


G‡·j dvB‡j cȪ ‘ZK…Z FYMÖnxZvM‡Yi ZvwjKv n‡Z Mail Merge Gi gva¨‡g †bvwUk ‰Zixi wb‡`©wkKv 
STEP-1 

Create Source Data File 
 

FYMÖnxZvM‡Yi ZvwjKv mieivnK…Z Excel Formet G cÖ¯‘Z K‡i MÖvg Abyhvqx Filter Ki‡Z n‡e|  †bvwUk Bmy¨i Rb¨ cÖ‡qvRbxq Z_¨ wb‡q 
Kw¤úDUv‡ii †h †Kvb Drive G MÖvg wfwËK Source Data File Folder  ‰Zix Ki‡Z n‡e| Filter K…Z MÖv‡gi ZvwjKv n‡Z wbw`©ó 
Kjv‡gi Z_¨ Copy K‡i Source Data File Gi wbw`©ó Kjv‡g Paste Value Ki‡Z n‡e|   
 
 

Excel File n‡Z Filter K‡i MÖvg wfwËK Source Data File ‰Zixi wbqg t 

 

 

 

 

1. Click on `Data’  

2. Click on` Filter’ 

3. Click on Village `Top-down 
arrow’ 

4. Village `Top-down arrow’ ‡Z 
wK¬K Ki‡j cv‡ki wP‡Îi gZ GKwU e· 
Avm‡e| eK&ª †_‡K (Select All) evg 
cv‡ki wUK wPý (√) wK¬K K‡i DwV‡q 
w`‡Z n‡e| 

  



 

** Bijoy Font Gi †P‡q Unicode AckbwU mnR| hw` Bijoy Font G ‡jLv _v‡K Zvn‡j AbjvB‡b ÒBijoy to Unicode 
ConverterÓ Gi gva¨‡g MÖvg I BDwbq‡bi bvg Convert K‡i wb‡Z n‡e| 

 

 

 

 

 

 

 

 

5. Bijoy Font G ‡jLv _vK‡j MÖv‡gi bv‡gi 
Dci wK¬K Ki‡j Dc‡ii Task Bar G †h 
English Letter mg~n Show Ki‡e Same 

Letter mg~n cv‡ki wP‡Î cÖ̀ wk©Z e· †_‡K 
Select Ki‡Z n‡e (evg cv‡ki e‡· wK¬K K‡i 

wVK wPý (√) w`‡Z n‡e)| Zvici OK wK¬K 
Ki‡Z n‡e| 

5. Unicode G ‡jLv _vK‡j mivmwi 
MÖv‡gi bvg Avm‡e| cv‡ki wP‡Î cÖ̀ wk©Z e· 
†_‡K MÖv‡gi bvg Select Ki‡Z n‡e (evg 

cv‡ki e‡· wK¬K K‡i wVK wPý (√) w`‡Z 
n‡e)| Zvici OK wK¬K Ki‡Z n‡e| 
 

6. MÖv‡gi ZvwjKv n‡Z wbw`©ó Kjv‡gi Z_¨ Copy K‡i 
Source Data File Gi wbw`©ó Kjv‡g Paste Value Kiv 
n‡q‡Q| 



CBS ‡_‡K MÖvg wfwËK Source Data File ‰Zixi wbqgt 

Flora Bank Report ‡_‡K Village Wise Borrower List Ack‡b wM‡q MÖvg wfwËK ZvwjKv Excel G Download Ki‡Z n‡e| 

Download K…Z ZvwjKv n‡Z †bvwUk ˆZixi Rb¨ cÖ‡qvRbxq Data ‡i‡L Ab¨vb¨ Data Delete Ki‡Z n‡e| cÖwµqvwU bx‡P †`Lv‡bv 
n‡jv- 

Flora Bank Report  BKB Reports Others ReportsVillage wise Borrower ListSelect Branch, Division, 
District, Thana, Union, Village Export Data as Excel Save As and Rename with Village Name 

  

 

  

 

 

 

 

 

 

 

 

 

 

 

1. Downloaded File as Excel 

2. Download K…Z Excel dvBj †_‡K †bvwUk ˆZixi Rb¨ cÖ‡qvRbxq Data m¤^wjZ Kjvgmg~n †i‡L AcÖ‡qvRbxq    
    Kjvgmg~n Delete K‡i GKwU bZzb dvBj ˆZix Kiv n‡q‡Q| hv Source Data File wn‡m‡e e¨eüZ n‡e| 



 STEP-2 
Notice Create by Mail Merge 

1| cÖ_‡g wbw`©ó welqe¯‘ I ZvwiL m¤̂wjZ GKwU ÒNotice Formet”  Word File G cÖ¯‘Z Ki‡Z n‡e| GKwU Lmov †bvwUk di‡gU    
     bx‡Pi wP‡Î †`Lv‡bv n‡jv| 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2| cieZx©‡Z ÒNotice Formet” wU Open K‡i Task Bar ‡_‡K ÒMailing” G wK¬K Ki‡Z n‡e| bx‡Pi wP‡Îi b¨vq av‡c av‡c  
    G‡Mv‡Z n‡e| 
    Click on `Mailing’            Click on `Select Receipients’          Click on `Use Existing List’ 

    Show `Select Data Source’ Page              ‡h `Drive’ G Data Source Folder wU ivLv Av‡Q Zv wK¬K K‡i open       
   Ki‡Z n‡e  Select Table bv‡g dialog box Avm‡e Click OK Notice ‡_‡K cÖwZevi required field bv‡gi cv‡k   
   wK¬K K‡i `Insert Merge Field ‡_‡K same field name Gi Dci wK¬K Ki‡Z n‡e Click  on `Preview Results 

                Click on `Finish and Merge’              Edit Individual Documents’              Select `ALL’ 
                OK             Rename and Save new document in specific Drive           Print document with colour     
   Paper   
     
  
  

 



 

 
 
 

 
 
 
 
 

4. ‡h `Drive’ G Data Source Folder 

wU ivLv Av‡Q Zv wK¬K K‡i open Ki‡Z n‡e| 

1. Click on `Mailings’ 

2. Click on ` Select Recipients` 

3. Click on `Use Existing List’ 



 

 
 
 
 
 

5.  Dc‡ii wP‡Îi b¨vq dialog box  Avm‡e Click `OK’ 

6. cÖwZevi Notice Gi 
Required field G wK¬K K‡i 
Insert Merge Field G wK¬K 
Ki‡Z n‡e Ges †mLvb †_‡K 
Same field name Gi Dci 
wK¬K Ki‡Z n‡e| ‡hgb- ÔdwjI 
b¤̂iÕ G †Kvjb(:) Gi cv‡k wK¬K 
K‡i Insert Merge Field G 
wM‡q Folio_No Gi Dci wK¬K 
Ki‡Z n‡e Ges GKBfv‡e Notice 

Gi cÖwZwU Field Gi †ÿ‡Î 
†Kvjb(:) Gi cv‡k wK¬K K‡i 
Insert Merge Field G wM‡q 
Same field name Gi Dci 
wK¬K Ki‡Z n‡e| 



 

 

7. Notice Gi cÖwZwU required field G wK¬K K‡i 
Insert Merge Field ‡_‡K Same field name 

Gi Dci wK¬K Kivi ci ÔPreview Results’ G wK¬K 
Ki‡Z n‡e| CBS †_‡K data input Gi †ÿ‡Î 
FYMªnxZvi bvg, wcZvi bvg, MÖvg, BDwbqb, FY weZi‡Yi 
ZvwiL cÖwZwU select K‡i `Times New Roman’ 
Ki‡Z n‡e| 

8. Finish &Merge G wK¬K K‡i Edit 

Individual Documents G wK¬K Ki‡Z 
n‡e| 

9. Select `ALL’ 

Then wK¬K OK 



 
  
cwi‡k‡l †h †dvìv‡i dvBjwU msiw¶Z Av‡Q †m †dvìviwU Open K‡i wcÖ›U Ki‡Z n‡e| we‡klfv‡e D‡jøL¨ †h, wcÖ›U Aek¨B 
“COLOUR” †ccv‡i Ki‡Z n‡e| 

 

** Mail Merge Gi †h†Kvb Critical wel‡q youtube Gi mvnvh¨ MÖnb Kiv †h‡Z cv‡i| 

 
 

Mail Merge msµvšÍ †h‡Kvb cÖ‡qvR‡b ‡hvMv‡hvMt                     

Kg©KZ©vi bvg c`ex ‡gvevBj bs 
‡LvKb wgqv Da©Zb g~L¨ Kg©KZ©v 01721-788350 

 
 
 
 
 
 
 
 
 
 

10. Notice File wU word 

documents G ˆZix n‡e| 
Ctrl+S A_ev Save as w`‡q 
File wU Rename K‡i wbw ©̀ó 
Folder Ges Drive G msiÿb 
Ki‡Z n‡e| 



Despatch no. Folio No. Computer ID Loanee's Name Father's Name Village Union S. Date Amount Balance



 
 

 evsjv‡`k K…wl e¨vsK 
................. kvLv  

      .................AÂj 
‡dvbt ..................... 

 

 

 

 

 

 

ÒF‡Yi UvKv cwi‡kv‡ai Riæix †bvwUkÓ 
cÎ/‡WmcvP bs  :  
dwjI b¤^i  :  
Kw¤úDUvi AvBwW  :  
FY MÖnxZvi bvg  :  
wcZv/¯̂vgxi bvg  :  
MÖvg   :  
BDwbqb   :   
weZi‡Yi ZvwiL, cwigvY :                ,  cwivgY :  /- 
cvIbv UvKv  :           /-+Abv‡ivwcZ my` Avm‡ji wØ¸b nIqv ch©šÍ|        
†gvevBj   :  
Rbve, 
     Avcwb evsjv‡`k K…wl e¨vsK---------------kvLvi GKRb FY MÖnxZv| e¨vs‡Ki 
mv‡_ m¤úvw`Z Pzw³ Abyhvqx wba©vwiZ Zvwi‡Li g‡a¨ my`vm‡j F‡Yi UvKv cwi‡kva 
Kivi K_v wQj| wKš‘ Avcwb Pzw³ Abyhvqx F‡Yi UvKv cwi‡kva K‡ibwb, hv Pzw³i 
Pig ei‡Ljvc|  
 

GgZve¯’vq AvMvgx .................. Bs ZvwiL †ivR .................. evsjv‡`k K…wl 
e¨vsK, ................. kvLvi D‡`¨v‡M .................... ’̄v‡b GK ÒFY Av`vq 
gnvK¨v¤úÓ Gi Av‡qvRb Kiv n‡q‡Q| D³ gnvK¨v‡¤ú Dcw¯’Z n‡q F‡Yi my`vm‡j 
mvKzj¨ UvKv cwi‡kva Kivi Rb¨ Avcbv‡K Aby‡iva Kiv n‡jv| e¨_©Zvq Avcbvi 
weiæ‡× gvgjvi gva¨‡g †MÖdZvix c‡ivqvbv Rvix/gvjvgvj †µv‡Ki e¨e¯’v MÖnY K‡i 
†gvKÏgvi hveZxq LiPmn F‡Yi mvKzj¨ UvKv Av`vq Kiv n‡e|   
 

we. ª̀ t Avmvi mgq cÎwU Aek¨B m‡½ wb‡q Avm‡eb| wbixÿv mv‡c‡ÿ wnmve PzovšÍ 
n‡e| BwZg‡a¨ hviv FY cwi‡kva K‡i‡Qb Zv‡`i Rb¨ GB cÎwU cÖ‡hvR¨ bq| 

 
 

------------------- 
                                                                        e¨e¯’vcK 



                        evsjv‡`k K…wl e¨vsK 
                               kvLv
                                AÂj|

                                                                                                                                                                            welqt...ZvwiL wfwËK FYMÖnxZv‡`i ZvwjKv
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52 ‡gvevBj‡`q ZvwiL ‡gvU Av`v‡qi 
cwigvY

 w¯’wZ ÷¨vUvm    weZiYK…Z F‡Yi                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     

D‡Ïk¨  ZvwiL    cwigvY 

 µtbs  Kw¤úDUvi AvBwW FY MÖnxZvi bvg wcZv/¯v̂gxi bvg BDwbqb †jRvi 
dwjI bs

MÖvg
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