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KZK¸‡jv ¯̂qsm¤ú~Y© A¨vwcø‡Kkb †cÕvMÕv‡gi mgš ^‡q gvB‡µvmdU Awdm MwVZ| hy³iv‡óªi gvB‡µvmdU 

K‡cv©‡ikb AwaK e¨eüZ KZK¸‡jv A¨vwcø‡Kkb c¨v‡KR‡K GKwU ej‡q Ave× K‡i‡Qb| gvB‡µvmdU IqvW©, 

gvB‡µvmdU G‡•j, gvB‡µvmdU cvIqvi c‡q›U Ges gvB‡µvmdU GKwmm c¨v‡KRmg~n‡K mgwš ^Z K‡i 

ÖgvB‡µvmdU AwdmÓ bv‡g evRv‡i Qvov n‡q‡Q| gvB‡µvmdU Awdm n‡”Q D³ c¨v‡KRmg~‡ni G hver Kv‡ji 

me©‡kl fvm©b| gvB‡µvmdU G‡•j, gvB‡µvmdU cvIqvi c‡q›U Ges gvB‡µvmdU GKwmm  c¨v‡KRmg~‡ni 

mgš ^‡q ÔgvB‡µvmdU AwdmÕ MwVZ|  

 (Microsoft Word- Ms Word)
 

gvB‡µvmdU IqvW© n‡”Q GKwU A¨vwcø‡Kkb †cÕvMÕvg| Av‡gwiKvi weL¨vZ gvB‡µvmd&U †Kv¤úvwb KZ©„K 

evRviRvZKvix c¨v‡KR †cÕvMÕvg n‡”Q gvB‡µvmdU IqvW© (Microsoft Word)| eZ©gv‡b Microsoft Word

n‡jv eûj e¨eüZ Ges e¨vcKfv‡e mgv`„Z IqvW© cÕ‡mwms †cÕvMÕvg| Microsoft Word AvBweGg 

wcwm/K¤cvwUej KgwcDUv‡ii Windows Ges Mac OS GB Dfq cøvUdi‡gB AZ¨š Í RbwcÖq Ges eûj e¨eüZ 

IqvW© cÕ‡mwms †cÕvMÕvg|  

cÕavbZ †jLv‡jwLi KvR Kivi Rb¨ e¨eüZ A¨vwc‡Kkb †cÕvMÕvg‡KB IqvW© cÕ‡mmi ev IqvW© cÕ‡mwms †cÕvMÕvg ejv 

n‡q _v‡K| IqvW© cÕ‡mwms †cÕvMÕvg wn‡m‡e 1981 mv‡j hy³iv‡óªi gvB‡µv †cÕv B›Uvib¨vkbvj Gi ˆZwi Word 

Star wQj Kw¤cDUvi e¨enviKvix‡`i Rb¨ GK PgKcÕ` Dcnvi| Kw¤cDUv‡i G‡Zv mn‡R, ¯̂v”Q‡›` †jLv‡jwLi 

KvR Kiv hvq Word Star cÕPwjZ nIqvi Av‡M Kw¤cDUvi e¨enviKvixiv KLbI Zv fve‡ZB cv‡ibwb| ZLb 

ïay ÷¨vÛvW© bq, Word Star -B wQj GKgvÎ IqvW© cÕ‡mwms †cÕvMÕvg|  

Gici Avwki `k‡Ki gvSvgvwS hy³iv‡óªi Word Perfect Corporation Gi ˆZwi Word Perfect bv‡g Avi 

GKwU IqvW© cÕ‡mwms †cÕvMÕvg Kw¤cDUvi e¨enviKvix‡`i nv‡Z †cŠu‡Q| Aí mg‡qi g‡a¨B Word Perfect 

RbwcÕqZv jvf K‡i| Word Star Gi Zzjbvq Kv‡Ri evowZ myweav I ¯̂v”Q‡›`¨i Kvi‡Y Word Perfect Gi 

e¨envi `ªæZ evo‡Z _v‡K| Gici 1989 mv‡j Word Perfect 5.1 ms¯‹i‡Y †jLv‡jwLi KvR AviI PgrKvifv‡e 

m¤cbœ Kivi my‡hvM ˆZwi nq| wKš ` Word Perfect µgvMZ DbœZ ms¯‹iY Dcnvi w`‡q e¨enviKvix‡`i evowZ 

Pvwn`v c~iY K‡i‡Q hv Word Star cv‡iwb|  

÷¨vÛvW© IqvW© cÕ‡mmi wn‡m‡e †Kvb †NvwlZ IqvW© cÕ‡mmi †bB| A¨vwcø‡Kkb †cÕvMÕvg e¨env‡ii e¨vcKZv wbf©i 

K‡i e¨enviKvix‡`i Pvwn`v c~i‡Yi gvÎvi Dci| Kv‡RB †h †cÕvMÕvg ev †cÕvMÕvg¸‡jv hLb e¨enviKvix‡`i Kv‡Q 

e¨vcKnv‡i MÕnY‡hvM¨ nq, ZLbKvi Rb¨ H †cÕvMÕvg¸‡jvB ÷¨vÛvW©|  

 



eZ©gv‡b Microsoft Word n‡jv eûj e¨eüZ Ges e¨vcKfv‡e mgv`„Z IqvW© cÕ‡mwms †cÕvMÕvg| Microsoft 

Word Gi RbwcÕqZvi Kv‡Q Windows ev Mac †Kvb cøvUdi‡gB Word Perfect wUK‡Z cv‡iwb| Microsoft 

Word AvB we Gg wcwm/K¤cvwUej Kw¤cDUv‡ii Windows Ges Mac OS GB Dfq cøvUdi‡gB AZ¨š Í RbwcÕq 

Ges eûj e¨eüZ IqvW© cÕ‡mwms †cÕvMÕvg| Microsoft Word cÕ_‡g Pvjy nq †gwKb‡Uvk Kw¤cDUv‡i Avwki 

`k‡Ki gvSvgvwS mg‡q| Gici AvBweGg wcwm K¤cvwUej Kw¤cDUv‡i DB‡ÛvR cwi‡e‡k Kv‡Ri my‡hvM m„wó 

nIqvi mgq Microsoft Word Gi e¨envi ïiæ nq| GLb AvBweGg wcwm K¤cvwUej Kw¤cDUv‡i Windows, 

Windows 95/98/2000/Me/XP/Vista 2010 Ges Windows NT Acv‡iwUs wm‡÷‡g Ges †gwKb‡Uvk 

Kw¤cDUv‡ii IqvW© cÕ‡mwms †cÕvMÕvg wn‡m‡e Microsoft Word Gi e¨envi e¨vcK| Kv‡RB Microsoft Word  

†cÕvMÕvg‡K eZ©gv‡bi ÷¨vÛvW© IqvW© cÕ‡mwms †cÕvMÕvg ejv nq| wKš ` A ~̀i fwel¨‡Z †`Lv hv‡e †h, Microsoft 

Word Gi Gi †P‡q Av‡iv DbœZ mdUIq¨vi P‡j Avm‡e| d‡j Microsoft Word Gi e¨envi K‡g hv‡e| ZLb 

nq‡Zvev †mB IqvW© cÕ‡mwms †cÕvMÕvg ÷¨vÛvW© wn‡m‡e cwiMwYZ n‡e| AZGe ÷¨vÛvW© IqvW© cÕ‡mm‡ii gvcKvwV 

wbav©iY Kiv hv‡e bv| 

eZ©gv‡b Microsoft Word n‡jv eûj e¨eüZ IqvW© cÕ‡mwms †cÕvMÕvg| Microsoft Word AvBweGg 

wcwm/K¤cvwUej Kw¤cDUv‡ii Windows Ges Mac OS G Dfq Acv‡iwUs wm‡÷‡gB AZ¨šÍ RbwcÖq Ges eûj 

e¨eüZ IqvW© cÕ‡mwms †cÕvMÕvg| Kv‡RB Microsoft Word †cÕvMÕvg‡K eZ©gv‡bi ÷¨vÛvW© IqvW© cÕ‡mwms †cÕvMÕvg 

ejv nq|  

 

gvB‡µvmdU IqvW© e¨env‡ii my‡hvM-myweav 

 mn‡RB WKz‡g‡›U kã, evK¨, c¨viv ms‡hvRb I AcÕ‡qvRbxq Ask gyQv hvq| 

 WKz‡g‡›Ui †Kvb Ask GK ’̄vb †_‡K Ab¨ ’̄v‡b ’̄vbvš —i Kiv hvq| 

 WKz‡g‡›Ui †Kvb Ask evi evi bv wj‡L Kwc Kiv hvq| 

 GK dvBj †_‡K cÕ‡qvRbxq Ask Ab¨ dvB‡j ’̄vbvš Íi I Kwc Kiv hvq| 

 WKz‡g‡›U †Kvb k‡ãi cwie‡Z© ¯̂qswµqfv‡e bZzb kã emv‡bv hvq| 

 evbvb I e¨vKiYMZ fzj ms‡kvab Kiv hvq| 

 GKB k‡ãi wewfbœ mgv_©K kã cÕwZ ’̄vcb Kiv hvq| 

 wewfbœ AvKv‡ii KvM‡R KvR Kiv hvq| 

 †ggwi‡Z WKz‡g›U msi‣Y Kiv hvq Ges cÕ‡qvR‡b msiw‣Z WKz‡g‡›Ui Abywjwc cÕ¯̀Z Kiv hvq|  

 †ggwi‡Z msiw‣Z WKz‡g›U KvM‡R gyw`ªZ Kiv hvq A_ev Ab¨ †Kvb gva¨‡g †cÕiY Kiv hvq| 

  

Microsoft Word 
 

gvB‡µvmdU IqvW© Pvjy Kivi ci wb‡gœi wP‡Îi b¨vq DB‡ÛvwU c`v©q Avm‡e| G‡Z UvB‡Uj evi, †gbyevi, 

Uzjevi, ¯‹ªjevi Ges Ab¨vb¨ Elements †`Lv hv‡e| G¸‡jv m¤ú‡K© wb‡gœ eY©bv Kiv nj- 

UvB‡Uj evi : MS-Word Windows Gi c`v©i GKev‡i kx‡l© Microsoft Word †jLv eviwU‡K UvB‡Uj evi 

e‡j| eZ©gv‡b †Kvb& WKz‡g‡›U KvR n‡”Q Dnvi bvg GB UvB‡Ujev‡i me mgq †`Lv hv‡e| UvB‡Uj ev‡i 

†cÕvMÕv‡gi bvg, Dnvi AvIZvaxb eZ©gvb dvB‡ji bvg, K‡›Uªvj e•, wgwbgvBR evUb, g¨vw•gvBR evUb, †K¬vR 

e· BZ¨vw` cÖ`wk©Z nq|  

K‡›Uªvj e· : UvB‡Uj ev‡ii me© ev‡g Aew ’̄Z †cÕvMÕvg bv‡gi cv‡ki AvBKb‡K K‡›Uªvj e• ejv nq| G‡Z †QvU 

GKwU evUb _v‡K| G evU‡b wK¬K Ki‡j GKwU †gby I‡cb nq| G‡K K‡›Uªvj †gby e‡j| 

wgwbgvBR evUb : †h †Kvb †cÕvMÕv‡gi UvB‡Uj ev‡ii Wvb †KvYvq Aew ’̄Z evUb‡K wgwbgvBR evUb ejv nq| G 

evU‡b wK¬K Ki‡j c`v©q Pvjy †c ÖvMÖvgwU Status bar- Gi g‡a¨ ‣z`ª AvBK‡b cwiYZ n‡e| 

g¨vw·gvBR evUb : †h †Kvb †cÕvMÕv‡gi UvB‡Uj ev‡ii Wvb †KvYvq Aew ’̄Z evUb‡K g¨vw•gvBR evUb ejv nq| G 

evU‡b wK¬K Ki‡j c`v©q Pvjy †cÕvMÕvgwU m¤ú~Y© c`v© Ry‡o cÕ`wk©Z n‡e| 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

                                            

†÷Uvm evi 

 

 

 

wPÎ : Microsoft Word DB‡Ûvi wewfbœ Ask wPwýZ 

 

†gby evi : UvB‡Uj ev‡ii wb‡P †h j¤̂v jvBb hv‡Z File, Edit, View, Insert BZ¨vw` †jLv _v‡K Dnv‡K †gby evi 

ejv nq| †gbyi Dci gvDm c‡q›Uvi wb‡q wK¬K Ki‡j ev Alt- Kx †P‡c a‡i AvÛvi jvBb A‣i Pvc‡j †gby I‡cb 

n‡e| 

Uzjevi : †gbyev‡ii wb‡P wewfbœ cÕZxK I wPýwewkó evi‡K Uzjevi ejv nq| wewfbœ †gby †_‡K KgvÛ wm‡j± bv 

K‡i mivmwi Uzjevi Gi wewfbœ cÕZx‡Ki †evZv‡g ev AvBK‡b wK¬K K‡i KvR mgvav Kiv hvq| wewfbœ ai‡bi 

Uzjevi i‡q‡Q| †hgb- ÷¨vÛvW© Uzjevi, d‡g©wUs Uzjevi BZ¨vw`| 

÷¨vÛvW©  Uzjevi : GB Uzjev‡i †h mKj AvBKb Av‡Q †m¸‡jv w`‡q dvBj †Lvjv, eÜ Kiv, †mf Kiv, wcÕ›U Kiv, 

†c÷ Kivmn Av‡iv A‡bK ¸iæZ¡c~Y© KvR Kiv nq| 

d‡g©wUs Uzjevi : GB Uzjev‡ii †h mKj AvBKb ev †evZvg Av‡Q †m¸‡jv w`‡q A‣‡ii aib, mvBR, †gvUv, wb‡P 

`vM †`qv, †njv‡bv, web¨vm Kivmn Av‡iv A‡bK ¸iæZ¡c~Y© KvR Kiv nq| 

Bbmvm©b c‡q›Uvi/ Kvmv©i : gvB‡µvmd&U IqvW© Gi dvuKv DB‡Ûvi-Gi c`v©i evg †KvYvq ZvKv‡j †`Lv hv‡e 

GKwU Kv‡jv j¤^v †iLv R¡j‡Z I wbf‡Z _v‡K| GwU‡K Kvm©i ejv nq| Kx-‡evW© †_‡K †Kvb A‣i UvBc Ki‡j 

Zv Kvm©‡ii ev‡g Avm‡e Ges UvBc nIqv As‡ki mv‡_ Kvm©iwUI m‡i hv‡e| gvDm c‡q›UviwU c`v©q Bs‡iwR 

A¶i AvB (I)-Gi g‡Zv †`Lv‡e| G‡K AvBweg ejv nq| 

iæjvi : Uzjev‡ii wb‡P †¯‹‡ji b¨vq evi‡K iæjvi ejv nq| †jLv‡K wewfbœfv‡e mvRv‡Z iæjvi LyeB ¸iæZ¡c~Y©| 

÷¨vUvm evi : c`v©i G‡Kev‡i wb‡P Page   Sec   At    Ln BZ¨vw` †jLv evi‡K ÷¨vUvm evi ejv nq| Gi gva‡g 

c„ôv, †mKkb, jvBb, Kjvg wb‡`©wkZ nq A_v©r Kvm©i †hLv‡b Ae ’̄vb K‡i †m Abyhvqx †÷Uvm evi n‡Z Kvm©‡ii 

Ae ’̄vb †evSv hvq| 

***** 

K‡›Uªvj e•        †gbyevi      Uzjevi                      wgwbgvBR evUb   g¨vw•gvBR evUb   

†K¬vR evUb 

 

Bbmvm©b c‡q›Uvi/Kvm©i  ÷¨vÛvW© Uzjevi      d‡g©wUs Uzjevi     

i“jvi      

                     ÷¨vUvm evi                                             

¯Œjevi 

 

 

K‡›Uªvj e•        †gbyevi      Uzjevi                      wgwbgvBR evUb   g¨vw•gvBR evUb   

†K¬vR evUb 

 

Bbmvm©b c‡q›Uvi/Kvm©i  ÷¨vÛvW© Uzjevi      d‡g©wUs Uzjevi     

i“jvi      

                     ÷¨vUvm evi                                     ¯Œj evi                                        

¯Œjevi 

 

 


