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pwT-1 (AYm.AYs. vrf ivc tybl Aqy myl mrj dy nwl kMm krnw) 
 

;jh T[~so dh u'D eoe/ \kbh EktK Go'^ 

1)  tZy^tZy ;?~bK ftZu nZr/ ikD bJh N/pb ftu N?p ehn dh tos'A ehsh iKdh j? . 

a. kMtrol  A. iSPt  e. tYb   s. hom 
2)  N/pb pNB fJB;oN N?p ftZu w"i{d j[zdk j? . 

a. hom   A. lyAwaUt  e. iensrt  s. ivaU   h. koeI vI nhIN 
3)  n;hA ekbw dh u"VkJh N/pb ro[Zg d/ gqkgoNhI pNB s'A pdb ;ed/ jK . 

a. slYkt  A. ivaU   e. gir`f lweIn  s. pRwprtIz  h. koeI vI nhIN 
4)  woIv vke{w?AN ftZu N?e;N j[zdk j? i' ;kohnK fuZmhnK gqkgs eoB tkfbnK B{z G/fink iKdk j? . 

a. fwtw sors  A. mrjf fwkUmYNt e. swry hI  s. koeI vI nhIN 
5) vkNk ;'o; ftZu w/fbzr fb;N j[zdh j? . 

a. fwtw sors  A. mrjf fwkUmYNt e. swry hI  s. koeI vI nhIN 
 

;jh$}bs dZ;'^ 
1)  Shift + Tab  ehn Bkb nrb/ ;?~b ftZu iKd/ jB .      }bs  

2)  o'n ns/ ekbw d/ ekN B{z ;?~b efjzd/ jB .       ;jh 

3)  vkNk ;'o; tov dk T[j vke{w?AN j[zdk j? fi; ftu d{;fonK B{z G/ih ikD tkbh ;{uBk j[zdh j?. }bs 

4)  N/pb ro[Zg ftZu ;gfbZN nkgPB j[zdh j? .       ;jh 

5)  ;?~bK B{z N/pb ftZu woI BjhA ehsk iKdk .       }bs 

 
S'N/ T[~soK tkb/ gqPB 

gqPB 1H vke{w?AN ftu N/pb fJB;oN eoB d/ fe;/ fJe sohe/ dk BK dZ;'. 

T[~so^ vke{w?AN ftu N/pb fJB;oN eoB d/ keI sohe/ huMdy hn[ iehnW ivcoN mùK qrIky ies pRkwr hn: 
 vokn N/pb 

 tybl btn dI vrqoN nwl 
 iensrt tybl AwpSn dI vrqoN nwl 

gqPB 2H ;gfb~N ;?~b nkgPB dh tos'A pko/ dZ;'. 

T[~so^ ;gfb~N ;?~b nkgPB dh tos'A N/pb d/ fe;/ ;?~b B{z d' iK fInkdk ;?~bK ftu tzvD leI kIqI jWdI hY[ies AwpSn 
nwl iek sYl nUM keI roAz jW kwlmW ivc vMifAw jw skdw hY[ 

 

gqPB 3H e'Jh fJZe sohek dZ;', fi; d[nkok ekbw dh u"VkJh pdb ;ed/ jK < 

T[~so^ kwlm dI cOVweI bdlx dy keI qrIky hn[wkT{; dh ;jkfJsk Bkb ekbw dh u"VkJh AswnI nwl pdbh ik ;edh 

j?. kwlm dI cOVweI bdlx leI wkT{; g[nkfJzNo B{z ekbw dh pkvo bkJhB s/ b? e/ ikT[ ns/ efbZe eoe/ bwfr nUM  
b'VhAdh u"VkJh se fyZu'. fco wkT{; pNB SZv fdT[. ies qrWH kwlm dI cOVweI bdl jwvygI[ 
gqPB 4H woiv ;?~b nkgPB dh tos'A dZ;'. 

T[~so^ woiv ;?~b nkgPB dh tos'A Bkb n;hA d' iK do qoN tZX ;?~bK B{z woi eoe/ fJe ;?~b pDk ;ed/ jK. 

 

gqPB 5H vkNk ;'o; eh j? < 

T[~so^ fwtw sors AYm.AYs. vrf ivc tZy^tZy gfsnK (Addresses) dh fJe fb;N j[zdh j?. iesdI vrqoN myl mrz 
AwpSn ivc kIqI jWdI hY[ 
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gqPB 6H w[Zy vke{w?AN eh j[zdk j? < 

T[~so^ AYm.AYs. vrf ivc w[Zy vke{w?AN T[j d;skt/I j[zdk j? fi; ftu d{;fonK B{z G/ih ikD tkbh sWJI ;{uBk j[zdh j?. 

iesdI vrqoN myl mrz AwpSn ivc kIqI jWdI hY[ 
 

t~v/ T[soK tkb/ gqPB^ 
gq 1H Ppd w/b woi s'A s[;hA eh ;wMd/ j' < w/b woi B{z eoB d/ ;N?~g dZ;'. 

T[~so^ w/b woi AYm. AYs. vrf dI iek mhqv̀pUrn ivSySqw hY[ iesdI vrqoN nwl AsIN iksy dsqwvyj nUM iek qoN v̀D 
ivAkqIAW nUM AwswnI nwl Bys skdy hW[ ies ivc swnUM do PweIlW iqAwr krnIAW pYNdIAW hn:  

 fwtw sors: fwtw sors ivc v`K-v`K piqAW dI ilst huMdI hY[  
 mu`K fwkUmYNt: mu`K fwkUmYNt ivc dUsirAW nUM ByjI jwx vwlI sWJI sUcnw huMdI hY[  

 
myl mrj krn dy stYp ies pRkwr hn: 

1) Mailing N?p s/ efbZe eo'. 

2) Start Mail Merge pNB s/ efbZe eo'. 

3) Step by Step Mail Merge Wizard s/ efbZe eo'. 

4) Mail merge ivjwrf pyn ;Zi/ gk;/ y[ZbQ ikt/rh. ies 
ivc 6 stYp huMdy hn[ 
5) id`qIAW geIAW hdwieqW Anuswr AwpSnw dI cOx kro 
Aqy Next ilMk aupr kil`k krdy jwE[ 
6) swry stYp pUry ho jwx qoN bwAd swry sMdyS v̀K-v`K 
piqAW nwl iqAwr ho jwxgy[ 

 

 

gq 2H n;hA nkgD/ vke{w?AN ftu N/pb fe; soQK fJB;oN eoKr/< fe;/ fJe 

sohe/ dh ftnkfynk eo'. 

T[~so^^ vke{w?AN ftu N/pb fJB;oN eoB d/ fszB sohe/ jB^ 

1) N/pb pNB dh tos'A eoe/ 

2) fJB;oN N/pb nkgPB dh tos'A eoe/ 
3) vokn N/pb nkgPB dh tos'A eoe/. 

N/pb pNB dh tos'A eoe/ N/pb pDkT[Dk: 
1) nkgD/ vke{w?AN ftu T[; EK s/ efbZe eo' fiZE/ s[;hA N/pb pDkT[Dk 

ukj[zd/ j'. 

2) fJB;oN N?p s/ N/pb ro[Zg ftu N/pb pNB T[~s/ efbZe eo'. 

3) rfoZv ftZu b'VhAd/ o'nI ns/ ekbwI T[~s/ wkT{; g[nkfJzNo 

xwkT[. 

4) fJ; soQK eoe/ vke{w?AN d/ tofezr J/ohJ/ ftu N/pb fJB;oN j' 

ikt/rk. 

 

 

gq 3H N/pb dh nbkJhBw?AN eoB dk sohek dZ;'. 

T[~so^^ N/pb dh nbkJhBw?AN eoB dk sohek j/m fby/ nB[;ko j?^ 

1) N/pb ftu fe;/ th EK s/ efbZe eo'. 

2) Layout  N?p s/ efbZe eo'. 

3) Table group s/ Properties pNB s/ efbZe eo'. 

4) vkfJbr pke; ftu  Table Tab B{z f;b?eN eo'. 

5) nkgDh g;zd w[skfpe nbkJhBw?AN u[D'^ 

6) Ok  pNB s/ efbZe eo'. 
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gkm^2 (ieMtrnYt) 

ykbh EKtK Go' 

1) fJNoB?PBb B?~Ntoe nk| ezfgT{No B{z fJzNoB?~N fejk iKdk j?. 

2) WWW dk wsbp j? tobv tkJhv t?~p. 

3) u?fNzr d[nkok nkBbkJhB fJzNoB?~N s/ rZbpks ehsh iKdh j?. 

4) Jh^w/b w/b G/iD dk ;G s'A s/I sohek j?. 

5) w'vw fJZe :zso j? i' ezfgT{No B{z N?bhc'B Bkb i'Vdk j?. 

;jh$}bs dZ;' 

1) t?p g/i t?p;kJhN d/ ;w{j B{z efjzd/ jB.     }bs 

2) fJzNoB?~N n?e;gb'oo ISP  d/ Bkw B{z fejk iKdk j?.    }bs 

3) c/; p[Ze fJZe gqf;ZX ;'Pb B?~Ntofezr ;kJhN j?.    ;jh 

4) fJzNoB?~N ezfgT{No B?~Ntoe d[nkok ;zuko eod/ jB.    ;jh 

5) t?~p ;kJhN fJZe ;k|Nt/no j? i' t?~p s'A ;{uBk d/yD bJh tofsnk iKdk j?. }bs 

S'N/ T[~soK tkb/ gqPB 

gqPB 1H fJzNoB?~N eh j? < 

T[~: ieMtrnYt dw ArQ hY ieMtrnYSnl nYtvrk AwP kMipaUtrz[ ies nUM nYtvrk AwP nYtvrks vI ikhw jWdw hY[ 
fJzNoB?~N kMipaUtrW dw T[j B?~Ntoe j? i' ;koh d[BhnK ftu c?fbnk j'fJnk j??. 

gqPB 2H fJzNoB?~N ;oft; gq'tkJhvo dh T[dkjoB fdT[. 

T[^ fJzNoB?~N ;oft; gq'tkJhvoW dhAW Awm T[dkjoB hyT ilKy Anuswr hn:  
 BSNL  (bI.AYs.AYn.AYl.) 
 Airtel (eyArtỲl) 

 JIO (jIE) 
 Idea  (AwiefIAw)  

gqPB 3H Jh^ekwo; s'A s[;hA eh ;wMd/ j' < 

T[^eI-kwmrs dw pUre nW ielYktRoink kwmrs[ fJzNoB?~N dh wZdd Bkb tgko eoB B{z Jh^ekwo; efjzd/ jB. eI-kwmrs 
dI mdd nwl AsIN iksy vI smyN Gr bYTy koeI vI cIz KrId skdy hW[ 
gqPB 4H WWW  eh j? < dZ;'. 

T[^ WWW dk noE j? tobv tkfJp t?~p. iesnMU web jW W3 dy nW nwl vI jwixAw jWdw hY[ ieh vYb srvrW dw 
iek smUh huMdw hY[ vrlf vweIf vYb ivc sUcnw nUM vYb pyjW ivc stor kIqw jWdw hY[ vYbpyzW nUM dyKx leI vYb-
bRwauzr (web-browser) (ieMtrnY`t Ayksplorr Awid) dI vrqoN kIqI jWdI hY[ 
gqPB 5H fJzNoB?~N e[B?ePB dhnK fe;wK dZ;'. 

T[^ fJzNoB?~N e[B?ePB dhnK j/m fbyhnK fe;wK jB^ 

 vkfJb ng (Dial Up) 
 pqkv p?Av (Broadband) 

 tkfJob?; (Wireless) 
 vhHn?~;Hn?~b (DSL) 

 nkJhHn?~;HvhHn?~B (ISDN) 

gqPB 6H Jh^w/b pko/ dZ;'. 

T[^ eI-myl dw pUrw nW ielYktoRink myl hY[ ieh fJzNoB?~N dh T[j ;[ftXk j? fi; okjhA n;hA d[BhnK ftu fe;/ th ivAkqI 
nUM iksy vI smyN ;zd/P G/i ;ed/ jK Aqy pRwpq kr skdy hW[ eI myl rwhIN tYkst, qsvIr jW iksy vI iksm dI PweIl ByjI 
Aqy pRwpq kIqI jw skdI hY. 
gqPB 7H t?~p ;ofuzr eh j?<  

T[^ ;ofuzr dk noE j? e[ZM bZGDk. t?~p ;ou t?~p g/iK B{z bZGD dh gqfefonk j?. vYb pyzW nUM l`Bx leI src ieMjx dI 
vrqoN kIqI jWdI hY[ src ieMjx fJe' fij/ t?~p g/iK B{z fJZe' EK s/ fJeZso eodk j??. gUgl (Google) src ieMjx sB qoN 
v`D vriqAw jwx vwlw src ieMjx hY[ 
gqPB 8H fJzNoB?~N tk;s/ fejVhnK^fejVhnK jkovt/no Io{oh jB< 

T[^ jkovt/no Io{osK^ 

 fJe go;Bb ezfgT{No (PC) 
 128 MB iK ies qoN tZX o?w (RAM) 

 N?bhc'B bkJhB e[B?ePB  

 w'vw (MODEM) 

 

tZv/ T[~soK tkb/ gqPB 

gqPB 1H w'vw eh j? < w'vw dhnK fe;wK ns/ ocsko dZ;'. 

T[~so^^ mwfm dw pUrw nw mwfUlytr ifmwfUlytr (Modulator Demodulator) hY[ ieh iek sMcwr XMqr hY[ ies dI 
vrqoN ifzItl isgnl (digital signal) nUM AYnwlwg isgnl (Analogue singal) Aqy AYnwlwg isgnl nUM ifzItl 
isgnl ivc qbdIl krn leI kIqI jWdI hY[ fJzNoB?~N ubkT[D tk;s/ fJ;dh Io{os g?Adh j?. 
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w'vw d' gqeko d/ j[zd/ jB^ 

1) nzdo{Bh w'vw: iesnUM isstm XUint dy AMdr lgwieAw jWdw hY[ iesdI rPqwr bwhrI 
mwfm dy mukwbly G`t huMdI hY[ 

2) pkjoh w'vw: ieh kMipaUtr qoN Al`g iek v`Krw XMqr huMdw hY[ iesdI rPqwr 
AmdrUnI mwfm dy mukwbly ijAwdw huMdI hY[ 

Awm qOr qy mwfm dI rPqwr 56Kbps huMdI hY[ 
 

gqPB 2H B?~Ntoe ns/ fJzNoB?~N d[nkok ehs/ iKd/ ezwK pko/ dZ;'. 

T[~so^^ fJzNoB?~N s/ eJh gqeko d/ ezw ehs/ ik ;ed/ jB fijBK ftu'A e[ZM ezw j/mK fdZs/ rJ/ jB: 
1) ieMtrnYt swnUM dunIAW dIAW KbrW Aqy v`K-v`K iviSAW nwl sMbMDq jwxkwrI pRdwn krdw hY[ 
2) ieh klw Aqy mnorMjn dw swDn hY[ 
3) ies nwl AsIN keI qrWH dIAW cIzW Gr bYTy KrId skdy hW[ 
4) iesdI vrqoN nwl AsIN dunIAw dy iksy vI kOny ivc sMdyS imMtW sikMtW ivc Byj skdy hW[ 
5) ies rwhIN AsIN ishq Aqy qMdrUsqI sMbMDI jwxkwrI hwisl kr skdy hW[ 
6) ies nwl AsIN cYitMg kr skdy hW[ 
7) ies nwl AsIN Gr bYTy hI rylvy, jhwjW Awid dIAW itktW bu`k kr skdy hW[ 
8) ieh swnUM vIfIE kwnPrYNisMg dI suivDw pRdwn krdw hY[ 

 
gqPB 3H fJzNB?~N dhnK ;/tktK pko/ ft;Eko Bkb dZ;'. 

T[~so^ ieMtrnYt dIAW mu`K syvwvW ies pRkwr hn:  
1) Jh^w/b^ fJ; okjhA d[BhnK ftu fes/ th ;zd/P G/fink ik ;edk j?. 

2) u?fNzr^ fJzNoB?~N okjhA rZbpks eoB B{z u?fNzr fejk iKdk j?. 

3) Jh^ekwo;^ fJzNoB?~N dh wZdd Bkb tgko eoB dh ;/tk B{z Jh^ekwo; efjzd/ jB. 

4) ;ofuzr^ fJzNoB?~N s/ n;hA fe;/ th gqeko dh ikDekoh bZG ;ed/ jK. 

5) ;ofczr^ fJzNoB?~N s/ t?p;kJhN d/yD dh gqfefonk B{z ;ofczr fejk iKdk j?. 

6) thvhE ekBco?Af;zr^ thvhE ekBco?Af;zr e?wo/ dh wZdd Bkb rZbpks eoB dh ;j{bs j?. 

7) ckJhbK B{z vkT{Bb'v eoBk- ieMtrnYt qoN AsIN hr qrWH dIAW PweIlW fwaUnlof kr skdy hW[  
 

gkm^3 (ienPwrmySn tYknOlojI nwl jwx pCwx) 
ykbh EktK Go' 

1) vkT{Bb'fvzr dk wsbp j? fe ezfgT{No fJzNoB?~N s'A vkNk gqkgs eo fojk j?. 

2) t?p;kJhN dk fijVk g/i y[ZbQdk j?, T[; B{z t?~p g/i fejk iKdk j?. 

3) nkZBbkJhB dk wsbp j?, fJzNoB?~N Bkb i[V/ j'Dk. 

4) ;of|zr dk noE j? fe fJZe t?~p;kJhN s'A d{i/ t?p;kJhN s/ ikDk. 

5) Jh^ekwo; fJZe soQK dh fJb?~eNokfBe ekwo; j? i' T[gG'rsk B{z f;ZXk jh fJzNoB?~N s'A uhIK dh yohddkoh eoB dh 

nkfrnk fdzdh j?. 

;jh$rbs dZ;' 

1) fe;/ th p'ov iK :{Bhtof;Nh dk foIbN nkBbkJhB t/fynk ik ;edk j?.  ;jh 

2) n;hA i/eo nkZcbkJhB jK sk th t?~p ;of|zr eo ;ed/ jK.    }bs 

3) t?~p ;kJhN ftZu fJZe jh t?~p g/i j[zdk j?.      }bs 

4) t?~p ;ou Bkb n;hA nkgD/ t?~p g/iK B{z d/y ;ed/ jK.     ;jh 

5) jo t?~p g/i dk nkgDk t?~p;kJhN n?vo/; j[zdk j?.     ;jh 

S'N/ T[~soK tkb/ gqPB^ 

gqPB 1H fJBcow/PB N?eB'b'ih (IT)eh j?< 

T[~so^ fJBcow/PB N?eB'b'ih kMipaUtr hwrfvyAr Aqy swPtvyAr nwl sMbMDq hY[ iesnUM IT nW nwl vI jwixAw jWdw hY[ 
iesdI vrqoN sUcnwvW nUM pRosYs krn, stor krn Aqy tRWsPr krn leI kIqI jWdI hY[ iksy vI dyS dI qr`kI ivc 
ienPwrmySn tYknolojI dw vf̀w Xogdwn huMdw hY[ 

gqPB 2H t?~p ;kJhN eh j?< 

T[~so^ fJZe iK fJZe s'A fInkdk t?p g/iK d/ fJZem B{z t?~p ;kJhN fejk iKdk j?. vYbsweIt dy pyz Awps ivc hweIprilMks 
dI shwieqw nwl ilMk kIqy huMdy hn[ hryk vYb pyz dw ie`k ivl`Kx AYfrYs huMdw hY ijsnUM URL ikhw jWdw hY[ 
gqPB 3H w'pkJhb N?eB'b'ih dk eh noE j?< 

T[~so^ w'pkJhb N?eB'b'ih ienPwrmySn tYknolojI dw ie`k Bwg hY[ iesdI vrqoN nwl sMswr dy dUr-durwfy ielwikAW nwl 
sMcwr sMBv ho sikAw hY[ ies N?eB'b'ih B/ ;zuko dk fujok g{oh soQK pdb fdZsk j?. 
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gqPB 4H nkZBbkJhB Pkfgzr eh j?< 

T[~so^ nkZBbkJhB Pkfgzr ielYktRoink kwmrs jW vpwr dw iek qrIkw hY[iesdI vrqoN fJzNoB?~N rwhIN uhIK iK ;/tktK nUM 
KrIdx leI kIqI jWdI hY[ AwnlweIn SwipMg nwl AsIN Gr bYTy koeI vI cIz AwswnI nwl KrId skdy hW[ 
gqPB 5H B?~N p?Afezr eh j?< 

T[~so^ nYt-bYNiMkMg nUM AwnlweIn bYNikMg vI ikhw jWdw hY[ nY`t bYNikMg ny bYNkW ivc kMm kwj dw qrIky pUrI qrWH bdl ky r`K 
id`qw hY[ nY`t-bYNikMg nwl AsIN ieMtrnYt dI vrqoN krky bYNkW nwl sMbMDq kMm kwj Gr bYTy hI kr skdy hW[ audwhrx 
leI: Awpxy bYNk Kwqy dI jwxkwrI pRwpq krnw, pYsy tRWsPr krnw, ib`l Brnw Awid[ 
gqPB 6H vkT{Bb'fvzr s'A s[;hA eh ;wMd/ j'< 

T[~so^^ vkT{Bb'fvzr dk noE j/? fe ;kvk ezfgT{No fJzNoB?~N d/ iohJ/ vkNk gqkgs eo fojk j?. AsIN 
ieMtrnYt qoN keI iksmW dIAW PweIlW fwaUnlof krky vrq skdy hW[ 
gqPB 7H t?~p ;of|zr eh j[zdh j?< 

T[~so^ vY`b sriPMg qoN Bwv hY iksy jwxkwrI nUM l`Bdy hoey fJZe t?~p ;kJhN s'A d{ih t?~p ;kJhN s'A ikDk. 

ies dw iek hor ArQ hY – ieMtrnYt au`qy smW ibqwauxw[ 
tZv/ T[~soK tkb/ gqPB 

gqPB 1H nkBbkJhB foIbN d/yD dk sohek d';'. 

T[^ nkBbkJhB foIbN d/yD dk sohek j/m fby/ nB[;ko j?. 

1) ;G s'A gfjbK t?~p pqkT{Io y'bQ'. 

2) n?vo?; pko ftu t?~p ;kJhN dk nvo?; pseb.ac.in NkJhg eo' ns/ n?ANo ehn dpkT[. 

3) Result nkgPB s/ efb~e eo'. 

4) Matriculation Examination Result s/ efbZe eo'. 

5) Year  of examination  u[D'. 

6) nkgDk o'b Bzpo jW nW Bro. 
7) Find Result  btn s/ efbZe eo'. 

8) s[jkvk foIbN ;eohB s/ nk ikt/rk.  

gqPB 2H ;of|zr ns/ ;ofuzr ftu eh |oe j?< 

T[~so^^ ;of|zr ns/ ;ofuzr ftu j/m fbfynk |oe j?̂  

;of|zr ;ofuzr 

1) ;of|zr dk noE j? fe;/ t?p ;kJhN B{z d/yDk. 

2) ieh ;ofuzr s'A pknd b'VhAdh t?p;kJhN d/yD 

dh gqfefonk j?. 

3) ;of|zr tk;s/ ;ou fJziD dh tos'A BjhA ehsh 

iKdh j?. 

1) ;ofuzr dk noE j? ikDekoh bZGDk. 

2) ;ofuzr T[d'A tosh iKdh j? id'A ;kB{z t?p;kJhN pko/ 

g{oh ikDekoh BjhA j[zdh. 

3) ;ofuzr tk;s/ ;ou fJziD dh tos'A ehsh iKdh j?. 

gqPB 3H nkZBbkJhB ns/ nkZ|bkJhB ftu eh |oe j?< 

T[~so^^ nkZBbkJhB ns/ nkZ|bkJhB ftu j/m fby/ nzso jB^ 

nkZBbkJhB nkZ|bkJhB 

1) nkZBbkJhB dk noE j? fJzNoB?~N Bkb i[V/ j'Dk. 

2) nkZBbkJhB ftu ckJhbK ;oto iK t?p ;kJhNK s/ 

y'bhQnK iKdhnK jB. 

1) nkZ|bkJhB dk noE j? fJzNoB?~N Bkb i[V/ Bk j'Dk. 

2) nkZ|bkJhB ftu ckJhbK, ezfgT{No s/ y'bhQnK 

iKdhnK jB. 

gqPB 4H fJBcow/PB N?eB'b'ih dh Io{os dh ftnkfynk eo'. 

T[~so^^ fJBcow/PB N?eB'b'ih dh Io{os j/m fby/ y/soK ftu tos'A eoB bJh gJh^ 

1) tgko ns/ T[d:'rK bJh^ tgko ns/ T[d:'rK ftu kMmkwr sOKw eoB leI fJBcow/PB N?eB'b'ih dI vrqoN kIqI 
jWdI hY[ 

2) xoK ftu^ xoK ftu fJBcow/PB N?eB'b'ih dh b'V ;zuko, f;Zfynk ns/ wB'oziB eoB leI kIqI jWdI hY[ 
3) f;ybkJh bJh^ fJBcow/PB N?eB'b'ih dh b'V frnkB jk;b eoB leI Aqy v`K-v`K KyqrW ivc isKlweI pRwpq 

krn leI kIqI jWdI hY[ 
 

gkm^4 (pwvrpuAwieMt nwl jwx pCwx) 
ykbh EktK Go' 

1) gkto^g[nkfJzN fJZe gq?IBN/PB gq'rokw j?. 

2) gkto^g[nkfJzN d/  5  ftT{ jB. 

3) ;bkJhv ;'oNo ftT{ ftZu s[;hA ;bkJhv ftubh ;wZroh dh eKN^SKN BjhA eo ;ed/. 

4) gq?IBN/PB B{z  6  sohfenK okjhA pDkfJnk ik ;edk j?. 

5) ;wkoN nkoN dhnK  8  P/DhnK j[zdhnK jB. 
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S'N/ T[~soK tkb/ gqPB 

gqPB 1H gkto^g[nkfJzN eh j?< 

T[~so^ gkto^g[nkfJzN fJe n?gbhe/PB ;k|Nt/no j?. ies dh tos'A gqGktPkbh gqI?BN/PB fsnko eoB tk;s/ ehsh iKdh 

j?. fJj wkJheo' ;k|N ezgBh dk T[sgkd j? ns/ AYm.AYs. nkf|; dk iek Gkr j?. 

gqPB 2H gq?IBN/PB *s/ B'N fby'. 

T[~so^ gq?IBN/PB eJh ;bkJhvK dk ;w{j j[azdk j? i' fe fe;/ \k; ftP/ s/ pDh j[zdh j?. gq?IBN/PB ftu fgeuo, N?e;N, 

rqk|, ukoN, n?Bhw/PB nkfd j' ;ed/ jB. fJj gkto^g[nkfJzN dh fJe |kJhb ftu ;/t ehsh iKdh j?. 

gqPB 3H gq?IBN/PB fsnko eoB d/ nbZr^nbZr sohfenK d/ BK dZ;'. 

T[~so^ gq?IBN/PB fsnko eoB d/ j/m fby/ sohe/ jB^ 

1) pb?Ae gq?IBN/PB 

2) ohA;?N N?wgb/N 

3) ;?Agb N?wgb/N 

4) Ehw; 

5) wkJh N?gb/N 

6) fBT{ co'w n?vfi;fNzr. 

gqPB 4H n?Bhw/PB eh j?< 

T[~so^ AYnImySn dI vrqoN pRBwvSwlI pRYzntySn bnwaux leI kIqI jWdI hY[ ieh gfjbK s'A bxy bxwey thi{nb fJ|?eN; 

j[azd/ jB. pwvrpuAwieMt ivc iehnW nUM iksy vI vsqU qy lgwieAw jw skdw hY[ ijs vsqU aupr AYnImySn lwgweI jWdI hY 
fJj T[; t;s{ B{z rshwkB kr idMdy hY[ 
gqPB 5H ;bkJhv *s/ B'N fby'. 

T[~so^ ;bkJhv gkto^g[nkfJzN d/ fJe g/i B{z efjzd/ jB . fJ; g/i s/ j'o nkpi?N fdykJ/ iKd/ jB. gqi?BN/PB fdykT[D d/ 

tes fJe ;w/A fJe ;bkJhv fdykJh fdzdh j?. eJh ;kohnK ;bkJhvK fwb e/ fJe gq?IBN/PB pDkT[AdhnK jB. 

 

tZv/ T[~soK tkb/ gqPB 

gqPB 1H gkto^g[nkfJzN ftu T[gbZpX tZy^tZy ftT{ pko/ ikDekoh fdT[. 

T[~so^^ gkto^g[nkfJzN ftu j/m fby/ 5 ftT{ T[gbZpX j[zd/ jB^ 

1) Bkowb ftT{^ fJj fvckbv ns/ w[Zy ftT{ j?. fJ; ftu n;hA ;bkJhv pDk ns/ n?fvN eo ;ed/ jK.  

2) ;bkJhv ;koNo ftT{^ fJ; ftT{ ftu ;bkJhvK d/ EzwB/bI fdykJh fdykJh fdzd/ jB. fJ; ftT{ dh tos'A ;bkJhvK 

dk eqw pdbD tk;s/ ehsh iKdh j?. fJ; ftT{ ftu n;hA ;bkJhvK n?fvN BjhA eo ;ed/. 

3) B'N; ftT{^ fJ; ftT{ dh tos'A ;bkJhv pko/ ikDekoh fbyD tk;s/ ehsh iKdh j?. fbyh ;{uBk B{z B'N; efjzd/ jB. 

4) ohfvzr ftT{^ fJ; ftT{ B{z go{| ohfvzr (Proof Reading) tk;s/ tofsnk iKdk j?.  

5) wk;No ftT{^ fJ; B{z jN?v nkT{N B'N ivaU vI kihMdy hn[ ieh mu`K slweIfW huMdIAW hn ijs ivc pRYxntySn dI 
swrI jwxkwrI mOjUd huMdI hY[ 
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gqPB 2H j/m fbfynK pko/ ;zy/g B'N fby' -  1H n?Bhw/PB,  2H b/^nkT{N,  3H ;bkJhv NqKihPB 

1H n?Bhw/PB^ AYnImySn dI vrqoN pRBwvSwlI pRYzntySn bnwaux leI kIqI jWdI hY[ ieh gfjbK s'A bxy bxwey thi{nb 

fJ|?eN; j[azd/ jB. pwvrpuAwieMt ivc iehnW nUM iksy vI vsqU qy lgwieAw jw skdw hY[ ijs vsqU aupr AYnImySn lwgweI 
jWdI hY fJj T[; t;s{ B{z rshwkB kr idMdy hY[ 
 

2H b/^nkT{N^ b/^nkT{N fJe ;kXkoB fvIkJhB j[zdk j?. 

fJj ;kB{z ;bkJhv ns/ nkpi?eN dh ;fEsh dZ;dk j?. 

b/^nkT{N eJh gqeko d/ j[zd/ jB. fe;/ ;bkJhv d/ 

b/^nkT{N s/ N?e;N NkJhNb, N/pb, ukoN, efbZg nkoN, 

whvhnk efbZg, ;wkoN nkoN, s;tho iK fgeuo nkfd j' 

;ed/ jB. 

    id'A n;hA BthA ;bkJhv y'bQd/ jK sK b/^nkT{N 

nkgD/^nkg y[ZbQ iKd/ jB. ;bkJhv s/ b/^nkT{N brkT[D d/ 

j/m fby/ ;N?~g j[zd/ jB^ 

a) j'w fopB s/ efbZe eo'. 
b) b/^nkT{N N{b f;b?eN eo'. fJ; ftu g[Zb vkT{B 

fb;N y[Zb/Qrh. 
c) T[; ftu nkgDh g;zd dh b/̂ nkT{N u[D' ns/ n?ANo 

T[~s/ efbZe eo'. 
 

3H ;bkJhv NqKIh;B^ fJe ;bkJhv s'A pknd d{ih ;bkJhv nkT[D s/ i' fti{nb fJ|?eN tos/ iKd/ jB T[jBK B{z ;bkJhv 

NqKihPB efjzd/ jB. gkto^g[nkfJzN ftu tZy^tZy gqeko d/ fti{nb fJ|?eN j[zd/ jB. ;bkJhv NqKihPB brkT[D d/ ;N?~g 

j/m fby/ nB[;ko jB^ 

 

a)  NqKihPB fopB s/ efbZe eo'. 
b)  fe;/ fJe NqKihPB B{z ;b?eN eo'. 
c)  NqKihPB ;kT{v, ;ghv ns/ nvtK; ;bkJhv AwpSnW sYt̀ kro. 

 
 

gkm^5 (AYfvWsf pwvrpuAwieMt) 
ykbh EktK Go' 

1) rq?vhn?AN nkgPB ckow?N p?erokT{Av vkJhbkr pke; ftZu j[zdh j?. 

2) thvhU B{z  d'  sohfenK Bkb dk\b ehsk ik ;edk j?. 

3) efbZg nkoN thvhU, thvhU co"w t?p;kJhN ns/ thvhU co"w ckJhb fszB sohe/ jB, fi; Bkb thvhU dk\b ehsh ik 

;edh j?. 

4) tov vke{w?AN, fpN w?g, toePhN B{z fJB;oN N?p nkgPB Bkb dk\b ehsk iKdk j?. 

5) p?erokT{Av ;NkJhb pNB fvIkJhB ohpB s/ T[gbZpX j?. 

;jh$}bs dZ;' 

1) Ehw; gfjbK s'A jh gfoGkPs p?erokT{Av fvIkJhB N?e;N ;NkJhb ebo j[zd/ jB. ;jh  

2) gkto^g[nkfJzN ftZu tZy^tZy soQK d/ nkpi?eN dk\b BjhA j[zd/ jB.   }bs 

3) ebo ;ehw ;bkJhvK s/ bkr{ BjhA j[zdh.      }bs 

4) efbZg n"or/BkfJIo, n?Bhw?Nv efbZg B{z ;N'o eoB bJh tofsnk iKdk j?.  ;jh 

S'N/ T[~soK tkb/ gqPB 

gqPB 1H ;bkJhv dh fdZy B{z pdbD bJh tZy^tZy sohfenK d/ BK dZ;'. 

T[~so^^ ;bkJhv dh fdZy B{z pdbD bJh hyT ilKy qrIky vrqy jWdy hn: 
 fvIkJhB Ehw  

 ebo ;ehw  

 p?erokT{Av ;NkJhb nkfd  
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gqPB 2H ebo ;ehw dh tos'A pko/ dZ;'. 

T[~so^^ ebo ;ehw dh tos'A N?e;N, bkJhBK, NkJhNb ns/ fe;/ th gqeko d/ nkpi?eN dk ozr pdbD tk;s/ ehsh iKdh 

j?. iehnW dI vrqoN nwl slweIf dI id`K nUM bdilAw jw skdw hY[ fJ; Bkb ;bkJhv dk nrbk ns/ fgSbk ozr th 

bdilAw jw skdw hY[ 
gqPB 3H efbZg n"or/BkJhIo pko/ dZ;'. 

T[~so^ efbZg n"or/BkJhIo dI vrqoN pwvrpuAwieMt ivc v`K-v`K iksmW dIAW kil`ps nUM pRbMiDq krn leI kIqI jWdI hY[ 
ies ivc v`K-v`K n?Bhw/fNv efbZg;, thvhT[I, s;thoK ns/ j'o whvhnk ;N'o huMdy hn[ iehnW dI vrqoN pRYzntySn bnwaux 
leI kIqI jWdI hY[ 
gqPB 4H Ehw; eh j[zd/ jB? 
T[~so^^ Ehw; gfjbK s'A jh fsnko p?erokT{Av fvIkJhB, N?e;N, ;NkJhb ebo nkfd j[zd/ jB. fJ;B{z fJe iK tZX 

;bkJhvK tk;s/ tofsnk iKdk j?. iehnW dI vrqoN nwl slweIf dI id`K nUM bdilAw jw skdw hY[ 
gqPB 5H gkto^g[nkfJzN ftu dk\b j'D tkb/ tZy^tZy soQK d/ nkpi?eNK d/ BK dZ;'. 

T[~so^^ gkto^g[nkfJzN ftu dk\b j'D tkb/ tZy^tZy soQK d/ nkpi?eNK d/ BK hyT ilKy Anuswr hn: 
 toePhN  

 fpNw?g  

 fgeuo  

 efbZg nkoN nkfd

 

tZv/ T[~soK tkb/ gqPB 

gqPB 1H thvhU B{z nkgDh gq?IBN/PB ftZu dk\b eoB d/ ;N?~g dZ;'. 

T[~so^^ nkgDh gq?IBN/PB ftZu thvhU fszB gqeko dk\b ehsh ik ;edh j?: 
i. thvhU cokw ckJhb 

ii. thvhU cokw t?p;kJhN 
iii. efbZg nkoN thvhU. 

 
efbZg nkoN thvhU d[nkok vIfIE dwKl krn dy stYp ies pRkwr hn: 

a. Bkowb ftT{ dh u'D eo'. 
b. Insert N?p s/ Media ro[Zg ftu nkgPB dh u'D eo'. 
c. efbZg nkoN thvhT[ nkgPB s/ efbZe eo'. 
d. efbZg nkoN ;ou pke; ftu b'VhAdh efbZg bZG'. 
e. efbZg f;b?eN eo'.(u[fDnk efbZg dk\b j' ikt/rk.) 

gqPB 2H ebo^;ehw eh j? < ebo ;ehw pdbD d/ ;N?~g fby'. 

T[~so^^ ebo ;ehw dh tos'A N?e;N, bkJhBK, NkJhNb ns/ fe;/ th gqeko d/ nkpi?eN dk ozr pdbD tk;s/ ehsh iKdh 

j?. iehnW dI vrqoN nwl slweIf dI id`K nUM bdilAw jw skdw hY[ fJ; Bkb ;bkJhv dk nrbk ns/ fgSbk ozr th 

bdilAw jw skdw hY[ ebo^;ehw j/m fby/ nB[;ko pdbh ik ;edh j?: 
i. fvIkJhB N?p s/ efbZe eo'. 

ii. fopB N?p T[~s/ Ehw ro[Zg ftu ebo pNB T[~s/ efbZe eo'. 
iii. fJe vo'g vkT{B fb;N y[ZbQ/rh. T[; ftu'A nkgDh g;zd dh ebo ;ehw u[D'. 
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gqPB 3H p?erokT{Av ;NkJhb B{z pdbD d/ ;N?~g fby'. 

T[~so^ ies dI vrqoN nwl slweIf dI id`K nUM bdilAw jw skdw hY[ 
p?erokT{Av ;NkJhb pdbD d/ ;N?~g j/m fby/ nB[;ko jB: 

a) Design fopB T[~s/ efbZe eo'. 
b) Background Style pNB T[~s/ efbZe eo'. 
c) nkgD/ b'VhAd/ p?erokT{Av ;NkJhb s/ efbZe eo'. 
d) efbZe ehsk ;NkJhb bkr{ j' ikt/rk. 

 

 

 

 

gqPB 4H ;bkJhv dh p?erokT{Av ftu s;tho brkT[D d/ ;N?~g fby'. 

T[~so^ nkgDh gq?IBN/PB ftu ;bkJhv dh p?erokT{Av ftu s;tho 

brkT[D d/ ;N?~g j/m fby/ nB[;ko jB^ 

a) Design fopB T[~s/ efbZe eo'. 
b) Background Style  nkgPB T[~s/ efbZe eo'. 
c) ies iv`c Format Background nkgPB T[~s/ efbZe eo'. 
d) Fill nkgPB ftu Picture or Texture fill nkgPB u[D'. 
e) Insert from file ftu efbZg nkoN iK efbZg p'ov u[D'. 
f) nkgDh g;zd dh fgeuo f;b?eN eo'. 
g) Apply to all slide T[~s/ efbZe eo'. 
h) Close pNB s/ efbZe eo'. 

(;bkJhv ftu fgeuo fJB;oN j' ikt/rh) 

 

gqPB 5H gkto^g[nkfJzN ftu nkpi?eN dk\b eoB d/ ;N?~g fby'. 

T[~so^ nkpi?eN dk\b eoB d/ j/m fby/ ;N?~g j'Dr/^ 

i. fiZE/ ;bkJhv ftu nkpi?eN dk\b eoBk j? T[~E/ efbZe eo'. 
ii. fJB;oN N?~p d/ N?e;uo ro[Zg ftu nkpi?eN nkgPB T[~s/ efbZe eo'. 

iii. fJB;oN nkpi?eN vkJhbkr pke; fdykJh d/t/rk. 
iv. fijVk nkpi?eN ;kB{z ukjhdk j? fit/A fe fpNw?g, tov g?v vke{w?AN nkfd B{z ;b?eN eo'. 
v. Ok pNB s/ efbZe eo'. 

 
 

 

gkm^6 (AYm.AYs. AYksl nwl jwx pCwx) 
ykbh EktK Go' 

1) toePhN d/ ;w{j B{z toep[Ze fejk iKdk j?. 

2) gfjbK s'A fBoXkfos jo fJZe toep[Ze ftZu  3  toePhNK j[zdhnK jB. 

3) fJZe toePhN ftZu tZX s'A tZX 1048576 o'n w"i{d j[zdhnK jB. 

4) fJZe toe{PhN ftZu tZX s'A tZX 16384 ekbw w"i{d j[zd/ jB. 

5) o'n ns/ ekbw d/ ekN y/so s'A fJZe ;?~b pDdk j?. 

6) n?efNt ;?~b T[j j[zdk j? fJ; ftZu n;hA ezw eo oj/ j[zd/ jK. 

7) n?e;b ftZu jo fJZe ;?~b dk fJZe tZyok n?vo?; j[zdk j?. 
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;jh$}bs dZ;' 

1) n?e;b B{z rfDs dhnK rDBktK eoB bJh tofsnk iKdk j?.     ;jh 

2) ;N/N; pko n?e;b ftzv' d/ ;G s'A T[~go fdykJh fdzdk j?.     }bs 

3) id'A n;hA ;?~b ftZu ckow{bk dk\b eod/ jK, T[j ;kB{z ckow{bk pko ftZu BIo nkT[Adk j?. ;jh 

4) fopB n?e;b ftzv' d/ j/mb/ gk;/ w"i{d j[zdk j?.       }bs 

5) n?e;b B{z y'bQD bJh ;ou pko ftZu n?e;b NkJhg eo' ns/ eh^p'ov s'A n?ANo pNB dpkU. ;jh 

S'N/ T[~soK tkb/ gqPB 

gqPB 1H n?~wH n?~;H n?e;b d/ tZy^tZy fJ;s/wkb dZ;'. 

T[~so^^ n?~wH n?~;H n?e;b d/ j/m fby/ fJ;s/wkb jB^ 

i. n?e;b ftu n;hA rDBktK eo ;ed/ jK. 
ii. n?e;b dh tos'A vkN/ B{z ukoN o{g d/D tk;s/ ehsh iKdh j?. 

iii. n?e;b dh tos'A ;e{b NkJhw N/pb pDkT[D tk;s/ ehsh ik ;edh j?. 
iv. fJ; ftu eowukohnK dhnK sBykjK pDkJhnK ik ;edhnK jB. 
v. ftfdnkoEhnK dk foIbN fsnko ehsk ik ;edk j?. 

 

 

 

gqPB 2H n?wH n?;H n?e;b ftzv' d/ GkrK dh ;{uh pDkT[. 

T[~so^ n?wH n?;H n?e;b ftzv' d/ m`uK GkrK dI sUcI ies pRkwr hY: 
 NkJhNb pko 

 e[fJe n?e;?; pko  

 N?p;  

 fopB  

 n?vo?; pko  

 ckow{bk pko  

 toe J/ohnk  

 ;N/N; pko  

 skrol bwr nkfd  

gqPB 3H ckow{bk pko B{z fpnkB eo'. 

T[~so^ ckow{bk pko fopB d/ j/mK j[zdk j?. fJ; ftu mOjUdw sYl d/ ezN?AN fdykJh fdzd/ jB. fJ;dh tos'A nwl sYl ezN?AN 

mhe eoB ns/ BtK ezN?AN iK ckow{bk dk\b eoB tk;s/ ehsh iw skdI hY[ 
gqPB 4H n?~wH n?~;H n?e;b ftu n?efNt ;?~b eh j[zdk j? < 

T[~so^ n?efNt ;?~b nUM mOjUdw sYl ikhw jWdw hY[ n?~wH n?~;H n?e;b ftu n?efNt ;?~b T[j ;?~b j[zdk j?, fi; ftu n;hA 

ezw eo oj/ j[zd/ jK. fJj r{VQ/ ozr dk nkfJskeko pke; j[zdk j?. 

gqPB 5H n?e;b dh toe^p[Ze ftu BthA toePhN fet/A dk\b ehsh iKdh j?< dZ;'. 

T[~so^ n?e;b dh toe^p[Ze ftu BthA toePhN dk\b krn dy stYp hyT ilKy Anuswr hn: 
 kIA-borf qoN Shift+F11 kIA dbwE[ 
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tZv/ T[~soK tkb/ gqPB 

gqPB 1H n?~wH n?~;H n?e;b ftu fJ;s/wkb j'D tkbh Ppdktbh (NowIB'b'ih) dk toDB eo'. 

T[~so^^ n?~wH n?~;H n?e;b ftubh NowB'b'ih j/m fby/ nB[;ko j?^ 

i. toep[Ze^ toep[Ze toePhNK dk ;w{j j[zdk j?. 
ii. toePhN^ n?e;b d/ g/i B{z toePhN efjzd/ jB. 

iii. o'n^ o'n b/NthA fdPk ftu ;?~bK s'A fwb e/ pDdh j?. 
iv. ekbw^ yVQthA fdPk ftu ;?~bK d/ w/b s'A fwb e/ pDdh j?. 
v. ;?~b^ o'n ns/ ekbw d/ ekN Bkb pDB tkbh nkfJs B{z ;?~b efjzd/ jB. 

vi. n?efNt ;?~b^ n?efNt ;?~b T[j j[zdk j? fi; ftu n;hA ezw eo oj/ j[zd/ jK. 
vii. ;?~b nvo?;^ ;?~b nvo?; fe;/ th ;?~b dk gsk j[zdk j? fi; dh tos'A ckow{b/ ftu ehsh iKdh j?. 
gqPB 2H n?~wH n?~;H n?e;b ftu N?e;N B{z o?g fet/A ehsk iKdk j?< 

T[~so^^ n?~wH n?~;H n?e;b ftu N?e;N nZr/ fby/ nB[;ko o?g j[zdk j?^ 

i. ;G s'A gfjbK b'VhAdk ;?~b f;b?eN eo'. 
ii. j'w N?p s/ efbZe eo'. 

iii. o?g N?e;N pNB s/ efbZe eo'. 
gqPB 3H n?~wH n?~;H n?e;b ftu ;?~bK ftu o/Ai GoB pko/ fby'. 

T[~so^^ n?~wH n?~;H n?e;b ftu ;?~bK dh o/Ai j/m fby/ nB[;ko Goh ik ;edh j?^ 

i. o/Ai GoB tkb/ ;?~bK dh u'D eo'. 
ii. o/Ai ftu gfjbK ;?~b u[D'. 

iii. b'VhAdk vkNk n?ANo eo'. 
iv. Fill Handle s/ wkT{; dk yZpk pNB dpkT[ ns/ wkT{; B{z nkyoh ;?~b se vo?r eo'. 

gqPB 4H n?~wH n?~;H n?e;b ftu ;hohI pDkT[D pko/ fby'. 

T[~so^^ n?~wH n?~;H n?e;b ftu ;hohI j/m fby/ nB[;ko pDdh j?^ 

i. gfjb/ ;?~b B{z f;b?eN eo'. 
ii. T[; ftu ;hohI dk gfjbk Ppd Go'. 

iii. d{i/ ;?~b ftu d{;ok Ppd NkJhg eo'. 
iv. j[D dovyN ;?~bK B{z f;b?eN eo'. 
v. Fill Handle s/ wkT{; dk yZpk pNB dpkT[ ns/ b'VhAdh bzpkJh se wkT{; B{z vo?r eo'. 

gqPB 5H n?~wH n?~;H n?e;b ftu nkgDh ckJhb B{z ;/t fet/A ehsk iKdk j?< 

T[~so^^ n?~wH n?~;H n?e;b ftu ckJhb j/m fby/ nB[;ko ;/t ehsh iKdh j?̂  

i. ckJhb whB{z s/ efbZe eo'. 
ii. ;/t nkgPB s/ efbZe eo'. 

(;/t vkJhbkr pke; fdykJh d/t/rk.) 

iii. b'VhAd/ c'bvo dk u[Dkt eo'. 
iv. ckJhb dk Bkw NkJhg eo'. 
v. Save  pNB T[~s/ efbZe eo'. 

(ckJhb ;/t j' ikt/rh.) 
 

gkm^7 (mYmrI Xuints Aqy jnrySnz) 
ykbh EktK Go' 

1)  8 fpN; d/ ;w{j B{z pkJhN fejk iKdk j?. 

2) fJe fpN iK pkJhBoh vhfIN B{z b'iheb  0  ns/  1  okjhA g/P ehsk ik ;edk j?. 

3) o?w (RAM) s'A Gkt j? o?vw n?e;?; w?woh  

4) o'w (ROM) s'A Gkt j? ohv T[Bbh w?woh  

5) fJe fv;e dk jo fJZe No?e S'N/ GkrK ftu tzfvnk j[zdk j?, fiBQK B{z ;?eNo fejk iKdk j?. 

;jh$}bs dZ;' 

1) 8 phN; d/ ;w{j B{z rhrk pkJhN fejk iKdk j?.     }bs 

2) w[Zy w?woh e?P w?woh s'A s/I j[zdh j?.       }bs 

3) go"w(PROM) s'A Gkt j? gq'rokw/pb ohv UBbh w?woh.     ;jh 

4) Jhgo"w(EPROM) s'A Gkt j? Jho/I/pb gq'rokw/pb ohv UBbh w?woh.   ;jh 

5) fv;e dk sb gkodoPh ;KM/ e/Ado fpzd{ tkb/ uZeoK ftu tzfvnk j[zdk j?.  ;jh 
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S'N/ T[~soK tkb/ gqPB 

gqPB 1H w?woh d/ GkrK d/ Bkw dZ;'. 

T[~so^ w?woh d/ GkrK d/ Bkw ies pRkwr hn: 
 sY`l 
 trYks 

 sYktr 
 islMfr 

gqPB 2H o'w d/ tZy^t~y GkrK d/ Bkw fby'. 

T[~so^^ o'w dhnK fe;wK j/m fbyhnK jB^ 

 MROM  
 PROM 

 EPROM 

 EEPROM 

gqPB 3H gfjbh iBo/PB dhnK w[Zy ftP/PsktK dZ;'. 

T[~so^^ gfjbh iBo/PB dhnK w[Zy ftP/PsktK j/m fby/ nB[;ko jB^ 

1. t?feT[w fNT{pK ns/ fJb?eNq'w?rB?fNe fob/n w?woh ns/ gzu ekov ;?ezvoh w?woh ti'A tos/ iKd/ ;B. 
2. iehnW ivc wPhB ns/ n;?Apbh GkPKtK dI vrqoN kIqI jWdI sI 
3. fJjBK ezfgT{NoK dk nkeko tZvk ;h. 
4. fJj pj[s rowh g?dk eod/ ;B. 
5. fJj f;;Nw fInkdk Go';/:'r BjhA ;B. 
6. fJj wfjzr/ ns/ fJ;s/wkb eoB ftu w[Peb ;B. 

gqPB 4H u"Eh iBo/PB d/ ezfgT{No f;;NwK d/ BK dZ;'. 

T[~so^^ u"Eh iBo/PB d/ ezfgT{No f;;Nw jB.  

 IBM PC  
 Apple II  
 CRAY  I  

 CRAY  II  
 CRAY-X/MP 

gqPB 5H AI ftu Pkfwb y/soK pko/ fby'. 

T[~so^^ AI ftu Pkfwb y/so jB^  

 o'p'fNe;  

 r/w gb/fJzr  

 n?e;goN f;;Nw  

 wB[Zyh GkPKtK B{z ;wMDk 

tZv/ T[~soK tkb/ gqPB 

gqPB 1H n?e;NoBb w?woh dk ft;Ekog{ote toDB eo'. 

T[~so^^ n?e;NoBb w?woh B{z ;?ezvoh iK n?ri{nboh iK ;EkJh w?woh th fejk iKdk j?. fJj w?rB?fNe ns/ nkgNheb 

NkJhg dh j[zdh j?. fJ; ftu vkNk gZe/ s"o s/ ;N'o ofjzdk j?. ies ivc fwtw fpibh pzd j' ikD s/ th;N'o ofjzdk j?. fJ; 

w?woh B{z ;hH ghH :{H f;ZX/ s"o s/ fJ;s/wkb BjhA eodk. ;?ezvoh w?woh ftu vkNk ;woZEk gqkJhwoh w?woh d/ w[ekpb/ pj[s 

fInkdk j[zdh j?. ;?ezvoh w?woh gqkfJwoh w?woh d/ w[ekpb/ ;;sh j[zdh j?. fJ; dh ocsko gqkfJwoh w?woh s'A xZN j[zdh j?. 

T[dkjoBK^ cbkgh, ;hHvhH, vhH thH vhH, jkov fv;e, g?B vokfJt  
gqPB 2H ;?ezvoh w?woh dhnK ftP/PsktK pko/ dZ;'. 

T[~so^^ ;?ezvoh w?woh dhnK j/m fbyhnK ftP/PsktK jB. 

1. fJj w?rB?fNe ns/ nkgNheb NkJhg dh j[zdh j?. 
2. fJ; ftu vkNk gZe/ s"o s/ ;N'o ofjzdk j?. 
3. fpibh pzd j' ikD s/ th vkNk ;N'o ofjzdk j?. 
4. fJ; w?woh B{z ;hH ghH :{H f;ZX/ s"o s/ fJ;s/wkb BjhA eodk. 
5. ;?ezvoh w?woh ftu vkNk ;woZEk gqkJhwoh w?woh d/ w[ekpb/ pj[s 

fInkdk j[zdh j?. 
6. ;?ezvoh w?woh gqkfJwoh w?woh d/ w[ekpb/ ;;sh j[zdh j?. 
7. fJ; dh ocsko gqkfJwoh w?woh Bkb'A xZN j[zdh j?. 
8. T[dkjoBK^ cbkgh, ;hHvhH, vhH thH vhH, jkov fv;e, g?B vokfJt 

gqPB 3H No?e; eh j[zd/ jB < 

T[~so^^ fe;/ th fv;e dk sb gkodoPh ;KM/ e/Ado fpzd{ tkb/ uZeoK ftu tzfvnk j[zdk j?. 

fJjBK uZeoK B{z No?e; fejk iKdk j?. fJjBK No?e; B{z Iho' s'A P[o{ eoe/ Bzpo fdZs/ iKd/ 

jB. fJjBK No?e; dh frDsh tZy^tZy gqeko dhnK fv;eK ftu tZX^xZN j' ;edh j?.  
gqPB 4H ;?eNo eh j[zd/ jB < 

T[~so^^ fe;/ th fv;e ftu eJh No?e j[zd/ jB. jo No?e B{z S'N/^S'N/ fjZf;nK ftu tzfvnk 

iKdk j?. fJjBK fjZf;nK B{z ;?eNo fejk iKdk j?. jo fJe No?e ftu 8 iK T[; s'A tZX 

;?eNo j' ;ed/ jB. jo/e ;?eNo ftu 512 pkJhN; ;N'o eoB dh ;woZEk j[zdh j?.  
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gqPB 5H ezfgT{No dh gzithA iBo/PB pko/ ft;Eko Bkb dZ;'. 

T[~so^^ ezfgT{No dh gzithA iBo/PB 1989 s'A j[D sZe wzBh iKdh j?. fJj ezfgT{No ULSI  tYB'b'ih dh tos'A eod/ jB. 

fJjBK ftu wkfJeq'gq';?;o fuZgK dh tos'A j[zdh j?.fJjBK fuZgK ftu 10 fwbhnB se g[oI/ br ;ed/ jB.fJ; iBo/PB d/ 

ezfgT{No nkoNhfcfPnb fJBN?bhi?A; d/ nkXko s/ ezw eod/ jB. fJjBK ftu jkJh b?tb GkPktK fit/A fe C, C++, Java 
nkfd dh tos'A ehsh iKdh j?. fJjBK ftu fJzNoB?N ns/ eb;No ezfgT{fNzr dh tos'A j[zdh j?. gzithA iBo/PB d/ ezfgT{No 

eJh gqeko d/ jB, fit/A B'N p[Ze, v?;eNkg, toe;N/PB, ;[go ezfgT{No nkfd. 

 
FULL FORMS 

ARPANET ADVANCED RESEARCH PROJECT AGENCY NETWORK (AYfvWsf rIsrc pRojYkt AYjMsI nYtvrk) 
RAM  RANDOM ACCESS MEMORY (rYNfm AYksYs mYmrI) 
ROM  READ ONLY MEMORY (rIf EnlI mYmrI) 
MODEM MODULATER DEMODULATER (mwfUlytr fImwfUlytr) 
TCP/IP  TRANSMITION CONTROL PROTOCOL (tRWsmISn kMtrol pRotokol) 
DSL  DIGITAL SUBSCRIBER LINE (fIzItl sbskRweIbr lweIn) 
ISDN  INTEGRATED SERVICE DIGITAL NETWORK (ieMtIgrytf srivs fIzItl nYtvrk) 
ISP  INTERNET SERVICE PROVIDER (ieMtrnYt srivs pRovweIfr) 
NIC  NETWORK INTERFACE CARD (nYtvrk ieMtrPys kwrf) 
IAP  INTERNET ACCESS PROVIDER (ieMtrnYt AYksYs pRovweIfr) 
WWW  WORLD WIDE WEB (vrlf vweif vYb) 
URL  UNIFROM RESOURCE LOCATER (XunIPorm irsors lokytr) 
EMAIL  ELECTRONIC MAIL (ielYktRoink myl) 
E COMMERCE ELECTRONIC COMMERCE (ielYktRoink kwmrs) 
FTP  FILE TRANSFER PROTOCOL (PweIl trWsPr pRotokol) 
IT  INFORMATION TECHNOLOGY (ienPormySn tYknolojI) 
SERP  SEARCH ENGINE RESULT PAGE (src ieMjx irzlt pyz) 
HTML  HYPER TEXT MARKUP LANGUAGE (hweIpr tYkst mwrkAp lYNgueyz) 
CSS  CASCADING STYLE SHEET (kwskyifMg stweIl SIt)) 
KB  KILO BYTE (iklo bweIt) 
MB  MEGA BYTE (mYgw bweIt) 
GB  GIGA BYTE (gIgw bweIt) 
TB  TERA BYTE (tYrw bweIt) 
PB  PENTA BYTE (pYNtw bweIt) 
CPU  CENTRAL PROCESSING UNIT (sYNtrl pRosYisMg XUint) 
UPS  UNINTERRUPTED POWER SUPPLY (AnieMtRptf pwvt splweI) 
SRAM  STATIC RANDOM ACCESS MEMORY (stYitk rYNfm AYksYs mYmrI) 
DRAM  DYNAMIC RANDOM ACCESS MEMORY (fwienwimk rYNfm AYksYs mYmrI) 
MROM  MASKED READ ONLY MEMROY (mwskf rIf EnlI mYmrI) 
PROM  PROGRAMMABLE READ ONLY MEMROY (pRogrwmybl rIf EnlI mYmrI) 
EPROM  ERASABLE PROGRAMMABLE READ ONLY MEMROY (ieryzybl pRogrwmybl rIf EnlI mYmrI) 
EEPROM ELECTRONICALLY ERASABLE PROGRAMMABLE READ ONLY MEMROY   
  (ielYktRonIklI ieryzybl pRogrwmybl rIf EnlI mYmrI) 
CD  COMPACT DISK (kMmpYkt fIsk) 
DVD  DIGITAL VIDEO DISK (fIzItl vIfIE fIsk) 
bpi  BITS PER INCH (ibts pr ieMc) 
IC  INTEGRATED CIRCUIT (ieMtIgRyif srkt) 
VLSI  VERY LARGE SCALE INTEGRATED CIRCUIT (vYrI lwrj skyl ieMtIgRyif srkt) 
ULSI  ULTRA LARGE SCALE INTEGRATED CIRCUIT (Altrw lwrj skyl ieMtIgRyif srkt) 
AI  ARTIFICIAL INTELLIGENCE (AwrtIPISIAl ieMtYlIjYNs) 
PC  PERSONAL COMPUTER (prsnl kMipaUtr) 
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SHORTCUT KEYS  
1. Ctrl+A  : Select All   (swrw tYkst slYkt krn leI) 
2. Ctrl+B  : Bold    (tYkst nUM bolf krn leI)  
3. Ctrl+C  : Copy    (kwpI krn leI) 
4. Ctrl+F  :  Find    (l`Bx leI) 
5. Ctrl+G  : Goto line/page no etc.  (iksy leIn jW pyz Awid qy jwx leI) 
6. Ctrl+H  : Replace    (iek cIz nUM dUjI cIz nwl bdlx leI) 
7. Ctrl+N  : New File   (nvIN PweIl Kolx leI) 
8. Ctrl+O  : Open File   (pihlW qoN bxI PweIl Kolx leI) 
9. Ctrl+P  : Print    (PweIl nUM ipRMt krn leI) 
10. Ctrl+S  : Save File   (PweIl nUM syv krn leI) 
11. Ctrl+V  : Paste    (k`t jW kwpI kIqI cIz nUM pyst krn leI) 
12. Ctrl+W  : Close File   (PweIl nUM bMd krn leI) 
13. Ctrl+X  : Cut    (k`t krn leI) 
14. Ctrl+Y  : Redo    (A`nfU kIqI cIz nUM vwips ilAwaux leI) 
15. Ctrl+Z  : Undo    (A`nfU krn leI) 
16. Ctrl+Shift+C  : Copy Formats   (Pwrmyt kwpI krn leI) 
17. Ctrl+Shift+V  : Paste Formats   (Pwrmyt pyst krn leI) 
18. Alt+F4  : Close Program   (pRogrwm bMd krn leI) 

 

ykbh EktK Go'^ pwT 4-8 
1) gkto^g[nkfJzN fJZe gq?IBN/PB gq'rokw j?. 

2) gkto^g[nkfJzN d/  5  ftT{ jB. 

3) ;bkJhv ;'oNo ftT{ ftZu s[;hA ;bkJhv ftubh ;wZroh dh eKN^SKN BjhA eo ;ed/. 

4) gq?IBN/PB B{z  6  sohfenK okjhA pDkfJnk ik ;edk j?. 

5) ;wkoN nkoN dhnK  8  P/DhnK j[zdhnK jB. 

6) rq?vhn?AN nkgPB ckow?N p?erokT{Av vkJhbkr pke; ftZu j[zdh j?. 

7) thvhU B{z  d'  sohfenK Bkb dk\b ehsk ik ;edk j?. 

8) efbZg nkoN thvhU, thvhU co"w t?p;kJhN ns/ thvhU co"w ckJhb fszB sohe/ jB, fi; Bkb thvhU 

dk\b ehsh ik ;edh j?. 

9) tov vke{w?AN, fpN w?g, toePhN B{z fJB;oN N?p nkgPB Bkb dk\b ehsk iKdk j?. 

10) p?erokT{Av ;NkJhb pNB fvIkJhB ohpB s/ T[gbZpX j?. 

11) toePhN d/ ;w{j B{z toep[Ze fejk iKdk j?. 

12) gfjbK s'A fBoXkfos jo fJZe toep[Ze ftZu  3  toePhNK j[zdhnK jB. 

13) fJZe toePhN ftZu tZX s'A tZX 1048576 o'n w"i{d j[zdhnK jB. 

14) fJZe toe{PhN ftZu tZX s'A tZX 16384 ekbw w"i{d j[zd/ jB. 

15) o'n ns/ ekbw d/ ekN y/so s'A fJZe ;?~b pDdk j?. 

16) n?efNt ;?~b T[j j[zdk j? fJ; ftZu n;hA ezw eo oj/ j[zd/ jK. 

17) n?e;b ftZu jo fJZe ;?~b dk fJZe tZyok n?vo?; j[zdk j?. 

18) 8 fpN; d/ ;w{j B{z pkJhN fejk iKdk j?. 

19) fJe fpN iK pkJhBoh vhfIN B{z b'iheb  0  ns/  1  okjhA g/P ehsk ik ;edk j?. 

20) o?w (RAM) s'A Gkt j? o?vw n?e;?; w?woh  

21) o'w (ROM) s'A Gkt j? ohv T[Bbh w?woh  

22) fJe fv;e dk jo fJZe No?e S'N/ GkrK ftu tzfvnk j[zdk j?, fiBQK B{z ;?eNo fejk iKdk j?. 

 

;jh$}bs dZ;' 

1) Ehw; gfjbK s'A jh gfoGkPs p?erokT{Av fvIkJhB N?e;N ;NkJhb ebo j[zd/ jB.  ;jh 

2) gkto^g[nkfJzN ftZu tZy^tZy soQK d/ nkpi?eN dk\b BjhA j[zd/ jB.     }bs 

3) ebo ;ehw ;bkJhvK s/ bkr{ BjhA j[zdh.        }bs 

4) efbZg n"or/BkfJIo, n?Bhw?Nv efbZg B{z ;N'o eoB bJh tofsnk iKdk j?.    ;jh 
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5) n?e;b B{z rfDs dhnK rDBktK eoB bJh tofsnk iKdk j?.      ;jh 

6) ;N/N; pko n?e;b ftzv' d/ ;G s'A T[~go fdykJh fdzdk j?.      }bs 

7) id'A n;hA ;?~b ftZu ckow{bk dk\b eod/ jK, T[j ;kB{z ckow{bk pko ftZu BIo nkT[Adk j?.  ;jh 

8) fopB n?e;b ftzv' d/ j/mb/ gk;/ w"i{d j[zdk j?.       }bs 

9) n?e;b B{z y'bQD bJh ;ou pko ftZu n?e;b NkJhg eo' ns/ eh^p'ov s'A n?ANo pNB dpkU. ;jh 

10) 8 phN; d/ ;w{j B{z rhrk pkJhN fejk iKdk j?.       }bs 

11) w[Zy w?woh e?P w?woh s'A s/I j[zdh j?.         }bs 

12) go"w(PROM) s'A Gkt j? gq'rokw/pb ohv UBbh w?woh.      ;jh 

13) Jhgo"w(EPROM) s'A Gkt j? Jho/I/pb gq'rokw/pb ohv UBbh w?woh.     ;jh 

14) fv;e dk sb gkodoPh ;KM/ e/Ado fpzd{ tkb/ uZeoK ftu tzfvnk j[zdk j?.    ;jh 

 


