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fJ;�gkm�d/�T[d/ô

1.1 kMipaUtr kI hY? (What is a Computer?)

1.2 kMipaUtr dI pirBwSw (Definition of a Computer)

1.3 AsIN kMipaUtr ’qyy kI kr skdy hW ? (What can we do on a Computer)

1.4 kMipaUtr dI vrqoN (Applications of a Computer)

1.5 kMipaUtr dIAW ivSySqwvW (Characteristics  a Computer)

1.6 kMipaUtr dIAW sImwvW (Limitations of a Computer)

ikD-gSkD�

A`j dy smyN iv`c kMipaUtr bhuq mh`qvpUrn ho cu`kw hY ikauNik ieh AswnI nwL keI kMmW nMU 

bhuq shI Aqy qyzI nwl kr skdw hY[ swfIAW rozwnw dIAW keI ikirAwvW (activities) kMipaUtr 

’qyy AwDwirq hn[ kMipaUtr dI vrqoN skUlW, bYNkW, hspqwlW, dukwnW, rylvy Aqy hvweI syvwvW dy 

buikMg-kwaUNtrW, is`iKAw Aqy mnorMjn (entertainment) leI kIqI jWdI hY[ kMipaUtr Sbd lyitn 

(Latin) BwSw dy Sbd “kMipaUtry” qoN ilAw igAw hY ijsdw ArQ hY “gxnwvW krnw”[ kMipaUtr 

ihdwieqW (instructions) qoN ibnW koeI kMm nhIN kr skdw[

1.1 kMipaUtr kI  hY ? (What is a Computer?)

kMipaUtr ie`k ielYktRwink mSIn hY[ iesnMU sUcnw 

nwL kMm krn leI ifzwien kIqw igAw hY[ ieh XUzr 

qoN fwtw (data) Aqy ihdwieqW (instructions) pRwpq 

krdw hY[ kMipaUtr nMU ihdwieqW Aqy fwtw dyx dI 

pRikirAw nMU ienpu`t ikhw jWdw hY[ kMipaUtr ienp`ut nMU 

poRsY~s (process) krdw hY[ pRosY~isMg qoN bwAd kMipaUtr 

swnMU nqIjw (result) idMdw hY ijs nMU AwaUtpu`t ikhw 

jWdw hY[

1pwT
 

1

kMipaUtr nwL jwx-pCwx

ic`qr 1.1 kMipaUtr
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1.2 kMipaUtr dI pirBwSw (Definition of Computer)

“kMipaUtr ie`k ielYktRwink mSIn hY joik ienp`ut dy qOr ’qyy XUzr qoN fwtw pRwpq krdI hY 

Aqy ies ienpu`t kIqy fwtw nMU ihdwieqW dI lVI Anuswr ijs nMU pRogrwm ikhw jWdw hY, pRosY~s 

krdw hY Aqy nqIjw (AwaUtpu`t) idMdw hY[ieh pRwpq AwaUtpu`t nMU BivK iv`c vrqoN leI sWBdw 

hY[ ieh numYirkl (numerical) Aqy nwn-numYirkl (non-numerical) gxnwvW nMU pRosY~s kr skdw 

hY”[

1.3 AsIN kMipaUtr ’qyy kI kr skdy hW? (What can we do on Computer?)

AsIN kMipaUtr ’qyy hyTW ilKy kMm kr skdy hW :

1. AsIN kMipaUtr ’qyy gixiqk gxnwvW (mathematical calculations) kr skdy hW[

2. AsIN kMipaUtr ’qyy iksy tY~kst (text) dy spY~ilMg cY~k kr skdy hW[

3. AsIN kMipaUtr ’qyy qsvIrW bxw skdy hW[

4. AsIN kMipaUtr dI vrqoN ikqwbW Aqy A^bwrW Cwpx leI kr skdy hW[

5. AsIN kMipaUtr ’qyy gymW Kyf skdy hW[

6. AsIN kMipaUtr ’qyy gwxy sux skdy hW Aqy i&lmW dyK skdy hW[

7. AsIN rylvy, b`sW Aqy hvweI jhwz iv`c s&r krn leI AwpxIAW itktW bu`k krvw 

skdy hW[

8. AsIN rylvy, b`sW Aqy hvweI jhwz dy Awaux-jwx dy smyN bwry pqw kr skdy hW[

9. AsIN iksy jgHw leI s&r krn qoN pihlW aus jgHw dy mOsm (weather) bwry pqw kr 

skdy hW[

10. AsIN Awpxy skUl dIAW irportW, nqIjw (result) Aqy smW-swrnI (time table) iqAwr 

kr skdy hW[

11. AsIN kMipaUtr rwhIN iksy vI jgHw 'qy phuMcx dw rsqw (Map) vI l`B skdy hW[

1.4 kMipaUtr dI vrqoN (Applications of a Computer)

kMipaUtr dI vrqoN keI KyqrW iv`c huMdI hY[kuJ Kyqr hyTW ilKy Anuswr hn : 

1.4.1 is`iKAw dy Kyqr iv`c (in Education field)

1.4.2. ishq Aqy dvweIAW dy Kyqr iv`c (in Health and Medicine field)

1.4.3. dukwnW iv`c (in Shops)

1.4.4. vpwr iv`c (in business)

2
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1.4.5. bYNkW iv`c (in Banks)

1.4.6. mnorMjn dy Kyqr iv`c (in Entertainment field)

1.4.7. v`K-v`K srkwrI sY~ktrW iv`c (In different government fields)

1.4.8. KyfW iv`c (in Sports)

AwE kMipaUtr dI v`K-v`K KyqrW iv`c vrqoN bwry ivsqwr nwL pVHIey :

1.4.1 is`iKAw dy Kyqr iv`c (in Educational Field)

is`iKAw leI AiDAwpkW Aqy ividAwrQIAW v`loN 

kMipaUtr dI vrqoN ivAwpk qOr ’qyy kIqI jWdI hY[ 

AiDAwpkW rwhIN kMipaUtr dI vrqoN auhnW dy pwT-kRm dI 

ivENqbMdI, nqIjw iqAwr krn Aqy smW-swrnI bxwaux 

leI kIqI jWdI hY[ ividAwrQIAW v`loN kMipaUtr dI vrqoN 

frwieMg krn, pRwjY`kts bxwaux Aqy keI hor qrHW dIAW 

s`misAwvW nMU jldI Aqy inpuMnqw nwL h`l krn leI kIqI 

jWdI hY[ auh kMipaUtr dI vrqoN ieMtrnY~t qoN v`K-v`K qrHW 

dI is`iKAw sMbMDI sUcnw pRwpq krn leI krdy hn[  

1.4.2 ishq Aqy dvweIAW dy Kyqr iv`c (in Health and Medicine field)

ishq Aqy dvweIAW dy qkrIbn hr Kyqr iv`c kMipaUtr 

dI vrqoN kIqI jWdI hY[ audwhrn leI, kMipaUtr dI vrqoN 

hspqwlW iv`c mrIzW dI ibmwrI dI ihstrI Aqy hor 

irkwrf iqAwr krn leI kIqI jWdI hY[ kMipaUtr dI vrqoN 

mrIz dI dyK-ryK Aqy ibmwrIAW dI jWc-pVqwl krn leI 

vI kIqI jWdI hY[ hspqwlW dI lYbwrtrI iv`c v`K-v`K qrHW 

dy mYfIkl tY~st krn leI vI kMipaUtrW dI vrqoN kIqI 

jWdI hY[

1.4.3 dukwnW iv`c (in Shops)

kMipaUtr dI vrqoN dukwnW iv`c vI kIqI jWdI hY[ iek 

dukwndwr AwpxI dukwn iv`c auplbD smwn dw irkwrf 

kMipaUtr 'qy iqAwr kr skdw hY[ auh dukwn iv`c hoeI 

^rId-Pro^q (sale-purchase) dw Aqy tY~ks dw irkwrf 

krky kMipaUtr iv`c r`K skdw hY[A`j-k`lH keI dukwndwrW 

v`loN kMipaUtr rwhIN ^rId-Pro^q (sale-purchase) ib`l vI 

iqAwr kIqy jWdy hn[

3

ic`qr 1.2 is`iKAw dy Ky~qr iv`c

ic`qr 1.3 ishq Aqy dvweIAW dy 

Ky~qr iv`c

ic`qr 1.4 dukwnW iv`c

Downloaded from https:// www.studiestoday.com

Downloaded from https:// www.studiestoday.com



1.4.4 vpwr iv`c (in Business)

kMipaUtr vpwr iv`c vI bhuq mddgwr hn[ kMipaUtr 

dI vrqoN krky ie`k vpwrI Awpxy gwhkW nMU eI-myl dy zrIey 

sMprk kr skdw hY[ auh vIfIE kwnPRYNisMg (Video 

Conferencing) rwhIN Awpxy gwhkW nwL mIitMg kr skdw 

hY[ kMipaUtr dI mdd nwL auh vhI-Kwqw (books of 

accounts) vI iqAwr kr skdw hY[

1.4.5 bYNkW iv`c (in Banks)

bYNkW iv`c vI kMipaUtr dI vrqoN ivAwpk qOr ’qyy huMdI 

hY[ kMipaUtr dI mdd nwL bYNk dy gwhkW dw irkwrf Aqy 

auhnW dy Kwqy iqAwr kIqy jWdy hn[ bhuq swry bYNk 

ey.tI.AY~m. (Debit Card) dI shUlq mu`heIAw krdy hn[ 

gwhk ey.tI.AY~m. (Debit Card) dI vrqoN krky iksy vI bYNk 

dI ey.tI.AY~m. mSIn rwhIN iksy vI vyLy Awpxy Kwqy iv`c pYsy 

jmHw krvw Aqy kFvw skdy hn[

1.4.6 mnorMjn dy Kyqr iv`c (in Entertainment field)

kMipaUtr swfy mnorMjn iv`c vI bhuq mddgwr huMdw hY[ 

kMipaUtr dI mdd nwL ie`k ifzwienr mUvI iv`c ^ws pRBwv 

dy skdw hY[ kMipaUtr dI mdd nwL kwlpink ikrdwr 

(kwrtUn) mUvIz, i&lmW Aqy vpwirk ieSiqhwr bxwaux 

leI AwpxI BUimkw Adw kr skdy hn[

1.4.7 v`K-v`K srkwrI Ky~qrW iv`c (in different government fields)

srkwr dy keI ivBwg kMipaUtr dI vrqoN auhnW dI 

ivBwgI XojnwbMdI, inXMqrn Aqy knMUn nMU pRBwvSwlI bxwaux 

leI krdy hn[ kMipaUtr dI vrqoN tRYi&k, sYr-spwtw, 

sUcnw Aqy bRwfkwsitMg, is`iKAw, &Oj, eyvIeySn (hvwbwzI) 

Aqy hornW keI KyqrW iv`c huMdI hY[
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1.4.8 KyfW iv`c (in Sports)

kMipaUtr dI vrqoN KyfW iv`c vI huMdI hY[ ikRkt iv`c kuJ 

skorborf (Scoreboard) mnu`K rwhIN qbdIl (change) kIqy 

jWdy hn pr A`j-k~lH bhuqIAW pRo&YSnl KyfW iv`c bhuq 

AwDuink skorborf hn jo ik kMipaUtr iv`c koeI vI sUcnw 

dw^l kridAW hI skor Aqy sUcnw nMU qurMq Apfyt kr idMdy 

hn Aqy drSkW nMU nqIjw id^wauNdy hn[

1.5 kMipaUtr dIAW ivSySqwvW (Characteristics of Computer)

ijvyN ik AsIN jwxdy hW ik kMMipaUtr ie`k bhuq lwBdwiek mSIn hY[ ies dIAW bhuq swrIAW 

ivSySqwvW hn jo ik hyTW ilKy Anuswr hn :

1.5.1. r&qwr (Speed)

1.5.2. Su`Dqw (Accuracy)

1.5.3. iekwgrqw (Diligence)

1.5.4. bhuguxqw (Versatility)

1.5.5. AwtomySn (Automation)

1.5.6. BMfwrn (Storage)

AwE iehnW ivSySqwvW bwry ivsqwr nwL pVHIey :

1.5.1 r&qwr (Speed)

kMipaUtr qyz r&qwr nwL kMm kr skdw hY[ ijhVIAW gxnwvW nMU krn iv`c AsIN keI GMty 

lwauNdy hW, aus nMU krn leI ieh kuJ hI sikMtW dw smW lYNdw hY[ quhwnMU ieh jwx ky bhuq hYrwnI 

hovygI ik ie`k kMipaUtr ie`k sikMt iv`c keI l`KW ihdwieqW ’qyy Aml kr skdw hY[

1.5.2 Su`Dqw (Accuracy)

kMipaUtr dI kMm krn dI S`uDqw dw mwp-dMf bhuq au`cw hY Aqy ieh hr gxnw nMU aus mwp-

dMf nwL hI krdw hY[ kMipaUtr dy kMm iv`c ZlqIAW mnu`K v`loN Zlq fwtw Aqy ihdwieqW dw^l 

krn nwL huMdIAW hn ikauNik ijs qrHW dw fwtw jW ihdwieqW kMipaUtr nMU id`qIAW jWdIAW hn, 

ieh aus qrHW dw hI nqIjw (Awautpu`t) idMdw hY[

5
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1.5.3 iekwgrqw (Diligence)

kMipaUtr nMU koeI vI Qkwvt, iDAwn Btkxw Aqy kMm dw boJ Awid mihsUs nhIN huMdw[ieh 

ibnW koeI ZlqI kIiqAW GMitAW b`DI kMm kr skdw hY[

1.5.4 bhuguxqw (Versatility)

iesdw Bwv hY ik ie`ko smyN dOrwn v`K-v`K kMmW nMU pUrw krn dI smr`Qw[ jdoN AsIN kMipaUtr 

dI vrqoN gxnwvW krn leI kr rhy huMdyy hW, ausy smyN hI AsIN kMipaUtr dI vrqoN vsqW dw 

irkwrf bxwauyx Aqy ^rId-Pro^q (sale-purchase) dy ib`l bxwaux leI vI kr skdy hW Aqy 

nwL hI gwxy vI sux skdy hW[

1.5.5 AwtomySn (Automation)

jykr ie`k vwr kMipaUtr nMU koeI ihdwieq id`qI jwvy qW ieh mnu`K dI d^l-AMdwzI qoN ibnW 

aus ihdwieq ’qyy kMm krdw rihMdw hY[ ieh ihdwieq dI pUrqI hox q`k kMm krdw hY[jd ies nMU 

ihdwieq nMU ^qm krn leI koeI lOijkl (qwrikk) ihdwieq id`qI jWdI hY qW ieh aukq pRogrwm 

nMU ^qm kr idMdw hY 

1.5.6 BMfwrn (Storage)

kMipaUtr dI AwpxI mYmrI huMdI hY ij~Qy ieh fwtw nMU stor kr skdw hY[ ies fwtw nMU zrUrq 

Anuswr sYkMfrI storyj aupkrn, ijvyN ik sI.fI., fI.vI.fI., XU.AY~s.bI. Aqy pY~n frweIv dI 

vrqoN nwL iksy hor kMipaUtr iv`c vI iljwieAw jw skdw hY[

1.6 kMipaUtr dIAW sImwvW (Limitations of Computer)

BwvyN ik kMipaUtr bhuq qyz, SkqISwlI Aqy Su`D mSIn hY, pr ies dIAW hyTW ilKIAW 

sImwvW hn :

1. kMipaUtr Awpxy-Awp koeI vI sUcnw iqAwr nhIN kr skdw[

2. kMipaUtr iksy Zlq ihdwieq nMU shI nhIN kr skdw[

3. kMipaUtr kuJ vI krn leI Awpxy-Awp koeI &Yslw nhIN lY skdw[

4. kMipaUtr nMU jd q`k XUzr v`loN koeI ihdwieq nw id`qI jwvy, ieh Awp kMm nhIN kr 

skdw[

5. ie`k mnu`K dI qrHW ies dI koeI Bwvnw Aqy ivcwr nhIN huMdy[

6. ie`k mnu`K dI qrHW ies dy pws koeI smJ Aqy qjrbw nhIN huMdw[
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1. kMipaUtr ie`k ielYktRwink mSIn hY[

2. kMipaUtr nMU jykr shI ihdwieqW id`qIAW jwx qW ieh shI nqIjw idMdw hY[

3. kMipaUtr kdy vI nhIN Q`kdw[

4. kMipaUtr bhuguxqw vwLI mSIn hY[

5. kMipaUtr dy pws koeI smJ Aqy qjrbw nhIN huMdw[

6. kMipaUtr dI koeI Bwvnw Aqy ivcwr nhIN huMdy[

nfGnk;

1a ;jh�T[Zso�dh�u'D�eoe/�õkbh�EKtK�Go'�L

 1. ……………… ielYktRwink mSIn hY[

  (1) sweIkl (2)  tweIp-rweItr

  (3) kMipaUtr (4) auprokq swry 

 2. kMipaUtr dI r&qwr ……………… huMdI hY[

  (1) qyz (2)  DImI

  (3) m`Dm (4) iehnW iv`coN koeI nhIN

 3. kMipaUtr dI ivSwl ……………… huMdI hY[

  (1) r&qwr (2)  mYmrI

  (3) ifsplyA (4) kIA-borf 

 4. vpwr iv`c kMipaUtrz dI vrqoN ……………… iqAwr krn leI kIqI jWdI hY[

  (1) kYS (2)  itktW

  (3) vhI-Kwqw (4) koeI nhIN 

 5. kMipaUtr dI vrqoN is`iKAw dy Kyqr iv`c ……………… Aqy ……………… rwhIN 

kIqI jWdI hY[

  (1) AiDAwpkW Aqy ividAwrQIAW (2)  vpwrIAW Aqy bYNkrW

  (3) mwpy Aqy b`icAW (4) auprokq swry

2a� ;jh$rbs�dZ;'A�L

 1. kMipaUtr ihswb dIAw gxnwvW kr skdw hY[

 2. kMipaUtr Awpxy-Awp koeI &Yslw nhIN kr skdw[
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 3. kMipaUtr dI BMfwrn-smr~Qw nhIN huMdI[

 4. kMipaUtr Zlq ihdwieqW nMU TIk nhIN kr skdw[

 5. kMipaUtr ie`k ielYktRwink mSIn hY jo ik ienpu~t pRwpq krdI hY, iesnMU pRosY~s krdI 

hY Aqy nqIjw idMdI  hY[

3a S'N/�T[ZsoK�tkÿ/�gqôB�L

 1. kMipaUtr kI hY?

 2. kMipaUtr dI pirBwSw idE[

 3. AsIN kMipaUtr ’qyy kI kr skdy hW ? koeI cwr kMm d`so[

 4. ishq Aqy dvweIAW dy Kyqr iv`c ie`k kMipaUtr ikvyN mddgwr hY?

 5. bYNkW iv`c kMipaUtr ikvyN mddgwr hY?

4a tZv/�T[ZsoK�tkÿ/�gqôB�L

 1. kMipaUtr dI vrqoN ikhVy-ikhVy KyqrW iv`c ho skdI hY, iesdy bwry ilKo[

 2. kMipaUtr dIAW ivSySqwvW bwry ilKo[

 3. kMipaUtr dIAW sImwvW bwry d`soo[
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2.1 sI.pI.XU. dw blwk fwieAwgRwm (Block Diagram of CPU)

2.2 kMipaUtr dIAW iksmW (Types of Computer)

ikDFgSkD�(Introduction)

AsIN pVH cu`ky hW ik kMipaUtr ie`k ielYktRwink mSIn hY[ ieh fwtw (data), qsvIrW 

(pictures), Avwz (sound) Aqy gRwiPks (graphics) nMU pRosYY~s kr skdw hY[ ieh guMJLdwr 

sm~isAwvW (complex problems) nMU qyzI nwL Aqy S`uDqw nwL h`l kr skdw hY[ iek kMipaUtr 

mu`K qOr ’qyy muFlIAW pMj gqIivDIAW (operations) krdw hY[ ieh hn :

1. ieh ienpu`t rwhIN fwtw Aqy ihdwieqW svIkwr krdw hY[

2. ieh fwtw stor krdw hY[

3. ieh XUzr dI zrUrq Anuswr fwtw nMU pRosY~s krdw hY[

4. ieh swnMU AwaUtpu`t dy rUp iv`c nqIjw idMdw hY[

5. ieh kMipaUtr dIAW AMdrUnI gqIiviDAW (internal operations) Óqy kMtrol r`Kdw hY[

kMipaUtr dy blwk fwieAwgRwm bwry pVHn qoN pihlW kMipaUtr dy muFly kMmW (basic functions) 

bwry pVHnw zrUrI hY[ AwE kMipaUtr dy muFly kMmW bwry ivsqwr iv`c pVHIey :

kMipaUtr dy muFly kMm :

1. ienpu`t : ieh kMipaUtr isstm iv`c fwtw Aqy pRogrwm dw^l krn dI pRikirAw 

(procedure) hY[ AsIN jwxdy hW ik kMipaUtr ie`k ielYktRwink mSIn hY[ieh ienpu`t dy 

qOr Óqy fwtw Aqy ihdwieqW svIkwr krdw hY[ 

2. storyj : fwtw Aqy ihdwieqW nMU p`ky qOr Óqy su`riKAq krn dI pRikirAw nMU storyj ikhw 

jWdw hY[ kMipaUtr isstm iv`c Asl pRosYisMg (actual processing) dy SurU hox qoN pihlW 

swnMU ies nMU fwtw ienpu`t krn dI zrUrq huMdI hY ikauNik kMipaUtr dy sYNtrl pRosY~isMg 

XUint (CPU) dI pRosY~isMg r&qwr bhuq qyz huMdI hY[ ies leI sI.pI.XU. nMU aus dI 

r&qwr Anuswr fwtw muh`eIAw krvwauxw pYNdw hY[ ieh fwtw Aqy ihdwieqW nMU stor 

krn leI QW auplbD krvwauNdw hY[

2pwT
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 storyj XUint hyTW ilKy Anuswr m`uK kMm krdw hY :

  pRosY~isMg qoN pihlW Aqy bwAd iv`c swrw fwtw Aqy ihdwieqW ies jgwH iv`c stor å

huMdIAW hn[

å pRosY~isMg dy ivckwrly (intermediate) nqIjy vI ies jgHw iv`c stor huMdy hn[

3. pRosY~isMg : ienpu`t pRwpq hox qoN bwAd kMipaUtr pRwpq hoey fwtw ’qyy kwrvweI krdw hY[ 

pRwpq hoey fwtw ’qyy ArQmYitk (arithmetic) Aqy lOjIkl (logical) gqIivDIAW nMU krn 

dI pRikirAw nMU pRosY~isMg ikhw jWdw hY[ 

4. AwaUtpu`t : fwty qoN lwBdwiek sUcnw (meaningful information) pRwpq krn dI pRikirAw 

nMU AwaUtpu`t ikhw jWdw hY[ iesy qrHW pRosY~isMg qoN bwAd kMipaUtr rwhIN auqpMn 

(produce) kIqI geI AwaUtpu`t nMU kMipaUtr dy AMdr ijs jgHw Óqy sWiBAw (save) jWdw 

hY aus nMU  ikhw jWdw hY[

ic`qr 2.1 kMipaUtr dy muFly kMm

2.1 sI.pI.XU. dw blwk-fwieAwgRwm

ies Bwg iv`c AsIN kMipaUtr isstm dy kMm bwry is`KWgy[ sI.pI.XU. dw pUrw nwm sYNtrl 

pRosY~isMg XUint hY Aqy ieh kMipaUtr isstm dw sB qoN mhq`vpUrn Bwg huMdw hY[ ijvyN ik AsIN 

piVHAw hY ik AsIN kMipaUtr isstm nMU sB qoN pihlW ienpu`t idMdy hW, ies qoN bwAd fwtw pRosY~s 

huMdw hY Aqy AMq iv`c AsIN AwaUtpu`t pRwpq krdy hW[

storyj

ic`qr 2.2 sI.pI.XU. dw blwk-fwieAwgRwm
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mu`K qOr ’qyy sYNtrl pRosY~isMg XUint nMU iqMn BwgW iv`c vMifAw jWdw hY[ ieh hn :

2.1.1. mYmrI XUint (Memory Unit)

2.1.2. kMtrol XUint (Control Unit)

2.1.3. ArQmYitk lOijk XUint (Arithmetic and Logic Unit)

AwE sYNtrl pRosY~isMg XUint bwry ivsqwr nwL pVHIey :

2.1.1 mYmrI XUint (Memory Unit)

mYmrI XUint kMipaUtr isstm dw auh Bwg hY ij`Qy pRosY~isMg leI fwtw Aqy ihdwieqW 

(instructions) nMU r`iKAw jWdw hY[ BwvyN ik ieh sI.pI.XU. dy nwL bhuq nzdIkI sMbMD r`Kdw hY pr 

Asl iv`c ieh aus qoN v`Krw huMdw hY[ sI.pI.XU. nwL sMbMiDq mYmrI nMU pRwiemrI storyj jW 

pRwiemrI mYmrI vI ikhw jWdw hY[ AsIN &lwpI-ifsk, hwrf-ifsk jW sI.fI.-fI.vI.fI. rOm 

rwhIN jo vI so&tvyAr kMipaUtr isstm ’qy lof krdy hW pihlW ieh mu`K mYmrI iv`c stor huMdw 

hY[ kMipaUtr isstm dy AMdr do iksmW dIAW kMipaUtr mYmrIz huMdIAW hn : 

2.1.1.1. pRwiemrI mYmrI (Primary Memory)

2.1.1.2. sYkMfrI mYmrI (Secondary Memory)

2.1.1.1 pRwiemrI mYmrI (Primary Memory)

pRwiemrI mYmrI nMU mu`K mYmrI vI ikhw jWdw hY[ ieh do qrHW dI huMdI hY :- rYm (RAM) Aqy 

rOm (ROM)[kMipaUtr isstm iv`c sI.pI.XU. is`Dy qOr ’qyy mu`K mYmrI q`k phuMc krdw hY[sI.pI.XU. 

zrUrq Anuswr ies mYmrI iv`c stor ihdwieqW nMU pVHdw hY Aqy lwgU (execute) krdw hY[ rYm dI 

vrqoN kMipaUtr rwhIN fwtw nMU AwrzI qOr ’qy stor krn leI kIqI jWdI hY, ijvyN ik fwtw AsIN 

ienpu`t krdy hW[ijvyN hI kMipaUtr isstm nMU siv`c Aw& (switch off) kIqw jWdw hY jW Acwnk 

ibjlI dy bMd (power failure) hox dI hwlq iv`c rYm iv`c ipAw swrw fwtw nSt (delete) ho jWdw 

hY[ ies leI ies nMU volwtweIL (volatile) mYmrI vI kihMdy hn[ies qoN ault rOm iv`c auh 

swrIAW ihdwieqW Aqy sUcnw stor huMdI hY jo ie~k kMipaUtr nMU SurU hox leI zrUrI huMdI 

hY[kMipaUtr isstm dy siv`c Aw& (switch off) jW Acwnk ibjlI dy bMd (power failure) hox dI 

hwlq iv`c rOm iv`c ipAw swrw fwtw nSt nhIN huMdw pr rOm nMU rI-pRogrwm kIqw jw skdw 

hY[pRwiemrI mYmrI dI storyj sm`rQw sIimq (limited) huMdI hY[ iesdI kImq izAwdw huMdI hY[ieh 

AswnI nwl ie`k QW qoN dUjI QW q`k nhIN iljweI jw skdI hY[

not : 

rYm (RAM) dw pUrw nwm rYNfm AYksY~s mYmrI hY[

rOm (ROM) dw pUrw nwm rIf EnlI mYmrI hY[

2.1.1.2 sYkMfrI mYmrI (Secondary Memory)

 sYkMfrI mYmrI nMU shwiek mYmrI (auxilary memory) vI ikhw jWdw hY[ ies iv`c auh swrw 

fwtw stor huMdw hY jo mOjUdw smyN iv`c kMipaUtr dI muFlI storyj jW myn mYmrI iv`c nhIN huMdw[ 

ieh kMipaUtr isstm dI AijhI mYmrI hY ijs nwL sI.pI.XU. dw is`Dw sMprk nhIN huMdw[ ies dI 

vrqoN  fwtw  nMU lMmy  smyN leI stor krn leI huMdI hY Aqy ibjlI jwx ’qyy vI ies iv`c stor 
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kIqw fwtw nSt nhIN huMdw hY[ies leI ies nMU nwn-volwtweIl (Non-Volatile) mYmrI vI ikhw 

jWdw hY[ hwrf ifsk sYkMfrI mYmrI dI ie`k vDIAw audwhrn hY joik kMipaUtr isstm iv`c p`ky 

qOr ’qy l`gI huMdI hY[ ies qoN ielwvw sI.fI, fI.vI.fI. jW XU.AYs.bI., pY~n-frweIv vI sYkMfrI 

mYmrI dIAW audwhrnW hn[ieh bhuq izAwdw mihMgI nhIN huMdI[ies dI storyj smr`Qw izAwdw 

huMdI hY[ ieh AwswnI nwl ie`k QW qoN dUjI QW q`k iljweI jw skdI hY[

2.1.2 kMtrol XUint (Control Unit)

kMtrol XUint nMU inXMqrn pRnwLI (Control System) jW kyNdrI kMtrolr (Central Controller) 

vI ikhw jWdw hY[ ieh kMipaUtr isstm dy v`Kry-v`Kry aupkrnW (devices) nMU idSw-inrdyS idMdw 

hY, ijvyN ik ienpu`t pRwpq krnw, pRosY~isMg leI fwtw nMU stor krn dI ihdwieq dyxw Aqy nqIjy 

pYdw krnw[ ieh iksy pRogrwm iv`c ihdwieqW nMU ie`k-ie`k krky pVHdw hY, ausdw Anuvwd 

(decode) krdw hY Aqy ie`k lVI Anuswr kMipaUtr isstm dy dUjy BwgW nMU kMtrol krdw hY[ ies 

dy kMm hyTW ilKy Anuswr hn :

1. ihdwieqW leI kof nMU pVHnw[

2. id`qy gey kof nUM ihdwieqW dyx leI Anuvwd krnw[

3. ey.AY~l.XU. nMU zrUrI fwtw mu`heIAw krvwauxw[

2.1.3 ArQmYitk lwijkl XUint (Arithmetic and Logic Unit)

ieh XUint AMk gixq (arithmetic) Aqy lwijkl (logical) kMm krdw hY[ ey.AY~l.XU. nMU 

kMipaUtr isstm dy sYNtrl pRosY~isMg XUint dw iblifMg blwk vI ikhw jWdw hY ikauNik ies blwk 

iv`c ihdwieqW dw pwlx huMdw hY[ ey.AY~l.XU. hyTW ilKy Anuswr kMm krdw hY :

1. pUrn AMk (Integer) ArQmYitk &MkSn (ijvyN ik joV, GtwA, guxw, Bwg) 

2. ibtvweIz lwijk &MkSnz (qoN G`t, qoN v`D, brwbr)

2.2 kMipaUtr dIAW iksmW (Types of Computer)

kMipaUtr dIAW iksmW ies dy audyS (objective), kwrj-pRnwLI (functioning) Aqy Awkwr 

(size) ’qy AwDwirq huMdIAW hn[ ies Anuswr kMipaUtr nMU cwr iksmW iv`c vMifAw jWdw hY :

1. mweIkro kMipaUtr-prsnl kMipaUtr (Micro Computer-Personal Computer) 

2. imMnI kMipaUtr (Mini Computer)

3. myn&rym kMipaUtr (Mainframe Computers)

4. supr kMipaUtr (Super Computer)
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AwE kMipaUtr dIAW iksmW bwry ivsqwr nwL pVHIey :

2.2.1 mweIkro kMipaUtr-prsnl kMipaUtr (Micro Computer-Personal Computer)

mweIkro kMipaUtr swfy rwhIN vrqy jwx vwLy sB qoN Awm iksm 

dy kMipaUtr hn[ iehnW kMipaUtrW dI vrqoN iksy vrk-plys, 

skUl jW GrW iv`c kIqI jWdI hY[

iehnW kMipaUtrz iv`c Swml huMdy hn :

2.2.1.1 lYptwp (Laptop)

ieh ie`k portybl prsnl kMipaUtr huMdw hY[ ieh vzn iv`c 

hlkw Aqy Awkwr iv`c Cotw huMdw hY Aqy ies nMU ie`k ivAkqI 

AswnI nwL AwpxI god iv`c r`K ky vI clw skdw hY[ ie`k 

lYptwp dI AwpxI bYtrI huMdI hY joik zrUrq pYx ’qyy cwrj vI 

kIqI jw skdI hY[ie`k ivAkqI s&r dOrwn ies nMU nwL iljw 

skdw hY[

2.1.1.2 not-bu`k (Notebook)

ieh ie`k portybl kMipaUtr huMdw hY pr Awkwr iv`c ie`k 

lYptwp qoN vI Cotw huMdw hY[ lYptwp kMipaUtr dI qrHW ieh vzn 

iv`c hlkw huMdw hY[ie`k not-bu`k dI AwpxI bYtrI huMdI hY joik 

zrUrq pYx ’qyy cwrj vI kIqI jw skdI hY[iek ivAkqI s&r 

dOrwn ies nMU nwL iljw skdw hY[

2.1.1.3 pwmtwp (Palmtop)

ies kMipaUtr dI skrIn Awkwr iv`c CotI huMdI hY Aqy ies 

dw kIA-borf vI Cotw huMdw hY[ ieh Awkwr iv`c ieMnw Cotw huMdw hY 

ik ies nMU AswnI nwl h`Q iv`c PiVAw jw skdw hY[ ies nMU 

prsnl fwierI dI qrHW vI vriqAw jw skdw hY ijs iv`c mYsyj 

(message), kMntYkt (contacts) Awid stor huMdy hn[
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ic`qr 2.4 lYptwp

ic`qr 2.5 notbu`k

ic`qr 2.6 pwmtwp 

Downloaded from https:// www.studiestoday.com

Downloaded from https:// www.studiestoday.com



2.1.1.4 tYblyt (Tablet) 

ieh bhuq hI pqlw portybl kMipaUtr huMdw hY[ ies nMU Awm 

qOr ’qyy bYtrI nwL splweI id`qI jWdI hY[ ies dI t`c skrIn 

huMdI hY joik muFlI ieMtr&ys (primary interface) Aqy ienpu`t 

ifvwies dw kMm krdI hY[ 

2.2.2 imMnI kMipaUtr (Mini Computer)

ie`k imMnI kMipaUtr mltI-XUzrW dI SRyxI nwl sMbMiDq hY[ 

ieh Aijhw kMipaUtr isstm hY ijs iv`c ie`k Awm v`fy kMipaUtr 

vwLIAW swrIAW ^UbIAW huMdIAW hn pr ieh Awkwr iv`c aus nwLoN 

Cotw huMdw hY[ imMnI kMipaUtrz dI vrqoN ivigAwink Kyqr iv`c 

kIqI jWdI hY[

2.2.3 myn &rym kMipaUtr (Mainframe Computer)

ieh kMipaUtr bhuq v`fI mwqrw iv`c fwtw nMU sMBwlx Aqy qyz 

r&qwr nwL aus nMU pRosY~s krn dy Xog huMdy hn[ ieh kMipaUtr 

au~c r&qwr nwL kMm krn Aqy fwtw storyj krn leI aupXukq 

huMdy hn pr ieh supr kMipaUtr nwLoN izAwdw SkqISwlI nhIN 

huMdy[ iehnW kMipaUtrW dI vrqoN v`fy Adwry ijvyN ik srkwrI bYNkW 

Aqy v`fy kwrporySnW iv`c huMdI hY[

2.2.4 supr kMipaUtr (Super Computer)

ie`k supr kMipaUtr sB qoN SkqISwlI kMipaUtr huMdw hY[ 

iesdI r&qwr Aqy pRosY~isMg spIf bhuq qyz huMdI hY[ ies dI 

storyj smr`Qw bhuq izAwdw huMdI hY[ supr kMipaUtr dI mu`K  

vrqoN v`ifAW AdwirAW iv`c guMJLdwr AYplIkySnz (complex 

applications) leI kIqI jWdI hY[iehnW dI kImq bhuq izAwdw 

huMdI hY[
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1. kMipaUtr ienpu`t rwhIN fwtw Aqy ihdwieqW svIkwr krdw hY[

2. kMipaUtr XUzr dI zrUrq Anuswr fwtw nMU pRosY~s kr skdw hY[

3. kMipaUtr AwaUtpu`t dy qOr ’qyy nqIjw idMdw hY[

4. sI.pI.XU. dw pUrw nwm sYNtrl pRosY~isMg Xuint huMdw hY[

5. ie`k sI.pI.XU. nMU ies dy kMm Anuswr iqMn v`Kry BwgW iv`c vMifAw jWdw hY[ ieh hn:

  mYmrI XUint (Memory Unit)å

  kMtrol XUint (Control Unit)å

  ArQmYitk lwijk XUint (Arithmetic and Logic Unit)å

6. kMtrol XUint nMU Awm qOr ’qyy inXMqrn-pRnwLI jW kyNdrI kMtrolr vI kihMdy hn[

7. sI.pI.XU. nwL is`Dy qOr ’qyy sMbMiDq mYmrI nMU pRwiemrI mYmrI vI ikhw jWdw hY[

8. sYkMfrI mYmrI nMU shwiek mYmrI (auxilary memory) vI ikhw jWdw hY[

9. kMipaUtr nMU cwr iksmW iv`c vMifAw jWdw hY :

  mweIkro kMipaUtr-prsnl kMipaUtr (Micro Computer-Personal Computer) å

  imMnI kMipaUtr (Mini Computer)å

  myn &rym kMipaUtr (Mainframe Computer)å

  supr kMipaUtr (Super Computer)å

10. supr kMipaUtr sMswr iv`c sB kMipaUtrW nwLoN izAwdw SkqISwlI kMipaUtr hY[

nfGnk;

1a ;jh�T[Zso�dh�u'D�eoe/�õkbh�EKtK�Go'�L

 1. ……………… nMU kMipaUtr iv`c fwtw Aqy ihdwieqW dw^l krdw hY[

  (1) ienpu`t ifvweIs (2) AwaUtpu`t ifvweIs

  (3) sI.pI.XU. (4) iehnW iv`coN koeI nhIN
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2. fwtw Aqy ihdwieqW nMU p`ky qOr ’qyy syv krn dI pRikirAw nMU ……………… ikhw jWdw hY[

  (1) ienp`ut (2) storyj

  (3) pRosY~isMg (4) AwaUtpu`t

 3. fwtw nMU pRosY~s krky mh`qvpUrn sUcnw pRwpq krn dI pRikirAw nMU ……………… 

ikhw jWdw hY[

  (1) ienpu`t (2) AwaUtpu`t 

  (3) pRosY~isMg (4) iehnW iv`coN koeI nhIN

 4. pRwiemrI mYmrI nMU ……………… mYmrI dy nwm nwL vI jwixAw jWdw hY[

  (1) sYkMfrI (2) mu`K

  (3) AYgzulrI (4) ieh swry

 5. sYkMfrI mYmrI nMU ……………… mYmrI vI ikhw jWdw hY[

  (1) sYkMfrI (2) mu`K

  (3) AYgzulrI (4) ieh swry

2a� ;jh$rabs�dZ;'A�L

 1. kMipaUtr ie`k ielYktRwink mSIn hY[

 2. kMipaUtr iv`c fwtw Aqy ihdwieqW dw^l krn dI pRikirAw nMU AwaUtpu`t ikhw jWdw 

hY[

 3. pRosY~isMg dy ivcly nqIjy storyj iv`c stor huMdy hn[

 4. iek supr kMipaUtr sB qoN SkqISwlI kMipaUtr huMdw hY[

 5. mYmrI do qrHW dI huMdI hY : pRwiemrI mYmrI Aqy sYkMfrI mYmrI

3a S'N/�T[ZsoK�tkÿ/�gqôB�L

 1. kMipaUtr dy muFly kMmW dw ic`qr bxwE[

 2. sI.pI.XU. dw blwk ic`qr bxwE Aqy ies dy BwgW dy nwm ilKo[
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 3. mYmrI bwry jwxkwrI idE Aqy mYmrI dIAW do iksmW dy nwm d`so[

 4. lYptwp bwry jwxkwrI idE[

 5. tYblyt kI huMdw hY?

4a tZv/�T[ZsoK�tkÿ/�gqôB�L

 1. kMipaUtr dy muFly kMmW bwry jwxkwrI idE[

 2. pRwiemrI mYmrI Aqy sYkMfrI mYmrI iv`c AMqr d`so[

 3. kMtrol XUint dI ivAwiKAw kro

 4. ey.AY~l.XU. XUint dI ivAwiKAw kro[

 

17

Downloaded from https:// www.studiestoday.com

Downloaded from https:// www.studiestoday.com



fJ;�gkm�d/�T[d/ô

3.1 AwpryitMg isstm kI hY? (What is an Operating System?)

3.2 kMipaUtr ikvyN SurU krnw hY? (How to start a Computer?)

3.3 fY~sktwp kI huMdw hY? Awiekwnz, twsk bwr Aqy Swrtk`t (What is Desktop ?, 
icons, taskbar and shortcut)

3.4 Awiekwnz kI huMdy hn? (What are icons?)

3.5 twsk bwr kI hY? (What is Taskbar?)

3.6  ivMfoz dy Bwg : tweItl bwr, mInMU bwr, tUlbwr, skrOl bwr (Parts of  windows : 
Title bar, Menu bar, Toolbar, Scroll bar)

3.7 kMipaUtr nMU ikvyN bMd krnw hY? (How to Turn off a Computer?)

ikD�gSkD�(Introduction)

AsIN pVH c`uky hW ik kMipaUtr ie`k ielYktRwink mSIn hY[ horW mSInW dI qrHW swnMU kMipaUtr 

nMU SurU krn dI zrUrq pYNdI hY[ swfy iv`coN keI kMipaUtr ’qy AswnI nwL kMm kr skdy hn, pr 

AsIN ieh nhIN jwxdy ik ie`k kMipaUtr nMU ikvyN SurU krnw hY?

ies pwT iv`c AsIN ieh is`KWgy ik kMipaUtr nMU ikvyN SurU krnw hY? AsIN kMipaUtr dy SurU 

hox auprMq ies dI skrIn au~qy ikhVy-ikhVy v`Kry AwbjYkts (objects) nzr AwauNdy hn, auhnW 

bwry pVHWgy[ AsIN ieh vI pVHWgy ik AwpryitMg isstm ie`k XUzr Aqy ie`k kMipaUtr ivckwr 

ie`k kVI (link) dI qrHW kMm krdw hY[

3.1 AwpryitMg isstm kI hY? (What is an Operating System?)

AwpryitMg isstm ie`k kMipaUtr dw sB qoN mhq`vpUrn pRogrwm huMdw hY[ AwpryitMg isstm mu`K 

qOr ’qy kMipaUtr nMU clwauNdw hY Aqy nwL hI hor pRogrwmW nMU vI c`lx dI pRvwngI idMdw hY[ ie`k 

AwpryitMg isstm ie`k kMipaUtr leI zrUrI swry m`uK kMm krdw hY, ijvyN ik kMipaUtr dy mwaUs jW 

kI-borf qoN ienpu`t pRwpq krnw[ ieh kMipaUtr au~qy Ax-AiDkwirq phuMc (unauthorised access) 

nMU vI rokdw hY[

3.1.1 AwpryitMg isstm dI pirBwSw (Definition of an Operating System)

“ie`k AwpryitMg isstm ie`k sw&tvyAr pRogrwm huMdw hY jo ik kMipaUtr-hwrfvyAr nMU 

kMipaUtr-sw&tvyAr dy nwL sMprk (communicate) krn Aqy Awpryt krn dy Xog bxwauNdw 

hY[” 

3
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AwpryitMg isstm keI iksmW iv`c auplbD hn, ijvyN ik: ivMfoz AwpryitMg isstm, 

lwienYks AwpryitMg isstm, mYkInqoS AwpryitMg isstm Awid[ A`j dw sB qoN mShUr 

AwpryitMg isstm mweIkRosw&t ivMfoz AwpryitMg isstm hY[AsIN ies AiDAwie iv`c 

mweIkRosw&t ivMfoz 7 bwry pVHWgy[

3.1.2 ivMfoz (Windows)

ivMfoz ie`k AwpryitMg isstm hY[ ieh kMipaUtr isstm iv`c lof kIqI jWdI hY[ ieh swnMU 

kMipaUtr nwL gRwiPkl XUzr ieMtr&ys (Graphical User Interface) idMdI hY[ ies leI ie`k 

kMipaUtr nMU mwaUs dI mdd nwL clwauxw bhuq Aswn huMdw hY[ AsIN kMipaUtr iv`c lof kIqw 

koeI vI sw&tvyAr AswnI nwL clw skdy hW[ ie`k ivMfo nMU ies dI Syp kwrn ivMfo ikhw jWdw hY 

ikauNik AsIN jd vI ie``k pRogrwm au~qy kil`k krdy hW, ieh ie`k ivMfo dI qrHW ie`k &Rym iv`c 

Ku`lHdI hY[

3.2 kMipaUtr ikvyN SurU krnw hY? (How to start a Computer?)

kMipaUtr isstm nMU SurUU krn dy pVwA hyTW ilKy Anuswr hn :

1. kMipaUtr dy sI.pI.XU. Aqy monItr ’qy l`gw pwvr btn dbwE[ AsIN dyKWgy ik kMipaUtr 

dy kI-borf ’qy l`gI ie`k lweIt bilMk krygI Aqy kMipaUtr dy monItr au~qy kuJ tY~kst 

iliKAw nzr Awvygw[ 

ic`qr 3.1 kMipaUtr ikvyN SurU krnw hY

hux swfy kMipaUtr iv`c AwpryitMg isstm lof hoxw SurU hovygw[ ies pRikirAw (process) nMU 

bUitMg (Booting) ikhw jWdw hY[ jd q`k bUitMg pRikirAw mukmMl nhIN huMdI, qd q`k ieMqzwr 

kro[
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bUitMg pRikirAw pUrI hox auprMq swnMU hyTW idKwey Anuswr skrIn nzr AwvygI[

ic`qr 3.2 bUitMg auprMq skrIn

auprokq skrIn iv`c idKwey Anuswr kMipaUtr nMU lwg-Awn krn leI swnMU Awpxy kMipaUtr 

dy kIA-borf ’qy l`gI Ctrl (kMtrol), Alt (Awlt) Aqy Delete (iflIt) kIAz nMU dbwauxw pvygw[ 

Aijhw krn qoN bwAd swnMU hyTW idKwey Anuswr lwg-Awn skrIn idKweI dyvygI :

ic`qr 3.2.1 lwg-Awn skrIn

kMipaUtr nMU lwg-Awn krnw (loging on Computer) : jykr swfy skUl iv`c srvr bysf 

“AY~n-kMipaUitMg” (N-Computing) kMipaUtr lYb hY qW swnMU isr& srvr kMipaUtr dI skrIn 

’qy lwg-Awn krn leI Awpxy kMipaUtr dy kIA-borf ’qy l`gI Ctrl (kMtrol), Alt (Awlt) Aqy 

Delete (iflIt) kIAz nMU dbwaux dI zrUrq pvygI[ Aijhw krn qoN bwAd swnMU kMipaUtrz ’qy 

ic`qr 3.2.1 iv`c idKwey Anuswr lwg-Awn skrIn idKweI dyvygI[ ies AiDAwie iv`c srvr 

kMipaUtr nMU lwg-Awn krn leI if&wlt XUzr “skUl” hY[ ies leI srvr kMipaUtr nMU lwg-

Awn krn leI ic`qr 3.2.1 iv`c idKwey Anuswr lwg-Awn skrIn iv`c XUzr nym, bwks iv`c 

mwaUs nwL kil`k kro Aqy “School” tweIp kro Aqy pwsvrf vwLy ^wny iv`c “p@1” tweIp kro[ 
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ies qoN bwAd kI-borf qoN AYNtr-kIA dbwE[iesI qrHW klwieMt kMipaUtrz nMU lwg-Awn krn 

leI AsIN AwpxI sIitMg pozISn Anuswr XUzr nym bwks iv`c kRmvwr XUzr 1, XUzr 2, XUzr 

3, XUzr 4, Aqy XUzr 5 tweIp krWgy[ swry kMipaUtr leI pwsvrf “p@1” hY[ ieh Xwd 

r`iKAw jwvy ik v`Kry-v`Kry kMipaUtrz ’qy inrDwirq XUzr Kwqy nMU hI lw`g-Awn kIqw jwvy[

jykr swfy skUl iv`c srvr bysf “AY~n-kMipaUitMg” (N-computing) lYb nhIN hY qW swnMU 

hryk kMipaUtr ’qy ic`qr 3.2 iv`c idKwey Anuswr skrIn idKweI dyvygI[kMipaUtr nMU lwg-Awn 

krn leI hyTW ilKy Anuswr kMm kro :

1. Awpxy kMipaUtr kI-borf ’qy l`gI Ctrl (kMtrol), Alt (Awlt) Aqy Delete (iflIt) kIAz 

nMU dbwE, ies qrHW swnMU ic`qr 3.2.1 iv`c idKwey Anuswr lwg-Awn skrIn idKweI 

dyvygI[

2 ies kMipaUtr ’qy 2 jW 3 XUzr ho skdy hn[ ies leI AsIN AwpxI zrUrq Anuswr 

iksy vI XUzr nMU lwg-ieMn kr skdy hW[ iksy XUzr nMUU lwg-Awn krn leI mwaUs dI 

mdd nwL XUzr nym bwks iv`c kil`k kro Aqy inrDwirq XUzr AkwaUNt (ijvyN ik 

“skUl”, XUzr 1 Awid tweIp kro Aqy pwsvrf leI “p@1” tweIp  kro[ 

3. AYNtr-kIA dbwE[

kMipaUtr nMU l`wg-ieMn krn qoN bwAd swnMU hyTW Anuswr ie`k skrIn idKweI dyvygI ijs au~qy 

swnUM kuJ CotIAW qsvIrW Aqy skrIn dy hyTly pwsyy ie`k lMmI lytvIN bwr (twsk bwr) nzr 

AwvygI [ies skrIn nMU fY~sktwp ikhw jWdw hY [ 

ic`qr 3.3 fY~sktwp 
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3.3 fY~sktwp kI hY? Awiekwnz, twskbwr Aqy Swrtk`t (What is Desktop?,

        icons, taskbar and shortcut)

bUitMg pRikirAw ^qm hox qoN bwAd kMipaUtr dy mwnItr ’qy nzr Awaux vwlI muFlI skrIn 

nMU fY`sktwp ikhw jWdw hY[ ivMfoz dy swry pRogrwm fY~sktwp dI mdd nwL clwey jWdy hn[ 

fY~sktwp dy hyTW ilKy iqMn Bwg huMdy hn :

å Awiekwnz (Icons)

å twsk bwr (Taskbar)

å Swrtk`t (Shortcut)

3.4 Awiekwnz kI huMdy hn? (What are icons?)

fY~sktwp ’qy nzr Awaux vwLIAW CotIAW qsvIrW nMU Awiekwnz ikhw jWdw hY[ Awiekwn 

btn dI qrHW kMm krdy hn[ Awiekwn &weIlW Aqy &olfrW nMU drswauNdy hn[ iksy &weIl jW 

&olfr nMU KolHx leI swnMU aus Awiekwn au~qy fbl kil`k (double click) krnw pYNdw hY[ audwhrn 

leI jykr AsIN mweI kMipaUtr AweIkwn ’qy fbl kil`k krWgy qW mweI kMipaUtr ivMfo Ku`lHygI[ 

fY~sktwp Awiekwn dIAW kuJ audwhrnW hyTW idKweIAW geIAW hn :

ic`qr 3.4 Awiekwnz

1. mweI kMipaUtr (My Computer)

2. nY~tvrk (Network)

3. XUzrz &weIl-skUl (User's Files (School)

4. rIsweIkl ibMn (Recycle Bin)

AwE iehnW Awiekwnz bwry ivsqwr nwL pVHIey :

3.4.1 mweI kMipaUtr (My Computer)

mweI kMipaUtr Awiekwn dI mdd nwL AsIN kMipaUtr iv`c auplbD hr cIz dyK skdy hW[ 

ies iv`c keI &weIlW, &olfr Aqy frweIvz huMdIAW hn[ jdoN AsIN mweI kMipaUtr AweIkwn ’qy 

fbl kil`k krdy hW qW mweI kMipaUtr dI ivMfo Ku`lHdI hY[ 

3.4.2 nY~tvrk (Network)

ieh Awiekwn fY~sktwp ’qy auplbD huMdw hY[ ies Awiekwn nMU KolH ky AsIN Awpxy kMipaUtr 

dIAW nY~tvrk sY`itMgz dyK skdy hW Aqy AwpxI zrUrq Anuswr ies dI s`YitMg kr skdy hW[
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3.4.3 XUzrz &weIlz-skUl (User's Files (School))

ies Awiekwn iv`c swfy rwhIN bxweI geI jW fwaUnlof kIqI geI &weIl syv kIqI jWdI hY[ 

AsIN ies iv`c koeI &weIl jW &olfr vI syv kr skdy hW[ jdoN AsIN ies Awiekwn nMU fbl 

kil`k krdy hW qW ieh hyTW Anuswr idRS idKweygw :

ic`qr 3.5 XUzrz &weIlz (skUl) 

3.4.4 rIsweIkl ibMn (Recycle Bin)

iflIt kIqIAW hoeIAW swrIAW &weIlW Aqy &olfr rIsweIkl ibMn iv`c stor ho jWdy hn[ 

jd swnMU iksy &weIl jW &olfr dI zrUrq nhIN huMdI qW AsIN aus nMU aus dI QW qoN iflIt kr 

idMdy hW, pr ieh kMipaUtr ivcoN p`ky qOr ’qy iflIt nhIN huMdI[ ieh rIsweIkl ibMn &olfr iv`c 

clI jWdI hY[ iksy &weIl jW &olfr nMU p`ky qOr ’qy iflIt krn leI swnMU ies nMU rIsweIkl ibMn 

iv`coN vI iflIt krnw pYNdw hY[

iksy hwlq iv`c jykr AsIN iksy &weIl jW &olfr nMU gLqI nwl iflIt kr id`qw hY qW swnMU 

ies bwry icMqw krn dI zrUrq nhIN hY[ AsIN iflIt kIqI hoeI &weIl jW &olfr nMU rIsweIkl 

ibMn iv`coN vwps pRwpq kr skdy hW[ ies pRikirAw nMU rI-stor (Restore) ikhw jWdw hY[ Aijhw 

krn leI swnMU rIsweIkl ibMn &olfr nMU KolHx dI jrUrq pYNdI hY Aqy ies qoN bwAd ies iv`coN 

iflIt kIqI hoeI &weIl jW &olfr nMU islY~kt krnw pYNdw hY[ ies qoN bwAd ic`qr 3.6 iv`c 

idKwey Anuswr “Restore this item” qy kil`k kro, islY~kt kIqI hoeI &weIl jW &olfr AwpxI 

AslI QW au~qy vwps clw jwvygw[

ic`qr 3.6 rIswiekl ibMn
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3.5 twsk bwr kI hY? (What is Taskbar?)

kMipaUtr skrIn iv`c fY~sktwp dy sB qoN hyTly pwsy idKweI dy rhI ie`k lytvIN, pqlI p`tI 

nMU twsk bwr ikhw jWdw hY[ iesdy keI Bwg huMdy hn ijvyN ik stwrt btn, kuie`k lWc 

Awiekwnz, AYkitv pRogrwm, ie`k notIiPkySn eyrIAw Aqy fyt AYNf tweIm (Date & Time). hyTW 

id`qI qsvIr iv`c twsk bwr dy v`Kry-v`Kry BwgW bwry idKwieAw igAw hY :

ic`qr 3.7 twsk bwr

stwrt btn       dI mdd nwL AsIN iksy pRogrwm nMU clw skdy hW[ twsk bwr dy s`jy pwsy 

isstm tryA btn,   notIi&kySn eyrIAw, kMipaUtr nY~tvrk Awiekwn, isstm swaUNf Awiekwn 

Aqy qwrI^ Aqy smW idKweI  idMdw hY[ twsk bwr ’qy iek hor Kyqr ijs nMU AswnI nwL 

nzrAMdwz (overlook) kIqw jWdw hY-auh hY SoA fY~sktwp (show desktop) btn[ au~pr idKweI 

qsvIr iv`c AsIN twsk bwr iv`c fyt AYNf tweIm dy nwL s`jy pwsy iek qMg Awieqwkwr Awkwr 

dI AwikRqI dyK skdy hW[ ies nMU kil`k krn nwL AsIN swry Ku`lyH hoey pRogrwmz nMU imnImweIz 

kr skdy hW Aqy fY~sktwp q`k phuMc kr skdy hW[

not : twsk bwr iv`c So-fY~sktwp btn dI suivDw kwrn ies nMU supr bwr vI ikhw jWdw hY[

3.5.1 Swrtk`t (Shortcut)

jykr AsIN fY~sktwp qoN Awpxy iksy mnpsMd &weIl jW pRogrwm q`k AswnI nwL phuMc krnw 

cwhuMdy hW qW AsIN ies dw Swrtk`t iqAwr kr skdy hW[ Swrtk`t ie`k 

Awiekwn huMdw hY joik iksy pRogrwm/&weIl/&olfr nMU pRdriSq nhIN krdw 

blik aus nwl ilMk bxwauNdw hY[ jd AsIN Swrtk`t nMU fbl kil`k krdy hW 

qW auh pRogrwm/&weIl/&olfr Ku`lH jWdw hY[ jykr AsIN aus Swrtk`t nMU 

iflIt kr idMdy hW qW kyvl auh Swrtk`t hI iflIt hovygw Aqy ausdw AslI 

pRogrwm/&weIl/&olfr iflIt nhIN hovygw[ Swrtk`t dI pihcwx aus dy 

Awiekwn dy hyTly K`by pwsy ie`k qIr dy inSwn qoN huMdI hY[

ic`qr 3.8 Swrtk`t
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3.6 ivMfoz dy Bwg : tweItl bwr, mInMU bwr, tUlbwr, skrOl bwr (Parts of

        Windows : Title bar, Menu bar, Toolbar, Scroll bar)

jd AsIN iksy pRogrwm nMU KolHdy hW qW ayuh ie`k &rym dI Syp iv`c Ku`lHdw hY[ ies &rym nMU 

ivMfoz ikhw jWdw hY[ ivMfoz dy keI Bwg huMdy hn[ v`Kry pRogrwmz AwpxI v`KrI ivMfoz iv`c K`ulHdy 

hn[hryk ivMfoz dy BwgW dI id`K qkrIbn ie`ko-ijhI huMdI hY[ 

ic`qr 3.9 ivMfoz dy Bwg

AwE, mweI kMipaUtr ivMfo dy v`Ko-v`Kry BwgW bwry pVHIey :

1. tweItl bwr (Title Bar)

2. mInMU bwr (Menu Bar)

3. tUl bwr (Tool Bar)

4. skrOl bwr (Scroll Bar)

AwE, ivMfoz dy iehnW BwgW bwry ivsqwr nwL pVHIey :

3.6.1 tweItl bwr (Title Bar)

ieh bwr ivMfoz dy sB qoN au~prly pwsy nzr AwauNdI hY[ ies dy s`jy pwsy hyTW ilKy Anuswr 

btn auplbD huMdy hn :
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1. imnImweIz btn (     ) (Minimize Button) : ies dI vrqoN ivMfoz nMU imnImweIz krn 

leI kIqI jWdI hY[ jd AsIN ies btn ’qy kil`k krdy hW qW ivMfo ie`k btn dI Skl iv`c 

twsk bwr ’qy nzr AwauNdI hY[ 

2. mYksImweIz btn (    ) (Maximize Button) : ieh btn ivckwr siQq huMdw hY[ ies 

btn dI vrqoN ivMfo nMU pUrI skrIn iv`c PYlwaux leI kIqI jWdI hY[

3. rI-stor btn (    ) (Restore Button) : ies btn dI mdd nwL ivMfo nMU muV aus dy 

purwxy Awkwr (mYksImweIz krn qoN pihlW) iv`c bdilAw jw skdw hY[

4.  kLoz btn (      ) (Close Button) : ies btn dI mdd nwL ivMfoz nMU bMd kIqw jWdw 

hY[

3.6.2 mInMU bwr (Menu Bar)

ies bwr iv`c ivMfoz iv`c Awm qOr ’qy vrqIAW jwx vwLIAW kmWfz huMdIAw hn[ jd AsIN 

ies bwr iv`c iksy vI mInMU ’qy kil`k krdy hW qW ie`k frwp fwaUn mInMU K`ulHdw hY[

3.6.3 tUl bwr (Tool Bar)

ies iv`c Awm qOr ’qy vrqIAW jwx vwLIAW kmWfz dy btn huMdy hn[

3.6.4 skrOl bwr (Scroll Bar)

jykr ivMfoz iv`c koeI sUcnw nzr nw Aw rhI hovy qW AsIN ies bwr dI mdd nwL ies nMU 

au~pr-hyTW krky dyK skdy hW[ dyKo ic`qr 3.9 iv`c nyvIgySn pyn dI [skrOl bwr

3.7 kMipaUtr nMU ikvyN bMd krnw hY (How to Turn off a Computer?)

jykr AsIN Awpxw kMm pUrw kr ilAw hY qW swnMU ieh pqw hoxw cwhIdw hY ik kMipaUtr nMU shI 

FMg nwL ikvyN bMd krnw hY[ kMipaUtr nMU S`t-fwaUn krn qoN pihlW ies iv`c Ku`lHy swry pRogrwmz 

nMU bMd kr idE[ AwE is`KIey ik kMipaUtr nMU ikvyN bMd krnw hY :

1. stwrt btn ’qy kil`k kro, stwrt mInMU Ku`lHygw (dyKo ic`qr 3.10)

2. stwrt mInMU iv`coN S`t-fwaUn btn ’qy kil`k kro[(dyKo ic`qr 3.10)
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ic`qr 3.10 kMipaUtr nMU ikvyN bMd krnw hY?

kuJ smyN bwAd quhwfw kMipaUtr bMd ho jwvygw[

not : hmySW kMipaUtr nMU S`t-fwaUn krn qoN pihlW ies iv`c c`ldIAW AYplIkySnz nMU bMd 

kro[ hmySW Awpxy kMipaUtr nMU auu~pr d`sy qrIky rwhIN bMd kro[ kdy vI Awpxy kMipaUtr nMU pwvr 

btn qoN is`Dw bMd nw kro[

:kd�oZyD�:'r�rZbK

1. kMipaUtr dI muFlI skrIn nMU fY~sktwp ikhw jWdw hY[

2. fY~sktwp ’qy nzr AwauNdIAW &weIlW, &olfrW Aqy pRogrwmW dIAW CotIAW qsvIrW nMU 

AweIkwn ikhw jWdw hY[

3. mweI kMipaUtr AweIkwn dI vrqoN &weIlW, &olfrW Aqy lokl frweIvW nMU dyKx leI 

kIqI jWdI hY[

4. swrIAW iflIt kIqIAW &weIlW rIsweIkl ibn iv`c stor huMdIAW hn[
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5. twsk bwr nMU supr bwr vI ikhw jWdw hY[

6. SoA fY~sktwp btn dI vrqoN swry Ku`lyH hoey pRogrwmz nMU imnImweIz krn Aqy fY~sktwp 

q`k phuMc krn leI kIqI jWdI hY[

7. swnMU kMipaUtr nMU pwvr btn qoN is`Dw bMd nhIN krnw cwhIdw[

nfGnk;

1a ;jh�T[Zso�dh�u'D�eoe/�õkbh�EKtK�Go'�L

 1. kMipaUtr dI muFlI skrIn (pihlW qoN Ku`lHI) nMU ……………… ikhw jWdw hY[

  (1) mweI nY~tvrk (2) AweIkwn

  (3) fY~sktwp (4) rIsweIkl ibMn

 2. fY~sktwp dy hyTly pwsy lytvIN bwr nMU ……………… ikhw jWdw hY[

  (1) tweItl bwr (2) styts bwr

  (3) twsk bwr (4) skrOl bwr

 3. ivMfo dy au~prly pwsy nzr AwauNdI bwr nMU ……………… ikhw jWdw hY[

  (1) tweItl bwr (2) styts bwr

  (3) twsk bwr (4) skrOl bwr

 4. iflIt kIqIAW hoeIAW &weIlW ……………… iv`c clIAW jWdIAW hn[

  (1) mweI nY~tvrk (2) mweI fwkUmYNt

   (3) mweI kMipaUtr (4) rIsweIkl ibMn

 5. ………………… btn dI vrqoN ivMfoz nMU bMd krn leI kIqI jWdI hY[

  (1) imnImweIz (2) mYksImweIz

  (3) kloz (4) stwrt

2a� ;jh$rbs�dZ;'�L

 1. ivMfoz ie`k AwpryitMg isstm hY[

 2. ivMfoz dI muFlI skrIn nMU mweI kMipaUtr ikhw jWdw hY[

 3. mweI kMipaUtr swnMU swfy kMipaUtr iv`c l`gIAW frweIvz nMU dyKx iv`c mdd krdw 

hY[

 4. mYksImweIz btn swnMU ivMfo nMU v`fw krn iv`c mdd krdw hY[

 5. mweI fwkUmYNt AweIkwn iv`c &weIl Aqy &olfr huMdy hn[

 6. swnMU Awpxy kMipaUtr nMU is`Dw pwvr btn qoN bMd krnw cwhIdw hY[
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3a S'N/�T[ZsoK�tkÿ/�gqôB�L

 1. AwpryitMg isstm kI huMdw hY?

 2. ivMfoz kI hY?

 3. fY~sktwp kI huMdw hY?

 4. AweIkwnz kI huMdy hn? koeI iqMn AweIkwnz dy nwm ilKo[

 5. ivMfoz dy v`Kry-v`Kry BwgW dy nW ilKo[

 6. twsk bwr dy SoA-fY~sktwp btn bwry d`so[

4a tZv/�T[soK�tkÿ/�gqôB�L

 1. twsk bwr dI ivAwiKAw kro[

 2. hyTW drswey AweIkwnz dI ivAwiKAw kro :

 3. rIsweIkl ibn kI huMdw hY?
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fJ;�gkm�d/�T[d/ô

4a1 g/AN�eh�W<

4a2 n?Zwan?Z;a�g/AN�B{z�fet/A�ô[o{�eoBk�W<

4a3 g/AN�dh�ftzv'�d/�Gkr

4a3a1 NkJhNb�pko

4a3a2 e[fJZe�n?e;?Z;�N{bpko

4a3a2a1 e[fJZe�n?e;?;�N{bpko�dh�irQk�pdbDk

4a3a3 whB{z�pko

4a3a4 toNheb�ns/�j'oh÷"ANb�;eo"b�pko

4a3a5 ;N/N;�pko

4a3a6 toe�J/ohnk

4a4 ezw�Bz{�;/t�eoBk

ikD-gSkD

g/AN�fJZe�vokfJzr�N{b�j?�i'�fe�uh÷K�ns/�nkfeqshnK�pDkT[D�bJh�tofsnk�iKdk�j?.�n;]�g/AN�dh�

wdd� Bkb� ozrhB� s;thoK� pDk� ;ed/� jK.� fJBQK� s;thoK� B{z� ;/t� ns/� fgzqN� ehsk� ik� ;edk� W.� fJjBK�

s;thoK� B{z� fe;/� j'o� vke{w?AN� ftZu� ekgh� ehsk� ik� ;edk� W� ns/� v?Z;eNkg� d/� p?erqkT{Av� ti'A� th�

bkfJnk�ik�;edk�W.

4a1�g/AN�eh�j?�(What is paint?)

g/AN� fJZe� vokfJzr� N{b� j?� i'fe� s;thoK� pDkT[D� ftZu� wdd� eodk� j?.� fJj� Bt/A� :{÷oK� ns/� pZfunK�

bJh� bkj/tzd� gq'rokw� j?.� g/AN� ftZu� eJh� soK� d/� N{b� j[zd/� jB� i'fe� ;'jDhnK� s;thoK� pDkT[D� bJh�

tos/�iKd/�jB.�g/AN�ftZu�s;thoK�d'�ozrK�ftZu�pb?e�n?Av�tkJhN�iK�ozrhB�j'�;edhnK�jB�ns/�fJBQK�

B{z� fpNw?g� økJhbK� ti'A� ;/t� ehsk� ik� ;edk� j?.� n;]� fJjBK� s;thoK� B{z� fgqzN� eo� ;ed/� jK,� v?Z;eNkg� d/�

p?erqkT{Av� Ós/� bkfJnk� ik� ;edk� j?� iK� fe;/� j'o� vke{w?AN� ftZu� g/;N� ehsk� ik� ;edk� j??.� � n;]� g/AN� ftZu�

ezw�eoB�bJh�eJh�soQK�d/�økJhb�økow?N�tos�;ed/�jK,�fit/A�fe�ajpg, .gif iK .bmp.

4a2�n?Zwan?Z;�g/AN�B{z�ô[o{eoBk�(How to start the MS-Paint)

Start            Ù All Programs Ù Accessories Ù�Paint 

iK

1a Nk;epko�$�;[gopko�d/�;NkoN�pNB�T[Zs/�efbZe�eo'.�;NkoN�whB{z�B÷o�nkt/rk.

4pwT
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2a nkb�gq'rokw÷�T[Zs/�efbZe�eo'.�fJZe�j'o�whB{z�B÷o�nkt/rk.

3a n;?Z;oh÷� nkgôB� Ós/� efbZe� eo'.� fJZe� j'o� whB{z� B÷o� nkt/rk,� fJ;� ftZu� g/AN� dh� nkgôB�

w"i{d�j?.

4a g/AN�dh�nkgôB�Ós/�efbZe�eo'.

5a j/mK�fdykJ/�nB[;ko�g/AN�dh�ftzv'�B÷o�nkt/rh.

fuZso�4a1�g/AN�ftzv'�d/�Gkr

4a3�g/AN�ftzv'�d/�Gkr�(Parts of Paint Window)

T[Zgo�tkÿ/�fuZso�ftZu�g/AN�dh�ftzv'�fdykJh�rJh�j?�fi;�ftZu�j/mK�fby/�w[Zy�Gkr�jB�L

1a NkJhNb�pko�(Title Bar)

2a e[fJZe�n?e;?Z;�N{bpko�(Quick Access Toolbar)

3a whB{z�pko�(Menu Bar)

4a toNheb�ns/�j"oh÷"ANb�;eo"b�pko�(Vertical & Horizontal Scrollbar)

31

Downloaded from https:// www.studiestoday.com

Downloaded from https:// www.studiestoday.com



5a ;N/N;�pko�(Status Bar)

6a ÷{w�fJB-÷{w�nkT{N�(Zoom in- Zoom out)

7a toe�J/ohnk�(y/so)�(Work Area)

4a3a1a�NkJhNb�pko

NkJhNb� pko� g/AN� dh� ftzv'� d/� ;G� s'A� T[Zgob/� gk;/� w"i{d� j[zdh� W.� NkJhNb� pko� d/� yZp/� e'B/� ftZu� ;G�

s'A� gfjbh� uh÷� fJZe� g/AN� g?b/N� j[zdk� j?.� i/eo� n;]� fJ;� pNB� T[Zs/� efbZe� eod/� jK,� sK� fJZe� ;N?Avov�

ftzv'� whB{z� y[ZbQdk� j?� fi;� ftZu� e[M� nkgôBK� j[zdhnK� jB,� fit/A� fe�Restore, Move, Size, Minimize, 

Maximize ns/ Close.� d{ih� uh÷� i'� ;kB{z� B÷o� nkt/rh,� T[j� W� s;tho� dk� NkJhNb� fi;� d/� fgZS//�

g'qrokw� dk� BK� fbfynk� j[zdk� W� -�Paint. i/eo� n;]� nkgDh� s;tho� ;/t� Bj]� ehsh� W� sK� T[;� dk� Bkw�

"Untitled"�fdykJh�d/t/rk.

fuZso�4a2�NkJhNb��pko��

4a3a1a1�e[fJZe�n?e;?Z;�N{bpko�

e[fJZe�n?e;?Z;�N{bpko�ftZu�uko�pNB�j[zd/�jB,�fit/A�fe�;/t,�nB-v{,�oh-v{�ns/�e;NwkJh÷.

4a3a1a2�fwBhwkJh÷,�w?e;hwkJh÷$oh;N'o,�eb'÷

NkJhNb�pko�d/�;Zi/�e'B/�ftZu�fszB�pNB�j[zd/�jB.

fJj�fJ;�soQK�jB�L

å fwBhwkJhi� pNB� L� fJj� g/AN� dh� ftzv'� B{z� Nk;e� pko� Ós/� fwBhwkJh÷� (S'Nk)� eoB� bJh� tofsnk�

iKdk�j?.

å w?e;hwkJh÷$fo;N'o� pNB� L� fJj� g/AN� dh� ftzv'� B{z� w?e;hwkJh÷� (tZvk)� ns/� oh-;N'o� eoB� bJh�

tofsnk�iKdk�j?.

å eb'÷�pNB�L�g/AN�dh�ftzv'�B{z�eb'÷�(pzd)�eoB�bJh�tofsnk�iKdk�j?.

fuZso�4a3�fwBhwkJh÷,�w?e;hwkJh÷,�eb'÷

4a3a2�e[fJZe�n?e;?Z;�N{bpko�

fJj� N{bpko� gfjbK� s'A� jh� NkJhNb� pko� ftZu� w"i{d� j[zdh� W.� fJ;� dh� irQk� B{z� fopB� d/� T[Zgo� iK� j/mK�

pdfbnk� ik� ;edk� j?� ns/� :{÷o� dh� b'V� nB[;ko� fJ;� ftZu� nkJhekB� ôkwb� ehs/� ns/� jNkJ/� ik� ;ed/�

jB.

fuZso�4a4�e[fJZe�n?e;?Z;�N{bpko
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4a3a2a1�e[fJZe�n?e;?Z;�N{bpko�B{z�fopB�s'A�j/mK�b?�e/�ikDk

i/eo�n;]� �Save, Undo ns/�Redo�B{z�fopB�s'A�j/mK�oZyDk�ukj[zd/�jK�sK�eo;o�B{z�NkJhNb�pko�Ós/�

b?� e/� ikU,� id� se� fe� e;NwkJh÷� nkJhekB� T[ZGo� e/� (highlight)� Bk� fdykJh� d/t/.� e;NwkJh÷�

nkJhekB�Ós/�efbZe�eoe/�fJZe�whB{z�y[bQ/rk,�fi;�ftZu�;kB{z�'Show below the Ribbon' nkgôB�B÷o�

nkt/rh.�fJ;�nkgôB�Ós/�efbZe�eoB�T[gozs�e[fJZe�n?e;?Z;�N{bpko�fopB�d/�j/mb/�gk;/�ubh�ikt/rh.

fuZso�4a5�e[fJZe�n?e;?Z;�N{bpko�B{z�fopB�s'A�j/mK�b?�e/�ikDk

e[fJZe� n?e;?Z;� N{bpko� ftZu� e;NwkJh÷� nkJhekB� dh� wdd� Bkÿ� n;]� j'o� nkgôBK� th� ôkwb� eo�

;ed/�jK,�fit/A�fe�New, Open, Printpreview�nkfd.

fuZso�4a6�e;NwkJh÷�e[fJZe�n?e;?Z;�N{bpko�

nkU�fJjBK�ewKvK�ns/�fJjBK�d/�øzeôB÷�pko/�gVQhJ//�L

�����ewKv�dk�BK �����������������������������������øzeôB�(ezw)

New�(fBT{) Bt],�õkbh�fJw/i�økJhb�pDkT[Adh�j?.

Open�(UgB) fJZe� vkfJbkr� pke;� y'bQdh� j?� fi;� okj]� gfjbK� s'A� pDh� fJw/i� økJhb� B{z�

y'fbQnk�(d/fynk)�ik�;edk�W.

Save�(;/t) w"i{dk�økJhb�ftZu�ehs/�pdbkn�B{z�;/t�eodh�j?.

Print�(fgqzN) w"i{dk�s;tho�B{z�fgqzN�eoB�bJh

Print Preview� s;tho� B{z� ;eohB� Ós/� fdykT[dh� j?,� fit/A� fe� s;tho� ekö÷� T[Zs/� fgzqN�

(fgqzN�fgqftT{) j't/rh.

Send In Email g/AN�ftZu�s;tho�dh�ekgh�Jh-w/b�okj]�fJZe�nN?uw?AN�ti'A�G/ih�iKdh�j?.

(;?Av�fJB�Jh-w/b)

Undo�(nBv{) fgSb/�ehs/�ezw�B{z�e?A;b�eoB�bJh.

Repeat�(foghN) fgSb/�ehs/�ezw�B{z�d[pkok�eoB�bJh.

Show Below/above e[fJZe�n?e;?Z;�N{bpko�B{z�fopB�d/�T[Zgo$j/mK�fdykT[D�bJh.

the Ribbon

Minimize The Ribbon fopB�B{z�brkT[D$jNkT[D�bJh
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n;]� fe;/� th� uh÷� B{z� d{ih� tko� efbZe� eoe/,� e[fJZe� n?e;?Z;� N{bpko� ftZu� ehs/� pdbkn� B{z� pdb�

;ed/�jK.

4a3a2a2�fopB�dhnK�uh÷K�B{z�e[fJZe�n?e;?Z;�N{bpko�ftZu�ôkwb�eoBk

n;hA� eJh� j'o� uh÷K� B{z� i'fe� fopB� ftZu� w"i{d� j[zdhnK� jB,� Bz{� e[fJZe� n?e;?Z;� N{bpko� ftZu� ôkwb�

eo� ;ed/� jK� .� fe;/� uh÷� B{z� ôkwb� eoB� bJh� fopB� T[Zs/� okJhN� efbZe� eo'.� fJZe� whB{z� B÷o� nkt/rk�

fi;�ftZu�nkgôB�Add to Quick toolbar�j't/rh.�fJ;�nkgôB�T[Zs/�efbZe�eo'.

fuZso�4a7�fopB�dhnK�uh÷K�B{z�e[fJZe�n?e;?Z;�N{bpko�ftZu�ôkwb�eoBk

fJZE/� w?rBhøkfJo,� g?ZBf;b,� ebo,� p?e-rqkT{Av� ebo� ns/� NqK;g/o?AN� f;b?eôB� N{b� Bz{  Quick 

Acess� N{bpko� ftZu� ôkwb� ehsk� frnk� W.� fJjBK� nkJhNw÷� B{z� jNkT[D� bJh� fopB� TZ[go� nDukj/�

nkJhNw÷�Ós/�okJhN�efbZe�eo'�ns/�Remove from Quick Access toolbar�nkgôB�T[Zs/�efbZe�eo'.

4a3a3�whB{z�pko�

whB{z� pko� ftZu� fszB� soQK� dhnK� N?p÷� j[zdhnK� jB� � fiBQK� B{z� g/AN� pNB,� j'w� N?p� fopB� ns/� ftT{N?p�

fopB� fejk� iKdk� W.� � fJj� yZp/� gk;/� fdykJh� fdzdhnK� jB� idfe� fJZe� j?bg� pNB� ;eohB� d/� ;Zi/� gk;/�

fdykJh�fdzdk�j?,�fit/A�fe�fuZso�ftZu�fdykfJnk�frnk�W.

fuZso�4a8�whB{z�pko

4a3a3a1�g/AN�pNB

whB{z� pko� d/� yZp/� gk;/� gfjbk� pNB� g/AN� pNB� j[zdk� j?� fi;� Bkÿ� fJZe� whB{z,� fit/A� fe� fuZso� ftZu�

fdykfJnk�frnk�W,�yZ[bQdk�W,�fJ;�ftZu�e[M�fgSbhnK�;/t�ehshnK�s;thoK�dh�;{uh�j[zdh�W.

fuZso�4a9�g/AN�pNB
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fJZE/� n;]� e[M� Bt]nK� ewKvK� d/y� ;ed/� jK� fiBQK� pko/� j/mK� fdykJ/� N/pb� ftZu� ft;sko� Bkÿ�

dZf;nk�frnk�W�L

�����ewKv�dk�Bkw �����������������������������������øzeôB÷�(ezw)

Save As�(;?t�n?÷) w"i{dk� økJhb� ftZu� ehs/� pdbkn� B{z� ;/t� eoB� bJh� ns/� økJhb� B{z� BtK�

Bkw� iK� økow?N� d/D� bJh� fit/A� fe�PNG, JPEG, BMP, GIF iK� økJhb�

bJh�j'o�e'Jh�økow?N�

From scanner and  e?wo/�ns/�;e?Bo�s'A�s;thoK�fJwg'oN�eoB�bJh.

Camera�(;e?Bo�ns/

e?wo/�s'A)

Set as desktop w"i{dk�s;tho�B{z�v?Z;eNkg�p?erqkT{Av�ti'A�;?ZN�eoB�bJh

background �

(v?Z;eNkg�p?erqkT{Av��

ti'A�;?ZN�eoBk)

Properties (gqkgoNh÷) s;tho� dhnK� gqkgoNh÷� pdbD� bJh.� gqkgoNh÷� vkfJbkr� T[;� s;tho�

pko/� ikDekoh� fdzdk� j?,� fiZE/� w"i{dk� ;w/A� ftZu� n;]� ezw� eo� oj/� j[zd/� jK�

ns/�s;thoK�d/�;?ANhwhNoK,�fJzuK�ns/�fge;bK�pko/�dZ;dk�j?.

Exit (pkjo�nkT[Dk) g/AN�dh�ftzv'�pzd�eoB�bJh�iK�pkjo�nkT[D�bJh.

4a3a3a2�j'w�N?p�fopB�(Home Tab Ribbon)

;ko/� N{b÷,� ô/g;,� ebo� g?b/N� ns/� j'o� pj[s� ;kohnK� ewkvK� B{z� fopB� ftZu� fJZemk� ehsk� j[zdk� j?�

idfe� ewKvK� fit/A� fe�Save, undo� ns/�Redo NkJhNb� pko� d/� yZp/� gk;/ Quick Access Toolbar ftZu�

fdykJh�fdzdhnK�jB.�fopB�ftZu�jo/e�uh÷�d/�j/mK�Drop-Down�n?o'�;kB{z�T[jBK�d/�whB{znK�sZe�gj[zu�

eotkT[Ad/�jB.�g/AN�ftZu�jo�soQK�dk�ezw�eoB�bJh�;kB{z�Home�N?p�dh�÷o{os�g?Adh�j?.�j'w�N?p�T[;�dk�

fopB�j[zdk�W�fi;�ftZu�N{b÷,�ô/g;,�p[oô�ns/�ozrK�B{z�u[fDnk�iKdk�j?.

fuZso�4a10�j'w�N?p�fopB

fJZE/� fopB� B{z� fwBhwkJh÷� eoB� dh� nkgôB� th� j[zdh� W.� i/eo� n;]� fJ;� B{z� u[Dd/� jK,� sK� fopB�

ökfJp�j'�iKdk�W.�go�i/eo�n;]�Home Tab s/�efbZe�eohJ/�sK�fJj�d[pkok�B÷o�nk�ikt/rk.

4a3a3a3�ftT{�N?p�fopB�(View Tab Ribbon)

n;]� View� (ftT{)� N?p� fopB� B{z� fJ;� T[Zs/� efbZe� eoe/� tos� ;ed/� jK.� ftT{N?p� fopB� ftZu� ÷{w-

fJB�(Zoom in)�ns/�÷{w-nkT{N�(Zoom out),�ô'n�iK�jkJhv�ns/�fv;gb/n�nkgôBK�iK�ftebg�j[zd/�
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jB.� ÷{w-fJB� ns/� nkT{N� B{z� fJZeb/� th� tofsnk� ik� ;edk� j?� iK� fco�Zoom N{b� Bkÿ� i'fe� fopB� Ós/�

j[zdk�j?�iK�;N/N;�pko�Ós/�;bkJhvo�Bkÿ�th�tofsnk�ik�;edk�j?.

fuZso�4a11�ftT�{N?p�fopB

4a3a4�;eo b�pko�(Scroll Bar)"

fJ;�dh�tos'A�;eohB�B{z�;oekT[D�bJh�ehsh�iKdh�W.�fJj�d'�soQK�dhnK�j[zdhnK�jB�L

4a3a4a1�j"oh÷"ANb�;eo"b�pko�(Horozontal Scroll Bar)

fJj� g/AN� dh� ftzv'� d/� j/mb/� gk;/� j[zdh� j?� ns/� ;N/N;� pko� d/� T[Zgob/� gk;/� j[zdh� j?.� � fJj� ;eohB� B{z� yZp/�

ns/�;Zi/�x[wkT[Adh�W.

4a3a4a2�toNheb�;eo b�pko�(Vertical Scroll Bar)"

fJj�g/AN�dh�ftzv'�d/�;Zi/�gk;/�j[zdh�j?.�fJj�;eohB�B{z�T[Zgo�ns/�j/mK�x[wkT[Adh�j?.

4a3a5a�;N/N;�pko

fJj� g/AN� dh� ftzv'� d/� ;G� s'A� j/mb/� gk;/� w"i{d� j[zdh� j?.� fit/A-� fit/A� n;]� g/AN� ftZu� ezw� eod/� jK,� fJj�

T[;�pko/�;kB{z�;{uBk�gqdkB�eodh�W�ns/�;kv//�g/AN�ftZu�ezw�eoB�ftZu�wdd�eodh�j?.�nkU,�n;]�fJ;�

dhnK�ftô/ôsktK�pko/�yZp/�s'A�;Zi/�tZb�d/yhJ/.

fuZso�4a12�;N/N;�pko

å eo;o� g[ihôB� L� fJj� eo;o� dh� g[ihôB� pko/� dZ;dh� j?.� id'A� n;]� fe;/� s;tho� dh� g[÷hôB� B{z�

;?ZN�eoBk�ukj[zd/�jK�sK�fJj�T[;�;w/A�wddrko�f;ZX�j[zdh�W.

fuZso�4a13�eo;o�g[÷hôB

å f;b?ZeôB� ;kJh÷� L� fJj� ;kv/� d[nkok� fe;/� f;b?ZeôB� d/� ;kJh÷� B{z� dZ;dh� j?� iK� fi;� B{z� n;]�

vokn�eo�oj/�j[zd/�jK,�T[;�d/�;kJh÷�Bz{�dZ;dh�j?.

fuZso�4a14�f;b?ZeôB�;kJh÷

å fJw/i� ;kJh÷� L� fJj� g{oh� s;tho� d/� ;kJh÷� (wkg)� B{z� fdykT[dk� j?,� Gkt/A� s;tho� pj[s� tZvh� th�

j't/� ns/� T[j� g{oh� ;eohB� ftZu� th� B÷o� Bk� nkT[Adh� j't/.� i/eo� n;]� gqkgoNh÷� vkfJbkr�
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pke;� ftZu� wkg� dh� fJekJh� Bk� pdbh� j't/,� sK� fJ;� dk� ;kJh÷� fge;bK� ftZu� j't/rk.� go� n;]�

fJ;�;kJh÷�B{z�fJzuK�iK�;?ANhwhNoK�ftZu�th�pdb�;ed/�jK.

fuZso�4a15�fJw/i�;kJh÷

å fv;e� ;kJh÷� L� id'A� n;]� fJZe� tko� nkgDh� s;tho� B{z� ;/t� eo� b?Ad/� jK� sK� fJ;� nkgôB�

d[nkok� ;N'o/i� fv;e� ftZu� s;tho� d/� ;kJh÷� pko/� dZf;nk� iKdk� j?.� i/eo� ;kvh� ftzv'� S'Nh� j't/�

sK�j/mK�fdykfJnk�fuZso�ftzv'�ftZu�B÷o�Bj]�nk�;edk.

fuZso�4a16�fv;e�;kJh÷

å ÷{w�;bkJhvo�L�÷{w�;bkJhvo�T[;�;w/A�bkj/tzd�j[zdk�j?�id'A�n;]�÷{w-fJB�ftT{�ftZu�ezw�eo�

oj/� j[zd/� jK� ns/� ÷{w-nkT{N� dh� tos'A� eoBk� ukj[zd/� jK.� n;]� fe;/� fJZe� irQk� Ós/� ÷{w-fJB� Bj]�

eo�;ed/,�i'�fe�n;]�w?rBhøkfJo�dh�tos'A�eoe/�eo�;ed/�jK.

fuZso�4a17�÷{w�;bkJhvo

4a3a6�toe�J/ohnk

õkbh�irQk�B{z�toe�J/ohnk�fejk�iKdk�j?.�fJ;�dh�tos'A�s;thoK�pDkT[D�bJh�ehsh�iKdh�j?.

4a4�nkgD/�ezw�B{z�;/t�eoBk (Saving our work)

fit/A� jh� n;]� nkgDk� ezw� eoBk� ô[o{� eod/� jK,� T[;/� ;w/A� T[;� B{z� ;/t� eoBk� mhe� ofjzdk� j?.� ;kB{z� ezw�

eod/� ;w/A� e[fJZe� n?e;?Z;� N{bpko� d/� ;/t� pNB� T[Zs/� e[M� fwzNK� pknd� efbZe� eo� b?Dk� ukjhdk� j?.� i/eo�

nukBe�g'qrokw�pzd�j'�ikt/�iK�fpibh�ubh�ikt/�sK�;kvk�ezw�BôN�BjhA�j[zdk.

id'A� n;]� gfjbh� tko�(Save)� ;/t� pNB� efbZe� eod/� jK,� ;kB{z� fJZe� vkfJbkr� pke;� B÷o� nkt//rk,�

fi;� ftZu� s;tho� bJh� Bkw� NkJhg� eoBk� gt/rk.� � Bkw� NkJhg� eoB� s'A� pknd,� ;/t� pNB� T[Zs/� efbZe�

eo'.

;/t� n?÷� (Save as)� L� ;/t� n?÷� nkgôB� Bkÿ� n;]� s;tho� dh� ekgh� B{z� fe;/� d{;o/� Bkw� Bkÿ� ;/t� eo�

;ed/�jK.�g/AN�pNB�Ós/�ikU�ns/�whB{z�B{z�y'bQ'.

fuZso�4a18
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Save as                     T[Zs/�efbZe�eo'.

vkfJbkr�pke;�ftZu�w"i{dk�Bkw�B{z�pdb�fdU�ns/�fco�Save�s/�efbZe�eo'.

:kd�oZyD�:'r�rZbK

1a e[fJZe�n?e;?Z;�N{bpko�gfjbK�s'A�jh�NkJhNbpko�ftZu�w"i{d�j[zdh�W.

2a fBT{�(New)�ewKv�Bt],�õkbh�fJw/i�økJhb�pDkT[Adh�j?.

3a whB{z�pko�d/�yZp/�gk;/�;G�s'A�gfjbK�g/AN�pNB�j[zdk�j?.

4a fwBhwkJh÷,�w?e;hwkJh÷�ns/�eb'÷�pNB�NkJhNb�pko�dk�fjZ;k�jB.

5a ;N/N;�pko�g/AN�dh�ftzv'�d/�;G�s'A�j/mb/�gk;/�j[zdh�j?.

nfGnk;

1a ;jh�T[Zso�dh�u'D�eoe/�õkbh�EKtK�Go'�L

1a g/AN�ftzv'�d/�;G�s'A�T[Zgob/�gk;/�aaaaaaaaaaaaaaaaaaaaaaa��pko�w"i{d�j[zdh�W.

��������� (1)�NkJhNb�pko (2)�;N/N;�pko (3)�;eo"b�pko (4)�T[go'es�;ko/

2a aaaaaaaaaaaaaaaaaaaaaaa�N{bpko�gfjbK�s'A�jh�NkJhNb�pko�ftZu�j[zdh�j?.�fJ;�dh�irQk�B{z�fopB�d/�

j/mb/�iK�TZ[gob/�gk;/�pdfbnk�ik�;edk�W.

���������� (1)�Õ¹ÇÂµÕ�ÁËÕÃËµÃ�ìÅð� (2)�;N/N;�pko (3)�;eo"b�pko (4)�Nk;e�pko

3a whB{z�pko�Ós/�yZp/�gk;/�;G�s'A�gfjbK�aaaaaaaaaaaaaaaaaaaaaaa�pNB�j[zdk�W.

(1)�g/AN (2)�j?bg (3)�eb'÷ (4)�fwBhwkJh÷

4a ;eo"b�pko�;eohB�B{z�x[wkT[D�bJh�tosh�iKdh�j?.�fJj�aaaaaaaaaaaaaaaaaaaaaaasoQK�dhnK�j[zdhnK�

jB.

(1)�d' (2)�fszB �(3)�uko (4)�gzi�

5a nkgôB�dh�wdd�Bkÿ�n;]�s;tho�dh�fJZe�j'o�ekgh�fe;/�d{;oh�økJhb�d/�Bkw�Bkÿ�;/t�eo�

;ed/�jK.

(1)�;/t�n?÷ (2)��UgB (3)�fBT{ (4)�n?rf÷N

2a� ;jh$rbs�dZ;'�L

1a g/AN�ftubh�vokfJzr�B{z�fpNw?g� �økJhbK�ti'A�th�;/t�ehsk�ik�;edk�j?..bmp

2a àÅÂÆàñ�ìÅð�Çò¾Ú�Ã¾Ü¶�Ô¾æ�Çå¿é�ìàé�Ô¹¿ç¶�ÔéÍ�
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3a fwBhwkJh÷�pNB�g/AN�ftzv'�B{z�Nk;epko�T[Zs/�fwBhwkJh÷�eoB�bJh�tofsnk�iKdk�W.

4a fBT{�ewKv�dh�tos¯�fJZe�Bt]��økJhb�pDkT[D�bJh�ehsh�iKdh�W.�

5a vokfJzr�J/ohnk�ftZu�fuZsoekoh�ehsh�iKdh�j?.

3a S'N/�T[ZsoK�tkÿ/�gqôB�L

1a g/AN�eh�W<

2a g/AN�B{z�ô[o{�fet/A�ehsk�iKdk�W<

3a g/AN�ftzv'�d/�GkrK�d/�Bkw�fby'.

4a ;eo"b�pko�dhnK�ôq/DhnK�d/�Bkw�fby'.

5a toe�J/ohnk�eh�j[zdk�j?�<

4a tZv/�T[ZsoK�tkÿ/�gqôB�L

1a e[fJZe�n?e;?Z;�N{bpko�eh�j[zdk�j?.�fJ;�d/�GkrK�pko/�ft;sko�Bkb�dZ;'.

2a g/AN�pNB�eh�j[zdk�j?.�fJ;�dhnK�ewKvK�d/�Bkw�fby¯.

3a j'w�N?p�fopB�B{z�fpnkB�eo'.

4a ;N/N;�pko�eh�j?<�fJ;�d/�GkrK�pko/�dZ;'.

5a nkgD/�ezw�B{z�;/t�fet/A�ehsk�iKdk�j?<�dZ;'.
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fJ;�gkm�d/�T[d/ô

5a1 j'w�N?p�fopB�

5a1a1 efbZg�p'ov

5a1a2 fJw/i

5a1a3 N{b÷

5a1a4 p[oô�(Brushes)

5a1a5 ô/g;�

5a1a6 ;kJh÷�

5a1a7 ebo÷�(ozr)�

5a2 ftT{�N?p�fopB

5a2a1 ÷{w�

5a2a2 �ô'n�iK�jkJhv�

5a2a3 fv;gb/n�

5a1��j'w�N?p�fopB�(Home Tab Ribbon)

;kB{z� j'w� N?p� fopB� ftZu� pj[s� ;ko/� nfij/� N{b� fwÿd/� jB� i'� n;h� g/AN� ftZu� tosd/� jK.� j'w� N?p�

fopB� g/AN� ftzv'� ftZu� whB{z� pko� d/� j/mK� w"i{d� j[zdk� W� .� j/mK� fdykJ/� fuZso� ftZu� j'w� N?p� fopB� ns/� T[;�

d/�w[Zy�GkrK�pko/�dZf;nk�frnk�W�.

fuso�5a1�j'w�N?p�fopB

5a1a1��efbZg�p'ov�(Clip Board)

efbZg� p'ov� whB{z� ftZu� fszzB� nkgôBK� j[zdhnk� jB� F� eZN,� ekgh� ns/� g/;N.� id'� n;hA� fe;/� uh÷� B{z�

f;b?ZeN�eod/�jK,�T[d'A�jh�eZN�ns/�ekgh�nkJhekB�n?efNt�fdykJh�fdzd/�jB�.�

5pwT
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fuso�5a2�efbZg�p'ov

g/;N� jw/ôK� n?efNt� j[zdk� W� feTA[fe� n;]� nkgD//� ezfgT{No� ftZu� g/;N� øokw� (From)� nkgôB� tos�

e/� th� s;tho� g/;N� eo� ;ed/� jK� .� T[dkjoB� bJh� fit/A� n;hA� fJZe� c[Zb� dh� vokfJzr� gfjbK� s'A� jh� pDk�

e/� ;/t� ehsh� j'Jh� j?� ns/� n;]� T[;� B{z� fJZe� BthA� vokfJzr� ftZu� ôkwb� eoBk� ukj[zd/� jK� .� nfijk� eoB�

bJh� n;hA� g/;N� nkgôB� d/� j/mK� pD/� n?o'� Ós/� efbZe� eoKr/� ns/� nkgôB� g/;N� øokw� Ós/� efbZe� eoe/�

y[ZbQ/�j'J/�vkfJbkr�pke;�ftZuA'�T[;�;/t�ehsh�s;tho�B{z�bZG�e/��UgB�nkgôB�Ós/�efbZe�eoKr/.

5a1a2�fJw/i�whB{z�Ff;b?eN�(Image Menu Select)

;kvh� ftzv'� d/� nkeko� d/� w[skpe,� fJw/i� whB{z� j/mK� fdZs/� fuZsoK� ftZu'� fe;/� fJZe� � tork� B÷o�

nkt/rk� .� id'A� n;hA� v"fNv� (doted)� iK� fpzd{nK� tkÿ/� nkfJs� d/� j/mK� pD/� n?o'� iK� fJw/i� ôpd� d/� j/mK�

pD/�n?o'�d/�fuzBQ�Ós/�efbZe�eoKr/�sK�fJZe�whB{z�y[ZbQ/rk�i'fe�;kB{z�j'o�nkgôBK�g/ô�eo/rk.�

    

fuZso�5a3�fJw/i�whBz{

fJ;� s'A� gfjbK� fe� n;hA� fJ;� whB{z� d/� ;Zi/� gk;/� fdZs/� rJ/� pNBK� dh� tos'A� eohJ/,� ;kB{z� nkgDh�

vokfJzr�dk�e[M�fjZ;k�f;b?ZeN�iK�u[D�b?Dk�ukjhdk�W�fi;�T[Zs/�n;hA�ezw�eoBk�ukjz[d/�jK�.�

å NqK;g/o?AN� f;b?ZeôB� (Transparent Selection)� L� f;b?ZeN� whB{z� d/� j/mb/� gk;/� n;hA� NqK;g/o?AN�

f;b?ZeôB� B{z� d/y� ;ed/� jK� .� ;kB{z� fJ;� dh� tkoFtko� ÷o{os� g?� ;edh� W,� fJ;� bJh� ;kB{z� fJ;� B{z�
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e[fJZe� n?e;?Z;� N{bpko� ftZu� ôkwb� eo� b?Dk� ukjhdk� W� .� fJj� eoB� bJh� NqK;g/o?AN� f;b?ZeôB�

T[Zs/� okJhN� efbZe� eo'� ns/� fco� 'Add to Quick Access Toolbar' T[Zs/� efbZe� eo'.� ;kvh�

e[fJZe� n?e;?Z;� N{bpko� ftZu� ôpdK� 'Transparent Selection' d/� nrb/� gk;/� u?ZeFpke;� bZr�

ikt/rk,�fit/A�fe�j/mK�fuZso�ftZu�fdykfJnk�frnk�W.

fuZso�5a4�NqK;g/oA?N�f;b?ZeôB

i/eo� pke;� ftZu� ;jh� dk� fuzBQ� (3)� bZfrnk� j'fJnk� W� sK� fJ;� s'A� Gkt� W� fe� f;b?ZeôB�

NqK;g/o?AN� W.� nkgDh� f;b?ZeôB� B{z� Ug/e� (Opaque)� pDkT[D� bJh,� u?ZeFpke;� B{z� d[pkok�

efbZe�eoe/�;jh�d/�fuzBQ�(3)�Bz{�jNk�fdU.�

å o?eNA?r[bo� (nkfJskeko)� f;b?ZeôB�(Rectangular Selection)� L� nkw� s"o� Ós/� n;]� o?eN?Ar[bo�

f;b?ZeôB� jh� tosd/� jK.� o?eNA?r[bo� f;b?ZeôB� B{z� efbZe� eoB� T[gozs,� eo";� j/no� eo;o� B{z�

T[;� irPk� oZy'� fiZE'A� n;hA� s;tho� iK� vokfJzr� dk� e[M� fjZ;k� f;b?ZeN� eoBk� ukj[zd/� jK,� nkgD/�

wkT{;� dk� yZpk� pNB� dpkU� ns/� vo?r� eoe/� iK� fyZu� e/� j/mb/� ;Zi/� gk;/� tZb� b?� ikU.� fJZe�

v?ôv� o?eN?Arb� (fpzd{nK� tkÿk� nkfJs)� s[jkvh� f;b?ZeôB� d/� nkÿ/-d[nkÿ/� B÷o� nkt/rk.� w{t�

eo;o� dh� wdd� Bkÿ� n;hA� nkgDh� f;b?ZeôB� B{z� fjbk� ;ed/� jK� iK� fJ;dh� fJZe� ekgh� pDkT[D�

bJh�ezNo'bFehn�B{z�ehn-p'ov�s'A�dpk�e/�oZy'�ns/�f;b?ZeôB�B{z�vo?r�eo'.

å � (Free Form Selection)� L�øoh� ø"ow� f;b?ZeôB øoh� ø"ow� f;b?ZeôB� dh� ;kB{z� T[;� ;w/A� ÷o{os�

g?Adh� j?� id'A� n;hA� nkgDh� vokfJzr� d/� T[;� fjZ;/� Bkÿ� ezw� eoBk� ukj[zd/� jK,� i'fe� pj[s� ;kohnK�

uh÷K�Bkb�fxfonk�j't/�ns/�n;hA�T[jBK�fjZf;nK�B{z�ôkwb�BjhA�eoBk�ukj[zd/.

5H1H1H1�f;b?ZeôB�dh�ekgh�pDkT[Dk�(Copying a selection)

ekgh� eoB� bJh� fopB� T[Zs/� ekgh� pNB� w"i{d� j[zdk� j?� gozs{� n;hA� fJZe� f;b?ZeôB� dhnK� pj[s�

;kohnK�ekghnK�fJZe�j'o�sohe/�okjhA�ibdh�pDk�;ed/�jK.�

o?eN?Ar[bo�iK�øoh�ø"ow�f;b?ZeôB�dh�tos'A�eod/�T[;�fjZ;/�B{z�f;b?ZeN�eo'�fi;�dh�ekgh�pDkT[Dh�

j?.� id'A� w{t� eo;o� B÷o� nkt/,� ehn-p'ov� s/� ezNo'b� ehn� B{z� dpkU,� ns/� fit/A� jh� n;hA� f;b?ZeôB� B{z�

vo?r� eoe/� BthA� irPk� Ós/� fbik� e/� efbZe� eoKr/,� f;b?ZeN� ehs/� fjZ;/� dh� ekgh� pD� ikt/rh.� i/eo� n;hA�

j'o� ekgh� pDkT[Dk� ukj[zd/� jK� sK� d[pkok� ezNo'b� ehn� B{z� dpkU� ns/� vo?r� eo'.� fJ;� B{z� T[;� ;w/A� sZe�

d[jokU,�fizBh�tko�s[jkB{z�÷o{os�j?.
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5H1H2H2�f;b?ZeôB�Bkÿ�g/AN�eoBk

s;tho� d/� fJZe� S'N/� fij/� fjZ;/� B{z� f;b?ZeN� eo'.� T[dkjoB� bJh� fiZE/� fJZe� s'A� tZX� ozr� tos/� rJ/�

j'D.� n?p;No?eN� g?NoB� pDkT[D� bJh� fôøNFehn� B{z� dpkU� ns/� f;b?ZeôB� B{z� vo?r� eo'.� n;hA� fJ;�

S'Nh�fijh�f;b?ZeôB�Bkÿ�fby�th�;ed/�jK.

5H1H2H3�f;b?ZeôB�nkgôB

f;b?ZeôB� nkgôB� d/� ;Zi/� gk;/� n;hA� fszB� nkgôBK� L� Crop, Resize,� ns/� Rotate Flip� d/y� ;ed/�

jK.

5H1H2H3H1� �(Crop)eo"g

;G�Ós/�T[gobk�pNB,�i'�fe�vkfJwzv�ô/g�ftueko�bkJhB�j?,�T[;�B{z�eo"g�fejk�iKdk�j?.�fJj�;kvh�

s;tho� B{z� eo"g� eoB� ftZu� wdd� eodk� j?� sKi'� � f;oø� u[fDnk� j'fJnk� fjZ;k� jh� pkeh� pu/.� i/eo� n;hA�

fJ;/� f;b?ZeôB� B{z� eo"g� eoB� s'A� pknd,� � ;/t� nkJhekB� B{z� efbZe� eo� fdzd/� jK� sK� ;kvh� tZvh� vokfJzr�

dk�g/i�eZN/�j'J/�fjZ;/�Bkÿ�pdfbnk�iKdk�j?.

5H1H2H3H2�eZN-nkT{N�(eZN/�j'J/�fjZ;/)�B{z�;/t�eoBk

1H fi;�s;tho�Ós/�n;hA�ezw�eo�oj/�jK�T[;�B{z�;/t�eo'.

2H T[;�fjZ;/�B{z�f;b?ZeN�eo'�(u[D'),�fi;�B{z�n;hA�eZN-nkT{N�tKr�;/t�eoBk�ukj[zd/�jK.

3H eo"g�pNB�B{z�efbZe�eo'.

4H g/AN�pNB�������������Ós/�ikU�ns/�whB{z�B{z�y'bQ'.

5H ;/t�n?÷�Ós/�efbZe����������������eo'.

6H eZN-nkT{N� bJh� Bkw� NkJhg� eo'� ns/� ;/t� B{z� efbZe� eo'.� ;kvh� g/AN� ftzv'� ftZu� eZN-nkT{N�

B÷o� nkt/rk� ns/� NkJhNb� pko� ftZu� T[j� Bkw� B÷o� nkt/rk,� fi;� Bkw� Bkÿ� n;hA�

eZNFnkT{N�B{z�;/t�ehsk�;h.

5H1H2H3H3�oh;kJh÷�ns/�;feT{�(Resize and Skew)

f;b?ZeN�pNB�d/�;Zi/�gk;/�d{ik�S'Nk�fijk�pNB�oh;kJh÷�ns/�;feT{�vkfJbkr�pke;�B{z�j/mK�fdZs/�

fuZso�nB[;ko�y'bQdk�j?.
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fuZso�5H5�oh;kJhi�ns/�;feT{

5H1H2H3H3H1�oh;kJh÷�(Resize)

o?eN?Arb� f;b?ZeôB� T[Zs/� n;hA� S'N/� fjZf;nK� B{z� j?Avb� dh� wdd� Bkÿ� ibdh� jh� oh;kJh÷� eo� ;ed/�

jK.� go� i/eo� n;hA� ;kJh÷� dZ;Dk� ukj[zd/� jK� sK� ;kB{z� oh;kJh÷� ns/� ;feT{� vkfJbkr� pke;� dh� tos'A�

eoBh�ukjhdh�j?.�fJj�oh;kJh÷�nkJhekB�B{z�efbZe�eoB�T[gozs�j/mK�fdZs/�fuZso�nB[;ko�yZ[bQ/rk.

fuZso�5H6�oh;kJh÷

T[go'es�fuZso�dk�e/tb�TZ[gobk�nZXk�fjZ;k�jh�oh;kJh÷�eoB�Bkÿ�;zpzfXs�j?.

B'N� L� i/eo� 'Maintain Aspect Ratio' nkgôB� ftZu� ;jh� dk� fuzBP� bZfrnk� j?� sK� n;hA� i'� th�

j"oh÷"ANb� ftebg� ftZu� dkõb� eoKr/� T[jh� toNheb� ftZu� th� dkõb� j'� ikt/rk.� i/� n;hA� � f;b?ZeôB� B{z�

w'Nk�iK�gsbk�eoBk�ukj[zd/�jK�sK�n;hA�;jh�d/�fuzBP�B{z�jNk�;ed/�jK.

fuZso�5H7
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5H1H2H3H3H2�;feT{�(Skew)

oh;kJh÷� ns/� ;feT{� vkfJbkr� pke;� dk� j/mbk� fjZ;k� ;kBz{� f;b?ZeôB� B{z� ;feT{� eoB� dh� ;j{bs�

fdzdk� j?.� id'A� n;hA� fJ;� nkgôB� dh� tos'A� eod/� jK� sK� fJj� ;kvh� f;b?ZeôB� ftZu� fJZe� tZvk� pkovo�

J/ohnk� ôkwb� eo� fdzdh� j?� sKi'� ;kvh� s;tho� dk� e'Jh� fjZ;k� eZN� Bk� j'� ikt/.� i/eo� fJ;� soPK� j[zdk� j?� sK�

Undo�T[Zs/�efbZe�eo'�ns/�fJ;�tko�nkgDh�f;b?ZeôB�B{z�tZvk�eoe/�d[pkok�e'ô;�eo'.

fuZso�5H8�;feT{

(fuZso� 5H8)� ftZu� fdykfJnk� Bhbk� vZpk� 20� fvroh� j"oh÷"ANb� fdôk� ftZu� ;feT{� ehsk� frnk� j?.�

n;hA�j"oh÷"ABNb�ns/�toNheb�d'jK�fdôktK�ftZu�f;b?ZeôB�B{z�;feT{�eo�;ed/�jK.�

5a1a2a4a3�o'N/N�iK�øfbZg�(Rotate Or Flip)

fJj� whB{z� f;b?eN� ehsh� s;tho� B{z� yVQthA� fdôk� ftZu� toNhebh� iK� b/NthA� fdôk� ftZu� j"oh÷"ANb�

ftZu� fwoo� (Mirror)� fJw/i� pDkT[D� ftZu� ;kvh� wdd� eodk� W� ns/� s;tho� Bz{� 90� fvroh� Ós/� x[wkT[D�

ftZu�th�wdd�eodk�j?.

fuZso�5H9�o'N/N�iK�øfbZg

i/eo� n;hA� fe;/� uh÷� B{z� fJZe'� tork� pDkT[D� dh� e'ôô� eo� oj/� jK� sK� fwoo� (Mirror)� fJw/i� fJ;�

ezw� B{z� ;"yk� pDk� fdzdh� j?.� nfijk� eoB� bJh� T[gbpX� s;tho� d/� nZX/� Gkr� Bz{� ekgh� eo'� ns/� fJ;� ekgh�

ehs/�Gkr�Bz{�x[wk�e/�T[;/�nZXh�s;tho�Bkÿ�i'V�fdU.

fJBtoN� ebo� L� id'A� n;hA� ehsh� j'Jh� f;b?ZeôB� Ós/� okJhN� efbZe� eod/� jK� sK� fJZe� BtK� nkgôBK�

dk� ;w{j� B÷o� nkT[Adk� j?� fi;� ftZu� eZN,� ekgh,� g/;N,� eokg,� f;b?ZeN� nkb,� fJBtoN� f;b?ZeôB,�

fvbhN,� o'N/N,� oh;kJh÷� j[zdhnK� jB.� fJBtoN� ebo� nkgôB� fJZe� nfijh� nkgôB� j?� i'� fJ;/� whBz{� ftZu�

T[gbpX� j[zdh� j?.� fJBtoN� ebo� nkgôB� fJZe� ekÿ/� ozr� d/� wk;e� (Mask) ftZu� fuZN/� nZyoK� B{{z�

pDkT[D� ftZu� wdd� eodh� j?� sK� fe� T[j� N?Ze;N� ôkBdko� fbfynk� fdykJh� d/t/.� jw/ôKfJBtoN� ebo� �

;k h� f;b?ZeôB� bN� ozr B� - i/eo� n;hA� ekÿk� ozr� f;b?ZeN� eoB �v s'A� T[ � pDk� fdzdk� j?.� T[dkjo �  s'A pknd

fJBtoN�ebo� /Z � ; ; �ozr� t rkT[ s efbZe�eod/�jK�sK�fJj� kB{{z� ød? fdyk�d/ / .
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fuZso�5H10�fJBtoN�ebo

5H1H3�N{b�whB{z�(Tool Menu)

fuZso�5H11�N{b�whB{z

5H1H3H1�g?ZBf;b�

g?ZBf;b� N{b� dh� tos'A� ;[szso� bkJhB� bkT[D� bJh� ehsh� iKdh� j?� iK� fco� g?ZBf;b� N{b� dh� tos'A�

÷{w-fJB�ftT{�ftZu�fge;b�ti'A�N?Ze;N�B{z�n?fvN�eoB�bJh�ehsh�iKdh�j?.

fuZso�5H12�g?ZBf;b�N{b

id'A� n;hA� g?ZBf;b� N{b� dh� tos'A� eoe/� ezw� eod/� jK� sK� wkT{;� dk� yZpk� pNB� dpk� e/� ebo-1� ns/�

;Zik�pNB�dpk�e/�ebo-2�Bkÿ�vokn�ehsk�iKdk�j?.

B'N� L� g/AN� ftZu� s;tho� d/� ebo� 1� ø'orqkT{[Av� ebo� ti'A� tofsnk� iKdk� j?� ns/� ebo� 2� p?erqkT{Av�

ebo� ti'A� tofsnk� iKdk� j?.� � n;hA� g?ZBf;b� dh� w'NkJh� (thickness)� Bz{� ;kJh÷� N?p� dh� wdd� Bkÿ� 1,� 2,�

3�iK�4�fge;bK�sZe�tXk�;ed/�jK�iK�fco�ezNo'bFehn�d/�Bkÿ� �dpk�e/�tXk�ns/�ezNo'bFehn�d/�‘+’

Bkb��‘-’��dpk�e/�xNk�;ed/�jK.

5H1H3H2�føZb�ftZd�ebo�(Fill with color)

føZb� ftZd� ebo� N{b� Bkÿ� n;hA� fJZe� y/so� B{z� fJZe'� jh� ozr� Bkÿ� God/� jK.� ebo-1� dh� tos'A� n;hA�

wkT{;�dk�yZpk�pNB�dpk�e/�ns/�ebo-2�dh�tos'A�n;hA�wkT{;�dk�;Zik�pNB�dpk�e/�eo�;ed/�jK.
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fuZso�5H13�føZb�ftd�ebo

id'A� n;hA� tZy-tZy� ozr� ns/� ô/v� tosd/� jK,� T[;� ;w/A� fJj� N{b� ;øbsk� g{ote� ezw� BjhA� eodk.� �

føZb�ftd�ebo�N{b�jw/ôK�;"fbv�(Solid)�ebo�jh�Godk�j?.

5H1H3H3�N?Ze;N�N{b�(Text Tool)

g/AN�d/�fgSb/�to÷B�dh�soPK�jh�N?Ze;N�N{b�dh�tos'A�N?Ze;N�GoB�bJh�ehsh�iKdh�j?.

fuZso�5H14�N?Ze;N�N{b

N?Ze;N� fbyDk� ô[o{� eoB� bJh,� gfjbK� N?Ze;N� N{b� T[Zs/� efbZe� eo'.� � eo;o� fJB;oôB� pko� ftZu�

pdb� iKdk� j?.� � fJ;� eo;o� Bz{� fyZud/� j'J/� fJZe� pke;� pDkU� fi;� ftZu� ;kvk� b'VhAdk� N?Ze;N� nk� ikt/.� � �

T[;�;w/A�;kB{z�T[;�N?Ze;N�pke;�d/�pkjo�efbZe�BjhA�eoBk�ukjhdk.

N?Ze;N�N{b-pko�dh�ftzv'�j/m�fdykJ/�nB[;ko�j't/rh.

fuZso�5H15��N?Ze;N�N{b-pko

j[D�n;hA�nkgDk�N?Ze;N�dkõb�eo�;ed/�jK.

N?Ze;N�B{z�ackow?N�eoBk�L

1H NkJhg�ehs/�rJ/�N?Ze;N�B{zz�f;b?ZeN�eo'.

2H c'AN� B/w� pke;� d/� nzs� ftZu� fdykJ/� n?o'� T[Zs/� efbZe� eo'� sKi'� c'AN;� dh� ;{uh� j/mK� B{z� y[ZbQ� � � � � � � � � � � � � � � � � � � � � � � � � � � � � �

ikt/.

3H fpBK� wkT{;� dk� pNB� dpkJ/,� nkgD/� eo;o� B{z� c'AN� ;{uh� ftZu� T[Zgo� s'A� j/mK� x[wkU.� fJ;� soPK�

eoB� Bkÿ� NkJhg� ehs/� j'J/� N?Ze;N� dh� fdZy� ø'AN� d/� nB[;ko� pdbdh� fdykJh� d/t/rh.� fJjBK�
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ftZu'A� fijVk� ø'AN� ;kB{z� g;zd� nkt/,� T[;� d/� Bkw� Ós/� efbZe� eoe/� n;hA� N?Ze;N� Ós/� ;?ZN� eo� ;ed/�

jK.

4H ø'AN�fb;N�pzd�j'�ikt/rh.

5H n;hA�fJ;�gqfefonk�B{z�c'AN�;kJh÷�T[s/�th�d[jok�;ed/�jK.

6H n;hA�p?erokT{Av�B{z�th�NoK;g/o?AN�s'A�Ug/e�iK�Ug/e�s'A�NoK;g/o?AN�ftZu�pdb�;ed/�jK.

7H n;hA�ebo-1�ns/�ebo-2�d't/A�jh�pdb�;ed/�jK.

B'N� L� i/eo� n;hA� N?Ze;N� d/� nzs� ftZu� n?ANo-ehn� B{z� dpkT[Ad/� jK� sK� N?Ze;N� pke;� B{z� g/i� ftZu�

fyZuD� dk� ezw� eo� ;ed/� jK,� fyZu� e/� fJZe� iK� d{ih� soø� B{z� tZvk� eo� ;ed/� jK.� nkgD/� N?Ze;N� B{z�

N?Ze;N� pke;� d/� ftueko� nkgD/-nkg� BjhA� oZfynk� ik� ;edk.� fJ;� ezw� bJh� nkgD/� eo;o� B{z� N?Ze;N�

d/�ô[o{�ftZu�oZy'�ns/�;g/;-pko�dh�tos'A�eoe/�N?Ze;N�B{z�;?ANo�nbkJhB�ehsk�ik�;edk�j?.

fuZso�5H16

n;hA� fJZe� jh� N?Ze;N� pke;� ftZu� tZy-tZy� ozr,� ;kJh÷� ns/� ø'AN� B{z� tos� e/� tZy-tZy� soPK� Ós/�

N?Ze;N� NkJhg� eo� ;ed/� jK,� id'A� n;hA� N?Ze;N� ftZu� pdbkn� eod/� jK� sK� f;oø� f;b?ZeN� ehs/� j'J/�

N?Ze;N� ftZu� jh� pdbkn� j[zdk� j?.� id'A� n;hA� N?Ze;N� pke;� ftZu� nkgD/� N?Ze;N� dh� n?fvfNzr� g{oh� eo�

b?Ad/� jK� sK� n;hA� N?Ze;N� pke;� d/� pkjo� g/i� T[Zs/� feXo/� th� efbZe� eo� fdzd/� jK� sK� N?Ze;N� N{bpko�

fd;Dk� ökfJp� j'� iKdk� j?� ns/� N?Ze;N� th� g/AN� dh� s;tho� dk� fjZ;k� pD� iKdk� j?� s/� T[;� N?Ze;N� B{z� w[V�

pdfbnk�th�BjhA�ik�;edk.

5H1H3H4�fJo/÷o�(Eraser)

fJo/÷o� N{b� dh� wdd� Bkÿ� n;hA� wkT{;� dk� yZpk� pNB� dpkT[Ad/� j'J/� s;tho� B{z� fwNk� ;ed/� jK.� fi;�

uh÷� T[go� n;hA� fJo/÷o� Bz{� vo?r� eod/� jK,� T[;� EK� dk� ozr� p?erokT{Av� ebo-Color-2� ftZu� pdb�

iKdk� j?.� n;hA� fJo/÷o� dk� ;kJh÷� ezNo'bFehn� d/� Bkÿ�‘+’� tos� e/� tXk� ns/� ezNo'bFehn� d/� Bkb�‘–’�

tos�e/�xNk�;ed/�jK.

fuZso�5a17�fJo/÷o
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wkT{;� dk� ;Zik� pNB� dpkT[D� Bkÿ� fJo/÷o� N{b� ebo� d/� fge;b� s'A� ebo-2� d/� fge;b� ftZu� pdb�

fdzdk�j?�ns/�fe;/�j'o�uh÷�Ós/�e'Jh�gqGkt�BjhA�g?Adk

5a1a3a5�ebo-fgZeo�(Color Picker)

ebo-fgZeo� N{b� dh� tos'A� ø'orokT[Av� iK� p?erokT{Av� ebo� Bz{� ;?ZN� eoB� ns/� fe;/� ozr� Bz{� s;tho�

d/� ozr� Bkÿ� w?u� eoB� bJh� (fwbkT[D)� ehsh� iKdh� j?.� � fJj� w[Zy� s"o� Ós/� T[;� t/b/� bkj/tzd� j[zdk� j?� id'A�

s;tho� d/� ozr� g?b/N� d/� ftZu� fdZs/� ozrK� s'A� tZyo/� j[zd/� jB.� g/AN� ftZu� vokfJzr� eod/� ;w/A� s;tho� ftZu�

ozr�fgZe�eoe/�n;hA�fJ;�rZb�dh�s;Zbh��eo�;ed/�jK�fe�n;hA�T[jh�ozr�tos�oj/�jK�i'�n;hA�vokfJzr�

eod/�;w/A-tofsnk�;h�sKfe�;kv/�ozr�nkg;�ftZu�w?u�(fwÿ)�j'�ikD.

fuZso�5a18�eboFfgZeo

T[djkoB� bJh� id'A� n;hA� ÷{w� fJzB� eod/� jK� ns/� g?ZBf;b� N{b� dh� tos'A� eofdnK� T[;� irQk� T[Zs/� ezw�

eo� oj/� jz[d/� jK,� fiZE/� bkb� ozr� d/� pj[s� ;ko/� ô/v� j'D.� � n;hA� T[jBK� ftZu'A� e'Jh� fJZe� ô/v� tosDk� ukj[zd/�

jK.��T[;/�t/ÿ/�N{b�fJZe�g?ZBf;b�N{b�ftZu�pdb�ikt/rk�ns/�;kv/�wB-ukj/�ozr�Bkÿ�b'fvv�j't/rk.

5a1a3a6�w?rBhøkfJo�N{b�(Magnifier Tool)

w?rfBøkfJo�N{b�;kvh�s;tho�d/�fe;/�Gkr�Bz{�÷{w�fJzB�eoB�bJh�tofsnk�iKdk�j?.��w?rBhøkfJo�

Bz{� T[;� irQk� T[Zgo� efbZe� ehsk� ik� ;edk� j?� fi;� Bz{� n;]� B÷dhe� s'A� d/yDk� ukj[zd/� jK.� � yZp/� pNB� Bz{�

efbZe�eoe/�n;hA�B÷dhe�d/�ftT{�ftZu�ik�;ed/�jK�ns/�;Zi/�pNB�Bz{�dpk�e/�÷{w�nkT{N�j'�;ed/�jK

fuZso�5a19�w?rfBøkfJo�N{b

5a1a4�p[oô�(Brushes)

p[oô� dh� wdd� Bkÿ� n;hA� eJh� soQK� dhnK� ftvE� (p[oô� dh� w[NkJh)� ns/� N?Ze;uo� Bz{� tos� ;ed/� jK.� �

ftvE� (Width)� Bz{� p[oô� ns/� ;kJh÷� N{b� d'AjK� Bkÿ� ezNo'b� ehsk� iKdk� j?� id� fe� N?Ze;uo� Bz{� p[oô� Bkÿ�

ezNo'b�ehsk�iKdk�j?.

fuZso�5a20�p[oô

j/mK� fdykJ/� g/AN� ftZu� fdZs/� rJ/� p[oôK� dh� tos'A� eoe/� fJZe'� ozr� ns/� fJZe'� ftvE� Bz{� tos� e/�

bkJhBK�fyZuhnK�rJhnK�jB.
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fuZso�5a21

5a1a5�ô/g; (shapes)

ô/g;� r?boh� ftZu� o?eN?Arb,� okTA{fvv� foeN?Arb,� n?fbg;� (ellipse)� ns/� øoh� j?Av� g'bhrB� d/� Bkb�

bkJhB� N{b� ns/� eot� bkJhB� N{b� th� t/fynk� ik� ;edk� j?.� � fJZE/� j'o� pj[s� ;kohnK� ô/g;� fit/A� fe� n?o',�

;ghu�p?b{B,�eJh�soQK�d/�sko/�ns/�eJh�j'o�ôkwb�j[zdhnK�jB.

fuZso�5a22�ô/g;

n;hA�ô/g;�r?boh�Bz{�ô/g;�s;tho�d/�j/mK�fdZs/�rJ/�n?o'�Ós/�efbZe�eoe/�y'bQ�;ed/�jK�ns/�T[;�ô/g�

T[Zs/�efbZe�eo�;ed/�jK�fi;�Bz{�n;hA�vokn�eoBk�ukj[zd/�jK.

fuZso�5a23

f;ZXhnK� bkJhBK� L� wkT{;� dk� yZpk� pNB� dpk� e/� f;ZXhnK� bkJhBK� pDkJhnK� ik� ;edhnK� jB� ns/�

fJj� ebo-1� dh� tos'A� eoe/� pDdhnK� jB� ns/� wkT{;� dk� ;Zik� pNB� dpk� e/� ebo-2� dhnK� bkJhBK�

pDkJhnK�ik�;edhnK�jB.��i/eo�n;hA�fôøN�ehn�dpk�e/�oZyKr/�sK�bkJhB�fpbe[b�f;ZXh�pD/rh.
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eotv� bkJhB� L� eot� Bz{� vokn� eoB� bJh� eotv� bkJhB� N{b� Bz{� efbZe� eo'.� fco� nkT{[N-bkJhB�

pNB� Bz{� efbZe� eo'� ns/� nkgD/� wBg;zd� ozr� iK� N?Ze;uo� Bz{� u[D'.� � j[D� ;kJh÷� fgeuo� d/� j/mK� efbZe�

eo'��ns/�bkJhB�dh�w[NkJh�u[D'.

fuZso�5a24�eotv�bkJhBK�

n?fbg;,� o?eN?Arb,� ;oeb� ns/� ;e[J/no� (tor)� L� i/eo� n;hA� fpbe[b� ;jh� ô/g� fit/A� fe� fJZe�

;e[J/no� (tor)� iK� fJZe� ;oeb� pDkT[Dk� ukj[zd/� jK� sK� ;kBz{� vokn� eod/� ;w/A� fôøNFehn� Bz{� dpk� e/�

oZyDk�ukjhdk�j?.

øoh� j?Av� g bhrB�(Free hand polygon) L�" øoh� j?Av� g"bhrB� vokn� eoB� bJh� r?boh� ftZu� g"bhrB�

pNB� T[Zs/� efbZe� eo'.� � wkT{;� dk� pNB� dpk� e/� oZy'� ns/� g"bhrB� dh� gfjbh� bkJhB� vokn� eo'.� � fco�

wkT{;� dk� pNB� SZv� fdU� ns/� T[;� irQk� efbZe� eo'� fiE/� nrbh� bkJhB� õsw� j'Dh� j't/.� � nyhob/�

fpzd{nK� bJh� T[;� ;w/A� sZe� efbZe� eo'� id'A� sZe� s[;]� ô/g� Bz{� g{ok� BjhA� eo� b?Ad/.� T[gozs� vpb� efbZe�

eo'.

fuZso�5a25�øoh�j?Av�g"bhrB

5a1a6�;kJh÷�N{b

fJj� N{b� T[;� ;w/A� n?efNt� j[zdk� j?,� id'A� n;hA� p[oô� dh� u'D� iK� ô/g� dh� u'D� ehsh� j't/.� � nkgD/� p[oô�

iK�ô/g�Bz{�u[DB�s'A�pknd�;kJh÷�N{b�d/�j/mK�;kBz{�fJZe�n?o'�fdykJh�d/t/rk�ns/�n;hA�fJ;�Bkÿ�bkJhB�

dh�w[NkJh�u[D�;ed/�jK.��bkJhB�dh�w[NkJh�p[oô�dh�u'D�T[Zs/�fBoGo�eodh�j?.

fuZso�5a26�;kJh÷�N{b
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5a1a7�ozr�(Color)

fopB�d/�ebo�;?ZeôB�d/�fszB�Gkr�j[zd/�jB�L

1 pke;�i'fe�n?efNt�ozr�fdykT[Ad/�jB�L�ebo-1,�ebo-2

2a ebo-g?b/N

3a n?fvN�ebo�pNB.

1a ebo-pke;�L

  

    

���������������������������������������fuZso�5a27���������������������������������������fuZso�5a28

ebo-1� L� ebo-1� ø'oroKT{Av� ebo� j[zdk� j?� ns/� id'A� n;h� g/AN� y'bQd/� jK� sK� fJj� jw/ôK� ekÿk� j[zdk� �

j?.

ebo-2� L� ebo-2� p?erokT{Av� ebo� j[zdk� j?� ns/� id'A� n;hA� g/AN� y'bQd/� jK� sK� fJj� jw/ôK� ;ø?d� jz[dk�

j?.

2a ebo� g?b/N� L� id'� n;]� e'Jh� s;tho� pDkT[Ad/� jK� sK� ebo� g?b/N� dhnK� T[ZgobhnK� d'� � bkJhBK�

g/AN� ftZu� w"i{d� ozrK� Bz{� fdykT[AdhnK� jB.� � j/mK� tkÿh� õkbh� ;[e/no÷� dh� bkJhB� T[jBK� ozrK� Bz{�

fdykT[Adh�j?�fijV/�fe�n;hA�nkgD/�ezw�d/�d"okB�pDkT[Ad/�jK.��id'A�n;hA�fJZe�tko�g/AN�dh�ftzv'�Bz{�pzd�

eo�fdzd/�jK�sK�pDkJ/�rJ/�ozr�õsw�j'�iKd/�jB.

fuZso�5a29�ozr

3a n?fvN�ebo�L�n?fvN�ebo�pNB�;kBz{�n?fvN�ebo�vkfJbkr�pke;�ftZu�b?�iKdk�j?.

fuZso�5a30 �n?fvN�ebo

52

Downloaded from https:// www.studiestoday.com

Downloaded from https:// www.studiestoday.com



n?fvN�ebo�vkfJbkr�pke;�j/mK�fdykJ/�nB[;ko�j?�L

fuZso�5a31�n?fvN�ebo�

fJZE/� n;hA� fe;/� th� ozr� Bz{� n?e;N?Afvv� g?b/N� s'A� u[D� ;ed/� jK� ns/�‘Add to Custom Colors'� pNB�

Ós/� efbZe� eo� ;ed/� jK.� � fJZE/� f;oø� fJZe� ozr� Bz{� jh� g?b/N� d/� j/mb/� ;e[J/noK� ftZu� ôkwb� ehsk� ik�

;edk� j?.� � j'o� ozr� ôkwb� eoB� bJh� ;kBz{� d[pkok� fJ;� vkfJbkr� pke;� ftZu� nkT[Dk� gt/rk� ns/� jo/e�

tko,�fJZe�ozr�jh�ôkwb�ehsk�ik�;edk�j?.�

5a2�ftT{N?p�fopB�(View Tab Ribbon) 

nrbk� fjZ;k� ftT{N?p� fopB� pko/� ftnkfynk� eo� fojk� j?.� � fJ;� ftZu� w[Zy� nkgôBK� j[z[dhnK� jB� L�

i{w,�ô'n�iK�jkJhv�ns/�fv;gb/n.

5a2a1�÷{w

÷{w-fJzB� ns/� nkT{N� Bz{� fJZeZbk� th� tofsnk� ik� ;edk� j?� iK� fco� fopB� T[Zs/� ÷{w� N{b� Bkb� ik�

;N/N;� pko� T[Zs/� ;bkJhvo� Bkÿ� th� tofsnk� ik� ;edk� j?.� � ÷{w� fJzB� ns/� ÷{w� nkT{N� N{b÷� Bz{� f÷nkdk�

B/V/� iK� d{o� s'A� d/yD� bJh� tko-tko� efbZe� ehsk� ik� ;edk� j?.� � 100%� nkgôB� ;kBz{� tkg;� s;tho� d/�

Bkowb�ftT{�ftZu��b?�e/�nkT[Adh�j?.

5a2a2�ô'n�iK�jkJhv

ftT{�N?p�fopB�d/�fJ;�fjZ;/�ftZu�ôkwb�j[zd/�jBL

å ;N/N;� pko� bJh� ô'n� iK� jkJhv� nkgôB$;N/N;� pko� uh÷K� Bz{� ;jh� irQk� Bz{� vokn� eoB� bJh�

bkj/tzd�j[zdh�j?.

å rfoZv�bkJhBK�;kBz{�ô/g;�Bz{�;jh�irQk�Ós/�oZyD�ftZu�wdd�eodhnK�jB.

å o{bo�i'fe�nkgDh�÷o{os�d/�w[skpe�bkJ/�iK�jNkJ/�ik�;ed/�jB.
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5a2a3�fv;gb/n

fv;gb/n�;?ZeôB�d/�T[Zgo�n;hA�ø[Zb�;eohB�ftT{�Bz{�efbZe�eo�;ed/�jK.��n;hA�F11�ehn�Bz{�dpk�

e/� th� ø[Zb� ;eohB� ftT{� d/y� ;ed/� jK.� � B"owb� ftT{� ftZu� tkg;� nkT[D� bJh�Esc� ehn� dh� tos'A� ehsh�

ik�;edh�j?.��

å EzwB/b�(Thumbnail)�L id'A� n;hA� ÷{w-fJzB� eod/� jK,� fJj� T[;� ;w/A� n?efNt� j[zdk� j?.� fJj� ;kvh�

s;tho�ftZu�ehs/�rJ/�pdbkn�Bz{�B"owb�ftT{�ftZu�fdykT[Adk�j?.�

:kd�oZyD�:'r�rZbK

1a j'w�N?p�fopB�ftZu�pj[s�;ko/�N{b÷�j[zd/�jB�i'fe�g/AN�ftZu�tos/�iKd/�jB.

2a efbZg�p'ov�whBz{�dhnK�fszB�nkgôBK�j[zdhnK�jB�L-�eZN,�ekgh,�g/;N.

3a ;G� s'A� T[Zgob/� pNB� i'fe� vkfJwzv� ô/g� ftueko� bkJhB� j?,� T[;� Bz{� eo"g� fejk� iKdk� j?.� � fJj�

;kvh�s;tho�Bz{�eo"g�eoB�ftZu�wdd�eodk�j?�sK�i'�u[fDnk�j'fJnk�fjZ;k�jh�pkeh�pu/.

4a fJo/÷o�N{b�dh�wdd�Bkÿ�n;hA�wkT{;�dk�yZpk�pNB�dpkT[Ad/�j'J/�s;tho�Bz{�fwNk�;ed/�jK.

5a ÷{w-fJzB� ns/� nkT{N� Bz{� fJZefbnK� jh� tofsnk� ik� ;edk� j?� iK� fco� fopB� T[Zs/� ÷{w� N{b� Bkÿ�

iK�;N/N;�pko�T[Zs/�;bkJhvo�Bkÿ�th�tofsnk�ik�;edk�j?.

nfGnk;

1a ;jh�T[Zso�dh�u'D�eoe/�õkbh�EKtK�Go'�L

1a efbZg�p'ov�whBz{�dhnK�fszB�nkgôBK�j[zdhnK�jB.��eZN,�ekgh�ns/�aaaaaaaaaaaaaaaaaaaaaaa�

(1)�g/;N (2)�w{t (3)�eb'÷ (4)�o{w

2a ;G�s'A�T[Zgobk�pNB�i'�fe�vkfJwzv�ô/g�ftueko�bkJhB�j?�T[;�Bz{�aaaaaaaaaaaaaaaaaaaaaaa� �fejk�

iKdk�j?.

(1)�g/;N (2)�eZN (3)�ekgh (4)�eo"g

3a aaaaaaaaaaaaaaaaaaaaaaa�N{b�g?ANkrB�vokn�eoB�bJh�tofsnk�iKdk�j?.�

(1)�No?Arb (2)�foeN?Arb (3)�g?ANkrB (4)�j?e;krB

4a fJo/÷o� N{b� dh� wdd� Bkÿ� n;hA� wkT{;� dk� aaaaaaaaaaaaaaaaaaaaaaa� pNB� dpkT[Ad/� j'J/� s;tho� Bz{�

fwNk�;ed/�jK.

(1)�yZpk (2)�;Zik (3)�;eo"b (4)�e'Jh�BjhA

5a i/�n;hA�wkT{;�dk�aaaaaaaaaaaaaaaaaaaaaaa�pNB�dpkT[Ad/�jK�sK�ebo-2�dh�tos'A�j[zdh�j?.

(1)�yZpk (2)�;Zik (3)�;eo"b (4)�e'Jh�BjhA
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2a� ;jh$rbs�dZ;'A�L

1a n?fbg;�N{b�dh�wdd�Bkÿ�n;hA�;e[J/no�pDk�;ed/�jK.

2a fJo/÷o�N{b�øoh�j?Av�vokfJzr�eoB�d/�ezw�nkT[Adk�j?.

3a p[oô�N{b�dh�tos'A�ebo-;go/n�eoB�bJh�ehsh�iKdh�j?.

4a vokfJzr�iK�toeFy/so�T[j�EK�j[zdh�j?�fiZE/�n;hA�s;thoK�pDk�;ed/�jK.

5a N?Ze;N�N{b�dh�tos'A�s;tho�ftZu�N?Ze;N�GoB�bJh�ehsh�iKdh�j?.

3a S'N/�T[ZsoK�tkÿ/�gqôB�L

1a j'w�N?p�fopB�eh�j[zdk�j?�<

2a j'w�N?p�fopB�d/�w[Zy�GkrK�d/�Bkw�fby'.

3a N{b�whBz{�ftZu�w"i{d�N{b÷�d/�Bkw�fby'.

4a ;kJh÷�N{b�eh�j[zdk�j?�<

5a p[oô�pko/�dZ;'.

4a tZv/�T[ZsoK�tkÿ/�gqôB�L

1a ftT{N?p�fopB�dk�toBD�eo'.

2a j'w�N?p�fopB�d/�ebo�;?ZeôB�d/�GkrK�dk�toBD�eo'.

3a oh-;kJh÷�ns/�;feT{�nkgôB�pko/�fby'.

4a N?Ze;N�N{b�eh�j[zdk�j?.��N?Ze;N�Bz{�økow?N�fet/A�ehsk�iKdk�j?<

5a ô/g;�whBz{�pko/�ft;sko�Bkÿ�fby'.

5a j/m�fdykJ/�N{b÷�d/�Bkw�dZ;'.

   

 

 

 

j/m�fdZshnK�ô/g;�d/�Bkw�dZ;'.

   
 
 
 

aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa
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fJ;�gkm�d/�T[d/ô

6H1� jkovt/no�eh�j?<

6H2 ;køNt/no�eh�j?<

6H3 ;køNt/no�dhnK�fe;wK

6H4 f;;Nw�;køNt/no�ns/�n?gbhe/ôB�;køNt/no

6a5 jkovt/no��ns/�;køNt/no�ftZu�;zpzX

ikDFgSkD�(Introduction)

ezfgT{No� fJZe� fJj'Ffijh� fJb?eNqkfBe� wôhB� j?� i'fe� vkNk� Bz{� ;N'o� eodh� j?� Gfty� ftZu� fdykT[Adk�

j?,� gq';?Z;� eodh� j?� ns/� T[;� Bz{� fjdkfJsK� okjhA� gq'rokw� ehsk� ik� ;edk� j?.� � ezfgT{No� jkovt/no� ns/�

;køNt/no�d/�;[w/b�s'A� pDdk�j?�i'fe�fJZeFd{i/� Ós/�fBoGo�eod/�jB�fJ;�dk�noE�j?� fe�;køNt/no�s'A�

fpBK� jkovt/no� ;hwkFpZX� j'� iKdk� j?� ns/� jkovt/no� s'A� fpBK� ;køNt/no� ;jh� Yzr� Bkÿ� BjhA� uZb�

;edk.��jkovt/no�ns/�;køNt/no�Bz{�g{oh�;woZEk�Bkÿ�ezw�eoB�bJh�fJZe-d{i/�dh�÷o{os�g?Adh�j?.

6H1�jkovt/no�(Hardware)�eh�j?�<

ezfgT{No� dh� d[Bhnk� ftZu� jkovt/no� G"fse� GkrK� fit/A� fe� ehnFp'ov,� wkT{;,� fgqzzNo,� w'BhNo� B{z�

fejk� iKdk� j?� i'fe� fJZe� g{ok� ezfgT{No� f;;Nw� pDkT[Ad/� jB.� n;hA� ezfgT{No� B{z� fJBg[ZN� fdzd/� jK� ns/�

nkT{N� g[ZN� b?Ad/� jK.� jkovt/no� ftZu� vkNk� ;N'o� ns/� gq';?Z;� ehsk� iKdk� j?.� jkovt/no� B{z� S{j� ;ed/� jK�

ns/�wfj;{;�eo�;ed/�jK.�

jkovt/no�dhnK�ftô/ôsktK�L

1a jkovt/no�B{z�n;hA�S{j�;ed/�jK.�

2a jkovt/no�Bz{�wfj;{;�eo�;ed/�jK.

3a fJj�EK�x/od/�jB.�

4a fJ;�ftZu�vkNk�;N'o�ns/�gq';?Z;�eo�;ed/�jK.

6pwT
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fuZso�6a1

6H1H1�ezfgT{No�e/;�(Computer Case)

ezfgT{No� e/;� B{z� ezfgT{No� u?Z;h� iK� f;;Nw� :{fBN� iK� e?pfBN� nkfd� d/� Bkw� Bkÿ� jh� ikfDnk� iKdk�

j?.� f÷nkdkso� fJj� fJZe� gbk;fNe� iK� Xks{� (Metal)� dk� pke;� j[zdk� j?� fi;� ftZu� ezfgT{No� d/� w[Zy�

Gkr,�fit/A�fe�wdo-p'ov�ns/�jkov�vokJht�nkfd�j[zd/�jB.

fuZso�6H2�ezfgT{No�e/;

6H1H2�wdoFp'ov (Mother Board)

wdoFp'ov� fJZe� gbk;fNe� dh� ôhN� j[zdh� j?� fi;� T[Zs/� ezfgT{No� f;;Nw� d/� tZy-tZy� GkrK� B{z� i'VB�

bJh�eJh�soPK�d/�;oeN$�e[B?ZeNo�w"i{d�j[zd/�jB.
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wdoFp'ov�d/�Bkÿ�i[VB�tkÿ/�jkovt/no�T[geoB�fJ;�soQK�jB�L

fuZso�6a3�wdo�p'ov�d/�Bkÿ�i[VB�tkÿ/�jkovt/no�T[geoB

å jkov� vokJht� L� jkov� vokJht� iK� jkov� fv;e� fJZe� w[Zy� ;N'o/i� vhtkfJ;� j?� i'fe� vkNk� B{z�

gZe/�s"o�Ós/�ezfgT{No�T[Zgo�;N'o�eodk�j?.

å thvhU� ekov� L � thvhU� ekov� fJZe� :zso� iK� vhtkJh;� j?� i'fe� ft÷{nb� ;{uBk� Bz{� w'BhNo� Ós/�

G/idk�j?.

å gq';?Z;o�L� g'q;?Z;o�ezfgT{No�f;;Nw�dk�w[Zy�vhtkJh;�j?�i'�ezfgT{No�gq'rokw�dhnK�fjdkfJsK�B{z�

ubkT[Adk� j?,� i'� ezfgT{No� � d/� noEw?fNe,� b"iheb,� ezNo'b� ns/� fJBg[ZN$nkT{Ng[ZN� tor/� ezwK�

Bz{� eotkT[Adk� j?.� � fJj� ezfgT{No� d/� fdwkö� dh� soQK� ezw� eodk� j?� ns/� ;hagha:{a� d/� Bkw� Bkÿ�

th�ikfDnk�iKdk�j?.

å gZyk� (Fan)� L� jo� fJZe� ezfgT{No� f;;Nw� d/� nzdo� fJZe� gZyk� bZrk� j[zdk� j?� i'� fe�CPU� B{z� pj[s�

f÷nkdk� row� j'D� s'A� pukT[Adk� j?.� gZyk� ezfgT{No� f;;Nw� (e?pfBN)� d/� nzdo� mzYh� jtk�

fbnkT[Adk�j?�ns/�row�jtk�pkjo�eZYdk�j?.

å o?w� (RAM)� L� o?w� fJZe� vkNk� ;N'o/i� � vhtkfJ;� j?� i'� fe� ezfgT{No� d/� wdo� p'ov� T[Zs/� bZrh�

j[zdh�j?.��fJj�t'bkNkJhb�(Volatile) w?woh�j[zdh�j?,�ezfgT{No�d/�pzd�j'D�s'A�pknd�fJ;�ftubh�

;{uBk�BôN�j'�iKdh�j?.�

å gkto�;gbkJh�(SMPS)�L �gkto�;gbkJh�T[j�Gkr�j[zdk�j?�i'�ezfgT{No�Bz{�fpibh�dh�;gbkJh�

fdzdk�j?.�fJ;�Bz{�;ftZu�w'v�gkto�;gbkJh�(n?Z;an?Zwaghan?Z;�)�th�fejk�iKdk�j?.

å ;havha$vhathavha� (CD/DVD)� � o"w� L� fJj� ezfgT{No� ftZu� ;havha� iK� vhathavha� Bz{� ubkT[D�

bJh�tosh�iKdh�j?.
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6H1H3�jkovt/no�B{z�mhe�oZyD�bJh�fXnkB�oZyD:'r�rZbK

i/eo� ezfgT{No� d/� tZy-tZy� GkrK� dh� d/y-Gkÿ� Bk� ehsh� ikt/� sK� fJj� ibdh� õokp� j'� iKd/� jB,�

jkovt/no�B{z�mhe�oZyD�bJh�j/m�fbyhnK�rZbK�dk�fXnkB�oZyDk�ukjhdk�j?.

1H ezfgT{No�d/�GkrK�B{z�;kø�eoBk�ukjhdk�j?.

2H ezfgT{No�B{z�tosD�wro'A�eto��eoBk�ukjhdk�j?.

3H ezfgT{No�d/�GkrK�dhnK�skoK�B{z�BjhA�fyZuDk�ukjhdk.

4H jkovt/no�B{z�mhe�Yzr�Bkÿ�oZyDk�ns/�NZ[ND�s'A�pukT[Dk�ukjhdk�j?.

5H uZbd/�ezfgT{No�d/�GkrK�B{z�;kø�BjhA�eoBk�ukjhdk.

6H ;kø�eoB�bJh�;kø�eZgV/�iK�Bow�p[oô�dh�tos'A�eoBh�ukjhdh�j?.

7H ezfgT{No�d/�B/V/�e[M�ykDk-ghDk�BjhA�ukjhdk.

8H ehn-p'ov�dhnK�eh÷�B{z�÷'o�Bkÿ�BjhA�dpkT[Dk�ukjhdk.

6H2��;køNt/no�(Software)�eh�j?<

fJZe� ezfgT{No� fpBK� fjdkfJsK� d/� fJ;� soPK� j?� fit/A� fe� e'Jh� eko� fpBK� vqkJhto� d/� j[zdh� j?.�

ezfgT{No� B{z� th� ezw� eoB� bJh� eqwtko� fjdkfJsK� dh� b'V� g?Adh� j?.� fjdkfJsK� dh� bVh� B{z� gq'rokw� fejk�

iKdk�j?.�

;køNt/no� g'qrokwK� dk� fJZem� j[zd/� jB� i'� fe� ezfgT{No� jkovt/no� TZ[go� ;N'o� ns/� oB� ehs/� iKd/�

jB.� fJj� :{÷o� B{z� ezfgT{No� Ós/� ezw� eoB� bJh� wdd� eod/� jB.� fJ;� B{z� ;N'o/i� :zso� ftZu� ;N'o� ehsk�

iKdk� j?.� s[;hA� nkg� th� ;køNt/no� pDk� ;ed/� j'.� p÷ko� ftZu� pD/FpDkJ/� ;køNt/no� th� fwÿd/� jB.�

T[dkjoB�ti'A�r/w÷�dhnK�;havha,�g/AN,�n?Zwan?Z;atov�nkfd.�

;køNt/no�dhnK�ftô/ôsktK�L

1a� ;køNt/no�dk�Gko�BjhA�j[zdk.

2a� fJ;�B{z�n;hA�S{j�BjhA�;ed/.�

3a ;køNt/no�jkovt/no�B{z�ezw�eoB�bJh�fjdkfJsK�fdzdk�j?.�

4a fJj�ehwsh�j[zd/�jB.
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fjdkfJsK� d/� ;w{j� Bz{� � (program)� fejk� iKdk� j?� ns/� eJh� ;ko/� gq'rokwK� Bz{� fwÿk� e/gq'rokw �

;køNt/no�(software)�fsnko�ehsk�ikdK�j?.

                         

fuZso�6a4

6H3�;køNt/no�dhnK�fe;wK

;køNt/no�j/m�fby/�d'�soPK�dk�j[zdk�j?L

1H f;;Nw�;køNt/no�(System Software)

2H n?gbhe/ôB�;køNt/no�(Application Software)

6H3H1�f;;Nw�;køNt/no

f;;Nw� ;køNt/no� gq'rokw� dk� fJZem� j[zd/� jB� i'fe� ezfgT{No� dh� nzdo{Bh� ekoi-gqDkbh� ns/�

ezfgT{No� d/� nkgo/ôB� B{z� ezNo'b� eod/� jB.� fJj� fJBg[ZN� :zso� s'A� vkNk� gVQd/� jB� ns/� gq';?Z;� ehsh� j'Jh�

;{uBk� � B{z� nkT{N� g[ZN� :zso� sZe� gjz[ukT[Ad/� jB.� fJj� ezfgT{No� ftZu� nfjw� G{fwek� fBGkT[Ad/� jB.� � fJ;�

s'A� fpBK� ezfgT{No� s'A� e'Jh� th� ezw� BjhA� fbnk� ik� ;edk.� fJj� w?B/io� dh� soPK� ezw� eod/� jB,� T[dkjoB�

ti'AL�nkgo/fNzr�f;;Nw,�:{fNbNh�gq'rokw,�Gkôk�NqK;b/No�nkfd.�

f;;Nw�;køNt/no�dhnK�ftô/ôsktK�L

1a fJ;�dh��ehws�f÷nkdk�j[zdh�j?.

2a f;;Nw�;køNt/no�pDkT[Dk�;"yk�BjhA�j[zdk.�

3a fJj�r[zMÿdko�j[zd/�jB,�fJ;�Bz{�siop/eko�ftnesh�jh�pDk�;edk�j?.

4a f;;Nw�;køNt/no�fpBK,�ezfgT{No�ezw�BjhA�eo�;edk.
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�fuZso�6a5�f;;Nw�;køNt/no

6a3a2�n?gbhe/ôB�;køNt/no�L

n?gbhe/ôB� ;køNt/no� fe;/� õk;� ezw� B{z� eoB� bJh� tos/� iKd/� jB.� n?gbhe/ôB� ;køNt/no�

gq'rokwK� dk� ;w{j� j[zdk� j?� i'fe� gq'rokwo� d[nkok� pDkJ/� iKd/� jB.� fJ;� d[nkok� õk;� soPK� d/� ezw� ehs/�

iKd/� jB,� fit/A� fe� vke{w?AN� fsnko� eoBk,� ;[zdo� pDkT[Dk,� e?be[b/ôB� eoBk,� fo÷bN� pDkT[Dk,�

fog'oNK�fsnko�eoBk,�rqkfce;�T[Zs/�ezw�eoBk�ns/�nkgD/�vkN/�B{z�soshp�ftZu�brkT[Dk�nkfd.�

fuZso�6a5�n?gbhe/ôB�;køNt/no

f;;Nw�;køNt/no�jo/e�ezfgT{No�dh�b'V�j?.�go�n?gbhe/ôB�;køNt/no�tZy-tZy�ezfgT{NoK�ftZu�

tZy-tZy� j'� ;ed/� jB.� nZi� p÷ko� ftZu� pj[s� ;ko/� n?gbhe/ôB� ;køNt/no� T[gbpX� jB,� T[dkjoB� L�

;go?ZvôhN,�tovFgq';?Z;o,�gq?÷BN/ôB�N{b,�rqkfce;�;køNt/no�ns/�vkNkp/;�nkfd.�
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n?gbhe/ôB�;køNt/no�dhnK�ftô/ôsktK�L

1a fJj�tos'Aeko�dh�b'V�Ós/�fBoGo�eodk�j?.

2a fJj�f;;Nw�;køNt/no�d/�w[ekpb/�;;sk�j[zdk�j?.�

3 fJ;�ftZu�s;thoK,�d;skt/÷�fog'oNK�nkfd�n;kBh�Bkÿ�pDkJhnK�ik�;edhnK�jB.

6a4�f;;Nw�;køNt/no�ns/�n?gbhe/ôB�;køNt/no

f;;Nw� ;køNt/no,� n?gbhe/ôB� ;køNt/no� s'A� ekøh� ekoBK� eoe/� fGzB� j?.� nkU� d'AjK� d/� nzso� Bz{�

;wMhJ/L

62

n?gbhe/ôB�;køNt/no

fJj� ezfgT{No� ubkT[D� bJh� bk÷wh� BjhA�

j?.� fJ;� s'A� fpBK� ezfgT{No� ezw� eo� ;edk�

j?.

fJj�pDkT[D�ftZu�;XkoB�j[zdk�j?.��fJ;�Bz{�

xZN� siop/� tkÿk� ftnesh� th� pDk� ;edk�

j?.

fJj�ehws�ftZu�;;sk�j[zdk�j?.

n?gbhe/ôB� ;køNt/no,� jkovt/no� Bkÿ�

f;ZX/� s"o� Ós/� ;zgoe� BjhA� eodk.� fJj�

f;;Nw�;køNt/no�Ós/�fBoGo�eodk�j?.

T[dkjoB�-�g/AN,�n?Zwan?Z;a�tov,�n?Zwan?Z;a�

n?e;?Zb�nkfd.

6a5�jkovt/no�ns/�;køNt/no�ftZu�;zpzX

ezfgT{No� s'A� tXhnk� nkT{Ng[ZN� b?D� bJh� jkovt/no� ns/� ;køNt/no� fJZe� fJekJh� ti'A� fJZem/� ezw�

eod/� jB.� jkovt/no� ns/� ;køNt/no� d't/A� fJZe-d{i/� dh� wdd� s'A� fpBK� ;jh� Yzr� Bkÿ� ezw� BjhA� eo�

;ed/.� � jkovt/no� d/� Gkr� ;køNt/no� d[nkok� ezNo'b� ehs/� iKd/� jB.� T[dkjoB� bJh� idA'� n;hA� p÷ko�

ftZu'A� fJZe� BtK� w'pkJhb� ø'B� ns/� w?woh� ekov� õohdd/� jK� i'fe� jkovt/no� j?.� � n;hA� w?woh� ekov� Ós/�

rkD/�ns/�r/w÷�God/�jK�i'fe�;køNt/no�dh�G{fwek�fBGkT[Ad/�jB.��J/aNhan?Zwa�wôhB�fJ;�dh�fJZe�j'o�

T[dkjoB� j?.� J/aNhan?Zwa� wôhB� fJZe� jkovt/no� j?� ns/� fJ;� wôhB� d/� øzeôB� Bz{� ubkT[D� bJh� i'�

fjdkfJsK� fdZshnK� iKdhnK� jB,� T[j� ;køNt/no� j[zdhnK� jB.� � fJ;/� soQK� tkfôzr� wôhB� fJZe�

jkovt/no�j?�ns/�fiBQK�fjdkfJsK��d[nkok�T[j�eZgfVnK�Bz{�X'Adh�ns/�;[ekT[Adh�j?,�T[j�;køNt/no�j?.

bVh�BzL ���������������f;;Nw�;køNt/no

1 fJj� ezfgT{No� ubkT[D� bJh� bk÷wh� j?.� �

fJ;� s'A� fpBK� ezfgT{No� ezw� BjhA� eo�

;edk.

2 fJj� pDkT[D� ftZu� r[zMÿdko� j[zdk� j?.� � fJ;�

Bz{� pDkT[D� bJh� f÷nkdk� siop/� dh� � b'V�

g?Adh�j?.

3 fJ;�dh�ehws�f÷nkdk�j[zdh�j?.

4 f;;Nw� ;køNt/no,� jkovt/no� Bkÿ� f;ZX/�

s"o� Ós/� ;zgoe� eodk� j?.� fJj� nkgo/fNzr�

f;;Nw�Ós/�fBoGo�eodk�j?.

5 T[dkjoB�L�ftzv',�:{fBe;�nkfd.
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fuZso�6a6

:kd�oZyD�:'r�rZbK

1H ezfgT{No�d/�GkrK�B{z�jkovt/no�fejk�iKdk�j?.

2H jkovt/no�Bz{�n;hA�S{j�;ed/�jK.�fJ;�B{z�wfj;{;�ehsk�ik�;edk�j?.

3H jkovt/no�s'A�mhe�ezw�b?D�bJh�fJ;�B{z�;kø-;[Eok�oZyDk�ukjhdk�j?.

4H fgqzNo,�w'BhNo,�ehn-p'ov,�wkT{;�nkfd�jkovt/no�d/�Gkr�jB.

5H gq'rokwK�d/�;w{j�B{z�;køNt/no�fejk�iKdk�j?.

6H ;køNt/no�d'�soPK�d/�j[zd/�jB.�f;;Nw�;køNt/no�s/�n?gbhe/ôB�;køNt/no.

7H ;køNt/no�B{z�n;hA�S{j�BjhA�;ed/.

8H n?Zwa�nZ?;a�tov,�gkto�g[nkfJzN,�n?e;?Zb�nkfd�n?gbhe/ôB�;køNt/no�dhnK�T[dkjoBK�jB.

nfGnk;

1a ;jh�T[Zso�dh�u'D�eoe/�õkbh�EKtK�Go'�L

1H ezfgT{No�jkovt/no�ns/�aaaaaaaaaaaaaaaaaaaaaaa�dk�;[w/b�j?.�

��� (1)�;køNt/no (2)�n?gbhe/ôB (3)�gq'rokw (4)�;ko/�jh

2H fjdkfJsK�d/�;w{j�B{z�aaaaaaaaaaaaaaaaaaaaaaa�fejk�iKdk�j?.�

��� (1)�;køNt/no (2)�jkovt/no (3)�gq'rokw (4)�n?gbhe/ôB

3H gq'rokw�d/�;w{j�B{z�aaaaaaaaaaaaaaaaaaaaaaa�fejk�iKdk�j?.

���� (1)�jkovt/no (2)�;køNt/no (3)�g';?Z;o (4)�e'Jh�BjhA

4H ;køNt/no�w[Zy�s"o�Ós/�aaaaaaaaaaaaaaaaaaaaaaa�soK�d/�j[zd/�jB.

(1)�d' (2)�fszB (3)�uko (4)�gzi
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5H ezfgT{No�aaaaaaaaaaaaaaaaaaaaaaa�s'A�fpBK�ezw�BjhA�eo�;edk.

(1)�tov (2)�n?e;?Zb

(3)�f;;Nw�;køNt/no (4)�gkto�g[nkfJzN

2a� ;jh$rbs�dZ;'�L

1H ;køNt/no�dk�d{ik�Bkw�jkovt/no�j?.

2H g'qrokw�d/�o{g�ftZu�fdZshnK�ikD�tkÿhnK�fjdkfJsK�B{z�;køNt/no�fejk�iKdk�j?.

3H n;hA�jkovt/no�B{z�BjhA�S{j�;ed/.

4H ;køNt/no� dhnK� d'� fe;wK� j[zdhnK� jB� L-� f;;Nw� ;køNt/no� ns/� n?gbhe/ôB�

;køNt/no.

5H f;;Nw�;køNt/no�dh�ehws�f÷nkdk�j[zdh�j?.

3a j/m�fbfynK�ftZu'A�fejV/�jkovt/no�jB�L

1H jkov�fv;e 2H ;hHvhH�o"w 3H wkT{;

4H n?Zwa�n?Z;a�g/AN 5H gq?÷BN/ôB 6H ehn-p'ov

4a S'N/�T[ZsoK�tkÿ/�gqôB�L

1H jkovt/no�eh�j?<

2H ;køNt/no�eh�j?<

3H d'�soPK�d/�;køNt/no�fejV/�j[zd/�jB<

4H jkovt/no�dhnK�uko�T[dkjoBkA�fdU.

5H ;køNt/no�dhnK�eh�ftô/ôsktK�j[zdhnK�jB<

5a��tZv/�T[Zso�tkÿ/�gqôB�L

1H n?gbhe/ôB�;køNt/no�ns/�f;;Nw�;køNt/no�ftZu�nzso�dZ;'.

2H jkovt/no�B{z�mhe�oZyD�bJh�fejVhnK�rZbK�dk�fXnkB�oZyDk�ukjhdk�j?<

3H tZy-tZy�;køNt/no÷�pko/�ikDekoh�fdU.

4H wdoFp'ov�eh�j?<�fJ;�d/�e¯Jh�gzi�GkrK�pko/�ikDekoh�fdU.
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ro[Zg-ekoi

1a j/m�fdZs/�fuZsoK�d/�BK�fby'�.
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fJ;�gkm�d/�T[d/ô

7a1 fJBg[ZN�:zso

7a2 fJBg[ZN�:zso�dh�tos'A

7a3 ehn-p'ov

7a4 wkT{;

7a5 wkJheo'ø'B

7a6 ;e?Bo

7a7 t?Zp�e?wok

7a8 NZu�g?v

7a9 pkoFe'v�ohvo

7a10 bkJhN�g?ZB

7a11 i[nkfJ�;fNZe

7a12 NZu�;eohB

7a13 No?e�pkb

7a14 w?rB?fNe�fJze�ekov�ohvo

7a15 fvihNkJh÷o

7a16 pkfJUwhNfoe

7a17 fJb?eNqkfBe�f;rB/uo�g?v

ikD-gSkD

ezfgT{No� dk� T[;� ;w/A� sZe� e'Jh� bkG� BjhA� id'A� sZe� fJj� pkjo� dh� d[Bhnk� Bkb� skb-w/b� BjhA�

pDkT[Adk.� � fJBg[ZN� :zsoK� dh� tos'A� ezfgT{No� Bkÿ� ;zuko� eoB� � bJh� ehsh� iKdh� j?.� � ;XkoB� ôpdK�

ftZu� fJBg[ZN� :zso� ezfgT{No� sZe� ;{uBk� b?� e/� nkT[Ad/� jB.� � fJjBK� fJBg[ZN� :zsoK� Bz{� T[geoB� th�

fejk� iKdk� j?� feT[Afe� fJj� ezfgT{No� f;;Nw� ns/� w?woh� d/� Bkÿ� i[V/� j[zd/� jB.� (CPU)� ;hagha:{a� fJeZbk�

e'Jh� ezw� BjhA� eo� ;edk.� � fJ;� Bkÿ� e[ZM� ;jkfJe� :zso� bZr/� j[zd/� jB.� � fJj� :zso� ;hagha:a{� Bz{� ezw�

eoB� ftZu� wdd� eod/� jB.� � e[ZM� :zso� ;hagha:{a� Bz{� fJBg[ZN� fdzd/� jB� ns/� e[ZM� nkT{Ng[ZN� gqkgs� eod/�

jB.� � i'� :zso� ezfgT{No� Bz{� fJBg[ZN� fdzd/� jB,� T[jBK� Bz{� fJBg[ZN� :zso� fejk� iKdk� j?.� � fJ;� gkm� ftZu�

n;hA�fJjBK�:zsoK�pko/�ft;sko�Bkÿ�gVQKr/.

7pwT
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7a1�fJBg[ZN�:zso (Input Device)

fJBg[ZN� :zso� fJZe� nfijk� jkovt/no� :zso� j?� i'� ezfgT{No� Bz{� vkNk� G/idk� j?� ns/� :{÷o� Bz{� T[;�

Bkÿ� skb-w/b� pDkT[D� ns/� ezNo'b� eoB� dh� nkfrnk� fdzdk� j?.� � i'� :zso� ezfgT{No� Bz{� vkNk� ns/�

fjdkfJsK� fdzd/� jB,� T[j� fJBg[ZN� fvtkJh;� ejkT[Ad/� jB.� � fJBg[ZN� :zsoK� dh� b'V� ezfgT{No� Bz{� fJBg[ZN�

d/D�bJh�j[zdh�j?.

7a2�fJBg[ZN�fvtkJh;�dh�tos'A�(Uses of Input Device)

i/eo� ;hagha:{a� ezfgT{No� dk� fdwkö� j?� sK� fJBg[ZN� :zso,� fit/A� fe� ehn-p'ov,� wkT{;,� wkJheq'ø'B�

nkfd� fJ;� dhnK� nZyK� ns/� ezB� jB� i'fe� ezfgT{No� ftZu� ;{uBk� God/� jB.� � fJBg[ZN� :zso� dh� tos'A�

ezfgT{No�Bz{�vkNk�ns/�;{uBk�d/D�bJh�ehsh�iKdh�j?.

e[M�nkw�tos/�iKd/�fJBg[ZN�:zso�j/m�fby/�nB[;ko�jB�-

å ehn-p'ov

å wkT{;

å wkJheq'ø'B

å ;e?Bo�

å t?Zp�e?wok

å NZu�g?v

å pko�e'v�ohvo

å bkJhN�g?ZB

å i[nkfJ�;fNZe

å NZu�;eohB

å No?e�pkb

å w?rB?fNe�fJze�ekov�ohvo

å fvihNkJh÷o

å pkfJUwhNfoe

å fJb?eNqkfBe�f;rB/uo�g?v

7a3�ehn-p'ov�(Key Board)

fJj� fJZe� nkw� tofsnk� ikD� tkbk� fJBg[ZN� :zso� j?.� � fJ;� dh� tos'A� ezfgT{No� ftZu� vkNk� GoB� iK�

G/iD� bJh� ehsh� iKdh� j?.� � fJZe� ehn-p'ov� gfjbK� tos/� ikD� tkÿ/� NkJhg� okJhNo� dh� soQK� fd;dk� j?.� �

ehn-p'ov� T[Zs/� pj[s� ;ko/� pNB� bZr/� jz[d/� jB� fiBQK� Bz{� ehn÷� fejk� iKdk� j?.� � fJ;� ftu� e[ZM� tkX{� eh÷�
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j[zdhnK� jB� i'� tkX{� øzeôB� eoB� bJh� toshnK� iKdhnK� jB.� � ehn-p'ov� dh� tos'A,� nZyo,� ôpd,� Bzpo�

ns/�ftô/ô�fuzBQ�NkJhg�eoB�bJh�ehsh�iKdh�j?.�fJ;�Bz{�fwnkoh�fJBg[ZN�:zso�efjzd/�jB.��nkw�tos'A�

tkÿ/�ehn-p'ov�T[Zs/�104�ehn÷�bZrhnK�j[zdhnK�jB.

fuZso�7a1�ehn-p'ov

ehn÷�dhnK�fe;wK�L��

ehn-p'ov�dhnK�ehn÷�gzi�fe;wK�dhnK�j[zdhnK�jB,�T[j�jB�L

å nbckp?N�ehn÷ (Alphabetic keys)

å fBT{w?foe�ehn÷�(Numeric Keys)

å øzeôB�ehn÷�(Function Keys)

å ;g?ôb�ehn÷�(Special Keys)

å n?o'�ehn÷ (Arrow keys)

fuZso�7a2�ehn÷�dhnK�fe;wK

7a3a1�nbckp?N�ehn÷�(A s'A Z sZe)

nbckp?N� ehn÷� dh� tos'A� nZyoK� Bz{� NkJhg� eoB� bJh� ehsh� iKdh� j?.� � fJj� ehn-p'ov� d/� ftueko�

bZrhnK�j[zdhnK�jB.��A s'A�Z sZe�;kohnK�ehn÷�nbckp?N�ehn÷�nytkT[AdhnK�jB.
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7a3a2�fBT{w?foe�ehn÷

fBT{w?foe� ehn÷� BzpoK� Bz{� NkJhg� eoB� bJh� toshnK� iKdhnK� jB.� � fJj� ehn÷� øzeôBb� � ehn÷�

dh� j/mbh� bkJhB� ftZu� bZrhnK� j[zdhnK� jB.� � ehn� p'ov� d/� ;Zi/� jZE� fJZe� tZyoh� g?v� bZrh� j[zdh� j?.� �

fJ;� T[Zs/� br-gr� 17� eh÷� j[zdhnK� jB.� � fJ;� g?v� Bz{� fBT{w?foe� ehn-g?v� fejk� iKdk� j?.� � fJj� g?v�

e?be{b/No� dh� soQK� j[zdh� j?.� � feT[Afe� fJ;� ftZu� � nzeK� d/� BkÿFBkÿ� rfDs� d/� fBôkB� ns/� n?ANo� tkÿh�

ehn� � j[zdh� j?.� � g?v� d/� T[Zgob/� yZp/� gk;/� Bw� b'e� Bkw� dh� fJZe� ehn� j[zdh� j?.� � fJ;� dk� ;N/N;� ehn� p'ov�

Ós/�bZr/�fJZe�fJzvhe/No�d/�ukb{�j'D�Ós/�B÷o�nkT[dk�j?.�

7a3a3�øzeôBb�ehn÷�(F1�s'A�F12)

fJjBK� dh� frDsh� 12� j[zdh� j?� fJj� F1 s'A� F1 2 sZe� j[zdhnK� jB.� � fJj� ehn� � p'ov� ftZu� ;G� s'A�

T[Zgobh� bkJhB� ftZu� bZrhnK� j[zdhnK� jB.� � jo/e� gq'rokw� ftZu� fJjBK� dk� ezw� tZyok-tZyok� j'� ;edk�

j?.��T[dkjoB�F1 nkw�s"o�Ós/�wdd�(help)�b?D�bJh�tosh�iKdh�j?.

fuZso�7a3�øzeôBb�ehn÷

7a3a4�;g?ôb�ehn÷

jo� ;g?ôb� ehn� e[M� ftô/ô� ezw� eotkT[D� bJh� tosh� iKdh� j?.� � j/mK� e[M� ;g?ôb� ehn÷� ns/� T[jBK�

d/�ezw�fdZs/�rJ/�jB

bVh�BzL ��;g?ôb�ehn�dk�BK �����������������������������������ezw

1 fvbhN�(Delete) eo;o�s'A�;Zi/�jZE�tkÿk�nZyo�fvbhN�eoB�(fwNkT[D�bJh)

2 p?e;g/;�(Backspace) eo;o�s'A�yZp/�jZE�tkÿk�nZyo�fwNkT[D�bJh

3 n?ANo�(Enter) BthA�bkJhB�T[Zs/�ikD�bJh

4 ;g/;�pko�(Space Bar) d'�ôpdK�ftueko�õkbh�EK�SZvD�bJh

5 fôcN�(Shift) fJj� fe;/� d{;oh� ehn� � Bkÿ� fwÿk� e/� tosh� iKdh� j?,� fit/A� fe�

shift�ns/�a�fJeZmk�dpkfJnk�ikt/�sK�tZvk�A�gt/rk.

6 ezNo'b�(Ctrl) fJj� d{;oh� ehn� Bkÿ� fwÿk� e/� tosh� iKdh� j?,� fit/A� fe� gA/N� ftZu�

ctrl ns/�s�fJZemk�dpk�e/�økJhb�Bz{�;/t�ehsk�iKdk�j?.

7 nkbN�(Alt) fJj� d{;oh� ehn� Bkÿ� fwÿk� e/� tosh� iKdh� j?,� fit/A� fe�Alt� ns/�

F4�y[ZbQ/�j'J/�gq'rokw�Bz{�pzd�eoB�bJh�tosh�iKdh�j?.

8 e?g;�bke�(Caps lock) e?g;� bke� tkÿh� ehn� � dpkJh� ikt/� sK� ehn-p'ov� T[Zs/� bZfrnk�

fJzvhe/No� ir� g?Adk� j?� noEks� e?g;� bke� nkB� j'� iKdk� j?.� fJ;�

Bkÿ�nZyo�tZv/�NkJhg�j[zd/�jB.
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7a3�n?o'�eh÷�(Arrow Key) 

fJj� eo;o� Bz{� fJZXo-T[ZXo� x[wkT[D� bJh� toshnK� iKdhnK� jB.� fJjBK� dh� frDsh� 4� j[zdh� j?.� �

fJj� eo;o� Bz{� ;Zi/,� yZp/,� T[Zgo� ns/� j/mK� fbikD� bJh� toshnK� iKdhnK� jB.� � fJjBK� dh� tos'A� eo;o�

Bz{�;kohnK�fdôktK�ftZu�fbikD�bJh�ehsh�iKdh�j?.�

fuZso�7a4�n?o'�eh÷

7a4�wkT{;�

wkT{;� fJZe� wjZstg{oB� fJBg[ZN� :zso� j?.� � fJj� ;eohB� T[Zs/� eo;o� Bz{� ezNo'b� eoB� bJh� tofsnk�

iKdk� j?.� � fJj� fJZe� fBZek� fijk� :zso� j?.� � fJ;� Bz{� g[nkfJzfNzr� :zso� th� fejk� iKdk� j?.� � nkw� s"o� Ós/�

fJ;� d/� fszB� pNB� j[zd/� jB.� � yZpk� ns/� ;Zik� pNB� fJjBK� d'AjK� pNBK� ftueko� fJZe� ;eo"b� pNB� bZrk�

j[zdk� j?.� � fJ;� dh� ôeb� ekoB� fJ;� Bz{� wkT{;� fejk� iKdk� j?.� � wkT{;� Bz{� gZXo/� sb� Ós/� x[wkfJnk� iKdk� j?.� �

fit/AFfit/A� wkT{;� Bz{� x[wkfJnk� iKdk� j?� T[t/A-T[t/A� wkT{;� dk� g[nkfJzNo� ;eohB� T[Zs/� xz[wdk� B÷o�

nkT[Adk�j?.��nZi-eZbQ�fpBK�sko�tkÿ/�wkT{;�th�tos/�iKd/�jB.

fuZso�7a5�wkT{;

wkT{;�g?v�L�fi;�g?v�T[Zs/�wkT{;�Bz{�x[wkfJnk�iKdk�j?�T[;�Bz{�wkT{;-g?v�efjzd/�jB.

wkT{;�T[Zs/�j/m�fby/�fszB�pNB�j[zd/�jB�L

å yZpk�pNB�(Left Button)�

å ;Zik�pNB�(Right Button)

å ;eo"b�pNB�(Scroll Button)
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7a4a1�yZpk�pNB

f÷nkdkso� yZpk� pNB� jh� tofsnk� iKdk� j?.� i/eo� yZpk� pNB� fJZe� tko� dpkfJnk� ikt/� sK� fJ;� Bz{�

efbZe�eoBk�fejk�iKdk�j?.��i/eo�fJ;�Bz{�d'�tko�dpkfJnk�ikt/�sK�fJ;�Bz{�vpb�efbZe�fejk�iKdk�j?.

7a4a2�;Zik�pNB

id'A� ;Zi/� pNB� Bz{� dpkfJnk� iKdk� j?� sK� fJ;� Bz{� okJhN� efbZe� eoBk� fejk� iKdk� j?.� fJj� ôkoNeZN�

whBz{�y'bQD�bJh�tofsnk�iKdk�j?�.

7a4a3�;eo"b�pNB

fJj� fJZe� gjhJ/� dh� soQK� j[zdk� j?.� fJj� wkT{;� d/� ;Zi/� ns/� yZp/� pNB� d/� ftueko� bZfrnk� j[zdk� j?.� �

fJ;� ;eo"b� pNB� Bz{� x[wkfJnk� iKdk� j?� fi;� Bz{� ;eo"b� eoBk� fejk� iKdk� j?.� fJj� ;eohB� Bz{� T[Zgo� j/mK�

eoB�bJh�tofsnk�iKdk�j?.

7a5�wkJheq'ø'B�(Microphone)

wkJheq'ø'B� Bz{� wkJhe� th� fejk� iKdk� j?.� fJ;� dh� tos'A� ezfgT{No� ftZu� ntk÷� dkõb� eoB� iK�

foekov� eoB� bJh� ehsh� iKdh� j?.� wkJhe� okjhA� ezfgT{No� Bz{� fjdkfJsK� th� fdZshnK� iKdhnK� jB.� i/eo�

;kv//� ezfgT{No� Bkÿ� wkJheq'ø'B� bZfrnk� j'fJnk� j?� sK� n;hA� nkgDh� ntk÷� foekov� eo� ;ed/� jK.�

foekov� ehsh� j'Jh� ntk÷� Bz{� ;[fDnk� th� ik� ;edk� j?.� � fijV/� tos'Aeko� ezfgT{No� T[Zs/� e[M� NkJhg� BjhA�

eo� ;ed/,� T[j� wkJhe� ftZu� p'b� e/� ezfgT{No� Bz{� fJBg[ZN� d/� ;ed/� jB.� wkJheq'ø'B� dh� tos'A� eoe/�

fJzNoB?ZN�T[Zs/�n;hA�nkgD/�d';sK�Bkÿ�rZbK�eo�;ed/�jK�.

fuZso�7a6�wkJheq'c'B

7a6�;e?Bo�(Scanner)

;e?Bo� fJZe� fJBg[ZN� :zso� j?.� fJ;� dh� tos'A� N?Ze;N� ns/� s;thoK� nkfd� Bz{� ezfgT{No� ftZu� GoB�

bJh� ehsh� iKdh� j?.� � fJj� c'N';N?N� wôhB� dh� soQK� ezw� eodk� j?.� � øoe� f;oø� fJj� j?� fe� c'N';N?N� wôhB�

nkT{Ng[ZN� Bz{� ekö÷� T[Zs/� fdzdk� j?� go� fJj� ekgh� Bz{� ezfgT{No� ftZu� ;N'o� eodk� j?.� � p÷ko� ftZu'A� ;e?Bo�

eJh�ôebK�ns/�nkekoK�ftZu�fwÿd/�jB.

fuZso�7a7�;e?Bo
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7a7�t?Zp�e?wok�(Web Camera)

t?Zp� e?wo/� dh� tos'A� c'N'nK� ns/� S'NhnK� thvhU÷� Bz{� e?guo� eoB� bJh� ehsh� iKdh� j?.� fJj� nkw�

e?wo/� tork� jh� j[zdk� j?.� øoe� f;oø� fJzBk� j?� fe� nkw� e?wok� c'N'� Bz{� føbw� o'b� iK� w?woh� ekov� T[Zs/� ;N'o�

eodk� j?,� t?Zp� e?wok� c'N'� fyZu� e/� f;ZXh� ezfgT{No� Bz{� G/i� fdzdk� j?.� s[;hA� fJjBK� c'N'nK� Bz{� ezfgT{No� ftZu�

;'X�;ed/�j'.�fJj�f÷nkdk�wfjzrk�:zso�BjhA�j?.

fuZso�7a8�t?Zp�e?wok

7a8�NZu�g?v�(Touch Pad)

fJj� th� fJZe� fJBg[ZN� :zso� j?.� fJj� b?gNkZg� ftZu� tos/� iKd/� jB.� fJ;� ftZu� fJZe� S'Nk� fijk� fjZ;k�

(Panel)� j[zdk� j?� fi;� ftZu� � nbZr� soQK� d/� ;zt/dBôhb� y/so� j[zd/� jB� fiBK� Bz{� n;hA� S{j� ;ed/� jK.� � fJj�

wkT{;�dh�EK�Ós/�tofsnk�iKdk�j?.�NZug?v�d/�pNB�wkT{;�d/�;Zi/�ns/�yZp/�pNB�dh�jh�soQK�j[zd/�jB��i'�

fe� NZu� g?v� d/� Bkb� j/mK� bZr/� j[zd/� jB.� NZug?v� Bz{� n;hA� T[ArÿK� dh� tos'A� Bkÿ� gq:'r� eod/� j'J/� fJZe�

gZXo/� sb� Ós/� x[wkT[Ad/� jK� fit/A� jh� s[jkvh� T[Arÿ� T[;� sb (Surface)� Ós/� x[zw/rh,� wkT{;� dk� eo;o� T[;/�

fdôk� tZb� x[zw/rk.� wkT{;� dh� soQK� NZug?v� d/� th� d'� pNB� j[zd/� jB� i'� fe� s[jkBz{� wkT{;� dh� soQK� efbZe�

eoB�fdzd/�jB.

fuZso�7a9�NZu�g?v
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7a9�pkoFe'v�ohvo�(Bar Code Reader) 

fJj� fJZe� fJb?eNqkfBe� :zso� j?� i'fe� pko� e'v� fgqzN� Bz{� gVQB� bJh� tos/� iKd/� jB.� øb?N� p?Zv� ;e?Bo�

dh�soQK�fJ;�ftZu�fJZe�b?ZB÷�ns/�bkJhN�;?A;o�bZfrnk�j[zdk�j?�i'fe�nkgNheb�sozrK�Bz{�fJb?eNqheb�

sozrK� ftZu� pdbdk� j?.� nZi-eZb� jo� fJZe� soQK� d/� fp÷B;� ftZu� pkoFe'v� ohvo� dh� tos'A� ehsh� iKdh�

j?.��tZv/-tZv/�;N'oK�ftZu�fJjBK�dh�tos'A�t;s{�dh�;jh�ehws�gsk�eoB�bJh�ehsh�iKdh�j?.

fuZso�7a10�pko�e'v�ohvo

7a10�bkJhN�g?ZB�(Light Pen) 

� fJj� fJZe� g[nkfJzfNzr� :zso� j?.� � fJj� fJZe� g?ZB� dh� soQK� jh� j[zdh� j?� fi;� Bz{�VDU�(Video Display 

Unit) Bkÿ� i'fVnk� j[zdk� j?.� � bkJhN� g?ZB� d/� f;yo� T[Zs/� fJZe� bkJhN� ;zt/dBôhb� sZs� bZrk� j[zdk� j?� fi;�

Bz{� id'A� ;eohB� d/� nZr/� oZfynk� iKdk� j?� sK� fJj� ;eohB� dh� bkJhN� dk� gsk� eoe/� ezfgT{No� Bz{� ;eohB�

Ós/� g?ZB� dh� b'e/ôB� � dZ;dk� j?.� � bkJhN� g?ZB� dk� fJj� økfJdk� j?� fe� fJj� f;ZX/� jh� ;eohB� T[Zs/� vokfJzr�

eodk�j?.

fuZso�7a11�bkJhN�g?B

7a11�i[nkfJ�;fNZe�(Joy Stick) 

i[nkfJ� ;fNZe� ftZu� fJZe� nkXko� (Base)� ns/� fJZe� ;fNZe� j[zdh� j?� fi;� Bz{� fe;/� th� fdôk� ftZu�

x[wkfJnk� ik� ;edk� j?.� fJ;� dh� ;fNZe� Bz{� j"bh� iK� s/÷h� Bkÿ� x[wkfJnk� ik� ;edk� j?.� e[M� i[nkfJ� ;fNZe�

ftZu� fJj'FfijhnK� eJh� ;fNZeK� (Stick)� bZrhnK� j[zdhnK� fiBQK� Bz{� yZp/� ns/� ;Zi/� x[wkfJnk� ik� ;edk� j?.�

fJ;� dh� buedko� w{tw?AN� eoe/� fJ;� ftZu� ehn-p'ov� dhnK� ehn÷� Bkÿ'A� f÷nkdk� ezNo'b� j[zdk� j?.� fJj�

fJZe� fJBg[ZN� :zso� j?.� fJ;� ftZu� bhto� bZrk� j[zdk� j?� i'� jo� fdôk� ftZu� x[zwdk� j?� ns/� g[nkfJzNo� dh�
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w{tw?AN� Bz{� ezNo'b� eodk� j?.� fJj� thvhU� r/w÷� Bz{� y/vD� bJh� tofsnk� iKdk� j?.� � fJ;� ftZu� fJZe� s'A�

f÷nkdk�pNB�bZr/�j[zd/�jB�fiBQK�Bz{�Push�pNB�efjzd/�jB.

fuZso�7a12�i[nkfJ�;fNZe

7a12�NZu�;eohB (Touch Screen)

� � fJj� fJZe� soQK� dh� � fv;gb/n� (Display)� ;eohB� j[zdh� j?� fi;� ftZu� ;eohB� T[Zs/� fJZe� soQK� dk�

ngkodoôh� (transparent)� ;zt/dBôhb� g?Bb� (panel)� bZrk� j[zdk� j?.� fJ;� ftZu� g[nkfJzfNzr� vhtkfJ;�

fit/A� fe� wkT{;� iK� bkJhNg?ZB� dh� tos'A� dh� pikJ/� ;eohB� Ós/� S{jD� bJh� T[Arÿ� dh� tos'A� eod/� jK,�

T[dkjoBL�ATM�wôhB,�;wkoN�ø'B,�;wkoN�p'ov�nkfd.

fuZso�7a13�NZu�;eohB

7a13�No?e�pkb�(Track Ball) 

No?e� pkb� fJZe� fJBg[ZN� :zso� j?.� fJ;� dh� f÷nkdkso� tos'A� B'N-p[Ze� iK� b?gNkg� ftZu� wkT{;� dh�

soQK� ehsh� iKdh� j?.� fJj� fJZe� pkb� dh� soQK� j[zdh� j?� i'fe� T[ZGoh� j'Jh� j[zdh� j?.� id'A� n;hA� fJ;� pkb� Ós/�

nkgDhnK� T[ArÿK� Bz{� x[wkT[Ad/� jK� sK� g[nkfJzNo� x[zwdk� j?.� fJZe� No?e� pkb� wkT{;� Bkÿ'A� xZN� EK� x/odh�

j?.� � fJ;� bJh� g{o/� T[geoB� Bz{� ;oekT[D� dh� ÷o{os� BjhA� j[zdh.� No?e� pkb÷� tZyo/� nkekoK� ftZu� T[gbpX�

j[zdhnK�jB.
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fuZso�7a14�No?e�pkb

7a14�w?rB?fNe�fJze�ekovFohvo�(MICR) 

� fJ;� fJBg[ZN� :zso� dh� tos'A� nkw-s"o� Ós/� p?AeK� ftZu� ehsh� iKdh� j?� feT[Afe� o'÷kBk� pj[frDsh�

ftZu� u?ZeK� Bz{� gq';?Z;� ehsk� iKdk� j?.� p?AeK� dk� e'v� Bzpo� ns/� u?e� Bzpo� u?Ze� d/� fgZSb/� gk;/� fJZe� õk;�

fe;w� dh� f;nkjh� (ink)� fi;� ftZu� u[zpeh� gdkoE� d/� sZs� j[zd/� jB� s/� fiBQK� Bz{� wôhB� okjhA� gfVQnk� iKdk�

j?,� ftZu� fgqzN� ehs/� j[zd/� jB.� fJ;� gVQB� dh� gqfefonk� Bz{� w?rB?fNe� fJze� eo?eNo� o?e'rBhôB� (Magnetic 

Ink Character Recognition)�fejk�iKdk�j?.

          

fuZso�7a15�MICR�ns/�e'v

7a15�fvihNkJh÷o�(Digitizer)

fvihNkJh÷o� fJZe� fJBg[ZN� T[geoB� j?� i'fe� n?Bkbkr� ;{uBk� Bz{� fvihNb� ;{uBk� ftZu� pdbdk� j?.� �

fvihNkJh÷o� e?wok� iK� N?bhth÷B� s'A� gqkgs� f;rBb� Bz{� fJZe� BzpoK� dh� bVh� ftZu� pdbdk� j?� fi;� Bz{�

ezfgT{No� ftZu� ;N'o� ehsk� ik� ;edk� j?.� � fJjBK� dh� ezfgT{No� ftZu� tos'A� e?wo/� okjhA� fe;/� th� uh÷� Ós/�

g[nkfJzN�ehs/�nkpi?eN�Bz{�s;tho�pDkT[D�bJh�ehsh�iKdh�j?.
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fuZso�7a16�fvihNkJh÷o

7a16�pkfJUwhNfoe�(Biometric)

pkfJUwhNfoe� fJZe� nfijh� wôhB� � j?� fi;� ftZu� n;hA� fe;/� ftnesh� dh� gfjukD� (identification)�

T[;� d/� ;oho� d/� nzrK� (body parts)� Bz{� ;e?B� eoe/� eod/� jK,� fit/A� fe� fJj� T[ArÿK� B{z� ;e?B� eoe/� iK�

nZyK�d/�o?NhBk�Bz{�;e?B�eoe/�ehsh�ik�;edh�j?.

fuZso�7a17�pkfJUwhNfoe

7a17�fJb?eNqkfBe�j;skyo�g?v�(Electronic Signature)

fJj� fJZe� fJb?eNqkfBe� :zso� j?/� � fi;� ftZu� g?v� T[Zgo� :{÷o� tZb'A� ehs/� j;skyoK� Bz{� fvihfNb�

økow?N�ftZu�pdfbnk�iKdk�j?.

fuZso�7a18�fJb?eNqkfBe�j;skyo�g?v
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:kd�oZyD�:'r�rZbK

1a fJBg[ZN�:zsoK�dh�tos'A�ezfgT{No�Bz{�fJBg[ZN�d/D�bJh�ehsh�iKdh�j?.

2a ehn-p'ov�fJZe�fJBg[ZN�:zso�j?.��fJj�NkJhg�okJhNo�dh�soQK�fdykJh�fdzdk�j?.

3a wkT{;�dh�tos'A�eo;o�Bz{�fJZXo-T[ZXo�x[wkT[D�bJh�ehsh�iKdh�j?.

4a ;e?Bo�dh�tos'A�ezfgT{No�ftZu�N?Ze;N�ns/�s;thoK�GoB�bJh�ehsh�iKdh�j?.

5a t?Zp�e?wok�ezfgT{No�ftZu�s;thoK�dkõb�eodk�j?.�

6a wkJhe�dh�tos'A�ezfgT{No�ftZu�ntk÷�foekov�eoB�bJh�ehsh�iKdh�j?.

7a NZu�g?v�dh�tos'A�b?gNkg�ftZu�ehsh�iKdh�j?.

8a pko-e'v�ohvo�dh�tos'A�tZv/-tZv/�;N'oK�ftZu�ehsh�iKdh�j?.

9a bkJhN�g?ZB�fJZe�g[nkfJzN�eoB�tkÿk�:zso�j?.

10a i[nkfJ�;fNZe�dh�tos'A�thvhU�r/w÷�y/vD�bJh�ehsh�iKdh�j?.�

nfGnk;

1a ;jh�T[Zso�dh�u'D�eoe/�õkbh�EKtK�Go'�L

1a aaaaaaaaaaaaaaaaaaaaaaa�dh�tos'A�ezfgT{No�ftZu�c'N'nK�efbZe�eoB�bJh�ehsh�iKdh�j?.

(1)�j?Zv�ø'B (2)�t?Zp�e?wok (3)�;gheo (4)�e'Jh�th�Bjh

2a nkw�tos'A�tkb/�ehn-p'ov�dhnK�aaaaaaaaaaaaaaaaaaaaaaa�ehn÷�j[zdhnK�jB.

(1)�100 (2)�104 (3)�106 (4)�112

3a pko�e'v�ohvo�ftZu�aaaaaaaaaaaaaaaaaaaaaaa�j[zdk�j?.

(1)�bkJhN�;A?;o (2)�jhN (3)�w?rB?fNe (4)�;ko/�jh

4a aaaaaaaaaaaaaaaaaaaaaaa�fJZe�g[nkfJzfNzr�:zso�j?.

(1)�ehn-p'ov (2)�wkT{; (3)�e?wok (4)�e'Jh�th�BjhA

5a aaaaaaaaaaaaaaaaaaaaaaa�dh�tos'A�ezfgT{No�ftZu�N?Ze;N�ns/�s;thoK�GoB�bJh�ehsh�iKdh�j?.

(1)�fgqzNo (2)�ehn-p'ov (3)�;e?Bo (4)�wkT{;

6a aaaaaaaaaaaaaaaaaaaaaaaaa� ehn÷� dh� tos'A� eo;o� Bz{� ;kohnK� fdôktK� ftZu� x[wkT[D� bJh� ehsh�

iKdh�j?.

(1)�;g?ôb�ehn÷ (2)�n?o'�ehn÷ (3)�øzeôB�ehn÷ (4)�B[w?foe�ehn÷
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2a� ;jh$rbs�dZ;'A�L

1a t?Zp�e?wok�s;tho�Bz{�føbw�o'b�T[Zs/�pDkT[Adk�j?.

2a ;eo"b�pNB�dh�tos'A�;eohB�Bz{�;oekT[D�bJh�ehsh�iKdh�j?.

3a i[nkfJ�;fNZe�dh�tos'A�thvhU�r/w÷�Bz{�y/vD�bJh�ehsh�iKdh�j?.

4a fvbhN-ehn�;g?ôb�ehn��j[zdh�j?.

5a øzeôB�ehn÷�F1�s'A�F12�sZe�j[zdhnK�jB.

3a S'N/�T[ZsoK�tkÿ/�gqôB�L

1a fJBg[ZN�:zso�eh�j[zd/�jB<

2a e'Jh�S/�fJBg[ZN�:zsoK�d/�BK�fby'.

3a No?e�pkb�Ós/�B'N�fby'.

4a n?ZwankJha;hanko�Ós/�B'N�fby'.

5a wkJheo'ø'B�dh�tos'A�dZ;'.

6a NZu�g?v�eh�j?<

7a t?Zp�e?wo/�dh�tos'A�dZ;'.

8a ;e?Bo�dh�tos'A�feZE/�ehsh�iKdh�j?<

4a tZv/�T[ZsoK�tkÿ/�gqôB�L

1a ehn-p'ov�ns/�ehn-p'ov�dhnK�ehn÷�pko/�ft;sko�Bkÿ�ikDekoh�fdU.

2a pko-e'v�ohvo�Ós/�B'N�fby'�<

3a wkT{;�pko/�s[;hA�eh�ikDd/�j'<�ft;sko�ftZu�dZ;'�<
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fJ;�gkm�d/�T[d/ô

8a1 nkT{Ng[ZN�:zso

8a2 nkT{Ng[ZN�:zso�dhnK�fe;wK

8a3 w'BhNo

8a4 fgzqNo

8a5 ;gheo

8a6 j?Zv�ø'B

8a7 gb"No

8a8 gq'i?ZeNo

ikD-�gSkD

fJBg[ZN� ns/� nkT{Ng[ZN� d't/A� ezfgT{No� Ós/� ezw� g{ok� eoB� � bJh� wjZstg{oB� G{fwek� fBGkT[Ad/� jB.� �

nkT{Ng[ZN� fJZe� :{÷o� Bz{� fJj� ø?;bk� b?D� ftZu� ;jkJh� j[zdh� j?� fe� T[;� B/� gqkgs� ;{uBk� Ós/� nrbh� eh�

ekotkJh�eoBh�j?.�n;hA�fgSb/�gkm�ftZu�fJBg[ZN�T[geoBK�pko/�gVQ�u[Ze/�jK.�j[D�n;]�fJ;�gkm�ftZu�

tZy'FtZyo/�nkT{Ng[ZN�:zsoK�pko/�gVQKr/.

8a1�nkT{Ng[ZN�:zso (Output Device)

nkT{Ng[ZN� :zso� fJZe� jkovt/no� ezfgT{No� :zso� W� i'fe� fJBøow/ôB� gq';?Zf;zr� f;;Nw� d[nkok� g?dk�

j'J/� Bshi/� dk� ;zuko� eod/� jB.� fJj� fJb?eNqkfBe� ;{uBk� B{z� wB[Zy� d/� gVQB:'r� ;{uBk� ftZu� pdbd/� jB.�

nkT{Ng[ZN� :zsoK� B{z� ezfgT{No� Bkÿ� i'fVnk� iKdk� W� ns/� fJj� ;{uBk� B{z� ntk÷K,� N?Ze;N� ns/� fJw/i�

(s;thoK)� d/� o{g� ftZu� fdykT[Ad/� jB.� � fJj� ezfgT{No� s'A� Bshik� gqkgs� eod/� jB.� d{i/� ôpdK� ftZu� fJj�

:zso�ezfgT{No�s'A�nkT{Ng[ZN�gqkgs�eoB�bJh�tos/�iKd/�jB.

nkT{Ng[ZN� :zso� dh� tos'A� L� nkT{Ng[ZN� :zso� ezfgT{No� s'A� ;{uBk� gqkgs� eod/� jB,� ukj/� T[j� ;{uBk�

ntk÷� d/� o{g� ftZu� j't/� iK� N?Ze;N� ftZu� j't/.� ezfgT{No� dk� ehsk� j'fJnk� ezw� n;hA� nkT{Ng[ZN� :zso�

okjhA�d/y��;ed/�jK.

8a2�nkT{Ng[ZN�:zso�dhnK�fe;wK�(Types of Output Device)

jo�nkT{Ng[ZN�:zso�dk�nkgDk�fJZe�ezw�j[zdk�j?.�nkw�tos'A�tkÿ/�nkT{Ng[ZN�:zso�jB�L

å w'BhNo

å fgzqNo

8pwT
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å ;gheo

å j?Zvø'B

å gb"No

å g'qi?ZeNo

8a3�w'BhNo�(Monitor)

fJj� nkw� tos'A� tkÿk� nkT{Ng[ZN� :zso� W.� fJj� ;køN� nkT{Ng[ZN� :zso� W.� fJj� N?bhth÷B� dh� soQK�

fd;dk�j?�ns/�nkT{Ng[ZN�B{z�;eohB�T[Zgo�fdykT[Adk�W.

w'BhNo�dhnK�d'�fe;wK�j[zdhnK�jBL

1a e?E'v�o/n�fNT{p�(CRT) w'BhNo�

2a øb?N-g?Bb�fv;gb/n�w'BhNo

8a3a1a�e?E'v�o/n�fNT{p�w'BhNo�(Cathode Ray Tub Monitor)

p÷ko� ftZu� eJh� soQK� d/� (CRT)� w'BhNo� T[gbpX� jB.� CRT� w'BhNo� dk� ;kJh÷� (size)� fteoB�

(diagonal length)� bzpkJh� d/� o{g� ftZu� wkfgnk� iKdk� j?.� w'BhNo� 15ÓÓ,17ÓÓ,19ÓÓ� ns/� 20ÓÓ� nkeko� ftZu�

T[gbpX�jB.�gfjbK�pb?e�n?Av�tkJhN�w'BhNo�tos/�iKd/�;B.�nZi-eZbQ�ozrhB�w'BhNo�tos/�iKd/�jB.

fuZso�8a1�e?E'v�o/n�fNT{p��w'BhNo

go�fJjBK�dhnK�e[M�ewhnK�;B.

å fJj�nkeko�ftZu�S'N/�;B.

å fJjBK�ftZu�fpibh�dh�ygs�f÷nkdk�j[zdh�;h.

å fJj�f÷nkdk�rowh�g?dk�eod/�;B.

8a3a2�øb?N-g?Bb�fv;gb/n�w'BhNo�(Flat-Panel Display)

øb?N� g?Bb� fv;gb/n� s'A� Gkt� thvhU� T[geoB� dh� T[;� ô/qDh� s'A� j?� fi;� ftZu�CRT� d/� w[ekpb/� xZN�

ntk÷,� Gko� ns/� fpibh� dh� xZN� ygs� j[zdh� j?.� n;]� fJjBK� B{z� dhtko� Ós/� th� bk� ;ed/� jK.� øb?N� g?Bb� �

e?be{b/No,�thvhU�r/wK,�w'BhNo,�b?gNkg�ns/�rqkfce�;eohB�ftZu�th�tos/�iKd/�jB.

fJ;�dhnK�e[M�T[dkjoBK�jBL�LCD, LED ,gbk÷wk�nkfd.
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fuZso�8a2�øb?N�g?Bb�fv;gb/n

8a4a�;gheo�(Speaker)

;gheo� fJZe� nkT{Ng[ZN� :zso� j?.� fJj� ezfgT{No� ftZu� w"i{d� ;kT{Av� ekov� s'A� fJBg[ZN� nkvhU� gqkgs�

eoe/� ;kT{Av� dhnK� sozrK� d/� o{g� ftZu� nkvhU� nkT{Ng[ZN� g?dk� eod/� jB.� ;gheo� dh� tos'A� ezfgT{No� s'A�

ntk÷� ;[DB� bJh� ehsh� iKdh� j?.� n;]� ezfgT{No� s'A� rkD/� ;[D� ;ed/� jK.� � ;gheo� eJh� ôebK� ns/�

nkekoK�ftZu�T[gbpX�jB.�nkw�s"o�Ós/�fJZe�ezfgT{No�Bkÿ�d'�;gheo�i'V/�iKd/�jB.

fuZso�8a3�;gheo

8a5�j?Zvø'B�(Headphone)

j?Zvø'B� B{z� Ear Phone� d/� Bkw� Bkÿ� th� ikfDnk� iKdk� j?.� fJj� jkovt/no� :zso� jB.� fJjBK� B{z�

;gheo�Bkÿ�i'fVnk�iKdk�W.��fJ;�Bkÿ�n;]�fes/�th�iK�nbZr�p?m�e/�fe;/�B{z�fpBK�go/ôkB�ehs/�e[M�

th�;[D�;ed/�jK.

fuZso�8a4�j?Zvø'B
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8a6�fgzqNo (Printer)

fgzqNo� nkT{Ng[ZN� B{z� ekö÷� T[Zs/� Skgd/� jB.� fJj� fJZe� jkov� nkT{Ng[ZN� :zso� W.� fgqzNo� dh�

nkT{Ng[ZN�;EkJh�s"o�Ós/�j[zdh�j?.��fJ;�nkT{Ng[ZN�Bz{�bzw/�;w/A�sZe�;zGkÿ�e/�oZfynk�ik�;edk�j?.��p÷ko�

ftZu� eJh� fe;wK� d/� tZy-tZy� oøsko� ns/� nkeko� tkÿ/� fgqzNo� T[gbpX� jB.� fgzqNo� pb?e� n?Av� tkJhN�

ns/�ozrhB�d't/A�jh�j[zd/�jB.�

nkw�s"o�Ós/�j/m�fby/�fszB�gqeko�d/�fgqzNo�tos/�iKd/�jB.

å vkN�w?fNqe;�fgqzNo�(Dot Matrix Printer)

å fJzei?ZN�fgqzNo�(Inkjet Printer)

å b/÷o�fgqzNo�(Laser Printer)

8a6a1�vkN�w?fNqe;�fgzqNo

fJj� fJZe� fe;w� dk� ezfgT{No� fgqzNo� j?� i'� fe� nZr/FfgZS/� ns/� T[ZgoFj/mK� x[zwD� tkÿ/� fgqzNFj?Zv� dh�

tos'A�eodk�j?�ns/�fgqzNFj?Zv�dh�rsh�Bkÿ�ekö÷�Ós/�SgkJh�eodk�j?.�fJj�fpzdhnK�d/�w/ÿ�Bkÿ�Sgd/�

jB.� � fJj� ;;s/� j[zd/� jB.� � fJj� j"ÿh� uZbd/� jB.� fJj� ezw� eod/� ;w/A� ntk÷� g?dk� eod/� jB.� � fJjBK� dh�

SgkJh�dk�fwnko�J/Bk�tXhnk�BjhA�j[zdk.��

fuZso�8a5�vkN�w?fNqe;�fgqzNo

8a6a2�fJzei?ZN�fgzqNo

fJj� fJZe� fe;w� dk� ezfgT{No� fgqzNo� j?� i'fe� ekö÷� Ós/� f;nkjh� dhnK� p{zdK� okjhA� fSVekn� eod/� j'J/�

fvihNb� SgkJh� eodk� j?.� fJj� fgqzNo� ozrdko� th� jz[d/� jB.� fJj� ;;s/� j[zd/� jB.� fJj� ezw� eod/� ;w/A�

ntk÷�Bj]�eod/.��fJj�vkN�w?fNqe;�Bkÿ'A�s/÷�ezw�eod/�jB.��fJ;�dh�fgqzfNzr�e[nkfbNh�(fwnkd)�vkN�

w?fNqe;� fgqzNo� Bkÿ'A� tXhnk� j[zdh� j?.� � n;hA� fJ;� dh� wdd� Bkÿ� tXhnk� fe;w� dhnK� rqkcheb� s;thoK�

Skg�;ed/�jK.

fuZso�8a6�fJzei?ZN�fgqzNo
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8a6a3�b/÷o�fgzqNo

fJj� fJZe� fJb?eN'q;N?fNe� fvihNb� fgqzNo� j?.� � fJj� b/÷o� phw� dh� tos'A� eod/� j'J/� T[Zu� e[nkfbNh�

(fwnkd)� dhnK� s;thoK� Skgdk� j?.� � fJj� fgqzNo� pb?e� n?Av� tkJhN� ns/� ozrdko� d't/A� soQK� d/� j[zd/� jB.� �

fJjBK�dh�ehws�f÷nkdk�j[zdh�j?.�fJjBK�dh�oøsko�T[go'es�d'AjK�fgqzNoK�Bkÿ'A�pj[s�tZX�j[zdh�W.

fuZso�8a7�b/÷o�fgqzNo

8a7�gb"No�(Plotter) 

fJj� nfijk� :zso� j?� i'� ezfgT{No� s'A� fwÿh� ewKv� d/� nkXko� Ós/� eköi� Ós/� s;thoK� pDkT[Adk� j?.� �

gb"No� fgqzNo� Bkÿ'A� tZyok� j[zdk� j?� feT[Afe� fJj� g?ZB� dh� tos'A� eoe/� bkJhBK� fyZudk� j?� fi;� d/� Bshi/�

ti'A� fJj� brksko� bkJhBK� g?dk� eodk� j?.� id� fe� fgqzNo� fpzdhnK� d/� w/ÿ� Bkÿ� bkJhBK� Skgd/� jB.� �

pj[ozrh� gb"No� nbZr-nbZr� g?B� dh� tos'A� eoe/� nbZr-nbZr� ozr� pDkT[Ad/� jB.� fJj� CAD 

(Computer Aided Design)�ftZu�tos/�iKd/�jB.

gb"No,�fgqzNo�Bkÿ'A�wfjzr/�j[zd/�jB.�fJj�fJzihBhnfozr�torhnK�n?gbhe/ôB÷�ftZu�tos/�iKd/�jB.

fuZso�8a8�gb"No

8a8�gq'i?ZeNo (Projector)

fJj� fJZe� nkT{Ng[ZN� :zso� W� i'fe� ezfgT{No� s'A� nkJh� fJw/i� B{z� fJZe� tZvh� ;sQk� (surface)� iK�

;eohB�Ós/�fdykT[Ad/�jB.�T[dkjoB�ti'A�gq'i?ZeNo�dh�tos'A�whfNzrK�ftZu�wbNhwhvhnk�gq?÷BN/ôB�d/D�

bJh�ehsh�iKdh�j?�sKi'�jo�Gkr�b?D�tkÿ/�sZe�;{uBk�gj[zu�;e/.
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fuZso�8a8�gb"No

B'N�L�fJZE/�eJh�nfij/�:zso�th�j[zd/�jB�i'�d'AB/A�fJBg[ZN�ns/�nkT{N�g[ZN�d'AjK�bJh�tos/�iKd/�jB.

T[dkj Bo �L

� fvihNb�e?wok�

� g?ZB�vokJht

� CD/DVD

� w"vw

� ø?e;�nkfd.

:kd�oZyD�:'r�rZbK

1a nkT{Ng[ZN�:zso�dh�tos'A�ezfgT{No�s'A�;{uBk�gqkgs�eoB�bJh�ehsh�iKdh�j?.

2a w'BhNo�fJZe�;køN�nkT{Ng[ZN�:zso�W�i'�N?Ze;N�ns/�;{uBk�B{z�ezfgT{No�Ós/�fdykT[A/d/�jB.

3a fgzqNo�fJZe�jkov�nkT{Ng[ZN�:zso�j?�i'�nkT{Ng[ZN�B{z�eköi�Ós/�Skgdk�W.

4a fgzqNo�eJh�soQK�d/�j[zd/�jBL�fJzei?ZN,�vkN�w?fNqe;�ns/�b/÷o.
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nfGnk;

1a ;jh�T[Zso�dh�u'D�eoe/�õkbh�EKtK�Go'�L

Q 1a w'BhNo�;køN�ns/aaaaaaaaaaaaaaaaaaaaaaa�jkov�nkT{Ng[ZN�:zso�j[zd/�jB.

(1)�fgzqNo (2)�gb"No (3)�d't/A�jh (4)�e'Jh�th�Bj]

2a aaaaaaaaaaaaaaaaaaaaaaa�dh�tos'A�ezfgT{No�s'A�rkD/�;[DB�bJh�ehsh�iKdh�j?.

(1)�wkJhe (2)�;gheo (3)�fgzqNo (4)�wkT{;

3a aaaaaaaaaaaaaaaaaaaaaaa�fgzqNo�fe;/�uh÷�B{z�fpzdhnK�d/�w/ÿ�Bkÿ�Skgd/�jB.

(1)�vkN�w?Nfoe; (2)�fJzei?ZN (3)�b/÷o (1)�e'Jh�th�Bj]

4a w'BhNo�aaaaaaaaaaaaaaaaaaaaaaa�soQK�d/�j[zd/�jB.

(1)�d' (2)�fszB (3)�uko (4)�gzi

5a aaaaaaaaaaaaaaaaaaaaaaa��nkT{Ng[ZN�B{z�ekö÷�T[Zs/�Skgd/�jB.

(1)�fgqzNo (2)�;gheo (3)�wkT{; (4)�ehn�p'ov

6a j?Zvø'B�B{z�aaaaaaaaaaaaaaaaaaaaaaa�th�fejk�iKdk�j?.

(1)�Jhnoø'B (2)�nkJhø'B (3)�e'Jh�th�Bj] (4)�;ko/�jh

2a� ;jh$rbs�dZ;'L

1a nkT{Ng[ZN�:zso��ezfgT{No�s'A�;{uBk�gqkgs�eod/�jB.

2a n;hA�ezfgT{No�s'A�rkD/�BjhA�;[D�;ed/.

3a fgzqNo�fJZe�;"øN�nkT{Ng[ZN�:zso�j?.

4a fgzqNo�ns/�gb"No�ftZu�e'Jh�øoe�BjhA�j[zdk.

5a nZi-eZbQ�pb?e�n?Av�tkJhN�w'BhNo�tos/�iKd/�jB.

3a S'N/�T[ZsoK�tkÿ/�gqôB�L

1a nkT{Ng[ZN�:zsoK�dhnK�fe;wK�d/�BK�dZ;'.

2a w'BhNo�dhnK�fe;wK�d/�BK�dZ;'.

3a gq'i?ZeNo�dh�tos'A�feZE/�ehsh�iKdh�j?<

4a fgzqNo�dhnK�fe;wK�d/�BK�dZ;'.

5a gb"No�Ós/�B'N�fby'.

4a tZv/�T[ZsoK�tkÿ/�gqôB�L

1a w'BhNo�ns/�w'BhNo�dhnK�fe;wK�pko/�fby'.

2a fgzqNo�eh�j[zdk�j?<��fszB�soQK�d/�tZyFtZy�fgzqNoK�pko/�dZ;'<

3a CRT�ns/�(Flat panel display)�øb?N�g?Bb�fv;gb/n�ftZu�nzso�dZ;'.
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fJ;�gkm�d/�T[d/ô

9a1 ikD-gSkD

9a2 tov-gq';?Zf;zr�eh�j?<

9a3 tov-gq';?Zf;zr�;køNt/no�dhnK�ftô/ôsktK

9a4 tZy-tZy�soQK�d/�tov-gq';?Zf;zr�;køNt/no

9a5 B'Ng?v

9a5a1 B'Ng?v�B{z�fet/A�ô[o{�eohJ/<

9a5a2 B'Ng?v�dh�ftzv'�d/�Gkr

9a6 tovg?v

9a6a1 tovg?v�B{z�fet/A�ô[o{�eohJ/<

9a6a2 tovg?v�dh�ftzv'�d/�Gkr

9a7 n?Zwan?Z;a�tov�

9a7a1 n?Zwan?Z;a�tov��dhnK�õk;�ftô/ôsktK

9a7a2 n?Zwan?Z;a�tov��B{z�fet/A�ô[o{�eohJ/<

9a7a3 n?Zwan?Z;a�tov�dh�ftzv'�d/�Gkr

9a8 n?Zwan?Z;a�tov�dh�tos'A�eoe/�BtK�vke{w?AN�pDkT[Dk

9a9 Bt/A$�gfjbK�s'A�pD/�vke{w?AN�B{z�;/t�eoBk

9a1�ikD-gSkD

tov-gq';?Zf;zr� ezfgT{No� dh� ;G� s'A� f÷nkdk� tosh� ikD� tkÿh� ;j{bs� W� i'� fe� ezfgT{No� d/� ehn-

p'ov�okj]�N?Ze;N�B{z�dkõb�eoB�ftZu�;kvh�wdd�eodh�j?.�tov-gq';?Zf;zr�dh�wdd�Bkÿ,�n;]�vke{w?AN�

B{z� pDk� ;ed/� jK� ns/� Gfty� ftZu� fJ;s/wkb� eoB� bJh� ;/t� th� eo� ;ed/� jK.� fJe� tov� gq';?Zf;zr�

n?gbhe/ôB� dk� w[Zy� ezw� vke{w?AN� B{z� pDkT[Dk� W.� fJ;� dk� ;G� s'A� pVk� økfJdk� fJj� W� fe� vke{w?AN� B{z� fgzqN�

eoB� s'A� gfjbK� n;kBh� Bkÿ� n?fvN� ehsk� ik� ;edk� j?� ns/� vke{w?AN� B{z� d[pkok� fbyD� dh� ÷o{os� Bj]�

g?Adh.

9a2�tov-g'q;?Zf;zr�eh�j?

gfjb/� ;w/A� ftZu� d;skt/÷K� Bz{� fsnko� eoB� bJh� jZE� Bkÿ� iK� fJb?eN'qfBe� NkJhgokJhNo� tos/�

iKd/� ;B.� � fJjBK� NkJhg� okJhNoK� Bkÿ� ôpdK� Bz{� f;ZX/� jh� ekö÷� T[Zgo� Skfgnk� iKdk� ;h.� � i/eo� NkJhg�

ehs/� N?Ze;N� ftZu� e'Jh� öbsh� j[zdh� ;h� sK� ;ko/� d;skt/÷� Bz{� NkJhgokJhNo� Bkÿ� d[pkok� NkJhg� eoBk�

g?Adk� ;h� i/eo� ;kBz{� fJ;� vke{w?AN� dh� d[pkok� ÷o{os� g?Adh� ;h� sK� ;kBz{� fco� d;skt/÷� NkJhg� eoBk� g?Adk�

9pwT
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;h.� ezfgT{No� ftZu� tov� gq';?Zf;zr� ;køNt/no� B/� N?Ze;N� vke{w?AN� Bz{� fsnko� eoB� dk� sohek� jh� pdb�

fdZsk� j?.� � tov-gq';?Z;oK� ftZu� N?Ze;N� B{z� fgqzN� eoB� s'A� gfjbK� ezfgT{No� dh� ;eohB� T[Zs/� d/fynk� ik�

;edk�j?,�öbshnK�bZGhnK�ik�;edhnK�jB�ns/�mhe�ehshnK�ik�;edhnk�jB.

9a3�tovFgq';?Zf;zr�dh�ftô/ôsktK

tovFgq';?Zf;zr�dhnK�tZy-tZy�ftô/ôsktK�jB�L

1a vke{w?AN�B{z�Gfty�dh�tos'A�bJh�;/t�eo�;ed/�jK.

2a tovFgq';?Zf;zr� ;køNt/no� ftZu� fsnko� ehs/� rJ/� vke{w?AN� dhnK� fgqzN� eoB� s'A� gfjbK�

öbshnK�iKuhnK�ik�;edhnK�jB.

3a n;]�:{÷o�dh�b'V�nB[;ko�vke{w?AN�B{z�uzrh�fdZy�d/�;ed/�jK.

4a tovFg'q;?f;zr� ;køNt/no� ftZu� n;]� fJe� jh� vke{w?AN� ftZu� tZy-tZy� ø'AN� ;NkJhb� ns/�

;kJh÷�tos�;ed/�jK.

5a NkJhg�okJhNo�dh�soQK�vke{w?AN�Bz{�tko-tko�NkJhg�eoB�dh�b'V�Bj]�g?Adh.

9a4�tZy-tZy�gq';?Zf;zr�;køNt/no

tZy-tZy� ftzv'� nkXkfos� tovFgq';?Zf;zr� ;køNt/no� jBL� tov� gqø?eN,� B'N� g?v,� tov� g?v� ns/�

n?Zwa� n?Z;a� tov.� tov� gqø?eN� f÷nkdkso� gpfbfôzr� T[d:'rK� ftZu� tofsnk� iKdk� W� feT[Afe� fJ;�

ftZu� fgqzN� r[DtZsk� vke{w?AN� tkÿhnK� õk;� ftô/ôsktK� j[zdhnK� jB.� B'N� g?v� õk;� økow?fNzr� s'A� fpBK�

fJZe� ;XkoB� N?Ze;N� vke{w?AN� B{z� fsnko� eoB� bJh� tofsnk� iKdk� j?.� fJj� fJZe� ftô/ôsk� W� fi;� Bkÿ�

n;]� vke{w?AN� dk� nkeko� S'Nk� oZy� e/� n;kBh� Bkÿ� B?ZNtoe� T[s/� ô/no� eo� ;ed/� jK.� go� tov� g?v,�

N?Ze;N� vke{w?AN� B{z� e[M� økow?fNzr� N{b÷,� fit/A� fe� tZyFtZy� ø'AN� ;NkJhb,� øA'N� ;kJh÷� ns/� p[b/N�

;NkJhb� Bkÿ� pDkT[D� bJh� tofsnk� iKdk� j?.� n?Zwan?Z;atov� dh� tos'A� ftnkge� s"o� Ós/� døsoh� ns/�

xo/b{� d;skt/÷K� bJh� ehsh� iKdh� j?.� fJ;� ftZu� pj[s� uzrhnK� økow?fNzr� ftô/ôsktK� j[zdhnK� jB� fiBQK�

dh�;kB{z�fJZe�nkeoôe�vke{w?AN�pDkT[D�bJh�÷o{os�g?Adh�j?.

9a5�B'N�g?v (Notepad)

B'N�g?v�fJe�;XkoB�N?Ze;N�n?vhNo�j?�fi;�dh�tos'A�n;]�;XkoB�vke{w?AN�pDkT[D�bJh�eo�;ed/�

jK.� fJj� øA'N� ns/� o?g� tov� N?Ze;N� torhnK� ;XkoB� økow?fNzr� ftô/;sktK� w[ZjJhnk� eotkT[Adk� j?.� �

n;hA� fJ;� n?gbhe/ôB� ftZu� N?Ze;N� NkJhg� eo� ;ed/� jK� ns/� fJ;� Bz{� n?fvN� (eKN-SKN)� th� eo� ;ed/�

jK.� � n;]� B'N� g?v� ftZu� eZN,� ekgh,� g/;N,� fvbhN,� ckJ]v,� fogb/;,� r'-N{,� v/N� ns/� NkJhg� torhnK�

nkgôBK�th�tos�;ed/�jK.�B'N�g?v�økJhb�dh�n?Ze;N?ABôB�atxt�j[zdh�W.

9a5a1�B'N�g?v�B{z�fet/A�ô[o{�eohJ/

Start Ù All programs Ù Accessories Ù Notepad

iK

;ou�pko�ftZu'A� "Notepad" NkJhg�eo'�ns/�ehn-p'ov�s'A�n?ANo-ehn�dpkU.

fuZso�9a1

87

Downloaded from https:// www.studiestoday.com

Downloaded from https:// www.studiestoday.com



9a5a2�B'N�g?v�ftzv'�d/�Gkr�

B'N�g?v�dh�ftzv'�d/�Gkr�j/m�fdZs/�nB[;ko�jB�L

1a NkJhNb�pko

2a whB{z�pko

3a N?Ze;N�J/ohnk

4a ;N/N;�pko

�

fuZso�9a2

9a6�tov�g?v�(Wordpad)

ftzv'� fJZe� j'o� tov� gq';?Zf;zr� ;køNt/no� wZ[jJhnk� eotkT[Adh� W� fi;� dk� Bkw� tov� g?v� W.� n;]� fJ;�

n?gbhe/ôB� ftZu� N?Ze;N� vke{w?AN� B{z� pDk� ns/� n?fvN� eo� ;ed/� jK.� fJj� ;køNt/no� ;kB{z� nkgD/� vke{w?AN�

ftZu� tZy-tZy� ;NkJhb,� øA'N� ;kJh÷,� p[b/N� ;NkJhb� Bkÿ� økow?fNzr� eoB� dh� fJik÷s� th� fdzdk� j?.� n;]�

vke{w?AN� B{z� fgqzN� th� eo� ;ed/� jK� ns/� tov� g?v� dhnK� tZy-tZy� whB{znK� dh� tos'A� eoe/� j'o� eJh� ezw� eo�

;ed/�jK,�fit/A�L

å eZN,�ekgh,�g/;N,�økJ]v,�fogb/;�nkfd.

å ckow?fNrz �L�ø'AN,�;kJh÷,�;NkJhb�nkfd.

å g?okrokc�;?ZfNrz ,�nbkfJBw?AN,�Bpz forz ,�p[b/N�nkfd.

å s;thoK,�vokfJrz ,�v/N$NkJhw�iK�j'o�e'Jh�nkpi?eN�dkõb�eoBk.

9a6a1�tov�g?v�B{z�fet/A�ô[o{�eohJ/

Start Ù All programs Ù Accersories Ù Wordpad

iK

;ou�pko�ftZu'A� "Wordpad" NkJhg�eo'�ns/�ehn-p'ov�s'A�n?ANo�ehn�dpkU.

fuZso�9a3
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9a6a2�tov�g?v�ftzv'�d/�GkrL�tov�g?v�ftzv'�d/�Gkr�j/m�fdZs/�nB[;ko�jB

1a tov�g?v�pNB

2a e[fJZe�n?e;?Z;�N{bpko

3a N?p÷

4a NkJhNb�pko

5a j'w�N?p�fopB

6a o{bo

7a N?Ze;N�J/ohnk

8a ;N/N;�pko

fuZso�9a4

9a7�n?Zwan?Z;a�tov�(MS Word)

wkJheo'� ;køN� tov� fJZe� tovFgq';?Zf;zr� ;køNt/no� g?e/i� j?.� fJj� gZso,� fog'oN;� ns/� eJh� j'o�

vke{w?AN� fsnko� eoB� bJh� tofsnk� ik� ;edk� j?.� fJ;� Bkÿ� vke{w?AN� ;/t� ehs/� ik� ;ed/� jB� ns/� Gfty�

ftZu�b'V�nB[;ko�fJjBK�ftZu�spdhbh�(editing)�th�ehsh�ik�;edh�W.

9a7a1�n?Zwan?Z;a�tov�dhnK�õk;�ftô/ôsktK

n?Zwan?Z;a�tov�dhnK�e[M�õk;�ftô/ôsktK�fJ;�soQK�jB�L

1a fJj�;kB{z�vke{w?AN�ftZu�feXo/�th�N?Ze;N�B{z�ôkwb�eoB�dh�;j{bs�fdzdk�j?.

2a n;]� nZyo,� ôpd,� bkJhBK� iK� g/iK� B{z� n;kBh� Bkÿ� fwNk� ;ed/� jK,� fit/A� fe� n;]� ekö÷� Ós/�

T[jBK�B{z�eZNd/�jK.
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3a n;]� fe;/� th� N?Ze;N� d/� Gkr� B{z� vke{w?AN� ftZu'A� eZN� eoe/� feXo/� j'o� g/;N� eo� ;ed/� jK.� n;]�

T[;�N?Ze;N�B{z�d[pkok�th�g/;N�eo�;ed/�jK.

4a n;]� g/i-;kJh÷� ns/� wkoiB� dZ;� ;ed/� jK� ns/� tovFgq';?Z;o� T[;� ;kJh÷� d/� w[skpe� N?Ze;N�

B{z�g/i�ftZu�føZN�eo�d/t/rk.

5a n;]� tovFgq';?Z;o� s'A� fe;/� fJZe� ôpd� iK� bkJhB� dh� ;ou� eotk� ;ed/� jK.� n;]� e[M�

nZyoK$ôpdK�dh�EK�d{i/�nZyo$ôpd�th�fby�;ed/�jK.

6a vke{w?AN� d/� nzdo� n;]� ø"AN� th� pdb� ;ed/� jK,� fit/A� fe� p'bv,� fJN?fbe� ns/� nzvobkJhB� ns/�

ø"AN�;kJh÷�th�pdb�;ed/�jK.

7a n;]�nkgD/�vke{w?AN�ftZu�rqkc�th�bk�;ed/�jK.

8a n;]� nkgD/� vke{w?AN� � bJh� j?Zvo� ns/� c[ZNo� fv÷kJhB� eo� ;ed/� jK� i'fe� tovFgq';?Z;o� jo/e�

g/i�d/� T[Zgob/� ns/� j/mb/� gk;/� bk� fdzdk� W.� tov-gq';?Z;o� nkgD/� nkg� g/i� BzpoK� dk� fXnkB�

oZydk�j?�sKi'�;jh�g/i�Bzpo�fdykJh�d/t/.

9a fJe� vke{w?AN� ftZu� n;]� nbZr-nbZr� wkoiB� th� brk� ;ed/� jK� ns/� g?okrqkc� d/� ô[o{� j'D� dh�

th�nbZr-nbZr�irQk�fBôfus�eo�;ed/�jK.

10a fJj� ;kB{z� w?eo'� dh� ;[ftXk� th� gqdkB� eodk� j?� i'fe� eJh� ewKvK� dh� ;{uh� j[zdh� j?� fi;� Bkÿ� ;kv/�

;w/A�dh�pZus�j[zdh�j?.

11a w/b-woi� dh� ;[ftXk� Bkÿ� n;]� fJZe� vke{w?AN� dk� N?Ze;N� d{i/� vke{w?AN� ftZu� � ôkwb� eo� ;ed/�

jK.�woi�dh�tos'A�eoe/�w/fbzr�b/pb�pDkT[Dk�fJ;dh�fJZe�tXhnk�T[dkjoB�W.

12a n?Zwan?Z;a�tov�;kB{z�nZyoK�d/�;g?Zfbzr�iKuD�(u?Ze�eoB)�dh�;[ftXk�th�fdzdk�j?.�fJj�T[jBK�

nZyoK�d/�j/mK�fJZe�ozrdko�beho�fdykT[Adk�j?�i'fe�öbs�j[zd/�jB.

13a õk;� e'v÷� dh� tos'A� eoe/� fJj� nkgD/-nkg�Table of Contents� ns/�Index� (ftôkF;{uh)� th�

fsnko�eoB�ftZu�wdd�eodk�j?.

14a gfjbK� s'A� jh� fsnko� fJ;� ftZu� fJZe� ôpdFe'ô� j[zdk� W� fi;� dh� wdd� Bkÿ� n;]� fJZe� noE�

tkÿ/�eJh�ôpd�bZG�;ed/�jK�ns/�nkgD/�vke{w?AN�ftZu�tos�;ed/�jK.
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9a7a2a �n?Zwan?Z;�tov�B{z�fet/A�ô[o{�eohJ/�

Start Ù All Program  Ù Microsoft Office   Ù Microsoft Office Word 

iK

;ou�pko�ftZu�"Word" NkJhg�eo'�ns/�ehnFp'ov�s'A�n?ANoFehn�dpkU.

fuZso�9a5

9a7a3�n?Zwan?Z;a�tov�dh�ftzv'�d/�Gkr

n?Zwa�n?Z;a�tov�dh�ftzv'�d/�Gkr�j/m�fdZs/�fuZso�ftZu�fdykJ/�rJ/�jB�L

fuZso�9a6

9a7a3a1�økJhb�whBz{�(File Menu)

� tov� dh� ftzv'� d/� T[Zgob/-yZp/� e'B/� ftZu� økJhb� whBz{� nkgôB� j[zdh� W.� id'A� n;]� fJ;� nkgôB� B{z�

efbZe� eod/� jK� sK� fJZe� BthA� ftzv'� B÷o� nkTA[dh� W.� n;]� fJ;� ftzv'� dh� tos'A� eoe/� Bt]� økJhb� pDk�

;ed/� jK,� gfjbK� s'A� pDh� økJhb� B{z� y'bQ� ;ed/� jK,� økJhb� B{z� ;/t� eo� ;ed/� jK� ns/� eJh� j'o� ezw� eo�

;ed/�jK.

fuZso�9a7
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9a7a3a2 �e[fJZe�n?e;?Z;�N{bpko (Quick Access Toolbar)

økJhb� whBz{� d/� T[Zgob/� gk;/� e[fJZe� n?e;?Z;� N{bpko� j[zdh� j?.� e[fJZe� n?e;?;� N{bpko� T[j� ewKvK�

w[ZjJhnk� eotkT[Adh� j?� fiBQK� dh� n;]� tko-tko� tos'A� eod/� jK.� e[fJZe� n?e;?Z;� N{bpko� ftZu� Save, 

Undo�ns/�Redo�ewKvK�gfjbK�s'A�jh�B÷o�nkT[AdhnK�jB.

fuZso�9a8

9a7a3a3 �NkJhNb�pko�(Title Bar)

NkJhNb� pko� T[;� vke{w?AN� dk� NkJhNb� fdykT[Adh� j?� fi;� ftZu� n;]� ezw� eo� oj/� j[zd/� jK.� tov� ;G�

s'A� gfjb/� vke{w?AN� B{z� � "Document1" dk� BK� fdzdk� j?.� fit/A-fit/A� n;]� j'o� vke{w?AN� y'bQd/� jK,� tov�

T[jBK� B{z� nrb/� BzpoK� d/� Bkw� d/� fdzdk� j?.� id'A� n;]� vke{w?AN� B{z� ;/t� eod/� jK,� T[;� ;w/A� n;]� nkgD/�

vke{w?AN�B{z�tZyok�Bkw�d/��;ed/�jK.

fuZso�9a9

9a7a3a4 �N?p÷�(Tabs)

N?p÷,� n?Zwan?Z;atov� 2003� d/� whB{z� f;;Nw� dh� soQK� j[zdhnK� jB,� n?Zwan?Z;atov� d/� Bt/A� to÷BK�

ftZu� vokg-vkT{B� whB{z� dh� irQk� N?p� ns/� fopB� f;;Nw� pDkfJnk� frnk� j?.� id'A� n;]� fe;/� N?p� B{z�

u[Dd/� jK� sK� fJj� T[[;� N?p� Bkÿ� ;zpzfXs� fopB� B{z� fdykT[Adk� W.� fJZE/� jo� fJZe� uh÷� dk� (ezw� bJh)� pNB�

pfDnk� j[zdk� W.� N?p÷� ezwK� Ós/� fBoGo� eodhnK� jB,� fit/A� fe� j'w,� fJB;oN,� g/i-b/� nkT{N,� o?øo?A;÷,�

w/fbzr,�foftT{,�ftT{.�jo/e�N?p�d/�nzdo,�fJe-d{i/�Bkÿ�;zpzfXs�ezwK�dk�fJeZm�j[zdk�j?.

fuZso�9a10

9a7a3a5 fopB�(Ribbon)

N?p÷� fopBK� B{z� fdykT[AdhnK� jB.� jo/e� � fopB� d/� ftZu� pj[s� ;ko/� pNB� br/� j[zd/� jB� fiBQK� B{z�

nbZr-nbZr� BKtK� j/mK� fJeZmk� ehsk� j[zdk� W,� fit/A� fe� efbZg� p'ov,� ø"AN� ns/� g?okrqkc.� �

wkJheo';køN� tov� � ftZu� n;]� fopB� dh� tos'A� wkJheo';køN� tov� B{z� ewKvK� d/D� bJh� eod/� jK,� i'fe�

fJj� dZ;dhnK� jB� fe� fejVk� ezw� eoBk� W.� fopB� ;eohB� d/� T[Zgob/� gk;/,� e[fJZe� n?e;?Z;� N{b� pko� d/�

j/mK� j[zdk� j?.� fopB� d/� T[Zgob/� gk;/� pj[s� ;ko/� N?p÷� br/� j[zd/� jB,� fiBQK� B{z� efbZe� eoe/� eJh� ewKvK� d/�

fJeZm� (ro[Zg)� B÷o� nkT[Ad/� jB.� jo� ro[Zg� iK� fJZem� ftZu� ;zpzfXs� ewKvK� d/� pNB� j[zd/� jB.� fJjBK�

ewKvK� dh� tos'A� eoB� bJh� iK� tZy-tZy� whBz{� iK� vkfJbkr� pke;� sZe� gj[zuD� bJh� ;kB{z� fJjBK� pNBK�

B{z�efbZe�eoBk�ukjhdk�j?.
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fuZso�9a11

9a7a3a6�vkfJbkr�pke;�bKuo

n;]� jo/e� ro[Zg� (fJeZm)� d/� j/mb/� ;Zi/� e'B/� ftZu� vkfJbkr� pke;� bKuo� B{z� d/y� ;ed/� jK.�

vkfJbkr-pke;� bKuo� B{z� efbZe� eoB� Bkÿ� fJZe� j'o� vkfJbkr� pke;� okj]� n;]� j'o� ;zpzfXs� ewKvK�

sZe�gj[zu�;ed/�jK.

fuZso�9a12

9a7a3a7 �o{bo�(Ruler)

fopB� d/� j/mb/� gk;/� o{bo� (;e/b� iK� ø[ZNk)� j[zdk� j?.� n;]� nkgD/� vke{w?AN� dk� økow?N� � o{bo� dh� wdd�

Bkÿ�ibdh�pdb�;ed/�jK.

fuZso�9a13

9a7a3a8�N?Ze;N�J/ohnk�(Text Area)

o{bo� d/� j/mb/� gk;/� tZv/� y/so� B{z� N?Ze;N� J/ohnk� fejk� iKdk� j?.� n;]� nkgDk� vke{w?AN� fJ;� N?Ze;N�

J/ohnk�ftZu�NkJhg�eo�;ed/�jK.�T[Zgob/-yZp/�e'B/�ftZu�fNwfNwkT[Adh�(pfbze)�yVQt]�bkJhB�B{z�eo;o�

fejk�iKdk�j?.��fJj�fJB;oôB�g[nkfJzN�(fiZE/�N?Ze;N�fbyDk�j?)�B{z�do;kT[Adh�W.

9a7a3a9 �toNheb��(yVQth�fdôk�ftZu)�ns/�j'oh÷"ANb�(b/Nt]�fdôk�ftZu)�;eo"b�pko

toNheb� ns/� j'oh÷"ANb� ;eo"b� pko� okj]� n;]� fJjBK� Ós/� pD/� fuzBQK� dh� wdd� Bkÿ� nkgD/� g/i� Bz{�

T[Zgo-j/mK�ns/�yZp/-;Zi/�;oek�;ed/�jK.�toNheb�;eo"b�pko�;eohB�d/�;Zi/�gk;/�j[zdh�j?.��j'oh÷"ANb�

;eo"b�pko�;N/N;�pko�d/�TZ[gob/�gk;/�j[zdh�W.
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9a7a3a10�;N/N;�pko�(Status Bar)

;N/N;� pko� ;kvh� ftzv'� d/� j/mb/� gk;/� j[zdh� j?� ns/� fJj� g/i� Bzpo� ns/� vke[w?AN� ftZu� eZ[b� ôpdK� dh�

frDsh�torh�;{uBk�w[jZJhnk�eotkT[Adh�j?.

fuZso�9a14

9a7a3a11�vke{w?AN�ftT{÷

tov� ftZu,� n;]� nkgD/� vke{w?AN� B{z� j/mK� fdZs/� gzi� ftT{÷� ftZu'A� fe;/� fJZe� ftT{� ftZu� fdyk� ;ed/�

jKL

å fgzqN�b/n-nkT{N�L�fgqzN�b/n-nkT{N�ftT{,�vke{w?AN�B{z�T[;//�soQK�fdykT[Adk�j?�fit/A�T[j�fgzqN�j'D��

T[gozs�fdykJh�d/t/rk.

å ø[Zb� ;eohB� b/n-nkT{N� L� fJj� b/n-nkT{N� ;kB{z� nkgD/� vke{w?AN� B{z� ;eohB� T[Zs/� n;kBh� Bkÿ�

gVQD:'r�pDkT[D�ftZu�wdd�eodk�j?.

å t?Zp� b/n-nkT{N� L� t?Zp-b/n� nkT{N� ftT{� ;kv/� vke{w?AN� B{z� fe;/� th� pqkT{÷o,� fit/A� fe�

fJzBNoB?ZN�n?e;gb'oo�Ós/�gqdofôs�eoB:'r�pDkT[Adk�j?.

å nkT{N-bkJhB�ftT{�L�nkT{N-bkJhB�ftT{�vke{w?AN�B{z�nkT{N-�bkJhB�økow�ftZu�fdykT[Adk�W.

å vokøN� ftT{� L� vokøN� ftT{� ;G� Bkÿ'A� tZX� tofsnk� ikD� tkÿk� ftT{� W.� n;]� vokøN� ftT{� dh�

wdd�Bkÿ�nkgD/�vke{w?AN�B{z�pj[s�ibdh�n?fvN�eo�;ed/�jK.

fuZso�9a15

9a7a3a12�÷{w�;bkJhvo�(Zoom Slider)

÷{w� ;bkJhv� T[;� ;w/A� bkj/tzd� j[zdk� j?� id'A� n;]� ÷{w� fJB� ftT{� ftZu� ezw� eo� oj/� j[zd/� jK� ns/� ÷{w�

nkT{N� dh� tos'A� eoBk� ukj[zd/� jK.� � ÷{w� ;bkJhvo� Bkÿ� n;]� fe;/� fJZe� irQk� Ós/� ÷{w� -fJB� Bj]� eo�

;ed/�,�fit/A�fe�n;]�w?rBhøkfJo�dh�tos'A�eoe/�eo�;ed/�jK.\

fuZso�9a16

9a7a3a13�toe�J/ohnk�(Work Area)

õkbh� irQk� B{z� toe� J/ohnk� fejk� iKdk� j?.� fJ;� dh� tos'A� N?Ze;N� B{z� NkJhg� eoB� bJh� ehsh� iKdh� � � � � � � � � � � � � � � � � � � � �

j?.
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9a8�BtK�vke{w?AN�pDkT[Dk

BtK�vke{w?AN�pDkT[D�bJh,�j/mK�fdZfsnK�ftZu'A�e'Jh�fJZe�sohek�tos'�L

å økJhb�whBz{�ftZu�fBT{�nkgôB�T[Zs/�efbZe�eo'.�

å Blank�vke{w?AN�nkgôB�B{z�u[D'

å Create�pNB�Ós/�efbZe�eo'

iK

 ctrl+N �eh÷�B{z�ehn-p'ov�s'A�dpkU.

fuZso�9a17�BtK�vke{w?AN�pDkT[Dk

å gfjbK� s'A� pD/� vke{w?AN� B{z� y'bQDk� L� gfjbK� s'A� pD/� vke{w?AN� B{z� y'bQD� bJh� j/mK� fdZfsnK� ftZu'A�

e'Jh�fJZe�sohek�tos'�L

nkgDh�;eohB�d/�T[Zgob/�yZp/�e'B/�ftZu�ckJhb�whBz{�dh�UgB�(Open)�nkgôB�T[Zs/�efbZe�eo'.

iK

ctrl+O �ehn÷�B{z�ehn-p'ov�s'A�dpkU.

T[Zgob/�d'jK�sohfenK�okj]�fJZe�vkfJbkr�pke;�y[ZbQ/rk.�fJZE/�økJhb�dk�BK�u[D'�ns/�open 

pNB�T[Zs/�efbZe�eo'.

9a9�Bt/A$gfjbK�s'A�pD/�vke{w?AN�B{z�;/t�eoBk

Bt/A�iK�gfjbK�s'A�pfDnk�vke{w?AN,�i'fe�y[ZfbQnk�j'fJnk�j?,�B{z�;/t�eoB�bJh�j/mK�fdZs/�ftZu'A�e'Jh�

fJZe�sohek�tos'�L

økJhb�whB{z�dh�Save nkgôB�T[Zs/�efbZe�eo'.

iK

ctrl+S �ehn÷�B{z�ehn-p'ov�s'A�dpkU.�

i/eo�fJj�BtK�vke{w?AN�W�sK�;kB{z�Save As�vkfJbkr�pke;�fdykJh�d/t/rk.
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fuZso�9a18�Bt/A$�gfjbK�s'A�pD/�vke{w?AN�B{z�;/t�eoBk

T[;� ø'bvo� dh� u'D� eo'� fiZE/� n;]� nkgDk� vke{w?AN� oZyDk� j?,� økJhb� B/w� pke;� ftZu� vke{w?AN� dk�

Bkw�NkJhg�eo'�ns/�Save pNB�T[Zs/�efbZe�eo'.

go�i/eo�vke{w?AN�B{z�gfjbK�jh�Bkw�d/�e//�;/t�ehsk�j'fJnk�j?,�sK�fJj�f;oø�;/t�j'�ikt/rk.

:kd�oZyD:'r�rZbK

1a vke{w?AN�B{z�NkJhg�okJhNo�dh�soQK�d[pkok�NkJhg�eoB�dh�b'V�Bj]�g?Adh.

2a B'N� g?v� fJZe� ;XkoB� N?Ze;N� n?vhNo� j?� fi;� B{z� n;]� ;XkoB� N?Ze;N� vke{w??AN� pDkT[D� bJh�

tosd/�jK.

3a tov� g?v� ;kv/� vke{w?AN� B{z� tZy-tZy� ø'AN� ;NkJhb,� ø'AN� ;kJh÷� ns/� p[b/N� ;NkJhb� Bkÿ�

økow?fNzr�eoB�dh�fJik÷s�fdzdk�j?.

4a N?p÷� n?Zwa� n?Z;a� tov� 2003� d/� whB{z� f;;Nw� tork� ezw� fdzd/� jB� go� tov� d/� Bt/A� to÷B�

ftZu�vokg-vkT{B�whB{z�dh�EK�Ós/�N?p÷�ns/�fopB�j[zd/�jB.

5a vkfJbkr�pke;�bKuo�jo�fJZe�ro[Zg�d/�;Zi/�e'B/�ftZu�j[zdk�j?.

6a o{bo� d/� j/mb/� gk;/� tkÿh� tZvh� EK� B{z� N?Ze;N� J/ohnk� fejk� iKdk� j?.� n;]� N?Ze;N� J/ohnk� ftZu�

nkgDk�vke{w?AN�NkJhg�eo�;ed/�jK.
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7a fgqzN� b/nFnkT{N� ftT{� vke{w?AN� B{z� T[;� soQK� fdykT[Adk� W,� fit/A� fe� vke{w?AN� fgqzqN� eoB� ;w/A�

B÷o�nkT[Adk�W.

8a vokøN� ftT{� ;G� Bkÿ'A� tZX� tofsnk� ikD� tkÿk� ftT{� W,� n;]� vokøN� ftT{� dh� wdd� Bkÿ�

nkgD/�vke{w?AN�B{z�pj[s�ibdh�n?fvN�eod/�jK.

nfGnk;

1a ;jh�T[Zso�dh�u'D�eoe/�õkbh�EKtK�Go'�L

1a CTRL+S aaaaaaaaaaaaaaaaaaaaaaa�eoB�bJh�tofsnk�iKdk�j?.

������ (1)�;/t (2)�UgB (3)�fBT{ (4)�eb'÷

2a o{bo�d/�j/mb/�gk;/�tkÿh�tZvh�EK�B{z�aaaaaaaaaaaaaaaaaaaaaaa��fejk�iKdk�j?

(1)�àËÕÃà�Â¶ÇðÁÅ (2)�UgB�J/ohnk (3)�eb'÷�J/ohnk (4)�T[go'es�;ko/

3a tov�vke{w?AN�ftZu�d'�;eo"b�pko�j[zd/�jB�aaaaaaaaaaaaaaaaaaaaaaa�ns/�aaaaaaaaaaaaaaaaaaaaaaa�.

(1)�j'oh÷"ANb,�toNheb (2)�b?øN,�okJhN (3)�nZgo,�b'no (4)��e'Jh�th�BjhA

4a Bt]� vke{w?AN� økJhb� y'bQD� bJh� ehn-p'ov� s'A� aaaaaaaaaaaaaaaaaaaaaaa� ehnK� dpkJhnK�

iKdhnK�jB.

(1)�Ctrl+O (2) Ctrl+N (3) Ctrl+S (4)  Ctrl+V

5a aaaaaaaaaaaaaaaaaaaaaaa� ftT{� vke{w?AN� B{z� T[;� soQK� fdykT[Adk� j?,� fit/A� fe� vke{w?AN� fgqzN� eoB� ;w/A�

B÷o�nkT[Adk�j?.

(1)��fgqzN�b/nFnkT{N (2)�vokøN (3)�nkT{N�bkJhB (4)�ø[Zb�;eohB

2a� ;jh$rbs�dZ;'A�L

1a vkfJbkr�pke;�bKuo�jo�fJZe�ro[Zg�d/�j/mb/�;Zi/�e'B/�ftZu�j[zdk�j?.

2a B'N� g?v� fJZe� ;XkoB� N?Ze;N� n?vhNo� W� fi;� Bkÿ� n;]� ;XkoB� N?Ze;N� vke{w?AN� fsnko� eo�

;ed/�jK.

3a NkJhNb�pko�tov�dh�ftzv'�dh�;G�s'A�j/mbh�pko�j[zdh�j?.
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4a nkT{N�bkJhB�ftT{�vke{w?AN�B{z�nkT{N�bkJhB�økow�ftZu�do;kT[Adk�W.

3a S'N/�T[ZsoK�tkÿ/�gqôB�L

1a B'N�g?v�B{z�fet/A�ô[o{�ehsk�iKdk�j?.

2a tov�g?v�ftzv'�d/�GkrK�dh�;{uh�pDkU.

3a vkfJbkr�pke;�bKuo�B{z�fpnkB�eo'.

4a N?Ze;N�J/ohnk�B{z�fpnkB�eo'.

5a ;N/N;�pko�eh�j[zdh�j?.

4a tZv/�T[ZsoK�tkÿ/�gqôB�L

1a n?Zwa�n?Z;a�tov�dhnK�e¯Jh�6�ftô/ôsktK�dk�toBD�eo'.

2a n?Zwa�n?Z;a�tov�ftZu�vke{w?AN�ftT{�pko/�ft;sko�Bkÿ�dZ;'.

3a n?Zwa�n?Z;a�tov�ftZu�økJhb�fet/A�pDkJh�ns/�;/t�ehsh�iKdh�j?<
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