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a{~¦y¦R ¢ʄ©t® s¦{Ì ¢v}p¦ y®}~~¦y¦R ̈́Ǧɯ©p ̲ Rq ¢£¦za wt® \~̈ U ¦ ¢¦q®- 

 

ʁ©x®ǋg¦ɴª~ûa         

m°- uRah \|- Ţt¨ 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

̈́a¦ aÌz 
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Aryabhata is recognized as one of the 

great mathematician astronomers.  He is also 

acknowledged for calculating p (Pi) to four 

decimal places: 3.1416 and the sine table in 

trigonometry. ׳bove all, ᴠis most 

spectacular contribution was the concept of zero, 

without which modern computer 
technology would have been non-existent.  

 

 

Pranav Mistry with SixthSense 

prototype  

(Photo credit: Sam Ogden) 

Pranav Mistry is an Indian computer scientist and 

inventor. He is from Palanpur, a small town 

situated in northern Gujarat in India. He is best 

known for his noteworthy work on SixthSense and 

Samsung Galaxy Gear. SixthSense is gesture 

interface device consist of data projector and 

camera combined in a neck worn pendant.  He has 

worked with Microsoft, Google, CMU, NASA, 

UNESCO, Japan Science & Technology to name a 

few. Currently he is the head of Think Tank Team 

(TTT) and Director of Research of Samsung 

Research America. He has been honoured as one of 

the Young Global Leader 2013 by World Economic 

Forum.  
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Dabbala Rajagopal "Raj" Reddy  is one of the 

early pioneers of Artificial Intelligence (AI) . He 

was the founding Director of the Robotics Institute 

at Carnegie Mellon University. For his work in the 

field of artificial intelligence, he is the first person 

of Asian origin to receive the highest award 

in Computer Science, the ACM Turing Award in 

1994. In 2005, Reddy received prestigious the 

Honda Prize for his pioneering role in robotics and 

computer science, Reddy has been awarded by 

The Vannevar Bush Award - the highest award of 

National Science Foundation in United States in 

2006 for his life time contribution to science and 

long standing statesmanship in science and behalf 

of the nation.   



 

Image Source: 

https://parasol.tamu.edu/bjarnefest/abst

racts.php 

Ravi Sethi is an Indian computer scientist retired 

from Bell Labs and president of Avaya Labs 

Research. He also serves as a member of 

the National Science Foundation's Computer and 

Information Science and Engineering (CISE) 

Advisory Committee. He is best known as one of 

three authors of the classic computer 

science textbook Compilers:Principles, Technique, 

and Tools, also known as the Dragon Book. 
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Vinod Dham, who is universally recognized as 

the Father of the Pentium chip. Vinod 

significantly contribute to the development of 

highly successful Pentium processors from Intel. 

He is a mentor, advisor and investor. He is 

considered as one of the Indian- Americans who 

has helped shape America. In 1999 he was named 

one of the top 100 most influential Asian 

Americans of the decade. 

 

 

Image Source:  
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Vinod Khosla is an Indian born businessman who 

is currently listed by Forbes magazine as an 

American billionaire. He was one of the co-

founders of Sun Microsystems, a company which 

created the Java programming 

language and Network File System (NFS) after his 

departure as founding CEO and chairman in the 

early 1980s.  
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Xń®   
 
U ̈́a{ot± Tǝz¦¢ az¦û ugÌ §~Ŋ¦qÖ_ aǞǚɹªk{t± ̈́¦q§ya uÆ{fz y®}~¨  a ®- aǞǚɹªk{ \a wʄ©|ĩ̈ 
zR̿ p{Ìaî §~aǦɹ©R g® Ǖz¦{î p®t¦ §~ ®ẗ ff¦ûy¦R p®t¦ §~§~s dka±, a¦zûuŅ§p, aǞǚɹªk{t¨ u®nÌ_t± Ǉz¦| 
Tt® p®t¦ ̈́a¦{±ẗ y¦Æ£p̈ y®}~̈ʁ©R- aǞǚɹªk{ \a y±mî| p{Ìaî a¦zû a{Ì {ʔ©R g® Ǖz¦{î p®ẗ |¦ĩÅoap¦_ẗ  
go¦~k, §~§~s x¦c±ɳ©R a¦zû Tt® p®ẗ ¢̄Ņ¦R§pa ¢yh uo aî}~̈ʁ©R- aǞǚɹªk{t¦R §~§~s x²§pa §~x¦c± Ɏy 
aî ̈́±¢®¢{+ Ǧk±{îh Æm~¦V¢¨i, Vtɴ©k Æm~¦V¢¨i Tt® UXkɴ©k Æm~¦V¢¨i ~c®{î u{ ff¦û a{Ìʁ©R pq¦ p®t¦ 
Xuz±c Tt® yz¦ûr¦_t¨ ff¦û »o a{Ìʁ©R- ɪªRay¦R, U ̈́a{ot® ֜p® py® aǞǚɹªk{t ̈py¦y ̈́a¦{t¨ ̈́¦q§ya 
y¦Æ£p¨q¨ uÆ{Åfp qW  a ±-  
 
0-0 aǞǚɹªk{t± uÆ{fz 
 
yɳ©ǥz Tf{h uy¦mî p®ʀ©R ̈́¦ö g®- p® ay¦|t¦ U§~ǥa¦{ a{p± {£î g®- p® £Ry® ¦ \~¦ ̈́zǕt± a{p± {£î g® aî 
Ɏq̈ p®ɳ©R ţ~t ¢{} wẗ  aî- ţ~t ¢{} wt¦~~¦ẗ u¦¡¦oɹ©cq̈  ɽ© qz®|¨ U ¢v{ TǕz¦{î ÆmÇhk| 
VǙv±yï t Us¦Æ{p y¦Æ£p¨ɹ©c ʃ©s̈ u£Ӽf̈ g®- ÆmÇhk| VǙv±yï t \ aǞǚɹªk{ ̈́ ±¢®§¢Âc Us¦Æ{p 
W|®ǆ̺±§ta VǙv±yï t §¢Ǧky g®- r{îa ̈́a¦{t¦ a¦yt± Us¦{, y¦Æ£p¨ y®}~~¨, y¦Æ£p¨t± Xuz±c, 
y¦Æ£p̈ɳ©R ǣz~Ǧq¦ut Tt® TǙz ʃ©s̈ y¦Æ£p̈ u£Ӽf¦m~¦ u{ {£î|± g®- aǞǚɹªk{ y¦Æ£p¨ u{ z±ǈz ̈́Æ̰z¦ 
a{Ì Tt® p®t® ¢R̲£ a{~¦t¨ ĩyp¦ s{¦~® g®-  
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Ɏy Ɏy r¢a¦_ u¢¦{ qp¦R Ţz g® p®y p®y aǞǚɹªk{ ~ɲ©t® ~ɲ© t¦t¦ Tt® ~ɲ©y¦R ~ɲ© y¦Æ£p̈t± ¢R̲£ 
a{Ì  aî p®~¦ wtp¦ Ţz g®- aÌ-w±mû Tt® y¦X¢ ~c{t¦ aǞǚɹªk{q̈ ɧ©r¦ TǕz¦{î \~¦ \Ǟw®mîm aǞǚɹªk{t± 
U§~ǥa¦{ qW ɥªĮ± g® aî Ɏ Uuo¦R {±hԓr¦ ~u{¦ t¦ r{îa ¢¦st± Ɏ~¦ aî VCR, Uk±y±w¦Vǡ¢, ǚ|®t, 
̺ît, u¦~{ ǚ|¦Ǚk, |¦W͆®{Ì, wӹa, §¢t®y¦, Ǧu®¢ ¢ӹk{ Tt® {yam¦_y¦R uo £±z g®- U \Ǟw®mîm aǞǚɹªk{ 
ɡªw h t¦t¦ £±z g® p® Uuo¦R ţ~tẗ r{îa ĩot® ̈́ x¦§~p a{î g®- Ǖz¦R ʃ©s̈ aî Uht¦ ɹ©cy¦R ̺¦Æva 
|¦Vk, y®̺± ̺ît, \{±ǚ|®t aî §~ ¦}a¦z h£¦h± uo aǞǚɹªk{q¨ ¢Rf¦Å|p q¦z g®- 
 
t~¦ t~¦ U§~ǥa¦{ a{~¦t¦ y¦t~¨t¦ ~|ot¦ v} Ǧ~Ŭu® p®t® ¢{}p¦q¨ cop{Ì a{Ì  aî p®~¦, 
~u{¦ y¦R ¢{} umî p®~¦ zR̿ aǞǚɹªk{t± U§~ǥa¦{ azԃ-  
 
0-1 aǞǚɹªk{ẗ u®nÌ_ɳ©R ~cÖa{o 
 
aǞǚɹªk{ẗ u®nÌ_t® w® ̈́ a¦{î ~cÖɠ«p a{Ì  a¦z- £¦mû~®{ Us¦Æ{p u®nÌ_ Tt® ̈́ ±̲¦y . ¢±Ǜk~®{ 
Us¦Æ{p u®nÌ_-  
 
0-2-0 aǞǚɹªk{ẗ u®nÌ_ɳ©R ~cÖa{o9 '£¦mû~®{ Us¦Æ{p(   
 
£¦mû~®{ Tt® kîǆt±|±ţ Us¦Æ{p aǞǚɹªk{t® p®t ̈|¦ĩÅoap¦ Tɳ©¢¦{ 4 x¦c±y¦R §~x¦Çhp a{Ì  a¦z-  
 

u®nÌ ¢yzc¦}± kîat±|±ţ |¦ĩÅoap¦ Xr¦£{o Uɠ«§p 
̈́qy W-¢- 0834 

q¨ W-¢- 
0844 

~®ʇªy kɻ©ǜ¢  
 

_gÌ imu, _g¦ 
a¦zûĩy, _g¦ Xuz±c¨ 
aî ÅwtXuz±c¨, ary¦R 
y±k¦ 

IBM UNIVAC 
J 1, ENIAC 
 

 
 

 
ËŌp¨z W-¢- 0844 

q¨ W-¢- 
0854 

̺¦Ǚi¨Ǧk{   ary¦R Tc¦Xt¨ u®nÌ 
a{p¦R t¦t¦, ¢¦Raî§pa 
 ±ᴫᴫᴝᴥᴚᴤᴱ( x¦¡¦t׳'
Xuz±c, imu ~s¦{î 

IBM 1620 
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u®nÌ ¢yzc¦}± kîat±|±ţ |¦ĩÅoap¦ Xr¦£{o Uɠ«§p 
ɯ«p̈z W-¢- 0854 

q¨ W-¢- 
087/ 

Integrated 
Circuits (ICs) 
 

ary¦R t¦t¦,~u{¦ y¦R 
¢{},Business y¦kî 
Xuz±c¨, \a ̈́a¦{t¦ 
§yt¨ aǞǚɹªk¢û 

IBM 
360,PDP 8, 
PDP 11 
  

 

 
f±q¨ W-¢- 087/ 

q¨ W-¢- 
0878 

VLSI (Very 
Large Scale 
Integration) 
 

֜cp a¦zԃ y¦kî ¢{}, 
Business y¦kî Xuz±c¨, 
imu¨ Æ̰z¦ ̈́§pÆ̰z¦ 
Uuɯ©R y ̈t, ɡªwh 
imuq̈ UXkɴ©k y®}~̈ 
 a¦z p®~¦ aǞǚɹªk{ 

IBM PC, 
Apple II, 
Cray ͐®o¨t¦ 
aǞǚɹªk¢û 
  

u¦Rfy¨ W-¢- 0878  
q¨ Uh 
ʃ©s̈ 

Latest 
Software 
Technology & 
Artificial 
Intelligence 
(AI)  

T§p Uɲ©§ta, ¢{} 
t®k~aû h±m¦o, u±kûw|, 
T§p imu¨,  
User Friendly 

IBM 
Notebook, 
Pentium 
Series, 
PARAM 
10000 etc.  

 

 
1.1.2 aǞǚɹªk{ẗ u®nÌ_ɳ©R ~cÖa{o '̈́±̲¦§yÂc . ¢±Ǜk~®{ Us¦Æ{p( 
 
̈́±̲¦§yÂc aî ¢±Ǜk~®{ kîǆt±|±ţt¦ Us¦{î uo aǞǚɹªk{ẗ u®nÌ_t® §~Ǧɯ«p a{Ì  a¦z g®- 
 
u®nÌ  |¦ĩÅoap¦  
̈́qy u£î|¨ u®nÌt¨ ̈́±̲¦§yÂc |ӹǈ~®ht® y ¨t |ӹǈ~®h aî w¦VtÆ{ |ӹǈ~®h a£î g®- U ̈́a¦{t¨ x¦¡¦y¦R 

vǆp w® h ֜ a± / Tt® 0 t± Xuz±c q¦z g®- U x¦¡¦t¦ Xuz±cq̈ mîk¦ Tt® VǙv±yï t Uu~¦ɳ©R 
a¦y Tdɽ©R g®-  aǞǚɹªk{ W|®ǆ̺±§ta Æm~¦V¢ £±~¦q¨ U ̈́a¦{t¨ ËŌ֜aÌ x¦¡¦ ¢yţ  aî g®-  

ËŌp¨z U u®nÌt¨ ̈́±̲¦§yÂc x¦¡¦t® \¢®Ǟw|¨ |ӹǈ~®h a£î g®- ¢¦Raî§pa ÅfǙ£t± Xuz±c a{Ìt® U |ӹǈ~®h 
|b~¦y¦R U~p¨ £p¨- Ɏ aRk¦}± XuŢ~® p®~¨ £p¨-  

ɯ«p̈z U ̈́ ±̲¦§yÂc |ӹǈ~®ht® £¦z{ |®~| |ӹǈ~®h a£î g®- Tc¦Xẗ u®nÌ_y¦R y¦Æ£p̈ɳ©R Ur¦t ̈́ r¦t 
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u®nÌ  |¦ĩÅoap¦  
a{~¦ɳ©R a¦y aRk¦}¦hta £ɯ©R p® w¦wpt® ǘz¦ty¦R {¦b̈t® ֜ ®̲ţ x¦¡¦t¦ \a x¦c p{Ìaî £¦z{ 
|®~| |ӹǈ~®ht± §~a¦¢ qz±- U ̲֜®ţ x¦¡¦t® y ¨t |ӹǈ~®hy¦R aǙ~kû a{~¦ y¦kî ̺ ¦Ǚ¢|®k{t± 
(Compiler or interpreter) Xuz±c a{~¦y¦R Uǣz±- ̺ ¦Ǚ¢|®k{ɳ©R ɸ©Ǉz a¦zû ֞ Éǈ|  |ӹǈ~®hy¦R 
|b¦z®|¨ ʃ©ft¦_t® 'ᴆᴦᴫᴬᴪᴭᴛᴬᴡᴧᴦ( y ̈t |ӹǈ~®hy¦R aǙ~kû a{~¦ɳ©R g®- 

f±q¨ U u®nÌt¨ ̈́±̲¦§yÂc |ӹǈ~®hy¦R a±ÆmÂc \k|® aî ̈́±̲¦§yÂct¨ y£îtp _gÌ q¦z p® {Ìp® ᴿᴅᴧᴯ ᴬᴧ ᴜᴧᵀ 
'aî~̈ {Ìp® a¦zû a{ʀ©R(ẗ hǈz¦\ ᴿᴔᴠᴙᴬ ᴬᴧ ᴜᴧᵀ 'ʁ©R a¦zû a{ʀ©R( t¨ {Ìp® a¦zû a{Ìt® ̈́±¢®¢t® imu¨ 
wt¦~~¦y¦R U~¨- SQL (Structured Query Language) \ U u®nÌɳ©R Xr¦£{o g®- 

u¦Rfy¨ U u®nÌt¨ ̈́±̲¦§yÂc |ӹǈ~®hy¦R ARrtificial ᴆᴦᴬᴝᴤᴤᴡᴟᴝᴦᴛᴝᵀt± Xuz±c a{~¦y¦R Uǣz±- U y¦kî 
̈́±̲¦§yÂc |ӹǈ~®h \ {Ìp® p¯z¦{ a{~¦y¦R U~¨ aî p®y¦R aǞǚɹªk{ ̈́ ±̲¦y{ ~c{ h Uu®|¨ 
¢yǦz¦_t± Xaî|  ±s̈ Uuɯ©R qɹ©R- ɷª|±  ±s~¦, a¦zû a{ʀ©R, _Æm_  aî §~Æmz±t¨ ¢yh Tt® 
_}b, imu¨ Tt® hÆk| cop{Ì_ ~c®{î y¦kî U ̈́±̲¦§yÂc |ӹǈ~®h Xuz±c¨ g®- Ɏt¦ y¦kî U 
u®nÌt¦ aǞǚɹªk{ Artificial Intelligencet± Xuz±c a{~¦y¦R Uǣz±- Artificial Intelligencet¦ Xuz±cq¨ 
aǞǚɹªk{ t¦yɳ©R zR̿ s̈{î s̈{î y¦t~̈ Ɏʀ©R wẗ {ʔ©R g® \y a£î~¦y¦R T§p z±Èǆp tq¨- 

 
0-2 aǞǚɹªk{t¦ ̈́a¦{±  
 
§~§~s ̈́a¦{ẗ kîǆt±|±ţt± Xuz±c a{p¦R ̈́fÅ|p aǞǚɹ©k¢û ẗf® ɸ©hw g®- 
 

 
Uɠ«§p 1.0 ÆmÇhk| aǞǚɹªk{ 

ÆmÇhk| aǞǚɹ©k¢û9 Ɏ aǞǚɹªk{ / Tt® 0 \k|® aî ËŌ֜aÌ 
'w¦Wt{Ì( uŅ§pt± Xuz±c a{î g® p®t® ÆmÇhk| aǞǚɹ©k¢û a£î  
g®- Tĩ{± aî  ÅfǙ£± Ɏ~¨ y¦Æ£p¨t® w¦VtÆ{ Ǧ~Ŭuy¦R ǣzǆp a{î 
g®- U ̈́a¦{t¦ aǞǚɹªk{ ֞ mÊǦ̺z| ̈́±¢®¢ Tt® y ¨tt¦ a¦zԃt® 
§tzR§̿p a{~¦, §~ ¦} Åwit®¢ mîk¦ɳ©R §tzyt a{~¦, §~Ǥ|®¡o 
a{~¦ aî a±u¨ a{~¦ Ɏ~¦ a¦zԃ a{î g®-  

  

 
Uɠ«§p 1.1 \t¦|±c aǞǚɹªk{ 

\t¦|±c aǞǚɹ©k¢û9 U ̈́a¦{t¦ aǞǚɹ©k¢û ~±ǡkîht¦ aRu §~Ǧp¦{, 
a{Rk, Uʀ«§ŀt¦ ʃ©{îb §y͐ ot± Xuz±c a{î g®- \k|® aî  U 
y ¨t ¢pp uÆ{~pût ¨| x²§pa uÆ{y¦o±t¨ y¦̿¦ p{Ìaî 
֝am¦_t® {ɧª a{î g®-  
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Uɠ«§p 1.¹ £¦VÅ͆m aǞǚɹªk{ 

£¦VÅ͆m aǞǚɹ©k¢û 9 U ̈́a¦{t¦ aǞǚɹªk{ / Tt® 0 \k|® aî ËŌ֜aÌ 
uŅ§p Tt® ~±ǡkîht¦ aRu §~Ǧp¦{, a{Rk aî Uʀ«§ŀt¦ ʃ©{îb §y͐ o 
\k|® aî ÆmÇhk| Tt® \t¦|±c \y wRt® kîǆt±|±ţt± Xuz±c 
a{î p®t® £¦VÅ͆m aǞǚɹªk{ a£î g®-  

  

 
Uɠ«§p 1-3 y®Vtͅ îy aǞǚɹ©k¢û 

y®Vtͅ îy aǞǚɹ©k¢û9 ary¦R ɡªw h §~ ¦} \~¦ U aǞǚɹªk{ ɡªw 
h y±k¦ ̈́y¦oy¦R y¦Æ£p¨t± ¢R̲£ a{Ì  aî g®- \a h ¢yz® \a 
a{p¦R ~s¦{î users 'ɹ©i¢û(  ¢¦q® \a a{p¦R ~s¦{î a¦y a{Ì  aî 
g®- ¢¦y¦Ǚz {Ìp® y®Vtͅ îy aǞǚɹªk{ ¢¦q® do¦ k§yÎt| h±m¦z®|¦ 
£±z g® Ɏ t¦t¦ aǞǚɹªk{ Ɏ~¦ rîb¦z g® uo p® y¦̿ Æm~¦V¢ 
£±z g® Ɏ ɸª} aǞǚɹªk{ u¦¢®q¨ ~¦z{t± Xuz±c a{Ì y¦Æ£p¨ 
y®}~® g® Tt® y±a|® g®- §~ ¦} Åwit®¢, ¢{a¦{Ì \hǙ¢¨¢ Tt® 
ɹ©§t~§¢ÎkÌ U ̈́a¦{t¦ aǞǚɹ©k¢ût± Xuz±c a{î g®-         

  

 
Uɠ«§p 1.4 y¨t¨ aǞǚɹªk{ 

ÿẗ aǞǚɹ©k¢û 9 U aǞǚɹªk{ y®Vtͅ îy aǞǚɹªk{ a{p¦R ary¦R 
t¦t¦ Tt® do¦R _g¦ bf¦û} £±z g®- p® do¦ §~ ¦} ̈́y¦oy¦R 
y¦Æ£p¨t± ¢R̲£ a{î g®- y¨Æmzy aî Ǧy±| Ǧaî| Åwit®¢y¦R U 
aǞǚɹ©k¢ût± Xuz±c q¦z g®-  

  

 
Uɠ«§p 1.5 u¢ût| aǞǚɹªk{ 

y¦V̰± aǞǚɹ©k¢û. u¢ût| aǞǚɹ©k¢û. mîǦak±u aǞǚɹ©k¢û9 U 
̈́a¦{t¦ aǞǚɹªk{ ¢²q̈ ̈́fÅ|p aǞǚɹ©k¢û g®- p® ~¦u{~¦y¦R ¢{} 
Tt® ÆaÂypy¦R »{~mî \~¦ £±z g®- ¢¦y¦Ǚz {Ìp® p®t± Xuz±c 
{±ÇhÂr¦ a¦zԃ a{~¦ y¦kî, sRs¦aÌz a¦zԃ a{~¦ y¦kî aî ǣzÈǆpcp 
a¦zԃ a{~¦ y¦kî q¦z g®- {±ÇhÂr¦ ǣz~£¦{ a{~¦ y¦kî uo U 
̈́a¦{t¦ aǞǚɹªk{t± Xuz±c q¦z g®- U ̈́a¦{t¨ aǞǚɹªk{ 
§¢Ǧkyy¦R aÌ-w±mû, y±§tk{ Tt® y¦X¢t± Xuz±c q¦z g®-  
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Uɠ«§p 1.6 |®uk±u 

|®uk±u aǞǚɹªk{ 9  U ̈́a¦{t¦ aǞǚɹ©k¢û u¦p}Ì Ǧ̰Ìt, ~hty¦R 
£|a¦ Tt® ¢£î|¦Vq̈ cy® Ǖz¦R vî{~̈  a¦z \~¦ u±kûw| £±z 
g®- |®uk±u aǞǚɹªk{ \ y±w¦V| \k|® aî f|¦zy¦t ̈́a¦{î 
Xuz±c qV  aî p®ʀ©R ֜ cp aǞǚɹªk{ g®- U aǞǚɹªk{ ary¦R t¦t¦ 
£±~¦q¨ p®t® t±kɶªa aǞǚɹªk{ uo a£î~¦y¦R U~® g®- |®uk±u 
aǞǚɹªk{t¦ \a h \ayy¦R Ǧ̰Ìt, aÌ-w±mû, kf u®m, uӼVkԓc ÊǦka 
Tt® Ǧu¨a{ U~®|¦ £±z g®-  
 
Uha¦| |®uk±u aǞǚɹªk{ẗ \a u¦p}Ì Uʀ«§ŀ ɡªw h 
̈́fÅ|p wt¨ g® Ɏt® Tǡ̺¦ɶªa aǞǚɹªk{ a£î g®- Tǡ̺¦ɶªa ary¦R 
t¦ɳ©R Tt® ~hty¦R £|ɠ©R £±z g®- p®y¦R w®k{Ìẗ |¦Vv |¦Rẅ £±z 
g®, p®y¦R  Èǆp ¦}Ì _g¦ ~±ǡkîh~¦}¦ ̈́±¢®¢{t± Xuz±c q¦z 
g®-  

  

 
 

Uɠ«§p 1.7 £îǙm £îǡm aǞǚɹªk{ 

£ëǙm£îǡm aǞǚɹªk{9 Uuo¦ £¦qt¨ £q®}Ìy¦R ¢y¦V Ţz p®~¦ U 
aǞǚɹªk{t® u¢ût| ÆmÇhk| T¢¨Ǧkӿk 'PDAs) p{Ìaî uo 
_}b~¦y¦R U~® g®- p® |®uk±u a{p¦R ary¦R t¦t¦ Tt® 
¢{}p¦q̈ £î{vî{ a{Ì  a¦z \~¦ £±z g®- U ̈́a¦{t¦ 
aǞǚɹªk{t¨ Ǧ̰Ìty¦R £¦q ~mî |b®| y¦Æ£p¨t® ¢¨s¦ h §t~ï  
p{Ìaî Uu¨  a¦z g®- U ̈́a¦{t¦ aǞǚɹªk{t± Ǧ̰Ìt ¢¦y¦Ǚz {Ìp® 
kf Ǧ̰Ìt £±z g®. ǣzÈǆpt¦ t¦y, ¢{t¦y¦, Tu±WǙky®Ǚk ~c®{î 
̈́a¦{t¨ y¦Æ£p¨t± ¢R̲£ a{~¦ y¦kî U ̈́a¦{t¦ aǞǚɹªk{ ɡªw h 
Xuz±c¨ g®-  

  

 
Uɠ«§p 1.8 kîǜ|®k 

kîǜ|®k aǞǚɹªk{ 9 £{p¦R v{p¦R cop{Ì a{Ì  a¦z \~¦ ̈́a¦{t¦ 
aǞǚɹªk{t® kîǜ|®k p{Ìaî _}b~¦y¦R U~® g®- p® kf Ǧ̰Ìtt¨ 
ʃ©§~s¦ s{¦~ɯ©R y±w¦V| aǞǚɹªk{ g®- U ̈́a¦{t¦ aǞǚɹªk{y¦R aÌ-
w±mûẗ hŬ{ £±p̈ tq̈ u{Rɯ© p®y¦R aǞǚɹªk{t¨ ֜r{ h ~¦Ǧp§~a 
aÌ-w±mû Ɏʀ©R h Ux¦¢̈ aÌ-w±mû ɸªa~¦y¦R U~®ɾ©R £±z g®- Ɏt® 
֝c}Ì aî ÆmÇhk| u®tt± Xuz±c a{Ì ~¦u{~¦y¦R U~® g®- U 
̈́a¦{t¦ aǞǚɹªk{ẗ yrrq̈ ɹ©i{ y®¢®h y±a|̈ aî y®}~̈  aî g®, 
VǙk{t®kt± Xuz±c a{Ì  aî g®, §~Æmz± aî _Æm_ v¦V| 
Tu|±m aî m¦Xt|±m a{Ì  aî g®, c®y aî ɸª~¨ h±W  aî g®, 
v±k±̲¦vÌ a{Ì  aî g® aî Ǟɹ©Åia uo ¢¦Rx}Ì  aî g®- 
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Tɸ©a ̈́a¦{t¦ kîǜ|®ky¦R y±w¦W| v±tt¨ Ɏy a±| uo qV  aî 
g®- v±t Tt® kîǜ|®k wŏ®ɳ©R a¦zû a{Ì  aî p®t® vîǜ|®k p{Ìaî 
_}b~¦y¦R U~® g®-   

  

 
 
Uɠ«§p 1.0/ ~®{îw| aǞǚɹªk{  

~®{îw| aǞǚɹªk{9 ǣzÈǆp Ō¦{¦ u£î{Ì  a¦z p® ̈́a¦{t¦ aǞǚɹªk{t® 
~®{îw| aǞǚɹªk{ a£î g®- p® y¦t~  {Ì{ u{ u£î{Ì  a¦z \~¦ 
£±~¦q¨ ary¦R t¦t¦ Tt® ~hty¦R £|a¦ £±z g®- U aǞǚɹªk{ 
w®ǡk, fǤy¦ aî ~ԓkÌ Ɏ~¦ Ǧ~Ŭuy¦R Xu|ǜs £±z g®, Ɏt± 
Xuz±c a{Ì cop{Ì a{~¦t¨ §¢Ǧkyt¦ ¢Ruaûy¦R {£Ì Æ̰z¦-
̈́§pÆ̰z¦ Uu¨  a¦z g®- U aǞǚɹªk{t® f¦ɾ© wRs a{~¦ẗ wʄ© 
_gÌ hŬ{ umî g®- U aǞǚɹªk{ \a ¢¦q® do¦ ws¦ a¦zû a{Ì  aî 
\~¦ £±z g®- y¦t~ {Ì{t¦ a±W \a x¦c u{ ̈́±̲¦§yÂc a{î| 
\a f¨u w®¢¦mî|¨ £±z g® Ɏt¦ Ō¦{¦ ~®{îw| aǞǚɹªk{t® h±mÌ 
rî~¦y¦R U~® g®- Ɏ {±ÇhÂr¦ a¦zԃ, a±Wuo ̈́¦o¨ɳ©R £|t f|t+ 
rîb{îb aî y¦t~  {Ì{t¦ ycht¦ ɴª{a x¦c p{Ìaî uo 
Xuz±c¨ g®-  

 
0-3 aǞǚɹªk{t¨ |¦ĩÅoǆp¦_  
 
|¦ĩÅoap¦ §~cp 
Speed 'imu( aǞǚɹªk{ ɡªw imuq̈ cop{Ì a{î g®- X-r¦- a±W \a {ayt± ɢ©o¦a¦{ a{p¦R a±W 

±̈́vî¢{ aî cÅop ¦Ŗẗ® _g¦y¦R _gÌ \a §y§tk |¦c ®, Ɏt¨ ¢{b¦yo¨y¦R aǞǚɹªk{ 
p® h cop{Ì \a ¢®aRmy¦R a{Ì Uu ® a¦{o aî aǞǚɹªk{ \a W|®ǆ̺±§ta y ¨t g® Ɏt¨ 
֜r{ W|®ǆ̺±§ta ¢Raîp± ɡªw h c§pq¨ v{p¦ £±~¦q¨ cop{Ìt¨ u}±y¦R cop{Ì qW 
 aî g®- b{îb{ aǞǚɹªk{ẗ imu ¢®aRm aî §y|̈ ¢®aRmy¦R tq̈ y¦ü  a¦p̈ u{Rɯ© p® y¦V̰± 
¢®aRm, t®t± ¢®aRm aî uä± ¢®aRmy¦R yu¦z g®-  

f±a¢¦V  
'Accuracy(  

¢¦y¦Ǚz {Ìp® aǞǚɹªk{ Į¦{îz ɷª| a{ɯ©R tq̈- h± p®t® ¢¦f̈ y¦Æ£p̈ Uu~¦y¦R U~® p± 
aǞǚɹªk{ ɷª| a{î p®~¨ a±W  Įp¦ {£îp¨ tq¨- aǞǚɹªk{ vǆp c¦Åo§pa cop{Ì h t£ԓ 
uo |±Çha| 'p¦ÆaÏa( cop{Ì uo \k|¨ h ¢{}p¦q¨ a{Ì  aî g®- 

§~§~sp¦  
'Versatility)  
 

aǞǚɹªk{ ɧ©rÌ ɧ©rÌ Ţpt¦ a¦y a{~¦ẗ ĩyp¦ s{¦~® g®- TǕz¦{î aǞǚɹªk{ £±ÈǦuk|±y¦R, 
d{y¦R,  ¦}¦_y¦R, vîǆk{Ìy¦R, Æ{i~ï t y¦kî, ɱ©a¦ty¦R, wӹay¦R, £~¦y¦t b¦p¦y¦R, Xu̲£ 
y¦kî+ \y r{îa ĩ®̿y¦R ¢~û̿ vî|¦z®ɾ©R g®-  

¢R̲£  Èǆp  
'Capacity of  

¢R̲£ Èǆp \ aǞǚɹªk{t¨ ɡªw h TcǕzt¨ |¦ĩÅoǆp¦ g®- Ɏt¦ Ō¦{¦ hŬ{Ì y¦Æ£p¨t± 
¢R̲£ a{Ì  a¦z g® Tt® h±W\ Ǖz¦{î y®}~¨ uo  a¦z g®- aǞǚɹªk{y¦R a±Wuo 
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|¦ĩÅoap¦ §~cp 
Storage)  y¦Æ£p¨t± ¢R̲£ a{~± ɡªw h ¢£î|± g®- cy® p®k|¨ y±kÌ y¦Æ£p¨ aǞǚɹªk{y¦R t¦tamÌ 

hǈz¦y¦R ¢y¦V Ţz g®- £Ţ{±t¨ ¢RǇz¦y¦R k¦Vu a{î|¦ u¦t¦R \a t¦tamÌ ÆmǦay¦R 
¢y¦W Ţz g®- pq¦ y±k¦ hǖq¦y¦Rq¨ \a  ǜr aî y¦Æ£p¨ aǞǚɹªk{ cop{Ìt¨ u}±y¦R 
 ±s¨ Uu® g®-  

§~Ŕ¢tz̈p¦  
'Reliability)  
 

aǞǚɹªk{ ɡªw h §~Ŕ¦¢u¦̿ ¢¦st g®- p® p®t¦ a¦yy¦R Į¦{îa h §tǥv} q¦z g®- 
aǞǚɹªk{t¦ r{îa u¦kût® \~¨ {Ìp® wt¦~~¦y¦R U~® g® aî p® x¦ǈz® h p®t¦ a¦yy¦R §tǥv} 
Ţz-  

\a ɳ©R \a a¦y 
~¦{R~¦{ a{Ì  
 a~¦t¨ ĩyp¦  
'Can do 
repetitive task 
efficiently): 

h± Uuot® \a ɳ©R \a a¦y ¢Ӽu~¦y¦R U~® p± q±mÌ~¦{ ugÌ Uuot® \ a¦y 
a{~¦t± aRk¦}± U~ ® Tt®  a¦y a{~¦t¨ Uuo¨ ĩyp¦ _gÌ qW h ® Tt® wʄ© ɷª|± 
q~¦ɳ©R  Ŭ qW h ®- לz¦{î aǞǚɹªk{ \aɳ©R \a a¦y cy® p®k|̈ ~bp \k|̈ h f±a¢¦V 
Tt® fu}p¦, \a¦̲p¦q¨ a{ ®- a¦{o aî aǞǚɹªk{ y ¨t g®- p®t® |¦co¨, ɱ©9b, aRk¦}± 
Ɏ~¨ T¢{ qp¨ tq¨-  

Ǧ~zR ¢Rf¦Å|p 
'Automation)9 
 

aǞǚɹªk{ Ǧ~zR ¢Rf¦Å|p a¦y a{î g®- aǞǚɹªk{t® ʃªft¦_ Uu~¦q¨ p® \a ugÌ \a 
ʃªft¦_ ~¦Rf̈ p®t± Ty| a{î g®- לz¦R ʃ©s̈ p®t® a¦zû wRs a{~¦t¨ ʃªft¦ t¦ y}® Ǖz¦R 
ʃ©s̈ aǞǚɹªk{ a¦zû a{ɯ©R {£î g®-  

 
0-4 aǞǚɹªk{ẗ ¢̄Ņ¦R§pa ¢yh 
 
Uuo® Ţo¨\ gÌ\ aî aǞǚɹªk{ \a zR̿ g®- p± £~® \ Ţoʀ©R uo hŬ{Ì g® aî p® az¦ §¢Ņ¦Rp u{ a¦zû a{î g®- 
Uuo® yǞy¨t® {¢±m¦y¦R §yĩ{ aî ūm ̈́±¢®¢{ u{ a¦y a{p¦R h±W\ gÌ\- s¦{± aî Uuo® fko¨ wt¦~~¨ 
£±z p± p® y¦kît¨ ws¨ ¢¦y̲¨ Uuo® p¯z¦{ a{Ìt® p®t® §yĩ{y¦R ̰  a{~¦ aî ~¦k~¦ y¦kî t¦Rb¨\ g®, §yĩ{ 
~¦k~¦ɳ©R a¦zû a{Ìt® fkö p̄z¦{ a{Ì Uu® g®- U Æ̰z¦y¦R ɸ©Ǉz ̿o Æ̰z¦_ qW- \a ¢¦y̲  ̈x®c̈ a{Ì, 
~¦k~¦t¨ ̈́±¢®¢ qW Tt® fko¨ p¯z¦{ qW-  
 
aǞǚɹªk{t¦ a¦zût® ¢yh~¦ y¦kî uo U §¢Ņ¦Rpt¨ h hŬ{ umî g®- aǞǚɹªk{t® VǙv±yï t ̈́±¢®¢{ p{Ìaî 
_}b¨  aÌ\ a¦{o aî aǞǚɹªk{ mîk¦ Xu{ ̈́±¢®¢ a{Ì VǙv±yï t Uu® g®- p® u£î|¦ Uuo® mîk¦ Tt® 
VǙv±yï t ʁ©R g® p® ¢yţ\-  
 
mîk¦ 'DATA): ¢RǇz¦_, ֝ am¦_t¦ ¢ɸª£, ɸª}¦ĩ{± aî w¨Ţ pǖz±t® mîk¦ a£î~¦z- Xr¦£{o p{Ìaî §~Ŋ¦qÖt¦ 
y¦ǆ¢û+ w® Ǧq}± ~ǋf®ɳ©R ֜ p{+ ¢yz+ t¦y. Ǧq} ~c®{î p®t¦ ɸª} Ǧ~Ŭuy¦R mîk¦ pńt ÅwtXuz±c̈ g®- u{Rɯ© 
U mîk¦ u{ ̈́±¢®§¢Âc a{p¦R p® Xuz±c¨ wt® g®-  r¦b|¦ p{Ìaî U mîk¦ t® a±W w¨Ţ mîk¦ ¢¦q® ¢{b¦yo¨ 
a{~¦y¦R U~® p± p® Xuz±c¨ t¨~mî g®- w® §~Ŋ¦qÖt¦ \aw¨Ţt¦ y¦aû ¢¦q® ¢{b¦~~¦y¦R U~® p± p® mîk¦ 
~ɲ© Xuz±c̈ q¦z- Ɏy aî9  
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¶ z±c¨\ u{Ìĩ¦y¦R »¶¶y¦Rq¨ º¿¶ ɢ©o y®}ǣz¦R- 
¶ Tĩ{î »¶¶y¦Rq¨ º»¶ y¦aû y®}ǣz¦R-  
 
£~® ¢{b¦yö a{p¦R bw{ umî aî Tĩ{ a{p¦R z±c̈\ ~ɲ© y¦aû¢ y®}ǣz¦- Ut¦ a{p¦R uo ~s¦{î 
§~Ŋ¦qÖ_t¦ y¦aû¢ £±z p± bw{ umî aî z±c¨t± ǆ|¦¢y¦R Į± tRw{ Uǣz±-  
 
VǙv±yï t 'Information): mîk¦ u{ a¦zû a{Ìt® y}p¦ Xuz±c¨ uÆ{o¦yt® VǙv±yï t p{Ìaî _}b~¦y¦R U~® 
g®- VǙv±yï t p®t¦ ɸª} Ǧ~Ŭuy¦R h Xuz±c¨ g®- ¢¦y¦Ǚz {Ìp® VǙv±yï t, mîk¦y¦Rq¨ y®}~~¦y¦R U~® g®- 
VǙv±yï tt¦ ¢¦y¦Ǚz Xr¦£{o±9 
¶ Tĩ{ a{p¦R z±c̈\ ~ɲ© y¦aû¢ y®}ǣz¦-  
¶ ̺ît º¶ §y§tk y±mÌ  g®-  
¶ x¦~tc{ Tt® Tyr¦~¦r ~ǋf®ɳ©R ֜ p{ ·¾¶ Æa|±y¨k{ g®-  
 
±̈́¢®§¢Âc 'Processing) : mîk¦ u{ a{~¦y¦R U~ɯ©R a¦zû \k|® ̈́±¢®¢ r¦-p ¢{~¦}±, w¦rw¦aÌ aî ¢{b¦yo¨- 
±̈́¢®§¢Âc ~mî mîk¦ɳ©R VǙv±yï ty¦R Ŭu¦Rp{o q¦z g®-  p± f¦|± £~® Uuo® aǞǚɹªk{t® ǣz¦Ǉz¦§zp a{Ì\-  

 
mîk¦ẗ Xu{ ̈́±¢®¢ a{Ìt® VǙv±yï t p̄z¦{ a{Ì Uup¦ zR̿t® aǞǚɹªk{ a£î g®- 
 
aǞǚɹªk{y¦Rq¨ VǙv±yï t ̈́¦ǚp a{~¦ y¦kî 9  
¶ ʃ©ft¦ Tt® mîk¦t® aǞǚɹªk{y¦R Wtɴ©k a{~¦y¦R U~® g®-  
¶ Uu~¦y¦R U~®|¨ ʃªft¦ ̈́y¦o® aǞǚɹªk{ mîk¦ u{ ̈́±¢®¢ a{î g®-  
¶ aǞǚɹªk{ Uuot® VǙv±yï t Uu® g®- 
 
Wtɴ©k Ą ̈́±¢®§¢Âc Ą UXkɴ©k  
mîk¦ Ą ̈́±¢®§¢Âc Ą VǙv±yï t   
 
mîk¦ Tt® VǙv±yï tt® ~ɲ© ¢¦{Ì {Ìp® ¢yh~¦ \a kîw| u{ th{ a{Ì\-  

mîk¦ VǙv±yï t 
֝am¦_ pq¦ pǖz±t± ¢ɸª£ ʃ©ǣz~ÈǦqp c±l~®|± mîk¦ 
_g± Xuz±c¨ ~ɲ© Xuz±c¨ 
VǙv±yï ty¦R Ŭu¦RpÆ{p a{Ì  a¦z §toûz± |®~¦ y¦kî Xuz±cy¦R |W  a¦z- 

 
Xu{t¨ py¦y w¦wp±t® ǘz¦ty¦R |W\ p± aǞǚɹªk{ \a ¢¦ɱ©R y±mî| g® Ɏ p®t¦ ɸª}ɷªp dka± Wtɴ©k+ 
y®y{Ì, ̈́ ±¢®¢{ Tt® UXkɴ©k ¢¦q® a¦zû a{î g®-  
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Wtɴ©k 9 aǞǚɹªk{ u¦¢® a±W uo ̈́a¦{ɳ©R a¦zû  a{¦~~¦ y¦kî ʃªft¦_ Uu~¨ umî g®- ~u{¦ ap¦û\ Uu®|¨ 
ʃªft¦_t± Ty| a{~¦ y¦kî Tt® cop{Ì_ a{~¦ y¦kî aǞǚɹªk{ Ǧ~¨a¦{î p® ̈́a¦{t¨ ǣz~Ǧq¦ a{~¦y¦R 
U~̈ £±z g®- Wtɴ©k a{~¦ẗ U ǣz~Ǧq¦ mîk¦ Tt® ʃªft¦_t® aǞǚɹªk{y¦R r¦b| a{¦~~¦y¦R yrrŬu wt® 
g®- Ɏt® Wtɴ©k ɹ©§tk aî §t~ï  \ay a£î g®- §t~ï  a{~¦t¦ \ay±t® Wtɴ©k Æm~¦V¢ a£î g®- Xr¦£{o p{Ìaî 
y¦X¢, aÌ-w±mû, Ǧaît{ ~c®{î-   
 
y®y{Ì 9 Wtɴ©k Æm~¦V¢ Ō¦{¦ Ɏ y¦Æ£p̈ r¦b| a{~¦y¦R U~® g® p®t± ¢R̲£ aǞǚɹªk{t¨ y®y{Ìy¦R q¦z g®-   
±̈́¢®¢{ 9 aǞǚɹªk{ẗ y®y{Ìy¦R ¢R̲£ qz®| y¦Æ£p̈ u{ ̈́ ±¢®§¢Âc ɹ©§tk aî ̈́ ±¢®¢{ Ō¦{¦ §~§~s ̈́ a¦{ẗ 
̈́Æ̰z¦ a{~¦y¦R U~® g®-  
 
UXkɴ©k9 ̈́±¢®§¢Âc ɹ©§tky¦R ̈́ Æ̰z¦t¦ ֜ p® p̄z¦{ qp¦R uÆ{o¦yt® UXkɴ©k ɹ©§tk ~mî Xuz±cap¦û ¢yĩ 
{ɧª a{~¦y¦R U~® g®- UXkɴ©k Æm~¦V¢t¦ Xr¦£{o 9 y±§tk{, §̈́Âk{, ǚ|±k{  ~c®{î- 
 
f¦{ ɸ©Ǉz dka±t® ǘz¦ty¦R |̈s¦ w¦r Uuo® £~® U dka± aǞǚɹªk{y¦R Į¦R Į¦R h±m¦z®|¦ g® p®t¨ Xu{ 
ǘz¦t aîÊǙ́p a{Ì\-  

 
Uɠ«§p 0-00 aǞǚɹªk{ t¦ §~§~s x¦c± 

 
Uɠ«§p 0-00 aǞǚɹªk{t¦ §~§~s x¦c± wp¦~® g®- U r{îa x¦c±t® ǘz¦tq̈ h±p¦R \ʀ©R |¦c ® aî aǞǚɹªk{ \ 
do¦ ws¦ x¦c±ɳ©R ¢R§y͐o g®- U x¦c±t± §~cp~¦{ Tǝz¦¢ a{Ì\-  
 
§¢Ǧky ɹ©§tk 9 §¢Ǧky ɹ©§tk \ aǞǚɹªk{ §¢Ǧkyt± ֜ r{t± x¦c g®- ¢¦y¦Ǚz {Ìp® |Rwf±{¢ Ua¦{ɳ©R w±ǆ¢ 
py¦{¦ mîǦa t¨f®t¦ x¦cy¦R £±z g® Ɏy¦R do¦ W|®ǆ̺±§ta x¦c g® Ɏ y¦Æ£p¨ ̈́Æ̰z¦y¦R Xuz±c¨ g®-  ws¦ 
x¦ct± ¢²q̈ TcǕzt± x¦c \k|® ¢ӹ̺| ̈́ ±¢®§¢Âc ɹ©§tk 'CPU) Ɏ aǞǚɹªk{t¦ ych p{Ìaî a¦y a{î g®- 
Xu{¦Rp ẅh± x¦c Ɏ y®y{Ì ɹ©§tk g® p® q±m¦ ¢yz y¦kî y¦Æ£p̈t± ¢R̲£ a{î g® uo y¦̿ ¢̈üɹ© f¦ɾ© £±z 
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Ǖz¦R ʃ©s̈ h, לz¦{î aǞǚɹªk{ wRs a{~¦y¦R U~® Ǖz¦{î p®y¦R ¢R̲£¦z®|¨ y¦Æ£p¨ ɷ©R¢¦W Ţz g®- aǞǚɹªk{y¦R 
\aq¨ ~s¦{î ÆmǦa Æm~¦V¢ uo £±z g® Ɏ ÆmǦa u{ y¦Æ£p¨t± ¢R̲£ a{î g®, לz¦{î aǞǚɹªk{ wRs q¦z Ǖz¦{î 
uo U ÆmǦa y¦Æ£p¨t± ¢R̲£ {¦b® g®-  
 
£~® Uuo® aǞǚɹªk{t¦ ych \k|® aî ¢ӹ̺| ̈́±¢®§¢Âc ɹ©§tk 'CPU)ɳ©R a¦zû h±V\-  
 
CPUɳ©R a¦zû9 CPU \ aǞǚɹªk{ §¢Ǧkyt± ¢²q¨ TcǕzt± x¦c g®- CPUt® ̿o x¦cy¦R §~x¦ţp a{~¦y¦R 
U~® g®-  
 
1. aR̺±| ɹ©§tk 'CU(9 aR̺±| ɹ©§tk \ CPU t± \a x¦c g®- CU ɳ©R a¦zû y®y{Ìy¦R ¢R̲£ qz®|¨ y¦Æ£p¨t® 
w£¦{ |¦~~¦ɳ©R g®, p®t® mÌa±m a{Ì p® ʃªft¦_t± Ty| q¦z p® h±~¦ɳ©R g®- p® לz¦{î hŬ{ umî Ǖz¦{î 
ALU 'Arithmetic and Logical Unit)t¨ yrr |® g®- Ub¦ Æm~¦V¢t¦ ws¦ h a¦zût¨ h~¦wr¦{Ì |W 
UXkɴ©k Uu~¦ɳ©R a¦zû aR̺±| ɹ©§tk a{î g®-  

 
aR̺±| ɹ©§tkt¦ a¦zԃ9  aR̺±| ɹ©§tk \ ~̈Ţɮ©uqy¦R ̈́ ±¢®¢{ Ō¦{¦ Uup̈ y¦Æ£p̈t¦ ̈́ ~¦£ẗ z±ǈz 
rîb{îb Tt® §tzR̿o {¦b~¦ɳ©R a¦zû a{î g®- U ɹ©§tk Ō¦{¦ qp̈ §~§~s ̈́ʀ«§ŀɳ©R ǣz~Ǧq¦ut Ţ}~® g®-  
¶ ʃªft¦t® y®y{Ìy¦Rq¨ y®}~~¨ Tt® p®t± ̈́a¦{ tĭÌ a{~±+ p®t± Ty| a{~± Tt® ֜p® uÆ{o¦yt± 
y®y{Ìy¦R ¢R̲£ a{~±-  

¶ §~§~s x¦cẗ y¦Æ£p̈t¦ ̈́~¦£t® y¦cûr ût Uuʀ©R- 
¶ ʃªft¦_ɳ©R Tqûdkt a{ʀ©R-  
¶ ±̈́¢®¢{t¦ k¦Vyɳ©R §tzR̿o a{ʀ©R-  
¶ §~§~s Æm~¦V¢t® aR̺±| §¢ǈt| y±a|~¦ɳ©R Tt® y®}~~¦ɳ©R a¦y a{ʀ©R-     

 
2. \{îǖy®Æka |±Çha ɹ©§tk 'ALU): ALU \ aǞǚɹªk{t± \~± x¦c g® Ɏ §~§~s p¦ÆaÏa a¦zԃ a{î g® Tt® 
¢{~¦}¦, w¦rw¦aÌ, ɢ©o¦a¦{ Tt® x¦c¦a¦{ Ɏ~̈ c¦Åo§pa Æ̰z¦_ a{î g®- p® £¦V Ǧu¨m ÆmÇhk| ¢ÆaÏk g® 
Ɏ cop{Ì_ Xaî|® g® Tt® ¢{b¦yo¨_ uo a{î g®-  
 
\{îǖy®Æka |±Çha ɹ©§tkt¦ a¦zԃ9 aǞǚɹªk{ Ō¦{¦ qp¨ |cxc ws¨ h c¦Åo§pa Tt® p¦ÆaÏa Æ̰z¦_ p®t¦ 
Ō¦{¦ q¦z g®- p® y¦kît¨ y¦Æ£p¨ ̈́±¢®¢{ {ţǦk{ p{Ìaî _}b¦p¨ f±ĭ¢ aǞǚɹªk{ y®y{Ì u¦¢®q¨ y®}~® g®- 
y¦Æ£p̈ y®}ǣz¦ ugÌ p®ẗ u{ ̈́Æ̰z¦ q¦z g® Tt® p®ɳ©R uÆ{o¦y ALUt¦ UXkɴ©k {ÇhǦk{y¦R ¢R̲£¦z g®- 
p® ¢{~¦}¦ w¦rw¦aÌ Ɏ~¨ Æ̰z¦_ uo a{î g®- hÆk| cop{Ì_ uo U ɹ©§tky¦R h q¦z g®-  

 
3. {ţǦk{9 U \a §~ ®¡ CPU ¢¦q®t± £¦V Ǧu¨m ¢R̲£a g®- r{îa y¦Æ£p¨ u{ ̈́Æ̰z¦ q¦z p® Tc¦X p® 
{ţǦk{y¦R tӼs¦z g®- Xr¦£{o p{Ìaî w® ¢RǇz¦t± ɢ©o¦a¦{ a{~¦t± £±z p± wRt® ¢RǇz¦ {ţǦk{y¦R U~® 
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Tt® p®ɳ©R uÆ{o¦y uo {ţǦk{y¦R U~®- '{ţǦk{y¦R ~¦Ǧp§~a y¦Æ£p̈ Xu{¦Rp y¦Æ£p̈t± ¢R̲£ Į¦R qz± 
g® p® Ǧq}t¨ y¦Æ£p¨t± uo p®y¦R ¢y¦~®  q¦z g®-( 
 

0-5 Ǧk±{îh Æm~¦V¢¨i 'Storage Devices)  
 
y¦t~¨ a±W uo ̈́a¦{t¨ y¦Æ£p¨t® z¦r {¦b® g®- ychy¦R ¢R̲£ a{î g® Tt® hŬ{ umî Ǖz¦{î p®t® u¦gÌ y®}~® 
g®- Uh ̈́a¦{î aǞǚɹªk{y¦R uo mîk¦ aî y¦Æ£p¨t± ¢R̲£ q¦z g®- y®y{Ì aî Ǧk±{îh \ aǞǚɹªk{t± \a x¦c g®- 
Ɏy¦R mîk¦ aî ʃªft¦_t± ¢R̲£ q¦z g®-  
aǞǚɹªk{ y®y{Ìt¦ ɸ©Ǉz 1 x¦c g®- ̈́ ¦Vy{Ì y®y{Ì Tt® ¢®aRm{Ì y®y{Ì- U wRt® ̈́ a¦{t¨ y®y{Ìt® Uuo® 
§~cp~¦{ h±V\-   
 
0-5-0 ̈́¦zy{Ì Ǧk±{îh '̈́¦q§ya ¢R̲£( 
 
¦̈́q§ya ¢R̲£t® ɸ©Ǉz Ǧk±{îh Tq~¦ y®y{Ì uo a£î~¦y¦R U~® g®- 

 
̈́¦Vy{Ì y®y{Ì \ \~¦ ̈́a¦{ẗ y®y{Ì g® aî Ɏ ¢̈üɹ© ¢¦q® ¢pp ¢̈s¦ ¢Ruaûy¦R {£î g®- p® y¦Æ£p̈t± ¢R̲£ 
a{î g®, z±ǈz ʃªft¦_ Uu® g® Tt® hŬÆ{z¦p ̈́y¦o® p®t¨ rîb{îb a{î g®- ws¦ h ̈́a¦{t¨ y¦Æ£p¨, mîk¦ Tt® 
\Éǚ|aî t T£ԓ uŅ§p¢{ ¢R̲£¦z g®- ̈́¦Vy{Ì Ǧk±{îh 2 ̈́a¦{t¦ £±z g®-   
 

̈́¦zy{Ì Ǧk±{îh 
 

       RAM     ROM                   Cache 
Memory 
(Random Access Memory)                     (Read -Only Memory) 
 
RAM ({îǙmy \ǆ¢®¢ y®y{Ì( 
 
RAM ¢R̲£Ǧq¦t g® Ɏy¦R y¦Æ£p¨ Ǧk±{ q¦z g® pq¦ imuq¨ [ǆ¢®¢ a{Ì  a¦z g®- RAM \a ̈́a¦{t¨ 
~±|®k¦V| y®y{Ì g®- ~±|®k¦V| y®y{Ì \k|® \~¨ y®y{Ì Ɏy¦R y¦Æ£p¨ [ǆ¢®¢ a{~¦ y¦kî ~¨h}Ì hŬ{Ì g®- 
h± p® r{Ǟz¦t ~¨h}Ì  ̈́ ¦ǚz t £±z p± ¢R̲£¦z®| mîk¦ u¦g± y}Ì  ǆp± tq¨- 
 
RAMt¦ ɸ©Ǉz w® ̈́a¦{± g®-  
1. ᴁᴱᴦᴙᴥᴡᴛ RAM: m¦zt®§ya y®y{Ì y¦Æ£p¨t® ͔o ɴª{p¨ Ǧk±{ a{î g®- m¦zt®§ya {îyt® r{ ¢®aǙmî £Ţ{± 
~bp v{Ìq¨ {Ìͅî  a{~¨ umî g®- p® ǦkîÆka {îy a{p¦R s¨y¨ Tt® ¢Ǧp¨ g®-  
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2. ᴐᴬᴙᴬᴡᴛ RAM9 ǦkîÆka RAM ¢Rɴªoûuo® T|c kîǆt±|±ţ ~¦u{î g®- Static RAM ~̈h ¢R¢¦st 'u¦~{( f¦ɾ© 
£±z Ǖz¦R ʃ©s̈ y¦Æ£p̈t® Ǧk±{ a{î g®- ǦkîÆka RAM yӼd̈ g® Tt® ~ɲ©  Èǆp ~¦u{î g®- p®_ Dynamic RAM 
a{p¦R ~s¦{î imu¨ g®-  

 
1.5.1.2 ROM (Read Only Memory) 
 
p® aǞǚɹªk{y¦Rq̈ vǆp ~¦Rf~¦ẗ ʃ©§~s¦ Uu® g®- XǕu¦rt ¢yz® p®y¦R mîk¦ Tt® ʃªft¦_t± ¢R̲£ q¦z g® p® 
Ǧq¦z¨ ̈́a¦{t¨ y®y{Ì g®- p®y¦R y¦Æ£p¨t± a¦zy¨ {Ìp® ¢R̲£ a{Ì  a¦z g®- p®y¦R {£î|¨ y¦Æ£p¨ aǞǚɹªk{ wRs 
a{~¦y¦R U~® p± uo ¢f~¦W {£î g®- ROMy¦R mîk¦ ʃ©s¦{Ì  a¦p± tq̈ Tq~¦ p®y¦R ʃ©s¦{± a{~± ɸ©Ǥaî| g®-  
ROM ʃ©s¦{Ì  a¦z t£ԓ p®~± mîk¦ Ǧk±{ a{~¦ y¦kî z±ǈz g®- ROM a¦zy y¦kî y¦Æ£p¨ ¢R̲£ a{î g®- ~¨h}Ìt± 
a¦u £±z p® ¢yzc¦}¦y¦R uo, p® y¦Æ£p¨t® Ǧk±{ {¦b® g®, Ɏt± Tqû q¦z p® a¦zy¨ Tt® t±t ~±|®k¦V| g®- 
 
t±t ~±|®k¦V| y®y{Ì9 t±t ~±|®k¦V| y®y{Ìt¦ TǙz ̈́a¦{y¦R ¢y¦§~ǥk q¦z g®-  
¶ ̈́±̲¦y®w| {Ìm _Ǚ|¨ y®y{Ì 'PROM( 
¶ W{îi®w| ̈́ ±̲¦y®w| {Ìm _Ǚ|¨ y®y{Ì 'EPROM) 
¶ V|®a̺Ìa|¨ W{îi®w| ̈́±̲¦y®w| {Ìm _Ǚ|¨ y®y{Ì 'EEPROM; Tq~¦ Ǜ|®  ROM) 
¶ V|®a̺Ìa _ǡk{îw| {Ìm _Ǚ|¨ y®y{Ì 'EAROM) 

 
aîk|¦a ROM t±t ~±|®k¦V| g® u{Rɯ© {Ì-̈́±̲¦y 'reprogrammed) a{Ì  a¦z g®9 
¶ ±̲̈́¦y®w| {Ìm _Ǚ|̈ y®y{Ì 'PROM(: p® {±yt± \a ̈́a¦{ g®- p®y¦R ̈́±y{¦Wk{ t¦yt¦ §~§ ǥk 
\ay ~mî mîk¦-̈́±̲¦yt® ̈́±yt¨ b¦|¨ f¨u u{ |b~¦y¦R U~® g®- 

¶ W{îi®w| ±̲̈́¦y®w| {Ìm _Ǚ|¨ y®y{Ì 'EPROM): p® {±yt± \a ̈́a¦{ g®- p®t¦ Xu{ |b®|¨ 
§~cpt® Tǡ̺¦~¦z±|®k |¦Wky¦R ɡ©ǡ|̈ {¦b~¦q̈ p®t® ɷªR¢̈  a¦z g®- 

¶ V|®a̺Ìa|̈ W{îi®w| ±̲̈́¦y®w| {Ìm _Ǚ|̈ y®y{Ì 'EEPROM): ̈́±y Xu{t¨ §~cp±t® ɷªR¢~¦ y¦kî 
Tǡ̺¦~¦z±|®k  |¦Wkt® wr|® V|®Êǆ̺a| ¢¨ǈt|t± Xuz±c a{~¦y¦R U~® Ǖz¦{î p® ̈́a¦{t¨ y®y{Ìt® 
EEPROM a£î g®-  

¶ Tǡ̺¦~¦z±|®k W{îi®w| ±̲̈́¦y®w| {Ìm _Ǚ|̈ y®y{Ì 'ᴒᴓEPROM): Tǡ̺¦~¦z±|®k ̈́a¦  Xuz±c 
Ō¦{¦ ɷªR¢¨ Tt® ugÌ reprogrammed a{Ì  a¦z g®-   

 
1.5.1.3 Cache  
 
Cache: Cache \a £¦V Ǧu¨m y®y{Ì g® Ɏ ᴀᴍᴒ Tt® ɸ©Ǉz y®y{Ì ~ǋf® U~®|̈ £±z g®+ p®y¦R £¦|y¦R 
Xuz±cy¦R £±z p®~¦ Tq~¦ £yo¦R h ~u{¦z¦ £±z p®~¦ mîk¦ Ǧk±{ q¦z g®- p® T¢{a¦{a g® a¦{o aî p® ɸ©Ǉz 
y®y{Ì a{p¦R  imü g® u{Rɯ© p®ẗ ÆaÂyp ɸ©Ǉz y®y{Ì a{p¦R ~s¦{î £±~¦q¨ p®t¨ Ǧk±{îh ĩyp¦ _gÌ £±z g®- 
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0-5-1 ¢®aǙm{Ì Ǧk±{îh 
 
¢®aǙm{Ì Ǧk±{îh kîǆt±|±ţ, ¢R̲£ Æm~¦W¢  Tt® ¢R̲£ y¨Æmz¦t± \a ̈́a¦{ g® Ɏ £Ry® ¦ aǞǚɹªk{ Ō¦{¦ ¢¨s¦ 
ʃ©|x tq̈- ¢®aǙm{Ì Ǧk±{îh ÿÆmz¦t¦R Xr¦£{o±y¦R Hard Disk, CD, DVD ~c®{ît± ¢y¦~®  q¦z g®. p®t± 
¢¦y¦Ǚz {Ìp® ¢R̲£ Tt® w®aTu £îɯ©_ y¦kî q¦z g®- aǞǚɹªk{ a¦y Uu~¦y¦R TkaÌ Ţz g®, Ǖz¦{î ¢®aǙm{Ì 
¢R̲£ Æm~¦V¢ \a t~¨ §¢Ǧky y¦kî w®aTu ¢R̲£~¦ y¦kî ~¦u{~¦y¦R U~® g®- £¦mû ÆmǦa Tt® y®ǈt®Æka kîu 
ɥ©RwaÌz §¢ǘs¦Rp u{ a¦zû a{î g® hz¦{î ᴀᴁ+ ᴁᴓᴁ Tt® ״ᴤᴭᴝ ᴏᴙᴱ ᴁᴡᴫᴣ ̈́a¦ t¦ §¢Ņ¦Rp u{ a¦zû a{î g®-  
Uuo® aǞǚɹªk{t¨ ¢®aRm{Ì Ǧk±{îht¦ aîk|¦a Xr¦£{o h±W\-  
 

1) ¢®aRm{Ì Ǧk±{îh 2) §~cp 
3)  

 
Uɠ«§p 0-01 y®ǈt®Æka kîu 

4)  y®ǈt®Æka kîu: U ̈́a¦{t¨ y®ǈt®Æka kîu \ ɡªw u¦p}Ì ǚ|¦ÊǦkat¨ uĺ¨ aî Ɏt¦ 
Xu{ Iron Oxideᴝ (Uztû _ĩ¦Vm(ɳ©R a±ÆkÂc a{îɾ©R £±z g® Ɏt¦ Yu{  y¦Æ£p¨ 
̰§ya |b ̈ Tt® ~¦Rf¨  a¦z g®- kîut¨ ¢R̲£ĩyp¦ Æa|±w¦Vkq¨ |Wt® 
y®c¦w¦Vk ʃ©s̈ẗ £±z g®-  

5)  
6) Uɠ«§p 0-02 Ǜ|±ü ÆmǦa 

Ǜ|±u¨ ÆmǦa: Ǜ|±u¨ ÆmǦa ̼¦W~ uo a¦zy¨ {Ìp® y¦Æ£p¨ Ǧk±{ a{~¦ y¦kî 
Xuz±cy¦R |®~¦z g®. Ǜ|±u¨ ÆmǦa 1ᵀ+ 4-14 TTt® 2-4 T¢¦Wit¨ £±z g®- U 
Ǜ|±u¨t¨ ¢R̲£ ĩyp¦ 0-33 MB £±z g®-  

7)  
Uɠ«§p 0-03 a±Ǟu®ǆk ÆmǦa 

a±Ǟu®ǆk ÆmǦa: \a a±Ǟu®ǆk ÆmǦa '¢¨mÌ( ÆmÇhk| Ǧ~Ŭuy¦R _Æmz±, ~¨Æmz±, 
|b¦o Tt® TǙz y¦Æ£p¨ ¢R̲£ a{~¦ ~u{¦z g®- 120 y¨y¨ ¢¨mÌ 700 Mb 
Ǧk±{îh ĩyp¦ s{¦~® g®-  

8)   

 
a±Ǟu®ǆk ÆmǦat¦ ̈́a¦{9 
ÆmǦa §~cp 
CD-ROM CD-ROM y¦Rt± mîk¦ vǆp ~¦Rf¨  a¦z g®, U ÆmǦa Xu{ u£î|®q¨ mîk¦ {îa±mû a{~¦y¦R 

U~® g® Tt® p®yt¦ u{ stored y¦Æ£p¨ wr|¨  a¦p¨ tq¨- p® y±kîx¦c® _Æmz± ¢¨mÌ 
{îa±ÆmÙc y¦kî ~u{¦z g®- 

WORM/CDR WORM 'Write Once Read Many) t± Tqû g® \a~¦{ |b¨  a¦z Tt® Tt®a~¦{ 
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ÆmǦa §~cp 
~¦Rf¨  a¦z- WORMt¦ ~u{¦ ap¦û_t® aǞǚɹªk{ §¢Ǧky ¢¦q® h±m¦z®| 'CD-ᴏ( 
̼¦V~ Xuz±c a{Ìt® p®yt¦ u±p¦t¨ CD-ROM ÆmǦa wt¦~~¦ y¦kî u{~¦tc¨ Uu® g®-  

CD-RW CD-RW a±Ǟu®ǆk ÆmǦa v{Ìq¨ mîk¦ ¢¨mÌy¦R |b¨  a¦z p® y¦kî ~u{¦z g®- CD-RW \ 
b¦|¨ CD g® Ɏ CD wtû{ Ō¦{¦ |b¨  a¦z g®- CD-R 'CD-{îa±mû( Ɏy tÆ£ uo, CD-
RW do¨ ~bp |b¨  a¦z g® 

DVD 

 
Uɠ«§p 0-04 

mÌ~¨mÌt® ÆmÇhk| ~¢ïk¦V| ÆmǦa Tq~¦ ÆmÇhk| §~Æmz± ÆmǦa a£î g® - a¦zy¨ y¦Æ£p¨ 
¢R̲£ y¦kî Xuz±c¨ g®- mÌ~¨mÌ _g¦y¦R _gÌ 4.7 GBt¨ ¢R̲¦£a ĩyp¦ s{¦~® g®- 
mÌ~̈mÌ w¦ɧ©-\a Tq~¦ w® w¦ɧ©~¦}Ì £±W  aî g® Tt® r{îa w¦ɧ© u{ w® Ǧp{± £±W 
 aî g®- w® Ǧp{~¦}Ì DVD y¦kî §~Æm_, _Æmz±, Tt® TǙz y¦Æ£p¨t® 17 c¨c¦w¦Vι¢ 
¢y¦~¨  a~¦ uz¦ûǚp g®-  
 

 
mÌ~¨mÌt¦ §~§~s ̈́a¦{± h±W\-   
 
mÌ~¨mÌ §~cp 
DVD-R DVD-R y¦̿ \a h ~¦{ y¦Æ£p¨ {îa±mû a{Ì  a± g± Tt® ugÌ mîk¦ ÆmǦa u{ a¦zy¨ wt¨ Ţz g®- 

U ÆmǦa ẅţ ~¦{ u{ {îa±mû a{Ì  a¦ɯ©R tq̈- DVD- R ¢¦y¦Ǚz {Ìp® 4.71 GBt¨ ¢R̲£ ĩyp¦ 
s{¦~® g®- 

DVD-
RW 

DVD-RW ɴ©tS|b¦o a{~¦ z±ǈz g®- DVD-RW ÆmǦa u{ y¦Æ£p¨ a±Wuo ̈́a¦{t¦ ɳ©a¢¦t §~t¦ 
ɱª{ a{Ì  a¦z g® Tt® ¢RǇz¦wRs ~bp {îa±mû a{Ì  a¦z g®- 

DVD-
ROM 

DVD-ROM Digital ~¢ïk¦V| ÆmǦa ¢¦y¦Ǚz {Ìp® y±k¦ ¢±Ǜk~®{ a¦zṵ̂y± Ǧk±{ a{~¦ y¦kî Xuz±c 
q¦z g®- p® a±Ǟu®ǆk ÆmǦa 'CD-ROM) Ɏ~̈ h g® u{Rɯ© ~s¦{î ĩyp¦ s{¦~® g®- DVD- ROM t¨ 
mîk¦t± ¢R̲£ |cxc 4.38 GBt ̈g®- 

 
Blu-Ray Disk  
(ǜɾ©-{î ÆmǦa(9  
 

ǜɾ© {î ÆmǦa ẅmÌ p{Ìaî _}b¦z g®- p® ǜɾ© {î ÆmǦa \¢±¢̈\ t '״ᴁ׳( §~Ŕ 
T ö̲ aǙiɼ©y{ V|®ǆ̺±§tǆ¢ ɧªq Ō¦{¦ ¢ɹ©Rap {Ìp® wt¦~®| tʀ©R _Êǚka| ÆmǦa 
v±yïk g®- ǜɾ© {î ÆmǦa ɴ©t|ïbt Tt® Xǋf ɢ©o~p¦~¦}¦ §~Æmz± ᴅᴁ ᴓᴡᴜᴝᴧ 
ᴍᴤᴙᴱᴚᴙᴛᴣ ¢¦q® y¦Æ£p¨ y±k¦ ̈́y¦oy¦R ¢R̲£, {îa±mßc a{~¦ y¦kî §~a¢¦~~¦y¦R 
U~¨ £p¨- p® mÌ~̈mÌ a{p¦R u¦Rf cö ~ɲ© ¢R̲£ĩyp¦ Uu® g®- \a w¨mÌt¨ 
¢R̲£ ĩyp¦ 25 q¨ 4/ GB ʃ©s̈t± mîk¦ ¢y¦~̈  aî p®k|¨ £±z g®- 4// GB t¨ 
¢R̲£ ĩyp¦ s{¦~p¨ ǜɾª {î ÆmǦa £¦|y¦R §~a§¢p qW {£Ì g®-   

1)   
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Uɠ«§p 0-05 £¦mû ̼ ¦V~ 

2) £¦mû ̼¦V~ : £¦mû ÆmǦa \a ɥ©RwaÌz ÆmǦa g®- p®t® \a yhɶªp w±ǆ¢y¦R c±l~®|̈ 
£±z g®- Ɏt® £¦mû ̼¦V~ a£î~¦z g®- U £¦mû  ̼¦V~  CPU w±ǆ¢y¦R c±l~¦z®|¨ £±z 
g®- aǞǚɹªk{ ʃªft¦ ɸ©hw £¦mû ÆmǦa u{ɳ©R |b¦o ~¦Rf̈  aî g® Tt® |b̈  aî g®. 
£¦mûÆmǦa p®t¦ y®ǈt®kÌa \Æ{z¦y¦R ws¨ h y¦Æ£p¨ Ǧk±{ a{î g®- p®q¨ ~¨h}Ìt± 
̈́~¦£ wRs q¦z aî aǞǚɹªk{ ɷª|q¨ wRs a{Ì rî~¦y¦R U~® p± uo T£ԓ Ǧk±{ qz®|¨ 
y¦Æ£p̈ arÌ ɷ©R¢¦p̈ tq̈- p®q̈ p®t® Ǧq¦§ta Ǧk±{îh Æm~¦V¢ a£î g®- £¦mû ÆmǦa 
Ǜ|°ü ÆmǦa a{p¦R ~ɲ© imü g®- ~ɲ© ̈́y¦oy¦R mîk¦ ̺¦Ǚ¢v{ a{~¦ y¦kî w£¦{q¨ 
CPUy¦R USB u±kû Ō¦{¦ h±mÌ  a¦z p®~¨ \șk{t| £¦mû ̼¦W~ wŢ{y¦R Xu|ǜs 
g®-   

 
Uɠ«§p 0-06 u®t ̼¦V~      

3)  

 
u®t ̼¦W~9 u®t ̼¦W~ |¦Rw¦ ¢yz ʃ©s̈ y¦Æ£p¨ {¦b~¦ ¢ĩy g®- \a TǕzRp 
ka¦X tĭ{ ÈǦq§p~¦ŭ ¢R̲£ Æm~¦W¢  g®- p®t® ~¦u{~¦ y¦kî  a±V uo ¢±Ǜk~®{t¨ 
hŬ{ tq̈ Tt® y±k¦ x¦ct¦ aǞǚɹ©k{± ¢¦q® h±m¦~¦ y¦kî ʃ©¢Rcp g®-  
 
\a u®t ̼¦W~ ¢{}p¦q¨ §~Ŋ¦qÖ_, ǣz¦~¢¦§za±, § ĩo ¦Ŗ¨_, p®t¦ t¦t¦ ar 
a¦{o® Ǧ~pR̿ {Ìp® a±Wuo hǈz¦\ Xuz±cy¦R |W  a¦z g®- £¦|y¦R 7GB, 21GB 
Tt® p®t¦q¨ uo ~s¦{î ¢R̲£ĩyp¦ ¢¦q® Xu|ǜs g®- U ̈́a¦{t¨ u®t ̼¦W~±y¦R 
̲¦Ævǆ¢, x¦{î rǦp¦~®h±, v±k¦, ¢Rc¨p Tt® §~Æmz± aî Ævǡyt± uo ¢R̲£ a{Ì  a¦z 
g®- \a u®t ̼¦W~t± aǞǚɹªk{t¦  ɹ©\¢ẅ u±kûy¦R ǚ|c aî ǚ|c Tt® ǚ|® 
Xua{ot¨  Ɏy Xuz±c a{Ì  a¦z g® \ USB u±kû ¢¦q® U~® g®- u®t ̼¦V~t¨ 
yrrq¨ y¦Æ£p¨ ¢{}p¦q¨ \a y ¨ty¦Rq¨ w¨Ţ y ¨ty¦R ̺¦Ǚ¢v{ a{Ì  a¦z g® 
Xu{¦Rp p® t¦t¨ £±~¦q¨ u¢û aî b¨¢¦y¦R pq¦ £¦qy¦R ¢{}p¦q¨ {¦b¨  a¦z g®-  

 
1.7 Wtɴ©k Æm~¦W¢ 'Input Devices) 
 
aǞǚɹªk{ẗ ֜ r{ y¦Æ£p̈ ɸªa~¦ aî r¦b| a{~¦ y¦kît¦ \ayt® Wtɴ©k Æm~¦V¢ a£î g®- Ɏt¦ Ō¦{¦ aǞǚɹªk{y¦R 
mîk¦ aî ʃªft¦_t± §t~ï  'Input) a{~¦y¦R U~® g®- Vtɴ©k Xua{o± aǞǚɹªk{ u{ y¦Æ£p¨ Tt® §tzR̿o 
¢Raîp± Uu~¦ y¦kî ~u{¦z g®- T£ԓ Uuo® aǞǚɹªk{t¦ aîk|¦Ra TcǕzt¦ Wtɴ©k Æm~¦V¢ §~ ® y¦Æ£p¨ 
y®}~̈ʁ©R-  

 
Uɠ«§p 0-07  aÌ-w±mû  

aÌw±mû9 ¢²q¨ ¢¦y¦Ǚz Tt® ɡªw h 
|±a§̈́z Vtɴ©k Æm~¦W¢  aÌ-w±mû g®- 
aÌ-w±mû aǞǚɹªk{y¦R y¦Æ£p̈ Vtɴ©k y¦kî 
~u{¦z g®- aÌ-w±mû 82 Tq~¦ 102 aÌ 
s{¦~® g®- 104 aÌ~¦}¦ aÌ-w±mû VǙk{t®k 
Tt® §~Ǚm±iy¦R Xu|ǜs g®-  
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aÌ-w±mûy¦R U~®|¨ §~§~s aÌt¨ Xuz±Åcp¦ Uu®|¦ kîw| u{q¨ y®}~¨  a¦ ® 
 

 aÌ ~oût 
Uǡv¦Ǚɹ©y®{Ìa aÌ  U aÌ Tĩ{± 'A-Z, a-z) Tt® ¢RǇz¦_ '0-9)t± ¢y¦~®  a{î g®- 
֝am¦aÌz 
(Ǚɹ©y®{Ìa)  aÌu®m- 

p® ֝am¦aÌz y¦Æ£p¨ Tq~¦ a¢û{t® b¢®m~¦ y¦kî Xuz±c q¦z g®- ¢¦y¦Ǚz {Ìp®, p® 
17 aÌ ¢ɸª£ s{¦~®- 

vRǆ t aÌ U aÌ a¢û{ Tt® Ǧ̰Ìtt® §tzR̿oy¦R {¦b® g®- p®y¦R ᴃ0 q¨ ᴃ01 ʃ©s̈ẗ aÌt± ¢y¦~®  
q¦z g®-  

Ǧu®§ z| aÌ U keyy¦R "Enter, Shift, Caps Lock, Num Lock, Space bar, Tab, and Print 
Screen"t± ¢y¦~®  q¦z g®- Ɏt± X»z±c b¦¢ £îɯ© y¦kî q¦z g®- 
p®y¦R Home, End, Insert, Delete, Page Up, Page Down, Control(Ctrl), 
Alternate(Alt), Escape (Esc) Tt® four directional arrow key (f¦{ Ær ¦ p¨{ aÌt±) 
¢y¦~®  q¦z g®- 

  
y¦X¢9 y¦X¢ ¢²q̈ ~ɲ© |±a§̈́z u±֞ÆkÂc Æm~¦V¢ g®- p® ɡªw h 
̈́Ǉz¦p a¢û{ §tzR̿o ¢¦st g®- ¢¦y¦Ǚz {Ìp®, y¦X¢ u{ m¦w¦ Tt® 
hyo¦ wkt t¦yt¦ w® wkt, Tt® Ǧ̰±| w¦{ yǘzy¦R £±z g®- y¦X¢ 
Ǧ̰Ìt u{ a¢û{ ÈǦq§p §tzR̿o a{~¦ y¦kî ~¦u{Ì  a¦z g®- 

 
Uɠ«§p 0-08 y¦X¢ 

  
h±zÊǦka: h±zÊǦka y±t¨k{t¨  Ǧ̰Ìt u{ a¢û{ɳ©R Ǧq¦t b¢®m~¦ y¦kî 
Xuz±c¨ g®, Ɏ §trð  Æm~¦W¢  g®- h±zÊǦka py¦y f¦{îz Ær ¦y¦R 
b¢®mÌ  a¦z g®- h±zÊǦkaɳ©R a¦zû y¦X¢ ¢y¦t g®- p® ɸ©ǇzǕ~® aǞǚɹªk{ 
Us¦Æ{p Æmi¦Vt 'CAD) Tt® aǞɴ©k{ c®Wy {y~¦y¦R ~u{¦z g®- 
 

 
Uɠ«§p 0-1/ h±zÊǦka 

  
|¦Vk u®t9 |¦Vk u®t+ u®t Ɏʀ©R h §trð  Æm~¦W¢  g®- p® y®ɳ© 
UVkyt¨ u¢Rrc¨ r ¦û~~¦ Tq~¦ y±t¨k{ Ǧ̰Ìt u{ Åf̿± r±{~¦ 
y¦kî Xuz±c¨ g®- p® \a t¦t¨ t}Ìy¦R ɸªa~¦y¦R U~®| _Êǚka| 
§¢Ǧky g® Ɏ CPUy¦R |¦cp¦ ~}cp¦ ¢Raîp y±a|® g®-  
  

Uɠ«§p 0-10 |¦Vk u®t 
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̺îa w±|: ̺îa w±| y±k¦ x¦c® t±kɶ©a aî |®uk±u aǞǚɹªk{y¦R Xuz±c¨ 
g®- U Tsû c±}¦a¦{ \a w±| g® pq¦ w±| u{ ֝c}Ì_ b¢®mÌt®, 
§trð a a{~¦y¦R U~® g®- ̺îa w±| y¦X¢ a{p¦R _gÌ hǈz¦ {±aî g®- 
\a ̺îa w±| \a w±|, \a wkt pq¦ \a f±{¢ Ɏ~¦  §~§~s 
Ua¦{y¦R U~® g® 

 
Uɠ«§p 0-11 ̺îa w°|   

  
Ǧaët{ : Ǧaët{ \a \ʀ©R Æm~¦W¢ g® Ɏ a¦c}ẗ y¦Æ£p̈t® £¦mûmÌǦa u{ 
ta| a{~¦ y¦kî ~u{¦z g®- ta| qW cz®| y¦Æ£p¨y¦R ¢±vk~®{t¨ 
yrrq̈ vî{v¦{ a{Ì  a¦z g®- 
 

 
Uɠ«§p 0-1¹ Ǧaît{ 

  
ÆmÇhk|¦Wi{: ÆmÇhk|¦Wi{ \t¦|±c y¦Æ£p¨t® ÆmÇhk| Ǧ~Ŭuy¦R 
vî{~® g®- p® aǞǚɹªk{ Ō¦{¦ Åf̿ wt¦~~¦ y¦kî ~¦u{Ì  a¦z g®- p® 
¦̲Ævǆ¢ Tt® Åf̿ ¦Ǖya y¦Æ£p̈t® w¦Wt{Ì Vtɴ©ι¢y¦R vî{~® g®- 
ÆmÇhk|¦Wi{ kîǜ|®k Tq~¦ ̲¦Ævǆ¢ kîǜ|®k p{Ìaî _}b¦z g®- 

 
Uɠ«§p 0-13 ÆmÇhk|¦Wi{ 

  
kf Ǧ̰Ìt9 kf Ǧ̰Ìt ~u{¦ ap¦û Ǧ̰Ìt u{ Åf̿± Tq~¦  ǜr±t± Ǧu û 
Ō¦{¦ aǞǚɹªk{ ¢¦q® ~¦pf¨p a{~¦ y¦kî u{~¦tc¨ Uu® g®, y¦t~ 
Ǧu û y¦kî ¢R~®rt ¨| g®- kf Ǧ̰Ìt aÌk \a kf Ǧ̰Ìt u®t|, §tzR̿a, 
Tt® £¦mû~®{ ̼¦W~{ ¢y¦~® g®- kf Ǧ̰Ìtt¦ Xuz±c y¦kî Ǧ̰Ìt u{ 
£¦q aî ֝c}Ì vî{~̈t® p®t± Xuz±c a{Ì  a¦z g®- kîǜ|®k aî Ǧy¦kû 
v±ty¦R kf Ǧ̰Ìt \ ̈́fÅ|p Æm~¦V¢ g®- 

 
Uɠ«§p 0-149 kf Ǧ̰Ìt 

  
ǘ~§t~sûa zR̿ 'y¦V̰±v±t(9 y¦V̰±v±tt± Xuz±c Vtɴ©k T~¦ht® 
ÆmÇhk| Ǧ~Ŭuy¦R ¢R̲Æ£p a{~¦ y¦kî q¦z g®- y¦V̰±v±t \a 
yǡkÌÿÆmz¦ {ɧªUp y¦kî T~¦h Xy®{~¦ aî ¢Rc̈p §y͐ o y¦kî 
Xuz±c¨ g®-   

Uɠ«§p 0-15 y¦V̰±v±t 
  
y®ǈt®Æka VǙa aî{îǆk{ {Ìm{ 'MICR) : MICR y±kÌ ¢RǇz¦y¦R f®a u{ 
̈́Æ̰z¦ a{~¦ w®Ǚa±y¦R Xuz±c¨ g®- w®Ǚat¦ a±m tRw{ Tt® f®a tRw{ U 
y ¨ty¦R ~¦Rf¨  a¦z g®. U ~¦Rft ̈́Æ̰z¦t® y®ǈt®Æka VǙa aî{îǆk{ 
{îaÈǈt t 'MICR) a£î~¦y¦R U~® g®- MICRt± ɸ©Ǉz |¦x p® imü g®- 
  

Uɠ«§p 0-16 MICR 
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^Êǚka| aî{îǆk{ {Ìm{ 'OCR): OCR §̈́Ǚkîm |b¦o ~¦Rf~¦ y¦kî 
Xuz±c¨ g®- OCR _ǚkÌa|¨ Tĩ{ Ǧaît a{î g® Tt® y®y{Ì u{ |b¦o 
¢R̲£ a{î g®- 

 
Uɠ«§p 0-17 ᴌᴀᴏ  

  
w¦{ a±m {Ìm{ : w¦{ a±m {Ìm{ w¦{ a±mîm y¦Æ£p¨ 'Ug¦ Tt® d¦k¦ 
{îb¦_ Ǧ~Ŭuy¦R y¦Æ£p¨( ~¦Rf~¦ y¦kî Xuz±c¨ ¢¦st g®- w¦{ a±mîm 
y¦Æ£p̈ ¢¦y¦Ǚz {Ìp® ɴ©Ǧpa±,  ±§uÂc y±|y¦R {¦b®| ~Ǧɯ©y¦ ~u{¦z  
g®. w¦{ a±m {Ìm{ w¦{ a±m Ǧaît a{î g® ugÌ Uǡv¦Ǚɹªy®Æ{a ɸªǡzy¦R 
p®t® vî{~® g®-  

Uɠ«§p 0-18 w¦{ a±m {Ìm{ 
  
_Êǚka| y¦aû {Ìm{ 'OMR): OMR u®t Tq~¦ u®ÈǙ¢|q¨ a{~¦y¦R 
U~®| y¦aût¦ ̈́a¦{ _}b~¦ y¦kî Xuz±c¨ g®- q±m¦ §~aǡu±y¦Rq¨ 
u¢Rr a{î| aî ÅfËŘp qz®| y¦aût® _}b~¦ y¦kî ~u{¦z g®- wʄ© 
~¯aÉǡua u{Ìĩ¦t¦ 'ᴊᴀᴎ( h~¦wt¨ fa¦¢o¨ y¦kî ~»{¦z g®-  

Uɠ«§p 0-2/  OMR 
 

0-7 UXkɴ©k Æm~¦W¢¨i  (Output Devices) 
 
UXkɴ©k Æm~¦V¢¨i \ \~¦ aǞǚɹªk{ £¦mû~®{ ¢¦st± g® Ɏ aǞǚɹªk{ Ō¦{¦ ̈́±¢®¢ qz®| y¦Æ£p¨t® UXkɴ©k 
Ŭu® Uu® g®- T£ԓ Uuo® aîk|¦a UXkɴ©k Æm~¦V¢ §~ ® y¦Æ£p̈ y®}~̈\- ɸ©ǇzǕ~® UXkɴ©k Æm~¦V¢y¦R 
ẗf® ɸ©hwt¦ Æm~¦V¢t± Xuz±c q¦z g®-     
 
1. y±§tk{   2. §̈́Ǚk{   3. ǚ|±k{    4. ̈́±Ɏǆk{    5. Ǧu¨a¢û  

 
y±§tk{9 y±§tk{ \ UXkɴ©k Æm~¦V¢ɳ©R ¢²q̈ ̈́fÅ|p Tt® Xuz±cy¦R |®~¦ɯ©R 
¢¦st g®- p®y¦R UXkɴ©kt® kîÅ|§~it Ɏ~¦ ́Ǥz Ǧ̰Ìt u{ {ɧª a{~¦y¦R U~® g®- 
y±§tk{ u{ h±~¦ y}ɯ©R UXkɴ©k vǆp ~¦Rf~¦t¦ £îɯ© y¦kî h g®- y±§tk{ u{ 
h±~¦ y}p¨ y¦Æ£p¨ t® a¦c} u{ §̈́Ǚk a{Ì  a¦z g®- y±§tk{ u{ y¦Æ£p¨t® 
̈́r§ Îp a{~¦ y¦kî aîq±m {î kɻªw (CRT) ̈́a¦{t¦ y±§tk{ aî u¦p}¦ LCD aî 
LED ̈́ a¦{t¦ y±§tk{t± Xuz±c a{~¦y¦R U~® g®-  £¦|y¦R Å|Èǆ~m Æ̰Ǧk| 
ÆmǦǚ|® 'LCD) Tt® |¦Vk \y¨ÆkÂc m¦z±λ¢ 'LED) kîǆt±|±ţ Us¦Æ{p u¦p}¦ 
y±§tk{ do¦ ̈́fÅ|p wǙz¦ g®- U ̈́a¦{t¦ y±§tk{ ary¦R u¦p}¦, ~hty¦R 
£|a¦ Tt® _gÌ hǈz¦ {±aî g®-  

 
 
Uɠ«§p 0-20 y±§tk{ 
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§̈́Ǚk{9 §̈́Ǚk{ ¢²q̈ y£Ǖ~ɴªoû UXkɴ©k ¢¦st g®- §̈́Ǚk{ a¦c}y¦R y¦Æ£p¨ g¦u~¦ y¦kî Xuz±c¨ g®- 
§̈́Ǚk{t¦ ɸ©Ǉz ̈́a¦{t® ẗf® ɸ©hw §~x¦Çhp a{Ì  a¦z g®-  
 
§̈́Ǚk{ t¦ ̈́a¦{  
1. Impact Printer (WǞu®ǆk §̈́Ǚk{) 

a. Character printer (aî{îǆk{ §̈́Ǚk{( 
¶ Dot Matrix printer (m±k y®̺Ìǆ¢ §̈́Ǚk{( 
¶ Daisy Wheel printer (mîVi¨ ǣ£Ì| §̈́Ǚk{( 

b. Line printer (|¦Wt §̈́Ǚk{( 
¶ Drum printer (̼y §̈́Ǚk{( 
¶ Chain printer (f®Wt §̈́Ǚk{( 

2. Non-Impact Printer (t±t WǞu®ǆk §̈́Ǚk{( 
¶ Laser printer (|®i{ §̈́Ǚk{( 
¶ Inkjet printer (VǙǆɎk §̈́Ǚk{( 

 
1. Impact Printer 'WǞu®ǆk §̈́Ǚk{(: U §̈́Ǚk{y¦R Tĩ{± g¦u~¦ y¦kî Æ{wtt± Xuz±c a{~¦y¦R U~® g®- 
Æ{wt u{ gu¦z®| Tĩ{±t® a¦c} u{ g¦u~¦y¦R U~® g®. U §̈́Ǚk{y¦R a¦c} Tt® g¦u~¦ y¦kît¦ 
Tĩ{± s{¦~p± £îm '£q±mÌ t¦ y¦q¦ Ɏ~± x¦c( \aw¨Ţt¦ x²§pa ¢R»aûy¦R U~® g®-     
 
|¦ĩÅoap¦_9 
¶ ɡªw _g± ~u{¦  bfû 
¶ ɡªw T~¦h a{î g®. 
¶ _gÌ ÆaÂyp u{ hǖq¦wRs §̈́Ǚkԓc y¦kî Xuz±c¨ g®. 
¶ §̈́Ǚk a{~¦ y¦kî a¦c} ¢¦q® x²§pa ¢Ruaûy¦R £±z g®. 

 
1.1 Character Printer (aî{îǆk{ §̈́Ǚk{(: U §̈́Ǚk{ \a ¢yz® \a Tĩ{ g¦u® g®-  

 
1.1.1 Dot-matrix Printer 'm±k y®Æ̺ǆ¢ §̈́Ǚk{(9 m±k y®Æ̺ǆ¢ §̈́Ǚk{ 
Tĩ{t¨ {ft¦ y¦kî y®Æ̺ǆ¢t¨ §~§ ǥk ̈́a¦{t¨ u®ktû £±z g®, Ɏy¦R u¨tt¨ 
¢¦Wi tĭÌ '4)6, 6)8, 8)6 or 8)8) a{î| £±z g®- 
v¦zr¦ 9  
¶ ~¦hw¨ ÆaÂyp  
¶ ǣz¦ua {Ìp® ~u{¦z g®  
¶ TǙz x¦¡¦t¦ Tĩ{± g¦u¨  a¦z g®  

 

 
Uɠ«§p 0-21 m±k yÆ̺ǆ¢ §̈́Ǚk{ 
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c®{v¦zr¦ 9  
¶ y¦̿ |b¦o §̈́Ǚk a{Ì  a¦z g®-  
¶ s¨y¨ c§p  
¶ tw}Ì §̈́ÊǙkÁc ɢ©o~ŀ¦ 

 
2. Non-Impact Printer (t±t WǞu®ǆk §̈́Ǚk{(: U §̈́Ǚk{ \a ¢yz® \a |¨kÌ g¦u® g®- U ̈́a¦{t¦ 
§̈́Ǚk{y¦R a¦c} Tt® Tĩ{± g¦u~¦ y¦kît¨ {ft¦ \aw¨Ţt¦ x²§pa ¢R»aûy¦R U~p¦ tq¨-   
|¦ĩÅoap¦_9 
¶ w¨Ţ §̈́Ǚk{± a{p¦R imu¨- 
¶ p®_ T~¦h a{p¦R tq ̈
¶ Xǋf ɢ©o~ŀ¦- 
¶ §~§~s v±Ǚk Tt® ¢¦Wiy¦R §̈́ÊǙkÁct¨ ¢c~mp¦- 

 
2.1 Laser Printer (|®i{ §̈́Ǚk{(: p®_ Tĩ{± g¦u~¦ y¦kî |®¢{ ̈́a¦ ẗ yrrq̈ ÅwÂɱ©_ u®r¦ a{Ìt® 
a¦c}t® §̈́Ǚk a{î g®- 
 

 
Uɠ«§p 0-22 |®¢{ §̈́Ǚk{ 

v¦zr¦ 9  
¶ ~ɲ© imu ̈ 
¶ ͐®ǥl ɢ©o~ŀ¦ ~¦}¦ |b¦o Tt® ̲¦vÌǆ¢ɳ©R UXkɴ©k-  
¶ §~§~s v±Ǚk Tt® ¢¦Wiy¦R §̈́ÊǙkÁct¨ ¢c~mp¦-   
c®{v¦zr¦ 9  
¶ yӼd¦- 
¶ \a ¢¦q® \a u®Wht¨ Tt®a ta|± XǕuŏ a{~¦ Xuz±c qW  a¦p± 

tq.̈ 
 
2.2 Inkjet Printer '֞aɎk §̈́Ǚk{(9 
 

 
Uɠ«§p 0-23 ֞ aɎk §̈́Ǚk{ 

֞aɎk §̈́Ǚk{ ̈́ y¦oy¦R t~¨ kîat±|±ţ u{ Us¦Æ{p t±t WǞu®ǆk 
§̈́Ǚk{± g®- p®_ a¦c} u{  ¦£Ìt¦ t¦t¦ kÌu¦R g¦RkÌt® Tĩ{± §̈́Ǚk a{î 
g®- ֞aɎk §̈́Ǚk{ ¢¦{Ì ʃ©§~s¦_ ¢¦q® Xǋf ɢ©o~ŀ¦t¦ UXkɴ©k Uu® 
g® 
v¦zr¦ 9  
¶ Xǋf ɢ©o~ŀ¦¢x{ §̈́Ǚkԓc 

c®{v¦zr¦ 9  
¶ ɴ«ǥl rÌl ÆaÂyp ֡ f̈ £±z g® 
¶ |®i{ §̈́Ǚk{t¨ ¢{b¦yo¨y¦R s¨y¦. 

1.   
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3. Plotter 'ǚ|±k{(   

 
Uɠ«§p 0-24 ǚ|±k{ 

4. ǚ|±k{ \ ̲¦Ævǆ¢ §̈́Ǚk{ g® Ɏ, \a Tq~¦ ~ɲ© _k±y®Æka u®t ¢¦q® 
U|®b, Uɠ«§p_ Tt® Wy®h {îb¦ Tt® {îb¦Rat± wt¦~® g®- ǚ|±k{ 
TǕzRp Xǋf {Ìi±ǡɹ© t ¢¦q® ÅwÂɱ© q̈ ÅwÂɱ© |̈kÌ_ r±{~¦ Xuz±c¨  
g®. 
\Ǚţt¨z¢û plottert± Xuz±c a{î g® a¦{o aî p® §̈́Ǚk{ a{p¦ ary¦R 
~ɲ© y±k¦ Tt® f±ĭ¢ g®- p®t± ɸ©ǇzǕ~® Xuz±c ta ¦ §̈́Ǚk a{~¦ 
y¦kî q¦z g®- 

5. 4. Projector (̈́±Ɏǆk{(: 
6.  

 
Uɠ«§p 0-25 ̈́ ±Ɏǆk{  

̈́±Ɏǆk{ \a UXkɴ©k Æm~¦W¢ Ɏ aǞǚɹªk{ Ǧ̰Ìtt® ÆmǦǚ|® Tt® \a 
¢u¦k ¢u¦kÌ u{ p®ẗ y±kÌ Uʀ«§ŀt® ̈́±Ɏǆk a{Ì  aî g®- ̈́±Ɏǆk{ 
¢x¦_y¦R Xuz±c a{~¦y¦R U~® g® aî Ɏq̈ ̈́ Ǧɯ©§p_t® Ŭyy¦R r{îa 
ǣzÈǆp_ h±W  aî g®-  
̈́±Ɏǆk{t¦ ̈́a¦{:  
¶ aîq±m {î kɻ©w 'CRT( ̈́±Ɏǆk{  
¶ Å|Èǆ~m Æ̰Ǧk| ÆmǦǚ|® 'LCD( ̈́±Ɏǆk{  
¶ ÆmÇhk| |¦Vk ̈́±¢®¢ԓc 'DLP) ̈́±Ɏǆk{ 

7.   
4- Ǧu¨a¢û: 

 
Uɠ«§p 0-26 Ǧu¨a{ 

 

 
Ǧu¨a{t± Xuz±c ayǚɹªk{y¦R {£î| _mÌ_ v¦W|t® pq¦ {îa±mû qz®| 
v¦W|t® ¢¦Rx}~¦ y¦kî ~u{¦z g®- p® T~¦h ~s¦{~¦ p®yh 
dk¦m~¦t¨ ¢c~mp¦ ɴª{Ì u¦mî g®-  p® aǞǚɹªk{y¦R Ǧk±{ qz®| mÌţk| 
mîk¦t® \t¦|±c mîk¦y¦R vî{~̈ T~¦h u®r¦ a{î g®- 
 

0-8 ¢±Ǜk~®{t¦ ̈́a¦{  
 
¢±Ǜk~®{ \k|® ʃ©ft¦_t± ¢ɸª£- x²§pa ¢¦st± Ɏt® h±W  a¦z g® pq¦ TmÌ  a¦z r¦-p- aÌ-w±mû+ 
y±t¨k{+ ᴀᴍᴒ ~c®{ît® £¦mû~®{ a£î g® hz¦{î y¦̿ h±W  a¦z u{Rɯ© TmÌ t  a¦z p®~¦ x¦ct® ¢±Ǜk~®{ a£î g® 
r¦-p- _u{îkԓc §¢Ǧky-   

aǞǚɹªk{ ¢±Ǜk~®{ 
 

 
§¢Ǧky ¢±Ǜk~®{                                                    \Éǚ|aî t ¢±Ǜk~®{
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§¢Ǧky ¢±Ǜk~®{: 
¶ §¢Ǧky ¢±Ǜk~®{ \a Tq~¦ ~ɲ© ̈́±̲¦Ǟ¢t± ¢R̲£ g®- 
p® aǞǚɹªk{ £¦mû~®{ɳ©R §tzR̿o Tt® ¢Ra|t a{î g®, Tt® \Éǚ|aî t ¢±Ǜk~®{t® f|¦~~¦ y¦kî ǚ|®kv±yû 
ɴªɽ©R u¦mî g®- 

¶ Ɏ ̈́±̲¦Ǟ¢ §¢Ǧky ¢±Ǜk~®{t¦ x¦c g® p®y¦R \¢®Ǟǜ|{, aǞu¦V|{+ v¦W| y®t®hy®Ǚk, §¢Ǧky ɹ©kÌ|̈kÌ 
Tt® mÌwc{ 'debuggers) ~c®{ît± ¢y¦~®  q¦z g®. 

¶ py¦{Ì _u{îÆkÂc §¢Ǧky Ǧq¦§up a{± Ǖz¦{î §¢Ǧky ¢±Ǜk~®{ py¦{¦ aǞǚɹªk{ u{ Ǧq¦§up q¦z g®-  
¶ §¢Ǧky ¢±Ǜk~®{t¦ Xr¦£{o9 _u{îkԓc §¢Ǧky Ɏ~¨ aî §~Ǚm±i+ y®aÌǙk±¢+ Å|tĩ, aǞu¦W|{+ Ǧaît ÆmǦa+ 
w®aTu ɹ©kÌ|̈kÌ-  

 
\Éǚ|aî t ¢±Ǜk~®{9 
¶ p® \a Tq~¦ ~ɲ© ̈́±̲¦Ǟ¢t± ¢R̲£ g®-  
¶ p® ~u{¦ ap¦ût® f±ĭ¢ a¦yc¨{Ì a{~¦ Tq~¦  Xaî|~¦ y¦kî yrr a{î g®-  
¶ p®y¦R ɹ©i¢û y¦kî ~¦Ǧp§~a a¦y a{p¦R ̈́ ±̲¦Ǟ¢t± ¢y¦~®  q¦z g®-  
¶ \Éǚ|aî t ¢±Ǜk~®{t¦ Xr¦£{o9 ~mû ̈́±¢®¢{, Ǧ̈́®m ¨k, mîk¦w®i, yt±{Rht ¢±Ǜk~®{ ~c®{î. 
 
\Éǚ|aî t ¢±Ǜk~®{ Tt® §¢Ǧky ¢±Ǜk~®{ ~ǋf®t± ¢RwRs9 'Uɠ«§p 0-27( 
¶ §¢Ǧky ¢±Ǜk~®{ \a WǙk{vî¢ ɴªɽ©R u¦mî g® Ɏt¦ Ō¦{¦ \Éǚ|aî t ¢±Ǜk~®{ f¦|¨  aî g®. 
¶ §¢Ǧky ¢±Ǜk~®{, £¦mû~®{ Tt® \Éǚ|aî t ̈́±̲¦Ǟ¢ ~ǋf® WǙk{vî¢ ɴª{± u¦mî g®- 
¶ §¢Ǧky ¢±Ǜk~®{ £±z p±h \Éǚ|aî t ̈́±̲¦y f¦|¨  aî g®- 

 
Uɠ«§p 0-27 \Éǚ|aî t ¢±Ǜk~®{ Tt® §¢Ǧky ¢±Ǜk~®{ ~ǋf®t± ¢RwRs 
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_ut ¢±¢û ¢±Ǜk~®{: 
¶ ¢±¢û a±m 'ɸª}ɷªp ̈́±̲¦y a±m( Xu|ǜs g®, p® ¢±Ǜk~®{t® _ut ¢±¢û ¢±Ǜk~®{ a£î~¦y¦R U~® g®-  
¶ ¢±¢û a±my¦R ~u{¦ ap¦û Ō¦{¦ vî{v¦{ a{Ì  a¦z g®- 
¶ _ut ¢±¢û ¢±Ǜk~®{ ¢¦q®  ¢±¢û a±m ~u{¦ ap¦û y¦kî ¢{}p¦q¨ Xu|ǜs g®- 
¶ _ut ¢±¢û ¢±Ǜk~®{, ~u{¦ ap¦û y¦kî py¦y aR̺±ǡ¢ ɴª{± u¦mî g®- 
¶ _ut ¢±¢û ¢±Ǜk~®{t¦ Xr¦£{o9 MySQL, ᴉ׳ᴊᴍ+ ᴓᴉᴀ ᴊᴝᴜᴡᴙ ᴍᴤᴙᴱᴝᴪ+ PostgreSQL  
¶ _ut ¢±¢û ¢±Ǜk~®{ ᴫᴠᴙᴪᴝ '~£ӿf¨( Tt® ¢RaÅ|p a{Ì  a¦z g®. 
 
0-0/ aǞǚɹªk{t¦ §~§~s ĩ®̿® Xuz±c± 
 
t~¦ t~¦ U§~ǥa¦{ a{~¦ẗ y¦t~̈ẗ ɢ©o~ŀ¦t¦ v} Ǧ~Ŭu® p®t® ¢{}p¦q̈ cop{Ì a{Ì  aî p®~¦, 
~u{¦ y¦R ¢{} umî p®~¦ zR̿  aǞǚɹªk{t± U§~ǥa¦{ azԃ- p± Uuo® h±V\ aî U zR̿\ Uuo¦R ţ~tt¦ 
az¦ az¦ ĩ®̿±y¦R ucu®¢¦{± azԃ g®-  
 
aǞǚɹªk{t¦ Xuz±ct¦ ĩ®̿± 9  
¶ r{ yÆ£t® ̈́¦ǚp qp¦R |¦Vk Åw| pq¦ kîÅ|v±t Åw| aǞǚɹªk{ Ō¦{¦ p¯z¦{ a{~¦y¦R U~® g®- 
¶ §~§~s Ǧq}±\ h~¦ y¦kît¨ {îǡ~® Tt® \{ |¦Vtɳ©R {Ìi~ï t T|c T|c Ǧq¦t®q¨ a{Ì  a¦z g®-  
¶ Åw| uo VǙk{t®kt¦ Xuz±cq¨ aǞǚɹªk{ Ō¦{¦ h x{~¦y¦R U~® g®.  
¶ aǞǚɹªk{t® |cp¨ a±Wuo §~x¦ct¨ a±Wuo vÆ{z¦r±t® aǞǚɹªk{y¦R h t¦b~¦y¦R U~® g® Ɏq¨ p®t¨ u{ 
~ɲ© §tzR̿o ̈́ ¦ǚp a{Ì  a¦z Tt® aîk|̈ vÆ{z¦r±t± §ta¦| qz± g® p® ֜c®t¨ y¦Æ£p¨ uo y®}~¨ 
 a¦z-  

¶ Uuo¨ y¦aû ¨k  Ɏ ɹ©§t~§¢ÎkÌ Ō¦{¦ p̄z¦{ a{~¦y¦R U~® g® p® uo ayǚɹªk{ Ō¦{¦ wt®|¨ £±z  aî g®- 
¶ y¦Æ£p̈ɳ©R §~ ®¡ Ur¦t ̈́r¦t a{~¦ y¦kî uo aǞǚɹªk{t± h Xuz±c q¦z g®- 
¶ Ta¦XǙk, y±k¦ Åw| aî |®h{ẗ Ţ}~öɳ©R a¦zû uo aǞǚɹªk{ Ō¦{¦ q¦z g®-  
¶ y±k¦ Æmu¦kûyӹk Ǧk±{, p®y¦R Xu|ǜs Tt® p®yt¦ Ō¦{¦ ~®f~¦y¦R U~p̈ ~Ǧɯ©_ẗ Ţoa¦{Ìt± ¢R̲£ uo 
aǞǚɹªk{ Ō¦{¦ q¦z g®-  

¶ Ǚɹ©i {Ìm¢û p®yt¨ mîǦau{ kî§yÎtǡ¢ {¦b® g® Ɏq¨ y£Ǖ~t¦ ¢y¦f¦{± imuq¨ Tt® §~§~sp¦ɴª~ûa ̈́¦ǚp 
qW  aî-  

¶ §¢Į±Æ{kÌ y¦kî uo y±|, wӹa, Ǧɠª|, a±|®h, ¢{a¦{Ì aî ̈́¦V~®k £±ÈǦuk|±, {îǡ~® Ǧkî t, \{u±kû aî £~® p± 
~ɲ© ~¦£tǣz~£¦{ £±z p®~¦ {Ǧp¦_ u{ uo U{ĩo y¦kî aǞǚɹªk{t± Xuz±c q¦z g®-  

¶ c®Ǟ¢, \Éǚ|aî t, ɪªǡ¢  aî a±Wuo ¢±Ǜk~®{ ~¦u{~¦ y¦kî uo aǞǚɹªk{t± Xuz±c q¦z g®-  
¶ ǣz¦u¦{Ì ¢RǦq¦_, Ţ£î{ §~Ī¦ut± wt¦~p¨ \hǙ¢¨_ ~c®{î uo aǞǚɹªk{t± Xuz±c a{Ìt® u±p¦t¦ 
Åwit®¢t® Uc} ~s¦{î g®-    

 

http://www.mysql.org/
http://www.postgresql.org/
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0-00 aǞǚɹªk{t¨ yz¦ûr¦ 'Limitations of Computer) 
 
¶ §~f¦{ Èǆpt± Tx¦~ 'No thinking ability) : aǞǚɹªk{ Į¦{îz §~f¦{Ì  aɯ©R tq̈- py® p®t® b±kÌ y¦Æ£p̈ 
Tq~¦ ʃªft¦ Uu ± p± f±ĭ¢ b±ɪ©R uÆ{o¦y Uu ®-  

¶ ɷª|± a{Ìt® Į¦{îz p®y¦Rq̈  ̈bɯ©R tq̈: y¦o¢ɳ©R ych ɷª| az¦û ugÌ p®t® ʃ©s¦{Ìt® tʀ©R  ̈b̈  aî g®, 
uo aǞǚɹªk{ §~f¦{Ì aî Tɳ©x~̈  aɯ©R t £±~¦q̈ p® ~¦{R~¦{ ɷª|± a{ɯ©R {£î g®-  

¶ ~̈h}Ì ~c{ a¦y a{Ì  aɯ©R tq̈: aǞǚɹªk{ \ W|®ǆ̺±§ta zR̿ g®- p®q̈ ~̈h}Ìt¦ ɴ©{~l¦ ~c{ a¦y 
a{Ì  aɯ©R tq̈- ẅţ w¦ɧ© aǞǚɹªk{ f¦ɾ© £±z Tt® Tf¦ta ~̈h}Ì hp̈ {£î p± Į¦{îa \ʀ©R wt® aî 
v¦V|t® ɳ©a ¦t q¦z- U~̈ uÆ{ÈǦq§py¦R h± Uninterrupted Power Supply 'ᴒᴍᴐ(  £±z p± ~¨h}Ì Ţz 
p± uo aǞǚɹªk{t® a±W ~¦Rs± U~® t£ԓ-  

 
0-01 Ǧ~¦ǘz¦z 
 
Q1. ẗf®t¦ y¦Rq¨ z±ǈz §~aǡu u¢Rr a{±  
1. t¨f®t¦y¦Rq¨ az± §~aǡu Vtɴ©k Æm~¦V¢ɳ©R Xr¦£{o g®?   
 A. A( aÌ-w±mû, y¦X¢ B( Ǧaît{, h±zÊǦka C( W|®ǆ̺±§ta a¦mû {Ìm{, \yUV¢¨U{  D( Uu®| py¦y 
1- aÌ-w±mû ~mî Į¦R ̈́a¦{t¨ y¦Æ£p¨ r¦b| a{Ì  a¦z g®?  
 A( ɸª}¦ĩ{±  ״( ֜a± ᴀ( ¢RĪ¦  ᴁ( Uu®| py¦y 
¹- ENIAC t¨  ±s aW ¢¦| y¦R a{~¦y¦R U~¨?  
 A( 0834  B( 0835   C( 0836     D( 0837 
3-  A. AI ɳ©R ɴªɽ©R t¦y ʁ©R g®?  
 B. A) Arithmetic Intelligence  B) American Intelligence  C) Artificial Intelligence  D) None of these 
4- C. aǞǚɹªk{y¦R vǆp ~¦Rf̈  a¦z p® ̈́a¦{ẗ y®y{Ìt® ʁ©R a£î g®? 
 D. A)  {îy 'RAM) B) {±y 'ROM) ᴀ( ǦkîÆka y®y{Ì  ᴁ( m¦zt®§ya y®y{Ì 
 
ᴎ1- z±ǈz §~aǡu ~mî b¦|¨ hǈz¦ ɴª{± 
0- Ɏ aǞǚɹªk{ / Tt® 0 \k|® aî ËŌ֜aÌ uŅ§pt± Xuz±c a{î g® p®t® ___________ a£î  g®- 'ÆmÇhk| 

aǞǚɹ©k{, \t¦|±c aǞǚɹªk{, y±w¦V| v±t( 
2. ¢RǇz¦_, ֝ am¦_t¦ ¢ɸª£, ɸª}¦ĩ{± aî w¨Ţ pǖz±t® ________a£î~¦z g®- 'y¦Æ£p¨, mîk¦, pǖz±( 
¹- mîk¦t¨ Xu{ ̈́±¢®¢ a{Ìt® VǙv±yï t p¯z¦{ a{Ì Uup¦ zR̿t® ________a£î g®-  'aîǡʇ©|®k{, aǞǚɹªk{, 

y±w¦V|( 
4. __________, aǞǚɹªk{t¦ ych p{Ìaî a¦y a{î g®- 'y±§tk{, aÌ-w±mû, ¢̈-ü-ɹ©-) 
5. _______ ¢R̲£Ǧq¦t g® Ɏy¦R y¦Æ£p¨ Ǧk±{ q¦z g® pq¦ imuq¨ [ǆ¢®¢ a{Ì  a¦z g®- 'aǙ̺±| ɹ©§tk, 

{îy, y±§tk{(    
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ᴎ2- ẗf®t¦ ~¦Į± b{¦R g® aî b±k¦R p® a£±- 
0- u®t ̼¦V~t® ~¦u{~¦ y¦kî b¦¢ ̈́a¦{t¦ ¢±Ǜk~®{t¨ hŬ{ umî g®-  
2. aÌ-w±mûy¦R F1 q¨ F12 ʃ©s̈ẗ aÌ t® vRa t aÌ a£î~¦y¦ U~® g®-   
¹- h±zÊǦka  ɸ©ǇzǕ~® aǞǚɹªk{ Us¦Æ{p Æmi¦Vt 'CAD) Tt® aǞǚɹªk{ c®WǞ¢ {y~¦y¦R ~u{¦z g®-  
3-  kf Ǧ̰Ìt ~u{¦ ap¦ût® Ǧ̰Ìt u{ Åf̿± Tq~¦  ǜr±t¦ Ǧu û Ō¦{¦ aǞǚɹªk{ ¢¦q® ~¦pf¨p a{~¦ y¦kî 

u{~¦tc¨ Uu® g®, 
5. y¦Va T~¦ht¦ y±Ţt® V|®ǆ̺±y®ǈt®Æka y±Ţy¦R aǙ~kû a{î g®-  
 
ᴎ3- z±ǈz h±ma¦R h±m± 

 
 
 
 
 
 
 
 

h~¦w±  
 
Q1.   1. D        2. D        3. A       4. ᴀ       4-  B  
Q2.  1. ÆmÇhk| aǞǚɹ©k{   1- mîk¦   2- aǞǚɹªk{ 3- CPU 5. {îy   
Q3.  1. b±ɪ©R 'False)   2. bɽ©R 'ᴑᴪᴭᴝ(  2- bɽ©R 'ᴑᴪᴭᴝ(   3- bɽ©R 'ᴑᴪᴭᴝ(  4- b±ɪ©R 'False( 
ᴎ3-  
̈́qy u®nÌ   -  ~®ʇ©y kɻªw 
ËŌp¨z u®nÌ  -  ̺¦ÉǙiǦk{  
ɯ«p̈z u®nÌ  - VÊǙk̲®kîm ¢ÆaÏk  
f±q¨ u®nÌ  -  ~®{Ì |¦ɐ Ǧaî| VÊǙk̲® t  
u¦Rfy¨ u®nÌ  -  UÆkÏÆvǤz| VǙkî|¨hǙ¢   

  

 ״ ׳
1.  ̈́ qy u®nÌ a.   ̺ ¦ÉǙiǦk{  
1-  ËŌp¨z u®nÌ b. ~®ʇ©y kɻªw  

¹- ɯ«p̈z u®nÌ  ᴛ- UÆkÏÆvǤz| VǙkî|¨hǙ¢  

3- f±q¨ u®nÌ   d. ~®{Ì |¦ɐ Ǧaî| VÊǙk̲® t  
4- u¦Rfy¨ u®nÌ e. VÊǙk̲®kîm ¢ÆaÏk  
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̈́a{o-1 9 y¦W̰±¢±Ǜk §~Ǚm±i 6 t± uÆ{fz 
̈́Ǧp¦~t¦ 
 
1-0 §~Ǚm±i-1//6 _u{îkԓc §¢Ǧkyt± uÆ{fz 
1-1 §~Ǚm±it± W§p£¦¢  
1-¹ §~Ǚm±i 6 mîǦak±u 'ᴁᴝᴫᴣᴬᴧᴨ(  
1-3 c®i®k (Gadgets)  
1-4 k¦Ǧaw¦{ 'ᴑᴙᴫᴣᴚᴙᴪ(  
1-5 \{± u¨a (Aero Pick) 
1-6 Ǧk¦kû y®ɳ© (Start Menu) 
1-7 ɪ©|w¦{ (Toolbar) 
1-8  \ǚ|¨aî t k¦Ǧaw¦{y¦R u¨t 'ᴍᴡᴦ( a{~¨ 
1-0/ t±kÌvÌaî t \Æ{z¦ 'Notification Area) 
1-00 m¦z|±c w±ǆ¢ 'ᴁᴡᴙᴤᴧᴟ ״ᴧᴰ( 
1-01 §~Ǚm±i \¢®¢{Ìi 'ᴔᴡᴦᴜᴧᴯᴫ ׳ᴛᴛᴝᴫᴫᴧᴪᴡᴝᴫ(  
1-02 §¢ʇ©Æ{kÌ ¢®ÆkÂǈ¢ 'ᴐᴝᴛᴭᴪᴡᴬᴱ ᴐᴝᴬᴬᴡᴦᴟᴫ( 
1-03 Ǧ~¦ǘz¦z 
  
Xń® ± 
 
U \ayt± Tǝz¦¢ az¦û w¦r py® ẗf® ho¦~®|¦ ɸ©ń¦_ §~¡® y¦Æ£pc¦{ q ±- 
 
¶ §~Ǚm±i 6 aW {Ìp® TÈǦpǕ~y¦R U~̈ p®yh p®ẗ aîk|̈ Uʀ«§ŀ_ g® p®t¦ §~¡® ̈́ ¦q§ya ¢yh 
y®}~ ±- 

¶ §~Ǚm±i _u{îkԓc §¢Ǧkyt¦ ɧ©r¦ ɧ©r¦ x¦c± Ɏ~¦ aî k¦Ǧaw¦{+ Ǧk¦kû y®ɳ©+ ɪ©|w¦{+ t±kÌvÌaî t 
\Æ{z¦+ m¦z|±c w±ǆ¢ ~c®{î §~ ® ¢yh y®}~ ±- 

¶ §~Ǚm±i 6 mîǦak±uɳ©R w®a̲ ¦XǙm wr|ʀ©R+  °kûak wt¦~~¦ Tt® ɪ©|w¦{ aW {Ìp® ÆmǦǚ|® a{~¦ p® ֜ c® 
Ţoa¦{Ì y®}~ ±-  

¶ §~Ǚm±i 6 t¦ aîk|¦a t~¦ vÌf{, Ɏ~¦ aî \{± u¨a Tt® c®i®k §~ ® y¦Æ£p¨ y®}~ ±-  
¶ §~Ǚm±i 6 _u{îkԓc §¢Ǧkyɳ©R a¦zûĩy ¢Rf¦|t a{Ì  a ± 
¶ p®y¦R U~®|¦ 'Xuz±c̈( ɹ©kÌ|̈kÌ ̈́±̲¦y Ɏ~¦ aî u®WǙk Tt® ~mûu®m §~¡® y¦Æ£p̈ y®}~̈  a ±- 
¶ §¢ʇ©Æ{kÌ ¢®ÆkÂǈ¢ §~ ® y¦Æ£p̈ y®}~̈  a ±- 
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1-0 §~Ǚm±i 6 _u{îkԓc §¢Ǧky t± uÆ{fz  
 
§~Ǚm±i 6 _u{îkԓc §¢Ǧky y¦W̰±¢±Ǜk Ō¦{¦ u¢ût| ǆǞǚɹªk{ y¦kî wt¦~~¦y¦R U~¨ g® Tt® 1//8 q¨ 
~u{¦ y¦R g®- p® Tc¦Xt¦ §~Ǚm±it¦ ~iût a{p¦R dö t~̈ ʃ©§~s¦ Uu® g®- §~Ǚm±i 6 ɸ©ǇzǕ~® ̿o Uʀ«§ŀ 
'ᴂᴜᴡᴬᴡᴧᴦᴫ(y¦R U~® g®-   
TǡkÌy®k (Ultimate)   
±̈́vî t| 'Professional(  
£±y 'ᴅᴧᴥᴝ( 
 
§~Ǚm±i 6 £±y Uʀ«§ŀy¦R mîk¦ ʃ©{ĩ¦, ǣz~Ǧq¦ut Tt® t®k~aßct¦ aîk|¦a vÌf¢û tq,̈ Ɏ ̈́±vî t| Tt® 
TǡkÌy®k \mÌ ty¦R U~®| g®; hz¦{î f®¢ Ɏ~¨ aîk|¨a c®y '{yp( £±y \mÌ ty¦R U~®|¨ g®, Ɏ ̈́±vî t| 
\mÌ ty¦R tq¨;  hz¦{î TǡkÌy®k \Æm ty¦R ws¦ vÌf¢û U~®|¦ g®-   
  
§~Ǚm±i 6 VǙǦk±| a{~¦ y¦kî ẗf® ɸ©hwɳ©R £¦mû~®{ U~Ǥza g®- 
¶ 21 w¨k Tq~¦ 53 w¨k 0 ᴄᴅᴲ Tq~¦ ~ɲ© imü ̈́±¢®¢{-  
¶ 21 w¨k y¦kî 0 ᴄ״ ᴏ׳ᴊ Tt® 53 w¨k y¦kî 1 ᴄ״ ᴏ׳ᴊ- 
¶ ¹1 w¨k y¦kî 05 ᴄ״ £¦mû ÆmǦa Tt® 53 w¨k y¦kî 1/ ᴄ״ £¦mûmÌǦa- 
¶ ᴁᴡᴪᴝᴛᴬᴕ 8 ̲¦Ævǆ¢ mÌ~¦W¢ Tt® ᴔᴁᴁᴊ 0-/ Tq~¦ ugÌɳ©R ̼¦W~{ 
 
 1-1 §~Ǚm±i t¨ W§p£¦¢ 
 
w¨| c®ι¢ '״ᴡᴤᴤ ᴄᴙᴬᴝᴫ( Tt® u°| \|t 'Paul Allen( \ 1975 y¦R y¦V̰±¢±Ǜk aǞuẗ x¦c̈r¦{Ìy¦R  ɽ© a{Ì- 
Ǖz¦{w¦r T|c T|c ~¡ûy¦R §~Ǚm±it¦ ẗf® ɸ©hwt¦ ~iût {ɧª a{~¦y¦R Uǣz¦ £p¦- 
 
|±c± ~¡û ~iût ɸ©Ǉz |¦ĩÅoap¦ 

 

0874 0-/ y¦V̰±¢±Ǜk §~Ǚm±i 0-/ y¦R MS-DOS t¦ ay¦Ǚm k¦Vu a{~¦t® wr|® 
a±Vuo a¦zû a{~¦ y¦̿ ǦR̰Ìtᵀ Tq~¦ "§~Ǚm±" u{ y¦X¢ b¢®m± Tt® 
Éǆ|a a{± p®~̈ ʃ©§~s¦ £p̈ p®yh ̼±u m¦Xt y®ɳ©, Ǧ̰±|w¦{ Tt® 
m¦z|±c w±ǆ¢t± Xuz±c ̈́±̲¦y Ţo~¦ Tt® ~¦u{~¦ y¦kî ¢{} 
£p±- w® §~Ǚm± ~ǋf® ¢£î|¦Wq̈ Ǧ~̈fԓc qV  aɯ©R £ɯ©R p®yh v¦W| 
y®t®hy®Ǚk+ u®WǙk+ §~Ǚm± {¦Wk{+ t±ku®m+ aîǡʇ©|®k{+ aë|®Ǚm{+ a|±a 
Tt® c®Vyt± uo ¢y¦~®  a{~¦y¦R Uǣz± £p±-    

 

0881 ¹-0 U §~Ǚm±i Tc¦Xt¦ ~iût a{p¦R tӼsu¦̿ ¢¦{Ì a¦yc¨{Ì, 05 {Rc± 
¢¦q® TŊpt ̲¦Ævǆ¢ Tt® ʃ©s¦{î| UVa±t s{¦~ɯ©R £ɯ©R- p®y¦R 
̈́±c¦y y®t®h{+ v¦W| y®t®h{+ Tt® §̈́Ǚk y®t®h{ Ɏ~¦ ̈́±̲¦y Tt® 
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|±c± ~¡û ~iût ɸ©Ǉz |¦ĩÅoap¦ 
~ɲ© c®Vyt± ¢y¦~®  a{î| £p±+ p®y¦R t®k~aû ¢u±kû uo £p±-  

 

0884 84 §~Ǚm±i 95 ¹1 w¨k _u{îkԓc §¢Ǧky £p¨ Ɏy¦R WǙk{t®k, m¦z| 
Tu t®k~ÆaÙc, p®yh £¦mû~®{ Tt® ¢±Ǜk~®{ VǙǦk±| a{~¦ ǚ|c \Ǚm 
ǚ|® ʃ©§~s¦+ yǡkÌÿÆmz¦+ y±w¦W| aǞǚɹ©kԓc Tt® t®k~ÆaÙcẗ ʃ©§~s¦ 
£p̈- ¢² ̈́qy~¦{ p®y¦R y®ɳ©, k¦Ǧaw¦{+ Ǧk¦kû wkt, Tt® r{îa §~Ǚm±t® 
§y§ty¦Vi + y®ǆ¢¨y¦Wi Tt® §~Ǚm±t® wRs a{~¦ wkt £p¦- 

 

0887 87 §~Ǚm±i 87y¦R ǆǞǚɹªk{ Tt® WǙk{t®k u{q̈ ~ɲ© ¢{}p¦q̈ y¦Æ£p̈ 
y®}~¨  a¦p¨ £p¨ p®yh DVD ÆmǦa Tt® ɹ©§t~¢û|  §¢{Ìz| w¢ 
'ɹ©\¢ẅ( y¦kîẗ ʃ©§~s¦ Tt® ̈́ ±̲¦yt® imuq̈ _ut a{~¦ Èǆ~a 
|±Ǚf w¦{t± ¢y¦~®  a{~¦y¦R Uǣz± £p±- 

 

1//0 ᴕᴍ p® imü+ ¢¦{Ì Tt® ¢{} §~iɼ©T| Æmi¦Vt s{¦~p̈ _u{îkԓc 
§¢Ǧky £p¨, Ɏy¦R Ǧk¦kû y®ɳ©+ k¦Ǧaw¦{ Tt® aǙ̺±| u®t| t®k~aû 
§~i¦mû, y¨Æmz¦ ǚ|®z{, ɸ©~̈ y®a{ Tt® ÆmÇhk| v±k±+ {Ìy±k mîǦak±u+ 
v¦W| \Ṵ̈̌Ìǚ t §¢Ǧky Tt® \m~¦Ǚ¢ t®k~ÆaÙc p®yh ~¦z{|®¢ 
t®k~aû+ §~Ǚm± y®¢ӹh{+ {Ìy±k U§¢ǦkǙk Ɏ~¨ ʃ©§~s¦_ £p¨-    

 

1//5 ᴓᴡᴫᴬᴙ p®y¦R yhɶ©p ʃ©{ĩ¦+ ɹ©i{ \a¦XǙk aǙ̺±|+ ẅk |±a{ ¦̼W~ 
\Ṵ̈̌Ìǚ t+ p®yh tʀ©R Ǧk¦kû wkt Tt® ¹4 x¦¡¦_ Xu|ǜs £p¨-      

 

1//8 6 p®y¦R ~ɲ© q̈y+ mîǦak±u Ǧ|¦Wm  ±+ c®i®k Tt® Ǧ|¦Wm w¦{+ vîm{îkîm 
¢fû+ hǞu Å|Ǧk+ kf Ǧ̰Ìt,  ®a Tt® Ǧt®u ẗ ʃ©§~s¦ U~®| g®- 
\ǚ|¨aî tt® k¦Ǧaw¦{y¦R u¨t a{Ì  a¦z g®+ _ut \ǚ|¨aî tt± 
~ɲ© ¢¦{± qǞwt®| §̈́ǣɹ© y®}~¨  a¦z g® pq¦ t±kÌvÌaî t \Æ{z¦ 
p®yh \{± u¨a wkt U~®|¦ g®-  

 

1/01 7 p® ¢¦~ t~± rîb¦~ s{¦~® g®. Ɏy¦R y¦X¢ Tt® kfǦ̰Ìtq¨ a¦y a{Ì 
 a¦z g®- p®y¦R §~Ǚm± Ǧk±{+ a|¦Xm Ǧk±{îh+ tʀ©R k¦Ǧa y®t®h{+ \ǙkÌ 
~¦z{¢ ÆmvîǙm{ ~c®{ît± ¢y¦~®  a{~¦y¦R Uǣz± g®-   

 
1-¹ §~Ǚm±i 6 mîǦak±u 'ᴁᴝᴫᴣᴬᴧᴨ( 
 
§~Ǚm±i 6  ɽ© qW cz¦ w¦r ¢² ̈́qy Ɏ Ǧ̰Ìt rîb¦z g® p®t® mîǦak±u a£î g® p® Uɠ«§p-1-0y¦R r ¦û~®| g®- 
p®y¦R  k¦Ǧaw¦{+ w®a̲¦XǙm Wy®h aî a|{+ UVa±t Tq~¦  °kûak Tt® py® u¢Rr a{î|¦ c®i®k ~c®{ît± 
¢y¦~®  q¦z g®- £~® Uuo® U ɧ©r¦ ɧ©r¦ x¦c± §~¡® §~cp® ¢yh y®}~̈ʁ©R- 
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Uɠ«§p 1-0 mîǦak±u 

 
1-¹-0 UVa±t ᴆᴛᴧᴦ  
 
 ŬUpy¦R §~Ǚm±i \a y¦̿ {Ì¢¦Wa|Åwtt± UVa±t r ¦û~® g® u{Rɯ© py® TǙz Xuz±c̈ UVa±Ǚ¢  Ɏ~¦ aî 
ǆǞǚɹªk{+ t®k~aû+ ɹ©i{ v¦W| v±ǡm{+ aǙ̺±| u®t| ẗf® ɸ©hw Xy®{Ì  a± g±, Ɏt¦ u{ mw| Éǆ|a a{p¦R Ɏ 
p® v±ǡm{+ v¦W| Tq~¦ ̈́±̲¦y ɡ©|® g®- 
 

 
Uɠ«§p 1-1 mîǦak±u  °kûak y®ɳ© 

 
 
 

 
 

UVa±t  w®a̲ ¦XǙm Wy®h c®i®k  

k¦Ǧaw¦{   
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mîǦak±u t¦ a±Vuo x¦c u{ y¦X¢ɳ©R hyɮ© wkt Éǆ|a a{p¦R Uɠ«§p-1-1 ɸ©hwɳ©R \a  °kûak y®ɳ© ɡ©|® g® 
Ɏy¦R ᴍᴝᴪᴫᴧᴦᴙᴤᴡᴲᴝ §~aǡu u¢Rr a{p¦R Uɠ«§p-1-¹ ɸ©hwẗ §~Ǚm± _ut q¦z g® p®y¦R Change Desktop 
Iconᴫ u¢Rr a{p¦R Uɠ«§p 1-3 ɸ©hwɳ©R m¦z|±c w±ǆ¢ _ut q¦z g®, Ɏy¦Rq¨ Ɏ UVa±t h±Wp¦ £±z p® 
§¢|®ǆk Tt® Ɏ t h±Wp¦ £±z p® Tt-§¢|®ǆk a{Ì  a¦z g®- ᴌᴈ wkt rw¦~p¦ py¦{Ì u¢Rrc̈ ɸ©hw 
UVa±t Xy®{¦W.t¨a}Ì Ţz g®   
 

 
Uɠ«§p 1-¹ mîǦak±u UVa±t wr|~¦ 

 

 
Uɠ«§p 1-3 mîǦak±u UVa±t ¢®ÆkÂc 
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U §¢~¦zt¦ UVa±t wt¦~~¦ y¦kî t¨f® r ¦û~®| {Ìp ~¦u{±- r¦-p- h± py¦{î y¦W̰±¢±Ǜk \ǆ¢®|t± 
 °kûak wt¦~~± £±z p± Uɠ«§p 1-4y¦R r ¦ûǣz¦ ̈́y¦o® Ǧk¦kû y®ɳ©y¦Rq̈ ᴊᴡᴛᴪᴧᴫᴧᴞᴬ Excel 2010 ̈́±̲¦y §¢|®ǆk 
a{Ì y¦X¢ɳ©R  hyɮ© wkt Éǆ|a a{Ì ᴐᴝᴦᴜ ᴑᴧ Č ᴁᴝᴫᴣᴬᴧᴨ 'ᴛᴪᴝᴙᴬᴝ ᴫᴠᴧᴪᴬᴛᴭᴬ( u¢Rr a{p¦R p® UVa±t 
mîǦak±u u{ U~¨ Ţz g®- U h {Ìp® TǙz ̈́±̲¦yt¦  °kûak wt¦~¨  a¦z g®-        
 

 
Uɠ«§p 1-4  °kûak wt¦~~± 

 
2.3.2 w®a̲¦XǙm Wy®h 'Background ᴆᴥᴙᴟᴝ(  
 
w®a̲ ¦XǙm Wy®h wr|~¦ y¦kî Tc¦X ho¦ǣz¦ 'Uɠ«§p-1-1 Tt® Uɠ«§p-1-¹( ̈́y¦o® mîǦak±u u{ y¦X¢ɳ©R 
hyɮ© wkt Éǆ|a a{Ì  °kûak y®ɳ©y¦Rq̈ ᴍᴝᴫᴧᴦᴙᴤᴡᴲᴝ §~aǡu u¢Rr a{Ì ᴁᴝᴫᴣᴬᴧᴨ ״ᴙᴛᴣᴟᴪᴧᴭᴦᴜ §¢|®ǆk a{p¦R 
Uɠ«§p-1-5y¦R r ¦ûǣz¦ ̈́y¦o®ẗ §~Ǚm± _ut q¦z g®-  Ɏy¦R ẗf® ɸ©hwt¦ §~aǡu± Uu®|¦ £±z g®- 
 
ᴍᴡᴛᴬᴭᴪᴝ ᴉᴧᴛᴙᴬᴡᴧᴦ 9 ״ᴪᴧᴯᴫᴝ wkt rw¦~p¦ py® לz¦R §uǆf{ Ǧk±{ qz®|¦ £±z p® v±ǡm{ §¢|®ǆk a{Ì  a± g± 
Tt® p® v±ǡm{y¦R U~®| §uǆf{ɳ©R Å|Ǧk ẗf® h±W  a± g±- 
ᴐᴝᴤᴝᴛᴬ ׳ᴤᴤ 9 v±ǡm{y¦R U~®|¦ ws¦ §uǆf{ §¢|®ǆk a{~¦ y¦kî- 
ᴀᴤᴝᴙᴪ ׳ᴤᴤ 9 v±ǡm{y¦R U~®| ws¦ §uǆf{ Tt-§¢|®ǆk a{~¦ y¦kî- 
ᴍᴡᴛᴬᴭᴪᴝ ᴍᴧᴫᴡᴬᴡᴧᴦ 9 §uǆf{ aW {Ìp® rîb¦ ® p® u¢Rr a{~¦ y¦kî- 
ᴀᴠᴙᴦᴟᴝ ᴍᴡᴛᴬᴭᴪᴝ ᴂᴮᴝᴪᴱ 9 h± \a a{p¦R ~ɲ© §uǆf{ §¢|®ǆk az¦û £±z p± §uǆf{ aîk|̈ ¢®aǙm+ §yẗk Tq~¦ 
a|¦a ugÌ wr|¦ ® p® §¢|®ǆk a{~¦- 
ᴐᴠᴭᴞᴞᴤᴝ9 h± \a a{p¦R ~ɲ© §uǆf{ §¢|®ǆk az¦û £±z p± §uǆf{ ̰y ~c{ r ¦û~~¦ y¦kî-       
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Xu{±ǆp §~aǡu± u¢Rr a{Ì ᴐᴙᴮᴝ ᴀᴠᴙᴦᴟᴝᴫ wkt rw¦~p¦ p® ¢®~ qV Ţz g® Tt® »¢Rr a{î| §~aǡu 
Tɳ©¢¦{ w®a̲ ¦XǙm Tt® Wy®h wr|¦z g®- 
 

 
Uɠ«§p 1-5 mîǦak±u w®a̲ ¦XǙm wr|ʀ©R 

 
1-3 c®i®k 'ᴄᴙᴜᴟᴝᴬ( 
 
§~Ǚm±i 6 y¦R c®i®k \a \~¨ t¦t¨ \ǚ|¨aî t g® Ɏ pyt® ~¦{R~¦{ wr|¦p¨ y¦Æ£p¨ Ɏ~¨ aî ¢yz+ ǆǞǚɹªk{ t± 
Xuz±c+ ¢y¦f¦{+ £~¦y¦t ~c®{î t® y®}~~¦ y¦kîẗ ʃ©§~s¦ Uu® g®- p®t® do¨~¦{ \ǚ|®k '׳ᴨᴨᴤᴝᴬ( uo a£î~¦z 
g®- Uɠ«§p-1-7y¦R aë|®Ǚm{ 'ᴀᴙᴤᴝᴦᴜᴙᴪ(+ a|±a 'ᴀᴤᴧᴛᴣ( Tt® §~Ǚm± §yÆmz¦ ¢®Ǚk{ 'ᴔᴡᴦᴜᴧᴯ ᴊᴝᴜᴡᴙ ᴀᴝᴦᴬᴝᴪ( r ¦û~®| 
g®-  
 

 
Uɠ«§p 1-6 a|±a c®i®k u{ y¦X¢ {¦bp¦  
 

c®i®k b¢®m~¦ y¦kî 

c®i®k wRs a{~¦ y¦kî 

c®i®k ɳ©R ¢®ÆkÂc a{~¦ y¦kî 
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Uɠ«§p 1-7 c®i®k¢ 

c®i®kt® mîǦak±u u{ r ¦û~~¦ y¦kî mîǦak±u u{ y¦X¢ɳ©R hyɮ© wkt Éǆ|a a{p¦R  °kûak y®ɳ© ɡ©|® g® Ɏy¦Rq̈ 
ᴄᴙᴜᴟᴝᴬᴫ §~aǡu u¢Rr a{p¦R Uɠ«§p 1-7 ɸ©hwt± m¦z|±c w±ǆ¢ ɡ©|® g® Ɏy¦R Ɏ c®i®k h±Wɯ©R £±z p®t¦ u{ mw| 
Éǆ|a a{p¦R p® c®i®k mîǦak±u u{ Xy®{¦W Ţz g®-  
 
1-4 k¦Ǧaw¦{ 'Taskbar(   

 
¢¦y¦Ǚzp9 k¦Ǧaw¦{ɳ©R Ǧq¦t mîǦak±uy¦R ¢²q̈ ẗf®t¦ x¦c® £±z g®- 'ɧ©_ Uɠ«§p 2.1( k¦Ǧaw¦{ ¢pp Ǧ̰Ìt 
u{ £¦h{ {£î| h±~¦ y}p± £±z g®- k¦Ǧaw¦{t® ẗf® ɸ©hw §~x¦ţp a{~¦y¦R Uǣz± g®-  
 
(1) Ǧk¦kû wkt 9 T£ԓ Éǆ|a a{p¦R h Ǧk¦kû y®ɳ© ɡ©|® g® Ɏy¦R Uu®|¦ §~aǡu±y¦Rq̈ U»ö hŬÆ{z¦p ɸ©hwẗ 
\ǚ|¨aî t U»o® »¢Rr a{Ì  aÌ\ gÌ\ Tt® a¦z¦ûÈǙ~p a{Ì  aÌ\ gÌ\-  

(2)  Èǆ~a |±Ǚf p®yh yǘz ɪª|w¦{ 9 T£ԓ Uuo® Ɏk|¨ uo \Éǚ|aî t _ut a{Ì g® p®t¦ t¦t¦ 
UVa±Ǚ¢ rîb¦m~¦y¦R U~® g®- '§y§ty¦Vi Ǧ~Ŭu( Tt® p®t® hŬÆ{z¦p ɸ©hw Uuo® imuq̈ wRs uo 

c®i®kɳ©R ~oût 

c®i®kɳ©R ~oût Şu¦~~¦ y¦kî  

~ɲ© c®i®k h±~¦ y¦kî  

c®i®k  ±s~¦ 

T£ԓ |b±  



 

ᴀᴀᴀ-׳״ᴌᴒ ᴙᴦᴜ ᴀᴀᴀ*  24   

a{Ì  aÌ\ gÌ\- ¢¦y¦Ǚz {Ìp® §~Ǚm±i VǙǦk±| a{p¦ h ~®w ͆¦Xi{+ §yÆmz¦ ǚ|®z{ ~c®{î \Éǚ|aî t 
k¦Ǧaw¦{y¦R U~¨ cz®| h±~¦ y}p¦ £±z g®-        

(3)  hyö w¦ɧ© ֜ py¦R §¢Ǧky k¦Vy Tt® mîk r ¦û~® g®- p®ẗ TmÌt® h ǆǞǚɹªk{ ¢®ÆkÂct¦ §~§~s ɪ©| 
r ¦û~®| g®- Ɏt¦q̈ Tɸ©a a¦zû ¢{}p¦q̈ q¦z g®- r¦-p ~±ǡɹ©y ~s¦{ʀ©R aî sk¦mʀ©R    

 
k¦Ǧaw¦{t¨ yrrq¨ \Éǚ|aî t §y§ty¦Vi  Tq~¦ y®ǆ¢¨y¦Wi aî~¨ {Ìp® a{~¨9   
 
Uuo® Ɏ \Éǚ|aî ty¦R a¦y a{Ì\ gÌ\ p® \Éǚ|aî tt± UVa±t k¦Ǧaw¦{ u{ h±~¦ y}® g®- T£ԓ U h 
UVa±t u{ y¦X¢t® \a~¦{ Éǆ|a a{Ìʁ©R \k|® p® \Éǚ|aî t §y§ty¦Vi  qV h ® Tt® v{Ìq̈ Éǆ|a a{Ìʁ©R 
p± y®ǆ¢¨y¦Wi qV h ®-      
 
\Éǚ|aî t §y§ty¦Vi  a{~¦ y¦kî ẅţ {Ìp g®9 \Éǚ|aî ty¦R k¦Wk|w¦{y¦R hyöw¦ɧ© ̿o wkt Uu®| 
g® p®y¦R uo §y§ty¦Vi ɳ©R wkt Uu®| g® \k|® Ǖz¦Rq̈ uo Éǆ|a a{Ìʁ©R p± p® §y§ty¦Vi  qV Ţz g®-   

 
1-5 \{± u¨a '׳ᴝᴪᴧ ᴨᴝᴝᴣ( 
 
mîǦak±u h±~¦ y¦kî 9 \{± §ua vÌf{t¨ yrrq¨ py® cy® Ǖz¦{î mîǦak±u h±W  a± g± p®t¦ y¦kî Uɠ«§p-1-8y¦R 
r ¦ûǣz¦ ̈́y¦o® py¦{î k¦Ǧaw¦{t¦ g®mî U~®| Show Desktop wkt rw¦~± Ɏq¨ ws¨ §~Ǚm± §y§ty¦Vi  qV 
h ® Tt® mîǦak±u rîb¦ ®+ v{Ì Show Desktop wkt rw¦~p¦ ws¨ §~Ǚm± Ɏy £p¨ p®y u¦gÌ rîb¦z g®-   
 

 
Uɠ«§p 1-8 Show Desktop wkt 



 

ᴀᴀᴀ-׳״ᴌᴒ ᴙᴦᴜ ᴀᴀᴀ*  25   

_ut §~Ǚm±t± §̈́ǣɹ© h±~¦ y¦kî 9 hz¦{î \a a{p¦R ~s¦{î §~Ǚm± ɡ©|®|̈ £±z Ǖz¦{î py® k¦Ǧaw¦{y¦R U~®|¦ 
Ɏ p® §~Ǚm±t¦ UVa±t u{ y¦X¢ {¦b¨ p®t® Uɠ«§p-1-0/y¦R r ¦ûǣz¦ ̈́y¦o® qǞwt®W| p{Ìaî h±W  a± g± 
Ɏq̈ p®y¦R ʁ©R f¦|̈ {ʔ©R g® p®t± Ǉz¦| U~® p®yh p®t¦ u{ Éǆ|a a{Ì p®t® §¢|®ǆk a{Ì  a± g±-  
 

 
Uɠ«§p 1-0/ \ǚ|̈aî tt± qǞwt®W| §̈́ǣɹ© 

 
r¦-p- Uɠ«§py¦R y¦W̰ ±¢±Ǜk ~mû Tt® \ǆ¢®| ɡ©|®ɾ©R g® Tt® ~mûy¦R Uuo® a¦y a{Ì {Ś¦ gÌ\- £~® \ǆ¢®| 
v¦W|t¦ UVa±t u{ y¦X¢ |W hp¦R p®t± §̈́ǣɹ© rîb¦z g® Ɏt¦ u{ Éǆ|a a{p¦R \ǆ¢®| _ut q¦z g®- 
 
py¦{Ì ̈́c§p fa¦¢± 
 

 

1. mîǦak±u u{ aǙ̺±| u®t|t± UVa±t Xy®{±-  

2. w®a̲¦XǙm §uǆf{ p{Ìaî py¦{¦ v±ǡm{y¦R U~®|¦ §uǆf{t® ¢®k a{± Tt® 0 §yt¨k w¦r §uǆf{ 

wr|¦z p®ʀ©R ¢®ÆkÂc a{±    

3. mîǦak±u u{ CPU Meter c®i®k Xy®{± Tt® ɱª{ a{±- 

4. y¦W̰ ±¢±Ǜk ~mûɳ©R  ±kûak mîǦak±u u{ Xy®{±- 

5. §¢Ǧkyt¨ p¦{Ìb Tt® ¢yz wr|±- 

6. T~¦hɳ©R ~±ǡɹ©y 7/$ ¢®k a{±- 
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1-6 Ǧk¦kû y®ɳ© 'Start Menu(    

 
Ǧk¦kû y®ɳ©t¨ 'wkt( yrrq¨ ǆǞǚɹªk{ ̈́±̲¦Ǟ¢+ v¦V|+ Æm{îak{Ì 'v±ǡm{(+ ¢®kԓǈ¢+ VǙǦk±|® t ~c®{î b±|¨ 
 a¦z g®- Ǧk¦kû y®ɳ©q̈ Uuo® Uuö u¢Rrc̈ ɸ©hwẗ \Éǚ|aî t _ut a{~̈ £±z+ ǆǞǚɹªk{ wRs a{ʀ©R 
£±z+ a±V uo v¦V| aî Æm{îak{Ì  ±s~¨ £±z+ t~¦ v±Ǚk r¦b| a{~¦ £±z ~c®{î ¢{}p¦q¨ a{Ì  aÌ\ gÌ\- 
Ǧk¦kû y®ɳ© ̿o {Ìp® \akÌ~®k a{Ì  a¦z g® Tq~¦ p± _ut a{Ì  aÌ\ gÌ\- 
 
1. m¦z{îak y¦X¢t¨ Éǆ|a mîǦak±u u{ U~®| Ǧk¦kû wkt u{ a{~¦q¨ p® \akÌ~®k q¦z g®- 
2. aÌ-w±mûy¦R U~®| Ǧk¦kû aÌ u{ Éǆ|a a{~¦q¨ p® \akÌ~®k q¦z g®- 
3. aÌ-w±mûy¦R m¦ẅ w¦ɧ©\ U~®| ESC '\Ǧaî»( pq¦ CTRL 'aǙ̺±|( aÌ wRt® \a ¢¦q® ̈́®¢ a{p¦R h p® 
\akÌ~®k q¦z g®- 

 

 
Uɠ«§p 1-00 Ǧk¦kû y®ɳ© 

Ǧk¦kûy®ɳ© \akÌ~®k qp¦R h Uuo® Uɠ«§p-1-00y¦R h±V  aÌ\ gÌ\ p®y T|c T|c x¦c rîb¦z g®- 
 
1. Ǧk¦kû wktt¨ Xu{ h Search Programs and Files §~aǡu h±~¦ y}® g®- T£ԓ Ɏ v¦V|+ ̈́±̲¦y+ 
Æm{îak{Ì  ±s~̈ £±z p®ɳ©R t¦y |b~¦q̈ Ɏ p® v¦V|+ Æm{îak{Ìẗ z¦rÌ  ±s̈t® Uuot® Uu® g®- 

2. Ǧk¦kûy®ɳ©y¦R All Programs a{Ìt® §~aǡu Uuo® h±V  aÌ\ gÌ\- Ǖz¦R Éǆ|a a{p¦R h ǆǞǚɹªk{y¦R Ɏk|¨ 
uo \Éǚ|aî t Uuo® VǙǦk±| a{î|¨ £ ® p®t¨ z¦rÌ r ¦û~® g®- p®y¦Rq¨ Uuo® Ɏ \Éǚ|aî t _ut 
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a{~¨ £ ® p® \ǚ|¨aî t »{ y¦X¢ Ō¦{¦ \{± |V hV |®Ǜk Éǆ|a a{~¦q¨ Tq~¦ aÌ-w±mû »{t¦ \{± 
wktq¨ §¢|®ǆk a{Ì \Ǚk{ a{~¦q¨ p® \Éǚ|aî t _»t q¦z g®- \k|® All Programsy¦Rq¨ Uuo® 
Uuö hŬÆ{z¦p ɸ©hwẗ 'ǆǞǚɹªk{y¦R £ ® p® ɸ©hw(  \Éǚ|aî t _ut a{Ìt® a¦zû a{Ì  aÌ\ gÌ\- 

3. Ǧk¦kû y®ɳ©y¦R ǜǡɹ© a|{t¦ uĺ¦y¦R hyöw¦ɧ© T|c T|c ɹ©kÌ|̈kÌ Uu®|̈ g®- Ɏy¦R m±aɹ©y®Ǚk¢+ 
§uaf¢û+ Ǟɹ©Åia+ c®Ǟ¢+ ǆǞǚɹªk{+ aR̺±| u®t|+ Æm~¦V¢ \Ǚm §̈́Ǚkԓc+ Æmv±ǡk ̈́±̲¦y¢+ £îǡu+  k m¦Xt 
~c®{î §~aǡu h±~¦ y}® g®- Ɏy¦Rq¨ Uuo® \a ugÌ \a §~aǡu §~ ® ¢yţ\-  

 
Documents: ¢¦y¦Ǚz {Ìp® Uuo® Ɏ v¦W|t® ¢R̲Æ£p a{Ì\ gÌ\ Tq~¦ p± Ǧk±{ a{Ì\ gÌ\ p® v¦W| 
Æmv±ǡk Documents t¦yt¦ v±ǡm{y¦R Ǧk±{ q¦z g®- h± Uuo® f±aa¢ u¦q r ¦ûǣz± £±z p± h T|c 
hǈz¦\ Ǧk±{ q¦z g® t£ԓp{ m±aɹ©y®Ǚk¢ t¦yt¦ v±ǡm{y¦R h ¢R̲Æ£p q¦z g®- p®t¨ z¦rÌ Uuot® T£ԓ 
r ¦û~~¦y¦R U~® g®- \k|® Ɏ p® v¦V|t® T£ԓq̈ ¢̈s̈ h _ut a{Ìt® a¦y a{ʀ©R £±z p± a{Ì  aÌ\ gÌ\-  
Music: ¢¦y¦Ǚz {Ìp® a±V _Æmz± £±z Tt® p®t® m¦Xt|±m azԃ £±z p± p® Uu±Uu 'w¦z Æmv±ǡk( Ǟɹ©Åia 
t¦yt¦ v±ǡm{y¦R h ¢R̲Æ£p qp± £±z g®- 
Games:  hz¦{î uo Uuo® §~Ǚm±i 6 VǙǦk±| a{Ì\ gÌ\ Ǖz¦{î Æmv±ǡk Tɸ©a {yp± ǆǞǚɹªk{y¦R Ǧk±{  
'¢R̲Æ£p( qV Ţz g®- p® ¢yz® p® ws¨ h {yp± Games t¦yt¦ v±ǡm{y¦R ¢R̲Æ£p qz®|¨ h±~¦ y}® g®- 
Computer: ¢²q̈ TcǕzɳ©R ɪ©| \k|® ᴀᴧᴥᴨᴭᴬᴝᴪ- '§~Ǚm±it¦ Uc}t¦ ~iûty¦R p® My Computer p{Ìaî 
_}b¦ɯ©R £ɯ©R( U ɪ©| Uuot® mîǦak±u u{ uo h±~¦ y}® g®- Ɏ Uɠ«§p-1-01y¦R uo h±V  aÌ\ gÌ\- 
 

 
Uɠ«§p 1-01 ǆǞǚɹªk{ 
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¶ Uuo¦ ǆǞǚɹªk{y¦R ʁ©R g® p® imuq̈ h±~¦ y¦kî Ut± Xuz±c q¦z g®- 
¶ COMPUTER u{ mw| Éǆ|a a{~¦q¨ p® _ut q¦z g®- Ɏy¦R Uuo® v¦Vǡ¢ Tt® v±ǡm{ h±V  aÌ\ 
gÌ\- 

¶ Ut¨ ֜r{ Ǧkîk¢ w¦{y¦R aîk|¦ _ǜɎǆk 'v¦Vǡ¢ Tt® v±ǡm{( g® Tt® p® aîk|¨ hǈz¦ {±aî g® p® r ¦û~® 
g®- 

¶ a±Vuo v±ǡm{ u{ mw| Éǆ|a a{p¦R p®ẗ ֜ r{ ʁ©R g® p® r ¦û~® g®- 
¶ Tt® p®y¦R a±Vuo v¦V| Xu{ mw| Éǆ|a a{p¦R p® v¦V|y¦R ʁ©R y¦Æ£p̈ £±z g® p® r ¦û~® g®- 
¶ £¦mûmÌǦay¦R aîk|¦ x¦c u¦mz¦ g® p® h±V  a¦z g®- 
¶ r{îa x¦cy¦R 'mÌǦay¦R( ɠ©| aîk|̈ v¦V| g®+ v±ǡm{ g® p® h±V  aÌ\ gÌ\- 
¶ r{îa mÌǦay¦R aîk|¨ hǈz¦ b¦|¨ g®+ aîk|¨ hǈz¦ x{¦V cV g® p® uo h±~¦ y}® g®- 
¶ \a mÌǦay¦Rq¨ w¨ţ mÌǦa '̼¦V~( aî v±ǡm{y¦R v¦V| aî Æm{îak{Ìt¨ a±u¨ a{~¨ £±z p± ¢{}p¦q¨ a{Ì 
 a¦z g®-  

¶ T£ԓ a±Vuo v¦V| aî v±ǡm{t¦ t¦y wr|~¦ £±z p± wr|¨  a¦z g®- 
¶ a±Vuo v¦V| aî v±ǡm{t® ɱª{ 'mÌ|̈k( a{~¦ £±z p± ¢{}p¦q̈ a{Ì  a¦z g®- 
 
Control Panel: T£ԓ Uuo® Uɠ«§p-1-02y¦R h±V\ gÌ\ p®y ǆǞǚɹªk{ẗ §¢Ǧkyy¦R do¦R ws¦R vî{v¦{ a{~¦ 
£±z p± aR̺±| u®t|t± Xuz±c a{~¦y¦R U~® g®- Ut¨ yrrq¨ Uuo® t~¦ v±Ǚk VǙǦk±| a{Ì  aÌ\ gÌ\- 
§̈́Ǚk{ VǙǦk±| a{Ì  aÌ\ gÌ\- a±V ̈́±̲¦yt® ɱª{ a{~¦ £±z aî TtVǙǦk±| a{~¦ £±z p± a{Ì  aÌ\ gÌ\- 
mîǦak±uɳ©R w®a̲ ¦XǙm wr|ʀ©R £±z p± uo wr|̈  aÌ\ gÌ\- 
 

 
Uɠ«§p 1-02 aǙ̺±| u®t| 
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(a) Fonts: aR̺±| u®t|y¦R v±Ǚk¢ t¦yɳ©R v±ǡm{ h±~¦ y}® g®- Uuo® a±Vuo t~¦ v±Ǚk r¦b| a{~¦ £±z 
p± ̈́qy FONTS §~aǡuy¦R hʀ©R umî g®- p®y¦R u£î|®q̈ h §~Ǚm±i VǙǦk±| a{p̈ ~bp® h Uu±Uu 
Tɸ©a v±Ǚk U~̈ Ţz g®- T£ԓ y®ɳ©y¦R VǙǦk±| t¦yɳ©R §~aǡu Uu®| g®- p®t¨ Xu{ Éǆ|a a{p¦R h 
Uuot® ɴªg® g® aî az¦ v±Ǚk VǙǦk±| a{~¦ g®+ U y¦kî Uuo® z±ǈz u¦q Uup¦R h t~¦ v±Ǚk¢ r¦b| 
qV Ţz g®- 

(b) Displays: U §~aǡuẗ yrrq̈ Uuo® mîǦak±uɳ©R w®a̲ ¦XǙm ¢{}p¦q̈ wr|̈  aÌ\ gÌ\- U Xu{¦Rp 
T£ԓ Uuo® hz¦{î ǆǞǚɹªk{ _t £±z Tt® Tɸ©a ¢yz ʃ©s̈ ǆǞǚɹªk{ u{ ~aû a{p¦R tq¨ p± a±V y®¢®h 
Tc{ p± v±k± U~̈ Ţz p®ʀ©R ¢®k a{ʀ©R £±z p± uo Ut± Xuz±c a{Ì  a¦z g®-  

(c) Backup & Restore: U Xu{¦Rp ǆǞǚɹªk{y¦R {£î| py¦y y¦Æ£p¨t± {îamû w¨ţ hǈz¦\ ¢¦f~¨ {¦b~± 
£±z, p®t® y¦kî w®aTu p®yh hŬÆ{z¦p ɸ©hw y¦Æ£p̈ u¦gÌ ǆǞǚɹªk{y¦R |¦~~¨ £±z p± p®t® y¦kît¨ 
Æ{Ǧk±{ẗ ʃ©§~s¦ uo aR̺±| u®t|y¦R h±~¦ y}® g®- Ɏt® Backup & Restore p{Ìaî _}b~¦y¦R U~® g®- 

(d) Date & Time: §¢Ǧky mîk Tt® k¦Vy ¢®k a{~¦ £±z p± U §~aǡuy¦R h±~¦ y}p¦R Date & Time t± 
Xuz±c a{~¦y¦R U~® g®- 

(e) Devices & Printers: U §~aǡut¨ yrrq¨ Uuo® ǆǞǚɹªk{ ¢¦q® \kîf 'h±m¦o( a{î| ¢¦st Ɏy aî+ 
§̈́Ǚk{+ vîǆ¢+ Ǧaît{ ~c®{î ¢{}p¦q̈ VǙǦk±| a{Ì  aÌ\ gÌ\- 'Uɠ«§p 1-03(  

 

 
Uɠ«§p 1-03 ᴁᴝᴮᴡᴛᴝᴫ ᴙᴦᴜ ᴍᴪᴡᴦᴬᴝᴪᴫ 



 

ᴀᴀᴀ-׳״ᴌᴒ ᴙᴦᴜ ᴀᴀᴀ*  30   

(f) Default Programs: Uuo® T|c T|c a¦zû a{~¦ y¦kî T|c T|c \Éǚ|aî tt¨ hŬÆ{z¦p {£îp¨ 
£±z g®- Ɏy aî ~®w ͆ ¦Xi{+ v±k±̲¦v¢y¦R vî{v¦{ '\mÌkԓc(+ Ǟɹ©Åia-§~mÌz±+ V-y®V| y±a|~¦ ~c®{î- 
U y¦kî Uuo® f±aa¢ ̈́a¦{ɳ©R ¢®kԓǈ¢ a{ʀ©R £±z p± a{Ì  aÌ\ gÌ\- Ɏq̈ Xu{ ho¦~®| r{îa a¦zû 
y¦kî Uuo® Ɏ ¢®k a{î| g® p® h \Éǚ|aî t _ut a{Ì  aÌ\ gÌ\- 

(g) Help & Support: T£ԓ Uuo® §~Ǚm±i 6 ¢R|ǈt py¦y y¦Æ£p¨ y®}~~¨ £±z p± £îǡu Tt® ¢u±kû 
§~aǡut¨ hŬÆ{z¦p umî g®- 

(h) Shut Down: Uɠ«§p-1-04y¦R r ¦ûǣz¦ ɸ©hw  k-m¦Xt wkt u{ Éǆ|a a{p¦R h \a w±ǆ¢ U~¨ Ţz g®- 
Ɏy¦R Ǧ~¨f User, Log Off, Restart, Sleep, Hibernate §~aǡu h±~¦ y}® g®- 
 

 
Uɠ«§p 1-04 ᴫᴠᴭᴬᴜᴧᴯᴦ wkt 

¢¦y¦Ǚz {Ìp® \a h ǆǞǚɹªk{ u{ \a a{p¦R ~s¦{î y¦o¢± a¦zû{p {£îp¦ £±z Ǖz¦{î u±p¦t¦ ɹ©i{ UVmÌ 
u{q¨ w£¦{ t¨a}~¦ y¦kî |±c_v a{~¦t¨ hŬÆ{z¦p umî g®- Tt® \a~¦{ w£¦{ t¨a}Ì cz¦ ugÌ w¨ţ 
ǣzÆap u±p¦t± UVmÌ Tt® u¦¢~mû Uuẗ® (log in a{Ìt®) a¦zû a{Ì  aî g®- 
 
ǆǞǚɹªk{t® v{Ìq¨ Ǧk¦kû a{~¦ y¦kî Restart §~aǡu Uu®| g® Tq~¦ Alt+Ctrl+Del aÌ \a¢¦q® w® ~¦{ ̈́®¢ 
a{~¦q¨ uo ǆǞǚɹªk{ v{Ìq¨ Ǧk¦kû qV Ţz g®- 

 
1-7 ɪ©|w¦{ 'ᴑᴧᴧᴤᴚᴙᴪ( 

 
§~Ǚm±i y¦R k¦Ǧaw¦{ u{ y¦X¢ɳ©R hyɮ©R wkt Éǆ|a a{p¦R Uɠ«§p-1-05 ɸ©hwɳ©R  °kûak y®ɳ© _ut q¦z g® 
Ɏy¦R ᴑᴧᴧᴤᴚᴙᴪᴫ §~aǡu u¢Rr a{p¦R py® k¦Ǧaw¦{ y¦R ɧ©r¦ ɧ©r¦ ɪ©|w¦{ rîb¦mÌ  a± g± p®yh py¦ɽ©R tʀ©R 
ɪ©|w¦{ uo wt¦~̈  a± g±-    

 
Uɠ«§p 1-05 ɪ©|w¦{ 
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ɪª|w¦{ Xuz±c 
 ᴜᴜᴪᴝᴫᴫ׳

 
U ɪ©|w¦{ t± Xuz±c a±W ~®w¢¦Wk _ut a{~¦ q¦z g®- Ɏy¦R a±Vuo ~®w \̼î¢ |b¨ 
\Ǚk{ aÌ rw¦~p¦ p® ~®w¢¦Wk py¦{¦ ͆¦Xi{y¦R _ut q¦z g®- 

ᴉᴡᴦᴣᴫ  U ɪ©|w¦{ pyt® py¦{Ì vî~{Ìk 'u¢Rrc̈ẗ( ~®w¢¦Wkɳ©R Å|Ǧk wp¦~® g® Ɏy¦R 
Éǆ|a a{p¦R p® ~®w¢¦Wk ͆¦Xi{y¦R _ut q¦z g®-  

ᴑᴙᴚᴤᴝᴬ ᴍᴀ 
ᴆᴦᴨᴭᴬ 
ᴍᴙᴦᴝᴤ 

 
U ɪ©|w¦{ Uɠ«§py¦R r ¦ûǣz¦ ̈́ y¦o®ẗ u®t| wp¦~® g®, Ɏy¦R aÌw±mût± Xuz±c az¦û ~c{ 
y¦X¢ u±WǙk{q¨ y¦X¢ ̼îc a{Ì ͅÌ £îǙm |b¨  a¦z g®, Ɏ kîǆǦky¦R vî{~¦W Ţz g®- 

ᴁᴝᴫᴣᴬᴧᴨ U ɪ©|w¦{ pyt® a±Vuo ̈́ ±̲¦yy¦Rq̈ mîǦak±u 
u{ {£î|¦  ±kûakɳ©R Å|Ǧk wp¦~® g® Ɏt¦ u{ Éǆ|a 
a{Ì p® ̈́±̲¦y _ut a{Ì  a¦z g®- 

ᴋᴝᴯ 
ᴑᴧᴧᴤᴚᴙᴪ--- 

py¦{¦ a±W v±ǡm{t¨ v¦W| imuq¨ _ut a{~¦ y¦kî U §~aǡut± Xuz±c a{Ì  a± g± Ɏy¦R 
py® §¢|®ǆk a{î|¦ v±ǡm{ẗ v¦W|ɳ©R Å|Ǧk U~® g® p®yh v¦W| u{ Éǆ|a a{Ì p®t® _ut a{Ì 
 a¦z g®- 

 
1-8 \ǚ|¨aî t k¦Ǧaw¦{y¦R u¨t a{~¨ 'ᴍᴡᴦᴡᴦᴟ ׳ᴦ ׳ᴨᴨᴤᴡᴛᴙᴬᴡᴧᴦ( 
 
hz¦{î py® ̈́qy ~¦{ §~Ǚm±i b±|± g± Ǖz¦{î Ǖz¦R VǙk{t®k \ǆ¢ǚ|±{{+  §~Ǚm± y¨Æmz¦ ǚ|®z{+ §~Ǚm±i 
\ǆ¢ǚ|±{{ Ɏ~¦ ̈́±̲¦y k¦Ǧaw¦{y¦R UVa±t p{Ìaî U~®|¦ £±z g® Ɏt¦ u{ Éǆ|a a{p¦R p® ̈́±̲¦y _ut 
q¦z g®- py® ~¦{R~¦{ Xuz±cy¦R |®p¦ £± p®~¦ ̈́ ±̲¦yt® py® Ǧk¦kû wktẗ hyö w¦ɧ©t¦ k¦Ǧaw¦{t¦ 
§~Ǧp¦{y¦R §ut a{Ì  a± g±- k¦Ǧaw¦{y¦R ̈́±̲¦y t¨f®t¦y¦Rq¨ a±Vuo \a {Ìp® r ¦û~¨  a¦z g®-   
 
1. Uɠ«§p 1-06-ᴙ ɸ©hw Ǧk¦kû y®ɳªy¦Rq¨ aî mîǦak±uy¦R p® ̈́±̲¦y u{ hW y¦X¢t¨ hyo¨ Éǆ|a a{± Tt® 
 °kûak y®ɳ©y¦Rq̈ ᴍᴡᴦ ᴬᴧ ᴑᴙᴫᴣᴚᴙᴪ §~aǡu u¢Rr a{±  
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Uɠ«§p 1-06-a \ǚ|¨aî t u¨t a{~¨ 

 
2. Uɠ«§p 1-06-by¦R r ¦ûǣz¦ ̈́y¦o® mîǦak±u u{t¦ ̈́±̲¦y  ±kûakt® k¦Ǧaw¦{ u{ ̼îc a{±- 
 

 
Uɠ«§p 1-06-b \ǚ|¨aî t u¨t a{~¨ 

 
1-0/ t±kÌvÌaî t \Æ{z¦ 'Notification Area( 

 
k¦Ǧaw¦{q̈ q±mî ɱª{ hyöw¦ɧ© u{ U~®|¦ UVa±Ǚ¢t¦ ¢ɸª£t® t±ÆkÆvaî t \Æ{z¦ p{Ìaî _}b~¦y¦R U~® 
g®- U UVa±Ǚ¢ Uuo¦ ǆǞǚɹªk{t¦ Ǧkîk¢ §~ ® Tq~¦ p± Tɸ©a ¢®ÆkÂǈ¢ \a¢®¢ a{~¦ẗ ʃ©§~s¦ẗ y¦Æ£p̈ 
r ¦û~® g®- \k|® aî Uuo® Ɏ ɪ©| u{ y¦X¢ |V hV\ gÌ\ aî p{p h p®ɳ©R t¦y r ¦û~® g®- pq¦ p®t® ¢R|ǈt 
y¦Æ£p¨ uo r ¦û~® g®- r¦-p- Uɠ«§p-1-07 y¦R h±V\ gÌ\ p®y- Uuo® ~±ǡɹ©y ɪ©| Xu{ y¦X¢ẗ {¦Vk 
Éǆ|a a{Ì g® p± \ʀ©R r ¦û~® g® aî Speakers 10% \k|® aî ~±ǡɹ©yt± T~¦h 0/ ka¦ g®-  
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Uɠ«§p 1-07 ~±ǡɹ©y 

U t±ÆkÆvaî t \Æ{z¦y¦R Ɏk|¦ uo ɪ©| g® p®ẗ Xu{ mw| Éǆ|a a{p¦R p® ̈́ ±̲¦y _ut q¦z g® Tt® 
p®ẗ ¢¦q® ¢Ra}¦z®| ¢®ÆkÂǈ¢ uo ɡª|® g®- r¦-p- ~±ǡɹ©y u{ mw| Éǆ|a a{p¦R ~±ǡɹ©y aR̺±| _ut q¦z g®- 
dö~¦{ t±ÆkÆvaî t \Æ{z¦y¦R \Éǚ|aî t aî ̈́ ±̲¦yt± ~s¦{± qV Ţz p± Tɸ©a ~®}¦\ L;M ¢RĪ¦ h±~¦ 
y}® g®- \k|® aî k¦Ǧaw¦{y¦R U t±ÆkÆvaî t \Æ{z¦ t¦t± umî g® Ɏq̈ Tɸ©a ̈́±̲¦y £¦Vm £±z g®- Uq̈ < 
u{ Éǆ|a a{p¦R p® w¦aÌt¦ ̈́±̲¦y rîb¦z g®- 
 
k¦Ǧaw¦{ §~ ®: Uuo® k¦Ǧaw¦{t® mîǦak±ut¦ a±Vuo \Æ{z¦y¦R \k|® aî m¦w¨+ hyo¨+Xu{ aî t¨f®t¨ p{v 
|V hV  aÌ\ gÌ\- k¦Ǧaw¦{t® y¦X¢t¨ yrrq¨ Uuo® u£±}± uo wt¦~¨  aÌ\ gÌ\- 
 
§~Ǚm±iẗ Uuy®}® c±l~ö: Uuot® bw{ g® Ɏ aî §~Ǚm±i aî~¨ {Ìp® b¢® g®+ 'ɸª~ q¦z g®( ¢¦Vi wr|¦z 
g®- Tt® ugÌ p®t® p® {Ìp® Uuo® mîǦak±u c±l~¨\ gÌ\- §~Ǚm±it® Uu±Uu c±l~~¦ y¦kî ̿o {Ìp h±~¦ 
y}® g®- 'I) aîǦaîmԓc 'Uc} u¦g}(  'II) ~kÕa|¨ Ǧkîam 'Xx¨ c±l~o( (III) ¢¦Vm w¦z ¢¦Vm 'tţa 
tţa( 

 
1-00 m¦z|±c w±ǆ¢ 'ᴁᴡᴙᴤᴧᴟ ״ᴧᴰ( 

 
m¦z|±c w±a¢ \ §~Ǚm±it¨ |¦ĩÅoap¦ g®- p® Uuot® a±V \Éǚ|aî t VǙǦk±| a{Ì\ Ǖz¦{î aî a±V v¦V| aî 
v±ǡm{ ɱª{ a{Ì\ Ǖz¦{î ̈́ œ ɴªg® g® aî py¦{î b{îb{ v¦V| aî v±ǡm{t® ɱª{ a{ʀ©R g®? X»{¦Rp \Éǚ|aî t 
VǙǦk±| a{Ì\ Ǖz¦{î p® ʃªft¦ Uu® g® Ɏy¦R Next, Ok, Finish wktt± Xuz±c a{~± umî g®- \k|® aî 
ǆǞǚɹªk{ m¦z|±c w±a¢ y¦{vp® Uuot® ¢Ţc {¦b® g® p®yh ̈́§px¦~ ɴªgÌ t® h ǆǞǚɹªk{ Uc}t¨ 
a¦zû~¦£Ì a{î g®- m¦z|±c w±a¢t® §y§ty¦Vi  aî y®a¢̈y¦Vi a{Ì  a¦ɯ©R tq̈ u{Rɯ© ̼îc a{~¦q̈ p®t® b¢®mÌ 
 a¦z g®- 

py¦{Ì ̈́c§p fa¦¢±  

 

1. py¦{¦ aǞǚɹªk{y¦R U~®|¦ £¦mû ̼¦W~t¦ t¦y Tt® ¢¦Wiɳ©R Å|Ǧk wt¦~±  
2. k¦Ǧaw¦{y¦R \ î̼¢ ɪª|w¦{ Xy®{± 
3. ᴜᴧᴛᴭᴥᴝᴦᴬᴫ v±ǡm{y¦R py¦{¦ t¦yɳ©R v±ǡm{ wt¦~± Tt® p®t® ᴀ9A y¦R a±u¨ a{± Tt® p®t® ᴬᴝᴥᴨ 
t¦y Uu±+ £~® p® v±ǡm{t® Æm|¨k a{± Tt® Æ{¢¦za| w¨ty¦Rq¨ uo Æm|¨k a{±- 

4. ᴐᴝᴙᴪᴛᴠ ᴨᴪᴧᴟᴪᴙᴥ ᴙᴦᴜ ᴞᴡᴤᴝᴫt¨ yrrq¨ y¦W̰±¢±Ǜk u¦~{u±WǙk  ±s¨ Tt® p®t® _ut a{±-    
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1-01 §~Ǚm±i \¢®¢{Ìi 'ᴔᴡᴦᴜᴧᴯᴫ ׳ᴛᴛᴝᴫᴫᴧᴪᴡᴝᴫ(   
 
§~Ǚm±i ̈́qy~¦{ y¦aðky¦R Uǣɹ©R £ɯ©R Ǖz¦{î TcǕzẗ f¦{ mÌ{îak{Ì h±~¦ y}p̈ £p̈- Ɏy¦R \¢®¢{Ìi+ y®Vt 
pq¦ TǙz ẅţ w® mÌ{îak{Ì h±~¦ y}p̈ £p̈- p® ~bpq̈ \¢®¢{Ìi t¦yt¦ ̩©uy¦R {±hw{±hy¦R Xuz±cy¦R 
U~p̈ \Éǚ|aî t Ɏ~̈ aî u®VǙk+ t±ku®m+ ~mûu®m+ aî|aɹ©|®k{+ §¢Ǧky ɪ©| ~c®{ît± ¢y¦~®  q¦z g®- Ɏy 
Ɏy _u{îkԓc §¢Ǧky \m~¦Ǚ¢ qp̈ cV p®y p®y \¢®¢{Ìi t¦yt¦ ̩ ©uy¦R uo \Éǚ|aî ty¦R ʃ©s¦{¦ 
p®yh t~¨ t~¨ \Éǚ|aî tt± ¢y¦~®  q~¦ |¦ǈz±- Uɠ«§p-1-08y¦R §~Ǚm±i 6y¦R U~®| \¢®¢{Ìi ̩ ©u 
r ¦û~®| g®- 
 
T£ԓ Uuo® f¦{ \Éǚ|aî Ǚ¢ §~ ® Ţo¨\: (1) u®VǙk  '1( ~mûu®m  '2( aî|aɹ©|®k{ '3( ǦkÌaÌ t±k¢ 
 

 
Uɠ«§p 1-08 §~Ǚm±i \¢®¢{Ìi 

1-01-0 \y\¢ u®WǙk 'MS PAINT)   

 
¢¦y¦Ǚz {Ìp® a±V uo ̈́a¦{ɳ©R Åf̿  r±{~¦ y¦kî Tq~¦ hŬÆ{z¦p ɸ©hw q±ɬ©Ra |b¦o |b~¦ p®yh Į¦{îa 
a±W v±k±̲¦Ǜ¢ J §uǆf{y¦R Tɸ©a t¦t¦ t¦t¦ a{îa t aî \mÌkԓc a{~¦ y¦kî U \Éǚ|aî tt± Xuz±c 
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a{~¦y¦R U~® g®- Ɏ u®WǙk \Éǚ|aî t p{Ìaî _}b¦z g®- u®WǙk \Éǚ|aî tt± ¢y¦~®  \¢®¢{Ìi t¦yt¦ 
ˌ©uy¦R a{~¦y¦R Uǣz± g®-    

 
Uuo® u®VǙk \Éǚ|aî t  Ŭ a{~¦ y¦kî ̈́qy Start wkt u{ Éǆ|a a{ʀ©R umî g®- ugÌ All Programsy¦R 
y¦X¢ Tc{ p± Tu aî m¦Xt \{± aÌt¨ yrrq¨ hV  aÌ\ gÌ\- hz¦R y¦X¢t¨ {¦Vk Éǆ|a a{p¦R do¦R 
ws¦R v±ǡm¢û rîb¦z g®- p®y¦Rq¨ Accessories t¦yɳ©R ̩ ©u rîb¦z g®- Ǖz¦R hVt® \Ǚk{ Uup¦R h \Éǚ|aî t 
rîb¦z g®- p®y¦Rq¨ Paint t¦yt¨ \Éǚ|aî t rîb¦z g®- hz¦R \Ǚk{ Uup¦R u®VǙk t¦yt¨ \Éǚ|aî t _ut 
q¦z g®- Start Ą All Programs Ą Accessories ĄPaint   

 

 
Uɠ«§p 1-1/ u®WǙk Ǧ̰Ìt |®-UXk 

 
T£ԓ Uɠ«§p-1-1/y¦R Ɏ h±V\ gÌ\ p®t® u®VǙk \Éǚ|aî tt¦ Ǧ̰Ìt |®-UXk p{Ìaî _}b~¦y¦R U~® g®- 
̈́qy |¦Vty¦R Untitled-Paint |b®ɾ©R g® p®t® k¦Vk|w¦{ p{Ìaî _}b~¦y¦R U~® g®- 
 
w¨ţ |¦Vty¦R Home, View T|c T|c §~aǡu rîb¦z g® p® y®ɳ©w¦{ p{Ìaî _}b¦~y¦R U~® g®- 
 
§~Ǚm±i 6q¨ \Éǚ|aî tt¦ ɾ©ay¦R vî{v¦{ qz®| h±~¦ y}® g®- T£ԓ £~® T|c T|c ɪ©|t¦ ¢ɸª£t® kîw 
p{Ìaî _}b~¦y¦R U~® g®- Ɏy¦R Clipboard, Image, Tools, Shapes, Size, Colorst± ¢y¦~®  q¦z g®- ugÌ 
~aÕc \Æ{z¦ U~® g® Tt® ֜py¦R k¦Ǧaw¦{ §~aǡu h±~¦ y}® g®- 
 
T£ԓ Uuo® T|c T|c kîw p®yh y®ɳ© §~ ® h±V\- T£ԓ v¦V| y®ɳ© rîb¦ɯ©R tq̈ u{Rɯ© ALT+F a{p¦R 
Uɠ«§p-1-10y¦R h±V  aÌ\ p®ʀ©R y®ɳ© h±~¦ y}® g®- 
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Uɠ«§p 1-10 u®WǙk y®ɳ© 

 
New: Uuo® u®VǙk \Éǚ|aî ty¦R t~¨ v¦V| wt¦~~¦ y¦kî U §~aǡut± Xuz±c a{~¦y¦R U~® g®- 
Open: u®VǙk \Éǚ|aî ty¦R wt¦~®|¨ v¦V|t® _ut a{~¦ y¦kî U §~aǡut± Xuz±c a{~¦y¦R U~® g®- 
Uɠ«§p-1-11y¦R h±V\ gÌ\ p®y \a m¦z|±cw±ǆ¢ U~̈ Ţz g®- p®y¦Rq̈ Uuö hŬÆ{z¦p ɸ©hwẗ v¦V| 
§¢|®ǆk a{Ìt® _ut wkt u{ Éǆ|a a{p¦Rh v¦V| _ut q¦z g®- 
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Uɠ«§p 1-11 _ut m¦z|±c w±ǆ¢ 

 
Save: u®VǙk \Éǚ|aî ty¦R a¦y a{Ì\ gÌ\ Tt® p® a¦yt® ¢R̲Æ£p 'Ǧk±{( a{~¦ y¦kî U §~aǡut± Xuz±c 
a{~¦y¦R U~® g®- ᴐᴙᴮᴝ a{p¦ Uɠ«§p-1-12y¦R r ¦ûǣz¦ ɸ©hwt± m¦z|±c w±ǆ¢ ɡ©|® g®- T£ԓ wt¦~®| 
v¦V|ɳ©R \ĩkîǙ t -bmp 'w¨k y®u Vy®h( £±z g®-  

 

 
Uɠ«§p 1-1¹ ¢®~ m¦z|±c w±ǆ¢ 

Save As: u®VǙk \Éǚ|aî ty¦R wt¦~®| v¦V| _ut g® Tt® p®t® T|c v±yïk aî w¨Ţ t¦yq¨ v¦V|t® ¢®~ 
a{~¨ £±z p± U §~aǡut± Xuz±c a{~¦y¦R U~® g®- T£ԓ Uuo® png, jpeg, bmp, gif ~c®{î v±yïky¦R ¢®~ 
a{Ì  aÌ\ gÌ\- 
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Uɠ«§p 1-13 ᴐᴙᴮᴝ ׳ᴫ §~aǡu 

Print: u®VǙk \Éǚ|aî ty¦R v¦V| wt¨ cz¦ ugÌ p®t¨ §̈́ǙkUXk |®~¦ y¦kî U §~aǡut± Xuz±c a{~¦y¦R 
U~® g®- 
From Scanner ᴧr Camera: Uuo¦ ǆǞǚɹªk{ ¢¦q® Ǧaît{ Tq~¦ p± Æmţk| aîy®{¦ \kîf az¦û £±z Tt® 
p®y¦Rq¨ a±V v±k±̲¦Ǜ¢ u®VǙk \Éǚ|aî ty¦R |¦~~± £±z p± U §~aǡut± Xuz±c a{~¦y¦R U~® g®- 
Send in Email: u®VǙk \Éǚ|aî tt¨ _ut v¦V|t® a±Vuo ǣzÆapt¦ V-y®V| u{ y±a|~¨ £±z p± Ut± 
Xuz±c a{~¦y¦R U~® g®- 
Set as Desktop Background: Uuo® u®VǙky¦R a±V §uaf{ wt¦ǣɹ©R g® Tt® p®t® mîǦak±ut¦ w®a̲ ¦XǙm p{Ìaî 
ɸªaʀ©R £±z p± U §~aǡut± Xuz±c a{~¦y¦R U~® g®- 
Properties: ¢¦y¦Ǚz {Ìp® u®VǙk \Éǚ|aî tẗ |Rw¦V+ u£±}¦Vy¦R vî{v¦{ a{~± £±z p± p®t® y¦kî U 
§~aǡut± Xuz±c a{~¦y¦R U~® g®- 
Exit: u®VǙk \Éǚ|aî ty¦Rq¨ w£¦{ t¨a}~¦ y¦kî U §~aǡut± Xuz±c a{~¦y¦R U~® g®-  
 
TITLE BAR9 k¦Vk|w¦{y¦R Uuot® t¨f® ̈́y¦o®t¦ T|c T|c ɪªǡ¢ h±~¦ y}® g®- 
 
Save: U ɪ©| Xu{ Éǆ|a a{~¦q̈ u®VǙk \Éǚ|aî ty¦R wt¦~®| v¦V| ¢®~ qV Ţz g®- 
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Redo: U ɪ©| Xu{ Éǆ|a a{~¦q̈ u®VǙk \Éǚ|aî ty¦R Uuɮ©R a¢û{ hz¦R £ ® p®ẗ u£î|¦R Ɏ Vvîak Uü 
£ ® p® u{p y}® g®- 
Undo: U ɪ©| Xu{ Éǆ|a a{~¦q̈ Uuɮ©R a¢û{ hz¦R £ ® Ǖz¦{ugÌ Ɏ ̈́Æ̰z¦ a{Ì £ ® p® Uuot® r ¦û~® g®- 
Customize quick access toolbar: U §~aǡut¨ yrrq¨ Uuo® t~¨ v¦V| wt¦~¨  aÌ\ gÌ\- wt¦~®|¨ 
v¦V| _ut a{Ì  aÌ\ gÌ\- v¦V|t® ¢®~ a{Ì  aÌ\ gÌ\- §̈́Ǚk |W  aÌ\ gÌ\- §̈́Ǚk |®p¦ u£î|¦R 
§̈́ǙkUXk aîʀ©R rîb¦ ® p® §̈́Ǚk §̈́ǣɹ© y¦R h±V  aÌ\ gÌ\- 
 
U Xu{¦Rp _ut v¦V|t® a±Vt® V-y®V| a{~¨ £±z p± Send in Email t¨ yrrq¨ y±a|¨  aÌ\ gÌ\- 
Undo p®y h Redo qV  aî g®- kîwt¦ ¢ɸª£t¨ |¦Vt aî Ɏ t® {Ìwt p{Ìaî _}b¨\ gÌ\ p®t® §y§ty¦Vi  
a{~̈ g® aî y®ɳ©ẗ ẗf® |V h~̈ £±z p± Minimize the Ribbon Tt® Show Below the Ribbon t± Xuz±c 
q¦z g®- 
 

 
Uɠ«§p 1-14 Èǆ~a \ǆ¢®| ɪ©|w¦{ 

kîw §~ ® h±V\: T£ԓ w® ̈́a¦{t¦ §~aǡuy¦R HOME Tt® VIEW kîwt± ¢ɸª£ h±~¦ y}® g®- ̈́qy Home 
h±V\- Uy¦R Clipboard, Image, Tools, Brushes, Shapes, Size ~c®{î kîwt± ¢ɸª£ h±~¦ y}® g®- 
 

 
Uɠ«§p 1-15 u®WǙk kîw 

 
HOME TAB: 
 
Clipboard: ¢¦y¦Ǚz {Ìp® u®VǙk \Éǚ|aî ty¦R Uuo® a±Vuo _ǜɎǆk §¢|®ǆk a{Ìt® ak aî a±u¨ a{~¦ hV\ 
p± ̈́qy p® _ǜɎǆk Éǆ|uw±mûy¦R ¢R̲Æ£p q¦z g®- Tt® Ǖz¦{ ugÌ h w¨ţ hǈz¦\ p® hp± £±z g®- T£ԓ 
Uuo® a±Vuo y¦Æ£p̈t® ɱª{ a{~̈ £±z p± Éǆ|»w±mû kîwy¦R h±~¦ y}p¦R cut §~aǡut± Xuz±c q¦z g®- 
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Tt® \a t¦ Ɏ~¨ h w¨ţ a±u¨ a{~¨ £±z p± copy §~aǡut± Xuz±c q¦z g®- ugÌ Ɏ hǈz¦\ y¦Æ£p¨t® 
ɸªa~¨ £±z Ǖz¦R a¢û{ |V hVt® paste §~aǡu u{ Éǆ|a a{p¦R Ɏ p® y¦Æ£p¨ U~¨ Ţz g®- 
Image: U kîwy¦R Select, Resize, Rotate, Crop §~aǡu h±~¦ y}® g®- ¢¦y¦Ǚz {Ìp® a±Vuo _ǜɎǆkt¨ a±u¨ 
a{~̈ £±z+ ɱª{ a{~± £±z Tc{ p± ¢¦Viy¦R vî{v¦{ a{~± £±z+ f±ĭ¢ Æm̲ \̈ vî{~~± £±z aî ~s¦{¦t± 
x¦c ɱª{ a{~± £±z p± U Vy®h kîwt± Xuz±c q¦z g®- U y¦kî ̈́qy a±Vuo _ǜɎǆkt® y¦X¢t¨ yrrq¨ 
§¢|®ǆk a{~¦y¦R U~® g®-  
ᴐᴝᴤᴝᴛᴬ9 §¢|®ǆk §~aǡuẗ yrrq̈ hŬÆ{z¦p ɸ©hwt± x¦c Uuo® §¢|®ǆk a{Ì\ gÌ\- T£ԓ Uuo® \a 
|b¦o |b¨\ gÌ\: £~® Uuo® p®t® T|c T|c {Ìp® {±kîk a{Ì\ gÌ\ Tt® uÆ{o¦y h±~¦ ̈́z¦¢ a{Ì\- 
T£ԓ ẗf® ɸ©hwẗ Vvîak Ǖz¦{î h h±~¦ y} ® hz¦{î mîk¦ §¢|®ǆk £ ®- 
 

 
Uɠ«§p 1-16 {±kîk a{~¦ y¦kî §~aǡu± 

Resize and skew: T£ԓ Uuo® a±Vuo _ǜɎǆkẗ ¢¦Viy¦R ~ddk a{~̈ £±z Tc{ p± Tɸ©a mÌ̲ \̈ 
wr|~± £±z p± p®t® y¦kî U §~aǡut± Xuz±c a{~¦y¦R U~® g®- Uɠ«§p-1-17y¦R h±V  aÌ\ gÌ\ p®y 
Uuo® _ǜɎǆkt® £±{Ìi±Ǚk|̈ 'm¦ẅ q̈ hyö w¦ɧ© wr|~¦ y¦kî( Vvîak Uü  a¦z+ p®~̈h {Ìp® ~kÕa|¨ 
'Yu{q¨ t¨f® p{v bӹf~¦ y¦kî( Vvîak Uü  a¦z g®- Skew y¦kî £±{ÌiǙkÌ|¨ aî ~kÕa| uo Tɸ©a 
mÌ̲¨\ wr|¦z p®ʀ© a{~¦ y¦kî U §~aǡut± Xuz±c a{~¦y¦R U~® g®- 

 
Uɠ«§p 1-17 ᴏᴝᴫᴡᴲᴝ ᴙᴦᴜ ᴐᴣᴝᴯ m¦z|±c w±ǆ¢ 
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Crop: U §~aǡut¨ yrrq¨ a±Vuo _ǜɎǆky¦R Tɸ©a h x¦c §¢|®ǆk a{Ìt® t~¨ Vy®h wt¦~~¨ £±z p± 
U §~aǡut± Xuz±c a{~¦y¦R U~® g®- 
 
Tools: u®VǙk \Éǚ|aî tt¦ £¦rû ¢y¦ §~aǡut± ¢y¦~®  U ̩©uy¦R a{~¦y¦R Uǣz± g®- 
 
Pencil: Uẗ yrrq̈ Uuo® a±Vuo  ®uy¦R §uaf{ r±{ʀ©R £±z p± r±{Ì  aÌ\ gÌ\- T£ԓ Uuo® a|¢û ̩©u 
Uu®ɾ©R g® p®ẗ yrrq̈ T|c T|c a|{ẗ |¦Vt r±{~̈ £±z p± uo r±{Ì  aÌ\ gÌ\- 
Fill with Color: Uuo® a±Vuo Ua¦{ wt¦~®|± g® Tt® p® Ua¦{y¦R Uuo® a|{ ɴª{~± £±z p± U 
§~aǡut± Xuz±c a{~¦y¦R U~® g®- 
Text: u®VǙk \Éǚ|aî ty¦R a±Vuo |b¦o |bʀ©R £±z p± U §~aǡut± Xuz±c a{~¦y¦R U~® g®- T£ԓ 
Uuo® Ɏʀ©R |b¦o |b~¦ɳ©R  Ŭ a{Ì\ gÌ\ aî p{p h tʀ©R kîw 'ɪ©|w¦{( U~̈ Ţz g®- Ɏẗ yrrq̈ 
Uuo® |b¦ot¦ v±Ǚkt¨ Ǧk¦V|+ v±Ǚkt¨ ¢¦Vi+ |b¦ot® d¦k¦ a{~¦ y¦kî B ɪ©|, |b¦ot® ̿¦R¢¦ a{~¦ y¦kî 
I ɪ©|+ |b¦ot® ֜ m{|¦Vt a{~¦ y¦kî U ɪ©|+ |b¦oẗ ~ǋf® UmÌ|¦Vt y¦kî Ǧ̺¦Vå © ɪ©|ẗ ʃ©§~s¦ 
Uu®|¨ g®- 
 
Ɏʀ©R |b¦o u{q̈ Éǆ|a ɱª{ a{Ìʁ©R aî p{p Text kîw £¦Vm 'Tϐ z( qV Ţz g®- T£ԓ |b¦o t® T|c 
T|c a|{y¦R |b~¦ y¦kî T|c T|c a|{ ɪ©|t± Xuz±c a{Ì  aÌ\ gÌ\- Uɠ«§p-1-18y¦R kîǆǦk §~ǡǆu 
y¦kîɳ©R ᴑᴝᴰᴬ kîw r ¦û~® g®- 

 

 
Uɠ«§p 1-18 kîǆǦk §~aǡu 

 
Brushes: Uuo® u®VǙky¦R ͆ t± Xuz±c a{~± £±z \k|® aî ͆ t¨ T|c T|c ¢¦Viq¨ a±V §uaf{ 
wt¦~ʀ©R £±z Tc{ p± _ǜɎǆkt¨ Uc} u¦g} aRVa ͆ q¨  ®m a{~± £±z p± p®t® y¦kî ͆ ¨  §~aǡu 
Xuz±c̈ g®- T£ԓ T|cq̈ kîw p{Ìaî ʃ©§~s¦ Uu®|̈ g®- Ɏ Uɠ«§p-1-2/y¦R h±V  aÌ\ gÌ\-    
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Uɠ«§p 1-¹/ ͆  §~aǡu 

T£ԓ u®VǙk \Éǚ|aî ty¦R Uuot® ᴅᴧᴥᴝ kîwy¦R T|c T|c Ua¦{ h±~¦ y}® g®- Uuo® Uuo¨ 
hŬÆ{z¦p ɸ©hwt¦ Ua¦{ ɸªaÌ  aÌ\ gÌ\- T£ԓ Uɠ«§p-1-20y¦R r ¦ûǣz¦ ɸ©hw \a Ua¦{ §¢|®ǆk a{Ìt® 
u®VǙk \Éǚ|aî ty¦R ɸªaz± g®- £~® p®y¦R Uuo® Ɏ |b¦o |bʀ©R £±z p® |b¦o |b̈  aÌ\ gÌ\- 
 
T£ԓ ẅţ ʃ©§~s¦ \ h±~¦ y}® g® aî Uuo® Ɏ Ua¦{ wt¦~®| g® p® Ua¦{t¨ w±mû{t® a|{ a{~± £±z p± 
a{Ì  aÌ\ gÌ\- p®t¨ Ţm¦Vy¦R ~s-dk a{Ì  aÌ\ gÌ\- w±mû{ẗ |¦Vty¦R vî{v¦{ a{Ì  aÌ\ gÌ\- p®yh 
Ua¦{t¨ ֜r{ a|{ ɴª{~± £±z p± p® Fill §~aǡut¨ yrrq¨ ɴª{Ì  aÌ\ gÌ\- 
 

    
Uɠ«§p 1-¹0  ®u §~aǡu 

 
Sizes: T£ԓ Uuot® ¢¦Vi §~aǡut ̈ʃ©§~s¦ Uu~¦y¦R U~®|̈ g®- Uɠ«§p-1-21y¦R Uuo® h±V  aÌ\ gÌ\ 
aî Uuo® Ɏ uo a±V _ǜɎǆk wt¦~¨\ gÌ\ p®t¨ w±mû{ aî |¦Vtt¨ Ţm¦Vy¦R Uuo® U §~aǡut¨ yrrq¨ 
vî{v¦{ a{Ì  aÌ\ gÌ\- 
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Uɠ«§p 1-¹1 ¢¦Wi §~aǡu 

 
Colors Ą Edit Colors: U §~aǡu u{ Éǆ|a a{p¦ Uɠ«§p 1-¹¹ ɸ©hwt± m¦z|±c w±ǆ¢ ɡ©|® g® Ɏẗ 
yrrq̈ Uuo® |b¦oy¦R+ a±V Åf̿  wt¦~~¦y¦R aî ͆ y¦R aî  ®my¦R ~c®{îy¦R Uuo® hŬÆ{z¦p ɸ©hwt± a|{ 
§¢|®ǆk a{Ì  aÌ\ gÌ\- Uuot® \ʀ©R |¦c® aî Uuo® Uuö hŬÆ{z¦p ɸ©hwt± t~± a|{ wt¦~~± g® p± 
p®t® y¦kî \Æmk a|¢û a{Ìt® §~aǡu Uu®| g®- p®t¨ yrrq¨ Uuo® hŬ{Ì t~± a|{ wt¦~¨t® Xuz±cy¦R 
|V  aÌ\ gÌ\- 
 

 
Uɠ«§p 1-¹¹ a|{ §~aǡu 

 
View Tab: Uɠ«§p-1-23y¦R r ¦ûǣz¦ ɸ©hw U kîwy¦R Uuot® ťy+  ± _{ £¦Vm p®yh mÌǦǚ|® ˌ©u h±~¦ 
y}® g®- 

 
Uɠ«§p 1-¹3 ǣɹ© kîw 
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Zoom Group: U ̩ ©uy¦R Uuo® a±V _ǜɎǆkt® y±k¦ Ǧ~Ŭuy¦R h±~± £±z p± Zoom In §~aǡut± Xuz±c 
a{Ì  aÌ\ gÌ\- Tt® a±V _ǜɎǆkt® t¦t¦ Ǧ~Ŭuy¦R h±~± £±z p± Zoom Out §~aǡut± Xuz±c a{Ì  aÌ\ 
gÌ\- Tt® a±V _ǜɎǆkɳ©R UXkɴ©k aîʀ©R |¦c ® Tc{ p± ~¦Ǧp§~a rîb¦~ aî~± £ ® p® h±~¦ y¦kî 0//% ťy 
t± Xuz±c a{Ì  aÌ\ gÌ\-  
Show or Hide: Uuo® u®VǙk \Éǚ|aî ty¦R Tɸ©a _ǜɎǆk y¦kî Ŭ|{t¨ p®yh ̲¨m|¦Vt 'UmÌ Tt® Yx ̈
|¦Vt J U|®bu̿y¦R £±z g® p®~¨( t¨ hŬ{ ump¨ £±z g® p® ~®}¦\ U ˌ©ut± Xuz±c a{~¦y¦R U~® g®- 
T£ԓ Ŭ|¢û p®yh ̲¨m|¦VǙ¢ u{ Éǆ|a a{p¦R h Uɠ«§p-1-24y¦R r ¦ûǣz¦ ɸ©hwẗ ʃ©§~s¦ Ǧ̰Ìty¦R U~̈ Ţz 
g®- Tt® ugÌ Uuo® Uuö hŬÆ{z¦p ɸ©hwɳ©R f±aa¢ y¦u |Vt® _ǜɎǆk wt¦~¨  aÌ\ gÌ\- Ɏq¨ ¢¦{Ì 
ɢ©o~ŀ¦~¦ŭR _ǜɎǆk wt¦~¨  aÌ\ gÌ\- 
 

 
Uɠ«§p 1-¹4 ̲¨m|¦Wt 

Display kîw9 Uuo® Ǧ̰Ìt Xu{ vap _ǜɎǆk h h±~± £±z p± U kîwy¦R U~®| Full Screen §~aǡut± 
Xuz±c a{~¦q¨ u®VǙk \Éǚ|aî tt¦ \auo kîw, y®ɳ© aî k¦Ǧaw¦{ t£ԓ rîb¦z- Uuot® vap _ǜɎǆk 
rîb¦ ®- Tt® u¦g¦ Esc aÌ ̈́®¢ a{p¦R h t±yû| ǣɹ©y¦R Uuo® Ɏ p® _ǜɎǆk h±V  aÌ\ gÌ\- 
 
py¦{Ì ̈́c§p fa¦¢±  

 

1. u®WǙk b±|̈ p®y¦R ẗf® ɸ©hwɳ©R §uǆf{ wt¦~± Tt® v¦W|t® ᴫᴥᴡᴤᴝ-ᴢᴨᴝᴟ t¦y® ¢®~ a{±  

 

2. §uaf{ɳ©R w®a̲ ¦XǙm wr|± Tt® §uǆf{ v{p® a¦}Ì w±mû{ a{±- 
3. py¦{¦ §uǆf{t® mîǦak±u w®a̲¦XǙm p{Ìaî ¢®k a{±- 
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1-03-1 ᴔᴧᴪᴜᴨᴙᴜ   
 
¢¦y¦Ǚz {Ìp® a±V uo |b¦o |b~¦ y¦kî+ ̼¦vkԓc a{~¦ y¦kî+ m±aɹ©y®Ǚk wt¦~~¦ y¦kî U \Éǚ|aî tt± 
Xuz±c a{~¦y¦R U~® g®-  Ɏ ~mûu®m \Éǚ|aî t p{Ìaî _}b¦z g®- ~mûu®m t¦y u{q¨ h bw{ ump¨ £±z 
g® aî U \Éǚ|aî t \ ~mû ̈́±¢®¢{ ' ¦Êǜra ̈́Æ̰za( p{Ìaî _}b¦z g®- U \Éǚ|aî tt± §¢Ǟw±| uo 
\a u®Wh y¦R m¦ẅw¦ɧ© y±k¦ Tĩ{î A |b®|± g® p®~± g®- ~mûu®m \Éǚ|aî t \ \~¨ u£î|¨ \Éǚ|aî t g® 
Ɏy¦R ɪ©|t¦R Xuz±cẗ  ɽ©Up qW-Uɠ«§p-1-25 ~mûu®m \Éǚ|aî tt± Ǧ̰Ìt |®-UXk r ¦û~® g®- 
 

 
Uɠ«§p 1-¹5 ~mûu®m Ǧ̰Ìt |®-UXk 

T£ԓ Uuo® T|c T|c kîw p®yh y®ɳ©R §~ ® h±V\- T£ԓ v¦V| y®ɳ© rîb¦ɯ©R tq̈ u{Rɯ© Alt+F a{p¦R h 
Uɠ«§p-1-26 ɸ©hw y®ɳ© h±~¦ y}® g®- 

 
Uɠ«§p 1-¹6 ~mûu®m y®ɳ© 

New: Uuo® ~mûu®m \Éǚ|aî ty¦R t~¨ v¦V| wt¦~~¦ y¦kî U §~aǡut± Xuz±c a{~¦y¦R U~® g®- 
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Open: ~mûu®m \Éǚ|aî ty¦R wt¦~®|¨ v¦V|t® _ut a{~¦ y¦kî U §~aǡut± Xuz±c a{~¦y¦R U~® g®- 
Uɠ«§py¦R h±V\ gÌ\ p®y \a m¦z|±c w±ǆ¢ U~̈ Ţz g®- p®y¦Rq̈ Uuö hŬÆ{z¦p ɸ©hwẗ v¦V| 
§¢|®ǆk a{Ìt® _ut wkt u{ Éǆ|a a{p¦Rh v¦V| _ut q¦z g®- 
Save: ~mûu®m \Éǚ|aî ty¦R a¦y a{Ì\ gÌ\ Tt® p® a¦yt® ¢R̲Æ£p 'Ǧk±{( a{~¦ y¦kî U §~aǡut± Xuz±c 
a{~¦y¦R U~® g®- T£ԓ wt¦~®| v¦V|ɳ©R \ĩkîǙ t .rtf ({Ìf kîaǦk v±yïk( £±z g®- uo Uuo® .doc 
\șkîǙ t uo Uu¨  aÌ\ gÌ\- 
Save as9 ~mûu®m \Éǚ|aî ty¦R wt¦~®| v¦V| _ut g® Tt® p®t® T|c v±yïk aî w¨Ţ t¦yq¨ v¦V| t® 
¢®~ a{~¨ £±z p± U §~aǡut± Xuz±c a{~¦y¦R U~® g®- T£ԓ Uuo® txt, rtf, doc ~c®{î v±yïky¦R ¢®~ a{Ì 
 aÌ\ gÌ\-   
Print9 ~mûu®m \Éǚ|aî ty¦R v¦V| wt¨ cz¦ ugÌ p®t¨ §̈́ǙkUXk |®~¦ y¦kî U §~aǡut± Xuz±c a{~¦y¦R 
U~® g®- 
Page setup9 T£Ì Éǆ|a a{p¦ Uɠ«§p-1-27y¦R r ¦ûǣz¦ ɸ©hwt± m¦z|±c w±ǆ¢ ɡ©|® g® Ɏy¦R u®Wh y¦kî 
p®yh u®Wh y¦R y¦hÖt ¢®k aî~̈ {Ìp® ¢{}p¦q̈ qV  aî p® y¦kîẗ ʃ©§~s¦ Uu®|̈ g®- 

 

 
Uɠ«§p 1-¹7 u®Wh ¢®kTu m¦z|±c w±ǆ¢ 
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¶ Paper: Size9 Uɠ«§p-1-28y¦R r ¦ûǣz¦ ɸ©hw u®Wh t¨ T|c T|c ¢¦Vi h±~¦ y}® g®- |®k{+ 
A3+ |¨c|+ u±Ǧk a¦mû ¢¦Vi ~c®{î+ Æmv±ǡk u®Wh t¨ ¢¦Vi |®k{ £±z g®- 
 

 
Uɠ«§p 1-¹8 u®u{ ¢¦Wi 

¶ Source9 T£ԓ Uuot® ɴªg® g® aî u®Wh hz¦{î §̈́ǙkUXk Uü\ Ǖz¦{î y®Ǚɹ©T|̈ vÌm a{Ìʁ©R aî 
_k±y®kÌa §¢|®ǆk q¦z- T£ԓ Æmv±ǡk Auto Select h {¦bʀ©R Ɏq̈ §̈́ǙkUXk ~bp® \a \a 
u®Wh r¦b| t a{~¦ umî- 

¶ Orientation9 T£ԓ ɴªg® g® aî u®Wh Uɬ©R {¦bʀ©R g® aî Yɷ©R- Æmv±ǡk u®Wh Portrait \k|® aî Yɷ©R 
£±z g®- u{Rɯ© hŬÆ{z¦p ɸ©hw h± Uɬ©R u®Wh a{ʀ©R £±z p± U §~aǡut± Xuz±c a{Ìt® 
Landscape a{ʀ©R umî g®- 

¶ Margins9 T£ԓ Uuo® u®Wh t® m¦ẅ w¦ɧ©+ hyö w¦ɧ©+ Xu{ẗ w¦ɧ©+ ẗf®ẗ w¦ɧ© y¦hÖt ¢®k 
a{Ì  aÌ\ gÌ\- Uuö hŬÆ{z¦p ɸ©hwt± £¦R§¢z± {¦b~¦y¦R U~® g®- ֜ py¦R _aî wkt u{ 
Éǆ|a a{p¦R h hŬ{Ì ʃ©s¦{¦_ qVt® u®Wh _ut q¦z g®- 

 
Send in Email9 ~mûu®m \Éǚ|aî tt¨ _ut v¦V|t® a±Vuo ǣzÆapt¦ V-y®V| u{ y±a|~¨ £±z p± U 
§~ǆǡut± Xuz±c a{~¦y¦R U~® g®- 
Exit9 ~mûu®m \Éǚ|aî ty¦Rq¨ w£¦{ t¨a}~¦ y¦kî U §~aǡut± Xuz±c a{~¦y¦R U~® g®- 
 
TITLE BAR 
 
k¦Vk|w¦{y¦R Uuot® T|c T|c ɪªǡ¢ h±~¦ y}® g®- 
 
Save: U ɪ©| Xu{ Éǆ|a a{~¦q¨ ~mûu®m \Éǚ|aî ty¦R wt¦~®| v¦V| ¢®~ qV Ţz g®- 
Redo: U ɪ©| Xu{ Éǆ|a a{~¦q̈ ~mûu®m \Éǚ|aî ty¦R Uuɮ©R a¢û{ hz¦R £ ® p®ẗ u£î|¦R Ɏ Vvîak Uü 
£ ® p® u{p y}® g®- 
Undo: U ɪ©| Xu{ Éǆ|a a{~¦q̈ Uuɮ©R a¢û{ hz¦R £ ® Ǖz¦{ ugÌ Ɏ ̈́Æ̰z¦ a{Ì £ ® p® Uuot® r ¦û~® g®- 
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Customize Quick Access Toolbar: Uɠ«§p-1-3/y¦R r ¦ûǣz¦ ɸ©hw+ U §~aǡut¨ yrrq¨ Uuo® t~¨ v¦V| 
wt¦~¨  aÌ\ gÌ\- wt¦~®|¨ v¦V| _ut a{Ì  aÌ\ gÌ\- v¦V|t® ¢®~ a{Ì  aÌ\ gÌ\- §̈́Ǚk |W 
 aÌ\ gÌ\- v¦Vt| §̈́Ǚk |®~¦ u£î|¦R §̈́ǙkUXk aîʀ©R rîb¦ ® p® §̈́Ǚk §̈́ǣɹ©y¦R h±V  aÌ\ gÌ\- 
 

 
Uɠ«§p 1-3/ Èǆ~a \ǆ¢®¢ ɪ©|w¦{ 

 
U Xu{¦Rp _ut v¦V| a±Vt® V-y®V| a{~± £±z p± Send In Email t¨ yrrq¨ y±a|¨  aÌ\ gÌ\- Undo 
p®yh Redo qV  aî g®- kîwt¦ ¢ɸª£t¨ |¦Vt aî Ɏ t® {Ìwt p{Ìaî _}b¨\ gÌ\ p®t® §y§ty¦Vi  a{~¨ g® 
aî y®ɳ©ẗ ẗf® |V h~̈ £±z p± Minimize the Ribbon Tt® Show Below the Ribbont± Xuz±c q¦z g®- 
 
kîw §~ ® h±V\: Uɠ«§p-1-30y¦R r ¦ûǣz¦ ɸ©hw ~mûu®my¦R w® ̈́a¦{t¦ kîw h±~¦ y}® g®- Home Tt® View, 
̈́qy Home h±V\- 

 

 
Uɠ«§p 1-30 £±y kîw 

Home Taby¦R Clipboard, Font, Paragraph, Insert, Editing ~c®{î ˌ©ut± ¢ɸª£ h±~¦ y}® g®- 
 
Clipboard9 ¢¦y¦Ǚz {Ìp® ~mûu®m \Éǚ|aî ty¦R Uuo® a±Vuo _ǜɎǆk §¢|®ǆk a{Ìt® ak aî a±u¨ a{~¦ 
hV\ p± ̈́qy p® _ǜɎǆk Éǆ|uw±mû y¦R ¢R̲Æ£p q¦z g® Tt® Ǖz¦{ ugÌ h w¨ţ hǈz¦\ p® hp± £±z g®- 
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T£ԓ Uuo® a±Vuo y¦Æ£p̈t® ɱª{ a{~̈ £±z p± Éǆ|uw±mû  ̩ ©uy¦R h±~¦ y}p¦R Cut §~aǡut± Xuz±c q¦z 
g®- Tt® \a t¦ Ɏ~¨ w¨ţ a±u¨ a{~¨ £±z p± Copy §~aǡut± Xuz±c q¦z g®- ugÌ Ɏ hǈz¦\ y¦Æ£p¨t® 
ɸªa~¨ £±z Ǖz¦R a¢û{ |V hVt® Paste §~aǡu u{ Éǆ|a a{p¦R Ɏ p® y¦Æ£p¨ U~¨ Ţz g®- 
Font9 U ̩ ©uy¦R Font Style, Font Size, Font Color, Bold, Italic, Underline, Strikethrough ~c®{î §~aǡu 
h±~¦ y}® g®- 
¶ Font Style9 Uuo® Ɏ |b¦o |b¨\ gÌ\ Tq~¦ p± ̼¦vkԓc a{Ì\ gÌ\ p®y¦R v±Ǚkt¨ Ɏ Ǧk¦V| 
h±V\ gÌ\ p® U §~aǡut¨ yrrq¨ a{Ì  aÌ\ gÌ\- 

¶ Font Size9 U §~aǡut¨ yrrq¨ Uuo® h± |b¦o |b¦V cɹ©R £±z p± |b¦ot® §¢|®ǆk a{Ìt® 
v±Ǚkẗ ¢¦Vi ~ddk a{Ì  aÌ\ gÌ\- h± |b¦o t |b¦z®ɾ©R £±z p± u£î|®q̈ h v±Ǚkẗ ¢¦Vi 
taaÌ a{Ìt® ¢®k a{Ìt® ɸªaÌ  aÌ\ gÌ\- 

¶ Grow Font:  U §~aǡut¨ yrrq¨ §¢|®ǆk a{î| y¦Æ£p¨t¨ '|b¦o( v±Ǚkt¨ ¢¦Vi ~s¦{Ì  aÌ\ 
gÌ\- 

¶ Shrink Font: U §~aǡut¨ yrrq¨ §¢|®ǆk a{î| y¦Æ£p¨t¨ '|b¦o( v±Ǚkt¨ ¢¦Vi t¦t¨ a{Ì 
 aÌ\ gÌ\- 

¶ B, I, U , abc: §¢|®ǆk |b¦ot® d¦k¦ 'w±ǡm(+ ̿¦R¢¦ 'Vk¦Å|a( aî ֜m{|¦Vt aî Ǧ̺¦Va- ©̊ Vvîak 
Uu~̈ £±z p± U ɪ©|ẗ yrrq̈ Uü  aÌ\ gÌ\- 

¶ X29 U §~aǡut¨ yrrq¨ ¢wǦ̰Ìǚk qV  aî g®- U y¦kî |b¦o |b¨ |¨s¦ ugÌ p®t® §¢|®ǆk a{Ìt® 
U ɪ©| u{ Éǆ|a a{p¦R ¢wǦ̰Ìǚk p{Ìaî UXkɴ©k y}® g®- 

¶ X2
: U §~aǡuẗ yrrq̈ ʃ©u{Ǧ̰Ìǚk qV  aî g®- U y¦kî |b¦o |b̈ |̈s¦ ugÌ p®t® §¢|®ǆk a{Ìt® 
U ɪ©| u{ Éǆ|a a{p¦R ʃ©u{Ǧ̰Ìǚk p{Ìaî UXkɴ©k y}® g®- 

¶ Text Highlight Color9 |b¦ot® £¦V|¦Vk a{~¦ y¦kî U §~aǡut± Xuz±c q¦z g®- T£ԓ |b¦ot® 
§¢|®ǆk a{Ìt® U ɪ©| Xu{ Éǆ|a a{p¦R |b¦o £¦V|¦Vk qV Ţz g®- \k|® aî |b¦o T|cq¨ p{Ì 
U~® g®- 

¶ Text Color9 Ɏ uo |b¦o |b®ɾ©R g® p®t® T|c T|c a|{y¦R r ¦û~~¦ y¦kî U ɪ©|t± Xuz±c 
q¦z g®- 

Paragraph: U kîwẗ yrrq̈ Uuo® a±Vuo u®{î̲¦vy¦R ɶ©|®k¢+ tRw{ԓc+ w® |¦Vt ~ǋf®ɳ©R ֜ p{+ 
\|¦Vty®Ǚk ~c®{î ¢{}p¦q¨ a{Ì  aÌ\ gÌ\-  
¶ Decrease Indent & Increase Indent9 Uuo® a±Vuo |b¦o |Ǉɹ©R £±z Tt® |b¦ot® u®Wh y¦R 
q±ɬ©Ra Uc} aî u¦g} |¦~ʀ©R £±z p± Indent t± Xuz±c q¦z g®- |b¦ot® q±ɬ©R Uc} |V hʀ©R 
£±z p± Increase  Indent Xu{ Éǆ|a a{~¦q̈ |b¦o Uu±Uu Tɸ©a ֜ p{ Uc} Ţz g®- 
|b¦o h± ~s¦{î umɯ©R Uc} hɯ©R {£ɹ©R £±z p± p®t® u¦ŞR |¦~~¦ y¦kî Decrease Indent ɪ©| u{ 
Éǆ|a a{p¦R |b¦o u¦ŞR U~ɯ©R Ţz g®- Uy |b¦ot® Uc} aî u¦g} |¦~~¦ y¦kî U ɪ©|t± 
Xuz±c q¦z g®- 

¶ Start a list9 ¢¦y¦Ǚz {Ìp® Uuo® a±V |b¦o |bp¦R £±V\ gÌ\ Tt® p®y¦R ɸ©ń¦ £±z p± p®y¦R Ɏ p® 
|¦Vtt¨ Uc} a±V ¢RĪ¦ ɸªa~¨ umî g®- U ¢RĪ¦y¦R Uuo® Ǧk¦{ aî ǚ|¢t¨ ¢RĪ¦ ɸªap¦ £±V\ gÌ\ 
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U ¢yz® T|cq̈ |b¦ot¦ ɸ©ń¦t® r ¦û~~¦ y¦kî |̈Ǧk ɪ©|t± Xuz±c a{~¦y¦R U~® g®- U y¦kî 
̈́qy |b¦ot® §¢|®ǆk a{~¦ɳ©R {£î ®- Ǖz¦{ugÌ U ɪ©| u{ Éǆ|a a{p¦R Uɠ«§p-1-31y¦R r ¦ûǣz¦ 
ɸ©hw \a w±ǆ¢ U~¨ Ţz g®- 

 
Uy¦Rq¨ Uuo® Ɏ ¢RĪ¦ h±Vp¨ £ ® p® §¢|®ǆk a{Ìt® \Ǚk{ Uup¦R Ɏ p® §¢|®ǆk |¦Vtt¨ Uc} 
¢RĪ¦ U~̈ Ţz g®- U ɪ©|y¦R tRw{ԓc+ ¢RĪ¦ p®yh Uǡv¦w®kt± ¢y¦~®  q¦z g® Ɏ Uuo® 
Uɠ«§py¦R h±V  aÌ\ gÌ\- 
 

 
Uɠ«§p 1-31 Å|Ǧk §~aǡu 

¶ Line Spacing9 Uuo® |b¦o |bp¦ £±V\ gÌ\ Ǖz¦{î w® |¦Vt ~ǋf®ɳ©R ֜ p{ ¢®k a{~¦ y¦kî U 
ɪ©|t± Xuz±c a{~¦y¦R U~® g®- h± |b¦o |b¦V cɹ©R £±z p± ̈́qy |b¦ot® §¢|®ǆk a{ʀ©R umî g® 
Ǖz¦{w¦r U ɪ©| u{ Éǆ|a a{p¦R Uɠ«§p-1-32y¦R r ¦ûǣz¦ ɸ©hw w±ǆ¢ U~¨ Ţz g®- Ɏy¦Rq¨ 
Uuo® w® |¦Vt ~ǋf® aîkɾ©R ֜ p{ ¢®k a{ʀ©R g® p® tĭÌ a{~¦ɳ©R £±z g®- ¢¦y¦Ǚz {Ìp® w® |¦Vt 
~ǋf®ɳ©R ֜ p{ 0-04 £±z g®- u{Rɯ© Uuo® T£ԓ w® |¦Vt Xu{¦Rp u®{î̲¦v u£î|¦R Tt® u®{î̲¦v ugÌ 
uo aîkɾ©R ֜ p{ g±mʀ©R p® taaÌ a{Ì  aÌ\ gÌ\- Uuo®  ŬUpq¨ h |¦Vt Ǧu®¢ԓc ¢®k a{Ì 
 aÌ\ gÌ\- 

 

 
 

Uɠ«§p 1-3¹ |¦Wt Ǧu®¢ԓc 
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¶ Left, Centre, Right, Justify: ~mû-1/0/y¦ f¦{ ̈́a¦{t¦R \|¦Vtyӹk Xu|ǜs g®-  
o Left9 |b¦oẗ c±l~o m¦ẅ w¦ɧ©q̈ q¦z g®-  
o Right9  |b¦oẗ c±l~o hyö w¦ɧ©q̈ q¦z g®-  
o Center9 |b¦ot¨ c±l~o yǘzy¦R q¦z g®-  
o Justify9 |b¦oẗ c±l~o  ɽ©Up Tt® ֜ p ʃ©s̈ ǣz~ÈǦqp q¦z g®-  

 
U y¦kî h± |b¦o u£î|®q̈ h |b®ɾ©R £±z p± |b¦ot® §¢|®ǆk az¦û ugÌ hŬÆ{z¦p ɸ©hw Ɏ p® ɪ©| 
u{ Éǆ|a a{~¦q̈ |b¦o ~ǋf®+ hyöw¦ɧ© aî hǦkÌv¦z qVt® U~® g®- 

 
¶ Paragraph9 Uuo® u®{î̲¦vy¦R m¦ẅ w¦ɧ© p®yh hyö w¦ɧ© aîk|̈ hǈz¦ 'VǙmîǙk( g±m~̈ g®- p®yh 
u®{î̲¦vẗ ̈́qy |¦Vty¦R aîkɾ©R ֜ p{ g±mʀ©R g® p® ¢®k a{~¦ p®yh |¦Vt ~ǋf®ɳ©R ֜ p{ ¢®k a{~¦ 
pq¦ \|¦Vty®Ǚk ¢®k a{~¦ y¦kî U u®{î̲¦v ɪ©|t± Xuz±c a{~¦y¦R U~® g®- 

 

 
Uɠ«§p 1-33 u®{î̲¦v m¦z|±c w±ǆ¢ 

 
T£ԓ |b¦o |Ǉz¦ u£î|¦R VǙmîǙk pq¦ |¦Vt Ǧu®¢ԓc ¢®k a{Ì  aÌ\ gÌ\- Tq~¦ h± |b¦o 
|b¦V cz®ɾ©R £±z p± |b¦ot® ̈́ qy §¢|®ǆk a{Ìʁ©R Tt® Ǖz¦{w¦r U ɪ©| u{ Éǆ|a a{p¦R h 
Uɠ«§p-1-33 ɸ©hwt± m¦z|±c w±ǆ¢ U~¨ h ®- U w±ǆ¢y¦Rq¨ Uuo® hŬÆ{z¦p ɸ©hwt¦ ¢®kԓc 
Ɏyaî+ m¦ẅ w¦ɧ© aîkɾ©R ֜ p{ g±mz¦ ugÌ |b¦oẗ  ŬUp q¦z+ hyö w¦ɧ© aîkɾ©R ֜ p{ g±mʀ©R g® 
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p®yh w® |¦Vt ~ǋf®ɳ©R ֜ p{ aîkɾ©R {¦bʀ©R g® p® §¢|®ǆk a{Ì  aÌ\ gÌ\- U Xu{¦Rp ֜ py¦R Uu®| 
Alignment §~aǡu u{ Éǆ|a a{p¦R Ɏ p® |b¦ot® m¦ẅ w¦ɧ© {¦bʀ©R g®+ hyö w¦ɧ© {¦bʀ©R g® aî+ 
hǦkÌv¦z a{ʀ©R g® aî ~ǋf® {¦bʀ©R g® p® taaÌ a{Ì  aÌ\ gÌ\- 

 
Insert Tab: Uuo® a±Vuo \Éǚ|aî ty¦R a¦y a{ʀ©R £±z+ §uaf{/ Vy®h Xy®{~¨ £±z+ §uaf{ wr|ʀ©R £±z 
Tq~¦ §uaf{/ Vy®hẗ ¢¦Viy¦R vî{v¦{ a{~¦ U ̩©ut± Xuz±c a{~¦y¦R U~® g®- 
 
Picture: Uuo¦ ǆǞǚɹªk{y¦R cy® p® hǈz¦\ a±V Vy®h £±z Tq~¦ v|±u¨y¦R+ ¢¨mÌy¦R+ u®t ̼¦V~y¦R Vy®h aî 
§uaf{ £±z p± p®t® ~mûu®my¦R |¦~~¦ y¦kî Uuo® U ɪ©|t± Xuz±c a{Ì\ gÌ\- Uɠ«§p 1-34 y¦R r ¦ûǣz¦ 
ɸ©hw U ɪ©| u{ Éǆ|a a{p¦R ̿o §~aǡu h±~¦ y}® g®+ Ɏy¦R Picture ɪ©| u{ Éǆ|a a{p¦R Uuot® ɴªg® g® aî 
aV hǈz¦\q¨ v±k± aî Vy®ht® Ǧ̰Ìt u{ |¦~~± g® p® u¦q 'Path) Uup¦R Uuot® hŬ{Ì Vy®h rîb¦z g®- 
p®y¦Rq¨ z±ǈz Vy®ht® §¢|®ǆk a{Ìt® ᴌᴈ Uup¦R p® Vy®h Ǧ̰Ìt u{ U~¨ Ţz g®- 
 

 
Uɠ«§p 1-34 §uǆf{ ɪ©| 

 
T£ԓ \a ~¦{ Uuo® Vy®h r¦b| az¦û ugÌ Vy®h wr|~¨ £±z p± ᴀhangᴝ Picture a{Ìt® §~aǡu g® p®t¨ 
yrrq¨ Uuo® Vy®h wr|¨  aÌ\ gÌ\- 
 
T£ԓ Uuo® Resize Picture  ɪ©|ẗ yrrq̈ Vy®hẗ ¢¦Viy¦R vî{v¦{ a{Ì  aÌ\ gÌ\- U y¦kî Vy®ht® 
§¢|®ǆk a{Ìt® U ɪ©| Xu{ Éǆ|a a{p¦R f¦{ ɡªo® f¦{ §¢|®a t U~¨ Ţz g® Tt® p® ɡªo¦t® y¦X¢t¨ 
yrrq̈ ¢{}p¦q̈ ¢¦Viy¦R vî{v¦{ a{Ì  aÌ\ gÌ\- 
 
Paint Drawing9  Uuo® ~mûu®m \Éǚ|aî ty¦R gÌ\ Tt® p®y¦R u®VǙk \Éǚ|aî tt± a±W _ǜɎǆk wt¦~~± 
'̼±Vc a{ʀ©R( g® p± p®t® y¦kî U ɪ©|t± Xuz±c a{~¦y¦R U~® g®- U ɪ©| u{ Éǆ|a a{p¦R ~mûu®mt¨ Ɏ v¦V| 
_ut £ ® p®y¦R u®VǙk \Éǚ|aî t _ut qV Ţz g®- Tt® ugÌ Uuo® U \Éǚ|aî ty¦R Ɏ uo _ǜɎǆk 
wt¦~~± £±z p® wt¦~¨  aÌ\ gÌ\ Tt® ~mûu®m \Éǚ|aî tt¦ ~aßc \Æ{z¦y¦R Éǆ|a a{p¦R u®VǙk ̼±֞cy¦R 
Ɏ wt¦ǣɹ©R £ ® p® ~mûu®m \Éǚ|aî ty¦R U~¨ Ţz g®- 
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Date & Time9 ~mûu®m \Éǚ|aî ty¦R Uuo® Ɏ v¦V|y¦R a¦y a{Ì\ gÌ\ p® v¦V|y¦R hz¦R a¢û{ £±z Ǖz¦R 
§¢Ǧky mîk Tt® k¦Vy 'p¦{Ìb Tt® ¢yz( |b¦Vt® U~̈ Ţz p®ʀ©R a{ʀ©R £±z p± U ɪ©|t± Xuz±c a{~¦y¦R 
U~® g®- 
 

 
Uɠ«§p 1-35 mîk \Ǚm k¦Wy m¦z|±c w±ǆ¢ 

 
U ɪ©| Xu{ Éǆ|a a{p¦R Uɠ«§p 1-35y¦R r ¦ûǣz¦ ɸ©hw p¦{Ìb Tt® ¢yzẗ T|c T|c v±yïk U~¨ Ţz 
g®- U v±yïky¦Rq¨ Uuot® h±Vp¨ v±yïk u{ Éǆ|a a{p¦R Ɏ p® p¦{Ìb Tt® ¢yz a¢û{t¨ hǈz¦ u{ U~¨ 
Ţz g®- 
 
Insert Object9 ~mûu®m \Éǚ|aî ty¦R {£Ìt® ~mû+ \a¢®|+ u¦~{u±VǙk aî TǙz \Éǚ|aî ty¦R a¦y a{ʀ©R £±z 
p± U ɪ©|t± Xuz±c a{~¦y¦R U~® g®- U ɪ©| u{ Éǆ|a a{p¦R ǆǞǚɹªk{y¦R {£î|¨ y±k¦x¦ct¨ \Éǚ|aî t 
Uuot® rîb¦z g®- p® \Éǚ|aî t u{ Éǆ|a a{p¦R Ǧ̰Ìt u{ _ut q¦z g® Tt® p®y¦R a¦y a{Ìt® ~mûu®m 
\Éǚ|aî ty¦R Éǆ|a a{p¦R wt¦~®| _ǜɎǆk ~mûu®m \Éǚ|aî ty¦R U~¨ Ţz g®-   
 
Editing ˌ©u9 U ̩ ©ut¨ yrrq¨ Uuo® ~mûu®m \Éǚ|aî tt¨ _ut v¦V|y¦R a±Vuo  ǜr  ±s¨  aÌ\ 
gÌ\+ wr|¨  aÌ\ gÌ\ pq¦ §¢|®ǆk a{Ì  aÌ\ gÌ\- 
 
Find9 a±Vuo v¦V|y¦R |b®| y¦Æ£p̈y¦R Tɸ©a  ǜrẗ hǈz¦\ ẅh±  ǜr wr|~± g® Tc{ p± ɱª{ a{~± g® 
aî a±Vuo ̈́ a¦{t± vî{v¦{ a{~± g®+ p± p®t® y¦kî Uuo® \a \a |¦Vt ǘz¦tq̈ ~¦Rf~̈ umî g® Tt® 
Ǖz¦{w¦r p®y¦R vî{v¦{ a{Ì  a¦z g®+ Ɏy¦R ɡªw ¢yz wcmî g®- U ¢yz t wcmî p® y¦kî Find t¦yɳ©R ɪ©| 
Uu®| g® Ɏt¨ yrrq¨ Uuo® \a v¦V|y¦R cy® p®k|¦ u®Wh £±z p± uo U §~aǡu Uuot® ¢{}p¦q¨ 
Ɏ p®  ǜr  ±s¨  aÌ\ gÌ\- 
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U y¦kî ̈́qy U §~aǡu Xu{ Éǆ|a a{p¦R Uɠ«§p-1-36y¦R r ¦ûǣz¦ ɸ©hw \a w±ǆ¢ U~¨ Ţz g®- 
Ǖz¦{w¦r Find What |b®| g® Ǖz¦R Uuo® Ɏ  ǜr  ±s~± £±z p®  ǜr |b~¦t± £±z g®- Ǖz¦{w¦r Uuo® 
Find Next Xu{ Éǆ|a a{p¦R hz¦R U  ǜr £ ® Ǖz¦R p® £¦V|¦Vk qV h ®- v{Ìq¨ w¨h±  ǜr  ±s~¦ v{Ìq¨ 
Find Next u{ Éǆ|a a{Ìʁ©R+ Uy p® Uuot® \a ugÌ \a p®  ǜr hz¦R £ ® Ǖz¦R £¦V|¦Vk a{Ìt® wp¦~ ®- 
Tt® g®ǡ|® y®¢®h U~¨ h ®+ aî ~mûu®m t¦yt¨ \ǚ|¨aî ty¦R £~®  U  ǜr  ±s¦V cz± g®-  

 

 
Uɠ«§p 1-36 v¦WǙm m¦z|±c w±ǆ¢ 

 
Replace9 ~mûu®m \Éǚ|aî ty¦R Uuo® a±V  ǜr wr|~± £±z p± p®t® y¦kî Uuo® U ɪ©|t± Xuz±c a{~± 
umî g®- r¦-p- Uuo® ~mûu®m \Éǚ|aî ty¦R \a  ǜr UNIVERSITY g® p®t¨ hǈz¦\ DRBAOU |bʀ©R g® p± 
p®t® y¦kî ̈́qy U ɪ©| u{ Éǆ|a a{p¦R Uɠ«§p-1-37y¦R r ¦ûǣz¦ ɸ©hw \a w±ǆ¢ U~¨ Ţz g®- Ɏy¦R Find 
Whaty¦R UNIVERSITY |b¨\ gÌ\- pq¦ Replace Withy¦R DRBAOU |b¨\ gÌ\- ugÌ Uuo® h± Ub¦ 
m±aɹ©y®Ǚky¦R ws® h vî{v¦{ a{~± £±z p± Replace All wkt u{ Éǆ|a a{~¨ umî g®- Ɏq¨ ws¦ h  ǜr± 
wr|¦V Ţz g®- u{Rɯ© Tɸ©a h  ǜry¦R vî{v¦{ a{~± £±z p± Uuo® Find Next Tt® Replace wktt± 
Xuz±c a{~± umî g®-  

 

 
Uɠ«§p 1-37 v¦WǙm \Ǚm Æ{ǚ|®¢ m¦z|±c w±ǆ¢ 

 
Select All9 Uuo® ~mûu®m \Éǚ|aî ty¦R _ut v¦V|t¦ py¦y |b¦ot® §¢|®ǆk a{ʀ©R £±z p± U ɪ©|t± 
Xuz±c a{~¦y¦R U~® g®- U ̈́qy ~mûu®mẗ |b¦o |b®|̈ v¦V| _ut {¦b~̈ umî g® Tt® U ɪ©| u{ 
Éǆ|a a{p¦R py¦y |b¦o §¢|®ǆk qV Ţz g®- p®t® t±yû| a{ʀ©R £±z p± y¦̿ {¦Vk \{± aÌ Tq~¦ p± 
y¦X¢t¨ Éǆ|a a{p¦R p® |b¦o §¢|®a ty¦Rq¨ w£¦{ qVt® t±yû| |b¦o rîb¦z g®- 
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VIEW TAB: 

 
Uɠ«§p 1-38 ǣɹ© kîw 

 
Zoom ˌ©u: U ̩ ©uy¦R Uuo® a±V _ǜɎǆkt® y±k¦ Ǧ~Ŭuy¦R h±~± £±z p± Zoom In §~aǡut± Xuz±c a{Ì 
 aÌ\ gÌ\- Tt® a±V _ǜɎǆkt® t¦t¦ Ǧ~Ŭuy¦R h±~± £±z p± Zoom Out §~aǡut± Xuz±c a{Ì  aÌ\ 
gÌ\- Tt® a±V _ǜɎǆkɳ©R UXkɴ©k aîʀ©R |¦c ® Tc{ p± ~¦Ǧp§~a rîb¦~ aîʀ©R £ ® p® h±~¦ y¦kî 100% 
ťyt± Xuz±c a{Ì  aÌ\ gÌ\- 
Show or Hide9 Uuo® ~mûu®m \Éǚ|aî ty¦R Tɸ©a _ǜɎǆk y¦kî Ŭ|{t¨ p®yh Ǧkîkw¦{t¨ hŬ{ ump¨ £±z 
g® p® ¢yz® U ̩ ©ut± Xuz±c a{~¦y¦R U~® g®- T£ԓ Ŭ|¢û p®yh Ǧkîk¢w¦{ u{ Éǆ|a a{p¦R Uɠ«§p 1-38y¦R 
r ¦ûǣz¦ ɸ©hwẗ ʃ©§~s¦ Ǧ̰Ìty¦R U~̈ Ţz g®- Tt® ugÌ Uuo® Uuö hŬÆ{z¦p ɸ©hwɳ©R f±aa¢ y¦u 
|Vt® _ǜɎǆk wt¦~̈  aÌ\ gÌ\- Ɏq̈ ¢¦{Ì ɢ©o~ŀ¦~¦ŭR _ǜɎǆk wt¦~¨  aÌ\ gÌ\- 
Settings: U ̩ ©ut¨ yrrq¨ Uuo® |b¦ot® Ŭ|{t¨ ֜r{+ Ŭ|{t¨ w£¦{ ¢®k a{Ì  aÌ\ gÌ\- U y¦kî U 
ɪ©| u{ Éǆ|a a{p¦R ̿o §~aǡu h±~¦ y}® g®- No Wrap \k|® aî Uuo® t±yû| Ɏ |b¦o |b¨\ gÌ\ p® 
{Ìp® Uuot® rîb¦z g®- Ɏ Uɠ«§py¦R h±V  aÌ\ gÌ\- Wrap to Window \k|® aî Uuɮ©R |b¦o §~Ǚm±t¦ 
Ǧ̰Ìt ̈́ y¦o® rîb¦z g®- hz¦{î Wrap to ruler \k|® |b¦o Ŭ|{ẗ ֜ r{ rîb¦z g®- Ɏ Uuo® Uɠ«§p 1-4/y¦R 
h±V  aÌ\ gÌ\- 
 

 
Uɠ«§p 1-4/ ᴔᴧᴪᴜ ᴔᴪᴙᴨ 

Measurement Units: Uuo® Ŭ|{w¦{ ֞fy¦R+ ¢®ǙkÌy¨k{y¦R+ u±VǙk¢y¦R aî u¨a¦¢y¦R h±~¦ y}® g®- Uɠ«§p-
1-40y¦R r ¦ûǣz¦ ɸ©hw U ̩ ©uq ̈h±Wp± ɹ©§tk u¢Rr a{Ì  aÌ\ gÌ\ Tt® p®t® Tɳ©Ŭu Uɠ«§p-1-41 
ɸ©hwẗ Ŭ|{ h±~¦ y}® g®- 
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Uɠ«§p 1-40 y®i{y®Ǚk ɹ©§tk 

 

 

 

 
Uɠ«§p 1-41 ɧ©r¦ ɧ©r¦ ɹ©§tk r ¦û~p̈ Ŭ|{ 

 
py¦{Ì ̈́c§p fa¦¢±  

 
 

1. ~mûu®m _ut a{± Tt® p®y¦R py¦{± w¦z±mîk¦ k¦Vu a{± Tt® v¦W|t® ᴥᴱᴚᴡᴧᴜᴙᴬᴙ-ᴪᴬᴞ p{Ìaî ¢®~ 
a{±- 

2. |¦Wt Ǧu®¢ԓc 0-4 ¢®k a{± Tt® py¦{¦  ±b ɶ©|®k p{Ìaî r ¦û~±- 
3. v¦W|t¦ ֜py¦R Uht¨ p¦{Ìb Tt® ¢yz Xy®{±- 

4. v¦W|y¦R a±W §uǆf{ Xy®{±- 

5. a±W f±ĭ¢  ǜrt® TǙz a±W  ǜr ~mî wr|±- 
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1-01-¹ Calculator 
 
aî|ʇ©|®k{ẗ Uht¦ ¢yzy¦R ɡ©wh U~Ǥzap¦ g®- aî|ʇ©|®k{ẗ yrrq̈ a±Vuo c¦Åop̈a+ ¢¦zǙkÌvÌa 
cop{Ì_ imü Tt® ¢{}p¦q̈ a{Ì  aÌ\ gÌ\- §~Ǚm±i 6y¦R aî|ʇ©|®k{ẗ ~s¦{¦ẗ ĩyp¦_ uo h±V 
 aÌ\ gÌ\- 
 
aî|aɹ©|®k{ _ut a{~¦ y¦kî ̈́ qy Ǧk¦kû wkt u{ hʀ©R umî g®- Ǧk¦kû wkt \ǆkÌ~®k q~¦q¨ All 
ᴍrogramsy¦R h~¦z g® Tt® Ǖz¦R Uuot® Accessories t¦yɳ©R ̩ ©u rîb¦z g®- U ̩ ©uy¦R Calculator §~aǡu 
h±~¦ y}® g®- @Start Č All programs Č ׳ccessories Č ᴀalculator] 
 
aî|aɹ©|®k{ u{ Éǆ|a a{p¦R ¢¦y¦Ǚz aî|aɹ©|®k{ _ut q¦z g®- Ɏ Uɠ«§p 2.53-ᴙ y¦R h±V  aÌ\ gÌ\- 
T£ԓq̈ Uuo® ¢{~¦}¦+ ɢ©o¦a¦{+ x¦c¦a¦{+ w¦rw¦aÌ ¢{}p¦q̈ a{Ì  aÌ\ gÌ\- u{Rɯ© h± Uuo® f±aa¢ 
ä́¦{ẗ cop{Ì_ a{~¦ẗ £±z p± p®t® y¦kî T£ԓ T|c T|c ̈́ a¦{t¦ aî|aɹ©|®k{t¦ ǣɹ© h±V  aÌ\ 
gÌ\ Tt® p®y¦R ¢{}p¦q¨ cop{Ì_ a{Ì  aÌ\ gÌ\- 
 
T£ԓ T|c T|c ä́¦{t¦ aîk|¦ aî|aɹ©|®k{ h±~¦ y}® g® p®t® y¦kî View (Aᴤ+AV) y®ɳ©y¦R hʀ©R umî g®- Uɠ«§p 
2.53-ᴚy¦R r ¦ûǣz¦ ɸ©hw T|c T|c ̈́ a¦{t¦ §~aǡu h±~¦ y}® g®- p®y¦Rq̈ Uuo® hŬÆ{z¦p ɸ©hwɳ©R 
§~aǡu §¢|®ǆk a{Ìt® z±ǈz uÆ{o¦y imuq¨ y®}~¨  aÌ\ gÌ\-  
 

 
Uɠ«§p 2.53-ᴙ 

 
Uɠ«§p 2.53-ᴚ 
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T£ԓ Uuo® Scientific aî|aɹ©|®k{ u{ Éǆ|a a{p¦R h Uɠ«§p 2.53-ᴛy¦R r ¦ûǣz¦ ɸ©hwɳ©R aî|aɹ©|®k{ɳ©R |®-
UXk U~¨ Ţz g®- Ɏt¨ yrrq¨ Uuo® ~¯Ī¦§ta cop{Ì_ Sine+ Cosine+ Tan+ Int+ Degree+ Logarithm 
~c®{î imu¨ Tt® ¢{}p¦q¨ a{Ì  aÌ\ gÌ\- 
T£ԓ View y®ɳ©y¦R ẅh± §~aǡu g® Programmer view- aî|aɹ©|®k{ẗ yrrq̈ a±Vuo ̈́ ±̲¦y{t® cop{Ì 
imu¨ a{Ìt®  f±ĭ¢ uÆ{o¦y y®}~ʀ©R £±z p± p®t® y¦kî U hŬ{Ì §~aǡu g®- T£ԓ Uuo® Mod, RoR, And, 
Not, Byte ~c®{ît± Xuz±c ¢{}p¦q̈ a{Ì  aÌ\ gÌ\- Ɏ Uuo® Uɠ«§p 1-42-ᴜy¦R h±V  aÌ\ gÌ\- View 
'ǣɹ©( y®ɳ©y¦R TǙz §~aǡu g®- Statistics ǣɹ©ẗ yrrq̈ Uuo® Uɠ«§p 2.53-ᴝy¦R h±V\ gÌ\ p® {Ìpt± ǣɹ© 
h±~¦ y}® g®- T£ԓ Uuo® ֝ am¦ ¦Ŗt¦ vRa tt± Xuz±c ¢{}p¦q̈ a{Ì  aÌ\ gÌ\- Uɠ«§py¦R ws¦ 
vRa t Uuo® h±V  aÌ\ gÌ\- 
 

 
Uɠ«§p 2.53-ᴛ 

 

 

 
Uɠ«§p 2.53-ᴜ 

 
Uɠ«§p 2.53-ᴝ 

 

 

 
Uɠ«§p 2.53-ᴞ 
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ǣɹ© y®ɳ©y¦R Unit Conversion §~aǡu h±~¦ y}® g®- Uẗ yrrq̈ Uuo® Uɠ«§p 1-42-ᴞy¦R h±V  aÌ\ gÌ\ 
ɹ©§tk aǙ~iût ẗ Ǧ̰Ìt- T£ԓ hyö w¦ɧ©t¦ x¦cy¦R ̈́qy §~aǡuy¦R ɴªg~¦y¦R U~® g® aî py® az¦ ̈́a¦{t¦ 
ɹ©§tkt® wr|ʀ©R g®- U y¦kî ̈́qy §~aǡu u{ Éǆ|a a{p¦R T|c T|c ĩ®̿ wp¦~® g®- T£ԓ Uuo® \a{ɳ©R 
y¦u Ǧǆ~®{ §yk{y¦R wr|ʀ©R g®- Uq̈ ɸ©Ǉz §~aǡu Area §¢|®ǆk a{~± umî g®- ugÌ w¨ţ |¦Vty¦R ɴªg® g® 
y¦u \a{y¦R g®+ Æa|±y¨k{y¦R g® aî TǙz §~aǡuy¦R g®- Uuo® T£ԓ \a{y¦R g® y¦u \y a£Ì\ gÌ\ Tt® 
Ǖz¦R \y¦XǙk r¦b| a{Ì\ gÌ\- ֜§py |¦Vty¦R ɴªg® g® aî w¨ţ |¦Vty¦R r ¦û~®| y¦ut®  ®y¦R Ŭu¦RpÆ{p 
a{Ìt® h±ʀ©R g® p® Ŭu¦RpÆ{p t¦y |b~¦ɳ©R g®- T£ԓ Uuo® Ǧǆ~®{ §yk{ |b̈\ gÌ\- Ɏʀ©R Ǧǆ~®{ §yk{ |b¨\ 
gÌ\ aî p{p h Uuot® h~¦w Uu® g® Ɏ Uuo® Uɠ«§p 1-42-ᴟy¦R h±V  aÌ\ gÌ\- 
 
ǣɹ© y®ɳ©y¦R Date Calculation §~aǡu h±~¦ y}® g®- 'Uẗ yrrq̈ Uuo® Uɠ«§p 1-42-ᴟy¦R h±V  aÌ\ gÌ\ 
mîk aî|aɹ©|® tẗ Ǧ̰Ìt-( T£ԓ hyö w¦ɧ©t¦ x¦cy¦R ̈́ qy §~aǡuy¦R ɴªg~¦y¦R U~® g® aî py¦{î aRV 
p¦{Ìb+ az± yÆ£t± Tt® aRV ¢¦|q¨ cop{Ì  Ŭ a{~¨ g® p® p¦{Ìb T£ԓ r¦b| a{~¦t¨ £±z g®- hz¦{î 
w¨Ţ §~aǡuy¦R ɴªg~¦y¦R U~® g® aî pyt® aRV p¦{Ìb ʃ©s̈ẗ cop{Ì a{~̈ g® p® p¦{Ìb |b~¦y¦R U~® g®- 
T£ԓ+ Uuo® Uɠ«§p 1-42-ᴠy¦R wRt® §~aǡuy¦R p¦{Ìb ¢®k a{Ì g®- ̈́ qy 0 y® 1/03 |Ǉɹ©R g® Tt® ẅŢy¦R 
04y® 1/03 |Ǉɹ©R g®- ֜ py¦R T£ԓ Calculate u{ Éǆ|a a{p¦R aîk|¦ Tl~¦Æmz¦ qz¦R pq¦ aîk|¦ Ær~¢t± 
¢yzc¦}± g® p® r ¦û~® g®- 
 

 
Uɠ«§p 2.53-ᴟ 

 
Uɠ«§p 2.53-ᴠ 

 
Uɠ«§p 2.53-ᴡ Uɠ«§p 2.53-ᴢ 
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ǣɹ© y®ɳ©y¦R Worksheets §~aǡu h±~¦ y}® g®- Uẗ yrrq̈ Uuo® Uɠ«§p 1-42-ᴢy¦R h±V  aÌ\ gÌ\ ɹ©§tk 
aǙ~iûtt¨ Ǧ̰Ìt £±z g®- ǣ£Ìa| |¨i |®~¨ £±z ya¦t y±cïh a{Ì |±t |®~¨ £±z p± p®t¨ cop{Ì U 
§~aǡut¨ yrrq¨ ¢{}p¦q¨ a{Ì  aÌ\ gÌ\- 
 
֜py¦R Help y®ɳ© Uu~¦y¦R Uǣɹ©R g®- p®ẗ yrrq̈ uo a±V §~aǡu ¢yh~¦y¦R ɸ©Ǥaî|̈ £±z p± p®t® 
¢{}p¦q¨ h±V+ ¢yţt® a¦y ɴªoû a{Ì  aÌ\ gÌ\- 
 
1-01-3 ᴐᴡᴬᴛᴣᴱ ᴋᴧᴬᴝᴫ 
  

 
Uɠ«§p 1-43-ᴙ       Uɠ«§p 1-43-ᴚ 

 

 
Uɠ«§p 1-43-ᴛ    Uɠ«§p 1-43-ᴜ 

 

 
Uɠ«§p 1-43-ᴝ 
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¢¦y¦Ǚz {Ìp® Uuo® hz¦{î ǆǞǚɹªk{ ¢¦q® a¦y a{Ì {Ś¦ £±V\ gÌ\ Ǖz¦{î a±V ~Ǧɯ©t® z¦r {¦b~̈ £±z Tc{ 
p± Uuo® Ɏ p® \Éǚ|aî ty¦R a¦y a{Ì\ gÌ\ Ǖz¦{î f±aa¢ ̈́a¦{ẗ w¦wp±ẗ tӼst® Tɳ©¢{~¦ɳ©R £±z p® 
~bp® Uuot® U ǦkÌaÌ t±k¢ Xuz±c¨ q¦z g®- 
 
ǦkÌaÌ t±k¢t® _ut a{~¦ y¦kî ̈́qy Ǧk¦kû wkt u{ hʀ©R umî g®- Ǧk¦kû wkt \ǆkÌ~®k q~¦q¨ All Programs 
y¦R h~¦z g® Tt® Ǖz¦R Uuot® Accessories t¦yɳ©R ̩©u rîb¦z g®- U ̩©uy¦R Sticky Notes §~aǡu h±~¦ y}® 
g®- [ᴐtart Č All Programs Č Accessories Č Sticky Notes] 
 
ǦkÌaÌ t±k¢ u{ Éǆ|a a{p¦R Uɠ«§p 1-43-ᴙy¦R rîb¦z g® p®~¨ z|± a|{t¨ \a fw{b¨ U~¨ Ţz g®- T£ԓ 
Uɠ«§p 1-43-a y¦R h±V\ p± p®t® ̿o x¦c rîb¦z g®- \a * ¢RĪ¦ rîb¦z g®- Ɏ ʃªf~® g® aî t~¨ ǦkÌaÌ t±k¢ 
h±Vp¨ £±z p± Ǖz¦R Éǆ|a a{p¦R h t~̈ ǦkÌaÌ t±k¢ U~̈ Ţz g®- Ɏ Uɠ«§p 1-43-ᴛ y¦R h±V  aÌ\ gÌ\- 
ǦkÌaÌ t±k¢y¦R w¨ţ X ¢RĪ¦ rîb¦z g®- hz¦{î Uuo® ǦkÌaÌ t±k¢t¨ hŬÆ{z¦p  t £±z Tt® p®t® Æm|¨k aî 
{Ìɸ©~ aî ɱª{ a{~̈ £±z Ǖz¦{î U ¢RĪ¦ u{ Éǆ|a a{p¦R 'Ɏ Uɠ«§p 1-43-ᴜ y¦R h±V  aÌ\ gÌ\( Uuot® ɴªg® 
g® aî py¦{î b{îb{ U ǦkÌaÌt±k¢ ɱª{ a{~̈ g® h± ᴖᴝᴫ Uüʁ©R p± p{p p® ǦkÌaÌt±k¢ aǞǚɹªk{y¦Rq̈ ɱª{ 
qV h ®- 

 
Uy+ ǦkÌaÌ t±k¢y¦R Uuo® Ɏ y¦Æ£p¨ |b~¨ £±z p® |b¨  aÌ\- Ɏk|¦ ̈́y¦oy¦R ǦkÌaÌ t±k¢ h±V\ 
p®k|¦ ̈́y¦oy¦R p®t® wt¦~¨  aÌ\ gÌ\- Uy p® {±hԓr¦ a¦zûy¦R Tɸ©a w¦wp± z¦r {¦b~¦y¦R ¢£¦zŬu q¦z 
g®-  
 
1-0¹ §¢ʇ©{ÌkÌ ¢®ÆkÂǈ¢ Tt® ¢±Ǜk~®{ 'ᴐᴝᴛᴭᴪᴡᴬᴱ ᴐᴝᴬᴬᴡᴦᴟᴫ ᴙᴦᴜ ᴐᴧᴞᴬᴯᴙᴪᴝ( 
 
Action Center9 §~Ǚm±i _u{îkԓc §¢Ǧky a±V uo Tmfo ~c{ w{¦w{ f¦|® p® y¦kî \a t ¢®Ǚk{t¨ 
hŬÆ{z¦p £±z g®- U \a t ¢®Ǚk{ \ \~¨ hǈz¦ g® aî Ɏ ʃ©{ĩ¦ ¢wRs̈ ¢yǦz¦ h±p¦R h p®t® y¦kît¦ hŬ{Ì 
uc|¦R_ |V |® g® aî Ɏq¨ §~Ǚm±i ¢{}p¦q¨ f¦|¨  aî- 
 
Windows Defender9 §~Ǚm±i hz¦{î Uuo® VǙǦk±| a{Ì\ gÌ\ Ǖz¦{î Uu±Uu h \ǙkÌǦu¦z~®{ ¢±vk~®{ 
§~Ǚm±i mÌvîǙm{ VǙǦk±| qV Ţz g®- Uuo¦ ǆǞǚɹªk{t® Ǧu¦z~®{q¨ wf¦~~¦ Ut± Xuz±c a{~¦y¦R U~® 
g®- Ǧu¦z~®{ Uuot® uo bw{ tq¨ £±p¨ Tt® VǙk{t®k qaÌ+ ¢¨mÌ aî mÌ~¨mÌ qaÌ aî TǙz {Ìp® Uuo¦ 
ǆǞǚɹªk{y¦R r¦b| qp¦R £±z g® p® ~bp® U \ǙkÌǦu¦z~®{ ¢±vk~®{ §~Ǚm±i mÌvîǙm{ ɡªw h Xuz±c̈ ɴª{~¦{ 
q¦z g® Tt® Uuo¦ ǆǞǚɹªk{t± wf¦~ a{î g®- 
 
§~Ǚm±i mÌvîǙm{ w® {Ìp® Ǧu¦z~®{ q̈ wf¦~® g®- '0( {ÌT| k¦Vy ̈́±kîa t Tt® '1( §~Ǚm±i mÌvîǙm{q̈ Ǧaît 
a{Ìt® Ǧu¦z~®{q¨ ǆǞǚɹªk{t® wf¦~¨  aÌ\ gÌ\- 
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User Account Control9 hz¦{î hz¦{î ̈́ ±̲¦yy¦R a±V vî{v¦{ẗ hŬÆ{z¦p £±z g® Ǖz¦{î \m§y§tǦ̺îk{ aĩ¦\ 
Ţo a{~¦ẗ aî Tc{ p± p®y¦R vî{v¦{ẗ ʃªft¦ Uu~¦ɳ©R a¦zû ɹ©i{ \a¦XǙk aR̺±| 'UAC) a{î g®- 
Xuz±cap¦ût¨ u{§y t |Vt® h U a¦zû a{î g®- Uuot® Ɏ T§sa¦{± Uǚz¦ £±z p® h T§sa¦{± Uuo® 
Xuz±c a{Ì  aÌ\ gÌ\- Ɏy aî V-y®V| f®a a{~¦+ Ǟɹ©Åia ¢¦Rx}ʀ©R+ t~¦ m±aɹ©y®Ǚk wt¦~~¦ ~c®{î- uo 
h± Uy¦Rq¨ a±V \a T§sa¦{ t £±z p± p® _ut qV  aɯ©R tq̈ aî p®y¦R a¦zû qV  aɯ©R tq̈- 
Windows Update: §~Ǚm±i _u{îkԓc §¢Ǧkyy¦R {±hw{±h t~̈ w¦wp± Tq~¦ ɹ©kÌ|̈kÌy¦R ʃ©s¦{¦ ~s¦{¦ 
Tc{ p± Xy®{± qp± {£îp± £±z g®- U ~®}¦\ h± Uuo¨ u¦¢® |¦z¢ǙǦm _u{îkԓc §¢Ǧky £±z Tt® p®y¦R 
uo U~¦ ʃ©s¦{¦-~s¦{¦ Uu±Uu Uuö §¢Ǧkyy¦R r¦b| qV Ţz \ʀ©R a{ʀ©R £±z p± p®t® y¦kî §~Ǚm±i 
Tumîk §~aǡu _t {¦bʀ©R hŬ{Ì g®- Ɏq̈ p® Uu±Uu ʃ©s¦{¦-~s¦{¦ ̲£o a{Ì |® g® Tq~¦ VǙǦk±| a{Ì 
|® g®- Ɏq¨ ǆǞǚɹªk{ t~¨ §¢Ǧky ¢¦q® Tumîk {Ś¦ a{î- 
 
Windows Firewall: Uuɮ©R ǆǞǚɹªk{ t®k~aû ¢¦q® h±m¦z®| £±z p± Uuo® §~Ǚm±i v¦z{~±|t¨ hŬ{ ump¨ 
£±z g®- WINDOWS Firewall Uuo¦ ǆǞǚɹªk{t¦ mîk¦ p®yh y¦Æ£p¨t® TǙz ǆǞǚɹªk{q¨ Tq~¦ TǙz 
±̲̈́¦yq̈ ʃ©{Åĩp {¦b® g®- 

 
Parental Controls: ¢¦y¦Ǚz {Ìp® Uha¦| w¦}a± ǆǞǚɹªk{ c®y u¦g} b¦Ǧ¢± ¢yz wc¦mp¦ £±z g®- U 
¢yzt® §tzR§̿p a{~¦ y¦kî Parental Controlst± Xuz±c q¦z g®- 
 
Ut® \ǆkÌ~®k a{~¦ y¦kî Ǧk¦kû y®ɳ© u{ Éǆ|a a{Ì ¢fû w±ǆ¢y¦R Uɠ«§p-1-43 ɸ©hw Parental Controls 
|b̈t® \Ǚk{ Uup¦R Uɠ«§p 1-44 y¦R r ¦ûǣz¦ ɸ©hwɳ©R w±a¢ U~̈ Ţz g®- 
 

 
Uɠ«§p  1-43 
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Uɠ«§p  1-44 

 

 
Uɠ«§p 1-46 

 
Uɠ«§p 1-45 ɸ©hw aR̺±| u®t|y¦R uo U §~aǡu Uu®| g®- aR̺±| u®t|y¦R U §~aǡu u{ \Ǚk{ Uup¦R 
h \a t~̈ §~Ǚm± _ut q¦z g®- Ɏ Uɠ«§p 1-46y¦R h±V  aÌ\ gÌ\- 
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Uɠ«§p 1-47 

¢¦y¦Ǚz {Ìp® Uuo® ǆǞǚɹªk{y¦R \a a{p¦R ~s¦{î Xuz±cap¦û p®t± Xuz±c a{p¦ £±z p± Uuo® T|cq¨ 
Xuz±cap¦ûɳ©R UVmÌ pq¦ u¦¢~mû Uup¦ £±V\ gÌ\- T£ԓ hz¦{î Uuo¦ §¢~¦zt¦ ẅŢ Xuz±cap¦ût® 
Tɸ©a \Éǚ|aî t ̈́±kîak a{~̈ £±z p± p®t® y¦kî ̈́qy p± \m§ytt± u¦¢~mû ¢R{Åĩp £±~± hŬ{Ì g®- Tq~¦ 
p± ¢yz¦Rp{î Uuo® wr|~± h±V\- h± u¦¢~mûq¨ ¢R{Åĩp t azԃ £±z p± a±V uo ǣzÈǆp U~¨ t® 
u{îǙk| aR̺±ǡ¢ wr|¨  aî g®- h± Uuo® u{îǙk| aR̺±ǡ¢t® u¦¢~mûq¨ ¢R{Åĩp t azԃ £±z p± message Xu{ 
hVt® Éǆ|a a{p¦R Ensure Administrator Passwords _ut q ®- Ɏy¦R Uuo® u¦¢~mû 'Uuot® z¦r {£î p® 
{Ìpt±( r¦b| a{Ì  aÌ\ gÌ\- Ɏʀ©R OK wkt Éǆ|a a{Ì\ gÌ\ aî p{p t~¨ §~Ǚm± U~® g®- Ɏt¨ yrrq¨ 
Uuo® ǆǞǚɹªk{t± ¢yz+ c®Ǟ¢ Tt® ̈́±̲¦Ǟ¢t® ¢®k a{Ì  aÌ\ gÌ\-  
 
T£ԓ Uuo® ǆǞǚɹªk{ §tzp ¢yz ugÌ Uu±Uu wRs qV Ţz p® {Ìpt± ¢yz ¢®k a{Ì  aÌ\ gÌ\- aRV 
c®yt® aîkɾ©R {îkԓc Uuʀ©R p® taaÌ a{Ì  aÌ\ gÌ\- p®~̈ {Ìp® f±aa¢ ̈́a¦{ẗ \Éǚ|aî t ǆǞǚɹªk{y¦R f¦|® 
Tt® Tɸ©a \Éǚ|aî t rîb¦z uo {t 'a¦z¦ûÈǙ~p( t qW  aî p® {Ìp® ǜ|±a 'Tka¦~¨(  aÌ\ gÌ\- 
 
py¦{Ì ̈́c§p fa¦¢±  

 

1. py¦{¦ TcǕzt¦ a¦y± t¨ z¦rÌ ǦkÌaÌ t±ky¦R p¯z¦{ a{± 
2. u®{îǙk| aǙ̺±| t¨ yrrq¨ w¦}a±t¦ §~mÌz± c®y {y~¦t± ¢yz tĭÌ a{±-   

3. aîǡʇ©|®k{ẗ yrrq̈ \a ɹ©§tky¦R Uu®| ÆaÂypt® ẅŢ ɹ©§tky¦R vî{~±   
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1-03 Ǧ~¦ǘz¦z 
 
Q0- z±ǈz §~aǡu u¢Rr a{± 
1. Ǧk¦kû wkt aîk|¨ {Ìp® \ǆkÌ~®k a{Ì  a¦z g®> 
 B. 3 )׳  C. 4 )״ 
 D. ᴀ( 1 E. ᴁ( 2 
1- ǆǞǚɹªk{y¦R VǙǦk±| ̈́±̲¦yt® TtVǙǦk±| aî {Ìɸ©~ 'ɱª{( a{~¦ y¦kî az¦ §~aǡut± Xuz±c q¦z g®> 
 A. A) aR̺±| u®t| B. B) §¢Ǧky u®t| 
 C. C) v¦V| u®t| D. D) Uy¦Rq¨ \auo t£ԓ- 
¹- aî|aɹ©|®k{t± ¢y¦~®  az¦ ̩©uy¦R a{~¦y¦R Uǣz± g®> 
 A. A) \¢®¢{Ìi  B. B) aR̺±| u®t| 
 C. C) §¢Ǧky u®t| D. D) Uy¦Rq¨ \auo t£ԓ-  
3-  UACɳ©R ɴªɽ©R t¦y ʁ©R g®> 
 E. A) User Account Control F. B) Uses Account Circle 
 G. C) Utility Account Control H. D) User Account Concern 
4- hz¦{î ǆǞǚɹªk{ t®k~aû ¢¦q® h±m¦z®| £±z Ǖz¦{î aǞǚɹªk{ẗ ʃ©{ĩ¦ y¦kî t¨f®t¦y¦Rq¨ a±t¨ hŬÆ{z¦p 

{£îp¨ £±z g®> 
 A. A) v¦z{~±| B. B) VǙk{t®k 
 C. C) ~mû \Éǚ|aî t D. D) Uy¦Rq¨ \auo t£ԓ- 
 
Q1- z±ǈz §~aǡu ~mî b¦|¨ hǈz¦ ɴª{± 
0- ǦkÌa t±k¢t± ¢y¦~®  DDDDDD ˌ©uy¦R a{~¦y¦R Uǣz± g®-  

2. mîǦak±ut¦ w®a̲¦XǙmy¦R Ɏ Vy®h rîb¦z g® p® DDDDDD t¦yq¨ uo _}b¦z g®-   

¹- k¦Ǧaw¦{t® ɸ©ǇzǕ~® ___________ x¦cy¦R §~x¦ţp a{~¦y¦R Uǣɹ©R g®-    

4. u®VǙk \Éǚ|aî ty¦R DDDDDDDD Tt® DDDDDDDD t¦yt¦ kîw h±~¦ y}® g®-  

5. k¦Ǧaw¦{q̈ q±mî ɱª{ hyöw¦ɧ© U~®|¦ UVa±Ǚ¢t¦ ¢ɸª£t® DDDDDD p{Ìaî _}b~¦y¦R U~® g®-  
 
Q3- ẗf®t¦R ~¦Į± b{¦ g® aî b±k¦ p® a£±- 
0- §~Ǚm±i \ ¢t Ţ~¦ aRut¨\  ±s®|¨ _u{îkԓc §¢Ǧky g®-  

2. ǆǞǚɹªk{y¦R §̈́Ǚk{ aî Ǧaît{t® VǙǦk±| a{~¦ aR̺±| u®t|t¨ yrr |®~¦y¦R U~® g®- 

¹- u®VǙk \Éǚ|aî ty¦R wt¦~®| v¦V|ɳ©R \șkîǙ t -bmp £±z g®- 

3-  ~mûu®m \Éǚ|aî ty¦R  ǜr  ±s~¦ y¦kîẗ ʃ©§~s¦ Uu~¦y¦R U~®|̈ tq̈- 
5. §~Ǚm±i _u{îkԓc §¢Ǧky a±Vuo Ţpt¦ Tmfo ~c{ w{¦w{ f¦|® p® y¦kî \a t ¢®Ǚk{t¨ 

¢£¦z |®~¦y¦R U~® g®- 
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Q4- z±ǈz h±ma¦R h±m± 
 
 
 
 
 
 
 
 

h~¦w± 
ᴎ-0-   0-׳-1   +)¹' ׳ 'aR̺±| u®t|(+  ¹-A '\¢®¢{Ìi(+  3-A 'User Account Control(+ 4-A 'v¦z{~±|( 
ᴎ-1-    0-\¢®¢{Ìi+ 1-~±|u®u{+ 2-¹+  3-£±y-ǣɹ©, 4- t±ÆkvÌaî t \Æ{z¦ 
ᴎ-3-    0-b±ɪ©R+ 1- bɽ©R+  ¹-b±ɪ©R+  3-b±ɪ©R+  4- bɽ©R 
ᴎ-4-    0- e+  1- d+  ¹- b+  3- c+ 4- a-   

  

 ״  ׳ 
0 Paint ᴙ Find  
1 Fonts ᴚ Save 

2 Ctrl+ᴐ ᴛ Start button 

3 Esc+Ctrl key ᴜ Control panel 
4 Ctrl+ᴃ ᴝ Accessories 
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̈́a{o-¹ 9 y¦W̰±¢±Ǜk ~mû 2010 
̈́Ǧp¦~t¦  
 
3.1 ~mû ̈́±¢®§¢Âct± uÆ{fz (Introduction to Word Processing) 
3.2 y¦W̰±¢±Ǜk ~mût± uÆ{fz (Introduction to Microsoft Word) 
3.3 m±aɹ©y®Ǚkẗ {ft¦ (Document Presentation) 
3.4 m±aɹ©y®Ǚkẗ XǕu¦rap¦ (Document Productivity) 
3.5 Ǧ~¦ǘz¦z 
 
Xń®  
 
U \ayt± Tǝz¦¢ az¦û w¦r py®  
¶ ~mû-1/0/y¦R v¦W| wt¦~̈  a ± pq¦ p®ɳ©R v±yïkԓc 'FormatAing) a{Ì  a ±-  
¶ ~mû-1/0/t¦ §~§~s kîw 'Tab) t¨ Xuz±c¨p¦ Ţo¨  a ±- 
¶ ~mû-1/0/t¨  v¦W|y¦R a~{ u®Wh 'Cover Page) Xy®{Ì  a ± Tt® u®Wh |®-UXk 'Page Layout) 
wr|¨  a ±- 

¶ ~mû-1/0/y¦R  Æ{wt Customize a{Ì  a ±- 
¶ ~mû-1/0/t¨  v¦W|t® a±|y ̈́y¦o®  c±l~¨  a ±- 
¶ ~mû-1/0/t¨  v¦W|y¦R  Watermark Xy®{Ì  a ±- 
¶ ~mû-1/0/ẗ  v¦W|ɳ©R §̈́Ǚk UXk |V  a ±- 
¶ ~mû-1/0/t¨  v¦W|y¦R Åf̿± Tt® f¦kû Xy®{Ì  a ±- 
¶ ~mû-1/0/ẗ  v¦W|y¦R kîw| Xy®{ʀ©R , kîw|ɳ©R v±yïkԓc 'FormatAing) a{Ì  a ±-  
¶ ~mû-1/0/t¨  v¦W|y¦R kîw|t¦ mîk¦ u{ v±Ǟɹ©û|¦ Uu¨  a ±- 
¶ ~mû-1/0/ y¦R y®W|Jyɐ  'Mail Merge) t± Xuz±c a{Ì  a ±-   
 
3.1 ~mû ̈́±¢®§¢Âct± uÆ{fz (Introduction to Word Processing) 
 
m±aɹ©y®Ǚk wt¦~~¦ y¦kî a¦c} Tt® u®tt± Xuz±c ¢rÌ_ ɧªt± g®- £¦|t¦ W|®ǆ̺±§ta ɹ©cy¦R Uuo¦ ¢²t¦ 
ţ~tt¦ r{îa ĩ®̿y¦R qz®|¦ kîat±|±ţt¦ Ucyt® Uuo¨ ţ~t ¯|¨ wr|¨ g® p® §t§~Î~¦r g®- aǞǚɹªk{t¨ 
yrrq̈ u̿ ±+ T£î~¦| aî ɴ©Ǧpa Ǧ~Ŭu® p®t± ¢R̲£ a{~±+ p®y¦R vî{v¦{ a{~¦ pq¦ p®t® ɸ©Ǽp a{~¦ y¦kî 
Xuz±cy¦R |®~¦t¨ Æ̰z¦t® ~mû ̈́±¢®§¢Âc (Word Processing) p{Ìaî _}b~¦y¦R U~® g®-  
 
~mû ̈́ ±¢®§¢Âcẗ ̈́ Æ̰z¦y¦R ɸ©ǇzǕ~® |b¦ot® (text) Xuz±cy¦R |®~¦y¦R U~® g®- u{Rɯ© £¦|t¦ ~mû ̈́ ±¢®¢¢û 
(Word Processors) Ō¦{¦ |b¦o Xu{¦Rp Åf̿ ±+ gẅ_+ Uɠ«§p_+ m¦z¦̲¦y+ U|®b± ~c®{ît± uo ¢ĩy 
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Xuz±c  Į g®- ʃ©́n rǦp¦~®ţa{o 'm±aɹ©y®Ǚkî t( y¦kî U py¦y y¦ǘzy±t¦ Xuz±cq̈ ~mû ̈́ ±¢®§¢Âc 
a{Ì Uup¦ aǞǚɹªk{-̈́±̲¦yt® ~mû-̈́±¢®¢{ (Word Processor) a£î~¦y¦R U~® g®- ~pûy¦t ~mû ̈́±¢®¢¢ût¨ 
a¦zûĩyp¦t± Xuz±c a{Ì dö ¢{}p¦q̈ Xǋf ɢ©o~ŀ¦ s{¦~p¦ m±aɹ©y®Ǚk wt¦~̈  a¦z g®-  
 
£ǦpÅ|Åbp Tq~¦ p± k¦Vu{¦Vk{t± Xuz±c a{Ì wt¦~~¦y¦R U~®| m±aɹ©y®Ǚkẗ ɯ©|t¦y¦R ~mû ̈́ ±¢®§¢Âc 
Ō¦{¦ p̄z¦{ a{~¦y¦R U~®| m±aɹ©y®Ǚkt¦ aîk|¦Ra |¦x ẗf® r ¦ûǣz¦ g® 9 
 
¶ a¦zût¨ ¢{}p¦ (Simplicity) : ~mû ̈́±¢®¢{ WYSIWYG ̈́ a¦{î Xu|ǜs £±z g®+ Ɏt± Tqû g®9 ᴿᴔᴠᴙᴬ ᴖᴧᴭ 
ᴐᴝᴝ ᴆᴫ ᴔᴠᴙᴬ ᴖᴧᴭ ᴄᴝᴬᵀ- Tq¦ûp+ ~mû ̈́±¢®¢{ m±aɹ©y®Ǚk wt¦~~¦ y¦kî Xuz±cap¦ût® TǕzRp ¢{} GUI 
'ᴄᴪᴙᴨᴠᴡᴛᴙᴤ ᴒᴫᴝᴪᴫM ᴆᴦᴬᴝᴪᴞᴙᴛᴝ( y¦ǘzy ɴªɽ©R u¦mî g®- Xuz±cap¦û §~cp± Xy®z¦û w¦r y¦̿ aîk|̈a Éǆ|a Tt® 
Urî ± Uüt® dö h ¢£î|¦Wq̈ Ua¡ûa Tt® y¦Æ£p̈ r̈́ m±aɹ©y®Ǚk p̄z¦{ a{Ì  aî g®- ~}Ì+ ~pûy¦t 
aǞǚɹªk{ TŊpt aÌ-w±mûq¨ ¢Ǎh £±z g® Ɏt¦ Ō¦{¦  ¦Êǜra Tt® ֝am¦aÌz y¦Æ£p¨t® do¨ imuq¨ Tt® 
¢{}p¦q̈ Xy®{Ì  a¦z g®- U Xu{¦Rp do¦R ~mû ̈́±¢®¢¢û ɧ©r¦ ɧ©r¦ rǦp¦~®h±t¦ p̄z¦{ y¦}b¦R ɴª{¦R u¦mî 
g®+ Ɏy¦R Uu~¦y¦R U~®|¨ tɸªt¦Ŭu y¦Æ£p¨t® z±ǈz y¦Æ£p¨ ¢¦q® wr|¨t® _g¦ ¢yzy¦R ͐®ǥl rǦp¦~®h± 
p¯z¦{ a{~¦ ¢{} g®-  

 
¶ ʃ©s¦{¦t® T~a¦  (Editing) : \a~¦{ m±aɹ©y®Ǚk p̄z¦{ qV cz¦ w¦r £ǦpÅ|Åbp aî k¦Wu{¦Wk{t¨ 
yrrq̈ p̄z¦{ a{î| m±aɹ©y®Ǚky¦R vî{v¦{ a{~¦ aÆlt £±z g®- U ̈́a¦{î wt¦~®|¦ m±aɹ©y®Ǚky¦R h± vî{v¦{ 
a{~¦ẗ hŬ{ Yẍ q¦z p± m±aɹ©y®Ǚky¦R a{~¦y¦R U~®| ʃ©s¦{¦ m±aɹ©y®Ǚkẗ ʃ©Rr{p¦ dk¦mî g® Tq~¦ p± 
m±aɹ©y®Ǚk ɴ©t9 wt¦~~¦t¨ y£îtp a{~¨ umî g®+ Ɏ a¦zû aRk¦}¦hta g® Tt® ¢yzt± ǣzz {£î g®-  

 
~mû ̈́±¢®§¢Âc Ō¦{¦ p̄z¦{ a{~¦y¦R U~®|¦ m±aɹ©y®Ǚkt® ¢R̲Æ£p aî ɸ©Ǽp a{p¦R u£î|¦R \aq̈ ~ɲ© ¢yz 
pu¦¢̈ pq¦ ʃ©s¦{Ì  a¦z g®- |b¦o Tt® TǙz §~cp±y¦R vî{v¦{ a{~± \ §~cp± Xy®{~¦ Ɏkɾ©R h ¢{} 
a¦zû g®- k¦W§uÂc a¦zûy¦R qp̈ ɷª|± Tq~¦ p± ~¦Ǧp§~a ¢yzy¦R §~cp±y¦R qz®| vî{v¦{±t® dö h 
¢£î|¦Vq̈ m±aɹ©y®Ǚky¦R ¢y¦~̈  a¦z g®- Xy®{± a{î|̈ §~cp±ẗ ~ǋf® a±Wuo Ǧq¦t® t~̈ §~cp± Xy®{~̈ 
 Į g® pq¦ Xy®{î|̈ §~cp± ÅwthŬ{Ì ho¦z p± p®t® m±aɹ©y®Ǚky¦Rq̈ ɱª{ uo a{Ì  a¦z g®- aÌ-w±mû u{ 
Xu|ǜs §~§~s aÌt¦ Xuz±c ~mî §~cp±t® ʃ©s¦{~¦ɳ©R uo ¢{} wẗ {£î g®-  

 
¶ §̈́pɠ«§p p̄z¦{ a{~̈ (Replication) : aîk|̈a~¦{ Uuot® a±W m±aɹ©y®Ǚky¦R y¦̿ Tǡu ̈́y¦oy¦R vî{v¦{ 
a{Ì TǙz m±aɹ©y®Ǚk wt¦~~¦ẗ uo hŬ{ Yẍ q¦z g®- Xr¦£{o p{Ìaî+ py¦{¦ t¦t¦ x¦W aî w£îtt¦ 
hǙyÆrt §t§yŀ® py® p̄z¦{ a{î| UyR̿ou§̿a¦ py¦{î \aq̈ ~ɲ© §y̿ ± aî ¢c¦¢RwRs̈_t® y±a|~̈ g®- 
U r{îa ǣzÈǆpt® y±a|~¦y¦R U~t¦{ UyR̿ou§̿a¦y¦R y±k¦ x¦cɳ©R |b¦o h {£î ®+ y¦̿ Ɏ-p® 
ǣzÈǆpt¦R t¦y Tt® ¢{t¦y¦Ry¦R vî{v¦{ a{~¦ẗ hŬ{ um ®- U~¦ ÆaǦ¢¦y¦R ɧ©r¦R ɧ©r¦R ǣzÈǆp_t¦ t¦y-
¢{t¦y¦R ¢¦q® \a h u̿ ẗ \aq̈ ~ɲ© ta|±ẗ hŬ{ um ®- ~mû ̈́±¢®§¢Âc U ¢yz® dɮ©R |¦xa¦{a §¢Ņ 
qV  aî g®- 
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~mû ̈́±¢®¢{ \~̈ ʃ©§~s¦q̈ ¢Ǎh g® Ɏy¦R Uuo® \a h m±aɹ©y®Ǚkẗ Tt®a ta|±ɳ©R XǕu¦rt a{Ì  aÌ\ 
gÌ\- XǕu¦Ærp ta|±y¦R Tu®Åĩp vî{v¦{± uo  Į g®- \a~¦{ m±aɹ©y®Ǚk p̄z¦{ qV Ţz \ ugÌ p®ẗ 
WÉǋgp ta| a{Ì+ p®y¦R hŬ{Ì vî{v¦{ a{Ì+ r{îa ta|t± ¢R̲£ pq¦ §̈́Ǚkԓc  Į g®-  

 
¶ m±aɹ©y®Ǚkt± ¢R̲£ (Storage of document) : ~mû ̈́ ±¢®¢{ m±aɹ©y®Ǚkt± ÆmÇhk| Ǧ~Ŭu® ¢R̲£ a{î g®- 
¢¦y¦Ǚz {Ìp® y¦Æ£p¨t± ¢R̲£ £¦mûÆmǦa Ɏ~¨ y®ǈt®Æka ÆmǦa aî ¢¨mÌ.mÌ~¨mÌ Ɏ~¦ _Êǚka| y¦ǘzy Ō¦{¦ 
a{~¦y¦R U~® g®- U y¦ǘzy± rÌdû ¢yz ʃ©s̈ y¦Æ£p̈ẗ Ţ}~öẗ b¦p{Ì Uu® g®- a¦c} Ɏ~¦ x²§pa 
y¦ǘzy u{ ¢f~¦z®|¨ y¦Æ£p¨t® ¢yz hp¦R ~¦p¦~{ot¨ T¢{ q¦z g® Tt® |¦Rw¦ ¢yz w¦r a¦c} 
ţoû wtp¦R y¦Æ£p¨ tǥk qV h~¦t¨  Įp¦ {£î g®- 

 
pɱ©u{¦Rp+ a¦c} aî ɴ©Ǧpa Ǧ~Ŭu® y¦Æ£p̈t± ¢R̲£ x²§pa {Ìp® dö hǈz¦ {±aî g®+ לz¦{î ÆmÇhk| Ǧ~Ŭu® 
¢¦f~~¦y¦R U~®| §~ɴ©| y¦Æ£p̈ dö _gÌ hǈz¦y¦R ¢y¦W  aî g®- y±w¦W| v±ty¦R {£î| mîk¦a¦mû p®ɳ©R 
Xr¦£{o g®- TǕzRp t¦t¦ art¦R U a¦mûy¦R so¦z GB y¦Æ£p¨ ¢R̲£ a{~¨  Į g®- £Ţ{± aî |¦b± u¦t¦R 
s{¦~p¦ Tt®a rǦp¦~®h±t± ¢R̲£ dö _gÌ mÌ~̈mÌy¦R a{Ì  a¦z g®+ Ɏq̈ ¢R̲£Ǧq¦tẗ ¢yǦz¦ɳ©R 
§t~¦{o q¦z g®- 

 
¶ §~x¦c±ẗ vî{wr|̈ (Rearranging Sections) : \a~¦{ m±aɹ©y®Ǚk p̄z¦{ qV cz¦ ugÌ ~mû ̈́±¢®¢{ p®y¦R 
U~®|¦ §~x¦c±ẗ vî{wr|̈ a{~¦ẗ ʃ©§~s¦ ɴª{Ì u¦mî g®- dö~¦{ \y uo wt® aî+ §~cp± Xy®{¦p̈ 
~bp® p®t± ̰y tĭÌ a{~¦y¦R U~®| t £±z Tq~¦ p± ~¦Ǧp§~a ¢Rh±c±y¦R qz®|¦ vî{v¦{±t® a¦{o® 
Xy®{î|¨ §~cp±t¦ §~x¦c±t± ̰y wr|~¦t¨ hŬ{ Yx¨ q¦z- ~mû ̈́±¢®¢{ LakM (Cut) Tt® La±u¨M 
(Copy)ẗ ʃ©§~s¦ ̈́r¦t a{î g®+ Ɏt¦ ~mî m±aɹ©y®Ǚky¦R U~®| §~x¦c±t® p®t¦ ɸª} Ǧq¦t®q̈ ɱª{ a{Ì 'ak(+ 
TǙz Ǧq¦t® ɸªa~¦ 'u®Ǧk(ɳ©R a¦zû dɮ©R ¢{} Tt® ¢£h wẗ {£î g®- U Xu{¦Rp+ aîk|¨a~¦{ \a h 
§~x¦ct® p® h {Ìp® Tq~¦ p± Tǡu vî{v¦{± ¢¦q® TǙz Ǧq¦t® ɸªa~¦ẗ hŬ{ umî Ǖz¦{î uo ~mû ̈́±¢®¢{ 
Ō¦{¦ ɴª{¦ u¦m~¦y¦R U~p¨ La±u¨M (Copy) Tt® Lu®ǦkM (Paste) ʃ©§~s¦t± Xuz±c a{Ì  a¦z g®- U 
ʃ©§~s¦ Ō¦{¦ Xuz±cap¦û \a h ~¦Į+ va{¦ aî §~x¦ct¨ Tt®a~¦{ ta| a{Ì p®t® ~¦{R~¦{ k¦Wu 
a{~¦t¦ a¦zûq¨ wf¨  aî g®- 

 
¶ c±l~o (Formation) : ~mû ̈́ ±¢®¢{ m±aɹ©y®Ǚky¦R §~cp± Xy®z¦û w¦r p®y¦R Tĩ{±t¦ ̈́ a¦{ (font type)+ 
 ¯|¨ (style)+ {Rc (Color)+ c±l~o (Alignment), w±mû{ (Border), uŒ¦rɷª (Background) Ɏ~¨ c±l~o 
Ǖ~Æ{p Tt® ¢{}p¦q̈ qV  aî g®- U ̈́ a¦{ẗ c±l~o m±aɹ©y®Ǚkẗ Ua¡ûap¦ Tt® ʃ©~¦ǋzp¦y¦R 
tӼsu¦̿ ~s¦{± a{î g®- 

 
¶ h±mö Tt® ǣz¦a{o ʃ©s¦{o¦ (Spelling and Grammar Check) : ~mû ̈́ ±¢®¢{ m±aɹ©y®Ǚky¦R Xy®{î|¦ 
|b¦oẗ h±mö Tt® ǣz¦a{o r±¡±t®  ±s~¦ẗ p®yh ʃ©s¦{~¦ẗ ʃ©§~s¦ ɴª{Ì u¦mî g®- U ʃ©§~s¦ẗ 
yrrq̈ m±aɹ©y®Ǚkt® dö ¢{}p¦q̈ ĩ§p{Æ£p wt¦~̈  a¦z g®- 
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¶ £¦|y¦R ɧ©rÌ ɧ©rÌ ¢RǦq¦_ Ō¦{¦ wt¦~~¦y¦R U~®|¦ Tt®a ~mû ̈́±¢®¢¢û Xu|ǜs g®+ u{ɯ©R y±k¦x¦c® r{îa 
~mû ̈́±¢®¢¢û Ō¦{¦ ɴª{Ì u¦m~¦y¦R U~p̈ ʃ©§~s¦_ Tt® p®ẗ a¦zû uŅ§p |cxc ¢y¦t £±z g®- aîk|¦Ra 
̈́fÅ|p ~mû ̈́±¢®¢¢ût¨ z¦rÌ t¨f® Uu®|¨ g® 9 
 

 
Uɠ«§p 3.1 §~§~s ~mû ̈́±¢®¢{ 

 
¶ y¦W̰±¢±Ǜk a±uԃ{î t® §~a¢¦~®| _Æv¢ u®aîhy¦R U~®| ~mû 
¶ _{îa| a±uԃ{î t® §~a¢¦~®| _ut _vÌ¢ {¦Wk{ 
¶ \Ǚ̼±Wm Tt® iOS u{ Xu|ǜs Èǆ~a-_Æv¢ 
¶ y¦W̰±¢±Ǜk §~Ǚm±iy¦R \a \¢®¢{Ì p{Ìaî Xu|ǜs ~mûu®m 
¶ a±{î| Ō¦{¦ §~a¢¦~®| ~mû u{vîǆk 
¶ y®a §¢Ǧky y¦kî {f~¦y¦R U~®ɾ©R \u| u®ţ¢ 
¶ ɢªc| Ō¦{¦ _t|¦Wt ɢªc| m±ǆ¢  
 
3.2 y¦W̰±¢±Ǜk ~mût± uÆ{fz (Introduction to Microsoft Word) 
 
y¦W̰±¢±Ǜk ~mû \ y¦W̰±¢±Ǜk ¢RǦq¦ Ō¦{¦ §~a¢¦~~¦y¦R U~®| ɡªw ̈́fÅ|p ~mû ̈́±¢®¢{ g®- y¦W̰±¢±Ǜk 
~mût® y¦W̰±¢±Ǜk Ō¦{¦ ¢² ̈́qy 1983y¦R i®§tǆ¢ (Xenix) §¢Ǧky y¦kî yǡkÌ-ɪª| ~mû (Multi tool word)t¦ 
t¦y® {ɧª a{~¦y¦R Uǣɹ©R £ɯ©R- ¢yz¦Rp{î ~mûẗ Tt®a Uʀ«§p_ w£¦{ u¦m~¦y¦R U~̈ Ɏ y¦̿ §~Ǚm±i 
_u{îÆkÂc §¢Ǧky h tÆ£+ u{Rɯ© y®a Ɏ~̈ TǙz _u{îÆkÂc §¢Ǧky y¦kî uo Xu|ǜs wẗ- 
 
£¦|y¦R Xu|ǜs y¦W̰±¢±Ǜk ~mû \ y¦W̰±¢±Ǜk _Æv¢ 2010 ¢±Ǜk~®{ u®aîht± \a x¦c g®- y¦W̰±¢±Ǜk 
_Æv¢ u®aîhy¦R ~mû Xu{¦Rp \ǆ¢®|+ u¦~{u±WǙk Tt® UXkɾªa Ɏ~¦ TǙz ¢±Ǜk~®{ uo Uu~¦y¦R U~® g® 
Ɏt± Tǝz¦¢ Uuo® £~® ugÌt¦ ̈́ a{o±y¦R a{Ìʁ©R- y¦W̰ ±¢±Ǜk _Æv¢ \ y¦Å|aÌ£a s{¦~ɯ©R (proprietary) 
¢±Ǜk~®{ g®+ y¦kî p®t± Xuz±c a{p¦R u£î|¦R p®ɳ©R |¦z¢Ǚ¢ |®ʀ©R T§t~¦zû g®-  
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3.2.1  y¦W̰±¢±Ǜk ~mût¨ §~Ǚm± (Microsoft Word Window) 
 
y¦W̰±¢±Ǜk _Æv¢ ̈́±̲¦y Ǧq¦§up a{î| £±z p± y¦W̰±¢±Ǜk ~mû §~§tz±c  Ŭ a{~¦ y¦kî t¨f® Uu®| 
a±Wuo {Ìpt± Xuz±c a{Ì  a¦z g® 9 
¶ Start Č All Programs Č Microsoft Office Č  Microsoft World 2010 §~aǡu u¢Rr a{±- 
¶ Start Č  Run §~aǡu Ō¦{¦ Run m¦z|±c w±ǆ¢ b±|¨ p®y¦R WinWord ay¦Ǚm |b¨ OK wkt u{ Éǆ|a 
a{±- 

¶ h± mîǦak±u u{ Microsoft Word 2010 y¦kît± UVa±t Uu~¦y¦R U~®| £±z p± p®t¨ u{ mw| Éǆ|a 
a{±-  

 
Uɠ«§p 3.2 y¦W̰ ±¢±Ǜk ~mûɳ©R UVa±t 

Xu{ r ¦û~®| a±Wuo {Ìpt± Xuz±c a{Ì y¦W̰ ±¢±Ǜk ~mû  Ŭ a{~¦y¦R U~® Ǖz¦{î U §~§tz±cẗ Uɠ«§p 
3.3y¦R r ¦ûǣz¦ ɸ©hwẗ §~Ǚm± {ɧª a{~¦y¦R U~® g®- 

 
Uɠ«§p 3.3 y¦W̰±¢±Ǜk ~mû 2010t¨ ̈́¦{RÅxa §~Ǚm± 

 
y¦W̰±¢±Ǜk ~mû 2010  ɽ© a{~¦y¦R U~® Ǖz¦{î Uɠ«§py¦R r ¦ûǣz¦ ɸ©hwt¦ aîk|¦Ra dka ǦaÌt u{ {ɧª 
a{~¦y¦R U~® g®- m±aɹ©y®Ǚkẗ {ft¦ y¦kî hŬ{Ì \~¦ r{îa dkat± uÆ{fz y®}~̈\- 
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¶ k¦Wk|w¦{ (Title bar) :  

Uɠ«§p 3.4 k¦Wk|w¦{ 

y¦W̰±¢±Ǜk ~mû 2010t¨ §~Ǚm±y¦R ¢²q¨ Xu{ U~®|¦ UmÌ uĺẗ® k¦Wk|w¦{ a£î g®- k¦Wk|w¦{t¨ yǘzy¦R 
§~§tz±cɳ©R t¦y Microsoft Word Tt® £¦|y¦R b±|~¦y¦R U~®|¦ m±aɹ©y®Ǚkɳ©R t¦y Uu~¦y¦R U~® g®- ¢R̲£ 
t azԃ £±z p®~¦ rǦp¦~®h±t® ᴁᴧᴛᴭᴥᴝᴦᴬ0+ ᴁᴧᴛᴭᴥᴝᴦᴬ1I \~¦R t¦y ¢¦q® r ¦û~~¦y¦R U~® g®- U Xu{¦Rp 
k¦Wk| w¦{ u{ m±aɹ©y®Ǚkẗ {ft¦ a{~¦ y¦kî ¢¦y¦Ǚz \~¦ aîk|¦Ra wktẗ ʃ©§~s¦ Uu~¦y¦R U~̈ g®- 
k¦Wk|w¦{ẗ m¦ẅ w¦ɧ© U~®| ɪª|w¦{t® Èǆ~a \ǆ¢®¢ ɪª|w¦{ (Quick Access Toolbar) a£î~¦y¦R U~® g®- 
U ɪª|w¦{y¦R U~®|¦ r{îa wktɳ©R t¦y Tt® Xuz±c ẗf® ɸ©hw g® 9 
 
¶ aR̺±| y®ɳ© (Control Menu) : k¦Wk| w¦{t¦ m¦ẅ w¦ɧ©t¦ ɡªo¦ u{ U~®| aR̺±| y®ɳ©y¦R §~Ǚm±t® Ǧ̰Ìtt¦ 
Tɸ©a x¦cy¦R r ¦û~~¦ Restore, ~mût¨ §~Ǚm±t® b¢®mÌt® Ǧ̰Ìt u{ TǙz Ǧq¦t® ɸªa~¦ Move, §~Ǚm±ɳ©R ar 
wr|~¦ y¦kî Size, §~Ǚm±t® Ǚɹªtpy ary¦R k¦Ǧaw¦{y¦R k¦Ǧa-wkt Ǧ~Ŭu® r ¦û~~¦ Minimize, §~Ǚm±t® 
¢Rɴªoû Ǧ̰Ìtt¦ ar ¢¦q® r ¦û~~¦ Maximize pq¦ ~mû §~Ǚm±t® wRs a{~¦ Close Ɏ~¦R §~aǡu Uu~¦y¦R 
Uǣz¦R g®- 

¶ ¢®~ wkt (Save Button) : Tc¦Xt¦ ̈́a{oy¦R  ̈b̈ cz¦ ɸ©hw+ לz¦{î aǞǚɹªk{y¦R §~cp± Xy®{~¦y¦R 
U~® g® Ǖz¦{î p®t± £Rc¦y¨ {Ìp® ̈́¦Wy{Ì y®y{Ìy¦R ¢R̲£ a{~¦y¦R U~® g®- §~cp±t± a¦zy¨ ¢R̲£ a{~¦ 
y¦kî p®t± £¦mûmÌǦa Ɏ~¦ a¦zy¨ ¢R̲£Ǧq¦t u{ ¢R̲£ a{~± hŬ{Ì g®- U Æ̰z¦t® L¢®~ a{ʀ©RM (To save) 
a£î~¦y¦R U~® g®- U wkt u{ Éǆ|a a{~¦q̈ m±aɹ©y®Ǚky¦R Xy®{î| y¦Æ£p̈t® v¦W| Ǧ~Ŭu® ¢®~ a{~¦y¦R 
U~® g®- U wktt¦ §~aǡu® aÌ-w±mû u{q¨ Ctrl*S  °kûak-aÌt± Xuz±c uo a{Ì  a¦z g®- h± 
Xuz±cap¦û ̈́ qy ~bp m±aɹ©y®Ǚk ¢R̲£ a{p± £±z p± p®ẗ ¢yĩ Save As m¦z|±c w±ǆ¢ {ɧª 
a{~¦y¦R U~® g®+ Ɏy¦R m±aɹ©y®Ǚkɳ©R t¦y |b̈ v¦W| Ǧ~Ŭu® §~cp±t± ¢R̲£ a{Ì  a¦z g®- U m¦z|±c 
w±ǆ¢t¦ TǙz §~aǡu± ֜ c®ẗ y¦Æ£p̈ Uuo® Uc} y®}~̈ʁ©R- 

¶ Tt-ɬ© wkt (Undo button) : Uuo® Ţö\ gÌ\ aî ~mû ̈́ ±¢®¢{ ¢±Ǜk~®{ m±aɹ©y®Ǚky¦R Xy®{î|̈ 
y¦Æ£p̈y¦R ʃ©s¦{ẗ ʃ©§~s¦ ɴª{Ì u¦mî g®- m±aɹ©y®Ǚky¦R Xy®{î|̈ §~cp± u{ a{~¦y¦R U~®| ֜§py Æ̰z¦t® 
{ń a{~¦ y¦kî Tt-ɬ© wktt± Xuz±c a{~¦y¦R U~® g®- Tt-ɬ© wktt± \aq̈ ~ɲ© ~bp Xuz±c 
a{~¦q̈ Ɏ ̰yy¦R §~cp± Xy®{Ì aî ʃ©s¦{Ì £±z p®t¦ §~ɽ©Ņ ̰yy¦R \a ugÌ \a py¦y Æ̰z¦_ {ń 
a{~¦y¦R U~® g®- U wktt¦ §~aǡu® aÌ-w±mû u{q¨ Ctrl*Z  °kûak-aÌt± Xuz±c uo a{Ì  a¦z g®- 

¶ {Ìu¨k wkt (Repeat button) : g®ǡ|® a{~¦y¦R U~®| Æ̰z¦ ɴ©t{¦~§pÎp a{~¦ y¦kî U wktt± Xuz±c 
a{~¦y¦R U~® g®- Xr¦£{o p{Ìaî+ h± Xuz±cap¦ût® \a¢y¦t |b¦o Xy®{~¦t¨ aî c±l~o a{~¦t¨ 
hŬ{ umî p± p® y¦kît¦ §~aǡut± Xuz±c \a~¦{ az¦û w¦r {Ìük wktt¦ Xuz±cq̈ ɴ©t{¦~§pÎp {Ìp® 
p® §~aǡut¨ T¢{ y®}~¨  a¦z g®- U wktt¦ §~aǡu® aÌ-w±mû u{q¨ Ctrl*Y  °kûak-aÌt± Xuz±c a{Ì 
 a¦z g®- 
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¶ aǦky¦Wi Èǆ~a \ǆ¢®¢ ɪª|w¦{ y®ɳ© 'Customize Quick Access Toolbar Menu) : Èǆ~a \ǆ¢®¢ 
ɪª|w¦{y¦R U~®| wkt ɱª{ a{~¦ Tq~¦ TǙz wkt Xy®{~¦ U y®ɳ©t± Xuz±c a{~¦y¦R U~® g®- 
ɴª~û§ts¦ûÆ{p {Ìp® u¢Rr a{~¦y¦R U~®|¦ ɪª|wkt Uc} b{¦Rẗ §t ¦ẗ h±W  a¦z g®- Ɏ p® §~aǡu 
u{ Éǆ|a Uü p®t® ɪª|w¦{y¦R r ¦û~̈ aî T Ǥ́z wt¦~̈  a¦z g®-  

 
§~Ǚm±i _u{îÆkÂc §¢Ǧkyy¦R ɡª|p¨ r{îa §~Ǚm±t¨ Ɏy y¦W̰±¢±Ǜk ~mû 2010t¨ §~Ǚm±t¦ k¦Wk|w¦{y¦R uo 
hyö w¦ɧ© ẗf® r ¦û~®| ̿o wkt Uu~¦y¦R Uǣz¦ g® 9 

 
 

Uɠ«§p 3.5 aR̺±| wkǙ¢ 

¶ §y§ty¦Wi wkt (Minimize Button) : U wkt u{ Éǆ|a a{~¦y¦R U~® Ǖz¦{î y¦W̰±¢±Ǜk ~mût¨ 
~pûy¦t §~Ǚm±t® ~¦yt wt¦~¨ y¦W̰±¢±Ǜk §~Ǚm±it¦ k¦Ǧaw¦{y¦R k¦Ǧawkt Ǧ~Ŭu® ¢R̲£~¦y¦R U~® g®- 
k¦Ǧaw¦{ u{ U~®|¦ k¦Ǧawkt u{ Éǆ|a a{Ì v{Ì §~Ǚm±t® ɸª} ary¦R |¦~̈  a¦z g®- ~mût¦ m±aɹ©y®Ǚk 
¢¦q® a¦zû a{p¦R £±W\ p® r{Ǟz¦t TǙz a±W ¢±Ǜk~®{ ̈́±̲¦y aî §~cp±t¦ Xuz±ct¨ hŬ{ umî Ǖz¦{î U 
wkt Xuz±c̈ ẗ~mî g®- p®t¦q̈ m±aɹ©y®Ǚkt® £Rc¦ÿ ¢yz y¦kî Ǧ̰Ìt u{q̈ ɱª{ a{Ì  a¦z g®+ Ɏ 
m±aɹ©y®Ǚkt® wRs a{Ì ɴ©t9 b±|~¦y¦R qp± ¢yz wf¦~® g®- 

¶ Æ{Ǧk±{ . y®Èǆ¢y¦Wi wkt (Restore / Maximize Button) : ¢¦y¦Ǚz {Ìp® y¦W̰±¢±Ǜk ~mût¨ §~Ǚm± 
Ǧ̰Ìtt¦ ¢Rɴªoû ary¦R ¢y¦W {£î p® {Ìp® 'maximized( {ɧª a{~¦y¦R U~® g®- u{Rɯ© aîk|̈a~¦{ ~mûẗ ¢¦q® 
TǙz a±W ¢±Ǜk~®{ ̈́±̲¦y b±|¨ p®y¦R uo a¦zû a{~¦t¨ hŬ{ umî g®- U~¦ ¢yz® Æ{Ǧk±{ wkt u{ 
Éǆ|a a{~¦q¨ ~mût¨ §~Ǚm± Ub¨ Ǧ̰Ìtt® wr|® f±ĭ¢ x¦c ɴ©{p̈ yz¦ûÆrp {¦b¨ r ¦û~~¦y¦R U~® g®+ 
Ɏq¨ Ǧ̰Ìtt¦ TǙz x¦ct± Xuz±c w¨Ţ ¢±Ǜk~®{ r ¦û~~¦ a{Ì  a¦z- U ¢yz® Æ{Ǧk±{ wkt 
wr|¦Wt® y®Èǆ¢y¦Wi wkt Ǧ~Ŭu® {ɧª a{~¦y¦R U~® g®- v{Ì U h wkt u{ Éǆ|a a{~¦q¨ §~Ǚm±t® 
ɴ©t9 ¢Rɴªoû Ǧ̰Ìt u{ r ¦û~~¦y¦R U~® g®- 

¶ ǆ|±i wkt (Close Button) : y¦W̰±¢±Ǜk ~mût¨ ~pûy¦t §~Ǚm±t® wRs a{~¦ y¦kî U wktt± Xuz±c 
a{Ì  a¦z g®- U wktt¦ §~aǡuŬu® Alt*F4  °kûak-aÌt± Xuz±c uo a{Ì  a¦z g®- h± ~mût¨ \ay¦̿ 
§~Ǚm± b±|~¦y¦R U~¨ £±z Tt® ǆ|±i wkt u{ Éǆ|a a{~¦y¦R U~® p± p® §~Ǚm±t¨ ¢¦q® y¦W̰±¢±Ǜk 
~mû ̈́±̲¦y uo wRs a{î g®- 

 
 

§y§ty¦Wi {ÌǦk±{. 

y®Èǆ¢y¦Wi 

ǆ|±i 
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¶ Æ{wt (Ribbon) : 

Uɠ«§p 3.6 Æ{wt 

y¦W̰ ±¢±Ǜk ~mûẗ Uc}ẗ Uʀ«§p_y¦R U~®|¦ y®ɳ© Tt® ɪª|w¦{t® Ǧq¦t® U 2010ẗ Uʀ«§ŀy¦R Æ{wtt± 
¢y¦~®  a{~¦y¦R Uǣz± g®- Æ{wty¦R ɧ©r¦R ɧ©r¦R a¦zԃ (task)t¦R ¢ɸª£ Ǧ~Ŭu® aîk|¦Ra §~x¦c± 'kîw.tab( 
Uu~¦y¦R Uǣz¦ g®- a¦zԃ Tɳ©¢¦{ Æ{wty¦R ẗf® r ¦û~®| Ul kîw Uu~¦y¦R U~®|¦ g® 9 File, Home, 
Insert, Page Layout, References, Mailings, Review Tt® View- 
 
Æ{wtt¦ r{îa kîw Ō¦{¦ Xu|ǜs a{~¦y¦R U~p̈ §~§~s ʃ©§~s¦_ §~ ® ¢Rĩ®uy¦R y¦Æ£p̈ y®}~̈\- py¦y 
§~aǡu±y¦Rq̈ ~ɲ© y£Ǖ~t¦ §~aǡu± §~ ® Uuo® §~Ǧɯ«p ff¦û Uc} Xu{ a{Ìʁ©R-  
 
y¦W̰±¢±Ǜk ~mût¦  kîǜ¢ (Microsoft Word ᴑᴙᴚᴫ) 

 
Uɠ«§p 3.7  Æ{wt u{ U~®| File kîw 

1. File tab :  
v¦W| kîw u{ Éǆ|a a{~¦q̈ Uɠ«§p 3.7y¦R r ¦û~~¦y¦R U~®| Ǧ̰Ìt {ɧª a{~¦y¦R U~ ®- U §~x¦ct± 
Xuz±c a{Ì m±aɹ©y®Ǚk ¢¦q® h±m¦z®|¦ aîk|¦Ra ɸª}ɷªp a¦zԃ a{Ì  a¦z g®- Ɏ~¦R aî+ t~± m±aɹ©y®Ǚk 
wt¦~~± (New), £z¦p m±aɹ©y®Ǚk b±|~± (Open), m±aɹ©y®Ǚkt± ¢R̲£ a{~± (Save), ¢Rɢ«£Ìp 
m±aɹ©y®Ǚkt± TǙz t¦y ¢¦q® Tq~¦ TǙz Ǧq¦t u{ v{Ì ¢R̲£ a{~± (Save As),  m±aɹ©y®Ǚkt® wRs a{~± 
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(Close), m±aɹ©y®Ǚk §~ ® y¦Æ£p̈ y®}~~̈ (Info), Xuz±cap¦û\ £¦|y¦R b±|®|¦ rǦp¦~®h±t¨ z¦rÌ h±W 
p®y¦Rq̈ a±W m±aɹ©y®Ǚk b±|~± (Recent), m±aɹ©y®Ǚkt® ɸ©Ǽp a{~± (Print), m±aɹ©y®Ǚkt± ¢R̲£ a{Ì p®t® W-
y®W| aî ~®w y¦{vp® y±a|~± (Save and Send), m±aɹ©y®Ǚk p̄z¦{ a{~¦ ֜ c® yrr y®}~~̈ (Help) 
~c®{î- Uɠ«§py¦R Info §~x¦cy¦R U~®| §~aǡu± r ¦û~~¦y¦R Uǣz¦ g®-  

2. Home tab 

 
Uɠ«§p 3.8 Æ{wt u{ U~®| Home kîw 

m±aɹ©y®Ǚky¦R Xy®{î|¦ |b¦oẗ c±l~o (v±yïÆkÂc.FormatA ᴡᴦᴟ) y¦kî Xu|ǜs Tt®a §~aǡu U §~x¦cy¦R 
¢y¦~~¦y¦R Uǣz¦ g®- Ɏy aî+ |b¦ot¦ Tĩ{±t¦ y{±m wr|~¦ (Font), ar wr|ʀ©R (Font size), 
Tĩ{±t¨  ¯|¨ wr|~¨ (Bold/Italic/Underline ~c®{î)+ |b¦ot® ɧ©rÌ ɧ©rÌ T¢{ Uu~̈ (Text effect), 
|b¦ot® ̈́ a¦§ p a{ʀ©R (Highlight), |b¦oɳ©R Ǧq¦t¦Rp{ a{ʀ©R aî p®ẗ ta| a{~̈ (Cut/Copy/Paste), 
|b¦ot® c±l~ʀ©R (Left/Center/Right/Justify ~c®{î)+ |b¦ot® w±mû{ Uu~¨ (Border), |b¦ot® 
m±aɹ©y®Ǚky¦R  ±sʀ©R Tt® TǙz |b¦o ¢¦q® wr|ʀ©R (Find/Replace) ~c®{î- 

3. Insert tab :  

Uɠ«§p 3.9  Æ{wt u{ U~®| Insert kîw 

m±aɹ©y®Ǚky¦R Xy®{î|¦ |b¦ot® ¢£¦za \~¦ TǙz dka± Xy®{~¦ y¦kî U §~x¦ct± Xuz±c a{~¦y¦R U~® 
g®- U §~x¦c Ō¦{¦ ɸ©bɴ«ǥl (Cover page), b¦|̈ u¦ɳ©R (Blank page), kîw| (Table), Åf̿± Tt® Éǆ|u 
Ukû (Image.ClipArt), §~§~s Ua¦{ (Shapes), U|®b (Chart), Ǧ̰Ìtt± rîb¦~ (Screenshot), 
£¦Vu{Å|Âa (Hyperlink), £îm{ Tt® Ūk{ (Header and Footer), |b¦o y¦kît¦ w±ǆ¢ (Text box),  ǜr 
ʃ© ±xt (WordArt), ¢y¨a{o± (Equation) Tt® §t ¦t¨_ (Symbol) Ɏ~¦R do¦ dka± Xy®{Ì  a¦z g®- 

4. Page Layout 

Uɠ«§p 3.10  Æ{wt u{ U~®| Page Layout kîw 
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m±aɹ©y®Ǚkt¦R u¦t¦Rẗ c±l~o y¦kî U §~x¦c Xuz±c̈ g®- u¦t¦Rẗ ɴª~û§ts¦ûÆ{p c±l~oy¦R vî{v¦{± a{~¦ 
y¦kî U §~x¦c hŬ{Ì wt® g®- u¦t¦Rt¨ q¨y wr|~¨ (Themes), £¦R§¢z¦ (Margins), _Æ{\Ǚkî t 
(Orientation), u¦t¦Rɳ©R ar (Size), u¦t¦R-̰y¦Ra (Page numbers), ~±k{y¦aû (Watermark), u¦t¦Rt± {Rc 
(Page color), u¦t¦Rt¨ w±mû{ (Page Borders)+ VǙmîǙk Tt® hǈz¦ (Indent and Spacing) ~c®{î Ɏ~¨ Tt®a 
c±l~o± wr|~¦ y¦kî Page Layout kîwt± Xuz±c a{~¦y¦R U~® g®- 

5. References tab : 

 
Uɠ«§p 3.11  Æ{wt u{ U~®| References kîw 

m±aɹ©y®Ǚk p̄z¦{ qz¦ ugÌ p®y¦R Tɳ©̰yÅoa¦ (Table of Contents) Xy®{~¨, m±aɹ©y®Ǚky¦R qz®| vî{v¦{± 
ÿ́¦o® Tɳ©̰yÅoa¦t® TŊpt a{~̈ (Update table), u¦rɴª§pÎ (Footnote/Endnote) Xy®{~¨+ ̲RqʃªÅf 

(Bibliography) r ¦û~~¨+  ¨¡ûa (Caption) Xy®{ʀ©R ~c®{î Ɏ~¦R Tt®a a¦zԃ y¦kî U kîwt± Xuz±c a{~¦y¦R 
U~® g®- 

6. Mailings tab :  

 
Uɠ«§p 3.12  Æ{wt u{ U~®| Mailings kîw 

m±aɹ©y®Ǚkt® ~¦}Ìt® ɸªa~¦ hŬ{Ì \~¦ u{ẅÆmz¦ (Envelopes), ¢{t¦y¦ y¦kît¦ |®w| (Labels) pq¦ 
y®}~t¦{ ǣzÈǆp_t¨ z¦rÌ Ɏ~¦ dka± p¯z¦{ a{~¦ y¦kî U §~x¦ct± Xuz±c a{~¦y¦R U~® g®- 
aîk|̈a~¦{ \a u̿  q±m¦ vî{v¦{ ¢¦q® \aq̈ ~ɲ© ǣzÈǆp_t® y±a|~¦ẗ hŬ{ umî g®- u̿ t¦ ɸª}ɷªp 
|b¦ot® ɧ©rÌ ɧ©rÌ ǣzÈǆp_t¦R t¦y Tt® ¢{t¦y¦R ¢¦q® h±mÌt® r ¦û~p̈ ʃ©§~s¦t® y®W|-yɐ (Mail 
merge) p{Ìaî _}b~¦y¦R U~® g®- y®W| yɐẗ ʃ©§~s¦ uo U §~x¦cy¦R Uu~¦y¦R U~̈ g®- 

7. Review tab :  

 
Uɠ«§p 3.13  Æ{wt u{ U~®| Review kîw 

m±aɹ©y®Ǚky¦R U~®| |b¦ot® h±mö Tt® ǣz¦a{oẗ ĩ§p_q̈ ɸ©ǆp a{~¦ Spelling & Grammar t¦yt± 
§~aǡu U §~x¦cy¦R Uu~¦y¦R Uǣz± g®- U Xu{¦Rp a±W  ǜrt¦ ¢y¦t¦qÖ aî §~{±s¨  ǜr±  ±s¨ p®t¨ 



 

ᴀᴀᴀ-׳״ᴌᴒ ᴙᴦᴜ ᴀᴀᴀ*  77   

¢¦q® ɸª}  ǜr±t® wr|~¦ y¦kî (Thesaurus), m±aɹ©y®Ǚky¦R U~®| u¦t¦R+ va{¦+ |̈kÌ_+  ǜr± pq¦ 
Tĩ{±ẗ ɠ©| ¢RǇz¦ co~¦ y¦kî (Word count), |b¦ot® TǙz x¦¡¦y¦R Tɳ©~¦r a{~¦ (Translate), mîk¦ 
\Ǚ̺Ìt¨ x¦¡¦ wr|~¦ y¦kî (Language), tӼs Xy®{~¦ y¦kî (New Comment)+ w® aî ~ɲ© rǦp¦~®h±t® 
¢{b¦~~¦ (Compare) y¦kî  Tt® ʃ©{Åĩp m±aɹ©y®Ǚky¦R qz®| vî{v¦{± h±~¦ pq¦ Ǧ~̈a¦{~¦ aî t Ǧ~̈a¦{~¦ 
Ɏ~¦ §~aǡu± uo U §~x¦cy¦R ɴª{¦ u¦m~¦y¦R Uǣz¦ g®- 

8. View tab :  

 
Uɠ«§p 3.14  Æ{wt u{ U~®| View kîw  

m±aɹ©y®Ǚkt® §~§~s ̈́ a¦{î (Views) h±~¦ y¦kî U §~x¦cẗ ʃ©§~s¦ Uu~¦y¦R U~̈ g®- §̈́Ǚkԓc ¢yz® 
m±aɹ©y®Ǚkt± rîb¦~ h±~¦ y¦kî (Print Layout)+ ¢Rɴªoû Ǧ̰Ìt u{ m±aɹ©y®Ǚk h±~¦ y¦kî (Full Screen Reading)+ 
m±aɹ©y®Ǚkt® ~®wu®Wh  Ǧ~Ŭu® h±~¦ y¦kî (Web Layout), m±aɹ©y®Ǚky¦R U~®| |b¦ot®  ̈¡aû Tt® u®k¦- ¨¡ûa 
Ǧ~Ŭu® r ¦û~~¦ y¦kî (Outline), m±aɹ©y®Ǚkt® tţa aî ɱª{q̈ h±~¦ y¦kî (Zoom), \a Ǧ̰Ìt u{ \a aî ~ɲ© ɴ«ǥl 
h±~¦ y¦kî (One page/Two Pages), m±aɹ©y®Ǚkẗ \aq̈ ~ɲ© §~Ǚm± b±|~¦ pq¦ Ǧ̰Ìt u{ ɧ©rÌ ɧ©rÌ {Ìp® 
c±l~~¦ y¦kî (New Window/ Arrange All), TǙz §~Ǚm±y¦R h~¦ y¦kî (Ǧ~¨f Windows) pq¦ ʃªft¦_t¨ 
£¦{y¦}¦ Ō¦{¦ a±W Æ̰z¦ ¢{} wt¦~~¦ (Macros) y¦kît¦ §~aǡu U §~x¦cy¦R Uu~¦y¦R Uǣz¦ g®- 
¶ y¦uuĺ¨ (Ruler) : m±aɹ©y®Ǚky¦R Į¦{îa §tzp y¦u ɸ©hw a¦zû a{~¦ẗ hŬ{ umî p± Yẍ (Vertical) 
Tt® UmÌ (Horizontal) y¦uuĺ̈ẗ ʃ©§~s¦ Uu~¦y¦R U~®| g®- ɴª~û§ts¦ûÆ{p {Ìp® y¦uuĺ̈ u{ 
U~®|¨ §t ¦t¨_ ֟f (Inch) \ayy¦R £±z g®+ Ɏ hŬÆ{z¦p ɸ©hw wr|̈  a¦z g®- y¦uuĺ̈ u{ 
r{ Tms¦ ֟ft¨ hǈz¦ u{ kîw-Ǧk±u (Tab-stops) Uu~¦y¦R U~®|¦R £±z g®- aÌ-w±mû u{t¨ kîw 
(Tab) aÌ rw¦~~¦q¨ U hǈz¦ u{ ¢¨s¦ h u£Ӽf¨  a¦z g®- ɴª~û§ts¦ûÆ{p {Ìp® c±l~~¦y¦R U~®|¦ 
U kîw-Ǧk±ut® wr|~¦ y¦kî y¦X¢ ~mî y¦uuĺ¨ u{ Éǆ|a a{Ì  a¦z g®- ɴª~û§ts¦ûÆ{p kîw-Ǧk±ut® L 
Ua¦{ ~mî r ¦û~~¦y¦R U~® g®- £~®+ kîw aÌ Ō¦{¦ a¢û{t® |¨kÌt¦ U §t ¦t¨ s{¦~p¦ Ǧq¦t u{ 
¢̈ɲ©R |V h~¦y¦R U~ ®- ẗf®ẗ Uɠ«§py¦R aîk|¦Ra kîw-Ǧk±u ¢¦q® UmÌ (Horizontal) y¦uuĺ¨ 
r ¦û~¨ g®- 

Uɠ«§p 3.15  kîw-Ǧk±u ¢¦q®ẗ UmÌ (Horizontal) y¦uuĺ¨ 
¶ a¦zûĩ®̿ (Work Area) : ~mûẗ §~Ǚm±y¦R v¦W| b±ǡz¦ w¦r r ¦û~~¦y¦R U~p¦ ¢vîr ' ŬUpy¦R 
a±{¦( §~x¦ct® ~mûɳ©R a¦zûĩ®̿ a£î g®- m±aɹ©y®Ǚky¦R Xy®{~¦y¦R U~t¦{ py¦y y¦Æ£p̈ T£ԓ 
r ¦û~~¦y¦R U~® g®- a¦zûĩ®̿t® \a aî ~ɲ© ɴ«ǥly¦R ~£ӿf~¦y¦R U~® g®- L§̈́Ǚk |®-UXkM ̈́a¦{t¦ 
ǣɹªy¦R u¦t¦R ~ǋf®t¨ hǈz¦ h±W  a¦z g®- 
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¶ Ǧ̰±|w¦{ (Scrollbar) : m±aɹ©y®Ǚky¦R ¢y¦§~ǥk py¦y y¦Æ£p̈ \a h Ǧ̰Ìt u{ r ¦û~̈  a¦z p® 
£Ry® ¦  Į tq¨- Ǧ̰Ìt a{p¦R m±aɹ©y®Ǚkẗ y¦Æ£p̈ ~ɲ© £±z p® ¢yz® m±aɹ©y®Ǚky¦R aîk|̈a y¦Æ£p̈ 
T Ǥ́z {£î g®- U y¦Æ£p̈ h±~¦ y¦kî m±aɹ©y®Ǚkt® Xu{.ẗf® aî m¦ẅ.hyö w¦ɧ© b¢®mÌt® h±ʀ©R 
hŬ{Ì wt® g®- U a¦zû y¦kî ~mûẗ §~Ǚm±y¦R Tɳ©̰y® Yx¦ (Vertical) Tt® Um¦ (Horizontal) Ǧ̰±| 
w¦{ẗ ʃ©§~s¦ Uu~¦y¦R U~̈ g®- Ǧ̰±|w¦{t¦ w® g®m¦ u{ U~®| p̈{ẗ §t ¦ẗ s{¦~p¦ wkt 
u{ Éǆ|a a{Ì Ǧ̰Ìt u{ m±aɹ©y®Ǚkt® b¢®mÌ  a¦z g®- U h a¦zû imuq̈ a{~¦ y¦kî Ǧ̰±|w¦{ u{ 
U~®|¦ Ǧ̰±| wktt® y¦X¢t¦ u±VǙk{ ~mî ̼îc 'y¦X¢ɳ©R m¦ɶ©R wkt Éǆ|a a{Ì y¦X¢ vî{~p¦( uo 
a{Ì  a¦z g®- ẗf®ẗ Uɠ«§py¦R Um± (Horizontal) Ǧ̰±|w¦{ r ¦ûǣz± g®- 

 
Uɠ«§p 3.16 Um± (Horizontal) Ǧ̰±| w¦{ 

¶ Ǧkîk¢w¦{ (Status bar) : ~mût¨ §~Ǚm±y¦R ¢²q¨ t¨f® U~®|¦ Um¦ uĺ¦t® Ǧkîk¢w¦{ p{Ìaî 
_}b~¦y¦R U~® g®- ~pûy¦t m±aɹ©y®Ǚk §~ ®ẗ aîk|̈a y¦Æ£p̈ U Ǧq¦t u{ r ¦û~~¦y¦R U~® g®- 
ẗf®ẗ Uɠ«§py¦R Ǧkîk¢w¦{ Tt® p®t¦ dka± r ¦ûǣz¦ g®- 

 

Uɠ«§p 3.17    Ǧkîk¢ w¦{ 
y¦W̰±¢±Ǜk ~mû 2010t¦ m±aɹ©y®Ǚky¦R Ǧkîk¢w¦{ ẗf® Uu®| y¦Æ£p̈ r ¦û~® g® 9 
¶ ~pûy¦t u¦t¦R ̰y¦Ra Tt® ɠ©| u¦t¦Rẗ ¢RǇz¦ 
¶ m±aɹ©y®Ǚky¦R U~®| ɠ©|  ǜr±ẗ ¢RǇz¦ 
¶ h±mö Tt® ǣz¦a{o pu¦¢~¦ y¦kîɳ©R UVa±t 
¶ ~pûy¦t x¦¡¦ 
¶ m±aɹ©y®Ǚkt± rîb¦~ wr|~¦ y¦kît¦R wkt (Print layout, Full screen reading, Web layout, Outline, 

Draft) 
¶ m±aɹ©y®Ǚkɳ©R ťy |®~| 'ťy aǙ̺±|( 
 
U py¦y y¦Æ£p¨ Ǧkîk¢w¦{y¦R Xu|ǜs §~aǡu± u{ Éǆ|a a{Ì wr|¨ uo  a¦z g®-y¦W̰±¢±Ǜk ~mû 2010t¨ 
¦̈́{RÅxa Ǧ̰Ìtt± uÆ{fz y®}ǣz¦ w¦r m±aɹ©y®Ǚk wt¦~~¦ y¦kîẗ p®ẗ aîk|̈a ɸª}ɷªp w¦wp±t± Tǝz¦¢ 
a{Ì\- 
 
 

u¦t¦R-̰y¦Ra ~mû-a¦XǙk x¦¡¦ ɧ©r¦R ɧ©r¦R ǣɹª ťy 
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3.3 m±aɹ©y®Ǚkẗ {ft¦ (Document Creation) 
 
3.3.1 y¦W̰±¢±Ǜk ~mûy¦R t~¨ v¦W| b±|~¨ Tt® ¢®~ a{~¨  (Open and Save a Microsoft Word File) 
 
t~¨ v¦W| b±|~¨ (To open a new file) 9 Uuo® Tc¦X h±W cz¦ aî לz¦{î y¦W̰±¢±Ǜk ~mû 2010  Ŭ 
a{~¦y¦R U~® g® Ǖz¦{î+ \a a±{Ì v¦W| Xuz±cap¦û ¢yĩ {ɧª a{~¦y¦R U~® g®- p®y¦R Xuz±cap¦û TǙz a±W 
h §~ ®¡ §~aǡu±t± Xuz±c az¦û §~t¦ y¦Æ£p̈ Xy®{~¦ɳ©R  Ŭ a{Ì  aî g®- ~mûy¦R t~̈ v¦W| Xy®{~¦ y¦kî 
t¨f® ho¦~®| {Ìpt± Xuz±c a{Ì  a¦z g® 9 
 

¶ Æ{wt u{ U~®|¦ File kîw u{ Éǆ|a a{±- Uy a{~¦q̈ Uɠ«§p 3.7 y¦R r ¦û~®| Uɠ«§p ɸ©hwt± w®a-Ǧkîh 
ǣɹª {ɧª a{~¦y¦R U~ ®-  

¶ £~®+ m¦ẅ w¦ɧ© U~®|¦ New §~aǡu u{ Éǆ|a a{±- Uq̈ ẗf®ẗ Uɠ«§p 3.18y¦R r ¦ûǣz¦ ɸ©hw t~̈ v¦W| 
wt¦~~¦ y¦kît¦ §~aǡu± ɴª{¦ u¦m~¦y¦R U~ ®- 
 

 
Uɠ«§p 3.18 t~¨ v¦W| b±|~¦ y¦kît¦ §~aǡu 

 
¶ Uɠ«§p 3.18y¦R r ¦ûǣz¦ ɸ©hw m±aɹ©y®Ǚk wt¦~~¦ y¦kî Tt®a ̈́a¦{t¦ kîǞǚ|®kʃ³ (ɴª~û§ts¦ûÆ{p 
y¦}b¦) ~mûy¦R Xǚ|ǜs g®- U py¦y kîǞǚ|®ky¦R Blank document kîǞǚ|®k ¢²q̈ ~ɲ© Xuz±cy¦R 
|®~¦y¦R U~ɯ©R Tt® ɴª~û§ts¦ûÆ{p kîǞǚ|®k g®- 

¶ hŬ{Ì kîǞǚ|®k u¢Rr a{Ì hyö w¦ɧ© ẗf® U~®|¦ Create wkt u{ Éǆ|a Uu±- 
¶ u¢Rr a{î| kîǞǚ|®k ɸ©hwt± m±aɹ©y®Ǚk Ǧ̰Ìt u{ ɡª|®|± h±~¦ y} ®- 
¶ Xu{±ǆp ̈́Æ̰z¦t¦ §~aǡu® aÌ-w±mû u{q¨ Ctrl+N aÌt± Xuz±c uo a{Ì  a¦z g®- Ctrl+N aÌt¦ 
Xuz±cq̈ a±{± m±aɹ©y®Ǚk (Blank document) Ǧ̰Ìt u{ {ɧª q¦z g®- 
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aÌ-w±mûẗ yrrq̈ t~¦ b±|~¦y¦R U~®|¦ m±aɹ©y®Ǚky¦R q±ɬ©R |b¦o Xy®{±- U y¦kî Uuo® y¦̿ y¦Æ£p̈ 
k¦Wu a{~¦t¨  ŬUp a{~¦t¨ g®- Xr¦£{o Ǧ~Ŭu® aǞǚɹªk{t¦ x¦c §~ ® Xy®{~¦y¦R U~®|¨ y¦Æ£p¨ T£ԓ 
Uu®| Uɠ«§p 3.19y¦R r ¦û~®| m±aɹ©y®Ǚky¦R Xy®{Ì g®- 
 
~mût¦ m±aɹ©y®Ǚky¦R §~cp± Xy®{~¨ \ do¨ h ¢{} w¦wp g®- ~}Ì+ y¦W̰±¢±Ǜk ~mû |b¦o Xy®{¦p¨ ~bp® 
Xy®{î|¦ |b¦oẗ h±mö Tt® ǣz¦a{oẗ ɷª|± uo  ±sɯ©R {£î g®- Uɠ«§p 3.19y¦R r ¦ûǣz¦ ɸ©hw h±möẗ 
ĩ§pt® |¦| {Rct¨ |¨kÌ ~mî Tt® ǣz¦a{ot¨ ĩ§pt® |¨|¦ {Rct¨ |¨kÌ ~mî r ¦û~~¦y¦R U~® g®- y¦X¢ɳ©R 
u±VǙk{ ĩ§p s{¦~p¦ |b¦o u{ {¦b̈ {¦Wk Éǆ|a Uu~¦q̈ ~mû Ō¦{¦ p® |b¦oẗ ʁ©ËŅ y¦kît¦R ʃªft± 
Uu~¦y¦R U~® g®- Ɏy¦Rq̈ u¢Rr a{Ì ɸª} |b¦ot® ʃ©s¦{Ì  a¦z g® Tq~¦ ʃªf~~¦y¦R U~®|¦ §~aǡut® 
T~co¨ uo  a¦z g®- 
 

 
Uɠ«§p 3.19 t~¦ m±aɹ©y®Ǚky¦R a{î|̈ mîk¦-\Ǚ̺Ì 

 
v¦W|t± ¢R̲£ a{~± (To save a file) : Uuo® Ţo¨\ gÌ\ aî+ לz¦{î aǞǚɹªk{y¦R y¦Æ£p¨ Xy®{~¦y¦R U~® g® 
Ǖz¦{î p®t± ¢R̲£ {îǙmy \ǆ¢®¢ y®y{Ì (RAM) t¦y® _}b¦p¨ £Rc¦y¨ y®y{Ìy¦R a{~¦y¦R U~® g®- ̈́±̲¦y aî 
aǞǚɹªk{ wRs a{p¦R u£î|¦ U y¦Æ£p¨t® ÆmǦa ̼¦W~ Ɏ~¦R a¦zy¨ ¢R̲£Ǧq¦t u{ |b¨ |®~¨ hŬ{Ì g®- U y¦kî 
L¢®~M ay¦Ǚmt± Xuz±c a{~¦y¦R U~® g®-  
 
v¦W|t± ¢R̲£ a{~¦ y¦kî ẗf® ho¦~®| uc|¦R Tɳ©¢{Ì\ 9 
¶ File kîw u{ Éǆ|a a{Ì Save §~aǡu u¢Rr a{±- Uy a{~¦q̈ ẗf®ẗ Uɠ«§p 3.20y¦R r ¦û~®| Save As 
m¦z|±c w±ǆ¢ {ɧª a{~¦y¦R U~ ®- U ̈́ Æ̰z¦t¦ §~aǡu® aÌ-w±mû u{q¨ Ctrl*S  °kûak-aÌt± Xuz±c 
uo a{Ì  a¦z g®- 

¶ Save As m¦z|±c w±ǆ¢y¦R ẗf® ho¦~®| ʃ©§~s¦_t± Xuz±c a{Ì v¦W|t± ¢R̲£ a{Ì  a¦z g® 9 
¶ m¦z|±c w±ǆ¢t¦ m¦ẅ w¦ɧ© U~®|¦ §~x¦cy¦Rq̈ v¦W|t± ¢R̲£ a{~¦ y¦kî Ǧq¦t §t§Œp a{±- ~mû-
v¦W|t® ɴª~û§ts¦ûÆ{p {Ìp® Document t¦yt¦ v±ǡm{y¦R ¢®~ a{~¦y¦R U~® g®- 

h±mo¨t¨ ɷª| ǣz¦a{ot¨ ɷª| 
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¶ File name ̼±u m¦Xt y®ɳ©y¦Rq̈ v¦W|ɳ©R t¦y u¢Rr a{Ì  a¦z g® Tq~¦ hŬÆ{z¦p ɸ©hw tʀ©R t¦y 
Xy®{Ì  a¦z g®- 

¶ ɴª~û§ts¦ûÆ{p {Ìp® v¦W|t± ¢R̲£ Word document Ǧ~Ŭu® a{~¦y¦R U~® g®- Save as type ̼ ±u m¦Xt 
y®ɳ©ẗ yrrq̈ v¦W|t± TǙz a±W Ǧ~Ŭuy¦R 'Ɏy aî y¦W̰ ±¢±Ǜk ~mû ̈́ ±̲¦yẗ ɧªẗ Uʀ«§ŀt® ¢yqût 
Uu¨  aî p®~¦ Ǧ~Ŭuy¦R( ¢R̲£ a{Ì  a¦z g®- 

¶ Tools y®ɳ©t¦ §~aǡu±t± Xuz±c a{Ì m±aɹ©y®Ǚky¦R U~®|¦ Åf̿ ±t® ¢Rɠ©Åfp a{~¦ Tq~¦ p± m±aɹ©y®Ǚky¦R 
ʃ©{ĩ¦ Xy®{~¦ Ɏ~¦R a¦zԃ a{Ì  a¦z g®- 

¶ py¦y Tu®Åĩp y¦Æ£p¨ Xy®z¦û ugÌ Save wkt u{ Éǆ|a a{Ì m±aɹ©y®Ǚkt± v¦W| Ǧ~Ŭu® ¢R̲£ a{Ì 
 a¦z g®- pq¦ Cancel wktt± Xuz±c a{~¦q¨ v¦W|t± ¢R̲£ az¦û §~t¦ Save As m¦z|±c w±ǆ¢ wRs 
a{~¦y¦R U~® g®- 

 

 
Uɠ«§p 3.20 Save As m¦z|±c w±ǆ¢ 

 
¢®~ a{î|̈ v¦W| b±|~̈ (To open existing document) : y¦W̰ ±¢±Ǜk ~mû m±aɹ©y®Ǚkt± v¦W| Ǧ~Ŭu® ¢R̲£ 
a{î g® p® Uuo® h±ɹ©R- £~® ugÌt¦ a±W ¢yzy¦R U v¦W|t® Ǧ̰Ìt u{ b±|̈t® h±~¦ y¦kî ẗf® ho¦~®| 
uc|¦Rt® Tɳ©¢{± 9 
¶ Æ{wt u{ U~®|¦ File kîw u{ Éǆ|a a{Ì Open §~aǡu u¢Rr a{±- Uy a{~¦q̈ Uɠ«§p 3.21y¦R r ¦ûǣz¦ 
ɸ©hw Open m¦z|±c w±ǆ¢ {ɧª a{~¦y¦R U~ ®- U ̈́ Æ̰z¦t¦ §~aǡu® aÌ-w±mû u{q¨ Ctrl*O  °kûak-
aÌt± Xuz±c uo a{Ì  a¦z g®- 
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¶ U m¦z|±c w±ǆ¢y¦R ¢®~ a{~¦y¦R U~®|¨ v¦W|±t¨ z¦rÌ r ¦û~~¦y¦R U~® g®- WÉǋgp v¦W| u¢Rr a{Ì 
Open wkt u{ Éǆ|a Uu~¦q¨ p® v¦W|y¦R U~®|¨ y¦Æ£p¨ Ǧ̰Ìt u{ r ¦û~~¦y¦R U~ ®- 

¶ Open m¦z|±c w±ǆ¢y¦R m¦ẅ w¦ɧ© U~®|¦ §~x¦cy¦Rq̈ TǙz v±ǡm{y¦R U~®|̈ v¦W| ʃ©s̈ u£Ӽf̈ p®t® 
b±|¨  a¦z g®- 

¶ Open wktẗ w¦ɧ©y¦R U~®|̈ p̈{ẗ §t ¦ẗ u{ Éǆ|a a{Ì v¦W|t® TǙz aîk|¦Ra §~aǡu± ¢¦q® b±|̈ 
 a¦z g®+ Ɏ~¦ aî+ y¦̿ ~¦Rf¨  a¦z 'Read only( p® {Ìp® v¦W| b±|~̈+ ɳ©a¢¦t u¦y®|̈ v¦W|t® ɱ©{Ǧp 
a{Ì b±|~¨ (Open and Repair) ~c®{î- 
 

 
Uɠ«§p 3.21 Open m¦z|±c w±ǆ¢ 

 
 °kûak-aÌ (Short Cut key) : y¦W̰ ±¢±Ǜk ~mû Tt®a ʃ©§~s¦_ ¢Æ£p Xu|ǜs g®- U ʃ©§~s¦_ y®}~~¦ y¦kî 
Æ{wty¦R U~®|¦ §~aǡu± Tq~¦ p± y®ɳ©y¦R U~®|¦ Urî ±t± Xuz±c a{~¦y¦R U~® g®- ~mû ̈́±̲¦y Uy¦Rt¦ 
do¦R §~aǡu± y¦kî  °kûak-aÌẗ ʃ©§~s¦ uo ɴª{Ì u¦mî g®-  °kûak-aÌt± Xuz±c a{~¦q̈ Ɏ p® ʃ©§~s¦ y¦kî 
a{~¨ ump¨ wkt aî §~aǡut¨  ±sy¦R qp± ¢yz wf¦~¨  a¦z g®- ~¦{R~¦{ Xuz±cy¦R |®~¦y¦R U~p¦ 
py¦y §~aǡu± y¦kî ~mû  °kûak-aÌẗ ʃ©§~s¦ ɴª{Ì u¦mî g®- y¦W̰ ±¢±Ǜk ~mû 2010y¦R Xu|ǜs  °kûak-aÌt¨ 
z¦rÌ+ p®t¦ Ō¦{¦ Ty|y¦R ɸªa~¦y¦R U~p¦ §~aǡu Tt® p®t¨ T¢{ ֜c®t¨ y¦Æ£p¨ t¨f®t¦ kîw| 3.1 y¦R 
Uu~¦y¦R U~¨ g®- 
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 °kûak-aÌ ay¦Ǚm Xuz±c 
Ctrl*F1 Show/Hide Ribbon Æ{wtt® T́Ǥz aî ́Ǥzy¦t wt¦~~¦ y¦kî 
Shift*F10 Show shortcut menu ¢Æ̰z dka y¦kîɳ©R  °kûak y®ɳ© r ¦û~~¦ y¦kî 
F12 Save As v¦W|t± TǙz t¦y ¢¦q® aî TǙz Ǧq¦t u{ ¢R̲£ a{~¦ y¦kî 
F7 Spelling and 

Grammar 
h±mö Tt® ǣz¦a{oẗ ɷª|±  ±s~¦ Tt® ʃ©s¦{~¦ y¦kî 

Shift*F7 Thesaurus  ǜrt¦ ¢y¦t¦qÖ Tt® §~{±s¦qÖ  ǜr±  ±s~¦ pq¦ ɸª}  ǜr 
¢¦q® wr|~¦ y¦kî 

Ctrl*A Select All m±aɹ©y®Ǚky¦R U~®|̈ py¦y y¦Æ£p̈ u¢Rr a{~¦ y¦kî 
Ctrl*B Bold u¢Rr a{î| |b¦ot® d¦k¦ (Darken) a{~¦ y¦kî 
Ctrl*C Copy u¢Rr a{î| y¦Æ£p¨t¨ Éǆ|uw±mû 'y®y{Ì(y¦R ta| a{~¦ y¦kî 
Ctrl*D Font Tĩ{±t¦ §~§~s §~aǡu± s{¦~ɯ©R Font m¦z|±c w±ǆ¢ b±|~¦ 

y¦kî 
Ctrl*E Align Center va{¦t® u¦t¦Rt¨ ~ǋf® c±l~~¦ y¦kî 
Ctrl*F Find m±aɹ©y®Ǚky¦R §t§Œp |b¦o  ±s~¦ y¦kî 
Ctrl*G Goto m±aɹ©y®Ǚky¦R §t§Œp Ǧq¦t 'u¦t¦R( u{ ¢̈s¦ h u£Ӽf~¦ y¦kî 
Ctrl*H Replace §t§Œp |b¦ot® TǙz |b¦o ¢¦q® wr|~¦ y¦kî 
Ctrl*I Italic u¢Rr a{î| |b¦ot® ¦̿Rʃ© a{~¦ y¦kî 
Ctrl*J Align Justify va{¦t® u¦t¦Rẗ wRt® w¦ɧ© c±l~~¦ y¦kî 
Ctrl*K Insert Hyperlink £¦Wu{Å|Âa Xy®{~¦ y¦kî 
Ctrl*L Align Left va{¦t® u¦t¦Rẗ m¦ẅ w¦ɧ© c±l~~¦ y¦kî 
Ctrl*M Increase Indent va{¦t± VǙmîǙk ~s¦{~¦ y¦kî 
Ctrl*N New File t~¨ v¦W| b±|~¦ y¦kî 
Ctrl*O Open File ¢®~ a{î|¨ v¦W| b±|~¦ y¦kî 
Ctrl*P Print File v¦W| §̈́Ǚk a{~¦ y¦kî 
Ctrl*Q Remove Indent va{¦t± VǙmîǙk ɱª{ a{~¦ y¦kî 
Ctrl*R Align Right va{¦t® u¦t¦Rẗ hyö w¦ɧ© c±l~~¦ y¦kî 
Ctrl*S Save File v¦W|t± ¢R̲£ a{~¦ y¦kî 
Ctrl*T Hanging Indent va{¦t± £ӿÅcÂc VǙmîǙk ~s¦{~¦ y¦kî 
Ctrl*U Underline u¢Rr a{î| |b¦ot¨ t¨f® |¨kÌ a{~¦ y¦kî 
Ctrl*V Paste Éǆ|uw±mû 'y®y{Ì(y¦R {£î| y¦Æ£p¨ a¢û{t¦ Ǧq¦t u{ Xy®{~¦ y¦kî 
Ctrl*W Close Window §~Ǚm± wRs a{~¦ y¦kî 
Ctrl*X Cut u¢Rr a{î| y¦Æ£p̈t® m±aɹ©y®Ǚky¦Rq̈ ɱª{ a{Ì Éǆ|uw±mû 'y®y{Ì(y¦R 
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 °kûak-aÌ ay¦Ǚm Xuz±c 
Xy®{~¦ y¦kî 

Ctrl*Y Redo g®ǡ|® Uu~¦y¦R U~®| ay¦Ǚmt± v{Ì Ty| a{~¦ y¦kî 
Ctrl*Z Undo g®ǡ|® Uu~¦y¦R U~®| ay¦Ǚmt¨ T¢{ {ń a{~¦ y¦kî 
Ctrl*Ÿ One word right a¢û{t® \a  ǜr Ɏkɾ©R hyö w¦ɧ© |V h~¦ y¦kî 
Ctrl*Ŷ One word left a¢û{t® \a  ǜr Ɏkɾ©R m¦ẅ w¦ɧ© |V h~¦ y¦kî 
PgUp Page Up m±aɹ©y®Ǚk \a Ǧ̰Ìt Ɏkɾ©R Xu{ b¢®m~¦ y¦kî 
PgDn Page Down m±aɹ©y®Ǚk \a Ǧ̰Ìt Ɏkɾ©R ẗf® b¢®m~¦ y¦kî 
Home Beginning of line ~pûy¦t |¨kÌt¨  ŬUpy¦R a¢û{ |V h~¦ y¦kî 
End End of line ~pûy¦t |¨kÌt¨ ֜py¦R a¢û{ |V h~¦ y¦kî 
Ctrl*Home Top of document a¢û{ m±aɹ©y®Ǚkẗ  ŬUpy¦R |V h~¦ y¦kî 
Ctrl*End End of document a¢û{ m±aɹ©y®Ǚkt¦ ֜ py¦R |V h~¦ y¦kî 
Ctrl*Shift*D Double Underline u¢Rr a{î| |b¦ot¨ t¨f® mw| |¨kÌ a{~¦ y¦kî 
Ctrl*Shift*W Word Underline  ǜrt¨ t¨f® |¨kÌ a{~¦ y¦kî 
Ctrl*Shift*A All Caps u¢Rr a{î|¦ |b¦ot¦ py¦y Tĩ{± aî§uk| a{~¦ y¦kî 
Ctrl*Shift*K Small Caps u¢Rr a{î|¦ |b¦ot¦ Tĩ{± Ǧy±| aîǚ¢ Ǧ~Ŭu® r ¦û~~¦ y¦kî 

(Xr¦£{o 9 HELLO WORLD) 
Ctrl*Shift  Superscript u¢Rr a{î| |b¦ot® |̈kÌq̈ q±ɬ©R Xu{ |b~¦ y¦kî (Xr¦£{o 9 

X2) 
Ctrl*= Subscript u¢Rr a{î| |b¦ot® |̈kÌq̈ q±ɬ©R ẗf® |b~¦ y¦kî (Xr¦£{o 9 

H2O) 
Ctrl* 
Spacebar 

Erase formatting u¢Rr a{î| |b¦ot® Uu®ɾ©R v±yïÆkÂc {ń a{~¦ y¦kî 

Ctrl*Shift*> Increase font size u¢Rr a{î| |b¦ot¦ Tĩ{ɳ©R ar ~s¦{~¦ y¦kî 
Ctrl*Shift*< Decrease font size u¢Rr a{î| |b¦ot¦ Tĩ{ɳ©R ar dk¦m~¦ y¦kî 
Ctrl*1 Single line spacing u¢Rr a{î| va{¦ẗ |̈kÌ_ ~ǋf® \a |̈kÌ Ɏkɾ©R Ǧu®¢ԓc {¦b~¦ 

y¦kî 
Ctrl*5 One and half line 

spacing 
u¢Rr a{î| va{¦ẗ |̈kÌ_ ~ǋf® r±n |̈kÌ Ɏkɾ©R Ǧu®¢ԓc {¦b~¦ 
y¦kî 

Ctrl*2 Double line spacing u¢Rr a{î| va{¦ẗ |̈kÌ_ ~ǋf® w® |̈kÌ Ɏkɾ©R Ǧu®¢ԓc {¦b~¦ 
y¦kî 

Ctrl*Enter Page Break a¢û{ £±z p® Ǧq¦t®q̈ tʀ©R u¦ɳ©R  Ŭ a{~¦ y¦kî 
Ctrl*Shift*8 Show/Hide v±yïÆkÂc y¦kît¦ Tĩ{± r ¦û~~¦ aî T́Ǥz wt¦~~¦ y¦kî 



 

ᴀᴀᴀ-׳״ᴌᴒ ᴙᴦᴜ ᴀᴀᴀ*  85   

 °kûak-aÌ ay¦Ǚm Xuz±c 
Ctrl*Alt*I Print Preview §̈́Ǚk |®p¦ u£î|¦ m±aɹ©y®Ǚkt± rîb¦~ h±~¦ y¦kî 
Ctrl*Shift*G Word Count m±aɹ©y®Ǚky¦R Xy®{î|¦ Tĩ{±+  ǜr±+ |̈kÌ_ Tt® va{¦ẗ ¢RǇz¦ 

co~¦ y¦kî 
Alt*Shift*D ᴑᴧᴜᴙᴱMᴫ ᴁᴙᴬᴝ Uht¨ p¦{Ìb Xy®{~¦ y¦kî 
Alt*Shift*T Current Time TǕz¦{t± ¢yz Xy®{~¦ y¦kî 
Alt*Ctrl*V Paste Special §~ ®¡ §~aǡu± ¢¦q® Lu®ǦkM ay¦Ǚm ¢Æ̰z wt¦~~¦ y¦kî 
Alt*Ctrl*F Footnote Lūkt±kM Xy®{~¦ y¦kî 
Alt*Ctrl*D Endnote L\Ǚmt±kM Xy®{~¦ y¦kî 
Alt*Ctrl*M Comment u¢Rr a{î| |b¦o y¦kî tӼs Xy®{~¦ y¦kî 

kîw| 3.1 y¦W̰±¢±Ǜk ~mû 2010y¦R Xu|ǜs  °kûak-aÌ 
 
m±aɹ©y®Ǚkẗ {ft¦ r{Ǟz¦t Xuz±cy¦R |V  a¦z p®~¦R a¦zԃ ֜ c®t¦ ɸª}ɷªp §~aǡu± Tt® p®ẗ  °kûak-aÌ 
§~ ®ẗ ff¦û az¦û w¦r £~® Uuo® y¦W̰ ±¢±Ǜk ~mû Ō¦{¦ ɴª{Ì u¦m~¦y¦R U~p̈ aîk|̈a §~§ ǥk ʃ©§~s¦_ 
§~ ® Ţoa¦{Ì y®}~¨\- 
 
py¦{Ì ̈́c§p fa¦¢±  
 

 
 
3.3-2 y¦W̰±¢±Ǜk ~mûy¦R v±yïkԓc  (ᴃᴧᴪᴥᴙᴬAᴡᴦᴟ ᴡᴦ Microsoft Word File) 
 
~mû {ëu (Word Wrap) : y¦W̰ ±¢±Ǜk ~mû |b¦o ¢¦q® Åf̿  Xy®{~¦ẗ ʃ©§~s¦ ɴª{Ì u¦mî g®- |b¦oẗ ~ǋf® 
Åf̿ t® T|c T|c {Ìp® c±l~~¦ẗ {Ìp y¦kî ɧ©r¦ ɧ©r¦ §~aǡu± ~mû{ëu ay¦Ǚm Ō¦{¦ y®}~¨  a¦z g®- ~mû{ëu 
ʃ©§~s¦ \a Xr¦£{oẗ yrrq̈ ¢yţ\-   
¶ \a t~̈ v¦W| b±|̈ p®y¦R w®q̈ ̿o va{¦ Ɏkɾ©R |b¦o k¦Wu a{±- Tt® Æ{wty¦R U~®|¦ Insert kîw 
u{ Éǆ|a a{Ì p®y¦R U~®| Picture §~aǡu u¢Rr a{±- Uy a{~¦q̈ Uɠ«§p 3.22y¦R r ¦û~~¦y¦R U~®| 
Insert Picture m¦z|±c w±ǆ¢ {ɧª a{~¦y¦R U~ ®-  

 

1. ᴯᴧᴪᴜy¦R py¦{¦ c¦y. £î{ §~¡®t¨ y¦Æ£p¨ r ¦û~p¨ v¦W| wt¦~± Tt® p®t® py¦{¦ c¦y. £î{t¦ 
t¦yq¨ ¢®~ a{±    
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Uɠ«§p 3.21 Insert Picture m¦z|±c w±ǆ¢ Ō¦{¦ Åf̿  Xy®{ʀ©R 

 
¶ Åf̿t¨ hŬ{Ì v¦W| u¢Rr a{Ì Insert wkt u{ Éǆ|a a{~¦q̈ m±aɹ©y®Ǚky¦R Åf̿  Xy®{~¦y¦R U~ ®- 
m±aɹ©y®Ǚky¦R Åf̿  Xy®z¦û ugÌ Ǧ̰Ìtt± rîb¦~ Uɠ«§p 3.22y¦R r ¦ûǣz± g®- 

¶ |b¦ot® Åf̿ ẗ U¢u¦¢ aî~̈ {Ìp® c±l~ʀ©R p® y¦kîẗ {Ìpt® ~mû{ëu p{Ìaî _}b~¦y¦R U~® g®- Åf̿  
u{ ~mû{ëut¨ In Line with Text ̈́a¦{t¨ c±l~o ɴª~û§ts¦ûÆ{p {Ìp® a{î| £±z g®- 

¶ Åf̿ u¢Rr a{~¦q¨ Æ{wt u{ h±~¦ y}p¦ Picture kîw u{ Éǆ|a Uu~¦q¨ Wrap Text wkt h±W 
 a¦z g® Ɏt¦ Ō¦{¦ ~mû{ëut¦ TǙz §~aǡu±t± Xuz±c a{Ì  a¦z g®- p®t¦ §~aǡu Ǧ~Ŭu® Åf̿ Xu{ 
{¦Wk Éǆ|a a{Ìt® ɡª|p¦ a±ǙkîǆǦk y®ɳ©y¦R U~®|¦ Wrap Text t¦yt¦ ¢wy®ɳ©t± Xuz±c uo a{Ì  a¦z 
g®- 

¶ Wrap Text Ō¦{¦ Åf̿t¨ U¢u¦¢ |b¦ot® c±l~~¦ y¦kî ɴª{¦R u¦m~¦y¦R U~p¦ §~aǡu±t¦ t¦y+ 
Xuz±c Tt® Xr¦£{o t¨f® Uu®| kîw| 3.2y¦R r ¦ûǣz¦ g®- 
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Uɠ«§p 3.2¹ m±aɹ©y®Ǚky¦R |b¦o ~ǋf® Åf̿  Xy®{ʀ©R 

 
§~aǡu Xuz±c Xr¦£{o 
In Line 
with 
Text 

Åf̿t® |b¦o Ǧ~Ŭu® c±l~~¦ 
y¦kî 

ɧ©_ Uɠ«§p 3.22 

Square |b¦ot® Åf̿t¨ f¦{îw¦ɧ© 
c±l~~¦ y¦kî 

 
Tight |b¦ot® Åf̿ ẗ f¦{îw¦ɧ© ɥ©Ǧp 

{Ìp® c±l~~¦ y¦kî 

 






































































































































































































































































































































































































































































































































































































































































































