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A{mns£qs ry£mnís ®ªs[L`i 
 
 INRP NSLSùÌÁ¸R¶V ¬sLRi*x¤¦¦¦ßáNRPV @ª«sxqsLRiª«sV¹¸¶[Vù ry£mnís ®ªs[LýRiV ÍÜ[gRi²R¶ Fs©¯[õ ª«s¿yèLiVV. J BLRiª«s¹¸¶[VùÎýÏÁ 
®ªs©«sNTPä ®ªs×ýÁ ¿RÁW}qsò ²y£qs AxmslLi[ÉÓÁLig`i zqsxqísLi ÍÜ[ xms¬s Â¿Á[}qs ª«sLï̀i ríyL`i, ÍÜ[ÈÁ£qs 123, ²T¶ÛËÁ[£qs ®ªsVVµR¶ÌÁLiVV©«s−s 
gRiVLRiVòN]ryòLiVV. @LiVV¾»½[ −dsÉÓÁ¬s −s²T¶ −s²T¶ gS úxms®ªs[aRP |msÈíÁÈÁLi ÇÁLjigjiLiµj¶. @LiVV©y ¿yÍØ xqsLiª«s»R½=LSÌÁ FyÈÁV 
− dsÉÓÁ ªy²R¶NRPLi −sxn»æñ»R½LigS ÇÁLjigjiLiµj¶. 
 
 −sLi²][£qs AxmslLi[ÉÓÁLig`i zqsxqísLi ª«s¿yèNRP ª«sL`ïi ríyL`i, ÍÜ[ÈÁ£qs 123, ²T¶ÛËÁ[£qs ÍØgS®©s[ xms¬sÂ¿Á[}qs −s−sµ³R¶ ry£mnís 
®ªs[LýRi xqsª«sVVµy¸R¶W¬sõ NRPÖÁzms \®ªsVúN][ ry£mnís xqsLixqôðs INRP A{mns£qs xqsWÉÞ úxms®ªs[aRP |msÉíÓÁLiµj¶. @®©s[NRP x¤¦¦¦LigRiVÌÁ»][ 
ANRPL<RißáÌÁ»][ ªy²R¶VN][ª«s²y¬sNTP ¿yÌÁ r¢NRPLRiùLigS D©«sõ C A{mns£qs ry£mnís ®ªs[L`i ¿yÌÁ úxmsÇØµR¶LRißá F~LiµR¶ÈÁLi»][ 
A{mns£qs 97, A{mns£qs2000, A{mns£qs xp, A{mns£qs 2003, A{mns£qs 2007 @¬s @®©s[NRP ®ªsL<Ri©ý«sV ª«sVLji¬sõ @µR¶©«sxmso 
r¢NRPLSùÌÁ»][ −s²R¶VµR¶ÌÁ Â¿Á[zqsLiµj¶. 
 
 D»R½òLSÌÁV »R½¸R¶WLRiV Â¿Á[xqsVN][ª«s²y¬sNTP ª«sLï̀i, xmsÉíÓÁNRPÌÁV, úgSxmnsQoÌÁV, ®²¶[ÉØ −sZaýP[xtsQßáNRPV FsZNP=ÍÞ, 
xqsª«sW¿yLS¬sõ @®©s[*ztsQLiÀÁ LSÊÁÈíÁVN][ª«s²y¬sNTP GZNP=£qs, xqsª«sW®ªs[aSÌÁV, NýSxqsV LRiWª«sVVÍýÜ[ úxmsµR¶Lji+Li¿RÁ²y¬sNTP 
xmsª«sL`i FyLiVVLiÉÞ, ®ªsVLiVVÍÞ= xmsLixmsoN][ª«s²y¬sNTP @ª«soÉÞ ÌÁVN`P, ®ªsËÞ }msÒÁÌÁV »R½¸R¶WLRiV Â¿Á[xqsVN][²y¬sNTP úxmnsLiÉÞ }msÇÞ, 
úxms¿RÁVLRißáÌÁNRPV xms¬sN]Â¿Á[è xmsÕýÁxtsQL`i, LiVVÍØ NSLSùÌÁ¸R¶WÌÁÍÜ[ úxms¼½ xms¬sNTP INRP xqsLiÊÁLiµ³j¶»R½ ry£mnís ®ªs[L`i NRPÖÁgji©«s 
A{mns£qs xqsWÉÞ \®ªsVúN][ ry£mnís A{mns£qs. 
 

 3. J|ms©±s A{mns£qs (Open Office) 
 

 FsLi»][ ÅÁLki\®µ¶©«s \®ªsVúN][ ry£mís A{mns£qs NRPV µk¶ÈÁVgS xms¬s Â¿Á[̧ R¶VgRiÌÁ FyùZNP[ÒÁ N][xqsLi úxmsÇÁÌÁV FsLi»][NSÌÁLigS 

FsµR¶VLRiV ¿RÁWryLRiV. xqs©±s \®ªsVúN][ zqsxqísLi ªyLji NRPXztsQ xmnsÖÁ»R½LigS A−sLRi÷é−sLiÀÁ©«s DÀÁ»R½ A{mns£qs xqsWÉÞ J|ms©±s A{mns£qs.  

®©s[²R¶V úxmsxmsLi¿RÁLiÍÜ[ N][ÉýØµj¶ ª«sVLiµj¶ ªy²R¶V»R½V©«sõ LiVW ry£mnís ®ªs[L`i Fs© [̄õ úxms¾»½[ùNRP»R½ÌÁ©«sV xqsLi»R½LjiLi¿RÁVNRPVLiµj¶. 

 

1. xmspLjiògS DÀÁ»R½Li iM C ry£mnís ®ªs[L`i  http://download.openoffice.org @®©s[ ®ªsËÞ \|qsÉÞ ©«sVLi²T¶ xmspLjiògS 

DÀÁ»R½LigS ²_©±s ÍÜ[²`¶ Â¿Á[xqsVN][ª«s¿RÁVè. FsÍØLiÉÓÁ \ÛÍÁ|qs©±s= {mnsÇÁÙ Fsª«sLjiNUP Â¿ÁÖýÁLi¿RÁ©«sNRPäLRiÛÍÁ[µR¶V. ª«sùQQNTPògRi»R½,  

NSLSùÌÁ¸R¶V B»R½LRi @ª«sxqsLSÌÁN]LRiNRPV }qs*¿RÁègS ªy²R¶VN][ª«s¿RÁVè. 

 

2. Jxms©±s r¡L`i= iM µk¶¬s NS{msÌÁ©«sV B»R½LRiVÌÁNRPV xmsLizmsßÔá Â¿Á[¸R¶Vª«s¿RÁVè. ry£mnís ®ªs[L`i ÍÜ[ ª«sWLRiVöÌÁV Â¿Á[xqsVN][ª«s¿RÁVè.  

úxmsxmsLi¿RÁ ªyùxmsò Jxms©±s r¡L`i= xqsª«sVVµy¸R¶W¬sNTP xqsÌÁ¥¦¦¦ÌÁV xmsLixms ª«s¿RÁVè. 

 

3. úNS£qs FýyÉÞ FnyLRiª±sV= iM @®©s[NRP LRiNSÌÁLiVV©«s ¥¦¦¦L`ïi ®ªs[L`i ª«sVLji¸R¶VV AxmslLi[ÉÓÁLig`i zqsxqísLi \ÛÍÁ©«s \®ªsVúN][ ry£mnís 

−sLi²][£qs, ª«sWN`P, \ÛÍÁ©«sN`P=, xqs©±s r¡ÍØLji£qs ÌÁ −dsVµR¶ xms¬sÂ¿Á[xqsVòLiµj¶. 

 

4. ÊÁx¤¦¦¦§Ë³Øuy xqsF¡L`íi iM @®©s[NRP Ë³ØxtsQÌÁ©«sV xqsF¡L`íi Â¿Á[xqsVòLiµj¶. xqsVª«sWLRiV 40 Ë³ØxtsQÌÁ ²T¶ORPQ©«sLjiÌÁV, |qsöÖýÁLigRiVÌÁV 

®ªsVVµR¶ÌÁLiVV©«s r¢NRPLSùÌÁV NRPÖÁgji ª«soLiµj¶. 
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µR¶XaRPù xmsLRiLigS, ª«sùª«s¥¦¦¦LRi xmsLRiLigS \®ªsVúN][ ry£mnís A{mnsxqsV©«sV F¡ÖÁ¸R¶VVLi®²¶[ LiVW ry£mnís ®ªs[L`i ÍÜ[ ®©s[LRiVgS PDF 

ª«sWLRiVèNRPV®©s[ @ª«sNSaRPLi, Draw @®©s[  Vector Graphics ry£mnís  ®ªs[L`i ÍØLiÉÓÁ−s @µR¶©«sxmso ANRPL<RißáÌÁV.  

 

\®ªsVúN][ ry£mnís A{mns£qs gRiÌÁ −s−sµ³R¶ @LiaSÌÁ»][ F¡ÖÁNRPÌÁV  

 

Function OOo MSO 
Word Processor Writer Word 
Spreadsheet Calc Excel 
Presentation Graphics Impress PowerPoint 
Database Base Access 
Vector Graphics Draw No 
 

 

BNRP −sª«sLSÍýÜ[NTP. 

 

3.1. J|ms©±s A{mns£qs \lLiÈÁL`i 
 

J|ms-©±s A{mns£qs ÍÜ[[¬sNTP úxms®ªs[bPLi¿RÁ²y¬sNTP −sLi²][£qs ÍÜ[¬s START −dsVµR¶ NýTPN`P Â¿Á[zqs, »R½µy*LS GLRiö²T¶©«s úF¡úgSª±sV= 

(PROGRAMS) ©«sVLi²T¶ openoffice.org. −dsVµR¶ NRPLRi=L̀i  DLiÀÁ©«s¿][ ª«sVL]NRP ÖÁ£qís NRP¬szmsxqsVòLiµj¶.  

@LiµR¶VÍÜ[ J|ms©±s ²yNRPVù®ªsVLiÉÞ −dsVµR¶ NýTPN`P Â¿Á[zqs ª«sV©«sNRPV NSª«sÌÁzqs©«s ²yNRPVù®ªsVLiÉÞ ¾»½LRiª«s ª«s¿RÁVè©«sV. N]»R½ò 

²yNRPVù®ªsVLiÉÞ ¾»½LRiªyÌÁLiÛÉÁ[ ©«sWù ÛÉÁLi}mýsÉÞ µy*LS ¾»½LRiªyÖÁ.  
 
ª«sV©«sNRPV NSª«sÖÁ=©«s xqsª«sW¿yLRiLi N][xqsLi ¾»½LRi−dsVµR¶ HNS©ý«sV ª«soLiÉØLiVV. ªyÉÓÁ−dsVµR¶¶ NýTPN`P Â¿Á[}qsò ¿yÌÁV. ¿yÍØ 

¾»½[ÖÁNRPgS \|mnsÎÏÁ§þ, ²yNRPVù®ªsVLiÉÞ=, úF¡úgSª±sVÌÁV ª«sV©«s NRPÎÏÁþª«sVVLiµR¶V ª«soLiÉØLiVV.  

 

3.1.1. J|ms©±s ²yNRPVù ®ªsVLiÉÞ  ¾»½LRiÍÜ[¬s −sË³ØgSÌÁV 
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1.\ÛÉÁÉÓÁÍÞ ËØL`i iM ¸R¶VLi.Fs£qs. A{mns£qs ¾»½LRiÍÜ[ @¬sõÉÓÁNRP©yõ \|msË³ØgRiLiÍÜ D©«sõ ª«sLRiVxqs©«sV \ÛÉÁÉÓÁÍÞ ËØL`i @LiÉØLRiV. 

BLiµR¶VÍÜ[ ª«sV©«sLi G @zmýsZNP[xtsQ©±s Dxms¹¸¶WgjiLi¿RÁVNRPVLiÈÁV©yõ®ªsW A @zmýsZNP[xtsQ©±s }msLRiV¬s xqsWÀÁxqsVòLiµj¶. µy¬s 

úxmsNRPä®©s[ úxmsxqsVò»R½Li ª«sV©«sLi xms¬s Â¿Á[xqsVò©«sõ ²yNRPVù®ªsVLiÉÞ ÛÍÁ[µy \|mnsÌÁV }msLRiV¬s xqsWÀÁxqsVòLiµj¶. @®µ¶[ ª«sLRixqsÍÜ[ NRPV²T¶ 

Ë³ØgRiLiÍÜ[ D©«sõ ª«sVW²R¶V ÀÁ©«sõ ÊÁÈÁ©±s= 1. −sV¬s\®ªsVÇÞ ÊÁÈÁ©±s (Minimize button), lLiLi²R¶ª«sµj¶ Lkirí¡L`i ÊÁÈÁ©±s 

(Restore button), ª«sVW²R¶ª«sµj¶ Ný][ÇÞ ÊÁÈÁ©±s (Close button). 
 

2. ®ªsV©«sW ËØL`i (Menu Bar) - −sLi²][£qs NRPÖÁöLiÀÁ©«s xqsµR¶VFy Ŗ¶WÌÁÍÜ[ Bµj¶ INRPÉÓÁ. BLiµR¶VÍÜ[ 

Dxms¹¸¶WgjiLi¿RÁVN][gRiÖÁgji©«s −sË³ØgSÌÁ }msLýRiV @²ïR¶V ª«sLRiVxqsÍÜ[ ª«sVVúµj¶Li¿RÁÊÁ²T¶ DLiÉØLiVV.  

 

3. ríyLi²R¶L`ïi ÈÁWÍÞ ËØL`i c BLiµR¶VÍÜ[ ÀÁ©«sõ ÀÁ©«sõ ËÜª«sVøÌÁ xqs¥¦¦¦¸R¶VLi»][ A A®µ¶[aSÌÁ xms¬s Â¿Á[}qs xmsµôðR¶¼½¬s 

¾»½ÖÁ¸R¶VÛÇÁ[ryòLiVV. −dsÉÓÁ¬s HNS©±s= (Icons) @LiÉØLRiV. 

 
4. FnyLSøÉÓÁLig`i ÈÁWÍÞ ËØL`i c (Formatting Toolbar) - C ÈÁWÍÞ ËØL`i ÍÜ[¬s HNS©±s= µy*LS ª«sV©«s ¹¸¶VVNRPä 

xqsª«sW¿yLS¬sõ ª«sV©«sNRPV @©«sVgRiVßáLigS ª«sWLRiVèN][ª«s¿RÁVè. @LiÛÉÁ[ AORPQLSÌÁ \|qsÇÁÙ¬s |msLi¿RÁVN][ªyÌÁ©yõ, 

»R½gæjiLi¿RÁVN][ªyÌÁ©yõ ÛÍÁ[µy @ORPQLSÌÁ ª«sVVúµR¶ßáÍÜ[ úxms¾»½[ùNRP»R½ F~LiµyÌÁ©yõ, xqsª«sW¿yLRiLi @LRiª«sVLjiNRP¬s G\®µ¶©y 

úxms¾»½[ùNRPLigS @ª«sVLRiVèN][ª«sÌÁ©yõ µk¶¬sµy*LS ª«sV©«sLi A @ª«sxqsLSÌÁ©«sV F~Li®µ¶[ @ª«sNSaRPLi NRPÌÁVgRiV»R½VLiµj¶. 

  

5 LRiWÌÁL`i c Ruler - Bµj¶ ª«sV©«s ²yNRPVù®ªsVLiÉÞ ¹¸¶VVNRPä @Li¿RÁVÌÁ \|qsÇÁÙ¬s |msLi¿RÁVN][ª«s²y¬sNTP ÛÍÁ[NRP 

»R½gæjiLi¿RÁVN][ª«sÉØ¬sNTP xqs¥¦¦¦¸R¶Vxms²R¶V»R½VLiµj¶. µk¶¬s¬s ryµ³yLRißáLigS |qsLiÉÔÁ −dsVÈÁL`i= »][ N]ÌÁVryòLRiV. 
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6. r¡äQûÍÞ ÈÁWÍÞ=  Scroll Tolls - µk¶¬s µy*LS ª«sV©«sNRPV ²yNRPVù®ªsVLiÉÞ {qsäQû©±s ÍÜ[¬s G úxms®µ¶[aS¬sNTP 

»R½LRiÖÁLi¿yÌÁ©yõ ryµ³R¶ùxms²R¶V»R½VLiµj¶. BLiµR¶VÍÜ[  Scroll bar, Previsous page, next page 
ª«sVVÅÁùQ\®ªsV©«s−s. 

 

 7.}qísÈÁ£qs ËØL`i c Status bar - Bµj¶ ¾»½LRiÍÜ[¬s ÀÁª«sLji ª«sLRiVxqs. BLiµR¶VÍÜ[ úxmsxqsVò»R½ xmsoÈÁ (Current page), 
Fs©«sõª«s }msÒÁÍÜ[ ª«so©yõ¹¸¶W, G\ÛÍÁ©±s ª«sVLji¸R¶VV GNSÌÁª±sV ÍÜ[ ª«sV©«sLi ª«so©yõ®ªsW ¾»½ÌÁVxqsVN][ª«s¿RÁVè. 

 

8. NRPLRi=L`i iM Bµj¶ ÀÁ©«sõ ËØßáLi gRiVLRiVòÍØ  {qsäQû©±s −dsVµR¶ NRPµR¶VÌÁV»R½W DLiÈÁVLiµj¶. C NRPLRi=L̀i FsNRPä²R¶ DLiÀÁ 

ª«sV©«sLi \ÛÉÁxmso Â¿Á[}qsò @NRPä²R¶ ©«sVLiÀÁ xqsª«sW¿yLS¬sõ, ËÜª«sVøÌÁ©«sV ª«sV©«sLi ¾»½LRi−dsVµR¶ \ÛÉÁ£ms Â¿Á[xqsVN][ª«s¿RÁVè. 

 

9.  \®ªsV©±s ÈÁWÍÞ ËØL`: -BLiµR¶V-ÍÜ[ B©±s-xqs-L`íi ÛÉÁ[ÊÁV-ÍÞ, B©±s-xqs-L`íi AÛËêÁ-N`íP, |qsöÍÞ Â¿ÁN`P ®ªsVVµR¶-ÌágRiV HNS-©ý«sVLi-ÉØLiVV. 

 -- 

3.1.2. File Menu 
 

 / New - ²yNRPVù®ªsVLiÉÞ©«sV xqsXztísQLi¿RÁVÈÁ c Creating a New Document 
 

 

 

ª«sV©«sLi N]»R½ògS G\®µ¶©y ²yNRPVù®ªsVLiÉÞ©«sV xqsXztísQLi¿RÁVN][ª«s²R¶Li N][xqsLi C xmsµôðR¶-»R½V-ÌÁV-©yõ-LiVV. 

 

1. HNS©±s¬s NýTPN`P Â¿Á[}qsò xqsLji-F¡»R½VLiµj¶.  

2. ª«sV©«sLi N]»R½ògS G\®µ¶©y ²yNRPVù®ªsVLiÉÞ ©«sV xqsXztísQLi¿RÁVN][ª«s²R¶Li N][xqsLi C HNS©±s ©«sV Dxms¹¸¶WgjiLi¿RÁVNRPVLiÉØLi. 

µy¬sN][xqsLi  ª«sV©«sLi \|mnsÌÁV¬s ¾»½LRiÀÁ @LiµR¶VÍÜ[¬s 1. NEW µR¶gæRiLRi  ª«s°£qs ¬s NýTPN`P Â¿Á[}qsò xqsLji. File ÍÜ[¬s New 

A®µ¶[aS¬sõ Fs©«sVõN][ª«s²R¶Li ª«sÌýÁ NRPW²y ryµ³R¶ù xms²R¶V»R½VLiµj¶. (File-------- New--Master document ) 
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−dsVLRiV G\®µ¶©y NUPs ©¯NRPägS®©s[ xqsLiÊÁLiµ³j¶»R½ @ORPQLRiLi NRPLixmspùÈÁL`i ¾»½LRi−dsVµR¶ xms²R¶V»R½VLiµj¶. ²yNRPVù®ªsVLiÉýÜ[ 

xqsª«sW¿yLS¬sõ \ÛÉÁxmso Â¿Á[xqsVò©«sõxmsöV²R¶V ÀÁª«sLjiNTP (LINE) LSgS®©s[ FsLiÈÁL`i (ENTER) ©¯NRPäª«sÌÁzqs©«s xms¬sÛÍÁ[µR¶V. 

FsLiµR¶VNRPLiÛÉÁ[ J|ms©±sAzmns£qsAL`æi ²yNRPVù®ªsVLiÉÞ »R½©«sNRPV »y©«sVgS A ª«sLRixqs ¬sLi²R¶gS®©s[ −sVgjiÖÁ©«s xqsª«sW¿yLS¬sõ úNTPLiµj¶ 

ª«sLRixqsNRPV xmsLizmsLiÀÁ®ªs[xqsVòLiµj¶.  µk¶¬s¬s ª«sL`ïi LS£ms (word wrap) @LiÉØLRiV. −dsVLRiV FsLiÈÁL`i NUP ¬s FsxmsöV²R¶V 

©¯NSäÌÁLiÛÉÁ[ ZNP[ª«sÌÁLi INRPä }msLSúgS£mnsÍÜ[ xqsª«sW¿yLRiLi xmspLRiòLiVVù, ª«sVL]NRP }msLSúgS£mnsÍÜ[NTP 

®ªsÎØþÌÁ©«sVNRPV©«sõxmsöV²R¶V ª«sWú»R½®ªs[V. −dsVLRiV ²yNRPVù®ªsVLiÉÞ©«sV \ÛÉÁ£ms Â¿Á[xqsVò©«sõxmsöV²R¶V xmsµy¬sNTP, xmsµy¬sNTP ª«sVµ³R¶ù 

@Li»R½LRiLi (gS£ms) NSª«sÖÁ=ª«sÀÁè©«sxmsöV²R¶V Space Bar ¬s ©¯NRPäLi²T¶. @ÍØlgi[ }msLS©«sV ª«sVµ³R¶ùÍÜ[ ®ªsVVµR¶ÌÁV 

|msÉíÓÁ©«sxmsöV²R¶V TAB NUP ¬s Dxms¹¸¶WgjiLi¿yÖÁ. 

 

 

Open - BLi»R½NRPV ª«sVVLi®µ¶[ D©«sõ ²yNRPVù®ªsVLiÉÞ¬s ÛÍÁ[µy \|mnsÌÁV¬s ¾»½LjiÀÁ ¿RÁW¿RÁVÈ  ²yNRPVù®ªsVLiÉÞ¬s ÛÍÁ[µy 

INRP \|mnsÍÞ©«sV ¾»½LjiÀÁ ¿RÁW²R¶²y¬sNTP 1. HNS©±s −dsVµR¶ NýTPǸP Â¿Á[¸R¶V²R¶Li, 2.ctrl+O, 3.File ÍÜ[¬s open 
A®µ¶[aS¬sõ Dxms¹¸¶WgjiLi¿RÁ²R¶Li ª«sÌýÁ ryµ³R¶ùxms²R¶V»R½VLiµj¶. 

 
GxmsµôðR¶¼½ Dxms¹¸¶WgjiLiÀÁ©y J ¾»½LRi úxms»R½ùQORPQª«sVª«so»R½VLiµj¶. @LiµR¶VÍÜ[ Fs²R¶ª«sV\®ªsxmso©«s \|mnsÎÏÁþ xmsÉíÓÁNRP DLiÈÁVLiµj¶. 

@xmsöV²R¶V NSª«sÖÁ=©«s ²yNRPVù®ªsVLiÉÞ−dsVµR¶ NýTPN`P Â¿Á[zqs, NRPV²T¶Â¿Á[¼½\®ªsxmso©«s D©«sõ Open −dsVµR¶ NýTPN`P Â¿Á[}qsò ª«sV©«sNRPV 

NSª«sÖÁ=©«s ²yNRPVù®ªsVLiÉÞ ª«sV©«sª«sVVLiµR¶V DLiÈÁVLiµj¶. ®©s[LRiVgS \|mnsÌÁV −dsVµR¶ ²R¶ÊÁV-ÍÞ NýTPN`P Â¿Á[zqs©y NRPW²y \|mnsÌÁV 

Open @ª«so»R½VLiµj¶. @LiµR¶VÍÜ[ G ÀÁ©«sõ ª«sWLRiVö-Â¿Á[-zqs©y NRPW²y \|mnsÌÁV ª«sVWzqs-®ªs[-}qs-ÈÁ-xmsöV²R¶V C úNTPLiµj¶       

−sµ³R¶-ª«sVVgS ËØN`P= ª«sxqsVòLiµj¶. −dsVNRPV ª«sWLRiVöÌÁV NSª«s-ÖÁ=-ª«s}qsò ‘yes’−dsVµR¶ NýTPN`P Â¿Á[¸R¶VLi-²T¶. ª«sWLRiVöÌÁV @ª«s-xqsLRiLi  

ÛÍÁ[µR¶-©«sV-NRPVLiÛÉÁ[ ‘no’ −dsVµR¶ NýTPǸP Â¿Á[¸R¶VLi²T¶. 

 

Save  - ²yNRPVù®ªsVLiÉÞ¬s ¬sÌÁVª«s Â¿Á[¸R¶V²R¶Li. INRP ²yNRPVù®ªsVLiÉÞ ¬sÌÁVª«s Â¿Á[̧ R¶V²y¬sNTP 3 xmsµôðR¶-»R½V-ÌÁV-©yõLiVV. 

1. HNS©±s©«sV NýTPN`P Â¿Á[}qsò xqsLjiF¡»R½VLiµj¶. 2. Ctrl+S ©¯NSäÖÁ. 3. File ÍÜ[¬s save A®µ¶[aS¬sõ 

Dxms¹¸¶WgjiLi¿RÁVN][ªyÖÁ. @ÍØÂ¿Á[¸R¶VgS®©s[ INRP \®²¶ÍØg`i ËØN`P= úxms»R½ùQORPQª«sVª«so»R½VLiµj¶. µy¬sÍÜ[ FILE NAME 

úNTPLiµR¶VgS −dsVLRiV ¬sLñRiLiVVLi¿RÁVNRPV©«sõ \|mnsÌÁV }msLRiV \ÛÉÁxmsoÂ¿Á[¸R¶VLi²T¶.  »R½LRiVªy»R½ ËØN`P=ÍÜ[ SAVE @¬s LSzqs D©«sõ 

ÀÁ©«sõ ÊÁÈÁ©±s −dsVµR¶ NýTPN`P Â¿Á[¸R¶VLi²T¶. 
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Print -²yNRPVù®ªsVLiÉÞ¬s ª«sVVúµR¶ßáÍÜ[ F~LiµR¶²y¬sNTP ª«sVW²R¶V xmsµôðR¶-»R½V-ÌÁV-©yõLiVV. 1. ÈÁWÍÞ ËØL`iÍÜ[¬s  

HNS©±s −dsVµR¶ NýTPN`P Â¿Á[¸R¶WÖÁ, 2. Ctrl+P¬s ©¯NSäÖÁ, 3. File ÍÜ[¬s Print @®©s[ A®µ¶[aS¬sõ 

Dxms¹¸¶WgjiLi¿RÁª«s¿RÁVè. 

 

- ²yNRPVù®ªsVLiÉÞ¬s úzmsLiÉÞ Â¿Á[̧ R¶VNRPª«sVVLi®µ¶[ @µj¶ ¾»½LRi−dsVµR¶ FsÍØ ª«sxqsVòLiµ][ ¿RÁW²yÌÁ©«sVNRPVLiÛÉÁ[, 

File ÍÜ[¬s Page Preview ©¯NSäÖÁ. 

 

 

 

 

 

3.1.3. Edit Menu 
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-Cut G\®µ¶©y µR¶ryò®ªs[ÇÁÙÍÜ[¬s N]Li»R½ Ë³ØgS¬sõ »]ÌÁgjiLi¿yÌÁLiÛÉÁ[ gRiVLRiVò|msÈíÁVN]¬s Highlight Â¿Á[zqs©«s 

»R½LRiVªy»R½  C HNS©±s©«sV Dxms¹¸¶WgjiLi¿RÁgS®©s[ @ÍØ gRiVLRiVò|msÉíÓÁ©«s xqsª«sW¿yLS¬sõ NRPLixmspùÈÁL`i »]ÌÁgjiLiÀÁ®ªs[xqsVòLiµj¶.  

Bµj¶ Edit Menu ÍÜ[¬s Cut ª«sVLji¸R¶VV Ctrl+X  µy*LS NRPW²y ryµ³R¶ùxms²R¶V»R½VLiµj¶. 

 

Copy - NSª«sÖÁ=©«s xqsª«sW¿yLS¬sõ NS{ms xqsXztísQLi¿RÁ²y¬sNTP µk¶¬s¬s Dxms¹¸¶WgjiryòLRiV. C HNS©±s Fyú»R½¬s 

Edit ÍÜ[¬s Copy ª«sVLji¸R¶VV Ctrl+C NRPW²R¶ ¬sLRi*QQLjiòryòLiVV. 

 

Paste - @LiÛÉÁ[ ¼½Ljigji @LiÉÓÁLi¿RÁ²R¶Li. µk¶¬s xqs¥¦¦¦¸R¶VLi»][ ª«sV©«sLi BLi»R½NRPV ª«sVVLi®µ¶[ gRiVLRiVò|msÉíÓÁ DLiÀÁ©«s 

xqsª«sW¿yLS¬sõ µR¶ryò®ªs[ÇÁÙÍÜ[ FsNRPä²R¶ NSªyÍÜ[,s @NRPä²R¶ ª«sV©«sLi C xqsª«sW¿yLS¬sõ ¬sLixmsª«s¿RÁVè. C HNS©±s 

Fyú»R½¬s Edit ÍÜ[¬s Copy ª«sVLji¸R¶VV Ctrl+C NRPW²R¶ ¬sLRi*QQLjiòryòLiVV. 

 
Undo - A®µ¶[aSÌÁV ª«sù¼½lLi[NRPLigS xms¬sÂ¿Á[̧ R¶VVÈÁNRPV C HNS©±s Dxms¹¸¶WgRixms²R¶V»R½VLiµj¶. B®µ¶[ HNS©±s Fyú»R½¬s 

Edit ÍÜ[¬s Undo ª«sVLji¸R¶VV Ctrl+Z NRPW²y ¬sLRi*QQLjiòryòLiVV. 

 
Redo - Undo NRPV ª«sù¼½lLi[NRPLigS Bµj¶ xms¬sÂ¿Á[xqsVòLiµj¶. @ÍØlgi[ Edit ÍÜ[¬s Undo ª«sVLji¸R¶VV Alt +Shift 

+ Backspace A®µ¶[aRPLi NRPW²y C HNS©±s ¬sLRi*z¤¦¦¦LiÀÁ©«s −sµ³R¶¬s ¬sLRi*z¤¦¦¦ryòLiVV. 

 
3.1.4. Table Menu 
 

Insert Table - G\®µ¶©y xmsÉíÓÁNRP©«sV ª«sV©«sLi ª«sV©«s xqsª«sW¿yLRiLi NSª«sÌÁzqs©«s ¿][ÈÁVNTP xqsXztísQLi¿RÁVN]¬s 

Dxms¹¸¶WgjiLi¿RÁN][ª«sÉØ¬sNTP C HNS©±s xqs¥¦¦¦¸R¶Vxms²R¶V»R½VLiµj¶. @ÍØlgi[  ÍÜ[¬s Insert ÍÜ[¬s Table \|ms ©¯NTPä©y 

\|ms A®µ¶[aRPLi xms¬sÂ¿Á[xqsVòLiµj¶. 
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ª«sV©«sLi ªyLSò-xms-ú¼½-NRP-ÌÁÍÜ[ ª«sWµj¶-LjigS NSÌÁ-ª±sV=ÍÜ[  \ÛÉÁxmso Â¿Á[¸R¶W-ÌÁLiÛÉÁ[ FnyLSø-ÉÞÍÜ[¬s NSÌÁ-ª±sV©«sV Dxms-¹¸¶W-gjiLi-

¿yÖÁ. C NSÌÁ-ª±sV= ¹¸¶VVNRPä xmsLji-ª«sW-ßá-ª«sVV-ÌÁ©«sV NRPW²y ª«sWLRiVè-N][-ª«s-¿RÁVè.   

 

3.1.5. Windows Menu 
Zoom - ª«sV©«sLi ¾»½LRi−dsVµR¶ ¿RÁWxqsò©«sõ xqsª«sW¿yLRiLi Control xmsLjiª«sWßØ¬sõ @ª«sxqsLRi\®ªsV¾»½[ |msµôR¶µj¶gS 

¿RÁWzmsxqsVòLiµj¶. View ÍÜ[¬s Zoom NRPW²y C HNS©±s Fyú»R½¬s ¬sLRi*z¤¦¦¦xqsVòLiµj¶. 

 

3.1.6. Writer Formatting Toolbar 
 

ª«sV©«sLi \ÛÉÁ£ms Â¿Á[zqs©«s xqsª«sW¿yLRiLi INRP úxms¾»½[ùNRP\®ªsV©«s xmsµôðR¶¼½ÍÜ[ F~LiµyÌÁLiÛÉÁ[ ª«sV©«sLi C HNS©±s¬s 

Dxms¹¸¶WgjiLi¿RÁVNRPVLiÉØLi. @ÍØlgi[ Format ÍÜ[¬s Stylist ª«sVLji Ŗ¶VV F11 NRPW²y C HNS©±s Fyú»R½®©s[ 

¬sLRi*z¤¦¦¦ryòLiVV. 

 

 Font - ª«sV©«sLi @ORPQLSÌÁ¬s ANRPX»R½VÌÁ©«sV G−sµ³R¶LigS N][LRiVNRPVLiÛÉÁ[ A−sµ³R¶LigS ª«sWlLi[ÌÁ C 

HNS©±s ¿RÁLRiù ¼d½xqsVNRPVLiÈÁVLiµj¶. @ÍØlgi[ Format ÍÜ[¬s Font ª«sVLji Ŗ¶VV Ctrl+Shift+F NRPW²y C HNS©±s 

Fyú»R½®©s[ ¬sLRi*z¤¦¦¦ryòLiVV. 

 

Font Size - Bµj¶ @ORPQLSÌÁ ¹¸¶VVNRPä \|qsÇÁÙ¬s ª«sV©«sLi N][LRiVNRPV®©s[ −sµ³R¶LigS |msµôR¶−sgS ÛÍÁ[µy ÀÁ©«sõ−sgS 

ª«sWLRiVxqsVòLiµj¶. @ÍØlgi[ Format ÍÜ[¬s Font ÍÜ[NTP ®ªsÎØþNRP @NRPä²R¶ Size ª«sVLji¸R¶VV Ctrl+Shift+P NRPW²y 

C HNS©±s Fyú»R½®©s[ ¬sLRi*z¤¦¦¦ryòLiVV. 

 

Bold – C HNS©±s µy*LS @ORPQLSÌÁ©«sV ª«sV©«sLi|msµôR¶ \|qsÇÁÙÍÜ[ F~LiµR¶ª«s¿RÁVè. @ÍØlgi[ Format ÍÜ[¬s 

Font, A »R½LRiVªy»R½ FontStyle µR¶gæRiLRi ª«sWLRiVèNRPV®©s[ @ª«sNSaRPLi DLiÈÁVLiµj¶. Ctrl+B  NRPW²y B®µ¶[ Fyú»R½¬s 

¬sLRi*z¤¦¦¦xqsVòLiµj¶. 

Italic -@ORPQLSÌÁV INRP úxmsNRPäNTP ª«sLigjiF¡¹¸¶[V ANRPX¼½ÍÜ[ LSª«s²R¶Li N][xqsLi C HNS©±s Dxms¹¸¶WgjiLi¿RÁª«s¿RÁVè. 

@ÍØlgi[ Format ÍÜ[¬s Font, A»R½LRiVªy»R½ FontStyle µR¶gæRiLRi ª«sWLRiVèNRPV®©s[ @ª«sNSaRPLi DLiÈÁVLiµj¶. Ctrl+I  
NRPW²y B®µ¶[ Fyú»R½¬s ¬sLRi*z¤¦¦¦xqsVòLiµj¶. 

 

 Underline -ª«sV©«sLi FsLi»R½ª«sLRiNRPV ¬slLôi[bPryò®ªsW @Li»R½ª«sLRiNRPV ª«sLRiVxqsgS xmsµyÌÁ úNTPLiµR¶VgS gki»R½gkixqsVòLiµj¶. 

@ÍØlgi[ B®µ¶[ HNS©±s Fyú»R½ Font A »R½LRiVªy»R½ Effects µR¶gæRiLRi F~LiµR¶ª«s¿RÁVè. @ÍØlgi[ Ctrl+U  NRPW²y B®µ¶[ 

Fyú»R½¬s ¬sLRi*z¤¦¦¦xqsVòLiµj¶. 
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Align Left -ª«sV©«s xqsª«sW¿yLS¬sõ xmspLjiògS Fs²R¶ª«sV\®ªsxmso @Li¿RÁV ©«sVLiÀÁ ª«sÂ¿Á[èÍØ ¿RÁWxqsVòLiµj¶. @ÍØlgi[ 

Format ÍÜ[¬s Paragraph  ÍÜ[¬s½ Alignment µy*LS NRPW²y Â¿Á[̧ R¶V-ª«s¿RÁVè. @ÍØlgi[ Ctrl+L  NRPW²y 

B®µ¶[ Fyú»R½¬s ¬sLRi*z¤¦¦¦xqsVòLiµj¶. 

 
Centre - }msLSúgS£mns¬s xqsLjigæS ¾»½LRiª«sVµ³R¶ùÍÜ[NTP ¾»½LRiª«sÉØ¬sNTP C HNS©±s xqs¥¦¦¦ Ŗ¶Vxms²R¶V»R½VLiµj¶. @ÍØlgi[ 

Format ÍÜ[¬s Paragraph ÍÜ[¬s Alighment µy*LS NRPW²y Â¿Á[¸R¶V-ª«s¿RÁVè. @ÍØlgi[ Ctrl+E  NRPW²y B®µ¶[ 

Fyú»R½¬s ¬sLRi*z¤¦¦¦xqsVòLiµj¶. 

 
Alighn Right - }msLSúgS£mns¬s xmspLjiògS NRPV²T¶\®ªsxmso ÇÁLRigRiÉØ¬sNTP C HNS©±s xqs¥¦¦¦¸R¶Vxms²R¶V»R½VLiµj¶. @ÍØlgi[ 

Format ÍÜ[¬s Paragraph ÍÜ[¬s Alignment µy*LS NRPW²y Â¿Á[¸R¶V-ª«s¿RÁVè. @ÍØlgi[ Ctrl+R  NRPW²y B®µ¶[ 

Fyú»R½¬s ¬sLRi*z¤¦¦¦xqsVòLiµj¶. 

 
Justify -}msLSúgS£mns  xmspLjiògS Fs²R¶ª«sV \®ªsxmsoÌÁ @Li¿RÁVÌÁ ª«sVµ³R¶ùgS xqsª«sV»R½VÌÁùLigS DLi®²¶[ÍØ C HNS©±s 

xqs¥¦¦¦¸R¶Vxms²R¶V»R½VLiµj¶. @ÍØlgi[ Format ÍÜ[¬s Paragraph ÍÜ[¬s Alignment µy*LS  NRPW²y BÍØ Â¿Á[̧ R¶V-

ª«s¿RÁVè. @ÍØlgi[ Ctrl+Z  NRPW²y B®µ¶[ Fyú»R½¬s ¬sLRi*z¤¦¦¦xqsVòLiµj¶. 

 

Numbering - ª«sV©«s xqsª«sW¿yLRiLiÍÜ[¬s ª«sLRiVxqsÌÁNRPV, xqsLiÅÁùÌÁ©«sV B®µ¶[ ZNP[ÉØLiVVxqsVòLiµj¶. @−s ¾»½LRi−dsVµR¶ 

NRPW²y NRP©«sÊÁ®²¶[ÍØ A ª«sLRiVxqs ¹¸¶VVNRPä xqsLiÅÁù©«sV ª«sVVúµj¶xqsVòLiµj¶. @ÍØlgi[ C HNS©±s Fyú»R½©«sV Format ÍÜ[¬s 

Numbering µy*LS NRPW²R¶ F~LiµR¶ª«s¿RÁVè. 

 
Bullets - ª«sLRiVxqsÌÁ ª«sVVLiµR¶V ÀÁ©«sõ ÀÁ©«sõ ¿RÁVNRPäÌÁVgS¬s, úxms¾»½[ùNRP xqsLiZNP[»yÌÁV gS¬s Bµj¶ xqsXztísQxqsVòLiµj¶. C 

HNS©±s Fyú»R½©«sV Format ÍÜ[¬s Bulleting µy*LS NRPW²R¶ F~LiµR¶ª«s¿RÁVè. 
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Decrease Indent - ª«sV©«sLi N][LRiVNRPV©«sõ −sµ³R¶LigS INRPróyLiVVÍÜ[ @Li¿RÁV ¹¸¶VVNRPä \|qsÇÁÙ¬s »R½gæjiLiÀÁ 

®ªs[xqsVòLiµj¶.  C HNS©±s Fyú»R½©«sV Format ÍÜ[¬s Paragraph A »R½LRiVªy»R½ Indenting  µy*LS NRPW²R¶ 

F~LiµR¶ª«s¿RÁVè. 

 
Increase Indent - ª«sV©«sLi N][LRiVNRPV©«sõ −sµ³R¶LigS INRPróyLiVVÍÜ[ @Li¿RÁV ¹¸¶VVNRPä \|qsÇÁÙ¬s |msLi¿RÁV»R½VLiµj¶. 

C HNS©±s Fyú»R½©«sV Format ÍÜ[¬s Paragraph A »R½LRiVªy»R½ Indenting  µy*LS NRPW²R¶ F~LiµR¶ª«s¿RÁVè. 

 
Borders Indent - C HNS©±s Toolbar ÍÜ[¬s Border ©«sV xqsWÀÁxqsVòLiµj¶. @ÍØlgi[ HNS©±s Fyú»R½¬s 

Format ÍÜ[¬s Border NRPW²y ¬sLRi*z¤¦¦¦xqsVòLiµj¶. 

Auto Format - C HNS©±s µy*LS NRPLixmspùÈÁL`iÍÜ[ ª«sVVLi®µ¶[ ª«soLi¿RÁÊÁ²T¶©«s xqsª«sW¿yLS¬sõ »R½©«sNRPV 

»y©«sVgS ¼d½xqsVNRPVLiÈÁWF¡»R½VLiµj¶. @ÍØlgi[ Format ÍÜ[¬s Auto Format ª«sVLji¸R¶VV CTRL+F3 NRPW²y 

C HNS©±s Fyú»R½®©s[ ¬sLRi*z¤¦¦¦ryòLiVV. 

 

3.1.7. Tools Menu 
 Spellcheck-  xmsµyÍýÜ[¬s »R½xmsöVÌÁ©«sV xqsLjiÂ¿Á[¸R¶VVÈÁM - ª«sV©«sLi úxmsxqsVò»R½Li xms¬sÂ¿Á[xqsVò©«sõ µR¶ryò®ªs[ÇÁÙÍÜ[¬s 

|qsöÖýÁLig`i »R½xmsöVÌÁ©«sV xqsLjiÂ¿Á[xqsVN][ª«s²y¬sNTP iMain Toolbar ÍÜ[¬s C HNS©±s©«sV Dxms¹¸¶WgjiLi¿RÁVN][ª«s¿RÁVè. 

 

 

 

 

µk¶¬sÍÜ[¬s g]xmsö r¢NRPLRiùLi ª«sV©«sLi \ÛÉÁ£ms Â¿Á[zqs©«s xqsª«sW¿yLRiLiÍÜ[¬s Ë³Øuyµ][uyÌÁ©«sV xqsLjiÂ¿Á[̧ R¶VÈÁ®ªs[V NSNRP 

²yNRPVù®ªsVLiÉÞÍÜ[¬s BLigýkixtsv xmsµyÌÁ |qsöÖýÁLig`iÍÜ[ »R½xmsöVÌÁ©«sV xmsÈíÁVN][ª«s²R¶Li. @Li¾»½[NSµR¶V ²yNRPVù®ªsVLiÉÞÍÜ[ 

ªy²T¶©«s BLigýkixtsv xmsµyÌÁNRPV úxms»yùª«sWõ¸R¶V xmsµyÌÁ©«sV xqsWÀÁLi¿RÁ²R¶Li NRPW²y Bµj¶ Â¿Á[xqsVòLiµj¶. \®ªsV©±sÈÁWÍÞ 

ËØL`iÍÜ[¬s HNS©±s¬s NýTPN`P Â¿Á[}qsò @xmsöV²R¶V ª«sV©«sª«sVVLiµR¶V Spelling and   Grammer @®©s[ \®²¶ÍØg`i ËØN`P= 

úxms»R½ùQORPQª«sVª«so»R½VLiµj¶.  BLiµR¶VÍÜ[ ª«sV©«sNRPV xqsª«sW¿yLRiLiÍÜ[¬s »R½xmsöVÌÁ©«sV xqsWÀÁxqsVòLiµj¶. @ÍØlgi[ A xmsµR¶Li FsÍØ 

DLiÈÁVLiµ][ Dictionary ÍÜ[ ©«sVLiÀÁ ¼d½zqs ¿RÁWzmsxqsVòLiµj¶. @ÍØlgi[ ªyùNRPLRißá µ][uyÌÁ©«sV NRPW²y ª«sV©«sLi 

xqsLjiÂ¿Á[xqsVNRPV®©s[ xqsµR¶VFy¸R¶VLi BLiµR¶VÍÜ[ NRPÌÁµR¶V. 
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 (n»g¼¸ÁbÀW¼çO¼ ¤R»¸²Y¶k¼·)iM ª«sV©«sLi \ÛÉÁ£ms Â¿Á[zqs©«s xmsµyÌÁNRPV úxms»yùª«sWõ¸R¶V xmsµy¬sõ 

(synonyms) xqsWÀÁLi¿RÁ²y¬sNTP µk¶¬s¬s Dxms¹¸¶WgjiryòLRiV. @LiÛÉÁ[ ª«sV©«sLi \ÛÉÁ£ms Â¿Á[zqs©«s xmsµyÌÁNRPV @®µ¶[ @LóRiLi 

ª«sÂ¿Á[è xqsLji\¹¸¶V©«s xmsµyÌÁ©«sV ®ªs¼½NTP ª«sV©«sNRPV ¿RÁWzmsxqsVòLiµR¶©«sõ ª«sWÈÁ. C Thesaurus ¬s 

Dxms¹¸¶WgjiLi¿RÁVN][ªyÌÁLiÛÉÁ[ Standard Tool Bar ÍÜ[¬s Tool −dsVµR¶ NýTPN`P Â¿Á¸R¶WùÖÁ. @xmsöV²R¶V J xqsËÞ®ªsV©«sV 

ª«sxqsVòLiµj¶. @LiµR¶VÍÜ[ Thesauru −dsVµR¶ NýTPN`P Â¿Á[¸R¶WÖÁ. xmnsÖÁ»R½LigS ª«sV©«sª«sVVLiµR¶V INRP ËØN`P= úxms»R½ùQORPQª«sVª«so»R½VLiµj¶. 

@LiµR¶VÍÜ[ ¿RÁWzms©«s úxms»yùª«sVõ¸R¶VLiÍÜ[ G xmsµR¶Li ª«sV©«sNRPV xqs\lLi©«sµR¶¬s Ë³Ø−sryòL][ µy¬s¬s Highlight Â¿Á[zqs, 

ËØN`P=ÍÜ[ NRPV²T¶\®ªsxmso©«sõ ÊÁÈÁ©±sÌÁÍÜ[ Replace −dsVµR¶ NýTPN`P Â¿Á[}qsò, ª«sV©«sLi \ÛÉÁ£ms Â¿Á[zqs©«s xmsµy¬sNTP ÊÁµR¶VÌÁV A 

úxms»yùª«sWõ Ŗ¶V xmsµR¶Li ²yNRPVù®ªsVLiÉÞÍÜ[ ¿][ÈÁVÂ¿Á[xqsVNRPVLiÈÁVLiµj¶. ctrl+F7  ©«sV Dxms-¹¸¶W-gjiLi-ÀÁ-NRPW²y C ®ªsV©«sW 

F~LiµR¶-ª«s¿RÁVè. 

 

 

 

3.1.8. ²yNRPVù®ªsVLiÉÞÍÜ[¬s »R½xmsöVÌÁV xqsLjiµj¶µôR¶ÈÁLi 
 
@ORPQLSÌÁ©«sV @µR¶©«sLigS Â¿Á[LRiè²R¶Li(inserting) 
 
−dsVLRiV @µR¶-©«sxmso xqsª«sW-¿y-LS¬sõ FsNRPä²R¶ ª«soLi¿RÁ-µR¶-ÌÁ-¿yL][ @NRPä²R¶ NRPLRi=-L` ©«sV ª«soLiÀÁ \ÛÉÁxmso Â¿Á[̧ R¶WÖÁ. 

 

@ORPQLSÌÁ©«sV »]ÌÁgjiLi¿RÁ²R¶Li (deleting characters) 
 
@ORPQ-LS-ÌÁ©«sV »]ÌÁ-gjiLi-¿RÁ-²y-¬sNTP NUPËÜ[-L`ïiÍÜ[ lLiLi²R¶V NUP ÌÁV-©«sõ-−s. 1.del NUP  2. backspace NUP.  del NUP  @ORPQ-LS-ÌÁ©«sV 

Fs²R¶-ª«sV-\®ªs-xmso-©«sVLi²T¶ NRPV²T¶-\®ªs-xmsoNRPV »]ÌÁ-gjiLi-ÀÁ-®ªs[-xqsVòLiµj¶. backspace NUP NRPV²T¶-\®ªs-xmso-©«sVLi²T¶ Fs²R¶-ª«sV-\®ªs-xmsoNRPV @ORPQ-LS-ÌÁ©«sV 

»]ÌÁ-gji-xqsVòLiµj¶. 
 
xqsª«sW-¿y-LS¬sõ |qsÌÁ-N`íP(select) Â¿Á[¸R¶V²R¶Li. 
 
IN][-ryLji INRP ªyNRPùLi ÛÍÁ[µy N]¬sõ }msLS-ÌÁ©«sV ÛÍÁ[µy N]¬sõ xmsµy-ÌÁ©«sV ®ªs[lLi[ @LiµR¶-ª«sV-LiVV©«s @ORPQ-LS-ÌÁVgS ª«sWLRiVè-

N][-ªy-ÌÁ-©«sõ-xmsöV-²R¶V, ÛÍÁ[NRP A ªyNRPùLi @NRPä-²R¶-©«sVLi²T¶ »]ÌÁ-gjiLi-ÀÁ(-NRP-ÉÞ) ®ªs[lLi[-¿][-ÈÁNRPV »R½LRi-ÖÁLi-¿y-ÌÁ-©«sV-NRPVLiÛÉÁ[ 

ª«sVVLiµR¶VgS A ªyNRPùLi ÛÍÁ[µy }msLS-úgS-£mns©«sV |qsÌÁ-N`íP Â¿Á¸R¶Wù-Öá. C |qsÌÁ-N`íP®©s[ “ \|¤¦¦¦ÛÍÁ-ÉÞ” Â¿Á[̧ R¶V²R¶Li @¬s NRPW²y 

@LiÉØLRiV. 
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INRP xmsµy¬sõ |qsÌÁ-N`íP Â¿Á[¸R¶W-ÌÁLiÛÉÁ[ A xmsµR¶Li −dsVµR¶ NRPLRi=-L` ©«sV ª«soLiÀÁ ²R¶ÊÁV-ÍÞ NýTPN`P Â¿Á[̧ R¶W-Öá. 

 

INRP \ÛÍÁ©«sV |qsÌÁ-N`íP Â¿Á[¸R¶W-ÌÁ-©«sV-NRPV-©«sõ-xmsöV²R¶V NRPLRi=-L` ©«sV \ÛÍÁ©«sV ®ªsVVµR¶ÉýÜ[ ª«soLiÀÁ shift+end IZNP[-ryLji ©¯NSäÖÁ 

ÛÍÁ[µy NRPLRi=-L` ©«sV \ÛÍÁ©«sV NRPV²T¶-\®ªs-xmso-ª«soLiÀÁ shift+home IZNP[ryLji ©¯NSäÖÁ. 

 

INRP-ÉÓÁ-NRPLiÛÉÁ[ FsNRPVäª«s \ÛÍÁ©«sVÌÁV |qsÌÁ-N`íP Â¿Á[¸R¶W-ÌÁ-©«sV-NRPVLiÛÉÁ[ NRPLRi=-L` ©«sV \ÛÍÁ©«sV ®ªsVVµR¶-ÉýÜ[-ª«soLiÀÁ ²_©±s ¸R¶WL][ ©¯NRPVä-

NRPVLiÈÁW FsLi»R½-ª«s-LRiNRPV |qsÌÁ-N`íP Â¿Á[¸R¶WÍÜ[ @Li»R½-ª«s-LRiNRPV ®ªsÎØþÖÁ. 

 

ª«s°£qs xqs¥¦¦¦-¸R¶VLi»][ NRPW²y |qsÌÁ-N`íP Â¿Á[¸R¶V-ª«s-¿RÁVè. ª«s°£qs-ÍÜ[¬s FyLiVVLi-ÈÁ-L` ©«sV ªyNRPùLi ®ªsVVµR¶ÈÁ DLiÀÁ ©¯NTPä-xms-ÈíÁLi-

²T¶. @ÍØ ª«s°£qs FyLiVVLi-ÈÁL` ¬s G ÀÁª«sLRi ª«sLRiNRPW |qsÌÁ-N`íP Â¿Á[¸R¶WÍÜ[ @NRPä²R¶ µyNS NRPµj¶-ÖÁLi-¿RÁLi-²T¶. A »R½LS*»R½ 

ª«s°£qs ÊÁÈÁ-©±s¬s ª«sµj¶-ÛÍÁ-¸R¶VùLi-²T¶. @ÈÁV, BÈÁV ÀÁª«sLRiÌÁ ª«sVµ³R¶ù-©«sV©«sõ ®ªs[VÈÁ-L`  ®ªsVV»R½òLi |qsÌÁ-Ní̀P @ª«so-»R½VLi-µj¶.  

 
cut,copy,paste 

¬s Dxms-¹¸¶W-gjiLiÀÁ ª«sV©«sLi xqsª«sW-¿y-LS¬sõ NRPÉÞ Â¿Á[̧ R¶V-gRiÌÁLi. @LiVV¾»½[ ª«sVVLiµR¶VgS −dsVLRiV G xqsª«sW-¿y-LS-©«sõ-LiVV¾»½[ 

NRPÉÞ Â¿Á[¸R¶W-ÌÁ-©«sV-NRPV-©yõL][ µy¬s¬s |qsÌÁ-N`íP Â¿Á[¸R¶WÖÁ. »R½LRiV-ªy»R½ NRPÉÞ HNS-©±s ©¯NSäÖÁ. ®ªsLiÈÁ®©s[ xqsª«sW-¿yLRiLi 

ª«sW¸R¶V-ª«sV-ª«so-»R½VLi-µj¶.  @®µ¶[ NRPÉÞ @LiVV©«s xqsª«sW-¿y-LS¬sõ ®ªs[lLi[-¿][ÈÁ @¼½-NTPLi-¿y-ÌÁ-©«sV-N][Li-²T¶. @NRPä²R¶ NRPLRi=-L` ©«sV 

ª«soLiÀÁ  (paste) HNS-©±s ©¯NSäÖÁ.  

 

INRP-¿][ÈÁ ª«so©«sõ- xqs-ª«sW-¿y-LS¬sõ @ÍØlgi[ ª«soLiÀÁ @®µ¶[ xqsª«sW-¿y-LS¬sõ ®ªs[lLi[-¿][ÈÁ @¼½-NTPLi-¿y-ÌÁ-©«sV-N][Li²T¶. ª«sVVLiµR¶VgS 

NSzms Â¿Á[¸R¶V-ª«s-ÌÁ-zqs©«s xqsª«sW-¿y-LS¬sõ |qsÌÁN`íP Â¿Á[¸R¶WÖÁ. @xmso²R¶V (copy) @®©s[ HNS-©±s©«sV NýTPN`P Â¿Á[¸R¶WÖÁ. −dsVLRiV 

FsNRPä-²R¶-LiVV¾»½[ NS{ms Â¿Á[¸R¶W-ÌÁ-©«sV-NRPV-©yõL][ @NRPä²R¶ NRPLRi=-L` ©«sV ª«soLiÀÁ (paste) HNS-©±s ©¯NSäÖÁ. ª«sWLRiVöÌÁV 

Â¿Á[LRiVöÌÁV Â¿Á[zqs©«s »R½LRiVªy»R½ \|mnsÌÁV©«sV save Â¿Á Ŗ¶WùÖÁ. 
 
      ***       
 
 
 
 
 
 


