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fiz; f'k{kkFkhZ]

izkS<+ f'k{kk dk;ZØe esa lekt ds misf{kr oxks± dks lk{kj cukus ds vfHk;ku ds liQy iz;klksa ls izsfjr gksdj Hkkjr ljdkj
us lekt ds uolk{kjksa dks thoui;ZUr f'k{kk miyC/ djkus dk chM+k mBk;k gSA bl dk;ZØe esa lekt ds 15&35 lky
ds os misf{kr oxZ] tks izkS<+ f'k{kk dk;ZØe esa cqfu;knh f'k{kk vftZr dj pqds gSa ;k vukSipkfjd f'k{kk ls oafpr jgs gSa
vkSj thou i;ZUr vè;;u ds voljksa dk ykHk mBkus esa #fp j[krs gSa dks lfEefyr fd;k x;k gS] mudk O;fDrxr]
lkekftd] O;kolkf;d rFkk ckSf¼d Lrjksa dk fodkl djds ,d vè;;ujr lekt ds fuekZ.k dh ifjdYiuk dh xbZ
gSA bl iz;kl esa igyk dne cqfu;knh f'k{kk esa liQyrk dk vkdyu jk"Vªh; lk{kjrk fe'ku rFkk jk"Vªh; eqDr fo|ky;h
f'k{kk laLFkku ds lkStU; ls 2-35 djksM+ yksxksa dks lk{kj gksus dk izek.ki=k iznku fd;k tk jgk gSA

bl ;kstuk esa tks uolk{kj izkFkfed f'k{kk ls vkxs vukSipkfjd f'k{kk dh i¼fr ls ekè;fed Lrj ds cjkcj f'k{kk izkIr
djuk pkgrs gSa muds fy, lerqY;rk dk;ZØe pykus dk iz;kl fd;k tk jgk gSA nwjLFk iz.kkyh }kjk uolk{kjksa dks
lerqY;rk dsUnzksa ij f'k{kk iznku dh tk,xhA

bl dk;ZØe ds fy, fo'ks"k :i ls fofHkUu Lrjksa ̂ d*] ̂ [k* rFkk ̂ x* (d{kk 3] 5] rFkk 8 ds led{k) ij Lo&vè;;u
ds fy, iBu&ikBu lkexzh rS;kj djus dk dk;Z jk"Vªh; eqDr fon~;ky;h f'k{kk laLFkku us fd;k gSA lkexzh dh fo'ks"krk
gS fd ;g uolk{kjksa esa Lo;a lh[kus dh izòfÙk iSnk djsxh] fodkl ds dk;ZØeksa ls tksM+us ds fy, lwpuk iznku djsxh]
i<+us esa vkuUne;h laLÑfr iSnkdj le; ds lnqi;ksx gsrq 'kSf{kd okrkoj.k fuekZ.k djsxh rFkk lwpuk ds {ks=k esa ubZ oSKkfud
rduhd ls tqM+h tkudkfj;k¡ miyC/ djk;sxhA

vki csfld dEI;wVj dkS'ky Lrj ^d* (d{kk rhu ds lerqY;) dh iqLrd igys i<+ pqds gsSaA blh Øe esa Lrj ^[k*
(d{kk 5 ds lerqY;) dh iqLrd rS;kj dh xbZ gSA dEI;wVj vkids fy, ,d u;k fo"k; gS ysfdu vkt bldh vko';drk
gj txg fn[kkbZ iM+rh gSA eksckby Vh-oh-] baVjusV] dEI;wVj bR;kfn vke&vkneh dh ftUnxh dk ,d fgLlk cu pqds
gSaA vktdy vki dEI;wVj ls lkjk dke dj ldrs gSaA lwpuk ek¡xus rFkk Hkstus] O;kikj] f'k{kk] [ksydwn] euksjatu] Ñf"k]
ns'k&fons'kksa ds lekpkj] fcfyax] fVdfVax vkfn vusd dk;Z fcuk dEI;wVj ds ugha fd, tk ldrs gSaA vkt ns'k dk dksbZ
xk¡o ,slk ugha tgk¡ eksckby u igq¡pk gks rFkk bUVjusV }kjk vki fdlh Hkh ns'k esa] dHkh Hkh fcuk [kpZ fd, vkeus&lkeus
cSBdj ckrphr dj ldrs gSaA nqfu;kHkj dh lwpuk,¡ vklkuh ls baVjusV }kjk fey tkrh gSaA

bl iqLrd esa vkius Lrj ̂ d* esa tks i<+k gS mls igys nksgjk,¡xs] lkFk esa oMZ izkslsflax] LizsM 'khV] izLrqrhdj.k (iztsUVs'ku)]
bUVjusV] bZ&esy vkfn dh iwjh tkudkjh nh xbZ gSA buesa mUgha phtksa dks crk;k x;k gS ftudh vke vkneh dks jkstejkZ
ds dkeksa esa t:jr gSA vke ftUnxh ls dEI;wVj dks dSls tksM+k tk ldrk gS rFkk jkst dh vko';drkvksa dks dSls vklku
cuk;k tk ldrk gS_ blds ckjs esa le>k;k x;k gSA

iqLrd ds fuekZ.k ds le; f'k{kkfFkZ;ksa dh n{krkvksa vkSj {kerkvksa dk fo'ks"k è;ku j[kk x;k gSA blesa tks Hkh Kku fn;k
x;k gS mlls f'k{kkfFkZ;ksa dks jkstkuk ds dke esa rqjUr ykHk gksxkA blesa dbZ txg vaxzsth 'kCnksa dk T;ksa dk  R;ksa bLrseky
fd;k x;k gSA esjs fopkj ls mu 'kCnksa dk fgUnhdj.k djus dh ctk; mUgsa oSls gh iz;ksx djuk Bhd jgsxkA

eq>s fo'okl gS fd ;g iqLrd vkidks rFkk ikBdksa dks #fpdj vkSj vkd"kZd yxsxhA eSa mu lHkh fo}kuksa dk vkHkkjh gw¡
ftUgksaus bl lkexzh dks #fpdj rFkk mi;ksxh cukus esa egRoiw.kZ Hkwfedk fuHkkbZ gSA eSa lHkh ds mTtoy Hkfo"; dh dkeuk
djrk gw¡A lkexzh esa lq/kj gsrq fo}kuksa rFkk ikBdksa ds fopkjksa dk Lokxr gSA

 ikB~;Øe fuekZ.k lfefr

vkils nks ckrsa
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ikB 1

iqujkoyksdu

bl ikB ls ge lh[ksaxs%

vkStkjksa o midj.kksa dks ifjHkkf"kr djukA
dEI;wVj D;k gS rFkk blosQ D;k&D;k iQk;ns gSa\
dEI;wVj dks pykuk] can djuk vkSj blosQ iz;ksx esa lko/kfu;k¡ cjrukA
dEI;wVj dk iz;ksx dgk¡&dgk¡ fd;k tk ldrk gS\
oMZ izkslslj esa iQkby cukuk] lso djuk vkSj feVkuk vkfnA

vki lksprs gksaxs fd dEI;wVj esa ,slh D;k fo'ks"krk gS ftlls iyd >idrs gh lHkh
phtsa [kqy tkrh gSa vkSj vkiosQ lkeus vk tkrh gSaA rRdky dksbZ Hkh lwpuk nqfu;k
esa dgha Hkh Hksth tk ldrh gS rFkk e¡xkbZ tk ldrh gSA vxj vki fy[kus esa xyrh
djrs gSa] rks lq/kjus osQ fy, Hkh rjhdk gSA blosQ vn~Hkqr dkjukes dks ns[kdj vkiosQ
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eu esa Hkh iz'u mBrk gksxk fd ;g lc dSls gksrk gS\

pkYlZ cScst uked cqf¼thoh dks dEI;wVj dk firkeg dg ldrs gSaA mUgksaus cgqr
ls vfo"dkj fd,] exj lc yksxkas dh le> esa ugha vk,A muosQ dke dks csdkj dk
ikxyiu dgdj mudh g¡lh mM+kbZ xbZA mudk dEI;wVj dk vkfo"dkj gekjs fy,
vkt ekxZn'kZd gSA vkt ge ftl dEI;wVj dks ns[krs gSa] og dbZ ihf<+;ksa ls xqtj
pqdk gSA gj ,d ih<+h esa dksbZ uk dksbZ deh jg tkrh gSA mUgha dfe;ksa dks iwjk
djrs&djrs izR;sd ih<+h esa u,&u, lq/kj gksrs x,A vkt gekjs lkeus tks dEI;wVj
gS] og ik¡poha ih<+h dk gSA dEI;wVj ckgj ls oSQlk fn[krk gS og fp=k&1-1 esa vkSj
vUnj ls oSQlk fn[krk gS og fp=k&1-2 esa ns[kk tk ldrk gSA

fp=k&1-1 dEI;wVj
dhcksMZ

ekml

lh-ih-;w-

ekWuhVj
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  fp=k&1-2 dsfcusV@lh-ih-;w- dk vkarfjd fp=k

dEI;wVj dh xfr cgqr rst gksrh gSA ;g ,d lsosQ.M esa bruk dke dj ldrk gS
ftruk ,d vkneh dbZ ?kaVksa] dbZ fnuksa esa Hkh ugha dj ldrkA dEI;wVj ds dkj.k
gh euq"; pUnzek ij igq¡p ldkA ekSle dh Hkfo";ok.kh dEI;wVj ls dh tkrh gSA
dEI;wVj ls gh vktdy lwpuk,a Hksth tkrh gSaA

euq"; Hkwy ldrk gS exj dEI;wVj ugha Hkwy ldrkA dbZ o"kks± dk fy[kk gqvk vkadM+k
dqN lsds.Mksa esa ns[kk tk ldrk gSA

dEI;wVj jksT+kejkZ osQ dkedkt dk Hkh vko';d vax cu x;k gSA blh dkj.k vkt
dk ;qx dEI;wVj dk ;qx dgykrk gSA

dEI;wVj dh x.kuk@vfHkdyu 100» lVhd gksrh gSA bldh mi;ksfxrk gj txg gSA
dEI;wVj }kjk ,d rjiQ ijh{kk osQ ifj.kke fudy jgs gksrs gSa rks nwljh rjiQ fctyh
osQ fcyA dEI;wVj dbZ izdkj osQ dke djrk gS] tSls&

1- dEI;wVj buiqV&vkmViqV midj.kksa osQ ekè;e ls lwpuk ;k MkVk dk ckgjh
nqfu;k ls vknku&iznku djokrk gSA
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2- osQUnzh; lalk/u bdkbZ (lh- ih- ;w-) lwpuk dks vUnj gh vUnj ,d txg
ls nwljh txg cny nsrk gSA

3- ;g vc xf.kr ds lkFk&lkFk lwpuk dk rqyukRed fo'ys"k.k Hkh djrk gSA

4- izksxzke fy[kdj gtkjksa dke dEI;wVj ls djk, tk ldrs gSaA

dEI;wVj esa Lopkyu dk xq.k Hkh gksrk gSA dsoy dh&cksMZ dk ,d cVu nckus dh
t:jr gSA

igys ge d{kk 3 rd blosQ ckjs esa oqQN tkudkjh gkfly dj pqosQ gSaA vkb, mldks

nksgjk,aA

geus rhljh d{kk esa dEI;wVj osQ ckjs esa tkuk Fkk fd dEI;wVj ,d bysDVªkWfud e'khu
gSA ;g gekjs vkns'kksa osQ vuqlkj dke djrk gSA vkt dk ;qx dEI;wVj dk ;qx gSA
tc vki fdlh dk;kZy; esa tkrs gSa rks ns[krs gSa fd ogk¡ ij vc igys dh rjg
iQkbyksa dk <sj ugha yxk gksrk] cfYd dEI;wVj gh mudh txg j[kk gksrk gSA

tc vki jsyos fVdV cqd djkus tkrs gSa rks ns[krs gSa fd fVdV f[kM+dh ij Hkh
dEI;wVj ls gh cq̄ dx gksrh gSA bl izdkj vki eglwl djsaxs fd dEI;wVj vktdy
gekjs thou dk egRoiw.kZ fgLlk cu x;k gSA

vc rd geus i<+k fd dEI;wVj cgqr gh rst xfr ls dke djrk gSA ;g fcuk xyrh
fd, vkSj fcuk FkosQ yacs le; rd dke dj ldrk gSA ;g gesa lgh ifj.kke nsrk
gS vkSj cgqr vf/d tkudkfj;ksa dks lqjf{kr j[k ldrk gSA
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1-1 dEI;wVj D;k gS rFkk blosQ D;k&D;k iQk;ns gSa\

dEI;wVj ,d bysDVªkWfud e'khu gS tks gekjs }kjk fn, x, vkns'kksa osQ vuqlkj dke
djrh gSA

dEI;wVj osQ dbZ vax (Parts) gksrs gSa tSls& ekWuhVj] lh-ih-;w-] dh&cksMZ] ekml
vkfnA

vc ls igys VkbijkbVj osQ }kjk i=k] if=kdk;sa vkSj ys[k vkfn fy[ks tkrs Fks ysfdu
xyfr;ka gksus osQ ckn mls lqèkkjus osQ fy, jcM+ ls feVk dj nksckjk Vkbi fd;k tkrk
FkkA vc dEI;wVj osQ iz;ksx ls bl leL;k ls cpk tk ldrk gSA vc rks dEI;wVj
us VkbijkbVj dk LFkku ys fy;k gS vkSj mlls lqanj vkSj rst xfr ls dke djrk gSA

dEI;wVj esa miyC/ fofHkUu izksxzkeksa dh lgk;rk ls vusd izdkj osQ dke fd, tk
ldrs gSaA dEI;wVj ls gksus okys oqQN iQk;ns uhps fn, x, gSa&

dEI;wVj ls ge viuk y?kq&O;olk; [kksy ldrs gSa ftlesa i=k&if=kdk;sa Nkiuk]
'kknh o vU; vk;kstuksa osQ dkMZ Nkiuk vkfn gks ldrs gSaA

dEI;wVj ls ge fcuk dgha x, jsyos fVdV] gokbZ tgkT+k osQ fVdV ;k cl esa
lhV cqd djok ldrs gSaaA blesa baVjusV dh lqfo/k gksuk vko';d gSA
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dEI;wVj ls ge lHkh fo"k;ksa] tSls& fgUnh] xf.kr] foKku vkfn osQ ckjs esa lwpuk
bdV~Bh dj ldrs gSaA

   

dEI;wVj ls ge òQf"k osQ ;a=kksa] chtksa vkSj u;h rduhdh osQ ckjs esa tku ldrs gSaA

dEI;wVj ls ge ikuh] fctyh] VsyhiQksu] eksckby] ØsfMVdkMZ vkfn ds fcy tek
djk ldrs gSaA

dEI;wVj esa ge euksjatu osQ fy, [ksy Hkh [ksy ldrs gSaA

dEI;wVj ls ge ns'k nqfu;k dh [kcjas] ekSle dk gky tku ldrs gSaA

bl izdkj ge dg ldrs gSa fd dEI;wVj gekjs thou esa egRoiw.kZ Hkwfedk fuHkk jgk
gSA
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1-2   dEI;wVj dks pykuk] can djuk o lkoèkkfu;k¡ cjruk

dEI;wVj ,d e'khu gS blfy, bls pykus] can djus o j[k&j[kko esa lko/kfu;k¡
cjruh pkfg,A vkb, igys ge dEI;wVj dks pykus osQ rjhosQ dks nksgjk,¡%

lcls igys nhokj esa yxs fctyh osQ cVu dks pkyw djsa tgk¡ ;w-ih-,l- dh rkj
yxh gSA

blosQ ckn ;w-ih-,l- esa lkeus dh vksj yxk ikoj cVu nck,aA blosQ ckn lh-
ih-;w- rFkk ekWuhVj dk ikoj cVu nck,¡A

vc vki ns[ksaxs fd ekWuhVj ij oqQN fy[kk gqvk vk tk,xkA ;g dEI;wVj dh
Lo;a dks pykus dh izfØ;k gSA bls cwfVax dgrs gSaA

blosQ ckn ekWuhVj ij MsLdVkWi fn[kkbZ nsxk tks uhps ds fp=k la[;k 1-3 ls
feyrk&tqyrk gksxkA

fp=k 1-3
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 è;ku nsa

;fn fn, x, funsZ'kksa dks iwjk djus osQ ckn Hkh MsLdVkWi ugha [kqyrk gS] rks laHko gS

fd vkius funsZ'kksa dk ikyu lgh Øe esa u fd;k gks vFkok dEI;wVj esa rduhdh

[kjkch vk x;h gksA bl fLFkfr esa iwjh izfØ;k iqu% nqgjk,aA

vc ge dEI;wVj dks can djus dk rjhdk nksgjk,¡xs

MsLdVki ds ck,a fgLls esa uhps dh vksj LVkVZ ij fDyd djsaA ,slk djus ij tks esU;w

[kqysxk] mlesa 'kVMkmu (SHUT DOWN) fodYi ij fDyd djsa vkSj oqQN le; ckn

dEI;wVj 'kV Mkmu (can) gks tk,xkA vc ;wih,l dk ikoj cVu can dj nsa vkSj nhokj

esa yxs ikoj cVu dks Hkh can dj nsaA vkb,] dEI;wVj ds j[k&j[kko o lko/fu;ksa dks

Hkh nksgjk,¡A

dEI;wVj osQ j[k&j[kko ls lacaf/r oqQN lko/kfu;ka fuEufyf[kr gSa%

dEI;wVj dks ges'kk lgh rjhosQ ls pyk,¡ o can djsaA

dEI;wVj dks /wy&feV~Vh ls cpk,a vkSj lkFk gh ;g Hkh è;ku j[ksa fd dh&cksMZ

ij dksbZ rjy inkFkZ u fxjus ik,A

dEI;wVj dks ges'kk ;w-ih-,l (U.P.S) osQ lkFk gh iz;ksx djsa ftlls vpkud

fctyh pyh tkus osQ dkj.k MkVk dks cpk;k tk losQA

dEI;wVj dks pkyw djosQ ekWuhVj vkSj lh-ih-;w- dks <d dj u j[ksa D;ksafd ,slk

djus ls ;s vf/d xje gksdj [kjkc Hkh gks ldrs gSaA

ns[ksa vkius D;k lh[kk\  1-1

lgh ij (3) vkSj xyr ij (2) dk fu'kku yxkb,%

(i) dEI;wVj fcuk xyrh fd, dke ugh dj ldrkA ( )
(ii) MsLdVkWi ij LVkVZ (Start) cVu gksrk gSA ( )
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(iii) dEI;wVj }kjk fcuk bUVjusV ds fVdV cqd djk ldrs gSaA ( )

(iv) dEI;wVj ij /wy&feV~Vh dk dksbZ izHkko ugh iM+rkA ( )

(v) dEI;wVj dks ges'kk ;w-ih-,l- ds lkFk gh iz;ksx djuk pkfg,A ( )

 1-3  dEI;wVj dgk¡&dgk¡ dke vkrk gS\

dEI;wVj us gekjh thou&'kSyh dks cny fn;k gSA yxHkx lHkh dkeksa esa dEI;wVj
lgk;d gks jgk gSA ns'k&nqfu;k dh lHkh [kcjsa ?kj cSBs dEI;wVj esa baVjusV dh lgk;rk
ls fey tkrh gSA jksT+kxkj osQ u;s volj fey jgs gSaA LowQyksa esa dEI;wVj }kjk cPpksa
dks fofHkUu tkudkfj;k¡ nh tkrh gSaA vLirky esa ejhtksa osQ uke o irs osQ lkFk mudh
chekfj;ksa dk fjdkWMZ j[kk tkrk gSA o`Qf"k osQ {ks=k esa ubZ rduhdh vkSj chtksa osQ fo"k;
esa irk py tkrk gSA

,sls gh dEI;wVj vU; {ks=kksa esa Hkh eq[; Hkwfedk fuHkkrk gSA tSls%

f'k{kk  ekSle foHkkx

fiQYe m|ksx  cSad

foKku  m|ksx

;krk;kr  iSQ'ku

lwpuk izlkj.k  [ksy

1-4 oMZ izkslslj esa iQkby cukuk] lso djuk o [kksyuk

dEI;wVj esa Vkb¯ix djuk] nLrkosT+k dks O;ofLFkr djuk] vkfn dk;k±s dks oMZ izkslsflax
dgk tkrk gS vkSj ftl izksxzke dh lgk;rk ls ;g dk;Z fd;k tkrk gS mls oMZ izkslslj
dgrs gSaA
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vkb, igys oMZ izkslslj ,e,l&oMZ (MS-WORD) [kksysa%

MsLdVkWi ij uhps ck,a dksus ij LVkVZ (START) cVu ij fDyd djsa (fp=k 1-3
nsa[ks)  fiQj vkWy izksxzke (All Programs) fodYi vk,xk  blesa ekbØkslkÝV
vkWfiQl (Microsoft Office) fodYi pqusa  vc nh xbZ lwph esa ekbØkslkÝV oMZ
2007 (Microsoft Word 2007) ij fDyd djsaA vkiosQ lkeus oMZ izkslslj [kqy
tk,xkA tSlk fd uhps fp=k 1-4 esa fn[kk;k x;k gSA

fp=k 1-4% ekbØkslkÝV oMZ

1-4-1  iQkby lso djuk

Åij fp=k esaa ns[ksa rks ;gk¡ MkD;wesaV (nLrkosT+k) dk uke MkD;wesaV (Document1)

fy[kk gSA mnkgj.k ds fy, bls ge MsLdVkWi ij bf.M;k bT+k ekbZ dUVªh (India is my

country) osQ uke ls lso djsaxsA iQkby lso djus osQ dbZ rjhosQ gSaA ftlesa igyk
rjhdk ;g gS fd u;k MkD;wesaV [kksyus osQ ckn mlesa oqQN fy[k ysrs gSa] fiQj vkWfiQl
cVu ij fDyd djsaxsA
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,slk djus ij ,d esU;w [kqysxk ftlesa dbZ fodYi gksaxsA muesa ls lso (Save) fodYi
ij fDyd djsa rks lso ,T+k (Save As) foUMks [kqysxh (fp=k 1-5)tgk¡ iQkby uke (File

Name) osQ vkxs fn, LFkku ij iQkby dk uke ̂ bfUM;k bt ekbZ dUVªh* (India is My

Country) fy[ksa vkSj lso cVu nck,aA ,slk djus ij MkD;wesaV lqjf{kr gks tk,xkA

vkWfiQl cVu  lso (Save) lso ,t foUMks (Save as window) ;gk¡ iQkby dk

uke Mkysa  lso (Save) cVu nck,aA

fp=k 1-5% iQkby lso djuk

^bfUM;k bt ekbZ dUVªh*
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iQkby lso djus osQ nwljs rjhosQ esa igys ge dh&cksMZ ij dUVªksy$,l (Ctrl + S)

cVu nck,¡xsA ,slk djus ij Hkh lso ,sT+k foaMks (fp=k 1-5) [kqysxhA blesa ge ns[ksaxs
fd ck;ha rjiQ MsLdVkWi (Desktop) vkWI'ku (fodYi) gS ;gk¡ fDyd djsa] fiQj uhps
dh vksj fn, x, iQkby use (File Name) osQ lkeus fn, LFkku ij ̂ bfUM;k bt ekbZ
dUVªh* (India is my country) fy[ksa vkSj uhps nk,a dksus ij fn, lso (Save) cVu
dks nck,a vc vkidk MkD;wesaV bfUM;k bt ekbZ dUVªh (India is my country) osQ
uke ls lso gks x;k gSA tc ge iQkby dks lso (lqjf{kr) djrs gSa rks ge mls ckn
esa dHkh Hkh [kksydj iqu% mi;ksx dj ldrs gSaaA

1-4-2 igys ls cuh gqbZ iQkby@MkD;wesaV dks [kksyuk

igys ge oMZ izkslslj [kksysaxs ftldk rjhdk ge igys tku pqosQ gSaA

vc MkD;wesaV [kksyus osQ fy, dUVªksy$vks (Ctrl + O) cVu dh&cksMZ dh lgk;rk
ls nck,axs rks uhps fp=k 1-6 dh rjg Mk;ykWx ckWDl [kqysxk ftlesa ckb± vksj lwph
esa MsLdVkWi fodYi ij fDyd djsaxs rks nk;ha vksj MsLdVkWi dh lHkh iQkbysa fn[kkbZ
nsaxh tgk¡ gekjh igys lso dh gqbZ iQkby bfUM;k bt ekbZ dUVªh (India is my

country) gksxh bl ij fDyd djsa vkSj vksiu (open) cVu nck,a rks og iQkby [kqy
tk,xhA

fp=k& 1-6
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1-4-3  iQkby fMyhV djuk (feVkuk)

vius dEI;wVj osQ MsLdVkWi ij ge ns[ksaxs fd bfUM;k bt ekbZ dUVªh (India is my

country) uke dh iQkby j[kh gS ml ij ,d ckj jkbV fDyd djsa  vkSj fn, x,
fodYiksa (fp=k la[;k 1-7) esa ls MhyhV (Delete) vkWI'ku dks fDyd djsa (;k fiQj
iQkby ij fDyd djds dh&cksMZ ij MhyhV (Delete) cVu nck,a) ,slk djus ij
,d Mk;ykWx ckWDl [kqysxk tks vkidh vuqefr ek¡xsxk fd vki iQkby fMyhV djuk
pkgrs gSa (fp=k la[;k 1-8) vkSj nks fodYi ;l (Yes) ;k uks (No) fn, gksaxsA vxj
vki ;l (Yes) ij fDyd djsaxsa rks vkidh iQkby fMyhV gks tk,xhA vxj fMyhV
u djuk pkgsa rks uks (No) cVu ij fDyd djsaA

fp=k 1-7

fp=k 1-8
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ns[ksa vkius D;k lh[kk\  1-2

[kkyh txg esa lgh 'kCn Hkfj,&

(i) oMZ izkslslj esa lso (Save) cVu }kjk iQkby --------------------- dh tkrh gSA
(lqjf{kr] fMyhV)

(ii) dEI;wVj ,d ----------- ls pyus okyh e'khu gSA (fctyh] ikuh)

(iii) ----------------------------- ls igys cuk;h x;h iQkby dks [kksyk tk ldrk gSA
(Ctrl + S) dUVªksy $ ,l] dUVªksy $ vks (Ctrl + O)

(iv) --------------------------- cVu }kjk iQkby dks dEI;wVj ls gVk;k tk ldrk gSA
(fMyhV] ,aVj)

(v) oMZ izkslsflax dk dke -------------- esa gksrk gSA  (oMZ izkslslj] MsLVVkWi)

vkb, nksgjk,¡

1- dEI;wVj fctyh ls pyus okyh e'khu gS tks gekjs vkns'kksa osQ vuqlkj dke
djrh gSA

2- dEI;wVj rst xfr ls dke djrk gSA ;g fcuk xyrh fd, vkSj fcuk FkosQ yacs
le; rd dke dj ldrk gSA

3- vkt yxHkx lHkh {ks=kksa esa dEI;wVj dk iz;ksx gks jgk gS tSls o`Qf"k] f'k{kk] jsyos]
[ksy] vLirky vkfnA

4- dEI;wVj dks lko/kuhiwoZd pykuk o can djuk pkfg,A

5- oMZ izksls̄ lx Vkb¯ix djuk vkSj nLrkost dks O;ofLFkr djus dks dgk tkrk gSA

6- oMZ izkslslj dks [kksyus osQ fy, LVkVZ  vkWy izksxzke  ekbØkslkÝV vkWfiQl
 ekbØkslkÝV oMZ 2007 ij fDyd djosQ [kksyk tk ldrk gSA

7- oMZ izkslslj ls MkWD;wesaV dks cukuk] lqjf{kr djuk vkSj [kksyuk vkfn dke fd,
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tk ldrs gSaA

8- dUVªksy$,l (Ctrl + S) dh lgk;rk ls ge MkD;wesaV lso dj ldrs gSaA

9- dUVªksy$vks (Ctrl + O) dh lgk;rk ls igys lso dh xbZ iQkby dks [kksy ldrs
gSaA

10- ge vius MkD;wesaV@iQkby dks fMyhV cVu nckdj fMyhV dj ldrs gSaA



16

vH;kl

iz'u 1 fuEufyf[kr iz'uksa ds mÙkj nhft,

(i) dEI;wVj D;k gS\

(ii) oMZ izkslsflax fdls dgrs gSa\

(ii) oMZ izkslslj dSls [kksyk tkrk gS\

iz'u 2- lgh ij (33333) vkSj xyr ij (22222) dk fu'kku yxk,a

(i) dEI;wVj }kjk Lo;a dks pykus dh izfØ;k dks cwfVax dgrs gSaA ( )

(ii) dEI;wVj fcuk Fkds yEcs le; rd dke dj ldrk gSA ( )

(iii) dEI;wVj fliQZ xse [ksyus ds dke vkrk gSA ( )

(iv) dUVªksy$,l (ctrl+s) cVu ls iQkby [kqyrh gSA ( )

(v) dEI;wVj }kjk Ñf"k ds {ks=k esa u;s chtksa vkSj rduhdh dh tkudkjh feyrh
gSA ()

iz'u 3- [kkyh txg esas lgh 'kCn Hkjsa&

(i) dEI;wVj dks cUn djus ds fy, ------------- cVu nckuk (fDyd) gksrk gSA
('kV Mkmu] lso)

(ii) MsLdVkWi ij ------------- cus gksrs gSaA (vkbdkWu] iQkeZwyk)

(iii) fdlh iQkby ij jkbV fDyd djds ------------------ fodYi pqudj iQkby
fMyhV dh tk ldrh gSA (fMyhV] lso)

iz'u 4- lgh mÙkj ij (33333) fu'kku yxkb,

(i) fdl O;fDr dks dEI;wVj dk firkeg dg ldrs gSa\

(d) fcy xsV~l ([k) pkYlZ cScst

(d) jru VkVk (?k) fizal pkYlZ

(ii) dEI;wVj ls jsyos fVdV cqd djus ds fy, fdldk gksuk vko';d gS\
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(d) baVjusV ([k) oMZ izkslslj

(x) LizsM'khV (?k) ,e- ,l- isaV

(iii) oMZ izkslslj esa D;k&D;k dke fd, tk ldrs gSa\

(d) fp=k Mkyuk ([k) Vscy Mkyuk

(x) Vkbi djuk (?k) fn, x, lHkh dke

iz'u 5- tksM+s feyk,¡

dkWye (d) dkWye ([k)

i. vkt gekjk dEI;wVj d- tUe&i=kh cuk;h tkrh gSA

ii. oMZ izkslslj [k- ik¡poh ih<+h dk gSA

iii. dEI;wVj ls x- 'kV Mkmu cVu nck,¡A

iv. dEI;wVj dks can djus ds fy, ?k- ,e-,e- oMZ 2007 gSA
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mÙkj ekyk

vkb, ns[ksa vkius D;k lh[kk

1-1

(i)  2 (ii)  3 (iii)  2 (iv)  2

(v)  3

1-2

(i) lqjf{kr (ii) fctyh (iii) daVªksy$vks (ctrl+o)

(iv) fMyhV (v) oMZ izkslslj

vH;kl

1-

(i) dEI;wVj ,d bysDVªfud (fctyh) ls pykus okyh e'khu gSA ;g gekjs
vkns'kksa ds vuqlkj dke djrh gSA

(ii) dEI;wVj esa Vkbfiax djuk o mls O;fDro djuk vkfn dks oMZ izkslsflax
dgk tkrk gSA

(iii) oMZ izkslslj [kksyus ds fy, LVkVZ cVu → vkWy izksxzke → ekbØks
lkWÝV vkWfiQl 2007 ekbØks lkWÝV oMZ 2007 ij fDyd djds [kksyk
tk ldrk gSA

2-

(i)  3 (ii)  3 (iii)  2 (iv)  2
(v) 3

3-

(i) 'kV Mkmu (ii) vkbdkWu (iii) fMyhV

4-

(i) 1 (ii) 1 (iii) 4



19

5-

(i) 2 (ii) 4 (iii) 1 (iv) 3

vkb,] djds ns[ksa

(i) vius tUefnu ikVhZ ds fy, i=k Vkbi djds lcdks HksatsA

(ii) utnhdh lkbcj dSiQs tkdj fVdV cqd djkus ds fy, usV ij rjhdk
lh[ksaA
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ikB 2

oMZ izksls¯lx% fo'ks"krk,¡

bl ikB ls ge lh[ksaxs%

oMZ izksls̄ lx D;k gS\
oMZ izksls̄ lx dgk¡&dgk¡ dke vkrh gS\
oMZ izksls¯lx esa lgh <ax ls dke djus osQ rjhosQA
oMZ izksls̄ lx esa Vscy cukus vkSj MkVk Hkjus dk rjhdkA
MkWD;wesaV esa fp=kksa dks Mkyuk vkSj lgh rjhosQ ls yxkukA
fgUnh Vkb¯ix osQ fy, Hkk"kk cnyus dk rjhdkA
lwpuk vkSj MkVk dks feykdj vyx&vyx yksxksa dks Hkstus dk rjhdk
(esy&etZ)A

igys tc VkbfiLV VkbijkbVj ij Vkbi djrs Fks rks lkekU;r;k dgha u dgha xyrh
jg tkrh FkhA fiQj u;k dkxt Mkydj nksckjk Vkbi djuk iM+rk FkkA Vkbi djosQ og
dkxT+k vf/dkjh dks fn[kkrs FksA ;fn vf/dkjh mlesa xyfr;k¡ fudkyrk Fkk ;k nks
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ykbu tksM+ nsrk Fkk] rc rhljh ckj fiQj Vkbi djuk iM+rk FkkA

bl rjg dh vusd ijs'kkfu;ksa ls cpus osQ fy, vkSj lqUnj ls lqUnj i=k (ySVj) Vkbi
djus osQ fy, vki ,e- ,l- oMZ lkWÝVos;j esa dke dj ldrs gSaA bldh lgk;rk
ls vki viuh ilan dh LVkby esa fpfV~B;k¡ fy[k ldrs gSaA tgk¡ pkgs ogk¡ v{kj]
'kCn] ykbu] iSjkxzkiQ vkfn tksM+ ldrs gSa rFkk gVk ldrs gSaA dksbZ Hkh ifjorZu ;k
lq/kj vklkuh ls dj ldrs gSaA blosQ }kjk fdlh Hkh nLrkost dks rS;kj djds
dEI;wVj dh eSeksjh esa lqjf{kr (lso) fd;k tkrk gSA nLrkost osQ iw.kZ rS;kj gksus rFkk
la'kks/u gksus osQ i'pkr~ mldks ¯izV (Nki) fd;k tkrk gSA

fp=k 2-1
oMZ izkslslj ls vusd :i esa nLrkostksa dks Vkbi dj ldrs gSa rFkk eupkgs <ax ls
ist dks ltk (iQksjes̄ Vx) ldrs gSaA blesa fofHkUu vkdkj osQ v{kjksa dks dbZ :iksa
esa Vkbi dj ̄izV fy;k tk ldrk gSA oMZ izkslslj esa ge fdlh 'kCn] ykbu ;k iSjkxzkiQ
dks vyx rjg ls n'kkZ ldrs gSaA blosQ }kjk es¯yx yscy rFkk fyiQkiQksa ij irs ̄ izV
djuk vklku jgrk gSA ge 'kCnksa esa gksus okyh xyfr;ksa dh tk¡p dj ldrs gSaA xyfr;k¡
gksus ij mlesa lq/kj fd;k tk ldrk gSA blesa vxj vkidks dksbZ Lis¯yx ugha ekywe gks rks
fMD'kujh gksrh gSA ftlls Lis̄ yx lgh dh tk ldrh gSA vxj xyrh ls dksbZ ykbu
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;k iSjkxzkiQ gV tkrk gS rks mls nksckjk Hkh yk;k tk ldrk gSA ge ekftZu ls̄ Vx] ykbu
ls¯Vx] Vscy ls¯Vx rFkk laiw.kZ ikB dks cny ldrs gSaA gj phT+k dks fp=k lfgr cM+h
liQkbZ o lqUnjrk osQ lkFk ist esa fiQV dj ldrs gSaA blesa xf.kr osQ fpUgksa dk Hkh
iz;ksx dj ldrs gSaA

oMZ izksls̄ lx }kjk fjiksVZ] Mkd lwph] MkbjsDVjh] osQVykWx (ewY; lwph) rFkk iqLrd
ys[ku fd;k tk ldrk gSA

oMZ izksls̄ lx esa dh&cksMZ] ekWuhVj] LVksjst midj.k rFkk ̄ izVj vkfn dk mi;ksx gksrk
gSA

vkb,] oMZ izkslsflax osQ ckjs esa tkusaA

 2-1  oMZ izksls̄ lx D;k gS\

dEI;wVj esa Vkb¯ix djuk] MkWD;wesaV esa fy[kh xbZ lkexzh dks rjhosQ ls yxkuk ^oMZ
izksls̄ lx* dgykrk gSA ftl izksxzke dh lgk;rk ls ;g dk;Z gksrk gS mls ̂ oMZ izkslslj*
dgrs gSaA vc rd ge oMZ izkslslj esa iQkby cukuk] lso djuk vkSj cuh iQkbyksa dks
fMyhV djuk lh[k pqosQ gSaA vkxs ge Vscy cukuk] fp=k yxkuk vkSj esy&etZ djuk
lh[ksaxsA

 2-2 oMZ izkslslj dgk¡&dgk¡ dke vkrk gS\

ge oMZ izkslslj ls lacaf/r lkekU; ckrksa dks Lrj ^d* dh csfld dEI;wVj dkS'ky
dh iqLrd esa tku gh pqosQ gSaA vkb, ;g tkusa fd oMZ izkslslj dgk¡&dgk¡ dke vk
ldrk gSA

fdlh dk;kZy; esa ukSdjh osQ vkosnu osQ fy, ge viuk fooj.k ck;ks&MkVk
(BIO-DATA) cuk dj ¯izV dj ldrs gSaA

ge dk;kZy; esa fdlh dk;Z osQ fy, izkFkZuk&i=k fy[kdj ns ldrs gSaA

LowQy ls vodk'k osQ fy, izkFkZuk&i=k fy[k ldrs gSaA

fookg] tUefnu o vU; izdkj ds vk;kstuksa osQ fy, i=k esa lacaf/;ksa ds uke o
irs Nki ldrs gSaA

vius ikB ds uksV~l cuk ldrs gSaA
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fdlh fo"k; ls lacaf/r ys[k fy[k ldrs gSaA

fdlh Hkh dk;ZØe dh fjiksVZ Nki ldrs gSaA

2-3 oMZ izksls¯lx esa lgh <ax ls dke djus dk rjhdk@lko/kfu;k¡
oMZ izkslslj esa dke djus osQ fy, oqQN ckrksa dk è;ku j[kuk vko';d gS] tSls&

tc ubZ iQkby [kksysa rks [kksyrs gh mls fdlh uke ls lso dj ysa] rkfd fctyh
tkus dh fLFkfr esa gekjk dke lqjf{kr cp tk,A

iQkWjeS̄ Vx djrs le; v{kjksa ds vkdkj dk è;ku j[ksa tks fd i<+us esa vklku gks
vkSj ykbuksa osQ chp dh nwjh Hkh Bhd gksA

MkWD;wesaV fy[krs le; O;kdj.k o 'kCn laca/h xyfr;ksa dk Hkh è;ku j[ksaA oMZ
izkslslj Lo;a Hkh O;kdj.k o 'kCn dh xyfr;ka lq/kjus osQ fy, lq>ko nsrk gSA

oMZ izkslslj esa dke djrs le; ;fn dksbZ dfBukbZ vkrh gS rks ;g gesa lgk;rk
Hkh iznku djrk gSA

oMZ izkslslj esa 'kCnksa] iafDr;ksa (ykbusa) vkSj iUuksa dh la[;k Hkh fxuh tk ldrh gSA

 ns[kas vkius D;k lh[kk  2-1

lgh ij (33333) dk rFkk xyr ij (22222) dk fu'kku yxk,¡

(i) dEI;wVj esa ftl izksxzke dh lgk;rk ls oMZ izkslsflax fd;k tkrk gS mls
oMZ izkslslj  dgrs gSaA ( )

(ii) ,e-,l- oMZ esa Lisfyax dks lgh ugha fd;k tk ldrkA ( )

(iii) ,e-,l- oMZ MkWD;wesaV esa fp=k ugha yxk;k tk ldrkA ( )

(iv) oMZ izkslslj esa dke djus esa dfBukbZ vkus ij lgk;rk Hkh miyC/ gSA (  )

(v) oMZ izkslslj }kjk fdlh Hkh dk;Z dh fjikVZ Nki ldrs gSaA ( )

2-4 oMZ izkslslj esa Vscy cukuk vkSj MkVk Hkjus dk rjhdk

vkb, igys Vscy osQ fo"k; esa oqQN tku ysaA tc oqQN vkM+h vkSj lh/h js[kkvksa dks
FkksM+h&FkksM+h nwjh ij [khapk tk, rks Vscy curh gSA bls uhps fn, x, mnkgj.k ls
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le>k tk ldrk gSA

ge ;g dg ldrs gSa fd Vscy dkWye vkSj jks ls curh gSA dkWye vkSj jks dh lgk;rk
ls lsy curs gSa tgk¡ ge MkVk Hkjrs gSaA Vscy cukus osQ ckn ge mlesa viuk MkVk

fp=k 2-2
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Mky ldrs gSaA
vkb, oMZ izkslslj esa Vscy cukuk vkSj mlesa MkVk Hkjuk lh[krs gSaA
lcls igys ge oMZ izkslslj [kksysaxsA oMZ izkslslj [kksyus dk rjhdk ge igys gh tku
pqosQ gSaA

è;ku nsa % bl mnkgj.k esa ge pkj dkWye vkSj pkj jks okyh Vscy cukuk lh[ksaxsA
Åij fn, x, fp=k osQ vuqlkj ge 4 × 4 Vscy cukuk lh[ksaxsA blds fy, lcls igys
oMZ izkslslj dh foUMks esa bUlVZ (Insert) VSc ij fDyd djsaxsA blosQ ckn Vscy
fodYi (2 ua-) ij fDyd djsaxsA fiQj mlosQ uhps pj.k&3 dh rjg oqQN ckWDl
cus vk,axs mlesa ge ekml dh lgk;rk ls 4 ckWDl dkWye osQ rkSj ij vkSj 4 ckWDl
jks osQ rkSj ij pqusaxs vkSj gekjh [kkyh Vscy MkWD;wesaV esa vk tk,xhA
vkb,] bls ge uhps fn, x, fp=k dh lgk;rk ls le>rs gSaA ftlesa 4 dkWye vkSj
4 jks dh Vscy cuh gqbZ gSA Vscy bUlVZ djus ls igys ge mlosQ Åij dh gs̄ Mx
fy[k ldrs gSaA
fp=k la[;k 2-3 esa ge ns[k ldrs gSa fd Vscy esa pkj dkWye vkSj 4 jks gSa] vc

ge mlesa MkVk Hkjuk lh[ksaxsA ftl lsy ckWDl (box) esa MkVk Mkyuk gks mlesa fDyd
djsaxs vkSj dh&cksMZ ls uhps nh x;h Vscy dk MkVk oMZ izkslslj esa Hkjsaxs %

fp=k 2-3
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Vscy&1% deZpkfj;ksa dk MkVk
Øe la[;k uke mez tkfr

1 veu 28 vuqlwfpr tkfr
2 vuhrk 25 vukjf{kr
3 ';ke 35 vU; fiNM+k oxZ

gekjs }kjk Vscy esa MkVk Mkyus osQ ckn oMZ izkslslj esa Vscy uhps ds fp=k esa fn[kkbZ xbZ gSA
vc rd ge Vscy cukuk vkSj mlesa MkVk Mkyuk lh[k pqosQ gSa rks vc ge Vscy

fp=k 2-4

ls lacaf/r dk;ks± tSls LowQy esa cPpksa osQ uke dh lwph] ?kjsyw lkekuksa dh lwph]
esgekuksa dh lwph vkfn cuk ldrs gSaA

 2-5  MkWD;wesaV (nLrkost) esa fp=kksa dks Mkyuk vkSj lgh <ax ls yxkus dk rjhdk
oMZ izkslslj esa ge fp=k Hkh Mky ldrs gSa D;ksafd fdlh fo"k; dks fp=k dh lgk;rk
ls vklkuh ls le>k o le>k;k tk ldrk gSA tSls vxj ge iwQyksa osQ fo"k; esa fy[k
jgs gSa rks fofHkUu izdkj osQ iwQyksa osQ fp=k viuh iQkby esa Mkydj mls vklkuh ls
le>k ldrs gSaA
vc ge ;g lh[ksaxs fd iQkby esa fp=k oSQls Mkyk tk, vkSj mls fdl izdkj  ls
fn[kk;k tk,A
iQkby esa tgk¡ ij fp=k Mkyuk gks ogk¡ ij fDyd djds viuk djlj j[kasxsA
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vc MkWD;wesaV foUMks esa fn, bUlVZ VSc ij fDyd djsaxs (fp=k 2-5 (a) ua- fodYi)

fp=k 2-5 (a)

fp=k 2-5
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fp=k 2-5(b)

,slk djus ij byLVªs'ku (Illustration) xzqi uhps dh vksj fn[kkbZ nsxk (fp=k 2-5(b)
ua-2fodYi) ogka fiDpj uke osQ cVu ij fDyd djsaxs (fp=k 2-5(c) ua-3fodYi)A

vc gekjs lkeus bUlVZ fiDpj MkW;ykWx ckWDl [kqysxk (fp=k 2-5(b) ua-4 fodYi)

è;ku nsa% ;gk¡ ge MsLdVkWi ij j[ks ÝykWoj-ts-ih-th- fp=k dks MkWD;wesaV esa
Mkyuk lh[ksaxsA vkiosQ dEI;wVj esa fp=k fdlh vkSj uke dk Hkh gks ldrk gSA

vc ck;ha rjiQ MsLdVkWi cVu ij fDyd djsaxs (fp=k 2-5(b) ua-5 fodYi) ,slk
djus ij nkfguh vksj igys ls ekStwn iQkbyksa dh lwph [kqysxh blesa ls vki ftl
fp=k dks MkWD;wesaV esa Mkyuk pkgrs gSa mls pqusaA ;gk¡ geus ÝykWoj- ts-ih-th- uke dh
iQkby dks pquk gS (fp=k 2-5(b) ua- fodYi)A vc ÝykWoj- ts-ih-th- iQkby ij
fDyd djsaA blosQ ckn nk;ha vksj fupys dksus ij fn, bUlVZ cVu dks fDyd djsaA
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,slk djus ij uhps fn, fp=k la[;k 2-5(c) dh rjg foUMks fn[kkbZ nsxh vkSj vkidk
fp=k MkWD;wesaV esa fn[kkbZ nsxkA

fp=k 2-5(c)
Åij fn, fp=k la[;k 2-5(c) esa MkWD;wesaV osQ vanj fn, x, fp=k dks pkjksa dksus ij rhjksa
}kjk fn[kk;k x;k gSA fn[kk, x, fcUnqvksa dks ekml dh lgk;rk ls vkxs&ihNs ;k

Åij&uhps dh vksj [khapdj fp=k dks NksVk ;k cM+s vkdkj dk fd;k tk ldrk gSA

ns[ksa] vkius D;k lh[kk 2-2

lgh ij (33333) vkSj xyr ij (22222) dk fu'kku yxk,a%
(i) vkM+h vkSj lh/h js[kkvksa dks FkksM+h&FkksM+h nwjh ij [khapus ls Vscy curh gSA( )

(ii) dkWye vkSj jks dh lgk;rk ls lsy curh gSA ( )
(iii) Vscy esa MkVk ugha Hkjk tk ldrk gSA ( )
(iv) bUlVZ VSc dk iz;ksx djds MkWD;wesaV esa fp=k Mkyk tkrk gSA ( )

     (v) MkWD;wesaV esa fp=k Mkyus ds ckn mls NksVk cM+k ugha fd;k tk ldrkA( )
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2-6  fgUnh Vkb¯ix osQ fy, Hkk"kk cnyus dk rjhdk

dEI;wVj vusd Hkk"kkvksa esa dke dj ldrk gSA blh [kwch dh otg ls bls xk¡oksa] dLcksa
;k cM+s 'kgjksa esa dgha Hkh dke esa yk;k tk ldrk gSA gj txg osQ yksx dEI;wVj
vklkuh ls lh[k ldrs gSa vkSj blls viuk O;olk; Hkh pyk ldrs gSaA
'kCnksa osQ vkdkj&izdkj dks iQkWUV dgk tkrk gSA ;s iQkWUV dbZ izdkj osQ gksrs gSaA iQkWUV
dh lgk;rk ls gh ge fgUnh] vaxzsth] iatkch] mnwZ vkfn Hkk"kkvksa esa Vkb¯ix dj ldrs gSaA

è;ku nsa% ,e-,l-oMZ 2007] eq[;r% dSfyczh (Calibri)iQkWUV esa dke djrk gSA bls
ge viuh bPNkuqlkj cny ldrs gSaA

vc ge oMZ izkslslj esa ,d u;k MkWD;wesaV [kksysaxsA u;k MkWD;wesaV [kksydj dUVªksy

cVu dks nck, j[ksa vkSj nwljs gkFk ls Mh (D) cVu nck,aA uhps fn, x, fp=k

fp=k 2-6
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vc iQkWUV fodYi esa 'kq'kk (shusha) uke osQ fgUnh iQkWUV dks pqusaxs vkSj vksds
(OK) cVu dks nck,axsA ,slk djus ij dSyhczh (Calibri) iQkWUV dh txg 'kq'kk
(shusha) vk tk,xkA vc ge fgUnh esa Vkbi djsaxsA ^^esjk uke jke gSA** ;g Vkbi
djus ds fy, vkidks Vkbi djuk gksxk%

esjk uke jke gSA  (mera naam ram hai).
;g okD; oMZ izkslslj dh foUMks esa uhps fn, fp=k dh rjg fn[kkbZ nsxkA

FkksMs+ vH;kl ds ckn vki lh[k tk,axs fd fganh Vkbfiax dSls dh tkrh gSA
blh izdkj ge vius MkD;wesUV dks fgUnh esa fy[k ldrs gSaA

2-7 esy etZ

lwpuk vkSj MkVk dks feykdj vyx&vyx yksxksa dks Hkstus osQ rjhosQ dks esy&etZ
dgk tkrk gSA vc ;gk¡ lwpuk vkSj MkVk dks le>uk vko';d gSA

eku yhft, vkidk tUefnu gS vkSj vki vius fe=kksa o lacaf/;ksa dks fuea=k.k i=k

fp=k 2-7
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Hkstuk pkgrs gSaA bl dke esa i=k dks lwpuk dgk tk,xk vkSj fe=kksa ,oa lacaf/;ksa osQ
uke o irs dks MkVk dgk tk,xkA ;g dke cgqr vklkuh ls esy etZ dh lgk;rk
ls fd;k tk ldrk gSA vkvks djds ns[ksaA
1) LVkVZ (Start) cVu ij fDyd djsaxs vkWy izksxzke (All Programms) fodYi

ij fDyd djsaxs ,e,l vkWfiQl 2007 (MS Office 2007) ij fDyd

djsaxs  ,e,l vkWfiQl 2007 ,e,l oMZ 2007 (MS Word 2007)
pqfu,A
,e,l vkWfiQl 2007 ,e,l oMZ (MS Word)  foUMks] LØhu ij [kqy tk,xh
(fp=k&2-8 (a) ns[ksa)

2) esfyax VSc (Mailing-Tab) ij fDyd djsa   LVkVZ esy etZ (Start Mail

Merge) fodYi dks pqfu,  ,d lwph [kqysxh  ogk¡ ysVj (Letter)

fodYi dks pqusaxs (fp=k&2-8 (b) ns[ksa)

fp=k&2-8 (a)
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(fp=k% 2-8 (b)

fp=k% 2-8 (c)

3) fjlhisaV VSc (Select Recipients Tab)% ij fDyd djsaxs  vkSj Vkbi U;w
fyLV (Type New List)  fodYi dks pqusaxs (fp=k&2-8 (c)) vc ,d MkVkcsl
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foUMks [kqy dj LØhu ij vk tk,xhA
4) dLVekbt dkWye (Customize Columns) fodYi dks pqusaxs rFkk t:jh

iQhYM (fields) dks ,M (Add) djsaxs rFkk miyC/ iQhYM (fields) esa ls
vko';d fields dks j[ksaxs rFkk vU; dks gVk nsaxs (fp=k&2-8(d) o fp=k&2-
8(c) ns[ksa)A ;gk¡ ge uke (First Name), mi uke ( Last Name) vkSj irk

fp=k&2-8(d)

fp=k&2-8(e)
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(Address-1) iQhYM dks j[ksaxs ckdh lHkh iQhYM~l dks gVk nsaxsA
5) pqus x, iQhYM~l  (fields) esa MkVk MkysaA (fp=k&2-8(f) ns[ksa)

fp=k&2-8(f)
blosQ ckn "OK" cVu ij fDyd djsaA blosQ ckn vius MkVk&Vscy dks ekb
MkWD;wesaV (My document)  esa xsLV fyLV (Guest list) osQ uke ls lso (Save) djsaA
(fp=k&2-8 (g)ns[ksa)

fp=k&2-8(g)
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6) bruk djus osQ ckn vki okil ,e-,l-oMZ foUMks (MS-Word Window) LØhu
ij vk tk,axsA

7) bUlVZ etZ iQhYM VSc (Insert Merge field-tab) ij fDyd djsa rFkk vius iQhYM
use (field name) dks vius i=k esa fuf'pr LFkku ij j[ksa (fp=k&2-8(h) ns[ksa)A

fp=k&2-8(h)
var esa gekjs fuea=k.k i=k dh cgqr lkjh izfr;k¡@dkWih ,e-,l- oMZ foUMks (MS-Word

Window) ij fn[kus yxsxhA ge bu lHkh izfr;ksa dks vklkuh ls fizUV djosQ lHkh
nksLrksa o esgekuksa dks Hkst ldrs gSa (fp=k&2-8(i) ns[ksa)A

fp=k&2-8(i)
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,e,l oMZ 2007 (MS-Word 2007)  cUn djuk% ,e,l oMZ 2007 (MS-Word

2007) esa dke djus osQ ckn viuh iQkby (Document) dks lso (Save) djus osQ ckn
vkWfiQl cVu (Office button) ij fDyd djsa rFkk ,fXT+kV (Exit) fodYi dks pqusa ;k
fiQj ,e,l oMZ foUMks (MS-Word Window) osQ Åij nk;sa dksus ij close cVu 

ij fDyd djsaA ,slk djus ls ,e,l oMZ 2007 (MS-Word 2007) can gks tk,xkA

ns[ksa vkius D;k lh[kk 2-3

lgh ij (33333) vkSj xyr ij (22222) dk fu'kku yxkb,&

(i) 'kCnksa ds vkdkj&izdkj dks iQkWUV dgk tkrk gSA ( )

(ii) oMZ izkslslj 2007 eq[;r% dSfyczh iQkWUV esa dke djrk gSA ( )

(iii) 'kq'kk fgUnh dk iQkWUV gSA ( )

(iv) oMZ izkslslj esas 'kCnksa] iafDr;ksa vkSj iUuksa dh la[;k fxuh tk ldrh gSA( )

(v) oMZ izkslslj ds nLrkostksa dks vusd :iksa esa Vkbi ugha fd;k tk ldrkA ( )

vkb, nksgjk,a

1- oMZ izkslslj ls vusd :iksa esa nLrkosT+kksa dks Vkbi dj ldrs gSaA
2- oMZ izkslslj esa 'kCn o O;kdj.k laca/h xyfr;ksa dks lq/kjus ds fy, lqfo/k gSA
3- blesa v{kjksa dks fy[kus ds rjhds] vkdkj vkSj jax vkfn dks vyx&vyx :iksa

esa fy[kk tk ldrk gSA
4- oMZ izkslslj esas 'kCnksa] iafDr;ksa vkSj iUuksa dh la[;k Hkh fxuh tk ldrh gSA
5- MkWD;wesaV ;k iQkby esa fp=k Mkydj lqanj cuk;k tk ldrk gSA
6- fookg] tUefnu o vU; izdkj ds la;kstuksa ds fy, i=k esa lacaf/;ksa ds uke

o irs Nki ldrs gSaA
7- fdlh Hkh dk;ZØe dh fjiksVZ cukbZ tk ldrh gSA
8- bl fodYi esa igys bUlVZ VSc  Vscy ckWDl pquuk  Vscy cusxhA
9- dkWye vkSj jks dh lgk;rk ls lsy curs gaSA
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vH;kl

1- fuEufyf[kr iz'uksa ds mÙkj fyf[k,%

(i) oMZ izkslslj D;k gS\
--------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------

(ii) oMZ izkslslj ds dksbZ nks dke crkb,\
--------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------

(iii) oMZ izkslslj esa dke djus esa cjrh tkus okyh dksbZ nks lko/kfu;k¡ crkb,A
--------------------------------------------------------------------------------------------------------

- --------------------------------------------------------------------------------------------------------

(iv) esy etZ fdl dke vkrk gS\
--------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------

(v) Vscy D;k gS\
--------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------

2- lgh ij (33333) vkSj xyr ij (22222) dk fu'kku yxkb,

(i) jks vkSj dkWye ls fp=k curk gS ( )

(ii) oMZ izkslslj esas gksus okyh O;kdj.k o v{kj laca/h xyfr;ksa dks ugha lq/kjk
tk ldrkA ( )

(iii) Vscy esa MkVk Hkjk tkrk gSA ( )

(iv) oMZ izkslslj esa iatkch esas Vkbi ugha fd;k tk ldrk gSA ( )
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(v) oMZ izkslsslj ls 'kknh&fookg o vU; vk;kstuksa ds i=k Nkis tk ldrs gaSA
( )

3- iz'uksa ds mÙkj fn, x, gSa lgh fodYi ij fu'kku yxkb,%

(i) lwpuk vkSj MkVk dks feykdj vyx&vyx yksxksa dks Hkstus dk rjhdk D;k
gS\
(d) iQkWjesfVax ([k) Vkbfiax
(x) esy&etZ (?k) Vscy

(ii) fgUnh Vkbfiax djus esa iz;ksx gksus oky iQkWUV
(d) dSfyczh ([k) VkbEl U;w jkseu
(x) 'kq'kk (?k) ,sfj;y

(iii) oMZ izkslslj esa D;k&D;k Vkbi fd;k tk ldrk gS\
(d) i=k if=kdk,¡ ([k) 'kknh ds dkMZ
(x) izkFkZuk i=k (?k) fn, x, lHkh

4 [kkyh txg HkjsaA

(i) ,e ,l oMZ 2007 ,d ----------------------------------- gSA

(ii) dUVªksy$Mh (Ctrl +D) cVu ------------------------ cnyus esa iz;ksx gksrk gSA

(iii) oMZ izkslslj esa fdlh fo"k; dks ------------ dh lgk;rk ls vklkuh ls
le>k;k tk ldrk gSA

(iv) ,e-,l-oMZ esas 'kCnksa vkSj O;kdj.k dh xyfr;ksa dks lq/kjus ds fy,------
-----gksrh gSA

(v) dEI;wVj vusd --------------------- esa dke dj ldrk gSA
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mÙkjekyk

ns[ksa] vkius D;k lh[kk\
2-1

(i) 3 (ii) 2 (iii) 2 (iv) 3 (v) 3
2-2

(i) 3 (ii) 3 (iii) 2 (iv) 3 (v) 2
2-3

(i) 3 (ii) 3 (iii) 3 (iv) 3 (v) 2

vH;kl

1-

(i) dEI;wVj esa Vkbfiax djuk] MkD;wesaV esas fy[kh xbZ lkexzh dks rjhds ls
yxkuk oMZ izkslsflax dgykrk gSA

(ii) oMZ izkslslj ds }kjk fd, tkus okys nks dke fuEufyf[kr gSa%
(d) Ldwy esa vodk'k ds fy, izkFkZuk i=k fy[k ldrs gSaA
([k) fdlh dk;kZy; esa vkosnu ds fy, ck;ks&MkVk Vkbi dj ldrs gSaA

(iii) oMZ izkslslj ds dke djrs le; cjrh tkus okyh nks lko/kfu;k¡A
(d) tc u;k MkD;wesaV [kksyas rks igys fdlh uke ls lso dj ysa rkfd

fctyh tkus ij gekjk dke lqjf{kr cp tk,A
([k) iQkjesfVax djrs le; v{kjksa ds vkdkj dk è;ku j[kuk pkfg, rkfd

i<+us esa vklkuh gksA

(iv) esy etZ dk dke lacaf/;ksa dh lwph vkSj i=k dks vkil esa feykdj lHkh
ds uke ds i=k Nkius ds dke vkrk gSA

(v) tc vkM+h vkSj lh/h js[kkvksa dks FkksM+h&FkksM+h nwjh ij [khapk tkrk gS rks
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Vscy curh gSA
2

(i) 2 (ii) 2 (iii) 3 (iv) 2 (v) 3
3

(i) x (ii) x (iii) ?k
4

(i) oMZ izkslslj (ii) iQkWUV (iii) fp=k (iv) fMD'kujh

(v) Hkk"kkvksa

 vkb,] djds ns[ksa

(i) dEI;wVj ij oMZ izkslslj dk iz;ksx djds viuk ck;ks&MkVk Vkbi djds
ns[ksaA

(ii) esy etZ dh izfØ;k dks djds ns[ksaA
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tk¡p i=k&1
(ikB&1 vkSj 2 ls)

1- [kkyh LFkku Hkfj,

(d) dEI;wVj ----------------------------- pykuk o cUn djuk pkfg,A

([k) dUVªksy $ ,l dh lgk;rk ls ge MkWD;wesaV ----------------- dj ldrs gSA

(x) 'kCn ;k O;kdj.k dh xyfr;k¡ -------------------------- esa lq/kj ldrs gSa

(?k) oMZ izkslslj ls -------------------------- rS;kj dj ldrs gSaA

(Ä)dkWye vkSj -------------------------------  dh lgk;rk ls lSy curs gSaaA

2- fn, x, fp=kksa dks ns[kdj muds uke fyf[k,

fp=k uke

(d) dh cksMZ

([k) dSfcusV

(x)  lSy

(?k)  bUlVZ

(Ä) MkWD;wesUV NksVk&cM+k djus ds fpã
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3- gk¡ vkSj uk esa mÙkj fyf[k,%

(d) lh-ih-;w- dsoy fp=k fl[kkr gSA (gk¡@ugha)

([k) dEI;wVj ls fctyh] VsyhiQksu] eksckbZy vkfn ds fcy tek gks ldrs gSaA
(gk¡@ugha)

(x) oMZ izkslslj ls i=k fy[ks tk ldrs gSaA (gk¡@ugha)

(?k) ,e,l oMZ esa 'kCnksa dh fxurh ugha dh tk ldrh gSA (gk¡@ugha)

(Ä)Vscy esa fjiksZV cu ldrh gSA (gk¡@ugha)

4- dEI;wVj ds vaxksa ds uke fyf[k,A

5- oMZ izkslslj esa D;k&D;k lko/kfu;k¡ cjruh pkfg,A



44

mÙkj ekyk
(tk¡p i=k&1)

1- I. lko/uh iwoZd II. lsy III. oMZ izkslslj IV. fjiksZV jks

2- I. dh cksMZ dSfcuV II. lSy III. bUlVZ VSc IV. MkD;wesaV

V. NksVk cM+k djus ds fpã

3- I. gk¡ II. ugha I.gk¡ ugha

4- I. ekWuhVj II. lh-ih-;w- III. dh cksMZ IV. ekml

5- I. iQkby lso djds fctyh tkus ij lqfj{kr jgsaA

II. iQkjesafVax esa v{kjksa ds vkdkj dk è;ku j[ksaA

III. O;kdj.k o 'kCnksa dh xyfr;ksa dk è;ku j[ksaA
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bl ikB ls ge lh[ksaxs%

z LizsM'khV D;k gS rFkk mlds D;k&D;k iQk;ns gSaA
z LizsM'khV cukus dk rjhdkA
z ,e,l ,Dlsy LØhu ds Hkkxksa ds ckjs esa tkudkjhA
z LizsM'khV esa MkVk Hkjus dk rjhdk rFkk xyfr;k¡ lq/kjus dk rjhdkA
z iQkby dks lso djuk] fiazV djuk rFkk can djus dk rjhdkA
z igys ls cuh iQkby dks [kksyukA

eku yhft, ge cktkj ls ?kj dh t:jr dk dqN lkeku [kjhn dj ykrs gSa] vkdj
gels iwNk tkrk gS fd geus fn, x, iSlksa dks dSls [kpZ fd;k] rks ge D;k djssaxs\
ge] mu lHkh [kjhnh gqbZ phT+kksa dh ,d lwph cuk,¡xsA mu lHkh phT+kksa ds lkeus mu
ij [kpZ dh xbZ jkf'k fy[kdj mudk tksM+ djasxsA gks ldrk gS] bl dke dks djus
esa gekjk dkiQh le; yx tk, vkSj ;g Hkh gks ldrk gS fd gekjh [kpZ dh xbZ jkf'k

ikB 3

LizsM'khV
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vkSj gekjs fglkc ds }kjk tksM+h xbZ jkf'k esy gh u [kk,aA ;g Hkh lEHko gS fd gekjs
fglkc&fdrkc esa gels dqN xyrh gks tk,A
eku yhft, ge viuh iQly (iQy@lCth) cspus ckT+kkj tkrs gaSA lcls igys gesa
viuh ykxr dk fglkc yxkuk gksxk] fiQj mlesa viuk equkI+kQk tksM+dj gesa mldk
eksy fuf'pr djuk gksxkA vxj gekjk vad&xf.kr detksj gS rks gks ldrk gS fd ge
viuh ykxr dk lgh fglkc u yxk ik,¡ vkSj gesa iQly ds equkiQs o ?kkVs dk irk
u py ik,A ,sls esa ge D;k djsa\
bl rjg ds fglkc fdrkc djus ds fy, gekjs dEI;wVj esa lqfo/k gksrh gSA dEI;wVj
ij ,e-,l- oMZ vki i<+ pqds gaSA fglkc fdrkc yxkus dk dke ,e,l ,Dlsy
lkWÝVos;j ij fd;k tkrk gSA

blesa cuh iQkby dks odZcqd dgrs gSaA ,d odZcqd esa ,d ;k vf/d LizSM'khV gksrh
gSaA LizSM'khV esa MkVk Mkydj lc fglkc&fdrkc fd;k tkrk gSA LizSM'khV dks odZ'khV
Hkh dgk tkrk gSA

fp=k 3-1
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vkb, LizsM'khV dks [kksyus vkSj ml ij dke djus ds rjhdksa ds ckjs esa tkusaA

1- LizsM'khV ds }kjk ge jksT+kkuk dh vkenuh rFkk [kpsZ dk fglkc dj ldrs gSaA

2- jksT+kkuk dh vkenuh dks tksM+dj gÝrs dh vkenuh rFkk eghus dh vkenuh dk
Hkh vankT+kk yxk;k tk ldrk gSA

3- vxj gekjh nqdku gS rks ge viuh nqdku ij j[kh phtksa dh lwph cuk ldrs
gaSA blds }kjk ge fdruh phT+ksa csp ik;s gSa rFkk fdruh cp xbZ gSa mldk fglkc
rqjar yxk ldrs gSaA blh lwph dh enn~ ls fdlh oLrq dh [kir dk Hkh irk
py tk,xkA tc ge ;g tku tk,¡xs fd fdl pht dh [kir T;knk gS] rks mls
vf/d ek=kk esa [kjhn dj ge vf/d equkiQk Hkh ik ldrs gSaA

LizsM'khV D;k gS\

LizsM'khV dEI;wVj esa cuk ,d rjg dk cgh [kkrk gksrk gSA blesa [kM+h o iM+h ykbusa
gksrh gSa ftuls dkWye o jks curh gSa (tSlk fd ,e-,l- oMZ esa Vscy esa gksrk gS)A

LizsM'khV dh lcls cM+h [+kkfl;r ;g gS fd blds }kjk tksM+] ?kVko] xq.kk vkSj Hkkx
Bhd <ax ls iyd >idrs gks tkrk gSA blesa dksbZ xyrh Hkh ugha gksrhA bruk gh ugha]
;fn ge viuh LiszM'khV ds vadksa dks cny nsa rks mldk tksM+ Hkh vius&vki lgh
gks tkrk gSA blds }kjk ge pkVZ Hkh cuk ldrs gSaA

ns[ksa vkius D;k lh[kk  3-1

gk¡ ;k ugha esa mÙkj nsa&

(i) LizsM'khV dEI;wVj ij cus cgh [kkrk ds leku gSA ( )
(ii) LizsM'khV ls dke djuk cgqr eqf'dy gS rFkk blesa cgqr nsj yxrh gSA ( )

(iii) LizsM'khV ij fglkc fdrkc ds vad cnyus ls tksM+] ?kVko] xq.kk vkSj Hkkx
xyr gks tkrs gSaA ( )

(iv) LizsM'khV ,d iQkby gS ftlesa ge fofHkUu izdkj dk MkVk Hkjrs gSaA( )
(v) LizsM'khV dh enn ls pkVZ cukuk laHko gSA ( )

(vi) LiszM'khV ,e-,l- ,Dlsy ds }kjk cukbZ tkrh gSA ( )
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 3-2  ,e-,l- ,Dlsy dks [kksyuk

tSls ge ,e-,l- oMZ (MS-Word) [kksyrs gaS] Bhd mlh rjg ,e-,l- ,Dlsy dks
Hkh [kksyk tkrk gSA blds fy, ge% (fp=k 3-2 ns[ks)

1- LVkVZ (START) cVu ij fDyd djsaxsA

2- vc vkWy izksxzkEl (ALL PROGRAMS) ij fDyd djsaxsA

3- fiQj ekbØkslkWÝV vkWfiQl (MICROSOFT OFFICE) ij fDyd djsaxsA

4- vUr esa ekbØkslkWÝV vkWfiQl ,Dlsy 2007 (MICROSOFT OFFICE EXCEL 2007)

ij fDyd djsaxsA

5- ,e-,l- ,Dlsy foaMks (fp=k 3-3) LØhu ij [kqy tk,xhA

fp=k 3-2
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,e-,l- ,Dlsy esa iz;ksx fd;s tkus okys 'kCn

3-2-1  odZ'khV (worksheet) vkSj odZcqd (work book)

odZ'khV& odZ'khV ,d cM+h lh Vscy gS] ftlesa ge viuk MkVk Mkyrs gSaA ftls
v{kjksa ;k vadksa }kjk Hkjk tkrk gSA (fp=k 3-3 ns[ks)

odZcqd& ,e-,l- ,Dlsy esa cuh iQkby dks odZcqd dgrs gSaA blh otg ls tc
ge ,e-,l- ,Dlsy dks [kksyrs gSa rks VkbVy ckj ij iQkby dk uke cqd1 (Book1)
fy[kk gqvk gksrk gSA ,d odZcqd esa rhu odZ'khV gksrh gSa ftUgsa 'khV 1] 'khV 2 vkSj
'khV 3 (Sheet 1, Sheet 2 and Sheet 3) dgrs gSA blds vfrfjDr t:jr iM+us ij
ge vkSj Hkh odZ'khV ,d odZcqd esa Mky ldrs gSaA

nwljs 'kCnksa esa ge ;g dg ldrs gSa fd odZcqd ,d fdrkc ds leku gS rFkk odZ'khV
mlds iUuksa ds leku gSA odZ'khV dks LizSM'khV Hkh dgk tkrk gSA

fp=k 3-3

3-2-2 jks (row) rFkk dkWye (column)

jks (row)&

jks os ykbuas gSa tks ckb± ls nkfguh (;k nkfguh ls ckb±) vksj tkrh gSaA ,e-,l- ,Dlsy
esa bu ykbuksa ds Øekad (1]2]3------ ) gksrs gSaA izR;sd ykbu vius Øekad }kjk
igpkuh tkrh gSA
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uhps fn, x, fp=k esa pkSFkh jks dks fn[kk;k x;k gSA

fp=k 3-4

dkWye (column)&

lh/h [kM+h js[kkvksa ls dkWye curs gSaA bu dkWyeksaa dks vaxzsth ds v{kjksa A, B, C,
D..............}kjk igpkuk tkrk gSA

fp=k esa ik¡pos dkWye dks n'kkZ;k x;k gSA

fp=k 3-5
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3-2-3 lSy] lSy ,MªSl rFkk lSy jsat

lSy&

jks rFkk dkWye ds feyus ls tks ckWDl curk gS mls lSy dgrs gSaA lSy odZ'khV dh
lcls NksVh bdkbZ gSA ,e- ,l- ,Dlsy esa lkjk dke bUgha lSy esa fd;k tkrk gSA
lSy ftlds ckgj dkyk ?ksjk gks] mlesa ge dke djrs gSa] mls lfØ; lSy (Active

Cell) dgrs gSaA dh cksMZ(Keyboard) }kjk Vkbi fd;k x;k MkVk ,fDVo lSy esa gh
tk,xkA

lSy ,MªSl&

lSy ,MªSl nks phtksa ls curk gS] dkWye dk uke rFkk jks dk uacjA gj lSy dks mlds
lSy ,MªSl ls igpkuk tkrk gSA

mnkgj.k ds rkSj ij ;fn ge pkSFks dkWye ;kuh dkWye Mh (column D) vkSj jks ik¡p
(5) ls cus lSy dks vafdr djuk pkgrs gSa] rks mls mlds ,MªSl ls igpkussaxs vkSj
mldk ,MªSl gksxk Mh5(D5)A

fp=k 3-6 esa lSy A1 ,fDVo lSy gSA

fp=k 3-6

lSy jsat &

LizSM'khV esa dke djus okyh lSy ls yxkrkj tgk¡ rd dke fd;k tkrk gS ml lSy
rd dks ^lSy jsat* dgrs gSaA tSls A1 ls  A5 rd dke djrs gSa rks ;g lSy jast gSA
;g (A1 : A5) dh rjg fy[kk tk,xkA

lSy A1
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ns[ksa vkius D;k lh[kk 3-2

gk¡ ;k ugha esa mÙkj nsa&

(i) odZcqd ,d fdrkc ds leku gS rFkk odZ'khV mlds iUuksa ds leku gSA (  )

(ii) lSy odZ'khV dh lcls NksVh bdkbZ gSA ( )

(iii) LizsM'khV esa dkWye dks vadksa }kjk igpkurs gSaA ( )

(vi) LizsM'khV esa jks dks vaxzsth v{kj ,] ch] lh (A, B, C) ls igpkuk tkrk gSA (  )

(v) lSy jaast mu lSYl dks dgrs gSa tks yxkrkj gksrs gSaA ( )

3-3  ,e-,l ,Dlsy LØhu ds vax (dEiksusaVl)

3-3-1 VkbVy ckj& ;g ,e-,l- ,Dlsy foaMks esa lcls Åij fLFkr uhyh iV~Vh
gS ftl ij lkWÝVos;j dk uke rFkk iQkby dk uke fy[kk gksrk gSA bldh nkbZ
rjiQ rhu  cVu gksrs gSaA x–

fp=k- 3-7

3-3-2  ekbØkslkWÝV vkWfiQl cVu (Microsoft office button)

;g cVu ,e-,l- ,Dlsy LØhu ij Åij ck,¡ dksus esa gksrk gSA bl cVu ds
}kjk ge ubZ odZcqd cuk ldrs gSa] igys ls cuh odZcqd dks [kksy ldrs gSa]
iQkbZy dks lso dj ldrs gsa] fizaV dj ldrs gSa] can dj ldrs gSa rFkk ;gha
ls ,e-,l- ,Dlsy dks can Hkh dj ldrs gSaA

fp=k- 3-8

3-3-3 fjCcu (Ribbon)& VkbVy ckj ds uhps mifLFkr ,d iSuy gS ftls fjCcu
dgrs gSaA ftlesa lkr 'kCn fy[ks gksrs gSa ftUgsa ge VSc dgrs gSaA izR;sd VSc]

ekbØkslkWÝV

vkWfiQl cVu Ô
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lewgksa esa foHkkftr gSA bu lewgksa esa dbZ cVu gksrs gSa ftUgsa vyx&vyx dk;k±s
ds fy, bLrseky fd;k tk ldrk gSA izR;sd lewg ds fupys nk,¡ dksus esa
izLrqr ,sjks  Îdks fDyd djus ij mldk MkW;ykWx ckWDl [kqyrk gS] ftlds
}kjk ge mlesa mifLFkr vU; rjhdks dk iz;ksx dj ldrs gSaA

fjCcu ds VSc rFkk mu ij mifLFkr lewg bl izdkj gSa%&

fp=k- 3-9

3-3-4 feuh Vwyckj

fdlh Hkh lSy ij fDyd ;k jkbV fDyd djus ij ,d iV~Vh fn[kkbZ nsrh gS] mls
feuh Vwyckj dgrs gSaA bl Vwyckj ij mifLFkr cVuksa ds }kjk lSy iQkWesZfVax dh tk
ldrh gSA

fp=k 3-10

feuh Vwyckj
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3-3-5 iQkWewZyk ckj%

iQkWewyk ckj ij ,fDVo lSy dk MkVk vFkok iQkWewZyk fn[kkbZ nsrk gSA  Vwyckj ds uhps
,d liQsn iV~Vh gksrh gS ftlds ck,¡ rjiQ ,fDVo lSy dk uke fy[kk gksrk gS rFkk
nkfguh rjiQ ,fDVo lSy esa fy[ks v{kj ;k vad fn[kkbZ nsrs gSaA bls ge xyrh lq/kjus
ds fy, Hkh bLrseky djrs gSaA
3-3-6 use ckWDl (Name box)

use ckWDl esa ,fDVo lSy dk iÙkk (address) fy[kk gqvk gksrk gSA

ns[ksa] vkius D;k lh[kk  3-3

dkWye ^v* esa fy[ks 'kCnksa dks dkWye ^c* esa fy[ks lgh fodYi ls feyk,¡ %

dkWye v dkWye c

1- use ckWDl (i) iQkby [kksyuk] lso djuk

2- fjCcu (ii) odZcqd rFkk lkWÝVos;j dk uke

3- ekbØkslkWÝV vkWfiQl cVu (iii) lkr VSc

4- VkbVy ckj (iv) ,fDVo lSy dk MkVk

5- iQkewZyk ckj (v) ,fDVo lSy dk uke

fp=k- 3-11
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3-3-7  lSy ,aVªh rFkk ,fMfVax

MkVk ,aVªh nks rjg ls dh tk ldrh gS&

(1) ,fDVo lSy }kjk

(2) iQkWewZyk ckj }kjk

1- ,fDVo lSy }kjk& ftl lSy esa gesa MkVk Hkjuk gS mls fDyd djsaxs rkfd
MkVk  lgh lSy esa fy[kk tk,A mlds ckn ge mlesa vad@v{kj Vkbi djsaxsA

2- iQkWewZyk ckj }kjk& blds fy, Hkh gesa igys ml lSy dks fDyd djuk
iM+sxk ftlesa ge MkVk Hkjuk pkgrs gSaA fiQj ge iQkWewZyk ckj ij fDyd djsaxsa
vkSj MkVk Vkbi djsaxsaA mlosQ ckn dh cksMZ ij ,aVj  dks nck,¡xsA

3-4  ,fMfVax

,fMfVax dk vFkZ gS xyrh lq/kjuk& ;fn gels Vkbfiax esa dksbZ xyrh gks tk,
rks mls lq/kjus ds fy, gesa ml lSy ij Mcy fDyd djuk pkfg,A ,slk djus ls
gekjk dlZj (cursor) ogk¡ vk tkrk gS fiQj mlesa fy[ks MkVk dks cSdLisl
(backspace) ;k fMyhV cVu dh enn ls gVk dj u;k MkVk Vkbi djasxsA var esa
,aVj cVu (enter key) dks nckuk vfuok;Z gSA

ns[ksa vkius D;k lh[kk  3-4

lgh ij ( ) vkSj xyr ij  ( ) dk fpÞu yxk,a&

(i) MkVk pkj rjhdksa ls Hkjk tk ldrk gSA ( )

(ii) MkVk Hkjus ls iwoZ gesa ml lSy ij fDyd djuk gksrk gS] ftlesa ge MkVk
Hkjuk pkgrs gSaA ( )

(iii) ,fMfVax dk vFkZ gS xyfr;k¡ djukA ( )

(iv) ,fMfVax ds ckn ,aVj cVu (enter key) dks nckuk t:jh ugha gSA( )

(v) ,e-,l- ,Dlsy esa ,fMfVax dh tk ldrh gSA ( )
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3-5  iQkWewZyk fy[kuk

lknk tksM+] ?kVk] xq.kk vkSj Hkkx vkfn djus ds fy, lcls igys ge dqN MkVk MkysaxsA
eku yhft, gesa nks la[;kvksa dk tksM+ fudkyuk gS] rks lcls igys os nksuksa la[;k,¡
nks vyx&vyx lSy esa fy[kasxsA

mnkgj.k ds fy, ge lSy A1 dks fDyd djsaxs vkSj vad 5 Vkbi djsaxs] fiQj lSy
A2 dks fDyd djds mlesa 4 Vkbi djsaxsA

vc ge lSy A3 esa bldk tksM+ iQkWewZyk dh enn ls fudkysaxsA

è;ku nsa& ,e-,l ,Dlsy esa gj iQkWewZyk cjkcj (¾) ds fpÞu ls 'kq: gksrk
gSA iQkewZyk ds rhu eq[; Hkkx gaS& cjkcj dk fpÞu] vad ;k lSy ,MªSl
rFkk tek ($) dk fpÞuA

cjkcj dk fpÞu fy[kus ds ckn gesa ml lSy dk ,MªSl Vkbi djuk iM+sxk ftldk
;ksx fudkyuk gS fiQj tek dk fpÞu Vkbi djasxs] mlds ckn ml lSy dk ,MªSl ftls
igys okys lSy ds lkFk tksM+uk gSA iQWkewZyk fy[kus ds ckn ,aVj cVu (enter key)
dks nckuk vko';d gSA

tek osQ vfrfjDr] ?kVk (&)] xq.kk (×) rFkk Hkkx (@) vkfn x.kuk,¡ Hkh dh tk
ldrh gSaA

Åij fn, mnkgj.k ds fy, lSy A3 esa ;ksx fy[kus ds fy, iQkewZyk bl izdkj
fy[ksaxs& ¾A1+A2

vc ge ,aVj cVu (enter key) dks nck,axsA ge ns[kasxs fd lSy A3 esa 9 fy[kk gqvk
gS rFkk iQkWewZyk ckj ij gekjk fy[kk iQkWeZwyk Hkh fn[kkbZ ns jgk gSA

3-5-1 iQkWewZyk dkWih djuk% iQkWewZyk ,d txg fy[kus ds ckn nwljh txg dkWih

fd;k tk ldrk gSA bls djus ds fy,%

1- ftl lSy esa iQkWewZyk fy[kk gS ml ij jkbV fDyd djsaxsA

2- 'kkVZdV esU;w esa ls dkWih ij fDyd djsaxs rFkk ge ns[ksaxsa fd dkWih fd, x,
lSy ds ckgj ,d MkWVsM ckMZj vk tk,xkA
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3- vc ml lSy ij jkbV fDyd djsaxs ftlesa iQkWewZyk dkWih djuk gSA

4- 'kkVZdV esU;w esa ls isLV (paste) vkWI'ku ij fDyd djsaxsA

5- gekjk iQkWewZyk dkWih gks tk,xk rFkk vius vki gh u, lSy ds vuqdwy cny
Hkh tk,xkA

fp=k- 3-12

fp=k 3-12-1
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fp=k 3-12-2

ns[ksa vkius D;k lh[kk  3-5

gk¡ ;k ugha esa mÙkj nsa&

(i) iQkWeZwyk fy[kus ds fy, lcls igys cjkcj dk fpÞu fy[kuk iM+rk gSA( )

(ii) iQkWeZwyk ds rhu eq[; vax gS%& cjkcj dk fpÞu (¾)] lSy ,MªSl rFkk tek
$ dk fpÞuA ( )

(iii) ,d ckj iQkWewZyk fy[kus ij mls dkWih ugha fd;k tk ldrkA ( )

3-6 lSy iQkWesZfVax

odZ'khV esa fy[ks MkVk dks lqanj cukus ds rjhds dks lSy iQkWesZfVax dgrs gSaA

lSy iQkWesZfVax ds }kjk ge&

1- MkVk dks cksYM] bVSfyd ;k vaMjykbu dj ldrs gSaA

2- vadksa@v{kjksa dks cM+k ;k NksVk Hkh dj ldrs gaSA

3- MkVk dks lSy esa nk,¡] ck,¡ vFkok chp esa dj ldrs gSa vFkkZr~ ,ykbuesaV cny
ldrs gSaA

4- MkVk dks ckMZj ns ldrs gSaA

5- cSad xzkmaM esa jax Hkj ldrs gSaA
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bldks djus dk rjhdk bl izdkj gS%&

1- ftl lSy esa iQkWesZfVax djuh gS] mls ge jkbV fDyd djsaxs rFkk iQkWesZV lSYl
fodYi dks fDyd djsaxsA

2- iQkWesZV lSYl dk MkW;ykWx ckWDl [kqy tk,xkA vc ge iQkWUV (font tab) ij
fDyd djssaxsA vko';drk vuqlkj] iQkWUV dk dyj] lkbZt ;k Vkbi flysDV
djsaxs rFkk vks-ds- (OK) ij fDyd djsaxsA

vc ;g lSy vU; lSYl ls vyx fn[kkbZ ns jgk gSA vc ge lHkh lSYl dks flysDV
djsaxsA ,slk djus ds fy, f'kÝV cVu (shift key)  dks nck, j[ksaxsA vc lSy
lh3(C3) ij fDyd djsaxs fiQj jkbV fDyd djsaxsA

iQkWesZV lSYl fDyd djsaxs vc v{kj dk vkdkj (iQkUV)] dyj] fy[kus dk rjhdk
(lkbt) o LVkby bPNk vuqlkj cnyasxssA

è;ku nsa% dkWUVhuqml lSYl (continuous cells)  ;k yxkrkj lSYl dh Jà[kyk
dks lSy jsat dgrs gSaA bls flysDV djus ds fy, lSy jsUt osQ lcls igys lSy

fp=k 3-13
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dks fDyd djsaxs fiQj f'kÝV cVu (shift key) dks nck dj j[ksaxs vkSj vkf[kjh
lSy dks flysDV djsaxsA ,slk djus ij gekjs lHkh lSYl flysDV gks tk,¡xsA

lSYl iQkesZfVax ds pj.k%

flysDV lSy→→→→→jkbV fDyd→→→→→iQkWesZV lSYl→→→→→iQkWUV VSc→→→→→iQkWUV(font)/
dyj (colour)/lkbZt (size)/LVkby (style) →→→→→ vksds (ok)

vykbUesaV (Alignment)

1- ge lSy ;k lSy jsat flysDV djds jkbV fDyd djsaxs vkSj iQkWesZV lSYl
vkWI'ku (format cells) ij fDyd djsaxs (fp=k 3-13 ns[ks)A iQkWesZV lSYl
Mk;ykWx ckWDl (Format cells dialog box) eas ,ykbuesaV (Alignment)
VSc ij fDyd djsaxsA

2- vc gkWfjT+kkWUVy xzqi (Horizontal group) eas tujy  (general) ds lkFk
Mkmu ,sjks ij fDyd djsaxsA

3- fiQj lsaVj (center) ij fDyd djsaxsA ,slk djus ls vad@v{kj chpksa&chp
(eè;) esa gks tk,¡xsA

fp=k% 3-14

lSy flysDV →→→→→ jkbV fDyd →→→→→ iQkWesZV lSsYl →→→→→ ,ykbueasV (Alignment)
VSc →→→→→ gkWfjT+kkUVy (Honrizontal) →→→→→ lSUVj (center) →→→→→ vksds (OK)
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3-7  ckMZj

lSy ,1 (A1) ls lh3 (C3) rd flysDV djds jkbV fDyd djsaxs] iQkWesZV lSYl
MkW;ykWx ckWDl esa ckWMZj (border)  VSc ij fDyd djsaxsA vc gesa ckWMZj ds fofHkUu

fodYi fn[kkbZ nsaxsA buesa ls ge VkWi ] ckWVe ] ysÝV ] rFkk jkbZV 

cVuksa ij fDyd djsaxsA tSls&tSls ge bu cVuksa ij fDyd djsaxs oSls oSls geas ;s ckWMZj
fn[kkbZ nsrs tk,axsA vki pkgsa rks buesa ls fdlh Hkh ckWMZj ij fDyd djds mldk
izHkko ns[k ldrs gSaA  ;fn vkidks dksbZ ckWMZj ugha pkfg, rks mlds lkFk okys cVu
ij nksckjk fDyd djsaA ,slk djus ij og ckWMZj gV tk,xkA

fp=k 3-15

lSYl dks flysDV djsa →→→→→ jkbV fDyd →→→→→ iQkWesZV lSYl →→→→→ ckWMZj
VSc →→→→→ eupkgs ckWMZj cVuksa ij fDyd djsa →→→→→ vksds (OK)
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 3-8  cSdxzkmaM dyj

(1) lSy jsat flysDV djus ds ckn jkbV fDyd djsaxs vkSj fiQj iQkWesZV lSYl ij
fDyd djsaxssA

(2) iQkWesZV lSYl Mk;ykWx ckWDl LØhu ij vk,xk mlesa fI+kQy VSc (fill tab) ij
fDyd djsaxsA

(3) cSdxzkmaM dyj (Background colour) esa bPNkuqlkj jax ij fDyd djsaxs
fiQj vksds (OK) ij fDyd djsaxsA ge ns[ksaxs fd lHkh lSYl esa pquk x;k jax
Hkj tk,xkA

flysDV lSy →→→→→ jkbV fDyd →→→→→ iQkWesZV lSYl →→→→→ fI+kQy VSc (fill tab)
→→→→→ fDyd dyj (colour) →→→→→ vksds (ok)

fp=k 3-16
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ns[ks vkius D;k lh[kk\ 3-6

lgh ij ( ) vkSj xyr ij ( ) dk fu'kku yxk,a

(i) odZ'khV esa fy[ks MkVk dks laqnj cukus ds rjhds dks lSy iQkWesZfVax dgrs gSaA( )

(ii) dkWUVhuqvl (continuous) lSy dh J`a[kyk dks lSy jSat dgrs gSaA( )

(iii) MkVk dks lSYl esa nk¡;s] ck¡;s vFkok chp esa ugh dj ldrs gSaA ( )

(iv) MkVk dks cksYM] bVSfyd ;k vaMjykbu ugha dj ldrsA ( )

(v) lSy iQkesZfVax }kjk ge cSdxzkamM esa jax Hkj ldrs gSaA ( )

3-9 iQkby lso (lqjf{kr) djuk

iQkby lso djus ds fy,%

1) ekbØkslkWÝV vkWfiQl (Microsoft Office Button) ij fDyd djsaxsA

2) lso ,sT+k (Save As) ij fDyd djsaaxsA

3) lso ,sT+k (Save As) Mk;WykWx ckWDl vk tk,xk mlesa iQkby dk uke Vkbi
djsaxsA

4) vksds (Ok) ij fDyd djsaxsA gekjh iQkby ekbZ MkWD;qesaV iQksYMj esa lso gks
tk,xhA

3-10  iQkby fizaV djuk

iQkby fiazV djus ds fy, ge igys ml iQkby dks [kksyssaxs ftls ge ̄izV djuk pkgrs gSaA

1) ekbØkslkWÝV vkWfiQl cVu ekbØkslkWÝV vkWfiQl (Microsoft Office Button) ij
fDyd djsaxsA

2)  fizaV (Print) ij fDyd djsaxsA

3)  fizaV (Print)  Mk;ykWx ckWDl vk tk,xkA
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4) mlesa ,fDVo 'khV (Active Sheet) ij fDyd djsaxsA

5) fiQj vksds (OK) ij fDyd djsaxsA

gekjh iQkby fizaV gks tk,xhA

iQkbZy fizUV djus ds pj.k%

ekØkslkWÝV vkWfiQl cVu (Office Button) →→→→→  fizaV (Print) →→→→→  ,fDVo
'khV (Active Sheet) →→→→→  vksds (Ok)

3-11  ubZ odZcqd cukuk%

ubZ odZcqd cukus ds fy, ge%
1) ekbØkslkWÝV vkWfiQl cVu ij fDyd djsaxsA
2) fiQj U;w (New) vkWI'ku ij fDyd djsaxsA
3) fiQj CySad ,aM fjlsaV (Blank and recent) ij fDyd djsaxsA
4) mlds ckn CySad odZcqd (Blank and recent) ij fDyd djsaxsA
5) vc fØ,V (create) cVu ij fDyd djsaxsA

fp=k 3- 17
ge ns[ksaxs fd ubZ odZcqd gekjs lkeus gSA

ekbØkslkWÝV vkWfiQl →→→→→ U;w vkWI'ku →→→→→ CySad ,aM fjlsaV →→→→→ CySad odZcqd →→→→→ fØ,V



65

igys ls cuh iQkby dks [kksyuk& blds fy,%

1- ,e-,l- vkWfiQl cVu ij fDyd djsaxsA

2- fiQj vksiu (open) ij fDyd djsaxsA

3- vksiu MkW;ykWx ckWDl esa ls viuh iQkby ij fDyd djsaxsA

4- fiQj vksiu ij fDyd djsaxsA

igys ls cuh iQkby dks [kksyus ds pj.k%

,e-,l vkWfiQl cVu→→→→→vksiu (open)→→→→→iQkby flysDV→→→→→vksiu vkWI'ku

vkb, nksgjk,¡

1- LizsM'khV dh enn ls fglkc&fdrkc dk dk;Z cM+h ljyrk ls rFkk cgqr tYnh
gks tkrk gSA

2- LizsM'khV daEI;wVj ij cus ml yStj 'khV tSlh if=kdk gS ftlls O;kikjh viuk
cgh [kkrk cukrs gaSA

3- LizsM'khV og dk;Z{ks=k gS tgk¡ ge MkVk Mkyrs gSaA LizsM'khV ;k odZ'khV dks
cukus ds fy, ge ,e-,l- ,Dlsy lkWÝVos;j dk iz;ksx djrs gaSA

4- lSy jks vkSj dkWye osQ esy ls curk gSA gj lSy dk viuk ,d ,MªSl gksrk
gS ftlls mls igpkuk tkrk gSA

5- og lSy ftlds ckgj dkyk ckMZj gksrk gS mls ,fDVo lSy dgrs gSaA dh&cksMZ
ls ge tks Hkh Vkbi djrs gSa] oks ,fDVo lSy esa gh Vkbi gksrk gSA

6- jks dks vad 1] 2] 3] -------- ls igpkuk tkrk gS rFkk dkWye dks vaxzsth v{kjksa
A, B, C......... ls igpkurs gaSA

7- xyrh gks tkus ij mls lq/kjk Hkh tk ldrk gSA bl izfØ;k dks ,fMfVax dgrs
gSaA ,fMfVax djus gsrq tgk¡ ,fMfVax djuh gks ml lSy dks Mcy fDyd fd;k
tkrk gS vkSj mlesa fy[kh tkudkjh dks gVk dj ubZ tkudkjh Vkbi dj nh tkrh
gS rFkk var esa ,UVj dh cVu dks nck;k tkrk gSA ,aVj cVu nckuk vfuok;Z
gSA
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8- viuh odZ'khV dks lqanj cukus ds rjhds dks iQkWesZfVax dgrs gSA

9- ekbØkslkWÝV vkWfiQl cVu (Microsoft Office Button) }kjk ge viuh
iQkby dks lso] [kksy] can] fiazV bR;kfn dj ldrs gSaA

10- iQkWUV(dyj@lkbt@LVkby) cnyus ds fy,& lSy flysDV → jkbV fdyd
→ iQkWesZV lSYl → iQkWUV (Font) VSc → iQkWUV (Font) (dyj (colour)/
lkbZt (Size)/LVkby (Style) vkWi'ku → vksdsA

11- ,ykbuesaV cnyus ds fy,

flysDV lSy → jkbV fDyd → iQkWesZV lSYl → ,ykbuesaV VSc → tujy
ds ikl dk Mkmu ,jks → lgh vkWi'ku → vksdsA

12- iQkby lso djus ds fy,& ,e-,l- vkWfiQl cVu (Ms office button) →
lso ,t (Save as) → iQkby use (File Name) → vksds (Ok)

13- iQkby fizaV djus ds fy,

,e-,l- vkWfiQl (MS office) cVu → fizaV (Print) → ,fDVo 'khV
(Active Sheet) → vksds (Ok)

14- iQkby (igys ls cuh) [kksyus ds fy,&

,e-,l- vkWfiQl (MS office) cVu → vksiu (Open) → iQkby pqusa
→ vksiu
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vH;kl

1- fp=k esa fn, x, Hkkx 1&5 dks igpkudj fyf[k,%

1 2 3 4 5

fp=k A

2- 'ksMsM lSYl dk ,sMªl fyf[k,

fp=k B
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3 fjDr LFkku dh iwfrZ djsa&

(i) ,e-,l ,Dlsy ,d  lk WÝVos;j gSA bls ge
djus ds fy, bLrseky djrs gSaA

(ii)  cVu ls ge ubZ rFkk iqjkuh iQkby [kksyrs gSaA

(iii)  esa MkVk Vscy dh rjg Hkjk tkrk gSA

(iv) ,e-,l- ,Dlsy esa cuh iQkby dks  dgrs gSaA

(v) ,d odZcqd esa  odZ'khV gksrh gSA

(vi) jks rFkk dkWye ds feyus ls cuus okyh bdkbZ dks  dgrs
gSaA bls mlds  ,Msªl(irs) ls tkuk tkrk gSA

(vii) jks dks  }kjk igpkuk tkrk gSA

(viii) dkWye dks  }kjk igpkuk tkrk gSA

(ix) ge MkVk ,aVªh  lSy esa gh dj ldrs gSaA

(x) og lSy ftlds ckgj ,d dkyk ckMZj gS mls  lSy
dgrs gSaA

(xi) xyfr;k¡ lq/kjus dh izfØ;k dks  dgrs gSaA

(xii) foaMks ds lcls Åij ds iSuy dks  dgrs gaSA

(xiii) fjcu esa  VSc gksrs gSa] ftuds uke gSa ] ]
] ] ] ] A

(vx) ,e-,l ,Dlsy esa dsydqys'ku djus ds fy, gesa 
fy[kuk iM+rk gSA

(xv) gj iQkewZys dh 'kq#vkr  fpUg ls gksrh gSA

(xvi) ik¡pos dkWye rFkk NBh jks ds lSy dk ,MªSl  gSA

(xvii) viuh odZ'khV dks vkd"kZd cukus dh izfØ;k dks  dgrs
gSaA
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(xviii) ,fDVo lSy dk ,MªSl  esa fy[kk gksrk gSA

(ixx) iQkWesZfVax ds nkSjku ge v{kjksa rFkk vadksa dk  ]
 cny ldrs gSaA

(xx) iQkWesZfVax ls iwoZ lSy@lSy jsat dks  djuk vko';d gksrk
gSA

4 fuEufyf[kr iz'uksa ds mÙkj nsa&

(i) lSy iQkWesZfVax fdls dgrs gSa\
(ii) ,e-,l- ,Dlsy esa lSy iQkWesZfVax ds dksbZ rhu izdkj crk,¡A

(iii) lSy ,fMfVax D;k gS\
(iv) iQkWewZyk D;k gS\ bls dSls fy[krs gSa\
(v) fuEu dh ifjHkk"kk crkb,&

(v) lSy (c) lSy jsat (l) lSy ,MªSl
(vi) fjCcu ij izLrqr VSCl ds uke crkb,A

fØ;kdyki% vki ,d dEI;wVj ij&

(i) fp=k esa nh xbZ odZ'khV cuk,¡A
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(ii) lSyjsat A1 ls G7 rd flysDV djsa rFkk mlesa gYdk gjk jax Hkjsa rFkk
ckMZj nsaA

(iii) lcdk font size dks 14 ikb±V djsa rFkk A1 lSy esa fy[ks MkVk dks xgjk
uhyk jax nsaA

(iv) G3 esa ;ksx ds fy, iQkWewZyk fy[ks vc bl iQkWewZys dks G4 ls G6 esa dkWih
djsaA

mÙkjekyk

ns[ksa vkius D;k lh[kk

3-1

(i) (gk¡) (ii) (uk) (iii) (uk) (vi) (uk)
(v) (gk¡) (vi) (gk¡)

3-2

(i) (gk¡) (ii) (gk¡) (iii) (uk) (vi) (uk)
(v) (gk¡)

3-3

(i) V (ii) III (iii) i (iv) II
(V) iv

3-4

(i) ( ) (ii) ( ) (iii) ( ) (vi) ( )
(v) ( )

3-5

(i) (gk¡) (ii) (gk¡) (ii) (uk)

3-6

(i) ( ) (ii) ( ) (iii) ( ) (iv) ( )
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(v) ( )

 mÙkjekyk

1- (i) ,fDVo lSy (ii) VkbVy ckj (iii) fjCcu (iv) ,e-,l-vkWfiQl
(Microsoft OfficeButton) (v) iQkWewZyk ckj

2- (i) B7 (ii) D4 (iii) E7 (iv) F3
(v) G5

3.

(i) LizsM'khV] dsydqys'kuA x.kukA vfHkdyuA fglkc&fdrkc

(ii) ,e-,l- vkWfiQl (Microsoft office)

(iii) ,e-,l- ,Dlsy (MS-Excel)

(iv) odZcqd

(v) rhu

(vi) lSy

(vii) vadksa

(viii) v{kjkas@vaxzsth v{kjksa

(ix) ,fDVo

(x) ,fDVo

(xi) ,fMfVax

(xii) fjCcu

(xiii) lkr] gkse (Home),  balVZ (Insert), ist ysvkmV (Page Layout,)
iQkWewZykT+k (Formulas), MkVk (Data), fjO;w (Review), O;w(View)

(vx) iQkWewZyk

(xv) ¾

(xvi) E6
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(xvii) iQkWesZfVax

(xviii) use ckWDl (Name Box)

(ixx) dyj] lkbZt

(xx) flysDV

4-

(i) lSy iQkWesZfVax dk eryc gS lSy dks lqanj cukukA

(ii) ,e- ,l ,Dlsy esa lSy iQkWesZfVax fuEu izdkj ls gksrh gS%&

(d) iQkWUV dk dyj] lkbt rFkk LVkby (B/I/U) cnyukA

([k) lSy esa fy[ks 'kCn ;k vadksa dks ysÝV] jkbV ;k lsUVj esa djukA

(x) lSy ;k lSy jsat dks ckWMZj nsuk

(iii)  lSy ,fMfVax dk vFkZ gS xyrh dks lq/kjukA lSy dks Mcy fDyd djds
bls fd;k tkrk gSA

(iv) iQkWewyk ,e-,l ,Dlsy esa fglkc&fdrkc djus ds fy, iz;ksx fd;k tkrk
gSA bldh 'kq:vkr cjkcj ds fpUg(¾) ls dh tkrh gSA

(v) jksT+k o dkWyEl ds feyus ls cuus okyh bdkbZ dks lSy dgrs gSaA bls lSy
,MªSl ls igpkuk tkrk gSA

lSy jsat& yxkrkj lSYl dh  Ük`a[kyk dks lSy jsat dgrs gSaA tSls A1 ls B5

lSy ,MªSl& gj lSy dk viuk ,d lSy ,MªSl uke gksrk gS ftlds }kjk
mls igpkuk tkrk gSA tSls A1, B4, C8 vkfnA

(vi) fjCcu ij izLrqr VSCl ds uke bl izdkj gSa&

(i)  Home (gkse)  (ii) Insert (balVZ)(iii) Page Layout (ist ysvkmV)

(iv)  Formulas (iQkWewZykT+k)   (v) Data (MkVk) (vi) Review (fjO;w)

(vii)  View (O;w)
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bl ikB ls ge lh[ksaxs%

izLrqrhdj.k D;k gS\
bldk mn~ns'; D;k gS\
izLrqrhdj.k dSls fd;k tkrk gS\
ikoj ikWbUV esa izLrqrhdj.k djukA
izLrqrhdj.k cukus dk rjhdkA
izLrqrhdj.k esa fp=k] xzkiQ] fy[kk gqvk eSVj MkyukA
izLrqrhdj.k dh iQkWjesfVax djukA

vkt i'kq fpfdRlk foHkkx ls i'kqvksa ds MkWDVj xk¡o esa vk, gaSA MkWDVj lkgc xkao okyksa
dks i'kqvksa dh chekfj;ksa rFkk mlds bykt ds ckjs esa] i'kqvksa dh lgh ns[kHkky ds ckjs
esa] nq/k: i'kqvksa dh uLy ds ckjs esa] i'kqvksa esa de nw/ gksus ds dkj.kksa ds ckjs esa crkuk
pkgrs gSaA iapk;r ij MkWDVj lkgc us igys ,d esT+k eaxkbZA ml ij ,d dSejk yxk;kA

ikB&4

izLrqrhdj.k (izsT+ksaVs'ku)
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dSejs dks ySiVkWi ls tksM+ fn;kA ykbV ds fLop ls Hkh tksM+ fn;kA nhokj ij fp=k vkus
yxsA MkWDVj lkgc us rjg&rjg dh chekfj;ksa ls ihfM+r i'qkvksa ds fp=k fn[kk, rFkk mu
chekfj;ksa ds bykt ds ckjs esa crk;kA vPNh uLy ds i'kq dSls iSnk fd, tk,a ;g Hkh
crk;kA i'kqvksa dks j[kus ds rjhdksa ds ckjs esa crk;kA nq/k: i'kq dh chekfj;ka rFkk de

nw/ gksus ds dkj.k crk,A MkWDVj lkgc us fp=kksa
ds }kjk] cksy cksydj rFkk fy[kk gqvk Hkh mlh
esa fn[kk;kA xkao okyksa dks lc dqN le>k;kA
mudh le> esa ;g lc cM+h vklkuh ls vk x;kA
blh dks izLrqrhdj.k dgrs gSA xkao esa vyx&vyx
foHkkx tSls LokLF; foHkkx] Ñf"k foHkkx vkfn ds
yksx blh rjg dk izLrqrhdj.k nks&pkj eghus ds
vUrjky esa djrs jgrs gSaA

fdlh fo"k; dks fy[kdj] fp=kksa dh enn ls xzkiQ
dh enn ls vkSj èofu ds ekè;e ls o.kZu djus
dh izfØ;k dks gh izLrqrhdj.k dgrs gaSA

bl rjg dk izLrqrhdj.k cukus ds fy, ge ,e- ,l-
ikWoj ikb±V (Ms PowerPoint) bLrseky djrs gSaA ;g
izsT+ksaVs'ku ,d izkstsDVj dh lgk;rk ls nhokj ij ;k ijns

ij Hkh fn[kk;k tk ldrk gSA

vkb,] vc ge izLrqrhdj.k (izsT+ksUVs'ku) ds ckjs esa tkusa%

ikWoj ikb±V foUMks ds fofHkUu vaxA

LykbM cukus ds rjhdsA

LykbM esa fp=k o pkVZ~l Mkyus dk rjhdkA

v{kjksa dks iQkWesZV djuk (ltkuk o lqanj cukuk)A

izsT+ksaVs'ku cukuk o lso djukA rFkk

izsT+ksaVs'ku [kksyus o izLrqrhdj.k ds rjhdsA

fp=k% 4-1
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 4-1   ,e- ,l- ikWoj ikbaV (Ms Powerpoint)

tSls vè;kid CySd cksMZ ij fy[k dj Nk=kksa dks le>krk gS] mlh izdkj izsT+ksaVs'ku dh
lgk;rk ls ge nwljksa dks viuh ckr le>k ldrs gSaA I+kQdZ ;g gS fd vè;kid ,d d{kk
esa dqN ckr le>k dj mls feVk nsrs gSa] fiQj vxyh d{kk esa CySd cksMZ ij ogh ckr
nksckjk fy[krs gaSA

ysfdu izsT+ksaVs'ku esa ge gj fo"k; ds ckjs esa fy[kdj daI;wVj esa lso (lqjf{kr) dj ldrs
gSaA nwljh Dykl dks le>kus ds fy, gesa nksckjk fy[kus dh t:jr ugha iM+rhA

vxj gesa Dykl dks xf.kr le>kuk gks] rks igys
ge CySd cksMZ ij xf.kr 'kCn fy[ksaxsA blls
Dykl dks irk yx tkrk gS fd vc ge xf.kr dh
i<+kbZ djsaxsA ;gh dke daI;wVj dh LØhu ij
fy[kdj ge bls daI;wVj esa lso dj ldrs gSaA vc
ge Dykl dks xf.kr esa tks dqN Hkh i<+kuk gksxk
mlds ckjs esa crk,¡xsA

fiQj ge CySd cksMZ ij fy[ksaxs ^tksM+uk*A mlds
uhps fy[ksaxs ^?kVkuk* mlds uhps fy[ksaxs ^xq.kk

djuk*A vkf[kjh ykbu ij fy[ksaxs ̂ Hkkx djuk*A blh rjg daI;wVj LØhu ij fy[k dj bl
dks Hkh daI;wVj ij lso djsaxsA fiQj ge bu izfØ;kvksa ds mi;ksx ds ckjs esa crk,¡xsA

vc vxj fdlh f'k{kkFkhZ dks dqN le> ugha vk;k] rc ge daEI;wVj ij LVksj dh gqbZ
LØhu dks nksckjk fn[kk ldrs gSa vkSj ml f'k{kkFkhZ dks fiQj ls le>k ldrs gSaA ijUrq CySd
cksMZ ls i<+kus ij nksckjk fy[kuk iM+sxkA

 4-2  ,e- ,l- ikWoj ikbaV [kksyuk o ikWoj ikbaV foaMks ds fofHkUu vax

tSls&ge ,e-,l- oMZ ;k ,e-,l- ,Dlsy dks [kksyrs gSa] Bhd mlh rjg ,e-,l- ikWoj
ikWb±V dks Hkh [kksyk tkrk gSA
blds fy, ge%

1- LVkVZ (start) cVu ij fDyd djsaxsA
2- vc vkWy izksxzkEl (All Programs) ij fDyd djsaxsA
3- fiQj ekbØkslkWÝV vkWfiQl (Microsoft Office) ij fDyd djsaxsA

fp=k% 4-2
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4- var esa ekbØslkWÝV ikWoj ikb±V 2007 ij fDyd djsaxsA
5- ,e-,l- ikWoj ikWbaV foaMks (fp=k 4-1) LØhu ij [kqy tk,xhA

fp=k% 4-3

bl LØhu esa ckb± rjiQ ,d NksVk liQsn fgLlk fn[kkbZ nsrk gS vkSj nkb± rjiQ ,d cM+k
liQsn fgLlk fn[kkbZ nsxk ftlesa nks NksVs fMCcs cus gksrs gaSA ;g ,d [kkyh VkbVy LykbM
gSA

fp=k% 4-4
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Labelled window of Power Point
Insert Labelled Window of Powerpoint

lcls Åij tks iV~Vh gS mls VkbVy ckj dgrs gSaA VkbVy ckj esa iQkby rFkk izksxzke dk
uke fy[kk gksrk gSA ogka fy[kuk gS ^izsT+ksaVs'ku 1* ^ekbØkslkWÝV ikWoj ikb±V* tks izsT+ksaVs'ku
ge cukus tk jgs gSa] mldk uke vHkh ^izsT+ksaVs'ku 1* gS ftls ckn esa ge dksbZ vkSj mfpr
uke ns ldrs gaSA dSls] ge vkxs lh[ksaxsA

ck,a Åijh dksus esa ,d vkbdkWu cVu gSA bl vkbdkWu dks ge vkWfiQl cVu dgrs gSA
blds nkb± vksj dqN vkSj vkbdkWu gSaA buds ckjs esa ge ckn esa lh[ksaxsA

VkbVy ckj ds uhps ,d iV~Vh gS bls Ribbon dgrs gSaA blesa vkB 'kCn fy[ks gksrs gaS%
tSls gkse (Home), bUlVZ (Insert), fMtkbZu (Design), ,fues'kul (Animations),
LykbM 'kks (slides show), fjO;w (Review), O;w (View),  Msosyij (Develo per)A bUgsa
VSc (tab) dgrs gSaA izR;sd VSc] lewgksa esa foHkkftr gksrk gSA

bu lewgksa esa dbZ cVu gksrs gSa ftudh lgk;rk ls ge viuk dke vklkuh ls dj ldrs
gSaA

VSc lewgksa ds uhps ,d [kkyh LykbM gSA blesa ge fy[kdj viuh LykbM cuk,¡xsA vkb,
igys ge LykbM ds ckjs esa tkusaA

LykbM ,d i`"B gksrk gSA blesa dbZ rjg dh tkudkjh Mkyh tk ldrh gS tks VSdLV
(Text), vkfM;ks ( Audio),  ohfM;ks (Video) rFkk fp=k ds :i esa gks ldrh gSA ge tks
LykbM cuk;saxs mldk ,d NksVk :i ckb± vksj fn[kkbZ nsxkA bl {ks=k dks LykbM VSc dgrs

gSA LykbM VSCk esa cus gq, LykbM dk
NksVk :i fn[krk gSA tSls&tSls ge
LykbM cukrs tk,¡xs] blesa cus gq,
LykbMksa dh lwph curh tk,xhA blls
gesa irk jgrk gS fd geus dkSu&dkSu
lh LykbM igys ls cukbZ gqbZ gSA

LykbM VSc esa ,d vkSj fodYi gS&
^vkmVykbu* (outline) bl fodYi
ds ckjs esa ge ckn esa lh[ksaxsAfp=k% 4-5
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lcls uhps ,d vkSj {ks=k gSA bl {ks=k esa ge viuh lgk;rk ds fy, dqN uksV~l fy[k
ldrs gSaA bldk mi;ksx Hkh ge ckn esa lh[ksaxsA
 4-3   LykbM cukuk

vc ge ikWoj ikWbaV esa LykbM cukuk lh[ksaxsA
[kkyh LykbM ds Åij okys oxZ esa ge LykbM dk 'kh"kZd MkysaxsA bl oxZ esa fDyd djds
blesa ge viuh LykbM dk 'kh"kZd fy[ksaxsA tSls ̂ xf.kr*A ;g igyh LykbM gSA blls ns[kus
okys dks gekjk fo"k; irk py tk;sxkA
vc vxj ge ,d mi'kh"kZd Mkyuk pkgsa rks uhps okys oxZ esa Mky ldrs gSaA bl oxZ
esa fDyd djds blesa ge viuh LykbM dk mi'kh"kZd fy[ksaxsA tSls ̂ bLrseky*A blls ns[kus
okys dks le> vk;sxk fd ge xf.kr ds bLrseky ds ckjs esa ckr dj jgs gaSA

vc gekjh LykbM cu x;h gSA

ck,a NksVs oxZ esa Hkh gekjh LykbM ,d NksVs :i esa fn[k jgh gSA igyh LykbM ds NksVs
:i ds ck;ha rjiQ vad ̂ 1* fn[kk jgk gS ftlls irk pyrk gS fd ;g gekjh igyh LykbM
gSA

fp=k% 4-6
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,d ubZ LykbM cukus ds fy, ge vc U;w LykbM (New Slide) cVu ij fDyd djsaxsA
;g cVu gkse (Home) VSc esa gksrk gSA

bldks fDyd djus ij ,d u;h [kkyh LykbM fn[kus yxsxh vkSj ck;ha vksj ,d u;k NksVk
oxZ Hkh [kqy tk,xkA

vc ge u;h LykbM ds Åij okys oxZ esa fy[ksaxs ^mi;ksx*A blls ns[kus okyksa dks irk
yxsxk fd vc ge xf.kr ds mi;ksx ds ckjs esa crkus tk jgs gSaA ;g bl LykbM dk 'kh"kZd
gSA

uhps okys oxZ esa vc ge ̂ tksM+uk* fy[ksaxsA mlds uhps ykbu esa ̂ ?kVkuk* vkSj mlds uhps
^xq.kk* rFkk lcls fupyh ykbu esa ^foHkktu* fy[k dj LykbM iwjh djsaxsA

vc u;h LykbM ( New Slide) cVu ij fDyd djds ge rhljh LykbM ij dke dj
ldrs gSaA bl rjg ,d&,d djds ge dbZ LykbM cuk dj izsT+ksaVs'ku iwjh dj ldrs gSaA

ns[ksa vkius D;k lh[kk 4-1

gk¡ ;k ugha esa mÙkj nsa&

(i) izsT+ksaVs'ku dsoy fy[kdj cuk;k tkrk gSA ( )

(ii) izsT+ksaVs'ku cukus ds fy, ge ,e-,l ikWoj ikbaV dk bLrseky djrs gSaA ( )

(iii) ,e-,l ikWoj ikbaV esa nks Hkkx fn[kkbZ nsrs gSa cM+k fgLlk ck¡bZ rjiQ rFkk NksVk
fgLlk nk,¡ rjiQA ( )

(iv) vyx&vyx esa fn[kkus ds fy, ge ckj&ckj izsT+ksaVs'ku cukrs gSaA ( )

(v) ikWoj ikbaV foaMks esa lcls Åij okyh iV~Vh dks VkbVy ckj dgrs gSaA ( )

(vi) igyh LykbM esa ge viuk 'kh"kZd vkSj mi'kh"kZd fy[krs gSaA ( )

 4-4  izsT+ksaVs'ku dks lso djuk vkSj [kksyuk

bl izstasV'ku dks lso djus ds fy, ekbØkslkWÝV vkWfiQl (Microsoft Office) cVu ij
fDyd djsaxsA mlds uhps ,d esU;w [kqy tk,xkA bl esU;w  esa ge lso ,st (Save As)
cVu ij fDyd djsaxsA
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,d u;h foaMks [kqysxhA blesa iQkby uke (File Name) ds vkxs ge Vkbi djsaxs ̂ xf.kr*A
;kuh ge bl izsT+ksaVs'ku dks ^xf.kr* uke nsuk pkgrs gSaA ;k fiQj ge tks Hkh uke nsuk pkgsa]
;gka ij Vkbi dj ldrs gSaA

vc ge lso (save) cVu ij fDyd djsaxs vkSj gekjh izsT+ksaVs'ku ^xf.kr* uke ls lso gks
tk,xhA

ekbØkslkWÝV vkWfiQl cVu (Microsoft Office Button)→→→→→lso ,st (Save AS)
cVu→→→→→tks uke nsuk pkgsa] Vkbi djsa→→→→→lso cVu

izsT+ksaVs'ku lso rks gks x;h ysfdu vHkh Hkh [kqyh gqbZ gSA ge vxj dqN vkSj dke djuk
pkgsa rks dj ldrs gSaA ugha rks] izsT+ksaVs'ku dks ge ,sls gh can djsaxsA ekbØkslkWÝV vkWfiQl
(Mircosoft Office) cVu ij fDyd djasxsA fiQj [kqyh esU;w  lwph esa ̂ Dykst* (close)
cVu ij fDyd djsaxsA

vkWfiQl cVu (Microsoft Office Button) ^Dykst* →→→→→(Close)

fp=k% 4-7
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vc ^xf.kr* izstsaVs'ku can gks x;h gSA ikWoj ikWbaV LØhu ij fjCcu ds uhps dksbZ LykbM
ugha gSA

;fn ge izsT+ksaVs'ku dks nksckjk ns[kuk pkgsa rks izsT+ksaVs'ku dks fiQj ls [kksyuk gksxkA

vc ge ekbØkslkWÝV vkWfiQl (Microsoft office)  cVu dks fDyd djsaxsA esU;w  lwph ds
nk,a isu (pane) esa iQkbyksa dh ,d lwph fn[kkbZ nsxhA bl lwph esa ̂ xf.kr* uke dh iQkby
Hkh gS ;k fiQj ftl uke ls geus iQkby dks lso fd;k FkkA bl iQkby dks fDyd djus
ls gekjh izsT+ksaVs'ku fiQj ls [kqy tk,xhA

ekbØkslkWÝV vkWfiQl cVu (Microsoft Office Button) → iQkby ds uke dks
fDyd djsaxsA

 4-5  LykbM bUlVZ djuk

gesa vc igyh LykbM iwjh fn[k jgh gS rFkk ck;ha rjiQ LykbMksa ds NksVs :i fn[k jgs
gSa vkSj muds ck;ha vksj 1] 2--------------- vad crkrs gS fd ;g LykbMsa Øe esa gSaA

vc ge igyh o nwljh LykbM ds chp ,d vkSj LykbM Mkysaxs ;kuh bUlVZ (insert)
djsaxsA

ge LykbM VSc esa igyh LykbM ij fDyd djsaxsA igyh LykbM gesa fn[kus yxsxhA ge
gkse VSc ij fDyd djssaxsA fiQj U;w LykbM ij fDyd djus ls ,d ubZ [kkyh LykbM igyh
LykbM ds ckn vkSj nwljh LykbM ds igys bUlVZ gks x;hA

 igyh LykbM→→→→→ gkse (Home) VSc →→→→→ U;w LykbM (New Slide) cVu

vc bl LykbM esa ge Åij dh rjiQ fy[ksaxs ̂ izs"kd* fiQj uhps fy[ksaxs viuk ukeA vkSj

fiQj mlds uhps fy[ksaxs& ^jk"Vªh; fo|ky;h f'k{kk laLFkku*A

fp=k% 4-8
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 4-6  VsDlV] xzkfiQDl] pkVZ~l bUlVZ djuk

gels ,d xyrh gks xbZA viuh laLFkk dk uke xyr fy[k fn;kA vc ge uke esa ^eqDr*
'kCn bUlVZ djsaxsA

blds fy, ge ^jk"Vªh;* o ^fo|ky;h* 'kCn ds chp esa fDyd djsaxsA vc ;gka ij ge
^eqDr* 'kCn Vkbi djsaxsA bl rjg ge VsDLV bUlVZ dj ldrs gSaA

fp=k% 4-9
vc ge igys crk, x, rjhds ls izsT+ksaVs'ku dks lso djsaxsA
viuh izsT+ksVs'ku dks vkd"kZd cukus ds fy, vc ge blesa ,d fp=k (Picture) bUlVZ
djsaxsA
gekjs daI;wVj esa tks Hkh fp=k ;k rLohj gSa mudks ge viuh izstsaVs'ku esa Mky (bUlVZ dj)
ldrs gSaA
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gekjs daI;wVj esa ,d fp=k gS ftldk uke ,uvkbZvks,l yksxks (NIOS Logo) gSA ;g gekjh
laLFkku dk fpÞu (Logo) gSA ge vc bldks bUlVZ djsaxsA
ge nwljs LykbM ij fDyd djsaxs vkSj nwljh LykbM cM+s oxZ esa fn[kkbZ nsxhA
blesa ^jk"Vªh; eqDr fo|ky; f'k{kk laLFkku* ds vkxs fDyd djsaxsA ;gk¡ gesa fp=k bUlVZ
djuk gSA
fiQj fjcu ds bUlVZ (Insert) VSc ij fDyd djsaxsA vc fiDpj (Picture) cVu ij fDyd
djsaxs vkSj tks foaMks [kqysxh mlesa ykbczsjh (Library) cVu ds ckn fiDpj cVu ij fDyd
djus ls lSaiy fiDpj (Sample Pictures) cVu fn[kkbZ nsxkA bl ij fDyd djus ls gesa
uhps okyk fp=k 5 tSlk fn[kkbZ nsxkA blesa gekjs daI;wVj esa tks fp=k LVksj fd, gq, gSa os
fn[kkbZ nsaxsA
buesa ls ftl fp=k dks geas bUlVZ djuk (e.g. NIOS Logo) gks ml fp=k dks fDyd djus
ij og lsysDV gks tk,xkA
fiQj foaMks esa bUlVZ cVu ij fDyd djus ls ;g fp=k gekjh LykbM esa bUlVZ gks tk,xkA

fp=k 4-10
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blh rjg ge pkVZ (Chart) bR;kfn Hkh bUlVZ dj ldrs gSaA

 4-7  VsDLV iQkWesZfVax

izsT+ksaVs'ku dks vkSj vkd"kZd cukus ds fy, ge 'kCn dks Hkh iQkWesZV dj ldrs gSaA

tSls rhljh LykbM dks fDyd djus ij og LykbM fn[kkbZ nsxhA

bl LykbM esa ,d lkFk fy[ks ^mi;ksx* 'kCn dks lsysDV djsaxsA fiQj ge gkse VSc dks
fDyd djsaxsA ge 'kCn dks iQkW.V] vkdkj] vaMj ykbfuax] bVSfyd] cksYM bR;kfn dj ldrs
gaSA

vc ̂ mi;ksx* 'kCn dks lsysDV djds iQkWUV xzqi esa iQkW.V vkdkj 60 o bVSfyDl (Italics)
cVu o vaMj ykbu cVu fDyd djds ge bl 'kCn dk vkdkj cnysaxsA tSlk fp=k&7
esa fn[kk;k x;k gSA

fp=k% 4-11
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ns[ksa vkius D;k lh[kk 4-2

(i) izsT+ksaVs'ku lso djus ds ckn mlesa cnyko ugha dj ldrs gSaA (lgh@xyr)

(ii) nks LykbM~l ds chp ge ,d ubZ LykbM bUlVZ dj ldrs gSaA (lgh@xyr)

(iii) viuh izsT+kasVs'ku dks lso djus ds fy, ge lso ,sT+k (save as) cVu ij fDyd
djsaxsA (lgh@xyr)

(iv) VSDLV iQkWjesfVax djus ds fy, mls flysDV djuk t:jh ugha gksrk gSA          (lgh@xyr)

(v) viuh LykbM esa ge dksbZ fp=k ugha Mky ldrsA (lgh@xyr)

 4-8  izsT+ksaVs'ku dk izLrqrhdj.k (Slide Show)

vc rd geus lh[kk fd izsT+ksaV'ku dSls rS;kj djrs gSaA vc ge lh[ksaxs fd izstsaVs'ku dks
nwljs yksxksa ds lkeus dSls izLrqr djsaA ftl izstsaVs'ku dks fn[kkuk gS mls [kksydj ge

fp=k% 4-12
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,uhes'ku (Animation) VSc ij fDyd djsaxsA
VªkWft'ku Vw fnl LykbM (Transition to this slide) xzqi esa nkfguh rjiQ ,d cVu gS]
,Mokal LykbM (Advance Slide)A blesa igyk fodYi gS vkWu ekml fDyd (On
Mouse Click)A blesa vxj fVd  fpã gS rks bldk eryc gS fd ekml dks fDyd
djus ls vxyh LykbM fn[kus yxsxhA gesa ;gh pkfg,A bl le; gekjs fy, ;gh dkiQh
gSA ckdh ds rjhds ge ckn esa lh[ksaxsA

bl oxZ dks fDyd djus ls lgh dk fVd fpÞu fn[kkbZ nsxk vkSj nqckjk fDyd djus
ls gV tk,xkA

vc ge izstsaVs'ku izLrqr djsaxsA

blds fy, ge LykbM 'kks VSc (Slide Show) ij fDyd djsaxsA (fp=k 9)

vc ge ̂ LVkVZ LykbM 'kks* (Start slide show) xzqi ds ck;ah rjiQ izQkWe fcxfuax (From
Beginning) cVu ij fDyd djsaxs vkSj fp=k 10 dh rjg gekjh izsT+ksaVs'ku 'kq: gks tk,xhA

fp=k 4-13
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ge ns[ksaxs fd flok; igyh LykbM ds ekWfuVj LØhu ij dqN ugha fn[kkbZ ns jgk gSA u
esU;w  ckj] u fjcu] u dqN vkSjA vc gesa iwjh LØhu ij fliQZ igyh LykbM gh fn[kkbZ
nsxhA

vc ge igyh LykbM ds ckjs esa Jksrkvksa dks tks crkuk pkgrs gSa og crk,¡xsA nwljh LykbM
fn[kkus ds fy, vc ge ekml dks fDyd djsaxsA ekml ikWbaVj fn[kkbZ gh ugha ns jgk gSA
dgk¡ gS\ blls dksbZ eryc ughaA tc ge ekml fDyd djsaxs rks vxyh LykbM (Next
Slide) fn[kus yxsxhA D;ksafd geus izsT+ksaVs'ku ds 'kks dks ekml fDyd (Mouse Click) ls
pykus dk fodYi pquk FkkA

bl rjg ge gj LykbM ds fo"k; ij cksydj vxys LykbM ij pys tk;asaxsA vkf[kjh
LykbM fn[kkus ds ckn tc ge fDyd djsaxs rks izsT+ksaVs'ku [kRe gks tk,xhA vkSj ,d [kkyh
LØhu fn[kkbZ nsxhA vc dhcksMZ (Keyboard) ij ,Ldsi (Escape) cVu dks nckus ls

okfil ikWoj ikbaV izksxzke dh LØhu fn[kkbZ nsxhA

;fn ge fdlh Hkh LykbM ds ckn ,Ldsi cVu dks nck;saxs rks Hkh izstsaVs'ku [+kRe gks tk,xhA
blds fy, ge izstsaVs'ku [kksysaxs vkSj fjCcu esa ,fues'kUl VSc (Animations tab)  (fp=k
11) esa fodYi&1 ij fDyd djsaxsA

 fp=k% 4-14
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vc ,Mokal LykbM {ks=k esa nwljs fodYi (fp=k 11) esa fodYi 2 dks fDyd djsaxs vkSj
nkfgus cDls esa 00%05 MkysaxsA bldk eryc dh igyh LykbM fn[kus ds 5 lsdaM ckn
vxyh LykbM fn[ksxhA ge ftruk Hkh le; nsuk pkgsa mruk ns ldrs gSaA ;kuh 5 dh txg
10 ;k fiQj dqN vkSj Hkh Mky ldrs gSaA

vc ^,IykbZ Vw vkWy* (Apply to all) fodYi ij fDyd djasxsA blls ;g 5 lsdsaM dk
varj lc LykbM~t ds fy, gks tk,xkA fiQj izsT+ksaVs'ku dks lso dj ysaxsA

bl ,IykbZ Vw vkWy ds fodYi dh txg gj LykbM dks [kksydj mlesa vyx&vyx le;
Hkh Mkyk tk ldrk gSA

ns[ksa vius D;k lh[kk  4-3

(i) izsT+ksaVs'ku djrs le; gesa D;k fn[krk gS\

(d) ikWoj ikWbaV fjcu

([k) LykbM VSc

(x) LykbM

(?k) Åij okys lc

(ii) D;k ge izsT+ksaVs'ku dks Lopkfyr dj ldrs gSa\ (gk¡@uk)

(iii) Lopkfyr izsT+ksaVs'ku esa D;k gj LykbM dk varj cjkcj gksrk gS\ (gk¡@uk)

 vkb, nksgjk,¡

1- fdlh fo"k; dks fy[kdj] fp=kksa dh enn ls xzkiQ dh enn ls vkSj èofu ds ekè;e
ls o.kZu djus dh izfØ;k dks izLrqrhdj.k dgrs gSaA

2- izLrqrhdj.k (izsT+ksaVs'ku) cukus ds fy, ge ,e-,l- ikWoj ikbaV dk bLrseky djrs gSaA

3- izsT+ksaVs'ku dks izkstsDVj dh lgk;rk ls nhokj ij ;k ijns ij fn[kk;k tk ldrk gSA

4- ge fdlh Hkh fo"k; ij izsT+ksaVs'ku cukdj daI;wVj esa lso (lqjf{kr) dj ldrs gSa vkSj
bldk bLrseky vko';drk iM+us ij ckj&ckj dj ldrs gSaA

5- ikWoj ikbaV dks 'kq: djus ds fy, LVsIl bl izdkj gSa&
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LVkVZ (start) cVu → vkWy izksxzke → ekbØkslkWÝV vkWfiQl → ikWoj ikabV

6- ikWoj ikbaV LØhu esa nks fgLls fn[kkbZ nsrs gSaA nkb± rjiQ ,d cM+k fgLlk fn[kkbZ nsrk
gS ftls LykbM dgrs gSa rFkk ckb± rjiQ mldk ,d NksVk :i fn[kkbZ nsrk gSA

7- ikWoj ikbaV esa cuh iQkby dk uke VkbVy ckj ij fn[kkbZ nsrk gS] igyh ckj mldk
uke Presentation1 fy[kk gksrk gSA

8- LykbM ,d i`"B ds leku gS ftlesa fofHkUu izdkj dh tkudkjh Mkyh tkrh gS tks
fd VsDLV (Text), vkWfM;ks (Audio)] ohfM;ks (video) rFkk fp=k ds :i esa gks ldrh
gSA

9- u;h LykbM cukus ds fy, ge U;w LykbM (New slide) cVu ij fDyd djrs gSaA

10- izsT+ksaVs'ku dks lso djus ds fy, ge bl Øe esa cVu ij fDyd djsaxs& ekbØkslkWÝV
vkWfiQl (Microsoft Office) cVu→lso ,st (save as) cVu→iQkby dk uke
Vkbi djsaxs→lso (save) cVuA

11- igys ls cuh izsT+ksaVs'ku dks [kksyus ds LVsIl bl izdkj gSa&

ekbØkslkWÝV vkWfiQl (Microsoft Office) cVu→vksiu (open) cVu→flysDV
iQkby→vksiu (open) cVuA

12- izstsaVs'ku dks can djus ds fy, ekbØkslkWÝV vkWfiQl (Microsoft Office) cVu →
Dykst (close) vkWI'kuA

13- cuh gqbZ izsT+kassVs'ku esa ubZ LykbM bUlVZ dh tk ldrh gSA ,slk djus ds fy, ge ml
LykbM dks fDyd djsaxs ftlds ckn ge ubZ LykbM balVZ djuk pkgrs gSa] fiQj gkse
VSc ds U;w LykbM (New slide) cVu ij fDyd djsaxsA ,slk djus ij ,d ubZ LykbM
cu tk,xhA

lsysDV LykbM → U;w LykbM (New Slide) cVuA

14- viuh izstsaVs'ku dks vkd"kZd cukus ds fy, ge 'kCnksa dks iQkWesZV Hkh dj ldrs gSaA
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 vkb,] djds ns[ksa%

vkids vkl&ikl fdlh foHkkx ds dksbZ vf/dkjh izsT+ksaVs'ku djrs gSa rks ogk¡ tkdj
mldh iwjh izfØ;k le>saA

izsT+ksaVs'ku cukus dh dksf'k'k djsA

vH;kl

1- iz'uksa ds mÙkj nsaA

(i) izLrqrhdj.k fdls dgrs gSa\

(ii) LykbM D;k gksrh gSA

(iii) izsT+ksaVs'ku [kksyus dk rjhdk crkb,A

(iv) izsT+ksaVs'ku esas LykbM Mkyus dk rjhdk crkb,A

(v) izsT+ksaVs'ku dks can djus dk rjhdk crkb,A

2- [kkyh txg HkjsaA

(i) U;w LykbM cVu-------------------- VSc esa gksrk gSA (gkse] bUlVZ)

(ii) izsT+ksaVs'ku dks vkd"kZd cukus ds fy, 'kCnksa dks ------------- dj ldrs gSaA
(iQkWesZV] fMyhV)

(iii) ge izsT+ksaVs'ku esas ------------ Hkh bUlVZ dj ldrs gSaA  (pkVZ] ikloMZ)

(iv) ge izsT+ksaVs'ku dks------------------------- Hkh dj ldrs gSaA (Lopkfyr] fu/kZfjr)

(v) ikWoj ikWbaV esa esa cuh iQkby dk uke-------------esa fn[kkbZ nsrk gSA

(VkbVy ckj] bUlVZ ckj)
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3- tksM+s feyk,¡

(i) izsT+ksaVs'ku dks lqjf{kr djus ds fy, (d) izkstsDVj

(ii) LykbM dk NksVk :i fn[kkbZ nsrk gS ([k) lso ,sT+k

(iii) izsT+ksaVs'ku dks pykus ds fy, (x) LykbM 'kks

(iv) nhokj ij izLrqrhdj.k ds fy, iz;ksx gksrk gS (?k) LykbM VSc

 mÙkjekyk

ns[ksa vkius D;k lh[kk%

4-1

(i) ugha (ii) gk¡ (iii) gk¡ (iv) ugha (v) gk¡ (vi) gk¡

4-2

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

4-3

(i) gk¡ (ii) gk¡ (iii) ugha

 mÙkjekyk

1

(i) izLrqrhdj.k fdlh fo"k; dks fy[kdj] fp=kksa] xzkiQ vkSj èofu ds ekè;e ls o.kZu

djus dh izfØ;k dks dgrs gSaA

(ii) LykbM ,d i`"B ds leku gS ftlesa fofHkUu izdkj dh tkudkjh dks V s D L V

(Text), vkWfM;ks] fofM;ks rFkk fp=kksa ds :i esa Mkyk tkrk gSA
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(iii) izsT+ksaVs'ku dks [kksyus dk rjhdk&

ekbØkslkWÝV vkWfiQl cVu→vksiu (Open)→flysDV iQkby use→vksiu (Open)

(iv) izsT+ksaVs'ku esa LykbM balVZ djus ds fy,

flysDV LykbM→gkse VSc (Home tab)→U;w LykbM (New slide)scVu

(v) izsT+ksaVs'kudks can djus dk rjhdk

ekbØkslkWÝV vkWfiQl cVu→ Dykst (close)

2

(i) gkse (ii) iQkWesZV (iii) pkVZ (vi) Lopkfyr (v) VkbVy ckj

3

(i) [k (ii) ?k (iii) x (vi) d
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tk¡p i=k &2
(ikB 3 o 4 ls)

1- [kkyh LFkku Hkfj,&

(d) LizSM'khV [kM+h o iM+h ykbuksa dks ------------------- rFkk dgrs gSaA

([k) LizSM 'khV --------------- ds }kjk cukbZ tkrh gSA

(x)  lSy odZ'khV dks --------------------------- bdkbZ gSA

(?k)  iztsUVs'ku esa fp=k vkSj --------------- nksuksa gks ldrs gSA

(Ä) iztsUVs'ku dks vkd"kZd cukus ds fy, ---------------- dj dlrs gSaA

2- ikoj ikb±V [kksyus ds fy, D;k&D;k djs\

3- iz'uksa ds mÙkj fyf[k,

(d) LykbM D;k gS\

([k) izkstsDlu dSls lso djsaxsA

(x) LykbM bUlVZ dSls djsaxs\

(?k) iQkWessZV esa 'kCnksa esa D;k&D;k dj ldrs gSa\

(Ä) izLrqrhdj.k dSls djsa\
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4- dkWye ^d* rFkk ^[k* fn, x, lgh fodYiksa dks feykb,

(d) ([k)

,e ,l ,Dlsy ls cuh iQkby dks lSy ,Mªsl curk gS

dkWye dk uke rFkk jks ds uEcj ls lSy jsat dgrs gSa

LizSM'khV dh lSy esa dke djus dks VkbVy ckj dgrs gSa

dEI;wVj esa lcls Åij dh iV~vh dks odZ cqd dgrs gSa

LykbM ,d i`"B gksrk gS ftlesa dgha rjg dh tkudkjh Mkyh
tkrh gSA

5- fn, x, ckWDl mfpr mÙkj Hkjf,%

1- ,e-,l ,Dlsy dks [kksyuk

LVkVZ vkWy izksxzke ekbØkslkÝV vkWfiQl

2- lSy lsysDV jkbV cSd xzkmaM dyj jkbV fDyd iQkWesZV lSYl fDyd VSc

iQkbZy fizaV djus ds fy,

ekbØkslkWÝV vkWfiQl cVu fizaV ----- vksds

6- fn, x, fpã ds uke fyf[k,A
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mÙkjekyk
(tk¡p i=k&2)

1- I. dkWye rFkk jks II. ,e-,l-,Dlsy III. lcls NksVh

IV. èofu iQkeksZV

2- I. LVkZV cVu vkWy izksxzke II. ekbØkslkWÝV vkWfiQl III. ekbØkslkWÝV ikoj ikb±UV
2007

3- I. LykbM ,d i`"B gksrk gS blesa VSdLV] vkfM;ks] ohfM;ks rFkk fp=k gksrs gSA

II. ekbØkslkWÝV  vkWfiQl ehuw  lso ,t

III. igyh LykbM  gkse VSo  U;w LykbM

dkW.M  vkdkj vaMj ykbu  bVSyfyd  cksYM vkfn

,uhes'ku VSc  ,MoUl LykbM vkWu ekml fDyd

4- I. ?k II. d III.[k IV. x V. Ä

5- I. ekbØkslkWÝV vkWfiQl ,Dlsy 2007

II. dyj

III. ,fDVo 'khV

6- I. ,aVj
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bl ikB ls ge lh[ksaxs%

baVjusV D;k gS\
baVjusV dk bfrgkl rFkk mi;ksfxrkA
baVjusV dk O;kogkfjd mi;ksxA
baVjusV ij lwpuk dk vknku&iznkuA
baVjusV ls tqM+us okys midj.kA
baVjusV ls oSQls tqMas+\
oYMZ okbM osc] osc lkbV ,oa osc istA
osc lkbVksa dks [kksyuk] muesa lwpuk,¡ <w¡<+uk vkSj osc lkbVksa dh lgk;rk ls lekpkj
i=k i<+ukA

nSfud thou esa gesa ;fn fdlh 'kCn dk vFkZ ekywe djuk gksrk gS rks ge rqjUr 'kCndks'k
dk lgkjk ysrs gSaA ijUrq ;fn gesa fdlh fo"k; ds ckjs esa dqN foLr`r tkudkjh izkIr djuh

ikB 5

baVjusV vkSj mldh mi;ksfxrk,¡
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gS] rks gesa baVjusV dk lgkjk ysuk iM+sxkA

gekjk ,slk ekuuk gS fd baVjusV lwpuk ,oa Kku dk ,d fo'kky HkaMkj gS vkSj ge blds
}kjk dksbZ Hkh lwpuk cgqr gh de le; esa izkIr dj ldrs gSaA

ftl rjg ls ns'kHkj esa ,d LFkku ls nwljs LFkku ij tkus ds fy, jkT;ksa dks jkT;ksa ls] ftyksa
dks ftyksa ls ,oa 'kgjksa vkSj xk¡oksa dks vkil esa tksM+us ds fy, lM+dsa cukbZ tkrh gSa] mlh
izdkj lwpuk dks ,d dEI;wVj ls nwljs dEI;wVj rd igq¡pkus ds fy, VsyhiQksu ykbuksa ;k
mixzgksa ds ekè;e ls jkLrs cuk, x;s gSaA

'kq: esa dqN dEI;wVjksa dks] tks cgqr gh NksVh txg tSls nÝrj ds ,d gh dejs esa ;k
vyx&vyx dejksa esa j[ks gq, Fks] vkil esa tksM+k x;kA bls ySu (LAN) (yksdy ,fj;k
usVodZ) dgk x;kA blds ckn vyx&vyx 'kgjksa esa j[ks dEI;wVjksa dks vkil esa tksM+k
x;k ftls oSu (WAN) (okbM ,fj;k usVodZ) dgk x;kA tc fo'oHkj ds vyx&vyx
LFkkuksa ij fLFkr dEI;wVjksa dks bu ySuksa (LAN) rFkk oSuksa ds lkFk tksM+k x;k rks bls baVjusV
dk uke fn;k x;kA

5-1  baVjusV D;k gS\

baVjusV fo'oHkj ds dEI;wVjksa ,oa usVodks± dks tksM+us okyk ,d egktky ;k fo'kky usVodZ
gSA blesa dEI;wVj ,d nwljs ls usVodZ ds rkjksa] VsyhiQksu ykbuksa] mixzgksa ;k vU; ekè;e
ls tqM+s gksrs gSaA ;g fo'oHkj esa lans'k o lwpuk ds vknku&iznku dk lcls rsT+k lk/u gSA

fp=k 5-1
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5-2  baVjusV dk bfrgkl

baVjusV dk vkfo"dkj 1960 ds n'kd esa vesfjdk ds j{kk foHkkx }kjk fd;k x;kA ml
le; bldh t:jr dqN yksxksa dks iM+hA ysfdu vkt ;g lcdh t:jr cu x;k gSA vkt
ftl izdkj fctyh] Vh-oh-] eksckby iQksu yxHkx gj ?kj esa gS] mlh rjg ls vc dEI;wVj
vkSj baVjusV Hkh gj txg dkiQh izpfyr gks x;k gSA dqN fo}kuksa dk ekuuk gS fd baVjusV
bfrgkl dk lcls mi;ksxh vkfo"dkj gS vkSj blls fo'o dk Lo:i yxkrkj cnyrk tk
jgk gSA

5-3  baVjusV dh mi;ksfxrk,¡

ftu O;fDr;ksa ds ikl ?kj esa dEI;wVj o baVjusV dh lqfo/k ugha gS mUgsa fpark djus dh
dksbZ t:jr ugha gSA oks FkksM+s ls iSls [kpZ djds ^lkbcj dSisQ* esa ;s lqfo/k,¡ izkIr dj
ldrs gSaA ^lkbcj dSisQ* ,slk lkoZtfud LFkku gS tgk¡ iSls nsdj dEI;wVj@baVjusV dh
lqfoèkk izkIr dh tk ldrh gSA

fp=k 5-2 lkbCkj dSiQs
^lkbcj dSisQ* vktdy 'kgjksa ds vykok xkaoksa vkSj dLcksa esa Hkh [kqyrs tk jgs gSaA lkbcj
dSisQ dks [kksyus o pykus eas T;knk /u Hkh [kpZ ugha gksrk gSA vr% ;fn vki dEI;wVj
ds tkudkj gSa vkSj dqN èku fuos'k dj ldrs gSa rks viuk [kqn dk lkbcj dSisQ [kksy
ldrs gSaA dqN yksx feydj Hkh ,d lkbcj dSisQ [kksy ldrs gSaA
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lkbcj dSisQ vc Ñf"k laca/h dke ds fy, Hkh iz;ksx fd, tkrs gSaA tSls vc gesa ehyksa
nwjh r; djds Ñf"k mi;ksxh tkudkjh ds fy, CykWd ;k rglhy tkus dh T+k:jr ugha gSA
cfYd ge lkbcj dSisQ esa baVjusV }kjk ;g iwjh tkudkjh izkIr dj ldrs gSaA

baVjusV dh nqfu;k dks gh ^lkbcj fo'o* ;k lkbcj yksd dgk tkrk gSA vkt gj 'kgj
vkSj xkao esa pk;&dkWiQh dh nqdku dh rjg dEI;wVj&baVjusV dh nqdkusa lkbcj dSisQ ds
uke ls py jgh gSaA ge lc bl uke ls vPNh rjg ls ifjfpr gSaA pkgs gekjs ikl ?kj
esa dEI;wVj u gks] ysfdu ge lkbcj dSisQ esa tkdj vius nksLrksa] fj'rsnkjksa dks bZ&esy Hkst
ldrs gSaA

fp=k 5-2-1(a) bZ&esy fp=k 5-2-1 (b) ohfM;ks dkaizQsaflax

bZ&esy ,d rjg dk lans'k ;k fpV~Bh gksrh gS tks dEI;wVj }kjk baVjusV ds ekè;e ls Hksth
tkrh gSA bZ&esy] lans'k Hkstus dk ,d cgqr gh rsT+k] lqfoèkktud ,oa lLrk rjhdk gSA bZ&esy
ds ckjs esa foLr`r :i ls vxys ikB esa ppkZ djsaxsA

baVjusV dk iz;ksx fnu&izfrfnu c<+rk tk jgk gSA ,slk dksbZ Hkh {ks=k ugha gS ftldh tkudkjh
gesa baVjusV }kjk u fey ldsA

vkt ohfM;ks dkWUizsaQflax ds ekè;e ls fons'kksa esa jg jgs vius lxs&lacaf/;ksa ls ckr djus
ds lkFk&lkFk mUgsa ns[k Hkh ldrs gSaA O;olk;h vius lSaiy fn[kk ldrs gSaA ge ohfM;ks
dkWUizsaQflax }kjk fdlh ukSdjh ds fy, baVjO;w Hkh ns ldrs gSaA vktdy fo|ky;ksa rFkk
fo'ofo|ky;ksa esa cPps ohfM;ks dkWUizsaQflax }kjk Hkh i<+kbZ Hkh dj ldrs gSa vkSj iz'u iwN
ldrs gSaA
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baVjusV ij dbZ phT+kksa ds foKkiu fn, gksrs gSa ,oa mudh dher Hkh fy[kh gksrh gSA bl
rjg ?kj cSBs ØsfMV dkMZ ;k baVjusV cSafdax dh lgk;rk ls [kjhnkjh Hkh dj ldrs gSaA

blds vykok baVjusV dk iz;ksx f'k{kk] cSafdax] euksjatu] fpfdRlk] ;krk;kr vkfn {ks=kksa esa
fnu&izfrfnu c<+rk tk jgk gSA

5-4  baVjusV ij lwpuk dk vknku&iznku

tc lwpuk dks baVjusV ij Hkstk tkrk gS rks ;g NksVs&NksVs iSdsVksa esa c¡V tkrh gS vkSj izR;sd
iSdsV VsyhiQksu ykbu] dscy ;k mixzg ds jkLrs baVjusV ij tkrk gSA bu iSdsVksa dks yf{kr
(VkxsZV) dEI;wVj rd igq¡pkus ds fy, chp esa fo'ks"k ;a=k dk bLrseky gksrk gS ftls jkmVj
dgk tkrk gSA jkmVj bu iSdsVksa ds fy, lcls lqjf{kr ,oa ljy jkLrk r; djrs gSa ftuls
gksdj lwpuk yf{kr dEI;wVj rd igq¡prh gSA

5-2-2 f'k{kk 5-2-3 cSafdax

5--2-4 euksjatu 5-2-5 fpfdRlk
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yf{kr dEI;wVj ij lwpuk igqapus ds ckn iSdsV fiQj ls tksM+k tkrk gSA rkfd ftl rjg
ls lwpuk Hksth xbZ Fkh mlh :i esa okil fey ldsA

bl lkjh izfØ;k dks iwjk djus ds fy, dEI;wVjksa }kjk iwjs fo'o esa ,d fu;e (izksVksdkWy)
dk iz;ksx gksrk gS ftls Vhlhih@vkbZih (TCP/IP) dgrs gaSA

5-5  baVjusV ls tqM+us okys midj.k

baVjusV ls tqM+us ds fy, lcls igys gekjs ikl ,d dEI;wVj gksuk pkfg, ftlds }kjk
ge baVjusV ls tqM+saxsA bl dEI;wVj esa ,d fo'ks"k lkWÝVos;j ̂ baVjusV czkmT+kj* (osc czkmT+kj)
gksuk pkfg,A blds vykok ,d ekWMe gksuk pkfg, tks baVjusV vkSj dEI;wVj ds chp ekè;e
dk dke djrk gSA VsyhiQksu ykbu Hkh vko';d gS D;ksafd baVjusV ij Hksth xbZ ;k ekaxh
xbZ lwpuk VsyhiQksu ykbu ls gksdj gh vkrh&tkrh gSA

 

fp=k% 5-3
baVjusV dh lsok nsus okyh daiuh dks vkbZ,lih (ISP) ;k baVjusV lsok iznkrk dgk tkrk
gSA Hkkjr esa dbZ ISP gS] tSls ,;jVsy] oh,l,u,y] ,eVh,u,y] fliQh bR;kfnA bldh
lsok gekjs dEI;wVj ij gksuh pkfg,A baVjusV esa mi;ksx gksus okys izeq[k midj.k ekWMse]
jkmVj] ok;jysl bUVjusV dkMZ] baVjusV ySu bR;kfn gSaA

5-6  baVjusV ls dSls tqM+k tkrk gS\

ge baVjusV ls nks rjhdksa ls tqM+ ldrs gSaA baVjusV lsok iznkrk (ISP) daiuh ds dEI;wVj
ij iQk su ykbu ls Mk;y djds vFkok ISP ds lkFk lh/ s t qM +djA
vf/drj ge vkbZ,lih (ISP) ds lkFk ,d VsyhiQksu ykbu rFkk ekWMse ds tfj, gh tqM+rs
gSaA baVjusV lsok,a iznku djus ds fy, ISP gels iSls Hkh ysrs gSaA
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ekWMse % ekWMse og midj.k gS tks dEI;wVj dks VsyhiQksu ykbu ls tksM+rk gSA ekWMse lwpuk
Hkstus okys dEI;wVj rFkk lwpuk ikus okys dEI;wVj nksuksa ds ikl vyx&vyx gksrk gSA
ekWMse dEI;wVj ds Hkhrj Hkh yxrk gS vFkok bls ckgj ls vyx ls Hkh tksM+k tk ldrk
gSA

lwpuk Hkstus okyk dEI;wVj eksMse VsyhiQksu ykbu
eksMse lwpuk ikusokyk dEI;wVj

fp=k 5-4

MkVkdkMZ ls baVjusV pykuk

MkVk dkMZ ,d ,slk dkMZ gS ftldh lgk;rk ls ge ok;jysl (csrkj) baVjusV lsok
dEI;wVj ij izkIr dj ldrs gSaA dEI;wVj esa MkVk dkMZ ls baVjusV pykus osQ fy,
fuEufyf[kr izfØ;k viuk;saxsa%

1- MkVk dkMZ dks ;w-,l-ch- iksVZ esa MkysaxsA

fp=k 5-4-1
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2- MkVk dkMZ ls lEcfU/r lkWÝVos;j dks dEI;wVj esa bUlVky djsaxsA

3- MsLdVkWi ij cus ml MkVk dkMZ osQ vkbdu dks Mcy fDyd djsaxs vFkok ,d ckj
fDyd djosQ ,aVj (ENTER) cVu nck;saxsA

4- tks LØhu fn[kkbZ ns ml ij dusDV (CONNECT) cVu ij fDyd djsaxsA

5- vc vki vius dEI;wVj esa baVjusV dk iz;ksx dj ldrs gSaA

vktdy dbZ daifu;ksa ds ok;jysl baVjusV lsok izkIr djus osQ fy, iz;ksx eas yk;s tk
jgs gSaA

ns[ksa] vkius D;k lh[kk 5-1

1- fjDr LFkku Hkfj,%

(i) -------------------- lwpuk ,oa Kku dk ,d fo'kky HkaMkj gSA

(ii) ,d gh Hkou ds dEI;wVjksa dks vkil esa tksM+us dks ------------------ dgk tkrk
gSA

(iii) vyx&vyx 'kgjksa esa j[ks dEI;wVjksa dks tksM+us dks -------------------- dk uke
fn;k x;k gSA

(iv) baVjusV] fo'oHkj esa lans'k vkSj lwpuk ds-------------------- dk lcls rst lk/
u gSA

(v) -------------------- esa Hkh baVjusV dh lqfo/k dqN iSls [kpZ djds vklkuh ls fey
ldrh gSA

(vi) MkVkdkMZ dEI;wVj ij ----------------- baVjusV lsok iznku djrk gSA

(vii) MkVkdkMZ dh lgk;rk ls Hkh -------------- dh lqfo/k izkIr dh tk ldrh gSA

2- lgh ds fy, ( ) vkSj xyr ds fy, ( ) dk fu'kku yxkb,A

(i) dEI;wVjksa }kjk iwjs fo'o esa baVjusV ds bLrseky ds fy, ftl fu;e dk iz;ksx
gksrk gS mls Vhlhih@vkbZ ih (TCP/IP) dgk tkrk gSA ( )



104

(ii) baVjusV dh lsok nsus okyh daiuh baVjusV ds fy, dksbZ iSlk ugha ysrh gSA  (  )

(iii) baVjusV ls tqM+us dk dsoy ,d gh rjhdk gSA ( )

(iv) ekWMe lwpuk Hkstus okys dEI;wVj rFkk lwpuk nsus okys dEI;wVj nksuksa ds ikl
gksrk gSA ( )

(v) MkVkdkMZ ls baVjusV pykus osQ fy, mlls lEcfU/r lkWÝVos;j dEI;wVj esa
bUlVky djuk t:jh gSA ( )

3- fuEu 'kCnksa dh ifjHkk"kk fyf[k,%

(i) jkmVj

-----------------------------------------------------------------------------------------------------

(ii) ySu (LAN)

-----------------------------------------------------------------------------------------------------

(iii) lkbcj dSisQ

-----------------------------------------------------------------------------------------------------

(iv) ohfM;ks dkUizsaQflax

-----------------------------------------------------------------------------------------------------

(v) MkVkdkMZ

-----------------------------------------------------------------------------------------------------

 5-7   oYMZ okbM osc (WORLD WIDE WEB)

oYMZ okbM osc (WWW) dks ge baVjusV ij mi;ksx dh tk ldus okyh tkudkjh dk
laxzg dg ldrs gSaA ;g baVjusV }kjk iznku dh tkus okyh ,d lsok gSA oYMZ okbM osc
ij fLFkr tkudkjh 'kCnksa] fp=kksa vkSj èofu ds :i esa gks ldrh gSA oYMZ okbM osc dks
dsoy osc ds uke ls Hkh tkuk tkrk gSA

dbZ yksx osc rFkk baVjusV dks ,d gh ekurs gSa ysfdu okLro esa ;s vyx&vyx gSaA
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baVjusV vkil esa tqM+s gq, usVodkZs dk ,d lewg gS tcfd oYMZ okbM osc (;k dsoy
osc) baVjusV ij miyC/ ,d lsok gSA

fp=k 5-5
baVjusV }kjk osc (web) ls bfPNr lwpuk izkIr djus dks baVjusV czkmftax ;k osc czkmftax
dgrs gSaA osc czkmT+kj ,d lkWÝVos;j gksrk gS] ftldh enn ls vki baVjusV dk bLrseky
dj ldrs gSaA vFkkZr~ osc czkmtj lkWÝVos;j vkids dEI;wVj dks oYMZ okbM osc ls tksM+rk
gSA osc czkmT+kj ds dqN mnkgj.k gS% baVjusV ,DlIyksjj] xwxy Økse] iQk;jiQkWDl vkWisjk vkSj
lI+kQkjh bR;kfnA

5-8  osclkbV rFkk osc ist

 osc ist& tkudkjh dk ,d ,slk ist gksrk gS tks osc czkmtj dh enn ls ns[kk tk
ldrk gSA ;g osc ij fLFkr ,d bysDVªkWfud ist gS] ftlesa ikB~;] fp=k vkSj
èofu dqN Hkh gks ldrk gSA vki ,d osc ist ls nwljs ist ij vklkuh ls
vk&tk ldrs gSaA
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osclkbV~l& ,d ;k ,d ls vf/d lacaf/r osc istksa dks feykdj osclkbV curh gSA
fdlh Hkh osc lkbV dk igyk ist&gkse ist dgykrk gSA izR;sd osc lkbV
dk ,d ,sMªsl gksrk gSA bls osclkbV ,sMªsl dgrs gSaA

fp=k% 5-6 osc lkbV ,oa osc ist gkseist

5-9  lpZ batu

lpZ batu fo'ks"k osclkbV gS tks mi;ksxdrkZvksa }kjk Vkbi fd, x, 'kCnksa rFkk okD;ka'kksa
ls feyrh tqyrh osc lkbVksa rFkk osc istsl dks [kkstrh gSA

dqN izeq[k lpZ batu gSa] jsfMiQ] ;kgw] xwxy (Rediff, yahoo, Google) vkfnAks

tSlk fd ge igys gh tku pqds gSa fd baVjusV ds oYMZ okbM osc ls tqM+us ds fy, gesa
fdlh osc czkmT+kj izksxzke dh enn ysuh iM+rh gSA baVjusV ,DlIyksjj ,d ,slk gh yksdfiz;
osc czkmT+kj gSA fdlh Hkh osclkbV dks [kksyus ds fy, fuEu dk;Z djsaxs%W

lcls igys tk¡psaxs fd baVjusV dusD'ku Bhd rjg ls py jgk gS ;k ughaA

vc dEI;wVj MsLdVkWi ij LVkVZ cVu ij fDyd djsaxsA

vc vkWy izksxzkEl ij ekml ds ikWbaVj dks ys tkdj fn[kkbZ ns jgh izksxzke dh lwph
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esa ls baVjusV ,DlIyksjj ij fDyd djsaxsA

baVjusV ,DlIyksjj dk gkse ist [kqy tk,xkA

fp=k 5-7 ch

fdlh Hkh osclkbV dks [kksyus ds fy, ,sMªsl (Address) ds lkeus tks ckWDl [kkyh
fn[k jgk gS] mlesa ml osclkbV ds ,sMªsl dks Vkbi djuk gksxkA tSls jk"Vªh; eqDr
fo|ky;h f'k{kk laLFkku (NIOS) dh osclkbV ns[kus ds fy, ge Vkbi dj ldrs gSa%
MCyw-MCyw-MCyw-,uvkbZvks,l-dkWe (www.nios.com)

vc ,aVj (Enter) ;k xks (Go) cVu nck,¡A rc ,u-vkbZ-vks-,l- dh osc lkbV
fn[kkbZ nsxhA

blh rjg ls ge dksbZ Hkh osc lkbV ns[k ldrs gSaaA
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 5-10 lekpkj i=k vkfn i<+uk

vktdy baVjusV ij fdlh Hkh lekpkj i=k dks vkjke ls i<+k tk ldrk gSA blosQ fy,
fuEufyf[kr LVsIl dk iz;ksx djsaxs%

1- osc czkmtj vius dEI;wVj ij [kksysaxsA tSls% baVjusV ,DlIyksjj] xwxy ØkseA

2- ml osc czkmtj osQ ,sMªsl ckj ij] lekpkji=k ls lEcfU/r osclkbV dk ,sMªsl Vkbi
djsaxsA

3- vc ,sMªsl ckj osQ vkxs xks (G0)  ij fDyd djsaxs vFkok ,aVj (Eenter)cVu nck;saxsA

4- vc ge bfPNr fgUnh@vaxzsth lekpkj i=k i<+ ldrs gSaA

ns[ks vkius D;k lh[kk 5-2

1- fjDr LFkku Hkfj,%

(i) --------------------- baVjusV ij mi;ksx dh tk ldus okyh tkudkjh ds laxzg dks
dgk tkrk gSA

(ii) osc czkmT+kj ,d --------------------- gksrk gS ftldh enn ls vki baVjusV czkmfT+kax
dj ldrs gSA

(iii) ,d ;k ,d ls vf/d lacaf/r osc istksa dks feykdj --------------------- curh gSA

(iv) osc lkbV ds igys ist dks --------------------- ds uke ls tkuk tkrk gSA

(v) xwxy (Google) ,d izeq[k --------------------- gSA

2- fuEu dh ifjHkk"kk nhft,

(i) baVjusV ,DlIyksjj
--------------------------------------------------------------------------------------------------------------

(ii) www
--------------------------------------------------------------------------------------------------------------

(iii) lpZ batu
--------------------------------------------------------------------------------------------------------------
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 vkb,] djds ns[kas%

lkbcj dSisQ tk,a vkSj fuEu osclkbV~l dks ns[ksa%

1- ,d lpZ baftu [kksysa ftlls vki dksbZ Hkh lwpuk [kkst ldrs gSaA

2- xkuk lquus ds fy, dksbZ osclkbV [kkstsaA

3- MCywMCywMCywMkVfodhihfM;kMkVdkWe (www.wikipedia.com)- blls vki fdlh
Hkh fo"k; ;k rF; ds laca/ esa tkudkjh izkIr dj ldrs gSaA

4- MCywMCywMCywMkWV,uvks,lMkWV,lhMkWVMkWVdkWe (www.nios.ac.in)&;g vkidks jk"Vªh;
eqDr fo|ky;h f'k{kk laLFkku (National Institute of Open Schooling) dh
osclkbV fn[kk,xk ftlesa vkidks NIOS ds lHkh ikB~;Øeksa dh tkudkjh feysxhA

5- ukSdjh dh [kkst ls lacaf/r dksbZ osclkbV [kksysaA

egRoiw.kZ 'kCnksa dh ifjHkk"kk

1- baVjusV% fo'oHkj ds usVodks± dks tksM+us okyk ,d egktky gSA

2- lkbcj dSisQ% ,slk lkoZtfud LFkku tgk¡ ij iSls nsdj baVjusV dh
lqfo/k izkIr dh tkrh gSA

3- ekWMe% ,d ;a=k gS tks dEI;wVj dks VsyhiQksu ykbu ls tksM+rk gSA

4- oYMZ okbM osc (www)% baVjusV }kjk iznku dh tkus okyh lsok gSA

5- osclkbV% ,d ;k ,d ls vf/d lacaf/r oscistksa dks feykdj curh gSA

6- gkse ist% fdlh Hkh osclkbV dk igyk ist gkseist dgykrk gSA

7- MkVkdkMZ% ,d fMokbl gS ftldh lgk;rk ls ok;jysl (csrkj) baVjusV lsok
dEI;wVj ij izkIr dj ldrs gSaA
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vkb, nksgjk,¡

1- fo'o Hkj esa bZ&esy lans'k o lwpuk ds vknku iznku dk lcls rsT+k lk/u
baVjusV gSA

2- dejkas vFkok ,d gh ifjlj ds dEI;wVjksa dks vkil esa tksM+us dks ySu (LAN) dgrs
gSA vyx&vyx 'kgjksa ds dEI;wVj dks tksMus dks oSu (WAN) dgrs gSA

3- lkbcj dSiQs vc Ñf"k laca/h dk;Z ds fy, Hkh iz;ksx gksrk gSA

4- bUVjusV dh nqfu;k lkbcj fo'o ;k lkbcj yksd dgykrh gSA

5- bZ&esy lans'k Hkstus dk lcls rsT+k lqfo/ktud ,oa lLrk rjhdk gSA

6- bUVjusV ls ge [kjhnkjh dj ldrs gS] bUVjO;w ns ldrs gaS] ohfM;ks dkWUizQsal dj
ldrs gSA

7- bUVjusV dh lwpuk VsyhiQksu ykbu] dscy ;k mixzg ds jkLrs vkrh gSA

8- bUVjusV esa lwpuk dEI;wVj rd ig¡qpkus ds fy, jkmVj dke esa vkrk gSA jkmVj
lwpuk ds fy, lcls lqjf{kr ,oa ljy jkLrk r; djrk gS ftlls lwpuk dII;wVj
rd ig¡qprh gSaA

9- bUVjusV ls tqMus ds fy, bUVjusV czkmT+kj] ekWMe ,oa VsyhiQksu ykbu gksuh pkfg,A

10- bUVjusV dh lsok nsus okyh dEiuh dks vkbZ,lih (ISP) dgk tkrk gSA

11- bUVjusV lsok nsus okyh dEiuh ch-,l-,u-,y] ,e-Vh-,u-,y vkfn gSA

12- ekWMe dEI;wVj ds Hkhrj Hkh yx ldrk gS vkSj ckgj Hkh yx ldrk gSA

13- oYMZ okbM osc ij fLFkr tkudkjh 'kCnksa] fp=kksa vkSj èofu ds :i esa gks ldrh gSA

14- osc rFkk bUVjusV nksuksa vyx vyx gSaA

15- bUVjusV }kjk osc (W1eb) ls okafNr lwpuk izkIr djus dks bUVjusV czkmftax ;k
osc czkmftax djrs gSaA

16- osc czkmtj ,d lkWÝVos;j gksrk gSA

17- ,d ;k ,d ls vf/d lacaf/r osc istksa dks feykdj osclkbV curh gSA

18- izR;sd osclkbV dk ,d ,sMªsl gksrk gSA

19- dqN izeq[k lpZ batu jsfMiQ] ;kgw rFkk xwxy gSaA
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vH;kl

1- [kkyh LFkku Hkfj,%

(i) oSu (WAN) dk iwjk uke _______ gSA

(ii) fo'o Hkj ds dEI;wVjksa dks tksM+us okyk egktky _______ gSA

(iii) _______ ls tqM+us ds fy, vkbZ,lih (ISP)  dk gksuk t:jh gSA

(iv) MCY;w-MCY;w-MCY;w- (www) dk iwjk uke ________ gSA

(v) lpZ batu ls dksbZ Hkh ________ [kksth tk ldrh gSA

2- lgh ij (√√√√√) rFkk xyr ij (×××××) dk fu'kku yxkb,%

(i) xwxy (Google) ,d lpZ batu ugha gSA ( )

(ii) baVjusV dk iz;ksx ge xse [ksyus esa dj ldrs gaSA ( )

(ii) osc lkbV osc istksa ls feydj ugha curh gSA ( )

(iv) ohfM;ks dkUizsQflax Hkh baVjusV dh lgk;rk ls dh tkrh gSA ( )

3- iz'uksa ds mÙkj fyf[k,A
(i) lpZbatu ds nks mnkgj.k crkb,

------------------------------------------------------------------------------------------------------------

(ii) osclkbV fdls dgrs gSa\
-----------------------------------------------------------------------------------------------------------

(iii) Vhlhih@vkbZih (TCP/IP) D;k gS\

------------------------------------------------------------------------------------------------------------

(iv) baVjusV dk vkfo"dkj dc o dgk¡ gqvk\
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------------------------------------------------------------------------------------------------------------

(v) baVjusV D;k gS\

------------------------------------------------------------------------------------------------------------

4- lgh okD;ksa dks tksM+s
(i) ,d dEI;wVj ls nwljs dEI;wVj (d) gj 'kgj o dqN xk¡o esa rd

ig¡qpus ds fy, Hkh feyrs gSaA
(ii) lkbcj dSiQs ([k) dEI;wVj ls tksM+rk gSA

(iii) jkmVj }kjk lwpuk (x) ,d lkWÝVos;j gSA
(iv) ekWMe bUVjusV dks (?k) VsyhiQksu ykbu] ySu ;k

mixzgks ds ekè;e gSA
(v) osc czkmT+kj (Ä) dEI;wVj rd igq¡prh gSA

5- fn, x, fp=kksa ds uke fy[kks
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 mÙkjekyk

ns[ksa vkius D;k lh[kk

5-1

1- fjDr LFkku Hkfj,%

(i) baVjusV

(ii) ySu (yksdy ,fj;k usVodZ)

(iii) oSu (okbM ,fj;k usVodZ)

(iv) vknku&iznku

(v) lkbcj dSisQ

(vi) ok;jysl

(vii)  baVjusV

2- lgh@xyr

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

3- ifjHkk"kk

(i) jkmVj og ;a=k gS tks fdlh Hkh lwpuk dks yf{kr dEI;wVj rd igqapkus esa enn
djrk gSA

(ii) ,d gh Hkou esa tc ge dEI;wVjksa dks vkil esa tksM+rs gS rks mls ySu dgk
tkrk gSA

(iii) lkbcj dSisQ ,d lkoZtfud LFkku gS tgka dqN iSls [kpZ djds baVjusV dh
lqfo/k izkIr dj ldrs gaSA

(iv) ohfM;ks dkWUizsQflax ds ekè;e ls nwj&nwj jg jgs vius lxs lacaf/;ksa ls ckr
djus ds lkFk&lkFk mUgsa ns[k Hkh ldrs gSA

(v)  ;g ,d dkMZ gS ftldh lgk;rk ls ok;jysl baVjusV lsok dEI;wVj ij
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izkIr dj ldrs gSaA

5-2

1- fjDr LFkku Hkfj,%

(i) oYMZ okbM osc (www) (ii)  lkWÝVos;j (iii)  osclkbV

(iv) gkseist (v)  lpZ batu

2- ifjHkk"kk%

(i) baVjusV ,DlIyksjj ,d osc czkmtj gS tks baVjusV ij fdlh Hkh osclkbV dks
[kksyus esa enn djrk gSA

(ii) www baVjusV ij fLFkr lkbV~l ls feydj cuk gksrk gS tks lwpuk dks [kkstus
esa lgk;d gksrk gSA

(iii) lpZ batu og osc lkbV gS tks mi;ksxdrkZvksa }kjk Vkbi fd, x, 'kCnksa rFkk
okD;ka'kksa ls feyrh&tqyrh osclkbVksa rFkk osc istksa dks <wa<rh gSA

 mÙkjekyk

1- (i) okbM ,fj;k usVodZ (ii) baVjusV (iii) baVjusV (iv) oYMZ okbM oSc
(v) osclkbV (vi) ok;jysl

2- (i) xyr (ii) lgh (iii) xyr (iv) lgh

3- (i) ;kgw (yahoo),  xwxy (google)

(ii) ,d ;k ,d ls vf/d lacaf/r oscistksa dks feykdj cuh gqbZ lkbV dks
osclkbV dgrs gaSA

(iii) TCP/IP dEI;wVj esa baVjusV ij iz;ksx dh tkus okyk fu;e gSA bls izksVksdkWy
Hkh dgk tkrk gSA
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(iv) baVjusV dk vkfo"dkj 1960 ds n'kd ds vafre Hkkx esa vesfjdk ds j{kk
foHkkx esa gqvkA

(v) baVjusV fo'oHkj esa iSQys dEI;wVj usVodks± dk ,d egktky gSA

4- (i) ?k

(ii) d

(ii) Ä

(iv) [k

(v) x

5- (i) ekWMe

(ii) MkVk dkMZ

(iii) ySu (LAN)

(iv) jkmVj (Router)

(v) dEI;wVj
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bl ikB ls ge lh[ksaxs%

gesa lqj{kk dh vko';drk D;ksa gSA
lqj{kk fdls dgrs gSa\
ikloMZ
dEI;wVj ok;jl
fofHkUu rjg ds [krjs
dEI;wVj o MkVk dks lqjf{kr j[kus ds fofHkUu mik;

dEI;wVj gekjs thou dk ,d vko';d vax cu x;k gSA ysfdu bldh lqj{kk Hkh bruh
gh t:jh gSA vxj bldh lqj{kk dk bUrT+kke ugh fd;k tkrk rks ;g I+kQk;ns ls vf/d
uqdlkku Hkh igq¡pk ldrk gSA dEI;wVj ls gSdj bUVjusV cSafdax dk ;wtj use rFkk ikloMZ
pqjk ysrs gSA mlls vkidk iSlk dksbZ vius [kkrs esa Mky ldrk gSA ØsfMV dkMZ uEcj rFkk
ikloMZ ekywe gksus ls ØsfMV dkMZ cukdj iSlk fudkyk tk ldrk gSA bZ&esy ,dkmUV

dEI;wVj flD;ksfjVh (lqj{kk)

ikB 6
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dk ;wT+kj vkbZMh Hkh pqjk;k tk ldrk gSA ;gh ugha cM+h&cM+h dEifu;ksa o laLFkkvksa ds
loZj dks  gSd dj ldrs gSaA blls fdlh Hkh laLFkk dh xksiuh;rk [kRe gks tkrh gSA bUVjusV
ds }kjk iQkSt esa rFkk gfFk;kj cukus ds Cyw fizaV fudky ldrs gaSA viuh felkbYl] jMkj]
xu] vkjMhusUl iQSDVªh dk C;kSjk fudky dj iQk;nk mBk ldrs gaSA

fdlh ns'k dh lhekvksa ij dke dj jgh lsukvksa dk C;kSjk ys ldrs gSaA muds jkLrs dk
uD'kk fudky ldrs gSaA ,sls vkSj Hkh dke gS tgk¡ dEI;wVj }kjk pksjh dk dke fd;k tk
ldrk gSA
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 6-1  lqj{kk ds mik;

vkb,] ns[ksa bu xyr dkeksa ls dEI;wVj dks dSls lqjf{kr j[kk tk ldrk gSA

geus fiNys vè;k;ksa esa lh[kk gS fd vktdy dEI;wVj dk bLrseky gj {ks=k esa gj dksbZ
dj ldrk gSA

tc ge dEI;wVj dk bLrseky djrs gSa rks ml ij vius ckjs esa tkudkjh Hkh iQkbYl esa
LVksj djrs gSaA

ml tkudkjh dks dksbZ nwljk vkneh Hkh ns[k ldrk gS vkSj vxj fdlh xyr vkneh ds
gkFk esa ;g tkudkjh iM+ tk, rks og mldk X+kyr bLrseky Hkh dj ldrk gSA

igys geus ;g Hkh lh[kk Fkk fd ikloMZ ds lgkjs ge viuh iQkby lqjf{kr j[k ldrs
gSaA bl ij ge vkxs foLrkj ls lh[ksaxsA

ge bZesy ;k pSV dk;ZØeksa ds ekè;e ls vU; yksxksa ds lkFk laokn ds fy, dEI;wVj dk
mi;ksx djrs gSA ge ugha pkgrs gSa fd dksbZ vkSj O;fDr gekjs bZesy ns[ks ;k gekjh ykWx&bu
(Log-in) ls gekjh rjiQ ls xyr tkudkjh ;k tkyh bZesy nwljksa dks Hkst nsA

ge vc ?kj cSBs gh bUVjusV ij lkSns djrs gSa rFkk vius cSad ds }kjk ysu nsu Hkh djrs
gSaA gesa bldk [+;ky j[kuk gksxk dh dksbZ nwljk vkneh gekjh rjiQ ls dksbZ ysunsu u dj
ldsA

tc ge bUVjusV ls tqM+rs gSa rks bUVjusV ls dqN iQkby ;k izksxzke vius dEI;wVj esa lso
dj ysrs gSaA gesa bldk Hkh [+;ky j[kuk t:jh gS dh dgha dksbZ xyr izksxzke bldk iQk;nk
mBk dj gekjs dEI;wVj esa dqN xM+cM+h u dj nsA dgha gekjh iQkbyksa dks cny uk ns ;k
budks pqjk u ysA

blh Mj dh otg ls geas lqj{kk dh vko';drk iM+rh gSA

ns[kas vkius D;k lh[kk  6-1

[kkyh LFkku Hkfj,

(i) dEI;wVj dh lqj{kk u gksus ij ;g gesa -------------------- ig¡qpk ldrk gSA

(ii) ikloMZ ds lgkjs ge viuh -------------- lqjf{kr j[k ldrs gSaA
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(iii) dEI;wVj }kjk cSad esa Hkh ---------------------- dj ldrs gSaA

(iv) bUVjusV ls tqM+rs le; yksx iQkbyas ;k izksxzke ---------- dj ysrs gSaA

(v) yksx bUVjusV }kjk iQkbyksa dks ----------------------- nsrs gSaA

 6-2  lqj{kk fdls dgrs gS\

ge dEI;wVj dks LVkVZ djds ykWx bu djrs gSA blds fy, ge ikloMZ ,aVj djrs gSaA ;g
,d rjg dh lqj{kk gSA

blds bLrseky djus ls dksbZ nwljk vkneh gekjh iQkbYl dks u ns[k ldrk gS vkSj u gh
muesa dqN cnyko dj ldrk gSA

blh rjg ge bZesy djrs oDr ;wT+kj vkbZ Mh vkSj ikloMZ dk bLrseky djrs gSaA ftldh
oT+kg ls dksbZ vkSj gekjh rjiQ ls xyr rjg dk bZesy ugha Hkst ldrk gS vkSj u gh gekjh
bZesy dks i<+ ldrk gSA

baVjusV cSafdx ds fy, Hkh ikloMZ gksrk gSA blds vykok cSad nwljs Lrj dh lqj{kk
(lqj{kk) dk Hkh bLrseky djrs gSaA blesa gels dqN vkSj loky djrs gSa vFkok ,d nwljs
ikloMZ ds dqN va'k iwNrs gSaA ;g ikloMZ vFkok lqj{kk loky tokc cSad ds deZpkfj;ksa
dks Hkh irk ugha gksrk gSA cSad dk dEI;wVj ,d izksxzke dk bLrseky djds budks xqIr j[krk
gSA

bUVjusV lsok iznkrk Hkh dqN izko/ku j[krs gaS fd gesa ok;jl okyh bZesy ls cpk,aA ok;jl
ds ckjs esa ge vkxs lh[ksaxsA

bUVjusV iznkrk gesa fiQf'kax (Phishing) bZesy ds ckjs esa vkxkg djus dh dksf'k'k djrs
gSaA fiQf'kax bZesy ds ckjs esa Hkh ge vkxs lh[ksxsaA

ok;jl

gekjk dEI;wVj flLVe Hkh dqN lqfo/k,a iznku djrk gS] ftlls ge ok;jl vkØe.k ls
cp ldsaA buesa foaMkst iQk;jokWy ,d egRoiw.kZ Hkwfedk fuHkkrk gSA iQk;jokWy dks ges'kk
vkWu (lfØ;) j[kuk pkfg,A ;g gesa ok;jl vkØe.k ls lqjf{kr j[krk gSA
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bUVjusV ij dqN izksxzke miyC/ gSa tks gesa u, ok;jl ls lqjf{kr j[krs gSaA budks ,aVh
ok;jl (ok;jl ls cpkus okyk) lkWÝVos;j dgrs gSaA

;g t:jh gS fd ge vius dEI;wVj esa ,aVhok;jl lkWÝVos;j Mkysa vkSj mldks lfØ; j[ksaA
dqN ,aVhok;jl lkWÝVos;j ewY; nsdj [kjhns tk ldrs gSa vkSj dqN eqÝr esa izkIr fd,
tk ldrs gSaA eqÝr lkWÝVos;j cgqr laHkky dj gh bLrseky djuk pkfg,A D;ksafd ;s
,aVhok;jl dh rjg rks fn[krs gSa ysfdu okLro esa ok;jl Hkh gks ldrs gaSA vktdy ckT+kkj
esa dbZ ,aVhok;jl miyC/ gS tSls uksjVu] Dohdghy (Norton, Quickheal) vkSj ,ohth
,UVhok;jl (AVG Antivirus).

ns[ksa vkius D;k lh[kk  6-2

lgh ij (3) dk fu'kku rFkk xyr ij (2) dk fu'kku yxkb,%

(i) ikloMZ lqj{kk dk ,d va'k gS ( )

(ii) gekjk ikloMZ cSad ds deZpkjh dks ekywe gksrk gSA ( )

(iii) bUVjusV iznkrk ok;jl dk dksbZ [;ky ugha j[krsA ( )

(iv) bUVjusV iznkrk fiQfa'kax bZesy ds ckjs esa gesa vkxkg djus dh dksf'k'k djrs gSaA  ( )

(v) iQk;jokWy dks dHkh&dHkh can djuk pkfg,A ( )

(vi) ,aVh&ok;jl lkWÝVos;j ges'kk bLrseky djuk pkfg,A ( )
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6-3  ikloMZ (Password)

ikloMZ gekjh lwpuk] i=kkpkj rFkk ysunsu dks lqjf{kr j[kus ds fy, t:jh gSA blfy,

bldks lqjf{kr j[kuk t:jh gSA gesa viuk ikloMZ fdlh nwljs dks ugha crkuk pkfg,A

gesa viuk ikloMZ cgqr lksp le> dj j[kuk pkfg,A viuk uke vFkok vius fdlh

utnhdh O;fDr dk uke@irk ikloMZ ds rkSj ij dHkh ugha j[kuk pkfg,A

tks Hkh gekjs ikloMZ dks rksM+us dh dksf'k'k djsxk og igys bUgha 'kCnksa dks iz;ksx djsxkA

fo'ks"kKksa ds vuqlkj ,sls 'kCn tks fdlh 'kCndks'k esa gksa mudk iz;ksx ugha djuk pkfg,A

cfYd csrjrhc] vfu;fer o Øejfgr v{kjksa dk gh iz;ksx djuk pkfg,A

tSls ge 'rameshthakur' dh ctk; 'swugjalak' dk bLrseky djsaA

ikloMZ ftruk yEck gks mruk vPNk gSA yEcs ikloMZ dks rksM+uk T;knk eqf'dy gksrk gSA

dEI;wVj fo'ks"kK rFkk T;knkrj laLFkku ekurs gSa fd ikloMZ esa de ls de 6 v{kj gksus

pkfg,A blds vykok dqN flLVe ikloMZ esa vadksa dk gksuk  Hkh t:jh ekurs gSaA blls

ikloMZ rksM+uk T;knk dfBu gks tkrk gSA

dqN flLVe fof'k"V fpUgksa (tSls !,@, #) dk iz;ksx euk djrs gSa vkSj dqN flLVe budks

Lohdkj djrs gSa vkSj dqN vU; flLVe ekurs gSa fd de ls de ,d fof'k"V fpUg gksuk

t:jh gSA buds bLrseky ls ikloMZ rksM+uk vkSj Hkh dfBu gks tkrk gSA

blfy, gesa ,sls ikloMZ iz;ksx esa ykus pkfg, tks yEcs gks vkSj lkFk gh muesa v{kj] vad

vkSj fof'k"V fpUg Hkh gksA ,sls ikloMZ dks ;kn j[kuk vklku ugha gS] ysfdu budks fy[k

dj j[kus ls nwljksa ds gkFk yxus dh vk'kadk jgsxhA lcls vPNk rjhdk gS fd ckj&ckj

ikloMZ dk iz;ksx djsa ftlls ;s ;kn gks tk,A

,d vkSj cgqr t:jh lykg gS fd ge ,d gh ikloMZ dk bLrseky gj txg u djasA gj

ikloMZ nwljs ls fHkUu gksuk pkfg, vkSj ,d gh ikloMZ ls lHkh dk lEcU/ u gksA
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ns[ksa vkius D;k lh[kk  6-3

fuEufyf[kr dFku esa ls crkb, fd lgh (3) gS ;k xyr (2)

(i) ikloMZ esa vadksa dk iz;ksx ugha djuk pkfg,A ( )

(ii) lc txg ,d tSlk ikloMZ iz;ksx djuk pkfg,A ( )

(iii) viuk uke ;k ykWx&bu vkbZMh dks ikloMZ ds fy, bLrseky djuk pkfg,A( )

(iv) ikloMZ ftruk yEck gks mruk vPNk gSA ( )

(v) ikloMZ esa fof'k"V fpUgksa dk bLrseky euk gSA ( )

 6-4  dEI;wVj ok;jl

dbZ x+Sjdkuwuh osclkbV dk dke gh lkekU; O;fDr;ksa ds dEI;wVj dks ukdke djuk ;k
u"V Hkz"V djuk rFkk gekjh ftUnxh eqf'dy djuk gksrk gSA ,slh osclkbVksa dh dksf'k'k
jgrh gS fd viuk ,d izksxzke bZesy ;k lkWÝVos;j ds ekè;e ls gekjs dEI;wVj esa mrkj
nas (MkmuyksM dj nsa)A

blds fy, dqN osclkbV gedks bZesy Hkstrs gSa vkSj mlesa ,d Nqik gqvk izksxzke gksrk gSA
;g Nqik gqvk izksxzke dHkh fdlh iQkby] fp=k] xkuk] fofM;ks xse] lkWÝVos;j ;k ohfM;ks
esa 'kkfey gksrk gSA ;g izksxzke gekjs dEI;wVj esa vkdj gekjh nwljh iQkby rFkk izksxzke esa
vius vkidks 'kkfey dj ysrk gSA ,sls izksxzke dks ok;jl dgrs gSaA

dqN ok;jl gekjh iQkby ds MkVk dks [kjkc dj nsrh gSaA dqN iQkbyksa dks fMyhV dj
nsrs gSaA vkSj dqN nwljs dEI;wVj dks dke ugha djus nsrs gSaA

dqN osclkbV ykyp nsdj gels iQkby MkmuykssM djokrh gSa ftuls ;g ok;jl gekjs
dEI;wVj esa iQSy tkrk gSA ;kSu laca/h cgqr lkjh osclkbV bl rjg dh gjdr djrh gSaA
buls cpdj gh jguk pkfg,A ;g t:jh ugha gS fd ok;jl MkmuyksM gksus ds ,dne ckn
,slk dke djsA dqN ok;jl igys gekjh bZesy dh ,Mªsl cqd ls lwpuk gkfly djrs gSaA
gekjs lEifdZ;ksa dh bZesy ,Msªl ikrs gSaA vkSj fiQj mu lHkh dks gekjh rjiQ ls bZesy Hkst
dj muds dEI;wVj dks Hkh chekj dj nsrs gaSA
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dqN ok;jl bZesy Hkst dj gekjh rjiQ ls iSls ds fy, vuqjks/ djrh gS fd ge fdlh
nq?kZVuk ;k nwj ns'k esa pksjh ds f'kdkj gks x, gSaA bUVjusV ,DIyksjj esa dqN O;oLFkk,a gSa]
flD;ksfjVh ds fy, mudks iwjh rjg lfØ; j[ksa vkSj mudk mYya?ku u djsaA bUVjusV iznkrk
Hkh dqN izko/ku j[krs gSa fd gesa ok;jl okyh bZesy ls cpk,aA bZesy iznkrk vkbZ gqbZ bZesy
dks tkap dj] vxj ok;jl ;k fiQf'kax (phishing) dk lansg gksrk gSa rks tad (junk) ;k
LiSe (spam) iQksYMj esa j[k nsrk gSA bu bZ&esy ls ;fn ge iwjh rjg larq"V gksrs gSa rHkh
budks [kksyuk pkfg,A

vxj bu lc fuokj.k ds ckn Hkh gekjs dEI;wVj esa ok;jl vk tk, rks mldk Hkh bykt
gks ldrk gSA gekjh iQkby dk MkVk cprk gS fd ugha ;g ok;jl dh izpaMrk ij fuHkZj
gSA ,aVh ok;jl lkWÝVos;j dqN rjg ds ok;jl dks vklkuh ls fcYdqy fudky ldrs gSaA
ysfdu dbZ ckj gekjh cgqr lh iQkbysa csdkj gks tkrh gSA bu iQkbyksa ls gekjh lkjh lwpuk
[kks tkrh gaSA dHkh&dHkh iwjh fMLd gh csdkj gks tkrh gS vkSj lc izksxzke Hkh csdkj gks
tkrs gSaA ,aVhok;jl lkWÝVos;j vxj fdlh iQkby esa ok;jl lansg djrk gS] rks mldks ,d
[kkl iQksYMj esa Mky nsrk gSA bl iQksYMj dks okWYV dgrs gSaA dbZ ckj ,aVhok;jl }kjk
Hkh ok;jl dks ugha fudkyk tk ldrk gSA bl ifjfLFkfr esa vkWijsfVax flLVe rFkk izksxzke
nqckjk u, dEI;wVj dh rjg yksM djuk iM+rk gSA

ns[ksa vkius D;k lh[kk 6-4

fuEufyf[kr dFkuksa dks crkb, fd lgh (3) gaS ;k xyr (2)

(i) bUVjusV ls fp=k ;k ohfM;ks MkmuyksM djus ls dEI;wVj esa ok;jl ugha vk
ldrkA ( )

(ii) ok;jl vkus ij Hkh dksbZ uqdlku ugha gksrk gSA ( )

(iii) ok;jl dk ges'kk bykt gks ldrk gSA ( )

(iv) bUVjusV iznkrk vxj ok;jl dk lansg djrk gS rks bZ&esy dks tad iQksYMj esa
Hkst nsrk gSA ( )

(v) ,aVhok;jl lkWÝVos;j lansg okyh iQkby dks ,d [kkl okWYV iQksYMj esa dSn dj
nsrk gSA ( )
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6-5  fofHkUu rjg ds [krjs

baVjusV us gekjk thou cny fn;k gSA bl fo'kky usVodZ ls lacaf/r rduhdksa] O;fDr;ksa
vkSj O;kikj esa c<+ksrjh ds lkFk [krjs dh laHkkouk,¡ Hkh c<+ xbZ gSaA ok;jl geyksa ds
ifj.kkeLo:i dEI;wVj dh fLFkfr iwjh rjg [kjkc Hkh gks ldrh gSA tSls&iQkbyksa dks
uqdlku igq¡puk] gkMZ fMLd dk ØS'k gksuk] vkWijsfVax flLVe [kjkc gksuk vkfnA ok;jl
geyksa ls xksiuh;rk dk mYya?ku gks ldrk gSA lkFk gh gekjs dEI;wVj dk iz;ksx dj nwljs
dEI;wVjksa dks fu'kkuk cuk;k tk ldrk gSA

vc ge ns[ksaxs fd fdl&fdl rjg ds vkØe.k gks ldrs gSaA

1 lcls igys rks gesa Mj gS fd dksbZ gekjh rjiQ ls ykWx&vkWu djds gekjh lwpuk]
iQkby] MkVk bR;kfn dh xksiuh;rk dk mYya?ku dj ldrk gS vkSj gekjh iQkby]
MkVk dks [kjkc dj ldrk gS] rFkk gesa uqdlku igqapk ldrk gSA

blds fy, gesa viuk ikloMZ izHkko'kkyh cukuk gksxk rFkk lqjf{kr j[kuk gksxkA
blds ckjs esa ge igys i<+ pqds gaSA

2 Åij geus ok;jl ds ckjs esa tkudkjh gkfly dhA ok;jl bUVjusV }kjk  lcls
vklkuh ls gekjs dEI;wVj esa vk ldrk gSA blds fy, gesa dEI;wVj esa iQk;jokWy
rFkk ,aVhok;jl lkWÝVos;j bLrseky djuk pkfg,A blds vykok gesa vtuch O;fDr
dh bZ&esy lksp le> dj [kksyuh pkfg, vkSj fdlh tkus&igpkus dh bZ&esy Hkh
vxj lafnX/ gks rks ugha [kksyuh pkfg,A ge tku igpku okys O;fDr dks nwljh
bZ&esy Hkst dj irk yxk ldrs gSa fd mlus og bZ&esy Hksth Fkh ;k ughaA

3 ge gSdlZ dk fT+kØ dbZ nI+kQk lqurs gSaA gSdlZ dk fu'kkuk gekjs daE;wVj ij xqIr
:i ls vf/dkj ikus dk gksrk gSA fdlh izksxzke ds tfj, gSdj gekjk MkVk] lwpuk]
lEifdZ;ksa dh lwpuk] bR;kfn pqjk ysrk gSA bldks ?kqliSB vkØe.k dk uke fn;k
tkrk gSA bl rjg ds vkØe.k dks foiQy djus ds fy, dEI;wVj iQk;jokWy dk
bLrseky fd;k tkrk gSA iQk;jokWy ,d lkWÝVjos;j vuf/Ñr ;k laHkkfor [krjukd
izksxzke dks pyus ugha nsrk gSA
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4 blds vykok gSdj gekjs dEI;wVj ds lapkyu ij Hkh dkcw ik ysrk gS vkSj gekjs
dEI;wVj ds tfj, gekjh rjiQ ls bZesy Hkstrk gSA blds vykok og nwljs dEI;wVjksa
ij ckj&ckj lwpuk Hkst ldrk gSA gekjs dEI;wVj dh rjg og dbZ dEI;wVjksa dk
lapkyu gkfly djds usVodZ rFkk osclkbV dks ukdke dj ldrk gSA

bldks fMuk;y vkWiQ lfoZl (Denial of service) vkØe.k dgk tkrk gSA

5 dqN bZesy gesa fdlh osclkbV dh vksj [khaprs gSa dHkh fdlh buke ikus dk ykyp
nsrs gSa vkSj dHkh dqN vkd"kZd fp=k bR;kfn fn[kkus dk ok;nk djrs gSaA dHkh gesa
crkrs gSa dh gekjs cSad ,dkmaV esa dqN xMcM+h gS vkSj gels dgrk gS fd bl
osclkbV ij tkdj tokc nsasA dbZ ckj ;g gesa udyh osclkbV ij ys tkdj gels
gekjh xksiuh; lwpuk tSls ikloMZ bR;kfn iwNrs gSa vkSj bldk X+kyr bLrseky djrs
gSaA bl rjg ds vkØe.k dks fiQf'kax dgrs gSA

gesa dHkh Hkh fdlh bZesy ls ;k fdlh vkSj osclkbV ls cSad ;k xksiuh; osclkbV
ij ugha tkuk pkfg,A bu osclkbV ij bUVjusV ,DlIyksjj esa [kqn gh osclkbV dk
,Mªsl Vkbi dj ds gh tkuk pkfg,A

6-6 dEI;wVj o MkVk dks lqjf{kr j[kus ds fofHkUu mik;

1 viuk ikloMZ izcy cuk,aA mlesa vad o fo'ks"k v{kjksa dk iz;ksx djsaA

2 le; le; ij ikloMZ cnyrs jgsaA

3 viuk ikloMZ fdlh dks u crk,a vkSj u fy[k dj j[ksaA

4 fdlh vlqjf{kr lkbV ;k bZ&esy ls cSad bR;kfn dh osclkbV ij ugha tkuk pkfg,A

5 lHkh lkbV~l ds fy, ,d gh ikloMZ u j[ksaA [kkl osclkbV ds fy, fofHkUu
ikloMZ cuk,¡A

6 dEI;wVj esa iQk;jokWy vkWu j[kuk pkfg,A vkSj blds fu;eksa dk mYya?ku ugha djuk
pkfg,A

7 fo'oluh; ,aVh ok;jl lkWÝVos;j dk bLrseky djuk pkfg, vkSj le;&l;e ij
viMsV djuk pkfg,A
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ns[kas vkius D;k lh[kk  6-5

[kkyh LFkku Hkfj,%

(i) dEI;wVj dh fLFkfr ------------------------- ls [kjkc gks ldrh gSA

(ii) ok;jl ls ------------------------------ [kjkc gks ldrh gaSA

(iii) dEI;wVj ls iQkby MkVk [kjkc u gks blds fy, gesa viuk ----------------
izHkko'kkyh cukuk gksxkA

(iv) xqIr :i ls vf/dkj ikus dks ----------------------- dgrs gSaA

(v) udyh osc lkbV ij lwpuk e¡kxus dks ----------------- dgrs gSaA

vkb, nksgjk,¡

1- dEI;wVj esa lqj{kk t:jh gS vU;Fkk vkidks ;k fdlh laLFkk dks ;k ns'k dks dksbZ
Hkh uqdlku gks ldrk gSA

2- bZ&esy vkbZMh dk ikloMZ fdlh dks ugha crkuk pkfg,A

3- iQkby ;k izksxzke vius dEI;wVj esa lso dj nsuk pkfg,A

4- vius cSad dk [kkrk uEcj] ikloMZ fdlh dks u nsA

5- lgh tkudkjh ds fcuk ?kj cSBs gh dEI;wVj ls ysunsu u djsaA

6- dEI;wVj LVkVZ djrs le; ikloMZ baVj djrs gSaA ;g è;ku j[kas fd ikloMZ fdlh
dks ekywe u iM+sA

7- bZ&esy dh ;wT+kj vkbZMh vkSj ikloMZ vkSjkas dks u crk,aA

8- bUVjusV cSafdax ikloMZ fdlh dks u crk,aA

9- ok;jl ls cpsaA blds fy, foaMkst iQk;joky dks ges'kk vkWu j[kasA

10- dEI;wVj esa ,UVhok;jl lkÝVos;j t:j MkysaA

11- vktdy ,aVhok;jl lkWÝVos;j tSls ukjVu] fDodghy eqÝr esa Hkh miyc/ gS
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12- ikloMZ lksp le>dj j[ksaA

13- viuk uke] utnhdh ds uke irs ij ikloMZ u j[ksaA

14- ,d gh ikloMZ ftruk yEck gks mruk vPNk gSA

15- ikloMZ dk bLrseky gj txg u djsaA

16- ;fn dksbZ bZesy }kjk iQkby] fp=k] xkuk] ohfM;ks xse vkfn gS rks mlesa Hkh ok;jl
gks ldrk gSA

17- ok;jl gekjh iQkby fMyhV dj ldrk gS rFkk MkVk [kjkc dj ldrk gSA

18- bZ&esy ls nwj ns'k esa iSls dk ysunsu u djs blls vkidk uqdlku gks ldrk gSA

19- tad ;k LiSe iQksYMj dks larq"V gksus ij gh [kksysaA

20- ,UVhok;jl lkWÝVos;j vxj fdlh iQkby esa ok;jl lansg gksrk gS rks mls ,d [kkl
iQksYMj esa Mky nsrk gS bls okWYV dgrs gaSA
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vH;kl

1 [kkyh LFkku Hkjas%

(i) dEI;wVj ls cSad esa bUVjusV cSafdax dk ------------ ikloMZ pqjk ysrs gSaA

(ii) bUVjusV ls iQkby izksxzke vius dEI;wVj esa ------------------ djrs gSaA

(iii) iQk;jokWy dks ges'kk ------------------------ j[kuk pkfg,A

(iv) viuk uke ;k uT+knhdh ds uke irs ij -------------------- u cuk,¡A

(v) ,aVhok;jl] ok;jl dh iQkby dks -------------------- esa Mky nsrk gSA

2  laf{kIr esa mÙkj nsa%

(i) iQkby lqj{kk ds fy, D;k djsa ---------------------

(ii) iQkby u u"V gks mlds fy, D;k djsa\ --------------------

(iii) dkSu ls izksxzke ok;jl ls lqj{kk iznku djrs gSa\ --------------------

(iv) ok;jl dgk¡ ls MkmuyksM gks tkrs gaSA --------------------

(v) fdl iQksYMj dks larq"V gksus ij gh [kksyuk pkfg, --------------------

3 lgh ij (33333) vkSj xyr ij (22222) dk fu'kku yxk,%

(i) bZ&esy esa ykWx&bu djus ds fy, ikloMZ dh t:jr ugha gksrh ( )

(ii) dqN ok;jl gekjh iQkby ds MkVk dks [kjkc dj nsrs gaSA ( )

(iii) ;kSu laca/h osclkbVksa ls ok;jl vk ldrs gaSA ( )

(iv) ,aVh ok;jl lansg okyh iQkby dks okWYV esas j[krk gSA ( )

(v) iQk;jokWy] ok;jl vkØe.k ls dEI;wVj dks lqjf{kr j[krk gSA ( )
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4 tksM+s feyk,a%

(i) fdldh otg ls lqj{kk dh t:jr iMrh gS d tad] LiSe

(ii) ikloMZ esa fdldk gksuk t:jh gksrk gS [k ikloMZ

(iii) iQksYMj esa lansg okyh esy j[kh tkrh gS x fof'k"V fpÞu

(iv) le;&le; ij cnyrs jguk pkfg, ?k ok;jl

5 lgh mÙkj ij fu'kku yxk,%

(i) fDod ghy (Quick heal) D;k gS\

d- fp=k [k- iQkby

x- ohfM;ks ?k- ,aVh ok;jl

(ii) baVjusV ls D;k MkmuyksM djus ij ok;jl vk ldrk gSA

d- fp=k [k- iQkby

x- ohfM;ks ?k- fn, x, lHkh

(iii) ok;lj ds D;k&D;k [krjs gSa\

d- iQkbyksa dks uqdlku igq¡pkuk [k- gkMZ fMLd ØS'k gksuk

x- vkWijsfVax flLVe [kjkc gksuk ?k- fn, x, lHkh
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 mÙkjekyk

ns[ksa vkius D;k lh[kk%

6-1 (i) uqdlku (ii) iQkbysa (iii) ysu&nsu (iv) lso (v) cny

6-2 (I) 3 (ii) 2 (iii) 2 (iv) 3 (v) 2  (vi)3

6-3 (I) 2 (ii) 2 (iii) 2 (iv) 3 (v) 2

6-4 (I) 2 (ii) 2 (iii) 2 (iv) 3 (v) 2

6-5 (I) ok;jl

(ii) iQkbysa

(iii) ,aVhok;jl

(iv) gSfdax

(v) fiQf'kax

vH;kl

1- (i) ;qtj vkbZ&Mh (ii)  MkmuyksM (iii) lfØ;

(iv) ikloMZ (v)  tad ;k LiSe iQksYMj

2- (i) ikloMZ dk iz;ksx djsaA

(ii) ,aVhok;jl dk iz;ksx djsaA

(iii) ,aVh ok;jl

(iv) baVjusV

(v) LiSe ;k tad iQksYMj

3- (i) 2 (ii) 3 (iii) 2 (iv) 3

(v)  3
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4- (i) ?k

(ii) x

(iii) d

(iv) [k

5- (i) ,aVh ok;jl

(ii) fn, x, lHkh

(iii) fn, x, lHkh

 djds ns[ksa

(i) baVjusV ls iQkby MkmuyksM djds ns[ksaA

(ii) izQh ,aVhok;jl MkmuyksM djds vius dEI;wVj esa MkysaA

(iii) iQkW;joky lfØ;@fuf"Ø; djds ns[ksaA

uksV% ;fn vkids ikl viuk dEI;wVj ugha gks rks lkbcj dSiQs esa tkdj lh[ksaA
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ikB&7

bZ&esy

bl ikB ls ge lh[ksaxs%

lllll bZ&esy D;k gS_

lllll bZ&esy dk irk ;k bZ&esy ,sMªsl_

lllll bZ&esy dSls dk;Z djrk gS_

lllll lkekU; Mkd vkSj bZ&esy esa varj_

lllll bZ&esy ds ykHk_

lllll bZ&esy ,dkmaV_

lllll bZ&esy eSlst Hkstuk_

lllll bZ&esy ,sMªsl cqd vkSj

lllll iQkby vVSpesaVA

dqN o"kZ igys rd ge vius lxs&lacaf/;ksa dk gkypky tkuus ds fy, i=kksa dk
vknku&iznku djrs Fks] ftlesa ge viuh Hkkoukvksa dks O;Dr djrss FksA ysfdu bl i=k dks
igq¡pus esa dkiQh fnu yx tkrs FksA blesa ls dbZ ckj i=k [kks Hkh tkrs FksA ysfdu D;k geus
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dHkh lkspk fd vktdy i=k vkus de D;ksa gks x, gSa\ bldh otg dgha u dgha bZ&esy
dk c<+rk gqvk iz;ksx gSA vkb, vc ge tkusa fd bZ&esy vkf[kj gS D;k\

7-1   bZ&esy

bZ&esy (E-mail) vFkkZr~ bySDVªkWfud esy baVjusV dh enn ls lans'k Hkstus ,oa ikus dk ,d
ekè;e gSA ;g baVjusV ls feyus okyh ,d egÙoiw.kZ lsok gSA bZ&esy ikjaifjd Mkd dk
bySDVªkWfud :i gSA ftl rjg ls lans'k fy[kus ds fy, ge dkxT+k o isu dk mi;ksx djrs
Fks]  mlh  rjg  ls  vc  bZ&esy  }kjk  lans'k  Hkstus  ds  fy,  ge  daI;wVj  dk  iz;ksx
djrs  gSaA vkt bZ&esy ls ge fdlh Hkh le; (pkSchlksa ?kaVs) vkSj dgha Hkh (fo'o Hkj esa)
lans'k Hkst ldrs gSaA blds fy, lcls t:jh gS fd gesa bZ&esy lans'k Hkstus okys ,oa izkIr
djus okys dk irk (Email Address) ekywe gksA ftl rjg ls igys Mkd ls i=k Hkstus
ds fy, iksLV dkMZ ij ;k fyiQkisQ ij irk fy[kk tkrk Fkk mlh rjg ls bZ&esy }kjk lans'k
Hkstus ds fy, ikus okys dk bZ&esy irk (Email Address) ekywe gksuk pkfg,A

fp=k 7-1
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7-2   bZ&esy irk ;k bZ&esy ,sMªsl

izR;sd bZ&esy ,sMªsl ds nks Hkkx gksrs gSa tks ,sV n jsV @ (at the rate) fpg~u (@) ls tqM+s
gksrs gSaA

mnkgj.k% koopar@hotmail.com

blesa dwij fdlh Hkh O;fDr tks bZ&esy Hkst jgk gS ;k izkIr dj jgk gS dk  uke] ;k mlds
uke ,oa miuke dk feyk tqyk dksbZ 'kCn vFkok dqN vU; 'kCnkas dk esy Hkh gks ldrk
gS ftlls ml O;fDr dh igpku irk yxsA bls ;wT+kj vkbZMh (ID) dgk tkrk gSA fdlh
O;fDr dk ;wT+kj vkbZMh (ID) bZ&esy lsok nsus okyh daifu;ksa ds }kjk gh ekU;rk izkIr gksrk
gSA vFkkZr~ gesa viuk ;wT+kj vkbZMh bZ&esy lsok iznkrk daiuh (tSls gmail.com,

hotmail . com, rediffmail.com vkbZ) esa ,dkamV [kksyus ij gh feyrk gSA ;fn gekjs
}kjk pquk x;k ;wtj vkbZMh (ID) igys ls gh fdlh ds ikl gS (tSls% nks yksxksa dk uke ije
gks ldrk gS) rks ge blds lkFk dqN uacj tSls 1] 2 ;k dqN fpg~u tSls _ yxk ldrs gSa
rkfd ;g nwljs uke ls vyx gks ldsA tSls ,d dk uke gks ldrk gS param_1 vkSj  nwljs
dk gks ldrk gS param_234A bZ&esy irs dk nwljk  Hkkx  lsok  iznkrk  ;k  esy  loZj
dk  uke  fn[kkrk  gSA tSlsµ

Koopar_1  @  hotmail.com

   ;wT+kj use esy loZj

7-3  bZ&esy dSls dk;Z djrk gS\

bZ&esy dSls dk;Z djrk gS ;s le>us ds fy, vkb, ge igys ;g tkusa fd lkekU; Mkd
Hkstus ds fy, dSls dk;Z djrs gSa\ ,d lkekU; i=k dks Hkstus ds fy, ge fuEu dk;Z djrs
gSa%

lllll i=k fy[krs gSaA

lllll mls fyiQkiQs  esa  j[krs  gSaA

lllll fyiQkiQs  ij ikus okys dk rFkk Hkstus okys dk ,sMªsl (irk) fy[krs gSa vkSj ml ij
fVdV fpidkrs gSaA
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lllll fyiQkiQs  dks  iksLV  ckWDl  esa  Mky  nsrs  gSaA

lllll ;fn  ,sMªsl  lgh  gS  rks  i=k  lgh  txg  igq¡p  tkrk  gSA

blds ckn vkidks ;g fpark djus dh t:jr ugha gksrh gS fd i=k Hkstus ds fy, Vsªu dk]
gokbZ tgkt dk ;k vU; fdu rjhdksa dk iz;ksx fd;k x;kA

blh  rjg  ls  bZ&esy  Hkstus  ds  fy,  Hkh  gesa  fuEu  rjhds  ls  vkxs  c<+uk  gksrk
gS%

lllll vius bZ&esy izksxzke dks LVkVZ djsaxsA

lllll bZ&esy  fdls  Hkstuk  gS  mldk  ,sMªsl  Vkbi  djsaxsA

lllll bZ&esy  lans'k  Vkbi  djsaxsA

lllll lans'k  Hkstus  (send) dk  cVu  nck,¡xsA

;gk¡ bZ&esy Hkstus okys dk ,sMªsl fy[kuk t:jh ugha gS D;ksafd ;g dEI;wVj ls Lor% gh
vk tkrk gSA gesa bl ckr ls Hkh dqN ysuk nsuk ugha gksrk gS fd bZ&esy fdl rjg ls Hksth
tk,xhA Mkd }kjk Hkstus vkSj bZ&esy }kjk Hkstus esa dksbZ varj ugha gS] ijUrq bZ&esy de
dher ij vkSj 'kh?kz igq¡p tkrh gSA

7-4  bZ&esy ds ykHk

lllll bZ&esy cgqr rst xfr ls igq¡prk  gSA

lllll bZ&esy ij vkus okyk  [kpZ  cgqr  gh  de  gksrk  gSA

lllll bZ&esy  lans'kksa  dk vkdkj  lhfer  ugha  gksrk  gSA

lllll ge i=kksa] iQkbyksa] fjiksVks±] rLohjksa lHkh dks bZ&esy dh lgk;rk ls Hksst ldrs gSaA

lllll bZ&esy  ,sMªsl  ;fn  lgh  gS  rks  bZ&esy  ges'kk  lgh  O;fDr  ds  ikl  gh  igq¡prk
gSA

lllll bZ&esy ikus okys O;fDr dh ekStwnxh ij fuHkZj ugha gksrk gSA vFkkZr~ tc bZ&esy fdlh
dks Hkstk tkrk gS rks t:jh ugha gS fd og O;fDr vius dEI;wVj ij dke dj jgk gksA
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;g bZ&esy ml O;fDr ds bZ&esy ckWDl esa tkdj tek gks tkrk gSA ckn esas tc Hkh  ml
O;fDr  ds  ikl  le;  gksrk  gS  rc  og  bZ&esy  dks  i<+  ldrk  gSA

lllll bZ&esy dHkh Hkh xqeuke ugha gks ldrk gS D;ksafd izR;sd bZ&esy ds lkFk Hkstus okys dk
bZ&esy ,sMªsl Lor% pyk tkrk gSA

     ns[ksa vkius D;k lh[kk 7-1

1- fjDr LFkkuksa dks Hkfj,A

(i) izR;sd bZ&esy ds lkFk Hkstus rFkk ikus okys dk ________ gksuk vko';d gSA

(ii) ________ baVjusV dh enn ls lans'k Hkstus ,oa ikus dk ,d ekè;e gSA

(iii) izR;sd bZ&esy ,sMªsl ds ________ Hkkx  gksrs gSA

(iv) izR;sd bZ&esy ,sMªsl dk nwljk Hkkx  ________ dk  uke  fn[kkrk  gSA

(v) lk/kj.k  Mkd vkSj ________ esa  xfr  dk  varj  gSA

2- lgh ds fy, (√)  vkSj  xyr  ds  fy,  (×)  fpÞu  yxkb,A

(i) bZ&esy  cgqr  /heh  xfr  ls  igqaprk  gSA

(ii) bZ&esy  ds  lkFk  ge  fp=k  Hkh  Hkst  ldrs  gaSA

(iii) bZ&esy  ,sMªsl  ds  eq[;  nks  Hkkx  gksrs  gSaA

(iv) bZ&esy  24  ?k.Vs  dk;Z  djus  okyh  baVjusV  lsok  gSA

(v) hotmail.com ,d 'kS{kf.kd laLFkk dk uke gS ftldk baVjusV ls dksbZ laca/
ugha gSA

7-5  bZ&esy vdkmaV

bZ&esy Hkstus ds fy, lcls igys vkids ikl viuk bZ&esy vdkamV gksuk vko';d gSA
baVjusV ij ,slh dbZ osclkbV~l gksrh gSa ftuds }kjk vki eqÝr esa bZ&esy vdkmaV cuk ldrs
gSaA blds fy, vkidks dqN Hkh vyx ls Hkqxrku ugha djuk iM+rk gSA ;s lkbV~l gSa&
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MCY;wMCY;wMCY;w-;kgw-dkWe (www.yahoo.com)

MCY;wMCY;wMCY;ww-jsfMiQesy-dkWe (www.rediffmail.com)

MCY;wMCY;wMCY;w-thesy-dkWe (www.gmail.com)

MCY;wMCY;wMCY;ww-gkWVesy-dkWe (www.hotmail.com)

ge buesa ls fdlh Hkh lkbV ij tkdj viuk bZ&esy vdkmaV cuk ldrs gSaA ysfdu è;ku
jgs fd vkidks bl bZ&esy vdkamV dks tkjh j[kus ds fy, blesa fu;fer :i ls dk;Z djuk
gksxkA vU;Fkk vkidk bZ&esy vdkmaV dqN le; ds ckn jn~n ;k fuf"Ø; gks tk,xkA

vkb, ge  hotmail lkbV  ij  tkdj  ,d  vdkmaV  [kksyuk  lh[ksa%

lllll lcls igys czkmT+kj esa ,sMªsl ckj esa www.hotmail.com Vkbi djds hotmail dk osc
ist [kksysaA

lllll bl ist ij vkidks lkbu bu (sign in) vkSj lkbu vi (sign up) nks cVu fn[kkbZ nsaxsA
;fn vkidk vdkmaV igys ls cuk gqvk gS rks ;wT+kj use vkSj ikloMZ Mkydj sign in
cVu ij fDyd djsaA ysfdu u;k vdkmaV cukus ds fy, sign up cVu ij fDyd djsaA
ns[ksa fp=k 7-2

fp=k  7-2
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lllll vc ,d u;k ist lkeus fn[kkbZ nsxk ftlesa ,d jftLVªs'ku ;k iathdj.k iQkWeZ fn[kkbZ
nsxk (ns[ksa fp=k 7-3)A

fp=k 7-3

bl iQkeZ esa uke] ;wT+kj vkbZMh] ikloMZ] tUefrfFk o iQksu uacj vkfn Hkjuk gksrk gSA

(ns[ksa  fp=k  7-4)
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fp=k 7-4

;fn vkidk ;wT+kj vkbZMh gkWVesy }kjk Lohdkj fy;k x;k rks vkidks u;k ist fn[kkbZ nsxk
ftlesa vkidk uke vkSj ;wT+kj vkbZMh fn[kkbZ nsxkA

fp=k 7-5

lllll blds ckn vki vius buckWDl esa tkdj bZ&esy [kksy ldrs gSa ;k u;k bZ&esy eSlst
cuk dj Hkst ldrs gSaA (ns[ksa fp=k 7-5)
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blls ;s irk pyrk gS fd hotmail.com esa lQyrk iwoZd vkidk jftLVªs'ku gks x;k gSA

7-6  bZ&esy eSlst Hkstuk

,d bZ&esy eSlst cukus ds fy, Vwy ckj ij fLFkr U;w (New) cVu ij fDyd djsaxs] (ns[ksa
fp=k 7-6)A ,slk djus ij vkidks ,d [kkyh esy iQkWeZ fn[kkbZ nsxkA (ns[ksa fp=k 7-7)A

fp=k 7-6

blesa To: essa ikus okys dk bZ&esy ,sMsªl Vkbi djasxs (fp=k 7-7)A blesa vki ,d O;fDr
dk ;k dbZ yksxksa dk ,sMªsl Vkbi dj ldrs gSaA ftu&ftu O;fDr;ksa dk ,sMªsl ;gk¡ Mkysaxs]
mu lcdks bZ&esy feysxhA

Cc: esa ml O;fDr dk bZ&esy ,sMªsl Vkbi djsaxs ftls vki bZ&esy dh dkWih Hkstuk pkgrs
gSaA ;gk¡ Cc dk vFkZ gksrk gS dkcZu dkWihA blesa ge dbZ yksxksa ds ,sMsªl 'kkfey dj ldrs
gSaA lcdk bZ&esy ,sMsªl dkWek (,) yxkdj vyx&vyx fy[kk tkrk gSA

Subject: esa  bZ&essy  ls  lacaf/r  fo"k;  dks  laf{kIr  esa  fy[kk  tkrk  gS  tSls  ;fn
eSlst  esa ge dqN O;fDrxr lans'k fy[k jgs gSa rks fo"k; (subject) esa ilZuy fy[k ldrs
gSa] ;fn bZ&esy esa dqN LokLF; laca/h ppkZ dh xbZ gS rks fo"k; (subject) esa gsYFk
(health) fy[k ldrs gSaA
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vc buds uhps ,d [kkyh txg fn[kkbZ nsrh gS] blesa ge vius eSlst dks Vkbi djsaxsaA

bls bZ&esy  dh  ckWMh  dgk  tkrk  gSA

eSlst rS;kj djus ds ckn lsaM (send) cVu ij fDyd djsaxsA blls gekjh bZ&esy bfPNr

,sMªsl ij igq¡p tk,xhA

7-7   ,sMsªl  cqd (Address Book)

,sMsªl cqd esa ge ftu yksxksa dks bZ&esy Hkstrs gSa muds bZ&esy ,Mªsl LVksj (lqjf{kr) gksrs

gSaA blls gesa ckj&ckj ml O;fDr dk bZ&esy ,sMsªl Vkbi ugha djuk iM+rk gS ftls ge

vDlj gh essy Hkstrs gSaA gesa dsoy ml O;fDr dk uke ,sMªsl cqd ls pquuk gS vkSj mldk

bZ&esy vkbZMh vkWVksesfVd :i ls lkeus vk tk,xkA

ge bl ,Mªsl cqd esa u, ,sMsªl Hkh tksM+ ldrs gSa vkSj iqjkuksa dks gVk Hkh ldrs gSaA blds

fy, ckb± vksj uhps lpZ dkWUVSDV (search contact) uked cVu ij fDyd djsaxsA (ns[ksa

fp=k  7-7)

7-8  iQkby vVSpesaV (File Attachment)

dksbZ  Hkh  iQkby  tks  dEI;wVj  ij  LVksj  dh  xbZ  gS]  og  bZ&esy  }kjk  Hksth  tk

ldrh gS tSls  dksbZ  Hkh  VsDLV]  iQksVks]  fiDpj]  ohfM;ks  vkfnA  bls  gh  iQkby

vVSpesaV  dgrs  gSaaA

iQkby  ds ckjs esa  ge  igys  i<+  pqds gSaA  eku  yhft,  ge  viuh  csVh  ds

nkf[kys ds fy, Ldwy esa ,d vkosnu Hkstuk pkgrs gSA bl vkosnu dks Ldwy ds fizafliy

ds bZ&esy ,sMsªl ij iQkby vVSpesaV ds :i esa Hkst ldrs gSaA bldh izfØ;k uhps fn[kkbZ

xbZ gSA (ns[ksa fp=k 7-8)
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fp=k 7-8

lllll fizafliy dk bZ&esy ,sMsªl% principalsunbeamschool @ hotmail.com

lllll iQkby ftlesa ,sIyhds'ku dks lso fd;k x;k gS] dk uke% application. Doc è;ku nsa
.doc fdlh  Hkh  oMZ  iQkby  dk  ,DlVsa'ku  gksrk  gSA

lllll tc ge bZ&esy foaMks [kksysaxs rks lcls igys ckj esa fizafliy dk bZ&esy ,sMsªl Vkbi
djsaxsA

lllll vc ge Cc dks [kkyh Hkh NksM+ ldrs gSa D;ksafd gesa bldh dkcZu dkWih fdlh vkSj
dks Hkstus dh vko';drk ugha gSA

lllll Sub esa ge fy[k  ldrs gSa  ‘application for admission'.

lllll vc  bZ&esy dh  ckWMh  esa ge  Vkbi  djsaxs%

Jheku]

eSa viuh csVh ds nkf[kys ls lacaf/r lHkh tkudkfj;k¡ bZ&esy esa vVSp dj jgk gw¡A Ñi;k
;Fkksfpr dk;Zokgh djsaA (ns[ksa fp=k 7-8)

;g eSlst gesa English Hkk"kk esa Vkbi djuk iM+sxk tSlk fd fp=k 7-8 esa fn[kk;k x;k gSA
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dqN bZesy lsok iznkrk daifu;ksa tSls thesy fganh o vU; Hkkjrh; Hkk"kkvksa esa Hkh bZesy Hkstus
dh lqfo/k  nsrs  gSaA

vc gesa application.doc uked tks iQkby ,e-,l- oMZ esa igys cukbZ Fkh mls bl bZ&esy
ds lkFk vVSpesaV ds :i esa Hkstuk gSA blds fy, gesa vVSpesaV cVu tks isij fDyi dh
rjg fn[kkbZ nsrk gS] ij fDyd djsaxsA blds ckn ge dEI;wVj ij ,e-,l- oMZ esa cukbZ xbZ
iQkby dks mi;qÙkQ iQksYMj esa tkdj ml iQkby dks [kkstdj ml ij fDyd djsaxsA ;g
iQkby vVSp gks tk,xhA (ns[ksa fp=k 7-8) vc lsaM (send) cVu ij fDyd djsaxsA

7-9  iQkby  vVSpesaV  dks  [kksyuk

bZ&esy eSlst ds lkFk iQkby vVSp djrs le; ;g è;ku j[kuk gksxk fd ge ftl izksxzke
dh iQkby vVSp dj jgs gSa] tSls oMZ MkWD;wesaV] og izksxzke vFkkZr~ ,e,l oMZ izkIrdrkZ ds
dEI;wVj ij  Hkh  gksuk pkfg,  ftlls  mls  ml  iQkby@MkWD;wesaV  dks  [kksyus  esa  fnDdr
u gksA blesa bZ&esy eSlst ds lkFk ,d isij ;w fDyi tSls vkbZdu vkrk gS ftlls irk yxrk
gS fd eSlst ds lkFk iQkby vVSpesaV gSA (ns[ksa fp=k 7-9) bl ij Mcy fDyd djus  ls
;g  iQkby  [kqy tkrh  gSA

fp=k 7-9
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7-10 esy  dk  mÙkj  (Reply) nsuk

ftl rjg ls ge lkekU; Mkd lsok }kjk vk, fdlh i=k dks i<+dj mldk mÙkj fy[kk djrs
gSa] mlh rjg ls bZ&esy dks Hkh i<+dj mldk mÙkj fn;k tkrk gSA blesa lqfo/k gS fd ge
esy i<+us ds lkFk gh mÙkj ns ldrs gSa vFkok] mls lso djds j[k ldrs gSa vkSj  fiQj  ckn
esa Hkh mldk mÙkj ns ldrs  gSaA

mÙkj nsus ds fy, ge esy dks i<+dj fjIykbZ (reply) cVu nck,¡A (ns[ksa fp=k 7-10) vc

fp=k 7-10

gesa nksckjk bZ&esy ,sMªsl fy[kus  dh t:jr ugha  gS] cfYd  ftl  O;fDr  dks  ge
bZ&esy dk tokc Hkst jgs gSa (ogh ftlus gesa bZ&esy Hksth Fkh) mldk bZ&esy ,sMªsl Lor%
tokc esa fy[kk gqvk vk tk,xkA subject esa ge ,d v{kj Re fy[kk fn[kkbZ nsxk ftlls
‘reply' dk irk pyrk gSA (ns[ksa fp=k 7-11) vc ge esy dk tokc Vkbi djds Hkst
ldrs gSaA
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fp=k 7-11

7-11  bZ&esy eSlst dks fizaV djuk

fizaVj cVu ij fDyd djds ge vius bZ&esy eSlst dks isij ij fizaV dj ldrs gaSA
bls ge gkMZ dkWih ds uke ls tkurs gSaA dEI;wVj esa j[kh gqbZ iQkby dks lkWÝV dkWih dgrs
gaSA

7-12  bZ&esy  lans'kksa  dks  fMyhV  djuk

tc vkidk buckWDl iqjkus bZ&esy lans'kksa ls Hkj tk, rks ge mu lans'kksa dks lsysDV djsaxs tks
cgqr iqjkus gks pqds gSa vkSj ftudh vc t#jr ugha gSA vc fMyhV cVu nck,¡xsA ;g eSlst
fMyhV gks tk,axsA ;fn dksbZ eSlst xyrh ls fMyhV gks x;k gS rks ge bls fMyhVsM vkbVEl
ckWDl (deleted items box) [kksydj okil izkIr dj ldrs gSaA

   ns[ksa vkius D;k lh[kk 7-2

1- fjDr  LFkkuksa  dks  Hkfj,A

(i) gkWVesy ,d ,slh lkbV gS ftlds }kjk vki viuk __________ fu%'kqYd [kksy
ldrs gaSA
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(ii) fdlh Hkh lkbV ij vdkmaV [kksyus ds fy, ,d __________ iQkWeZ Hkjuk gksrk
gSA

(iii) bZ&esy eSlst cukus ds fy, Vwy ckj ij fLFkr __________ cVu ij fDyd
djsaA

(iv) Cc esa ml O;fDr dk bZ&esy ,sMªsl Vkbi djks ftls vki __________ dh
dkWih Hkstuk pkgrs gSA

(v) bZ&esy dh  __________ esa vki  viuk  eSlst  Vkbi  dj ldrs  gSaA

2- fuEu  dh  laf{kIr  ifjHkk"kk  fyf[k,A

(i) ,sMªsl  cqd

(ii) gkMZ dkWih

(iii) lkWÝV  dkWih

     vkb, nksgjk,¡

1- bZ&esy% bldk iwjk uke bySDVªkWfud esy gS tks baVjusV dh enn ls lans'k Hkstus o izkIr
djus dk ,d ekè;e gSA

2- bZ&esy ,sMªsl% bZ&esy Hkstus ds fy, lcls igys Message ckWDl esa Vkbi fd;k tkrk
gSA bldk mnkgj.k gS bcxxx@gmail.com

3- ;wT+kj use% bZ&esy ,sMªsl dk  og  Hkkx  tks at fpg~u ds igys fy[kk tkrk  gSA

4- bZ&esy vdkmaV % ;g og  vdkmaV gksrk gS ftlds }kjk bZ&esy  dh lqfo/k dk iz;ksx
dj ldrs gSaA

5- bZ&esy eSlst% bZ&esy ds }kjk ge tks lans'k Hkstrs gSa ;k izkIr djrs gSa mUgsa bZ&esy
eSlst dgrs gaSA

6- ,sMªsl cqd% blesa ge vius  laidZ  ds  yksxksa  ds bZ&esy  ,sMªsl lso  djrs  gaSA

7- dkcZu dkWih (cc) % blesa bZ&esy eSlst dh dkcZu dkWih Hksts tkus okys dk bZ&esy
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,sMªsl  Vkbi  fd;k  tkrk  gSA

8- iQkby  vVSpesaV  %  ;g  fdlh  Hkh  iQkby  dks  bZ&esy eSlst  ds  lkFk  vVSp
djds Hkstus  dh  ,d  lqfo/k  gS  tks  izR;sd  bZ&esy  izksxzke  ds  lkFk  gksrh
gSA

9- bZ&esy  ,sMªsl  ;fn  lgh  gks  rks  bZ&esy  ges'kk  lgh  O;fDr  ds  ikl  gh
igq¡prk  gSA

10- ,sMªsl  cqd  esa  ge  ftu  yksxksa  dks  esy  Hkstrs  gaS  muds bZ&esy  irs  lqjf{kr
jgrs   gSaA

11- bZ&esy  ds  lkFk  Hksth  tkus  okyh  iQkbZy  dks  vVSpesaV dgrs  gSaA

12- gekjs  bZ&esy  irs  ij  vkbZ  lHkh  esy  gekjs  [kkrs  ds  bu&ckWDl  iQksYMj  esa
gksrh  gSA

13- bZ&esy Hkstus ds fy, Hkstus okys O;fDr vkSj bZ&esy ikus okys O;fDr nksuksa ds ikl
bZ&esy ,sMªsl gksuk pkfg,A

14- bZ&esy dHkh xqeuke ugha gks ldrkA blds lkFk Hkstus okys dh bZ&esy vkbZ Mh T+k:j
tkrh gSA

15- vius bZ&esy vdkamV dks tkjh j[kus ds fy, bls le;&le; ij [kksyuk pkfg,A

vkb,]  djds  ns[ksa

1 vius  uke  ls  fdlh  Hkh  fu%'kqYd  esy  loZj  ij  ,d  bZ&esy  ,dkmaV  [kksysaA

2 vius  fdlh  fe=k  ;k  laca/h]  ftldk  bZ&esy  ,sMªsl  vkidks  ekywe  gS]  dks
mlds tUefnu  dh  'kqHkdkeuk,¡  nsrs  gq,  ,d  i=k  bZesy  ls  HkstsaA

3 vius  vkidks  bZesy  }kjk  vVspesaV  iQkby  ds  :i  esa  dEI;wVj  flLVe  ls
dksbZ  Hkh VsDlV  iQkby  ;k  fp=k  HkstsaA
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mÙkjekyk

7-1

1- (i)   bZ&esy  ,sMªsl

(ii) bZ&esy

(iii) nks

(iv) lsok  iznkrk@esy  loZj

(v) bZ&esy

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

 7-2

1- (i) bZ&esy vdkmaV

(ii) jftLVªs'ku@iathdj.k

(iii) U;w@dEiksT+k

(iv) bZ&esy

(v) ckWMh

2-  ifjHkk"kk

(i) ,sMªsl cqd esa mu yksxksa ds bZ&esy ,sMªsl LVksj gksrs gSa ftUgsa vki bZ&esy Hkstrs
gSA

(ii) gkMZdkWih% isij ij fy;k gqvk og fizaV vkmV ftls ge gkFk esa ysdj ns[k ldrs
gS vkSj i<+ ldrs gSa gkMZdkWih dgykrk gSA

(iii) lkWÝV dkWih dEI;wVj iQkby dks dgk tkrk gS ftls ge LØhu ij gh ns[k vkSj
i<+ ldrs gSaA
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vH;kl

1-   lgh  ij  (√)  o  xyr  ij  (×)  ds  fu'kku  yxkb,A

(i) bZ&esy fcuk irs  (address) ds Hkstk tk ldrk gSA (lgh@xyr)

(ii) bZ&esy vdkmUV cukus ds fy, gesa cgqr vf/d Hkqxrku djuk iM+rk gSA
(lgh@xyr)

(iii) bZ&esy  Hkstus  ds  fy,  gekjk  bZ&esy  vdkmUV  gksuk  vko';d  gSA
(lgh@xyr)

(iv) bZ&esy eSlst dks ,d ckj fMyhV djus ds ckn nksckjk [kksyk tk ldrk gSA
(lgh@xyr)

(v) bZ&esy  dk  okLrfod  uke  bySDVªkWfud  esy  gSA (lgh@xyr)

2-   lgh  ij  (√)  dk  fu'kku  yxkb,A

(i) ge  bZ&esy  ij  Hkst  ldrs  gSa -

(a) iQkby (a) rLohjsa (c) lans'k (d) mijksDr lHkh

(ii) vkus  okyh  bZ&esy  dgk¡  tek  gksrh  gSa

(a) bu  ckWDl (b) MªkÝV (c) lsUV  esy (d) dgha Hkh ugha

(iii) bZ&esy ,Mªsl  esa  fdl  dk  iz;ksx  ugha  fd;k  tkrkA

(a) dksek (,) (b) MkWV (-) (c) fxurh (1]2]3) (d) vaMj Ldksj (_)

(iv) bZ&esy Hkstrs  le;  To: esa  D;k  fy[kk  tkrk  gSA

(a) Hkstus okys dk irk   (b) ikus okys dk irk (c) bu esa ls dksbZ ugha

3-   iz'uksa  ds  mÙkj  fyf[k,\

(i) bZ&esy  D;k  gS\

___________________________________________________
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(ii) bZ&esy  ds  D;k  ykHk  gaS\

___________________________________________________

(iii) buckWDl  fdls  dgrs  gS\

___________________________________________________

(iv) bZ&esy  ,sMsªl  ds  nks  eq[;  Hkkx  dkSu  ls  gSaA

___________________________________________________

(v) iQkby  vVSpesaV  ls  vki  D;k  le>rs  gaSA

___________________________________________________

(vi) bZ&esy  dk  mÙkj  dSls  nsrs  gSa\

___________________________________________________

4-   [kkyh  txgksa  esa  lgh  'kCn  Hkfj,%

(i) bZ&esy  dk  okLrfod  uke  ________ esy  gSA

(ii) bZ&esy Hkstus ds fy, gekjs ikl ,d bZ&esy ________ gksuk vko';d gSA

(iii) bZ&esy ,sMªsl ds nksuksa Hkkxksa dks ________ fpg~u ls vyx fd;k tkrk gSA

(iv) ;wT+kj  use  vkSj  bZ&esy  lsok  iznkrk  ,d ________ ds  nks  Hkkx  gSaA

(v) bZ&esy  esa  vkus  okyh  esy  vki ________ esa  tkdj  ns[k  ldrs  gSaA

(vi) bZ&esy esa fdlh vU; O;fDr dks vius eSlst dh dkWih Hkstus ds fy, vki
________ vkWI'ku  dk  iz;ksx  djrs  gSaA

(vii) ________ dk  iz;ksx  iQkbyksa  dks  esy  ds  lkFk  Hkstus  ds  fy,  gksrk
gSA
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mÙkjekyk

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

2- (i) (d) (ii) (a) (iii) (a) (iv) (b)

3- (i) baVjusV dh  enn  ls lans'k  ikus o  Hkstus  dks bZ&esy dgrs  gSaA

(ii) bZ&esy fdlh Hkh LFkku ls] fdlh Hkh le;] fo'o ds fdlh Hkh Hkkx esa] cgqr
de ykxr esa] Hkst ldrs gSaA

(iii) bZ&esy  esa  vkus  okyh  esy  tgka  ij  ,df=kr  gksrh  gS  mls  buckDl
dgrs  gSaA

(iv) bZ&esy  ds  nks  eq[;  Hkkx  gSaµ  ;wT+kj  use  rFkk  esy  loZjA

(v) bZ&esy }kjk eSlst ds lkFk Hksth xbZ vU; iQkby] VsDLV] iQksVks] vkWfM;ks bR;kfn
dks iQkby vVSpesaV dgrs gSaA

(vi) buckWDl esa vkbZ gqbZ esy dks [kksydj fjIykbZ (Reply) cVu nckdj fy[kus ds
LFkku ij mÙkj fy[kdj lsaM (Send) cVu nckdj bZ&esy dk mÙkj fn;k tkrk
gSA

4-  (i) bysDVªkWfud

(ii) ,sMªsl

(iii) @

(iv) bZesy  vkbZ  Mh

(v) buckWDl

(vi) Cc

(vii) vVSpesaV
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