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 joka ieliqï uDÿldx.  

mß.Klh Ndú;fhka ,sms f,aLk (Documents) ieliSug fhdod .kq ,nk uDÿldx. —joka 
ieliqï uDÿldx.˜ hkqfjka y÷kajkq ,efí' fuu uDÿldx. u.ska"  

 f,aLk h;=re ,shkh iy ixialrKh lsÍu (Typing and Editing)  
 yev .eiaùu (Formatting)  
 ,sms ;ekam;a lsÍu (Saving)  
 ;ekam;a lrkq ,enQ ,sms kej; ,nd .ekSu (Retrieving) 
 uqøK msgm;a ,nd.ekSu (Print) 
 wl=rej, iy jHdlrKj, ksjerÈ nj mßlaId lsÍu  

 ;eme,a uqiqj iy Word Wrapping 

uDÿldx.fha ku ksIamdok wdh;kh 

Corel Word Perfect Corel Corporation 

Open Office Writer Open Office 
Organization  

Microsoft Office Word Microsoft Corporation 
King soft Office King soft Office Writter 

 

wka;¾cd,h yryd o joka ieliqï uDÿldx. fndfyda ixLHdjla fï jk úg y÷kajd § we;s w;r 

Tng wka;¾cd, myiqlï ;sfí kï tu joka ieliqï uDÿldx. Ndú;d l< yels h' ‘Google Inc’ 
wdh;kh u.ska y÷kajd § we;s ‘Google Docs’ uDÿldx.h fujeks uDÿldx. i|yd ksoiqka f,i 

i|yka l< yels h' fjk;a ine¢ joka ieliqï uDÿldx. f,i Buzzword, iNetWord jeks 
uDÿldx. oelaúh yels h'  

Tnf.a mß.Klfha ia:dms; joka ieliSfï uDÿldx.hla fkdue;s úg wka;¾cd,h Ndú;d lsÍfuka 

o Tnf.a f,aLkh ks¾udKh lr.; yels h' fï i|yd Tng Cloud Computing Ndú;d lsÍfuka o 
Tnf.a f,aLkh ks¾udKh lr .; yels h' tu.ska Tng jdis /ila w;afõ' tkï"  

 Tnf.a mß.Klfha joka ieliqï uDÿldx.hla ia:dms; lsÍug wjYH fkdùu'  

 tA i|yd mß.Kl u;lfha (Hard Disk) ys bvla fjka lsÍug wjYH fkdùu'  

 Tnf.a f,aLkh iq/lSu i|yd wka;¾cd,fha Tn fjkqfjka bv myiqlï ,eîu'  

 wka;¾cd, myiqlï we;s ´kEu mß.Klhlska Tnf.a f,aLkh újD; lsÍu fuka u 
ixialrKh lsÍu o l< yels ùu'  

Wod (- Google  Docs, Office 365 Word, Microsoft OneDrive Word  

óg wu;rj j¾;udkfha § by< ;dlaIKh fhdod ksmojd we;s cx.u ÿrl;k (Smart Phones) 
iy ;d, mß.Kl (Tablet PCs) joka ieliSu i|yd fhdod .kakd w;r tA i|yd úfYaIs; jQ joka 
ieliSfï uDÿldx. fhdod.kq ,nhs' bka iuyrla kï"  

Documents To Go, Google Docs, Kingsoft Office, Polaris Office wdosh fõ'  

Tnf.a wjYH;djhg wkqj ,sms f,aLk ilia lr .ekSu i|yd mß.Klh wdY%s; j joka ieliqï 
uDÿldx.hla m%fhdackhg .efkk wdldrh bf.k .ksuq'  

wo nyq, jYfhka fhdod .efkk joka ieliqï uDÿldx. folla joka ieliSfï § fhdod .kakd 
wdldrh fuu tallfha oS úia;r lrkq ,nk w;r fjk;a fndfyda uDÿldx.j,g fmdÿ jQ ud;Dld 
lsysmhla iy fuj,ï lsysmhla fuys § idlÉPd flfrkq we;'  
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1' ud;Dld ;Srej (Title Bar) - Microsoft Office 2010 ljq¿fjys by<ska u olajd we;s ;Srej 

ud;Dld ;Srejhs' újD; j we;s f,aLkfha kduh fuys oelafõ' kj f,aLkhla Document  X 

hkqfjka Èiafjk w;r X hkq f,aLk wxlhhs' ljq¿j yl=<d oeófï fnd;a;u (Minimize),     
l=vd lsÍu yd kej; msysgqùfï fnd;a;u (Maximize/Restore) ljq¿j jid oeófï fnd;a;u  
(Close) wdÈh o ol=Kq fl<jf¾ msysgd we;' 

 ud;Dld ;Srej 

2' ßnkh (Ribbon) - ßnkh Word 2010  ljq�j, oelsh yels úfYaI ,laIKhls' fuys we;s wx. 

(File, Home, Insert etc.) má;s (Tabs) hkqfjka y÷kajkq ,nhs' ßnkfha we;s úfYaI ,laIKh 

jkafka tla tla má;sj,g wod, whs;u ksrEml (Icons) f,i oelaùu iy tu.ska tAjdfha 
ld¾hhka meyeÈ,s ùuhs' mßYS,lhdg wjYH wdldrhg fuu má;s ilia lr .ekSug o myiqlï 

i,id we;' tfiauh ßnkh lKavdhï lsysmhlg fnod fjkal lr we;' (Clipboard, Font, 
Paragraph, Styles, Editing etc.) 

   Home ßnkfhys we;s iuyr wx. ( 
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1' ;o meye .ekaùu - Bold    11' f;aÍu - Sort 

2' we, lsÍu - Italic     12' wkqfþokh - Indentation 

3' há br - Underline    13' wxl lsÍu - Numbering 

4' há ,l=K - Subscript    14' nq,Üia - Bullets 

5' Wvq ,l=Kq - Superscript    15' bx.%Sis wl=rej, isïm,a" lemsg,a udre 

6' wl=re j¾K - Font color        lsÍu - Change case 

7' tfl,a, - Alignments    16' wl=f¾ m%udKh j¾Okh - Grow font 

8' fma<s mr;rh - Line spacing   17' wl=re j¾.fha m%udKh - Font Size 

9' w÷re lsÍu - Shading    18' wl=re j¾.h - Font Name 

10' fndavrh - Border 

3' blauka m%fõY fuj,ï ;Srej (Quick Access Tool Bar) iEu úgu ßnkhg by<ska ia:dk.; 
lr we;s blauka m%fõY fuj,ï ;Srej  ßnkhg háka fyda ia:dk .; lsÍug yelshdj we;' kj 

f,aLkhla ,nd .ekSu" f,aLkh iq/lSu (Save) fyda újD; lsÍu" f,dma lsÍu (Undo), w¨ma lsÍu 

(Redo) wdoS b;d blakska bgq lr .; hq;= úêúOdkj,ska iukaú; fuu blauka m%fõY fuj,ï 
;Srej mßYS,lhdf.a wjYH;djhg wkqj fjkia lr .; yels h'  

 

 

 

 

         blauka m%fõY ;Srej (Quick Access Tool Bar) 

4' ixjdo fldgq mqrkakd (Dialogue Box Launcher) ßnkfha we;s iuyr ldKavj, fmkakqï 
lrkq ,nk fuj,ïj,g wu;r j fjk;a fuj,ï we;s nj fmkakqï lrkafka ixjdo fldgq 
mqrkakd u.sks' lKavdhï kduhg ol=Kq miska Èiafjk B;,h u; la,sla lsÍu u.ska wod< ixjdo 

fldgqj újD; lr .; yels h' ixjdo fldgq (Dialogue Box) újD; lr .ekSfuka ßnkfha 
Èiafjk fuj,ïj,g wu;rj fjk;a fuj,ï fndfydauhla f,aLk ilia lsÍfï § fhdod .; 
yels h' 

 

   (Font) ldKavfha we;s ixjdo fldgq mqrkakd  

   la,sla lsÍfuka újD; jk wl=re j¾.  

   ixjdo fldgqj 

 

wl=re j¾. ixjdo fldgqj 
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5' ;;a;aj ;Srej (Status Bar) – Microsoft Word ljq¿fjys jïmi my,ska msysgd we;' fuh 
f,aLkfha msgq .Kk" jpk .Kk" fhdod.kq ,nk NdIdj" oel=ï fnd;a;ï o wdÈh n,d .ekSug 
o f,aLkfha ir, fjkialula lsÍug o fhdod .kq ,nhs'  

 

;;a;aj ;Srej 

6' frda,a lsÍfï ;Srej (Scroll Bar) - f,aLkfha by<g my<g .uka lsÍu i|yd fhdod .kq ,nhs'  

7' hqyquq lsÍu (Zoom) - hqyquq lsÍu (Zoom) u.ska ;srfha oiqka Èiajk f¾Ldfjka m%udKh wvq jeä 
l< yels h' fuys § f,aLkhg lsisÿ fjkila fkdjk w;r h;=re ,shkh lrkakdf.a leue;a;g 
wkqj fjkia l< yels h' hqqyquq lsÍu fidaÿm;a mßlaId lsÍfï § f,aLkfha ksudj n,d .ekSug  
fhdod .efka'  

 

 

 

fuys úia;r lr fkdue;s fuj,ï oek .ekSu i|yd uQisl o¾Ylh (Mouse Pointer) tu fuj,u 

u;g f.k hñka fuj,ï bÕsh (Tool Tip) m%fhdackhg .kak'  

 

1. Font (Ctrl + Shift + F) wl=re yev;,h   13. Strikethrough ueÈka brla we£u 
2. Font Zize (Ctrl + Shift + P) wl=rej, m%udKh   14. Subscript (Ctrl + =) hgl=re lsÍu 
3. Grow Font (Ctrl + <)  wl=rej, m%udKh jeä 

lsÍu Shrink Font (Ctrl + <) wl=rej, 
m%udKh jeä lsÍu 

  15. Superscript (Ctrl + Shift ++) Wvql=re lsÍu 

4. Clear Formatting yeviõ bj;a lsÍu   16. Change case wl=re wdldrh fjkia lsÍu 
5. Bullet List nq,Ü tla lsÍu   17. Text Highlighting color mdg Woa§ml j¾K 
6. Numbering wxl ,ehsia;=jla tla lsÍu   18. Font color wl=rej, j¾Kh fjkia lsÍu 
7. Multylevel list úúO uÜgïj, ,ehsia;= tla 

lsÍu   19. Left Align (Ctrl + L) jug tfl,s lsÍu 

8. Decrease Indent wkqfþokh wvq lsÍu   20. Center (Ctrl + E) ueog tfl,s lsÍu 
9. Increase Indent wkqfþokh jeäq lsÍu   21. Right Align (Ctrl + R) ol=Kg tfl,s lsÍu 
10. Bold (Ctrl + B) ;o meye lsÍu   22. Justify (Ctrl + J) fofl<jr u tfl,s lsÍu 

11. Italic (Ctrl + I) we, lsÍu   23. Line and paragraph spacing fma,s iy fþo 
w;r bv 

12. Underline (Ctrl + U) háka brla we§u   24. Text Effects mdG ú,di 

   25. Change Style wl=rej, iajrEmh fjkia 
lsÍu 
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1. uq,a msgq ks¾udKh Cover Page   14. msgq ,l=Kqlrkh Book Mark 
2. ysia msgqjla ,nd .ekSu Blank Page   15. újrK fh§u Comment 
3. msgq ì¢kh Page Break   16. YS¾Ilh tla lsÍu Header 
4. j.=jla tla lsÍu Insert a Table   17. mdolh tla lsÍu Footer 
5. mska;+r tla lsÍu Insert Pictures   18. msgq wxlkh Page Number 
6. ine¢ mska;+r tla lsÍu Online Pictures   19. Text Box tla lsÍu 

7. Shapes tla lsÍu   20. Quick Parts tla lsÍu 

8. Smart Art tla lsÍu 

(List,Process,Hierarchy,Cycle,Pyramids, 
Matrix, Relationships) 

  21. Word Art tla lsÍu 

9. m%ia:dr tla lsÍu Insert Charts   22. Drop Cap tla lsÍu 

10. ;srh msgm;a lsÍu Screen Shot   23. Date and Timefh§u 

11. jevigyka tla lsÍu Insert an App   24. Object tla lsÍu 

12. ine¢ ùäfhda tla lsÍu Online Video   25. Signature line fh§u 

13. wê ine¢ tla lsÍu Hyper Link   26. Education fh§u 
   27. Symbols fh§u 
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 kj f,aLkhla ks¾udKh lsÍu  

File New hk úOdk Ndú;d lsÍfuka kj f,aLkhla f,aLkhla ks¾udKh l< yels h'  

 msgq ieliqu Page Setup 

,smshl msgq ieliqfuys uQ,sl wdldr ;=kla we;' tkï" msgqfõ m%udKh Page Size, msgq iSud 

Margin iy ÈYdk;sh Orientation h. fuu ish¨u úl,am i|yd Page Layout Ndú;d l< yels 
h'  

 msgqfõ m%udKh Page Size  

idudkHfhka iEu joka ieliqï uDÿldx.h u uqøs; lvodisfha m%udKh f;dard .ekSfï 
myiqlu o i,id we;' 

cd;Hka;r iïu;hkag wkqj ilia lrkq ,enQ uqøs; lvodis m%udKhka  

A3 (297x420mm) , A4 (297x420mm) , 

A5 (297x420mm) , B4 (297x420mm) , 

B5 (297x420mm) , Letter (297x420mm) , 

            Legal , Executive (297x420mm)  

hkd§ jYfhka f;dard .; yels w;r tfia uQ,slj ,nd § we;s msgq m%udKhkag wu;rj 
mßYS,lhdg wjYH m%udKhg msgq ilia lr .ekSfï yelshdjka o i,id we;'  

msgqfõ m%udKh ilia lsÍug wjYH ish¨u úl,am page layout ßnkfha we;'  

 ,sms ;ekam;a lsÍu Saving Document 

,sms f.dkq ;ekam;a lsÍu (save) ,smshla ;ekam;a lsÍfï § my; lreKq ms<sn|j i,ld ne,sh 
hq;= h'  

1. f.dkq ku File Name 
2. ;ekam;a lrkq ,nk ia:dkh Save in  
3. ;ekam;a lrkq ,nk wdldrh $ m%rEmh tA  Save as Type  

 

 Save iy Save as hk úl,am fol ,smshla ;ekam;a lsÍug Ndú;d flf¾' ,smshla uq,ajrg 

;ekam;a lsÍfï § Save iy  Save as úl,am fol w;r lsisÿ fjkila fkdue;' tys§ 
f.dkqj i|yd iqÿiq kula" ia:dkhla iy m%rEmhla ,nd Èh hq;= h'  
 

 Save as úl,amh ;ekam;a l< ,smskfha ku" ia:dkh iy m%rEmh hk ixrplj,ska tlla 
fyda lsysmhla fyda ish,a, fjkia lsÍu u.ska w¨;a ,smshla f,i ;ekam;a fõ'  

 

 CTRL + S (Save) fyda File fukqfjka o Save úl,amh ,nd.; yels h'  
 

 CTRL + Shift + S fyda F12 fyda File fukqfjka o (Save As) úl,amh ,nd.; yels h'  
 

 jpk fiùu Find iy fjk;a jpk tA i|yd m%;sia:dmkh (Replace) lsÍfï myiqlu  

mdG fiùu i|yd Home ßnkfha jQ Find whslkh fyda CTRL + F h;=re mqjre fláu`. o 

mdG fidhd m%;sia:dmkh lsÍug Home ßnkfha jQ Replace whslkh fyda CTRL + H h;=re 
mqjre flá u`. Ndú;d l< yels h'  
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 nq,g $ wxlk ,ehsia;= tla lsÍu Inserting Bullet / Number List  

Home ßnkfha Paragraph fldavfha jQ Bullets , Numbering , Multilevel List hk whslh fhdod 
.ekSug wjia:dj we;'  

 nyq uÜgï ,ehsia;= i|yd Multilevel whslkh la,sla l< hq;= h'  
 

 idudkHfhka nq,Ü wxlk ,ehsia;=j, oS § Tab h;=r ;o l< úg B<Õ nq,g$wxlk uÜgu 

f.k hk w;r Shift + Tab ;o l< úg fmr uÜgug meñfKhs' 
 

 nq,g$wxlk ,ehsia;=j il%sh lr m<uq whs;u ghsma lr Enter h;=r ;o lrk úg iajhxl%Shju 
B<Õ nq,g$wxlkh ,efnkq we;' 

 

 nq,g$wxlk tlaùu keje;aùug kej; jrla nq,g$wxlk whslkh la,sla l< hq;= h' 
 

 wlaIr úkHdih yd jHdlrK fodaI mÍlaIdjfõ §" 

Reviwe  ßnkfha jQ Spelling & Grammer whslkh fyda F7 fláux h;=r Ndú;d l< hq;= 
h'  

Word 2007 / 2010 ysoS Yío ksêh myiqlu Ndú;d lsÍug Reviwe  ßnkfha jQ Thesaurus 
whslkh u; la,sla lsÍu fyda Shift + F7 h;=re mqjre fláu`. o Ndú;d l< yels h'  

fuys § Research ljq¿j olakg ,efí' wod, jpk tys we;=<;a fldg Bg iudk jpk 
fidhd .; yels h'  

,smshla uqøKh lsÍug File  Print fukq f;aÍu fyda fláu`. Ndú;d l< yels h'  
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 mdG ixialrKh lsÍu (Editing Text)  

mdG ixialrKfha § h;=re mqjrej iy uQislh Ndú;fhka úúO jQ l%shdldrlï isÿ l< yels 
h' tjeks h;=re lsysmhl úia;r my; oelafõ'  
 

h;=r ld¾hh 
Caps Lock uyl=re iy l=vdl=re w;r udre ùug  

Backspace l¾irhg jï miska msysá wKq ,l=Kq uld oeóug  

Del/delete l¾irhg ol=Kq miska msysá wKq ,l=Kq uld oeóug  

Insert wl=re tla lsÍug yd Wäka ,sùfï wjia:d w;r udre ùug  

Home fma<shl wdrïNh fj; .uka lsÍug  

End fma<shl wjidkh fj; .uka lsÍug  

Page Up msgqjla bÈßhg .uka lsÍug  

Page Down msgqjla wdmiaig .uka lsÍug  

 tla ia:dkhla bÈßhg hdug  

 tla ia:dkhla wdmiaig hdug  
 
 fma<shla Wvg hdug  

 
 

fma<shla my<g hdug  

Ctrl +  jpkhl w.g hdug  

Ctrl + jpkhl uq,g hdug  

Ctrl + Home ,smsfha wdrïNhg hdug 

Ctrl + End ,smsfha wjidkhg hdug 

Ctrl + A ,smsfha jQ ish¨ foa f;dard .ekSug  

Shift + Home  wod< ia:dkfha isg fma<sfha wdrïNh olajd jQ mdG f;aÍug  

Shift + End wod< ia:dkfha isg fma<sfha wjidkh olajd jQ mdG f;aÍug  

Shift + Page Up wod< ia:dkfha isg msgqfõ wdrïNh olajd jQ mdG f;aÍug  

Shift + Page Down wod< ia:dkfha isg msgqfõ wjidkh olajd jQ mdG f;aÍug  

Shift +  wod< ia:dkfha isg bÈßhg wjYH ia:dkhla olajd jQ mdG 
f;aÍug  

Shift +  wod< ia:dkfha isg wdmiaig wjYH ia:dkhla olajd jQ mdG 
f;aÍug  

Ctrl + jï uQislh la,sla 
lrñka uQislh weof.k 
hdu  

,smsfha ´kEu ia:dkhl we;s mdG wkqms<sfj,lska f;drj 
f;dard .ekSug  

jï uQislh la,sla lrñka 
uQislh weof.k hdu  

f;dard .ekSug wjYH fldgfia wdrïNfha isg wjidkh olajd 
jQ mdG f;aÍug  

jpkhla u; oaú;aj la,sla 
lsÍu  

jpkhla f;dard .ekSug 

,smsfha hï ia:dkhla u; 
f;jrla la,sla lsÍu  
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 j.= ^Tables& 

f,aLk ilia lsÍfï § iuyr f;dr;=re j.=.; lsÍug isÿ fõ' ta i|yd l%uj;a f,i j.=jla ilia 
lr .; hq;= h' Tng wjYH myiqlï joka ieliqï uDÿldx. u.ska imhd § we;' tkï" 

 j.=jg wjYH fma<s (Row) iy ;Sre (Columns) we;=<;a lr .ekSu fyda we| .ekSu' 

 wkjYH fma<s iy ;Sre uld oeóu (Delete Row / Column) 
 wu;r fma<s iy ;Sre we;=<;a lsÍu (Insert Row / Column) 
 j.=fjys fldaI mrdihla ixhqla; fldg tla fldaIhla ,nd .ekSu (Merge Cell) 
 j.=fjys tla fldaIhla" fldaI lsysmhla njg m;a lsÍu (Split Cell) 
 j.=jg mdg fh§u fyda ú,dihla ,nd §u 

 jpk ÈYdk;sh fjkia lsÍu (Changing Text Direction) 

jeks fndfyda myiqlï olakg we;' 

 

 

 

 

 

 

 

 

 

 

 j.=j ks¾udKh lr .ekSu i|yd" 

 

 

 

 

 

 

 

 

 

 j.=j ilia lsÍug m%:ufhka j.=j$fma<s$;Sre$fldgq f;dard .kak' 

 j.=j ;=< fldgq w;r tyd fuyd .uka lsÍu i|yd h;=re mqjrefjys B;," Tab h;=r fyda 
ujqia la,sla fhdod .kak' 

 

Microsoft Word i|yd''' 
 

 Insert→Table fhdod .kak' 

 wjYH m%udKhg fma<s iy ;Sre f;dard .kak'  
fyda 

Insert → Table ys wjYH m%udKhg fma<s iy 
;Sre we;=<;a lrkak' 

 OK la,sla lrkak' 
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ks¾udKh lr .;a j.=j ilia lr .ekSu i|yd''' 

 

 

 

 

 

 

 

 

 

 

 

 

 

 jpk fiùu iy fjk;a jpk ta fjkqjg m%;sia:dmkh lsÍu (Find and Replace) 

Tn úiska ilia lrk ,o f,aLkhl wvx.= jpkhla bj;a lr .ekSug isÿ ù we;ehs is;kak' 
Tnf.a f,aLkh msgq .Kkdjlska hq;= jQjls' jpkh fidhd .ekSu t;rï myiq lghq;a;la fkdfõ' 

fï i|yd fiùfï (Find) myiqlu Tng Ndú; lsÍug yels h' fï i|yd 

 l¾irh f,aLkfha uq,g .kak' 

 

 f,aLkhl wvx.= jpkhla fjkqjg fjk;a jpkhla wdfoaY lsÍu i|yd jpk m%;sia:dmkh 

lsÍu (Replace) myiqlu Ndú; fõ' fï i|yd" 
 
 
 
 
 
 
 

 fiúh hq;= jpkh ,efnk ljq¿fjys Find What ia:dkfha fyda Search for ia:dkfha h;=re 

,shkh lr Replace / Replace All la,sla lrkak' 

Microsoft Word i|yd'''' 

 Home→Editing ldKavfha Replace la,sla lrkak' 
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jpk fiùu yd jpk fjkqjg m%;sia:dmkh 
 

 uqøK fmr oiqk (Print Preview) 

ilia lr ksu lr .;a f,aLkh uqøKh lsÍug fmr th wmg wjYH f,i ilia ù ;sfí o" 
udhsï bv m%udKj;a o" fhdok ,o fndavrh uqøKh fõ o" wdÈ lreKq /ilg úi÷ï ,nd 
.ekSug uqøK fmr oiqk m%fhdackj;a fõ' 
 

 uqøKh lsÍu (Print) 
ksjerÈ j ilia jQ f,aLkh uqøKh lsÍu i|yd fuu fuj,u fhdod .efka' fï i|yd" 
 
File → Print f;dard .ekSfuka uqøKh lsÍu ixjdo fldgqj ,efí' 

 

 

 

 

 

 

 

 

 

 

 

Microsoft Office Print 
 

Tn fhdod .kakd joka ieliSfï uDÿldx.hg wkqj újD; jk ixjdo fldgqj wdY%fhka" 

 f,aLkh uqøKh i|yd uqølh f;dard .ekSu (Printer) 
 uqøKh lrKq ,nkafka f;dard .;a tla msgqjla o" msgq lsysmhla o" iïmQ¾K f,aLkh u o 

hkak ;SrKh lsÍu (Current Page, Pages or All) 
 ,nd .kakd msgm;a m%udKh ;SrKh lsÍu (Copies) 

wd§ myiqlï m%fhdackhg .ksñka f,aLkh uqøKh lr .; yels h' 
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ie'hq' mdif,a oS tla tla isiqjd i`oyd fjka fjka jYfhka f,aLk uqøKh lsÍu wmyiq neúka 

Tnf.a f,aLkh ''pdf '' f,aLk È.=jg wkqj iq/lSfuka th uqøKh jk wdldrh Tng ksÍlaIKh 
lr .; yels h' fï i|yd''' 

File → print → Microsoft XPS Document fyda Writer Adobe PDF → Print → f.dkqjg kula 

,nd fokak' → Save 
 

 ;eme,a uqiqj (Mail Merge) 

ks¾udKh lrk ,o wdrdOkd m;la" iqN me;=ï m;la" ,smshla fyda iy;sl m;la lsysm fofkl=g 
,eîu i|yd ilia lsÍug ;eme,a uqiqj Ndú; lrkq ,nhs' fuu l%shdj,sfha § o;a; iuqodh 
uDÿldx.h wdY%s; j ;ekam;a lrk ,o o;a; fyda Tn úiska ;eme,a uqiqj Ndú; lr ks¾udKh lr 
;ekam;a lrk ,o o;a; Wmfhda. lr .; yels h' tmuKla fkdj f,an,a iy ;eme,a m;a i|yd 
,smsk ks¾udKh lr uqøKh lsÍug o yels h' 

fuu mdvñka Tng" 

 o;a; m%Njh$,smsk ,ehsia;=j (Data Source / Address List) ks¾udKh lrk wdldrh iy 
th ;ekam;a lrk wdldrh" 

 o;a; m%Njh wdY%s; kj ,sms" f,an,a iy ;eme,a m;a ks¾udKh lr .kakd wdldrh" 

 uqøKhg fmr ixialrKh l< yels f,aLk ilia lsÍu" ms<sn| j oekqj;a úh yels h' 

;eme,a uqiqj Ndú; lrk wdldrh" 

 uq,ska u Tfí f,aLkh h;=re ,shkh lrkak' 
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Microsoft Word i|yd'''''''''' 

 mshjr 1 ( Mailing má;a; f;darkak' 

 mshjr 2 ( Start Mail Merge → Letter f;darkak' 

   o;a; m%Njh (Data Source) ks¾udKh lsÍu fyda f;dard .ekSu i|yd'''' 

 mshjr 3 ( Select Recipient →Type New List f;darkak' 

 ie'hq' fmr iqrlsk lrk ,o o;a; ,nd .ekSug kï Use Existing list          
f;darkak' 

 mshjr 4 ( New address List ljq¿fõ we;s lafIa;% Customize la,sla lsÍu u.ska  
           f,aLkhg .e<fmk wdldrhg fjkia lrkak' tkï" 

a. Add ^kj lafIa;%hla i|yd& 

b. Delete ^lafIa;%h uldoeóu i|yd& 

c. Rename ^lafIa;%fhys ku fjkia lsÍu i|yd& Wmfhda. lr .kak' 

 mshjr 5 ( fjkialï lr OK la,sla lrkak' 

 mshjr 6 ( wjYH f;dr;=re h;=re,shkh lrkak' fï i|yd" 

a. New Entry ^kj ,smskhla i|yd& 

b. Delete Entry ^,smskhla uld oeóu i|yd& 

c. Find (;ekam;a lr we;s ,smskhla fiùu i|yd& Wmfhda. lr .kak' 

 mshjr 7 ( fjkialï lr OK la,sla lr ;ekam;a lrkak' 

   ,smskh ilia úh hq;= wdldrh ;SrKh lsÍu (Address Block) fuh" 

a. úúO ,smsk ieliqï ^More& 
b. tu ieliqï Tfí ,smsk yd iei£u ^Match Field& i|yd fhdod .; 

yels h' 

 mshjr 8 ( iqÿiq mßÈ fjkialï lr Next fyda OK la,sla lrkak' 

 mshjr 9 ( iqN me;=ï fma<sh ^Greeting Line& tla lsÍu i|yd fuu fuj,u fhdod  
   .kak' 

 mshjr 10 ( iqÿiq mßÈ fjkialï lr Next fyda OK la,sla lrkak' 

    ;eme,a uqiq lafIa;% tl;= lsÍu ^Insert Merge Field& 

    fuu.ska Tfí ,smshg wu;r lafIa;% fhdod .ekSug yelshdjla ,efnkq                         
we;' fï i|yd" 

    l¾irh lafIa;%h wjYH ia:dkfha ;nkak' bka miq" 

 mshjr 11 ( Insert Merge field la,sla lrñka wjYH lafIa;% ,smshg we;=¿ lr .kak' 

    fjka fjka jYfhka ,sms ,nd .ekSu i|yd" 

 mshjr 12 ( Finish & Merge Edit Individual Documents f;dard .kak' 

 mshjr 13 ( ilia lr .;a ,sms iqÿiq f,i iq/lSu fyda uqøKh lr .kak' 
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idrdxYh 
 

 joka ieliSu hkq ,smsf,aLk ilia lr .ekSuhs' 
 

ta i|yd joka ieliqï uDÿldx.hla Ndú; lsÍfï ,smsf,aLk úÑ;%j;a f,i 
yeviajd .ekSug;a ;ekam;a lr ;nd .ekSug;a wjYH jQ úg kej; ,nd .ekSug 
iy uqøKh lr .ekSug;A mq¿jk' 

 joka ieliSfï uDÿldx. j¾. fndfyda we;' bka iuyr uDÿldx. ñ, § .; 

hq;= jqj;a wkA;¾cd,fhka fkdñf,A nd.; ^download& lr mß.Klhg 
m%;sia:dmkh lr .; yels joka ieliqï uDÿldx. we;' 

 

 kj f,aLkhla ilia lsÍfï § jeo.;a lreKq  

 kj f,aLkhla ,nd .ekSu 

 ;ekam;a lsÍfï l%u f,aLkh jid ±óu 

 .nvd l< f.dkqjla kej; újD; lsÍu 
 

 f,aLkhla ks¾udKh lsÍfï § ie,ls,su;a úh hq;= lreKq" 

 f,aLkhla ilia lsÍu - msgq ieliqu 

 f;aÍfï l%u 

 yeviùï - wl=re yeviùu" fþo yeviùu" nq,Ü iy wxlk fhdod .ekSu" 
w÷re lsÍu iy fndav¾ fhdod .ekSu 
 

 f,aLkh úÑ;%j;a lsÍu i`oyd fhdod .; yels wx. iy Ñ;%l" 

 yev;, iy Ñ;%l ks¾udKh lsÍu iy fjkia lsÍu 

 i,l=Kq fhdod .ekSu 

 YS¾Ilh iy mdolh" msgq wxl fh§u 

 ;Sre fjka lsÍu 

 j.= ks¾udKh lsÍu iy fjkia lsÍu 
 

 fidaÿm;a ne,Su u.ska ,nd .; yels jdis iy uqøKh lsÍu" 

 wlaIr úkHdih iy jHdlrK fodaI fiùu iy ksjerÈ lsÍu 

 Yío ksêh Ndú; lsÍu 

 jpk fiùu iy fjk;a jpk ta fjkqjg m%;sia:dmkh lsÍu 
 

 ;eme,a uqiqj" 

;eme,a uqiqj Ndú; lsÍfuka m%Odk f,aLkhla fhdod .ksñka ,sms ks¾udKh lr 
.; yels h' ta i`oyd o;a; m%Njh ks¾udKh lsÍu" ;eme,a uqiq lafIa;% tl;= 
lsÍu f,aLk uqøKh ioyd fhduq lsrSu l< yels h' 


