
 

 

96 AvBwU †m›Uvi 

Revb Avjx gv‡K©U, nvRivevox evRvi, †gjv›`n, Rvgvjcyi| 

B‡gBj: 96it.center@gmail.com 

 

gvB‡µvmdU Awdm Gwcø‡Kkb †Kvm© cwiwPwZ 

    gvB‡µvmdU IqvW© (Microsoft Word) 

‡ewmK 

gvB‡µvmdU IqvW© B›Uvi‡dm I †gby cwiwPwZ 

bZzb WKz‡g›U ˆZwi, †mf I I‡cb Kiv 

UvBwcs, d›U cwieZ©b, mvBR I Kvjvi †mU Kiv 

†U·U GjvBb‡g›U (Alignments) I jvBb †¯úwms 

ey‡jU, bv¤^vi wj÷ ˆZwi 

†cR †mUAvc, gvwR©b I wcÖ›U †mwUs 

Kwc, KvU, †c÷ I AvbWz/wiWz 

 

B›UviwgwW‡qU  

÷vBjm (Styles) ˆZwi I e¨envi 

†Uwej ˆZwi, wWRvBb I dig¨vwUs 

Qwe, †kc I ¯§vU©AvU© hy³ Kiv 

†nWvi, dzUvi I †cR bv¤^vi †mU Kiv 

Kjvg, eW©vi I †kwWs e¨envi 

evbvb †PK, dvBÛ I wi‡cøm 

 

A¨vWfvÝW  

†gBj gvR© (Mail Merge) †jUvi, B‡gBj I †j‡ej 

dzU‡bvU, GÛ‡bvU, †idv‡iÝ I †Uwej Ad K‡›U›U ˆZwi 

µm †idv‡iÝ I Bb‡W· 

†Ug‡cøU I w_g Kv÷gvBR 

WKz‡g›U cvmIqvW© cÖ‡UKkb I wmwKDwiwU 

 

    gvB‡µvmdU G‡·j (Microsoft Excel) 

†ewmK 

G‡·j B›Uvi‡dm I wieb cwiwPwZ 

†mj, †iv, Kjvg, wm‡j± I dig¨vwUs 

WvUv Gw›Uª, GwWU I wWwjU 

mnR dg©yjv (SUM, AVERAGE, MIN, MAX) 

†ewmK PvU© ˆZwi 

dvBj †mf, wcÖ›U I †kqvi 

 

B›UviwgwW‡qU 
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wdëvi, †mvU© I WvUv f¨vwj‡Wkb 

jwRK¨vj dvskb (IF, AND, OR) 

†U·U I †WU dvskb 

KwÛkbvj dig¨vwUs 

wcfU‡Uej †ewmK 

GKvwaK wk‡Ui mv‡_ KvR 

 

A¨vWfvÝW 

DbœZ jyKAvc dvskb (VLOOKUP, HLOOKUP, XLOOKUP) 

DbœZ wcfU‡Uej I wcfUPvU© 

¯øvBmvi I UvBgjvBb e¨envi 

DbœZ PvU© Kv÷gvB‡Rkb 

g¨v‡µv †iKW© I VBA †ewmK 

WvUv Bg‡cvU©/G·‡cvU© I kxU cÖ‡UKkb 

 

    gvB‡µvmdU cvIqvic‡q›U (Microsoft PowerPoint) 

†ewmK 

cvIqvic‡q›U B›Uvi‡dm I ¯øvBW ˆZwi 

†U·U e·, Qwe I †kc hy³ Kiv 

†ewmK w_g I wWRvBb e¨envi 

mvaviY A¨vwb‡gkb I UªvbwRkb 

†cÖ‡R‡›Ukb †mf I ¯øvBW †kv Pvjv‡bv 

 

B›UviwgwW‡qU 

gv÷vi ¯øvBW I Kv÷g †jAvDU 

¯§vU©AvU©, PvU© I †Uwej hy³ Kiv 

AwWI I wfwWI Gg‡eW 

¯øvBW †mKkb g¨v‡bR‡g›U 

†bvUm I n¨vÛAvDU ˆZwi 

 

A¨vWfvÝW 

wUªMvi-wfwËK A¨vwb‡gkb 

jvBf WvUv wjsK (G‡·j Bw›U‡MÖkb) 

B›UviA¨vKwUf †cÖ‡R‡›Ukb ˆZwi 

†cÖ‡R›Uvi wfD I UvBwgs K‡›Uªvj 

wfwWI I PDF G·‡cvU© 

Ab¨vb¨ 

‡ewmK d‡Uvkc 

B›Uvi‡bU eªvDwRs  

GAvB  

B‡gj g¨v‡bR‡g›U 

 


