 

Arrange Size KgvÛ MÖ“c 
GLvb †_‡K wcKPvi‡K Bring to Front/Bring Forward, Send to Back/Send Backword ev wewfbœ ai‡bi Flip 
ev Rotation Kiv hv‡e| Size KgvÛ MÖ“c †_‡K Crop evU‡b wK¬K K‡i ev e‡· mvBR wj‡L w`‡q Qwe †K KvUv hv‡e| 
GQvov wewfbœ ai‡bi Align I Group/Ungroup Kiv hv‡e| 
 

 
 

Chart KgvÛ MÖ“c 
GB KgvÛ MÖ“‡ci gva¨‡g wewfbœ ai‡bi PvU G‡b PvU© di‡gwUs Kiv hvq|  
 
Link KgvÛ MÖ“c 
AveviI Insert wie‡b wd‡i Avmyb| Links MÖ“c †_‡K †h †Kvb ai‡bi Hyperlink ˆZix Kiv hv‡e| 
 
Text KgvÛ MÖ“c 
GB KgvÛ MÖ“c †_‡K IqvK©kx‡U Text Box, Header and Footer, WordArt, Signature wewfbœ ai‡bi Object I 
Symbol ms‡hvM Kiv hv‡e|   
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Signature Line 
Signature Line evU‡b wK¬K K‡i Microsoft Office Signature Line ... KgvÛ w`b| WvqvjM e· Avm‡j OK 
Ki“b| AveviI Signature Setup WvqvjM e· Avm‡j WvUv UvBc K‡i OK Ki“b Signature cvIqv hv‡e|  
 

   
  
Page Layout wie‡bi e¨envi 
GB wie‡bi gva¨‡g Page Setup Ges Print msµvš— wewfbœ ai‡bi †mwUs wba©viY Kiv nq G‡Z †gvU 5wU KgvÛ MÖ“c 
i‡q‡Q| Themes, Page Setup, Scale to Fit, Sheet Options, Arrange. 
 

 

 
 
Theme KgvÛ MÖ“c 
GLvb †_‡K Font Gi Kvjvi, Font, Font Gi B‡d± Ges Theme cwieZ©b Kiv hv‡e| Theme evU‡b wK¬K K‡i cÖPzi 
w_g †_‡K cQ‡›`iwU †e‡Q wbb|  
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Page Setup KgvÛ MÖ“c 
GLv‡b mswk−ó evUb †_‡K Margin, Orientation (Portrait ev Landscape) Paper Size, Print Area, Page 
Break, Backgraound G Qwe Ges IqvK©kx‡Ui †cR AW©vi wK n‡e Zv wbavi©Y Kiv hv‡e| wb‡P Wv‡b Aew ’̄Z Pvi‡Kvbv 
evU‡b wK¬K Ki‡j wPi cwiwPZ Page Setup WvqvjM e· cvIqv hv‡e|  
 

  
 

 

Formulas wieb 
GB wie‡bi mvnv‡h¨ wewfbœ ai‡bi MvwYwZK Kvhv©ejx Ges Function e¨envi Kiv nq| Avgv‡`i GB eB‡qi Chapter-17 G 
Function Gi e¨envi As‡k Excel-G e¨eüZ wewfbœ dvsk‡bi we —̄vwiZ weeiY †`Iqv Av‡Q| GB wiebwU Øviv mg —̄ dvskb 
KgvÛ mivmwi †`Iqv hvq| GQvov Range Gi bvg †`Iqv I Auditing Gi KvR Kiv hvq|  

 
 
Function Library KgvÛ MÖ“c 
GwU Øviv mg —̄ Function mivmwi e¨envi Kiv hvq| GB KgvÛ MÖ“‡ci cÖ_g evUb A_v©r Insert Function evU‡b wK¬K 
Ki‡j Avcbvi wPi cwiwPZ Insert Function WvqvjM e· cv‡eb|  

  
GLb g‡b Ki“b KgvÛ MÖ“c †_‡K Recently Used evU‡b wK¬K Ki‡j Recently e¨envi Kiv dvsk‡bi wj÷ Avm‡e| 
Avevi Math & Trig Gi Wªc WvD‡b wK¬K Ki‡j GB msµvš— wj÷ Avm‡e|  
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g‡b Ki“b Math & Trig †_‡K Sum wm‡j± Kiv n‡j, Insert Function e· †_‡K Sum wm‡j± Ki‡j †h Function 
Argument WvqvjM e· Avm‡e| †mB GKB WvqvjM e· Avm‡e|  

 
 

GLb c~‡e©i cÖwµqvq KvR Kiv hv‡e|  
 

Define Name KgvÛ MÖ“c 
GLvb †_‡K g~jZ Range Gi bvgKiY Kiv nq Ges Range msµvš— KgvÛ e¨envi Kiv nq|  

 
 

wbw`ó Ask wm‡j± K‡i GB MÖ“c †_‡K Define Name wm‡j± Ki‡j †i‡Äi bvg †`Iqvi Ackb Av‡m| Use in 
Formula Ackb †_‡K bvg †`Iqv Range¸wj †mj A¨v‡Wªm Gi cwie‡Z© bvg e¨envi K‡i Formula †Z e¨envi Kiv 
hvq| Create from Selection Ask †_‡K Select Kiv †mj †_‡KB bvg †`Iqv hvq| Name Manager–G wK¬K 
Ki‡j bvgKiY Kiv †iÄ¸wji we —̄vwiZ weeiY Av‡m|  
 

 
 

Formula Auditing-MÖ“‡ci mvnv‡h¨ †Kvb IqvK©kx‡U dg~©jv e¨envi K‡i _vK‡j †m¸wj Auditing-Gi gva¨‡g mbv³ 
Kiv, Remove Kiv ev kx‡U mivmwi dg~©jv cÖ̀ k©b Kiv hvq|  
Culculation Options – MÖ“‡ci gva¨‡g Automatic bvwK Manual-cÖwµqvq K¨vjKz‡jkb n‡e †mwU wbavi©Y K‡i 
†`Iqv hvq|  
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Data Ribbon Gi e¨envi 
GB wieb Øviv Data msµvš— hveZxq KgvÛ †`Iqv hv‡e| GB wie‡b †gvU 5wU KgvÛ MÖ“c i‡q‡Q| Get External Data, 
Connections, Sort & Filter, Data Tools I Outline. 
 

 
 

Avgv‡`i GB eB‡Z Chapter-5G WvUv msµvš— KgvÛ As‡k Database Sort, Data Filter, Data Form, Subtotal, 
Data Consolidate, Data Validation Ges Data Table As‡k One-Input Data Table I Two-Input Data 
Table m¤̂‡Ü we¯—vwiZ weeiY †`Iqv i‡q‡Q|  
 

Get External Data KgvÛ MÖ“c 
GwUi gva¨‡g Access, Web ev Form Text As‡k Word Processor Gi †Uwej †_‡K WvUv Bg‡cvU© Kiv hvq|  
Form Other Source As‡k SQL, Form Analysis Service, XML, OLEBD I ODBC WvUv Bg‡cvU© Kiv 
hvq| Existing Connections As‡k B›Uvi‡b‡Ui gva¨‡g wewfbœ †mvm© †_‡K WvUv Bg‡cvU© Kiv hvq| GQvovI 
Conncetions As‡k B›Uvi‡b‡Ui gva¨‡g WvUv Avbvi wewfwbœ †mvm© mshy³ Kiv hvq|  

 

 
 
Sort & Filter KgvÛ MÖ“c 
GwUi gva¨‡g wewfbœ ai‡bi Data Sorting Ges Advanced Filtermn wewfbœ ai‡bi Filtering Kiv hvq|  
 

 
 
Data Tools KgvÛ MÖ“c 
GwUi gva¨‡g Uvbv UvBc Kiv Text †K Kjv‡g iƒcvš—wiZ Kiv hvq| Remove Duplicates evU‡bi gva¨‡g GKB WvUv 
GKvwaK evi UvBc n‡q _vK‡j †mwU gy‡Q †djv hvq| GB KgvÛ MÖ“c †_‡K Data Validation, Data Consolidation 
GQvovI What-if-Analysis MÖ“c †_‡K Scenario Manager, Goal Seek I Data Table KgvÛ e¨envi Kiv hvq|  
 

 
 

†k‡l Outline KgvÛ MÖ“c †_‡K wm‡jKkb Kiv wKQy WvUv‡K Group/Ungroup Ges Subtotal Kiv hvq|  
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Review wieb Gi e¨envi 
GB wieb Øviv g~jZ Proofing Gi KvR A_v©r evbvb cix¶v, Research, Thesaurus, Translate Gi KvR, 
Comments msµvš— welq Ges Sheet †K Protection Gi KvR Kiv nq| GB wie‡b †gvU wZbwU KgvÛ MÖ“c i‡q‡Q|  
 

 
 

Proofing KgvÛ MÖ“c 
GwU Øviv evbvb cix¶v Ges GB msµvš— wewfbœ KgvÛ cÖ‡qvM Kiv hvq|  

 
GB KgvÛ MÖ“‡ci Spelling Uz‡j wK¬K Ki‡j wPi cwiwPZ Spelling WvqvjM e· Avm‡e|  

 

 
 

GQvov Research, Thesaurus Ges Translate Uz‡j wK¬K Ki‡j Task Pane-G mswk−ó Ackb Avm‡e| 
  

Comments MÖ“‡ci New Comment Uz‡j wK¬K K‡i IqvK©kx‡Ui †m‡j Comment ms‡hvM Kiv hv‡e| Delete Uzj 
Øviv Comment gy‡Q †djv hv‡e| Previous/Next Uzj Øviv c~e©eZx ev ciewZ© Comment-G Kvm©i †bIqv hv‡e| 
Show/Hide Comment Øviv Comment †K jyKv‡bv/cÖ`k©b Kiv hv‡e| Show All Comments Øviv mg¯— 
Comment †K GKmv‡_ cÖ`k©b Kiv hv‡e|  
 

 
 

Changes KgvÛ MÖ“‡ci Protect Sheet evUb Øviv cvmIqv©W w`‡q kxU‡K †cÖv‡U± Kiv hv‡e| Protect Workbook 
evUb Øviv mg¯— IqvK©kxU‡K cvmIqvW© Øviv †cÖv‡U± Kiv hv‡e| Share Workbook Øviv mg¯— IqvK©kxU‡K wewfbœ ai‡bi 
†kqvi †`Iqv hv‡e| Allow Users to Edit Range Øviv Ab¨ BDRvi m‡ev©”P KZUzKz GwWU Ki‡Z cvi‡e †mwU wbavi©Y 
K‡i †`Iqv hv‡e|  
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View wieb Gi e¨envi 
GB wieb Øviv IqvK©kxU †Kvb View †Z cÖ`wk©Z n‡e, Zoom wK n‡e| GKvwaK dvBj †Lvjv _vK‡j wKfv‡e cÖ̀ wk©Z n‡e 
Ges Macro msµvš— KgvÛ †`Iqv hv‡e| GB wie‡b †gvU 5wU KgvÛ MÖ“c i‡q‡Q|  

 
 

Workbook Views KgvÛ MÖ“c 
GB KgvÛ MÖ“c Øviv Œ̄x‡b IqvK©eyK wKfv‡e cÖ`wk©Z n‡e †mwU wba©viY K‡i †`Iqv hv‡e| Normal evUb wm‡j± Ki‡j mg —̄ 
IqvK©eyK GKmv‡_ mvaviYfv‡e cÖ̀ wk©Z n‡e|  
Page Layout wm‡j± Ki‡j wcÖ‡›Ui ci KvM‡R cÖwZwU c„ôv †hfv‡e wcÖ›U n‡e †mfv‡e IqvK©eyK cÖ`wk©Z n‡e| Page 
Break Preview †Z wcÖ‡›Ui ci c„ôv †Kv_vq ˆZix n‡e, †mB wf‡D‡Z IqvK©eyK cÖ`wk©Z n‡e| Custom View†Z wb‡Ri 
B”QvgZ View ˆZix Kiv hv‡e| Full Screen View†Z wieb, Office Uzj, Quick Aceess Uzjevi ev‡` mg —̄ ¯Œxb 
Ry‡o IqvK©kxU †`Lv hv‡e| Esc †cÖm Ki‡j Avevi c~‡e©i Ae¯’vq wd‡i Avm‡e|  
 

 
Show/Hide KgvÛ MÖ“c 
GwUi Øviv IqvK©eyK wewfbœ AvB‡Ug cÖ`wk©Z ev cÖ`k©b eÜ Kiv hv‡e| †hgb Ruler, Formula Bar, Gridlines, 
Headings I Message Bar hw` wm‡j± ( ) (wUK wPýmn) _v‡K Z‡e G¸wj cÖ`wk©Z n‡e Ab¨_vq cÖ`wk©Z n‡e bv|  

 
Zoom KgvÛ MÖ“c 
GwU Øviv IqvK©kx‡Ui Zoom wbavi©Y Kiv nq| Zoom evU‡b wK¬K Ki‡j KZ cv‡m©›U Ryg n‡e †mwU wbavi©‡Yi WvqvjM e· 
Av‡m| 100% evU‡b wK¬K Ki‡j Zoom n‡e 100% Ges wbw ©̀ó Ask wm‡j± K‡i Zoom to Selection evU‡b wK¬K 
Ki‡j wm‡j± Kiv Ask Ryg n‡e| GQvov Status ev‡ii −̄vBWvi WªvM K‡iI Zoom †QvU/eo Kiv hvq|  

 
 

Window KgvÛ MÖ“c 
GKvwaK IqvK©eyK GKmv‡_ †Lvjv _vK‡j GB MÖ“cwU e¨envi Kiv nq| New Window †Z wK¬K Ki‡j Normal View 
†Z DB‡Ûv Avm‡e| Arrange All evU‡b wK¬K Ki‡j WvqvjM e· Avm‡e GLvb †_‡K Tiled, Cascade, Horizontal ev 
Vertical fv‡e cÖ̀ k©b Kiv hv‡e| IqvK©ey‡K Kvm©i †i‡L Split evU‡b wK¬K Ki‡j †mLvb †_‡K IqvK©eyK fvM n‡q hv‡e| 
Hide/Unhide KgvÛ e¨envi K‡i IqvK©kxU †K cÖ̀ k©b/jyKv‡bv hv‡e| Freeze Panes Øviv Row/Column †K wdªR 
Kiv hv‡e|  
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Save Workspace Øviv IqvK©eyK‡K †mf Kiv hv‡e| Switch Windows Øviv GKvwaK dvBj †Lvjv _vK‡j GKwU 
†_‡K Av‡iKwU‡Z hvIqv hv‡e|  
 

 
 
Macros IqvK© MÖ“c 
GwU Øviv g¨v‡µv ˆZix Kiv Ges g¨v‡µv ivb Kiv‡bv hv‡e|  
 

 
 
Office evU‡bi we¯—vwiZ cwiPq 
Office evU‡bi we¯—vwiZ Rvbvi Rb¨ Office 2007 Gi e`‡j Zvi c~e©eZx †Kvb fvm©‡bi dvBj Lyj‡j fvj nq| †hgb 
Office 97-2003 Gi †h †Kvb fvm©‡bi GKwU dvBj (G‡¶‡Î Excel 97-2003-i †h †Kvb GKwU dvBj) Lyjyb| Gici 
Office evU‡b wK¬K Ki“b Wªc WvDb †gby †_‡K wewfbœ Ackb cvIqv hv‡e|  
 

 
 

Avgiv B‡Zvg‡a¨B GB evU‡bi New, Open, Save, Close I Save As Ackb wb‡q Av‡jvPbv K‡iwQ|  
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Convert Ackb 
Excel 2007 fvm©‡bi Av‡Mi fvm©‡bi dvB‡j Excel 2007 Gi me Ackb †c‡Z PvB‡j, I‡cb Kiv dvBjwU‡K 
Convert K‡i wb‡Z n‡e| myZivs Office evU‡b wK¬K K‡i Convert evU‡b wK¬K Ki“b| GKwU WvqvjM e· Avm‡e Ges 
GB e‡·i g¨v‡m‡R Rvbv‡bv n‡e dvBjwU Excel 2007 G KbfvU© Ki‡j GwUi A‡bK dig¨vU bó n‡Z cv‡i| OK evU‡b 
wK¬K Ki‡j dvBjwU Convert n‡e bZzev Cancel evU‡b wK¬K Ki‡j dvBjwU Av‡Mi gZ _vK‡e| GwU XML dig¨v‡U 
†mf n‡e|  
 

 
Print Ackb 
GLv‡b †gvU wZbwU Ackb _vK‡e Gi g‡a¨ Quick Print bv‡g GKwU Ackb _vK‡e, `ª“Z Print Kivi Rb¨| Print I 
Print Preview Av‡Mi gZ|  
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Prepare Ackb 
Excel 2007 G dvBj‡K wmwKDwiwU †`Iqvi A‡bK A¨vWfvÝ mv‡c©vU Ackb, W‡Kv‡g›U‡K AviI †d¬vw·ej Dcv‡q e¨envi Kiv, 
Digital Signature e¨envi, BZ¨vw` A‡bK bZzb Ackb i‡q‡Q| GRb¨ cÖ_‡g dvBj‡K Prepare K‡i wb‡Z nq| Office 
evU‡bi Wªc WvDb †gby †_‡K Prepare wm‡j± Ki‡j GB mg —̄ Ackb cvIqv hv‡e| 
 

 
 
Propertis - Ackb wm‡j± Ki‡j dvB‡ji bvg, mvBR BZ¨vw` Ackb cvIqv hv‡e| GQvovI Title, Author BZ¨vw` 
m¤^‡Ü Rvbv hv‡e, Read only, Hidden, Archive, System BZ¨vw` Ack‡bi ÷¨vUvm m¤^‡Ü Rvbv hv‡e|  
Inspect - Ackb †_‡K wewfbœ ai‡bi wn‡Wb Bbdi‡gkb, †hgb End Note, Foot Note, Header/Footer BZ¨vw` 
hw` mshy³ K‡i _v‡Kb, Z‡e GB Ack‡bi Øviv †`Lv hv‡e| 
Encrypt- GB Ackb Øviv dvBj‡K Encryption Øviv wmwKDwiwU‡K evov‡bv hv‡e| 
Add a Digital Signature - wbw ©̀ó ’̄v‡b Kvm©i †i‡L GB Ack‡bi Øviv Digital Signature mshy³ Kiv hv‡e| 
Mark as final-Ackb Øviv e¨enviKvix Rvb‡eb GwU Final Ges Read only dvBj| 
Run Compatibility Checker-Ackb Øviv Rvbv hv‡e †Kvb †Kvb wdPvi c~‡e©i fvm©‡bi mv‡_ mv‡cv©U Ki‡e bv| 
Send Ackb 
GB Ack‡b †gvU 2wU Ackb _vK‡e| dvBj‡K E- mail ev Internet Fax G cvVv‡bvi Ackb _vK‡e| 
 

 
 
Publish Ackb 
GB Ackb Øviv NetworkG e¨envi Dc‡hvMx K‡i ˆZix Kivi Ackb _vK‡e| 
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Excel Options 
Office Wªc WvDb †gbyi G‡Kev‡i wb‡P Wvbw`‡K Exit Excel evU‡bi Av‡Mi evUbwUi bvg Excel Option| GwU‡Z wK¬K 
Ki‡j Excel Option WvqvjM e· Avm‡e| G‡Z wewfbœ ai‡bi wdPvi _vK‡e|  
 

Popular- GwU Øviv †Kvb Ask wm‡j± Ki‡j Mini Toolbar A‡Uv‡gwUK Avm‡e wKbv, Color Scheme wK n‡e| 
wWdë d›U wK, mvBR KZ, wWdë View wK, cÖwZwU IqvK©kx‡U KqwU kxU _vK‡e, BZ¨vw` wba©viY K‡i ‡`Iqv hv‡e| 
 

 
Formulas - As‡k Formula I Function m¤^‡Ü we¯—vwiZ †mwUs Kiv hv‡e| 
Proofing - GB As‡k Auto Correct Options, Spelling, Grammer I Language m¤^‡Ü we¯—vwiZ †mwUs Kiv 
hv‡e| 
 
Save – GB As‡k wbw ©̀ó mgq cici Auto Save n‡e wKbv, †Kvb dig¨v‡U dvBj †mf n‡e, File †K Auto Recover 
Ki‡j, †Kvb †dvìv‡i ivL‡e| BZ¨vw` †mwUs Kiv hv‡e|  
 

 
 

Advanced – Ack‡b Enter †cÖm Kivi ci wm‡j± Kiv Ask †Kvb †m‡j hv‡e| `kwgK A‡Uv‡gwUK em‡e wKbv, BZ¨vw` wewfbœ 
ai‡bi A¨vWfvÝ wdPvi †mwUs Kiv hv‡e|  
Customize - GLvb †_‡K Uzjevi I †gby A_v©r Quick Access Uzjevi‡K Kv÷gvBR Kiv hvq|  
 

Add–Ins – GLvb †_‡K Solver, Lookup Wizardmn wewfbœ ai‡bi Add-Ins †K †hvM Kiv hvq|  
 

Trust Center – GLvb †_‡K Privacy I Security m¤̂‡Ü wewfbœ ai‡bi †mwUs Kiv hvq|  
 

Resources-GLvb †_‡K Excel †K Avc‡WUmn Excel m¤^‡Ü wewfbœ Z_¨ Rvbv hvq|   
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Save As Gi Abvb¨ Ackb 
Office evU‡b wK¬K K‡i Save As wm‡j± Ki“b Save As WvqvjM e· Avm‡e|  
evgw`K †_‡K ToolsGi Wªc WvD‡b wK¬K Ki“b wewfbœ Ackb Avm‡e|  
 

 
Properties wm‡j± Ki“b| Properties e· Avm‡e| GLv‡b General U¨ve †_‡K Read Only, Hidden, Acrhive †mU Kiv 
hv‡e| Sharing Ackb †_‡K dvBj †kqvi †`Iqv hv‡e| Customize †_‡K dvB‡ji wewfbœ welq Kv÷gvBR Kiv hv‡e|  
 

 
 

Password w`‡q dvBj †mf Kiv 
Tools  †_‡K General Options wm‡j± Ki“b| GLb Open I Modify  Kivi Rb¨ Password †`Iqvi Ackb 
_vK‡e|   
 

 
 

GLv‡b Tools †_‡K Map Network Drive, Web Options, Compress Pictures…BZ¨vw` Ackb wm‡j± Kiv 
hv‡e|  
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Excel Gi wKQy e¨envwiK KvR 
Wages (gRyix) wbY©q 
Avmyb GKwU cÖwZôv‡bi Wages ev gRywi wba©viY Kiv hvK| g‡b Kwi cÖwZw`b mvaviY Kg©N›Uv n‡”Q 8 Ges 8 ev Zvi Kg 
Kg©N›Uvi Rb¨ gRywi 20 UvKv| GQvov †Kvb Kg©Pvix B”Qv Ki‡j Ifvi UvBg Ki‡Z cv‡i| Ifvi UvB‡gi Rb¨ cÖ_g 8 N›Uvi 
c‡i cÖwZ N›Uvi Rb¨ gRywi 25 UvKv| myZivs †KD 6 N›Uv KvR Ki‡j gRyix cv‡e 6×20=120 UvKv| Avevi †KD 8 N›Uv 
KvR Ki‡j gRyix cv‡e 8×20=160 UvKv| Avevi †KD 11 N›Uv KvR Ki‡j cv‡e cÖ_g 8 N›Uvi Rb¨ 8×20=160 UvKv 
Ges cieZ©x 3N›Uvi Rb¨ cv‡e 3×25=75 UvKv myZivs †gvU 11 N›Uvi Rb¨ 160+75= 235 UvKv| Gfv‡e GKwU 
cÖwZôv‡bi wKQy Kg©Pvixi †gvU Kg©N›Uvi Dci GKwU Wages Sheet ˆZix Ki‡ev| wb‡Pi Step ¸‡jv AbymiY Ki“b| 
Steps  
1. ûeyû wb‡Pi gZ GKwU Worksheet ˆZix Ki“b| 
 

 
 

GLb C2 †m‡j dg~©jv wjL‡Z n‡e| G‡¶‡Î B2 †m‡j Aew¯’Z Kg©N›Uv hw` 8 N›Uvi †ekx nq Z‡eB Ifvi UvBg cvIqv 
hv‡e| bZzev Ifvi UvBg wn‡m‡e †Kvb N›Uv MYbv n‡e bv| A_v©r 0 N›Uv MYbv n‡e| G‡¶‡Î Avgiv IF bv‡gi GKwU 
Statement e¨envi Ki‡ev| GB Statement G GKwU kZ© e¨envi Kiv nq Ges kZ©wUi †¶‡Î 2wU djvdj D‡j −L K‡i 
w`‡Z nq| A_©vr kZ©wU mwZ¨ n‡j (hw` Kg©N›Uv 8 N›Uvi †ekx nq) GKwU djvdj D‡j−L Ki‡Z nq| Ges kZ©wU mwZ¨ bv 
n‡j (hw` Kg©N›Uv 8 N›Uvi Kg nq) Av‡iKwU djvdj D‡j−L Ki‡Z nq  Ges IF KgvÛ wj‡L kZ©wU wjL‡Z nq (†hgb hw` 
Kg©N›Uv 8 N›Uvi †ekx nq (IF (B2>8)),  Pjyb dg~©jvwU †`Iqv hvK| 
2. †mj c‡q›Uvi C2 †m‡j ivLyb Ges dg~©jv UvBc Ki“b     

 =IF(B2>8,B2-8,0) Ges Enter w`b|  
 

 
wb‡P dg~©jvi e¨vL¨v j¶¨ Ki“b| 
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Dc‡i IF Gi c‡i eªv‡K‡Ui g‡a¨ cÖ_‡g kZ© (B2>8) †`Iqv Av‡Q| c‡i Kgv(,) w`‡q cÖ_g djvdj (B2-8) †`Iqv n‡q‡Q 
Ges Avevi Kgv w`‡q wØZxq djvdj ïb¨ (0) †`Iqv n‡q‡Q | kZ©wU hw` mwZ¨ nq A_©̈ vr B2 †m‡j msL¨vi gvb hw` 8 Gi 
eo nq Z‡e cÖ_g djvdj (B2-8) cvIqv hv‡e| Avi kZ©wU mwZ¨ bv n‡j wØZxq djvdj (ïb¨) cvIqv hv‡e|  
3. D2 †m‡j c‡q›Uvi †i‡L AveviI UvBc Ki“b 
       = IF(C2>0,C2*25+8*20,B2*20) Ges G›Uvi w`b| 
m~‡Îi e¨vL¨v hw` C2 †m‡j 0i †ekx (8 N›Uvi †ekx) msL¨v _v‡K, Z‡e C2 †m‡ji msL¨vi mv‡_ 25 ¸Y K‡i Zvi mv‡_ 
Avevi 8×20=160 †hvM Ki‡Z n‡e, bZzev B2 †m‡ji msL¨vi mv‡_ mivmwi 20 w`‡q ¸Y Ki‡Z n‡e| BwZg‡a¨B D2 
†m‡j djvdj Avm‡e| 
4. GLb C2 †_‡K D2 †mj ch©š— wm‡j± K‡i Edit>Copy KgvÛ w`b| 
5. C3 †_‡K D7 ch©š— wm‡j± K‡i Edit>Paste KgvÛ w`b| 

 

 
 

mg¯— †m‡j mwVK djvdj Avm‡e| 
 
Commission wbY©q 
Pjyb GKwU weµq dv‡g©i Kwgkb evi Kiv hvK| G‡¶‡Î weµq Kg©x‡`i wewµi cwigv‡Yi Dci Kwgkb wba©viY Kiv n‡e| kZ© n‡”Q hẁ  
weµq 10,000 UvKvi Kg nq Z‡e Kwgkb 5%| hẁ  weµq 20,000 UvKv ev Zvi Kg nq Z‡e Kwgkb 7%| hẁ  weµq 30,000 UvKv 
ev Zvi Kg nq Z‡e 10%| hẁ  weµq 40,000 UvKv ev Zvi Kg nq Z‡e Kwgkb 12% Ges hẁ  weµq 50,000 UvKv ev Zvi †ekx nq 
Z‡e Kwgkb 15%| 
Steps  
1. ûeyû wb‡Pi gZ GKwU Worksheet ˆZix Ki“b| 
 

 
 

2. C2 †m‡j c‡q›Uvi †i‡L UvBc Ki“b  
=IF(B2<10000,B2*5%,IF(B2<=20000,B2*7%,IF(B2<=30000,B2*10%,        
IF(B2<=40000,B2*12%,IF(B2<=50000,B2*15%))))) Ges Enter w`b| 

C2 †m‡j djvdj cvIqv hv‡e| 
3. C2 †m‡j c‡q›Uvi †i‡L Edit>Copy KgvÛ w`b| 
 
4. C3 †mj †_‡K C6 †mj ch©š— e−K K‡i Edit>Paste KgvÛ ẁ b| mg —̄ †m‡j djvdj cvIqv hv‡e| 
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Income Tax wbY©q 
GLb Avgiv GKwU cÖwZôv‡bi Kg©KZ©v‡`i Income Tax wbY©q Ki‡ev| kZ© n‡”Q Basic †eZb hw` 1500 UvKv ev Zvi 
bx‡P nq Z‡e †Kvb U¨v· KvUv hv‡e bv| Basic hw` 3000 UvKv ev Zvi wb‡P nq Z‡e 2% U¨v· KvUv hv‡e| Basic hw` 
4500 UvKv ev Zvi bx‡P nq Z‡e 4% U¨v· KvUv hv‡e| Basic hw` 6000 UvKv ev Zvi wb‡P nq Z‡e 6% U¨v· KvUv 
hv‡e| Basic hw` 7500 UvKv ev Zvi bx‡P nq Z‡e 8% U¨v· KvUv hv‡e| Avi †ewmK hw` 7500 UvKvi Dc‡i nq Z‡e 
10% U¨v· KvUv hv‡e| Pjyb wb‡Riv Incame Tax SheetwU ˆZix Kwi|  
Steps  
1. ûeû wb‡Pi Workbook Gi gZ GKwU Workbook ˆZix Ki“b| 
  

 
 

2. C2 †m‡j c‡q›Uvi †i‡L UvBc Ki“b|  
=IF(B2<=1500,B2*0%,IF(B2<=3000,B2*2%,IF(B2<=4500,B2*4%,IF(B2<=6000, B2*6%, 
IF(B2<=7500, B2*8%, IF(B2>7500, B2*10%)))))) Ges Enter w`b|  
C2 †m‡j djvdj cvIqv hv‡e|  
3. C2 †m‡j c‡q›Uvi †i‡L †gby †_‡K Edit>Copy KgvÛ w`b| 
4. Avevi C3 †mj †_‡K C10 †mj ch©š— e −K/wm‡j± K‡i †gby †_‡K KgvÛ w`b Edit>Paste mg —̄ †m‡j djvdj 

cvIqv hv‡e|  

 
Electrecity Bill wbY©q  
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wbðq Rv‡bb we`y¨r we‡ji †¶‡Î BDwbU e¨env‡ii Dci wej ˆZix Kiv nq| G‡¶‡Î e¨eüZ BDwb‡Ui cwigv‡bi Dci wej 
wbf©i K‡i| kZ© n‡”Q- we`y¨r LiP 1 †_‡K 200 ch©š— 1.75 UvKv cÖwZ BDwbU, 201 †_‡K 400 BDwbU ch©š— 2.50 UvKv 
cÖwZ BDwbU 401 †_‡K 500 BDwbU ch©š— 3.75 UvKv Ges 500 BDwb‡Ui Dc‡i n‡j 4.50 UvKv cÖwZ BDwbU|  
Pjyb we ỳ̈ r wejwU ˆZix Kiv hvK 

Steps  
1. ûeû wb‡Pi Gi gZ GKwU Workbook ˆZix Ki“b|  

 

 
2. D2 †m‡j c‡q›Uvi †i‡L UvBc Ki“b- 
 =IF(C2<=200, C2*1.75, IF(C2<=400,C2*2.50, IF(C2<=500, C2*3.75, IF(C>500,C2*4.50)))) 
Ges Enter w`b|  
D2 †m‡j djvdj cvIqv hv‡e| 
3. D2 †m‡j c‡q›Uvi †i‡L †gby †_‡K Edit>Copy KgvÛ w`b| 
4. D3 †mj †_‡K D10 †mj ch©š— e −K/wm‡j± K‡i AveviI †gby †_‡K Edit>Paste KgvÛ w`b| 
mg —̄ wgUv‡ii Rb¨ cÖvc¨ we ỳ̈ r wej cvIqv hv‡e| 
 

 
 
Salary Sheet ˆZix 
GLb Avgiv GKwU Salary Sheet ˆZix Ki‡ev| cÖ‡Z¨‡Ki GKwU Basic †eZb _vK‡e| evoxfvov ev House Rent (H. 
Rent) n‡e Basic Gi 50%, Medical Allowance (Medical) n‡e Basic Gi 20%, hvZvqvZ LiP ev 
Convence n‡e Basic Gi 15% Ges Ab¨vb¨ LiP (Others) eve` Basic Gi 5% cÖ‡Z¨‡K cv‡e| Basic, H.Rent, 
Medical, Convence Ges Others †hvM K‡i Gross Salary evi Ki‡Z n‡e|  
Gici Income Tax KvUv hv‡e Basic Gi Dci wfwË K‡i| †hgb Basic hw` 1500 UvKv ev Zvi Kg nq Z‡e †Kvb 
Income Tax KvUv hv‡e bv| Basic hw` 3000 UvKv ev Zvi wb‡P nq Z‡e 2% U¨v· KvUv hv‡e| Basic hw` 4500 
UvKv ev Zvi wb‡P nq Z‡e 4% U¨v· KvUv hv‡e| Basic hw` 6000 UvKv ev wb‡P nq Z‡e 6% U¨v· KvUv hv‡e| Basic 
hw` 7500 UvKvi Dc‡i nq Z‡e 10% U¨v· KvUv hv‡e| Gfv‡e Income Tax †ei Ki‡Z n‡e| Provident Fund 
(P.Fund) KvUv hv‡e Basic Gi 10%| Gfv‡e Provident Fund Ges Income Tax †hvMdj evi K‡i Total 
Payable (Total Pay) evi Kiv n‡e| Gici Gross Salary †_‡K Total Pay ev` w`‡jB Net Pay cvIqv hv‡e| 
Pjyb Salary SheetwU ˆZix Kiv hvK| 

Steps  
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1.     ûeû wb‡Pi Gi gZ GKwU Workbook ˆZix Ki“b|  
 

 
 

2. GLb D2 †m‡j c‡q›Uvi †i‡L UvBc Ki“b =C2*50% Ges Enter w`b| Basic Gi 50% evoxfvov cvIqv hv‡e| 
3. E2 †m‡j c‡q›Uvi †i‡L UvBc Ki“b =C2*20% Ges Enter w`b| Basic Gi 20% Medical Allouance 

cvIqv hv‡e| 
4. F2 †m‡j c‡q›Uvi †i‡L UvBc Ki“b =C2*15% Ges Enter w`b| Basic Gi 15% Convence cvIqv hv‡e| 
5. G2 †m‡j c‡q›Uvi †i‡L UvBc Ki“b =C2*5% Ges Enter w`b| Basic Gi 5% Ab¨vb¨ LiP cvIqv hv‡e| GLbB 

GB cÖvß djvdj †hvM K‡i Total Ki‡ev| 
6. H2 †m‡j c‡q›Uvi †i‡L UvBc Ki“b =Sum(D2:G2) Ges Enter w`b|  
GLb Basic †eZ‡bi mv‡_ Ab¨vb¨ cÖvc¨ LiP †hvM K‡i Gross Salary evi Ki‡ev|  
7. I2 †m‡j c‡q›Uvi †i‡L UvBc Ki“b =C2+H2 Ges Enter w`b| I2 †m‡j Gross Salary cvIqv hv‡e| GLb 

Income Tax evi Ki‡Z n‡e|  
8. J2 †m‡j c‡q›Uvi †i‡L UvBc Ki“b|    

=IF(C2<=1500,C2*0%,IF(C2<=3000,C2*2%,IF(C2<=4500,C2*4%,IF 
(C2<=6000,C2*6%,IF(C2<=7500, C2*8%, IF(C2>7500,C2*10%))))))  
Ges Enter w`b| I2 †m‡j Income Tax cvIqv hv‡e|  

9. K2 †m‡j c‡q›Uvi †i‡L UvBc Ki“b| =C2*10% Ges Enter w`b| Provident Fund cvIqv hv‡e| GLb 
Income Tax I Provident Fund †hvM K‡i Total Payable gvb evi Ki‡ev|  

10. L2 †m‡j c‡q›Uvi †i‡L UvBc Ki“b =Sum(J2:K2) Ges Enter w`b|  
11. M2 †m‡j c‡q›Uvi †i‡L =I2-L2 UvBc K‡i Enter w`b| e¨vm Net Salary cvIqv hv‡e|  
 

 
 

12. me‡k‡l D2 †mj †_‡K M2 †mj ch©š— wm‡j± K‡i †gby †_‡K Edit>Copy KgvÛ w`b|  
13. D3 †mj †_‡K M11 †mj ch©š— e −K/wm‡j± K‡i Edit>Paste KgvÛ w`b| A_ev 
14. D2 †mj †_‡K M2 †mj ch©š— wm‡j± K‡i Fill Handee †K M11 †mj ch©š— WªvM Ki“b|  
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mg —̄ As‡k Net Salary cvIqv hv‡e|  
 
Marksheet ˆZix Kiv  
S.S.C cix¶vi gvK©mx‡Ui gZ GKwU gvK©mxU ˆZix Ki‡ev| GLv‡b †iRvë A‡Uv‡gwUK Avm‡e| cÖ_g evi GKwU gvK©kxU 
ˆZix Kivi ci, bvg cwieZ©b K‡i Ges cÖvß b¤^i cwieZ©b K‡i, GKvwaK e¨w³i gvK©kxU ˆZix K‡i wcÖ›U †`Iqv hv‡e| 
gvK©kxUwU‡Z Avgiv MÖxW jvBb ivL‡ev bv Ges wb‡R‡`i B”Qvg‡Zv eW©vi †`e| Pjyb ïi“ Kiv hvK|  
Steps  
1. ûeû wb‡Pi gZ GKwU Workbook ˆZix Ki“b| 

 

 
 

j¶¨ Ki“b mg —̄ K¨vjKz‡jkb I †iRv‡ëi ci SheetwU †`L‡Z wb‡Pi gZ n‡e| 
  

 
 

GLb Avgiv kx‡Ui wewfbœ ai‡bi †hvM/we‡qvM eW©vi BZ¨vw` ms‡hvRb Ki‡ev|  
2. A1 †mj †_‡K K3 †mj ch©š— wm‡j± Ki“b|  
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3. Alignment KgvÛMÖ“c †_‡K Marge and Center evU‡b ( ) wK¬K Ki“b  
 

 
 

      A_ev Alignment KgvÛMÖ“‡ci Wvbcv‡k †QvU e‡· wK¬K Ki“b| Format Cell WvqvjM e· Avm‡e|  
 

 
 

       e‡·i wbP †_‡K Marge Cell Ackb †PK gvK© (9) K‡i OK Ki“b|  
4. “Dhaka College, Dhaka, Bangladesh” †jLv †U·wU wm‡j± K‡i Font= Arial, Font Style= Bold Ges 

Font Size= 20 Ki“b|  
5. AveviI “Dhaka College, Dhaka, Bangladesh” †jLv †mj wm‡j± _vKv Ae¯’vq †gby †_‡K 

Format>Cells>Alignment KgvÛ w`‡q Horizantal=Center Ges Vertical=Center wm‡j± Ki“b| †U·wU 
GLb wVK gv‡S Ae¯’vb Ki‡e|  

 

 
 
 
 
 
 
 
 
 
 
 

6. B4 As‡k bvg, G4 As‡k GKwU Roll Number Ges K4 As‡k Center (†hgb-Dhaka) UvBc K‡i Enter w`b|  
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Ab¨vb¨ wewfbœ As‡ki †U·U‡K Alignment wVK Kivi Av‡M Avgiv Calculation Gi KvRwU †m‡i †be|  
7. B11 †m‡j c‡q›Uvi †i‡L =B7+B9 UvBc K‡i Enter w`b| G‡Z B11 †m‡j evsjv‡Z cÖvß Part1 I Part2 Gi 

†hvMdj cvIqv hv‡e|  
8. C11 †m‡j c‡q›Uvi †i‡L =C7+C9 UvBc K‡i Enter w`b| G‡Z C11 †m‡j Bs‡iRx‡Z cÖvß Part1 I Part2 Gi 

†hvMdj cvIqv hv‡e|  
9. E11 †m‡j c‡q›Uvi †i‡L =E7+E9 UvBc K‡i Enter w`b| G‡Z Economics G cÖvß Part1 I Part2 Gi ZË¡xq 

wel‡qi †hvMdj cvIqv hv‡e|  
10. E12 †m‡j c‡q›Uvi †i‡L =E8+E10 UvBc K‡i Enter w`b G‡Z Economics Gi e`‡j Ab¨ mve‡R± n‡j Ges 

e¨envwiK cix¶vq †Kvb bv¤^vi _vK‡j †mwUi Part1 Ges Part2 Gi e¨envwiK cix¶vi †hvMdj cvIqv hv‡e|  
11. GKB cÖwµqvq F6 †m‡j (Logic) Aew ’̄Z wel‡qi †hvMd‡ji Rb¨ F11 †m‡j c‡q›Uvi †i‡L =F7+F9 UvBc K‡i 

Enter w`b Ges F12 †m‡j c‡q›Uvi †i‡L =F8+F10 UvBc K‡i Enter w`b|  
12. G6 †m‡j Aew¯’Z wel‡qi (History) †hvMd‡ji Rb¨ G11 †m‡j c‡q›Uvi †i‡L =G7+G9 UvBc K‡i Enter w`b 

Ges G12 †m‡j c‡q›Uvi †i‡L =G8+G10 UvBc K‡i Enter w`b|  
13. H6 †m‡j Aew¯’Z PZz_© wel‡qi (Civics) †hvMd‡ji Rb¨ H11 †m‡j c‡q›Uvi †i‡L =H7+H9 UvBc K‡i Enter 

w`b Ges H12 †m‡j c‡q›Uvi †i‡L  =H8+H10 UvBc K‡i Enter w`b|  
 

 
 

mg¯— wel‡qi ZË¡xq I e¨envwiK wel‡qi †hvMdj Avjv`v Avjv`v fv‡e cvIqv †Mj| GLb ZË¡xq I e¨envwiK wel‡qi 
†hvMdj evi Ki‡ev|  
14. GLb E13 †m‡j c‡q›Uvi †i‡L =E11+E12 UvBc K‡i Enter w`b| G‡Z E13 †m‡j ZË¡xq I e¨envwiK cix¶vq 

cÖvß †gvU bv¤^v‡ii †hvMdj cvIqv hv‡e|  
15. GKBfv‡e F13 †m‡j c‡q›Uvi †i‡L =F11+F12, G13 †m‡j c‡q›Uvi †i‡L =G11+G12 Ges  H13  †m‡j 

c‡q›Uvi †i‡L =H11+H12 UvBc K‡i Enter w`b|  
GLb PZz_© wel‡q cÖwZ cv‡U© hw` †KD 40 Gi AwZwi³ bv¤^vi cvq A_©vr `yBwU cv‡U© hw` 80 Gi †ekx cvq †mwU †gvU b¤^‡ii 
mv‡_ †hvM n‡e| IF Kgv‡Ûi gva¨‡g GLb Avgiv †mwU K¨vjKz‡jkb Ki‡ev|  
16. I8 †m‡j c‡q›Uvi †i‡L UvBc Ki“b =IF(H13>80,H13-80,0) Ges Enter w`b|  
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GLb me©‡gvU bv¤^v‡ii †hvMdj evi Ki‡Z n‡e|  
17. J7 †m‡j c‡q›Uvi †i‡L UvBc Ki“b- 

 =B11+C11+E13+F13+G13+I8 Ges Enter w`b| me©‡gvU cÖvß bv¤^vi cvIqv hv‡e|  
GLb Avgiv me©‡gvU cÖvß bv¤^v‡ii Dci †MÖwWs ˆZix Ki‡ev| hw` me©‡gvU bv¤^vi 333 Gi Kg nq Z‡e D, hw` 449 ev Zvi 
Kg nq Z‡e C hw` 599 ev Zvi Kg nq Z‡e B hw` 799 ev Zvi Kg nq Z‡e A Ges hw` 800 ev Zvi †ekx nq Z‡e 
A+.  
Pjyb dg~©jv UvBc Kiv hvK|  
18. K7 †m‡j c‡q›Uvi †i‡L UvBc Ki“b| 

=IF(J7<333,”D”, IF(J7<=449,”C”, IF(J7<=599,”B”, IF(J7<=799, “A”, IF 
(J7>799,”A+”))))) GLb Enter w`‡j K7 †m‡j cÖvß djvdj cvIqv hv‡e|  

GLb Avgiv cÖ‡qvRbxq †m‡j Allignment Ges eW©vi ms‡hvRb Ki‡ev| D‡j−L¨ GKvwaK †mj‡K gvR© Kivi ci hw` 
Center Ki‡Z nq Z‡e †gby †_‡K Format>Cells...KgvÛ †`Iqvi ci Format WvqvjM e· Avm‡j Allignment 
U¨ve †_‡K Horizontal Center Ges Vertical KgvÛ w`‡Z n‡e|  
19. A5 Ges A6 †mj wm‡j± Ki“b Ges Uzjevi †_‡K Merge and Center evU‡b wK¬K Ki“b A_ev †gby †_‡K 

Format>Cells...>Alignment U¨ve wm‡j± K‡i Horizantal=Center, Vertical=Center Ges wb‡Pi 
Merges Cells Ack‡b wUK gvK© (9) K‡i OK Ki“b|  

 

 
 

20. A7 I A8 †mj wm‡j± K‡i GKB cÖwµqvq Merge I Center Ki“b|  
21. A9 I A10 wm‡j± K‡i GKB cÖwµqvq Marge I Center Ki“b|  
22. A11 †_‡K A13 ch©š— wm‡j± K‡i Marge I Center Ki“b|  
23. GKB Dcv‡q B11 †_‡K B13, C11 †_‡K C13, B7 †_‡K B8, B9 †_‡K B10, C7 †_‡K C8, C9 †_‡K C 10, 

E5 †_‡K G5, H5 †_‡K I5, I6 †_‡K I7, J5 †_‡K J6, K5 †_‡K K6, I8 †_‡K I13, J7 †_‡K J13 Ges K7 
†_‡K K13 wm‡j± K‡i GKB cÖwµqvq Marge I Center Ki“b|  

 

 
 

GLb Avgiv Sheet †_‡K MÖxW Zz‡j w`‡q Border ms‡hvRb Ki‡ev|  
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24. †gby †_‡K Page Layout Ribon wm‡j± K‡i Sheet Options KgvÛMÖ“c †_‡K Gridlines Ack‡bi View Gi 
†PK e‡· wK¬K K‡i wUK gvK© Zz‡j w`b| A_ev Sheet Options Gi cv‡ki †QvU e‡· ( ) wK¬K Ki“b| Page 
Setup WvqvjM e· Avm‡e|  

25. GLvb †_‡K Gridlines Ack‡bi Gi †PK e‡· wK¬K K‡i wUK gvK© Zz‡j w`b| 
 

     
 

26. †k‡l OK Ki“b| mg¯— MÖxW jvBb D‡V hv‡e|  
 

 
 

GLb eW©vi ms‡hvM Ki‡ev|  

27. A5 †_‡K K13 ch©š— wm‡j± K‡i Home Ribon Gi Font KgvÛMÖ“c †_‡K eW©vi evU‡b ( ) wK¬K Ki“b| 
Wªc WvDb Avm‡e|  

 
 

28. mvZ b¤^i Ackb A_©vr Pvi w`‡K eW©vi wPýmn evU‡b ( ) wK¬K Ki“b| A_ev  
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29. †gby †_‡K Font KgvÛMÖ“‡ci cv‡ki †QvU e‡· wK¬K Ki“b| Format Cells WvqvjM e· Avm‡e| Border U¨ve 
wm‡j± Ki“b|  

 
 

30.  Outline Ackb wm‡j± K‡i OK Ki“b|  

31    5 †_‡K K13 ch©š— wm‡j± K‡i eW©vi evU‡b ( ) wK¬K Ki“b Ges Wªc WvDb †_‡K Qq b¤^i evUb ( ) A_©vr 
wfZ‡i I evB‡i mew`‡K eW©vimn evUbwU  wm‡j± Ki“b|  

 
32. Gfv‡e A9 †_‡K H10 ch©š— wm‡j± K‡i Uzjevi †_‡K eW©vi evU‡b ( ) wK¬K K‡i Wªc WvDb Avm‡j bq b¤^i evUb 

A_©vr ïaygvÎ wb‡Pi w`‡K Wvej eW©vimn evUb ( ) wm‡j± Ki“b|  
 

 
33.  fv‡e mg¯— kx‡U cÖ‡qvRbxq eW©vi ms‡hvRb K‡i Marksheet bv‡g dvBjwU †mf Ki“b|  
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Aa¨vq 10 t †cªvMÖvwgs Kb‡mÞ 

1 
 

†cªvMÖvwgs Kb‡mÞ 
 

10.1 †cÖvMªvwgs j¨v½y‡qR Kx? 
Avgiv K_v ejvi Rb¨ †h fvlv e¨envi Kwi Kw¤úDUv‡i wKšZz †m fvlv e¨envi Kiv nq bv| Kw¤úDUvi‡K wewfbœ 
wb‡ ©̀kbvijxi gva¨‡g KvR Kiv‡bv nq| Kw¤úDUvi‡K KvR Kiv‡bvi Rb¨ †cÖvMªvwgs j¨v½y‡qR e¨envi Kiv nq| 
Kw¤úDUvi Ab¨vbv h‡š¿ig‡Zv AmsL¨ jwRK †M‡Ui mgš̂‡q MwVZ| GUv ïaygvÎ `ywU jwRK wb‡q KvR K‡i †mUv n‡”Q 
0(k~b¨) Ges 1(GK)| GB c×wZ‡K e‡j evBbvwi (binary) c×wZ| Kw¤úDUvi  ‡q ai‡biB †nvK bv †Kb Gis †h‡Kvb 
ai‡bi KvR (†QvU, eo A_ev RwUj) me  Kw¤úDUvi  evBbvwi c×wZ‡Z  m¤úbœ K‡i _v‡K| Kw¤úDUv‡ii fvlvq e¨en„Z 
0(k~b¨) Ges 1(GK) GB `ywU msL¨v‡K weU(Bit) e‡j Ges G‡`i‡K B‡jKUªwbK mvwK©‡U `yvU †fvë ¯Zi w`‡q wbw`©ó 
Kiv nq| 
 

Kw¤úDUvi Avwe®‹v‡ii cÖ_g w`‡K ïaygvÎ 0(k~b¨) Ges 1(GK) GB ỳwU msL¨v w`‡q †cÖvMªvg †jLv n‡Zv| Kvib 
Kw¤úDUvi kyay 0(k~b¨) Ges 1(GK) wPb‡Z cv‡i| Avi 0(k~b¨) Ges 1(GK) w`‡q †jLv j¨v½y‡qR‡K †gwkb j¨v½y‡qR 
e‡j| wKšZz †gwkb j¨v½y‡q‡R †cÖvMªvwgs Kiv AZ¨šZ RwUj| mvgvb¨ Kv‡Ri Rb¨ †cÖvMÖvg wjL‡Z cÖPzi mgq jvM‡Zv| 
†hgb t `ywU msLv‡K †hvM Kivi Rb¨ wb‡Pi jvBb¸‡jv wjL‡Z n‡Zv- 
 

1101 0101 0001 1010 (get i) 
0100 1001 1010 0001 (add with j) 
1001 1100 1011 1011 (store result in k, k=i+j) 
 

GBRb¨ †gwkb j¨v½y‡q‡R †cÖvMÖvg Kiv wQj AZ¨šZ KwVb| ZvQvov †gwkb j¨v½y‡q†R GK Kw¤úDUv‡ii Rb¨ †jLv 
†cÖvMÖvg Av‡iK Kw¤úDUv†i Pvjv‡bv †hZ bv| Kw¤úDUvi†K Av‡iv e¨envi Dc‡hvMx Kivi Rb¨ Ges  Gi mxgve×Zv 
KvUv‡bvi Rb¨ Ges †cÖvMªvwgs†K Av‡iv mnR I mg‡qvc‡hvMx Kivi Rb¨ Kw¤úDUvi we‡klÁiv A_©m~PK ms‡KZ MVb 
K‡i †cÖvMªvwgs j¨v½y‡q†Ri D™¢veb K‡ib| †cÖvMªvwgs j¨v½y‡qR n‡”Q Ggb GKUv  j¨v½y‡qR hv Kw¤úDUvi †cÖvMÖvg †jLvi 
Rb¨ e¨envi Kiv nq| †cÖvMªvwgs j¨v½y‡qR b¨vPvivj j¨v½y‡qR †_‡K Avjv`v KviY b¨vPvivj j¨v½y‡qR w`‡q ïaygvÎ 
gvby‡li mv‡_ KwgDwb‡Kkb Kiv hvq wKšZz †cÖvMªvwgs j¨v½y‡q†Ri gva¨‡g wnDg¨vb w`Kwb©‡`kbvi gva¨‡g †gwk‡bi mv‡_ 
A_©vr Kw¤úDUv‡ii mv‡_ KwgDwb‡KU Kiv nq| GQvov GKUv wWfvBm Øviv Ab¨Uv‡K Pvjbv Kivi Rb¨I wKQy †cÖvMªvwgs 
j¨v½y‡qR e¨envi Kiv nq| 
 

10.2 wewfbœ †cÖvMªvwgs j¨v½y‡qR 
Kw¤úDUvi wb‡R †Kvb KvR Ki‡Z cv‡i bv| mgm¨v mgvav‡bi Rb¨ Dchy³ wb‡ ©̀‡ki gva¨‡g mgvav‡bi c×wZ eywS‡q 
w`‡Z nq| Kw¤úDUvi wm‡÷‡g †cÖvMÖvg †jLvi Rb¨ e¨eüZ kã, eY©, AOK, ms‡KZ Ges G¸‡jv web¨v‡mi wbqg wgwj‡q 
ˆZwi nq †cÖvMªvwgs j¨v½y‡qR Kw¤úDUv‡ii fvlv| A_©vr mgm¨v mgvavb ev †Kvb wbw`©ó Kvh© m¤úv`‡bi D‡Ï†k¨ 
Kw¤úDUv‡ii fvlvq wjwLZ Bb÷ªvKk‡bi mgwó‡K †cÖvMÖvg e‡j| wewfbœ ai‡bi †cªvMÖvg †jLvi Rb¨ wewfbœ ai‡bi 
†cÖvMÖvwgs j¨v½y‡qR e¨eüZ nq| †cÖvMÖvwgs-Gi gva¨‡g RwUj mgm¨v Aí mg‡q Ges mn‡R mgvavb Kiv hvq| †cÖvMÖvg 
†jLvi Rb¨ Dchy³ †cÖvMÖvwgs j¨v½y‡q‡Ri `iKvi| 
 

Kw¤úDUvi Avwe®‹v‡ii ci ‡_‡K ïi“ K‡i eZ©gvb mgq ch©šZ K‡qKkZ †cªvMÖvwgs j¨v½y‡qR ev fvlv Avwe®K…Z n‡q‡Q| 
Kw¤úDUv‡ii cÖ_g j¨v½y‡qR ev fvlv wQj †gwkb j¨v½y‡qR| wKšZz †gwkb j¨v½y‡q†Ri A‡bK mxgve×Zv Ges RwUjZv 
wQj| †gwkb j¨v½y‡q‡R †cÖvMÖvg ˆZwii †mB mxgve×Zv Ges RwUjZv Gov‡bvi Rb¨ A¨v‡m¤^wj j¨v½y‡q†Ri cÖPjb ïi“ 
nq| ZeyI A‡bK mgm¨v †_‡K hvq| cieZ©x‡Z ÷ªvKPvW© ev †cÖvwmwWDi Awi‡q‡›UW †cÖvMÖvwgs j¨v½y‡qR  Avwe®K…Z nq|  
g~jZ ÷ªvKPvW© ev †cÖvwmwWDi Awi‡q‡›UW †cÖvMÖvwgs j¨v½y‡q†Ri gva¨‡g †cÖvMÖvwgs  RM‡Z GK bZzb Aa¨v‡qi m~Pbv nh| 
÷ªvKPvW© ev †cÖvwmwWDi Awi‡q‡›UW †cÖvMÖvwgs j¨v½y‡qR wn‡m‡e wm AZ¨šZ GKwU RbwcÖq j¨v½y‡qR| wmÕ†Z g~j mgm¨v‡K 
KZ¸‡jv †QvU †QvU As‡k wef³ K‡i cÖwZwU As‡ki Rb¨ Avjv`vfv‡e †fwi‡qej, ÷ªvKPvi, dvskb BZ¨vw` eY©bv Kiv 
hvq Ges cÖ‡qvR‡b if, while, for, goto BZ¨vw` K‡›Uªvj †÷U‡g‡›Ui gva¨‡g wewfbœ As‡ki g‡a¨ mgš^q mvab Kiv 
hvq, wKsev †Kvb dvskb ev ÷ªvKPvi cybte¨envi Kiv hvq| Avb÷ªvKPvW© fvlvq (†hgb, †ewmK) Gfv‡e g~j mgm¨v‡K 
GKvwaK As‡k wef³ K‡i cÖwZwU Avjv`v As‡ki Rb¨ Avjv`vfv‡e dvskb eY©bv Kiv hvq bv| GRb¨ wm-‡K hveZxq 
D”P¯Z‡ii fvlv †kLvi wmuwo wn‡m‡e AewnZ Kiv nq| 
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÷ªvKPvW© ev †cÖvwmwWDi Awi‡q‡›UW †cÖvMÖvwgs j¨v½y‡q†R wKQy mgm¨v _vKvi Kvi‡Y Ae‡R± Awi‡q›UW †cÖvMÖvwgs 
j¨v½y‡q†Ri D™¢veb nq| wm++ GKwU eûj e¨eüZ Ae‡R± Awi‡q‡›UW ‡cÖvMÖvwgs j¨v½y‡qR| eZ©gv‡b cÖPzi ‡cÖvMÖvwgs 
j¨v½y‡qR e¨eüZ n‡PQ| Gi g‡a¨ me©vwaK e¨eüZ j¨v½y‡qR n‡PQ wm mvc©, IivKj, wcGBPwc, wfwe.†bU, Rvfv BZ¨vw`| 
 

10.3 wewfbœ ¯Z‡ii †cªvMÖvwgs j¨v½y‡qR 
1945 †_‡K ïi“ K‡i G ch©šZ K‡qKkZ †cªvMÖvwgs j¨v½y‡qR ev fvlv Avwe®K…Z n‡q‡Q| G mKj fvlv‡K ˆewkó 
Abyhvqx cvuPwU ¯Z‡i fvM Kiv hvq| †hgb- 
 

 cÖ_g ¯Zi †cªvMÖvwgs j¨v½y‡qR (1945) t †gwkb j¨v½y‡qR 
 wØZxq ¯Zi †cªvMÖvwgs j¨v½y‡qR (1950) t A¨v‡m¤^wj j¨v½y‡qR 
 Z…Zxq ¯Zi †cªvMÖvwgs j¨v½y‡qR (1960) t nvB †j‡fj j¨v½y‡qR 
 PZz_© ¯Zi †cªvMÖvwgs j¨v½y‡qR (1970) t ‡fwi nvB †j‡fj j¨v½y‡qR 
 cÂg ¯Zi †cªvMÖvwgs j¨v½y‡qR (1980) t ¯^vfvweK ev b¨vPvivj j¨v½y‡qR 

 

10.3.1 †jv ‡j‡fj j¨v½y‡qR (Low Level Language) 
‡h ai‡bi j¨v½y‡q‡R †jLv †cÖvMÖvg †Kvb wbw`©ó †gwk‡bi Rb¨ †jLv n‡j Zv Ab¨ †gwk‡b P‡j bv Zv‡K †jv ‡j‡fj 
j¨v½y‡qR e‡j| A_©vr GB fvlv †gwkb wbf©i| mvavibZ cÖ_g ¯Zi Ges wØZxq ¯Zi GB ỳwU ¯Z‡ii j¨v½y‡qR†K †jv-
‡j‡fj j¨v½y‡qR ejv nq| A_©vr †gwkb j¨v½y‡qR Ges A¨v‡m¤^wj j¨v½y‡qR GB `ywU †jv-‡j‡fj j¨v½y‡qR| 
 

†gwkb j¨v½y‡qR 
evBbvwi 0 I 1 ev †n·v‡Wwm‡gj c×wZ e¨envi K‡i †h j¨v½y‡q‡R †cÖvMÖvg †jLv nq Zv‡K †gwkb j¨v½y‡qR e‡j| †h 
j¨v½y‡q‡RB †cÖvMÖvg †jLv †nvK bv †Kb †kl ch©šZ Zv Kw¤úDUv‡ii †evaMg¨ †gwkb j¨v½y‡q‡R iƒcvšZwiZ nq| †gwkb 
j¨v½y‡q‡R `yBwU AsK 0 Ges 1 e¨envi Kiv nq| †gwkb j¨v½y‡q‡R †h wb‡ ©̀k¸‡jv †`qv nq Zv‡K PviwU fv‡M fvM Kiv 
hvq| †hgbt 
 

1) MvwYwZK (Arithmetic) A_v©r †hvM, we‡qvM,¸Y, fvM| 
2) wbqš¿Y (Control) A_©vr †jvW (Load), †÷vi (Store) I Rv¤ú (Jump)| 
3) BbcyU-AvDUcyU (Input-Output) A_©vr co (Read) Ges †jL (Write)| 
4) cÖZ¨¶ e¨envi (Direct use) A_©vr Avi¤¢ Ki (Start), _vg (Halt) Ges †kl (End) Ki| 

 

†gwkb j¨v½y‡q‡Ri myweavt 
†gwkb j¨v½y‡q‡R †cÖvMªvg †jLv RwUj n‡jI G j¨v½y‡qR e¨env‡i wKQy myweav Av‡Q| †hgb- 
 

 G fvlv e¨envi K‡i Kw¤úDUv‡i eZ©bxi fyj Î“wU ms‡kvab Kiv hvq| 
 G fvlv Abykxj‡bi gva¨‡g Kw¤úDUv‡ii Af¨šZixY MVb m¤ú©‡K aviYv Kiv m¤¢e| 
 ‡cÖvMÖvg ZvovZvwo Kvh©Ki nq| 

 

†gwkb j¨v½y‡q‡Ri Amyweav- 
 

 G fvlvq †cÖvMvg †jLv K¬vwšZKi I mgqmv‡c¶| 
 GK ai‡bi †gwk‡bi Rb¨ wjwLZ †cÖvMÖvg Ab¨ ai‡bi †gwk‡b e¨envi Kiv hvq bv| 
 ‡cÖvMªvg iPbvi Rb¨ Kw¤úDUv‡ii msMVb m¤^‡Ü aviYv _vKv Avek¨K| 

 

A¨v‡m¤^wj j¨v½y‡qR (Assembly Language) 
†gwkb j¨v½y‡q‡R †cÖvMÖvg ˆZwii RwUjZv Gov‡bvi Rb¨ 1950 mv‡j A¨v‡m¤̂wj j¨v½y‡q†Ri cÖPjb ïi“ nq| GB fvlA 
KZ¸‡jv mvs‡KwZK wPý (Symbolic code) ev †b‡gvwbK (Mnemonic) †Kv‡Wi m¤§š^‡q MwVZ|†h Kvi‡b G 
fvlv‡K mvs‡KwZK fvlvI ejv nq| GwU g~jZ †gwkb j¨v½y‡qR†K ms‡¶c Kivi c×wZ| †hgb, Kw¤úDUvi‡K †hvM Kivi 
wb‡ ©̀k w`‡Z †gwkb j¨v½y‡q‡R 10001101 UvBc Ki‡Z nq, wKšZz A¨v‡m¤ŵj j¨v½y‡q†R ïaygvÎ ADD UvBc K‡i 
†hv‡Mi KvR Kiv nq| 
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G j¨v½y‡q†Ri wb‡ ©̀‡k mvavibZ PviwU Ask _v‡K| h_vt †j‡ej, Ac-‡KvW, Acv‡iÛ Ges gš̂e¨| 
 

‡j‡ej (Lebel) 
‡j‡e‡j wb‡ ©̀‡ki mvs‡KwZK wVKvbv _v‡K| GLv‡b GK n‡Z `ywU AvjdvwbD‡gwiK eY© _v‡K, GB eY©‡`i g‡a¨ †Kvb dvuK 
_v‡K bv| ‡j†e‡ji cÖ_g eY© me©`v †Kvb A¶i|  
 

Acv‡ikb †KvW (Operation Code) 
G‡Z wb‡ ©̀k †b‡gvwbK _v‡K| †b‡gvwbK¸‡jv wewfbœ Kw¤úDUv‡i wewfbœ n‡Z cv‡i| 
 

Acv‡iÛ (Operand) 
GLv‡b mvaviYZ AvjdvwbD‡gwiK e‡Y©i Øviv Acv‡i‡bvWi Ae ’̄v‡bi wVKvbv †evSv hvq| †hgb A, B, A1, AB, 
MIN BZ¨vw`| 
 

gšZe¨ (Comment) 
†cÖvMÖv‡g wb‡Ri myweavi Rb¨ gšZe¨ e¨envi Kiv nq| 
 

A¨v‡m¤^wj j¨v½y‡q†Ri myweav t 
 msw¶ß I `¶ †cÖvMÖvg ˆZwi m¤¢e| 
 ‡cÖvMÖvg †jLvq fy‡ji cwigvY Kg nq| 
 ‡ggwi G¨v‡Wª‡mi weei‡Yi `iKvi nq bv|  
 ‡gwk‡bi Af¨šZixY MVb m¤ú©‡K Rvbv hvq| 

 

A¨v‡m¤^wj j¨v½y‡q†Ri Amyweav t 
 G fvlvq †cÖvMvg †jLv K¬vwšZKi I mgqmv‡c¶| 
 GK ai‡bi †gwk‡bi Rb¨ wjwLZ †cÖvMÖvg Ab¨ ai‡bi †gwk‡b e¨envi Kiv hvq bv| 
 ‡cÖvMªvg iPbvi Rb¨ Kw¤úDUv‡ii msMVb m¤^‡Ü aviYv _vKv Avek¨K| 
 ‡cÖvMÖvg wbe©v‡ni Rb¨ Abyev`K †cÖvMÖvg A¨v‡m¤̂jv‡ii cÖ‡qvRb| 

 

10.3.2 wgW ‡j‡fj j¨v½y‡qR (Mid Level Language) 
wgW ‡j‡fj j¨v½y‡qR w`‡q mn‡R nvB †j‡fj Ges †jv ‡j‡fj j¨v½y‡q‡Ri g‡a¨ mgšq̂ mvab Kiv hvq| wgW ‡j‡fj 
j¨v½y‡qR e¨envi K‡i g~j mgm¨v‡K KZ¸‡jv †QvU †QvU As‡k wef³ K‡i cÖwZwU As‡ki Rb¨ Avjv`vfv‡e †fwi‡qej, 
÷ªvKPvi, dvskb BZ¨vw` eY©bv Kiv hvq | wgW ‡j‡fj j¨v½y‡qR ev ga¨g ¯Zi fvlv wn‡m‡e wm AZ¨šZ RbwcÖq| †jv 
†j‡fj j¨v½y‡q†Ri (†hgb G¨v‡m¤̂wj) gZ wmÕ †Z mivmwi weU, evBU I †ggwi G¨v‡Wªm wb‡q KvR Kiv hvq| Avevi nvB 
†j‡fj j¨v½y‡q†Ri (†hgb diUªvb) gZ weU, evBU I †ggwi G¨v‡W‡mi cwie‡Z© wewfbœ †WUv UvBc †fwi‡qej wb‡q KvR 
Kiv hvq| Avevi wmÕ†K ÷ªvKPvW© ev †cÖvwmwWDi Awi‡q‡›UW †cÖvMÖvwgs j¨v½y‡qR ejv nq, KviY wmÕ†Z g~j mgm¨v‡K 
KZ¸‡jv †QvU †QvU As‡k wef³ K‡i cÖwZwU As‡ki Rb¨ Avjv`vfv‡e †fwi‡qej, ÷ªvKPvi, dvskb BZ¨vw` eY©bv Kiv 
hvq Ges cÖ‡qvR‡b if, while, for, goto BZ¨vw` K‡›Uªvj †÷U‡g‡›Ui gva¨‡g wewfbœ As‡ki g‡a¨ mgš^q mvab Kiv 
hvq, wKsev †Kvb dvskb ev ÷ªvKPvi cybteenvi Kiv hvq| Avb÷ªvKPvW© fvlvq (†hgb, †ewmK) Gfv‡e g~j mgm¨v‡K 
GKvwaK As‡k wef³ K‡i cÖwZwU Avjv`v As‡ki Rb¨ Avjv`vfv‡e dvskb eY©bv Kiv hvq bv| GRb¨ wm-‡K hveZxq 
D”P¯Z‡ii fvlv †kLvi wmuwo wn‡m‡e AewnZ Kiv nq| 
 

10.3.3 nvB ‡j‡fj j¨v½y‡qR (High Level Language) 
†gwkb I A¨v‡m¤^wj j¨v½y‡q‡R GK ai‡bi Kw¤úDUv‡ii Rb¨ †jLv †cÖvMÖvg Ab¨ ai‡bi Kw¤úDUv‡i e¨envi Kiv hvq bv| 
ZvQvov †jv ‡j‡fj j¨v½y‡q‡R (†gwkb I A¨v‡m¤^wj j¨v½y‡qR) †cÖvMÖvg wjLv KóKi I kªgmva¨ KvR| Kw¤úDUv‡ii c‡¶ 
†jv ‡j‡fj j¨v½y‡qR †evSv mnR n‡jI gvby‡li Kv‡Q mnR‡eva¨ bq| GB mKj Amyweav `yi Kivi Rb¨ nvB ‡j‡fj 
j¨v½y‡qR ev D”PZi fvlvi D™¢e nq| gvby‡li KvQvKvwQ fvlv n‡PQ nvB †j‡fj fvlv| nvB †j‡fj fvlv gvbyl ª̀“Z 
wjL‡Z, eyS‡Z I g‡b ivL‡Z cv‡i| eûj e¨eüZ D”P¯Z‡ii fvlv n‡PQ C++, BASIC, PASCAL, FORTRAN 
BZ¨vw`| 
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nvB ‡j‡fj j¨v½y‡q‡Ri myweav 
 nvB †j‡fj ev D”P¯Z‡ii fvlvq wjwLZ †cÖvMÖvg †h †Kvb Kw¤úDUv‡i e¨envi Kiv hvq| 
 gvby‡li c‡¶ wbgœ¯Z‡ii †P‡q D”P¯Z‡ii fvlv †kLv mnR| 
 nvB †j‡fj fvlvq ZvovZvwo †cÖvMÖvg †jLv hvq| 
 wbgœ¯Z‡ii fvlvq Pvi/cvuPwU wb‡`©‡ki RvqMvq D”P¯Z‡ii fvlvq gvÎ GKwU evK¨ wjL‡jB P‡j| 
 nvB ‡j‡fj j¨v½y‡q‡R †jLv †cÖvMÖv‡gi fyj ms‡kvab Kiv mnR| 
 AmsL¨ jvB‡eªwi dvskb nvB †j‡fj †cÖvMÖv‡g we`¨gvb| 
 i¶Yv‡e¶Y mnR| 

 

nvB ‡j‡fj j¨v½y‡q‡Ri Amyweav 
 ‡cÖvMÖvg †jLvi cy‡e© G j¨v½y‡q‡Ri ÷ªvKPvi Rvb‡Z nq| 
 ‡cÖvMÖvg ˆZwi‡Z e¨eüZ nvB ‡j‡fj j¨v½y‡q‡Ri cÖ‡Z¨KwU Kgv‡Ûi wmb‡U· Rvb‡Z nq| 
 G j¨v½y‡qR‡K †gwkb j¨v½y‡q‡R iƒcvšZ‡ii Rb¨ K¤úvBjv‡ii `iKvi nq hv †ek e¨qmv‡c¶| 

 

10.4 Av ©̀k †cÖvMÖv‡gi ‰ewkó¨ 
‡cÖvMÖvwgs‡qi KvR cÖPwjZ c¨v‡KR ‡cÖvMÖv‡gi gZ bq| c¨v‡KR †cÖvMÖv‡gi mvnv‡h¨ †hme KvR Kiv hvq bv, †mB me 
Kv‡Ri Rb¨ mvaviYZ †cÖvMÖvwgs‡qi mvnv‡h¨ wb‡Z nq| †mBRb¨ †cÖvMÖvwgs‡qi KvR AZ¨šZ ¸i“Z¡c~Y©| GB ¸i“Z¡c~Y© KvR 
m¤úv`‡bi Rb¨ ‰ah©̈  I Abykxj‡bi `iKvi, Zvn‡jB `¶Zv AR©b Kiv hvq| †cÖvMÖvwgs‡qi fvlv whwb hZ †ewk fvjfv‡e 
`Lj Ki‡Z cvi‡eb wZwb ZZ myôfv‡e GKwU ‡cÖvMÖvg iPbv Ki‡Z cvi‡eb| 
 

GKwU Av`©k †cÖvMÖv‡gi Aek¨B wKQy cÖ‡qvRbxq ˆewkó¨vejx _vK‡Z nq| †hgb- 
 

1) †cÖvMÖv‡gi ïi“‡ZB †cÖvMÖv‡gi D‡Ïk¨, aªyeK, PjK BZ¨vw`i cwiPq mwbœ‡ewkZ Kiv, hv‡Z †h †Kvb e¨enviKvwi 
mn‡RB †cÖvMÖv‡gi cÖv_wgK cwiPq jvf Ki‡Z cv‡i| 

2) PjK(Variable) wn‡m‡e cÖwZwbwaZ¡g~jK eY© ev A_©c~Y© kã e¨envi Kiv ,hv‡Z Pj‡Ki mv‡_ m¤ú©Khy³ 
wel‡qi A_© eyS‡Z Amyweav bv nq| 

3) †cÖvMÖv‡gi A¨vjMwi`g, †d¬vPvU©, m~‡Wv‡KvW mijfv‡e cÖYqb Kiv, hv‡Z †cÖvMÖv‡gi avc¸‡jv mn‡RB †evSv hvq| 
4) †cÖvMÖv‡gi cÖevnwPÎ my¯úófv‡e Dc¯nvcb Kiv, hv‡Z †cÖvMÖvg wbe©v‡ni ch©vqµg Ges jyc (Loop) ¯úófv‡e 

†evSv hvq| 
5) cÖ‡qvR‡bi AwZwi³ jyc ˆZwi K‡i †cÖvMÖv‡gi iƒc‡K RwUj bv Kiv| 
6) †cÖvMÖvg‡K AKvi‡Y `xN© bv Kiv| 
7) wbw ©̀ó Kv‡Ri Rb¨ Dchy³ †cÖvMÖvg wbe©vPb Kiv| 

 

10.5 Abyev`K mdUIq¨vi (Translator Software) 
Drm (Source) †cÖvMÖvg‡K e¯Z z(Object) †cÖvMÖv‡g cwiYZ Ki‡Z †h md&UIq¨v‡ii cÖ‡qvRb Zv‡K Abyev`K e‡j| 
Kw¤úDUvi ïaygvÎ †gwkb fvlv eyS‡Z cv‡i e‡j Ab¨ fvlvq †jLv Drm †cÖvMÖvg‡K †gwkbfvlvq Abyev` K‡i bv wb‡j 
Kw¤úDUvi Zv Kvh©Ki Ki‡Z cv‡i bv| mvaviYZ wZb ai‡bi Abyev`K md&UIq¨vi Av‡Q| †hgb- 
 

1) K¤úvBjvi  
2) B›Uvi‡cÖUvi I 
3) A¨v‡¤^jvi 

 

10.5.1 K¤úvBjvi (Compiler) 
K¤úvBjv‡ii KvR n‡PQ nvB †j‡fj j¨v½y‡q‡Ri Drm †cÖvMÖvg‡K e¯Zz †cÖvMÖv‡g Abyev` Kiv| A¨v‡m¤^jvi I K¤úvBjvi 
Df‡qB †m‡KÛvwi †ggwi‡Z _v‡K| cÖ‡qvR‡bi mgq Zv‡`i i¨v‡g Avbv nq| A¨v‡m¤^wj j¨v½y‡qR‡K †gwkb j¨v½y‡q‡R 
Abyev` Kivi †P‡q nvB †j‡fj j¨v½y‡qR‡K †gwkb j¨v½y‡q‡R Abyev` Kiv A‡bK KwVb e‡j K¤úvBjvi A¨v‡m¯^jv‡ii 
†P‡q †ewk RwUj nq| d‡j K¤úvBjvi †ggwi Ae ’̄v‡bi †ewk RvqMv `Lj K‡i| 
 

wfbœ wfbœ nvB †j‡fj j¨v½y‡q‡Ri Rb¨ wfbœ wfbœ K¤úvBjvi jv‡M KviY †Kvb wbw`©ó K¤úvBjvi GKwUgvÎ nvB †j‡fj 
j¨v½y‡qR‡K †gwkb j¨v½y‡q‡R cwiYZ Ki‡Z cv‡i| †hgb †h K¤úvBjvi †ewmK‡K(BASIC) †gwkb j¨v½y‡q‡R 
Abyev` Ki‡Z cv‡i †mUv wKšZz †Kvej‡K(COBOL) †gwkb j¨v½y‡q‡R Abyev` Ki‡Z cv‡i bv| mvaviYZ nvB 
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†j‡fj fvlvi GKwU evK¨ †gwkb fvlvq Pvi cvPuwU wb‡`©‡k cwiYZ nq| K¤úvBjvi Abyev` Kiv QvovI Drm †cÖvMÖv‡gi 
MYv¸Y wePvi Ki‡ZI cv‡i| 
 

K¤úvBjvi D”PZi fvlvq (†hgbt diUªvb,c¨v‡¯‹j,wm,wm++ BZ¨vw`) wjwLZ †cÖvMÖvg‡K m¤ú~Y©i“‡c †gwkb fvlvq 
iƒcv›Zi K‡i| G‡Z †cÖvMÖvg Gw·wKDkb ev ‡cÖvMÖvg wbe©vn ª̀“ZMwZ m¤úbœ nq| †gwkb fvlvq cwiewZ©Z †cÖvMÖvg‡K 
cÖ‡qvRbxq dvB‡ji mv‡_ mshyw³i ci Gw·wKD‡Uej dvB‡j cwiYZ Kiv nq, hv cÖ‡qvR‡b K¤úvB‡ji mvnv‡h¨ QvovB 
Acv‡iwUs wm‡÷g †_‡K mivmwi wbe©vn Kiv hvq| 
 

K‡qKwU ch©vqµwgK av‡c †cÖvMÖvg wbe©vn Kiv nq| cÖ_g ch©v‡q †mvm© †cÖvMÖvg Ges mswk−ó Ab¨vb¨ dvB‡ji mg¤̂‡q 
Ae‡R± †KvW bv‡g GK we‡kl  ai‡Yi †gwkb †KvW ‰Zwi nq hv Ae‡R± dvBj(.OBJ) wn‡m‡e msiw¶Z nq| Zvici 
GB Ae‡R± †KvW †_‡K †cÖvMÖvg wbe©v‡n mvnvh¨Kvix Ab¨vb¨ dvB‡ji mv‡_ ms‡hvM ev wjswKs Gi gva¨‡g Gw·wKD‡Uej 
dvBj (.EXE) bv‡g ivb dvBj ˆZwi Kiv nq| K¤úvBj, wjswKs wKsev wbe©v‡ni mgq †Kvb fyj _vK‡j K¤úvBjvi Zv 
Rvwb‡q †`q Ges mswk−ó Ae‡R± dvBj wKsev ivb dvBj ˆZwii cÖwµqv evavMÖ ’̄ nq| K¤úvBj Kivi mgq †h fzj aiv 
c‡o Zv K¤úvBj-UvBg Gii (Error), wjswKs-Gi mgq †h fyj aiv c‡o Zv‡K wjswKs Gii Ges wbe©v‡ni mgq †h 
fyj aiv c‡o Zv ivb-UvBg Gii bv‡g cwiwPZ| wb‡gœi wP‡Î (12.1) †mvm© dvBj †_‡K Ae‡R± dvBj Ges Ae‡R± 
dvBj †_‡K Gw·wKD‡Uej dvBj †Zwii cÖwµqv †`Lv‡bv n‡q‡Q| 
  

 
wPÎ 12.1 t  K¤úvB‡ji Kvh©vcÖYvjx 

 

K¤úvB‡ji cÖavb KvR n‡jv- 
 

 Drm †cÖvMÖvg‡K e¯Zz †cÖvMÖv‡g Abyev` Kiv| 
 Gici †cÖvMÖvg‡K wj¼ Kiv| Gi A_© †cÖvMÖv‡gi mv‡_ cÖ‡qvRbxq i“wUb (Routine) †hvM Kiv| †Kvb †cÖvMÖv‡g 

GKB i“wUb evi evi e¨eüZ n‡j Zv cÖavb †ggwi‡Z ivLv _v‡K I cÖ‡qvR‡bi mgq e¨envi Kiv nq| 
 †cÖvMÖv‡g †Kvb fyj _vK‡j Zv Rvbv‡bv| 
 cÖavb †ggwi‡Z cÖ‡qvRbxq ¯§…wZ Ae ’̄v‡bi e¨e ’̄v Kiv(Allocation)| 
 cÖ‡qvR‡b Drm e¯Zz †cÖvMÖvg†K Qvwc‡q evi Kiv| 

Editor Source File 
(.CPP File) 

Link 

Error 
?

Yes 
No 

Object File 
(.OBJ File) 

Link 
Library and 
Other Files 

Executable File 
(.EXE File) 

OK Yes Output No 
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Kw¤úDUvi Acv‡iUi me fyjÎ“wU ms‡kvab Kivi ci †jvWvi †cÖvMÖvg e¯Zz †cÖvMÖvg‡K cÖavb †ggwi‡Z wb‡q hvq| Zvici 
Kw¤úDUvi Zv Kvh©Kix K‡i| 
 

K¤úvB‡ji Amyweav n‡jv K¤úvBjvi †h‡nZz cy‡iv †cÖvMÖvgwU‡K GKev‡iB e¯Zz †cÖvMÖv‡g Abyev` K‡i, ZvB av‡c av‡c Gi 
fyj mbv³ Kiv hvq bv d‡j mv‡_ mv‡_ ms‡kvabI Kiv hvq bv| 
 

10.5.2 B›Uvi‡cÖUvi (Interpreter) 
B›Uvi‡cÖUv‡ii KvRI nvB †j‡fj fvlv‡K †gwkb fvlvq cwiYZ Kiv| Z‡e K¤úvBjvi †hLv‡b m¤ú~b© †cÖvMÖvg‡K Abyev` 
K‡i Zvici Zv Kv‡h© cwiYZ K‡i B›Uvi‡cÖUvi †mLv‡b GKwU wb‡ ©̀k †gwkb fvlvq Abyev` K‡i Zv Kv‡h© cwiYZ K‡i, 
Zvici cieZx© wb‡ ©̀‡k nvZ †`q| 
 

B›Uvi‡cÖUv‡ii myweavt 
Gi cÖavb myweav n‡j B›Uvi‡cÖUvi Lye eÜzfvevcbœ (User Friendy)| Gi e¨env‡i †cÖvMÖv‡g fyj ms‡kvab Kiv ev 
†cÖvMÖvg cwieZ©b Kiv mnR nq| KviY B›Uv‡cÖUvi e¨env‡i †cÖvMÖv‡gi †Kvb Ask cwieZ©b Ki‡Z n‡j Drm †cÖvMÖv‡gi 
†mB Ask cwieZ©b K‡i ïay †mBUzKz Ask bZzb K‡i Abyev` Ki‡Z nq| wKšZz K¤úvBjvi e¨env‡i cÖwZevi cwieZ©‡bi 
c‡i mg¯Z Drm †cÖvMÖvgB bZzbfv‡e Abyev` Ki‡Z nq| 
B›Uv‡cÖUvi †cÖvMÖvg AvKv‡i †QvU e‡j Gi e¨env‡i †ggwi Ae¯’v‡bi RvqMv ev‡P| ZvQvov G‡¶‡Î Abyw`Z e¯Zz 
†cÖvMÖvg‡K mÂq K‡I ivL‡Z nq bv| GRb¨ †QvU Kw¤úDUv‡i mvaviYZ B›Uvi‡cÖUvi e¨en„Z nq| 
 

B›Uvi‡cÖUv‡ii Amyweavt 
B›Uvi‡cÖUvi m¤ú~Y© †cÖvMÖvg‡K GKmv‡_ †gwkb fvlvq iƒcvšZi K‡i bv| GwU †cÖvMÖv‡gi cÖwZwU †÷U‡g›U‡K GKwU GKwU 
K‡i †gwkb fvlvq iƒcvšZi K‡i Ges Zv wbe©vn K‡i| d‡j †cÖvMÖvg Gw·wKDkb A‡c¶vK…Z Kg MwZ m¤úbœ nq| GB 
e¨e ’̄vq B›Uv‡cÖUv‡ii mvnv‡h¨ Qvov AcviwUs wm‡÷g †_‡K mivmwi †cÖvMÖvg wbe©vn Kiv hvq bv| †cÖvMÖvg wbe©v‡ni Rb¨ 
memgq B›Uvi‡cÖUv‡ii `iKvi nq Ges B›Uvi‡c¨Uv‡ii e¨env‡ii Rb¨ AwZwi³ wb‡`©kbvi cÖ‡qvRb nq, hv mvaviY 
e¨enviKvixi Rb¨ Sv‡gjvc~Y©| ZvQvov B›Uvi‡cÖUv‡ii wb‡ ©̀kbv¸‡jv g‡b ivLvI KóKi| eo †cÖMÖvg wbe©v‡ni Rb¨ 
B›Uvi‡cÖUv‡ii e¨envi Sv‡gjvc~Y©| GB Kvi‡Y B›Uvi‡cÖUv‡ii †P‡q K¤úvBjvi AwaK RbwcÖq| K¤úvBjv‡ii e¨vcK 
RbwcÖqZvi Kvi‡b eZ©gv‡b B›Uvi‡cÖUv‡ii e¨envi †bB ej‡jB P‡j| 
 

10.5.3  A¨v‡m¤^jvi (Assembler) 
A¨v‡m¤^jv‡ii KvR A¨v‡m¤^wj fvlvq wjwLZ †cÖvMÖvg‡K †gwkb fvlvi e¯Zz †cÖvMÖv‡g Abyev` Kiv| A¨v‡m¤^jv‡ii cÖavb 
KvR wbgœiƒc- 
 

 ‡b‡gvwbK †KvW‡K †gwkbfvlvq Abyev` Kiv| 
 A¨v‡m¤̂wj A¨v‡Wªm‡K †gwkbfvlvq †jLv A¨v‡Wª†m cwiYZ Kiv| 
 cÖ‡Z¨K wb‡`©k wVK Av‡Q wKbv cix¶v Kiv, wVK bv _vK‡j Zv Rvbv‡bv| 
 me wb‡ ©̀k I WvUv cÖavb †ggwi‡Z ivLv| 
 me fyj ms‡kva‡bi ci cª_g wb‡`©k †_‡K KvR ïi“ Ki‡Z K‡›Uªvj‡K ejv| 

A¨v‡m¤^wj fvlvi cÖ‡Z¨K wb‡`©k‡K A¨v‡m¤^jvi †gwkbfvlvi GKwU wb‡`©‡k cwiYZ nq| 
 

10.6 ÷ªvKPvW© †cÖvMÖvwgs Kx Ges Gi ˆewkó¨ 
D”P ch©v‡qi MZvbyMwZK fvlv, †hgb †Kvej, c¨vm‡Kj, diUªvb, wm BZ¨vw`‡K mvaviYfv‡e ÷ªvKPvW© †cÖvMÖvwgs ev 
‡cÖvwmwWDi Awi‡q‡›UW †cÖvMÖvwgs c×wZ ejv nq| ÷ªvKPvW© †cÖvMÖvwgs ev ‡cÖvwmwWDi Awi‡q‡›UW †cÖvMÖvwgs c×wZ†Z g~j 
mgm¨v‡K K‡qKwU †QvU †QvU As‡k fvM Kiv nq, Zvici cÖwZwU As‡ki Rb¨ GK ev GKvwaK dvskb eY©bv Kiv nq| GB 
dvskb¸‡jv mgm¨v mgvav‡bi †K›`ªwe›`y| GKwU dvsk‡bi mv‡_ Ab¨vb¨ dvsk‡bi ms‡hvM _vK‡Z cv‡i,  Avevi bvI 
_vK‡Z cv‡i| GB dvskbmg~n‡K GKwÎZ K‡i g~j mgm¨vi mgvavb Kiv nq| Z‡e GB cÖwµqv †ek RwUj| KviY G‡Z 
A‡bK mgq mgm¨vi ûeyû mgvavb bvI n‡Z cv‡i| 
 

÷ªvKPvW© †cÖvMÖvwgs ev ‡cÖvwmwWDi Awi‡q‡›UW †cÖvMÖvwgs c×wZi g~j mgm¨v nj, G‡Z dvskb KZ…©K e¨eüZ †WUvmg~‡ni 
AZ ¸i“Z¡ †`qv nq bv| †ewki fvM †WUv †M−vevj ivLv nq Ges GKB †WUv wewfbœ dvsk‡b e¨eüZ nq| Avevi cÖwZwU 
dvsk‡bi Rb¨ wKQy †jvKvj †WUv _v‡K| †m‡¶‡Î GKB †WUv wewfbœ dvskb Øviv e¨env‡ii d‡j wm‡÷‡gi wbivcËv n«vm 
cvq| A‡bK mgq GK wm‡÷‡gi †WUv Ab¨ wm‡÷‡gi dvskb Øviv cwieZ©‡bi AvksKv _v‡K| Avevi Lye eo wm‡÷‡gi 
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†Kvb dvsk†bi Rb¨ †Kvb †WUv Zv wbY©q KivI KwVb nq| wPÎ 12.2 G ÷ªvKPvW© †cÖvMÖvwgs-G e¨eüZ †WUv I dvsk†bi 
g‡a¨ m¤ú©K †`Lv‡bv nj| 
     

 
wPÎ 12.2 t ÷ªvKPvW© †cÖvMÖvwgs-G e¨eüZ †WUv I dvsk†bi g‡a¨ m¤ú©K | 

 

÷ªvKPvW© †cÖvMÖvwgs ev ‡cÖvwmwWDi Awi‡q‡›UW †cÖvMÖvwgs-Gi ˆewkó¨t ÷ªvKPvW© †cÖvMÖvwgs ev ‡cÖvwmwWDi Awi‡q‡›UW 
†cÖvMÖvwgs-Gi wKQ~ ˆewkó¨ Av‡Q †h¸‡jv wb‡gœ †`qv nj- 
 

 g~j †cÖvMÖvg‡K dvsk‡bi wfwË‡Z †QvU †QvU As‡k fvM Kiv nq| 
 c¨vivwgUvi cvwms ev Acv‡iwUs wm‡÷‡gi gva¨‡g †cÖvMÖv‡gi Ask¸‡jvi g‡a¨ ms‡hvM ’̄vwcZ nq| 
 cÖwZwU dvsk‡bi †WUv Avjv`v _v‡K| 
 ‡cÖvMÖv‡g †WUv A‡c¶v dvsk‡bi AwaK ¸i“Z¡ †`qv nq| 
 ‡ewki fvM dvskb †M −vevj †WUv e¨envi K‡i| 
 GKB †WUv GK dvskb †_‡K Ab¨ dvsk‡b ’̄vbvšZwiZ n‡Z cv‡i| 
 ‡WUv †Mvcb Kivi Kvh©Kix †Kvb Dcvq †bB| 
 mvaviY wbq‡g GK dvskb Ab¨ dvsk‡bi mv‡_ ms‡qvM i¶v K‡i| 
 cÖ‡qvR‡b †h †Kvb mgq †cÖvMÖv‡g AwZwi³ ‡WUv ev dvskb †hvM Kiv hvq bv| G Rb¨ cy‡iv †cÖvMªvg cwieZ©b 

Ki‡Z n‡Z cv‡i| 
 ‡cÖvMÖv‡g bZzb †WUv †hvM Kivi mgq e¨enviKvix‡K wbwðZ  n†Z nq †h. Zv dvskb KZ…©K Aby‡gwv`Z| 
 ‡cÖvMÖvg wWRvB‡b Uc-WvDb c×wZ AbymiY Kiv nq| 
 ‡cÖvMÖvwgs-G ‡cÖvwmwWDi Awi‡q‡›UW †cÖvMÖvg fvlv, †hgb †Kvej, c¨vm‡Kj, diUªvb, wm BZ¨vw` e¨envi Kiv 

nq| 
 

10.6.1 wm (C) †cÖvMÖvwgs 
wm GKwU  ÷ªvKPvW© ev †cÖvwmwWDi Awi‡q‡›UW †cÖvMÖvwgs j¨v½y‡qR| eZ©gv‡b wgW †j‡fj j¨v½y‡qR wn‡m‡e wm AZ¨šZ 
RbwcÖq| wm bvgUv G‡m‡Q gvwU©b wiPvW©m (Martins Richards) Gi D™¢vweZ wewmwcGj (BCPL-Basic 
Combined Programming Language) fvlv †_‡K hv cÖv_wgKfv‡e K¨vgweªR wek¦we`¨vj‡q wimv©m Awi‡q‡›UW 
Kv‡R e¨eüZ nZ| BCPL  ms‡¶‡c we bv‡g cwiwPZ wQj|  c†i we Gi Dbœq‡bi d‡j wm Gi weKvk N‡U| 1970 
mv‡j hy³iv‡óªi wU GÛ wU †ej j¨v‡ev‡iUwi‡Z (AT&T Bell Laloratory) †Wwbm wiwP (Danins Rictche) DEC 
PDP-IT  Kw¤úDUv‡i e¨env‡ii Rb¨ BDwb· (UNIX) Acv‡iwUs wm‡÷g e¨envi K‡i wm (C) †cÖvMÖvg fvlv D™¢veb 
K‡ib| cÖ_g w`‡K wm †Kej BDwb· Acv‡iwUs wm÷g cwi‡e‡k †jLv nZ| 1978 mv‡j †Wwbm wiwPi †jLv Ó`¨v wm 
†cÖvMÖvwgs j¨v½y‡qRÓ eBwU cÖKv‡ki ci Ges gvB‡µvKw¤úDUv‡ii RbwcÖqZv evovi mv‡_ mv‡_ wm G e¨vcK cÖPjb ïiy 
nq| †m mgq wm Gi RbwcÖqZv evovi Kvib wQj GK Kw¤úDUv‡i †jLv †cÖvMÖvg Ab¨ Kw¤úDUv‡i e¨env‡ii myweav| 
 

Main Program 

Global Data Global Data 

Function 1 
 

Local Data 

Function 2 
 

Local Data 

Function N 
 

Local Data 
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wm w`‡h mn‡R D”P¯Z‡ii Ges wbgœ ¯Z‡ii fvlvi g‡a¨ mgš^q Kiv hvq| Avevi D”P¯Z‡ii fvlvi (†hgb, diUªvb) gZ 
weU, evBU, I †ggwi G¨‡Wª‡mi cwie‡Z© wewfbœ †WUv UvBc †fwi‡qej wb‡q KvR Kiv hvq| ZvQvov wm Gi †cÖvMÖvwgs 
†KŠkj wbgœ̄ Z‡ii fvlvi gZ KwVb bq Avevi D”P¯Z‡ii fvlvi gZ mnRI bq| wmÕ†K ÷ªvKPvW© ev †cÖvwmwWDi 
Awi‡q‡›UW †cÖvMÖvwgs j¨v½y‡qR ejv nq, KviY wmÕ†Z g~j mgm¨v‡K KZ¸‡jv †QvU †QvU As‡k wef³ K‡i cÖwZwU As‡ki 
Rb¨ Avjv`vfv‡e †fwi‡qej, ÷ªvKPvi, dvskb BZ¨vw` eY©bv Kiv hvq Ges cÖ‡qvR‡b if, while, for, goto BZ¨vw` 
K‡›Uªvj †÷U‡g‡›Ui gva¨‡g wewfbœ As‡ki g‡a¨ mgš̂q mvab Kiv hvq, wKsev †Kvb dvskb ev ÷ªvKPvi cybte¨envi Kiv 
hvq| Avb÷ªvKPvW© fvlvq (†hgb, †ewmK) Gfv‡e g~j mgm¨v‡K GKvwaK As‡k wef³ K‡i cÖwZwU Avjv`v As‡ki Rb¨ 
Avjv`vfv‡e dvskb eY©bv Kiv hvq bv| GRb¨ wm-‡K hveZxq D”P¯Z‡ii fvlv †kLvi wmuwo wn‡m‡e AewnZ Kiv nq| 
 

GK ev GKvwaK dvskb wb‡q wm ‡cÖvMÖvg MwVZ nq| Z‡e wm †cÖvMÖv‡g main() bv‡gi GKwU BDRvi wWdvBÛ dvskb 
Aek¨B _vK‡Z nq| main() dvskb Ab¨vb¨ jvB‡eªwi Ges BDRvi dvskb Kj K‡i K¤úvBj Ges wbe©v‡ni mgq wm 
†cÖvMÖvg main() dvskb †_‡K ïi“ nq| †hgb- 
                   main()  
                              {  } 
main() dvsk‡bi bv‡gi me A¶i †QvU nv‡Zi nq| wm †cÖvMÖv‡g †QvU nv‡Zi A¶i Ges eo nv‡Zi A¶‡ii g‡a¨ 
cv_©K¨ Av‡Q| GRb¨ wm-†K ‡Km †mbwmwUf fvlv ejv nq| ZvB main() ‡K MAIN() ev Main() wKsev mAIN() 
wjL‡j K¤úvBjvi fyj evZ©v †`Lvq| Ab¨vb¨ dvskb/†÷U‡g›U main() dvsk‡bi wØZxq eÜbxi Õ{}Õ g‡a¨ †jLv nq| wm 
†cÖvMÖv‡gi we‡kl wKQy †÷U‡g›U Qvov cÖwZwU †÷U‡g›U †mwg‡Kvjb (;)w`‡q †kl nq| GKwU wm †cÖvMÖv‡m cÖavbZ `yBwU 
Ask _v‡Kt †nWvi dvBj Ges main() dvskb| AskMy‡jv‡K GKB †mv©m dvBj wn‡m‡e wKsev Avjv`v †mvm© dvB‡j ivLv 
hvq Ges Avjv`vfv‡e wKsev GKmv‡L K¤úvBj Kiv hvq| Z‡e eo ‡cÖvMÖv‡gi †¶‡Î main() dvsk‡b e¨eüZ dvskbmg~n 
Avjv`v †mvm© dvB‡j ewY©Z nq Ges main() dvskb‡K c„_K dvB‡j ivLv nq| AZci main() dvsk‡b †nWvi dvBjmn 
Ab¨vb¨ dvBjmg~n mshy³ Kiv nq| wb‡gœ wP‡Îi gva¨‡g wm-Gi MVbcÖYvjx †`Lv‡bv nj- 
 

 
 
 
 
 
 
 
 
 
 
 
                                                   
                                                             wPÎ 12.3 t wm †cÖvMÖv‡gi MVb 
 

D`vniYmi~c wm fvlvq †jLv GKwU †cÖvMÖvg wb‡gœ †`qv nj- 
 

#include<stdio.h> 
#include<conio.h> 
 

int main() 
{ 
 clrscr(); 
 printf(“Bangladesh Computer Council”); 
getch(); 
return (0); 
 } 
 

GB †cÖvMÖvg wj‡L ivb Kiv‡j AvDUcyU DB‡Ûv‡Z Bangladesh Computer Council  †jLvwU cÖ`wk©Z n‡e| 
 

Include Files 

Main Function 

Other(Library/User-Defined) 
Functions 
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10.6.1.1 †WUvUvBc 
wm †cÖvMÖv‡g A‡bK ai‡bi †WUv wb‡q KvR Kiv hvq, †hgb c~Y© msL¨v, fMœvsk, K¨v‡i±vi, w÷ªs BZ¨vw`| †WUvi aib Ges 
†ggwi cwimi msi¶‡Yi wfwË‡Z wm †cÖvMÖv‡g e¨eüZ †WUv‡K cÖavbZ PviwU fv‡M fvM Kiv nq| h_v- char,  int, 
float, double G‡`i‡K †ewmK ev †gŠwjK A_ev weë-Bb †WUv UvBc ejv nq| float Qvov Ab¨vb¨ †ewmK †WUv 
UvB‡ci mv‡_ Avevi signed, unsigned, short, long BZ¨vw` gwWdvqvi †hvM K‡i †WUvi aib Ges‡ggwi cwimi 
msi¶‡Yi cwigvY evov‡bv ev Kgv‡bv hvq| G ai‡Yi K‡qKwU D`vniY nj unsigned char, long int BZ¨vw`| 
G‡`i‡K gwWdvBW †WUv UvBc ejv nq| mvaviYZ signed I unsigned gwWdvqvi char and int UvBc †fwi‡qe‡ji 
Rb¨ Ges long and short gwWdvqvi int and double UvBc †fwi‡qe‡ji Rb¨ e¨eüZ nq| †hgb- signed char, 
unsigned char, signed int, short int, long int BZ¨vw`| myweavgZ `ywU gwWdvqvi GK‡Î e¨envi Kiv hvq, 
†hgb unsigned long int, signed short int, signed long int BZ¨vw`| Avevi cÖ‡qvR‡b wbR¯̂ †WUv UvBc ˆZwi 
K‡i †bqv hvq| Giƒc †WUv UvBc‡K BDRvi wWdvBÛ ev Kv÷g †WUv UvBc ejv nq| wPÎ 12.4-G wm †cÖvMÖv‡g e¨eüZ 
wewfbœ cÖKvi weë-Bb, gwWdvBW Ges Kv÷g †WUv UvB‡ci †kªYx web¨vm †`Lv‡bv nj| 
 

char type 
wm/wm++ †cÖvMÖv‡g K¨v‡i±vi UvBc †WUv wb‡q KvR Kivi Rb¨ char UvBc †fwi‡qej e¨envi Kiv nq| char UvBc 
†fwi‡qej †NvlYvi Rb¨ char KxIqvW© e¨envi Kiv nq| cÖwZwU char UvBc †fwi‡qe†ji Rb¨ K¤úvBjvi 1 evBU 
RvqMv msi¶Y K‡i| A_©vr †cÖvMÖv‡g char ch = 78; ‡÷U‡g‡›Ui gva¨‡g ch bv‡g char UvB‡ci †Kvb †fwi‡qej 
†NvlYv Ki‡j K¤úvBjvi †cÖvMÖvg wbe©vnKv‡j †ggwi‡Z ch bv‡g GK evBU RvqMv eivÏ K‡i †mLv‡b 78 msi¶Y Ki‡e| 
 

int type 
wm/wm++ †cÖvMÖv‡g c~Y©msL¨v (†hgb, 20,-467, 890) BZ¨vw` wb‡q KvR Kivi Rb¨ int UvBc †fwi‡qej e¨envi Kiv 
nq| int UvBc †fwi‡qej †NvlYvi Rb¨ int KxIqvW© e¨envi Kiv nq| cÖwZwU int UvBc †fwi‡qe†ji Rb¨ K¤úvBjvi 2 
evBU RvqMv msi¶Y K‡i| A_©vr †cÖvMÖv‡g int value = 90; ‡÷U‡g‡›Ui gva¨‡g value bv‡g int UvB‡ci †Kvb 
†fwi‡qej †NvlYv Ki‡j K¤úvBjvi †cÖvMÖvg wbe©vnKv‡j †ggwi‡Z value bv‡g ỳB evBU RvqMv eivÏ K‡i †mLv‡b 90 
msi¶Y Ki‡e| 

 
 

wPÎ 12.4 t wm ‡WUv UvBc 
 

C Data Type 

User-Defined 
Data Type 
 
Structure 
Union 
Class 

Built-in Data Type 

Derived Data 
Type 
Array 
Function 
Pointer 

Integer Void Real 

int char float double 
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float type 
wm/wm++ †cÖvMÖv‡g wi‡qj ev fMœvskmn †Kvb msL¨v (†hgb, 20.34, -46.87, 89.70) BZ¨vw` wb‡q KvR Kivi Rb¨ 
float UvBc †fwi‡qej e¨envi Kiv nq| float UvBc †fwi‡qej †NvlYvi Rb¨ float KxIqvW© e¨envi Kiv nq| cÖwZwU 
float UvBc †fwi‡qe†ji Rb¨ K¤úvBjvi 4 evBU ev 32 weU RvqMv msi¶Y K‡i| A_©vr †cÖvMÖv‡g float value; 
‡÷U‡g‡›Ui gva¨‡g value bv‡g float UvB‡ci †Kvb †fwi‡qej †NvlYv Ki‡j K¤úvBjvi †cÖvMÖvg wbe©vnKv‡j †ggwi‡Z 
value bv‡g 4 evBU ev 32 weU RvqMv msi¶Y Ki‡e| 
 

double type 
wm/wm++ †cÖvMÖv‡g float UvBc †fwi‡qe‡ji gZ wi‡qj ev fMœvskwewkó msL¨v (†hgb, 20,-467, 890) BZ¨vw` wb‡q 
KvR Kivi Rb¨ double UvBc †fwi‡qej ‡NvlYv Kiv nq, Z‡e float UvBc ‡fwi‡qe‡ji †P‡q double UvBc 
†fwi‡qe‡ji ‡iÄ †ewk| double UvBc †fwi‡qej †NvlYvi Rb¨ double KxIqvW© e¨envi Kiv nq| cÖwZwU double 
UvBc †fwi‡qe†ji Rb¨ K¤úvBjvi ‡ggwi‡Z 8 evBU RvqMv msi¶Y K‡i| A_©vr †cÖvMÖv‡g double value; ‡÷U‡g‡›Ui 
gva¨‡g value bv‡g double UvB‡ci †Kvb †fwi‡qej †NvlYv Ki‡j K¤úvBjvi †cÖvMÖvg wbe©vnKv‡j †ggwi‡Z value 
bv‡g 8 evBU RvqMv msi¶Y Ki‡e|  
 

wfbœ wfbœ †WUv UvB‡ci cÖ‡qvR‡b GKB †fwi‡qe‡ji Rb¨ msiw¶Z †ggwi cwimi Avjv`v nq| wb‡gœi Q‡K wewfbœ cÖKvi 
†ewmK Ges gwWdvBW †WUv UvBc †fwi‡qe‡ji Rb¨ msiw¶Z ‡ggwi †¯ú‡mi cwigvY Ges †WUvi †iÄ †`qv nj | 
 

‡WUv UvBc 
weU 

msL¨v 
‡fwi‡qe‡ji †iÄ 

char 8  -128 - 127   
signed char 8  -128  - 127 
unsigned char 8   0 - 255 
int 16  -32768 - 32767
signed int 16  -32768 - 32767  
unsigned int 16   0 - 65535
short int 16  -32768 - 32767  
enum 16  -32768 - 32767  
long int or long 32  -2147483648 - 2147483647
signed long 32  -2147483648 - 2147483647
unsigned long 32  0 - 4294967295
float 32  3.4E-38 - 3.4E+38
double 64  -1.7E-308  - 1.7E+308
long double 80   3.4E-38 - 3.4E+38

 
QK 1 t wewfbœ †WUv UvBc †fwi‡qe‡ji mvBR Ges ‡iÄ 

 

10.6.1.2 †fwi‡qej(Variable) 
‡cÖvMÖv‡g WvUv wb‡q KvR Kivi mgq cÖwZwU †WUvi Rb¨ GKwU †fwi‡qej e¨envi Ki‡Z nq| Avevi cÖwZwU †fwi‡qej 
bv‡gi c~‡e© Zvi †WUv UvBc D‡j−L Ki‡Z nq| †WUv UvBc-mn †Kvb †fwi‡qe‡ji bvgKiY cÖwµqv†K †fwi‡qej †NvlYv 
ejv nq| †fwi‡qej nj †ggwii GK GKwU bvg ev wVKvbv| †WUv ivLvi cÖ‡qvR‡b msiw¶Z RvqMvmg~‡ni Rb¨ 
K¤úvBjvi Giƒc wVKvbv ev bvg e¨envi K‡i| †cÖvMÖv‡g †fwi‡qej †NvlYvi ci Zv‡Z gvb †`qv nq Ges c‡i †mB gvb 
e¨envi Kiv nq| †fwi‡qej e¨env‡ii c~‡e© Aek¨B Zv †NvlYv Ki‡Z nq| †hgb- 
 

DataType Variable1; 
DataType Variable2; 
Variable1=Value1; 
Variable2=Value2; 
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D`vniY- 
 

int Value1; 
float Value2; 
Value1=20; 
Value2=4.5; 
 

GLv‡b cÖ_‡g GKwU int UvBc I GKwU float UvBc †fwi‡qej †NvlYv Kiv n‡q‡Q Ges c‡i Zv‡`i gvb †bqv n‡q‡Q| 
Z‡e †Kvb †fwi‡qej †NvlYvi mgq GKB mv‡_ gvb wba©viY Kiv hvq ev G·‡cÖk‡bi gva¨‡g †cÖvMÖvg wbe©v‡ni mg‡q Zvi 
gvb cwieZ©b Kiv hvq| †hgb- int Value1=20; float Value2=4.5; ‡fwi‡qe‡ji Gi“c †NvlYv‡K WvBbvwgK 
BwbwkqvjvB‡Rkb e‡j| Avevi hw` †cÖvMÖv‡g wewfbœ Kv‡Ri Rb¨ GKB ai‡Yi GKvwaK †fwi‡qej `iKvi nq Z‡e 
†m¸‡jv‡K Avjv`v †NvlYvi cwie‡Z© GKmv‡_ †NvlYv Kiv hvq| †hgb- int Value1,Value2,------------,ValueN; 
Avevi KZ¸‡jv GKB UvB‡ci ‡fwi‡qe‡ji hw` GKB gvb nq Zv‡`i‡K GK mv‡_ †NvlYv Ges gvb wba©viY Kiv hvq| 
†hgb- int Value1=Value2=35; Z‡e GKB bv‡g GKvwaK †fwi‡qej ev GKB ‡fwi‡qej GKvwaKevi †NvlYv Kiv 
hvq bv| †hgb- 
 

int Value1; 
int Value1; // Multiple Declaration(Illegal) 
int Value1=Value1=25; // Illegal Variable Declaration 
 

wm/wm++ †cÖvMÖv‡g †fwi‡qej †lvlYvq cÖavb we‡ePbvi welq n‡PQ ’̄vb wbe©vPb| wm/wm++ †cÖvMÖv‡g mvaviYZ dvsk‡bi 
ïi“‡Z ‡fwi‡qej †NvlYv Kiv nq Ges c‡i cÖ‡qvRb Abyhvqx e¨envi Kiv nq| wKšZz wm++ G †Kvb †fwi‡qej hLb 
cÖ_g evi e¨envi Kiv nq Zvi c~‡e© GwU †NvlYv Kiv hvq| Ggb †NvlYvi myweav n‡PQ ‡h, †cÖvMÖv‡gi ïi“‡Z †cÖvMÖvgvi‡K 
me †fwi‡qej GKmv‡_ †NvlYv Kivi `iKvi nq bv| eis hLb †h †fwi‡qej cÖ‡qvRb ZLb Zv †NvlYv Kiv hvq| G‡Z 
†cÖvMÖv‡g fyj nevi m¤¢vebv K‡g hvq Ges †cÖvMÖvg wbe©v‡n mgq Kg jv‡M| Z‡e GUvi Amyweav n‡PQ †cÖvMªv‡g wK wK Ges 
†Kvb UvBc †fwi‡qej Av‡Q Zv GK bR‡i ejv hvq bv| D‡j−L¨, wm/wm++†cÖvMÖv‡g †fwi‡qe‡ji †WUv UvBc Ges 
dvsk‡bi †NvlYvi ¯’v‡bi wfwË‡Z †cÖvMÖv‡g Zvi we¯Z…wZ Ges e¨envi ‡hvM¨Zv wewfbœ nq| †cÖvMÖvg ev dvsk‡bi †h GjvKv 
Ry‡o ‡fwi‡qe‡ji Kvh©µg we¯Z…Z Zv‡K H †fwi‡qe‡ji †¯‹vc ev †¶Î ejv nq| †¯‹vc Ges †WUv UvB‡ci Dci wfwË 
K‡i †fwi‡qejmg~n‡K †jvKvj, †M−vevj, A‡Uv‡gwUK, †iwR÷vi, ÷¨vwUK, G·Uvb© BZ¨vw` bv‡g AewnZ Kiv hvq| †hgb, 
†Kvb †fwi‡qej hw` †Kvb wbw`©ó ‡Kvb dvsk‡bi g‡a¨ †NvlYv Kiv nq Z‡e Zvi †¶Î †Kej H dvsk‡bi g‡a¨ mxgve× 
_v‡K| Giƒc †fwi‡qej‡K †jvKvj †fwi‡qej e‡j| wKšZz †Kvb †fwi‡qej hw` main() dvskb wKsev Ab¨ †Kvb 
dvsk‡bi Dci †NvlYv Kiv nq Z‡e Zv main() dvskb ev H dvsk‡b e¨eüZ Ab¨ †h †Kvb dvsk‡bi g‡a¨ we¯Z…Z| 
Giƒc †fwi‡qej‡K †M−vevj †fwi‡qej ejv nq| †fwi‡qej †NvlYv, bvgKiY Ges Zv e¨env‡ii Rb¨ KZ¸‡jv mywbw`©ó 
wbqg Av‡Q| wb‡gœ Zv †`qv nj- 
 

 ‡fwi‡qej bvgKi‡Y KZK¸‡jv Avjdv‡ewUK K¨v‡iKUvi(a,b,-----------,z, A,B,----------,Z), wWwRU 
(0,1,---------,9), Ges AvÛvi‡¯‹vi (-) e¨envi Kiv nq| AvÛvi‡¯‹vi I Wjvi wPý ($) Qvov Ab¨ †Kvb 
†¯úkvj K¨v‡iKUvi (†hgb, !,@,#,%,*,+,- BZ¨vw`) e¨envi Kiv hvq bv| †hgb, my_var, My$roll 
wjMvj †fwi‡qej ; wKšZz my-var, my%roll BwjMvj †fwi‡qej| 

 †fwi‡qej bv‡gi g‡a¨ †Kvb dvuKv ’̄vb _vK‡Z cv‡i bv| †hgb, Roll, Rollno,Myroll BZ¨vw` wjMvj 
†fwi‡qej| wKšZz Roll no, Rol l ,My roll BZ¨vw` wjMvj bq| 

 †fwi‡qej bvg wWwRU ev AsK w`‡q ïi“ n‡Z cv‡i bv| †hgb, Roll_1, Roll_40 wjMvj †fwi‡qej; wKšZz 
1_Roll, 3_Roll wjMvj †fwi‡qej bq| 

 wm/wm++ †cÖvMÖv‡g eo nv‡Zi Ges †QvU nv‡Zi A¶i¸‡jv Avjv`v A_© enb K‡i| ZvB Roll_1, roll, 
Roll_No bv‡g †fwi‡qej †NvlYv K‡i roll_1, Roll, Roll_no bv‡g e¨envi Kiv hvq bv| 

 ‡Kvb wKIqv‡Wi bvg †fwi‡qej wn‡m‡e e¨envi Kiv hvq bv| 
 †fwi‡qe‡ji bvgKi‡Y †h‡Kvb msL¨K K¨v‡iKUvi e¨envi Kiv hvq| Z‡e ANSI wbqgvbyhvqx `yBwU 

†fwi‡qe†ji bv‡gi cv_©K¨ Aek¨B cÖ_g 31 K¨v‡iKUv‡ii g‡a¨ n‡Z n‡e| G Rb¨ †fwi‡qej bvgKi‡Y 31wU 
K¨v‡iKUv†ii †ewk e¨envi bv KivB fvj| 
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10.6.1.3 K‡›Uvj ÷ªKPvi (Control Structure) 
wm/wm++ †cÖMÖv‡gi †÷U‡g›U-mg~n mvaviYZ ¯̂qswµqfv‡e I ch©vqµ‡g GKevi K‡i m¤úvw`Z nq| wKšZz hw` †Kvb `yB 
ev Z‡ZvwaK evi m¤úv`‡bi cÖ‡qvRb nq, wKsev †Kvb †÷U‡g›U †Kvb kZ© mv‡c‡¶ A_ev Aci †Kvb †m÷‡g‡›Ui 
djvd‡ji wfwË‡Z m¤úv`‡bi cÖ‡qvRb nq A_ev †Kvb †÷U‡g›U n‡Z †cÖvMÖv‡gi wbqš¿Y Ab¨ †Kvb †÷U‡g‡›U 
¯’vbvšZ‡ii cÖ‡qvRb nq, †mme †¶‡Î †÷U‡g›U-mg~‡ni wbe©vn ‡cÖvMÖvgvi wbqš¿Y K‡i| †cÖvMÖv‡g Ggb †÷U‡g›U-mg~‡ni 
wbe©vn wbqš¿†Yi Rb¨ K‡›Uªvj ÷ªKPvi e¨envi Kiv nq| wm/wm++ †cÖvMÖv‡g K‡›Uªvj †÷U‡g›U-mg~n†K cÖavb wZb fv‡M 
fvM Kiv hvq| †hgb- 

o wm‡Kv‡qÝ ÷ªvKPvi (Straight line) 
o wm‡jKkb ÷ªvKPvi (Branching) 
o jyc ÷ªvKPvi (Eteration or repetition) 

 

wb‡gœi wP‡Î †`Lv‡bv nj wKfv‡e GKUv gWyjvi †cÖvMÖvwgs-G K‡›Uªvj ÷ªvKPvi e¨envi Kiv nq| 
 
 
                                                      
                Entry                                        Entry                                                  Entry                                   
                    
                                 True                                 False                                                Loop 
 
                                                                                                                  True   
                                                                                                                            
 
 
                                                                                                          False 
 
 
 
                                                               Exit 
 
 
 
 
(a) Sequence                                  (b) Selection                                         (c) Loop 
 

                                           
wPÎ 12.5 t †ewmK K‡›Uªvj ÷ªvKPvi 

 

GB wZbwU jwRK ÷ªKPvi e¨envi K‡iB mg¯Z †cÖvMÖvg cÖ‡mwms Kiv nq| †cÖvMÖv‡gi g‡a¨ GB wZbwU †ewmK K‡›Uªvj 
÷ªvKPv‡ii †h‡Kvb GKwU A_ev Zvi †ewk e¨envi Ki‡j Zv‡K ejv nq ÷ªvKPvW© †cÖvMÖvwgs| wm/wm++ GB wZbwU ‡ewmK 
K‡›Uªvj ÷ªvKPvi mv‡c©vU K‡i Ges wewfbœ K‡›Uªvj †÷U‡g›Um e¨envi K‡i GB ‡ewmK K‡›Uªvj ÷ªvKPvim¸‡jv‡K Kvh©Kix 
Kiv nq (wPÎ 12.6)| 

Action 1 

Action 3 

Condition 

Condition 

Action 3 

Action 1 

Action1 

Action 2 

Action 2

Action 2 
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Two way branch  Multiple branch                               Exit-control        Entry-control 

 
wPÎ 12.6 t  `yBwU d‡g© wm †÷U‡g›U Bgwc−‡g›U Kiv n‡q‡Q| 

 
wb‡gœ msw¶ßfv‡e wewfbœ †÷U‡g›Umg~‡ni eY©bv †`qv nj| 
 

 if †÷U‡g›U  
 

‡cÖvMÖv‡g kZ© mv‡c‡¶ †Kvb †÷U‡g›U m¤úv`‡bi Rb¨ if †÷U‡g›U e¨envi Kiv nq| if †÷U‡g›U e¨env‡ii dig¨vU nj- 
 
                                if (Condition) 
                                    { 
                                        Action1; 
                                      } 
                                      Action 2; 
 
if †÷U‡g‡›U kZ© mvaviYZ GK ev GKvwaK jwRK¨vj ev wi‡jkbvj G·‡cÖkb nq hv if cieZ©x cÖ_g eÜbxi g‡a¨ ‡jLv 
nq| GB k‡Z©i gvb hw` mZ¨ nq Z‡e G¨vKkb 1 m¤úvw`Z nq| Zv bvn‡j G¨vKkb 1 m¤úvw`Z nq bv| Z‡e Dfq 
†¶‡Î G¨vKkb 2 mn cieZ©x †÷U‡g›U-mg~n m¤úvw`Z nq| wPÎ 12.7-G if †÷U‡g‡›Ui cÖevn wPÎ †`qv nj| 
                             
                                                                                                                
       
 
       
 
                                                                                         True 
                                                                                                      
 
 
 
                                                             False 
                                                                      
 
 
 
                                                      
 

wPÎ 12.7 t  if †÷U‡g‡›Ui cªevnwPÎ 

Entry 

Condition 
? Action1 

Action 2 

Control Structure 

Selection Sequence Loop 

if...else switch do-while while, for 
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 if.....else ‡÷U‡g›U 
 

wm/wm++ †MÖvMÖv‡g ÕAb¨_vqÕ A‡_© if ‡÷U‡g‡›Ui mv‡_ else ‡÷U‡g›U e¨eüZ nq| if….else †÷U‡g›U e¨env‡ii 
dig¨vU nj- 
                                if (Condition) 
                                    { 
                                        Action1; 
                                      } 
                                  else {  
                                      Action 2; 
                                         } 
                                      Action 3; 
 

else K‡›Uªv‡j e¨eüZ kZ© (condition) mvaviYZ GK ev GKvwaK jwRK¨vj ev wi‡jkbvj G·‡cÖkb nq hv if Gi c‡i 
cÖ_g eÜbxi g‡a¨ ‡jLv nq| GB k‡Z©i gvb hw` mZ¨ nq Z‡e G¨vKkb 1 m¤úvw`Z nq| Zv bvn‡j G¨vKkb 1 m¤úvw`Z 
bv n‡q G¨vKkb 2 mn cieZ©x †÷U‡g›U-mg~n m¤úvw`Z nq| wPÎ 12.8-G if….else †÷U‡g‡›Ui cÖevn wPÎ †`qv nj| 
                                                                                                               
 
       
 
                                                                                            
                                False                                                True                      
 
 
 
                                                              
                                                                      
 
 
 

wPÎ 12.8 t  if…else †÷U‡g‡›Ui cªevnwPÎ 
 

 else if ‡÷U‡g›U 
 

wm/wm++ †cÖvMÖv‡g ÓAb¨_vq hw`Ó A‡_© if…else ‡÷U‡g†›Ui mv‡_ else if ‡÷U‡g›U e¨envi Kiv nq| else if 
‡÷U‡g›U if…else ‡÷U‡g†›Ui if Ges else ‡÷U‡g†›Ui gv‡S e‡m| else if ‡÷U‡g‡›U else Ges if Gi gv‡S duvKv 
’̄vb _v‡K| †cÖvMÖv‡g GKvwaK kZ© hvPvB Kivi Rb¨ else if e¨envi Kiv nq| else if ‡÷U‡g›U e¨env‡ii dig¨vU nj- 

                            if (Condition 1) 
                                    { 
                                        Action1; 
                                      } 
                           else if (Condition 2) 
                                        {  
                                      Action 2; 
                                         } 
                               ……………. 
                           else     
                                 { 
                                     Default Action ; 

Entry 

Condition 
? Action1 

Action 3 

Action 2 
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                                 } 
                           Action N;  ……………..   

 switch ‡÷U‡g›U 
 

GKvwaK †÷U‡g›U †_‡K wbw`©ó †Kvb †÷‡g›U m¤úv`‡bi Rb¨ switch †÷U‡g›U e¨envi Kiv nq| g~jZ †ewk msL¨K 
else if †÷U‡g›U e¨env‡ii cwie‡Z© switch †÷U‡g›U e¨envi Kiv nq| switch †÷U‡g›U-Gi mv‡_ AwZwi³ case, 
break I default †÷U‡g›U e¨en„Z n‡Z cv‡i| else if †÷U‡g†›U †Kvb KwÛkbvj wKsev wi‡jkbvj G·‡cÖk‡bi 
Dci wfwË K‡i Dchy³ †÷U‡g›U wbe©vPb Kiv nq| wKšZz switch †÷U‡g†›U mvaviYZ †Kvb ˆea †fwi‡qe‡ji gv‡bi 
wfwË‡Z Dchy³ †÷U‡g›U wbe©vPb Kiv nq| switch †÷U‡g›U-Gi dig¨vU nj- 
 

                             Data Type IndexVariable; 
 

                              switch (expression) 
                            { 
                                case 1: 
                                      { Block 1; 
                                         break; 
                                       }  
                                case 2: 
                                      { Block 2; 
                                         break; 
                                       }                    
                               case 3: 
                                      { Block 3; 
                                         break; 
                                       } 
                               default: 
                                      { Default Block; 
                                       } 
                            } 
                               Block N    
 

wm/wm++ †cÖvMÖv‡g †Kvb †÷U‡g›U `yB ev Z‡ZvwaK evi m¤úv`‡bi Rb¨ jyc K‡›Uªvj †÷U‡g›U e¨envi Kiv nq| jyc 
†÷U‡g‡›U jyc ewW Ges †U÷ KwÛk‡bi Ae ’̄v‡bi wfwË‡Z jyc †÷U‡g›Umg~n‡K `yB fv‡M fvM Kiv nq| h_v- 
 

 Gw›Uª K‡›Uªvj jyc (Entry Control Loop) 
 Gw·U K‡›Uªvj jyc (Exit Control Loop) 

 

Gw›Uª K‡›Uªvj jy‡c jyc ewWi wbevn© ïi“i Av‡MB †U÷ KwÛkb hvPvB Kiv nq| KwÛkb mZ¨ bv n‡j jyc ewW m¤úvw`Z 
nq bv| Gw›Uª K‡›Uªvj jyc wbe©v‡ni Rb¨ cÖavbZ `yBUv †÷U‡g›U e¨envi Kiv nq| †m¸‡jv n‡PQ- 
 

 for †÷U‡g›U 
 while †÷U‡g›U 

 

for ‡÷U‡g›U 
wm/wm++ ‡cÖvMÖv‡g †Kvb †÷U‡g›U ỳB ev Z‡ZvwaK evi m¤úv`‡bi Rb¨ for ‡÷U‡g›U e¨envi Kiv nq| mvaviY †Kvb 
†fwi‡qej e¨envi K‡i for jy‡ci AveZ©b msL¨v MYbv Kiv nq| Giƒc †fwi‡qej‡K KvD›Uvi †fwi‡qej e‡j| for 
†÷U‡g›U-Gi dig¨vU nj- 
      CounterDeclaration; 
             for (initial value; test; decrement/increment) 
                { 
                    action1; 
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                   } 
               action 2; 
CounterDeclaration As‡k Dchy³ †WUv UvBcmn KvD›Uvi †fwi‡qej †NvlYv Kiv nq, initial value As‡k 
KvD›Uvi †fwi‡qe‡ji cÖviw¤¢K gvb †`qv nq, test As‡k KvD›Uvi †fwi‡qe‡ji P~ovšZ gvb wKsev P~ovšZ gvb wba©vi‡Yi 
kZ© †`qv nq Ges decrement/increment As‡k cÖwZevi AveZ©‡b KvD›Uvi †fwi‡qe‡ji n«vm/e„w×I gvb wba©viY Kiv 
nq| KvD›Uvi †fwi‡qej P~ovšZ gv‡b bv ‡cŠuQv ch©šZ wKsev kZ© mZ¨ _vKv ch©šZ for jy‡ci mv‡_ mswk−ó †÷U‡g›U 
m¤úvw`Z n‡Z _v‡K| 
 

while ‡÷U‡g›U 
wm/wm++ ‡cÖvMÖv‡g kZ© mv‡c‡¶ `yB ev Z‡ZvwaK evi †Kvb †÷U‡g›U  m¤úv`‡bi Rb¨ while ‡÷U‡g›U e¨envi Kiv 
nq| GwU A‡bKUv for †÷U‡g›U-Gi weKí wn‡m‡e e¨envi Kiv nq| for †÷U†g‡›Ui gZ c~‡e© †NvwlZ ‡Kvb KvD›Uvi 
†fwi‡qej e¨envi K‡i while ‡÷U‡g›U-Gi  AveZ©b msL¨v MYbv Kiv nq| while †÷U‡g›U-Gi dig¨vU nj- 
 

     CounterDeclaration; 
     Counter Initialization; 
            while (Condition is true) 
               { 
                   action1; 
                } 
            action 2; 
 

CounterDeclaration As‡k Dchy³ †WUv UvBcmn KvD›Uvi †fwi‡qej †NvlYv nq,CounterInitialization As‡k 
KvD›Uvi †fwi‡qe‡ji cÖviw¤¢K gvb †`qv nq|  ch©šZ wKsev kZ© mZ¨ _vKv ch©šZ while jy‡ci mv‡_ mswk−ó †÷U‡g›U 
m¤úvw`Z n‡Z _v‡K| Condition As‡k KvD›Uvi †fwi‡qe‡ji P~ovšZ gvb wKsev P~ovšZ gvb wba©vi‡Yi kZ© †`qv nq| 
Condition mZ¨ _vKv ch©šZ while jy‡ci mv‡_ mswk−ó †÷U‡g›U m¤úvw`Z n‡Z _v‡K| 
 

Gw·U K‡›Uªvj jy‡c cÖ_‡g kZ©nxbfv‡e GKevi jyc m¤úvw`Z nq| AZtci †U÷ KwÛkb cix¶v Kiv nq Ges Zv mZ¨ bv 
nIqvi wfwË‡Z jyc ewWi cieZ©x AveZ©b wbf©i K‡i| Gw·U K‡›Uªvj jyc m¤úv`‡bi Rb¨ cÖavbZ do…while 
‡÷U‡g›U e¨envi Kiv nq| 
 

do…while ‡÷U‡g›U 
wm/wm++ ‡cÖvMÖv‡g kZ© mv‡c‡¶ GK ev GKvwaK evi †Kvb †÷U‡g›U  m¤úv`‡bi Rb¨ do ‡÷U‡g›U e¨envi Kiv nq| 
do ‡÷U‡g›U while ‡÷U‡g‡›Ui mvnv‡h¨ KvR Ki‡Z cv‡i bv| while ‡÷U‡g‡›Ui gZ †Kvb c~e© †NvwlZ‡Kvb KvD›Uvi 
†fwi‡qej e¨envi K‡i do….while ‡÷U‡g‡›Ui AveZ©b msL¨v MYbv Kiv nq Ges †mB Abyhvqx wm×všZ †bqv nq| 
wb‡gœ do….while ‡÷U‡g‡›Ui di‡gU †`qv nj- 
 

     CounterDeclaration; 
     Counter Initialization; 
        do 
               { 
                   action1; 
                } 
         while (Condition is true) 
                action 2; 
 

Counter Declaration As‡k Dchy³ †WUv UvBcmn Bb‡W· †fwi‡qej ‡NvlYv Kiv nq Ges Counter 
Initialization As‡k Zvi cÖviw¤¢K gvb †`qv nq| Condition As‡k Bb‡W· †fwi‡qe‡ji P~ovšZ gvb wKsev P~ovšZ 
gvb wba©vi‡Yi kZ© †`qv nq| wm/wm++ †cÖvMÖv‡g while jy‡ci weKí wn‡m‡e do jyc e¨envi Kiv nq| 



 
Aa¨vq 10 t †cªvMÖvwgs Kb‡mÞ 

17 
 

10.6.1.4 dvskb 
wm/wm++ †cÖvMÖv‡g hLb †Kvb wbw`©ó KvR m¤úv`‡bi Rb¨ KZ¸‡jv ‡÷U‡g›U †Kvb bv‡g GKwU e−‡Ki g‡a¨ ivLv nq ZLb 
Zv‡K dvskb e‡j| cÖwZwU †cÖvMÖvg Giƒc GK ev GKvwaK dvsk‡bi mgwó| dvskb †Pbvi Dcvq n‡PQ dvsk‡bi gv‡bi 
†k‡l GK †Rvov cÖ_g eÜbx Õ()Õ _v‡K| GB eÜbxi g‡a¨ wKQy _vK‡Z cv†i Avevi bvI _vK‡Z cv‡i| cÖwZwU dvsk‡bi 
GKwU bvg †`qv nq, †mB bvg w`‡q K¤úvBjvi H dvskb‡K mbv³ K‡i| †cÖvMÖvg wbe©v‡ni mg†q K¤úvBjvi hLb †Kvb 
dvskb Kj cvq ZLb g~j †cÖvMÖv‡gi KvR ’̄wMZ †i‡L Kì dvsk‡bi wbe©vn ïi“ K‡i Ges wbe©vnb †k‡l g~j dvsk‡b wd‡i 
wM‡q cieZ©x jvBb †_‡K KvR ïi“ K‡i| GB cÖwµqvq AwZwi³ mgq e¨q nq| †mRb¨ mvaviYZ †QvU ‡cÖvMÖv‡g dvskb 
e¨envi Kiv nq bv| wm/wm++ †cÖvMÖv‡g main() bv‡g GKUv BDRvi-wWdvBÛ dvskb _v‡K| †cÖvMÖvg wbe©v‡ni ïi“‡Z 
main() dvskb ¯̂qswµqfv‡e wbqwš¿Z nq Ges cÖ‡qvR‡b GK ev GKvwaK dvskb wbqš¿b K‡i| †cÖvMÖv‡g GKwU main() 
dvskb _v‡K Ges main() dvskb Qvov Ab¨ †h †Kvb dvskb hZevi `iKvi ZZevi Kj Kiv hvq| myZivs wm/wm++ 
dvsk‡b hZ dvskbB _vKzK bv †Kb me dvsk‡bi KvR main() dvskb‡K wN‡iB m¤úbœ nq| wm/wm++ G e¨eüZ 
dvskbmg~n‡K cÖavb ỳB fv‡M fvM Kiv hvq| h_v- 
 

 jvB‡eªwi dvskb (Library Function) 
 BDRvi-wWdvBÛ dvskb (User-Defined Function) 

 

jvB‡eªwi dvskb (Library Function) 
wm/wm++ K¤úvBjv‡i jvB‡eªwi dvskb bv‡g KZK¸wj weë-Bb dvskb Av‡Q †m¸‡jv‡K Zv‡`i wbR¯^ dig¨vU Abyhvqx 
main() dvsk†b e¨envi Kiv hvq| printf(), scanf(), getch(), getchar() BZ¨vw` jvB‡eªwi dvskb| jvB‡eªwi 
dvskb-Gi e¨envi LyeB mnR| jvB‡eªwi dvskb¸‡jvi †cÖv‡UvUvBc Zvi †nWvi dvB‡j ewY©Z _v‡K| GRb¨ †cÖvMv‡g †Kvb 
jvB‡eªwi dvskb e¨envi Ki‡j †cÖvMÖv‡gi ïi“‡Z #include wW‡iw±f †÷U‡g‡›Ui mvnv‡h¨ mswk −ó †nWvi dvBj mshy³ 
Ki‡Z nq| G‡Z K¤úvBjvi mshy³ †nWvi dvBj‡K g~j †cÖvMÖv‡gi Askwe‡kl wn‡m‡e Mb¨ K‡i| jvB‡eªwi dvskb†K 
weë-Bb dvskbI ejv nq| jvB‡eªwi dvskb e¨envi K‡i GKwU †cÖvMÖvg †`Lv‡bv nj|   
 

/* Using Library Function */ 
/* pow() Function Example */ 
 

#include<stdio.h>    // printf() Function 
#include<math.h>     // pow () Function 
 

int main() 
{ 
  int x = 2, y = 12; 
 long z = pow(x,y); 
 printf(“%d to the power %d is %ld \n”,x,y,z); 
 return 0; 
} 
 

Output: 
2 to the power 12 is 4096 
 

BDRvi-wWdvBÛ dvskb (User-Defined Function) 
wm/wm++ †cÖvMÖv‡g †cÖvMÖvgvi Zvi wbR ^̄ cÖ‡qvRb Abyhvqx †h mKj dvskb eY©bv K‡i main() dvsk‡b e¨envi K‡ib 
†m¸‡jv‡K BDRvi-wWdvBÛ dvskb (User-Defined Function) ev e¨enviKvix ewY©Z dvskb ejv nq| BDRvi-
wWdvBÛ dvskb AvKvi-AvK…wZ I mgm¨vi aib Ges mgvav‡bi †KŠk‡ji Dci wbf©i K‡i| GKwU wbw`©ó Kv‡Ri Rb¨ 
wfbœ wfbœ †cÖvMÖvgvi KZ…©K e¨eüZ dvskb¸‡jv bv‡g Ges eY©bvq wfbœ wfbœ n‡Z cv‡i| BDRvi-wWdvBÛ dvsk†bi bvg 
GKwU AvB‡Ww›Udvqvi| myZivs AvB‡Ww›Udvqvi bvgKi‡Yi wbqg Abyhvqx dvsk‡bi †h‡Kvb wjMvj bvg †`qv †h‡Z cv‡i| 
GKwU BDRvi wWdvBÛ dvskb KZ¸‡jv †÷U‡g›U wb‡q MwVZ nq| mvgvb¨ wKQy e¨Zxµg Qvov cÖwZwU †÷U‡g›U 
†mwg‡Kvjb w`‡q †kl nq| BDRvi-wWdvBÛ dvsk†bi eY©bv main() dvsk‡bi Dc‡i wKsev wb‡P _v‡K wKšZy †fZ‡i 
bq| BDRvi-wWdvBÛ dvskb †NvlYvi dig¨vU nj- 
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ReturnType FunctionName (ArgumentList) 
{ 
    // FunctionBody 
   // ReturnStatement (Depends on ReturnType) 
} 
GLv‡b, ReturnType †h †Kvb ‰ea †WUv UvBc, FunctionName e¨enviKvix KZ…©K ‡`qv dvsk‡bi bvg Ges 
ArgumentList dvsk‡b e¨eüZ Avi¸‡g‡›Ui ZvwjKv| FunctionBody-‡Z dvsk‡bi we¯ZvwiZ eY©bv _v‡K| 
FunctionBody- †Kgb n‡e Zv dvsk‡bi aib A_©vr mgm¨vi Dci wbf©i K‡i| D‡j−L¨, dvsk‡bi cÖ_g eÜwbi g‡a¨ 
†Kvb †fwi‡qej †NvlYv Ki‡j Zv‡K Avi¸‡g›U †fwi‡qej ejv nq| wm++ †cÖvMÖv‡g dvsk‡b †Kvb Avi¸‡g›U †fwi‡qej 
bv _vK‡j Avi¸‡g›U ZvwjKvq void †jLv nq| 
 

D`vniY- 
 

int Mul() 
   { 
      //………. 
      return(0); 
   } 
void main () 
  { 
    //…….. 
  } 
int Mul (int,int) 
  { 
   //…….. 
   return(0); 
  } 
 

wm/wm++ †cÖvMÖv‡g ‡Kvb jvB‡eªwi wKsev BDRvi wWdvBÛ dvskb e¨envi Ki‡Z †M‡j mvaviYZ PviwU welq we‡ePbv 
Ki‡Z nq| †m¸‡jv nj- 
 

 dvskb eY©bv (Function Definition) 
 dvskb Kj (Function Call) 
 dvskb ‡cÖv‡UvUvBc (Function Prototype) 
 dvsk†bi wiUvb© UvBc Ges wiUvb© †÷U‡g›U (Function’s Return Type & Return Statement) 

G¸‡jv‡K dvsk‡bi Dcv`vb ejv nq| 
 

10.6.1.5 A¨v‡i (Array) 
GKwU mvaviY †fwi‡qe‡ji bv‡gi AvIZvq †ggwi‡Z cici msiw¶Z GKB UvB‡ci KZ¸‡jv †WUvi mgwó‡K G¨v‡i ejv 
nq| Ab¨ K_vq, G¨v‡i nj GKB UvB‡ci KZ¸‡jv †fwi‡qe‡ji ‡mU| G¨v‡i †fwi‡qej GKB bv‡g, GKB UvB‡ci 
GKvwaK †WUv msi¶Y Ki‡Z cv‡i| G¨v‡i GKwU wWivBfW (Derived)) †WUv UvBc| mvaviY †fwi‡qej †NvlYvi gZ 
e¨env‡ii c~‡e© †WUv UvBcmn G¨v‡i †fwi‡qej †NvlYv Ki‡Z nq| G¨v‡i †NvlYvi dig¨vU njt 
 

DataType  ArrayName [ArraySize]; 
 

GLv‡b, DataType †h †Kvb weë-Bb ev Kv÷g †WUv UvBc, ArrayName ‡cÖvMÖvgvi KZ…©K †`qv G¨v‡i †fwi‡qe‡ji 
†h †Kvb ˆea bvg Ges ArraySize c~Y© msL¨vq cÖKvwkZ †Kvb aªye gvb| G¨v‡ii bvg msjMœ Z…Zxq eÜbxi ‘[ ]’ g‡a¨ 
G¨v‡i mvBR wba©viY Kiv nq hv G¨v‡i †fwi‡qe‡ji m‡e©v”P †WUvi msL¨v wb‡`©k K‡i; GB msL¨v‡K G¨v‡i Bb‡W· 
(index) ejv nq Ges G¨v‡ii cªwZwU ¯̂Zš¿ †fwi‡qej‡K Avjv`vfv‡e G¨v‡i Dcv`vb (Array Element) ejv nq| 
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D`vniY- 
char Name [25];    // char type array 
int Roll [15];         // int type array 
float Mark [10];    // float type array 

 
Dc‡iv³ Name G¨v‡ii Dcv`vb njt Name [0], Name [1],………., Name [24]. Abyiƒcfv‡e Roll G¨‡ii 
Dcv`vb njt Roll [0], Roll [1], ……., Roll [14] Ges Mark G¨‡ii Dcv`vb njt Mark [0], Mark 
[1],………., Mark [9]| D‡j−L¨, G¨v‡ii Dcv`vb¸‡jvi m~PK k~Y©¨ (0) †_‡K ïi“ nq| 
 

G¨v‡i †fwi‡qe‡ji gvb wba©viY 
G¨v‡i †fwi‡qe‡ji gvb wba©viY ej‡Z G¨v‡ii Dcv`vb¸‡jvi Rb¨ gvb wba©viY eySvq| G¨v‡ii Dcv`v‡bi gvb wba©vi‡Yi 
Rb¨ mvaviYZ wZbwU c×wZ AbymiY Kiv nq| †m¸‡jv nj- 
 

• G¨v‡i ‡NvlYvi ïi“‡Z 
• G¨v‡i ‡NvlYvi c‡i 
• ‡cÖvMÖvg wbe©v‡ni mg‡q| 

 

‡NvlYvi mg‡q G¨v‡i Dcv`v‡bi gvb wba©viY 
G cÖwµqvq G¨‡i †NvlYvi mgq G¨v‡i †fwi‡qe‡ji †WUv UvBc Abyhvqx wØZ…xq eÜbxi g‡a¨ cÖwZwU G¨v‡i Dcv`v‡bi Rb¨ 
Avjv`vfv‡e gvb †`qv nq| cÖwZwU gv‡bi gv‡S GKwU K‡i cv_©K¨m~PK Kgv e‡m| Giƒ‡c gvb wba©vi‡Yi dig¨vU nj- 
 
DataType ArrayName[N]= { Value1,Vale2,………, ValueN}; 
 

D`vniY- 
 

char Name [6]= { ‘R’,’A’,’H’,’M’,’A’,’N’}; 
char UvBc G¨‡ii gvb wbgœwjwLZfv‡eI Kiv hvq| 
char Name [6] = “RAHMAN”; 
 

mvaviYZ †Kvb G¨v‡i ‡NvlYvi mg‡q Zvi mvBR wba©viY Ki‡Z nq| Z‡e G c×wZ‡Z †Kvb G¨v‡i ‡NvlYvi mv‡_ mv‡_ 
hw` wØZxq eÜbxi g‡a¨ Gi gvb Dvcv`vb¸‡jvi gvb wba©viY Kiv nq Zv n‡j G¨v‡i mvBR bv wjL‡jI nq| †hgb- 
 
int Age [ ] = { 43,67,89,92,100}; 
 

‡NvlYvi c‡i G¨v‡i Dcv`v‡bi gvb wba©viY 
G cÖwµqvq G¨v‡i †NvlYvi c‡i mvaviY †fwi‡qe‡ji gvb wba©vi‡Yii wbq‡g G¨v‡i †fw‡qe‡ji †WUv UvBc Abyhvqx cÖwZwU 
G¨v‡i Dcv`v‡bi Rb¨ Avjv`vfv‡e gvb †`qv nq| cÖwZwU gv‡bi gv‡S GKwU K‡i cv_©K¨m~PK †mwg‡Kvjb e‡m| Giƒ‡c 
gvb wba©vi‡Yi dig¨vU nj- 
 

DataType ArrayName[N]; 
 

ArrayName [0]=Value1; 
ArrayName [2]=Value2; 
ArrayName [3]=Value3; 
…   …   ….     …. 
ArrayName [N]=ValueN; 
 
D`vniY- 
 

int Age[5]; 
Age [0] = 20; 
Age [1] = 21; 
Age [2] =22; 
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Age [3] =23; 
Age [4] =24; 
 

‡cÖvMÖvg wbe©v‡ni mgq G¨v‡i Dcv`v‡bi gvb wba©viY 
G cÖwµqvq ‡cÖvMÖvg wbe©v‡ni mgq scanf() dvskb e¨envi K‡i G¨v‡i †fw‡qe‡ji †WUv UvBc Abyhvqx cÖwZwU G¨v‡i 
Dcv`v‡bi Rb¨ Avjv`vfv‡e gvb cvVv‡bv nq| cÖwZwU Dcv`v‡bi gvb †`qvi ci Zv Kvh©Kix Kivi Rb¨ G›Uvi Pvc‡Z nq 
wKsev b~̈ bZg GKevi †¯úmevi Pvc‡Z nq| Giƒ‡c gvb wba©vi‡Yi dig¨vU nj- 
 
DataType ArrayName [N]; 
scanf (“FormatSpecifier”, &ArrayName[0]); 
scanf (“FormatSpecifier”, &ArrayName[1); 
….    ……   ……    ….. 
scanf (“FormatSpecifier”, &ArrayName[N-1]); 
 

D`vniY- 
 

int Roll [5]; 
float Mark [5]; 
scanf (“%d”, &Roll[0]); 
scanf (“%d”, &Mark[0]); 
….    …….  ……. 
scanf (“%d”, &Roll[4]); 
scanf (“%d”, &Mark[4]); 
 

G¨v‡i Dcv`v‡bi gvb wba©vi‡Y cÖavb j¶¨Yxq welq nj, cÖwZwU G¨v‡i Dcv`v‡bi gvb Aek¨B G¨v‡ii †fwi‡qe‡ji †WUv 
UvBc Abyhvqx n‡Z nq| †hgb, char UvBc G¨v‡ii Dcv`v‡bi gvb char UvBc nq, int UvBc G¨v‡ii Dcv`v‡bi gvb 
int UvBc nq, float UvBc G¨v‡ii Dcv`v‡bi gvb float UvBc nq, double UvBc G¨v‡ii Dcv`v‡bi gvb double 
UvBc nq, BZ¨vw`| Zv bv n‡j †cÖvMÖv‡g fyj Avm‡Z cv‡i| 
 

10.6.1.6 w÷ªs (String)   
w÷ªs nj GK RvZxq K¨v‡iKUvi G¨v‡i| hLb GK ev GKvwaK K¨v‡iKUvi Wvej †Kv‡Uk‡bi g‡a¨ †jLv w÷ªs ejv nq| 
†hgb- 

“Information”,”Communication Technology” BZ¨vw`| 
 

Z‡e w÷ªs-Gi Wvej †Kv‡Ukb‡K e¨vKk −vm K¨v‡iKUvi e¨envi Ki‡j Zv w÷ªs-Gi K¨v‡iKUvi wn‡m‡e MY¨ nq Ges 
AvDUcy‡U cÖ̀ wk©Z nq| †hgb- 
 
“\”Bangaldesh Computer\””, “\”Council\”” BZ¨vw`| 
D‡j−L¨, w÷ªs-Gi me¸‡jv K¨v‡iKUvi GK jvB‡b wjL‡Z nq| Zv bv n‡j K¤úvBjvi Gii ‡`Lvq| 
 

w÷ªs †fwi‡qe‡ji †NvlYv 
wm/wm++ ‡cÖvMÖv‡g w÷ªs †fwi‡qej †NvlYvi Rb¨ Avjv`v †Kvb †WUv UvBc †bB| mvaviYZ K¨v‡iKUvi UvBc G¨‡i 
†fwi‡qej Ges K¨v‡iKUvi UvBc c‡q›Uvi †fwi‡qej AvKv‡i G¨‡i †fwi‡qej †NvlYv Kiv nq| Zvici mvaviY 
†fwi‡qe‡j †hfv‡e gvb wba©viY Kiv nq A‡bKUv †mfv‡e w÷ªs †fwi‡qe‡ji gvb wba©viY Kiv nq| Gi dig¨vU nj- 
 

char StringVarName [StringSize] = “String”; 
char *StringVarName = “String”; 
 

D`vniY- 
 

char ab[6]; 
ab = “ROMEL”; 
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Avevi mivmwi G¨v‡i AvKv‡iI w÷ªs †fwi‡qe‡ji gvb wba©viY Kiv nq| †hgb- 
 

ab = {‘R’, ’O’, ’M,’ ’E,’ ’L’}; 
 

cÖwZwU w÷ªs †fwi‡qej GKUv bvj K¨v‡iKUvi (\0) Øviv †kl nq| †mRb¨ w÷ªs †fwi‡qe‡ji mvBR (StringSize) 
wba©vi‡Yi mgq GB bvj K¨v‡iKUv‡ii Rb¨ AwZwi³ GK K¨v‡iKUvi we‡ePbvq ivL‡Z nq| 
 

Avevi w÷ªs †fwi‡qe‡ji mvBR Zvi cÖK…Z mvBR A‡c¶v †ewk n‡j bvj K¨v‡iKUvi w`‡q w÷ªs Gi †kl eySvb nq| Z‡e 
w÷ªs †fwi‡qe‡j gvb wba©vi†Yi mgq GB bvj K¨v‡iKUvi bv w`‡jI P‡j; †m‡¶‡Î K¤úvBjvi ¯̂qswµqfv‡e bvj 
K¨v‡iKUvi w¯Uªs-Gi †k‡l †hvM K‡i †bq| Aek¨ †Kvb w÷ªs †fwi‡qej †NvlYvi mgq Zvi gvb wba©viY Kiv n‡j mywbw ©̀ó 
†Kvb mvBR (StringSize) D‡j−L bv Ki‡jI nq| †m‡¶‡Î K¤úvBjvi bvj dvuKv ’̄vb Ges K¨v‡iKUvi-mn 
¯^qswµqfv‡e w÷ªs mvBR wba©viY K‡i| †hgb- 
 

char Dept[ ] = “Information System”; 
char Name[ ] = “Abdur Rashid”; 
 

GLv‡b, Dept I Name Gi mvBR h_vµ‡g 18 I 12 we‡ewPZ n‡e| 
 

w÷ªs †fwi‡qe‡ji G¨v‡i (Array of String Variable) 
wm/wm++ †cÖvMÖv‡g mvaviY G¨v‡ii gZ w÷ªs ‡fwi‡qe‡ji G¨v‡i e¨envi Kiv hvq| Giƒc G¨v‡i †NvlYvi dig¨vU nj- 
 

char *StringVar [ArraySize]; 
 

D`vniY- 
 

char *Name [4]; 
GLv‡b Name bv‡g 4wU Dcv`vb-wewkó GKwU G¨v‡i †NvlYv Kiv n‡q‡Q| mvaviY G¨v‡ii Dcv`v‡bi †h wbq‡g gvb 
wba©viY Kiv nq †mB GKB wbq‡g w÷ªs G¨v‡ii Dcv`v‡bi gvb wba©viY Kiv nq| †hgb- 
 

char *Name [4] = {“Hira”, “Mina”, “Naz”,Ujjal}; 
 

GLv‡b, *Name [0] = “Hira”, *Name [1] = “Mina”, *Name [2] = “Naz”, *Name [3] = “Ujjal”| 
mvaviYZ †gby wWRvB‡b w÷ªs G¨v‡i e¨cKfv‡e e¨eüZ nq| wb‡gœ Giƒc GKwU †cÖvMÖvg †`qv nj- 
 

#include<stdio.h> 
#include<string.h> 
void main() 
char *Name [4] = {“Hira”, “Mina”, “Naz”,Ujjal}; 
{ 
for(int i = 0;i<4;i++) 
printf(“\nName[%d]: %s”, i, Name[i]); 
} 
 

Output 
 

Name [0] : Hira 
Name [1] : Mina 
Name [2] : Naz 
Name [3] : Ujjal 
 

w÷ªs †fwi‡qe‡ji BbcyU/AvDUcyU Acv‡ikb 
w÷ªs †fwi‡qe‡ji BbcyU Acv‡ik‡b eûj e¨eüZ jvB‡eªwi dvsk‡bi g‡a¨ scanf(), gets(), getchar(), getch(), 
gethe() BZ¨vw` Ab¨Zg| AvDUcyU Acv‡ik‡b eûj e¨eüZ jvB‡eªwi dvsk‡bi g‡a¨ printf(), puts(), putchar(), 
putch() BZ¨vw` Ab¨Zg| 
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scanf (), printf (), gets (), puts () dvskb 
printf() dvskb e¨envi K‡i duvKv ’̄vbmn †h †Kvb ˆ`‡N©̈ i w÷ªs cÖ̀ k©b Kiv hvq| Z‡e scanf() dvskb eenvi K‡i 
GKUv IqvW© wewkó w÷ªs BbcyU ‡bIqv hvq, duvKv ’̄vbmn GKvwaK IqvW©-wewkó ‡Kvb w÷ªs BbcyU ‡bIqv hvq bv| wm 
†cÖvMÖv‡g duvKv ¯’vbmn GKvwaK IqvW©-wewkó ‡Kvb w÷ªs BbcyU/AvDUcyU Acv‡ik‡b scanf() Ges printf() dvsk‡bi 
weKí wn‡m‡e h_vµ‡g gets() Ges puts() dvskb e¨envi Kiv nq| wb‡P w÷ªs †fwi‡qe‡ji BbcyU/AvDUcyU Acv‡ik‡b 
scanf() Ges printf() dvsk‡bi weKí wn‡m‡e h_vµ‡g gets() Ges puts() dvskb e¨envi K‡i GKwU †cÖvMÖvg †`qv 
nj| 
 
#include<stdio.h> 
void main() 
{ 
char *Dept; 
printf(“Enter Your Organization Name:”); 
gets (Dept); 
puts (Dept); 
} 
 

Output 
Enter Your Organization Name: Bangladesh Computer Council 
Bangladesh Computer Council 
 

getchar (), putchar () Ges getch () dvskb 
wm †cÖvMÖv‡g wK‡evW© w`‡q GKwU K‡i K¨v‡iKUvi BbcyU Ki‡Z wKsev gwbU‡i cÖ`k©b Ki‡Z h_vµ‡g  getchar() Ges 
putchar() dvskb e¨eüZ nq| w÷ªs Acv‡ik‡b e¨eüZ getchar() Ges putchar() dvsk†bi dig¨vU njt 
 

char ch; 
ch = getchar (); 
//……….. 
putchar (ch); 
D‡j−L¨, getchar() Ges putchar() dvskb e¨envi K‡i wK‡ev‡W©i gva¨‡g BbcyU Kiv K¨v‡iKUvimg~n evdv‡i Rgv 
nq| ZvB G›Uvi bv Pvcv ch©šZ †m¸‡jv evdvi †_‡K wiUv©b K‡i bv|wb‡gœ GKUv †cÖvMÖvg †`qv nj| 
 

#include<stdio.h> 
int main() 
{ 
 char ch; 
printf(”Enter String: ”); 
while ((ch= getchar()) != ‘\n’) 
putchar(ch); 
printf(“\n Your Entered Above String.\n”); 
return 0; 
} 
 

Output 
Enter String: Information & Communication Engineering 
Your Entered Above String. 
 

w÷ªs Acv‡ikb (String Operation) 
wm/wm++ †cÖvMÖv‡g w÷ªs m¤úwK©Z wewfbœ iKg KvR †hgb, w÷ªs-Gi †gvU K¨v‡iKUvi msL¨v MYbv Kiv, w÷ªs-Gi 
K¨v‡iKUvi¸‡jv eo nv‡Zi wKsev †QvU nv‡Zi A¶‡i cwieZ©b Kiv, w÷ªs-Gi †k‡l Aci †Kvb w÷ªs †hvM Kiv, GKwU 
w÷ªs‡K Ab¨ w÷ªs-Gi mv‡_ Zzjbv Kiv BZ¨vw` `iKvi nq| Gme Kvh©µg w÷ªs Acv‡ikb bv‡g cwiwPZ| cÖ‡qvR‡b Gme 
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Kv‡Ri Rb¨ Dchy³ BDRvi-wWdvBÛ dvskb e¨envi Kiv hvq| wb‡gœ †Kvb w÷ªs-Gi †gvU K¨v‡iKUvi msL¨v wbY©‡qi Rb¨ 
SLength() bv‡gi GKwU BDRvi-wWdvBÛ dvskb e¨envi K‡i GKwU †cÖvMÖvg †`qv nj| 
 
/* Calculating Character Length of a String */ 
#include<stdio.h> 
int SLength(char *ch) 
{ 
int i = 0; 
while(ch[i]) 
i++; 
return i ; 
} 
void main() 
{ 
char *str; 
printf(“Enter a String”); 
gets(str); 
int n = SLength(str); 
printf(“Character Length of  ‘%s’ is : %d”,str,n); 
} 
 

Output 
Character Length of  ‘ Information System’ is : 17 
 

Z‡e wm/wm++ K¤úvBjv‡i w÷ªs Acv‡ikb m¤úwK©Z KZK¸‡jv jvB‡eªwi dvskb †`qv Av‡Q †h¸‡jv e¨envi K‡i Lye 
mn‡RB Gai‡bi Acv‡ikb Kiv hvq| †hgb, strlen() dvskb;GwU e¨envi K‡i Lye mn‡RB †Kvb w÷ªs-Gi †gvU 
K¨v‡iKUvi msL¨v MYbv Kiv hvq, strlwr() I strupr ()dvskb; w÷ªs-Gi me¸‡jv K¨v‡iKUvi †jvqvi †K‡m Ges Avcvi 
†K‡m cwieZ©b Kivi Rb¨ GB `yBwU dvskb e¨eüZ nq| strcpy () dvskb e¨envi K‡i †Kvb ‡mvm© w÷ªs-Gi gvb Ab¨ 
‡Kvb †Ww÷‡bkb w÷ªs-G Kwc Kiv nq| GQvovI strcat(), strcmp(), strdup() BZ¨vw` jvB‡eªwi dvskb e¨envi K‡i 
w÷ªs Acv‡ikb Kiv hvq| 
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KKww¤¤úúDDUUvvii  ii¶¶YYvv‡‡ee¶¶YY  
 

Kw¤úDUvi nj GKwU eûg~Lx (Multi-Purpose) mdUIq¨vi (Software) PvwjZ B‡jKUªwbK ‡gwkb 
(Machine)/hš¿| Ab¨ me B‡jKUªwbK ‡gwkb †_‡K Kw¤úDUvi e¨wZµgag©x hš¿| Kw¤úDUvi A‡bK w`b Kg©¶g ivL‡Z 
Gi  we‡kl hZœ †bqv cÖ‡qvRb| Aek¨B mwVK wbq‡g Kw¤úDUvi e¨envi Ki‡Z n‡e| Kw¤úDUvi mdUIq¨vi PvwjZ 
nIqvi Kvi‡b Gi mwVK e¨envi bv Rvb‡j mgq-Amg‡q mgm¨v m„wó nq| gv‡S g‡a¨ Kw¤úDUvi cwi®‹vi KiviI 
cÖ‡qvRb nq| a~jv-gqjv hy³ ¯’vb A_ev m~‡h©i Av‡jv c‡o ev e„wói cvwb jvM‡Z cv‡i Ggb RvqMv †_‡K Kw¤úDUvi `~‡i 
ivL‡Z n‡e| ZvQvov mivmwi ˆe`y¨wZK jvBb Gi mv‡_ mshy³ bv K‡i †fv‡ëR ÷¨vwejvBRvi (Voltage Stabilizer) 
ev BDwcGm (UPS) Gi gva¨‡g ˆe`ÿ wZK jvBb Gi mv‡_ mshy³ K‡i Kw¤úDUvi e¨envi Kiv DwPZ| 
 

1111..11  KKww¤¤úúDDUUvvii  ii¶¶YYvv‡‡ee¶¶YY  wwKK  

 
1111..22  KKww¤¤úúDDUUvvii  ii¶¶YYvv‡‡ee¶¶‡‡YYii  ccÖÖ‡‡qqvvRRbbxxqqZZvv  
 

Kw¤úDUvi‡K `xN© w`b Kg©¶g ivL‡Z Ges bZ~b bZ~b Kv‡R e¨envi D‡cv‡hvMx Ki‡Z Kw¤úDUv‡ii i¶Yv‡e¶Y 
(Maintenance) AZ¨š— cÖ‡qvRbxq| bZ~b bZ~b mdUIq¨vi I nvW©Iq¨vi Bb÷j Kivi gva¨‡g Kw¤úDUv‡ii e¨envi 
Dc‡hvwMZv evov‡bv nq| 
 
cÖwZwU Kw¤úDUvi ỳwU Ask wb‡q MwVZ|GKwU nvW©Iq¨vi (Hardware) Ges AciwU mdUIq¨vi  (Software) | 
nvW©Iq¨vi nj Kw¤úDUv‡ii hš¿ I hš¿vsk| nvW©Iq¨vi nvZ w`‡q ¯úk© Kiv hvq, enb Kiv hvq Ges †`Lv hvq| nvW©Iq¨vi 
cÖavbZt wZb fv‡M wef³| BbcyU BDwbU (Input Unit)/hš¿, wmwcBD (CPU) ev †K›`ªxq cÖwµqv Kib (Central 
Processing Unit) BDwbU /hš¿ Ges AvDUcyU BDwbU (Output Unit) /hš¿ GQvov i‡q‡Q †g‡gvwi (Memory)| 
BbcyU BDwbU Gi hš¿¸wj nj gvDm (Mouse), wK‡evW© (Keyboard), wmwW WªvBf (Compact Disk Drive), d¬wc 
wW¯‹ WªvBf (Floppy Disk Drive) BZ¨vw`| AvDUcyU BDwbU Gi hš¿¸wj nj wcÖ›Uvi, gwbUvi, wmwW, wWwfwW, w¯úKvi 
BZ¨vw`| †ggwi njt nvW©wW· (HDD Hard Disk Drive), i¨vg (Random Access Memory), †cbWªvBf 
(Pendrive), wmwW BZ¨vw`| Avi wmwcBD mn Kw¤úDUv‡ii mKj Ask‡K hy³ K‡i gv`vi †evW© (Mother Board)| 
cÖ‡qvRb Abyhvqx Kw¤úDUv‡i †h‡Kvb bZ~b nvW©Iq¨vi mshy³ Kiv hvq| 
mdUIq¨vi nj A`„k¨ Kw¤úDUvi wb‡`©kvejxi (Set of Computer Instruction) mgwó| mdUIq¨vi e¨wZZ 
nvW©Iq¨v‡ii †Kvb KvR Kivi ¶gZv _v‡Kbv| ZvB mdUIq¨vi‡K Kw¤úDUv‡ii cÖvY ejv nq| mdUIq¨vi ‡K cÖavbZ ỳB 
fv‡M fvM Kiv nq| wm‡÷g mdUIq¨vi (System Software) ev Acv‡iwUs wm‡÷g (Operating System) Ges 
G¨vcwj‡Kkb mdUIq¨vi (Application Software)| cÖ‡qvRb Abyhvqx Kw¤úDUv‡i †h‡Kvb bZ~b mdUIq¨vi Bb÷j 
Kiv hvq| 
  

1111..33  KKww¤¤úúDDUUvv‡‡iiii  RRbb¨̈  ¶¶wwZZKKvviiKK  wwbbqqvvggKK    
Kw¤úDUv‡ii Rb¨ ¶wZKviK wbqvgK nj AvNvZ, Pvc (Pressure), Zvc (Heat), e„wói cvwb (Rain), m~‡h©i Av‡jv 
(Sun Light), Kvwj, a~jv (Dust), gqjv, D”P †fv‡ëR (High Voltage), Pvjy Ae ’̄vq we`y¨r P‡j hvIqv (Illegal 
Shutdown of Computer), Kw¤úDUvi fvBivm (Computer Virus), e¨venvi bv †R‡b fzj Acv‡ikb (Illegal 
Operations), mwVK fv‡e Kw¤úDUvi Ab Ad bv Kiv BZ¨vw`| wb‡P Kw¤úDUv‡ii Rb¨ ¶wZKviK wbqvgK ¸‡jvi 
GKwU ZvwjKv †`qv njt 
 

• a~jv evwj (Dust) 
• AwZwi³ ZvcgvÎv (High Temparature) 
• AwZwi³ VvÊv (Very Low Temparature) 
• Av ©̀ªZv (Humidity) 

cvi‡mvbvj Kw¤úDUvi (PC) ev †W¯‹Uc (Desktop), j¨vcUc (Laptop) 
mn mKj ai‡bi Kw¤úDUv‡ii mwVK e¨envi, cwiPh©v I UªvejïwUs 
(Trouble shooting) Ges cÖ‡qvRb Abyhvqx mdUIq¨vi I nvW©Iq¨vi 
Bb÷j (Install) I AvbBb÷j (Uninstall) Kiv‡K ejv nq Kw¤úDUvi 
i¶Yv‡e¶Y| 
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• ¶q ev K‡ivmvb (Corrosion) 
• ‡avqv, Zij c`v_© (Smoke and Liquide) BZ¨vw`  
• we ÿ̀ r mieivn (Power Supply) mgm¨v  
• ‡kvi ev b‡qR (Shore/Noise) 
• ¯úvBK I mvR© (Spike and Charge) 
• g¨vM‡bwUK wdì (Magnetic Fields) 
• B‡jK‡Uªvg¨vM‡bwUK †iwW‡qkb (Electromagnetic Radiation) 
• B‡jK‡Uªvg¨vM‡bwUK B›Uvi‡d‡iÝ (Electromagnetic Interference) 
• B‡jK‡Uªv÷vwUK wWmPvR© (Electrostatic Discharge) 

 

Kw¤úDUv‡ii ¶wZKviK wbqvgK¸wji mvaviY eb©bv- 
 

a~jv evwj 
evqy‡Z cÖPzi a~jv _v‡K| a~jvevwj Øviv Kw¤úDUv‡ii Af¨š—i¯’ †g‡gvix wPc, my¶ hvwš¿K ms‡hvM, BZ¨vw` †ewk ¶wZ MÖ¯’ 
nq| `ywU Kvi‡b Kw¤úDUvi †ewk a~jv Øviv Avµvš— nq h_vt Zvc Ges Pz¤̂K| Zv‡ci cÖwZ a~jvi GKwU mnRvZ AvKl©Y 
i‡q‡Q| ayjv wewfbœ mvwK©‡Ui Dci Zvc Kzcwievnx Av¯—iY ˆZix K‡i d‡j Zvc AcmvwiZ n‡Z cv‡i bv d‡j mvwK©U bó 
n‡Z cv‡i| 
 

AwZwi³ ZvcgvÎv 
AwZwi³ Zv‡c Kw¤úDUv‡ii wewfbœ hš¿vsk weKj n‡Z cv‡i †hgbt mvwK©U I mvwK©U ms‡hvM| Kw¤úDUv‡i Zvc wbqš¿Y 
Kivi Rb¨ Kywjs wm‡÷g _v‡K| cÖ‡mmi I cvIqvi mvc−vB G Kywjs d¨vb _v‡K| 
 

¶q ev K‡ivmvb 
Kw¤úDUv‡ii wfZ‡i wewfbœ ms‡hvM wcb, †Kej, B›Uvi‡dm KvW©, wPc BZ¨vw` ¶z`ª hš¿vsk cÖwZwbqZ ivmvqwbK 
cwieZ©‡bi d‡j µgk mi“ n‡q hvq| G ai‡bi ivmvqwbK cwieZ©b †K ¶q ev K‡ivmvb e‡j| ¶q cÖwZ‡iv‡ai GKwU 
mnR Dcvq nj wbqwgZ cwi®‹vi Kiv| 
 

Av ©̀ªZv 
Av ©̀ªZv Lye †ewk n‡j Kw¤úDUv‡ii wfZ‡i e¨eüZ wP‡ci wcb ¸‡jv‡Z R‡g _vKv a~jvi Kvi‡b kU© mvwK©U n‡Z cv‡i| 
d‡j Kw¤úDUvi weKj n‡q †h‡Z cv‡i| 
 

‡kvi ev b‡qR 
AbvKvw•LZ †fv‡ëR, Kv‡i›U, †WUv Ges kã‡K †kvi ev b‡qR ejv nq| ‡kvi B‡j±ªwbK h‡š¿i Dci ¶wZ KviK cÖfve 
†d‡j| 
 

¯úvBK I mvR© 
nVvr K‡i AZ¨vš— ¶z`ª mg‡qi Rb¨ ˆe`y¨wZK kw³ †e‡o hvIqv †K ¯úvBK ejv nq| ¯úvBK wbevi‡bi e¨ve ’̄v bv _vK‡j 
mvwK©U Gi ¶wZ n‡Z cv‡i| †fv‡ëR nVvr K‡i ¶Y ’̄vqx fv‡e †e‡o hvIqv †K mvR© e‡j| 
 

‡avqv, Zij c`v_© BZ¨vw` 
‡avqv I Zij c`v_© Kw¤úDUv‡ii wfZ‡i e¨eüZ B‡j±ªwbK h‡š¿i Dci ¶wZ KviK cÖfve †d‡j| Zij c`v‡_©i Rb¨ kU© 
mvwK©U n‡Z cv‡i|    
 

g¨vM‡bwUK wdì ev †PŠ¤̂K †¶Î 
g¨vM‡bwUK wdì ev †PŠ¤̂K †¶‡Îi Kv‡Q nvW© wW· I †g‡gvwi wWfvBm †bqv DwPr bq Kvib Zv‡Z WvUv ¶wZMȪ ’ n‡Z 
cv‡i| 
 

B‡jK‡Uªvg¨vM‡bwUK †iwW‡qkb 
B‡jK‡Uªvg¨vM‡bwUK †iwW‡qk‡bi d‡j AevwÂZ `~lY ev wewKwiZ iwk¥ Kw¤úDUvi Ges mswk −ó c‡b¨i ¶wZ mvab Ki‡Z 
cv‡i| 
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we ÿ̀ r mieiv‡n mgm¨v  
AwZ D”P †fv‡ëR I wbgœ †fv‡ë‡Ri d‡j Kw¤úDUv‡ii eZ©wb ¶wZMÖ¯’ n‡Z cv‡i| ZvB  Kw¤úDUv‡i wbiwew”Qbœ we`y¨r 
cÖevn wbwðZ Ki‡Z nq| we`y¨r cvIqvi jvBb mgm¨v cÖavbZ Pvi ai‡bi| h_v- 
 

1. eªvDbAvDU 
2. e−KAvDU 
3. UªvbwR‡q›U Ges 
4. wewfbœ ai‡bi b‡qR  

 

eªvDbAvDUt mieivnK…Z we`ÿ r Gi †fv‡ëR K‡g hvIqv †K eªvDbAvDU e‡j| 
e−KAvDUt nVvr we`y¨r P‡j hvIqv †K e −KAvDU e‡j| 
UªvbwR‡q›Ut we`y¨r mieivn jvB‡b m„ó †fv‡ëR ev Kv‡i‡›Ui A‡c¶vK…Z eo ai‡bi ¯úvBK‡K UªvbwR‡q›U e‡j| 
UªvbwR‡q›U Kw¤úDUv‡ii mvwK©U †K bó K‡i †dj‡Z cv‡i| 
b‡qRt ‰e ỳ̈ wZK b‡qR I Kw¤úDUv‡ii Rb¨ ¶wZKviK| 
 

1111..44  KKww¤¤úúDDUUvv‡‡iiii  mmvv‡‡__  wweewwffbbœœ  eevvwwnn¨̈KK  AAss‡‡kkii  mmss‡‡hhvvMM  
Kw¤úDUvi wm‡÷‡g wewfbœ hš¿cvwZ _v‡K| KvR Kivi Rb¨ G mKj hš¿cvwZ‡Z mwVK fv‡e ms‡hvM †`qv cÖ‡qvRb| 
Kw¤úDUvi Gi g~j hš¿ n‡”Q wm.wc.BD.| Kw¤úDUvi wm‡÷g M‡o †Zvjvi Rb¨ ms‡hvM ’̄vc‡bi gva¨‡g hš¿ ¸‡jvi g‡a¨ 
cvi¯úwiK m¤úK© ‰Zwi Kiv nq| wm.wc.BD., gwbUi, wcÖ›Uvi BZ¨vw` h‡š¿i †cQ‡b cÖavb ỳwU ms‡hvM gyL _v‡K| h_v- 
 

1) we`y¨r mieivn K¨ve‡ji ms‡hvM I 
2) ‡WUv K¨ve‡ji ms‡hvM| 

 

wmwcBD-Gi †cQ‡b we ỳ̈ r Zvi ms‡hvM g~L QvovI Kx-‡evW©, gvDm, gwbUi, wcÖ›Uvi BZ¨vw` ms‡hvM gyL _v‡K| ms‡hvM 
gyL ¸wj‡K ejv nq †cvU©| 
 

11.4.1 ˆe ỳ̈ wZK ms‡hvM 
Kw¤úDUv‡i KvR Ki‡Z n‡j wm‡÷g‡K ˆe ÿ̀ wZK jvB‡bi mv‡_ ms‡hvM †`qv cÖ‡qvRb| ˆe`ÿ wZK jvB‡bi mv‡_ GB 
ms‡hvM `yB fv‡e n‡Z cv‡i| mivmwi ˆe`y¨wZK jvB‡bi mv‡_ ms‡hvM A_ev †fv‡ëR ÷¨vwejvBRvi wKsev BDwcGm Gi 
gva¨‡g ms‡hvM| wb‡P G m¤ú‡K© Av‡jvPbv Kiv nj| 
 

11.4.1.1 mivmwi ˆe ỳ̈ wZK jvB‡bi mv‡_ ms‡hvM 
 

 
 
 
 
 
 

AwZ D”P †fv‡ëR wKsev wbgœ †fv‡ë‡Ri Kvi‡b Kw¤úDUv‡ii mvwK©U ¶wZ MȪ ’ n‡Z cv‡i| G Rb¨ Kw¤úDUv‡i we ÿ̀ ‡Zi 
Aweivg mieivn wbwðZ Kiv cÖ‡qvRb| Kw¤úDUvi‡K mivmwi ˆe`y¨wZK jvB‡bi mv‡_ ms‡hvM bv w`‡q †fv‡ëR 
÷¨vwejvBRvi Ges BDwcGm A_ev AvBwcGm Gi gva¨‡g ms‡hvM ‡`qv nq| 
 

11.4.1.2 †fv‡ëR ÷¨vwejvBRvi Gi gva¨‡g ms‡hvM 
we`y¨r e¨ve ’̄vq †fv‡ëR 220 †fvë _vKvi K_v| wKš‘ KLbI KLbI †fv‡ëR †e‡o 240 †_‡K 290 †fvë nq| Avevi 
†fv‡ëR K‡g KLbI KLbI 130 †fv‡ë †b‡g Av‡m| ZvB Kw¤úDUvi †K wech©‡qi nvZ †_‡K i¶v Ki‡Z †fv‡ëR 
÷¨vwejvBRvi e¨venvi Kiv nq| †fv‡ëR ÷¨vwejvBRvi we`ÿ r cÖev‡ni †fv‡ëR †K wbqwgZ/†i¸‡jU K‡i| 
 

ms‡hvMt †fv‡ëR ÷¨vwejvBRv‡ii mv‡_ Kw¤úDUv‡ii ms‡hvM †`qvi wbqg n‡”Q †fv‡ëR ÷¨vwejvBRvi‡K mivmwi 
we`y¨r mieiv‡ni mv‡_ hy³ Kiv nq Avi Kw¤úDUvi I Avbylw½K hš¿cvwZ hy³ _v‡K ÷¨vwejvBRv‡ii mv‡_| 
 

wmwcBD Gi †cQ‡b cvIqvi mvc −vB Gi Rb¨ cv‡k¦©i wP‡Îi b¨vq †cvU© i‡q‡Q| GB †cvU© n‡Z 
220-230 †fvë ˆe`ÿ wZK jvB‡bi mv‡_ ms‡hvM †`qv nq| j¶¨ ivL‡Z n‡e Kw¤úDUv‡i †hb 
b‡qR gy³ cwi”Qbœ Ges wbiwew”Qbœ we`y¨r mieivn Kiv nq| Ges Kw¤úDUvi K‡¶i g~j we ỳ̈ r 
jvB‡bi Drm ¯’‡j †hb Avw_©s Gi e¨ve ’̄v Aek¨B _v‡K| Ggwb fv‡e gwbUi mn Ab¨vb¨ 
†cwi‡divj h‡š¿ I ˆe ỳ̈ wZK ms‡hvM w`‡Z n‡e| Z‡e mivmwi Kw¤úDUvi‡K ˆe`y¨wZK jvB‡bi 
mv‡_ ms‡hvM †`qv DwPr bq| Kvib †fv‡ë‡Ri Avc-WvDb Gi Kvi‡b Kw¤úDUv‡ii gv`vi‡evW©, 
cvIqvi mvc−vB mn c~iv wm‡÷g  bó n‡q †h‡Z cv‡i|
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myweavt †fv‡ëR ÷¨vwejvBRvi eªvDbAvDU, UªvbwR‡q›U Ges b‡qR Gi nvZ †_‡K Kw¤úDUvi wm‡÷g‡K i¶v Ki‡Z 
cv‡i| A_©vr D”P I wbgœ †fv‡ëR Gi nvZ †_‡K Kw¤úDUvi‡K i¶v K‡i| 
 

Amyweavt †fv‡ëR ÷¨vwejvBRvi eªvDbAvDU, UªvbwR‡q›U Ges b‡qR Gi nvZ †_‡K Kw¤úDUvi wm‡÷g‡K i¶v Ki‡Z 
cvi‡j I e−KAvDU Gi nvZ ‡_‡K i¶v Ki‡Z cv‡i bv| A_©vr we`y¨r mieivn e¨vKAvc w`‡Z cv‡i bv| 
 

11.4.1.3 BDwcGm Gi gva¨‡g ms‡hvM 
nVvr †jvW‡kwWs ev Ab¨ †Kvb Kvi‡b we`y¨r mieivn eÜ n‡q †M‡j BDwcGm (UPS=Uninterrupted Power 
Supply) hš¿ e −KAvDU Kvjxb wKQy mg‡qi Rb¨ Kw¤úDUv‡i we ỳ̈ r mieivn Ae¨vnZ iv‡L| hvi Kvi‡b cÖ‡qvRbxq KvR 
†m‡i Ges KvR †mf K‡i Kw¤úDUvi‡K mwVK fv‡e eÜ K‡i hvwš¿K ¶wZi nvZ †_‡K i¶v cvIqv hvq| 
 

ms‡hvMt BDwcGm Gi mv‡_ Kw¤úDUv‡ii ms‡hvM †`qvi wbqg n‡”Q BDwcGm ‡K mivmwi we`ÿ r mieiv‡ni mv‡_ hy³ 
Kiv nq Avi Kw¤úDUvi I Avbylw½K hš¿cvwZ hy³ _v‡K BDwcGm Gi mv‡_| 

 
 
myweavt BDwcGm e −KAvDU, eªvDbAvDU, UªvbwR‡q›U Ges b‡qR Gi nvZ †_‡K Kw¤úDUvi wm‡÷g‡K i¶v Ki‡Z cv‡i| 
A_©vr D”P I wbgœ †fv‡ëR Gi nvZ †_‡K Kw¤úDUvi‡K i¶v K‡i| Ges we`y¨r P‡j †M‡j wKQy mgq cvIqvi mvc−vB 
e¨vKAvc ‡`q| 
 

Amyweavt BDwcGm e −KAvDU, eªvDbAvDU, UªvbwR‡q›U Ges b‡qR Gi nvZ †_‡K Kw¤úDUvi wm‡÷g‡K i¶v Ki‡Z 
cv‡i| wKš‘ Gi cvIqvi mvc−vB e¨vKAvc ‡`qvi ¶gZv Kg, gvÎ 10 †_‡K 30 wgwbU| 
 

11.4.1.4 AvBwcGm Gi gva¨‡g ms‡hvM 
Instant Power Supply (IPS) g~jZ cvIqvi †÷‡ivR wnmv‡e KvR K‡i| BDwcGm Aí mg‡qi Rb¨ e¨vKAvc †`q 
wKš‘ AvBwcGm Gi e¨vKAvc †`qvi ¶gZv A‡bK †ewk| 2 †_‡K 12 N›Uv ch©š—| wKš‘ AvBwcGm ˆe`y¨wZK mieivn 
e‡Üi mv‡_ mv‡_ we ÿ̀ r mieivn w`‡Z cv‡ibv, 1/10 †m‡KÛ ci mieivn A‡Uv‡gwUK¨vwj cÖ`vb K‡i| 
 



  
AAaa¨̈vvqq--1111tt  KKww¤¤úúDDUUvvii  ii¶¶YYvv‡‡ee¶¶YY    

 5

ms‡hvMt AvBwcGm Gi mv‡_ Kw¤úDUv‡ii ms‡hvM †`qvi wbqg n‡”Q AvBwcGm ‡K mivmwi we`y¨r mieiv‡ni mv‡_ hy³ 
Kiv nq Avi Kw¤úDUvi I Avbylw½K hš¿cvwZ hy³ _v‡K AvBwcGm Gi mv‡_| 
 

myweavt AvBwcGm eªvDbAvDU, UªvbwR‡q›U Ges b‡qR Gi nvZ †_‡K Kw¤úDUvi wm‡÷g‡K i¶v Ki‡Z cv‡i| A_©vr D”P 
I wbgœ †fv‡ëR Gi nvZ †_‡K Kw¤úDUvi‡K i¶v K‡i| Ges Gi cvIqvi mvc−vB e¨vKAvc ‡`qvi ¶gZv ‡ewk| 
 

Amyweavt AvBwcGm e−KAvDU Gi nvZ †_‡K Kw¤úDUvi wm‡÷g‡K i¶v Ki‡Z cv‡i bv| A_©vr we`ÿ r P‡j †M‡j 
Kw¤úDUvi Ad n‡q hvq|  
 

11.4.2 Ab¨vb¨ ms‡hvM 
Kw¤úDUvi wm‡÷‡g wewfbœ hš¿cvwZ _v‡K| KvR Kivi Rb¨ G mKj hš¿cvwZ mwVK fv‡e ms‡hvM †`qv cÖ‡qvRb| 
Kw¤úDUvi Gi g~j hš¿ n‡”Q wm.wc.BD.| Kw¤úDUvi wm‡÷g M‡o †Zvjvi Rb¨ ms‡hvM ’̄vc‡bi gva¨‡g hš¿ ¸‡jvi g‡a¨ 
cvi¯úwiK m¤úK© ‰Zwi Kiv nq| GQvov wewfbœ ai‡bi KvR Kivi Rb¨ Kw¤úDUv‡i wewfbœ ai‡bi †cwi‡divj wWfvBm 
ms‡hvM w`‡Z nq| †hgb gvDm, wK‡evW©, †cbWªvBf, wWwfwW, g‡Wg, d¨v· BZ¨vw`| 
 

11.4.2.1 wmwiqvj †cvU© ms‡hvM 
 

 
 
 
 
 
 
 
 
 
 
 
 
11.4.2.2 c¨vivjvj †cvU© ms‡hvM 

 
 
 
 
 
 
 
 
 
 
 

†WUv ev Z_¨ ch©vqµ‡g GK weU K‡i Av`vb-cÖ`v‡bi c×wZ †K ejv nq wmwiqvj 
KwgDwb‡Kkb| g‡Wg, wcÖ›Uvi, gvDm, Kx-‡evW© Ges Av‡iv wKQy †cwi‡divj wWfvBm 
nj wmwiqvj KwgDwb‡Kkb wWfvBm| wmwiqvj KwgDwb‡Kkb wWfvBm ms‡hvM †`qvi 
†cvU©‡K ejv nq wmwiqvj †cvU©| Wvb cv‡k©i wP‡Î GKwU wmwiqvj †cvU© †`Lvb nj 
Avi wb‡Pi wP‡Î wmwiqvj †cvU© Gi WvUv †d¬v Z_v Av`vb-cÖ`vb †KŠkj †`Lvb nj| 
GLv‡b †`Lv hv‡”Q †h WvUv wmwiqvwj GK weU GK weU K‡i cÖevwnZ n‡”Q| mvaviYZt 
Kw¤úDUv‡ii †cQb w`‡K G ai‡bi †cvU© _v‡K|

cvi‡mvbvj Kw¤úDUv‡ii GKwU 
¸i“Z¡c~b© Kv‡bKkb †cvU© n‡”Q 
c¨vivjvj †cvU©| GB †cvU©-G 
Z_¨ mgvš—ivj fv‡e Av`vb 
cÖ`vb nq| GLv‡b GKUv weU 
Avi GKUv weU Gi mgvš—ivj 
fv‡e cÖevwnZ nq| cv‡k¦©i wP‡Î 
c¨vivjvj †cvU© Gi WvUv weU 
†d¬v †`Lvb nj| GB †cvU©-G 
wcÖ›Uvi, ¯‹vbvi, wmwW, wWwfwW, 
nvW©wW·, wRc WªvBf, 
AcwUK¨vj WªvBf ms‡hvM †`qv 
nq| 
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11.4.2.3 †bUIqvwKs †cvU©/R¨vK ms‡hvM 
GK Kw¤úDUv‡ii mv‡_ Ab¨ Kw¤úDUvi‡K hy³ Kivi Rb¨ †bUIqvwK©s cÖ‡qvRb nq| Kw¤úDUv‡i †bUIqvwK©s Gi Rb¨ 
†bUIqvK© KvW© e¨venvi Kiv nq| B_vi‡bU ev j¨vb KvW© †cvU© Kw¤úDUv‡ii †bUIqv‡K©i Rb¨ GKwU AZ¨vš— RbwcÖq I 
`ª“Z MwZ m¤úbœ e¨ve ’̄v| LAN setup Gi Rb¨  fast etharnet switch, NIC/LAN card, RJ-45 connector 
BZ¨vw` †cwi‡divj wWfvBm e¨venvi Kiv nq| 
 

11.4.2.4 AwWI †cvU© ms‡hvM 
 

 
 
 
 
 

11.4.2.5 wfwWI †cvU© ms‡hvM 
wfwWI Bb ev AvDU Kivi Rb¨ Kw¤úDUv‡i wfwWI BbcyU I AvDUcyU †cvU© _v‡K| cÖvq mKj Kw¤úDUv‡iB G Rb¨ 
Avjv`v KvW© e¨venvi Kiv n‡q _v‡K †hgbt K¨vcPvi KvW©| cÖ‡dkbvj wfwWI ev AwWI GwWU Kivi Rb¨ ÒeªKAvDUÓ e· 
e¨venvi Kiv nq| eªKAvDU e‡·i gva¨‡g Kw¤úDUv‡i AwWI Ges wfwWI BbAvDU QvovI wfwWI K¨v‡giv BZ¨vw` 
ms‡hvM †cvU© _v‡K| ms‡hvM †`qvi c~‡e© †Kvb †cv‡U© †Kvb K¨vej w`‡Z n‡e Zv wVKfv‡e †R‡b †bqv DwPr| ‡cv‡U© 
ms‡hvM †`qvi e¨vcv‡i  hZœevb n‡Z n‡e| j¶ ivL‡Z n‡e †h ms‡hvM †hb wXjv bv _v‡K Ges ms†hvM †`qvi mgq 
AwZwi³ †Rvi †hb cÖ‡qvM Kiv bv nq|   
 

1111..55  KKww¤¤úúDDUUvv‡‡iiii  mmddUU&&IIqq¨̈vvii//‡‡ccªªvvMMÖÖvvgg  mm¤¤úú„„³³  mmggmm¨̈vv  
mdUIq¨vi nj †cÖvMÖvg I WKz‡g‡›Ukb Gi mgwó Z‡e mvaviY K_vq †cÖvMÖvg I mdUIq¨vi GKB| mdUIq¨vi/†cÖvMÖvg 
nj A`„k¨ Kw¤úDUvi wb‡`©kvejxi mgwó|  mdUIq¨vi e¨ZxZ nvW©Iq¨v‡ii †Kvb KvR Kivi ¶gZv _v‡Kbv|  mdUIq¨vi 
‡K cÖavbZ `yB fv‡M fvM Kiv nq h_vt wm‡÷g mdUIq¨vi ev Acv‡iwUs wm‡÷g Ges G¨vcwj‡Kkb/ c¨v‡KR ‡cªvMÖvg|  
 

mdUIq¨vi Kw¤úDUv‡ii †ggwi Z_v nvW© wW‡· wewfbœ dvBj G·‡Ubmb hy³ dvBj AvKv‡i _v‡K| gv‡S gv‡S fvBiv‡mi 
Kvi‡b ev nvW© wW‡· e¨vW †m±‡ii Kvi‡b A_ev Pvjy Ae¯’vq we`ÿ r Ad n‡q hvIqvi Kvi‡b GB cÖ‡qvRbxq dvBj ¸wj 
†g‡gvwi †_‡K wWwjU ev gy‡Q †h‡Z cv‡i| ZLb dvBj wWwjU n‡q hvIqv mdUIq¨vi ¸wj wVKgZ KvR K‡i bv| Avevi bv 
†R‡b fzj Acv‡ik‡bi Kvi‡b mdUIq¨v‡ii †mwUs †PÄ A_ev cÖ‡qvRbxq dvBj gy‡Q †h‡Z cv‡i| GiKg Ae¯’vq 
mdUIq¨vi †_‡K mwVK Acv‡ikb cvIqv hvq bv| ZLb cÖ‡qvRb Abyhvqx †mwUs cwieZ©b, wi‡cqvi/wi-Bb÷j A_ev 
bZ~b K‡i mdUIq¨vi Bb÷j Kivi cÖ‡qvRb c‡o| Acv‡iwUs wm‡÷g I GK ai‡bi wm‡÷g mdUIq¨vi hv Ab¨vb¨ 
G¨vcwj‡Kkb/ c¨v‡KR ‡cªvMÖvg Gi Rb¨ Kw¤úDUvi wi‡mvm©‡K mnRjf¨ K‡i †`q|  
 

11.5.1 Acv‡iwUs wm‡÷g/c¨v‡KR ‡cªvMÖvg m¤ú„³ mgm¨v 
Kw¤úDUv‡ii nvW©Iq¨vi †K Kv‡R jvMv‡bvi Rb¨ mdUIq¨vi `iKvi| mdUIq¨vi Qvov Kw¤úDUv‡ii nvW©Iq¨vi ¸wj wbQK 
Ro c`v_© Qvov Avi wKQy bq| Acv‡iwUs wm‡÷g/c¨v‡KR ‡cªvMÖv‡gi wewfbœ ai‡bi mgm¨v †`Lv hvq| GKRb AwfÁ 
Kw¤úDUvi we‡klÁB Gai‡bi mgm¨vi mwVK mgvavb w`‡Z cv‡ib| ZvB Kw¤úDUv‡ii †Kvb mgm¨v n‡j Kw¤úDUvi 
we‡kl‡Ái civgk© †bqv DwPr| GLv‡b Kw¤úDUv‡ii mvaviY wKQy mgm¨v I Zvi mgvavb m¤ú‡K© wb‡b¥ Av‡jvPbv Kiv 
n‡jv- 
 

1. mgm¨v: A‡bK mgq Computer Pvjy Kivi ci Invalid system disk replace the disk and 
then press any key GB ai‡bi g¨v‡mR Av‡m| 

 

mgvavb: Computer-Gi d¬wc WªvB‡f d¬wc wW¯‹ cÖ‡ek Kiv‡bv _vK‡Z cv‡i| hw` _v‡K Zvn‡j †mwU †ei K‡i Avevi 
Computer Pvjy Ki“b| hw` mgm¨v mgvavb bv nq Zvn‡j eyS‡Z n‡e DB‡Ûv‡Ri †Kvb ¸i“Z¡c~Y© wm‡÷g dvBj gy‡Q 
hvIqvi Kvi‡Y GB mgm¨v n‡q‡Q| hw` nvW©wW‡¯‹ DB‡Ûv‡Ri e¨vKAvc _v‡K Zvn‡j ÷vU©Avc wW¯‹ w`‡q Wm †gv‡W 
Computer Pvjy K‡i Bb÷j K‡i wb‡Z n‡e| ZvQvov DB‡ÛvR BÝU‡jk‡bi Rb¨ evRvi †_‡K ey‡Uej wmwW wK‡bI 
Bb÷j Kiv hv‡e| 
 

mvavib Kw¤úDUv‡i AwWI †cvU© Z_v Bb-AvDU ‡cvU© _v‡K bv| 
mvDÛ KvW© jvMv‡Z nq| Z‡e eZ©gv‡b gvwëwgwWqv Kw¤úDUv‡i 
†dvb I gvB‡µv‡dvb Dfq ai‡bi †cvU© _v‡K| cv‡k©i wP‡Î 
AwWI BbcyU I AvDUcyU †cvU© †`Lvb nj| evg cv‡k¦©i †cvU© wU 
†K AwWI AvDUcyU †cvU© ev ¯úxKvi †cvU© e‡j| Wvb cv‡k©i 
†cvU©wU †K AwWI BbcyU †cvU© ev gvB‡µv‡dvb †cvU© e‡j|  
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2. mgm¨v: My Computer †_‡K gv‡S gv‡S CD nvwi‡q hvIqv| Avevi Computer Restart 
w`‡j †`Lv hvq WªvBfwU Av‡Q| 

 

mgvavb: DB‡ÛvR Pvjy _vKv Ae ’̄vq wmwW †_‡K A_ev Computer e¨vKAvc dvBj †_‡K DB‡ÛvRwU wi-Bb÷j w`‡Z 
n‡e| mgvavb bv n‡j Windows wU Avevi bZzb K‡i Bb÷j w`b| 
 

3. mgm¨v: Computer Pvjy Kivi GK ch©v‡q Your system has low virtual memory. 
Window is increasing memory and request some information is denied. †jLv 
Av‡m| 

 

mgvavb: nvW©wW‡¯‹i wm WªvBf dig¨vU K‡i bZzb K‡i Windows G·wc mvwf©m c¨vK 2mn †mUAvc K‡i wbb| mvwf©m 
c¨vK 2 Bb÷j Kivi Rb¨ nvW© WªvB‡f †ek K‡qK wMMv duvKv RvqMv cÖ‡qvRb nq| Avi dvuKv RvqMv bv _vKvq Kvi‡YB 
GB mgm¨vwU nq| 
 

4. mgm¨v: A‡bK mgq Shut down Ackb e¨envi Kivi c‡iI Windows was not shut down 
properly GB †jLvwU Avm‡Z cv‡i| 

 

mgvavb: DB‡ÛvR 98 Gi GKwU evMRwbZ mgm¨v GwU| kvUWvD‡bi mgq nvW©wW‡¯‹ fvPz©qvj K¨v‡k wj‡L ivLv nq| wKš‘ 
GB `ywU Acv‡iwUs wm‡÷‡gi †¶‡Î nvW©wW¯‹wU hw` IDE nq Z‡e, A‡bK mgq g~j nvW©wW‡¯‹ bv wj‡L nvW©wW‡¯‹i 
Ab‡evW© K¨v‡k WvUv †jLv nq| Avi †m †¶‡Î Kw¤úDUvi eÜ Kivi ci nvW©wW‡¯‹i K¨v‡k †_‡K WvUv gy‡Q hvq| d‡j 
cieZx© mg‡q DB‡ÛvR ÷vU©Av‡ci mgq ¯‹¨vbwW¯‹ a‡i †bq †h, DB‡ÛvR wVKgZ kvUWvDb Kiv nqwb| DB‡ÛvR-98 I 
DB‡ÛvR-wg Gi †¶‡Î G mgm¨v mgvav‡bi Rb¨ Windows IDE Hard drive cache c¨v‡KR WvDb‡jvW Ki‡Z 
n‡e-http://windowsupdate.microsoft.com mvBU †_‡K| hw` GB c×wZ Kv‡R bv Av‡m Z‡e g¨vbyqvwj †iwRw÷ª 
†_‡K gvb e`‡j w`‡Z n‡e| †h PjKwUi gvb e`jv‡Z n‡e Zvi bvg n‡jv- Cache write delay Ges GwU‡K cvIqv 
hv‡e †iwRw÷ª Hkey_local_Machine/software/Microsoft/Windows/Current Version wK-Gi g‡a¨| 
GB wK Gi g‡a¨ wM‡q Edit †gby †_‡K New wm‡j± K‡i Word value †e‡Q wb‡q Pj‡Ki bvg w`‡Z n‡e Cache 
write Delay| Gi ci Pj‡Ki Dci ivBU wK¬K K‡i Modify wm‡j± Ki‡Z n‡e Ges base Gi bx‡P decimal 
wm‡j± Ki‡Z n‡e| Value e‡· 2000 wj‡L OK wm‡j± Ki‡Z n‡e| †iwRw÷ª GwWUi †_‡K †ei n‡q wcwm kvUWvDb 
Ki“b Ges cybivq Pvjy Ki“b Ges GKevi ¯‹¨vbwW¯‹ Pj‡Z w`b| ¯‹¨vbwW¯‹ Pjv †kl n‡j wcwm wi÷vU© K‡i †`Lyb 
mgm¨vi mgvavb n‡q‡Q wKbv|  
 

5. mgm¨v: hw` ev‡qvm cvmIqvW© nvwi‡q hvq|  
 

mgvavb: Avcwb cvmIqvW© D×v‡ii Rb¨ Cmspwd 15 wKsev Biospwds BDwUwjwU `y‡Uv e¨envi K‡i †`L‡Z cv‡ib| 
G¸‡jv cvIqv hv‡e| www.simtel.net-G| G `ywU cÖvqB mgm¨v K‡i e‡j mgm¨vi Rb¨ Avgiv `vqx _vK‡ev bv| Zvi 
†P‡q †hwU Kiv Sv‡gjvi, A_P wbivc` †mwU KivB †kªq| CMOS †ggwi gy‡Q †djvB n‡”Q GB Sv‡gjvi KvR| 
AwaKvsk Bios-B Zvi cwieZ©b‡hvM¨ WvUv msi¶Y K‡i CMOS-H, hv CMOS e¨vUvixi mvnv‡h¨ wU‡K _v‡K| 
†h‡nZz cvmIqvW© Bios †mwUs gy‡Q w`‡q cvmIqvW© gy‡Q †djvB n‡jv mgvavb|  
 

6. mgm¨v: Computer G KvR Kivi mgq nVvr Computer eÜ n‡q †h‡Z cv‡i|   
 

mgvavb: cÖ_‡g gvB Kw¤úDUvi †_‡K K‡›Uªvj c¨v‡b‡j cÖ‡ek Ki“b| Zvici cvIqvi AckbwU I‡cb Ki“b, Uvb© Ad 
gwbUi, nvW©wW¯‹, Wªc WvDb e· †_‡K Never wbe©vPb K‡i I‡K Ki“b| mgvavb bv n‡j, kw³kvjx bZzb fvm©‡bi †Kv‡bv 
Gw›U fvBivm mdUIq¨vi w`‡q fvBivm wK¬b K‡i wbb| eªvDwRs Gi Rb¨ B›Uvi‡bU G·‡c−vivi ev` wb‡q †bU‡¯‹c, A‡civ 
ev †gvwRjv e¨envi Ki“b|  
 

11.5.2 Kw¤úDUvi fvBivm RwbZ mgm¨v 
AvRKvj Kw¤úDUvi fvBivm LyeB Av‡jvwPZ I gvivZ¥K mgm¨v| Ggb †Kvb Kw¤úDUvi e¨enviKvix cvIqv hv‡e bv †h 
fvBivm weo¤^bvi wkKvi nbwb| Kw¤úDUvi fvBivm GK ai‡bi Kw¤úDUvi †cÖvMÖvg| wb‡P fvBivm wb‡q Av‡jvPbv Kiv 
nj| 
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11.5.2.1 Kw¤úDUvi fvBivm (VIRUS) wK 
Kw¤úDUvi fvBivm nj GK ai‡bi Kw¤úDUvi †cÖvMÖvg hv ¯̂sqwµqfv‡e Gw·wKDU (Self Executed)/ wbe©vn nq, 
msµgb(Self Extracted) I eske„w×(Self Replicated) K‡i| Kw¤úDUv‡ii cwifvlvq fvBivm kãwU †_‡K cvIqv 
hvq Vital Information Resources Under Seize ÒA_©vr ¸i“Z¡c~b© Drm¸‡jv ev‡Rqvß Kiv n‡q‡QÓ| fvBivm 
Kw¤úDUvi Gi †WUv dvBj bó K‡i †d‡j ev Kw¤úDUvi eyU n‡Z evav †`q A_ev nvW©wW· bó K‡i  †dj‡Z cv‡i| 
 

11.5.2.2 fvBivm Avµvš—  Kw¤úDUv‡ii j¶Y 
wbw`©ó †Kvb j¶Y Øviv Kw¤úDUvi fvBivm kbv³ Kiv hvq bv| j¶Ymg~n fvBivm †cÖvMÖvg wWRvBbvi †h fv‡e ‡P‡q _v‡K 
†m fv‡eB cÖKvk cvq| A‡bK fvBivm †Kvb j¶Y cÖKvk Kiv QvovB e¨vKMÖvD‡Û †_‡K Kw¤úDUv‡ii ¶wZ mvab K‡i 
A_ev Z_¨ cvPvi K‡i| Z‡e Kw¤úDUvi A¯^vfvweK AvPiY Ki‡jB fvBivm Avµvš— e‡j m‡›`n Kiv hvq| j¶Ymg~‡ni 
†gvUvgywU GKUv eb©bv wb‡Pq †`qv nj|  
 

• Kw¤úDUvi † −̄v n‡q hvIqv Z_v †Kvb †cÖvMÖvg †jvW/ivb n‡Z mgq †bqv 
• wW‡·i fwjD‡gi bvg cwieZ©b n‡Z cv‡i 
• nvW©wW‡· e¨vW †m±i †`Lv w`‡Z cv‡i 
• .exe dvB‡ji Size cwieZ©b n‡Z cv‡i  
• wm‡÷g Gi mgq I ZvwiL Gi AcÖZ¨vwkZ cwieZ©b n‡Z cv‡i 
• Ggwb‡ZB ‡g‡gvix †_‡K dvBj wWwjU n‡q †h‡Z cv‡i 
• wm‡÷g Gi †mwUs A‡Uv‡gwUK¨vwj cwieZ©b n‡Z cv‡i 
• wWm‡c− †iRy‡jkb Z_v †mwUs cwieZ©b n‡Z cv‡i 
• ‡dvìvi Ackb nvBW n‡q †h‡Z cv‡i 
• wd« †g‡gvix cwigv‡b Kg †`Lv‡Z cv‡i 
• nvW©wW‡·i cvwU©kb bó n‡q WvUv nvwi‡q †h‡Z cv‡i 
• Kw¤úDUvi Gi ev‡qvm Gi †WUv gy‡Q †d‡j Kw¤úDUvi APj K‡i w`‡Z cv‡i 
• nVvr wewfbœ AcÖZ¨vwkZ Bii †g‡mR w`‡Z cv‡i 
• Software Install n‡Z mgq †b‡e A_ev n‡ebv 

 

GQvov I wewfbœ ai‡bi A¯^vfvweK AvPiY Ki‡Z cv‡i| Gme j¶Y cÖKvk †c‡j a‡i †bqv hvq Kw¤úDUvi fvBivm 
Avµvš—| ZLb Avc‡W‡UW I kw³kvjx fvBivm ¯‹¨vbvi w`‡q Kw¤úDUvi ¯‹¨vb Ki‡Z n‡e| 
 

11.5.2.3 fvBiv‡mi aib 
Kw¤úDUvi n¨vKvi Z_v wµwgbvjiv cÖwZwbqZ bZ~b bZ~b fvBivm ‰Zix Ki‡Q| Kw¤úDUv‡i Avµg‡Yi aib Abyhvqx 
fvBivm wewfbœ cÖKvi n‡Z cv‡i| h_v- 
 

• eyU †m±i fvBivm (Boot sector virus) 
• UªRvb nm© fvBivm (Trojan horse virus) 
• dvBj msµvgK fvBivm (File affected virus) 
• ‡g‡gvwi †iwm‡W›U fvBivm (Memory resident virus) 
• KgvÛ cvicvm fvBivm (Command purpose virus) 
• wgD‡UwUs fvBivm (Mutating virus) 
• ‡Rbv‡ij cvicvm fvBivm (General purpose virus) 
• gvwë cvicvm fvBivm (Multi-purpose virus) 
• g¨v‡µv fvBivm (Macro virus) 
• Ifvi ivBwUs fvBivm (Over writing virus) 
• Kg‡cwbqb fvBivm (Companion virus) 
• cwjgiwdK fvBivm (Polymorphic virus) 
• w÷j_ fvBivm (Stealth virus) 
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wKQy fvBivm Gi cwiwPwZ †`qv nj- 
 

UªRvb nm© fvBivmt UªRvb nm© fvBivm AZ¨vš— gvivZ¡K fvBivm| G fvBivm dvBj gy‡Q †dj‡Z cv‡i Ggb wK m¤ú~b© 
nvW©wW· di‡gU K‡i †dj‡Z cv‡i| UªRvb nm© fvBivm mn‡R kbv³Kib Kiv hvq bv| mvaviYZ UªRvb nm© fvBivm 
Kw¤úDUv‡i cÖ‡qvRbxq mdUIq¨vi Gi QÏ‡e‡k _v‡K| 
 

eyU †m±i fvBivmt Kw¤úDUvi eyU †m±i fvBiv‡m  Avµvš— n‡j A¯^vfvweK eywUs Acv‡ikb cÖ`k©b K‡i| fvBivm 
Kw¤úDUvi Gi †g‡gvwi‡Z _v‡K Ges †g‡gvwi n‡Z Ab¨ Kw¤úDUv‡iI msµwgZ nq| 
 

dvBj msµvgK fvBivmt G fvBivm mvavibZt wbqš¿YKvix †cÖvMÖvg ev WªvBfvi dvBj‡K msµwgZ K‡i| ‡h mKj 
dvB‡ji extension  .exe I .com ZvivB G fvBiv‡m Avµvš— nq| 
 

KgvÛ cÖ‡mmi fvBivmt G fvBivm wm‡÷‡gi hidden file †K ¶wZ K‡i|   
 

11.5.2.4 fvBivm msµg‡bi gva¨g 
Kw¤úDUv‡i wewfbœ gva¨‡g fvBivm Qov‡Z cv‡i| fvBivm wb‡R wb‡R ¯^swµqfv‡e GK Kw¤úDUv‡i †_‡K Ab¨ Kw¤úDUv‡i 
†h fv‡e Qov‡Z cv‡i- 
 

• Internet ‡_‡K AciwPZ file/software Download Kivi gva¨‡g Kw¤úDUv‡i fvBivm Avm‡Z cv‡i 
• Pendrive, Floppy Disk, Hard Disk Parallel Gi Kvi‡b GK Kw¤úDUvi †_‡K Ab¨ Kw¤úDUv‡i 

fvBivm Qov‡Z cv‡i| 
• LAN I WAN G File Sharing Gi gva¨‡g GK Kw¤úDUvi †_‡K Ab¨ Kw¤úDUv‡i fvBivm Qov‡Z cv‡i| 
• Pirated Software e¨venvi Gi Kvi‡b fvBivm  Avm‡Z cv‡i| 

 

11.5.2.5 fvBivm wbimb I cÖwZ‡iv‡ai Dcvq 
fvBivm cÖwZ‡iva G PvB m‡PZbZv I mZK©Zv| m‡PZb _vK‡j fvBivm cÖwZ‡iva Kiv m¤¢e| fvBivm wbim‡bi Rb¨ 
`iKvi kw³kvjx, Avc‡W‡UW I fv‡jv gv‡bi Gw›UfvBivm mdUIq¨vi| g‡b ivL‡Z n‡e cÖwZKvi Kiv †_‡K cÖwZ‡iva 
KivB DËg| fvBivm Gi nvZ †_‡K i¶v †c‡Z †h me mZK©Zv g~jK e¨e¯’v MÖnY Kiv `iKvi Zvi wKQy †KŠkj wb‡gœ 
†`qv nj| 
 

• hZ`~i m¤¢e evwn‡ii †Kvb d¬wc wW¯‹, †cbWªvBf BZ¨vw` e¨venvi bv Kiv| 
• evwn‡ii d¬wc wW¯‹ I †cbWªvBf e¨venv‡ii c~‡e© fvBivm ¯‹¨vb K‡i †bqv| 
• d¬wc wW¯‹ I †cbWªvBf gvD‡m Wvej wK¬K K‡i I‡cb bv K‡i, explore K‡i ev  folders †_‡K A_ev  url 

Gi gva¨‡g I‡cb Ki‡Z n‡e| 
• Internet ‡_‡K AcwiwPZ †Kvb  file A_ev  .exe extension hy³ AcwiwPZ †Kvb  file Download Kiv 

†_‡K weiZ _vK‡Z n‡e| 
• fv‡jv gv‡bi I Avc‡W‡UW fvBivm ¯‹¨vbvi e¨venvi Ki‡Z n‡e| 
• B›Uvi‡bU †_‡K cª‡Z¨K w`b fvBivm ¯‹¨vbvi Avc‡WU Ki‡Z n‡e| 
• fvBivm msµwgZ mdU&Iqvi e¨venvi Kiv †_‡K Ges BbB÷j Kiv †_‡K weiZ _vK‡Z n‡e| 
• d¬wc wW¯‹ I †cbWªvBf mvBevi K¨v‡d †Z wb‡q ivBU cÖ‡U± K‡i e¨venvi Ki‡Z n‡e| 
• ¯̂qswµq (Autoexec.bat) e¨vP dvB‡j fvBivm cÖwZ‡ivaK †cÖvMÖvg ms‡hvRb Ki‡Z n‡e hv‡Z cÖwZevi 

†gwmb Ab nqvi mgq fvBivm Av‡Q wKbv ¯‹¨vb K‡i †bq| A_©vr Kw¤úDUvi Ab nqvi mgq A‡Uv ¯‹¨vb †mU 
K‡i w`‡Z n‡e|  

 

11.5.2.6 fvBivm cÖwZKv‡ii  Dcvq 
Kw¤úDUvi fvBivm Øviv Avµvš— n‡j kw³kvjx, Avc‡W‡UW I fv‡jv gv‡bi fvBivm ¯‹¨vbvi e¨venvi K‡i ¯‹¨vb Ki‡Z 
n‡e| Z‡e cÖPwjZ †cÖvMÖvg Øviv fvBivm gy³ Kiv bv ‡M‡j dvBj wWwjU Kiv Qvov †Kb Dcvq _v‡K bv| A‡bK mgq wW· 
di‡gU Kiv †cÖv‡qvRb n‡Z cv‡i Ggb wK bZ~b K‡i Acv‡iwUs wm‡÷g Bb÷j Kiv jvM‡Z cv‡i|  
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wKQy fv‡jv gv‡bi †cÖvMÖvg Gi ZvwjKv †`qv nj- 
 

• McAfee Virus Scan 
• Norton Anti Virus 
• Bitdefender Total Security 2009 
• Kspersky 
• AVG  Antivirus 
• PC-Cillin  
• AVAST 4.8 
• Panda Antivirus 2008 

 

Gme †cÖvMÖvg ¸‡jvi wewfbœ fvm©b evRv‡i wm.wW. AvKv‡i cvIqv hvq| cÖ‡qvRb Abyhvqx Dchy³ fvm©b e¨venvi Ki‡Z n‡e 
Ges gv‡S gv‡S Avc‡WU Ki‡Z n‡e| 
 

Gw›U fvBivm mdUIq¨v‡ii e¨envi 
hviv Kw¤úDUvi e¨envi K‡ib mK‡jB fvBiv‡mi e¨vcv‡i AvZw¼Z _v‡Kb| fvBivm Avm‡j GK ai‡bi †cÖvMÖvg| wb‡RB 
wb‡R‡K Ab¨ mdUIq¨vi ev †cÖvMÖv‡g Kwc Ki‡Z cv‡i| cÖ_‡g †m Kw¤úDUv‡ii †ggix‡K Avµvš— K‡i| c‡i Ab¨ 
mdUIq¨vi †K aŸsm K‡i| 
 

fvBivm †h †Kvb mgq Kw¤úDUvi‡K n¨vs(Hang) K‡i †`q A_ev †h †Kvb mgq nVvr Restart K‡i †`q| d‡j 
Avb‡mf Kiv †h †Kvb W‡Kv‡g›U nvwi‡q hvq| GQvov wKQz fvBivm Kw¤úDUv‡ii eyU †m±i‡K Avµvš— K‡i, Kv‡RB 
nvW©wW¯‹ dig¨vU ev cvwU©kb bZzb K‡i Ki‡Z nq| GQvov Kw¤úDUvi cÖPÛ † −̄v n‡q hvq Ges †h †Kvb mgq mg —̄ WvUv 
gy‡Q hvIqvi SzwK‹ _v‡K| Kw¤úDUv‡i fvBivm Avµvš— n‡j Gi MwZ, gš’i nq| nVvr nVvr Kw¤úDUvi wi÷vU© ev n v̈s n‡Z _v‡K| 
dvBj w̧ji mvBR eo n‡Z _v‡K| †cÖvMÖvg ïi“ n‡Z A‡bK mgq †bq Ges wewfbœ ai‡bi g v̈‡mR †`Lv‡Z _v‡K| 
 

fvBiv‡mi nvZ †_‡K i¶v cvIqvi Rb¨ Kw¤úDUv‡i me©‡kl fvm©‡bi kw³kvjx Gw›UfvBivm †cÖvMÖvg Bb÷j K‡i wbqwgZ 
Avc‡MÖW Ki‡Z nq| kw³kvjx Gw›UfvBivm †cÖvMÖvg †hgb- biUb BDwUwjwU, g¨vKvwd, wcwmwmwjb, GwfwR BZ¨vw`| 
GQvovI A‡b¨i e¨eüZ †Kvb d¬wc, d¬vk WªvBf, CD/DVD e¨env‡ii c~‡e© Aek¨B fvBivm †PK K‡i wb‡Z n‡e| B-
†gBj GUvP‡g›U dvBj Aek¨B †PK K‡i wb‡Z n‡e Ges AcwiwPZ KviI †gBj †Lvjv DwPZ bq| GQvov CD/DVD 
†Z ev Yahoo Briefcase G dvB‡ji e¨vKAvc Kwc ivLyb| 
 

Gw›UfvBivm Bb÷j Kiv 
evRv‡i wewfbœ ai‡bi Gw›UfvBivm †cÖvMÖvg wKb‡Z cvIqv hvq| Gi g‡a¨ †h †Kvb GKwU m¤^‡Ü aviYv _vK‡j Ab¨¸wjI 
e¨envi Kiv hv‡e| Avgiv MCAFEE Virus Scan Plus e¨envi Ki‡ev| Pjyb Bb÷j cÖwµqv †`Lv hvK| 
 

1. mdUIq¨vi CDwU WªvB‡f cÖ‡ek Kivb Ges wbw`©ó †dvìvi †_‡K CD Setup/Setup AvBK‡b Wvej wK¬K Ki“b| 
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2. McAfee Enterprise setup WvqvjM e· Avm‡e| Next evU‡b wK¬K Ki“b| 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

3. I accept the terms Ackb wm‡j± Ki“b Select Country Ackb †_‡K All Other Countries wm‡j± 
K‡i OK Ki“b| 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

4. Setup Type Ackb Avm‡e| Typical wm‡j± K‡i Next evU‡b wK¬K Ki“b| 
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5. Ready to Install e· Avm‡j Install evU‡b wK¬K Ki“b| 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

6. Bb÷j ïi“ n‡e Ges Status: †`Lv‡e| 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Installation Complete DBRvW© Avm‡j Update now I Run on-Demand Scan Ges Finish evU‡b 
wK¬K Ki“b| 
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1111..66  KKww¤¤úúDDUUvv‡‡iiii  nnvvWW©©IIqqvvii  mm¤¤úú„„³³  mmggmm¨̈vv  
mdUIq¨vi Gi cvkvcvwk Kw¤úDUv‡ii nvW©Iq¨vi m¤ú„³ wewfbœ mgm¨v †`Lv w`‡Z cv‡i| G mgm¨v †K mvavibZ `yB 
fv‡M fvM Kiv hvq h_v (K) †Kvb wWfvBm/hš¿vsk A‡K‡Rv n‡q hvIqv Ges (L) wewfbœ wWfvB‡mi g‡a¨ Avš—tms‡hvM 
wew”Qbœ nIqv| 
 

11.6.1 †Kvb wWfvBm/hš¿vsk A-‡K‡Rv n‡q hvIqv 
†Kvb wWfvBm/hš¿vsk A‡K‡Rv n‡q †M‡j H wWfvBm Gi mv‡_ m¤úwK©Z KvR ¸wj‡Z mgm¨v †`Lv †`q GgbwK c~‡iv 
wm‡÷g A‡K‡Rv n‡q c‡o| Kw¤úDUv‡ii cÖ‡mmi, gv`vi †evW©, i¨vg, nvW©wW¯‹, MÖvwd·KvW©, mvDÛKvW©, AcwUK¨vj wW·, 
Ab-Ad myBm BZ¨vw` wWfvBm ¸wj †ewk bó nq| 
 

nvW©wW· bó n‡j Kw¤úDUvi eyU n‡Z cv‡i bv| Kvib Acv‡iwUs wm‡÷‡gi Rb¨ cÖ‡qvRbxq dvBj ¸‡jv nvW©wW‡¯‹ _v‡K| 
Kw¤úDUvi Pvjy nqvi mgq mvaviYZ nvW©wW¯‹ n‡Z cÖ‡qvRbxq dvBj My‡jv  i¨v‡g G‡m Rgv nq Ges wm‡÷g eyU nq| 
ZvB nvW©wW· ev i¨vg bó n‡j wm‡÷g eyU Z_v Pvjy n‡Z cv‡i bv| gv`vi‡evW© Kw¤úDUv‡ii mKj hš¿vsk‡K cÖ‡mmi Gi 
mv‡_ hy³ K‡i| Avi cÖ‡mmi nj Kw¤úDUv‡ii †eªBb| ZvB gv`vi †evW© ev cÖ‡mmi bó n‡j Kw¤úDUvi Pvjy n‡e bv| 
 

Kw¤úDUv‡ii mKj hš¿vsk AZ¨š— m~¶ B‡jKUªwbK wWfvBm ZvB Kw¤úDUv‡ii cÖ‡mmi, gv`vi †evW©, i¨vg, nvW© wW· 
BZ¨vw` bó n‡j Avi wi‡cqvi Kiv hvq bv| cyiv BDwbUwU‡K wi‡c −m‡g›U Ki‡Z nq| 
 

MÖvwd·KvW© bó n‡j gwbU‡i wKQyB †`Lv hv‡e bv| Avi mvDÛKvW© bó n‡j mvavibZ ¯úxKv‡i †Kvb kã †kvbv hvq bv| 
 

Kw¤úDUv‡ii Avi GKwU ¸i“Z¡c~b© Ask nj cvIqvi mvc−vB BDwbU| cvIqvi mvc −vB BDwbU wVKgZ KvR bv Ki‡j A_ev 
bó n‡q †M‡j ª̀yZ wi‡c−m‡g›U Kiv `iKvi bZzev Kw¤úDUv‡ii gv`vi †evW©, cÖ‡mmi Ges nvW©wW¯‹ ¶wZMȪ ’ n‡Z cv‡i| 
‡h‡Kvb ai‡bi nvW©Iqvi m¤úwK©Z mgm¨v †`Lv w`‡j ª̀“Z Kw¤úDUvi we‡kl‡Ái civgk© wb‡Z n‡e| 
 

11.6.2 wewfbœ wWfvB‡mi g‡a¨ Avš—tms‡hvM wew”Qbœ nIqv 
A‡bK mgq Kw¤úDUv‡ii wWfvBm/hš¿vsk bó bv n‡qI wewfbœ wWfvB‡mi g‡a¨ Avš—tms‡hvM wew”Qbœ nIqvi Kvi‡b 
Kw¤úDUvi Pvjy nq bv| ZLb Kw¤úDUvi we‡klÁ w`‡q cix¶v K‡i †`L‡Z n‡e †h wK Kvi‡b Kw¤úDUvi Pvjy n‡”Q bv| 
cÖ‡qvR‡b nvW©wW‡¯‹i ms‡hvM K¨vej Z_v WvUv K¨vej, i¨vg Gi ms‡hvM Ges mKj cvIqvi mvc−vB Gi †Kej Ly‡j 
cybivq jvwM‡q †`L‡Z n‡e †h Kw¤úDUvi Pvjy nq wKbv| 
 

1111..77    KKww¤¤úúDDUUvvii  ii““wwUUbb  ii¶¶YYvv‡‡ee¶¶YY  
‰`wbK, mvßvwnK, gvwmK cÖf„wZ mgq mv‡c‡¶ Kw¤úDUv‡ii h_v_© hZœ †bqv I i¶Yv‡e¶Y cÖwµqv‡K ejv nq i“wUb 
wcÖ‡fw›Uf †gBb‡U‡bÝ ev wbqwgZ cÖwZi¶vg~jK i¶Yv‡e¶Y| 
 

cÖwZw`b Kw¤úDUv‡ii hv cix¶v Kiv `iKvi 
• Kw¤úDUv‡ii we`ÿ r jvBb, g~j †ev‡W©i m‡KU, c −vM BZ¨vw` h_vh_ fv‡e mshy³ Av‡Q wKbv 
• ‡÷wejvBRvi, BDwcGm, Kw¤úDUvi I gwbU‡ii Ab-Ad myBm ¸‡jv mwVK fv‡e KvR Ki‡Q wKbv 
• ‡Uwe‡ji Av‡kcv‡k Qwo‡q _vKv KvMR cÎ I gqjv cwi®‹vi Ki‡Z n‡e 
• Kw¤úDUv‡ii eywUs mgq Z_v ivb n‡Z mgq †ewk wb‡PQ wKbv 
• Kw¤úDUv‡i †cÖvMÖvg ivb n‡Z mgq wb‡”Q wKbv 

 

Gai‡bi mgm¨v †`Lv w`‡j cÖ‡qvRbxq e¨ve ’̄v wb‡Z n‡e| 
 

cÖwZ mßv‡n wm‡÷‡gi †h mKj hZœ cÖ‡qvRb 
• Kw¤úDUv‡ii Avkcvk cwi®‹vi Ki‡Z n‡e| 
• Kw¤úDUv‡ii †W¯‹, †kjd, †g‡S cwi®‹vi Ki‡Z n‡e| 
• m¤ú~b© Kw¤úDUvi wm‡÷‡gi fvBivm ¯‹¨vb Ki‡Z n‡e| 
• ‡Pwkm, †Km, gwbUv‡ii w¯Œb BZ¨vw` mvevb-cvwb wgwkªZ Kvco Øviv cwi®‹vi Ki‡Z n‡e| 
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cÖwZ gv‡m wm‡÷‡gi †h mKj hZœ cÖ‡qvRb 
• Kw¤úDUvi Ly‡j wfZ‡ii Ask cwi¯‹vi Kiv| 
• wW¯‹ ¯‹¨vb K‡i e¨vW †m±i Av‡Q wKbv †PK Kiv 
• wW¯‹ wWd«vM‡g›U Kiv| G‡Z Kw¤úDUvi dv÷© nq| 
• AcÖ‡qvRbxq mdUIq¨vi AvbBb÷j Kiv| 
• wW¯‹ wK¬b Kiv A_©vr wm‡÷‡g R‡g _vKv AcÖ‡qvRbxq dvBj wWwjU Kiv| 

 

cÖwZ wZbgv‡m wm‡÷‡gi †h mKj hZœ cÖ‡qvRb 
• gv`vi †evW© Ges †cwi‡divj Kv‡W© ¯’vwcZ m‡K‡U mshy³ wPc Ly‡j cwi¯‹vi K‡i cybt ’̄vcb Kiv| 
• ms‡hvM c−vM I K¨vej Ly‡j cybivq Zv jvMv‡bv| G‡Z ¶q †iva nq| 
• wcÖ›Uv‡ii wfZ‡ii Ask cwi®‹vi Kiv|  

 

cÖwZ Qqgvm ci ci †h ai‡bi i¶Yv‡e¶Y cÖ‡qvRb 
• Kw¤úDUvi Ly‡j wfZ‡ii mKj †QvU-eo m~¶ hš¿cvwZ Ly‡j cwi®‹vi K‡i Avevi jvMvb| 
• Acv‡iwUs wm‡÷‡gi cvidi‡gÝ (Performance) †PK Kiv  

 

Kw¤úDUv‡ii Av‡kcv‡k wcb, †mcwU wcb, wK¬c, Pz¤^K BZ¨vw` ivLv DwPr bq| AmveavbZv ekZt kU© mvwK©U n‡Z cv‡i| 
Pz¤^K nvW©wW‡¯‹i WvUv bó K‡i †dj‡Z cv‡i| 
 

1111..88  KKww¤¤úúDDUUvv‡‡iiii  MMwwZZ  ee„„ww××  II  ¯̄^^ vv¯̄’’ ¨̈  cciixx¶¶vv  KKiivvii  ††KKŠŠkkjj  
 

wW¯‹ wWd«vM‡g›Ut `xN©w`b Kw¤úDUvi e¨venv‡ii d‡j Kw¤úDUv‡ii wm‡÷g dvBj ¸wj G‡jv‡g‡jv fv‡e wW‡¯‹ Ae¯’vb 
‡bq| Ges A‡bK mgq †`Lv hvq GKwU dvBj †f‡½ K‡qK UzK‡iv n‡q wW‡·i wewfbœ RvqMvq Ae¯’vb †bq d‡j 
Kw¤úDUv‡ii MwZ n«vm cvq| wW¯‹ wWd«vM‡g›U Ki‡j dvBj ¸‡jv mymw¾Z n‡q Kw¤úDUv‡ii MwZ e„w× K‡i| 
 

myweavt Kw¤úDUvi Acv‡ik‡bi ¯úxW/MwZ e„w× Kiv hvq|  
 

wW¯‹ ¯‹¨vbt `xN©w`b Kw¤úDUvi e¨venvi, fvBivm, I AcÖZ¨vwmZ fv‡e we`y¨r ms‡hvM wew”Qbœ n‡q ‡M‡j nvW©wW‡¯‹ e¨vW 
†m±i ci‡Z cv‡i| GB Ae ’̄vq _vK‡j Kw¤úDUv‡ii nvW©wW¯‹ ax‡i ax‡i bó n‡q hvq| wW¯‹ ¯‹¨vb Gi gva¨‡g nvW©wW‡¯‹i 
e¨vW †m±i wi‡Kvfvi Kiv hvq Ges e¨vW †m±i hy³ AÂj gvK© K‡i ivLv hvq| d‡j bZzb K‡i Avi ‡g‡gvwi †¯úm bó 
nqbv| 
 

myweavt Kw¤úDUv‡ii nvW©wW‡¯‹i e¨vW †m±i wi‡Kvfvi Kiv hvq Ges e¨vW †m±i hy³ AÂj gvK© K‡i ivLv hvq| 
 

wi‡óvi c‡q›U wµ‡qUt A‡bK mgq †`Lv hvq †Kvb dvBj wWwjU Kivi c‡i Avgv‡`i Avevi dvBjwU cÖ‡qvRb nq A_ev 
Avgiv fzj K‡i A‡bK dvBj wWwjU K‡i ‡dwj| wi‡óvi c‡q›U wµ‡qU Kiv _vK‡j GiKg wWwjU Kiv dvBj cybivq wd‡i 
cvIqv hvq| A_ev wm‡÷‡gi AcÖZ¨vwkZ cwieZ©b n‡j c~‡e©i †mwUs wd‡i cvIqv hvq| 
 

myweavt wWwjU Kiv dvBj cybivq wd‡i cvIqv hvq| 
 

mvaviY wKQy mgm¨v I Zvi mgvavb 
 

1. mgm¨v: nvW©wW¯‹ wW‡U± K‡i bv|  
 

mgvavb: mvi‡ev Wªvg ivb K‡i wKbv j¶¨ Ki‡Z n‡e| mvwK©‡Ui cvIqvi †PK Ki‡Z n‡e| nvW©wW¯‹ Gi wcb †f‡½ †M‡j 
wcb †eBm e`jv‡Z GKB iKg cwieZ©b Kiv †h‡Z cv‡i|  
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2. mgm¨v: wcÖ›U KgvÛ w`‡j wnwRwewR A¶i wcÖ›U nq|  
 

mgvavb: G mgm¨vwU †ek K‡qKwU Kvi‡Y n‡Z cv‡i| cÖ_gZ wcÖ›Uv‡ii †WUv †KejwU cix¶v Ki“b| cÖ‡qvR‡b Ly‡j 
cwi¯‹vi K‡i bZzb K‡i mshy³ Ki“b Ges wcÖ›U Kivi mgq mwVK wcÖ›UviwU wbe©vPb Ki“b| G‡Z KvR bv n‡j wcÖ›Uvi 
WªvBfviwU K‡›Uªvj c¨v‡b‡ji A¨vW/wigyf †cÖvMÖvg †_‡K Avb-Bb÷j K‡i bZzb K‡i Bb÷j Ki“b|  
G mgm¨vwU fvBiv‡mi Kvi‡YI n‡Z cv‡i, ZvB bZzb †Kvb kw³kvjx Gw›UfvBivm w`‡q fvBivm cwi¯‹vi K‡i wbb| 
D‡j−L¨ biUb QvovI GwfwR GKwU kw³kvjx Gw›UfvBivm mdUIq¨vi| wcÖ›Uv‡ii †g‡gvwi wPc Lvivc n‡jI G ai‡bi 
Mv‡e©R wcÖ›U n‡Z cv‡i| G‡¶‡Î †fÛ‡ii m‡½ †hvMv‡hvM Ki‡Z cv‡ib|  
 

3. mgm¨v: Kw¤úDUv‡i hviv KvR K‡ib Zviv GB Gii g¨v‡mRwU †`‡L _vK‡eb| Cannot delete Access is 
denied. 

 

mgvavb: Avcwb †h dvBjwU †gvQvi †Póv Ki‡Qb †mwU nqZ †Lvjv Av‡Q A_ev †Kvb ¸i“Z¡c~b© dvBj †mwU †gvQvi †Póv 
Ki‡Qb| †h dvBjwU gyQ‡Z Pvb †mwU eÜ K‡i wbb|  
 

4. mgm¨v: wm‡gvm e¨vUvwi hLb weM‡o hvq|  
 

mgvavb: †Kwms‡qi XvKbv Ly‡j †e −vqvi w`‡q a~jvevwj cwi¯‹vi K‡i wbb| Zvici Kw¤úDUvi wi-A¨v‡m¤^wjs Ki‡Z n‡e| 
A¨v‡m¤^wjs Kivi mgq gv`vi‡ev‡W©i ¯ŒzÕi Ic‡i I bx‡P c −vw÷K Iqvkvi jvwM‡q wbb| D‡j −L¨ Iqvkvi †d¬vig¨vU †K‡U 
evbv‡bv †h‡Z cv‡i| Avcbvi bZzb †Kbv wm‡gvm e¨vUvwi wVK Av‡Q, GwUB Pj‡e|  
 

5. mgm¨v: A‡bK mgq gwbU‡ii w¯‹b †P‡c ev †e‡o †h‡Z cv‡i| Avevi gwbUi gv‡S gv‡S Kv‡jv n‡q †h‡Z cv‡i|  
 

mgvavb: GwU gwbU‡ii wUDbv‡ii mgm¨v, evRv‡i Lye Aí UvKv‡Z GB wUDbvi wKb‡Z cvIqv hvq| †Kvb fvj 
†UKwbwkqv‡bi Øviv GwU Kwi‡q wb‡Z cvi‡j fvj nq|  
 

6. mgm¨v: gwbUi Pvjy Kivi ci No signal input †jLv Avm‡Z cv‡i|  
 

mgvavb: wcwmwU bov Povi Kvi‡Y nqZ wmwcI Gi mv‡_ mshy³ gwbU‡ii AvDUcyU K¨vej KvW©wU wXjv n‡q hvIqvi 
Kvi‡Y GB mgm¨vwU n‡Z cv‡i| gwbU‡ii K¨vejwU fvj fv‡e jvwM‡q wb‡j nq‡Zv GB mgm¨vi mgvavb cvIqv hv‡e|  
 

7. mgm¨v: Kw¤úDUv‡ii nvW©wW‡¯‹ †Kv‡bv e¨vW †m±i co‡j Kxfv‡e Zv ~̀i Kiv hvq|  
 

mgvavb: nvW©wW‡¯‹ g~jZ `yÕai‡bi e¨vW †m±i co‡Z cv‡i| Gi g‡a¨ GKwU wdwRK¨vj Ab¨wU jwRK¨vj| GKUz †Póv 
K‡i jwRK¨vj e¨vW †m±i ~̀i Kiv m¤¢e| G e¨vW †m±i ~̀i Kivi GKwU mnR Dcvq n‡jv, Ab¨ GKwU Kw¤úDUv‡ii m‡½ 
mgm¨vK…Z nvW©wW¯‹wU mshy³ Ki“b| Zvici H Kw¤úDUviwU Pvjy K‡i ¶wZMÖ¯’ WªvBfwU dig¨vU K‡i †djyb| W‡m Xz‡KI 
dig¨vU KgvÛ w`‡q ¶wZMÖ¯’ WªvBfwU dig¨vU Ki‡Z cv‡ib| A_ev DB‡ÛvR †_‡K wbw ©̀ó WªvB‡f ivBU wK¬K K‡i dzj 
dig¨vU Kiv †h‡Z cv‡i| G‡Z KvR bv n‡j nvW©wW‡¯‹i me¸‡jv WªvB‡fi dvBj¸‡jv Ab¨ Kw¤úDUvi ev wmwW‡Z 
e¨vKAvc †i‡L me¸‡jv cvwU©kb †f‡½ GKwU Ki‡Z n‡e| Zvici W‡m e‡mB dig¨vU Ki“b| dig¨vU Kivi mgq †h 
†m±‡i mgm¨v i‡q‡Q †mLv‡b †g‡mR †`‡e| aiv hvK, 30 fvM dig¨vU nevi ci †g‡mR w`j| Gevi bZzb cvwU©kb Kivi 
mgq cÖvBgvwi WªvBfwU 29 fvM K‡i 30 †_‡K 35 fv‡Mi g‡a¨ jwRK¨vj WªvBfwU ˆZix Ki“b| Zvici evwK WªvBf¸‡jv 
ˆZix K‡i †djyb| Gevi GdwW‡¯‹i gva¨‡gB ˆZixK…Z †QvU WªvBfwU wWwjU K‡i w`b| GB c×wZ e¨vW †m±i‡K e−K K‡i 
†`Iqv hvq| 
 

8. mgm¨v: Gii †g‡mR DB‡Ûv‡Ri Illegal Operation. 
 

mgvavb: GwU BD‡Ûv‡Ri GKwU Kgb mgm¨v| †cÖvMÖvgwU Avevi bZzb K‡i Bb÷j Ki“b| weKífv‡e Ab¨ †Kv‡bv †gwkb 
†_‡K wbw`©ó DLL dvBjwU d¬wc‡Z K‡i Avcbvi wm‡÷‡g Kwc K‡i †`L‡Z cv‡ib| hw` cÖvqkB GwU †`‡L _v‡Kb Ges 
†ek K‡qKevi DB‡ÛvR bZzb K‡i Bb÷j K‡iI hw` mgvavb bv †c‡q _v‡Kb Z‡e Avcbvi Kw¤úDUv‡i fvBivm _vKvi 
GKUv m¤¢vebv i‡q‡Q| Gw›UfvBivm mdUIq¨vi w`‡q GKevi †PK K‡i †`Lyb| DB‡Ûv‡Ri Avc‡MÖW fvm©b Bb÷j K‡iI 
†`L‡Z cv‡ib| 
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9. mgm¨v: wcÖw›Us Gi mgq weKU kã nq|  
 

mgvavb: ûB‡j wMÖm K‡g †M‡j GB mgm¨v n‡Z cv‡i| †cwbqvg ¶q n‡q †M‡j e`jv‡Z n‡e| gUi mgm¨v _vK‡Z cv‡i|  
 

10. mgm¨v: wcÖ›Uv‡ii wieb wQ‡o hvq|  
 

mgvavb: wcÖ›Uvi GjvBb‡g›U mwVK fv‡e Av‡Q wKbv †`L‡Z n‡e| gv¯‹, i“jvi, †n‡Wi wcb¸‡jv †PK Ki‡Z n‡e| 
†cwbqvg, gUi †PK Ki‡Z n‡e|  
11. mgm¨v: wcÖ›Uvi G wcÖ›U w`‡j ïay †ccvi †ei K‡i †`q|  
 

mgvavb: wcÖ›Uvi mdUIq¨viwU bZzb K‡i Bb÷j K‡i †`L‡Z n‡e| wcÖ›U †mÝiwU †PK Ki‡Z n‡e| wcÖ›U KvwU©R †PK 
Ki‡Z n‡e|  
 

12. mgm¨v: wcÖ›U KgvÛ w`‡j wcÖ›U nq bv|  
 

mgvavb: wcÖ›Uvi mdUIq¨viwU Avb Bb÷j K‡i bZzb K‡i Bb÷j K‡i †`L‡Z n‡e| WvUv K¨vejwU ev BD Gm we 
K¨vej-G mgm¨v _vK‡Z cv‡i| wcÖ›U †g‡gvwi †PK Ki‡Z n‡e| KvwU©R †PK Ki‡Z n‡e|  
 

13. mgm¨v: cvIqvi mvc −vB cvIqvi cvq bv|  
 

mgvavb: wdDR Lvivc _vK‡Z cv‡i| _vwg©óvi, †iKwUdvqvi, K¨vcvwmUi, UªvbwRói Lvivc _vK‡Z cv‡i| †gvm‡dU G 
mgm¨v _vK‡Z cv‡i| cvIqvi mvc −vB‡qi †fZ‡i †Kv_vI kU© _vK‡Z cv‡i| K¨vcvwmUi¸‡jv †PK Ki‡Z n‡e|  
 

14. mgm¨v: i¨vg Gi wPc ¸‡jv Mig n‡q hvq|  
 

mgvavb: weªR, †iwRói¸‡jv †PK Ki‡Z n‡e| myBUvi AvB.wm †PK Ki‡Z n‡e|  
 

15. mgm¨v: i¨vg Gi wPc cy‡o †M‡j|  
 

mgvavb: m¤¢e n‡j cy‡o hvIqv AvB wm wU Ly‡j †dj‡Z n‡e Ges jvBb ¸‡jv Kv‡b± K‡i w`‡Z n‡e| G‡Z i¨vg Gi 
†kqvi wKQz K‡g †h‡Z cv‡i|  
 

16. mgm¨v: i¨vg Gi Kvi‡Y wcwm‡Z wWm‡c− Av‡m bv|  
 

mgvavb: myBUvi AvB wm wU †PK K‡i †`L‡Z n‡e|  
 

17. mgm¨v: G.wR.wc Kv‡W©i Kzwjs d¨vbwU Ny‡i bv|  
 

mgvavb: 5 †fvë ev 12 †fvë cv‡”Q wKbv †PK Ki‡Z n‡e| d¨v‡bi gqjv ¸‡jv cwi¯‹vi Ki‡Z n‡e| d¨v‡bi K‡qjwU 
cwi¯‹vi Ki‡Z n‡e|  
 

18. mgm¨v: wmwW ig wWwfwW ig-G †Kvb wmwW/wWwfwW w`‡j wio Ki‡Z cv‡i bv|  
 

mgvavb: wmwW ig Gi WvUv K¨vejwU †PK Ki‡Z n‡e| †jÝ cwi¯‹vi K‡i †`Lv †h‡Z cv‡i| cÖ‡qvRb n‡j e`jv‡Z n‡e|  
 

19. mgm¨v: wKQz¶Y Pjvi ci nVvr wmwW wiW/ivBU Kiv eÜ n‡q hvq Ges wmwW †ei K‡i †`q|  
 

mgvavb: wmwW wiW bv Kivi Kvi‡Y wmwW †ei n‡q †h‡Z cv‡i, wmwWwU e`wj‡q †`Lv †h‡Z cv‡i| †jÝ cwi¯‹vi Ki‡Z 
n‡e| mvwK©U-G WªvB †mvì _vK‡Z cv‡i|  
 

20. mgm¨v: wmwW ig Gi cvIqvi cvq bv|  
 

mgvavb: cvIqvi Kv‡b±i wU jyR _vK‡Z cv‡i| cvIqvi mvc −vB Gi Kv‡b±iwU e`wj‡q †`L‡Z n‡e Gi †fv‡ëR †PK 
Ki‡Z n‡e| wmwW ig Gi cvIqvi †mKk‡b G †fv‡ëR cv‡”Q wKbv Zv †PK Ki‡Z n‡e Ges K¨vcvwmUi, UªvbwRói ¸‡jv 
†PK Ki‡Z n‡e|  
 



  
AAaa¨̈vvqq--1111tt  KKww¤¤úúDDUUvvii  ii¶¶YYvv‡‡ee¶¶YY    

 17

21. mgm¨v: d¬wc wW¯‹ wiW Ki‡Z cv‡i bv|  
 

mgvavb: d¬wc wW¯‹ wU e`wj‡q †`L‡Z n‡e| d¬wc WªvBf Gi †jÝwU fv‡jv fv‡e cwi¯‹vi Ki‡Z n‡e| GKB ai‡bi †jÝ 
jvwM‡q †`Lv †h‡Z cv‡i| WvUv K¨v‡ej e`jv‡Z n‡e|  
 

22. mgm¨v: d¬wc WªvBf cvIqvi cvq bv|  
 

mgvavb: cvIqvi mvc −vB Gi Kv‡b±i G mgm¨v _vK‡Z cv‡i| d¬wc WªvBf Gi cvIqvi †mKkbwU †PK Ki‡Z n‡e| 
 

23. mgm¨v: d¬wc WªvBf G me mgq meyR jvBU R¡‡j _v‡K| d¬wc wW¯‹ wiW Ki‡Z cv‡i bv| 
 

mgvavb: d¬wc WªvBf-G WvUv K¨vej A_ev cvIqvi K¨v‡ej D‡ëv jvMv‡bv n‡q‡Q wKbv Zv j¶¨ Ki‡Z n‡e| K¨vej 
e`wj‡q †`L‡Z n‡e| 
 

24. mgm¨v: Mvb ïb‡Z †M‡j w¯úKvi cvIqvi cvq bv|  
 

mgvavb: Gwm KW© G mgm¨v Av‡Q wKbv †`L‡Z n‡e| w¯úKvi Gi myBP Ges GWvÞviwU †PK Ki‡Z n‡e| UªvÝdigvi 
cy‡i †M‡Q wKbv †`L‡Z n‡e| Wv‡qvW, UªvbwR÷i, †iwRóªi ¸‡jv †PK Ki‡Z n‡e| 
 

25. mgm¨v: Kw¤úDUvi Pvjy Kivi mgq Kx-†evW© Kv‡bKkb cv‡”Q bv|  
 

mgvavb: Kx-†ev‡W©i Kv‡bKkbwU †Kvb Kvi‡Y Kv‡b±i †_‡K jyR n‡q †M‡Q, Kv‡bKkbwU fvjfv‡e jvwM‡q Kw¤úDUvi 
wi÷vU© Ki“b, Kx-†evW© †c‡q hv‡e| G‡Z hw` Kx-†evW© ms‡hvM bv cvq, Ab¨ Kw¤úDUv‡i Kx-†evW©wU jvwM‡q cix¶v K‡i 
†`L‡Z cv‡ib| Kw¤úDUv‡i hw` Kx-†evW© KvR K‡i, Zvn‡j eyS‡Z n‡e †h Avcbvi Kw¤úDUv‡i Kx-†evW© Kv‡b±i I 
gv`vi †ev‡W©i mv‡_ ms‡hvMKvix c−vM jyR n‡q‡Q A_ev ¶wZMÖ¯’ n‡q‡Q, Kv‡b±iwU e`jv‡Z cv‡ib|  
 

26. mgm¨v: Kx-†ev‡W©i K‡qKwU Kx KvR Ki‡Q bv|  
 

mgvavb: Kx-†evW©wU Kw¤úDUvi †_‡K ms‡hvM wew”Qbœ Ki‡Z n‡e, Gici ¯Œz-WªvBfvi w`‡q Kx-†ev‡W©i ¯Œz̧ ‡jv Ly‡j wbw ©̀ó 
Kx¸‡jvi wbP Ask cwi®‹vi Ki“b, G mgq j¶¨ ivL‡eb †hb c −vw÷‡Ki Ici AvuKv B‡jKUªwb· mvwK©U †hb †Kvb Ae ’̄vq 
¶wZMȪ ’ bv nq I m‡i bv hvq| GLb Kx-†ev‡W©i ¯Œz jvwM‡q Kw¤úDUv‡i ms‡hvM Ki“b| Kw¤úDUvi Pvjy K‡i Kx-†ev‡W©i 
Kx ¸‡jv ciL Ki“b| G c×wZ‡Z KvR bv n‡j Kx-†evW© cvwë‡q bZzb Kx-†evW© wK‡b ms‡hvM Ki“b|  
 

27. mgm¨v: Kx-†ev‡W©i me© Wvbcv‡ki wbD‡gwiK Kx-¸‡jv KvR Ki‡Q bv|  
 

mgvavb: Num Lock †jLv Kx-wU‡Z †cÖm K‡i GwU mPj Ki“b Ges Kx-†ev‡W©i Dc‡ii w`‡K Num Lock †jLvi 
cv‡k GKwU jvBU R¡j‡Z †`L‡eb| d‡j Wvbcv‡ki me¸‡jv Kx KvR Ki‡e|   
 

28. mgm¨v: A‡bK mgq †`Lv hvq gvDm wVKgZ KvR Ki‡Q  bv, d‡j c‡q›UviwU gyf Ki‡Z A‡bK mgq bó n‡”Q|  
 

mgvavb: gvD‡mi wfZ‡i ejwU Ly‡j fvjfv‡e cwi®‹vi Ki“b Ges wfZ‡i ejwU‡K †Nviv‡bvi Rb¨ †ivjvi i‡q‡Q, 
†m¸‡jvI ïK‡bv Kvco w`‡q gqjv ¸‡jv cwi®‹vi Ki‡Z n‡e|  
 

29. mgm¨v: gvDm KvR K‡i bv|  
 

mgvavb: gvDm †cvU©wU †PK Ki‡Z n‡e| myBP¸‡jv †PK Ki‡Z n‡e| †cwbqvg ¸‡jv †PK Ki‡Z n‡e|  
 

30. mgm¨v: gvDm bvov‡j †W·U‡ci me AvBKb ¸‡jv jvdv jvwd K‡i|  
 

mgvavb: gvD‡mi †fZ‡i mvwK©UwU cwi®‹vi K‡i †`L‡Z cv‡ib| gvDm †cvU© e`j K‡iI †`L‡Z cv‡ib| mgvavb bv n‡j 
eyS‡Z n‡e gvDmwU bó n‡q †M‡Q| bZzb GKwU gvDm jvMv‡j nqZ mgvavb cv‡eb|  
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31. mgm¨v: gvDm Kv‡bKkb cv‡”Q bv ev gvDm KvR Ki‡Q bv|  
 

mgvavb: gvDm Kv‡bKkbwU  jyR _vK‡j GB mgm¨vwU n‡Z cv‡i| gvDm †cvU©wU bó n‡q‡Q wKbv †`‡L wbb| ¯Œx‡bi 
†iRy‡jkb cwieZ©b Ki‡j gvDm A‡bK mgq KvR K‡i bv| †mRb¨ Desktop G wM‡q ‡h †Kvb Lvwj hvqMvq gvD‡mi 
ivBU evUb wK¬K Ki“b| 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Display Properties bv‡g GKwU DB‡Ûv I‡cb n‡e| †mLvb †_‡K Settings U¨ve wK¬K Ki“b Gici Screen 
Resolution G‡m less HandelwU a‡i c‡q›Uvi‡K gvDm c‡q›Uvi w`‡q wKQz ev‡q ev Wv‡b †V‡j w`‡q cix¶v Ki‡Z 
cv‡ib|  
 


