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1-1 ifjp;

bl ikB esa ge dEI;wVj flLVe ds ewyHkwr fMT+kkbu dk ifjp; çLrqr djsaxs% tSls fd
dEI;wVj flLVe ds fofHkUu Hkkx fdl rjg ls laxfBr gksrs gSa rFkk fdlh fof'k"V dk;Z
dks djus ds fy, fofHkUu dk;Z fdl çdkj ls fd, tkrs gSaA vkius ns[kk gksxk fd fdlh
fof'k"V dk;Z dks djus ds fy, ,d Øec¼ ,oa lqO;ofLFkr <ax ls dEI;wVj dks funZs'k
fn, tkrs gSaA dEI;wVj ds vo;oksa dks nks Hkkxksa esa foHkkftr fd;k tkrk gS] vFkkZr~ gkMZos;j
vkSj lkWÝVos;jA bl ikB esa ge gkMZos;j tSls fd Lo;a e'khu rFkk mlls tqM+s gq,
midj.k vFkkZr~] ekWuhVj] dhcksMZ] ekml bR;kfn vkSj lkWÝVos;j tks fofHkUu dk;ks± dks
djus ds fy, gkMZos;j dk mi;ksx djrs gSa] mudh ppkZ djsaxsA

1-2 mís';

bl ikB dk vè;;u djus ds i'pkr vki %

dEI;wVj flLVe dh ewyHkwr lajpuk dks Li"V dj ldsaxs_

fofHkUu çdkj ds buiqV rFkk vkmViqV midj.kksa dks Li"V dj ldsaxs_

lkWÝVos;j vkSj blds oxhZdj.k dks ifjHkkf"kr dj ldsaxs_

flLVe lkWÝVos;j vkSj ,fIyds'ku lkWÝVos;j ds chp varj dj ldsaxs_

dEI;wVj Hkk"kk vkSj mlds oxhZdj.k dk o.kZu dj ldsaxsA

1-3 dEI;wVj D;k gS\

dEI;wVj ,d midj.k gS tks MkVk dks vFkZiw.kZ tkudkjh esa :ikUrfjr djrk gSA MkVk dqN
Hkh gks ldrk gS] tSls fd fofHkUu fo"k;ksa esa vkids }kjk çkIr fd, x, vadA ;g ,d
d{kk esa lHkh fo|kfFkZ;ksa ds uke] vk;q] fyax] otu] Å¡pkbZ vkfn Hkh gks ldrk gSA

1
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dEI;wVj tks dk;Z dj ldrk gS] mlds lanHkZ esa Hkh dEI;wVj dks ifjHkkf"kr fd;k tk
ldrk gSA dEI;wVj MkVk dks xzg.k (accept) dj ldrk gS] MkVk dk HkaMkj.k (store)

dj ldrk gS] MkVk dks bfPNr :i esa lalkfèkr (process) dj ldrk gS rFkk
vko';drk iM+us ij laxzfgr MkVk dks iquZçkIr (retrieve) dj ldrk gS vkSj ifj.kke
dks eupkgs I+kQkWeZsV esa fçaV dj ldrk gSA

dEI;wVj dh eq[; fo'ks"krk,¡ gSa% mPp xfr] ifj'kq¼rk] cqf¼eÙkkiwoZd dk;ks± dh
lEiUurk] cgqvk;keh dk;ks± dks djus dh 'kfDr vkSj HkaMkj.kA

1-3-1 dEI;wVj dh lajpuk

dEI;wVj dk CykWd vkjs[k fp=k 1-1 esa fn[kk;k gS%

buiqV ;wfuV

eseksjh ;wfuV

daVªksy ;wfuV

vfjFkesfVd ykWftd

;wfuV

vkmViqV ;wfuV

fp=k 1-1 dEI;wVj lajpuk dk CykWd vkjs[k

eq[;r% dEI;wVj ik¡p cM+s dk;ks± dks laiUu djrk gS] pkgs mldh cukoV ;k vkdkj dqN
Hkh gksA ;s gSa%& 1) ;g buiqV }kjk MkVk ;k funZs'k Lohdkj djrk gS] 2) ;g MkVk dks
laxzfgr djrk gS] 3) ;g mi;ksxdrkZ dh vko';drk vuqlkj MkVk dks lalkfèkr djrk
gS] 4) ;g ifj.kkeksa dks eupkgs :i esa vkmViqV ds }kjk n'kkZrk gS] 5) ;g dEI;wVj ds
Hkhrjh vkijs'kuksa dks fu;af=kr djrk gSA ge vkxs buesa ls çR;sd dk;Z ij ppkZ djsaxsA

1- buiqV% ;g MkVk vkSj çksxzke dks dEI;wVj flLVe esa çfo"V (enter) djus dh çfØ;k
gSA

2- daVªksy ;wfuV (CU)% buiqV] vkmViqV] lalkèku] rFkk HkaMkj.k dh çfØ;k daVªksy
;wfuV ds fujh{k.k esa dh tkrh gSA ;g fuèkkZfjr djrk gS fd MkVk çkIr djuk dc
çkjaHk fd;k tk, rFkk MkVk çkIr djuk dc can fd;k tk,] vkSj MkVk dk HkaMkj.k
dgk¡ fd;k tk, bR;kfnA ;g è;ku nsrk gS fd Øec¼ i¼fr }kjk dEI;wVj ds
vkarfjd dk;ks± dks fdl çdkj laiUu fd;k tk,A

3- eseksjh ;wfuV% MkVk vkSj funZs'kksa dks laxzfgr djus ds fy;s dEI;wVj dk ç;ksx fd;k
tkrk gSA
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4- vfjFkesfVd ykWftd ;wfuV (ALU)% ,,y;w }kjk eq[; :i ls tksM+uk] ?kVkuk]
xq.kk djuk] Hkkx] rk£dd vkSj rqyukRed dk;Z fd, tkrs gSaA

5- vkmViqV% mi;ksxh tkudkjh çkIr djus ds fy, MkVk }kjk ifj.kkeksa dks is'k djus
dh i¼fr dks vkmViqV dgk tkrk gSA

,,y;w vkSj lh;w dks la;qDr :i ls lsaVªy izkslsflax ;wfuV (lhih;w) dgk tkrk gSA vki
lhih;w dks dEI;wVj flLVe dk efLr"d Hkh dg ldrs gSaA

ikBxr ç'u

1- dEI;wVj }kjk lEiUu fd, tkus okys ik¡p ewyHkwr dk;Z dkSu ls gSa\

2- ,,y;w] lh;w vkSj lhih;w dks ifjHkkf"kr dhft,A

3- lgh mÙkj pqusa%

(d) vadxf.krh; rFkk rkfdZd dk;ks± dks lEiUu djus okyh ;wfuV dks dgk tkrk
gS%

(i) ,,y;w (ii) laiknu

(iii) Hk.Mkj.k (iv) vkmViqV

([k) ,,y;w vkSj lh;w la;qDr :i ls tkus tkrs gSa

(i) jSe (RAM) (ii) jkWe (ROM)

(iii) lhih;w (CPU) (iv) buesa ls dksbZ ugha

(x) mi;ksxh tkudkjh çkIr djus ds fy, MkVk ls ifj.kke çkIr djus dh çfØ;k
dks dgrs gSa

(i) vkmViqV (ii) buiqV (iii) lalkèku
(iv) Hk.Mkj.k

1-4 ifjèkh; midj.k (Peripheral Devices)

ifjèkh; midj.k dEI;wVj esa cká :i ls tksM+s tkrs gSaA dqN fo'ks"k dk;ks± dks fØ;kfUor
djus ds fy, bu midj.kksa dk mi;ksx fd;k tkrk gSA

ifjèkh; midj.k fuEufyf[kr gSa%

1- buiqV midj.k

2- vkmViqV midj.k

3- vU; ifjèkh; (peripheral) midj.k
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fp=k 1-2 dEI;wVj ds fofHkUu ifjèkh; midj.k

1-5 buiqV midj.k

buiqV midj.k mi;ksxdrkZ ls MkVk vkSj funZs'kksa dks Lohdkj djrs gSaA uhps fofHkUu buiqV
midj.kksa ds mnkgj.k gSa] tks bl mís'; ds fy;s dEI;wVj ls tksM+s tkrs gSa%

1- dhcksMZ

2- ekml

3- ykbV isu

4- vkWfIVdy LdSuj

5- Vp&LØhu

6- èofu ds fy, ekbØksI-kQksu

7- VªSd&ckWy

1-5-1 dhcksMZ

dhcksMZ lcls lkekU; buiqV midj.k gS (tSlk fd fp=k 1-3 esa fn[kk;k x;k gS)A dhcksMZ
ds dbZ çdkj miyCèk gSa_ muesa dqN fHkUurk,¡ gSa] vU;Fkk os le:i gSaA lcls vfèkd
mi;ksx fd;k tkus okyk dhcksMZ QWERTY dhcksMZ gSA vkerkSj ij vkn'kZ dhcksMZ esa
104 dqaft;k¡ gksrh gSaA bu dhcksMZ esa] dlZj dks fu;af=kr djus okyh dqaft;ksa dks nks txg
ij j[kk x;k gS] rkfd U;weSfjd iSM dk vklkuh ls mi;ksx fd;k tk ldsA

fp=k 1-3 dhcksMZ
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1-5-2 ekml

ekml ,d fo|qr&;kaf=kd (electro-mechanical)] gkFk ls ç;ksx fd, tkus okyk
midj.k gS (tSlk fd fp=k 1-4 esa fn[kk;k x;k gS)A bldk mi;ksx IokbaVj dh rjg
fd;k tkrk gSA blds }kjk fofHkUu dk;Z fd, tk ldrs gSa tSls fd esU;w dekaM dk p;u
djuk] vkbdu dks LFkkukarfjr djuk] foaMksT+k ds vkdkj esa ifjorZu ykuk] çksxzke çkjaHk
djuk vkSj fodYiksa dk p;u djukA

fp=k 1-4 ekml

lkèkkj.kr% ekml esa ,d vakrfjd] pqEcdh; inkFkZ ls ijr p<+h gqbZ ckWy gksrh gS] ftls
vkerkSj ij ,d likV lrg ij j[kk tkrk gS vkSj tks MsLDVkWi ij ekml dh xfrfofèk
dk irk yxkrh gSA vktdy xfrfofèk dk irk yxkus ds fy, vkWfIVdy ;k yst+j ekml
dk mi;ksx fd;k tkrk gSA vktdy lHkh foaMksT+k&vkèkkfjr ,fIyds'kul ekml ds lkFk
dk;Z djus ds fy, fMt+kbu fd, x, gSaA dfBurk ls ;kn j[ks tkus okys dqath la;kstuksa
(key-combinations) dks vklku ̂ IokabV ,oa fDyd* (point and click) dk;Zokgh ds
cnys LFkkfir djus ds fy, ekml dk mi;ksx fd;k tkrk gSA ijUrq ;g lHkh dhcksMZ
dk;ks± dks çfrLFkkfir ugha dj ldrk gSA ;g dekaM&vkèkkfjr dk;ks± ds fy, ,d
fodYi gks ldrk gSA

1-5-3 ykbV isu

;g ,d buiqV midj.k gS tks fMLIys LØhu ij vWkCtsDV dks pquus ds fy, çdk'k&laosnh
lalwpd (light-sensitive detector) dk ç;ksx djrk gSA ykbV isu ekml ds leku gksrk
gS (tSlk fd fp=k 1-5 esa fn[kk;k x;k gS)] flok; blds fd ykbV isu }kjk vki IokbaVj
dks ,d LFkku ls nwljs LFkku ij ys tk ldrs gSa vkSj isu }kjk vkWCtsDV~l dks bafxr dj
fMLIys&LØhu ij vkWCtsDV~l dks pqu ldrs gSaA

fp=k 1-5 ykbV isu
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1-5-4 vkWfIVdy LdSuj

bl midj.k dk mi;ksx Lopkfyr :i ls MkVk&laxzg.k djus ds fy, fd;k tkrk gSA bl
Js.kh ds midj.k eSU;qvy :i ls buiqV fd, tkus okys MkVk dks iw.kZr% ls lekIr dj
nsrs gSaA mnkgj.k ds fy,] ckj dksM jhMj (Bar-code reader), okLro esa] fo'ks"k çdkj
dk besTk LdSuj gSA

best LdSuj Nih gqbZ Nfo;ksa (images) dks ,d bysDVªkWfud Lo:i esa ifjofrZr djrk
gS] ftls dEI;wVj dh eseksjh esa laxzfgr fd;k tk ldrk gS] vkSj ,d mfpr lkWÝVos;j
dh lgk;rk ls laxzfgr Nfo esa cnyko fd;k tk ldrk gSA LdSuj dk ,d vU; mnkgj.k
vkWfIVdy dSjsDVj fjdXuh'ku (vks-lh-vkj) gS] ftldk mi;ksx cSadksa }kjk Vkbi fd, gq,
;k eqfær (printed) ist dh LdSu&Nfo dks VsDLV esa ifjofrZr djus ds fy, fd;k tkrk
gS rkfd mls dEI;wVj ij laikfnr fd;k tk ldsA

fp=k 1-6 LdSuj

1-5-5 Vp LØhu

Vp iSuy fMLIysT+k vkSj iSM~l (Touch panel displays and pads) vktdy dhcksMZ ds
fodYi ds :i esa çnku fd, tkrs gSaA buds }kjk buiqVl dEI;wVj dh LØhu }kjk fn,
tk ldrs gSa] tks ekWuhVj ls buiqV dks Lohdkj djrk gSA mi;ksxdrkZ LØhu ij çnf'kZr
fd, x, bysDVªkWfud cVuksa dks Nwrs gSa ;k os ykbV isu dk mi;ksx dj ldrs gSaA

fp=k 1-7 Vp LØhu ekWuhVj

1-5-6 ekbØksI-kQksu

ekbØksI-kQksu ,d buiqV midj.k gS] tks èofu dks buiqV ds :i esa ysrk gSA dhcksMZ ls ,aVj
dh xbZ tkudkjh dh rqyuk esa èofu&lapkj esa =kqfV dh laHkkouk vf/d gksrh gSA nks çdkj
ds ekbØksI-kQksu miyCèk gSa] tSlk fd fp=k 1-8 esa fn[kk;k x;k gS%
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1- MsLdVkWi ekbØksI-kQksu

2- gkFk }kjk mi;ksx yk;k tkus okyk ekbØksI-kQksu (Hand held microphone)

fp=k 1-8 MsLdVkWi vkSj gkFk }kjk mi;ksx fd;k tkus okyk ekbØksI-kQksu

1-5-7 VªSd ckWy

VªSd ckWy ,d IokbafVax midj.k gS tks mYVk j[ks ekml tSlk gksrk gS (tSlk fd fp=k
1-9 esa fn[kk;k x;k gS)A IokbaVj dks pykus ds fy,] vki vius v¡xwBs] m¡xfy;ksa ;k gkFk
dh gFksfy;ksa }kjk ckWy dks ?kqekrs gSaA

fp=k 1-9  VªSd ckWy

vkerkSj ij ckWy ds fudV rhu cVu gksrs gSa] ftudk mi;ksx vki ekml cVu dh rjg
djrs gSaA

ekml dh vis{kk VªSd&ckWy dk ,d ykHk ;g gS fd VªSd&ckWy fLFkj jgrk gS] blfy,
bldk mi;ksx djus ds fy;s vfèkd LFkku dh vko';drk ugha gksrh gSA blds vykok
vki VªSd&ckWy dks viuh xksn lfgr fdlh Hkh çdkj dh lrg ij j[k ldrs gSaA bu nksuksa
dkj.kksa ls VªSdckWy iksVZscy dEI;wVjksa ds fy;s vf/d yksdfç; IokbafVax fMokbl gSA

1-6 vkmViqV midj.k

vkmViqV midj.k MkVk dks lalkfèkr dj mi;ksxdrkZ dks tkudkjh okil ykSVkrk gSA dqN
vkerkSj ij iz;ksx fd, tkus okys vkmViqV midj.k gSa%

1- ekWuhVj (foTkqvy fMLIys ;wfuV)

2- fçaVj

3- IykWVj

4- Lihdj
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1-6-1 ekWuhVj

lHkh vkmViqV midj.kksa esa ls ekWuhVj (tSlk fd fp=k 1-10 esa fn[kk;k x;k gS) lEHkor%
lcls egRoiw.kZ vkmViqV midj.k gS] D;ksafd yksx nwljs midj.kksa dh rqyuk esa bldk
iz;ksx vf/d djrs gSaA ohfM;ks vMSIVj dkMZ vkSj ekWuhVj ds }kjk dEI;wVj dh tkudkjh
n`';eku :i ls çnf'kZr dh tkrh gSA lhih;w ds vUnj lalkfèkr tkudkjh] ftls çnf'kZr
djuk vko';d gS] ohfM;ks vMSIVj dks Hksth tkrh gSA ohfM;ks vMSIVj tkudkjh ds
izk:i dks mlh çdkj ls ifjofrZr djrk gS] tSls ,d VsyhfoT+ku tkudkjh dks çnf'kZr
djrk gS] tks mls dscy lfoZl }kjk Hksth tkrh gSA ekbØks&dEI;wVjksa ds lkFk mi;ksx fd,
tkus okys ekWuhVj ds nks ewyHkwr çdkj gSa%

1- lhvkjVh (CRT)

2- ,ylhMh  (LCD)

fp=k 1-10 lhvkjVh ,oa ,ylhMh ekWuhVj

dSFkksM js V~;wc (CRT)% lhvkjVh ;k dSFkksM js V~;wc ekWuhVj ,d fof'k"V ekWuhVj gS tks
vki ,d MsLdVkWi dEI;wVj ij ns[krs gSaA ;g ,d VsyhfoT+ku ds LØhu dh rjg fn[krk
gS] vkSj mlh dh rjg dk;Z djrk gSA bl çdkj ds ekWuhVj cM+h oSD;we&V~;wc dk ç;ksx
djrs gSa] ftUgsa dSFkksM js V~;wc (lh-vkj-Vh) dgk tkrk gSA

fyfDoM fØLVy fMlIys (LCD)% bl çdkj ds ekWuhVj dks ÝySV iSuy ekWuhVj Hkh
dgk tkrk gSA buesa ls vfèkdka'k Nfo;ksa dh çLrqfr ds fy, fyfDoM fØLVy fMlIys
(,y-lh-Mh) dk mi;ksx djrs gSaA bu fnuksa ,ylhMh ekWuhVj cgqr yksdfç; gSaA

tc yksx fofHkUu ekWuhVj dh {kerkvksa ds ckjs esa ckr djrs gSa] rc os ekWuhVj ds
jstkWY;w'ku dh ckr djrs gSaA vfèkdrj ekWuhVjksa dk jstkWY;w'ku 800*600 fiDlsy gksrk
gSA mPp dksfV ds ekWuhVj dk jstkWY;w'ku 1024*768 fiDlsy ;k fiQj 1280*1024
fiDlsy Hkh gks ldrk gSA vktdy ekWuhVjl~ mPp jstkWY;w'ku ;k fuEu jstkWY;w'ku esa
miyCèk gSaA

1-6-2 fçaVj

dEI;wVj ij nLrkosT+k cukus ds ckn mldh gkMZ&izfr (fçaV&vkmV) ysus ds fy, mls
fçaVj ij Hkstk tk ldrk gSA dqN fçaVj fo'ks"k lqfoèkk,¡ çnku djrs gSa] tSls fd jaxhu vkSj
fo'kky i`"B&Lo:iA lkekU; :i ls mi;ksx fd, tkus okys dqN fçaVj bl izdkj gSa%
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1- yst+j fçaVj

2- bad tsV fçaVj

3- MkWV eSfVªDl fçaVj

4- ykbu fçaVj

ystj fçaVj% ystj fçaVj mPp xq.koÙkk ds fçaV dk mRiknu djrk gS] ftldk iz;ksx
vfèkdrj çdk'ku {ks=k esa fd;k tkrk gSA ;g vR;fèkd rhoz gksrk gS] vkSj blesa vkokT+k
ugha gksrh gSA blds vfrfjDr] ysT+kj fçaVj dk lapkyu djuk cgqr vklku gS_ blesa
Lopkfyr :i ls isij dh yksfMax gksrh gSA lcls rsT+k xfr okyk ysT+kj fçaVj çfr feuV
200 eksuksØkse ist vkSj 100 jaxhu ist fçaV dj ldrk gSA

fp=k 1-11  ystj fçaVj

bad tsV fçaVj% bad tsV fçaVj djhc 64 uksT+ky (nozzles) dk mi;ksx dj dkxt ij
lhèks L;kgh fNM+d dj Nfo dk fuekZ.k djrk gSA ;|fi ;g ftl Nfo dk fuekZ.k djrk
gS] og vkerkSj ij ysT+kj fçaVj ftruh Li"V ugha gksrh gS fdUrq mldh xq.koÙkk dkiQh
vPNh gksrh gSA vkerkSj ij bad tsV fçaVj] MkWV eSfVªDl vkSj yst+j fçaVj ds chp ,d
vPNk fodYi gSA

fp=k 1-12  bad tsV fçaVj

ystj fçaVj dh rjg badtsV fçaVj Hkh 'kkar vkSj lqfoèkktud gS] ysfdu bldh xfr cgqr
rst+ ugha gksrh gSA

MkWV&eSfVªDl fçaVj dh rqyuk esa badtsV fçaVj vfèkd eg¡xk gksrk gS ysfdu ystj fçaVj
dh rqyuk esa bldh dher vkèkh gksrh gSA
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MkWV eSfVªDl fçaVj% MkWV eSfVªDl fçaVj ,d le; ij cgqr yksdfç; FkkA ;g cgq&mi;ksxh
vkSj lLrk vkmViqV midj.k gSA MkWV eSfVªDl fçaVj esa fçaV gSM fjcu ls Vdjkrk gS vkSj
MkWV ds la;kstu ls VsDLV (;k Nfo) dk fuekZ.k djrk gS] blh dkj.k ls bldk uke MkWV
eSfVªDl fçaVj gSA bldh xfr dSjsDVlZ çfr lsdaM (lhih,l) esa ekih tkrh gSA
gkykafd] ;g lLrk gS] ijUrq vfèkd 'kksj djrk gS vkSj fuEu xq.koÙkk ds fçaV nsrk gSA

fp=k 1-13  MkWV eSfVªDl fçaVj

ykbu fçaVj% ykbu fçaVj dk iz;ksx lkekU;r;k fo'kky dEI;wVj ds lkFk VsDLV vkèkkfjr
MkVk çkslsflax fjiksVZ ds fy, fd;k tkrk gSA ykbu fçaVj rhoz xfr dk fçaVj gS ftldh
xfr çfr feuV yxHkx 100 ls 3800 ykbu gksrh gSA foxr le; esa ykbu fçaVj ds fçaV
dh xq.koÙkk mPp ugha FkhA çkS|ksfxdh esa fodkl ds lkFk ykbu fçaVj ds fçaV dh xq.koÙkk
esa Hkh lqèkkj gks jgk gSA bldh dher yk[kksa #i;s esa gSA

fp=k 1-14  ykbu fçaVj

1-6-3 IykWVj

IykWVj ,d fo'ks"k rjg dk vkmViqV midj.k gS tks fçaVj dh rjg fHkUu rjhds ls dkxt
ij fp=kksa dk fuekZ.k djrk gSA fo'kky vkjs[k ;k Nfo;ksa dk fuekZ.k djus ds fy, IykWVlZ
fMtkbu fd, x, gSa] tSls Hkouksa dh fuekZ.k ;kstuk,¡ ;k ;kaf=kd oLrqvksa ds fy, CywfizaV
rS;kj djukA IykWVj mlh iksVZ esa tksM+k tk ldrk gS] ftls fçaVj ds fy, mi;ksx fd;k
tkrk gSA

fDyi jSd esa fofHkUu jax ds iSul dh Jà[kyk vkSj jkscksfVd vkeZ IykWVj ds Hkkx gSaA
IykWVj dEI;wVj ls tks funZs'k xzg.k djrk gS os gSa% jax vkSj ykbu ds 'kq: vkSj var gksus
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ds funZs'kkadA bl tkudkjh ds lkFk IykWVj vius vkeZ ls lgh jax dks mBkrk gS vkSj mls
funZs'kkadksa dh 'kq:vkr ij ykdj isu dks dkxt dh lrg ij j[krk gS] vkSj funZs'kkadksa
ds var rd fp=k.k djrk gSA cgqr NksVh lhèkh js[kk dh Jà[kyk cukrs gq, IykWVj oØ
js[kkvksa dk fuekZ.k djrk gSA

IykWVj lkekU; :i ls nks fMT+kkbu esa vkrs gSa%

1- ÝySV csM% NksVs IykWVj ftUgsa est ij j[kk tk ldrk gS] ij buesa dkxt ds vkdkj
dh lhek gksrh gSA

2- Mªe% ;g IykWVj cM+s vkdkj ds gksrs gSa] tks vlhfer yackbZ ds dkxt ds jksy dk
mi;ksx djrs gSaA

fp=k 1-15  ÝySV csM vkSj Mªe IykWVj

1-6-4  Lihdj

Lihdj (tSlk fd fp=k 1-16 esa fn[kk;k x;k gS) ,d vU; çdkj dk vkmViqV midj.k
gS] ftldk mi;ksx laxhr vkSj ckrphr lquus ds fy, fd;k tkrk gSA

fp=k- 1-16 Lihdj

ikBxr ç'u

4- fuEufyf[kr lgh gSa ;k xyr\

(d) ekml ,d vkmViqV midj.k gSA

([k) vkslhvkj (OCR) dk vFkZ vkWIVhdy daVsaV jhMj gSA

(x) ,ylhMh ekWuhVj dk mi;ksx uksVcqd dEI;wVj esa fd;k tkrk gSA

(?k) MkWV eSfVªDl fçaVj dh xfr dSjsDVlZ çfr lsdaM esa ekih tkrh gSA
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(M+) mPp xq.koÙkk ds fp=kksa vkSj Nfo;ksa dk fuekZ.k djus ds fy, IykWVj dk
mi;ksx fd;k tkrk gS] tSls Hkouksa ds fuekZ.k dh ;kstuk ;k ;kaf=kd oLrqvksa
ds fy;s :ijs[kk rS;kj djukA

1-7 lkWÝVos;j

tSlk fd vki tkurs gSa] dEI;wVj Lo;a dqN Hkh ugha dj ldrk gSA mi;ksxdrkZ dEI;wVj
dks funZs'k nsrk gS fd D;k djuk gS] dSls djuk gS vkSj dc djuk gSA fdlh Hkh dk;Z
dks djus ds fy,] vkidks dEI;wVj dks fof'k"V vuqØe esa funZs'kksa dk lSV nsuk gksrk gSA
funZs'kksa ds bl lSV dks çksxzke dgk tkrk gSA lkWÝVos;j çksxzkeksa dk lSV gksrk gS tks
gkMZos;j dks fof'k"V dk;ks± dks fof'k"V Øe esa djus dk vkns'k nsrk gSA lkWÝVos;j dk
eq[;r% fuEufyf[kr Jsf.k;ksa vkSj mi Jsf.k;ksa esa oxhZdj.k fd;k tk ldrk gS] tSlk fd
fp=k 1-17 esa fn[kk;k x;k gSA

lkÝVos;j

flLVe lkÝVos;j

vkWijsfVax
flLVe

;qfVfyVht
tujykbTM
iSdst

dLVekbTM
iSdst

,fIyds'ku lkÝVos;j

fp=k 1-17 lkWÝVos;j dk oxhZdj.k

1-7-1 flLVe lkWÝVos;j

tc vki dEI;wVj fLop vkWu djrs gSa rks jkWe (ROM) esa HkaMkfjr çksxzke dk fu"iknu
gksrk gS] tks dEI;wVj dh fofHkUu bdkb;ksa dks lfØ; dj nsrs gSa vkSj vkids }kjk dke
djus ds fy, mUgas rS;kj djrs gSaA çksxzkeksa ds bl lSV dks flLVe lkWÝVos;j dgk tkrk
gSA

flLVe lkWÝVos;j çksxzke ds os lSV gSa] tks dEI;wVj dks pykus] dEI;wVj ds fofHkUu dk;ks±
dks fu;af=kr djus] vkSj dEI;wVj ds lalkèkuksa dk çcaèku djus ds fy, ftEesnkj gksrs gSaA
vkWijsfVax flLVe (OS) blh Js.kh esa vkrk gSaA

vkWijsfVax flLVe ,d lkWÝVos;j gS tks mi;ksxdrkZ dks dEI;wVj ds lkFk lapkj ds fy,
bUVjiQsl çnku djrk gS] gkMZos;j ;a=kksa (fMLd Mªkbo] dhcksMZ] ekWuhVj bR;kfn) dk
çcaèku djrk gS] fMLd iQkby flLVeksa dk çcaèku vkSj ns[kjs[k djrk gS] vkSj ,fIyds'ku
çksxzkeksa dks lg;ksx djrk gSA ;wfuDl] foaMksT+k vkSj ykbusDl dqN yksdfç; vkWijsfVax
flLVe gSaA
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vkWijsfVax flLVe mi;ksxdrkZ dks os lHkh lqfoèkk,¡ çnku djrk gS] tks flLVe dk mi;ksx
djus rFkk mldk vuqj{k.k djus ds fy, vko';d gSaA ysfdu ;g lHkh dh vis{kkvksa
dks iw.kZ ugha dj ikrk gSA blh dkj.k ls ,d fHkUu çdkj dk flLVe lkWÝVos;j ftls
;wfVfyVht (utilities) dgk tkrk gS] ç;ksx esa vk;kA ;s os çksxzke gSa tks ,d vkWijsfVax
flLVe dh dk;kZRedrk vkSj mi;ksxdrkZvksa dh vko';drkvksa ds chp ds varj dks
feVkrk gSA ;wfVfyVht çksxkel ,d foLr`r Js.kh ds lkWÝVos;j gSa] tSls fd dEçsl
(fT+ki)@vudEçsl (vufT+ki) iQkby lkWÝVos;j] ,aVh ok;jl lkWÝVos;j] fLIyV ,aM
Tokbu iQkby lkWÝVos;j bR;kfnA

1-7-2 ,fIyds'ku lkWÝVos;j

,fIyds'ku lkWÝVos;j çksxzkeksa dk ,d lSV gksrk gS] ftls fo'ks"k dk;ks± dks lEiUu djus
ds fy, fy[kk tkrk gSA mnkgj.k ds fy, ,fIyds'ku iSds T+k tks iqLrdky; dks çcafèkr
djrk gS] mls ykbczsjh baiQkWeZs'ku flLVe dgrs gSaA bldk mi;ksx iqLrdky; dh
tkudkjh dk çcaèku djus ds fy, fd;k tkrk gS] tSls fd fdrkcksa dh tkudkjh j[kuk]
ys[kk èkkjd dh tkudkjh] fdrkcksa ds forj.k dh tkudkjh] fdrkcksa dks okil djus dh
tkudkjh j[kuk bR;kfnA ,d vU; ,fIyds'ku iSdst tks fo|kFkhZ dh tkudkjh dk çcaèku
djrk gS] mls LVwMsaV baiQkWeZs'ku flLVe dgrs gSaA ;g fo|kFkhZ ds jksy uEcj] uke]
ekrk&firk dk uke] irk] d{kk] laHkkx] ijh{kk ds ifj.kke dks lalkfèkr djus bR;kfn dk
çcaèku djrk gSA

,fIyds'ku lkWÝVos;j dks eq[;r% nks çdkj esa oxhZÑr fd;k tk ldrk gS%

(d) tujykbTM iSdst (Generalized Package)

([k) dLVekbTM iSdst (Customized Package)

tujykbTM iSdst

;s mi;ksxdrkZ lgk;d (user-friendly) lkWÝVos;j gSa tks mi;ksxdrkZ dh lkekU; T+k:jrksa
ds fy, fy[ks tkrs gSa] tSls fd nLrkost rS;kj djuk] fp=k cukuk] MkVk@lwpuk dk çcaèku
djus ds fy, MkVkcsl rS;kj djuk] çstsaVs'ku cukuk] [ksy [ksyuk bR;kfnA

;g çksxzke dk ,d lewg gS tks fo'ks"k leL;kvksa dks gy djus ds fy, lkekU; mís'; ds
VwYl (midj.k) çnku djrk gSA dqN tujykbTM iSdstksa dks uhps lwphc¼ fd;k x;k gS%

oMZ çkslsflax lkWÝVos;j (nLrkosT+kksa dks cukus ds fy,)% oMZ ijiQsDV] ,e-,l-oMZ]
vksiu vkWfiQl jkbVj (OpenOffice.org Writer)A

LçsM'khV (MkVk fo'ys"k.k)% yksVl LekVZ lwbV] ,e-,l ,Dlsy] vksiu vkWfiQl
dSYd (OpenOffice.org Calc)] ,Iiy uaclZA

çstsaVs'ku% çstsaVs'ku xzkfiQDl] ,e-,l- ikojikWbaV] vksiu vkWfiQl bEçsl (OpenOffice.org
Impress)A
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MkVkcsl eSustesaV flLVe% ,e-,l ,Dlsl] vksiu vkWfiQl csl (OpenOffice.org
base)] ,e-,l-&,l- D;w- ,y- loZj] vkWjsdyA

x+zkfiQDl VwYl% isaV 'kkWi çks] vMksc iQkWVks'kkWiA

dLVekbT+k~M iSdst

;g os ,fIyds'kul gksrs gSa] ftudk fodkl fdlh laxBu@laLFkk dh fo'ks"k vko';drkvksa
dks iwjk djus ds fy, fd;k tkrk gSA

mnkgj.k% fo|kFkhZ dh tkudkjh dk fooj.k] Hkqxrku (isjksy) iSdst] eky&lwph fu;a=k.k
(bUosaVªh daVªksy) vkfnA

;s iSdst gkbZ&ysoy dEI;wVj ySaXosT+k (Hkk"kk) dk mi;ksx djds fodflr fd, tkrs gSaA

1-8 dEI;wVj dh Hkk"kk,¡ (Computer Languages)

Hkk"kk,¡ lapkj dk ,d lkèku gSaA lkekU;r% yksx Hkk"kk dk mi;ksx djds ,d nwljs ds lkFk
ckrphr djrs gSaA blh vkèkkj ij Hkk"kk }kjk dEI;wVj ds lkFk lapkj fd;k tkrk gSA ;g
Hkk"kk mi;ksxdrkZ vkSj e'khu nksuksa ds }kjk le>h tkrh gSA çR;sd Hkk"kk dh rjg tSls fd
vaxzsT+kh] fgUnh ds vius O;kdj.k ds fu;e gSa] mlh çdkj ls çR;sd dEI;wVj Hkk"kk Hkh
fu;eksa }kjk c¡/h gqbZ gS] ftUgsa ml Hkk"kk dk flaVSDl (syntax) dgk tkrk gSA dEI;wVj
ls lapkj djus ds nkSjku mi;ksxdrkZ ds fy, os flaVSDl vko';d gksrs gSaA

dEI;wVj Hkk"kk dks fuEu çdkj ls oxhZÑr fd;k x;k gS%

1- yks ysoy ySaXosT+k

yks ysoy dk vFkZ ml ekSfyd rjhds ls gS tks e'khu dks le> esa vkrh gSA yks ysoy
ySaXosT+k ds mnkgj.k uhps fn, x, gSa%

(d) e'khu ySaXosT+k%

;g Hkk"kk 0 vkSj 1 :i esa gksrh gS] ftls ckbujh dgrs gS vkSj tks lhèks dEI;wVj }kjk
le>h tkrh gSA ;g e'khu ij fuHkZj gksrh gSA ;g lh[kus esa dfBu gS vkSj çksxzke fy[kus
ds fy, vkSj Hkh dfBu gSA

[k- vlsEcyh ySaXosT+k

bl Hkk"kk esa e'khu dksM 0 vkSj 1 dks lkadsfrd dksM }kjk çfrLFkkfir fd;k tkrk gS
(ftls fueksfuDl dgrs gSa)] rkfd bls vfèkd vuqdwy cuk;k tk ldsA çksxzkfeax lajpuk
dks lqèkkjus ds fy;s ;g çFke pj.k gSA

e'khu ysoy çksxzkfeax dh rqyuk esa vlsEcyh ySaXosT+k çksxzkfeax vfèkd ljy gS vkSj blesa
de le; yxrk gSA e'khu ySaXosT+k çksxzkeksa dh rqyuk esa vlsEcyh ySaXosT+k esa xyfr;ksa dks
<w¡<+uk vkSj mUgsa Bhd djuk vfèkd vklku gksrk gSA ;s Hkh e'khu ij fuHkZj gksrh gSA
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çksxzkejksa dks ml e'khu ds ckjs esa irk gksuk pkfg, ftl ij çksxzke pykuk gSA

2- gkbZ ysoy ySaXoT+k

vki tkurs gSa fd yks ysoy ySaXosT+k ds fy, gkMZos;j ds foLr`r Kku dh vko';drk
gksrh gS]  D;ksafd ;g e'khu fuHkZj gksrh gSA bu eqf'dyksa dks nwj djus ds fy, gkbZ ysoy
ySaXosT+k dk fodkl fd;k x;k gS] tks fdlh Hkh leL;k dks gy djus ds fy, lkekU;
vkSj vklkuh ls le>s tkus ;ksX; vaxzsth ds dFkuksa dk mi;ksx djrh gSA gkbZ ysoy ySaXoT+k
dEI;wVj ij fuHkZj ugha gksrh gS vkSj blesa çksxzkfeax djuk cgqr ljy gksrk gSA

fofHkUu gkbZ ysoy ySaxosT+ksl dk o.kZu uhps fd;k x;k gS%

csfld (BASIC) (fcfXulZ vkWy iiZl flEckWfyd baLVªD'ku dksM)% ;g O;kid
:i ls ç;ksx dh tkrh gS ,oa vklkuh ls lh[kh tk ldus okyh lkekU; mi;ksx dh
Hkk"kk gSA çkjafHkd fnuksa esa eq[;r% ekbØksdEI;wVj esa bldk mi;ksx fd;k tkrk FkkA

dkscksy (COBOL) (dkWeu fcT+kusl vksfj,aVsM ySaXosT+k)% O;olkf;d vuqç;ksxksa ds
fy, mi;ksx dh tkus okyh ,d ekudhÑr Hkk"kkA

iQksVªkZu (FORTRAN) (iQkWeZwyk Vªkalys'ku)% xf.kr lacaèkh vkSj oSKkfud leL;kvksa
dks gy djus ds fy, bldk fodkl fd;k x;k FkkA ;g oSKkfud leqnk; esa
vR;fèkd yksdfç; Hkk"kkvksa esa ls ,d gSA

C: LVªDpMZ çksxzkfeax ySaXosT+k ftldk mi;ksx lHkh mís';ksa ds fy, fd;k tkrk gS]
tSls fd oSKkfud vuqç;ksx] okf.kfT;d vuqç;ksx] xsEl dks fodflr djuk vkfnA

C++: yksdfç; vkWCtsDV vksfj,aVsM çksxzkfeax ySaXosT+k] ftldk mi;ksx lkekU; mís';
ds fy, fd;k tkrk gSA

1-9 dEikbyj vkSj vlsEcyj

tSlk fd vki tkurs gSa fd gkbZ ysoy ySaXosT+k e'khu ij fuHkZj ugha gksrh gS vkSj vlsEcyh
ySaXosT+k pwafd e'khu ij fuHkZj gksrh gS' fiQj Hkh mlesa funZs'kksa ds fy, fueksfuDl dk
mi;ksx fd;k tkrk gS ftls e'khu ugha le>rh gSA vr% nksuksa ySaXosT+k }kjk çnku fd, x,
funZs'kksa dks e'khu le> lds] blds fy, dEikbyj vkSj vlsEcyj dh vko';drk gksrh
gS rkfd os bu funZs'kksa dks e'khu ySaXosT+k esa ifjofrZr dj ldsaA

lkWÝVos;j (çksxzkeksa dk lSV) tks gkbZ ysoy ySaXosT+k esa fy[ks çksxzke dks i<+rk gS vkSj mls
e'khu ySaXosT+k esa ,d lerqY; çksxzke esa ifjofrZr djrk gS] mls dEikbyj dgrs gSaA

çksxzkej }kjk gkbZ ysoy ySaXosT+k esa fy[ks x, çksxzke dks lkslZ çksxzke dgk tkrk gS vkSj
dEikbyj }kjk vuqokn fd, tkus ds ckn mRiUu çksxzke] vkWCtsDV çksxzke dgykrk gSA
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dEikbyjlkslZ izksxzke

(gkbZ ysoy ySaXost)

vkWCtsDV izksxzke

(e'khu ySaXost)

fp=k 1-18 dEikbyj

lkWÝVos;j (çksxzkeksa dk lSV) tks vlsEcyh ySaXosT+k esa fy[ks çksxzke dks i<+rk gS vkSj mls
e'khu ySaXosT+k esa ,d lerqY; çksxzke esa ifjofrZr djrk gS] vlsEcyj dgykrk gSA

lkslZ izksxzke

(,lsEcyh ySaXost)
vlsEcyj

vkWCtsDV izksxzke

(e'khu ySaXost)

fp=k 1-19 vlsEcyj

ikBxr ç'u

5- fuEufyf[kr lgh gSa ;k xyr\

(d) vkWijsfVax flLVe (O.S.) ,d ,fIyds'ku lkWÝVos;j gSA

([k) yks ysoy çksxzke dh rqyuk esa gkbZ ysoy ySaXosT+k dh çksxzkfeax djuk vfèkd
vklku gksrk gSA

(x) oSKkfud rFkk xf.krh; leL;kvksa dks gy djus ds fy, dEI;wVj ySaXost
iQksVªkWu dk mi;ksx fd;k tkrk gSA

(?k) C ,d vkWCtsDV vksfj,aVsM çksxzkfeax ySaXosT+k gSA

(M) dEikbyj gkbZ ysoy ySaXosT+k dks e'khu ySaXosT+k esa ifjofrZr djrk gSA

1-10 vkius D;k lh[kk

dEI;wVj rHkh mi;ksxh gksrk gS tc ;g cká midj.kksa tSls fd dhcksMZ] ekml] ekWuhVj]
Lihdj] ftUgsa ifj/h; midj.k dgk tkrk gS] ds lkFk feydj dke djrk gSA

bl ikB esa geus dEI;wVj flLVe ds fofHkUu ifj/h; midj.kksa ds ckjs esa foLrkj ls ppkZ
dhA vkius ;g Hkh lh[kk fd lkWÝVos;j dh lgk;rk ds fcuk gkMZos;j Lo;a dqN ugha
dj ldrk gSA vr% geus lkWÝVos;j] mlds çdkj] vkSj lkWÝVos;j rS;kj djus ds fy,
mi;ksx dh tkus okyh dEI;wVj ySaXosT+k ds ckjs esa foLrkj ls le>kA

1-11 ikBkar ç'u

1- dEI;wVj D;k gS\ dEI;wVj flLVe ds ewyHkwr laxBu dk fp=k.k djus ds fy, CykWd
fp=k cuk,¡ vkSj fofHkUu ;wfuV ds dk;ks± dk o.kZu djsaA
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2- buiqV midj.k D;k gksrs gSa\ la{ksi esa egRoiw.kZ buiqV midj.kksa dk o.kZu djsaA

3- ewyHkwr çdkj ds nks ekWuhVj lhvkjVh (CRT) vkSj ,ylhMh (LCD) ij ppkZ djsaA

4- lkWÝVos;j D;k gS\ fp=k dh lgk;rk ls blds fofHkUu oxks± dk o.kZu djsaA

5- flLVe vkSj ,fIyds'ku lkWÝVos;j ds chp varj crk,¡A

6- fuEu ij 'kkWVZ uksV~l fyf[ksa%

(d) ystj fçaVj

([k) gkbZ ysoy ySaXosT+k

(x) dEikbyj

(?k) IykWVj

7- dEI;wVj ySaXosT+k vkSj blds oxhZdj.k ij uksV fy[ksaA

1-12 ikBxr ç'uksa ds mÙkj

1- dEI;wVj }kjk fd, tkus okys ikap ewyHkwr dk;Z gSa & buiqV] Hk.Mkj.k] lalkèku]
vkmViqV vkSj fu;a=k.kA

2 ,,y;w % vfjFkesfVd ykWftd ;wfuV

lh;w % daVªksy ;wfuV

lhih;w % lsaVªy çkslsflax ;wfuV

3- (i) i (ii) iii (iii) i

4- (i) xyr (ii) xyr (iii) lgh (iv) lgh
(v) lgh

5- (i) xyr (ii) lgh (iii) lgh (iv) xyr
(v) lgh
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2-1 ifjp;

vktdy vkWijsfVax flLVe mi;ksxdrkZ x+zkfiQdy ;wT+kj baVjiQsl (GUI) dk mi;ksx djrs
gSaA blesa vkidks lHkh dekaM ;kn j[kus dh vko';drk ugha gksrh gSA dekaM ekWuhVj ij
vkbdu ds :i esa fn[kkbZ nsrs gSaA vktdy lcls vfèkd yksdfç; vkWijsfVax flLVe
^foaMksT+k* uke ls miyCèk gSA

le; ds lkFk foaMksT+k vkWijsfVax flLVe dk fodkl foaMksT+k 95] foaMksT+k 98 vkSj foaMksT+k
2000 ds :i esa gqvk gSA orZeku esa foaMksT+k XP] foaMksT+k foLVk vkSj foaMksT+k 7 mi;ksx
esa yk, tk jgs gSaA bl ikB esa ge foaMksT+k XP dh eq[; fo'ks"krkvksa ds ckjs esa Li"V djsaxsA

2-2 mís';

bl ikB dk vè;;u djus ds i'pkr vki %

foaMksT+k XP dh fo'ks"krkvksa dk o.kZu dj ldsaxs_

fofHkUu vkbdu vkSj mudh fo'ks"krkvksa dk o.kZu dj ldsaxs_

iQkby çcaèku dks ifjHkkf"kr dj ldsaxsA

2-3 foaMksT+k XP ds eq[; Hkkx

2-3-1 ykWfxax vkWu

foaMkst XP ;qDr dEI;wVj esa tc XP 'kq: fd;k tkrk gS rc foaMksT+k ;k usVodZ ij
ykWx&vkWu djus ds fy, ,d ykWx&bu LØhu çnf'kZr gksrh gS] ;fn flLVe dEI;wVj
usVodZ dk fgLlk gSA

ykWx vkWu djus ds fy, fuEufyf[kr dk;Z djsa%

1- ikloMZ çfo"V djsa (;fn ;g ikloMZ lajf{kr gS)A

2- fdlh ,d dqath ij fDyd djsa ;k ,UVj dqath nck,¡A

2

vkWijsfVax flLVe
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fp=k % 2-1

fp=k 2-2

2-4 XP MsLdVkWi ds eq[; Hkkx

LVkVZ esU;w

LVkVZ cVu ij fDyd djus ij] LØhu ij fuEu :i ls esU;w çnf'kZr gksrk gS] ftlesa
foaMksT+k dk mi;ksx dj çkjaHk djus ds fy, vkidks lHkh miyCèk fodYi çkIr gksrs gSaA

fp=k 2-3
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fodYiksa dk fooj.k %

dk;Z fooj.k

vkWy çksxzkEl lHkh baLVkWy fd, x, (LFkkfir) çksxzkeksa dh lwph çnf'kZr
djrk gS] ftUgsa mi;ksxdrkZ 'kq: ;k mi;ksx dj ldrk gSA

ekbZ MkWD;wesaV~l orZeku mi;ksxdrkZ }kjk mi;ksx fd, x, MkWD;wesaV~l dh lwph
n'kkZrk gSA

ekbZ jhlsaV MkWD;wesaVl orZeku mi;ksxdrkZ }kjk gky gh esa ç;ksx fd;s gq, lHkh
MkWD;wesaV~l dh lwph n'kkZrk gSA

ekbZ fiDpj orZeku mi;ksxdrkZ }kjk mi;ksx fd, x, lHkh fp=k rFkk
rLohjksa dh lwph n'kkZrk gSA

ekbZ E;wfT+kd orZeku mi;ksxdrkZ }kjk mi;ksx fd, x, lHkh laxhr rFkk
xkuksa dh lwph n'kkZrk gSA

daVªksy iSuy dEI;wVj dks lajfpr (Configure) djus rFkk lkWÝVos;j vkSj
gkMZos;jksa ds fgLlksa dks LFkkfir djus gsrq çkIr midj.kksa dh
lwph n'kkZrk gSA

fçaVj ,oe~ iQSDl dEI;wVj ij LFkkfir lHkh fçaVj ,oa iQSDl dh lwph n'kkZrk
gSA

gsYi ,aM liksVZ foaMkst ij dk;Z dSls fd, tk ldrs gSa bldh tkudkjh çkIr
(lgk;rk rFkk leFkZu) djus ds fy, XP lgk;rk vkSj leFkZu çksxzke 'kq: djrk gSA

lpZ ([kkst) iQkbyksa] iQksYMjksa] ckdh usVodZ ls tqM+s dEI;wVj rFkk lk>k
fd, x, vU; lalkèkuksa dks <+w¡<+us esa blls lgk;rk feyrh gSA

ju ,fIyds'ku çksxzke 'kq: djrk gS ;k MkWl (DOS) dekaM dk
fu"iknu djrk gS A

ykWx vkWiQ orZeku esa flLVe esa tks mi;ksxdrkZ ykWx&bu gS mls ykWx&vkWiQ
djrk gS A

dEI;wVj can djuk [kqys gq, çksxzkEl dks can djrk gS] orZeku mi;ksxdrkZ dks
(VuZ&vkWiQ dEI;wVj) ykWx&vkWiQ djrk gS vkSj dEI;wVj flLVe dks can dj nsrk gSA

VkLd ckj

tc vki dEI;wVj flLVe 'kq: djrs gSa] rc LVkVZ vkSj VkLd ckj LØhu ds fupys fgLls
ij fn[kkbZ nsrk gS vkSj tc rd foaMkst py jgh gksrh gS rc rd ;g fMiQkWYV :i ls
fn[krk jgrk gSA
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tc Hkh çksxzke pyk;k tkrk gS ;k ,d ubZ foaMks [kksyh tkrh gS] rks çksxzke dk çfrfufèkRo
djrk gqvk ,d vkbdu VkLd ckj esa fn[kkbZ nsrk gSA foaMks ;k çksxzke esa vnyk cnyh
djus ds fy, ml vkbdu ij fDyd djsa tks ml çksxzke dk çfrfufèkRo djrk gSA tc
çksxzke ;k foaMks can djrs gSa rc vkbdu pyk tkrk gSA

fp=k 2-4

çksxzke 'kq: djuk

çksxzke 'kq: djus ds fy, fuEu dk;Z djsa%

1- LVkVZ cVu ij fDyd djsa_

2- vkWy çksxzkEl ij fDyd djsa_

3- bfPNr iQksYMj tSls fd ¶,Dlsljht¸ ij tkdj pykus ds fy, bfPNr çksxzke dk
p;u djsa tSls fd ¶isaV¸A

çksxzke can djuk

çksxzke can djus ds fy,] foaMks ds Åijh&nk,a dksus esa (X) cVu ij fDyd djsa ;k

iQkby esU;w ij fDyd djsa vkSj ¶Dykst+¸ fodYi dk p;u djsaA

lgk;rk çkIr djuk

foaMksT+k dks mi;ksx djus vkSj lh[kus esa çnku dh xbZ vkWu ykbu lgk;rk cgqr mi;ksxh
gSA fdlh [kkl fo"k; ;k py jgs dk;Z esa enn çkIr dh tk ldrh gSA lgk;rk 'kq: djus
ds fy,%

LVkVZ cVu ij fDyd djsa_

gsYi vkSj V~;wVksfj;y fodYi ij fDyd djsaA

LØhu ij lgk;rk vkSj leFkZu (Help and support) fo"k;ksa dh lwph vkSj vkWu ykbu
vuqf'k{k.k (Tutorial) çnf'kZr gksrk gSA dbZ rjhdksa ls bfPNr tkudkjh çkIr djus ds
fy, LØhu ij mifLFkr VSc dk mi;ksx fd;k tk ldrk gSA

ftl fo"k; ;k dk;Z ds ckjs esa vfèkd tkudkjh pkfg, ml ij fDyd djsa ;k ml
'kCn dks Vkbi djds] ml [kkl fo"k; ij lgk;rk çkIr dh tk ldrh gSA

o.kZØe esa lwphc¼ (alphabetically listed) fof'k"V fo"k;ksa dks <+w¡<+us ds fy,
¶baMsDl¸ VSc ij fDyd djsa vkSj LØhu ij fn, x, funZs'kksa dk ikyu djsaA

lgk;rk fo"k; rFkk <w¡<+h gqbZ tkudkjh dks viuh ¶iQsofjV¸ lwph esa 'kkfey djus ds
fy, ¶iQsofjV~l¸ VSc ij fDyd djsa rkfd Hkfo"; esa mUgsa vklkuh ls <+w¡<+k tk ldsA
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fp=k 2-5

vkius igys tks lgk;rk vkSj leFkZu (Help and support) i`"B i<+s gSa mudh lwph
esa ls bfPNr i`"B ij tkus ds fy, ^fgLVªh* ij fDyd djsaA

fofHkUu rjg dh vkWu ykbu enn tSls fd ekbØkslkWÝV vkWuykbu liksVZ ;k foaMkst
ij U;wT+k xzqi çkIr djus ds fy, ¶liksVZ̧  ij fDyd djsaA

viuh t:jrksa ds vuqlkj lgk;rk vkSj leFkZu dsaæ dks O;ofLFkr (configure)

djus ds fy, ¶vkWI'ku¸ ij fDyd djsaA

¶lgk;rk vkSj leFkZu¸ foaMks can djus gsrq] foaMks ds Åijh nkfgus dksus esa fLFkr (X)
cVu ij fDyd djsaA

iQkbyksa rFkk iQksYMjksa dks <w¡<+uk

;fn vki ugha tkurs gSa fd nLrkosT+k ;k iQksYMj dgk¡ gSa rks vki lpZ lqfoèkk ds }kjk mUgsa
gkMZ fMLd] lhMh ;k usVodZ Mªkbo (;fn dEI;wVj usVodZ esa yxk gks) ij <+w¡<+ ldrs gSaA
lpZ }kjk çnku dh tkus okyh baMsfDlax lsok vkids dEI;wVj ij fLFkr lHkh iQkbyksa dh
lwph (Index) dk;e j[krh gS] tks lpZ dh xfr dks rst cuk nsrh gSA

iQkby ;k iQksYMj dh [kkst djus ds fy,%

1- LVkVZ ij fDyd djsa] vkSj lpZ ij fDyd djsaA

2- foaMkst ds ckb± vksj ekStwn lHkh iQkbyksa vkSj iQksYMjksa (vkWy iQkbYl ,aM iQksYMlZ)
dk p;u djsaA

3- vkaf'kd ;k iw.kZ :i ls iQkby ;k iQksYMj dk uke fy[ksa ;k og 'kCn ;k okD;ka'k Vkbi
djsa tks <+w¡<+h tk jgh iQkby esa ekStwn gSA



vkWijsfVax flLVe :: 23

4- ;fn vkidks dksbZ lwpuk ;k tkudkjh ugha gS rks cps gq, fodYiksa esa ls ,d ;k
vfèkd dk p;u djsaA

yqd bu esa ml Mªkbo] iQksYMj ;k usVodZ ij fDyd djsa] ftlesa vki <+w¡<+uk
pkgrs gSaA

fp=k 2-6

fof'k"V frfFk;ksa ij ;k muds chp esa cukbZ ;k la'kksfèkr dh xbZ iQkbyksa dks ns[kus
ds fy, osu okWl bV ekWfMiQkbM\ ij fDyd djsaA

fdlh fof'k"V vkdkj dh iQkby [kkstus ds fy, OgkWV lkbT+k bt bV\ ij
fDyd djsaA

vfrfjDr [kkst ekinaM fufnZ"V djus ds fy, eksj ,MokaLM vkWI'kUl ij fDyd
djsaA

5- [kkst ekinaM fufnZ"V djus ds ckn] iQkby dks <+w¡<+us ds fy, lpZ ij fDyd djsaA

blh rjg ls vki baVjusV ij dksbZ [kkl lwpuk] ;k viuh irk iqfLrdk (Address

book) esa ls fdlh O;fDr dks [kkst ldrs gSa] fçaVj ;k usVodZ esa ekStwn dEI;wVj dks
<+w¡<+ ldrs gSaA

flLVe dh lSfVaXl ifjofrZr djuk

vki viuh #fp ds vuqlkj foaMkst ds Lo:i ;k dk;Z dks cnyus ds fy, daVªksy iSuy
esa ekStwn VwYl (Tools) dk mi;ksx dj ldrs gSaA u, gkMZos;j dks LFkkfir Hkh dj ldrs
gSa ;k lkWÝVos;j çksxzkeksa dks Mky ;k fudky Hkh ldrs gSa] vius MsLdVkWi ds Lo:i ,oa
mlds Li'kZ dks Hkh cny ldrs gSa rFkk vkSj Hkh cgqr dqN dj ldrs gSaA ;wtj eSustesaV]
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bosaV O;wvj] daiksusaV lfoZt vkfn ds lanHkZ esa foaMksT+k ds vPNs ç'kklu ds fy,
ç'kklfud VwYl (Administrative tools) fodYi esa dbZ çdkj ds ç'kklfud Vwy Hkh
'kkfey gSaA

daVªksy iSuy dks 'kq: djds ekStwnk VwYl dk ç;ksx djus gsrq fuEufyf[kr dk;Z djsa%

LVkVZ ij fDyd djsa_

daVªksy iSuy ij fDyd djsa_

mi;ksx djus ds fy, bfPNr VwYl dk p;u djsaA

mnkgj.k ds fy, ,d u;k mi;ksxdrkZ cukus ds fy, ;k ekStwnk mi;ksxdrkZ dh lSfVaXl
dks la'kksfèkr djus ds fy, daVªksy iSuy esa ¶;wT+kj vdkamV¸ ij fDyd djsaA

ekbZ dEI;wVj dk ç;ksx djuk

ekbZ dEI;wVj fMLd] lhMh vkSj usVodZ MªkbOl dh lkexzh (Contents) çnf'kZr djrk gSA
vki blesa iQkby vkSj iQksYMj dks Hkh [kkst ldrs gSa vkSj mUgsa [kksy Hkh ldrs gSa] iQksYMj
vkSj dEI;wVj lSfVax dks la'kksfèkr djus ds fy, daVªksy iSuy esa ekStwn fodYiksa dk Hkh
mi;ksx dj ldrs gSaA

ekbZ dEI;wVj dk mi;ksx djus ds fy,] LVkVZ ij fDyd djsa vkSj mlds ckn ekbZ
dEI;wVj ij fDyd djsaA

fp=k 2-7
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HkaMkj.k lkexzh (Storage Contents) çnf'kZr djuk

gkMZ fMLd esa ekStwn lkexzh ns[kus ds fy,] gkMZ fMLd MªkbOl ds varxZr mu Mªkbo
ij Mcy fDyd djsa ftUgsa vki ns[kuk pkgrs gSa tSls fd C:, D: bR;kfnA

lhMh&jkse] ;k vU; ehfM;k ij iQkby ;k iQksYMj [kkstus ds fy,] ̂ ^fMokblsl fon
fjewoscy LVksjst** ds varxZr] mu lHkh LVksjst ehfM;k ij fDyd djsa ftUgsa vki
ns[kuk pkgrs gSaA

iQksYMj esa iQkby <+w¡<us ds fy,] ¶iQkbYl LVksMZ vkWu fnl dEI;wVj ̧  ds varxZr
iQksYMj ij Mcy&fDyd djsaA

2-5 foaMksT+k esa iQkby çcaèku

foaMkst ,DlIyksjj ;k ekbZ dEI;wVj }kjk foaMksT+k esa iQkby dk çcaèku fd;k tk ldrk gSA
foaMksT+k ,DlIyksjj vkids dEI;wVj ij mifLFkr iQkbyksa] iQksYMjksa vkSj LVksjst MªkbOl
(fiQDLM vkSj gVkus ;ksX; nksuksa) dh vfèkØfed (hierarchical) lwph çnf'kZr djrk gSA
;g mu usVodZ MªkbOl dks Hkh lwphc¼ djrk gS ftUgsa vkids dEI;wVj esa Mªkbo v{kj
ds :i esa eSi fd;k x;k gSA foaMkst ,DlIyksjj dk mi;ksx iQkby vkSj iQksYMlZ dks dkWih
djus] ,d LFkku ls nwljs LFkku ij ys tkus] uke ifjofrZr djus vkSj mUgsa [kkstus ds fy,
Hkh fd;k tk ldrk gSA mnkgj.k ds fy,] iQkby dks dkWih djus ds fy, vki ml
iQksYMj dks [kksy ldrs gSa ftlesa dkWih ;k LFkkukarfjr dh tkus okyh iQkby gS vkSj
mlds ckn yf{kr iQksYMj ;k Mªkbo esa iQkby dks MªSx vkSj MªkWi dj ldrs gSaA

fp=k 2-8
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tc iQkbyksa ;k iQksYMjksa dks gkMZ fMLd ls gVk;k tkrk gS rks foaMksT+k mUgsa fjlkbfdy fcu
(Recycle bin) esa j[k nsrk gS vkSj ;fn fjlkbfdy fcu dks fjDr ugha fd;k tkrk gS rks
mUgsa ogk¡ ls iquZçkIr (Restore) fd;k tk ldrk gSA gVk;s tkus ;ksX; LVksjst ehfM;k tSls
fd usVodZ Mªkbo ls tc dksbZ iQkby ;k iQksYMj gVk;k tkrk gS rks os LFkk;h :i ls gV
tkrs gSa vkSj mUgsa fjlkbfdy fcu esa ugha Hkstk tkrk gSA

2-5-1 foaMksT+k ,DlIyksjj dk mi;ksx djuk

foaMkst ,DlIyksjj [kksyus ds fy,%

LVkVZ ij fDyd djsa_

vkWy çksxzkEl ij tk,¡_

,DlsljhT+k ij tk,¡] vkSj fiQj foaMksT+k ,DlIyksjj ij fDyd djsaA

ekbZ MkWD;wesaV dk mi;ksx dj iQkby ;k iQksYMj dks dkWih ;k LFkkukarfjr djuk

LVkVZ ij fDyd djsa vkSj fiQj ekbZ MkWD;wesaV ij fDyd djsaA

fp=k 2-9

dkWih dh tkus okyh iQkby ;k iQksYMj ij fDyd djsaA ,d ckj esa ,d ls vfèkd
iQkby ;k iQksYMj dks dkWih fd;k tk ldrk gSA
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fp=k 2-10

,d ls vfèkd Øekuqxr (Consecutive) iQkbyksa ;k iQksYMjksa dk p;u djus ds fy,
çFke iQkby ;k iQksYMj ij fDyd djsa vkSj f'kÝV dqath dks nck,¡ vkSj idM+ dj j[ksa]
vkSj fiQj vafre iQkby ;k iQksYMj ij fDyd djsaA

xSj& Øekuqxr (Non-consecutive) iQkbyksa ;k iQksYMjksa dk p;u djus ds fy,
daVªksy dqath dks nck,¡ vkSj idM+ dj j[ksa vkSj fiQj dkWih dh tkus okyh çR;sd
iQkby ;k iQksYMj ij fDyd djsaA

,fMV ds varxZr] dkWih pqusaA

fp=k 2-11
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ml yf{kr Mªkbo ;k iQksYMj dk p;u djsa ftlesa vki iQkbyksa dks dkWih djuk pkgrs
gSaA

yf{kr Mªkbo esa okafNr iQkby ;k iQksYMj dks dkWih djus ds fy, ,fMV ds varxZr
isLV pqusaA

2-5-2 iQkby fooj.k ns[kuk

1- LVkVZ ij fDyd djsa vkSj fiQj ekbZ MkWD;wesaV~l ij fDyd djsaA

2- ml iQksYMj ij Mcy fDyd djsa ftlesa ns[kh tkus okyh iQkbysa gSaA

3- O;w esU;w esa] fMVsYl ij fDyd djsaA

4- ;g iQkbyksa dk iw.kZ fooj.k çnf'kZr djsxk tSls fd uke] çdkj] vkdkj vkfnA

2-5-3 ,DlIyksjj dk mi;ksx dj iQkbyksa dks dkWih vkSj LFkkukarfjr (Move)
djuk

LVkVZ ij fDyd djsa] vkWy çksxzkEl ij tk,¡] ,lsljhT+k ij tk,¡ vkSj fiQj foaMkst
,DlIyksjj ij fDyd djsaA

lqfuf'pr djsa fd vki ftu iQkbyksa ;k iQksYMjksa dks LFkkukarfjr dj jgs gSa mudk
xarO; (destination) n`';eku gksA

fp=k 2-12

iQkby ;k iQksYMj dks xarO; LFkku rd MªSx djsa ([khap dj ys tk,¡)A

;fn vki ekml ds nkfgus cVu dks nckdj iQkby dks MªSx djrs gSa rks vki u, LFkku
ij iQkby dks dkWih] LFkkukarfjr dj ldrs gSa ;k mldk 'kkWVZdV cuk ldrs gSaA
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iQkby LFkkukarfjr djus ds ctk; iQkby dks dkWih djus ds fy, MªSx djrs le;
daVªksy dqath nckdj j[ksaA

;fn vki nwljh fMLd ij iQkby dks MªSx djrs gSa rks og dkWih gksxh] u fd
LFkkukarfjrA iQkby dks LFkkukarfjr djus ds fy, MªSx djrs le; f'kÝ+V dqath dks
nck,¡ vkSj mls idM+dj j[ksaA

çksxzke dks ,d u, LFkku ij MªSx djus ls ml çksxzke dk 'kkWVZdV cu tkrk gSA çksxzke
dks LFkkukarfjr djus ds fy, nk;k¡&fDyd djsa vkSj fiQj çksxzke dks u, LFkku rd
MªSx djsaA çksxzke dks LFkkukarfjr djus ds fy, vkidks ,d iz'kkld (administrator)

ds :i esa ykWx&bu djus dh vko';drk gksrh gSA

2-5-4 u;k iQksYMj cukuk

1- LVkVZ ij fDyd djsa vkSj fiQj ekbZ MkWD;wesaV~l ij fDyd djsa A

2- iQkby ds varxZr U;w ij fDyd djsa vkSj iQksYMj dk p;u djsa A

3- fMiQkWYV uke U;w iQksYMj ds uke ls ,d u;k iQksYMj çnf'kZr gksxk A

4-  u, iQksYMj dk uke Vkbi djsa vkSj ,aVj dqath nck,¡ A

5- iQksYMj foaMks ;k MsLdVkWi ds [kkyh {ks=k esa nk;k¡&fDyd djds vkSj fiQj U;w ij
tkdj] iQksYMj ij fDyd djds Hkh dj vki ,d u;k iQksYMj cuk ldrs gSaA

2-5-5 iQkby ;k iQksYMj dk uke cnyuk

1- LVkVZ ij fDyd djsa vkSj fiQj ekbZ MkWD;wesaV~l ij fDyd djsa A

2- ml iQkby ;k iQksYMj ij fDyd djsa ftldk vki uke cnyuk pkgrs gSa A

3- iQkby ds varxZr jhuse ij fDyd djsa A

4- u;k uke Vkbi djsa vkSj ,aVj dqath nck,¡ A

iQkby ;k iQksYMj ij nk;k¡&fDyd djds vkSj fiQj jhuse ij fDyd djds Hkh
mldk uke cnyk tk ldrk gSA

2-5-6 iQkby ;k iQksYMj dks gVkuk (Delete)

1- LVkVZ ij fDyd djsa vkSj fiQj ekbZ MkWD;wesaV~l ij fDyd djsa A

2- ml iQkby ;k iQksYMj ij fDyd djsa ftls vki gVkuk pkgrs gSa A

3- iQkby ds varxZr fMyhV ij fDyd djsa A

4- iQkby ;k iQksYMj ij nk;k¡&fDyd djds vkSj fiQj fMyhV ij fDyd djds Hkh mUgsa
fMyhV fd;k tk ldrk gSA
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5- fMyhV dh xb± iQkbysa vkSj iQksYMj fjlkbfdy fcu esa rc rd jgrs gSa tc rd fd
mUgsa fjlkbfdy fcu ls LFkk;h :i ls u gVk;k tk, A

6- gVkbZ xbZ iQkby dks iqu%çkIr (retrieve) djus ds fy,] MsLdVkWi ij mifLFkr
fjlkbfdy fcu ds vkbdu ij Mcy&fDyd djsaA

iqu%&çkIr dh tkus okyh iQkby ij nk;k¡&fDyd djsa vkSj fiQj jh&LVksj ij fDyd
djsaA

7- iQkby dks LFkk;h :i ls gVkus ds fy,] f'kÝV dqath dks nckdj j[krs gq, iQkby
dks fjlkbfdy fcu rd MªSx djsaA

fp=k 2-13

2-6 lkWÝVos;j@gkMZos;j LFkkfir (Install) djuk

u, lkWÝVos;j dks baLVkWy djus ds fy, foaMkst ,d rst+ vkSj vklku rjhdk çnku djrk
gSA daVªksy iSuy esa mifLFkr çksxzke tksM+sa ;k gVk,¡ (Add or Remove Programs)

mi;ksfxrk dEI;wVj flLVe ij çksxzkEl vkSj daiksusaV~l dk çcaèku djus esa lgk;rk djrh
gSA bldk mi;ksx dj vki lhMh&jkse] ;k usVodZ Mªkbo ls lkWÝVos;j iSdst tSls fd
ekbØkslkWÝV oMZ ;k ,Dlsl vkfn baLVkWy dj ldrs gSa vkSj baVjusV ds ekè;e ls foaMksT+k
viMsV vkSj ubZ lqfoèkkvksa dks tksM+ ;k gVk ldrs gSaA bldk mi;ksx foaMks ds mu vo;oksa
dks tksM+us ;k gVkus ds fy, Hkh fd;k tk ldrk gS tks ewy LFkkiuk (original

installation) esa 'kkfey ugha FksA
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fp=k 2-14

2-6-1 lkWÝVos;j baLVkWy djuk

LVkVZ ij fDyd djsa daVªksy iSuy ij fDyd djsaA

,SM vkSj fjewo çksxzkEl (çksxzkEl tksM+sa ;k fudkysa) ij Mcy&fDyd djsaA

,SM U;w çksxzkEl (u, çksxzkEl tksM+sa) ij fDyd djsa vkSj fiQj ml lzksr dks <+w¡<+sa
tgk¡ ij lkWÝVos;j dks baLVkWy fd;k tkuk gS tSls fd lhMh ;k ÝykWih MªkboA

lkWÝVos;j baLVkWy djus ds fy, viuh LØhu ij fn, x, funZs'kksa dk ikyu djsaA

2-6-2 lkWÝVos;j cnysa ;k gVk,¡

1- LVkVZ ij fDyd djsa] daVªksy iSuy ij fDyd djsaA

2- ,SM vkSj fjewo çksxzkEl (çksxzkEl tksM+sa ;k fudkysa) ij Mcy&fDyd djsaA

3- psat vkSj fMyhV çksxzkEl (çksxzke cnysa ;k gVk,¡) ij fDyd djsa] vkSj fiQj ml
çksxzke dk p;u djsa ftls vki gVkuk ;k cnyuk pkgrs gSaA

çksxzke cnyus ds fy,] psat cVu ij fDyd djsaA

çksxzke gVkus ds fy,] fMyhV cVu ij fDyd djsaA

2-6-3 foaMksT+k viMsV ls ubZ fo'ks"krk,¡ tksM+uk

1- LVkVZ ij fDyd djsa] daVªksy iSuy ij fDyd djsa A

2- ,SM vkSj fjewo çksxzkEl ij Mcy&fDyd djsaA
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3- foaMksT+k viMsV ij fDyd djsa A

4- foaMksT+k dh ubZ fo'ks"krk,¡ ;k viMsV baLVkWy djus ds fy, funZs'kksa dk ikyu djsa A

2-6-4 foaMksT+k ds dEiksusaV~l dks tksM+uk ;k gVkuk

foaMksT+k dh bl lqfoèkk dk mi;ksx djus ds fy, mi;ksxdrkZ dks iz'kkld (administra-

tor) ;k iz'kklfud lewg (administrative group) ds lnL; ds :i esa ykWx&bu djuk
pkfg,A

fp=k 2-15

1- LVkVZ ij fDyd djsa] daVªksy iSuy ij fDyd djsaA

2- ,sM vkSj fjewo çksxzkEl ij Mcy&fDyd djsaA

3- foaMksT+k daiksusaV~l foT+kkMZ esa funZs'kksa dk ikyu djsaA

2-6-5 gkMZos;j baLVkWy djuk

vkids dEI;wVj esa u, gkMZos;j dEiksusaV~l tSls fd èofu dkMZ] ohfM;ks dkMZ ;k usVodZ
dkMZ vkfn dk lSVvi djus esa foaMksT+k vkidh lgk;rk dj ldrh gSA

1- LVkVZ ij fDyd djsa] daVªksy iSuy ij fDyd djsa A

2- ,sM vkSj fjewo çksxzkEl ij Mcy&fDyd djsa A

3- LØhu ij fn, x, funZs'kksa dk ikyu djsa A
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fp=k 2-16

ikBxr ç'u

1- fuEufyf[kr lgh gSa ;k xyr%

(d) fMyhV dh xbZ iQkby vkSj iQksYMj dks fjlkbfdy fcu esa laxzfgr fd;k tkrk
gSA

([k) ,fMV esU;w ds varxZr vki iQkby dk uke cny ldrs gSaA

(x) u;k lkWÝVos;j baLVkWy djus ds fy, foaMksT+k ,d vklku vkSj rst+ rjhdk çnku
djrh gSA

2- fjDr LFkku Hkjsa%

(d) iQkby esU;w ds varxZr] ----------------- nck,¡ vkSj iQksYMj dk p;u djsaA

([k) ;fn vki -----------------nckrs gq, iQkby dks MªSx djrs gSa rks vki ml iQkby
dk 'kkWVZdV cuk ldrs gSaA

(x) tc vki dEI;wVj flLVe 'kq: djrs gSa rc VkLd ckj LØhu ds -------------Hkkx
esa çnf'kZr gksrk gSA

(?k) ----------------- ls tc iQkbyksa vkSj iQksYMjksa dks gVk;k tkrk gS rks foaMks mUgsa
fjlkbfdy fcu esa j[k nsrk gSA

(p) xSj&Øekuqxr iQkby ;k iQksYMj dk p;u djus ds fy, ----------------- dqath dks
nckdj j[ksaA
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2-7 vkius D;k lh[kk

bl ikB esa vkius foaMksT+k XP dh eq[; fo'ks"krkvksa ds ckjs esa lh[kkA vc vki dEI;wVj
esa iQkby vkSj iQksYMj dks [kkst ldrs gSa vkSj iQkbyksa dk çcaèku djus ds fy, foaMksT+k
,DlIyksjj dk mi;ksx dj ldrs gSaA iQkby iQksYMj ds vfrfjDr vki flLVe esa
lkWÝVos;j vkSj gkMZos;j baLVkWy dj ldrs gSaA vki flLVe lSfVaXl Hkh cny ldrs gSaA

2-8 ikBkar ç'u

1- iQkby ;k iQksYMj <+w¡<+us ds fy, fofHkUu pj.kksa (steps) dh lwph cuk,¡A

2- fuEukafdr dk o.kZu djsa%

(d) fjlkbfdy fcu

([k) VkLdckj

(x) çksxzke ls ckgj fudyuk

(?k) foaMksT+k esa iQkby çcaèku

3- dEI;wVj ls iQkby ;k iQksYMj dks gVk, tkus okys pj.k fy[ksaA

4- dEI;wVj esa lkWÝVos;j baLVkWy djus ds D;k pj.k gSa\

5- iQkby ;k iQksYMj dk uke cnyus ds fofHkUu pj.kksa dks fy[ksaA

2-9 ikBxr ç'uksa ds mÙkj

1- (d) lgh ([k) xyr (x) lgh

2- (d) U;w ([k) ekml dk nk;k¡ cVu (x) fupys

(?k) gkMZ fMLd (p) daVªksy dqath (CTRL KEY)
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3-1 ifjp;

oMZ çkslsflax ,d ,fIyds'ku çksxzke gS ftlesa vki ySVj] fjiksVZ] U;wT+kysVj] Vscy] iQkWeZ]
czks'kj vkSj osc ist cuk ldrs gSaA bl ,fIyds'ku çksxzke dk mi;ksx dj vki vius
nLrkosT+kksa (MkD;wesaVksa) esa fiDpj] Vscy vkSj pkVZ Mky ldrs gSaA vki blesa orZuh
(Lisfyax) vkSj O;kdj.k (xzkej) dh tk¡p Hkh dj ldrs gSaA

bl ikB esa ge oMZ 2007] mldh fo'ks"krkvksa] VwYl vkSj rduhdksa ds iz;ksx dk vè;;u
djsaxsA bl iSdst dk iz;ksx djds ge lHkh O;kolkf;d nLrkosT+kksa (MkWD;wesaVksa) ij ppkZ
djsaxsA

3-2 mís';

bl ikB dk vè;;u djus ds i'pkr vki %

oMZ 2007 dh fo'ks"krkvksa dks ifjHkkf"kr dj ldsaxs_

oMZ 2007 ds ewy esU;w ds fooj.kksa dk o.kZu dj ldsaxs_

u, oMZ nLrkosT+k dks cuk ldsaxs] rFkk mUgsa lso vkSj fçaV Hkh dj ldsaxs_

 oMZ nLrkosT+k dks rsth ls vkSj dq'kyrkiwoZd lqjf{kr dj ldsaxs_

oMZ dh iQkbyksa vkSj mudh fçafVax dk çcaèku dj ldsaxsA

3-3 oMZ çkslsflax dh eq[; fo'ks"krk,¡

oMZ izkslsflax dh eq[; fo'ks"krk,¡ fuEukuqlkj gSa%

vki igys ls cus gq, vkSj dLVe VsEiysV dk mi;ksx dj ds O;kolkf;d nLrkosT+k
cuk ldrs gSaA

3

oMZ çkslsflax ds ewyHkwr rF;
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vki fofHkUu lqfoèkkvksa tSls fd fo"k; lkexzh (Vscy vkWiQ daVsaV~l)] baMsDl vkSj
ØkWl jsiQjsafll dk mi;ksx djds cM+s nLrkosT+kksa dk vklkuh ls çcaèku dj ldrs gSaA

vki ,d lkFk vusd nLrkosT+kksa ij dk;Z dj ldrs gSa A

esy etZ dh lgk;rk ls vki 'kh?kzrk ls etZ nLrkosT+kksa dk fuekZ.k dj ldrs gSa tSls
ekl esfyax ;k esfyax yscyA

vkWVksdjsDV vkSj vkWVksiQkWesZV lqfoèkk,¡ Lopkfyr :i ls Vkbfiax dh xyfr;ksa dk irk
yxkrh gSa vkSj vius nLrkosT+kksa dks 'kh?kzrk ls iQkWeZsV djus ds fy, iwoZ fuèkkZfjr
'kkWVZdV vkSj Vkbfiax ds çdkjksa dk mi;ksx djus dh vuqefr nsrh gSaA

fçUV T+kwe lqfoèkk fofHkUu vkdkj ds istksa ij nLrkosT+k dks Ldsy djrh gS vkSj
vkidks dkxt dh ,d 'khV ij ,d ls vfèkd istksa dks fçaV djus dh vuqefr nsrh
gS A

usLVsM Vscy lqfoèkk ,d rkfydk (Vscy) dks nwljh rkfydk (Vscy) ds vanj
Mkyus dh vuqefr nsrh gSA

vki vius nLrkosT+k dks fu;kZr (,DliksVZ) dj ldrs gSa vkSj mls ihMh,iQ (PDF)
vkSj ,Dlih,l (XPS) iQkby iQkWeZsV esa lso dj ldrs gSaA

3-4 oMZ 2007 dh fo'ks"krk,¡

O;kolkf;d :i ls nLrkosT+kksa dks fufeZr djus ds fy, ,e,l oMZ 2007 ds ikl mi;ksxh
lqfoèkk,¡ gSaA buesa ls dqN fo'ks"krkvksa dk o.kZu uhps fd;k x;k gSA

vki ,e ,l oMZ }kjk çnku fd, x, vklku VwYl ds ,d O;kid lSV dk mi;ksx djds
O;kolkf;d fn[kus okys nLrkosT+k dk vklkuh ls fuekZ.k djds mls laikfnr vkSj iQkWeZsV
dj ldrs gSaA ;g ,e ,l vkWfiQl Ýyq,aV ;wT+kj baVjiQsl (MS Office fluent user
interface) dk mi;ksx djrk gSA ;g baVjiQsl ,d u, ?kVd dk mi;ksx djrk gS ftls
fjcu (Ribbon) dgrs gSaA fjcu ds varxZr dk;Z (VkLd) ds vuqlkj VwYl dks lewgc¼
fd;k tkrk gS vkSj çR;sd dk;Z (VkLd) ds varxZr lc&VkLd ,oa lacfèkr dekaM
lewgc¼ gksrs gSaA ;g u;k baVjiQsl vkidks vfèkd laxfBr vkSj çHkkoh rjhds ls VwYl
miyCèk djkrk gS] tks <+w¡<+us esa vklku gksrs gSaA

fp=k 3-1
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1- VSc dk;ks± ds fy, vfèkd vuqdwy gksrs gSa tSls fd gkse] balVZ] ist ysvkmVA

2- çR;sd VSc ds varxZr] lacafèkr mi&dk;Z (lc VkLd) ,d&lkFk lewgc¼ gksrs gSaA

3- dekaMksa dks fu"ikfnr djus ds fy, ;k dekaM esU;w dks çnf'kZr djus ds fy, lacafèkr
dekaM cVu Hkh ,d lkFk lewgc¼ gksrs gSaA

nLrkosT+k] fjiksVZ vkfn cukus ds fy, ,e,l oMZ 2007 cgqr ls iwoZ&çk:fir (çh&
iQkWeZsVsM) VsEiysV çnku djrk gSA  iwoZ&çk:fir VsEiysV dk mi;ksx djrs le; vki
igys ls miyCèk doj i`"B] gSMj vkSj iQqVj dk p;u dj ldrs gSa rkfd vki nLrkosT+k
dks ,d O;kolkf;d :i ns ldsa vkSj ,d u, nLrkosT+k dks iQkWeZsV djus esa yxus okys
le; dks cpk ldsaA

,e,l oMZ 2007 pkVZ vkSj fp=k dk fuekZ.k djus ds fy, Hkh lqfoèkk,¡ çnku djrk gS
ftlesa f=k&foeh; (Fkzh Mk;esa'kuy) vkdkj] ikjnf'kZrk] MªkWi 'kSMks vkSj vU; çHkko
'kkfey gSaA ;g mPp O;kolkf;d nLrkosT+k ds fuekZ.k esa lgk;d gksrk gS ftlesa MkVk dks
cgqr çHkko'kkyh vkSj O;kolkf;d :i ls n'kkZus ds fy, cgqr yphykiu gksrk gSA

,e,l oMZ 2007 dh fMftVy gLrk{kj (flxuspj) lqfoèkk dk mi;ksx dj vki
nLrkosT+k dh çekf.kdrk] lR;fu"Bk vkSj mldh mRifÙk lqfuf'pr dj ldrs gSaA nLrkosT+k
esa vn`'; fMftVy gLrk{kj Mkydj ;k ekbØkslkWÝV vkWfiQl flxuspj ykbu çfo"V
djds Hkh ;g dke fd;k tk ldrk gS] tks fMftVy gLrk{kj ds lkFk gLrk{kj dk ,d
n`';kRed #i Hkh xzg.k djrk gSA

blh çdkj ls nLrkosT+k tks iw.kZ :i ls rS;kj gS mldks vU; yksxksa ds lkFk lk>k djus
ls igys vki ,e ,l oMZ 2007 dh ^ekdZ ,st iQkbuy* (vafre :i esa fpfUgr djsa)
lqfoèkk dk mi;ksx dj ldrs gSa rkfd ml nLrkosT+k esa dksbZ vU; O;fDr ifjorZu u dj
ldsA ^ekdZ ,st iQkbuy* dekaM nLrkosT+k dks dsoy i<+us ;ksX; cukrk gS tks Vkbfiax]
,fMfVax vkSj çwfiQax dekaM dks fuf"Ø; dj nsrk gSA ysfdu è;ku j[ksa fd ^ekdZ ,st
iQkbuy* ,d lqj{kk çnku djus okyh lqfoèkk gS vkSj dksbZ Hkh O;fDr ^ekdZ ,st iQkbuy*
lqfoèkk dks can dj nLrkosT+k dks laikfnr dj ldrk gSA

,e ,l oMZ 2007 nLrkosT+k dks ihMh,iQ (iksVZscy MkWD;wesaV iQkWeZsV) ;k ,Dl ih ,l
(,Dl ,e ,y isij LisflfiQds'ku) çk:i esa fu;kZr djus ds fy, lqfoèkk,¡ vkSj VwYl
çnku djrk gSA

3-5 ,e,l oMZ çksxzke 'kq: djuk

vki oMZ çksxzke dks fofHkUu rjhdksa }kjk 'kq: dj ldrs gSa bldk ,d rjhdk LVkVZ cVu
dk iz;ksx gS%

1- LVkVZ cVu ij fDyd djsaA

2- çnf'kZr gksus okys esU;w ls vkWy çksxzkEl →→→→→ ekbØkslkWÝV vkWfiQl →→→→→ ekbØkslkWÝV
vkWfiQl oMZ dks pqusaA dqN gh lssdsaM esa ekWuhVj ij oMZ LØhu çnf'kZr gks tk,xhA
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fp=k 3-2

ekbØkslkWÝV vkWfiQl 'kkWVZdV ckj (,e vks ,l ch) esa ekbØkslkWÝV oMZ vkbdu ij
Mcy fDyd djds Hkh vki ,e,l oMZ çksxzke dks 'kq: dj ldrs gSaA

3-6 oMZ LØhu dk ysvkmV

oMZ LØhu (foaMks) ij vusd vkWCtsDV tSls VSc] esU;w] lc&esU;w] 'kkWVZdV dekaM vkfn
gksrs gSaA ge ;gk¡ ij oMZ ds fMiQkWYV LØhu ysvkmV (fp=k 3-1) dk o.kZu djsaxsA

fp=k 3-3% LØhu ysvkmV
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3-6-1 esU;w

;fn vki oMZ ds fiNys laLdj.k ls ifjfpr gSa rks tc vki oMZ 2007 ij dke djuk
'kq: djsaxs vkidks esU;w dh lajpuk] fn[kkoV esa cgqr varj fn[kkbZ nsxkA oMZ 2007 esa
miyCèk lqfoèkk,¡ fofHkUu VScksa tSls gkse] balVZ] ist ysvkmV] jsiQjsal vkfn ds #i esa
çnf'kZr gksrh gSaA çR;sd esU;w esa lHkh dk;ks±@fodYiksa dks (foLr`r :i) esa ns[kus ds fy,
vkidks vko';d fodYi ij fDyd djuk pkfg,A mnkgj.k ds fy,] fp=k 3-4 esa
fn[kk;k x;k fp=k ckWMZj esU;w dks ladqfpr çk:i (fp=k 3-4 d) vkSj foLr`r çk:i
(fp=k 3-4 [k)  esa çnf'kZr djrk gSA

 

  fp=k 3-4 (d) ladqfpr esU;w     fp=k 3-4 ([k) foLr`r esU;w

'kkWVZdV esU;w

esU;w ckj ij miyCèk fodYiksa dk mi;ksx djus ds ctk; ;g lqfoèkk vkidks fofHkUu
oMZ dekaM dk rsth ls mi;ksx djus dh vuqefr nsrh gSA tc esU;w foLrkfjr (expanded)
gksrk gS rc çR;sd 'kkWVZdV esU;w vkbVe ds fy, 'kkWVZdV
dekaM fodYi ds lkFk ,d 'kkWVZdV esU;w çnf'kZr gksrk gSA
fDyd fd, x, ;k p;fur mi&dk;Z (sub-task) ds vk/kj
ij bu esU;w esa fodYi fHkUu gksaxsA mnkgj.k ds fy,] VSc ckj
ls gkse VSc ds iSjkxzkiQ lc&VkLd ds ckWMZj fodYi dk p;u
dj ;k mls foLr`r djds 'kkWVZdV esU;w çnf'kZr fd;k tkrk gSA
(fp=k 3-5)

'kkWVZdV esU;w cgqr lgk;d gksrs gSa D;ksafd os dsoy ogh
fodYi çnf'kZr djrs gSa ftUgsa p;fur vkbVe ij iz;ksx fd;k
tk ldrk gS vkSj blfy,] vusd esU;w fodYiksa esa ls [kkstus ls
cpkrs gSaA

3-6-2 Vwyckj

dekaM ij rst vkSj vklku igq¡p çnku djus vkSj miyCèk VwYl dks laxfBr djus ds fy,
,e ,l oMZ 2007 fof'k"V :i ls fufeZr ,d fDod ,sDlsl (Rofjr igq¡p) Vwyckj
çnku djrk gSA iQkWeZsfVax vkSj ,fMfVax dks rhoz ,oa ljy cukus ds fy, 'kkWVZdV cVu

fp=k 3-5
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çnf'kZr djrs gq, cgqr ls Vwyckj Hkh miyCèk gksrs gSaA Vwyckj tks igys ls LØhu ij
çnf'kZr gSa mu ij lgh dk fu'kku yxk gksrk gSA tksM+us@la'kksfèkr djus ds fy, ^^eksj
dekaM** fodYi ij fDyd djsa tks vkidh vko';drk vuqlkj VwYl dk p;u djus ds
fy, fuEufyf[kr esU;w çnf'kZr djsxkA

fp=k 3-6

fp=k 3-7
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3-6-3 :yj

:yj {kSfrt (gkWjhtk¡Vy) vkSj yacor (ofVZdy) Ldsy çnf'kZr djrs gSa tks vkids
Vkbfiax {ks=k dh pkSM+kbZ vkSj Å¡pkbZ dks iznf'kZr djrs gSaA tc vki 'kh?kzrk ls VSc] ekftZu
vkSj baMsaV lSV djuk pkgrs gSa rc {kSfrt Ldsy egRoiw.kZ Hkwfedk fuHkkrs gSaA :yj@fxzMykbusa
vkSj vU; fodYiksa dks p;fur@vp;fur (select/deselect) djus ds fy, ,e,l oMZ
2007 dh eq[; LØhu esa O;w VSc dk p;u djsaA

fp=k 3-8

3-6-4 Vkbfiax LØhu vkWCtsDV

:yj vkSj Vwyckj ds uhps dk [kqyk {ks=k ys[ku ;k Vkbfiax {ks=k gksrk gSA dqN oLrq,¡ ,slh
gksrh gSa tks Vkbfiax {ks=k dk ,d LFkk;h fgLlk gSaA ;s gSa% (d) bal'kZu IokbaV] ([k) ekml
IokbaVj] vkSj (x) ,aM vkWiQ MkWD;wesaV ekdZjA

(d) bal'kZu IokbaV% fCyad djrh gqbZ dkyh yaccr (ofVZdy) js[kk bal'kZu IokbaV ;k
bal'kZu fcanq dgykrh  gS tks nLrkosT+k ds [kksys tkus ij Vkbfiax {ks=k ds Åij ck,a
dksus ij gksrh gSA ;g nLrkosT+k esa ml LFkku dks bafxr djrh gS tgk¡ ij vkids
}kjk Vkbi fd, x, 'kCn çfo"V gksaxsA tSls&tSls vki Vkbi djrs gSa oSls&oSls
bal'kZu fcanq nkb± vkSj c<+rh tkrh gS vkSj vki tks fy[krs gSa mls çfo"V djrh tkrh
gSA tc dhcksMZ ds Åijh] fupys] ck,¡ ;k nk,¡ ,sjks dk bLrseky fd;k tkrk gS rc
bal'kZu fcanq nck, tkus okys ,sjks ds vuqlkj pyrh gSA tc vki ,d LFkku ls nwljs
LFkku ij tkrs gSa vkSj ikB esa dgha Hkh fDyd djrs gSa rks bal'kZu fcanq viuh
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orZeku fLFkfr ls ml LFkku ij pyh tkrh gS tks bafxr djrk gS fd ;g vkids
}kjk dh xbZ Vkbfiax dks Lohdkj djus ds fy, rS;kj gSA

([k) ekml IokbaVj% tc vki Vkbfiax {ks=k esa ekml dks ?kqekrs gSa rc ekml IokbaVj
,d iryh I&che ds vkdkj dk gksrk gSA tSls gh vki ekml dks esU;w ckj vkSj
Vwyckj ds fudV ys tkrs gSa rks ekml IokbaVj ,d ,sjks ds :i esa ifjofrZr gks
tkrk gSA ;fn vki ekml IokbaVj dks fdlh ekStwnk ikB ij ys tkrs gSa vkSj ekml
dks ogk¡ ij fDyd djrs gSa rks vki ikB ds ml LFkku ij bal'kZu IokbaV dks ns[ksaxsA

(x) ,aM&vkWiQ&MkWD;wesaV ekdZj% nLrkosT+k ds var esa ,d {kSfrt js[kk (,d NksVh
vaMjykbu js[kk ds leku) gksrh gS (ftls dsoy ukWeZy O;w esa ns[kk tk ldrk gS)
ftls ,aM&vkWiQ&MkWD;wesaV ekdZj dgrs gSaA bl ekdZj ls vkidks irk pyrk gS fd
nLrkosT+k dk var dgk¡ ij gqvk gSA

3-6-5 yacor (ofVZdy) vkSj {kSfrt (gkWjhtk¡Vy) LØkWyckj

Vkbfiax {ks=k ds nkb± vksj ,d ofVZdy LØkWyckj gksrk gS ftlesa LØkWy cVu vkSj ,jks gksrs
gSaA uhps dh fn'kk esa cuk gqvk ,d ,sjks nLrkosT+k esa vkidks ,d&,d ykbu uhps ykrk
gSA uhps dh fn'kk esa cus gq, nks ,sjks vkidks vxys i`"B dh 'kq:vkr esa ys tkrs gSaA Åij
dh fn'kk esa cus gq, nks ,sjks vkidks fiNys i`"B ds 'kh"kZ ij ys tkrs gSaA vki vius
nLrkosT+k esa Åij ;k uhps tkus ds fy, ofVZdy LØkWy cVu dks MªSx Hkh dj ldrs gSaA

ofVZdy LØkWyckj

gkWfjtkWVy LØkWyckj

twe cVu+

O;w vkWI'ku

fp=k 3-9
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Vkbfiax {ks=k ds uhps cuk çFke ckj gkWjhtk¡Vy LØkWy ckj gksrk gSA LØhu ds nkb± vksj
dk ikB ns[kus ds fy,] ck,¡ ,sjks cVu dk mi;ksx djsaA LØhu ds ckb± vksj dk ikB ns[kus
ds fy,] nk,¡ ,sjks cVu dk mi;ksx djsaA nLrkosT+k esa ckb± ;k nkb± vksj tkus ds fy, vki
gkWjhtk¡Vy LØkWy ckj dks MªSx dj ldrs gSaA

oMZ 2007 esa] dqN fodYi tSls nLrkostksa dks ns[kuk (O;w MkD;wsaV~l) vkSj T+kwe fupys ckj
(ckWVe ckj) esa mifLFkr gksrs gSa rkfd mu rd vklkuh ls igq¡pk tk ldsA

ikBxr ç'u

1- fuEufyf[kr lgh gSa ;k xyr%

(d) esU;w ckj ij fodYiksa dk mi;ksx djus dh rqyuk esa 'kkWVZdV esU;w oMZ ds
fofHkUu dekaMksa ij 'kh?kz igq¡p miyC/ djkrk gSA

([k) ladqfpr esU;w esa] lHkh dekaM çnf'kZr gksrs gSaA

(x) :Yl fn[kk,¡ vkSj Nqik,¡ nksuksa ds fy,] O;w → :yj dk dekaM gksrk gSA

(?k) oMZ nLrkosT+k ds Vkbfiax {ks=k esa pedrh gqbZ dkyh yacor js[kk bal'kZu IokbaV
gksrh gSA

(p) nLrkosT+k esa ekftZu dks lSV djus ds fy, LØkWyckj dk mi;ksx fd;k tkrk gSA

2- 'kkWVZdV esU;w ns[kus ds fy, gesa%

(d) ekml dks fDyd djuk gksrk gS A

([k) ekml ds nkfgus Hkkx ij fDyd djuk gksrk gS A

(x) ekml ij igys fDyd vkSj mlds ckn nk;ka fDyd djuk gksrk gSA

3 fuEufyf[kr esa ls fdls lSV djus ds fy, {kSfrt Ldsy 'kh?kzrk ds lkFk mi;ksx fd;k
tkrk gS%

(d) ekftZu

([k) VSc

(x) baMsaV

(?k) mijksDr lHkh

4- LVkVZ cVu dk mi;ksx djds oMZ çksxzke dks 'kq: djus ds D;k dekaM gSa\

3-7 nLrkosT+kksa dk çcaèku

ikB ds bl Hkkx esa o.kZu fd;k tk,xk fd u,@ekStwnk nLrkosT+k dks fdl çdkj [kksyk
tk,] nLrkosT+k dks fdl çdkj lso fd;k tk,] nLrkosT+k dks fdl çdkj fçaV fd;k tk,]
,d ls vfèkd nLrkosT+kksa ij fdl çdkj dk;Z fd;k tk,] nLrkosT+k dks fdl çdkj
lqjf{kr fd;k tk,] nLrkosT+k dks fdl çdkj [kkstk tk,] vkSj [kqys gq, nLrkosT+k dks fdl
çdkj can fd;k tk,A oMZ esa u, nLrkosT+k dks cukus] ekStwnk nLrkosT+k dks [kksyus vkSj
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nLrkosT+k dks lso djus ds fofHkUu rjhds gSaA fuEufyf[kr esa ls ,d dk mi;ksx djus ds

fy, vkWfiQl cVu  ij fDyd djsaA

fp=k- 3-10

3-7-1 u;k nLrkosT+k cukuk

u;k nLrkosT+k [kksyus ds fy, fuEufyf[kr esa ls ,d
rjhds dk ikyu djsa%

1- esU;w ckj esa U;w MkWD;wesaV cVu ij fDyd djsaA

2- dhcksMZ ij CTRL+N dqath nck,¡ A

3-7-2 ekStwnk nLrkosT+k [kksyuk

ekStwnk nLrkosT+k [kksyus ds fy, viuh LØhu ds Åijh
ck,¡ dksus esa fLFkr vkWfiQl 2007 cVu ij fDyd djsa
vkSj fuEufyf[kr esa ls ,d rjhds dk ikyu djsa%

1- esU;w ckj ij vksiu iQkby cVu ij fDyd djsaA 

2- dhcksMZ ij CTRL+O dqath nck,¡ A

3- Åij fn, x, nksuksa rjhdksa ls ,d vksiu (open)
Mk;ykWx ckWDl [kqysxkA iQkby pqusa vkSj vksiu (open)
cVu ij fDyd djsaA

3-7-3 u,@ekStwnk nLrkosT+k dks lso djuk

[kqys gq, u,@ekStwnk nLrkosT+k dks lso djus ds fy,]
fuEufyf[kr esa ls ,d rjhds dk ikyu djsa%

1- esU;w ckj ij lso cVu ij fDyd djsaA 

2- dhcksMZ ij CTRL+S dqaft;ka nck,¡A

;fn nLrkost dks igys ls gh uke fn;k x;k gS vkSj mls lso fd;k x;k gS] rks ;g fcuk
dqN iwNs nLrkost dks lso dj nsxkA

nwljh vksj] ;fn iQkby ,d u;k nLrkosT+k gS rks lso ,T+k (Save As) Mk;ykWx ckWDl
[kqysxkA lso bu (Save In)% ckWDl esa ml iQksYMj dks pqusa tgk¡ ij vki vius nLrkosT+k

fp=k- 3-11
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dks j[kuk pkgrs gSaA iQkby use ckWDl esa nLrkosT+k dk uke fy[ksa] vkSj fiQj vksds (OK)
ij fDyd djsaA vki dhcksMZ ij CTRL+A nckdj vkSj mlds ckn lso ,T+k Mk;ykWx
ckWDl esa mi;qDr dk;ks± dk p;u djds Hkh u, nLrkosT+k dks lso dj ldrs gSaA

3-7-4  ,d ls vfèkd nLrkosT+kksa ij dk;Z djuk

vxj vki ,d lkFk vusd nLrkosT+kksa dks Vkbi ;k laikfnr dj jgs gSa rks ,d lkFk dbZ
nLrkosT+kksa dks [kksyk tk ldrk gSA [kqys gq, lHkh nLrkosT+kksa dks O;w VSc ds varxZr
O;ofLFkr fd;k tk ldrk gSA

fp=k 3-12

3-7-5 nLrkosT+k lajf{kr djuk

vki vius nLrkosT+k dks lajf{kr dj ldrs gSa rkfd mlds iQkWeZsV ;k ikB esa xyrh ls Hkh
dksbZ ifjorZu u gks lds ;k vU; mi;ksxdrkZ ml rd igq¡p u ldsaA

nLrkosT+k dks vU; mi;ksxdrkZvksa dh igq¡p ls lajf{kr djuk

;fn vki vius nLrkosT+k dks nwljksa dh igq¡p ls lajf{kr j[kuk pkgrs gSa] rks viuh iQkby
esa ikloMZ MkysaA blds fy, uhps fn, x, pj.kksa dk ikyu djsa%

1 tc iQkby [kqyh gqbZ gksrh gS] rks esU;w ckj ls vkWfiQl cVu → → → → → lso ,sT+k dekaM dk
p;u djsaA lso ,sT+k Mk;ykWx ckWDl çnf'kZr gksxkA lso ,sT+k Mk;ykWx ckWDl ds fupys
ckb± vksj cus VwYl VSc ij dlZj ys tk,¡ vkSj fDyd djsaA ,d lc&esU;w çnf'kZr
gksxk (fp=k 3-13 ns[ksa)A

fp=k 3-13
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2- tujy fodYi (General Options) ij fDyd djsa] lso Mk;ykWx ckWDl [kqysxkA
;gka vkidks nks ckWDl fn[kkbZ nsaxs% ikloMZ Vw vksiu vkSj ikloMZ Vw ekWfMiQkbZA

3- ikloMZ Vw vksiu ckWDl esa ikloMZ Vkbi djsaA (ikloMZ esa vfèkdre 15
dsl&laosnu'khy v{kj] la[;k,¡] fjDr LFkku vkSj çrhd gks ldrs gSaA vki tSls&tSls
ikloMZ Vkbi djsaxs oMZ oSls&oSls vkids }kjk Vkbi fd, x, çR;sd o.kZ ds fy,
(*) fpg~u çnf'kZr djsxk)A

4- vksds ij fDyd djsaA dUiQeZ ikloMZ Mk;ykWx ckWDl çnf'kZr gksxkA vkius igys tks
ikloMZ Vkbi fd;k Fkk mls iqu% Vkbi djsaA dUiQeZ ikloMZ Mk;ykWx ckWDl esa vksd s
ij fDyd djsa vkSj mlds ckn lso Mk;ykWx ckWDl esa vksds ij fDyd djsaA vc lso
,sT+k Mk;ykWx ckWDl esa vksds ij fDyd djsaA

5- tc vki vxyh ckj iQkby [kksysaxs rks ;g vkils ikloMZ Vkbi djus ds fy, dgsxkA
è;ku j[ksa fd vki ikloMZ ds fcuk ml iQkby dks ugha [kksy ldsaxsA lkFk gh è;ku
j[ksa fd ikloMZ dsl&laosnu'khy gksrs gSa_ vFkkZr ̂ XYZ* vkSj ̂ xyz* nks vyx&vyx
ikloMZ gSaA

fp=k- 3-14

nwljksa dh igq¡p ls nLrkosT+k dks lajf{kr j[kuk (jhM&vksuyh)

bl lqfoèkk }kjk vki vius nLrkosT+k dks nksgjh lqj{kk çnku dj ldrs gSaA dHkh&dHkh
vki xyrh ls Lo;a nLrkost ds çk:i dks cny ldrs gSaA vki vius nLrkosT+k dks
lqjf{kr dj ldrs gSa rkfd vki xyrh ls mldk çk:i u cny ldsa vkSj u gh vU;
mi;ksxdrkZ ml rd igq¡p ldsaA
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iBu ;ksX; nLrkosT+k (jhM vksUyh MkWD;wesaV) ds :i esa nLrkosT+k dks lajf{kr j[kuk

;fn vki nLrkosT+k dks dsoy blfy, lajf{kr j[kuk pkgrs gSa rkfd vki xyrh ls mlds
çk:i esa dksbZ ifjorZu u dj ldsa rks uhps fn, x, pj.kksa dk ikyu djsa%

1- tc iQkby [kqyh gqbZ gks] rks esU;w ckj ls vkWfiQl cVu →→→→→ lso ,sT+k dekaM dk
p;u djsaA lso ,sT+k Mk;ykWx ckWDl çnf'kZr gksxkA lso ,sT+k Mk;ykWx ckWDl ds fupys
ckb± vksj cus VwYl VSc ij dlZj ys tk,¡ vkSj fDyd djsaA ,d lc&esU;w çnf'kZr
gksxkA

2- tujy fodYi ij fDyd djsa] lso Mk;ykWx ckWDl [kqyrk gSA vkidks lso Mk;ykWx
ckWDl ds fupys ckb± vksj ¶jhM vksUyh fjdesaMsM¸ pSd ckWDl fn[kkbZ nsxkA

3-  ¶jhM vksUyh fjdesaMsM¸ pSd ckWDl dks fpfg~ur (√) djsaA lso Mk;ykWx ckWDl
ij vksds ij fDyd djsa vkSj mlds ckn lso ,sT+k Mk;ykWx ckWDl esa vksds ij fDyd
djsaA

vxyh ckj tc vki ikloMZ nsus ds ckn nLrkosT+k [kksyrs gSa rks vkidks vksiu ,sT+k jhM
vksuyh (dsoy iBu ;ksX;) lans'k çkIr gksrk gSA ;fn vki xyrh ls dksbZ ifjorZu djrs
gSa vkSj mlds ckn nLrkosT+k dks lso djus dk ç;kl djrs gSa] rks iQkby lso ugha gksxhA
cfYd vkidks ,d lans'k çkIr gksxk fd ;g iQkby dsoy iBu ;ksX; (jhM vksUyh) gSA

fp=k- 3-15

;fn vki nLrkosT+k esa ifjorZu djuk pkgrs gSa rks jhM vksUyh fjdesaMsM ckWDl ij fDyd
dj mlls lgh dk fu'kku gVk,¡] tks lso Mk;ykWx ckWDl ds vUrxZr ̂ ^iloMZ Vw vksiu**
ds uhps gksrk gSA
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nLrkosT+k dks lajf{kr j[kus ds fy, fn, x, ikloMZ dks la'kksfèkr djuk

;fn vkidks lansg gS fd vkidk ikloMZ dksbZ tkurk gS vkSj vki mls ifjofrZr djuk
pkgrs gSa] rks lso ,sT+k Mk;ykWx ckWDl esa ikloMZ Vw vksiu% ckWDl esa orZeku ikloMZ
Mkydj vkSj ikloMZ Vw ekWfMiQkbZ ckWDl esa u;k ikloMZ Mkydj vki bls la'kksfèkr dj
ldrs gSaA

VªSd ifjorZu] desaV vkSj iQkWeZ ds fy, nLrkosT+k dks lqjf{kr djsa

dHkh&dHkh vki pkgrs gSa fd vkids nLrkosT+k dh lkexzh esa lqèkkj djus ds fy, mldh
leh{kk nwljs O;fDr;ksa }kjk dh tk,A vkids nLrkosT+k dk leh{kd ewy nLrkosT+k esa
ifjorZu fd, fcuk dqN ifjorZuksa dk lq>ko ;k desaV~l ns ldrk gSA leh{kk ds ckn ;fn
vki pkgrs gSa fd os ifjorZu vko';d gSa rks vki mUgsa ykxw dj ldrs gSaA

fp=k 3-16

VªSd ifjorZu% fjO;w VSc vkSj VªSfdax lc&VkLd (midk;Z) ls bl fodYi dk p;u
djus ij vU; mi;ksxdrkZ nLrkosT+k dks ifjofrZr dj ldrs gSa vkSj ifjorZu dks gkbykbV
dj ldrs gSa ftlls fd vki ifjorZuksa dk irk yxk ldsaA tc nLrkosT+k VªSd ifjorZu ds
fy, lajf{kr gksrk gS] rc vki VªSfdax dks ifjofrZr ugha dj ldrs gSa vkSj u gh vki
VªSd fd, gq, ifjorZuksa dks LohÑr ;k vLohÑr dj ldrs gSaA

3-7-6 nLrkosT+kksa dks [kkstuk

tc vki iQkby dk uke Hkwy tkrs gSa ij vkidks iQkby ds uke ds dqN v{kj ;kn jgrs
gSa] rks vksiu Mk;ykWx ckWDl dk mi;ksx djsaA oMZ p;fur iQksYMj ;k fMokbl esa iQkbyksa
dh lwph ds ekè;e ls vkidh fof'k"V iQkby dh [kkst djsxkA mnkgj.k ds fy,] ;fn
vkidh iQkby dk uke ^,suqvy isij* gS rks vki ^,suqvy* v{kjksa dks Vkbi dj ldrs
gSaA oMZ bl iQkby dks <+w¡<+ ysxkA iQkby dks [kkstus ds fy, fuEu pj.kksa dk vuqlj.k djsa%

1- esU;w ckj ij vkWfiQl cVu vksiu dekaM pqusaA vksiu Mk;ykWx ckWDl çnf'kZr gksxkA

2- yqd bu ckWDl esa] iQksYMj dk p;u djsa ;k ogk¡ fDyd djsa tgk¡ vkidks lansg gks
fd vkidh iQkby ogk¡ gSA iQkby use ckWDl esa mu dqN v{kjksa dks Vkbi djsa tks
vkidh iQkby ds uke ls feyrs tqyrs gksaA (è;ku j[ksa fd vki vaxzsth ds cM+s ;k
NksVs] fdu v{kjksa dks Vkbi dj jgs gSa D;ksafd lpZ dsl&laosnu'khy gksrh gS)A ;fn
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Vkbi fd, gq, v{kj vkidh iQkby ds uke ds 'kq:vkrh v{kj gSa] rks iQkby dk uke
iQkby use ckWDl esa çnf'kZr gks tk,xkA nLrkosT+k dks [kksyus ds fy, vksiu ij fDyd
djsaA

3- ;fn iQkby uke ckWDl esa vkidks viuh iQkby dk tks uke Vkbi fd;k gS og fn[kkbZ
ugha nsrk gS] rks vksiu Mk;ykWx ckWDl ds Åijh nk,¡ dksus esa fLFkr Vwy VSc ij dlZj
dks ys tk,¡A ;fn iQkby uke ckWDl esa Vkbi fd, gq, v{kj vkidh iQkby uke ds
dqN v{kjksa ls feyrs gSa rks vkids }kjk Vkbi fd, gq, v{kjksa ls feyrh  gqb± lHkh
iQkbysa vksiu Mk;ykWx ckWDl ds use ckWDl esa çnf'kZr gksaxhA ;fn ckWDl esa vkidks
vkidh iQkby fey tkrh gS] rks iQkby ds uke ij Mcy&fDyd djsa ;k iQkby ds
uke dk p;u djsa vkSj mlds ckn nLrkosT+k dks [kksyus ds fy, iQkbaM Mk;ykWx ckWDl
esa vksiu ij fDyd djsaA

fp=k 3-17

3-7-7 nLrkosT+k dks can djuk

esU;w ckj ij mifLFkr vkWfiQl cVu → DyksT+k dekaM dk p;u dj orZeku (djsaV)
nLrkost dks can djsa ;k ;fn LVSaMMZ Vwyckj ij DyksT+k vkbdu n`';eku gS rks mls fDyd
djds vki orZeku nLrkosT+k dks can dj ldrs gSaA

3-8 nLrkosT+k dks fçaV djuk

nLrkosT+k dks fçaV djrs le; fçaV Mk;ykWx ckWDl esa vkids ikl fuEufyf[kr fodYi
gksrs gSa (fp=k 3-18 ns[ksa)

1- fçaVj dk uke nsa (;fn vkids ikl ,d ls vfèkd fçaVj gSa)A

2- çkWiVhZT+k cVu dks nckdj dkxT+k dk vkdkj] vksfj,aVs'ku] jsT+kksY;w'ku vkfn dk p;u
djsaA
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3- iw.kZ nLrkosT+k ;k orZeku i`"B ;k fof'k"V i`"B dks fçaV djsa A

4- MªkÝV çfrfyfi fçaV djsa] ftlls x+zkfiQDl xk;c gks tkrs gSa vkSj fçafVax cgqr rsth ls
gksrh gSA

5- fçaV dh tkus okyh izfr;ksa dh la[;k] vkfnA

fp=k 3-18

3-8-1 nLrkosT+k dks fçaV djuk

iwjs nLrkosT+k ;k p;fur i`"Bksa dks fçaV djus ds fy, uhps fn, x, pj.kksa dk ikyu djsa%

1- fçaV fd, tkus okys nLrkost dks [kksysa A

2- esU;w ckj ij mifLFkr vkWfiQl cVu →→→→→ fçaV dekaM dk p;u djsaA fçaV Mk;ykWx
ckWDl [kqy tk,xkA fçaV jsat] dkWfi;ksa dh la[;k] fçaVj dk uke vkfn tSls fodYiksa
dk p;u djsaA ns[ksa fd fçaVj vkWu gks vkSj fçaVj Vªs esa dkxt miyCèk gksA

3- vksds ij fDyd djsa A

3-8-2 fofHkUu vkdkj ds dkxT+kksa ij nLrkosT+k fçaV djuk

vkius dqN p;fur vkdkj ds dkxT+kksa dk mi;ksx dj nLrkosT+k dk fuekZ.k fd;k gksxkA
;fn vki lkekU; çk:i esa ifjorZu fd, fcuk 'kk;n ml nLrkosT+k dks fofHkUu vkdkj
ds dkxT+kksa ij fçaV djuk pkgrs gksa ;k dkxT+k dh ,d 'khV ij ,dkfèkd i`"Bksa dks fçaV
djuk pkgrs gksa rks vki fçaV Mk;ykWx ckWDl esa mifLFkr T+kwe lqfoèkk dk mi;ksx dj
ldrs gSaA
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;fn vki fofHkUu vkdkj ds dkxT+k ij nLrkosT+k dks fçaV djuk pkgrs gSa rks uhps fn,
x, pj.kksa dk ikyu djsa%

1- fçaV fd, tkus okys nLrkosT+k dks [kksysaA

2- esU;w ckj ij vkWfiQl cVu →→→→→ fçaV dekaM pqusaA fçaV Mk;ykWx ckWDl [kqysxkA fçaV
jsat] dkWih dh la[;k] fçaVj dk uke vkfn tSls fodYiksa dk p;u djsaA ns[ksa fd fçaVj
vkWu gks vkSj fçaVj Vªs esa dkxt miyCèk gksA

3- fçaV Mk;ykWx ckWDl esa T+kwe ds varxZr% Ldsy Vw isij lkbT+k esa dkxT+k ds mfpr
vkdkj dk p;u djsaA

4- vksds ij fDyd djsaA

3-8-3 dkxT+k dh ,d 'khV ij nLrkosT+k ds ,dkfèkd i`"Bksa dks fçaV djuk

;fn vki dkxT+k dh ,d 'khV ij nLrkosT+k ds ,dkfèkd i`"Bksa dks fçaV djuk pkgrs gSa
rks uhps fn, x, pj.kksa dk ikyu djsa%

1- fçaV fd, tkus okys nLrkosT+kksa dks [kksysaA

2- esU;w ckj ij vkWfiQl cVu →→→→→ fçaV dekaM pqusaA fçaV Mk;ykWx ckWDl [kqysxkA fçaV
jsat] dkWih dh la[;k] fçaVj dk uke vkfn tSls fodYiksa dk p;u djsaA ns[ksa fd fçaVj
vkWu gks vkSj fçaVj Vªs esa dkxt miyCèk gksA

3- fçaV Mk;ykWx ckWDl esa T+kwe ds varxZr ̂ ist ij 'khV* (i`"B çfr 'khV) esa dkxT+k ds
mfpr vkdkj dk p;u djsaA

4- vksds ij fDyd djsaA

3-9 oMZ çksxzke ls ckgj fudyuk

oMZ esa viuk dke lekIr djus vkSj lHkh iQkbyksa dks can djus ds ckn] vki esU;w ckj
ij mifLFkr ^,fXT+kV* dekaM dk mi;ksx dj oMZ çksxzke ls ckgj fudy ldrs gSaA

3-10 dhcksMZ 'kkWVZdV

lkèkkj.k dekaMksa dks fu"ikfnr djus ds fy, dhcksMZ 'kkWVZdV le; vkSj esgur cpk
ldrs gSaA oMZ ds fy, dhcksMZ 'kkWVZdV dh ;g lwph fçaV djsa vkSj lanHkZ ds fy, bls
vius dEI;wVj  ds ikl j[ksaA

fØ;k (,sD'ku) dh LVªksd

iQkby [kksyuk CTRL+O

ubZ iQkby CTRL+N

iQkby can djuk CTRL+W
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ds :i esa lso djsa (lso ,sT+k) F12

lso CTRL+S ;k SHIFT+F12

fçaV fçO;w CTRL+F2

fçaV CTRL+P

vuqPNsn çrhdksa (iSjkxzkiQ flEcy)dks fn[kk,¡@Nqik,¡ CTRL+*

orZuh vkSj O;kdj.k (Lisfyax ,oa xzkej) F7

lgk;rk (gsYi) F1

[kkstsa (iQkbUM) CTRL+F

çfrLFkkfir djuk (fjIysl) CTRL+H

ij tk,¡ (xks Vw) CTRL+G

lHkh dk p;u djsa & iw.kZ nLrkosT+k CTRL+A

dlZj ls ykbu dh 'kq:vkr rd p;u djuk SHIFT+Home

dlZj ls ykbu ds var rd p;u djuk SHIFT+END

ykbu ds vkjaHk ij tkuk HOME

ykbu ds var ij tkuk END

nLrkosT+k ds vkjaHk ij tkuk CTRL+Home

nLrkosT+k ds var esa tkuk CTRL+End

dV CTRL+X

dkWih CTRL+C

isLV CTRL+V

vuMw CTRL+Z

jhMw CTRL+Y

iQkWeZsV isaVj CTRL+SHIFT+C

ck;ka vykbuesaV CTRL+L

lsaVªy vykbuesaV CTRL+E

nk;ka vykbuesaV CTRL+R

tLVhiQkbM CTRL+J

fiNyk 'kCn feVkuk CTRL+Backspace

cqysVsM lwph ykxw djuk CTRL+SHIFT+L

baMsaV CTRL+M

ist czsd CTRL+Enter
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iQkWUV iQsl CTRL+SHIFT+F

iQkWUV dk vkdkj CTRL+SHIFT+P

cksYM CTRL+B

bVsfyDl CTRL+I

vaMjykbu CTRL+U

nks vaMjykbu CTRL+SHIFT+D

'kCn vaMjykbu djuk CTRL+SHIFT+W

lHkh cM+s v{kjksa esa CTRL+SHIFT+A

dsl cnyuk SHIFT+F3

lcfLØIV CTRL+=

lqijfLØIV CTRL+SHIFT+=

osc gkbijfyad cukuk CTRL+K

vxys lsy ij tkuk Tab

fiNys lsy ij tkuk SHIFT+Tab

dkWye dh 'kq:vkr ij tkuk ALT+PageUp

dkWye dh 'kq:vkr dks gkbykbV djuk ALT+SHIFT+PageUp

dkWye ds var esa tkuk ALT+PageDown

dkWye ds var dks gkbykbV djuk ALT+SHIFT+PageDown

jks dh 'kq:vkr ij tkuk ALT+Home

jks dh 'kq:vkr dks gkbykbV djuk ALT+SHIFT+Home

jks ds var esa tkuk ALT+End

jks ds var dks gkbZykbV djuk ALT+SHIFT+End

dkWye czsd CTRL+SHIFT+Enter

dkWihjkbV © ALT+CTRL+C

MsV iQhYM ALT+SHIFT+D

iQqVuksV~l ij tkuk ALT+CTRL+F

fn[kk,¡@Nqik,¡ ¶ CTRL+SHIFT+8

'kCndks'k SHIFT+F7

uksV% Iyl dk fpg~u bafxr djrk gS fd nksuksa dqaft;ksa dks ,d lkFk nckuk pkfg,A
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ikBxr ç'u

5- u, nLrkosT+k dks [kksyus ds fy, dhcksMZ dk mi;ksx djds fdl 'kkWVZdV dqath dks
nck;k tkrk gS \

6- fuEufyf[kr lso djus ds fy, esU;w ckj ij D;k dekaM gSa\

(d) ,d ubZ iQkby ([k) ekStwnk iQkby

7- fçaV Mk;ykWx ckWDl esa nLrkosT+k dks fofHkUu vkdkj ds dkxT+kksa ij fçaV djus ds D;k
pj.k gSa \

8-  fuEufyf[kr lgh gSa ;k xyr%

(d) foaMks esU;w vkidks nks nLrkosT+kksa ij ,d lkFk dke djus dh vuqefr nsrk gSA

([k) leh{kdksa ls iQkby dks lqjf{kr j[kus ds fy, iQkby esa ikloMZ Mkyuk
vko';d ugha gSA

(x) çksVsDV MkWD;wesaV Mk;ykWx ckWDl esa ̂ ^VªSDM psatsl** dekaM dk p;u djus ij
vU; yksx nLrkosT+k esa ifjorZu ugha dj ldrs gSaA

3-11 vkius D;k lh[kk

bl ikB esa vkius ,e ,l oMZ dh fofHkUu lqfoèkkvksa tSls nLrkosT+k dk fuekZ.k djuk] fçaV
vkSj iQkWeZsV djus ds rjhdksa dks lh[kkA vc vki VsDLV dks ,d LFkku ls nwljs LFkku ij
ys tk ldrs gSa vkSj ml ij fofHkUu iQkWUV vkSj o.kZ 'kSyh (character styles) ykxw dj
ldrs gSaA vki fofHkUu dekaM dk mi;ksx dj vius nLrkosT+k dks lajf{kr dj ldrs gSaA

3-12 ikBkar ç'u

1- oMZ çksxzke esa :ylZ ds nks mi;ksx fy[ksaA

2- ekml IokbaVj D;k gksrk gS\

3- ,aM&vkWiQ&MkD;wesaV ekdZj D;k gksrk gS\

4- nLrkosT+k dk uke cnyus ds pj.kksa dk mYys[k djsaA

5- nLrkosT+k ij nwljs yksx igq¡p u ldsa blds fy, mls lajf{kr djus ds pj.k D;k gSa\

6- nLrkosT+k dks lajf{kr djus ds fy, fn, x, ikloMZ dks vki fdl çdkj la'kksfèkr
djrs gSa\

7- nLrkosT+k ds ,d ls vfèkd i`"Bksa dks dkxT+k dh ,d 'khV ij fçaV djus ds D;k pj.k
gSa\

8- fçaV Mk;ykWx ckWDl esa miyCèk dksbZ Hkh rhu fodYi fy[ksaA
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3-13 ikBxr ç'uksa ds mÙkj

1- (d) lgh

([k) xyr

(x) lgh

(?k) lgh

(p) xyr

2- ([k) (ekml ij nk;ka fDyd djsa)

3- (?k) (mijksDr lHkh)

4- çksxzke → ekbØkslkWÝ+V oMZ

5- CTRL+N dqaft;ka

6- (d) iQkby → lso ,sT+k

([k) iQkby → lso

7- T+kwe ds varxZr Ldsy Vw isij esa dkxT+k dk mfpr vkdkj pqusa vkSj fiQj vksds ij
fDyd djsaA

8- (d) lgh

([k) xyr

(x) xyr
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4-1 ifjp;

bl ikB esa VsDLV dks ,aVj djus] laikfnr djus] vkSj mls dkWih djus dh fofHkUu
lqfoèkkvksa ds ckjs esa crk;k tk,xkA nLrkosT+k esa ikB dks ,d LFkku ls nwljs LFkku ij ys
tkuk] cqysV vkSj la[;k yxkbZ xbZ lwph cukuk] LVkbYl dk fuekZ.k djuk vkSj mls ykxw
djuk vkSj Lisfyax rFkk xzkej Bhd djuk] tks vkids nLrkosT+k dks le`¼ cukus ds fy,
vko';d gS] ds ckjs esa Hkh crk;k tk,xkA lkFk gh] nLrkosT+k dh fn[kkoV dks csgrj
cukuk Hkh oMZ dh fo'ks"kKrk gSA oMZ dh iQkWeZsfVax lqfoèkkvksa }kjk vki vius nLrkosT+k dks
lqanj cuk ldrs gSa vkSj vkidks VsDLV vkSj gSfMax Vkbi djus ds vykok vkSj dqN Hkh
ugha djuk gksxkA ckdh lkjk dk;Z oMZ djsxkA oMZ 2007 iQkWeZsfVax ds cgqr ls fodYi
çnku djrk gS% ,dkfèkd VkbiiQsl vkSj IokbaV vkdkj_ vklkuh ls ykxw dh tkus okyh
o.kZ 'kSyh tSls fd cksYM] bVSfyd] lkekU;] ,d vkSj nks fjDr LFkku_ vaMjykbu]
lcfLØIV vkSj  lqijfLØIV rFkk iSjkxzkiQ iQkWeZsV tSls fd vykbuesaV] Lisflax vkSj
baMsaVs'kuA bl ikB esa vkidks bldh dqN lqfoèkkvksa ds ckjs esa crk;k tk,xkA

4-2 mís';

bl ikB dk vè;;u djus ds i'pkr vki %

VsDLV çkslsflax djus okyh csfld fVIl dks ifjHkkf"kr dj ldsaxs_

Lisfyax vkSj xzkej (spelling and grammar) lqfoèkkvksa dk o.kZu dj ldsaxs_

dSjsDVj vkSj iSjkxzkiQ (character and paragraph) iQkWeZsV dks ifjofrZr dj ldsaxs_

i`"B (page) iQkWeZsfVax dk mi;ksx dj ldsaxs_

cqysV vkSj la[;k yxkbZ xbZ lwph (Bulleted and numbered lists) cuk ldsaxsA

4

nLrkosT+kksa dh iQkWeZsfVax djuk



nLrkosT+kksa dh iQkWeZsfVax djuk :: 57

4-3 VsDLV ds lkFk dke djuk

oMZ 2007 dk mi;ksx djus ds nkSjku dqN fl¼kar] esU;w Ýyks] fVIl]vkSj dekaM ds ckjs
esa vkidks lh[kuk pkfg,A bl vuqHkkx esa oMZ ds vke fl¼karksa] fVIl vkSj dekaM ds ckjs
esa crk;k x;k gS] tks vkidks irk gksus pkfg,] Hkys gh oMZ 2007 çksxzke dk mi;ksx djus
esa vki cgqr vfèkd dq'ky gksA tc vki oMZ 2007 [kksyrs gSa rc fuEufyf[kr esU;w
vkids ekWuhVj ij çnf'kZr gksrk gSA

fp=k 4-1

4-3-1 VsDLV Vkbi djuk

VsDLV çfo"V (,aVj) djus ds fy, Vkbfiax {ks=k esa Vkbfiax djuk 'kq: djsaA tSls&tSls vki
Vkbi djsaxs oSls&oSls VsDLV ogk¡ çnf'kZr gksxk] tgk¡ ij fVefVekrk gqvk dlZj fLFkr gSA
VkbijkbVj ds foijhr ;gk¡ vkidks çR;sd iafDr ds ckn ^,aVj* dqath ugha nckuh gksxh]
v{kj Lopkfyr :i ls vxyh ykbu esa pys tk,¡xsA oMZ yxkrkj vkids VsDLV dks jSi
(vxyh iafDr ij ys tkrk gS) djrk tkrk gS] tc rd fd vki ,d u;k iSjkxzkiQ ugha
cukuk pkgrs gSaA fujarj ykbu dks lekIr djus vkSj u, iSjkxzkiQ ij tkus ds fy,] iSjkxzkiQ
ds var esa ^,aVj* dqath nck,¡A

4-3-2 VsDLV çfo"V (,aVj) djuk

ekStwnk nLrkosT+k esa VsDLV ,aVj djus ds fy, uhps fn, x, pj.kksa dk ikyu djsa%

1- dhcksMZ ij mifLFkr ̂ ,sjks* cVu dk mi;ksx djsa ;k ekml dks ml LFkku ij ys tkdj
vkSj ck;k¡ cVu fDyd djds dlZj dks ogk¡ ys tk,¡] tgk¡ vki VsDLV ,aVj djuk
pkgrs gSaA ml VsDLV dks Vkbi djsa ftls vki ,aVj djuk pkgrs gSaA nLrkosT+k ds VsDLV
esa ,d LFkku ls nwljs LFkku ij tkus ds fy, uhps lwphc¼ 'kkWVZdV Hkh lgk;d gSa%

ykbu dh 'kq:vkr esa gkse (HOME)

ykbu ds var esa ,aM (END)

nLrkosT+k ds 'kh"kZ ij (CTRL+HOME)

nLrkosT+k ds var esa (CTRL+END)

2- ml VsDLV dks Vkbi djsa ftls vki ,aVj djuk pkgrs gSaA
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4-3-3 Lislckj vkSj VSCl

vius 'kCnksa vkSj okD;ksa dks foHkkftr djus ds fy, Lislckj dk ç;ksx djsaA VsDLV dh
ykbu esa bal'kZu IokbaV dks ,d LFkku ls nwljs LFkku ij ys tkus ds fy, Lislckj dk
mi;ksx u djsaA ;fn vki Lislckj nckrs gSa] rks oMZ vfrfjDr fjDr LFkku Mky nsxk] ftls
ckn esa vkidks gVkuk gksxkA ikB esa dkWye cukus ds fy, Lislckj dk mi;ksx djus ls
cpsaA blds ctk; vki VSc dqath dk mi;ksx dj ldrs gSaA

4-3-4 iSjkxzkiQ ekdZj ¶

tc vki vius nLrkosT+k esa fjVuZ] fjDr LFkku vkSj VSc ns[krs gSa] rks vkids fy, Vkbi
djuk vklku gksrk gSA ;fn ,slk gS]  rks fpUg ¶ çnf'kZr djus ds fy, LVSaMMZ Vwyckj
ij 'kks@gkbM ¶ cVu ij fDyd djsaA mUgsa fiQj ls fNikus ds fy, ¶ çrhd ij fDyd
djsaA

4-3-5 VsDLV dk p;u (gkbykbV) djuk

VsDLV ds fdlh Hkh xq.k dks ifjofrZr djus ds fy, lcls igys mls gkbykbV fd;k tkuk
pkfg,A ekml ds ck,¡ cVu dks nckdj j[krs gq, okafNr (eupkgs) VsDLV ij ekml dks
MªSx djsa] ;k VsDLV dks gkbykbV djus ds fy, ,sjks cVu dk mi;ksx djrs le; f'kÝV
dqath dks nckdj j[ksaA VsDLV ds fdlh Hkh fgLls dk p;u djus ds fy, 'kkWVZdV gSa%

fp=k 4-2

d- lEiw.kZ 'kCn% 'kCn ij Mcy fDyd djsa A

[k- lEiw.kZ vuqPNsn% vuqPNsn ds vUnj rhu ckj fDyd djsa A

x- dbZ 'kCn ;k ykbusa% ekml dks 'kCnksa ij MªSx djsa ;k ,sjks dqaft;ksa dk mi;ksx djrs
le; f'kÝV dqath dks nckdj j[ksaA

?k- laiw.kZ nLrkosT+k% esU;w ckj ij ,fMV →→→→→ lySDV vkWy pqusa] ;k CTRL+A  dqath
nck,¡A

p- i`"B ij p;u ds ckgj dgha Hkh fDyd djds ;k dhcksMZ ij ,sjks dqath nckdj
vki VsDLV ls p;u gVk ldrs gSaA

4-3-6 VsDLV feVkuk

VsDLV gVkus ds fy, dhcksMZ ij cSdLisl vkSj fMyhV dqath dk mi;ksx djsaA cSdLisl
dlZj ds ckb± vksj ds VsDLV dks feVkrk gS vkSj fMyhV dlZj ds nkb± vksj ds VsDLV dks
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feVkrk gSA VsDLV ds ,d cM+s p;u dks gVkus ds fy,] mijksDr fofèk esa ls fdlh dk
Hkh mi;ksx dj mls gkbZykbV djsa vkSj fMyhV dqath nck,¡A

4-3-7 VsDLV çfrLFkkfir djuk

vokafNr (vupkgk) VsDLV dks gVkuk] bal'kZu IokbaV dks lgh txg ij LFkkfir djuk]
vkSj çfrLFkkfir fd, tkus okys VsDLV dks ,aVj djuk] bu lHkh pj.kksa dks oMZ la;ksftr
dj ldrk gSA  VsDLV dks çfrLFkkfir djus ds fy,] uhps fn, x, pj.kksa dk ikyu djsa%

1- gVk, tkus okys VsDLV dk p;u Åij crkbZ xbZ fofèk }kjk djsaA

2- u;k VsDLV Vkbi djuk 'kq: djsaA è;ku nsa fd u;k VsDLV p;fur VsDLV dks
çfrLFkkfir djsxkA

vki VsDLV dk p;u djus ds ckn fMyhV dqath dk mi;ksx dj mls feVk ldrs gSaA] vc
u;k VsDLV Vkbi djds Hkh VsDLV dks çfrLFkkfir dj ldrs gSaA

4-3-8 fDyd vkSj Vkbi

;g lqfoèkk vkidks i`"B esa fdlh Hkh LFkku ij VsDLV Mkyus dh vuqefr nsrh gSA i`"B
esa dlZj dks ogk¡ ys tk,¡ tgk¡ vki VsDLV Mkyuk pkgrs gSaA Mcy fDyd djsa vkSj Vkbi
djuk çkjaHk djsaA nLrkost ds ,d fjDr {ks=k esa rkfydkvksa] pkV~lZ vkSj vU; xzkfiQDl
Mkyus ds fy, Hkh fDyd vkSj Vkbi mi;ksxh gSA tc vki fdlh vkbVe dks çfo"V djrs
gSa] rks fDyd vkSj Vkbi Lopkfyr :i ls vkbVe dks ml LFkku ds vuqlkj iQkWeZsV djrk
gS tgk¡ ij vkius mls çfo"V fd;k gSA

4-3-9 VsDLV iQkWeZsV djuk

VsDLV dh dbZ fo'ks"krkvksa dks cnyus ds fy, iQkWeZsfVax Vwyckj dk mi;ksx lcls vklku
rjhdk gSA ;fn uhps fn[kk, x, vuqlkj LØhu ij Vwyckj çnf'kZr ugha gksrk gS] rks gkse
VSc dk p;u djsaA uhps fn, x, fp=k ds vuqlkj gkse VSc ds varxZr vki iQkWUV] iSjkxzkiQ
lc&VkLd ds rgr okafNr (eupkgh) iQkWeZsfVax dekaM dk p;u dj ldrs gSaA

fp=k 4-3
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iQkWUV iQsl & iQkWUV ,d ewy VkbiiQsl gS ftlesa vkids 'kCn çnf'kZr gksrs gSaA iQkWUV
ds vusd çdkj gksrs gSa tSls fd U;w jkseu ;k ,fj;yA vyx&vyx v{kjksa dh
iQkWeZsfVax djus ds fy, çR;sd iQkWUV ifjokj dk ,d fof'k"V rjhdk gksrk gSA miyCèk
iQkWUV dh lwph ns[kus ds fy, iQkWUV iQkWeZsfVax lcVkLd esU;w ds varxZr iQkWUV uke
ckWDl ds nkb± vksj cus ,sjks ij fDyd djsaA vki tks Hkh iQkWUV pkgrs gSa ml ij tk,¡
vkSj ekml }kjk ,d ckj fDyd djds mldk p;u djsaA

iQkWUV vkdkj & ;g fuèkkZfjr djrk gS çR;sd v{kj fdruk cM+k çnf'kZr gksxkA iQkWUV
vkdkj dh eki IokbaV~l (bap dk 1@72) esa dh tkrh gSA iQkWUV vkdkj dk eku
çfo"V djus ds fy, iQkWUV lkbT+k ckWDl ds liQsn fgLls ij fDyd djsa ;k miyCèk
iQkWUV vkdkj dh lwph ns[kus ds fy, ckWDl ds nkb± vksj cus ,sjks ij fDyd djsaA
vkdkj ij ,d ckj fDyd djds mldk p;u djsaA VsDLV ds vuqPNsn ds fy, 10
;k 12 dk iQkWUV vkdkj lcls csgrj gksrk gSA

iQkWUV 'kSyh% iQkWUV 'kSyh fuèkkZfjr djrh gSa fd tc v{kj çnf'kZr gksaxs rks mudk D;k
çHkko gksxkA çR;sd iQkWUV dks cksYM] bVSfyd] vkSj vaMjykbu ds :i esa çnf'kZr
fd;k tk ldrk gSA

vykbuesaV% VsDLV dks i`"B ds ck,¡] dsaæ] ;k nkb± vksj vykbu fd;k tk ldrk gS
vkSj bls iwjs i`"B ij tLVhiQkbM fd;k tk ldrk gSA

uacj vkSj cqysV lwph& ckn esa lwfp;ksa dks foLr`r :i ls le>k;k tk,xkA

baMsaV ?kVkuk@c<+kuk & i`"B ds fdukjksa ds lanHkZ esa vuqPNsn dh baMsaVs'ku ifjofrZr
djsaA

ckgjh ckWMZj% VsDLV p;u ds pkjksa vksj ckWMZj MkysaA

jax gkbykbV djsa% p;fur VsDLV ds ihNs dk jax ifjofrZr djus ds fy, bl
fodYi dk mi;ksx djsaA cVu ij çnf'kZr jax og jax gksrk gS ftldk mi;ksx fiNyh
ckj fd;k x;k FkkA fdlh nwljs jax dk p;u djus ds fy,] cVu ij cuh Nfo ds
cxy esa cus ,sjks ij fDyd djsaA

VsDLV dk jax& ;g fodYi VsDLV ds jax dks ifjofrZr djrk gSA cVu ij çnf'kZr
jax og jax gksrk gS ftldk p;u fiNyh ckj fd;k x;k FkkA fdlh nwljs jax dk
p;u djus ds fy,] cVu ij cuh Nfo ds cxy esa cus ,sjks ij fDyd djsaA

iQkWUV Mk;ykWx ckWDl

iQkWUV Mk;ykWx ckWDl dk mi;ksx dj vki fofHkUu çdkj dh iQkWeZsfVax dj ldrs gSa]
VsDLV dks iQkWeZsV djus ds fy, iQkWUV iQkWeZsfVax lc&VkLd esU;w lcls vklku rjhdk gSA
;fn vki bl fofèk }kjk VsDLV dks iQkWeZsV ugha dj ldrs gSa] rks iQkWUV Mk;ykWx ckWDl
fodYi dk mi;ksx djsaA gkse →→→→→ iQkWUV lc&VkLd dk p;u djsa vkSj iQkWUV Mk;ykWx
ckWDl ij igq¡pus ds fy, lc&VkLd esU;w ds nkb± vksj uhps fLFkr ,sjks ij fDyd djsaA
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iQkWeZsV isaVj 

iQkWeZsV isaVj VsDLV dks iQkWeZsV djus dk vklku rjhdk gS tks fDyicksMZ lc&VkLd esU;w
ds varxZr gkse VSc ij fLFkr gksrk gSA mnkgj.k ds fy,] ;fn vkius ,d iSjkxzkiQ ds
'kh"kZd dks fdlh iQkWUV iQsl] vkdkj vkSj 'kSyh esa iQkWeZsV fd;k gS vkSj vki fdlh nwljs
'kh"kZd dks Hkh leku :i ls iQkWeZsV djuk pkgrs gSa] rks vkidks u, 'kh"kZd esa çR;sd xq.k
eSU;qvy :i ls Mkyus dh vko';drk ugha gSA blds ctk;] fuEu pj.kksa dk ikyu dj
iQkWeZsV isaVj dk mi;ksx djsa%

1- dlZj dks ml VsDLV ds chp esa j[ksa ftldh iQkWeZsfVax vki dkWih djuk pkgrs gSaA

2- LVSaMMZ Vwyckj ij iQkWeZsV isaVj ij fDyd djsaA è;ku nsa fd vkids IokbaVj ds cxy
esa isaV cz'k gSA

3- ekml }kjk ml VsDLV dks gkbykbV djsa ftlesa vki leku iQkWeZsV tksM+uk pkgrs gSa
vkSj mlds ckn ekml cVu dks NksM+saA

VsDLV ds ,d ls vfèkd p;u ij iQkWeZsfVax Mkyus ds fy,] iQkWeZsV isaVj dks ,d ckj
fDyd djus ds ctk; mlij Mcy&fDyd djsaA iQkWeZsV isaVj rc rd lfØ; jgrk gS tc
rd fd vki mls fuf"Ø; djus ds fy, ESC dqath u nck,¡A

ikBxr ç'u

1- tc vki fuEufyf[kr dhcksMZ 'kkWVZdV dk mi;ksx djsaxs rks dlZj dk D;k gksxk\

(d) HOME, ([k) END, (x) CTRL+HOME] (?k) CTRL+END

2- fuEufyf[kr dk p;u djus ds fy, fdu 'kkWVZdV dk mi;ksx fd;k tkrk gS\

(d) iw.kZ 'kCn] ([k) iw.kZ vuqPNsn] (x) dqN 'kCn ;k ykbusa] (?k) iw.kZ nLrkosT+k

3- fuEufyf[kr lgh gSa ;k xyr%

(d) ykbu esa VsDLV dks f[kldkus ds fy, vusd fjDr LFkku çfo"V djuk ,d
vPNk rjhdk gSA
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([k) NksVs p;fur VsDLV dks feVkus ds fy, ge cSdLisl dqath dk mi;ksx dj
ldrs gSaA

(x) ,fj;y LVkby esU;w dk uke gSA

(?k) iQkWUV vkdkj dks IokbaV~l esa ekik tkrk gSA

4-4 iSjkxzkiQ iQkWeZsV djuk

oMZ 2007 esa] iSjkxzkiQ fdlh Hkh VsDLV] xzkfiQDl] oLrq ;k vU; vkbVe dh og ek=kk gS
tks iSjkxzkiQ fpUg ds ckn vkrh gSA çR;sd ckj ,aVj dqath nckus ij iSjkxzkiQ fpUg ,aVj gksrk
gSA iSjkxzkiQ dh iQkWeZsfVax ifjofrZr djus ds fy,] iSjkxzkiQ dk p;u djsa vkSj fiQj ml
iQkWeZsV dks ykxw djsa ftls vki ykxw djuk pkgrs gSaA iSjkxzkiQ iQkWeZsV iwjs iSjkxzkiQ dks
çHkkfor djrk gS vkSj u;k iSjkxzkiQ fiNys iSjkxzkiQ dh iQkWeZsfVax dk;e j[krk gSA iSjkxzkiQ
fpUg çR;sd iSjkxzkiQ dk iQkWeZsV laxzfgr djrs gSaA ;fn iSjkxzkiQ fpUg dks gVk;k tkrk gS]
rks ml iSjkxzkiQ esa tks VsDLV gksrk gS og vxys iSjkxzkiQ dk fgLlk cu tkrk gSA

vki dlZj dks iSjkxzkiQ ds Hkhrj j[ksa vkSj gkse →→→→→ iSjkxzkiQ lcVkLd esU;w dk p;u
djds] lcVkLd esU;w ds fupys nkb± vksj fLFkr Mkmu ,sjks ij fDyd djds iSjkxzkiQ dks
iQkWeZsV dj ldrs gSaA iSjkx+zkiQ iQkWeZsfVax dk p;u djus ds fy, ;g fuEufyf[kr esU;w
çnf'kZr djsxk%

fp=k 4-5
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4-4-1 ykbu ekdZlZ

leku iSjkxzkiQ esa ,d u;k ykbu ekdZ  Mkyus ds fy,] f'kÝV$,aVj dqath nck,¡A ,slk
djus ls VsDLV vxyh ykbu esa pyk tkrk gS] ysfdu ,d u, iSjkxzkiQ dk fuekZ.k ugha
djrk gSA

iSjkxzkiQ dh fn[kkoV dks la'kksfèkr djus ds fy,] :yj] iQkWeZsfVax Vwyckj vkSj iSjkxzkiQ
Mk;ykWx ckWDl ;k iSjkxzkiQ iQkWeZsV djus okyh fdlh ,d 'kkWVZdV dqath ds la;kstu dk
mi;ksx djsaA iSjkxzkiQ iQkWeZsfVax ftu fofHkUu rjhdksa }kjk dh tk ldrh gS mldk o.kZu
fuEufyf[kr mi&vuqHkkxksa esa fd;k x;k gS%

4-4-2 lsaVj] nk;k¡ vkSj ck;k¡ vykbuesaV

fMiQkWYV :i ls] oMZ esa VsDLV ckb± vksj vykbu gksrk gSA ysfdu bu vykbuesaV dks
ifjofrZr fd;k tk ldrk gS tSlk fd igys of.kZr fd;k tk pqdk gSA

4-4-3 VsDLV baMsaV djuk

iSjkxzkiQ dks baMsaV djus ls ;g bls vU; VsDLV ls vyx cukrk gSA

iSjkxzkiQ dks Lopkfyr :i ls baMsaV djus ds fy,] {kSfrt :yj ds f=kdks.kh; baMsaV
ekdZj ds Åijh vèkZ fgLls dks okafNr fLFkfr
ds nkb± vksj MªSx djsaA

baMsaV dks ,d VSc LVkWi c<+kus ;k de djus ds fy,] iQkWeZsfVax Vwyckj ij mifLFkr
baMsaV c<+k,¡ (Increase Indent) ;k baMsaV de djsa (Decrease

Indent) cVu dk mi;ksx djsaA

gSafxax baMsaV (tks iSjkxzkiQ dh igyh ykbu ds vykok lHkh ykbu dks



64 :: MkVk ,aVªh vkWijs'kUl

baMsaV djrk gS) dk fuekZ.k djus ds fy, {kSfrt
:yj ds f=kdks.kh; baMsaV ekdZj ds Åijh vèkZ
fgLls dks okafNr fLFkfr ds ckb± vksj MªSx djsaA

4-4-4 VSc LVkWi

fMiQkWYV :i ls] VSc LVkWi ck,¡ ekftZu ls 0-5 bap ds varjky ij lSV gksrk gSA VSc dh
yackbZ c<+kus ;k de djus ds fy, gkse→→→→→iSjkxzkiQ lcVkLd esU;w dk p;u djsa vkSj
iSjkxzkiQ iQkWeZsfVax lcesU;w çnf'kZr djus ds fy, fupys nk,¡ dksus esa fLFkr Mkmu ,sjks ij
fDyd djsaA VSc lcesU;w çnf'kZr djus ds fy, fupys ck,¡ dksus esa fLFkr VSc cVu ij
fDyd djsaA VSc Mk;ykWx ckWDl çnf'kZr gksrk gSA VSc Mk;ykWx ckWDl esa VSc LVkWi fLFkfr
ds varxZr ckWDl esa VSc dh yackbZ bap esa fy[ksaA vksds ij fDyd djsaA VSc dqath nckdj
bal'kZu IokbaV dks orZeku iSjkxzkiQ esa vxys VSc LVkWi ij ys tk;k tk ldrk gSA

VSc LVkWi dks fdlh fof'k"V fLFkfr ij lSV djus ds fy, vki {kSfrt :yj dk Hkh mi;ksx
dj ldrs gSa ;k {kSfrt :yj ij okafNr LFkku ij dlZj dks ys tkdj vkSj fDyd djds]
vki VsDLV ftl çdkj ls VSc LVkWi ij O;ofLFkr gksxk] mls ifjofrZr dj ldrs gSaA

fp=k 4-7

VSc LVkWi lSV djus ds fy,%

1- ml iSjkxzkiQ dk p;u djsa ftlesa vki VSc LVkWi dks lSV ;k ifjofrZr djuk pkgrs gSaA

2- VSc vykbuesaV dks lSV ;k ifjofrZr djus ds fy,] {kSfrt :yj ds ck,¡ fdukjs ij
fLFkr VSc vykbuesaV cVu dks rc rd nckdj j[ksa tc
rd dh VSc vykbuesaV ml rjg dk u gks tk, tSlk vki
pkgrs gSaA

lacafèkr VSc dk p;u djus ds fy, fDyd djsa%
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 ck;k¡&vykbu VSc LVkWi

 lsaVj VSc LVkWi

 nk;k¡&vykbu VSc LVkWi

 Msfley VSc LVkWi

VSc LVkWi dks ,d LFkku ls nwljs LFkku ij ys tkus ds fy,] VSc ekdZj ij tk,¡ vkSj mls
ubZ fLFkfr rd MªSx djsaA VSc LVkWi gVkus ds fy,] VSc ekdZj dks :yj ds ckgj MªSx djsaA

lkFk gh] vki iQkWeZsV esU;w esa VSc dekaM dk mi;ksx dj VSc LVkWi ds fy, ,d fuf'pr
eki lSV dj ldrs gSa (VSc Mk;ykWx ckWDl dk fp=k ns[ksa)A

fMiQkWYV VSc LVkWi ds chp ds LFkku dks Hkh ifjofrZr fd;k tk ldrk gS ysfdu ;g
dsoy lfØ; nLrkosT+k dks gh çHkkfor djsxkA bls djus ds fy,] fMiQkWYV VSc LVkWi
ckWDl esa ml nwjh dks fy[ksa ;k pqusa tks vki VSc LVkWi ds chp pkgrs gSa vkSj mlds ckn
VSc Mk;ykWx ckWDl esa vksds cVu ij fDyd djsaA

4-4-5 ykbu Lisflax

ykbu Lisflax iSjkxzkiQ esa VsDLV dh nks ykbuksa ds chp dh nwjh dk fuèkkZj.k djrh gSA
fMiQkWYV (flaxy ykbu Lisflax) iQkWUV ds vkdkj ij fuHkZj djrh gSA vyx&vyx ykbu
Lisflax dks ifjofrZr djuk vklku gSA

gkse→→→→→iSjkxzkiQ lcVkLd esU;w dk p;u djsa vkSj iSjkxzkiQ iQkWeZsfVax lcesU;w çnf'kZr djus
ds fy, fupys nk,¡ dksus esa fLFkr Mkmu ,sjks ij fDyd djsaA iSjkxzkiQ Mk;ykWx ckWDl
çnf'kZr gksrk gSA  iSjkxzkiQ Mk;ykWx ckWDl dk baMsaV vkSj Lisflax VSc] ykbu Lisflax ds
varxZr MªkWi&Mkmu çnku  djrk gS% tks vfèkdrj ifjfLFkfr;ksa esa ykbuksa ds chp fjDr
LFkkuksa dk vklku ysfdu çHkko'kkyh fu;a=k.k çnku djrk gSA fçO;w {ks=k ,d] 1½ vkSj
Mcy ykbu Lisflax dk çn'kZu djrk gSA ,dy Lisflax 12&IokbaV] 1½ ykbu Lisflax 18
IokbaV vkSj Mcy Lisl ykbu 24 IokbaV nwj gksrh gSaA

iSjkxzkiQ Mk;ykWx ckWDl esa ykbu Lisflax esU;w ls mfpr fodYiksa dk p;u dj bu lHkh
ykbu Lisflax dh lSfVax dh tk ldrh gSA

tc vki bu fodYiksa dk mi;ksx djrs gSa] rks x+zkfiQDl] lqijfLØIV vkSj cM+s rFkk NksVs
çdkj ds vkdkjksa dh iwfrZ oMZ djrk gSA
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4-4-6 iSjkxzkiQ Lisflax

;fn vki pkgrs gSa rks vki oMZ esa iSjkxzkiQ ds igys ;k ckn esa fof'k"B (unique) Lisflax
ns ldrs gSaA Lisflax lSfVaXl ikbaV~l (pt)] bapksa ( in)] lsaVhehVj (cm) ;k ykbuksa (li) esa
gks ldrh gSA eq[; ikB ds fy, 'kh"kZdksa esa vDlj fofHkUu Lisflax dh vko';drk gks
ldrh gSA

mnkgj.k ds fy,] fp=k vkSj fp=k dSI'ku ds fy, vkidks fofHkUu iwoZ vkSj i'pkr
(before and after) Lisflax fMT+kkbu dh vko';drk gks ldrh gSA blds vykok] 'kSyh
ds fgLls ds :i esa vkids ikl Lisflax ds fof'k"B fofunZs'k gks ldrs gSa] tks vkids
nLrkosT+k dh fn[kkoV dks le:i cukuk] vklku djrs gSaA

gkse→→→→→iSjkxzkiQ lc&VkLd esU;w pqusa vkSj iSjkxzkiQ iQkWesZfVax lcesU;w çnf'kZr djus ds fy,
fupys nk,¡ dksus ds ikl fLFkr Mkmu ,sjks ij fDyd djsaA iSjkxzkiQ Mk;ykWx ckWDl çdV
gksrk gSA iSjkxzkiQ Lisflax lSV djus ds fy, iSjkxzkiQ Mk;ykWx ckWDl esa Lisflax ds varxZr
igys% vkSj ckn% MªkWi Mkmu esU;w dk mi;ksx djsaA
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iSjkxzkiQ dekaM dk mi;ksx djus ds ykHk gSa%

1- iSjkxzkiQ ls igys vkSj ckn dh Lisflax vkids VsDLV dk IokbaV vkdkj ifjofrZr ugha
djrh gSA

2- fofHkUu ç;kstuksa ds fy, vki fofHkUu Lisflax la;kstuksa dk mi;ksx dj ldrs gSaA

3- VsDLV ds fofHkUu rRoksa ds chp Lisflax ds fy, vki lVhd lek;kstu dj ldrs
gSaA mnkgj.k ds fy,] vki 'kh"kZd vkSj eq[; ikB ds chp lacaèk dks Li"V djus ds
fy, iSjkxzkiQ Lisflax dk mi;ksx dj ldrs gSaA

4- ;fn iSjkxzkiQ dks LFkkukarfjr fd;k x;k gS ;k mls gVk;k x;k gS] rks mldh Lisflax
mlds lkFk pyh tkrh gSA iSjkxzkiQ vfrfjDr fjDr ykbusa ugha NksM+rk gSA

5- ;fn vki iSjkxzkiQ 'kSfy;ksa (paragraph style) esa Lisflax 'kkfey djrs gSa] ftldk
mi;ksx vki VsDLV dks iQkWeZsV djus ds fy, djrs gSa] rks oMZ vU; iQkWeZsfVax ds lkFk
fjDr LFkku tksM+rk gSA vkidks fjDr ykbusa eSU;qvy :i ls tksM+us dh vko';drk
ugha iM+rh gSA

4-4-7 ckWMZj vkSj 'ksfMax

vki iSjkxzkiQ ds fdlh Hkh vksj ckWMZj tksM+ ldrs gSa vkSj vki cSdx+zkmaM 'ksfMax Hkh Mky
ldrs gSaA  vki lkèkkj.k VsDLV vkSj rkfydk ds lsyksa (Table cells) esa fn, x, iSjkxzkÝl
vkSj izQse esa Hkh ckWMZj vkSj 'ksfMax tksM+ ldrs gSaA gkse →→→→→ iSjkxzkiQ lc&VkLd esU;w pqusa
vkSj ckWMZj vkSj 'ksfMax lcesU;w çnf'kZr djus ds fy, cVu ij fDyd djsaA ckWMZlZ vkSj
'ksfMax Mk;ykWx ckWDl çnf'kZr gksrk gSA ckWMZj dk p;u djus ds fy, ckWMZj VSc dk p;u
djus ds ckn mi;qDr ckWMZj ckWDl ij fDyd djsa] ,IykbZ Vw% MªkWi Mkmu lcesU;w] ds
varxZr iSjkxzkiQ pqusa] vksds ij fDyd djsaA

fp=k 4-9
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iSjkxzkiQ dks 'ksM djus ds fy,]  ckWMZlZ vkSj 'ksfMax Mk;ykWx ckWDl esa 'ksfMax VSc ij
fDyd djsa] fiQy ds varxZr mfpr 'ksM dk p;u djsa] vkSj ,sIykbZ Vw% MªkWi Mkmu
lcesU;w ds varxZr iSjkxzkiQ dk p;u djsa] vksds ij fDyd djsaA

ikBxr ç'u

4- ,d u;h ykbu Mkyus fy, 'kkWV~dZV dqath gS%

(d) ,aVj

([k) f'kÝV $ ,aVj

(x) vkWYV $ ,aVj

5- fMiQkWYV :i ls VSc LVkWi lSV gksrs gSa%

(d) 0-3 bap ds varjky ij

([k) 0-4 bap ds varjky ij

(x) 0-5 bap ds varjky ij

6- fuEu lgh gSa ;k xyr%

(d) ,dy ykbu Lisflax 18 IokbaV dh gksrh gS A

([k) LVSUMMZ Vwyckj  dk mi;ksx dj vki ,d iSjkxzkiQ esa 4 dkWye cuk ldrs gSaA

(x) LVSUMMZ Vwyckj ij mifLFkr iQkWeZsV isaVj cVu] 'kSyh (LVkby) ykxw djus esa
mi;ksxh gksrk gSA

(?k) gSfMax 1] ,d fMiQkWYV LVkby gSA

4-5 cqysV vkSj uacj lwph

cqysVsM lwfp;ksa vkSj uacj lwfp;ksa dk mi;ksx vDlj eq[; fcanqvksa ij ikBd dk è;ku
vkdf"kZr djus ds fy, fd;k tkrk gSA

4-5-1 cqysV vkSj uacj lwph cukuk

cqysV ;k uacj lwph cukus ds fy,] oMZ }kjk miyCèk djkbZ xbZ lwph lqfoèkkvksa dk mi;ksx
djsaA bl vuqHkkx esa vki lh[ksaxs fd cqysV vkSj uacj lwph dks fdl çdkj cuk;k vkSj
iQkWeZsV fd;k tkrk gSA

1- iQkWeZsfVax Vwyckj ij uacMZ fyLV (Øekafdr lwph) cVu  ;k cqysVsM fyLV
cVu  ij fDyd djsaA

2- igyh ,aVªh Vkbi djsa vkSj ,aVj nck,¡A ;g vxyh iafDr ij cqysV ;k la[;k tksM+
nsxkA ;fn vki fcuk cqysV ;k la[;k ds ,d ubZ ykbu 'kq: djuk pkgrs gSa rks ,aVj
dqath nckrs le; f'kÝV dqath dks nckdj j[ksaA
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3- ,aVªh Vkbi djuk tkjh j[ksa vkSj lwph ds lekIr gks tkus ij nks ckj ,aVj dqath nck,¡A

,d ls vfèkd Lrj dh lwph cukus ds fy, iQkWeZsfVax Vwyckj ij bUØhT+k baMsaV  vkSj
MhØhT+k baMsaV ] cVuksa dk mi;ksx djsaA

vki igys VsDLV Vkbi djsa] mlds ckn VsDLV dk p;u djsa] vkSj fiQj cqysV ;k uacj
Mkyus ds fy, cqysVsM lwph ;k uacj lwph ij fDyd djsaA

4-5-2 usLVsM lwfp;k¡ cukuk →→→→→

usLVsM lwph] tSls fd cqysVsM lwph ds vanj ,d Øekafdr lwph cukus ds fy, bu pj.kksa
dk ikyu djsa%

1- lwph Vkbi djsa vkSj çR;sd vkbVe ds fy, bUØhT+k baMsaV cVu ij fDyd djds
vkbVe dk baMsaV c<+k,¡ tks vkids fy, ,d usLVsM lwph dk fuekZ.k djsxkA

2- vkbVe gkbykbV djsa vkSj iQkWeZsfVax Vwyckj ij uacj fyLV cVu ij fDyd djsaA

4-5-3 cqysVsM vkSj uacj lwph dh iQkWeZsfVax djuk

cqysV vkSj uacj Mk;ykWx ckWDl dk mi;ksx djds cqysV dh Nfo vkSj uacj dk Lo:i
cnyk tk ldrk gSA

1- lHkh cqysV ;k la[;k ifjofrZr djus ds fy, iwjh lwph dks gkbZykbV djsa] ;k ,d
cqysV dks ifjofrZr djus ds fy, lwph ds Hkhrj ,d ykbu ij dlZj j[ksaA

2- eq[; VSc ij gkse→→→→→iSjkxzkiQ lcVkLd esU;w dk p;u djds ;k lwph esa nk;k¡ fDyd
djsa vkSj 'kkWVZdV esU;w ls cqysV vkSj uacj dekaM dk p;u djds Mk;ykWx ckWDl
ij igq¡psa A

fp=k 4-10
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3- fn, x, fodYiksa esa ls ,d ls fyLV LVkby dk p;u djsa] ;k ,d vyx vkbdu
dk p;u djus ds fy, (Picture)--- cVu ij fDyd djsaA uacj fyLV LVkby dk
p;u djus ds fy, uacj VSc ij fDyd djsaA

4- iw.kZ gksus ij vksds ij fDyd djsaA

4-6 VsDLV dks dkWih  vkSj dV  djuk 

VsDLV dks vius nLrkosT+k ds fdlh vU; LFkku ij dkWih djuk ;k ys tkuk Hkh laiknu
çfØ;k dk ,d fgLlk gSA vius nLrkosT+k esa VsDLV dks fiQj ls Vkbi djus ls cpus ds
fy, vki dkWih vkSj dV dekaM dk mi;ksx dj ldrs gSaA VsDLV dks nLrkosT+k ds Hkhrj
;k fdlh vU; nLrkosT+k esa dkWih djus vkSj ys tkus esa fDyicksMZ ds mi;ksx ds ckjs esa
bl vuqHkkx ([k.M) esa crk;k x;k gSA

4-6-1 VsDLV dks dkWih  djus vkSj dV  djus esa fDyicksMZ dk mi;ksx

tc vki VsDLV dks dkWih ;k dV djrs gSa rks VsDLV eseksjh] ftls fDyicksMZ dgrs gSa] esa
laxzfgr gks tkrk gS vkSj mls mlh nLrkosT+k ;k fdlh vU; nLrkosT+k esa okil isLV fd;k
tk ldrk gSA fiNys 12 ,yhesaV~l] ftUgsa dV ;k dkWih fd;k x;k gS] oMZ ds fDyicksMZ
ij fLFkr gksrs gSaA vki esU;w ckj ij gkse→→→→→fDyicksMZ lc&VkLd esU;w dekaM dk p;u
djds fDyicksMZ ds ,yhesaV~l dks ns[k ldrs gSaA

çR;sd vkbVe dh lkexzh ns[kus ds fy, ml ij ekml
ys tk,¡ vkSj nLrkosT+k esa mldh lkexzh tksM+us ds fy,
,yhesaV~l ij fDyd djsaA nLrkosT+k esa lHkh vkbVEl dks
,d lkFk isLV djus ds fy, isLV vkWy fodYi ij
fDyd djsaA fDyicksMZ dh lkexzh dks lkiQ djus ds
fy, Dyh;j fDyicksMZ cVu ij fDyd djsaA

4-6-2 VsDLV dks ewo djuk 

VsDLV dks ewo djus dk vFkZ gS fd p;fur VsDLV dks ,d LFkku ls gVkdj nwljs LFkku
ij MkyukA VsDLV dks ewo djus ds fy, uhps fn, x, pj.kksa dk ikyu djsa%

1- LFkkukarfjr fd, tkus okys VsDLV dk p;u djsaA

2- esU;w ckj ij gkse →→→→→ fDyicksMZ lc&VkLd esU;w dekaM dk p;u djsa] ;k LVSaMMZ
Vwyckj ij dV cVu ij fDyd djsa] ;k CTRL + X dqath nck,¡A blls vkidk
VsDLV fDyicksMZ ij pyk tk,xkA

3- dV fd, x, VsDLV dks isLV djus ds fy, ftl LFkku ij vki VsDLV dks ys tkuk
pkgrs gSa dlZj dks ogk¡ ys tk,¡ vkSj esU;w ckj ls gkse →→→→→ fDyicksMZ lc&VkLd esU;w
dekaM pqusa] LVSaMMZ Vwyckj ij isLV cVu ij fDyd djsa] ;k CTRL + V dqath nck,¡A
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VsDLV dks de nwjh ij ys tkus ds fy,] MªSx vkSj MªkWi fofèk rst gks ldrh gSA ml VsDLV
dks gkbykbV djsa ftls vki LFkkukarfjr djuk pkgrs gSaA ekml }kjk p;fur fgLls dks u,
LFkku rd MªSx djsa] vkSj ekml cVu NksM+saA

4-6-3 VsDLV dkWih djuk 

dkWih djus dk vFkZ gS fd p;fur ikB dh çfrfyfi cukuk (dkWih djuk) vkSj mls
vU; LFkku ij ,aVj djuk vkSj bl fØ;k esa ewy VsDLV vifjofrZr jgrk gSA VsDLV dks
dkWih djus ds fy,] uhps fn, x, pj.kksa dk ikyu djsa%

1- çfrfyfi cuk, tkus okys VsDLV dk p;u djsaA

2- esU;w ckj ij gkse →→→→→ fDyicksMZ lc&VkLd esU;w dekaM dk p;u djsa] ;k LVSaMMZ
Vwyckj ij dkWih cVu fDyd djsa] ;k CTRL + C dqath nck,¡A blls vkidk
VsDLV fDyicksMZ ij pyk tk,xkA

3- dkWih fd, x, VsDLV dks isLV djus ds fy, ftl LFkku ij vki VsDLV dh dkWih
dks j[kuk pkgrs gSa ogk¡ dlZj dks ys tk,¡ vkSj esU;w ckj ij gkse →→→→→ fDyicksMZ
lc&VkLd esU;w dekaM dk p;u djsa] LVSaMMZ Vwyckj ij isLV cVu fDyd djsa] ;k
CTRL + V dqath nck,¡A blls vkidk VsDLV p;fur txg ij isLV gks tk,xkA

4-7 Lisfyax ,oa xzkej

Lisfyax vkSj xzkej pSdlZ xyr Lisfyax okys 'kCnksa ;k O;kdj.k dh =kqfV;ksa dh tk¡p djrk
gSA xyr Lisfyax okys 'kCnksa ds uhps yky ygjnkj ykbu fn[kkbZ nsrh gSA gjh ygjnkj
ykbu xzkej dh =kqfV;ksa dks çnf'kZr djrh gSA ;g vuqHkkx ([k.M) vkids nLrkosT+k dh
Lisfyax vkSj xzkej esa lqèkkj djus okys dekaM ls lacafèkr gSA tc rd vki bl lqfoèkk
dks Lo;a can ugha djrs gSa rc rd oMZ  Lopkfyr :i ls Lisfyax vkSj xzkej =kqfV;ksa dh
tk¡p djsxkA

fp=k 4-11

Lisfyax vkSj xzkej pSdj dk mi;ksx djus ds fy,] bu pj.kksa dk ikyu djsa%

1- eq[; VSc ls cVu dk p;u djsa ;k dhcksMZ ij F7 cVu nck,¡A

2- Lisfyax ,aM xzkej Mk;ykWx ckWDl vkids nLrkosT+k esa igyh xyrh ds ckjs esa vkidks
lwfpr djsxk vkSj x+yr Lisfyax okys 'kCn yky jax esa gkbykbV gks tk,¡xsA
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3- ;fn 'kCn dh Lisfyax Bhd gS] rks bXuksj (è;ku u nsa) cVu ij fDyd djsa ;k vxj
nLrkosT+k esa ,d 'kCn ,d ckj ls vfèkd fn[kkbZ nsrk gS rks bXuksj vkWy (lHkh ij
è;ku u nsa) cVu ij fDyd djsaA

fp=k 4-12

4- ;fn 'kCn dh Lisfyax xyr gS] rks lq>ko (suggestions) ckWDl esa fn, x, lq>koksa
esa ls ,d dk p;u djsa vkSj nLrkosT+k esa mifLFkr lHkh xyr Lisfyax okys 'kCnksa dks
Bhd djus ds fy, psat (ifjofrZr djsa) ;k psat vkWy (lHkh dks ifjofrZr
djsa) cVu ij fDyd djsaA ;fn lgh Lisfyax dk lq>ko ugha fn;k tkrk gS] rks ukWV
bu fMD'kujh ('kCndks'k esa ugha gS) ckWDl esa lgh Lisfyax ntZ djsa vkSj psat
cVu ij fDyd djsaA

5- ;fn 'kCn dh Lisfyax lgh gS vkSj ;g 'kCn vkids }kjk Vkbi fd, x, vusd
nLrkosT+kksa esa gS (tSls fd vkidk uke)] rks ml 'kCn dks 'kCndks'k esa tksM+us ds fy,
,sM (Add) cVu ij fDyd djsa ftlls og xyr Lisfyax okys 'kCn ds :i esa
çnf'kZr u gksA

Lisfyax ,aM xzkej Mk;ykWx ckWDl esa tc rd pSd xzkej (O;kdj.k dh tk¡p djsa)
ckWDl p;fur gS] rc rd oMZ] nLrkosT+k esa Lisfyax ds vykok O;kdj.k dh Hkh tk¡p
djsxkA ;fn vki pkgrs gSa fd O;kdj.k dh tk¡p u dh tk,] rks bl ckWDl ls lgh dk
fu'kku gVk,¡A vU;Fkk] O;kdj.k Bhd djus ds fy, bu pj.kksa dk ikyu djsaA

1- ;fn oMZ O;kdj.k dh xyrh dk irk yxkrk gS] rks ;g ckWDl esa Lisfyax ds :i esa
çnf'kZr gksxkA xyrh gjs VsDLV ds :i esa gkbykbV gksxhA

2- lq>ko ckWDl esa vusd lq>ko fn, tk ldrs gSaA ml fodYi dk p;u djsa tks lcls
mi;qDr gks vkSj psat ij fDyd djsaA

3- ;fn fdlh Hkh lqèkkj dh vko';drk ugha gS (oMZ lgh gksus ds ctk; vDlj xyr
gks ldrk gS)] rks bXuksj cVu ij fDyd djsaA
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4-8 ist dh iQkWeZsfVax djuk

bl [kaM esa] vki viuh vko';drkvksa ds vuqlkj istksa dks fMtkbu djuk lh[ksaxsA
mnkgj.k ds fy,] ist lSVvi fodYi ftlesa dkxt dk vkdkj vkSj ist vksfj,aVs'ku
vkfn 'kkfey gSa mUgsa vkerkSj ij ;k rks vkids }kjk lSV fd;k tkrk gS ;k fiQj u,
nLrkosT+k dks [kksyus ij ;g fMiQkWYV :i ls lSV gksrk gSA ;s fodYi ist ysvkmV VSc ds
varxZr miyCèk gksrs gSa vkSj bUgsa fdlh Hkh le; vkidh t:jrksa ds fglkc ls cnyk tk
ldrk gSA

fp=k 4-13

4-8-1 ist ekftZu

vki nks fofèk;ksa }kjk vius nLrkosT+k ds ist ekftZu dks cny ldrs gSaA (d) :yj dk
mi;ksx djds vkSj ([k) ist lSVvi Mk;ykWx ckWDl dk mi;ksx djdsA

(d) :yj dk mi;ksx djuk

1- ekml dks ml {ks=k ij ys tk,¡ tgk¡ liQsn :yj LysVh esa ifjofrZr gks tkrk gSA

fp=k 4-14

2- tc dlZj nks eq¡g okyk ,sjks cu tkrk gS] rc ekml ij fDyd djsa vkSj ekftZu
ladsrd dks eupkgs LFkku ij MªSx djsaA

3- ekftZu lSV gks tkus ds ckn ekml dks NksM+ nsaA

([k) ist lSVvi Mk;ykWx ckWDl dk mi;ksx djuk

ist lSVvi Mk;ykWx ckWDl dk mi;ksx djds Hkh ekftZu dks ifjofrZr fd;k tk ldrk
gSA

1- ist ysvkmV VSc pqusa vkSj ekftZu Mk;ykWx ckWDl çnf'kZr djus ds fy, ist
lSVvi lc VkLd lewg ds varxZr esU;wckj ij fLFkr ekftZu cVu ij fDyd djsaA
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2- N% iwoZifjHkkf"kr ekftZu gksrh gSa ftudk uke ukWeZy] uSjks] ekWMjsV] okbM] fejMZ]
,oa vkWfiQl 2003 fMiQkWYV gSa tks p;u djus ds fy, miyCèk gksrs gSaA vki ;k
rks viuh vko';drk vuqlkj muesa ls ,d dk p;u dj ldrs gSa ;k fiQj 'kh"kZ]
fupys] ck,¡ vkSj nk,¡ ckWDl esa ekftZu eku çfo"V djus ds fy, dLVekbT+M ekftZu
cVu ij fDyd dj ldrs gSaA fçO;w foaMks ifjorZuksa dks çfrfcafcr djrh gSA

3- ;fn nLrkosT+k esa gSMj vkSj@;k iQqVj gSa] rks i`"B ds fdukjksa ls ;g VsDLV tgk¡ ij
çnf'kZr gksrk gS mldh nwjh dks ifjofrZr fd;k tk ldrk gSA

4- bu ifjorZuksa dks iw.kZ nLrkosT+k ij ykxw djus ds fy, ,sIykbZ Vw% lwph ckWDl ds cxy
esa cus MªkWi&Mkmu ,sjks ij fDyd djsa vkSj ;fn ;g çnf'kZr ugha gksrk gS rks fodYi
cnydj iw.kZ nLrkosT+k djsaA

5- lekIr gksus ij vksds ij fDyd djsaA

fp=k 4-15

4-8-2 ist lkbt vkSj vksfj,aVs'ku

ist lSVvi Mk;ykWx ckWDl ds Hkhrj ls ist dk vksfj,aVs'ku cnysaA

1- eq[; VSc ckj ij  ist ysvkmV →→→→→ lkbT+k dekaM dk p;u djsa vkSj viuh
vko';drk ds vuqlkj miyCèk ysVj] yhxy ;k A4 vkdkj esa ls pqusaA ;fn
vkidks vfèkd fodYiksa dks ns[kus dh t:jr gS] rks lkbT+k lc&VkLd esa eksj isij
lkbT+k ij fDyd djsaA
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fp=k 4-16

2- MªkWi&Mkmu esU;w ls mfpr vkdkj ds ist dk p;u djsaA

fp=k 4-17

3- eq[; VSc ckj esa ist ysvkmV esa vksfj,aVs'ku lc&VkLd ds varxZr vksfj,aVs'ku dks
iksVªZsV ;k ySaMLdsi esa cnyus ds fy, mlh ds vuq:i cVu dk p;u djsaA

ist ij T+kwe bu djuk

fp=k 4-18

1- eq[; VSc ckj ij O;w VSc →→→→→ T+kwe lc VkLd dk p;u djsaA T+kwe Mk;ykWx ckWDl
LØhu ij fn[kkbZ nsxkA Mk;ykWx ckWDl dks T+kwe djus ds fy, T+kwe Vw ds rgr vusd
istksa dks tk¡psaA vksds ij fDyd djsaA

2- LØhu ij vkids nLrkosT+k ds vusd ist çnf'kZr gksaxsA vksfj,aVs'ku cnyus ds fy,
istksa dk p;u djsaA

3- iQkby →→→→→ lSVvi ist pqusa] vkSj isij lkbT+k VSc ij fDyd djsaA mlds ckn
vksfj,aVs'ku (ySaMLdsi ;k iksVªZsV) fodYi] tks vki mu p;fur istksa ds fy, pkgrs
gSa mlij fDyd djsaA

4- MªkWi&Mkmu ckWDl esa vIykbZ Vw% fodYi dk p;u djsaA lekIr gksus ij vksds ij
fDyd djsaA
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fp=k- 4-19

4-8-3 gSMj vkSj iQqVj

gSMj og VsDLV gksrk gS ftls çR;sd i`"B ds 'kh"kZ ekftZu ij Mkyk tkrk gS tSls fd
nLrkosT+k dk 'kh"kZd ;k i`"B la[;kA iQqVj og VsDLV gksrk gS ftls fupys ekftZu esa Mkyk
tkrk gSA nLrkosT+k esa gSMj vkSj iQqVj dks Mkyus ds fy, bu pj.kksa dk ikyu djsa%

fp=k 4-20

1- eq[; VSc ckj ij balVZ →→→→→ gSMj vkSj iQqVj lc&VkLd esU;w pqusaA vko';drk ds
vuqlkj gSMj ;k iQqVj fodYi ij fDyd djsaA(fp=k 4-21)

2- gSMj fodYi dk p;u djus ij] gSMj Vwyckj çnf'kZr gksxk vkSj i`"B dk 'kh"kZ uhps
fn[kk, x, :i esa çnf'kZr gksxkA (fp=k 4-22)

3- gSMj ckWDl esa 'kh"kZd fy[ksaA vki VsDLV dks iQkWeZsV djus okys vusd fodYiksa dk
mi;ksx dj ldrs gSa tSls fd iQkWUV iQsl] vkdkj] cksYM] bVSfyd] vkfnA
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fp=k  4-21

fp=k 4-22

blh çdkj ls vki iQqVj ds fy, ukfer dekaM dk p;u dj ldrs gSa (fp=k 4-23) vkSj
vko';drk ds vuqlkj mls cny ldrs gSaA

fp=k 4-23

4-8-4 ist uacj

nLrkosT+k esa ist uacj tksM+us ds fy, bu funZs'kksa dk ikyu djsaA

1- eq[; VSc ckj ls balVZ →→→→→ ist uaclZ pqusa vkSj fuEu Mk;ykWx ckWDl çnf'kZr gksxkA
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fp=k 4-24

2- iksfT+k'ku MªkWi&Mkmu esU;w ls ¶VkWi vkWiQ ist¸ ;k ¶ckWVe vkWiQ ist¸ dk p;u
djds ist uacjksa dh fLFkfr dk p;u djsaA

3- lekIr gksus ij vksds ij fDyd djsaA

fp=k- 4-25

nLrkosT+k ;k nLrkosT+k ds ,d fo'ks"k [kaM esa ist uacjksa dh çkjafHkd oSY;w cnyuk

nLrkosT+k dh ist la[;k dh çkjafHkd oSY;w cnyus ds fy,] uhps fn, x, pj.kksa dk ikyu
djsa%

1- nLrkosT+k ds ist ij dlZj j[ksaA (;fn vkids nLrkosT+k esa nks ;k nks ls vfèkd vuqHkkx
gSa] rks vkidks ml fof'k"V vuqHkkx ds 'kq:vkrh ist ij dlZj j[kuk gksxk tgk¡ ls
vki ist uacj ifjofrZr djuk pkgrs gSa)A

2- eq[; VSc ij balVZ ist uacj lc&VkLd dk p;u djsa vkSj ist uacj Mk;ykWx ckWDl
çnf'kZr gksxkA

3- ¶'kks uacj vkWu iQLVZ ist¸ ls lgh dk fu'kku gVk,¡ vkSj ist uacj Mk;ykWx ckWDl esa
iQkWeZsV ij fDyd djsaA ist uacj iQkWeZsV Mk;ykWx ckWDl çdV gksrk gS (fp=k 4-26)A
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fp=k 4-26

4- ist uacj iQkWeZsV Mk;ykWx ckWDl ds fupys fgLls esa] LVkVZ ,sV (ls çkjaHk djsa)
fodYi ij fDyd djsa vkSj ist uacj dks de ;k vfèkd djsa ;k LVkVZ ,sV ckWDl
esa ,d uacj Vkbi djsaA

5- ist uacj iQkWeZsV Mk;ykWx ckWDl dks can djus ds fy, vksds ij fDyd djsa] vkSj
mlds ckn ist uacj Mk;ykWx ckWDl dks can djus ds fy, vksds ij fDyd djsaA

4-8-5 ist czsd bUlVZ djuk

tc vki oMZ nLrkosT+k esa Vkbi dj jgs gksrs gSa vkSj tc vki ist ds uhps igq¡p tkrs gSa]
rks Lopkfyr :i ls ist czsd bUlVZ gks tkrk gSA dkxt dk vkdkj fuèkkZfjr djrk gS fd
Lopkfyr ist czsd dgk¡ vk,xkA ;fn vki ewy ist czsd ds vkus ls igys ,d ist dk
var dj nwljk ist 'kq: djuk pkgrs gSa] rks vxys ist ij tkus ds fy, vkidks ckj&ckj
,aVj dqath nckus dh vko';drk ugha gSA blds ctk;] uhps fn, fdlh Hkh ,d rjhds
dk ikyu djsa%

1- bal'kZu IokbaV dks ml ykbu ij j[ksa tgk¡ ist dk var gksuk pkfg,A esU;w ckj ls balVZ
→→→→→ czsd dekaM dk p;u djsaA czsd Mk;ykWx ckWDl çnf'kZr gksxk (fp=k 4-27)A czsd
Mk;ykWx ckWDl esa czsd çdkj ds varxZr ist czsd ij lgh dk fu'kku yxk,¡A ist czsd
bUlVZ ds fy, vksds ij fDyd djsaA
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fp=k 4-27

2- bal'kZu IokbaV dks ml ykbu ij j[ksa tgk¡ ij ist dks lekIr gksuk pkfg,A ist czsd
bUlVZ djus ds fy, CTRL+ENTER dqath nck,¡A

4-8-6 ist czsd gVkuk

ist czsd dks gVkus dk lcls vklku rjhdk ;g gS fd nLrkosT+k esa vfrfjDr ist czsd
ladsrd dh [kkst djuk vkSj mls gVkukA ,slk djus ds fy, ukWeZy O;w esa tk,¡] ist czsd
ykbu ij fDyd djsa vkSj ist czsd gVkus ds fy, fMyhV dqath nck,¡A

ikBxr ç'u

7- esU;w ckj ij ……………………………… dekaM dk mi;ksx cqysV vkSj
uacfjax Mk;ykWx ckWDl ij igq¡pus ds fy, fd;k tkrk gSA

8- VsDLV dks dkWih djus vkSj LFkkukarfjr djus esa D;k varj gS\

9- fDyicksMZ ij ,yhesaV~l (rRoksa) dks ns[kus ds fy,] vki esU;w ckj ls
……………………………… dekaM dk p;u djrs gSaA

10- fuEufyf[kr lgh gSa ;k xyr %

(d) esU;w ckj esa ,fMV → dkWih dekaM dk p;u djuk vkSj CTRL+C dqath
nckuk nks vyx vyx dk;Z gSaA

([k) vki ,d 'kCn dks fudkyus ds fy, dLVe 'kCndks'k dk mi;ksx ugha dj
ldrs gSaA

(x) vki jkbV fDyd djds 'kkWVZdV esU;w ls 'kCn ds i;kZ;okph pqu ldrs gSaA

(?k) dhcksMZ ij F7 dqath nckdj Lisfyax vkSj xzkej pSdj dks lfØ; fd;k tk
ldrk gSA
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4-9 vkius D;k lh[kk

bl ikB esa vkius iQkWeZsfVax dh fofHkUu lqfoèkkvksa ds ckjs esa lh[kk A vc vki VsDLV dks
,d LFkku ls nwljs LFkku ij ys tk ldrs gSa rFkk vyx vyx iQk¡V ,oa dSjsDVj LVkby
Hkh ,sIykbZ dj ldrs gSaA lkFk gh vki ,e ,l oMZ dh Lisfyax vkSj xzkej tk¡p lqfoèkk
dk Hkh mi;ksx dj ldrs gSaA

4-10 ikBkar ç'u

1- VsDLV dks VkbVy dsl esa cnyus ds fy, esU;w ckj esa dkSu lk dekaM gksrk gS\

2- flacy bUlVZ djus ds pj.kksa dks le>k,¡A

3- iQkWUV iQsl D;k gksrk gS\ fdUgha Hkh nks iQkWUV ifjokj dk mYys[k djsaA

4- vki iSjkxzkiQ esa ykbu Lisflax fdl çdkj lSV djrs gSa\

5- VsDLV dks ewo djus ds pj.k fy[ksaA

6- VsDLV dks dkWih djus ds pj.k fy[ksaA

7- oMZ esa vkWVksdjsDV lqfoèkk dk D;k mi;ksx gS\

4-11 ikBxr ç'uksa ds mÙkj

1- (d) ykbu dh 'kq:vkr esa

([k) ykbu ds var esa

(x) nLrkosT+k ds 'kh"kZ ij

(?k) nLrkosT+k ds var esa

2- (d) 'kCn ij Mcy&fDyd djsa

([k) iSjkxzkiQ esa rhu ckj fDyd djsa

(x) ekml dks 'kCnksa ij MªSx djsa] ;k ,sjks dqath dk mi;ksx djus ds nkSjku f'kÝV
dqath nckdj j[ksaA

(?k) esU;w ckj ij ,fMV →→→→→ flysDV vkWy dk p;u djsa ;k CTRL+A dqath
nck,¡A

3- (d) xyr] ([k) lgh] (x) xyr] (?k) lgh

4- ([k) (SHIFT + ENTER dqath)

5- (x) 0-5 bap varjky

6- (d) xyr] ([k) lgh] (x) lgh] (?k) xyr
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7- iQkWeZsV →→→→→ cqysV vkSj uacfjax

8- dkWih djus dk vFkZ gS fd p;fur VsDLV dh dkWih djuk vkSj mls nwljs LFkku ij
Mkyuk] tcfd ewy VsDLV esa dksbZ Hkh ifjorZu ugha gksrk gSA VsDLV dks ewo djus dk vFkZ
gS fd p;fur VsDLV dks ,d LFkku ls gVkdj nwljs LFkku ij MkyukA

9- O;w →→→→→ Vwyckj →→→→→ fDyicksMZ

10- (d) xyr] ([k) xyr] (x) lgh] (?k) lgh
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5-1 ifjp;

oMZ izkslsflax dk ,d lkekU; dk;Z vkils ;k vkids O;olk; vFkok O;kikj ls tqM+s
fofHkUu yksxksa vFkok laLFkkvksa dks le; le; ij Hksth tkus okyh i=k lkexzh (esfyax)
dk fuekZ.k djuk gSA oMZ esa miyC/ esfyax lqfoèkk vkids ,sMªsl MkVk dks laxfBr djus]
bls fdlh nLrkost esa 'kkfey djus vkSj bldks vkidh bPNkuqlkj Lo:i esa fçaV vkmV
fudkyus esa vkidh lgk;rk dj ldrh gSA oMZ dh esy etZ lqfoèkk ds eq[; mi;ksx
fuEu çdkj gSa%

vki ukeksa vkSj irksa dh ,d lwph dks fdlh ,d i=k esa etZ (feyk) dj ldrs gSa
ftls fofHkUu yksxksa dks muds ukeksa vkSj irksa ij Hkstk tk ldrk gSA

vki blesa Jsf.k;ka cuk ldrs gSa] blesa vyx&vyx izdkj ds lwpuk iQhYM okys
,dy i=k vFkok yscy Hkh cuk ldrs gSaA

vki blesa etZ fd, x, nLrkost tSls Mk;jsDVªh lwfp;ka] buokWbl (invoice), fçaV
,Mªsl lwfp;ka Hkh cuk ldrs gSa ;k fyiQkiQksa (envelopes) rFkk esfyax yscyksa ij irksa
dks fçaV dj ldrs gSaA

5-2 mís';

bl ikB dk vè;;u djus ds i'pkr vki %

iQkeZ ysVj] esfyax yscy] ,uoyi vkfn cuk ldsaxs_

,sMsªl MkVk dks O;ofLFkr djds bls fdlh lkekU; nLrkost esa etZ dj ldrs gSa vkSj
bl izfØ;k ls rS;kj O;fDrxr nLrkostksa dks fçaV dj ldsaxs_

fdlh esy etZ dks vko';drkuqlkj :i ns (customize) dj ldsaxsA

5

esy etZ
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5-3 esy etZ esa nLrkostksa ds çdkj

esy etZ esa rhu çdkj ds nLrkostksa dh vko';drk gksrh gS%

(d) eq[; nLrkost% esy etZ dh çfØ;k esa] O;fDrxr nLrkost (tSls fd LVSaMMZ
ysVj] ;k fyiQkiQk (,uoyi)] ;k esfyax yscy) dks eq[; nLrkost ds #i esa
tkuk tkrk gSA ;s os nLrkost gksrs gSa ftuds lekfo"V ikB rFkk xzkfiQDl eTMZ
nLrkost ds lHkh :iksa esa leku jgrk gSA mnkgj.k ds fy, okilh dk irk vkSj
iQkeZ ysVj dh fo"k;oLrqA

([k) MkVk lzksr% MkVk lzksr og iQkby gksrh gS ftlesa uke vkSj irksa ;k vU; çdkj dh
og tkudkjh gksrh gS  tks esy etZ fd, x, nLrkost ds çR;sd laLdj.k esa fHkUu
gksrh gSA mnkgj.k ds fy, fdlh iQkeZ ysVj ds fy, uke vkSj irksa dh ,d lwph
ftls vki lwphc¼ xzkgdksa vFkok vU; yksxksa dks Hkstuk pkgrs gSaA

(x) etZ nLrkost% tc vki eq[; nLrkosT+k dks MkVk lzksr ds lkFk etZ djrs gSa rks
eTMZ nLrkost uked rhljs nLrkost dk fuekZ.k gksrk gSA etZ fd, x, nLrkosT+k
dks LØhu ds lkFk etZ fd;k tk ldrk gS rkfd irs ds lkFk i=kksa dks ns[kk tk
lds ;k i=k ij irk fçaV djus vkSj ,uoyi ;k yscyksa ij irk fçaV djus ds fy,
mUgsa lhèks fçaVj ij Hkstk tk lds gS ;k mUgsa fdlh vU; iQkby ds :i esa lso
fd;k tk lds rkfd mls ckn esa fçafVax ds fy, mi;ksx fd;k tk ldsA MkVk lzksr
ls eq[; nLrkosT+k esa MkVk ;k tkudkjh Mkyus ls etZ nLrkosT+k dk fuekZ.k gksrk gSA
mnkgj.k ds fy,] i=k nLrkosT+k esa etZ iQhYM «'kgj» («city») balVZ djsa rkfd
oMZ 'kgj dk uke tSls fd ^^ubZ fnYyh** (“New Delhi”) lfEefyr dj lds
tks flVh MkVk iQhYM esa laxzfgr gSA

oMZ 2007 esa esy etZ ;k esfyax lqfoèkk eq[; VSc ckj ij miyCèk gksrh gSA esfyax
lqfoèkk,¡ vkSj VwYl] ftlesa lcVkLd tSls fd fufeZr djsa (fØ,V)] esy etZ çkjaHk
djsa (LVkVZ esy etZ)] iQhYM~l fy[ksa vkSj balVZ djsa (jkbV ,aM balVZ iQhYM~t)]
ifj.kkeksa dks fçO;w djsa (fçO;w fjtYV~l) vkSj fiQfu'k vkSj etZ 'kkfey gSa] dks
lfØ; djus ds fy, eq[; VSc ckj ij ^esfyax* VSc ij fDyd djsaA

fp=k 5-1

5-4 esy etZ fotkMZ

esy etZ fotkMZ esy etZ çfØ;k ds nkSjku vkidh lgk;rk djrk gSA blesa eq[; nLrkost
dks cukuk ,oa buesa lq/kj djuk (l`tu vkSj laiknu)] fdlh ubZ MkVk iQkby dk l`tu]
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fdlh ekStwnk MkVk iQkby dks [kksyuk_ vkSj eq[; nLrkost ds lkFk MkVk iQhYM dks etZ
djuk 'kkfey gksrk gSA esy etZ fotkMZ dks ç;ksx djus ds fy, eq[; VSc ckj ls esfyax
→→→→→ LVkVZ esy etZ (esy etZ fotkMZ vkjaHk djsa) dk p;u djsaA vkSj fiQj lcVkLd
ckj ij LVsi&ckbZ&LVsi esy etZ fotkMZ fodYi dk p;u djsaA

fp=k- 5-2

esy etZ fotkMZ esU;w LØhu ij çnf'kZr gks tk,xkA ;g vuqdwfyr pj.kksa (customized

step) }kjk esy etZ nLrkostksa dks l`ftr djus esa vkidh lgk;rk djsxkA esy etZ
nLrkost ds l`tu ds fy, bl fotkMZ esa 6 pj.k gksrs gSaA

fp=k- 5-3

5-4-1 nLrkost ds çdkj dk p;u

bl [kaM esa vki lh[ksaxs fd esy etZ fot+kMZ dk ç;ksx djds vki fdl çdkj ,d eq[;
nLrkost dk p;u dj ldrs gSaA esy etZ nLrkost dks cukus dk igyk dne nLrkost
ds çdkj dk p;u djuk gSA bl fodYi dk mi;ksx djds vki eq[; nLrkost ds çdkj
dk p;u dj ldrs gSa tSls fd ysVlZ] bZ&esy lans'k] fyiQkiQs] yscy] Mk;jsDVªh vkfnA
izk;% lokZf/d :i ls ekud nLrkost çdkj ds :i esa i=k dk ç;ksx fd;k tkrk gSA
gkyk¡fd] ;g esfyax yscy] fyiQkiQk  vkfn Hkh gks ldrs gSaA cnyus okyh (orZeku)
frfFk ds lkFk lkekU; ysVj cukus ds fy, fuEu pj.kksa dk vuqikyu djsa%

tc vki ysVj çdkj dk p;u djrs gSa rks vki fdlh O;fDrxr ysVj ds lkFk O;fDr;ksa
ds ,d lewg dks ;g ysVj Hkst ldrs gSa ftls fofHkUu irksa okys ml lewg esa fofHkUu
yksxksa }kjk çkIr fd;k tkrk gSA
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fp=k- 5-4

flysDV MkWD;wesaV Vkbi ckWDl esa fn, x, fodYiksa esa ls ysVj (Letter) dk p;u djsa vkSj
vxys pj.k ij tkus ds fy, fotkMZ Mk;ykWx ckWDl ds lcls uhps fLFkr ¶usDLV% LVkfV±x
MkWD;qesaV¸ ij fDyd djsaA

5-4-2 izkjafHkd (LVkfV±x) nLrkost dk p;u djuk

1- bl çfØ;k esa nwljk pj.k ysVj fodYi ds varxZr izkjafHkd (LVkfV±x) nLrkost dk
p;u djuk gSA blesa rhu fodYi miyCèk gksrs gSaA

orZeku nLrkost dk ç;ksx djsa% bldk iz;ksx çnf'kZr gks jgs orZeku nLrkost dk
ç;ksx djus vkSj çkIrdrkZvksa ds irs vkSj lwpuk dks 'kkfey djus fy, fd;k tkrk
gSA ;g rc mi;ksxh gksrk gS tc vkids ikl igys ls gh bl mís'; ds fy, ysVj
MªkÝV ekStwn gks vkSj vki dsoy blesa ysVj ds çkIrdrkZvksa ds irs tksM+uk pkgrs gksaA

fp=k 5-5

VsEiysV ls vkjaHk djsa% blh rjg ;fn vkids ikl ç;ksx djus ds fy, dksbZ MªkÝV
ysVj ugha gS rks vki oMZ 2007 esa igys ls miyCèk ç;ksx ds fy, rS;kj esy etZ
VsEiysV dk p;u dj ldrs gSaA bu VsEiysVksa dks viuh vko';drkuqlkj vuqdwfyr
fd;k tk ldrk gSA
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orZeku nLrkost ls vkjaHk djsa% ;fn vkids ikl igys ls gh dksbZ nLrkost ekStwn
gS rks vki bl ekStwnk esy etZ nLrkost dk p;u dj ldrs gSa vkSj ysVj (i=k)
rFkk@vFkok çkIrdrkZvksa dh fo"k;oLrq esa vko';d cnyko dj ldrs gSaA

vkb, ¶LVkVZ izQkWe , VsEIysV¸ dk p;u djsa vkSj fdlh [kkyh (Blank) nLrkost
dk p;u djsaA tc vki bl fodYi dk p;u djrs gSa rks dksbZ VsEiysV p;fur djus
ds fy, esy etZ fotkMZ fuEu lc esU;w fodYi çnf'kZr djsxkA ;gka vki viuh
vko';drkuqlkj fofHkUu VsEiysVsa dks p;fur dj ldrs gSa ;k vki viuk Lo;a dk
vuqdwfyr ysVj cukus ds fy, fdlh [kkyh nLrkost dk p;u dj ldrs gSaA viuk
Lo;a dk vuqdwfyr ysVj cukus ds fy, ¶CySad MkWD;wesaV¸ dk p;u djsaA

2- esy etZ iQhYMksa }kjk ckn esa irksa dks çfo"V djus gsrq dqN [kkyh txg NksM+sa (,aVj
dqath nckdj yxHkx 6 ;k 7 ykbusa)A bl LFkku esa dqN Hkh u fy[ksaA bl ;wfuV esa
ge tkusaxs fd dSls ckn esa MkVk iQhYMksa }kjk MkVk lzksr ls irksa dks çfo"V fd;k tkrk
gSA vki ysVj ds fdlh Hkh Hkkx esa iQhYMksa dks Hkh çfo"V dj ldrs gSaA fuEu fp=k
us'kuy baLVhV~;wV vkWiQ vksiu Ldwfyax }kjk çLrqr MhvkbZVh dk;ZØe gsrq lHkh
fo|kfFkZ;ksa dks Hksts tkus okys i=k ds fy, l`ftr fd, x, iQkWeZ ysVj (izk:i i=k)
ds ,d mnkgj.k dks n'kkZrk gSA geus fo|kfFkZ;ksa ds uke] irs iQhYMksa dks çfo"V djus
gsrq frfFk (Date) ds uhps dqN [kkyh txg NksM+ nh gSA ^;ksj ,ujksyesaV uacj bt*
ij ukekadu la[;k iQhYM dks fjDr NksM+k tk ldrk gS rkfd MkVk lzksr ds rS;kj gksus
ij ckn esa bls çfo"V fd;k tk ldsA

ysVj dh fo"k;oLrq dks bl çdkj Vkbi djsaA

14 October 2001

To

Dear Student,

We are happy to inform you that you have been admitted for the Diploma in Information

Technology offered by National Institute of Open Schooling. Your enrolment number is.,

Quote this number for all your correspondence with the School or writing assignments or

writing terminal examinations.

With best wishes,

Director (Admissions)

National Institute of Open Schooling

New Delhi

fp=k 5-7

vius nLrkost dks lso djsaA
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5-4-3 MkVk lzksr l`ftr djuk

esy etZ fotkMZ esa rhljk pj.k mu çkIrdrkZvksa vFkok irksa dh lwph dk p;u djuk
gS ftUgsa MªkÝV fd;k x;k i=k Hkstk tkuk gSA

;fn vkids ikl orZeku esa dksbZ MkVkcsl lwpuk ugha gS rks vkidks vo'; gh lwpuk dh
iQhYM okys vius Lo;a ds MkVk lzksr l̀ftr djus pkfg, rkfd mUgsa ysVj ;k fdlh vU;
eq[; nLrkost esa çfo"V fd;k tk ldsA mnkgj.k ds fy,] vkids }kjk igys cuk, x,
fdlh esy etZ ysVj esa MkVk lzksr ds #i esa fo|kfFkZ;ksa dh irk&lwph esa fuEu iQhYMksa dks
çfo"V djus dh t:jr iM+ ldrh gS% uke] irk 1] irk 2] 'kgj] jkT; vkSj fiu dksMA

fp=k 5-8

bl ikB esa] vki tkusaxs fd dSls oMZ Vscy (rkfydk) vFkok vkidh bEiksVZ dh xbZ
,Dlsy odZ'khV ç;ksx djrs gq, esy etZ fotkMZ dk mi;ksx dj MkVk lzksr cuk; tk
ldrk gSA

(d) esy etZ gsYij dk mi;ksx djds MkVk lzksr cukuk

vki ekbØkslkWÝV oMZ] ,Dlsy ;k ,Dlsl MkVkcsl MkVk lzksr cukus ds fy, esy etZ
fotkMZ dk mi;ksx dj ldrs gSaA

esy etZ fotkMZ dk mi;ksx djrs gq, MkVk lzksr cukus ds fy, fuEu pj.kksa dk ikyu
djsa% ;fn vkids ikl vHkh rd dksbZ cuk;k x;k eq[; nLrkost ugha gS rks dksbZ u;k
[kkyh nLrkost [kksysa ;k viuk ekST+kwnk eq[; nLrkost [kksysaA

fp=k 5-9
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1- esy etZ fotkMZ ds pj.k 3 esa ¶çkIrdrkZvksa dk p;u djsa (lsySDV jslhfi,V~al)¸
Mk;ykWx ckWDl ls ¶,d ubZ lwph fy[ksa (Vkbi , U;w fyLV)¸ p;u djsa vkSj
fiQj ¶l`ftr djsa (fØ,V)¸ fodYi dk p;u djsaA

2- MkVk ds ,d u, lSV tSlsfd 'kh"kZd] çFke uke] vafre uke] daiuh dk uke] vkSj
irk ykbu 1 vkSj blh rjg vkSj cgqr dqN] ds lkFk lwph rS;kj djus fy, ,d
Mk;ykWx ckWDl çnf'kZr gksrk gSA

3- çnf'kZr ^U;w ,sMªsl fyLV* Mk;ykWx ckWDl esa lhèks viuh vko';drkuqlkj lacafèkr
iQhYMksa ls MkVk dks çfo"V djuk vkjaHk dj ldrs gSaA

4- ;fn vki viuh ubZ ,sMªsl fyLV esa vko';drkuqlkj fdlh vU; iQhYM dks fudkyus
vFkok tksM+us ds fy, iQhYM LraHkksa dks vuqdwfyr djuk pkgrs gSa rks ^U;w ,sMªsl
fyLV* Mk;ykWx ckWDl esa uhps nkb± vksj fLFkr dLVekbT+k cVu ij fDyd djsaA

fp=k 5-10

5- ;g miyCèk MkVk iQhYMksa dh ,d lwph dks çnf'kZr djsxk ftlesa vuqdwfyr MkVk
iQhYM tksM+s tk ldrs gSa] lwph esa ekStwn MkVk iQhYMksa dks feVk;k tk ldrk gS vFkok
mUgsa iqu% ukfer fd;k tk ldrk gSA ,d ckj iwjk gks tkus ij ¶vksdş  cVu fDyd
djsaA

6- tc vki ubZ irk lwph ds fy, vko';d MkVk iQhYM ds fuèkkZj.k dk;Z dks iw.kZ dj
ysa rc vksds ij fDyd djsaA vc lso ,sT+k Mk;ykWx ckWDl çnf'kZr gksrk gSA

7- ml iQksYMj dks [kkstsa ftlesa vki MkVk lzksr dks lso djuk pkgrs gSa] iQkby dk uke
fy[ksa] vkSj fiQj lso ,sT+k Mk;ykWx ckWDl esa lso ,sT+k ij fDyd djsaA .mdb
(ekbØkslkWÝV MkVkcsl) foLrkj.k (extension) uke ds lkFk iQkby lso gks tk,xhA

(c) orZeku MkVk fjdkWM~lZ dks laikfnr djsa

MkVk lzksr iQkby esa orZeku MkVk fjdkMZ dks laikfnr djus ds fy, fuEu pj.kksa dk ikyu
djsa%

1- MkVk lzksr iQkby [kksysa vkSj fiQj esy etZ fotkMZ ds pj.k & 3 esa çnf'kZr ^lsysDV
jslhfi,aV~l* Mk;ykWx ckWDl esa ls ;wt ,u ,fDtfLVax fyLV fodYi dk p;u djsaA
LØhu ij Vwy ckj çnf'kZr gksxkA
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2- lsysDV MkVk lkslZ Mk;ykWx ckWDl ds çn'kZu ds fy, czkmt fodYi ij fDyd
djsaA vc ml iQksYMj dks [kkstsa ftlesa vkius MkVk iQkby] ftls vki ç;ksx djuk
pkgrs gSa] dks laxzfgr fd;k Fkk vkSj fiQj MkVk iQkby ij igqapus ds fy, vksiu ij
fDyd djsaA

3- vki vyx&vyx çdkj dh MkVk iQkby iQkWeZsV~l dks [kksy ldrs gSa tSls ,Dlsl
MkVkcsl] ,Dlsy iQkbysa] oMZ iQkby] fjp VsDLV iQkWeZsV vkfnA

fp=k 5-11

4- ,d ckj MkVk iQkby dk p;u djus ds ckn] p;fur MkVk iQkby ds çdkj ds
vkèkkj ij esyetZ] MkVk iQhYM vkSj MkVk fjdkWMZ ds chp dSls igpku dh tk,] dks
ifjHkkf"kr djus ds ckjs esa iwNsxkA

5- ,d ckj blds iw.kZ gks tkus ij] MkVk iQkby esy etZ esa yksM gks tk,xh vkSj vc
vki viuh vko';drkuqlkj lwph dks laikfnr djus gsrq l{ke gksus ds fy, ^,fMV
jslhfi,aV fyLV* ij fDyd dj ldrs gSaA

6- MkVk fjdkWMZ] ftUgsa vki ifjofrZr djuk pkgrs gSa] dks [kkstus ds fy, ,sjks dqath
fDyd djsa vFkok fjdkWMZ la[;k fy[k djds ;k lpZ ij fDyd djds ifjorZu djus
gsrq bfPNr lkexzh ij tk,¡ vkSj fiQj ml lwpuk ds fy, [kkstsa ftlesa fjdkMZ 'kkfey
gksaA

7- mu fjdkMks± dks laikfnr (Edit) djsa ftUgsa vki cnyuk rFkk cnykoksa dks lso djuk
pkgrs gSA

(x) oMZ rkfydk dk ç;ksx dj MkVk lzksr cukuk

oSls rks esy etZ fotkMZ vkids uke] irs vkSj vU; MkVk vkèkkfjr oMZ rkfydk dks
LVsi&ckbZ&LVsi lSV djds vkidh lgk;rk djsxkA fiQj Hkh esy etZ fotkMZ dk ykHk
mBkus ds fy, vki oMZ rkfydk esa lhèks uke vkSj MkVk iQhYMksa dks çfo"V djds dksbZ
MkVk lzksr Hkh cuk ldrs gSaA ,slk djus ds fy, fuEu pj.kksa dks iw.kZ djsa%

1- eq[; VSc ckj ij balVZ VSc →→→→→ Vscy dk p;u djds rkfydk çfo"V djsa vkSj uhps
fn, x, vuqlkj rkfydk l`ftr djsaA

2- rkfydk dh 'kh"kZ iafDr ij MkVk iQhYMksa ds uke fy[ksaA vxyh iafDr ls MkVk fjdkWMZ
fy[kuk vkjaHk djsaA
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3- tc vki lHkh MkVk fjdkWMks± dh çfof"V iw.kZ dj ysa] rc rkfydk dks oMZ nLrkost
ds #i esa lso djsaA vkidk MkVk lzksr nLrkost rS;kj gSA

Enrol No Name Add 1 Add 2 City State PIN

01785679 Ram 13, 7th Vijaya Bangalore Karnataka 560040
Main Road Nagar

01785680 Lakshmi Rampur Shadipur Chittoor Andhra 571131
(Vill). (Post) (Dist) Pradesh

01785681 Renu 85A Pocket-K Sheikh New Delhi 110030
Sarai-II

01785682 Khan 76 Main Vidya Lucknow Uttar

Road Nagar Pradesh

(?k)  MkVk lzksr cukus ds fy, ,Dlsy odZ'khV dk mi;ksx djuk

vki MkVk lzksr cukuss ds fy, ,Dlsy çksxzke dk Hkh mi;ksx dj ldrs gSaA ,slk djus ds
fy, fuEu pj.k viuk,¡%

1- ,Dlsy çksxzke pkyw djsaA odZ'khV [kksysaA

2- odZ'khV dh 'kh"kZ iafDr ij MkVk iQhYMksa ds uke fy[ksaA nwljh iafDr ls MkVk fjdkMZ
fy[kuk vkjaHk djsaA

3- tc vki lHkh MkVk fjdkMks± dh çfof"V iw.kZ dj ysa rks odZ'khV dks lso djsaA

4- vkids }kjk odZ'khV esa fy[ks x, MkVk iQhYM ukeksa vkSj MkVk fjdkM~lZ dk p;u djsa
vkSj LVSaMMZ Vwyckj ij dkWih cVu ij fDyd djsaA iQkby dks can djsa vkSj ,Dlsy
çksxzke ls ckgj fudy tk,¡A

5- oMZ çksxzke [kksysaA u;k nLrkost [kksysa vkSj isLV cVu ij fDyd djsaA MkVk oMZ
nLrkost esa rkfydk ds #i esa dkWih gks tk,xkA nLrkost dks lso djsaA vkidk MkVk
lzksr nLrkost rS;kj gSA

5-4-4 nLrkostksa dks etZ djuk

,d ckj tc vki viuk eq[; nLrkost vkSj MkVk lzksr nLrkost cuk ysa rks esy etZ esa
vxys nks pj.k eq[; nLrkost esa etZ iQhYM dks çfo"V djuk vkSj fiQj eq[; nLrkost
esa MkVk dks etZ djuk gSA

eq[; nLrkost esa iQhYMksa dks etZ djus ds fy, vkidks eq[; nLrkost esa dqN laiknu
djus dh vko';drk iM+ ldrh gSA ,slk djus ds fy, esy etZ fotkMZ ds pj.k 4 esa
crk, vuqlkj bu pj.kksa dks viuk,¡%

1- vius ysVj ds ml LFkku ij fDyd djsa tgka vki irs dks çnf'kZr djuk pkgrs gSa
vkSj fiQj_
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2- esy etZ fotkMZ ds pj.k 4 esa çnf'kZr Mk;ykWx ckWDl ij ,Mªsl cqd fodYi dk
p;u djsaA esy etZ fotkMZ] balVZ ,sMªsl CykWd Mk;ykWx ckWDl çnf'kZr djrk gSA

fp=k 5-12

3- balVZ ,Mªsl CykWd dk ç;ksx djrs gq, vki eq[; ysVj esa çfo"V fd, tkus okys irk
iQhYM dk O;fDrxr #i ls p;u dj ldrs gSaA

fp=k 5-13

4- eq[; nLrkost iw.kZ djus vkSj lHkh etZ iQhYMksa dks çfo"V djus ds ckn lso ,sT+k
fodYi dk p;u djus ds fy, vkWfiQl cVu ij fDyd djsaA vc oMZ 2007
nLrkost ds #i esa iQkby dks lso djus ds fy, ¶oMZ nLrkost¸ dk p;u djsa ;k
laxr nLrkost oMZ 97 ;k 2003 ds #i esa lgstus ds fy, ¶oMZ 97&2003 nLrkost¸
dk p;u djsaA nLrkost dk uke Mkysa vkSj lso ij fDyd djsaA vc vkidk eq[;
nLrkost etZ nLrkost (Merge Document) ds #i esa dk;Z djsxkA

5-4-5 eq[; nLrkost esa MkVk etZ djuk

eq[; nLrkost esa MkVk etZ djuk esy etZ fotkMZ dk vafre pj.k gSA etZ nLrkost dks
can djus vkSj ysVj dks fçaV djus ls igys irk MkVk ds lkFk eq[; ysVj ds fçO;w
(Preview) dks çnf'kZr djus ds fy, << ;k >> (<<or>>) cVu ij fDyd djsaA
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fp=k 5-14

,d ckj iw.kZ gksus ij etZ çfØ;k iw.kZ djus ds fy, Mk;ykWx ckWDl ij ¶usDLV% dEIyhV
n eT+kZ̧  fodYi ij fDyd djsaA

fp=k 5-15

5-5 irk lwph dks etZ djds esfyax yscyksa dks rS;kj djuk

;fn vki igys crk, x, vuqlkj dksbZ MkVk lzksr (tSlsfd irk lwph) igys gh rS;kj dj
pqds gSa] rc bl irk lwph dks vius eq[; nLrkost ds lkFk etZ djuk vfèkd vklku
gks tk,xk] ftldk mi;ksx esfyax yscyksa ds :i esa fd;k tk ldrk gSA

1- eq[; nLrkost rS;kj djuk% LVSaMMZ Vwyckj ij U;w (New) ij fDyd djsaA mlds
ckn eq[; VSc ckj ij esfyaXl → → → → → LVkVZ esy etZ lc&VkLd ij fDyd djsaA
lc&VkLd LVkVZ esy etZ ds varxZr yscyksa dk p;u djsaA ekbØkslkWÝV oMZ ij
yscy vkWI'kUl Mk;ykWx ckWDl fn[kkbZ nsxkA

2- yscy vkWI'kUl Mk;ykWx ckWDl esa] vki ftu fçaVj vkSj yscyksa dk mi;ksx djuk
pkgrs gSa mudk p;u djsa vkSj fiQj vksds ij fDyd djsaA (vki ftu yscyksa dk
mi;ksx djuk pkgrs gSa] oks ;fn çksMDV uEcj ckWDl esa lwphc¼ ugha gSa] rks vki
vius dLVe yscy cuk ldrs gSa)A t:jr ds vuqlkj vuqdwfyr (customized)
yscy cukus ds fy, U;w yscy cVu ij fDyd djsaA
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fp=k 5-16

3- MkVk lzksr [kksysa% vkids vius mi;ksx ds fy, yscy ds çdkj vkSj çk:i (iQkWeZsV)
p;u dk dke iwjk djus ds ckn] ml MkVk lzksr dk p;u djuk gksrk gS] tgk¡ ls
vki yscy esa tksM+us ds fy, MkVk çkIr djsaxsA esu VSc ckj esa] esfyaXl VSc ds rgr]
(lsysDV jslhis,aV~l) ij fDyd djsa vkSj fiQj vki ^Vkbi U;w fyLV ;k ;wt
,fXT+kfLVax fyLV dk p;u] mi;ksx djus dh t:jr ds vuqlkj djsa vU;Fkk
vki ¶lsysDV izQkWe vkmVyqd dkWUVSDV~l¸ ij fDyd dj ldrs gSA

4-  ¶lsysDV MkVklkslZ¸ Mk;ykWx ckWDl çnf'kZr djus ds fy, ;wT+k ,fXT+kfLVax fyLV
dk p;u djsaA ml txg czkmt djsa tgka vkius viuk MkVk lzksr (irk lwph) rS;kj
fd;k gS vkSj mlds ckn vksiu cVu ij fDyd djsaA

5- vki fofHkUu çdkj ds MkVk iQkby iQkeZsV [kksy ldrs gSa tSlsfd ,Dlsl MkVkcsl]
,Dlsy iQkby] oMZ iQkby] fjp VsDLV iQkWeZsV bR;kfnA

fp=k 5-17

6- MkVk iQkby dk p;u fd, tkus ds ckn] p;u fd, x, MkVk iQkby ds çdkj ds
vkèkkj ij] esy etZ vkils MkVk iQhYMksa rFkk MkVk fjdkWMZ ds chp varj iwNsxkA

7- ;g dk;Z iwjk fd, tkus ij] MkVk iQkby esy etZ esa yksM gks tk,xh vkSj vc vki
viuh t:jr ds vuqlkj lwph dk lEiknu djus ds fy, LVkVZ esy etZ lc&VkLd
ds varxZr ^,fMV jslhfi,aV fyLV*  ij fDyd dj ldrs gSaA

8- vki ftl MkVk fjdkWMZ dks cnyuk pkgrs gSa mls [kkstus ds fy,] ,sjks dqath ij
fDyd djsa ;k fjdkWMZ uEcj Vkbi djds ml fjdkWMZ uEcj ij tk,¡ ftldh fo"k;
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oLrq vki cnyuk pkgrs gSa_ ;k ̂ iQkbaM* ij fDyd djsa vkSj rc fjdkMZ esa j[kh xbZ
lwpuk dh [kkst djsaA

9- vki ftu fjdkWMksa dks cnyuk pkgrs gSa mudk lEiknu (Editing) djsa vkSj cnyko
dks lso djsaA

10- esfyaXl →→→→→ jkbV ,aM balVZ iQhYM~l lc&VkLd dk p;u djsa rFkk mu LFkkuksa ij
etZ iQhYMksa dks çfo"V djus ds fy, balVZ etZ iQhYM ij fDyd djsa tgk¡ vki
yscy nLrkost ij çfo"V djus gsrq MkVk lzksr ls irs etZ djuk pkgrs gSaA balVZ etZ
iQhYM ij fDyd djsa vkSj fiQj ml iQhYM ds uke ij fDyd djsa ftls vki çfo"V
djuk pkgrs gSaA vc vksds ij fDyd djsaA p;u fd;k x;k MkVk iQhYM ;k iQkby
uke yscy nLrkost ij çfo"V gks tk,xk rFkk vki MkVk iQhYMuke dk iwjk lSV p;u
djuk tkjh j[k ldrs gSa ftls vki yscy ij çnf'kZr djuk pkgrs gSaA

fp=k 5-18

11- MkVk dks eq[; nLrkost esa etZ djsa% esfyaXl VSc ckj esa] yscyksa dks fçaV djus
ls igys p;u fd, x, MkVk lzksr ls okLrfod MkVk ds lkFk etZ fd, x, yscy
çnf'kZr djus ds fy, ̂ fçO;w fjtYV~l* ij fDyd djsaA blls vkidks yscy vafre
:i esa fçaV fd, tkus ls igys mudk :i ns[kus vkSj vko';d gksus ij lqèkkj djus
esa lgk;rk feysxhA vki fçO;w fjtYV~l] lc&VkLd ds rgr miyCèk < ,oa >

(<and>) cVuksa dk mi;ksx dj lHkh yscy dk fçO;w djus ds fy, MkVk iQhYMksa
dk lSV Hkh ns[k ldrs gSaA

fp=k 5-19

12- MkVk dks MkWD;wesaV ds lkFk etZ djsaA ;fn vki etZ fd, x, yscy lhèks fçaVj
ij Hkstuk pkgrs gSa] rks esfyaXl VSc ds rgr ^fiQfu'k ,aM etZ* lc&VkLd ij
fDyd djsa vkSj fiQj fçaV MkWD;wesaV ij fDyd djsaA

13- etZ fd, x, yscy fçaV gksaxs rFkk bl çdkj fn[kkbZ nsaxs&
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fp=k 5-20

5-6 irk lwph dks etZ dj esfyax fyiQkiQs (,uoyi) rS;kj djuk

;fn vki igys crk, x, vuqlkj dksbZ MkVk lzksr (tSls fd irk lwph) igys gh rS;kj
dj pqds gSa] rc bl irk lwph dks vius ,uoyi ds lkFk etZ djuk vfèkd vklku gks
tk,xk] rkfd vki esy djus ds fy, irs lhèks ,uoyi ij fçaV dj ldrs gSa (blls
fLVdlZ ij irk yscy fçaV djus vkSj fiQj mudks ,uoyi ij isLV djus ls cpk tk
ldrk gS)A vki ;g dk;Z 4 pj.kksa esa dj ldrs gSa%

1- eq[; nLrkost rS;kj djuk% LVSaMMZ Vwyckj ij ̂ U;w CySad MkWD;wesaV* ij fDyd djsaA
esu VSc ckj ij fyaXl  → → → → → LVkVZ esy etZ lc&VkLd p;u djsaA lc&VkLd LVkVZ
esy etZ ds varxZr ^,uoyi* p;u djsaA ekbØkslkWÝV oMZ] ,uoyi vkWI'kUl
Mk;ykWx ckWDl çnf'kZr djsxkA

fp=k 5-21

2- ,uoyi fodYi VSc ij] vki ,uoyi lkbT+k MªkWi Mkmu ckWDl ds varxZr fn, x,
iwoZfuèkkZfjr vkdkjksa esa ls viuh ilan dk ,uoyi vkdkj p;u djsa vkSj ,uoyi ij
,sMªsl iQkeZsV rFkk iksth'ku ,sMtLV djsaA (vki ftu ,uoksyi vkdkj dk mi;ksx djuk
pkgrs gSa] og ;fn ,uoksyi lkbT+k ckWDl esa lwphc¼ ugha gS] rks vki ,uoyi vkWI'kUl
Mk;ykWx ckWDl esa ,uoyi lkbT+k% MªkWi Mkmu ckWDl ds varxZr dLVe lkbT+k dk p;u
djds viuk Lo;a dk dLVe ,uoyi rS;kj dj ldrs gSa)A fçafVax vkWI'kUl VSc ij
fDyd djsa rFkk lqfuf'pr djsa fd p;u fd, x, ,uoyi iQhM fodYi vkids fçaVj
ds fy, lgh gSa vkSj rc vksds ij fDyd djsaA
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3- MkVk lzksr [kksysa% vkids vius mi;ksx ds fy, yscy dk çdkj vkSj iQkeZsV p;u
dk dke iwjk djus ds ckn] ml MkVk lzksr dk p;u djuk gksrk gS] tgka ls vki
yscy esa tksM+us ds fy, MkVk çkIr djsaxsA esu VSc ckj esa] esfyaXl VSc ds rgr]
^lsysDV jslhfi,aV* ij fDyd djsa vkSj fiQj vki ubZ irk lwph rS;kj djus ;k
ekStwnk lwph dk mi;ksx djus dh t:jr ds vuqlkj ^Vkbi U;w fyLV* ;k ^;wT+k
,fXT+kfLVax fyLV* ;k ^lsysDV izQkWe vkmVyqd dkUVSDV~l* ij fDyd djsaA

fp=k- 5-22

4- ^lsysDV MkVk lkslZ* Mk;ykWx ckWDl çnf'kZr djus ds fy, ̂ ;wT+k ,fT+kfLVax fyLV*
dk p;u djsaA ml txg czkmt djsa tgka vkius viuk MkVk lzksr (irk lwph) rS;kj
fd;k gS vkSj mlds ckn vksiu cVu ij fDyd djsaA

5- vki fofHkUu çdkj ds MkVk iQkby iQkeZsV [kksy ldrs gSa tSlsfd ,Dlsl MkVkcsl]
,Dlsy iQkbYl] oMZ iQkby] fjp VsDLV iQkeZsV bR;kfnA

fp=k 5-23

6- MkVk iQkby dk p;u fd, tkus ds ckn] p;u fd, x, MkVk iQkby ds çdkj ds
vkèkkj ij] esy etZ vkils MkVk iQhYMksa rFkk MkVk fjdkWMZ ds chp varj iwNsxkA

7- ;g dk;Z iwjk fd, tkus ij] MkVk iQkby esy etZ esa yksM gks tk,xh vkSj vc vki
viuh t:jr ds eqrkfcd lwph dk lEiknu djus ds fy, ̂ ,fMV jslhfi,aV fyLV*
cVu ij fDyd dj ldrs gSaA
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8- vki ftl MkVk fjdkWMZ dks cnyuk pkgrs gSa mls [kkstus ds fy,] ,sjks dqath ij
fDyd djsa ;k fjdkWMZ uEcj Vkbi djds] ml fjdkWMZ uEcj ij tk,¡ ftldh
fo"k;oLrq cnyuk pkgrs gSa_ ;k lpZ ij fDyd djsa vkSj rc fjdkWMZ esa j[kh xbZ
lwpuk dks [kkstsaA

9- vki ftu fjdkWM~lZ dks cnyuk pkgrs gSa mudk lEiknu (Editing) djsa vkSj cnyko
dks lso dj ysaA

10- esfyaXl VSc esa jkbV ,aM balVZ iQhYM~l lc&VkLd ds varxZr mu txgksa ij etZ
iQhYM~l dks çfo"V djus ds fy, balVZ etZ iQhYM ij fDyd djsa tgka vki yscy
MkWD;wesaV ij çfo"V djus gsrq MkVk lzksr ls irs etZ djuk pkgrs gSaA balVZ etZ iQhYM
ij fDyd djsa vkSj fiQj ml iQhYM ds uke ij fDyd djsa ftls vki çfo"V djuk
pkgrs gSa vkSj vksds ij fDyd djsaA p;u fd;k x;k MkVk iQhYM ;k iQkby uke
,uoyi ij çfo"V gks tk,xk rFkk vki MkVk iQhYM ukeksa dk iwjk lSV p;u djuk
tkjh j[k ldrs gSa ftls vki ,uoyi MkWD;wesaV ij ykuk pkgrs gSaA

fp=k 5-24

11- MkVk dks eq[; nLrkost esa etZ djuk% esfyaXl VSc ckj esa] yscYl fçaV djus ls
igys p;u fd, x, MkVk lzksr ls okLrfod MkVk ds lkFk etZ fd, x, yscYl
çnf'kZr djus ds fy, fçO;w fjtYV~l ij fDyd djsaA blls vkidks yscy vafre
:i esa fçaV fd, tkus ls igys mudk :i ns[kus vkSj vko';d gksus ij lqèkkj djus
esa lgk;rk feysxhA vki fçO;w fjtYV~l lc&VkLd ds rgr miyCèk <,oa>
(<and>) cVuksa dk mi;ksx djds lHkh yscYl dks fçO;w djus ds fy, MkVk
iQhYM~l dk lSV Hkh ns[k ldrs gSaA

fp=k 5-25

12- MkVk dks MkWD;wesaV ds lkFk etZ djsaA ;fn vki
etZ fd, x, yscyksa dks lhèks fçaVj ij Hkstuk
pkgrs gSa] rks esfyaXl VSc ds rgr ̂ fiQfu'k ,aM
etZ* lc&VkLd ij fDyd djsa vkSj fiQj fçaV
MkWD;wesaV ij fDyd djsaA fp=k 5-25
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ikBxr ç'u

1- esy etZ esa eq[; nLrkost rFkk etZ nLrkost ds chp D;k varj gS\

2- esy etZ esa] MkVk lzksr &&&&&&&& ;k &&&&&&& ds mi;ksx }kjk rS;kj fd;k tk
ldrk gSA

3- vki MkVk fjdkWMZ &&&&&&& ;k &&&&&&& esa etZ dj ldrs gSaA

4- etZ nLrkostksa dks bysDVªkWfud esfyax ds fy, Hkstus gsrq] vkids dEI;wVj esa
&&&&&&&&&&&&& dusD'ku gksuk t:jh gSA

5- fuEufyf[kr lgh gSa ;k xyr%

d-  vki oMZ dh esy etZ fo'ks"krkvksa dk mi;ksx djds irk lwph dks ,dy i=k
esa etZ dj ldrs gSa] tks fHkUu yksxksa dks Hksth tk ldrh gS ij vki i=k ds
VsDLV Hkkx esa cnyus okys (osfj,cy) iQhYMksa dks çfo"V(bUlVZ) ugha dj
ldrs gSaA

[k- etZ fd, gq, nLrkostksa dks iQSDl ds fy, Hkstuk laHko ugha gS] tc rd fd
vkidk dEI;wVj iQSDl e'khu ds lkFk tqM+k u gksA

x-  ,Dlsy dk mi;ksx djds odZ'khV esa rS;kj MkVk fjdkWMksa dk mi;ksx] esy etZ
ds fy, MkVk lzksr ds :i esa ugha fd;k tk ldrk gSA

5-7 vkius D;k lh[kk

bl ikB esa vkius ,e,l oMZ esa esy etZ dk mi;ksx djus ds ckjs esa lh[kk gSA vc vki
uke vkSj irksa dh lwph ,dy i=k esa etZ dj ldrs gSa] tks fHkUu yksxksa dks muds uke
vkSj irksa ij Hksth tk ldrh gSA blds vykok] vki laoxZ (category)] osfj,cy lwpuk
iQhYM;qDr ,dy i=k vFkok yscy rS;kj dj ldrs gSaA vUrr% vki etZ fd, x,
nLrkost tSls fd ̂ Mk;jsDVªh fyLV] buokW,l vkSj ,Mªsl fyLV rS;kj dj ldrs gSaA mlds
vykok vki ,uoyi ;k esfyax yscy ij irs fçaV dj ldrs gSaA

5-8 ikBkar ç'u

1- fuEufyf[kr dh laf{kIr O;k[;k djsa%

(d) eq[; nLrkost] ([k) MkVk lzksr] (x) eTMZ nLrkost A

2- esy etZ dh dksbZ nks fo'ks"krk,a fy[ksaA

3- iQkeZ ysVj ds fy, eq[; nLrkost rS;kj djus esa pj.kksa dh O;k[;k djsaA

4- esy etZ esa ekStwn MkVk fjdkWM~lZ dks laikfnr djus ds pj.k fy[ksaA
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5- vki oMZ Vscy ds mi;ksx }kjk MkVk lzksr dSls rS;kj djrs gSa\

6- esy etZ ds fy, MkVk lzksr ds :i esa ,Dlsy odZ'khV ds mi;ksx ds pj.k fy[ksaA

5-9 ikBxr ç'uksa ds mÙkj

1- esy etZ dk;Z esa] O;fDrxr nLrkost (tSls fd i=k) dks eq[; nLrkost dgk tkrk
gSA tc vki eq[; nLrkost dks MkVk lzksr ds lkFk etZ djrs gSa] rc ,d rhljk
nLrkost rS;kj gksrk gS] ftldks etZ nLrkost dgk tkrk gSA

2- esy etZ gsYij ;k oMZ VscyA

3- ,d u;k nLrkost ;k fçaVjA

4- baVjusVA

5- (d) xyr ([k) lgh (x) xyr
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6-1 ifjp;

LçSM'khV ,d cgqr cM+h 'khV gksrh gS ftlesa MkVk vkSj tkudkjh ykbuksa (Rows) vkSj
dkWyeksa (Columns) esa O;ofLFkr gksrh gSaA tSlk fd vki tkurs gSa] ,Dlsy lcls T;knk
mi;ksx fd;k tkuk okyk LçSM'khV ,sIyhds'ku gSA ;g ekbØkslkWÝV vkWfiQl lwbV dk
fgLlk gSA MkVk dks çfo"V (Enter) djus] laikfnr (Edit) djus] fo'ysf"kr (analyse)

djus vkSj laxzfgr (store) djus esa LçSM'khV cgqr mi;ksxh gksrh gSA ,Dlsy dk mi;ksx
djds la[;kRed MkVk ds lkFk vadxf.krh; dk;Z tSls fd tksM+uk] ?kVkuk] xq.kk djuk
vkSj Hkkx nsuk vkfn fd;k tk ldrk gSA vki fdlh fn, x, ekinaM (tSls fd vojksgh]
vkjksgh Øe vkfn) ds vuqlkj uacj@o.kks± dks O;ofLFkr (sort) dj ldrs gSa  vkSj
lkèkkj.k foÙkh;] vadxf.krh; vkSj lkaf[;dh; (vk¡dM+ksa ls lacaf/r) lw=kksa (formulas)

dk mi;ksx dj ldrs gSaA

6-2 mís';

bl ikB dk vè;;u djus ds i'pkr vki %

,e ,l ,Dlsy 2007 dh cqfu;knh lqfoèkkvksa dh O;k[;k dj ldsaxs_

istksa dks O;ofLFkr (setup) vkSj fçaV dj ldsaxs_

odZ'khV la'kksfèkr dj ldsaxs_

odZ'khV esa MkVk ,aVj dj ldsaxs vkSj mls laikfnr dj ldsaxs_

dhcksMZ 'kkWVZdV dk iz;ksx dj ldsaxsA

6-3 LçSM'khVksa dh fo'ks"krk,¡

dke dks vklku cukus ds fy, ,Dlsy esa vusd fo'ks"krk,¡ miyC/ gSaA eq[; fo'ks"krkvksa
esa ls dqN bl çdkj gSa%

6

LçSM'khV ds ewyHkwr rF;
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1- vkWVksle& ;g lfUudV (Adjacent) lsyksa ds ,d lewg dh lkexzh dks tksM+us esa

enn djrk gSA

2- fyLV vkWVks fiQy& tc lwph ds var esa dksbZ u;k vkbVe tksM+k tkrk gS rks
Lopkfyr :i ls iQkWeZsfVax dks foLr`r dj nsrk gSA

3- vkWVks&fiQy& ckj&ckj vkus okys MkVk ;k vuqØfed (Sequential) MkVk }kjk lsy

dks 'kh?kzrk ls Hkjrk gS tSls fd dkykuqØfed (chronological) fnukad ;k la[;k,a]
vkSj nksgjk;k x;k ikBA lw=kksa dks dkWih djus ds fy, Hkh vkWVksfiQy dk mi;ksx fd;k

tk ldrk gSA vki Hkh bl lqfoèkk ds lkFk ikB vkSj la[;k esa ifjorZu dj ldrs gSaA

4- vkWVks'ksi Vwyckj vkidks vusd çdkj ds T;kferh; vkdkj] ,sjks] ÝykspkVZ rRoksa]
LVkj vkSj vU; dbZ fp=kksa dks cukus dh vuqefr nsrk gSA bu vkÑfr;ksa }kjk vki

viuk xzkiQ cuk ldrs gSaA

5- foT+kkMZ& ;g fofHkUu mi;ksxh fVIl vkSj rduhdksa dks çnf'kZr djds vkidks
çHkko'kkyh :i ls dke djus esa lgk;rk djrk gS tks ml dk;Z ij vkèkkfjr gksrk

gS tks vki dj jgs gSaA

6- MªSx vkSj MªkWi& ;g ekml dh lgk;rk ls MkVk vkSj ikB dks MªSx dj LFkkukarfjr
djus esa lgk;rk djrk gSA

7- pkVZ& ;g ikbZ] ckj] ykbu pkVZ vkSj vusd vU; :iksa esa vkids MkVk dk xzkfiQdy

:i çnf'kZr djus esa lgk;rk djrk gSA

8- fioV Vscy& ;g MkVk dks 'kh?kzrk ls tksM+rk vkSj ifjofrZr djrk gS] vkSj vkidks

MkVk dk fo'ys"k.k djus vkSj fjiksVZ cukus esa lgk;rk djrk gS tSls fd vkofèkd

(fuf'pr le;&varjky ij) foÙkh; fooj.k] lkaf[;dh; fjiksVZsa] vkfnA vki xzkiQh;
:i ls tfVy MkVk lacaèkksa dk fo'ys"k.k Hkh dj ldrs gSaA

9- 'kkWVZdV esU;w& ekml ds nk,¡ cVu dks nckdj og dekaM çnf'kZr gksrs gSa tks vkids

}kjk fd, tk jgs dk;Z ds fy, mi;qDr gSA

6-4 ,e,l ,Dlsy 2007 dh fo'ks"krk,¡

(d) ifj.kke vk/kfjr mi;ksxdrkZ baVjiQsl (Result Oriented User Interface)

ekbØkslkWÝV vkWfiQl ,Dlsy dk u;k fjtYV vksfj,aVsM ;wtj baVjiQsl (fjT+kYV ds vuqlkj
dEI;wVj dk mi;ksx djus okys O;fDr ,oa dEI;wVj ds chp lapkj djus dk ekè;e)]
vkids fy, dke djuk vklku cukrk gSA dekaM vkSj fo'ks"krk,¡ tks vDlj tfVy esU;w
vkSj Vwyckj esa gksrh Fkha] vc mUgsa dk;Z  vk/kfjr (Task oriented) VSCl ij [kkstuk
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vklku gS ftlesa dekaM vkSj lqfoèkkvksa ds rkfdZd (rdZ laxr) lewg gksrs gSaA vusd
Mk;ykWx ckWDl dks MªkWi&Mkmu xSyjh }kjk çfrLFkkfir (ls cnyk) fd;k x;k gS tks
miyCèk fodYi vkSj o.kZukRed VwyfVIl ;k uewuk iwokZoyksdu (Sample Previews)

çnf'kZr djrh gS rkfd vki lgh fodYi dk p;u dj ldsaA

([k) vfèkd jks vkSj dkWye] vkSj vU; ubZ lhek,¡

,Dlsy 2007 dh fxzM esa 1]048]576 jks vkSj 16]384 dkWye gksrs gSaA bl çdkj  ;g
ekbØkslkWÝV vkWfiQl ,Dlsy 2003 dh rqyuk esa mi;ksxdrkZ dks 1500» vfèkd jks vkSj
6300» vfèkd dkWye çnku djrk gSA ,Dlsy 2007 esa vafre dkWye] XFD gS] tcfd
,Dlsy 2003 esa vafre dkWye IV gksrk gSA çfr lsy esa lsy lanHkks± (lsy jsiQjsalst) dh
la[;k esa vfèkdre miyCèk eseksjh esa òf¼ dh xbZ gSA iQkWeZsfVax dh fiNyh lhek] tks pkj
gT+kkj çdkj Fkh] mls c<+kdj mlh odZcqd esa vlhfer dj fn;k x;k gSA

(x) vkWfiQl Fkhe vkSj ,Dlsy 'kSfy;k¡

,Dlsy 2007 esa] fof'k"V 'kSyh dh lgk;rk ls] Fkhe }kjk odZcqd esa MkVk dks 'kh?kzrk
ds lkFk iQkWeZsV fd;k tk ldrk gSA vki vkWfiQl 2007 ds vU; fjyhT+k ls Fkhe ('kSyh)
dks lka>k (share) dj ldrs gSaA mnkgj.k ds fy, oMZ 2007] ikoj IokbaV 2007-

Fkhe ykxw djuk% nLrkosT+k dks vPNk Lo:i çnku djus ds fy, Fkhe ('kSyh) dk
mi;ksx fd;k tk ldrk gSA Fkhe dks jaxksa] ykbuksa] iQkWUV] vkSj iQkby çHkko ds
iwoZfuèkkZfjr lSV ds :i esa ifjHkkf"kr fd;k x;k gSA Fkhe dks fof'k"V vkbVe tSls
fd rkfydkvksa] pkVksZ] ;k laiw.kZ odZcqd ij Hkh ykxw fd;k tk ldrk gSA

'kSfy;ksa dk mi;ksx djuk% iwoZfuèkkZfjr Fkhe ij vkèkkfjr iQkWeZsV dks 'kSyh dgk
tkrk gSA bls ,Dlsy ds pkVZ] Vscy] fioV Vscy] fp=k ;k vkÑfr;ksa ds Lo:i dks
cnyus ds fy, iz;ksx fd;k tk ldrk gSA mi;ksxdrkZ dh fof'k"V vko';drkvksa
dks iwjk djus ds fy, 'kSfy;ksa dks vuqdwfyr (customized) fd;k tk ldrk gSA
è;ku nsa fd pkVZ ds ekeys esa vki viuh Lo;a dh 'kSyh ugha cuk ldrs gSa] ysfdu
vki igys ls ekStwn 'kSfy;ksa dk mi;ksx dj ldrs gSaA

(?k) fjp daMh'kuy iQkWeZsfVax

daMh'kuy iQkWeZsV dks ykxw djuk vkSj mi;ksx djuk vklku gSA MkVk esa lacaèkksa dk
voyksdu djus ds fy, dqN ;kstukvksa dh vko';drk gksrh gSA ftlls fo'ys"k.k djus
ds mís';ksa esa dkiQh gn rd enn feyrh gSA

dbZ daMh'kuy iQkWeZsfVax ds fu;eksa ds fØ;kUo;u vkSj çcaèku }kjk egRoiw.kZ MkVk
ço`fÙk;ksa (trends) vkSj vioknksa (Exception) dk vklkuh ls voyksdu fd;k tk
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ldrk gS] tks bu fu;eksa dks iwjk djus okys MkVk ij daMh'kuy iQkWeZsfVax MkVk ckjksa]
xzsfM,aV jaxksa vkSj vkbdu lSV ds :i esa fjp foT+kqvy iQkWeZsfVax ykxw djrk gSA

(Ä) iQkWeZwyk ys[ku esa vklkuh

iQkWeZwyk ys[ku dks vklku cukus esa tks lqèkkj fd, x, gSa mUgsa uhps fn;k x;k gS%

jh lkbT+kscy (vkdkj cnyus ;ksX;) iQkWeZwykckj% odZcqd esa vU; MkVk dks iQkWeZwyk

}kjk doj djus ls jksdus ds fy,] iQkWeZwyk ckj Lopkfyr :i ls viuk vkdkj ifjofrZr

djrk gS rkfd tfVy vkSj yacs iQkWeZwyksa dks muesa lekfo"V fd;k tk ldsA yacs iQkWeZwyksa
dks fy[kus ds fy, vfèkd Lrj dh usfLVax (nesting) dk mi;ksx fd;k tk ldrk gS

tks ,Dlsy ds fiNys laLdj.k dk ifj"Ñr Lo:i gSA

vkWVksdEiyhV iQaD'ku% vkWVksdEiyhV iQaD'ku lqfoèkk] iQkWeZwyksa ds mfpr flaVSDl
(syntax) dks 'kh?kzrk ds lkFk fy[kus esa enn djrh gSA vki ftu iQaD'kuksa dk mi;ksx

djuk pkgrs gSa ;g mUgsa [kkstus vkSj iQkWeZwyk dks iwjk djus esa enn djrh gSA

lajfpr lanHkZ (Structured references)% iQkWeZwyk esa rkfydkvksa (Tables) vkSj
ukfer (uke fn, x,) jsatksa dk lanHkZ nsus ds fy, ,Dlsy 2007 lajfpr lanHkZ çnku

djrk gSA ;g lsy lanHkZ tSls D1 vkSj A1C1 ds vfrfjDr çnku fd;k x;k gSA

ukfer jsatksa ij vklku igq¡p% vki ,Dlsy 2007 dh enn ls eè; LFkku esa dbZ ukfer
jsatksa dks O;ofLFkr dj ldrs gSa] mudks viMsV dj ldrs gSa vkSj mudh O;oLFkk dj

ldrs gSaA ;g vkidks odZ'khV ij dke djus esa] mlds MkVk vkSj iQkWeZwyksa dh O;k[;k

djus esa enn djrk gSA

(p) la'kksfèkr lkWfV±x vkSj fiQYVfjax

,Dlsy dh csgrj fiQYVfjax (Filtering ;k vyx djuk) vkSj lkWfV±x (Sorting Øeokj

yxkuk) rduhd dk mi;ksx odZ'khV ds MkVk dks 'kh?kzrk ls O;ofLFkr djus ds fy,
fd;k tk ldrk gS rkfd okafNr mÙkj izkIr fd, tk ldsaA ,Dlsy 2007 esa vki jax ds

vk/kj ij vkSj 3 ls Hkh vfèkd Lrj ij MkVk dks lkWVZ dj ldrs gSaA

vki jax ;k frfFk;ksa ds vkèkkj ij Hkh MkVk fiQYVj dj ldrs gSaA fiQYVj MªkWi&Mkmu lwph
esa 1000 ls vfèkd vkbVe çnf'kZr dj ldrs gSaA fiQYVj djus ds fy, vusd vkbVeksa

dk p;u dj ldrs gSa vkSj fioV Vscyksa esa Hkh MkVk dks fiQYVj dj ldrs gSaA
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6-5 ,Dlsy 'kq: djuk

1- LØhu ds fupys ck,a dksus esa Vwyckj ij fLFkr LVkVZ cVu ij fDyd djsaA

2- vkWy çksxzkEl vkbVe gkbykbV djsaA çksxzke esU;w [kqy tk,xkA

3- çksxzke dh lwph ls ekbØkslkWÝ+V vkWfiQl dk p;u djsaA (bu pj.kksa dks fp=k 6-1

esa fn[kk;k x;k gS)

4- ekbØkslkWÝ+V vkWfiQl ,Dlsy 2007 ij fDyd djsaA

çrhdkRed :i ls bu dk;ks± dks uhps Øeokj fn[kk;k x;k gSA

esU;w ckj ls LVkVZ →→→→→ vkWy çksxzkEl →→→→→ ekbØkslkWÝV vkWfiQl →→→→→ ekbØkslkWÝ+V
,Dlsy 2007 dk p;u  djsaA

ekbØkslkWÝ+V

,Dlsy 2007

fp=k 6-1
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,e ,l ,Dlsy ij fn, x, ikBksa dh lEiw.kZ ikB~; lkexzh esa fpg~u →→→→→ mu funZs'kksa
(pj.kksa) dks bafxr djrk gS ftudk vuqlj.k vkidks djuk gSA

vki ju esU;w }kjk Hkh ,Dlsy 'kq: dj ldrs gSa tSlk fd uhps fn, x, fp=k 6-2 esa
fn[kk;k x;k gSA

fp=k- 6-2

[kqys gq, VsDLV ckWDl esa ,Dlsy Vkbi djsa vkSj vksds cVu ij fDyd djsaA ;g ,e ,l
,Dlsy 2007 çkjaHk dj nsxkA
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6-6 ,Dlsy odZ'khV

,Dlsy vkidks dkxt ij cus cgh [kkrksa (paper ledger) dh rjg odZ'khV cukus dh
vuqefr nsrk gSA çR;sd ,Dlsy iQkby ,d odZcqd gksrh gS ftlesa vusd odZ'khV gks

ldrh gSaA odZ'khV dkWyeksa (v{kjksa }kjk ukfer) vkSj jks (la[;kvksa }kjk ukfer) dh fxzM

gksrh gSA dkWye vkSj jks ds v{kj vkSj la[;kvksa dks yscy dgk tkrk gS tks Øe'k%
odZ'khV ds 'kh"kZ vkSj ckb± vksj çnf'kZr gksrs gSaA dkWye vkSj jks ds baVjlsD'ku dks lsy

dgrs gSaA LçSM'khV esa çR;sd lsy dk ,d lsy ,sMªsl gksrk gS tks dkWye v{kj vkSj jks

la[;k ls feydj curk gSA lsy esa VsDLV] la[;k,¡] xf.krh; iQkWeZwys gks ldrs gSaA

fp=k 6-3
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6-6-1 odZ'khV dk p;u djuk] tksM+uk vkSj uke ifjofrZr djuk

LVsVl ckj ds Bhd Åij fLFkr odZ'khV VSc nckdj odZcqd esa odZ'khVksa ij igq¡p çkIr
dh tk ldrh gSA fMiQkWYV :i ls çR;sd odZcqd esa rhu odZ'khV gksrh gSaA vki ,d
odZcqd esa vkSj Hkh odZ'khV tksM+ ldrs gSaA ,slk djus ds fy,%

,d ubZ odZ'khV bUlVZ djuk

ekStwnk odZ'khVksa ds var esa 'kh?kzrk ds lkFk ,d ubZ odZ'khV 'kkfey djus gsrq

balVZ odZ'khV VSc ij fDyd djsa tSlk fd uhps ,sjks }kjk fn[kk;k x;k gS%

fp=k 6-4

ekStwnk odZ'khV ls igys ,d ubZ odZ'khV bUlVZ djuk

ml odZ'khV dk p;u djsa ftlls igys vki ,d ubZ odZ'khV balVZ djuk pkgrs gSa mlds
ckn fuEu pj.kksa dk ikyu djsa%

1- gkse VSc dk p;u djsa_

2- lsy lewg ij fDyd djsa_

3- balVZ ij fDyd djsa_

4- balVZ 'khV ij fDyd djsaA

eku yhft, fd vki fiQftDl (Physics) uke dh ,d 'khV ls igys ,d ubZ odZ'khV
Mkyuk pkgrs gSaA

fiQftDl uke dh odZ'khV ls igys ,d ubZ 'khV tqM+ tk,xhA (fp=k 6-5 ns[ksa)
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fp=k- 6-5
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ubZ odZ'khV balVZ djus dh oSdfYid fofèk

1- ml 'khV ij nk;ka fDyd djsa ftlls igys vki ubZ 'khV balVZ djuk pkgrs gSa_

2- ikWi vi esU;w ls balVZ fodYi dk p;u djsa_

3- balVZ MkW;ykWx ckWDl esa odZ'khV ij fDyd djds vksds ij fDyd djsaA ubZ odZ'khV
balVZ gks tk,xhA (ns[ksa fp=k 6-6)

fp=k- 6-6
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odZ'khV dk uke cnyus gsrq

odZ'khV dk uke cnyus ds fy, fuEu pj.kksa dk ikyu djsa%

1- ml odZ'khV ij nk;k¡ fDyd djsa ftldk vki uke cnyuk pkgrs gSa_

2- ikWi&vi esU;w ls fjuse dk p;u djsa_

3- odZ'khV dk uke fy[ksa (gekjs mnkgj.k esa dS feLVªh (chemistry)) (fp=k 6-7 ns[ksa)A

fp=k- 6-7
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6-7 lsy vkSj jsat dk p;u djuk

viuh odZ'khV esa MkVk ,aVj djus ds fy, lcls igys lsy ;k jsat dk p;u fd;k tkuk
pkfg,A tc vki ,Dlsy dh odZ'khV [kksyrs gSa rks lsy A1 igys ls gh lfØ; gksrk gSA

lfØ; lsy ds ckWMZj dk jax odZ'khV ds vU; lsyksa ds jax dh rqyuk esa vfèkd dkyk

gksrk gSA ekml IokbaVj }kjk vki vklkuh ls lsy dk p;u dj ldrs gSaA vius ekml
ds IokbaVj dks okafNr lsy ij ys tk,¡ vkSj nk;k¡ cVu nck,¡A vki tks Hkh fy[ksaxs og

lsy esa tk,xkA

lsy dh jsat dk p;u djus ds fy,] fdlh Hkh ,d lsy ij fDyd djsa vkSj ekml ds
ck,¡ cVu dks nck dj j[krs gq, mls viuh jsat ds vafre lsy rd MªSx djsaA vki jsat

dk p;u djus ds fy, dhcksMZ 'kkWVZdV dk Hkh mi;ksx dj ldrs gSa tks bl ikB ds var

esa fn, x, gSaA

lsy dh fdlh fof'k"V jsat dk p;u djus dk vU; rjhdk gS%

1- use ckWDl ij tk,¡_

2- (A1:C5) fy[kdj jsat dk p;u djsa_

3- ,aVj nck,¡_

4- A1 ls ysdj C5 rd ds lHkh lsy p;fur gks tk,¡xsA

bu pj.kksa dks fp=k ds :i esa fuEufyf[kr :i ls le>k;k x;k gS
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fp=k- 6-8

bl mnkgj.k esa A1:C5 jsat dk p;u fd;k x;k gSA blh izdkj vki fdlh Hkh jst dk
p;u dj ldrs gSaA

6-8 odZ'khV esa Hkze.k djuk

vki yacor (Vertical) LØkWyckj dk mi;ksx dj viuh odZ'khV esa jks ds vkèkkj ij
Åij ls uhps ;k uhps ls Åij tk ldrs gSa ;k {kSfrt (Horizontal) LØkWyckj dk
mi;ksx djds nk,¡ ls ck,¡ ;k ck,¡ ls nk,¡ tk ldrs gSaA tc vki LØkWyckj ij Fkac VSc
dks fDyd vkSj MªSx djrs gSa rks ckj ds lkFk&lkFk LØhu fVi çnf'kZr gksrh gS tks ml
dkWye vkSj jks dh igpku djrh gS ftl ij vki gSaA
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odZ'khV esa ewo ;k LØkWy djuk

ge fofHkUu rjhdksa ls odZ'khV esa LØkWy dj ldrs gSaA vki ,d lsy ls nwljs lsy esa
tkus ds fy, vkSj odZ'khV ds fofHkUu {ks=kksa esa tkus ds fy, ekml] LØkWy ckj ;k ,sjks
dh (Key) dk mi;ksx dj ldrs gSaA

odZ'khV esa ,d lsy ls nwljs lsy esa tkus ds fy, fdlh Hkh lsy ij fDyd djsa ;k ,sjks
dh (Key) dk mi;ksx djsaA tc vki ,d lsy ij tkrs gSa rks og lfØ; gks tkrk gSA

ekml dk mi;ksx djds LØkWy vkSj T+kwe djuk

dqN ekml fMokbl vkSj vU; IokbafVax fMokbl] tSls fd ekbØkslkWÝV baVsfyekml
IokbafVax fMokbl esa varfuZfeZr (built-in) LØkWfyax vkSj T+kwfeax {kerk,¡ gksrh gSa ftldk
mi;ksx vki odZ'khV ;k pkVZ 'khV esa ,d LFkku ls nwljs LFkku ij tkus ds fy, vkSj
T+kwe&bu vkSj T+kwe&vkmV ds fy, dj ldrs gSaA (pkVZ 'khV% odZcqd esa ,d 'khV ftlesa
dsoy ,d pkVZ gksrk gSA tc vki odZ'khV ds MkVk ;k fioV Vscy fjiksVZ ls vyx pkVZ
vkSj fioV pkVZ fjiksVks± dks ns[kuk pkgrs gSa rc pkVZ 'khV ykHkdkjh gksrh gSA) Mk;ykWx
ckWDl ftlesa LØkWy ckj ds lkFk MªkWi&Mkmu lwph gksrh gS mlesa LØkWy djus ds fy,
vki ekml dk mi;ksx dj ldrs gSaA

6-9 MkVk ,aVªh (Data Entry)

vki lsy esa fofHkUu çdkj ds MkVk dks ,aVj dj ldrs gSaA

1- la[;k,¡% vkidh la[;k,¡ la[;kRed ekuksa dh laiw.kZ Jà[kyk (jsat) ls gks ldrh gSa%
iw.kk±d (mnkgj.k ds fy,] 25)] n'keyo (mnkgj.k ds fy,] 25-67) vkSj oSKkfud
ladsru (mnkgj.k ds fy,] 0-2567E $2)A vxj vki ,d ,slh la[;k ntZ djrs gSa
tks cgqr yach gS vkSj mls lsy esa ugha ns[kk tk ldrk gS rks ,Dlsy oSKkfud ladsru
dks Lopkfyr :i ls çnf'kZr djrk gSA tc ,d lsy çfof"V (,aVªh) cgqr yach gksrh
gS rc vki la[;k fpg~u (# # # # # #) ns[k ldrs gSaA dkWye ftlesa ;g lsy gS
mls pkSM+k djds vki la[;k i<+ ldrs gSaA

2- ikB (VsDLV)% igys ml lsy dk p;u djsa ftlesa MkVk ntZ fd;k tkuk gS vkSj
fiQj VsDLV fy[ksaA vius VsDLV dh çfof"V (,aVªh) dks lekIr djus ds fy, ,aVj
(Enter) dh nck,¡A VsDLV lfØ; lsy vkSj iQkWeZwyk ckj esa çnf'kZr gksxkA ;fn vki
pkgrs gSa fd la[;k dks VsDLV ds :i esa le>k tk, rks la[;k ls igys lacaèkdkjd
fpUg (*) (apostrophe) dk mi;ksx djsaA vki bl çdkj ds MkVk ds lkFk x.kuk
(Calculation) ugha dj ldrs gSaA

3- fnukad vkSj le;% tc vki fnukad vkSj le; ntZ djrs gSa] rks ,Dlsy bu
çfof"V;ksa (enteries) dks lhfj;y uacj esa ifjofrZr dj nsrk gS vkSj mls cSd xzkmaM
tkudkjh ds :i esa j[krk gSA gkykafd] odZ'khV ij fnukad vkSj le; vkids }kjk
pqus x, iQkWeZsV esa gh çnf'kZr gksaxsA
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4- lhjht esa MkVk% vki vkWVks fiQy dh lgk;rk ls leku ekuksa (Values) ;k ekuksa dh
,d Jà[kyk ls lsy dh jsat Hkj ldrs gSaA

6-10 MkVk laikfnr (Editing) djuk

,Dlsy odZ'khV ds MkVk dks laikfnr djuk cgqr vklku gSA vki fuEu esa ls fdlh Hkh
çdkj ls MkVk dks laikfnr dj ldrs gSa%

1- laikfnr fd, tkus okys ml lsy dk p;u djsa ftlesaa MkVk gks vc F2 nck,¡]
cSdLisl dh (Key) dk mi;ksx dj xyr çfof"V (entry) dks feVk,¡ vkSj lgh
çfof"V Vkbi djsaA

2- lsy pqusa vkSj lgh çfof"V iqu% Vkbi djsaA

3- ;fn vki lsy dh lkexzh dks feVkuk pkgrs gSa rks lsy pqusa vkSj fMyhV (delete) dh
nck,¡A

4- fiNyh çfof"V dks okil ykus ds fy, ;k rks LVSaMMZ Vwyckj ij vu&Mw (UNDO)

cVu fDyd djsa ;k ,fMV vu&Mw dekaM pqusa ;k dhcksMZ 'kkWVZdV CTRL+Z dk
mi;ksx djsaA

6-11 lsy lanHkZ (Cell References)

çR;sd odZ'khV esa vusd dkWye vkSj jks gksrs gSaA odZ'khV esa çR;sd lsy dk ,d fof'k"V
(unique) lanHkZ gksrk gSA mnkgj.k ds fy,] A8] ml lsy dk lanHkZ nsrk gS tks dkWye
A vkSj jks la[;k 8 esa gSA

6-12 odZ'khV esa MkVk [kkstuk vkSj mls çfrLFkkfir djuk

vki 'kk;n ml la[;k ;k VsDLV dks [kkstuk pkgsa tks igys ls gh odZ'khV esa Vkbi gSA
bls gkse VSc →→→→→ iQkbaM }kjk fd;k tk ldrk gSA vki gkse VSc →→→→→ iQkbaM →→→→→ fjIysl
}kjk vius MkVk dks [kkst ldrs gSa vkSj mls çfrLFkkfir dj ldrs gSaA

fp=k- 6-9



116 :: MkVk ,aVªh vkWijs'kUl

6-13 odZ'khV dks la'kksfèkr djuk

6-13-1 lsy] jks] dkWye bUlVZ djuk vkSj lsy fMyhV djuk

odZ'khV esa ,d fjDr lsy bUlVZ djuk

ml lsy ;k lsy dh jsat (jsat% 'khV ij nks ;k vfèkd lsyA jsat esa lsy lfUudV
(adjacent) ;k vlfUudV (non adjacent) gks ldrs gSa) dk p;u djsa tgk¡ ij
,d u;k fjDr lsy Mkyuk pkgrs gSaA vki ftrus lsy balVZ djuk pkgrs gSa mlh
la[;k esa lsyksa dk p;u djsaA mnkgj.k ds fy,] ik¡p fjDr lsy balVZ djus ds fy,]
vkidks ik¡p lsyksa dk p;u djuk gksxkA

gkse VSc esa] lsy lewg esa] balVZ ds lkFk esa cus ,sjks ij fDyd djsa] vkSj fiQj balVZ
lsy ij fDyd djsaA

vki p;fur lsy ij nk;k¡ fDyd Hkh dj ldrs gSa vkSj fiQj
'kkWVZdV esU;w ls balVZ dk p;u djsaA

balVZ Mk;ykWx ckWDl esa] ml fn'kk esa fDyd djsa ftlesa vki
ekStwnk lSYl dks ubZ lSy ds lkis{k dks ys tkuk pkgrs gSaA

odZ'khV esa jks balVZ djuk

1- fuEu esa ls dksbZ ,d dk;Z djsa%

,d gh jks dks balVZ djus ds fy,] jks ;k jks esa ,d lsy ftlds Åij vki ubZ
jks balVZ djuk pkgrs gSa] dk p;u djsaA mnkgj.k ds fy,] jks 5 ds Åij ,d ubZ
jks balVZ djus ds fy,] jks 5 esa ,d lsy ij fDyd djsaA

,dkfèkd jks balVZ djus ds fy,] jks ftlds Åij vki cgqr lh jks balVZ djuk
pkgrs gSa] dk p;u djsaA mruh gh jks dk p;u djsa ftruh vki balVZ djuk
pkgrs gSaA mnkgj.k ds fy,] rhu ubZ jks balVZ djus ds fy,] vkidks rhu jks dk
p;u djus dh t:jr gSA

vlfUudV jks (Non-adjacent row) balVZ djus ds fy,] mudk p;u djrs
le; CTRL dh (Key) nck, j[ksaA

2- gkse VSc ij] lsy lewg esa] balVZ ds lkFk esa cus ,sjks ij fDyd djsa vkSj fiQj balVZ
'khV jks ij fDyd djsaA

odZ'khV esa dkWye balVZ djuk

1- fuEu esa ls dksbZ ,d dk;Z djsa%

,d dkWye balVZ djus ds fy,] tgk¡ vki u;k dkWye balVZ djuk pkgrs gSa
mlds Bhd nkb± vksj okys dkWye ;k lsy dk p;u djsaA mnkgj.k ds fy,]
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dkWye B ds ckb± vksj ,d u;k dkWye bUlVZ djus ds fy,] dkWye B esa ,d
lsy ij fDyd djsaA

,dkfèkd dkWye dks balVZ djus ds fy,] vki tgk¡ ij dkWye balVZ djuk pkgrs

gSa Bhd mlds nkb± vksj ds dkWye dk p;u djsaA mrus gh dkWye dk p;u djsa

ftrus vki balVZ djuk pkgrs gSaA mnkgj.k ds fy,] rhu u, dkWye balVZ djus
ds fy,] vkidks rhu dkWye dk p;u djus dh t:jr gSA

vlfUudV (non-adjacent) dkWye dks balVZ djus ds fy,] mudk p;u djrs

le; CTRL dh nck, j[ksaA

2- gkse VSc ij] lsYl lewg esa] balVZ ds lkFk esa cus ,jks ij fDyd djsa] vkSj fiQj

balVZ 'khV dkWye ij fDyd djsaA

lsy] jks vkSj dkWye fMyhV djuk

1- mu lsy] jks] ;k dkWye dk p;u djsa ftUgas vki gVkuk pkgrs gSaA

2- gkse VSc ij] lsYl lewg esa] fuEu esa ls ,d dk;Z djsa%

p;fur lsy dks gVkus ds fy,] fMyhV ds lkFk esa cus ,sjks ij
fDyd djsa] vkSj fiQj fMyhV lsy ij fDyd djsaA

p;fur jks dks gVkus ds fy,] fMyhV ds lkFk esa cus ,sjks ij fDyd djsa] vkSj

fiQj fMyhV 'khV jks ij fDyd djsaA

p;fur dkWye dks gVkus ds fy,] fMyhV ds lkFk esa cus ,sjks ij fDyd djsa]
vkSj fiQj fMyhV lsy dkWye ij fDyd djsaA

3- ;fn vki ,d lsy ;k lsy dh jsat dks gVk jgs gSa] rks fMyhV Mk;ykWx ckWDl esa]

f'kÝV  lsYl ysÝV] f'kÝV lsYl vi] ,aVk;j jks ;k ,aVk;j dkWye ij fDyd
djsaA

6-13-2 jks vkSj dkWye dk vkdkj cnyuk

dkWye dks fof'k"V pkSM+kbZ ij lSV djuk

1- dkWye ;k dkWyeksa dk p;u djsa ftls vki cnyuk pkgrs gSa_

2- gkse VSc ij] lsYl lewg esa] iQkWeZsV ij fDyd djsa_



118 :: MkVk ,aVªh vkWijs'kUl

3- lsy lkbT+k ds rgr] dkWye foM~Fk ij fDyd djsa_

4- dkWye foM~Fk ckWDl esa] og eku Vkbi djsa tks vki pkgrs gSaA

dkWye dh pkSM+kbZ ifjofrZr djuk rkfd mlesa lkexzh fiQV gks lds

1- dkWye ;k dkWyeksa dk p;u djsa ftls vki cnyuk pkgrs gSa_

2- gkse VSc ij] lsy lewg esa iQkWeZsV ij fDyd djsa_

3- lsy lkbT+k esa vkWVksfiQV dkWye foM~Fk ij fDyd djsaA

odZ'khV ij lHkh dkWyeksa dks 'kh?kzrk ls vkWVksfiQV djus ds fy,]
flysDV vkWy cVu ij fDyd djsa vkSj mlds ckn fdUgha nks dkWye
'kh"kks± ds chp ckmaMªh ij Mcy fDyd djsaA

vU; dkWye ds lkFk dkWye dh pkSM+kbZ dk feyku djuk

1- dkWye ls ,d lsy dk p;u djsaA

2- gkse VSc ij] fDyicksMZ lewg esa] dkWih ij fDyd djsa vkSj mlds ckn y{; dkWye
dk p;u djsaA

3- gkse VSc ij] fDyicksMZ lewg esa] isLV ds uhps cus ,sjks ij fDyd
djsa vkSj mlds ckn isLV Lis'ky fodYi ij fDyd djsaA

4- isLV ds rgr] dkWye foM~Fk dk p;u djsaA

ekml dk mi;ksx djds dkWye dh pkSM+kbZ ifjofrZr djuk

fuEu esa ls dksbZ ,d dk;Z djsa%

,d dkWye dh pkSM+kbZ cnyus ds fy,] dkWye 'kh"kZd ds nkb± vksj dh lhek rc
rd [khapsa tc rd dkWye dh pkSM+kbZ okafNr lhek rd u igaqp tk,A

,dkfèkd dkWye dh pkSM+kbZ cnyus ds fy,] mu dkWyeksa dk
p;u djsa ftUgsa vki cnyuk pkgrs gSa] vkSj mlds ckn
p;fur dkWye ds 'kh"kZd ds nkb± vksj dh lhek dks MªSx djsaA

lkexzh dks fiQV djus ds fy, dkWye dh pkSM+kbZ cnyus gsrq ml@mu dkWye ;k
dkWyeksa dk p;u djsa ftls vki cnyuk pkgrs gSa vkSj mlds ckn p;fur dkWye
ds 'kh"kZd dh nkb± lhek ij Mcy fDyd djsaA
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odZ'khV ds lHkh dkWyeksa dh pkSM+kbZ cnyus ds fy,] lsysDV vkWy cVu ij fDyd
djsa vkSj mlds ckn fdlh Hkh dkWye ds 'kh"kZd dh lhek [khapsaA

jks dks fof'k"V ÅapkbZ ij lSV djuk

1- ml ;k mu jks dk p;u djsa ftls vki cnyuk pkgrs gSa_

2- gkse VSc ij] lsYl lewg esa] iQkWeZsV ij fDyd djsa_

3- lsy lkbT+k ds rgr] jks gkbZV ij fDyd djsa_

4- jks gkbZV ckWDl esa og eku fy[ksa tks vki pkgrs gSaA

lkexzh dks fiQV djus ds fy, jks dh Å¡pkbZ ifjofrZr djuk

1- ml ;k mu jks dk p;u djsa ftls vki cnyuk pkgrs gSa_

2- gkse VSc ij] lsYl lewg esa] iQkWeZsV ij fDyd djsa_

3- lsy lkbT+k ds rgr] vkWVksfiQV jks gkbZV djsa ij fDyd djsaA

odZ'khV ij lHkh jks dks vkWVksfiQV djus ds fy,] flysDV vkWy cVu ij fDyd djsa vkSj
mlds ckn fdlh Hkh jks ds 'kh"kZd ds uhps dh lhek ij Mcy fDyd djsaA

ekml dk mi;ksx djds jks dh ÅapkbZ cnyuk

fuEu esa ls dksbZ ,d dk;Z djsa%

,d jks dh jks Å¡pkbZ (row height) cnyus ds fy,] jks ds 'kh"kZd ds uhps dh
lhek dks rc rd MªSx djsa tc rd jks dh ÅapkbZ og u gks
tk, tks vki pkgrs gSaA

,d ls vfèkd jks dh Å¡pkbZ cnyus ds fy,] mu jks dk
p;u djsa ftUgsa vki cnyuk pkgrs gSa] vkSj mlds ckn
fdlh Hkh ,d p;fur jks ds 'kh"kZd ds uhps dh lhek MªSx djsaA

odZ'khV ij lHkh jks dh Å¡pkbZ cnyus ds fy,] lsysDV vkWy
cVu fDyd djsa vkSj mlds ckn fdlh Hkh jks 'kh"kZd ds uhps
dh lhek dks MªSx djsaA

lkexzh dks fiQV djus ds fy, jks dh Å¡pkbZ ifjofrZr djus ds
fy, p;fur jks 'kh"kZd ds uhps dh lhek ij Mcy fDyd djsaA
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6-13-3 lHkh lsyksa dks dkWih ;k ewo djuk

tc vki lsy dks LFkkukarfjr (move) ;k dkWih djrs gSa] rks ,Dlsy iQkWeZwyksa ,oa muds

ifj.kkeh ekuksa] lsy iQkWeZsV vkSj fVIif.k;ksa (Comments) lfgr iwjs lsy dks ewo ;k dkWih
djrk gSA lsyksa dks ewo ;k dWkih djus ds fy,%

1- mu lsyksa dk p;u djsa ftUgsa vki ewo ;k dkWih djuk pkgrs gSaA

2- gkse VSc ij] fDyicksMZ lewg esa] fuEu esa ls ,d dk;Z djsa%

lsy dks ewo djus ds fy,] dV  ij fDyd djsa ;k dhcksMZ 'kkWVZdV
CTRL + X dks nck,¡A

lsy dkWih djus ds fy,] dkWih  ij fDyd djsa ;k dhcksMZ 'kkWVZdV
CTRL + C dks nck,¡A

3- isLV djus okys {ks=k ds Åijh&ck,¡ lsy dk p;u djsaA

4- gkse VSc ij] fDyicksMZ lewg esa] isLV  ij fDyd djsa ;k Ctrl + V nck,¡A

ekml dk mi;ksx djds lHkh lsyksa dks dkWih ;k ewo djuk

fMiQkWYV :i ls] MªSx vkSj MªkWi ,fMfVax pkyw jgrh gS blfy, vki ekml dk mi;ksx

djds lsy dks dkWih vkSj ewo dj ldrs gSaA

1- vki ftu lsy ;k lsyksa dh jsat dks ewo ;k dkWih djuk pkgrs gSa mldk p;u djsaA

2- fuEu esa ls dksbZ ,d dk;Z djsa%

fdlh lsy ;k lsyksa dh jsat dks ewo djus ds fy,] p;u ds ckWMZj ij tk,¡] tc

IokbaVj ifjofrZr gksdj ewo IokbaVj cu tk, rc lsy ;k lsyksa dh jsat dks fdlh

vU; LFkku ij MªSx djsaA

lsy ;k lsyksa dh jsat dks dkWih djus ds fy,] p;u ds ckWMZj ij ekml IokbaVj

dks ys tkdj CTRL nck,¡A tc IokbaVj ifjofrZr gksdj dkWih IokbaVj cu tk,

rc lsy ;k lsyksa dh jsat dks fdlh vU; LFkku ij MªSx djsaA

ewo ;k dkWih fd, x, lsyksa dks ekStwnk lsyksa ds chp balVZ djuk

1- lsy ;k lsyksa jsat dk p;u djsa ftlesa og MkVk gS ftls vki ewo ;k dkWih djuk

pkgrs gSaA
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2- gkse VSc ij] fDyicksMZ lewg esa] fuEu esa ls ,d dk;Z djsa%

p;u dks ewo djus ds fy,] dV ij fDyd djsa ;k CTRL + X nck,¡A

p;u dks dkWih djus ds fy,] dkWih ij fDyd djsa ;k CTRL + C nck,¡A

3- isLV djus okys {ks=k ds Åijh ck,¡ lsy ij nk;k¡ fDyd djsa] vkSj mlds ckn 'kkWVZdV
esU;w ls ^balVZ dV lsYl* ;k ^balVZ dkWihM lsYl* ij fDyd djsaA

4- balVZ isLV Mk;ykWx ckWDl esa ml fn'kk ij fDyd djsa ftl vksj vki ekStwnk lsyksa
dks ewo djuk pkgrs gSaA

dkWih fd, x, fjDr lsyksa dks MkVk çfrLFkkfir djus ls jksduk

1- lsy dh ml jsat dk p;u djsa ftlesa fjDr lsy gksaA

2- gkse VSc ij] fDyicksMZ lewg esa] dkWih  ij fDyd djsaA vki
dhcksMZ 'kkWVZdV CTRL + C Hkh nck ldrs gSa

3- isLV djus okys {ks=k ds Åijh&ck,¡ lsy dk p;u djsaA

4- gkse VSc ij] fDyicksMZ lewg esa] isLV  ds uhps fLFkr ,sjks ij
fDyd djsa] vkSj mlds ckn isLV Lis'ky ij fDyd djsaA

5- ¶fLdi CySaDl¸ psd ckWDl dk p;u djsaA

lsy dh lkexzh dks ewo ;k dkWih djuk

1- ml MkVk okys lsy ij Mcy&fDyd djsa ftls vki ewo ;k dkWih djuk pkgrs gSaA

2- lsy esa mu o.kks± (characters) dk p;u djsa ftUgs vki ewo ;k dkWih djuk pkgrs
gSaA ;g dk;Z fuEu rjhdksa ls gks ldrk gS%

lsy dh lkexzh dk ;g djsa
p;u djus ds fy,

lsy esa lsy ij Mcy fDyd djsa] mlds ckn mu lsyksa dh
lkexzh ij MªSx djsa ftUgsa vki p;fur djuk pkgrs
gSaA

iQkWeZwyk ckj esa lsy ij fDyd djsa] mlds ckn mu lsyksa dh lkexzh
ij MªSx djsa ftUgsa vki iQkWeZwyk ckj esa p;fur djuk
pkgrs gSaA

dhcksMZ dk mi;ksx djds lsy dks laikfnr djus ds fy, F2 nck,¡] bal'kZu
IokbaV dks iksT+kh'ku djus ds fy, ,sjks dh (Key) dk
mi;ksx djsa] vkSj mlds ckn lkexzh dk p;u djus
ds fy, f'kÝV$,sjks dh (Key) nck,¡A
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3-  gkse VSc ij] fDyicksMZ lewg esa] fuEu esa ls ,d dk;Z djsa%

 p;u dks ewo djus ds fy,] dV  ij fDyd djsaA

 p;u dks dkWih djus ds fy,] dkWih  ij fDyd djsaA

4- ml lsy ij fDyd djsa tgka vki o.kZ (character) isLV djuk
pkgrs gSa] ;k MkVk dks ewo ;k dkWih djus ds fy, lsy ij Mcy
fDyd djsaA

5- gkse VSc ij] fDyicksMZ lewg esa] isLV  ij fDyd djsaA

6- ,aVj nck,¡A

dsoy lsy ds ekuksa (Values)] lsy ds iQkWeZsV ;k iQkWeZwyksa dks dkWih djuk

tc vki dkWih fd, x, MkVk dks isLV djrs gSa rks vki fuEu esa ls dksbZ Hkh ,d dk;Z
dj ldrs gSa%

ekStwnk iQkWeZsfVax dks gVk, fcuk lsy esa fdlh Hkh iQkWeZwys dks x.kuk fd, x, eku
esa :ikarfjr dj ldrs gSaA

dsoy lsy dh iQkWeZsfVax isLV dj ldrs gSa] tSls fd iQkWUV dk jax ;k fiQy dyj
(ysfdu lsy dh lkexzh ugha)A

dsoy iQkWeZwyksa dks isLV dj ldrs gSa (ysfdu x.kuk fd, x, ekuksa (Values)
dks ugha)A

,slk djus ds fy,%

1- lsy ;k lsyksa dh jsat dk p;u djsa ftlesa os eku] lsy iQkWeZsV] ;k iQkWeZwyk gSa ftUgsa
vki dkWih djuk pkgrs gSaA

2- gkse VSc ij] fDyicksMZ lewg esa] dkWih  ij fDyd djsaA

3- isLV fd, tkus okys {ks=k ds Åijh&ck,¡ dksus okys lsy ;k ml lsy
dk p;u djsa ftlesa vki eku] lsy iQkWeZsV] ;k iQkWeZwyk isLV djuk
pkgrs gSaA

4- gkse VSc ij] fDyicksMZ lewg esa] isLV  ds fupys fgLls esa fLFkr ,sjks ij fDyd
djsa] vkSj fuEu esa ls ,d dk;Z djsa%

dsoy ekuksa dks isLV djus ds fy,] isLV oSY;w ij fDyd djsaA

dsoy lsy ds iQkWeZsV dks isLV djus ds fy, isLV Lis'ky ij fDyd djsa vkSj
mlds ckn isLV ds varxZr iQkWeZsV~l ij fDyd djsaA

dsoy iQkWeZwyk isLV djus ds fy,] iQkWeZwykl (Formulas) ij fDyd djsaA

MªSx vkSj MªkWi

;fn vkidks lsy dh lkexzh dks de nwjh ij LFkkukarfjr djuk gS] rks MªSx vkSj MªkWi fofèk
vklku gks ldrh gSA blds fy, ekml }kjk p;fur lsy ds gkbykbV fd, gq, ckWMZj dks
MªSx djsaA
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izQhT+k isUl (Freeze Panes)

;fn vkids ikl ,d cgqr cM+h odZ'khV gS ftlesa dkWye vkSj jks ds 'kh"kZd gSa] rks os
LØkWy djus ij xk;c gks tkrs gSaA izQhT+k isu lqfoèkk dk mi;ksx djds vki gSfMaXl dks
ges'kk ns[k ldrs gSaA

1- jks ds uhps ml jks ds yscy ij fDyd djsa ftls odZ'khV ds 'kh"kZ ij fLFkj gksuk
pkfg,A

2- O;w VSc →→→→→ fjcu ij foaMks xzqi →→→→→ izQhT+k isUl →→→→→ izQht isUl dk p;u djsaA

3- izQhT+k fd, x, isUl dks gVkus ds fy,] O;w VSc →→→→→ fjcu ij foaMks xzqi →→→→→ izQhT+k
isUl →→→→→ vuizQhT+k isUl ij fDyd djsaA

fp=k- 6-10

Åij fn[kk, x, fp=k esa izQhT+k isUl jks 2 esa tqM+ x;k gSA è;ku nsa fd tSls gh odZ'khV
dks LØkWy djsaxs rks 1 jks fLFkj jgsxh tcfd ckdh jks ewo djsaxhA leku pj.kksa dk
vuqlj.k djds vki dkWye dks Hkh izQhT+k ;k vuizQhT+k dj ldrs gSaA
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fp=k- 6-11

vuizQhT+k isUl fodYi dsoy rHkh çnf'kZr gksrk gS tc jks ;k dkWye igys ls izQhT+k fd,
gksrs gSaA

6-14 ist czsd

odZ'khV ds Hkhrj ist czsd dks lSV djus ds fy,] jks yscy ij fDyd djds ml jks dk
p;u djsa ftls vki ist czsd ds uhps çnf'kZr djuk pkgrs gSaA mlds ckn ist ysvkmV
→ → → → → lSVvi xzqi → → → → → czsd → → → → → balVZ ist czsd dk  p;u djsaA ,Dlsy p;fur jks ls ,d
u;k i`"B 'kq: djsxkA

fp=k- 6-12
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6-15 ist lSVvi

ist dks iQkWeZsV djus] ekftZu lSV djus vkSj gSMj vkSj iQqVj tksM+us ds fy, iQkby →→→→→
ist lSVvi dk p;u djsaA

1- ist% ist fodYi vkidks isij dk vkdkj] MkVk dk vksfj,aVs'ku] {ks=k dh Ldsfyax]
fçaV dh xq.koÙkk vkfn dks lSV djus dh vuqefr nsrk gSA ist dks ySaMLdsi ;k iksVªZsV
cukus ds fy, ist lSVvi foaMks esa ist VSc ds varxZr vksfj,aVs'ku dk p;u djsaA
ist ij odZ'khV ds vkdkj dks Ldsfyax dk mi;ksx djds iQkWeZsV fd;k tk ldrk
gSA odZ'khV dks ,d ist ij fçaV djus ds fy, fiQV Vw 1ist okbM dk p;u djsa
rkfd iwjh odZ'khV ,d gh ist ij çnf'kZr gksaA

fp=k- 6-13
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2- ekftZu% ist ysvkmV VSc ds ist lSVvi xzqi ls ekftZu dk p;u djds vki 'kh"kZ]
fupys] ck,¡ vkSj nk,¡ ekftZu ifjofrZr dj ldrs gSaA gSMj vkSj iQqVj iQhYM esa ;g
bafxr djus ds fy, eku (value) ntZ djsa fd ist ds fdukjs ls fdruh nwjh ij ;g
VsDLV çnf'kZr gksxkA ist ij VsDLV {kSfrt :i ls dsaæ esa vk,] ;k yacor :i ls dsaæ
esa vk, mlds fy, pSd ckWDl ij lgh dk fu'kku yxk,¡A

fp=k- 6-14

iwoZfuèkkZfjr ekftZu lSfVax rhu çdkj dh gksrh gSaA vki muesa ls pqu ldrs gSa ;k fuEu
fp=k esa fn[kk, x, vuqlkj Hkh ekftZu dks vuqdwfyr (customize) dj ldrs gSaA

fp=k- 6-15
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3- gSMj ;k iQqVj ds VsDLV dks tksM+uk ;k ifjofrZr djuk% odZ'khV esa vki ist

ysvkmV O;w esa gSMj vkSj iQqVj ds lkFk dke dj ldrs gSaA vU; çdkj dh 'khV tSls

pkVZ 'khV ;k ,EcsMsM pkVZ ds fy, vki ist lSVvi Mk;ykWx ckWDl esa gSMj vkSj
iQqVj ds lkFk dke dj ldrs gSaA

ist ysvkmV O;w esa odZ'khV ds fy, gSMj vkSj iQqVj ds VsDLV dks tksM+uk ;k
ifjofrZr djuk

1- ml odZ'khV ij fDyd djsa ftlesa vki gSMj vkSj iQqVj tksM+uk pkgrs gSa ;k ftlesa

os gSMj vkSj iQqVj gksa ftls vki ifjofrZr djuk pkgrs gSaA

2- balVZ VSc ij] VsDLV xzqi esa] gSMj vkSj iQqVj ij fDyd djsaA

3- fuEu esa ls dksbZ ,d dk;Z djsa%

gSMj ;k iQqVj tksM+us ds fy, odZ'khV ist ds 'kh"kZ vkSj fupys fgLls esa ck,¡]
eè;] ;k nk,¡ gSMj ;k iQqVj VsDLV ckWDl ij fDyd djsaA

gSMj ;k iQqVj ifjofrZr djus ds fy,] odZ'khV ist ds 'kh"kZ vkSj fupys fgLls

esa ck,¡] eè;] ;k nk,¡ gSMj ;k iQqVj VsDLV ckWDl ij fDyd djsa ftlesa gSMj
;k iQqVj gSA mlds ckn ml VsDLV dk p;u djsa ftls ifjofrZr fd;k tkuk gSA

4- bfPNr VsDLV fy[ksaA

gSMj ;k iQqVj can djus ds fy, odZ'khV esa dgha Hkh fDyd djsa ;k ESC dh
(Key) nck,¡A

5- fçaV fd, tkus okys fgLls (vFkkZr lsy dh jsat) dk p;u djus ds fy, 'khV VSc

esa ,d fodYi gksrk gSA ;fn vki pkgrs gSa fd lsy dh fxzMykbu fçaV gks rks
fxzMykbUl cVu dks flysDV djsaA ;fn odZ'khV esa vusd ist gSa vkSj dsoy igys

ist esa gh dkWye ds 'kh"kZd gSa rks ̂ jks Vw fjihV ,sV VkWi* dk p;u djsa rkfd 'kh"kZd

jks çR;sd ist ds 'kh"kZ ij fçaV gks ldsA
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fp=k- 6-16

6-16 fçaV fçO;w

fçaV fçO;w fçaVvkmV ysus ls igys odZ'khV dks ns[kus esa lgk;d gksrk gSA ;fn vko';d

gks rks ;g t:jr ds vuqlkj odZ'khV dks laikfnr (Edit) djus esa lgk;rk djrk gSA

nLrkosT+k dk fçaV fçO;w ns[kus ds pj.k

1- vkWfiQl cVu  ij fDyd djsaA

2- esU;w esa ls fçaV dk p;u djsaA

3- fçaV fçO;w ij fDyd djsaA



LçSM'khV ds ewyHkwr rF; :: 129

fp=k- 6-17

fçaV fçO;w VSc ds lanHkZ esa usDLV ;k çhfo;l cVu ij fDyd djsaA istksa dks cM+k djds
ns[kus ds fy, T+kwe cVu ij fDyd djsaA ist lSVvi cVu ij fDyd djds ist ysvkmV
esa vko';d la'kksèku djsaA odZ'khV ij okil tkus ds fy, DyksT+k ij fDyd djsa ;k
fçafVax tkjh j[kus ds fy, fçaV ij fDyd djsaA

6-17 fçaV

odZ'khV fçaV djus ds fy,] vkWfiQl cVu  ls fçaV dk p;u djsaA
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fp=k- 6-18

1- fçaV jsat& lHkh istksa ;k fiQj istksa dh jsat dk p;u djsaA

2- D;k fçaV djsa&  odZ'khV] lfØ; odZ'khV ;k laiw.kZ odZcqd esa lHkh odZ'khV esa
gkbykbV fd, gq, lsyksa ds p;u dks pqusaA

3- çfr;k¡& fçaV dh tkus okyh çfr;ksa dh la[;k dk p;u djsaA ;fn vki istksa dks Øe
esa j[kuk pkgrs gSa rks dksysV (collate) ckWDl ij fDyd djsaA

4- fçaV djus ds fy, vksds ij fDyd djsaA

6-18 iQkby [kksyuk] lso djuk vkSj can djuk

(d) vki ekStwnk iQkby dks dbZ rjhdksa ls [kksy ldrs gSa%

1- foaMks ,DlIyksjj esa tk,¡ vkSj ml iQkby dks [kkstsa ftls vki [kksyuk pkgrs
gSa vkSj mlij Mcy fDyd djsaA

2- ,e,l ,Dlsy çkjaHk djsaA vkWfiQl cVu ij fDyd djsa rFkk MªkWi&Mkmu esU;w
ls ¶vksiu¸ ij fDyd djsaA ikWi&vi esU;w ls ml iQkby dk p;u djsa ftls
vki [kksyuk pkgrs gSaA

([k) tc vki iQkby ij viuk dke lekIr dj ysrs gSa rks vki bls ;k rks Åijh ck,¡
dksus ij ̂ lso iQkby* vkbdu ij fDyd djds lso dj ldrs gSa ;k vkWfiQl cVu
ij fDyd djds MªkWi Mkmu esU;w esa lso ij fDyd djsaA
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(x) tc vki odZ'khV dks igyh ckj lso djrs gSa rks uhps fn, x, pj.kksa dk ikyu
djsa%

1- vkWfiQl cVu ij fDyd djsa_

2- MªkWi Mkmu esU;w ls iQkby lso ,sT+k ij fDyd djsa_

3- ikWi vi esU;w esa ml LFkku dk p;u djsa tgka vki iQkby dks lso djuk pkgrs
gSa_

4- iQkby dk uke fy[ksa_

5- ikWi vi esU;w esa lso ij fDyd djsaA

(?k) tc vkidk dke lekIr gks x;k gS vkSj vkius bls Bhd ls lso dj fy;k gS%

1- vkWfiQl cVu  ls fçaV dk p;u djsa

2- viuh iQkby dks can djus ds fy, DyksT+k (Close) dekaM dk p;u djsa (fDyd
djsa)A

3- ,Dlsy ls ckgj fudyus ds ,fXT+kV (Exit) dekaM dk p;u djsa (fDyd djsa)A

fp=k- 6-19
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6-19 odZcqd laj{k.k

odZcqd ds fy, ,d ikloMZ lSV djsa

1- ekbØkslkWÝV vkWfiQl cVu  ij fDyd djsa vkSj mlds ckn lso ,sT+k ij

fDyd djsaA

2- VwYl ij fDyd djsa vkSj mlds ckn tujy vkI'kUl ij fDyd djsaA

3- fuEu esa ls dksbZ ,d ;k nksuksa dk;Z djsa%

;fn vki pkgrs gSa fd odZ'khV ns[kus ls igys leh{kdksa dks ikloMZ ,aVj djuk
iM+s rks ikloMZ Vw vksiu ckWDl esa ikloMZ fy[ksaA

;fn vki pkgrs gSa fd odZ'khV esa fd, x, ifjorZuksa dks lso djus ls igys
leh{kdksa dks ikloMZ ,aVj djuk iM+s rks ikloMZ Vw ekWfMiQkWbZ ckWDl esa ikloMZ
Vkbi djsaA

4- ;fn vki pkgrs gSa fd lkexzh leh{kd (content reviewer) xyrh ls iQkby dks
la'kksfèkr u dj lds] rks ¶jhM vksuyh fjdEesaMsM¸ psd ckWDl dk p;u djsaA
iQkby [kksyrs le;] leh{kdksa ls iwNk tk,xk fd D;k os iQkby dks jhM&vksuyh
[kksyuk pkgrs gSa ;k ughaA

5- vksds ij fDyd djsaA

6- tc ladsr fn;k tkrk gS rks ikloMZ dh iqf"V djus ds fy, mls fiQj ls Vkbi djsa]
vkSj fiQj vksds ij fDyd djsaA

7- lso ij fDyd djsaA

8- ;fn ladsr fn;k tkrk gS rks ekStwnk odZcqd dks çfrLFkkfir (Replace) djus ds fy,
^gk¡* (yes) ij fDyd djsaA

ikBxr ç'u

1- fuEufyf[kr dFku lgh gSa ;k xyr%

(d) iwoZ fuèkkZfjr gSMj ;k iQqVj dks la'kksfèkr djus ds fy, dLVe gSMj vkSj
dLVe iQqVj cVu ij fDyd djsaA

([k) vkWVks fiQy lfUudV (Adjacent) lsyksa ds lewg dh lkexzh dks tksM+us esa
lgk;rk djrk gSA

(x) MkVk dk xzkfiQdy fu:i.k djus esa pkVZ lqfoèkk,¡ vkidh lgk;rk djrh gSaA

(?k) odZ'khV fçaV djus ds fy, ,fMV cVu ij fDyd djsaA

(p) fioV Vscy }kjk vki MkVk dk fo'ys"k.k dj ldrs gSaA
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2- fjDr LFkku Hkjsa%

(d) tc lfØ; nLrkosT+k dks lajf{kr (Protect) fd;k tkrk gS rks dekaM dk uke
ifjofrZr gksdj  

_____________
 odZcqd gks tkrk gSA

([k) fçaV gksus ij vkidh odZ'khV dSlh fn[ksxh blds fy, esU;w ckj ls
_____________

 dk p;u djsaA

(x)
_____________

 Vwyckj vkidks vusd T;kferh; vkÑfr tSls ,sjks] Ýyks
pkVZ vkfn ds rRo cukus dh vuqefr nsrk gSA

(?k) ;fn vki pkgrs gSa fd lsy dks foHkkftr djus okyh fxzMykbusa i`"B ij fçaV
gksa rks 

_____________
 dk p;u djsaA

6-20 vkius D;k lh[kk

bl ikB esa vkius ,Dlsy dks 'kq: djuk vkSj odZ'khV ij dke djuk lh[kkA vc vki
,d lsy ;k lsyksa dh jsat dk p;u dj ldrs gSaA blds vykok] vki fdlh odZ'khV
esa MkVk ,aVj dj ldrs gSaA vki ist lSVvi esa tkdj ist ds vkdkj dks fu/kZfjr dj
ldrs gSa vkSj ist czsd Mky ldrs gSaA vkius ist fçO;w ds ckjs esa Hkh lh[kk gS ftlls
gesa irk pyrk gS fd fçaV vkmV dSlk fn[ksxkA

6-21 ikBkar ç'u

1- ,e ,l ,Dlsy dh eq[; fo'ks"krk,¡ D;k gSa\

2- odZ'khV vkSj odZcqd ds chp varj Li"V djsaA

3- odZ'khV ds lsyksa esa çfo"V fd, tkus okys MkVkvksa ds fofHkUu izdkjksa dk o.kZu djsaA

4- viuh odZcqd dh j{kk ds lEcU/ esa rhu fHkUu rjhdksa ds ckjs esa crk,¡A

5- gtkjksa la[;kvksa vkSj ukeksa okyh odZ'khV esa vki ,d la[;k ;k ,d uke fdl çdkj
[kkstsaxs\ D;k fdlh vU; uke ;k la[;k ls ,d uke ;k la[;k dks çfrLFkkfir djuk
laHko gS\ ;fn gka rks dSls\

6- vki ,d lsy] ,d dkWye] ,d jks] lsy ds lewg vkSj iwjh odZ'khV dk p;u fdl
çdkj djrs gSa\

7- lsy dks ewo vkSj dkWih djus esa D;k varj gSA

8- ist lSfVax dekaM esa miyCèk fofHkUu lqfoèkk,¡ dkSu&lh gSa\

9- fçaV dekaM esa miyCèk fofHkUu lqfoèkkvksa ds ckjs esa crk,¡\
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10- fuEufyf[kr dks ifjHkkf"kr djsa%

(d) odZ'khV esa Hkze.k djuk

([k) MkVk laikfnr (Edit) djuk

(x) lsy vkSj jks balVZ djuk

(?k) MªSx vkSj MªkWi

(p) odZcqd laj{k.k

6-22 ikBxr ç'uksa ds mÙkj

1- (d) lgh  ([k) xyr   (x) lgh (?k) xyr (p) lgh

2- (d) vlajf{kr (unprotect) ([k) fçaV fçO;w  (x) vkWVks'ksi (?k) fxzMykbUl
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7-1 ifjp;

,Dlsy vkidh odZ'khV dks vfèkd ifj"Ñr cukus ds fy, iQkWeZsV ds vusd fodYi
çnku djrk gSA vki iQkWUV ds vkdkj] jax ,oa dks.k dks ifjofrZr dj ldrs gSa] ckWMZj
esa jax Mky ldrs gSa] lsy dh i`"BHkwfe (Background) ds jax dks cny ldrs gSa vkSj
lsy ds eku (value) ds vkèkkj ij mlds iQkWeZsV dks cny ldrs gSaA vki ns[ksaxs fd ,e
,l ,Dlsy esa miyCèk dqN iQkWeZsfVax lqfoèkk,¡ mlh leku gSa ftudk mi;ksx vkius ,e
,l oMZ esa fd;k gSA

7-2 mís';

bl ikB dk vè;;u djus ds i'pkr vki %

vkWVksiQkWeZsV lqfoèkk dk mi;ksx dj ldsaxs_

MkVk vkSj odZ'khV dks iQkWeZsV dj ldsaxs_

iQkWeZsV isaVj dk mi;ksx dj ldsaxs_

iQkWeZwyksa vkSj iQaD'kuksa dk mi;ksx dj ldsaxsA

7-3  iQkWeZsV Vwyckj dk mi;ksx djuk

iQkWeZsfVax gekjs dk;Z dks vkSj vfèkd çn'kZuh; cukus esa lgk;rk djrk gSA ;g çs{kdksa@ikBdksa
(Viewers/readers) ds fy, odZ'khV dks mlds mís'; ds lanHkZ esa le>us ds fy,
vklku cukrk gSA

,Dlsy 2007 esa iQkWeZsfVax VwYl rhu LFkku ij miyCèk gksrs gSaA

1- gkse VSc esa

7

odZ'khV dh iQkWeZsfVax
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2- feuh Vwyckj esa tks jsat ;k lsy ij nk;k¡ fDyd djus ij çnf'kZr gksrs gSa]

3- iQkWeZsV lsy Mk;ykWx ckWDl esaA

7-3-1 gkse VSc vkSj iQkWeZsfVax VwYl

gkse VSc] iQkWeZsfVax vko';drkvksa ds lUnHkZ esa] lkekU;r;k iz;ksx fd, tkus okys fodYiksa
dks vklkuh ls miyC/ djkrk gSA vki lsy ;k jsat dks pqudj bl Vwy }kjk t:jrksa ds
vuqlkj MkVk dks cny ldrs gSa] tSls fd vykbuesaV djuk] iQkWUV cnyuk ;k la[;k
lewgksa dks ,df=kr djukA ,sls VwYl ds mfpr vkSj csgrj mi;ksx dks le>us dk ,dek=k
rjhdk gS mudk mi;ksx djds muds çHkkoksa dks ns[kukA dqN daVªksYl dks foLr`r Hkh fd;k
tk ldrk gS tSls fd MWªki Mkmu lwph bR;kfnA ;fn vki cVu ds lkFk esa ,d ,sjks ns[krs
gSa rks ;g cVu foLr`r gksdj miyCèk fodYiksa dks çnf'kZr djsxkA

fp=k 7-1

7-3-2 feuh Vwyckj esa

tc vki ,d lsy ;k jsat ij nk;k¡ fDyd djrs gSa rks 'kkWVZdV esU;w çdV gksrk gSA feuh
Vwyckj 'kkWVZdV esU;w ds Åij (;k uhps) Hkh çdV gksrk gSA

feuh Vwyckj esa lkekU; iQkWeZsfVax ds fy, daVªksYl gksrs gSa%

iQkWUV çdkj

iQkWUV lkbT+k

iQkWUV ?kVkuk

iQkWUV c<+kuk

ys[kkdj.k (Accounting) uacj iQkWeZsV
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vYi lwpd (comma) dk LVkby

iQkWUV dyj

iQkWeZsV isaVj

cksYM

bVSfyd

lsaVj

çfr'kr (Percent) LVkby

ckWMZj

etZ ,aM lsaVj

Msfley c<+kuk

Msfley ?kVkuk

jax Hkjuk

uhps çnf'kZr fp=k 7-2 esa vki 'kkWVZdV esU;w ns[k ldrs gSaA ;g rc çnf'kZr gksrk gS tc
vki fdlh lsy ij nk;k¡ fDyd djrs gSaA

fp=k 7-2
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7-3-3 iQkWeZsV lsYl Mk;ykWx ckWDl dk ç;ksx djuk

fjcu ds gkse VSc }kjk iQkWeZsV lacaèkh dbZ vko';drk,a iwjh gks tkrh gSa] fiQj Hkh dqN
fo'ks"k çdkj dh iQkWeZsfVax dks iQkWeZsV lsYl MkW;ykWx ckWDl dk mi;ksx djds gh iwjk
fd;k tk ldrk gSA bl MkW;ykWx ckWDl dh enn ls vki fdlh Hkh çdkj dh iQkWeZsfVax
'kSyh ;k uacj iQkWeZsV dks ykxw dj ldrs gSaA

iQkWeZsV lsYl Mk;ykWx ckWDl ls p;fur iQkWeZsV mu lsYl ij ykxw gksrk gS tks ml le;
p;fur gksrs gSaA iQkWeZsV lsYl Mk;ykWx ckWDl dk mi;ksx djus ds fy,] ml lsy ;k jsat
dk p;u djsa ftl ij vkidks  iQkWeZsfVax ykxw djuh gSA

vc dksbZ Hkh ,d fuEufyf[kr fofèk pqusa%

Ctrl+1 nck,¡] vFkkZr daVªksy dqath vkSj la[;kRed 1 dqath]

gkse→iQkWUV] gkse→vykbuesaV] ;k gkse→uacj esa Mk;ykWx ckWDl ykWUpj ij fDyd
djsaA uhps dh vksj eq¡g okyk ,sjks vkbdu ds nkfgus Hkkx esa çnf'kZr gksxkA ,Dlsy
fjcu esa] ,sjks ds ;g fpUg Mk;ykWx ckWDl ykWUpj dgykrs gSaA

fp=k 7-3

p;fur lsy ;k jsat ij nk;k¡ fDyd djus ds i'pkr] 'kkWVZdV esU;w ls iQkWeZsV lsy
dks pqusaA

fjcu esa dqN MªkWi&Mkmu daVªksy ls ^eksj* (More) dekaM pqusaA mnkgj.k ds fy,
gkse → uacj → tujy → eksj uacj iQkWeZsV---MªkWiMkmu esa eksj uacj iQkWeZsV uked
vkbVe 'kkfey gksrk gS] tSlk uhps fn[kk;k x;k gSA (fp=k 7.4)

iQkWeZsV lsYl Mk;ykWx ckWDl esa N% VSc gksrs gSa% uacj] vykbuesaV] iQkWUV] ckWMZj] iSVuZ vkSj
çksVsD'kuA (fp=k 7.5)
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fp=k 7-4

fp=k 7-5
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7-4  Mk;ykWx }kjk lsy iQkWeZsV djuk

7-4-1 uacj VSc

bl VSc ij ekStwn fodYiksa }kjk MkVk Vkbi dk p;u fd;k tk ldrk gSA vki ftl jsat
dks iQkWeZsV djuk pkgrs gSa mldk p;u djsa vkSj fdlh ,d dSVsxjh uacj ij fDyd djsa
tSlk fd fp=k 7-5 esa fn[kk;k x;k gS] tks vkids pqus gq, uacjksa ij ykxw gks tk,xkA vxj
lsy esa VsDLV vkSj uEcj gSa vkSj mlesa dksbZ Hkh fo'ks"k uacj iQkWeZsV ugha gS rks tujy pqusaA
blls ;fn vki uacj dSVsxjh dks pqurs gS rks vki la[;k dks iw.kk±d] n'keyo vad] ftlesa
n'keyo ds ckn vkus okyh la[;k n'kkZus dk çkoèkku gksrk gS] bR;kfn esa n'kkZ ldrs gSaA
mnkgj.k ds fy,] ;fn vki n'keyo fcanq (Decimal point) ds i'pkr fliQZ nks vad
gh fn[kkuk pkgrs gks] rks uacj dSVsxjh ij tkdj Mslhey Iysl dks pqusaA vki vius
dEI;wVj  esa nwljs fodYiksa dk Hkh  ijh{k.k dj ldrs gSaA

7-4-2 vykbuesaV VSc

bu fodYiksa }kjk vki lsy esa MkVk ds LFkku vkSj vykbuesaV dks ifjofrZr dj ldrs gSaA
iQkWeZsfVax Vwyckj ij ekStwn vykbuesaV cVuksa dh rqyuk esa iQkWeZsV lsYl Mk;ykWx ckWDl
vkidks vfèkd fodYi çnku djrk gSA mnkgj.k ds fy, vki VsDLV ds vksfj,aVs'ku dks
cny ldrs gSaA

7-4-3 iQkWUV VSc

iQkWUV iQsl] lkbT+k] LVkby rFkk biQsDV ds lkFk lkFk iQkWUV ds vU; lHkh xq.k bl VSc esa
fn[kk, tkrs gSaA iQkWeZsfVax Vwyckj dk ç;ksx djds vki vius lsy dh lkexzh dks cksYM]
bVSfyd vkSj vaMjykbu dj ldrs gSaA vfèkd iQkWeZsfVax fodYiksa ds fy, vki iQkWeZsV
lsYl Mk;ykWx ckWDl dk mi;ksx dj ldrs gSaA

7-4-4 ckWMZj vkSj iSVuZ VSc

ckWMZj Mkyus] lsy dks 'ksM djus vkSj iQkWUV ds jax cnyus ds fy, vki iQkWeZsfVax Vwyckj
dk mi;ksx dj ldrs gSaA ;g cVu okLro esa fV;j vkWiQ isysV~l (TEAR -OFF-
PALLETTES) dh rjg gSA tc vki cVu ds fiDpj okys Hkkx ij fDyd djrs gSa]
rks çnf'kZr fiDpj dk iQkWeZsV] pqus gq, lsy dh lkexzh ij ykxw gks tkrk gSA cVu ij
fn[kk, gq, MªkWi Mkmu ds NksVs ,sjks ij fDyd djsa vkSj iSysV ds uewuksa ij igq¡p dj vki
cVu ij fn[kk, x, fp=k dks ,sls cny ldrs gSaA

iQkWeZsV lsYl Mk;ykWx ckWDl esa ekStwn fodYiksa dk mi;ksx djds p;fur lkexzh esa ckWMZj
Mkyus ;k jax Hkjus gsrq fuEufyf[kr pj.kksa dk ikyu djsaA

1- iQkWeZsV lsYl Mk;ykWx ckWDl çnf'kZr djus ds fy, gkse→lSYl→iQkWeZsV→iQkWeZsV
lsYl pqusaA

2- ckWMZj VSc pqusaA

3- çhlSV (Preset) {ks=k esa] ckWMZj dk LFkku fufnZ"V djus ds fy, uu (NONE)] vkmV
ykbu ;k bulkbM dk p;u djsaA
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4- ckWMZj ds fy, dksbZ Hkh fuEufyf[kr fodYi pqusa%

ckWMZj {ks=k esa] ckWMZj dks VkWxy (TOGGLE) djus ds fy, fdlh Hkh cVu ij
fDyd djsaA

LVkby {ks=k esa ckWMZj dh ykbu dk LVkby pqusaA

;fn vko';d gks rks ckWMZj esa jax Hkjus ds fy, dyj iSysV esa ls dksbZ jax pqusaA

5- iSVuZ VSc pqusa] vkSj mlds ckn fuEufyf[kr esa ls dksbZ Hkh ,d fodYi pqusa%

dyj iSysV esa p;u djds cSdxzkmUM ds fy, dksbZ jax pqusaA

;fn vko';d gks] rks iSVuZ iSysV ls p;u ds cSdxzkmUM ds fy, dksbZ iSVuZ pqusaA

6- ckWMZj vkSj jax ykxw djus ds fy, vksds ij fDyd djsaA

7-4-5 fnukad rFkk le;

;fn vki odZ'khV ds fdlh lsy esa dksbZ fnukad tSls fd ¶tuojh 1] 2001¸ Mkyrs gSa]
rks ,Dlsy Lopkfyr :i ls ml VsDLV dks fnukad le> ysxk vkSj mldk iQkWeZsV cny
nsxk] tSls fd ¶1&tuojh&01¸A fnukad ds iQkWeZsV dks cnyus ds fy,] iQkWeZsV lsYl
Mk;yWkx cWkDl esa uacj VSc dk p;u djsaA dSVsxjh ckWDl esa ¶MsV¸ pqusa vkSj  Vkbi ckWDl
ls fnukad ds fy, iQkWeZsV dk p;u djsaA ;fn iQhYM le; gS rks dSVsxjh ckWDl esa ¶Vkbe¸
pqusa vkSj Vkbi ckWDl ls bfPNr Vkbi pqusaA fnuk¡d vkSj le; ds lfEeJ.k Hkh lwphc¼
gSaA lekfIr ij vksds cVu nck,¡A

fp=k 7-6
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7-5 dkWye vkSj jks dh iQkWeZsfVax

dHkh dHkh lkexzh dkWye dh pkSM+kbZ esa lek;ksftr (Fit) ugha gks ikrh gSA blfy,] dkWye
dh pkSM+kbZ ds vUnj mUgsa lek;ksftr (Fit) djus ds fy,] ge vkWVksfiQV iQhpj dk mi;ksx
dj ldrs gSaA mnkgj.k ds fy, fd ge ns[k ldrs gSa fd] dkWye C esa dkWye dk gSMj
iwjh rjg ls ǹ';eku ugha gSA (fp=k 7.7)

fp=k 7-7

dkWye dks vkWVksfiQV djus ds pj.k

pkSM+kbZ c<+kus gsrq dkWye ds gSMj ;k ml dkWye ds fdlh Hkh lsy ij fDyd djsaA

gkse VSc ij fDyd djsaA

fjcu ij lsYl lewg ls iQkWeZsV pqusaA

fp=k 7-8

vkWVksfiQV dkWye foM~Fk (Autofit Column Width) ij fDyd djsaA

fp=k 7-9
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çHkko ns[ksa] dkWye C iw.kZ lkexzh fn[kk jgk gS] vFkkZr dSesLVªh (Chemistry)A

fp=k 7-10

  blh rjg ls vki jks ds fy, Hkh vkWVksfiQV ykxw dj ldrs gSaA

jks dh Å¡pkbZ ifjofrZr djus ds fy, jks ds gSMj] ;k jks esa fdlh Hkh vU; lsy ij
fDyd djsaA

gkse VSc ij fDyd djsaA

fjcu ij lsYl lewg ls iQkWeZsV pqusaA

fp=k 7-11

vkWVksfiQV jks gkbV (Autofit Row Height) ij fDyd djsaA

fp=k 7-12
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çHkko nsf[k;s] jks 6 iw.kZ lkexzh fn[kk jgh gS vFkkZr vuqjkx (Anurag)

dkWye vkSj jks dks Lo;a gh vkdkjc¼ djus dk nwljk rjhdk ¶csLV fiQV¸ gSA bls djus
ds fy,%

1- vius IokbaVj dks ml dkWye ds dkWye gSMj ij ;k dkWye ds nkfgus fdukjs ij j[ksa]
ftls vki lek;ksftr djuk pkgrs gSaA è;ku nsa fd bl {ks=k esa IokbaVj nks eq¡g okys
,sjks esa ifjofrZr gks tkrk gSA

fp=k 7-13

2- vius IokbaVj dks Mcy fDyd djsa] vkSj mlds ckb± vksj dk dkWye vius Hkhrj MkVk
çfof"V;ksa dks lek;ksftr djus ds fy, Lor% O;ofLFkr gks tk,xkA

blh rjg ls] tc IokbaVj dks jks gSMj ij j[kk tkrk gS rks ;g nks eqags ,sjks esa cny tkrk
gSA Mcy fDyd djus ls jks dh Å¡pkbZ vfèkd ;k de gks tkrh gSA

p;fur dkWye ;k jks dks fNikuk

fNikuk (Hide)% ;g fodYi p;fur dkWye ;k jks dks fNik nsrk gS] tcfd mlesa ,aVªh
vHkh Hkh gksrh gSaA dkWye ;k jks dks fNikuk vupkgs ifjorZu dks jksdus esa lgk;d gksrk
gSA dkWye fNikus ds fy,] bu pj.kksa dk ikyu djsa%

1- dkWye ds gSMj ij fDyd djds ml dkWye dks pqusa ftls vki fNikuk pkgrs gSaA eku
yhft, fd vki dkWye C dks Nqikuk pkgrs gSa ftlesa dSfeLVªh (Chemistry) ds vad
fn, x, gSaA

fp=k 7-14
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dkWye fNikus ds fy, nk;k¡ fDyd djds gkbM (Hide) fodYi pqusaA

fp=k 7-15

fuEufyf[kr fp=k 7-16 nsf[k;s] dkWye C n`';eku ugha gSaA

fp=k 7-16

fNis gq, p;fur dkWye ;k jks dks okil fn[kkus djus ds fy,

fNis dkWye dks okil fn[kkus ds fy, bu pj.kksa dk ikyu djsa%

1- dkWyeksa ds ml n`';eku lewg dk p;u djsa ftlesa fNis gq, dkWye 'kkfey gSaA
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fp=k 7-17

2- vc p;fur dkWye ij nk;k¡ fDyd djsaA ikWi vi esU;w ls vugkbM (Unhide) pqusaA

fp=k 7-18

3- vki ns[k ldrs gSa fd] dkWye C fiQj ls n`';eku gks x;k gSA
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fp=k 7-19

blh rjg ls vki jks dks Hkh gkbM vkSj vugkbM dj ldrs gSaA

7-6 lsy LVkbyksa dk ç;ksx djds odZ'khV dh iQkWeZsfVax djuk vkSj
LVkbyksa dks ykxw djuk

,Dlsy 2007 esa iwoZifjHkkf"kr (Predefined) LVkbyksa dk p;u djds vki odZ'khV dks
tYnh ls iQkWeZsV dj ldrs gSaA LVkby vkidh odZ'khVksa dks O;kolkf;d (Professional)
:i nsus esa lgk;rk djrh gSaA ,Dlsy esa lHkh LVkby] lsy ds LVkby gSaA gkykafd]
ifjHkkf"kr LVkby dks laiw.kZ odZ'khV ij ykxw fd;k tk ldrk gSA lsy LVkby esa dksbZ
Hkh iQkWeZsfVax 'kkfey gks ldrh gS ftls miyCèk fodYiksa dk mi;ksx djds lsy esa ykxw
fd;k tk ldrk gSA ge viuh Lo;a dh lsy LVkby Hkh cuk ldrs gSaA

ml lsy dks pqusa ftl ij LVkby ykxw djuh gksA

gkse VSc esa LVkbYl lewg ls] lsy LVkbYl ij fDyd djsaA ;gk¡ geus gSfMax 1 dks
pquk gSA vc çHkko nsf[k,A

fp=k 7-20
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fp=k 7-21

dqN çHkkoksa dk o.kZu uhps fd;k x;k gS%

1- dWkek (Comma)% vadksa vkSj n'keyo fcanq ds i'pkr nks vadksa ds ckn dWkek
yxrk gSA

2- dWkek [O]% dWkek LVkby tks la[;k dks laiw.kk±d (Whole number) cukrk gSA

3- djsalh% MkWyj fpUg] dWkek vkSj n'keyo ds ckn nks vad yxkdj la[;k dks eqæk
ds :i esa iQkWeZsV djkrk gSA

4- djsalh [O]% eqæk LVkby tks la[;k dks laiw.kk±d curk gSA

5- ukWeZy (lkekU;)% fdlh Hkh çdkj ds cnyko dks fiQj ls lkekU; uacj iQkWeZsV esa
ifjofrZr djrk  gSA

6- çfr'kr%  la[;k dks çfr'kr esa cnydj çfr'kr fpUg tksM+rk gSA

7-6-1 LVkbYl fMyhV djuk%

ml LVkby ij nk;k¡ fDyd djsa ftls vki gVkuk pkgrs gSaA (mnkgj.kr% vxj vki
Bad LVkby dks gVkuk pkgrs gSa rks Bad ij nk;k¡ fDyd djsa)

fMyhV pqusaA

fp=k 7-22
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vki ns[k ldrs gSa fd] Bad LVkby fMyhV gks xbZ gS tSlk fd fp=k esa fn[kk;k x;k
gSA

fp=k 7-23

7-7 iQkWeZsV isaVj

LVSaMMZ Vwyckj ij miyCèk iQkWeZsV isaVj VsDLV dks iQkWeZsV djus ds fy, ,d cgqr gh
mi;ksxh Vwy gSA vxj vkius ,d fuf'pr iQkWUV] LVkby] MsV iQkWeZsV] uacj iQkWeZsV] ckWMZj
;k vU; iQkWeZsV ds lkFk fdlh lsy dks iQkWeZsV fd;k gS] vkSj blh rjg ds lHkh iQkWeZsV
dks fdlh nwljs lsy ;k vU; dkiQh lkjs lsyksa ij dkWih djuk pkgrs gSa] rks dlZj dks
ml lsy ij yk,¡ ftldh iQkWeZsfVax vki dkWih djuk pkgrs gSaA gkse VSc esa fDyicksMZ
lewg esa iQkWeZsV isaVj ij fDyd djsa (è;ku nsa fd vkids IokbaVj ds lkFk esa vc ,d
isaV cz'k vk tk,xk)A vc mu lsyksa dks pqusa ftu ij vki ogh iQkWeZsfVax ykuk pkgrs gSaA
fDyd djus ij iQkWeZsfVax ifjofrZr gks tk,xhA

blds vykok ;fn vki bl iQkWeZsV dks dbZ txgksa ij dkWih djuk pkgrs gks rks ¶iQkWeZsV
isaVj¸ ij nks ckj fDyd djsaA vkidk iQkWeZsV isaVj rc rd lfØ; jgsxk tc rd fd
vki ¶ESC¸ dq¡th ugha nckrs gSaA

fp=k 7-24

7-8 vkWVksiQkWeZsV

,Dlsy dh vkWVksiQkWeZsV lqfoèkk Vscy LVkbYl dk mi;ksx djrh gS] tks uacj iQkWeZsV] iQkWUV]
lsy vykbuesaV] iSVUlZ] 'ksfMax] dkWye dh pkSM+kbZ rFkk jks dh mapkbZ ds fy, iwoZ
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ifjHkkf"kr laxzg gS tks vkids }kjk fufnZ"V lsy dh jsat dks vkd"kZd cukrk gSA ;g
LVkbYl ftl çdkj dh gS vki mudk oSls gh bLrseky dj ldrs gSa ;k muds dqN xq.kksa
dks ifjofrZr Hkh dj ldrs gSaA

,Dlsy esa Vscy dks iQkWeZsV djus ds vusd iwoZ fuèkkZfjr fodYi gSaA bu pj.kksa dk ikyu
djds vki LVkbYl dks tksM+sa%

1- ml lsy lewg dks gkbykbV djsa ftls iQkWeZsV fd;k tkuk gSA

fp=k 7-25

2- fjcu ls gkse VSc →→→→→ LVkby xzqi →→→→→ iQkWeZsV ,sT+k Vscy dk p;u djsa

;g vusd iwoZ ifjHkkf"kr Vscy iQkWeZsV fn[kk;sxkA (fp=k 7.27)

fp=k 7-26



odZ'khV dh iQkWeZsfVax :: 151

fp=k 7-27

3- buesa ls dksbZ Hkh ,d iQkWeZsV pqusaA ;gk¡ geus iQkWeZsV~l dh ̂ MkdZ* Js.kh ls prqFkZ Vscy
iQkWeZsV dk p;u fd;k gSA ;g fuEufyf[kr Mk;ykWx ckWDl çnf'kZr djsxkA ^ek;
Vscy gST+k gSMlZ* (My table has headers) pSd ckWDl ij fDyd djsa vkSj ¶vksdş
ij fDyd djsaA

fp=k 7-28

uhps fn, x, fp=k esa iQkWeZsfVax ds çHkko nsf[k,A lkFk gh Vscy Vwy fMT+kkbu VSc nsf[k,
ftlesa fjcu ,d ls vfèkd lewg çnf'kZr dj jgk gSA Vscy LVkby lewg esa iwoZ
ifjHkkf"kr Vscy ds çk:iksa (Format) esa ls fdlh ,d ij fDyd djds LVkby dks
cnyk tk ldrk gSA
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fp=k 7-29

7-9 odZ'khV~l dks fNikuk ;k fn[kkuk

odZ'khV dks fNikuk

ml 'khV VSc ij nk;k¡ fDyd djsa ftls fNikuk pkgrs gSA

esU;w ls gkbM fodYi pqusa] tSlk uhps fn[kk;k x;k gSA

fp=k 7-30

fNih gqbZ 'khV dks mtkxj djus ds fy,] fdlh Hkh n`';eku 'khV ij nk;k¡ fDyd
djsaA vugkbM Mk;ykWx ckWDl çnf'kZr gksxkA 'khVksa dh lwph esa ls ml 'khV dks pqusa
ftls okil fn[kkuk gksA gekjs bl mnkgj.k esa vugkbM djus ds fy, dsoy ,d gh
'khV çnf'kZr gksxhA
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fp=k 7-31

fuEufyf[kr fp=k 'khV 1 dks Hkh fn[kkrk gSA

fp=k 7-32

7-10 odZ'khV dks lajf{kr (Protect) ;k vlajf{kr (Unprotect) djuk

odZ'khV dks lajf{kr (Protect) djus gsrq

vki viuh odZ'khV dks lajf{kr dj ldrs gSa rkfd dksbZ vufèkÑr (Unauthorized)

O;fDr mls laikfnr (Edit) u dj ldsA blds fy, vki ikloMZ }kjk viuh 'khV dks
lajf{kr (Protected) dj ldrs gSaA

odZ'khV lajf{kr djus ds fy, fuEufyf[kr pj.kksa dk ç;ksx djsa%

gkse VSc pqusaA

lsYl lewg esa iQkWeZsV ij fDyd djsaA

MªkWi Mkmu esU;w ls ¶çksVsDV 'khV¸ pqusaA çksVsDV 'khV Mk;ykWx ckWDl çdV gksxkA 'khV
dks lajf{kr djus ds fy, ikloMZ çfo"V djsaA daiQeZ ikloMZ (Confirm Password)

Mk;ykWx ckWDl esa mlh ikloMZ dks iqu% çfo"V (Re-enter) djsaA
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fp=k 7-33

fp=k 7-34
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vc vxj vki odZ'khV esa fdlh Hkh ifjorZu dh dksf'k'k djrs gSa] rks fuEufyf[kr
Mk;ykWx ckWDl çdV gksxkA

fp=k 7-35

odZ'khV vlajf{kr (Unprotect) djus gsrq

laikfnr djus ds fy, vki viuh odZ'khV dks vlajf{kr (Unprotected) dj ldrs
gSaA

odZ'khV dks vlajf{kr djus ds pj.k

gkse VSc pqusaA

lsy lewg esa iQkWeZsV ij fDyd djsaA

MªkWi Mkmu esU;w ls vuçksVsDV 'khV pqusaA vuçksVsDV 'khV Mk;ykWx ckWDl çdV gksxkA
'khV dks vlajf{kr djus ds fy, ikloMZ çfo"V djsaA ikloMZ ogh gksuk pkfg,
ftldk mi;ksx lajf{kr djus ds fy, fd;k x;k FkkA vksds nck,¡A

fp=k 7-36
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ikBxr ç'u

1- fuEufyf[kr dFku lgh gSa ;k xyr%

(d) iQkWeZsfVax Vwyckj ij vykbuesaV lewg dh rqyuk esa iQkWeZsV lsYl Mk;ykWx ckWDl
vkidks vfèkd fodYi çnku djrk gSA

([k) odZ'khV ij cnys gq, iQkWeZsV~l dk fçO;w djus gsrq ¶,fMV¸ ij fDyd djsaA

(x) ;fn iQhYM ¶Vkbe¸ gS rks dSVsxjh ckWDl esa ls ¶Vkbe¸ pqusaA

(?k) dkWye dks okil fn[kkus ds fy, p;fur dWkye lewg ij nk;k¡ fDyd djsa
rFkk iWki vi esU;w ls vu&gkbM pqusaA

(M+) LVkby Mk;ykWx ckWDl çnf'kZr djus ds fy, ,fMV LVkby pqusaA

2- fjDr LFkkuksa dh iwfrZ djsa%

(d) &&&&&& cVu dks nckdj fo'ks"krkvksa (Attributes) dks la'kksfèkr djsaA

([k) ,Dlsy esa lHkh LVkby &&&&&&gSaA

(x) ikloMZ Mkyus ls vkidks vokafNr ifjorZuksa ls odZ'khV dks &&&&&& djus esa
enn feyrh gSA

(?k) ;fn LØhu ij Vwyckj igys ls n`';eku ugha gS rks &&&&&& dk p;u djsaA

(M+) MkVk iQkWeZsV cnyus ds fy, iQkWeZsV lsy Mk;yWkx cWkDl ls &&&&&& dk p;u
djsaA

7-11 vkius  D;k lh[kk

bl ikB esa vkius odZ'khV dks iQkWeZsV djus ds fy, ,Dlsy esa miyCèk fofHkUu VwYl ds
ckjs esa lh[kkA vki VsDLV dks vykbu dj ldrs gSa vkSj iQkWUV] lkbt] LVkby] biQsDV
bR;kfn dks Hkh cny ldrs gSaA vkius ;g Hkh lh[kk fd vkids }kjk p;fur lsYl ds
VsDLV esa fdl çdkj ckWMZj ;k 'ksM Mkyk tkrk gSA blds vykok vkius odZ'khV ij
LVkby ykxw djus vkSj LVkby dks la'kksfèkr djus ds ckjs esa Hkh lh[kkA

7-12 ikBkar ç'u

1- iQkWeZsV isaVj D;k gS\ ,Dlsy esa iQkWeZsV isaVj dc mi;ksxh gksrk gS bl ckjs esa vki D;k
lksprs gSa\

2- ,Dlsy esa miyCèk fofHkUu iwoZ fuèkkZfjr LVkbyksa dk o.kZu djsaA

3- ubZ LVkby dk fuekZ.k djus ds pj.kksa dk o.kZu djsaA
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4- ,d [kqyh gqbZ odZcqd ls nwljh odZcqd esa LVkbyksa dks fdl çdkj dkWih fd;k tkrk
gS\

5- iQkWeZsV lsYl Mk;ykWx ckWDl esa miyCèk fHkUu VSc dkSu&dkSu ls gSaA

6- ,Dlsy iQkWeZsV lsYl Mk;ykWx ckWDl esa fuEufyf[kr miyCèk fof'k"V fo'ks"krk,¡ D;k
gSa%

(d) uEcj VSc]

([k) ckWMZj VSc

(x) ,ykbuesaV VSc

7- vki fuEu dk;Z fdl çdkj djsaxs%

(d) dkWye dks fNikuk

([k) dkWye dks okfil fn[kkuk

(x) odZ'khV fNikuk

(?k) odZ'khV dks okfil fn[kkuk

8- vki vius odZ'khV ds dkWye ;k jks dk vkdkj fdl çdkj ifjofrZr dj ldrs gSa\

7-13 ikBxr ç'uksa ds mÙkj

1- d) lgh [k) xyr x) lgh ?k) lgh M) xyr

2- (d)  la'kksfèkr (Modify)

([k)  lsy LVkby

(x)  cpkuk@lajf{kr

(?k)  O;w Vwyckj iQkWeZsfVax

(M+)  uacj VSc
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6- X&v{k dks uke nhft,

ysvkmV VSc ij fDyd djsaA mlds ckn yscYl xzqi ls ,fDll VkbVy dk p;u djsaA
çkbejh gkWfjT+kkUVy ,fDll VkbVy pqusa] tSlk fd uhps fn[kk;k x;k gSA

fp=k 8-24

fp=k 8-25

vc] ,fDll VkbVy ij fDyd djsa vkSj X&,fDll dk 'kh"kZd fy[ksaA
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fp=k 8-26

Y&,fDll dks 'kh"kZd nsus ds fy, leku pj.kksa dk ikyu djsaA

fp=k 8-27
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fp=k 8-28

pkVZ laikfnr djuk

1- ystsaM dk LFkku dSls cnysa

ysvkmV VSc ij fDyd djsaA mlds ckn yscYl xzqi esa miyCèk ystsaM fodYi ij fDyd
djsaA

vc ystsaM fn[kkus ds fy, LFkku dk p;u djsaA

fp=k 8-29
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fp=k 8-30

2- MkVk yscyksa dk LFkku ifjorZu dSls djsa

ysvkmV VSc ij fDyd djsaA mlds ckn yscYl xzqi esa miyCèk MkVk yscy fodYi ij
fDyd djsaA vc MkVk yscyksa dks çnf'kZr djus ds fy, iQkesZV dk p;u djsaA

fp=k 8-31
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fp=k 8-32

3- ystsaM dqaft;ksa ds lkFk ;k mlds fcuk pkVZ ds lkFk MkVk Vscy dks dSls n'kkZ,¡

ysvkmV VSc ij fDyd djsaA mlds ckn] yscYl xzqi esa miyCèk MkVk Vscy fodYi ij
fDyd djsaA

vc MkVk Vscy dks çnf'kZr djus ds fy, LVkby dk p;u djsaA

fp=k 8-33

fp=k 8-34

mijksDr fp=k MkVk Vscy ds lkFk ystsaM fodYi çnf'kZr dj jgk gSA
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4- fxzM ykbuksa dks dSls fNik;sa@fn[kk,¡A (yacor vkSj {kSfrt)

ysvkmV VSc ij fDyd djsaA ,fDll xzqi esa fxzM ykbu fodYi ij fDyd djsa] mlds
ckn çkbejh gkWfjtkWUVy fxzM ykbuksa dk p;u djsaA vc ekStwn fodYiksa (uu] estj fxzM
ykbUl] ekbuj fxzM ykbUl] estj ,aM ekbuj fxzM ykbUl)esa ls fdlh ,d mfpr rjhds
dk p;u djsaA

fp=k 8-35

fp=k 8-36

yacor fxzM ykbuksa ds fy, Hkh leku pj.kksa dk ç;ksx djsa] tSlk dh uhps fn[kk;k x;k
gSA
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v) ysvkmV VSc ij fDyd djsaA ,fDll xzqi esa] fxzM ykbUl fodYi ij fDyd djsa]
mlds ckn çkbejh ofVZdy fxzM ykbUl dk p;u djsaA

c) vc miyCèk fodYiksa (uu] estj] fxzM ykbUl] ekbuj fxzM ykbUl] estj ,aM
ekbuj fxzM ykbUl) ls mfpr LVkby dk p;u djsaA

fp=k 8-37

fp=k 8-38

8-4-3 pkVZ ds vkdkj dks cnyuk

pkVZ dk vkdkj cnyus ds fy, mlds ckWMZj ij fDyd djsa vkSj vkdkj ifjofrZr djus
ds fy, vkB dkys gSaMYl esa ls fdlh dks Hkh MªSx djsaA
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fdukjksa ij mifLFkr gSaMy pkVZ ds vkdkj dks lekuqikr esa cnyrs gSa tcfd ykbu ds
fdukjs cus gSaMy pkVZ dks mldh fn'kk esa [khaprs gSaA

8-4-4 pkVZ dks LFkkukarfjr djuk

pkVZ ds ckWMZj dks pqusa] ekml ds ck,¡ cVu dks nckdj j[ksa vkSj u, LFkku rd pkVZ dks
MªSx djsaA pkVZ ds vanj dh lkexzh tSls fd VkbVy rFkk yscy dks Hkh blh rjg ls pkVZ
ds vanj gh LFkkukarfjr fd;k tk ldrk gSA rRo (Element) dks lfØ; djus ds fy,
ml  ij fDyd djsa vkSj ekml dk ç;ksx djrs gq, rRo dks ogk¡ rd MªSx djsa tgk¡ ij
mls LFkkukarfjr fd;k tkuk gSA ekbØkslkWÝV ,Dlsy VsDLV ds vkdkj ds vuqlkj 'kh"kZd
dks Lor% gh vkdkj nsrk gSA ekml ds }kjk 'kh"kZdksa dks LFkkukarfjr rks fd;k tk ldrk
gS ysfdu vki mudk vkdkj ugha cny ldrs gSaA

8-4-5 ekbØkslkWÝV vkWfiQl esa pkVZ dks dkWih djuk

,d rS;kj pkVZ dks ekbØkslkWÝV oMZ ;k ikoj IokbaV dh LykbM esa dkWih fd;k tk ldrk
gSA pkVZ pqusa vkSj dkWih ij fDyd djsaA oMZ esa xarO; nLrkost (Destination

document) ;k ikoj IokbaV esa LykbM [kksysa vkSj isLV ij fDyd djsaA

8-5 xzkfiQDl vkWVks'ksi vkSj LekVZ vkVZ

,Dlsy 2007 dh vkWVks'ksi lqfoèkk vkidks vusd T;kferh; vkÑfr;k¡] ,sjks] Ýyks pkVZ
rRo] LVklZ rFkk dbZ vkSj vkdkj cukus dh vuqefr nsrk gSA

vkWVks'ksi dks lfØ; djus rFkk mldk mi;ksx djus gsrq pj.k gS%

1) balVZ VSc ij fDyd djsa]

2) byLVªs'ku xzqi esa] 'ksIl ij fDyd djsaA

fp=k 8-39

vc mldk p;u djsa ftls vki balVZ djuk pkgrs gSaA
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fp=k 8-40

fp=k 8-41

,Dlsy 2007 esa vkWVks'ksIl dh fofHkUu Jsf.k;k¡ miyCèk gSaA ge mijksDr esa ls dqN ij
la{ksi esa ppkZ djsaxsA

1- ykbusa& vkWVks'ksi Vwyckj esa ykbu cVu ij fDyd djus ds ckn] fodYiksa dh igyh
iafDr ls lacafèkr cVu nckdj ,d lhèkh js[kk] ,sjks] ;k nks eqag okyk ,sjks cuk,¡A



182 :: MkVk ,aVªh vkWijs'kUl

odZ'khV esa ml LFkku ij fDyd djsa tgk¡ ls vki ykbu çkjEHk djuk pkgrs gSa vkSj
fiQj ml LFkku ij fDyd djsa tgk¡ vki bldk var djuk pkgrs gSaA oØkdkj js[kk
(Curved Line) ;k eqDr la:i (Free form shape) cukus ds fy, esU;w ls oØkdkj
js[kk dk p;u djsa] odZ'khV ij ml LFkku ij fDyd djsa tgk¡ ij ykbu çnf'kZr
gksuh pkfg,] vkSj çR;sd ckj ml LFkku ij fDyd djsa tgk¡ ls oØ (Curve) 'kq:
gksuk pkfg,A çkjafHkd Nksj ij fDyd djsa ;k ESC dqath nckdj xzkfiQd cukuk
lekIr djsaA ?klhVus (Scribble) ds fy,] nwljh iafDr dk vkf[kjh cVu nck,¡]
odZ'khV esa ekml }kjk fDyd djsa] vkSj fMtkbu cukrs le; ekml ds cVu dks
nckdj j[ksaA Mªkbax lekIr djus ds fy, ekml cVu NksM+saA

2- dusDVj&  bu ykbuksa dk iz;ksx ÝykspkVZ ds rRoksa dks tksM+us ds fy;s fd;k tkrk
gSA

3- csfld 'ks"k& f}&fofe; ;k f=k&fofe; vkdkj (Two or Three dimensional
Shapes)] vkbdu] czslsl] vkSj dks"Bd (Brackets) esa ls fdlh dk Hkh p;u
djus ds fy, vkWVks'ksIl Vwyckj ij csfld 'ksIl cVu ij fDyd djsaA odZ'khV esa
vkdkj cukus ds fy, MªSx vkSj MªkWi dk ç;ksx djsaA vkdkj cuk ysus ds ckn muds
vkdkj dks vksiu ckWDl gSaMy }kjk ifjofrZr fd;k tk ldrk gS rFkk vU; gj
vkdkj ls lacafèkr NksVs&NksVs lqèkkj] ihys  Mk;eaM gSaMy ds }kjk fd, tk ldrs gSaA

4- CykWd ,sjks& vusd çdkj ds f}&fofe; ;k f=k&fofe; ,sjks ls CykWd ,sjks dk p;u
djsaA odZ'khV esa ,sjks dks MªSx&MªkWi djsa vkSj ,sjks ds eq¡g dks lek;ksftr djus ds fy,
vksiu ckWDl rFkk ihys Mk;eaM gSaMy dk mi;ksx djsaA

5- Ýyks pkVZ& odZ'khV esa Ýyks pkVZ dh vkÑfr;k¡ Mkyus ds fy, Ýyks pkVZ esU;w esa
ls p;u djsa vkSj ykbu esU;w dk ç;ksx djrs gq, mUgsa vkil esa tksM+saA ge ykbu]
ÝykspkVZ ds rRo vkSj dusDVjksa dk mi;ksx djrs gq, Ýyks pkVZ cuk ldrs gSaA

6- LVkj vkSj cSuj& LVkj] cLVZ] cSuj rFkk LØkWy pquus ds fy;s cVu ij fDyd djsaA

7- dkWy vkmV& Lihp rFkk FkkWV cCYl esa ls pqurs gq, ykbu dkWy vkWmV pqfu;sA cus
gq, VsDLV ckWDl esa dkWy vkWmV VsDLV ,aVj djsaA

LekVZ vkWVZ xzkfiQDl

fopkjksa rFkk lwpuk dk n`';kRed fu:i.k LekVZ vkWVZ xzkfiQDl dgykrk gSA budk mi;ksx
lans'k dks tYnh ls vklkuh ls vkSj çHkko'kkyh <ax ls lapkfjr djus ds fy;s fd;k tkrk
gSA ,e ,l ,Dlsy 2007 esa LekVZ vkWVZ xzkfiQDl dh lqfoèkk ekStwn gSA vU; çksxzke tSls
oMZ rFkk ikoj IokbaV esa Hkh LekVZ vkWVZ xzkfiQDl dks best dh rjg dV vkSj isLV fd;k
tk ldrk gSA

LekVZ vkWVZ xzkfiQDl dk fuekZ.k djus ds fy;s vkidks dksbZ mnkgj.k ysuk iM+rk gS]
tSls fd çkslsl] pØ] lkbfdy] gkbjkdhZ ;k fjys'kuf'kiA ,d çdkj LekVZ vkWVZ
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xzkfiQDl dh Js.kh dks n'kkZrk gSA çR;sd çdkj esa fofHkUu&fofHkUu çdkj ds izk:i
(ysvkmV) gksrs gSaA

LekVZ vkVZ cukus gsrq pj.k%

1- balVZ VSc ij fDyd djsaA

2- bYLVªs'ku xzqi esa LekVZ vkWVZ ij fDyd djsaA

fp=k 8-42

fp=k 8-43

3- vc ,d Js.kh pqfu;s (eku yhft, fd gkbjkdhZ) vkSj vksds ij fDyd djsaA
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fp=k 8-44

4- vc vki MkVk dks ,aVj dj ldrs gSa tSls uhps fn[kk;k x;k gSA eku (value) ntZ
djus ds fy;s ml ?kVd (compnent) ij fDyd djsa tgk¡ VsDLV ,aVj djuk pkgrs
gSa vkSj VsDLV fyf[k,A

fp=k 8-45
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fMtkbu VSc dh lgk;rk ls vki LekVZ vkWVZ ij fofHkUu çHkko ykxw dj ldrs gSaA LekVZ
vkVZ ij fDyd djsaA fMtkbu VSc vius fjCcu ds lkFk çnf'kZr gksxkA fjcu ls mfpr
lewg pqus vkSj okafNr çHkko ykxw djsaA

fp=k 8-46

8-5-1 fDyi vkWVZ tksM+uk

fDyi ,d ehfM;k iQkby gksrh gS ftlesa èofu] ,fues'ku] vkVZ ;k ewoh 'kkfey gks
ldrh gSA

fDyi vkWVZ Mkyus ds pj.k%

1- balVZ VSc ij fDyd djsaA

2- byLVªs'ku xzqi esa fDyi vkWVZ ij fDyd djsaA

3- fdlh dysD'ku dks pqudj xks (Go) cVu ij fDyd djsaA

4- laxzg ls fDyi ij fDyd djsaA
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fp=k 8-47

fp=k 8-48

fp=k 8-49

5- fDyi odZ'khV esa 'kkfey dh tk;sxhA
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fp=k 8-50

6- fDyi dks lEikfnr djus ds fy;s] fliQZ fDyi ij fDyd djsaA ;g iQkWeZsV VSc dks
çnf'kZr djsxkA  iQkWeZsV VSc ds fjCcu ls lacafèkr lewg dk p;u djsa vkSj vko';d
ifjorZu djsaA

fp=k 8-51

8-5-2 iQkby esa fp=k Mkyuk ;k mldk laiknu djuk

fdlh fo|eku iQkby ls fp=k] iQksVks ;k xzkWfiQDl Mkyus ds fy, fuEufyf[kr pj.kksa dk
ikyu djsa%

1- balVZ VSc ij fDyd djsaA

2- byLVªs'ku xzqi esa] fiDpj ij fDyd djsaA
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fp=k 8-52

3- fp=k dh yksds'ku (tgk¡ vkidk fp=k laxzfgr gS) ls fp=k dks pqfu, vkSj ,aVj nck,¡
;k balVZ cVu ij fDyd djsaA

fp=k 8-53

fp=k dh fn[kkoV esa vko';d ifjorZu djus ds fy, fdlh Hkh xzqi (lewg) dk
mi;ksx djsaA

4- ,Dlsy 'khV ij fp=k çnf'kZr gks tk,xkA iQkesZV VSc dks mlds fjCcu ds lkFk
lfØ; djus ds fy, fiDpj ij fDyd djsa] lfØ; gksus ij xzqIl (lewgksa)
tSls fd ,M~tLV] fiDpj LVkby] vjsat vkSj lkbt çnf'kZr gksaxsA
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fp=k 8-54

ikBxr ç'u

1- fuEukafdr dFku lgh gSa ;k xyr%

(d) iQkWeZsV fiDpj Nfo ds xq.kksa dks ,d vyx foaMks esa çnf'kZr djrk gSA

([k) vki ftl Nfo dks laikfnr djuk pkgrs gSa ml ij ekml }kjk ,d ckj
fDyd djus ls og lfØ; gks tkrh gSA

(x) ykbu pkVZ MkVk lhjht esa dqy eku ds lkFk çR;sd rRo dk vuqikr fn[kkrk
gSA

(?k) le; ds lkFk pyu (Trends) dh rqyuk djus ds fy;s ikbZ pkVZ mi;ksxh
lkfcr gksrs gSaA

2- fjDr LFkkuksa dh iwfrZ djsa%

(d) MªkbZax Vwy ckj ds ---------------- cVu ij fDyd djds gj vkWVks 'ksi dks ?kqek;k
tk ldrk gSA

([k) fiDpj Vwy ckj dh lgk;rk ls vfèkd ---------------- çHkkoksa dks ifjofrZr fd;k
tk ldrk gSA

(x) ---------------- Nfo ds çR;sd xq.k dks ,d vyx foaMks esa çnf'kZr djrk gSA

(?k) ---------------- çR;sd MkVk lhjht }kjk fy, tkus okys lkis{k ;ksxnku dks çnf'kZr
djrk gSA

(M+)  ---------------- ds fy, vkidks pkVZ dk uke rFkk 'kh"kZd ,aVj djuk gksxkA
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8-6 vc rd vkius D;k lh[kk\

bl ikB esa vkius pkVZ dh jpuk djuk vkSj xzkWfiQDl cukuk lh[kk A odZ'khV esa çfo"V
vk¡dM+ksa ds vkèkkj ij vki ckj] ykbu] ;k ikbZ pkVZ cuk ldrs gSaA vki pkVZ esa VkbVy]
ystsaM] MkVk yscy vkSj fxzM ykbu bR;kfn Mky ldrs gSaA blds vykok vkius vkWVks'ksi
rFkk fDyi vkWVZ ds ckjs esa Hkh lh[kk gSA

8-7 ikBkar ç'u

1- tkudkjh çnku djus esa pkVZ vkSj xzkfiQ+Dl dk D;k egRo gS\

2- pkVZ ds fdUgha ik¡p fHkUu ?kVdksa dk la{ksi esa o.kZu djsa

3- pkVZ fotkMZ Mk;ykWx ckWDl dh enn ls pkVZ dSls cuk;k tk ldrk gS] o.kZu djsaA

4- fuEukafdr dk la{ksi esa o.kZu djsa%

(d) ckj pkVZ]

([k) ikbZ pkVZ

5- pkVZ iQkWeZsfVax Vwyckj ds fdUgha pkj xq.kksa dks lwphc¼ djsaA

6- ,Dlsy 2007 esa cuk, x, pkVZ dks oMZ esa fdl çdkj dkWih fd;k tkrk gS\

7- ,Dlsy esa vkWVks'ksIl dh fdUgha ik¡p Jsf.k;ksa dk o.kZu djsaA

8- vkidks ,d Ýyks pkVZ cukus ds fy, dgk x;k gSA blesa vki fdl çdkj ds
vkWVks'ksIl dk mi;ksx djuk pkgsaxsA

9- viuh odZ'khV esa fDyi vkWVZ dks tksM+us ds pj.kksa dk o.kZu djsaA

10- fdlh ekStwnk iQkby esa ls vki viuh odZ'khV esa iQksVks ;k xzkfiQDl fdl çdkj
Mkysaxs\

11- fuEu ds chp eq[; vUrj crkb, (d) dkWye pkVZ vkSj ([k) ckj pkVZ

12- LekVZ vkWVZ ij ,d uksV fyf[k,A

8-8- ikBxr ç'uksa ds mÙkj

1- (d) lgh ([k) lgh

(x) xyr (?k) xyr

2- (d) izQh jksVsV ([k) fiDpj

(x) iQkWeZsV fiDpj (?k) ,fj;k pkVZl

(M+) X&Y v{k
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8-1 ifjp;

bl ikB dks i<+us ds ckn vki iQkWeZwyk ,oa iQaD'ku ,aVj dj ldrs gSa vkSj xf.krh;
x.kuk,¡ dj ldrs gSaA vki MkVk dk mi;ksx djds pkVZ vkSj x+zkfiQd Hkh cuk ik,¡xsA vki
iQkWeZwyk dk mi;ksx djds la[;kvksa ds chp xf.krh; lacaèk n'kkZ ldrs gSaA lkekU;r%
tksM+uk] ?kVkuk] xq.kk vkSj Hkkx rFkk tfVy x.kukvksa ds fy, iQkWeZwyksa dk mi;ksx fd;k
tkrk gSA iQaD'ku varfufgZr iQkWeZwys gksrs gSaA mi;ksxdrkZvksa dks dsoy lsy lanHkZ (cell
reference) vkSj ,sMªsl çnku djuk gksrk gSA bUgsa iQaD'ku dk vkX;ZwesaV (Argument)
dgk tkrk gS vkSj bls ck,¡ vkSj nk,¡ dks"Bd ds chp esa fy[kk tkrk gSA

8-2 mís';

bl ikB dk vè;;u djus ds i'pkr vki %

bfPNr ifj.kke çkIr djus ds fy, iQkWeZwyksa dk mi;ksx dj ldsaxs_

iQkby esa fiDpj Mky ldsaxs vkSj mls laikfnr dj ldsaxs_

iQaD'ku dk mi;ksx dj ldsaxs_

fofHkUu çdkj ds pkVks± dk fuekZ.k dj ldsaxs_

fDyi vkVZ dk mi;ksx djds xzkfiQDl cuk ldsaxsA

8-3 iQkWeZwyk vkSj iQaD'ku

MkVk dk dq'kyrkiwoZd mi;ksx djus esa vkSj ,Dlsy odZ'khV ls mi;ksxh tkudkjh
fudkyus esa iQkWeZwyk vkSj odZ'khV ds iQaD'ku cgqr vge Hkwfedk fuHkkrs gSaA ,Dlsy esa]
odZ'khV ds MkVk ls ifj.kkeksa dh x.kuk djus ds fy, iQkWeZwyksa dk mi;ksx fd;k tkrk
gSA ;fn MkVk esa dqN ifjorZu fd;k tkrk gS rks ;g iQkWeZwyk vius vki gh fcuk fdlh
vfrfjDr ç;kl ds viMsV fd, x, ifj.kke dh x.kuk djrs gSaA ,Dlsy 2007 esa ,d
ubZ fo'ks"krk nh xbZ gS] ftlds }kjk rkfydkvksa (Tables) ij dk;Z djrs oDr vki dkWye
ds ukeksa dk mi;ksx iQkWeZwyk esa dj ldrs gSaA bl fo'ks"krk ds dkj.k mi;ksxdrkZ iQkWeZwyksa
dks vklkuh ls i<+ ldrk gSA

8

iQkWeZwyk] iQaD'ku vkSj pkVZ~l
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iQkWeZwyksa esa fuEukafdr dksbZ ,d ;k lHkh rRoksa dk ç;ksx fd;k tk ldrk gS%

bldh 'kq:vkr (=) fpUg ls gksuh pkfg,A

xf.krh; vkWijsVj tSls fd (tksM+ ds fy,) $ rFkk (Hkkx ds fy,) @ vkSj rkfdZd
vkWijsVj tSls fd <] > bR;kfn

lsy dk lanHkZ (jsat vkSj lsy ds uke lfgr)

VsDLV ;k eku (Values)

odZ'khV ls lacafèkr iQaD'ku tSls fd tksM+ (SUM) ;k vkSlr (AVERAGE)

iQkWeZwyk dh iw.kZ ,aVªh gks tkus ds ckn] lsy ftlesa vkius iQkWeZwyk ,aVj fd;k gS] mlh esa
mldk ifj.kke çnf'kZr gksrk gSA lkFk gh tc vki ml lsy ij fDyd djrs gSa ;k mldk
p;u djrs gSa ftlesa dksbZ iQkWeZwyk gks] rks iQkWeZwyk ckj esa og iQkWeZwyk çnf'kZr gksrk gSA
,Dlsy 2007 esa] iQkWeZwyk iQkWeZwyk] VSc esa miyCèk gksrs gSaA ;fn vki iQkWeZwyk VSc ij fDyd
djrs gSa rks fjcu esa lHkh miyCèk iQkWeZwys çnf'kZr gksaxs] tSlk fd uhps fn[kk;k x;k gSA

fp=k 8-1

iQkWeZwyksa ds dqN mnkgj.k fuEufyf[kr gSa%

fp=k 8-2
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mijksDr mnkgj.k esa] lsy F3 esa] ¾ B3+C3+D3+E3 Vkbi djsaA ;g HkkSfrdh
(Physics)] jlk;u (Chemistry)] xf.kr (Maths) vkSj vaxzsth (English) ds vadksa dk
;ksx çnku djsxkA

fp=k 8-3

iQkWeZwyk dkWih djuk

mijksDr mnkgj.k esa] dqy (Total) dkWye ds lHkh lsyksa dks doj djus ds fy, gSaMy
dks uhps rd [khapsaA iQkeZwyk Lor% dkWih gks tk,xk vkSj cps gq, fo|kfFkZ;ksa ds dqy
(Total) vadksa dh x.kuk djsxkA

fp=k 8-4

iQkWeZwyksa ds dqN vU; mnkgj.k gSa%
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;fn A1¾2] B1¾3] C1¾4] D1¾5 gS rks

(i) ¾ B1*C1 iQkWeZwyk 3*4¾12 fn[kk,xkA

(ii) ¾ A1*B1 & C1$D1 iQkWeZwyk 2*3 & 4$5¾7 fn[kk,xkA

(iii) ¾ {(A1*B1) $ C1}@D1 iQkWeZwyk {(2*3) $ 4}@5 ¾ (6$4)@5 ¾10@5 ¾2
fn[kk,xkA

vkWVksle (AUTOSUM) fo'ks"krk

vkWVksle fo'ks"krk }kjk lsy ds ekuksa dk ;ksx fd;k tk ldrk gSA bls djus ds fy,
fuEukafdr pj.kksa dk ikyu fd;k tkuk pkfg,A

lsy F3 ij fDyd djsa

iQkWeZwyk VSc dk p;u djsa

iQaD'ku ykbczsjh lewg esa vkWVksle ij fDyd djsaA

SUM dk p;u djsa

,aVj nck,¡

oSdfYid :i ls] vki HkkSfrdh] jlk;u 'kkL=k] xf.kr vkSj vaxzsT+kh ds vadksa dk tksM+ çkIr
djus ds fy, vki F3 lsy esa ¾ Sum (B3:E3) fy[k ldrs gSaA

lfp=k çn'kZu uhps fn[kk;k x;k gS

fp=k 8-5
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Sum iQaD'ku ds vykok Hkh iQaD'kUl gSa] tSls fd Average, Count Numbers, Max,
Min, vkSj lkFk gh dbZ vusd iQaD'ku Hkh gSaA

fp=k 8-6

SUM ()% lsy dh jsat esa lHkh la[;kvksa dk ;ksx çnku djrk gSA  bldk flaVSDl gS
SUM (NUMBER1, NUMBER2,…)

vkX;ZwesaV dh vfèkdre la[;k 255 gks ldrh gS] tSls fd NUMBER1, NUMBER2-
----- NUMBER 255

SUM iQaD'ku ds fofHkUu :i gSaA viuh vko';drk ds vuqlkj vki fdlh dks Hkh pqu
ldrs gSaA

fp=k 8-7

SUMIF ( range, criteria, sum_range)% bl çdkj ds Sum iQaD'ku dk mi;ksx
fn, gq, ekunaMksa ds lanHkZ esa lsYl dks tksM+us ds fy, fd;k tkrk gSA

jsat% fudVorhZ lsyksa dk ,d lewg gksrk gSA

jsat ds vanj lsYl dh la[;k,¡ ;k uke] ,sjs (Arrays)] ;k lUnHkZ gksuk pkfg;s tks la[;k,a
gksaA SUMIF iQaD'ku esa fjDr LFkku vkSj VsDLV oSY;wt dh mis{kk dh tkrh gSA
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ekinaM (Criteria)% ;g la[;k] O;atd (Expression)] ;k VsDLV gks ldrk gS] ftlds
}kjk r; fd;k tkrk gS fd tksM+ djus ds fy, fdl lsy dk ç;ksx fd;k tk,A mnkgj.k
ds fy, ekinaM dks 12] ̂ 12*] ̂ >12* ;k ¶vke (Mangoes)¸ fufnZ"V fd;k tk ldrk
gSA

le jsat% ;g tksM+s tkus okys okLrfod lsy gksrs gSa ftUgsa jsat esa muds vuq:i lsy ekinaM
ls feyku djrs gSaA ;fn le jsat dh vuns[kh dh tkrh gS rks jsat esa vk jgs lsy dk ewY;kadu
fd;k tkrk gS vkSj ;fn os ekinaM ls feyku djrs gSa rks mudk ;ksx fd;k tkrk gSA

mnkgj.k

fp=k 8-8

Åijh mnkgj.k esa] iQaD'ku SUMIF lsy (B3] E3) esa dsoy mu lsy ds ekuksa dk ;ksx
djsxk tks 99 ls cM+s  gSa] vFkkZr] tSls dh] ;g dsoy lsy D3 vkSj E3 ds eku dk ;ksx
djsxk vkSj bl dkj.k ls ifj.kke 100$100¾200 gksxkA

Average iQaD'ku ()% blls vkidks la[;kvksa dk vkSlr çkIr djus esa lgk;rk feyrh
gSA ;g vkX;ZwesaV dk vkSlr (xf.krh; eè;eku)  ykSVkrk gSA

bldk flaVSDl gS% AVERAGE (number1, number2, ...)

vkX;ZwesaV dh vfèkdre la[;k 255 gks ldrh gS tSls fd (Number1, Number2......

Number 255)
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fp=k 8-9

Min iQaD'ku ()% ;g la[;kvksa esa ls U;wure la[;k çkIr djus esa lgk;rk djrk gSA ;g
la[;kvksa ds lSV ls lcls NksVh la[;k okil djrk gSA bldk flaVSDl gS%
MIN (Number1, Number2,….)

vkX;ZwesaV dh vfèkdre la[;k 255 gks ldrh gS] tSls fd (Number 1, Number2.....
Number 255)

fp=k 8-10

MAX iQaD'ku ()% ;g la[;kvksa esa ls vfèkdre eku okyh la[;k çkIr djus esa
lgk;rk djrk gSA ;g la[;kvksa ds lSV esa ls lcls cM+h la[;k ykSVkrk gSA bldk flaVSDl
gS MAX (number1, number2, …)

fp=k 8-11
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vkX;ZwesaV dh vfèkdre la[;k 255 gks ldrh gS tSls fd (Number1, Number2, .....
Number 255)

G3] H3] I3] J3] lsy ds gSaMy dks lacafèkr dkWye ds lHkh jks ij MªSx djsaA vki ns[k
ldrs gSa fd laxr iQaD'ku lacafèkr dkWye esa dkWih gks tk,xk vkSj Lopkfyr :i ls ekuksa
dh x.kuk gks tk,xhA uhps fn;k x;k fp=k ns[ksaA

fp=k 8-12

vkSj vfèkd iQaD'kuksa dk mi;ksx djus ds fy;s%

iQkWeZwyk VSc pqusa]

iQkeZwyk fjcu esa] iQaD'ku ykbczsjh ls vkWVksle dk p;u djsa]

eksj iQaD'ku ij fDyd djsa] tSlk fd uhps fn[kk;k x;k gSA

fp=k 8-13

tc vki eksj iQaD'ku ij fDyd djrs gSa] rks ,d Mk;ykWx ckWDl çdV gksrk gS tSlk fd
uhps fn[kk;k x;k gSA fuEukafdr Mk;ykWx ckWDl dh lgk;rk ls vki viuh vko';drk
ds vuqlkj ,d iQaD'ku pqu ldrs gSaA  (fp=k 8-14 ns[ksa)
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fp=k 8-14

8-4 pkVZ

pkVZ }kjk vki fofHkUu çdkj ds xzkiQ dk mi;ksx djds odZ'khV esa ,aVj fd, x, MkVk
dks fotqvy (visual) iQkWeZsV esa çnf'kZr dj ldrs gSaA pkVZ cukus ls igys vkidks
odZ'khV esa MkVk ,aVj djuk gksxkA bl [kaM esa o.kZu fd;k x;k gS fd vki MkVk }kjk
lkèkkj.k pkVZ fdl çdkj cuk ldrs gSaA iQkWeZsV fd, gq, pkVZ fofHkUu mís';ksa ds fy,
vusd çdkj ds gksrs gSa ;g dkWye ls ikbZ pkVZ rd] ;k ykbu ls liQZsl pkVZ rd gks
ldrs gSaA

8-4-1 pkVks± ds çdkj

n'kZdksa dh vko';drk vuqlkj MkVk dks fofHkUu çdkj ls çnf'kZr djus ds fy,
ekbØkslkWÝV vkWfiQl ,Dlsy 2007 dbZ çdkj ds pkVZ çnku djrk gSA uhps fn, x,
çR;sd miyCèk pkVZ çdkj ds fy, miyCèk pkVZ ds mi&çdkj dh foLr`r Jà[kyk ls
vki ,d u;k pkVZ cuk ldrs gSa ;k ekStwnk pkVZ dks ifjofrZr dj ldrs gSaA

dkWye pkVZ (Column Chart)

bl çdkj ds pkVZ dk mi;ksx fofHkUu Jsf.k;ksa ds ekuksa dh rqyuk djus ds  fy, fd;k
tkrk gSA ;g fuèkkZfjr ekinaMksa ij leku Js.kh ds MkVk dk fo'ys"k.k djus ds fy, cgqr
çHkko'kkyh ifj.kke çnku djrk gSA

ykbu pkVZ (Line Chart)

odZ'khV ds dkWye ;k jks esa fn, x, MkVk dks ykbu pkVZ dh enn ls ,d uD'ks ds :i
esa fn[kk;k tk ldrk gSA lkekU; iSekus ds lkis{k le; ds lkFk fujarj MkVk dks çnf'kZr
djus ds fy, ykbu pkVZ dk ç;ksx fd;k tk ldrk gSA vr% leku le; varjky esa MkVk
dh ço`fÙk ns[kus ds fy, ykbu pkVZ lcls mi;qDr gksrs gSaA Js.kh ds MkVk dks çnf'kZr
djus ds fy, {kSfrt v{k (Horizontal Axis) dk mi;ksx fd;k tkrk gS vkSj lHkh ekuksa
dks yacor v{k (Vertical Axis) ij leku :i ls forfjr fd;k tkrk gSA
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ikbZ pkVZ (Pie Chart)

og fLFkfr ftlesa O;fDr dks lkisf{kd vuqikr ;k iw.kZ esa fdlh oLrq dk fdruk ;ksxnku
gS çnf'kZr djuk gksrk gS] mlesa ikbZ pkVZ cgqr mi;ksxh gksrs gSaA ikbZ pkVZ esa dsoy ,d
gh MkVk lhjhT+k dk mi;ksx fd;k tkrk gSA MkVk fcUnqvksa dh NksVh la[;k ikbZ pkVZ dks
vfèkd çHkko'kkyh cukrh gSA

lkekU;r;k ,d ikbZ pkVZ esa vfèkdre ik¡p ;k N% MkVk fcUnq ;k MkVk LykbZl gksus pkfg,A
vxj fcUnqvksa dh  la[;k vfèkd gS rks blls pkVZ dks le>us esa dfBukbZ gksrh gSA

lkFk gh] bl ckr ij Hkh è;ku nsuk cgqr egRoiw.kZ gS fd ikbZ pkVZ esa mi;ksx dh tkus
okyh la[;k,¡ èkukRed gksuh pkfg,A ;fn dqN ½.kkRed la[;k,¡ gSa rks og Lor%
èkukRed la[;kvksa esa ifjofrZr gks tk,¡xhA

ckj pkVZ (Bar Chart)

ckj pkVZ O;fDrxr vkbVe ds chp rqyuk djus ds fy, mi;ksx esa yk, tkrs gSaA ckj pkVZ
cukus ds fy;s MkVk dks odZ'khV dh jks vkSj dkWye esa O;ofLFkr gksuk pkfg,A

,fj;k pkVZ (Area Chart)

MkVk tks odZ'khV ij jks ;k dkWye esa O;ofLFkr gksrs gSa mUgsa ,fj;k pkVZ esa Hkh IykWV fd;k
tk ldrk gSA ,fj;k pkVZ dk mi;ksx le; ds lkFk gksus okys ifjorZu dh ek=kk dks
çnf'kZr djus ds fy, fd;k tkrk gSA ,fj;k pkVZ  laiw.kZ eku dh vksj è;ku vkdf"kZr
djus ds fy;s Hkh mi;ksx esa yk, tkrs gSaA

XY (LdSVj)pkVZ

XY pkVZ LdSVj xzkiQ ;k LdSVj IykWV ds uke ls Hkh tkus tkrs gSaA XY pkVZ vkSj vU;
pkVZ esa dsoy bruk varj gS fd XY pkVZ esa nksuksa v{k eku çnf'kZr djrs gSa vFkkZr~ buesa
dSVsxjh (dksfV) v{k ugha gksrk gSA lkekU;r% bl çdkj ds pkVks± dk mi;ksx nks
osfj,cYl (variables) ds chp lacaèkksa dks fn[kkus ds fy;s fd;k tkrk gSA

LVkWd pkVZ (Stock Chart)

odZ'khV ds dkWye ;k jks esa fdlh fof'k"V Øe esa O;ofLFkr MkVk dks IykWV djus ds
fy, LVkWd pkVZ dk mi;ksx fd;k tkrk gSA tSlk fd uke ls gh irk pyrk gS] bl pkVZ
dk mi;ksx 'ks;j cktkj dh dherksa ds lUnHkZ esa mrkj p<+ko dks  çnf'kZr djus ds fy,
fd;k tkrk gSA

oSKkfud MkVk dks Hkh LVkWd pkVZ }kjk n'kkZ;k tk ldrk gSA mnkgj.k ds fy;s] çfrfnu
;k vkofèkd rkieku esa mrkj p<+koA LVkWd pkVZ cukus ds fy, MkVk dks lgh Øe esa
O;ofLFkr fd;k tkuk pkfg,A mnkgj.kkFkZ] ,d ljy ¶mPp&fuEu&can¸ LVkWd pkVZ
cukus gsrq MkVk dks mfpr Øe esa dkWye esa ,aVj djuk pkfg, vkSj dkWye dh gSfMax Hkh
mlh uke ls gksuh pkfg,A

liQZsl pkVZ (Surface Chart)

bl çdkj ds pkVZ dk mi;ksx ml fLFkfr esa fd;k tkrk gS tgk¡ dSVsxjh vkSj MkVk nksuksa
la[;kRed eku gksrs gSaA bl çdkj dk pkVZ mu fLFkfr;ksa esa Hkh mi;ksxh gksrk gS tgk¡ nks MkVk
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lSVksa ds chp lokZf/d lacaèk gksrk gSA liQZsl pkVZ esa IykWV fd, tkus ds fy, MkVk dks
odZ'khV ds dkWye ;k jks esa O;ofLFkr fd;k tkuk pkfg,A jax vkSj uewus (pattern) mu
{ks=kksa dks n'kkZrs gSa tks ekuksa ds lSV dh leku jsat esa gksrs gSa ]tSlk fd VksiksxzkfiQd eSi
(Topographic Map) esa gksrk gSA

MksuV pkVZ (Doughnut Chart)

MksuV pkVZ cukus ds fy, ;g 'krZ gS fd MkVk dks jks ;k dkWye ds :i esa gksuk pkfg,A
ikbZ pkVZ dh rjg MksuV pkVZ Hkh laiw.kZ ds lkFk fdlh oLrq ds vuqikr ds lacaèk dks
n'kkZrk gS] ysfdu ;g ,d MkVk lhjht ls vfèkd dk mi;ksx djus esa l{ke gksrk gSA

ccy pkVZ (Bubble Chart)

ccy pkVZ dk mi;ksx mu MkVk dks IykWV djus esa fd;k tkrk gS tks odZ'khV ds dkWye
esa O;ofLFkr gksrs gSaA X eku igys dkWye esa lwphc¼ gksrs gSa vkSj muds feyku Y eku
vkSj ccy lkbT+k eku vklUu (Adjacent) dkWye esa lwphc¼ gksrs gSaA

jMkj pkVZ (Radar Chart)

jMkj pkVZ dk mi;ksx vusd MkVk lhjht ds iw.kZ ;ksx dh rqyuk djus esa fd;k tkrk gSA
odZ'khV ds jks ;k dkWye esa O;ofLFkr MkVk }kjk jMkj pkVZ dks IykWV fd;k tk ldrk gSA

8-4-2 pkVZ ds ?kVd

fp=k 8-15
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pkVZ dk 'kh"kZd & 'kh"kZd tks lEiw.kZ pkVZ dks fn;k tkrk gSA

X&v{k 'kh"kZd & 'kh"kZd tks X&v{k dh MkVk jsat dks fn;k tkrk gSA

Y&v{k 'kh"kZd& 'kh"kZd tks Y&v{k dh MkVk jsat dks fn;k tkrk gSA

X&v{k dSVsxjh&  ;s mu MkVk dh dSVsxjh gksrh gS ftUgsa IykWV fd;k x;k gSA ;s vkidh
MkVk jsat ds çFke dkWye ;k çFke jks ls fy, tkrs gSaA

Y&v{k eku & ;g og MkVk jsat gksrh gS ftldk mi;ksx MkVk lhjht dks fpfUgr djus
ds fy, fd;k tkrk gSA

MkVk yscYl & IykWV fd, gq, MkVk lhjht dk ekuA

ystsaM& MkVk lhjht dks fpfUgr djus esa mi;ksx fd, tkus okys jax] iSVuZ vkSj çrhd
dks fufnZ"V djrk gSA

fVd ekdZ& bu fpUgksa dk mi;ksx X vkSj Y v{k dh Ldsfyax dks çnf'kZr djus ds fy,
fd;k tkrk gSA

fxzM ykbu & ;g dSVsxjh X vkSj Y v{k ij çeq[k varjky ij ykbZuas n'kkZrk gSA

,Dlsy 2007 esa pkVZ dSls cuk,¡

ekbØkslkWÝV ,Dlsy esa 2007 pkVZ foT+kkMZ gVk;k x;k gS vkSj bldk mi;ksx ,Dlsy 2010
esa Hkh ugha fd;k x;k gSA mlds LFkku ij fjcu çnku fd;k x;k gS tks pkVZ ls lacafèkr
vkidh T+k:jrksa dks iwjk djus ds fy, ,d u;k LFkku gSA fjcu ds balVZ VSc ij fn, x,
cVu pkVZ cukus dh ,d 'kq:vkrh fcanq gSA fjcu fey tkus ds ckn pkVZ cukus dh
'kq:vkr djuk cgqr ljy gSA tc Hkh ge pkVZ ds fdlh fgLls ij fDyd djrs gSa] rks
ge ns[krs gSa fd fjcu ij pkVZ Vwy n`';eku gks tkrs gSaA rhu vfrfjDr VSc tks pkVZ
fMT+kkbu] ysvkmV] vkSj iQkWeZsfVax ds vusd fodYi çnku djrs gSa] os Hkh tqM+ tkrs gSaA

lcls igys] ysvkmV VSc dk mi;ksx mu lHkh çdkj ds rRoksa (Elements) dks tksM+us
ds fy, fd;k tkrk gS tks pkVZ ls lacafèkr gksrs gSa ;k ftl çdkj ls os pkVZ ij çnf'kZr
gksrs gSa mUgsa ifjofrZr djus ds fy, fd;k tkrk gSA nwljk] iQkWeZsV VSc dk ç;ksx fo'ks"k
biQsDV Mkyus ds fy, fd;k tkrk gS] tks ,Dlsy ds iwoZ laLdj.kksa esa miyCèk ugha Fks]
tSls fd fcosy biQsDV (Bevel effect)A bl u, pkVZ ds baVjiQsl dks vklkuh ls le>uk
'kk;n FkksM+k dfBu gks] ysfdu tc vki dk;Z djuk 'kq: dj nsaxs rks vki vius ifj.kkeksa
esa O;kolkf;d :i nsdj xoZ eglwl djsaxsA

;g mYys[k djuk egRoiw.kZ gS fd vki fdlh fof'k"V rRo ds lanHkZ esa mldh fof'k"V
lqfoèkkvksa rd rqjar igq¡pus ds fy, pkVZ ds ml rRo ij nk;k¡ fDyd dj ldrs gSa]
mnkgj.k ds fy,] ;fn vki pkVZ ds fdlh v{k ij fDyd djrs gSa] rks vkidks iQkWeZsV
,fDll Mk;ykWx ckWDl çkIr gksxkA
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pkVZ cukus ds fy, fuEufyf[kr pj.k fn, x, gSa%

1- MkVk dks odZ'khV esa çfo"V djsa% eku yhft, fp=k 8-16 esa fn[kk, x, vuqlkj MkVk
,aVj fd;k gSA

fp=k 8-16

2- vc MkVk jsat dk p;u djsa% vki MkVk dh ftl jsat dks ysuk pkgrs gSa mls ekml
dk ç;ksx djrs gq, gkbykbV djsaA (fp=k 8-17 ns[ksa)

fp=k 8-17

3- balVZ VSc ij fDyd djsa vkSj pkVZ lewg ls pkVZ dk çdkj pqusaA
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fp=k 8-18

4- pkVZ dk mi&çdkj pqusa

fp=k 8-19

fp=k 8-20

5- pkVZ dk 'kh"kZd pqusa

(d)  pkVZ dks 'kh"kZd nsus ds fy,] pkVZ ij fDyd djsaA vc vki ysvkmV VSc ns[k
ldrs gSaA ysvkmV VSc ij fDyd djsaA

([k) yscy lewg esa miyCèk pkVZ VkbVy fodYi pqusaA
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fp=k 8-21

(x) pkVZ VkbVy ij fDyd djsa vkSj 'kh"kZd fy[ksa

fp=k 8-22

fp=k 8-23
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9-1 ifjp;

tc Hkh vki vius fopkjksa dks çLrqr djus] Hkk"k.k nsus] d{kk esa ysDpj nsus] dEI;wVj
lEesyu dk vk;kstu vkfn djus ds fy, ,d ;k ,d ls vfèkd yksxksa ds lkeus vkrs
gSa rks vkids ikl ,d izLrqrhdj.k (çsT+ksUVs'ku) gksrk gSA fdlh Hkh çsT+ksUVs'ku dk ewy
mís'; laizs"k.k gksrk gSA çHkkoh <ax ls laokn djus ds fy,] vkidks vius rF;ksa dks ljy]
laf{kIr vkSj fnypLi rjhds ls of.kZr djuk gksrk gSA fdlh Hkh çsT+ksUVs'ku ds pkj cqfu;knh
rRo gksrs gSa% vFkkZr vki Lo;a] vkids vius n'kZd] vkids lans'k vkSj vkids midj.kA

bl ikB esa vki ekbØkslkWÝV ikoj IokbaV 2007 dk mi;ksx djds çsT+ksUVs'ku cukuk lh[ksaxs
tks ,d iw.kZ çsT+ksUVs'ku lkWÝVos;j gSA Hkys gh vki ,d eYVhehfM;k fo'ks"kK u gksa] fiQj
Hkh LykbM cukus esa vkSj jkspd LykbM 'kks çLrqr djus esa ikoj IokbaV vkidh lgk;rk
djrk gSA ysvkmV] fMtkbu vkSj vkidh LykbMksa ds iQkWeZsV ij Hkh ikWoj IokabV mi;ksxh
lq>ko çnku djrk gSA

9-2 mís';

bl ikB dk vè;;u djus ds i'pkr vki %

ikoj IokbaV dh ewy lqfoèkkvksa dks ifjHkkf"kr dj ldsaxs_

çsT+ksUVs'kUl cuk ldsaxs_

LykbM rS;kj dj ldsaxs vkSj LykbM esa VsDLV tksM+ ldsaxs_

pkVZ vkSj xzkfiQDl Mky ldsaxs_

èofu vkSj ,fues'ku çHkko tksM+ ldsaxs_

çsT+ksUVs'ku dks lso vkSj fçaV dj ldsaxs_

LykbM 'kks pyk ldsaxsA

9

çsT+ksUVs'ku cukuk
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9-3 ikoj IokbaV çksxzke 'kq: djuk

;g fp=kksa] èofu çHkkoksa] rkfydkvksa vkSj pkVks± }kjk vkids çsT+ksUVs'ku dks c<+krk gSA ikoj
IokbaV dh eq[; fo'ks"krk,¡ bl çdkj gSa%

& ikoj IokbaV vkidks çsT+ksUVs'ku cukus ds dbZ rjhds çnku djrk gSA

& LykbM dk fuekZ.k djuk vkids lHkh dk;ks± dk ewy gS tks vki ikoj IokbaV esa djrs
gSaA LykbM dh Jà[kyk ds lkFk vkidks vius fopkj fey ldrs gSaA

& VsDLV tksM+us ls vkidks vius fopkjksa dks 'kCnksa esa O;Dr djus esa lgk;rk feyrh gSA

& eYVhehfM;k lqfoèkk,¡ vkidh LykbMksa dks thoarrk çnku djrh gSaA vki LykbM esa
fDyi vkVZ] èofu çHkko] laxhr] ohfM;ks fDyi vkfn tksM+ ldrs gSaA

& ikoj IokbaV esa çsT+ksUVs'ku cukuk vklku gksrk gSA ,d ckj LykbMsa cukus ds ckn vki
mUgsa Øe esa yxk ldrs gSa] vius LykbM 'kks ds çn'kZu dk le; lSV dj ldrs gSa
vkSj mls vius n'kZdksa ds lkeus çLrqr dj ldrs gSaA

vki ikoj IokbaV çksxzke dks fofHkUu rjhdksa }kjk 'kq: dj ldrs gSaA ,d rjhdk gS LVkVZ
cVu dk mi;ksx djuk%

1- LVkVZ cVu ij fDyd djsaA

2- çnf'kZr gksus okys esU;w esa vkWy çksxzkEl→→→→→ekbØkslkWÝ+V vkWfiQl→→→→→ekbØkslkWÝ+V
vkWfiQl ikoj IokbaV 2007 dk p;u djsa (fp=k 9-1)A dqN gh lsdaM esa vkidks
ekWfuVj ij ikoj IokbaV LØhu fn[kkbZ nsxhA (fp=k 9-2)A

fp=k 9-1
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fp=k 9-2

9-4 çsT+ksUVs'ku cukuk

tc vki ikoj IokbaV çksxzke 'kq: djrs gSa] rc vkidks [kkyh (CySad) çsT+ksUVs'ku fn[krk
gSA
uksV% ikoj IokbaV 2007 esa vkWfiQl cVu vU; çksxzke ds iQkby esU;w dks çfrLFkkfir
djrk gS vkSj VkbVy ckj ds uhps dk ckj fjcu dgykrk gS (dqN vU; çksxzkeksa ds esU;w
vkSj Vwyckj)

fjcu esa vusd VSc 'kkfey gksrs gSa (gkse] balVZ----)A VSc dks bl çdkj fMT+kkbu fd;k
tkrk gS fd os dk;Z laca/h (Task Oriented) gksaA

lewg çR;sd VSc ds varxZr dk;Z (VkLd) dks mi&dk;ks± (lc&VkLd) esa foHkkftr
djrk gSA

çR;sd lewg esa dekaM cVu ,d dekaM dk lapkyu djrk gS ;k dekaM dk esU;w çnf'kZr
djrk gSA

vki ist ds Åijh ck,¡ dksus ij vkWfiQl cVu ij tk,¡ vkSj U;w ij fDyd djsaA vki
çnf'kZr ist ls CySad çsT+ksUVs'ku ij fDyd dj ldrs gSaA

9-4-1 baLVkWy fd, x, VsEIysV

baLVkWYM VsEIysV~l VSc dks pqusa vkSj mlds ckn okafNr VsEIysV (Template) pqusaA LFkkfir
fd;k x;k VsEIysV fofHkUu çdkj ds çsT+ksUVs'ku ds fy, VsEIysV vkSj fopkj çnku djrk
gSA vki tks VsEIysV pkgrs gSa mls pqusa vkSj ↓ cVu ij fDyd djsa ;k LØkWy ckj ij
fDyd djds foT+kkMZ esa ,d LFkku ls nwljs LFkku ij tk,¡A vki tks çsT+ksUVs'ku pkgrs gSa
ml ij fDyd djsa vkSj lekIr gksus ds ckn fØ,V (fufeZr djsa) ij fDyd djsaA
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fp=k 9-3

vkidk çsT+ksUVs'ku çn'kZu ds fy, rS;kj gSA

fp=k 9-4
9-4-2 fMT+kkbu VsEIysV

vki ftl fMT+kkbu VsEIysV dk mi;ksx djuk pkgrs gSa mldk p;u djus ds fy, baLVkWy
fd, x, Fkhe ij fDyd djsaA liQsn ckWDl esa vusd VsEIysV uke çnf'kZr gksaxsA baLVkWy
fd, x, Fkhe vkidks fofHkUu cSdxzkmaM vkSj çsT+ksUVs'ku dks 'kq: djus ds fy, VsDLV
iQkWeZsfVax çnku djrs gSaA lwph esa VsEIysV uke dks gkbykbV djds çR;sd fMT+kkbu dks
gkbykbV djsaA fMT+kkbu dk p;u djus ds ckn fØ,V nck,¡A
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fp=k 9-5

9-4-3 CySad (fjDr) çstsaVs'ku

CySad çsT+ksUVs'ku [kksyus ds fy, CySad çsT+ksUVs'ku ij fDyd djsaA ;fn vkids ikl dksbZ
u;k fodYi gS ;k dksbZ Hkh VsEIysV vkidh vko';drk ds vuqlkj ugha gS rks vki u;k
çsT+ksUVs'ku 'kq: djus ds fy, bl fodYi dk p;u dj ldrs gSaA

fp=k 9-6
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LykbM ysvkmV

viuk u;k çsT+ksUVs'ku cukus ds fy, ,d CySad iQkWeZ dk p;u djus ds ckn vkids
çsT+ksUVs'ku dh igyh LykbM çdV gksrh gSA vki LykbM ij nk;k¡ fDyd djds mu
ysvkmV (Layout) dks pqu ldrs gSa tks vki pkgrs gSaA vki ukS fofHkUu LykbM ysvkmVksa
esa ls p;u dj ldrs gSaA vkidks dsoy p;u djuk gS vkSj ml ij fDyd djuk gSA
çR;sd fodYi dks uhps crk;k x;k gS] ftlls irk pyrk gS fd vkidh iwjh LykbMsa
dSlh fn[kkbZ nsaxhA

1- VkbVy ('kh"kZd) LykbM% ;g fodYi çsT+ksUVs'ku dh 'kq#vkr djus ds fy,
mi;ksxh gSA ;fn vki VkbVy ds uhps lc VkbVy ;k de VsDLV Mkyuk pkgrs gSa rks
bl LykbM dk mi;ksx djsaA

fp=k 9-7

2- VkbVy ,oa daVsaV ('kh"kZd vkSj lkexzh)% ;fn vkidks ,slh oLrqvksa dh lwph
cukuh gks tks ,d lkekU; fo"k; ds varxZr vkrh gS] rc bl ysvkmV dk p;u djsaA

3- lsD'ku gSMj% ;g fodYi çsT+ksUVs'ku ds Hkhrj ,d çeq[k [kaM cukus ds fy, mi;ksxh
gSA

4- Vw daVsaV~l (nks lkexzh)% ;g fofHkUu rRoksa ;k VsDLV ckWDl Mkyus ds fy, ,d
mi;ksxh fodYi gSA

5- rqyuk% ;g çks@dkWu (pro/con) lwfp;ksa ds fy, ,d mi;ksxh fodYi gSA
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6- VkbVy vksUyh (dsoy 'kh"kZd)% ;g fodYi çsT+ksUVs'ku dh 'kq#vkr ds fy, cgqr
vPNk gSA bl ysvkmV esa dksbZ Hkh lc&VkbVy 'kkfey ugha gSaA

7- CySad% ;fn vki ekLVj LykbM ds vuqlkj [kkyh LykbM dks iQkWeZsV djuk pkgrs gSa
rks bl ysvkmV dk mi;ksx djsaA

8- dSI'ku ds lkFk daVsaV ('kh"kZd ds lkFk lkexzh)% daVsaV ds lkFk dSI'ku Mkyus ds
fy, bl fodYi dks pqusaA

9- dSI'ku ds lkFk fiDpj% ,d fyad fd, x, vkWCtsDV ij dSI'ku Mkyus ds fy,
bl fodYi dk mi;ksx djsaA

9-4-4 lkexzh dk p;u djuk

VsDLV ckWDl ds vanj Ng çdkj ds rRo (Element) fn[kk, x, gSa ftUgsa vki LykbM
ds vanj dh lkexzh ls pqu ldrs gSaA ;s Ng rRo fuEukuqlkj gSa%

fp=k 9-8

1- balVZ Vscy

2- balVZ pkVZ

3- balVZ LekVZvkVZ xzkfiQd

4- iQkby ls fp=k balVZ

5- balVZ fDyi vkVZ

6- balVZ ehfM;k fDyi
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9-4-5 ekStwnk izst+sUVs'ku [kksyuk

fdlh ekStwnk izst+sUVs'ku dks [kksyus ds fy, vkWfiQl cVu ls vksiu VSc dk p;u djsaA
yqd&bu MªkWi&Mkmu esU;w ls ml iQksYMj dk p;u djsa ftlesa iQkby gS vkSj lwph esa
iQkby dks gkbykbV djsaA çsT+ksUVs'ku dks [kksyus ds fy, vksiu ij fDyd djsaA

fp=k 9-9

9-5 LykbMksa dks ns[kuk

LykbMksa ds fuekZ.k vkSj çLrqfr esa enn djus ds fy, ikoj IokbaV esa vusd O;w gksrs gSaA
;s O;w gSa ukWeZy] LykbM lkWVZj] vkSj LykbM 'kksA igys nks O;w çsT+ksUVs'ku cukus ds fy, gSa
vkSj vafre LykbM 'kks dh çLrqfr ds fy, gSA vki ikoj IokbaV foaMks ds fupys nk,¡ dksus
esa fLFkr lacafèkr O;w cVu ij fDyd djds bu O;w ij igq¡p ldrs gSa ;k O;w dk p;u
djus ds ckn esU;w ckj esa lacafèkr dekaM dk p;u dj ldrs gSaA mnkgj.k ds fy,] ;fn
vki ukWeZy O;w dk p;u djuk pkgrs gSa] rks esU;w ckj ij O;w→→→→→ukWeZy dekaM dk p;u
djsaA

9-5-1 ukWeZy O;w

ukWeZy O;w LØhu dks rhu Hkkxksa esa foHkkftr djrk gS% eq[; foaMks] tgk¡ ij orZeku LykbM
çnf'kZr gksrh gS_ ckb± vksj vkmVykbu isu_ vkSj fupys fgLls esa uksV~l isuA ;g og LFkku
gksrk gSa tgk¡ vki vfèkdrj dke djrs gSaA vki çR;sd isu ds ckWMZj ij fDyd djds
vkSj mls MªSx djds mldk vkdkj cny ldrs gSaA ukWeZy O;w ij igq¡pus ds fy,] foaMks
ds fupys ck,¡ dksus esa fLFkr ukWeZy O;w cVu ij fDyd djsa ;k esU;w ckj ls O;w→→→→→ukWeZy
dekaM dk p;u djsaA
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fp=k 9-10

9-5-2 LykbM lkWVZj O;w

çR;sd LykbM dh ,d NksVh Nfo (Image) LykbM lkWVZj O;w esa çnf'kZr gksrh gSA bl
O;w dk mi;ksx djds LykbM dks vklkuh ls Øec¼ vkSj lkWVZ fd;k tk ldrk gSA vki
fo'ks"k çHkko Mkyus ds fy, Hkh bl O;w dk mi;ksx dj ldrs gSa tSls fd Vªkath'ku
(Transition) tks çR;sd ubZ LykbM ds vkus ij çdV gksrk gSA LykbM lkWVZj O;w dk
mi;ksx djus ds fy,] foaMks ds fupys ck,¡ dksus esa fLFkr LykbM lkWVZj O;w cVu ij
fDyd djsa ;k esU;w ckj ij O;w→→→→→LykbM lkWVZj dekaM dk p;u djsaA

fp=k 9-11
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9-5-3 LykbM 'kks O;w

LykbM 'kks O;w og O;w gksrk gS ftldk mi;ksx vki vius çsT+ksUVs'ku esa ;g ns[kus ds fy,
djrs gSa fd mlesa lc dqN Bhd gS ;k ugha ;k tc vki n'kZdksa ds lkeus vius çsT+ksUVs'ku
dk çn'kZu djrs gSaA D;ksafd blesa vkids çsT+ksUVs'ku dh lHkh èofu;k¡] ,fues'ku]
gkbijfyaDl dk;Z djrs gSa] vkSj vki ns[k ldrs gSa fd vkidk çsT+ksUVs'ku dSlk cuk gSA
LykbM 'kks O;w dk mi;ksx djus ds fy,] foaMks ds fupys ck,¡ dksus esa fLFkr LykbM
'kks cVu ij fDyd djsa ;k esU;w ckj ij O;w→→→→→LykbM 'kks dekaM dk p;u djsaA

9-6 fMtkbu fVIl

gkykafd] ikoj IokbaV Js"B çsT+ksUVs'ku cukus ds fy, dqN vR;ar çHkko'kkyh VwYl çnku
djrk gS] fiQj Hkh xyr fMtkbu fodYi dk pquko vkids lHkh ç;klksa dks [kjkc dj
ldrk gSA ysfdu lgh fu.kZ; ysuk eqf'dy ugha gSA

uhps fn, x, funZs'kksa dk ikyu djds] vki ,d csgrjhu LykbM cuk ldrs gSaA

1- VsDLV vkSj cSdxzkmaM (i`"BHkwfe) ds fy, fo"ke (daVªkLV) jaxksa dk mi;ksx djsa
rkfd VsDLV dks vklkuh ls i<+k tk ldsA

2- dkiQh cM+s dejs esa tgka çsT+ksUVs'ku dk vk;kstu fd;k tkuk gS ogk¡ vkidks cM+s iQkWUV
vkdkj dk mi;ksx djuk pkfg,A rkfd ihNs cSBs n'kZd Hkh vkids çsT+ksUVs'ku dks i<+
ldsaA 24&IokbaV ;k blls cM+s vkdkj ds iQkWUV dk mi;ksx djus dh lykg nh tkrh
gSA

3- vius lans'k ds fy, NksVs okD;ka'kksa vkSj okD;ksa dk ç;ksx djsaA

4- ljy LykbM Vªkath'ku (Transition) dk ç;ksx djsaA fofHkUu çdkj ds vusd
Vªkath'kuksa }kjk vkids n'kZd çsT+ksUVs'ku ds fo"k; ls fopfyr gks ldrs gSaA

5- LykbM ij cgqr vfèkd VsDLV ;k xzkfiQDl dk mi;ksx djus ls cpsaA vki tks dguk
pkgrs gSa mls vkids n'kZdksa dks lquuk pkfg, vkSj O;Lr LØhu }kjk fopfyr ugha
gksuk pkfg,A

6- VsDLV i<+us esa ljy vkSj vklku gksuk pkfg,A vkidks vius çsT+ksUVs'ku esa cgqr vfèkd
VsDLV çHkkoksa dk mi;ksx ugha djuk pkfg, tSls fd cksYM] bVSfyd] vaMjykbu vkfn
vkSj ,d LykbM ij vyx&vyx iQkWUV dk mi;ksx ugha djuk pkfg,A

9-7 LykbMksa ds lkFk dk;Z djuk

LykbMsa vkids çsT+ksUVs'ku dk ewy rRo gksrh gSaA vki ysvkmV vkSj fMT+kkbu dk fuekZ.k vkSj
mi;ksx Hkh dj ldrs gSa] uksV~l tksM+ ldrs gSa] gSaMvkmV dk fuekZ.k dj ldrs gSa vkSj viuh
LykbMksa ds Lo:i dks lqO;ofLFkr dj ldrs gSaA vki vius 'kks esa vko';drk vuqlkj
LykbM Mkydj ubZ LykbMksa dk fuekZ.k Hkh dj ldrs gSaA tc vki ubZ LykbM dk fuekZ.k
djrs gSa] rks u, LykbM Mk;ykWx ckWDl dk mi;ksx djds vki miyCèk ukS ysvkmVksa esa ls
fdlh dk Hkh mi;ksx dj ldrs gSa (lSD'ku 9-3-3)A ubZ LykbM dk fuekZ.k djus ds ckn]
vki mlesa fofHkUu rRo tSls fd VsDLV] fiDpj] x+zkiQ] rkfydk (Tables) vkfn balVZ dj
ldrs gSaA
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9-7-1 fMT+kkbu VsEIysV dks ,sIykbZ djuk

fMT+kkbu VsEIysV tksM+us ds fy, ;k ekStwnk VsEIysV dks cnyus djus ds fy,] fjcu ij
fMT+kkbu VSc dk p;u djsaA VsEIysV ij fDyd djds mldk p;u djsaA

9-7-2 LykbM ysvkmV ifjofrZr djuk

LykbM dk ysvkmV ifjofrZr djus ds fy, esU;w ckj ls gkse→→→→→ysvkmV dekaM dk p;u
djsaA ukS ysvkmV ds lkFk LykbM Mk;ykWx ckWDl çnf'kZr gksrk gSA ,sIykbZ djus ds fy,
fdlh Hkh ysvkmV dh lw{e best (Thumbnail Image) ij fDyd djsaA

fp=k 9-12

fp=k 9-13
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9-7-3 ubZ LykbM ds :i esa viuh ekStwnk LykbMksa dks bUlVZ djuk vkSj mUgsa
laikfnr djuk

vki vU; iQkbyksa ls LykbM bUlVZ dj ldrs gSa vkSj mlds ckn mUgsa laikfnr dj ldrs
gSa_ tSls dV] dkWih] isLV LykbM~l_ vkSj MqfIydsV LykbM~lA

gkse→→→→→U;w LykbM ij fDyd djsa vkSj MqfIydsV flysDVsM LykbM~l] LykbM~l izQWke
vkmVykbu ;k jh;wT+k LykbM~l dk p;u djsaA

fp=k 9-14

vkmVykbu ls LykbM (LykbM~l izQWke vkmV ykbu)--- VsDLV iQkby dh vkmVykbu
ls LykbM cukus dk rjhdk çnku djrk gSA vki LykbM ds lewg ftlesa cgqr vfèkd
VsDLV gks mldk fuekZ.k djus ds fy, bl lqfoèkk dk mi;ksx dj ldrs gSaA vki
vkmVykbu isu esa VsDLV Vkbi djds Hkh ubZ LykbM dk fuekZ.k dj ldrs gSaA balVZ
vkmVykbu Mk;ykWx ckWDl ij igq¡pus ds fy,] esU;w ckj ls gkse→→→→→U;w LykbM↔↔↔↔↔vkmVykbu
ls LykbM dk p;u djsaA

p;fur LykbM dks MqfIydsV djuk (MqfIydsV flysDVsM LykbM~l) vkidks MqfIydsV
LykbM çnku djrk gS tc vkidks ,d tSlh LykbM dk fuekZ.k djus dh vko';drk
gksrh gSA orZeku LykbM ds ckn orZeku LykbM dh dkWih tksM+us ds fy, ml LykbM dk
p;u djsa ftls vki MqfIydsV djuk pkgrs gSa vkSj mlds ckn esU;w ckj ij MqfIydsV
LykbM dekaM ij nk;k¡ fDyd djsa ;k daVªksy$f'kÝV$D dqath nck,¡A
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fp=k 9-15

vki iw.kZ LykbM dk p;u djds LykbM dks dV@dkWih vkSj isLV dj ldrs gSaA

9-7-4 LykbMksa dk Øe cnyuk

LykbM lkWVZj O;w esa LykbM dk Øe cnyus ds fy,] ml LykbM ij fDyd djsa ftls
vki LFkkukarfjr djuk pkgrs gSa vkSj mls u, LFkku rd MªSx djsaA ukWeZy vkSj
vkmVykbu O;w esa] LykbM isu esa LykbM ij fDyd djsa vkSj LykbM dks u, LFkku rd
MªSx djsaA

9-7-5 LykbM fNikuk

;fn vki pkgrs gSa fd LykbM 'kks ds nkSjku dksbZ LykbM çnf'kZr u gks vkSj vki ml
LykbM dks gVkuk Hkh ugha pkgrs gSa D;ksafd og ckn esa mi;ksx dh tk ldrh gS] rks
vki LykbM isu esa LykbM ij nk;k¡ fDyd djsa vkSj gkbM ij fDyd djds LykbM
dks fNik ldrs gSaA blh çdkj ls vki LykbM dks iqu% çdV (vugkbM) Hkh dj
ldrs gSaA
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fp=k 9-16

9-7-6 ,d LykbM ls nwljh LykbM ij tkuk

vki fuEufyf[kr VwYl dk mi;ksx djds ,d LykbM ls nwljh LykbM ij tk ldrs gSa%

LØkWy ckj% ,d LykbM ls nwljh LykbM ij tkus ds fy, ;k uksV~l isu vkSj vkmVykbu
isu esa çnf'kZr VsDLV ij Åij ;k uhps tkus ds fy, LØkWy ckj dk mi;ksx djsaA

fp=k 9-17
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vxyh LykbM vkSj fiNyh LykbM cVu% vxyh LykbM (usDLV LykbM) vkSj
fiNyh LykbM (çhfo;l LykbM) cVu dk mi;ksx dj vki LykbM 'kks ds le;
vxyh ;k fiNyh LykbM esa tk ldrs gSaA bu cVuksa dks Mcy ,sjks }kjk bafxr fd;k tkrk
gS vkSj ;g yacor LØkWy ckj ds fupys fgLls esa fLFkr gksrk gSA

vkmVykbu isu dk mi;ksx djuk% vkmVykbu O;w ij tk,¡ vkSj fiQj ml LykbM ij
fDyd djsa ftls vki ns[kuk pkgrs gSaA vki ekml dk mi;ksx djds ;k vi ,aM Mkmu ,sjks
daqft;ksa dk mi;ksx djds vkmVykbu isu esa ,d LFkku ls nwljs LFkku ij tk ldrs gSaA

ikBxr ç'u

1- fuEufyf[kr dFku lgh gSa ;k xyr%

(d) ukWeZy vkSj vkmVykbu nksuksa O;w esa vki orZeku LykbM] LykbM vkmVykbu]
vkSj uksV~l ns[k ldrs gSaA

([k) LykbM esa cSdxzkmaM vkSj VsDLV ds fy, vyx&vyx jaxksa dk mi;ksx djuk
mfpr ugha gSA

(x) LykbM cukrs le; vius lans'k ds fy, yacs okD;ksa dk mi;ksx djsaA

2- U;w LykbM Mk;ykWx ckWDl esa fdrus LykbM ysvkmV miyCèk gksrs gSa\

(d) 7 ([k) 9 (x) 14 (?k)  17

3- fuEu esa ls fdldk mi;ksx djds u;k çsT+ksUVs'ku cukus ds fy, ikoj IokbaV Mk;ykWx
ckWDl mi;ksxh gksrk gS%

(d) LFkkfir fd, x, VsEIysV~l

([k) vksiu (open)

(x) LFkkfir Fkhe vkSj CySad çsT+ksUVs'ku

(?k) (d) vkSj (x) nksuksa

4- laxks"Bh esa LykbMksa dh çLrqfr djus ds fy, fuEu esa ls fdl O;w dk mi;ksx fd;k
tkrk gS%

(d) LykbM O;w

([k) LykbM lkWVZj O;w

(x) vkmVykbu O;w

(?k) LykbM 'kks O;w

9-8 VsDLV ds lkFk dk;Z djuk

n'kZdksa dks vius fopkjksa ds ckjs esa crkus ds fy, vki VsDLV ij dk;Z dj ldrs gSaA
vkids çsT+ksUVs'ku esa VsDLV dks Mkyus] laikfnr djus vkSj mls iQkWeZsV djus ds fy, ikoj
IokbaV vkidks fofHkUu rjhds çnku djrk gSA
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9-8-1 VsDLV çfo"V djuk

vki vkmVykbfuax vkSj balfV±x VsDLV ckWDl dk mi;ksx djds VsDLV çfo"V dj ldrs
gSaA

vkmVykbu VsDLV% leku Lo:i dh LykbM cukus ds fy, vkmVykbu VsDLV dk
mi;ksx fd;k tk ldrk gSA vkmVykbfuax Vwyckj dk mi;ksx djds vki 'kh"kZd] lwfp;ksa
vkSj vuqPNsnksa (Paragraphs) dk fuekZ.k dj ldrs gSaA LykbM esa VsDLV dks lgh rjhds
ls Mkyus ds fy, ikoj IokbaV vkidh vkmVykbu ds iQkWeZsV dk mi;ksx djrk gSA

gSfMax 1 LykbM dk 'kh"kZd cu tkrk gS] gSfMax 2 VsDLV ckWDl dh igyh ykbu cu tkrh
gSA tc vki iwoZ ifjHkkf"kr ysvkmV dk p;u djrs gSa vkSj vkmVykbu O;w esa tkrs gSa tSlk
fd igys crk;k x;k gS rks vki ckb± vksj dh foaMks esa vkmVykbu VsDLV fodYi ns[k
ldrs gSaA vkmVykbfuax Vwyckj dk p;u djus ds fy,] esU;w ckj ds uhps LykbM isu
ds lkFk esa vkmVykbu isu dk p;u djsaA

VsDLV ckWDl% ikoj IokbaV VsDLV ckWDl ds vuqlkj LykbM ij VsDLV Mkyrk gSA tc vki
LykbM dk fuekZ.k djrs gSa] vkSj fdlh fo'ks"k ysvkmV dk mi;ksx djrs gSa rks LykbM
esa ,d ;k vfèkd VsDLV ckWDl gks ldrs gSaA u;k VsDLV Mkyus ds fy, ekStwnk VsDLV
ckWDl esa fDyd djsaA

;fn vki LykbM esa ,d u;k VsDLV ckWDl Mkyuk pkgrs gSa rks esU;w ckj ij balVZ→→→→→VsDLV
ckWDl dekaM dk p;u djsa vkSj fiQj ml LFkku ij ekml dh lgk;rk ls VsDLV ckWDl
cuk,¡ tgk¡ ij vki mls cukuk pkgrs gSaA

;fn vki VsDLV ckWDl ds vkdkj dks cnyuk pkgrs gSa rks uhps fn, x, pj.kksa dk ikyu
djsa%

1- vki ftl VsDLV ckWDl ds vkdkj dks cnyuk pkgrs gSa ml ij ekml }kjk fDyd
djds mldk p;u djsaA VsDLV ckWDl ds pkjksa vksj vkB gSaMy okyk ckWMZj çnf'kZr
gksxkA dksus esa fLFkr pkj gSaMy }kjk ckWDl dh yackbZ vkSj pkSM+kbZ dks c<+k;k ;k de
fd;k tk ldrk gS tcfd fdukjksa ij mifLFkr gSaMy ls dsoy ,d fn'kk esa vkdkj
dks cnyk tk ldrk gSA

2- viuh vko';drk vuqlkj fdlh Hkh ,d gSaMy ij fDyd djsa vkSj mls ekml }kjk
MªSx djsaA tc ;g ml  vkdkj dk gks tk, tks vki pkgrs gSa rc ekml dk cVu
NksM+saA ekml }kjk eksVs MkWV okys ckWMZj ij fDyd djds vkSj mls MªSx djds VsDLV
ckWDl dks ewo djsaA

;fn vki VsEiysV ls VsDLV ckWDl dks fMyhV djuk pkgrs gSa rks VsDLV ckWDl ds ckWMZj
ij fDyd djsa vkSj mlds ckn dhcksMZ ij fMyhV dqath nck,¡A
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9-8-2 VsDLV iQkWeZsV djuk

iQkWUV iQkWeZsV djuk% VsDLV ftls vki iQkWeZsV djuk pkgrs gSa mldh vkmVykbu ;k
LykbM ij p;u djsaA vki esU;w ckj ij gkse→→→→→iQkWUV ls p;u dj ldrs gSa ;k gkbykbV
fd, gq, p;u ij nk;k¡ fDyd djds vkSj ikWivi esU;w ls iQkWUV dk p;u djsaA iQkWUV
Mk;ykWx ckWDl ls iQkWUV] lkbT+k] LVkby] biQsDV vkSj dyj dk p;u djsaA

fp=k 9-18

iQkWUV çfrLFkkfir djuk% fMT+kkbu VsEiysV esa iwoZ fuèkkZfjr iQkWUV gksrs gSa ftUgsa vki
ifjofrZr djuk pkg ldrs gSa ;k vki dbZ dkj.kksa ls iwjs çsT+ksUVs'ku ij mi;ksx fd, x,
iQkWUV dks ifjofrZr djuk pkg ldrs gSaA fjIysl iQkWUV lqfoèkk dk mi;ksx djds bls rqjar
çfrLFkkfir fd;k tk ldrk gSA esU;w ckj ij gkse→→→→→fjIysl→→→→→fjIysl iQkWUV dk p;u
djsaA igys MªkWi&Mkmu esU;w ls ml iQkWUV dk p;u djsa ftls vki çfrLFkkfir djuk
pkgrs gSa vkSj ftl iQkWUV ds lkFk bls çfrLFkkfir fd;k tkuk gS ml iQkWUV dks nwljs esU;w
ls pqusa vkSj fjIysl cVu ij fDyd djsaA
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ykbu Lisflax% iSjkxzkiQ esU;w ckj ls gkse→→→→→ykbu Lisflax dk p;u djds VsDLV ckWDl
esa ykbuksa ds chp ds fjDr LFkku dh ek=kk ifjofrZr djsaA

ykbu Lisflax & ykbuksa ds chp yacor LFkku dh ek=kk dk p;u djsa ^1* eku dk
vFkZ gS fd ykbuksa ds chp ^1* IokbaV dh nwjh vkSj ^2* dk vFkZ gS Mcy LisflaxA
bu ekuksa ds chp dk eku ;k blls vfèkd eku Hkh ekU; gSaA

dsl ifjofrZr djuk% VsDLV dks iqu% Vkbi fd, cxSj mlds dsl dks cnyus ds
fy, iQkWUV esU;w ckj ls gkse → → → → → psat dsl ij fDyd djsaA

lsaVsal dsl & çR;sd okD; ds igys v{kj dks vaxzsth ds dSfiVy v{kj esa cny nsrk
gSA

yksvj dsl vkSj vij dsl &  lHkh v{kjksa ds dsl dks cny nsrk gSA

VkbVy dsl & çR;sd 'kCn ds igys v{kj dks vaxzsth ds dSfiVy v{kj esa ifjofrZr
dj nsrk gS vkSj ckdh lHkh dks vaxzsth ds yksvj dsl v{kj esa ifjofrZr dj nsrk
gSA

VkWxy dsl% ;g VkbVy dsl ds foijhr gksrk gS] ;g çR;sd 'kCn ds igys v{kj
dks vaxzsth ds yksvj dsl v{kj esa ifjofrZr djrk gS vkSj cps gq, v{kjksa dks vaxzsth
ds dSfiVy v{kj esa ifjofrZr djrk gSA
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fMT+kkbu VsEiysV ij cqysV lwph% LykbM ij cqysV lwph ds }kjk vki vius çsT+ksUVs'ku
ds eq[; fcanqvksa dks Li"V :i ls çnf'kZr dj ldrs gSaA fMT+kkbu VsEiysV esa VsDLV ckWDl
esa igys ls gh cqysV lwph 'kkfey gksrh gSA VsDLV Mkyuk çkjaHk djus ds fy, LykbM ij
IyslgksYMj ij fDyd djsa vkSj vxyh ykbu ij tkus ds fy, ,aVj dqath nck,¡ vkSj ,d
u;k cqysV vkbVe tksM+saA nwljk cqysV tksM+s fcuk vxyh ykbu ij tkus ds fy, ,aVj dqath
nckrs le; f'kÝ+V dqath nckdj j[ksaA

VsDLV ckWDl ls cqysV lwph% ;fn vki ,d fMtkbu VsEiysV ij ekStwnk IyslgksYMj ls
cqysV lwph ugha cuk jgs gSa ;k vxj vki ,d vfrfjDr cqysV lwph tksM+uk pkgrs gSa rks
,d ubZ lwph cukus ds fy, bu pj.kksa dk ikyu djsa%

1- LykbM O;w esa] esU;w ckj ls balVZ→→→→→VsDLV ckWDl dk p;u djds ,d VsDLV ckWDl
cuk,¡A

2-  ekml ds ck,¡ cVu dks nckdj LykbM ij viuh ilan ds vkdkj dk VsDLV cuk,¡A

3- gkse→iSjkxzkiQ esU;w ckj ls cqysV ;k uacfjax pqusaA

4- ikB ds lacaèk esa çfr'kr dk eku cnydj cqysV dk vkdkj cnysaA

5- dyj esU;w ls cqysV dk jax pqusaA eksj dylZ ij fDyd djds vkSj T;knk jaxksa dk
p;u djsaA

6- fn[kk, x, çdkj esa ls ,d dk p;u djsa vkSj vksds ij fDyd djsaA ;k fiDpj
cqysV foaMks ns[kus ds fy, fiDpj cVu ij fDyd djsaA fdlh ,d cqysV dk
p;u djsa vkSj vksds ij fDyd djsaA iQkWUV ls fdlh dSjsDVj dk p;u djus ds fy,
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dSjsDVj cVu ij fDyd djsaA cqysV MªkWi Mkmu esU;w ls flacy iQkWUV tSls fd
Wingdings ;k Webdings pqusaA o.kks± dks cM+k ns[kus ds fy, fxzM esa dSjsDVlZ ij
fDyd djsaA viuh ilan ds cqysV dk p;u djus ds ckn vksds ij fDyd djsaA

fp=k 9-21

fp=k 9-22
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vkmVykbu }kjk cqysV lwfp;k¡ vkSj ubZ LykbM% ukWeZy ;k vkmVykbu O;w esa] VsDLV
dks vkmVykbu foaMks esa vklkuh ls Mkyk tk ldrk gS vkSj LykbM~l Lopkfyr
(automatically) :i ls tqM+ tkrh gSaA vkmVykbu O;w esa LykbM lkexzh tksM+us ds fy,
uhps fn, x, pj.kksa dk ikyu djsa%

1- LykbM 1 vkbdu ds cxy esa LykbM ds 'kh"kZd fy[ksaA LykbM vkbdu ds cxy
esa vki tks Hkh Vkbi djsaxs og çR;sd LykbM ij ,d cM+k 'kh"kZd gksxkA

2- vxyh ykbu Vkbi djus ds fy, ,aVj dqath nck,¡A blls Lopkfyr :i ls ,d ubZ
LykbM cu tk,xhA igyh LykbM ds fy, ,d cqysV lwph cukus ds fy,] VSc dqath
nck,¡ ;k p;u dks cqysV lwph vkbVe esa inkour (fMeksV) djus ds fy, vkWYV$
f'kÝ+V$ nk;ka ,sjks dqaft;ksa dks nck,¡A

3- cqysV lwph ds fy, VsDLV çfo"V djuk tkjh j[ksa ,d u;k cqysV cukus ds fy, ,aVj
dqath nck,¡A

4- cqysV milwph cukus ds fy, mijksDr dk;Z dks fiQj ls djsa vkSj ,d cgq&Lrjh; lwph
cuk,¡A ewy lwph ij okil tkus ds fy, vkWYV$f'kÝ+V$ckb± ,sjks dqath nck,¡A

5- tc rd çsT+ksUVs'ku iw.kZ u gks tk, rc rd mijksDr dk;Z djds ubZ LykbM vkSj cqysV
lwph cukuk tkjh j[ksaA lwfp;ksa dks iQkWeZsV djus ds fy, uhps fn, x, iQkWeZsfVax funZs'kksa
dk ç;ksx djsaA

;fn LykbM ij ,d ls vfèkd cqysV lwph gSa rks lwfp;ksa dks la[;k }kjk ukfer fd;k
tk,xk vkSj la[;k,¡ dkys ckWDl esa layXu gksaxhA uhps fn;k x;k mnkgj.k ml LykbM dks
çnf'kZr djrk gS ftls vkmVykbu }kjk cuk;k x;k gSA LykbM ds ckb± vksj cqysV lwph
,d yscy dh gqbZ lwph ^1* gS vkSj nkb± vksj cqysV lwph ,d yscy dh gqbZ lwph ^2*
gSA vkmVykbu Vkbi djrs le;] daVªksy$,aVj dqath nckdj ubZ lwph esa Vkbi djuk
çkjaHk djsaA

uacj fyLV% Øfed lwph cukus ds fy, bu pj.kksa dk ikyu djsa%

1- ,d VsDLV ckWDl cuk,¡A

2- VsDLV ckWDl dks p;fur j[krs gq,] esU;w ckj ls gkse iSjkxzkiQ→→→→→uacfjax dk p;u
djsaA

3- cqysV vkSj uacfjax foaMks ds 'kh"kZ ij uacj VSc ij fDyd djsaA

4- VsDLV ds lacaèk esa çfr'kr cnydj la[;k dk vkdkj cnysaA

5- dyj esU;w ls la[;k ds fy, ,d jax pqusaA vfèkd jax ns[kus ds fy, eksj dylZ ij
fDyd djsaA

6- ;fn la[;k,¡ 1 ls 'kq: ugha gqbZ gSa rks LVkVZ ,sV oSY;w dks ifjofrZr djsaA

7- fn[kkbZ xb± lkr çdkj dh lwfp;ksa esa ls ,d dk p;u djsa vkSj vksds ij fDyd djsaA
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fp=k 9-23

fp=k 9-24

9-8-3 VsDLV ckWDl ds xq.k

vki iQkWeZsV vkWVks'ksi Mk;ykWx ckWDl dh enn ls jax] ckWMZj] vkSj VsDLV ckWDl dh
i`"BHkwfe dks cny ldrs gSaA

1- VsDLV ckWDl ij fDyd djds mls lfØ; djsa vkSj mlds ckn esU;w ckj ij iQkWeZsV
'ksi dekaM dk p;u djsaA iQkWeZsV 'ksi Mk;ykWx ckWDl çdV gksrk gSA

2- fiQy esU;w ds rgr] vki ml jax dk p;u dj ldrs gSa ftls vki VsDLV dh
i`"BHkwfe ds :i esa Hkjuk pkgrs gSaA ;fn vki pkgrs gSa fd VsDLV ckWDl dk cSdxzkmaM
ikjn'khZ gks rks lsehVªkalisjsaV (v¼Zikjn'khZ) ckWDl dks pSd djsaA
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3- ykbu ds jax ds fy, ykbu dyj dk p;u djsa tks ckWDl dks Bksl ;k xzSfM,aV ls
?ksjrk gSA

4- ykbu dh 'kSyh ds fy, ykbu LVkby ;k ykbu dh eksVkbZ ds fy, osV (Weight)
dk p;u djsa vkSj ;fn Bksl ykbu ugha pkgrs gSa rks MS'M (Dashed) xq.k dk p;u
djsaA

5- vius VsDLV ckWDl ds fy, iwoZ fuèkkZfjr Nk;k 'kSfy;ksa ('kSMks LVkby) ds fy, 'kSMks
dk p;u djsaA

6- vius VsDLV ckWDl ds 3 Mh çHkko ds fy, 3 Mh iQkWeZsV ;k 3 Mh jksVs'ku dk p;u
djsaA

7- VsDLV ckWDl VSc ls VsDLV dk ysvkmV cnysaA

8- VsDLV ckWDl ds ifjorZu dks tksM+us ds fy, DyksT+k ij fDyd djsaA

9-8-4 uksV~l tksM+uk

ukWeZy O;w ls] LykbM esa uksV~l tksM+s tk ldrs gSaA ;g uksV~l vkidh çLrqfr ij ugha
fn[ksaxs] ysfdu bUgsa dkxt ij LykbM ds lkFk fçaV fd;k tk ldrk gSA fçaV esU;w esa fçaV
OgkV (Print what)% uksV~l ist dk p;u djds bUgsa fçaV fd;k tk ldrk gSA

fp=k 9-25

9-8-5 Lisfyax tk¡puk

vkids çsT+ksUVs'kUl esa VsDLV lgh gks ;g lqfuf'pr djus ds fy, ikoj IokbaV dbZ rjhds
çnku djrk gSA vki Lisfyax dh tk¡p dj ldrs gSa] 'kSyh esa =kqfV;ksa dk irk yxk ldrs
gSa] vkSj dLVe 'kCndks'k dk mi;ksx dj ldrs gSaA

esU;w ckj ij fjO;w→→→→→LiSfyax dekaM dk p;u djds ;k dhcksMZ ij F7 dqath nckdj
vki çsT+ksUVs'ku esa Lisfyax dks Bhd dj ldrs gSaA

1- Lisfyax pSdj vkidks ml igys 'kCn dh Lisfyax esa lqèkkj djus ds fy, ladsr nsxk
ftldh Lisfyax xyr gSA

2- ;fn 'kCn dh Lisfyax Bhd gS vkSj ,d gh 'kCn çsT+ksUVs'ku esa dbZ ckj çdV gksrk gS
rks bXuksj ;k bXuksj vkWy ij fDyd djsaA vxj bl 'kCn (tSls fd vkidk uke)
dk mi;ksx dbZ çsT+ksUVs'ku esa fd;k x;k gS] rks bl 'kCn dks 'kCndks'k esa tksM+us ds
fy, ,sM ij fDyd djsa vkSj blds ckn ;g xyr Lisfyax okys 'kCn ds :i esa çdV
ugha gksxkA

3- ;fn 'kCn xyr fy[kk x;k gS] rks ,d lts'ku (lq>ko) dks gkbykbV djsa ;k psat
Vw (esa ifjofrZr djsa) ckWDl esa Lo;a dk lq/kj fy[ksaA bl 'kCn dks lgh djus ds
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fy, psat (ifjofrZr djsa) ij fDyd djsa ;k iwjs çsT+ksUVs'ku esa bl 'kCn dks cnyus
ds fy, psat vkWy (lHkh dks ifjofrZr djsa) ij fDyd djsaA

4- Lisfyax tk¡p dks can djus ds fy, DyksT+k ij fDyd djsaA

5- tc Lisfyax pSdj iwjs çsT+ksUVs'ku dks i<+ ysxk rc vkidks ;g crkrs gq, ,d foaMks
çnf'kZr gksxh fd Lisfyax tk¡p iw.kZ gks xbZ gSA vksds ij fDyd djsaA

9-9 lsfoax vkSj fçafVax

vki vius çsT+ksUVs'ku dh LykbM~l dks ,d iQksYMj esa iQkby ds :i esa lso dj ldrs
gSaA vki LykbM dks osc ist ds :i esa Hkh lso dj ldrs gSa rkfd vki mUgsa baVjusV ij
iksLV dj ldsaA blesa Hkh fçafVax mlh rjhds ls gksrh gS tSls fd vkius oMZ vkSj ,Dlsy
esa dh gSA vius çsT+ksUVs'ku dh LykbM dks fçaV ;k lso djus ls igys vius istksa dk lSV
vi djuk ;kn j[ksaA

9-9-1 ist lSVvi

çsT+ksUVs'ku dh LykbM~l dks fçaV djus ds fodYiksa ij igq¡pus ds fy, esU;w ckj ls
vkWfiQl cVu→→→→→fçaV fçO;w dk p;u djsaA fçaV dh gqbZ LykbM~l ftl iQkWeZsV dk mi;ksx
djsaxh mldk p;u LykbM MªkWi&Mkmu esU;w ls djsaA

fp=k 9-26
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9-9-2 iQkby ds :i esa lso djsa

vius çsT+ksUVs'ku dh LykbM dks iQkby ds :i esa lso djus ds fy,] esU;w ckj ij vkWfiQl
cVu→→→→→lso ,sT+k dk p;u djsa ;k 'kh"kZ ij cus Vwyckj ij lso cVu ij fDyd djsaA lso
,sT+k Mk;ykWx ckWDl çdV gksrk gSA ml iQksYMj vkSj Mªkbo dk p;u djsa tgk¡ vki viuh
iQkby dks lso djuk pkgrs gSa] iQkby dk uke fy[ksa] mlds ckn lso ,sT+k Mk;ykWx ckWDl
esa lso ij fDyd djsaA

fp=k 9-27

9-9-3 osc ist ds :i esa lso djsa

tSlk fd igys crk;k tk pqdk gS esU;w ckj ij vkWfiQl cVu→→→→→lso ,sT+k dk p;u djds
çsT+ksUVs'kUl dks lso fd;k tk ldrk gSA gkykafd] vxj vki ikoj IokbaV çsT+ksUVs'kUl dks
baVjusV ij iksLV djuk pkgrs gSa] rks vkidks mUgsa osc ist ds :i esa lso djuk pkfg,
rkfd vkidh osc lkbV ns[kus okys yksx ml çsT+ksUVs'ku dks ns[k ldsa Hkys gh muds
dEI;wVj  esa ikoj IokbaV baLVkWy u gksA vkWfiQl→→→→→lso ,sT+k dk p;u djsa vkSj
MªkWi&Mkmu esU;w ls osc ist dekaM dk p;u djsaA yqd bu% MªkWi&Mkmu esU;w ls usVodZ
ij vius osc ist dh Mk;jsDVªh vkSj iQkby uke% ckWDl ls iQkby ds uke dk p;u djsaA
çsT+ksUVs'ku dks osc iQkWeZsV esa lso djus ds fy, lso ij fDyd djsaA
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fp=k 9-28

9-9-4 fçaV

çsT+ksUVs'ku dks fçaV djus ds fy, esU;w ckj ij vkWfiQl cVu→→→→→fçaV dekaM dk p;u djsaA
fçaV Mk;ykWx ckWDl çnf'kZr gksxkA fçaV ckWDl esa fuEufyf[kr fodYi pqusaA

fçaV jsat& çsT+ksUVs'ku dh lHkh LykbM~l fçaV djus ds fy, vkWy pqusaA orZeku LykbM dks
fçaV djus ds fy, djsaV LykbM dk p;u djsa] ;k dqN LykbM~l fçaV djus ds fy,
LykbM~l iQhYM esa LykbM la[;k ,aVj djsaA

dkWihT+k & fçaV jsat esa çR;sd LykbM dh dkWihT+k dh la[;k ,aVj djsa vkSj ;fn vko';d
gks rks dksysV (Collate) ckWDl tk¡psaA

D;k fçaV djsa (fçaV OgkV)&

LykbM & iwjs ist ij ,d LykbM fçaV djrk gSA

gSaMvkmV~l & çR;sd ist ij vkids }kjk fufnZ"V dh xbZ LykbM fçaV djrk gSA

uksV~l ist & LykbM ds uksV~l ds lkFk ,d ist ij dsoy ,d LykbM fçaV djrk
gSA

vkmVykbu O;w & çsT+ksUVs'ku dh :ijs[kk fçaV djrk gSA
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fçaV djus ds fy, vksds ij fDyd djsaA

fp=k 9-29

9-10 nLrkosT+k can djuk

ekStwnk çsT+ksUVs'ku LykbM dh iQkby dks can djus ds fy,] esU;w ckj ij vkWfiQl
cVu→→→→→DyksT+k dk p;u djsaA ;fn vkius iQkby esa dqN ifjorZu fd, gSa vkSj mUgsa lso
ugha fd;k gS rks can djus ls igys vkils iQkby dks lso djus ds fy, dgk tk,xkA

9-11 ikoj IokbaV çksxzke ls ckgj fudyuk

ikoj IokbaV esa vius dke dks lekIr djus vkSj lHkh iQkbyksa dks can djus ds ckn] vki
esU;w ckj esa vkWfiQl cVu→→→→→,fXtV ikoj IokbaV dekaM dk p;u djds vki ikoj
IokbaV ls ckgj fudy ldrs gSaA

9-12 dhcksMZ 'kkWVZdV

lkèkkj.k dekaM fu"ikfnr djus esa dhcksMZ 'kkWVZdV vkidk le; vkSj ç;kl cpk ldrs
gSaA ikoj IokbaV dhcksMZ 'kkWVZdV dh bl lwph dks fçaV djsa vkSj rqjar funsZ'k ds fy, bls
vius dEI;wVj  ds ikl j[ksaA
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dk;Z                           dhLVªksd

nLrkosT+k ij fd, tkus okys dk;Z

çsT+ksUVs'ku [kksyuk CTRL+0

u;k çsT+ksUVs'ku CTRL+N

lso ,sT+k F12

lso CTRL+S

fçaV CTRL+P

gsYi F1

dk;Z dhLVªksd

çsT+ksUVs'ku ij fd, tkus okys dk;Z

LykbM 'kks 'kq: djuk F5

vxyh LykbM ENTER ;k Mkmu ,sjks dqath

fiNyh LykbM cSdLisl ;k vi ,sjks dqath

isu Vwy lfØ; djuk CTRL+P

isu LVªksd feVkuk E

isu Vwy fuf"Ø; djuk CTRL+A

CySd (Black) LØhufn[kkuk@Nqikuk B

OgkbV LØhufn[kkuk@Nqikuk W

IokbaVj vkSj cVu fn[kkuk@Nqikuk A

LykbM 'kks lekIr djuk ESC

dk;Z dhLVªksd

iQkWeZsfVax

flysDV vkWy CTRL+A

dkWih CTRL+C

dV CTRL+X

isLV CTRL+V

vuMw CTRL+Z

jhMw CTRL+Y
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cksYM CTRL+B

bVSfyDl CTRL+I

vaMjykbu CTRL+U

ysÝV tLVhiQkbM CTRL+L

lsaVj tLVhiQkbM CTRL+E

jkbV tLVhiQkbM CTRL+R

çeksV fyLV vkbVe ALT+SHIFT+ck;k¡ ,sjks

fMeksV fyLV vkbVe ALT+SHIFT+nk;k¡ ,sjks ;k VSc

dk;Z dhLVªksd

,fMfVax

iQkbaM CTRL+F

jhIysl CTRL+H

gkbijfyad balVZ djuk CTRL+K

ubZ LykbM CTRL+M

Lisfyax pSdj F7

eSØks ALT +F8

uksV% è;ku nsa fd Iyl dk fpUg ;g ladsr nsrk gS nksuksa dqath dks ,d lkFk nck;k
tkuk pkfg,A

ikBxr ç'u

5- (i) vki ,d LykbM ls nwljh LykbM ij fdl çdkj tkrs gSa\

(d) LØkWy ckj dk mi;ksx djds

([k) vxyh LykbM vkSj fiNyh LykbM cVu dk mi;ksx djds

(x) vkmVykbu isu dk mi;ksx djds

(?k) mijksDr lHkh

(ii) vki LykbM esa VsDLV fdl çdkj çfo"V djrs gSa\

(d) vkmVykbu VsDLV dk mi;ksx djds

([k) VsDLV ckWDl Mkydj

(x) nk;k¡ fDyd djds

(?k) (d) vkSj ([k) nksuksa
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(iii) vki fuEu esa ls fdlds }kjk viuh LykbM~l esa uksV~l Mky ldrs gSa%

(d) LykbM lkWVZj O;w

([k) ukWeZy O;w

(x) LykbM 'kks O;w

(?k) (d) vkSj ([k) nksuksa

(iv) fuEu esa ls fdldk mi;ksx djds VsDLV dks vklkuh ls LykbM esa Mkyk tk
ldrk gS%

(d) ukWeZy O;w

([k) vkmVykbu O;w

(x) LykbM lkWVZj O;w

(?k) (d) vkSj ([k) nksuksa

9-13 vkius D;k lh[kk

bl ikB esa vkius ikoj IokbaV çsT+ksUVs'ku cukus ds ckjs esa lh[kkA vki vkWVks daVsaV foT+kkMZ
;k fMtkbu VsEIysV ;k CySad çsT+ksUVs'ku ds ekè;e ls ,d çsT+ksUVs'ku cuk ldrs gSaA igys
nks çdkj vkidks VsDLV dks ,d lkekU; izca/ esa is'k djus ds fy, vuqefr nsrs gSaA nwljh
vksj] CySad çsT+ksUVs'ku vfèkd yphyh gS vkSj vki viuk Lo;a dk fMtkbu cuk ldrs
gSaA çsT+ksUVs'ku LykbM ds fuekZ.k ds ckn] vki LykbM 'kks dj ldrs gSa vkSj fçaV vkmV
Hkh ys ldrs gSaA

9-14 ikBkar ç'u

1- ikoj IokbaV dh fdUgha rhu fo'ks"krkvksa dk o.kZu djsaA

2- çsT+ksUVs'ku cukus dh fdlh Hkh ,d fofèk dk o.kZu djsaA

3- O;w dks LykbM 'kks O;w esa cnyus ds nks rjhds fy[ksaA

4- LykbM esa VsDLV ckWDl Mkyus ds pj.kksa dk o.kZu djsaA

5- VsDLV ckWDl esa vki ykbuksa ds chp ds fjDr LFkkuksa dh ek=kk fdl çdkj ifjofrZr
dj ldrs gSa\

6- vki LykbM~l esa fiDpj cqysV fdl çdkj Mkyrs gSa\

7- vki viuh LykbM~l esa uksV~l fdl çdkj Mkyrs gSa\
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9-15 ikBxr  ç'uksa ds mÙkj

1- (d) lgh] ([k) xyr] (x) xyr

2- ([k) 9

3- (x) baLVkWy fd, gq, Fkhe] baLVkWy fd, gq, VsEIysV~l vkSj CySad çsT+ksUVs'ku

4- (?k) LykbM 'kks O;w

5- (i) (d) LØkWy ckj dk mi;ksx djds] vxyh LykbM vkSj fiNyh LykbM cVu dk
mi;ksx djds] vkmVykbu isu dk mi;ksx djds

(ii) ([k) vkmVykbu VsDLV dk mi;ksx djds vkSj VsDLV ckWDl bUlVZ djds

(iii) (x) ukWeZy O;w

(iv) (?k) ukWeZy O;w vkSj vkmVykbu O;w




