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;dlaIKfõoh  i|yd úoHdj úIhh i|yd wOHdmk m%ldYk fomd¾;fïka;=j u.ska f;dr;=re 
;dlaIK ixrplh i|yd ksl=;a lrk ,o wu;r lshùï fmd; fyda joka ieliqï uDÿldx. 
ms<sn| fjk;a uQ,dY% weiqßka ms<s;=re ,nd.kak  

^1& joka ieliqï uDÿldx.යla hkak fláfhka yÿkajkak  

^2& joka ieliqï uDÿldx.j, oelsh yels fmdÿ myiqlï yÿkd.kak  

^3& Microsoft Word 2007/2010 Ndú;d lrñka my; l%shdldrlïj, ksr; jkak  

 Page layout ilia lsÍu   

 Symbols  we;=<;a lsÍu   

 Cut ^ lemSu & , Copy ^msgm;a lsÍu&, Paste ^we,ùu& 

 h;=re mqjrej Ndú;fhka mdG f;dard .ekSu  

  uQislh Ndú;fhka mdG f;dard .ekSu 

 Saving document 

^4& Microsoft Word 2007 wdrïNl ;Srfha we;s my; i|yka fldgia yd  tys jeo.;alu 
yÿkd.kak  

 File  má;a; (File Tab) 

 bluka m%fõY fuj,ï ;Srej (Quick access tool bar) 

 má;s  (Tabs ) 

 ßnkh (Ribbon) 

 ud;Dld ;Srej (Title Bar) 

 ixjdo fldgqj ,nd .ekSu fnd;a;ï (Dialog Box launcher ) 

 fldaÿ (Rulers ) 

 ;;a;aj ;Srej (Status Bar)  

 ,sms ixialdrl m%foaYh (Document area)  

 oel=ï fnd;a;ï (View Button ) 
 


