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gwWDj-3
‡gŠwjK Kw¤úDUvi cÖwk¶Y gwWDj

Aa¨vq-1
Kw¤úDUvi cwiwPwZ I Kw¤úDUv‡ii †kªYx web¨vmt-

(1.1)  Kw¤úDUv‡ii cwiwPwZt-
Kw¤úDUv‡ii msÁvt-

MÖxK kã Compute †_‡K Aaybv Computer k‡ãi DrcwË| cÿvšÍ‡i †KD †KD g‡b
K‡ib j¨vwUb kã Kw¤úD‡Uqvi (Computare) †_‡K Kw¤úDUvi (Computer) k‡ãi DrcwË|
†hLv‡b Computare I Computer k‡ãi A_© MYbv Kiv| ZvB GB „̀wó‡Z Computer n‡jv
MYbvi D‡Ï‡k¨ wbwg©Z we‡kl hš¿|

GQvov ejv hvq ÒKw¤úDUvi n‡jv GKwU we‡kl B‡jKwUªK¨vj hš¿ hvi g‡a¨ c~‡e© †_‡KB wKQz
Z_¨ mwbœ‡ewkZ _v‡K Ges gvby‡li †`qv hyw³ msMZ Z‡_¨i Dci wfwË K‡i AwZ ª̀æZ I wbf~©jfv‡e
djvdj cÖ̀ vb K‡i _v‡K Ó|

Bs‡iRx‡Z ejv hvq- Computer is a set of electro machanical device, which
can sense electrical signal and logic. It can process this electrical signal
according to the logic. A_©vr Kw¤úDUvi n‡jv GK¸”Q ˆeÁvwbK h‡š¿i mgvnvi, hv ˆe ỳ¨wZK
cÖev‡ni gva¨‡g †hŠw³K Kvh©vejx m¤úv`b K‡i _v‡K| GUv ‰e ỳ¨wZK Zi½‡K wbR¯̂ ms‡K‡Z iƒcvšÍi
K‡i e¨enviKvix KZ…©K cÖ‡qvMK…Z Kgv‡Ûi mvnv‡h¨ mgm¨vi mgvavb K‡i _v‡K|

Kw¤úDUv‡ii KvR t-
Kw¤úDUv‡ii msÁv I Dnvi e¨envwiK Dc‡hvMxZv ch©v‡jvPbv Ki‡j †`Lv hvq †h, Kw¤úDUv‡ii

gva¨‡g wb‡¤œv³ KvRmg~n Kiv hvq-
K. Kw¤úDUvi g~jZ MvwYwZK wnmv‡ei wfwË‡Z KvR K‡i|
L. Kw¤úDUvi gvby‡li †`qv Z_¨mg~n MÖnY, we‡kølY, msiÿY I djvdj cÖ̀ vb K‡i|
M. Kw¤úDUvi ‡hŠw³K Kvh©vejx m¤úv`b K‡i _v‡K|
N. Kw¤úDUvi Kx‡evW©, gvDm, wW·, ‡cb WªvBf BZ¨vw`i gva¨‡g †WUv ev Z_¨ MÖnY K‡i|
O. Kw¤úDUvi BbcyU wWfvB‡mi gva¨‡g †WUv MÖnY K‡i Ges cÖ‡mm Kivi ci Zv djvdj AvKv‡i

gwbUi I wcÖ›Uv‡ii gva¨‡g cÖKvk K‡i _v‡K|

Kw¤úDUv‡ii ˆewkó¨t-
1. ª̀æZMwZt

Kw¤úDUv‡ii Ab¨Zg ˆewkó¨ n‡jv Dnv ª̀æZ MwZ‡Z mwVK djvdj cÖKvk K‡i _v‡K| GB
MwZ‡K ejv nq b¨v‡bv †m‡KÛ| GK b¨v‡bv †m‡KÛ mgvb GK †m‡K‡Ûi GKk †KvwU fv‡Mi
GK fvM|  Kw¤úDUvi GK b¨v‡bv †m‡KÛ mg‡q jÿ †KvwU †hvM,we‡qvM,¸Y I fvM BZ¨vw`
Kvh©vejx Ki‡Z cv‡i| Kw¤úDUv‡ii Kv‡Ri MwZ wba©vi‡Yi e¨eüZ GKK mg~n †m‡K‡Ûi mv‡_
Zzjbv Kiv hvq-
1 Mili Second (ms) = 10-3 second or 1/1000 second
1 Micro Second (mic s) = 10-6 second or 1/1000000 second
1 Nano Second (ns) = 10-9 second or 1/1000000000 second
1 Pico Second (ps) = 10-12 second or 1/1000000000000 second
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2. wek¦vm‡hvM¨Zv t mwVK Z‡_¨i †hvMvb w`‡j Kw¤úDUvi mwVK djvdj cÖ̀ vb K‡i Avi f~j
Z‡_¨i †hvMvb w`‡j djvdj f~j cÖ̀ vb K‡i GUvB n‡jv wek¦vm‡hvM¨Zv|

3. aviY ÿgZvt Kw¤úDUv‡ii Av‡Q mywekvj Z_¨ aviY ÿgZv| aviY ÿgZvi Rb¨ e¨eüZ nq
nvW©wW·, d¬wc wW·, †Uc WªvBf, wmwW I ‡cb WªvBf BZ¨vw`|

4. ¯§„wZt gvby‡li gZ Kw¤úDUv‡ii Av‡Q ¯§„wZ kw³| †Kvb ‡Kvb mgq gvbyl Z_¨ fz‡j hvq ev
¯§„wZ‡Z _v‡K bv wKš‘ Kw¤úDUv‡ii mywekvj ¯§„wZ‡Z †h ‡Kvb cwigvY Z_¨ aviY Ki‡Z cv‡i|

5. K¬vwšÍnxbZvt Aweivgfv‡e Kw¤úDUvi KvR Ki‡Z cv‡i| Z‡e Af¨šÍixbfv‡e hš¿vs‡ki †Kvb
ÎæwU †`Lv w`‡j ev we ỳ¨r mieiv‡ni mgm¨v n‡j Kw¤úDUvi KvR Ki‡Z cv‡i bv|

6. m~²Zvt Kw¤úDUvi AwZ m~²fv‡e †h †Kvb RwUj MvwYwZK mgm¨vi mgvavb ev djvdj cÖ̀ vb
K‡i _v‡K, hv gvby‡li Øviv KLbB m¤¢ci nq bv|

7. ¯̂qswµqZvt- †Kvb Kv‡Ri Rb¨ Kw¤úDUv‡i Dchy³ Z_¨ I wb‡ ©̀kbv cÖ‡qvM Ki‡j Kw¤úDUvi
¯̂qswµqfv‡e †mB KvRwU †kl Ki‡Z cv‡i|

Kw¤úDUv‡ii †kªYx web¨vm (Type of Computer)t-

KvR Kivi aiY I cÖK…wZ Abyhvqx  Kw¤úDUvi‡K wZb fv‡M fvM Kiv hvq h_vt-
01. Analog Computer 02. Digital Computer 03. Hybrid Computer

01. Analog Computer :
‡h Kw¤úDUvi ˆe ỳ¨wZK Zi½‡K BbcyU wn‡m‡e MÖnY K‡i wµqv m¤úv`b K‡i †mB me

Kw¤úDUvi‡K GbvjM Kw¤úDUvi e‡j| GB Kw¤úDUv‡ii mvnv‡h¨ cwigvYMZ w`K †hgbt ~̀iZ¡, we ỳ¨r
†fv‡ëR, BZ¨vw`i cwigvY MYbv Kiv hvq| GB Kw¤úDUvi ‰e ỳ¨wZK cÖev‡ni Dcw ’̄wZ I avivi Dci
wfwË K‡i wbwg©Z Ges hv Kw¤úDUvi BbcyU Dcv‡Ëi cÖwZwbwa wn‡m‡e KvR K‡i _v‡K|

02. Digital Computer :
wWwRU A_© msL¨v| Avi msL¨v n‡jv 0 †_‡K 9 wKsev 0,1| ‡h mg Í̄ Kw¤úDUvi wWwRU wb‡q

KvR K‡i A_©̈ vr MYbvi g~jbxwZ AbymiY K‡i KvR K‡i Zv‡K wWwRUvj Kw¤úDUvi e‡j| G ai‡Yi
Kw¤úDUvi mvaviYfv‡e evBbvix c×wZ‡Z A_©vr 0 I 1 Øviv KvR K‡i| wWwRUvj Kw¤úDUvi MvwYwZK
I hyw³MZ Kv‡R †ekx e¨eüZ n‡q _v‡K|

03. Hybrid Computer :
ỳÕwU wfbœ cÖK…wZi e ‘̄‡K GKwÎZ ev mgwš̂Z Kivi c×wZ‡K e‡j nvBweªW ev k¼i c×wZ|

GbvjM I wWwRUvj Dfq g~jbxwZ AbymiY K‡i †h mKj Kw¤úDUvi KvR K‡i ev ˆZix Zv‡K e‡j
nvBweªW Kw¤úDUvi| G ai‡Yi Kw¤úDUvi GbvjM wn‡m‡e BbcyU MÖnY K‡i Ges wWwRUvj wn‡m‡e
djvdj cÖKvk K‡i| mvaviYZ RwUj I ˆeÁvwbK mgm¨v mgvav‡bi Rb¨ GB ai‡Yi Kw¤úDUvi

e¨eüZ n‡q _v‡K| †hgbt- cigvYy kw³ Drcv`b cøv›U, gnvKvkhvb, hy‡× †ÿcbv ¿̄ wb‡ÿc
BZ¨vw` †ÿ‡Î G ai‡Yi Kw¤úDUvi e¨eüZ nq|

AvK…wZ, MVb, Kvh©¶gZv BZ¨vw`i Dci wfwË K‡i Kw¤úDUvi‡K Avevi 4 fv‡M fvM Kiv n‡q‡Q|
01. Super Computer 02. Main-Frame Computer  03. Mini Computer
04. Micro Computer
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01. Super Computer :
cÖwZ †m‡K‡Û GKkZ †KvwU wKsev ZviI ‡ekx MvwYwZK Kvh©vejx m¤úv`‡b mÿg eo AvKv‡ii

Kw¤úDUvi‡K e‡j mycvi Kw¤úDUvi| GB Kw¤úDUvi me‡P‡q kw³kvjx, AwZ ª̀æZ MwZ m¤úbœ I
e¨qeûj| GB Kw¤úDUvi mvaviYZ DbœZ ‡`‡k mxgve×| GB Kw¤úDUvi eûRvwZK †Kv¤úvbx, LwbR
†Zj AbymÜvb, hy× cwiPvjbv, gnvKvk M‡elYv, AvenvIqv c~e©vfvm BZ¨vw` Kv‡R e¨eüZ nq| †hgbt
CARY-1, CRAY X-MP, CYBER-205 BZ¨vw` mycvi Kw¤úDUv‡ii D`vniY|

02. Main-Frame Computer :
gvB‡µv I wgwb Kw¤úDUvi A‡cÿv DbœZ I AvKv‡i eo Ggb Kw¤úDUvi‡K ejv nq †gBb‡d«g

Kw¤úDUvi| GB Kw¤úDUv‡ii mv‡_ GKvwaK Bb‡Uwj‡RÝ I Wvwg Uvwg©bvj ms‡hvM K‡i GKB mg‡q
GKvwaK e¨enviKvix KZ©„K e¨envi Dc‡hvMx Kiv hvq| GB Kw¤úDUvi mycvi Kw¤úDUvi A‡cÿv Kg
ÿgZv m¤úbœ| e„nr dvg©, M‡elYv, wkÿv I exgv BZ¨vw` cÖwZôv‡b G ai‡Yi Kw¤úDUvi ‡ekx myweav
w`‡Z cv‡i| ‡hgbt Univac-1100, IBM-6120, IBM-4341, NCR-N8370, DATA
General-CS30 GB ai‡Yi Kw¤úDUv‡ii D`vniY|

03. Mini Computer :
mvaviYfv‡e eySv hvq †h eo bq A_P †ekx †QvUI bq Ggb ai‡bi gvSvix AvKv‡ii

Kw¤úDUvi‡K e‡j wgwb Kw¤úDUvi| GB Kw¤úDUv‡ii mv‡_ KwZcq Uvwg©bvj ms‡hvRb Kiv hvq| hvi
d‡j GB Kw¤úDUvi GKB mv‡_ KwZcq e¨enviKvix KZ©„K Ges KwZcq Kv‡Ri wbwg‡Ë e¨envi‡hvM¨|
e¨vsK ev A_©jMœxKvix ¸iæZ¡c~Y© I Riæix mvwf©‡mm cÖwZôv‡b mvaviYZ GB ai‡bi Kw¤úDUvi †ekx
myweav w`‡Z cv‡i| †hgbt PDP-11, NOVA-3, IBMS/34, IBMS/36 GB ai‡Yi Kw¤úDUv‡ii
D`vniY|

04. Micro Computer :
mvaviYZt Avgiv †h mg Í̄ Kw¤úDUvi e¨envi K‡i _vwK †m¸‡jv‡K ejv nq gvB‡µv (†QvU) ev

wcwm Kw¤úDUvi| GB Kw¤úDUvi †Kej gvÎ GKRb e¨w³ GKms‡M e¨envi Ki‡Z cv‡i| we‡k¦ GB
Kw¤úDUv‡ii e¨envi me©vwaK| hvi g~j¨I Kg I bvMv‡ji g‡a¨| GB Kw¤úDUv‡ii Ab¨Zg ˆewkó¨ n‡”Q
GKwU gvÎ wmwjKb wPcm Øviv (IC=Inegrated Circuit) wbwg©Z| Gi ¶z ª̀ cÖwµqvKiY Ask‡K
Micro processor ejv nq| CPU ev †K› ª̀xq cÖwµqvKiY Ask wn‡m‡e Microprocessor
e¨env‡ii Kvi‡YB G ai‡Yi Kw¤úDUvi‡K Micro Computer e‡j|
Micro Computer Avevi wewfbœ ai‡Yi n‡q _v‡Kt-
01. Desktop Computer 02. Laptop Computer 03. Palmtop Computer.

01. Desktop Computer :
G ai‡Yi Kw¤úDUvi mvaviYZ †W· ev †Uwe‡ji Dci ’̄vcb K‡i e¨envi Kiv n‡q _v‡K| ZvB

G¸‡jv‡K †W·Uc Kw¤úDUvi ejv n‡q _v‡K|

02. Laptop Computer :
G ai‡Yi Kw¤úDUvi AvKv‡i †QvU Ges †Kv‡ji Dci ’̄vcb K‡i e¨envi Kiv n‡q _v‡K e‡j

Gai‡Yi Kw¤úDUvi‡K j¨vcUc Kw¤úDUvi ejv n‡q _v‡K| G ai‡Yi Kw¤úDUvi †`L‡Z A‡bKUv
eªxd‡K‡mi gZ|
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03. Palmtop Computer :
G ai‡Yi Kw¤úDUvi nv‡Zi Zvjyi Dci †i‡L e¨envi Kiv nq e‡j Zv‡K cvgUc Kw¤úDUvi

ejv n‡q _v‡K|  G ai‡Yi Kw¤úDUvi AvKv‡i A‡bK †QvU| G ai‡Yi Kw¤úDUvi †`L‡Z A‡bKUv
K¨vjKz‡jU‡ii gZ|

Kw¤úDUv‡ii wewfbœ As‡ki cwiwPwZt-
gwbUi, gvDm, Kx-†evW©, wcÖ›Uvi, g‡Wg, BDwcGm, AvBwcGm, wmwcBD, BbcyU wWfvBm-

AvDUcyU wWfvBm BZ¨vw` Kw¤úDUv‡ii ¸iæZ¡c~Y© Dcv`vb| Practically †`Lv‡bv †h‡Z cv‡i|

(1.2) gvB‡µvmdU IqvW© Kx ? Gg.Gm. Iqv‡W©i e¨envi| gvB‡µvmdU IqvW© PvjyKiYt-
gvB‡µvmdU IqvW©t-

gvB‡µvmdU IqvW© n‡jv gvB‡µvmdU K‡c©v‡ikb KZ…©K wbwg©Z I GKwU kw³kvjx AZ¨vaywbK
IqvW© cÖ‡mwms †cÖvMÖvg| hvi mvnv‡h¨ Awdwmqvj hveZxq ‡jLv‡jwL, wPwUcÎvw`mn I Ab¨vb¨ Kvh©vw`
m¤úv`b Kiv hvq| GwU‡K Awdm †cÖvMÖvgI ejv n‡q _v‡K| eZ©gv‡b evRv‡i wewfbœ fvm©‡bi Awdm
mdUIq¨vi cvIqv hvq| †hgbt- Office-97, Office-2000, Office-XP BZ¨vw`|
Gg.Gm. Iqv‡W©i e¨envit-

Gi mvnv‡h¨ e¨vw³MZ ev Awdwmqvj hveZxq ‡jLv‡jwL, wPwVcÎvw`mn I Ab¨vb¨ Kvh©vw`
m¤úv`b Kiv hvq| eZ©gv‡b evRv‡i wewfbœ fvm©‡bi Awdm c¨v‡KR mdUIq¨vi cvIqv hvq| Zvig‡a¨
Office-XP Ab¨Zg|
gvB‡µvmdU IqvW© PvjyKiYt- Start>Program>Microsoft Word click. Ges Word †cÖvMÖvg
†_‡K †ei nIqvt- File>Close or File>Exit or (Alt+F4)

(1.3) Gg.Gm.Iqv‡W©i DB‡Ûv cwiwPwZ, Kvim‡ii Ae¯’vb, Kvim‡ii ¯’vbvšÍiKiYt-
Gg.Gm.Iqv‡W©i DB‡Ûv cwiwPwZt-

Menu Bar, Standard Toolbar, Formatting Toolbar, Drawing Toolbar,
Ruler, Status Bar, Vertical Scroll Bar, Horizontal Scroll Bar, BZ¨vw` Practically
†`Lv‡bv †h‡Z cv‡i|
Kvim‡ii Ae ’̄vbt-

Kvimi †hLv‡b Ae ’̄vb Ki‡e wUK †mLv‡bB †jLv‡jwLi Kvh© m¤úv`b n‡e| A_ev gvDm Øviv
Kvimi‡K †hLv‡b wK¬K Kiv n‡e †mLv‡bB Kvh© m¤úv`b n‡e| IqvK© Gwiqv‡Z Kvm©i _v‡K GKwU `vwoi
b¨vq Ges hLb †Kvb †gby ev Uzjev‡i †bIqv nq ZLb ZxiwPý aviY K‡i| Avevi KL‡bv KL‡bv RjNwo
AvKvi aviY K‡i| Practically ‡`Lv‡bv †h‡Z cv‡i|

Kvim‡ii ’̄vbvšÍiKiYt-
Arrow Key A_ev Mouse Øviv Kvimi ’̄vbvšÍi Kiv hvq| Practically ‡`Lv‡bv †h‡Z cv‡i|

evsjv A¶i e¨envit-

evsjv Aÿi UvBc Kivi R‡b¨ wewfbœ ai‡Yi evsjv Kx-†evW© Ges d›U i‡q‡Q| Z‡e †ekxi fvM
e¨enviKvix weRq evsjv e¨envi K‡i _v‡K|

weRq evsjv d‡›Ui bvg = SutonnyMJ  weRq evsjv Kx wPý
English Font Gi bvg = Times New Roman  English Key wPý
Kx-‡evW© cwieZ©b Kivi wbqg n‡jv (Ctrl+Alt+B) GKmv‡_ Pvc‡Z n‡e|
hw` J = K, H = e  Aÿi wjL‡Z cviv hvq Zvn‡j evsjv Aÿi UvBc Kiv hv‡e Ges J = J,
H = H Aÿi wjL‡Z cviv hvq Zvn‡j Bs‡iRx Aÿi UvBc Kiv hv‡e|
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weRq evsjv Aÿi mg~nt-
J = K Y = P T = U K = Z
Shift +J = L Shift +Y = Q Shift +T = V Shift +K = _
O = M U = R E = W L = `
Shift +O = N Shift +U = S Shift +E = X Shift +L = a
Q = O Shift +I = T Shift +B = Y B = b

R = c W = h N = m \ = r
Shift +R = d V = i I = n Shift +Q = s
H = e Shift +V = j P = o Shift +\ = t
Shift +H = f Shift +M = k Shift +P = p Shift +7 = u
M = g Shift +N = l Shift +W = q

Shift+F = A G.Shift +S = E G.Shift+X = J S = y
GF = Av GA = F F = v Shift +S = ~
GD = B GC = G C = ‡ Shift +C = ‰
G.Shift +D = C G.Shift+C = H D = w Shift +X = Š
Shift +S = D X = I Shift +D = x

A = „

Z = ª G = Link Shift+I G Y= PÂj (Â) BGShift+L=mÜ¨v
(Ü)

Shift+Z = ¨ JGShift+N=cixÿv (ÿ) Shift+I G U = MÄb (Ä) NGH = ¯̂cœ (¯̂)
Shift+G = | Sh+N G Sh+B=Dò(ò) IA = ü`q (ü) JGK = kw³ (³)
GG = & BGKZ=Zš¿x (š¿) RLGM= cÙ (Ù) TGT = PÆMÖvg (Æ)
Shift +A = © IGM=eªþªcyÎ (þ) NGH= ¯̂vaxb (¯̂) Shift+NGM = MÖx®§

(®§)

(1.4) GKwU WKz‡g›U ˆZix Kiv, d›U óvBj cwieZ©b, GKwU KgvÛ evwZjKiYt-
GKwU WKz‡g›U ˆZix Kivt-

gvB‡µvmdU IqvW© -G cÖ‡ek Kivi ci evsjv A_ev Bs‡iRx UvBc m¤úbœ K‡i ev cÖ‡qvRbxq
Kvh©vw` m¤úv`b K‡i File click >Save click> File name Gi N‡i ‡h †Kvb bvg wj‡L †hgbt
Habib, wj‡L AveviI Save click >or/Enter.

d›U óvBj cwieZ©bt-
gvDm A_ev Kx-‡evW© Øviv d›U óvBj cwieZ©b Kiv hvq †hgbt gvDm Øviv Format menu

>Font click >Font Gi N‡i gvDm Øviv Arrow Key Øviv cQ›` gZ d›U Ly‡R/wm‡j± K‡i ok.

GKwU KgvÛ evwZjKiYt-
Kw¤úDUv‡i KvR Ki‡Z Ki‡Z hw` AcÖ‡qvRbxq †Kvb KgvÛ G‡m hvq Zvn‡j mv‡_ mv‡_ Esc

Pvc‡j KgvÛwU evwZj n‡q hv‡e| A_ev gvDm Øviv evwZj Ki‡Z n‡e|
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cÖ‡qvRbxq Shortcut Key Board KgvÛ mg~n t-

New (Ctrl+N) = wbD ev bZzb WKy‡g›U G Mgb|
Save (Ctrl+S) = WKy‡g›U †mf ev msiÿY Kiv|
Open (Ctrl+O) = WKy‡g›U †Lvjv ev I‡cb Kiv|
Close (Ctrl+W) = WKy‡g›U eÜ ev ‡K¬vR Kiv|
Undo (Ctrl+Z) = gy‡Q hvIqv ‡jLv ev WKz‡g›U ZvrÿwYK †dir Avbv|
Redo (Ctrl+Y) = gy‡Q hvIqv ‡jLv ev WKz‡g›U ZvrÿwYK †dir Avbvi ci Avevi c~e© Ae ’̄vq

wb‡q hvIqv|
Cut (Ctrl+X) = WKy‡g›U Gi ‡Kvb Ask KvU© KgvÛ Øviv wba©vwiZ ’̄v‡b emv‡bv/cÖwZ ’̄vcb Kiv|
Copy (Ctrl+C) = WKy‡g›U Gi †Kvb Ask ûeû bKj Kiv ev Kwc Kivi KgvÛ|
Paste (Ctrl+V) = KvU© ev Kwc KgvÛ‡K Kvh©Ki Kivi Rb¨ †có KgvÛ w`‡Z n‡e|
Bold (Ctrl+B) = ‡jLvi †Kvb wbw`ó Ask wm‡j± K‡i Bold KgvÛ w`‡j Bold ev Mvp n‡e|
Italic (Ctrl+I) = ‡jLvi †Kvb wbw`ó Ask wm‡j± K‡i Italic KgvÛ w`‡j Italic n‡e|
Underline (Ctrl+U) = ‡jLvi †Kvb wbw`ó Ask wm‡j± K‡i Underline KgvÛ w`‡j

Underline n‡e|
Double Underline (Ctrl+Sh+D) = ‡jLvi †Kvb wbw`ó Ask wm‡j± K‡i Double

Underline KgvÛ w`‡j Double Underline n‡e|
Align Left (Ctrl+L)= evg w`K †_‡K †jLv ïiæ Ki‡Z n‡j Align Left KgvÛ w`‡Z n‡e|
Align Center (Ctrl+E) = gvS ‡_‡K †jLv ïiæ Ki‡Z n‡j Align Center KgvÛ w`‡Z n‡e|
Align Right (Ctrl+R) = Wvb w`K †_‡K †jLv ïiæ Ki‡Z n‡j Align Right KgvÛ w`‡Z n‡e|
Justify (Ctrl+J) = WKz‡g‡›Ui ỳB cv‡k¦© †jLv mgvb Ki‡Z n‡j Justify KgvÛ w`‡Z n‡e|
Print (Ctrl+P) = WKz‡g›U Qvcv‡bvi Rb¨ Kx‡evW© KgvÛ w`‡q wcÖ›U Kiv hvq| GR‡b¨ Kw¤úDUv‡ii

mv‡_ wcÖ›UviwU mwVKfv‡e ms‡hvM †`qv _vK‡Z n‡e|
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Aa¨vq-2
Gg.Gm.Iqv‡W©-2007 I Acv‡iwU©s wmm‡Ug|

(2.1) dvBj †gby, GwWU †gby, wfD †gby, BbmvU© †gby Ackb cwiwPwZ/Kvh©KvwiZvt
Mouse Øviv A_ev Keyboard  Command Øviv D³ †gby Ackb¸wji wewfbœ cÖ‡qvRbxq

KvR Kiv n‡q _v‡K hv Practically †`Lv‡bv †h‡Z cv‡i|

(2.2) di‡gU †gby, Uzjm †gby, †Uwej †gby cwiwPwZ/Kvh©KvwiZvtÑ
Mouse Øviv A_ev Keyboard  Command Øviv D³ †gby Ackb¸wji wewfbœ cÖ‡qvRbxq

KvR Kiv n‡q _v‡K hv Practically †`Lv‡bv †h‡Z cv‡i|

(2.3) †dvìvi ˆZix, Save As WvqvjM e· cwiwPwZ, WKz‡g›U msi¶Y,GwWwUs|

†dvìvi ˆZix t-
Mouse Øviv Desktop Gi Right Button Click K‡i New>Folder Click K‡i

wewfbœ bv‡g †dvìvi ˆZix Kiv hvq| Practically †`Lv‡bv †h‡Z cv‡i|

Save As:
Save As n‡”Q GKwU dvB‡ji cwie‡Z© wfbœ bv‡g dvBj ‰Zix Kiv; †hgbt Rakib bv‡gi

dvBjwU Shafiq bv‡g ˆZix Kiv| G Rb¨ c~‡e©i dvBjwU I‡cb K‡i Zvici File Click>Save As
Click>GKwU WvqvjM e· Avm‡e| D³ WvqvjM e‡· c~‡e©i bv‡gi dvB‡ji cwie‡Z© bZzb ‡h †Kvb
bvg wj‡L dvBj ˆZix Kiv hvq| †hgbt- Rakib bv‡gi cwie‡Z© Shafiq wjL‡Z n‡e| GRb¨-

File name: Shafiq wj‡L Save Click.

WKz‡g›U msi¶Yt-
WKz‡g›U msiÿY ej‡Z WKz‡g›U Save Kiv A_©vr Kw¤úDUv‡ii Hard disk-G WvUv ev Z_¨

msiÿY _v‡K| GRb¨ WKz‡g›UwUi KvR †kl Kivi ci- File Click>Save Click> GKwU Save
As WvqvjM e· Avm‡e WvqvjM e·wU‡Z †h †Kvb bvg wj‡L dvBj ‰Zix K‡i WKz‡g›UwU †mf ev
msiÿY Kiv hv‡e| †hgbt- Hanif

File name: Hanif wj‡L Save Click or Enter

GwWwUst- WKz‡g›U Gi †Kvb KvR ms‡kvab, ms‡hvRb, we‡qvRb BZ¨vw` Kivi Rb¨ GwWwUs Ki‡Z
nq| Practically †`Lv‡bv †h‡Z cv‡i|

(2.4) ¸iæZ¡c~Y© dvBj cvmIqvW© cwiwPwZ, cwieZ©b Ges cvmIqvW© †Lvjvt-
Password t-

¸iæZ¡c~Y© †Kvb dvBj ev WKz‡g›U ‡Mvcbxq bvg w`‡q †mf ev msiÿY KivB n‡”Q cvmIqvW©| G
Rb¨ cÖ_‡g WKz‡g›UwU m¤úv`b †k‡l †h †Kvb GKwU bvg w`‡q dvBj ‰Zix Ki‡Z n‡e †hgbt Bkarim
bv‡g dvBj ‰Zix Kiv n‡q‡Q|

Zvici Bkarim bv‡gi dvBjwU I‡cb K‡i>File click>Save As click>Tools
Click> Options click or Security Option click> GKwU WvqvjM e· Avm‡e> D³ N‡i
†Mvcbxq bvg w`‡q wjLyb †hgbt- 123456 GLv‡b D‡jøL¨ †h, cvm IqvW© eo A_ev †QvU †h Aÿ‡ii
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wjLyb Zv Aek¨B LvZvq wj‡L ivL‡Z n‡e ev ¯§iY ivL‡Z n‡e| Ab¨_vq cvmIqvW© †Lvjv hv‡e bv|
cvmIqv‡W© †h Aÿi wjL‡eb Zv * (÷vi) wP‡ý †`Lv‡e|

Password to Open ******
Avevi ûeû GKB cvm IqvW© bvg wjLyb

Password to Modify ******
Zvici Ok> Save clik or Enter.

cvmIqvW© cwieZ©bt-
cvmIqvW© †hfv‡e ˆZix Ki‡Z nq wVK ‡m wbq‡gB cvmIqvW© cwieZ©b Kiv hvq|

cvm IqvW© ‡Lvjvt-
cÖ_‡g bigvj bv‡gi dvBjwU I‡cb Kiæb ‡hgbt Bkarim, Zvici> cvmIqvW© bv¤̂viwU wj‡L

G›Uvi w`b| ‡hgbt- cvmIqvW© bv¤̂vi 123456| Practically †`Lv‡bv †h‡Z cv‡i|

(2.5)  e¨vKAvc dvBj ‰ZixKiY, ¯q̂swµqfv‡e dvBj msiÿY Kiv|
G Rb¨ Tools click> Options click> Save click>  Always create backup copy

ivBU wPý w`‡Z n‡e| Practically †`Lv‡bv †h‡Z cv‡i|

(2.6) ‡mUAvct KvM‡Ri mvBR, KvógvBR, †ccvi gvwR©b cwieZ©b|
Pape size- G Rb¨ File click>Page setup click> Paper click> cQ›` gZ †ccvi
mvBR wm‡j± Kiæb †hgbt Customize, Letter size, Legal size, A4 size.
Orientation:- Portrait (j¤̂v-jw¤̂) or Landscape  (Avov-Avwo) †ccvi n‡Z cv‡i|
Margins: Top=0.5//, Left=1//, Right=0.6//, Bottom=0.5// cÖ‡qvRb Abyhvqx|
Practically †`Lv‡bv †h‡Z cv‡i|

(2.7)   wcÖ›Uvit wcÖ›U wm‡jKkb, wcÖ›U WvqvjM e· cwiwPwZ, m¤ú~Y© WKz‡g›U Qvcv‡bv|
Printer t- wcÖ›Uv‡ii KvR n‡”Q KvM‡R Qvcv‡bv| kZ© n‡jv Kw¤úDUv‡ii mv‡_ wcÖ›UviwU
mwVKfv‡e Bbój Kiv _vK‡Z n‡e| evRv‡i wewfbœ †Kv¤úvbxi wcÖ›Uvi cvIqv hvq, Canon,
Lexmark, Epson, BZ¨vw`| GRb¨ File click>Print click> GKwU wcÖ›U WvqvjM e·
Avm‡e| Practically †`Lv‡bv †h‡Z cv‡i|

 Selection : wbw`ó Ask wm‡j± K‡i wcÖ›U KgvÛ w`‡j ïaygvÎ H AskUzKz wcÖ›U n‡e|
 All All KgvÛ w`‡j GKwU dvB‡j hZ¸wj †cR _vK‡e me¸wj †cR wcÖ›U n‡e|
 Current Page ïaygvÎ Pjgvb †cRwU wcÖ›U n‡e|
 Pages wbw`ó †cR wcÖ›U n‡e †hgbt- 1,5,7,12,15 BZ¨vw`|

Practically †`Lv‡bv †h‡Z cv‡i|

(2.8) Pjgvb †cR‡K Qvcv‡bv, wcÖ›U Ackb cwieZ©b|

 Current Page Pjgvb †cR wcÖ›U n‡e|
File click>Print click> K‡i wcÖ›U AckbwU cwieZ©b Kiv hvq|
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(2.9) Kwc, KvU© I †có Gi e¨envi, gvDm e¨envi K‡i ‡U· Kwc KiYt-
Copy (Ctrl+C) = WKy‡g›U Gi †Kvb Ask ûeû bKj Kiv ev Kwc Kivi Rb¨ cÖ_‡g wbw`ó

†jLv ev wbw`ó AskUzKz wm‡j± K‡i Zvici Kwc KgvÛ w`‡q †có KgvÛ (Ctrl+V) w`‡j Kwc n‡e|
Cut (Ctrl+X)= WKy‡g›U Gi ‡Kvb wbw`ó †jLv ev wbw`ó AskUzKz wm‡j± K‡i Zvici KvU©

KgvÛ w`‡q †có Ki‡j ‡h‡Kvb ’̄v‡b cÖwZ ’̄vcb n‡e|
Paste (Ctrl+V) = KvU© ev Kwc KgvÛ‡K Kvh©Ki Kivi Rb¨ †có KgvÛ w`‡Z n‡e|

Mouse Øviv ‡Kvb ‡jLv‡K wm‡j± K‡i Kwc KgvÛ w`‡q †có KgvÛ w`‡j †U· Kwc n‡e|

(2.10) Uzjev‡ii cwiwPwZ/WªBs Uzjevi cwiwPwZ, Uzjevi cÖ̀ k©b Kiv wKsev jyKv‡bv, Uzjevi KvógvBR,
Uzjevi gyf Kiv, Uzjevi wifvBR Kiv, Uzjev‡i GKwU Uzj hy³ ev gy³ Kiv|

Uzjev‡ii cwiwPwZt-
GRb¨ View click>Toolbars click>Standard click, Formatting click,

Drawing click K‡i BZ¨vw` Uzjevim cÖ̀ k©b Kiv hv‡e Avevi cybivq Click K‡i Uzjevim jyKv‡bv
ev gyf Kiv wifvBR BZ¨vw` Kiv hvq| Practically †`Lv‡bv †h‡Z cv‡i|
Uzjevi KvógvBRt- Gi mvnv‡h¨ Uzjev‡i Uzj hy³ ev gy³ Kiv hvq|

GRb¨-Tools click>Customize click>Commands click K‡i gvDm Øviv †U‡b
cÖ‡qvRbxq mUKvU© Uzjm AvBKb ev d›U ms‡hvRb ev we‡qvRb Kiv hvq| Practically †`Lv‡bv †h‡Z
cv‡i|

(2.11) Uzjev‡ii cwiwPwZ/WªBs Uzjevi cwiwPwZ, Uzjevi cÖ̀ k©b Kiv wKsev jyKv‡bv, KvógvBR, gyf
Kiv| Abyt (2.10) Gi Uzjevi KvógvBR Gi wbqg AbymiY KiY Ges Practically †`Lv‡bv
†h‡Z cv‡i|

(2.12) Kx-†evW© e¨envi K‡i †U· KwcKiY, †U· ’̄vbvšÍi, dvBÛ Gi gva¨‡g kã †LvuRv, dig¨vU †U·
Lyu‡R †ei Kiv|

Kx-†evW© e¨envi K‡i †U· KwcKiYt-
‡U· Kwc Kivi Rb¨ cÖ_‡g wbw`ó †jLv ev wbw`ó AskUzKz wm‡j± K‡i Zvici (Ctrl+C) KgvÛ

w`‡q (Ctrl+V) KgvÛ w`‡Z n‡e|
†U· ’̄vbvšÍit-

‡U· ’̄vbvšÍi Kivi Rb¨ cÖ_‡g wbw`ó †jLv ev wbw`ó AskUzKz wm‡j± K‡i Zvici (Ctrl+X)
KgvÛ w`‡q (Ctrl+V) Pvc‡j ‡U· ’̄vbvšÍi n‡e|
dvBÛ Gi gva¨‡g kã †LvuRvt-

†Kvb Bs‡iRx iPbv ev eo ai‡Yi ‡Kvb WKz‡g›U ˆZix Kivi ci hw` D³ iPbv ev c¨viv †_‡K
†Kvb kã GKwU Kgv‡Ûi mvnv‡h¨ cwieZ©b Kiv ev ms‡hvRb Kivi cÖ‡qvRb nq Zvn‡j dvBÛ Kgv‡Ûi
mvnv‡h¨ KvR Ki‡Z n‡e| GRb¨ Edit click>Find click Ki‡j GKwU WvqvjM e· Avm‡e D³
WvqvjM e· G Find what Gi N‡i Dog wj‡L Ges Replace with Gi N‡i Cow wj‡L
Replace All click Kiæb| D`vniY¯̂iƒct- Dog Gi cwie‡Z© Cow cÖwZ ’̄vcb n‡e|
‡hgbt-

Find what ‡h kãwU kbv³ Ki‡Z Pvb Zv wjLyb †hgbt Dog
Replace with kbv³K…Z kãwUi cwie‡Z© hv ms‡hvRb Ki‡Z Pvb †hgbt Cow

Practically †`Lv‡bv †h‡Z cv‡i|
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dig¨vU †U· Lyu‡R †ei Kivt-
Find & Replace Kgv‡Ûi mvnv‡h¨ ‡h ‡Kvb †U· ev kã Ly‡uR †ei Kiv hvq| G Rb¨ Dc‡ii

wbq‡g KvR Ki‡Z n‡e|

(2.13) wcÖ›Uv‡ii KvMR Ges †cR †j-AvDU †mUAvc Kiv|
(2.7 AbymiY Kiæb)

†cR †j-AvDU †mUAvct-
GRb¨ File click> Page setup click> Layout click>

Page
Vertical Alignment Bottom

Top
Center
Justified

Bottom G wK¬K K‡i ok Ki‡j †cRwUi bxP †_‡K Kvm©vi Ae ’̄vb Ki‡e Ges KvR Kivi mgq †cR
Dc‡ii w`‡K IV‡Z _vK‡e| Avi Top wm‡j± K‡i ok Ki‡j Kvm©vi Dc‡i Ae ’̄vb Ki‡e|
Practically †`Lv‡bv †h‡Z cv‡i|

(2.14) Uzjevi wifvBR Kiv, Uzjev‡i GKwU Uzj hy³ ev gy³ Kiv|
(Abyt 2.10 Gi wbqg AbymiY Kiæb)

(2.15) DB‡ÛvR-2007 cwiwPwZ Ges †ní †gbyi Kvh©KvwiZv|
eZ©gv‡b evRv‡i wewfbœ fvm©‡bi DB‡ÛvR Acv‡iwUs wm‡÷g cvIqv ‡hgbt DB‡ÛvR-2007,

DB‡ÛvR-2010,DB‡ÛvR-Servar, DB‡ÛvR-XP, DB‡ÛvR-Vista BZ¨vw`| DB‡ÛvR Gi Kvh©KvwiZv
m¤ú‡K© Av‡jvPbv Kiv †h‡Z cv‡i|

‡ní †gbt- †ní †gbyi Kvh©KvwiZv m¤ú‡K© Av‡jvPbv Kiv †h‡Z cv‡i|
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Aa¨vq- 3
†¯úwjs GÛ MÖvgvi ïw×KiY t-

(3.1) Spelling & Grammar WvqvjM e‡·i cwiwPwZ, evbvb hvPvBt-
Bs‡iRx evbvb ï× Kivi Rb¨ †¯úwjs GÛ MÖvgvi Gi mvnv‡h¨ KvR Ki‡Z nq| GRb¨ cÖ_‡g

Bs‡iRx WKz‡g›UwU I‡cb Kiæb  Zvici> F7 Pvcyb| A_ev Tools click>Spelling and
Grammar click GKwU WvqvjM e· Avm‡e, WvqvjM e·wUi Not in Dictionary:Gi N‡i fzj
evbvbwU †`Lv hv‡e, Ges Suggestions Gi N‡i ï× evbvbwU wm‡j± K‡i Change G wK¬K Ki‡Z
n‡e| Practically †`Lv‡bv †h‡Z cv‡i|
[

(3.2) j¨vs¸‡qR cwieZ©b Kiv, †cR K¨v‡iKUvi BZ¨vw` MYbv Kiv, †Uwej ˆZix Kiv|
j¨vs¸‡qR cwieZ©b Kivt-

Tools click>Language click> Set Language click> English click> ok.
†cR K¨v‡iKUvi MYbvt-

Tools click> Word Count click Ki‡jB KqwU K¨v‡iKUvi ev KqwU kã ev KqwU †cR
ev KqwU jvBb Zv †`Lv‡e|
†Uwej ˆZixt-

Table click>Insert>Table click Ki‡j KqwU Kjvg I KqwU †iv `iKvi Zv wj‡L ok.
‡hgbt- 3wU Kjvg Ges 10wU †iv|

†Uwej ev QKt-
1
2
3
4
5
6
7
8
9
10
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Aa¨vq-4
G‡·‡ji aviYv Ges Abykxjb|

(4.1) What is Microsoft Excel (gvB‡µvmdU GK‡mj wK?)t-
Microsoft excel n‡jv Av‡gwiKvi gvB‡µvmdU K‡cv©‡ikb KZ©„K wbwg©Z GKwU MvwYwZK

wnmve-wbKv‡mi †cÖvMÖvg ev mdUIq¨vi| GwU‡K Spread Sheet Analysis ‡cÖvMªvgI ejv n‡q _v‡K|
Gi mvnv‡h¨ MvwYwZK RwUj mgm¨vi AwZ ª̀æZ I wbf~©j mgvavb cvIqv hvq| GwU Awdm †cÖvMÖv‡giB
GKwU Ask| GwU wewfbœ fvm©‡b n‡q _v‡K †hgbt- Excel-97, Excel-2000, Excel-XP BZ¨vw`|

(4.2) Kvh©‡ÿ‡Î Gg.Gm. G‡·‡ji Abykxjbt-
gvB‡µvmdU GK‡mj ‡cÖvMÖvgwU m¤ú‡K© Rvbv I GK‡mj †cÖvMÖvgwU Practically e¨envi Kiv

†h‡Z cv‡i|

(4.3) Gg.Gm.G‡·‡ji DB‡Ûv cwiwPwZt-
Menu Bar, Standard Bar, Formatting Bar, Drawing Bar, Vertical Scroll Bar,
Horizontal Scroll Bar, Status Bar BZ¨vw` Practically †`Lv‡bv †h‡Z cv‡i|

(4.4) Work book wK?
GK‡m‡ji ‡¯cÖWkx‡U wewfbœ †WUv mwbœ‡ewkZ K‡i cwiMYbv Kiv hvq| KvR Kivi ci Zv

fwel¨‡Z e¨env‡ii Rb¨ wW‡¯‹ msiÿY Kiv hvq| msiwÿZ †¯cÖWkxU‡K dvBj ev IqvK©eyK ejv nq|
GKwU IqvK©eyK A‡bK¸wj IqvK©kxU Gi mgš̂‡q  MwVZ| GwU‡Z m‡ev©”P 225wU IqvK©kxU †bqv hvq|

Work Sheet wK?
mywekvj †¯cÖWkxU Gi †h As‡k KvR Kiv nq Zv‡K IqvK©kxU ejv nq| Bnv wKQz †iv,Kjvg, I

†mj Gi mgš̂‡q MwVZ| G‡Z 256wU Kjvg I 65536 ev Zvi AwaK mvwi Ges 16,77,216wU †mj
wb‡q MwVZ|

Spread sheet ?
‡¯cÖWkxU Gi evsjv k‡ãi A_© n‡jv Qov‡bv cvZv ev KvM‡R fuvR †Lvjv‡bv| hvi g‡a¨ wnmve

wbKvk Ges Ab¨vb¨ Kv‡Ri Rb¨ MÖvd †ccv‡ii †QvU †QvU AvqZvKvi N‡ii b¨vq A‡bK Ni m¤̂wjZ
kxU‡K †¯cÖWkxU e‡j| mywekvj †¯cÖWkx‡U wewfbœ Z_¨ msiÿY Kiv hvq|

(4.5) G‡·‡j gvDm Gi Abykxjbt-
Mouse Gi Left & Right evUb Gi KvR m¤ú‡K© Rvbv I Practically ‡`Lv‡bv †h‡Z cv‡i|

(4.6) †mj, Kjvg, ‡iv, IqvK©kxU wm‡j±KiYt-
Mouse Ges Shift e¨envi K‡i Cell, Column, Row, Worksheet wm‡j± Ki‡Z nq|

Practically †`Lv‡bv †h‡Z cv‡i|

(4.7) evsjv A¶i e¨envit-
G‡·‡ji †h As‡k evsjv KvR Ki‡Z Pvb cÖ_‡g †mB AskUzKz/IqvK©Gwiqv wm‡j± Ki‡Z n‡e

Zvici>weRq evsjv Kx‡evW© wm‡j± Ki‡Z n‡e Ges evsjv d›U SutonnyMJ wm‡j± Ki‡Z n‡e|
hw` J=K, H=e Aÿi †jLv hvq Zvn‡j evsjv KvR Kiv hv‡e|

[cÖ‡qvR‡b Kx‡evW© cwieZ©b Kivi c×wZ e¨envi Ki‡Z n‡e| Kx‡evW©  cwieZ©b Kivi c×wZ
n‡jv (Ctrl+Alt+B) GKmv‡_ Pvc‡Z n‡e|]
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Microsoft Excel mvnv‡h¨ wK wK KvR m¤úv`b Kiv hvq?
1. ˆ`bw›`b wnmve wbKvk m¤úv`b, msiÿY I we‡kølY|
2. evwl©K ev‡RU cÖYqb Ges e¨vswKs wnmve wbKvk m¤úv`b|
3. e¨emvwqK wnmve †jb‡`b ‰Zix|
4. wewfbœ ai‡bi PvU© ev MÖvd ˆZwi|
5. Salary wnmve, Electricity Bill ‰Zix|
6. ¯‹zj K‡jR I wek¦we`¨vj‡qi cixÿvi djvdj/Result Sheet ˆZix BZ¨vw`|

Gg.Gm.GK‡mj G cÖ‡ekt-
gvDm A_ev Kx‡evW© Øviv GK‡mj ‡cÖvMÖvg G cÖ‡ek Kiv hvqt-

Start>Program>Microsoft Excel click/Enter.

(4.8) Gg.Gm.GK‡mj †_‡K †ei nIqv hvq?
File>Close>File>Exit.
OR, (Alt+F)>X.

(4.9) wKfv‡e bZzb IqvK©eyK ˆZix Kiv hvq? wKfv‡e Bbf‡qm IqvK©eyK ˆZix Kiv hvq?
File >New G wK¬K> c ©̀vq GKwU New WvqvjM e· †`Lv hv‡e Zvici> Blank

workbook select K‡i gvDm Øviv wK¬K ev ok. A_ev Kx‡evW© KgvÛ (Ctrl+N) Pvc‡Z n‡e|
Bbf‡qm IqvK©eyK cÖvq GKB wbq‡g| Practically †`Lv‡bv †h‡Z cv‡i|

(4.10) ‡eZb weeiYx wnmve ev Salary Sheet ‰Zix t
bgybv QKt

A B C D E F
1 Name Designation Basic House Rent

45%
Medical

Allowance
Total Salary

2 XY Officer 12000 5400 700 18100
3 XL Assistant 5400 700
4 SS MLSS 4100 700
5
6

m~Ît-
House Rent
D2Gi N‡i Kvm©vi †i‡L = C2*45% wj‡L Enter
Total Salary
F2Gi N‡i Kvm©vi †i‡L = (C2+D2+E2) Enter
Zvici WªvM wm‡ó‡g gvDm Øviv bxP w`‡K †U‡b Ab¨vb¨ †gvU Salary †ei Ki‡Z n‡e|

(4.11) Result Sheet ˆZix Kivt-
kZ©t-
80-100 b¤̂i ‡c‡j 5 c‡q›U Ges A+, 70-79 b¤̂i ‡c‡j 4 c‡q›U Ges A, 60-69 b¤̂i ‡c‡j 3.5
c‡q›U Ges A-, 50-59 b¤̂i ‡c‡j 3 c‡q›U Ges B, 40-49 b¤̂i ‡c‡j 2 c‡q›U Ges C, 33-39
b¤̂i ‡c‡j 1 c‡q›U Ges D, 0-32 b¤̂i ‡c‡j 0 c‡q›U Ges F.
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Dc‡ii k‡Z©i Dci wfwË K‡i †MÖW wfwËK †iRvë kxU ˆZix Kivi wbqgt-
bgybv QK

A B C D E
1 Ban-I Ban-II Sub-Total GP GG
2 85 80 = =if( =if(

F G H I J
1 Eng-I Eng-II Sub-Total GP GG
2 75 80 = =if( =if(

K L M N O
1 Math Sub-Total GP GG Total Mark
2 95 = =if( =if( =

P Q R S
1 Total GP GPA General Result Final Result
2 = = =If(Q2>=5,”A+”, if(Q2>=4,”A”,

If(Q2>=3.5,”A-“,If(Q2>=3,”B”,
If(Q2>=2,”C”, If(Q2>=1,”d”,
If(Q2<1,”f”))))))) Enter.

=If(OR( E2=”F”,
J2=”F”,N2=”F”,),

”F”,R2)Enter

m~Ît-
Sub Total = C2 Gi N‡i Kvm©vi †i‡L =(a2+b2) Enter.
GP (Grade Point) ‡ei Kivi Rb¨ D2 Gi N‡i Kvm©vi †i‡L if KgvÛ e¨envi K‡i Sub Total
N‡ii b¤̂‡ii Dci wfwË K‡i m~Î cÖ‡qvM Ki‡Z n‡e| †hgbt-
=if(C2>=160,“5”, if(C2>=140,“4”, if(C2>=120,“3.5”, if(C2>=100,“3”,
if(C2>=80,“2”, if(C2>=66,“1”, if(C2<66,“0”))))))) Enter.
Abyiƒcfv‡e-
GG (General Grade) ‡ei Kivi Rb¨ E2 Gi N‡i Kvm©vi †i‡L if KgvÛ e¨envi K‡i Sub
Total N‡ii b¤̂‡ii Dci wfwË K‡i m~Î cÖ‡qvM Ki‡Z n‡e|
=if(C2>=160,“A+”, if(C2>=140,“A”, if(C2>=120,“A-”, if(C2>=100,“B”,
if(C2>=80,“C”, if(C2>=66,“D”, if(C2<66,“F”))))))) Enter.

[ ª̀óe¨t- ỳB mve‡R‡±i ‡ÿ‡Î 5 Point & A+ Gi Rb¨ 802=160 ai‡Z n‡e Ges
GK mve‡R‡±i ‡ÿ‡Î 80 ai‡Z n‡e|]

Total Mark ‡ei Ki‡Z n‡j O2 Gi N‡i Kvm©vi †i‡L Sub Total ¸‡jvi †hvM Ki‡Z n‡e|
=(C2+H2+L2) Enter.
Total GP ‡ei Ki‡Z n‡j P2 Gi N‡i Kvm©vi †i‡L GP ¸‡jvi †hvM Ki‡Z n‡e|
=(D2+I2+M2) Enter.
GPA ‡ei Ki‡Z n‡j Q2 Gi N‡i Kvm©vi †i‡L Total GP ¸‡jvi †hvMdj‡K †h KqwU welq Zv
w`‡q fvM Ki‡Z n‡e|
=(P2)/5 Enter.
General Result ‡ei Ki‡Z n‡j R2 Gi N‡i Kvm©vi †i‡L GPA Gi Ni a‡i 5 c‡q›U †c‡j A+,
4 c‡q›U †c‡j A, Abyiƒcfv‡e .................................................1 c‡q‡›Ui bx‡P †c‡j Gd
wj‡L ))))))) w`‡q G›Uvi|
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Final Result ‡ei Ki‡Z n‡j S2 Gi N‡i Kvm©vi †i‡L GG Ni¸wj = F a‡i KvR Ki‡Z n‡e|
Practically †`Lv‡bv †h‡Z cv‡i|
** Conditional Formatting:- (kZ©v‡ivc K‡i digvwUs Ki‡Z n‡e)
hviv 0-32 b¤̂‡ii g‡a¨ †c‡q‡Q Zv‡`i‡K jvj is‡O wPwýZ Kiv |
hviv 60-69 b¤̂‡ii g‡a¨ †c‡q‡Q Zv‡`i‡K bxj is‡O wPwýZ Kiv |
hviv 80-100 b¤̂‡ii g‡a¨ †c‡q‡Q Zv‡`i‡K meyR is‡O wPwýZ Kiv| Zvici Auto Format Øviv
KvR Ki‡Z n‡e| Practically †`Lv‡bv †h‡Z cv‡i|

** wKfv‡e bZzb dvBj †mf ev msiÿY Kiv hvq?
File>Save G wK¬K Ki‡j c ©̀vq GKwU Save As WvqvjM e· †`Lv hv‡e Zvici WvqvjM e‡·i

File Name Gi N‡i †h †Kvb bvg wj‡L †hgbt- abc wj‡L ok/Enter.

** wKfv‡e Page Setup Kiv hvq?
Paper Size = File>Page Setup>Paper SizeG wK¬K Ki‡Z n‡e Zvici cQ›`gZ

Letter/Legal/A4 ‡ccvi wbe©vPb K‡i w`‡Z n‡e|

Margine=Top=1//,Left=0.5//,Right=0.5//,Bottom=1//(cÖ‡qvRb gZ gvwR©b w`‡Z n‡e)
Practically †`Lv‡bv †h‡Z cv‡i|

cÖ‡qvRbxq Shortcut Keyboard KgvÛ mg~n t-

New (Ctrl+N) = wbD ev bZzb WKy‡g›U G Mgb|

Save (Ctrl+S) = WKy‡g›U †mf ev msiÿY Kiv|

Open (Ctrl+O) = WKy‡g›U †Lvjv ev I‡cb Kiv|

Close (Ctrl+W) = WKy‡g›U eÜ ev ‡K¬vR Kiv|

Undo (Ctrl+Z) = gy‡Q hvIqv ‡jLv ev WKz‡g›U ZvrÿwYK †dir Avbv|

Redo (Ctrl+Y) = gy‡Q hvIqv ‡jLv ev WKz‡g›U ZvrÿwYK †dir Avbvi ci
Avevi c~e© Ae ’̄vq wb‡q hvIqv|

Cut (Ctrl+X) = WKy‡g›U Gi ‡Kvb Ask KvU© KgvÛ Øviv wba©vwiZ ’̄v‡b emv‡bv/cÖwZ ’̄vcb Kiv|

Copy (Ctrl+C) = WKy‡g›U Gi †Kvb Ask ûeû bKj Kiv ev Kwc Kivi KgvÛ|

Paste (Ctrl+V) = KvU© ev Kwc KgvÛ‡K Kvh©Ki Kivi Rb¨ †có KgvÛ w`‡Z n‡e|

Bold (Ctrl+B) = ‡jLvi †Kvb wbw`ó Ask wm‡j± K‡i Bold KgvÛ w`‡Z n‡e|

Italic (Ctrl+I) = ‡jLvi †Kvb wbw`ó Ask wm‡j± K‡i Italic KgvÛ w`‡Z n‡e|

Underline (Ctrl+U) = ‡jLvi †Kvb wbw`ó Ask wm‡j± K‡i Underline KgvÛ w`‡Z n‡e|

Double Underline (Ctrl+Sh+D)=‡jLvi †Kvb wbw`ó Ask wm‡j± K‡i Double Underline
KgvÛ w`‡Z n‡e|

Align Left (Ctrl+L)= evg w`K †_‡K †jLv ïiæ Ki‡Z n‡j Align Left KgvÛ w`‡Z n‡e|

Align Center (Ctrl+E) = gvSLvb †_‡K †jLv ïiæ Ki‡Z n‡j Align Center KgvÛ w`‡Z n‡e|



16

Align Right (Ctrl+R) = Wvb w`K †_‡K †jLv ïiæ Ki‡Z n‡j Align Right KgvÛ w`‡Z n‡e|

Justify (Ctrl+J) = WKz‡g‡›Ui ỳB cv‡k¦© †jLv mgvb Ki‡Z n‡j Justify KgvÛ w`‡Z n‡e|

Print (Ctrl+P) = WKz‡g›U Qvcv‡bvi Rb¨ Kx‡evW© KgvÛ A_ev gvDm Øviv KgvÛ w`‡q wcÖ›U Kiv
hvq| GR‡b¨ Kw¤úDUv‡ii mv‡_ wcÖ›UviwU mwVKfv‡e ms‡hvM †`qv _vK‡Z n‡e|

(4.12) wnmve (Count) Kiv t-
Gfv‡iR, g¨vw·gvg, wgwbgvg, MYbv, gyW, †hvM, we‡qvM, fvM, ¸YY BZ¨vw` Kgv‡Ûi mvnv‡h¨

wnmv‡ei KvR Kiv hvq hv wb‡¤œ †`Lv‡bv n‡q‡Q| (Abyt 4.20 AbymiY Kiæb)

(4.13) IqvKkx©U G WvUv Gw›UªKiYt-
WvUv Gw›Uª Kivi Rb¨ cÖ_‡g cÖ‡qvRbxq †mj wm‡j± K‡i wb‡Z n‡e Zvici Data Menu >

Form> K‡i WvUv Gw›Uª Kiv hvq| †hgbt
bgybv QKt-

A B C D E F
Name Father’s name Mother’s Address Age Monthly

Income
M.A.Rahim Abdul Jabbar Jomila

Khatun
Kurigram

Sodor
40 20000

Abdul Hamid

(4.14) Kvimi wKsev †mj c‡q›Uvi ¯’vbvšÍit-
G¨v‡iv Kx Øviv Kvm©vi wKsev †mj c‡q›Ui ’̄vbvšÍi Kiv hvq e¨envwiK †`Lv‡bv †h‡Z cv‡i|

(4.15) †mj †_‡K †mj c‡q›Uvi ’̄vbvšÍit-
gvDm A_ev Kx‡evW© Øviv †mj †_‡K †mj c‡q›Uvi ’̄vbvšÍi Kiv hv‡e|
Practically ‡`Lv‡bv †h‡Z cv‡i|

(4.16) WvUv gyQv, gy‡Q hvIqv WvUv wdwi‡q Avbvt-
WvUv wm‡j± K‡i Delete Pvc‡jB gy‡Q hv‡e| Undo (Ctrl+Z) Kgv‡Ûi mvnv‡h¨ gy‡Q hvIqv

‡jLv ev WKz‡g›U ZvrÿwYK †dir Avbv Kiv|

(4.17) G‡·‡j dvBj †gby, GwWU †gby, wfD †gby, BbmvU© †gby Gi cwiwPwZt-
File,Edit,View,Insert Menu BZ¨vw` Practically ‡`Lv‡bv †h‡Z cv‡i|

(4.18) G‡·‡j di‡gU †gby, Uzjm †gby, WvUv †gby, ‡ní †gby Gi cwiwPwZt-
Format,Tools,Data,Help Menu Practically ‡`Lv‡bv †h‡Z cv‡i|

(4.19) WvUv ’̄vbvšÍit-
WvUv wm‡j± K‡i Kx‡evW© KgvÛ A_ev gvDm Øviv KvU© KgvÛ w`‡q WvUv ’̄vbvšÍi Kiv hvq|

Practically ‡`Lv‡bv †h‡Z cv‡i|

(4.20) cwimsL¨vb msµvšÍt-
wb‡¤œi m~Î cÖ‡qvM K‡i Gfv‡iR, g¨vw·gvg, wgwbgvg, MYbv, gyW, †hvM, we‡qvM, fvM, ¸YY Gi

KvR m¤úv`b Kiv hvq †hgbt
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MvwYwZK wnmve ev cwimsL¨vb msµvšÍ m~Ît-

Average = Average (A1:a12) and press Enter.
Maximum = Max (A1:a15) and press Enter.
Minimum = Min (A1:a15) and press Enter.
Count = Count (B2:B10) and press Enter.
MOD = MOD (10,3) and press Enter w`‡j fvM‡kl 1 cvIqv hv‡e|

Sum = Sum (a10:d10) and press Enter.
Subtract = Subtract (a5-b5) and press Enter.
Multiply = Multiply (a3*b3) and press Enter.
Division = Division (a6/b6) and press Enter.
Total = Sub (B2:H2) and press Enter.

(4.21) G‡·‡j g¨vw·gvBRt-
G‡·‡j Maximize Kiv Practically †`Lv‡bv †h‡Z cv‡i|

(4.22) wgwbgvBRt-
G‡·‡j Minimize Kiv Practically †`Lv‡bv †h‡Z cv‡i|

(4.23) MYbv (Count) Ges gyW (MOD) t-
Count = Count (B2:B10) and press Enter.
MOD = MOD (10,3) and press Enter w`‡j fvM‡kl 1 cvIqv hv‡e|

Practically †`Lv‡bv †h‡Z cv‡i|

(4.24) G‡·‡j ‡nWvi I dzUvi t-
gvDm A_ev Kx‡evW© KgvÛ Øviv View Menu wK¬K K‡i>Header & Footer G wK¬K>

†nWvi dzUv‡ii KvR Kiv hvq| Practically †`Lv‡bv †h‡Z cv‡i|

(4.25) G‡·‡j wmU cwieZ©b ev wfbœ bv‡g wmU ‰Zix KiYt-
gvDm c‡q›Uvi Øviv IqvK©kxU wm‡j± K‡i> gvD‡mi ivBU evUb †P‡c Rename select K‡i

†h †Kvb bvg wj‡L wmU cwieZ©b Kiv hvq| Practically †`Lv‡bv †h‡Z cv‡i|
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Aa¨vq-5
B›Uvi‡bU cwiwPwZ,I‡qe mvB‡W cÖ‡ek I B-†gBj cwiwPwZt-

(5.1) B-†gBj Gi cwiwPwZ, e¨envit-
B-†gBj A_© n‡”Q Electronic Mail ev ‰e ỳy¨wZK WvK| Avgv‡`i †`‡ki AwaKvsk gvbylB

B-†gBj m¤ú‡K© ev B-†gBj e¨env‡i AÁ| B-†gBj n‡”Q eZ©gvb hy‡M me‡P‡q ª̀æZZi I Kg Li‡P
Z_¨vw` Av`vb-cÖ̀ v‡bi gva¨g| B-†gB‡ji mvnv‡h¨ †Kvb Z_¨ ev wPwVcÎvvw` Av`vb-cÖ̀ vb Ki‡Z n‡j
Dfq c‡ÿiB B-†gBj G‡Wªm _vK‡Z n‡e| †hgbt bkarim@yahoo.com GKwU B-†gBj G‡Wªm|
B-†gBj e¨env‡ii Rb¨ 01. User ID 02. Password mwVKfv‡e e¨envi Ki‡Z nq|

E-mail Rb¨ wewfbœ ai‡Yi Software e¨eüZ n‡q _v‡K †hgbt- Outlook express,
Eudora, Netscape mail, Inernet mail, Pagasas Mail, Yahoo mail, MSN, Hotmail
BZ¨vw`| Practically †`Lv‡bv †h‡Z cv‡i|

Avevi eªvDwRs Gi Rb¨I wewfbœ ai‡Yi mdUIq¨vi e¨eüZ n‡q _v‡K †hgbt Internet
Explorar, Mozila Fairfox, Opera, Google BZ¨vw`| Practically †`Lv‡bv †h‡Z cv‡i|

B-†gBj G¨v‡Wª‡mi wZbwU Ask _v‡K †hgbt unicos@dhaka.net
unicos n‡jv User ID, @dhaka.net n‡jv domain name (domain name n‡jv ISP Gi
cwiwPwZ Ges ISP n‡jv B›Uvi‡bU †mev`vbKvix cÖwZôvb †hgbt- BTCL, BOL)

Domain name (‡Wv‡gb) Gi Avevi ỳÔwU Ask _v‡K- h_vt AvBGmwci wbR¯̂ bvg I
mvwf©‡mi cwiwPwZ| †hgbt- @dhaka.net Gi cÖ_g Ask @dhaka n‡jv BOL Gi AvBGmwci
wbR¯̂ bvg ev cwiPq Ges .net n‡jv D³ AvBGmwci mvwf©‡mi cwiwPwZg~jK Ask| Avevi . (dot)
Gi c‡ii Ask‡K ejv nq Top Level Domain.

Top Level Domain Gi K‡qKwU D`vniYt-
Uc †j‡fj †Wv‡gb ‡Wv‡gb mvwf©m ev cÖK…wZ D`vniY
.net ‡bUIqvK© mvwf©m dhaka.net
.com Kgvwk©qvj mvwf©m agnionline.com
.org AM©vbvB‡Rkb bccbd.org
.gov Mfv‡g©›Uvj bangladesh.gov
.int B›Uvib¨vkbvj un.int
.edu G¨vWz‡Kkb buet.edu
.mil wgwjUvix usarmy.mil

Avevi †Kvb †Kvb B-†gBj G¨v‡Wª‡mi Uc †j‡fj †Wv‡g‡bi c‡i GKwU Ask _v‡K, hv‡K e‡j
Kvw›Uª †KvW ev Kvw›Uª †Wv‡gb| †hgbt florabg@btcl.net.bd GLv‡b florabg n‡jv GKwU wjwg‡UW

†Kv¤úvbxi mswÿß bvg hv User ID wn‡m‡e we‡eP¨ Ges btcl.net n‡jv AvBGmwc mvfv©‡ii
cwiwPwZ Ges bd n‡jv evsjv‡`k|
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K‡qKwU Kvw›Uª †Wv‡g‡bi D`vniYt-
Kvw›Uª †Wv‡gb ‡`‡ki bvg
.au A‡÷ªwjqv
.bd evsjv‡`k
.us Av‡gwiKv (hy³ivóª)
.ca KvbvWv
.jp Rvcvb
.dk ‡WbgvK©
.pk cvwK Í̄vb
.de Rvg©vbx (Deutschland)
.my gvj‡qwkqv
.sg wm½vcyi

E-mail Account ‰Zix Kivi wbqgt-
cÖ_‡g B›Uvi‡bU Pvjy Ki‡Z n‡e Zvici>Address Bar G UvBc Ki‡Z n‡e

www.Yahoo.com wj‡L Enter Ki‡j Yahoo ‡cRwU ¯‹x‡b †`Lv hv‡e| Zvici Sign Up
click Ki‡j GKwU †iwRóvi dig msµvšÍ †cR I‡cb n‡e>Zvici D³ digwU wbqgvbyhvqx c~iY
Kivi ci B-†gBj GKvD›U ˆZix Ki‡Z n‡e| †hgbt www.bkarim@yahoo.com GKwU B-†gBj
G¨v‡Wªm|

E-mail e¨envi Kivi wbqgt-
1st Step:- cÖ_‡g B›Uvi‡b‡U Kv‡b‡±i Rb¨ BTCL-Gi mvnv‡h¨ Kv‡b± n‡Z n‡e A_ev

Mobile g‡Wg Gi mvnv‡h¨ Kv‡b± n‡Z n‡e|
Zvici-
2nd Step:- Desktop ‡_‡K Internet Explorer Double click Ki‡Z n‡e|
Zvici-
3rd Step:- Address Bar G www.yahoo.com wj‡L Enter w`‡Z n‡e|
Zvici-
4th Step:- Sign In click Ki‡Z n‡e Ges Yahoo ID & Password emv‡Z n‡e|
Zvici-
5th Step:- E-mail Check Ki‡Z n‡j A_ev cvVv‡bvi Rb¨ †gBj AvBK‡b wK¬K Ki‡Z n‡e Ges GKUz
A‡cÿv Kivi ci wb‡¤œ ỳwU Ackb †`Lv hv‡e| B-†gBj †PK Kivi Rb¨ Check Mail Ges †gBj cvVv‡bvi
Rb¨ Compose -G wK¬K Ki‡Z n‡e| (In Box G wK¬K K‡i †gBj ‡PK Kiv hv‡e)

Check Mail Compose

‡gBj cvVv‡bv Rb¨ -
Compose -G wK¬K Ki‡j GKwU WvqvjM e· Avm‡e| To Gi N‡i cÖvc‡Ki wVKvbv wjL‡Z n‡e

‡hgbt www.nkarim@yahoo.com Zvici †h dvBj ev WKz‡g›U cvVv‡Z Pvb †mB dvBjwU
Attachment K‡i A_ev cÖ‡qvRbxq WKz‡g›U UvBc K‡i wbqgvbyhvqx Send K‡i B-†gBjwU Send Kiv
hv‡e|
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(5.2) B›Uvi‡b‡Ui cwiwPwZ|
Internet n‡”Q wek¦e¨vcx Qwo‡q _vKv AmsL¨ Computer Gi g‡a¨ AvšÍtm¤úK© ev †hvMv‡hvM

e¨e ’̄v| Inter n‡jv AvšÍt Ges Net n‡jv Rvj A_©vr Rv‡ji b¨vq wek¦e¨vcx Qwo‡q wQwU‡q _vKv
Kw¤úDUvi †_‡K Kw¤úDUv‡i †h ms‡hvM ZvnvB B›Uvi‡bU| Ab¨fv‡e ejv hvq †h, Ab¨ †Kvb gva¨‡g
ci¯úi ms‡hvMK…Z Computer Gi Global Network ‡K Internet e‡j|

B›Uvi‡b‡Ui BwZnvm ch©v‡jvPbv Ki‡j †`Lv hvq †h ARPANET bvgK cÖK‡íi gva¨‡g Gi
g~j inm¨ jywK‡q i‡q‡Q| gvwK©b hy³iv‡óªi cÖwZiÿv gš¿Yvj‡qi GKwU D”P ÿgZvm¤úbœ ms ’̄vi bvg
ARPA (Advanced Research Project Agency) GB ms ’̄vi cÖavb KvR wQj gvwK©b mvgwiK
evwnbxi e¨env‡ii Rb¨ wbZ¨ bZzb cÖhyw³ D™¢veb Kiv| 1957 mv‡j †mvwf‡qZ ivwkqv KZ©„K cÖ_g
K…wÎg DcMÖn ’̄vcb Kivi cÖwZwµqv wnmv‡e gvwK©b hy³ivóª  GB ms ’̄v MVb K‡i| GB ms ’̄vi weÁvbxiv
wb‡R‡`i g‡a¨ Z‡_¨i †jb‡`‡bi Rb¨ †h ARPANET cÖKí ˆZix K‡i GiB µg weeZ©‡bi dmj
AvR‡Ki B›Uvi‡bU|

eZ©gvb we‡k¦ B›Uvi‡bU n‡”Q me‡P‡q eo wecøe| B›Uvi‡bU n‡”Q GKwU Kw¤úDUvi wbf©i
†bUIqvwK©s wm‡÷g ZvB Kw¤úDUv‡ii eûg~Lx e¨env‡ii Dci B›Uvi‡b‡Ui e¨envi wbf©i K‡i| ïiæ‡Z
†KejgvÎ Z‡_¨i Av`vb-cÖ̀ vb Kivi Rb¨ B›Uvi‡b‡Ui Rb¥ n‡jI hZB w`b hv‡”Q B›Uvi‡b‡Ui
e¨env‡ii eûg~LxZv w`bw`b e„w× cv‡”Q| Rxe‡bi wewfbœ‡ÿ‡Î B›Uvi‡b‡Ui e¨envi  we¯—…Z n‡”Q,
†KejgvÎ M‡elYv Kg© ev miKvix Kg©Kv‡Ûi g‡a¨B mxgve× bq eis mgv‡Ri mKj †kªYxi gvby‡li Rb¨
B›Uvi‡bU GLb Db¥~³|
[

(5.3) B›Uvi‡b‡Ui KvR t-
Kw¤úDUvi †_‡K Kw¤úDUv‡i wewfbœ g~Lx †hvMv‡hvM ’̄vcb I Z_¨ Av`vb-cÖ̀ vbB n‡”Q

B›Uvi‡b‡Ui KvR| B›Uvi‡bU n‡”Q wek¦e¨vcx gvby‡li Rb¨ me‡P‡q Dc‡hvMx †mev cÖ̀ vbKvix †hvMv‡hvM
ev gva¨g| †hgbt- B-†gBj Av`vb-cÖ̀ vb, ‡PwUs, I‡qf eªvDwRs BZ¨vw`|

(5.4) B›Uvi‡b‡Ui e¨envi t-
B›Uvi‡b‡Ui gva¨‡g Z‡_¨i Av`vb-cÖ̀ vb, Z_¨ AvniY, wkÿv‡ÿ‡Î B›Uvi‡bU, e¨emv-evwY‡R¨

B›Uvi‡bU, Avjvc-Av‡jvPbv, we‡bv`b, weÁvcb cÖPv‡i, msev`cÎ mieiv‡n BZ¨vw` †ÿ‡Î B›Uvi‡bU
e¨envi n‡q _v‡K|

(5.5) B›Uvi‡bU wKfv‡e eÜ Kiv nqt-
gvDm Øviv ev Kx-†evW© Øviv B›Uvi‡bU Kv‡b±‡K wWm-Kv‡b‡±i gva¨‡g B›Uvi‡bU eÜ Ki‡Z nq|

(5.6) I‡qf mvB‡Wi e¨envit-
I‡qf mvB‡W ’̄vwcZ I‡qf †cR n‡”Q GKai‡bi WKz‡g›U| GK GKwU I‡qf ‡c‡R GKvwaK

c„óv _v‡K| cÖwZwU c„óv Avjv`v Avjv`v dvB‡j ˆZix K‡i nvBcvi wjs‡Ki gva¨‡g Dnv‡`i ms‡hvM †`qv
nq| I‡qf †cR‡K †Kvb B›Uvi‡bU mvf©v‡i ’̄vcb Kivi Rb¨ (FTP=File Transfer Protocol)
FTP †cÖvMÖvg e¨envi K‡i I‡qf mvB‡W mshyw³ K‡i †`qv nq Zvici D³ I‡qfmvBW n‡Z
e¨enviKvixMY B›Uvi‡bU Pvjy K‡i KvswLZ Z_¨vw` AvniY K‡i _v‡K|

‡hgbt msev` cÎ ev g¨vMvwRb ‡`Lv, ¯‹zj, K‡jR, wek¦we`¨vj‡qi cixÿvi djvdj †`Lv, eo
eo cÖwZôv‡bi ev wek¦we`¨vj‡qi wewfbœ Z_¨vw` m¤ú‡K© Rvbv ev †`Lv, Kw¤úDUv‡ii ‡Kvb mdUIq¨vi
m¤ú‡K© Rvbv ev WvDb‡jvW Kiv, Mvb ‡kvbv, wfwWI †`Lv ev we‡bv`b BZ¨vw`|
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(5.7) Uªvej mywUs Kivi wbqgvejxt-
Kw¤úDUvi Ges B›Uvi‡b‡Ui ỳB ai‡Yi mgm¨v †`Lv w`‡Z cv‡i- 01. nvW©Iq¨vi m¤úwK©Z

02.mdUIq¨vi m¤úwK©Z| Kw¤úDUvi Ges B›Uvi‡bU mgm¨v mgvav‡b ev UªvejmywUs welqwU
Practically ‡`Lv‡bv †h‡Z cv‡i|

(5.8) mvBb Avc Ges mvBb Bb - mvBb AvDU t-
B›Uvi‡b‡U B-†gBj GKvD›U User create Gi Rb¨ mvBb-Avc (Sign up) e¨envi  K‡i

B-‡gBj GKvD›U ˆZix Ki‡Z nq Ges  B-†gBj Av`vb-cÖ̀ v‡bi Rb¨ mvBb-Bb (Sign in) e¨envi
Ki‡Z nq Ges Sign out K‡i Pjgvb B-‡gBj BDRvi †K¬vR K‡i †h †Kvb B-‡gBj BDRvi mvBb Bb
e¨envi K‡i B-‡gBj Av`vb cÖ̀ vb Ki‡Z cv‡i|  ( Abyt 5.1 As‡k Av‡jvPbv Kiv n‡q‡Q )
Practically ‡`Lv‡bv †h‡Z cv‡i|


