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E. À¹êð¯Õå å¯º Çìé·» ÇÂÃ ê¹ÃåÕ ç¶ ÇòôÅ òÃåÈ Áå¶ ÇÚ¼åð» ù ÇåÁÅð Õðé ç¶ À¹ç¶ô éÅñ ìÔ¹å ÃÅð¶
ÜéåÕ Ãð¯å» çÆ òðå¯º ÕÆåÆ ×ÂÆ þÍ ÁÃÆº ÃÅð¶ Ãð¯å» ç¶ ï¯×çÅé ñÂÆ è¿éòÅçÆ å¶ ÁÇÔÃÅéî¿ç
Ô»Í
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î¹¼Ö ì¿è
ðÅôàðÆ êÅá´î ã»ÚÅ, B@@E, ÇÂÔ ÇÃøÅÇðô ÕðçÅ þ ÇÕ ÃÕÈñ Çò¼Ú ì¼ÇÚÁ» ç¶ ÜÆòé çÅ Ã¿ì¿è ÃÕÈñ ç¶
ìÅÔð À¹Ôé» ç¶ ÜÆòé éÅñ Ü¹ÇóÁÅ Ô¯äÅ ÚÅÔÆçÅ þÍ ÇÂÔ ÇÃè»å ÇÕåÅìÆ ÇÃ¼ÇÖÁÅ çÆ ê¹ðÅäÆ ÇòðÅÃå ù
Çê¼Û¶ Û¼âçÅ þ, ÇÜÃç¶ ÁÅèÅð å¶ Á¼Ü òÆ ÃÅâÅ Çò¼ÇçÁÕ ã»ÚÅ Õ¿î Õð ÇðÔÅ þÍ ÇÃ¼à¶ òÜ¯º ÃÅâ¶ ÃÕÈñ»,
Øð», íÅÂÆÚÅÇðÁ» Áå¶ Õ¿î-ÕÅÜ òÅñÆ Ü×·Å ç¶ îÅÔ½ñ Çò¼Ú ÕÅøÆ øðÕ ÁÅ Ç×ÁÅ þÍ

Ô¼æ Çò¼ÚñÆ ÕÅðÜ ê¹ÃåÕ ÒÒë³Õôéñ ÇÂ³×Çñô (ì¶ÇÃÕ)ÓÓ À¹Ã Òï×̄åÅ êÌÃåÅòÓ çÅ ÇÔ¼ÃÅ þ ÇÜÃù ÇÕ îé¹¼ÖÆ
ÃÅèé ÇòÕÅÃ î³åðÅñ¶ (MHRD) ç¶ À¹µçî ÁèÆé Õ½îÆ ÇòòÃÅÇÂÕ ÇÃ¼ÇÖÁÅ ï¯×åÅ ã»Ú¶ (NVEQF) ù
ÁÃñÆ ÜÅîÅ êÇÔéÅÀ¹ä ñÂÆ ÇòÕÇÃå ÕÆåÅ Ç×ÁÅ þÍ ÇÂÃçÅ î³åò ÃÕÈñ», ÕÅñÜ», ÇòòÃÅÇÂÕ ÇÃ¼ÇÖÁÅ
Áå¶ ÇÃÖñÅÂÆ Ã³ÃæÅò», åÕéÆÕÆ ÇÃ¼ÇÖÁÅ Ã¿ÃæÅò» Áå¶ ÇòôòÇòÇçÁÅÇñÁ» Çò¼Ú ÇÂ¼Õ ðÅôàðÆ ê¼èð çÆ
îÅéåÅ êÌÅêå ï¯×åÅ êÌäÅñÆ òÅÃå¶ Ã»Þ¶ Çéïî Áå¶ Ã¶è» çÅ ×áé ÕðéÅ þÍ ÇÂÔ Áé¹îÅé ñÅÇÂÁÅ ÜÅ
ÇðÔÅ þ ÇÕ NVEQF ðÅÔÆº ï¯×åÅò» çÆ êÅðçðôåÅ, Á³åð-Ö¶åðÆ ÇÃ¼ÇÖÁÅ Áå¶ ÇòÇçÁÅðæÆ-Õ¶ºçÇðå
ÇÃ¼ÇÖÁÅ ù òÅèÅ Çîñ¶×Å Áå¶ ÇÃ¼ÇÖÁÕ çÆ ò¼Ö-ò¼Ö ï¯×åÅò» ÇòÚÅñ¶ ×åÆôÆñåÅ ù Ã¹ÖÅñÅ Õð¶×Å Áå¶
ÇÃ¼ÇÖÁÅðÆÁ» ù ÜÆòé íð òÅÃå¶ ÇÃ¼ÇÖÁÅ Çîñ¶×ÆÍ

ÇÂÔ ÕÅðÜ ê¹ÃåÕ, Ü¯ ÇÕ Á¼áòÄ Ü» À¹Ãç¶ ìðÅìð çÆ ÜîÅå êÅÃ Õð ü¼Õ¶ ÇòÇçÁÅðæÆÁ» òÅÃå¶ ìäÅÂ¶
×Â¶ ÇòòÃÅÇÂÕ ï¯×åÅ êÌÃåÅò çÅ ÇÂ¼Õ ÇÔ¼ÃÅ þ, ÇÂ¼Õ îÅÇÔð ÃîÈÔ ò¼ñ¯º ÇñÖÆ ×ÂÆ þÍ ðÅôàðÆ Õ½ºÃñ
ÇòÕÅÃ Ç×îé ç¹ÁÅðÅ êÌòÅÇéå íÅðåÆ Õ½ôñ êÌÆôç çÆ êÌÚÈéÕÅð ÃíÅ (RASCI Áå¶ Ã¿×Çáå êÌÚÈé
À¹çï¯×» é¶ ÁÅêÃÆ ÃÇÔï¯× éÅñ ðÅôçðÆ ÇòòÃÅÇÂÕ îÅêç¿â (NOS) ÇåÁÅð ÕÆå¶ ÔéÍ ÇÂÔ îÅêç³â
Ã¿×Çáå êÌÚÈé Ö¶åð ç¶ é¹î»ÇçÁ» òñ¯º Ã¹ÞÅÂ¶ ×Â¶ îîð¼æåÅ îÅêç¿â» Áå¶ ÇçôÅ Çéðç¶ô» çÅ ÃîÈÔ Ôé
Áå¶ Õ¿îÕÅÜ òÅñÆ Ü×·Å å¶ Ú¿×Æ Õ¹ôñåÅ éÅñ Õ¿î Õðé òÅÃå¶ À¹îÆçòÅð» çÆ ×¹äò¼åÅ Áå¶ ÇÃ¼ÇÖÁÅ ù
êðÖä òÅÃå¶ ñ¯óÄç¶ ÔéÍ

ê³âå Ã¹¿çð ñÅñ ôðîÅ Õ¶ºçðÆ ÇòòÃÅÇÂÕ ÇÃ¼ÇÖÁÅ Ã¿ÃæÅ (PSSCIVE), Ü¯ ÇÕ ðÅôàðÆ ÇòÇçÁÕ Ö¯Ü
Áå¶ ÇÃÖñÅÂÆ êÌÆôç (NCERT) çÅ ÇÂ¼Õ ÇÔ¼ÃÅ þ, é¶ SKSDC ç¶ ÃÇÔï¯× éÅñ Ã¿×Çáå êÌÚÈé Ö¶åð
Çò¼Ú ÇòòÃÅÇÂÕ ï¯×åÅ êÌÃåÅò ñÂÆ Û¯à¶ Û¯à¶ ÇÔ¼ÇÃÁ» Çò¼Ú êÅá´î Áå¶ ÇÃ¼ÇÖÁÅ Ãî¼×ðÆ ÇòÕÇÃå
ÕÆåÆ þÍ ÇÂÔ NVEQ ç¶ êÇÔñ¶ å¯º Ú½æ¶ åñ òÅÃå¶ Ôé; êÇÔñÅ åñ (Level 1) é½òÄ ÜîÅå ç¶ ìðÅìð
Ç×ÇäÁÅ Ç×ÁÅ þÍ êÅá´î Áå¶ ÇÃ¼ÇÖÁÅ ÇÂÕÅÂÆÁ» (Units) ÇåÁÅð Õðé ñÂÆ NOS îÅêç¿â» ç¶
ÁÅèÅð å¶ ÇòòÃÅÂ¶ éÅñ Ã¿ì¿èå î¹¼Ö Ãîð¼æåÅò»ÇÜò¶º Ç×ÁÅé, Õ¹ôñåÅ, ï¯×åÅ ÁÅÇç çÆ êÛÅä ÕÆåÆ
×ÂÆÍ

ÇÂÔ ÁÇíÁÅÃ-ê¹ÃåÕ ÇòÇçÁÅðæÆ ù ð¼àÅ ñÅÀ¹ä å¯º òðÜçÆ þ Áå¶ êÅá´î ù Ç÷ÁÅçÅ ñÚÕÆñÅ
ìäÅÀ¹ºçÆ þ å» Ü¯ ò¼Öð¶ ò¼Öð¶ ÇòÇôÁ» ÇòÚÅð¶ ÃÆîÅò» ù å¯ÇóÁÅ ÜÅ ÃÕ¶Í ÇÂÃ ê¹ÃåÕ Çò¼Ú Ã¯Ú ÇòÚÅð
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Áå¶ Û¯à¶-ÃîÈÔ» Çò¼Ú òÅç-Ã¿òÅç, ÚðÚÅ Áå¶ åÜðì¶ ù òèÅÀ¹ä òÅñÆÁ» ÇÕÇðÁÅò» ù Ç÷ÁÅçÅ îÔ¼åò
Çç¼åÅ Ç×ÁÅ þÍ ÇÂÔ ÃÅðÆÁ» ÕÅðòÅÂÆÁ» AIHF çÆ ðÅôàðÆ Çò¼ÇçÁÅ éÆåÆ ç¹ÁÅðÅ êÌåÅÇòå
ÇÃ¼ÇÖÁÅðæÆ-Õ¶ºçÇðå Çò¼ÇçÁÕ êÌäÅñÆ ç¶ éÅñ ÇÂ¼Õ Ã¹ð Ôé å¶ ÇÂÃçÆ êÌÅêåÆ ò¼ñ ÔÆ ÇÂ¼Õ Õçî ÔéÍ

ÇÂÃ Õ¯Çôô çÆ ÕÅîïÅìÆ ÇÂÃ ×¼ñ å¶ Çéðíð Õð¶×Æ ÇÕ ÃÕÈñ» ç¶ ÇêÌ³ÃÆêñ Áå¶ ÁÇèÁÅêÕ ì¼ÇÚÁ» ù
ÁÅêä¶ å½ð å¶ ÇÃ¼Öä Áå¶ ÁÅêäÆ ÕñêéÅ ðÅÔÆº êÌôé ê¹¼Ûä ñÂÆ ÇÕ¿éÆ Õ¹ êÌ¶ðéÅ Çç¿ç¶ ÔéÍ Õ¹ôñåÅ
ÇòÕÅÃ ÇÕÇðÁÅò» Çò¼Ú ÇÃ¼ÇÖÁÅðæÆ çÆ ôîÈñÆÁå Áå¶ ×¹ä» Áå¶ ðÚéÅåÇîñÕåÅ ù ×ÌÔä ÕðéÅ å» ÔÆ
Ã¿íò Ô¯ò¶×Å, Ü¶Õð ÁÃÆº ÇòÇçÁÅðæÆ ù Ãð¯å¶ òÜ¯º éÔÄ ìñÇÕ ÇÃ¼ÇÖÁÅ êÌÇÕÇðÁÅ ç¶ ÇÔ¼Ã¶çÅð òÜ¯º ôÅîñ
Õð»×¶Í ÇÂÔé» àÆÇÚÁ» çÆ êÌÅêåÆ ñÂÆ ÃÕÈñ» ç¶ Çé¼åé¶î Áå¶ ÕÅðÜ ÇòèÆ Çò¼Ú ÕÅøÆ åðîÆî ÕðéÆ
êò¶×ÆÍ ç¼ÃÆÁ» Ô¯ÂÆÁ» ÇÕÇðÁÅò» ù ñÅ×È Õðé òÅÃå¶ Áå¶ À¹åÃÅÔ ù ìäÅÂÆ ð¼Öä òÅÃå¶ ÃÕÈñ ç¶
àÅÂÆî à¶ìñ Çò¼Ú ñÚÆñÅêé ÇñÁÅÀ¹äÅ Ô¯ò¶×Å Áå¶ êÅá´î Áå¶ ÇÃÖñÅÂÆ òÅÃå¶ ÁÇèÁÅêé Ççé»
Çò¼Ú òÅèÅ ÕðéÅ Ô¯ò¶×ÅÍ
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ÕÅðÜ ê¹ÃåÕ ìÅð¶
ieh kwrj pusqk quhwnUM pwT IT101-NQ2012: PMkSnl ieMgilS (byisk) nUM smJx Aqy pUrw krn ivc
quhwfI mdd krygI[quhwnMU AiDAwpk jW trynr dy mwiDAm rwhIN ies vrkbuk dw AiDAYn AwpxI
klwsrUm jW pRXogSwlw ivc kr skdy ho[

A`j dy smyN Anuswr ij`Qy hr pwsy mukwblw hY quhwfy igAwn ivc vwDw krn Aqy quhwfw hunr inKwrn leI
ies kwrj pusqk nUM BwgW ivc vMifAw igAw hY[hryk Bwg nUM ies qrHW Cotw bxwieAw igAw hY ik ies
nMU AswnI nwl piVAw Aqy iliKAw jw skdw hY[AYnImytf qsvIrW Aqy iemyj rwhIN tYkst nUM jIvq
drswieAw igAw hY Aqy tYkst nMU XUjr(quhwfy) nwl rU-b-rU (ieMtrYkitv) bxwieAw igAw hY[qusIN Kud
AwpxI smJ jW Awpxy AiDAwpk dI mdd nwl AwpxIAW audwhrxW bxw skdy ho[AwE dyKIey ik ies
Bwg ivc quhwfy leI kI hY[

Bwg-1 jwx-pCwx

ieh Bwg quhwnUM XUint dy ivSy bwry jwx-pCwx krvwauNdw hY[ieh quhwnMU ieh vI ds̀ygw ik qusIN ies XUint
dy vK̀–vK̀ BwgW ivc qusIN kI isK̀ogy[

Bwg-2 sbMDq igAwn

ieh Bwg ies ivc mOjUd ivSy bwry quhwnMU ivsQwr ivc ds̀ygw[ies Bwg duAwrw id`qy igAwn nUM smJ ky
qusIN kuJ ikirAwvW kr skdy ho[quhwnMU ies Bwg ivc idq̀I jwxkwrI nUM cMgI qrW smJ ky pVnw cwhIdw
hY[ ies qoN bwAd hI AiBAws nUM krnw cwhIdw hY[

Bwg-3 AiBAws

hr Bwg dI AiBAws idq̀I hY jo ik quhwnUM smyN isr pUrI krnI cwhIdI hY[qusIN Awpxy klws rUm,Awpxy
Gr Aqy AwpxI pRXogSwlw ivc ieh ikirAwvW krogy[ies Bwg ivc mOjUd ikirAwvW quhwfy igAwn ivc
vwDw krn, hunr ilAwaux Aqy Awqm-ivSvws vDwaux ivc quhwfI mdd krngIAW ijs nwl qusIN Awpxy
kMm nUM vDyry kuSlqwpUrvk qrIky nwl AwpxI pRXogSwlw ivc kr skogy[ieh sB ikirAwvW quhwnUM Awpxy
AiDAwpk jW trynr dI dyK-ryK hyTW krnIAW cwhIdIAW hn jo ik quhwnUM ieh ikirAwvW pUrw krn ivc
mdd krn Aqy pUrw krn qooN bwAd quhwnUM ies bwry quhwfy duAwrw kIqI ikirAw dy bwry auicq igAwn jW
slwh dyxgy qW ik qusIN Awpxy Awp nUM hor vDyry kuSlqw nwl ies ikirAw nUM kr sko[ies qrHW krn
leI Awpxy AiDAwpk jW trynr nwl iek tweIm tybl iqAwr kro ijs dy inXmW nUM sKqI nwl pUrw
krnw XkInI bxwieAw jwvy[Awpxy AiDAwpk jW trynr koloN kuJ nw smJ Awaux dI sUrq ivc pùCx qoN
guryj nw kro[

Bwg-4 AsYsmYNt

ies Bwg ivc idq̀y pRSn quhwfI kuSlqw nUM jWcx leI hoxgy[quhwfy leI ieh jrUrI hY ik Agly Bwg ivc
jwx qoN pihlW quhwnUM ies Bwg dy swry au~qr AwauNdy hox[

ies XUint dy AMq ivc isKlweI dy sroqW dI sUcI drsweI geI hY ijs ivc ikqwbW, jrnl, inaUzlYtr,
vYbswiet Awid Swiml hn jo ik AglyrI isKlweI ivc quhwfI mdd leI hn[
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sYSn-1 : Awpxy bwry

sbMDq igAwn

hyTW idq̀y vwk-AMSw nUM au~cI Avwz ivc pVó :

1. “I would like to introduce myself. I am…”

2. “Hi/Hello, I am...”
3. “Hi/Hello! My name is…”
4. “Hi/Hello! My name is…but you can call me…”
5. “I live at…”
6. “I am from…”

 7. “I am working as a …”
 8. I am a …

9. I studied at…

10. I am/came here to…

 11. My hobbies are…

 12. I like…

AiBAws

hyTW idq̀y vwk-AMSw nUM au~cI Avwj ivc pVo :

1. My name is __________ (include your name). And you are ?

2. I am a doctor. I work at Safdarjung Hospital.

3. It is a pleasure to meet you.

4. Her name is Nisha. And the two men she is talking to is Manoj and Rahul.

5. She is a doctor. She works at Safdarjung Hospital.

ies nMU pVo :

1. I have a dog.

 2. Do you have a dog?

 3. We have a dog.

4. He has a dog.
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AsYsmYNt

shI AwpSn dI vrqoN kridAW KwlI QwvW Bro :

1. Hi! I ___ Priya.

 a. is b. am c. are

2. _____ am 21 years old.

a. He b. I c. She

3. I _______ in Delhi.

 a. live b. lives

4. There _______ six members in my family.

  a. is b. are c. was

5. My parents ________ me very much.

 a. loves b. love

6. My brothers _______ working.

  a. is b. am c. are

7. My father ______ a farmer.

  a. is b. am c. are

8. My mother _________ a housewife.

 a. are b. is c. am

9. I ___________ one sister.

 a. has b. have c. having

10. She __________ a student.

a. is b. am c. are
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Bwg-2: dUijAW nUM imlx (gRIitMg) dw qrIkw

sbMDq igAwn

hryk gl̀-bwq iksy nw iksy gRIitMg nwl SurU huMdI hY[gRIitMg dw qrIkw, ausdw AMdwj Aqy BwSw
swfy aus ivAkqI nwl sbMDW dI gUVqw qy inrBr krdw hY[hyTW kuJ jnrl stytmYNt Awm qOr qy
iksy nUM imlx leI vrqIAW jWdIAW hn[

Greeting a friend :

1. Hello! How are you doing ?

2. It has been a long time since we last met !

3. Hello! How are you doing now ?

4. How`s life ?

Greeting an acquaintance :

1. Hello! How are you ?

2. Hello! How have you been ?

3. Good morning/afternoon/evening! All`s well ?

Greeting a stranger :

1. Hello !

2. Good morning/afternoon/evening !

3. How do you do ?

4. My name is Aarti. May I know your name ?

hyTW idq̀I hoeI stytmYNt nMU dyKo :

I greet you every day. You greet me every day. He greets me every day.

We greet you good morning. You all greet us good morning. They greet us good morning.

kI qusIN donW vwkW dy smUh ivc koeI bdlwv not kIqw ?

ies bdlwv dy ip`Cy iek inXm hY:

iksy sbjYkt (ivAkqI, QW jW vsqU dw nwm) leI Aqy Third Person Aqy Singular (Ram, Rita,
He, She, it, Delhi, bus, chair  etc.) leI vrb dI Pwrm nwl “s” jW “es” lg̀ygw[
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Examples :

1. Ram meets new people every day.
2. He works as a sales person.
3. Delhi gets rain in the month of July and August.
4. The bus goes to Munirka.
5. The chair makes a noise when you sit on it.

hor Subject leI  first and second person, singular or plural, and third person plural (Ram and
Rita, they, Delhi and Bombay, buses, chairs, etc) inXm AplweI nhIN hovygw[

Examples :

1. I meet new people every day.

2. We meet new people every day.

3. You meet new people every day.

4. You all meet new people every day.

5. Ram and Rita meet new people every day.

AiBAws

ikirAw: rol plyA

AwbjYkitv : ieh ikirAw quhwfy AiDAwpk jW trynr duAwrw smJweI jwvygI[ies ikirAw nUM
is`Kx qoN bwAd qusIN Awpxy dosqW, guAWFIAW Aqy AjnbIAW nUM ivSvws nwl iml skdy ho[

ð¯ñ êñ¶Á ñÂÆ ÇéîéÇñÇÖå Çå¿é êÌÃÇæåÆÁÅ òðåÆÁ» ÜÅ ÃÕçÆÁ» Ôé :
siQqI 1 : qusIN Awpxy iek dosq nUM bhuq dyr bwd imldy ho[ AwKrI mulwkwq aus nwl quhwfI
skUl ivc sI[ qusIN aus nUM iks pRkwr imlogy ?

siQqI 2 : svyr dI sYr krdy smyN quhwfI mulwkwq quhwfy Sihr dy pMswrI nwl huMdI hY[qusIN aus
nUM aus dI dukwn bwry pùCdy ho ik auh A`j Ku~lygI ?

siQqI 3 : qusIN AwpxI iemwrq dIAW pOVIAW qoN iek bMdy nUM auqrdy dyKdy ho[ qusIN aus nUM pihlW
nhIN dyiKAw pr qusIN AMdwjw lgwauNdy ho ik ieh quhwfw nvW guAWFI ho skdw hY[ qusIN ausnUM iml
ky Awpxy bwry d`sxw cwhMudy ho ?

audwhrx leI Third Person singular rule dI vrqoN kridAW swDwrn vwk bxwaux dI koiSS
kro[audwhrx leI :

o I/You take English classes.

o S/he takes English classes.
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AsYsmYNt

A. shI AwpSn dI vrqoN kridAW KwlI QwvW Bro :

1. Hello, Sir! How ______ you ?

 (a) is (b) are (c) am

2. One of the best ways to greet a stranger _______ a simple “Hello!”

(a) is (b) are (c) has

3. Both Meena and Reena _______ people nicely.

(a) greets (b) greet (c) greeting

4. One of those girls who ______ at the office said “Hi”  to me.

(a) works (b) work (c) working

5. If it is morning, you can _______ “Good morning”  as a form of greeting.

(a) says (b) say (c) saying

6. One of my favourite ways of greeting people ______ “What`s up” ?

(a) is (b) are (c) being

7. The Japanese way of saying goodbye _______ “Sayonara”.

(a) is (b) are (c) being

8. “Bon jour”  ____ what the French _______ to greet someone.

(a) is, says (b) are, say (c) is, say

9. No form of greeting ____ as popular as “Hello!”

(a) is (b) are (c) has

10. Neither Preety nor Kirti ______ Ritu when they meet her.

(a) wishes (b) wish (c) wishing

B. Tick the correct sentence

1. I wish my neighbour every morning.
2. He wish me back.
3. I ask him how he is doing.
4. He say that he is doing well.
5. Then we goes to the Mother Dairy booth to buy milk.
6. We talk about the day`s news.
7. We walk back and says “bye”  to each other.
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Bwg 3 : iksy pirvwr bwry g`l-bwq

sbMDq igAwn

swfy pirvwr ivc mOjUd irSqy kuJ ies pRkwr huMdy hn: ipqw, mwqw, BYx, Brw, dwdw, dwdI,AMkl,
AWtI Aqy ccyry-mmyry BYx Brw[

AiBAws

Third Person singular rule dI vrqoN kridAW swDwrn vwk bxwaux dI koiSS kro[audwhrx
leI :

1. I have a brother and a sister.

2. My parents work at the same office.

3. My grandmother and grandfather live with us.

4. My Aunt teaches at a school.

AsYsmYNt

shI ivklp dI cox kridAW KwlI QWvw Bro :

1. Saumya _____ a Punjabi.

a. is b. are

2. She _____ in Ambala.

a. lives b. live

3. Her father and her mother __________teachers.

a. is b. are

4. Her grandmother _________ with them.

a. live b. lives

5. Her sister __________ to college

a. go b. goes

6. Her brother __________ a carpenter.

 a. am b. is

7. He ___________ in Delhi.

 a. work b. works
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8. Saumya ____________ to join the Army.

a. wants b. want

9. Her father ________ in the army for 3 years.

a. are b. was

10. Saumya ____ to her brother every week.

a. speak b. speaks
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Bwg 4 : smW d̀sxw

sbMDq igAwn

pVo Aqy smJo :

Quarter to three (2:45)

Quarter past two (2:15)

Five to four (3:55)

Half past four (4:30)

Twenty five to two (1:35)

AiBAws

smW ds̀o :

(a)___________________         (b) ______________________      (c) _________________

(d)___________________         (e) ______________________      (f) _________________
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Bwg-5 pRSn iqAwr krny

sbMDq igAwn

jdoN pRSnW nUM iqAwr kIqw jWdw hY qW vwk pRSn Sbd nwl SurU huMdw hY[

audwhrx :

Which student was absent yesterday ?
Is he present today ?
Did he bring his leave report today ?

au~cI Avwj ivc hyTW idq̀y hoey vwkwN nUM pVo :

1. I am Mina.

2. My name is Mina.

3. I am from Delhi.

4. I am here to meet a friend.

5. I came by bus.

6. Yes, I am an Indian.

7. No, I will not shop with my friend.

8. Yes, I have called her up.

hyTW idq̀I pRSn-SbdW dI sUcI nUM iDAwn nwl pVo :

Word Examples

What 1. What are you doing tonight?
2. What are we having for dinner?

When 1. When is the match starting ?
2. When are we leaving?

Where 1. Where is my diary?
2. Where will the world cup be held this year?

Which 1. Which one is your book ?
2. Which colour we should buy?

Who 1. Who is that girl ?
2. Who stole the cell-phone?

Whom 1. With whom did you go to see the movie ?
2. Whom did you meet at the party?

Whose 1. Whose towel is this ?
2. Whose dog is barking this  late at night?
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Why 1. Why didn’t you do your homework ?
2. Why are we visting her?

How 1. How are we going to tell him about the situation ?
2. How is the book that you are reading ?

Are 1. Are you Akanksha’s sister?
2. Are you going to see him again ?

Is 1. Is she doing her homework?
2. Is manisha ill?

Am 1. Am I really going to take that chance?
2. Am I happy?

Have 1. Have you seen the new movie ?
2. Have I done the right thing?

Has 1. Has she completed her shift?
2. Has it started boiling?

Do 1. Do we need to confirm the time and place?
2. Do you have to go to the bank today?

Does 1. Does he ever knock before entering a room?
2. Does the cat often steal from your kitchen?

Can/could 1. Can I go to the mall?
2. Could you give me that magazine?
3. Can you play chess?

Will/Would 1. Will you be there on my wedding?
2. Will my book be published?
3. Would you sing if they ask you to?

Shall/ Should 1. Shall we go now?
2. Shall I do the job for you ?
3. Should you leave early to reach on time?

May 1. May I come in ?
2. May I go out for a moment?

hyTW idq̀y vwkW nUM pVo :
1. Oh I am late already…what is the time?
2. Excuse me…can you please tell me the time?
3. Hey! What time does the movie start?
4. When do we have to meet Mr D`Souza?
5. What time is the appointment?
6. When is he going to come?

pRSn Sbd Awm qOr qy Sbd ijvyN ik What, When , How, where, Why, is, can, do, did, will,
would, could Awid nwl SurU huMdy hn[Aqy auh hmySW vwk dy SurU ivc AwauNdy hn[ies leI AsIN
ies qrHW nhIN kih skdy :
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1. The time is like what?

2. You can please tell me the time?

3. The movie starts what time?

4. The appointment is what time?

5. He is going to come when?

jy pRSn smyN dy pùCx nwl sMbiDq hovy qW auh ies pRkwr SurU hovygw[

When or What time… or Can you tell me…

ies nUM pVo:

Example :

1. What time is it ?

2. Where is the time ? X

AiBAws

A. siQqI nUM dyKdy hoey pRSnW dI rcnw kro :

1. You want to ask a person his/her name.

2. You want to ask a person where he/she lives.

3. You want to ask what he/she is doing presently.

4. You want to ask why he/she is here.

 5. You want to ask how he/she goes to office.

 6. You want to ask when he/she is going back.

B. hyTW idq̀y vwkW qoN glqIAW dw suDwr krky pRSnW nUM shI kro[

1. Can you do the work for me?
2. When do you want this book?
3. I can find the class where?
4. You will meet me at the station?
5. You can get the file?
6. Why are you so sad?
7. You are why so happy?
8. Do you work at the mall?
9. Where do you live?

10. What is the price of the book?
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11. You do want some help?
12. Did you see the movie?
13. When did the movie start?
14. You will do me a favour?

jo qusIN is`iKAw Aqy dhurwieAw aus dI vrqoN kridAW swDwrn pRSnW dI rcnw kro[
audwhrx leI :

1. When do I have to come?
2. What time does the class start?
3. Can you tell me the reporting time for the flight?

________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________

AsYsmYNt

A. idq̀I hoeI AwpSn ivcoN shI AwpSn A`gy itk lgwE :

1. It is the name of a person.
a) Is it the name of a person?
b) The name of a person is it?

2. The person is male.
a)  Is the person male?
b)  The person is male?

3. He is Indian.
a) Is he Indian?
b) He is Indian?

4. He is an actor.
a)   An actor he is?
b)  Is he an actor?

5. He is married.
a) Is he married?
b) Married he is?

6. He has two children.
a) How many children does he have?
b) How many he has children?

7. He has a son and a daughter.
a) How many sons and daughters does he have?
b) Sons and daughters how many he has?
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8. He lives in Mumbai.
a) Where does he live?
b) In Mumbai he lives?

9. He was brought up in Delhi.
 a)  He was brought up in Delhi?
b)  Where was he brought up?

B. TIk bxy hoey pRSnW A`gy itk lgwE [

  1.
a. Is we on time?
b. Are we on time?

2.
a. When is the time by your watch?
b. What is the time by your watch?

3.
a. When does the train leave?
b. What does the train leave?

4.
a. At what time is the meeting?
b. At when time is the meeting?

5.
a. On time are we?
b. Are we on time?

6.
a. Could you tell me the time please?
b. You could please tell me the time?

7.
a. When wake up do you?
b. When do you wake up?

8.
a. Are you come on time?
b. Will you come on time?

9.
a. Is your flight on time?
b. Your flight is on time?

10.
 a. When are you planning to leave for Bangalore?
 b. Are you when planning to leave for Bangalore?
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Bwg 6: iksy bwry ivAwiKAw krnI

sbMDq igAwn

hyTW idq̀y vwkW nUM au~cI Avwz ivc pVo :

1. Dev Kumar is my favourite film star.

2. He is tall, dark, and handsome.

3. The clothes he wears are so fashionable.

4. His style of dressing very soon sets a trend that all follow.

5. I loved his latest movie Kab Tak.

6. In the movie, he plays the role of a thief superbly.

7. He wears dark clothes when he goes to burgle people`s homes at night.

8. He is almost never caught. He manages to escape every time.

9. Once, hearing some noise, the owner of the house switches on the lights.

10. Dev Kumar quickly puts on his ghost mask and the owner gets so scared that he jumps
off the balcony!

11. Then Dev Kumar silently leaves the place but not without his booty.

An adjective describes a noun – a person, thing or place.

Example : Delhi is very hot in summer. (describing noun summer)

An adverb describes an adjective, a verb, or another adverb.

Example : Delhi is very hot in summer. (describing adjective hot)

The temperature quickly rises to over 40°C. (describing verb rises)

It almost never comes below 40°C in the month of June. (describing the adverb      never)

Adjectives describe a noun/pronoun:

1. This tea is sweet.

2. I am angry right now.

auu~pr idq̀y vwkW ivc Sbd “tea”, “sweet” çÅ noun þ Áå¶ “I”, “angry” çÅ pronoun þÍ ÇÂÃ
òÅÃå¶ “sweet” Áå¶ “angry” ôìç adjectives ÔéÍ Ô¯ð À¹çÅÔðäÅ ÇéîéÇñÖå Ôé :
1. It looks like we have a clear sky today.
2. She looks happy, doesn`t she ?
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  Adverbs describe adjectives, verbs, or other adverbs.

1. This tea is very sweet.

2. She gets angry quickly.

3. He was smiling rather sadly.

A. êÇÔñÆ À¹çÅÔðä Çò¼Ú adverb “very”, adjective “sweet” çÅ òðéä ÕðçÅ þÍ çÈÃðÆ À¹çÅÔðä
Çò¼Ú adverb “quickly”, verb “gets” çÅ òðéä ÕðçÅ þÍ åÆÃðÆ À¹çÅÔðä Çò¼Ú adverb
“rather”, adverb “sadly” çÅ òðéä ÕðçÅ þÍ

hor audwhrxW hyTW idq̀IAW geIAW hn :

1. She is so excited about the party.

2. We arranged the place nicely.

3. Spring gets over too soon.

AsYsmYNt

pYry nUM iDAwn nwl pVó Aqy bolf jW gUVy A`KrW qoN adverb  Aqy Adjective dI pihcwx kro:

There is this girl called Helen in our class. If you want to know how she looks, then here are
the details: she is quite tall, she has dark skin, and her hair is long and shiny. Oh! She also
has dimples (which we don`t get to see often as she doesn`t smile much!).

She doesn`t talk much or take an active part in any group programs. No wonder why she
stays alone most of the time. But she looks very nice when she smiles. As I have already said,
she has dimples which we don`t see often (as she doesn`t smile much). I think it was the
smile that made me strong enough to talk to her one day.

“Hey Helen!”  I said to her (I was r: eally afraid she might not want to talk to me).
“Hi!”  said Helen.
“Would you like to have lunch with me?”
“That`s nice of you. But I do not eat meat. I hope you haven`t brought meat?”
“Uh…yes...sorry!”
 So, now I have one more thing to tell you about Helen. She is a vegetarian.
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hyTW idq̀y gey SbdW (pYrwgRwP iv`c vrqy gey) dy A`gy  adjectives or adverbs ilKo[

1. Quite___________________

2. Tall____________________

3. Dark ___________________

4. Long ___________________

5. Shiny ___________________

6. Much____________________

7. Active___________________

8. Alone ___________________

9. Very_____________________

10. Nice _____________________

11. Strong ___________________

12. Enough __________________

13. Really ___________________

14. Afraid____________________
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Bwg-7 :mOsm bwry ivAwiKAw

sbMDq igAwn

iDAwnpUrvk hyTW idq̀y vwkwN nMU pVó :

1. It is very hot today.

2. It is very cold today.

3. It is raining today.

4. Today the weather is pleasant – it is neither too hot nor too cold.

mOsm Aqy jlvwXU dI ivAwiKAw au¤cI Avwz ivc pVó[

Day’s Wheather City’s climate

It is quite cold today. It is very hot in summer

It is very chilly today It is very cold in winter

It is so hot today It gets very less rainfall

It is quit warm today It gets a lot of rain in the monsoon season

It seems it is going to rain It is neither too hot nor too cold

What a downpour! It is very cold in winter but pleasant in
summers

Haven’t seen such rains for quite some It is very hot in summer but cool in winter
time

We are going to have a shower It rains almost throughout the year

It is very pleasant today It is very hot during the day but cooler at
nights.

It is neither too cold nor too hot It is hot and humid in summer

The skies look clear. No chances of Rain It is hot and dry in summer

Lovely day, isn’t it?

Looks like it is not going to stop raining
today

I think the skies are going to clear up trailer.
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Read the conversation given below :

A : Hi! How are you doing?

B : I am fine…what`s up?

A : Nothing new. I was just going across to the shop to get a magazine. I am going to stay
indoors and read all day today.

B : Yeah…I know. It is too hot to go out to play.

A : But you know, I think it is going to rain later in the day…do you see the dark clouds ?

B : That would indeed be a welcome relief.

A : Yes, a cool shower would be great!

B : As it is so hot, why don`t we go for a swim today?

A : Mmm…it may rain in the evening…how about a dance in the rain instead?

iek pUrn vwk ivc iek sbjYkt Aqy iek vrb huMdw hY nhIN qW ieh iksy vwk dw Bwg huMdw hY[

hyTW idqy vwkW nUM pVo:

● Is a cold day.

 (“Is a cold day “ does not have the subject “It” ). The complete sentence would be  “It
is a cold day” .

● The sky clear.

 (“The sky clear”  does not have the verb “is” ). The complete sentence would be  “The
sky is clear” .

You can also mention that typically, a sentence in English has the order SVO (Subject – Verb –
Object). For example: The rain (subject) brought (verb) welcome relief from the heat (object).

AiBAws

jo qusIN isiKÀw aus nUM vrqdy hoey ienWH vwkW nMU TIk  kro:

1. It was freezing cold yesterday.

2. Going to rain very soon.

3. It is so hot and humid.

4. The rain has only increased the humidity.

5. A nice breeze blowing.

6. Lovely weather this.
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Bwg 8- pUrn vwk dI rcnw krnI

sbMDq igAwn

iek pUrn vwk auh huMdw hY ijs ivc sbjYkt Aqy vrb hovy[audwhrx leI  vwk “I a good
dancer” pUrn vwk nhIN hY ikauNik ies ivc vrb nhIN hY[hux jdoN AsIN ies ivc “am” vrb
joVWgy qW ieh pUrn vwk bx jwvygw “I am a good dancer”[

iesy pRkwr vwk “Am  a good dancer” pUrn vwk nhIN hY ikauNik ies ivc “subject” nhIN
hY[ies leI vwk pUrw krn leI ÃÅù ies ivc sbjYkt Ü¯óéÅ ÚÅÔÆçÅ þ[

audwhrx :
I am a good dancer

audwhrxW

We have an English class today.

 I go to office every weekday.

She likes oranges.

hryk vwk dw iek sbjYkt Aqy vrb huMdw hY[ BwvyN ies dw AwbjYkt nw hovy, auh vwk iPr vI
pUrn vwk huMdw hY[ audwhrn leI:

1. I eat: Subject+Verb

2. I eat vegetables:  Subject+Verb+Object

vwk nMU ArQpUrn bxwaux ihq̀, iek vwk nUM aùpr id`qI hoeI siQqI Anuswr BwgW ivc vMf ky
dyKo[ audwhrn leI

1. I eat vegetables – is a sentence

2. I vegetables eat – is not a sentence

3. I like dancing.

4. I am here.

5. You go to school.

6. She has a nice smile.

AiBAws
ArQpUrn vwkW dw A`gy itk dw inSwn lgwE[

1. I very happy.
2. She is very happy.
3. He goes to school.
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4. He does not go to school.
5. I oranges like.
6. Oranges I like
7. She and Meeta to theatre.

 8. Meeta is going to the theatre.
 9. You do your homework well.
10. Do your homework well.
11. I dancing like.
12. I here am.
13. You go school to.
14. She has a smile nice.

AsYsmYNt

pUrn vwkW dy A`gy itk kro[

1. (a) Today a fine day.
(b) Today is a fine day.
(c) A fine day.

2. (a) It is bright and sunny.
(b) It bright and sunny.
 (c) It bright sunny

3. (a) It rained yesterday.
(b) It raining yesterday.
(c) Yesterday it raining.

4. (a) It was very cold.
(b) It very cold.
(c) It cold

5. (a) It is not cold today.
(b) It not cold today.
(c) It cold not today

6. (a) We on a picnic today.
(b) We could go on a picnic today.
(c) Could go on a picnic today.

7. (a) The sky seems clear and bright.

(b) The sky clear and bright.

(c) The seems clear and bright
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8. (a) Thank God it is not raining.

(b) Thank God it not raining.

 (c) Thank it raining not

9. (a) Should we umbrellas just in case it rains?

(b) Should take umbrellas just in case it rains?

(c) Should we take umbrellas just in case it rains?

10. (a) It will not rain today.

(b) It not will rain today.

(c) It not rain today

11. (a) I am person hardworking.

(b) I am a hardworking person.

(c) I hardworking.

12. (a)  I am not lazy.

(b)  I lazy am not.

         (c) I not am lazy.

13. (a) I work team in well.

(b) I work well in a team.

(c) I team work well.

14. (a) I have good skills communication.

(b) I good communication skills.

(c) I have good communication skills.

15. (a) I don`t give up easily.

(b) I don`t give easily up.

(c) I give up easily don`t.

16. (a) I get angry quickly.

(b) I quickly angry get.

(c) I angry get quickly.
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Bwg 9- psMd Aqy nw-psMd bwry

sbMDq igAwn

hyTW id`qI hoeI swrxI dI mdd nwl SbdW“favourite”,”Pastime”,”hobby”,”passion”,”Passionate”
and “fond” nUM smJo[

Word Meaning

Favourite Most liked

Pasttime A pleasurable means of passing the time

Hobby An activity for enjoyment

Passion A strong liking for something. An object of strong liking and
enthusiasm.

Passionate Having a strong liking for

Fond Having a strong liking for

hyT idqy vwkW nUM aucI Avwj ivc pVo :

1. Premchand is my favourite writer.

2. His novel, Gaban, is my favourite book.

3. I like the ghazals of Ustaad Amir Ali. The ghazal he sang in the movie Leela is my
favourite.

4. The bookstore near my house is my favourite haunt. I always go there when I have the
time to spare. Browsing through books is my favourite pastime.

5. Pizza is an all-time favourite snack. I can have it anytime, anywhere.

6. Tea is my favourite beverage. There is nothing like a hot cup of tea in winters and iced
tea with lime in summers.

7. White is my favourite color. Whenever I shop for clothes, I invariably select ones that
are white.

AiBAws

SbdW dy ArQ l~B ky idq̀I hoeI KwlI QW ivc Bro :

1. Unique __________________

2. Pet ______________________

3. Preferred____________________
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4. Choice ___________________________

5. Favoured_________________________

AsYsmYNt

A. vwk pUrw kro[

1. I like ________.

2. _________ is my favourite pastime/ my favourite pastime is __________.

3. My hobby is_______/ My hobbies are ______, _______, …

4. I am passionate about _________

5. __________ is my passion.

6. I have a passion for________.

7. I ______________ for a hobby.

8. I enjoy _________,

9. I am fond of ____________.

10. I do not like __________/ I dislike ________/ I am not fond of _________

11. I like listening to music because ______

12. The kind of music I like is____________

13. But I do not like music which is ___________

14. My favourite songs are _______________

15. My favourite singers` are_______________

16. I like watching movies because___________

17. I like to watch movies which________

B. Fill in the blanks :

1. I ________drinking tea (like, liking)

2. She_________a passion for reading (has, having)

3. Of all the sports that I ____________ (enjoy, enjoying) watching, hockey
____________ the best (is, being)

4. I _____________ a cricket fan (are not, am not)
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Bwg 10 : gux (qwkq) Aqy doS (kmzorI) bwry

sbMDq igAwn

iek ivAkqI dI qwkq auh huMdI hY jo aus nUM sihXog Aqy hOslW idMdI hY[ audwhrx:

“My strength is my patience/willingness to listen to others` opinions/etc.”

iek ivAkqI dI kmjorI ausdI auh Xogqw huMdI hY jo pUrn nhIN hY[ audwhrx:

“My weakness is my laziness/inability to forgive easily”.

AiBAws

Awpxy bwry G`to G`t iek vwk AwpxI qwkq Aqy kmjorI bwry hyTW idq̀I KwlI QW aùqy ilKo:

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

AsYsmYNt

KwlI QW Bro :

1. My strength is my________.

2. My_________ is my strength.

3. One of my biggest strengths is my_________.

4. My greatest strength is my_________.

5. My strengths are my ________, my ________, and my _______.

6. My _______, my ________, and my _________ are my strengths.

7. My weakness is my _________.

8. My _________ is my weakness.
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Bwg-11 : ie`Cw sbMDI (ASPIRATION)

sbMDq igAwn

AYsiprySn auh huMdI hY jo qusIN hwisl krn dI ie`Cw r`Kdy ho[

AiBAws

hyTW idq̀y vwkW nMU AwpxI ie`Cw (Aspiration) Answr Bro jo qusIN AwpxI ijMdgI ivc krnw
cwhuMdy ho Aqy iPr aus nUM aùcI Avwj ivc pVo[

1. I want to…
2. I wish to…
3. I dream of…
4. I would like to…
5. What I really want to do is…
6. I aim for…
7. My ambition is to…
8. What I aspire for is…
9. My aspiration in life is…

10. I aspire to…

not kIqw jwvy ik Sbd “ing” auh drswauNdw hY ijs bwry qusIN soc rhy ho[audwhrx leI
I dream of earning well and living well.

dUjy pwsy Sbd “to” AYkSn (kwrvweI) dsdw hY[ijvyN ik  What do you want to do? For
example :
I want to earn well and live well.

kuJ vwk BivK̀ nUM dyKdy hoey boly jWdy hn pr auh Biv~K dI kwrvweI inrDwirq nhIN krdy[
auhdwhrx leI I aspire to be the best singer in the next Indian Idol contest, or, I hope to do
well in my exams tomorrow, ieh sB  future Tense nhIN hn[

Future Action ds̀x vwly vwkwN A`gy itk kro[
1. I will try to complete my education and get a good job.

2. I will try to do a IT course as IT is the fastest growing industry.

3. I hope to do well in my exams tomorrow.

4. I want to be happy in life, doing whatever.

5. I should be able to enjoy the work that I am doing – that is the most important thing
for me.

6. I aspire to be the best singer in the next Indian Idol contest.

7. I shall be rich and famous by the time I turn 30.
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Bwg-12 : îé¹¼ÖÆ Õçð» ÕÆîå» (Values) ìÅð¶ òÅðåÅñÅê

sbMDq igAwn

quhwfy Õçð» ÕÆîå» hI quhwfy ivAkqIqv dI jIvn ivc Jlk idKwauNdy hn[

quhwfy Õçð» ÕÆîå» dI sUcI hyT iliKAW ivcoN ho skdI hY[

1. Honesty
2. Helpfulness
3. Sincerity
4. Loyalty
5. Respect for work
6. Respect for others

AsYsmYNt

KwlI QwvW Bro :

1. I believe in__________.

2. The value I cherish the most is_________.

3. I have grown up with the values of____________.

4. My parents have taught me the values of___________.

5. I think __________ and _________ are the values that should be present in very
individual.

6. It is good to be guided by the values of ________ and ________ in one`s life.
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Bwg-13 : Õ¹ÁËºàÆëÅÇÂð÷ (QUANTIFIERS)

sbMDq igAwn

Quantifier auh Sbd jW vwk huMdy hn jo ik Noun qoN pihlW lgdy hn Aqy quantity nUM d`sdy
hn[Quantifier dI vrqoN ies gl̀ qy inrBr krdI hY ik Noun igxnXog hY jW nw-
igxnXog[Sbd ijvyN ik many, much , some , few, a lot of Awid Quantifier kihlwauNdy hn[

kuJ vsqW igxIAW jw skdIAW hn ijvyN ik iek iklo cwvl, mkwnW dI igxqI Awid[pr Quality
or value nUM igixAw nhIN jw skdw[ijvyN ik pwxI, dùD, gYs Awid[

Countable Noun :

Countable Noun igxnXog huMdy hn[ ieh iekvcn jW bhuvcn huMdy hn[bhuvcn ivc ieh Noun,
Number  jW AMkw ivc huMdy hn mqlb igxy jw skdy hn[iesy leI ies nUM Countable Noun
ikhw jWdw hY[

audwhrx :

many, few/a few, a lot of, several, none

I kept some/many/a few/a very few/a number of/a lot of/several oranges in the basket.
None of the oranges in the basket were ripe.

Un Countable Noun auh huMdy hn ijnHW nUM igixAw nhIN jw skdw[ienHW Noun dy nwl AMkw dI
vrqoN nhIN kIqI jWdI mqlb ieh igxy nhIN jw skdy[ audwhrx :

much, little/a little, very little, bit of, a lot of, a great deal of, a large amount of, a large
quantity of.

hyT ilKIAW audwhrxW pVo:

1. My grandfather is a farmer. Last winter, I ate a lot of apples from my grandfather`s
orchard. (apples is countable)

2. My grandfather has some very good qualities, such as honesty and sincerity. (good
qualities is countable as you can count the number of good qualities. In this case, it is
two – honesty and sincerity)

3. The whole family loves and respects my grandfather. He gets much respect from other
farmers in the area too. (respect is uncountable)

4. We need to add some/a little/a lot of sugar.

5. How much sugar should we add ?
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Adjectives for countable and uncountable nouns

Much / Many

We use much with uncountable nouns.

Example : How much more time is left for the show to get over?

She has so much work to complete before the weekend.
Many is used with countable nouns.
Example : How many clothes will fill this suitcase?

There are many children in the park.
A lot of / lots of
A lot of is used with countable nouns.
Example : There is a lot of money in the bank.

Lots of is used with uncountable nouns.
Example : I want to drink lots of water.

There are lots of flies in this room.
Little, quite a little, few, quite a few
Little and quite a little modify only uncountable nouns.
Example : There is little room for you in the bus. (Meaning hardly any space)

There is quite a little space left for you to fit in. (Meaning plenty of space)
Few and quite a few are used with countable nouns.
Example : There are a few coins in her piggy bank. (Meaning very less)

There are quite a few coins in her piggy bank. (Meaning many)
A little bit of, quite a bit of Both these phrases are used with uncountable nouns.
Example : We mix a little bit of yellow with red to make orange. (Meaning less)

There is quite a bit of salt in the mutton. (Meaning much)
Fewer / Less
Fewer is used with countable nouns.
Example : Fewer people can be seen traveling in buses.

Drink fewer glasses of alcohol.
Less is used with uncountable nouns.
There is less water in this bottle.
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One should take less sugar.
However, there is an exception to this rule.
When less is used in terms like “no less than”  or “or less”, it is used with countable nouns.
His lesson had no less than ten red marks on it.
State your reasons in 25 words or less.

Also, we use less than for a countable noun that denotes a measure of time, amount, or
distance.

Less than three months; less than 50 km; less than Rs 100
Enough, plenty of, some, any, and no are used with both countable and uncountable nouns.

There is enough content in the book.
There are enough pages in the note book.
There is plenty of food in the kitchen.
There are plenty of trees in the orchard.

We have some money kept at home.
We have some bottles in the fridge.

Are there any good shoes in the shop ?
Is there any water in the well ?

There is no time left.
There are no ducks in the pond.

AsYsmYNt

áÆÕ ÁÅêôé çÆ òðå¯º ÕðÇçÁÅ ÖÅðÆ æ» íð¯ :

1.  _________ people may value money but I value love more.(Some, Little)

2.  believe _______ things in this life are as priceless as a true friend. (none, few)

3. A ________ kindness can do a lot for those who need it. (little, few)

4. There are _________ things which we do not need in life but we still go after. (much,
many)

5. _________ people make the mistake of thinking only wealth can bring happiness. (A
lot of, Much)

6. Fame, beauty, money “ _____ of them can fool the wise into chasing them. (any, none)

7. Sharing a laugh with friends is a ________ better way of dealing with sadness than
crying. (little, much)
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8. Love, kindness, generosity “ _______ of them is worth more than jewels or gold. (a lot
of, any)

9. I believe that ______ of the hatred in this world is caused by lack of respect. (many,
much)

10. _______ (Any, Few) of us are ready to say ‘Sorry  but ________ of us always demand it
from others. (many, much)
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Bwg-14 : iksy nUM bulwauxw (INVITING SOMEONE)

sbMDq igAwn

hyT iliKAW vwkW nUM au¤cI Avwj ivc shI ton nwl pVo :

1. Do you want to come to my party tonight?
2. I have a party tonight. You can come.
3. Come to my party tonight.
4. I am inviting you to come to my party tonight.
5. There is a party at my place tonight. Why don`t you come?
6. There is a party at my place tonight. I would like you to come.
7. Would you like to come to my party tonight?
8. I have a party tonight. I would love it if you could come.

kI qusIN pihlIAW cwr audwhrxW Aqy AwKrI cwr audwhrxW ivc koeI AMqr pwieAw? aupr idqy
sB vwkW ivc bolx vwlw ivAkqI iksy nUM rwq dI AwpxI pwrtI qy bulw irhw hY[ pihlIAW cwr
lweInW Awm qOr qy vrqIAW jwx vwlIAW lweInW hn[ienHW ivcoN nMbr 3 dI lweIn kwPI As`B
hY[pMj qoN A`T q`k dIAW lweInW dUjy pwsy inmrqwpUrn hn Aqy cMgyrIAW hn[

hyTW idq̀y vwk au~cI Avwj ivc pVo :

1. Would you like to come to the party?

2. Why don`t you come to the party?

3. It would be nice/great if you come to my wedding.

4. I would be happy if you come to my wedding.

5. I would love it if you come to my wedding.

6. I would like to invite you to my wedding/party/…

iksy nUM bulwaux leI ik auh quhwfy nwl ikqy jwvy[

1. We are going to the movie/mall/… today. Would you like to come?

2. Would you like to go to the movies/mall/… with us?

3. We are going to the movie/mall/…. Do you want to come?

iksy nUM bulwauxw ik auh quhwnUM ikqy imlyy[

1. We are having lunch at the hotel. Would you like to join us ?

2. Would you like to join us for lunch?
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AiBAws

Study the conversation snippets A, B, C and D given below :

Snippet A : Invitation to a birthday party

Student 1 : It`s my birthday today.

Student 2 : Really ? Happy Birthday !

Student 1 : Thanks. Actually, I am having a birthday party at my place this  afternoon and I
would like to invite you.

Student 2 : Sounds great! I would love to come. Student 1:
Thanks. I will see you then.

Snippet  B : Invitation to an engagement

Student 1 : I am getting engaged!

Student 2 : That`s great news! When?

Student 1 : On the 15th of this month. Why don`t you come to the party ?

Student 2 : Of course, I will come.

Snippet  C : Invitation to a picnic

Student 1 : Hey, are you free this Sunday ?

Student 2 : Yes. Why ?

Student 1 : We are planning to go on a picnic to Deer Park. Would you like to  join us?

Student 2 : Definitely !

Snippet  D : Invitation to a show

Student 1 : Do you have any plans for this Saturday?

Student 2 : Not at the moment. Why?

Student 1 : I have two tickets for a play. Would you like to come?

Student 2 : Oh! I would love to. Thanks!
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Bwg-15 : ÷ðÈðå» Ãì¿èÆ ÖðÆç¶ øð̄õå (Shopping for Necessities)

sbMDq igAwn

jd vI AsIN dukwn qy koeI cIj KrIddy hW qW aùQy bwr bwr gl̀bwq bdldI hY[ies Bwg ivc
qusIN kuJ Awm qOr qy vrqy jwx vwly vwk ijhVy ik dukwn vwly nwl gl̀bwq dOrwn vrqy jWdy hn
is`Kogy[hyT ilKy vwkW nUM au~cI Avwj ivc pVo:

1. I want a litre of full-cream milk. Do you have Amul Gold or Mother Dairy?
2. Do you have Kissan jam? I want a 500 gm bottle.
3. Can you weigh me a kilo of potatoes?
4. I want a packet of Harvest Gold brown bread.
5. Do you have Britannia cheese slices?
6. I want a litre each of Sundrop sunflower oil and Dhara mustard oil.
7. I want a dozen bananas? Are these fresh?
8. I want a 10 kilo packet of Shakti Bhog Atta.

hyT ilKy vwkW nUM pVo :

1. Ram buys bread and milk daily.
2. Bread and milk is bought by Ram daily.

1. The shop stocks fresh fruits and vegetables.
2. Fresh fruits and vegetables are stocked by the shop.

1. My brother owns the garment shop in the locality.
2. The garment shop in the locality is run by my brother.

kI qusIN not kIqw ik ienHW vwkW dy smUh ivc kI AMqr hY? ienHW vwkW ivc sbjYkt Aqy
AwbjYkt ny AwpxI QW bdl leI hY[sbjYkt auh ivAkqI jW vsqU hY ijs bwry gl̀ kIqI jw rhI
hY[AwbjYkt auh ivAkqI jW vsqU hY ijhVI ik vrb dy AYkSn nwl pRBwivq ho rhI hY[ies leI
pihlw vwk rwm (sbjYkt) Aqy dUjy vwk ivc AwbjYkt bx igAw hY Aqy pihly vwk dw AwbjYkt
bread and milk  dUjy vwk ivc sbjYkt bx igAw hY[

pihlw vwk is`DI gl̀-bwq drswauNdw hY jdik dUjw vwk “by “dy nwl GumWvI gl̀ drswauNdw
hY[ies leI Awm qOr qy pihlI qrHW dy vwkW dI rcnw nUM qrjIh id`qI jWdI hY [ audwhrx :

1. Sita gave a book to Geeta to read.

2. Geeta was given a book to be read by Sita.

3. Ravi paid the hospital bills.
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4. The hospital bill was paid by Ravi.
5. The gardener has watered the plants.
6. The plants have been watered by the gardener.

To summarize :

auh vwk ijhVy AYkitv Voice hn [ auhnW ivc vrb nwl ho irhw AYkSn sbjYkt duAwrw
kIqw jWdw hY[audwhrx :

I cooked the meal.
He watered the plants.
Meenu sang the song.

auh vwk ijhVy pYisv Voice hn [ auhnW ivc vrb nwl ho irhw AYkSn sbjYkt duAwrw pRwpq
kIqw jWdw hY[audwhrx :

The meal was cooked by me.
The plants were watered by him.
The song was sung by Meenu.

AiBAws

hyTW idq̀y vwkW ivc sbjYkt Aqy AwbjYkt dI QW bdlo :

1. The teacher greeted the class

_______________________________________________________________________

2. Ritu read out a paragraph from the book.

_______________________________________________________________________

3. My mother makes the best dosas.

_______________________________________________________________________

4. This chair makes a lot of noise.

_______________________________________________________________________

5. Smita gave some money to the child.

_______________________________________________________________________

AsYsmYNt

hyTW idq̀y vwkW nUM AYkitv/pYisv Voice ivc bdlo[ pihly do vwk kIqy gey hn[

1. I bought the eggs from Mandeep`s store.
Passive Voice : The eggs were bought by me from Mandeep`s store.
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2. Twenty rupees was charged by Mandeep for the eggs.

Active Voice: Mandeep charged twenty rupees for the eggs.

3. We sell only refined sugar.

Passive Voice: __________________________________________________________.

4. I was asked by my parents to choose anything from the mall for my birthday.

Active Voice: ___________________________________________________________.

5. At the mall, the salesman showed me a lot of pretty dresses.

Passive Voice: __________________________________________________________.

6. I was given a discount on the blue dress.

Active Voice: He_________________________________________________________.

7. Ramu`s son sells potter ware at Kamla Nagar market.

Passive Voice: __________________________________________________________.

8. Around ten to twelve pots are sold by him every week.

Active Voice: ___________________________________________________________.

9. The woman asked him to show her some big pots.

Passive Voice: __________________________________________________________.

10. Three pots were finally bought by the woman.

Active Voice: ___________________________________________________________.
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Bwg-16 : kImq pùCxw

sbMDq igAwn

qusIN ikqwb dI kImq ikvyN pu~Cogy ?

“Excuse me, how much does that book cost?”

rojwnw vrqoN ivc Awaux vwly òÃåÈÁ» dI kImq ikvyN pqw krogy ?

AwE ienHW AwrtIklj (a, an, the) dI shI vrqoN smJIey:

A - Before singular nouns beginning with a consonant sound  Examples: a woman, a
bag, a united country, a doctor, a teacher, a horse, a university, a useful item etc.

An - Before singular nouns beginning with a vowel sound  Examples: an Indian, an
airplane, an open door, an egg, an upper floor, an honest boy, an enemy, an umbrella,
an heir, an hour, an inkstand, an ice- cream etc.

The - Before particular nouns  Examples: the girl who has long hair, the man in the car,
the dog that barked at you, etc.

1. The book I wanted is out of print.
2. I like the novel you gave me.
3. Let us go to the park for a walk.
4. Before uncountable nouns

Examples : the water, the sand, the sugar, etc.

More Examples :

1. The banyan is a kind of fig tree (Note: do not say a kind of a fig tree!).

2. The cow is a domestic animal. (Can also say- A cow is a domestic animal - What is the
difference between the two?)

3. The Himalayas lie to the North of India.

4. The Mr. Chauhan you met yesterday is my uncle.

AiBAws

Study the following conversation snippets and complete them :

Asking the Price A

1. Customer: Excuse me, ______________ for a kilo of potatoes ?
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2. Shopkeeper: 10 Rupees.

3. Customer: And _____________ those mushrooms _______?

4. Shopkeeper: 20 Rupees per packet.

5. Customer: And ________________ of half a kilo of paneer?

6. Shopkeeper: 60 Rupees.

7. Customer: Ok. I will take them. ____________________ for all of them?

8. Shopkeeper: You will have to pay 90 Rupees.

Asking the Price B

1. Customer: ____________________ of that shirt?

2. Shopkeeper: The price of that shirt is 240 Rupees.

3. Customer: Do you have any socks?

4. Shopkeeper: Yes. Here they are.

5. Customer: __________ that black pair___________?

6. Shopkeeper: 35 Rupees.

7. Customer: And _________________ for that packet of handkerchiefs?

8. Shopkeeper: 70 Rupees.

9. Customer: ____________________for all of them?

10. Shopkeeper: You will have to pay 345 Rupees.

AsYsmYNt

A. Fill in the blanks with the appropriate article :

1. Could you tell me the price of _____ blue dinner set over there? (the)

2. How much does ______ oven cost? (an)

3. What is the price of ______ liter of mustard oil? (a)

4. How much do I have to pay for ____ kilo of onions? (a)

5. How much are you charging for ___ brand new plasma-screen TV at the back? (the)

6. I want to buy __ deodorant. How much does ____ the one by Fa cost? ( a, the)

7. I want to buy ____ potatoes. How much does ____ kilo cost? (no article needed, a)
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B. Fill in the blanks with the correct articles “a” , “an” , or “the”.

1. How much does ______ automatic camera cost ?

2. I always buy my clothes from _____ market near my house.

3. I bought this phone in ____ exchange offer last week.

4. How much will I have to pay for ___ second-hand bike ?

5. What is ____ price of this book ?

6. I want to eat ______ orange. How much will I have to pay for one ?

7. How much will I have to spend to reach Kingsway Camp from India Gate in ___
auto rickshaw ?

8. This is ____ very pretty dress. But it must be very costly.

9. How much does ___ dozen bananas cost ?

10. This watch is very expensive. Could you show me ___ cheaper one ?

C. Fill in the blanks with any item of your choice.

1. How much do you charge for ________?

2. What is the price of ________?

3. How much does ______ cost?

4. How much will I have to pay for ________?

5. Could you tell me the price of ________?
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Bwg-17 : gl̀-bwq (NEGOTIATION)

sbMDq igAwn

Negotiation dw mqlb kI hY? ies dw mqlb hY ik gl̀-bwq krn auprMq donW dI sihmqI nwl
mD̀ dw hl̀ lB̀xw[

hyTW idq̀y tybl nMU pVo :

To agree on a point To disagree on a point

I agree with you on that Point I understand your point. However…

That’s fair Suggestion I am prepared to compromise but…

So what you are saying is that you… If you look at it from  my point of view..

In other words you feel that… Well, I think of it differently.

You have a strong point there I am afraid this is not going to work for
me.

I think we can both agree that I think we could also look at it this way..

I don’t see any problem with that /harm I have to disagree with you there.
in that…

pihly kwlm ivc ivAkqI duAwrw Negotiation  dOrwn kIqI gl̀ dUjy ivAkqI dI mMjUrI
drswauNdw hY[dUjy kwlm ivc ieh nw-pK̀I hY Aqy Awpxw ivcwr vI drswauNdI hY[

iek mYnyjr Aqy vrkr dw qnKwh nUM vDwaux leI hoeI Awps ivc Negotiation nUM pVIey[

Negotiating a Raise in Salary

Manager: Hi Ajay! You wanted to meet me ?

Ajay : Yes Sir. There is something important that I want to discuss with you.

Manager: Ok…what is it about ?

Ajay : Sir I wish to discuss my salary…I would like a raise.

Manager: A raise!...Don`t you know the state of the economy?…you should feel lucky that
you have a job !

Downloaded from https:// www.studiestoday.com

Downloaded from https:// www.studiestoday.com



(48)

Ajay : I am aware of that Sir, but I also know that some companies are hiring in this
sector. I have made a few calls and what they are offering is certainly much more
than what I get here.

Manager: But I thought you were happy with us, Ajay. You know that we offer many
facilities and incentives to our employees.

Ajay : I agree on that…but if you look at the rising cost of living, you will see that my
salary over the last 2 years has effectively remained the same.

Manager: You have a strong point there, Ajay. In other words you feel that you are
underpaid.

Ajay : Yes, I am afraid so.

Manager: I can understand you problem, Ajay. But you also know that for in the past year
we have hardly made any profits and the coming year does not look very bright
either.

Ajay : Yes I know Sir. I am prepared to compromise. I am not asking for what other
companies in this sector are offering. But I do expect a salary revision.  Anything
less than that is not going to work for me.

Manager: Ok…Let me see what I can do for you. Shall we meet again after two days to
discuss this ?

Ajay : Yes Sir…I will expect your call. Thank you for considering my case.

Notice how the use of these sentences helps both contenders in the negotiation to present
their case and forward their interest.

 Some examples of phrases used while negotiating on different occasions :

1. This is too costly…

2. Can you give me a discount…

3. That is not possible…

4. Look at the quality of the paper. It is the best quality…

5. I know but…

6. I am buying a large number of cards…

7. Okay, let me see…

8. That is the maximum discount I can give you…

9. Is that your last price…

10. Ok, let us settle for…
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AiBAws

Try to answer the following questions based on the dialogue above  :

1. Whom did Ajay approach ?

2. What did Ajay want to talk about ?

3. Why was the Manager surprised when he heard what Ajay had to say ?

4. What had the Manager thought about Ajay ?

5. Did the Manager understand Ajay`s problem ?

6. What “compromise”  was Ajay willing to make ?

We all can easily understand what is clearly stated in the passage. However,
comprehension is the ability to “read between the lines”  or understand what is implied in

the passage but not explicitly stated. For example :

1. Select the correct option :

a. The Manager was angry at Ajay

b. The Manager was surprised

c. The Manager disagreed with Ajay

2. Select the correct option:

a. Ajay knew he had a strong case, so he spoke with conviction

b. Ajay knew he was asking too much, given the uncertain economic climate

c. Ajay knew he had a strong case, but was unsure of his success at negotiating the

raise

3. When Ajay says that he has made a few calls to other companies to know the salary

they are offering, does it mean that he may leave and join some other company if he is

not given a raise ? Answer in “Yes”  or “No” .
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AsYsmYNt

hyTW idq̀y hoey pYry nUM pVo Aqy pRSnW dy aùqr idE-

Negotiation is a tricky art that not many find easy to do. The important thing to keep in mind
is that you have to listen to what the other person is saying. You cannot go on talking about
what you want or what you think. The other person may have a point of view that you need
not take note of too.

The other important point is that you should never disagree strongly or deny any point
completely. For example, you should not say: I think you are wrong. Instead you should say: I
see your point. However, I also think that…

So the ideal negotiation would be a situation where both parties feel that they have been
heard and some of their demands have been met. Of course, if you feel that the other
person is making a completely unreasonable demand, you could just walk away!

1. What do you think the line “Negotiation is a tricky art…” mean ?

a) It is difficult

b) It is complicated

c) It is easy

2. What is the first important point about negotiation that one has to keep in mind?

a) You have to listen to what the other person is saying

b) You should first talk about what you want or what you think

c) You should first let the other person tell you what s/he wants

3. What is the second important point about negotiation that one has to keep in mind?

a) You should strongly deny what the other person is saying

b) You should completely agree with what the other person is saying

c) You should show that you understand what the other person is saying, but you have
    your own point of view too.

4. What does the line “…you could just walk away!  mean ?

a) You could ask the other person to take a walk with you

b) You could drop the negotiation

c) You could walk to another place to negotiate.

Downloaded from https:// www.studiestoday.com

Downloaded from https:// www.studiestoday.com



(51)

Bwg-18 : ÕéÇëÀÈÇ÷³× òðâ÷ (CONFUSING WORD)

sbMDq igAwn

AMgryzI ivc bhuq swry Sbd Aijhy hn jo ik dyKx Aqy suxn ivc ieko ijhy hn pr auhnW dy
mqlb vK̀-vK̀ hn[

A. Same Spelling, Same Sound, Different Meaning

AMgryzI ivc bhuq swry SbdW dy do (jW vD̀) mqlb huMdy hn jo ik iek dUjy nwl nhIN imldy[aunW
nUM homonyms kihMdy hn[hyTW id`qy vwkW nUM pVo-

1. Yuvraj could not find a place to park his car; so he did not go to the mall.

2. Gautam and Yuvraj were taking a walk in the park when Preeti met them.

In the first sentence, the word park means “to leave a vehicle for some time at a certain
location”  while in the second sentence, it means “playground or recreational area” .
Here are some more examples :

1. (a) I`ve been working continuously for the last six months; I need a break.

(b) He was worried that the children might break the glass; so he asked them to play
elsewhere.

2. (a) You can see the most beautiful view of the river from this spot.

(b) The dirty spot has spoilt the beauty of the cut-glass mirror.

3. (a) Priya was looking gorgeous in a pink top and black skirt.

(b) When asked about the latest scam, authorities prefer to skirt the issue rather than
answer questions.

4. (a) The investigation seemed to be leading nowhere, so the investigators decided to
review the case from a different angle.

(b) The Leaning Tower of Pisa leans at an angle of 3.97 degrees.

5. (a) The red Maruti Swift parked near the café is mine.

(b) Apart from being one of the largest manufacturers of steel in the world, the
Gupta family also owns a gold mine in South Africa.

6. (a) On our way to the Kempty Falls, we went past some of the most beautiful views.

(b) The seed of the present lies in the past.
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7. (a)  I must reach the institute on time, because I do not want to miss my  English
class.

(b) Our society is divided along the lines of class and caste.

B. Same Sound, Different Spellings, Different Meanings

The words that sound the same but are spelt differently are known as homophones.

For Example :

Ascent — Assent

The ascent to the top of the mountain was made more difficult because of the strong
winds.

You must get your father`s assent before you decide to go for the mountaineering trip
with your friends.

Brake — Break

My car brakes are not working properly.

Please handle the parcel carefully; the contents may break easily.

Cite — Sight — Site

To explain his point, he cited a  shloka` from the Gita.

The old man was nearly blind; he was losing his sight rapidly.

Is this the site where the new hotel is supposed to come up?

Coarse — Course

This fabric is too coarse for this dress; we need something smoother.

Our teacher completed the course two weeks ago.

Complement — Compliment

The two politicians complement each other very well — one makes up for nearly all the
shortcomings of the other.

The two politicians complimented each other for the good show of their party in the
general elections.

Descent — Dissent

Descent = Opposite of Ascent

Dissent  = Opposite of Assent

Desert — Dessert

The camel is sometimes called the Ship of the Desert.

I`m feeling too full after having this dinner — I`ll skip the dessert.
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Device — Devise

This new device can connect my mobile phone to my audio CD player.

They have devised a new way to connect a phone to a CD player.

Device is a noun while devise is a verb.

Discreet — Discrete

As a diplomat, you learn to be very discreet (tactful) about what you say.

His style of music is distinctly discrete (different) from that of his father.

Forth — Fourth

The movie about the lonely child brought forth a range of emotions in her mind — she
was reminded of her own childhood.

This is the fourth (4th) movie I`ve seen this year.

Hair — Hare

Hair is what grows on your head, and hare is the animal (that raced the tortoise and lost
in the old fable).

Lessen — Lesson

I thought the ointment would lessen the pain; instead, it aggravated.

 I have now learnt a lesson — I will never use this ointment again.

Lose — Loose

Lose is the opposite of “Win” as well as “Find”.

We will lose the match. He loses his car keys all the time.

Loose means “not tight”, “Unattached”.

 I can`t wear these shoes as they are very loose.

Plane — Plain

On the basics of business, my partner and I were on the same plane. (Level of thought
or existence)

Since the fares have come down, I prefer to travel by plane (short for airplane) than by
train.

The states of Bihar and Uttar Pradesh are benefited by the fertile plains of the Ganga.

She chose to wear a plain (simple) sari for the occasion instead of a bright and colorful
one.
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Principal — Principle

The principal of this college is very strict.

Lage Raho Munnabhai was a great attempt to talk about Gandhiji`s principles in today`s

times. (Remember: the word principLE is related to a ruLE)

Stair — Stare

Stairs are steps to go up or down.

The stairs led to a long corridor with several rooms along the passage.

Stare is to look, used both as a verb and a noun.

Ayesha stared at me as if I had just landed from Mars !

Stationary — Stationery

The planets are not stationary — they do not stay in one place.

Various stationery items such as pens, paper clips etc. were scattered on the floor.

Weather — Whether

We should not move out in this weather — it is too stormy.

We wondered whether we should move out in the stormy weather.

C. Some Examples of Different Spellings, Different Sounds, Yet Confusing Words

Accept — Except — Expect

He refused to accept the award.

Everyone went to the party except Parineeta.

I did not expect Australia to lose the match.

Among — Between

The teacher distributed sweets among all the students in her class.

The teacher distributed sweets between the two sections.

Altar — Alter

The young priest was looking magnificent standing at the altar in front of the

worshippers.

This shirt is too tight for me; please alter its size.
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Assure — Ensure — Insure

The police assured us that they will catch the thief.

We must get our office insured as we have a lot of equipment now.

We must ensure that the shipment reaches by 6am; otherwise it will get very hot.

Bare — Bear — Beer

The little girl with bare feet was working all by herself in the hot sun.

 Little Darsheel was fascinated to see the huge bear at the zoo.

In some countries, there is no age restriction on the consumption of mild alcoholic

drinks such as beer.

Beside — Besides

I will sit beside (next to) the window.

Besides (other than) you, all others will go to Preeti`s wedding.

Conscious — Conscience

The word conscious has three different meanings: (i) awake; (ii) aware; and (iii)

deliberate.

(i) Despite being given anesthesia, Sanjay was conscious through most of the operation.

(ii) From his expression, it was clear that he was not even conscious of the huge mistake

he had committed.

(iii) Because it was raining so heavily, I had to make a conscious effort to drive very slowly

and keep my eyes fixed on the road. Conscience is the sense of right and wrong within

each of us (antar-aatma) His conscience did not allow him to keep quiet once he came

to know about the fraud that his colleagues were planning against the company.

Continual — Continuous

We had continual rain throughout the day. (The rain was starting and stopping again and

again) We had continuous rain throughout the day. (The rain never stopped once it

started)

Elicit — Illicit

The police tried hard to elicit a confession from the criminal, but to no avail.

Many people think that he has an illicit relationship with his secretary.
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Emigrate — Immigrate

To emigrate is to leave one`s country of residence.

To immigrate is to settle in a new country to which one is not native.

She emigrated to the US in 2002 with her husband.

He was not allowed to immigrate to India as he did not have the necessary papers.

Eminent — Imminent

Since he won the elections, Mr. Goyal has become an eminent (famous) personality in
our colony.

The exit polls seem to suggest that a victory for the Mr. Goyal is imminent (certain) in
the next elections.

Especially — Specially

I especially value this ring; it was made especially for our wedding ten years ago.

Especially = Particularly; Specially = For a special reason

Explicit — Implicit

His instructions were loud and explicit — the gangster was to be shot at sight.

Though he did not say it, it was implicit that he wanted the gangster to be shot at sight.

Farther — Further

The hotel is much farther from the airport than I thought — it took me over an hour to
reach there.

I had already waited for three hours — I did not want to wait any further.

Farther is used to indicate distance; further to refer to additional time, amount, or
abstract ideas.

Formally — Formerly

Mrs. Ambani formally issued an invitation.

I was formerly with the Reliance Group; now I have joined the Mittals.

Human — Humane

In the Matrix movie series, the entire human race is shown to have become a prisoner
of machines.

The doctor is known not only for his knowledge of medicine, but also for the kind and
humane touch that he brings to his practice.
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Idol — Idle — Ideal

The crime branch has recovered the stolen idol of Lord Ganesha from the jungle hideout
of the gangsters.

Please don`t sit idle in the house — do something worthwhile! Because of his
impressive personality and his deep voice, he was considered as the ideal candidate for
the master of ceremonies.

Imply — Infer

Her letter clearly implies (means) that she is no longer interested in you.

You can infer (understand) from her letter that she is no longer interested in you.

Later — Latter

I`m in a meeting right now; can you please call me later (afterwards)?

 I like the latter (second) design more than the former (earlier) one.

Lay — Lie — Laid

I will lay the table for dinner.

If you are not able to sleep, at least lie down for some time.

After being hit by a bike, he laid on the road for two hours.

 Laid here is the past tense of lie. Note: Lie also means the opposite of truth.

 In this case, the past tense is lied. E.g., He lied to me that he has a job; actually, he is
looking for one.

Lighting — Lightening

The lighting in the hall is not good enough — it needs to be brighter.

The rain was accompanied by a lot of thunder and lightning.

Moral — Morale

His stories were not only interesting; they also provided simple moral lessons like
truthfulness and righteousness for children.

The morale of the soldiers was already quite low; they got depressed further when it
started raining heavily.

Personal — Personnel

This is her personal matter — I will not interfere in it.

The CEO of the company decided to personally head the personnel (human resource)
department of the company.
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Peruse — Persuade — Pursue

Peruse is to read thoroughly.

My boss peruses each and every document several times before he approves it.

I am attaching the budget for the project for your perusal.

Persuade is to plead with someone or try to convince someone about your point-of-
view.

The little boy finally managed to persuade his father to take him to the new shopping
mall.

Pursue is to follow or chase.

He is pursuing a career in animation technology. The police jeep pursued the speeding
thieves but they managed to get away.

Quite — Quiet

I am quite upset with her behavior.

Please be quiet in the library.

Raise — Rise

Why don`t you raise (bring up) the question of a raise (increase) in salaries at the staff
meeting today?

I will not rise (get up) from my desk till I complete this work.
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ÃÈÚéÅ åÕéÅñ¯ÜÆ
ÁËé.òÆ.ÂÆ.ÇÕÀÈ. ñËòñ A — (ÜîÅå é½òÄ)
ÁÅÂÆ.àÆ. A@B-ÁËé.ÇÕÀÈ. B@AB : ë³âÅîËºàñ Õ³ÇêÀÈàð

ÇòÇçÁÅðæÆ ÕÅðÜ ê¹ÃåÕ
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' PSS Central Institute of Vocational Education, 2012

ÇÂÔ êÌÕÅôé ÕÅêÆðÅÂÆà ÁèÆé Ã¹ð¼ÇÖÁÅ þÍ ÇñÖåÆ ÁÅÇ×ÁÅ å¯º Çìé» ÇÂÃ êÌÕÅôéÅ çÅ ê¹éð-ÇéðîÅä,
Áé¹ÕÈñä Áå¶ ÇÕÃ¶ òÆ ÇÕÃî çÅ Ã¿ÚÅð ÇòòðÇÜå þÍ
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ÇòÇçÁÅðæÆ ç¶ ò¶ðò¶

ÇòÇçÁÅðæÆ çÅ éÅî : ..........................................................

ÇòÇçÁÅðæÆ çÅ ð¯ñ é³ìð : ...................................................

ìËÚ ô¹ðÈ Ô¯ä çÆ ÇîåÆ : .........................................................
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ÁÅíÅð Áå¶ è¿éòÅç
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î¹¼Ö ì¿è
ðÅôàðÆ êÅá´î ã»ÚÅ, B@@E, ÇÂÔ ÇÃøÅÇðô ÕðçÅ þ ÇÕ ÃÕÈñ Çò¼Ú ì¼ÇÚÁ» ç¶ ÜÆòé çÅ Ã¿ì¿è ÃÕÈñ ç¶
ìÅÔð À¹Ôé» ç¶ ÜÆòé éÅñ Ü¹ÇóÁÅ Ô¯äÅ ÚÅÔÆçÅ þÍ ÇÂÔ ÇÃè»å ÇÕåÅìÆ ÇÃ¼ÇÖÁÅ çÆ ê¹ðÅäÆ ÇòðÅÃå ù
Çê¼Û¶ Û¼âçÅ þ, ÇÜÃç¶ ÁÅèÅð å¶ Á¼Ü òÆ ÃÅâÅ Çò¼ÇçÁÕ ã»ÚÅ Õ¿î Õð ÇðÔÅ þÍ ÇÃ¼à¶ òÜ¯º ÃÅâ¶ ÃÕÈñ»,
Øð», íÅÂÆÚÅÇðÁ» Áå¶ Õ¿î-ÕÅÜ òÅñÆ Ü×·Å ç¶ îÅÔ½ñ Çò¼Ú ÕÅøÆ øðÕ ÁÅ Ç×ÁÅ þÍ

Ô¼æ Çò¼ÚñÆ ÕÅðÜ ê¹ÃåÕ ÒÒë³âÅîËºàñ Õ³ÇêÀÈàðÓÓ À¹Ã Òï¯×åÅ êÌÃåÅòÓ çÅ ÇÔ¼ÃÅ þ ÇÜÃù ÇÕ îé¹¼ÖÆ ÃÅèé
ÇòÕÅÃ î³åðÅñ¶ (MHRD) ç¶ À¹µçî ÁèÆé Õ½îÆ ÇòòÃÅÇÂÕ ÇÃ¼ÇÖÁÅ ï¯×åÅ ã»Ú¶ (NVEQF) ù ÁÃñÆ
ÜÅîÅ êÇÔéÅÀ¹ä ñÂÆ ÇòÕÇÃå ÕÆåÅ Ç×ÁÅ þÍ ÇÂÃçÅ î³åò ÃÕÈñ», ÕÅñÜ», ÇòòÃÅÇÂÕ ÇÃ¼ÇÖÁÅ Áå¶
ÇÃÖñÅÂÆ Ã³ÃæÅò», åÕéÆÕÆ ÇÃ¼ÇÖÁÅ Ã¿ÃæÅò» Áå¶ ÇòôòÇòÇçÁÅÇñÁ» Çò¼Ú ÇÂ¼Õ ðÅôàðÆ ê¼èð çÆ
îÅéåÅ êÌÅêå ï¯×åÅ êÌäÅñÆ òÅÃå¶ Ã»Þ¶ Çéïî Áå¶ Ã¶è» çÅ ×áé ÕðéÅ þÍ ÇÂÔ Áé¹îÅé ñÅÇÂÁÅ ÜÅ
ÇðÔÅ þ ÇÕ NVEQF ðÅÔÆº ï¯×åÅò» çÆ êÅðçðôåÅ, Á³åð-Ö¶åðÆ ÇÃ¼ÇÖÁÅ Áå¶ ÇòÇçÁÅðæÆ-Õ¶ºçÇðå
ÇÃ¼ÇÖÁÅ ù òÅèÅ Çîñ¶×Å Áå¶ ÇÃ¼ÇÖÁÕ çÆ ò¼Ö-ò¼Ö ï¯×åÅò» ÇòÚÅñ¶ ×åÆôÆñåÅ ù Ã¹ÖÅñÅ Õð¶×Å Áå¶
ÇÃ¼ÇÖÁÅðÆÁ» ù ÜÆòé íð òÅÃå¶ ÇÃ¼ÇÖÁÅ Çîñ¶×ÆÍ

ÇÂÔ ÕÅðÜ ê¹ÃåÕ, Ü¯ ÇÕ Á¼áòÄ Ü» À¹Ãç¶ ìðÅìð çÆ ÜîÅå êÅÃ Õð ü¼Õ¶ ÇòÇçÁÅðæÆÁ» òÅÃå¶ ìäÅÂ¶
×Â¶ ÇòòÃÅÇÂÕ ï¯×åÅ êÌÃåÅò çÅ ÇÂ¼Õ ÇÔ¼ÃÅ þ, ÇÂ¼Õ îÅÇÔð ÃîÈÔ ò¼ñ¯º ÇñÖÆ ×ÂÆ þÍ ðÅôàðÆ Õ½ºÃñ
ÇòÕÅÃ Ç×îé ç¹ÁÅðÅ êÌòÅÇéå íÅðåÆ Õ½ôñ êÌÆôç çÆ êÌÚÈéÕÅð ÃíÅ (RASCI Áå¶ Ã¿×Çáå êÌÚÈé
À¹çï¯×» é¶ ÁÅêÃÆ ÃÇÔï¯× éÅñ ðÅôçðÆ ÇòòÃÅÇÂÕ îÅêç¿â (NOS) ÇåÁÅð ÕÆå¶ ÔéÍ ÇÂÔ îÅêç³â
Ã¿×Çáå êÌÚÈé Ö¶åð ç¶ é¹î»ÇçÁ» òñ¯º Ã¹ÞÅÂ¶ ×Â¶ îîð¼æåÅ îÅêç¿â» Áå¶ ÇçôÅ Çéðç¶ô» çÅ ÃîÈÔ Ôé
Áå¶ Õ¿îÕÅÜ òÅñÆ Ü×·Å å¶ Ú¿×Æ Õ¹ôñåÅ éÅñ Õ¿î Õðé òÅÃå¶ À¹îÆçòÅð» çÆ ×¹äò¼åÅ Áå¶ ÇÃ¼ÇÖÁÅ ù
êðÖä òÅÃå¶ ñ¯óÄç¶ ÔéÍ

ê³âå Ã¹¿çð ñÅñ ôðîÅ Õ¶ºçðÆ ÇòòÃÅÇÂÕ ÇÃ¼ÇÖÁÅ Ã¿ÃæÅ (PSSCIVE), Ü¯ ÇÕ ðÅôàðÆ ÇòÇçÁÕ Ö¯Ü
Áå¶ ÇÃÖñÅÂÆ êÌÆôç (NCERT) çÅ ÇÂ¼Õ ÇÔ¼ÃÅ þ, é¶ SKSDC ç¶ ÃÇÔï¯× éÅñ Ã¿×Çáå êÌÚÈé Ö¶åð
Çò¼Ú ÇòòÃÅÇÂÕ ï¯×åÅ êÌÃåÅò ñÂÆ Û¯à¶ Û¯à¶ ÇÔ¼ÇÃÁ» Çò¼Ú êÅá´î Áå¶ ÇÃ¼ÇÖÁÅ Ãî¼×ðÆ ÇòÕÇÃå
ÕÆåÆ þÍ ÇÂÔ NVEQ ç¶ êÇÔñ¶ å¯º Ú½æ¶ åñ òÅÃå¶ Ôé; êÇÔñÅ åñ (Level 1) é½òÄ ÜîÅå ç¶ ìðÅìð
Ç×ÇäÁÅ Ç×ÁÅ þÍ êÅá´î Áå¶ ÇÃ¼ÇÖÁÅ ÇÂÕÅÂÆÁ» (Units) ÇåÁÅð Õðé ñÂÆ NOS îÅêç¿â» ç¶
ÁÅèÅð å¶ ÇòòÃÅÂ¶ éÅñ Ã¿ì¿èå î¹¼Ö Ãîð¼æåÅò»ÇÜò¶º Ç×ÁÅé, Õ¹ôñåÅ, ï¯×åÅ ÁÅÇç çÆ êÛÅä ÕÆåÆ
×ÂÆÍ

ÇÂÔ ÁÇíÁÅÃ-ê¹ÃåÕ ÇòÇçÁÅðæÆ ù ð¼àÅ ñÅÀ¹ä å¯º òðÜçÆ þ Áå¶ êÅá´î ù Ç÷ÁÅçÅ ñÚÕÆñÅ
ìäÅÀ¹ºçÆ þ å» Ü¯ ò¼Öð¶ ò¼Öð¶ ÇòÇôÁ» ÇòÚÅð¶ ÃÆîÅò» ù å¯ÇóÁÅ ÜÅ ÃÕ¶Í ÇÂÃ ê¹ÃåÕ Çò¼Ú Ã¯Ú ÇòÚÅð
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Áå¶ Û¯à¶-ÃîÈÔ» Çò¼Ú òÅç-Ã¿òÅç, ÚðÚÅ Áå¶ åÜðì¶ ù òèÅÀ¹ä òÅñÆÁ» ÇÕÇðÁÅò» ù Ç÷ÁÅçÅ îÔ¼åò
Çç¼åÅ Ç×ÁÅ þÍ ÇÂÔ ÃÅðÆÁ» ÕÅðòÅÂÆÁ» AIHF çÆ ðÅôàðÆ Çò¼ÇçÁÅ éÆåÆ ç¹ÁÅðÅ êÌåÅÇòå
ÇÃ¼ÇÖÁÅðæÆ-Õ¶ºçÇðå Çò¼ÇçÁÕ êÌäÅñÆ ç¶ éÅñ ÇÂ¼Õ Ã¹ð Ôé å¶ ÇÂÃçÆ êÌÅêåÆ ò¼ñ ÔÆ ÇÂ¼Õ Õçî ÔéÍ

ÇÂÃ Õ¯Çôô çÆ ÕÅîïÅìÆ ÇÂÃ ×¼ñ å¶ Çéðíð Õð¶×Æ ÇÕ ÃÕÈñ» ç¶ ÇêÌ³ÃÆêñ Áå¶ ÁÇèÁÅêÕ ì¼ÇÚÁ» ù
ÁÅêä¶ å½ð å¶ ÇÃ¼Öä Áå¶ ÁÅêäÆ ÕñêéÅ ðÅÔÆº êÌôé ê¹¼Ûä ñÂÆ ÇÕ¿éÆ Õ¹ êÌ¶ðéÅ Çç¿ç¶ ÔéÍ Õ¹ôñåÅ
ÇòÕÅÃ ÇÕÇðÁÅò» Çò¼Ú ÇÃ¼ÇÖÁÅðæÆ çÆ ôîÈñÆÁå Áå¶ ×¹ä» Áå¶ ðÚéÅåÇîñÕåÅ ù ×ÌÔä ÕðéÅ å» ÔÆ
Ã¿íò Ô¯ò¶×Å, Ü¶Õð ÁÃÆº ÇòÇçÁÅðæÆ ù Ãð¯å¶ òÜ¯º éÔÄ ìñÇÕ ÇÃ¼ÇÖÁÅ êÌÇÕÇðÁÅ ç¶ ÇÔ¼Ã¶çÅð òÜ¯º ôÅîñ
Õð»×¶Í ÇÂÔé» àÆÇÚÁ» çÆ êÌÅêåÆ ñÂÆ ÃÕÈñ» ç¶ Çé¼åé¶î Áå¶ ÕÅðÜ ÇòèÆ Çò¼Ú ÕÅøÆ åðîÆî ÕðéÆ
êò¶×ÆÍ ç¼ÃÆÁ» Ô¯ÂÆÁ» ÇÕÇðÁÅò» ù ñÅ×È Õðé òÅÃå¶ Áå¶ À¹åÃÅÔ ù ìäÅÂÆ ð¼Öä òÅÃå¶ ÃÕÈñ ç¶
àÅÂÆî à¶ìñ Çò¼Ú ñÚÆñÅêé ÇñÁÅÀ¹äÅ Ô¯ò¶×Å Áå¶ êÅá´î Áå¶ ÇÃÖñÅÂÆ òÅÃå¶ ÁÇèÁÅêé Ççé»
Çò¼Ú òÅèÅ ÕðéÅ Ô¯ò¶×ÅÍ
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ÕÅðÜ ê¹ÃåÕ ìÅð¶ ÜÅäÕÅðÆ
ieh vrkbuk quhwnUM pwT IT102-NQ2012: PMfwmYNtl kMipaUtr nUM smJx Aqy pUrw krn ivc quhwfI
mdd krygI[quhwnMU AiDAwpk jW trynr dy mwiDAm rwhIN ies vrkbuk dw AiDAYn AwpxI klwsrUm jW
pRXogSwlw ivc kr skdy ho[

A`j dy smyN Anuswr ij`Qy hr pwsy mukwblw hY quhwfy igAwn ivc vwDw krn Aqy quhwfw hunr inKwrn leI
ies vrkbuk nUM BwgW ivc vMifAw igAw hY[hryk Bwg nUM ies qrHW Cotw bxwieAw igAw hY ik ies nMU
AswnI nwl piVAw Aqy iliKAw jw skdw hY[AYnImytf qsvIrW Aqy iemyj rwhIN tYkst nUM jIvq
drswieAw igAw hY Aqy tYkst nMU XUjr(quhwfy) nwl rU-b-rU (ieMtrYkitv) bxwieAw igAw hY[qusIN Kud
AwpxI smJ jW Awpxy AiDAwpk dI mdd nwl AwpxIAW audwhrxW bxw skdy ho[AwE dyKIey ik ies
Bwg ivc quhwfy leI kI hY[

Bwg-1 jwx-pCwx

ieh Bwg quhwnUM XUint dy ivSy bwry jwx-pCwx krvwauNdw hY[ieh quhwnMU ieh vI ds̀ygw ik qusIN ies XUint
dy vK̀ –vK̀ BwgW ivc qusIN kI isK̀ogy[

Bwg-2 sbMDq igAwn

ieh Bwg ies ivc mOjUd ivSy bwry quhwnMU ivsQwr ivc ds̀ygw[ies Bwg duAwrw id`qy igAwn nUM smJ ky
qusIN kuJ ikirAwvW kr skdy ho[quhwnMU ies Bwg ivc idq̀I jwxkwrI nUM cMgI qrW smJ ky pVnw cwhIdw
hY[ ies qoN bwAd hI AiBAws nUM krnw cwhIdw hY[

Bwg-3 AiBAws

hr Bwg dI AiBAws idq̀I hY jo ik quhwnUM smyN isr pUrI krnI cwhIdI hY[qusIN Awpxy klws rUm,Awpxy
Gr Aqy AwpxI pRXogSwlw ivc ieh ikirAwvW krogy[ies Bwg ivc mOjUd ikirAwvW quhwfy igAwn ivc
vwDw krn, hunr ilAwaux Aqy Awqm-ivSvws vDwaux ivc quhwfI mdd krngIAW ijs nwl qusIN Awpxy
kMm nUM vDyry kuSlqwpUrvk qrIky nwl AwpxI pRXogSwlw ivc kr skogy[ieh sB ikirAwvW quhwnUM Awpxy
AiDAwpk jW trynr dI dyK-ryK hyTW krnIAW cwhIdIAW hn jo ik quhwnUM ieh ikirAwvW pUrw krn ivc
mdd krn Aqy pUrw krn qooN bwAd quhwnUM ies bwry quhwfy duAwrw kIqI ikirAw dy bwry auicq igAwn jW
slwh dyxgy qW ik qusIN Awpxy Awp nUM hor vDyry kuSlqw nwl ies ikirAw nUM kr sko[ies qrHW krn
leI Awpxy AiDAwpk jW trynr nwl iek tweIm tybl iqAwr kro ijs dy inXmW nUM sKqI nwl pUrw
krnw XkInI bxwieAw jwvy[Awpxy AiDAwpk jW trynr koloN kuJ nw smJ Awaux dI sUrq ivc pùCx qoN
guryj nw kro[

Bwg-4 AsYsmYNt

ies Bwg ivc idq̀y pRSn quhwfI kuSlqw nUM jWcx leI hoxgy[quhwfy leI ieh jrUrI hY ik Agly Bwg ivc
jwx qoN pihlW quhwnUM ies Bwg dy swry au~qr AwauNdy hox[

ies XUint dy AMq ivc isKlweI dy sroqW dI sUcI drsweI geI hY ijs ivc ikqwbW, jrnl, inaUzlYtr,
vYbswiet Awid Swiml hn jo ik AglyrI isKlweI ivc quhwfI mdd leI hn[
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Bwg 1 : kMipaUtr nwl jwx-pCwx

jwx-pCwx

kMipaUtr iek ibjlI nwl cl̀x vwlw XMqr hY ijs dI vrqoN hr Kyqr ivc ie`QoN qk ik auh Kyqr
ijs ivc ies dI jrUrq nhIN smJI jWdI vI kIqI jWdI hY[A`j AsIN kMipaUtr qoN ibnW sMswr
bwry soc nhIN skdy[A`j k`l kMipaUtr dI vrqoN ieMjnIAr, ivigAwnI Aqy lK̀W dI igxqI ivc
lok kr rhy hn[ies leI A`j dy Xug nUM AweI tI Xug vI ikhw jWdw hY[

iek kMipaUtr do BwgW qoN iml ky bixAw huMdw hY pihlw hY hwrfvyr Aqy dUjw hY swPtvyAr[
kMipaUtr dy swry BOiqk kMponYNt ijvyN ik kIborf, mwaUs, monItr Awid hwrfvyAr dy Bwg hn[
pRogrwm Aqy BwSwvW ijs dI vrqoN kMipaUtr duAwrw kIqI jWdI hY nUM swPtvyAr kihMdy hn[

A`j dy idnW ivc kMipaUtr dI îÔ¼ååÅ bhuq vD̀ geI hY[ ikauNik ieh bhuq jld Aqy shI qrIky
nwl keI kMm(twsk) pUrw kr idMdw hY[iesI twsk(kMm) nUM jy kMipaUtr dI mdd qoN ibnW Kud
kIqw jwvy qW ies ivc bhuq smW lg̀ygw[ieh bhuq vf̀IAW kYlkulySn iek sikMf ivc hI kr
idMdw hY[ies qoN ielwvw ieh bhuq swry fwtw nUM vI stor kr skdw hY[AsIN ies dI mdd nwl
ieMtrnYt qoN vK̀-v~K vsqW bwry bhuq swrI jwxkwrI lY skdy hW[

A`j k`l kMipaUtr vK̀-v~K KyqrW ivc vriqAw jw irhw hY[ijs ivc hyT ilKy Kyqr mOjUd hn:

bYNk : hryk bYNk ivc kMipaUtr dI vrqoN Dn dy lYx-dyx(Money Transaction) dw irkwrf Aqy
Dn sbMDI hor irkwrf sWBx leI kIqI jWdI hY[ies dI vrqoN dw kwrn ies dI guxvq̀w,qyj
rPqwr,Arwmdwiekqw Aqy sur`iKAw hy jo ik kMipaUtr duAwrw bYNk dy fwtw nUM pRdwn kIqI jWdI
hYY[

kimaUnIkySn : ieMtrnYt Aqy eI-myl rWhI kimaUnIkySn bhuq sOKI ho geI hY[ kMipaUtr
kimaUnIkySn krn leI lweIn, mOfm Aqy sYtylweIt dI vrqoN krdw hY[eI-myl rWhI AsIN iksy nUM
vI sMswr dy iksy vI Bwg ivc A`K Jpkdy hI sMdyS Byj skdy hW[dUjy pwsy purwxy qrIky rWhI fwk
–myl rWhI auhI pq̀r nUM phuMcx ivc bhuq idn lg̀dy sn[ies qrWH ieMtrnYt ny pUrI DrqI nUM iek
ipMf dI qrHW phuMc vjoN bxw id`qw hY[ijs ivc smyN dI brbwdI nhIN hY[ieMtrnYt dI mdd nwl
AsIN iksy vI twipk jW ivSy nUM lB̀ skdy hW[ieh sB qoN ssqw Aqy qyj rPqwr vwlw mwiDAm
hY[kMipaUtr nYtvrk XUjr nUM Alg̀-Alg̀ AwrgynweIjySn ivc pey pRogrwm Aqy fwtw irkwrf nUM
vrqx leI fwtwbys q`k phuMc dw pRbMD krvwauNdw hY[

ibjns : kMipaUtr hux kwrporyt ivBwg dw vI iek Aihm ihs̀w bx igAw hY[ibjns sbMDI lYx-
dyx dw irkwrf bVI AswnI nwl Aqy TIk qrIky nwl kMipaUtr ivc stor kIqw jw skdw hY[A`j
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k`l kMipaUtr nUM AswnI nwl hr stor, bjwr, rYstorYNt, AwiPs Awid ivc dyiKAw jw skdw
hY[koeI vI kMm ijvyN EnlweIn KrId jW vyc, tYks dI AdwiegI Aqy ie`QoN q`k ik ibjns dw
BivK̀ vI AwrtIiPSAl ieMtYlIjYNs swPtvyAr dI mdd nwl AswnI nwl cỲk kIqw jw skdw
hY[kMipaUtr dw stwk mwrkIt ivc vI Aihm Xogdwn hY[

mYfIkl swieMs Aqy hYlQ kyAr : kMipaUtr dI mdd nwl bImwrI nUM AswnI nwl lìBAw jw skw
hY[AsIN ies dw ielwj vI jwx skdy hW[lgBg hryk mYfIkl fwiegnostik XMqr kMipaUtr dI
vrqoN krdw hY[hYlQkyAr dy Kyqr ivc kMipaUtr dI vrqoN keI kMmW ijvyN ik mrIjW dy mYfIkl
irkwrf nUM cỲk krn leI vriqAw jWdw hY[kMipaUtr dI vrqoN nwl fwktr bjwr ivc AweIAW
nvIAW dvweIAW bwry AswnI nwl jwx skdy hn[ies qoN ielwvw fwktr kMipaUtr tYknoljI dI
mdd nwl Awps ivc Alg̀-Alg̀ bImwrIAW pRqI Awpxy ivcwr sWJy kr skdy hn[

is`iKAw- A`j kMipaUtr dw is`iKAw ivc iek mhq̀vpUrn sQwn hY ikauNik ies dI vrqoN hr Kyqr
ivc huMdI hY[kMipaUtr dy igAwn qoN ibnW AsIN nOkrI hwisl nhIN kr skdy[ies leI kMipaUtr
dI vrqoN swfI nOkrI lYx ivc vI shwiek hY[AiDAwpkwN duAwrw kMipaUtr dI vrqoN klws rUm
ivc pVwaux, auhnW dw irkwrf sWB ky r`Kx Aqy EnlweIn AsYsmYNt Awid leI kIqI jWdI hY[

mIfIAw- lgBg hryk pRkwr dI AYifitMg Aqy AwfIE ivXUAL kMpojISn vI kMipaUtr dy mwiDAm
nwl spYSl swPtvyArW rWhI kIqI jWdI hY[kuJ swPtvyArW rwhIN qsvIrwN nUM Çå³é êÅÃÅÂÆ vI
bxwieAw jw skdw hY ijs dI vrqoN kwrtUn iPlmW ivc kIqI jWdI hY[swieMs iPkSn mUvIj Aqy
AYkSn dy spYSl iePYkt kMipaUtr qy hI iqAwr kIqy jWdy hn[

trYvl Aqy itkitMg- kMipaUtr dI mdd nwl itkt bùk krwnw Aqy irjrvySn krwnI sOKI ho
geI hY[A`j k`l tryn dI itkt dI ieMtrnYt rwhIN buikMg krnI sMBv hY[ienW dI buikMg ieMfIAn
rylvy dI vYbsweIt Indain Railway Catering and Tourism Corporation (IRCTC) rwhIN sMBv
hY[ieh swnUM rylvy sIt dI auplb̀Dqw vI idKwauNdw hY Aqy rIAl–twiem ivc ì¹ÇÕ³× styts vI
idKwauNdw hY[

mOsm Biv`KvwxI : supr kMipaUtr dI mdd nwl mOsm dI BivK̀vwxI krnw vI sMBv hY[mOsm dI
BivK̀vwxI kMipaUtr qy ADwirq mwflW rwhIN kIqI jWdI hY joik vwXU mMfl dy PYktr nUM iDAwn
ivc r`K ky kIqI jWdI hY[jdoN dy kMipaUtr ies Kyqr ivc vrqy jw rhy hn mOsm dI Biv~KvwxI
dI kuSlqw hor vD geI hY[

KyfW- kMipaUtr dI vrqoN KyfW dOrwn AMpwieirMg krn leI vI kIqI jWdI hY[keI vwr ieMJ huMdw
hY ik gRwaUNf ivc mOjUd AMpwier dy PYsly lYx dI AsmrQqw nUM dyKdy hoey qIjw AMpwier kMipaUtr
ivc irkwrifMg nUM vwr-vwr dyKdw hY Aqy AMq ivc shI PYslw lYx ivc sPl huMdw hY[ismUlySn
swPtvyAr dI vrqoN iKfwrIAW nUM pRYkits krwaux Aqy aunHW dy hunr nMU inKwrn ivc mdd krdw
hY[
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klw Aqy mnorMjn

vIfIE gym prsnl kMipaUtr dI sB qoN pRis`D AYplIkySn hY[ lgwqwr gRwiPk Aqy swaUNf ivc̀
hoey suDwr ny ies nUM klwkwrwN Aqy sMgIqkwrwN dI psMd bxw id`qw hY[prsnl kMipaUtr hjwrW hI
qrW dy rMg idKw skdw hY, tYlIivjn sYt rwhIN idK rhI qsvIr qoN ijAwdw swP qsvIr idKwauNdw
hY Aqy keI sMgIq XMqrW dy nwl vI juV skdw hY[ pyNitMg Aqy frwieMg pRogrwm AYplIkySnj rwhIN
klwkwr qsvIr nUM jINvq idKwaux dy Xog Aqy AYnImytf qsvIrW nUM purwxy qrIikAW nwloN vDyry
vDIAw Aqy sOKy qrIky nwl bxwaux dy Xog bxwauNdI hY[“mwriPMg” pRogrwm PotogRwPrwN Aqy
iPlmmykrW iksy vI swiej Aqy Syp dI iemyj ijs dI auh klpnw krdy hn dI shUlq pRdwn
krdw hY[ hweI spIf supr kMipaUtr rwhIN AYnImytf qsvIrW nUM iPlm dy Prym ivc̀ ies qrW
r`iKAw jWdw hY  ik cldI hoeI mUvI ivc̀oN Asl Aqy kMipaUtr ADwirq qsvIrW ivc̀ Prk nhIN
kIqw jw skdw[sMgIqkwrW duAwrw kMipaUtr dI mdd nwl keI qrW dIAW AvwjW dI kMpojISn
Aqy keI pRkwr dy ply bYk sMgIq dIAwN DunW dI rcnw kIqI jw skdI hY[

soSl (smwijk) mIfIAw

ieMtrnYt qy soSl nYtvrikMg swiet rwhIN iksy vI Kbr jW Awpxy ivcwr nUM sMswr dy kony-kony ivc̀
phuMcwieAw jw skdw hY[ ijvyN hI koeI ivAkqI ieMtrnYt nwl juVdw hY Aqy iksy vI siQqI bwry
Awpxy ivcwr pyS krdw hY aus dy auh ivcwr nỲt qy sB dyK skdy hn[Pysbuk,tivtr, XU itaUb
Aqy ilMkifn AijihAW hI soSl nytvrikMg swiet hn ijs qy sB KbrwN, auqpwdn Aqy auhnwN dI
syvwvNw bwry Awpxy ivcwr pyS kr skdy hn[

mobwiel kMipaUitMg

mobwiel kMipaUitMg dw mqlb ivAkqIy dw kMipaUtr nwl is`Dw sumyl hY ijs rwhIN dUr pey
kMipaUtr nUM ies qrHW vriqAw jWdw hY ijs qrHW auh nyVy hI hovy[mobwiel kMipaUitMg ivc̀ mobwiel
kimaUnIkysn, mobwiel hwrfvyAr Aqy mobwiel swPtvyAr mOjUd hn[mobwiel kMipaUitMg rwhIN
ivAkqI dUr rih ky vI Awpxy kMipaUtr nUM clw skdw hY[mobwiel kMipaUitMg dI ieh syvw
portyibltI ivSySqw rwhIN sMBv hY[mobwiel kMipaUitMg ivc̀ mOjUd qwr rihq(vwierlYs)  XMqrwN dI
mdd nwl qusIN ieMtrnYt rwhIN fwtw Aqy sUcnw Byj jW pRwpq kr skdy ho[ swl 1990 qoN bhuq
swry mobweil fIvwies(XMqr) bjwr ivc̀ auplb̀D hoey ijnHW ivc̀oN kuJ hyT ilKy hn :

PDA (Personal digital assistant (PDA) :  kuJ ivSySqWvw vwlw ie`k Coty Akwr (jyb dy
Akwr) dw kMipaUtr

smwrt Pon : ies ivc̀ keI qrHW dy swPtvyAr Aqy ivSySqwvW hn[

tyblt kMipaUtr dw kI-borf nhIN huMdw Aqy ies dw Akwr slyt jW pypr notbùk dI qrHW
huMdw hY [

Downloaded from https:// www.studiestoday.com

Downloaded from https:// www.studiestoday.com



(70)

ivigAwink Koj

ivigAwnI kMipaUtr dI vrqoN Koj krn Aqy aus bwry ilKx leI
krdyy hn[audwhrn vjoN ivigAwnIAW duAwrw kMipaUtr dI vrqoN
pulwV ivc̀oN qsvIrW dyKx leI Aqy ies qoN imlI sUcnw nMU AwpxI
Koj ivc vrqx leI kIqI jWdI hY[

srkwrI

srkwrI kMpnI ivc kMipaUtr dI vrqoN sUcnw nUM stor krn Aqy
irkwrf r`Kx (sWBx) leI kIqI jWdI hY[kMipaUtr dI vrqoN
nwgirkW nUM syvWvw dyx leI vI kIqI jWdI hY[

pbiliSMg

iksy vI qrHW dy ifjwien dI pbilkySn ijvyN ik inaUjlYtr, mwrkItIMg krn leI vrqy jwx leI
loVINdy smwn, AKbwr, mYgjIn, ikqwbW leI kMipaUtr dI vrqoN kIqI jwNdI hY[bhuq swry
pbilSrj dy mYgjIn Aqy AKbwr kMipaUtr ADwirq vI hn[ eI-buk jW eI-ikqwbW vI kwPI
pRcilq hn[

rojwnw vrqoN

AsIN AwpxI rojwnw vrqoN ivc̀ vwiSMg mSIn, mweIkrovyv Evn Aqy hor dUjy auqpwdW dI
swPtvyAr dI mdd nwl vrqoN krdy hW[ies qoN ielwvw AsIN kMipaUtr dI vrqoN Awpxw jrUrI
kMm nMU swNBx, kMm dI qrqIb nUM swNBx  Aqy jwxkwrW dI sUcI nUM sWB ky r`Kx leI kIqI jWdI
hY[ies qrHW kMipaUtr dw swfI ijMdgI ivc̀ iek Aihm Xogdwn hY Aqy ies qoN ibnW sMswr dI
klpnw krnw AsMBv hY[

sbMDq igAwn

iek Awtomobwiel auh cwhy kwr hovy jW vYn Alg̀- Alg̀ mwfl Aqy rMgW ivc̀ auplb̀D huMdIAW
hn pr ienHW dy byisk kMponYNt ie`ko ijhy hI huMdy hn[swry Awtomobwiel dw ieMjn, bwfI Aqy twier
huMdy hn[iesy qrHW kMipaUtr vI keI qrHW dy Akwr ivc imldy hn pr aunW sB dy byisk kMponYNt
ieko ijhy hI huMdy hn Aqy sB iek qrHW hI kMm krdy hn[kMipaUtr dy byisk kMponYNt hwrfvyAr
Aqy swPtvyAr hn[ies Bwg ivc̀ qusIN kMipaUtr trmInoljI dy Bwg hwrfvyAr, swPtvyAr,
fwtw Aqy nYtvrk bwry is`Kogy[

hwrfvyAr

hwrfvyAr dw mqlb kMipaUtr dy BOiqk BwgW qoN hY[ies ivc̀ swry ienput XMqr, pRosYisMg
XMqr,storyj XMqr Aqy AwaUtput XMqr AwaNdy hn[ kI-borf,mwaUs,mdrborf,mwnItr,hwrf
ifsk,kybl Aqy ipRMtr Awid sB hwrfvyAr dIAwN audwhrxW hn[

“Computing

is not about

computers

anymore, it

is about

Living”

Nicholas

Negroponte
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qusIN hwrfvyAr dI vrqoN kMipaUtr nMU ienput dyx leI Aqy mncwhI AwaUtput lYx leI krdy
ho[audwhrx vjoN jdoN qusIN sMgIq XMqr ipAwno nUM vjwauNdy ho qW qusIN ipAwno nUM ienput ies dIAW
kIj nUM dbw ky idMdy ho Aqy mncwhI AwaUtput sMgIq dy rUp ivc lYNdy ho[iesy qrW hI kMipaUtr nUM
vI kMm krn leI ienput Aqy Awautput XMqrW dI jrUrq huMdI hY[ienput Aqy Awautput XMqrW qoN
ielwvw kMipaUtr pRosYisMg XMqr dI vrqo krdw hY jo ik ienput fwtw qy kMm krky mncwhI
AwaUtput idMdw hY[sB qoN mhq̀vpUrn pRosYisMg XMqr sI.pI.XU (Control Processing Unit) hY [
sI.pI. XU. kMipaUtr dw idmwg huMdw hY[ieh kMipaUtr qoN ienput lY ky ies aupr̀ kMm krn auprMq
AwaUtput idMdw hY[

mdrborf ie`k vf̀w srikt borf huMdw hY jo ik ienput, AwaUtput Aqy pRosYisMg XMqrW nUM joVdw
hY[mdrborf srikt dI vrqoN nwl fwtw iek Bwg qoN dUjy Bwg q`k jw skdw hY[ ies ivc icp
vI lg̀y huMdy hn jo ik fwtw dy gujrny (fwtw Plo) dI sUcnw kdoN, ik`Qy Aqy ikvyN dy rUp ivc̀ idMdy
hn[hwrfvyAr dI cox quhwfy kMm qy inrBr krdI hY[ qusIN AYkspYNSn kwrf dI vrqoN ijvyN ik
vIfIE kwrf,nvIAW PIcrj Awpxy kMipaUtr dI kwrjkuSlqw nUM vDwaux leI kr skdy ho[ieh
sB XMqr mdrborf ivc juVy huMdy hn[

EpryitMg isstm

hwrfvyAr dy nwl hI kMipaUtr nUM kMm krn leI swPtvyAr dI vI jrUrq huMdI hY[swPtvyAr
hwrfvyAr nUM kMm krn leI hdwieqW Byjdw hY[kMipaUtr dw sB qoN mhq̀vpUrn swPtvyAr
EpryitMg isstm hY ijhVw ik kMipaUtr nwl juVy hwrfvyAr nUM kMtrol krdw hY[EpryitMg isstm
quhwnUM iek ieMtrPys pRdwn krdw hY ik ijhVw ik quhwnMU kMipaUtr nwl gl̀-bwq krn ivc̀ mdd
krdw hY[ivMfoj, lwienks Aqy AYnfrwief kuJ AwpryitMg isistm dIAW audwhrnW hn[XUjr
ieMtrPys tYkst ADwirq jW gRwiPk ADwirq ho skdw hY[ijAwdwqr EpryitMg isstm gRwiPkl
XUjr ieMtrPys (GUI) huMdy hn ijhVy ik qsvIrW dy mwiDAm rwhIN kMipaUtr nwl gl̀bwq krnI
sOKI bxwauNdy hn[

pRogrwm Aqy fwtw

hwrfvyAr Aqy EpryitMg isstm dy gTjoV nUM plytPwrm ikhw jWdw hY[pRogrwm jW AYplIkySn
ies plytPwrm dI vrqoN kMm krn leI krdy hn[pRogrwm keI qrHW dy huMdy hn[kuJ pRogrwm quhwnMU
kMm ijvyN ik pq̀r ilKxw, gxnw krnI Aqy eI-myl Byjxw Awid dI krn dI pRvwngI idMdy
hn[audwhrx vjoN vrf pRosYsr pRogrwm (ijvyN ik mweIkroswPt AwiPs vrf 2007) iek pRogrwm
hY  jo ik quhwnUM pq̀r ilKx dI shUlq idMdw hY[ dUjy pRogrwm quhwnUM pRogrwm bxwaun,gymW Kyfx,
mUvIj dyKx Aqy dUjy kMipaUtr dy XUjrwN nwl gl̀bwq dI shUlq idMdI hY[

pRogrwm quhwfy vl̀oN kMipaUtr nUM id`qy hoey ienput fwtw dI pRosYisMg krdw hY[ieh fwtw iksy vI rUp
dy tYkst, gRwiPk, AwfIE jW vIfE dy ivc̀ quhwfy pRogrwm dI jrUrq Anuswr ho skdw hY[ijvyN ik
kYlkUlytr ie`k pRogrwm hY jo ik ienput nMbrw dy rUp ivc lYNdw hY[iesy pRkwr swaUNf irkwrfr
ie~k pRogrwm hY jo ik ienput AwfIE dy rUp ivc lYNdw hY[jdoN pRogrwm fwtw pRwpq krdI hY qW
ieh pRosYs krn auprMq fwtw nUM skrIn qy idKwauNdI hY[ qusIN ies AwaUtput nUM PweIl ivc syv
kr skdy ho[PweIl dI iksm Anuswr iesnUM AwfIE PweIl, tYkst PweIl, gRwiPk Pwiel jW
vIfIE PweIl ikhw jWdw hY[
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nYtvrks

mMn lE iek kMpnI dy ds mulwjm hn[ ieh mulwjm rojwnw kMm kMipaUtr qy krdy hn[auhnW sB
nUM fwtw ipMRt krn dI loV pYNdI hY[ies leI sB nUM iek-iek ipMRtr dyx dI bjwey sB kMipaUtr
nUM nYtvrk rwhIN iek ipRMtr nwl joVnw ssqw swDn hY[ qusIN Awpxy kMipaUtr nMMU dUjy kMipaUtrW
nwl joV ky sUcnw Aqy hwrfvyAr SyAr(sWJ) kr skdy ho[kMipaUtr Aqy ies nwl juVy Bwg jo ik
sUcnw dI sWJ leI vrqy jWdy hn dy smUh nMU nYtvrk kihMdy hn[nYtvrk, fwtw Aqy fIvweIs
ijvyN ik ipRMtr nUM SyAr krn leI vI vrqI jWdI hY[iek nYtvrk dy Awm qOr qy iqMn Bwg huMdy
hn:

srvr : ieh myn kMipaUtr huMdw hY jo ik nYtvrk qy mOjUd bwkI kMipaUtrW nUM syvWvw pRdwn krdw
hY[ srvr d`sdw hY ik hwrfvyAr Aqy swPtvyAr nUM nYtvrikMg rwhIN vrqx dI AwigAw ikhVy
kMipaUtr nUM hY[

vrkstySn : nYtvrk dy nwl juiVAw hoieAw kMipaUtr[ qusIN vrkstySn dI mdd nwl nYtvrk
qy mOjUd hwrfvyAr Aqy swPtvyAr nUM AYksYs kr skdy ho[

kimaUnIkySn cYnl : ieh iek ilMk hY jo ik kMipaUtr Aqy ausdy XMqrW nUM ijvyN ik ipMRtr Aqy
ifsk frwiev Awid nUM sUcnw dw Adwn- pRdwn kr leI Awps ivc joVdw hY[Awm qOr qy
nYtvrikMg ivc kimaUnIkySn cYnl dy qOr qy kybl nUM vriqAw jWdw hY pr nYtvrk sUcnw dw
Adwn-pRdwn vwierlYs (kybl rihq) kUnykSn rwhIN vI kr skdI hY[

eyrIAw kvryj Anuswr nYtvrk nUM lokl eyrIAw nYtvrk (LAN) Aqy vweIf eyrIAw nYtvrk
(WAN) ivc vMifAw jw skdw hY[LYn XMqrW nUM sImq dwiery ijvyN ik Gr jW AwiPs ivc joV ky
kMm krn leI vrqI jWdI hY[ies ivc Awm qOr qy kMipaUtr Aqy SyArf irsors ipRMtr Aqy
skYnr Awid Swiml huMdy hn[vYn iek Aijhw nYtvrk hY jo ik BUgoilk KyqrW dy XMqrW nUM Awps
ivc joVdw hY[do jW do qoN vD̀ lYn nMU Awps ivc joVn(lMbIAW qwrW,AwptIkl kybl Aqy sYtylwiet
mwiDAm rwhIN) leI vYn nYtvrk dI vrqo kIqI jw skdI hY[ bhuq swrIAW kMpnIAW Alg̀-
Alg̀ dySW ivc mOjUd Awpxy nYtvrk nwl juVn leI vYn nYtvrk dI vrqoN krdy hn[ieMtrnYt
vYn nYtvrk dI audwhrx hY[

ieMtrnYt

ieMtrnYt sMswr ivc̀ mOjUd pbilk nYtvrkW dw smUh hY jo ik sUcnw dw Adwn –pRdwn krn leI
vrqI jWdI hY[ieh sB qoN pihlW XUnwietf styt dy ivc̀ SurU hoieAw Aqy sB qoN pihlw
kimaUnIkySn srkwr Aqy is`iKAw ivBwg ivc hoieAw[jdoN dUsry nYtvrk ies nYtvrk nwl juVy
qW ieh iek ivSwl nYtvrk dI qrW auBirAw ijs ivc sUcnw Aqy ivcwrW dI sWJydwrI kIqI
geI[

A`j ieMtrnYt nwl bhuq swry kmriSAl,srkwrI Aqy AYjUkySnl nYtvrk Aqy isMgl kMipaUtr
juVy hn jo ik fwtw dw Adwn-pRdwn krdy hn[ieMtrnYt Awpxy gRwhkwN nMU keI syvwvW pRdwn krdw
hY ijvyN ik XUjrW dI Awps ivc PweIlW dI Aqy eI-myl sMdySw Adlw-bdlI[
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vrf vweIf vYb jW vYb ieMtrnYt dI iek hor suivDw hY jo ik ieMtrnYt swnUM pRdwn krdw hY [vrf
vweIf vYb ivc spYSl iksm dy PwrmYtf fwkUmNYt huMdy hn ijhVy ik Awps ivc̀ juVy huMdy hn Aqy
sMswr ivc̀ vK̀ –v~K QwvW qy r~Ky hoey srvrW ivc stor huMdy hn[qusIN ieMtrnYt dI vrqoN Aqy ies
dIAW syvwvW dUsry ieMtrnYt XUjrW nUM sMdyS (mYsyj) Byjx, src Aqy nOkrI leI AplweI krn
,mUvI dyKx Aqy auqpwdW dI KrId qy vyc leI kr skdy ho[

ieMtrwnYt

bhuq swrIAW AwrgynwiejySnj(sMsQw) AwpxI AwrgynweIjySn ivc hI iek spYSl iksm dy
nYtvrk dI vrqoN Awps ivc sUcnw dI sWJ Aqy sMprk krn leI vrqdy hn[ aus nYtvrk nUM
ieMtrwnYt kihMdy hn[ieMtrwnYt www dI qrHW hI huMdw hY pr ies dI vrqoN isrP sMsQw dy
AiDkwirq XUjr hI kr skdy hn[ieh ieMtrnYt dy mukwbly bhuq Cotw nYtvrk huMdw hY Aqy syvwvW
ijvyN ik fwkUmYNt vMf,swPtvyAr vMf, fwtwbys nUM AksYs krn leI Aqy tryinMg Awid pRdwn krdw
hY[
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Bwg 2 : kMipaUtr isstm dy Bwg

sbMDq igAwn

kMipaUtr iek ibjlI nwl clx vwlw XMqr hY jo ik sUcnw nUM pRosYs Aqy stor kr skdw hY[
kMipaUtr dI mdd nwl hor keI qrHW dy kMm kIqy jw skdy hn ijvyN ik pirvwr jW dosqW nUM sMdyS
Byjxy Aqy pRwpq krny, pRYjYNtySn bxwauxI, irkwrf dI swNB-sMBwl Aid[kMipaUtr dI vrqoN
is`iKAw,irsrc, KbrW dy pRswrx, mOsm dI Biv~KvwxI Aqy hor vpwrk Aqy mnorMjn ikirAwvW
leI kIqI jWdI hY[

kMipaUtr dy Bwg :

kMipaUtr dy bhuq swry Bwg hn Aqy hr Bwg dI vrqoN Kws kMm leI kIqI jWdI hY[inmniliKq
tybl ivc kMipaUtr dy hr Bwg dw ivvrx hY :

Bwg ivAwiKAw

ienput XMqr ienput XMqr kMipaUtr nMU sUcnw pRdwn krn leI ijvyN ik pq̀r ilKxw
(twiep) krnw  jW kMipaUtr nUM hdwieqW dyx leI vrqI jWdI hY[
ienput XMqrW dIAW kuJ audwhrxW hyT ilKy Anuswr hn:

mwaUs : iek stYNfrf mwaUs dy do btn s`jw btn Aqy Kb̀w btn huMdy
hn[ qusIN Kb̀y btn dI vrqoN iksy AwpSn nUM cuxn leI Aqy skrIn dy
AYiktv eyrIAw qy kilk kr hdwieqW dyx leI krdy ho[ s`jy btn dI
vrqoN Awm qOr qy vrqIAW jWdIAW mInU Awietm nMU skrIn aupr
idKwaux leI kIqI jWdI hY

kIborf : ieh kIAj dw smUh hY jo ik tweIprwietr dI qrHW huMdw
hY[qusIN kIborf dI vrqoN tYkst ijvyN ik A~Kr jW nMbr kMipaUtr ivc
tweIp krn leI vrqdy ho

mweIkRoPon : ieh iek Aijhw XMqr hY ijs dI vrqoN qusIN dunIAW dy
Alg̀-Alg̀ BwgW ivc lokW nwl gl̀-bwq krn leI vrqdy ho[qusIN
mweIkRoPon dI mdd nwl kMipaUtr ivc Awvwj vI irkwrf kr skdy
ho[qusIN AwpxI spIc vI irkwrf kr skdy ho Aqy kMipaUtr nUM ies nUM
tYkst ivc bdlx leI kih skdy ho
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skYnr : ieh iek Aijhw XMqr hY jo ik PotokwpI mSIn dI qrHW huMdI
hY[qusIN ies XMqr dI mdd nwl AwpxIAW PootovW Aqy fwkUmYNts nUM
kMipaUtr ivc pw skdy ho[skYnr pyj nMU rIf krn auprMq ies nUM
ifijtl PwrmYt ivc bdl idMdw hY qW jo kMipaUtr ies nUM pV
sky[audwhrx leI qusIN AwpxI pwirvwirk Poto skYnr dI mdd nwl
skYn kro

vYb kYm : ieh iek Aijhw XMqr hY jo ik vIfIE kYmrw dI qrHW huMdI
hY[qusIN ies rwhIN qsvIrW iKc̀ ky dUsry XUjrW nUM lweIv qsvIrW Byj
skdy ho[audwhrx vjoN vYb kYm rwhIN qusIN Awpxy pirvwr Aqy dOsqW nMU
gl̀bwq dOrwn dyK vI skdy ho

stwiels : ieh iek puAwieMiMtg XMqr hY jo ik pYn dI qrWH huMdw
hY[ies dI vrqoN cuxn leI Aqy tc sYNsitv eyrIAw rwhIN sUcnw dwKl
krn leI kIqI jWdI hY[audwhrx leI Personal Digital Assistant
(PDA) ivc fwtw dwKl krn leI qusIN stwiels dI vrqoN krdy
ho[PDA ie`k hlky Bwr vwlw pwmtop (Palmtop) kMipaUtr hY

trYk bwl : ieh iek puAwieMiMtg XMqr hY jo ik mwaUs dI qrHW hI huMdw
hY[ies ivc bwl huMdI hY jo ik puAwieMtr nUM skrIn qy Gumwaux leI
vrqI jWdI hY[qusIN ies dI vrqoN aus vyly kr skdy ho jdoN quhwfy kol
G`t QW hovy[

AwaUtputr XMqr qusIN AwaUtput XMqr dI vrqoN kMipaUtr qoN AwaUtput Xw nqIjw lYx
leI krdy ho[AwaUtput XMqrW dIAW kuJ audwhrxW hyT ilKy Anuswr
hn :

monItr : ieh tYlIivjn dI qrHW huMdw hY[ ieh sUcnw nUM tYkst Aqy
gRwiPks dI mdd nwl ivXUAl Pwrm ivc̀ idKwauNdw hY

ipRMtr : auh XMqr ijs dI mdd nwl qusIN tYkst Aqy qsvIrW nUM
kMipaUtr qoN pypr aùqy jW trWspyryNsI iPlm aùqy ipRMt krdy ho[qusIN
ipRMtr rwhIN kMipaUtr skrIn qy idK rhy iksy vI idRS nUM ipRMt krky
pypr kwpI lY skdy ho[

spIkr/hỲfPon : auh XMqr jo Awvwj suxn leI vriqAw jWdw hY[
spIkr kMipaUtr dy AMdr ieniblt AMdrUnI jW bwhrI ho skdy hn[

sYNtrl pRosYisMg sYNtrl pRosYisMg XUint (CPU) iek Aijhw XMqr hY jo ik quhwfy vloN
XUint (CPU) kMipaUtr nMU imlIAW hdwieqW nUM pRosYs krdw hY[ieh kMipaUtr dw
Aqy mYmrI kMtrol XUint hY[ sI. pI. XU. nUM pRosYsr vI kihMdy hn
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mYmrI auh hY ijs ivc sI. pI. XU. duAwrw sUcnw nMU stor Aqy k`iFAw
jWdw hY[ mYmrI iqMn pRkwr dI huMdI hY

rYNfm AYksYs mYmrI(rYm) : ieh myn mYmrI huMdI hY jo ik quhwnUM kmwNfj
Aqy fwtw nUM AwrjI qOr qy dwKl krn dI iejwjq idMdw hY[sI. pI. XU.
fwtw Aqy kmWfj nUM rYm qoN lY ky pRosYisMg krdw hY[rYm volwtwiel mYmrI
hY ijs dw mqlb hY ik kMipaUtr dy cl̀x vyly q`k hI mOjUd huMdI
hY[jykr qusIN  rYm ivc mOjUd fwtw nMU syv krnw cwhuMdy ho qW ies nUM
kwpI krky storyj fIvweIs ivc̀ r`Ko[

rIf EnlI mYmrI(rom): ieh auh mYmrI huMdI hY ijs dw fwtw kMipaUtr
dy bMd hox qoN bwAd vI mYmrI ivc mOjUd rihMdw hY[rom iek nwn-
volwtwiel jW prmwnYNt mYmrI hY ijs dI vrqoN kmWfj nUM stor krn
leI kIqI jWdI hY ,kmWfj ijvyNik sb kuC TIk cl irhw hY

PlYS mYmrI: ieh nwn-volwtwiel mYmrI hY jo ik kMipaUtr dy bMd hox
qoN bwAd vI mYmrI ivc fwtw r`KdI hY[qusIN ies ivc sUcnw nUM bdl jW
Kqm (iflIt) kr skdy ho, ieh suivDw rom ivc nhIN hY[

mdrborf mdrborf kMipaUtr ivc mOjUd myn borf huMdw hY[ies auqy Coty- Coty
srikt Aqy dUjy kMponYNt mOjUd huMdy hn[mdrborf ienput, AwaUtput Aqy
pRosYisMg XMqrW nUM iek`Ty joVdw hY Aqy sI. pI. XU. nUM d`sdw hY ik auh
ikvyN cl̀y[mdrborf qy dUjy kMponYNt vIfIE kwrf, swaUNf kwrf Aqy
srikt mOjUd huMdy hn jo ik  kMipaUtr nUM XMqrW ijvyN ik ipMRtr nwl
joVn ivc mdd krdy hn[mdrborf nUM isstm borf vI ikhw jWdw hY[

AYkspYNSn AYkspYNSn kwrf iek srikt borf huMdw hY jo ik mdrborf nwl joV ky
kwrfj nvNy PIcr ijvyN ik vIfIE ifsply Aqy AwfIE Xogqw nUM vDwaux leI

kIqI jWdI hY[AYkspYNSn kwrf kMipaUtr dI kwrgujwrI Smqw Aqy
Xogqw nUM vDwauNdI hY[ AYkspYNSn kwrf nUM AYkspYNSn borf vI kihMdy
hn[kuJ iksm dy AYkspYNSn kwrf hyT ilKy Anuswr hn :

vIfIE kwrf : ies nUM kMipaUtr monItr nwl joiVAw jWdw hY Aqy ies
dI vrqoN monItr qy sUcnw dyKx leI vrqI jWdI hY

nYtvrk ieMtrPys kwrf(NIC) : ieh iek kMipaUtr nUM dUjy kMipaUtrW
nwl joVn leI vriqAw jWdw hY qW ik sUcnw dw Adwn-pRdwn ho sky[

swaUNf kwrf : ieh mweIkRoPon, AwfIE typ Aqy kuJ hor swDnwN qoN Aw
rhy AwfIE isgnl nMU ifijtl isgnl ivc bdldw hY jo ik kMipaUtr
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AwfIE PweIl dI qrHW syv kIqy jWdy hn[swaUNf kwrf kMipaUutr AwfIE
PweIl nUM ibjleI isgnl ivc vI bdldy hn ijs nMU qusIN spIkr jW
hYfPon rwhIN sux skdy ho[qusIN mweIkRoPon Aqy spIkr nUM swaUNf kwrf
nwl joVdy ho[

storyj XMqr qusIN storyj XMqrwN nUM kMipaUtr dI sUcnw syv krn leI vrqdy
ho[storyj XMqr keI pRkwr dy huMdy hn[kuJ audwhrxW hn hwrf frwiev
jW ifsk,sI.fI. rom, PlwpI ifsk Aqy fI.vI.fI. rom [storyj XMqrW
dIAW do iksmW hn[AMdrUnI storyj fIvweIs Aqy bwhrI stooryj
fIvweIs[ Awm vrqy jWdy kuJ storyj fIvweIs hyT ilKy Anuswr hn:

hwrf ifsk : mYgnyitk fIvweIs Awm vrqI jWdI kMipaUtr dI myn
storyj fIvweIs hY[ieh AMdrUnI jW bwhrI ho skdI hY[

PlwpI ifsk : ieh iek portybl storyj fIvweIs hY jo ik Coty Akwr
dy fwtw nUM stor krdI hY[ies dI iek hwnI ieh hY ik ieh qwpmwn,
DUV Aqy mYgnYitk PIlf nwl Krwb ho skdI hY

sI.fI. rom : ieh iek portybl storyj fIvweIs hY jo ik PlwpI ifsk
qoN 400 guxw ijAwdw fwtw stor  kr skdI hY[ PlwpI ifsk dy mukwbly
ies dy G`t Krwb hox dy Aswr huMdy hn

fI.vI.fI. rom : ieh iek portybl storyj mIfIAm hY jo ik sI.fI. rom
dI qrHW huMdw hY[ies dI fwtw storyj dI smrQw PlwpI ifsk Aqy
sI.fI. rom nwloN kwPI ijAwdw hY[fI.vI.fI. rom Awm qOr qy mUvIj Aqy
vIfIE nUM stor krn leI vrqI jWdI hY[

ports Aqy ieh iek cYnl hY ijs rwhIN fwtw ienput XMqr, AwaUtput XMqr Aqy
kUnykSn pRosYsr ivckwr sMcwr huMdw hY[ kMipaUtr nUM bwhrI XMqrW Aqy nYtvrks

nwl joVn leI bhuq swrIAW iksmW dy port mOjUd hn[kuJ iksm dy
portW bwry hyTwN d`isAw igAw hY:

XUnIvrsl sIrIAl bs (USB) port : qusIN ies dI vrqoN mwaUs,
mofm,kI-borf jW ipRMtr Awid nUM kMipaUtr nwl joVn leI kIqI jWdI
hY[

Pwiervwier : qusIN ies dI vrqoN XMqr ijvyN ik ifijtl kYmrw Awid
nMU joVn leI kIqI jWdI hY[ieh USB qoN qyj huMdI hY[

nYtvrk port : qusIN ies dI vrqoN iek kMipaUtr nUM dUjy kMipaUtrW
nwl joVn leI kIqI jWdI hY qW jo kMipaUtr Awps ivc sUcnwvW dw
Adwn-pRdwn kr skx[
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pYrll port Aqy sIrIAl port : qusIN ienHwN port dI vrqoN ipRMtr
Aqy dUjy XMqrW nUM kMipaUtr nwl joVn leI krdy ho[pr hux ienHW qoN
vDyryy XU.AYs. bI. port nUM ijAwdw vriqAw jWdw hY ikauNik ieh AswnI
Aqy qyj gqI vwlw port hY[

ifsply Afwptr : qusIN monItr nUM ifsply Afwptr nwl kMipaUtr qy
joVdy ho[ifsply Afwptr kMipaUtr qoN vIfIE isgnl pRwpq krky ies
nMU kybl rwhIN monItr nUM Byjdy hn[ifsply Afwptr mdrborf jW
AYkspYNSn kwrf qy ho skdw hY[

pwvr : kMipaUtr ivc mOjUd mdrborf Aqy dUjy kMponYNt fwierYkt krMt
(DC) dI vrqoN krdy hn[ pwvr splweI AwltrnyitMg krMt (AC) nUM
DC krMt ivc bdl idMdI hY[
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Bwg 3 : kMipaUtr PMfwmYNtl

kMipaUtr isstm ivc mOjUd hwrfvyAr Aqy swPtvyAr dI jrUrq Anuswr vrqoN rwhIN koeI vI
kMm pUrw kIqw jWdw hY[hdwieqW dy smUh nMU swPtvyAr ikhw jWdw hY Aqy sbMDq fwtw kMipaUtr nUM
ieh d`sdw hY ieh kMm kI hY Aqy ikvyN krnw hY[swPtvyAr fwtw nUM pRosYs krn leI jrUrq
Anuswr iqAwr kIqIAW hdwieqW dw smUh huMdw hY jd ik hwrfvyAr kMipaUtr dy BOiqk Bwg huMdy
hn jo ik swPtvyAr nwl iml ky kMm pUrw krdy hn[Aqy hwrfvyAr XMqrW Aqy swPtvyAr ivc
sbMD sQwipq krn leI iek mhq̀vpUrn swPtvyAr vriqAw jWdw hY ijs nUM AwpryitMg isstm
kihMdy hn[

“kMipaUtr isstm iek pRogrwimMg mSIn hY jo ik fwtw auqy jrUrI gixiqk Aqy lwijk AwprySnwN
dI vrqoN krky ies nUM sUcnw ivc bdldI hY”

sbMDq igAwn

kMipaUtr isstm nUM mùK qOr qy iqMn BwgW ivc vMifAw igAw hY- ienput XUint, sYNtrl pRosYisMg
XUint Aqy AwaUtput XUint[kMipaUtr isstm ienput XUint rwhIN XUjr qoN fwtw Aqy hdwieqW
lYNdI hY, sYNtrl pRosYisMg XUint XUjr duAwrw id`qIAW geIAW hdwieqW Anuswr fwtw nUM pRosYs krdw
hY Aqy AMq ivc XUjr dI loV Anuswr nqIjw AwaUtput XMqr rwhIN XUjr nUM dy id`qw jWdw hY[

AwE ies nMU iek audwhrx rwhIN smJIey : iek dukwndwr koloN iek kMpnI dy keI pYn KrIdy
gey ies dw kul Krc pqw krn leI ikhVI-ikhVI sUcnw loVINdI hovygI ? quhwnMU ies leI ie`k
pY~n dI kImq Aqy kul KrIdy gey pY~nW dI igxqI dy fwtw dI loV pvygI Aqy ieh fwtw quhwfy vl̀oN
ienput XMqr rwhIN kMipaUtr nUM id`qw jwvygw[hux quhwnMU kul Krc pqw krn leI iek pYn dI
kImq nUM kul KrIdy gey pY~nW dI kImq nwl guxw krn dI jrUrq hY jo ik ieh kMm sI.pI. XU.
duAwrw kIqw jwvygw Aqy jo vI nqIjw Awvygw kMipaUtr isstm dy AwaUtput XMqr rwhIN quhwfy
swhmxy Awvygw[

sI.pI.XU nUM iqMn BwgW ivc vMifAw jWdw hY (1) kMtrol XUint (CU) (2) ArQmYitk Aqy lwijk
XUint (ALU) (3) mYmrI XUint (MU) sI.pI.XU dy AMdr kMtrol XUint kMpnI dy iek irsYpSinst
Aqy mYnyjr dI qrHW huMdw hY[ ieh XUjr duAwrw id`qI geI hryk hdwieq lYNdw hY Aqy loV Anuswr
ies nUM kMipaUtr dy BwgW q`k phuMcwauNdw hY[ArQmYitk Aqy lwijk XUint (ALU) kMpnI dy
AkwaUNtYt dI qrHW huMdy hn jo ik fwtw auqyy swrIAW gixiqk Aqy lwijk gxnwvW krdy hn Aqy
mYmrI XUint iek AwrjI stor vWg huMdw hY ijQ̀y ik Coty Akwr dw fwtw r`iKAw jWdw hY jd qk
bwkI AwprySn cl irhw huMdw hY[
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ies qoN ielwvw kMipaUtr isstm dw iek Bwg sYkMfrI storyj XMqr hY jo ik vf̀y Akwr dw fwtw
stor krdw hY Aqy keI AYplIkySn clwaux leI vriqAw jWdw hY[icq̀r 1 ienHW BwgW dw Aqy
sYkMfrI storyj  XMqrW dw Aps ivc qwlmyl idKw irhw hY[

hux AwE dyKIey qusI ienHW BwgW nUM kMipaUtr isstm rwhIN ikvyN pihcwxogy[ qusIN iek XMqr dyKogy
ijs a~qy keI btn AlPwbYt Aqy nUmYirk hoxgy,ies nUM kI-borf kihMdy hn joik kMipaUtr dI
iek ienput fIvweIs hY[qusIN AMfwkwr Akwr dI iek hor XMqr nUM dyKogy ijs dy au~qy do jW iqMn
btn A`gy dy pwsy huMdy hn, ies nUM mwaUs kihMdy hn joik kMipaUtr dI iek hor ienput fIvweIs
hY[hux qusIN iek hor XMqr jo ik is`Dw/lytvW r`iKAw bwks/kys dyKogy ijs aùqy Awn/AwP/rIsYt
btn hoxgy ies nUM sI.pI.XU. kYibnt kihMdy hn ijs ivc sYkMfrI storyj XMqr hwrf ifsk Aqy
kmpYkt ifsk(CD)/ifjItl vrsYtwiel ifsk (DVD)/blU ryA frwiev  joik vf̀y Akwr dw fwtw
Aqy hdwieqW nUM stor krdI hY juVdy hn[Awm qOr qy vriqAw jWdw AwaUtput XMqr LCD/LED/
monItr hY joik kMipautr qy nqIjw dyKx leI vriqAw jWdw hY[kMipaUtr nwl jrUrq Anuswr hor
XMqrwN nUM vI joiVAw jw skdw hY jo ik kMm Anuswr ienput Aqy AwaUtput kihlwauNdw hY[

Downloaded from https:// www.studiestoday.com

Downloaded from https:// www.studiestoday.com



(81)

ienput Aqy AwaUtput XMqrW dIAW kuJ audwhrxwN hyTW idq̀IAW geIAW hn :

ienput/ kMm jrUrq dw sYNpl
AwaUtput
XMqr

mwiek AwfIE ienput lYx leI isstm ivc nrsrI dIAW kivqwvW dI
irkwrifMg krn leI

skYnr kwgj qoN ifijtl ienput AswiegnmYNt ivc joVn leI qsvIr
qsvIr jW fwkUmYNt lYx leI skYn krn leI

kYmrw iemyj/vIfIE dI ienput lYx ividAwrQIAW dy AweI. fI. kwrf leI
leI aunHW dI Poto lYx leI

bwr-kof bwr kof pVn leI skUl lwiebRyrI ivc jwrI/vwips kIqIAW
rIfr ikqwbW dy bwrkof pVn leI

ipRMtr pypr qy ipMRt(AwaUtput) lYx leI AswienmYNt pypr au~qy ipRMt krn leI

spIkr Avwj dI AwaUtput lYx leI isstm qoN nrsrI dIAW kivqwvW suxnIAW

sI.pI.XU dy mYmrI XUint nUM do BwgW ivc vMifAw igAw hY iek nUM rYNfm AYksys mYmrI (RAM) ikhw
jWdw hY jo ik kMipaUtr isstm qy kMm krn vyly fwtw dw qurMq storyj krn leI vrqI jWdI hY
Aqy dUjI rIf EnlI mYmrI (ROM) joik EpryitMg isstm lof krn leI jrUrI hdwieqW nMU stor
krdI hY Aqy ienput/AwaUtput AwprySnW nMU krn leI ijs nUM BIOS (byisk ienput AwaUtput
isstm) vI kihMdy hn[

kMipaUtr ivc fwtw stor ibt Aqy bwiet dy rUp ivc huMdw hY[ibt (bwienrI ifijt 1 jW 0) sB
qoN Cotw storyj XUint hY, 8 ibt iek`Ty hoky ie`k bwiet bxwauNdy hn, joik ie`k iek`lw A~Kr huMdw
hY[ AwE iek audwhrx dyKIey: jy nwm “RAVI” nUM kMipaUtr ivc stor krnw hovy, qW ies nMU
kMipaUtr dI mYmrI ivc stor krn leI 4 bweIt dI loV pvygI[hyTW id`qI swrxI ivc̀ kMipaUtr
mYmrI dy XUintW bwry d`isAw igAw hY[

mYmrI XUint ipCly mYmrI XUint nwl sbMD bweIt dy brwbr

iklobweIt(KB) 1 iklobweIt = 1024 bweIt jW (jW 210 bweIt) 1024

mYgwbweIt(MB) 1 mYgwbweIt = 1024 iklobweIt (jW 210 iklobweIt) 1024  1024

gIgwbweIt(GB) 1 gIgwbweIt = 1024 mYgwbweIt (jW 210 mYgwbweIt) 1024 1024 1024

tYrwbweIt(TB) 1 tYrwbweIt = 1024 gIgwbweIt (jW 210 gIgwbweIt) 1024 1024 1024 1024
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rYm Aqy rom iml ky pRwiemrI mYmrI bxwauNdy hn[AwE hux sYkMfrI storyj XMqrW bwry ivsQwr

nwl pVIey[ ienHW dI vrqoN vf̀y Akwr dw fwtw(ryNj 20 GB qoN 2 TB) pk̀y qOr qy stor krn leI

kIqI jWdI hY[ies dw mqlb ieh hY ik isstm dy bMd hox qoN bwAd vI fwtw sur`KiAq rhygw

[hwrf ifsk bhuq hI mhq`vpUrn sYkMfrI storyj XMqr hY joik AwpryitMg isstm, AwiPs

AYplIkySnW, XUitltI swPtvyAr Aqy XUjr dw fwtw Awid nUM stor krn leI vriqAw jWdw

hY[hwrf ifsk qoN ielwvw portybl sYkMfrI storyj fIvweIs ijvyN ik kmpYt ifsk (CD storyj

smrQw 700 MB), ifjItl vrsYtwiel ifsk (DVD storyj smrQw 4.5 GB)/blU ryA frwiev

(storyj smrQw 25 GB/50 GB), pYn frwiev (storyj smrQw 512 MB qoN 32 GB), mYmrI sitk

(storyj smrQw 512 MB qoN 32 GB) vrqI jWdI hY[

AwE hux prsnl kMipaUtr dy vK̀-vK̀ BwgW

dw Awps ivc kunYkSn pVIey[sI.pI.XU.

kYibnt dy ipCly ihs̀y ivc idKwey gey icqr

2 Anuswr swrIAW soktW/portW nMU lB̀x dI

koiSS kro[kuJ Awm vrqIAW jWdIAW sokt/

port pwvr kybl joVn leI pwvr sokt,

mwaUs Aqy kIborf joVn leI prsnl

isstm 2(PS2) port, XU.AYs. bI. fIvweIsW

ijvyN ik mwaUs, kIborf, ipRMtr, pYn frwiev

Awid joVn leI XUnIvrsl sIrIAl

bs(USB), monItr/skrIn joVn leI vIfIE

gRwiPk Afwptr (VGA). monItr nUM VGA

kybl nwl joVo, mwaUs Aqy kIborf nUM PS2/

USB kybl nwl joVo Aqy pwvr kybl nUM joVn

qoN bwAd CPU dy pwvr btn nUM Awn

kro[quhwfw kMipaUtr bxwaux vwlI kMpnI dy

kuJ sMdyS jW mYsyj idKwvygw Aqy ies qoN bwAd EpryitMg isstm (bUt Ap) SurU ho jwvygw[jdoN

bUitMg pRosYs Kqm huMdI hY, Aqy jo qusIN skrIn qy pihlI qsvIr dyKdy ho aus nUM fYsktwp kihMdy

hn hux qusIN AwpxI mrjI dI AYplIkySn cux Aqy SurU kr skdy ho[
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kuJ Awm vrqIAW jWdIAW pOrt Aqy kybl qsvIrW nwl hyTW ic`qr iv`c idq̀IAW geIAW
hn[

port Aqy kybl Pwiervwier port eIdrnYt (RJ45) port
Aqy kybl Aqy kybl

XU.AYs. bI. prsnl kMipaUtr
qy mOjUd iek stYNfrf kybl
kunYkSn ieMtrPys hY jo ik
sMcwr leI vrqy jWdy dUsry
XMqrW nMU joVn leI vriqAw
jWdw hY[XU.AYs.bI. port dUjy
XMqrW nUM kMipaUtr nwl joVn
jW Awps ivc joVn leI
vriqAw jWdw hY[XU.AYs.bI.
port XMqrW nUM kybl rwhIN
ibjleI isgnl phuMcwauNdI
hY[

ipn 4:
stYNfrf : ieMstIitaUt AwP
ielYktrIkl AYNf
ielYktRoniks ieMjnIArs
(IEEE) stYNfrf 1990

Pwiervwier port sIrIAl
port dI hI iek iksm hY jo
ik Pwiervwier qknoljI dI
vrqoN krky fwtw nUM qyj gqI
nwl iek XMqr qoN dUjy XMqr
q`k lY ky jWdI hY[
Pwiervwier port rwhIN vK̀–
vK̀ XMqrW nUM kMipaUtr nwl
joiVAw jw skdw hY[skYnr
Aqy ifjItl kYmry nUM
kMipaUtr nwl joVn leI
Pwiervwier port dI vrqoN
kIqI jWdI hY ikauNik ieh
XU.AYs.bI qoN vDyry qyj Aqy
vDIAw qrIky nwl fwtw
Byjdw hY[
ipn 4,6,9
stYNfrf: ieMstIitaUt AwP
ielYktrIkl AYNf
ielYktRoniks
ieMjnIArs (IEEE) 1394

eIdrnYt port kMipaUtr
nYtvrk ivc hor kMipaUtr
Aqy dUjy XMqrW nUM joVn leI
vrqI jWdI hY[eIdrnYt kybl
dI vrqoN krky  kMipaUtr Aqy
dUjy XMqrW ijvyN ik mofm,
rUtr, mltImIfIAw pRojYktr
Awid ivckwr pRBwvI ilMk
sQwipq kIqw jWdw hY[
ipn : 8 ipn
stYNfrf : ieMstIitaUt AwP
ielYktrIkl AYNf
ielYktRoniks
ieMjnIArs(IEEE) stYNfrf
802.1 qoN 802.10
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 AiBAws

ieh ikirAwvW audoN qk kro jd qk̀ quhwnUM Awpxy qy ivSvws nw ho jwvy :

lVI nM. ikirAwvW

1. monItr skrIn, sI.pI.XU kYibnt, kIborf, mwaUs Aqy ipRMtr dI pihcwx kro [

2. ienput/AwaUtput port Aqy kUnyktrW ivckwr AMqr

3. kMipaUtr dy BwgW nwl qwrW nUM joVnw

4. ienput Aqy AwaUtput XMqrW nUM SRyxI ivc vMfo[

AsYsmYNt

1. kMipaUtr isstm dy ienput XUint ikhVy-ikhVy hn ?

............................................................................................................................

2. kMipaUtr isstm dy AwaUtput XUint ikhVy-ikhVy hn ?

............................................................................................................................

3. sI.pI.XU. dy AMdr kMtrol XUint dw kI kMm hY ?

............................................................................................................................

............................................................................................................................

............................................................................................................................

4. sI.pI.XU. dy AMdr ArQmYitk lwijk XUint dw kI kMm hY ?

............................................................................................................................

5. koeI cwr ienput XMqrW dy nwm ds̀o Aqy ieh vI ds̀o ik ieh iks qrHW dI ienput
kMipaUtr ivc dwKl krngy ?

............................................................................................................................

............................................................................................................................

6. koeI cwr AwaUtput XMqrW dy nwm ds̀o Aqy ieh vI ds̀o ik ieh iks qrHW dI
AwaUtput kMipaUtr ivc idKwxgy ?

............................................................................................................................

............................................................................................................................
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Bwg 4 : kMipaUtr dIAW iksmW

iek siQqI nUM iDAwn kro ijQ̀y qusIN tYlIivzn KrIdxw cwhuMdy ho [bzwr ivc bhuq swry mwfl Aqy
brWf dy tYlIivzn hn[qusIN AwpxI jrUrq Anuswr dw mwfl Aqy ausdI kImq bwry PYslw lYxw
hY[iesy qrHW bzwr ivc bhuq swry prsnl kMipaUtr hn [ auhnwN dI kImq ivSySqwvW ijvyN ik
kImq, Akwr Aqy gqI dy ADwr qy Alg̀ –Alg̀ hn[ieh ivSySqwvW kMipaUtr dy kMm krn dy
qrIky nUM pRBwivq krdw hY[

iek tYlIivzn KrIdx qoN bwAd quhwnMU mOjUd cYnlW ivc̀oN vK̀ry –vK̀ry cYnl cuxn dI jrUrq
hY[ieh cYnl mnorMjn, KyfW jW KbrW dy ho skdy hn[qusIN AwpxI jrUrq Anuswr cYnlW nUM cux
skdy ho [iesy pRkwr kMipaUtr nUM SurU krn qoN bwAd keI pRogrwm idKxgy jo ik Alg̀-Alg̀ kMmw
leI vrqy jWdy hn[ qusIN vrf pRosYsr dI vrqoN fwkUmYNt bxwaux jW sprY~fSIt dI vrqoN gixiqk
gxnwvW krn leI kr skdy ho[kimaUnIkySn pRogrwm rwhIN qusIN durwfy bYTy lokW nwl gl̀bwq kr
skdy ho[mnorMjn dy pRogrwm leI qusIN mUvI dyK skdy ho,sMgIq sux skdy ho jW gym Kyf skdy ho[

sbMDq igAwn

A`j bjwr ivc vK̀rI- v~KrI iksm dy kMipaUtr mOjUd hn[Awm qOr qy GrW Aqy Coty ibjnsW
leI vriqAw jwx vwlw kMipaUtr prsnl kMipaUtr(PC) hY[prsnl kMipaUtr iek Aijhw
kMipaUtr hY ijs dI vrqoN iek ivAkqI hI iek smyN qy kr skdw hY[kMm krn vwly sQwn qy
prsnl kMipaUtr dI vrqoN fwkUmYNt bxwaux,ibzns irkwrf nUM sWBx Aqy dUsirAW nwl gl̀bwq
krn leI vriqAw jWdw hY[skUlW ivc ies dI vrqoN pwT pVwaux, ieMtrnYt qy Koj krn leI
Aqy AswienmYNt dw kMm krn leI  kIqI jWdI hY[qusIN prsnl kMipaUtr dI vrqoN gymW Kyfx
leI, vIfIE dyKx leI Aqy sMgIq suxn leI vI kr skdy ho[prsnl kMipaUtr dy Akwr Aqy
kMm krn dy qrIky dy ADwr qy ies nUM cwr iksmW ivc vMifAw igAw hY: fYsktwp, lYptwp,
hYNfhYlf jW tYblyt[

qusIN kMipaUtr dw cuxwv Awpxy kMm krn dI jrUrq dy ADwr qy kr skdy ho[audwhrx vjoN jykr
qusIN kMipaUtr dI vrqoN Poto ivc bdlwv krn leI jW AOKIAW gymW Kyfx leI krnI hY qW quhwnUM
qyj gqI vwly sI.pI. XU Aqy vDIAw ifsply Afwptr dI loV pvygI[
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kMipaUtr dIAW iksmW ivSySqwvW

fYsktwp kMipaUtr fYsktwp kMipaUtr vK̀-vK̀ BwgW qoo iml ky ijvyN ik
monItr,kIborf,isstm XUint Aqy ipMRtr qoN bxdy hn[ fYsktwp
kMipaUtr portybl nhIN huMdy Aqy Awm qOr qy ies nUM fYsk jW myj
qy r`iKAw jWdw hY[fYsktwp kMipaUtr nUM AswnI nwl bdilAw jW
ApgRyf kIqw jw skdw hY[Awm qOr qy fYsktwp kMipaUtr ivc
mYmrI, iek vf̀I hwrf ifsk, bhuq swrIAW ports Aqy lYptwp
qy dUjIAW portybl kMipaUtrW qoN iek vf̀I ifsply jW skrIn huMdI
hY[

lYptwp kMipaUtr lYptwp kMipaUtr hlky Bwr dy prsnl kMipaUtr huMdy hn[lYptwp
kMipaUtr fYsktwp kMipaUtr qoN Akwr ivc Cotw huMdw hY Aqy
Xwqrw dOrwn lY ky jwx leI iqAwr kIqw igAw hY[lYptwp
kMipaUtr nUM notbuk vI ikhw jWdw hY[lYptwp kMipaUtr dI sB qoN
vf̀I ivSySqw ieh hY ik ieh Akwr ivc Coty Aqy portybl huMdy
hn[ijs qrHW ik nwm d`sdw hI hY ik ies nUM AswnI nwl
god(lYp) ivc r`K ky clwieAw jw skdw hY[fYsktwp kMipaUtr nUM
isrP ibjlI dy nwl hI clwieAw jw skdw hY jdik lYptwp
kMipaUtr nUM ibjlI Aqy bYtrI(rIcwrjybl) qy clwieAw jw skdw
hY[BwvyN donW dw hwrfvyAr iek hI hY pr iPr vI lYptwp
kMipaUtr fYsktwp kMipaUtr qoN ijAwdw ibjlI Krc krdy hn[

hYNfhYlf kMipaUtr hYNfhYlf kMipaUtr auh XMqr huMdy hn jo ik rojwnw kMm  ijvyN ik
prsnl fwtw nUM swNBx (mYnyj krn) leI vrqy jWdy hn[ieh
lYptwp kMipaUtr qoN Coty huMdy hn Aqy ies dIAW ivSySqwvW
fYsktwp kMipaUtr qy lYptwp kMipaUtr qoN G`t huMdIAW hn[ieh
buinAwdI vrf pRosYisMg ikirAwvW Aqy ieMtrnYt dI vrqoN kr
skdw hY[hYNfhYlf kMipaUtr dI mdd nwl qusIN eI-myl sMdyS Byj
jW pRwpq kr skdy ho[keI hYNfhYlf kMipaUtr mwfl sYlUlr Pon
jW ifijtl kYmry dI qrHW kMm krdy hn[

tyblt kMipaUtr tyblt kMipaUtr pUry kMipaUtr huMdy hn jo ik quhwnUM skrIn qy
is`Dw tyblt pY~n nwl ilKx dI suivDw idMdy hn[tyblt pYn dI
vrqoN mwaUs dI qrHW kMm krn leI kIqI jWdI hY[ies leI
tyblt kMipaUtr nUM kIborf Aqy mwaUs dI loV nhIN huMdI [
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mYmrI dw kMm

jdoN kMipaUtr koeI kMm krdw hY qW ieh mYmrI ivc stor huMdw hY[mYmrI ivc fwtw stor krn leI
0 jW 1 dI vrqoN kIqI jWdI hY [hryk 0 jW 1 ibt kihlwauNdI hY[ 8 ibtW dy smUh nUM iek bwiet
kihMdy hn[mYmrI nUM mwpx leI vrqy jWdy kMipaUtr stooryj XUint hyTW swrxI ivc id`qy gey hn:

trm ivAwiKAw

ibt kMipaUtr dI sB qoN CotI iekweI ibt hY [iek ibt 0 jW 1 ivcoN
koeI iek kImq vrqdw hY [dohW kImqW ivcoN koeI iek kImq
lwjmI vrqI jWdI hY[isMgl ibt sUcnw nUM stor krdI
hY[BrosyXog sUcnw nUM stor krn leI ibts nUM Awps ivc joiVAw
jw skdw hY[

bwiet A`T ibtW dy smUh nUM iek bwiet kihMdy hn[ hryk smUh iek
A~Kr, icMn, ifijt jW Sbd drswauNdw hY[storyj XMqrW nUM mwpx
leI Awm qOr qy ies XUint dI vrqoN kIqI jWdI hY[

iklobwiet 1 iklobwiet 1024 bwiet dy brwbr huMdI hY[Awm qOr qy kMipaUtr
ivc stor kIqw igAw XUjr fwtw eI-myl sMdyS jW tYkst Pwiel
kuJ iklobwiet dy huMdy hn[

mYgwbwiet 1 mYgwbwiet 1024 iklobwiet dy brwbr huMdI hY[1 MB ivc
sUcnw lgBg iek pUrI tYkst buk ijMnI huMdI hY[

gIgwbwiet 1 gIgwbwiet 1024 mYgwbwiet dy brwbr huMdI hY jo ik lgBg
iek ibilAn bwiet dy brwbr huMdI hY[A`j bhuq swry kMipaUtr
ijAwdw storyj smrQw vwlIAW hwrf ifsk vrqdy hn ijnHW nUM
gIgwbwiet ivc mwipAw jWdw hY [gIgwbwiet dw mqlb hY- bhuq
ijAwdw storyj smrQw[audwhrx leI kMipaUtr ivc stor kIqI
geI vIfIE iPlm 1GB jW ies  qoN ijAwdw mYmrI dI vrqoN
krdI hY[

tYrwbwiet 1 tYrwbwiet 1024 gIgwbwiet dy brwbr huMdI hY jo ik lgBg
iek itRilAn bwiet dy brwbr huMdI hY[sMsQwvW ijnHW nUM ijAwdw
fwtw stor krn leI ijAwdw storyj smrQw dI jrUrq hY auh
tYrwbwiet XUint vwly storyj XMqr vrqdy hn[1 tYrwbwiet ieMnI
vf̀I huMdI hY ik kuJ tYrwbwiet ivc bhuq swrIAW ikqwbW dy
tYkst nUM stor kIqw jw skdw hY[
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kMipaUtr dI Smqw

BwvyN qusIN kMipaUtr dI vrqoN Awpxy leI jW ibjns leI krdy ho,quhwfy leI ieh jrUrI hY ik
kMipaUtr shI qrHW kMm kry[pr Smqw nUM iksy iek PYktr nwl mwipAw nhIN jw skdw[hyTW id`qI
swrxI ivc kuJ PYktr Aqy aunHW dw kMipaUtr dI Smqw qy Asr nUM d`isAw igAw hY[

PYktr ivAwiKAw

sI.pI.XU. sI.pI.XU. nUM kMipaUtr dw idmwg vI ikhw jWdw hY Aqy ies dI
gqI iek Aijhw Bwg hY ijs au~qy kMipaUtr dw pUrI Smqw
inrBr krdI hY[

spIf jW gqI sI.pI.XU dI gqI ies gl̀ qy inrBr krdI hY ik sI.pI.XU ikMnI
qyj dr nwl kMm ijvyN ik rYm qoN fwtw lYxw jW dyxw jW AMkW dI
gxnwvW krdw hY[jykr quhwfy kol do kMipaUtr hn joik iek qrHW
dy hI hn pr sI. pI. XU. dI spIf vK̀ –vK̀ hY qW kMipaUtr ijs
dI gqI qyj hY jldI kMm pUrw kr dyvygI[

hwrf ifsk PYktr swrIAW hwrf ifskW dI storyj smrQw Aqy fwtw nUM stor qy
Byjx dI gqI vK̀-v~K huMdI hY[jykr fwtw Byjx dI gqI qyj hovy
qW kMipaUtr jldI pRogrwm lof krygw Aqy SurU ho jwvygw [jdoN
pRogrwm ny koeI vf̀w fwtw pRosYs krnw hovy qW hwrf ifsk dI gqI
Aqy Akwr ies ivc Aihm Xogdwn idMdy hn[

rYm rYm bhuq qyj gqI nwl fwtw Byjdw hY ies leI kMipaUtr duAwrw
ies nUM sUcnw stor krn leI vriqAw jWdw hY[rYm dw Akwr
ijMnw huMdw hY kMipaUtr aunI qyj gqI nwl fwtw pRosYs krdw hY[rYm
dw Akwr Aqy gqI kMipaUtr dI Smqw qy Asr krdy hn[jykr
rYm bhuq G`t Akwr dI hovy qW kMipaUtr dy kMm krn dI gqI
G`t jwvygI jW shI FMg nwl kMm nhIN krygI[

auqpwdk pRogrwm

qusIN Alg̀-Alg̀ kMipaUtr pRogrwmW dI vrqoN krky keI twsk jW kMm pUry kr skdy ho[qusIN
kMipaUtr pRogrwm dI vrqoN AMkw dw pRbMD krn leI, pq̀r jW prpojl ilKx leI, irkwrf dI
sWB-sMBwl leI, iemyj dI rcnw jW bdlwv krn leI, tYkst nUM idRS ivc bdlx leI Aqy
mYgjIn Aqy bRwaUcr bxwaux leI kr skdy ho[hyTW id`qI swrxI ivc pRogrwmW dI sUcI Aqy aunHW
dI vrqoN bwry d`isAw igAw hY[
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pRogrwm ivAwiKAw

vrf pRosYisMg Aqy tYkst fwkUmYNt iqAwr Aqy bdlwv krn leI vrf pRosYisMg
pbiliSMg pRogrwm pRogrwm dI vrqoN kIqI jWdI hY[qusIN ies ivc tYkst ilK skdy

ho, bdl skdy ho, koS dI vrqoN krky spYilMg cYkr dI vrqoN kr
skdy ho, fwkUmYNt dI rUp-ryKw sỲt kr skdy ho[mweIkroswPt
AwiPs vrf iek vrf pRosYisMg pRogrwm hY[pbiliSMg pRogrwmW dI
vrqoN fwkUmYNt ijvyN ik bRwaUcr, gRIitMg kwrf, slwnw
irport,ikqwbW jW mYgjInW  ivc tYkst Aqy gRwiPk joVn leI
kIqI jWdI hY[ienHW pRogrwmW ivc vrf pRosYisMg Aqy gRwiPk
ivSySqwvW huMdIAW hn jo ik fwkUmYNt dy suDwr krn leI vrqIAW
jWdIAW hn[

prYNjYtySn pRogrwm qusIN prYNjtySn pRogrwm dI vrqoN AwpxI sUcnw nUM slwiefW ivc
idKwaux leI vrqdy ho[ienHW slwiefW ivc Avwj Aqy qsvIrW nMU
joV ky qusIN ies nUM hor ijAwdw AwkrSk Aqy sUcnwqmk bxw
skdy ho[mweIkRoswPt AwiPs pwvr puAwieMt Awm qOr qy vriqAw
jwx vwlw prYNjYtySn pRogrwm hY[

sprYfSIt pRogrwm qusIN sprYfSIt pRogrwm dI vrqoN bjt bxwaux, Kwqy dw pRbMD
krn,gixiqk gxnwvW Aqy nUmYrIkl fwtw nUM cwrt Aqy gRwP ivc
bdlx leI krdy ho[sprYfSIt sUcnw nUM tybl dIAW is`DIAW
ryKwvwN (roA) Aqy KVvyN kwlmW (kwlm)ivc stor krdw hY[hryk
kImq sYY~l ivc stor kIqI jWdI hY[roA Aqy kwlm dy kwt Kyqr
nUM sY~l ikhw jWdw hY[mweIkRoswPt AwiPs AYksl sprY~fSIt
pRogrwm dI iek audwhrx hY[

fwtwbys pRogrwm qusIN fwtwbys pRogrwm dI vrqoN fwtw nMU shI FMg nwl stor Aqy
mYnyj krn leI krdy ho[qusIN fwtwbys ivc stor kIqI sUcnw nUM
sOrt(vDdy kRm jW Gtdy kRm) jW l~B skdy ho[ies qoN ielwvw
qusIN stor kIqy gey fwty qoN swDwrn irport vI iqAwr kr skdy
ho[audwhrx leI qusIN gRwhk sbMDI sUcnw nUM stor krn leI,ib`l
iqAwr krn leI Aqy syl dw irkwrf r`Kx leI fwtwbys pRogrwm
dI vrqoN kr skdy ho[qusIN twrgyt syl jW gRwhk syvwvW XojnwvW
leI irport vI iqAwr kr skdy ho[mweIkRoswPt AYksYs fwtwbys
pRogrwm dI iek audwhrx hY[

gRwiPk pRogrwm qusIN gRwiPk pRogrwm dI vrqoN frwieMg bxwaux Aqy ies ivc
bdlwv krn leI kr skdy ho[qusIN ienHW pRogrwm dI vrqoN
PotogRwP nUM hor vDIAw bxwaux leI vI kr skdy ho[pyNt pRogrwm
gRwiPk pRogrwm dI iek audwhrx hY jo ik frwieMg bxwaux leI
vrqI jWdI hY[
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kimaUnIkySn (sMcwr) pRogrwm

ijs pRkwr qusIN Awpxy pirvwr Aqy imq̀rW nwl gl̀-bwq krn leI tYlIPon Aqy fwk icT̀I dI
vrqoN krdy ho, ausy pRkwr qusIN kMipaUtr dI mdd nwl lokW nwl gl̀-bwq kr skdy ho[kMipaUtr
iek spYSl pRogrwm dI vrqoN krdw hY ijs nUM kimaUnIkysn progrwm ikhw jWdw hY jo ik quhwnMMU
dUsry lokW nUM ifijtl PwrmYt ivc sMdyS Byjx Aqy pRwpq krn dI shUlq idMdw hY[

eI-myl : eI-myl sMdyS Byjxw iek kMipaUtr XUjr qoN dUjy kMipaUtr XUjr ivckwr sMdySw dw
Awdwn-pRdwn krnw huMdw hY[ieh Adwn-pRdwn lokl eyrIAw jW dyS dy iksy iek ihs̀y qoN dUjy ihs̀y
q`k huMdw hY[qusIN eI-myl sMdyS nUM iek jW iek qoN ijAwdw ivAkqIAW nUM iksy vI smyN Byj jW
pRwpq kr skdy ho[eI-myl sMdyS Byjx leI quhwfy kol ieMtrnYt kunYkSn Aqy eI –myl Kwqw hoxw
cwhIdw hY[ieh ieMtrnYt kunYkSn ieMtrnYt srivs pRovweifr (ISP)vl̀oN ilAw jWdw hY[qusIN keI
pRogrwm ijvyN ik ivMfo myl dI vrqoN eI-myl Kwqw bxwaux leI kr skdy ho[ieh
username@example.com dI qrHW hovygw ie`Qy User Name quhwfw nwm hovygw[ ies ivc @ at
the sign Aqy example.com fomyn nwm hY[fomyn nwm aus kMpnI dw nwm huMdw ijs ivc quhwfw
eI-myl Kwqw bixAw hovy[Awpxw eI-myl Kwqw bxwaux auprMq quhwnMU aus ivAkqI dw eI-myl
AYfrys pqw krnw pvygw ijs nMU qusIN sMdyS Byjxw cwhuMdy ho[qusIN qsvIrW jW tYkst dovyN hI eI-
myl sMdyS ivc Byj skdy ho[pr ieh keI PYktr ijvyN ik quhwfy kol mOjUd ieMtrnYt dI srivs
Aqy qsvIr dI iksm qy inrBr krdw hY[

eI-myl sMdyS Byjxw Aqy pRwpq krnw iksy  nwl kimaUnIkySn krn dw mhq̀vpUrn mwiDAm
hY[ieh kuJ sikMfwN ivc hI eI-myl Byj jW pRwpq kr skdw hY[ieh quhwfy ieMtrnYt kunYkSn dI
gqI qy vI inrBr krdw hY[

cYt : kimaUnIkySn krn dw iek hor qrIkw cYt pRogrwm hY jo
ik quhwnMU qurMq sMdyS Byjx Aqy pRwpq krn dI suivDw idMdw
hY[qusIN cYt pRogrwm dI vrqoN krky bhuq swry lokW nwl ieko
smyN qy gl̀ kr skdy ho[Awm qOr qy vriqAw jwx vwlw
kimaUnIkySn pRogrwm ivMfo lwiev msMjr hY[

jdoN qusIN iksy nwl cYt kr rhy huMdy ho qW auh ivAkqI quhwfy
Byjy sMdySW nUM qurMq pRwpq krdw hY[cYt rwhIN qusIN aus ivAkqI nwl gl̀ vI kr skdy ho [ ies
nUM vuAwies cYt kihMdy hn[iek hor pRkwr dI cYt ijs ivc qusIN aus ivAkqI dI qsvIr vI dyK
skdy hoo ijs nwl qusIN gl̀ kr skdy ho[ies leI qusIN vYb kYm fIvweIs jW XMqr dI mdd lYNdy
ho[
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Bwg 5 : kMipaUtr dI vrqoN

sbMDq igAwn

kMipaUtr nUM clwaux leI isstm XUint dy pwvr btn nUM dbwE[jdoN qusIN kMipaUtr nUM clwauNdy ho,
kIborf dI lwiet itmitmwauNdI hY Aqy qusIN iek bIp dI Avwj vI suxdy ho[ies dw mqlb hY ik
pwvr En sYlP tYst (POST) SurU ho cùkw hY[kMipaUtr lVIvwr sB mdrborf, mYmrI, hwrf
frwiev Aqy dUjy kMponYNt (BwgW) nUM qurMq cỲk krdw hY ik sB TIk cl irhw hY[jy qusIN bIp dI
lVI suxdy ho qW monItr iek sMdyS dyvygw ik ieh Bwg kMm nhIN kr irhw[audwhrx leI jy
kIborf dI qwr nw lg̀I hovy qW AYryr sMdyS ieh irport dyvygw ik kIborf lìBAw nhIN igAw[

post qoN bwAd kMipaUtr AwpryitMg isstm SurU kr dyvygw[AwpryitMg isstm kMipaUtr dy
hwrfvyAr nUM Aqy kMipaUtr dy Alg̀-Alg̀ EprySnW ijvyN ik lwg–Awn,lwg-AwP Aqy St fwaUn
kMtrol krdw hY[

jdoN kMipaUtr AwpryitMg isstm nUM SurU krdw hY qW iek vYlkm skrIn swhmxy AwauNdI hY[ieh
skrIn purwxy XUjrW dy AkwaUNt dy ilMk nUM idKwauNdI hY[ivMfo ivstw nUM lwg Awn krn leI qusIN
Awpxy XUjr AkwaUNt qy kilk kro Awpxw pwsvrf bwks ivc twiep kro Aqy nYkst btn qy
kilk̀ kro[

kMipaUtr dy SurU hox qoN bwAd AwpryitMg isstm quhwfy swhmxy kuJ hI sikMfw ivc fYsktwp lY ky
Awvygw[fYsktwp Aqy vYlkm sYNtr skrIn Kuly~gI[mweIkRoswPt ivMfo swiefbwr skrIn dy s`jy
pwsy Aw jwvygI[vYlkm sYNtr ivc quhwfy kMipaUtr Aqy ivMfo dI sUcnw hovygI[

lwg-Awn krn qoN bwAd qusIN keI twsk jW kMm ijvyN ik nvIN Pwiel bxwauxw jW purwxI Pwiel
ivc bdlwv krnw kr skdy ho[Pwiel nUM bMd krn qoN pihlW Pwiel nUM syv krnw jrUrI huMdw
hY[aus qoN bwAd qusIN ivMfo qoN bwhr Aw skdy ho[lwg – AwP AwpSn dI vrqoN bhuq lwBdwiek
hY jykr qusIN Awpxw kMipaUtr iksy nwl SyAr krdy ho[qusIN Awpxw ivMfo sYSn bMd kr skdy ho
ies dw dUsry XUjrW qy koeI Asr nhIN hovygw[qusIN Awpxy kMipaUtr sYSn dw AMq St-fwaUn
kmwNf rWhI vI kr skdy ho[jykr bwkI XUjr lwg-Awn hox Aqy qusIN Awpxw kMipaUtr bMd kr
dyvogy qW bwkI XUjr dw syv nw kIqw hoieAw fwtw Kqm ho jwvygw[

jykr kMipaUtr dI vrqoN dOrwn koeI muSikl AwauNdI hY qW qusIN kMipaUtr dI rIstwrt AwpSn
rwhIN kMipaUtr nUM dubwrw clw skdy ho[bhuq swry kMipaUtrW nUM qusIN is`Dy pwvr btn jo ik isstm
dy swhmxy huMdw hY dI mdd nwl bMd nhIN kr skdy jd qk ik kMipaUtr hYNg(clnw bMd kr dyxw)
nw ho jwvy[
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kI-borf bwry jwxkwrI

kMipaUtr ivc tYYkst jW kmWf dI vrqoN krn leI ienput XMqr kI-borf dI vrqoN kIqI jWdI
hY[vK̀-vK̀ kIborf dI lyA- AwaUt vK̀-vK̀ huMdI hY[ies qoN ielwvw kuJ kIz ijvyN ik fIlIt,
bYkspys,pyj Ap,pyj fwaUn dy kMm pRogrwm Anuswr Alg̀ huMdy hn[

1. F1 qoN F12 kIz nUM PMkSn kIj kihMdy hn[qusIN ienHW dI vrqoN Kws kMm nUM krn leI krdy
ho[iehnW dy kMm pRogrwm Anuswr vK̀–vK̀ huMdy hn[bhuq swry pRogrwmwN ivc F1 kIA aus
pRogrwm nwl juVI hYlp Pwiel Kolx leI vrqI jWdI hY[kuJ kIborf dIAW PMkSn kIj
G`t huMdIAW hn[

2. kIz ijvyN ik Control (CTRL), SHIFT, SPACEBAR, ALT, CAPS LOCK Aqy TAB spYSl kIz
huMdIAW hn[spYSl kIz dI vrqoN spYSl kMm krn leI vrqI jWdI hY jo ik ies gl̀ qy
inrBr krdI hY ik ies dI vrqoN ik~Qy Aqy kdoN ho rhI hY[bhuq swry kI-borf dI iek
spYSl kIA ivMfo logo kIA huMdI hY[ieh CTRL Aqy ALT ivckwr huMdI hY[ies dI vrqoN
stwrt mInUM nUM SurU krn leI jW ivMfo dy hor kMmW leI iksy dUjI kIA dy nwl juV ky vrqI
jWdI hY[

3. ies ivc Sbd Aqy nMbrW nUM dwKl krn leI kIz huMdIAW hn[

4. pMkcUeySn kIz ivc ivSrwm icMnw dI vrqoN leI kIz ijvyN ik kwln(:),sYmIkwln(;),
pRSn icMn(?),isMgl kutySn mwrk( ̀’) Aqy fbl kutySn mwrk(“ “) huMdy hn[

5. kMipaUtr bRWf dy muqwbk ies kIA dw lybl AYNtr jW irtrn ho skdw hY[qusIN AYNtr jW
irtrn kIA dI mdd nwl quhwfw krsr nvIN lweIn dy SurU ivc Aw jwvygw[kuJ pRogrwmW
ivc ies dI vrqoN kmwNf nUM Byjx (Send) Aqy  kMm dI puStI krn leI kIqI jWdI hY[

6. kIz ijvyN ik INSERT(INS), DELETE(DEL), Aqy BACKSPACE nUM kmWf kIz kihMdy hn[jdoN
INSERT kIA cl rhI huMdI hY, ies rwhIN qusIN krsr dy s`jy krYktrW nUM EvrrweIt
(au~pr ilKx) kr skdy ho [jdoN INSERT kIA  bMd huMdI hY, ies rwhIN qusIN krsr dy s`jy
krYktrW nUM ibnwN EvrrweIt kIqy  ilK skdy ho[fIlIt Aqy bYkspys kIz dI vrqoN ilKy
hoey tYkst nUM, SbdW nUM Aqy hor AwbjYkt jo ik krsr dy s`jy jW Kb̀y pwsy hox nUM imtwaux
leI kIqI jWdI hY[

7. kIz ijvyN ik AYro kIj, HOME,END,PAGE UP, PAGE DOWN nUM nyvIgySn kIz kihMdy
hn[AYro kIz dI mdd nwl qusIN krsr nUM s`jy, Kb̀y, aùpr jW Ql̀y  kr skdy ho[HOME
kIA krsr nUM Kb̀y h~Q lweIn jW tYkst dy AMq ivc lY jWdI hY[END krsr nUM lweIn dy
AMq ivc lY jWdI hY[PAGE UP kIA dI vrqoN fwkUmYNt nUM dyKx leI iek pyj aupr jwx
leI Aqy PAGE DOWN kIA dI vrqoN iek pyj hyTW jwx leI kIqI jWdI hY[

8. swry kIborfW dw nUmYirk kI-borf nhIN huMdw[jykr ieh hovy qW ies ivc 0 qoN 9 q`k kIz,
dSmlv puAwieMt, spYSl krYktr Aqy nyvIgySn dw vK̀rw smUh huMdw hY[kIpYf qy mOjUd
btn NUM lwk kIA rwhIN qusIN nUmYirk Aqy nYivgySn kIj nUM cux skdy ho[
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mwaUs dI vrqoN

mwaUs iek Cotw ijhw XMqr hY ijs dI vrqoN kMipaUtr skrIn dIAW vsqW nUM Kolx, cuxn Aqy
iek QW qoN dUjI QW qk lY ky jwx leI kIqI jWdI hY[mwaUs nMU Awm qOr qy kIborf dy Agly fYsk
qy r`iKAw jWdw hY[ijAwdwqr mwaUs dy do btn Kb̀w Aqy s`jw btn huMdy hn[K̀by btn dI vrqoN
ijAwdw huMdI hY[s`jy btn dI vrqoN iksy Kws kMm leI kIqI jWdI hY[kuJ AYfvWs iksm dy mwaUs
XMqrW dy vwDU btn Awm twsk dI gqI vDwaux leI ijvyN ik tYkst nUM skrol krn leI vrqy
jWdy hn[

ijs pRkwr mwaUs nUM qusIN fYsk qy Gumwagy, skrIn qy puAwieMtr asy pRkwr hI GuMmygw[mwaUs rWhI
qusIN skrIn qoN koeI vsqU cux skdy ho[ijs vyly qusIN mwaUs puAwieMtr nUM skrIn qy v~K-v~K
BwgW qy GumwauNdy ho qW vsqW Aqy puAwieMtr bdldy rihMdy hn[ieh bdlwv d`sdw hY ik qusIN iksy
vsqU nUM Kolx leI jW ies dIAW hor AwpSnW dyKx leI kilk kIqw hY[iksy vsqU nUM Kolx leI
mwaUs nUM ies dy aùpr lY kY jwE Aqy do bwr Kb̀w btn kilk kro[ fwkUmYNt ivc twieipMg dOrwn
AwpxI mncwhI QW qy jwx leI vI qusI mwaUs nwl kilk kr skdy ho[ijQ̀y qusIN tYkst dwKl
krnw cwhuMdy ho aus QW qy puAwietMr nwl klik kro Aqy kIborf rwhIN tweIp kro[

iksy vsqU nUM iek QW qoN dUjI QW qk lY ky jwx leI mwaUs dy Kb̀y btn nwl ies nUM dbwE Aqy
dbw ky hI r`Kdy hoey mwaUs puAwieMtr nUM aus QW qy lY ky jwE ijs QW qy qusIN ies vsqU nUM lY ky
jwxw cwhuMdy ho[aus QW qy phuMc ky d`by hoey btn nUM Cf̀ idE[mwaUs dw s`jw btn mInUM drswauNdw
hY[ies mInUM dy AwpSn ijvyN ik tYkst nUM iek QW qoN dUjI QW kwpI krnw Awid Awm vrqoN
vwlIAW huMdIAW hn[ienHW nUM kntYkst-sYNsitv mInUM vI kihMdy hn[ieh mInMU twsk nUM jldI pUrw
krn ivc shweI huMdIAW hn[

ijAwdwqr mwaUs XMqrW nwl vhIl (ck̀r) huMdw hn ijs rwhIN qusIN fwkUmYNt jW pyjW nUM A`gy jW
ipC̀y kr skdy ho[skrol krn leI AwpxI auNglI vIhl dy aùqy r`Ko Aqy ies nUM A`gy ip~Cy
kro[ieh fwkUmYNt nUM au~pr Aqy Ql̀y nUM krygI[bjwr ivc keI pRkwr dy mwaUs auplb̀D hn[Awm
mwaUs ivc rbV jW mYtl dI bwl mwaUs dy hyTW huMdI hY[mwaUs dI mSInrI bwl nUM GumwauNdI hY[jo
ik A`gy skrIn qy puAwieMtr nUM GumwauNdI hY[AwptIkl mwaUs nUM rYgUlr mwaUs dI qrHW hI
vriqAw jWdw hY, cwhy ies ivc koeI bwl jW gyNd nw hovy[ieh lyjr qknIk dI mdd nwl ieh
kMm krdw hY[
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AiBAws

hryk XMqr jW fIvweIs dI kwlm ivc iksm ds̀o :

lVI nM fIvweIs fIvweIs dI iksm
(ienput, AwaUtput jW storyj)

1. mwaUs

2. mwiekRPon

3. kIborf

4. sI.fI.-rom

5. ipRMtr

6. stwiels

7. PlOpI ifsk

8. hY~fPon

9. skYnr

10. hwrf ifsk

11. spIkr

12. monItr

13. fI.vI.fI.–rom

AsYsmYNt

swrxI ivc idq̀I hryk stytmYNt leI auicq SRyxI ilKo :

lVI nM stytmYNt SRyxI (hwrfvyAr,EpryitMg
isstm, AYplIkySn)

1. BOiqk BwgW jW kMponYNtw nUM kMtrol krn ivc
mdd krdw hY

2. gymW Kyfx jW mUvI dyKx leI mddgwr

3. kMipaUtr nUM ienput dyx leI md̀d krdw hY

4. kMipaUtr nUM AswnI nwl clwaux ivc mdd
krdw hY[

5. kMipaUtr dI AwaUtput dyKx ivc mdd krdw hY[
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Bwg 6 : kMipaUtr AwpryitMg isstm

AwpryitMg isstm dy cwr mùK kMm huMdy hn[ieh kMipaUtr nwl juVy hoey hwrfvyAr dw pRbMD Aqy
kMtrol krdw hY[ieh dUjy cl rhy pRogrwmw nUM hwrfvyAr dI vrqoN ivc mdd krdw hY[ieh
PwielW Aqy PolfrW nUM kMipaUtr qy sWB-sMBWl leI mdd krdw hY[ ieh quhwnUM hwrfvyAr,
AwpryitMg isstm Aqy dUsry pRogrwmW nwl gl̀-bwq krn leI XUjr ieMtrPys pRdwn krdI hY[

sbMDq igAwn

AwpryitMg isstm dI vrqoN pRogrwmW dw Awps ivc kMm krn dw qrIkw Aqy auhnW duAwrw
kMipaUtr hwrfvyAr dI vrqoN nUM kMtrol krdw hY[ieh Pwiel isstm dI rcnw vI krdw hY jo ik
ieh pqw lgwauNdI hY ik fwtw nUM storyj fIvweIs ivc iks pRkwr stor kIqw jWdw hY[AwpryitMg
isstm dI Smqw ies gl̀ qy inrBr krdI hY ik ieh ikMnIAW ibt iek smNy ivc Byjdw hY[hux
dy AwpryitMg isstm 8 ibt dw fwtw iek smyN ivc Byjdy hn ies leI ienHW nUM 8 ibt AwpryitMg
isstm ikhw jWdw hY[AwpryitMg isstm ijvyN ik ivMfo ivstw hwrfvyAr dI iksm Anuswr 32
ibt jW 64 ibt fwtw iek smyN ivc Byj skdy hn[AwpryitMg isstm ijvyN ik ivMfo ivjtw GUI
pRdwn krdI hY ijs rWhI kMipaUtr nUM hdwieqW dyxIAW sOKIAW ho jWdIAW hn[

hux q`k qusIN kMipaUtr dI mùFlI jwxkwrI bwry jwx cùky ho Aqy hux Awpxy kMipaUtr dw sivc̀ jW
btn dbwE[ quhwfy mn ivc kMipaUtr nwl kMm krn dI auqsukqw hovygI[skrIn qy dyKo- quhwnUM
kuJ qsvIrW Aqy tYkst Pwiel skrIn dy vK̀-v~K BwgW qy njr AwauxgIAW[fYsktwp Aqy ies
dy BwgW sbMDI  iek qsvIr icq̀r 1 ivc idKweI geI hY[

fYsktwp

fYsktwp kMipaUtr dI ivMfo dw ifsply eyrIAw huMdw hY ijs ivc bhuq swry AwbjYkt iek ijvyN
kMipaUtr ivc lB̀xw huMdy hn[quhwfy kMipaUtr dI fYsktwp qy hyTW id`qy lybl hoxgy 1. mweI
kMipaUtr jW kMipaUtr – ies ivc kMipaUtr dy swry storyj Kyqr(ijvyN ik hwrf ifsk,PlwpI
ifsk,sI.fI./fI.vI.fI.) huMdy hn 2.rIsweIkl ibn- ies ivc kMipaUtr qoN iflIt kIqI geIAW
PwielW, Polfr jW qsvIrW Awid huMdIAW hn[3. mweI nYtvrk plys jW nYtvrk-ies ivc
nYtvrk rWhI juVy hor kMipaUtrW dw vyrvw(jykr koeI hY) 4. mweI fwkUmYNts jW fwkUmYNts – ieh
kMipaUtr dIAW vK̀-vK̀ iksm dIAW PweIlW nUM kMipaUtr ivc stor krn leI Awm vriqAw jWdw
eyrIAw hY[qusIN ies qoN ielwvw kuJ hor qsvIrW nUM hor lyblW nwl fYsktwp qy dyKogy[ieh swrIAwN
qsvIrW ijnHwN nUM qusIN skrIn qy dyKdy ho, nUM “AweIkwn” ikhw jWdw hY[fYsktwp dy hyTW AMq ivc
iek bwr(twskbwr) idKweI idMdI hY ijs dy Kb̀y pwsy stwrt btn, s`jy pwsy qrIK,smW Aqy cl
rhI fIvweIs dI sUcnw Aqy twskbwr dy sYNtr ivc kuJ AYplIkySn Swrtkt Aqy cl rhIAW
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AYplIkySn huMdIAW hn[Swrtkt dI vrqoN aus AYplIkySn nUM is`Dy clwaux ivc mdd krdI hY jo
ik kMipaUtr ivc ikqy vI stor hovy[

quhwfy leI ieh jwxnw vI jrUrI hY ik fYsktwp dw ikhVw Bwg mwaUs dy Kb̀y btn nUM dbwaux qy
kI kwrvweI krygw[qusIN iksy vI AYplIkySn nUM clwaux leI jW koeI mncwhy kMm leI qusIN iksy
Swrtkt jW btn qy kilk̀ kr skdy ho[hux icq̀r 2 nUM dyKo, qusIN iek swDwrn mInUM Aqy sb-
mInUM dyKogy, ieh stwrt mInMU qy kilk̀ krn auprMq Kùlygw[ hux qusIN kuJ hor AwpSnW bwry dyKogy[

Awm vrqIAW jWdIAW AwpSnW 1. Help And Support- kMipaUtr aùqy kMm krn sbMDI mdd leI
fwkUmYNt ivc id`qI hoeI sUcnw 2. Search– iksy AYplIkySn jW Pwiel nUM lB̀x leI
3. Setting- sYitMg (ifsply, hwrfvyAr, swPtvyAr Awid) ivc bdlwv krn leI
4. Documents- quhwnMU  huxy-huxy Kùly jW bMd kIqy fwkUmYNt nwl qurMq ilMk sQwipq krn leI
5. Program- iek sb-mInUM idKwauNdw hY ijs ivc kMipaUtr qy mOjUd swrIAW AYplIkySnW dI sUcI
huMdI hY[stwrt mInUM ivc hor AwpSn ijvyN ik Log off/Shut Down/Turn off huMdy hn[ieh AwpSn
AwpryitMg isstm Aqy vrzn Anuswr Alg̀ ho skdI hY[qusIN ienHW nUM AswnI nwl pihcwx skdy
ho ikauNik ienHW dy nwm ivc smwnqw huMdI hY[

AwE hux AwpryitMg isstm dy nwl AwauNdy kuJ Awm swPtvyArW bwry jwxIey[notpYf iek AijhI
AYplIkySn jo quhwnMU tYkst twiep krn leI tYkst Pwiel ,ies nMU hwrf ifsk qy syv krn Aqy
ipRMt krn dI suviDw idMdw hY[
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mweI kMipaUtr jW kMipaUtr ivc qusIN kMipaUtr nwl juVIAW swrIAwN sYkMfrI storyj fIvweIsW dI
sUcI dyKogy[ienHW frwievW nUM A`Kr (A: qoN Z:) dy rUp ivc drswieAw huMdw hY[audwhrx leI
C: Awm qOr qy quhwfy kMipaUtr dI pihlI frwiev vjoN vrqI jWdI hY[ D : dUjI hwrf frwiev jW
CD/DVD frwiev ho skdI hY[A: Aqy B: frwiev Awm qOr qy PlOpI ifsk, ipCly Sbd Awm qOr
qy nYtvrk frwiev (dUsry kMipaUtr dI hwrf frwiev jW fI.vI.fI. frwiev) vjoN vrqy jWdy hn[
icq̀r 3 ivc sYNpl idKwieAw igAw hY[

kMipaUtr auqy fwtw PwielW jW PolfrW ivc r`iKAw jWdw hY[Pwiel quhwfy vl̀oN vrqI geI iksy vI
AYplIkySn jW tUl dy kMtynr vWg hY[ ijvyN ik qusIN notpYf dI vrqoN krky “REPORT.TXT” Pwiel
iqAwr krdy ho ijs ivc quhwfy skUl dy PMkSn dI irport hY, qusIN hor PwielW “LESSON.1TXT”
dI rcnw krdy ho ijs ivc klws nMU id`qIAW AswiegnmYNt dI sUcI Aqy pyNt tUl dI vrqoN dI
Pwiel “MYCREATION.BMP” iqAwr krdy ho[ienW sB nUM “PwielW” kihMdy hn[jdoN quhwfy
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kMipaUtr qy bhuq swrIAW PwieLW stor jW lof ho jwx quhwnMU ienwHN nUM shI FMg nwl sWBx leI
keI grùpW ivc r`Kxw cwhIdw hY qW ik vrqoN sbMDI pRbMD AswnI nwl ho sky[ienHW grùpW nUM
bxwaux leI qusIN Polfr bxw skdy ho, iek Polfr ivc keI PweIlW Aqy sb-Polfr ho skdy
hn[audwhrx vjoN qusIN MOVIE nwm dw iek Polfr iqAwr kro ijs ivc HINDI MOVIES qy
ENGLISH MOVIES sb-Polfr bxwE ijs ivc kRmvwr ihMdI Aqy AMgryjI mUvI PweIlW r`Ko[Aqy
“Academics” nwm dw Polfr bxwE Aqy Schoolwork nwm dw sb-Polfr bxwE ijs ivc
homvrk Aqy fwaUnlof irsors sbMDI PwielW nUM r`iKAw jwvy[hyTW id`qy icq̀r ivc iek “CBSE
VOCATIONAL 2011” nwmk Polfr hY ijs ivc PweIlW “ITBOOKREFRNCES.txt”,
LOGO.jpg,Exercise1.odt, Expenses.ods,class9Lesson1.odp,RESUME.pdf” PweILW hn[

Polfr PweIlW
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PMkSn ivAwiKAw

XUjr ieMtrPys bhuq swry EpryitMg isstm ivXUAl q`q ijvyN ik AweIkwn Aqy
mInMU pRdwn krdy hn jo ik quhwnMU kMipaUtr clwaux ivc mdd
krdy hn[ qusIN mwaUs dI vrqoN AweIkwn nMU cuxn Aqy kmWf nUM
clwaux leI krdy ho[audwhrx leI qusIN PweIl nMU Kolx leI
ies auqy fbl kilk krdy ho[

isstm nUM dursq rK̀x GUI ADwirq AwpryitMg isstm quhwfy kMipaUtr nUM dursq r`Kx
leI XUitltI leI AswnI nwl vrqy jWdy XUitltI pRdwn krdw hY[ieh XUitltI

Coty pRogrwm huMdy hn jo ik Kws kMm krn leI vrqy jWdy hn ijvyN
ik nYtvrk nwl joVnw, sRoqW dw pRbMD krnw Aqy nvyN pRogrwmW nUM
kMipaUtr ivc joVnw[

kMipaUtr swDnW dw AwpryitMg isstm hwrfvyAr dw pRbMD krn ivc mdd krdw
pRbMD krnw hY[jrUrq Anuswr kMm pUrw krn leI loVINdy hwrfvyAr ijvyN ik

sI.pI.XU. pRogrwm AwpryitMg isstm nwl kimaUnIkyt krdw hY[

fwtw nUM suriKA~q r~Kx AwpryitMg isstm quhwfy fwtw nUM sur`KiAq r`Kx leI vriqAw
leI XUjr dI kMipaUtr jWdw hY[ieh quhwnUM kMipaUtr Aqy ies dy swDnW nUM vrqx leI
qk phuMc nUM kMtrol krnw pRmwixq XUjr Aqy pRmwixq AiDkwr sỲt krn dI suivDw idMdw

hY[pRmwxikqw iek pRikirAw hY ijs rwhIN kMipaUtr isstm XUjr
dI vYDqw nUM jWcdw hY[EpryitMg isstm quhwnUM XUjrnym Aqy
pwsvrf bxwaux dI suivDw idMdw hY qW ik isrP auh XUjr jo
nwm Aqy pwsvrf jwxdy hn kMipaUtr nUM clw skx[ies qoN
ielwvw qusIN hryk XUjr nUM sRoqW nUM vrqx dI Alg̀-Alg̀
AwigAw dy skdy ho[ies nUM pRmwxikqw kihMdy hn[audwhrx vjoN
qusIN Awpxy kMipaUtr qoN dUsry XUjrW nUM fwkUmYNt nUM ipRMt krn qoN
rok skdy ho[

PweIlW Aqy PolfrW dw pRbMD krnw

mMn lE ik quhwfI AwpxI ikqwbW dI dukwn hY[ies dw cMgI pRkwr pRbMD krn leI quhwnUM pihlW
ikqwbW ijvyN ik mYnyjmYNt jW nwvl nUM ivSy Anuswr r`Kxw pvygw[iPr ienW ikqwbW nUM kYibnyt dy
Alg̀ Bwg ivc r`iKAw jWdw hY[iPr hryk Bwg nUM iek nwm idE qW ik quhwnUM ikqwb lB̀x ivc
AswnI rhy[iesy pRkwr ivMfo AwpryitMg isstm ivc ivMfo AYksplorr dI vrqoN PweIlW Aqy
PolfrW nUM shI FMg nwl r`Kx leI kIqI jWdI hY[ivMfo AYksplorr iek pRogrwm hY jo ik quhwnMU
PweIlW Aqy PolfrW nUM lB̀ ky Kolx dI mdd krdw hY[
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ivMfo ivstw ivc ivMfo AYksplorr ivMfo nUM do sYkSnW (pyn) ivc vMifAw igAw hY[Kb̀y hQ̀ vwlI pyn
nUM nyvIgySn pyn kihMdy hn, ieh quhwfy kMipaUtr qy mOjUd frwiev Aqy PolfrwN dI rUp- ryKw
drswauNdw hY[GUI ieMtrPys PweIlW Aqy pRogrwmW nUM Polfr ivc r`iKAw jWdw hY[ieh AweIkwn
rwhIN PweIl Polfr  nUM skrIn qy drswauNdI hY[ies ivc dovyN PweIlW Aqy Polfr huMdy hn[sj̀y
hQ̀ vwlI pyn nUM kwntYNt pyn kihMdy hn[ieh frwiev jW Polfr dy kwntYNt idKwauNdw hY[qusIN
nyvIgySn pyn ivcoN idqI sUcI ivcoN Polfr cux skdy ho ies dy kwntYNt kntYNt pyn ivc idKxgy[

ismulytf pRXogSwlw ivc qusIN ivMfo AYksplorr dI mdd nwl Polfr nMU Kol (Expand) skdy ho,
nvW Polfr bxw skdy ho,Polfr nUM rInym kr skdy ho[qusIN ivMfo AYksplorr dI vrqoN Polfr ivcoN
PweIl nMU kwpI krn, mUv krn Aqy fIlIt krn leI krdy ho[hyTW idqI swrxI ivc EnlweIn
ismulySn dy stYp id`qy gey hn[

1. Activity Polfr nUM dyKx leI, stwrt btn qy kilk kro Aqy fwkUmYNts qy kilk kro [

2. Vacation Polfr (audwhrx leI) dy kwntYNt dyKx leI, nyvIgySn pyn ivc Activity
Polfr dy hyTW Vacation Polfr nUM cuxo[

3. Vacation Polfr dy kntYNt swDwrn sUcI ivc dyKx leI  View  AYro qy kilk kro Aqy
iPr ilst nUM cuxo[

4. Vacation Polfr ivc nvW Polfr cuxn leI, Organize qy kilk kro Aqy iPr New
Folder qy kilk kro[

5. ies AiBAws dy mMqv leI nvyN Polfr nUM nwm dyx leI spysbwr nUM dbwE nwm dwKl
krn auprMq AYNtr kI dbwE[

6. ies AiBAws dy mMqv leI AYktIivtI Polfr nUM rInym krn leI nyvIgySn pyn ivc
AYktIivtI nUM cuxo spysbwr nUM dbwE nwm dwKl krn auprMq AYNtr kI dbwE[

7. ies AiBAws dy mMqv leI Swrtkt mInUM qoN rInym qy kilk kro[spysbwr nUM dbwE nwm
dwKl krn auprMq AYNtr kI dbwE[

8. PweIl nUM nvIN QW qy lY ky jwx (mUv) leI, kntYNt pyn ivc Insurance Agency Pwiel
(audwhrx leI) qy kilk kro[ Organize qy kilk kro Aqy iPr CUT qy kilk kro[

9. PweIl nUM LIgl Polfr ivc pyst krn leI, nyvIgySn pyn ivc Legal Polfr qy kilk
kro[Organize qy kilk kro Aqy iPr Paste qy kilk kro[

10. pVqwl krn leI ik Insurance Agency Pwiel mUv hoeI jW nhIN, nyvIgySn pyn ivc
Volunteer Activity Polfr (audwhrx leI) nUM cuxo[
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11. kntYNt pyn ivc PweIl kwpI krn leI, Notes PweIl (audwhrx leI) qy kilk kro[
Organize qy kilk kro Aqy iPr Copy qy kilk kro[

12. nyvIgySn pyn ivc PweIl nUM pyst krn leI, Vacation Polfr qy puAwieMt kro[ Vacation
Polfr dy Kb̀y pwsy AYro qy kilk kro Aqy iPr mImo Polfr (audwhrx leI) qy kilk kro[

13. Organize qy kilk kro Aqy iPr Paste qy kilk kro[

14. Draft Garden Report PweIl (audwhrx leI) nUM fIlIt krn leI nyvIgySn pyn ivc
Volunteer Activity Polfr (audwhrx leI) nUM cuxo[

15. kntYNt pyn ivc Draft Garden Report PweIl qy kilk kro[ Organize qy kilk kro Aqy
iPr Paste qy kilk kro[

16. ieh pk̀w krn leI ik qusIN PweIl nUM rIsweIkl ibn ivc Byjxw cwhuMdy ho fIlIt PweIl
mYsyj bwks ivc Yes qy kilk kro[
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Bwg-7 :  PweIl dy byisk kMm

hryk PweIl dw iek PwrmYt huMdw hY jo ik d`sdw hY ik PweIl ivc iks qrHW dw fwtw hY[PweIl
PwrmYt dI pihcwx PweIl nwm qoN bwAd fwt qoN bwAd id`qy iqMn jW cwr A`KrW qoN hUMdI hY[Awm
vrqy jWdy PweIl PwrmYt hyTW ilKy Anuswr hn:

vrf fwkUmYNts (.doc/.docx)

iemyj (.gif Aqy .jpg)

AYkjIkuietybl pRogrwm(.exe)

mltImIfIAw PweIl (.wma Aqy others)

sbMDq igAwn

jdoN qusIN iksy PweIl nUM Koldy ho qW AwpryitMg isstm PweIl PwrmYt nUM dyKdy hoey auicq pRogrwm
dI vrqoN krdy hoey PweIl nMU Koldw hY [

hux qusIN nvIN PweIl nUM bxw skdy ho, syv kr skdy ho, bRwaUj kr skdy ho, fIlIt kr skdy
ho,rIstor kr skdy ho[hyTW id`qI swrxI ivc stYp id`qy gey hn:

1. kMipaUtr au~qy koeI installed pRogrwm  dyKx leI, stwrt btn qy klik kro Aqy All
Program qyo kilk kro[

2. vrf pYf nUM Epn krn leI, AsYsrIs qy kilk kro Aqy iPr vrf pYf qy kilk kro[

3. fwkUmYNt ivc tYkst dwKl krn leI, ies AiBAws dy mMqv leI vrf pYf ivMfo ivc ilKy
hoey tYkst qy spysbwr dbwE[

4. fwkUmYNt nUM syv krn leI, PweIl mInUM qy kilk kro Aqy syv AYj qy kilk kro[

5 fwkUmYNt nMU nwm dyx leI, syv AYs fwielwg bwks ivc, PweIl nym bwks ivc ies
AiBAws dy mMqv leI ilKy hoey tYkst qy spysbwr dbwE Aqy syv qy kilk kro[

6. sYNpl PweIl bMd krn leI kloj btn qy kilk kro[

7. koeI hor pRogrwm leI, stwrt btn qy kilk kro Aqy Awl pRogrwm nUM cuxo[

8. ivMfo AYksplorr Kolx leI, AsYsrIs qy kilk kro Aqy iPr ivMfo AYksplorr qy kilk
kro[
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9. sYNpl PweIl Kolx leI, ies qy fbl kilk kro[

10. PweIl nMU bMd krn leI kloj btn qy kilk kro[

11. sYNpl PweIl nUM iflIt krn leI, PweIl nUM cuxo Organize qy kilk kro Aqy Delete btn
qy kilk kro[

12. pk̀w krn leI ik qusIN PweIl rIsweIkl ibn (fIlIt PweIl mYsyj bwks) nUM Byjxw
cwhuMdy ho[ Yes qy kilk kro[

13. ivMfo AYksplorr nUM bMd krn leI kloj btn qy kilk kro[

14. sYNpl PweIl nUM dubwrw ies dI jgHw qy rIstor krn leI rIsweIkl ibn qy fbl kilk
kro[

15. rIsweIkl ibn ivMfo ivc sYNpl PweIl qy kilk kro Aqy iPr rIstor ids Awietm qy
kilk kro[

PweIl Aqy PolfrW dw pRbMD krnw

kMipaUtr trmInoljI ivc PweIl AwDuink smyN dy pypr fwkUmYNt nUM sWB ky r`iKAw jWdw hY ijs
pRkwr purwxy smyN ivc AwiPs Aqy lweIbRyrI ivc r`iKAw jWdw sI [trm PweIl dI kMipaUtr ivc
vrqoN mncwhI sUcnw nUM kMipaUtr jW hor swDnW ivc stor krn leI kIqw jWdw hY[tYkst Aqy
ipkcr PweIlW dy AweIkwn hyTW id`qy gey hn ijvyN ik
Bill_gates.jpg,Thoughtofparnav.txt,Steve.jpg,parnav_mistry.jpg,AmoutsteveJobs.txt and
Microsoft.jpg.

hyTW kuJ qrIky PweiL nUM rInym,kwpI,kt Aqy pyst krn dy id`qy gey hn[

PweIl nUM rInym krn leI

jy rInym krn vwlI PweIl Ku~lI hY qW ies nUM bMd kro[ 1. PweIl nUM lB̀o Aqy cuxo 2. mwaUs dw
s`jw btn kilk kro 3. rInym AwpSn cuxo 4. PweIl dw nvW nwm dwKl kro Aqy kIborf qoN
AYNtr btn dbwE[
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jW

PweIl nMU lB̀o Aqy cuxo 1. kIborf qoN F2 btn dbwE 2. PweIl dw nvW nwm dwKl kro Aqy kIborf
qoN AYNtr btn dbwE[

PweIl nUM fIlIt krn leI

PweIl Ku~lI hY qW ies nUM bMd kro[1. PweIl nUM lB̀o Aqy cuxo 2. mwaUs dw s`jw btn kilk kro
3.fIlIt AwpSn nUM cuxo 4. pk̀w krn leI ik qusIN PweIl nUM fIlIt krnw cwhuMdy ho iek fwielwg
bwks Kùlygw, Yes qy kilk kro[

jW
PweIl nUM lB̀o Aqy cuxo 1. kIborf qoN fIlIt btn dbwE 2. pk̀w krn leI ik qusIN PweIl nUM
fIlIt krnw cwhuMdy ho iek fwielwg bwks Kùlygw, Yes qy kilk kro[

PweIl nUM kwpI Aqy pyst krn leI

PweIl nUM lB̀o Aqy cuxo 1. mwaUs dw s`jw btn dbwE 2. kwpI AwpSn nUM cuxo 3. frwiev Aqy
Polfr dI twrgyt sQwn nUM bdlo 4. s`jw btn dbwE 5. pyst qy kilk kro

jW
PweIl nUM lB̀o Aqy cuxo 1. CTRL & C nUM iek`Tw dbwE 2. frwiev Aqy Polfr dI twrgyt sQwn nUM
bdlo 3. CTRL & V nUM iek`Tw dbwE

not : kwpI-pyst PweIl ivc PweIL AwpxI Asl QW qy mOjUd rihMdI hY Aqy ies dI iek kwpI
nvIN QW qy syv ho jWdI hY[
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PweIl nUM kt- pyst krn leI

mUv kIqI PweIl Ku~lI hY qW ies nUM bMd kro[PweIl nUM lB̀o Aqy cuxo  1. mwaUs dw s`jw btn dbwE
2. kt AwpSn nUM cuxo 3. frwiev Aqy Polfr dI twrgyt sQwn nUM bdlo 4. s`jw btn dbwE 5.
pyst qy kilk kro

jW
PweIl nUM lB̀o Aqy cuxo 1. CTRL & X nUM iek`Tw dbwE 2. frwiev Aqy Polfr dI twrgyt sQwn nUM
bdlo 3. CTRL & V nUM iek`Tw dbwE

not : kt-pyst PweIl ivc PweIL AwpxI Asl QW qy mOjUd nhIN rihMdI hY Aqy ieh nvIN QW qy
syv ho jWdI hY[

Polfr iek kMtynr dI qrHW huMdw hY  ijs ivc PweIlW nUM kMipaUtr dI storyj fIvweIs ivc shI
FMg nwl r`iKAw jWdw hY[AsIN PolfrW dI rcnw aus krky Alg̀-Alg̀ pRkwr dIAW sUcnwvW nUM
vK̀-v~K stor kr skdy hW[ qusIN pihlW hI PweILW dy kuJ AweIkwn dyK rhy hovogy Aqy qusIN aunHW
PweIlW nUM aupXukq PolfrW ivc r`K skdy ho[

rInym Polfr

Polfr nUM rInym krn leI ies ivc mOjUd swrIAW PweILW nUM bMd kro 1. mwaUs dw s`jw btn
kilk kro 3. rInym AwpSn cuxo 4. Polfr dw nvW nwm dwKl kro Aqy kIborf qoN AYNtr btn
dbwE[

jW
Polfr nMU lB̀o Aqy cuxo 1. kIborf qoN F2 btn dbwE 2. Polfr dw nvW nwm dwKl kro Aqy kIborf
qoN AYNtr btn dbwE[

Polfr nUM fIlIt krn leI

Polfr nUM rInym krn leI ies ivc mOjUd swrIAW PweILW nUM bMd kro[Polfr nUM lB̀o Aqy cuxo
1.mwaUs dw s`jw btn dbwE 2. fIlIt AwpSn nUM cuxo 3. pk̀w krn leI ik qusIN Polfr nUM
fIlIt krnw cwhuMdy ho iek fwielwg bwks Kùlygw, Yes qy kilk kro[

jW
Polfr nUM lB̀o Aqy cuxo 1. kIborf qoN fIlIt btn dbwE 2. pk̀w krn leI ik qusIN Polfr nUM
fIlIt krnw cwhuMdy ho iek fwielwg bwks Kùlygw, Yes qy kilk kro[
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kwpI-pyst Polfr

Polfr nUM lB̀o Aqy cuxo 1.mwaUs dw s`jw btn dbwE 2. kwpI AwpSn nUM cuxo 3. frwiev Aqy
Polfr dI twrgyt sQwn nUM bdlo 4.s`jw btn dbwE 5.pyst qy kilk kro

jW
Polfr nUM lB̀o Aqy cuxo 1. CTRL & C nUM iek`Tw dbwE 2. frwiev Aqy Polfr dI twrgyt sQwn nUM
bdlo 3. CTRL & V nUM iek`Tw dbwE

not : kwpI-pyst PweIl ivc Polfr AwpxI Asl QW qy mOjUd rihMdI hY Aqy ies dI iek kwpI
nvIN QW qy syv ho jWdI hY[

Polfr nUM kt-pyst krn leI

Polfr nUM vrq rhIAW swrIAW PweILW nUM bMd kro[Polfr nUM lB̀o Aqy cuxo  1. mwaUs dw s`jw btn
dbwE 2. kt AwpSn nUM cuxo 3. frwiev Aqy Polfr dI twrgyt sQwn nUM bdlo 4. s`jw btn dbwE
5. pyst qy kilk kro

jW
Polfr nUM lB̀o Aqy cuxo 1. CTRL & X nUM iek`Tw dbwE 2. frwiev Aqy Polfr dI twrgyt sQwn nUM
bdlo 3. CTRL & V nUM iek`Tw dbwE

not : kt-pyst Polfr ivc Polfr AwpxI Asl QW qy mOjUd nhIN rihMdw hY Aqy ieh nvIN QW qy
syv ho jWdI hY[

jy qusIN Polfr dIAW swrIAW PweILW nUM ie`kTy hI dUjI
QW qy lY ky jwxw cwhuMdy ho qW Polfr ivc jw ky CTRL
& A btn nUM iek`Ty dbwE swrIAW PweIlW Polfr ivc
slYkt ho jwxgIAW ijvyN ik icq̀r ivc idKwieAw
igAw hY[islYkt hox qoN bwAd PweIlW nUM kwpI jW kt
CTRL & C/CTRL & X mdd nwl kIqw jw skdw hY[

AsIN PweIlW jo ik iek dUsry dy A`gy jW ipC̀y hn
Shift kIA Aqy AYro kIA (lYPt, rweIt, Ap, fwaUn)
nUM iek`Ty dbw ky cux skdy hW[ ijvyN ik icq̀r ivc
lVI ivc pihlIAW cwr PweIlW nUM cuixAw igAw hY[

AsIN auh PweIlW jo lVIvwr nhIN hn nUM CTRL kIA
dI mdd nwl cux skdy hW[ijvyN ik icq̀r ivc
PweIlW jo lVIvwr nhIN hn nUM cuixAw idKwieAw
igAw hY [
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AiBAws

hyT ilKIAW ikirAwvW nUM bwr –bwr kro :

lVI nM. ikirAw

1. kMipaUtr nUM SurU Aqy bMd krnw

2. Lwg-Awn Aqy lwg- AwP krnw

3. fYsktwp Aqy ivMfo dy BwgW dI pihcwx Aqy vrqoN

4. Polfr ivc tYkst Aqy qsvIrW vwlIAW PweIlW dI pihcwx

5. AweIkwn qy kilk krn leI mwaUs dI vrqoN

6. mwaUs nUM skrol krky keI ikirAwvW

7. PweIl, Polfr, sb-Polfr nUM bxwauxw, rI-nym krnw Aqy fIlIt krnw

8. Polfr Aqy PweIl nUM kwpI Aqy pyst krnw

9. Polfr Aqy PweIl nUM kt Aqy pyst krnw

10. PolfrW Aqy PweIlW nUM kwpI, kt Aqy pyst krnw

AsYsmYNt

1. ikhVIAW do kIz dI vrqoN krky PweIl/Polfr nUM kwpI kIqw jw skdw hY ?

2. Polfr ivc peIAW swrIAW PweIlW nUM cuxn leI ikhVIAW kIz dI vrqoN kIqI jWdI hY ?

Downloaded from https:// www.studiestoday.com

Downloaded from https:// www.studiestoday.com



(108)

Bwg-8 : ieMtrnYt

ieMtrnYt ny lokW dw Awps ivc imlx dw qrIkw bdl id`qw hY[ieMtrnYt ny sUcnw sMswr qk
phMucwaux dy qrIky ivc vI bdlwv ilAWdw hY[World Wide Web dI mdd nwl jo ik ieMtrnYt dI
bhuq lokipRA syvw hY qusIN iksy vI pRkwr dI sUcnw sUcnwvW dy BMfwr-swDnW qoN sikMfw ivc pRwpq
kr skdy ho[qusIN ieMtrnYt dI vrqoN rojwnw twsk Aqy nOkrI lB̀x leI kr skdy ho[audwhrx :
qusIN AwpxI pVweI huxy pUrI kIqI hY Aqy nOkrI lB̀ rhy ho qusIN ieMtrnYt dI vrqoN krky Awpxw
Resume bxw skdy ho Aqy ieMtrnYt qy pw skdy ho[kMpnIAW ieMtrnYt qy dwvydwr aumIdvwr dI
Bwl krdIAW hn[

sbMDq igAwn

iek idRS nUM mMn lo ijs ivc qusIN Awpxy kMipaUtr dI vrqoN krky nYtvrk rwhIN dUjy kMipaUtr
nwl juVnw cwhuMdy ho[ies leI dohW nYtvrkW nUM pihlW joVn dI loV hovygI[ieMtrnYt nYtvrkW dw
smUh hMudw hY jo ik sUcnwvW dw Adwn-pRdwn krn leI vrqI jWdI hY[jdoN kMipaUtr nYtvrk nwl
juVdw hY qW iesnMU EnlweIn kihMdy hn[ieh audwhrx ieMtrnYt dIAW keI vrqoN bwry d`sdw hY[

1. qusIN ieMtrnYt dI vrqoN nwl sMswr ivc iksy vI ivAkqI nwl qurMq juV skdy ho[quhwfw
mYsyj jW sMdyS ieMtrnYt rwhIN sMswr dy iksy vI kony ivc kuJ hI sikMfw ivc phuMc jWdw hY[

2. ieMtrnYt rwhIN qusIN cl rhy eIvYNt dI qwjI jwxkwrI lY skdy ho[bhuq swry inaUj cYnl
qwjI jwxkwrI lYx leI ieMtrnYt dI vrqoN krdy hn[

3. qusIN iksy vI twipk bwry lB̀x leI ijvyN ik kMipaUtr dI ihstrI leI ieMtrnYt dI vrqoN
krdy ho[
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4. qusIN AwpxI mrjI dy kors bwry jwxkwrI Aqy srtIiPkyt leI rijstrySn krn leI
ieMtrnYt dI vrqoN kr skdy ho[

5. ieMtrnYt nMuU mnorMjn dy qOr qy vI vriqAw jWdw hY[qusIN sMgIq sux skdy ho,gymW Kyf skdy
ho,mUvIj dyK skdy  ho Aqy qsvIrW SyAr kr skdy ho[

6. qusIN ieMtrnYt aùpr auqpwdW ijvyN ik ikqwbW Aqy ibjlI auqpwdwN nUM vyc jW KrId skdy
ho[qusIN KrId leI Awpxy krYift kwrf dI vrqoN krdy ho[

7. bYNk dIAW trWjYkSn (lYx-dyx) leI vI ieMtrnYt dI vrqoN kIqI jWdI hY[ijvyN ik Awpxy
bYNk Kwqy dw vyrvw Aqy Dn dw iek Kwqy qoN dUjy Kwqy ivc bdlxw[

ieMtrnYt kunYkSn leI jrUrqW

ieMtrnYt nwl juVn leI quhwnUM iek kMipaUitMg fIvweIs, iek kunYkSn Aqy iek ieMtrnYt srivs
pRovweIfr dI loV pvygI [kMipaUitMg fIvweIs prsnl kMipaUtr, portybl kMipaUtr, jW mobweIl
fIvweIs ijvyN ik sỲl Pon jwN hYNf hYlf fIvweIs ho skdw hY[

quhwnUM kunYkSn fIvweIs ijvyN ik mofm dI loV pvygI jo ik quhwfy kMipaUtr nUM ieMtrnYt nwl joVdw
hY[mofm ifjItl sUcnw nUM AYnwlwg sUcnw ivc bdl ky tYlIPon lweIn nUM trWsimt kr idMdw
hY[mofm quhwfy kMipaUtr dy AMdr jW bwhr ho skdw hY[

ISP iek kMpnI hY jo ik isMgl XUjr, ibjns Aqy kMpnI nUM ieMtrnYt dI suivDw idMdw hY[ieh hor
syvWvW ijvyN ik quhwfy kMipaUtr nUM fwtw nUM SyAr krn leI storyj spys vI muhìeAw krvwauNdw
hY[qusIN ieMtrnYt nwl keI qrIikAW nwl juV skdy ho[jdoN qusIN kybl rwhIN ieMtrnYt kunYkSn
nwl juVdy ho qW ies nMU iPjIkl kunYkSn kihMdy hn[

qusIN ieMtrnYt nwl qwrwN qoN ibnW vI juV skdy ho[kMipaUtr jo viwerlYs tYknoljI nUM vrq skdw
hY aus kol Wireless Fidelity (wi-fi) kwrf huMdw hY jo ik kMipaUtr Aqy nYtvrk ivckwr sbMD
sQwipq krdw hY[Wireless Fidelity (wi-fi) kwrf ISP nwl is`Dy qOr qy juiVAw nhIN huMdw[
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dUsrI fIvweIs AksYs puAwieMt (AP) hY ijs dI jrUrq vwierlYs kunYkSn leI pYNdI hY[AksYs
puAwieMt (AP) dI vrqoN vwierlYs kMipaUitMg fIvweIs nUM vwierf nYtvrk nwl joVdw hY[ieh
vwierf nYtvrk ISP qoN pRwpq huMdw hY[

bYNfiv`fQ

kul fwtw jo nYtvrk ivc iek  inSicq smyN Anuswr trwNsimt huMdw hY nUM bYNfivf̀Q kihMdy
hn[(Awm AwdmI dI BwSw ivc qusIN ies nMU pweIp dI qrHW mMn skdy ho)[pwxI dw mwqrw jo ik
ies ivc vgdI hY ies dI cOVweI qy inrBr krdI hY[iesy pRkwr fwtw dI mwqrw ijhVw ik
quhwfw nYtvrk Byjdw/pRwpq krdw hY ies dI bYNfivQ̀ qy inrBr krdw hY[bYNfivQ̀ nUM MBPS(mega
bits per second), kbps (kilo bits per second)or bps(bits per second) ivc mwipAw jWdw hY[
jykr nYtvrk dI bYNfivf̀Q 1 MBPS hovy,qW nYtvrk ivc 1mb fwtw 1 sikMf ivc trWsimt
hovygw[

fwtw dI trWsimSn gqI ISP dy XMqr dy ieMtrnYt kunYkSn dI iksm Aqy ie`ko smyN vrq rhy
XUjrW dI sMiKAw qy inrBr krdI hY[qusIN ieMtrnYt nwl juVn krn leI kunYkSn dI iksmW
ijvyNik fwiel- Ap Aqy kybl mOfm dI vrqoN kr skdy ho[hr tYknoljI dI vK̀rI bYNfivf̀Q huMdI
hY[keI vwr qusIN ieMtrnYt nwl juVn leI iek qoN ijAwdw iksmW dy kunykSnW dI vrqoN krdy
ho[audwhrx vjoN kuJ eyArports qy kybl mOfm nwl juVn leI vwierlYs kunYkSn dI vrqoN kIqI
jWdI hY[
kunYkSn dI ivAwiKAw
iksm

fwiel–Ap ijAwdwqr fwiel –Ap kunYkSn A`j 56.6
kbps dI dr nwl fwtw trWsPr krdy hn

ifjItl jy qusIN DSL kunYksn dI vrqoN krdy ho qW
sbskrweIbr qusIN ieMtrnYt nwl hmySW juVy rihMdy ho[ DSL
lwien (DSL) kunYkSn dI iksm Asymmetric digital

subscriber lwien (ADSL) huMdI hY[ADSL
kunYkSn dI vrqoN krn leI quhwfy kol ADSL
mOfm hoxw cwhIdw hY[ DSL fwtw trWsPr krn
dI gqI 384 kbps qoN lY ky 8 mbps huMdI
hY[

kybl mOfm jy quhwfy kol kybl tIvI kunYkSn hovy qW qusIN
kybl tIvI pRovweIfr qoN ieMtrnYt kunYkSn lY
skdy ho[ies iksm dy kunYkSn dI vrqoN nwl
qusIN ieMtrnYt nwl hmySW juVy rih skdy
ho[ies dI fwtw trWsPr dI gqI 4 mbps
huMdI hY[
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T1 ieMtrnYt nwl juVn leI T1 lweInW Pon lweIn
kunYksn dI vrqoN krdIAW hn[Aj̀ ibjns
krn leI ies dI vrqoN ijAwdw kIqI jWdI
hY[ies dI fwtw trWsPr dI gqI 1.544
mbps huMdI hY[

vwierlYs qusIN ieMtrnYt nwl juVn leI vwierlYs
tYknolojI dI vrqoN vI kr skdy ho[jdoN qusIN
ieMtrnYt nwl juVn leI vwierlYs tYknolojI dI
vrqoN krdy ho qW ieh A`gy qwrW rwhIN kybl
mOfm nwl juVdw hY[cwhy qusIN qyj gqI vwly
vwly kybl kunYkSn nwl juVy ho ieh vwierlYs
kunYkSn ho skdw hY ik quhwnUM pUrw fwtw
trWsPr dI gqI kybl kunYkSn ijMnI nw dy
sky[ies dI fwtw trWsPr dI gqI 11 mbps
qoN lY ky 45 mbps huMdI hY[kuJ vwierlYs
kunYkSn gIgwbwiet bYNfivQ̀ vI vrqdy hn[

ieMtrnYt kunYktivtI

ieMtrnYt dI SurUAwq krn leI, kMipaUtr nUM ieMtrnYt Kwqy rwhIN ieMtrnYt nwl joVnw jrUrI huMdw
hY[ Bwrq ivc mOjUd kuJ ieMtrnYt srivs pRovweIfr BSNL,MTNL,Reliance,Airtel , Tata indicom
hn[ieMtrnYt kunYkSn dI iksmW ijvyN ik fwtw kwrf, bRwfbYNf kunYkSn Aqy lIsf lweIn hn[

GrylU XUjr ieMtrnYt kunYkSn Awm qOr qy tYlIPon kunYkSn pRovweIfrW qoN pRwpq krdy hn[ienHw
kunYkSn dI gqI 256 kbps qoN lY ky 2 mbps huMdI hY[ieh kunYkSn keI XUjrW nwl ieko smyN
SyAr kIqy jWdy hn ies leI ienHW dI gqI XUjrW dI igxqI qy inrBr krdI hY[

kwrporyt XUjr qyj gqI, pRBwvI Aqy BrosyXog joV leI lIsf lweIn ieMtrnYt kunYkSn nUM vrqdy
hn[ienHW kunYkSnW dI gqI 1 mbps qoN lY ky 100 mbps huMdI hY[ieh kunYkSn srivs pRovweIfr
dy ieMtrnYt srvr duAwrw pRdwn kIqy jWdy hn[

ieMtrnYt bRwaUjr swPtvyAr dI mdd vYbsweItW qoN vYbpyjW nUM AksYs krn leI kIqw jWdw
hY[bjwr ivc keI bRwaUjr auplb̀D hn ijvyN ik Google Chrome, Mozilla Firefox, Safari, Opera
and Internet Explorer[ienHW bRwaUjrW nUM ieMtrnYt dIAW vYbsweItW qoN AswnI nwl fwaUnlof kIqw
jWdw hY[
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src ieMjxW dI vrqoN kridAW iksI sUcnw nUM l`Bx dw qrIkw

ieMtrnYt qy sUcnw lB̀xw swDwrn hY[ieMtrnYt bRwaUjr nUM SurU kro Aqy quhwfy idmwg ivc jo AWdw
hY src bwks ivc tweIp kro AYNtr btn dbwE jW src btn qy kilk kro[Aqy src ieMjx
ijvyN ik gUgl quhwfy ilKy tYkst Anuswr sUcnw nUM lB̀ygw[keI vwr qusIN auhI sUcnw ausy vyly lB̀
lYNdy ho jo qusIN src bwks ivc tweIp kr rhy huMdy ho[

tYkst l`Bx leI hyTW idq̀y itps quhwfI mdd krngy[

1. jy qusIN ieMfIAw Aqy AmrIkw src bwks ivc ilKdy ho qW ieh hor nqIjw dyvygw jd ik
jy qusIN isrP ieMfIAw jW isrP AmrIkw ilKdy ho qW hor nqIjw dyvygw[

2. hr Sbd jo qusIN src bwks ivc ilKdy ho koeI mqlb huMdw hY[ jo Sbd vI qusIN src
bwks ivc ilKdy ho src ieMjx aunHW sB dI vrqoN krdw hY[

3. src bwks kys- sYNsitv nhIN hY mqlb (Delhi is CAPITAL OF INDIA) jW (Delhi is capital
of india) brwbr hn[

4. Awm qOr qy ivSrwm icMnW ijvyN ik #$@!%^,&,*()=,+{ },\ nUM iDAwn ivc nhIN ilAw jWdw[

5. jy qusIN cwhuMdy ho ik src ieMjx shI sUcnw dyvy qW ienHW inXmW dw iDAwn r`iKAw jwvy[

hor vDIAw src krn leI itps

src krn leI swDwrn SbdW dI vrqoN krnI cwhIdI hY[jy qusIN iksy skUl nUM src kr rhy ho
qW ies dw isrP nwm tweIp kro, jW ijs nwm nwl qusIN ijMnw jwxdy ho tweIp kro[jy qusIN iksy
auqpwd, mncwhI jW jgHw bwry dyK rhy ho ies dw nwm tweIp kro[ienHW dy sbMD bwry kuC SbdW
bwry soco Aqy src bwks ivc  tweIp kro[audwhrx leI jy qusIN sUp dIAW vK̀rIAW iksmW dI
rYispI lB̀ rhy ho qW quhwnUM ienHW SbdW nUM ilKo: “sUp rYispI pRIpyAr”

ieh Xwd r`iKAw jwvy ik src ieMjx iek pRogrwm hY nw ik iek ivAkqI[ieh isrP auh SbdW
nUM vrqdw hY jo qusIN vrf vweIf vYb nUM idMdy ho Aqy ies nwl imldy nqIjy nUM idKauNdw hY[auhnW
SbdW dI vrqoN kro jo ik vYb pyjW qy ho skdw hY[audwhrx leI Pain in my head ilKx nwloN
quhwnUM headache ilKxw cwhIdw hY ikauNik ieh Sbd mYfIkl pyj ivc vriqAw hovygw[ikaUrI
(Which five countries produce maximum coconuts in the world) swnUM smJ AwauNdw hY pr
fwkUmYNt ijs ivc ies dw aùqr hovygw ieh Sbd nhIN vrqy hoxgy[ies leI ies ikaUrI nUM (Top
5 coconut producing country) ikauNik ieh sUcnw shI d`sdw hY [
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AiBAws

lVI nM ikirAwvW hW nhIN

1. ieMtrnYt kunYkSn dI sQwpnw

2. shI SbdW dI vrqoN krky ieMtrnYt qoN sUcnw lB̀xw

AsYsmYNt

1. Bwrq dy koeI iqMn srivs pRovweIfrW dy nwm d`so ?

2. koeI iqMn ieMtrnYt bRwaUjrW dy nwm d`so ?

3. koeI do ieMtrnYt src ieMjxw dy nwm ilKo ?

4. SbdW dw ikhVw smUh src ieMjx dI vrqoN kridAW ijAwdw shI nqIjw drsweygw?

 (a) [What is the capital of india] jW [Capital of india]

 (b) [Fastest Train] jW [Which train has the highest speed?]
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Bwg -9 : òðñâ òÅÂÆâ òËµì (WORLD WIDE WEB)

sbMDq igAwn

mMn lo ik qusIN Aqy quhwfy pirvwr ny CùtIAW ivc bYNkwk (Bangkok) jwx dw PYslw kIqw hY Aqy
qusIN ies jgHw bwry hor jwxnw cwhuMdy ho[qusIN Awpxy imq̀rW nUM pùCdy ho jo pihlW bYNkwk jw ky Awey
hn jW ikqwbW ivc ies bwry pVdy ho[mqlb qusIN ies bwry jwxkwrI lYx leI bhuq smW lgwauNdy
ho[vYb dI vrqoN krky qusIN ies sbMDI jwxkwrI ijvyN ik hotlW sbMDI sUcnw jW bYNkwk dy mShUr
sQwn AswnI nwl lY skdy ho[

ies Bwg ivc, qusIN vYb dy byisk BwgW bwry jwxkwrI pRwpq krogy[qusIN ieh vI is`Kogy ik src
ieMjx dI vrqoN kridAW vYb qoN sUcnw ikvyN lB̀I jw skdI hY[ies qoN ielwvw qusIN sUcnw leI
vYbsweIt nuM srP krnw Aqy EnlweIn trWjYkSn krnw is`Kogy[

vYb bwry jwx-pCwx

World wide web jW vYb ieMtrnYt aùqy vYb bRwaUjr rwhIN sUcnw nUM pRwpq krn Aqy swNJw (SyAr)
krn dw qrIkw hY[ieh ienPormySNn-SyAirMg mwfl hY jo ik ieMtrnYt dy isKr qy bixAw huMdw
hY[vYb HTTP pRotokwl(ieMtrnYt qy vrqI jwx vwlI iek BwSw) dI vrqoN fwtw tRwNsimSn leI krdw
hY, vYb bRwaUjr ijvyN ik ieMtrnYt AYksplorr jW PwierPoks dI vrqoN vYb fwkUmYNt ijs nUM vYb pyj
vI ikhw jWdw hY jo ik Awps ivc hweIprilMk nwl juVy huMdy hn ,nUM Kolx leI kIqw jWdw hY[vYb
dw mqlb hY sUcnwvW dw iek`T bhuq jo ik ieMtrnYt  qoN pRwpq huMdw hY[sUcnw keI pRkwr ijvyN ik
tYkst, qsvIrW Aqy Avwj jo ik lwijklI qrIky nwl kMipaUtr qy stor huMdI hY nUM vYb srvr
kihMdy hn[ieMtrnYt auqy vYb bhuq hI lokipRA syvw hY[

not: bhuq swry lok ieMtrnYt nUM hI vYb vI kihMdy hn pr dohW ivc qknIkI AMqr hY[

q`q ivAwiKAw

vYb bRwaUjr vYb bRwaUjr iek swPtvyAr pRogrwm hY jo ik quhwnUM
vYb dy keI swDnW nUM dyKx Aqy vrqx dI shUlq
idMdw hY[bhuqwq ivc vriqAw jwx vwlw vYb
bRwaUjr mweIkroswPt ieMtrnYt AYksplorr hY jo
ik tYkst Aqy gRwiPk dohW nUM idKwauNdw hY[ivMfo
ieMtrnYt AYksplorr 7 ivMfo ivstw dy ivc AwauNdw
hY[kuJ bRwaUjr, ijvyN ik ieMtrnYt AYksplorr 7
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dI iek nvIN ivSySqw ijs nUM tYbf bRwaUijMg kihMdy
hn [ ijs nwl vDIAw vYb bRwaUijMg huMdI hY[ tYb
dI vrqoN krky qusIN bhuq swrIAW vYbsweItW iek
isMgl bRwaUjr ivMfo ivc dyK skdy ho Aqy AswnI
nwl iek vYbsweIt qoN dUjI vYbsweIt qy jw skdy
ho[kuJ vYbsweItW dy kntYNt AYnImySn,vIfIE jW
AwfIE PweIlW dy rUp ivc huMdy hn[ienHW PweIlW nUM
dyKx leI quhwnUM hor pRogrwm add-ons dI jrUrq
pvygI[add-ons iek swPtvyAr hY jo ik quhwfy
bRwaUjr ivc hor ivSySqwvW joVdw hY Aqy quhwfy
ieMtrnYt AnuBv ivc vwDw krdw hY[add-ons
pRogrwm added PMkSn dI vrqoN krky vYb bRwaUjr
dI mdd nwl vYb pyjW nUM Kol skdy hn[audwhrx
leI mweIkRoswPt islvrlwiet iek bRwaUjr add-
on hY jo ik vDIAw Quality vIfIE dyKx leI vYb
bRwaUjr duAwrw vriqAw jWdw hY[

vYb pyj vYb pyj vYb au¤qy PwrmYtf tYkst fwkUmYNt huMdw hY jo
ik vYb bRwaUjr idKwauNdw hY[ieMtrnYt qy bhuq swry
vYb pyjW rwhIN qusIN  iek pyj qoN dUsry pyj qk
AswnI nwl jw skdy ho[ies pRkwr krn leI qusIN
iek hweIprilMk qy kilk krdy ho[hweIprilMk nUM
Awm qOr qy ilMk vI ikhw jWdw hY[ilMk qy kilk
krn auprMq vYb pyj qy nvW pyj Kul jWdw hY[qusIN
vYb au~qy purwxy vYb pyjW dI vrqooN jW nvyN vYb pyjW
dI rcnw Aqy vYb ayu~qy nvyN vYb pyjwN nUM pbilS kr
skdy ho[qusIN vYb pyjW dI rcnw leI hweIpr
tYkst mwrk Ap lYNgueyj (HTML) swPtvyAr dI
mdd nwl kr skdy ho[ vYb bRwaUjr HTML dI
vrqoN vYb pyj idKwaux leI krdy hn[
hweIprtYkst iek qrIkw hY tYkst nUM tYkst nwl
joVn leI jo ik auhI vYb pyjW jW hor vYb pyjW au~qy
quhwfI tYkst lB̀x ivc mdd krdw hY[

vYb sweIt iek vYbsweIt dy iek jW iek qoN ijAwdw vYb pyj
huMdy hn jo ik isMgl srvr qy mOjUd huMdy hn[ies
srvr nUM vYb srvr ikhw jWdw hY[ ieh ieMtrnYt
nwl juiVAw huMdw hY[jdoN qusIN vYbsweIt Koldy ho qW
pihlW jo pyj jo AwauNdw hY aus nUM hom pyj ikhw
jWdw hY[hryk vYbsweIt dw vK̀rw hom pyj huMdw hY[
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vYb AYfrYsW sbMDI

hryk vYbsweIt vYb au~qy kMipaUtr ivc stor huMdI hY jo ik bhuq vf̀y nYtvrk dw iek Bwg
hY[vYbsweIt Kolx leI quhwnMU auh kMipaUtr ijs qy ieh r`iKAw hY phuMc krnI hovygI[ijs pRkwr
hryk Gr dw v~Krw pqw huMdw hY hryk kMipaUtr dw vỲb au~qy vK̀rw AYfrys huMdw hY ies nUM ieMtrnYt
pRotokwl (IP) AYfrys kihMdy hn[IP AYfrys iek nUmYirk AYfrys huMdw hY jo ik kMipaUtr dI vYb au~qy
iblkul shI jgHw d`sdw hY[qusIN iksy vI kMipaUtr nUM ieMtrnYt qy ausdy IP AYfrys ijvyN ik
192.168.0.1 rwhIN lB̀ skdy ho[

IP AYfrys iksy fomyn nwm nwl juVy huMdy hn ikauNik nMbrw nwloN nwm nUM Xwd r`Kxw sOKw huMdw
hY[audwhrx leI IP AYfrys 127.0.01 dw fomyn nym proseware.com hY[vYb bRwaUjr fomyn nym jW
IP AYfrys dI vrqoN krky vYb pyj nUM lB̀dy hn[

fomyn leI vYbsweIt dI phuMc XUnIk AlPwnUmYirk AYfrys rwhIN kIqI jWdI hY ijs nUM vYb AYfrys
kihMdy hn [vYb AYfrys nUM XUnIPwrm irsors lokytr(URL) vI ikhw jWdw hY jo ik pRtokwlW dI
vrqoN Aqy vYbsweIt dy shI sQwn bwry d`sdw hY[pRotokwl iek stYNfrf qrIkw hY ijs rwhIN vK̀-
vK̀ kMipaUtrW ivc fwtw dw Adwn-pRdwn kIqw jWdw hY[ audwhrx leI http://www.ugc.ac.in/
page/Annual-Report.aspx, http d`sdw hY ik ikhVy pRotokwl dI vrqoN Aqy www.ugc.ac.in/
page/Annual-Report.aspx, vYb pyj au~qy shI sQwn d`sdw hY[hyTW id`qy gey tybl jW swrxI ivc
URL dy BwgW dI jwxkwrI id`qI geI hY[

q`q ivAwiKAw

http:// PweIl vrqx leI pRotokol dI vrqoN d`sdw hY

www vYbsweIt vYb au~qy d`sdw hY

ugc fomyn dw nwm d`sdw hY

ac.in fomyn dI tweIp d`sdw hY

/page/Annual-Report.aspx fwkUmYNt dw rsqw d`sdw hY

URL ivc fomyn nym Suffix vI huMdw hY jo ik ijs AwrgynweIjySn nwl vYbsweIt sbMDq hY d`sdw
hY[audwhrx leI fomyn nym microsoft.com ivc fomyn nym suffix.com  hY[hyTW id`qy tybl ivc kuJ
fomyn nym suffix dIAW audhwrxW id`qIAW geIAW hn[

Suffix ivAwiKAw

.com ieh d`sdw hI ik vYbswiet kmriSAl AwrgynweIjySn leI hY

.edu ieh d`sdw hI ik vYbswiet AYjUkySnl ieMstIitaUt ijvyN ik skUl,
kwlj, XUnIvristI leI hY

.net ieh d`sdw hI ik vYbswiet nYtvrk ErIAYNtf AwrgynweIjySn jW ISP
leI hY[
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.org ieh d`sdw hI ik vYbswiet nwn-pRoiPt AwrgynweIjySn leI hY

.info ieh d`sdw hI ik vYbsweIt sUcnwqmk  hY[

.museum ieh d`sdw hI ik vYbsweIt dI vrqoN Museum leI hY jW iksy iek
leI ijs dw pRoPYSn museum hY[

not:- bhuq swry kMtrI-lYvl fomyn vI hn ijnHW dI vrqoN Alg̀-Alg̀ dySW v`loN kIqI jWdI hY[kuJ
kMtrI-lYvl fomyn dIAW audwhrxwN kenya vwsqy .ke , india vwsqy .in Aqy  japan vwsqy .jp hn[

ieMtrnYt AYksplorr dI vrqoN

ieMtrnYt keI syvwvW pRdwn krdw hY ijvyN ik ieMtrnYt XUjrW ivckwr PweIlW dw Adwn-pRdwn
krnw, eI-myl dI vrqoN sMdyS Byjx leI jW vYbsweIt dI vrqoN inaUj jW KbrW dyKx leI[qusIN
ieMtrnYt Aqy ies dIAW syvWvw dI vrqoN nOkrI lB̀x Aqy AplweI krn, dUsry ieMtrnYt XUjrW nUM
sMdyS Byjx, mUvIj dyKx Aqy auqpwdW dI KrId-vyc leI kr skdy ho[

ismulytf lYb ivc qusIN ieMtrnYt AYksplorr 7 dI vrqoN vYb au~qy vYbsweItW nUM srP krn leI
krogy[ies qoN ielwvw qusIN vYb pyj nUM syv krogy Aqy bhuq swrIAW vYbsweItW nUM iek bRwaUjr ivMfo
ivc Kology[hyTW id`qy tybl ivc AwnlweIn ismulySn dy stYp id`qy gey hn[

1. ieMtrnYt AYksplorr nUM SurU krn leI stwrt btn qy kilk kro Aqy ieMtrnYt qy kilk
kro[

2. ies AiBAws dy mMqv leI vYbsweIt nUM Kolx leI AYfrYs bwr ivc jw ky ijQ̀y ik
AYfrys iliKAw jwxw hY spysbwr nUM dbwE iPr AYfrys ilKo Aqy AYNtr dbwE[

3. Weather vYb pyj dI AwpSn leI pyj AwpSn btn dy hyTW Weather ilMk qy kilk
kro[

4. ieMtrnYt AYksplorr 7 ivc Forecast vYb pyj dyKx leI Kb̀y pwsy ies AiBAws dy
mMqv leI quhwfy leI id`qy hweIprilMk qy spysbwr dbwE, hweIprilMk qy mwaUs dw s`jw
btn dbwE Aqy open in new window AwpSn cuxo[

5. vYb pyj nUM rIPrYS krn leI, AYfrys bwr qy mOjUd rIPrYS btn qy kilk kro[

6. ies AiBAws dy mMqv leI Denver city dw mOsm jwxn leI quhwfy leI tweIp kIqy
kIvrf qy spysbwr nUM dbwE Aqy GO qy kilk kro[

7. vYb pyj dy ipCly pyj qy jwx leI, AYfrys bwr dy Kb̀y pwsy bYk btn qy kilk kro[

8. ausy ivMfo ivc nvW vYb pyj Kolx leI, inaU tYb btn qy kilk kro[
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9. dUsry tYb qy jwx leI Quick Tabs qy kilk kro Aqy iPr first web page qy kilk kro[

10. kmWf bwr au~qy mInUM bwr dyKx leI tUl qy kilk kro Aqy mInUM bwr qy kilk kro[

11. vYb pyj nUM syv krn leI PweIl mInUM qy kilk kro Aqy save as qy kilk kro[

12. ies AiBAws qy mMqv leI Save Webpage bwks ivc PweIl nym bwks ivc quhwfy leI
tweIp kIqy kIvrf qy spysbwr nUM dbwE Aqy syv qy kilk kro[

13. vYb pyj nUM AwpxI mMnpMsd ilst ivc ilAwaux leI Add to favourite btn qy kilk
kro iPr Add to favourite AwpSn qy kilk kro

14. ies AiBAws qy mMqv leI Add to favourite fwielwg bwks ivc vYbsweIt dw nwm
r`Kx leI Add to favourite bwks ivc quhwfy leI tweIp kIqy kIvrf qy spysbwr nUM
dbwE Aqy Add qy kilk kro[

15. ipClI iksI vYbsweIt qy dubwrw vwips jwx leI Favourite Center btn qy kilk kro
Aqy ihstrI qy kilk  [

16. Favourite center pyn ivc Today qy kilk kro wheather.msn qy kilk Aqy iPr pihly
ilMk qy kilk kro

17. ieMtrnYt AYksplorr 7 nUM bMd krn leI tweItl bwr au~qy kloj btn qy kilk kro[

18. ieMtrnYt AYksplorr 7 ivc swry tYb bMd krn leI ieMtrnYt AYksplorr mYsyj bwks
ivc kloj tYb qy kilk kro[

sUcnw l`Bxw

ikauNik vYb qy bhuq swrIAW vYbsweItW mOjUd hn, ies leI ieh sMBv hY ik vYbsweIt qoN imlI
sUcnw shI nw hovy[audwhrx leI mMn lo qusIN eyjMt ho Aqy quhwnUM bjwr ivc kImqW dy auqwr –
cVwv bwry jwxkwrI r`Kx dI jrUrq pYNdI hY[vYbsweIt qoN imlI sUcnw shI hY jW nhIN ies leI
shI ivSlySx krn dI loV hY[

vYbsweIt nUM jWcx leI bhuq swry idSw-inrdyS quhwfI mdd krdy hn[

idSw- inrdyS ivAwiKAw

BrosyXog smg̀rI iek vDIAw vYbsweIt keI swDnW ijvyN ik dUsrIAW vYbsweItW,
ikqwbW jW pRoPYSnl dy nwm bwry d`sdw hY ijQ̀oN smg̀rI leI geI
hY[
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quhwfy pRSnW dy au~qr vYbsweIt quhwfy pRSnW dy shI au~qr quhwnUM shI Aqy sp`St
sUcnw nwl idMdw hY[

lyKkW dI pRmwx-pq̀r auh lok jo vYb leI smg̀rI iLKdy hn auhnW ivc pRmwx pq̀r
sihq smg̀rI vwly lyKkW nUM qrjIh id`qI jWdI hY[

Apfytf smg̀rI vYbsweIt nUM ies qrHW bxwieAw igAw hovy ik ies ivc hr cIj
nMU lB̀xw sOKw hovy[vYbsweIt dy swry ilMk cldy hoxy cwhIdy hn
Aqy swrI smg̀rI lgwqwr Apfyt hoxI cwhIdI hY[

src ieMjx

iksy Kws twipk jW ivSy bwry lB̀x leI quhwnUM src ieMjx dI loV pvygI[ quhwfy vl̀oN src ieMjx
nUM iek kIvrf id`qy jwx qy ieh auh vYbsweItW dI sUcI idKwauNdw hY ijs ivc̀ ieh kIvrf
hovy[ies qrHw dI src nUM kIvrf src kihMdy hn[src ieMjx dI iek audwhrx mweIkRoswPt dI
ivMfo lweIv src jo ik quhwfy leI kIvrf muqwibk shI vYbsweItW l~Bdw hY[src ieMjx kol
fwierYktrI huMdI hY ijhVI ik imldI-juldI sUcnw nUM iek`Tw krdI hY[ijvyN ik Weather
fwierYktrI kol MSN vYbsweIt qy mOsm dy sbMDq sUcnw huMdI hY[qusIN src ieMjx qy fwierYktrI
dI src vI kr skdy ho[qusIN iksy Kws fwierYktrI nUM lB̀ ky ies ivc̀oN sUcnw nUM lB̀ skdy
ho[audwhrx leI qusIN MSN vYbsweIt qy SwipMg fwierYktrI nUM Koldy ho Aqy kIvrf nUM lB̀dy
ho[SwipMg fwierYktrI kIvrf muqwibk vYb pyjW dy ilMkW nUM drswauNdw hY[

qusIN portl rWhI vI sUcnw pRwpq kr skdy ho jo ik auh vYbsweItW huuMdIAW hn ijhVIAW ik
twipk jW ivSy sbMDI sUcnw fwierYktrI dy rUp ivc idMdIAW hn[portl au~qy sUcnw iek Kws
qrIky nwl r`KI jWdI hY[portl vYbswiet qy imldy swDnW dw ie`k SurUAwqI puAwieMt dI qrHW
hY[audwhrx vjoN  MSN dI vYbswiet qy keI vYb pyj imlky iek vYbsweIt bxwauNdy hn[ieh vYb
pyj gytvyA dI qrHW huMdy hn jo ik sUcnwvW nUM vYb au~qy ie`kTIAW krdy hn[ MSN dI vYbswiet qoN
qusIN Awpxw eI-myl kr skdy ho, kIvrf jW fwierYktrI src kr skdy ho, EnlweIn ifskSn,
mUUvI iQAytr dw sQwn, vYb kimaUntI nwl juVI Aqy qwjI jwxkwrI lY skdy ho[

ies ivc qusIN dyiKAw ik src ieMjx ivc kIvrf Aqy fwierYktrI src ikvyN kIqI jWdI hY[hyTW
id`qy tybl ivc ies sbMDI EnlweIn stYp id`qy gey hn:

stYp:

1. sUcnw lB̀xw

2. ieMtrnYt AYksplorr Kolx leI stwrt btn Aqy ieMtrnYt AwpSn qy kilk kro[

3. src ieMjx Kolx leI AYfrys bwr ivc mncwhI vYbsweIt dw AYfrys Bro Aqy AYNtr
btn dbwE[
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4. mncwhI fwierYktrI Browse krn leI, MSN Directoy qy kilk kro, view by category
qy kilk kro Aqy iPr category Aqy Encyclopedia qy kilk kro[

5. fwierYktrI src krn leI ,Search Encarta bwks ivc mncwhw kIvrf Bro Aqy
Search Encarta  qy kilk kro[

6. swDnW dI sUcI ivcoN mncwhI sUcnw lYx leI shI ilMk qy kilk kro[

7. hom pyj qy vwips jwx leI au~pr s`jy pwsy qy MSN Home qy kilk kro[

8. kIvrf src krn leI Live Search bwks ivc, mncwhw kIvrf Bro Aqy Search Web
qy kilk kro[

trWskirpt

vrf vweIf vYb sUcnwvW dw bhuq vf̀w BMfwr hY[qusIN vYb bRwaUjr ijvyNik ieMtrnYt AYksplorr 7
dI vrqoN krky koeI Kws sUcnw jo qusIN cwhuMdy ho lB̀ skdy ho[
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qusIN vrf vweIf vYb qy src ieMjx dI vrqoN krky sUcnw nUM l~B skdy ho[src ieMjx dI vrqoN
krky iksy Kws sUcnw nUM kIvrf src jW fwierYktrI src rwhIN lìBAw jw skdw hY[src ieMjx
src dy Kyqr Anuswr sUcnw l~B ky ilAwauNdw hY

fwierYktrI src dI vrqoN qusIN vYbsweIt qy AwpxI src nUM iksI Kws fwierYktrI qk sImq
kr idMdy ho[audwhrx leI MSN vYbsweIt kol iek fwierYktrI EnlweIn encyclopedia Encarta
hY[
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qusIN Encarta dI vrqoN krky iksy Kws ivSy bwry jwxkwrI lY skdy ho[qusIN kMipaUtr dI ihstrI
bwry jwxkwrI lB̀ skdy ho[nqIjw pyj swDnW dy ilMkW dI sUcI fwierYktrI ivc idKwvygw jo ik
kMipaUtr dI ihstrI bwry sUcnw d`sdIAW hn[src nqIjw ivc idK rhy hryk vYbpyj ivc sUcnw
dw Bwg huMdw hY Aqy aus vYb pyj dw iek ilMk huMdw hY[

qusIN aunHW ivc̀oN quhwnUM shI lg irhw nqIjw pyj cux skdy ho[
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fwierYktrI src qoN Alg̀, kIvrf src bhuq swrIAW vYbsweItW qoN nqIjw vrf vweIf vY~b
au~qy idKwauNdw hY[audwhrx leI, jy qusIN kMipaUtr dI ihstrI bwry lB̀dy ho qW nqIjy pyj ivc
auh swrIAW vYbsweItW ijs ivc kIvrf nwl sbMDq sUcnw hovy vrf vweIf vYb au~qy idKwvygw[

eI-kwmrs bwry jwx-pCwx

eI-kwmrs dw sbMD ieMtrnYt au~qy ibjns sbMDI lYx-dyx hY ijvyN ik vsqW dI AwnlweIn KrId
jW vyc[EnlweIn KrId krn leI quhwnMU Awpxy krYift kwrf dI sUcnw dyxI pYNdI hY[ sur`iKAq
lYx-dyx leI quhwnUM Awpxy krYift kwrf sbMDI sUcnw isrP BrosyXog vYbsweItW nUM dyxI cwhIdI
hY[EnlweIn lYx-dyx qoN ielwvw, eI-kwmrs dw sbMD EnlweIn stwk tryifMg nwl vI hY jo ik
quhwnUM stwk mwrkIt ivc SyAr KrIdx Aqy vycx dI suivDw vI idMdI hY[qusIN Awpxy bYNk dy Kwqy
dw styts(hwl) jW ieniSaUrYNs sbMDI jwxkwrI EnlweIn lY skdy ho[

qusIN imaUjm ivc jwx leI Awn-lweIn itkt KrId skdy ho[hyTW id`qI audwhrx ivc imaUjm
ivc jwx leI Awn-lweIn itkt KrId dy stYp id`qy hn[

1. imaUjm ivc jwx leI Awn-lweIn itkt KrIdx leI imaUjm dI vYbsweIt qy
jwE[quhwnUM vYb sweIt qy iek nvW AkwaUNt (Kwqw) bxwauxw pvygw[nvW Kwqw bxwaux
leI quhwnUM jwxkwrI ijvyN ik XUjr nym, pwsvrf Aqy AYfrys rijstrySn Pwrm ivc
Brnw hovygw[aus qoN  bwAd quhwnUM vYbsweIt qy lYx-dyx krn dI pRmwxqw iml jwvygI[

2. Awn-lweIn itkt KrIdx leI, quhwnUM imqI Aqy itktW dI igxqI cuxnI hovygI[

3. qusIN auplb̀D itktW dIAW kImqW dI qulnw vI kr skdy ho[

4. itkt KrIdx dI pRikRAw nUM Kqm krn qoN pihlW quhwnUM Awpxy krYift kwrf sbMDI
sUcnw Aqy iSipMg AYfrys dyxw pvygw[
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5. ieh sB sUcnw dyx qoN bwAd, iek vYb pyj quhwfy swhmxy Awvygw jo ik quhwnUM EnlweIn
lYx-dyx pUrw hox bwry d`sygw[ieh quhwnMU iek trWjYkSn kof (lYx- dyx sbMDI  kof) vI
dyvygw ijs dI vrqoN qusIN KrId sbMDI iksI pRSn nUM pùCx leI kr skdy ho[

AiBAws

LVI nM ikirAw

1. src ieMjx dI vrqoN kridAW vrf vweIf vYb qy mncwhI sUcnw lB̀xw

AsYsmYNt

a. ds̀o ik stytmYNt shI hY jW glq

stytmYNt shI/glq

1. vrf vweIf vYb ieMtrnYt dw iek Bwg hY[

2. ieMtrnYt AYksplorr iek vYb srvr hY[

3. AweI pI AYfrys nMU URL vI ikhw jWdw hY[

4. qusIN vYb bRwaUjr dI iek ivMfo qy isrP iek vYbsweIt Kol skdy ho[

5. qusIN kMipaUtr au~qy vYb pyj nUM syv kr skdy ho

6. portl vYbsweIt nhIN huMdI hY [

7. iek BrosyXog vYbsweIt lyKk dy pRmwx-pq̀r qoN ibnW smg̀rI r`KdI hY[

8. src ieMjx spYSl tYknolojI vwly vYb bRwaUjr huMdy hn[

A. hyTwN idq̀IAW stytmYNtW ivcoN shI A`gy itk kro:

1. kMipaUtr iek isstm XUint hY, jo ik ies qoN nqIjw idKwauNdw hY[

A. sYNtrl pRosYisMg XUint

B. mYmrI XUint

C. ienput  XUint

D. AwaUtput XUint
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2. kMipaUtr isstm iks dI mdd nwl tYkst ienput lYNdw hY ?

A. mwaUs

B. vIfIE kYmrw

C. kIborf

D. bwr kof rIfr

3. kMipaUtr isstm ivc iks dI mdd nwl AwfIE fwtw pwieAw jw skdw hY?

A. mwiek

B. skYnr

C. kIborf

D. bwr kof rIfr

4. Bwrq ivc iek ieMtrnYt srivs pRovweIfr hY[

A. pI.AYs.eI.bI.

B. bI.AYs.AYn.AYl

C. mweIkRoswPt

D. ienPoiss

5. PweIl nUM iks ivc rìKAw jWdw hY[

A. ipRMtr

B. kIborf

C. Polfr

D. mwaUs

6. Polfr ivcoN PweIl kwpI krn leI ikhVIAW kIj dI ie`kTy vrqoN kIqI jWdI hY[

A. CTRL+V

B. CTRL+X

C. CTRL+C

D. CTRL+A
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7. ienHW ivcoN ikhVw ieMtrnYt bRwaUjr nhIN hY[

A. gUgl kRom

B. ieMtrnYt AYksploorr

C. moijlw PwierPoks

D. notpYf

8. hyTW idìqAW ivcoN shI eI-myl ds̀o

A. jamesmartin@james.in

B. James_martin.james.in

C. james@martin@in

D. jamesmartin@james.in

9. AwfIE vIfIE kimaUnIkySn leI iks dI vrqoN kIqI jWdI hY[

A. vIfIE kwnPrMisMg

B. cYt

C. eImyl

D. AweI pI tYlIPonI

e. KwlI QwvW Bro :

1. kMipaUtr isstm dw iek Bwg hY , jo ___________ idKwauNdw hY[

2. kMipaUtr isstm _______ dI mdd nwl tYkst ienput lYNdw hY[

3. kMipaUtr isstm _______ dI mdd nwl AwfIE fwtw lYNdw hY[

4. _____ ivc swrIAW eI-myl huMdIAW hn jo ik eI-myl AweI fI qy pRwpq huMdIAW hn[

5. __________ieMtrnYt qy sUcnw lB̀x ivc mdd krdw hY[

6. ipMRtr iek _______ fIvweIs hY[

7. ________ kIj dw iek`T huMdw hY ijhVw ik Polfr ivcoN swrI smg̀rI nUM cuxdw hY[

8. AsIN PweIlW/PolfrW dy nwm leI ____vrqoN krdy hW[

9. ______ieMtrnYt srvr pRovweIfr dy srvr nwl kunYkitvtI pRdwn krdw hY[
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Bwg 10 : ifjItl tYknolojI Aqy mIfIAw fIvweIs

sbMDq igAwn

A`j tYlIPon, kYmrw, vIfIE irkwrfr,mIfIAw plyAr Aqy ieMtrnYt fIvweIsW dy kMm ik isMgl
portybl fIvweIs ivc mrj ho gey hn[ hyTW id`qy tybl ivc d`isAw igAw hY  ik mrijMg
tYknolojI dI vrqoN kùJ Awm qOr qy vrqIAW jWdIAW ifjItl fIvweIsW Aqy aunHW dIAW ivSySqwvW
qy iks pRkwr pRBwv pwauNdIAW hn[

fIvweIsW ivAwiKAw

AwfIE Aqy vIfIE plyAr MPEG Audio Player 3 (MP3) plyAr, sIfI plyAr Aqy
fI.vI.fI. plyAr AwfIE Aqy vIfIE plyAr dIAW kuJ
audwhrxW hn[qusIN MP3 plyAr dI vrqoN AwfIE clwaux Aqy
sIfI plyAr Aqy fI.vI.fI. plyAr  dI vrqoN vIfIE clwaux
leI kIqI jWdI hY[jy quhwfy kol mltIprpz sIfI plyAr jW
fIvIfI plyAr hY qwN qusIN ies dI vrqoN AwfIE, vIfIE  Aqy
MP3 clwaux leI kr skdy ho[MP3 iek PwrmYt huMdw hY
ijhVw ik PweIl dI guxvq̀w nUM kwiem r`Kdy hoey PweIl dw
sweIj Cotw kr idMdw hY[qusIN iksy kMipaUtr qoN MP3 PweIlW nUM
MP3 plyAr ivc Byj skdy ho[

mobweIl Pon mobwiel Pon iek qwr rihq XMqr hY jo ik quhwnUM purwxy qwr
vwly tYlIPonW dI shUlqW pRdwn krdw hY Aqy quhwnUM iksy vI jgHw
qoN kwl krn dI shUlq idMdw hY[qusIN vYb dI shUlq vwly
mobweIl Pon nwl ieMtrnYt nwl jùV skdy ho Aqy eI-myl cỲk
kr skdy ho, sMgIq Aqy gymW fwaUnlof kr skdy ho[jy quhwfy
kol kYmrw Aqy mltImIfIAw ivSySqw vwlw mobweIl Pon hY qW
qusIN ies nwl qsvIrW lY skdy ho, Coty vIfIE kilp bxw skdy
ho, sMgIq sux skdy ho Aqy gymW Kyf skdy ho[qusIN ie`k mobweIl
qoN dUjy mobweIl ivc Aqy dUjy Aqy horW ivc eI-myl rwhIN
qsvIrW Aqy vIfIE Byj skdy ho[

vIfIE gym isstm mweIkRoswPt Xbox vIfIE gym isstm dI iek audwhrx hY jo ik
prsnl kMipaUtr dI qrHW huMdI hY[Xbox kol mdrborf Aqy
hwrf ifsk huMdI hY Aqy ieh EnlweIn gyimMg nUM vI kr skdw
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hY[qusIN Xbox gym ifsk dI vrqoN krky Xbox qy gym Kyf skdy
ho[qusIN AwfIE sIfI qoN AwfIE PweIlW nUM Xbox dy hwrf
frwiev ivc trWsPr kr skdy ho[ ies leI qusIN Xbox nUM
AwfIE plyAr dI qrHW vI vrq skdy ho[qusIN nvyN Xbox ivc
fIvIfI mUvI vI dyK skdy ho[

prsnl ifjItl PDA iek hYNfhYlf kMipaUtr hY jo ik prsnl pRbMDk dy qOr qy
AisstYNs(PDA) vriqAw jWdw hY[purwxy PDA ivc ivSySqwvwN ijvyN ik AYfrys

buk,twsk ilst Aqy kYlkulytr hn[qusIN PDA nUM kMipaUtr nwl
joV ky sUcnw dw Adwn-pRdwn kr skdy ho[jy quhwfy kol vYb dI
shUlq vwlw PDA hY, qW qusIN ies nUM ieMtrnYt nwl joV skdy
ho, eI-myl sMdyS Byj Aqy pRwpq kr skdy ho Aqy mltImIfIAw
PweIlW nUM ieMtrnYt qy clw skdy ho[kuJ PDA kol iblt-ien
ifjItl kYmrw vI huMdw hY[iek smwrt Pon mobweIl Pon huMdw hY
jo ik swry PDA PMkSnW dI shUlq idMdw hY[qusIN smwrt Pon dI
vrqoN ieMtrnYt AYksys krn, gymW Kyfx,qsvIrW lYx Aqy sMgIq
suxn leI kIqI jWdI hY[

ifjItl kYmrw iek ifjItl kYmrw mYmrI fIvweIs ijvyN ik PlYS mYmrI kwrf
jW imMnI hwrf ifsk ivc ifjItl qrIky nwl qsvIrW nUM stor
krdw hY jd ik purwxw kYmrw iPlm au~qy qsvIrW nUM stor krdw
sI[kùJ ifjItl kYmry ifjItl ipRMtr nwl is`Dy juV ky quhwnUM
qsvIrW ipRMt krn dI shUlq vI idMdy hn[

ifjItl vIfIE kYmrw qusIN ifjItl vIfIE kYmry dI vrqoN  vIfIE irkwrf krn Aqy
ies nUM ifjItl PwrmYt ivc stor krn leI kIqI jWdI
hY[ifjItl kYmkorfr Aqy vYb kYm ies dIAW audwhrxW
hn[qusIN ifjItl kYmkorfr dI vrqoN dovyN AwfIE Aqy vIfIE nUM
storyj fIvweIs ijvyN ik irkwrfybl sIfI jW fIvIfI au~qy
ifjItl PwrmYt ivc stor krn leI krdy ho [vYb kYm vI iek
ifjItl vIfIE kYmrw huMdw hY jo ik qsvIr lYx Aqy ieMtrnYt
au~qy pwaux leI vriqAw jWdw hY[qsvIrW nUM lgwqwr jW kuJ –
kuJ smyN bwAd ByijAw jWdw hY[vYb kYm nUM kMipaUtr nwl vI
joiVAw jw skdw hY jW auh vwierlYs (qwr –rihq) vI ho skdy
hn[

ifjItl AwfIE

AwfIE do pRkwr dI huMdI hY- AYnwlwg Aqy ifjItl[jdoN qusIN boldy ho qW Avwj AYnwlwg jW
Wave Pwrmt ivc huMdI hY[ ijhVI Avwj qusIN suxdy ho auh vI AYnwlwg PwrmYt ivc huMdI
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hY[kMipaUtr ifjItl fIvweIs huMdI hY[ies leI ies dI kMipaUtr ivc vrqoN leI jrUrI hY ik
ies nUM ifjItl PwrmYt ivc bdilAw jwvy[

ifjItl AwfIE tYknolojI quhwnUM kMipaUtr au~qy ifjItl AwfIE PweIl nUM irkwrf, AYift Aqy
ply krn dI suivDw idMdI hY[ifjItl AwfIE tYknlojI quhwnMU kMipaUtr nwl Avwj rwhIN
kimaUnIkyt krn dI vI suivDw idMdI hY[ieh pwT quhwnUM ifjItl AwfIE tYknolojI bwry d`sdI
hY[ieh ifjItl AwfIE nUM kwpI Convert krnw vI d`sygw[

ifjItl AwfIE dI ivSySqwvW

ifjItl AwfIE dI iek mhq̀vpUrn ivSySqw ieh hY ik ies nUM compress kIqw jw skdw
hY[AwfIE PweIl Awm qOr qy vf̀IAW huMdIAW hn[Compressed AwfIE PweIlW CotIAW Aqy
portybl huMdIAW hn Aqy ieMtrnYt qy AswnI nwl ByjIAW jw skdIAW hn[jdoN qusIN AwfIE
PweIlW nUM Compressed krdy ho qW ienHW dI guxvq̀w qy pRBwv pYNdw hY[

ifjItl AwfIE dI hor mhq̀vpUrn ivSySqw ieh hY ik ies nMU kMipaUtr ivc AwfIE AYfIitMg
swPtvyAr rwhIN AswnI nwl AYift kIqw jw skdw hY[audwhrx leI qusIN ies swPtvyAr dI
mdd nwl AwfIE PweIl dy BwgW ivc GuMm skdy ho Aqy effect add kr skdy ho[qusIN ies
swPtvyAr dI mdd nwl AwfIE PweIl nMU keI PwrmYtW ivc vI syv kr skdy ho[AwfIE PweIlW
dy bhuq swry PwrmYt hn Aqy ienHW nUM Alg̀-Alg̀ kMmW leI vriqAw jWdw hY[Awm qOr qy vrqy
jWdy PwrmYt hn:

Wave (Wav) : ieh PwrmYt  mweIkroswPt ivMfo 95 leI bxwey gey AwfIE Aqy vIfIE
stYNfrf dI lVI XUnIvrsl swaUNf PweIL PwrmYt dw iek ihs̀w hY[ ieh AwfIE PweIl nMU
. Wave AwfIE PwrmYt ivc stor krn leI vriqAw jWdw hY[AwfIE PweIL ies PwrmYt
ivc bhuq vDIAw qrIky nwl stor huMdy hn pr A`j–k`l ies dI vrqoN G`t hY[ies dw
kwrn ieh hY  ik ies PwrmYt ivc AwfIE PweIl dw swiej dUsry PwrmYtW nwloN vf̀w huMdw
hY[

MPEG Audio Layer(MP3) : ieh PwrmYt Motion Picture Expert Group vl̀oN AwfIE Aqy
vIfIE dI ifjItl ifstRIibaUSn leI bxwieAw igAw hY[MP3 PwrmYt ifjItl AwfIE
PweIls nUM stor krn leI pRis`D PwrmYt hY ikauNik .Wave PweIls dy mukwbly Coty sweIj
dIAW huMdIAW hn[

Window Media Audio(WMA) : ieh PwrmYt mweIkRoswPt duAwrw bxwieAw igAw hY Aqy
ifjItl AwfIE PweIls nUM stor krn leI vriqAw jWdw hY[

ifjItl AwfIE, ifjItl AwfIE PweIls dI strIimMg dI shUlq vI idMdw hY[AwfIE strIimMg
dy nwl quhwnUM ieMtrnYt qoN AwfIE PweIl nUM suxn leI pUrI qrHW fwaUnlof krn dw ieMqjwr nhIN
krnw pvygw [ies dy leI qusIN strIimMg AwfIE plyAr dI vrqoN kr skdy ho jW Browser add-
in ivc ieMtrnYt qoN PweIl clwaux leI kr skdy ho[ies rwhIN AwfIE PweIl quhwfy kMipaUtr nUM
lgwqwrqw strIm ivc Byjygw[
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ifjItl AwfIE PweIl nUM kwpI Aqy convert krnw

ifjItl irkwrifMg AwfIE PweIls nUM ifjItl PwrmYt ivc irkwrf Aqy stor krn dI iek
qknIk hY[aus qoN bwAd qusIN storf AwfIE PweIls nUM storyj fIvweIsW ijvyN ik irkwrfybl
sIfI jW fIvIfI ivc keI PwrmYtW ijvyN ik Mp3, .wav ivc stor kr skdy ho[qusIN AwfIE nUM
sIfI jW fIvIfI qoN kMipaUtr dI hwrf ifsk qy kwpI krn qoN pihlW ies dy PwrmYt nUM convert
vI kr skdy ho[hyTW id`qw tybl AwfIE nUM convert Aqy kwpI krn dw qrIkw d`sdw hY[

Concept ivAwiKAw

AwfIE nUM kwpI qusIN AwfIE nUM storyj fIvweIsW ijvyN ik kMipaUtr dI hwrf
krnw ifsk,qoN kwpI kr skdy ho Aqy ies nUM irkwrfybl sIfI jW fIvIfI

qy stor kr skdy ho[AwfIE nUM kwpI krnw Aqy ies nUM irkwrfybl
sIfI jW fIvIfI qy stor krn dI pRIikRAw nUM brinMg kihMdy hn[quhwnUM
sIfI jW fIvIfI brn krn leI iek spYSl swPtvyAr dI loV pYNdI
hY ijs nUM sIfI jW fIvIfI rweItr kihMdy hn[sIfI rweItr ivc
kyvl sIfI brn kIqI jWdI hY blik ijAwdwqr fIvIfI rweItr ivc
sIfI Aqy fIvIfI dovyN brn kIqy jWdy hn[hwrfvyAr dy nwl quhwnMU
sIfI jW fIvIfI irkwrf krn leI swPtvyAr dI loV vI
pvygI[qusIN swPtvyAr dI vrqoN krky keI pRkwr dIAW sIfI bxw
skdy ho[qusIN fwtw sIfI, AwfIE sIfI, imksf mof sIfI bxw skdy
ho[imksf mof sIfI ivc AwfIE, vIfIE Aqy fwtw PweIl huMdIAW
hn[audwhrx leI qusIN iek imksf mof sIfI iqAwr krdy ho ijs
ivc AwfIE PweILW, vIfIE PweIlW Aqy tYkst PweIlW huMdIAW
hn[AwfIE fwierYktrI nUM ieMtrnYt qoN kwpI krnw Aqy ies nUM
irkwrfybl sIfI ivc stor krnw AprwD hY[sIfI Aqy fIvIfI qoN
sMgIq kwpI krnw vI AprwD hY[ies leI kwpI krn qoN pihlW
XkInI bxwE ik quhwfy kol ies dI AwigAw hY[

AwfIE nUM Convert qusIN kMipaUtr dI hwrf ifsk ivc Alg̀ PwrmYt ivc sIfI jW
krnw fIvIfI qoN Convert krky stor kr skdy ho[audwhrx leI qusIN

Awpxy mnpsMd gIq sIfI qoN convert krky MP3 ivc Awpxy
kMipaUtr ivc stor kr skdy ho[quhwfy kol AwfIE PweIls nUM
Convert krn leI AwfIE knvrsn swPtvyAr ijvyN ik ivMfo
mIfIAw plyAr 11 kMipaUtr ivc hoxw cwhIdw hY[ieh swPtvyAr
AwfIE dw PwrmYt bdl idMdw hY Aqy AwfIE nUM compress kr idMdw
hY ijs nwl ieh hwrf ifsk qy G`t QW lYNdI hY[qusIN ienHW AwfIE
PweIls nUM kMipaUtr qoN ifjItl fIvweIs ijvyN ik mobweIl Pon, mp3
player, PDA  qy kwpI kr skdy ho[AwfIE nUM sIfI Aqy fIvIfI qoN
Alg̀ PwrmYt ivc convert iek AprwD hY[iksy vI AwfIE nUM iek
PwrmYt qoN ALg̀ PwrmYt ivc kwpI krn qoN pihlW ieh XkInI
bxwieAw jwvy ik quhwfy kol ies qrHW krn dI AwigAw hY[
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spIc rIkognISn Aqy isMQsIj (Speech Recognition and Synthesis)

ifjItl AwfIE tYknolojI dI mdd nwl qusIN kMipaUtr nUM bol ky clw skdy ho[ieh auqpwd ivc
suDwr krdw hY Aqy XUjr dI kMipaUtr nUM vrqx dI Xogqw ivc vwDw krdw hY[hyTW id`qy tybl ivc
do spIc tYknolojIAW d`sIAW geIAW hn: spIc isMQiss Aqy spIc irkognISn

tYknolojI ivAwiKAw

spIc isMQsIs iek idRS nUM soco[Eric Anderson ny AwpxI CotI khwxI iLK ky
Speech Synthesis Kqm kr id`qI hY[Eric ies nUM pbilSr nUM Byjx qoN pihlW iek vwr

pVnw cwhuMdw hY pr auh Qk cùkw hY[ies leI aus ny spIc isMQsIs
nUM vrqx dw PYslw kIqw[ies leI auh mweIkroswPt ivMfo ivstw dI
text to speech ivSySqw rwhIN CotI khwxI sux skdw hY[spIc
isMQsIs iek qknIk hY ijs ivc kMipaUtr tYkst nUM ifjItl
AwfIE ivc bdl ky boldw hY[ivMfo ivstw ivc iblt ien skrIn
rIfr hY ies nUM Narrator kihMdy hn[skrIn rIfr iek pRogrwm huMdw
hY kMipaUtr aù~qy tYkst nUM au~cI Avwj ivc pVdw hY[spIc isMQsIs
clwaux leI quhwfy kMipaUtr nwl swaUNf kwrf Aqy spIkr juVy hoxy
cwhIdy hn[ivMfo ivstw ivc text to speech ivSySqw nUM configure

krn leI kMtrol pYnl ivc Ease of Access ilMk nUM cuxo[

spIc rIkognISn iek idRS nUM soco[Eric Anderson ny mweIkroswPt AiPs vrf
Speech Recognition 2007 dI vrqoN kridAW iek CotI khwxI ilKI[aus dI tweIipMg

spIf bVI QoVI sI ijs kwrn aus nUM ilKx leI bhuq smW lg̀dw
hY[ies muSikl qy hl̀ leI Eric dy dosq ny aus nUM ivMfo ivstw dI
spIc rIkognISn ivSySqw vrqx dI slwh id`qI[spIc rIkognISn
iek tYknolojI hY ijs rwhIN isrP quhwfI Avwj nwl kMipaUtr nUM
kimaUnIkyt krky tYkst Aqy kmWf ilKIAW jw skdIAW hn[spIc
rIkognISn nUM clwaux leI, quhwnUM AwfIE ienput fIvweIs ijvyN ik
mweIkRoPon, swaUNf kwrf Aqy spIc rIkognISn swPtvyAr dI jrUrq
hY jo ik quhwfI Avwj nUM tYkst jW kmWf ivc bdl dyvygI[qusIN
spIc rIkognISn tYknolojI dI vrqoN krky keI pRogrwm clw skdy
ho[audwhrx leI qusIN ies dI vrqoN ieMtrnYt nUM clwaux Aqy fwkUmYNt
ivc tYkst dwKl krn leI krdy ho[spIc rIkognISn ivSySqw
AwpryitMg isstm ijvyN ik ivMfo ivstw ivc auplb̀D hY[ivMfo ivstw
ivc speech Recognition ivSySqw nUM configure krn leI kMtrol
pYnl ivc Ease of Access ilMk nUM cuxo[
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ifjItl vIfIE

ifjItl tYknolojI qoN pihlW vIfIE typ au~qy AYnwlwg dy rUp ivc irkwrf,AYift Aqy stor huMdI
sI[ifjItl tYknolojI dy Awaux qoN bwAd vIfIE nUM iPr vI typ qy hI irkwrf kIqw jWdw sI pr
AYifitMg nUM Aswn krn leI vIfIE nUM ifjItl PwrmYt ivc bdilAw jwx lg̀w[A`j ifjItl
vIfIE tYknolojI ny swnUM vIfIE nUM ifjItl PwrmYt ivc hI irkwrf krky ifjItl storyj
fIvweIs ijvyN ik sIfI, fIvIfI jW PlYS mYmrI kwrf ivc stor krn dI suivDw id`qI hY[ieh hom
XUjr Aqy pRoPYSnl dohW leI vDIAw hY[dovyN pRoPYsnl XUjr Aqy hom XUjr ifjItl vIfIE
tYknolojI ijvyN ik ivMfo mUvI mykr dI vrqoN krky vIfIE Aqy iPlmW ivc tweItl lgw skdy hn,
trWijSn Aqy spYSl iePYkt joV skdy hn[

ifjItl vIfIE dI ivSySqw

ifjItl vIfIE dI iek ivSySqw hY ik qusIN ies nUM ifjItl vIfIE swPtvyAr dI mdd nwl
AswnI nwl AYift kr skdy ho[audwhrx leI qusIN vIfIE ivc tweItl, swaUNf trYk, spYSl
iePYkt joV skdy ho[qusIN vIfIE nUM vYbsweIt qy Aplof kr skdy ho Aqy ies nUM ieMtrnYt qy
SyAr kr skdy ho[ies qoN ielwvw qusIN vIfIE nUM irkwrfybl sIfI jW fIvIfI ivc kwpI vI kr
skdy ho[

ifjItl vIfIE dI iek hor ivSySqw ieh hY ik ies nUM Compress kIqw jw skdw
hY[Compressed PweIl mYmrI ivc G`t QW lYNdI hY, ieh ijAwdw portybl hY Aqy ies nMUu AswnI
nwl ieMtrnYt qy trWsPr kIqw jw skdw hY[kYmkorfr dI vrqoN vIfIE nUM kYpcr Aqy irkwrf
krn leI kIqI jWdI hY[hyTW bjwr ivc auplb̀D do pRkwr dy kYmkOrfr bwry sMKyp ivc d`isAw
igAw hY[

AYnwlwg kYmkorfr

AYnwlwg kYmkorfr vIfIE nUM AYnwlwg PwrmYt ivc typ au~qy irkwrf Aqy stoor krdw hY[vIfIE
nUM kMipaUtr ivc AYift krn leI quhwnUM ies nUM AYnwlwg PwrmYt qoN ifjItl PwrmYt ivc bdlxw
pvygw[

ifjItl kYmkorfr

ifjItl kYmkorfr vIfIE nUM ifjItl PwrmYt ivc irkwrf Aqy stor krdw hY ijs nwl vIfIE nUM
AYift krnw sOKw huMdw hY[ies dw iek hor lwB ieh hY ik ifjItl kYmkorfr AYnwlwg kYmkorfr
qoN hlky Aqy Akwr ivc Coty huMdy hn[

ifjItl vIfIE AYifitMg Aqy AwaUtput PwrmYt

iek idRS nUM soco ijQ̀y qusIN Awpxy dosq dI jnmidn dI pwrtI qy kYmkorfr rwhIN irkwrifMg kr
rhy ho[qusIN vIfIE nUM hor vDIAw bxwaux leI ies ivc iePYkt joV skdy ho[ifjItl vIfIE
AYifitMg swPtvyAr dI vrqoN nwl qusIN:
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AwpxI vIfIE nUM hor vDIAw bxwaux leI ies ivc tweItl Aqy bYkgRwaUNf lgw skdy ho[

vIfIE ivcoN idRSW nMU kt jW rImUv kr skdy ho[

vIfIE ivc spYSl iePYkt ijvyN ik Fade-in, Fade-out lgw skdy ho[

vIfIE dI Brightness, contrast, color nUM shI krky guxv̀qw vDw skdy ho

kuJ idRSW qy vIfIE au~pr AwfIE irkwrf kr skdy ho[

ifjItl vIfIE AYifitMg ilnIAr jW nwn-ilnIAr ho skdI hY[ilnIAr AYfIitMg ivc quhwnUM
PweIl ivc bdlwv krn leI lVIvwr jwxw pvygw[audwhrx leI jy qusIN vIfIE dy imfl qoN
Prym nUM htwxw hovy quhwnUM Prym q`k lVIvwr jwxw pvygw[ jdik nwn ilnIAr AYfIitMg ivc qusIN
aus Prym qy is`Dw jw skdy ho Aqy ies nUM vIfIE qoN htw skdy ho[typ hmySW ilnIAr PwrmYt ivc
huMdI hY Aqy ilnIAr hI AYift huMdI hY[rYNfm AYksYs fIvweIs ijvyN ik fIvIfI Aqy sIfI quhwnUM
fwtw nwn-ilnIAr qrIky nwl pVn dI shUlq idMdIAW hn[

qusIN vIfIE ivc bdlwv krky ies nUM keI PwrmYtW ivc syv kr skdy ho[qusIN vIfIE AYifitMg
swPtvyAr ijvyN ik ivMfo mUvI mykr dI vrqoN mUvI qoN Prym kYpcr krn Aqy ies nUM iemyj dI qrHW
syv krn  leI krdy ho[audwhrx leI qusIN vIfIE qoN iek Prym kYpcr krdy  ho Aqy ies nUM
.jpg PwrmYt nwl syv krdy ho[qusIN vIfIE ivc vI bdlwv kr skdy ho Aqy ies nUM kilp̀ dy qOr
qy ivMfo mIfIAw vIfIE PwrmYt(WMV) ivc syv kr skdy ho[WMV PwrmYt nwl syv krn auprMq
ies nUM qusIN kMipaUtr qy ivMfo mIfIAw plyAr dI mdd nwl clw skdy ho[qusIN ies vIfIE jW
qsvIr nUM ieMtrnYt dI vYbsweIt qy Aplof krky jW eI-myl Byj ky Awpxy dosqW nwl SyAr vI
kr skdy ho[

qusIN AYift kIqy hoey vIfIE kilpW Aqy qsvIrW nUM Aijhy PwrmYt ivc syv kr skdy ho ijs nUM
irkwrfybl sIfI jW fIvIfI ivc kwpI kIqw jW sky[qusIN fIvIfI nUM fIvIfI plyAr Aqy sIfI nUM
sIfI plyAr dI vrqoN nwl clw skdy ho[kuJ fIvIfI plyAr sIfI vI clw skdy hn[

cyqwvnI :

vIfIE nUM vYb qoN is`Dw kwpI krky sIfI ivc stor krnw AprwD hY[vIfIE ƒ sIfI jW fIvIfI qoN
kwpI krnw vI AprwD hY[ies leI kwpI krn qoN pihlW ieh XkInI bxwieAw jwvy ik ies dI
AwigAw quhwnUM imlI hY[

vYb vIfIE tYknolojI

A`j qusIN ieMtrnYt qy vIfIE dyK skdy ho[vYb vIfIE tYknolojI dI shUlq nwl qusIN ifjItl
PweILW nUM ieMtrnYt qy Byj skdy ho[vYb vIfIE tYknolojI dIAW kuJ audwhrxW hn:

vIfIE strIimMg

fwaUnloifMg vIfIE

vYb kwnPrMisMg

Downloaded from https:// www.studiestoday.com

Downloaded from https:// www.studiestoday.com



(135)

ifjItl PotogRwPI

ifjItl kYmry dI mdd nwl qusIN kMipaUtr qy qsvIrW trWsPr kr skdy ho ijQ̀y qusIN qsvIr
ivc bdlwv kr ies dI guxvq̀w nUM vDw skdy ho[hyTW id`qy tybl ivc ifjItl qsvIrW nUM hor
vDIAw bxwaux leI swPtvyAr dIAW kuJ XogqwvW id`qIAW hn:

XogqwvW ivAwiKAw

swDwrn Poto keI vwr jdoN qusIN Awpxy imq̀rW dI qsvIr lYNdy ho qW aunHW dI A`KW
AYifitMg ivc lwlI AwauNdI hY [ ies nUM red eye effect kihMdy hn[qusIN ies

pRBwv nUM dUr krn leI swDwrn Poto AYifitMg swPtvyAr dI vrqoN kr
skdy ho[swDwrn Poto AYifitMg swPtvyAr ijvyN ik ivMfo Poto gYlrI dI
vrqoN krky qusIN qsvIr dI Brightness, Contrast, Color nUM shI kr
skdy ho[qusIN qsvIrW nUM Crop, Resize, Print vI kr skdy ho[

AYfvwNsf Poto AYfvwNsf Poto AYifitMg pRogrwm rwhIN qusIN qsvIrW nUM  hor vDIAw Aqy
AYifitMg ies nwl spYSl iePYkt lgw skdy ho[qusIN qsvIr qoN dwg htwaux

leI, bYkgRwaUNf ivc bdlwv krn leI, Aqy ies ivc tYkst joVn leI
swPtvyAr dy Advanced text design tUl dI vrqoN krdy ho[

Poto mYnyjmYNt Poto mYnyjmYNt swPtvyAr rwhIN qusIN qsvIrW dy smUh nUM sort Aqy
organize kr skdy ho[Poto mYnyjmYNt Xogqw Poto AYifitMg pRogrwm ijvyN
ik Poto gYlrI dw iek ihs̀w hY[bhuq swry Poto mYnyjmYNt swPtvyAr pYkyj
ivc Poto nUM compress krn Aqy hor vDIAw bxwaux dy tUl mOjUd huMdy
hn[

ifjItl iemyj nUM ipRMt krnw

keI vwr qusIN aunHW dosqW nwl qsvIrW sWJIAW krnIAW cwhuMdy ho ijnHW kol Gr kMipaUtr nhIN
huMdw[qsvIrW SyAr krn leI qusIN jW qwN prsnl kMipaUtr qoN qsvIrW nUM ipMRt krdy ho jW
pRoPYSnl kMipaUtr ipRMtr qoN[

prsnl Poto ipRMtr

prsnl Poto ipRMtr keI pRkwr dy huMdy hn[auh blYk AYNf vweIt jW klr ho skdy hn[klr Poto
ieMkjYt ipRMtr Awm qOr qy vriqAw jwx vwlw prsnl Poto ipRMtr hY[ieMkjYt ipRMtr qsvIr nUM ipRMt
krn leI pypr qy CotIAW isAwhI dIAW bUMdw ibKyrdw hY[Dye sublimation ipRMtr dI vrqoN vI
kIqI jWdI hY pr auh ieMkjYt ipRMtr ijMny lokipRA nhIN hn[Dye sublimation ipRMtr qsvIr nUM
ipRMt krn leI pypr qy Dye dI vrqoN krdw hY[dovyN klr ieMkjYt Aqy Dye sublimation ipRMtr
spYSl pypr qy near-photographic dI guxvq̀w vwlw ipRMt kr skdy hn[near-photographic
guxvq̀w dw mqlb ik qsvIr purwxy kYmry dI vrqoN krky leI hY Aqy bhuq vDIAw nhIN hY[pr
ieh AMqr iek pRoPYSnl hI dyK skdw hY[
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pRoPYSnl Poto ipMRtr

pRoPYSnl Poto ipMRtr auh ipRMtr huMdy hn jo ik ipRMt lYb ivc Poto pypr qy Poto ipRMt krn leI vrqy
jWdy hn[pypr nUM Awm islvr Poto kYmIklz nwl bxwieAw jWdw hY[pRoPYSnl Poto ipMRtr pypr au~qy
bhuq vDIAw ipRMitMg krdy hn[kuJ ipRMt lYb ivc lyjr ipRMtr, High- end dye sublimation ipRMtr
Aqy High End Inkjet ipRMtr dI vrqoN vI kIqI jWdI hY[

AsYsmYNt

(a) hryk stytmYNtw jW vwkW ivc iek shI Aqy iek glq vwk hY[shI vwk dI pihcwx
krdy hoey ies dy A`gy itk kro[

stytmYNt shI glq

1. iek smwrt Pon sUcnw dw pRbMD Aqy ies nUM stor nhIN
kr skdw hY[

2. iek smwrt Pon sUcnw dw pRbMD Aqy ies nUM stor kr
skdw hY[

3. iek Xbox sUcnw dw pRbMD krn leI vriqAw jWdw hY[

4. iek PDA sUcnw dw pRbMD krn leI vriqAw jWdw hY[

5. iek camcorder vIfIE nUM irkwrf krn leI vriqAw
jWdw hY[

6. iek Xbox vIfIE nUM irkwrf krn leI vriqAw jWdw hY [

7. qusIN ifjItl kYmry duAwrw leI Poto nUM AYift kr skdy ho[

8. qusIN ifjItl kYmry duAwrw leI Poto nUM AYift nhIN kr skdy ho[

9. ifjItl kYmrw mYmrI ivc qsvIrW nUM stor krdw hY[

10. ifjItl kYmrw iPlm au~qy qsvIrW nUM stor krdw hY[

11. qusIN Xbox dI mdd nwl AwnlweIn gymW Kyf skdy ho[

12. qusIN Xbox dI mdd nwl AwnlweIn gymW nhIN Kyf skdy ho[

13. vIfIE kwnPrMisMg bhuq swry lokW ivckwr ho skdI hY[

14. vIfIE kwnPrMisMg isrP do lokW ivckwr ho skdI hY[

15. iek vYb kYm ifjItl vIfIE kYmrw nhIN huMdw[

16. iek vYb kYm ifjItl vIfIE kYmrw huMdw hY[

17. iek ifjItl kYmrIkorfr isrP AwfIE nUM irkwrf krdw hY[

18. iek ifjItl kYmrIkorfr dovNy AwfIE Aqy vIfIE nUM irkwrf
krdw hY[
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(A) hryk stytmYNtw jW vwkW ivc iek shI Aqy iek glq vwk hY[shI vwk dI pihcwx
krdy hoey ies dy A`gy itk kro[

stytmYNt shI glq

1. qusIN AwfIE PweIl dw PwrmYt nhIN bdl skdy [

2. qusIN AwfIE PweIl dw PwrmYt bdl skdy ho[

3. Mp3 PwrmYt ivc qusIN AwfIE PweIls nUM compress
kr skdy ho[

4. Mp3 PwrmYt ivc qusIN AwfIE PweIls nUM compress
nhIN kr skdy ho[

5. sIfI Aqy fIvIfI qoN AwfIE nUM Alg̀ PwrmYt ivc
bdlxw AprwD hY[

6. sIfI Aqy fIvIfI qoN AwfIE nUM Alg̀ PwrmYt ivc bdlxw
AprwD nhIN hY[

7. quhwnUM sIfI qoN AwfIE knvrt krn leI swPtvyAr dI
jrUrq hY[

8. quhwnUM sIfI qoN AwfIE knvrt krn leI swPtvyAr dI
jrUrq nhIN hY[

9. jdoN AwfIE PweIl nUM convert kIqw jw irhw hovy qW AwfIE
PweIl compress ho skdI hY[

10. jdoN AwfIE PweIl nUM convert kIqw jwvy qW AwfIE PweIl
compress nhIN ho skdI hY[

11. AwfIE PweIl nUM convert krn smyN PwrmYt nhIN bdilAw
 jw skdw[

12. AwfIE PweIl nUM convert krn smyN PwrmYt bdilAw jw
skdw hY[

13. qusIN SPEECH SYNTHESIS dI vrqoN krky ieMtrnYt nUM browse
kr skdy hoo[

14. qusIN SPEECH Recognition dI vrqoN krky ieMtrnYt nUM browse
kr skdy hoo[

15. iek fIvIfI rweItr sIfI Aqy fIvIfI qy AwfIE kwpI kr
skdw hY[
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16. iek fIvIfI rweItr isrP fIvIfI qy AwfIE kwpI kr
skdw hY[

17. quhwnUM sIfI Aqy fIvIfI qy AwfIE kwpI krn leI swPtvyAr
dI jrUrq hY[

18. quhwnUM sIfI Aqy fIvIfI qy AwfIE kwpI krn leI swPtvyAr
dI jrUrq nhIN hY[

e) hryk stytmYNtw jW vwkW ivc iek shI Aqy iek glq vwk hY[shI vwk dI pihcwx
krdy hoey ies dy A`gy itk kro[

stytmYNt shI glq

1. ifjItl kYmrw qsvIrW nMU iPlm a~uqy stor krdw hY[

2. purwxI iksm dw kYmrw qsvIrW nMU iPlm a~uqy stor krdw hY[

3. ifjItl kYmrw AncwhI qsvIrW nUM imtwaux ivc mdd nhIN
krdw hY[

4. ifjItl kYmrw AncwhI qsvIrW nUM imtwaux ivc mdd krdw hY[

5. iek sYNsr qsvIr dI iemyj lY skdw hY[

6. iek PlYS mYmrI kwrf qsvIr dI iemyj  lY skdw hY[

7. qusIN AYfvWsf Poto AYfIitMg swPtvyAr dI vrqoN bYkgRwaUNf
bdlx leI krdy ho[

8. qusIN swDwrn Poto AYfIitMg swPtvyAr dI vrqoN bYkgRwaUNf
bdlx leI krdy ho[

9. qusIN swDwrn Poto AYfIitMg swPtvyAr dI vrqoN qsvIr nUM
crop krn leI krdy ho

10. qusIN swDwrn Poto AYfIitMg swPtvyAr dI vrqoN qsvIr nUM crop
nhIN kr skdy ho[

11. qusIN Poto mYnyjmYNt swPtvyAr dy nwl qsvIr nUM compress
kr skdy ho[

12. qusIN Poto mYnyjmYNt swPtvyAr dy nwl qsvIr nUM compress
nhIN kr skdy ho[

13. ivMfo Poto gYlrI iek Poto AYfIitMg pRogrwm hY[

14. ivMfo Poto gYlrI iek Poto AYfIitMg pRogrwm nhIN hY[
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s) hyTW idq̀IAW stytmYNtW ivc shI AwpSn qy itk kro[

pRSn 1. hyTW idq̀IAW iv`coN ikhVI AwfIE strIimMg dI ivSySqw hY?

swry auqrW nUM cuxo

(a) ieh quhwfy kMipaUtr nUM Continous Stream ivc AwfIE PweIl Byjdw hY[

(A) ieh quhwnUM ifjItl AwfIE nUM fwaUnloifMg smyN suxn dI shUlq idMdw hY[

(e) ieh AYnwlwg AwfIE PweIls nUM trWsPr kr skdw hY[

(s) AwfIE PweIl clwaux leI strIimMg AwfIE plyAr jW bRwaUjr add-in dI
jrUrq huMdI hY[

pRSn 2. hyTW idq̀IAW iv`coN ikhVI Speech Synthesis dI ivSySqw hY?

sB qoN vDIAw auqr nUM cuxo

(a) ieh quhwnUM AwpxI Avwj nwl kMipaUtr nUM kimaUnIkyt krn dI shUlq idMdw
hY[

(A) ies nUM mweIkRoPon dI jrUrq hY[

(e) ieh quhwfy kMipaUtr dy tYkst nUM AwfIE ivc bdl idMdw hY[

(s) ies rwhIN qusIN vrf pRosYisMg fwkUmYNt ivc tYkst dwKl kr skdy ho[

pRSn 3. AwfIE nUM irkwrfybl sIfI jW fIvIfI ivc kwpI krn smyN hyTW idq̀IAW iv`coN
ikhVI stytmYNt TIk hY?

swry auqrW nUM cuxo

(a) AwfIE nUM irkwrfybl sIfI jW fIvIfI ivc kwpI krn dI pRIikRAw nUM brinMg
kihMdy hn[

(A) AwfIE nUM irkwrfybl sIfI jW fIvIfI ivc kwpI krn leI iek spYSl
hwrfvyAr sIfI rweItr dI jrUrq hY[

(e) AwfIE nUM is`Dy qOr qy ieMtrnYt qoN sIfI jW fIvIfI ivc kwpI krnw koeI
AprwD nhIN hY[

(s) AwfIE nUM  sIfI jW fIvIfI ivc kwpI krnw AprwD  hY[
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pRSn 4. hyTW idq̀IAW iv`coN ikhVIAW nwn-ilnIAr vIfIE AYfIitMg bwry TIk hY?

swry auqrW nUM cuxo

(a) qusIN ijs Prym ivc bdlwv krnw cwhMudy ho is`Dy qOr qy aus kol jw skdy ho[

(A) qusIN fIvIfI nUM nwn ilnIAr qrIky nwl AYift kr skdy ho[

(e) qusIN ijs Prym ivc bdlwv krnw cwhMudy ho lVIvwr qrIky nwl aus kol jw
skdy ho[

(s) qusIN nwn-ilnIAr qrIky rwhIN typ nUM AYift kr skdy ho[

pRSn 5. hyTW idq̀IAW iv`coN ikhVIAW stytmYNtw vIfIE strIimMg bwry TIk hY?

swry auqrW nUM cuxo

(a) vIfIE PweIl cotinous stream ivc pRwpq huMdI hY[

(A) keI vwr vIfIE strIimMg nUM Enable krn leI spYSl pRogrwm dI jrUrq pYNdI
hY[

(e) vIfIE dI Quality qy ieMtrnYt kunYkSn dI spIf dw Asr nhIN huMdw[

(s) ieh quhwnUM ieMtrnYt qy vIfIE fwaUnloifMg smyN hI vIfIE clwaux dI shUlq
idMdw hY[
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Bwg 11 : kMipaUtr dI pRweIvysI (Privacy) Aqy sur̀iKAw

dUsry ibjlI XMqrW qoN Cùt, kMipaUtr nUM  jwx-buJ ky jW durGtnwvS Krwb ho skdw hY jW kIqw
jw skdw hY[ies dIAW kuJ KrwbIAW pk̀y qOr qy huMdIAW hn[qusIN Awpxy kMipaUtr dy hwrfvyAr,
swPtvyAr Aqy ies ivc stor kIqy fwtw nUM kuJ gl̀W dw iDAwn r`K ky bcw skdy ho[ies Bwg
ivc quhwfy kMipaUtr Aqy ies dy fwty nUM Krwb krn vwly keI threats bwry qusIN jwxogy[qusIN ies
ivc kuJ gl̀W dw iDAwn r`Kdy hoey Awpxy kMipaUtr nUM threats qoN bcwxw is`Kogy[jy qusIN kMipaUtr
nUM rYgUlr qOr qy vrqdy ho qW quhwfy kMipaUtr ivc bhuq swrI sUcnw stor hovygI[ieh sUcnw
tYks sbMDI,prsnl lYtr jW ibjns nwl sbMiDq kuC vI ho skdI hY[qusIN cwhuMdy ho ik ieh
sUcnw quhwfI AwigAw qoN ibnW koeI vI nw dyK sky [qusIN ies sUcnw nUM Krwb hox qoN vI bcwxw
cwhMudy ho[

sbMDq igAwn

kMipaUtr dI pRweIvysI (Privacy) Aqy surìKAw kI hY ?

koeI vI PYktr jo quhwfy kMipaUtr jW fwtw nUM Krwb krdw hY threat kihlwauNdw hY[kudrqI AwPq
ijvyN ik BUcwl jW vwXU –golw iPjIklI nukswn kr skdy hn[ieh sMBv hY ik qusIN jw koeI hor
glqI nwl kMipaUtr dI koeI mhq̀vpUrn PweIl fIlIt kr idMdw hY ijs nwl kMipaUtr Krwb ho
skdw hY[jdoN kMipaUtr nYtvrk nwl juVdw hY qW ies nUM threat dw Kqrw hor vI vD̀ jWdw
hY[audwhrx dy qOr qy dUsrw XUjr AnAiDkwirq qrIky nwl nYtvrk qoN quhwfy kMipaUtr nUM AYksys
kr skdw hY[Aijhy keI qrIky hn ijs rwhIN qusIN ienHW threat qoN bc sko Aqy Krwb hox dy
nukswn qoN bc sko[hyTW id`qy idSw-inrdySW dw pwlx krky qusIN kMipaUtr nUM Krwb hox dy nukswn
qoN bcw skdy ho Aqy ies dI sur`iKAw kr skdy ho[

kMipaUtr dI surìKAw-kMipaUtr hwrfvyAr dI KrwbI ivAkqI dI lwprvwhI jW kudrqI AwPq
kr ky ho skdI hY[kMipaUtr qy mOjUd fwtw Aqy swPtvyAr nUM vI durGtnwvS jW jwx-buJ ky
nukswn phuMcwieAw jw skdw hY[kMipaUtr sùriKAw ienHW gl̀W dw iDAwn r`KdI hY ik quhwfy fwtw
jW kMipaUtr dw koeI nukswn nw hovy[

kMipaUtr pRweIvysI-qusIN AwpxIAW prsnl PweIlW jW fwkUmYNts nUM kMipaUtr qy stor krdy ho
Aqy cwhuMdy ho ik ies nUM koeI nw pVHy[kMipaUtr pRweIvysI dw mqlb quhwfw, fwtw ijvyN ik prsnl
PweIlW , eI-myl sMdySW nUM koeI vI quhwfI AwigAw qoN ibnW nw pVy[kMipaUtr pRweIvysI quhwfy fwtw
dI phuMc qy  sur`iKAw lgw idMdI hY[kMipaUtr pRweIvysI ies gl̀ dw vI iDAwn r`KdI hY ik
ieMtrnYt qy quhwfI koeI prsnl sUcnw nw jwvy[ies qrHW dI koeI vI sUcnw ijvyN ik Kwqy
sbMDI,eI-myl Aqy bYNk Kwqy sbMDI sUcnw dw koeI durvrqoN nw kr sky[
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kudrqI AwPqWb

kudrqI AwPqW ijvyN ik BUcwl, hV, vwXU-golw quhwfy kMipaUtr nUM iksy vI smyN Krwb kr skdy
hn[kudrqI AwPqW dy kwrn A`g lg̀x , qwpmwn vDx Aqy ibjlI cmkx kwrn kMipaUtr nUM
iPjIklI nukswn ho skdw hY Aqy fwtw Krwb ho skdw hY[

hyTW idq̀y tybl ivc keI kudrqI AwPqW dw kMipaUtr nUM nukswn bwry dìsAw igAw hY[

1. kMipaUtr dy bhuq swry Bwg ies pRkwr ifjweIn kIqy gey hn ik auh Kws qwpmwn dy
AMdr hI kMm kr skdy hn[ijAwdw jW G`t qwpmwn kwrn ieh Krwb ho skdy hn Aqy
quhwnUM ienHW nUM bdlxw pY skdw hY[jy quhwfw kMipaUtr bhuq grm ho cùkw hY qW ies nUM
clwaux leI quhwnUM ies dw kmry dy qwpmwn dy brwbr Awx dw ieMqjwr krnw pvygw[

2. A`g quhwfy kMipaUtr nUM nukswn phuMcw skdI hY[jd ik kMipaUtr is`DI A`g nhIN pkVdw,
pr grmI nwl ies dy AMdrUnI kMponYNt ipGl skdy hn[ies qoN ielwvw DUMAw sIpIXU dy
PYn nUM Krwb kr skdw hY Aqy ies dy Krwb hox nwl EvrhIt nwl sIpIXU Krwb ho
skdw hY[

3. ibjlI jo ik iek dm bhuq ijAwdw cwrj dy dyvy qW vI kMipaUtr Krwb ho skdw hY[bhuq
ijAwdw jW bhuq G`t ibjlI dI splweI kMipaUtr dy BwgwN nUM pk̀y qOr qy Krwb kr skdI
hY[audwhrx leI voltyj ivc Acwnk AweI qyjI nwl quhwfy kMipaUtr dw mdrborf
Krwb ho skdw hY[

kudrqI AwPqW qoN bcwv

kudrqI AwPqW quhwfy kMipaUtr nUM nukswn phuMcw skdIAW hn [hyTwN tybl ivc id`qIAW kuJ gl̀W
dw iDAwn r`K ky qusIN ies dy nukswn qoN bc skdy ho[

inXm ivAwiKAw

bYk Ap fwtw bYk Ap fwtw dw mqlb hY Awpxy fwtw dIAW bhuq swrIAW kwpIAW
r`KxIAW[kudrqI AwPqW ijvyN ik hVH Aqy BUcwl ibnW koeI cyqwvnI id`qy
AwauNdIAW hn[ilAw hoieAw bYkAp quhwfy Krwb ho cuky  kMipaUtr fwtw
nUM irkvr krn ivc quhwfI mdd krdw hY[hor sur`iKAw leI Awpxy
fwtw dI iek kwpI hor sQwn ijvyN ik dUsrI iemwrq jW Sihr ivc r`KI
jwvy[

kMipaUtr nUM rK̀x kMipaUtr nUM Aijhy sQwn qy r`iKAw jwvy ik ies nUM kudrqI AwPqW dw
dw sQwn Asr nw hovy[ijs pRkwr kMipaUtr nUM ijAwdw DUV Aqy nmI vwly kmry

ivc nw r`iKAw jwvy[
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ibjlI sùriKAw Aijhy XMqr ijvyN ik AnieMtrptIbl pwvr splweI (UPS) jo ik
XMqr dI vrqoN lweIt cly jwx qy kMipaUtr nUM ibjLI bYk Ap dyvy[ibjlI cly jwx

kwrn kMipaUtr iekdm bMd ho ky swPtvyAr dy  Krwb hox qoN bcwaux
leI UPS dI vrqoN kIqI jWdI hY[UPS dI vrqoN ibjLI dy iekdm
ijAwdw Awaux jW G`t Awaux kwrn KrwbI qoN bcx leI vI kIqI jWdI
hY[qusIN Alg̀ qOr qy voltyj rYgUlytr dI vrqoN vIkr skdy ho[ijAwdw
ibjlI Awaux vyly qusIN kMipaUtr nUM Krwb hox qoN bcwaux leI ies nUM
bMd krky qwr nUM swikt qoN bwhr k`F dyxw cwhIdw hY[

kMipaUtr dw A`g kMipaUtr nUM A`g qoN bcwaux leI ies nUM A`g nUM mT̀w krn vwly sQwn qy
qoN bcwv r`Ko[ies qoN ielwvw qusIN Pwier syPtI XMqr dI vrqoN vI kr skdy ho

Aqy kMipaUtr nUM nukswn qoN bcw skdy ho[

qwpmwn Aqy nmI quhwnUM kMipaUtr nMU shI clwaux leI qwpmwn Aqy nmI nUM shI krky
qoN bcwv r`Kxw cwhIdw hY[ies qrHW krn leI qusIN fIvweIsW ijvyN ik eyAr

kMfISn, ihaUmIftI kMtrolr dI vrqoN kr skdy ho[

mnùK qoN bcwv

quhwfy kMipaUtr nUM iek hor iksm dw Kqrw ivAkqI qoN vI hY[quhwfy AwiPs dw koeI krmcwrI
quhwfy nwl Awpxw gùsw k`Fx leI quhwfy kMipaUtr dy fwtw nUM nukswn phuMcw skdw hY[hYkr ik
Aijhw ivAkqI huMdw hY jo ik quhwfy kMipaUtr nUM ijs vyly qusIN ieMtrnYt qy hovo, AnAiDkwirq
qrIky nwl vrqx dI koiSS krdw hY[ hYkr quhwfy kMipaUtr nUM hYk krn qoN bwAd kMipaUtr qy
pey fwtw nUM corI jW Krwb kr skdw hY[ies qoN ielwvw mnùKI glqI ijvyN ik durGtnwvS jW
iPjIklI nukswn nwl vI fwtw Krwb ho skdw hY[hyTW id`qy tybl ivc mnu~KI kwrnW krky hox vwly
nukswn bwry  d`isAw igAw hY[

nukswn ivAwiKAw

corI quhwfy kMipaUtr jW ies dy BwgW nUM koeI vI curw skdw hY[portybl
kMipaUtr dI lokipRAqw ijvyN ik lYptwp dI corI Awm gl̀ hY[jdoN qusIN
ieMtrnYt qy hovo qW qusIN Virtual theft dw iSkwr vI ho skdy ho[Virtual
theft dI iek audwhrx identity dI corI hY ijs ivc hYkr quhwfI
prsnl sUcnw nUM curw skdy hY[ies glq pihcwx dI vrqoN krky hYkr
quhwfy PwienYNs qk phuMc kr skdw hY Aqy koeI AprwiDk ikirAw kr
skdw hY[Virtual theft dI iek hor audwhrx swPtvyAr pweIrysI hY jo
ik kMipaUtr ifjweIn jW pRogrwm dI corI hY[ies dw mqlb
AnAiDkwirq qOr qy vMf Aqy kMipaUtr pRogrwm Aqy gupq fwkUmYNt dI
vrqoN vI  hY[
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vwiers, vorms vwiers auh kMipaUtr pRogrwm huMdy hn jo ik quhwfy kMipaUtr dy fwtw
Aqy trojn hors Aqy swPtvyAr nUM Krwb kr skdy hox jW quhwfy kMipaUtr dI sUcnw nUM

corI kr skdy hn[ieh vwiers quhwfy iDAwn ivc Awey qoN ibnHW quhwfy
kMipaUtr ivc ieMtrnYt rwhIN jW storyj ifvweIsW ijvyN ik PlwpI ifsk
Aqy sIfI rom rwhIN dwKl ho skdy hn[vorms auh vwiers huMdy hn jo
ik iek vwr kMipaUtr qy hmlw krn qoN bwAd AwpxI kwpI Awpxy Awp
krdy rihMdy hn ijs kwrn aunW nUM k`Fxw AOKw ho jWdw hY[iek Awm
vorm trojn hors hY[ jdoN ieh kMipaUtr qy phuMcdw hY ies dy kwrn
fwtw nUM kwPI nukswn huMdw hY[

spweIvyAr spweIvyAr auh pRogrwm huMdy hn jo  quhwfy iDAwn qoN bgYr kMipaUtr
ivc install huMdy hn[ auh gupq qOr qy vYb bRwaUijMg dIAW quhwfI AwdqW
sbMDI sUcnw Aqy hor prsnl jwxkwrI nYtvrk rwhIN dUjy kMipaUtr nUM
Byjdw hY[

ieMtrnYt qy DOKw jdoN qusIN ieMtrnYt dI vrqoN krdy ho quhwnMU kuJ AwkrSk AwPrwN  eI-
myl jW cYt rUm kimaUnIkySn rwhIN Aw skdy hn[quhwnUM ies pRkwr dy
AwPrW nUM svIkwr krn qoN pihlW swvDwn hoxw cwihdw hY ikauNik ieh
AwPr quhwnUM iksI XOjnw qihq Financial loss krw skdy hn[

AwnlweIn pRIfytr AwnlweIn pRIfytr auh huMdy hn jo ik ÁéÀ¹éï¹Õå Áå¶ ×Ëð ÕðçÆ ÕÆîåÆ
irlySniSp leI luBwauNdy hn[qusIN jW quhwfy pirvwirk mYNbr ies dw
iSkwr ho skdy hn[AwnlweIn pRIfytr Awpxy inSwny nwl eI-myl jW
cYt rwhIN ilMk bxw skdy hn[

durGtnwvS fwtw bhuq vwr kMipaUtr dw fwtw ivAkqI vl̀oN Acwnk glqI nwl fIlIt ho
fIlIt hoxw jWdw hY[durGtnwvS mhq̀vpUrn fIlIt hoeI PweIl kwrn fwtw dI

iekswrqw Kqm ho jWdI hY Aqy ieh pRogrwm Aqy fwtw nUM kMm krn qoN
rok idMdI hY[audwhrx leI: qusIN durGtnwvS iek mhq̀vpUrn PweIl
iflIt kr id`qI hY,ijs kwrn kMipaUtr Krwb ho jwvygw[

durGtnwvS kMipaUtr dy Bwg nwjuk hox kwrn lwprvwhI kwrn Krwb ho skdy
hwrfvyAr dw hn[audwhrx leI jy qusIN durGtnwvS lYptop kMipaUtr nUM sùt idMdy ho
nukswn hoxw qW ieh iesdy kMponYNt ijvyN ik mdrborf jW sIfI rom ivc KrwbI kr

skdw hY[ijsdw nqIjw kMipaUtr dw fwtw Krwb ho jWdw hY[ies qoN
ielwvw fwtw dw iPjIkl nukswn ies au~pr Kwxw Awid ifg̀xw quhwfy
kMipautr nUM nukswn phuMcw skdy hn[
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mnu~KI nukswn qoN bcx leI surìKAw dw pYmwnw

qusIN kuJ gl̀W dw iDAwn r`Kdy hoey mnu~KI nukswn qoN bc skdy ho[hyTW tybl ivc mnu~KI nukswn
qoN bcx leI kuJ hl̀ id`qy gey hn[

h`l ivAwiKAw

fwtw nUM surìKAq Awpxy fwtw nUM sur`iKAq sQwn Aqy iksy dI vI phuMc qoN dUr r`Ko[ies
qrIky nwl stor nwl fwtw dI corI hox dI sMBwvnw AnAiDkwirq vrqoN qoN bc jwvygw[
krnw

Encrypt fwtw ivMfo ivstw dI ibt-lokr PIcr quhwfy fwtw nUM frwiev qy hI Encrypt
idMdw hY[jdoN qusIN fwtw nUM ies ivSySqw dI vrqoN kridAW Encrypt krdy
ho qW AnAiDkwirq XUjr quhwfy fwtw nUM hwrf ifsk nMU kMipaUtr qoN
htw ky dUjy kMipaUtr qy clw ky vI fwtw nUM vrq nhIN skdy[

Antivirus Aqy Antivirus Aqy Antispyware pRogrwm auh huMdy hn jo kMipaUtr dI
Antispyware pRogrwm mYmrI ivc mOjUd vwiers Aqy spweIvyAr nUM cỲk krdy hn Aqy ienHW nUM
nUUM install krnw kMipaUtr ivc dwKl hox qoN vI rokdy hn[quhwnUM Antivirus Aqy

Antispyware swPtvyAr nUM rYgUlr qOr qy Apfyt krdy rihxw cwhIdw hY
qW ik nvyN vwiersW Aqy spweIvyArW qoN bicAw jw sky[bhuq swry
Antivirus Aqy Antispyware swPtvyAr dI AwtomYitk Apfyt dI
ivSySqw huMdI hY jo ik kMipaUtr ieMtrnYt qy juVn vyly AwtomYitklI
swPtvyAr nUM Apfyt krdI rihMdI hY[iblt ien swPtvyAr ijvyNik
ivMfo myl jMk myl nUM blwk krn Aqy vwiers qy vorms nUM cY~k krn dI
suivDw idMdw hY[ivMfo ivstw ivc Window Defender pRogrwm hY joik
iblt ien AYNtI spweIvyAr pRogrwm hY jo ik Real –time protection dI
suivDw idMdw hY[

Pwiervwl nUM Malicious threats qoN bcwv leI Pwiervwl iek hor vDIAw stYp
install krnw hY[Pwiervwl quhwnUM ieMtrnYt trYiPk nUM iPltr krn dI suivDw idMdw hY

ies qoN pihlW ik auh quhwfy kMipaUtr jW pRweIvyt nYtvrk qk
phuMcy[ies qoN ielwvw hor sur`iKAw ijvyN ik hYkr Aqy vwiersW qoN vI
idMdI hY[Pwiervwl kMipaUtr dI pRweIvysI dw iDAwn r`KdI hY qW ik
koeI AnAiDkwirq XUjr ies dI vrqoN nw kr sky[ieh ivSySqw ivMfo
ivstw dy nwl  imldI hY joik quhwfy kMipaUtr dy AnAiDkwirq vrqoN nUuM
rokdI hY[

bYk Ap fwtw Awpxy kMipaUtr dy jrUrI fwtw dw rYgulr bYkAp ilAw jwvy[fwtw dIAW
bhuq swrIAW kwpIAW bxwaux qy fwtw durGtnwvS jW jwx-buJ ky Krwb
ho jwx qy dubwrw irkvr kIqw jw skdw hY[
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kMipaUtr nUM kMipaUtr nUM ies qrHW dy Kyqr ivc r`Ko ij~Qy ik DUV nw hovy, vwiebrySn
surìKAq vwqvrn nw hovy Awid[kMipaUtr nUM ies pRkwr dI SYlP jW myj qy r`Ko ik Dk̀w
ivc rK̀xw pYx qy vI ieh Ql̀y nw ifgy[kMipaUtr nUM mYgnyitk XMqrW qoN, pwxI qoN,

stYitk ifscwrj qoN dUr r`Ko[kMipaUtr nUM PrS qy nw r`Ko[kIborf dy
nyVy Kwx-pIx qoN prhyj kro Aqy kIborf qy kuC ifgx qoN bcwaux leI
ies nMU kvr kro[

kMipaUtr nUM bcwaux dIAW swvDwnIAW

mMn lo ik qusIN iek gupq pRojYkt irport Awpxy kMipaUtr ivc syv kIqI hY[qusIN keI hPiqAW dI
imhnq nwl ieh irport iqAwr kIqI hY, hux qusIN ies irport nUM Awpxy suprvweIjr nwl swNJI
krnw cwhuMdy ho[quhwfy kol kMipaUtr qy iesdI isMgl kwpI mOjUd hY ies leI ies nUM iflIt hox
qoN bcwaux leI ies dI sur`iKAw jrUrI hY[dUsrw koeI krmcwrI quhwfI gYrhwjrI ivc kMipaUtr
nUM vrqdw hY Aqy ies pRojYkt irport nUM iflIt kr idMdw hY[ies pRkwr dy hwlwq qoN bcwv leI
qusIN Awpxy kMipaUtr dy fwtw nUM sur`KiAq krnw cwhuMdy ho[hyTW tybl ivc kuJ idSw inrdyS id`qy
hn jo ik quhwfy kMipaUtr dy vwqwvrn Aqy fwtw nUM sur`iKAw muhìeAw krwauNdy hn[

idSw-inrdyS ivAwiKAw

XUjr dI pihcwx AnAiDkwirq XUjr nUM kMipaUtr dI AksYs qo rokxw kMipaUtr dy fwtw
nUM bcwaux dw  iek pRBwvI qrIkw hY[ies leI qusIN Awpxy kMipaUtr qy
AiDkwirq XUjrW dy Kwqy bxw skdyho ijs qy hryk XUjr nUM quhwfw
kMipaUtr vrqx dI hd̀ iml jwvygI[ivMfo ivstw ivc qusIN Awpxy
pwirvwirk mYNbrw Aqy hor XUjrW dw Kwqw bxw skdy ho[qusIN ies Kwqy
ivc Awpxy Awp nUM pUry AiDkwr Aqy b`icAW dy Kwqy nUM QoVy AiDkwrW
q`k sImIq r`K skdy ho[

XUjrnym Aqy qusIN XUjrnym Aqy pwsvrf dI vrqoN krky sur`iKAw nUM vDw skdy ho Aqy
pwsvrf AnAiDkwirq vrqoN nMU rok skdy ho[bhuqwq AwiPsW ivc hryk

krmcwrI nUM XUink AweI fI Aqy pwsvrf id`qw huMdw hY[krmcwrI nUM
kMipaUtr dI vrqoN krn leI shI AweI fI Aqy pwsvrf Brnw pYNdw
hY[qusIN ivMfo ivstw ivc XUjr nym Aqy pwsvrf Br skdy ho[

pwsvrf dI quhwfw pwsvrf quhwfy leI kMipaUtr dI cwbI dI qrHW hY[koeI vI jo
sur`iKAw quhwfw pwsvrf jwxdw hY quhwfy kMipaUtr dI vrqoN kr skdw hY Aqy

fwtw dI vrqoN kr skdw hY[quhwnUM Awpxw pwsvrf sur`iKAq r`Kxw
cwhIdw hY[ies nUM kMipaUtr qy twiep krn vyly vI ieh iDAwn r`iKAw
jwvy ik koeI ies nUM dyK nw irhw hovy[Awpxw pwsvrf iksy nwl SyAr
nw kro[Awpxy pwsvrf nUM ilK ky fYsk qy nw r`Ko[jy quhwnUM lg̀dw hY ik
pwsvrf ieMnw sur`iKAq nhIN hY qW ies nUM qurMq bdl do, ies qoN
pihlW ik ies dI koeI durvrqoN kry[
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Lwk kMipaUtr jdoN qusIN Awpxy kMipaUtr nMU cldw Cf̀ idMdy ho qW koeI vI quhwfy
kMipaUtr swPtvyAr jW fwtw nUM nukswn phuMcw skdw hY[qusIN Awpxy
kMipaUtr nUM tYNpryrI lwk kr skdy ho jy quhwnUM ies nUM Cf̀ ky ikqy jwxw
pYNdw hY[jdoN qusIN kMipaUtr nUM lwk krdy ho, qW ieh qurMq iesdI
smg̀rI nUM Cupw lYNdw hY Aqy kMipaUtr audoN q`k koeI vI kMm nhIN krygw
jd qk ies nUM shI XUjrnwm Aqy pwsvrf nw id`qw jwvy[XUjrnwm Aqy
pwsvrf sỲt krn leI Asl kdm quhwfy kMipaUtr dy AwpryitMg
isstm qy inrBr krdw hY[audwhrx leI ivMfo ivstw ivc kMipaUtr nUM
lwk krn leI CTRL+ALT+DELETE kIj nUM dbwE Aqy lwk ids
kMipaUtr AwpSn qy kilk kro[not kIqw jwvy lwk krn dI ieh suivDw
hr AwpryitMg isstm ivc mOjUd nhIN hY[

surìKAq swPtvyAr Threats ijvyN ik vwiers Aqy spweIvyAr qoN bcwv leI quhwfy
nUM install Aqyy kMipaUtr nUM lgwqwr sur`iKAw dI jrUrq hY[ vwiers quhwfy kMipaUtr
update krnw fwtw nUM Krwb kr skdw hY Aqy qusIN mhq̀vpUrn fwtw nUM gvw skdy ho

jW quhwnUM AwpryitMg isstm Aqy swPtvyAr nUM dubwrw install krn dI
jrUrq pY skdI hY[qusIN Awpxy kMipaUtr nUM vwiers Aqy spweIvyAr qoN
bcwaux leI AYNtI vwiers Aqy AYNtI spweIvyAr swPtvyAr install kr
skdy ho[ieh sùriKAq swPtvyAr pRogrwm quhwfI kMipaUtr ivcoN
vwiers Aqy spweIvyAr nUM k`Fx leI vrqy jWdy hn[auh nivAW qoN vI
quhwfy kMipaUtr dw bcwv r`Kdy hn[ieh vDIAw hY ik Pwiervwl nUM
install kr ilAw jwvy jo ik quhwfy kMipaUtr qk phuMcx vwlI smg̀rI nUM
iPltr kr idMdI hY[Pwiervwl AnAiDkwirq vrqoN nUM rok ky hYkr qoN
vI sùriKAw idMdy hn[ijvyN ik nvyN Threats AwauNdy rihMdy hn kMpnI
swPtvyArW nUM rYgulr Apfyt krdIAW rihMdIAW hn ijs nUM qusIN Awpxy
kMipaUtr qy install kr skdy ho[ieh Apfyt quhwfy kMipaUtr qy mOjUd
swPtvyArW Aqy AwpryitMg isstm nUM Apfyt krdI hY qWik  ienHW nUM
Threats qoN bcwieAw jw sky[ieh XkInI bxwieAw jwvy ik qusIN
AYNtIvwiers swPtvyAr  nUM lgwqwr Apfyt krdy rho qW ik ieh nvyN
vwiersW qoN quhwfw bcwv kr sky[ivMfo ivstw dI Pwiervwl ivSySqw
quhwfy kMipaUtr nUM AxAiDkwirq AYksys qoN rokdI hY[ies qoN ielwvw
ivMfo ivstw dw iek iblt ien spweIvyAr pRogrwm Window Defender
hY joik Threats dy Awaux qy swhmxy Aw jWdw hY[

Encrypt fwtw quhwfy fwtw nUM nw-pVnXog PwrmYt ivc bdlxw Aqy ies nUM
AxAiDkwirq vrqoN qoN rokx nUM Encryption kihMdy hn[iek pRmwixq
XUjr ies nUM pVnXog Pwrm ivc bdl ky ies dI vrqoN kr skdw
hY[ies nMU Decryption kihMdy hn[bhuq swry swPtvyAr auqpwd A`j
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ies qrHW fwtw nUM Encrypt krdy hn[ivMfo ivstw ivc Encryption aus
XUjr leI pwrdrSI huMdI hY jo ies dI vrqoN krdw hY[ies dw mqlb
ieh hY ik quhwnUM ies nUM vrqx leI mYnUALI decryption krn dI loV
nhIN pvygI[qusIN PweIl nUM Kol Aqy bdl skdy ho ijs qrHW pihlW krdy
sI[

bYk Ap fwtw qusIN AwpxIAW PweILW nUM guMm hox Aqy nukswn  qoN bcwaux leI jrUrI
PweIlW dI kwpI krky ies nUM Alg̀ storyj mIfIAw ijvyN ik sIfI,
fIvIfI jW PlwpI ifsk qy r`K skdy ho[ies pRosYs nUM bYk Ap fwtw
kihMdy hn[qusIN ies bYk Ap fwtw nUM sur`KiAq sQwn qy r`K skdy ho qW
ik qusIN ies dI vrqoN aus smyN kr sko jdoN Asl fwtw fIlIt ho jwvy[

AwnlweIn Aqy nYtvrk trWjYkSn dI surìKAw

ieMtrnYt nwl kMipaUtr joVn qoN bwAd ieh quhwnUM sUcnw Aqy mnorMjn dy sMswr ivc lY jWdw
hY[ies dy nwl hI ieh quhwfy kMipaUtr nUM keI Threats leI vI Kol idMdw hY[audwhrx leI iksy
vwiers Xukq kMipaUtr qoN quhwfy kMipaUtr qy vwiers Aw skdw hY[qusIN kMipaUtr nUM ienHW
AwnlweIn Threats qoN bcwv leI keI vDIAw koiSSW ijvyN ik mjbUq pwsvrf lgwauxw, Encrypt
fwtw, AYNtIvwiers swPtvyAr dI vrqoN kr skdy ho[hyTW id`qy tybl ivc keI ikirAwvW id`qIAW
geIAW hn ijs dI vrqoN sur`iKAq Awn lweIn Aqy nYtvrk trWjYkSn leI kr skdy ho[

kwrvweI ivAwiKAw

mjbUq pwsvrf mjbUq pwsvrf AOKw hoxw cwhIdw hY ijs nUM AswnI nwl bùiJAw nw jw
dI vrqoN sky[pwsvrf ivc Aprkys, loArkys,nMbr Aqy spYSl krYktr ijvyN

ik & Aqy $ hoxy cwhIdy hn Aqy pUry Sbd jW nwm nhIN hoxy cwhIdy
hn[mjbUq pwsvrf threats dw swhmxw krn leI quhwfy leI pRweImrI
fIPYNs hY[ienHW sB leI mjbUq pwsvrf dI jrUrq huMdI hY:

kMipaUtr dI AYksys leI
nYtvrk dI AYksys leI
auh vYbsweItW dI AYksys  leI ijnHwN kol sYNsitv sUcnw ijvyN ik
prsnl Aqy ivq̀I sUcnw hox
iksI kImqI fwtw nUM AYksys krn leI
kMipaUtr au~qy storf prsnl fwtw

hYikMg Aqy spweI- jdoN qusIN ieMtrnYt nUM clwauNdy ho qW ieh sMBv hY ik quhwfy kMipaUtr qy
vyAr qoN surìKAw mOjUd swPtvyAr pRogrwm quhwfI prsnl sUcnw dUsry dyS ivc bYTy hYkr

nUM dy dyvy[ieh swPtvyAr pRogrwm nUM spweIvyAr ikhw jWdw hY[ieh
pRogrwm quhwfy iDAwn ivc Awayx qoN bgYr quhwfy kMipaUtr ivc install
ho jWdy hn Aqy gupq qOr qy quhwfI kMipaUtr dI sUcnw hYkr nUM idMdy
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hn[kuJ AiDkwrI Awpxy krmcwrIAW dy kMipaUtr qy ies swPtvyAr nUM
lof kr idMdy hn qW ik auh aunHW dI AYktIivtIAW dw iDAwn r`K
skx[ivMfo ivstw ivc iblt ien AYNtIspweIvyAr Window Defender
huMdw hY jo ik spweIvyAr nUM kMipaUtr ivc dwKl hox qoN rok skdw
hY[EnlweIn sur`iKAw leI ieMtrnYt srivs pRovweIfr dI vrqoN kIqI
jw skdI hY[ieh iksy vI Pwrm AYNtIvwiers Aqy AYNtIspweIvyAr
swPtvyAr dy rUp ivc ho skdI hY[kuJ ieMtrnYt srivs pRovweIfr
Pwiervwl pRotYkSn,eImyl vwiers skrIinMg Aqy spYm pRotYkSn Awid
dI shUlq vI pRdwn krdy hn[

bRwaUijMg ihstrI vYb sweIt Aqy vYb pyj jo qusIN ieMtrnYt qy Koldy ho quhwfI bRwaUjr dI
nUM imAwdI qOr qy ihstrI ivc syv ho jWdw hY[jdoN qusIN ieMtrnYt clwauNdy ho qW kMipaUtr
swP krnw dI mYmrI ivc AwrjI qOr qy keI PweIlW stor ho jWdIAW hn[ies

AwrjI mYmrI nUM kYS mYmrI ikhw jWdw hY[kYS mYmrI ivc stor PweIlW
quhwfy vloN KolIAW geIAW vYbsweItW dw irkwrf r`Kdw hY[ienHW AwrjI
ieMtrnYt PweIlW ivc quhwfI prsnl sUcnw ijvyN ik XUjrnym Aqy
pwsvrf ho skdy hn jo ik hYkr vrqoN kr skdw hY[ies leI hYkr qoN
ienHW dy bcwv leI ihstrI Aqy kYS mYmrI nUM imAwdI qOr qy fIlIt
krdy rihxw cwhIdw hY[jdoN qusIN vYbsweIt Koldy ho qW qusIN noits kr
skdy ho ik ieh quhwfw nwm drswauNdI hY[ieh sB kukIj dy nwl sMBv
huMdw hY[kukIj CotIAW PweIlW huMdIAW hn joik quhwfy kMipaUtr qy pihlW
KolIAW vYbsweItW qoN bxIAW huMdIAW hn Aqy quhwfI psMd nUM noits
krdIAW hn[ienHW dw mMqv jdoN vYbsweIt nUM Kolo prsnl AnuBv dyxw
huMdw hY[pr kukIz vI kMipaUtr pRweIvysI leI threat  hn ikauNik aus
ivc quhwfI prsnl sUcnw huMdI hY[audwhrx leI kukIz ivc quhwfI
krYift kwrf sbMDI sUcnw ho skdI hY jo ik qusIN AwnlweIn SwipMg dy
smyN vrqoN kIqI sI[ies leI ieh vDIAw hY ik kukIz nUM imAwdI qOr qy
iflIt krdy rihxw cwhIdw hY qW ik quhwfI prsnl sUcnw nUM koeI vrq
nw sky[

prsnl sUcnw nUM kuC vYbsweItW quhwnUM AwpxI prsnl sUcnw ijvyN ik nwm,jYNfr Aqy
SyAr nw krn aumr Brn leI kihMdIAW hn [ eI-kwmrs dIAW sweItW ivc quhwnUM
sbMDI AwpxI bYNk sbMDI sUcnw jW krYift kwrf nMbr vrqx dI jrUrq pYNdI

hY[pr ies nUM Xwd r`iKAw jwvy ik hYkr ies nUM AYksys krky ies dI
durvrqoN kr skdy hn[kuJ kMpnIAW ies sUcnw dI vrqoN krky
AxcwhIAW eI-myl mYsyj Byjx leI kr skdIAW hn[ies leI koeI vI
prsnl sUcnw nUM vYbsweIt qy SyAr krn leI ieh XkInI bxwieAw
jwvy ik ieh sùrKiAq vYbsweIt hY Aqy ies nUM ieh sUcnw dI loV hY[
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kyvl surìKAq jdoN qusIN AwnlweIn SwipMg krdy ho quhwnMU sYNsitv sUcnw ijvyN ik bYNk
sweItW qy dw Kwqw nMbr jW krYift kwrf sbMDI sUcnw dyxI pYNdI hY[ies leI ieh
AwnlweIn mhq̀vpUrn hY ik qusIN kyvl sur`KiAq vYbsweItW qy Awn lweIn
trWjYkSn trWjYkSn kro[vYbsweIt jo ik http qoN  SurU huMdI hY sur`KiAq huMdI

hY[pRI- iPks d`sdw hY ik vYbsweIt Secure Socket Layer(SSL) pRotokwl
nUM clwauNdI hY[SSL iek ieMtrnYt sikaUrtI pRotokwl joik sUcnw nUM
encrypt krky sur`KiAq fwtw kimaUnIkySn krdI hY[SSL inSicq
krdw hY ik vYbsweIt shI hY Aqy ieh XkInI bxwieAw jwvy sweIt nUM
id`qy gey fwtw dI durvrqoN nw hovy[jdoN qusIN iek sur`KiAq vYbsweIt
Koldy ho, bhuq swry vYb bRwaUjr iek sMdyS idKwauNdy hn ik qusIN iek
sur`KiAq vYbsweIt KolI hY[lwkf pYflwk AweIkwn jo ik AYfrys bwr
qy huMdw hY, iek sur`KiAq vYbsweIt lB̀x ivc quhwfI mdd krdw
hY[iksI vYbsweIt qy trWjYkSn krn leI qusIN aus vYbsweIt dw
sur`iKAw srtIiPkyt cỲk kr skdy ho[

ivMfo sikaUrtI sYNtr ivMfo ivstw ivc iek ivSySqw ivMfo sikaUrtI sYNtr hY jo ik quhwnUM
dI vrqoN krdy hoey jrUrI sikaUrtI sYitMg dw styts jwxn leI Aqy quhwfy kMipaUtr qy
sur`iKAw BwgW nUM mOjUd AYNtI vwiers swPtvyAr nUM  trYk krn leI iek Awrwmdweik
configure krnw XUitltI hY[qusIN Epn sikaUrtI sYNtr kMtrol pYnl qoN KolH skdy

ho[sikaUrtI sYNtr dy cwr Bwg huMdy hn:
Pwiervwl : ivMfo ivstw ivc ivMfo Pwiervwl AwtomYitklI
AYktIvyt huMdw hY[Pwiervwl ivc Malicious smg̀rI ijvyN ik
vwiers Aqy vorms nUM quhwfy kMipaUtr ivc dwKl nw hox dyxw[
AwtomYitk ApfyitMg : ieh ivSySqw mweIkRoswPt Apfyt vYbsweIt
au~qy sur`KiAw sbMDI Apfyt nUM cY~k krdw hY[ies ivSySqw nUM
Enable krky ieh XkInI bxwieAw jWdw hY ik quhwfw kMipaUtr
Apfyt ho irhw hY Aqy ieMtrnYt qy nvyN sikaUrtI threat qoN
sur`KiAq hY[
Malware pRotYkSn : spweIvyAr Aqy dUjy Axcwhy swPtvyAr
quhwfy kMipaUtr ivc quhwfI mrjI qoN bgYr Awpxy Awp lof ho jWdy
hn[jdoN qusIN ieMtrnYt nwl juVdy ho ivMfo fIPYNfr rIAl twiem
pRotYkSn pRdwn krdw hY[
hor sikaUrtI sYitMg : hor sikaUrtI sYitMg ivc ieMtrnYt sYitMg
Aqy XUjr AkwaUNt kMtrol sYitMg AwauNdIAW hn[ieMtrnYt AwpSn
dI vrqoN kridAW, qusIN ieMtrnYt sikaUrtI lYvl nUM mIfIAm,
mIfIAm-hweI jW hweI sYt kr skdy ho[ieMtrnYt AYksplorr 7 dy
sikaUrtI lYvl ipCly vrjnW nwloN ijAwdw hY[XUjr AkwaUNt
kMtrol AxAiDkwirq XUjr vloN quhwfy kMipaUtr ivc  bdlwv krn
qoN pihlW pwsvrf pùC ky rok idMdw hY[
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Disable Active Active content Coty pRogrwm huMdy hn joik quhwfy kMipaUtr qy install huMdy
Content hn jdoN qusIN ieMtrnYt clw rhy huMdy ho[ienHW dw mu~K kMm quhwnUM vIfIE

Aqy tUlbwr rwhIN Interactive ieMtrnYt dw AnuBv dyxw hY[keI vwr
ies dI vrqoN kMipaUtr qy storf fwtw nUM nukswn phMucwaux leI jW
Malicious swPtvyAr nUM quhwfy iDAwn qooN bgYr kMipaUtr ivc lof krnw
hY[qusIN bRwaUjr sYitMg dI vrqoN krky, qusIN ies AwpSn nUM cux ky
Aijhy pRogrwmW nUM lof hox qoN rok skdy ho[

surK̀iAq eI-myl Aqy Instant mYsyj(IM) leI pYmwnw

ibjns  Aqy prsnl kimaUnIkySn leI ijAwdwqr eI-myl Aqy IM dI vrqoN huMdI hY[iPr vI
hYkr, AwnlweIn Predator, Aqy auh jo vorm Aqy vwiers dI rcnw krdy hn eI-myl Aqy IM dI
vrqoN krdy hn[audwhrx leI ieh lok eI-myl ijs ivc nukswn krn vwly swPtvyAr dI
AtYcmYNt hovy Byj skdy hn[ieh lok eI-myl dI vrqoN krky quhwnMU glq AwPr Aqy sYNsitv sUcnw
dI mMg kr skdy hn[ies krky quhwfy leI ieh jrUrI hY ik qusIN eI-myl Aqy Instant mYsyj(IM)
leI inSicq pYmwnw qYA kro[

eI-myl dI sur`iKAw leI, AtYcmYNt vwlIAW eI-myl nUM Kolx qoN prhyj kro, sUcnwvW mMgx vwlIAW
kmrSIAl mylW nUUM jvwb nw dyvo, jMk myl nMU Kolx qoN prhyj kro Aqy Awpxy Awp nUM Phishing qoN
bcwE[IM dI sur`iKAw leI isrP jwxkwr ivAkqIAW nwl hI cYt kro Aqy IM qy AweIAW
AtYcmYNtW nUM pRwpq nw kro[

AtYcmYNt vwlIAW eI-myl Kolx vyly swvDwn rho

sUcnwvW mMgx vwlIAW kmrSIAl mylW nUUM jvwb nw dyvo

Awpxy Awp nUM iPiSMg qoN bcwE

isrP jwxkwr ivAkqIAW nwl hI cYt kro

IM qy AweIAW AtYcmYNtW nUM nw Kolo

quhwfI pRweIvysI dI surìKAw dw pYmwnw

kMipaUtr Aqy ieMtrnYt dI vDdI lokipRAqw nMU dyKdy hoey Aijhy keI qrIky hn ijQ̀y pRweIvysI nwl
smJOqw kIqw jWdw hY[quhwnUM Aqy quhwfy pirvwr dy mYNbrW nUM threats qoN bcx leI prhyj jrUrI
hY[qusIN hyTW  id`qy swDwrn pYmwny dI vrqoN krky Awpxy Aqy Awpxy pirvwirk mYNbrW dI pRweIvysI
nUM kwiem r`K skdy ho[

AwpxI pihcwx dI AwV

AwpxI prsnl sUcnw iksy vI Axjwn ivAkqI nwl SyAr nw kro[ ieh pRweIvysI pRotYkSn leI
sB qoN vDIAw inXm hY[jdoN qusIN eI-myl sMdySW dw Awdwn-pRdwn jW IM rwhIN cYt kr rhy hovo qW
ieh XkInI kro ik qusIN Awpxy bwry jW ijhVy quhwnUM jwxdy hn sbMDI iksy nUM vI prsnl sUcnw
nw idE[kMipaUtr Aqy eI-myl dI vrqoN krn leI mjbUq pwsvrf dI vrqoN kro[
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Awpxy kMipaUtr Aqy mhq̀vpUrn fwtw dw rYgUlr bYkAp lE

ieh vDIAw gl̀ hY ik qusIN Awpxy kMipaUtr dy swry iksmW dy mhq̀vpUrn Aqy sYNsitv fwtw dw
bYkAp lE[mhq`vpUrn fwtw fwkUmYNt, fwtwbys jW contact ho skdy hn[qusIN keI storyj mIfIAw
ijvyN ik sIfI Aqy dUsrI hwrf ifsk dI vrqoN bYk Ap lYx leI kr skdy ho[jy qusIN kMipaUtr
qy storf fwtw dw rYgUlr bYkAp lYNdy ho qW Asl fwtw Krwb hox vyly qusIN ies nUM irkvr kr
skdy ho[ieh vI slwh id`qI jWdI hY ik bYkAp fwtw nUM sur`KiAq sQwn qy r`iKAw jwvy Aqy ies
dI phuMc nUM pwsvrf Aqy Encryption nwl sikaUrtI id`qI jwvy[

Awpxy isstm dI sikaUrtI nUM lgwqwr cY~k krdy rho

Awpxy kMipaUtr dy hux dy sikaUrtI lYvl nUM lgwqwr cY~k kro[mwfrn AwpryitMg isstm ivc
ieh suivDw iblt-ien hI huMdI hY joik quhwfy kMipaUtr nUM bhuq swry threats dy nukswn qoN
sur`iKAw Aqy pRweIvysI pRdwn krdy hn[audwhrx leI ivMfo ivstw dw iek Bwg ivMfo sikaUrtI
sYNtr hY jo ik quhwfI Pwiervwl dI sYitMg krn, swPtvyAr Apfyt dw SifaUl sY~t krn Aqy
quhwfy kMipaUtr dy AYNtI vwiers dI vYDqw nUM cY~k krn ivc mdd krdw hY[

vwiers skYn rojwnw clwauxw

hr idn jdoN qusIN kMipaUtr clwauNdy ho qW quhwfy kMipaUtr nUM vwiers dy hmly dw Kqrw huMdw
hY[ies leI ieh jrUrI hY ik qusIN hr  roj Awpxy kMipaUtr qy vwiers skYn clwE[quhwnUM Awpxy
kMipaUtr qy AYNtI–vwiers swPtvyAr nUM vI Apfyt krn dI jrUrq hY qW ik nvyN vwiersW qoN
bicAw jw sky[

AYNtIspweIvyAr dI vrqoN

spweIvyAr pRogrwm gupq qrIky nwl quhwfy kMipaUtr ivc dwKl ho jWdy hn Aqy quhwfy Aqy quhwfy
pirvwr bwry prsnl sUcnw Byj skdy hn[AYNtIspweIvyAr dI vrqoN krky qusIN Malicious pRogrwm
qy cY~k r~K skdy ho Aqy swPtvyAr nUM Ap-tU-fyt kr skdy ho[

surK̀iAq vYb sweItW qy pRis`D vendor nwl EnlweIn trWjkYSn krnw

jdoN qusIN AwnlweIn trWjYkSn krdy ho, quhwnUM AwpxI prsnl sUcnw ijvyN ik krYift kwrf
sbMDI sUcnw jW bYNk Kwqy sbMDI sUcnw vYbsweIt nUM dyx dI jrUrq pYNdI hY[ ieh sUcnw jy bwhr
iksy nUM iml jwvy qW auh ies dI vrqoN krky ivq̀I DoKw dy skdw hY[ies leI ieh jrUrI hY ik
qusIN sur`KiAq vYbsweItW qy AwnlweIn trWjYkSn kr sko[

ISP nUM glq BwSw dI irport dyxI

bhuq swry pRis`D ISP dIAW trms Aqy kMfISnj huMdIAW hn ik auh Awpxy XUjrW nUM koeI vI
AprwiDk Aqy AnYiqk kMm krn dI iejwjq nhIN idMdy[jdoN koeI quhwfI AwnlweIn pRweIvysI nUM
spYm Byj jW hYikMg rwhIN qoVn dI koiSS kry qW qusIN ies dI irport ISP nUM dy skdy ho[ ISP ies
nwl aus dy ivru~D kwrvweI kr skygw[
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Axjwn XUjrW v`loN ByjIAW eImyl sMdySw nUM iPltr krnw

qusIN iksy Axjwn ivAkqI vl̀oN bhuq swry eI-myl sMdyS pRwpq kr skdy ho Aijhy eI-myl sMdySw
nUM spYm myl jW jMk myl kihMdy hn ijnWH ivc vwiers jW spweIvyAr ho skdw hY[hYkr quhwfI
prsnl sUcnw nUM pRwpq krky quhwnMU jMk myl vI Byj skdw hY[ies leI ienHW dI vrqoN krdy smyN
iDAwn r`Kxw cwhIdw hY[eI-myl swPtvyAr pRogrwm rwhIN qusIN eI-myl iPltr iqAwr kr skdy
ho jo ik quhwfI jMk myl nUM blwk krn ivc quhwfI mdd krygw[qusIN ieh vI XkInI bxwE ik kdy
vI jMk myl nUM nw Kolo ikauNik ieh Axcwhy sMdySW dI igxqI nUM vDwauNdw hY Aqy prsnl sUcnw nUM
SyAr krdw hY[

sYNsitv eI-myl sMdySW nMU encrypt krnw, jy sMBv hovy

encryption  dI vrqoN krnw quhwfy eI-myl kimaUnIkySn nUM gupq r`Kx leI swDwrn Aqy pRBwvI
qrIkw hY[encryption eI-myl sMdyS nUM AYnkoifMg krn dI AijhI iek pRikRAw hY ik ieh sB nUM
nwpVnXog rUp ivc idsdI hY Aqy isrP quhwnUM pVnXog rUp ivc idsdI hY[bhuq swry eI-myl
swPtvyAr ijvyNik ivMfo myl ies eI-myl  dI encryption ivSySqw nUM pRdwn krdy hn[

AwnlweIn Predator

ieMtrnYt sMswr dy lokW nwl gl̀-bwq krn dw iek lokipRA mwiDAm hY[qusIN iksy ivAkqI nwl
ijs nUM qusIN G`t jwxdy ho jwx-pCwx vDw skdy ho[ieMtrnYt dI ieh kimaUnIkySn dI kuJ lokwN
duAwrw ies dI durvrqoN krky nOjvwnwN nUM glq Aqy Kqrnwk iriSqAW dI AwPr kIqI jWdI
hY[auh lok jo AijhI gqIivDIAW ivc Swiml huMdy hn nUM AwnlweIn fwkU jW Predator kihMdy hn[

AwnlweIn Predator Awm qOr qy b`icAW Kws  krky Adoleescents nUM inSwnw bxwauNdy
hn[ikauNik Adoleescents dOrwn b`cy Aksr Awpxy mW-bwp dy kMtrol qoN inkl jWdy hn Aqy nvyN
irSiqAW nUM lB̀dy hn[AwnlweIn Predator ienHW b`icAW nwl ivSvws Aqy Xwrwnw dw irSqw
bxwaux dI koiSS krdw  hY[AwnlweIn Predator nOjvwnW nUM vI twrgyt krky aunHW dw ivq̀I SoSx
krdy hn[

AwnlweIn Predator Awpxy iSkwr nUM jwl ivc Pswaux leI cYt rUm rwhIN, IM rwhIN,eI-myl jW
ifskSn borf dI vrqoN krdw hY[bhuq swrIAW tUlj dy bwvjUd cYt rUm dI ies kMm leI Awm
qOr qy vrqoN kIqI jWdI hY[AwnlweIn Predator Aksr iek nklI pihcwx dI vrqoN krky cYt
rUm ivc dwKl huMdw hY[audwhrx leI jy cYt rUm isrP b`icAW leI hovy qW AwnlweIn Predator
cYt rUm ivc dwKl hox leI iek b`cy dI qrHW cYt rUm ivc dwKl hovygw[

AwnlweIn Predator qoN bcx leI idSw-inrdyS

qusIN Aqy quhwfw pirvwr mYNbr AwnlweIn Predator dw iSkwr ho skdy hn[ieh AwnlweIn
Predator quhwfy nwl jW quhwfy pirvwr mYNbrW nwl ivq̀I SoSx kr skdy hn[ieh AwnlweIn
Predator quhwfy nwl jW quhwfy pirvwr mYNbrW nwl glq irSqw kwiem krn dI koiSS vI kr
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skdy hn[hyTW id`qy tybl ivc kuJ idSw-inrdySW dI sUcI id`qI geI hY joik quhwnUM Aqy quhwfy
pirvwr nUM AwnlweIn Predator dy hmly qoN bcw skdy hn[

idSw-inrdyS ivAwiKAw

Predator dy Awcrn AwnlweIn Predator dy kuJ jwxy-pCwxy Awcrn huMdy hn ijnHW rwhIN qusIN
bwry inSwnIAW ies nUM AswnI nwl pCwx skdy ho[AwnlweIn Predator nUM bVI jldI

pihcwixAw jw skdw hY[auh Awpxy iSkwr nwl bVy SOk Aqy ipAwr
nwl pyS AwayuNdy hn[qusIN Aqy quhwfw pirvwr Aijhy Awcrn dI pCwx
krky AwnlweIn Predator qoN bc skdy hn[

AwnlweIn AjnbIAW AwnlweIn Predator Awm qOr qy Awpxy iSkwr nUM igPt jW dUsry
dy AwPrW qoN swvDwn luBwvxy AwPrW nwl AwkriSq krn dI koiSS krdw hY[quhwnUM Aijhy

igPtW Aqy AwPrW pRqI swvDwn rihxw cwhIdw hY[Aqy ies dy pRqI
Awpxy pirvwr dy mYNbrW nUM vI is`iKAq krnw cwhIdw hY[

Awpxy pirvwr nUM Awpxy pirvwr dy mYNbrW nUM cYt rUm dy Awcrn bwry is`iKAw kro qW ik
AwnlweIn surìKAw AwnlweIn Predator dy iSkwr hox qoN bicAw jw sky[auhnW nUM nw
pYmwny bwry pCwxXog Aqy inaUtrl skrIn nwm dI vrqoN krn bwry d`so[skrIn
is`iKAq krnw nwm ivc Awpxw Asl nwm,aumr, jYNfr jW contact sUcnw nw idE

ikauNik ies dI glq vrqoN kIqI jw skdI hY[kuJ vYbsweItW mùK-bMD dy
leI PIfbYk jW srvy dy rUp ivc sUcnw kFwaux dI koiSS krdIAW
hn[Awpxy pirvwr nUM d`so AijhI vYbsweItW nUM iksy vI pRkwr dI sUcnw
quhwfI AwigAw qoN bgYr nw dyx[ies qoN ielwvw ieh vI XkInI bxwE
ik quhwfw pirvwr cYt rUm jW bulYitn borf ivc AwpxI prsnl sUcnw
ijvyN ik nwm,AwKrI nwm,pqw,Pon nMbr Awid nw dyx[quhwfy pirvwr dy
mYNbr Awpxw XUjrnwm Aqy pwsvrf iksy nwl (dosqW nwl vI)SyAr nw
krn[

jdoN b`cy vYbsweIt ijvyN ik mwqw-ipqw, nOjvwn b`icAW nUM aunHW vYbsweItW nUM AksYs krn
dI vrqoN krn qW qoN rokdy hn jo aunHW leI glq hn jW auh vYbsweItW joik aunHW nUM
aunHW nUM gweIf kro AwnlweIn Predator dy sMprk ivc ilAwauNdw hY[ieh isPwrS kIqI

jWdI hY ik jdoN b`cy vYbsweIt dI vrqoN krn qW aunHW dy mwqw-ipqw aunHwN
nUM gweIf krn[ijvyN mwqw-ipqw Awpxy b`cy nUM auh vYbsweIt Cf̀x leI
kihx  jo ik aunHW leI shI nhIN hY jW ijs sweIt ivc glq smg̀rI
hovy[Awpxy b`icAW nUM aus sweIt nUM vI Cf̀x leI kho jo ik ijAwdw
prsnl sUcnw pùCx[
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bìcAwN vl̀oN KolIAW ieh jrUrI hY ik mwqw-ipqw auhnW vYbsweItW dIAW iksmW nUM rYgulr
vYbsweItW nUM cY~k krdy rihx jo aunHW dy b`icAW vl̀oN KolIAW jWdIAW hn[qusIN pihlW
jwxn sbMDI KolIAW vYbsweItW nUM bRwaUjr ihstrI jW swPtvyAr dI vrqoN krky jo

ik AwnlweIn AYktIivtIAW dw irkwrf r`Kdy hn, cY~k kr skdy hn[

glq vYbsweItW qusIN Awpxy bRwaUjr dI kwntYNt AYfvweIjr AwpSn dI vrqoN krky
dI AYksys nUM vYbsweItW dI iksm nUM kMtrol kr skdy ho ijhVy ik quhwfy pirvwr dy
blwk krnw mYNbr ieMtrnYt nUM clwaux vyly vrqdy hn[ies AwpSn dI vrqoN krky

qusIN b`icAW nUM Adult vYbsweItW Kolx qoN rok skdy ho[qusIN Aijhy
swPtvyAr pRogrwm vI vrq skdy ho jo ik vYbsweItW nUM blwk krn
leI vrqy jWdy hn[

cYt AYktIivtIAW spYSl swPtvyAr cYt AYktIivtIz nUM monItr Aqy glq sUcnw dy
nUM monItr krnw Awdwn-pRdwn qy PlYg jW JMfI lgw idMdw hY[qusIN ies swPtvyAr dI

vrqoN krky Awpxy b`cy dI cYt AYktIivtIAW dw iDAwn r`K skdy ho[

AsYsmYNt

(a) idq̀IAW hoeIAW stytmYNtW dIAW AwpSnW ivcoN shI AwpSn qy kilk kro

pRSn 1. ienHW iv`coN ikhVI stytmYNt kMipaUtr pRweIvysI nUM vDIAw qrIky nwl ds̀dI hY?

1. kMipaUtr dw A`g Aqy BUcwl qoN bcwv

2. kMipaUtr dw qyj ibjlI qoN sur`iKAw bcwv

3. Awpxy dosq nUM Awpxw kMipaUtr fwtw ibnW AwigAw nw vrqx dyxw

4. jrUrI PweIlW nMU durGtnwvS fIlIt hox qoN bcwv

pRSn 2. hyT iliKAW ivcoN ikhVy surìKAw dy pYmwny nUM Apxw ky qusIN Awpxy kMipaUtr
Aqy ies dy fwtw nUM kudrqI AwPqW qoN bcwieAw jw skdw hY?

swry au~qr cuxo

1. qyj ibjlI qoN bcwv

2. AYNtIvwiers swPtvyAr

3. Pwiervwl

4. ihaUmIftI jW nmI kMtrol
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pRSn 3 quhwfy kMipaUtr ivc fwtw Aqy swPtvyAr nUM surK̀iAq krn leI ies dI vrqoN
nUM kuJ XUjrW qk̀ sImIq kr dyxw iek bhuq pRBwvI qrIkw hY[ienHW ivcoN ikhVw
qrIkw ies mMqv leI vriqAw jWdw hY ?

swry au~qr cuxo

1. Awpxy AwpryitMg isstm nUM Apfyt kro

2. XUjr AkwaUNt nUM sYt Ap kro

3. AYNtIvwiers swPtvyAr nUM lof kro

4. pwsvrf nUM sùriKAq kro

pRSn 4 jdoN qusIN ieMtrnYt dI vrqoNkrdy ho qW keI iksmW dIAW PweIlW kMipaUtr qy
bx jWdIAW hn[ kuJ ienHW ivcoN surìKAw leI threat hn pr Asl ivc ieh
XUjr dI mdd leI hn[iehnW ivcoN ikhVIAW AijhIAW PweIlW hn ?

swry au~qr cuxo

1. kukIz

2. vwiers

3. AYkitv kwntYNt PweIl

4. vorm

pRSn 5 ienHW iv`coN ikhVy qrIky dI vrqoN qusIN eI-myl Aqy IM trWjYkSn dI surìKAw
leI krdy ho ?

swry au~qr cuxo

1. Axjwn eI-mylW nUM ibnHW Koly fIlIt kr dyxw

2. unsolicited eI-myl sMdyS nUM Pwrvrf krky Awpxy dosq dI slwh lYxw

3. jy eI-myl bYNk krmcwrI duAwrw ByjI jWdI hY qW ies nUM prsnl sUcnw id`qI jw
skdI hY

4. IM qy AweIAW AtYcmYNt nUM Kolx qoN prhyj kro

A) ds̀o ik stytmYNtw shI hn jW glq

hryk stytmYNtw dy smUh ivc iek shI stytmYNt hY Aqy iek glq[hryk stytmYNtw dy smUh ivc
shI stytmYNt dy A`gy itk dw inSwn lgwE[
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stytmYNt shI glq

1. jMk myl nUM Reply krnw quhwfI prsnl sUcnw nUM idKw skdw hY

2. jMk myl nUM Reply krnw quhwfI prsnl sUcnw nUM nhIN idKw
skdw hY

3. AwnlweIn Predator bVI jldI Xwrwnw vDwauNdy hn

4. AwnlweIn Predator jldI Xwrwnw nhIN vDwauNdy hn

5. spweIvyAr rwhIN qusIN Malicious pRogrwm dw iDAwn r`K
skdy ho[

6. AYNtIspweIvyAr rwhIN qusIN Malicious pRogrwm dw iDAwn r`K
skdy ho[

7. ieh sMBv hY ik cYt AYktIivtI nUM monItr kIqw jw sky[

8. ieh sMBv nhIN hY ik cYt AYktIivtI nUM monItr kIqw jw sky[

9. Encryption eI-myl sMdySW nUM compress kr skdw hY qW ik
ies nUM piVHAw nw jw sky[

10. Encryption eI-myl sMdySW nUM encode kr skdw hY qW ik ies
nUM piVHAw nw jw sky[

11. AwnlweIn Predator b`icAW nUM twrgyt nhIN krdy[

12. AwnlweIn Predator b`icAW nUM twrgyt krdy hn[

13. b`icAW nUM ie`kilAW nUM vYbsweItW Kolx dyxIAW cwhIdIAW hn[

14. b`icAW nUM ie`kilAW nUM vYbsweItW Kolx nhIN dyxIAW cwhIdIAW
hn[

15. AwnlweIn Predator Awpxy iSkwr nUM igPtW nwl nhIN luBwauNdy
hn

16. AwnlweIn Predator Awpxy iSkwr nUM igPtW nwl luBwauNdy hn

17. cYt rUm ivc cYitMg leI Asl skrIn nwm nhIN vrqxw cwhIdw[

18. cYt rUm ivc cYitMg leI Asl skrIn nwm vrqxw cwhIdw hY[
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(e) Al`g-Al`g iksmW dy threats nUM aunHW dI SRyxI Anuswr surìKAw dy pYmwny qy hryk
AwpSn dy A`gy nMbr ilK ky sort kro[

stytmYNt

1. Surge sur`iKAw Aqy lweIn kMfISinMg

2. fwtw Encryption

3. ieMsUlySn

4. Stable Shelf

5. mYgnyitk vsqW qoN dUrI

6. AYNtIvwiers

7. eyAr kMfISnr Aqy nmI kMtrolr

8. spweIvyAr sur`iKAw

9. kIborf kvr

10. Pwiervwl

AwpSn 1 AwpSn 2 AwpSn 3

kudrqI threats Malicious human threats mnùKI glqIAW
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SbdwvlI

1. kMipaUtr nwl sbMDq

AYplIkySn

AYplIkySn nUM pRogrwm vI ikhw jWdw hY jo ik kMm krn leI plytPwrm dI vrqoN krdy hn[

ibt

ibt kMipaUtr dI iekweI dw sB qoN Cotw XUint hY[ iek isMgl ibt isrP do kImqW 1 Aqy 0 nUM
vrqdI hY[

bweIt

A`T ibtW dy smUh nUM iek bweIt kihMdy hn[

kYmkorfr

vIfIE nUM irkwrf krn leI ifjItl kYmry dI vrqoN kIqI jWdI hY[

kmpYkt ifsk(CD)

ifjItl PwrmYt ivc fwtw stor krn leI storyj fIvweIs

sYNtirl pRosYisMg XUint(CPU)

sYNtrl pRosYisMg XUint(CPU) pRweImrI hwrfvyAr fIvweIs huMdI hY jo ik quhwfy vl̀oN id`qIAW kmWfW
nUM ieMtrpRt krdI Aqy clwauNdI hY[

kmWfs

kmWf iek hdwieq huMdI hY  jo ik kMipaUtr nUM kMm krn leI id`qI jWdI hY[ kmWf nUM jW qW
tweIp kIqw jWdw hY jW mInUM qoN cuixAW jWdw hY[

kimaUnIkySn cYnl

kimaUnIkySn cYnl iek ilMk jW rsqw huMdw hY jo ik kMipaUtr jW ies dIAW fIvweIsW ijvyN ik
ipRMtr Aqy hwrf ifsk frwiev nMuU sUcnw dy Adwn-pRdwn krn leI vriqAw jWdw hY[

sIpIXU spIf

sIpIXU dI spIf sIpIXU dy kMm krn dI dr qoN pqw cldI hY ijvyN ik fwtw nUM rYm ivc Byjxw jW
pRwpq krnw jW nUmyrIkl kYlkulySn krnw[

fwtw

fwtw Sbd lyitn Sbd datum qoN ilAw igAw hY ijs dw mqlb hY sUcnw dI iek vsqU[
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fwtwbys pRogrwm

fwtwbys pRogrwm dI vrqoN fwtw nUM stor Aqy pRbMD krn leI vrqI jWdI hY[qusIN ies dI vrqoN
fwtwbys ivc stor sUcnw nUM sort jW lB̀x leI vI kr skdy ho[

fYsktwp

fYsktwp En skrIn vrk eyrIAw huMdw hY ijs ivc mInUM Aqy AweIkwn huMdy hn[

fYsktwp kMipaUtr

fYsktwp kMipaUtr Anyk BwgW ijvyN ik monItr,kIborf,isstm XUint Aqy ipRMtr qoN iml ky
bixAw hY[

ifjItl kYmrw

ieh iek kYmrw hY ijs dI vrqoN mYmrI fIvweIs ijvyN ik PlYS mYmrI kwrf jW imMnI hwrf ifsk
ivc iemyjW nUM ifjItlI stor krn leI vrqI jWdI hY[

ifjItl vrstwiel ifsk (DVD)

fwtw nUM ifjItl PwrmYt ivc stor krn leI vrqI jWdI iek storyj fIvweIs

Polfr

ieh GUI ieMtrPys ivc pRogrwmW leI iek kMtynr dy pRkwr huMdw hY[

gIgwbweIt

iek gIgwbweIt 1024 mYgw bweIt dy brwbr huMdw hY jo ik lgBg iek iblIAn bweIts dy
brwbr huMdw hY[

gRwPIkl XUjr ieMtrPys (GUI)

gRwPIkl XUjr ieMtrPys (GUI) iemyj Aqy qsvIrW nUM idKwauNdw hY ijs rwhIN XUjr kMipaUtr nUM
AswnI nwl vrq sky[

gRwiPks pRogrwm

gRwiPks pRogrwm dI vrqoN frwieMg nUM bxwaux Aqy ies ivc bdlwv krn leI vrqI jWdI
hY[qusIN ies dI vrqoN PotogRwPI nUM hor vDIAw bxwaux leI vI vrq skdy ho[

hwrfvyAr

kMipaUtr dy swry BOiqk BwgW nUM hwrfvyAr kihMdy hn[

hom AwiPs

iek pRbMD jo ik lokW nUM Gr bYTy kMm krn dI shUlq idMdw hY[
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AweIkwn

iek CotI ijhI qsvIr jo ik skrIn qy iksI vsqU nUM pyS krdI hY[

ienput fIvweIs

ies dI vrqoN kMipaUtr nUM sUcnw dyx leI kIqI jWdI hY[ ies dI iek audwhrx kIborf hY

ieMtrwnYt

ieh iek spYSl iksm dw ieMtrnYt hY joik AwrgynweIjySn ivc sUcnw nUM SyAr Aqy kimaUnIkyt
krn leI vriqAw jWdw hY[

iklobweIt

iek iklobweIt 1024 bweIt dy brwbr huMdI hY[

lYptwp kMipaUtr

lYptwp kMipaUtr hlky Aqy portybl iksm dy huMdy hn[ienHW nUM notbuk kMipaUtr vI ikhw jWdw hY[

lokl eyrIAw nYtvrk(LAN)

LAN fIvweIsW nUM Coty Kyqr ijvyN ik Gr jW AwiPsW dy Coty grùpW nUM joVn leI vriqAw jWdw hY[

mYgwbweIt

iek mYgwbweIt 1024 iklobweIt dy brwbr huMdw hY[

mInUM

mInUM AwpSnW dI sUcI huMdw hY ijs ivcoN XUjr mncwhw kMm krn leI iksy AwpSn dI vrqoN ijvyN
ik kmwNf nUM cuxnw jW fwkUmYNt dy iksy ihs̀y nUM PwrmYt krnw, kr skdw hY[bhuq swry pRogrwm jo
ik gRwiPkl XUjr ieMtrPys dI vrqoN krdy hn ijvyN ik mInUM dI vrqoN pRogrwm kmWfj nUM AswnI
nwl Xwd r`Kx Aqy pRogrwm kmwNfw dI vrqoN leI kIqI jWdI hY[

mobwiel Pon

ieh qwr-rihq Pon hY jo ik purwxy qwr vwly Pon dI qrHW quhwnUM ikqy vI kwl krn dI suivDw idMdw
hY[

MPEG AwfIE lyAr 3 (MP3)

Motion Picture Expert Group vl̀oN iqAwr kIqw PwrmYt jo ik AwfIE Aqy vIfIE dI ifjItl vMf
nUM compress krn leI vriqAw jWdw hY[

nYtvrk

nYtvrk kMipaUtrW dw grùp hY ijs dI vrqoN sUcnw Aqy swDnW dw Awdwn-pRdwn krn leI kIqI
jWdI hY[
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nYtvrk frwiev

nYtvrk frwiev iek ifsk frwiev hY jo nYtvrk dy au~qy hor kMipaUtr nwl SyAr kIqI jWdI
hY[

Awn-lweIn

jdoN kMipaUtr ieMtrnYt nwl juVdw hY qW ies nUM Awn-lweIn kihMdy hn[

AwpryitMg isstm

AwpryitMg isstm kMipaUtr dy hwrfvyAr nUM pRogrwm rwhIN kMtrol krdw hY [ieh kMipaUtr dy
AwprySn ijvyN ik lwg-Awn, lwg-AwP Aqy St fwaUn dw pRbMD vI krdw hY[

plytPwrm

hwrfvyAr Aqy AwpryitMg isstm dy iek`T nUM plytPwrm kihMdy hn[

prsnl ifjItl AisstYNt(PDA)

ieh iek hYNfhYlf kMipaUtr hY jo ik prsnl pRbMDk dy qOr qy vriqAw jWdw hY[ies dIAW
ivSySqwvW ijvyN ik AYfrys buk, twsk ilst Aqy kYlkulytr hn[

ipksl

qsvIr bxwaux leI iek CotI iekweI[ijMny vD̀ ipksl, EnI vDIAw qsvIr[

pRYjYNtySn pRogrwm

pRYjYNtySn pRogrwm dI vrqoN sUcnw nUM slweIf dy rUp ivc pyS krn leI vrqI jWdI hY[

pRosYisMg fIvweIs

pRosYisMg fIvweIs dI vrqoN kMipaUtr XUjr duAwrw ienput nUM pRosYs Aqy AwaUtput nUM pRwpq krn
leI vrqI jWdI hY[

pRogrwm

ieh hdwieqW dw smUh huMdw hY jo ik kMipaUtr duAwrw clwieAw jWdw hY[ ies nUM swPtvyAr vI
ikhw jWdw hY[

pbiliSMg pRogrwm

pbiliSMg pRogrwm dI vrqoN tYkst Aqy gRwiPk dy joV vwly fwkUmYNt ijvyNik bRwaUcr,grIitMg
kwrf, slwnw irport,ikqwbW jW mYgjInW iqAwr krn leI kIqI jWdI hY[

rYsUulySn

qsvIr dy sohxypn sbMDI
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srvr

srvr kMipaUtr nYtvrk qy myn kMipaUtr huMdw hY jo ik dUsry kMipaUtrW nUM syvwvW pRdwn krdw
hY[iek srvr d`sdw hY ik ikhVy kMipaUtr nYtvrk dy au~qy hwrfvyAr Aqy swPtvyAr nUM vrq
skdy hn[

sYt-Ap ivjwrf

ivMfo ivstw dI ieh ivSySqw XUjr nUM koeI kMm krn ijvyN ik hwrfvyAr jW swPtvyAr nUM lof
krn leI sYt-Ap ivjwrf dI vrqoN kIqI jWdI hY[

swPtvyAr

swPtvyAr hdwieqW dw smUh hY joik kMipaUtr clwauNdw hY[ ienHW nUM pRogrwm vI kihMdy hn[

sprY~fSIt pRogrwm

sprY~fSIt pRogrwm dI vrqoN bjt bxwaux, AkwaUNt dw pRbMD krn, gixiqk ikirAwvW Aqy
nUmyrIkl fwtw nUM cwrt Aqy gRwP ivc bdlx leI kIqI jWdI hY[

storyj fIvweIs

storyj fIvweIs dI vrqoN fwtw nUM stor krn leI kIqI jWdI hY[ ies dI iek audwhrx hwrf
ifsk hY[

isstm XUint

iek isstm XUint ivc pRosYsr,mdrborf,ifsk frwiev,pwvr splweI Aqy AYkspYNSn bwks ho
skdw hY[

tyblt kMipaUtr

auh kMipaUtr jo quhwnUM skrIn qy tyblt pY~n nwl is`Dw iLKx dI suivDw idMdy hn[

twskbwr

twskbwr skrIn qy hyTW huMdI hY[ qusIN ies dI vrqoN kMipaUtr qy cl rhy pRogrwm nUM cuxn leI
krdy ho[

tYrwbwiet

iek tYrwbweIt 1024 gIgwbwiet joik lgBg iek itRlIAn bweIts dy brwbr huMdI hY[

vwlpypr

ieh iek pYtrn jW ipkcr huMdI hY joik skrIn dI bYkgRwaUNf leI cuxI jWdI hY[

vweIf eyrIAw nYtvrk(WAN)

WAN nYtvrk BUgoilk KyqrW qy mOjUd kMipaUtrW nUM Awps ivc joVdw hY[
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ivMfoo

ivMfo ivstw ivc, ieh monItr qy iek Awieqwkwr Kyqr hY jo ik pRogrwm idKwauNdw hY[ hryk
pRogrwm dI AwpxI ivMfo huMdI hY[

vrf pRosYisMg pRogrwm

vrf pRosYisMg pRogrwm dI vrqoN tYkst bysf fwkUmYNt dI rcnw Aqy ies ivc bdlwv krn leI
kIqI jWdI hY[

vrkstySn

vrkstySn auh kMipaUtr huMdw hY joik nYtvrk nwl juiVAw hovy[qusIN ies dI vrqoN nYtvrk qy
hwrfvyAr Aqy swPtvyAr nUM AYksys krn leI krdy ho[

2. ieMtrnYt nwl sbMiDq trm

AYksys puAwieMt

AYksys puAwieMt iek qwr rihq XMqr hY[ies dI vrqoN qwr rihq kMipaUtr nUM qwr vwly nYtvrk
nwl joVn leI kIqI jWdI hY[

Add-ons

Add-ons auh pRogrwm hn joik quhwfI PweIlW nUM dyKx ijvyN ik AYnImySn, AwfIE jW vIfIE jo ik
vYb pyj ivc huMdy hn leI vrqy jWdy hn[

bYk Ap

fwtw, ifsk jW pRogrwm dI fuplIkyt kwpI bxwaux nUM bYk Ap ikhw jWdw hY[

kYS mYmrI

jdoN qusIN ieMtrnYt clwauNdy ho qW PweIlW dI keI lokl kwpIAW Kùl jWdIAW hn jo ik AwrjI
mYmrI ivc kMipaUtr qy stor huMdIAW hn nUM kYS mYmrI kihMdy hn[

cYt pRogrwm

cYt pRogrwm quhwnUM sMdyS qurMq Byjx Aqy pRwpq krn dI suivDw idMdy hn[ qusIN cYt pRogrwm dI
vrqoN keI lokW nwl ieko smyN qy gl̀bwq krn leI vrqdy ho[

kMipaUtr pRweIvysI

XUjr dw fwtw, prsnl PweIlW Aqy eImyl sMdySW nUM iksy dI vI phuMc qoN dUr r`Kxw qW ik ibnw
AwigAw ies nuMU koeI vrq nw sky[

kMipaUtr sikaUrtI

kMipaUtr isstm Aqy ies dy fwtw nUM jwx-buJ ky jW durGtnwvS Krwb hox qoN bcwauxw
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kukIz

kMipaUtr qy jdoN qusIN koeI PweIl Koldy ho qW iek CotI PweIl bxdI hY[vYbsweIt kukIj dI vrqoN
XUjrW dI psMd Aqy aunHW XUjrW dI pihcwx leI krdw jo ik vYbsweIt nUM pihlW dyK  gey hn[

kwpIrweIt

ieh kwnUMn rwhIN rcnwqmk kMm ijvyN ik tYkst,sMgIq,pyNitMg jW kMipaUtr pRogrwm  krn vwly dy
hk̀W dI sur`iKAw leI qrIkw hY[

eI-kwmrs

eI-kwmrs ieMtrnYt au~qy ibjns trWjYkSn ijvyN ik vsqUAW dI Awn-lweIn KrId jW vyc krn
leI vrqI jWdI hY[

ielYktRoink myl (eI-myl)

ieMtrnYt au~qy tYkst mYsyjW Aqy kMipaUtr PweIlW dw Awdwn-pRdwn[eI-myl purwxI fwk myl dw
ielYktRoink rUp hY[eI-myl quhwnUM ieMtrnYt au~qy tYkst mYsyjW Aqy kMipaUtr PweIlW dw Awdwn-
pRdwn krn leI vrqI jWdI hY[

Pwiervwl

ieMtrnYt qoN Anuuicq sUcnw nUM kMipaUtr jW nYtvrk qy phuMcx qoN pihlW blwk krn leI kMipaUtr
qy vriqAw jWdw swPtvyAr[ ies qoN ielwvw ieh hYkr Aqy vwiersW qoN vI bcwv krdw
hY[Pwiervwl kMipaUtr nUM AxAiDkwirq XUjr dI phuMc qoN dUr krky ies dI pRweIvysI dw vI
iKAwl r`KdI hY[

hYkr

auh ivAkqI jo kMipaUtr dI vrqoN krky iksy kMipaUtr dI Anuicq AYksys krky Aqy iPr aus
dI durvrqoN jW kMipaUtr dy fwtw Aqy pRogrwm nUM Krwb krn dI koiSS krdw hY[

hweIprilMk

ieh iek q`q hY jo ik ausy ielYktRoink fwkUmYNt ivc dUsry sQwn jW hor fwkUmYNt nwl ilMk krn
leI vriqAw jWdw hY[Awm qOr qy qusIN hweIprilMk dI vrqoN ilMk nUM Kolx leI krdy
ho[hweIprilMk swry hweIprtYkst isstm ijvyN ik vrf vweIf vYb ivc vriqAw jwx vwlw
jrUrI q`q hY[

ieMtrnYt

ieMtrnYt pbilk nYtvrkW dw vrf vweIf kulYkSn jo ik Awps ivc sUcnw dw Awdwn-pRdwn
krn leI ilMk huMdy hn[
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ieMtlYkuAcl pRoprtI

koeI vI sUcnw jo ieMtrnYt qy auplb̀D hY ieMtlYkuAcl pRoprtI hY joik kwnUMnI qOr qy aus dI hY
ijs ny ies nUM bxwieAw hY[ieMtlYkuAcl pRoprtI nMU bxwaux vwly kol ies dI vrqoN nMU kMtorl
krn dy hk̀ huMdy hn[

ieMtrnYt srivs pRovweIfr (ISP)

ieh iek kMpnI huMdI hY joik ieMtrnYt nUM inj̀I qOr qy, ibjns Aqy AwrgynweIjySn nUM vrqx dI
shUlq idMdy hn[

AweI pI AYfrys

ieMtrnYt pRotokwl (IP) AYfrys iek nUmYrik AYfrys huMdw hY jo ik kMipaUtr dw ieMtrnYt qy shI
sQwn d`sdw hY[

mofm

mofm iek kunYkSn fIvweIs hY joik quhwfy kMipaUtr nUM ieMtrnYt nwl joVdI hY[ieh ifjItl
sUcnw nUM AYnwlwg sUcnw ivc bdl idMdw hY Aqy Pon lweIn qy tRWsPr kr idMdw hY[

nYtvrk

nYtvrk kMipaUtrW dw iek grùp hY  jo ik sUcnw Aqy swDnW nUM SyAr krdw hY[

AwnlweIn

jdoN kMipaUtr ieMtrnYt nwl juVdw  hY qW ies nUM AwnlweIn kihMdy hn[

AwnlweIn kimaUntIz

AwnlweIn kimaUntIz kMipaUtr XUjrW dy grùpW qoN bxdI hY jo ik  ieMtrnYt qy juV ky iksy sWJy
ivSy bwry gl̀ krdy hn[

AwnlweIn Predator

auh jo ieMtrnYt XUjr nwl cYt rUm rwhIN, AwnlweIn PorAm, jW eI-myl  inj̀I qOr qy ilMk joVdw
hY Aqy aunHW dw ivq̀I Aqy glq irSiqAwN nwl SoSx krn dI koiSS krdw hY[

pwsvrf

XUjr dy pihcwx kof dy rUp ivc aus duAwrw tweIp kIqw igAw XUink kof[ieh kMipaUtr dI
AYksys nUM kMtrol Aqy sYNsitv PweIlW dI sur`iKAw leI vriqAw jWdw hY[

Phishing

kMipaUtr XUjr dy kMipaUtr qoN prsnl sUcnw ijvyN ik pwsvrf Aqy krYift kwrf sbMDI sUcnw
k`Fxw Aqy ies dI durvrqoN dw pqw krnw[
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Plagiarism

iksy dy kMm dI nkl krky aus nUM ieMj vrqxw ijs qrHW ieh quhwfw Awpxw kMm hovy[

portl

portl iek vYbsweIt huMdI hY jo ik iksy Kws ivSy nwl juVIAW sUcnwvW nUM fwierYktrI dy rUp ivc
pyS krdw hY[portl vYb au~qy keI swDnW dw SurUAwqI puAwieMt hY[

pRotokwl

ieh Alg̀ –Alg̀ kMipaUtrW ivc fwtw dw Awdwn-pRdwn krn leI vriqAw jWdw stYNfrf hY[

src ieMjx

src ieMjx iek pRogrwm hY joik ieMtrnYt au~qy sUcnw nUM lB̀x Aqy vwips lY ky Awaux leI
vriqAw jWdw hY[

swPtvyAr pRweIrysI

iksy kwpIrweIt swPtvyAr nUM aus dy mwilk qoN corI kwpI krnw nUM swPtvyAr pRweIrysI kihMdy
hn[

spYm

Axjwn ivAkqI vl̀oN Byjy gey Anuicq eI-myl sMdyS [iek spYm keI XUjrW nUM ieko smyN ByijAw
jw skdw hY[

spweIvyAr

iek pRogrwm jo quhwfy iDAwn qoN bgYr quhwfy kMipaUtr ivc stor huMdw hY[spweIvyAr gupq qrIky
nwl quhwfIAW vYb sbMDI AwdqW jW prsnl sUcnwvW dUsry kMipaUtr nUM nYtvrk rwhIN Byj skdw
hY[

XUjrnwm

auh nwm ijs rwhIN XUjr kMipaUtr isstm jW nYtvrk nUM pCwxdw hY[XUjrnwm Aqy pwsvrf nwl
pRotYktf kMipaUtr nUM AYksys krn leI XUjr nUM shI XUjrnwm Aqy pwsvrf dyx dI jrUrq huMdI
hY

XUnIvrsl sIrIAl bs(USB) kybl

kMipaUtr nwl ifjItl fIvweIsW nUM joVn leI vrqI jWdI kybl

vwiers

kMipaUtr jW ies dy fwtw nUM nukswn phuMcwaux leI iqAwr kIqw kMipaUtr pRogrwm
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vorm

auh jo kMipaUtr mYmrI ivc AwpxIAW Kud dIAW kwpIAW bxwauNdw hY[ies dw mMqv kMipaUtr nUM
Krwb krnw huMdw hY[

vYb

vYb nUM vrf vweIf vYb vI kihMdy hn ieh sUcnwvW dw iek`T hY jo ik ieMtrnYt qy auplb̀D hY[vYb
srvr sUcnwvW nUM lwjIklI stor krky r`Kdw hY[

vYb AYfrys

vYb AYfrys Alg̀ Alg̀ kMipaUtrW qy fwtw nUM Byjx leI pRotokwl dI vrqoN krdw hY Aqy vYbsweIt
qy shI sQwnn d`sdw hY[vYb AYfrys nUM XUnIPwrm irsors lokytr(URL) vI ikhw jWdw hY[

vYb bRwaUjr

vYb bRwaUjr iek pRogrwm hY joik quhwnUM vYb qy mOjUd keI swDnW nUM dyKx Aqy gl̀-bwq(Interact)
krn dw mOkw idMdy hn[

vYb pyj

vYb pyj vYb au~qy iek PwrmYtf tYkst fwkUmYNt huMdw hY[

vYb sweIt

vYb sweIt vYb pyjW dw smUh hY jo ik Awps ivc juVy huMdy hn Aqy vYb srvr qy mOjUd huMdy hn[
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ÁËé.òÆ.ÂÆ.ÇÕÀÈ. ñËòñ A — (ÜîÅå é½òÄ)

ÁÅÂÆ.àÆ. A@C-ÁËé.ÇÕÀÈ. B@AB : àÚ àÅÇÂÇê³×

ÇòÇçÁÅðæÆ ÕÅðÜ ê¹ÃåÕ
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' PSS Central Institute of Vocational Education, 2012

ÇÂÔ êÌÕÅôé ÕÅêÆðÅÂÆà ÁèÆé Ã¹ð¼ÇÖÁÅ þÍ ÇñÖåÆ ÁÅÇ×ÁÅ å¯º Çìé» ÇÂÃ êÌÕÅôéÅ çÅ ê¹éð-ÇéðîÅä,
Áé¹ÕÈñä Áå¶ ÇÕÃ¶ òÆ ÇÕÃî çÅ Ã¿ÚÅð ÇòòðÇÜå þÍ
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ÇòÇçÁÅðæÆ ç¶ ò¶ðò¶

ÇòÇçÁÅðæÆ çÅ éÅî : ..........................................................

ÇòÇçÁÅðæÆ çÅ ð¯ñ é³ìð : ...................................................

ìËÚ ô¹ðÈ Ô¯ä çÆ ÇîåÆ : .........................................................
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î¹¼Ö ì¿è
ðÅôàðÆ êÅá´î ã»ÚÅ, B@@E, ÇÂÔ ÇÃøÅÇðô ÕðçÅ þ ÇÕ ÃÕÈñ Çò¼Ú ì¼ÇÚÁ» ç¶ ÜÆòé çÅ Ã¿ì¿è ÃÕÈñ ç¶
ìÅÔð À¹Ôé» ç¶ ÜÆòé éÅñ Ü¹ÇóÁÅ Ô¯äÅ ÚÅÔÆçÅ þÍ ÇÂÔ ÇÃè»å ÇÕåÅìÆ ÇÃ¼ÇÖÁÅ çÆ ê¹ðÅäÆ ÇòðÅÃå ù
Çê¼Û¶ Û¼âçÅ þ, ÇÜÃç¶ ÁÅèÅð å¶ Á¼Ü òÆ ÃÅâÅ Çò¼ÇçÁÕ ã»ÚÅ Õ¿î Õð ÇðÔÅ þÍ ÇÃ¼à¶ òÜ¯º ÃÅâ¶ ÃÕÈñ»,
Øð», íÅÂÆÚÅÇðÁ» Áå¶ Õ¿î-ÕÅÜ òÅñÆ Ü×·Å ç¶ îÅÔ½ñ Çò¼Ú ÕÅøÆ øðÕ ÁÅ Ç×ÁÅ þÍ

Ô¼æ Çò¼ÚñÆ ÕÅðÜ ê¹ÃåÕ “tc twieipMg” À¹Ã Òï¯×åÅ êÌÃåÅòÓ çÅ ÇÔ¼ÃÅ þ ÇÜÃù ÇÕ îé¹¼ÖÆ ÃÅèé
ÇòÕÅÃ î³åðÅñ¶ (MHRD) ç¶ À¹µçî ÁèÆé Õ½îÆ ÇòòÃÅÇÂÕ ÇÃ¼ÇÖÁÅ ï¯×åÅ ã»Ú¶ (NVEQF) ù ÁÃñÆ
ÜÅîÅ êÇÔéÅÀ¹ä ñÂÆ ÇòÕÇÃå ÕÆåÅ Ç×ÁÅ þÍ ÇÂÃçÅ î³åò ÃÕÈñ», ÕÅñÜ», ÇòòÃÅÇÂÕ ÇÃ¼ÇÖÁÅ Áå¶
ÇÃÖñÅÂÆ Ã³ÃæÅò», åÕéÆÕÆ ÇÃ¼ÇÖÁÅ Ã¿ÃæÅò» Áå¶ ÇòôòÇòÇçÁÅÇñÁ» Çò¼Ú ÇÂ¼Õ ðÅôàðÆ ê¼èð çÆ
îÅéåÅ êÌÅêå ï¯×åÅ êÌäÅñÆ òÅÃå¶ Ã»Þ¶ Çéïî Áå¶ Ã¶è» çÅ ×áé ÕðéÅ þÍ ÇÂÔ Áé¹îÅé ñÅÇÂÁÅ ÜÅ
ÇðÔÅ þ ÇÕ NVEQF ðÅÔÆº ï¯×åÅò» çÆ êÅðçðôåÅ, Á³åð-Ö¶åðÆ ÇÃ¼ÇÖÁÅ Áå¶ ÇòÇçÁÅðæÆ-Õ¶ºçÇðå
ÇÃ¼ÇÖÁÅ ù òÅèÅ Çîñ¶×Å Áå¶ ÇÃ¼ÇÖÁÕ çÆ ò¼Ö-ò¼Ö ï¯×åÅò» ÇòÚÅñ¶ ×åÆôÆñåÅ ù Ã¹ÖÅñÅ Õð¶×Å Áå¶
ÇÃ¼ÇÖÁÅðÆÁ» ù ÜÆòé íð òÅÃå¶ ÇÃ¼ÇÖÁÅ Çîñ¶×ÆÍ

ÇÂÔ ÕÅðÜ ê¹ÃåÕ, Ü¯ ÇÕ Á¼áòÄ Ü» À¹Ãç¶ ìðÅìð çÆ ÜîÅå êÅÃ Õð ü¼Õ¶ ÇòÇçÁÅðæÆÁ» òÅÃå¶ ìäÅÂ¶
×Â¶ ÇòòÃÅÇÂÕ ï¯×åÅ êÌÃåÅò çÅ ÇÂ¼Õ ÇÔ¼ÃÅ þ, ÇÂ¼Õ îÅÇÔð ÃîÈÔ ò¼ñ¯º ÇñÖÆ ×ÂÆ þÍ ðÅôàðÆ Õ½ºÃñ
ÇòÕÅÃ Ç×îé ç¹ÁÅðÅ êÌòÅÇéå íÅðåÆ Õ½ôñ êÌÆôç çÆ êÌÚÈéÕÅð ÃíÅ (RASCI Áå¶ Ã¿×Çáå êÌÚÈé
À¹çï¯×» é¶ ÁÅêÃÆ ÃÇÔï¯× éÅñ ðÅôçðÆ ÇòòÃÅÇÂÕ îÅêç¿â (NOS) ÇåÁÅð ÕÆå¶ ÔéÍ ÇÂÔ îÅêç³â
Ã¿×Çáå êÌÚÈé Ö¶åð ç¶ é¹î»ÇçÁ» òñ¯º Ã¹ÞÅÂ¶ ×Â¶ îîð¼æåÅ îÅêç¿â» Áå¶ ÇçôÅ Çéðç¶ô» çÅ ÃîÈÔ Ôé
Áå¶ Õ¿îÕÅÜ òÅñÆ Ü×·Å å¶ Ú¿×Æ Õ¹ôñåÅ éÅñ Õ¿î Õðé òÅÃå¶ À¹îÆçòÅð» çÆ ×¹äò¼åÅ Áå¶ ÇÃ¼ÇÖÁÅ ù
êðÖä òÅÃå¶ ñ¯óÄç¶ ÔéÍ

ê³âå Ã¹¿çð ñÅñ ôðîÅ Õ¶ºçðÆ ÇòòÃÅÇÂÕ ÇÃ¼ÇÖÁÅ Ã¿ÃæÅ (PSSCIVE), Ü¯ ÇÕ ðÅôàðÆ ÇòÇçÁÕ Ö¯Ü
Áå¶ ÇÃÖñÅÂÆ êÌÆôç (NCERT) çÅ ÇÂ¼Õ ÇÔ¼ÃÅ þ, é¶ SKSDC ç¶ ÃÇÔï¯× éÅñ Ã¿×Çáå êÌÚÈé Ö¶åð
Çò¼Ú ÇòòÃÅÇÂÕ ï¯×åÅ êÌÃåÅò ñÂÆ Û¯à¶ Û¯à¶ ÇÔ¼ÇÃÁ» Çò¼Ú êÅá´î Áå¶ ÇÃ¼ÇÖÁÅ Ãî¼×ðÆ ÇòÕÇÃå
ÕÆåÆ þÍ ÇÂÔ NVEQ ç¶ êÇÔñ¶ å¯º Ú½æ¶ åñ òÅÃå¶ Ôé; êÇÔñÅ åñ (Level 1) é½òÄ ÜîÅå ç¶ ìðÅìð
Ç×ÇäÁÅ Ç×ÁÅ þÍ êÅá´î Áå¶ ÇÃ¼ÇÖÁÅ ÇÂÕÅÂÆÁ» (Units) ÇåÁÅð Õðé ñÂÆ NOS îÅêç¿â» ç¶
ÁÅèÅð å¶ ÇòòÃÅÂ¶ éÅñ Ã¿ì¿èå î¹¼Ö Ãîð¼æåÅò»ÇÜò¶º Ç×ÁÅé, Õ¹ôñåÅ, ï¯×åÅ ÁÅÇç çÆ êÛÅä ÕÆåÆ
×ÂÆÍ

ÇÂÔ ÁÇíÁÅÃ-ê¹ÃåÕ ÇòÇçÁÅðæÆ ù ð¼àÅ ñÅÀ¹ä å¯º òðÜçÆ þ Áå¶ êÅá´î ù Ç÷ÁÅçÅ ñÚÕÆñÅ
ìäÅÀ¹ºçÆ þ å» Ü¯ ò¼Öð¶ ò¼Öð¶ ÇòÇôÁ» ÇòÚÅð¶ ÃÆîÅò» ù å¯ÇóÁÅ ÜÅ ÃÕ¶Í ÇÂÃ ê¹ÃåÕ Çò¼Ú Ã¯Ú ÇòÚÅð
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Áå¶ Û¯à¶-ÃîÈÔ» Çò¼Ú òÅç-Ã¿òÅç, ÚðÚÅ Áå¶ åÜðì¶ ù òèÅÀ¹ä òÅñÆÁ» ÇÕÇðÁÅò» ù Ç÷ÁÅçÅ îÔ¼åò
Çç¼åÅ Ç×ÁÅ þÍ ÇÂÔ ÃÅðÆÁ» ÕÅðòÅÂÆÁ» AIHF çÆ ðÅôàðÆ Çò¼ÇçÁÅ éÆåÆ ç¹ÁÅðÅ êÌåÅÇòå
ÇÃ¼ÇÖÁÅðæÆ-Õ¶ºçÇðå Çò¼ÇçÁÕ êÌäÅñÆ ç¶ éÅñ ÇÂ¼Õ Ã¹ð Ôé å¶ ÇÂÃçÆ êÌÅêåÆ ò¼ñ ÔÆ ÇÂ¼Õ Õçî ÔéÍ

ÇÂÃ Õ¯Çôô çÆ ÕÅîïÅìÆ ÇÂÃ ×¼ñ å¶ Çéðíð Õð¶×Æ ÇÕ ÃÕÈñ» ç¶ ÇêÌ³ÃÆêñ Áå¶ ÁÇèÁÅêÕ ì¼ÇÚÁ» ù
ÁÅêä¶ å½ð å¶ ÇÃ¼Öä Áå¶ ÁÅêäÆ ÕñêéÅ ðÅÔÆº êÌôé ê¹¼Ûä ñÂÆ ÇÕ¿éÆ Õ¹ êÌ¶ðéÅ Çç¿ç¶ ÔéÍ Õ¹ôñåÅ
ÇòÕÅÃ ÇÕÇðÁÅò» Çò¼Ú ÇÃ¼ÇÖÁÅðæÆ çÆ ôîÈñÆÁå Áå¶ ×¹ä» Áå¶ ðÚéÅåÇîñÕåÅ ù ×ÌÔä ÕðéÅ å» ÔÆ
Ã¿íò Ô¯ò¶×Å, Ü¶Õð ÁÃÆº ÇòÇçÁÅðæÆ ù Ãð¯å¶ òÜ¯º éÔÄ ìñÇÕ ÇÃ¼ÇÖÁÅ êÌÇÕÇðÁÅ ç¶ ÇÔ¼Ã¶çÅð òÜ¯º ôÅîñ
Õð»×¶Í ÇÂÔé» àÆÇÚÁ» çÆ êÌÅêåÆ ñÂÆ ÃÕÈñ» ç¶ Çé¼åé¶î Áå¶ ÕÅðÜ ÇòèÆ Çò¼Ú ÕÅøÆ åðîÆî ÕðéÆ
êò¶×ÆÍ ç¼ÃÆÁ» Ô¯ÂÆÁ» ÇÕÇðÁÅò» ù ñÅ×È Õðé òÅÃå¶ Áå¶ À¹åÃÅÔ ù ìäÅÂÆ ð¼Öä òÅÃå¶ ÃÕÈñ ç¶
àÅÂÆî à¶ìñ Çò¼Ú ñÚÆñÅêé ÇñÁÅÀ¹äÅ Ô¯ò¶×Å Áå¶ êÅá´î Áå¶ ÇÃÖñÅÂÆ òÅÃå¶ ÁÇèÁÅêé Ççé»
Çò¼Ú òÅèÅ ÕðéÅ Ô¯ò¶×ÅÍ
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ÕÅðÜ ê¹ÃåÕ ìÅð¶ ÜÅäÕÅðÆ
ieh vrkbuk quhwnUM pwT IT103-NQ2012: “tc twieipMg” nUM smJx Aqy pUrw krn ivc quhwfI mdd
krygI[quhwnMU AiDAwpk jW trynr dy mwiDAm rwhIN ies vrkbuk dw AiDAYn AwpxI klwsrUm jW
pRXogSwlw ivc kr skdy ho[

A`j dy smyN Anuswr ij`Qy hr pwsy mukwblw hY quhwfy igAwn ivc vwDw krn Aqy quhwfw hunr inKwrn leI
ies vrkbuk nUM BwgW ivc vMifAw igAw hY[hryk Bwg nUM ies qrHW Cotw bxwieAw igAw hY ik ies nMU
AswnI nwl piVAw Aqy iliKAw jw skdw hY[AYnImytf qsvIrW Aqy iemyj rwhIN tYkst nUM jIvq
drswieAw igAw hY Aqy tYkst nMU XUjr(quhwfy) nwl rU-b-rU (ieMtrYkitv) bxwieAw igAw hY[qusIN Kud
AwpxI smJ jW Awpxy AiDAwpk dI mdd nwl AwpxIAW audwhrxW bxw skdy ho[AwE dyKIey ik ies
Bwg ivc quhwfy leI kI hY[

Bwg-1 jwx-pCwx

ieh Bwg quhwnUM XUint dy ivSy bwry jwx-pCwx krvwauNdw hY[ieh quhwnMU ieh vI ds̀ygw ik qusIN ies XUint
dy vK̀ –vK̀ BwgW ivc qusIN kI isK̀ogy[

Bwg-2 sbMDq igAwn

ieh Bwg ies ivc mOjUd ivSy bwry quhwnMU ivsQwr ivc ds̀ygw[ies Bwg duAwrw id`qy igAwn nUM smJ ky
qusIN kuJ ikirAwvW kr skdy ho[quhwnMU ies Bwg ivc idq̀I jwxkwrI nUM cMgI qrW smJ ky pVnw cwhIdw
hY[ ies qoN bwAd hI AiBAws nUM krnw cwhIdw hY[

Bwg-3 AiBAws

hr Bwg dI AiBAws idq̀I hY jo ik quhwnUM smyN isr pUrI krnI cwhIdI hY[qusIN Awpxy klws rUm,Awpxy
Gr Aqy AwpxI pRXogSwlw ivc ieh ikirAwvW krogy[ies Bwg ivc mOjUd ikirAwvW quhwfy igAwn ivc
vwDw krn, hunr ilAwaux Aqy Awqm-ivSvws vDwaux ivc quhwfI mdd krngIAW ijs nwl qusIN Awpxy
kMm nUM vDyry kuSlqwpUrvk qrIky nwl AwpxI pRXogSwlw ivc kr skogy[ieh sB ikirAwvW quhwnUM Awpxy
AiDAwpk jW trynr dI dyK-ryK hyTW krnIAW cwhIdIAW hn jo ik quhwnUM ieh ikirAwvW pUrw krn ivc
mdd krn Aqy pUrw krn qooN bwAd quhwnUM ies bwry quhwfy duAwrw kIqI ikirAw dy bwry auicq igAwn jW
slwh dyxgy qW ik qusIN Awpxy Awp nUM hor vDyry kuSlqw nwl ies ikirAw nUM kr sko[ies qrHW krn
leI Awpxy AiDAwpk jW trynr nwl iek tweIm tybl iqAwr kro ijs dy inXmW nUM sKqI nwl pUrw
krnw XkInI bxwieAw jwvy[Awpxy AiDAwpk jW trynr koloN kuJ nw smJ Awaux dI sUrq ivc pùCx qoN
guryj nw kro[

Bwg-4 AsYsmYNt

ies Bwg ivc idq̀y pRSn quhwfI kuSlqw nUM jWcx leI hoxgy[quhwfy leI ieh jrUrI hY ik Agly Bwg ivc
jwx qoN pihlW quhwnUM ies Bwg dy swry au~qr AwauNdy hox[

ies XUint dy AMq ivc isKlweI dy sroqW dI sUcI drsweI geI hY ijs ivc ikqwbW, jrnl, inaUzlYtr,
vYbswiet Awid Swiml hn jo ik AglyrI isKlweI ivc quhwfI mdd leI hn[
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Bwg-1 : tc twieipMg

tc twieipMg, twieipMg dI iek AijhI qknIk hY ijs ivc A`KW dI idRStI dI vrqoN nhIN kIqI
jwNdI[Asl ivc tc twieipst kIborf qy kIz dy sQwn nUM AwpxI mYmrI rwhIN lB̀dw hY[tc
twieipMg ivc A`T auNglW nUM is`DI kqwr ivc Aqy kIborf dy mD̀(hom roA) ivc r`iKAw jWdw hY
Aqy dUsrIAW kIz q`k phuMc kIqI jWdI hY[tc twieipMg ivc donW hQ̀W dI vrqoN jy sMBv hovy nhIN
qW iek nwl kIqI jWdI hY[

tc twiepist “stwrt pujISn” ivc AwpxIAW auNglW mD̀ kqwr ivc r`K ky krdw hY Aqy ieh
vI jwxdw hY ik dUsrIAW kIz q`k phuMcx leI ausnUM ikMnI ku dUrI qYA krnI pvygI Aqy ikvyN
krnI pvygI[is`Kx leI pihlW AiBAws ivc isrP A`KrW jW njdIk dy stYNfrf sQwnW dI
vrqoN kIqI jWdI hY[Aqy iPr dUsrIAW kqwrW dI mwstrI kIqI jWdI hY[auNglw nUM SurUAwqI sQwn
qy r`Kxw is`Kxw bhuq jrUrI hY ikauNik hQ̀ bwr-bwr kIborf qoN iksy nw iksy kwrn ipClI lweInW
jW mwaUs leI au~Tdy rihMdy hn[

kIz F Aqy J  dy sQwn dIAW kuJ ivSySqwvW hn jo ik twieipst nUM tc dOrwn pqw cldIAW hn
ijs nwl kIz nUM hyTW dyKx dI jrUrq nhIN pYNdI [

pRYkits krn nwl twieipMg spIf ivc suDwr huMdw hY[twieipMg spIf lgwqwr vD̀dI jWdI hY Aqy
60 wpm jW ies qoN vD̀ dI XUjr dI phuMc ho jWdI hY[spIf dI dr inj̀I qOr qy vK̀-v~K huMdI
hY[kuJ vYbsweItW Aqy swPtvyAr auqpwd (audwhrx rYipf twieipMg itaUtr) tc twieipMg dyy
swPtvyAr auplb̀D krvwauNdIAW hn Aqy aunHW ivcoN bhuq swry muPq huMdy hn[

sbMDq igAwn

rYipf twieipMg itaUtr swPtvyAr nwl jwx-pCwx

rYipf twieipMg itaUtr swPtvyAr nUM ies pRkwr isrijAw igAw hY ik nOjvwn Aqy b`cy ies nwl
kIborf dI vrqoN pRBwvI FMg nwl kr skdy hn[rYipf twieipMg itaUtr ivc gym Kyfdy hoey tweIp
krnw iek mjw hY[jd ik ies dI tryinMg dy qrIky Aqy pwTwN dy vyrvy nUM bhuq mihMgy auqpwdW
ivc vI G`t hI dyKx nUM imldw hY[

rYipf twieipMg nwl SurU krnw

rYipf twieipMg itaUtr iek AswnI nwl vrqoN krn vwlw kIborf trynr hY , ies leI quhwnUM
ies dI vrqoN krdy smyN Swied hI koeI pRySwnI Awvy[hyT ilKy ilMkw qoN ies nUM SurU kIqw jw skdw
hY:

1. pihlW twieipMg itaUtr dy XUjr dy AnuBv nUM jwxo[

2. iPr Awpxy pwT dI SurUAwq kro Aqy is`Ko ik Awpxy nqIjy Aqy AwMkiVAW dw mulWkx iks
pRkwr krnw hY[
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jy quhwnUM mihsUs hovy ik pihlw pwT Aqy kors bhuqw nhIN hY qW qusIN Lesson Editor dI vrqoN
krky Kud pwT iqAwr kr skdy ho[pwT nUM bhuq jld Aqy AswnI nwl bxwieAw jw skdw hY[

tc twieipMg qknIk

tc twieipMg, twieipMg dI spIf Aqy AYkUrysI ivc suDwr krdI hY[iek tc twieipst kdy vI
kIborf nhIN dyKdw[shI kIj qy auNglW rwhIN tc krnw aus dI Awdq huMdI hY[twieipst dw pUrw
iDAwn twiep huMdy tYkst ivc huMdw hY, auh SbdW Aqy vwkW nUM pV irhw huMdw hY, ijs vyly aus
dIAW auNglw tYkst nMU Arwm nwl twiep kr rhIAW huMdIAW hn[tc twieipMg nUM spYSl
AiBAwsW dOrwn is`iKAw jw skdw hY[

styj 1 : ieh kIborf dI hom roA nwl SurU huMdI hY[( ieh roA kYps lwk nwl surU huMdI hY)
kIborf vl̀ dyKxw iblkul mnw hY[ieh nMbrW, roA, vf̀y A`KrwN qy SbdW Aqy spYSl
isMblW dy drimAwn huMdI hY[

styj 2 : ies ivc islybs nUM cMgI qrHW nwl Xwd r`Ko Aqy twieipMg ivc ienHW nUM vrqo[

styj 3 : hunr ilAwaux leI Asl tYkst nUM tweIp kro[

tc twieipMg dy inXm

F,D,S,A Aqy J,K,L kIz(QWERTY kIborf qy) byisk sQwn pyS krdIAW hn[kIborf qy Awm
qOr qy kIj F Aqy J ivckwr QoVHI jgHw huMdI hY[auh quhwfIAW auNglW dy bys sQwn nUM lB̀x
ivc mdd krdI hY[ hryk kIstrok qoN bwAd AwpxIAW auNglW nUM byisk sQwn qy ilAwaux
dI koiSS kro[

klr koifMg d`sdw hY ik auNglw nMU ikhVI kIA dbwauxI cwhIdI hY[(aùpr icq̀r ivc dyKo)[
Kb̀y hQ̀ dI pihlI auNgl lwl rMg dIAW kIz nUM dbwaux leI hY[s`jy hQ̀ dI pihlI auNgl
hry rMg dIAW kIz nUM dbwaux leI hY[Aqy iesy pRkwr bwkI dI vrqoN kIqI jWdI hY[AMgUTy
dI vrqoN spysbwr nUM dbwaux leI kIqI jWdI hY aqy ies leI iksy vI hQ̀ dw pRXog kIqw
jw skdw hY[

nMbr pYf qy byisk sQwn kIz 5 qy mD̀ auNgl,4 qy pihlI auNgl, 6 qy irMg vwlI auNgl hoxI
cwhIdI hY[nUmyirk pYf AswnI nwl nUmYirk fwtw ienput dI gqI vDw idMdw hY[
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vf̀y A`KrW vwly Sbd Aqy icMnH jo ik nMbr roA qy huMdy hn iek hQ̀ nwl twiep kIqy jw
skdy hn Aqy dUsry hQ̀ dI CotI auNgl dI vrqoN iSPt kIA nUM dbwaux leI kIqI jWdI hY[

kIborf vl̀ nw dyKo AwpxIAW auNglW nwl shI kIz nUM dbwE[

h~QW Aqy srIr dI shI pojISn

jd vI kMipaUtr qy bYTo hmySW is`Dy ho ky bYTo(au~pr icq̀r dyKo) quhwfI ip~T hmySW is`DI hoxI
cwhIdI hY[

quhwfIAW kUhxIAW is~Dy kox qy JukIAW hoxIAW cwhIdIAW hn[

quhwfw isr skrIn qy swhmxy QoVw ijhw A`gy hoxw cwhIdw hY[

kMipaUtr skrIn Aqy quhwfI A`KW dy ivckwr dUrI G`to-Gt̀ 50-80 sY.mI. hoxI cwhIdI
hY[dUsry SbdW ivc quhwfI bWh skrIn nwl muSikl hI tc krnI cwhIdI hY[

kMipaUtr tybl dI auprlI sqHw Aqy AMfr fYsk drwj dI aucweI PrS qoN 68 qoN 73 sY.mI.
hoxI cwhIdI hY[

kursI Aqy myj dI aucweI ies pRkwr hoxI cwhIdI hY ik moFy, bwhW Aqy gùtW qy G`t jor
pvy[quhwfw gu~t tybl dI auprlI sqHw nUM kIborf dy swhmxy tc krnw cwhIdw hY[kdy vI
Awpxy SrIr dy iksy vI ihs̀y dw Bwr Arwm krn nUM Awpxy gùt qy nw pwE[

tc twieipMg pRYkits ivc pws hox dI slwh

lrinMg dIAW SurUAwqI styjW qoN jldI nw doVo[qyj gqI isrP ausy vyly bxygI jd auNgl
Awdq nwl shI kIz nUM dbweygI[glqIAW qoN bcx leI twieipMg dOrwn smW lwE[ijs qrHW
qusIN vDogy spIf Awpxy Awp vDygI[

quhwnUM twieipMg dOrwn iek cwl sY~t krn dI jrUrq hY[ies dw mqlb hY ik kIstrok
brwbr smyN qy Awauxw cwhIdw hY[

kIz nUM hmySW ausy auNgl nwl dbwE ijs nwl d`isAw igAw hY[

Awpxy hQ̀W Aqy auNglW dI gqI nUM ausy sQwn qk pwbMd kro ijQ̀y qk ik sbMDq kIA nUM
dbwauxw jrUrI hY[ Awpxy hQ̀ Aqy auNglw bys sQwn dy nyVy r`Ko[ ieh quhwfI spIf nUM
vDweygw  Aqy hQ̀W au~qy jor nUM Gtweygw[
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tweIp krn vyly kIz vl̀ nw dyKo[AwpxIAW auNglw nUM isrP ihlwE jd q`k ik auh hom
roA dy inSwnW nUM nw lB̀ lvy[

kIz nUM jor lgw ky nw dbwE[G`to-Gt̀ jor lgwaux dI koiSS kro[

Aprkys qoN loArkys qy sivc krn leI hmySW aulty hQ̀ dw pRXog kro[

DIrj r`Ko Aqy koiSS krdy rho[twieipMg dw swDwrn inXm ieh hI hY ik spIf vDwaux leI smyN
dI jrUrq hY[hyT ilKy inXmW dI pwlxw krdy hoey qusIN dyKogy ik quhwfI spIf Aqy TIk kMm krn
dI Smqw ivc suDwr ho irhw hY[

AiBAws

1. ies pRkwr is`Dy ho ky bYTo ik quhwfIAW kUhxIAW tweIp krn vyly 90 ifgrI kox qy is`DIAW
hox[

2. AwpxIAW auNglW kIz qy is`DIAW r`Ko[ mqlb quhwfIAW auNglW hom roA qy  A,S,D, Aqy F
qy Kb̀w hQ̀ Aqy J,K Aqy L qy s`jw hQ̀ hoxw cwhIdw hY[

3. twieipMg krn vyly kIborf vl̀ dyKx qoN prhyj kro[

4. hryk Sbd /pYtrn jW vwk nUM twiep krn qoN bwAd AMgUTy dI vrqoN krky spysbwr nUM
dbwE[

5. iek lweIn nUM dubwrw dhurwaux leI lweIn dy AMq ivc kilk kro Aqy bYkspys kIA nUM
aus vyly q`k dbweI r`Ko jd q`k ik ieh quhwfw iliKAw imtw nhIN idMdw[ hux dubwrw lweIn
tweIp kro[

hyT ilKy  nUM tweIp krn dI koiSS kro[

Downloaded from https:// www.studiestoday.com

Downloaded from https:// www.studiestoday.com



(181)

Bwg-2 : XUjr AnuBv

sbMDq igAwn

iek vwr ivzwrf ivc sYitMg nUM configure qoN bwAd rYipf tweIp dI myn ivMfo hyTW id`qy Anuswr
KùL jwvygI[

ivMfo ivc hyT ilKy kMtrol idq̀y gey hn :

twskbwr : ieh quhwnUM pwT nUM SurU krn leI kuJ byisk AwpSnW nUM sY~t krn Aqy bdlx
dI shUlq idMdI hY[ (kIborf ly-AwaUt,lYvl,pwT Aqy bYkgRwaUNf)

s`jy pwsy au~pr kony qy is`DI kqwr ivc iqMn btn (AwpSn,About Aqy hYlp ) Awpxy
fwielwg bwks idKwauNdy hn[

Kb̀y pwsy au~pr kony qy lMbI (au~pr qoN Ql̀y) kqwr ivc iqMn btn (Lesson, Statistics Aqy
Lesson editor) dI vrqoN cl rhy pwT dOrwn , User statistics Aqy  lesson editorivc
sivicMg krn leI kIqI jWdI hY[

tYkst pYnl auh Kyqr huMdw hY ijQ̀y ik tYst idK irhw huMdw hY[qusIN lesson editor dI vrqoN
krky ies ivc AswnI nwl bdlwv kr skdy ho[

Lesson control panel ivc bhuq swry kMtrol pwT nUM cldy nUM rokx/clwaux,Avwj nUM bMd/
clwaux leI Aqy Avwj dw Volume sỲt krn leI mOjUd huMdy hn[

Aqy kIborf ies ivc virtual kIborf hY jo ik quhwnUM tweIp krn smyN dsW auNglW duAwrw
tweIp krn ivc mdd krygw[qusIN ies dI Appearance nUM vI bdl skdy ho[

jdoN qusIN tweIipMg itaUtr dy ieMtrPys nwl jwxU ho jWdy ho qW pwT nUUM ikvyN SurU krnw hY vl̀
quro[Swrtkt nUM vI Xwd r`Kx dI koiSS kro[auh quhwfI twieipMg itaUtr nwl ieMtrYkSn nUM hor
qyj krngIAW[
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Bwg-3 : pwT nUM SurU krnw

sbMDq igAwn

twieipMg itaUtr ivc Awpxw pihlw pwT SurU krn leI quhwnUM sB qoN pihlW kIborf dI ly-
AwaUt,lYvl Aqy pwT dI SRyxI twskbwr qy sY~t krnI pvygI[

skrIn dy au~pr K~by pwsy cwr frwp fwaUn ilstW hn[ies leI Kb̀y qoN s`jy jwx dI ivDI
hyTW idq̀I geI hY :

lyAwaUt dI cox kro(kIborf dI BwSw)  ies leI   “EN”  qsvIr a~pr id~qI geI hY[

iPr lYvl dI cox kro( iqMn lYvl ibgnr,ieMtrmIfIeyt Aqy AYksprt mOjUd hn) qsvIr
qy ibgnr hY[

pwT dI SRyxI nUM cuxo(lYvl Anuswr SRyxI id`qI geI hY) qsvIr aùpr “byisk” hY[

Aqy AMq ivc jo pwT qusIN tweIp krnw cwhuMdy ho nUM cuxo[

jdoN sB kuJ ho jwvy qW koeI vI kIA nUM dbwE[ AwpxIAW auNglW nUM kIborf qy shI siQqI
ivc lY ky AwE  Aqy twieipMg nUM SurU kro[
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kIborf dy au~pr ijQ̀oN ik qusIN pwT nUM rok/clw skdy ho jW Avwj nUM sY~t kr skdy ho, kMtrol
pYnl dI AwpSn id`qI geI hY[

pwT nUM rokx/clwaux leI ply btn qy kIborf qy aùpr Kb̀y pwsy  kilk kro[

pwT nUM rokx leI  btn dI bjwey btn qy kilk kro[

pwT nUM dubwrw SurU krn leI, btn qy kilk kro jo ik twskbwr au~qy s`jy pwsy hY[

Avwj nUM clwaux/bMd krn leI kIborf dy s`jy pwsy aùpr kony qy btn qy kilk kro Aqy
Avwj nUM vrtIkl slwiefbwr rwhIN sY~t kro[

not :

qusIN tYkst pYnl leI AwpSn (Animation, Wallpaper jW plain) dI vrqoN krdy hoey
bYkgRwaUNf qsvIr nUM vI  ivMfo dy s`jy pwsy au~pr kony qy twskbwr dI fwrp-fwaUn ilst qoN
bdl skdy ho[

jdoN qusIN Awpxw pwT tweIp kr rhy hovoNgy qW lYsn kMtrol pYnl ivc quhwfy leI do pRogrYs
bwr (iek hry rMg ivc Aqy dUjI pIly rMg ivc) hoxgIAW[
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hry rMg dI bwr (aùpr) cl rhy pwT dy pUrw hox dI pRqISqqw idKwauNdI hY[Aqy pIly rMg dI bwr
(Ql̀y) isMgl Sbd nUM tweIp krn leI id`qy smyN nUM idKwauNdI hY[

jdoN pIly rMg dI bwr G`to G`t iek vwr vI bwhr Aw jwey, tweIipMg itaUtr aus nUM irkwrf kr
lYNdw hY  joik qusIN ies qwl nwl qoiVAw hY[(AwE dyKIey ik quhwfy statistics sbMDI sUcnw nUM iks
pRkwr dyiKAw jwvygw[

hryk pwT nUM pUrw krn qoN bwAd, nqIjw ivMfo Ku~lygI[ AwE is`KIey ik AwpxI twieipMg krn dI
spIf ivc vwDy dw AMdwjw ikvyN krnw hY[

Awpxw nqIjw iks pRkwr dyKxw hY

jdoN qusIN Awpxw pwT Kqm krogy qW hryk bwr nqIjw ivMfo quhwfIAW pRwpqIAW nUM d`sx leI
Ku~lygI[

nqIjw fwielwg bwks ivc do tYb ryitMg Aqy AYrr hn[ pihlw kuJ ies qrHwN hY :

ie`Qy qusIN Awpxw nqIjw dyK skdy ho: ibginr Aqy cYNpIAn drimAwn hunr dw lYvl (aupr
slweIfr ieMfIkytr),Sbd pRqI imMt, A~Kr pRqI imMt Aqy TIk dI pRqISqqw (iqMn bwr hyTW)

tYkst eyrIAw bwks ivc, qusIN AwpxIAW pwT dOrwn hoeIAW glqIAW nUM dyK skdy ho[rMg
dw mqlb hyT ilKy Anuswr hY :

hry Sbd shI ienput drswauNdy hn[

pIly Sbd Prym dy id`qy smyN qoN vDy hoey smyN qy shI ienput nUM drswauNdy hn[
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lwl Sbd Prym dy smyN Anuswr glq ienput idKwauNdw hY[

sMqrI Sbd Prym dy id`qy smyN qoN vDI hoey smyN qy glq ienput nUM drswauNdy hn[

Error ivMfo

Error tYb au~pr qusIN Awpxy cl rhy pwT dy statistics nUM ivsQwrpUrvk dyK skdy ho :

ieh tYb quhwfIAW glqIAW Aqy hoeI dyrI nUM  dovyN gRwiPkl Aqy tybl ivaU ivc idKwauNdw hY[ieh
quhwnUM ikhVy A`Kr quhwfy leI tweIp krny muSikl hn bwry d`sygw[qusIN pRqISq cwrt ivc
glqIAW Aqy dyrI ivckwr sivc kr skdy ho[(tYb dy hyTW  btn nUM dbw ky Aqy  btn dbw ky)

bwrcwrt dy au~pr X-axis qy pwT ivc vrqy gey SbdW nUM idKwauNdw hY jdik Y-axis qy hryk Sbd
muqwibk hoeI glqI/dyrI nUM idKwauNdw hY[jy ienHW ivckwr koeI vI glqI jW dyrI nw hovy qW ieh
cwrt au~pr koeI vI Sbd nhIN idKwvygw[

not: jdoN qusIN tybl ivc iek roA nUM cuxdy ho, cwrt dy aupr aus sbMDI roA hweIlweIt ho
jwvygI[jdoN qusIN tybl ic kwlm cuxdy ho qW cwrt glqI jW dyrI nUM idKwauNdw hY[

iPr qusIN Agly pwT qy jwx leI hyTW id`qy Next btn qy kilk kro[ies pwT dI iek vwr
dhurweI iPr kro jW cY~k kro ik quhwfw nqIjw tweIipMg itaUtr dy leI TIk hY[
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Bwg-4 : ÃàËà¶ÃÇàÕÃ (STATISTICS) dyKx leI

sbMDq igAwn

jo pwT qusIN pUry kr cu~ky ho (nw ik kyvl cl rhy pwT) aunHW swry pwTW dw nqIjw dyKx leI
statistics Bwg qy jwE[

qusIN Awpxy statistics nUM ikvyN dyKogy Aqy ivSlySx krogy

statistics Bwg nUM Kolx leI myn ivMfo dy aùpr K~by kony qy btn nUM cuxo[statistics skrIn hyTW id`qy
Anuswr K~ulygI[

ie`Qy qusIN pUrw statistics gRwiPkl Aqy tybl ivaU ivc dyKogy [ies ivc hyTW id`qIAW AwpSnwN
auplb̀D hn[
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AwpxI A~Kr pRqI imMt dI spIf nUM dyKx leI  ivMfo dy au~pr Kb̀y kony qy  btn qy kilk
kro[(jW kIborf qy ctrl+1 qy kilk kro)[

AwpxI Sbd  pRqI imMt dI spIf nUM dyKx leI    btn qy kilk kro[(jW kIborf qy ctrl+2
qy kilk kro)[

Awpxy Alg̀ Alg̀ pwTW dI Accuracy twieipMg dI  nUM jwxn leI btn qy kilk kro[

statistics qoN AwpxI koeI metric htwaux leI, s~jy pwsy tybl qyy pwT nUM cuxo Aqy btn qy
      kilk kro[(jW kIborf qy fIlIt btn nUM dbwE)

ivMfyo dy au~pr pwsy twskbwr dy au~qy qusIN kIborf dI lyAwaUt, lYvl Aqy kors nUM cux skdy ho
ijs dw statistics qusIN dyKxw cwhuMdy ho[

qusIN Lesson group Aqy Day group nUM  twskbwr au~qy hyTW s`jy pwsy frwp-fwaUn AwpSn rwhIN
bdl skdy ho (statistics by lesson Aqy statistics by days) [

pwT dw ivsQwrpUrvk inrIKx (Statistics)

iksy pwT dw statistic cY~k krn leI,ies pwT nUM s`jy tybl qoN cuxo Aqy au~pr s~jy kony qy id~qy
Lesson tYb qy kilk kro[Lesson tYb auhI fwtw idKwvygw jo ik hryk pwT dy Kqm hox qy
idKwieAw jWdw hY[ivsQwr leI, Bwg qusIN Awpxw nqIjw ikvyN dyKogy nUM dyKo[
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Bwg-5 : êÅá Ã̄èÕ (LESSON EDITOR) nwl kMm krnw

sbMDq igAwn

Lesson Editor nUM Kolx leI rYipf twieipMg ivMfo dy au~pr Kb̀y kony qy btn qy kilk kro[hyTW
id`qI qsvIr dI qrHW skrIn Kùl jwvygI[

Lesson Editor ivMfo ivc hyTW idq̀y kMtrol hn :

twskbwr quhwnUM kIborf dI ly-AwaUt Aqy ijs pwT nMU qusIN bdlxw cwhuMdy ho dy lYvl nUM
cuxn dI AwigAw idMdw hY[

tUlbwr quhwnUM nvyN pwT joVn, Pwiel qoN tYkst jmHW krn Aqy bdlwv nUM syv krn dI
shUlq idMdw hY[

nyvIgySn tRI cl rhy kors Aqy pwTW dI Hierarchy nUM idKwauNdw hY[

tYkst pYnl auh Kyqr huMdw hY ij~Qy qusIN nyvIgySn tI ivc cuxy hoey pwT dy tYkst ivc
bdlwv kr skdy ho[
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Lesson Metric SbdW ,pwT ivc Kws krYktr Aqy spys Aqy A`KrW dy nMbr Aqy  pRqISqqw
idKwauNdw hY[

Aqy kIborf virtual kIborf huMdw hY jo ik cox kIqy pwT ivc SbdW dI vrqoN nUM hweIlweIt
krdw hY[qusIN ies dy luk ivc bdlwv leI Lesson Section dI vrqoN kr skdy ho[

Lesson Editor dI vrqoN krky qusIN swry pwTW ivc pUrI qrHW bdlwv kr skdy ho[qusIN pwTW nUM
Add, Insert, change, delete, kr skdy ho Aqy ienHW nUM grùp ivc r`K skdy ho Aqy muAwienw kr
skdy ho[

nvyN pwT

nvW pwT joVn leI  hyTW idq̀y stYps dI vrqoN kro :

twskbwr dI frwp-fwaUn ilst qoN kIborf dI lyAwaUt Aqy lYvl nUM cuxo[

nyvIgySn tRI ivc, kors dw cuxwv kro ij~Qy qusIN pwT ilKxw cwhuMdy ho[

tUlbwr qy  btn qy kilk kro(kIborf qy Ctrl+N nUM cuxo) hyTW id`qw fwielwg bwks ivc Kùl
jwvygw[
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ies fwielwg ivc kwlm Bro, Lesson Title   ivc pwT dw tweItl Bro[ij~Qy pwT add kIqw
igAw hY aus kors dI jWc kro[frwp fwaUn ilst ivcoN Lesson Type nUM cuxo Aqy ok  qy
kilk kro[iek nvW Lesson cuxy hoey kors ivc add ho jwvygw Aqy nyvIgySn bwr ivc
idKygw[

iPr qusIN tYkst nUM ilK skdy ho jW manually kwpI pyst kr skdy ho jW bwhrI PweIl qoN
tYkst joV skdy ho[jy qusIN aukq nUM qrjIh idMdy ho qW quhwfy leI do btn id`qy gey hn:

jy qusIN iek pwT ivcoN tYkst nUM joVnw cwhuMdy ho qW btn qy kilk kro( kIborf qy Ctrl+l nUM
dbwE) Aqy tYkst PweIl(txt Aqy rtf)  dI cox kro[

jy qusIN pwT dy bhuq swry BwgwN dIAW PweIlW ivcoN tYkst joVnw cwhuMdy ho qW  btn qy
kilk kro Aqy fwielwg bwks ivc Bwg,Bwg dI lMbweI (AMkW ivc) Aqy pwT dI iksm nUM
Bro[import kIqy swry tYkst BwgW dI brwbrI dy tYkst hoxgy[ieh PMkSn RTF PweIlW nUM
nhIN clwauNdw[

not : jy iksy tYkst ivc koeI nw vriqAw jWdw A~Kr Aw jwvy (ijvyN ik Word symbol  jW
foreign Language symbol) rYipf twieipMg fwielwg bwks rwhIN ies nUM skip krn dI suivDw
idMdw hY[ieh ikhw jWdw hY ik qusIN Yes qy kilk kr do[
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pwT nUM fIlIt krn leI nyvIgySn tRI qoN ies dI cox kro Aqy tUlbwr dy btn qy kilk kro[(jW
kIborf qoN fIlIt btn nUM dbw idE)

qusIN cl irhy pwT dIAW pRwprtIz nMU  btn qy kilk kr ky  dyK Aqy bdl skdy ho [

nvyN kors

nvW kors joVn leI hyTW idq̀y stYps nUM vrqo :

twskbwr qy  kilk kro[hyTW id`qw fwielwg bwks swhmxy Awvygw[

Awpxy kors dy nwm nUM d`so Aqy iPr frwp-fwaUn ilst ivcoN lYvl nUM cuxo Aqy ok qy kilk
kro[nvW kors Kùl jwvygw Aqy qusIN ies ivc nvyN pwT joV skdy ho[

nvW bxwieAw kors fIlIt krn leI  twskbwr qy btn qy kilk kro[qusIN ies kors dIAW
pRoprtIz nUM btn qy kilk kr ky dyK/bdl skdy ho [

not :

jo krYktr ies pwT ivc vrqy gey hn aunHW nUM virtual kIborf qy kwly rMg nwl idKwieAw
igAw hY[

qusIN virtual kIborf dy nUmYirk kIborf dy au~pr frwp –fwaUn ilst ivcoN skyl vYlXU nMU
cux ky tYkst dI skyilMg kr skdy ho[

nyvIgySn tRI dw bwrfr,tYkst eyrIAw Aqy lYsn mYtirk ieh sB mUvybl hn ies leI jy
qusIN cwho qW ienWH sB nUM AwpxI mrjI nwl sY~t kr skdy ho[
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hyT ilKy dI pRYkits kro :
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AiBAws

Awpxy Kb̀y hQ̀ dI vrqoN kro

asdf asdf asdf asdf asdf asdf asdf asdf asdf asdf
fdsa fdsa fdsa fdsa fdsa fdsa fdsa fdsa fdsa fdsa

Awpxy s`jy hQ̀ dI vrqoN kro

     Jkl; Jkl; Jkl; Jkl; Jkl; Jkl; Jkl; Jkl; Jkl; Jkl; Jkl; Jkl; Jkl;

Awpxy donW hQ̀W dI vrqoN kro

     fd fds fdsa jk jkl  jkl; fd fds fdsa jk jkl  jkl; fd fds fdsa jk jkl  jkl;

Awpxy donW hQ̀W dI vrqoN kro

     gh gh gh gh gh gh gh gh gh gh gh gh gh gh gh

Awpxy Kb̀y hQ̀ dI pihlI auNgl nUM 1 qk (kIborf qy dyKo) iKc̀o Aqy tweIp kro[

  th th th th th th th th th ght ght ght ght ght ght ght ght

Awpxy Kb̀y hQ̀ dI vrqoN kro

   deed frrf deer reed red deed frf deer reed red deed frf deer reed red
      free freed fred feed fed free freed fred feed fed free freed fred feed fed

Awpxy s`jy hQ̀ dI vrqoN kro

juuj kiik juj kik juuj kiik juj kik juuj kiik juj kik juuj kiik juj kik

Awpxy donW hQ̀W dI vrqoN kro

Juut jut jute kiit kit kite Juut jut jute kiit kit kite Juut jut jute kiit kit kite
Jud judder jug jugger judge judged juud juuder jug jugger judge judged
igh high thigh ight fight right fright igh high thigh ight fight right fright
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' PSS Central Institute of Vocational Education, 2012

ÇÂÔ êÌÕÅôé ÕÅêÆðÅÂÆà ÁèÆé Ã¹ð¼ÇÖÁÅ þÍ ÇñÖåÆ ÁÅÇ×ÁÅ å¯º Çìé» ÇÂÃ êÌÕÅôéÅ çÅ ê¹éð-ÇéðîÅä,
Áé¹ÕÈñä Áå¶ ÇÕÃ¶ òÆ ÇÕÃî çÅ Ã¿ÚÅð ÇòòðÇÜå þÍ
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ÇòÇçÁÅðæÆ ç¶ ò¶ðò¶

ÇòÇçÁÅðæÆ çÅ éÅî : ..........................................................

ÇòÇçÁÅðæÆ çÅ ð¯ñ é³ìð : ...................................................

ìËÚ ô¹ðÈ Ô¯ä çÆ ÇîåÆ : .........................................................
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ååÕðÅ
ÁÅíÅð Áå¶ è³éòÅç AIH
î¹¼Ö ì¿è B@@

ÕÅðÜ ê¹ÃåÕ ìÅð¶ B@B
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sYSn-2 : fwkUmYNt nUM syv Aqy AYift krnw 206
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sYSn-7 : kwpI-pyst Aqy kt-pyst 222

sYSn-8 : tYkst nUM l`Bxw Aqy rIplys krnw 224

sYSn-9: bulytz Aqy nMbr dI vrqoN krky sUcI iqAwr krnI 226

sYSn-10 : PONt stwiel nUM PwrmYt krnw 228

sYSn-11 : tYkst Alwien krnw 232

sYSn-12 : fwkUmYNt ivaU 234
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sYSn-15 : tybl nUM PwrmYt krnw 241

sYSn-16 : tYkst nUM tybl ivc bdlxw Aqy tybl nMU tYkst ivc bdlxw 244

sYSn-17 : pyjW ivc bwrfr, pYrwgRwP Aqy tYkst sY~t krn leI 247

sYSn-18 : pyj, pYrwgRwP Aqy tYkst qy SyifMg lgwauxw 250

sYSn-19 : fwkUmYNt dw pRIivaU dyKxw, mwrjn Aqy ErIAYNtySn nUM sY~t krnw 252
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î¹¼Ö ì¿è
ðÅôàðÆ êÅá´î ã»ÚÅ, B@@E, ÇÂÔ ÇÃøÅÇðô ÕðçÅ þ ÇÕ ÃÕÈñ Çò¼Ú ì¼ÇÚÁ» ç¶ ÜÆòé çÅ Ã¿ì¿è ÃÕÈñ ç¶
ìÅÔð À¹Ôé» ç¶ ÜÆòé éÅñ Ü¹ÇóÁÅ Ô¯äÅ ÚÅÔÆçÅ þÍ ÇÂÔ ÇÃè»å ÇÕåÅìÆ ÇÃ¼ÇÖÁÅ çÆ ê¹ðÅäÆ ÇòðÅÃå ù
Çê¼Û¶ Û¼âçÅ þ, ÇÜÃç¶ ÁÅèÅð å¶ Á¼Ü òÆ ÃÅâÅ Çò¼ÇçÁÕ ã»ÚÅ Õ¿î Õð ÇðÔÅ þÍ ÇÃ¼à¶ òÜ¯º ÃÅâ¶ ÃÕÈñ»,
Øð», íÅÂÆÚÅÇðÁ» Áå¶ Õ¿î-ÕÅÜ òÅñÆ Ü×·Å ç¶ îÅÔ½ñ Çò¼Ú ÕÅøÆ øðÕ ÁÅ Ç×ÁÅ þÍ

Ô¼æ Çò¼ÚñÆ ÕÅðÜ ê¹ÃåÕ “vrf pRosYsr (ì¶ÇÃÕ)” À¹Ã Òï¯×åÅ êÌÃåÅòÓ çÅ ÇÔ¼ÃÅ þ ÇÜÃù ÇÕ îé¹¼ÖÆ
ÃÅèé ÇòÕÅÃ î³åðÅñ¶ (MHRD) ç¶ À¹µçî ÁèÆé Õ½îÆ ÇòòÃÅÇÂÕ ÇÃ¼ÇÖÁÅ ï¯×åÅ ã»Ú¶ (NVEQF) ù
ÁÃñÆ ÜÅîÅ êÇÔéÅÀ¹ä ñÂÆ ÇòÕÇÃå ÕÆåÅ Ç×ÁÅ þÍ ÇÂÃçÅ î³åò ÃÕÈñ», ÕÅñÜ», ÇòòÃÅÇÂÕ ÇÃ¼ÇÖÁÅ
Áå¶ ÇÃÖñÅÂÆ Ã³ÃæÅò», åÕéÆÕÆ ÇÃ¼ÇÖÁÅ Ã¿ÃæÅò» Áå¶ ÇòôòÇòÇçÁÅÇñÁ» Çò¼Ú ÇÂ¼Õ ðÅôàðÆ ê¼èð çÆ
îÅéåÅ êÌÅêå ï¯×åÅ êÌäÅñÆ òÅÃå¶ Ã»Þ¶ Çéïî Áå¶ Ã¶è» çÅ ×áé ÕðéÅ þÍ ÇÂÔ Áé¹îÅé ñÅÇÂÁÅ ÜÅ
ÇðÔÅ þ ÇÕ NVEQF ðÅÔÆº ï¯×åÅò» çÆ êÅðçðôåÅ, Á³åð-Ö¶åðÆ ÇÃ¼ÇÖÁÅ Áå¶ ÇòÇçÁÅðæÆ-Õ¶ºçÇðå
ÇÃ¼ÇÖÁÅ ù òÅèÅ Çîñ¶×Å Áå¶ ÇÃ¼ÇÖÁÕ çÆ ò¼Ö-ò¼Ö ï¯×åÅò» ÇòÚÅñ¶ ×åÆôÆñåÅ ù Ã¹ÖÅñÅ Õð¶×Å Áå¶
ÇÃ¼ÇÖÁÅðÆÁ» ù ÜÆòé íð òÅÃå¶ ÇÃ¼ÇÖÁÅ Çîñ¶×ÆÍ

ÇÂÔ ÕÅðÜ ê¹ÃåÕ, Ü¯ ÇÕ Á¼áòÄ Ü» À¹Ãç¶ ìðÅìð çÆ ÜîÅå êÅÃ Õð ü¼Õ¶ ÇòÇçÁÅðæÆÁ» òÅÃå¶ ìäÅÂ¶
×Â¶ ÇòòÃÅÇÂÕ ï¯×åÅ êÌÃåÅò çÅ ÇÂ¼Õ ÇÔ¼ÃÅ þ, ÇÂ¼Õ îÅÇÔð ÃîÈÔ ò¼ñ¯º ÇñÖÆ ×ÂÆ þÍ ðÅôàðÆ Õ½ºÃñ
ÇòÕÅÃ Ç×îé ç¹ÁÅðÅ êÌòÅÇéå íÅðåÆ Õ½ôñ êÌÆôç çÆ êÌÚÈéÕÅð ÃíÅ (RASCI Áå¶ Ã¿×Çáå êÌÚÈé
À¹çï¯×» é¶ ÁÅêÃÆ ÃÇÔï¯× éÅñ ðÅôçðÆ ÇòòÃÅÇÂÕ îÅêç¿â (NOS) ÇåÁÅð ÕÆå¶ ÔéÍ ÇÂÔ îÅêç³â
Ã¿×Çáå êÌÚÈé Ö¶åð ç¶ é¹î»ÇçÁ» òñ¯º Ã¹ÞÅÂ¶ ×Â¶ îîð¼æåÅ îÅêç¿â» Áå¶ ÇçôÅ Çéðç¶ô» çÅ ÃîÈÔ Ôé
Áå¶ Õ¿îÕÅÜ òÅñÆ Ü×·Å å¶ Ú¿×Æ Õ¹ôñåÅ éÅñ Õ¿î Õðé òÅÃå¶ À¹îÆçòÅð» çÆ ×¹äò¼åÅ Áå¶ ÇÃ¼ÇÖÁÅ ù
êðÖä òÅÃå¶ ñ¯óÄç¶ ÔéÍ

ê³âå Ã¹¿çð ñÅñ ôðîÅ Õ¶ºçðÆ ÇòòÃÅÇÂÕ ÇÃ¼ÇÖÁÅ Ã¿ÃæÅ (PSSCIVE), Ü¯ ÇÕ ðÅôàðÆ ÇòÇçÁÕ Ö¯Ü
Áå¶ ÇÃÖñÅÂÆ êÌÆôç (NCERT) çÅ ÇÂ¼Õ ÇÔ¼ÃÅ þ, é¶ SKSDC ç¶ ÃÇÔï¯× éÅñ Ã¿×Çáå êÌÚÈé Ö¶åð
Çò¼Ú ÇòòÃÅÇÂÕ ï¯×åÅ êÌÃåÅò ñÂÆ Û¯à¶ Û¯à¶ ÇÔ¼ÇÃÁ» Çò¼Ú êÅá´î Áå¶ ÇÃ¼ÇÖÁÅ Ãî¼×ðÆ ÇòÕÇÃå
ÕÆåÆ þÍ ÇÂÔ NVEQ ç¶ êÇÔñ¶ å¯º Ú½æ¶ åñ òÅÃå¶ Ôé; êÇÔñÅ åñ (Level 1) é½òÄ ÜîÅå ç¶ ìðÅìð
Ç×ÇäÁÅ Ç×ÁÅ þÍ êÅá´î Áå¶ ÇÃ¼ÇÖÁÅ ÇÂÕÅÂÆÁ» (Units) ÇåÁÅð Õðé ñÂÆ NOS îÅêç¿â» ç¶
ÁÅèÅð å¶ ÇòòÃÅÂ¶ éÅñ Ã¿ì¿èå î¹¼Ö Ãîð¼æåÅò»ÇÜò¶º Ç×ÁÅé, Õ¹ôñåÅ, ï¯×åÅ ÁÅÇç çÆ êÛÅä ÕÆåÆ
×ÂÆÍ

ÇÂÔ ÁÇíÁÅÃ-ê¹ÃåÕ ÇòÇçÁÅðæÆ ù ð¼àÅ ñÅÀ¹ä å¯º òðÜçÆ þ Áå¶ êÅá´î ù Ç÷ÁÅçÅ ñÚÕÆñÅ
ìäÅÀ¹ºçÆ þ å» Ü¯ ò¼Öð¶ ò¼Öð¶ ÇòÇôÁ» ÇòÚÅð¶ ÃÆîÅò» ù å¯ÇóÁÅ ÜÅ ÃÕ¶Í ÇÂÃ ê¹ÃåÕ Çò¼Ú Ã¯Ú ÇòÚÅð
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Áå¶ Û¯à¶-ÃîÈÔ» Çò¼Ú òÅç-Ã¿òÅç, ÚðÚÅ Áå¶ åÜðì¶ ù òèÅÀ¹ä òÅñÆÁ» ÇÕÇðÁÅò» ù Ç÷ÁÅçÅ îÔ¼åò
Çç¼åÅ Ç×ÁÅ þÍ ÇÂÔ ÃÅðÆÁ» ÕÅðòÅÂÆÁ» AIHF çÆ ðÅôàðÆ Çò¼ÇçÁÅ éÆåÆ ç¹ÁÅðÅ êÌåÅÇòå
ÇÃ¼ÇÖÁÅðæÆ-Õ¶ºçÇðå Çò¼ÇçÁÕ êÌäÅñÆ ç¶ éÅñ ÇÂ¼Õ Ã¹ð Ôé å¶ ÇÂÃçÆ êÌÅêåÆ ò¼ñ ÔÆ ÇÂ¼Õ Õçî ÔéÍ

ÇÂÃ Õ¯Çôô çÆ ÕÅîïÅìÆ ÇÂÃ ×¼ñ å¶ Çéðíð Õð¶×Æ ÇÕ ÃÕÈñ» ç¶ ÇêÌ³ÃÆêñ Áå¶ ÁÇèÁÅêÕ ì¼ÇÚÁ» ù
ÁÅêä¶ å½ð å¶ ÇÃ¼Öä Áå¶ ÁÅêäÆ ÕñêéÅ ðÅÔÆº êÌôé ê¹¼Ûä ñÂÆ ÇÕ¿éÆ Õ¹ êÌ¶ðéÅ Çç¿ç¶ ÔéÍ Õ¹ôñåÅ
ÇòÕÅÃ ÇÕÇðÁÅò» Çò¼Ú ÇÃ¼ÇÖÁÅðæÆ çÆ ôîÈñÆÁå Áå¶ ×¹ä» Áå¶ ðÚéÅåÇîñÕåÅ ù ×ÌÔä ÕðéÅ å» ÔÆ
Ã¿íò Ô¯ò¶×Å, Ü¶Õð ÁÃÆº ÇòÇçÁÅðæÆ ù Ãð¯å¶ òÜ¯º éÔÄ ìñÇÕ ÇÃ¼ÇÖÁÅ êÌÇÕÇðÁÅ ç¶ ÇÔ¼Ã¶çÅð òÜ¯º ôÅîñ
Õð»×¶Í ÇÂÔé» àÆÇÚÁ» çÆ êÌÅêåÆ ñÂÆ ÃÕÈñ» ç¶ Çé¼åé¶î Áå¶ ÕÅðÜ ÇòèÆ Çò¼Ú ÕÅøÆ åðîÆî ÕðéÆ
êò¶×ÆÍ ç¼ÃÆÁ» Ô¯ÂÆÁ» ÇÕÇðÁÅò» ù ñÅ×È Õðé òÅÃå¶ Áå¶ À¹åÃÅÔ ù ìäÅÂÆ ð¼Öä òÅÃå¶ ÃÕÈñ ç¶
àÅÂÆî à¶ìñ Çò¼Ú ñÚÆñÅêé ÇñÁÅÀ¹äÅ Ô¯ò¶×Å Áå¶ êÅá´î Áå¶ ÇÃÖñÅÂÆ òÅÃå¶ ÁÇèÁÅêé Ççé»
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ÕÅðÜ ê¹ÃåÕ ìÅð¶ ÜÅäÕÅðÆ
ieh vrkbuk quhwnUM pwT IT104-NQ2012: “vrf pRosYsr (ì¶ÇÃÕ)” nUM smJx Aqy pUrw krn ivc quhwfI
mdd krygI[quhwnMU AiDAwpk jW trynr dy mwiDAm rwhIN ies vrkbuk dw AiDAYn AwpxI klwsrUm jW
pRXogSwlw ivc kr skdy ho[

A`j dy smyN Anuswr ij`Qy hr pwsy mukwblw hY quhwfy igAwn ivc vwDw krn Aqy quhwfw hunr inKwrn leI
ies vrkbuk nUM BwgW ivc vMifAw igAw hY[hryk Bwg nUM ies qrHW Cotw bxwieAw igAw hY ik ies nMU
AswnI nwl piVAw Aqy iliKAw jw skdw hY[AYnImytf qsvIrW Aqy iemyj rwhIN tYkst nUM jIvq
drswieAw igAw hY Aqy tYkst nMU XUjr(quhwfy) nwl rU-b-rU (ieMtrYkitv) bxwieAw igAw hY[qusIN Kud
AwpxI smJ jW Awpxy AiDAwpk dI mdd nwl AwpxIAW audwhrxW bxw skdy ho[AwE dyKIey ik ies
Bwg ivc quhwfy leI kI hY[

Bwg-1 jwx-pCwx

ieh Bwg quhwnUM XUint dy ivSy bwry jwx-pCwx krvwauNdw hY[ieh quhwnMU ieh vI ds̀ygw ik qusIN ies XUint
dy vK̀ –vK̀ BwgW ivc qusIN kI isK̀ogy[

Bwg-2 sbMDq igAwn

ieh Bwg ies ivc mOjUd ivSy bwry quhwnMU ivsQwr ivc ds̀ygw[ies Bwg duAwrw id`qy igAwn nUM smJ ky
qusIN kuJ ikirAwvW kr skdy ho[quhwnMU ies Bwg ivc idq̀I jwxkwrI nUM cMgI qrW smJ ky pVnw cwhIdw
hY[ ies qoN bwAd hI AiBAws nUM krnw cwhIdw hY[

Bwg-3 AiBAws

hr Bwg dI AiBAws idq̀I hY jo ik quhwnUM smyN isr pUrI krnI cwhIdI hY[qusIN Awpxy klws rUm,Awpxy
Gr Aqy AwpxI pRXogSwlw ivc ieh ikirAwvW krogy[ies Bwg ivc mOjUd ikirAwvW quhwfy igAwn ivc
vwDw krn, hunr ilAwaux Aqy Awqm-ivSvws vDwaux ivc quhwfI mdd krngIAW ijs nwl qusIN Awpxy
kMm nUM vDyry kuSlqwpUrvk qrIky nwl AwpxI pRXogSwlw ivc kr skogy[ieh sB ikirAwvW quhwnUM Awpxy
AiDAwpk jW trynr dI dyK-ryK hyTW krnIAW cwhIdIAW hn jo ik quhwnUM ieh ikirAwvW pUrw krn ivc
mdd krn Aqy pUrw krn qooN bwAd quhwnUM ies bwry quhwfy duAwrw kIqI ikirAw dy bwry auicq igAwn jW
slwh dyxgy qW ik qusIN Awpxy Awp nUM hor vDyry kuSlqw nwl ies ikirAw nUM kr sko[ies qrHW krn
leI Awpxy AiDAwpk jW trynr nwl iek tweIm tybl iqAwr kro ijs dy inXmW nUM sKqI nwl pUrw
krnw XkInI bxwieAw jwvy[Awpxy AiDAwpk jW trynr koloN kuJ nw smJ Awaux dI sUrq ivc pùCx qoN
guryj nw kro[

Bwg-4 AsYsmYNt

ies Bwg ivc idq̀y pRSn quhwfI kuSlqw nUM jWcx leI hoxgy[quhwfy leI ieh jrUrI hY ik Agly Bwg ivc
jwx qoN pihlW quhwnUM ies Bwg dy swry au~qr AwauNdy hox[

ies XUint dy AMq ivc isKlweI dy sroqW dI sUcI drsweI geI hY ijs ivc ikqwbW, jrnl, inaUzlYtr,
vYbswiet Awid Swiml hn jo ik AglyrI isKlweI ivc quhwfI mdd leI hn[
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Bwg 1 : vrf pRosYsr nwl SurU krnw

AwE dyKIey ik vrf pRosYsr ny purxI qknIk pY~n Aqy pypr nUM ip~Cy ikvyN Cf̀ id`qw[vrf pRosYsr
dI vrqoN krky qusIN vrf fwkUmYNt nUM bxw skdy ho[ vrf pRosYsr swnUM lck, suKwlw, sPweI Aqy
gqI pRdwn krdI hY[qusIN ies dI vrqoN fwkUmYNt nUM ilKx ijvyN ik AwrtIkl, pq̀r, bwieE-fwtw,
irport, kivqw Aqy postr bxwaux leI kIqI jWdI hY[vrf pRosYsr quhwfI mdd ieMj krdw hY :

spYilMg dIAW glqIAW nUM TIk krdw hY Aqy jdoN qusIN koeI spYilMg dI glqI krdy ho qW
quhwnUM d`sdw hY[

vrf fwkUmYNt ivc ikqy vI Sbd jW vwk jW pYrwgRwP nUM  iensrt jW EvrrweIt kIqw jw
skdw hY[ieh fwkUmYNt nUM swP r`Kx ivc swfI mdd krdw hY[ies twsk nUM fwkUmYNt
AYifitMg kihMdy hn[

qusIN Awpxy fwkUmYNt nUM ipRMt vI kr skdy ho Aqy BivK̀ leI vI syv krky r`K skdy ho[ies
fwkUmYNt dI isAwhI nw qW iPk̀I pYNdI hY Aqy nw ies dy guMm jwx dw fr huMdw hY[qusIN
fwkUmYNt dI bhuq swrIAW kwpIAW iek kilk krky bxw skdy ho[

qusIN fwkUUmYNt dy Alg̀ –Alg̀ ihìsAW dI id`K nUM vI A`KrW dw sweIj bdl ky, aus nUM gUVw
(bolf) jW ietYilk jW AMfrlweIn krky bdl skdy ho[

hYfr Aqy Putr Aqy pyj nMbr nUM dwKl krky(jo ik quhwfI ie`Cw Anuswr AwtomYitklI vD̀dy
rihMdy hn)[

fwkUmYNt dI sUcnw nUM tybl dy rUp ivc ilK ky[

ipkcrW Aqy iemyjW nUM fwkUmYNtW ivc dwKl krky[

sbMDq igAwn

kuJ pRis`D vrf pRosYisMg swPtvyAr hn :

Epn AwiPs- write (fYsktwp qy ADwirq)

AYm AYs vrf(fYsktwp qy ADwirq)

gUgl fwkUmYNt (ieMtrnYt qy ADwirq)

notpYf (sImIq ivSySqwvwN)

qusIN aupr id`qy swPtvyArW ivcoN koeI vI fwkUmYNt nUM bxwaun leI vrq skdy ho[pr quhwnMU vrf
pRosYisMg is`Kx leI Epn AwiPs- write jW vrf fwkUmYNt nUM qrjIh dyxI cwhIdI hY[ieh XkInI
bxwE ik kMipaUtr ivc swPtvyAr pihlW hI lof hovy[qusIN AYm. AYs vrf swPtvyAr dI
SurUAwq ienHW ivcoN koeI vI stYp vrq ky kr skdy ho:
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1. fYsktwp qy jy hovy  AYm. AYs. vrf AweIkwn qy fbl kilk kro[ jW

2. Start  All Program  Microsoft Office  Microsoft Office Word qy kilk kro[

jy qusIN koeI hor vrf pRosYsr dI vrqoN vI krdy ho qW vrf pRosYsr nUM Kolx dw qrIkw lgBg ieko
hI pRkwr dw imldw-juldw hY[

iek vwr jdoN qusIN AYm-AYs vrf nUM SurU krdy ho qW apr id`qI skrIn (icqr 1) Kùl
jwvygI[skrIn dy BwgW nUM icq̀r 1 ivc idKwieAw igAw hY[

fwkUmYNt nUM Kolxw jW bxwauxw

SurU krn leI,AwE iek swDwrn fwkUmYNt bxweIey[fwkUmYNt bxwaux qoN pihlW iek Polfr “D:\IT
Class IX\WP_Practice” bxwE, ijQ̀y ik qusIN Awpxy bxwey swry fwkUmYNtW nUM syv kr skdy ho[

Epn : AiBAws 1 ivc id`qy Anuswr vrf pRosYsr nUM SurU kro[hyT ilKy pYrwgRwP nUM skrIn dy
vrk eyrIey ivc tweIp kro[

Listening is an art. God gave us two ears and one mouth, so that we speak less and listen
more. Only by listening carefully can we understand what the other person is saying and
the meaning behind the words being spoken. This helps us understand the facts and
opinions of the other person. This also helps us to improve the quality of the questions
we can ask the other person.
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fwkUmYNt nUM syv krnw

syv : ieh fwkUmYNt jo qusIN huxy iliKAw hY ieh kMipaUtr dI ieMtrnl mYmrI ivc stor huMdw hY
ijs nUM rYm(rYNfm AYksYs mYmrI) vI kihMdy hn[quhwnUM ies Pwiel nUM kMipaUtr dI hwrf ifsk qy
syv krnw cwhIdw hY[ies leI qusIN hyT ilKy kdmW dI vrqoN kr skdy ho:

o Quick Access bar ivc PlwpI dy isMbl qy kilk kro[
jW

1. PweIl syv  qy kilk kro[

2. Save As fwielwg bwks Kùlygw[

3. Kb̀y pwsy dI sUcI ivc jo qusIN cwhuMdy ho fwierYktrI (frwiev Aqy Polfr ) dI cox
kro[qusIN rsqw “D:\IT Class IX\WP_Practice”  dyK skdy ho[

4. jo qusIN ies fwkUmYNt nUM nwm dyxw cwho PweIl nym bwks ivc ilK skdy ho[audwhrx
leI qusIN ies PweIl nUM “ Listening”nwm dy skdy ho[

5. syv qy kilk kro[

hux ieh vrf fwkUmYNt AYm. AYs. vrf ivc “ Listening.docx” nwm nwl syv ho igAw hY[Pwiel
dw pihlw Bwg Listening.PweIl dw nwm hY jo qusIN ies nUM id`qw hY[Aqy .docx AYm. AYs. vrf
ivc ricq iksy vI fwkUmYNt dI AYkstYNSn hY[

fwkUmYNt nUM bMd krnw

kloj : qusIN fwkUmYNt nUM bMd krn leI hyTW id`qy kdmW ivcoN koeI vI vrq skdy ho:

o skrIn dy s`jy pwsy au~pr icMn “X” qy kilk kro[
jW

o PweIl qy kloj btn qy kilk kro[

AiBAws

hyT ilKIAW ikirAwvW nUM vwr-vwr kro :

lVI nM. ikirAw

1. vrf pRosYsr nUM SurU krnw

2. tUlbwrW dI pihcwx

3. nvW fwkUmYNt bxwauxw

4. fwkUmYNt nUM syv Aqy bMd krnw
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Bwg 2 : fwkUmYNt nUM syv Aqy AYift krnw

jy qusIN koe purwxw fwkUmYNt Kol ky ies ivc pYrwgRwP jW tYkst joVnw cwhuMdy ho jW bdlwv krnw
cwhuMdy ho qW iks pRkwr krogy[ies AiBAws ivc qusIN ipClI AiBAws qoN A`gy krogy[ies
AiBAws ivc qusIN AiBAws 2 ivc syv kIqI hoeI PweIl Kology (D:\IT Class
IX\WP_Practice.docx) Aqy ies ivc bdlwv krky ies nUM hor nwm nwl syv krogy[

sbMDq igAwn

vrf pRosYsr nUM SurU krn leI

1. Epn:- qusIN fwkUmYNt nUM isrP qW hI Kol skdy ho jykr ieh pihlW hI bixAw hovy Aqy
hwrf ifsk jW storyj fIvweIs ivc stor hovy[ipClI  AiBAws ivc qusIN iek fwkUUmYNt
iqAwr kIqw sI Aqy ies nUM “Listening.docx” nwm nwl syv kIqw sI[ies vrf fwkUmYNt
nUM Kolx leI :

o PweIl  Epn qy kilk kro[Epn fwielwg bwks Kulỳgw[

o frwiev Aqy Polfr dI cox kro[PweIl dw nwm cuxo Aqy Epn btn qy kilk kro[

syv kIqw hooieAw fwkUmYNt Kùl jwvygw[

2. AYift : “Listening.docx” nUM Kolx qoN bwAd qusIN ies ivc pYrwgRwP joV skdy ho jW iksy
Sbd jW vwk jo pihlW iliKAw hY aus ivc bdlwv kr skdy ho[ies ivc iek pYrwgRwP hor
“The Art of Listening”  joVo[qusIN AwpxI mrjI dw fwtw jW hyTW id`qw pYrwgRwP joV skdy
ho :

When we listen to another person, do not start judging what the other person is saying.
Just listen and seek to understand the other person. This will help us to listen and seek
to understand the point of view of the other person, without trying to judge whether
you agree / disagree with what the other person is saying. By doing this you will become
a more effective listener.

3. Save As : ies gl̀ nUM Xwd r`iKAw jwvy ik fwkUmYNt ivc bdlwv krn auprMq ies nUM dubwrw
syv krnw jrUrI huMdw hY[qusIN ies nUM auhI nwm “Listening.docx”nwl syv kr skdy ho[ijs
nwl pihlW syv kIqI PweIl EvrrweIt ho jwvygI Aqy bdlwv hoey fwkUmYNt nUM syv kr
leygI[qusIN pihly fwkUmYNt nMU iesy nwm “Listening.docx” nwl syv r`Kdy hoey bdlwv kIqy
hoey fwkUmYNt nUM hor PweIl nwm “Listening2.docx” nwl syv kr skdy ho[
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hor nwm nwl syv krn leI hyT ilKy stYps dI vrqoN kro[

o PweIl –> Save As qy kilk kro[

o Save As fwielwg bwks Kùl jwvygw[fwierYktrI(frwiev Aqy Polfr) dI cox Kb̀y
pwsy dI sUcI ivcoN kro[qusIN ies dw rsqw “D:\IT Class IX\WP_Practice”dyK
skdy ho[

o ies fwkUmYNt nUM jo qusIN nwm dyxw cwho dy skdy ho[audwhrx leI qusIN ies nUM
Listening2.docx nwm idMdy ho[

o syv qy kilk kro[

4. qusIN jo is`iKAw aus dI pRYkits krn leI ienHW iqMnHW stYps purwxw fwkUmYNt Kolxw, ies
ivc bdlwv krnw Aqy ies nUM hor nwm nwl syv krnw nUM bwr-bwr dhurwE[

AiBAws

hyT ilKIAW dI pRYkits kro :

lVI nM ikirAw

1. iksy sQwn qoN fwkUmYNt nUM Kolxw

2. tYkst twiep krnw Aqy purwxy fwkUmYNt ivc bdlwv krnw

3. purwxy fwkUmYNt nUM nvyN nwm nwl syv krnw

hor pRYkits leI AiBAws

1. iek nvW fwkUmYNt bxwE Aqy Awpxy mnpsMd nyqw qy iek pYrwgRwP ilKo[fwkUmYNt nUM nyqw dy
nwm qy syv kro[

2. koeI iek pYrwgRwP AwpxI AMgryjI dI tYkst buk, AMgryjI dI AKbwr jW mYgjIn qoN lvo
Aqy aus nUM PweIl ivc ilK ky ies nUM iksy nwm nwl syv kro[
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Bwg 3 : XUjr ieMtrPys dI pihcwx

hux q`k qusIN mInUM dI vrqoN krky dyK hI ilAw hovygw ik vrf pRosYisMg swPtvyAr dw ieMtrPys
bhuq hI swDwrn hY[ijAwdw vrqoN ivc Awaux vwly PMkSnW dy gRwiPkl icMnH jW Aiekwn irbn qy
mOjUd huMdy hn[ies pRkwr dy XUjr ieMtrPys nUM gRwiPkl XUjr ieMtrPys (GUI)ikhw jWdw hY[GUI
ieMtrPys XUjr ieMtrPys dI iek iksm hY jo ik XUjr nwl tYkst kmWf dI bjwey qsvIrW nwl
ieMtrYkSn krdw hY[ies Bwg ivc XUjr ieMtrPys nMU cMgI qrHW nwl jwxogy[

sbMDq igAwn

ies Bwg ivc, qusIN Alg̀–Alg̀ tYb bwryy Aqy kuJ AwpSnW ies tYb bwry jwxogy[

ic`qr 2 Anuswr irbn dy A`T tYb hn : File, Home, Insert, Page Layout, Refrences, Mailing,
Review and View[ hryk tYb ivc grùp Aqy hryk grùp ivc AweIkwn hn[AweIkwn kmWf dI
gRiPk pySkwrI huMdI hY[hryk tYb Awpxy Awp dI ivAwiKAw krdw hY[audwhrn leI jy qusIN Awpxy
fwkUmYNt ivc kuJ dwKl krnw cwhuMdw ho Insert tYb qy kilk kro[hom tYb nwl sbMDq grùp Aqy
Awiekwn idKwey gey hn[ijs kmWf dI vrqoN krnw cwhuMdy ho aus sbMDq AweIkwn qy kilk
kro[AYm. AYs . vrf ivc Alg̀-Alg̀ tYbz Aqy aunHW dy grùp hyT ilKy Anuswr hn:

1. Home : Clipboard, Font, Paragraph, Styles, Editing

2. Insert : Pages, Tables, Illustrations, Links, Header & Footer, Text

3. Page Layout : Themes, Page Setup, Page Background, Paragraph, Arrange

4. References : Table of Contents, Footnotes, Citations & Bibliography, Captions, Index,
Table of Authorities

5. Mailings : Create, Start Mail Merge, Write & Insert Fields, Preview Results, Finish
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6. Review : Proofing, Comments, Tracking, Changes, Compare, Protect

7. View : Document Views, Show/Hide, Zoom, Window, Macros.

hryk tYb dy Alg̀ grùp huMdy hn ijvyN  ik hom tYb dy pMj grùp kilpborf,PONt,pYrwgRwP ,
stwiel Aqy AYifitMg hn[

hryk grùp dy ivc kmWfz nwl sbMDq AweIkwn hn ijvyN ik hom tYb ivc PONt grùp dy ivc
swry PONts nwl sbMiDq AweIkwn hn[iksy vI PMkSn jW btn dy kMm nUM jwxn leI
puAieMtr nUM kuC sikMf aus btn qy r`Ko, puAwieMtr dy hyTW Coty ijhy bwks ivc aus btn
dw kMm idK jwvygw[audwhrn leI AweIkwn qy puAwieMtr r`Kx nwl “Bold (ctrl+B)”
idKygw[

hom tYb

AwE hom tYb bwry hor ivsQwr nwl jwxIey[hom tYb ivc tYkst nUM PwrmYt krn leI kmWfj,nvIN
slweIf nUM cuxnw Aqy AwbjYkt frwieMg nwl sbMDq kmWfW hn[hom tYb dI vrqoN fwkUmYNt dI
AYifitMg krn leI vI kIqI jWdI hY[(find qy  Replace Aqy kilpborf AwprySn ijvyN ik
kt,kwpI Aqy pyst krn leI qusIN ienHW bwry A`gy ivsQwr nwl jwxogy[)

kilpborf grùp ivc kmwNfz kt,kwpI Aqy pyst huMdIAW hn[Format Painter AwpSn vI
ie`Qy auplb̀D hY[

PONt grùp kmWf ivc PONt nUM bdlxw ijvNy ik PONt Pys, stwiel, swiej, iePYkt
(Strikethrough,Shadow etc.) [ieh AwpSnW tYkst nUM twiep krn qoN pihlW jW bwAd
ivc bdl skdIAW hn[jy tYkst ilKx qoN bwAd ies nUM bdlxw hovy qW ies nUM pihlW
islYkt krnw jrUrI hY[

pYrwgRwP grùp pYrwgRwP sbMiDq sYitMg-Alignment,indents,spacing pagination like
spacing1.5 ,Double spacing, hYifMg qoN pihlW Aqy bwAd ivc indentation spacing krn
leI vriqAw jWdw hY[krsr nUM aus lweIn kol lY ky jwE ijs ivc qusIN bdlwv krnw
cwhuMdy ho[

stwiel grùp rwhIN qusIN jldI nwl stwiel cux skdy ho Aqy AplweI kr skdy ho[

AYifitMg grùp ivc tYkst nUM islYkt,PweIMf Aqy rIplys krn sbMDq kmWfz hn[
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hryk grùp dIAW AwpSnW nUM hor ivsQwr nwl jwxn leI hyTW tybl idq̀w igAw hY :

hom tYb grùp ivAwiKAw

kilpborf kilpborf ivc kt jW kwpI kIqI sUcnw nUM krsr dy sQwn qy pyst
krnw (pyst spYSl- iksy Kws PwrmYt ivc syv krnw Paste as
hyperlink–kwpI kIqI sUcnw nUM hweIprilMk dI qrHW pyst krnw)

fwkUmYNt ivc cuxy hoey tYkst nUM kt  kro Aqy ies nUM kilpborf qy
A`gy vrqx leI r`Kxw[

cuxy hoey tYkst nUM kilpborf qy kwpI krnw[

Format Painter PwrmYitMg nMU iek sQwn qoN dUjy sQwn qy kwpI krn
leI[( auhI PwrmYitMg nUM keI sQwnW qy kwpIkrn leI Format
Painter btn qy fbl kilk kro)

PONt PONt Pys bdlx leI,PONt sweIj bdlx leI

PONt nUM bVw(Grow) Aqy PONt nUM COtw(Shrink) krn leI

PwrmYitMg nUM imtwaux leI(islYkt kIqy ivcoN swrI PwrmYitMg imtwaux
Aqy Plain tYkst nUM Cf̀ dyxw)

bolf , ietYilk, AMfrlweIn

strwiek QrU( cuxy hoey tYkst dy mD̀ ivc lweIn iKc̀xw),
sbsikrpt, suprsikrpt

Change Case. qusIN A`KrW ivc bdlwv ijvyN ik Upper,
Lower,title,toggle , sentence ilAw skdy ho[tYkst nUM cuxo Aqy
AwpSn qy kilk kro[

PONt klr, tYkst hweIlweIt klr

pYrwgRwP bulytz (stwiel ivcoN cuxo)

nMbr ilst(PwrmYt ivcoN cuxo)

mltIlyvl ilst(stwiel ivcoN cuxo)

pYrwgRwP dI ieMfYitMg nUM vDwauxw jW Gtwauxw

AlPwbYitklI jW nUmYrIklI swritMg krnI

pYrwgRwP mwrk-Ap

tYkst AlwienmYNt  lYPt,rweIt, sYNtr,mwrjn

lweInW ivckwr spyisMg

cuxy hoey tYkst dI bYkgRwaUNf

cuxy hoey tYkst dw bwrfr bxwauxw. bwrfr Aqy SyifMg. ies ivc
AwpSnW stwiel, klr, cOVweI, rMg Brnw Aqy pYtrn hn[ qusIN
ies dw pRIivaU ausy vyly dyK skdy ho[bwrfr Aqy SyifMg nUM htwaux
leI  None AwpSn nUM cuxo[
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stwiel tweItl dI PwrmYitMg leI keI stwiel ijvyN ik Caption,Emphasis
Awid[

fwkUmYNt ivc vrqoN leI stwiel,klr Aqy PONt bdlxw

AYifitMg fwkUmYNt ivc tYkst lB̀xw

fwkUmYNt ivc tYkst rIplys krn leI (Find Aqy Replace kmwNf dI
vrqoN nwl XUjr pyj, Bwg Awid ivc jw skdw hY)

AiBAws

hyT ilKIAW ikirAwvW nUM vwr- vwr kro :

LVI nM. ikirAw

1. vK̀-vK̀ tYbW dy kMmw dI pihcwx Aqy ivAwiKAw kro- File, Home, Insert, Page
Layout, Refrences, Mailing, Review Aqy View

2. hom tYb dy kMmw dI pihcwx Aqy ivAwiKAw kro-Clipboard, Font, Paragraph,
style Aqy editing
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Bwg 4 : fwkUmYNt nUM PwrmYt krnw–bolf, ietYilk Aqy AMfrlweIn

jdoN qusIN koeI fwkUmYNt bxwauNdy ho quhwnUM kuJ Sbd/vwk/Bwg ieMj hoxy cwhIdy ik XUjr dI njr
pVn vyly Arwm nwl aus QW qy jwxI cwhIdI hY[ijvyN ik qusIN AwpxIAW tYkst buk ivc kuJ
tYkstW nUM AMfrlweIn krdy ho[

sbMDq igAwn

vrf pRosYsr quhwnUM fwkUmYNts dy ihìsAW nUM bolf,ietYilk jW AMfrlweIn krn dI suivDw idMdw hY[

(a) vrf pRosYsr ivc iek nvW fwkUmYNt Kolo Aqy hyT iliKAw pYrwgRwP tweIp kro[

What is A Team ? “A team is a number of persons associated together in work or activity
: as a group on one side (as in football or debate).”  A Team is a group of people working
together „or  come together as a team to achieve a common shared goal. In other
words, when one person cannot complete a job alone and several individuals must
cooperate to fulfill a mission, you need a team. The better the cooperation,
communication, and coordination among team members, the more efficient the team.

“Individually, we are one drop. Together, we are an ocean.”

hux ies fwkUmYNt dI id`K nUM vDIAw bxwaux leI, quhwnUM ies pYrwgRwP nUM PwrmYt krn dI loV hY
qW ik ies dI id`K hyTW id`qy fwkUmYNt dI qrHW bxwieAw jw sky[qusIN dyK rhy hovogy ik pYrwgRwP
ivc kuJ Sbd bolf, kuJ ietYilk Aqy kuJ AMfrlweIn hoxgy[

What is A Team ? “A team is a number of persons associated together in work or
activity: as a group on one side (as in football or debate).”  A Team is a group of people
working together „or  come together as a team to achieve a common shared goal. In
other words, when one person cannot complete a job alone and several individuals
must cooperate to fulfill a mission, you need a team. The better the cooperation,
communication, and coordination among team members, the more efficient the team.

“Individually, we are one drop. Together, we are an ocean.”

(A) tYkst dI cox krnw- What is A Team ?  tYkst nUM bolf krn leI quhwnUM ies tYkst nUM
pihlW islYkt krnw pvygw[ies qrHW krn leI hyT ilKy stYps dI vrqoN kro :
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Awpxy krsr nUM mUv krky What dy “W” qoN pihlW lY ky AwE[

mwaUs dy Kb̀y btn nUM dbw ky r`Ko Aqy “What is A Team”  qy mwaUs nMU mUv kro Aqy lweIn
dy AMq ivc btn qoN hQ̀ htwE[

What is A Team idKygw[bYkgRwaUNf  SyifMg Aqy hweIlweIt tYkst d`sdw hY ik Sbd
islYkt kIqy hn[

not : isMgl Sbd nUM islYkt krn leI ies nUM fbl kilk kro[

bolf : skRIn dy twp qy bYNf nUM irbn ikhw jWdw hY[hom tYb ivc irbn dy Kb̀y pwsy qusIN B I U
dyKogy[ (icqr 3) PONt grùp ivc AlPwbYt B qy kilk kro[Aqy qusIN What is A Team Sbd
dyKogy ik bolf ho cùkw hY[ies qrHW vrqdy hoey bwkI tYkstW nUM vI qusIN bolf kr skdy ho[

AMfrlweIn : iksy Sbd jW vwk nUM AMfrlweIn krn dy auhI kdm hn jo ik tYkst nUM bolf
krn dy hn[ies ivc tYkst islYkt krn auprMq B qy kilk krn dI bjwey U qy kilk kIqw
jwvy[

ietYilks : iksy Sbd jW vwk nUM ietYilk krn dy auhI kdm hn jo pihlW aupr donW dy kdmW
ivc hn[ies ivc tYkst islYkt krn auprMq I qy kilk kIqw jwvy[

qusIN AwpxI AMgryjI dI tYkst buk ivcoN hor tYkst tweIp krky hor sbdW nUM bolf,ietYilk jW
AMfrlweIn kr skdy ho[

AiBAws

hyT ilKIAW ikirAwvW nUM kro :

lVI nM ikirAw

1 tYkst nUM bolf kro[

2 tYkst nUM AMfrlweIn kro[

3 tYkst nUM ietYilks ivc bdlxw[
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pRYkits leI hor AiBAws :

1. Awpxy skUl dIAW sports AYktIivtIAW bwry iek pYrwgRwP ilKo[pYrwgRwP nUM hYifMg
idE[hYifMg nUM bolf Aqy AMfrlweIn kro[fwkUmYNt nUM Awpxy kMipaUtr ivc syv kro[

2. Awpxy noits borf leI iek noits ilKo ijs ivc quhwfI AMgryjI dI ikqwb guMm hox bwry
ilKo[ies nUM hYifMg “Lost English Text book” idE[ tYkst buk dy nwm nUM AMfrlweIn
kro[
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Bwg 5 : spYilMg nUM cY~k krnw

sbMDq igAwn

vrf pRosYsr swnMU glqIAW qoN rihq fwkUmYNt bxwaux ivc spYilMg cY~k krn dI ivSySqw rwhIN
mdd krdw hY[jy AsIN fwkUmYNt ivc glq Sbd tweIp krdy hW, pRosYsr aunHW SbdW nUM hweIlweIt
krdw hY[

1. vrf pRosYsr ivc iek nvW fwkUmYNt Kolo Aqy hyT ilKy pYrwgRwP nUM tweIp kro[qusIN not kIqw
hovygw ik ies pYrwgRwP ivc kuC Sbd glq hn[pYrwgRwP nUM iesy qrHW glqIAW nwl tweIp
kro[

We spend years learning hwo to read and write but not even a class or two on listening!
People think that listening is nattural and that they do not have to learn it. It s like
breathing. This is sad since listening is primarily responsible for the many problims we
have with each other. We speak at an average of 150 words per minute but our mind
with its billions of cells can process almost a thoujand words per minute. Managing this
excess brain capicity is the clue to effective listening.

2. qusIN dyKogy ik tYkst jo glq hn aunHW SbdW hyTW iek lwl rMg dI lweIn aus nUM
hweIlweIt krygI[(audwhrx : hwo).ieh vrf pRosYsr duAwrw AwtomYitklI kIqw jWdw hY[

a) irbn dy rIivaU tYb qy kilk kro[

A) prUiPMg grùp ivc AwpSn spYilMg Aqy grwmr qy kilk kro(dyKo icqr 4)

e) spYilMg Aqy grwmr fwielwg bwks Ku~l jwvygw[qusIN dyKogy ik ieh TIk spYilMg
“how” idKw irhw hY[qusIN slwh bwks qy “how” y kilk kro Aqy spYilMg
AwtomYitklI TIk ho jwvygw Aqy slwh bwks AglI spYilMg dI glqI idKwaux lg
jwvygw Aqy quhwnUM fwielwg bwks rwhIN bhuq swrIAW AwpSnW idKwaux lg
jwvygw[qusIN ienHW ivcoN vrqoN ivc Awaux vwlIAW slwhW nUM cux ky A`gy vD skdy ho[
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not : BwvyN vrf pRosYsr spYilMg dy bdlwv dI slwh idMdw hY pr quhwnUM Awpxw PYslw krnw hY ik
ies spYilMg nUM bdilAw jwvy jW nhIN jW id`qI slwh dI sUcI ivcòN ikhVw nwm cuixAw jwvy[vrf
pRosYsr AwtomYitklI swry fwkUmYNt ivc glqIAW dyK ky aunHW nUM shI krn dI spYilMg Aqy grwmr
rwhIN slwh idMdw hY[jy qusIN iksy tYkst nUM islYkt krdy ho qW ieh pihlW aus tYkst nUM cY~k
krdw hY Aqy iPr bwkI dy fwkUmYNt nUM cY~k krdw hY[

vrf pRosYsr iek hor qrIky rwhIN glqIAW dw suDwr kr skdy ho[ies sbMDI kdm hyT ilKy
Anuswr hn[

1. iksy vI glq Sbd(Sbd ijs dy hyTW lwl lkIr hovy) kol krsr nUM lY ky jwE[

2. mwaUs dw s`jw btn dbwE[

3. iek pop-Ap mInUM Kùl jwvygw[(icqr 5)

4. qusIN aupr id`qIAW AwpSnW ivcoN shI AwpSn dI cox kr skdy ho(ijvyN ik “natural”)
Aqy tYkst ivc spYilMg AwtomYitklI TIk ho jwvygw[

A`gy vDo Aqy pYrwgRwP ivc hor glqIAW dw suDwr kro[
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AiBAws

lVI nM. ikirAw

1. fwkUmYNt ivc glqIAW dI pihcwx kro[

2. spYl cY~k nUM fwkUmYNt ivc glqIAW shI krx leI clwauxw [

3. vrf pRosYsr dI ifkSnrI ivc Sbd joVnw
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Bwg 6 : iQswrs THESAURUS dI vrqoN krnI

ijs vyly  qusIN fwkUmYNt bxwauNdy ho,qusIN kuJ grwmr sbMDI glqIAW krdy rihMdy ho jW iksy hor
Sbd bwry socdy ho jo ik ies dw mqlb shI pRkwr d`sy[vrf pRosYsr ienHW bwry swfI mdd krdw
hY[

sbMDq igAwn

grwmr cY~k krnw

vrf pRosYsr jo AsIN tweIp kIqw hY aunHW vwkW nUM cY~k krdw hY Aqy jy ies ivc jy koeI grwmr
sbMDI glqI  hovy qW d`sdw hY[

a) vrf pRosYsr ivc iek nvW fwkUmYNt Kolo Aqy  hyT iliKAw pYrwgRwP tweIp kro[qusIN not
krogy ik ies dy hryk vwk ivc grwmr sbMDq glqI hY[pYrwgRwP nUM ienHW glqIAW smyq
tweIp kro[

I will went to the market tomorrow.
She will be very sad to left us.
She finish making breakfast.

A) quhwfy iDAwn ivc Awvygw ik spYilMg sbMDI glqIAW dy hyTW AwtomYitklI lwl rMg dI
lweIn bx geI hY[Aqy grwmr sbMDI glqIAW dy hyTW hry rMg dI lweIn bx geI hY[

e) grwmr sbMDI glqI nUM TIk krn dw qrIkw vI auhI hY jo ik spYilMg nUM TIk krn dw
qrIkw hY[

1. irbn au~qy rIivaU tYb qy kilk kro[

2. prUiPMg grùp ivc spYilMg Aqy grwmr AwpSn qy kilk kro[

spYilMg Aqy grwmr fwielwg bwks swhmxy Aw jwvygw[ieh quhwfy swhmxy slwh nwl lY ky
Awvygw[qusIN aus slwh qy Suggestion bwks ivc kilk kr skdy ho, tYkst AwtomYitklI TIk ho
jwvygw Aqy fwielwg bwks AglI glqI slwh dy nwl idKwvygw[qusIN AwpxI mrjI nwl slwh
cux skdy jW Cf̀ skdy ho Aqy A`gy vD skdy ho[

not : BwvyN vrf pRosYsr spYilMg dy bdlwv dI slwh idMdw hY pr quhwnUM Awpxw PYslw krnw hY ik
ies spYilMg nUM bdilAw jwvy jW nhIN[
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vrf pRosYsr iek hor qrIky rwhIN grwmr sbMDI glqIAW dw suDwr kr skdw hY[ies sbMDI kdm
hyT ilKy Anuswr hn[

1. krsr nUM hry rMg dI lweIn vwly iksy vI Sbd dy iksy vI ihs̀y qy lY ky jwE[

2. mwaUs dw s`jw btn dbwE[

3. iek pop-Ap mInUM bwks Ku~lygw[(icqr 7)

4. mInUM au~qy quhwnUM ies sbMDI slwh id`qI hovygI[qusIN ignore the error AwpSn dw cuxwv kr
skdy ho jW About this sentence AwpSn rwhIN ieh cY~k kr skdy ho ik pRosYsr ny ies nUM
glq ikauN ikhw hY[

iesy pRkwr A`gy vDo Aqy grmwr sbMDI glqIAW nUM TIk kro[

hor pRYkits leI spYilMg grwmr sbMDI glqIAW krdy hoey tYkst nUM ilKo Aqy iPr ienHW nUM TIk
kro[

Thesaurus dI vrqoN

keI vwr qusIN jd fwkUmYNt ivc ilK rhy huMdy ho qW auhI mqlb vwly iksy hor Sbd nUM l~B rhy huMdy
ho[vrf pRosYsr quhwfI ies ivc  mdd Thesaurus dI vrqoN krky synonyms (auhI mqlb vwly
hor Sbd) Aqy anonyms (ault mqlb vwly Sbd) AwpSn rwhIN krdw hY[

ieh ifkSnrI qoN iBMn ikvyN hY[ifkSnrI ivc pirBwSw Aqy aus Sbd nUM bolxw d`isAw huMdw hY jd
ik Thesaurus ivc smwnArQ Sbd Aqy ault mqlb vwly Sbd d`sy huMdy hn[

AwE Sbd market leI Thesaurus ivc mOOjUd synonyms nUM dyKIey :

tYkst “market” nUM  cuxo[

rIivaU tYb nUM cuxo[qusIN prUiPMg grùp ivc bhuq swrIAW AwpSnW nUM dyKogy[
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mwrkIt Sbd dy iksy vI ih~sy qy krsr nUM r`Ko Aqy Thesaurus AwpSn qy kilk
kroo[skrIn dy s`jy pwsy iek bwks Ku~l jwvygw[ies nUM irsrc twsk pyn ikhw jWdw hY
ijQ̀y src dw nqIjw idKweI idMdw hY[ies pyn ivc qusIN islYkt kIqy Sbd dy smwnArQ
hor Sbd dyKogy[islYkt kIqw Sbd pyn ivc sB qoN au~pr Coty ijhy bwks ivc hovygw Aqy
ies dy sbMD ivc vrqy jw skdy hor SbdW dI sUcI hyTW id`qI geI hY[qusIN kuJ smwnArQ
Sbd ijvyN ik : Marketplace,Souk,bazaar,shop,arcade Awid SbdW dI lMbI sUcI  dyKogy[

ienHW SbdW dI sUcI ivcoN iksy iek Sbd nUM vrqx leI jW hor SbdW nUM l~Bx leI hyT
id`qy kdmW ivcoN iksy iek dI vrqoN kro[

o sUcI ivcoN iek Sbd vrqx leI, krsr nUM ies au~qy r~Ko, ies pRkwr krn qy iek
fwaUn AYro idKygw ,iPr iqMnw AwpSnW ivcoN iksy iek dw cuxwv kro[

Sbd dI QW hor Sbd vrqx leI (rIplys krn leI)

vrf nUM kwpI krn leI kwpI AwpSn qy kilk kro[qusIN kwpI kIqy Sbd nUM
Awpxy fwkUmYNt ivc hom tYb dI pyst AwpSn rwhIN pyst kro[

ies sbMDI hor SbdW nUM dyKx leI luk Ap bwks qy kilk kro[

not : jy qusIN fwaUn AYro dy sQwn qy sUcI ivc id`qy Sbd qy kilk krogy qW qusIN ies Sbd nwl
Coty ijhy bwks vwly Sbd dy sQwn qy ies Sbd nUM Coty bwks ivc dyKogy[

hor SbdW nUM dyKx leI aus Sbd nUM sUcI ivc̀oN cuxo[

skUl, isnymw, kimaUnIkySn Awid SbdW nwl ies dI pRYkits kro[
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AiBAws

hyT ilKIAW ikirAwvW nUM vwr-vwr kro[

lVI nM. ikirAw

1. fwkUmYNt ivc grwmr sbMDI glqIAwN nUM pihcwxo[

2. grwmr sbMDI glqIAwN nUM TIk krn leI spYilMg Aqy grwmr cY~k AwpSn nUM
clwE[

3. fwkUmYNt ivc synonyms dwKl krn leI threasus nUM clwE[
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Bwg 7 : kwpI-pyst Aqy kt-pyst

sbMDq igAwn

hQ̀W duAwrw ilKy fwkUmYNt ivc  pYrwgRwP nUM dubwrw ilKx jW iek QW qoN dUjI QW qy iljwaux leI
quhwnUM swry fwkUmYNt nUM dobwrw ilKxw pvygw[pr vrf pRosYsr dI vrqoN krky qusIN ies nUM AswnI
nwl kt, kwpI Aqy pyst AwpSnW rwhIN kr skdy ho[

kwpI Aqy pyst

qusIN tYkst nUM fwkUmYNt ivcoN iksy vI QW qoN jW nvyN fwkUmYNt qoN kwpI kr skdy ho[ies ivc Asl
tYkst ivc bdlwv nhIN huMdw[nvyN fwkUmYNt ivc hyT ilKy tYkst nUM tweIp kro:

Some good manners to keep in mind are :

- Not interrupting others while they are talking;
- Not carrying on side conversations while someone is talking;
- Considering other’s feelings and concerns when making decisions or comments;
- Being respectful of the instructor and classmates; your peers and superiors at the

workplace, Avoiding arguments and disagreements;
- Providing assistance when asked; - Using terms such as “please” and “thank you.”

pihly puAwieMt “Not interrupting others while they are talking” nUM kwpI krn leI Aqy ies nUM
sB qoN AwKrI lweIn dy AMq ivc pyst krn leI hyT ilKy kdmW dI vrqoN kro :

not :

Copy dw mqlb tYYkst nUM islYkt krnw Aqy aus tYkst nUM kilpborf qy kwpI krnw[ kilpborf
fwtw nUM AwrjI qOr qy QoVy smyN leI kMipaUtr ivc syv r`Kdw hY[

Paste dw mqlb kilpborf qy pey tYkst nUM fwkUmYNt ivc r`Kxw[

1. ijs tYkst nUM kwpI krnw hY, aus nUM cuxo[

2. islYkt kIqy tYkst dy iksy vI ihs̀y qy mwaUs dw s`jw btn dbwE[iek pop-Ap mInUM
Kùlygw[(icqr 10)

3. kwpI qy kilk kro[mInUM clw jwvygw[

Downloaded from https:// www.studiestoday.com

Downloaded from https:// www.studiestoday.com



(223)

4. fwkUmYNt dI AwKrI lweIn dy AMq ivc mwaUs kilk kro[Aqy AYNtr kIA dbwE[krsr
AglI lweIn qy clw jwvygw[

5. mwaUs dw s`jw btn dbwE Aqy pyst qy kilk kro[islYkt kIqw hoieAw tYkst AwKrI
lweIn qoN bwAd Aw jwvygw[

iDAwn r`iKAw jwvy ik Asl vwk Awpxy sQwn qy hI hY ies dI nkl AwKrI vwk dy AMq ivc
geI hY[

kt Aqy pyst

“kwpI Aqy pyst” Aqy “kt Aqy pyst” ivc bhuq QoVw pr bhuq hI mhq̀vpUrn Prk hY[

“kwpI Aqy pyst” ivc Asl tYkst Awpxy sQwn qy hI rihMdw hY Aqy ies dI iek kwpI
fwkUmYNt ivc dUjy sQwn qy huMdI hY[

 “kt Aqy pyst” ivc Asl tYkst fIlIt hoo jWdw hY Aqy tYkst fwkUmYNt ivc dUsrI QW
qy pyst ho jWdw hY[

qusIN kt Aqy pyst dI AiBAws leI lweIn “Avoiding arguments and disagreements” nUM kt
krky ies nUM fwkUmYNt dI pihlI lweIn bxw idE[ ies pRkwr krn leI hyT ilKy kdmW dI vrqoN
kro:

not :

1. Cut dw mqlb tYkst nUM islYkt kro Aqy ies nUM kilpborf
qy kwpI kro[

2. kwpI kIqy tYkst nUM cuxo(qusIN AiBAws 4 ivc tYkst nUM
islYkt krnw is`K cùky ho)

3. cuxy hoey tYkst qy ikqy vI mwaUs dw s`jw btn dbwE[iek
pop-Ap mInUM Kùlygw[Cut qy kilk kro[mInUM clw jwvygw[

4. fwkUmYNt dI pihlI lweIn dy SurU ivc kilk kro Aqy AYNtr
kIA dbwE[

5. mwaUs dw s`jw btn dbwE Aqy pyst qy kilk kro[islYkt
kIqw hoieAw tYkst pyst ho jwvygw[

iDAwn r`iKAw jwvy ik Asl tYkst fIlIt ho jwvygw[

AiBAws

hyT ilKIAW ikirAwvW nUM vwr-vwr kro :

lVI nM. ikirAw

1. fwkUmYNt ivc tYkst nUM cuxo, kwpI Aqy pyst kro[

2. fwkUmYNt ivc tYkst nUM cuxo, kt Aqy pyst kro[
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Bwg 8 : tYkst nUM l̀Bxw Aqy rIplys krnw

sbMDq igAwn

vrf pRosYsr ivc hmySW kuJ vwkW vwly Coty pYrwgRwP hI nhIN bxwey jWdy[ ijAwdwqr ieh fwkUmYNt
ivc tYkst  keI pyjW qy huMdw hY[audwhrx leI pVn leI nots iqAwr krnw ies dI iek A`CI
audwhrx hY[mMn lo ik qusIN vrf pRosYsr dI vrqoN krky  soSl swieMs dy nots iqAwr kIqy
hn[quhwfy iDAwn ivc AwauNdw hY ik fwkUmYNt ivc kuJ QwvW qy Sbd Delhi dy sQwn qy glq Sbd
Dlehi ilK ho igAw hY[hux fwkUmYNt ivc ijs QW qy ieh ieMJ iliKAw igAw hY qusIN ies nUM TIk
krnw cwhuMdy ho[qusIN ies dy leI vrf pRosYsr dI Find and Replace ivSySqw nUM vrq skdy
ho[ies ivSySqw dI vrqoN krky qusIN ies nUM pUry fwkUmYNt ivc lB̀ skdy ho Aqy ies dI QW qy nvyN
Sbd jW SbdW dw pRXog vI kr skdy ho[

hyT ilKy tYkst nUM nvyN fwkUmYNt ivc ilKo Aqy PweIl nUM globl vwrimMg dy nwm nwl syv
kro[

What is Global Warning ?  Global warning is when the earth heats up (the temperature
rises).  Global warning happens when greenhouse gases (carbon dioxide, water vapor,
nitrous oxide, and methane) trap heat and light from the sun in the earth s atmosphere,
which increases the temperature.  This hurts many people, animals, and plants. Many
cannot take the change, so they die. Global warning is a very important issue for the
survival of life on earth.

au~pr id`qy tYkst ivc qusIN dyKogy ik cwr SbdW nUM hweIlweIt kIqw hY[qusIN ies ivc Sbd
“Warming” dy sQwn qy “Warning” iliKAw hY[hux qusIN is`Kogy ik Sbd Warning nUM pUry
fwkUmYNt ivc iks pRkwr lB̀xw hY Aqy ies dy sQwn qy Sbd Warming ilKxw hY[hyT ilKy kdmW
dI vrqoN kro:

hom tYb ivc AYifitMg grùp ivc FIND qy kilk kro[ jW CTRL+F kIz nUM iek`Ty dbwE[
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Find and Replace fwielwg bwks Kùl jwvygw[

Sbd nUM lB̀x leI Find qy kilk kro[Find what  bwks ivc jo qusIN lB̀xw cwhuMdy ho tweIp
kro[Aijhy hor Sbd lB̀x leI Find Next qy kilk kro[Sbd dy swry sQwnW leI Find in
qy kilk kro Aqy iPr myn fwkUmYNt qy kilk kro[

Sbd nUM lB̀ ky rIplys krn leI Find and Replace ivc rIplys tYb nUM cuxo[tYkst nUM lB̀x
leI Find what bwks ivc tYkst dwKl kro[jo Sbd lB̀y hoey tYkst dI QW qy ilKxw hY
aus tYkst nUM Replace With ivc ilKo[

PMkSn dI vrqoN Anuswr Replace,Replace All, Find Next AwpSnW qy kilk kro[

What is Global Warming ?  Global warming is when the earth heats up (the
temperature rises).  Global warming happens when greenhouse gases (carbon dioxide,
water vapor, nitrous oxide, and methane) trap heat and light from the sun in the earth’s
atmosphere, which increases the temperature.  This hurts many people, animals, and
plants.  Many cannot take the change, so they die. Global warming is a very important
issue for the survival of life on earth.

not : quhwnUM Replace All AwpSn dI vrqoN krdy swvDwnI vrqxI cwhIdI hY[Replace All iek
globl PMkSn hY[ieh cuxy hoey tYkst dI QW nvyN tYkst nwl pUry fwkUmYNt ivc ilK idMdw hY[ho
skdw hY ik ikqy quhwnUM auhI Sbd cwhIdw hovy pr ieh pUry fwkUmYNt ivc swry aus Sbd dy tYkstW
nUM rIplys kr dyvygw[audwhrx leI jy qusIN iek vwk “we must pay heed to the warning
signals of nature” tweIp kIqw hY[Aqy qusIN rIplys Awl AwpSn dI vrqoN krdy ho qW Sbd
warning vI  warming ivc bdl jwvygw[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM. ikirAw

1 fwkUmYNt ivc Find AwpSn dI vrqoN krdy hoey tYkst nUM rIplys kro[
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Bwg 9: bulytz Aqy nMbr dI vrqoN krky sUcI iqAwr krnI

sbMDq igAwn

Aksr quhwnUM vsqW dI sUcI iqAwr krn dI loV pYNdI hY[ies nUM hyTW id`qI ivSySqw rwhIN kIqw
jw skdw hY[

quhwnUM hyTW id`qy fwkUmYNt nUM bxwaux dI jrUrq hY[

Every interaction starts with some form of greeting. Given below are some statements we
generally make whenever we greet someone.

Greeting a friend :

Hi! How are you doing ?
Hey ! It has been a long time since we last met !
Hi ! What are you doing now ?
Hey ! How’s life ?

Greeting an acquaintance :

Hello ! How are you ?
Hello ! How have you been ?
Good morning/afternoon/evening ! All ? well ?

Greeting a stranger :

Hello!
Good morning/afternoon/evening !
How do you do ?
My name is Aarti. May I know your name?

au~pr idq̀y tYkst nUM fwkUmYNt ivc tweIp kro [ hux hyT ilKy kdmW dI vrqoN kro :

1. Greeting a friend  hYifMg dy hyTW dI pihlIAW cwr lweInW nUM cuxo[

2. hom tYb au~qy pYrwgRwP buk ivc bult AweIkwn qy kilk kro[qusIN dyKogy ik bult AweIkwn
cwr lweInW dy SurU ivc Aw igAw hY[

3. ies ikirAw nUM dubwrw krdy hoey fwaUn AYro qy kilk kro ies ivc bults dI hor Syp jW
Akwr id~qy hn ijs dI vrqoN qusIN kr skdy ho[

hor do hYifMg leI stYp 1 Aqy stYp 2 nUM dhurwE[
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hux iek hor fwkUmYNt bxwE Aqy pirvwirk CùtI qy jwx vwlIAW vsqW dI bult sUcI iqAwr
kro[hux ies sUcI nUM nMbirMg rwhIN nMbirMg AweIkwn dy rUp ivc ilKo[

nMbrW nwloN bult dI vrqoN kdoN kIqI jWdI hY

nMbr ilst dI vrqoN  aus vyly huMdI hY ijs vyly qusIN lVIvwr hdwieqW nwl kMm kr rhy huMdy
ho[mqlb kdm vrqy jWdy hn Aqy nMbr kdm drswauNdy hn[iesy pRkwr qusIN koeI vsqU nUM nMbr
rwhIN drswauNdy ho[nMbrW dI ilst Aqy ibnW nMbrW dI ilst ijAwdwqr pbilkySn dy kMm AwauNdI
hY[jy nMbr jrUrI nw hox qW Kws qOr qy ibjns fwkUmYNt ivc bult ilst dI vrqoN kro[

bult ilst ivc pihlw A`Kr kdoN v`fw huMdw hY

ijAwdwqr kysW ivc hryk bult AweItm nUM vf̀y A`Kr nwl SurU kIqw jWdw hY[hux q`k qusIN isrP
nWv nUM hI vf̀y A`KrW ivc iliKAw hY jW vwk dy pihly A`Kr nUM vf̀w iliKAw hY[ies leI iek`ly
Sbd jW vwk nUM vf̀y A`KrW ivc ilKxw glq hY[pr vDIAw pRYNjtySn leI qusIN ies nUM AwpxI
mrjI nwl kr skdy ho[

AiBAws

hyT ilKIAwN ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1. fwkUmYNt ivc vsqW dI bult ilst iqAwr kro

2. fwkUmYNt ivc vsqW dI nMbr ilst iqAwr kro
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Bwg 10 : PONt stwiel nUM PwrmYt krnw

sbMDq igAwn

AsIN kuC ipClIAW AiBAwsW ivc vrf pRosYsr ivc mOjUd kuC PwrmYitMg AwpSnW bwry
is`iKAw[ies AiNBAws ivc fwkUmYNt ivc cuxy hoey tYkst dw PONt stweIl bdl skdy ho[

PONt dw mqlb hY ilKx dw stwiel, fwkUmYNt ivc A`Kr iks qrHW idKxgy[A`KrW dI id`K bdlx
leI PONt Pys, PONt sweIj  Aqy PONt klr dI vrqoN kIqI jw skdI hY[

ies pRkwr dw fwkUmYNt bxwE

This is Cambria font.
This is Times New Roman font.
This is Bookman Old Style font.
This is Courier New font.
This is Book Antiqua font.
This is Algerian font.

ies AiBAws ivc qusIN PONt nUM do qrIikAW nwl bdl skdy ho: irbn au~qy AweIkwn dI vrqoN
krky Aqy Swrtkt mInUM dI vrqoN krky[

irbn au~qy AweIkwn dI vrqoN krky

tYkst “This is Cambria font.” nUM cuxo[hom tYb qy Coty AYroo
qy kilk kro[iek skrIn PONt tweIp dI sUcI
idKygI[Cambria font qy kilk kro[islYkt kIqy hoey
tYkst dw PONt Cambria font ho jwvygw[
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hux iesy pRkwr hor vwkW dy PONt stweIl nUM bdlo[This is Cambria font.
This is Times New Roman font.
This is Bookman Old Style font.
This is Courier New font.
This is Book Antiqua font.
This is Algerian font.

This is Cambria font.
This is Times New Roman font.
This is Bookman Old Style font.
This is Courier New font.
This is Book Antiqua font.
This is Algerian font.

Swrtkt mInUM Aqy fwielwg bwks dI vrqoN

AsIN aùpr id`qy Asl fwkUmYNt nwl SurU krWgy[

tYkst “This is Cambria font” nUM islYkt kro Aqy mwaUs dw s`jw btn dbwE[iek Swrtkt mInUM
Kùlygw[
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PONt AwpSn qy kilk kro[ iek fwielwg bwks Ku~lygw ijs ivc PONt tYb pihlW hI (By Default)
islYkt kIqw hovygw[

id`qI hoeI PONt sUcI ivcoN Cambria font nUM cuxo[jy jrUrq hovy qW skrol bwr dI vrqoN kro[

hux ienHW kdmW dI vrqoN krdy hoey dUsry vwkW dy PONt stwiel nUM bdlo[

icqr 19 Anuswr fwkUmYNt dI rcnw kro[iPr hryk vwk dw icqr 19 Anuswr PONt sweIj bdlo[

ienHW nUM krn dy kdm auhI hn jo PONt stweIl nUM bdlx dy hn[

Prk isrP ieMnw hY ik hux qusIN PONt stweIl dI bjwey PONt klr nUM cuxogy[

This is font size 8. This is font size 8.
This is font size 9. This is font size 9.
This is font size 10. This is font size 10.
This is font size 11. This is font size 11.
This is font size 12. This is font size 12.
This is font size 13. This is font size 13.
This is font size 14. This is font size 14.
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AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1. irbn dI vrqoN kridAW hoey tYkst dy PONt stweIl nUM bdlo

2. Swrtkt mInUM  dI vrqoN kridAW hoey tYkst dy PONt stweIl nUM bdlo

3. irbn dI vrqoN kridAW hoey tYkst dy PONt sweIj nUM bdlo

4. Swrtkt mInUM  dI vrqoN kridAW hoey tYkst dy PONt sweIj nUM bdlo

hor pRYkits leI AiBAws

iksy vI twipk qy fwkUmYNt iqAwr kro[hux dovyN PONt stweIl Aqy PONt sweIj dI vrqoN fwkUmYNt dy
vK̀-vK̀ ihìsAW qy kro[
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Bwg 11 : tYkst Alwien krnw

sbMDq igAwn

hux qk AsIN vrf pRosYsr dIAW Alg̀-Alg̀ XogqwvW dyKIAW hn[ AwE hux dyKIey ienHW dI
vrqoN ikvyN kIqI jw skdI hY[ies dI iek Awm imswl pq̀r hY[AsIN vrf pRosYsr dI vrqoN pq̀r
nUM ilKx leI krdy hW[qusIN hyT ilKy pq̀r nUM fwkUmYNt ivc ilKo[

Tagore Public School
Ambala Cantt

5th January 2012
M/s New Star Sports Company
Kalkaji
New Delhi -1100

Sub: Order for Sports Materials.

Dear Sir,

Kindly send the following Sports material at the above address through transport with
proper cash bill.

1. Foot Ball (10 Nos).

2. Cricket Balls. (20 Nos).

3. Tennis Balls (20 Nos).

4. Cricket Bats (10 Nos).

All the items should be in good condition and packed properly. Any damage to these
items during transportation will be your responsibility. The items should reach the
school within 10 days after the receipt of the letter; otherwise the order shall stand
cancelled.

Thanking you

Yours sincerely

Nitish
(Head Boy)
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hux kMipaUtr ivc au~pr id~qy fwkUmYNt nUM syv kro[

pq̀r ivc qrIK s`jy pwsy id`qI geI hY[ies nUM tYkst dI rwiet AlweInmYNt ikhw jWdw
hY[

iesy pRkwr au~pr pq̀r ivc sbjYkt lweIn mD̀ ivckwr id`qI geI hY[ies nUM tYkst dI
sYNtr AlweInmYNt ikhw jWdw hY[

hom tYb au~qy qusIN kuJ AweIkwn dy sYt dyKogy[

qwrIK nUM riet Alwien krn leI, qwrIK nUM cuxo[iPr Alwien tYkst rwiet AwpSn
nUM cuxo[iesy pRkwr sbjYkt lweIn nUM sYNtr Alwien krn leI sYNtr AlweIn AwpSn
nUM cuxo[

pq̀r nUM syv krn dw Xwd r`Ko[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1. tYkst nUM lYPt AlweIn kro

2. tYkst nUM rweIt AlweIn kro

3. tYkst nUM sYNtr AlweIn kro

4. tYkst nUM lYPt Aqy rweIt mwrjn AlweIn kro
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Bwg 12 : fwkUmYNt ivaU

sbMDq igAwn

vrf pRosYsr fwkUmYNt nUM Alg̀-Alg̀ PwrmYtly–AwaUt- ipMRt ly-AwaUt, Pul skrIn ly-AwaUt,vYb
ly-AwaUt, AwaUtlweIn Aqy frwPt dyKx dI shUlq idMdw hY[

hryk lyAwaUt fwkUmYNt nUM vK̀rI id~K idMdI hY[qusIN fwkUmYNt dI vrqoN iks pRkwr kr rhy ho aus
pRkwr dw ivaU vrq skdy ho[audwhrx leI jy qusIN fwkUmYNt nUM ipRMt krnw cwhuMdy ho qW ipRMt ly-
AwaUt dI vrqoN kr skdy ho[jy qusIN vYb pyj bxwauxw cwhuMdy ho qW vYb lyAwaUt dI vrqoN kr skdy
ho[

iek nvW fwkUmYNt Kolo Aqy hyT iliKAw tYkst tweIp kro[

Leadership Qualities

Leadership can be defined as one’s ability to get others to willingly follow. Every
organization needs leaders at every level. Leaders can be found and nurtured if you look
for the following character traits.

A leader with vision has a clear, vivid picture of where to go, as well as a firm grasp on
what success looks like and how to achieve it. But it’s not enough to have a vision;
leaders must also share it and act upon it. Jack Welch, former chairman and CEO of
General Electric Co., said, “Good business leaders create a vision, articulate the vision,
passionately own the vision and relentlessly drive it to completion.”

A leader must be able to communicate his or her vision in terms that cause followers to
buy into it. He or she must communicate clearly and passionately, as passion is
contagious.

A good leader must have the discipline to work toward his or her vision single- mindedly,
as well as to direct his or her actions and those of the team toward the goal. Action is
the mark of a leader. A leader does not suffer “analysis paralysis” but is always doing
something in pursuit of the vision, inspiring others to do the same.

irbn qy ivaU tYb qy kilk kro[Document View Group ivc AweIkwn icqr 21 Anuswr hoxgy[
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Awm vrqoN vwly ivaU hn :

ipRMt ly-AwaUt: ieh fwkUmYNt dI fIPwlt ivaU sYitMg hY[ies nwl qusIN dyKxXog ho jwvogy
ik ipRMt krky fwkUmYNt iks qrHW dw idKygw[

Full Screen Reading : ieh fwkUmYNt nUM pVn leI
ijAwdw spys auplb̀D krvwauNdw hY[ieh irbn nUM
iCpw idMdw hY[

Aqy fwkUmYNt dI skrIn dw pUrw ivaU do PrymW (nwl-nwl) ikqwb dI qrHW idKwauNdw hY[ieh
skrIn qy ijAwdw tYkst nUM idKwauNdI hY ijs nwl mltIpyj fwkUmYNts nUM AswnI nwl
piVAw jw sky[

vYb ly-AwaUt- ieh idKwauNdw hY ik fwkUmYNt vYb bRwaUjr ivc iks qrHW idKygw[ies ivaU
ivc fwkUmYNt vYb pyj dI qrHW idKygw[

AwaUtlweIn :- ieh fwkUmYNt nUM AwaUtlweIn dI qrHW idKwauNdy hn Aqy fwkUmYNt ivc mOjUd
isrP hYifMg idKwauNdy hn[ieh quhwnUM fwkUmYNt dI bxqr nUM idKwauNdw hY ijs nwl qusIN
AswnI nwl pUry fwkUmYNt dy ihs̀y dyK skdy ho[ieh ivaU aus leI bhuq vDIAw hY ijs vyly
qusIN bhuq vf̀w fwkUmYNt ijs ivc bhuq swry pyj hox dyK rhy hovoN[

frwPt:- ieh fwkUmYNt dI qurMq AYifitMg leI vriqAw jWdw hY[qusIN Awm qOr qy ies ivaU
dI vrqoN nhIN krdy ho[ieh fwkUmYNt dI prUP rIifMg leI vrqI jWdI hY[

Alg̀–Alg̀ lyAwaUt leI AweIkwn qy kilk kro Aqy dyKo ik fwkUmYNt iks qrHW idK irhw
hY[Alg̀–Alg̀ ivaU ivc AMqr dyKo[hryk ivaU ivc iek tUlbwr KùlygI ijs ivc aus nUM AYift
krn sbMDI tUl hoxgy[jdoN qusIN swry ivaU dyK lvo syv krky kloj btn qy kilk kro[

not : qusIN vrf ivc swry fwkUmYNt nUM iek ivaU nwl syv nhIN kr skdy ikauNik hryk fwkUmYNt dI
AwpxI ivaU sYitMg fwkUmYNt pRwprtIz ivc stor huMdI hY[qusIN fwkUmYNt nUM ausI ivaU ivc syv kr
skdy ho ijs ivc qusIN ies nUM Kolxw cwhuMdy ho[jo fwkUmYNt qusIN iksy hor qoN pRwpq krdy ho auh
ausI ivaU ivc Ku~lxgy ijs ivaU ivc pihlW syv kIqy hox[
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AiBAws

lVI nM ikirAw

1. fwkUmYNt ipRMt pyj qy ikvyN idKygw,aus ivaU ivc dyKo[

2. fwkUmYNt nUM pUrI skrIn qy dyKo [

3. fwkUmYNt vYb pyj qy ikvyN idKygw,aus ivaU ivc dyKo[

4. fwkUmYNt nUM AwaUtlweIn ivc dyKxw

5. fwkUmYNt nUM frwPt ivc dyKxw
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sbMDq igAwn

vrf pRosYsr dI vrqoN krky fwkUmYNt dI syv kwpI nUM KoilAw jw skdw hY[ies nUM Kolx qoN bwAd
ies nMU ipRMt krn dI jrUrq hY qW ik ieh dUsry XUjrW nUM pVn leI iml sky ijnHW kol kMipaUtr
nhIN hY[

not : fwkUmYNt jo kMipaUtr qy syv huMdw hY aus nUM swPtvyAr kihMdy hn Aqy fwkUmYNt jo ik ipRMt
huMdw hY aus nUM hwrf kwpI ikhw jWdw hY[

Integrity is the integration of outward actions and inner values. A person of integrity is
the same on the outside and on the inside. Such an individual can be trusted because he
or she never veers from inner values, even when it might be expeditious to do so. A
leader must have the trust of followers and therefore must display integrity.

Honest dealings, predictable reactions, well-controlled emotions, and an absence of
tantrums and harsh outbursts are all signs of integrity. A leader who is centred in
integrity will be more approachable by followers.

Dedication means spending whatever time or energy is necessary to accomplish the
task at hand. A leader inspires dedication by example, doing whatever it takes to
complete the next step toward the vision. By setting an excellent example, leaders can
show followers that there are no nine-to-five jobs on the team, only opportunities to
achieve something great.

qusIN hux fwkUmYNt dw ipRMt lY skdy ho[ieh XkInI bxwE ik kMipaUtr nwl ipRMtr juiVAw hY Aqy
ies ivc pypr hn[hyT ilKy kdmW nUM  kro[

File  Print qy kilk kro[iek ipRMt fwielwg bwks Ku~lygw[ies fwielwg bwks bhuq
swrIAW sYitMg mOjUd hn ijs dI vrqoN qusIN loV Anuswr kr skdy hoo[sYitMg nUM hyT ilKy
Anuswr kro:

ipRMt ryNj-qusIN jo ipRMt krnw cwhuMdy ho cux skdy ho :

o All: pUrw fwkUmYNt

o Current Page: pyj ijs ivc krsr hovy

o Selection: isrP islYkt kIqw tYkst

o Pages: auh pyjW dy nMbr jo ipRMt krny hn[ audwhrx leI 2-6 mqlb, pyj nM
2,3,4,5 Aqy 6 nUM ipRMt krnw[ jd ik 1,3 dw mqlb pyj nM 1 Aqy pyj nM 3 nUM ipRMt
krnw hY[
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Copies: qusIN fwkUmYNt dIAW ikMnIAW kwpI ipRMt krnw cwhuMdy ho cux skdy ho[

Properties: jy qusIN pRwprtIj qy kilk krdy ho, qW iek fwielwg bwks Ku~lygw(icqr
22)ijs ivc bhuq swrIAW AwpSn hoxgIAW jo ik sY~t kIqIAW jw skdIAW hn[AsIN
auhnW bwry Ajy ivcwr nhIN kr skdy[qusIN ienHW bwry bwAd ivc(AYfvWs lYvl) is`K skdy
ho[

fwkUmYNt nUM ipRMt krn leI OK qy kilk kro[

AiBAws

hyT ilKIAW ikirAwvW nUM vwr-vwr kro[

lVI nM ikirAw

1. pUry fwkUmYNt nUM ipRMt kro[

2. Current Page fwkUmYNt nUM ipRMt kro[

3. islYkt tYkst nUM ipRMt kro[

4. islYkt pyjW nUM ipRMt kro[
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Bwg 14 : tybl bxwauxw

sbMDq igAwn

ilst pRkwr hI Aksr sUcnw nUM tybl dy rUp ivc shI FMg nwl r`Kx dI jrUrq pYNdI hY[ ies
AiBAws ivc qusIN sUcnw nUM tybl ivc r`Kxw is`Kogy[

iek tybl roA Aqy kqwr qoN iml ky bxdw hY ijvyN ik icqr 23

iek tybl quhwnUM sUcnw nUM shI FMg nwl r`Kx ivc mdd
krdw hY[tybl ivc id`qI hryk roA nUM irkwrf vI ikhw
jWdw hY[hux qusIN au~pr id~qy tybl nUM bxwE[ ies ivc 4
kwlm Aqy 9 roA hn[

fwkUmYNt qy ijs QW qy qusIN tybl bxwauxw cwhuMdy ho
kilk kro[

iensrt tYb qy kilk kro[tybl grùp qoN tybl nUM
cuxo[iek iensrt tybl frwp fwaUn mInUM Kùl
jwvygw[

Awpxw mwaUs puAwieMtr aupr Kb̀y kony dy KwlI bwks
qy lY ky jwE[ iek isMgl kwlm Aqy isMgl roA
quhwfy fwkUmYNt qy Aw jwvygI[(aus sQwn qy ijQ̀y qusIN
krsr CìfAw sI) mwaUs dy Kb̀y btn nUM dbw ky
r`Kdy hoey cwr kwlm dy bwksW nUM Aqy kuJ roA dy
bwksW nUM islYkt kro[(qusIN dyKogy ik fwkUmYNt au~qy
tybl bx igAw hY)
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pRIikRAw nUM pUrw krn leI mwaUs dw Kb̀w btn dbwE[

fwkUmYNt ivc iek KwlI roA Aqy kqwr vwlw tybl dwKl ho jwvygw[hryk sYl ivc kilk
krky tybl ivc fwtw dwKl kro (audwhrx aupr id`qy Anuswr)

not : qusIN tybl ivc roA qoN roA ivc sY~l qoN sY~l GuMmx leI tYb kI dI vrqoN kr skdy ho[jdoN
qusIN tybl dy AwKrI sY~l qy phuMc jwvogy(s`jy pwsy hyTW kony qy), Aqy tYb kIA nUM dbwEgy , iek
nvIN roA hyTW dwKl ho jwvygI[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr–bwr kro[

lVI nM ikirAw

1. fwkUmYNt ivc roA Aqy kwlm nwl iek tybl iqAwr kro

2. tybl ivc  roA dwKl kro[

pRYkits leI hor AiBAws :

1. Awpxy skUl bYg ivc mOjUd swrIAW ikqwbW dI sUcI tybl ivc iqAwr kro [qusIN lVI nM,
ikqwb dw nwm, ivSy dw nwm Aqy pyjW dI igxqI Awid kwlm bxw skdy ho[

2. iek tybl iqAwr kro ijs ivc nwm,pqw Aqy Awpxy ds dosqW Aqy irSqydwrW dw Pon nMbr
ilKo[
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Bwg 15 : tybl nUM PwrmYt krnw

sbMDq igAwn

tybl nUM PwrmYt krky qusIN tybl dI id`K nUM hor suDwr skdy ho Aqy ies nUM ijAwdw AwkrSk bxw
skdy ho[

iek tybl iqAwr kro ijs ivc hyT ilKy hYifMg hox: lVI nM., AiDAwpk dw nwm Aqy
ivSw(AiDAwpk duAwrw pVwieAw jWdw ivSw).iesdw iek sYNpl hyTW id`qw igAw hY:

S.No. Teacher s Name Subject

1. Ms. Radhika Madan Hindi
2. Mr. Subramaniam Reddy Maths
3. Mr. Austin Thomas English
4. Ms. Sudipta Roy Science
5. Dr. Pritam Singh Social Studies
6. Ms. Vibha Goel Computer Science

1. tybl nUM PwrmYt krnw

1. jo qusIN tybl bxwieAw hY aus qy ikqy vI kilk kro[ijvyN ik icqr ivc idKwieAw
igAw hY irbn ivc iek fIjweIn tYb Aqy iek ly-AwaUt tYb Kùl jwvygw[

2. fIjweIn tYb qy kilk kro[

3. irbn ivc id`qy Alg̀ stweIlW Aqy keI AwpSnW dw pRXog tybl au~qy kro[ienHW ivcoN
kuJ AwpSnW dI vrqoN krky , tybl hyT ilKy Anuswr PwrmYt ho jwvygw[

S.No. Teacher’s Name Subject

1. Ms. Radhika Madan Hindi

2. Mr. Subramaniam Reddy Maths

3. Mr. Austin Thomas English

4. Mr. Sudipta Roy Science

5. Dr.  Pritam singh Social Studies

6. Ms. Vibha Goel Computer Science

qusIN tybl ivc hor PwrmYitMg AwpSnW dI vrqoN krky ies dI id`K nUM hor bdl skdy ho[
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2. tybl dI ly-AwaUt

icq̀r 26 Anuswr ly-AwaUt tybl ivc bhuq swrIAW sYitMg mOjUd hn[aunHW nUM dyKx leI ly-
AwaUt tYb qy kilk kro[A`gy vDdy hoey qusIN Alg̀ –Alg̀ Awiekwn qy kilk krky tybl
dI ly-AwaUt qy pRXog kr skdy ho[

kuJ twskW nUM qusIN hyT ilKy Anuswr kr skdy ho[

qIjI BwSw leI iek hor AiDAwpk nUM tybl ivc joVo[ies pRkwr krn leI krsr nUM tybl
dI AwKrI roA qy r`Ko Aqy Insert Below AweIkwn qy kilk kro[ieh aus roA dy hyTW iek
KwlI roA joV dyvygw[

ies tybl ivc iek hor kwlm joVo[AwKrI kwlm dI iksy vI sQwn qy krsr r`Ko[Insert
Right AweIkwn qy kilk kro[ieh s`jy pwsy kwlm nUM dwKl kr dyvygw[ies ivc qusIN
AiDAwpk dI Xogqw Br skdy ho[

hux iek hor roA tybl dy au~pr dwKl kro[ies nvIN roA dy swry sY~lW nUM mrj sY~l
AwpSn dI vrqoN krdy hoey mrj kro[

not: ies Awiekwn qy kilk krn qoN pihlW quhwnUM pihlI roA dy swry sY~lW nUM islYkt krnw
jrUrI hY[

List of Teachers in Standard IX-A

S No. Teacher’s Name Subject Qualification

1. Ms. Radhika Madan Hindi MA, B.Ed

2. Mr. Subramaniam Reddy Maths MSC. B.Ed.

3. Mr. Austin Thomas English MA, M.Phil

4. Mr. Sudipta Roy Science MSC. B.Ed

5. Dr.  Pritam singh Social Studies MA, Phd

6. Ms. Vibha Goel Computer Science BCA. B.Ed

7. Mr. Sharanjit Singh Sanskrit MA, B.Ed
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AiBAws

hyT ilKIAW ikirAwvW nUM vwr-vwr kro[

lVI nM. ikirAw

1. tybl dy fIjweIn nUM bdlo[

2. tybl ivc roA nUM joVo[

3. tybl ivc kwlm nUM joVo[
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Bwg 16 : tYkst nUM tybl ivc bdlxw Aqy tybl nMU tYkst
ivc bdlxw

sbMDq igAwn

bhuq swry vrf pRosYsrW ivc Awm tYkst nUM tybl ivc bdlx dI ivSySqw hY[ies AiBAws ivc
qusIN tYkst dy fwtw nUM tybl ivc bdlI krogy[hyT ilKy Anuswr iek fwkUmYNt iqAwr kro:

Ajay, 991049644, Delhi, Delhi
Anita, 9891262366, Noida, UP
Sudha, 8089942315, Hissar, Haryana
Gautam Sen, 7467698234, Guwahati, Assam
Rajshekhar, 9234987492, Coimbatore, Tamil Nadu

not: Alg̀-Alg̀  fwtw ivc kwmw pwieAw igAw hY[ieh d`sdw hY ik qusIN ik`Qy tYkst nUM kwlm
ivc vMfxw cwhuMdy ho[ijQ̀y qusIN nvIN roA cwhuMdy ho pYrwgRwP mwrk (AYNtr kIA ) dI vrqoN kro[

fwkUmYNt qoN ijs tYkst nUM qusIN bdlxw cwhuMdy ho cuxo[

iensrt tYb au~qy, tybl grùp ivc , tybl AwpSn
qy kilk kro Aqy iPr Convert Text to Table
AwpSn qy kilk kro[ies nUM hyTW idKwieAw igAw
hY[

Convert Text to Table fwielwg bwks Kùl jwvygw[

Convert Text to Table fwielwg bwks ivc
Separate text at AwpSn dy hyTW Separate
Character AwpSn qy kilk kro[

Number of Columns bwks ivc, kwlmW dy nMbr
cY~k kro[jy qusIN ieh AwpSn nhIN dyK rhy ho qW
qusIN tYkst ivc separate character nhIN pwieAw
hovygw[

jo hor AwpSn qusIN cwhuMdy ho cux skdy ho[
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jo tybl bixAw hY auh ies pRkwr idKygw[

Ajay 991049644 Delhi Delhi
Anita 9891262366 Noida UP
Sudha 8089942315 Hissar Haryana
Gautam Sen 7467698234 Guwahati Assam
Rajshekhar  9234987492 Coimbatore Tamil Nadu

qusIN tybl nUM tYkst ivc vI bdl skdy ho[

pUry tybl nUM
cuxo[ies pRkwr krn
leI krsr nUM tybl
qy  frYg kro jW
mInUM bwr ivc dubwrw
jwE tybl qy kilk
kro Aqy islYkt
tybl kro[pUrw tybl
islYkt krn qoN
bwAd tybl mInUM qy dubwrw jwE Aqy Convert
Table to text AwpSn nUM cuxo[ hor PwrmYitMg
fwielwg bwks Kùlygw Aqy pu~Cygw ik kImqW
dI vMf iks pRkwr krogy[By default tYb
cuixAw hovygw,ies leI Eky qy kilk
kro[quhwfw tybl iek tYb PwrmYt ivc bdl
jwvygw[
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qusIN AwpSn tYb cuxogy[quhwfw tybl tYkst ivc bdl jwvygw[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1 tYkst nUM tybl ivc bdlo

2 tybl nUM tYkst ivc bdlo

hor AiBAws leI

hYfimstRYs vloN noits iqAwr kro jo ik quhwfI klws dy swry b`icAW nUM Agly hPqy ipkink qy
iljwx dy sbMD ivc hovy[noits ivc qwrIK, jwx dw smW Aqy muV ky Awaux dw smW,jwx dI QW,
PIs,GuMmx dw sQwn Aqy aunHW dI qsvIr hoxI cwhIdI hY[noits ivc ividAwrQIAW leI vI kuJ
hdwieqW hoxIAW cwhIdIAW hn[audwhrx leI: auh ividAwrQI jo ipkink qy nhIN jwxw cwhuMdy
auh Gr rihxgy, jo ividAwrQI jwxw cwhuMdy hn auh Awpxw AweI kwrf nwl lY ky Awauxgy[noits
iqAwr krn smyN qusIN vrf pRosYisMg dIAW hyT ilKIAW ivSySqwvW vrq skdy ho[

tybl

bolf Aqy AMfrlweIn

spYilMg Aqy grwmr cYikMg

fwkUmYNt nUM syv krnw

hux tybl nUM tYkst ivc bdlo[
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Bwg 17 : pyjW ivc bwrfr,pYrwgRwP Aqy tYkst sY~t krn leI

sbMDq igAwn

tYkst dy Awly–duAwly bwrfr sUcnw nUM hweIlwiet krn Aqy ies dI id`K nUM ibhqr bxwauNdw
hY[vrf pRosYsr quhwnUM dI ies ivSySqw dI vrqoN qusI pUry fwkUmYNt jW fwkUmYNt dy iksy ihs̀y qy kr
skdy ho[

Bwg-1 pyj ivc bwrfr joVn leI

pUry pyj nUM bwrfr lgwaux leI hyT idq̀y stYps dI vrqoN kro :

iek nvW fwkUmYNt Kolo[

pyj ly-AwaUt tYb qoN pyj bYkgRwaUNf gru~p ivcoN pyj bwrfr qy kilk kro[iek bwrfr Aqy
SyifMg fwielwg bwks Ku~l jwvygw[

bwrfr Aqy SyifMg fwielwg bwks ivc hyTW id~iqAW ivcoN koeI iek kro[

pYrwgRwP jW tYkst bwrfr joVn leI bwrfr tYb qy kilk kro[

pyj bwrfr joVn leI, pyj bwrfr tYb qy kilk kro[ies tYb dy iqMn Bwg huMdy hn[

Kb̀y Bwg ivc sYitMg hyTW bwrfr dI mnpsMd iksm dw cuxwv kro[

sYNtr dy Bwg ivc qusIN lweIn dw stwiel bdl skdy ho,bwrfr dw rMg Aqy cOVweI bdl
skdy ho[qusIN pyj bwrfr ivc fIjweIn joVn leI Art AwpSn qy kilk kr skdy ho[

bwrfr dI id`K dyKx leI pRIivaU AwpSn qy kilk kro[Top, side, bottom bwrfr nUM
lgwaux Aqy htwaux leI btn qy kilk kro[
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Apply to AwpSn dy fwaUn AYro qy kilk kro,Aqy ijs tYkst,pYrwgRwP jW Bwg qy bwrfr
lgwauxw hY fwkUmYNt dy aus ihs̀y dw cuxwv kro[

2.  pYrwgRwP jW tYkst qy bwrfr lgwauxw

hyT ilKy pYrwgRwP nUM fwkUmYNt ivc tweIp kro[

Assertiveness is not the same as aggressiveness. Rather, it is the ability to clearly state what
one expects so that there will be no misunderstandings. A leader must be assertive to get the
desired results. Along with assertiveness comes the responsibility to clearly understand what
followers expect from their leader.

Many leaders have difficulty striking the right amount of assertiveness, according to a study in
the February 2007 issue of the Journal of Personality and Social Psychology, published by the
APA (American Psychological Association). It seems that being under assertive or
overassertive may be the most common weakness among aspiring leaders.

tweIp kIqy hoey tYkst nUM islYkt kro[

isrP iek AMqr nUM Cf̀ ky pyj qy bwrfr lgwaux vwly kdmW dI hI vrqoN kro[bwrfr AYNf
SyifMg fwielwg bwks ivc bwrfr tYb nUM cuxo[

Assertiveness is not the same as aggressiveness. Rather, it is the ability to clearly state
what one expects so that there will be no misunderstandings. A leader must be assertive
to get the desired results. Along with assertiveness comes the responsibility to clearly
understand what followers expect from their leader.

Many leaders have difficulty striking the right amount of assertiveness, according to a
study in the February 2007 issue of the Journal of Personality and Social Psychology,
published by the APA (American Psychological Association). It seems that being under
assertive or overassertive may be the most common weakness among aspiring leaders.

iesy pRkwr qusIN SbdW dy grùp nUM islYkt krky aunHW  duAwly bwrfr bxw skdy ho[ies sbMDI
auhI  kdm hn jo au~pr id`qy gey hn[audwhrx hyTW id`qI geI hY[

A  sense of humor  is vital to relieve tension and boredom, as well as to defuse hostility.
Effective leaders know how to use humor to energize followers. Humor is a form of power
that provides some control over the work environment. And simply put, humor fosters good
camaraderie.
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AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1. pyj qy bwrfr lgwauxw

2. pYrwgRwP jW tYkst qy bwrfr lgwauxw
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Bwg 18 : pyj, pYrwgRwP Aqy tYkst qy SyifMg lgwauxw

sbMDq igAwn

bwrfr dI qrHW hI SyifMg tYkst dy ihs̀y nUM hweIlweIt krn leI vriqAw jWdw hY[SyifMg nUM
lgwaux dy vI auhI kdm hn jo ik bwrfr nUM lgwayux dy hn[dyKo icq̀r 30

pyj bwrfr qy kilk kro,pyj bYkgRwaUNf grùp qoN pyj ly-AwaUt tYb nUM cuxo[bwrfr Aqy
SyifMg fwielwg bwks Ku~l jwvygw[

ic~qr 30 Anuswr SyifMg tYb qy kilk kro[

bwks ivc iqMn AwpSnW idq̀IAW hn :

o Fill : ies AwpSn dy fwaUn AYro btn nUM dbwaux qy iek rMgIn pYlyt Kùl jwvygI[qusIN
SyifMg leI ijs rMg dI vrqoN krnw cwhuMdy ho, cux skdy ho[

o Style : ieh AwpSn rwhIN qusIN SyifMg dy rMg  ivc bdlwv kr skdy ho Aqy SyifMg dy
pYtrn nUM vI bdl skdy ho[

o Apply to : ies AwpSn dy fwaUn AYro btn nUM dbwaux qy qusIN tYkst jW pYrwgRwP ijs qy
SyifMg lgwauxw cwhuMdy ho cux skdy ho[

SyifMg dIAW do audwhrxW hyTW id`qIAW geIAW hn[

Assertiveness is not the same as aggressiveness. Rather, it is the ability to clearly state
what one expects so that there will be no misunderstandings. A leader must be assertive
to get the desired results. Along with assertiveness comes the responsibility to clearly
understand what followers expect from their leader.
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Assertiveness is not the same as aggressiveness. Rather, it is the ability to clearly state
what one expects so that there will be no misunderstandings. A leader must be assertive
to get the desired results. Along with assertiveness comes the responsibility to clearly
understand what followers expect from their leader.

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro :

lVI nM ikirAw

1. pYrwgRwP qy SyifMg lgwaux leI
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Bwg 19 : fwkUmYNt dw pRIivaU dyKxw, mwrjn Aqy
ErIAYNtySn nUM sY~t krnw

sbMDq igAwn

fwkUmYNt  nUM tweIp Aqy PwrmYitMg krn qoN bwAd ies dw AwKrI kdm ies nUM pyypr qy shI ipRMt
krn leI sY~t krnw hY[

1.  mwrjn

pyj dy iknwirAW qy Cf̀I hoeI KwlI QW nUM pyj mwrjn kihMdy hn[qusIN mwrjn ivc kuJ AwpSnW
ijvyN ik hYfr, Putr, pyj nMbr Awid nUM sY~t kr skdy ho[ iek fwkUmYNt dy aupr, hyTW , s~jy  Aqy
Kb̀y pwsy mwrjn huMdw hY[fwkUmYNt ivc mwrjn dI fIPwlt sYitMg huMdI hY[qusIN fwkUmYNt dy mwrjn
nUM bdl skdy ho[

mwrjn nUM bdlx dy kdm hyT ilKy Anuswr hn :

o icq̀r 31 Anuswr pyj ly-AwaUt tYb nUM islYkt kro[

o pyj sY~t Ap gru~p ivc mwrjn qy kilk kro[mwrjn frwp fwaUn ilst Kùl jwvygI[

o qusIN ies ivcoN koeI vI AwpSn Narrow, Moderate, Wide jW Mirrored cux skdy ho[ienHW
mwrjn nUM Awpxy Anuswr bdlx leI Customised Margins  AwpSn qy kilk kro[ iek
pyj sY~t Ap fwielwg bwks Kùl jwvygw[qusIN iksy vI mwrjn qy inj̀I qOr qy bdlwv kr
skdy ho[
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syv kIqw hoieAw fwkUmYNt (ipClIAW AiBAws ivcoN koeI iek) Kolo[ies dw mwrjn sY~t kro Aqy
dyKo ik ies ivc iks pRkwr dw bdlwv huMdw hY[qusIN ies dw ipRMt pRIivaU dyK ky vI ieh AMdwjw
lgw skdy ho ik ipRMt ho ky iks pRkwr idKygw[ipRMt pRIivaU nUM ies AiBAws ivc bwAd ivc
smJwieAw jwvygw[

2. ErIAYNtySn

Awm qOr qy qusIN jdoN koeI fwkUmYNt Koldy ho qW ieh “Portrait
Orientation” ivc huMdy hn[Portrait dw mqlb hY ik pyj cOVweI qoN
ijAwdw lMbweI ivc hovygw[ijAwdwqr fwkUmYNt ivc Portrait dI hI
vrqoN kIqI jWdI hY[pr keI vwr quhwnUM pyj dI lMbweI dy ihs̀y qoN
ijAwdw cOVweI vwly ih~sy dI jrUrq ijAwdw huMdI hY[ies leI
“Landscape Orientation” dI vrqoN kIqI jWdI hY[

pyj dI ErIAYNtySn nUM bdlx leI irbn au~qy pyj ly-AwaUt tYb nUM
cuxo[Aqy iPr ErIAYNtySn btn qy kilk kro[ieh quhwnUM do
AwpSnW Portrait Aqy Landscape dyvygw[
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Landscape ErIAYNtySn ivc bdlx leI, Landscape AweIkwn qy kilk kro[

Landscape Aqy Portrait ErIAYNtySn ivc Prk dyKo[

3. ipRMt pRIivaU

ipRMt pRIivaU quhwnUM  ieh d`sdw hY ik fwkUmYNt ipRMt ho ky iks qrHW dw idKygw[qusIN fwkUmYNt dw ipRMt
pRIivaU dyKx leI File  Print  Print Preview qy kilk kro[ipRMt pRIivaU tYb Kùl jwvygw[qusIN
ies dw mwrjn Aqy ErIAYNtySn nUM mncwhw sY~t krky ipRMt pRIivaU ivc ies nUM dyK skdy ho[ipRMt
pRIivaU dI iek audwhrx hyTW id`qI geI hY[(icqr 35)

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM. ikirAw

1 ipRMt krn vwly fwkUmYNt dy mwrjn nUM sY~t kro[

2 pyj dI ErIAYNtySn nUM Landscape jW Portrait sY~t kro[

3 ipRMitg krn qoN pihlW ies dw pRIivaU dyKo
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Bwg 20 : tYb dI vrqoN krky tYkst nUM AlweIn krnw

sbMDq igAwn

tYb dI vrqoN Aksr fwkUmYNt nUM PwrmYt krn leI kIqI jWdI hY[tYb dy Bwv nUM smJx leI hyTW
id`qy tYkst nUM dyKo[

Left Aligned Centre Aligned Right Aligned

Sanjay Kapoor Male Blue
Senhlata PremKumari Female Red
Mehul Mandke Male Violet
P R Subramanian Male Orange

Left Tab Stop : tYkst Kb̀y pwsy qoN SurU hovygw Aqy s`jy pwsy nUM ilKdw hoieAw jwvygw[

Centre Tab Stop : tYkst dI siQqI mD̀ sY~t krygw[Aqy m~D qoN  ilKxw SurU krygw[

Right Tab Stop : tYkst s`jy pwsy qoN SurU hovygw Aqy  Kb̀y pwsy nUM ilKdw hoieAw jwvygw[

qusIN ies leI tYb dI vrqoN nUM aupr id`qy tybl ivc ikvyN sY~t krnw hY, ies dI rUlr bwr ivc
tYb dI iksm Aqy pujISn (siQqI) dyK ky jwx skdy ho[

not: jy rUlr bwr fwkUmYNt qy nhIN idK irhw qW vrtIkl skrol bwr dy twp qy ivaU rUlr btn
qy kilk kro[

tYb dI sYitMg krn leI :

1. rUlr dy Kb̀y AMq ivc tYb islYktr qy kilk kro jd qk ik ieh quhwfI mncwhI tYb dI
iksm nhIN idKwauNdw[Aqy iPr rUlr dI ijs QW qy kilk krnw cwhuMdy ho kilk kro[tYb
islYktr icqr 37 ivc idKwieAw igAw hY[
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tYb dI vrqoN tYkst nUM ilKx leI kro ijs pRkwr AiBAws ivc idKwieAw igAw hY[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1 fwkUmYNt ivc lYPt tYb stop sY~t kro[

2 fwkUmYNt ivc sYNtr tYb stop sY~t kro[

3 fwkUmYNt ivc rwiet tYb stop sY~t kro[

pRYkits leI hor AiBAws :

dukwn dy mYnyjr nUM nOkrI dy leI iek pq̀r ilKo[qusIN vrf pRoosYsr dIAW hyT ilKIAW ivSySqwvW
dI vrqoN pq̀r ilKx leI kro:

tYkst dw kuJ ihs̀w bolf Aqy AMfrlweIn kro[

bultz

mwrjn bdlo

fwkUmYNt nUM syv kro

ipRMt AwaUt

Awpxw bwieE-fwtw bxwE[ies ivc Awpxw nwm, pqw, eI-myl dw pqw, jnm imqI, rwStrIqw,
BwSw igAwn, ij~Qy kMm kr irhy ho, pihlW AnuBv jy koeI hY, ivid~Ak Xogqw, Aqy hor
gqIivDIAW, pRwpq kIqy ienwm bwry ilKo[
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î¹¼Ö ì¿è
ðÅôàðÆ êÅá´î ã»ÚÅ, B@@E, ÇÂÔ ÇÃøÅÇðô ÕðçÅ þ ÇÕ ÃÕÈñ Çò¼Ú ì¼ÇÚÁ» ç¶ ÜÆòé çÅ Ã¿ì¿è ÃÕÈñ ç¶
ìÅÔð À¹Ôé» ç¶ ÜÆòé éÅñ Ü¹ÇóÁÅ Ô¯äÅ ÚÅÔÆçÅ þÍ ÇÂÔ ÇÃè»å ÇÕåÅìÆ ÇÃ¼ÇÖÁÅ çÆ ê¹ðÅäÆ ÇòðÅÃå ù
Çê¼Û¶ Û¼âçÅ þ, ÇÜÃç¶ ÁÅèÅð å¶ Á¼Ü òÆ ÃÅâÅ Çò¼ÇçÁÕ ã»ÚÅ Õ¿î Õð ÇðÔÅ þÍ ÇÃ¼à¶ òÜ¯º ÃÅâ¶ ÃÕÈñ»,
Øð», íÅÂÆÚÅÇðÁ» Áå¶ Õ¿î-ÕÅÜ òÅñÆ Ü×·Å ç¶ îÅÔ½ñ Çò¼Ú ÕÅøÆ øðÕ ÁÅ Ç×ÁÅ þÍ

Ô¼æ Çò¼ÚñÆ ÕÅðÜ ê¹ÃåÕ “sprYfSIt” À¹Ã Òï¯×åÅ êÌÃåÅòÓ çÅ ÇÔ¼ÃÅ þ ÇÜÃù ÇÕ îé¹¼ÖÆ ÃÅèé
ÇòÕÅÃ î³åðÅñ¶ (MHRD) ç¶ À¹µçî ÁèÆé Õ½îÆ ÇòòÃÅÇÂÕ ÇÃ¼ÇÖÁÅ ï¯×åÅ ã»Ú¶ (NVEQF) ù ÁÃñÆ
ÜÅîÅ êÇÔéÅÀ¹ä ñÂÆ ÇòÕÇÃå ÕÆåÅ Ç×ÁÅ þÍ ÇÂÃçÅ î³åò ÃÕÈñ», ÕÅñÜ», ÇòòÃÅÇÂÕ ÇÃ¼ÇÖÁÅ Áå¶
ÇÃÖñÅÂÆ Ã³ÃæÅò», åÕéÆÕÆ ÇÃ¼ÇÖÁÅ Ã¿ÃæÅò» Áå¶ ÇòôòÇòÇçÁÅÇñÁ» Çò¼Ú ÇÂ¼Õ ðÅôàðÆ ê¼èð çÆ
îÅéåÅ êÌÅêå ï¯×åÅ êÌäÅñÆ òÅÃå¶ Ã»Þ¶ Çéïî Áå¶ Ã¶è» çÅ ×áé ÕðéÅ þÍ ÇÂÔ Áé¹îÅé ñÅÇÂÁÅ ÜÅ
ÇðÔÅ þ ÇÕ NVEQF ðÅÔÆº ï¯×åÅò» çÆ êÅðçðôåÅ, Á³åð-Ö¶åðÆ ÇÃ¼ÇÖÁÅ Áå¶ ÇòÇçÁÅðæÆ-Õ¶ºçÇðå
ÇÃ¼ÇÖÁÅ ù òÅèÅ Çîñ¶×Å Áå¶ ÇÃ¼ÇÖÁÕ çÆ ò¼Ö-ò¼Ö ï¯×åÅò» ÇòÚÅñ¶ ×åÆôÆñåÅ ù Ã¹ÖÅñÅ Õð¶×Å Áå¶
ÇÃ¼ÇÖÁÅðÆÁ» ù ÜÆòé íð òÅÃå¶ ÇÃ¼ÇÖÁÅ Çîñ¶×ÆÍ

ÇÂÔ ÕÅðÜ ê¹ÃåÕ, Ü¯ ÇÕ Á¼áòÄ Ü» À¹Ãç¶ ìðÅìð çÆ ÜîÅå êÅÃ Õð ü¼Õ¶ ÇòÇçÁÅðæÆÁ» òÅÃå¶ ìäÅÂ¶
×Â¶ ÇòòÃÅÇÂÕ ï¯×åÅ êÌÃåÅò çÅ ÇÂ¼Õ ÇÔ¼ÃÅ þ, ÇÂ¼Õ îÅÇÔð ÃîÈÔ ò¼ñ¯º ÇñÖÆ ×ÂÆ þÍ ðÅôàðÆ Õ½ºÃñ
ÇòÕÅÃ Ç×îé ç¹ÁÅðÅ êÌòÅÇéå íÅðåÆ Õ½ôñ êÌÆôç çÆ êÌÚÈéÕÅð ÃíÅ (RASCI Áå¶ Ã¿×Çáå êÌÚÈé
À¹çï¯×» é¶ ÁÅêÃÆ ÃÇÔï¯× éÅñ ðÅôçðÆ ÇòòÃÅÇÂÕ îÅêç¿â (NOS) ÇåÁÅð ÕÆå¶ ÔéÍ ÇÂÔ îÅêç³â
Ã¿×Çáå êÌÚÈé Ö¶åð ç¶ é¹î»ÇçÁ» òñ¯º Ã¹ÞÅÂ¶ ×Â¶ îîð¼æåÅ îÅêç¿â» Áå¶ ÇçôÅ Çéðç¶ô» çÅ ÃîÈÔ Ôé
Áå¶ Õ¿îÕÅÜ òÅñÆ Ü×·Å å¶ Ú¿×Æ Õ¹ôñåÅ éÅñ Õ¿î Õðé òÅÃå¶ À¹îÆçòÅð» çÆ ×¹äò¼åÅ Áå¶ ÇÃ¼ÇÖÁÅ ù
êðÖä òÅÃå¶ ñ¯óÄç¶ ÔéÍ

ê³âå Ã¹¿çð ñÅñ ôðîÅ Õ¶ºçðÆ ÇòòÃÅÇÂÕ ÇÃ¼ÇÖÁÅ Ã¿ÃæÅ (PSSCIVE), Ü¯ ÇÕ ðÅôàðÆ ÇòÇçÁÕ Ö¯Ü
Áå¶ ÇÃÖñÅÂÆ êÌÆôç (NCERT) çÅ ÇÂ¼Õ ÇÔ¼ÃÅ þ, é¶ SKSDC ç¶ ÃÇÔï¯× éÅñ Ã¿×Çáå êÌÚÈé Ö¶åð
Çò¼Ú ÇòòÃÅÇÂÕ ï¯×åÅ êÌÃåÅò ñÂÆ Û¯à¶ Û¯à¶ ÇÔ¼ÇÃÁ» Çò¼Ú êÅá´î Áå¶ ÇÃ¼ÇÖÁÅ Ãî¼×ðÆ ÇòÕÇÃå
ÕÆåÆ þÍ ÇÂÔ NVEQ ç¶ êÇÔñ¶ å¯º Ú½æ¶ åñ òÅÃå¶ Ôé; êÇÔñÅ åñ (Level 1) é½òÄ ÜîÅå ç¶ ìðÅìð
Ç×ÇäÁÅ Ç×ÁÅ þÍ êÅá´î Áå¶ ÇÃ¼ÇÖÁÅ ÇÂÕÅÂÆÁ» (Units) ÇåÁÅð Õðé ñÂÆ NOS îÅêç¿â» ç¶
ÁÅèÅð å¶ ÇòòÃÅÂ¶ éÅñ Ã¿ì¿èå î¹¼Ö Ãîð¼æåÅò»ÇÜò¶º Ç×ÁÅé, Õ¹ôñåÅ, ï¯×åÅ ÁÅÇç çÆ êÛÅä ÕÆåÆ
×ÂÆÍ

ÇÂÔ ÁÇíÁÅÃ-ê¹ÃåÕ ÇòÇçÁÅðæÆ ù ð¼àÅ ñÅÀ¹ä å¯º òðÜçÆ þ Áå¶ êÅá´î ù Ç÷ÁÅçÅ ñÚÕÆñÅ
ìäÅÀ¹ºçÆ þ å» Ü¯ ò¼Öð¶ ò¼Öð¶ ÇòÇôÁ» ÇòÚÅð¶ ÃÆîÅò» ù å¯ÇóÁÅ ÜÅ ÃÕ¶Í ÇÂÃ ê¹ÃåÕ Çò¼Ú Ã¯Ú ÇòÚÅð
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Áå¶ Û¯à¶-ÃîÈÔ» Çò¼Ú òÅç-Ã¿òÅç, ÚðÚÅ Áå¶ åÜðì¶ ù òèÅÀ¹ä òÅñÆÁ» ÇÕÇðÁÅò» ù Ç÷ÁÅçÅ îÔ¼åò
Çç¼åÅ Ç×ÁÅ þÍ ÇÂÔ ÃÅðÆÁ» ÕÅðòÅÂÆÁ» AIHF çÆ ðÅôàðÆ Çò¼ÇçÁÅ éÆåÆ ç¹ÁÅðÅ êÌåÅÇòå
ÇÃ¼ÇÖÁÅðæÆ-Õ¶ºçÇðå Çò¼ÇçÁÕ êÌäÅñÆ ç¶ éÅñ ÇÂ¼Õ Ã¹ð Ôé å¶ ÇÂÃçÆ êÌÅêåÆ ò¼ñ ÔÆ ÇÂ¼Õ Õçî ÔéÍ

ÇÂÃ Õ¯Çôô çÆ ÕÅîïÅìÆ ÇÂÃ ×¼ñ å¶ Çéðíð Õð¶×Æ ÇÕ ÃÕÈñ» ç¶ ÇêÌ³ÃÆêñ Áå¶ ÁÇèÁÅêÕ ì¼ÇÚÁ» ù
ÁÅêä¶ å½ð å¶ ÇÃ¼Öä Áå¶ ÁÅêäÆ ÕñêéÅ ðÅÔÆº êÌôé ê¹¼Ûä ñÂÆ ÇÕ¿éÆ Õ¹ êÌ¶ðéÅ Çç¿ç¶ ÔéÍ Õ¹ôñåÅ
ÇòÕÅÃ ÇÕÇðÁÅò» Çò¼Ú ÇÃ¼ÇÖÁÅðæÆ çÆ ôîÈñÆÁå Áå¶ ×¹ä» Áå¶ ðÚéÅåÇîñÕåÅ ù ×ÌÔä ÕðéÅ å» ÔÆ
Ã¿íò Ô¯ò¶×Å, Ü¶Õð ÁÃÆº ÇòÇçÁÅðæÆ ù Ãð¯å¶ òÜ¯º éÔÄ ìñÇÕ ÇÃ¼ÇÖÁÅ êÌÇÕÇðÁÅ ç¶ ÇÔ¼Ã¶çÅð òÜ¯º ôÅîñ
Õð»×¶Í ÇÂÔé» àÆÇÚÁ» çÆ êÌÅêåÆ ñÂÆ ÃÕÈñ» ç¶ Çé¼åé¶î Áå¶ ÕÅðÜ ÇòèÆ Çò¼Ú ÕÅøÆ åðîÆî ÕðéÆ
êò¶×ÆÍ ç¼ÃÆÁ» Ô¯ÂÆÁ» ÇÕÇðÁÅò» ù ñÅ×È Õðé òÅÃå¶ Áå¶ À¹åÃÅÔ ù ìäÅÂÆ ð¼Öä òÅÃå¶ ÃÕÈñ ç¶
àÅÂÆî à¶ìñ Çò¼Ú ñÚÆñÅêé ÇñÁÅÀ¹äÅ Ô¯ò¶×Å Áå¶ êÅá´î Áå¶ ÇÃÖñÅÂÆ òÅÃå¶ ÁÇèÁÅêé Ççé»
Çò¼Ú òÅèÅ ÕðéÅ Ô¯ò¶×ÅÍ
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ÕÅðÜ ê¹ÃåÕ ìÅð¶ ÜÅäÕÅðÆ
ieh vrkbuk quhwnUM pwT IT105-NQ2012: “sprYfSIt” nUM smJx Aqy pUrw krn ivc quhwfI mdd
krygI[quhwnMU AiDAwpk jW trynr dy mwiDAm rwhIN ies vrkbuk dw AiDAYn AwpxI klwsrUm jW
pRXogSwlw ivc kr skdy ho[

A`j dy smyN Anuswr ij`Qy hr pwsy mukwblw hY quhwfy igAwn ivc vwDw krn Aqy quhwfw hunr inKwrn leI
ies vrkbuk nUM BwgW ivc vMifAw igAw hY[hryk Bwg nUM ies qrHW Cotw bxwieAw igAw hY ik ies nMU
AswnI nwl piVAw Aqy iliKAw jw skdw hY[AYnImytf qsvIrW Aqy iemyj rwhIN tYkst nUM jIvq
drswieAw igAw hY Aqy tYkst nMU XUjr(quhwfy) nwl rU-b-rU (ieMtrYkitv) bxwieAw igAw hY[qusIN Kud
AwpxI smJ jW Awpxy AiDAwpk dI mdd nwl AwpxIAW audwhrxW bxw skdy ho[AwE dyKIey ik ies
Bwg ivc quhwfy leI kI hY[

Bwg-1 jwx-pCwx

ieh Bwg quhwnUM XUint dy ivSy bwry jwx-pCwx krvwauNdw hY[ieh quhwnMU ieh vI ds̀ygw ik qusIN ies XUint
dy vK̀ –vK̀ BwgW ivc qusIN kI isK̀ogy[

Bwg-2 sbMDq igAwn

ieh Bwg ies ivc mOjUd ivSy bwry quhwnMU ivsQwr ivc ds̀ygw[ies Bwg duAwrw id`qy igAwn nUM smJ ky
qusIN kuJ ikirAwvW kr skdy ho[quhwnMU ies Bwg ivc idq̀I jwxkwrI nUM cMgI qrW smJ ky pVnw cwhIdw
hY[ ies qoN bwAd hI AiBAws nUM krnw cwhIdw hY[

Bwg-3 AiBAws

hr Bwg dI AiBAws idq̀I hY jo ik quhwnUM smyN isr pUrI krnI cwhIdI hY[qusIN Awpxy klws rUm,Awpxy
Gr Aqy AwpxI pRXogSwlw ivc ieh ikirAwvW krogy[ies Bwg ivc mOjUd ikirAwvW quhwfy igAwn ivc
vwDw krn, hunr ilAwaux Aqy Awqm-ivSvws vDwaux ivc quhwfI mdd krngIAW ijs nwl qusIN Awpxy
kMm nUM vDyry kuSlqwpUrvk qrIky nwl AwpxI pRXogSwlw ivc kr skogy[ieh sB ikirAwvW quhwnUM Awpxy
AiDAwpk jW trynr dI dyK-ryK hyTW krnIAW cwhIdIAW hn jo ik quhwnUM ieh ikirAwvW pUrw krn ivc
mdd krn Aqy pUrw krn qooN bwAd quhwnUM ies bwry quhwfy duAwrw kIqI ikirAw dy bwry auicq igAwn jW
slwh dyxgy qW ik qusIN Awpxy Awp nUM hor vDyry kuSlqw nwl ies ikirAw nUM kr sko[ies qrHW krn
leI Awpxy AiDAwpk jW trynr nwl iek tweIm tybl iqAwr kro ijs dy inXmW nUM sKqI nwl pUrw
krnw XkInI bxwieAw jwvy[Awpxy AiDAwpk jW trynr koloN kuJ nw smJ Awaux dI sUrq ivc pùCx qoN
guryj nw kro[

Bwg-4 AsYsmYNt

ies Bwg ivc idq̀y pRSn quhwfI kuSlqw nUM jWcx leI hoxgy[quhwfy leI ieh jrUrI hY ik Agly Bwg ivc
jwx qoN pihlW quhwnUM ies Bwg dy swry au~qr AwauNdy hox[

ies XUint dy AMq ivc isKlweI dy sroqW dI sUcI drsweI geI hY ijs ivc ikqwbW, jrnl, inaUzlYtr,
vYbswiet Awid Swiml hn jo ik AglyrI isKlweI ivc quhwfI mdd leI hn[
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Bwg 1: sprYfSIt nwl jwx-pCwx

kI qusIN Awpxy ipqw jW mwqw nUM fwierI ivc Krc nUM not krdy dyiKAw hY? auh Awpxy Krc dw
irkwrf ikvyN r`Kdy hn ? kI qusIN kdI iDAwn id`qw hY ik auh kul joV, iek pRkwr dIAW vsqW
nUM iek`Tw krnw,pihl dy ADwr qy krn vwly Krc Aqy hr mhIny hox vwly KricAW dw vyrvw iks
pRkwr r`Kxw hY? sprY~fSIt iek ielYktRwink fwkUmYNt hY jo ik lgBg ausy pRkwr hY ijs pRkwr
quhwfy mwqw-ipqw fwierI ivc SIt qy Krc k`Fdy hn[

sbMDq igAwn

Sbd “sprY~fSIt” aus pypr dy vf̀y tukVy qoN ilAw igAw hY jo ik AkwaUNtYNt ibjns PweInYNs
leI vrqdw hY[AkwaUNtYNt sUcnw ijvyN ik kImqW, pymYNt, tYks, Awmdn Awid nUM iek bhuq vf̀I
pypr dI SIt qy ilKdw jW sprY~f krdw hY qW ik aus nUM pUrw ivaU idK sky[

iek sprYfSIt dsqI iqAwr kIqI Krc SIt qoN ijAwdw lck, gqI Aqy SuDqweI pRdwn krdw
hY[ies ivc hor bhuq swry PMkSn Aqy ivSySqwvW hn jo ik ies nUM vrqxw hor vI Aswn
bxwauNdIAW hn[audwhrx leI jy qusIN iek rwSI nUM bdldy ho, qW kul  ivc Awpxy Awp Prk pY
jWdw hY[sprYfSIt dI vrqoN keI kMm krn leI kIqI jWdI hY ijvyN ik

irkwrf dI swNB-sMBwl leI
fwtw nUM inrIKx krnw (Analysing)
MIS  irport iqAwr krnw
gRwP bxwauxw (fwtw dw icqr rUp)
ivq̀I ihswb krnw
sUcI dw pRbMD krnw
bjt bxwauxw Awid[;

kuJ bhuq hI mhq̀vpUrn sprYfSIt swPtvyAr hn :

Ms-Excel
Open Office-calc
Google Documents

sprY~fSIt nUM SurU krnw

sprY~fSIt nUM SurU krn Aqy bxwaux leI qusIN aupr id~qy iksy vI swPtvyAr dI vrqoN kr skdy
ho[qusIN sprY~fSIt nUM is`Kx leI  jW qW EpnAwiPs dI vrqoN kr skdy ho jW iPr mweIkRoswPt

Downloaded from https:// www.studiestoday.com

Downloaded from https:// www.studiestoday.com



(266)

AYksl dI[ieh XkInI bxwE ik ieh swPtvyAr quhwfy kMipaUtr ivc pihlW hI lof hovy[qusIN
Ms- Excel swPtvyAr nUM hyTW id`qy iksy vI stYp nwl SurU kr skdy ho[

a) jy fYsktwp qy Ms- Excel dw AweIkwn auplb̀D hovy qW ies qy fbl kilk kro[
jW

A) Start->All Program->Microsoft Office->Microsoft Office Excel qy kilk kro[

jy qusIN koeI hor sprY~fSIt swPtvyAr vrqdy ho qW ies nUM SurU krn dy stYps lgBg ies dy
nwl imldy-juldy  rihxgy[

iek vwr SurU krn qoN bwAd hyTW idqy icq̀r Answr skrIn Ku~lygI[skrIn dy Bwg icqr 1 ivc
idKwey gey hn[
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sprY~fSIt dy kuJ Bwg hyTW idq̀y Anuswr hn :

vrkSIt : ieh Horizontal roA Aqy vertical kwlmW dI girf huMdI hY[

vrkbuk : iek vrkbuk ivc iek jW iek qoN vD̀ vrkSIt huMdIAW hn[

icq̀r 1 ivc iqMn vrkSItW SIt 1, SIt 2 Aqy SIt 3  SIt tYb  SIt 2 nUM puAwieMt kr
irhw hY[icqr 1 ivc SIt 1 nUM idKwieAw igAw hY[

roA : ieh lMmy-dwA(Horizontal) dy sY~lW qoN iml ky bxdw hY[roA nMU nMbrW(1,2,3,4……)
rwhIN nwm id`qw igAw hY[icqr 1 ivc AYro roA 15 qy puAwieMt kr irhw hY[

kwlm : ieh KVy-dwA(Vertical) dy sY~lW qoN iml ky bxdw hY[kwlm nMU AlPwbYt
(A,B,C…..Y,Z,AA,AB,AC…AZ,BA……)  rwhIN nwm id`qw igAw hY[icqr 1 ivc AYro kwlm N
qy puAwieMt kr irhw hY[

sY~l : roA Aqy kwlm dy kwt Kyqr nUM sY~l kihMdy hn[vrkSIt nUM sYlW dw AYry vI kihMdy
hn[iek sY~l ivc tYkst,nMbr,qwrIK jW PwrmUlw ho skdw hY[iek sY~l vrkSIt dw iek
mUl q`q hY[ie`Qy nMbr Aqy tYkst dovyN  dwKl kIqy jw skdy hn[sỲl AYfrys sprY~fSIt
ivc sY~l dw shI sQwn d`sdw hY[ieh sY~l dy kwlm dy nwm Aqy roA dy nMbr qoN iml ky
bxdw hY,ijvyN ik A2 jW B16 Awid[

not : iksy sY~l nUM ies dy pqy qoN pihcwixAw jWdw hY ijs ivc kwlm dw nwm roA dy nwm
qoN hmySW pihlW AwauNdw hY[

AYkitv sY~l:ieh auh sY~l huMdw hY ijs sY~l ivc ies vyly krsr hY[iues sY~l ivc iek
gwVy rMg dI lweIn nwl bwrfr bixAw huMdw hY[fwtw hmySW AYkitv sY~l ivc hI dwKl huMdw
hY[icq̀r 1 ivc H7 AYkitv sY~l hY[

PwrmUlw bwr:ieh irbn dy hyTW huMdI hY[ieh AYkitv sY~l dI smg̀rI idKwauNdI hY[ies dI
vrqoN fwtw  nUM dwKl Aqy bdlx leI vI kIqI jw skdI hY[

skrol bwr:ieh vrkSIt nUM au~pr –hyTW krn jW ies dI smg̀rI nUM skrol kr dyKx leI
vrqI jWdI hY[skrol bwr dIAW do iksmW hn- Horizontal Aqy Vertical.

jdoN OpenOffice-Calc sprY~fSIt KolI jWdI hY,ieh hyTW id`qy icq̀r 2 Anuswr  idKdI hY[iDAwn
dyx Xog gl̀ hY ik MS-Excel Aqy OpenOffice-calc dI id~K bhuq imldI –juldI hY[ies qoN
ielwvw irbn qy mOjUd AweIkwnW dy AMqr nUM vI dyKo[ijAwdwqr sprY~fSIt swPtvyAr dy imldy-
juldy PMkSn Aqy ivSySqwvW vwly huMdy hn, tYb, AweIkwn, fwielwg bwks Aqy PMkSnW nUM idKwaux
jW r`Kx ivc QoVHw AMqr ho skdw hY[jy qusIN iek swPtvyAr nUM clwauxw is`Kdy ho qW bwkI imldy-
juldy swPtvyArW nUM vI qusIN AswnI nwl vrq skdy ho[
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AiBAws

hyT ilKIAW ikirAw nUM bwr-bwr kro[

lVI nM ikirAw

1. sprYfSIt dy BwgW bwry jwxkwrI idE[

2. sprY~fSIt nUM Kolo[

Downloaded from https:// www.studiestoday.com

Downloaded from https:// www.studiestoday.com



(269)

Bwg 2 : sprY~fSIt nUM Kolxw, syv krnw Aqy bMd krnw

AwE AsIN is`iKey ik sprYfSIt nUM iks pRkwr KoilAw jWdw hY Aqy  syv kIqw jWdw hY qW ik ies
dI vrqoN dubwrw  kIqI jw sky [SurUAwq krn leI iek swDwrx sprY~fSIt nUM Kolo[sprY~fSIt nUM
bxwaux qoN pihlW iek Polfr “D:\IT Class IX\WP_Practice” dI rcnw kro ijs ivc qusIN
AwpxIAW bxweIAW swrIAW sprY~fSIt nUM syv kr skdy ho[

sbMDq igAwn

1. Epn : sprY~fSIt dI SurUAwq ipClIAW AiBAwsW ivc SurUAwq Anuswr kro[jdoN qusIN
iek sprY~fSIt nUM bxwauNdy ho, swPtvyAr duAwrw ies nUM iek Default nwm id`qw jWdw
hY[MS-Excel ivc ieh nwm Book1 hY jd ik OpenOffice ivc ieh nwm Untitled1 hY[

o jdoN MS-Excel ivc iek nvIN sprY~fSIt KolI jWdI hY qW SIt tYb ivc iqMn vrkSItW
mOjUd huMdIAW hn[ SIt 1, SIt 2 Aqy SIt 3[

2. sprY~fSIt ivc icqr 3 Anuswr fwtw dwKl kro[

1) sY~l B2 qy jwx leI,krsr nUM sY~l qy lYky jwE
Aqy mwaUs dw Kb̀w btn dbwE[ hux Sbd Hello
World nUM tweIp kro Aqy AYNtr kIA nUM
dbwE[qusIN dyKogy ik AYNtr kIA dbwaux qoN
bwAd Awpxy Awp sY~l B3 AYkitv sY~l bx igAw
hY[

2) qusIN sY~l B4 qy jwx leI kIborf qoN AYro kIA dI
vrqoN kr skdy ho Aqy hux ies sY~l ivc 423
ilK ky AYNtr kIA dbwE[

3) iesy pRkwr sY~l B6 ivc 15- Aug -1947 twiep
kro[

3. ies vrkbuk nUM syv kro ies nUM First nwm idE[ies pRkwr krn leI auhI kdmW dI vrqo
kro jo kdm Ms-Word dy fwkUmYNt nUM syv krn leI vrqy gey sn[AwE ienHW kdmW nUM iek
vwr iPr dyKIey:

o Quick Access bar ivc PlwpI dy isMbl qy kilk kro[
jW

1. PweIl  syv  qy kilk kro[
2. Save As fwielwg bwks Kùlygw[
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3. Kb̀y pwsy dI sUcI ivc jo qusIN cwhuMdy ho fwierYktrI (frwiev Aqy Polfr ) dI cox
kro[qusIN rsqw “D:\IT Class IX\WP_Practice”  dyK skdy ho[

4. jo qusIN ies fwkUmYNt nUM nwm dyxw cwho PweIl nym bwks ivc ilK skdy ho[audwhrx
leI qusIN ies PweIl nUM “First” nwm dy skdy ho[

5. syv qy kilk kro[

hux ieh vrkSIt fwkUmYNt AYm. AYs. AYksl ivc “First.xlsx” nwm nwl syv ho igAw
hY[Pwiel dw pihlw Bwg First PweIl dw nwm hY jo qusIN ies nUM id`qw hY[Aqy .xlsx
AYm. AYs. AYksl ivc ricq iksy vI vrkSIt dI AYkstYNSn hY[

4. kloj: qusIN vrkSIt nUM bMd krn leI hyTW id`qy kdmW ivcoN koeI vI vrq skdy ho:

o skrIn dy s`jy pwsy au~pr icMn “X” qy kilk kro[
jW

o PweIl qy kloj btn qy kilk kro[

5. Epn : hux sprYfSIt nUM dubwrw Kolo[ ies ivc kuJ hor bdlwv kro[ Awpxy klws dy
ividAwrQIAW dy nwm roA B7 qo B12N ivc ilKo Aqy ies nUM Alg̀ nwm nwl syv kro[

6. syv : bdlwv krn auprMq,quhwnUM  ies bdlwv nUM syv krn dI jrUrq hY[qusIN ies PweIl
nUM auhI nwm First.xlsx nwl syv kr skdy ho ies ivc syv krn nwl purwxI PweIl kIqy
bdlwv nwl syv ho jwvygI [qusIN purwxI PweIl First.xlsx nUM r`Kdy hoey bdlwv kIqI hoeI
PweIl nUM nvyN nwm Second.xlsx nwl vI syv kr skdy ho[ies nUM purwxy nwm nwl  syv krn
leI pihlW id`qy kdmW nUM vrqo[ies nUM Alg̀ nwm nwl syv krn leI hyT id`qy stYps dI
vrqoN kro :

o  PweIl  Save As qy kilk kro[

o Save As fwielwg bwks Kùl jwvygw[fwierYktrI(frwiev Aqy Polfr) dI cox Kb̀y
pwsy dI sUcI ivcoN kro[qusIN ies dw rsqw “D:\IT Class IX\WP_Practice”dyK skdy
ho[

o ies fwkUmYNt nUM jo qusIN nwm dyxw cwho dy skdy ho[audwhrx leI qusIN ies nUM Second
nwm idMdy ho[

o syv qy kilk kro[

hux ies sprY~fSIt ivc Ms-Excel nwm Second.xlsx nwl syv ho jwvygI[

7. kloj : qusIN vrkSIt nUM bMd krn leI hyTW id`qy kdmW ivcoN koeI vI vrq skdy ho :

o skrIn dy s`jy pwsy au~pr icMn “X” qy kilk kro[
jW

o PweIl qy kloj btn qy kilk kro[
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AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM. ikirAw

1. sprYfSIt nUM Kolo

2. sprYfSIyt nUM iksy nwm nwl syv kro

3. sprYfSIt nUM bMd krnw

is`Ky hoey dI pRYkits krn leI, sprYfSIt nUM Kolo Awpxy klws dy 10 ividAwrQIAW dy nwm  Aqy
rol nM. ilKo Aqy SIt nUM syv kro[
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Bwg 3: sprY~fSIt nUM dwKl krnw

sprY~fSIt swnUM fwtw nUM keI FMgW nwl r`Kx,ihswb krn Aqy idKwaux dI suivDw idMdw hY[AsIN
SurUAwq fwtw nUM dwKl krky krdy hW[

sbMDq igAwn

iek nvIN sprY~fSIt nUM Kolo Aqy icqr Anuswr fwtw dwKl kro[

iDAwn nwl dyKo au~pr sprY~fSIt ivc iqMn pRkwr dw fwtw dwKl kIqw igAw hY[ ieh hn:

● Text : ividAwrQIAW dy nwm tYkst fwtw twiep dy hn[

● Number : rol nMbrW nUM nMbr fwtw tweIp drswieAw igAw hY[

● Date : jnm imqI fyt fwtw tweIp dI hY[(Xwd r`iKAw jwvy ik PwrmUlw bwr ivc AYkitv
sYL dI fwtw idKygw)

PwrmUlw iek hor pRkwr dw fwtw ijs nUM dwKl kIqw jw skdw hY[ies bwry qusIN A`gy pVogy[qusIN
ieh vI dyiKAw hovygw ik tYkst fwtw Awpxy Awp sỲl ivc Left Align huMdw hY, nMbr fwtw Aqy fyt
fwtw Right Align huMdw hY[

not : qusIN nMbr, fyt Aqy PwrmUlw iksm dy fwtw nwl ihswb kr skdy ho pr tYkst fwtw(AlPw
nUmyirk fwtw) nwl ihswb nhIN kr skdy[

hux ies vrkbuk nUM nwm nwl syv krky kloj jW bMd kr idE[
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AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro :

lVI nM ikirAw

1. iek sUcI iqAwr kro ijs ivc quhwfy pMj dosqW dy nwm,Pon nM Aqy jnm imqI
hox[

2. sprY~fSIt nUM iksy nwm nwl syv kro[

3. sprY~fSIt nUM bMd kro[

pRYkits leI hor AiBAws

1. vrkbuk nUM Kolo[tYb SIt2 qy kilk kro[qusIN dyKogy ik iek KwlI vrkSIt skrIn qy
Ku~lygI[jy qusIN SIt 1 leI tYb qy dubwrw kilk krogy qW quhwfy vl̀oN pihlW dwKl kIqw
fwtw idKygw[ ieh ikvyN ? ikauNik ieh vrkbuk ivc Alg̀-Alg̀ SIt hn ijs pRkwr
quhwfI notbuk ivc huMdIAW hn[
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Bwg 4 : byisk kYlkulySn – joVnw

sprY~fSIt quhwnUM keI pRkwr dIAW gixiqk kYlkulySn krn dI shUlq idMdw hY[audwhrx-joVnw[

sbMDq igAwn

iek nvIN sprY~fSIt Kolo Aqy hyTW id`qy icqr 4 Anuswr fwtw dwKl kro[

hux hryk ividAwrQI dy AMkW dw kul joV krn leI hyTW idq̀y Anuswr kro :

sỲ~l G3 qy jwE[sY~l G3 ivc + c3+d3+e3+f3  dwKl kro Aqy AYNtr kIA dbwE[

AwBw dy AMkW dw kul joV sY~l G3 ivc Aw jwvygw[

iesy pRkwr, AsIN AnIqw dy kul AMkW dw vI joV kr skdy hW[

sY~l G5 ivc dwKl kro- = sum(C5.F5) Aqy AYNtr kIA dbwE[

jdoN joVn vwly swry sY~l nwl-nwl hI hox qW ieh joV krn leI PwrmUlw dwKl krn
dw iek  hor qrIkw hY [C5 SurUAwqI sY~l dw pqw hY Aqy F5 AiKrI sYl dw pqw
hY[C5.F5 nUM sY~lW dI ryNj vI ikhw jWdw hY[

iesy pRkwr subU,ipRAw Aqy gOqm dy nMbrW dw joV kro[

qusIN PwrmUlw do qrIikAW nwl dwKl krky joV kIqw hY[sY~l PwrmUlw nhIN idKw irhw pr
ieh ihswb dw nqIjw mqlb aùpr id`qI audwhrx ivc kul joV idKw irhw hY[jdoN G7
AYkitv sY~l bxdw hY qW qusIN PwrmUlw bwr(irbn dy hyTW) ivc lg̀y hoey PwrmUly nUM dyK
skdy ho[
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hux iksy vI ividAwrQI dy iek jW v~D iviSAW dy AMkW nUM bdlo[kul joV ivc bdlwv Awpxy Awp
ho jwvygw[ PwrmUlw dI AwtomYitk kYlkulySn sprY~fSIt dI iek bhuq hI mhq̀vpUrn ivSySqw hY[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1. mhIny dy Awpxy swry KricAW dI sUcI iqAwr kro Aqy kul Krc pqw kro[

2. mhIny dy nwvW dI sUcI Aqy aus mhIny ivc AwauNdIAW CùtIAW dI sUcI iqAwr
kro[Aqy iek swl ivc bxdIAW CùtIAW dw kul joV pqw kro[

pRYkits leI hor AiBAws

ividAwrQI leI icqr Anuswr iek mwrk SIt iqAwr kro[

1. hryk ivSy dy AMkw dI pRqISqqw kYYlkulyt kro[

2. Total Marks  Aqy  Total Percentage pqw kro[

3. Total Percentage dy ADwr qy hyTW id~qy gRyf idE[

Excellent - 90% jW v~D
Very Good - 80%   Aqy 90% qoN G`t
Good - 70% Aqy 80% qoN G`t
Fair - 60% Aqy 70% qoN G`t
Poor - 60% qoN G`t

4. rMgdwr sY~l leI sY~l stweIl dI vrqoN kro[

5. moty bwrfr lweIn dI vrqoN kro[
tYkst leI PONt sweIj, klr Aqy AlweInmYNt dI vrqoN kro[
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Bwg 5 : byisk kYlkulySn- Gtwauxw

sbMDq igAwn

iek hor gixq dw PMkSn ijs dI vrqoN Gtwaux leI kIqI jWdI hY[

iek nvIN sprY~fSIt nUM Kolo Aqy fwtw nUM icq̀r 6 Anuswr dwKl kro[

hux hryk mhIny dI b`cq  dw ihswb kro:

o sY~l E3 qy jwE[+c3+d3  dwKl kro[AYNtr kIA dbwE[iDAwn idE ik jdoN qusIN PwrmUlw
E3 ivc dwKl kr rhy hovoNgy qW sY~l C3 Aqy D3 Awpxy Awp hweIlwiet ho rhy hn[jnvrI
mhIny dI bcq̀ sY~l E3  ivc idKygI[iesy pRkwr PrvrI mhIny dI bcq̀ pqw kro[
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qusIN not kIqw hovygw ik quhwnUM hryk sỲL ivc
vwrI-vwrI PwrmUlw dwKl krnw pYNdw hY[sprY~fSIt
ivc qusIN iek sY~l ivc dwKl PwrmUly nUM kwpI
dUsry sY~lW ivc kr skdy ho,ij~Qy ik quhwnUM auuhI
ihswb dI loV hY[ sprY~fSIt dI ies ivSySqw nUM
PwrmUlw kwpI krnw kihMdy hn[ies pRkwr krn
leI hyTW stYps id`qy gey hn :

sY~l E3 qy jwE[

hom tYb qy kwpI qy kilk kro[

sỲl E5 qy jwE Aqy pyst AweIkwn qy kilk kro[

PwrmUlw Awpxy Awp sY~l E5  qy pyst ho jwvygw[qusIN PwrmUlw bwr ivc vI dyK skdy ho ik
kwpI-pyst PMkSn nwl  sỲlW dw pqw PwrmUly ivc AwtomYitkLI bdl igAw hY[

hux PwrmUly nUM hor sY~l ivc kwpI krky ApRYl, meI Aqy jUn mhIny dI bcq̀ pqw kro[

ie~Qy PwrmUlw nUM kwpI Aqy pyst krn dw iek hor srl qrIkw  hY kwpI-kilk AYNf frYg –
pyst[ieh qrIkw jo qusIN kwpI krn dw is`iKAw hY jy ies nUM ijAwdw sY~lW ivc mMn lo 100 sY~lW
ivc krnw hovy qW ies  ivc bhuq smW lg̀ygw[sprY~fSIt kol PwrmUlw pyst krn dw iek qyj
qrIkw vI hY[

mOjUdw vrkSIt ivc 6 hor irkwrf julweI qoN idsMbr q`k dwKl kro[ienkm Aqy AYkspYNs kwlm
leI fwtw dwKl kro[sprY~fSIt icqr 8 Anuswr idKygI[
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hyT ilKy kdmW dI vrqoN kro :

krsr nUM sY~l E8 qy lY ky jwE[PwrmUlw
pihly d`sy qrIky pRkwr kwpI kro[qusIN
dyKogy ik sY~l E8 dy Awly-duAwly bwks
jg-mg irhw hY[

iDAwn nwl dyKo sY~l E8 dy Awly-duAwly
jgmg kr irhy bwks dy s`jy pwsy hyTW
kony qy iek CotI gUVHI Awieq hovygI[

krsr nUM aus Awieq dy au~pr lY ky
jwE[krsr + dy Akwr ivc bdl
jwvygw[hux Awpxy mwaUs dw Kb̀w btn
dbwE Aqy krsr nUM mwaUs dw Kb̀w
btn dbw ky r`Kdy hoey hI sY~l E14 q`k
iKc̀o[ hux Kb̀y btn qoN dbwA nUM htw
idE[qusIN dyKogy ik PwrmUlw Awpxy
Awp id`qI ryNj ivc pyst ho igAw hY[

AiBAws

hyT ilKI ikirAw nUM bwr-bwr kro[

lVI nM ikirAw

1 au~pr id`qI vrkSIt Anuswr bwrW mhIinAW dI kul b`cq pqw kro Aqy nqIjw
sY~l E15 ivc idKwE[
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Bwg 6 : byisk kYlkulySn – guxw

sbMDq igAwn

iek hor gixq dw PMkSn ijs dI vrqoN Awm kIqI jWdI hY auh hY guxw Aqy ies AiBAws ivc
qusIN sprY~fSIt qy guxw krnw is`Kogy[sprY~fSIt dI rcnw icqr Anuswr kro

quhwnUM ie`Qy guxw dw PMkSn krn dI jrUrq hY[Aqy ies dI vrqoN jmW Aqy GtwE Anuswr
hI  hY[

o kul rwSI pqw krn leI PwrmUlw ies pRkwr hY :
Unit Price x No. of Units sold

o rwSI pqw krn leI sY~l G3 qy PwrmUlw +E3*F3
dwKl kro Aqy AYNtr kIA dbwE[

o bwkI sỲlW ivc PwrmUlw dwKl krn leI kwpI-pyst
kmWf dI vrqoN kro[

sY~l G14 ivc Total sale value pqw kro[

sY~l B14 qoN F14 q`k mrj kIqy hn Aqy iehnW dI AlweInmYNt sYNtr dI kIqI hY[

iDAwn idE XUint dI kImq Aqy rwSI  dI kImq dSmlv dy do sQwnW q`k hI hY[
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ieSwrw : qusIN ies pRkwr krn leI hom tYb dy hyTW nMbr grup ivcoN Increase Decimal Aqy
Decrease Decimal AwpSn dw cunwv kr skdy ho[qusIN ienHW nUM icq̀r 10 ivc dyK skdy ho[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr–bwr kro[

lVI nM ikirAw

1 sprY~fSIt ivc id`qy iksy vI nMbr ivc bdlwv kro Aqy dyKo ik rwSI iks
pRkwr bdldI hY[
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Bwg 7 : byisk kYlkulySn-Bwg

sbMDq igAwn

iek hor gixq dw PMkSn Bwg hY[ies AiBAws ivc qusIN sprYfSIt ivc Bwg krnw

is`Kogy[marks.xlsx sprY~fSIt nUM Koolo Aqy hryk ividAwrQI duAwrw pRwpq kIqI pRqISqqw nUM pqw
kro[sprY~fSIt icq̀r 12 Anuswr idKygI[

quhwnUM ie`Qy Bwg dy PMkSn nUM vrqx dI jrUrq hY[ ies dI vrqoN jmW, GtwE Aqy guxw krn
dy pRkwr hI hY[
o AMkW dI pRqISqqw kYlkulyt krn leI PwrmUlw ies

pRkwr hY: (Total Marks/4)*100
o pRqISqqw  dwKl krn leI hom tYb qy nMbr grup ivc

% btn dI vrqoN kro[(dyKo icqr 13)

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1 au~pr id`qI sprYfSIt ivc koeI vI nMbr bdlo Aqy dyKo ik Marks  ikvyN Awpxy
Awp bdldy hn[
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Bwg 8 : kwlm Aqy roA dwKl krnw

sbMDq igAwn

sprY~fSIt dI vrqoN krky qusIN huxy iqAwr kIqI vrkSIt jW irport nMU bdl skdy ho[jdoN qusIN
sprYfSIt qy kMm kr rhy huMdy ho Aqy quhwnUM do kwlmwN ivckwr koeI sUcnw dwKl krn dI jrUrq
pYNdI hY[hux kI qusIN swrI SIt dubwrw iqAwr krogy[ies AiBAws ivc qusIN auhI stwk rijstr
nUM StockRegister.xlsx nwm nwl hI syv krogy Aqy ies muSikl dw hl̀ lB̀ogy[qusIN kwlm C qoN
bwAd iek hor kwlm joVogy ijs ivc hryk vsqU dI XUint dI kImq hovygI[

1. kwlm dwKl krnw :- qusIN kwlm C qoN bwAd hor iek kwlm joVo ijs ivc hryk vsqU dI
XUint dI kImq ilKo ijvyN ik icq̀r 25 ivc idKwieAw igAw hY[

kwlm D dy nyVy krsr nUM r`Ko ijvyN ik icq̀r -14 ivc idKwieAw hY[krsr dw Akwr
qIr ivc bdl jwvygw[Awpxy mwaUs dw Kb̀w btn dbwE[ swrw kwlm islYkt ho
jwvygw[

Awpxy mwaUs dw s`jw btn dbwE[ iek mInMU bwks Kùl
jwvygw[Insert  AwpSn nUM cuxo[(icqr 15)

iek KwlI kwlm ies sQwn qy Aw jwvygw[ies ivc
fwtw dI gqI kwlm D qoN kwlm E Aqy iesy pRkwr A`gy
jWdI hY[

ies nUM kwlm dwKl krnw kihMdy hn[

hux qusIN ies kwlm ivc fwtw dwKl kr skdy ho Aqy
vrkSIt ivc bdlwv kr skdy ho[

not : PwrmUlw  sYl AYfrys ivc Awpxy Awp bdl
jwvygw[
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2. roA dwKl krnw :- iesy pRkwr sprY~fSIt ivc roA nUM vI dwKl kIqw jw skdw
hY[krsr nUM Kb̀y pwsy roA nMbr qy r`Ko ,ij~Qy qusIN roA dwKl krnw cwhuMdy ho[swrI roA
hweIlweIt ho jwvygI[mwaUs dw s`jw btn dbwE Aqy roA dwKl kro[

o sprYfSIt ivc iek hor vsqU joVn leI roA nMbr 8 qy iek hor roA dwKl kro[

o sprY~fSIt hyTW id`qy icqr Anuswr idKygI[

AiBAws

hyT ilKIAW ikirAwvW nMU bwr-bwr kro[

lVI nM ikirAw

1 aupr id`qy sprY~fSIt ivc hor ijAwdw roA Aqy kwlmW nUM joVo[
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Bwg 9 : sY~l Aqy iesdI smg̀rI nUM PwrmYt krnw

sbMDq igAwn

ijs pRkwr iek sUcI jW irport qusIN pypr qy iqAwr krdy ho, ijs nUM qusIN pV sko[ sUcnw nUM

sprYfSIt ivc ijAwdw pVnXog bxwaux leI ies dy sY~lW dI Aqy iesdI smg̀rI dI PwrmYitMg
(bolifMg, SyifMg Awid) kIqI jWdI hY[

iek nvIN sprY~fSIt nUM Kolo[icqr 21 Anuswr sprYfSIt iqAwr kro[ ieh stySnrI dI dukwn
ivc vsqW dI sUcI dw kuJ ihs̀w idKw irhw hY[ieh mhIny dw EpinMg bYlyNs Aqy kloijMg bYlyNs
idKw irhw hY[

icq̀r 17 Anuswr fwtw nUM PwrmYt krky AsIN hux ies dI id`K nUM bdlwNgy[
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iDAwn dyvo au~pr id`qI SIt nUM PwrmYt krn leI kuJ hor ivSySqwvW dI vrqoN kIqI geI hY[auh
ikhVIAW AYfjstmYNt  Aqy sYitMg hn jo ik sprY~fSIt nUM PwrmYt krn leI vrqIAW geIAW
hn? ieh hn :

1. Wrap Text : icqr ivc roA nM 1 ivc tYkst pUrI qrHW sY~l ivc nhIN Aw irhw ikauNik sY~l
dI lMbweI tYkst qoN G~t hY[

sY~l A1 qy jwE Aqy mwaUs dw Kb̀w btn dbw ky r`Ko Aqy  iKc̀dy hoey mwaUs nUM sY~l E1
q`k lY ky jwE Aqy btn nUM Cf̀ idE[qusIN dyKogy ik sY~l A1  qoN E1 q`k swry sY~l
islYkt ho gey hn[

not: jdoN sỲl ivc kuJ dwKl kIqw tYkst  Agly sY~l ivc idKweI idMdw hY Aqy aus sY~L
ivc  Kud dw tYkst nhIN huMdw qW ieh tYkst idKweI idMdw hY[pr jdoN aus sY~l ivc
tYkst dwKl kIqw jWdw hY qW ieh tYkst idKxw bMd ho jWdw hY[iesdw hl̀ ieh hY
ik sY~l nUM PwrmYt krky Wrap Text AwpSn dI vrqoN kIqI jWdI hY qW ik tYkst
Awpxy Awp Wrap ho jwvygw[

hom tYb qy kilk kro Aqy AlweInmYNt gru~p ivc Wrap Text qy kilk kro[ijvyN ik
ic~qr 18 ivc idKwieAw igAw hY[

2. PONt bdlxw : vrf pRosYsr ivc qusIN bolf, ietYilk Aqy AMfrlweIn krnw is`iKAw[iehI
PMkSn sprY~fSIt ivc vI hn. roA nMbr ivc tYkst bolf ho jwvygw[
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sY~l A1  qy jwE Aqy mwaUs dw Kb̀w btn dbwE Aqy mwaUs nUM sY~l E1 qk iKc̀o Aqy btn
nUM Cf̀ idE[qusIN dyKogy ik sY~l A1 qoN E1 q`k swry sY~l islYkt ho gey hn[

hom tYb qy bolf AweIkwn qy kilk kro[

islYkt kIqy sY~l dw tYkst bolf ho jwvygw[

iesy pRkwr qusIN iksy vI sY~l jW sY~lW dy gru~p dy tYkst nUM bolf, ietYilk jW AMfrlweIn kr
skdy ho[

3. kwlm dI cOVweI bdlxw- icqr ivc kwlm nMbr C ivc tYkst kwlm ivc pUrw nhIN Aw
irhw[kwlm C  dI cOVweI nUM ies pRkwr vDwieAw jw skdw hY qW ik pUrw tYkst idK sky[

o krsr nUM kwlm dy isKr qy lY ky
jWE[ies nUM kwlm C Aqy kwlm
D dy ivckwr r`Ko(icqr dyKo).
krsr dw Akwr + icMnH ivc bdl
jwvygw[

o mwaUs dw Kb̀w btn kilk kro Aqy btn  nUM dbw ky hI r`Kdy hoey +icMnH nUM s`jy pwsy
lY ky jwE[iDAwn idE kwlm dI cOVweI vD̀ rhI hY[ijQ̀y q`k qusIN ies dI cOVweI
r`Kxw cwhuMdy ho qy jw ky mwaUs dy Kb̀w btn nUM Cf̀ idE[

4. sY~lW dy tYkst dI AlwienmYNt : sY~l A2 qoN A11 q`k swry sY~l s`jy pwsy AlweIn hn [
aunHW nUM sYNtr AlweIn krn leI hyT ilKy kdmW dI vrqoN kro[

sY~l A2  qy jwE Aqy mwaUs dw Kb̀w btn dbwE Aqy mwaUs nUM sY~l A11 qk iKc̀o Aqy
btn nUM Cf̀ idE[qusIN dyKogy ik sY~l A2 qoN A1 1 q`k swry sY~l islYkt ho gey hn[
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hom tYb qy AlweInmYNt grùp ivc sYNtr AlweInmYNt dy icMnH(icq̀r 21 Anuswr) qy
kilk kro[

sY~l dy tYkst dI AlweInmYNt sY~t krn leI aus sY~l jW sỲlW dy gru~p dy tYkst nUM
islYkt krky lYPt,sYNtr Aqy rwiet AlweInmYNt qy kilk kro[

5. bwrfr bxwauxw- icq̀r 27 ivc hryk sY~l dy Awly –duAwly bwrfr hY[ies pRkwr krn
leI hyTW id`qy kdmW dI vrqoN kro-

o sY~l A1  qoN E 11 q`k swry sY~lW nUM
cuxo[hom tYb qy PONt grùp ivc bwrfr
dy A`gy fwaUn AYro qy kilk kro[ icq̀r
22 Anuswr bwrfr dy iksmW dI sUcI
Kùl jwvygI[

o ies sUcI ivcoN All Border leI AwpSn
nUM cuxo[qusIN dyKogy hryk cuxy hoey  sY~lW
qy bwrfr lg igAw hY[
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AiBAws

hyT ilKIAW ikirAwvW nUM vwr-vwr kro-

lVI nM ikirAw

1 iek nvIN sprY~fSIt nUM Kolo[icq̀r 28 Anuswr sprY~fSIt iqAwr kro[

hyT id~qy nUM not kro-

AMk sYNtr AlweIn hn[

 Total Marks bolf hY[

ividAwrQI dw nwm ietYilks ivc hY[

roA 2 dw tYkst bolf Aqy ietYilks hY[auh sYNtr AlweIn vI hY[

sY~l B1 qoN H2 qk mrj hn Aqy sYNtr AlweIn hn[

ieSwrw : sY~lW dy tYkst nUM mrj krn Aqy sYNtr AlweIn leI icq̀r 24 Anuswr Merge &
Center  AwpSn dI vrqoN kro[

sprY~fSIt nUM Marks nwm nwl syv kro[
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Bwg 10 : stwk rijstr

sbMDq igAwn

sprY~fSIt dI vrqoN vsqW Aqy aunHW dI igxqI dI  sUcI dI sWB-sMBwl krn leI vrqI jWdI
hY[stwk rijstr ies dI iek bhuq A~CI audwhrx hY[qusIN iek swDwrx stwk rijstr bxw
skdy ho ijs dI vrqoN dukwn jW stor ivc r~Ky smwn dI igxqI dw irkwrf r`Kx leI kIqI jw
skdI hY[ic~qr 30 Anuswr vrkSIt iqAwr kro[

kloijMg bYlYNs dw PwrmUlw ies pRkwr hY[ Opening Balance + Receipts- Sold

o joV Aqy GtwE dI vrqoN krdy hoey sY~l G2 ivc PwrmUlw dwKl kro[

o swry sY~lW ivc PwrmUlw pyst krn leI kwpI-pyst AwpSn dI vrqoN kro[

o icq̀r ivc idKwey Anuswr sY~lW nUM PwrmYt kro[

o SIt dw nwm stwk r~Ko[

o PweIl nUM dy StockRegister.xlsx nwm nwl syv kro[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1 Awpxy Gr leI pMswrI dI dukwn qoN KrIdIAW vsqW leI iek stwk rijstr
bxwE[
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hyTW idq̀y Anuswr sprY~fSIt nUM iqAwr kro[

1. hryk vsqU leI kul rwSI pqw kro(Quantity* Price per unit) Aqy swrIAW
vsqwN leI kul rwSI pqw kro[

2. Dn sbMDI kwlm ivc AMkW Aqy rwSI (Rs.) leI PwrmYitMg kro[

3. ij~Qy jrUrq hovy kwlm dI cOVweI bdlo[kwlm dy nwm Aqy fwtw ivckwr KwlI
roAW nUM joVo[

4. “Furniture Details” vrkSIt nUM PwrmYt krn leI AlweInmYNt, PONt,bwrfr
Aqy rMgW dI vrqoN kro[audwhrx leI tweItl dy Awly-duAwly iek bwrfr
lgwE, kwlm dy hYifMg dw rMg lwl kro Aqy kwlm B ivc swry tYkst nUM sYNtr
AlweIn kro[

5. iek hY~fr Aqy Putr bxwE ijs ivc hYfr ivc quhwfw nwm Aqy Putr ivc
A`j dI qwrIK Swiml hovy[pyj dI ErIAYNtySn nUM Landscape sY~t kro[

6. vrkSIt dw pRIivaU dyKo Aqy ipRMt kro[
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Bwg 11 : ieMtrPys ivc bdlwv krnw

sbMDq igAwn

swPtvyAr dy mwilk duAwrw ieMtrPys pRdwn kIqw jWdw hY[ies ivc kuJ hd̀ q`k hI bdlwv sMBv
hY[ies AiBAws ivc qusIN Quick Access tUlbwr joik skrIn qy au~pr Kb̀y kony qy huMdI hY nUM
bdlxw is~Kogy[ Quick Access tUlbwr nUM icq̀r 26 ivc idKwieAw igAw hY[

not : irbn nUM jo ik XUjr ieMtrPys dw hI iek ih~sw hY, ies qrHW bxwieAw igAw hY qW ik auh
kmWfW ijnHW dI vrqoN XUjr duAwrw kMm nUM pUrw krn leI kIqI jWdI hY,auh kmWfW ies qy r`KIAW
geIAW hn[kmWfW nUM lwjIklI gru~p ivc vMifAw igAw hY Aqy iek tYb hyTW r`iKAw igAw
hY[ikauNik hryk tYb dw sbMD ikirAw ijvyN ik ilKxw jW pyj ly-AwaUt nwl hY ies leI irbn
ivc ibnW XML Aqy pRogrwimMg koifMg qoN bdlwv krnw sMBv nhIN hY[

bdlwv jo nhIN kr skdy

irbn au~qy kmWf joVnw jW sQwn nUM bdlxw

irbn dy gru~p ivcoN iksy kmWf nUM bdlxw jW htwauxw

irbn ivc ibnHW pRogrwimMg qoN tYb joVnw

PONt jW PONt dy Akwr nUM irbn qy bdlxw

bdlwv jo kr skdy ho

skrIn vf̀I dyKx leI irbn nUM imnImweIj krnw

Quick Access tUlbwr dy sQwn nUM irbn dy hyTW jW
au~pr krnw

Quick Access tUlbwr ivc hor btn jW kmWf joVnw

AwiPs btn dy s`jy pwsy Quick Access tUlbwr  hY ijvyN ik
icq̀r 32 ivc idKwieAw igAw hY[Awm tUlbwr dI qrHW hI
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Quick Access tUlbwr qy kuJ btn huMdy hn[qusIN Quick Access tUlbwr qy mwaUs dw s`jw btn
dbwE[ iek mInUM icq̀r 32 Anuswr Ku~l jwvygw[jy qusIN Quick Access tUlbwr nUM hweIf jW
iCpwxw cwhuMdy ho qW mwaUs dw s`jw btn ies qy dbw ky Remove Quick Access toolbar   AwpSn
qy kilk kro[iks btn dI vrqoN iks leI kIqI jWdI hY jwxn leI qusIN mwaUs nUM ies au~qy r`K
skdy ho[iek tUl itp quhwfy swhmxy AwvygI[iek vwr btn dI pihcwx krky qusIN ies qy kilk
kr skdy ho[

btn nUM Quick Access tUlbwr ivc joVnw

Quick Access tUlbwr ivc pihlW hI iqMn btn mOjUd huMdy hn: Aqy [jy qusIN ies ivc hor btn
jW AwpSn joVnw cwhuMdy ho qusIN Quick Access tUlbwr qy mwaUs dw s`jw btn dbwE Aqy
Customaize Quick Access tUlbwr qy kilk kro[ieh icq̀r 28 Anuswr AYksl AwpSn fwielwg
bwks ivc idKwvygw[

Quick Access tUlbwr ivc btn joVn leI Add dy Kb̀y pwsy AwpSn qy kilk kro[Aqy Add qy
kilk kro[islYkSn krn qoN bwAd Ok qy kilk kro[

Quick Access tUlbwr qoN btn nUM htwaux leI, ies qy mwaUs dw s`jw btn dbwE Aqy Remove
Quick Access toolbar  AwpSn qy kilk kro[

Quick Access btn

Quick Access tUlbwr dy s`jy pwsy iek btn hY ij~Qy iek fwaUn puAwieMitMg AYro hovygw[ jy qusIN
s`jw btn dbwauNdy ho qW iek mInUM swhmxy Awvygw[ies btn dw mqlb mweIkRoswPt AYksl dy
isKr dy Bwg ijvyN ik ikhVy btn Quick Access tUlbwr qy r~Kxy hn ikhVy nhIN [audwhrx leI
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Customaize Quick Access tUlbwr dI mInUM dI AwpSn vrqx leI qusIN mInUM dI AwpSn qy kilk
kr skdy ho jW Quick Access tUlbwr dy btn qy kilk kr skdy ho[ jy mInUM qy AwpSn bhuqIAW
nw hox, qusIN jW qW Customaize Quick Access tUlbwr qy kilk kr skdy ho jW more commands
qy[ieh AYksl AwpSn fwielwg bwks Kolygw[

AiBAws

lVI nM ikirAw

1. skrIn vf̀I krn leI irbn nUM imnImweIj krnw

2. irbn dy au~pr jW hyTW Quick Access tUlbwr nUM sY~t kro[

3. Customaize Quick Access tUlbwr qy kilk kro Aqy auhnW kmWfW dy btnW nUM
ies ivc joVo joo ik qusIN Awm vrqdy ho[
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Bwg 12 : rwSI icMnH dI vrqoN

sbMDq igAwn

jdoN sprY~fSIt dI vrqoN AkwaUNitMg leI kIqI jWdI hY, qW swnUM rwSI Aqy nkd bkwieAw
idKwaux leI rwSI icMnH dI vrqoN kIqI jWdI hY[icq̀r 29 Anuswr sprY~fSIt iqAwr kro[

icq̀r ivc idKweI sprY~fSIt  ivc rwSI fwlr, rupey jW XUro ivc hY ies bwry pqw nhIN[jy qusIN
nMbrW dI vrqoN rwSI nUM idKwaux leI vrqdy  ho qW quhwnUM rwSI icMnH dI vrqoN ies nUM drswaux
leI krnI pvygI[ies pRkwr krn leI rwSI PwrmYt dI vrqoN kIqI jWdI hY[rwSI icMnH nUM do
pRkwr nwl dwKl kIqw jw skdw hY[ieh hn:

1. AkwaUNitMg nMbr PwrmYt btn dI vrqoN

rwSI nUM PwrmYt krn leI hom tYb qy nMbr gru~p ivc
AkwaUitMg nMbr PwrmYt btn qy kilk kro[

sY~l E1 qy kilk kro[
AkwaUNitMg nMbr PwrmYt btn qy A`gy fwaUn AYro
qy kilk kro[(icq̀r 30)
sUcI ivc kuJ bhuq hI pRis`D rwSI dy icMnH id`qy
gey hn[ ies ivcoN Rs. AwpSn nUM cuxo[
rwSI 40 icq̀r 31 Anuswr idKygI[
ies ivDI nUM dUsry sY~lW ivc rwSI leI vI vrqo[
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2. mwaUs dy s`jy btn dI vrqoN

aus sY~l nUM islYkt kro ijs ivc rwSI icMnH nUM sY~t krnw hY[

mwaUs dw s`jw btn dbwE[icq̀r 36 Anuswr iek Swtkt mInUM idKygw[

AwpSn PwrmYt sY~l qy kilk kro[icq̀r 32 Anuswr PwrmYt sY~l fwielwg bwks
idKygw[

Category ilst ivcoN rwSI nUM cuxo[

Symbol bwks qy fwaUn AYro btn qy kilk kro[auplb̀D rwSI icMnH swhmxy Aw
jwxgy[AwpxI mncwhI rwSI icMnH nUM cuxo[ieh icMnH sY~l ivc idKygw[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr bwr kro[

lVI nM ikirAw

1. Awpxy Gr dI vrqoN leI  KrIdIAW vsqW dI igxqI Aqy kImq leI
sprY~fSIt dI rcnw kro[
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Bwg 13 : sY~l dy tYkst nUM PwrmYt krnw-PONt stwiel Aqy Akwr

sbMDq igAwn

AsIN pihlW hI kuJ PwrmYitMg AwpSnW nUM AsIN tYkst qy AplweI kr cuky hW[ies AiBAws
ivc AsIN kuJ hor PwrmYitMg AwpSnW bwry is`KWgy[

icq̀r 33 Anuswr sprY~fSIt dI rcnw kro[

qusIN PONt dw stwiel (ilKx dw stwiel) iek sY~l jW sY~lW dy  gru~p leI bdl skdy ho[qusIN
ies AiBAws ivc ieh do  pRkwr nwl kr skdy ho[

1. irbn qy AweIkwn dI vrqoN

hom tYb qy PONt gru~p ivc PONt bwks qy fwaUn AYro qy kilk kro[(dyKo icqr
33)[icq̀r 34 Anuswr Alg̀-Alg̀ PONtw dI iek sUcI idKygI[

Arial PONt nUM cuxo[qusIN sY~l C2 dy tYkst dy PONt stwiel nUM bdl skdy ho[

hux A`gy vDdy hoey bwkI sY~lW dw PONt stweIL bdlx leI qusIN iehI kdmW dI vrqoN
kr skdy ho[icq̀r 36 Anuswr sprY~fSIt idKygI[
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2. Swtkt mInUM Aqy fwielwg bwks dI vrqoN

AsIN icq̀r 35 qoN dubwrw SurU krWgy[

krsr nUM sY~l C2 qy r`Ko Aqy mwaUs dw s`jw btn dbwE[icq̀r 37 Anuswr iek
Swtkt mInUM idKygw[

PwrmYt sY~l qy kilk kro[PwrmYt sỲl fwielwg bwks ijs ivc pihlW qoN hI nMbr
tYb cuixAw hovygw, Kulg̀w[

PONt tYb nUM cuxo[(dyKo icqr 38)

Arial PONt nUM cuxo[ jy jrUrq hovy qW skrol bwr dI vrqoN kro[

bwkI sY~lW dw PONt tYkst bdlx leI qusIN iehI kdmW dI vrqoN kr skdy ho[

hux qusIN PONt dw tYkst bdlxw is~K ilAw hY[ iesy pRkwr qusIN PONt dw Akwr vI bdl skdy ho[
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icq̀r 40 Anuswr sprY~fSIt nUM iqAwr kro[icq̀r 39 Anuswr hryk sỲl dy tYkst dy Akwr nUM
bdlo[

ies pRkwr krn leI auhI kdmW dI vrqoN kro jo qusIN pihlW PONt stwiel nUM bdlx
leI kr cu~ky ho[

Prk isrP ieMnw hY ik ies ivc PONt stwiel AwpSn nUM cuxn dI bjwey PONt Akwr
nUM cuxo[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1 iek sprY~fSIt iqAwr kro[ies dy sY~lW dy PONt stwiel Aqy PONt Akwr nUM
bdlo[
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Bwg 14 : fIlIt – kwlm Aqy roA

sbMDq igAwn

qusIN sprY~fSIt ivc nvIAW roA Aqy kwlmW nUM dwKl krnw is`K cu~ky ho[iesy pRkwr qusIN
sprY~fSIt ivcoN koeI roA jW kwlm nUM fIlIt vI kr skdy ho[

fIlIt krn vwlI roA jW kwlm nUM cuxo[

mwaUs dw s`jw btn dbwE[icq̀r 41 Anuswr iek Swtkt mInUM idKygw[

AwpSn fIlIt nUM cuxo[cuxI hoeI roA Aqy kwlm fIlIt ho jwvygI[(not: ies sY~l ivc roA
Aqy kwlm ivc mOjUd tYkst vI Kqm ho jwvygw)

1. aus roA/kwlm/sY~l/sYlW nUM cuxo ijs nUM qusIN
fIlIt krnw cwhuMdy ho[

2. hom tYb qy sỲl gru~p ivc fIlIt dy A~gy AYro qy
kilk kro[

3. qusIN icq̀r Anuswr ApSnW nUM dyKogy[

4. sY~lW nUM fIlIt krn leI Delete Cells… nUM cuxo[

5. cuxIAW hoeIAW roAW nUM fIlIt krn leI Delete sheet rows… nUM cuxo[

6. cuxy  hoey kwlmW nUM fIlIt krn leI Delete sheetcolumns… nUM cuxo[

ic`qr 42 Anuswr sprY~fSIt nUM iqAwr kro[

kwlm ijs ivc rol nM hY, fIlIt kro[

ivkws mhySvrI dy irkwrf vwlI roA nUM fIlIt kro[

ies pRkwr krn auprMq sprY~fSIt icq̀r 43 Anuswr idKygI[
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AiBAws

hyT ilKIAW ikirAwvW nUM bwr bwr kro[

lVI nM ikirAw

1 iek sprY~fSIt iqAwr kro[iksy do juVIAW kqwrW nUM fIlIt kro[iksy do juVy
kwlmW nUM fIlIt kro[

2 iek sprY~fSIt iqAwr kro[sprY~fSIt ivc iqMn kwlmW nUM iek`Ty  dwKl
kro[sprY~fSIt ivc iqMn roAW nUM iek`Ty  dwKl kro[
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Bwg 15 : spYilMg cY~k krnw

sbMDq igAwn

vrf pRosYsr dy pRkwr hI qusIN sprY~fSIt ivc vI glqIAW cY~k kr skdy ho[icqr 44 Anuswr
sprY~fSIt iqAwr kro[ies sprY~fSIt ivc kuJ glqIAW hn[iqAwr krn smyN ieh XkInI
bxwE ies ivc auhI glqIAW jW kuJ hor glqIAW Swiml hox[

Review tYb nUM cuxo[Review tYb ivc iek AwpSn Spelling icqr 50 Anuswr idKygI[

ies AwpSn qy kilk krn auprMq
sprY~fSIt swPtvyAr spYilMg cY~k
krnw SurU kr dyvygw[jy ies nUM koeI
glqI lB̀y qW ieh ies nUM spYilMg
ieMgilS fwielwg bwks icqr 45
Anuswr idKwvygw[

qusIN suggestion  nUM  Change AwpSn
qy kilk krky kbUl kr skdy ho[

jW qusIN Kud fwielwg bwks ivc au~pr
shI spYilMg dwKl kr skdy ho[

o iek vwr glqI TIk krn auprMq, ieh bwkI vrkSIt nUM cY~k krygw[
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Bwg 16 : sY~lW qy bwrfr lgwauxw

sbMDq igAwn

hom tYb qy, sY~lW qy lgwaux leI bwrfr AwpSn vI id`qI geI hY[(dyKo icqr 46)

jy qusIN fwaUn AYro qy kilk krdy ho ijvyN ik aupr
id`qy icqr ivc idKwieAw hYY, iek sUcI Alg̀ Alg̀
bwrfrW dI AwpSnW nwl icq̀r 47 Anuswr Kùl
jwvygI[

iksy iek sY~lW dy grùpW qy bwrfr lgwaux leI
pihlW aunHW nUM islYkt kro Aqy iPr ies AwpSn dI
vrqoN krky bwrfr nUM cuxo[

icq̀r 48 Anuswr sprY~fSIt nUM cuxo[

PwrmUly dI vrqoN krky  kuAwrtlI joV Aqy lwB pqw
kro[
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hyTW id~qy Anuswr dUsry qrIky nwl vI qusIN sY~lW qy bwrfr lgw skdy ho :

bwrfr lgwaux leI sY~lW dI ryNj nUM islYkt kro[

mwaUs dw s`jw btn dbwE[icq̀r 49 Anuswr iek Swtkt mInUM swhmxy Awvygw[

PwrmYt sY~l AwpSn nMU cuxo[

bwrfr tYb nUM cuxo[(dyKo icqr 50)

mncwhy bwrfr qy kilk kro[
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Bwg 17 : sY~lW nUM rMg krnw

sbMDq igAwn

sY~lW nUM rMg krn dw qrIkw auhI hY jo ik sY~lW qy bwrfr lgwaux dw hY[hom tYb qy PONt grùp ivc
sY~lW nUM rMg krn leI klr AwpSn hY[ (dyKo icqr 57)

sY~lW qy bwrfr lgwaux leI vrqI geI sprY~fSIt dI vrqoN dubwrw kro[

o klr AwpSn dI vrqoN krdy hoey kuJ sY~lW qy gryA klr lgwE qW ik ieh icq̀r 52
Anuswr idKy[

o qusIN sprY~fSIt dI id~K nUM hor vDIAw
bxwaux leI hor rMgW dI vI vrqoN kr
skdy ho[
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Bwg 18 : vrkbuk ivc vrkSIt dw pRbMD krnw

sbMDq igAwn

jdoN qusIN nvIN vrkbuk nUM Koldy ho, ies ivc icqr 54 Anuswr iqMn vrkSItW huMdIAW hn[iehnW
dw Default nwm SIt1,SIt2 Aqy SIt3 huMdw hY[ies ivc hryk vrkSIt ivc fwtw dwKl kIqw jw
skdw hY[jdoN qusIN vrkbuk nUM PweIl ivc syv krdy ho,vrkbuk ivc mOjUd swrIAW vrkSItW syv
ho jWdIAW hn[

jy qusIN SIt2 tYb qy kilk krdy ho qW
ieh icq̀r 55 Anuswr idKweI idMdw hY

vrkSIt dw nwm bdlxw :

qusIN vrkSIt dw nwm ies nUM koeI ArQ
Anuswr nwm dy ky bdl skdy ho[audwhrx
leI qusIN SIt 2 dw nwm Attendence r~K
skdy ho Aqy SIt 3 dw nwm Marks r`K skdy
ho jo ik ArQpUrn hn[

o jy qusIN SIt tYb qy fbl kilk krdy ho qW ies dw rMg kwlw ho jWdw hY[ hux qusIN
nvW nwm dwKl kr skdy ho[(not: iek vwr kilk krn qy SIt AYkitv huMdI hY Aqy
do bwr kilk krn qy SIt dw nwm bdilAw jw skdw hY)
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nvIN vrkSIt nUM joVnw

qusIN iek vrkbuk ivc hor vrkSItW nUM joV skdy ho[icq̀r 57 ivc idKwey Anuswr icMnH qy kilk
kro, iek SIt dwKl ho jwvygI[

vrkSIt nUUM htwauxw

qusIN vrkbuk ivcoN iksy  vI vrkSIt nUM htw
skdy ho[ijs vrkSIt nUM qusIN fIlIt krnw
cwhuMdy aus dy nwm qy mwaUs qy s`jw btn kilk
kro[iek Swtkt mInUM swhmxy Awvygw[fIlIt
AwpSn nUM cuxo[vrkbuk ivc SIt 1 nUM  icq̀r
58 Anuswr fIlIt krn leI hyT ilKy kdmW
dI vrqoN kro[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1 vrkSIt nUM rInym krnw[

2 vrkSIt nUM joVnw[

3 vrkSIt nUM htwauxw[
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Bwg 19 : vrkSIt nUM ipRMt krnw

sbMDq igAwn

vrkSIt nUM ipRMt krn dw qrIkw auhI hY jo vrf pRosYsr ivc fwkUmYNt nUM ipRMt krn dw qrIkw hY[

1. vrkSIt nUM ipRMt krnw- Default sYitMg

pihlW kIqI hoeI AiBAws ivcoN iksy vI vrkbuk nUM Kolo[

1. File-> Print nUM cuxo[

2. vrkSIt ipRMt ho jwvygI[ieh XkInI bxwieAw jwvy ik ipMRtr kMipaUtr nwl juiVAw
hY[

not : islYkt kIqy ihs̀y nUM ipRMt krn leI, sỲlW nUM islYkt kro Aqy stYp 1 dI vrqoN kro[

2. vrkSIt nUM ipRMt krnw-pyj ly-AwaUt dI vrqoN

aù~pr drswieAw igAw ipRMitMg leI qrIkw G`t fwtw vwlI vrkSIt  jo ik iek pyj qy hI Aw
jwvy leI bhuq vDIAw hY[ijAwdw fwtw Aqy iek qoN ijAwdw pyjW vwlI PweIl nUM ipRMt krn leI
quhwnUM pyj ly-AwaUt Aqy ipRMt dI sYitMg krnI pvygI[ies dy leI irbn qy pyj ly-AwaUt tYb ivc
pyj sY~t-Ap AwpSn dI vrqoN kIqI jWdI hY[

o Margins : ies AwpSn dI vrqoN krky qusIN ipRMitMg krn vwly pyj dy mwrjn dI
au~pr,hyTW, s`jy Aqy Kb̀y pwsy  dI sYitMg kr skdy ho[

o Orientation : ies AwpSn dI vrqoN krky qusIN pyj dI ErIAYNtySn nUM Landscape jW
Portarit sY~t kr skdy ho[ Portrait ivc pypr dI aucweI cOVweI qoN vDyry huMdI hY[

o Size : ies AwpSn dI vrqoN krky qusIN pyj dw Akwr bdl skdy ho[ijAwdwqr ipRitMg
leI A4 jW Letter Akwr dI vrqoN kIqI jWdI hY[
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o Print Area : ies AwpSn dI vrqoN aus vyly kIqI jWdI hY jdoN qusIN pUrI vrkSIt nUM ipRMt
krnw nhIN cwhuMdy blik ies dy iksy iek ihs̀y nUM ipRMt krnw cwhuMdy ho[ies pRkwr krn
leI:

o sB qoN pihlW ijnHW sỲlW nUM qusIN ipRMt krnw cwhuMdy ho aunHW sY~lW dI ryNj nUM vrkSIt qoN
kilk kro[

o ipRMt eyrIAw AwpSn nUM cuxo[ies qoN bwAd Set Print Area AwpSn nUM cuxo[

o Page Setup : pyj sY~t Ap fwielwg bwks (icq̀r 60)nUM pyj ly-AwaUt tYb ivc pyj sYt
Ap grùp dy hyTW s`jy pwsy kony qy fwielwg bwks Launcher dy icMnH qy kilk krky vI
KoilAw jw skdw hY[(dyKo icqr 59)[ qusIN mOjUdw AwpSnW dI vrqoN krky mncwhI sYitMg
kr skdy ho[

AiBAws

hyT ilKIAW ikirAw nUM bwr–bwr kro[

lVI nM. ikirAw

1 sprY~fSIt dI vrqoN kridAW hoieAW AwpxI klws dw tweIm tybl iqAwr
kro[ies qy bwrfr,PONt stwiel, PONt dy Akwr, kwlm dI cOVweI,tYkst
AlwienmYNt Awid dI vrqoN krky ies nUM idl iKc̀vW bxwE[ies tweIm tybl
nUM ipRMt kro[
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' PSS Central Institute of Vocational Education, 2012
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î¹¼Ö ì¿è
ðÅôàðÆ êÅá´î ã»ÚÅ, B@@E, ÇÂÔ ÇÃøÅÇðô ÕðçÅ þ ÇÕ ÃÕÈñ Çò¼Ú ì¼ÇÚÁ» ç¶ ÜÆòé çÅ Ã¿ì¿è ÃÕÈñ ç¶
ìÅÔð À¹Ôé» ç¶ ÜÆòé éÅñ Ü¹ÇóÁÅ Ô¯äÅ ÚÅÔÆçÅ þÍ ÇÂÔ ÇÃè»å ÇÕåÅìÆ ÇÃ¼ÇÖÁÅ çÆ ê¹ðÅäÆ ÇòðÅÃå ù
Çê¼Û¶ Û¼âçÅ þ, ÇÜÃç¶ ÁÅèÅð å¶ Á¼Ü òÆ ÃÅâÅ Çò¼ÇçÁÕ ã»ÚÅ Õ¿î Õð ÇðÔÅ þÍ ÇÃ¼à¶ òÜ¯º ÃÅâ¶ ÃÕÈñ»,
Øð», íÅÂÆÚÅÇðÁ» Áå¶ Õ¿î-ÕÅÜ òÅñÆ Ü×·Å ç¶ îÅÔ½ñ Çò¼Ú ÕÅøÆ øðÕ ÁÅ Ç×ÁÅ þÍ

Ô¼æ Çò¼ÚñÆ ÕÅðÜ ê¹ÃåÕ “ifjItl pRYNjtySn” À¹Ã Òï¯×åÅ êÌÃåÅòÓ çÅ ÇÔ¼ÃÅ þ ÇÜÃù ÇÕ îé¹¼ÖÆ
ÃÅèé ÇòÕÅÃ î³åðÅñ¶ (MHRD) ç¶ À¹µçî ÁèÆé Õ½îÆ ÇòòÃÅÇÂÕ ÇÃ¼ÇÖÁÅ ï¯×åÅ ã»Ú¶ (NVEQF) ù
ÁÃñÆ ÜÅîÅ êÇÔéÅÀ¹ä ñÂÆ ÇòÕÇÃå ÕÆåÅ Ç×ÁÅ þÍ ÇÂÃçÅ î³åò ÃÕÈñ», ÕÅñÜ», ÇòòÃÅÇÂÕ ÇÃ¼ÇÖÁÅ
Áå¶ ÇÃÖñÅÂÆ Ã³ÃæÅò», åÕéÆÕÆ ÇÃ¼ÇÖÁÅ Ã¿ÃæÅò» Áå¶ ÇòôòÇòÇçÁÅÇñÁ» Çò¼Ú ÇÂ¼Õ ðÅôàðÆ ê¼èð çÆ
îÅéåÅ êÌÅêå ï¯×åÅ êÌäÅñÆ òÅÃå¶ Ã»Þ¶ Çéïî Áå¶ Ã¶è» çÅ ×áé ÕðéÅ þÍ ÇÂÔ Áé¹îÅé ñÅÇÂÁÅ ÜÅ
ÇðÔÅ þ ÇÕ NVEQF ðÅÔÆº ï¯×åÅò» çÆ êÅðçðôåÅ, Á³åð-Ö¶åðÆ ÇÃ¼ÇÖÁÅ Áå¶ ÇòÇçÁÅðæÆ-Õ¶ºçÇðå
ÇÃ¼ÇÖÁÅ ù òÅèÅ Çîñ¶×Å Áå¶ ÇÃ¼ÇÖÁÕ çÆ ò¼Ö-ò¼Ö ï¯×åÅò» ÇòÚÅñ¶ ×åÆôÆñåÅ ù Ã¹ÖÅñÅ Õð¶×Å Áå¶
ÇÃ¼ÇÖÁÅðÆÁ» ù ÜÆòé íð òÅÃå¶ ÇÃ¼ÇÖÁÅ Çîñ¶×ÆÍ

ÇÂÔ ÕÅðÜ ê¹ÃåÕ, Ü¯ ÇÕ Á¼áòÄ Ü» À¹Ãç¶ ìðÅìð çÆ ÜîÅå êÅÃ Õð ü¼Õ¶ ÇòÇçÁÅðæÆÁ» òÅÃå¶ ìäÅÂ¶
×Â¶ ÇòòÃÅÇÂÕ ï¯×åÅ êÌÃåÅò çÅ ÇÂ¼Õ ÇÔ¼ÃÅ þ, ÇÂ¼Õ îÅÇÔð ÃîÈÔ ò¼ñ¯º ÇñÖÆ ×ÂÆ þÍ ðÅôàðÆ Õ½ºÃñ
ÇòÕÅÃ Ç×îé ç¹ÁÅðÅ êÌòÅÇéå íÅðåÆ Õ½ôñ êÌÆôç çÆ êÌÚÈéÕÅð ÃíÅ (RASCI Áå¶ Ã¿×Çáå êÌÚÈé
À¹çï¯×» é¶ ÁÅêÃÆ ÃÇÔï¯× éÅñ ðÅôçðÆ ÇòòÃÅÇÂÕ îÅêç¿â (NOS) ÇåÁÅð ÕÆå¶ ÔéÍ ÇÂÔ îÅêç³â
Ã¿×Çáå êÌÚÈé Ö¶åð ç¶ é¹î»ÇçÁ» òñ¯º Ã¹ÞÅÂ¶ ×Â¶ îîð¼æåÅ îÅêç¿â» Áå¶ ÇçôÅ Çéðç¶ô» çÅ ÃîÈÔ Ôé
Áå¶ Õ¿îÕÅÜ òÅñÆ Ü×·Å å¶ Ú¿×Æ Õ¹ôñåÅ éÅñ Õ¿î Õðé òÅÃå¶ À¹îÆçòÅð» çÆ ×¹äò¼åÅ Áå¶ ÇÃ¼ÇÖÁÅ ù
êðÖä òÅÃå¶ ñ¯óÄç¶ ÔéÍ

ê³âå Ã¹¿çð ñÅñ ôðîÅ Õ¶ºçðÆ ÇòòÃÅÇÂÕ ÇÃ¼ÇÖÁÅ Ã¿ÃæÅ (PSSCIVE), Ü¯ ÇÕ ðÅôàðÆ ÇòÇçÁÕ Ö¯Ü
Áå¶ ÇÃÖñÅÂÆ êÌÆôç (NCERT) çÅ ÇÂ¼Õ ÇÔ¼ÃÅ þ, é¶ SKSDC ç¶ ÃÇÔï¯× éÅñ Ã¿×Çáå êÌÚÈé Ö¶åð
Çò¼Ú ÇòòÃÅÇÂÕ ï¯×åÅ êÌÃåÅò ñÂÆ Û¯à¶ Û¯à¶ ÇÔ¼ÇÃÁ» Çò¼Ú êÅá´î Áå¶ ÇÃ¼ÇÖÁÅ Ãî¼×ðÆ ÇòÕÇÃå
ÕÆåÆ þÍ ÇÂÔ NVEQ ç¶ êÇÔñ¶ å¯º Ú½æ¶ åñ òÅÃå¶ Ôé; êÇÔñÅ åñ (Level 1) é½òÄ ÜîÅå ç¶ ìðÅìð
Ç×ÇäÁÅ Ç×ÁÅ þÍ êÅá´î Áå¶ ÇÃ¼ÇÖÁÅ ÇÂÕÅÂÆÁ» (Units) ÇåÁÅð Õðé ñÂÆ NOS îÅêç¿â» ç¶
ÁÅèÅð å¶ ÇòòÃÅÂ¶ éÅñ Ã¿ì¿èå î¹¼Ö Ãîð¼æåÅò»ÇÜò¶º Ç×ÁÅé, Õ¹ôñåÅ, ï¯×åÅ ÁÅÇç çÆ êÛÅä ÕÆåÆ
×ÂÆÍ

ÇÂÔ ÁÇíÁÅÃ-ê¹ÃåÕ ÇòÇçÁÅðæÆ ù ð¼àÅ ñÅÀ¹ä å¯º òðÜçÆ þ Áå¶ êÅá´î ù Ç÷ÁÅçÅ ñÚÕÆñÅ
ìäÅÀ¹ºçÆ þ å» Ü¯ ò¼Öð¶ ò¼Öð¶ ÇòÇôÁ» ÇòÚÅð¶ ÃÆîÅò» ù å¯ÇóÁÅ ÜÅ ÃÕ¶Í ÇÂÃ ê¹ÃåÕ Çò¼Ú Ã¯Ú ÇòÚÅð
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Áå¶ Û¯à¶-ÃîÈÔ» Çò¼Ú òÅç-Ã¿òÅç, ÚðÚÅ Áå¶ åÜðì¶ ù òèÅÀ¹ä òÅñÆÁ» ÇÕÇðÁÅò» ù Ç÷ÁÅçÅ îÔ¼åò
Çç¼åÅ Ç×ÁÅ þÍ ÇÂÔ ÃÅðÆÁ» ÕÅðòÅÂÆÁ» AIHF çÆ ðÅôàðÆ Çò¼ÇçÁÅ éÆåÆ ç¹ÁÅðÅ êÌåÅÇòå
ÇÃ¼ÇÖÁÅðæÆ-Õ¶ºçÇðå Çò¼ÇçÁÕ êÌäÅñÆ ç¶ éÅñ ÇÂ¼Õ Ã¹ð Ôé å¶ ÇÂÃçÆ êÌÅêåÆ ò¼ñ ÔÆ ÇÂ¼Õ Õçî ÔéÍ

ÇÂÃ Õ¯Çôô çÆ ÕÅîïÅìÆ ÇÂÃ ×¼ñ å¶ Çéðíð Õð¶×Æ ÇÕ ÃÕÈñ» ç¶ ÇêÌ³ÃÆêñ Áå¶ ÁÇèÁÅêÕ ì¼ÇÚÁ» ù
ÁÅêä¶ å½ð å¶ ÇÃ¼Öä Áå¶ ÁÅêäÆ ÕñêéÅ ðÅÔÆº êÌôé ê¹¼Ûä ñÂÆ ÇÕ¿éÆ Õ¹ êÌ¶ðéÅ Çç¿ç¶ ÔéÍ Õ¹ôñåÅ
ÇòÕÅÃ ÇÕÇðÁÅò» Çò¼Ú ÇÃ¼ÇÖÁÅðæÆ çÆ ôîÈñÆÁå Áå¶ ×¹ä» Áå¶ ðÚéÅåÇîñÕåÅ ù ×ÌÔä ÕðéÅ å» ÔÆ
Ã¿íò Ô¯ò¶×Å, Ü¶Õð ÁÃÆº ÇòÇçÁÅðæÆ ù Ãð¯å¶ òÜ¯º éÔÄ ìñÇÕ ÇÃ¼ÇÖÁÅ êÌÇÕÇðÁÅ ç¶ ÇÔ¼Ã¶çÅð òÜ¯º ôÅîñ
Õð»×¶Í ÇÂÔé» àÆÇÚÁ» çÆ êÌÅêåÆ ñÂÆ ÃÕÈñ» ç¶ Çé¼åé¶î Áå¶ ÕÅðÜ ÇòèÆ Çò¼Ú ÕÅøÆ åðîÆî ÕðéÆ
êò¶×ÆÍ ç¼ÃÆÁ» Ô¯ÂÆÁ» ÇÕÇðÁÅò» ù ñÅ×È Õðé òÅÃå¶ Áå¶ À¹åÃÅÔ ù ìäÅÂÆ ð¼Öä òÅÃå¶ ÃÕÈñ ç¶
àÅÂÆî à¶ìñ Çò¼Ú ñÚÆñÅêé ÇñÁÅÀ¹äÅ Ô¯ò¶×Å Áå¶ êÅá´î Áå¶ ÇÃÖñÅÂÆ òÅÃå¶ ÁÇèÁÅêé Ççé»
Çò¼Ú òÅèÅ ÕðéÅ Ô¯ò¶×ÅÍ
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ÕÅðÜ ê¹ÃåÕ ìÅð¶ ÜÅäÕÅðÆ
ieh vrkbuk quhwnUM pwT IT106-NQ2012: “ifjItl pRYNjtySn” nUM smJx Aqy pUrw krn ivc quhwfI
mdd krygI[quhwnMU AiDAwpk jW trynr dy mwiDAm rwhIN ies vrkbuk dw AiDAYn AwpxI klwsrUm jW
pRXogSwlw ivc kr skdy ho[

A`j dy smyN Anuswr ij`Qy hr pwsy mukwblw hY quhwfy igAwn ivc vwDw krn Aqy quhwfw hunr inKwrn leI
ies vrkbuk nUM BwgW ivc vMifAw igAw hY[hryk Bwg nUM ies qrHW Cotw bxwieAw igAw hY ik ies nMU
AswnI nwl piVAw Aqy iliKAw jw skdw hY[AYnImytf qsvIrW Aqy iemyj rwhIN tYkst nUM jIvq
drswieAw igAw hY Aqy tYkst nMU XUjr(quhwfy) nwl rU-b-rU (ieMtrYkitv) bxwieAw igAw hY[qusIN Kud
AwpxI smJ jW Awpxy AiDAwpk dI mdd nwl AwpxIAW audwhrxW bxw skdy ho[AwE dyKIey ik ies
Bwg ivc quhwfy leI kI hY[

Bwg-1 jwx-pCwx

ieh Bwg quhwnUM XUint dy ivSy bwry jwx-pCwx krvwauNdw hY[ieh quhwnMU ieh vI ds̀ygw ik qusIN ies XUint
dy vK̀ –vK̀ BwgW ivc qusIN kI isK̀ogy[

Bwg-2 sbMDq igAwn

ieh Bwg ies ivc mOjUd ivSy bwry quhwnMU ivsQwr ivc ds̀ygw[ies Bwg duAwrw id`qy igAwn nUM smJ ky
qusIN kuJ ikirAwvW kr skdy ho[quhwnMU ies Bwg ivc idq̀I jwxkwrI nUM cMgI qrW smJ ky pVnw cwhIdw
hY[ ies qoN bwAd hI AiBAws nUM krnw cwhIdw hY[

Bwg-3 AiBAws

hr Bwg dI AiBAws idq̀I hY jo ik quhwnUM smyN isr pUrI krnI cwhIdI hY[qusIN Awpxy klws rUm,Awpxy
Gr Aqy AwpxI pRXogSwlw ivc ieh ikirAwvW krogy[ies Bwg ivc mOjUd ikirAwvW quhwfy igAwn ivc
vwDw krn, hunr ilAwaux Aqy Awqm-ivSvws vDwaux ivc quhwfI mdd krngIAW ijs nwl qusIN Awpxy
kMm nUM vDyry kuSlqwpUrvk qrIky nwl AwpxI pRXogSwlw ivc kr skogy[ieh sB ikirAwvW quhwnUM Awpxy
AiDAwpk jW trynr dI dyK-ryK hyTW krnIAW cwhIdIAW hn jo ik quhwnUM ieh ikirAwvW pUrw krn ivc
mdd krn Aqy pUrw krn qooN bwAd quhwnUM ies bwry quhwfy duAwrw kIqI ikirAw dy bwry auicq igAwn jW
slwh dyxgy qW ik qusIN Awpxy Awp nUM hor vDyry kuSlqw nwl ies ikirAw nUM kr sko[ies qrHW krn
leI Awpxy AiDAwpk jW trynr nwl iek tweIm tybl iqAwr kro ijs dy inXmW nUM sKqI nwl pUrw
krnw XkInI bxwieAw jwvy[Awpxy AiDAwpk jW trynr koloN kuJ nw smJ Awaux dI sUrq ivc pùCx qoN
guryj nw kro[

Bwg-4 AsYsmYNt

ies Bwg ivc idq̀y pRSn quhwfI kuSlqw nUM jWcx leI hoxgy[quhwfy leI ieh jrUrI hY ik Agly Bwg ivc
jwx qoN pihlW quhwnUM ies Bwg dy swry au~qr AwauNdy hox[

ies XUint dy AMq ivc isKlweI dy sroqW dI sUcI drsweI geI hY ijs ivc ikqwbW, jrnl, inaUzlYtr,
vYbswiet Awid Swiml hn jo ik AglyrI isKlweI ivc quhwfI mdd leI hn[
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Bwg 1 : ifjItl pRYNjtySn bwry jwx-pCwx

mMn lo qusIN AwpxI SRyxI ivc iksy Kws ivSy qy tYkst,qsvIrW, icq̀rW Aqy frwieMg Awid dI
vrqoN krky pRYNjtySn dyxw cwhuMdy ho[qusIN ieh iks pRkwr krogy? qusIN ies leI blYkborf,
postr, vweItborf, pYNmplyt, cwrt-pypr, hYNf-AwaUt jW Overhead transparency  dI vrqoN kr
skdy ho[

pRYNjtySn swPtvyAr dI mdd nwl iqAwr kIqw pRYNjtySn purwxy qrIikAW qoN iqAwr kIqy jWdy dw
inrUpx hY[pRYNjtySn swPtvyAr dI vrqoN sUcnw nUM slwiefW dy au~pr drswaux leI kIqI jWdI hY[

qusIN hux q`k iDAwn id`qw hovygw ik vrf pRosYsr, sprY~fSIt Aqy pRYNjtySn swPtvyAr dw
ieMtrPys bhuq hI swDwrn hY ijs ivc irbn au~qy mInUM drswey gey hn[ijAwdwqr vrqoN kIqy
jWdy PMkSn irbn ivc gRwiPkl icMnH jW AweIkwn dy rUp ivc drswey jWdy hn[ieh Bwg quhwnUM
XUjr ieMtrPys dy BwgW nwl jwxU krvweygw[

ifjItl pRYNjtysn drSkW nUM iksy ivSy nUM idKwaux jW smJwaux leI vrqI jWdI hY[pRYNjtySn
pRogrwm (pRYNjtySn gRwiPk pRogrwm) Asl ivc iek kMipaUtr swPtvyAr pYkyj huMdw hY ijs dI
vrqoN sUcnw nUM slwief SoA qy idKwaux leI kIqI jWdI hY[ies ivc iqMn vf̀y PMkSn hn:

1. AYifitr ijs dI vrqoN tYkst nUM dwKl Aqy PwrmYt krn leI kIqI jWdI hY[

2. auh qrIkw ijs dI vrqoN nwl gRwiPk qsvIrW nUM dwKl Aqy aus ivc bdlwv kIqw jw
skdw hY[

3. slwief SoA isstm dI vrqoN sUcnw nUM idKwaux leI kIqI jWdI hY[

pRYNjtySn dI vrqoN keI kMmW nUM krn leI kIqI jWdI hY[audwhrx leI :

sUcnw nUM idKwaux leI slwiefW dI vrqoN[slwiefW ivc tYkst, qsvIr, Akwr, Avwj
Aqy vIfIE dI vrqoN kIqI jw skdI hY[slwiefW dy smUh nUM pRYNjtySn kihMdy hn[

sUcnw nUM idl-iKc̀vyN rUp ivc pyS krnw[

pRYNjtySn nUM kMipaUtr rwhIN idKwauxw jW fwtw pRojYktr rwhIN idKwauxw jW ies dw pypr qy
ipRMt AwaUt lYxw[

quhwnUM vrf pRosYsr fwkUmYNt ivc sUcnw idKwaux dI bjwey pRYNjtySn dy rUp ivc sUcnw idKwaux dI
jrUrq ikauN pYNdI hY? ieh ies gl̀ qy inrBr krdw hY ik qusIN pRYjtySn dI vrqoN iks kMm leI
kr rhy ho[

jdoN qusIN cwhuMdy ho ik qusIN ijs bwry pRojYktr skrIn qy  gl̀ kr rhy ho aus nUM ijAwdw qoN
ijAwdw lok dyK skx qW qusIN ies leI pRYNjtySn swPtvyAr dI vrqoN kr skdy ho[pr
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jdoN qusIN sUcnw nUM kuJ lokW iv~c hI sWJw krnw cwhuMdy ho qW qusIN fwkUmYNt dI vrqoN krdy
ho[dUsry SbdW ivc jy qusIN mIitMg ivc  AwpxI smg̀rI dUsirAW nUM idKwauxw cwhuMdy ho qW
qusIN pRYNjtySn swPtvyAr dI vrqoN kr skdy ho[jy qusIN ies nUM rIfrW nUM skrIn jW ipRMtr
rwhIN idKwauxw cwhuMdy ho qW qusIN fwkUmYNt dI vrqoN kr skdy ho[

jdoN qusIN Awpxy tYkst jW smg̀rI nUM hor ijAwdw AwkrSk bxwaux leI
gRwiPk,tyblz,qsvIrW Aqy dUsry mIfIAw dI vrqoN krnw cwhuMdy ho qW qusIN pRYNjtySn
swPtvyAr dI vrqoN kr skdy ho[vrf pRosYsr ivc mltImIfIAw dI suivDw bhuq G`t hY[

jdoN quhwnUM bhuq ijAwdw ilKx dI jrUrq pYNdI hY qW qusIN vrf pRosYsr dI vrqoN kr skdy
ho[jdoN qusIN G`t smg̀rI (ijvyN ik smg̀rI dw swr)hI ilKxw cwhuMdy ho qW qusIN pRYjyNtySn
swPtvyAr dI vrqoN kr skdy ho[

sbMDq igAwn

vrf pRosYsr Aqy sprY~fSIt swPtvyAr nUM is`Kx auprMq hux qusIN irbn Aqy ies qy mOjUd PMkSnW
jW AwpSnW Aqy aus dy sbMDq tYbz bwry cMgI pRkwr jwx cu~ky ho[ies AiBAws ivc qusIN ienHW
tYbz Aqy sbMDq kuJ AwpSnW  dy nwl iek vwr iPr qoN jwxU hovogy[

irbn qy auplb̀D tYb (Home,Insert Awid)ivc tYkst ivc bdlwv sbMDq Aqy lyAwaUt
nwl sbMDq btn Aqy hor AwpSnW( Design,Animation Awid) nwl sbMDq btn huMdy hn[

hryk tYb dy Alg̀-Alg̀ grùp huMdy hn ijvyN ik hom tYb ivc 6 grùp kilpborf, slweIfW,
PONt, pYrwgRwP, frwieMg Aqy AYifitMg hn[

hryk grùp ivc Alg̀- Alg̀ AweIkwn Alg̀- Alg̀ PMkSnW leI vrqyy jWdy hn[iksy vI
AweIkwn dw PMkSn jwxn leI mwaUs dy puAwieMtr nUM kuJ dyr ies qy r`Ko,aus AweIkwn dw
PMkSn puAwieMtr dy hyTW Coty ijhy bwks ivc idKygw[audwhrx leI mwaUs dw puAwieMtr qy
r`Kx qy “Bold (ctrl+ B)” idKygw[ ieh tYkst nUM bolf krdI hY[

hom tYb

AwE hom tYb bwry hor ivsQwr nwl jwxIey[hom tYb ivc tYkst nUM PwrmYt krn leI kmWfj,nvIN
slweIf nUM cuxnw Aqy AwbjYkt frwieMg nwl sbMDq kmWfW hn[hom tYb dI vrqoN fwkUmYNt dI
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AYifitMg krn leI vI kIqI jWdI hY[(find qy  Replace Aqy kilpborf AwprySn ijvyN ik
kt,kwpI Aqy pyst krn leI[ qusIN ienHW bwry A`gy ivsQwr nwl jwxogy[)

kilpborf grùp ivc kmwNfz kt,kwpI Aqy pyst huMdIAW hn[Format Painter AwpSn vI
ie`Qy auplb̀D hY[

slweIf grùp quhwnUM slweIf ivc theme lgwaux dI, slweIf nUM reset krn dI Aqy
slweIf nUM fIlIt krn dI suivDw idMdw hY[

PONt grùp kmWf ivc PONt nUM bdlxw ijvNy ik PoNt Pys,stwiel,swiej,iePYkt
(Strikethrough, Shadow etc.) [ieh AwpSnW tYkst nUM twiep krn qoN pihlW jW bwAd
ivc bdl skdIAW hn[jy tYkst ilKx qoN bwAd ies nUM bdlxw hovy qW ies nUM pihlW
islYkt krnw jrUrI hY[

pYrwgRwP grùp pYrwgRwP sbMiDq sYitMg-Alignment, indents, spacing and pagination like
spacing1.5 ,Double spacing, hYifMg qoN pihlW Aqy bwAd ivc indentation spacing krn
leI vriqAw jWdw hY[krsr nUM aus lweIn kol lY ky jwE ijs ivc qusIN bdlwv krnw
cwhuMdy ho[

stwiel grùp rwhIN qusIN jldI nwl stwiel cux skdy ho Aqy AplweI kr skdy ho[

AYifitMg grùp ivc tYkst nUM islYkt, PweIf Aqy rIplys krn sbMDq kmWfz hn[

hryk grùp dIAW AwpSnW nUM hor ivsQwr nwl jwxn leI hyTW tybl idq̀w igAw hY :

hom tYb grùp ivAwiKAw

kilpborf kilpborf ivc kt jW kwpI kIqI sUcnw nUM krsr dy sQwn qy pyst
krnw[

o pyst spYSl- iksy Kws PwrmYt ivc syv krnw

o Paste as hyperlink–kwpI kIqI sUcnw nUM hweIprilMk dI qrHW pyst
krnw

o Duplicate : slweIf dI kwpI krn leI[

pRYNjtySn ivc cuxy hoey tYkst nUM kt  kro Aqy ies nUM kilpborf qy
A`gy vrqx leI r`Kxw[

cuxy hoey tYkst nUM kilpborf qy kwpI krnw[

Format Painter PwrmYitMg nMU iek sQwn qoN dUjy sQwn qy kwpI krn
leI[ (auhI PwrmYitMg nUM keI sQwnW qy kwpIkrn leI Format
Painter btn qy fbl kilk kro)

slweIfW pRYNjtySn ivc nvIN slweIf joVn leI

islYkt kIqI hoeI slweIf dI lyAwaUt nUM bdlx leI
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slweIf dw sQwn,Akwr Aqy sYitMg nUM dubwrw Default sY~t krn leI

pRYNjtySn ivcoN slweIf nUM fIlIt krn leI

PONt PONt Pys bdlx leI,PONt sweIj bdlx leI

PONt nUM bVw(Grow) Aqy PONt nUM COtw(Shrink) krn leI

PwrmYitMg nUM imtwaux leI(islYkt kIqy ivcoN swrI PwrmYitMg imtwaux
Aqy Plain tYkst nUM Cf̀ dyxw)

bolf , ietYilk, AMfrlweIn

strwiek QrU (cuxy hoey tYkst dy mD̀ ivc lweIn iKc̀xw),
sbskirpt, suprskirpt

Shading : islYkt kIqy hoey tYkst qy ipC̀y SyifMg lgwaux leI

krYktrW ivc spys sY¤t krn leI

Change Case. qusIN A`KrW ivc bdlwv ijvyN ik Upper, Lower, title,
toggle, sentence ilAw skdy ho[tYkst nUM cuxo Aqy AwpSn qy kilk
kro[

PONt klr bdlxw

pYrwgRwP bulytz (stwiel ivcoN cuxo)

nMbr ilst(PwrmYt ivcoN cuxo)

pYrwgRwP dI ieMfYitMg nUM vDwauxw jW Gtwauxw

lweInW ivc spys bdlxw

tYkst dI idSw nUM bdlxw(vertical, stacked jW rotate)

tYkst bwks ivc tYkst dI ALweInmYNt krn leI

tYkst nUM Left,Right, Centre, Margin  ALweIn sY~t krnw[

tYkst nUM do jW do qoN ijAwdw kwlmW ivc qoVnw[

tYkst nUM Smart Art Graphic ivc bdlxw[

frwieMg pihlW hI bxy hoey AkwrW (Shapes) dI vrqoN ijvyN ik circle,
rectangles, arrow lines, flowcharts Awid[

slweIf qy AwbjYktW nUM aunHW dy Awrfr, pujISn Aqy rotySn dy
Anuswr bdlxw

Quick Styles quhwnUM iksy Akwr jW lweIn dw ivXUAl stwiel bdlx
dI shUlq idMdw hY[

islYkt kIqI hoeI Syp ivc rMg, gradient,picture jW texture  nUM
Brnw[
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islYkt kIqI hoeI Syp dI AwaUtlweIn dw rMg,cOVweI Aqy stwiel
bdlxw

ivXUAl effect lwgUU krnw ijvyN ik glow, shadow, reflection Aqy 3D
rotation

kuJ bhuq lokipRA pRYNjtySn swPtvyAr hn :

MS-Powerpoint

Open Office-Impress

Google Documents

pRYNjtySn swPtvyAr nwl SurUAwq krnI

qusIN aupr id`qy swPtvyArW ivcoN koeI vI pRYNjtySn nUM bxwaun leI vrq skdy ho[pr quhwnMU
pRYNjtySn is`Kx leI Epn AwiPs- impress jW MS-Powerpoint nUM qrjIh dyxI cwhIdI hY[ieh
XkInI bxwE ik kMipaUtr ivc swPtvyAr pihlW hI lof hovy[

qusIN MS-Powerpoint swPtvyAr dI SurUAwq ienHW ivcoN koeI vI stYp vrq ky kr skdy ho :

 fYsktwp qy jy MS-Powerpoint hovy qW AweIkwn qy fbl kilk kro[ jW

Start->All Program->Microsoft Office->Microsoft Office Powerpoint  qy kilk kro[

jy qusIN koeI hor pRYNjtySn swPtvyAr dI vrqoN vI krdy ho qW pRYNjtySn swPtvyAr nUM Kolx dw
qrIkw lgBg ieko hI pRkwr dw imldw-juldw hY[

iek vwr jdoN qusIN MS-Powerpoint nUM SurU krdy ho qW hyTW id`qI skrIn (icqr 2) Kùl
jwvygI[skrIn dy kuJ BwgW nUM icq̀r 2 ivc idKwieAw igAw hY[
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jy Epn AwiPs ieMprYs sprY~fSIt KùlI hovy qW ieh icq̀r 3 Anuswr idKygI[qusIN dyKogy ik
AYm.AYs. pwvrpuAwieMt Aqy Epn AwiPs ieMprYs pRYNjtySn swPtvyAr dI id`K bhuq imldI-
juldI hY[qusIN ienHW swPtvyArW ivc Prk AweIkwn jW lyAwaUt dy rUp ivc dyKogy[ bhuq swry
pRYNjtySn swPtvyAr dIAW ivSySqwvW Aqy kMm auhI huMdy hn AMqr kyvl tYb,AweIkwn,fwielwg
bwks Aqy PMkSnW nUM r`Kx dw huMdw hY[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM. ikirAw

1 XUjr ieMtrPys qy AweIkwn nUM pihcwxdy hoey kMmW dw ivvrx kro[

2 ifjItl pRYNjtySn AYplIkySn nUM SurU kro[
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Bwg 2 : pRYNjtySn nUM bxwauxw, syv krnw Aqy bMd krnw

ies AiBAws ivc AsIN nvIN pRYNjtySn  nUM bxwaux  Aqy  syv krn bwry is`KWgy[SurUAwq krn
leI AwE iek swDwrx pRYNjtySn dI rcnw krIey[pRYNjtySn  nUM bxwaux qoN pihlW iek Polfr
“D:\IT Class IX\PPT_Practice” dI rcnw kro ijs ivc qusIN AwpxIAW bxweIAW swrIAW PweIlW
nUM syv kr skdy ho[

sbMDq igAwn

1. Epn : pRYNjtySn dI SurUAwq kroo[jdoN qusIN iek PweIl  nUM bxwauNdy ho, pRYNjtySn swPtvyAr
duAwrw ies nUM iek Default nwm id`qw jWdw hY[MS-PowerPoint ivc ieh nwm
Presentation1 hY jd ik OpenOffice ivc ieh nwm Untitled1 hY[

pwvr puAwieMt dI SurUAwq krn qoN bwAd qusIN skrIn qy do tYkst bwksW nUM dyKogy[

icq̀r 1 Aqy 2 Anuswr donW tYkst bwksW ivc tYkst dwKl kro[pRYNjtySn dI
pihlI slweIf nUM tweItl slweIf vI kihMdy hn[

hom tYb qy slweIf grùp ivc inaU slweIf AweIkwn qy kilk kro[iek nvIN slweIf
ivc juV jwvygI[ tYkst nUM dwKl kro[
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ieSwrw : ies ivc bultz nUM pihlW hI sY~t kIqw huMdw hY[fwkUmYNt dI rcnw krn smyN quhwnUM
auhnW dI vrqoN krnI is`KxI pvygI[Awpxy igAwn dI vrqoN krdy hoey aunHW nUM vrqo[MS-Power
Point ivc irbn nUM iDAwn nwl dyKo ik qusIN ies ivc koeI smwnqw dyKI hY[

2. ies pRYNjtySn nUM syv kro ies nUM First nwm idE[ies pRkwr krn leI auhI kdmW dI vrqoN
kro jo kdm Ms-Word  jW sprY~fSIt dI PweIl  nUM syv krn leI vrqy gey sn[

 hux ieh PweIL  AYm. AYs. pwvr puAwieMt  ivc “ First.pptx” nwm nwl syv ho geI
hY[Pwiel dw pihlw Bwg First PweIl dw nwm hY jo qusIN ies nUM id`qw hY[Aqy .pptx
AYm. AYs. pwvr puAwieMt  ivc ricq iksy vI PweIl dI AYkstYNSn hY[

iesy pRkwr jy qusIN Awpn-EiPs dI vrqoN krdy ho qW PweIl “ First.odp” nwm nwl
syv hovygI[Epn-AwiPs pRYNjtySn PweIl nUM .odp AYkstYNSn idMdI hY[

3. kloj : qusIN pRYNjtySn  nUM bMd krn leI hyTW id`qy kdmW ivcoN koeI vI vrq skdy ho :

o skrIn dy s`jy pwsy au~pr icMn “X” qy kilk kro[
jW

o PweIl qy kloj btn qy kilk kro[

4. Epn : hux au¤pr id`qI PweIl nUM dubwrw Kolo[ ies ivc kuJ hor slweIfW Aqy tYkst nUM
joVo[ ies nUM Alg̀ nwm nwl ijvyN ik “Second” syv kro[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1. iek nvIN pRYNjtySn bxwaux leI tYNplyt nUM Kolo[

2. fIjwien lyAwaUt Aqy stweIl nUM cuxo[

3. slwiefW dI bYkgRwaUNf nUM bdlo[

4. tweItl slwief ivc tYkst dwKl kro[

5. iek nvIN slweIf dwKl kro[

6. nvIN slweIf ivc tYkst dwKl kro[

7. pRYNjtySn nUM syv kro[
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Bwg 3 : iek Awm pRYNjtySn iqAwr krnw

sbMDq igAwn

ies AiBAws ivc qusIN iek Awm pRYNjtYSn nUM pRYNjtySn swPtvyAr vl̀oN pRdwn kIqy gey defalut
slweIf fIjweIn  dI vrqoN krky iqAwr krnw is`Kogy [

slweIf nUM bxwaux dw qrIkw bVw Aswn hY [hryk nvIN slwief pihlW qoN hI PwrmYt kIqI
tYNplYt huMdI hY ijs ivc quhwfy duAwrw sUcnw dwKl kIqI jWdI hY[qusIN AwpxI sUcnw nUM idKwaux
Anuswr ies PwrmYitMg nUM bdl skdy ho[pihlW id`qI AiBAws ivc jdoN qusIN iek nvIN slweIf
nUM pRYNjtySn ivc joVdy ho qW ies ivc do bwks huMdy hn (dyKo icqr1)[ au~pr id`qy bwks ivc qusIN
slweIf dw tweItl ilKdy ho[vf̀y bwks ivc qusIN Kws tYkst nUM ilKdy ho[icq̀r 2 ivc idKweI
geI slweIf vI iqAwr kIqI jw skdI hY[ies ivc ilKx leI do bwks id`qy gey hn[

slweIf ivc iek hor tYkst bwks dwKl krn dy kdm hyT ilKy hn :

tYkst bwks ivc ikqy vI kilk kro[A`T CotIAW AwieqW bwks dy iknwirAW qy njr
AwauxgIAW[
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Awieqwkwr bwks qy kilk kro(dyKo icq̀r 3) Aqy bwks dy iek pwsy nUM Kb̀y pwsy
iKc̀o[ ies nwl bwks dI cOVweI Awpxy Awp lgBg A~DI G`t jwvygI Aqy slwief
icq̀r 3 Anuswr idKygI[

tYkst bwks ivc iek jW do Sbd ilKo[

bwks nUM cuxo[hom tYb qy kilpborf grùp ivc pihlW kwpI Aqy iPr pyst AwpSn nUM
cuxo[qusIN dyKogy ik tYkst bwks dI fuplIkyt kwpI iqAwr ho geI hY[

hux ies dUsry tYkst bwks(kwpI kIqy hoey) nUM cuxo Aqy ies nUM iKc̀dy hoey cuxINdw
sQwn qy lY jwE[hux qusIN donoN tYkst bwksW ivc tYkst dwKl kr skdy ho[

hux qusIN icq̀r 4 Anuswr bwks ivc iqMn jW cwr tYkst bwks bxw skdy ho[
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pRYNjtySn swPtvyAr dI vrqoN krdy hoey nvIN PweIL nUM Kolo[hyTW id`qI pRYNjtySn nUM iqAwr kro[

pRYNjtySn nUM “Manners” nwm nwl syv kro[

pRYNjtySn swPtvyAr nUM bMd kr idE[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM. ikirAw

1. iek swDwrx pRYNjtySn iqAwr krnI[

2. tYkst bwks dI vrqoN krdy hoey pRYNjtySn iqAwr kro[
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Bwg 4 : pRYNjtySn nUM dyKxw-slweIf SoA ivaU

pRYNjtySn ivc swrIAW slwiefW dI rcnw krn auprMq quhwnUM ies nUM dyKx dI jrUrq pYNdI hY[qusIN
kMipaUtr dI pUrI skrIn qy pRYNjtySn nUM idKw skdy ho[jy kMipaUtr nwl juVy hox qW qusIN AwpxI
pRYNjtySn nMU pRojYkt XMqr jW AYl.sI.fI. skrIn rwhIN vI idKw skdy ho[

sbMDq igAwn

pRYNjtySn nUM kMipaUtr qy iqMn pRwiemrI qrIikAW rwhIN dyiKAw jw skdw hY[pRYNjtySn nUM dyKx dw
cuxwv aus dy kMm Anuswr kIqw jWdw hY[ieh iqMn pRwiemrI qrIky hyT ilKy Anuswr hn:

1. Normal : ies ivaU nUM qusIN pihlW qoN hI jwxdy ho[qusIN pihlIAW AiBAwsW ivc ies ivaU
dI vrqoN slweIfW bxwaux leI kIqI sI[ies ivaU ivc qusIN slwief pyn, not pyn Aqy
Kb̀I pyn ivc slwiefW /AwaUtlweIn tYb nUM dyKogy[(dyKo icqr 1)

2. Slide Sorter : ies ivaU rwhIN qusIN slwiefW dw pRbMD, ies nUM iek jgHw qoN dUjI jgHw iljw
skdy ho, fIlIt kr skdy ho,Awrfr ivc bdlwv kr skdy ho[

3. Slide Show : ies ivaU rwhIN qusIN horW nUM kMipaUtr/kMipaUitMg XMqr jW pRojYktr  qy is~Dy
qOr qy pRYNjtySn idKw skdy ho[

ies ivaU qoN ielwvw kuJ hor ivaU hn ijvyN ik nots pyj, slwief mwstr, hYNfAwaUt mwstr, not
mwstr,ipRMt pRIivaU Awid[qusIN ienHW ivcoN kuJ nUM AglIAW AiBAwsW ivc is`Kogy[

slwief SoA ivaU

pihlI AiBAws ivc  bxweI hoeI pRYNjtySn (Manner.pptx) nUM Kolo[jdoN qusIN koeI vI pRYjNtySn nUM
Koldy ho qW ieh Normal ivaU ivc Kuld̀IAW hn[skrIn dy s`jy pwsy hyTW slweIf SoA leI
AweIkwn id`qw igAw hY[
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slweIf SoA ivaU ivc pRYNjtySn idKwaux leI hyT ilKy kdmW dI vrqoN kro:

1. pRYNjtySn nUM Kolo[

2. skrIn dy hyTW s`jy pwsy slwief SoA AweIkwn qy kilk kro[

3. mOjUdw slweIf pUrI skrIn qy njr AwvygI[qusIN AglI slwief qy jwx leI mwaUs dw
btn kilk jW AYNtr btn dbw skdy ho[

qusIN slwiefW qy A`gyy-ip~Cy jwx leI hyTW id`qIAW kIz dI vrqoN vI kr skdy ho[

o Pgup Aqy PgDn

o Up Arrow Aqy Down Arrow

o mwaUs dw s`jw btn dbwE[ iek Swtkt mInMU AwpSnW smyq swhmxy Awvygw[ienHW
AwpSnW dI vrqoN kro Aqy dyKo kI huMdw hY[

4. slwief SoA qoN bwhr Awaux leI

Esc kIA dI vrqoN kro[

mwaUs dw s`jw btn dbwE[ iek Swtkt mInU swhmxy Awvygw[End Show AwpSn nUM
cuxo[

AwKrI slwief qy kilk krn qoN bwAd ivaU Awpxy Awp Normal Mode ivc clw jwvygw[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr–bwr kro[

lVI nM ikirAw

1. Slwief SoA ivaU nUM vrqdy hoey pRYNjtSn nUM idKwE[

2. pRYNjtySn nUM bMd kro[
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Bwg 5 : AYift tYkst-PONt dw Akwr, stwiel Aqy rMg

ies AiBAws ivc qusIN pRYNjtySn nUM swP, sohxI id`K Aqy ArQpUrn bxwaux leI PONt dy Akwr,
stwiel Aqy rMg ivc bdlwv kr skdy ho[

sbMDq igAwn

pihlW iqAwr kIqI hoeI Manner.pptx pRYNjtySn dI vrqoN kro[hryk slwief dy twietl nUM
Awpxw mncwhy rMg ivc bdlo[ies pRkwr krn leI hyTW id`qy kdmW dI vrqoN kro:

1. aus tYkst nUM islYkt kro ijs dw rMg bdlxw hY[

2. Font Colour AwpSn dI vrqoN krdy hoey rMg nUM cuxo[

3. rMg,stwiel Aqy PONt dy Akwr nUM bdlo[

4. pRYNjtySn nUM syv kro[

AwpxI rcnwqmkqw Anuswr slwief dI id`K nUM hor AwkrSk bxwE[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1. tYkst dy PONt dy Akwr bdlo[

2. tYkst dy PONt dy stwiel nUM bdlo[

3. tYkst dy rMg nUM bdlo[
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Bwg 6 : pRYNjtySn ivc tYkst dw bdlwv krnw

sbMDq igAwn

ies AiBAws ivc qusIN hom tYb ivc mOjUd kuJ AwpSnW dI vrqoN krdy hoey slweIfW dy tYkst
ivc bdlwv kr skdy ho[icq̀r 1 Anuswr idKwaux leI pRYNjtySn ivc bdlwv krnw pvygw[
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qusIN hom tYb ivc mOjUd PONt Aqy grùp AwpSnW hyT bhuq swrIAW AwpSnW vrqogy[

ieSwrw:quhwnUM  pRYNjtySn ivc kuJ slwiefW dy hyTW tYkst dwKl krn smyN muSikl AwvygI[qusIN
Insert tYb dI vrqoN krky slwief ivc tYkst bwks nUM dwKl kr skdy ho[ies qoN bwAd qusIN
ies tYkst bwks ivc tYkst dwKl kr skdy ho[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1. pRYNjtySn ivc tYkst bwks joVnw[

2. tYkst bwks ivc tYkst dwKl krnw[

3. pRYNjtySn ivc tYkst dw bdlwv krnw[

4. pRYNjtySn nUM syv Aqy bMd krnw[
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Bwg 7 : pRYNjtySn ivc iemyj dwKl krnw

sbMDq igAwn

ieh ikhw jWdw hY ik “iek qsvIr hjwrW SbdW qoN au~cI boldI hY”[ pRYNjtySn ivc qsvIrW Aqy
iemyjW dwKl krky ies nUM hor vDIAw bxwieAw jw skdw hY[ies AiBAws ivc slwief ivc
qsvIr nUM dwKl krnw is`Kogy[qusIN ieMtrnYt qoN qsvIrW nUM lB̀ skdy ho Aqy ies nUM slwief ivc
dwKl kr skdy ho[

iek nvIN pRYNjtySn PweIl nUM Kolo[

icq̀r 1 Aqy 2 Anuswr do slwiefW nUM
bxwE Aqy ies ivc tYkst dwKl kro[

iksy vYb bRwaUjr nUM Kolo[“Stephen
Covey” (“Seven habits of highly
effective people” ikqwb dw lyKk)dI
qsvIr nUM lB̀o[

Stephen Covey dI iksy vI qsvIr nUM
kwpI kro[(ieSwrw: ies pRkwr krn
leI iemyj qy mwaUs dy s`jy btn nwl
kilk kro Aqy Swtkt mInUM qoN kwpI
iemyj AwpSn nUM cuxo)

PweIl ivc slwief  nMbr 2 ijs qy
qusIN tYkst dwKl kIqw sI qy jwE

hom tYb qy klipborf grùp ivc pyst
AwpSn nUM cuxo[

qsvIr slwief qy Aw jwvygI[

qsvIr dy Akwr nUM bdlo[(ieSwrw: qsvIr qy kilk
kro[qusIN qsvIr dy iknwirAW qy Coty bwks
dyKogy[iksy iek bwks qy kilk kro[krsr dw
Akwr AYro ivc bdl jwvygw[aus bwks nUM mwaUs dw
Kb̀w btn dbw ky iKc̀o[)

slwief qy qsvIr dy sQwn Aqy Akwr nUM bdlo [
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qsvIr nUM slwief qy ihlwaux leI krsr nUM qsvIr dy m~D ivc r`Ko[krsr dw Akwr
cwr pwsy dy AYro ivc bdl jwvygw[

mwaUs dy Kb̀y btn nUM dbw ky r`Kdy hoey qsvIr nUM iKc̀o[

pRYNjtySn PweIl nUM syv kroo[

icq̀r 3 Anuswr slwief iqAwr kro[hryk slwief ivc G`to –G`t do qsvIrW dwKl kro[qsvIrW
nUM slwief qy auicq sQwn qy r`Ko[

1. qusIN AwpxI rcnwqmk SkqI dw aupXog krdy hoey PONt Akwr, PONt klr jW pRYNjtySn
swPtvyAr dI koeI hor ivSySqw vrqdy hoey AwpxI slwief dI id`K nUM  hor idl-iKc̀vIN
bxw skdy ho[

2. PweIl nUM syv kro[

ies qoN ielwvw slwief ivc iemyj dwKl krn dw iek qrIkw hor hY[ies dI vrqoN krdy hoey
qusIN Awpxy kMipaUtr qoN Poto jW iemyj nUM slwief ivc dwKl kr skdy ho[ies leI iek nvIN
PweIl nUM Kolo hyT ilKy kdmW dI vrqoN krdy hoey Awpxy kMipaUtr qoN kuJ qsvIrW nuUM lB̀ ky
slwief ivc dwKl kro[

Insert tYb ivc Picture AwpSn nUM cuxo[

iek fwielwg bwks swhmxy Awvygw[auh Polfr cuxo
ijs ivc qsvIrW r`KIAW hn[PweIl nUM cuxo Aqy
ies nUM dwKl krn leI ies qy kilk kro[

hux qsIN qsvIr dw Akwr Aqy sQwn nUM bdl skdy
ho[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1. pRYNjtySn ivc iemyj dwKl kro[

2. iemyj dy Akwr nUM bdlo Aqy GumwE
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Bwg 8 : pRYNjtySn ivc Shape (Akwr,AwikRqI) dwKl krnw

sbMDq igAwn

slwiefW ivc AwikRqAW nUM joV ky pRYNjtySn nUM hor vDIAw bxwieAw jw skdw hY[pRYNjtySn
swPtvyAr ivc keI AwikRqIAW mOjUd hn[ies AiBAws ivc qusIN icqr 1 Anuswr slwief ivc
id`qI  AwikRqI nUM dwKl krnw is`Kogy[

nvIN pRYNjtySn PweIl nUM Kolo[ies ivc
iek slweif joVo[au~pr id`qI slwief
Anuswr tYkst dwKl kro[

Insert tYb hyTW illustrations grùp ivc
Shape AwpSn nUM cuxo[(dyKo icqr 2)

icq̀r 3 Anuswr iek frwp fwaUn ilst Kùl
jwvygI[iksy Akwr (au~pr id`qy icq̀r ivc cloud
callout Akwr nUM cuixAw hY) nUM cuxo[jy quhwfy
swPtvyAr ivc ies nwm dI AwikRqI nhIN hY qW qusIN
koeI hor imldI-juldI AwikRqI nUM cux skdy ho[

jdoN qusIN ies nUM slwief ivc dwKl krogy qW krsr
+ icMnH dy rUp ivc bdl jwvygw[mwaUs dy Kb̀y btn nUM
dbw ky r`Kdy hoey krsr nUM iKc̀o Aqy mncwhw Akwr
pwaux auprMq btn nUM Cf̀ idE[islYkt kIqI hoeI
AwikRqI bx jwvygI[
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dwKl kIqI hoeI AwikRqI dy Akwr nUM bdlo[

ies ivc “Do you know the origin of the term
“Computer Bag” tYkst dwKl kro[tYkst dwKl krn
leI hyTW id`qy kdmW dI vrqoN kro[

- AwikRqI dy au~qy krsr nUM r`Ko[krsr dw Akwr cwry pwso AYro dy Akwr dw ho jwvygw[

- mwaUs dw s`jw btn dbwauNdy hoey Edit Text AwpSn nUM cuxo[

- hux qusIN au~pr id`qy tYkst nUM ilK skdy ho[

AwikRqI nUM PwrmYt (klr, AwaUtlweIn Awid nUM bdlxw)krn leI hyTW id`qy kdmW dI
vrqoN kro[

o AwikRqI nUM islYkt kro[

o irbn qy PwrmYt tYb Aw jwvygw[ies dIAW kuJ AwpSnW icq̀r 4 Anuswr idKxgIAW[
ienHW dI vrqoN krdy hoey AwikRqI dw klr, AwaUtlweIn Awid nUM bdlo[

Akwr dI vrqoN pRYNjtySn ivc qsvIr bxwaux leI kIqI jWdI hY[ies AiBAws ivc qusIN

Alg̀-Alg̀ pRkwr dy AkwrW dI vrqoN krdy hoey iek Plo cwrt  bxwauxw is`Kogy[(icq̀r 5)
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AiBAws

hyT ilKIAW ikirAwvW nUM bwr- bwr kro[

lVI nM ikirAw

1 ienHW ivcoN iksy vI Kyqr ivc 6-7 slwiefW iqAwr kro

Tourist Place

Your Family

Your faviourte teacher

Your favourite Leader

Your favourite actor\actress

A country

2 hyTW idq̀IAW ivSySqwvW dI vrqoN krdy hoey pRYNjtySn iqAwr kro :

tYkst PONt, stwiel (bolf, ietYilk), swiej, klr

tYkst AlwienmYNt-lYPt, rwiet, sYNtr, jstIPweI

bultz, nMbirMg

bYkgRwaUNf – gRyfIAYNt,tYkscr,pYtrn nUM Brnw,slwief dI bYkgRwaUNf qy klr
jW qsvIr lgwauxw[

qsvIr dwKl krnw[

3 pRYNjtySn jo ik ienput-pROsYs-AwaUtput idKwvy[
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Bwg 9 : THEME dI pRsquqI

pRYNjtySn swPtvyAr rMgdwr Aqy AwkrSk pRYNjtySn bxwaun ivc swfI mdd krdw hY[jdoN qusIN
pRYNjtySn swPtvyAr ivc koeI nvIN PweIl Koldy ho qW default fIjweIn blYk AYNf vweIt huMdw
hY[pr pRYNjtySn ivc Alg̀-Alg̀ fIjwien dI vrqoN kIqI jw skdI hY[bhuq swry pRYNjtYSn
swPtvyArW ivc pihlW qoN hI iqAwr kIqy pRYNjtySn Theme huMdy hn[qusIN ienHW dI vrqoN krky
pRYNjtySn nUM hor vDIAw bxw skdy ho[ienwNH dy Alg̀ bYkgRwaUNf,klr,fIjweIn Aqyy PONt twiep huMdy
hn[Alg̀ theme dI vrqoN krky  pRYNjtySn dI id~K nUM bdilAw jw skdw hY[pRYNjtySn swPtvyAr
ivc auplb̀D kuJ themes  icq̀r 1 ivc idKwey gey hn[

qusIN hyTW idq̀y Anuswr iksy nUM Theme vrq skdy ho[

PweIl ivcoN New AwpSn nUM cuxo[icqr 2 Anuswr keI fIjweInW nwl bwks Kùl jwvygw[

AwpSn Theme nUM cuxo[iek hor bwks Ku~lygw, ijs ivc pihlW hI keI Theme
hoxgy[ienHW ivcoN iksy iek nUM cuxo[

islYlt kIqy hoey Theme nwl iek KwlI PweIl Kùl jwvygI[

qusIN ies PweIl dI vrqoN krdy hoey pRYNjtySn iqAwr kr skdy ho[
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ies PweIl ivc cuxy hoey Theme dI vrqoN krdy hoey pRYNjtySn iqAwr kro ijs ivc iek twietl
slwief Aqy cwr hor slwiefW hox[ ies ivc hyT ilKy tYkst nUM ilKo[

GREETINGS

Every interaction starts with some form of greeting. Given below are some statements
we generally make whenever we greet someone.

Greeting a friend :
Hi! How are you doing ?
Hey! It has been a long time since we last met !
Hi! What are you doing now ?
Hey! How’s life ?

Greeting an acquaintance :
Hello ! How are you ?
Hello ! How have you been ?
Good morning/afternoon/evening ! All’s well ?

Greeting a stranger :
Hello!

au~pr id`qI pRYNjtySn ivc jrUrq Anuswr qsvIrW Aqy AwikRqIAW nUM dwKl kro[

ipClI AiBAws ivc bxweI koeI iek pRYNjtySn nUM Kolo[pRYNjtySn dy theme nUM cuxo[Design tab nUM
islYkt kro[icq̀r 3 Anuswr ies ivc keI theme auplb̀D hoxgy[ienHW ivcoN iksy iek nUM
cuxo[auhI pRYNjtySn ivc Alg̀–Alg̀ theme nUM lgw ky dyKo[pRYNjtySn nUM syv kro[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1 theme nUM cuxo Aqy pRYNjtySn nUM iqAwr kro[
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Bwg 10 : pRYNjtySn dw fIjweIn bdlxw

Theme pRYNjtySn swPtvyAr dw in-built ihs̀w hY[ pRYNjtySn swPtvyAr ivc mOjUd hor ivSySqwvW
dI vrqoN krky ies dy fIjweIn nMU bdilAw jw skdw hY[ies AiBAws ivc qusIN byisk fIjweIn
nUM bxwauxw Aqy ies ivc bdlwv krnw is`Kogy[qusIN ies dI vrqoN leI pihlIAW AiBAwsW ivc
iqAwr kIqI hoeI koeI vI pRYNjtySn dI vrq skdy ho[

sbMDq igAwn

pRYNjtySn dw fIjweIn bdlx leI fIjweIn
tYb ivc AwpSnW mOjUd hn[AsIN Theme
AwpSn Aqy Background  grùp dI vrqoN
krWgy[

bYkgRwaUNf nUM PwrmYt krnw :

o bYkgRwaUNf stwiel AwpSn nUM cuxo[

o iek fwielwg bwks Ku~lygw[
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PwrmYt bYkgRwaUNf AwpSn qy kilk kro[iek fwielwg bwks swhmxy Awvygw[

AwpSn Fill  solid Fill  colour nUM cuxo[(fwaUn AYro qy kilk krn auprMq klr bwks
Ku~l jwvygw)

mncwhy rMg dw cuxwv kro  Aqy AwpSn Apply All nUM cuxo[

pRYNjtySn ivc mOjUd swrIAW slwiefW dw rMg cuxy hoey rMg ivc bdl jwvygw[

iksy hor rMg  dw cuxwv krky bYkgRwaUNf nUM bdlx dI koiSS kro[

Transparency AwpSn dI vI vrqoN krky ies dw slwiefW qy pRBwv dyKo[

ies qoN ielwvw hor AwpSnW ijvyN ik solid fill,Gradient Fill, Picture fill Aqy Pattern fill nUM
vI vrq ky dyKo[ieh dyKo  ik pRYNjtySn ivc ies dw kI pRBwv pYNdw hY[

fwielwg bwks nUM bMd krn leI kloz AwpSn qy kilk kro jW “X” icMnH qy kilk kro[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1 iek pRYNjtySn nUM Kolo Aqy ies dy fIjweIn ivc bdlwv kro[
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Bwg 11: slweIfwN nUM jooVnw, fIlIt krnw Aqy pRMbD krnw

sbMDq igAwn

hux q`k qusIN pRYNjtySn nUM slwief SoA ivaU dI vrqoN krky dyKxw jwx cu~ky ho[pRYNjtySn ivc Awm
qOr qy hor vriqAw jWdw ivaU slwief swrtr ivaU hY[Ms- PowerPoint jW OpenOffice- impress
ivc slwief swrtr ivaU iek ivMfo huMdI hY jo ik swrIAW slwiefW nUM Coty AkwrW ivc lMmy –dwA
(Horizontal) nUM  thumbnail version ivc idKwauNdI hY[ieh ivaU aus vyly lwBdwiek huMdw hY jdoN
qusIN :

swrIAW slweIfW ivc ieko smyN iek`Ty bdlwv krnw

slwiefW nUM fIlIt krnw jW siQqI bdlxw

slwiefW nUM move,copy jW delete krn leI[

iPr vI ies ivaU dI iek KwmI ieh hY ik ies ivaU ivc qusIN slwiefW dy tYkst ivc bdlwv
nhIN kr skdy[slwiefW dy tYkst ivc bdlwv krn leI quhwnUM nwrml ivaU dI vrqoN krnI
pvygI[slwief swrtr ivaU ivc pRYNjtySn icq̀r 1 Anuswr idKygI[

slwief swrtr ivaU ivc slwiefW dyKx leI irbn ivc ivaU tYb qoN slwief swrtr
AwpSn nUM cuxo[
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slwief swrtr ivaU ivc nvIN slwief joVn leI :

o donW slwiefW drimAwn ijQ̀y qusIN KwlI slwief dwKl krnw cwhuMdy ho krsr nUM r`Ko[

o hom tYb qy slwief grùp ivc inaU slwief AwpSn nUM cuxo[

not : jy qusIN au¤pr id`qI pRUYNjtySn ivc krsr nUM slweIf nM 3 Aqy 4 dy ivckwr
r`Kogy qW iek nvIN slwief nMbr 3 qoN bwAd dwKl ho jwvygI[

slwief swrtr ivaU  ivcoN slwief nUM fIlIt krnw

o fIlIt krn vwlI slwief nUM cuxo[

o kIborf qoN fIlIt btn nUM dbwE jW hom tYb qy kilpborf grùp ivc kt AwpSn nUM
cuxo[

o cuxI hoeI slwief fILIt ho jwvygI[

slwief nUM ies ivaU ivc mUv krn leI :

o mUv krn vwLI slwief nUM cuxo Aqy mwaUs dy Kb̀y btn nUM dbw ky r`Kdy hoey ies nUM
mncwhy sQwn qy iKc̀o ijs sQwn qy qusIN ies nUM r`Kxw cwhuMdy ho[

qusIN bhuq swrIAW slwiefW nUM iek`Ty cuxn leI iSPt kIA (auh slwiefW jo iek dUjy dy
nwl hox) jW kMtrol kIA (auh slwiefW jo pRYNjtySn ivc Alg̀-Alg̀ sQwn qy hox) Aqy
mwaUs dy Kb̀y btn dI iek`Ty vrqoN kr skdy ho[

o iek`TIAW slwiefW nUM cuxo Aqy aunHW nUM fILIt kro[

o iek`TIAW iqMn slwiefW nUM cuxo Aqy aunHW nUM dUjy sQwn qy lY ky jwE[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1. slwief swrtr ivaU ivc slwiefW dy sQwn nUM bdlo[

2. sliefW ivc hor slwiefW joVo[

3. AncwhI slwiefW nUM fIlIt kro[

4. slwief nUM mUv kro[
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Bwg 12 : pRYNjtySn nUM ipRMt krnw

sbMDq igAwn

Awm qOr qy pRYNjtySn dI vrqoN kMipaUtr jW fwtw pRojYktr rwhIN drSkW nUM idKwaux leI kIqI
jWdI hY[keI pySkwr pRYNjtySn dI ipRMtf kwpI vI pRdwn krdy hn[ies AiBAws ivc qusIN
pRYNjtySn nUM ipRMt krnw is`Kogy[pRYNjtySn nUM ipRMt krn dy mUL kdm auhI hn jo ik tYkst fwkUmYNt
jW sprY~fSIt nUM ipRMt krn dy sn[ieh hn:

File  Print qy kilk kro[icq̀r 1 Anuswr ipRMt fwielwg bwks idKygw[

copies bwks ivc ijMnIAW kwpI qusIN ipRMt krnw cwhuMdy ho, ilKo[

Name bwks ivc, ijs ipRMtr nUM qusIN vrqxw cwhuMdy ho cuxo[

swrIAW slwiefW nUM ipRMt krn leI ipRMt ryNj Select All ivc AwpSn nUM cuxo[

iek jW iek qoN vD̀ islYkt kIqIAW slwiefW nUM ipRMt krn leI Selection AwpSn nUM cuxo[

kyvl idK rhI slwief nUM ipRMt krn leI Current Slide AwpSn nUM cuxo[

slwiefW nUM nMbrW rwhIN ipRMt krn leI slides qy kilk kro Aqy iPr slwiefW dI ryNj jW
nMbr nUM AYNtr kro[nMbrw nUM Alg̀ krn leI kwmy (,) icMnH dI vrqoN kro[audwhrx
leI,1,3,5-12

jy qusIN Print what bwks ivc hYNfAwaUt nUM cuxdy ho qW qusIN ikMnIAW slwiefW nUM iek pypr
qy ipRMt krnw cwhuMdy ho, cux skdy ho[Aqy Ok qy kilk kro[
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AiBAws

hyT ilKIAW ikirAwvW nUM bwr- bwr kro[

lVI nM ikirAw

1. Awpxy dosq jW Brw jW BYx jW AiDAwpk leI jnmidn dw kwrf bxwE[

2. hyTW idq̀y iksy vI ivSy qy postr fIzweIn kro :

Awpxy skUl dy swry ividAwrQIAW nUM kMipaUtr sbMDI iqEhwr qy s`dw idE

Awpxy skUl dy swry 11-12 ividAwrQIAW nUM KUndwn kYNp qy s`dw idE

AwpxI SRyxI  dy swry ividAwrQIAW nUM ipkink qy s`dw idE[

Awpxy skUl dy swry ividAwrQIAW nUM slwnw Kyf idvs dy mOky qy s`dw idE[

3. pRYNjtySn ivc slwief 2,4,6 nUM iek pypr qy ipRMt kro[
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' PSS Central Institute of Vocational Education, 2012

ÇÂÔ êÌÕÅôé ÕÅêÆðÅÂÆà ÁèÆé Ã¹ð¼ÇÖÁÅ þÍ ÇñÖåÆ ÁÅÇ×ÁÅ å¯º Çìé» ÇÂÃ êÌÕÅôéÅ çÅ ê¹éð-ÇéðîÅä,
Áé¹ÕÈñä Áå¶ ÇÕÃ¶ òÆ ÇÕÃî çÅ Ã¿ÚÅð ÇòòðÇÜå þÍ
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î¹¼Ö ì¿è
ðÅôàðÆ êÅá´î ã»ÚÅ, B@@E, ÇÂÔ ÇÃøÅÇðô ÕðçÅ þ ÇÕ ÃÕÈñ Çò¼Ú ì¼ÇÚÁ» ç¶ ÜÆòé çÅ Ã¿ì¿è ÃÕÈñ ç¶
ìÅÔð À¹Ôé» ç¶ ÜÆòé éÅñ Ü¹ÇóÁÅ Ô¯äÅ ÚÅÔÆçÅ þÍ ÇÂÔ ÇÃè»å ÇÕåÅìÆ ÇÃ¼ÇÖÁÅ çÆ ê¹ðÅäÆ ÇòðÅÃå ù
Çê¼Û¶ Û¼âçÅ þ, ÇÜÃç¶ ÁÅèÅð å¶ Á¼Ü òÆ ÃÅâÅ Çò¼ÇçÁÕ ã»ÚÅ Õ¿î Õð ÇðÔÅ þÍ ÇÃ¼à¶ òÜ¯º ÃÅâ¶ ÃÕÈñ»,
Øð», íÅÂÆÚÅÇðÁ» Áå¶ Õ¿î-ÕÅÜ òÅñÆ Ü×·Å ç¶ îÅÔ½ñ Çò¼Ú ÕÅøÆ øðÕ ÁÅ Ç×ÁÅ þÍ

Ô¼æ Çò¼ÚñÆ ÕÅðÜ ê¹ÃåÕ “eI-myl” À¹Ã Òï¯×åÅ êÌÃåÅòÓ çÅ ÇÔ¼ÃÅ þ ÇÜÃù ÇÕ îé¹¼ÖÆ ÃÅèé ÇòÕÅÃ
î³åðÅñ¶ (MHRD) ç¶ À¹µçî ÁèÆé Õ½îÆ ÇòòÃÅÇÂÕ ÇÃ¼ÇÖÁÅ ï¯×åÅ ã»Ú¶ (NVEQF) ù ÁÃñÆ ÜÅîÅ
êÇÔéÅÀ¹ä ñÂÆ ÇòÕÇÃå ÕÆåÅ Ç×ÁÅ þÍ ÇÂÃçÅ î³åò ÃÕÈñ», ÕÅñÜ», ÇòòÃÅÇÂÕ ÇÃ¼ÇÖÁÅ Áå¶
ÇÃÖñÅÂÆ Ã³ÃæÅò», åÕéÆÕÆ ÇÃ¼ÇÖÁÅ Ã¿ÃæÅò» Áå¶ ÇòôòÇòÇçÁÅÇñÁ» Çò¼Ú ÇÂ¼Õ ðÅôàðÆ ê¼èð çÆ
îÅéåÅ êÌÅêå ï¯×åÅ êÌäÅñÆ òÅÃå¶ Ã»Þ¶ Çéïî Áå¶ Ã¶è» çÅ ×áé ÕðéÅ þÍ ÇÂÔ Áé¹îÅé ñÅÇÂÁÅ ÜÅ
ÇðÔÅ þ ÇÕ NVEQF ðÅÔÆº ï¯×åÅò» çÆ êÅðçðôåÅ, Á³åð-Ö¶åðÆ ÇÃ¼ÇÖÁÅ Áå¶ ÇòÇçÁÅðæÆ-Õ¶ºçÇðå
ÇÃ¼ÇÖÁÅ ù òÅèÅ Çîñ¶×Å Áå¶ ÇÃ¼ÇÖÁÕ çÆ ò¼Ö-ò¼Ö ï¯×åÅò» ÇòÚÅñ¶ ×åÆôÆñåÅ ù Ã¹ÖÅñÅ Õð¶×Å Áå¶
ÇÃ¼ÇÖÁÅðÆÁ» ù ÜÆòé íð òÅÃå¶ ÇÃ¼ÇÖÁÅ Çîñ¶×ÆÍ

ÇÂÔ ÕÅðÜ ê¹ÃåÕ, Ü¯ ÇÕ Á¼áòÄ Ü» À¹Ãç¶ ìðÅìð çÆ ÜîÅå êÅÃ Õð ü¼Õ¶ ÇòÇçÁÅðæÆÁ» òÅÃå¶ ìäÅÂ¶
×Â¶ ÇòòÃÅÇÂÕ ï¯×åÅ êÌÃåÅò çÅ ÇÂ¼Õ ÇÔ¼ÃÅ þ, ÇÂ¼Õ îÅÇÔð ÃîÈÔ ò¼ñ¯º ÇñÖÆ ×ÂÆ þÍ ðÅôàðÆ Õ½ºÃñ
ÇòÕÅÃ Ç×îé ç¹ÁÅðÅ êÌòÅÇéå íÅðåÆ Õ½ôñ êÌÆôç çÆ êÌÚÈéÕÅð ÃíÅ (RASCI Áå¶ Ã¿×Çáå êÌÚÈé
À¹çï¯×» é¶ ÁÅêÃÆ ÃÇÔï¯× éÅñ ðÅôçðÆ ÇòòÃÅÇÂÕ îÅêç¿â (NOS) ÇåÁÅð ÕÆå¶ ÔéÍ ÇÂÔ îÅêç³â
Ã¿×Çáå êÌÚÈé Ö¶åð ç¶ é¹î»ÇçÁ» òñ¯º Ã¹ÞÅÂ¶ ×Â¶ îîð¼æåÅ îÅêç¿â» Áå¶ ÇçôÅ Çéðç¶ô» çÅ ÃîÈÔ Ôé
Áå¶ Õ¿îÕÅÜ òÅñÆ Ü×·Å å¶ Ú¿×Æ Õ¹ôñåÅ éÅñ Õ¿î Õðé òÅÃå¶ À¹îÆçòÅð» çÆ ×¹äò¼åÅ Áå¶ ÇÃ¼ÇÖÁÅ ù
êðÖä òÅÃå¶ ñ¯óÄç¶ ÔéÍ

ê³âå Ã¹¿çð ñÅñ ôðîÅ Õ¶ºçðÆ ÇòòÃÅÇÂÕ ÇÃ¼ÇÖÁÅ Ã¿ÃæÅ (PSSCIVE), Ü¯ ÇÕ ðÅôàðÆ ÇòÇçÁÕ Ö¯Ü
Áå¶ ÇÃÖñÅÂÆ êÌÆôç (NCERT) çÅ ÇÂ¼Õ ÇÔ¼ÃÅ þ, é¶ SKSDC ç¶ ÃÇÔï¯× éÅñ Ã¿×Çáå êÌÚÈé Ö¶åð
Çò¼Ú ÇòòÃÅÇÂÕ ï¯×åÅ êÌÃåÅò ñÂÆ Û¯à¶ Û¯à¶ ÇÔ¼ÇÃÁ» Çò¼Ú êÅá´î Áå¶ ÇÃ¼ÇÖÁÅ Ãî¼×ðÆ ÇòÕÇÃå
ÕÆåÆ þÍ ÇÂÔ NVEQ ç¶ êÇÔñ¶ å¯º Ú½æ¶ åñ òÅÃå¶ Ôé; êÇÔñÅ åñ (Level 1) é½òÄ ÜîÅå ç¶ ìðÅìð
Ç×ÇäÁÅ Ç×ÁÅ þÍ êÅá´î Áå¶ ÇÃ¼ÇÖÁÅ ÇÂÕÅÂÆÁ» (Units) ÇåÁÅð Õðé ñÂÆ NOS îÅêç¿â» ç¶
ÁÅèÅð å¶ ÇòòÃÅÂ¶ éÅñ Ã¿ì¿èå î¹¼Ö Ãîð¼æåÅò»ÇÜò¶º Ç×ÁÅé, Õ¹ôñåÅ, ï¯×åÅ ÁÅÇç çÆ êÛÅä ÕÆåÆ
×ÂÆÍ

ÇÂÔ ÁÇíÁÅÃ-ê¹ÃåÕ ÇòÇçÁÅðæÆ ù ð¼àÅ ñÅÀ¹ä å¯º òðÜçÆ þ Áå¶ êÅá´î ù Ç÷ÁÅçÅ ñÚÕÆñÅ
ìäÅÀ¹ºçÆ þ å» Ü¯ ò¼Öð¶ ò¼Öð¶ ÇòÇôÁ» ÇòÚÅð¶ ÃÆîÅò» ù å¯ÇóÁÅ ÜÅ ÃÕ¶Í ÇÂÃ ê¹ÃåÕ Çò¼Ú Ã¯Ú ÇòÚÅð
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Áå¶ Û¯à¶-ÃîÈÔ» Çò¼Ú òÅç-Ã¿òÅç, ÚðÚÅ Áå¶ åÜðì¶ ù òèÅÀ¹ä òÅñÆÁ» ÇÕÇðÁÅò» ù Ç÷ÁÅçÅ îÔ¼åò
Çç¼åÅ Ç×ÁÅ þÍ ÇÂÔ ÃÅðÆÁ» ÕÅðòÅÂÆÁ» AIHF çÆ ðÅôàðÆ Çò¼ÇçÁÅ éÆåÆ ç¹ÁÅðÅ êÌåÅÇòå
ÇÃ¼ÇÖÁÅðæÆ-Õ¶ºçÇðå Çò¼ÇçÁÕ êÌäÅñÆ ç¶ éÅñ ÇÂ¼Õ Ã¹ð Ôé å¶ ÇÂÃçÆ êÌÅêåÆ ò¼ñ ÔÆ ÇÂ¼Õ Õçî ÔéÍ

ÇÂÃ Õ¯Çôô çÆ ÕÅîïÅìÆ ÇÂÃ ×¼ñ å¶ Çéðíð Õð¶×Æ ÇÕ ÃÕÈñ» ç¶ ÇêÌ³ÃÆêñ Áå¶ ÁÇèÁÅêÕ ì¼ÇÚÁ» ù
ÁÅêä¶ å½ð å¶ ÇÃ¼Öä Áå¶ ÁÅêäÆ ÕñêéÅ ðÅÔÆº êÌôé ê¹¼Ûä ñÂÆ ÇÕ¿éÆ Õ¹ êÌ¶ðéÅ Çç¿ç¶ ÔéÍ Õ¹ôñåÅ
ÇòÕÅÃ ÇÕÇðÁÅò» Çò¼Ú ÇÃ¼ÇÖÁÅðæÆ çÆ ôîÈñÆÁå Áå¶ ×¹ä» Áå¶ ðÚéÅåÇîñÕåÅ ù ×ÌÔä ÕðéÅ å» ÔÆ
Ã¿íò Ô¯ò¶×Å, Ü¶Õð ÁÃÆº ÇòÇçÁÅðæÆ ù Ãð¯å¶ òÜ¯º éÔÄ ìñÇÕ ÇÃ¼ÇÖÁÅ êÌÇÕÇðÁÅ ç¶ ÇÔ¼Ã¶çÅð òÜ¯º ôÅîñ
Õð»×¶Í ÇÂÔé» àÆÇÚÁ» çÆ êÌÅêåÆ ñÂÆ ÃÕÈñ» ç¶ Çé¼åé¶î Áå¶ ÕÅðÜ ÇòèÆ Çò¼Ú ÕÅøÆ åðîÆî ÕðéÆ
êò¶×ÆÍ ç¼ÃÆÁ» Ô¯ÂÆÁ» ÇÕÇðÁÅò» ù ñÅ×È Õðé òÅÃå¶ Áå¶ À¹åÃÅÔ ù ìäÅÂÆ ð¼Öä òÅÃå¶ ÃÕÈñ ç¶
àÅÂÆî à¶ìñ Çò¼Ú ñÚÆñÅêé ÇñÁÅÀ¹äÅ Ô¯ò¶×Å Áå¶ êÅá´î Áå¶ ÇÃÖñÅÂÆ òÅÃå¶ ÁÇèÁÅêé Ççé»
Çò¼Ú òÅèÅ ÕðéÅ Ô¯ò¶×ÅÍ
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ÕÅðÜ ê¹ÃåÕ ìÅð¶ ÜÅäÕÅðÆ
ieh vrkbuk quhwnUM pwT IT107-NQ2012: “eI-myl” nUM smJx Aqy pUrw krn ivc quhwfI mdd
krygI[quhwnMU AiDAwpk jW trynr dy mwiDAm rwhIN ies vrkbuk dw AiDAYn AwpxI klwsrUm jW
pRXogSwlw ivc kr skdy ho[

A`j dy smyN Anuswr ij`Qy hr pwsy mukwblw hY quhwfy igAwn ivc vwDw krn Aqy quhwfw hunr inKwrn leI
ies vrkbuk nUM BwgW ivc vMifAw igAw hY[hryk Bwg nUM ies qrHW Cotw bxwieAw igAw hY ik ies nMU
AswnI nwl piVAw Aqy iliKAw jw skdw hY[AYnImytf qsvIrW Aqy iemyj rwhIN tYkst nUM jIvq
drswieAw igAw hY Aqy tYkst nMU XUjr(quhwfy) nwl rU-b-rU (ieMtrYkitv) bxwieAw igAw hY[qusIN Kud
AwpxI smJ jW Awpxy AiDAwpk dI mdd nwl AwpxIAW audwhrxW bxw skdy ho[AwE dyKIey ik ies
Bwg ivc quhwfy leI kI hY[

Bwg-1 jwx-pCwx

ieh Bwg quhwnUM XUint dy ivSy bwry jwx-pCwx krvwauNdw hY[ieh quhwnMU ieh vI ds̀ygw ik qusIN ies XUint
dy vK̀ –vK̀ BwgW ivc qusIN kI isK̀ogy[

Bwg-2 sbMDq igAwn

ieh Bwg ies ivc mOjUd ivSy bwry quhwnMU ivsQwr ivc ds̀ygw[ies Bwg duAwrw id`qy igAwn nUM smJ ky
qusIN kuJ ikirAwvW kr skdy ho[quhwnMU ies Bwg ivc idq̀I jwxkwrI nUM cMgI qrW smJ ky pVnw cwhIdw
hY[ ies qoN bwAd hI AiBAws nUM krnw cwhIdw hY[

Bwg-3 AiBAws

hr Bwg dI AiBAws idq̀I hY jo ik quhwnUM smyN isr pUrI krnI cwhIdI hY[qusIN Awpxy klws rUm,Awpxy
Gr Aqy AwpxI pRXogSwlw ivc ieh ikirAwvW krogy[ies Bwg ivc mOjUd ikirAwvW quhwfy igAwn ivc
vwDw krn, hunr ilAwaux Aqy Awqm-ivSvws vDwaux ivc quhwfI mdd krngIAW ijs nwl qusIN Awpxy
kMm nUM vDyry kuSlqwpUrvk qrIky nwl AwpxI pRXogSwlw ivc kr skogy[ieh sB ikirAwvW quhwnUM Awpxy
AiDAwpk jW trynr dI dyK-ryK hyTW krnIAW cwhIdIAW hn jo ik quhwnUM ieh ikirAwvW pUrw krn ivc
mdd krn Aqy pUrw krn qooN bwAd quhwnUM ies bwry quhwfy duAwrw kIqI ikirAw dy bwry auicq igAwn jW
slwh dyxgy qW ik qusIN Awpxy Awp nUM hor vDyry kuSlqw nwl ies ikirAw nUM kr sko[ies qrHW krn
leI Awpxy AiDAwpk jW trynr nwl iek tweIm tybl iqAwr kro ijs dy inXmW nUM sKqI nwl pUrw
krnw XkInI bxwieAw jwvy[Awpxy AiDAwpk jW trynr koloN kuJ nw smJ Awaux dI sUrq ivc pùCx qoN
guryj nw kro[

Bwg-4 AsYsmYNt

ies Bwg ivc idq̀y pRSn quhwfI kuSlqw nUM jWcx leI hoxgy[quhwfy leI ieh jrUrI hY ik Agly Bwg ivc
jwx qoN pihlW quhwnUM ies Bwg dy swry au~qr AwauNdy hox[

ies XUint dy AMq ivc isKlweI dy sroqW dI sUcI drsweI geI hY ijs ivc ikqwbW, jrnl, inaUzlYtr,
vYbswiet Awid Swiml hn jo ik AglyrI isKlweI ivc quhwfI mdd leI hn[
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Bwg 1: eI-myl nwl jwx-pCwx

ies sYSn dOrwn qusIN eI-myl bwry Aqy Awnlwien eI-myl Kwqy nUM bxwaux dy kdmW bwry rU-b-rU
hovogyy[

sbMDq igAwn

ielYktRoink myl (eI-myl) iek ibjleI sMdyS huMdw hY jo  ik ieMtrnYt/nYtvrk rwhIN iek XUjr qoN
dUjy XUjr q`k phuMcdw hY[eI-myl iek tYkst qy ADwirq myl huMdI hY ijs ivc tYkst huMdw hY Aqy
PweIlW juVIAW huMdIAW hn[ienHW juVIAW hoeIAW PweIlW ivc qsvIrW, fwkUmYNt, sprY~fSIt,
AwfIE PweILW Aqy vIfIE PweIlW ho skdIAW hn[eI-myl dIAW ivSySqwvwN hyT ilKy Anuswr
hn:

eI-myl iek jW iek qoN ijAwdw ivAkqIAW nUM ieko smyN ByjI jw skdI hY[

eI-myl pRwpq krqw ies nUM AwpxI shULq Anuswr Kol skdw hY[

ikauNik ieMtrnYt qy sMdyS ibjleI qOr qy jWdy hn[ies leI ieh lokW nwl juVn dw sB qoN
qyj qrIkw hY[ieh lok quhwfy AwiPs, Gr,iksy iemwrq jW  sMswr ivc ikqy vI ho skdy
hn[

eI-myl sMdySW nUM iksy vI smyN qy ByijAw jW pRwpq kIqw jw skdw hY[ iehnW sMdySW nUM
nYtvrk (AwiPs nYtvrk jW ieMtrnYt) rwhIN ByijAw jWdw hY[

AwpxI ie`Cw Anuswr Byjy gey eI-myl sMdyS dI kwpI Byjx vwlw Awpxy kMipaUtr dy  eI-myl
Kwqy ivc syv r`K skdw hY qW ik ies dI dubwrw vrqoN kIqI jw sky[

sMdyS Byjx qoN ielwvw, eI-myl rwhIN fwkUmYNt nUM vI AtYcmYNt dy qOr qy ByijAw jw skdw hY[

eI-myl ivc postl myl dI qrHW hI kuJ smwnqwvW hn[

o postl sMdyS nUM postl AYfrys qy ByijAw jWdw hY[eI-myl nUM eI-myl pqy qy ByijAw jw
skdw hY[eI-myl dw pqw postl myl qoN kwPI Cotw huMdw hY[

o postl sMdyS dI qrHW hI, eI-myl Byjx vwlw sMdyS nUM ilK ky ies nUM eI-myl pqy qy Byj
idMdw hY[

o postl sMdyS nUM Awm qOr qy fwkIey rwhIN Gr dy bwhr sMdyS-bwks ivc pwieAw jWdw
hY[iesy pRkwr eI-myl sMdyS  nUM eI-myl dy inbox rwhIN pRwpq kIqw jWdw hY[

o postl sMdyS, Byjx vwly dy post AwiPs qoN postl b`s/tryn/hvweI dw sPr krdI hY
jd ik eI-myl sMdyS  ibjleI rUp ivc ieMtrnYt jW kMipaUtr nYtvrk rwhIN jWdy
hn[
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pRwpq krqw eI-myl nUM pV skdw hY, ies nUM A`gy  Byj  skdw hY(Pwrvrf),jW ies dw
au~qr dy skdw hY(rIplweI)[pRwpq krqw eI-myl nUM stor jW fIlIt kr skdw hY[

eI-myl dw pqw :

eI-myl dI vrqoN krn leI XUjr kol eI-myl dw pqw hoxw jrUrI huMdw hY[eI-myl AYfrys rwhIN hI
sMswr ivc ikqy vI sMdyS ByijAw jW pRwpq kIqw jw skdw hY[eI-myl sMdyS dy do Bwg huMdy hn joik
icMnH @(at the rate)  nwl juVy huMdy hn[pihlw Bwg XUjr dw nwm d`sdw hY Aqy dUjy Bwg host
kMipaUtr dw nwm d`sdw hY[eI-myl AYfrys kuJ ies pRkwr dw huMdw hY[

ram962@gmail.com
preetha1a2b@outlook.com
sudipta123@yahoo.co.in

eI-myl syvw:

eI-myl syvw do pRkwr dIAW huMdIAW hn :

AYplIkySn qy ADwirq eI-myl XUjr dy kMipaUtr qy lof huMdI hY[myl XUjr dy kMipaUtr(Aqy
sYNtrl srvr Kws auhI AwrgynweIjySn) qy stor huMdI hY[kuJ eI-myl qy ADwirq
AYplIkySn pRogrwm hn :
o Microsoft Outlook
o Mozilla Thunderbird
o Opera
o Foxmail Awid[

XUjr dw eI-myl Kwqw ieMtrnYt srivs pRovwiefr(ISP)  jW ieMtrnYt qy iksy muPq eI-myl
syvw pRdwn krn vwly qoN bixAw hoxw cwhIdw hY[

vYb qy ADwirq eI-myl nUM sMswr ivc ikqy vI ieMtrnYt nwl juVy kMipaUtr rwhIN vriqAw jw
skdw hY[vYb qy ADwirq eI-myl XUjr dy kMipaUtr qy stor nhIN huMdI[bhuq swrIAW vYb
ADwirq eI-myl hn ijvyN ik gmail.com,outlook.com,yahoo.com Awid[

eI-myl sMdyS nUM PwrmYt krnw

eI-myl sMdyS PwrmYt iksy vI eI-myl swPtvyAr ivc cwhy auh AYplIkySn ADwirq hovy jW vYb
ADwirq hovy dy swNJy q`q huMdy hn[XUjr dI skrIn qy cwhy ies dI id`K Alg̀ hovy pr ies dy
hryk q`q dw  kMm auhI huMdw hY[

From Byjx vwly dy eI-myl dw pqw

To pRwpq krn vwly dy eI-myl dw pqw

Date eI-myl Byjx dw smW
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Subject sMdyS dw ivSw

CC dUsry lokW dw eI-myl pqw ijnHW nUM eI-myl dI kwpI ByjxI hY[ eI-myl pRwpq
krqw aunHW swirAW dw eI-myl dw pqw dyK skdw hY ijnHw nUM ieh eI-myl ByjI
geI hY[(ies dw pUrw rUp kwrbn kwpI hY[)

Bcc aunHW lokW dw eI-myl AYfrys ijnHW nUM eI-myl dI blwieMf kwrbn kwpI ByjxI
hY[ies ivc pRwpq krqw dUijAW dw eI-myl AYfrys ijnHW nUM ies dI kwpI
ByjI hY nhIN dyK skdw[

Message ies ivc Byjy jwx vwly sMdyS dw tYkst Aqy AtYcmYNt huMdI hY[
Body

icq̀r 1 ivc kuJ Awm vrqIAW jWdIAW eI-myl AYplIkySnW dy sMdyS PwrmYt idKwey gey hn[
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Bwg 2 : gmail.com dI vrqoN krky iek eI-myl Kwqw
(AkwaUNt) bxwauxw

eI-myl dI vrqoN krn qoN pihlW ,eI-myl AYfrys dw hoxw jrUrI huMdw hY[ies Bwg ivc qusIN gmail
dI vrqoN krky iek eI-myl Kwqw (AkwaUNt) bxwauxw is`Kogy[Agly Bwg ivc qusIN AwaUtluk dI
mdd nwl eI-myl Kwqw bxwauxw is`Kogy[ies nwl qusIN dohW AYplIkySnW ivc smwnqwvW Aqy AMqr
nUM cMgI qrHW smJogy[

sbMDq igAwn

Awpxw gmail Kwqw bxwaux leI quhwnUM iek vYb  bRwaUjr Aqy iek ieMtrnYyt kunYkSn dI
jrUrq pvygI[

vYb bRwaUjr nUM Kolo[

AYfrys bwr qy www.gmail.com twiep kro[quhwfy swhmxy icqr 1 nwl imldw–juldw iek
pyj Kùlygw[

Create Account  AwpSn qy kilk kro Aqy Agly kdm vl̀ vDo[

Sign up qy kilk krn qoN bwAd quhwfy swhmxy keI KyqrW vwlw iek Pwrm Kulỳgw jo ik
quhwfy qoN ienHW sbMDI ienput dI mMg krygw[ieh icq̀r 2 ivc idKwieAw igAw hY[
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Lwg-ien Aqy XUjrnym nUM cuxnw

Lwg-ien leI nwm nUM cuxnw klw Aqy Awm igAwn dw imSrx hY[ikauNik ieh quhwfy eI-myl pqy
nUM drswauNdw hY, AsIN quhwnUM slwh dyvWgy ik qusIN ies bwry iDAwn nwl soco[eI-myl AYfrys
XUnIk hoxw cwhIdw hY ies dw mqlb hY ik iek eI-myl AYfrys dohW ivAkqIAW dw nhIN ho
skdw[ies dI koeI gwrMtI nhIN hY ik quhwfy vl̀oN qrjIh id`qy nwm dw eI-myl AYfrys auplb̀D
hovygw[hyTW Lwg-ien Aqy XUjrnym nUM cuxn leI kuJ suJwv id`qy gey hn[

pihlW cY~k kro ik quhwfy nwm, pihlw nwm, AwKrI nwm jW pihlw nwm+AwKrI nwm
audwhrx shalini jW dalal jW shalinidalal jW bhuq lokipRA firstname.lastname ivc lwg-
ien auplb̀D hn jW nhIN[ audwhrx:(shalini.dalal jW dalal.shalini)[Awpxy nwm qy hI jy
quhwfw eI-myl AYfrys bx jwvy qW ieh quhwfI KuSiksmqI hovygI ikauNik ies nwm dy keI
hor vI hoxgy[quhwfw nwm sOKw hoxw cwhIdw hY ies nUM AswnI nwl Xwd r`iKAw jw sky qwN jo
quhwfy nwl juVn vwly lokW nUM koeI muSikl nw Awvy[

qusIN Awpxy pihlw nwm Aqy jnm imqI qoN
iml ky vI ies nUM bxw skdy ho[audwhrx
leI: vicky15

jdoN qusIN krsr nUM Agly ienput PIlf
pwsvrf qy lY ky jwEgy jy quhwfy vl̀oN id`qw
XUjrnym nw auplb̀D hoieAw qW ieh sMdyS nUM
idKwvygw[ieh sMdyS icq̀r ivc idKwieAw
igAw hY[qusIN XUjrnym qy dubwrw jwky ies nUM
bdl skdy ho[

o AwpxI eI-myl leI pwsvrf nUM cuxnw:AwpxI eI-myl nUM  mjbUq pwsvrf nwl
sur`iKAq krnw bhuq jrUrI huMdw hY[aus kIz dy ie`kT bwry soco jo ik quhwnUM mjbUq
pwsvrf dy skdy hn[ vf̀y A`KrW Aqy Coty A`KrW Aqy ifjIt dy sumyl qoN bixAw
pwsvrf mjbUq huMdw hY[quhwnUM pwsvrf nUM do vwr AYNtr krnw pvygw[qusIN bwks
“Remember me on this computer” nUM cY~k kIqy bgYr Cf̀ skdy ho[

o AwpxI pihcwx(lVkw/lVkI) Aqy jnm imqI dwKl kro[

o Current email address : jy quhwfw koeI eI-myl AYfrys pihlW qoN bixAw hY qW qusIN
aus AYfrys nUM ies ivc dwKl kr skdy ho jW ies nUM KwLI Cf̀ skdy ho[

o swibq krnw ik qusIN robot nhIN ho: qsvIr ivc idKwey gey krYktrW nUM tweIp
kro[ies dI jrUrq ies leI hY ik gmail jwxnw cwhuMdI hY ik ienput iksy ienswn
vl̀oN kIqI jw rhI hY nw ik iksy AwtomYtf pRogrwm vl̀oN[

o sB kuJ krn qoN bwAd qusIN syvw sbMDI SrqW qy “I accept” AwpSn qy kilk kr
skdy ho[“Create my account” btn qy kilk kro ijs nwl quhwfw gmail Kwqw bx
jwvygw[
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o Next qy kilk kro[quhwnUM pRoPweIl ivc Poto joVn leI ikhw jwvygw[qusIN ies kdm nUM
skip kr ky A`gy jw skdy ho[

o quhwfw gmail Kwqw bx jwvygw Aqy icq̀r Anuswr inbox Kùl jwvygw[

o Awpxy eImyl AYfrys Aqy pwsvrf nUM sur`KiAq sQwn qy r`Ko[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1 gmail dI vrqoN kridAW Awpxw eI-myl AkwaUNt Kolo[
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Bwg 3: OUTLOOK.COM dI vrqoN kridAW Awpxw eI-myl
Kwqw bxwE

pihlW AiBAws ivc qusIN gmail dI vrqoN kridAW Awpxw eI-myl AYfrys bxwieAw sI[ ies
AiBAws ivc qusIN AwaUtluk rwhIN eI-myl bxwauxw is`Kogy[ies dy leI vI lgBg auhI kdm hn
blik ies qoN sOKy hn[

sbMDq igAwn

AwaUtluk ivc Awpxw eI-myl AkwaUNt bxwaux leI quhwnUM vYb bRwaUjr Aqy ieMtrnYt dI
jrUrq pvygI[Awpxy bRwaUjr dI AYfrys bwr qy www.outlook.com twiep kro[qusIN icq̀r
1 Anuswr pyyj dyKogy[

AwpSn sign up nUM cuxo[(dyKo icq̀r 1)

swien Ap ilMk qy kilk krn qoN bwAd, iek Pwrm idKygw[ies dy icq̀r 2 Anuswr keI
PIlf hoxgy jo ik Brny jrUrI hn[swry PIlfW nUM ienput dyx auprMq “I accept” qy kilk
kro[
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swrI TIk ienput dyx qoN bwAd outlook.com dw inbox Kùl jwvygw[ieh icq̀r 3 Anuswr
idKygI[

hux q`k qusIN eI-myl dI PRI syvw pRdwn krn vwly do srivs pRovwiefrW rwhIN eI-myl nUM bxwauxw
is`K cu~ky ho[iDAwn id`qw jwvy ik pVqwl leI mMgI geI sUcnw G~t, v~D jW brwbr ho skdI
hY[qusIN AglIAW AiBAwsW leI ienHW ivcoN koeI vI eI-myl vrq skdy ho[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro :

lVI nM ikirAw

1 AwaUtluk dI vrqoN kridAW iek eI-myl AkwaUNt nUM Kolo[
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Bwg 4 : eI-myl dy pqy qoN lY ky eI-myl dI vrqoN q̀k

qsvIr 1 Aqy 2 ivc qusIN do Alg̀-Alg̀  vYb ADwirq eI-myl AYplIkySnW dI vrqoN krky eI-
myl AYfrys nUM iqAwr kIqw sI[quhwnUM  vYb ADwirq eI-myl AYplIkySn vrqx leI ieMtrnYt
kunYkSn dI jrUrq pYNdI hY ikauNik quhwfI swrIAW eI-myl Aqy sbMDq fwtw eI-myl dI suivDw
pRdwn krwaux vwly dy kMipaUtr qy ipAw huMdw hY[ieh quhwfy kMipaUtr qy stor nhIN huMdw[
ies Bwg dy bwkI ihs̀y ivc qusIN AYplIkySn ADwirq eI-myl swPtvyAr dI vrqoN krogy ijvyN ik
qusIN vrf pRosYisMg, sprY~fSIt Aqy pRYNjtySn swPtvyAr dI vrqoN krdy ho[

sbMDq igAwn

eI-myl swPtvyAr bhuq swry huMdy hn ijvyN ik Microsoft Outlook,Mozilla Thunderbird, Opera,
Foxmail Awid[quhwnUM ienHW ivcoN iksy iek nUM kMipaUtr qy lof krnw jrUrI hY[qusIN ienHW
swPtvyArW nUM aus vkq vI vrq skdy ho jdoN ieMtrnYt jW nYtvrk mOjUd nw hovy pr eI-myl Byjx
Aqy pRwpq krn leI quhwnUM ieMtrnYt kunYksn dI jrUrq pvygI[audwhrx leI ijvyN ik ies
AiBAws ivc eI-myl AYplIkySn swPtvyAr dI vrqoN is`Kx leI  Microsoft Outlook dI vrqoN
kIqI geI hY[

eI-myl swPtvyAr nwl SurUAwq krnI

SurUAwq krn leI qusIN au~pr id`qy iksy vI swPtvyAr nUM vrq skdy ho[eI-myl dI SurUAwq krn
leI AsIN quhwnUM Microsoft Outlook jW Mozilla Thunderbird swPtvyAr dI vrqoN krn dw suJwv
idMdy hW[ieh XkInI bxwE ik ieh swPtvyAr quhwfy kMipaUtr ivc pihlW qoN hI auplb̀D
hn[qusIN Microsoft Outlook swPtvyAr nUM SurU krn leI hyTW id`qy iksy vI stYp dI vrqoN kr
skdy ho[

1. jy fYsktwp qy auplb̀D hovy qW  Microsoft Outlook dy AweIkwn qy fbl kilk kro[ jW

2. start  All program  Microsoft Office  Microsoft Office Outlook qy kilk kro[

jy qusIN ies qoN ielwvw koeI hor eI-myl AYplIkySn swPtvyAr vrqdy ho qW aus nUM vI SurUAwq
krn dy kdm lgBg imldy –juldy hI hoxgy[

Microsoft Outlook nUM SurU krn qy qusIN icq̀r 1 ivc idKweI geI qsvIr smwn skrIn
dyKogy[skrIn dy kuJ ihs̀y qsvIr ivc idKwey gey hn[ies dI id`K Alg̀-Alg̀ eI-myl
swPtvyArW jW Microsoft Outlook dy versions Anuswr bdl skdI hY[
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eI-myl swPtvyAr ivc eI-myl AYfrys dwKl krnw jW joVnw

eI-myl dI vrqoN SurU krn leI quhwnUM swPtvyAr nUM Awpxw eI-myl AYfrys d`sxw jrUrI
hovygw[(ijhVw ik qusIN ipClIAW AiBAwsW ivc bxwieAw sI)[stYp hyT ilKy Anuswr hn:

File  Add new Account nUM cuxo[
icq̀r 2 Anuswr fwielwg bwks Kùlygw[
Awpxw nwm,eI-myl dw pqw Aqy pwsvrf
jo ik qusIN eI-myl dw Kwqw bxwaux vyly
id`qw sI, dwKl kro[Next qy kilk kro[
icq̀r 3 Anuswr fwielwg bwks Kùl
jwvygw[eI-myl AYplIkySn quhwfy eI-myl
srivs pRovwiefr nwl juVygI[jy quhwfy
vl̀oN id`qI sUcnw shI hY qW ieh eI-myl
AYfrys nUM eI-myl swPtvyAr ivc joV
dyvygw[(not:ies kdm nUM krn leI ieh
XkInI bxwE ik quhwfw kMipaUtr
ieMtrnYt nwl juiVAw hovy)
hux qusIN ies eI-myl swPtvyAr dI vrqoN
krky eI-myl nUM Byj jW pRwpq kr skdy
ho[ieh icq̀r 4 Anuswr skrIn qy
idKwvygw[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1 eI-myl swPtvyAr ivc eI-myl AYfrys nUM joVo[
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Bwg 5 : eI-myl sMdyS ilKxw

qusIN hux eI-myl dI vrqoN kr skdy ho[

sbMDq igAwn

eI-myl swPtvyAr(ipClI AiBAws ivc isKwey Anuswr) nUM Awpxy kMipaUtr qy SurU kro[quhwfI
swhmxy icq̀r 1 Anuswr imldI –juldI skrIn AweygI[

AwpSn New e-mail nUM cuxo[iek KwlI eI-myl skrIn Kùl jwvygI[qusIN ies dI vrqoN
icq̀r 2 Anuswr eI-myl sMdyS ilKx leI kr skdy ho[

eI-myl skrIn dy Bwg hyTW idq̀y gey hn :

o “To”: aus ivAkqI dw eI-myl AYfrys ijs nUM eI-myl ByjxI hY[
o “Subject”:ie`Qy eI-myl dw ivSw ilKo[mYsyj bwks ivc eI-myl dw mu~K  sMdyS ilKo[
o “Send”:eI-myl sMdyS ilKx qoN bwAd ies btn ƒ dbw ky eI-myl Byj idE[

sB qoN pihlW ieh eI-myl  swPtvyAr dy AwaUtbwks ivc jwvygI[jy qusIN ieMtrnYt nwl juVy ho
qW eI-myl AwaUtbwks coN inkl ky pRwpq krqw nUM ieMtrnYt rwhIN jweygI[pRwpq krqw Awpxy eI-
myl swPtvyAr dw inbox Kol ky Aqy eI-myl nMU fwaUnlof krky pV skdw hY [pRwpq krqw nUM eI-
myl Byjx Aqy pRwpq krn leI ieMtrnYt dI jrUrq hY[

Figure 1
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pRBwvI eI-myl ilKx leI suJwv

1. ikauNik bhqu swry eI-myl pRogrwm ivc Spam filter lg̀w huMdw hY[ies leI ieh XkInI
bxwE ik quhwfy eI-myl dy ivSw iek Sbd ijvyN ik “Thanks” jW “Hello” nw hovy nhIN qW
ieh inbox ivc jwx dI bjwey Spam POlfr ivc cly jwxgy[ivSw ArQXukq hoxw cwhIdw
hY jo ik pRwpq krqw nUM eI-myl sMdyS dI Jlk d`sdw hovy[

2. ieh mMndy hoey ik sMdyS pVn vwly kol smyN dI kmI ho skdI hY ies leI sMdyS nUM  hmySW
Cotw,swDwrx Aqy is`DI BwSw ivc iLKo[qW ik auh AswnI nwl sMdyS dw mqlb smJ sky[

3. kdy vI eI-myl sMdyS ivc SMS sMdyS dI qrHW Sbd Swtkt (plz cud v meet dis Monday)
nw vrqo[

4. pRwpq krqw nUM ilKx leI formal and informal letters Bwg ivc id`qy suJwv Anuswr
PwrmYt dI vrqoN kro[Dear sir/Madam, formal eI-myl ivc ivc vriqAw jw skdw hY ijs
dw qusIN nwm nhIN jwxdy[pr informal eI-myl ivc ivAkqI dw pihly nwm nwl hI aus nUM
ilKxw cwhIdw hY[

5. ieh XkInI bxwE ik quhwfI pihcwx pVn vwly nUM AswnI nwl ho jwey[jy qusIN socdy ho ik
pVn vwlw quhwnUM quhwfy eI-myl qoN nhIN pihcwx skdw(audwhrx leI jy quhwfw eI-myl
AYfrys ms2012@gmail.com hY) qW ieh XkInI bxwE ik qusIN Awpxw pUrw nwm (Awpxw
sQwn) eI-myl dy AMq ivc ilK id`qw hY[6. Proofread ! ieh Xwd r`Ko ik iek vwr “send” btn nUM dbwaux qy eI-myl quhwfy vl̀oN clI
jwvygI ies leI ies pRkwr krn qoN pihlW ies nUM pV ky XkInI bxw lE ik ies ivc
koeI glqI nhIN hY[

7. formal Aqy informal siQqI ivc AMqr[imq̀rW dy drimAwn qusIN Awpxy jjbwqW nUM
smweIlIj ijvyN ik Byj skdy ho pr formal myl ivc auhI inXmW  nUM vrqo jo ik formal
letter Bwg ivc pihlW d`sy gey sn[

8. Politeness count! “Please”,”Thank You” Aqy inmrqw Bry SbdW dI vrqoN ijvyN ik “May
I please request you…” hmySW aupXogI huMdy hn[

9. “cc” nUM vrqx vyly hmySW swvDwn rho[ies nUM hmySW aus vyly vrqoN jdoN qusIN cwhuMdy ho ik
quhwfy mùK pRwpq krqw nUM ieh pqw hovy ik ies dI kwpI ienHW nUM vI ByjI geI hY[jy qusIN
auhI sMdyS iek qoN ijAwdw ivAkqIAW nUM Byjxw cwhuMdy ho qW ies nUM “cc” ivc ilKx dI
bjwey “”To” ivc hI ilKo[

10. AMq ivc qusIN hyTW id`qy iksy Sbd dI vrqoN kr skdy ho[
- Best Regards
- Regards
- Best wishes

“Yours Sincerely” jW “Yours faithfully” pq̀rW dI qrHW eI-myl ivc Awm Sbd nhIN hn[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM. ikirAw

1 eI-myl sMdyS ilKo[
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Bwg 6: eI-myl sMdyS pRwpq krnw Aqy au~qr dyxw

sbMDq igAwn

jdoN qusIN eI-myl pRwpq krdy ho qW hyTW idìqAW ivcoN koeI kwrvweI kr skdy ho:

o pVo Aqy ies nUM bMd kr idE[eI-myl
quhwfy inbox ivc hI rhygI[

o pVo Aqy ies nUM fIlIt kr idE[eI-
myl inbox ivcoN fIlIt ho jwvygI Aqy
trash jW deleted Polfr ivc clI
jwvygI[

o ies dw au~qr dyx leI reply AwpSn dw cuxwv kro[ies ivc eI-myl Byjx vwly dw pqw
Apxy Awp “To” PIlf ivc  Aw jwvygw[qusIN eI-myl sMdyS ilK ky ies nUM Byj skdy ho[

o Reply All : ies ivc eI-myl swry Byjx vwilAW nUM Aqy swry eI-myl pqy jo ik “To” jW cc
PIlf ivc ilKy hox nUM  ByjI jWdI hY[

o Forward : ies ivc koeI vI eI-myl pqw cuixAw nhIN jWdw[qusIN ies myl dw sMdyS ijs
nUM  Byjxw hY aus dw pqw Awp eI-myl ivc iLiKAw jWdw hY[

A`gy vDo Aqy AwpxI SRyxI dy 2-3 ividAwrQIAW nUM eI-myl Byjo[aunHW nUM vI quhwnUM eI-myl Byjx
leI kho[Aqy iPr au~pr id`qIAW AwpSnW dI vrqoN kr ky dyKo[ijMnHw qusIN pRYkits krogy aunHw
ijAwdw hI is`Kogy[purwxI khwvq Xwd r`Ko[“Practice makes a man perfect”

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM. ikirAw

1 Inbox   Kolo Aqy eI-myl sMdyS nUM pVo[
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Bwg 7: eI-myl irbn dI vrqoN

qusIN eI-myl irbn qy mOjUd kuJ AwpSnW bwry hux q`k jwx cu~ky ho[ies Bwg ivc qusIN eI-myl
ivc Awm  vrqIAW jWdIAW AwpSnW bwry is`Kogy[

sbMDq igAwn

hom tYb

o New item : eI-myl swPtvyAr dI vrqoN krky qusIN Contacts  (Address book),
appointments, Tasks  Awid nUM vI stor kr skdy ho[ieh AwpSn ies sB nUM krn
leI hY[

o Delete : qusIN eI-myl nUM cux ky ies AwpSn dI vrqoN krky ies nUM fIlIt vI kr
skdy ho[

o Unread/Read : eI-myl bwks ivc nvIAW eI-myl dy A`KrW dw rMg bolf huMdw
hY[iek vwr eI-myl dy Kùl jwx qoN bwAd ies dw rMg Awpxy Awp normal ho jWdw
hY[ies AwpSn dI vrqoN krky qusIN read(normal font) eImyl nUM Unread (bold font)
kr skdy ho[

o kuJ AwpSnW ijvyN ik reply Aqy forward qusIN pihlW hI vrq cuky ho[ies qoN ielwvw
hor AwpSnW bwry AsIN A`gy is`KwNgy[

ivaU tYb :

o ies tYb ivc bhqu swrIAW AwpSnwN mOjUd hn[ies
vkq AsIN icq̀r 2 ivc idKwey Anuswr iqMn AwpSnW
Aqy aunHW dy kMm bwry is`KwNgy[

ies qoN ielwvw hor tYbz Aqy AwpSnW bwry ie~Qy ivcwr-vtWdwrw nhIN kIqw jwvygw[qusIN ienHW
bwry A`gy is`Kogy[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM. ikirAw

1. hom Aqy ivaU tYb dI AwpSnwN dI pihcwx kro[

2. hom Aqy ivaU tYb dI vrqoN bwry d`so[
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Bwg 8: eI-myl sMdyS dy PwrmYt Aqy spYilMg nUM cY~k krnw

eI-myl swPtvyAr ivc tYkst nUM PwrmYt krn leI,spYilMg cY~k Aqy grwmr cY~k krn leI
byisk ivSySqwvW id`qIAW geIAW hn[qusIN ienHW sB bwry cMgI qrHW jwxU ho Aqy ienHW sB nUM vrf
pRosYsr Aqy sprY~fSIt dI vrqoN krdy smyN is`K cùky ho[

sbMDq igAwn

1. eI-myl sMdyS nUM PwrmYt krnw

qusIN irbn ivc tYkst nUM PwrmYt krn leI byisk
AwpSnW dyKogy[ijvyN ik icqr ivc idKwieAw hY ik
tYkst nUM PwrmYt krn leI ies ivc mOjUd
Awiekwn vrf pRosYsr ivc mOjUd AwpSnwN dI hI
qrHW hn[

eI-myl sMdyS Byjx(compose) leI  sMdyS nUM PwrmYt krn leI ienHW AwpSnW dI vrqoN
kIqI jWdI hY[audwhrx leI iek sMdyS hyTW id`qw igAw hY[pr qusIN Awpxw sMdyS vI ilK
skdy ho[

Dear Didi,

Today in our English class, we learnt how to greet a stranger. I am sharing some of the
questions, we can use while greeting a stranger.

Greeting a stranger :
Hello !
Good morning/afternoon/evening !
How do you do ?
My name is Aarti. May I know your name ?

I am going to practice using these greetings with at least two strangers every day. I will
do this for a full month. I will also share my experience with you at the end of the
month.

I hope you get good food in your hostel mess.

With love,
Shalini
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2. eI-myl sMdyS dy spYilMg nUM cY~k krnw :

eI-myl swPtvyAr ijs dI qusIN vrqoN kr rhy ho aus dy myn irbn dy au~qy
spY~l cY~k Aqy grwmr cY~k krn leI iek Awiekwn id`qw igAw hY[ies nUM
vrqx dw qrIkw auhI hY jo qusIN vrf  pRosYSr ivc vriqAw sI[

eI-myl sMdyS nUM ilKxw : ieh XkInI bxwE ik eI-myl sMdyS ilKx vyly qusIN ies ivc
kuJ grwmr sbMDI Aqy kuJ spYilMg sbMDI glqIAW ilK id`qIAW hn[ies qoN bwAd ienHW
glqIAW nUM TIk krn leI Spelling  and Grammer Awiekwn qy kilk kro[

icq̀r 2 ivc eI-myl sMdyS dI iek audwhrx id`qI geI hY[qusIN Kud vI koeI sMdyS iLK
skdy ho[

jy quhwfw swPtvyAr grwmr cY~k nhIN krdw qW grwmr nUM cY~k krn leI quhwnUM  ies ivc
Check Grammer AwpSn qy kilk krnw pvygw[ies nUM icq̀r 3 ivc idKwieAw igAw hY[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr- bwr kro[

lVI nM. ikirAw

1. eI-myl sMdyS dy tYkst nUM PwrmYt AwpSnW dI vrqoN krdy hoey AlweIn kro[

2. tYkst nUM bolf, ietYilk Aqy AMfrlwien kro[

3. spY~l cY~k dI vrqoN krdy hoey spYilMg dIAW glqIAW nUM TIk kro[
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Bwg 9 : eI-myl sMdyS nwl PweIL nUM joVnw (Attach krnw)

jdoN qusIN iksy pq̀r nUM envelope  ivc covering letter  nwl Byjdy ho qW qusIN ies ivc jrUrI
kwgjW nUM vI stYpl krky jW pypr kilp dI vrqoN krky pw idMdy ho[iesy pRkwr eI-myl sMdyS ivc
vI qusIN sMdyS dy nwl iek jW iek qoN ijAwdw PweIlW nUM Byj skdy ho[jdoN qusIN eI-myl nUM Byjdy
ho qW Pwiel ies dy nwl clI jWdI hY[pRwpq krqw eI-myl sMdyS Aqy PweIl nUM pV skdw hY[

lgBg cwhy iksy vI pRkwr dI PweIl ijvyN ik vIfIE, sMgIq, qsvIr, pRYNjtySn Aqy fwkUmYNt
Awid eI-myl duAwrw ByjI jw skdI hY[iPr vI AtYcmYNt nUM Byjx sbMDI kuJ SrqW hn ijvyN ik
PweIl dw Akwr Aqy AwigAwXukq PweIl AYkstYNSnW[

sbMDq igAwn

1. AtYcmYNt nUM Byjxw

ies AiBAws ivc qusIN AwpxI klws dy ividAwrQI nUM Awpxy kMipaUtr qy stor kIqI hoeI
PweIl nUM eI-myl rwhIN Byjxw is`Kogy[

1. nvW eI-myl sMdyS Byjx leI compose btn qy kilk kro[

2. eI-myl ivc mu~K sMdyS nUM ArQXukq ivSy nwl ilKo[ies dI audwhrx icq̀r 1 ivc
id`qI geI hY[
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3. icq̀r 2 Anuswr Attach btn qy kilk kro[iek fwielwg bwks kuJ PweILW nwl
Kùlygw[ijs PweIl nUM qusIN cuxnw cwhuMdy ho aus nUM cuxo[ieh PweIl koeI vI Aqy quhwfy
kMipaUtr ivc ikqy vI ho skdI hY[ieh jrUrI nhIN ik ieh icq̀r 2 vwlI PweIl hI
hovy[

4. PweIl dy nwm qy fbl kilk kro jW PweIl nUM cuxo[qusIN iek qoN ijAwdw PweIlW nUM
cuxn leI kMtrol kIA nUM dbw ky r`Kdy hoey hor PweILW qy kilk kro[Epn qy kilk
kro[cuxIAW hoeIAW PweIlW icqr 3 Anuswr eI-myl nwl AtYc ho jwxgIAW[
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qusIN iDAwn id`qw hovygw ik icq̀r 1, icq̀r 2 Aqy icq̀r 3 ivc irbn qy id`qw fIjweIn ijs qoN
qusIN jwxU ho, Alg̀ hY[ieh qsvIrW Mozilla Thunderbird swPtvyAr qoN leIAW geIAW hn[Ms-
Outlook ivc auhI icqr hyTW Anuswr hY[

not : mUL ADwr ijs qy ieh dovyN swPtvyAr kMm krdy hn auh brwbr hn[ies ivc AMqr kyvl
id`K dw hY[iek vwr iksy swPtvyAr dI vrqoN nwl jwxU hox qoN bwAd qusIN bjwr ivc aupl~bD
ies sbMDI iksy vI swPtvyAr nUM vrq skdy ho[

2. AtYcmYNt nUM pRwpq krnw

Inbox  ivc Awiekwn(Awm qOr qy pypr kilp icMnH)
jW sMdyS dy nwl bixAw icMnH quhwnUM d`sdw hY ik sMdyS
dy nwl koeI AtYcmYNt PweIl hY(dyKo icqr 5)[

qusIN AtYcmYNt nUM  ies qy kilk krky Kol skdy ho[

qusIN AtYcmYNt nUM File-> Save As AwpSn dI vrqoN
krky syv kr skdy ho[iPr PweIl nUM syv krn leI
iksy Polfr nUM cux skdy ho[
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AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1. eI-myl sMdyS nwl iek PweIl nUM joVo[

2. AtYcmYNt nUM fwaUnlof kro Aqy PweIl jW PweIlW nUM iksy ArQXukq nwm nwl
syv kro[

3. fwkUmYNt nUM dyKo[
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Bwg 10 : hYlp AwpSn dI vrqoN

eI-myl dI vrqoN krn smyN quhwnUM iksy AwpSn sbMDI muSikl Aw skdI hY ik ieh iks kMm leI
vrqI jWdI hY[keI GUI swPtvyAr hYlp ivSySqw nUM pRdwn krdy hn[ies leI quhwnUM kuJ smJx
leI iksy ikqwb nUM pVn dI jrUrq nhIN pYNdI ikauNik ies ivc sB kuJ id`qw huMdw hY[

sbMDq igAwn

eI-myl swPtvyAr ivc hYlp AwpSn dI vrqoN dI SurUAwq krn leI :

o Ms-Outlook ivc F1 nUM dbwE jW icMNnH
qy kilk kro[Awpxw pRSn src bwks
ivc ilKo[(icq̀r 1 Anuswr) Aqy iPr
AYNtr btn dbwE[

o Mozilla Thunderbird ivc F1 nUM dbwE
jW irbn au~qy Help AweIkwn qy kilk
kro[

o iek fwielwg bwks Kùlygw[mdd
sbMDI tYkst jW kIvrf nUM src
bwks ivc ilKo[audwhrx leI:

ijvyN ik qusIN PweIl nUM AtYc krn
bwry jwxnw cwhuMdy ho qW src bwks
ivc “Attach file” ilKo[

jy qusIN eI-myl sMdyS nUM fIlIt
krn bwry jwxnw cwhuMdy ho qW qusIN
“email delete” dwKl kr skdy
ho[

AiBAws leI (icq̀r 1 Anuswr) Ms-
Outlook dy src bwks ivc “Attach
file” kIvrf ilKo[

o icq̀r 2 Anuswr dwKl kIqy hoey kIvrf
nwl sbMDq swry Awnlwien twipkW jW
iviSAW dI sUcI idKygI[

o iksy iek cuxINdw ivSy qy kilk kro[

o ivSy sbMDI pyj Kùl jwvygw[Aqy ies
ivc kMm nUM krn leI  stYpW dI
qrqIb id`qI hoeI hovygI[(dyKo icq̀r 3)
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not: AwnlweIn iek vDIAw swDn hY pr keI vwr qusIN ieMtrnYt nwl nhIN juVy huMdy[jdoN
qusIN AwPlweIn huMdy ho qW src bwks quhwfIAW lokl PweIlW nMU lB̀dw hY Aqy src
nqIjw idKwauNdw hY[jdoN qusIN AwPlweIn src kr rhy huMdy ho qW AwnlweIn smg̀rI
auplb̀D nhIN huMdI[

o qusIN ivMfo dy swry tYkst nUM pVn leI s`jy pwsy qy mOjUd skrol bwr dI vrqoN kr skdy
ho[

o qusIN hYlp bwks dw Akwr vf̀w krn leI mYksImwiez btn dI vrqoN vI kr skdy
ho[

hux hyTW idq̀y kIvrf dI vrqoN kridAW hoieAW hYlp ivSySqw dI pRYkits kro[

o Sending Bcc

o Formatting email

o Print an email message

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1 ArQXukq kIvrf iLK ky  hYlp dIAW keI ivSySqwvW dI vrqoN kro[

Downloaded from https:// www.studiestoday.com

Downloaded from https:// www.studiestoday.com



(377)

Bwg 11: eI-myl sMdyS nUM ipRMt krnw

quhwnUM Byjy gey eI-myl sMdyS nUM qusIN AswnI nwl ipRMt kr skdy ho[ies nUM ipRMt krn dy auhI stYp
hn jo ik fwkUmYNt jW sprY~fSIt nUM ipRMt krn dy hn[

sbMDq igAwn

hux qusIN pRwpq kIqy eI-myl sMdyS nUM ipRMt kr skdy ho[

1. aus eI-myl sMdyS nUM Kolo ijs nUM qusIN ipRMt krnw cwhuMdy ho[

2. File-> Print qy kilk kro[

3. eI-myl sMdyS nUM ipRMt krn leI ipRMtr dw cuxwv kro[

4. ipRMt qy kilk kro[

isLYkt kIqy hoey ipRMtr qy eI-myl ipRMt ho jwvygI[ieh hyTW id`qy  icq̀r 2 Anuswr idKygI[

Downloaded from https:// www.studiestoday.com

Downloaded from https:// www.studiestoday.com



(378)

AiBAws ivc ipRitMg krn vyly AsIN default(standard) sYitMg dI vrqoN kIqI sI[ipRMt fwielwg
bwks vI swnUM ipRMitMg sbMDI sYitMg krn leI AwpSnW idMdw hY[(dyKo icqr 3)[audwhrx leI qusIN
auhI eI-myl sMdyS dIAW 5 kwpIAW nUM ipRMt krnw cux skdy ho[

A`gy vD̀dy hoey kuJ ipRMt AwpSnW nUM vrqo Aqy auhnW bwry jwxo[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr-bwr kro[

lVI nM ikirAw

1 Alg̀-Alg̀ stwielW Aqy AwpSnW dI vrqoN krdy hoey eI-myl sMdyS nUM ipRMt
kro[
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Bwg 12: CONTACT nUM joVnw (add) jW bdlxw

qusIN eI-myl swPtvyAr nUM vrqdy hoey iek AYfrys buk nUM vI iqAwr kr skdy ho[AYfrys buk
ivc name,name of company,designation,e-mail address, phone number, mobile number ,
residential address,office address, website URL, birthday, marriage anniversery Awid sbMDI
sUcnw r`KI jw skdI hY[kuJ eI-myl AYplIkySnW ijvyN ik Ms-Outlook ivc ies nUM Contact
kihMdy hn Aqy kuJ hor ivc ies nUM Address kihMdy hn[

sbMDq igAwn

1. contact  nUM joVnw(add) krnw

Ms-Outlook ivc contact dwKl krn leI hyTW idq̀y kdmW dI vrqoN kro :

o hom tYb qy new item AwpSn nUM cuxo[iPr Contact nUM cuxo[ iek KwlI Pwrm (icqr
1) Anuswr Kùlygw ijs ivc qusIN contact sbMDI sUcnw ilK skdy ho[ies ivc swry
kwlmW nUM Brnw jrUrI nhIN hY[
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sUcnw nUM dwKl krn qoN bwAd Save & close      btn qy kilk kro[Contact sbMDq sUcnw nwl
stor ho jwvygw[

Awpxy iek imq̀r Aqy ie`k irSqydwr dw Contact add kro[Awpxy nwl sbMDq sUcnw sbMDI
Contact nUM dwKl krnw nw Bùlo[

2. pihlW dwKl kIqy Contact ivc bdlwv krnw

Ms-Outlook ivc contact ivc bdlwv krn leI hyTW idq̀y kdmW
dI vrqoN kro :

o smJ lo ik quhwfy kol “Vibha Das” nwm dw koeI pihlW
dwKl kIqw Contact hY[

o hom tYb qy qusIN icq̀r 2 ivc idKwey Anuswr AweIkwn
dyKogy[

o icq̀r ivc idKwey Anuswr src bwks ivc “vibha Das” nwm dwKl kro Aqy AYNtr
kIA nUM dbwE[ icqr 3 Anuswr “vibha Das” nwm dw irkwrf Kùl jwvygw[

o qusIN iksy vI kwlm dI sUcnw nUM dwKl / bdlwv kr skdy ho jW KwlI kwlmW ivc
sUcnw Br skdy ho[

o Contact nUM syv Aqy kloj kr idE[
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3. Mozilla thunderbird dI vrqoN kridAW contact nUM add krnw jW bdlwv krnw

Mozilla Thunderbird  nUM joVn jW ies ivc bdlwv krn dy auhI byisk kdm hn [ AweIkwn Aqy
aunHW dy nwmW ivc Prk ho skdw hY[

o iek nvW AYfrys dwKl krn leI AYfrys buk ( dyKo icq̀r ivc) qy kilk kro[

o AYfrys buk Pwrm dw cwhy PwrmYt Alg̀ hovy pr Ms -Outlook  ivc iesy pRkwr dy
kwlm hn[(dyKo icqr 4)

o dwKl kIqI sUcnw nUM syv krn leI Ok qy kilk kro[

o purwxy Contact nUM lB̀x leI icq̀r 5 ivc idKwey Anuswr kwlm ivc nwm dwKl kro[

AiBAws

hyT ilKIAW ikirAwvW nUM bwr bwr kro[

lVI nM ikirAw

1. Contact List jW AYfrys buk ivc contact nUM dwKl kro[

2. Contact ivc bdlwv kro[

3. Contact nUM fIlIt kro[
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Bwg 13 : PolfrW dI vrqoN kridAW eI-myl sMdySW nUM swNBxw

mnu~KI qOr qy lok Awm qOr qy Byjx Aqy pRwpq krn vwly pq̀rW nUM  PweIlW ivc stor kr ky r`Kdy
hn[iesy pRkwr eI-myl sMdySW nUM AswnI nwl AYksys krn leI PolfrW dI vrqoN kIqI jWdI
hY[Polfr iek PweIl dI qrHW huMdy hn ijs ivc sbMDq eI-myl sMdySW nUM stor kIqw jw skdw hY[

sbMDq igAwn

eI-myl AYplIkySn ivc, jdoN iek eI-myl AkwaUNt ies nwl
juVdw hY kuJ Polfr Awpxy Awp bx jWdy hn [ icqr 1 ivc qusIN
kuJ Default PolfrW nUM dyK skdy ho[

o inbox ivc pRwpq kIqy eI-myl sMdyS huMdy hn[ieh lYtr
bwks dw ielYktRoink vrzn hY[

o Trash Polfr ivc fILIt kIqy eI-myl sMdyS huMdy hn[

o Sent mail Polfr ivc quhwfy vl̀oN dUsirAW nUM Byjy gey
eI-myl sMdyS huMdy hn[

qusIN iek nvW Polfr bxw skdy ho[

1. Polfr nUM bxwauxw

mMn lo qusIN Awpxy ipqw vl̀oN pRwpq kIqy swry  sMdySW nUM iek Polfr ivc r`Kx leI iek
Polfr dI rcnw krnw cwhuMdy ho[qusIN ies Polfr nUM “Father” nwm dyxw cwhuMdy ho[

o Polfr tYb qy inaU grùp ivc inaU Polfr qy kilk kro[

o iek fwielwg bwks Kùlygw (dyKo icqr 2)

o Polfr nUM cuxo ijs ivc qusIN ies sb-Polfr nUM bxwauxw cwhuMdy ho[

o nym bwks ivc Polfr dw nwm dwKl kro[

o “Father” nwm dw iek nvW Polfr bx jwvygw[
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2. inbox ivcoN iksy dUsry Polfr ivc eI-myl Byjx leI

hux qusIN iksy vI eI-myl sMdyS nUM “Father” nwm dy Polfr ivc r`K skdy ho[

o aus eI-myl (inbox qoN) nUM cuxo  ijs nUM qusIN Polfr ivc Byjxw cwhuMdy ho[

o ies au~qy mwaUs dy Kb̀y btn nUM dbw ky r`Kdy hoey krdy hoey “Father” nwm Polfr ivc
frYg kro[

o hux mwaUs dw Kb̀w btn Cf̀ idE[eI-myl inbox ivcoN Father nwm dy Polfr ivc clI
jwvygI[

o cY~k krn leI Father nwm dy Polfr qy kilk kro[

not: iehnW kdmW dI vrqoN krky eI-myl sMdySW nUM iek Polfr qoN dUjy Polfr ivc ByijAw
jw skdw hY[
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Additional tasks to manage folders

● You can create more than one folder.

● You  can  delete  an  existing  folder,  by  right  clicking  it  and  choosing  the  option Delete
Folder. It deletes the folder and its contents and moves them to the  Deleted Folder.

Note : You cannot delete any of the Default Folders.

● You  can  rename  a  folder  by  right  clicking  it  and  modifying  the  existing name.

AiBAws

Perform the following activities till you are confident :

lVI nM ikirAw

1. Create and name a folder for sorting the mails

2. Move the folder

3. Move the messages to the folder

4. Rename the folders

5. Delete the folders
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