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CCCCC’ Y˚W SÙm ˘NVp-ßh-Pj-ßu Gk-˘RkR ®˚X-L-˚[d LPk-’s-˙[Ùm

Gufl ®˚]‹ ·⁄e-Ls.

$ ˘NVp-ßh-Pj-ßu Lt-T-˚]-L-fim, ˘LÙs-˚L-L-fim, CXd-œ-L-fim æo-UÙ-≤d-

Ll-Th-P-].

$ RL-Yp ßWh-P-¤dœj ˙R˚Y-VÙ] Æ]Ùj˘RÙ-œl-◊, ’i”l©W-—-Wm B°-

V-Yt-̊ \f ̆ NÙt-̆ N-V≠ (Word Processor) ET-̇ VÙ-°j-’j RVÙ-̈ d-Ll-ThP].

$ Ck-Rd L⁄-Æ-L-∞u ER-Æ-˙VÙ” Ud-L-∞-P-™-⁄k’ RL-Yp-Ls ˙NL-¨d-Ll-

ThP].

$ CYt-fl-Pu C˚Q-V-R-[m, L⁄j-’-Y-[d œflk-Rh” B°-V-Yt-±-≠-⁄k-’m

˘NVp-ßh-Pj-ßtœj ˙R˚Y-VÙ] RL-Yp-L-s ˙NL-¨d-Ll-Th-P-].

$ °˚PjR RL-Yp-L˚[ Æ¨-RÙ-∞u (Spread sheet) ER-Æ-Ÿ-Pu Tœj-RÙnk’

£X ÿ•-‹-Lfim Li-”-©-•l-◊--Lfim ̆ T\l-Th-P-].

$ Cd-Li-”-©-•l-◊-L˚[ Ko A±-ÿL ˘Uu-˘TÙ-⁄-∞u ER-Æ-Ÿ-Pu

UÙQ-YoLs Ut-flm B£-¨-Vo-Ls ÿu-≤-˚X-´p ̆ Y∞-´-Pl-Th-P-’.

$ B£-̈ -Vo-Ls Ut-flm UÙQ-Yo-Ls T¨k-’-̊ WjR L⁄j-’d-L-∞u A•l-

T-˚P-´p ˘NVp-ßhP A±d-˚L-´p ˙R˚Y-VÙ] UÙt-\e-Ls ˘Nn-

Vl-Th-P-’.

C≤, ˘NVp-ßh-Pj-ßu Cfl-ß-Y-•-Ym RVÙ-¨j’ ˘Y∞-´-P-

˙Yi”m. Æ¨-RÙ-∞p Es[ RL-Yp-L-˚[-Ÿm, TPe-L-˚[-Ÿm NÙoh”-

L-˚[-Ÿm Eh-T-”jß A±d-˚L˚V Suœ RVÙ-¨d-L-˙Yi-”m. ARtœl ©\œ

˘NVp-ßh-Pj-ßu Cflß ̆ Y∞-¬h-•tœ SÙs œ±j’, AkR SÙ∞p Ee-Ls ̆ Y∞-

¬h˚Pd ˙LhLl Ts∞j R˚X˚U B£-¨-V-⁄d-œm Utfl B£-¨-Vo-L-fid-œm,

Si-To-Lfid-œm A˚Zl-©-Rr ˘LÙ”d-L-˙Yi-”m. ARt-œl ©\œ A±d˚L

˘Y∞-´-P-‹m. A±d-˚L˚V Æ[m-T-W-lT-”j-R-‹m ̇ Yi-”m.

A±d˚L RVÙ-¨dL øe-Ls Lt-fld ˘LÙiP ˘NÙt-˘N-V-≠-˚Vl TVu-T-”j-

RXÙm. A˚Rl TVu-T-”jß A±d˚L RVÙ-¨dL CRtœ ÿu øe-Ls Bn‹

A±d˚L ˘Y∞-¬h-•tœA±d˚L ˘Y∞-¬h-•tœA±d˚L ˘Y∞-¬h-•tœA±d˚L ˘Y∞-¬h-•tœA±d˚L ˘Y∞-¬h-•tœ

˘NÙt˘NV≠˘NÙt˘NV≠˘NÙt˘NV≠˘NÙt˘NV≠˘NÙt˘NV≠
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5. A±d˚L ˘Y∞-¬h-•tœ ˘NÙt˘NV≠

˘NnR Gk-˘RkR L⁄j-’d-L-˚[l TVu-T-”j-R-XÙm G]l TÙol-˙TÙm.

Style - BY-Qj-ßtœ J˙W Y•-Ym A˚Uj-RpBY-Qj-ßtœ J˙W Y•-Ym A˚Uj-RpBY-Qj-ßtœ J˙W Y•-Ym A˚Uj-RpBY-Qj-ßtœ J˙W Y•-Ym A˚Uj-RpBY-Qj-ßtœ J˙W Y•-Ym A˚Uj-Rp

G›j-’-Y-•-Ym (Font) ˙Rok-˘R-”l-T-Rtœm ARu A[-‹m ®\-ÿm æo-UÙ-

≤l-T-Rt-œm øe-Ls ˘Nu\ Yœl-©p T•j-’s-«o-Ls. ˙U¤m Ck-Ë-≠p CWi-

PÙm CV-≠p Æ]Ùj˘RÙ-œl-◊m ’i”l©W-—-W-ÿm RVÙ-¨j-R-˙TÙ’ øe-Ls Lt-\-

Yt˚\ ¡i-”m ˘NVp-T-”j-R-‹m ÿ•k-R’. ™L-‹m A•l-T-˚P-VÙ] Text

SÙm ÿu-]o Lt-\˚YSÙm ÿu-]o Lt-\˚YSÙm ÿu-]o Lt-\˚YSÙm ÿu-]o Lt-\˚YSÙm ÿu-]o Lt-\˚Y

$ ˘NÙt˘-N-V-≠-´p A±d-˚L-´u TdL A˚Ul˚T ˘NÙt˘-N-V-≠-´p A±d-˚L-´u TdL A˚Ul˚T ˘NÙt˘-N-V-≠-´p A±d-˚L-´u TdL A˚Ul˚T ˘NÙt˘-N-V-≠-´p A±d-˚L-´u TdL A˚Ul˚T ˘NÙt˘-N-V-≠-´p A±d-˚L-´u TdL A˚Ul˚T (page layout) Ÿm Td-L- Ÿm Td-L- Ÿm Td-L- Ÿm Td-L- Ÿm Td-L-

Æ-∞m◊d ˙LÙh-˚P-Ÿm Æ-∞m◊d ˙LÙh-˚P-Ÿm Æ-∞m◊d ˙LÙh-˚P-Ÿm Æ-∞m◊d ˙LÙh-˚P-Ÿm Æ-∞m◊d ˙LÙh-˚P-Ÿm (margin) J›e-œ-T-”j-R-XÙm. J›e-œ-T-”j-R-XÙm. J›e-œ-T-”j-R-XÙm. J›e-œ-T-”j-R-XÙm. J›e-œ-T-”j-R-XÙm.

$ A±d-˚L-˚Vj Rh-Pf—f ˘Nn-V-XÙm.A±d-˚L-˚Vj Rh-Pf—f ˘Nn-V-XÙm.A±d-˚L-˚Vj Rh-Pf—f ˘Nn-V-XÙm.A±d-˚L-˚Vj Rh-Pf—f ˘Nn-V-XÙm.A±d-˚L-˚Vj Rh-Pf—f ˘Nn-V-XÙm.

$ G›j-’l ©˚Z -˙TÙu-\-Yt-˚\j ß⁄j-R-XÙm.G›j-’l ©˚Z -˙TÙu-\-Yt-˚\j ß⁄j-R-XÙm.G›j-’l ©˚Z -˙TÙu-\-Yt-˚\j ß⁄j-R-XÙm.G›j-’l ©˚Z -˙TÙu-\-Yt-˚\j ß⁄j-R-XÙm.G›j-’l ©˚Z -˙TÙu-\-Yt-˚\j ß⁄j-R-XÙm.

$ G›j-’d-L-fidœ AZ-LÙ] Y•-YeL˚[j G›j-’d-L-fidœ AZ-LÙ] Y•-YeL˚[j G›j-’d-L-fidœ AZ-LÙ] Y•-YeL˚[j G›j-’d-L-fidœ AZ-LÙ] Y•-YeL˚[j G›j-’d-L-fidœ AZ-LÙ] Y•-YeL˚[j (font)˙Rok-˘R-”d-L-XÙm.˙Rok-˘R-”d-L-XÙm.˙Rok-˘R-”d-L-XÙm.˙Rok-˘R-”d-L-XÙm.˙Rok-˘R-”d-L-XÙm.

$ G∞-ßp T•d -Lj RœkR ÿ˚\-´p G›j-’ -Y -• -Ye-L -∞u A[-˚Y-ŸmG∞-ßp T•d -Lj RœkR ÿ˚\-´p G›j-’ -Y -• -Ye-L -∞u A[-˚Y-ŸmG∞-ßp T•d -Lj RœkR ÿ˚\-´p G›j-’ -Y -• -Ye-L -∞u A[-˚Y-ŸmG∞-ßp T•d -Lj RœkR ÿ˚\-´p G›j-’ -Y -• -Ye-L -∞u A[-˚Y-ŸmG∞-ßp T•d -Lj RœkR ÿ˚\-´p G›j-’ -Y -• -Ye-L -∞u A[-˚Y-Ÿm

Y˚L-˚V-Ÿm ˙Rok-˘R”d-L-XÙm.Y˚L-˚V-Ÿm ˙Rok-˘R”d-L-XÙm.Y˚L-˚V-Ÿm ˙Rok-˘R”d-L-XÙm.Y˚L-˚V-Ÿm ˙Rok-˘R”d-L-XÙm.Y˚L-˚V-Ÿm ˙Rok-˘R”d-L-XÙm.

$ R˚Xl-◊-L˚[ ©\ G›j-’d-L-˚[-ÆPl ˘T¨V G›j-ßp S”l-T-œ-ß-´˙XÙR˚Xl-◊-L˚[ ©\ G›j-’d-L-˚[-ÆPl ˘T¨V G›j-ßp S”l-T-œ-ß-´˙XÙR˚Xl-◊-L˚[ ©\ G›j-’d-L-˚[-ÆPl ˘T¨V G›j-ßp S”l-T-œ-ß-´˙XÙR˚Xl-◊-L˚[ ©\ G›j-’d-L-˚[-ÆPl ˘T¨V G›j-ßp S”l-T-œ-ß-´˙XÙR˚Xl-◊-L˚[ ©\ G›j-’d-L-˚[-ÆPl ˘T¨V G›j-ßp S”l-T-œ-ß-´˙XÙ

Ap-X’ JWe-L-∞˙XÙ J›e-œ-T-”j-R-XÙm.Ap-X’ JWe-L-∞˙XÙ J›e-œ-T-”j-R-XÙm.Ap-X’ JWe-L-∞˙XÙ J›e-œ-T-”j-R-XÙm.Ap-X’ JWe-L-∞˙XÙ J›e-œ-T-”j-R-XÙm.Ap-X’ JWe-L-∞˙XÙ J›e-œ-T-”j-R-XÙm.

$ ÿd-°Vj R˚Xl-©t-œm ©\ ’˚QjR˚Xl-◊-L-fid-œm R≤j-R≤ G›j-’ÿd-°Vj R˚Xl-©t-œm ©\ ’˚QjR˚Xl-◊-L-fid-œm R≤j-R≤ G›j-’ÿd-°Vj R˚Xl-©t-œm ©\ ’˚QjR˚Xl-◊-L-fid-œm R≤j-R≤ G›j-’ÿd-°Vj R˚Xl-©t-œm ©\ ’˚QjR˚Xl-◊-L-fid-œm R≤j-R≤ G›j-’ÿd-°Vj R˚Xl-©t-œm ©\ ’˚QjR˚Xl-◊-L-fid-œm R≤j-R≤ G›j-’

Y•-YeL˚[ J›e-œ-T-”j-R-XÙm.Y•-YeL˚[ J›e-œ-T-”j-R-XÙm.Y•-YeL˚[ J›e-œ-T-”j-R-XÙm.Y•-YeL˚[ J›e-œ-T-”j-R-XÙm.Y•-YeL˚[ J›e-œ-T-”j-R-XÙm.

$ Tj-ß-L˚[ AZÙ-LÙL Y•-Y-˚Ud-L-XÙm.Tj-ß-L˚[ AZÙ-LÙL Y•-Y-˚Ud-L-XÙm.Tj-ß-L˚[ AZÙ-LÙL Y•-Y-˚Ud-L-XÙm.Tj-ß-L˚[ AZÙ-LÙL Y•-Y-˚Ud-L-XÙm.Tj-ß-L˚[ AZÙ-LÙL Y•-Y-˚Ud-L-XÙm.

$ Jq-˘YÙ⁄ Td-Lj-ß-¤m YW-˙Yi-•V ˙Up-Y¨Ÿm ∏r Y¨-Ÿm ˘LÙ”d-L-XÙm.Jq-˘YÙ⁄ Td-Lj-ß-¤m YW-˙Yi-•V ˙Up-Y¨Ÿm ∏r Y¨-Ÿm ˘LÙ”d-L-XÙm.Jq-˘YÙ⁄ Td-Lj-ß-¤m YW-˙Yi-•V ˙Up-Y¨Ÿm ∏r Y¨-Ÿm ˘LÙ”d-L-XÙm.Jq-˘YÙ⁄ Td-Lj-ß-¤m YW-˙Yi-•V ˙Up-Y¨Ÿm ∏r Y¨-Ÿm ˘LÙ”d-L-XÙm.Jq-˘YÙ⁄ Td-Lj-ß-¤m YW-˙Yi-•V ˙Up-Y¨Ÿm ∏r Y¨-Ÿm ˘LÙ”d-L-XÙm.

$ TdL Gi Eh-T-”j-R-XÙm.TdL Gi Eh-T-”j-R-XÙm.TdL Gi Eh-T-”j-R-XÙm.TdL Gi Eh-T-”j-R-XÙm.TdL Gi Eh-T-”j-R-XÙm.

$ Ah-P-Y-˚Q-Ls RVÙ-¨j’ A±d-˚L-´p Eh-T-”j-R-XÙm.Ah-P-Y-˚Q-Ls RVÙ-¨j’ A±d-˚L-´p Eh-T-”j-R-XÙm.Ah-P-Y-˚Q-Ls RVÙ-¨j’ A±d-˚L-´p Eh-T-”j-R-XÙm.Ah-P-Y-˚Q-Ls RVÙ-¨j’ A±d-˚L-´p Eh-T-”j-R-XÙm.Ah-P-Y-˚Q-Ls RVÙ-¨j’ A±d-˚L-´p Eh-T-”j-R-XÙm.

$ L⁄j-’-Y-[d œflk-Rh-•-≠-⁄k’m C˚QV R[j-ß-≠-⁄k-’m Ee-Ls ˘NÙkRlL⁄j-’-Y-[d œflk-Rh-•-≠-⁄k’m C˚QV R[j-ß-≠-⁄k-’m Ee-Ls ˘NÙkRlL⁄j-’-Y-[d œflk-Rh-•-≠-⁄k’m C˚QV R[j-ß-≠-⁄k-’m Ee-Ls ˘NÙkRlL⁄j-’-Y-[d œflk-Rh-•-≠-⁄k’m C˚QV R[j-ß-≠-⁄k-’m Ee-Ls ˘NÙkRlL⁄j-’-Y-[d œflk-Rh-•-≠-⁄k’m C˚QV R[j-ß-≠-⁄k-’m Ee-Ls ˘NÙkRl

TPe-L˚[ v˙Lu ˘Nn’ A±d-˚L-´p Eh-T-”j-R-XÙm.TPe-L˚[ v˙Lu ˘Nn’ A±d-˚L-´p Eh-T-”j-R-XÙm.TPe-L˚[ v˙Lu ˘Nn’ A±d-˚L-´p Eh-T-”j-R-XÙm.TPe-L˚[ v˙Lu ˘Nn’ A±d-˚L-´p Eh-T-”j-R-XÙm.TPe-L˚[ v˙Lu ˘Nn’ A±d-˚L-´p Eh-T-”j-R-XÙm.

$ ¥ml, ˘T´u-”, Kl-Tu B¿v h-WÙ, ˙TÙu\ °WÙ-©d ˘Uu-˘TÙ-⁄h-Ls ET-¥ml, ˘T´u-”, Kl-Tu B¿v h-WÙ, ˙TÙu\ °WÙ-©d ˘Uu-˘TÙ-⁄h-Ls ET-¥ml, ˘T´u-”, Kl-Tu B¿v h-WÙ, ˙TÙu\ °WÙ-©d ˘Uu-˘TÙ-⁄h-Ls ET-¥ml, ˘T´u-”, Kl-Tu B¿v h-WÙ, ˙TÙu\ °WÙ-©d ˘Uu-˘TÙ-⁄h-Ls ET-¥ml, ˘T´u-”, Kl-Tu B¿v h-WÙ, ˙TÙu\ °WÙ-©d ˘Uu-˘TÙ-⁄h-Ls ET-

˙VÙ-°j-’j RVÙ-¨jR TPe-L -˚[Ÿm Y•-Y-˚Ul-◊ -L -˚[Ÿm ˙R˚Y-VÙ]˙VÙ-°j-’j RVÙ-¨jR TPe-L -˚[Ÿm Y•-Y-˚Ul-◊ -L -˚[Ÿm ˙R˚Y-VÙ]˙VÙ-°j-’j RVÙ-¨jR TPe-L -˚[Ÿm Y•-Y-˚Ul-◊ -L -˚[Ÿm ˙R˚Y-VÙ]˙VÙ-°j-’j RVÙ-¨jR TPe-L -˚[Ÿm Y•-Y-˚Ul-◊ -L -˚[Ÿm ˙R˚Y-VÙ]˙VÙ-°j-’j RVÙ-¨jR TPe-L -˚[Ÿm Y•-Y-˚Ul-◊ -L -˚[Ÿm ˙R˚Y-VÙ]

CPj-ßp Eh-T-”j-R-XÙm.CPj-ßp Eh-T-”j-R-XÙm.CPj-ßp Eh-T-”j-R-XÙm.CPj-ßp Eh-T-”j-R-XÙm.CPj-ßp Eh-T-”j-R-XÙm.

$ A±d-˚L-´-u Ah˚P A˚Ul˚T ¥ml, Kl-Tu B¿v hWÙ ˙TÙu\A±d-˚L-´-u Ah˚P A˚Ul˚T ¥ml, Kl-Tu B¿v hWÙ ˙TÙu\A±d-˚L-´-u Ah˚P A˚Ul˚T ¥ml, Kl-Tu B¿v hWÙ ˙TÙu\A±d-˚L-´-u Ah˚P A˚Ul˚T ¥ml, Kl-Tu B¿v hWÙ ˙TÙu\A±d-˚L-´-u Ah˚P A˚Ul˚T ¥ml, Kl-Tu B¿v hWÙ ˙TÙu\

°WÙ-©d ˘Uu-˘TÙ-⁄h-L-∞-u ERÆŸPu AZ-œ-T-”j-R-XÙm.°WÙ-©d ˘Uu-˘TÙ-⁄h-L-∞-u ERÆŸPu AZ-œ-T-”j-R-XÙm.°WÙ-©d ˘Uu-˘TÙ-⁄h-L-∞-u ERÆŸPu AZ-œ-T-”j-R-XÙm.°WÙ-©d ˘Uu-˘TÙ-⁄h-L-∞-u ERÆŸPu AZ-œ-T-”j-R-XÙm.°WÙ-©d ˘Uu-˘TÙ-⁄h-L-∞-u ERÆŸPu AZ-œ-T-”j-R-XÙm.

$ A±d-˚L -´u  Y• -Yj -˚R -  AZ-œ -T -”jR Ah˚P, R˚Xl -◊l Td -Lm,A±d -˚L -´u  Y• -Yj -˚R -  AZ-œ -T -”jR Ah˚P, R˚Xl -◊l Td -Lm,A±d -˚L -´u  Y• -Yj -˚R -  AZ-œ -T -”jR Ah˚P, R˚Xl -◊l Td -Lm,A±d -˚L -´u  Y• -Yj -˚R -  AZ-œ -T -”jR Ah˚P, R˚Xl -◊l Td -Lm,A±d -˚L -´u  Y• -Yj -˚R -  AZ-œ -T -”jR Ah˚P, R˚Xl -◊l Td -Lm,

Es-[-Pd-Lm ˙TÙu\ Td-Le-L-˚[f ˙Nod-L-XÙm.Es-[-Pd-Lm ˙TÙu\ Td-Le-L-˚[f ˙Nod-L-XÙm.Es-[-Pd-Lm ˙TÙu\ Td-Le-L-˚[f ˙Nod-L-XÙm.Es-[-Pd-Lm ˙TÙu\ Td-Le-L-˚[f ˙Nod-L-XÙm.Es-[-Pd-Lm ˙TÙu\ Td-Le-L-˚[f ˙Nod-L-XÙm.
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Formating ˘RÙØp ÷h-T-UÙL C’ A˚Uk-R-’. B]Ùp Ko A±d˚L RVÙ-¨d-

œm˙TÙ’m BY-Qe-Ls RVÙ-¨d-œm ˙TÙ’m J˙W Y•-Yj˚R A˚UjR Cj-R-

˚LV A•l-T˚P Formating Uh-”˙U ˙TÙRÙ-’. AYt˚\ ÆPf -Ntfl EVokR

®˚X-´-¤s[ ˘RÙØp-÷h-Te-L-˚[l TVu-T-”j-ß-]Ùp A±d˚L RVÙ-¨j-Rp

™L G∞-RÙ-L-‹m, ˙YL-UÙ-L-‹m ˘Nn-V-XÙm. Aj-R-˚LV ˘RÙØp ÷h-Te-L-[Ù-°V

^˚Pp (Style) ˙Ud˙WÙ (Macro) B°-VYt˚\ Cq-Æ-V-≠p øe-Ls Lt-Ll-

˙TÙ-°-»o-Ls.

v˚Ppv˚Ppv˚Ppv˚Ppv˚Pp (Style)

Ee-Ls A±d-˚L-´p Ju-±tœ ˙Ut-ThP R˚Xl-◊-Ls, ’˚Qj-R-˚Xl-◊-

Ls, C˚Qj-R-˚Xl-◊-Ls LÙQl-T-”-Up-XYÙ? C˚Y- VÙ-‹m J˙W A[-Æ-¤m

Y•-Yj-ß-¤-m A˚U-Y-ßp˚X. B]Ùp GpXÙ CVp-L-∞u R˚Xl-◊-L-fim Ju-

fl-˙TÙp C⁄d-L-˙Yi-”m. A’-˙TÙXl TX TÙPe-L-∞p Y⁄m ’˚QjR˚Xl-◊-

L-fim Ju-fl-̇ TÙp LÙQl-T-P-̇ Yi-”m. J˙W Y˚L-̊ Vf NÙokR G›j-’d-L-∞u

A[-‹m Y•-Y-ÿm ®\-ÿm ©\ A˚Ul-◊-L-fim J˙W UÙß-¨-VÙL A˚U-V-

˙Yi”m.

øe-Ls C’-Y-˚W -T-•jR ÷h-Te-L-˚[l TVu-T-”jß CkR A˚Ul©tœ

Æ[m-T-Wj-ßt-LÙ] TVu-TÙ” Æ[m-T-Wj-ßt-LÙ] TVu-TÙ” Æ[m-T-Wj-ßt-LÙ] TVu-TÙ” Æ[m-T-Wj-ßt-LÙ] TVu-TÙ” Æ[m-T-Wj-ßt-LÙ] TVu-TÙ” (Applications) LsLsLsLsLs

Sm-SÙh-•p £fl-S-L-We-L-∞p ·P LÙQl-T-”-Y-RÙ-œm DTP ˚UVe-Ls. ◊j-R-Lj

RVÙ-¨l-◊d-œj ˙R˚Y-VÙ] TdL A˚Ul-◊, Y•-Y-˚Ul◊ ˙TÙu\ TX ˘NVp-TÙ-”-

L˚[ G∞-RÙLf ˘NVp-T-”jR ER-‹-Y˙R DTP (Desk Top Publishing). ˘NÙt-˘N-V-≠-

-́≠-⁄k’ UÙfl-ThP TVu-TÙh” (Application) ̆ Uu-̆ TÙ-⁄s CRtœl TVu-T-”j-Rl-

T-”-°-\-’. Cufl TW-Y-XÙLd LÙQl-T-”m DTP TVu-TÙh”dœ Adobe Gu\ Lm-˘T-≤-

´-u Pagemaker TVu-T-”-°-\-’. B]Ùp £X-Y-⁄-Pe-L-fidœ ÿu-◊-Y˚W ˘T⁄m-TÙ-

XÙ-˙]Ùo TVu-T-”j-ß-YkR’ Corel Gu\ Lm-˘T-≤-´u Ventura Bœm. B]Ùp

Cufl SÙ˙[”-Ls TX-‹m Quark Express Gu\ TVu-TÙh˚Pl TVu-T-”j-’-°u-\-

]. Adobe˛u AßL YN-ß-Ls ˘LÙiP TVu-TÙ” In Design Bœm. C˚Y-VÙ-‹m

NÙ[-We-L-∞p ˘NVp-T-”-°-\-’. ˘TÙ’-YÙL DTP ˘Uu-˘TÙ-⁄h-L-∞u Æ˚X C⁄-T-RÙ-

´-Wm ÿRp Im-T-RÙ-´-Wm Y˚W˙VÙ ARt-L-ß-L-UÙ-L˙YÙ C⁄d-œm. d‡/≠]dv

TVu-T-”j-’m J⁄ DTP TVu-TÙ” Bœm. NÙRÙ-WQ DTP YN-ß-Ls Gp-XÙm Cßp

LÙQl-T-”-°-\-’. 2001-̨ p Et-Tjß BWm-©d-Ll-ThP CkRl TVu-TÙ” Y⁄m Bi”-

L-∞p TX YN-ß-L-fi-Pu ◊Lr-˘T-flm. C’ CX-YN ˘Uu-˘TÙ-⁄s B˚L-VÙp

Lh-PQm ˘LÙ”d-LÙ-Up °˚Pd-œm. TQm Nm-TÙ-ßdL Ap-X-Ù-Up ©\ ˙R˚Y-L-

fidœ Uh-”m TVu-T”j-Rl-T-”m J⁄ DTP TVu-TÙ” Rag.time Bœm.

˘Y∞-¬h•tœ ER-Æ-VÙL Cu-fls[ GpXÙ CVd-œ-ÿ˚\Lfim TVu-T”j-Rj

RœkR J⁄ ®Wp Tex Bœm. C˚Rl-Tt± CkRl TÙPj-ßp 110, 118 B°V Td-Le-L-

∞p Æ[d-Ll-Th”s-[˚Rd LÙi-L.
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J˙W Y•-Ym ˘T\-˙Yi-”-˘Uu-\Ùp Gu-˘]u] ˘Nn-V-˙Yi-”-˘Uufl TÙol-

˙TÙm.

$ Jq-˘YÙ⁄ A˚Ul-◊d-LÙ] YÙd-°-Vj˚Rj ˙Ro‹ ˘Nn’ AYt-±tœj

˙R˚Y-VÙ] G›j-’-Y-•-Ym ˙Rok-˘R-”d-L-˙Yi-”m.

$ G›j-’d-L-∞u A[˚Yj æo-UÙ-≤d-L-˙Yi-”m.

$ G›j-’d-L∞u Ru˚U (Bold), NÙn‹ (Italic) Ap-X’ A•-d˙LÙ-•h-PRÙ

Gu-T˚Rj æo-UÙ-≤d-L-˙Yi-”m.

$ G›j-ßu ®\j˚R ®o-Q-´d-L-˙Yi-”m.

$ G›j-’d-L-∞u A˚Ul˚T J›e-œ-T-”j-R-˙Yi-”m.

Style Palate

Format ˘U‡-Æ-≠-⁄k’ Stylist B˚Q-˚Vd °∞d ˘Nn-Ÿm-˙TÙ’ °˚Pl-T-RÙ-

œm v˚Pp ˙TXh. CkRl ˙TXh-•p Gu-˘]u] Es-[]?

˙TXh-•u ˙Up CPl--Td-Lj-ß-≠-⁄k’ YX-l-Td-L-UÙ-L Gh”l T¶d-œ-±-Ls LÙQl-

T”-°-\-Rp-XYÙ? C˚Y ÿ˚\˙V Paragraph Style, Character Style, Frame Style,

Page Style, Numbering Style, Fill Format Mode, New Style from Selection,

Update Style Gu-T-Y˙V Bœm. (˙U-¤s[ TPm LÙi-L)

-˙TXh-•p ∏›s[ Ah-P-Y-̊ Ql ̆ Th-•-́ p LÙi-T˚Y A˚]j-’m Open Office

Writer˛p Cl-˙TÙ-’s[ v˚Pp-Ls Bœm. CkR v˚P-¤-L˚[ øe-Ls ˙U¤m AZ-œ-

T-”j-R-XÙm, B]Ùp AØdL CV-XÙ-’.

Paragraph Style

Character Style

Frame Style

Page Style

Numbering Style

Style
Names

Fill Format Mode

New Style from Selection

Updated Style
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RL-Yp ˘RÙØp ÷h-T-Æ-Vp ˛ 

Jq-˘YÙ⁄ ’˚Qj-R-˚Xl-˚TŸm Cq-YÙfl ˙Ro‹ ˘Nn’ Format ˘Nn-Y’

G∞-Rp-X. A’ LÙX ÆW-Vj-ßt-œf LÙW-Q-UÙ-œm Gu-T-ßp IV-™p-˚X. Aß-L-

UÙ] ’˚Qj R˚Xl-◊-Ls Jq-˘YÙu-±t-œm Jufl ˙TÙ¤s[ Format.

R≤jR-≤-VÙL A∞dL ÿVu-\Ùp £X A˚Ul-◊-L-[Ù-Y’ Æ”-TP YÙnl

-◊s-[]. Cj-R-˚LV „r-®-˚X-´p v˚Pp Gu\ ˘RÙØp ÷h-Tm Sm ER-Ædœ

Y⁄-°-\-’.

BY-Qe-L-fidœ J˙W Y•-Yj˚R Ht-T-”jRf ˘NÙt-˘N-V-≠-´p Eh-T-”j-

Rl-Th-•-⁄d-œm J⁄ ˘RÙØp-÷h-T-UÙ-œm C’. øe-Ls ’˚Qj R˚Xl-◊-L˚[

A˚Ud-œm ˙TÙ’ AYt˚\ Jq-˘YÙu-\ÙL R≤j-R-≤˙V Y•-Y-˚Ul◊ ˘Nn-V-

˙Yi-•-V-ßp-̊ X. ARt-œl Tß-XÙL Ht-L-]˙Y Y•-Y-̊ Ul◊ ˘Nn’ ˚Yj-ß-

⁄d-œm J⁄ v˚Pp A∞j-RÙp ˙TÙ’m. CR-]Ùp Y•-Y-˚Ul-©t-LÙ-Ll TVu-T-

”j-’m LÙX ÆW-Vm R”d-Ll-T-”-°u-\-’. ˙U¤m A±d˚L Jj-R-Y-•-Yj-ßp

A˚UV‹m v˚Pp-Ls ER-‹-°u-\-].

v˚Pp ˛ KlTu B©v ˚Wh-P-¨pv˚Pp ˛ KlTu B©v ˚Wh-P-¨pv˚Pp ˛ KlTu B©v ˚Wh-P-¨pv˚Pp ˛ KlTu B©v ˚Wh-P-¨pv˚Pp ˛ KlTu B©v ˚Wh-P-¨p

Kl-Tu B©v ˚Wh-P-¨p ÿd-°-V-UÙL Ik’ Y˚L v˚Pp-Ls LÙQl-

T”m.

$ ˙LWd-Po v˚Pp

$ TÙjß (TÙ-W-°-WÙl)

$ @l-̆ Wnm v˚Pp

$ ˙Tw v˚Pp

$ Sm-T-̈ e v˚Pp

Sm-ÿ-˚PV ̆ NVp-ßhP A±d-˚L-´p CkR Ik’

v˚Pp-L-˚[-Ÿm TVu-T-”j-R-XÙm. G≤-‡m ˘RÙPd-

Lm Gu\ ®˚X-´p G∞-RÙ] ˙LWd-Po v˚Pp TVu-

T-”j-Rd Lt-fld ˘LÙs-˙YÙm.

˙LWd-Po v˚Pp ˙LWd-Po v˚Pp ˙LWd-Po v˚Pp ˙LWd-Po v˚Pp ˙LWd-Po v˚Pp (Character Style)

RVÙ-¨d-œm ÿ˚\RVÙ-¨d-œm ÿ˚\RVÙ-¨d-œm ÿ˚\RVÙ-¨d-œm ÿ˚\RVÙ-¨d-œm ÿ˚\

˙Ro‹ ˘Nn-Vl-ThP G›j-’d-L˚[ J˙WV•-VÙL

Format ˘Nn-Y-Rt-LÙ] ˘RÙØp ÷h-T-UÙ-œm ˙LWd-Po

v˚Pp. ˙Ro‹ ˘Nn-Vl-T-PÙR G›j-’d-L˚[ CkR

v˚Pp TÙßd-LÙ-’. Kl-Tu B¿v ˚Wh-P-¨p ˙LWd-

Po v˚Pp A˚Ul-T’ Gq-YÙ-˘\ufl TÙol-˙TÙm.

TPm 5.1 ˛TPm 5.1 ˛TPm 5.1 ˛TPm 5.1 ˛TPm 5.1 ˛     Format ˘U‡-Æ-≠-⁄k’ ˘U‡-Æ-≠-⁄k’ ˘U‡-Æ-≠-⁄k’ ˘U‡-Æ-≠-⁄k’ ˘U‡-Æ-≠-⁄k’ Stylist

Command °∞d ˘Nn’ v˚Pp ˙TXh°∞d ˘Nn’ v˚Pp ˙TXh°∞d ˘Nn’ v˚Pp ˙TXh°∞d ˘Nn’ v˚Pp ˙TXh°∞d ˘Nn’ v˚Pp ˙TXh

ß\d-Ll-T-”-°-\’ß\d-Ll-T-”-°-\’ß\d-Ll-T-”-°-\’ß\d-Ll-T-”-°-\’ß\d-Ll-T-”-°-\’



105

5. A±d˚L ˘Y∞-¬h-•tœ ˘NÙt˘NV≠

1. Format ˘U‡-Æ-≠-⁄k’ Stylist Command °∞d ˘Nn-

V-‹m. (T-Pm 5.1) Cl-˙TÙ’ v˚Pp ˙TXh ˘Th-•-˚Vj

ß˚W-´p LÙQ-XÙm. (v-˚Pp ˙TXh-˚Pl Tt±V ÿu-

Td-Lj-ß-¤s[ œ±l-˚Td LY-≤d-L-‹m)

2. v˚Pp ˙TXh-•-≠-⁄k’ Character Style Am-◊d-œ±

(Id-Lu) °∞d (Select) ˘Nn-V-‹m. Cl-˙TÙ’ ∏˙Z-Ÿs[

Ah-P-Y˚Ql ˘Th•-´p Kl-Tu B©v ˚Wh-P-¨p

S˚P-ÿ-˚\-´p Es[ ˙LWd-Po v˚Pp-Ls ˙RÙu-flm

3. C≤, SUdœl ◊ßV ˙LWd-Po v˚Pp E⁄-YÙd-L-

˙Yi”m. CRt-LÙ-Ll ˙TXh-•p LÙ≠-VÙL Es[ HRÙ-

Y’ J⁄ Tœ-ß-´p YX-l-◊-\m °∞d ˘Nn-V-‹m. Al-

˙TÙ’ J⁄ 'context menu' ˙RÙu-flm. CkR ˘U‡-Æ-≠-

⁄k’ New ˘TÙj-RÙ-˚]d °∞d ˘Nn-V-‹m. (T-Pm 5.2)

4. Cl-˙TÙ’ Character Style E˚W-VÙ-Pp ˘Th-•-´p

˙RÙu-flm. Ceœ v˚P-≠p Eh-T-”j-’m ÆRj-ßp G›j-

’-Y-•-Ym A˚Ud-L-̇ Yi-”m. A’ Gq-YÙfl Gufl TÙol-

˙TÙm.

(i)  Organizer tab˛Id °∞d ˘Nn-V-‹m.

(ii) ˘TV-⁄dœ ˙SWÙL Es[ ˘Th-•-´p øe-Ls ˙LWd-Po v˚P-¤dœ

˘LÙ”d-L -Æ-⁄m-◊m ˘TV-˚W

A∞d-L-‹m. G”j-’d-LÙh-PÙL

sub_head (T-Pm 5.3). Ce-œs[

Untitled1 Gu\ ˘TV˚W ÿR-≠-

˙X˙V ALt-\-˙Yi-”m.

(iii) Font tab˛Id °∞d ˘Nn-V-‹m.

(iv) Ee-L-fidœj ̇ R˚Y-VÙ] G›j-

’d-L˚[ J›e-œ-T-”j-R-‹m.

Font Gu\ Ah-P-Y-˚Q-´p

C⁄k’ Æ⁄m-©V Font-Ij

˘R¨k-˘R-”d-L-XÙm. Typeface

Th-•-V-≠u YÙ -́XÙL G›j-’d-

L˚[ Bold BL-˙YÙ, Italic

BL˙YÙ C⁄d-L-̇ Yi-”-̆ Uu-T˚R ÿ•‹ ̆ Nn-V-̇ Yi-”m. Size Th•-

V-≠p C⁄k’ G›j-ßu A[-˚Y-Ÿm ˙Rok-˘R-”d-L-˙Yi-”m.

(v) Font Effects tab˛ -°-∞d ˘Nn’ CYt-±u TX-Y-˚Ll-ThP Font

A˚Ul-◊-L˚[ A∞d-L-˙Yi-”m. Font color Gu\ CPj-ß-¤s[

˘Th•˚Vd °∞d ˘Nn-’, G›j-’d-L-fidœ Æ⁄m-©V ®\m A∞d-L-

TPm 5.2˛TPm 5.2˛TPm 5.2˛TPm 5.2˛TPm 5.2˛ ˙LWd-Po v˚Pp A˚Pl-˙LWd-Po v˚Pp A˚Pl-˙LWd-Po v˚Pp A˚Pl-˙LWd-Po v˚Pp A˚Pl-˙LWd-Po v˚Pp A˚Pl-

T-Rtœ ˚Wh °∞d ˘Nn’ T-Rtœ ˚Wh °∞d ˘Nn’ T-Rtœ ˚Wh °∞d ˘Nn’ T-Rtœ ˚Wh °∞d ˘Nn’ T-Rtœ ˚Wh °∞d ˘Nn’ New

A›j-R-‹mA›j-R-‹mA›j-R-‹mA›j-R-‹mA›j-R-‹m

TPm 5.3 ˛ ˙LWd-Po v˚P-≠-u ˘TVo TPm 5.3 ˛ ˙LWd-Po v˚P-≠-u ˘TVo TPm 5.3 ˛ ˙LWd-Po v˚P-≠-u ˘TVo TPm 5.3 ˛ ˙LWd-Po v˚P-≠-u ˘TVo TPm 5.3 ˛ ˙LWd-Po v˚P-≠-u ˘TVo sub_head

Gufl A∞d-Ll-T-”-°-\’Gufl A∞d-Ll-T-”-°-\’Gufl A∞d-Ll-T-”-°-\’Gufl A∞d-Ll-T-”-°-\’Gufl A∞d-Ll-T-”-°-\’
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‹m. G›j-’d-L-fidœ A•d˙LÙ” ˙R˚Y

Gu-\Ùp Underlining Gu\ ˘Th-•-˚Vd

°∞d ˘Nn-RÙp ˙TÙ’m.

(vi) Position tab˛I °∞d ˘Nn’ G›j-

’d-L-∞u ÁWÿm CP-ÿm J›e-œ-T-”j-R-

XÙm.

(vii) Background tab˛I ˙Rok-˘R-”j’

G›j-’d-L-∞u ©u-]-¶-́ p YW-̇ Yi•V

®\m ˙Ro‹ ˘Nn-V-XÙm. Cl-˙TÙ’ SÙm

A˚Ud-œm v˚P-¤d-œs[ TX Y•-Y-

˚Ul-◊-Ls A∞d-Ll-Th-”-ÆhP].

5. OK ˘TÙj-RÙ˚] A›j-R-‹m.

Cj-’-Pu sub_head Gu\ ˘TV-¨p ◊ßV J⁄ ˙LWd-Po v˚Pp ˙RÙt-fl-

Æd-Ll-Th-”-Æh-P-’. v˚Pp ˙TXh-•p Ah-P-Y-˚Ql ˘Th-•-´p øe-Ls

A˚UjR v˚P-≠u ˘TV-˚Wd LÙQ CV-¤m (T-Pm 5.5)

v˚Pp TVu-T-”j-’m ÆRmv˚Pp TVu-T-”j-’m ÆRmv˚Pp TVu-T-”j-’m ÆRmv˚Pp TVu-T-”j-’m ÆRmv˚Pp TVu-T-”j-’m ÆRm

SÙm A˚UjR v˚P˚X G›-j-’d-L-fidœ A∞l-

T’ Gu-T˙R A”jR ®˚X. ˙LWd-Po v˚Pp Sp-œm

˙TÙ’ Ju˚\d LY-≤d-L-˙Yi-”m. R≤-VÙ-Lj ˙Ro-‹-

˘Nn-Vl-ThP G›j-’d-L-fidœ Uh-”˙U CkR v˚Pp

A˚U-Ÿm. B˚L-VÙp v˚Pp A∞d-œm ÿu◊ G›j-

’d-L˚[j ˙Ro‹ ˘Nn-V-˙Yi-”m Gu-T˚R ®˚]-

Æp ˘LÙs-L.

C≤, øe-Ls A˚UjR v˚P˚X G›j-’d-

Lfidœ A∞dœm-˙TÙ’ LY-≤d-L-˙Yi-•-V-Yt-˚\l

TÙol-̇ TÙm.

1. v˚Pp SpL˙Yi-•V G›j-’d-L˚[j ̇ Ro‹ ̆ Nn-

V-‹m.

2. Format menu˛≠⁄k’ Stylist Command˛Id °∞d

˘Nn-V-‹m. Cl-˙TÙ’ v˚Pp ˙TXh ß˚W-´p ˙RÙu-

flm.

3. v˚Pp ˙TXh-•-≠-⁄k’ Character Style T¶d-

œ± (Select -) °∞d ˘Nn-V-‹m. Cl-˙TÙ’ ∏˙Z Es[

Th-•-Vp ̆ Th-•-´p Kl-Tu B©v ̊ Wh-P-¨p SPl-©-

¤s[ ̇ LWdh-Po v˚Pp-L˚[d LÙQ ÿ•-°-\-’. Cßp

TPm 5.4 ˛˙L-Wd-Po v˚P-¤d-LÙ]TPm 5.4 ˛˙L-Wd-Po v˚P-¤d-LÙ]TPm 5.4 ˛˙L-Wd-Po v˚P-¤d-LÙ]TPm 5.4 ˛˙L-Wd-Po v˚P-¤d-LÙ]TPm 5.4 ˛˙L-Wd-Po v˚P-¤d-LÙ]     Font Formating

SPj-Rl-T-”-°-\’SPj-Rl-T-”-°-\’SPj-Rl-T-”-°-\’SPj-Rl-T-”-°-\’SPj-Rl-T-”-°-\’

TPm 5.5 ˛ ◊ßV ˙LWd-Po v˚PpTPm 5.5 ˛ ◊ßV ˙LWd-Po v˚PpTPm 5.5 ˛ ◊ßV ˙LWd-Po v˚PpTPm 5.5 ˛ ◊ßV ˙LWd-Po v˚PpTPm 5.5 ˛ ◊ßV ˙LWd-Po v˚Pp

sub_head Gu\ ˘TV-¨p v˚PpGu\ ˘TV-¨p v˚PpGu\ ˘TV-¨p v˚PpGu\ ˘TV-¨p v˚PpGu\ ˘TV-¨p v˚Pp

˙TXh-•p Yk-’s-[’˙TXh-•p Yk-’s-[’˙TXh-•p Yk-’s-[’˙TXh-•p Yk-’s-[’˙TXh-•p Yk-’s-[’
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øe-Ls A˚UjR sub_head Gu\ v˚P-¤m LÙQl-T-”m.

4. sub_head Gu\ ˘TV-⁄dœ ˙Up CWh˚P °∞d ˘Nn-V-‹m.

Cl-˙TÙ’ øe-Ls ˙Rok-˘R-”jR G›j-’d-L-fidœ CkR v˚Pp Ht-T-”m.

v˚Pp ˚Ud˙WÙ NÙlh-˙Y-•pv˚Pp ˚Ud˙WÙ NÙlh-˙Y-•pv˚Pp ˚Ud˙WÙ NÙlh-˙Y-•pv˚Pp ˚Ud˙WÙ NÙlh-˙Y-•pv˚Pp ˚Ud˙WÙ NÙlh-˙Y-•p

˚Ud˙WÙ NÙlh ˙Y•p CWi-”-Y˚L v˚Pp-Ls Ei-”.

$ ˙LWd-Po v˚Pp (Character style)

$ ˙TWÙ-°-WÙl v˚Pp (Paragraph style)

˘NVp-ßhP A±d-˚L-´p CkR CWi-”-Y˚L v˚Pp-

L-˚[-Ÿm TVu-T-”j-R-XÙm. G≤-‡m ˘RÙPdLm Gu\ ®˚X-

´p G∞˚UVÙ] ˙LWd-Po v˚Pp TVu-T-”j-’-Y’ Gq-Æ-

Rm G]l TÙol-˙TÙm.

˙LWd-Po v˚Pp A˚Ud-œm ÿ˚\-˙LWd-Po v˚Pp A˚Ud-œm ÿ˚\-˙LWd-Po v˚Pp A˚Ud-œm ÿ˚\-˙LWd-Po v˚Pp A˚Ud-œm ÿ˚\-˙LWd-Po v˚Pp A˚Ud-œm ÿ˚\-

˙Ro‹ ˘Nn-Vl-ThP G›j-’d-L-fidœ J˙W-V-•-VÙL

Formating A∞l-T-Rt-LÙ] ˘RÙØp-÷h-T˙U ˙LWd-Po

v˚Pp Bœm. ̇ Ro‹ ̆ Nn-Vl-T-PÙR G›j-’d-L-fidœ CkR

v˚Pp Ht-T-PÙ-’. ̊ Ud˙WÙ NÙlh ̇ Y•p ̇ LWd-Po v˚Pp

A˚Ul-T’ Gq-YÙfl Gufl SÙm TÙol-˙TÙm.

1. Format Menu˛Æ-≠-⁄k’ Style˛I °∞d ˘Nn-V-‹m. (T-

Pm 5.6)

2. Cl-˙TÙ’ Style box˛I øe-Ls TÙod-L-XÙm (T-Pm 5.7).

Ck-Rl ̆ Th-•-́ -¤s[ New ̆ TÙj-RÙ˚] A›j-R-‹m. Al-̇ TÙ’ ̇ RÙu-flm

New Style E˚W-VÙ-Pp ˘Th-•-´-¤s[ Name ˘Th-•-´p ˙LWd-Po v˚P-

¤dœ CP-˙Yi-•V ˘TV˚W CP-‹m. G”j-’d-LÙh-PÙL sub_head.

3. Style type ˘Th-•˚Vd °∞d ˘Nn’

(Character) ˙Ro‹ ˘Nn-V-‹m (T-Pm 5.8)

4. C≤, v˚P-¤d-LÙ] G›j-’d-L˚[ J›e-L-˚Ul-

T’ Gq-YÙfl Gufl TÙol-̇ TÙm.

(i) Format ˘TÙj-RÙ-˚]d °∞d ˘Nn-V-‹m.

TPm 5.6 ˛TPm 5.6 ˛TPm 5.6 ˛TPm 5.6 ˛TPm 5.6 ˛     Format menu Æ≠-⁄k’Æ≠-⁄k’Æ≠-⁄k’Æ≠-⁄k’Æ≠-⁄k’

Style Command °∞d ˘Nn’°∞d ˘Nn’°∞d ˘Nn’°∞d ˘Nn’°∞d ˘Nn’

v˚Pp A˚Ul◊ ˘RÙPe-œ-°-\’v˚Pp A˚Ul◊ ˘RÙPe-œ-°-\’v˚Pp A˚Ul◊ ˘RÙPe-œ-°-\’v˚Pp A˚Ul◊ ˘RÙPe-œ-°-\’v˚Pp A˚Ul◊ ˘RÙPe-œ-°-\’

TPm 5.7˛TPm 5.7˛TPm 5.7˛TPm 5.7˛TPm 5.7˛     Style E˚W-VÙ-Pp ˘Th•E˚W-VÙ-Pp ˘Th•E˚W-VÙ-Pp ˘Th•E˚W-VÙ-Pp ˘Th•E˚W-VÙ-Pp ˘Th•
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(ii) Font tab- - - -˛I °∞d ˘Nn-V-‹m (T-Pm 5.9). Cl-

˙TÙ’ ̇ RÙu-flm E˚W-VÙ-Pp ̆ Th-•-´p Ee-L-fid-œj

˙R˚Y-VÙ] G›j’ J›e-L-˚Ul◊ SPj-R-XÙm. Font

tab˛I °∞d ˘Nn’ Æ⁄m-©V Font˛I ˙Ro‹ ˘Nn-V-

XÙm. Font style Th-•-V≠p G›j-’d-Ls bold

BL˙XÙ  Italic BL˙YÙ ˙Yi-”UÙ Gu-T-˚Rj æo-

UÙ-≤d-L-‹m. Size Th-•V≠p G›j-’d-L-∞u A[-̊ Yj

˙Ro‹ ˘Nn-V-˙Yi-”m.

(iii)  Font dœ Æ⁄l-T-UÙ] ®\-U-∞dL Font color

˘Th-•-˚Vd °∞d ̆ Nn-V-‹m. G›j-’d-L-fidœ

A•d-˙LÙ” ˙R˚Y Gu-\Ùp Underlining style

Gu\ ˘Th-•˚Vd °∞d ˘Nn-RÙp ˙TÙ’m.

(iv) Character spacing tab °∞d ̆ Nn’ G›j-

’d-L-fidœ C˚P-´-¤s[ AL-X-ÿm CPÿm

J›eœ T”j-R-XÙm.

(v) Text effects tab ˙Ro‹ ˘Nn’ G›j-’d-L-

fidœl TX effects A∞d-L-XÙm.

˙R˚Y-VÙ] UÙt-\e-L˚[ Ht-T-”j-ßV ©\œ

OK ˘TÙj-RÙ˚] A›j-R-‹m.

6. Style E˚W-VÙ-Pp ̆ Th-•-́ u CPl-Td-Lj-

ßp LÙQl-T-”m Styles Th-•-Vp ̆ Th-•-́ p øe-

Ls ◊ß-RÙL A˚UjR sub_head LÙQ CV-¤m

(T-Pm 5.10)

7. C≤ Organizer ̆ TÙj-RÙ˚] A›j-R-‹m.

8. Cl-˙TÙ’ °˚Pd-œm Organizer E˚W-VÙ-

Pp ˘Th-•-´p Styles tab ˙Ro‹ ˘Nn-V-‹m.

9. CPl-Td -Lm LÙQl-T -”m Th-• -V -≠p

sub_head ˙Ro‹ ˘Nn’ Copy>> ̆ TÙj-RÙ˚]

A›j-R-‹m. Cl-˙TÙ’ sub_head YXlTd-L-

ÿs[ Th-•-Vp- ̆ Th-•-´p ̇ RÙu-fl-m (T-Pm 5.11)

10. Close ˘TÙj-RÙ˚] A›j-R-‹m. Cl-˙TÙ’

sub_head Gu\ ˘TV-¨p Es[ ˙LWd-Po

v˚Pp Ee-Ls BY-Qe-L-∞u Formating L⁄-

TPm 5.8˛TPm 5.8˛TPm 5.8˛TPm 5.8˛TPm 5.8˛     Style dœ dœ dœ dœ dœ sub_head Gu\Gu\Gu\Gu\Gu\

˘TVo Ch”j ˙Ro‹ ˘Nn-V-T-”-°-\-’.˘TVo Ch”j ˙Ro‹ ˘Nn-V-T-”-°-\-’.˘TVo Ch”j ˙Ro‹ ˘Nn-V-T-”-°-\-’.˘TVo Ch”j ˙Ro‹ ˘Nn-V-T-”-°-\-’.˘TVo Ch”j ˙Ro‹ ˘Nn-V-T-”-°-\-’.

TPm 5.9˛TPm 5.9˛TPm 5.9˛TPm 5.9˛TPm 5.9˛     Style u u u u u Font Formating

˘RÙPeLlT”-°-\’˘RÙPeLlT”-°-\’˘RÙPeLlT”-°-\’˘RÙPeLlT”-°-\’˘RÙPeLlT”-°-\’

TPm 5.10˛TPm 5.10˛TPm 5.10˛TPm 5.10˛TPm 5.10˛     sub_head Gu\ ˘TV-¨p v˚PpGu\ ˘TV-¨p v˚PpGu\ ˘TV-¨p v˚PpGu\ ˘TV-¨p v˚PpGu\ ˘TV-¨p v˚Pp

A˚Ud-Ll-Th-”s-[’A˚Ud-Ll-Th-”s-[’A˚Ud-Ll-Th-”s-[’A˚Ud-Ll-Th-”s-[’A˚Ud-Ll-Th-”s-[’
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Æl-Th˚P´u v˚Pp (Style) ˘Th•

°∞d ˘Nn-RÙp LÙQ-XÙm.

v˚Pp A˚Ud-œm ÿ˚\v˚Pp A˚Ud-œm ÿ˚\v˚Pp A˚Ud-œm ÿ˚\v˚Pp A˚Ud-œm ÿ˚\v˚Pp A˚Ud-œm ÿ˚\

SÙm E⁄-YÙd-°V v˚P˚X G›j-’d-L-fid-

œd ˘LÙ”d-L-˙Yi-”-˘Uu-T˙R A”jR ®˚X.

G›j-’-Y˚L Y•-Ym (Characte Style) ̆ LÙ”d-

œ-m-˙TÙ’ R≤-VÙ-Ld LY-≤d-L-˙Yi-•V Jufl

Ei-”.

˙Ro‹ ̆ Nn-Vlh-•-⁄d-œm G›j-’d-L-fidœ

Uh-”˙U CkR Y•-Ym ̆ TÙ⁄k-’m. G]˙Y Y•-

Ym ̆ LÙ”d-œm ÿu◊ G›j-’d-Ls ̇ Ro‹ ̆ Nn-

Vl-TP ̇ Yi-”-̆ Uu-T-̊ Rj R≤-VÙL ®˚]-Æp ̆ LÙs[-̇ Yi-”m.

C≤ øe-Ls E⁄-YÙ-d°V v˚P˚X G›j-’dL-fidœd ˘LÙ”l-T-

Rt-œl ©u-Tt-\-˙Yi-•V YØ-ÿ-˚\-Ls G˚Y Gu-T-˚Rl TÙod-L-

XÙm.

1. v˚Pp ˘LÙ”d-Ll-TP ˙Yi-•V G›j-’d-L-˚[j ˙Ro‹

˘NnL.

2. Y•-Y-˚Ul-◊d L⁄-Æl ˘Th-•-´p (Formating tool bar)

vX-Pp ˘Th-•˚Vd °∞d ˘Nn-V-‹m.

3. drop down list-p Cl-̇ TÙ’ sub_head Gu-‡m v˚P-¤m

Ei-PÙ-œm. sub_head Gu-‡m ˘TV-¨u-˙Up °∞d ˘Nn-V-

‹m (T-Pm 5.12)

Cj-’-Pu v˚Pp TVu-T-”j-ß-VÙ-´tfl.

UÙd˙WÙ ̨  J˙W B˚Q-˚Vl TVu-T-”jßUÙd˙WÙ ̨  J˙W B˚Q-˚Vl TVu-T-”jßUÙd˙WÙ ̨  J˙W B˚Q-˚Vl TVu-T-”jßUÙd˙WÙ ̨  J˙W B˚Q-˚Vl TVu-T-”jßUÙd˙WÙ ̨  J˙W B˚Q-˚Vl TVu-T-”jß

Ju-±t-L-ß-L-UÙ] ̆ NVp-TÙ-”-Ls ̆ Nn-Y-RtœJu-±t-L-ß-L-UÙ] ̆ NVp-TÙ-”-Ls ̆ Nn-Y-RtœJu-±t-L-ß-L-UÙ] ̆ NVp-TÙ-”-Ls ̆ Nn-Y-RtœJu-±t-L-ß-L-UÙ] ̆ NVp-TÙ-”-Ls ̆ Nn-Y-RtœJu-±t-L-ß-L-UÙ] ̆ NVp-TÙ-”-Ls ̆ Nn-Y-Rtœ

J⁄ ˘NÙt-˘N-V-≠p ˘Nn-V-˙Yi-•V Ju-±t-L-ß-LUÙ] ˘NVp-L˚[ J˙W

B˚Q TVu-T-”j-ßf ̆ Nn-Vl- T-Vu-T-”m ̆ NVp-TÙ” RÙu C’. UÙd-˙WÙ-Ætœ

J⁄ G”j-’d-LÙh” TÙol-̇ TÙm.

‘Water Resource Management’ Gu-‡m Text˛Il ˘T¨-RÙd-°f £Yl◊

®\m Fh-•, ÿ›-Y-’m ̆ T¨V G›j-’d-L-∞p UÙt±, Td-Lj-ßu S”-Æp ̆ LÙi”-

Yk’ ARu ˙U¤m ∏›m R•jR ˙LÙ”-L-fim ˘LÙ”d-L-˙Yi-”-˘U-≤p SÙm

Gu-˘]u] ˘NVp-TÙ-”-L-˚[f ˘Nn-V-˙Yi-”m?

1. G›j-’d-L-fid-œl ˘TÙ⁄j-R-UÙ] G›j-’-Y-•-˚Ul◊ (font) ˙Ro‹ ˘Nn-V-

˙Yi-”m.

2. G›j-’d-L-∞u A[‹ Gq-Y-[‹ G] ®o-Q-´d-L-˙Yi-”m.

3. G›j-’d-L-∞u Ru˚U (bold) ·\-˙Yi-”m.

4. G›j-’d-L˚[ S”l-T-œ-ßdœd ˘LÙi-”-Y-W-˙Yi-”m.

5. G›j-’d-L-∞u Lfll◊ ®\j-˚Rf £Yl◊ ®\-UÙL UÙt-\-˙Yi-”m.

TPm 5.11˛TPm 5.11˛TPm 5.11˛TPm 5.11˛TPm 5.11˛     sub_head Gu-‡m Y•-Yj˚RGu-‡m Y•-Yj˚RGu-‡m Y•-Yj˚RGu-‡m Y•-Yj˚RGu-‡m Y•-Yj˚R

J›eœ ˘Nn-RpJ›eœ ˘Nn-RpJ›eœ ˘Nn-RpJ›eœ ˘Nn-RpJ›eœ ˘Nn-Rp

TPm 5.12˛ Y•-Y-˚Ul-◊d L⁄-TPm 5.12˛ Y•-Y-˚Ul-◊d L⁄-TPm 5.12˛ Y•-Y-˚Ul-◊d L⁄-TPm 5.12˛ Y•-Y-˚Ul-◊d L⁄-TPm 5.12˛ Y•-Y-˚Ul-◊d L⁄-

Æl -˘Th -• -´p C⁄k’Æl -˘Th -• -´p C⁄k’Æl -˘Th -• -´p C⁄k’Æl -˘Th -• -´p C⁄k’Æl -˘Th -• -´p C⁄k’
sub_head Gu-‡m v˚PpGu-‡m v˚PpGu-‡m v˚PpGu-‡m v˚PpGu-‡m v˚Pp

˙Ro‹ ˘Nn-’l TVu-T-”j-’-˙Ro‹ ˘Nn-’l TVu-T-”j-’-˙Ro‹ ˘Nn-’l TVu-T-”j-’-˙Ro‹ ˘Nn-’l TVu-T-”j-’-˙Ro‹ ˘Nn-’l TVu-T-”j-’-

RpRpRpRpRp
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6. G›j-’d-Ls A˚]j-˚R-Ÿm ˘T¨V G›j-’d-L-[ÙL (Capital letters)

UÙt-\-̇ Yi-”m.

7. Cfl-ß-´p ˙U¤m ∏›m ˘Lh-•-VÙ] ˙LÙ”-Ls Y˚W-V-˙Y-i-”m.

CkR H› ̆ NVp-TÙ-”-L-̊ [-Ÿm Jq-̆ YÙu-\Ù-Lf ̆ Nn’ ÿ•d-œm˙TÙ’ LÙXm

≈QÙ-œm. G›j’ Y•-Y-̊ Ul◊ (font formating) G∞-ßp A˚UdL v˚Pp

(Style) TVu-T-”j-R-XÙm Gu-T˚R SÙm Nt-fl-ÿu-]o Lt-̇ \Ùm. B]Ùp v˚Pp

(Style) Ht-T-”j-’m ̇ TÙ’ ̆ Yq-̇ Yfl Y•-Ye-L-∞p ̆ LÙ”d-Ll-Th”s[ G›j’

Y•-Y-˚Ul◊ ̇ Y˚X-Ls Uh-”˙U ®˚\-˙Y-flm. ̇ U˙X ·\l-Th-”s[ G”j-’d-

LÙh-•p ̆ Nn-V-̇ Yi-•-V’ G›j’ Y•-Y-̊ Ul◊ Uh-”-Up-X, G›j’ Y•-Y-̊ Ul-

©t-œl ©u AYt-±tœ ̇ U¤m ∏›m ̆ Lh-•-VÙ] ̇ LÙ”-L-fim Y˚W-V-̇ Yi”m.

˘TÙ’-YÙL v˚Pp-L-fidœ Cj-R-˚LV B˚Q-L-˚[ J˙W ˙SWj-ßp ˘LÙ”l-

T’ £W-U-UÙ-]-’.

Cj-R-⁄-Qj-ßp ˘NÙt˘NV-≠-´p (Word Processor) TVu-T-”j-Rd ·•V

J⁄ ÿ˚\ RÙu UÙd-˙WÙ. ˙U˙X ·\l-Th-”s[ H› ˘NVp-TÙ-”-L-fim Jq-

˘YÙ⁄ B˚Q-L-[p-XYÙ? J˙W˙VÙ⁄ B˚Q ˘NVp-T-”j-Rl-T-”m-˙TÙ’ ©\

B˚Q-L-˚[-Ÿm J˙W ˘SÙ•-´p C˚Qj-’f ˘NVp-T-”j-’-Y-Rtœ UÙd˙WÙ

TVu-T-”m.

UÙd˙WÙ E⁄-YÙd-LpUÙd˙WÙ E⁄-YÙd-LpUÙd˙WÙ E⁄-YÙd-LpUÙd˙WÙ E⁄-YÙd-LpUÙd˙WÙ E⁄-YÙd-Lp

GkR J⁄ UÙd-̇ WÙ-̊ Y-Ÿm ̆ NVp-T-Pf ̆ Nn-V-̇ Yi-”-̆ U-≤p, UÙd˙WÙ Gu]

˘Nn-V-˙Yi-”-˘Uu-T˚R ÿu ·h-•˙V Y˚W-V˚\ ˘Nn-V-˙Yi-”m. A-RÙ-

Y’ J⁄ UÙd˙WÙ ˘Nn’ ÿ•d-L˙Yi-•V ˘NVp-L˚[ (B-̊ Q-L˚[) SÙm

                  J˙ULÙJ˙ULÙJ˙ULÙJ˙ULÙJ˙ULÙ

BBBBBe°Xj-ß-¤m £X I˙WÙl-©V ˘UÙØ-L-∞-¤m ˘Y∞-¬” RVÙ-¨l-T-

Rt-LÙ] ®W˙X "˘Pdv ' (TeX) G]l-T-”-Y-’. B]Ùp ©\ ˘UÙØ-L-∞p

C’ Y[of-£-V˚PVf £X YWm-◊-L-fii-”. AkR YWm-◊-L-̊ [d LPk’

˘NpX _Ùu ©˘[nv, VÙ≤v aÙWÙ-Xm-˙TÙv B°-˙VÙo ˙Nok’

E⁄-YÙd-°V ®Wp RÙu J˙ULÙ Gu-‡m ˘TV-¨p A±-Vl-T-”-°-\-’.

©\ ˘UÙØ-L-∞p ˘Y∞-¬-”-L-˚[j RVÙ-¨dL ER-‹-Y-˙RÙ” TX ˘UÙØ-

L-∞p J˙W ˙SWj-ßp text E⁄-YÙd-L-‹m ÿ•-Ÿm Gu-T˙R CRu

R≤j-Ru-˚U-VÙ-œm.

˙U˙X ·\l-Th-”s-[-Yt-±u ÿd-°-Vj-’-Ym ◊¨k’ ̆ LÙs[ ̇ Yi”-

˘U-≤p, EXL ˘UÙØ-L-∞-¤s[ ˙Yfl-TÙ-”-L-˚[l ◊¨k’ ˘LÙs-[-˙Yi-”m. G›j’ E⁄-Æp Uh”-

UpX; TX ®˚X-L-∞-¤m ˘UÙØ-Ls Rm-ÿs ˙Yfl-T-”-°u\-]. G”j-’d-LÙh-PÙ-L, ∫], _l-TÙ-≤V

˘UÙØ-L-∞p R≤-VÙL G›j-’d-Ls LÙQl-T-”-Y-ßp-˚X. ˘NÙt-Ls Uh-”˙U Es-[-]. RÙn-XÙk’

˘UÙØ-´p G›’m ˙TÙ’ ˘NÙt-L-fid-°-˚P˙V C˚P-˘Y∞ A˚U-Y-ßp-˚X. YÙd-°-Ve-L-fid-°-

˚P-´p Uh-”˙U C˚P-˘Y∞ A˚U-Ÿm. ˘T⁄m-TÙ-XÙ] ˘UÙØ-L-fim CP-™-⁄k’ YX-UÙL G›-

Rl-Th-PÙ-¤m £X ˘UÙØ-Ls (G.-”. AW-©) YX-™-⁄k’ CP-UÙ-L‹m Cu-‡m £X ˘UÙØ-L-∞p (G.”.

Il-TÙ-≤V ˘UÙØ) ˙U≠-⁄k’ ∏r-˙SÙd-°-Ÿm G›-’m ÿ˚\-Ls LÙQl-T-”-°u-\-]. Cj-R-˚LV Tp-

˙Yfl ˘UÙØ-L˚[ J⁄ ˘Y∞-¬h-•p J˙W Td-Lj-ßp Eh-T-”j-’m-˙TÙ’ Ht-T-”m ©Wf-£-˚]-Ls

£d-L-XÙ-]-˚Y-L-[p-XYÙ? Cu-fl C˚Rd ˚LVÙ-fi-Y-Rtœ Ht\ J˙W ®Wp J˙ULÙ RÙu G]d

·\-XÙm.

_Ùu

©˘[nv

VÙ≤v

aÙWÙ-Xm-

˙TÙv
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TPm 5.13˛TPm 5.13˛TPm 5.13˛TPm 5.13˛TPm 5.13˛     UÙd˙WÙ Tß‹ ˘Nn-Vj-UÙd˙WÙ Tß‹ ˘Nn-Vj-UÙd˙WÙ Tß‹ ˘Nn-Vj-UÙd˙WÙ Tß‹ ˘Nn-Vj-UÙd˙WÙ Tß‹ ˘Nn-Vj-

˘RÙ-Pe-œ-°-\’˘RÙ-Pe-œ-°-\’˘RÙ-Pe-œ-°-\’˘RÙ-Pe-œ-°-\’˘RÙ-Pe-œ-°-\’

ÿu ·h-•˙V Y˚W-V˚\ ˘Nn-V-˙Yi-”m. C˚Rj-RÙu UÙd˙WÙ E⁄-YÙd-Lp

Gufl ·fl-Yo. ÿu Æ[d-Ll-Th-”s[ G”j-’d-LÙh-̊ P˙V G”j-’d-̆ LÙs-̇ YÙm.

Ceœ SUdœ H› B˚Q-Ls RÙu ̆ NVp-T-”j-R-̇ Yi-•-V-̊ Y. G]˙Y ̆ RÙPd-

Lj-ß-˙X˙V CkR H› Lh-P-˚[-L-fim J⁄ UÙd-˙WÙ-Æp ˙Nod-Ll-T-P-˙Yi-”m.

A’ Gq-YÙfl G]d LÙi-˙TÙm?

UÙd˙WÙ ˛ Kl-Tu B¿v ˚Wh-P-¨pUÙd˙WÙ ˛ Kl-Tu B¿v ˚Wh-P-¨pUÙd˙WÙ ˛ Kl-Tu B¿v ˚Wh-P-¨pUÙd˙WÙ ˛ Kl-Tu B¿v ˚Wh-P-¨pUÙd˙WÙ ˛ Kl-Tu B¿v ˚Wh-P-¨p

1. Kl-Tu B©v ˚Wh-P-¨p ◊ßV Ko BY-Qm ß\d-L-‹m.

2. L⁄-Æl-Th-•-´p Macros˛´p Yk’ Record Macro˛I °∞d ˘Nn-V-‹m.

(T-Pm 5.13)

Cl-˙TÙ’ BY-Qj-ßu ˙UXÙL

CPl-Td-Lm Record Macro Gu-‡m

J⁄  £±V NÙ[-Wm ˙RÙu-flm. Stop

recording Gu-‡m A˚P-VÙ-[m

Ceœ E⁄-YÙ-œm. Cl-˙TÙ’ Kl-Tu

B¿-≥p ˘NVp-T-”j-’m Jq-˘YÙ⁄

B˚Q-L-˚[-Ÿm UÙd-˙WÙ -T -ß‹

˘Nn’ ̆ LÙi-•-⁄d-°-\-’ Gu-T-̊ R˙V

C’ LÙi-©d-°-\-’. (T-Pm 5.14)

3. A”j-’, BY-Qj-ßp øe-Ls E⁄-

YÙdL ®˚]d-œm B˚Q-L˚[f

˘NVp-T-”jR ˙Yi-”m. Jq-˘YÙ⁄

B˚Q-˚V-Ÿm ˘NVp-T -”j -’m

˙TÙ’ RÙu AYt˚\ Gp-XÙm

UÙd˙WÙ A˚P-VÙ-[l-T-”j-’m. SÙm

G”j-’d-˘LÙiP G”j-’d-LÙh-•p

˘LÙ”d-Ll-T-P-̇ Yi-•V H› B˚Q-

L-˚[-Ÿm Ce-œf ˘NVp-T-”j-R-XÙm.

(i) G›j-’d-L-fid-œl ˘TÙ⁄j-R-UÙ] G›j’ Y•-Y-˚Ul◊ G›j-’d-L-fid-œl ˘TÙ⁄j-R-UÙ] G›j’ Y•-Y-˚Ul◊ G›j-’d-L-fid-œl ˘TÙ⁄j-R-UÙ] G›j’ Y•-Y-˚Ul◊ G›j-’d-L-fid-œl ˘TÙ⁄j-R-UÙ] G›j’ Y•-Y-˚Ul◊ G›j-’d-L-fid-œl ˘TÙ⁄j-R-UÙ] G›j’ Y•-Y-˚Ul◊ (font)

æo-UÙ-≤j-Rpæo-UÙ-≤j-Rpæo-UÙ-≤j-Rpæo-UÙ-≤j-Rpæo-UÙ-≤j-Rp

˘TÙ⁄s L⁄-Æl-Th-˚P-´-≠-⁄k’ (obect tool bar)

G›j’ Y•-Yl-̆ T-Vol ˘Th-•-́ p (Font Name box)

°∞d ˘Nn’ Æ⁄l-T-UÙ] J⁄ Y•-Ym ˙Ro‹ ˘Nn-V-

‹m. G”j-’d-LÙh-PÙL: Arial.

(ii) A[-˚Yd ·h”Y-RtœA[-˚Yd ·h”Y-RtœA[-˚Yd ·h”Y-RtœA[-˚Yd ·h”Y-RtœA[-˚Yd ·h”Y-Rtœ

˘TÙ⁄s L⁄-Æl-Th•--́ p ̆ Th-•-́ p (Font size) ̆ Th•

°∞d ˘Nn’ ˙R˚Y-VÙ] T⁄-Uu ˙Rok-˘R”d-L-‹m.

TPm 5.14˛TPm 5.14˛TPm 5.14˛TPm 5.14˛TPm 5.14˛     UÙd˙WÙ Tß‹ ˘Nn-°-\’UÙd˙WÙ Tß‹ ˘Nn-°-\’UÙd˙WÙ Tß‹ ˘Nn-°-\’UÙd˙WÙ Tß‹ ˘Nn-°-\’UÙd˙WÙ Tß‹ ˘Nn-°-\’

Gu-T-˚Rd LÙh-”m ˘TÙj-RÙu Gu-T-˚Rd LÙh-”m ˘TÙj-RÙu Gu-T-˚Rd LÙh-”m ˘TÙj-RÙu Gu-T-˚Rd LÙh-”m ˘TÙj-RÙu Gu-T-˚Rd LÙh-”m ˘TÙj-RÙu 'stop
recording' °∞d ˘Nn-RÙp UÙd˙WÙ °∞d ˘Nn-RÙp UÙd˙WÙ °∞d ˘Nn-RÙp UÙd˙WÙ °∞d ˘Nn-RÙp UÙd˙WÙ °∞d ˘Nn-RÙp UÙd˙WÙ

Tß˚Y ®flj-’m.Tß˚Y ®flj-’m.Tß˚Y ®flj-’m.Tß˚Y ®flj-’m.Tß˚Y ®flj-’m.
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RL-Yp ˘RÙØp ÷h-T-Æ-Vp ˛ 

TPm 5.16-˛-UÙd˙WÙTPm 5.16-˛-UÙd˙WÙTPm 5.16-˛-UÙd˙WÙTPm 5.16-˛-UÙd˙WÙTPm 5.16-˛-UÙd˙WÙ     font format Cu Tœ-ß-VÙLCu Tœ-ß-VÙLCu Tœ-ß-VÙLCu Tœ-ß-VÙLCu Tœ-ß-VÙL

G›j-’-L-˚[ Be-°-Xj-ßp ̆ T¨V G›j-’d-G›j-’-L-˚[ Be-°-Xj-ßp ̆ T¨V G›j-’d-G›j-’-L-˚[ Be-°-Xj-ßp ̆ T¨V G›j-’d-G›j-’-L-˚[ Be-°-Xj-ßp ̆ T¨V G›j-’d-G›j-’-L-˚[ Be-°-Xj-ßp ̆ T¨V G›j-’d-

L-[ÙL UÙt-fl-RpL-[ÙL UÙt-fl-RpL-[ÙL UÙt-fl-RpL-[ÙL UÙt-fl-RpL-[ÙL UÙt-fl-Rp

G”j-’d-LÙh”: 24

(iii)     G›j-’-L-˚[d ˘Lh•VÙdœY-RtœG›j-’-L-˚[d ˘Lh•VÙdœY-RtœG›j-’-L-˚[d ˘Lh•VÙdœY-RtœG›j-’-L-˚[d ˘Lh•VÙdœY-RtœG›j-’-L-˚[d ˘Lh•VÙdœY-Rtœ

˘TÙ⁄s L⁄-Æl-Th-̊ P-́ p B Gu-‡m ̆ TÙj-RÙu °∞d

˘Nn-V-‹m.

(iv) G›j-’-L˚[ S”l-T-œ-ßdœd ̆ LÙi” ̆ Np-Y-RtœG›j-’-L˚[ S”l-T-œ-ßdœd ̆ LÙi” ̆ Np-Y-RtœG›j-’-L˚[ S”l-T-œ-ßdœd ̆ LÙi” ̆ Np-Y-RtœG›j-’-L˚[ S”l-T-œ-ßdœd ̆ LÙi” ̆ Np-Y-RtœG›j-’-L˚[ S”l-T-œ-ßdœd ̆ LÙi” ̆ Np-Y-Rtœ

˘TÙ⁄s L⁄-Æl-Th-˚P-´p Centered ˘TÙj-RÙu

°∞d ˘Nn-V-‹m.

(v)     G›j-’d-L-∞u ®\m £Yl-TÙdLG›j-’d-L-∞u ®\m £Yl-TÙdLG›j-’d-L-∞u ®\m £Yl-TÙdLG›j-’d-L-∞u ®\m £Yl-TÙdLG›j-’d-L-∞u ®\m £Yl-TÙdL

Format Th-•-́ -≠-⁄d-œm Character °∞d ̆ Nn-L. Cl-

˙TÙ’ ˙RÙu-flm Character E˚Wl-˘Th-•-´p G›j-’-Y-•Y

Æ˚[‹ (Font Effects) PÙl ˙Ro‹ ˘Nn-V-‹m. (Font color)

Gu\ CPj-ßp hWÙl P‹i  (drop down) ̆ Th-•˚Vd °∞d

˘Nn’ Red ˙Ro‹ ˘NnR ©u OK ˘TÙj-RÙu A›j-R-‹m.

(T-Pm 5.15)

(vi) ˘T¨V ˘T¨V ˘T¨V ˘T¨V ˘T¨V (Capital) G›j-’d-L-[ÙL UÙt-fl-Rp G›j-’d-L-[ÙL UÙt-fl-Rp G›j-’d-L-[ÙL UÙt-fl-Rp G›j-’d-L-[ÙL UÙt-fl-Rp G›j-’d-L-[ÙL UÙt-fl-Rp

Format Th-• -´p Case/Characters →

Uppercase ˙Rok-˘R-”d-L-‹m. (T-Pm 5.16)

(vii)      ˙U¤m ∏›m ˘Lh -• -VÙ] ˙LÙ”˙U¤m ∏›m ˘Lh -• -VÙ] ˙LÙ”˙U¤m ∏›m ˘Lh -• -VÙ] ˙LÙ”˙U¤m ∏›m ˘Lh -• -VÙ] ˙LÙ”˙U¤m ∏›m ˘Lh -• -VÙ] ˙LÙ”

A˚UdLA˚UdLA˚UdLA˚UdLA˚UdL

Format Th-•-´p Paragraph °∞d ˘Nn-V-‹m.

Cl-˙TÙ’ LÙh-£-V-∞d-œm Paragraph E˚Wl-˘Th-

•-´p (Dialogu Box) Borders PÙl ˙Rok-˘R-”dL-

‹m. C≤ Line arrangement Gu-‡m

CPj-ßp Default˛dœd ∏r, ̇ U¤m ∏›m

˙LÙ” LÙQl-T-”m ˘TÙj-RÙ˚]d °∞d

˘Nn-V-‹m. ARu ©u ARt-L-”jR YXl-

Td-Lm Line Gu-‡m CPj-ßp Style˛dœ

∏r Es[ ˘Th-•-´p C⁄k’ 4.00pt

˙LÙ” ̇ Ro‹ ̆ Nn-V-‹m. OK ̆ TÙj-RÙ˚]

A›j-R-‹m. (T-Pm 5.17)

Cl-˙TÙ’ UÙd -˙WÙ -Æp ˙Nod -L -

˙Yi•V B˚Q-Ls Gp-XÙm A∞j-RÙ-

´t-fl. A˚Y Gp-XÙm UÙd-̇ WÙ-Æp A˚P-

VÙ-[l-T-”j-Rl-Th-”s-[-].

TPm 5.15˛ UÙd˙WÙ TPm 5.15˛ UÙd˙WÙ TPm 5.15˛ UÙd˙WÙ TPm 5.15˛ UÙd˙WÙ TPm 5.15˛ UÙd˙WÙ      font format Cu Tœ-ß-Cu Tœ-ß-Cu Tœ-ß-Cu Tœ-ß-Cu Tœ-ß-

VÙL G›j-’d-L-fid-œf £Yl◊ ®\m ˙Ro‹VÙL G›j-’d-L-fid-œf £Yl◊ ®\m ˙Ro‹VÙL G›j-’d-L-fid-œf £Yl◊ ®\m ˙Ro‹VÙL G›j-’d-L-fid-œf £Yl◊ ®\m ˙Ro‹VÙL G›j-’d-L-fid-œf £Yl◊ ®\m ˙Ro‹

˘Nn-Rp.˘Nn-Rp.˘Nn-Rp.˘Nn-Rp.˘Nn-Rp.

TPm 5.17-˛-Ud˙WÙTPm 5.17-˛-Ud˙WÙTPm 5.17-˛-Ud˙WÙTPm 5.17-˛-Ud˙WÙTPm 5.17-˛-Ud˙WÙ     font format Cu TÙL-UÙL Æ∞m◊Cu TÙL-UÙL Æ∞m◊Cu TÙL-UÙL Æ∞m◊Cu TÙL-UÙL Æ∞m◊Cu TÙL-UÙL Æ∞m◊

˘LÙ”d-°-\’˘LÙ”d-°-\’˘LÙ”d-°-\’˘LÙ”d-°-\’˘LÙ”d-°-\’
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5. A±d˚L ˘Y∞-¬h-•tœ ˘NÙt˘NV≠

4. Tß‹ ˘Nn-Vl-ThP UÙd-˙WÙ˚Y J⁄

˙LÙl-TÙ-Ll TÙ’-LÙd-Ll-T-P-̇ Yi-•-V˙R

C≤ ˘Nn-V-˙Yi-•-V-’. CRt-LÙL

BYQ NÙ[-Wj-ßp Stop recording -

˘TÙj-RÙu A›j-R-‹m. Cj-’-Pu

UÙd˙WÙ Tß‹ ÿ•-‹-̆ T-flm. AR-‡-Pu

J⁄ ◊ßV UÙd˙WÙ E˚Wl-˘Th•

˙RÙuflm. SÙm A∞jR B˚Q-Ls

Gp-XÙm J⁄ UÙd-̇ WÙ-YÙ-Ll TÙ’-LÙd-Ll-

T-P-˙Yi-•-V’ CkR E˚Wl-˘Th•-´p RÙu.

5. -Ceœ Macro name -Gu-‡m CPj-ßp UÙd-˙WÙ-‹dœ A∞dL Æ⁄m-◊m

˘TVo ˘LÙ”d-L-‹m. G”j-’d-LÙh-PÙL: highlight.

6. Save macro in -G] G›-ß-´-⁄d-œm CPj-ßp UÙd˙WÙ Gk-Rd-˙LÙl-◊j

˘RÙœl-©p TÙ’-LÙd-Ll-T-P-˙Yi-”m Gu-T-˚Rj æo-UÙ-≤d-L-‹m. Ce-œl

˘TÙ⁄j-R-UÙ] ˙LÙl-◊j ˘RÙœl-˚Tj ˙Ro‹ ˘Nn-V-XÙm.

7. Save -˘TÙj-RÙu °∞d ˘Nn-V-‹m. (T-Pm 5.18)

Cj-’-Pu SÙm UÙd˙WÙ E⁄-YÙd° ÿ•k-̇ RÙm. A”j-R-T-•-VÙ-L, CkR UÙd˙WÙ

˘NVp-T-”-Y’ Gq-YÙfl Gu-T-˚Rj ˘R¨k’ ˘LÙs-[-˙Yi-”m.

UÙd˙WÙ ˘NVp-T-”j-’m ÿ˚\UÙd˙WÙ ˘NVp-T-”j-’m ÿ˚\UÙd˙WÙ ˘NVp-T-”j-’m ÿ˚\UÙd˙WÙ ˘NVp-T-”j-’m ÿ˚\UÙd˙WÙ ˘NVp-T-”j-’m ÿ˚\

-øe-Ls Tß‹ ̆ NnR UÙd˙WÙ ̆ NVp-T-”j-’m YØ-ÿ-˚\-Ls ∏rd- ̆ LÙ-”dLl-

Th-”s[].

1. BY-Qj-ßp UÙd˙WÙ TVu-T-”jR ˙Yi-•V text-˙Ro‹ ˘Nn-V-‹m.

2. L⁄ÆlTh-•-V≠u  (Tools menu) Macros˛Cp Yk’ Macro B˚Q˚Vd

°∞d ˘Nn-V-‹m. Cl-˙TÙ’ ß˚W-´p J⁄ UÙd˙WÙ E˚Wl-˘Th• LÙh-£-V-

∞d-œm. C’ ÿu◊ UÙd˙WÙ ̇ N™l-©t-œl TVu-T-”j-Rl-ThP E˚Wl ̆ Th-

•d-œf NU-UÙ-]-’.

3. Macro from NÙ[-Wj-ßp UÙd˙WÙ C⁄d-

œm CPj-˚R browse ˘Nn-V-‹m.

(Y-Zd-L-UÙL Ceœ UÙt-\e-Ls ˘Nn-V-

˙Yi•V ˙R˚Y-Y-⁄-Y-ßp-˚X)

4. BY-Qj-ßp Cl-˙TÙ-’s[ UÙd-˙WÙd-

L-∞u ˘TVo-Ls Existing macros in:

Th-•-Vp ˘Th-•-´p LÙQ-XÙm. Ceœ

SÙm ÿu◊ RV-WÙd-°V highlight UÙd-

˙WÙ-‹m LÙQl-T-”m. highlight ˙Ro‹

˘Nn-V-‹m.

TPm 5.18˛ UÙd˙WÙTPm 5.18˛ UÙd˙WÙTPm 5.18˛ UÙd˙WÙTPm 5.18˛ UÙd˙WÙTPm 5.18˛ UÙd˙WÙ     highlight Gu‡m ˘TV-¨p save

˘Nn-Rp˘Nn-Rp˘Nn-Rp˘Nn-Rp˘Nn-Rp

TPm 5.19˛TPm 5.19˛TPm 5.19˛TPm 5.19˛TPm 5.19˛     highlight Gu‡m UÙd˙WÙ ˘NVp-T-”j-Rl-Gu‡m UÙd˙WÙ ˘NVp-T-”j-Rl-Gu‡m UÙd˙WÙ ˘NVp-T-”j-Rl-Gu‡m UÙd˙WÙ ˘NVp-T-”j-Rl-Gu‡m UÙd˙WÙ ˘NVp-T-”j-Rl-

T-”-°u-\’T-”-°u-\’T-”-°u-\’T-”-°u-\’T-”-°u-\’
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RL-Yp ˘RÙØp ÷h-T-Æ-Vp ˛ 

TPm 5.20˛TPm 5.20˛TPm 5.20˛TPm 5.20˛TPm 5.20˛     ◊ßV UÙd˙WÙ Tß‹ ˘Nn-Vj◊ßV UÙd˙WÙ Tß‹ ˘Nn-Vj◊ßV UÙd˙WÙ Tß‹ ˘Nn-Vj◊ßV UÙd˙WÙ Tß‹ ˘Nn-Vj◊ßV UÙd˙WÙ Tß‹ ˘Nn-Vj

˘RÙPe-œ-Rp˘RÙPe-œ-Rp˘RÙPe-œ-Rp˘RÙPe-œ-Rp˘RÙPe-œ-Rp

5. Run °∞d ˘Nn-V-‹m. (T-Pm 5.19)

Cl-˙TÙ’ ˙Ro‹ ˘Nn-Vl-ThP text Cp K˙W ˙Y˚[-´p ˘Yq-˙Yfl

B˚Q-L˚[ UÙd˙WÙ ˘NVp-T-”j-’m. SÙm ÿu◊ UÙd˙WÙ E⁄-YÙd-°-V-˙TÙ’

A∞jR H› B˚Q-Ls Cl-˙TÙ’ ˘NVp-T-”j-Rl-Th-•-⁄d-œm.

UÙd˙WÙ ˛ ˚Ud˙WÙ ^Ùlh ˙Yo-•pUÙd˙WÙ ˛ ˚Ud˙WÙ ^Ùlh ˙Yo-•pUÙd˙WÙ ˛ ˚Ud˙WÙ ^Ùlh ˙Yo-•pUÙd˙WÙ ˛ ˚Ud˙WÙ ^Ùlh ˙Yo-•pUÙd˙WÙ ˛ ˚Ud˙WÙ ^Ùlh ˙Yo-•p

1. ˚Ud˙WÙ ^Ùlh ˙Yo-•p ◊ß-V-˘RÙ⁄ BY-Qm ß\d-L-‹m.

2. Tools Th-•-´p Macro Æ≠-⁄k’ Record new macro °∞d ˘Nn-V-‹m.

(T-Pm 5.20)

3. Al-̇ TÙ’ Y⁄m Record Macro ̆ Th-•-́ p  Keyboard ̆ TÙj-RÙu °∞d

˘Nn-V-‹m. (T-Pm 5.21)

4. Cl-˙TÙ’ Customize keyboard Gu-‡m NÙ[-Wm ˙RÙu-flm. Press new

shortcut key Gu-‡m ˘Th-•-´p H˙R-‡m J⁄ key Rh-Pf—f ˘Nn-V-‹m.

G”j-’d-LÙh”: Alt+W. CRt-LÙL Alt ˘TÙj-RÙu A›j-ß-V©u W Gu\

key I A›j-R-‹m. (T-Pm 5.22)

5. Alt+W Gu-‡m key I A›j-ß-]Ùp CkR UÙd˙WÙ

˘NVp-T”m ÆRj-̊ R J›eœ-T-”jR Assign ̆ TÙj-RÙu

°∞d ˘Nn-L. Cl-˙TÙ’ YXl-◊-\j-ß-¤s[ ˘Th-•-´p

Current keys  Gu-‡m ˘Th-•-´p Alt+W ˘Y∞l-

Th•-⁄l-T-̊ Rd LÙQ-XÙm.

6. Save changes in Gu-‡m CPj-ßp

˘Th•˚Vd °∞d ˘Nn’ Document1

˙Ro‹ ˘Nn-V-‹m. øe-Ls E⁄-YÙd-œm

UÙd˙WÙ Document1 Gu-‡m BY-Qj-ßp

Uh-”m ®t-T-Rt-LÙ -L˙Y Ck-Rj ˙Ro‹

˘NnVl-T-”-°\’.

7.Close ˘TÙj-RÙu °∞d ˘Nn-V-‹m.

8. Cl-˙TÙ’ BY-Qj-ßp CPl-◊-\-UÙL

Stop Gu-‡m ˘TV-¨p øX ®\l-˘Th•

Jufl LÙh-£-V-∞d-œm (T-Pm 5.23)

Cl˙TÙ’ Ee-L-fidœ UÙd-˙WÙ-Æp Eh-

T”j-Rl-TP ˙Yi-•V B˚Q-Ls ˘NVp-

T”j-RXÙm. A˚Y ∏rd-˘LÙ”d-Ll

Th-”s-[].

(i) G›j’d-L-fidœl ˘TÙ⁄j-R-UÙ] Y•-Ym ÿ•‹ ˘Nn-RpG›j’d-L-fidœl ˘TÙ⁄j-R-UÙ] Y•-Ym ÿ•‹ ˘Nn-RpG›j’d-L-fidœl ˘TÙ⁄j-R-UÙ] Y•-Ym ÿ•‹ ˘Nn-RpG›j’d-L-fidœl ˘TÙ⁄j-R-UÙ] Y•-Ym ÿ•‹ ˘Nn-RpG›j’d-L-fidœl ˘TÙ⁄j-R-UÙ] Y•-Ym ÿ•‹ ˘Nn-Rp

L⁄-Æl-Th-•-́ p C⁄k’ G›j’ Y•-Yl-̆ Th-•˚Vd (Font box)  °∞d

˘Nn’ Æ⁄m-◊m G›j’ Y•-Ym ˙Ro‹ ˘Nn-V-‹m. G”j-’d-LÙh”: Arial.

TPm 5.21˛ TPm 5.21˛ TPm 5.21˛ TPm 5.21˛ TPm 5.21˛ Record Macro E˚Wl-˘Th•E˚Wl-˘Th•E˚Wl-˘Th•E˚Wl-˘Th•E˚Wl-˘Th•
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5. A±d˚L ˘Y∞-¬h-•tœ ˘NÙt˘NV≠

(ii) A[-˚Yd ·h”Y-RtœA[-˚Yd ·h”Y-RtœA[-˚Yd ·h”Y-RtœA[-˚Yd ·h”Y-RtœA[-˚Yd ·h”Y-Rtœ

Formating L⁄-Æl-Th-•-´p G›j-’-

Y•Y A[‹l (Font size)

˘Th•˚Vd °∞d ̆ Nn-V-‹m. Æ⁄l-Tj-

ßt-˙LtT Ko A[‹ ̇ Ro‹ ̆ Nn-V-‹m.

G”j-’d-LÙh”: 24.

(iii) G›j-’d-L-fid-œd ˘Lh-•-·h”G›j-’d-L-fid-œd ˘Lh-•-·h”G›j-’d-L-fid-œd ˘Lh-•-·h”G›j-’d-L-fid-œd ˘Lh-•-·h”G›j-’d-L-fid-œd ˘Lh-•-·h”

Y-RtœY-RtœY-RtœY-RtœY-Rtœ

Formating L⁄-Æl-Th-•-́ p B Gu-‡m

˘TÙj-RÙu °∞d ˘Nn-V-‹m.

(iv) G›j-’d-L˚[ S”l-T-œ-ß-´pG›j-’d-L˚[ S”l-T-œ-ß-´pG›j-’d-L˚[ S”l-T-œ-ß-´pG›j-’d-L˚[ S”l-T-œ-ß-´pG›j-’d-L˚[ S”l-T-œ-ß-´p

J›e-L-˚UdLJ›e-L-˚UdLJ›e-L-˚UdLJ›e-L-˚UdLJ›e-L-˚UdL

Formating L⁄-Æl-Th-•-́ p Center ˘TÙj-RÙu °∞d ˘Nn-V-‹m.

(v) G›j-’d-L-∞-u ®\m £Yl◊ BdœY-RtœG›j-’d-L-∞-u ®\m £Yl◊ BdœY-RtœG›j-’d-L-∞-u ®\m £Yl◊ BdœY-RtœG›j-’d-L-∞-u ®\m £Yl◊ BdœY-RtœG›j-’d-L-∞-u ®\m £Yl◊ BdœY-Rtœ

Format Th-•-´p Font °∞d ˘Nn-V-‹m. Cl-˙TÙ’ ˙RÙu-flm

E˚Wl-̆ Th-•´p Font PÙl ˙Ro‹ ˘Nn-V-‹m.  Font color

Gu-‡m CPj-ßp •WÙl P‹u ̆ Th• °∞d ̆ Nn’ Red ̇ Ro‹

˘Nn-V-‹m. ©u OK ˘TÙj-RÙu A›j-R-‹m. (T-Pm 5.15)

(vi) ˘T¨V G›j-RÙL UÙtflY-Rtœ˘T¨V G›j-RÙL UÙtflY-Rtœ˘T¨V G›j-RÙL UÙtflY-Rtœ˘T¨V G›j-RÙL UÙtflY-Rtœ˘T¨V G›j-RÙL UÙtflY-Rtœ

Format Th-•-´p Change Case °∞d ˘Nn-V-‹m. Cl-˙TÙ’

˙RÙu-flm Change Case E˚Wl-̆ Th-•-́ -≠-⁄k’ UPPERCASE ̇ Ro‹ ̆ Nn-

’, OK ˘TÙj-RÙu A›j-R-‹m. (T-Pm 5.24)

(vii) ˙U¤m ∏›m R•jR ˙LÙ” A˚Ul-T-Rtœ˙U¤m ∏›m R•jR ˙LÙ” A˚Ul-T-Rtœ˙U¤m ∏›m R•jR ˙LÙ” A˚Ul-T-Rtœ˙U¤m ∏›m R•jR ˙LÙ” A˚Ul-T-Rtœ˙U¤m ∏›m R•jR ˙LÙ” A˚Ul-T-Rtœ

Format Th-•-́ -≠-⁄k’ Borders and

shading B˚Q˚Vd °∞d ˘Nn-

V-‹m. Cl-˙TÙ’ ˙RÙu-flm E˚Wl-

˘Th-•-́ p Borders PÙl ˙Rok-˘R-

”d-L-‹m. C≤ Preview Tœ-ß-´u

˙U¤m ∏›m ˙LÙ” A˚Ul-T-Rt-

LÙ] ˘TÙj-RÙu A›j-R-‹m. ARu-

©-\œ A⁄-°p CPl-◊-\m Custom

˘Th-•-´p C⁄k’ 4½pt ˙Ro‹

˘Nn-V-‹m. OK ˘TÙj-RÙu °∞d

˘Nn-V-‹m. (T-Pm 5.25)

TPm 5.22˛ UÙd-˙WÙ-ÆtœTPm 5.22˛ UÙd-˙WÙ-ÆtœTPm 5.22˛ UÙd-˙WÙ-ÆtœTPm 5.22˛ UÙd-˙WÙ-ÆtœTPm 5.22˛ UÙd-˙WÙ-Ætœ     keyboard, shortcut

˘LÙ”j-Rp˘LÙ”j-Rp˘LÙ”j-Rp˘LÙ”j-Rp˘LÙ”j-Rp

TPm 5.23˛ UÙd˙WÙ Tß‹TPm 5.23˛ UÙd˙WÙ Tß‹TPm 5.23˛ UÙd˙WÙ Tß‹TPm 5.23˛ UÙd˙WÙ Tß‹TPm 5.23˛ UÙd˙WÙ Tß‹

˘Nn-Ÿm £±V NÙ[-Wm E˚W˘Nn-Ÿm £±V NÙ[-Wm E˚W˘Nn-Ÿm £±V NÙ[-Wm E˚W˘Nn-Ÿm £±V NÙ[-Wm E˚W˘Nn-Ÿm £±V NÙ[-Wm E˚W

BY-Qj-ßp LÙh-£-V-∞j-RpBY-Qj-ßp LÙh-£-V-∞j-RpBY-Qj-ßp LÙh-£-V-∞j-RpBY-Qj-ßp LÙh-£-V-∞j-RpBY-Qj-ßp LÙh-£-V-∞j-Rp

TPm 5.24˛ UÙd˙WÙ E⁄-YÙd-œ-R-≠u Tœ-ß-VÙL Be-°XTPm 5.24˛ UÙd˙WÙ E⁄-YÙd-œ-R-≠u Tœ-ß-VÙL Be-°XTPm 5.24˛ UÙd˙WÙ E⁄-YÙd-œ-R-≠u Tœ-ß-VÙL Be-°XTPm 5.24˛ UÙd˙WÙ E⁄-YÙd-œ-R-≠u Tœ-ß-VÙL Be-°XTPm 5.24˛ UÙd˙WÙ E⁄-YÙd-œ-R-≠u Tœ-ß-VÙL Be-°X

G›j-’d-Ls ˘T¨V G›j-’d-L[ÙL UÙfl-RpG›j-’d-Ls ˘T¨V G›j-’d-L[ÙL UÙfl-RpG›j-’d-Ls ˘T¨V G›j-’d-L[ÙL UÙfl-RpG›j-’d-Ls ˘T¨V G›j-’d-L[ÙL UÙfl-RpG›j-’d-Ls ˘T¨V G›j-’d-L[ÙL UÙfl-Rp
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Cl-˙TÙ’ UÙd-˙WÙ-´p Eh-T-”j-Rl-T-P-

˙Yi-•V B˚Q-Ls Gp-XÙm ˘LÙ”d-Ll-

Th-”-Æh-P-]. A˚Y-V-˚]j-’m UÙd-˙WÙ-

Æp Tß‹ ˘Nn-Vl-Th-P-].

9.UÙd˙WÙ Tß-‹l ˘Th-•-´p Stop ˘TÙj-

RÙu °∞d ̆ Nn-L. Cj-’-Pu UÙd˙WÙ Tß‹

˘RÙPe-°-V-©u ®flj-’-Y’ Y˚W øe-Ls

˘NnR GpXÙ ̆ NVp-TÙ-”-L-fim Alt+W Gu-

‡m ̆ TÙj-RÙ-≤p A˚P-VÙ-[l-T-”j-Rl-Th•-

⁄d-œm.

Cj-’-Pu SÙm UÙd˙WÙ E⁄-YÙd°

ÿ•k-R’. A”j-R-T-•-VÙL CkR UÙd˙WÙ

˘NVp-T-”-Y’ Gq-YÙfl Gu-T˚Rj ̆ R¨k-’-˘LÙs-[-˙Yi-”m.

UÙd˙WÙ ˘NVp-T-”j-’m ÿ˚\UÙd˙WÙ ˘NVp-T-”j-’m ÿ˚\UÙd˙WÙ ˘NVp-T-”j-’m ÿ˚\UÙd˙WÙ ˘NVp-T-”j-’m ÿ˚\UÙd˙WÙ ˘NVp-T-”j-’m ÿ˚\

øe-Ls Tß‹ ˘NnR UÙd˙WÙ ˘NVp-T-”j-’m YØ-ÿ-˚\-Ls ∏rd ˘LÙ”d-

Ll-Th-”s-[-].

1. UÙd˙WÙ ˘NVp-T-”j-Rl-TP ˙Yi-•V ˘Pdvh ˙Ro‹ ˘Nn-V-‹m.

2. Alt+W ˘TÙj-RÙu °∞d ˘NnV‹m.

A±d-˚L-´p UÙd-˙WÙ-Æu TVuA±d-˚L-´p UÙd-˙WÙ-Æu TVuA±d-˚L-´p UÙd-˙WÙ-Æu TVuA±d-˚L-´p UÙd-˙WÙ-Æu TVuA±d-˚L-´p UÙd-˙WÙ-Æu TVu

Ee-Ls A±d˚L RVÙ-¨d-œm-˙TÙ’ UÙd˙WÙ TVu-T-”j-R-XÙm. A±d-˚L-

´p ÆUo-£d-œm £X Tœ-ß-Ls Ntfl ÿd-°-Vj-’-Yj-’-Pu ˘Yq-˙Yfl Td-Le-L-

∞p ˙U¤m ∏›m ˘LÙ”d-Ll-T-P-˙Yi-”m Gu-±-⁄d-Lh-”m. Cl-T-œ-ß-L-∞p

UÙd˙WÙ TVu-”j-Rl-T-P-XÙm. A±d˚L YÙ£j-’l-TÙod-œm J⁄-Y-⁄dœ A±d-

˚L-´u ˘Yq-˙Yfl ®˚X-L-∞p ÆUo-£d-œm L⁄j-’d-L-∞u ÿd-°-V-UÙ] Tœ-

ß˚V ™L G∞-ßp Li-”-©-•dL Cq-YÙfl ˘LÙ”d-œm Tj-ß-Ls TVu-T-”m.

A±d˚L ˘Y∞-´-PpA±d˚L ˘Y∞-´-PpA±d˚L ˘Y∞-´-PpA±d˚L ˘Y∞-´-PpA±d˚L ˘Y∞-´-Pp

˘NÙt-˘N-V≠ TVu-T-”jß A±d˚L RVÙ-¨dL ˘Yq-˙Yfl ÷hTe-L˚[ øe-

Ls Cß-≠-⁄k’ ◊¨k’ ˘LÙi-ºo-Ls. ÿu Yœl-◊-L-∞p ˘R¨k-’-˘LÙiP LÙ¨-

Ve-L˙[Ù” v˚Pp UÙd˙WÙ Gu-‡m ◊ßV ÷h-Te-Ls TVu-T-”j-Rl-T-P-XÙm

Gu-T-˚Rl ◊¨k’ ˘LÙi-ºo-Ls. C≤ Lt-\-˚Y-L-∞u A•l-T-˚P-´p Ee-Ls

A±d˚L˚Vf £\kR ÿ˚\-´p RVÙ-¨d-L-‹m, ˘Y∞-´-P-‹m ˘Nn-Y˙R

A”jR ®˚X. ARt-LÙL Ko A±d-̊ L-́ p LÙQl-TP ̇ Yi-•V Tœ-ß-Ls G˚Y

Gu-T-˚Rd LÙQ-XÙm.

TPm 5.25˛ UÙd˙WÙ E⁄-YÙd-œ-R-≠u Tœ-ß-VÙLl Td-TPm 5.25˛ UÙd˙WÙ E⁄-YÙd-œ-R-≠u Tœ-ß-VÙLl Td-TPm 5.25˛ UÙd˙WÙ E⁄-YÙd-œ-R-≠u Tœ-ß-VÙLl Td-TPm 5.25˛ UÙd˙WÙ E⁄-YÙd-œ-R-≠u Tœ-ß-VÙLl Td-TPm 5.25˛ UÙd˙WÙ E⁄-YÙd-œ-R-≠u Tœ-ß-VÙLl Td-

Le-L-fidœ Æ∞m◊ A∞j-RpLe-L-fidœ Æ∞m◊ A∞j-RpLe-L-fidœ Æ∞m◊ A∞j-RpLe-L-fidœ Æ∞m◊ A∞j-RpLe-L-fidœ Æ∞m◊ A∞j-Rp
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5. A±d˚L ˘Y∞-¬h-•tœ ˘NÙt˘NV≠

1.  Ah-̊ Pl-Td-Lm (Cover Page)

2. R˚Xl-◊l Td-Lm (Title Page)

3. ˘Y∞-¬” Tt-±V RL-Yp-Ls (Publication Details)

4. Efl-ß-̆ UÙ-Ø- (Declaration)

5. Su-±-V-±-Æl◊ (Acknowledgements)

6. ˘TÙ⁄-[-Pd-Lm (Table of Contents)

7. ˘RÙœl-◊˚W (Abstract)

8. A±d-˚L-´p ˘Yq-˙Yfl CVp-Ls (Chapters)

9. ÿ•‹˚W (Conclusion)

10. TÙo-˚Y-Ëp (Reference)

11. ©t-˙Nod˚L (Appendix)

C˚Y Jq-˘YÙu-flm GRt-LÙL A±d-˚L-´p Eh-T-”j-Rl-T-”-°-\’?

AYt-˚\l Tt-±f Ntfl BWÙn-˙YÙm.

Ah-˚Pl-Td-LmAh-˚Pl-Td-LmAh-˚Pl-Td-LmAh-˚Pl-Td-LmAh-˚Pl-Td-Lm

Ee-Ls A±d-˚L-´u ̆ Y∞l-Td-Lm RÙu C’. (Ah˚P AZ-LÙL RVÙ-¨dL

¥ml, Kl-T-u B¿v h˙WÙ ÿR-XÙ] °WÙ-©d ˘Uu-˘TÙ-⁄h-Ls TVuT”j-R-

XÙm) ˘NVp-ßh-Pj-ß-u ˘TVo, RVÙ-¨j-R-Y-¨u ˘TVo, YØ-LÙh-•-V-Y-¨u ˘TVo

(Guide) Gu-‡m RL-Yp-Ls Ah-˚Pl-Td-Ljßp LÙQl-T-P-˙Yi-”m.

R˚Xl-◊l Td-LmR˚Xl-◊l Td-LmR˚Xl-◊l Td-LmR˚Xl-◊l Td-LmR˚Xl-◊l Td-Lm

Ah-˚Pl-Td-Lj˚Rj ß⁄l-©-]Ùp LÙQl-T-”m ÿRp Td-Lm RÙu C’.

˘NVp-ßh-Pj-ßu R˚Xl-◊, RVÙ-¨j-R-Y-¨u ˘TVo, ®fl-Y-]m, YØ-LÙh-•-V-Y-¨u

˘TVo, Bi” Gu-‡m RL-Yp-L˚[ Ck-Rl-Td-Lj-ßp LÙi-©d-L-‹m.

˘Y∞-¬” Tt-±V RL-Yp-Ls˘Y∞-¬” Tt-±V RL-Yp-Ls˘Y∞-¬” Tt-±V RL-Yp-Ls˘Y∞-¬” Tt-±V RL-Yp-Ls˘Y∞-¬” Tt-±V RL-Yp-Ls

RÙn-˘UÙ-Ø-´p ˘NVp-ßhP A±d˚L RVÙ-¨d-Ll-Th-•-⁄d-œ-˘U-≤p ˘NVp-

ßh-Pj-ßu R˚Xl-◊, RVÙ-¨j-R-Y-¨-u ˘TVo, ®fl-Y-]m, A±d˚L RVÙ-¨jR

Bi”, ˘UÙØ, A±d˚L ˘Y∞-¬h-•tœ ER-Æ-V-Y-¨u ˘TVo ÿR-XÙ] RL-

Yp-Ls A˚]j-˚R-Ÿm R˚Xl-◊l-Td-Lj-ßu Ufl Td-Lj-ßp Be-°-Xj-ßp

˘LÙ”l-T’ Sp-X-’. A±d˚L RVÙ-WÙd-°-Ÿs[ ̆ UÙØ ̆ R -̈VÙRYo-L-fid-œm C’

Al-To ˘Ln-^Al-To ˘Ln-^Al-To ˘Ln-^Al-To ˘Ln-^Al-To ˘Ln-^¯m ˙XÙYo ˘Ln-^¯m ˙XÙYo ˘Ln-^¯m ˙XÙYo ˘Ln-^¯m ˙XÙYo ˘Ln-^¯m ˙XÙYo ˘Ln-^¯m¯m¯m¯m¯m

Be-°-Xl ˘T¨V G›j-’-L˚[ Al-To ˘Lnv (Upper Case) G]-‹m

£±V G›j-’d-L˚[ ̇ XÙYo ̆ Lnv (LOWER CASE) G]-‹m £\l-©j-’d

·fl-Yo. ̊ L -́]Ùp Af-—d-L-̊ [d ̇ LÙoj’ Af-—l-T-ßjR LÙXj-ßp Af-—d-

Ls Jq-̆ YÙu-̊ \-Ÿm C”-Y-Rt-œf £±V A˚\-L-fi-Pu ·•V ̆ Th-•-Ls LÙQl-Th-P-].

CYt˚\ ˘Lnv-Ls G] A˚Zl-To. AYt-±p ˙UX-˚\-L-∞p ˘T¨V G›j-’d-L-∞u

Af-—-Ls ̇ TÙPl-Th-•-⁄k-R-]. ∏ZÙ-̊ \-L-∞p £±V G›j-’d-L-∞-u Af-—-Ls ̇ TÙPl-Th-•-

⁄k-R]. AR-]Ù-˙X˙V Al-To ˘Lnv, ˙XÙYo ˘Lnv Gu\ ˘TVo-Ls Yk-R-].
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Gu] Gu-T-˚Rj ˘R¨k-’-˘LÙs-Y-Rtœ CkR ÿ˚\ ERÆ ◊¨-Ÿm. (Ck-Ë-˚Xl-

Tt± CRu CWi-PÙ-Y’ Td-Lj-ßp ˙Nod-Ll-Th-•-⁄d-œm RL-Yp-Ls LÙQ-‹m)

Efl-ß-˘UÙØEfl-ß-˘UÙØEfl-ß-˘UÙØEfl-ß-˘UÙØEfl-ß-˘UÙØ (Declaration)

øe-Ls RVÙ-¨jR ˘NVp-ßh-Pj-ßu RL-Yp ßWh” ÿ˚\-Ÿm, Tœl-TÙn-‹m

Li-”-©-•l-◊-L-fim ÿt-±-¤m Ei-˚U-VÙ-]˚Y G]-‹m Aßp NÙo◊ ®˚X G’-

‹m Cp˚X G]-‹m øe-Ls ˘TÙfll-˙Ttfl ®˚\-˙Yt-±-…o-Ls G]-‹m ˘R∞-

Æd-œm Efl-ß-˘UÙØ ˘LÙ”d-Ll-TP ˙Yi-”m. ˘NVp-ßh-Pj-ßu Sm-T-Lj-Ru-

˚U˚V Efl-ßl-T-”j-R˙Y C˚Y ̆ LÙ”d-Ll-T-”-°u-\-].  A•l-T-œ-ß-´p ̆ NVp-

ßh-Pm E⁄-YÙd-°VY¨u ˘TV-⁄m ˚L˘VÙl-T-ÿm LÙQl-TP ˙Yi-”m. YØ-

LÙh-•-V-Y-¨u Eflß ̆ UÙØ-Ÿm ̊ L˘VÙl-T-ÿm Eh-T-”j-Rl-T-P-˙Yi-”m.

˘Pd/XÙ˘Pd ˘Pd/XÙ˘Pd ˘Pd/XÙ˘Pd ˘Pd/XÙ˘Pd ˘Pd/XÙ˘Pd (Tex/LaTex)

Ëp-Ls ÿRXÙ]-Yt˚\ ˙Soj-ß-VÙL Af-£-”-Y-Rtœ ◊Lr-˘Tt\ L¶-R-Æ-Vp A±-

O-⁄m L¶≤ A±-Æ-Vp A±-O-⁄-UÙ] ˙TWÙN¨-Vo ˘PÙ]Ùp-”- L-‡j E⁄-YÙd-

°V J⁄ ®rf-£j ßh-P˙U ˘Pd. Be-°-Xj-ßp TeX G] G›-ß-]Ù-¤m "˘Pd"  Gu˙\

YÙ£l-To. (°-˙WdL H›j-’dL[Ù] ˘P[, Gl-£-XÙi, ˚L Gu-T-˚Y˙V ˘TV-⁄d-

œl TVu-T-”j-Rl-Th-•-⁄d-°u-\-]). L¶≤ ˘NVp-ßh-Pj-˚Rd  œ±jR Rm-ÿ˚PV

Ë˚X ˙Soj-ß-VÙL Af-£-”-Y-Rtœl ©Wf-£-˚]-Ls E⁄-YÙ-]-˙TÙ’ 1977-˛-Cp ˙TÙWÙ-

£-¨-Vo LÚj ARt-LÙL J⁄ ˘NVp-ßh-Pm E⁄YÙdLj æo-UÙ-≤j-RÙo. C˚R ®˚\‹ ˘Nn-Y-Rtœ

H\j-RÙZ Gh” Bi-”-Ls B´-]. H› ˘RÙœß-L-˚[d ˘LÙiP ‘The Art of Computer

Programming’ Gu-T’ ˙TWÙ. LÚj-ßu ◊Lr-˘Tt\ J⁄ ◊j-R-Lm. Af-˙Nt-fl-Y-Rt-œj ˙R˚Y-VÙ]

GpXÙ YØ-L-fim Ck-Rf ˘NVp-ßh-Pj-ßp LÙQl-Th-P-’. A±-Æ-Vp ˘RÙPo-◊-˚PV £\l-TÙ-Ld

L¶-R-Æ-Vp ˘RÙPo-TÙ] Lh-”-˚W-L-fid-œm ©\ ˘Y∞-¬-”-L-fid-œm ˘Pd-°tœ ®L-WÙ] J⁄ ˘NVp-

ßh-P-ÿm Cu-fl-Y˚W ˘Y∞-Y-W-Æp˚X G]d-·-\-XÙm. VÙo ˙Yi-”-UÙ-]Ù-¤m TVu-T-”j-’m Yi-

Qm C˚R Ko CX-YN ˘Uu-˘TÙ-⁄-[ÙL AYo EX-L-ßtœ A∞j-RÙo.

™L Aß-Lm YN-ß-Ls Es-[-Pd-°-V-RÙL Æ[e-°-V-RÙp ˘Pd ÿ›-˚U-VÙ-]-’. NÙRÙ-WQl TV-]Ù-∞-L-

fid-œm TVu-T-Pj-RdL ÿ˚\-´p 1984-˛-Cp ˘Xv≠ XÙm-˙TÙoh ˘Pd˛UÙ-L-˙WÙd-L-∞u J⁄

˘RÙœl˚T E⁄-YÙd-°-]Ùo. A’˙Y XÙ˘Pd (LaTeX) Gu-‡m ˘TV-¨p A±Vl-T-”-°-\-’. ˘Pd-°p

TX B˚Q-Ls YZeL ˙Yi-•V CPj-ßp XÙ˘Pd-°p Ko B˚Q Uh-”m YZe-°-]Ùp ˙TÙ’m.

Uh-”-Up-X, R˚Xl-◊-Ls, ’˚Qj-R˚Xl-◊-Ls ÿR-XÙ-]-Yt-±u A˚Ul-◊-Ls, NU-uTÙ-”-Ls, TPe-

Ls Utflm Gi-Ls B°-V-Yt-±u TX-LÙ-¨-Ve-L-˚[-Ÿm XÙ˘Pd —V-UÙ-L˙Y ®˚\˙Yt-±j R⁄m.

DTP ˘UÙu-˘TÙ-⁄h-L-fi-Pu Jl-◊-˚UlT”j-’m-˙TÙ’ XÙ˘Pd-°t-œl TX £\l-◊-Ls Es-[-]. ÿu

æo-UÙ-≤jR ÿ˚\-´p J⁄ ˘Y∞-¬” RVÙ-¨l-T-Rt-œl TX LÙ¨-Ve-Ls XÙ˘Pd ˘NVp-ßh-Pj-˚Rd

˘LÙi” ˘NnV CV¤m. Aq-YÙfl LÙXj-˚Rf —⁄d-œ-Y-˙RÙ-”, ˘TÙ⁄-[-Pd-Lj-ßp LY-]j˚R Dod-

L-‹m ˘Nn-Ÿm. B]-Ùp J⁄ Tj-ß-¨˚L UX-¨p Es-[’ ˙TÙufl Jq-˘YÙ⁄ Td-Lj-ß-¤m ˘R∞-

YÙ-Ll TPe-L-fim, ˘NÙt-L-fim J›e-œ-T-”j-’-Y-Rtœ XÙ˘Pd TVu-T-”j-’m ˙TÙ’ £W-Ue-Ls Ht-

T-”m.

˘Pd ˙TÙufl XÙ˘Pd-œm CX-YN ˘Uu-˘TÙ-⁄s. A’ Lh-P-Qm ˘N¤j-RÙ-Up RL-Yp

C\d-Lm (P-‹u ˙XÙ”) ˘Nn’ TVu-T-”j-R-XÙm. ß⁄-Y-]k-R-◊-Wm UÙYh-Pj-ßp ™L

Ai-˚U-´p ˘Y∞-´hP ◊ßV ˘RÙ˚X-˙T£ ÿL-Y-¨l ◊j-R-Lm XÙ˘Pd TVu-T-”jß

G∞-ßp E⁄-YÙd-°-Ÿs-[-]o. U˚X-VÙ-[j-ßp Rh-Pf— ˘Nn-V-‹m XÙ˘Pd TVu-T-”j-R-

XÙ-m. T˚ZV ·h-˘P-›j-’d-L-fim Cßp °˚Pd-œm. Ku-T-RÙm Yœl◊dœ Be°X

˘UÙØ-´p ˘Y∞-´-Pl-Th-”s[ L¶R Ëp XÙ˘Pd-°-˙X˙V RÙV-¨d-Ll-Th-”s-[’.

˙TWÙ. ˘PÙ]Ùp”˙TWÙ. ˘PÙ]Ùp”˙TWÙ. ˘PÙ]Ùp”˙TWÙ. ˘PÙ]Ùp”˙TWÙ. ˘PÙ]Ùp”

LÚjLÚjLÚjLÚjLÚj

˘Xv≠ XÙm-˘Xv≠ XÙm-˘Xv≠ XÙm-˘Xv≠ XÙm-˘Xv≠ XÙm-

˙TÙoh˙TÙoh˙TÙoh˙TÙoh˙TÙoh
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Su-±-V-±-Æl◊Su-±-V-±-Æl◊Su-±-V-±-Æl◊Su-±-V-±-Æl◊Su-±-V-±-Æl◊     (Acknowledgment)

˘NVp-ßh-Pj-ßu Tp-˙Yfl ®˚X-L-∞p Ee-L-fi-Pu Jj-’-˚Zj-R-Yo-L-fim

˙R˚Y-VÙ] ER-Æ-Ls ̆ Nn-’m RL-Yp-Ls A∞j-’m ER-Æ-V-Yo-L-fid-œm, ®fl-

Y-]e-L-fid-œm Su± ˘R¨-Æl-T-Rt-LÙ-L˙Y Ck-Rl Td-Lm A˚Ud-Ll-T-”-°-\-’.

˘TÙ⁄-[-Pd-Lm˘TÙ⁄-[-Pd-Lm˘TÙ⁄-[-Pd-Lm˘TÙ⁄-[-Pd-Lm˘TÙ⁄-[-Pd-Lm (Content)

˘NVp-ßhP A±d-˚L-´p Tp-˙Yfl Aj-ß-VÙ-Ve-L-fi-˚P-V-‹m ÿd-°Vj

R˚Xl-◊d-L-fi-˚P-V-‹m Th-•-V-˚Xl TdL Gi-L-fi-Pu LÙh-”m Td-Lm C’.

A±d-˚L-´p TVu-T-”j-ß-´-⁄d-œm TPe-L-fim Y•-Ye-L-fim ©t-˙Nod˚Ll

Td-Le-L-∞u Th-•-V-¤m TdL Gi-L-fim Ceœj R≤-VÙ-Ld œ±l-©-P-XÙm.-

˘RÙœl-◊˚W˘RÙœl-◊˚W˘RÙœl-◊˚W˘RÙœl-◊˚W˘RÙœl-◊˚W- (Summary)

Ee-Ls A±d-˚L-˚Vj ß\k-’-TÙod-œm J⁄-Y-⁄d-œ, A˚R ÿ›-˚U-VÙL

YÙ£d-LÙ-U-̇ X˙V ARu ÿd-°Vd L⁄j-’-L-̊ [l ◊¨k-’-̆ LÙs-Y-R-tœ ER-Æ-VÙL

A˚U-V˙Y ˘RÙœl-◊˚W Eh-T-”j-Rl-T-”-°-\-’. Ju-˙\Ù, Ci˙PÙ Td-Le-L-∞p

APe-œm ÿ˚\-´p AR-˚]j RVÙ-¨l-T’ £\l-◊d-œ¨-V-’. ßh-Pj-ß-u ˙SÙd-

Lm, Lt-\¤d-œl TVu-T-”j-ßV YØ ÿ˚\, L⁄-’-˙LÙs, Li-”-©-•l-◊-Ls, ÿ•-‹-

Ls ÿR-XÙ-]-Yt-˚\f —⁄d-L-UÙ-Ld LÙhP ˙Yi-”m Gu-T’ RÙu ˘RÙœl-◊˚W

G›-’-Y-ßu ̇ SÙd-Lm.

A±d˚L-´p Tp-˙Yfl CVp-Ls (ÿd-°Vj R˚Xl-◊-Ls)A±d˚L-´p Tp-˙Yfl CVp-Ls (ÿd-°Vj R˚Xl-◊-Ls)A±d˚L-´p Tp-˙Yfl CVp-Ls (ÿd-°Vj R˚Xl-◊-Ls)A±d˚L-´p Tp-˙Yfl CVp-Ls (ÿd-°Vj R˚Xl-◊-Ls)A±d˚L-´p Tp-˙Yfl CVp-Ls (ÿd-°Vj R˚Xl-◊-Ls)

A”j’ A˚UV ˙Yi-•-V’ A±d-˚L-´u Tp-˙Yfl CVp-Ls. ARÙ-Y’

ÿd-°Vj R˚Xl-◊-L-[Ù-œm. CYt-˚\l Tt± ÿRp Aj-ß-VÙ-Vj-ßp ˘NVp-ßhP

A±d-˚L-´p Y⁄m R˚Xl-◊-Ls Gu-‡m Tœ-ß-´p ÆY-¨d-Ll-Th-”s-[].

C˚Y Jq-̆ YÙu-flm ◊ß-V-̆ RÙ⁄ Td-Lj-ßp ̆ RÙPe-L-̇ Yi-”-̆ Uu-T-̊ Rd L⁄j-

ßp-˘LÙs-[-‹m. G›j-’d-L-∞-u T⁄-Uu œ˚\k-R’ 12 TÙ´uh BL

C⁄dL˙Yi”m.- Y -̈L-fid-°-̊ P-́ -¤s[ C˚P-̆ Y∞ YZd-L-UÙL Es-[-̊ R-ÆP

Ntfl AßL A[-Æp (1.25) C⁄l-T’ YÙ£l-T-Rtœ ER-Æ-VÙL C⁄d-œm. Td-Lj-

ßu SÙuœ KWe-L-∞-¤m œ˚\kR A[-Æp Ko Ae-œ-X-UÙ-Y’ Æ∞m-◊-Ls

˘LÙ”d-Ll-T-P-˙Yi-”m. A±d-˚L-´p ˘RÙPof-£-VÙ] TdL Gi-Ls

C⁄dL ̇ Yi-”m. Jq-̆ YÙ⁄ CV-≠-¤m ÿd-°-Vl-T-œ-ß-L-∞p ̆ NVp ßh-

Pj-’-Pu ̆ RÙPo-◊-˚PV ©\ STo-Ls LÙQ-˙Yi-•V TPe-L-fim, Ah-P-

Y-˚Q-L-fim Æ¨-RÙs TVuT”jß E⁄-YÙd-°V Æ[d-Ll-T-Pe-L-fim

Y˚W-T-Pe-L-fim ˙R˚Yd-˙LtT Eh-T”j-R-XÙm. TPe-Ls, Ah-P-Y-˚Q-

Ls, Y˚W-T-Pe-Ls ÿR-XÙ]Yt-±tœ Y¨˚N Gi-L-fim Æ[d-Ld-œ-±l-

◊-L-fim ˘LÙ”d-L-‹m. GpXÙ CVp-L-∞-¤m TVu-T-”j-’m Gi-L-fidœ

Jl-◊˚U Ei-PÙ-´-⁄d-L-˙Yi-”m. TPe-L-fim, ®\e-L-fim TVu-T-

”jR˙Yi”-˘U-≤p Ju-˚\j R≤-VÙ-Ld LY-≤d-L˙Yi-”m. CYt-±u



120

RL-Yp ˘RÙØp ÷h-T-Æ-Vp ˛ 

A[-‹dœ ™g-£V TVu-TÙ-”, Ee-Ls A±d-˚L-´u Ußl-˚Td œ˚\j-’-Æ”m.

BL˙Y ˙R˚Y-Ÿs[ CPe-L-∞p Uh-”˙U TPm, ®\m TVu-T-”j-R-˙Yi-”m.

®˚\-‹˚W®˚\-‹˚W®˚\-‹˚W®˚\-‹˚W®˚\-‹˚W (Conclusion)

˘NVp-ßhP A˚Ul-©u Tœ-ß-VÙ] Li-”-©-•l-◊-Ls, L⁄-’-̇ LÙs-Ls AYt-

±u A•l-T-˚P-´p ˘LÙ”d-Ll-T-”m ÿ•-‹-L-fim ˘NVp-ßh-Pe-L-fim, ˘NVp-

ßhP A˚Ul-©u Y˚W-V-˚\-Ls, ˘RÙPo Lp-Æd-LÙ] YÙnl-◊-Ls ÿR-XÙ-]-

Yt˚\ ®˚\-‹-˚W-´p Eh-T-”j-R-XÙm. CYt˚\ J›e-LÙL G›ß ˙Nol-T-Rt-

œj R≤d-L-Y-]m ˘N¤j-R-‹m.

TÙo˚Y Ëp-Ls TÙo˚Y Ëp-Ls TÙo˚Y Ëp-Ls TÙo˚Y Ëp-Ls TÙo˚Y Ëp-Ls -(References)

˘NVp-ßhP A˚Ul-◊d Lt-\-≠u Tœ-ß-VÙL øe-Ls TVu-T-”j-ßV A•l-

T˚Pj RL-Yp-L-˚[-Ÿm, ET-L-W-Qe-L-˚[-Ÿm Tt-±V œ±l-◊-L˙[ Ceœf ˙Nod-

Ll-TP˙Yi-”m. YÙ£jR Ëp-Ls, œ±l-˙T-”-Ls, ˘RÙPo◊˘LÙiP Y˚Xj-R-

[e-Ls, TVu-T-”j-Rl-ThP J≠/J≠ ET-L-W-Qe-Ls Gu-T-Yt-±u ̆ TV-⁄m, œ±l-

◊-L-fim Ceœ Eh-T-”j-R-XÙm. Jq-˘YÙu-˚\-Ÿm Eh-T-”j-’m ˙TÙ’ A˚Y-VÙ-

WÙp G›-Rl-Th-P] Gu-T-’m, GkR Ë≠p Es-[’ Gu-T-’m, Tßl-T-Lm G’ Gu-

T-’m Æ[d-L-UÙ-Ld œ±l-©-”-Y’ Sp-X-’.-

©t-˙Nod˚L©t-˙Nod˚L©t-˙Nod˚L©t-˙Nod˚L©t-˙Nod˚L-

A±d-˚L-´p ˙Nod-Ll-T-PÙ-R-’m B]Ùp ·”-R-XÙ-Lj ˘R¨k’ ˘LÙs-[-

˙Yi-•-V-Yo-L-fid-œl TVu-T-Pd-·-•-V-’-UÙ] œ±l-◊dL˙[ ©t-˙Nod-˚L-VÙL

C˚Qd-Ll-T-”-T-˚Y. ˘NVp-ßhP A˚Ul-©u Tœ-ß-VÙL RL-Yp ßWh-”-Y-Rtœ

øe-Ls TVu-T-”j-ßV Æ]Ùj˘RÙ-œl-◊-Ls ’i-”-l©-W-ß-Ls, Et-fl-˙SÙd-Lp Th-

•-Vp, ˙So LÙQp œ±l-◊-Ls ÿR-XÙ-]-Yt-±u UÙß-¨-Ls, A±d-˚L-´p ÆY-

¨d-Ll-Th-”s[ RL-Yp Ah-˚P-Ls, Y˚W-T-Pe-Ls, ◊s∞ ÆY-Wd-L-Qd-œ-Ls,

Ah-P-Y-˚Q-Ls ÿR-XÙ-]-Yt-˚\l ©t˙Nod-˚L-´p ˙Nod-L-XÙm.

˘Y∞´Pp˘Y∞´Pp˘Y∞´Pp˘Y∞´Pp˘Y∞´Pp

˙Ut-·-±-V-Yt-˚\j RVÙ-WÙd° J›e-L-˚Uj-RÙp A±d˚L ®˚\-Y-˚P-Ÿm.

C≤ AYt˚\ Af-£-P-XÙm. LÙ°-Rj-ßu J⁄-Td-Lm Uh-”m Af-£h-PÙp ˙TÙ’-

UÙ-]-’. R˚X-̊ U-VÙ-£-̈ -Vo, B£-̈ -Vo-Ls, EPu UÙQ-Yo-Ls, Si-To-Ls, ̇ U¤m

Bo-Y-ÿ-˚P-V-YoL-˘[p-˙XÙ-⁄d-œm Ee-Ls A±d-˚L-´u SLp-Ls YZe-Ll-

TP-˙Yi-”m. CRt-LÙ-Ll TX SLp-Ls G”d-Ll-T-P-˙Yi-”m. Jq-˘YÙ⁄ Td-L-

ÿm J∞l-TP SLp G”j-RÙp ̇ TÙ’m.

˙R˚Y-VÙ] SLp-Ls G”j-R-©u Jq-

˘YÙ⁄ SL-XÙ-Ld ˙LÙoj-’d Lh-P-‹m.

˙LÙoj’d Lh-”m-˙TÙ’ Ah-˚Pl-

TdLj-˚R-Ÿm ˙NodL U\k-’-Æ-P-XÙ-
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LÙ’. ARu-©u Ee-Ls A±d˚L˚V B£-¨-Vo-L-fid-œm EPu UÙQ-Yo-L-

fid-œm YZe-L-‹m. I.-•. ˚UVj-ßu ER-Æ-Ÿ-Pu Ts-∞-´p Ht-TÙ” ˘Nn-Vl-

ThP ®Lrf£-´p Ee-Ls A±d˚L˚V Aß-LÙ-WÈo-Y-UÙL ˘Y∞-´-P-‹m. Cl-

˙TÙ’ Ee-Ls ßhP A˚Ul◊ A±d˚L ©W-—-¨d-Ll-Th-”Æh-P-’.

˘NVp-TÙ-”-Ls˘NVp-TÙ-”-Ls˘NVp-TÙ-”-Ls˘NVp-TÙ-”-Ls˘NVp-TÙ-”-Ls

1. ∏rd ̆ LÙ”d-Ll-Th-”s[ E⁄-Y-̊ Ul-©u (format) Ko G›j’ E⁄-Y-̊ Ul◊

(character style) RVÙ-¨d-L-‹m.

Font : Verdana

Font Size : 12

Font Colour : Blue

Alignment : Justified

2. Ee-Ls Be-°-Xl-TÙ-P-Ë-≠p Y•Y (style) ÷h-Te-Ls TVu-T-”m Tp-̇ Yfl

Tœ-ß-Ls Li-P-±k-’, ∏rd LÙQl-T-”m Y¨-˚N-´p Ah-P-Y˚Q RVÙ-WÙd-L-

‹m.

$ CVp (Chapter)

$ R˚Xl◊ (Heading)

$ ÿd-°-V-j’-˚Qj-R-˚Xl◊ (Main Sub heading)

$ ’˚Qj-R-˚Xl◊ (Sub heading)

$ ÿd-°V E˚W (Matter)

3.- C˚Y Jq-̆ YÙu-fld-œm Y•-Ye-L-∞p ̆ LÙ”d-Ll-T-P-̇ Yi-•V G›j-’-⁄Y

Y˚L (font type), A[‹, Y•-Ym, ®\m C˚V‹ ®˚X (alignment)

˙TÙu-\-Yt˚\ G›-’-L.

4. øe-Ls YÙ£d-°u\ J⁄ SÙ∞-R˚Z Bn‹ ˘Nn’ ˘Yq-˙Yfl ˘Nn-ß-

L-∞u R˚Xl-◊, ÿd-°V E˚W, ’˚Qj-R-˚Xl-◊, B£-¨-Vo ˘TVo Gu-T

-Yt-±tœ Ht\ v˚P-¤-Ls Y•-Y-˚Ul◊ RVÙ-¨d-L-‹m.

5. L⁄k-’-Y-[d œflk-Rh-•u (Resoruce C.D) images ˙LÙl-◊j-˘RÙ-œl-©p

˙N™j-’l- TÙ’LÙd-Ll-Th-•-⁄d-œm apple.jpg Gu-‡m TPj˚R J⁄ BY-

Qj-ßp ˙Noj’ A˚Rf —t-±-¤m øX ®\j-ßp Æ∞m◊ A˚Ul-T-Rt-LÙ]

J⁄ UÙd˙WÙ RVÙ-¨d-L-‹m.
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6. -BY-Qj-ßp Ee-Ls ˘TVo Rh-Pf— ˘NnR ©u ∏rd œ±l-©-”m ÆRj-

ßp E⁄-Y-̊ Ul◊ (Format) ˘Nn-Y-Rt-LÙ] UÙd˙WÙ RVÙ-¨d-L-‹m.

$ G›j’ A[‹ (font size) ·h-P-‹m.

$ G›j-’d-L-˚[j R•-Uu Bd-L-‹m.

$ G›j-’d-L-fidœ Ug-Ns ®\m Fh-P-‹m.

$ S”l-T-œ-ßdœ C˚V‹ ®˚X (alignment) ˘Nn-V-‹m.

$ Be-°-Xj-ßp ˘T¨V G›j-’d-L-[Ùd-L-‹m.

$ Td-Lj-ßu ©u-]¶ øX-®-\-UÙd-L-‹m.

$ Td-Lj-ßu —t-fll-T-œ-ß-L-fid-œf £Yl◊ ®\j-ßp Æ∞m◊ ˘LÙ”d-L-‹m.

G˚Rd Lt-˙\Ùm? SÙm˚U SÙ˙U ˙NÙßl-˙TÙm.G˚Rd Lt-˙\Ùm? SÙm˚U SÙ˙U ˙NÙßl-˙TÙm.G˚Rd Lt-˙\Ùm? SÙm˚U SÙ˙U ˙NÙßl-˙TÙm.G˚Rd Lt-˙\Ùm? SÙm˚U SÙ˙U ˙NÙßl-˙TÙm.G˚Rd Lt-˙\Ùm? SÙm˚U SÙ˙U ˙NÙßl-˙TÙm.

1. Ko BY-Qj-ßtœ Y•Y A˚Ul◊ (style) ˘LÙ”d-œm AZœ Gu] Gu-

T-˚Rj ˘R∞‹ T”j-R-‹m.

2. Gk-˘RkRf „r-®-˚X-L-∞p Y•Y A˚Ul◊ TVu-T-”j-Rl-T-”-°-\’?

3. Ko BY-Qj-ßp Y•Y (v˚Pp) A˚Ul◊ ET-˙VÙ-°l-T’ Gl-T•?

4. Y•Y A˚Ul-©t-œm UÙd-˙WÙ-Æt-œm C˚P˙V LÙQl-T-”m ̇ Yfl-TÙ-”-Ls

G˚Y?

5. ˘NÙt˘NV-≠-L-∞p UÙd˙WÙ TVu-T-”j-’-Y’ GRt-LÙL?

6. UÙd˙WÙ ˘NVp-T-”j-’-Y-Rt-LÙ] „r-®-˚X-Ls G˚Y?

7. Ko A±d˚L ˘Y∞-´-”m˙TÙ’ LÙQl-T-P-˙Yi-•V R˚Xl-◊-L-fim

Es-[Pd-L-ÿm G˚Y?


