
35fkdñf,a fnod yeÍu msKsihs34 fkdñf,a fnod yeÍu msKsihs

fuu tallh yeoEÍfuka Tng"

 ² joka ieliSu hkq l=ula o hkak ms<sn`oj yd 

 ² joka ieliSfï uDÿldx.hla Ndú;fhka 

  ² f,aLkhla ks¾udKh lsÍu" újD; lsÍu" .nvd lsÍu iy jid oeóu

  ² mdG yeviõ lsÍu 

  ² f.dkq$jia;= we;=<;a lsÍu 

  ² j.=jla we;=<;a lsÍu

  ² wlaIr úkHdih yd jHdlrK mÍlaId lsÍu yd

  ² ,ehsia;= ilia lsÍu 

    ms<sn`o wjfndaOhla ,efnkq we;'

fujr idys;H Wf<,g 

wjYH wdrdOkd m;% ilia 

lrkak lsh,d .=re;=ó ug 

lsjqjd' Bfha oji u W;aidy 

l<d' ta;a" uf.a wl=re 

,iaik keye" wms<sfj<hs 

lsh,hs ug kï ysf;kafka'

Wf<f,a isysjgk fmd; 

ilia lrkafka uuhs' wl=re 

w;ska ,sh,d msx;+r wekaod 

u ,iaik keye'  fïjd  

ms<sfj<g" ,iaikg ilia 

lr .kak fjk;a l%uhla 

keoao@

wehs ke;af;a@ fï ish¨ u 

,sms f,aLk" mß.Klhl  

ia:dmkh lr we;s joka 

ieliSfï uDÿldx.hla 

weiqfrka b;du;a ,iaikg;a 

ms<sfj<g;a ilia lr .kak 

mq¿jks'

joka ieliSu3
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 joka ieliSfï uDÿldx.h u.ska f,aLk ks¾udKh lsÍu joka ieliSu kï 

fõ' joka ieliSfï uDÿldx.h fhÿï uDÿldx.hls' fuu uDÿldx.h u.ska ks¾udKh 

l< yels f,aLk fndfyda h' WodyrK lsysmhla my; 3'1 rEmfhka oelafõ'

 

mqj;am;a

m%Yakm;%

,sms

whÿïm;a
wdrdOkdm;a

iqnme;=ïm;a

i`.rd
joka 

ieliqu

 rEmh 3'1 - joka ieliqu u.ska ielish yels f,aLk

 joka ieliSfï uDÿldx.hla Ndú; lrñka f,aLk ks¾udKh lsÍfï § fhdod 

.kq ,nk fuj,ï /ils' tajdfhys ld¾hhka y`ÿkd .ksuq'

 

fmdÿ fuj,ï 

kj msgqjla ,nd 

.ekSu - New
;ekam;a l< f,aLkhla 

újD; lsÍu - Open
f,aLkhl uqøs; fmr 

oiqk - Print Preview

f,aLkhla ;ekam;a 

lsÍu - Save
tla jrla ;ekam;a l< 

f,aLkhla fjk;a kulska 

;ekam;a lsÍu - Save as

f,aLk uqøKh 

lsÍug - Print
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lrk ,o l%shdjla wj,x.= 

lsÍug - Undo
wl=re" mska;+r wdÈh 

msgm;a lsÍug - Copy 

msgm;a l< fyda lmd.;a 

fyda wl=re" mska;+r wdÈh 

we,ùug - Paste

wj,x.= lrk ,o l%shdj 

kej; lsÍug - Redo  
wl=re" mska;+r wdÈh 

lmd .ekSug - Cut
jpkj, iy jdlHj, 

wlaIr úkHdih iy 

jHdlrK ksjerÈ lr 

.ekSug 

wl=re yeviõ lsÍfï fuj,ï - Text Formatting Tools

wl=re we, lsÍug 

- Italic
fma<sfha my<g .ekSug 

Subscript - (Wod - CO2)

fma<sfhka by<g 

.ekSug 

Superscript - 
(Wod - 22 , 23)

wl=re úfYaI lr 

fmkaùug - Highlight 

wl=re j¾. - Font

wl=re ;o meye 

.ekaùug - 

Bold

háka brla we`§ug 

- Underline

wl=re mdg lsÍug 

- Color

wl=rej, m%udKh 

fjkia lsÍug - Size
ud;Dldj

wkqud;Dldj

idudkH wl=re

Times New Roman
Cambria
irmala UI

†BindumAthiTT
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tfl,a, lsÍfï iy ia:dk .; lsÍfï fuj,ï 

Alignment and Positioning Tools

1
2
3

jug tfl,a, 

lsÍu

Align Left

ol=Kg 

tfl,a, lsÍu 

Align Right

fma<s w;r mr;rh fjkia 

lsÍug 

Line and Paragraph Spacing

nq,Ü 

Bullets
wxlk  

Numbering
ueog tfl,a, lsÍu

Center
fomig tfl,a, lsÍu  

Justify

miqìu j¾K 

.ekaùug 

Shading

l%shdldrlï i`oyd jevfmdf;a l%shdldrlu 3'1" 3'2" 3'3" 3'4 

iy 3'5 n,kak'

f,aLkhg tl;= lr .; yels úúO jia;= 

Insert Objects

A A

mska;+r 

Pictures
yev;, 

Shapes
wl=re fldgq 

Text boxes

j.= 

Tables
l,d;aul wl=re 

Word Art
mß.Klfha ia:dms; mska;+r 

Clip Art
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l%shdldrlï i`oyd jevfmdf;a l%shdldrlu 3'6" 3'7" 3'8" 3'9 

iy 3'10 n,kak'

 ² joka ieliSfï uDÿldx.hla Ndú; lrñka ,sms" iÕrd" iy;sl m;%" whÿï m;% 

wdÈ ;j;a fndfyda f,aLk ilia l< yels h' fuh joka ieliSu hkqfjka 

ye`Èkafõ'

 ² kj f,aLk New" újD; lsÍu Open" ;ekam;a lsÍu Save" uqøKh Print" uqøK 

fmr oiqk Print Preview" fmr l%shdj Redo" wdmiq l%shdj Undo" lemSu Cut" 
msgm;a lsÍu Copy" we,ùu paste" Spelling and Grammar wdÈh fmdÿ fuj,ï 

h'

 ² Size, Color, Bold, Italic, Underline, Highlight, Font, Superscript, Subscript 
wdÈh wl=re yeviõ lsÍfï fuj,ï h'

 ² Left align, Center, Right align, Justify, Bullets, Numbering, line spacing, 
shading wdÈh fþo tfl,a, lsÍfï fuj,ï h'

 ² Pictures, Tables, Shapes, Text boxes, Clip art, Word art f,aLkhg tl;= lr 

.; yels foa h'

idrdxYh


