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i×pfnolh;&vkWuykbu&jkf"Vª;&dk;Z'kkyk 

,e-,l- vkWfiQl dh mÂr fo'ks"krk,¡ 
 (Advance Feature of MS Office ) 

05&09 vDVwcj 2020 Ik;ZUre~ 

HkkjrloZdkjL; f'k{kkeU=kky;L; cgqvk;kfeifj;kstuk&if.Mrenueksguekyoh;jkf"Vª;f'k{kdf'k{k.kfe'kufeR;L; 

vUrxZrRosu LFkkfirsu uonsgyhLFkJhykycgknqj'kkL=khjkf"Vª;laLÑrfo'ofo|ky;s f'k{k.kkf/xedsUæs.k prqFkZpj.kL; 
dk;ZØek.kke~ ^,e-,l- vkWfiQl dh mÂr fo'ks"krk,¡* bfr fo"k;s v"Ve&i×pfnolh;jkf"Vª;dk;Z'kkyk;k% vk;kstue~ 2020 

reo"kZL; vDVwcjeklL; i×pefnukÄïkr~ vDVwcjeklL; uoefnukÄïa ;kor~ Ñre~A dk;Z'kkyk;k% eq[;ksís';a çfrHkkfxuka ,e-

,l- vkWfiQl bR;L; fofo/&,iyhds'kUl voxre~ dkjf;Rok mÂrfo'ks"krkuka rs"kka O;kogkfjdizfØ;k;ka p vUrn`f"V% iznkue~] 
;fLeu~ fofo/&,e- ,l- vkWfiQl ,Iyhds'kUl fo'ks"k:is.k oMZ] ,Dly ,oa ikojikWbUV bR;L; iz;ksxgsrq dkS'ky&dq'kyrkuka 

laof¼Zra drZqa 'kD;rsA vkWuykbudk;Z'kkyk;k% l×pkyua xwxyehV bR;L; e×ps Ñre~A mn~?kkVul=kL; 'kqHkkjEHk% 
f'k{k.kkf/xedsUæL; ifj;kstukè;{k;k çks- vferkik.Ms;Hkkj}ktegksn;;k LokxrHkk"k.ka dk;Z'kkyk;k% lUnHkSZ% p Ñre~A rnuq   

MkW- vksedkjukFkjk;egksn;kuka (egkfuns'kd%] lkWÝVos;j VsDuksykWth ikDlZ vkWiQ bf.M;k] uonsgyh) eq[;kfrFkhuke~ lEcks/ue~  

vè;{kh;Hkk"k.ke~ Jhykycgknqj'kkL=khjkf"Vª;laLÑrfo'ofo|kyL; ekuuh;kuka dqyirhuka çks- jes'kdqekjik.Ms;o;kZ.kka p tkre~A 
çks- ds- HkjrHkw"k.ko;Zs.k (f'k{kklÄïk;çeq•% foHkkxkè;{k'p) /U;oknKkiusu fofgre~A dk;Z'kkyk;k% fØ;kUo;ua fo'ks"k:is.k 

vfHkdfYirs"kq 30 l=ks"kq Ñre~] rs"kq mn~?kkVu&çcks/u&prqnZ'kçn'kZuk/kfjrrduhdh&iz'uksÙkjl=ke~] i×pLokH;kl& 

vkWuykbuekdyu& çfriqf"V&vuqHkodFkulekiuknhfu l=kkf.k tkrkfuA vfUrefrfFki;ZUra 293 çfrHkkfxuka i×thdj.ka izkIre~~] 
rs"kq 246 dk;Z'kkyk;ke~ vkefU=krk%] rFkSo 224 izfrHkkfxfHk% Loh;a izfrHkkxL; izfriqf"V% iznÙk%] ij×p 197 izfrHkkfxfHk% 

dk;Z'kkyk Ñrk%] 27 çfrHkkfxu% O;fDrxrdkj.ksu izfrHkkxdrqZa u 'kDroUr%A 197 çfrHkkxh"kq 196 HkkjrL; 21 jkT;sH;% 03 

dsUæ'kkflrizns'ksH;% rFkk p 01 çfrHkkfx% lmQnh&vjcr% vklhr~A 21 jkT;sH;% izfrHkkfxuke~ vkU/zçns'kr% 07] vler% 02] 
fcgkjr% 05] NÙkhlxr% 01] xqtjkrr% 01] gfj;k.kkr% 15] >kj•.Mr% 01] dukZVdr% 03] dsjyr% 01] eè;çns'kr% 04] 

egkjk"VªRk% 34] vksfM'kkr% 04] iatkcr% 05] jktLFkkur% 21] rfeyukMqr% 07] rsyaxkukr% 03] f=kiqjkr% 03] mÙkjçns'kr% 
30] mÙkjk•.Mr% 10] if'pecaxkyr% 07 =khf.k dsUæ'kkflrizns'ksH;%  p.Mhx<+r% 02] nsgyhr% 28] d'ehjr% 01

izfrHkkfxu% vklu~A dk;Z'kkykfo"k;s fu".kkrkuka ns'kL; izfrf"BrlaLFkkukuke~ 08 fo'ks"kKkuka dq'kyekxZn'kZus tkre~A ,rs"kq l=ks"kq 

dk;Z'kkyk;k% eq[;fo"k;k% vklu~ rs ;Fkk& MkWD;wesaV (nLrkost) fuekZ.kizcU/ua p] ekbØkslksÝVlUnHkZVSc bR;L; iz;ksx% 
vuqiz;ksx'p] ,e-,l-,Dly&odZ'khV&pkVZ&xzkiQ&fioV&xzkiQ&MsVkVwYl rFkk p vk/kjHkwrlw=kk.kka jpuk] ,e-,l-oMZ 

fMtkbu&ys&vkmVVSc] iQkesZfVaxMkWD;wesUV ,oa esyetZ bR;L; iz;ksxkuqiz;ksx'pA vusu lkda ,e-,l-ikWojikWbUV 

vUrfØZ;kRedizLrqr;k% bUiQksxzkfiQDlehfM;k p] LekVZ&,suhes'ku& LykbMfMtkbuFkhEl ,oa VsEiysV~l] LekVZ&vkVZ] 
pkVZ&rkfydk jpuk pA rduhdhl=kk.kka fo"k;s"kq 10 nÙkdk;kZf.k izfrHkkfxuka iznÙkk%A vkWuykbuijh{k.ke~ vfi iz'kkflre~] rs"kq 

75» izfrHkkfxu% 60 izfr'krkr~ vf/dku~ vÄïku~ yC/oUr%A vUrs fo'ks"kKkuka çLrqrO;k[;kukuka xq.koÙkkfo"k;s 

vkWuykbuizfriqf"V% prq'Js.kh"kq ÑrkA ;Fkk& mRÑ"Ve~] vfr&mÙkee~] mÙkee~] larks"ktuda p izkIre~A rFkk p rs"kka vkSlre~ 
74» 22» 03» ,oa 01» Øe'k% Js.kh"kq izkIre~A vusu lkda dk;Z'kkyk;k% lUnHksZ vkWuykbuizfriqf"V% 10 fcUnwuka i×pJs.;ka 

izkIrkA ;Fkk& mRÑ"Ve~] vfr&mÙkee~] mÙkee~] larks"ktude~] vlarks"ktuda pA ,rs"kka 10 fcUnwuka izkIrJs.;ke~ vkSlrizfr'krs 
75» mRÑ"Ve~] 21» vfr&mÙkee~] 03» mÙkee~] 01» larks"ktuda p izkIre~A lekiul=ks ifj;kstukè;{k;k x.kekU;kfrFkhuka 

Lokxra dk;Z'kkykçfrosnua p çLrqre~A rnuq izks- vfuynÙkk=ks;glzcq¼s% egksn;kuka (funs'kd% ,vkbZlhVhbZ] uonsgyh) 

eq[;kfrFkhuka p lEcks/ue~] vè;{kh;Hkk"k.ka ekuuh;kuka çks- jes'kdqekjik.Ms;o;kZ.kka (dqyifr%] Jhyk-c-'kk-jk-la-fo-fo-] 
uonsgyh) p tkre~A f'k{kklÄïk;izeq[kL; /U;oknKkiusu dk;Z'kkyk lEiÂrka xrkA dk;Z'kkyk;k% lekiukUrja  

liQyçfrHkkfxuka bZ&fp=kkoyh bZ&izek.ki=kkf.k p esy}kjk lEizsf"krkfuA   


