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¯’vbxq miKvi cÖ‡K․kj Awa`ßi 

AviwWBwm feb, †j‡fj-7 

†k‡ievsjv bMi, AvMviMuvI, XvKv| 

  

AvBwWG ‡µwWU bs 4167-wewW 

  

ZË¡veavqK cÖ‡K․kjx 

         I 

cwiPvjK, wgDwbwmc¨vj mv‡cvU© BDwbU/Avievb g¨v‡bR‡g›U mv‡cvU© BDwbU 

¯’vbxq miKvi cÖ‡K․kj Awa`ßi 

 

wm‡÷g Gbvwj÷ 

wgDwbwmc¨vj mv‡cvU© BDwbU,  

¯’vbxq miKvi cÖ‡K․kj Awa`ßi, m`i `ßi, XvKv |

I 

mnKvix cwiPvjK –Avievb c­vwbs G¨vÛ g¨v‡bR‡g›U,wmGgBmBD, GjwRBwW,XvKv 

¯’vbxq miKvi cÖ‡K․kj Awa`ßi 

wUg wjWvi, †m›Uªvj wgDwbwmc¨vj mv‡cvU© BDwbU, XvKv  

¯’vbxq miKvi cÖ‡K․kj Awa`ßi

 

mnKvix cwiPvjK –Avievb c­vwbs G¨vÛ g¨v‡bR‡g›U,wmGgBmBD, GjwRBwW,XvKv 

¯’vbxq miKvi cÖ‡K․kj Awa`ßi 

wUg wjWvi, †m›Uªvj wgDwbwmc¨vj mv‡cvU© BDwbU, XvKv  

¯’vbxq miKvi cÖ‡K․kj Awa`ßi 
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wgDwbwmc¨vj mv‡cvU© BDwbU/ 

Avievb g¨v‡bR‡g›U mv‡cvU© BDwbU 

 

 

 

AvaywbK bMi e¨e ’̄vcbvq wmwU Ki‡cv‡ikb I †c․imfvi f~wgKv Ab¯^xKvh©| †c․ievmx‡`i bvMwiK myweav cÖ̀ vbKvix GB 

cÖwZôvbmgyn Avgv‡`i bMi Rxe‡bi GK Acwinvh© AsM| wmwU Ki‡cv‡ikb I †c․imfv Zvi wbqwgZ KvR¸wj †h mKj wefv‡Mi 

gva¨‡g m¤úbœ K‡i _v‡K Zvi g‡a¨ cÖ‡K․kj, †c․iKi, cvwb,  wnmve I jvB‡mÝ wefvM Ab¨Zg| GB wefv‡Mi gva¨‡g wmwU 

Ki‡cv‡ikb I †c․imfvi ¸i‚Z¡cyY© mKj Kvh©µg cwiPvwjZ n‡q _v‡K|  

 

 

wmwU Ki‡cv‡ikb I †c․imfvi cÖvwZôvwbK `¶Zv e„w× Z_v  Zv‡`i‡K MwZkxj I AvaywbKxKi‡Yi j‡¶¨ wek¦ e¨vs‡Ki 

A_©vq‡b (IDB Credit 3177 BD) ¯’vbxq miKvi cÖ‡K․kj Awa`ß‡ii cwiPvjbvq wgDwbwmc¨vj mvwf©‡mm cÖ‡R‡±i (MSP) AvIZvq 

wgDwbwmc¨vj mv‡cvU© BDwbU  (MSU) MVb Kiv nq| hv ewa©Z K‡je‡i GLbI (IDB Credit 4761 BD) Pj‡Q| wgDwbwmc¨vj 

mv‡cvU©  BDwbU wmwU Ki‡cv‡ikb I †c․imfvi `¶Zv e„w×  I Avw_©K e¨e ’̄vcbvi Dbœq‡bi Rb¨ e¨vcK Kvh©µg MÖnYmn AvaywbK 

cÖhyw³ e¨envi Kivi e¨e ’̄v K‡i‡Q| GB j‡¶¨ wgDwbwmc¨vj mv‡cvU© BDwbU wmwU Ki‡cv‡ikb I †c․imfvi D‡j­wLZ wefvMmg~‡ni 

mv‡_ mswk­ó Kg©KZ©v- Kg©PvixMY‡K mdUIqv‡ii gva¨‡g Z_¨ msi¶Y— wel‡q cÖwk¶Y cÖ̀ vb K‡i Avm‡Q| mdUIqvi cwiPvjbvi 

c~‡e© Zv‡K Kw¤úDUvi cwiPvjbvi cÖwk¶b cÖ̀ vb Kiv nq hv †ewmK Kw¤úUvi cªwk¶Y bv‡g cwiwPZ| G cÖwk¶Y MÖn‡bi d‡j 

cÖwk¶bv_©x Kw¤úDUvi cwiPvjbv I cieZ©x‡Z mswk­÷ mdUIqvi e¨env‡ii †¶‡Î wb‡R‡K cȪ ‘Z Ki‡Z cv‡i| ZvB †ewmK 

Kw¤úDUvi cÖwk¶b msµvš—  G g¨vbyqvjwU cÖbqb Kiv n‡q‡Q |  

 

 

Avgvi wek¦vm, g¨vbyqvjwU ïaygvÎ cÖwk¶‡Yi Kv‡RB e¨eüZ n‡e bv eis cÖwk¶Y cieZ©x ch©v‡q GwU e¨envi K‡i Gi 

e¨enviKvixMY Kw¤úDUvi cwiPvjbvq wb‡R‡K Kvw¶Z ch©v‡q DbœxZ Ki‡Z m¶g n‡eb| 
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‡ewmK Kw¤úDUvi cÖwk¶Y †Kv‡m©i D‡Ïk¨ 

 

‡c․imfvi `¶Zv e„w× I ¯^-A_©vq‡b AvZœwbf©ikxj nIqvi j¶¨‡K evsjv‡`‡ki ¯’vbxq miKvi 

KvVv‡gvi Ab¨Zg D‡j­L‡hvM¨ cÖwZôvb †c․imfv‡K AvaywbKxKi‡bi Rb¨ ¯’vbxq miKvi cÖK․kj 

Awa`ßi wgDwbwmc¨vj mv‡cvU© BDwbU I wek¦e¨vs‡Ki A_©vq‡b ‡c․imfvi cÖvwZôvwbK `¶Zv e„w×i 

Dci KvR K‡i hv‡‛Q| †c․imfvi Avw_©K I wnmve e¨e¯’vcbv‡K DbœZKi‡b GgGmBD (MSU) 

†c․imfvi wnmve, Ki I cvwb kvLvq Rbkw³i `¶Zv‡K e„w× Kivi Rb¨ ‡ewmK Kw¤úDUvi 

cÖwk¶b Gi e¨e ’̄v K‡i Avm‡Q| G Kvh©µg mdj fv‡e ev¯—evwqZ n‡j, †c․imfv mg~n AwZ Aí 

mg‡q Ki wej, cvwbi wej ‣Zix, Avw_©K wnmve •Zixi KvR mnRfv‡e Ki‡Z cvi‡e| †ewmK 

Kw¤úDUvi cÖwk¶b †k‡l cÖwk¶bv_x©Mb †h me KvR¸wj m¤§‡Ü mg¨K avibv jvf Ki‡eb †m¸wj 

n‡jv -      

 

1z L¢ÇfEV¡­ll ¢h¢iæ Awn ¢Q¢q²a Ll­a f¡l­he z 

2z L¢ÇfEV¡­ll ®nËZ£ ¢heÉ¡p Ll­a f¡l­he z 

3z Windows ¢L a¡ hm­a f¡l­he z 

4z Windows Hl ¢h¢iæ Screen, Tool Bar, Menu Bar CaÉ¡¢c ¢Q¢q²a 

Ll­a f¡l­he z 

5z Microsoft Word Hl Menu Bar, Tool Bar, ¢Q¢q²a Ll­a f¡l­he 

Hhw Word hÉ¡hq¡l L­l ¢Q¢W V¡Cf Ll­a f¡l­he z 

6z j¡C­œ²¡pgÚV H­„m-Hl Menu Bar, Tool Bar, ¢Q¢q²a Ll­a f¡l­he z 

7z j¡C­œ²¡pgÚV H­„m hÉhq¡l L­l ¢qp¡h hÉhq¡l Ll­a f¡l­he z 

8z L¢ÇfEV¡­ll ¢h¢iæ Awn pw­k¡N Ll­a f¡l­he z 

9z L¢ÇfEV¡l ¢el¡f­c On-Off Ll­a f¡l­he z 

10z L¢ÇfEV¡­ll ®R¡VM¡V pjpÉ¡ ¢elpe Ll­a f¡l­he z 
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f¡W - 1 x L¢ÇfEV¡l pÇf­LÑ fË¡b¢jL ‘¡e (Basic Knowledge on Computer) 

 

1|0 L¢ÇfEV¡l ¢L ? (What is Computer ?) 

 

L¢ÇfEV¡l HL¢V AaÉ¡d¤¢eL C­mƒÊ¢e„ k¿» z H¢V HL¢V Cw­lS£ në k¡l AbÑ ¢qp¡hL¡l£ k¿» h¡ 

X¡V¡ fË­p¢pw k¿» z H¢V AeÉ¡eÉ C­mƒÊ¢e„ k¿» ®b­L pÇf§eÑ ¢iæ HL k¿» k¡ ¢c­u ®k¡N ¢h­u¡N …e 

i¡N ®b­L öl¦ L­l ®VÊe, jVlN¡s£, E­s¡S¡q¡S Q¡m¡­e¡ Hje¢L B¿¹xjq¡­cn£u ®rfe¡Ù» f¢lQ¡me¡J 

Ll¡ k¡u z 

 

 

L¢ÇfEV¡­ll fËd¡e ®~h¢nøÉ q­m¡ Hl L¡kÑ pÇf¡c­el rja¡ z j¡e¤­ol q¡­a ®~al£ HC k¿»¢Vl L¡kÑ 

pÇf¡c­el â¦aa¡ j¡e¤­ol a¥me¡u A­eL…e ®hn£ z L¢ÇfEV¡l ®p­L­äl j­dÉ ®L¡¢V ®L¡¢V ¢qp¡h 

¢eL¡n Ll­a f¡­l z L¢ÇfEV¡­ll L¡S Ll¡l N¢a ¢qp¡h Ll¡ qu eÉ¡­e¡­p­L­ä (NS) H z 

eÉ¡­e¡­p­Lä q­µR HL ®p­L­äl HLna ®L¡¢V i¡­Nl HLi¡N pju  j¡œ z a­h L¢ÇfEV¡­ll ®L¡e 

¢eSü ¢Q¿¹¡ n¢š² e¡Cz j¡e¤­ol ¢e­cÑn hÉ¢aa ®p ­L¡e L¡S Ll­a f¡­l e¡ z j¡e¤­ol ®cu¡ a­bÉl 

Efl ®p L¡S L­l Hhw gm¡gm ®hl L­l z C­mƒÊe fËh¡­ql p¡q¡­kÉ L¢ÇfEV¡­ll k¡ha£u L¡SLjÑ 

f¢lQ¡¢ma qu Hhw C­mƒÊ¢eL pw­L­al Efl ¢i¢š L­l ®~al£ Ll¡ q­u­R L¢ÇfEV¡­ll mÉ¡w…­uS 

h¡ L¢ÇfEV¡­l i¡o¡ z L¢ÇfEV¡­ll ®h¡dNjÉ H i¡o¡l j¡dÉ­j L¢ÇfEV¡­l ®k ¢e­cÑn ®cu¡ qu a¡lC 

¢i¢š­a L¢ÇfEV¡l gm¡gm fËc¡e L­l z L¢ÇfEV¡­ll HC ¢e­cÑn¡hm£­L hm¡ qu   ®fË¡NË¡j z 

L¢ÇfEV¡­ll B­lL¢V ®~h¢nøÉ q­m¡ Hl abÉ d¡le  rja¡ z L¢ÇfEV¡l abÉ pwlr­el p¡­b p¡­b 

pwl¢ra abÉJ fË¢œ²u¡Lle Ll­a f¡­l z L¢ÇfEV¡­ll ®j­j¡l£­a abÉ Y¥¢L­u ®k ¢e­cÑn ®cu¡ q­h 

L¢ÇfEV¡l ®p ¢e­cÑn Ae¤k¡u£ L¡S Ll­h z pqSi¡­h hm¡ k¡u L¢ÇfEV¡l qm Hje HL C­mƒÊ¢e„ 

k¿» k¡ j¡e¤­ol ­cu¡ a­bÉl Efl L¡S L­l Hhw a¡l gm¡gm ®hl L­l ®cu z 
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1|1 L¢ÇfEV¡­ll ¢h¢iæ Awn (Different Parts of a Computer) 

  

 HL¢V L¢ÇfEV¡­ll ¢e­¾j¡š² ¢h¢iæ Awn b¡­L x 

 

 ¢p¢fCE (CPU : Central Processing Unit) 

 j¢eVl (Monitor) 

 L£ ®h¡XÑ (Key Board) 

 j¡Ep (Mouse) 

  

1|1|1  ¢p¢fCE (CPU : Central Processing Unit) 

 

¢p¢fCE (CPU : Central Processing Unit) Hl L¡S q­µR 

L¢ÇfEV¡­ll ph ¢LR¤­L ¢eu¿»e Ll¡ AbÑ¡v HL¢V ¢p¢fCE R¡s¡ 

L¢ÇfEV¡l AQm z  

 

 

 

 

1|1|2  j¢eVl (Monitor) 

j¢eVl q­m¡ L¢ÇfEV¡­ll j¤M z H¢V ®cM­a HL¢V ¢V¢il ja z 

¢p¢fCEl ¢e­cÑ­n Hl j¡dÉ­j ph¢LR¤ fË¢ag¢ma qu z 

 

 

1|1|3  L£ ®h¡XÑ (Key Board) 

 

V¡Cf l¡CV¡­ll ja ®k k¿»¢V j¢eV­ll p¡j­e hp¡­e¡ b¡­L 

H¢VC L£ ®h¡XÑ z HL¢V øÉ¡ä¡XÑ L£ ®h¡­XÑ 101¢V Q¡¢h 

b¡­L z  

1|1|4  j¡Ep (Mouse)  

H¢V ­cM­a Cyc¤­ll ja h­m H­L j¡Ep hm¡ qu z Hl 

pÇj§Mi¡­N A¿¹a c¤¢V ®h¡a¡j ®cM¡ k¡u z q¡­al a¡m¤­a ®l­M 

H­L hÉ¡hq¡l Ll­a qu z Hl j¡d¡­j HLj¡œ V¡Cf R¡s¡ ph¢LR¤ 

Ll¡ k¡u z  
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j¡Ep Hl hÉhq¡l x 

 

j¡Ep e¡jL ¢Xi¡Cp­L q¡­al a¡m¤­a ®l­M e¡s¡Q¡s¡ Ll­m HL¢Y~ ¢h­no ¢Qq² j¢eV­ll 

Efl e¡s¡Q¡s¡ L­l z HC ¢Qq²¢VC q­m¡ j¡Ep f­u¾V¡l z HC f­u¾V¡l à¡l¡C j¡Ep ®b­L 

hÉhq¡¢lL p¤¢hd¡ f¡Ju¡ k¡u z Bh¡l j¡Ep f­u¾V¡l phpju HLC lLj b¡­Le¡ z Hl 

ü¡i¡¢hL l¦f q­m¡ h¡j j§M£ a£l ¢Qq² z HC ¢Qq²¢V Eq­ä¡­Sl i¡o¡u Normal Select   

h­m z j¡E­pl e£­Ql ¢Qq²…¢m mrÉ Ll¦e x 

 

 

 

ü¡i¡¢hL AhØq¡   ü¡i¡¢hL hÉÙ¹       hÉÙ¹ hÉ¡LNË¡Eä 

 

Ef­ll ¢ae¢V ¢Q­œl fËbj¢V kMe A­eLre d­l A¢hL«a b¡L­h, aMeC h¤T­a q­h, 

L¢ÇfEV¡l ¢Øql q­u Bfe¡l B­c­nl A­fr¡u B­R z   

 

1|2 L¢ÇfEV¡®ll ®nÐZ£ ¢hi¡N (Classification of Computer) 

 

A¡Lª¢a, j§mÉ, pwlrZ rja¡, abÉ fÐ¢œ²u¡LlZ J L¡kÑ pÇf¡ce Hhw hÉhq¡­ll p¤¢hd¡ 

CaÉ¡¢cl Efl ¢i¢š L­l L¢ÇfEV¡l­L ¢h¢iæ ®nÐZ£­a ¢hiš² Ll¡ q­u­R z 

 

A¡Lª¢al ¢cL ®b­L L¢ÇfEV¡l­L Q¡l i¡­N i¡N Ll¡ q­u­R z  i¡N…­m¡ q­m¡ x 

 

 p¤f¡l L¢ÇfEV¡l (Super Computer) 

 ®jCe­éj L¢ÇfEV¡l (Mainframe Computer) 

 ¢j¢e L¢ÇfEV¡l (Mini Computer) 

 j¡C­œ²¡ L¢ÇfEV¡l (Micro Computer)  

 

 1|2|1 p¤f¡l L¢ÇfEV¡l (Super Computer) 

 

A¡Lª¢aNa ¢cL ®b­L phÑhªqv HC L¢ÇfEV¡­ll abÉ pwlrZ J abÉ fÐ¢œ²u¡Ll­Zl 

rja¡ AaÉ¿¹ n¢š²n¡m£ J â¦a N¢a pÇfæ z  ¢hf¤m fÐ¢œ²u¡Ll­Zl L¡­S hÉhq©a 

A¢dL hÉuhým HC L¢ÇfEV¡l p¡d¡lZa °h‘¡¢eL N­hoZ¡ J hªqv fÐ¢aù¡­e hÉhq©a 

qu z 

 

   Ec¡qlZ x  CRAY-1, CRAY X-MP, CYBER-205. 
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 1|2|2 ®jCe­éj L¢ÇfEV¡l (Mainframe Computer) 

  

p¤f¡l L¢ÇfEV¡­ll ®Q­u ®R¡V ¢L¿º AeÉ¡eÉ L¢ÇfEV¡­ll ®Q­u hs H dl­el 

L¢ÇfEV¡l HLC p­‰ A­eL…­m¡ NËqZ j¤M/¢eNÑje j¤M pl”¡j Hhw A­eL lLj 

pq¡uL pÈª¢al p¡­b pw­k¡N lr¡ L­l L¡S Ll­a f¡­l z  hs hs fÐ¢aù¡­e H 

dl­Zl L¢ÇfEV¡­ll hÉhq¡l ®cM¡ k¡u z 

 

Ec¡qlZ x UNIVAC 1100/01, IBM 6120, IBM 4341, NCR N8370, DATA 

GENERAL CS30 CaÉ¡¢c z 

 

1|2|3  ¢j¢e L¢ÇfEV¡l (Mini Computer) 

 

H ®nÐZ£l L¢ÇfEV¡­lJ V¡¢jÑe¡­ml  j¡dÉ­j hÉhq¡lL¡l£ L¡S Ll­a f¡­l z  H 

dl­el L¢ÇfEV¡­ll ®L¾cÐ£u fÐ¢œ²u¡LlZ Aw­nl SeÉ p¡d¡lZa HLL ®h¡XÑ ¢h¢nø 

haÑe£ hÉhq©a qu z  p¡d¡leax hÉ¡w­Ll ¢qp¡h pwœ²¡¿¹ L¡­S H ®nÐZ£l L¢ÇfEV¡l 

hÉhq©a qu z  

 

   Ec¡qlZ x  PDP11, NOVA3, IBM S/34, IBM S/36 CaÉ¡¢c z 

  

 1|2|4  j¡C­œ²¡ L¢ÇfEV¡l (Micro Computer)  

  

haÑj¡e ¢h­nÄ ph­Q­u Se¢fÐu H 

dl­Zl L¢ÇfEV¡l…­m¡ A¡Lª¢aNa 

¢cL q­a ®R¡V Hhw c¡­jJ M¤h 

pÙ¹¡ z  ®L¾cÐ£u fÐ¢œ²u¡LlZ Awn 

¢q­p­h Microprocessor Hl 

hÉhq¡l j¡C­œ²¡ L¢ÇfEV¡­ll fÐd¡e °h¢nøÉ z  A¢g¢pu¡m L¡­S hÉhq¡l R¡s¡J 

NªqÙÛ¡m£ L¡S, ®Mm¡d§m¡ J ¢Qš ¢h­e¡ce Hhw hÉ¢š²Na L¡­S H dl­Zl L¢ÇfEV¡­ll 

hÉhq¡l hÉ¡fL q¡­l ®h­s Q­m­R z  H SeÉ H ®nÐZ£l L¢ÇfEV¡l­L ¢f.¢p h¡ 

Personal Computer hm¡ qu z  ¢hÐg­LCp J ®R¡V hC­ul A¡L¡­lJ haÑj¡­e H 

dl­Zl L¢ÇfEV¡l f¡Ju¡ k¡u z 

  

   Ec¡qlZ x  IBM P.C. TRS 80, APPLE 64 CaÉ¡¢c z 
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  j¡C­œ²¡ L¢ÇfEV¡l h¡ f¡­p¡Ñe¡m L¢ÇfEV¡l­L ¢ae¢V ®nÐZ£­a i¡N Ll¡ qu z  kb¡ x 

 

 p¤f¡l j¡C­œ²¡ (Super Micro) 

 ®XúVf (DeskTop) 

 mÉ¡fVf (LapTop) 

 

   p¤f¡l j¡C­œ²¡ (Super Micro) 

 

p¤f¡l j¡C­œ²¡ L¢ÇfEV¡l ph­Q­u n¢š²n¡m£ j¡C­œ²¡L¢ÇfEV¡l z  Hl A¡­lL e¡j 

Ju¡LÑ ®øne z  H ®nÐZ£l L¢ÇfEV¡®ll rja¡ ¢j¢e L¢ÇfEV¡­ll L¡R¡L¡¢R ¢hd¡u 

H…­m¡ ¢j¢e­é­jl ÙÛ¡e cMm L­l ¢e­µR z 

 

   ®XúVf (DeskTop) 

 

H ®nÐZ£l L¢ÇfEV¡l pq­SC HL¢V ®Xú Hl Efl (Top) l¡M¡ k¡u h­m H…­m¡­L 

®XúVf L¢ÇfEV¡l hm¡ qu z 

 

   Ec¡qlZ x  A¡C¢hHj f¡­pÑ¡e¡m L¢ÇfEV¡l, HÉ¡fm ®j¢Le­V¡n CaÉ¡¢c z 

 

   mÉ¡fVf (LapTop) 

 

®XúVf L¢ÇfEV¡l A­fr¡ r¤â L¢ÇfEV¡l…­m¡ mÉ¡fVf e¡­j 

f¢l¢Qa z H…­m¡ ®cM­a ®R¡V HÉ¡V¡¢Q ®L­pl ja J hqZ­k¡NÉ 

Hhw L¡S Ll¡l pju Lap (®L¡m) Hl Efl (Top-H) ­l­M L¡S 

Ll¡ k¡u h­m H…­m¡­L hm¡ qu LapTop L¢ÇfEV¡l z 

 

jÉ¡¢Le­V¡n f¡Ju¡l h¤L (Macintosh Power Book) H dl­el L¢ÇfEV¡l z 

 

mÉ¡fVf L¢ÇfEV¡l…­m¡­L A¡h¡l c¤C­nÐZ£­a i¡N Ll¡ k¡u z  kb¡ x  

 ®e¡V h¤L (Note Book) 

 ¢f¢XH (PDA) 
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   ®e¡V h¤L (Note Book) 

   

®R¡V X¡­ul£ h¡ ®e¡Vh¤­Ll A¡Lª¢al mÉ¡fVf L¢ÇfEV¡l…­m¡ H e¡­j f¢l¢Qa z  

H…­m¡­L f¡Ju¡l h¤LJ hm¡ qu z   

 

   ¢f¢XH (PDA) 

 

p¡h-®e¡Vh¤L ¢f¢XH (PDA = Personal Digital Assistance) 

HL ®nÐZ£l mÉ¡fVf L¢ÇfEV¡lz 

 

 

 

A¡Lª¢aNa ¢cL R¡s¡J NWeNa ¢cL ®b­L L¢ÇfEV¡l­L ¢ae¢V ­nÐZ£­a i¡N Ll¡ 

q­u­R z kb¡ x 

 

 ¢X¢SV¡m L¢ÇfEV¡l (Digital Computer) 

 AÉ¡e¡mN L¢ÇfEV¡l (Analog Computer) 

 q¡C¢hÐX h¡ nwLl L¢ÇfEV¡l (Hybrid Computer)    

   

1|2|5 ¢X¢SV¡m L¢ÇfEV¡l (Digital Computer) 

 

 abÉ fÐ¢œ²u¡LlZ J ¢qp¡­hl SeÉ H dl­Zl L¢ÇfEV¡l hZÑ h¡ AwL pw­L­al 

j¡dÉ­j abÉ NËqZ L­l Hhw gm¡gm fÐL¡n L­l z  Hdl­Zl L¢ÇfEV¡l ¢eiÑ¤mi¡­h 

N¡¢Z¢aL J k¤¢š²Na L¡S Ll­a f¡­l z  A¡¿¹S¡Ñ¢aL ¢eu­j ¢X¢SV¡m pw­L­al 

de¡aÈL al‰ EµQa¡­L 0 ¢qp¡­h dl¡ qu z  1 J 0 ¢c­u N¢Wa L¢ÇfEV¡®ll HC 

fÐd¡e i¡o¡­L ¢àa£u h¡ h¡Ce¡l£ pwMÉ¡ hm¡ qu z  ¢X¢SV¡m L¢ÇfEV¡l h¡Ce¡l£ 

fÜ¢a­a AbÑ¡v 1 J 0 Hl Ef¢ÙÛ¢al Efl ¢eiÑl L­l Ef¡š pwNËq L­l L¡S 

L­l b¡­L z 

 

  fÐQ¢ma A­bÑ L¢ÇfEV¡l hm­a ¢X¢SV¡m L¢ÇfEV¡l®LC h¤T¡u z   
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1|2|6 AÉ¡e¡mN L¢ÇfEV¡l (Analog Computer) 

  

AÉ¡e¡mN L¢ÇfEV¡®l hZÑ J AwL pw­L­al f¢lh­aÑ œ²j¡Na h¡ Analog °hc¤É¢aL 

pw­La hÉhq¡l Ll¡ qu z  ®l¡c, a¡f, Q¡f, Eš¡­fl SeÉ pªø °hc¤É¢aL al‰­L 

AÉ¡e¡mN L¢ÇfEV¡l Input ¢qp¡­h NËqZ L­l Hhw Ef¡š fÐ¢œ²u¡Ll­Zl gm¡gm 

p¡d¡lZ fÐcnÑ­el L¡yV¡ ¢c­u ®cM¡­e¡ qu Abh¡ fÔV¡l ¢c­u ®cM¡­e¡ qu Abh¡ fÔV¡l 

¢c­u AwLe Ll¡ qu z l¡p¡u¢eL, ®f­VÊ¡¢mu¡j J M¡cÉ fÐ¢œ²u¡LlZ ¢n­Òf AÉ¡e¡mN 

L¢ÇfEV¡­ll hým hÉhq¡l A¡­R z 

   

1|2|7 q¡C¢hÐX h¡ nwLl L¢ÇfEV¡l (Hybrid Computer) 

   

 ¢X¢SV¡m Hhw AÉ¡e¡mN H c¤C dl­Zl L¢ÇfEV¡l pjeÄ­u N¢Wa L¢ÇfEV¡l­L q¡C¢hÐX 

h¡ nwLl L¢ÇfEV¡l hm¡ qu z  ®hn ¢LR¤ °h‘¡¢eL pjpÉ¡ pj¡d¡­el SeÉ q¡C¢hÐX 

L¢ÇfEV¡l  hÉhq©a qu z 
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f¡W - 2 x EC­ä¡p XP J 2000 (Windows XP & 2000) 

 

2.0 EC­ä¡p ¢L ? (What is Windows ?)  

 

Windows HL¢V Operating system k¡ 

j¡¢LÑe k¤š²l¡­øÌl Microsoft 

Corporation LaÑªL h¡S¡lS¡aLªa z 

Windows Hl fÐbj i¡pÑe qm 2.0 z 

Cq¡l BaÁfÐL¡n O­V 1XP8 p¡­m z 

1990 p¡­m Cq¡l flhaÑ£ i¡pÑe 3.0 

Hl BaÁfÐL¡n O­V z a¡lfl 

fkÑ¡uœ²­j 3.1, 3.11, 95, XP, 

2000 & XP i¡pÑ­el BaÁfÐL¡n O­V 

z   

 

2.1 EC­ä¡p XP J 2000 ¢L ? (What is Windows XP & 2000) 

 

Microsoft Corporation 1990 p¡m ®b­L  Windows h¡S¡lS¡a Ll­mJ 1995 p¡­m 

phÑfÐbj f§hÑhaÑ£ i¡pÑe pj§­ql p£j¡hÜa¡ c¤l L­l Windows 95 e¡jL üuwpÇf¤¤eÑ 

Operating System h¡S¡lS¡a L­l Hhw flhaÑ£­a HC Windows 95 Hl Advanced 

i¡pÑe Windows XP Hhw Windows 2000 h¡S¡lS¡a L­l z Home User ®cl ¢eLV 

Windows XP Hhw Windows 2000 Hl j­dÉ ¢h­no ®L¡e f¡bÑLÉ f¢lm¢ra q­h e¡ z 

L¡le Windows XP Hhw Windows 2000 Hl Interface fÐ¡u HLC lLj z a­h 

Windows 2000 Hl Advantage qm H®a Windows NT e¡jL Microsoft Hl AeÉ HL¢V 

Operating System pwk¤š² b¡­Lz g­m Networking Hl ®r­œ Cq¡­a ¢LR¤ h¡s¢a p¤¢hd¡ 

f¡Ju¡ k¡uz  

 

AeÉ HL¢V Operating System Windows 2000 H pwk¤š² b¡­L h­m HC Operating 

System Operate Ll­a A¢dL RAM fÐ­u¡Se qu z HC L¡l­e Home User ®cl ¢eLV 

Windows 2000 A­fr¡ Windows XP ®h¢n Se¢fÐua¡ ASÑe L­l­R z Windows j§ma 

fy¡Q¢V Main program ¢e­u N¢Wa z Program fy¡Q¢V qm Windows Main, Accessories, 

Games, Start up Hhw Applications a­h HC pjÙ ¹ Main program pj§­ql ®L¡e ®L¡eV¡l 
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Ad£­e B­R HL¡¢dL Sub-Program Hhw fÐ¢a¢V Program HL HL¢V p¡w­L¢aL ¢Qq² 

à¡l¡ ¢Q¢q²a qu k¡ Icon e¡­j f¢l¢Qa z Bjl¡ CµR¡ Ll­mC Windows Hl ®L¡e 

Program h¡c ¢c­a f¡¢l Bh¡l Program pw­k¡SeJ Ll­a f¡¢l z a­h H­a ¢LR¤ 

p£j¡hÜa¡ B­R z HC p£j¡hÜa¡ qm, Bjl¡ ®k pLm Program pw­k¡Se Ll­a Q¡C 

a¡ AhnÉC Windows support q­a q­h z Windows XP Hhw Windows 2000 Hl j­dÉ 

¢h­no ®L¡e f¡bÑLÉ e¡ b¡L¡u Hhw Windows XP Hl A¢dL Se¢fÐua¡l L¡l­e Bjl¡ 

HM¡­e Windows XP pÇf­LÑ ¢hÙ¹¡¢la B­m¡Qe¡ Llh z a­h ®L¡e User k¢c 

Windows 2000 hÉhq¡l L­l a¡q­mJ HC hZÑe¡ Ae¤ple L­l Windows 2000 Hl 

¢h¢iæ Lj¡ä J Hl L¡S pÇf­LÑ S¡e¡ k¡­h z   

 

2|2 Windows Hl ¢ûe f¢l¢Q¢a (Screens of Windows) 

 

2.2.1 Windows XP J 2000 Open Ll¡ x  

 

Windows Hl û£e hm­a j§ma Starting screen h¡ Desktop h¡ Opening Screen h¡ 

Platform h¡ Startup screen ­L ®h¡T¡u z ¢e­jÀ H pð­å B­m¡Qe¡ Ll¡ qm- 

 

Windows XP h¡ 2000 

Open Ll­a q­m 

Bfe¡l CPU Hl 

q¡XÑ¢X­„ AhnÉC 

Windows XP h¡ 2000 

Install Ll¡ b¡L­a  

q­h z Bfe¡l 

L¢ÇfEV¡­l Windows 

XP h¡ 2000 Install 

Ll¡ b¡L­m öd¤j¡œ 

CPU Hl Power h¡Ve 

®Q­f CPU ON Ll­mC Windows üuw¢œ²u i¡­h Q¡m¤ q­u   k¡­h z a­h a¡q¡l f§­hÑ 

AhnÉC Floppy J CD ROM XÊ¡Ci ®b­L pjÙ¹ Disk ®hl L­l ¢e­a q­h z Bl 
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L¢ÇfEV¡­l Windows XP h¡ 2000 Install Ll¡ e¡ b¡L­m fÐb­j Bfe¡­L Windows XP 

h¡ 2000 Install L®l ¢e­a q­hz 

2.2.2 Windows Hl ¢ûe f¢l¢Q¢a  

 

My Computer 

 

Windows XP Hl Starting û£­el Ef­l h¡j 

®L¡e¡u ¢hcÉj¡e Icon Hl e¡j My Computer 

HM¡e ®b­L Bj¡l¡ Bj¡­cl L¢ÇfEV¡­l 

¢hcÉj¡e ¢h¢iæ XÊ¡Ci, ®g¡ô¡l, g¡Cm, L­¾VÌ¡m 

fÉ¡­em CaÉ¡¢c Afne Open Ll­a Hhw 

fÐ­u¡S­e ¢LÓL L­l pl¡p¢l a¡ Run J Ll­a 

f¡¢l z My Computer H X¡hm ¢LÓL Ll­m 

¢ejÀl©f HL¢V Window Bp­h Hhw HM¡e ®b­L ¢h¢iæ XÊ¡Ci, ®g¡ô¡l, g¡Cm fÐiª¢a 

Open Ll¡ k¡­h z  

 

My Documents 

 

My Computer Hl ¢e­QC AhÙÛ¡e L­l My 

Documents. Bjl¡ k¢c Bj¡­cl ®L¡e g¡Cm 

h¡ ®g¡ô¡l My Documents H ®pg L¢l a­h 

HM¡e ®b­L Bj¡l pl¡p¢l a¡ Open Ll­a 

f¡lh z My Documents H X¡hm ¢LÓL Ll­m 

¢ejÀl©f Window Bp­h z 

 

Recycle Bin 

 

My Documents Hl ¢e­QC AhÙÛ¡e L­l 

Recycle Bin. Bjl¡ ®L¡e g¡Cm h¡ ®g¡ô¡l 

Delete Ll­m a¡ fÐb­j Recycle Bin H H­p 

Sj¡ quz HC g¡Cm­L k¢c Bjl¡ Restore 

AbÑ¡v ¢g¢l­u Be­a Q¡C a­h a¡ HM¡e 

®b­L Ll¡ k¡u Hhw ÙÛ¡u£ i¡­h a¡ j¤­RJ 
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®gm¡ k¡u z Recycle Bin Open Ll­m ¢ejÀl©f HL¢V  Window Bp­h z 

 

2|3 Start Button J Start Menu   

Status Bar Hl h¡j ®L¡e¡u ®k ®h¡a¡j b¡­L a¡l e¡j Start Button Hhw 

H¢V ¢LÓL Ll­m ®k Menu cª¢ø­N¡Ql qu a¡l e¡j Start Menu. HC Start 

Menu Hl Ad£­e ¢hcÉj¡e Afne pj§­ql p¡q¡­kÉC ¢p­ØV­jl pLm 

L¡­Sl p§Qe¡ qu z Start Menu Hl Afne pj§q qm Windows Update 

Programs, Documents, Setting, Find, Help, Run, Log off, Shut Down, 

¢e­jÀ HC Afne pð­å pw¢rç heÑe¡ Ll¡ qm Hhw flhaÑ£ AdÉ¡­u 

¢hÙ¹¡¢la B­m¡Qe¡ Ll¡ q­m¡ z  

 

2.4 Windows Update  

HC Afn­el p¡q¡­kÉ Bjl¡ Internet H pl¡p¢l pwk¤š² q­u 

Windows Update Ll­a f¡¢lz 

2.5 Programs:  

®k ®L¡e Program Run Ll¡l SeÉ HC Afn­el j¡dÉ­j Lj¡ä fÐ­u¡N Ll­a  qu z 

2.6 Documents: 

®L¡e Document Window h¡ f§­hÑ Open Lªa ®L¡e g¡Cm pl¡p¢l Hl j¡dÉ­j Open 

Ll¡ k¡u z 

2.7 Settings:  

Control Panel, Printers, Taskbar CaÉ¡¢c ®p¢Vw Hl SeÉ HC Afne hÉhq¡l Ll¡   

qu z 

2.8 Find: 

g¡Cm h¡ ®g¡ô¡l ®My¡S¡l SeÉ HC Afne hÉhq¡l Ll¡ qu z 

2.9 Help: 

Windows XP J 2000 Q¡m¡­e¡l SeÉ ®L¡e fÐL¡l p¡q¡kÉ clL¡l q­m HM¡e ®b­L a¡ 

Bjl¡ ®f­a f¡¢l z 

2.10 Run: 

hÉhq²a ¢p­ØV­j ®k ®L¡e Program ®L Run Ll¡­e¡l SeÉ h¡ ®L¡e Program Ll¡l 

SeÉ HC Afne hÉhq²a qu z  

2.11 Shut Down:  

L¢ÇfEV¡l hå Ll­a, Restart Ll­a Standby l¡M­a h¡ MS-Dos mode H Restart 

Ll­a HC Afne hÉhq¡l Ll¡ qu z 
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2.12 Windows XP hå Lle x 

Windows XP hå Ll¡l SeÉ 

Start Menu ®b­L Shut Down 

H ¢LÓL Ll¦ez Hl g­m 

Shut Down Windows e¡jL 

¢ejÀl©f HL¢V Window 

Bp­h ®pM¡­e Shut Down 

¢p­mƒ L­l OK h¡V­e ¢LÓL 

Ll¦e z Hlfl “It’s now 

save to turn off your computer” HL¢V h¡aÑ¡ û£­e Bp­h z Bfe¡l  CPU Hl Power 

AT ¢p­ØVj q­m Power switch Ag L­l  ¢ce z Bl CPU Hl Power ATX ¢p­ØVj 

q­m üuw¢œ²u i¡­h hå q­u k¡­h z 
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f¡W - 3 j¡C­œ²¡pgÚV Ju¡XÑ (Microsoft Word) 

 

3|0 j¡C­œ²¡pgÚV A¢gp ¢L ?  (What is MS Office?) 

 

MS Office Hl f¤ZÑ AbÑ Microsoft Office. Cq¡ fy¡Q¢V fÉ¡­LS ®f¡NË¡j pð¢ma HL¢V 

fÉ¡­LS pgVJuÉ¡l k¡ j¡¢LÑe k¤š²l¡­øÌl Microsoft Corporation LaÑªL h¡S¡lS¡aLªa z 

MS Office Hl fÉ¡­LS pj§­ql fÐ­aÉL¢V L¢ÇfEV¡­ll üa¿» fÉ¡­LS k¡ Windows Hl 

Ad£­e Q­m z MS Office Hl ¢h¢iæ i¡pÑe f¡Ju¡ k¡uz HC i¡pÑe pj§­ql j­dÉ phÑ­no 

i¡pÑe MS Office 2000 z 

 

3|1  j¡C­œ²¡pgÚV Ju¡XÑ ¢L (What is MS Word ?) 

 

MS Office Hl fÉ¡­LS ®f¡NË¡j pj§­ql HL¢V MS Word. MS Office Hl i¡pÑ­el e¡j 

Ae¤p¡­l MS Office Hl e¡jLle Ll¡ q­u b¡­L, ®kje- MS Word 95, MS Word XP, 

MS Word XP, MS Word 2000. MS Word HL¢V Processing Package Software z MS 

Office H ¢h¢iæ fÐL¡l Software Hl eÉ¡u MS Office H ¢h¢iæ fÐL¡l Design J 

Drawing Ll¡ k¡u z Bjl¡ HM¡­e MS Word 2000 Hl Efl ¢i¢š L­l B­m¡Qe¡ 

Llh z  

 

3|2 j¡C­œ²¡pgÚV Ju¡XÑ Øq¡fe  (Microsoft Word Install) 

 

Microsoft Word Install Ll¡l SeÉ Bj¡­cl fÐ­u¡Se q­h HL¢V Microsoft Word Hl 

Installation CD, L¢ÇfEV¡­ll p¡­b 1¢V ¢p¢X lj XÊ¡Ci z Microsoft Word Install Ll¡l 

SeÉ fÐb­j Installation CD ¢V ¢p¢X lj XÊ¡C®i fÐ­hn L¢l­u L¢ÇfEV¡l l¡e Ll­m 

üuw¢œ²ui¡­h Microsoft Word Install öl¦ q­h z a­h CD k¢c A­V¡l¡e e¡ L­l a¡q­m 

Start ®je¤ ®b­L Run Afne ¢p­mƒ Ll­a q­h Hhw hÐ¡Ep L­l CD Rom Drive ®b­L 

Setup.exe g¡Cm Open L­l hZÑe¡ Ae¤k¡u£ Lj¡ä fÐ­u¡N Ll­m Microsoft Word Install 

q­u k¡­h z             
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3|3 j¡C­œ²¡pgÚV Ju¡XÑ ®M¡m¡ (Microsoft Word Open) 

 

Microsoft Word Open Ll¡l SeÉ Start ®je¤ Programs ®b­L Microsoft Word ¢LÓL 

Ll­m Microsoft Word Open q­h z Bh¡l Microsoft Word Close Ll¡l SeÉ Microsoft 

Word Hl g¡Cm ®je¤ ®b­L Exit ¢LÓL Ll­m Microsoft Word Close q­u k¡­h z  

 

Microsoft Word Hl ¢LR¤ fÐ­u¡Se£u Lj¡ä x 

 

¢p­mLne - Microsoft Word H ­L¡e Text h¡ ¢XS¡Ce­L ®L¡e f¢lhaÑe Ll­a Q¡C­m 

®pC Text h¡ ¢XS¡Ce­L ¢p­mƒ L­l ¢e­a q­h z ¢p­mƒ 2 fÜ¢a­a Ll¡ k¡uz kb¡- 

j¡Ep à¡l¡ J ¢L-­h¡XÑ à¡l¡z j¡Ep à¡l¡ ¢p­mƒ Ll­a q­m L¡w¢´Ma Aw­nl öl¦­a 

j¡Ep f­u¾V¡l ®l­M ¢LÓL L­l XÊ¡N L­l ®no fkÑ¿¹ ¢e­u R¡s­m I Awn ¢p­mƒ  

q­h z ¢L-®h¡XÑ à¡l¡ ¢p­mƒ Ll­a q­m Shift ®Q­f Left/Right/Up/Down Arrow ¢LÓL 

Ll­m ¢p­mƒ q­h z 
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3|4 g¡Cm ®je¤  

 

g¡Cm ®je¤l A¿¹ÑNa p¡h ®je¤ pj§­ql hZÑe¡ e£­Q ®cJu¡ qm 

 

 New : Hl j¡dÉ­j ®L¡e ea¥e g¡Cm J­fe Ll¡ Ll¡ qu z 

 Open : Hl j¡dÉ­j f§­hÑl ®~al£ ®L¡e g¡Cm ®M¡m¡l SeÉ HC 

Afne hÉhq¡l Ll¡ qu z 

 Close : Hl j¡dÉ­j ®L¡e J­fe Ll¡ g¡q~m hå Ll¡ qu z 

 Save : Hl j¡dÉ­j ea¥e g¡Cm save Ll¡ qu z 

 Save As : Hl j¡dÉ­j ®L¡e g¡Cm­L AeÉ ®L¡e ¢X­lƒl£­a 

save Ll¡ qu z 

 Save As Web Page : Hl j¡dÉ­j ®L¡e g¡Cm­L Web Page 

H save Ll¡ qu z 

 Page Set Up : Hl j¡dÉ­j ®L¡e g¡C­ml Page Set Up Ll¡ 

qu z 

 Print Preview : Hl j¡dÉ­j ®L¡e g¡Cm ¢fË¾V Ll¡l f§­hÑ g¡Cm 

¢WL B­R ¢Le¡ ®c­M ®eu¡ k¡u z 

 Print : Hl j¡dÉ­j ®L¡e g¡Cm ¢fË¾V Ll¡ qu z 

 

3|5 H¢XV ®je¤ 

 

 Undo : ®L¡e Lj¡ä fË­u¡­Nl fl I Lj¡ä fË­u¡­Nl f§­hÑl 

AhØq¡u g¡Cm ®pV Bf Ll¡l SeÉ HC Lj¡ä hÉhq¡l Ll¡  

qu z 

 Redo : ®L¡e Undo Lj¡ä­L f¤exl¡u L¡kÑLl Ll¡l SeÉ HC 

Lj¡ä hÉhq¡l Ll¡ qu z 

 Cut : ®L¡e text h¡ ¢XS¡Ce­L ®L­V AeÉ Øq¡­e ¢e­u k¡Ju¡  

qu z 

 Copy : Cut  Hl j¡dÉ­j ®L¡e text h¡ ¢XS¡Ce­L L¢f L­l 

AeÉ Øq¡­e ¢e­u k¡Ju¡ qu z 

 Paste : Cut  h¡ L¢fL«a text h¡ ¢XS¡Ce­L AeÉ ®L¡e Øq¡­e 

Øq¡f­el SeÉ HC Lj¡ä hÉhq¡l Ll¡ qu z 

 Select All : pÇf§eÑ XL¥­j¾V h¡ g¡Cm ¢p­mƒ Ll¡l SeÉ HC 

Lj¡ä hÉhq¡l Ll¡ qu z 

 Find : g¡C­ml ®L¡e Aw­nl ®k ®L¡e text ­L M¤y­S ®hl Ll¡l SeÉ HC Lj¡ä hÉhq¡l Ll¡  

qu z 
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 Replace : g¡C­ml ®L¡e Aw­nl ®L¡e text ­L M¤y­S ®hl L­l AeÉ text replace Ll¡l SeÉ 

HC Lj¡ä hÉhq¡l Ll¡ qu z 

 

3|6 ¢iE ®je¤  

 

 Normal : Hl j¡dÉ­j elj¡m Page Lay out ¢p­mƒ Ll¡ qu z 

 Web lay out : Hl j¡d¡­j Web lay out p­mƒ Ll¡ qu z 

 Toolbars : Hq~ Lj¡­äl j¡dÉ­j ¢iE ®f¡­VÑ V¥mh¡l ®pV Bf Ll¡   

qu z 

 Ruler : HC Lj¡­äl j¡dÉ­j ¢iE ­h¡­XÑ l¦m¡l Øq¡fe Ll­a f¡¢l z 

 Header and Footer : Hl j¡dÉ­j fË¢a¢V f¡a¡l Ef­l J e£­Q ®L¡e 

®e¡V Abh¡ fªø¡l pwMÉ¡ ¢mM­a f¡¢l z 

 Full Screen : HC Lj¡­äl j¡dÉ­j Bjl¡ ¢iE ®h¡­XÑ pÇf§eÑ û£e 

Be­a f¡¢l z 

 Zoom : HC Lj¡­äl j¡dÉ­j ¢iE Zoom Ll­a f¡¢l z 

 

3|7 Cep¡VÑ ®je¤  

 

 Break : Hl p¡q¡­kÉ Page J Lm¡j Break hl­a f¡¢l AbÑ¡v Page 

J Lm¡j ®n­o ea¥e Page J Lm¡j ®~al£ Ll­a f¡¢l z 

 Page Number : Hl p¡q¡­kÉ fË¢a¢V f¡a¡u fªø¡ eðl ¢c­a f¡¢l z 

 Date and Time : Hl p¡q¡­kÉ fË¢a¢V f¡a¡u a¡¢lM J pju ¢c­a  

f¡¢l z 

 Symbol : HC Lj¡­äl p¡q¡­kÉ ¢h¢iæ Symbol Bjl¡ XL¥­j­¾V 

Øq¡fe Ll­a f¡¢l z 

 Picture : HC Lj¡­äl pq¡­kÉ Bjl¡ XL¥­j­¾V ¢hiæ R¢h Øq¡fe 

Ll­a f¡¢l z 

 Text Box : HC Lj¡­äl p¡q¡­kÉ Bjl¡ text box Øq¡fe Ll­a   

f¡¢l z 
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3|8 gljÉ¡V ®je¤  

 

 Font : Hl p¡q¡­kÉ Bjl¡ Text Hl Font size, Font color, 

Font style CaÉ¡¢c f¢lhaÑe Ll­a f¡¢l z 

 Paragraph : Hl p¡q¡­kÉ Bjl¡ Line space h¡s¡­a/Lj¡­a  

f¡¢l z 

 Bullets and Numbering : HC Lj¡­äl p¡q¡­kÉ fË¢a¢V m¡C­el 

öl¦­a numbering Abh¡ h¤­mV ¢c­a f¡¢l z 

 Border and Shading : Hl p¡q¡­kÉ border J shade ¢c­a  

f¡¢l z 

 Columns : HC Lj¡­äl p¡q¡­kÉ Bjl¡ XL¥­j­¾V Lm¡j ®~al£ 

Ll­a f¡¢l z 

 Change Case : Hl p¡q¡­kÉ Bjl¡ Font Hl Style change 

hl­a f¡¢l z  

  Background : HC Lj¡­äl p¡q¡­kÉ Bjl¡ XL¥­j­¾Vl 

hÉ¡LNË¡Eä hcm¡­a f¡¢l z 

 

3|9 V¥mp ®je¤  

 

 Spelling and Grammar : Hl p¡q¡­kÉ Bjl¡ ®L¡e XL¥­j­¾Vl 

h¡e¡e Hhw NË¡j¡l ¢WL B­R ¢Le¡ a¡ ®QL Ll­a f¡¢l z 

 Language : Hl p¡q¡­kÉ Bjl¡ EC­ä¡­Sl Language ¢L q­h 

a¡ ¢WL L­l ¢e­a f¡¢l z 

 Merge Documents : HC Lj¡­äl p¡q¡­kÉ Bjl¡ HL¢V 

XL¥­j¾V­L B­lL¢V XL¥­j­¾Vl p¡­b Merge L­l ¢c­a f¡¢l z 

 Protect Document : Hl p¡q¡­kÉ Bjl¡ ®L¡e XL¥­j¾V­L 

Password ¢c­u Protect Ll­a f¡¢l z 

 Mail Merge : Hl p¡q¡­kÉ Bjl¡ HLpw­N ¢h¢iæ ¢WL¡e¡u  

A­eL…­m¡ M¡j ¢fË¾V Ll­a f¡¢l z 

 Envelops and Labels : Hl p¡q¡­kÉ Bjl¡ M¡j ¢fË¾V Ll­a 

f¡¢l z 

 Letter Wizard : Hl p¡q¡­kÉ Bjl¡ pq­SC ®k ®L¡e ¢Q¢W h¡ 

clM¡Ù¹ V¡Cf Ll­a f¡¢l z 
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3|10 ®V¢hm ®je¤  

 

 Draw Table : Hl p¡q¡­kÉ Bjl¡ CµR¡ja ®k ®L¡e ®V¢hm ®~al£ 

Ll­a f¡¢l z 

 Insert : HC Lj¡­äl p¡q¡­kÉ Bjl¡ pl¡p¢l Table/Columns/ 

Row/Cell ®~al£ Ll­a f¡¢l z 

 Delete  : HC Lj¡­äl p¡q¡­kÉ Bjl¡ pl¡p¢l Table/Columns/ 

Row/Cell j¤­R ®gm­a f¡¢l z 

 Select : HC Lj¡­äl p¡q¡­kÉ Bjl¡ pÇf§eÑ Table/Columns/ 

Row/Cell ¢p­mƒ Ll­a f¡¢l z 

 Convert : HC Lj¡­äl p¡q¡­kÉ Bjl¡ ®L¡e ®V„V­L ®V¢h­m ¢e­u 

Bp­a f¡¢l Hhw Bh¡l ®V¢hm ®b­L ®V„-H Convert Ll­a f¡¢l z 
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f¡W- 4 x j¡C­œ²¡pgÚV H­„m (Microsoft Excel) 

 

4|0 H­„m ¢L ? (What is Excel) 

 

Excel q­m¡ Windows ¢i¢šL HL¢V Application Program k¡ Microsoft Corporation LaªÑL 

h¡S¡lS¡aLªa z HV¡ HL fÐL¡l Worksheet Analysis Programme z j§max H­„­ml 

p¡q¡­kÉ X¡V¡ H¢¾VÊ Hhw HÉ¡e¡m¡C¢pp Eiu p¤¢hd¡ ASÑe Ll¡ k¡u z Evf¢š pju ®b­L 

Excel L¢afu i¡pÑe A¢aœ²j L­l­R z a¾j­dÉ 5.0 Hhw 7.0 ®hn Se¢fÐua¡ ASÑe L­l­R 

Hhw phÑ­no i¡pÑe c¡y¢s­u­R Excel XPz   

 

4.1 A¢gp pVÑL¡V h¡l ®b­L j¡C­œ²¡pgÚV H­„m XP Q¡m¤ LlZ (To Run/Open Ms-Excel XP 

from Office Shortcut Bar) 

 

HSeÉ ¢e­cÑne¡ ¢ejÀl¦f x- 

1) Start-Up Screen H AhÙÛ¡e Ll¦e z  

mrÉ Ll¦e Eš² û£­Zl X¡e ®L¡Z¡u Ef­l L¢afu A¡CLe ®cM¡ k¡­µR z  Eq¡­L h­m 

Office Shortcut Bar ®kje -    

 

 

 

Microsoft Word :     

HC A¡CL­e ¢LÓL L­l Microsoft Word XP ­fÐ¡NË¡j Run Ll¡ k¡u z 

Microsoft Excel :   

HC A¡CL­e ¢LÓL L­l Microsoft Excel ­fÐ¡NË¡j Run Ll¡ k¡u z 

Microsoft Power Point :     

HC A¡CL­e ¢LÓL L­l Microsoft Power Point ­fÐ¡NË¡j Run Ll¡ k¡u z 

Microsoft Access :  

HC A¡CL­e ¢LÓL L­l Microsoft Explorer ­fÐ¡NË¡j Run Ll¡ k¡u z 

j­e L¢l Microsoft Excel XP ®fÐ¡NË¡j Run Ll­hoe z  a¡q­m - 

 

2) Microsoft Excel A¡CL­e ¢LÓL Ll¦e z 

Hl fl Microsoft Excel XP Q¡m¤ q­h Hhw Window ­cM¡ k¡­h z 
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4|2  Excel XP Window f¢l¢Q¢a 

 

4|2|1 Concept :  
 

Default Setting Ae¤p¡­l Excel XP Window ®a Scroll Bars, Title Bar, Zoom Boxes, 

Menu Bar Hhw AeÉ¡eÉ Elements ­cM¡ k¡u z H…­m¡ pÇf­LÑ d¡lZ¡ HL¡¿¹ L¡jÉ z AeÉb¡u 

Excel XP ®b­L k­bø p¤¢hd¡ f¡Ju¡ k¡u e¡ z H…­m¡l Efl hÉ¡MÉ¡ fÐ­u¡Se z  ®kje -  

 

 

 

 

 

 

 

 

 

 

 

 

 

Ef­l¡š² Window ®L hm¡ qu Microsoft Excel Hl Editing Abh¡ Starting 

Window/Screen z mrÉ Ll¦e phÑh¡­j A¡ua­r­œl eÉ¡u HL¢V ¢Qq² ¢hcÉj¡e z Eq¡l e¡j 

®pm f­u¾V¡l Eq¡C L¡lpl ¢e­cÑnL z  HMe k¡ M¤¢n V¡Cf Ll­a f¡l­he z 

 

4|2|2 Title Bar 

 

Excel Window Hl n£oÑ­cn­L h­m Title Bar z mrÉ Ll¦e Ef­l¡š² Window Hl Ef­l 

®mM¡ A¡­R Microsoft Excel-Book1 Cq¡C Title Bar Awn z haÑj¡­e ®L¡eÚ XL¤­j­¾V 

(Workbook) L¡S q­µR Eq¡l e¡j HC V¡C­Vm h¡­l ph pju ®cM¡ k¡­h z  

 

4|2|3 Menu Bar 

 

mrÉ Ll¦e Excel Window ­a 

File, Edit, View, .. e¡jL eu¢V 

Status Bar 

Cursor/Cell Pointer 

Title Bar Menu Bar 



   wgDwbwmc¨vj mv‡cvU© BDwbU 25 

në ¢hcÉj¡e z  H…­m¡ HL HL¢V ®je¤ z  A¡l ­je¤…­m¡l pj¢ø­a ®k m¡Ce ®cM¡ k¡u 

Eq¡­L h­m Menu Bar. 

 

4|2|4 Tool Bar 

 

Excel XP H Tool Bar AaÉ¿¹ pq¡uL Ef¡c¡e z ®je¤ ®b­L Abh¡ Function Key Hl p¡q¡­kÉ 

®k pjÙ¹ L¡­Sl p¤¢hd¡ A¡­R ®p…­m¡l A¢dL¡wn L¡S Tool Bar Hl p¡q¡kÉ ¢e­u Ae¡u¡­p 

Ll¡ k¡u z Excel XP H phÑ­j¡V h¡Cn dl­Zl Tool Bar ¢hcÉj¡e z  ®kje -  

 

1) Worksheet Menubar 
2) Chart MenuBar 
3) Standard ToolBar 
4) Formatting ToolBar 
5) Pivot Table ToolBar 
6) Chart ToolBar 
7) Reviewing 
8) Forms ToolBar 
9) Stop Recording 
10) External Data 
11) Auditing 
12) Full Screen 
13) Circular Reference 
14) Visual Basic 
15) Web 
16) Control Tool Box 
17) Exit Design Mode 
18) Drawing 
19) WordArt 
20) Picture 
21) Shadow Settings 
22) 3-D Settings 

 

a¾j­dÉ Standard Hhw Formatting Tool Bar p¡d¡lZax Default b¡­L z  a­h Alt+V, T 

Lj¡ä à¡l¡ A¡Na Tool Bars X¡u¡mN h„ ®b­L ®k ®L¡e Tool Bar ®L Active Window ®a 

On/Of   Ll¡­e¡  k¡u z 

 

4|2|5 Scroll Bar 

 

Excel Window  Hl X¡­e Hhw e£­Q c¤’¢V  Bar ®cM¡ k¡u z  Eq¡l¡ HL¢V Vertical Hhw 

AeÉ¢V Horizontal Scroll Bar.  mrÉ Ll¦e Bar à­ul c¤C fÐ¡­¿¹ Arrow ¢Qq² ¢hcÉj¡e z  

®kje -  
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 Vertical Scroll Bar : 

 

Hl Up Arrow ¢Qq² ¢LÓLÚ Ll­m XL¤­j­¾Vl Text Ef­l EW­a b¡­L A¡l Down Arrow 

¢Q­q² ¢LÓLÚ Ll­m Text e£­Q e¡j­a b¡­L z Hi¡­h Vertically Scroll L­l XL¤­j¾V 

Ah­m¡Le Ll¡ k¡u z E­õMÉ ®k, Vertical Scroll Bar Hl e£­Ql ¢c­L ®cM¡ k¡u     

||||||||||||||| Hhw     ¢Q¢q²a c¤C¢V h¡Ve z     .h¡V­e HLh¡l ¢LÓLÚ Ll­m fÐ¢a HL fªù¡ 

Ef­l E­W z  A¡l .....   ¢Q­q² ¢LÓLÚ Ll­m fÐ¢a HL fªù¡ e£­Q e¡­j z 

 

 Horizontal Scroll Bar 

 

 

Excel Window  Hl ¢ejÀ¡w­nl ¢c­L a¡L¡­m  Hhw  ¢Qq² pð¢ma ®k Scroll Bar 

®cM¡ k¡u Eq¡­L h­m Horizontal Scroll Bar  HC ¢Q­q² HLh¡l ¢LÓLÚ Ll­m Window 

Hl Text h¡j ®b­L X¡­e p­l A¡l  ¢Q­q² fÐ¢ah¡l ¢LÓLÚ Ll­m Text X¡e ®b­L h¡­j 

p­l z gm f¡n¡f¡¢n HL¡¢dL fªù¡l Text  Ah­m¡Le pqS qu z 

 

 Status Bar  

 

Work Sheet Hl ¢ejÀ¡w­n Ready, Caps, Num ®mM¡ pð¢ma h¡l­L h­m øÉ¡V¡ph¡l z  

øÉ¡V¡ph¡­ll fÐc¡e c¤’¢V Awn z ®kje - 

 

Mode of Indicator :  h¡­j b¡­L Mode of Indicator (j¤X ¢e­cÑnL) z  L¡­Sl pju ®L¡e 

h¡a¡Ñ, ®L¡e j¤­X haÑj¡­e L¡S Ll­R a¡ HM¡­e a¡L¡­m S¡e¡ k¡u z  E­õMÉ ®k, Ready 

®mM¡ b¡L­m S¡e­a q­h L¡­Sl SeÉ Work Sheet Ready A¡­R z  AbÑ¡v aMe ®k­L¡e 

Lj¡ä ®cu¡ k¡­h z 

 

Special Key Indicator Area : øÉ¡V¡ph¡­ll X¡­e ®cM¡ k¡u Ru¢V Ol z  H­L h­m 

Special Key Indicator Area z  ®kje x Caps Lock On AhÙÛ¡u HM¡­e Caps ®cM¡ k¡u z 

 

4|3 Excel XP Worksheet f¢l¢Q¢a 

 

A¡jl¡ S¡¢e Work AbÑ L¡S A¡l Sheet AbÑ f¡a¡ z a¡C Work Sheet AbÑ c¡ys¡u L¡­Sl 

f¡a¡z Excel Run Ll¡l fl A¡jl¡ Starting Area h¡ Editing Screen ®cM­a f¡u z Eq¡­L 

h­m Workbook z E­õMÉ ®k, MS-Word Hl i¡o¡u k¡ Document, Excel H a¡ Workbook z 
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fÐ¢a Workbook H b¡­L ­o¡m¢V Worksheet CµR¡ Ll­m Sheet pwMÉ¡ f¢lhaÑe Ll¡ k¡u z 

haÑj¡­e ®L¡eÚ Sheet H L¡S q­µR a¡ S¡e¡ k¡u Indicator Bar H a¡L¡­m z 

 

4|3|1 Sheet Bar/Tab  

 

Workbook Hl Status Bar Hl Ef­l ¢hcÉj¡e Bar Hl h¡­jl Awn­L h­m Sheet Bar mrÉ 

Ll¡ k¡u Sheet1, Sheet2, Sheet3, Sheet4, A¡L¡­l Sheet ew ®cM¡­µR z  ®kje -     

 

 

 

 

 

 

L¡­Sl p¤¢hd¡­bÑ ®k­L¡e pj­u ®k­L¡e Sheet H Nje Ll¡ k¡u z  ®kjex k¢c Q¡e 3 ew 

Sheet ®L Active Sheet H f¢lZa Ll­he a¡q­m Sheet Bar Hl Sheet3 H ¢LÓLÚ Ll¦e z 

HR¡s¡J Eš² Sheet Bar Hl Sheet Scroll Button H ¢LÓLÚ L­l HL Sheet  ®b­L AeÉ 

Sheet H pq­S Nje¡Nje Ll¡ k¡u z   

 

4|3|2 Worksheet Column 

 

mrÉ Ll¡ k¡u Worksheet Hl Ef­l A, B, C, D, E ........... ¢Q¢q²a HL¢V Bar  k¡­L h­m 

Column Bar  A¡l A, B, C, q­µR HL HL¢V Lm¡j z  phÑ­j¡V Lm¡j pwMÉ¡ (A-IV) 256 X¡e 

HÉ¡­l¡ Press L­l L­l Abh¡ Horizontal Right Scroll Arrow H ¢LÓLÚ L­l L­l A ­b­L IV 

fkÑ¿¹ pLm Lm¡j ®cM¡ k¡u z fÐ¢a¢V Lm¡­jl fÐnÙÛa¡ 8.43 cm.  fÐ¢a Lm¡­j fÐ­ÙÛ d­l 

Numeric pwMÉ¡ A¡V¢V, Capital Letter  d­l p¡a¢V, A¡l Small Letter H d­l eu¢V 

Character z 

 

4|3|3 Worksheet Row 

 

Worksheet Hl h¡­j 1, 2, 3, 4, .......... A¡L¡­l Vertically HL¢V h¡l ®cM¡ k¡u z k¡­L h­m 

Row Bar 1, 2, 3, q­µR HL HL¢V Row  phÑ­j¡V Row  pwMÉ¡ (1-65536) 65536 ¢V z 
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4|3|4 Workspace/Work Area 

 

p¡d¡lZax Worksheet Hl A ®b­L 1 fkÑ¿¹ eu¢V Lm¡j Hhw 1 ®b­L 18 fkÑ¿¹ Row phÑpju 

fc¡Ñu ¢hl¡Sj¡e ®cM¡ k¡u z  HC cªnÉj¡e  Total Column X Total Row ®L h­m 

Workspace  E­õMÉ ®k, fc¡Ñu Formula Bar Hhw Status Bar On/Off  Hl Efl cªnÉj¡e 

Row pwMÉ¡ ¢eiÑl L­l z 

 

4|3|5 Worksheet Cell 

 

HL¢V Column X Row = HL¢V Cell AbÑ¡v Column A X Row 1 = Cell A1  k¡ ®cM­a 

A¡ua­r­œl eÉ¡u z HCi¡­h HL¢V ®p­ml AhÙÛ¡e­L h­m ®pC ®pm Address h¡  

Reference A¡l L¡lpl/f­u¾V¡l kMe ®k ®p­m AhÙÛ¡e L­l Eš² ®pm­L h­m Active  

­pm z pqp¡ Active ­pm Address h¡ Reference S¡e¡ k¡u (Formula Bar Hl h¡­j) 

Name Box H a¡L¡­m z ah HL¡¢dL ®pm Block AhÙÛ¡u HL¢V ­pm Active b¡­L z    

 

4|3|6 Cursor / Pointer 

 

Work sheet H L¡­m¡ hXÑ¡l ¢Q¢q²a A¡uaL¡l¢V­L h­m Pointer z Worksheet Hl ®k ®p­m 

V¡Cf Ll¡ fÐ­u¡S¡e Arrow/Mouse à¡l¡ ®pC ®p­m A¡­N f­u¾V¡l ÙÛ¡fe Ll­a qu z ®kje-  

 

 

 

 

E­õMÉ ®k, HC A¡uaL¡l ¢Qq² kMe ®k ®p­m b¡­L aMe L¡lpl I ®p­m b¡­L z j§max 

Excel H L¡lp­ll l¦fL¡l ¢qp¡­h Eš² A¡uaL¡l ¢Qq²¢Vl A¢Ù¹aÅ z 

 

4|3|7 Mouse Pointer     

 

Worksheet H + ¢Q¢q²a­L h­m j¡Ep f­u¾V¡l z ®k ®p­m V¡Cf Ll¡ clL¡l j¡Ep j¤i 

L¢l­u ®pC ®p­m A¡­N j¡Ep f­u¾V¡l­L ÙÛ¡fe Ll­a qu z a¡lfl ¢LÓLÚ Ll­m 

L¡lpl/f­u¾V¡l I ®p­m A¡­p aMe V¡Cf Ll¡l p¤­k¡N qu z  
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5|0  H­„m f¤m X¡Ee ®je¤ (Excell Pull Down Menu) 

 

Excel XP H eu¢V ®je¤ ¢hcÉj¡e z HC eu¢V ®je¤ pð¢ma h¡j ®b­L X¡e fkÑ¿¹ ¢hÙ¹ªa 

m¡C­el e¡j Menu Bar A¡l fÐ¢a¢V ®je¤l Ad£­e Afnepj§­ql Ef¢ÙÛ¢a pð¢ma ®je¤l e¡j   

Pull Down ®je¤ z Pull Down ­je¤C pjNË ®fÐ¡NË¡­jl f¢lµRæ R¢h z AbÑ¡v pw¢nÔø ®fÐ¡NË¡­j ¢L 

¢L L¡S Ll¡ k¡u Hhw pw¢nÔø L¡­Sl SeÉ Lj¡ä ¢L a¡ HL eS­l Pull Down ®je¤­a 

f¡Ju¡ k¡u z  ¢e­jÀ¡š² A¡­m¡Qe¡­a AhNa q­a f¡l­h¡ Excel XP ®je¤pj§­ql f¢l¢Q¢a Hhw 

®L¡e L¡­Sl SeÉ ¢L Lj¡ä z  Excel XP Hl Editing Screen H AhÙÛ¡eL¡­m ®k ®L¡e 

pj­u ®k ®L¡e  Pull Down ®je¤ Open Ll¡ k¡u z  H SeÉ ¢hLÒf ¢ae¢V Lj¡ä ¢hcÉj¡e z  

®kje -   

 

 pl¡p¢l  F10 (Function Key) Press L­l ¢e¢cÑø ®je¤l Underlined Character ¢V Press  

L­l z  

 Lj¡ä L£ Alt ®Q­f d­l ¢e¢cÑø ®je¤l Underlined Character ¢V Press  L­l z 

 j¡Ep f­u¾V¡l ¢e¢cÑø ®je¤­a ÙÛ¡fe L­l j¡E­pl h¡j h¡V­e ¢LÓLÚ L­l z 

 

E­õMÉ ®k, ®L¡e ®je¤ Ef­l¡š² ¢hLÒf ¢eu­j Open L­l Arrow Key hÉhq¡l L­l ®je¤ 

®b­L ®je¤­a Hhw Hhw Afne ®b­L Afn­e 

L¡lpl (q¡Cm¡CV¡h¡l) ÙÛ¡e¡¿¹l Ll¡ k¡u z  A¡lJ 

E®õMÉ ®k, ®je¤ Open AhÙÛ¡u ®je¤ ®b­L L¡lpl­L 

Editing Screen H A¡e¡l SeÉ Alt h¡ Esc Key 

Press L­l h¡ j¡Ep f­u¾V¡l Editing Screen H 

¢LÓLÚ L­l h¡ F10 Press Ll¡ pñh z 

 

5|1 File Menu 

 

Excel XP Window Hl fÐbj ®je¤ File ®je¤ z  k¡l 

Ad£­e New, Open (Retrieve), Close, Save, Save 

As, Save as HTML, Save Workspace, 

Properties, Page Setup, Print Area, Print 

Preview, Print, Document (Workbook) List, Hhw 

Exit Lj¡ä ¢hcÉj¡e z  File Menu Open  LlZ¡­bÑ 

¢e­cÑne¡ ¢ejÀl¦f x 
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Press ALt+F (File) 

H pj­u File ®je¤ ¢e­jÀ¡š² Afnepq fc¡Ñu A¡p­h z  ®kje - 

5|1|1  File ­je¤l Afne f¢l¢Q¢a/L¡kÑL¡¢la¡ : 

 

 New 

HL¢V ea§e g¡Cm (Normal Workbook) ®M¡m¡l SeÉ HC Afne ¢eh¡ÑQe Ll­a qu z 

 Open 

ea¤e EC­ä¡­a HL¢V XL¤­j¾V (Workbook) ®M¡m¡l (Retrieve Ll¡l) SeÉ HC Afne 

¢eh¡ÑQe Ll­a  qu z Open  ¢eh¡ÑQe fc¡Ñu A¡p­h Open X¡u¡mN h„ z  aMe g¡C­ml 

e¡j V¡Cf L­l H¾V¡l  ¢c­a qu z 

 Close 

XL¤­j¾V (Workbook) L¡S L­l Eq¡ hå Ll¡l SeÉ HC Afne¢V L¡­S m¡­N z  

E­õMÉ ®k, k¢c Save e¡ L­l XL¤­j¾V¢V hå Ll­a Close ¢eh¡ÑQe L­le a¡q­m fc¡Ñu 

Microsoft Excel X¡u¡mN h„ z  k¢c Save Ll­a Q¡e Y AeÉb¡u N Q¡f­a qu z 

 Save 

XL¤­j¾V (Workbook) pÇfæ L­l Eq¡ pwlr­Zl SeÉ Save ¢eh¡ÑQe Ll­a qu z 

Save ¢eh¡ÑQ­e fc¡Ñu A¡­p Save As X¡u¡mN h„ z Cq¡ ¢eh¡ÑQ­e L¢ÇfEV¡l A¡fe¡­L 

Ae¤­l¡d Ll­h HL¢V e¡j ¢ch¡l SeÉ z  aMe HL¢V e¡j V¡Cf L­l H¾V¡l ¢c­a qu z  

AhnÉ H„­Vene ¢c­u A¡lJ ¢ae Arl e¡­jl p¡­b dl¡­e¡ k¡u z 

 Save As 

f§­hÑ pwl¢ra ®L¡e g¡Cm M¤­m ea¤e ®L¡e e¡­j pwlr­Zl SeÉ Save As ¢eh¡ÑQe Ll­a 

qu z Save As ¢eh¡ÑQ®e fc¡Ñu A¡­p HL¢V X¡u¡mN h„ z  k¢c A¡­Nl e¡­jC f¤el¡u 

®pi Ll­a Q¡e a¡q­m X¡u¡mN h­„ Enter ¢c­a qu z  k¢c f¤l¡ae ®L¡e g¡Cm e¡j 

®ce a¡q­m Replace Hl SeÉ Y (Yes) Ll­a qu z  A¡l ea¤e e¡­j Save Ll­a q­m 

e¡j¢V V¡Cf L­l Enter ¢c­a quz 

 Save Workspace 

XL¤­j­¾Vl (Workbook) ®pi f¢lhaÑe L­l HL¢V Ju¡LÑ­Øfp g¡Cm °al£­a HC 

Afn­el p¡q¡kÉ clL¡l qu z 

 Page Setup 

XL¤­j­¾V (Workbook) fªù¡ ¢ed¡ÑlZ/¢eh¡ÑQ­el SeÉ HC Afn­el p¡q¡kÉ ¢e­a qu z  

 Print Area 

Workbook Hl ¢e¢cÑø Aw­nl Print Hhw Print Preview Ll¡l SeÉ HC Afne p¡q¡kÉ 

L­l z  
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 Print Preview 

XL¤­j¾V (Workbook) R¡f¡­e¡l f§­hÑ Eq¡­L û£­Z Ah­m¡L­el SeÉ Print Preview 

Lj¡ä L¡S L­l z  

 Print 

XL¤­j¾V (Workbook) pÇf¡ce L­l Cq¡­L R¡f¡­a Print Afn­el p¡q¡kÉ clL¡l z  

 Sent To 

Qmj¡e XL¤­j¾V®h C­mL¢VÊL ®jC­m ®fÐl­el SeÉ HC Afn­el p¡q¡kÉ clL¡l qu z  

 Exit 

Excel XP Window ­b­L ®hl qh¡l SeÉ HC Afn­el clL¡l qu z  

 

Note:  File ­je¤l Afne pj§­ql e£­Q Exit Hl Ef­l L­uL¢V g¡Cm e¡j ®cM¡ k¡u Eq¡l¡ HMe 

Abh¡ C¢aj­dÉ hÉhq©a g¡Cmpj§­ql a¡¢mL¡ z Ha h¤T¡ k¡­µR Excel XP Window ­a HLC 

pj­u eu¢V XL¤­j¾V pÇf¡c­el p¤­k¡N A¡­R z AhnÉ Program Hl Setting Hl Efl HC 

XL¤­j¾V pwMÉ¡ (1-9) ¢eiÑln£m z 

 

5|2 Edit Menu 

 

Edit AbÑ pÇf¡ce LlZ z  ®kje x Undo Typing, 

Repeat Typing, Cut, Copy, Paste Special, Paste as 

Hyperlink, Clear (Delete), Move or Copy Sheet, Find, 

Replace, Go To, Links, Hhw Object H pjÙ¹ Lj¡ä Edit 

®je¤­a ¢hcÉj¡e z Edit ®je¤ Open LlZ¡­bÑ ¢e­cÑne¡ 

¢ejÀl¦f x 

 

Press ALt+E (Edit) 

H pj­u Edit ®je¤ ¢e­jÀ¡š² Afnepq fc¡Ñu Open q­h z  

®kje - 

 

5|3|1 Edit ­je¤l Afne f¢l¢Q¢a/L¡kÑL¡¢la¡ : 

 

 Undo 
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HCj¡œ ®k L¡­Sl Lj¡ä hÉhq¡l L¡l q­u­R; ¢L¿º Eq¡ i¤mœ²­j Ll¡ q­u­R HC j­jÑ 

¢e¢ÕQa q­m Undo ¢eh¡ÑQe L­l Eš² Lj¡­äl L¡kÑL¡¢la¡ l¢qa Ll¡ k¡u z  ®kje x  

®L¡e Awn Block L­l j¤­R ®gm¡ q­m¡ z Hlfl ¢e¢ÕQa qJu¡ k¡u ®k, HC L¡S (j¤R¡) 

¢WL q­m¡ e¡ z aMe p¡­b p¡­b Undo ¢eh¡ÑQe L­l HC i¤­ml pw­n¡de pñh qu z 

 Repeat 

XL¤­j­¾V (Workbook) HCj¡œ ®k L¡S q­m¡ a¡ f¤ex f¤ex Ll¡l SeÉ Afne ¢eh¡ÑQe 

Ll­a qu z  ®kje x HCj¡œ ®k Paste Ll­me a¡ k¢c A¡lJ L­uLh¡l clL¡l qu 

a¡q­m h¡l h¡l Block, Cut/Copy Lj¡ä hÉhq¡l e¡ L­l a­a¡h¡l Repeat Afne 

¢eh¡ÑQe Ll­m p¤¢hd¡ f¡Ju¡ k¡u z 

 Cut 

XL¤­j­¾Vl (Workbook) ­L¡e Awn ®L­V AeÉœ pw­k¡­Nl SeÉ Cut ¢eh¡ÑQe Ll­a   

qu z a­h ¢e¢cÑø Awn A¡­N hÔL L­l ¢e­a qu z 

 Copy 

kMe Workbook Hl ¢e¢cÑø Awn L¢f L­l ®eh¡l clL¡l qu aMe Copy ¢eh¡ÑQe 

Ll­a quz  a­h Source Awn­L A¡­N hÔL L­l ¢e­a q­h z  

 Paste 

®V„V Hl ¢e¢cÑø Awn Cut h¡ Copy L­l AeÉœ pw­k¡N p¡d­e HC Afne ¢eh¡ÑQ­el 

fÐ­u¡Se quz  

 Delete 

Row, Column ¢Lwh¡ Selected ®pm j¤R¡l SeÉ HC Afn­el p¡q¡kÉ clL¡l qu z  

 Find 

XL¤­j­¾Vl (Workbook) ­L¡e Awn (®L¡e në h¡ Text) ­M¡S Ll­a HC Afn­el 

p¡q¡kÉ ¢e­a qu z 

 Replace 

XL¤­j­¾Vl (Workbook) ­L¡e Awn (®L¡e në h¡ Text) ­L My¤­S a¡lfl ®L¡e në h¡ 

Text à¡l¡ fÐ¢a ÙÛ¡f­el SeÉ Replace Afne ¢eh¡ÑQe Ll­a qu z 

 

5|4  View Menu 

 

Excel XP Window Hl aªa£u ®je¤ View ®je¤ z XL¤­j¾V­L e¡e¡i¡­h Ah­m¡Le ®kje x 

Zoom, Full Screen Hl Lj¡ä View ®je¤­a ¢hcÉj¡e z HR¡s¡ Toolbars Off/On. Formula 

Bar On/Off Ll¦e, Hhw Report Manager Hl Lj¡ä View ®je¤l A¡Ja¡d£e z View ®je¤ 

Open Ll¡l SeÉ ¢e­cÑne¡ ¢ejÀl¦f x 
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Press ALt+V (View) 

H pj­u View ®je¤ Eq¡l Afnepq fc¡Ñu 

Open q­h z  ®kje - 

 

5|4|1  View ­je¤l Afne f¢l¢Q¢a/L¡kÑL¡¢la¡ : 

 

 Normal 

XL¤­j¾V­L Normal A¡L¡­l Ah­m¡L­el 

SeÉ HC Afne ¢eh¡ÑQe Ll­a qu z 

 Page Break Preview 

Page Break Preview Ah­m¡L­el SeÉ HC 

Afne ¢eh¡ÑQe Ll­a qu z 

 Formula Bar 

Editing û£­Z Formula Bar ®L Display On/Off Ll¡l SeÉ HC Afne ¢eh¡ÑQe Ll­a 

qu z On AhÙÛ¡u HC Afn­e ¢VL ¢Q¢q²a qu z 

 Status Bar 

Status Bar Hl Display On/Off Ll¡ k¡u HC Afn­el p¡q¡­kÉ z  

 Toolbars 

Window ­a ¢h¢iæ Toolbar cä¡uj¡e l¡M¡ h¡ e¡ l¡M¡l SeÉ HC Toolbars Afn­el 

p¡q¡kÉ ¢e­a qu z 

 Full Screen 

XL¤­j¾V­L (Workbook) pÇf§ZÑ û£Z hÉ¡f£ View Ll¡l SeÉ HC Afn­el p¡q¡kÉ clL¡l 

qu z Full Screen On AhÙÛ¡u Toolbar, Formula bar ®L¡e ¢LR¤C ®cM¡ k¡u e¡ z 

 Zoom 

XL¤­j¾V (Workbook) R¡f¡­e¡l f§­hÑ Eq¡­L ®R¡V h¡ hs (% Ae¤p¡­l) ®cM¡l SeÉ 

Zoom Afne ¢eh¡ÑQe Ll­a qu z 

 

5|5  Insert Menu 

 

Insert ®je¤ Excel XP Window Hl Qa¤bÑ ®je¤  z  Page Break, Cells, Row, Column, 

Worksheet, Chart, Function, Name, Comment, Picture, Hyperlink Hhw Object Hl 

pw­k¡Se Lj¡ä HC ®je¤­a ¢hcÉj¡e z Insert ®je¤ Open Ll¡l SeÉ ¢e­cÑne¡ ¢ejÀl¦f x 
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Press ALt+I (Insert) 

H pj­u ¢e­jÀ¡š² Afne pð¢ma Insert  ®je¤ fc¡Ñu A¡p­h z  ®kje - 

 

5|5|1 Insert ­je¤l Afne f¢l¢Q¢a/L¡kÑL¡¢la¡ : 

 Cells 

Row, Column h¡ Selected ®pm­L pwk¤š² Ll­a HC Afn­el p¡q¡kÉ clL¡l qu z  

 Rows 

Partial h¡ Entire Row pwk¤š² Ll¡ k¡u HC 

Afn­el p¡q¡­kÉ z 

 Columns 

Partial h¡ Entire Lm¡j pwk¤­š²l SeÉ HC 

Afn­el p¡q¡kÉ ¢e­a qu z 

 Worksheet 

Qm¢a Workbook H HL¢V ea¤e Worksheet 

pwk¤š² Ll¡ k¡u HC Afn­el p¡q¡­kÉ z 

 Chart 

Chart Wizard hÉhq¡l L­l Workbook H 

HL¢V ea¤e Chart pwk¤®š²l SeÉ HC Afn­el p¡q¡kÉ ¢e­a qu z 

 Page Break 

Manually Page Break Ll­a HC Afne ¢eh¡ÑQe Ll­a qu z 

 Function 

HL¢V Function ®L Insert h¡ Edit Ll¡l SeÉ Function Wizard ®b­L pw¢nÔø Function 

®L Activate Ll¡­a qu HC Afn­el p¡q¡®kÉ z 

 Comment 

HL¢V Name ®L Define, Paste, Create Hhw Apply Ll­a HC Afne L¡S L­l z 

 Note 

Cell Note ®L Add, Delete ¢Lwh¡ Edit LlZ¡­bÑ HC Afne L¡S L­l z  

 Picture 

XL¤­j®¾V (Workbook) Picture pw­k¡S­el SeÉ Picture Afne ¢eh¡ÑQe Ll­a qu z 

 Object 

XL¤­j­¾V HL¢V (Workbook) Excel XP H ¢hcÉj¡e Drawing Object R¡s¡J ¢h¢iæ dl­Zl 

Drawing Object °al£­a HC Afn­el p¡q¡kÉ ¢e­a qu z 
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5|6  Format Menu 

 

Format ®je¤ Excel XP Window Hl f¡yQ ew ®je¤  z H®a Cells Font, Row, Column, 

Sheet, Borders and Shading Columns, Change, Change Case, Auto Format, Style, 

Picture, Drawing Object Hhw Conditional Hl Format Command ¢hcÉj¡e z   Format 

®je¤ Open Ll­a ¢e­cÑne¡ ¢ejÀl¦f x 

 

Press ALt+O (Format) 

H pj­u Format ®je¤ Eq¡l ¢e­jÀ¡š² Afnepq fc¡Ñu 

A¡p­h z  ®kje - 

 

5|6|1 Format ­je¤l Afne f¢l¢Q¢a/L¡kÑL¡¢la¡ : 

 Cells 

­p­ml Font, Border, Alignment Hhw AeÉ¡eÉ 

Formats f¢lhaÑ­el SeÉ HC Afne p¡q¡kÉ L­lz  

 Row 

Row Hl Height, Auto, Fit, Hide Hhw Unhide 

CaÉ¡¢c Formatting (Change) Ll¡l SeÉ HC Afne L¡S L­l z  

 Column 

Column Hhw Width, Auto, Fit, Selection, Hide, Unhide Hhw Standard Width CaÉ¡¢c 

Format f¢lhaÑ­el SeÉ HC Afn®el p¡q¡kÉ ¢e­a qu z 

 Sheet 

Active Sheet Hl Rename, Hide Hhw Unhide CaÉ¡¢c Format Hl SeÉ HC Afne 

¢eh¡ÑQe Ll­a qu z  

 Auto Format 

HL¢V Tabular Report ®L Formatting Hl SeÉ HC Afn­el p¡q¡kÉ clL¡l qu z 

 Style 

HL¢V Cell Style ®L Apply h¡ Define Hl SeÉ HC Afne p¡q¡kÉ L®l z 

 

5|7 Tools Menu 

 
Excel XP Window Hl Ru ew ®je¤ Tools ®je¤ z Spelling Check, Auditing, Goal Seek, 

Scenarios, Solver, Protect (Workbook, Sheet), Add-Ins, Macro (Record & Run), 
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Lookup Reference, Track Change, Share Workbook, Merge Workbook, Customize, 

Wizard Hhw Options Hl Lj¡ä Tools ­je¤­a ¢hcÉj¡e z  Tools ®je¤ Open Ll­a ¢e­cÑne¡ 

¢ejÀl¦f x 

 

Press ALt+T (Tools) 

H pj­u Tools ®je¤l Afnepj§q ­cM¡ k¡­h z  ®kje- 

 

5|7|1 Tools ­je¤l Afne f¢l¢Q¢a/L¡kÑL¡¢la¡ : 

 Spelling 

XL¤­j­¾V (Workbook) hÉhq©a h¡e¡e öÜa¡ ¢el¦f­el SeÉ 

Spelling ¢eh¡ÑQe Ll­a qu z  

 Auto Correct 

Text üuw¢œ²u pw­n¡d­el hÉhÙÛ¡u Default Hl ®L¡el¦f 

f¢lhaÑ­el SeÉ HC Afne L¡S L­l z  

 Share Workbook 

HL¢V Workbook HL¡¢dL Se HLC pj­u hÉhq¡l Ll¡l SeÉ 

HC Afn­el p¡q¡kÉ clL¡l qu z  

 Track Changes 

XL¤­j¾V Revision Hl pju c¡N à¡l¡ Marking Off/On Hhw H 

pwœ²¡¿¹ AeÉ¡eÉ L¡­Sl SeÉ HC Afn­el p¡q¡kÉ ¢e­a qu z  

 

5|8  Data Menu 

 
X¡V¡ p¢VÑw Filter, Management, Sub-total LlZ, 

Table H pw­k¡Se, Text ®L Lm¡­j p¡S¡­e¡, X¡V¡ 

Consolidate, Group J Outline, Pivot Table, 

Consolidate, Template Wizard, Get External Data 

Hhw Refresh Data pwœ²¡¿¹ L¡­Sl Lj¡ä HC ®je¤l 

A¡Ja¡d£e z Data ®je¤ Open Ll­a ¢e­cÑne¡ ¢ejÀl¦f x 

 

Press ALt+D (Data) 

H pj­u ¢e­jÀ¡š² Afnepq Data Menu Open q­h z 

®kje - 
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5|8|1 Data ­je¤l Afne f¢l¢Q¢a/L¡kÑL¡¢la¡ : 

 

 Sort 

Selected ­pm­L Sorting Hl SeÉ HC Afne L¡S L­l z  

 Filter 

Drop Down List Box hÉhq¡l L­l ¢p­V Data Filtering Ll¡ Hhw AeÉ¡eÉ L¡­Sl SeÉ 

HC Afn­el p¡q¡kÉ ¢e­a qu z  

 Form 

Database Record pj§­q Find, Change h¡ Delete Ll¡l SeÉ HC Afne L¡S L­l z  

 Subtotals 

HL¢V Data a¡¢mL¡u Subtotal pwk¤­šl SeÉ HC Afne p¡q¡kÉ L­l z  

 Table 

Data Selected ­p­m Table °al£l SeÉ HC Afn­el p¡q¡kÉ clL¡l qu z  

 Text to Columns 

Selected ®p­ml Text pj§­q Text Lm¡­j f¢lZa Ll¡ k¡u HC Afn®el p¡q¡­kÉ z  

 

5|9  Window Menu 

 

Window ®je¤ Excel XP Hl A¡V ew ®je¤ z H­a New 

Window, Arrange All Window, Split Window, Freeze Panes, 

Hide and Unhide Hl Lj¡ä ¢hcÉj¡e z H R¡s¡J Qmj¡e pLm 

XL¤­j¾V  (Workbook) a¡¢mL¡ H­a ®cM¡ k¡u z Window ®je¤ 

Open Ll­a ¢e­cÑne¡ ¢ejÀl¦f x 

 

Press ALt+W (Window) 

H pj­u Window ­je¤l ¢e­jÀ¡š² Afnepj§q ®cM¡ k¡­h z  

®kje - 

 

5|9|1 Window ­je¤l Afne f¢l¢Q¢a/L¡kÑL¡¢la¡ : 

 

 New Window 

ea¤e XL¤­j¾V (Workbook) EC­ä¡ ®M¡m¡l SeÉ HC Afne L¡S L­l z  
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 Arrange 

Qmj¡e pLm EC­ä¡­L (Worksheet) fc¡Ñu ®cM¡­e¡l SeÉ HC Afn®el p¡q¡kÉ ¢e­a 

qu z  

 Hide 

Active (haÑj¡e p¢œ²u) Window ®L m¤L¡­e¡l SeÉ HC Afne L¡S L­l z 

 Unhide 

m¤L¡­e¡ Window ®L A¡h¡l Show Ll¡ k¡u HC Afn®el p¡q¡­kÉ z 

 Split 

Active ®p­m Window ®L Split (g¡yL¡) Ll­a HC Afn®el p¡q¡kÉ ¢e­a qu z 

 Freeze Panes 

Active ®p­m Window ®L A¡hÜ Ll¡l SeÉ HC Afne p¡q¡kÉ L­l z 

 

5|10 Help Menu 

 

Excel XP Hl phÑ­no ®je¤ Help ®je¤ z Help ®je¤ AaÉ¿¹ a¡vfkÑf§ZÑ z Hl p¡q¡kÉ ¢e­u 

User ¢e­SC ®Qø¡ L­l Excel XP Q¡m¡­a f¡­l z  a­h 

Help ®je¤l Afnepj§q hÉhq¡­ll ¢euj HLV¤ S¢Vm z  

HSeÉ AhnÉC Manual Hl p¡q¡kÉ clL¡l z Help 

®je¤®a Microsoft Excel Help Contents and Index, 

What’s This, Microsoft on the Web, Lotus Help Hhw 

About Microsoft Excel Hl Lj¡ä ¢hcÉj¡e z Help ®je¤ 

Open Ll­a ¢e­cÑne¡ ¢ejÀl¦f x 

 

Press ALt+H (Help) 

H pj­u ¢e­jÀ¡š² Afnepj§q ®cM¡ k¡­h z ®kje - 

 

5|10|1  Help ­je¤l Afne f¢l¢Q¢a/L¡kÑL¡¢la¡ : 

 

 Microsoft Excel Help 

HC Afn­el p¡q¡­kÉ Excel Hl ¢e¢cÑø L¡­Sl Lj¡ä A¢a â¦a ®S­e ®eu¡ pñh qu z  

 Contents and Index 

HC Afn­el p¡q¡­kÉ Help Topics û£­Z fÐcnÑe L¢l­u Excel XP Hl fÐ­u¡Se£u Lj¡ä 

®S­e ®eu¡ qu z ­kje - 
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1. Contents  

Excel XP H ¢L ¢L Help ASÑe Ll¡ k¡­h, a¡l pw¢rç hÉ¡MÉ¡ S¡e¡ k¡u HC 

Afne ¢eh¡ÑQe L­lz  

2. Index 

Excel XP H ®k pjÙ¹ L¡S Ll¡ k¡u Eq¡­cl p§Q£ ®cM¡l SeÉ Hhw p§Q£ ®b­L 

¢e¢cÑø L¡­Sl hÉ¡MÉ¡ S¡e¡l fÐ­u¡S®e HC Afne ¢eh¡ÑQe Ll­a qu z  

3.  Find 

HC Afn­el p¡q¡­kÉ në ¢i¢šL ®L¡e Lj¡ä My¤­S ®eu¡ pñh qu z  

   What’s this 

HC Afne ¢eh¡ÑQe Ll­m j¡Ep f­u¾V¡­ll p¡­b HL¢V fÐnÀ­h¡dL ¢Qq² k¤š²   

qu z aMe Excel Hl ®je¤ h¡ Window ®a ¢hcÉj¡e ®k ®L¡e Ef¡c¡®e Eq¡ 

ÙÛ¡fe L­l ¢LÓL Ll­m Eš² Ef¡c¡e h¡ pw¢nÔø Afne pÇf­LÑ hÉ¡MÉ¡ Excel 

A¡j¡¢cN­L Ah¢qa L­l z 

 

 About Microsoft Excel 

 

Microsoft Excel Hl Evf¢š, L¢fl¡CV, AeÉ¡eÉ abÉ Hhw System Information 

Ah­m¡Le Ll¡ k¡u HC Afne ¢eh¡ÑQe L­l z fÐu¡S­e ®L¡e System Information ­L 

Print, Save CaÉ¡¢cJ Ll¡ k¡u z  
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f¡W - 5 x  L¢ÇfEV¡­ll ¢h¢iæ k¿»f¡¢a J ¢LR¤ p¡d¡le pjpÉ¡ ¢elpe 

(Different Parts of a Computer & Some Troubleshooting) 
 

HL¢V Bd¤¢eL j¡C­œ²¡L¢ÇfEV¡­ll ¢c­L a¡L¡­m Bjl¡ Hl Q¡l¢V Awn ®cM­a f¡C z ¢V¢il ja 

®k Awn¢V a¡­L hm¡ qu j¢eVl, HL¢V L£-®h¡XÑ, HL¢V j¡Ep Hhw HL¢V h¡„ k¡­L hm¡ qu 

¢p¢fCE z ¢p¢fCE'l j­dÉ A­eL k¿»f¡¢a­L hm¡ qu q¡XÑJuÉ¡l (Hardware) z 

 

L£ ®h¡XÑ (Keyboard) 

HL¢V ®h¡­XÑl j­dÉ Cw­lS£ hZÑ, pwMÉ¡, ¢h­no ¢Qq² J ®mM¡ ¢h¢iæ L£ …­m¡ p¡¢lhÜi¡­h p¡S¡­e¡ 

b¡­L z haÑj¡­e hÉhq©a L£ ®h¡XÑ…­m¡­a A¿¹a 101¢V Abh¡ a¡lJ ®hn£ L£   b¡­L z L¢ÇfEV¡­ll 

L£ ®h¡­XÑl L£-…­m¡l p¡q¡­kÉ V¡Cf Ll¡ R¡s¡J L¢ÇfEV¡­ll fË­u¡Se£u ph ¢e­cÑn fËc¡e Ll¡ qu 

Hhw B­l¡ e¡e¡ lLj L¡­S hÉhq¡l Ll¡ qu z  

 j¡Ep 

¢QLe mð¡ a¡l ¢c­u L¢ÇfEV¡­ll p¡­b pwk¤š² Cyc¤l pcªn r¥â k¿»wn k¡ ¢c­u L¢ÇfEV¡­l 

Cef¤V ®cJu¡ qu a¡'C qm j¡Ep z H¢V e¡s¡Q¡s¡ Ll­m j¢eV­ll fcÑ¡u HL¢V a£l ¢Qq² 

es¡Qs¡ Ll­a mrÉ Ll¡ k¡u z j¡Ep e¡s¡Q¡s¡ L­l C­µRja a£l¢V­L â¦a Øq¡e¡¿¹l L­l 

¢h¢iæ ¢e­cÑn-Hl Efl ¢e­u j¡E­pl h¡j ®h¡a¡j Q¡f ¢c­u L¢ÇfEV¡l­L ¢h¢iæ ¢e­cÑn fËc¡e 

Ll¡ qu z HR¡s¡J j¡E­pl p¡q¡­kÉ fc¡Ñu ¢m¢Ma ¢hou, NË¡g, R¢h, CaÉ¡¢c ¢eu¿»Zpq B­l¡ 

A­eL fËL¡l L¡S Ll¡ k¡u z 

 ¢p¢fCE 

®L¾cÐ£u fË¢œ²u¡LlZ Awn h¡ ¢p¢fCE qm L¢ÇfEV¡­ll fËd¡e Awn z H­L L¢ÇfEV¡­ll 

j¢Ù¹ú hm¡ qu z L¢ÇfEV¡­ll k¡ha£u L¡kÑœ²j ¢eu¿ºZ L­l ¢p¢fCCE z f’ C¢¾cÐu ¢c­u 

Ae¤ih Ll¡ ®L¡e pjpÉ¡ Bj¡­cl j¢Ù¹­ú ®f±yR¡­m j¢Ù¹­úl pÈª¢a­a l¢ra ‘¡e J A¢i‘a¡ 

à¡l¡ j¢Ù¹ú I pjpÉ¡l pj¡d¡e Bj¡­cl q¡a, f¡, j¤M h¡ AeÉ¡eÉ AwN fËaÉw­Nl j¡dÉ­j ¢c­u 

L­l b¡­L z L¢ÇfEV¡­ll ®r­œJ ®aj¢e Cef¤V ¢Xi¡C­pl j¡dÉ­j fË¡ç abÉ ®j­j¡¢l­a 

l¢ra ¢e­cÑ­nl ¢i¢š­a ¢p¢fCE pjp¡Él pj¡d¡e BEf¤­Vl j¡dÉ­j ¢c­u b¡­L z 

j¢eVl (Monitor) 

¢p¢fCEl j¡d¡­j k¡ ¢LR¤ ¢e­cÑn fË¢ag¢ma qu ­k hÙº­a a¡C j¢eVl z  

 

5|1 ¢Li¡­h HL¢V L¢ÇfEV¡l ®pV Ll­he z 

 

j¡­LÑV ­b­L HL¢V L¢ÇfEV¡l ¢Le­m p¡d¡lea E¢õ¢Ma k¿»¡wn…­m¡ Bm¡c¡ Bm¡c¡ h¡­„ 

b¡­L z  
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fËb­j fË­u¡Se ¢hc¤É­al p¡­b pw­k¡NL¡l£ HL¢V j¡m¢VfÔ¡N z flha£Ñ­a- 

 j¡¢ÒVfÔ¡­Nl p¡­b CE¢fHp Cef¤V ®Lhm pwk¤š² Ll¦e  

 CE¢fHp-Hl ¢fR­el ¢c­L ¢bË ¢fe fÔ¡­N ¢p¢fCE'l p¡­b fË¡ç f¡Ju¡l ®Lhm pwk¤š² 

Ll¦e 

 j¢eV­ll p¡­b m¡N¡­e¡ X¡V¡ ®Lhm ¢p¢fCE'l p¡­b pw­k¡­Nl SeÉ ¢p¢fCEl ¢fR­el 

¢c­L Øq¡¢fa ¢i¢SH ®f¡­VÑ pwk¤š² Ll¦e z 

 j¢eV­ll f¡Ju¡l ®Lhm j¡¢ÒVfÔ¡­N Abh¡ ¢p¢fCE'l ¢fR­e Øq¡¢fa f¡Ju¡l p¡fÔ¡C 

CE¢e­V pwk¤š² Ll¦e z 

 L£ ®h¡XÑ ¢p¢fCE'l ¢fR­e Øq¡¢fa L£ ®h¡XÑ ¢Q¢q²a ®f¡­VÑ pwk¤š² Ll¦e 

 j¡Ep ¢p¢fCE'l ¢fR­e Øq¡¢fa j¡Ep ¢Q¢q²a ®f¡­VÑ pwk¤š² Ll¦e 

 Hh¡l ¢p¢fCE'l p¡j­el ¢c­L Øq¡¢fa f¡Ju¡l Ae ­h¡a¡j¢V B­Ù¹ L­l Q¡f ¢c­u 

L¢ÇfEV¡l Ae Ll¦e HLC p¡­b j¢eV­ll f¡Ju¡l ®h¡a¡j Ae Ll¦e z 

 

5|2 ¢LR¤ p¡d¡le VÊ¡hmöÉ¢Vw  

 

 j¡Ep e¡s¡­e¡l pju m¡¢g­u m¡¢g­u k¡­µR z 

 

j¡Ep m¡¢g­u m¡¢g­u ®N­m h¤T­a q­h j¡Ep pj¡e S¡uN¡u hp¡­e¡ e¡C Abh¡ j¡E­pl 

¢ia­ll ®l¡m¡­l jum¡ S­j ®N­R z  

 j¡Ep fÉ¡X¢V pj¡e S¡uN¡u hp¡e 

 j¡E­pl e£­Ql Awn M¤­m öL­e¡ L¡fl ¢c­u ®l¡m¡­ll jum¡ f¢lú¡l Ll¦e 

 

j¡Ep CE­ä¡­S f¡­µR e¡ z 

 

HV¡ qu k¢c Bf¢e B­N ¢fHp/2 j¡Ep hÉhq¡l Ll­ae HMe ¢p¢lu¡m j¡Ep hÉhq¡l öl¦ 

L­l ¢c­u­Re Abh¡ Hl E­ÒV¡V¡ z L£ ®h¡XÑ hÉhq¡l L­l L­¾VÊ¡m fÉ¡­e­m ¢N­u j¡Ep 

BCL­e H¾V¡l ¢c­u a¡ hc¢m­u ¢ee z 

 

  L¢ÇfEV¡l ø¡VÑ qh¡l ¢LR¤r­el j­dÉC qÉ¡w q­u k¡­µR z 

 

L¢ÇfEV¡l ø¡VÑ qh¡l ¢LR¤r­el j­dÉC qÉ¡w q­u ®N­m  

 fË­pp­ll S¡Çf¡l ¢WLja ®pV Ll¡ ¢Le¡ ®c­M ¢ee  

 lÉ¡­jl h¡p S¡Çf¡l ¢WL B­R ¢Le¡ ®QL L­l ¢ee  

 fË­pp­ll L¥¢mw gÉ¡e ¢WLja O¤l­R ¢Le¡ ®QL Ll¦e  

 



   wgDwbwmc¨vj mv‡cvU© BDwbU 42 

h¤¢Vw-Hl pju Non System Disk or Disk Error ®cM¡u  

 

h¤¢Vw-Hl pju Ef­ll ®j­pS¢V ®cM¡ ®N­m gÓ¢f XÊ¡C­i h¤¢Vw gÓ¢f eu Hje ®L¡e gÓ¢f ®cu¡ 

B­R ¢Le¡ ®QL Ll¦e z a¡ p¢l­u ®g­m ®Øfph¡l Q¡f¤e z ®cM­he h¤¢Vw q­µR z k¢c a¡ e¡ 

qu Hl AbÑ Bfe¡l q¡XÑ ¢X­úl h¤¢Vw ®V¢hm eø q­u ®N­R z 

 

h¤¢Vw-Hl pju h£f h£f BJu¡S Ll­R ¢L¿º j¢eV­l ¢LR¤ Bp­R e¡ z 

 

HlLj Ll­m - 

 j¢eV­ll f¡Ju¡l ¢WL B­R ¢Le¡ ®QL Ll¦e, j¢eV­ll LÉ¡hm ¢i¢SH ­f¡­VÑ m¡N¡­e¡ 

B­R ¢Le¡ a¡J ®QL Ll¦e 

 ¢i¢SH/H¢S¢f L¡XÑ ¢WLja pÔ­V h­p­R ¢Le¡ ®QL Ll¦e 

 ¢p¢fCEl hÀL Øf£X J j¡¢ÒVfÀ¡Cu¡l S¡Çf¡l ¢WL B­R ¢Le¡ ®QL Lle z Hl SeÉJ 

pjpÉ¡ q­a f¡­l z 

 j¡c¡l­h¡­XÑl h¡p Øf£X J lÉ¡­jl h¡p Øf£X-Hl j­dÉ p¡j”pÉ B­R ¢Le¡ ®QL  

Lle z A­eL j¡c¡l­h¡XÑ 100 h¡­pl lÉ¡j p¡­f¡VÑ Ll­a f¡­l e¡  

 k¢c HL¡¢dL q¡XÑ ¢Xú J ¢p¢Xlj XÊ¡Ci b¡­L a­h ®p…­m¡l j¡ø¡l/pÀÉ¡i S¡Çf¡l 

­p¢Vw kb¡kb B­R ¢Le¡ fl£r¡ Ll¦e z EÒV¡f¡ÒV¡ q­m HC pjpÉ¡ q­a f¡­l 

 

j¢eV­l Fatal Expression Error ®cM¡­m x 

 

®hn£l i¡N pju EC­ä¡­S HC ®j­pS¢V B­p k¢c Bf¢e ¢hÒV Ce Afnek¤š² j¡c¡l­h¡XÑ 

hÉhq¡l L­le z f¡laf­r ¢hÒV Ce j¡c¡l­h¡XÑ e¡ ®eu¡V¡C i¡­m¡ z i¡Cl¡­pl L¡­l­eJ HV¡ 

q­a f¡­l z H¢¾V¡i¡Cl¡p h¤¢Vw ¢Xú ¢c­u i¡Cl¡p ¢LÓe L­l ¢ee z q¡XÑJuÉ¡lS¢ea L¡l­eJ 

HV¡ q­a f¡­l z ®kje lÉ¡j Øf£X, j¡c¡l­h¡XÑ Le¢gN¡­lne ¢jpjÉ¡Q, ¢p¢fCEl ®i¡­ÒVS 

pjpÉ¡ Abh¡ j¡c¡l­h¡­XÑl AeÉ ®L¡e pjpÉ¡l L¡l­eJ HV¡ q­a f¡­l  z 

 

®L¡e pgÚVJuÉ¡l Blñ qJu¡l pju Illegal Performance ®cM¡­µR z 

 

Bf¢e Bfe¡l h¡­u¡­p H„V¡e¡Ñm LÉ¡­n ®jjl£ ¢XpÉ¡hm L­l ®cM­a f¡­le z e¡ q­m 

Bfe¡l I pgÚVJuÉ¡­ll B­lL¢Y L¢f ¢c­u C¾pVm L­l ®cM­a f¡­le z a¡J e¡ q­m 

h¤T­a q­h HV¡ j¡c¡l­h¡XÑ h¡ lÉ¡­jl pjpÉ¡ z 
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5|3 ¢LR¤ p¡d¡le paLÑa¡ x 

 

 A­Qe¡ ®L¡e ®m¡­Ll L¡R ®b­L QV L­l ®L¡e pgÚVJuÉ¡l L¢f e¡ Ll¡ h¡ C¾pVm e¡ 

Ll¡ z L¡le i¡Cl¡­pl L¡l­e fË¢a¢eua L¢ÇfEV¡l hÉhq¡lL¡l£­L nw¢La b¡L­a q­µRz  

 fË¢a ¢ae j¡p A¿¹l A¿¹l ®m­Vø i¡pÑ­el H¢¾V i¡Cl¡p, elVÊe Lj¡ä¡l, CE¢V¢m¢V 

®fË¡NË¡j J AeÉ¡eÉ pgÚVJuÉ¡l pj§q Bf­NËX Ll¡ z 

 L¢ÇfEV¡­ll p¡­b H¢p h¡ ®i¡­ÒVS ø¡¢hm¡CS¡l m¡N­hC HV¡ ¢WL eu z a­h L¡S Ll¡ 

AhØq¡u qW¡v L¡­l¾V Q­m ®N­m ®k L¡S¢V Ll­Re a¡ ®pi Ll¡l SeÉ CE¢fHp-Hl 

®L¡e ¢hLÒf e¡C z k¢c CE¢fHp e¡ b¡­L ­i¡­ÒVS Bf-X¡E­el pju L¢ÇfEV¡l hå 

l¡M¡ i¡­m¡ z  

 L¢ÇfEV¡l Q¡m¤ AhØq¡u ¢fË¾V¡l LXÑ ®M¡m¡ ¢Lwh¡ m¡N¡­e¡ ®L¡e AhØq¡­aC E¢Qa e¡ z 

H­a BC/J ®f¡VÑ ¢Qla­l SÆ­m ®k­a f¡­l z 

 j¡­p HLh¡l úÉ¡e¢Xú h¡ elVe ¢Xú Xƒl Q¡m¡­e¡ E¢Qa k¡­a q¡XÑ ¢X­ú p¡j¡eÉ 

f¢lj¡­e LÓ¡ø¡l h¡ g¡Cm H­m¡­Lne ®V¢hm Hll ®cM¡ ¢c­mJ a¡ ¢WL q­u k¡u z 

 L£ ®h¡­XÑ V¡Cfla AhØq¡u d¤jf¡e h¡ AeÉ ®L¡e M¡cÉ h¡ f¡e£u (k¡l …­s¡ L£n­h¡­XÑ 

f¡s­a f¡­l) NËqe Ll¡ E¢Qa eu z 

 fË¢a j¡­p HLh¡l j¡E­pl am¡l hmV¡ M¤­m ®p¾pl…­m¡ f¢lú¡l Ll¦e z 

 L¡S kMe Q­me¡ aMe X¡ø Li¡l h¡ AeÉ ®L¡e dl­el BµR¡ce ¢c­u L¢ÇfEV¡l ®Y­L 

l¡M¤e z  

 L¢ÇfEV¡­l ¢fR­e f¡Ju¡l L¡­eƒ­ll j¡T¡j¡¢T HL¢V 220/110 ®i¡ÒV ¢p­mƒl p¤CQ 

B­R z HV¡ phpju 220 b¡L­h z ®L¡e AhØq¡­aC e¡s¡­hee¡ Hhw phpju h¡µQ¡­cl 

e¡N¡­ml h¡C­l l¡M­he, pñh q­m L¡­m¡ úQ­Vf ¢c­u p¤CQV¡­L ®Y­L l¡M¤e z 

 


