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Ҵ҃ҥҾҝҧҷӆҤқҢҴҫҴҾңқһ̓ӋҴҬҳӆ҉ 

1) ÅæõÂÜù¬âÿäõćâÖ­Ú Õ­óÚæ¬óÈÌ­óã 

2) ÿæøîÂØöćÅČóëòćÈ All Program 

3) ÿæøćîÚăÜØöćÂæù¬âāÜäĀÂäâMicrosoft Office 

4) ÿÅäøćîÈâøî Microsoft Office 2010 

5) ÂóäÂČóìÚÕæòÂêÔñáóêóÃîÈ Microsoft Office 2010  
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1. ̓ҧҶ҃ҙҷӆ File ҿҡӥң 
2. ̓ҧҶ҃ҙҷӆ җҳҩҾҧҹү҃ 
ҾҠҹӆү҃ӋҴҭқҖ҆ӤҴҙҷӆҊӋҴҾҝӅқ 
҃ӤүқҾҥҶӆңҙӋҴ҉Ҵқ 
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1. ̓ҧҶ҃ҙҷӆ ҄ҳӇқҬһ҉ 
2. ҾҧҹӆүқҭқӥҴҗӤҴ҉ңҴҖӥҴқҧӤҴ҉ 
3. ҠҜҿҘҜ ҿҬҖ҉ 
4. ҾҝҧҷӆҤқ ҭқӤҩҤҩҳҖ ҾҝӅққҶӇҩ 
5. ҆ҧҶ҃ җ҃ҧ҉ 
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1. ̓ҧҶ҃ҙҷӆ ҜҳқҙҸ҃ 
2. ̓ҧҶ҃ҙҷӆ ҟҳ҉ҿҜҜ
үҳ҃ҫҥӁқҿҡӥ ң ҙҳӇ҉ 3 
ҌӤү҉ 
3. ҆ҧҶ҃ җ҃ҧ҉ 



җҳҩүҤӤҴ҉҃Ҵҥҟҳӆ҉ҡүқҗӨ 

îóÉóäã°ÖäèÉëîÛè¬óâöàîÚÖ°Ö¬îăÜÚöĈĂÚÿÅäøćîÈ ìäøîăâ¬ 

Ċ TS-Country-NP 

Ċ Layiji MaHaNiYom V1.5 OT 

Ċ Anchan 

Ăì­îóÉóäã°ÿÜõÕĀà­âÿîÂëóä Öòèîã¬óÈØöć 1 Āæñ 2 ØöćăÕ­ÉóÂÂóäëČóÿÚó

Āà­âÃ­îâúæÉóÂÿèĆÛăÌÖ° ÿßøćîÿÜäöãÛÿØöãÛ 
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҃Ҵҥ҃ӋҴҭқҖҿҘҜӂңӥҜҥҥҙҳҖ 

2 1 



҃ҴҥҗҳӇ҉҆ӤҴҭқӥҴ҃ҥҲҖҴҫ 

 1. ÃÚóÕÃîÈÂäñÕóêßõâß° ĂË­ÃÚóÕÿî 4 (8.5 ÚõĈè x 11.5 ÚõĈè) 

  2. Âóäÿè­ÚÃîÛÂäñÕóê 

  2.1 ÃîÛÛÚ ì¬óÈÉóÂÃîÛÂäñÕóê 1.5 ÚõĈè 

  2.2 ÃîÛæ¬óÈ ì¬óÈÉóÂÃîÛÂäñÕóê 1 ÚõĈè 

 ìÚ­óÃèó ìäøîìÚ­óÅú¬ 

  2.3 ÃîÛÌ­óã ì¬óÈÉóÂÃîÛÂäñÕóê 1.5 ÚõĈè 

  2.4 ÃîÛÃèó ì¬óÈÉóÂÃîÛÂäñÕóê  1 ÚõĈè 

 ìÚ­óÌ­óã ìäøîìÚ­óÅöć 

  2.3 ÃîÛÌ­óã ì¬óÈÉóÂÃîÛÂäñÕóê 1 ÚõĈè 

  2.4 ÃîÛÃèó ì¬óÈÉóÂÃîÛÂäñÕóê  1.5 ÚõĈè 
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ҭқӥҴ҄ҩҴ ҭқӥҴ҆һӤ 

 

ҠҹӮқҙҷӆҙҷӆӁҌӥҠҶңҠӨ 

1.5 
1 

1 

1.5 



17 

ҭқӥҴҍӥҴҤ ҭқӥҴ̓ ҷӆ 

 

ҠҹӮқҙҷӆҙҷӆӁҌӥҠҶңҠӨ 
1 1.5 

1 

1.5 



ҊҳҖҙӋҴӀҖҤ ҥҪ.ҾҜҏҊҥҳҗқӨ Ҭҷҙү҉ҬҺ҃ 18  

1. ҆ҧҶ҃ҙҷӆҿҘҜ Ҿ҆ӥҴӀ҆ҥ҉ҭқӥҴ҃ҥҲҖҴҫ 

2. ̓ҧҶ҃ҙҷӆ җҳӮ҉҆ӤҴҭқӥҴ҃ҥҲҖҴҫ  

3. Ҿҧҹү҃ ҥҲҤҲ҄үҜ  

4. ҃ӋҴҭқҖ҆ӤҴ 

    Ҝқ  1.5 қҶӇҩ     ҧӤҴ҉  1 қҶӇҩ 

    ҍӥҴҤ 1 қҶӇҩ       ҄ҩҴ  1 қҶӇҩ  

    ҾҤӅҜ҃ҥҲҖҴҫ 0.5 қҶӇҩ җӋҴҿҭқӤ҉ ҍӥҴҤ 

5. ̓ҧҶ҃Ҿҧҹү҃ ҃ҥҲҖҴҫ 

4 

3 
5 



ҬӤҩқҾҤӅҜ҃ҥҲҖҴҫ 

ë¬èÚÿãĆÛÂäñÕóê Gutter ÉñÿÜĆÚÅ¬óëČóìäòÛÖòĈÈăè­ÿßøćîÿãĆÛÂäñÕóê Ì÷ćÈÂĆ

Ö­îÈÕúè¬óÿîÂëóäØöćÿäóÉñÜäõĉÚÖ°ÚòĈÚ âöÂöćìÚ­ó ÂĆÂČóìÚÕÅ¬óĂì­ÿìâóñëâ 

ÿË¬Ú ÿæøîÂăè­ 0.5 ÚõĈè 

ÖČóĀìÚ¬ÈÿãĆÛÂäñÕóê Gutter position ÿÜĆÚÖČóĀìÚ¬ÈÿãĆÛÿæ¬âëóâóä×

ÿæøîÂÃîÛØöćÖ­îÈÂóäăÕ­ ÿäóÉñÿãĆÛÿæ¬âÕ­óÚăìÚ ÂĆÿæøîÂÃîÛăÕ­ÖóâÖ­îÈ 

Âóä ÿË¬Ú Ì­óã Ãèó ÛÚ ìäøîæ¬óÈ 
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20 

ҭҥҹүҗҳӮ҉҉ӤҴҤ ӄ 

ҭқӥҴҍӥҴҤҿҧҲ҄ҩҴ 

ҠҹӮқҙҷӆҙҷӆӁҌӥҠҶңҠӨ 1.25  1.25  

1 

1.5 
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҃ҴҥҗҳӇ҉҆ӤҴҭқӥҴ҃ҥҲҖҴҫ 
ҥҲҤҲ҄үҜ  
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1. ҆ҧҶ҃ҙҷӆҿҘҜ Ҿ҆ӥҴӀ҆ҥ҉ҭқӥҴ҃ҥҲҖҴҫ 

     Page Layout 

2. ̓ҧҶ҃ҙҷӆ җҳӮ҉҆ӤҴҭқӥҴ҃ҥҲҖҴҫ Page Setup 

3. Ҿҧҹү҃ ҥҲҤҲ҄үҜ Margins  

4. ҃ӋҴҭқҖ҆ӤҴ 

    Ҝқ Top        1.5 қҶӇҩ 

    ҧӤҴ҉ Bottom  1 қҶӇҩ 

    ҍӥҴҤ left       1.25 қҶӇҩ  

    ҄ҩҴ Right     1.25 қҶӇҩ  

5. ̓ҧҶ҃Ҿҧҹү҃ ҃ҥҲҖҴҫ 

1 

2 

3 

4 

5 
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Ӌ҃ҴҭқҖ̓ӤҴ҄қҴҖ҃ҥҲҖҴҫҙҷӆӁҌӥ 

1. ̓ҧҶ҃ҙҷӆҿҘҜ ҃ҥҲҖҴҫ  

2. ̓ҧҶ҃ҙҷӆ҃ҥҲҖҴҫ ҾҠҹӆү҃ӋҴҭқҖ҄қҴҖ   

Ҿҧҹү҃ A4 

3. ҆ҧҶ҃ҙҷӆҿҘҜ Ҿ҆ӥҴӀ҆ҥ҉ Layout 

1 

2 

3 



җӋҴҿҭқӤ҉҄ү҉Ҿҧ҄ҭқӥҴ  

ë¬èÚÃîÈÿÚøĈîÿäøćîÈĂì­ÿæÃìÚ­óÿÜĆÚÖòèÿæÃ 1 2 3 4 5  Ö¬îÿÚøćîÈÂòÚăÜ

ÉÚ×÷ÈìÚ­óëùÕØ­óã  

ÖČóĀìÚ¬ÈÃîÈÿæÃìÚ­ó  

 1.  ì¬óÈÉóÂÃîÛÂäñÕóêÛÚæÈâó 1 ÚõĈèĀæñÃîÛÌ­óã - Ãèó 1 ÚõĈè  

 ìäøî îóÉÉòÕÂæóÈìÚ­óÂäñÕóê 

 2.  ìÚ­óÅČóÚČó ìÚ­óëóäÛóÎ ìÚ­óØöćâöËøćîÛØ ìäøîâöìòèÃ­îîãú¬ÂæóÈìòè

ÂäñÕóêìÚ­ó ăâ¬Ö­îÈæÈÿæÃìÚ­ó ĀÖ¬Ăì­ÚòÛÿæÃìÚ­óÖ¬îÿÚøćîÈÂòÚăÜ 
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҃ҴҥҗҳӇ҉҆ӤҴҭқӥҴ҃ҥҲҖҴҫ 
Ҿ҆ӥҴӀ҆ҥ҉ Layout  
җҳӇ҉Ӥ̓ҴҬӤҩқҭҳҩ - ҙӥҴҤ҃ҥҲҖҴҫ  
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Ҵ҃ҥҗҳӮ҉̓ ӤҴҾҧ҄ ҭқӥҴҍӥҴҤ ҄ҩҴ җӤҴ҉҃ ҳқ  

1. ̓ҧҶ҃ҙҷӆҿҘҜ Ҿ҆ӥҴӀ҆ҥ҉ Page Layout 

2. ̓ҧҶ҃Ҿ҆ҥҹӆү҉ҭңҴҤҘһ҃ҙҷӆ 

   ҭқӥҴ҆һӤҿҧҲҭқӥҴ҆ҷӆҗӤҴ҉҃ҳқ 

   ҭқӥҴҿҥ҃җӤҴ҉҃ҳқ  

3. ҃ӋҴҭқҖ҆ӤҴҙҷӆҭҳҩ҃ҥҲҖҴҫҾҝӅқ 1 қҶӇҩ  

4. ̓ҧҶ҃ җҳӮ҉ҾҝӅқ҆ӤҴҾҥҶӆңҗӥқ 

5. Ҿҧҹү҃ җ҃ҧ҉ ok 

1 

3 

4 

2 



҃ҴҥҗҳӇ҉҆ӤҴҭқӥҴ҃ҥҲҖҴҫ 
Ҿ҆ӥҴӀ҆ҥ҉ Layout  
җҳӇ҉Ӥ̓ҴҬӤҩқҭҳҩ - ҙӥҴҤ҃ҥҲҖҴҫ  
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҃ҴҥҗҳӮ҉҆ӤҴҭқӥҴҊҳҖ҃ҧҴ҉ҭқӥҴ҃ҥҲҖҴҫ 

1. ̓ҧҶ҃ҙҷӆҿҘҜ Ҿ҆ӥҴӀ҆ҥ҉ Page Layout 

2. ̓ҧҶ҃Ҿ҆ҥҹӆү҉ҭңҴҤҘһ҃ҙҷӆ 

    ҭқӥҴҿҥ҃җӤҴ҉҃ҳқ  

3. ҃ӋҴҭқҖ҆ӤҴҙҷӆҭҳҩ҃ҥҲҖҴҫҾҝӅқ 1 қҶӇҩ  

4. ̓ҧҶ҃ җҳӮ҉ҾҝӅқ҆ӤҴҾҥҶӆңҗӥқ 

5. Ҿҧҹү҃ җ҃ҧ҉ ok 

1 

3 

4 

2 
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ҾҠҹӆү҆ҩҴңҬҜҴҤҗҴӁқ
҃ҴҥҠҶңҠӨҿҧҲ҃ҴҥүӤҴқ
Ҿү҃ҬҴҥ҆ҩҥ҄ҤҴҤ
ңҺңңү҉ҊүҢҴҠ 

1 

2 

4 

3 



җӋҴҿҭқӤ҉ҿҧҲ҄қҴҖүҳ҃ҫҥҙҷӆӁҌӥ 

҆ӋҴқӋҴ ҬҴҥҜҴҏ ҌҹӆүҜҙ  
 ҊҳҖ҃ҧҴ҉ҭқӥҴ҃ҥҲҖҴҫҭӤҴ҉҄үҜҜқ 2 қҶӇҩ  

 ӁҌӥүҳ҃ҫҥ҄қҴҖ 20 ҠүҤҗӨ җҳҩҭқҴ     

ҾқҹӮүҾҥҹӆү҉  
 ӁҌӥүҳ҃ҫҥ҄қҴҖ 16 ҠүҤҗӨ җҳҩҚҥҥңҖҴ 

ҭҳҩ҄ӥүӁҭҏӤ  
     ҾҩӥқҜҥҥҙҳҖ 1 ҜҥҥҙҳҖ ҌҶҖҾҬӥқ̓ҳӆқҭқӥҴ ӁҌӥүҳ҃ҫҥ҄қҴҖ 18 ҠүҤҗӨ җҳҩҭқҴ   
Ҿҩӥқ 1 ҜҥҥҙҳҖ 8 ҠүҤҗӨ ҬӤҩқҾқҹӇүҭҴҬҴҥҲ҄ү҉ҭҳҩ҄ӥүӁҭҏӤ ҤӤүҭқӥҴҝҥҲңҴҕ 7 
җҳҩүҳ҃ҫҥ (ҾҙӤҴ҃ҳҜ Tab 0.63 қҶӇҩ)  

ҭҳҩ҄ӥүҥү҉   
      ҤӤүҭқӥҴҝҥҲңҴҕ 7 җҳҩүҳ҃ҫҥ  (җҳӇ҉ Tab ҙҷӆ 1)  ӁҌӥүҳ҃ҫҥ҄қҴҖ 16 ҠүҤҗӨ 
җҳҩҭқҴ Ҿҩӥқ 1 ҜҥҥҙҳҖ 8 ҠүҤҗӨ  ҾқҹӇүҭҴҬҴҥҲ҄ү҉ҭҳҩ҄ӥүҥү҉  

ҭҳҩ҄ӥүҤӤүҤ   
      ҤӤүҭқӥҴҝҥҲңҴҕ 10 җҳҩүҳ҃ҫҥ  (җҳӇ҉ Tab ҙҷӆ 2) ӁҌӥүҳ҃ҫҥ҄қҴҖ 16 ҠүҤҗӨ 
җҳҩҭқҴ  ҾқҹӇүҭҴҬҴҥҲ҄ү҉ҭҳҩ҄ӥүҤӤүҤӁҭӥҾҩӥқҩҥҥ҆ҿҧӥҩҠҶңҠӨҗӤүӂҝӂҖӥ  
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