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 SMd%I]8Z V[S V[J]\ DXLG K[ H[ DFlCTLGM :JLSFZ SZLG[ T[GF\ 5Z 

VF5JFDF \ VFJ[,F lGN["XM D]HA V[S z'\B,FDF\ SFI" SZ[ K[P 

SMd%I]8Zv5lZRI  

 HIFZ[ TD[ SMd%I]8Z RF,] SZM KM4 tIFZ[ TDFZ[ SMd%I]8ZG[ lGN["X 
VF5JFGF\ CMI K[ S[ X]\ SZJ]\P VF lA,S], V[J] \ K[4 H[D S[ TD[ TDFZF 
lJWFYL"VMG[ T[DG]\ SFI" SZJF V \U[GF lGN["X VF5M KM4 VG[ T[VM TDFZF 
wJFZF VF5JFDF\ VFJ[, lGN["XM D]HA JT[" K[P HM S[4 SMd%I]8Z DFGJ 
EFQFF ;DHL XST] \ GYLP T[ TM V[S lJX[QF EFQFF H ;DHL XS[ K[4 H[ DF+ SMd%I]8;" DF8[H T{IFZ SZJFDF \ VFJL 
CMI K[P VG[ V[8,[ H SMd%I]8;"G[ T[GL DF8[[ H T{IFZ SZJFDF \ VFJ[,L lJX[QF SMd%I]8Z EFQFFDF \H lGN["XM 
VF5JFGL H~Z 50[ K[P VF lGN["XMGF VFWFZ[ SMd%I]8Z T[G]\ SFI" SZ[ K[P Sd%I]8ZGL EFQFFDF\4 SMd%I]8ZG[ 
VF5JFDF \ VFJTF \ lGN["XM S[ VFN[XMG[ SDFg0; sCOMMANDS) 56 SC[JFI K[P 
 
 

SMd%I]8ZGF 38SM  

SMd%I]8ZDF \ D]bItJ[ A[ EFU CMI K[o CF0"J[Z VG[ ;MO8J[Z : SMd%I]8Z =  CF0"J[Z + ;MO8J[Z 

SMd%I]8ZGF V[ EFU H[G[ VF56[ V0L XSLV[ KLV[ VG[ H[GM VC[;F; SZL XSLV[ KLV[4 CF0"J[Z TZLS[ 

VM/BFI K[PV[S SMd%I]8ZGF ALHF VG[S EFU CMI K[4 H[D S[4 DMGL8Z4 SLvAM0"4 l5|g8Z4 DFp;4 :5LSZ VG[ 

;L5LI] sCPU). SMd%I]8ZGF VF AWF\H EFUM sH[G[ l0JF.; 56 SC[JFI K[f D/LG[ SMd%I]8ZG]\ CF0"J[Z AG[ 

K[P HIFZ[ TD[ TDFZF lJWFYL"VMG[ ;JF, 5]KM KM4 tIFZ[ T[VM X] \ SZ[ K[m T[VM ;F\E/[ K[4 lJRFZ[ K[ VG[ HJFA 

VF5[ K[P   

 
 
;F\E/J] \ 
HJFA VF5JF                              TDFZ]  GFD X]\  K[m lJRFZJ] \                           ;lRG 

CF0"J[Z X]\ K[m 

 
 

 

 

HIFZ[ TD[ TDFZF lJWFYL"VMG[ S\.S SZJFG]\ SCM KM4 T[VM 5MTFGF SFG J0[ T[ ;F\E/[ K[P SMd%I]8ZG[ SFG CMTF 

GYLP TM 5KL TD[ SMd%I]8ZG[ lGN["XM S[JL ZLT[ VF5XMm SMd%I]8Z .G5]8 l0JF.;GL DNNYL lGN["XM D[/J[ K[P 

.G5]8 5|M;[l;\U VFp8 5]8 
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SLvAM0" VG[ DFp; .G5]8vl0JF.;GF pNFCZ6M K[P T[DG[ XF DF8[ 

.G5]8 l0JF.; TZLS[ VM/BJFDF \ VFJ[ K[ m S[D S[4 T[DGF DFZOT 

SMd%I]8ZDF \ lGN["XM DMS,JFDF\ VFJ[ K[P 

WFZM S[ TD[ TDFZF lJWFYL"VMG[ )) VG[ ZZ GM ;ZJF/M 5]KM KMP T[VM VF VF\S0FVMG[ 5MTFGL GM8A]SDF\ ,BL 

SF-IF AFN AgG[G[ HM0L SF-X[P 

 

 AZFAZ VFH ZLT[ HIFZ[ TD[ SMd%I]8ZG[ )) VG[ ZZ GM ;ZJF/M SZJFGM 

lGN["X VF5M KM4 tIFZ[ SMd%I]8Z 56 T[G[ s:8MZ SZX[f D[DMZL GFD[ VM/BJFDF\ 

VFJTL HuIFV[ sT[GF lJX[ VF56[ VFU/ E6LX]\f ,BL SF-X[P ;FY[ ;FY[ T[ V[D 56 

,BX[ S[ VF VF\S0FVMGM p5IMU ;ZJF/F DF8[ S ZJFGM K[P tIFZAFN T[DG[ HM0X[ 

VG[ HJFA XMWX[P VF AW]\H SMd%I]8ZGF Central Processing Unit (CPU) 

;[g8=, 5|M;[l; \U I]lG8DF \ SZJFDF\ VFJ[ K[P T[ V[S , \ARMZ; AM1F H[J]\ CMI K[P  

 CPU DFlCTLVM V[S9L SZ[ K[4 U6TZLVM SZ[ K[ VG[ VgI EFUMG[ X]\ SZJ] \ T[ H6FJ[ K[P 

  

CJ[ T[DG[ TDFZF 5|xGGM HJFA D/L UIM K[ VG[ T[VM AM,LG[ T[GM 

HJFA VF5X[P VFH ZLT[ SMd%I]8Z 56 HJFA VFp85]8 0LJF.; 

(OUTPUT DEVICES)GM p5IMU SZLG[ VF5X[P CF0"J[Z = .G5]8 

l0JF.; + CPU + D[DMZL + VFp85]8 l0JF.;L; 

 

.G5]8 l0JF.;L; lJX[ JW] o 

SLvAM0"o SLvAM0" V[S 8F.5 ZF.8Z DXLG H[J \ H N[BFI K[P 

TD[ SLvAM0"GM p5IM U SZL H[ S \. 8F.5 SZM KM T[ 

SMd%I]8ZGF DMGL8Z 5Z N[BFI K[P 

T[GF GFGFvGFGF EFUM A8GM H[JF N[BFI K[P 5Z\T] T[G[ SL SC[JFG] \ E},XM GlC4 A8G G AM,J]\P  

SLvAM0"GM p5Z G\AZ4 VF<OFA[8;4 VG[ lGXFGLVM sH[G[ :5[XLI, S[Z[S8;" SC[JFDF\ VFJ[ K[Pf H[D S[4 #, $, 

%, &, @, + SLvAM0" 5Z H]NFvH]NF 5|SFZGL SLh (Keys) CMI K[P 
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!P VF<OFgI]D[ZLS Keys : T[GM p5IMU VF<OFA[84 G \AZM4 VG[ VgI lGXFGLVM SZJF DF8[ SZJFDF \ VFJ[ 

K[P H[D S[4 A,Z,1,9,@,$ lJU[Z[P 

ZP :5[lXI, 5Z5h Keys : S[8,LS :5[XLI, 5Z5h Keys GM ;FDFgI56[ p5IMU SZJFDF\ VFJ[ K[ v 
H[JL S[ V[g8Z SL4 Ctrl sSg8=M,f SL4 :5[;AFZ SL4 XLO8 SL4 Alt sV<8G["8Lf SL4 Del sl0,L8f SL4 
Esc sV[:S[5f SL4 l5|g8 :S|LG Key, Caps sS[5L8,f ,MS SLP 

#P O \SXG SL o F1, F2 ......F12 VF lJX[QF O\SXG DF8[ J5ZFTL SL K[P TD[ T[GF lJX[ VFU/ XLBXMP 
 VF TDFD Keys G]\ SFI" sO \SXGf X] \ K[m 
 VF56[ VF<OFA[8 SLhGM p5IMU SZLG[ :S|LG 5Z V1FZM 8F.5 SZLV[ KLV[P VG[ G \AZ Keys GM 
p5IMU SZLG[ G\AZ 8F.5 SZLV[ KLV[P TD[ VgI Keys lJX[ CJ[ 5KL XLBXMP 
 

 SMd%I]8ZGF DFp;GF GFD V[8,F DF8[ V[D ZFBJFDF\ VFjI]\ K[ S[D S[ T[ V;,DF\ p\NZ H[J]\ N[BFI K[P   

sDFp;f o 

 

 

 

  

 

SMd%I]8Z DFp; W6F\ 5|SFZGF CMI K[P S[8,F\SG[ A[ A8G CMI K[ tIFZ[ 
S[8,F\SDF \ +6 A8G 56 CM. XS[ K[P NZ[S A8GGF RMSS; O\SXG CMI K[P 

Function Keys 
        F1 - F12   

Numeric Pad 

Arrow Keys Alphabet Keys 
        A – Z  

Number Keys 
          0 – 9  

 
A Mouse Pointer 

A Real Mouse A Computer 
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HIFZ[ TD[ A8G NAFJM KM tIFZ[ T[ c lS,Sc V[JM VJFH SZ[ K[P DFp;G[ v cDFp; 5[0c 5Z ZFBJFDF\ 

VFJ[ K[ VG[ B;[0JFDF\ VFJ[ K[P HIFZ[ TD[ DFp;G[ B;[0M KM tIFZ[ 
cDFp; 5M.g8Zc TZLS[ VM/BJFDF\ VFJT]\ TLZ SMd%I]8ZGL :S|LG 
5Z B;T]\ N[BFI K[P  
SMd%I]8Z DFp;GF D]bItJ[ +6 EFU CMI K[P 

→ 0FA]\ A8G 
→ HD6] \ A8G 

∗ ZM,Z s:S|M, jCL,f 

   

 :S[GZ V[S V[J]\ p5SZ6 K[ H[ .D[HL; s5|lTS'lTVMf4 KF5[,L 8[184 

C:TF1FZM4 S[ J:T]VMG[ VMl%8S,L :S[G SZ[ K[P VG[ T[GL l0HL8, .D[H 

AGFJ[ K[P VFG]\ V[S ;FD FgI pNFCZ6 VF56G[ VMlO;MDF\ HMJF D/L ZC[ 

K[ HIF \ 0[:S8M5 sVYJF O,[8 A[0f :S[GZGF H]NF\ H]NF\ ~5 HMJF D/[ K[P 

H[DF\ 0MSI]D[g8G[ SFRGL p5Z D]SL :S[G SZJFDF\ VFJ[ K[P 

 
!P 5C[,F SMd%I]8ZG[ RF,] G SZMP TD[ T[G[ X~ SZM4 T[ 5C[,F V[ 5FJZv,F.8G[ T5F;L H]VM S[ :S[GZGL 

,F.8 RF,] K[ S[ S[Dm 
ZP HM T[ RF,] G CMI TM T[G[ RF,] SZMP :JLR 5FK/GL TZO HD6L AFH] VF5JFDF \ VFJL CMI K[P  
#P :S[GZGF SJZG[ BM,MP TDFZF\ VMlZHG, 0MSI]D[g8G[ pW]\ SFRGL %,[8 p5Z D]SMP VMlZHLG,GL p5ZGL 

AFH] :S[GZGL p5ZGL TZOH CMJL HM.V[P :S[GZGF SJZG[ A \W SZL NMP 
$P SMd%I]8Z RF,] SZMP 
5P :S[GZGF I]l8,L8L 5|MU|FDG[ X~ SZM H[ TDFZL l;:8DDF \ 5C[,[YLH ,M0 SZJFDF \ VFJL K[P 
&P V[SJFZ 5|MU|FD B],L HFI V[8,[ V[ lGN["XMG[ VG];ZM H[ :S|LG 5Z NXF"JJFDF\ VFJ[ K[P 
*P 5|MU|FD cl5|jI]v:S[Gc X~ SZX[P VF 5|lS|IF NZdIFG T[ VMlZHG,GF SN VG[ U]6JTF GSSL SZX[P l5|jI] 

:S[G NZdIFG TDFZ[ ZFC HM. ZC[JFGL K[P 
(P HIFZ[ l5|jI] :S[G ;DF%T YX[4 TDFZ[ GLR[ NXF"jIF D]HAGM :S|LG HMJFGM K[P l5|jI]GL ;F.h V[ 

OF.G, .D[HGL ;F.h GYLP 

:S[GZ 

)P .D[HDF\ T[GL RFZ[ AFH]VM 5Z 5FT/L GFGL SF/L AM0"Z VFJL HX[P GM TDFZ[ T[G[ SF-L GFBJL CMI 
sS|M5 SZJLf TM DFp;GF 5M.g8ZG[ AM0"ZGL p5Z ,. H.4 HIF\ ;]WL c;F.hL\U v S;"Zc         S[          
G VFJ[ tIF\ ;]WL ZFBM VG[ 5KL T[G[ TDFZL .lrKT HuIF ;]WL ,. HFVMP 

!_P OK GF A8GG[ lS,S SZM H[YL :S[G 5}6" YFIP HIFZ[ T[D Y. HFI4 V[8,[       A8GG[ lJg0MGF DwIDF\ 
lS,S SZMP 

 

2 
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;[g8=, 5|M;[l;\U I]lG8 lJX[ JW]P 
TDFZL SMd%I]8Z l;:8DDF\ H[ ,\ARMZ; AM1F K[ T[G[ ;FDFgI56[ c;[g8=, 5|M;[l; \U I]lG8c (CPU) TZLS[ 

VM/BJFDF \ VFJ[ K[P CPU GL V\NZ H[ D]bI 38S K[ T[ 5|M;[;Z CMI K[P VF V[S RL5GF :J~5DF \ CMI K[P 

RL5 V[S lJX[QF 5|SFZGL ;FDU|LDF\YL AGFJJFDF \ VFJ[ K[ H[G[ c ;[DLvSg0S8Zc SC[JFI K[P T[GL RFZ[ TZO 

.,[S8=MlGS ;lS"8 CMI K[P GLR[ VF5[, lR+ H]VMPCPU V[ SMd%I]8ZG]\ DUH K[4 VG[ VF V[ HuIF K[ HIF \ 

DM8F EFUG] \ SFI" SZJFDF \ VFJ[ K[P VFU/ H[ ZLT[ ;DH6 VF5JFDF\ VFJL K[4 T[ D]HA CPU GLR[ 5|DF6[ 

SFIM" SZ[ K[P s!f .g5]8 l0JF.; 5F;[YL lGN["XM D[/J[ K[P  

sZf VF ;W/L DFlCTL VG[ lGN["XMG[ T[ Memory DF\ HF/JL ZFB[ K[ (Store SZ[ K[fP sAZFAZ V[ H ZLT[ 

H[ ZLT[ TD[ D/[,L ;]RGFVMG[ GM8A]SDF\ GM\WL ,M KMfP 

s#f AWLH 5|SFZGL U6TZLVM SZ[ K[P sJlS" \U VFp8f 
s$f DFlCTLG[ VFp85]8 l0JF.l;;G[ DMS,L VF5[ K[P 
 

 

MEMORY- D[DMZL 
 D]bItJ[ +6 5|SFZGL 5FIFGL SMd%I]8Z D[DMZL CMI K[P 
 s!f Z[g0D V[S;[; D[DMZL (RAM) 
 sZf ZL0 VMg,L D[DMZL (ROM)  
 s#f :8MZ[H l0JF.; 

VUFp pNFCZ6DF\ ;DHFJFI]\ K[ T[ 5|DF6[4 HIFZ[ TD[ TDFZF\ lJWFYL"VMG[ )) VG[ ZZ GM ;ZJF/M SZJFG]\ SCM 

KM4 tIFZ[ T[VM X]\ SZ[ K[m T[VM TZT VF ; \bIFG[ 5MTFGL GM8A]\SDF \ ,BL SF-X[ VG[ 5KL AgG[GM ;ZJF/M SZX[P  

AZFAZ VF H 5|DF6[4 HIFZ[ TD[ SMd%I]8ZG[ )) VG[ ZZ GM ;ZJF/M SZJFG[ \ SCM KM tIFZ[ CPU T[G[ D[DMZL 

GFD[ VM/BFTL HuIFDF\ ,BL SF- [ s:8MZ SZ[ K[fK[P ;FY[v;FY[ T[ V[JL GM \W 56 SZ[ K[ S[ T[G[ VF ; \bIFGM 

;ZJF/M SZJFGM K[P CJ[ CUP VF AgG[ ; \bIFGM ;ZJF/M SZX[ VG[ D[/J[, 5lZ6FDG[ D[DMZL 5Z ,BX[P 

VF D[DMZL S[ HIF\ SMd%I]8Z AWLH DFlCTL V[S9L SZ[ K[4 VG[ T[ T[GF J5ZFXSFZGF lGN["XM D]HA SFI" SZ[ K[ 

tIFZ[ T[G[ Z[g0D V[S;[; D[DMZL (RAM) SC[JFI K[P 

 OZL 5FKF \ p5ZMST pNFCZ6G[ HM.V[4 S[ HIFZ[ TDFZF\ lJWFYL"VM 5MTFGL U6TZLVM 5}6" SZL ,[ K[ 

tIFZ[ T[VM 5MTFGL GM8A]SDF\YL T[ HJFAM JF \RL ; \E/FJ[ K[P AZFAZ T[ H 5|DF6[4 CPU 56 RAM DF\YL T[ 

HJFAM JF\R[ K[ VG[ 5KL T[G[ VFp85]8 l0JF.;G[ DMS,L VF5[ K[P 

V[8,[ H4 VF56[ HM. XSLV[ KLV[ S[ RAM DF \YL DFlCTLG[ JF\RL XSFI K[ VG[ T[GF 5Z DFlCTL ,BL 56 

XSFI K[P Z[g0D V[S;[; D[DMZL (RAM) VG[ lJUTM (DATA) G]\ Storge C\UFDL CMI K[P V[SJFZ H[J] \ 

SMd%I]8Z A\W SZJFDF \ VFJ[ S[ TZT T[ E],L HFI K[ S[ RAM DF\ X] \ ; \U|C SZJFDF\ VFjI \] K[P V[ lA,S], V[J] K[ 

H[D TD[ a,[SAM0" 5Z ,B[,] \ E}\;L SF-M KMP 

Z[g0D V[S;[; D[DMZL (RAM) 
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ZL0 VMg,L D[DMZL (ROM)  
ROM DF\ SMd%I]8Z SFI" SZJFGF DCtJ5}6" VFN[XM VF5JFDF \ VFjIF CMI K[P VF VFN[XM 

(COMMANDS) HIFZ[ SMd%I]8ZG[ A\W SZJFDF\ VFJ[ K[ tIFZ[ 56 ROM 5Z ; \U|lCT ZC[ K[P  

H[D S[4 GFD ;]RJ[ K[ T[ D]HA H ROM (Read Only Memory) DF\YL SMd%I]8Z DF+ Read sJF\RLf SZL 

XS[ K[P  

 VlC\ VF DFlCTLG[ BMJF. HTL ARFJJFDF\ TD[ X]\ SZXMP H[JL ZLT[ SMd%I]8Z 5MTFGL DFlCTLG[ RAM 
5Z ,BLG[ :8MZ SZ[ K[ T[ H 5|DF6[ TD[ VF DFlCTL :8MZ[H l0JF.; 5Z :8MZ SZL XSM KMP J5ZFXSFZ wJFZF 

DFlCTLG[ :8MZ[H l0JF.; 5Z ; \U|lCT SZJFGF SFI"G[ SAVING SC[JFI K[P V[SJFZ H[JL TD[ DFlCTLG[ 

storage device 5Z Save SZM KM4 TM 5KL HIFZ[ TD[ TDFZL GM8A]S 5Z ,BJF H[J]\ K[ H[G[ TD[ SIFZ[ 56 

BM,LG[ ,B[,]\ JF\RL XSM KMP Storage device DF\ lJ5], 5|DF6DF\ 

SFIDL WMZ6[ DFlCTLGM ; \U|C Y. XS[ K[P CF0" l0:S4 CD-ROMS VG[ 5[G 

0=F.J :8MZ[H l0JF.;GF pNFCZ6M K[P   

:8MZ[H l0JF.;  

SMd%I]8Z BZ[BZ B}AH RT]Z CMI K[P 5Z\T] H[D TD[ H6FjI] \4 RAM GL AWLH DFlCTL SMd%I]8Z A\W YTFGL 

;FY[H E}\;F. HFI K[P  

V[JL S. ZLT K[ S[ H[GFYL AWLH DFlCTL SMd%I]8ZG[ A\W SZJFDF \ VFJ[ TM 56 H/JF. ZC[ K[m 

SMd%I]8ZDF \ AWLH DFlCTL SFIDL ZLT[ ; \U|lCT ZCL XS[ T[ DF8[ DNNSTF" ;FWGG[ :8MZ[H l0JF.; SC[JFDF \ VFJ[ 

K[PpNFCZ6 TZLS[4 HM TD[ SMd%I]8ZGM p5IMU SZLG[ TDFZF\ lD+G[ 5+ 8F.5 SZTF CMP VUFp H6FjI] \ T[D4 

CPU T[ V1FZMG[ JF\RX[ H[ TD[ 8F.5 SIF" K[ VG[ T[G[ RAM DF\ :8MZ SZX[P CJ[ HM JLH/L HTL ZC[ TM X] \ 

YFIm SMd%I]8Z A\W Y. HX[ VG[ TD[ 8F.5 SZ[,L AWLH DFlCTL TD[ BM. A[;XMP 

 CF0"vl0:S V[ CPU AM1FGL V\NZ l:YT V[S :8MZ[H l0JF.; K[P TD[ 

lJ5], 5|DF6DF\ lJUTMGM ; \U|C VF CF0"vl0:S 5Z SZL XSM KMP  

CF0"vl0:SDF \ ; \U|C SZJFDF\ VFJ[,L lJUTMqDFlCTLVM SMd%I]8Z A \W CMI 

tIFZ[ 56 ;RJFI[,L ZC[ K[P  

                       sCF0" l0:SGL V \NZGM N[BFJf 

CF0"vl0:S  

 SMd5[S8 l0:S S[ CD V[S UM/FSFZ %,[8 H[J]\ 

;FWG K[ H[GF 5Z TD[ lJ5], 5|DF6DF \ lJUTM ;\U|CL 

XSM KMP 

SMd5[S8 l0:S  

CD 5Z ,BJF DF8[ S[ T[DF \YL JF \RJF DF8[ TDFZ[  

CD G[ SMd%I]8ZGL CD-Drive DF\ GF \BJL 50[ K[P  
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CD-Drive B}AH GFH]S CMI K[ HIFZ[ TD[  

CD-Drive GM J5ZFX SZJF H. ZCIF CM tIFZ[  

TDFZF .g:8=S8ZG[ 5]KJ] \ HM.V[P 

  VF :8MZ[Hvl0JF.;G[ V[S 5[GGL H[D lB:;FDF\ D}SLG[ ,. HJFTL CMJFGF SFZ6[ 

T[G[ 5[Gv0=F.J SC[JFDF\ VFJ[ K[P T[GM p5IMU DFlCTLGM ; \U|C SZJF DF8[ YFI K[P T[GF 

VFSFZGF SFZ6[ T[G[ YdAv0=F.J 56 SC[JFDF\ VFJ[ K[P 

5[Gv0=F.J  

 VlC\ ATFjIF 5|DF6[ 5[G 0=F.JG[ USB :,M8DF\ GF \BLG[ TD[ T[DF\YL lJUTMG[ JF\RL 

56 XSM KM T[DH T[GF 5Z lJUTM ,BL 56 XSM KMP    

VFp85]8 l0JF.;  

 DMGL8Z TV H[J] \ H N[BFI K[4 H[GF 5Z TD[ DFlCTL HM. XSM KMP DMGL8ZDF\ V[S 5FJZ A8G 

VF5JFDF \ VFJ[ K[P H[GM p5IMU DMGL8ZG[ RF,]vA\W SZJF DF8[ YFI K[P VFHSF, DMGL8Z lJlJW VFSFZM VG[ 

SNGF VFJ[ K[P  

DMGL8Z 

 

 

  

      

;FN]\ DMGL8Z    O,[8 :S|LG DMGL8Z 

VF V[S VFp85]8 l0JF.; K[P DFlCTLVMG[ SFU/ 5Z KF5L VF5LG[ TDG[ 

DNN SZ[ K[P TD[ SFU/M4 lR+M lJU[Z[ T[GL DNNYL KF5L XSM KMP 

l5|g8Z (Printer) 

:5LS;" (Speakers)
SMd%I]8ZDF \ GLS/TF\ VJFHMG[ ;F\E/JF DF8[ p5IMUDF \ ,[JFT]\ V[S VFp85]8 

l0JF.; V[8,[ :5LSZ4 T[GF 5Z A8G S[ GMA VF5JFDF\ VFJ[,F CMI K[4 H[ T[GF 

VJFHG[ lGI \+6 SZ[ K[P  
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DISH 

LMBF 

STB 

I]P5LPV[; G]\ 5]~ GFD VG.g8Z%8[0 5FJZ ;%,FI K[P 
VF GFD H ATFJ[ K[ S[ VF ;FWG VlJZT 5FJZ ;%,FI 5}ZM 
5F0[ K[P VF5 ;F{ HF6M KM S[ 36L JFZ RF,] SFI" NZdIFG JLH 
5]ZJ9M BMZJF. HFI K[ VG[ T[GF SFZ6[ JLH ; \RFl,T ;FWGM 
A\W Y. HFI K[P VFJF ;DI[ VD]S ;DI 5]ZTF\ ;FWGM RF,] 
ZC[ VG[ VF56[ VF56]\ SFI" 5]6" SZL XSLV[ VYJF jIJl:YT 
ZLT[ SFDR,Fp A\W SZL XSLV[ T[ DF8[I]P5LPV[; p5IMUL YFI 
K[P 

I]P5LPV[; 

I]P5LPV[; V[ V[S A[8ZL ; \RFl,T ;FWG K[P T[DF \ 
RMSS; 5|SFZGL A[8ZL ZC[,L CMI K[ S[ H[ JLH 5]ZJ9M RF,] CMI tIFZ[ RFH" YTL ZC[ K[ VG[JLH 5]ZJ9M A \W 
YFI tIFZ[ VF5MVF5 A[8ZL RF,] Y. HFI K[P VG[ VFYL I]P5LPV[; ;FY[ HM0FI[, ;FWGM A \W YTF GYLP 
 

• 0LX 

S[ I] A[g0 0LX V[g8[GF  
VFHGF I]UDF\ 5|RFZv5|;FZ DF8[ 36F p5SZ6MGM p5IMU SZJFDF\ VFJ[ K[P VF56[ 8LPJLP p5Z H[ 

V,U V,U R[G,M HM. XSLV[ K[ V[ VF 5|SFZGF p5SZ6MGF SFZ6[ YFI K[P 

S[ I] A[g0 (Kurtz – under Band) V[ ;[8[,F.8 wJFZF SMdI]lGS[XG SZJF DF8[ J5ZFT] ;FWG K[P 

VF5 ;F{ V[ 36L JFZ VF5GF 8LPJLP 5Z X{1Fl6S 5|MU|FDM HMIF CX[P VF 5|MU|FD ;[8[,F.8 wJFZF V[S 

:Y/[s:8]0LVMfDF\YL 5|;FZLT YFI K[ VG[S[ I] A[g0 0LX V[g8[GF VF 5|MU|FDG[ ZL;LJ SZLG[ VF5GF 8LPJLP ;]WL 

5CM\RF0[ K[[P 

S[ I] A[g0 0LX V[g8[GFDF\ D]bItJ[ +6 EFU CMI K[o 

• LMBF v S[D[ZM 
• ;[8 8M5 AM1F STB 

 
 
 
 
 
 
 

 
 
;[8[,F.8 wJFZF 5|;FZLT YTF 5|MU|FDG[ 0LX wJFZF V[Sl+T SZL S[D[ZF p5Z 5ZFJlT"T SZFI K[ VG[ 

S[D[ZF wJFZF T[G[ ,M lO|SJg;LDF\ ~5F \TZLT SZL V[d5,LOFI SZJFDF \ VFJ[ K[P tIFZAFN T[G[ S[A, wJFZF T[G[ ;[8 

8M5 AM1FDF\ DMS,JFDF\ VFJ[ K[P ;[8 8M5 AM1F wJFZF VF l;Ug,G[ 8LPJLP p5Z ATFJJFDF \ VFJ[ K[P 
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5|MH[S8 V \TU"T VF5JFDF\ VFJ[, 8LPJLP GF\ 36F p5IMU K[P VF 8LPJLP +6 VgI ;FWGM ;FY[ RF,L 

XS[ K[o 

42” LCD 8LPJLP 

• S[ I] A[g0 0LX V[g8[GF o S[ I] A[g0 wJFZF 5|;FZLT YTF 5|MU|FD VF ;LWF 8LPJLP p5Z HM. XSXM 

• SMd%I]8Z o SMd%I]8Z ;FY[ ;LW] HM0LG[ AF/SMG[ 8LPJLP p5Z SMd%I]ZGL ;L0L ATFJL XSXM 

• 5[G 0=F.J o 5[G 0=F.JDF\ ZC[, SM. 56 5|MU|FD ;LWF 8LPJLP p5Z ATFJL XSXM 

;MO8J[Z X]\ K[m 
SMd%I]8ZDF \ A[ 38SM CMI K[vCF0"J[Z VG[ ;MO8J[Z4 TM VF ;MO8J[Z X]\ K[m 

H[D CF0"J[Z SMd%I]8ZGF E{FlTS :J~5G] \ 5|lTlGlWtJ SZ[ K[ T[D ;MO8J[Z V[ J:T] K[ H[GFYL CF0"J[Z 

VF56F\ DF8[ SFI" SZ[ K[P  

 HIFZ[ TD[ TDFZF \ lJWFYL"VMG[ SM. ;JF,GM HJFA VF5JFG]\ SCM KMP tIFZ[ T[VM 5C[,F T[G[ ;F\E/[ 

K[4 ;DH[ K[ VG[ 5KL T[GM HJFA XMWJF ,FUL HFI K[P 5Z \T] HM V[ H 5|DF6[ TD[ SMd%I]8ZGL ;FY[ JFT SZXM 

TM T[ ;DHL GCL XS[ S[ X]\ SZJFG]\ K[P SMd%I]8Z DF6;GL EFQFF ;DHL XST] \ GYLP V[ DF+ V[S 5|SFZGL lJX[QF 

EFQFFH ;DHL XS[ K[4 H[ BF; SMd%I]8;" DF8[H AGFJJFDF\ VFJL CMI K[P 

 ;MO8J[ZV[ lGN["XMGM V[S ;[8 K[ H[ SMd%I]8ZG[ T[JL EFQFFDF\ SFI" SZJFGF lGN["XM VF5[ K[4 H[ SMd%I]8Z 

;DHL XS[P ;MO8J[Z 5|MU|FD;" wJFZF SMd%I]8ZGL EFQFFDF \ AGFJJFDF\ VFJ[ K[P  

 ;MO8J[Z SMd%I]8ZGL V \NZ S[JL ZLT[ HFI K[m VFH[ DM8FEFUGF \ ;MO8J[Z CDs DF\ VFJ[ K[P CD G[ 

SMd%I]8ZGL CD-Drive DF \ .g;8" SZJFDF\ VFJ[ K[P CPU wJFZF CD 5Z VF5JFDF \ VFJ[,L lGN["XMG[ 

cJF \RJFDF\c VFJ[ K[ VG[ T[G[ SMd%I]8ZGL CF0"vl0:S 5Z ;[J sZF.8f SZL ,[JFDF\ VFJ[ K[P VF SFI"G[ SMd%I]8Z 

5Z c,Ml0\U W ;MO8J[Zc VYJF c.g:8M,L\U W ;MO8J[Zc TZLS[ 56 VM/BJFDF\ VFJ[ K[P  

 

USB Port 

Power 
 

Red      - Audio Right 
White   - Audio Left 
Yellow - Vidio 

VGA 
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VM5Z[l8\U l;:8D 
CF0"J[Z V[S UF0L K[ T[D lJRFZM4 VM5Z[l8 \U l;:8D; T[ UF0LGF 0=F.JZ H[JL CMI K[ H[GF 5Z 

V[gHLGG[ R,FJJFGL HJFANFZL CMI K[P  

VM5Z[l8 \U l;:8D SMd%I]8ZGF SFIM"G] \ lGI \+6 SZ[ K[P VM5Z[l8 \U l;:8D .g5]8 l0JF.; 5F;[YL 

VFN[XM :JLSFZ[ K[P 5KL T[G[ CPU GF ; \A\lWT EFUMDF\ 5|[lQFT SZ[ K[P tIF\YL H[ 5lZ6FDM CPU wJFZF 

VF5JFDF \ VFJ[ K[ T[G[ VFp85]8 l0JF.;L;DF\ DMS,L VF5[ K[P V[ ZLT[4 SMd%I]8ZGL AWLH l0JF.;G[ lGI \l+T 

SZJFG]\ VG[ 5|A\W SZJFG]\ SFI" VM5Z[l8 \U l;:8D wJFZF SZJFDF \ VFJ[ K[P 

;MO8J[ZGF VgI SFIM"G[ 56 VM5Z[l8\U l;:8D lGI\l+T SZ[ K[P S<5GF SZM S[ TDFZF JU"DF \ A[ 

lJWFYL"VM V[SH B]ZXL 5Z A[;JFGL HLN SZ[ TM X]\ YFIm T[DGL JrR[ C]\;FT]\;L S[ I]wW YX[P VF 5lZl:YlTDF \4 

TD[ V[ AgG[G[ lGN["X VF5XM S[ T[VMV[ SIF\ A[;J]\P V[JLH ZLT[ VM5Z[l8\U l;:8D 56 GSSL SZ[ K[ S[ 

SMd%I]8ZGF SM.56 A[ ; \;FWGMGL JrR[ SM.56 5|SFZG]\ 3QF"6 G pE]\ YFIP sCF0"J[Z VG[ ;MO8J[ZGL JrR[f 

HIFZ[ TD[ TDF~ SMd%I]8Z RF,] SZM KM4 ;{F 5|YD TDFZF :S|LG 5Z N[BFGFZL J:T] VM5Z[8L \U l;:8D CMI K[P 

Windows 98, Windows XP, Windows Vista, Ubuntu lJU[Z[ VM5Z[8L \U l;:8DGF S[8,FS 

pNFCZ6M K[P  

V[%,LS[XG ;MO8J[Zo 

V[%,LS[XG ;MO8J[ZG[ 8=[GDF\ BFJFG] \ VG[ RM50LVM J[RTF\ O[ZLIF TZLS[ lJRFZMP T[VM HIFZ[ VF56[ 

8=[GDF \ CM.V[ KLV[ tIFZ[ V[ ;]lGl`T SZ[ K[ S[ VF56G[ HIFZ[ H[ HM.V[T[ D/L ZC[P HM VF56G[ BFJFG]\ HM.T]\ 

CX[ TM VF56[ BFJFG] \ J[RTF O[ZLIFG[ AM,FJLX]\ VG[ T[ VF56G[ BFJFG]\ 5]~ \ 5F0X[P V[JLH ZLT[ VF56[ HM lR+ 

AGFJJ] \ CX[ TM VF56[ VCL \ SMd%I]8ZDF \ 0=M.\U ;MO8J[Z BM,LX] \4 H[ VF56G[ T[ SFI"DF\ DNN SZX[P 

SM. lJlXQ9 SFI" lGEFJJF DF8[ ,BJFDF\ VFJ[, 5|MU|FDGF H]YG[ V[%,LS[XG ;MO8J[Z 

TZLS[ VM/BJFDF\ VFJ[ K[P  

 V[%,LS[XG ;MO8J[ZG[ PROGRAMS TZLS[ 56 VM/BJFDF \ VFJ[ K[P pNFCZ6 TZLS[4 V[S JU" 

processing s8F.5L \Uf ;MO8J[Z TDG[ 8[18 0MSI]D[g8 AGFJJFDF\ DNN SZ[ K[P V[S 0=F.J ;MO8J[Z TDG[ 

lR+M S[ l0hF.G NMZJFDF \ S[ 5[.g8 SZJFDF\ DNN SZ[ K[P :5|[0XL8 ;MO8J[Z TDG[ DFS";GF Z[SM0"; ZFBJFDF\ 

DNN SZ[ K[P 

V[%,LS[XG ;MO8J[Z VM5Z[8L\U l;:8DGL U[ZCFHZLDF\ SFI" GYL SZL XST] \P 

pA]gT] 

v/s 
lJg0M 

XP 
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(Ubuntu v/s Windows XP) 
DF.S|M;MO8GL H[D4 pA]gT]DF\ cCMd;c VG[ c5|MO[XG,c ; \:SZ6MDF \ SM. E[N ZFBJFDF\ VFjIM GYLP H[ 

; \:SZ6 U'lC6LVM T[DGF \ Z[l;l5 S,[SXG S[ AF/SM T[DGL ZDTM DF8[ p5IMU SZTF \ CX[ T[ H ; \:SZ6 

5|MU|FDZM T[DGF DM8F jIF5FZM H[JF S[ U]U, DF8[ p5IMU SZ[ K[P 

jIJ;FlISM S[ V[g8Z5|F.h ; \:SZ6MDF\ VFJ[, DCtJM v ;]Z1FF VG[ :YFILSZ6v G[ U[ZjIJ;FlISM 

DF8[ p5,aW AGFJJFDF \ VFJX[P  

lJg0MhGL H[D4 pA]gT]G[ 8[a,[8 PC DF \ R,FJJF DF8[ SF5S}5 SZLG[ R,FJJ]\ 50T]\ GYLP V[ 5C[,FYLH 

T[G[ VG]~5 GFG]\ VG[ UlTXL, K[P ;FY[H4 l,G1FG[ 5C[,FYLH PDAs VG[ ;[, OMGDF\ SM. DM8F O[ZOFZ JUZ 

R,FJL XSFI T[ ZLT[ AGFJFI]\ K[P 

;FYM;FY lJg0MhYL p<8]\4 Ubuntu VG[ ;FDFgI56[ l,G1FvB}AH DHA}T AGFJJFDF\ VFjI]\ K[P T[ 

H]GF SMd%I]8ZM 5Z 56 ;]5[Z[ RF,L HFI K[P V[8,F DF8[H4 cl,U;L V[l0XGc GL H~lZIFT ZC[TL GYLP 5Z \T] T[ 

; \5}6" lDl0IF ;[g8ZM 5Z 56 RF,L XS[ K[ H[DF\ T[G[ VM5Z[l8\U l;:8DGF GJF ; \:SZ6GL H~Z 56 50TL GYLP 

;FDFgI SMd%I]8Z J5ZFXGF C[T]VM DF8[ lJg0Mh XP S[8,LS V[JL V[%,LS[XG; ;FD[ WZ[ K[ H[ 5C[,[YL DM8F 

EFUGF SMd%I]8ZMDF\ p5,aW CMTL GYLP .g8ZO[; VG[ CD-ROM GL AlG" \U I]l8,L8L V[ SNFR DM8FEFUGF 

J5ZFXSFZM DF8[GM ;{FYL DCtJGF ;]WFZ[,F lOR;" K[P  

pA]gT]GL lA<8v.G .g:8M,[XG 5wWlTG[ JF5ZTF \4 SM.56 jIlST DF+ V[S A8G ANFJLG[ .g8ZG[84 

0FpG,M04 .g:8M, VG[ SMgOLUZ SZL XS[ K[ H[ 5|MU|FDDF\ 5KLYL T[G[ XMWL ,[ K[P pA]gT] cOF:8 I]hZ :JLRL\Uc 

T[DH cnested ucer switchingc G[ 56 ;5M"8 SZ[ K[P H[G[ SFZ6[ TDG[ G[:8[0 ,MUv.GGL V \NZ VgI 

,MUv.G X~ SZJF D/[ K[4 H[D TD[ VgI 5|MU|FD X~ SZL ZCIF\ CMI T[ ZLT[P ACPI 5FJZ D[G[HD[g8 56 

;5M8" SZJFDF \ VFJ[ K[P 

 lJg0Mh SZTF \ UBUNTU HIFZ[ .g:8M, SZJFDF\ VFJ[ K[ tIFZ[ T]ZTH JWFZ[ 5|DF6DF\ O \SXGF,L8L 

p5,aW SZFJ[ K[4 tIFZ[ ;{FYL JW] DCtJGM D]NM T[GL lSD \TGM H AFSL ZC[ K[P V[g8=Lv,[J,GL lJg0Mh XP CMD 

V[0LXG 89.99 0M,Z (US) DF\ J[RFI K[P lDl0IF ;[g8Z V[0LXG 139.95 (USD) DF\ J[RFI K[P HIFZ[ 

ALHL TZO pA]gT] ,UEU DOTDF\ 50[ K[P TD[ T[G[ 0FpG,M0 SZL  XSM KM S[ T[GL .g:8M,[XG CD DOTDF \ 

D\UFJL XSM KM s5M:8[H RFHL"; 56 ,[JFDF\ VFJTF \ GYLPf 

 TDFZF SMd%I]8ZG[ X~ SZTF 5C[,F RSF;L ,M S[  

CPU GL 5FK/ VF5JFDF\ VFJ[,  

Power Cable- Power Supply GL  

:JLR ;FY[ HM0FI[,M K[ S[ GCL VG 

 5FJZ 'ON' K[P  

TDFZF SMd%I]8ZG[ RF,] SZJ] \ 
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 TDFZF DMGL8ZGF 5FJZ A8GG[ :JLR VMG SZMP 

 TDFZF SMd%I]8ZG[ VMG SZJF DF8[ CPU 5Z VF5JFDF \ VFJ[, 5FJZ A8GG[ V[SJFZ NAFJMP 

 YM0LS 5/MDF \ SMd%I]8Z :S|LG GLR[ ATFjIF\ D]HA N[BFJF DF \0X[P VF :S|LGG[ ,MUv.G :S|LG TZLS[ 

VM/BJFDF \ VFJ[ K[P  

 

I]hZG[D VG[ 5F;J0" 
TD[ TDFZF JU"B \0DF\ lJWFYL"VMG[ S. ZLT[ VM/BL SF-M KM m TD[ T[DG[ T[DGF GFD N.G[ AM,FJM KMP 

V[H ZLT[ SMd%I]8Z 56 T[GF 5Z SFI" SZGFZ ;{F SM.G[ T[GF I]hZGFD J0[H VM/BL XS[ K[P I]hZ G[D V[S V[J]\ 

GFD K[ H[GF J0[ SMd%I]8Z ;]WL 5CM\RL XSFI S[ T[GF 5Z SFI" SZL XSFI K[P AWF \H lX1FSMG[ I]hZGFD VF5JFDF \ 

VFJX[ T[DH NZ[S lJWFYL"G[ 56 I]hZGFD VF5L XSFIP 

TD[ HIFZ[ ACFZUFD CM KM tIFZ[ TDFZF WZGL ;]Z1FF DF8[ X] \ SZM KM m  

TD[ WZG[ TF/F\ DFZL NM KMP 

AZFAZ V[ H ZLT[ HM TDF~ SMd%I]8Z VgI ,MSM G BM,[ T[J] \ .rKTF CM TM T[G[ 5F;J0" VF5LG[ TF/]\ 

DFZL XSM KMP 5F;J0" V[S V[JM BFGUL XaN S[ XaN ;D}C K[ H[ DF+ SM. V[S jIlST S[ jIlSTVMGF GFGF 

;D}CGL HF6SFZLDF \ H CMI K[P  

5F;J0" AFZF1FZL4 ; \bIF S[ AgG[GF SMdALG[XG wJFZF GSSL SZL XSFI K[P H[DS[ SM. 5F;J0" 

comp123, Gujarat, 15081947,12JUNE08 lJU[Z[GL H[D AGFJL XSFI K[P 

V[SJFZ TD[ TDFZF I]hZG[D VG[ 5F;J0" SMd%I]8ZDF \ 8F.5 SZM KM4 V[8,[ SMd%I]8Z B],L HFI K[P CJ[ 

TD[ SMd%I]8Z 5Z SFD SZL XSM KMP 

GM\Wov 5C[,L JBT X~VFT SZJF \ DF8[ I]hZG[D VG[ 5F;J0" TDG[ .g:8=S8Z TZOYL VF5JFDF\ 

VFJX[P 
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0[:S8M5 VG[ T[GF 38SM  
HIFZ[ TD[ I]hZG[D VG[ 5F;J0" GF \BLG[ TDFZF SMd%I]8ZG[ X~ SZM KM tIFZ[ ;FD[H :S|LG s58,f N[BFI K[ T[G[ 

0[:S8M5 SC[ K[ 0[:S8M5 TDFZF \ SFI"1F[+GL E}lDSF EHJ[ K[P  

VF56[ SMd%I]8ZGF TtJMG[ JW] GHLSYL ;DHJFGL SMlXX SZLV[ 

 

 

 

8M5 5[G, s;{FYL p5ZGL 5[G,f 
8M5 5[G, 0[:S8M5GL ;{FYL p5ZGL lSGFZL 5Z l:YT CMI K[P TDG[ ,F, Z \UGL 8M5L N[BFI K[P T[ :8F8" 

A8G K[P TD[ T[GF 5Z lS,S SZLG[ SMd%I]8ZDF\ SM.56 SFD 5FZ 5F0L XSM KMP 

8M5 5[G, 5Z l;:8DGL TFZLB VG[ ;DI 56 ,B[,F N[BF0JFDF \ VFJ[ K[P l;:8D 0[8 VG[ ;DIG[ 

S[JL ZLT[ AN,L XSFI T[ TDG[ VFU/ lXBJJFDF \ VFJX[P  

VF.Sg; 
VF.Sg; V[8,[ clR+Mc (IMAGE) SMd%I]8Z VF.SG V[8,[ SMd%I]8Z :S|LG 5Z N[BFTL lGXFGLVM H[ 

SMd%I]8Z OF.<; ;}RJ[ K[P  

VF.Sg; 5Z A[ JFZ lS,S s0A, lS,Sf SZLG[4 T[ H OF.,G]\ ;}RG SZTF CMI T[G[ TD[ BM,L XSM KMP  

V[%,LS[XG 
VG[ V[SXG 

VF.SG 

8M5 5[G, 

JM<I]D 
S\8=M, 

l;:8DGL TFZLB 
VG[ ;DI 

 

AM8D 5[G, 0[:S8M5 N[BF0M 
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:8F8" A8G sX~ SZJF DF8[G] \ A8Gf TDG[ TDFZF SMd%I]8Z 5ZGF AWF \H 5|MU|FD s;MO8J[Zf ;]WL 
5CM\RJFDF \ DNN SZ[ K[P  

HIFZ[ TD[ :8F8" A8G 5Z lS,S SZM KM tIFZ[4 AWF \H 5|MU|Fd; s;MO8J[Zf GL V[S ;}lR TDFZF 

SMd%I]8Z 5Z N[BFJF DF \0[ K[P VF ;}lRG[ c5M5vV5vD[G}c SC[JFDF\ VFJ[ K[P S[D S[4 V[ V[SNDYL 5|S8 YFI K[ 

s5M5vV5fP D[G} V[8,[ S[ lJS<5 ;}lR4 H[DF\YL TD[ 5; \NUL SZL XSM KMP Z[:8MZ[g8GF D[G}vSF0"G[ IFN SZM 

H[DF\ tIF\ p5,aW AWL J:T]VMGL ;}lR CMI K[P  

:8F8" A8G 

TDFZF SMd%I]8Z 5Z SFI" S[JL ZLT[ SZXM m 
SMd%I]8Z 5Z TD[ H[ 56 S\. SZXM T[ AW]\H OF.,DF\ YX[P  

H[D TDFZF lJWFYL"VM 5MTFG] \ Ul6TG] \ SFI" Ul6TGL GM8A]SDF\ VG[ lJ7FGGF 5|MH[S8 T[DGL lJ7FGGL 

GM8A]SDF \ SZ[ K[4 T[H 5|DF6[ SMd%I]8Z 5Z SFI" SZTL JBT[ T[D6[ AWF \H SFIM"GL V,UvV,U OF., ZFBJL 

50X[P 

OF.,MDF\ lJUTM ;FRJJFDF\ VFJX[ H[D S[ 8[18; S[ ; \bIFVM 5KL T[ 5+ CMI XS[ K[4 V[S lGA\W4 GM \W4 

5|̀ G5+M4 ,[B S[ lR+ S \. 56 CMI XS[ K[P V[S D]JL sR,lR+f 56 SMd%I]8ZDF \ OF., :J~5[ H ; \U|lCT YFI 

K[P 

SMd%I]8Z 5Z SFI" SZTL JBT[ wIFG VF5JF IMuI AFATMo 

 s!f H[ ZLT[ TD[ GM8A]S BM,M KM T[H ZLT[ cOF., VM5Gc SZM 

sZf OF.,DF\ SFD SZMP pNFCZ6 TZLS[ IF TM TD[ 8F.5 SZL XSM IF TD[ lR+ NMZL XSM H[ TDFZF 

5|MU|FD 5Z VFWFlZT CMI K[4 H[G[ TD[ X~ SIM" K[ HM TD[ 0=M. \UGM 5|MU|FD BM<IM CX[ TM TD[ 

DF+ 0=M.\U H SZL XSXMP  

s#f OF.,G[ Save SZM sOF.,G[ :8MZ[H l0JF.; DF\ :8MZ SZMf IFN ZFBM4 HM TD[ lJUTMG[ c;[Jc 

(Save) GlC SZM TM TDFZF SMd%I]8ZG[ A \W SZTF\ H TD[ T[G[ BM. A[;XMP 

s$f OF.,G[ A\W SZM AZFAZ V[H ZLT[4 H[ ZLT[ TD[ TDF~ SFD 5]~ SZTF\ H TDFZL GM8A]S A\W SZM 

KMP 

CJ[ 5KLGF lJEFUMDF\ VF56[ VF AWF\H c:8[%;c lJX[ HF6LX] \ 

lJg0Mh X] \ K[ m 
 lJg0Mh V[ SMd%I]8Z :S|LG 5ZGM V[S , \ARMZ; EFU K[ HIF\ VF56[ VF56]\ SFI" SZL XSLV[ KLV[P 

 SMd%I]8Z lJg0M V[ V[S V[J] clJhI]V, JS" V[lZVFc K[ H[GF wJFZF J5ZFXSFZ SMd%I]8Z 5|MU|FD S[ 

;MO8J[Z ;FY[ JFTRLT SZL XSLV[ K[P ;FDFgI56[ T[GM VFSFZ , \ARMZ; CMI K[P 

 

TDFZF SMd%I]8ZGL V\NZ H]VM 
 VtIFZ ;]WLDF\ VF56[ V[8,]\ TM HF6L R]SIF\ KLV[ S[ SMd%I]8ZDF\ VF56[ OF., 5Z SFD SZLV[ KLV[P 

VF56[ DFlCTLG[ ARFJL ZFBJF DF8[ Y.G[ T[ cOF.<;c G[ :8MZ[H l0JF.; 5Z c;[Jc SZJLH 50[ K[P HIFZ[ TD[ 

OF.,G[ SMd%I]8ZDF \ c;[Jc SZM KM tIFZ[ T[ VF5MVF5 TDFZF SMd%I]8ZGL cCF0"vl0:Sc 5Z ;[J Y. HFI K[P 
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 TDF~ SMd%I]8Z TDG[ SMd%I]8Z 5Z TDFZL OF., SIF\ K[ T[ XMWJFGM Z:TM 56 ATFJ[ K[P 

 X]\ TDG[ TDFZF\ Desktop 5Z SMd%I]8Z VF.SG N[BFI K[ m  

HM TD[ SMd%I]8Z VF.SG 5Z double click SZXM4 TM lJg0M N[BFJF DF\0X[P lJg0MGL 0FAL AFH] 

lJg0M TDFZF SMd%I]8Z 5ZGF DCtJ5]6" ,MS[XG NXF"JX[4 HD[ S[, C-drive, Desktop, Floppy drive 
VG[ CD-drive VFDF \YL SM.GF 5Z 56 TD[ lS,S SZXM4 lJg0MGL HD6L TZO TDG[ T[DF \GL lJUTM N[BFJF 

DF\0X[P 

 X]\ TDG[ lJlJW BFGFVM N[BFI K[m T[G[ OM<0;" SC[JFDF\ VFJ[ K[P OM<0;" Sg8[GZ H[JF CMI K[P OM<0;" 

VF56G[ OF.<;G[ jIJl:YT ZLT[ UM9JJFDF\ DNN~5 YFI K[P 

 H[JL ZLT[ TD[ NF/4 RMBF4 3p lJU[Z[G[ EZL ZFBJF DF8[ TD[ V,UvV,U Sg8[GZGM p5IMU SZM KM4 

H[YL TDG[ AWLH J:T] VF;FGLYL VG[ H<NLYL D/L HFI K[ V[JL H ZLT[ TD[ TDFZF SMd%I]8ZDF\ 56 lJlJW 

OF.,MG[ ;FRJM ZFBJF DF8[ lJlEgG OM<0ZM AGFJL XSM KMP NFPTP TD[ Drawing GFDG] \ OM<0Z AGFJL XSM 

KM VG[ TDFZL AWL H Drawing files T[DF\ ; \U|CL XSM KMP TD[ V[S ALH] \ OM<0Z English AGFJL XSM KM 

VG[ TD[ T[DF\ TDFZF AWF \H GM8; VG[ VF8L"S<; :8MZ SZL XSM KMP 

TD[ .rKM V[8,F OM<0Z AGFJL XSM KMP OM<0;"G[ IMuI GFDM VF5JFG] \ wIFG ZFBXM H[YL TD[ TDFZL OF.<; 

VF;FGLYL XMWL XSMP  

 TD[ OM<0ZGL V \NZ V[S VgI OM<0Z 56 AGFJL XSM KMP NFPTP TD[ V[S OM<0Z AGFjI] \v;FDFlHS 

lJ7FGP CJ[ VF OM<0ZGL V \NZ TD[ VgI +6 OM<0;" AGFJL XSM KMP .lTCF;4 E}UM/ VG[ GFUlZS XF:+P 

OM<0Z S[JL ZLT[ AGFJJF m 
 VF B}AH ;C[,]\ K[P p5ZMST lJg0MDF\ SM.56 HuIFV[ HD6L lS,S SZL Create new 5Z 5M.g8 

SZM VG[ 5KL OM<0Z 5Z lS,S SZMP VF ;DI[ :S|LG 5Z V[S GJ] \ OM<0Z N[BFJ] \ HM.V[ H[GL GLR[ cgI] OM<0Zc 

CF.,F.8 YI[,]\ CMJ]\ HM.V[P CJ[ tIF\ TDFZ[ T[ OM<0ZG]\ H[ GFD ZFBJ]\ CMI T[ cgI] OM<0Zc GL HuIFV[ 8F.5 

SZMP 

 

 :8[5v!o SMd%I]8Z 5Z B]<,L AWLH lJg0MhG[ A \W SZMP 

TDFZF\ SMd%I]8ZG[ cX8v0FpGc SZM 

 :8[5vZo cV[SXGc A8G 5Z lS,S SZMP 5KL c,MUvVFp8c 5Z lS,S SZM GLR[ 5|DF6[ :S|LG N[BFJF 

DF0X[P  

 :8[5v#o cX8 0FpGc lJS<5 5Z lS,S SZM TDFZF ;+G[ 5}6" SZMP 

 :8[5v$o 5KL 'OK' lS,S SZMP  

 DF+ YM0LH 1F6MDF \ JLg0Mh A\W YX[P W6F SMd%I]8ZDF\4 SMd%I]8ZGL 5FJZ :JLR VM8MD[8LS,L A \W 

YFI K[P VG[ DMGL8Z 0FS" YFI K[P VF ;DI[ TD[ DMGL8ZGL 5FJZ :JLRG[ A\W SZL XSMP 
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SLvAM0" ;FY[ SFI" 
RF,M VF56[ YM0L UdDT SZLV[P 

 !P :8F8" A8GG[ S,LS SZMP 

 ZP  V[;[;ZLh p5Z S,LS SZMP 

 #P 8[18 VM0L8Z sV \S ;]WFZ6Ff p5Z S,LS SZMP 

 VFD SZJFYL GEDIT JLg0M B],X[P GEDIT VF5G[ 8[1;8 0MSI]D[g8 AGFJJFDF\ DNN~5 YX[P 

  

GEDIT :S|LGGF\ EFUMG] \ lJTZ6o 
8F.8, AFZ o 8F.8, AFZ OF.,G]\ GFD ;}RJ[ K[P HM T[ GJL OF., CX[4 TM tIF\ GM G[.D V\lST SZ[, HMJF 

D/X[P 

 

D[G] AFZ o D[G]AFZDF \ ZC[, J:T]GL ; \bIF ATFJX[P HIF\ TD[ H[ T[ J:T] p5Z S,LS SZXM4 tIF\ VFN[XG] \ ,L:8 

HMJF D/X[P VF VFN[XM J0[ VF5G[ VF5G]\ 8[18 0MSI]D[g8 AGFJJFDF \ DNN D/X[P 

 

JS" V[lZIF o VF 5|N[XDF\ VF5 VF5G] \ 8F.5L \U SZXMP 

 

8], AFZ o 8],AFZDF\ VF5G[ ;FDFgI ;FWGM S[ H[ VF5G[ VF5G] \ 0MSI]D[g8 AGFJJFDF\ DNN~5 YX[P 

 

VF<OFA[8 SLhqVF<OFA[8GL :JLRM 
 A YL Z (a YL z) 8F.5 SZJFDF \ p5IMUDF \ ,[JFX[P   

 

G\AZGL :JLRM 
 G\AZGL :JLRM J0[ VF5 G \AZ 8F.5 SZL XSXMP 

 

 

G\AZGL :JLRM 

VF<OFA[8 
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lNXF ;}RS :JLRM sS;"ZG[ SFA}DF\ ZFBTL :JLRMf 

VF lNXF ;}RS :JLRMGF p5IMUYL S;"ZG[ 0FA[4 HD6[4 p5Z VG[ GLR[ TZO ,. HJFX[P 

 

 

 

 

 

 

 

 

 

 

S[%; ,MS :JLRo   

S[%;,MS :JLR VF5GF SLvAM0"GL 0FAL TZO CMI K[P HIFZ[ T[G[ ; \lRT SZJFDF\ VFJ[4 tIFZ[ 8F.5 SZ[, 

AWF \ V\SM S[5L8, HM0F1FZDF\ ,BFX[ HIF\ ;]WL T[G[ OZLYL ; \lRT SZJFDF\ G VFJ[P VF :JLRG[ ; \lRT SZTF \ T[ 

:JLR p5Z VYJF GM SLvAM0" p5Z UD[ tIF \ V[S GFGL ,F.8 YI[,L HMJF D/X[4 H[ ATFJ[ K[ S[ T[ RF,] SZJFDF \ 

VFJ[, K[P HIFZ[ S[%;,MS ; \lRT SZ[, CMI4 tIFZ[ 8F.5 SZJFDF \ VFJ[, AWF D}/F1FZM S[5L8,DF \ 8F.5 YX[P 

∗ HM S[%;,MS A\W CX[ TM4 :S|LG p5Z S[5L8,DF \ D}/F1FZM N[BFX[P NFPTP HM VF5 cXLO8c + 'G' VF5XM4 TM 

:S|LG p5Z 'G' V \lST YI[, N[BFX[P 

XLO8 :JLRo   
XLO8 :JLRG[ ALHL VgI :JLRGL ;FY[ p5IMUDF\ ,. XSFX[P HIFZ[ VF5 XLO8 :JLRG[ ; \lRT SZLG[ 5S0L 

ZFBXM VG[ ;FY[ D}/F1FZMGL :JLR 56 ; \lRT SZM tIFZ[ 

∗ HM T[ NZdIFG S[%;,MS RF,] CX[ TM4 GFGF\ D}/F1FZM :S|LG p5Z V\lST YI[,F \ N[BFX[P NFPTP HM VF5 cXLO8c 

+ 'G' VF5XM4 TM :S|LG p5Z 'G' V\lST YI[, N[BFX[P 

S;"ZGL 0FAL TZOGF V \SG[ SF-L GF \BJF DF8[ A[S;5[; :JLRGM p5IMU YFI K[P V[S V \S H[8,L HuIF 

A[S :5[; :JLR o   

p5Z TZO HTL :JLRo S;"ZG[ V[S ,L8L 
p5Z HJF DF8[ 

0FAL lNXF :JLRo 
S;"ZG[ V[S V \S H[8,L 
0FAL TZO ;ZSFJX[ P HD6L lNXF :JLRo 

S;"ZG[ V[S V \S H[8,L 
HD6L TZO ;ZSFJX[ 

 

GLR[GL lNXF :JLRo 
S;"ZG[ GLR[GL TZO 

,. HX[P   
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H[8,M S;"ZG[ B;[0JF DF8[ 56 T[GM p5IMU YX[P VF :JLRGM p5IMU 8F.5L\U NZdIFG YI[, E},MG[ ;]WFZJF 

DF8[ SZJFDF\ VFJ[ K[P  

0L,L8 :JLRGM p5IMU V1FZM TYF VgI J:T]VMG[ E} \;L GF\BJF q GFA}N SZJF DF8[ YFI 

K[P T[ S;"ZGL HD6L TZO ZC[,F V1FZG[ VYJF TM V1FZGM ;D}C H[G[ l;,[S8 SZJFDF\ VFJ[, CMI 

T[G[ T]T"H E}\;L GF \BXMP 0L,L8 :JLR J0[ S;"ZGL HD6L TZO ZC[, V1FZ VG[ A[S:5[; :JLR J0[ S;"ZGL 0FAL 

TZO ZC[, V1FZ GFA}N YX[P 

0L,L8 :JLR o  

 

SLvAM0"DF \ ZC[,L VF ,F\AFDF\ ,F\AL :JLR K[P VF :JLR J0[ V1FZ VYJF V \SM JrR[ HuIF VF5L 

XSFX[P NFPTP HM VF5 'New' XaN 8F.5 SZL VG[ :5[;AFZ :JLRGM p5IMU SZL VG[ 'Delhi' 8F.5 SZXM4 

TM T[ 'New Delhi' 8F.5 SZ[,]\ :S|LG p5Z HMJF D/X[P  

:5[;AFZ :JLR o  

 

SLvAM0"DF \ ZC[, VF V[S AC]D}<I :JLR K[P T[G[ cZL8G" :JLRc 56 SC[JFI K[P HIFZ[ VF5 VF :JLRGM p5IMU 

SZXM4 TM S;"Z tIFZAFNGL ,F.G p5Z HX[P  

V[g8Z :JLR o  

 

VF :JLRGM p5IMU SLvAM0"GL VgI :JLRMDF\GL SM. V[S :JLR ;FY[ SZL XSFX[P HIFZ[ VF5 S\8=M, 

:JLRGM p5IMU VgI V1FZ JF/L :JLR ;FY[ SZXM4 TM SM. :5[xI, C[T] sO \SXGf HMJF D/X[4 NFPTP HM VF5 

'Ctrl' VG[ 'N' :JLRGM ;FY[ p5IMU SZXM4 TM VF5G[ V[S GJ] \ 0MSI]D[g8 B],[,]\ HMJF D/X[P 

S\8=M, :JLR o  

VF :JLR 56 S\8=M, :JLRGL H[D SFI" SZX[P HIFZ[ VF5 V<8ZG[8LJ :JLRGM VgI SM. 

V[S V1FZ ;FY[ p5IMU SZXM4 TM SM. :5[xI, C[T] HMJF D/X[P ,UEU VF :JLRGM p5IMU D[G]GF \ 

V,UvV,U lJEFUM sVM%XGf G[ BM,JF DF8[ YFI K[P NFPTP HM VF5 'Alt' VG[ 'F' :JLRGM p5IMU V[S 

;FY[ SZXM4 TM T[GF wJFZF 'File' D[G]GF \ VM%Xg; B],[,F HMJF D/X[P  

V<8ZG[8LJ :JLR o  

VF56[ AWF \ HF6LV[ KLV[ S[4 ;MO8J[Z V[ cVFN[XM GM ;D}Cc K[ H[G[ V[S 

SMd%I]8Z ;DHL XS[ K[P VF VFN[XMG[ ;M5|YD DF6;M JF\RL XS[4 T[J]\ ,BJFDF\ 

VFJ[ K[ sH[G[ ;M;" SM0 SC[ K[f 5KL T[ SMd%I]8Z ;DHL XS[ T[JF OMD["8DF \ lJR,LT 

YX[P  

VM5G ;M;" ;MO8J[Z  
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H[ ;MO8J[ZGM ;M;"vSM0 ;FDFgI DF6;GF p5IMU VG[ ;]WFZ6F DF8[ ;FCHLS ZLT[ D/L XS[ K[ T[G[ 

VM5G ;M;" ;MO8J[Z SCL XSFIP VM5G VMlO; VG[ pA]gT] V[ VM5G ;M;" ;MO8J[ZGF pNFCZ6M K[P 

Windows XP, Windows 2003, MS-Office V[ AWF \ VM5G ;M;" ;MO8J[Z GYLP  

VM5G ;M;" ;MO8J[ZG[  VgI ;MO8J[ZYL S. ZLT[ V,U TFZJL XSXMm 

VM5G ;M;" ;MO8J[Z H<NLYL D/L XSX[P 5|MU|FDGM ;M;" SM0 56 D/L XSX[P H[ VF5G[ 5|MU|FDG[ 

;]WFZJF q plRT SZJFDF\ DNN~5 YX[P 

SMd%I]8ZG[ D[.g8[.G SZJ] \ 
SMd%I]8ZV[ GFH]S DXLG K[P HM T[G[ VF5 IMuI ZLT[ p5IMU G SZM TM T[DF \ BFDL ;H"JFGL XSITF K[P 

SMd%I]8ZG[ p5IMUDF \ ,[TF \ X]\ wIFG ZFBXMP 

X] \ SZJ] \ ( Do’s) 
!P HIFZ[ VF5 D[.G :JLR A\W SZM4 tIFZ[ DMGL8Z4 ;L:8D I]lG8 VG[ l5|g8ZG[ A\W SZMP 

ZP D[.G :JLRG[ A\W SZTF \ 5C[,F ;L:8D I]lG84 DMGL8Z VG[ l5|g8Z GL 5FJZ :JLR VMO CMJL HM.V[P 

#P SMd%I]8ZG[ :JLR VMO SZTF \ 5C[,F T[DF\YL ;L0L4 O,M5L 0L:SG[ SF-L GF \BJL HM.V[P 

$P P.C. DMGL8Z4 SLvAM0"4 l5|g8Z GF 0:8 SJZYL HIFZ[ p5IMUDF \ G ,[TF\ CMI4 tIFZ[ VFJZL ,[JF 

HM.V[P 

5P ;L0L4 O,M5L 0L:SG[ ;}SL VG[ RMbBL HuIFDF \ ;FRJLG[ ZFBJFP 

X] \ G SZJ] \ ( Don’ts) 

!P SMd%I]8Z HIFZ[ RF,] CMI T[G[ B;[0J]\ G HM.V[P 

ZP SMd%I]8Z RF,] CMI4 tIFZ[ SLvAM0"4 DFp; l5|g8Z S[ 5KL SM.56 SG[SXG G HM0J]\P 

#P JFIZG[ SF-JF DF8[ B[\RLG[ G SF-TF\4 JFIZG[ HM0[,F SG[S8ZG[ 5S0LG[ B[\RJ] \P 

$P SLvAM0"GL :JLRG[ JW] NAF6 G VF5TF\4 wIFGYL GFH]S ZLT[ p5IMU SZJMP 

5P 0L:S p5Z SM. JHG G D}SJ] \P 

&P HIF\ SMd%I]8Z CMI tIF\ CJFGL VJZHJZG[ RF,] ZFBJLq G ZMSJLP 

*P S0S sBZARZLf J:T]YL ;FO G SZJ] \P 

(P 5[lg;, VYJF AM,5[GYL 0L:SGF ,[A, p5Z G ,BTF \4 ;MO8 8L5 5[G YL ,BL XSFIP 

)P ;L0LG[ JF/JL S[ 5KL T[GL p5Z ,L8F G SZJFP 

!_P 5L;L sSMd%I]8Zf GL VF;5F; BFJ]\v5LJ]\ G HM.V[P 

 

p5;\CFZ( Summary)  

v SMd%I]8Z V[J] \ DXLG K[P H[ JLH/LYL SFD SZ[ K[P 

v SMd%I]8Z T[GL HFT[ SFD SZT]\ GYLP T[ VF56F VFN[XM S[ SDFg0 5|DF6[ SFD SZ[ K[P 

v SMd%I]8ZGF lJlJW EFU S[ H[G[ VF56[ V0L XSLV[ T[G[ cc CF0"J[Zcc SC[JFIP 

v SMd%I]8ZGF\ 5|MU|FD H[ SMd%I]8ZG[ VFN[X VF5[ K[ T[G[ c;MO8J[Zc SC[JFIP 
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v ROM cZL0 VMg,L D[DZLc K[P T[DF SMd%I]8ZG[ SFD SZJFGF VFN[XMGM ; \U|C YFI K[P 

v RAM Z[g0D V[S;[; D[DZL V[ SMd%I]8ZGL JSL"\U D[DZL SC[JFIP SMd%I]8ZDF \ HIFZ[ SFD SZTF \ CMI4 

tIFZ[ RAM GM 0[8F HIFZ[ VF56[ SMd%I]8ZG[ A \W SZLX]\ tIFZ[ HTM ZC[X[P 

v CF0"0L:SDF\ W6L DM8L DF+FDF\ 0[8F :8MZ SZL XSFIP T[ :8MZ SZ[, 0[8F SFIDL ZLT[ ZC[X[P 

v VF56[  SMd%I]8ZG[ D[.g8[.G ZFBJF DF8[ T[GM p5IMU jIJl:YT ZLT[ SZJM HM.V[P 

Do your own: VF5GL SMd%I]8Z ,[AGL D],FSFT ,M VG[ GLR[GL lJUTM T5F;Mo 

 a. VF5GF SMd%I]8ZGL A|Fg0 S. K[m CPU VG[ DMGL8Z RSF;M 

 b. DMGL8ZGM :S|LG S[8,M DM8M K[ m T[G] \ +F\;F B]6FG]\ DF5 T5F;M 

 c. DFp; H]VM4 X]\ T[ VM%8LS, K[m VM%8LS, DFp; X] \ K[m T[ XLBMP 

 d. :5LSZGF VJFHGF A8GG[ JWFZL 38F0LG[ H]VM 

 e. CF0"0L:SGL D[DZL 1FDTF X]\ K[m VF5GF lX1FS ;FY[ T5F;M  

 f. SLvAM0" p5Z S[8,L :JLRM K[m T[G[ U6M 

 g. X]\ tIF \ SLvAM0" V,UvV,U ; \bIFDF\ :JLRM JF/F \ K[m 

h. l5|g8Z TZO H]VMP VF5G]\ l5|g8Z V[S 5[5Z ,[ K[ S[ A[ 5[5Zm VF5GF lX1FSGL ;FY[ RSF;MP X] \ 

tIF\ V,UvV,U 5|SFZGF l5|g8Z K[m  

 i. VF5GF lX1FSG[ 5[G0=F.J TYF ;L0L ATFJJFG] \ SCMP T[GL D[DZL 1FDTF X]\ K[m T[ RSF;M 

ZP DFp;GM 5lZRI Exercise : I 
 a. lJEFUDF\ NXF"jIF 5|DF6[GL 5wWlTYL DFp;G[ 5S0MP 

b. T[G[ O[ZJLG[ H]VMP X] \ VF5G[ T[DF \YL 5|SFX VFJTM N[BFI K[m DFp;G[ 5FK]\ DFp; 5[0 p5Z 

D}SMP 

c. p5Z NXF"jIF 5|DF6[ DFp;G[ 5S0M4 DFp;GL 0FAL TZOGL :JLRG[ VF5GL 5C[,L VF\U/LYL 

; \lRT SZMP 

d. DFp;G[ T[ H ZLT[ 5S0L ZFBLG[4 DFp;GL HD6L TZOGL :JLRG[ VF5GL JR[8 VF\U/L J0[ 

; \lRT SZMP 

 e. DFp;GL 0FAL TZOGL :JLRG[ tJZLT A[ JBT ; \lRT slS,Sf SZMP 

f. DFp;GL 0FAL TZOGL :JLRG[ ; \lRT SZLG[ ZFBLG[ DFp;G[ HD6L TZO Zv# . \R H[8,] \ 

B;[0MP CJ[ 0FAL TZOG] \ DFp; :JLRG[ KM0L NMP 

Exercise : II  VFJM4 DFp; ;FY[ UdDT SZLV[P (Play with Mouse) 

 a. DFp; 5M.g8Z G[ c:8F8"c A8G ;]WL ,. HFJP 

 b. :8F8" A8G p5Z DFp;GL ,[O8 S,LS SZMP V[S D[G] HMJF D/X[P 

c. CJ[4 DFp; 5M.g8ZG[ 'Start menu' GF \ Games p5Z ,. HFVMP V[S ALH]\ ;A D[G] HMJF 

D/X[P 
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 d. N[BFTL NZ[S U[d;GL GM\W SZMP  

Exercise : III B[ \RJ]\ VG[ KM0J] \ s0=[U V[g0 0=M5f 

 a. DFp; 5M.g8ZG[ c8=[;c VF.SG p5Z ,. HFVMP DFp;G]\ ,[O8 A8G NAFJMP  

 b. HIFZ[ DFp;G]\ ,[O8 A8G NFA[,] \ ZFBXMP c8=[Xc VF.SGG[ GLR[ TZO B[\RMP 

 c. DFp; A8G KM0L NMP VF.SGGL HuIF AN,FI[, HMJF D/X[P 

 

#P SMd%I]8ZG[ RF,] SZJ]\ ( Start your Computer) 
a. p5Z NXF"jIF 5|DF6[ SMd%I]8Z cVMGc SZMP  

 b. RF,] SIF" AFN :S|LG p5Z X]\ YFI K[ T[ wIFGYL H]VMP 

c. RF,] SZLG[ 0[:S8M5 VFJJF ;]WLGM VFXZ[ ;DI S[8,M ,FU[ K[ T[ GM\WM4 T[ X]\ SFD m VF5GF 

lX1FSG[ ;}lRT SZMP 

$P 0[:S8M5 lJQF[ JW] HF6M (Know your Desktop) 
 a. SMd%I]8ZGF\ lJlJW EFUG]\ ,L:8 AGFJMP 

 b. VF5G]\ SMd%I]8Z VG[ DMGL8Z RF,] SZMP 

 c. SMd%I]8ZG[ cVMGc SIF" AFNGM H[ 5C[,M :S|LG VFJ[4 T[ GM\WMP 

 d. 0[:S8M5 p5Z ZC[,F VF.SGG]\ ,L:8 AGFJMP 

 e. DFp;G[ O[ZJM VG[ H]VM :S|LG 5ZGM V[ZM S. ZLT[ W]D[ K[P 

 f. CMD VF.SG p5Z S,LS SZMP V[S GJL JLg0M B],X[P 

  v T[ JLg0MDF \ ZC[, J:T]VMG[ GM\WMP 

v JLg0MGL HD6L TZO p5Z4 VF5G[ +6 A8G HMJF D/X[P V[S 5KL V[S NZ[S p5Z 

S,LS SZM VG[ X]\ YFI K[ T[ RSF;MP 

 g. 0[:S8M5 p5Z DFp;G] \ ZF.8 S,LS A8G NAFJM4 VG[ D[G] SDFg0 H]VMP 

h. 0[:S8M5 p5Z ZC[,F VF.SG DF\YL SM. V[S p5Z DFp;G]\ ;L\U, S,LS T[G[ ;L,[S8 SZJF 

DF8[ SZMP 

 i. 0[:S8M5GF SM. V[S VF.SGG[ ALHL HuIFV[ B;[0JF DF8[ 0=[U SZMP 

 j. SMd%I]8ZG[ X8v0FpG sA \Wf SZMP 
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  VM5G VMlO; 0=M   

 

 0=M V[ VM5G VMlO;G]\ 0=M.\U 8], K[P H[DF\ VF5 ;]\NZ DHFGF \ 0=M. \U slR+Mf AGFJL XSXMP VF5 T[GL 

SFI"5|6F,L X~ SZM4 T[ 5C[,F VF56[ T[GF JS" V[lZIF VG[ lJlJW 8]<;GM VeIF; VF5GF SFD DF8[ SZLX]\P 

HIFZ[ VF5 gI] 0=M 0MSI]D[g8 BM,XM4 tIFZ[ GLR[ H6FjIF 5|DF6[GL JLg0M B],X[P 

 

 

 

 

JLg0MGF 8F.8, AFZGL T]T"H GLR[ VF5 +6 SDFg0 AFZ HM. XSXMP T[ GLR[ NXF"J[, S|D 5|DF6[ ZC[X[P 

 v D[G]AFZ 

 v O \SXG AFZ 

 v D]bI 8],AFZ sD[.G 8], AFZf 

JS" V[lZIF 

8F.8,AFZ 

:8[8; AFZ 

O\SXG AFZ 

D[G] AFZ 
CMZLh[g8, Z],Z 
sVF0L O]85ÎLf  

 

D[.G 8],  AFZ 

J8L"S, Z],Z 
spEL O]85ÎLf  
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0=M DF\ ZC[, D[.G D[G]G]\ ,L:8 D[G]AFZDF\ HMJF D/X[P O\SXG AFZDF\ V[S;[; O\SXG VF.SG H[JF S[ 

VM5G4 ;[J4 SM5L4 S84 5[:8 VG[ ALHF Open office. org GF \ ;FDFgI 8F:S HMJF D/X[P 

D[G]AFZ 

 

JLg0MGL GLR[ TZO VF5 D[.G sD]bIf 8],AFZ H. XSXMP H[DF\ VF5G[ lJlJW 8],GL DNNYL VF5G]\ 0=M 

0MSI]D[g8 5]~ \ SZJFGF 8]<; D/X[P  

D]bI 8],AFZ sD[.G 8], AFZf 

 

 
JLg0MGL TNG GLR[GL TZO VF5G[ :8[8; AFZ HMJF D/X[P H[DF \ VF5G[ B}AH p5IMUL DFlCTL H[D S[ 

0=M 0MSI]D[g8DF \ ZC[, S;"ZG] \ ,MS[XG4 h]DGL 8SFJFZL 8[d%,[8 G] \ GFD lJU[Z[ HMJF D/X[P  

:8[8; AFZ 

 

O]85ÎL sZ],Zf 
0MSI]D[g8 V[ZLIFGL TNG GHLS VF5G[ pEF VG[ VF0F V[D A[ AFZ H[GF p5Z V \SM V \lST SZ[,F\ CMI 

T[JF\ N[BFX[4 H[G[ CMZLhMg8, sVF0]\f T[DH J8L"S, spE]\f Z],Z s O]85ÎLf SC[JFIP T[DF\ ZC[, DF5GF \ I]lG8 

VF5 T[GL p5Z ZF.8 S,LS SZL VG[ S\8[S:8 D[G] DF \YL HM.TF I]lG8 5; \N SZLG[ SZL XSXMP VF5G[ T[GL H~Z 

GCL ZC[ TM T[G[ D[G]AFZDF\ 'View Ruler' ;L,[S8 SZLG[ T[G[ A \W SZMP T[G[ OZLYL HMJF DF8[4 p5Z NXF"J[, 

ZLT 5|DF6[ OZLYL D[G] RM.; SZM4 H[YL Z],ZGF\ l;dAM, T[DGL ;F.0 p5Z UM9JF. HX[P JLg0MGL 0FAL TZO 

HMJF D/TM J8L"S, ~,Z VG[ JLg0MGL GLR[GL TZO HMJF D/TM CMZLhg8, ~,Z K[P 

 

 

 

0=M DF\ 0=M.\U 

VF5G[ D[.G 8],AFZG]\ lR+ N[BFI K[P H[ 0=M. \U 8]<; VF5 p5IMUDF\ ,[XM T[ Open office. org 
Draw DF\YL D/X[P 
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8],G[ V[lS8J[8 SZJ] \ s8],G[ ;\lRT SZJ]\f 
lGIT 8],G[ V[S8LJ[8 SZJF DF8[4 T[GF VF.SG p5Z S,LS SZMP HIFZ[ VF5 DFp; A8G KM0XMP tIFZ[ 

VF.SGG] \ A8G T[GL HFT[ :C[H GLR]\ CMI T[J]\ N[BFX[P H[YL VF5 HM. XSXM S[ T[ 8], ;FR[H l;,[S8 SZJFDF \ 

VFJ[, K[P ;[8[U, 8], s, \ARMZ;f 8],G[ l;,[S8 SZJFGL SMXLX SZMP  

;FDFgI VFSFZG[ NMZJF 
VF5GF DFp; 5M.g8ZG[ B;[0MP VF5 HM. XSM KM S[ T[ V[S GFGF RMZ; ;FY[GF S|M;DF\ AN,F. UI[, K[P 

VF5GF 5C[,F VFSFZG[ NMZJF DF8[ GLR[ H6FJ[, lS|IF SZMP  

!P VF5GF 0MSI]D[g8 V[ZLIFDF\ ,[O8 S,LS SZLG[ 5S0L ZFBMP VF 5M.g8 VF5GF RMZ;q, \ARMZ;GM 

p5ZGM 0FAM B}6M AGX[P 

ZP DFp;G[ B;[0M VG[ 5KL ,[O8 DFp; A8GG[ VF5GL HM.TL HuIF p5Z ,. H.G[ KM0L NMP  

VF5GM RMZ;q,\ARMZ; HMJF D/X[P D[.G 8],AFZDF\ VF5 HMXM S[ , \ARMZ;G]\ 8], CJ[ l;,[S8 SZ[,] \ 

N[BFX[ GlCP H[ ATFJ[ K[ S[ VF5[ T[GL p5Z V[S JFZ lS,S SZ[,]\ CT]\P HM VF5[ T[GL p5Z A[ JBT S,LS SZ[, 

CMT TM , \ARMZ; 8], tIF\ ;]WL l;,[S8 SZ[,]\ ZC[T HIF \ ;]WL TD[ ALH] SM. 8], l;,[S8 G SZMP T[YL V[D SCL 

XSFI S[ V[S ,[O8 S,LS AZFAZ V[S 0=M.\U V[SXG4 HIFZ[ A[ ,[O8 S,LSYL 36F AWF 0=M. \U V[SXG ,. 

XSFIP  

VF5[ RMSS;56[ D[.G 8],AFZGF ALHF lOR;" 56 HMIF H CX[P 36F AWF VF.SG ;FY[ V[S GFGM 

VG[ ,L,M l+SM6 T[GL 0FAL TZO CX[P H[ NXF"J[ K[ S[ T[GL ;FY[ p5IMUL T[JF O,M8L\U AFZ HM0FI[,F K[P T[G[ 

HMJF DF8[4 lGIT VF.SG p5Z S,LS SZM VG[ DFp; A8GG[ YM0L 1F6M DF8[ 5S0L ZFBMP O,M8L\UAFZ HMJF 

D/X[P VF5 T[G[ VF5GF 0MSI]D[g8 V[lZIFDF\ UD[ tIF\ 0=[UL \U SZLG[ B;[0L XSXMP lJlJW VFSFZMG[ 0=M SZJFGM 

VF V[S VNE}T ,1F6 SCL XSFIP T[G[ A\W SZJF VG[ D[.G 8],AFZDF \ B;[0JF DF8[4 O,M8L\U AFZGF EFUDF\ 

HD6L AFH] ZC[, S,Mh A8GG[ S,LS SZMP 

,\ARMZ; V[ NMZJF DF8[GM V[S ;FWFZ6 VFSFZ K[P V[S RMZ; 56 VF5 V[S RMZ;4 Z[S8[\U, 

s,\ARMZ;f O,MZL \U AFZDF\YL l;,[S8 SZLG[ NMZL XSXMP sHIFZ[ VF5 l;,[S8 SZXM tIFZ[ T[ N[BFX[ VG[ 

l;,[S8 SZXM tIFZ[ UFIA YX[f H[D V[S , \ARMZ; NMIM" T[D H VF5 RMZ; 56 NMZL XSXMP  

Hl8, VFSFZG[ NMZJF\ 
Open office.org Draw GL p5IMU Hl8, VFSFZ NMZJF DF8[ 56 Y. XS[ K[P NFPTP JT]"/4 

,\ARMZ;4 VYJF JT]"/GF\ lJlJW EFU V[JF RMSS; VFSFZ NMZJF DF8[ VF5G[ HM.X[P 

 V[,L%; s,\AUM/f 8],G[ D[.G 8],AFZDF \YL l;,[S8 SZM sV[ T[ H VF.SG K[ H[ Z[S8[\U, s, \ARMZ;f 

8],GL GLR[ K[fP DFp; A8GG[ YM0L 1F6M DF8[ 5S0L ZFBJFYL O,M8L \U AFZ HMJF D/X[P 

!P VF5G[ H[ VFSFZ NMZJM CMI T[ l;,[S8 SZM 

ZP 0MSI]D[g8 V[lZIFDF\ ,[O8 S,LS SZLG[ 0=[U SZMP 

#P DFp; A8GG[ KM0L NMP 
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• 

VFSFZG[ ;]WFZJF sDM0LOF. SZJFf 
VF ;FWFZ6 5|lS|IF ;FY[4 VD]S RMSS; lS|IF SZJFYL VF5 VF5GF l;,[S8 SZ[,F V[,L%; s, \AUM/f 

VFSFZDF \ NMZL VYJF ;]WFZM SZL XSXMP H[ VF 5|DF6[ ZC[X[P 

;S", sJT]"/f o

• 

 SM.H RMSS; lS|IFGL H~Z GYLP VF5G[ H~ZLIFT D]HA DFp;G[ S,LS SZL VG[ 0=[U 

SZJFG]\ ZC[X[P 

V[,L%; s, \AUM/f o

• 

 DFp;G[ S,LS VG[ 0=[U SIF" AFN pE]\ VYJF VF0] \ TYF H[ 5|DF6DF\ T[GL l+HIF 

GFG] DM8] NMZJ] CMI T[D SZLG[ KM0J]\P 

V[,L%; 5F. o

!P V[,L%; 5F. 8],G[ V[,L%; O,MZL \U AFZDF\YL l;,[S8 SZMP VF5G[ HM.TM ZM5 V[S ;FNF , \AUM/GL 

H[D NMZMP 

ZP HIFZ[ VF5 VF5G]\ DFp; A8G KM0XM tIFZ[ VF5 V[S , \AUM/ HMXMP 56 VF VF56M lGIT SZ[, 

VFSFZ GYLP 5Z \T] , \AUM/GL V\NZGL TZO V[S ,L8L VF5G[ HMJF D/X[P l+HIF VF5 V[ Z[l0I; 

sl+HIFf G[ VF5G[ HM.TL HuIF p5Z ,. HJF H[8,L B;[0JL 50X[ S[ H[YL SZLG[ H[ lNXFDF\YL 

,\AUM/ 5F. GM H[ lJEFU VF5G[ HMJM GCL CMI T[ BF,L YX[P DFp;GF 0FAF A8GG[ T[GL :8M5 

5MhLXG GSSL SZLG[ KM0L NMP 

#P T[ H ZLT[ :8[5 Z G[ H[ 5MhLXGDF \ VF5G[ BF,L lNXF GSSL SZ[, HUF 5|DF6[ lG6"I ,.G[ ZL5L8 SZMP 

 

 VF V[S , \AUM/ H[JMH VFSFZ K[P 5Z \T] T[GM V[S EFU V[S S|[SGF EFUGL H[D GCL 

NMZL XSFI T[D SZJF DF8[ GLR[ D]HA SZMP 

;S", 5F.o

 

 ;S", 5F.G]\ 8], V[,L%;GF O,MZL \U AFZDF\YL l;,[S8 SIF"AFN VG[ ;S", AGFjIF AFN p5ZMST 

V[,L%; 5F.GL :8[5 VG[ :8[5 # GL 5|lS|IF SZMP 

  

 

 

 

 

 

 

 

 

 

V[,L%;q;S", 
SZJF DF8[ VCL 

S,LS SZM 

U[5G[ GFGLqDM8L 
SZJF DF8[ VCL 

S,LS SZM 

V[,L%;q;S", 5F. 
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V[,L%; ;[UD[g8o

!P V[,L%; O,MZL\U AFZDF \YL cV[,L%; ;[UD[g8c  8],G[ 5; \N SZMP T[G[ V[S ;FNF V[,L%;GL 

H[D 0=M SZMP 

 VF V[,L%;GM V[S EFU K[P 

 

 

ZP VCL 56 VF5G[ l+HIFGL ,F.G HMJF D/X[P DFp;GF 0FAF A8GG[ 5|YD JBT V[,L%;GL 

H[ HuIF BF,L HMJL CMI tIF\ S,LS SZMP 

 

 

 

#P OZLYL DFp;GF 0FAF A8GG[ V[,L%;GF ALHF 5M.g8 ;]WL HIF\ ;]WL VF5G[ V[,L%; BF,L 

HMJM CMI tIF\ S,LS SZM 

 

 

 

 

 

;S", ;[UD[g8 o

 

 V[,L%; O,MZL\U AFZDF \YL c;S", ; \UD[g8c  8],G[ 5; \N SIF" AFN4 T[DF \YL ;S", AGFjIF 

AFN p5ZMST cV[,L%; ; \UD[g8c GF\ :8[5 Z VG[ # GL 5|M;[; SZMP 

 

 

 

VF5GF lR+G[ H~ZLIFT D]HA AGFJT]\o T[GF ,1F6M AN,JF sS,Z4 ;F.h VG[ HuIFf 

V[S ;O[N SFU/ p5Z4 V[S , \ARMZ; NMZMP T[G[ H]VMP T[DF \ 

VF;DFGL s,F.8 a,]f S,Z 5]ZM,M CX[ VG[ H[DF \ GFGF ,L,F 

S,ZGF\ RMZ; T[GF W[ZFJF ;lCT HMJF D/X[P ,F.8 a,] T[GM GSSL 

SZ[, OL,L \U S,Z K[P  

 

V[,L%; ;[UD[g8 

 

;S", ;[UD[g8 
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 GFGF U|LG RMZ; VF5GF wJFZF NMZ[, ,\ARMZ;GF\ ;F.h AN,L XSFI T[JF\ C[g0, K[P ,F.8 a,] 

RMSS;56[ ;]\NZ S,Z K[P 56 VD]S ;DI[ VF5G[ ,FU[ S[ H[ S,Z VF5G[ HM.TM CTM T[ GYL4 TM VF5 T[G[ 

AN,L 56 XSXMP 

J:T]qlR+GF S,ZG[ AN,JF DF8[GF 36F Z:TF K[PH[DF\GF D]bI GLR[ 5|DF6[ K[P  

lR+MGF S,ZG[ AN,JMo 

!P D[G]AFZDF \ ZC[, Format - Area VM%XGG[ l;,[S8 SZMP 0F.,MU 

JLg0MGF V[ZLIF 8[,DF \ T[ HMJF D/X[P H[DF\YL VF5 S,Z GSSL SZLG[ 

5; \N SZL XSXMP 

ZP ; \NE" D[G] sSMG8[1F8 D[G]f ,FJJF DF8[ J:T]qlR+GL p5Z DFp;G]\ 

ZF.8 S,LS SZMP T[ D[G] DF\YL 'Area' 5; \N SZMP T[ 0FI,MU JLg0MDF\ 

V[ZLIF 8[A HMJF D/X[P T[DF\YL VF5GM DG5; \N S,Z 5; \N SZL 

V5GFJMP 

#P VMaH[S8 AFZDF\ VFJ[, 'Area' V[ZLIq:8F., OL,L \UG]\ 0=M5 0FpG 

,L:8 AMS; 5; \N SZLG[ VF5GM DG5; \N S,Z D[/JMP 

 VF8,] \ wIFG ZFBXM S[ HIFZ[ VF5G[ J:T]qlR+GM Z\U AN,JM CX[ VG[ T[GL lS|IF SZJL CX[ T[ ;DI[ T[ 

J:T]qlR+G[ l;,[S8 SZ[,] H CMJ]\ HM.V[P T[J]\ SZJF DF8[ OST lR+qJ:T] p5Z DFp;G] \ ,[O8 S,LS SZMP J:T] q 

lR+MGF \ ,1F6MDF\ S,Z OST S,Z H AN,L XSFX[P 

 VF5GF 0MSI]D[g8DF\ ALH[ SIF\S HIF\ BF,L HuIF CMI tIF\ ,[O8 S,LS SZMP VF ZLT[ VF5 VF5GF 

J:T]qlR+G[ l0;L,[S8 SZL XSXMP 

J:T]qlR+G[ l0;L,[S8 s5;\NULDF\YL D]STf SZJ]\ 

OZL V[SJFZ4 V[SH 5|lS|IF V,UvV,U ZLT[ Y. XS[ sVF5GL J:T]qlR+G[ 

l;,[S8 SZJFG]\ E},XM GCLPf 

lR+GL ,F.G :8F., AN,JLP 

!P D[G]AFZDF \ ZC[, OMD["8 ,F.G VM%XG 5; \N SZMP 0F.,MU JLg0MGF 

,F.G 8[ADF\ T[ HMJF D/X[P H[DF\YL VF5G[ HM.TL ,1F6M JF/L 

,F.G 5;\N SZMP 

ZP lR+qJ:T] p5Z ZF.8 S,LS SZJFYL T[G]\ S \8[S:8 D[G] s;NE" D[G]f 

VFJX[P T[DF \YL sT[GF D[G\ DF\YLf Line 5; \N SZMP 0F.,MU JLg0M GF 

V[ZLIF 8[ADF\ T[GF S,Z HMJF D/X[ H[DF\YL VF5G[ HM.TM S,Z 

5; \N SZMP 

 

 



*/lXÙS TF,LD 5]l:TSF /                                                                                 /SMd%I]8Z V[.0[0 ,lG" \U SFI"S|D /* 
 

© HCL Infosystems Ltd. P a g e  | 28 
 
 

#P VMaH[S8 AFZDF\YL S,Z VG[ :8F., H[ VF5 VF5GL c,F.Gc :8F.,c VG[ c,F.G S,Zc 0=M5 0FpG 
AMS; DF\YL HM.TF\ S,Z VG[ :8F., 5; \N SZMP  

 
 

 

 

 

 

 

 

 

 

 

 

 

J:T]qlR+GL l:YlT VG[ ;F.h AN,JFo 

;F.h AN,JLo 

VF5GF 0=M 0MSI]D[g8 D[.G 8],AFZDF \YL Z[S8[ \U, 8], 5; \N SZLG[ BF,L HuIF p5Z AGFJMP HIFZ[ 

VF5 DFp; A8G KM0XM4 tIFZ[ GJM , \ARMZ; HMJF D/X[ VG[ T[ :JI \ :,[S8 CX[P H[DF\ VF5G[ GFGF U|LG 

RMZ; S[ H[G[ ZL;F.h C[g0, SC[JFI K[ T[ HMJF D/X[P VF5 T[GM p5IMU J:T]qlR+G[ ;]WFZJF S[ ;F.h 

AN,JF VF ZLT[ SZL XSMP 

!P DFp; 5M.g8Z U|LG RMZ; p5ZYL 5;FZ SZMP 5M.g8Z ,F.G ;FY[ GFGF V[ZM JF/L ,L8LDF\ 

O[ZJF. HX[P H[ V[ZMGL lNXF VF5G[ ATFJX[ S[ VF5 S. lNXFDF\ J:T]qlR+GL ;F.h AN,L 

XSXMP B}6F TZOGF U|LG RMZ; VF5G[ , \ARMZ;GL 5CM/F. VG[ q VYJF p \RF. H[ plRT 

VF5 DFGTF CM T[D AN,L XSFX[P HIFZ[ JrR[GF U|LG RMZ; VF5G[ T[DF\YL SM. V[SH 

5lZ6FD AN,L XSFX[ sH[ lGE"Z K[ S[ VF5 SIM RMZ; 5; \N SZM KMfP 

ZP A8G ;\lRT ZFBLG[ U|LG RMZ;DF\GF UD[ T[ V[S RMZ; 5Z S,LS SZMP VF5G[ HM.TF\ 5lZ6FD 

;]WL DFp;G[ B[\RM VG[ 5KL DFp; A8GG[ KM0L NMP 

 

 

,F.G 8[A p5Z 
VCL\ S,LS SZM 

V[ZM :8F., 
AN,JF DF8[ 

VCL\ S,LS SZM 

VF5GL 
,F.GDF\ l5|jI] 

VCL\ H]VM 

,F.G :8F., 
5; \N SZJF 

VCL S,LS SZM 

,F.G S,Z 
5; \N SZJF 

VCL S,LS SZM 

,F.GGL HF0F. 
AN,JF VCL 

S,LS SZM 5|lS|IF 5}6" 
SZJF VCL 
S,LS SZM 
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• YM0L 1F6M DF8[ cV[Z[\Hc  VF.SG H[ D[.G 8],AFZDF\ VFJ[,]\ K[P T[GF p5Z S,LS SZM H[GFYL cV[Z[gHc 

O,M8L\U 8],AFZ D/X[ VG[ tIFZAFN lGIT SZ[, 8], T[DF\YL 5; \N SZMP 

l:YlT AN,JLo 
J:T] q lR+GL l:YlT AN,JF DF8[ GLR[ D]HAGF\ :8[5 SZM o 

 !P T[8,] \ wIFGDF\ ZFBM S[ VF5GF lR+qJ:T]G[ l;,[S8 SZ[, K[P 

 ZP DFp; S;"Z T[GF p5ZYL 5;FZ SZMP T[ V[S RFZ lNXFDF\ V[ZM ~5L S|M;DF\ OZ[JFX[P 

 #P J:T]G[ B[\RJF DF8[ J:T]qlR+ p5Z ,[S8 S,LS SZMP 

$P VF5G[ GJL H[ HuIFV[ J:T] HM.TL CMI4 tIF\ ;]WL DFp;G[ B[\RL VG[ 5KL DFp; A8GG[ 

KM0L NMP 

 HIFZ[ VF5 VF5GF 0=M. \U 0MSI]D[g8G[ ;]WFZJF sDM0LOF. SZJFf GL 5|lS|IF X~ SZM4 tIFZ[ TD[ HMXM S[ 

V[S J:T]G]\ VFJZ6 ALHL J:T] p5Z R-[ K[P 5Z\T] U\HLOFGL H[D S|DDF \ VF5 .rK[ T[D VCL VF5 VF5GL 

J:T]GF\ VFJZ6 s,[I;"f RFCM T[D RMSS;56[ AN,L XSXMP T[D SZJF DF8[GF A[ D]bI Z:TF K[P  

• l;,[S8 SZ[, lR+qJ:T] p5Z ZF.8 S,LS SZTF \ T[G]\ S\8[18 D[G] 5|NlX"T YX[P T[DF \YL cV[Z[gHc VF.8D DF\YL 

5; \NULGL lGIT SZ[, ;AvVF.8D 5; \N SZMP 

 

0=M.\UG[ ;[J s:8MZf SZJ] \ 
 HM 0MSI]D[g8 VG8F.8<0 sGFD lJGFG]\f CMI4 TM D[.G D[G]DF \YL OF.,v;[J V[hPPPPP 5; \N SZMP HM 

VF5[ T[G[ 5C[,FYL H ;[J SZ[, CMI4 TM SLvAM0"GL A[ :JLRM sS \8=M,f + S ; \lRT SZMP CJ[ VF5G]\ 0=M. \U ;[J 

Y. UI]\ K[ VG[ ElJQIDF \ VF5 T[G[ BM,L VG[ T[GM p5IMU SZL XSXMP 

GM\Wo VF5GL OF.,G]\ GFD V[J]\ VF5M S[ H[YL ElJQIDF\ VF5 T[G[ H<NL VM/BL XSMP 

 D[G]AFZDF \ ZC[,F File Printer 
Settings .... G[ l;,[S8 SZLG[ VF5 

l5|g8Z S[ H[GFYL VF5GL OF.,G[ l5|g8 

SZFJJF DF \UM KM T[ l;,[S8 SZL XSXMP 

0F.,MU AMS;DF\ 'Name' ,[A,JF/F 

AMS;DF \ VF5 5:YFl5T s0LOM<8f 

l5|g8ZG]\ GFD H. XSXMP l5|g8ZGF 

0=F.JZ AN,JFq;]WFZJF DF8[ 

'Properties' A8G p5Z lS,S SZMP  

0=M.\UG[ l5|g8 SZJ] \ 
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 CJ[ VF5 l5|g8 SZJF DF8[ T{IFZ KMP VF5 O\SXG AFZDF\ ZC[,F 'Print file directly'  VF.SG 

p5Z lS,S SZLG[ 56 l5|g8 ,. XSXMP VYJF VF5 l5|g8 0F.,MU JLg0M DF \YL K[<,F ;]WFZF SZL XSXMP VF5 

VF 0F.,MU AMS; VF ZLT[ H. XSXMP  

• D[G]AFZDF \YL File Print VM%XG 5; \N SZLG[  VYJF 

• SLvAM0"GF\ [ctrl]+P G[ ; \lRT SZMP 

l5|g8 0F.,MU JLg0M VF ZLT[ HMJF D/X[P 

'Print to file' R[S AMS;P HM TD[ VF VM%XG p5Z R[S SZXM4 TM VF5GM 0[8F 5[5Z p5Z l5|g8 YJFG[ 

AN,[ V[S GJL OF.,DF\ TANL, YX[P T[GF DF8[ VF5G[ T[ GJL OF.,G] \ GFD VF5JFG]\ ZC[X[P H[DF\YL                 

'Save As ...' 0F.,MU AMS; HIF \YL TD[ VF5G]\ 0MSI]D[g8 H[ l5|g8 SZJFG]\ K[ T[G]\ GFD GSSL SZL XSXMP 

cl5|g8 Z[gHc ;[SXGqlJEFU DF\YL VF5 VF5GF 0MSI]D[g8GF SIF 5[H l5|g8 SZJF DF\UM KM T[ GSSL SZL 

XSXM4 HIFZ[ 'Copies' lJEFU VF5G[ T[ 0MSI]D[g8GL S[8,L SM5L HM.V[ K[ T[ GSSL SZL XSXMP 

TNG HD6L AFH]GF GLR[GF B}6[4 VF5G[ 'Options' A8G HMJF D/X[P T[GF p5Z lS,S SZJFYL 

VM%XG 0F.,MU JLg0M D/X[P HIF\ VF5 JWFZFGF ;[8L\U SZL XSXMP H[JFS[ l5|g8Z SJM,L8L4 5[H ;[8L\U VG[ 

O]8GM8 8[18 s5[HG] \ GFD4 TFZLB4 ;DI lJfP 

K[<,[4 l5|g8 0F.,MU JLg0MGF 'OK' A8GG[ ; \lRT SZJFYL VF5G] \ 0MSI]D[g8 l5|g8 YX[P 

 

T[GFYL J:T]G[ VF0L S[ pEL  O[ZJL XSFX[P 

J:T]G[ O[ZJJL sO,L5 SZJLf 

J:T]G[ O[ZJJF DF8[ GLR[GF :8[5 D]HA RF,M 

!P J:T] p5Z ZF.8 S,LS SZMP 

ZP HMJFDF \ VFJ[, D[G]DF\YL VF5GM S;"Z Flip VM%XG p5Z ,. 

,MP  

p5ZMST :8[5 SIF"AFN J8L"S,L spE]\f 5Z S,LS SZMP 5; \N SZ[, J:T] pE]\ O[ZJF. HX[P  

pE] \ 
5; \N SZ[, J:T]G[ GLR[YL p5ZGL TZO pEL O[ZJJF DF8[ J5ZFX[P 

 

V;, lR+          pE] \ O[ZJ[,]\ lR+ 
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V;, lR+     VF0] \ O[ZJ[,]\ lR+ 

VF0]\ 
5; \N SZ[, J:T]G[ 0FA[YL HD6[ VF0L O[ZJJF DF8[ J5ZFX[P 

p5ZMST AWF\ :8[5 SIF"AFN CMZLhMg8,L sVF0] \f 5Z S,LS SZMP 5; \N SZ[, J:T] VF0]\ O[ZJF. HX[P 

 

DwIlA\N] AN,JF DF8[4 lA\N]GF GFGF JT]"/G[ J:T]GL DwIDF\YL GJF :Y/[ ,. HFVMP 

J:T]G[ pE]\ VYJF VF0]\ UM/ O[ZJJF DF8[4 ;F.0DF\ ZC[,F C[g0,G[ 0=[U SZM sB[ \RMf 

J:T]G[ UM/ O[ZJJLP 
VF5 J:T]G[ T[GF DwIlA \N]YL VYJF VF5[ GSSL SZ[, DwIlA\N]YL VFH]AFH] UM/ O[ZJL XSM KMP 

H[ J:T]G[ UM/ O[ZJJF DF\UM KM T[G[ l;,[S8 SZMP Open office. org Draw GF DM0 8],AFZYL 

VYJF Open office.org Impress GF 0=M. \U AFZ DF\ ZC[, ZM8[8 VF.SG p5Z lS,S SZMP 

VF5 J:T]GF SM. V[S B]6F p5Z 5M.g8ZG[ O[ZJM H[YL 5M.g8Z ZM8[8 l;dAM,DF \ O[ZJFX[P J:T]G[ 

O[ZJJF DF8[ C[g0,G[ 0=[U SZM sB[ \RMf  

√ 0=M V[S p5IMUL 5|MU|FD K[ S[ H[GL DNNYL VF5 Z;5|N lR+ AGFJL XSM KMP 

p5;\CFZ 

√ 0=M DF\ ZC[,F lJlJW 8]<;GL DNNYL VF5 VFSFZGL lJlJWTF VG[ l0hF.G sEFTf H[JL S[ , \ARMZ;4 JT]"/4 

,F.G VG[ SJ" AGFJL XSM KMP  

√ T[GL S,Z 5[,[8YL VF5 DM8L ; \bIFDF\ S,Z GSSL SZL XSM T[GM p5IMU lR+DF \ S,Z SZJF DF8[ YX[P 

√ 0=M GL DNNYL VF5 lR+DF \ lJlJW c:5[xI, .O[S8c VF5 XSM KM4 H[JL S[ O,L5L\U spW] O[ZJJ\f4 ZM8[8L\U 

sUM/ O[ZJJ]\f4 .gJ8L"U sV \NZGL TZOG] \ N[BFJ]\f VG[ :SI]\.U lJU[Z[P  
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ZP VF5[, lR+G[ AGFJJF DF8[ T[DF \ J5ZFI[, 8]<; VM/BM VG[ T[GF\ GFD VF5MP CJ[ T[GF H[J] \ VFA[C]A 

lR+ AGFJM VG[ T[DF Z \U EZMP 

VHDFJLG[ VG]EJM 
!P VF5[, lR+G[ AGFJJF DF8[ T[DF \ J5ZFI[,F 8]<; VM/BMP T[ 8]<;GL DNNYL T[J]\ lR+ AGFJM VG[ 

VF5GF DG5;\N Z \U EZMP 

 

#P VF5GF DG5;\N Z \UGF p5IMUYL V[S h} \50]\ VG[ AM8 AGFJMP 

$P ; \NZ Z\UMGL DNNYL V[S Z \UM/L AGFJL T[DF Z \U 5]ZMP  

5P VF5GL lJ7FGGL RM50LDF\YL V,UvV,U VFS'lTG]\ ,L:8 AGFJMP NZ[S lJWFYL" T[DF \YL SM. V[S 

VFS'lT 5; \N SZX[ VG[ T[G[ 0=M DF \ AGFJX[P T[G]\ ,L:8 V[S l5|g8VFp8 ,. VG[ VF5GF S,F;~DDF \ 

,UFJMP 
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&P 0=MGM p5IMU SZLG[ VCL\ ATFjIF 5|DF6[GF\ 3Z AGFJMP T[ OF.,G[ 'My House' GFD VF5L ;[J SZMP  

 

 

*P NXF"J[, 'Planet Saturn' GF lR+G[ AGFJM VG[ T[DF\ NXF"J[, G \AZ VG];FZ S,Z 5; \N SZL T[DF \ 

EZMP  

 

 

 

 

 

 

 

(P cDMGL8Zc G[ S. ZLT[ AGFJJ]\ T[ XLBLV[P 

NXF"J[,F \ :8[%; 5|DF6[ H. VG[ Open office 
Draw GF \ lJlJW 8]<;GF p5IMUYL AGFJMP 

 

  

 

 

CJ[ SMd%I]8ZGF\ ALHF VgI EFUG[ H[JF S[4 CPU, MOUSE VG[ Key-board etc G[ NMZJFGM 5|ItG 

SZMP  

 

 

 

 

  

1 2 3 

4 5 6 
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 Open Office Writer 

 VF5 E}UM/GF lX1FS KMP VF5[ VF5GF lJWFYL"VMG[ 5'yJL %,[G[8 

lJQF[ ,BJF SCI] K[P X] \ T[VM SMd%I]8Z p5Z SZL XSFI m 

5lZRIo 

CF4 T[VM 8[18v0MSI]D[g8 sC:T5|TvBTf SMd%I]8ZDF \ AGFJL XSX[P V[ 

;MO8J[Z H[GL DNNYL VF5 V[S 8[18 0MSI]D[g8 AGFJL XSM T[G[ Word 
Processor SC[ K[P  

 

 

 

Open Office Writer S. ZLT[ X~ YX[ m 
VM5G VMlO; ZF.8Z X~ SZJF DF8[ 

!P 'Start' A8G p5Z lS,S SZMP 

ZP 'Office' p5Z lS,S SZMP 

#P 'Open office Word Processor' p5Z lS,S SZMP 

 

VM5G VMlO; ZF.8Z :S|LGGF\ 38SM 
VF ZLT[ VM5G VMlO; ZF.8ZGM :S|LG HMJF D/X[P 

Title Bar 
Menu 

 Standard Tool Bar 

Ruler 

Workspace 

Formatting Bar 

Horizontal Scroll Bar 

Vertical Scroll 
Bar 

Ruler 

J0" 5|M;[;Z V[J]\ ;MO8J[Z K[ H[GL DNNYL VF5 8[18 0MSI]D[g8 H[JF S[4 5+ s,[8Zf4 lGA \W4 lZ5M8" 
sVC[JF,f TYF VFl8"S, s,[Bf TNp5ZF \T VF5 VF5GF 0MSI]D[g8G[ Z;5|N AGFJJF DF8[ T[DF \ lR+M 
56 HM0L XSXMP  Open office Writer VG[ Ms-Word V[ J0" 5|M;[;ZGF \ pNFCZ6 K[P  
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!P 8F.8, AFZ o 

 

ZP 

VF5GL 8[18A]SGF ,[A,GL H[D NZ[SG[ GFD CMI T[ H ZLT[ NZ[S OF., H[ VF5 

SMd%I]8ZDF \ AGFJXM H[G] \ GFD CMJ]\ H HM.V[ 

 8F.8, AFZ 0MSI]D[g8G]\ GFD NXF"J[ K[P 

 8[18 0MSI]D[g8G]\ GFD :S|LGDF\ ;JM"rR :YFG[ HMJF D/X[P 

 HIFZ[ VF5 (New Document) GJ]\ 0MSI]D[g8 BM,XM4 tIFZ[ T[G]\ GFD 'Untitled 1' 
TZLS[ NXF"JX[P  

D[G] AFZ o 

 

#P 

8F.8,AFZGL AZFAZ GLR[GF AFZG[ cD[G]AFZc TZLS[ VM/BJFDF \ VFJ[ K[P D[G]AFZDF\ 

SDFg0 sVFN[XMf G] ,L:8 S[ H[GL DNNYL VF5 VF5G]\ 0MSI]D[g8 AGFJL XSM T[ CMI K[P HIFZ[ VF5 

T[DF\GF SM. V[S SDFg0 p5Z lS,S SZXM tIFZ[ V[S VgI ;AvD[G] H[DF \ RMSS; lS|IFVMG]\ ,L:8 HMJF 

D/X[P VF NZ[S lS|IF sV[SXGf GL DNNYL RMSS; SFD s8F:Sf Open Office Writer DF\ Y. 

XSX[P 

:8Fg00" 8],AFZ o 

 

$P 

s:YFl5T WMZ6 JF/M 8],AFZf o :8Fg00" 8],AFZDF\ 8], H[ ,BJF sZF.8L\Uf TYF 

;]WFZJF sV[0L8L\UqDM0LOF. \Uf DF8[ R[S 8[18 0MSI]D[g8DF \ J5ZFI T[ CX[P 

OMD["8L\U 8],AFZ o 

 

 

 

 

 

 

8[18G[ OMZD[8 SZJL V[8,[ S[ 8[18GM N[BFJ q 5|M58L"h H~ZLIFT D]HA AN,JLP 

NFPTP 8[18G[ V,UvV,U :8F.,YL4 V,UvV,U ;F.hYL VG[ T[ D]HA OMD["8L\U 8],AFZDF \ ZC[, 

8]<;GL DNNYL VF5 VF5GL 8[18G[ OMD["8 SZL XSXMP 
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5P Z],;" sO]858LVMf o 

 

&P 

Z],Z 5[HGL p5ZGL TYF 0FAL TZO HM0FI[,L N[BFX[P Z],;"GL DNNYL 8[18GL 

HuIF s5MhLXGf GSSL SZL XSFX[P  

:8[8; AFZ o 

 

*P 

:8[8; AFZDF\ 0MSI]D[g8GF 5[H G \AZ4 SM,D G\AZ HIF\ VF5 CF,DF\ SFD SZL ZCIF KM T[ 

HuIF VG[ ;FY[ SLvAM0"G]\ :8[8; 56 NXF"J[ K[P 

:S|M, AFZ o 

 

 

 

(P 

CMZLhMg8, :S|,MAFZ sVF0]\ :S|M,AFZf GL DNNYL VF5 0MSI]D[g8GL 0FALqHD6L TZO 

Y. XSXMP J8L"S, :S|M, AFZ spEM :S|,AFZf GL DNNYL VF5 0MSI]D[g8DF \ p5Z q GLR[ TZO H. 

XSXMP 

JS" :5[; o 

 

VF :S|LGGM V[ 5|N[X K[ HIF \ VF5 8F.5 SZXMP V[D 56 SC[JFI S[ HIF \ VF5 SFD SZXMP 

 

Horizontal Scroll Bar 

 
Vertical Scroll Bar 
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CJ[ VF5 5'yJL lJQF[GM ,[B JS" :5[;DF\ 8F.5 SZJFG]\ X~ SZL XSXMP 

Opening a New Document sGJ]\ 0MSI]D[g8 BM,J]\f 

VUFp NXF"J[, K[ T[ D]HA SMd%I]8ZDF \ SFD SZJF DF8[ VF5[ ;{F 5|YD OF., BM,JL H 50X[P 

HIFZ[ VF5 Open office Writer X~ SZXM4 tIFZ[ V[S GJ] \ 0MSI]D[g8 VF5MVF5 B],L HX[P Open 
office Writer G]\ 0MSI]D[g8 ALH] SF \. GCL\ 56 V[S 8[18 OF., H K[P  

VF5 V[SH ;DI[ UD[ T[8,F 5|DF6DF \ 36F AWF 0MSI]D[g8 BM,L XSXMP  

GJ]\ 0MSI]D[g8 BM,JF DF8[ 

 !P D[G]AFZDF \ ZC[, cOF.,c p5Z lS,S SZMP 

 ZP tIFZAFN 'New' p5Z lS,S SZMP 

 #P tIFZAFN c8[18 0MSI]D[g8c p5Z lS,S SZMP 

 

Click Here 

Click Here Click Here 
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• VF5G[ VF5GL OF., HIF\ ;[J SZJL CMI T[ ,MS[XG sHuIFf 5; \N SZMP 

0MSI]D[g8G[ ;[J SZJ] \ (Saving a Document) 
0MSI]D[g8G[ A\W SZTF \ 5C[,F\ VF56[ T[G[ ;[J SZJ]\ H~ZL H K[P HM VF5 ;[J GCL\ SZM4 TM VF5 T[ 

8F.5 SZ[, 0[8F BM. GF\BXMP 

HIFZ[ VF5 VF5GF 0MSI]D[g8DF\ 8F.5 SZXM4 tIFZ[ 0[8F SMd%I]8ZGL SFDR,Fp D[DZL (RAM) DF\ 

:8MZ YX[4 HIFZ[ 0MSI]D[g8 A\W SZXM tIFZ[ VF5GF wJFZF AGFJ[, 0MSI]D[g8 ;N \TZ U]DFJXM VG[ T[ VF5[ 

OZLYL ,BJ]\q8F.5 SZJ]\ 50X[P DF8[ VF5G]\ 0MSI]D[g8 SMd%I]8ZGL CF0"v0L:SDF\ ;[J SZJ]\ lCTFJC K[P VF5 UD[ 

T[ ;DI[ VF5G]\ ;[J SZ[,]\ 0MSI]D[g8 BM,L XSXMP 

VF5J] \ 0MSI]D[g8 CF0"v0L:S S[ VgI SM. :8MZ[H 0LJF.; H[JL S[ 5[Gv0=F.J VYJF O,M5L 0L:SDF \ 

;[J SZJF DF8[ VF :8[%; D]HA SZMP 

 !P D[G]AFZDF \ ZC[, 'File' p5Z HFVMP 

 ZP 'Save' p5Z lS,S SZMP 

 #P 'Save As' AMS;GL V\NZ 

• 'File Name' AMS;DF\ OF.,G]\ GFD 8F.5 SZMP 

• 'Save' A8G lS,S SZMP  

 

 

 

 

 

Select the 
location 
where you 
want to 
save the 
document 

Click the Save button 

1 

2 Type the file name 

3 
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HM VF5[ VF5G]\ 0MSI]D[g8 ;[J SZ[, K[ TM VF5 T[ OF.,G[ 

A\W SZL XSXMP 

Closing a Document s0MSI]D[g8 A \W SZJ]\f 

0MSI]D[g8G[ A\W SZJF DF8[4 D[G]AFZDF \ ZC[, 'File' p5Z 

lS,S SZMP tIFZAFN 'Close' p5Z lS,S SZMP 

Opening an Existing Document sVl:TtJ 

WZFJTF 0MSI]D[g8G[ BM,J]\f 

 

VF5GF SMd%I]8ZDF \ ;[J SZ[,L OF.,G[ BM,JF DF8[ 

!P T[ HuIF S[ HIF\ VF5[ 5C[,F OF.,G[ ;[J SZ[, CTL T[ XMWMP T[ OF., p5Z lS,S SZMP 

ZP 'Open' A8G[ lS,S SZMP 

Vl:TtJ WZFJTF 0MSI]D[g8G[ BM,JF DF8[GF :8[%; 

 

 

8[18 sV1FZMf GL :8F., VG[ ;F>h AN,JLo 8[18GL :8F., VG[ ;F.h AN,JF\ DF8[4 5C[,F\ 

TDFZ[ 8[18 l;,[S8 SZJL 50X[P  

#P HIFZ[ 8[18G[ l;,[S8 SZJFDF\ VFJ[ 5KL DFp;GF A8GG[ KM0L NMP 

8[18G[ l;,[S8 S[JL ZLT[ SZXM m 
!P 8[18GL X~VFT S[ HIF \YL VF5 VF5GL 8[18G[ l;,[S8 SZJF DF\UM KM tIF\ lS,S SZMP 

ZP T[ ;DI[ DFp;G]\ A8G ;\lRT SZL ZFBL4 DFp;G[ T[ 8[18 p5Z O[ZJM HIF \ VF5G[ AN,FJ sR[gHf 

HM.V[ K[P HIFZ[ VF5 DFp;G[ O[ZJXMP tIFZ[ 8[18GM A[SU|Fpg0 S,Z s5FK/GM Z \Uf AN,FX[P H[ V[D 

ATFJ[ K[ S[ T[ 8[18G[ l;,[S8 SZJFDF \ VFJL K[P  

Click 
H  

Click 
H  

Find the 
location 
where the 
file is 
saved. 

1 

2 Press the Open button. 
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!P OMZD[8L \U 8],AFZ p5ZGF cOMg8c AMS;GL GHLSGF V[ZM p5Z lS,S SZMP VF5 8[18GL lJlJW :8F., 

sOMg8f HM. XSXMP VF5G[ DG5; \N OMg8 l;,[S8 SZMP  

8[18GL ;F.h VG[ :8F., sOMg8f S[JL ZLT[ AN,FX[m 

ZP cOMg8 ;F.hc AMS;GL GHLSGF V[ZM p5Z lS,S SZMP T[DF\ VF5 lJlJW ;F.h HM. XSXMP VF5GL 

DG5; \N ;F.h SZMP  

#P 8[18 AN,JFGF AM<0  (Bold) p5Z lS,S SZMP  

$P 8[18 AN,JFGF italic s.8F,LSf p5Z lS,S SZMP sV1FZM YM0F +F \;F HMJF D/X[f  

5P 8[18GL GLR[ ,L8L HMJF DF8[ underline sV\0Z,F.Gf p5Z lS,S SZMP 

VCL VF5 VF ZLT[ VF5GL 8[18GM N[BFJ AN,L XSXM VG[ T[DF\YL D]bI 5M.g8G[ CF.,F.8 56 SZL 

XSXMP 

 

HM VF5G[ VF5GF 0MSI]D[g8G]\ 8F.8, sDYF/]\f 0MSI]D[g8DF\ JrR[ VG[ AFSLGF 8[18 0FAL TZOYL X~ SZ[,L 

CMI T[JL HM.X[P 8[18GL VF 5|SFZGL jIJ:YFG[ cV[,F.D[g8c SC[JFIP 

 

 

 

Aligning the text s8[18G[ V[S CZM/DF\ UM9JJLf  

VF5 VF5GF 0MSI]D[g8GL 8[18G[ 0FAL4 JrR[ VYJF HD6L TZO ;Z/TFYL B;[0L XSM KMP 

VF 5|SFZGL lC,RF,G[ cV[,F.D[g8c SC[ K[P 
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8[18G[ V[,F.G SZJF DF8[o 

!P VF5 H[ 8[18G[ V[,F.G SZJF DF \UTF CM T[G[ l;,[S8 SZMP 

ZP O|L OMZD[8L\U 8],AFZDF\GFo 

•           VF 8],G[ lS,S SZJFYL 8[18 0MSI]D[g8GL 0FAL TZO B;[0FX[P 
           
 
•                   VF 8],G[ lS,S SZJFYL 8[18 0MSI]D[g8GL JrR[GL TZO WS[,FX[P 
           
 
•                   VF 8],G[ lS,S SZJFYL 8[18 0MSI]D[g8GL HD6L TZO B;[0FX[P 
           
 
•                   VF 8],G[ lS,S SZJFYL 8[18 0MSI]D[g8GL AgG[ TZO V[0H:8 H. HX[ sjIJl:YT UM9JF.  

HX[fP 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

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

-------- 
 

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

------ 
--- 

----- 
 

,[O8 V[,F.D[g8 8[18G]\ pNFCZ64 5'yJL VF56]\ CMD %,[G[84 H[ V[S ;]\NZ ;O[N TYF JFN/L 
Z\UYL Z \UFI[,M UM/M K[P HIFZ[ T[G[ :5[;YL HMJFDF\ VFJ[ +LHF %,[G[8DF \ ;}I"4 %,[G[8DF \ ZC[, 
V[S DM8M UM/M K[P   

ZF.8 V[,F.D[g8 8[18G]\ pNFCZ64 5'yJL VF56]\ CMD %,[G[84 H[ V[S ;]\NZ ;O[N TYF JFN/L 
Z\UYL Z \UFI[,M UM/M K[P HIFZ[ T[G[ :5[;YL HMJFDF\ VFJ[ +LHF %,[G[8DF \ ;}I"4 %,[G[8DF \ ZC[, 

V[S DM8M UM/M K[P   

;[g8Z V[,F.D[g8 8[18G]\ pNFCZ64 5'yJL VF56]\ CMD %,[G[84 H[ V[S ;]\NZ ;O[N TYF JFN/L 
Z\UYL Z \UFI[,M UM/M K[P HIFZ[ T[G[ :5[;YL HMJFDF\ VFJ[ +LHF %,[G[8DF \ ;}I"4 %,[G[8DF \ ZC[, 

V[S DM8M UM/M K[P 

H:8LOF.0 V[,F.D[g8 8[18G]\ pNFCZ64 5'yJL VF56]\ CMD %,[G[84 H[ V[S ;]\NZ ;O[N TYF 
JFN/L Z\UYL Z\UFI[,M UM/M K[P HIFZ[ T[G[ :5[;YL HMJFDF\ VFJ[ +LHF %,[G[8DF \ ;}I"4 
%,[G[8DF \ ZC[, V[S DM8M UM/M K[P   
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Applying Bullets and Numbering sJFSIGL VFU/GL lGXFGLVM TYF G\AZf 
8[18 5M.g8 HM ,L:8GF :J~5DF\ CMI4 TM T[G[ A],[8[0 S[ G \AZ OMD"DF\ UM9JJF lCTFJC K[P 

A],[8; o sA],[8 5M.g8;f A],[8; V[ GFGF 0M8;4 RMZ;4 0[X VYJFTM U|FlOS S[ H[GFYL ,L:8 5|SFZG] \ 

A\WFZ6G[ V,U ATFJL XSFI T[GF DF8[ J5ZFI K[P  

 VF5 VF5GF ,L:8G[ A],[8;GL DNNYL VFSQF"S AGFJL XSM KMP 

 

VFSQF"S A],[8; 

• ♦ √ � → 

A],[8[0 ,L:8 AGFJJF DF8[o 

!P H[ 8[18 VFU/ A],[8; D]SJF K[ T[ 8[18G[ l;,[S8 SZMP 

ZP D[G]AFZDF \YL cFormat' p5Z lS,S SZMP tIFZAFN 'Bullets and Numbring' p5Z lS,S SZMP 

#P 'Bullets and Numbering' G]\ AMS; N[BFX[P 

$P 'Bullet' 8[A VYJF 'Graphics' 8[A p5Z lS,S SZMP VF5G[ H[ A],[8 l0hF.G V5GFJL CMI T[GL 

p5Z lS,S SZMP 

5P  'OK' p5Z lS,S SZMP 

Click Here 

Select any style 

Click Here 
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VF ZLT[ VF5G[ G \AZJF/] ,L:8 HMJF D/X[P 

A],[8[0 ,L:8G] \ pNFCZ6 
G \AZL\U o ,L:8GL lJlJW VF.8DG[ G\AZ 5|DF6[ UM9JJF DF8[ G\AZL\U DNN~5 YX[P 1....2....3.... VG[ 

VFU/ HIFZ[ VF5GL 8[18G[ :8[5 AFI :8[5 5wWlTYL N[BF0JL CX[ tIFZ[ G \AZL \U p5IMUDF \ VFJX[P 

G\A0" ,L:8 AGFJJF DF8[ o 

!P H[ 8[18 p5Z G \AZL \U V5GFJJ]\ K[ T[G[ l;,[S8 SZMP 

ZP D[G]AFZDF \GF 'Format' p5Z lS,S SZMP 

#P 'Bullets and Numbering' p5Z lS,S SZMP 

$P 'Numbering Type' 8[A p5Z lS,S SZMP VG[ T[DF \YL G\AZL \U :8F., 5; \N SZMP 

5P  'OK' 5Z lS,S SZMP 
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G\AZJF/F ,L:8G]\ ;[d5, sGD}GMf 

 

• VF5 GLR[ VF5[, 8[18G[ V,U OSZFGF :J~5 HM. XSXMP 

Indentation sYM0L V\NZGL TZOG]\ CMJ]\f  
VF5 OSZFG[ AGFJL T[GL 5C[,L CZM/G[ YM0L V \NZYL X~ SZL XSXMP .g0[g8[XG SZ[, 8[18 VF5G[ JW] 

;F~\ JF\RL XSFI T[J]\ ,FUX[P 

HIFZ[ VF5 V[S 5+ S[ ,[B ,BM4 tIFZ[ :JFEFlJS ZLT[ T[GL 5|YD CZM/ 0FAL TZOGF DFlH"GYL X~ 

GCL\ YFIP T[G[ DF8[ YM0L :5[; KM0JL 50[P T[ H ZLT[ VF56[ SMd%I]8Z p5Z ,BLX] T[G[ .g0[g8[XG SC[JFIP 

To indent DT,A V[S ,L8L VYJF VFBM OSZM sa,MSf G[ T[ 5[HGF DFlH"GYL YM0L V \NZGL TZOYL CMJ]\P 

• OSZFGL 5|YD CZM/ DFlH"G SZTF\ TYF 8[18YL YM0L N]Z YI[,L HMJF D/X[P 

 

VGv.g0[g8[0 8[18 s.g0[g8 G SZ[,L 8[18f 
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.g0[g8[XG SZJF DF8[o 

!P H[ 8[18G[ .g0[g8 SZJL K[P T[G[ l;,[S8 SZMP 

ZP V[4 D[G]AFZDF\GF 'Format' p5Z lS,S SZM4 VG[ T[DF\ ZC[,F V[S VM%XG c5[Z[U|FOc p5Z lS,S SZMP 

#P 'Paragraph' AMS;GL V \NZ ZC[,F 'Indent and Spacing' 8[A N[BFX[ T[G[ lS,S SZMP 

$P DFlH"G SZTF\ OSZFGL 5|YD CZM/G[ YM0L V\NZ B;[0JF DF8[ 'First Line' AMS;DF \ V[S G\AZ V[g8Z 

SZMP VF5 'First Line' AMS; ;FY[ HM0FI[,F VF5 V[ZM VYJF 0FpG V[ZMGL DNNYL .g0[g8 DF8[GL 

:5[;L\U JWFZL S[ 38F0L XSXMP 

 

Indenling the Text ,    

 

Indented Text 
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,F, V\0Z,F.G HIF \ :5[l,\UG[ ,UTL E}, CX[ T[ NXF"J[ K[P  

 

,L,L V \0Z,F.G HIF \ jIFSZ6GL E},M K[ T[ NXF"J[ K[P  

Open office Writer T[JF\ XaNMG[ 56 V \0Z,F.G SZX[4 H[ SMd%I]8ZGL l0SXG[ZLDF\ GCL\ CMIP 

VF E],MG[ ;]WFZJF DF8[ 

!P V\0Z,F.G YI[, CMI4 T[JF XaN p5Z ZF.8 lS,S SZMP  

ZP HM XSI CX[ TM T[G[ ,UTF\ VM%XGG] \ ,L:8 HMJF D/X[P 

#P BM8F XaNG[ H[GL ;FY[ AN,JM CMI T[ VM%XG p5Z lS,S SZMP VF5 SMd%I]8ZGF VF 5|lTEFJq;,FCG[ 

KM0L N[JF DF\UTF CMI TM T[DF\YL 'Ignore All' p5Z lS,S SZMP  

Spelling and Grammar 
Open office Writer DF\ VF5 OST 8F.5 SZXM T[J]\ GYLP T[ HIFZ[ 56 VF5 :5[,L \U S[ jIFSZ6GL E}, 

SZXM tIFZ[ VF5G[ JMlG"\U sR[TJ6Lf 56 VF5X[P 

GLR[ NXF"J[, 0MSI]D[g8G[ wIFGYL H]VMP T[DF\ VD]S XaNM ,F, ,L8L YL V \0Z,F.G YI[,F HMJF D/X[P VG[ 

VD]S ,L,L ,L8LYL V \0Z,F.G YI[,F HMJF D/X[P VFJ] \ Open office Writer wJFZF :JI \; \RFl,T ZLT[ 

YX[P 

 

 :5[l, \U VG[ U|FDZG[ ;]WFZJ]\ q ;FR] \ SZJ]\ 
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Word Count sXaNMGL U6TZLf 
HIFZ[ VF5G[ VF5GF lX1FS lGA \W ,BJFG]\ SC[4 tIFZ[ T[VM ;FDFgI ZLT[ VF5G[ S[8,F XaNMDF\ s,UEU !__ 

YL !5_ XaNMf ,BJFGL DIF"NF VF5XMP HM VF5 VF5GF SMd%I]8ZDF\ lGA \W 8F.5 SZXM4 tIFZ[ VF5 Open 
office Writer DF\ ZC[,F Word Count lORZGM p5IMU VF5GF lGA \WGF XaNMGL U6TZL DF8[ SZL 

XSXMP 

!P 0MSI]D[g8DF\ ZC[,F S], XaNMG[ U6JF DF8[4 D[G]AFZDF\ ZC[,F 'Tools' VM%XG p5Z VG[ tIFZAFN 

'Word Count' p5Z lS,S SZMP 

ZP 'Word Count' AMS;DF\ XaNM TYF S], V1FZ 5|NlX"T YI[,F HMJF D/X[P 

#P AMS;G[ A \W SZJF DF8[ 'OK' A8G p5Z lS,S SZMP 

 
VF5 H[ XaN DF8[ HMTF CTF T[ 'Word' AMS;DF\ HMJF D/X[P T[GL  XSITF NXF"JTF NZ[S XaNM 

'Meaning' AMS;DF \ HMJF D/X[P  

Dictionary and Thesaurus sl0SXG[ZL TYF ;DFGFYL"f 
Thesaurus V[ Synonyms GM ;DFGFYL" XaN K[P H[ VF5GF VF5[, XaNGM ;DFGYL" XaN ATFJX[P T[ H 

ZLT[ T[ VF5GF VF5[, XaNGM lJ~wWFYL" (Antonyms) XaN 56 ATFJX[P  

!P H[ XaNGM ;DFGFYL" (Synonym) HM.TM CMI4 T[GL p5Z lS,S SZMP S;"Z T[ XaN p5Z UM9JF. 

HX[P 

ZP D[G]AFZDF \ ZC[,F 'Tools' p5Z lS,S SZMP 

#P 'Language' p5Z 5M.g8 SZM VG[ tIFZAFN 'Thesaurus' p5Z lS,S SZM GLR[ NXF"J[, 

'Thesaurus' AMS; HMJF D/X[P 
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'Synonym' AMS;DF\ ZC[,F XaNM 'Meaning' AMS;DF \ ZC[, CF.,F.8[0 XaNGL AZFAZGF CX[P 

T[ XaNG[ ;DFGFYL" XaN ;FY[ AN,JF DF8[ 'Synonym' AMS;DF\ ZC[,F VF5G[ IMuI ,FUTF XaN p5Z lS,S 

SZMP NFPTP 'Charm' XaNG[ 'appeal' XaNYL AN,JF DF8[ (Replace SZJF DF8[f 'appeal' NXF"JTF 

;LGMGLD AMS; p5Z OST lS,S SZMP 

tIFZAFN 'OK' A8G p5Z lS,S SZMP T[ Y. HX[P 

  

'Deepa' XaNG[ AN,[ 'Deep' Y. UI[, K[P 

Deep 0MSI]D[g8DF\ HIF\ HIF\ 8F.5 YI[,]\ K[P T[ XMWJF VG[ T[G[ 'Deepa' XaN ;FY[ AN,JF DF8[ D[G]AFZGF 

'Edit' VM%XG p5Z lS,S SZM VG[ T[DF \ ZC[,F 'Find and Replace' VM%XG p5Z lS,S SZMP 

Find and Replace sXMWJ]\ VG[ AN,J]\f 
DFGL ,.V[ S[ VF5[ Open office Writer DF\ V[S ,F\A] 0MSI]D[g8 AGFJ[, K[ VG[ VF5[ T[DF\ V[S 

GFD 'Deep' GM V; \bI JBT 0MSI]D[g8DF \ p5IMU SZ[, K[P 5KL VF5[ V[J] \ VG]EjI]\ S[ VF5[ T[ XaNGL 

HM06L BM8L p5IMU SZ[, K[P H[DF\ ;FRM :5[l, \U 'Deepa' CTMP TM VF5 X] \ SZXMm TM VF5 'Deep' DF \YL 

'Deepa' 0MSI]D[g8DF\ V[S 5KL V[S AN,XMP 5Z \T] T[ JW] ;DI ,[X[P W6L HuIF 5Z VF5 T[ ;]WFZJFG]\ R}SL 

56 HXMP SMd%I]8ZDF \ T[J]\ SZJFGM V[S h05EIM" Z:TM K[P T[ Find and Replace GF p5IMUYL YX[P 
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'Find and Replace' AMS; p5Z NXF"jIF 5|DF6[ HMJF D/X[P 'Search For' AMS;DF\ VF5G[ H[ XaN 

AN,JM K[ T[ 8F.5 SZMP p5ZMST S[; DF8[ RF,M VF56[ 'Deep' 8F.5 SZLV[P 

'Replace with' AMS;DF\ H[ XaN J0[ VF5 AN,JF DF\UTF CMI T[ 8F.5 SZMP p5ZMST S[; DF8[ 'Deepa' 
8F.5 SZLX]\P K[<,[4 'Replace All' p5Z lS,S SZMP 

 

    'Deep' GL AN,[ 'Deepa' AN,F. UI]\ K[P 

'Deep' XaN VFBF 0MSI]D[g8DF\ 'Deepa' TZLS[ AN,F. HX[P 

CJ[4 HM VF5G[ 'Deepa' DF\YL 'Deep' SZJ] \ K[P TM X]\ C]\ T[ H :8[%; 5|DF6[ SZLX m VF5 56 T[D SZL XSXMP 

KTF\ V[S ;Z/ Z:TM 56 K[P 'Undo' SDFg0 wJFZF 56 Y. XSX[P T[ VF5G[ VF5GL H]GL V[SXG p5Z 5FK]\ 

,. HX[P  

 VG0] VF.SG            H[ :8Fg00" 8],AFZDF \ K[ T[GL p5Z lS,S SZMP 

Undo and Redo Feature (Undo GF SZJ] \4 Redo OZL SZJ]\f  

 H[D VF5[ K[<,L V[SXGG[ S[g;, SZJF DF8[             VG0]GM p5IMU SIM"4 T[D VF5 ZL0]          GF 

p5IMUYL K[<,L V[SXG OZLYL SZL XSXMP  

Cut and Paste sSF5J]\ VG[ RM\8F0J]\f 
VF5GL SFTZG[ IFN SZXM m GFGF\ ;] \NZ VFSFZMG[ SF5JFG] \ VF5 VF5GL XF/FGF X~VFTGF 5F9DF \  

XLBL UIFP T[ VFSFZG[ SF%IFAFN VF5 C \D[XF T[G[ ALHF SM. 5[H 5Z p5Z RM\8F0TF\ CXMP SMd%I]8ZDF\ 56 T[JL 

H TSGLSGM p5IMU DFlCTLG[ V[S HuIFV[YL p5F0L ALHL HuIF p5Z ,. HJF DF8[ Y. XS[P  
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SMd%I]8Z HUTDF \ S8 VG[ 5[:8 V[JF O \SXG K[ H[DF\ VF5 DFlCTLG[ V[S HuIFV[YL ,.G[ ALHL HuIF 

p5Z D}SL XSM KMP S8 O \SXG DFlCTLG[ T[GL HuIFV[YL SF-L GF \B[ K[4 VG[ 5[:8 O\SXG T[GM ALHL HuIFV[ D}S[ 

K[P  

 

ZP 'Cut'   8],G[ :8Fg00" 8],DF\YL lS,S SZMP 

#P CJ[ S;"ZG[ T[ HuIF p5Z ,. HFVM HIF \ TD[ 8[18G[ D}SJF DF \UTF CMP  

8[18G[ S8 VG[ 5[:8 SZJFGF :8[5P 
!P T[ 8[18G[ l;,[S8 SZM H[G[ VF5 B;[0JF DF\UTF CMP 

$P :8Fg00" 8],AFZDF\ ZC[,F 'Paste'   8],G[ lS,S SZMP 

5P l;,[S8 SZ[,L 8[18 T[GL D}/ HuIFYL GJL HuIF p5Z D]SF. HX[P  

RF,M DFGLV[ S[ VF5 V[S 5|MH[S8 AGFJL ZCIF KMP JFTFJZ6 VF5 T[DF\ ,BJFGL X~VFT 

JFTFJZ6G[ VG],1FLG[ V[S GFGF ,[BYL SZM KMP  

 
 

Remove from one place Move to another place 
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tIFZAFN VF5 JFTFJZ6G[ ,UTL Z;5|N ;rRF.VMG[ V[S A],[8[0 ,L:8GF :J~5DF \ TFZJJF DF\UM 

KMP TM4 VF AWFDF\ VF5G[ T[ OSZFDF\YL 8[18G[ SF5LqSF-LG[ T[G[ TDFZF A],[8[0 ,L:8DF\ D}SJL 50X[P  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

S8 VG[ 5[:8G]\ pNFCZ6 

Original Text 

Original text 
moved to a new 
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'Cut and Paste' TYF 'Copy and Paste' GF lOR;"DF \ OS" X]\ K[ m 

'Cut and Paste'  lORZDF\ J:T]G[ T[GL D}/ HuIFV[YL SF-LqSF5L GF\BX[P 

HFIZ['Copy and Paste'  lORZDF \ J:T]G[ T[GL D}/ HuIFV[ IYFJT ZFBX[P  

SM5L VG[ 5[:8 
SM5L VG[ 5[:8G]\ lORZ V[J]\ K[ S[ H[DF\ VF5G[ J:T]GM V[S OF8M ,. VG[ T[G[ ALHL HuIF p5Z D]SMP 

T[DF\ TD[ J:T]G[ T[GL V;, HuIFV[YL SF5LqSF-L GCL XSMP T[G[ AN,[ T[ J:T]GL GS, s0]%,LS[8f AGFJLG[ T[G[ 

sGS,G[f ALHL HuIFV[ D}SXMP 

ZP :8Fg00" 8],AFZDF\ ZC[,F 'Copy'   8],G[ lS,S SZMP 

#P TD[ TDFZL GS, SZ[, 8[18G[ H]NL HuIFV[ D}SJF DF8[4 VF5GM S;"Z T[ HuIF p5Z ,. HVM HIF\ VF5 

GS, SZ[, 8[18G[ D}SJF >rKTF CMP 

8[18G[ SM5L VG[ 5[:8 SZJF DF8[GF :8[%; 
!P 8[18 S[ H[G[ VF5 GS, SZJF DF\UTF CM T[G[ l;,[S8 SZMP 

$P :8Fg00" 8],AFZGF  'Paste'   8], p5Z lS,S SZMP 

5P l;,[S8 SZ[, 8[18 GS, Y.G[ GSSL SZ[, HuIF p5Z D}SF. HX[P 

'Copy and Paste'  tIFZ[ p5IMUL K[ HIFZ[ 0MSI]D[g8DF \ V[S 8[18GM p5IMU C \D[XF sJFZ \JFZf YTM 

CMIP DFGL ,.V[ S[ VF5[ VF5GF\ lJWFYL"VMG[ VD]S V3ZF XaNMGF DT,A ,BJFG]\ SCI]\ K[P V3ZF XaNM 

H[JF S[ Communication, Civilization, Emperor, Invasion TYF Conqueror. T[DF\ VF5 VF 

ZLT[ X~VFT SZL XSXMP   

 

 
Original picture of Tom and Jerry 

(cat and mouse cartoon) 
Picture of Tom (cat) duplicated and 

placed into another picture 
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'Copy and Paste' G] \ pNFCZ6 

 

VF5G[ NZ[S XaNM VG[ T[DGF\ DT,A sVY"f T[ H ZLT[ ,BJF \ K[ H[ ZLT[ XaNM CMI TM XaNM 'Word' 
VG[ 'Meaning' JFZ\JFZ 8F.5 SZJFG[ AN,[ VF5 ;Z/TFYL SM5L VG[ 5[:8 O\SXGGM p5IMU SZL XSXMP 

 

 
SM5L VG[ 5[:8G] \ pNFCZ6 

 

Original Text 

Copy of 
Original Text 

Original Text 
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• JLg0MGL 0FAL TZO4 VF5GL .lrKT OF., H[G[ VF5 BM,JF DF\UM KM T[ H[ 0=F.J S[ OM<0Z DF \ CMI T[G[ 

lS,S SZMP T[DF\ ZC[, DFlCTL JLg0MGL HD6L TZO 5|NlX"T YX[P 

Inserting Pictures slR+MG[ insert SZJF q pD[ZJFf 
VF5GM 5|MH[S8 JW] Z;5|N AGFJJF DF8[ VF5 lR+MG[ pD[ZL XSM KMP  

lR+MG[ insert SZJFGF\ :8[%; 

!P D[G]AFZDF \ ZC[,F 'Insert' p5Z lS,S SZMP 

ZP 'Picture' p5Z lS,S SIF"AFN 'Form File' p5Z lS,S SZMP 

#P 'Insert Picture' AMS; DF\o 

• T[ OM<0Z p5Z lS,S SZM H[DF\ VF5GL lR+GL OF., CMIP 

• OF., p5Z lS,S SZMP tIFZAFN VM5G p5Z lS,S SZMP  

 

'Insert Picture' AMS; 

 

VF ZCI] \ VF5G]\ lR+ 

Picture 
 

Selection 
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HM VF5G[ lR+DF \ SM. O[ZOFZ SZJF\ CMI4 TM VF5[ 5C[,F T[G[ l;,[S8 SZJ]\ H 50X[P T[G[ l;,[S8 SZJF 

DF8[ VF5[ lR+ p5Z lS,S SZJ]\ HM.V[P V[SJFZ l;,[S8 SIF"AFN4 lR+GL RFZ[ TZO GFGF \ RMZ; A8G H[G[ 

cl;,[SXG C[g0,;"c SC[JFI T[ N[BFX[P HIFZ[ VF5 VF5G]\ DFp;G]\ S;"Z T[ A8G p5Z D}SXM tIFZ[4 S;"Z A \G[ 

;F.0GF V\U[GF ~5DF \ O[ZJFX[P VF A8G p5Z lS,S SIF"AFN 0=[U SZJFYL lR+GL ;F.h AN,L XSFX[P 

HIFZ[ VF5 lR+G[ l;,[S8 SZXM4 tIFZ[ 'Picture toolbar' slR+G]\ 8],AFZf 56 tIF\ HM0FI[,] \ 

5|NlX"T YX[P Picture 8],AFZDF\ ZC[,F 8]<;GL DNNYL VF5 lR+DF\ ;]WFZM SZL XSXMP 

ZP 8],AFZDF\ ZC[, 'Print'  VF.SG p5Z lS,S SZMP 

#P GLR[ NXF"J[, 'Print' 0F.,MUAM1F N[BFX[P 

0MSI]D[g8G[ l5|g8 SZJ] \ 
SMd%I]8Z p5Z VF5GM ,[B T{IFZ K[P HM VF5G[ VF ,B[,M ,[B SM.G[ ATFJJM CX[4 TM T[G[ 5[5Z 

p5Z l5|g8 SZL XSXMm 

l5|g8 VFp8 ,[JFGF :8[%; 

!P T[8,L RMS;F. H~Z YL SZM S[ l5|g8Z SMd%I]8ZGL ;FY[ SG[S8 SZ[, K[ VG[ T[ sl5|g8Zf RF,] sON) K[P 

VF5GF Computer GF lX1FSG[ T[ 5|NlX"T SZJFG]\ SCMP 

 

$P 'Page Range' AMS;DF \ ZC[,4 'All pages' VM%XG p5Z lS,S SZJFYL HM VF5G[ VFB]\ 

0MSI]D[g8 l5|g8 SZJ]\ CX[ TM T[ D/X[P 

5P HM VF5G[ GSSL SZ[,F RMSS; 5[H HM.TF \ CX[ TM 'Pages' AMS;DF\ 5[H G \AZ 8F.5 SZMP 

&P 'Number of Copies' AMS;GL V\NZ4 VF5G[ l5|g8GL H[8,L SM5L HM.TL CMI T[ G \AZ 8F.5 SZMP 

*P 'OK' A8G p5Z lS,S SZLG[ l5|g8L\U X~ SZMP 

(P l5|g8ZDF \YL GLS/[, l5|g8 VFp8 D[/JMP 
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√ J0" 5|M;[;Z V[ 5|SFZG] \ ;MO8J[Z K[ H[GL DNNYL VF5 8[18 0MSI]D[g8G[ AGFJL T[DH H~ZLIFT 5|DF6[ 

;]WFZL XSM KMP 

p5;\CFZ 

√ 'Open Office Writer' GF :S|LGDF\ lJlJW 38SM H[JF S[ 8F.8,AFZ4 D[G]AFZ4 8],AFZ4 Z],ZAFZ4 

:S|,AFZ T[DH :5[;AFZ CMI K[P 

√ JS":5[; :S|LGGM V[JM EFU K[ S[ HIF \ VF56[ SFD SZL VG[ 0MSI]D[g8 AGFJL XSLV[ KLV[P 

√ ;[J VM%XGGL DNNYL SM.56 0MSI]D[g8G[ ;[J SZL XSFX[ VG[ ;[J OZ[,L OF.,G[ OZL HIFZ[ H~Z 50[ 

tIFZ[ D[/JL 56 XSFX[P 

√ 'Open Office Writer' DF\ 8[18G[ ;Z/TFYL A],[8 VG[ G \AZL\U 5|SFZGF\ ,L:8L\UDF \ UM9JL XSFX[P 

lJlJW OSZF \G[ V[S ;FY[ ;Z/TFYL RMSS; ZLT[ OMD["8 SZL XSFX[P 

√ 0MSI]D[g8DF\ ZC[,L jIFSZ6 VG[ :5[,L\UGL E},MG[ :5[, \U V[g0 U|FDZ VM%XGGL DNNYL ;]WFZL XSFX[P 

√ H[ V[SXG 5C[,F SZL CMI T[G[ Undo VG[ Redo VM%XGGL DNNYL OZL SZL XSFX[P 

√ XaN S[ SC[JTG[ XMWL VG[ AN,L XSFX[ VF5GF wJFZF GSSL SZFI[, XaN S[ SC[JT wJFZFP 

√ l5|g8 VM%XGGL DNNYL 0MSI]D[g8G[ 5[5Z p5Z l5|g8 SZL XSFX[P  

 

VHDFJL H]VM 

5|J'lTv! 
1. lJ7FGGL RM50LGM SM. V[S 5F9 5; \N SZMP V[S 8[:8 5[5Z AGFJM  
2. V[S GJ]\ 0MSI]D[g8 BM,MP 
3. HJFA DF8[GL HuIF KM0LG[ 5|̀ GMG[ 8F.5 SZMP 
4. OF.,G[ IMuI GFD VF5LG[ ;[J SZMP 
5. VF5GF lD+M ;FY[ HuIFGL VN,FvAN,L SZMP 5|`GM JF/]\ 0MSI]D[g8 BM,L VG[ 5|̀ GMGF HJFAM 8F.5 

SZMP 
6. CJ[ VF5GL D}/ HuIF p5Z VFJL HFVM VG[ VF5GF lD+ wJFZF VF5[,F HJFAMG[ DFS" VF5L lAZNFJMP 
7. 0MSI]D[g8G[ ;[J SZMP 
5|J'lTvZ 
1. GJ]\ 0MSI]D[g8 BM,MP 
2. ;DFHXF:+GL RM50LDF\YL V[S 5F9 5; \N SZMP 
3. T[ 5F9GM V[S DM8M p5; \CFZ ,BMP 
4. T[DF\ C[0L\U4 ;AvC[0L \U lJP AW] AGFJMP 
5. A],[8;4 G\AZL\U VG[ .g0[g8[XGG[ VHDFJMP 
6. 8[18G[ 0FAL4 HD6L VG[ ;[g8Z lJP5|DF6[ V[,F.G SZJFGM 5|ItG SZMP 
7. 0MSI]D[g8G[ ;[J SZMP 
 

] 
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5|J'lTv# 
1. VF5[ VUFp AGFJ[,F AWF\H 0MSI]D[g8 VM5G SZMP 
2. T[ NZ[S p5Z c:5[,L \U VG[ U|FDZc R[S SZMP 
3. NZ[SDF \ 'word count' SZMP 
4. Thesaurus GL DNNYL VWZF XaNM XMWL VG[ T[GF ;DFGFYL" J0[ AN,MP 
5. 0MSI]D[g8G[ A\W SZMP 
5|J'lTv$ 
1. GJ]\ 0MSI]D[g8 BM,MP 
2. VF5GF UFD lJQF[ V[S OSZM ,BMP 
3. 'Find and Replace' 8],GL DNNYL NZ[S 38GFVMDF\ Village' G[ town YL AN,MP  
4. 'Undo' 8],GL DNNYL VF5[ SZ[,F O[ZOFZG[ AN,M stown G[ village SZMf 
5. OZLYL 'Redo' 8],GL DNNYL 'village' G[ 'town' DF \ O[ZJMP 
6. 0MSI]D[g8G[ ;[J SZMP 
7. 0MSI]D[g8G[ A\W SZMP 
5|J'lTv5 
1. V[S GJ]\ 0MSI]D[g8 BM,MP 
2. GLR[ NXF"J[, E[/;[/JF/L JFTF"G[ 0MSI]D[g8DF\ 8F.5 SZMP  

The crow drank the water and flew away happily. He found a pot with very little 
water in it. Once there was a thirsty crow. He picked up small stones and put them in the 
pot. He looked for water here and there. The water level came up. He though of an idea.  
Writer GF\ S8 VG[ 5[:8 lOR;"GL DNNYL JFSIMG[ IMuI ZLT[ UM9JMP 
3. JFTF"G[ 8F.8, VF5MP 
4. 8[18GL OMg8 VG[ OMg8 ;F.h AN,MP 
5. C[0L \UG[ V,U OMg8 VG[ ;F.h VF5MP 
6. 0MSI]D[g8G[ ;[J SZMP 
7. 0MSI]D[g8 A\W SZMP 
5|J'lTv& 
1. V[S GJ]\ writer page BM,MP 
2. festival of India sEFZT pt;Jf lJQF[ V[S lGA \W ,BMP 
3. T[G[ VG]~5 lR+M .G;8" SZMP 
4. DM8F VG[ AM<0 OMg8DF \ VF lGA\WG[ 8F.8, VF5MP 
5. 0MSI]D[g8G[ ;[J SZMP 
5|J'lTv* 
1. VF5[ VF5GF SMd%I]8ZDF \ Z;5|N 0MSI]D[g8G[ ;[J SZL NLWF CX[P H~Z ,FU[ T[ 0MSI]D[g8GL l5|g8VFp8 ,MP 
2. SMd%I]8ZDF \ X] \ SZJ]\ VG[ G SZJ]\ lJQF[ RMbBL ZLT[ ,BMP AWFGL DFlCTL DF8[ T[GL V[S l5|g8VFp8 ,. VG[ 

T[G[ GM8L;AM0" p5Z D}SMP 
3. VF5GF l5TFHL VG[ DFTFHLGF GFDG[ DM8F VG[ AM<0 OMg8DF\ ,BL T[G] \ l5|g8VFp8 ,MP H[G[ VF5 WZ[ 

G[.D %,[8 TZLS[ p5IMU SZL XSXMP 
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Open Office Impress  

 
VF5[ 8LRZGL 8=[.GL \U NZdIFG 5|[hg8[XG sZH]VFTf HMIF CX[P VF5 Presentation wJFZF VF5GF 

SFDGL ZH]VFT sSFDG[ ATFJJ]\f VgI ,MSMG[ SZL XSM KMP VF5 V[S Presentation 36L ZLT[ AGFJL XSM 

KMP NFPTP VF5 AM,T]\ Presentation AGFJL XSM KMP VF5 RF8" wJFZF S[ U|FO wJFZF VF5G]\ SFD VgIG[ 

ATFJL XSM KMP 

VF5 Presentation AGFJJF DF8[ 0MSI]D[g8GM 56 p5IMU SZL XSM KMP 'Open Office 
Impress' VG[ 'Impress' H[JF ;MO8J[ZDF\ VF`RI"RlST SZL N[ T[JF \ lOR;"GL DNN J0[ VF5 5|EFJXF/L 

Presentation AGFJL XSM KMP 

 

Impress GM 5lZRI 

 

 

 

> VF5 ;F~ \ Presentation G[ 56 ;FNF :8[5DF\ AGFJL XSM KMP 

VF5 Open Office Impress YL X]\ SZL XSM m 

 

> Presentation AGFJJFDF\ VF5 ;]\NZ l0hF.GGM p5IMU SZL XSM KMP 

> VF5 ;Fpg0 sVJFHf VG[ lJl0IM OF.,M 56 VF5GF Presentation DF\ pD[ZL XSM KMP 

> VF5 V[S H[J] \ N[BFT]\ lR+q.D[H AGFJL VG[ T[G[ C,GR,G SZ[ T[J] \ AGFJL XSM KMP 

> Presentation NZdIFG Notes sGM\Wf VYJF Handouts 56 AGFJL XSM KMP 

VF56[ CJ[ Presentation AGFJJF DF8[GL 36L Z;5|N J:T]VM H[JL S[ lR+M VG[ ;]\NZ visual .O[S8; 

XLBLX]P  

 

Open Office Impress G[ X~ SZJ]\ 

 
!P Start, Office VG[ tIFZAFN Open Office Presentation p5Z lS,S SZMP 

ZP VFJ[, 0FI,MU AMS;DF\4 'Empty Presentationc G[ l;,[S8 SZMP  

#P 'Create' p5Z lS,S SZMP 

 

Open Office Impress  V[S V[J]\ ;MO8J[Z K[ H[GL DNNYL VF5 lR+M4 C,GvR,G JF/F lR+M 
VG[ lJlJW VJFHMGF p5IMU J0[ VNE}T Presentation AGFJL XSM KMP  
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Open Office Impress GF\ :S|LGGF\ 38SM 

 

 Menu Bar Standard Toolbar Presentation Bar 

Work area 

Slide View 

Layout Window 

Lines and Filling Bar 

Drawing Toolbar 
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D[G]AFZ o Presentation AGFJJF DF8[GF Commands sVFN[XMf WZFJT]\ ,L:8 D[G]AFZDF\ HMJF D/X[P 

HIFZ[ VF5 D[G]AFZDF \ ZC[,F V[SvV[S SDFg0 p5Z lS,S SZXM4 tIFZ[ RMSS; V[SXG WZFJTF \ ;AD[G] HMJF 

D/X[P  

 

 

:8Fg00" 8],AFZ o Presentation G[ VG]~5 V[JF 5FIF~5 Operations GF\ 8]<; WZFJT] \ 8],AFZ T[ :8Fg00" 

8],AFZ4 H[DF \ GJ]\ Presentation AGFJJ]\ T[G[ BM,J] \ VG[ ;[J SZJ] \4 :5[,L \U R[S SZJF\4 VG[ W6]\ AW] \P 

 

5|[hg8[XG AFZ o 5|[hg8[XG AFZDF \ ZC[,F 8]<;GL DNNYL VF5 V[S Presentation DF\ l0hF.GL\U TYF 

:,F.0 XMG[ RF,JJF ;]WLGL lS|IFVM SZL XSXMP 

 

 

 

 

,F.G VG[ OL,L \U AFZ o ,F.G VG[ OL,L \U AFZDF\ ,F.G TYF VgI J:T]GL ;F.h4 :8F., sEFTf VG[ S,Z 

5; \NUL SZJFGF\ 8]<; CMI K[P  

 

0=M. \UAFZ o VF AFZDF\ V,UvV,U VFSFZM VG[ l0hF.GM AGFJJFDF \ DNN~5 YFI4 T[JF \ 8]<; CMI K[P  

 

,[vVFp8 JLg0M o VF5GL :,F.0 DF8[ lJlJW J[ZF.8LDF\ :8F., sEFTf WZFJT] \ JLg0M V[ ,[vVFp8 JLg0M4 

NFPTP VF5 VF5GL 5C[,L :,F.0GL 8F.8, :,F.0 GSSL SZL XSMP 8F.8, :,F.0DF\ VF5 8F.8, S[ C[0L \U 

H[ VF5GF Presentation G[ VG]~5 CMI T[ VF5L XSXMP 

V[S V,U ,[VFp8 VF5GL V,UvV,U :,F.0DF \ H[ HM0JF DF\UTF CMI T[J]\ HM0MP 

VF AWL GFGL JLg0M p5Z S,LS SZL VG[ HFT[ H]VMP 

:,F.0 jI] o :,F.0 jI]DF \ VF5GF Presentation DF\ CMI T[JL NZ[S :,F.0GF \ GFGF lR+M ATFJ[ K[P  

 

 

:,F.0vXM X] \ K[ m SMd%I]8ZGF Presentation DF\ ZC[,F V[SvV[S 5[HG[ c:,F.0c VYJF c5[Hc SC[JFI K[P 
NZ[S :,F.0DF\ 8[184 lR+M4 D]JL TYF ALHL VgI J:T]VM4 H[ :,F.0DF \ ;Z/TFYL UM9JL XSFI K[P VG[ 
:,F.0vXM V[ NZ[S :,F.0G[ NXF"JT \ ;FNL EFQFFDF \ SCLV[TM Presentation K[P  
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GJ]\ Presentation AGFJJ] \ 
!P V[S a,[gS Presentation G[ V[S a,[gS :,F.0 ;FY[ BM,M4 VUFp ;}RjI]\ K[ T[ 5|DF6[P 

ZP :,F.0 ,[ VFp8 jI]DF\YL 'Title Slide' G[ l;,[S8 SZMP H[ VF5G[ :,F.0DF \ 8F.8, sC[0L\Uf VG[ 

T[G]\ ;A 8F.8, s;A C[0L\Uf AGFJJFDF\ DNN~5 YX[P 8[18 %,[; J[<0Z s8[18 DF8[GL HuIFf p5Z 

lS,S SZL VF5G[ HM.TL 8[18 T[DF \ 8F.5 SZMP 

 

 

 

%,[; CM<0Z V[ V[JF\ AMS; K[ H[GL AM0"Z 85SF \JF/L CMI K[ VG[ T[DF\ VF5 VF5G[ H.TL J:T] ,BL4 
D}SL XSM KMP 

Title Slide 
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5|[hg8[XGG[ HMJF DF8[GF 36F Z:TFVM K[P  

GMD", jI] o ;FWFZ6 ZLT[ J5ZFXDF\ ,[JFTM VF V[S jI] K[P :S|LGDF\ VFBL :,F.0 HMJFI K[P HIFZ[ VF5 

VF5GF Presentation G[ 0LhF.G SZTF\ CMI4 tIFZ[ VF jI] DNN~5 YFI K[P HIFZ[ VF5 Open Office 
Impress G[ BM,XM4 CJ[ AFNGM :S|LG GMD", jI]DF\ VM5G YX[P  

VFp8,F.G jI] o SM.SJFZ VF5 VF5GF Presentation DF\ OST 8[18 YL H SFD SZJFG]\ 5; \N SZXMP VF 

J:T] DF8[ VFp8,F.G jI] H T[GM HJFA K[P :,F.0GL NZ[S 8[18 VFp8,F.GDF \ ,L:8GF :J~5[ HMJF D/X[P 

VFp8,F.G jI]DF\  SM. U|FlOS; HMJF D/X[ GCLP 

GM8; jI] o Presentation DF\ GM8; 5[HL; :5LSZ TZLS[ SFD VF5[ K[P VF jI]GL V \NZ V[S :,F.0GL V[S 

GFGL KAL s.D[Hf ;C]YL p5Z HMJF D/X[4 a,[gS V[ZLIF ;FY[ T[GL GLR[ ,B[, GM8; NXF"JX[P NZ[S :,F.G[ 

T[G]\ 5MTFG]\ V[S GM8; 5[H CMI K[P VF GM8;  HIFZ[ VF5 :,F.0vXM R,FJXM tIFZ[ HMJF D/X[ GCL VG[ 

Presentation GF Z[OZg; D8LZLI, TZLS[ T[G] \ Print out ,. XSFX[P 

C[g0 VFp8 jI] o C[g0 VFp8 V[ V[S V[JM :5[xI, jI] K[P H[DF Presentation G[ VMl0Ig;DF \ l5|g8 SZL VG[ 

JC[\RJF DF8[ VG]~5 ZC[P NZ[S C[g0 VFp8 5[HDF\ V[SYL ,.G[ K GFGF :J~5GL :,F.0 D}SL XSFX[ H[YL SZLG[ 

VMl0Ig; ;DHL SX[ S[ X] \ 5|NlX"T YX[ VG[ T[G[ Z[OZg; TZLS[ p5IMU SZL XSX[P 

:,F.0 ;M8"Z jI] o VF5GF Open Office Impress GL TF,LD :,F.0G[ V[SH ;DI[ V[S ;FY[ HMJL CMI4 

TM :,F.0 ;M8"Z jI] DNN~5 YX[P GFGF :J~5[ VF5GL NZ[S :,F.0 VF0L ZM DF\ H[G[ Thumbnails SC[JFI 

K[P T[ :J~5[ HMJF D/X[P h05YL VF5GL :,F.0G[ UM9JJF DF8[ :,F.0 ;M8"Z jI] DNN~5 YX[P  

VF5 VF5GL HFT[ NZ[S 8[A p5Z lS,S SZLG[ X] \ YFI K[ T[ HM. XSMP 

 

 

Open Office Impress GF\ V,UvV,U jI] sN[BFJMf 
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VF5[ 5|YD :,F.0 AGFJL K[P HM VF5G[ V[S V[JL :,F.0 AGFJJL K[ S[ H[DF\ VF5G[ hF0G]\ lR+ D}SI]\ 

K[4 TM VF5G[ V[S GJL :,F.0 insert spD[ZJLf SZJFGL H~Z 

50X[P 

:,F.0G[ Insert VG[ Delete SZJL 

:,F.0G[ 5C[,F4 5KL S[ A[ :,F.0GL JrR[ insert SZL XSFI K[P 

DFGL,M S[ VF5G[ VtIFZGL CIFT A[ :,F.0GL JrR[ V[S GJL 

:,F.0 .G;8" SZJL K[P TM GLR[ NXF"J[, :8[%; 5|DF6[ SZMP  

!P :,F.0 jI]DF \ H.4 H[ :,F.0 5KL VF5G[ GJL :,F.0 

pD[ZJL (insert SZJLf CMI T[GL p5Z ZF.8 S,LS SZMP 

ZP V[S D[G]\ VFJX[4 T[DF New Slide p5Z lS,S SZMP 

#P CJ[ VF5[ V[S GJL :,F.0 .G;8" spD[ZLf SZL ,LWL K[P 

H[ :,F.0 VF5G[ CJ[ 5KL G HM.TL CMI4 s0L,L8 SZJL 

CMIf TM GLR[ NXF"J[, :8[%; 5|DF6[ SZMP 

 

:,F.0G[ 0L,L8 SZJF DF8[o 

!P H[ :,F.0G[ VF5G[ 0L,L8 SZJL K[P T[G[ :,F.0 jI]DF \ H.G[ l;,[S8 SZMP 

ZP D[G]AFZDF \ ZC[,L Edit p5Z lS,S SZMP 

#P CJ[ DeleteD Slide p5Z lS,S SZMP 

$P VF5GF wJFZF l;,[S8 SZJFDF\ VFJ[, :,F.0 CJ[ 0L,L8 Y. R}SL K[P AFSL ZC[,L :,F.0 VF5MVF5 

UM9JF. HX[P 

GM \Wo HM VF5[ E},YL SM. :,F.0G[ 0L,L8 SZL GF \BL K[4 TM ctrl+z SZJ]\P VF5 :8Fg00" AFZGF undo A8GG[ 

56 lS,S SZL XSM KMP T[GFYL VF5GFYL E},YL 0L,L8 YI[, :,F.0 5ZT VFJ HX[P 

 

8[18G[ insert SZJLP 
CJ[ VF5[ GJL :,F.0 SZL NLWL K[P VF5 VF5G[ DG5; \N :,F.0 ,[vVFp8 5; \N SZL VG[ %,[; 

CM<0ZDF\ VF5G[ HM.TL 8[18 YL EZL XSM KMP 

!P c:,F.0 ,[vVFp8c JLg0M DF\YL 'Title, Clipart, Text' G[ l;,[S8 SZMP 
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ZP %,[; CM<0;" p5Z lS,S SIF"AFN VF5GL 8[18 8F.5 SZMP  

 

Inserting Pictures slR+MG[ .G;8" SZJFf 
!P graphics placeholder GL V \NZGF picture VF.SG p5Z 0A, lS,S SZMP 

ZP 'Insert Picture' JLg0M B],X[P 

#P H[ l5SRZ VF5G[ .G;8" SZJ]\ CMI4 T[G[ l;,[S8 SZMP 

$P Open A8G p5Z lS,S SZMP  

 

l;,[S8 SZJF DF8[ VCL \ lS,S SZM 

l;,[S8 SZJF DF8[ VCL \ lS,S SZM 

lS,S 
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CJ[4 VF5[ VF5G]\ HM.T]\ lR+ VF5GL :,F.0DF\ .G;8" SZL ,LW] K[P 

 

 

A[SU|Fpg0 l0hF.GG[ Add SZJL spD[ZJLf 

VF5 VF5GF Presentation DF\ Z \ULG A[SU|Fpg0 pD[ZL VG[ T[G[ JW] VFSQF"S AGFJL XSM KMP 
 

 

A[SU|Fpg0 l0hF.G V[0 SZJF DF8[ 
!P D[G]AFZGF Format p5Z lS,S SZMP 

ZP Slide Design G[ l;,[S8 SZMP 

#P :,F.0 l0hF.G JLg0MGF Load A8G p5Z lS,S SZMP 
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$P Load Slide Design JLg0MDF \ ZC[,F 'Presentation Background' Under Categories 
p5Z lS,S SZMP 8[d%,[8 JLg0MDF \YL V[S :,F.0 l0hF.GG[ l;,[S8 SZMP 8[d%,[8G[ HMJF DF8[4 

Preview A8GG[ 8LS SZMP 

 

5P Load Slide Design JLg0MGF 'OK' A8G p5Z lS,S SZMP 

&P Slide Design JLg0M 'OK' A8G p5Z lS,S SZMP 

 

 VF5GF Presentation DF\ A[SU|Fpg0 l0hF.G V[S Y. HX[P    
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 HIFZ[ VF5GL AWL :,F.0 AGL U. CX[ tIFZ[ V[S JFZ VF5G]\ Presentation ;[J SZL ,[J]\ V[ V[S 

;FZM lJRFZ K[P CJ[ VF56[ XLBLX] S[ VF5 VF5G] \ Presentation S[JL ZLT[ Save SZL XSMP 

Managing Slides s:,F.0;G] \ 5|A\WG SZJ]\f 
VF5[ 36L :,F.0 AGFJL NLWLP CJ[ VF5G[ VF AWL :,F.0G[ ZLV[Z[\H sOZL UM9JJLf SZJL K[P VF5 

VF5GL :,F.0G[ VF5G[ ,FU[ T[ S|DDF\ UM9JL XSM KMP 

:,F.0GM S|D AN,JF DF8[o 

!P VF5GF JSL"\U V[lZIFDF \ ZC[,F 'Slide Sorter' A8G H[ p5ZGL AM0"ZGL 0FAL AFH] ZC[,]\ K[ T[G[ 

lS,S SZMP 

ZP :,F.0 p5Z lS,S SZMP4 DFp;G]\ 0FA] \ A8G NAFJ[,] ZFBL VG[ :,F.0G[ B;[0MP HIFZ[ :,F.0 VF5G[ 

HM.TL HuIF p5Z VFJ[ tIFZ[ DFp; A8GG[ KM0L NMP 

!P :8Fg00" 8],AFZGF Save  VF.SG p5Z lS,S SZMP 

ZP HIF VF5G[ VF5G]\ Presentation ;[J SZJ]\ CMI T[ HuIFqOM<0Zq0=F.J l;,[S8 SZMP  

#P 'File Name' AMS;DF\ OF.,G]\ GFD 8F.5 SZL VG[ Save A8G p5Z lS,S SZMP 

CJ[ VF5[ Presentation AGFJL NLW] \ K[P 56 VF5 VgI ,MSMG[ T[ S[JL ZLT[ N[BF0XMm VF5 T[G[ 'Play' S[JL 

ZLT[ SZXM m RF,M XLBLV[PPPPP 

Presentation ;[J SZJ]\P 
Presentation ;[J SZJF DF8[ 

5|[hg8[XG 8],AFZDF\ ZC[,F Slide Show VF.SG p5Z lS,S SZLG[ VF5 VF5GM :,F.0 XM X~ SZL  XSM KMP      

:,F.0 XM G[ ZG SZJMP 

 
:, F. 0 XM VF.SG 

GM \Wo VF5 F5 G[ 5|[; SZLG[ 56 VF5GM Slide Show ZG SZL XSM KMP  
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VF5[ VF5G] \ Presentation ;[J SZL ,LW] VG[ T[G[ HM. 56 ,LW] CJ[ VF5 VF5G]\ Presentation A\W S[JL 

ZLT[ SZXM m 

 

5|EFJXF/L Presentation AGFJJF DF8[ VF56[ 36L AWL :5[xI, .O[S8 56 T[DF \ HM0L XSLV[ KLV[P  

 

Presentation G[ A\W SZJ]\ (Closing a Presentation) 
v D[G]AFZDF\ 'File' p5Z lS,S SZLG[4 'Close' p5Z lS,S SZMP 

!P 0=M.\U 8],AFZDF\ Text  8], p5Z lS,S SZMP 

ZP CJ[ :S|LG p5Z 5M.g8Z ,.H. lS,S SZL VG[ 0=[U SZMP V[S , \ARMZ; 8[18 AMS; AGL HX[P 

#P DFp; A8G tIFZ[ KM0M HIFZ[ VF5G[ VF5GL HM.TL ;F.h H[8,] \ 0=[U SZ[, CMIP 

$P 8[18 AMS;DF \ 8[18G[ 8F.5 SZMP 

8[18G[ OMZD[8 SZJLP 

 

5P 8[18G[ OMZD[8 SZJF DF8[ CF.,F.8[0 8[18 p5Z ZF.8 lS,S SZMP 

Click Here 

Click Here 
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• OMg8 8F.5 AN,JF DF8[4 S;"ZG[ Font p5Z ,. HFVM4 tIFZAFN UDTL OMg8 8F.5 p5Z lS,S SZMP  

 

• 8[18GL ;F.h AN,JF DF8[4 S;"ZG[ Size p5Z ,. HFVM VG[ HM.TL OMg8 ;F.h p5Z lS,S SZMP 

•  

• 8[18GL :8F., AN,JF DF8[ S;"ZG[ Style p5Z ,. HFVM VG[ UDTL :8F., p5Z lS,S SZMP 

&P 8[18G[ :5[xI, .O[S8 ;FY[ HM0JF DF8[4 8[18 AMS; p5Z ZF.8 lS,S SIF"AFN Font Word p5Z lS,S 

SZMP 

 

 

 

Click Here  
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*P OMg8 JS" JLg0M N[BFX[P VF5 lJlJW 5|SFZGL :5[xI, 

.O[S8 DF \YL 5; \N SZL XSXM H[JL S[ Shadow sKFIFf 

V5GFJJL S,Z AN,JF 8[18GF VFSFZ AN,JF lJP 

 

 

 

 

 

 

 

 

 

!P D[G]AFZGF Tools p5Z lS,S SZMP 

Special Effects DF8[ 'Gallery' GM p5IMU 

ZP Gallery p5Z lS,S SZMP U[,[ZL JLG0M 

HMJF D/X[P 

#P U[,[ZL JLg0M VF5G[ ACM/F 5|DF6DF\ lR+M 

VG[ VJFHM 5]ZF 5F0JFGL 5ZJFGUL VF5X[ 

VG[ T[ VF5GF 5|[hg8[XGDF \ ;Z/TFYL 

Insert SZL XSFX[P U[,[ZL JLg0MDF\YL 

VF5G[ H[ 5; \N CMI T[ l;,[S8 SZMP 

 

Gallery Window 

Click 
Here  
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$P H[ J:T] VF5G[ insert SZJL K[P 

T[GL p5Z ZF.8 lS,S SZM4 tIFZAFN 

insert VG[ 5KL copy p5Z lS,S 

SZMP 

 

 

VF AWF\ BZ[BZ B}AH CFYJUF lOR;" K[P X] \ CH] JWFZ[ effects K[ S[ H[G[ VF56[ VF56F 

Presentation DF\ ,. XSLV[ m 

CF4 tIF\ V[S Slide Transition GFDG]\ B}AH p5IMUL lORZ K[P RF,M T[G[ ;DHLV[P VF5[ SNL 

V[S :8[H XM HMIM K[ m XM tIFZ[ H X~ YFI K[ HIFZ[ 50NF B],[ K[P 50NF p5ZGL TZO S[ 5KL AgG[ ;F.0 

sTZOf B;[ K[P HIFZ[ XM 5}6" YFI K[P tIFZ[ 50NF 50[ K[P s50NF GLR[GL TZO VFJ[ K[fP T[ H 5|DF6[ HIFZ[ 

VF56[ Slide Show R,FJLV[ :,F.0MG] \ HM0FJ] \ S[ HJ]\ V[ RMSS; 5|SFZGF C,GvR,GYL YFI K[P VFJL 

V[S :,F.0YL ALHL :,F.0GL C,GvR,G VYJF UlTG[ Slide Transition SC[ K[P  

#P Slide Transition 0F.,MU AMS; 

BM,JF DF8[ Slide Transition p5Z 

lS,S SZM4 H[ :S|LGGL HD6L TZO 

HM0FI[,] \ N[BFX[P  

Slide Transition  
 !P T[ :,F.0G[ l;,[S8 SZM H[DF \ VF5G[ Transition VHDFJJ]\ K[P  

ZP D[G]AFZDF \ GF Slide Show G[ l;,[S8 SZMP 

 

 

 

 

$P Apply to Selected Slide ,L:8 

AMS;GL GLR[4 ZC[,F transition DF\YL 

VF5G[ UDT] transition l;,[S8 SZMP 

Click Here  

Click Here  
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5P Modify Transition GF G[HF C[9/4VF5 VF5GF l;,[S8 SZ[,F transition GL UlT VG[ VJFH 

5; \N SZL XSFXMP VF56[ VFGF lJX[ JW] CJ[ 5KLGF lJEFUDF\ XLBLX]\P 

&P Play A8G p5Z lS,S SZTF\H Transition G[ VF5 V[S GFGL Preview Window DF\ HM. 

XSXMP] 

 

 

3l0IF/GL lNXFDF\ RF,T] \ RS|v 4 strokes DF\  HD6L TZOG]\ B]<,] \ ZC[,] 

 

Transition GF\ pNFCZ6M o 

Select type of transition 
for slide/s 

Select speed of the 
transition 

Select with 
slide/s 
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VF0F 56 VlGI \l+T 5F8F   OFRZ DFZL CMI T[D  

CJ[ VF56[ HM.V[ S[ VF56[ Z;5|N VJFHGL effect 5|[hg8[XGDF \ S. ZLT[ pD[ZL XSLV[P 

 

 

Transition DF\ Sound sVJFHf pD[ZJMP 
!P Slide Transition lJEFUGF :8[5 ! YL5 G[ OZLYL SZMP 
ZP Sound GL GLR[GL TZO VFJ[,F down arrow A8G p5Z lS,S SZMP H[GFYL VF5G[ T[GF wJFZF 

D/L XS[ T[JF VJFHMG] \ ,L:8 HMJF D/X[P 

#P VF5G[ 5; \N CMI T[JM VJFH l;,[S8 SZMP 

Click here to 
see list of 
sounds 

Click here 
to select 
sound 
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Click here to 
select speed 

Click here see list 
of speeds 

!P Slide Transition JF/F lJEFUGF :8[5 ! YL 5 G[ OZL 

JBT SZMP 

Transition GL h05G[ Modify SZJLP 

ZP Speed GL GLR[ VFJ[, 0FpG V[ZM A8G p5Z 

lS,S SZL T[GF wJFZF D/TL :5L0G]\ ,L:8 

Transition DF8[ D/X[P 

#P VF5G[ HM.TL CMI T[ Speed l;,[S8 SZMP 

 

VFNX" ZLT[4 VF5 JW] 50TF VJFHJF/L .O[S8G[ add SZJFG]\ 8F/XMP T[GM tIFZ[H p5IMU SZXM 

HIFZ[ VF5G[ BZ[BZ V[ 5M.g8 p5Z T[JL .O[S8GL H~Z ,FU[P 

√ Impress YL lR+M4 C,G R,G VG[ VJFHM GF ;CIMU JF/] Presentation AGFJJFDF \ DNN~5 ZC[ 

K[P  

p5;\CFZ 

√ Open Office Impress DF\ 36F 8],AFZ K[4 H[JF S[ :8Fg00" 8],AFZ4 0=M. \U 8],AFZ4 ,F.G 8],AFZ 

H[GL DNNYL VF5 Presentation AGFJL XSM KMP 

√ :,F.0 ;M8" jI]DF\ VF5 5|[hg8[XGDF \ ZC[,L :,F.0MG[ B}A GFGF 5|DF6DF\ HM. XSM KMP 

√ VF5 VF5GL 8[18DF\ 3D VG[ OMg8 .O[S8 VF5L XSM KMP 

√ VF5 VF5GL :,F.0DF \ 36LH Z;5|N Transition .O[S8 VF5L XSM KMP 

√ VF5 VF5GF Presentation DF\ V,UvV,U 36F\ 5|SFZM 56 pD[ZL XSM KMP  

*P VF5GF Presentation G[ ;[J SZMP 

VG]EJL H]VM  
5|J'lTv! 

!P Open Office Impress DF \  V[S a,[gS 5|[hg8[XG X~ SZMP 

ZP VF5GF 5MTFGF lJQF[ V[S Presentation AGFJM4 H[DF\ VF5GL CMJL UDTL J:T]4 V6UDTL J:T] 

VG[ VF5GF 5lZJFZ lJQF[ ,BMP 

#P Presentation ;[J SZMP 

$P :,F.0 XMG[ ZG SZL VF5GF JU"G[ ATFJMP 

5P 8[d5,[8G[ VFWFZ 5Z ZFBLG[ V[S 5|[hg8[XG AGFJMP sCLg8 Open office DF \YL 5]~ 5F0JFDF\ VFJT]\ 

8[d%,[8 DF\YL 'Project Report' l;,[S8 SZMP 

&P lJ7FGGM VF5GM DG5; \N D]NM 5; \N SZLG[ V[S ;FNM 5|MH[S8 AGFJMP  
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5|J'lTvZ 

!P V[S ,[BS Presentation X~ SZMP  

ZP cDF6; VG[ JFTFJZ6c lJQFI p5Z V[S Presentation AGFJMP VF5 VF lJQFI p5Z 

Presentation AGFJJF DF8[ VF5GL Social Science GL A]SGM p5IMU SZL XSMP  

#P VF5GF Presentation C[0L\U4 8F.8, lJP DF8[ VF5 OMg8 .O[S8GM p5IMU SZMP 

$P VF5 VF5GF Presentation G[ JWFZJF DF8[ T[G[ :5X[" V[JF \ lR+MG[ insert SZMP 

5P Presentation G[ ;[J SZMP 

&P VF5[ 5C[,F AGFJ[,F Presentation G[ VM5G SZMP 

*P OMg8 .O[S8 T[DF\ D}SMP 

(P VF5G]\ Presentation G[ ;[J SZM VG[ T[G[ A\W SZMP 

5|J'lTv# 

!P 'Places to visit in Gujarat' lJQFI p5Z V[S Presentation AGFJMP 

ZP T[DF\ lR+MG[ HM0M4 T[DF\ transition TYF ;Fpg0 .O[S8 VF5MP 

#P VF5[ VUFp AGFJ[,F Presentation G[ BM,MP 

$P :,F.0G[ transition .O[S8 TYF ;Fpg0 .O[S8 VF5MP 

5P :,F.0 XM G[ ZG SZMP 

&P Presentation G[ ;[J SZLG[ A \W SZMP 

5|J'lTv$ 

DFlCTL E[UL SZM sH[JL S[ 8[18 lJQF4 lR+M4 VJFHM4 V[lGD[8[S lS,%; lJPfP EFZTGF V,UvV,U 

pt;JM lJQF[ DFlCTL E[UL SZMP V[S Presentation AGFJL VF5TF Social Science GF lX1FSG[ ATFJMP 

5|J'lTv5 

'Triangles and its types sl+SM6 VG[ T[GF 5|SFZMf lJQF[ V[S Presentation AGFJMP VF5GL 

Ul6TGL RM50LGL DNNYL T[ V \U[GL DFlCTL E[UL SZMP 

5|J'lTv& 

Open Office Impress DF\ EFZTGF J0F 5|WFG lJQF[ T[DGF lJQF[GL DFlCTL VG[ lR+M V[S9F\ SZL 

VG[ V[S Presentation AGFJL VF5GF JU"G[ N[BF0MP 

5|J'lTv* 

;FDFgI lADFZLVMDF\ T[DF\YL  ARJF DF8[GF G];BF VG[ T[G[ ,.G[ YTF\ G]SXFGGF\ DF5N \0GL DFlCTL 

VF5MP T[G[ DF8[ 0MS8ZGM ; \5S" SZMP T[G] \ V[S Presentation AGFJMP 
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 Open Office Calc 
Calc GM 5lZRI 

RF,M VF5GM 5lZRI Spreadsheet YL SZFJLV[P 

Spreadsheet X] \ K[m 

T[ V[ 5|SFZGM V[%,LS[XG 5|MU|FD K[ H[DF\ VF5 VF\S0F TYF XaNMGF 0[8FG[ ZM sVF0L CFZf VG[ SM,D spEL 

CFZf DF \ RF,FSL YL ;[<; DF\ ~5F\TZLT SZFI K[P V[S lS\DT VF5MVF5 AN,FI HIFZ[ T[G[ ,UTL lS \DT sJ[<I]f 

DF\ O[ZOFZ SZJFDF\ VFJ[P  

H]NF H]NF ;[<; H]NF H]NF OMD["8DF \ 0L:%,[ YTF\ HM. XSFI K[P 

 

SMd%I]8Z p5Z Spreadsheet  
 

 

Cell 
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Spreadsheet GF  NZ[S AMS; , \ARMZ; :J~5[ CMI K[P T[ AMS;G[ cell s;[,f SC[JFI K[P  

Spread sheet OF.,G[ S. ZLT[ BM,LX]\ m 

!P Start A8G p5Z lS,S SZMP 

ZP VMlO; (Office) p5Z lS,S SZMP 

#P CJ[ Open Office Spreadsheet p5Z lS,S SZMP 

Spreadsheet :S|LGGF 38SMP 
Column DF\ pEL CFZDF \ V[SGL GLR[ ALHM V[S Cell CMI K[P Columns 0FA[YL HD6L TZO ,\AFI K[P 

H[GL X~VFT Column A YL YFI K[P T[DG[ A,B,C, .....Z, AA,AB..... lJP V[D VM/BJFDF\ VFJ[ K[P  

 
 

• NZ[S cell V[SGL p5Z ALHF V[D pEF :J~5[ UM9JFI[,F CMI K[P T[GFYL V[S 

Column AG[ K[P T[GL p5Z H[ ,[A, A,B,C,D, CMI T[G[ T[GF GFDYL VM/BJFDF \ 

VFJ[ K[P NFPTP Column A.... 

• Column G] \ ,MS[XG HF6JF DF8[ T[G[ T[GL p5Z Alphabet YL VM/BJFDF \ 

VFJ[ K[P 

• Spreadsheet DF\ A-AMJ Columns CMI K[P NZ[S Column G[ T[GL 

p5Z Alphbet G] \ GFD VF5JFDF\ VFJ[ K[P S], !_Z$ Columns CMI K[P 

• T[ AWL Spreadsheet GF Columns SC[JFI K[P  
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Cell V[ Spread Sheet DF \ ,F.GDF\ 56 UM9JFI[, CMI K[P ,F.GDF \  Cell V[S 5KL V[S UM9JFI[, 

CMI K[P ,F.GGF G \AZ !4Z4# PPPPP 5|DF6[ CMI K[P S], &55#& ,F.GM CMI K[P 

 
p5ZGF lR+DF \ ,F.G G \AZ $ CF.,F.8 SZ[, K[P 

 

Spread Sheet DF \ NZ[S Cell G[ 5MTFG]\ RMSS; Address CMI K[P  

X]\ Spreadsheet DF\  ZC[,F NZ[S Cell G[ RMSS; address CMI K[ m 

 

• CF.,F.8[0  cell T[ K[ H[DF\ TD[ VtIFZ[ SFD SZL 

ZCIF\ KM T[ l;,[S8 SZ[,F cell DF \ VF5 SM.56 ,BL 

XSM KMP 

• Column A TYF Row 1 DF \ HM l;,[S8 Cell 
CMI4 TM T[ Cell G]\ address YX[ A1 

• G[D AMS; wJFZF 56 Cell V[0=[;GM lG6"I SZL 

XSFI K[P  

 

Data S[JL ZLT[ V[g8Z SZFX[P  

o H[ Cell DF \ VF5 data G[ enter SZJF DF\UTF\ CM T[GL p5Z DFp; 5M.g8ZG[ ,. HFVM H[D S[ A1.  

 
o Cell p5Z lS,S SZMP 

o VF5 SLvAM0"GL DNNYL T[DF\ SM.56 XaN4 V \S S[ formula s;]+f V[g8Z SZL XSM KMP 

Row 1 
 

Row 4 
 
Row 7 

Name box 

Selected cell 
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o V[S Cell YL ALHF Cell p5Z HJF DF8[ NXF"J[, V,U V,U Z:TF V5GFJL H]VMo 

 Return/Enter SL 5|[; SZJFYL VF5 KM T[GFYL GLR[GL Row DF\ B;L HXMP  

 
 Tab SL GL DNNYL VF5 H[ Column DF \ CXM4 T[GL HD6L TZO B;L HXMP 

 
 DFp; S;"ZG[ SM.56 Cell p5Z ,. H. VG[ lS,S SZJFYL VF5 T]T"H T[ Cell p5Z 

5CM\RL HXMP 

 Arrow SLhGL DNNYL VF5 KM T[GFYL p5Z4 GLR[4 0FA[ S[ HD6[ H. XSXMP 

 
 

Auto Fill 
HM H}GF Cell GM 0[8F GJF Cell ;FY[ ;A\lWT ZFBLG[ 0[8FG[ VF5MVF5 OL, SZJM CX[ TM VF5G[ 

Auto fill lORZ DNNUFZ ZC[X[P Auto fill GL DNNYL 0[8F VF5MVF5 OL, Y. HX[P 

VF5[ HMI]\ CX[ S[ HIFZ[ VF5 AZOGL 8=[GL 5F6L J0[ EZTF\ CMP HM 8=[GF V[S SI]AGF BFGFDF\ 5F6L 

;TT EZJFDF\ VFJ[4 tIFZ[ 8=[GF AWFH SI]AGF BFGF VF5MVF5 EZFTF\ N[BFX[P 

T[ H ZLT[ B[T 5|N[XDF\ 56 HIFZ[ 5F6L V[S SIFZFDF\ EZJFDF\ VFJ[4 tIFZ[ WLZ[ WLZ[ T[ VgI SIFZFG[ 56 EZJF 

,FUX[P T[ V[8,F DF8[ K[ S[ V[S SIFZM ALHF SIFZFYL ; \5S"DF\ CMIP 

 

Auto Fill GM p5IMU 
!P HIFZ[ VF5G[ 0[8FGL ;LZLh H[ V[S ALHF ;FY[ HM0FI[,L CMI4 T[J]\ Cell DF\ OL, SZJ]\ CMI tIFZ[ VF5 

Auto fill lORZGM p5IMU SZL XSXMP NFPTP lNJ;MGL ;LZLh4 DlCGFVMGL ;LZLh4 G\AZ 

sVF\S0FfGL ;LZLh lJP 
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ZP T[ NZ[S Cell DF\ H~ZL 0[8F VF5MVF5 EZL N[XMP 

#P V[S Cell l;,[S8 SZLG[ VF5GM 5|YD 0[8F H[ ;LZLh GM CMI4 T[ 8F.5 SZMP 

2  
$P DFp; 5M.g8ZG[ Cell GF Auto fill C[g0, p5Z ,. HFVMP  

 
5P DFp;G]\ ,[O8 A8G NAFJL VG[ DFp;G[ GLR[GL TZO VYJF HD6L TZO HIF\ VF5G[ VF5GL ;LZLh 

N[BFTL VF0L VYJF pEL l;ZLhDF \ HMJL CMI T[ lNXFDF\ 0[=U SZMP 

 
V[S XM5L\UDM,DF\4 VF56[ 36L J:T]VM BZLNLV[ KLV[P5[D[g8 SFpg8Z p5Z DF+ YM0L 1F6MDF\H AL, 

VF5L N[JFDF\ VFJ[ K[P 8M8, lS\DT SMd%I]8ZGL DNNYL ,UEU Z5 H[8,L J:T]VM DF8[ DF+ YM0L 1F6MDF \H 

D/L HFI K[P VF56[ JU"DF\ H[D ;ZJF/F SZLV[ KLV[ T[D SZTF\ GYL 56 8M8, D/L HFI K[P 

AL, XM5L\U ;[g8Z DF\ AG[ K[ 56 T[G]\ 8M8,L\U SMd%I]8Z wJFZF YFI K[P 

 X]\ VF5G[ SMd%I]8Z wJFZF SZFTF 8M8, S[JL ZLT[ YFI K[ T[ HJ] \ K[m C] \ VF5G[ ATFJLX 
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Cell VYJF Cells GL 5;\NUL 
Cell G[ l;,[S8 SZJF DF8[ OST T[GL p5Z lS,S SZMP 

Cell 5;\N SZJLP 
H[JM VF5 Cell G[ l;,[S8 SZXM4 T[G]\ V[0=[; Name Box DF \ HMJF D/X[P 

V[S SZTF\ JW] cell G[ l;,[S8 SZJF  
V[S SZTF\ JW] cell G[ l;,[S8 SZJF DF8[ GLR[ VF5[, :8[%;G[ VG];ZM 

• 5|YD cell p5Z lS,S SZMP 

• T[GL p5Z lS,S SZ[,]\ ZFBL VG[ K[<,F cell ;]WL T[G[ 0=[U SZMP 

• AWF \ cell H[ l;,[S8 SZ[, K[ T[ ,F.8 a,] S,ZGF YX[P 

Calc GL DNNYL ;ZJF/F VG[ U]6FSFZ SZJF  

VF\S0F sG \AZf G[                   GL DNNYL ;ZJF/F SZJF 

 

H[D !_4Z_4#_4 VG[ $_ GM ;ZJF/M SZJF DF8[ GLR[GF :8[%;G[ VG];ZM 

!P SM. V[S Cell p5Z lS,S SZL T[DF\ 5C[,M G\AZ !_ V[g8Z SZMP 

ZP 5|YD Cell GL GLR[ VFJ[, Cell p5Z lS,S SZL T[DF\ HM.TF \ NXF"J[, G\AZ V[g8Z SZM T[ D]HA 

tIFZAFNGF sGLR[GFf NZ[S Cell p5Z VG];ZM 

#P T[H Column DF\ ZC[,F VG[ VF5GF K[<,F G\AZGL GLR[GF SM. V[S Cell p5Z lS,S SZMP 

$P :8Fg00" 8],AFZDF\ ZC[,F A8G               p5Z lS,S SZMP 

5P CJ[ Enter SL 5|[; SZMP 

VF5[, RFZ[I G \AZG] \ 8M8, VFJL HX[P 

VFD ;ZJF/F SZJF DF8[ BZ[BZ B}AH ;Z/ VG[ h05L K[P 

= (Equal to) GM p5IMU SZL G\AZGM ;ZJF/M SZJMP 
H[D S[ ) G[ $ ;FY[ ;ZJF/M SZJM K[P  

GLR[GF :8[5G[ VG];ZMo 

!P A2 cell G[ l;,[S8 SZMP 

ZP = 9+4 G[ A2 cell DF\ 8F.5 SZMP 

#P V[g8Z SL 5|[; SZMP 

VF5 !# HJFA H[ ) VG[ $ GF ;ZJF/FYL VFJ[ T[ D[/JXMP 
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= (Equal to) GF p5IMUYL U]6FSFZ 
H[D S[ * VG[ & GM U]6JF K[P 

GLR[ NXF"J[, :8[%;G[ VG];ZM 

!P B2 cell G[ l;,[S8 SZMP 

ZP = 7*6 G[ B2 cell DF\ 8F.5 SZMP 

#P CJ[ Enter SL 5|[; SZMP 

VF5 $Z G[ HJFA TZLS[ H[ * VG[ & GM U]6F \S K[ T[ D[/JXMP 

VF56[ Ul6TDF\ x lGXFGLGM p5IMU U]6FSFZ DF8[ SZLV[ KLV[ T[H 5|DF6[ U]6FSFZ DF8[ VCL VF56[ * 
(Astrik/ V[:8=LSf GM p5IMU YFI T[ VF5 Shift VG[ 8 Keys ;FY[ SZJFYL D[/JXMP  

V[S ;ZBFD6L 
 Ul6TDF \ T[ :8[5 Cale DF\ T[ :8[5 
Addition + 
s;ZJF/Mf 

5+2=7 7=5+2 
VF56[ Cell DF\ =5+2 8F.5 SZLX]\  
7 G[ HJFA TZLS[ D[/JLX]\  

U]6FSFZ x * 5 x 2 = 10 10=5*2 
VF56[ Cell DF\ =5*2 8F.5 SZLX]\  
10 G[ HJFA TZLS[ D[/JLX]\  

 
0[8F OMZD[8L\U 
ZF.8ZDF\ lXBJJFDF\ VFJ[, OMZD[8L\UG[ IFN SZM4 H[DF\ 8[18G[ AM<04 .8F,LS4 Vg0Z,F.G4 lZ;F.hL \U4 OMg8 

AN,JFG]\ lJP lXBJJFDF \ VFjI]\ CT]\P  

AZFAZ V[ H ZLT[4 TD[ JS"XM5DF \ 56 ;DFJ[X SZ[,L lJUTMG[ OMD["8 SZL XSM KMP 

WFZMS[ TDFZM V;, 0[8F item VF 5|DF6[ N[BFTM CMI   

v OMg8GM 5|SFZ AN,JM 

 H[ ;[, sBFGFVMf TDFZ[ AN,JF CMI T[GF 5Z lS,S SZMP HM TDFZ[ ,BJFGL :8F., AN,JL CMI TM 

OMg8 A8G 5Z lS,S SZMP GLR[GL TZOGF TLZG[ lS,S SZM VG[ SM.56 OMg8G[ 5; \N 

SZM OMg8 AN<IF 5KL4 8[18   VF 5|DF6[ N[BFX[P  

 

v OMg8GL ;F.h AN,JL 

 HM TDFZ[ OMg8GL ;F.h AN,JL CMI TM OMg8 ;F.h A8G            5Z lS,S SZMP 

 SM.56 ;F.h 5; \N SZM ;F.h AN<IF 5KL T[ VF 5|DF6[ N[BFX[P  

12 
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v 3F8] \ sAM<0f SZJ] \ o 

 TD[ TDFZL 8[18G[ 3F8L (Bold) SZJF DF\UTF CMI TM AM<0 A8G      B 5Z DF+ lS,S SZLG[ T[D SZL 

XSM KMP AN<IF 5KL 8[18                      VF 5|DF6[ N[BFX[P  

v Italic DF \ AN,J] \ o  

 TD[ DF+ .8Fl,S A8G            5Z lS,S SZLG[ TDFZL 8[18G[ .8Fl,S sYM0F \S +F\;Ff SZL XSM KMP 

TDFZL 8[18                    VFJL N[BFJF DF \0X[P  

v V \0Z,F.G SZJF DF8[ o  

 TD[ TDFZL 8[18G[ DF+ Vg0Z,F.G A8G           NAFJLG[ V \0Z,F.G 56 SZL XSM KM AN<IF 5KL 

TDFZL 8[18                      VF 5|DF6[ N[BFX[P  

 

v 8[18 V[,F.D[g8 o TD[ TDFZL 8[18G[ ;[,GL HD6L AFH] S[ DwIDF \ S[ 5KL 0FAL AFH] UM9JJF\ DF\UTF CM TM T[ 

DF8[ VF5JFDF\ VFJ[,F A8GM NAFJLG[ T[ 5|DF6[ SZL XSM KMP  

 

 
 

 

0FAL AFH]G]\ V[,F.GD[g8 o  

DwIDF \ V[,F.GD[g8 o  

HD6L AFH]G] \ V[,F.GD[g8 o  

 

 CJ[ 0[8FG[ GLR[ NXF"jIF 5|DF6[ JS"XL8DF\ UM9JMP 

 Sd%I]8ZHL4 DFZ[ VF lA,GF DYF/FG[ DwIDF\H VG[ DM8F\ OMg8;DF\ UM9JJ]\ K[4 TM S[JL ZLT[ SZL XSLX m 

 T[G[ DwIDF\ UM9JJF \ DF8[ TDFZ[ 'A' YL ,.G[ 'E' ;]WLGL ;[<;G[ E[UL SZJL 50X[P VG[ ;[<;G] \ DHL"\U SI]" 

SC[JFDF\ VFJ[ K[P  

HIFZ[ TDFZM 0[8F V[S H DYF/F C[9/ AC] AWF \ EFUMDF\ lJEFHLT CMI4 tIFZ[ TD[ cDH"c  GM p5IMU 

SZL XSM KMP AWLH ;[, V[SALHFGL ;FY[ E[UFD/LG[ V[S DM8L ;[, AGFJL N[ K[ VG[ DFYF/F \G[ DwIDF\ NXF"J[ 

K[P A1 Cell 5Z lS,S SZM VG[ E1 ;]WL Select SZMP 

 

Item 

Item 

Item 

Item 

I 

Item 

U 

Item 

B 

Left Align Right Align 

Centre Align 
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CJ[ OMZD[8L\U AFZ 5Z VF5JFDF\ VFJ[, DH"  A8G 5Z lS,S SZMP TDFZL XL8 GLR[ D]HA N[BFJF 

,FUX[P  

 

 

S[<;L XL8G[ KF5JL (Print SZJLf o 
ZF.8Z 0MSI]D[g8GF l5|g8L\UG[ IFN SZMP AZFAZ V[ H 5|DF6[ VF56[ Cell Sheet G[ 56 l5|g8 SZL XSLV[ 

KLV[P  

l5|g8 DF8[ GLR[ VF5JFDF \ VFJ[, 5U,FVMG[ VG];ZM o 

!P OF., D[G] 5Z lS,S SZMP  

ZP l5|g8 VM%XG 5Z lS,S SZMP 

#P CJ[ H[ l5|g8 AM1F N[BFI T[DF\ OK NAFJLG[ l5|g8L\UGL X~VFT SZMP 

 

TD[ Calc GF A[lhS; XLBL R}SIF KMP C] \ TDG[ Calc GF JW] Z;5|N p5IMU SCLXP 

HIFZ[ TD[ lS|S[8 D[R H]VM KM4 TD[ SIFZ[I GM\W ,LWL K[ S[ 8LDGF N[BFJG[ T[DGL .lG \u; wJFZF 

ATFJJFDF\ VFJ[ K[ m 
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:SMZ RF8" 

 

VFG[ :SMZ RF8"; SC[JFDF\ VFJ[ K[P T[DF\ 8LDGF :SMZG[ V[S lJX[QF VMJZDF \ ATFJJFDF\ VFJ[ K[P HIFZ[ 

TD[ ;DFRFZM H]VM KM4 tIFZ[ TD[ SIFZ[I 56 lJlJW XC[ZMGF 5|N]QF6 :TZG[ NXF"JJFGL ZLTGL GM\W ,LWL K[ m 

T[G[ V[SH S,ZGL Z[BFVMGF p5IMU wJFZF :SMZ RF8"GL H[DH :S|LG 5Z NXF"JFI K[P VFG[ 5|N]QF6 RF8" 

SC[JFDF\ VFJ[ K[P  

lJUTMG[ NXF"JJF DF8[ RF8" NMZJFDF\ VFJ[ K[P T[DF \ lJUTMG[ V[S U|FOGF DFwIDYL NXF"JJFDF \ VFJ[ K[P H[ 

HMJFDF\ VG[ ;DHJFDF \ ;Z/ CMI K[P  

;[<;GL Z[gH sRange of Cells)  
;[<;GL ; \bIF 5\lSTVM VG[ SM,DDF \ VYJF 5\lST VG[ SM,DGM V[S ;FY[ p5IMU SZLG[ GSSL 

SZJFDF \ VFJ[ K[ H[G[ ; \I]ST ZLT[ cZ[gH VMO ;[<;c TZLS[ VM/BJFDF \ VFJ[ K[P  

    ;[<;GL Z[gH A2 YL D2 ;]WLGL K[P  

   ;[<;GL Z[gH B1 YL B5 ;]WLGL K[P  
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   ;[<;GL Z[gH B2 YL D6 ;]WLGL K[P  

RF8";GL ;FY[ SFI" SZJ]\ o 
 Calc JS"A]S BM,M 

 H[ lJUTMG[ TD[ U|FOGF VFWFZ[ NXF"JJF DF\UM KM T[GF 0[8F .g5]8 SZMP 

 V[ AWLH ;[<; 5;\N SZM H[GL lJQFIJ:T]VMG[ TD[ RF8"DF\ ;FD[, SZJF DF\UM KMP 5; \N SZJFDF\ VFJ[, 

lJUTM Z[gH VMO ;[<;G]\ 5|lTlGlWtJ SZ[ K[ H[GM RF8" AGFJJFDF \ p5IMU SZJFDF\ VFJ[ K[P  

 p5ZGL 0FAL ;[,G[ lZST ZFBJFGL VFNT ;FZL DFGJFDF\ VFJ[ K[P S[DS[ AFNDF\ 5; \N SZJFDF \ VFJ[, 

Z[gHDF \ C[0Z 5\lSTVM VG[ SM,DMG[ XMWL SF-JL ;C[,L 50[ K[P  

 SZJFDF \ VFJ[, 0[8FGM CJ[ RF8" AGFJJFDF\ p5IMU YX[P 

 RF8" AGFJJF DF8[ TDFZ[ RF8" lJhF0"GL H~Z 50X[P  

RF8" 0=M.\U o 
 RF8" lJhF0"G[ X~ SZJF DF8[ :8Fg00" SDFg0 AFZ 5Z VF5JFDF\ VFJ[, RF8" lJhF0"GF\ A8GGM p5IMU SZL 

XSFI K[P 

 T[G[ .g;8" D[G] 5Z VF5JFDF\ VFJ[, RF8" A8G wJFZF 56 X~ SZL XSFI K[P  

:8[5v! RF8"GM 5|SFZ 5;\N SZJMP 
 TD[ V[SJFZ H[J]\ RF8" A8G 5Z lS,S SZM KM S[ TZTH V[S lJg0M B],LG[ ;FD[ VFJL HFI K[P  

 T[DF\ 0FAL TZO lJlJW 5|SFZGF RF8"GL ;}lR T[DH HD6L TZO RF8"GF 5[8F 5|SFZM NXF"J[ K[P 

 TD[ H[GM p5IMU SZJFGF KM T[DF \ ;FDFgI56[ ;{FYL JW] JF5ZJFDF\ VFJTF\ RF8"DF\ SM,D RF8"DF\ SM,D 

RF8"GM ;DFJ[X YFI K[P sp5Z ATFJFI] \ K[Pf T[DF \ lJUTMG] \ lG~56 SM,D;DF\ SZJFDF\ VFJ[ K[ H[GF ,LW[ 

T[ ;DHJFDF\ ;Z/ ZC[ K[P  

 Calc DF \ ,F.G RF8"GM 56 ;FDFgI56[ p5IMU SZJFDF\ VFJ[ K[P 'Default line with markers' 
SNFR ;{FYL JW] JF5ZJFDF\ VFJ[ K[P T[DF\ D}<IMDF \ VFJTF\ 5lZJT"G ATFJJFDF\ VFJ[ K[P 

VF :8[5DF\ TD[ RF8" 8F.5 5; \N SZL K[ H[DF\ TD[ TDFZL lJUTM NXF"JXMP  

 V[S JBT TD[ H[J]\ RF8"v8F.5 5; \N SZL ,M KM4 Next>button G[ lS,S SZMP 

 V[S lJg0M N[BFX[P CJ[ TD[ H[ 'range of cells' GM ;DFJ[X SZJFGM K[ T[G[ 5; \N SZL XSXMP 
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:8[5vZv;M;" 0[8F 
 0[8F Z[gH 8[A wJFZF TD[ :8[5v! DF\ 5; \N SZ[, RF8" 8F.5G]\ 5}JF"J,MSG SZJF D/[ K[P  

 T[ ;M;" 0[8F Z[gHG]\ :YFG ;}RJ[ K[P 

 T[ TDG[ Row wJFZF S[ SM,D wJFZF %,M8 SZJFGL 5ZJFGUL VF5[ K[P  

 HM TD[ Row wJFZF %,M8 SZJF DF\UTF CM4 TM rows 5; \N SZMP 

 HM TD[ SM,D wJFZF %,M8 SZJF DF\UTF CM4 TM SM,D 5; \N SZMP 

 GLR[ H[ 0FI,MU AM1F K[ T[DF\ rows wJFZF %,M8 SZJFDF\ VFJ[, SM,D RF8" NXF"JFIM K[P  

 HM TD[ 0[8F Z[gH AM1FG[ lS,S SZXM4 S[ Z[gH l;,[SXG button   5Z lS,S SZXM TMP 

 0FI,MU AM1F ; \SMRF.G[ data range box H[8,] \ Y. HX[P 

 CJ[ TD[ VF Z[gH VMO ;[<;G[ V[0H:8 SZL XSM KM   

 

 HIFZ[ ;M;" 0[8F 0FI,MU AM1F ;lS|I Y. HFI4 V[8,[ ;M;" 0[8F Z[gH cDFlR"U V[g8;c AM0"Z J0[ CF.,F.8 

YJF DF\0X[P H[ GLR[ VGV[lGD[8[0 sl:YZf 5|SFZ[ NXF"JFI]\ K[P  

 VF :8[5DF\ TD[ Z[gH VMO 0[8FGL 5; \NUL SZL H[GM TD[ RF8" AGFJJFDF\ p5IMU SZJFGF KMP  

:8[5v# RF8"GF lJS<5M o 

 VF :8[5 TDG[ RF8" DF8[GF 8F.8, VG[ RF8"GF V[S;[; p5,aW SZFJ[ K[P 

 RF8" 8F.8,DF\ HFVMP VF TDFZF RF8"G[ GFD VF5X[P  

 CJ[ z[6L x V[1F[;DF\ HFVMP VF TDG[ x V[l1F;DF\ 0[8FGM 5|SFZ VF5X[P 

 CJ[ y D}<I V[l1F;DF\ HFVMP VF TDG[ y V[l1F;DF \ 0[8FGM 5|SFZ VF5X[P 

 TD[ VgI lJS<5M 56 NXF"JL XSM KM4 H[JF S[ U|L0,F.g;4 ,LH[g0 VG[ 0[8F ,[A, lJP 

 

:8[5v$ RF8"GM ,MS[XG sl:YlTf 
 VlC\ TD[ Calc G[ HF6 SZXM S[ RF8"G[ SIF\ D}SJM K[ m 

 TD[ AM1FDF\ H[ Vg8Z SI]" sHIF\ T[ ;}RJX[ RF8"v!f T[ GFD ;FY[GL GJ XL8 5Z TD[ RF8"G[ D}SL XSXMP 

X axis 

Y axis 
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 TDFZL VUFpYL B],[,L Cale file DF\ GJL Sheet AGL HX[P 

 XL8G]\ GFD 56 V[H ZC[X[ H[ TD[ ;O[N 8[18 AM1FDF \ V[g8Z SI]" CT]\P 

 VYJF4 TM TD[ RF8"G[ 5|JT"DFG JS"XL8DF\ V[S VMaH[S8 TZLS[ D}SL XSM H[G[ TD[ drop down arrow 
DF\YL 5; \N SZL K[P  

 V[SJFZ TD[ RF8" ,MS[XG 5; \N SZL ,M 5KL lOGLX A8G 5Z lS,S SZMP 

 RF8" ,MS[XG lJg0M A \W Y. HX[4 VG[ RF8" TDFZL .lrKT HuIF 5Z N[BFJF ,FUX[P  

S[8,FS pNFCZ6M o 
 SM,D RF8" sRows wJFZF %,M8 SZ[,f 

 ;{FYL p5ZGL 5\lSTDF \ D]SJFDF\ VFJ[, lJUTM x VMlO;DF\ N[BFX[P 

 SM,D RF8" sSM,DM wJZF %,M8 SZ[,f  

v 5|YD SM,DGL lJUTM x VMlO;DF \ N[BFX[ 

V[ H ZLT[ TDG[ ,F.G RF8" 56 %,M8 SZL XSMP 

 VF H lJUTM DF8[GM ,F.G RF8" VF 5|DF6[ N[BFX[PPPPP 

 ,F.G RF8" sSM,D wJFZF %,M8 SZJFDF \ VFJ[,f  

RF8" AGFJTL JBT[ 
 ;{F 5|YD TM YM0]\S lJRFZJ]\ VG[ VFIMHG SZJ] \ DCtJ5}6" K[P TDG[ V[ BAZ CMJL HM.V[ S[ TDFZ[ X] \ 

NXF"JJ] \ K[ VG[ S[DP T[G[ V[SND ;FN] \ VG[ :5Q8 ZFBMP 

 TD[ H[ ; \N[X 5CM\RF0JF DF \UTF CM T[G[ wIFGDF \ ZFBMP AWLH lJUTMG[ 9F,JL N[XM GCL VYJF TM AWF \H 

O[G;L RF8" 8F.5 H[ Calc DF\ p5,aW K[ T[GM p5IMU SZXM GlCP 

 T[G[ V[SND ;FN]\ H ZFBXMP RF8"G[ V[SND EZRS G AGFJXMP VG]S|DF \S VG[ z[6LVMGL EZDFZG SZL 

N[XMP , \A<;G[ :5Q8 VG[ 8] \SF ZFBMP  

 

VF RF8" lG6"IM ,[JFDF\ DNN SZX[P 
 VF RF8" JF\RLG[ S\5GL 5MTFGM GOM S[JL ZLT[ JWFZJM T[ GSSL SZX[P 

 VF RF8" JF\RLG[ 5lZJFZM 5MTFGM BR" S[JL ZLT[ 38F0JF T[ GSSL SZX[P 

 VF RF8" JF\RLG[ SM. ;ZSFZ V[ GSSL SZX[ S[ SM. D]NF 5Z SIFZ[ 5U,F \ ,. XSFIP 

 VF RF8" JF\RLG[ SM. 8LD V[ GSSL SZX[ S[ T[GL .lG \u;DF\ SIFZ[ h05 ,FJJL HM.V[P 

 VF RF8" D}<IF \SG SZJF DF8[GF DCtJ5}6" ;FWG K[4 H[ lG6"IM DF8[ VG[ GLlTVM 30JFDF\ ;CFI AGL ZC[ 

K[P  

 

;ZJF/F VG[ ;Z[ZFX XMWJFDF\ p5IMUL  
 WFZM S[ TDFZ[ ! YL !_ GL ; \bIF HM0JL K[P  
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 Cals JS"A]SDF\ lJUTMG] \ Input SZMP TD[ VM8M lO,GM p5IMU SZL XSMP  

 TD[ H[ ;[,DF\ 5lZ6FD NXF"JJF .rKTF CM T[G[ 5; \N SZMP 

 O\SXG 5Z HFVMP 

 SUM s;ZJF/FfG] \ O\SXG 5; \N SZMP 

 OK NAFJMP 

 TD[ 5; \N SZ[,L ;[,DF\ ; \bIFVMGM ;ZJF/M N[BFX[P 
VYJF 

 TD[ Range of cells 5; \N SZL XSM KMP 

 VM8M ;DGM p5IMU SZMP 

 5lZ6FD T[ SM,DGF K[<,F ;[,DF \ N[BFJF ,FUX[P 

 CJ[ 5lZ6FD NXF"JTL ;[, 5; \N SZMP OMdI]",F AFZG[ H]VMP TD[ HM. XSXM S[ SUM G]\ O \SXG 5; \N 

SZJFDF \ VFJ[,L Celt GL range DF8[ p5IMUDF \ ,[JFX[P  

 

;Z[ZFX XMWJF DF8[ ;[,vZ[gHGM p5IMU SZM o 
 WFZM S[ TDFZ[ ; \bIF !v!_ GL ;Z[ZFX XMWJL KP[ 

 Calc JS"A]SGL SM,DDF\ 0[8F .g5]8 SZMP TD[ VM8M lO,GM p5IMU SZL XSMP 

 H[ ;[,DF \ 5lZ6FD NXF"JJF .rKTF CM T[ ;[, 5; \N SZMP  

 O\SXGDF \ HFVMP 

 V[JZ[H O\SXG 5; \N SZMP 

 H[ ;[,GL Z[gH p5IMUDF\ ,[JFGL CMI T[G[ 5;\N SZM V[8,[ S[ !v!_ ; \bIF WZFJTL ;[,P  

 OK NAFJMP 

 H[ ;[, 5; \N SZJFDF \ VFJL CX[ T[DF\ ; \bIFGL ;Z[ZFX N[BFJF ,FUX[P  

 

;Ml8"\U V[g0 lO<8Z[XG sV,U SZJ]\ VG[ UF/J] \fCalc DF\ 0[8FGF ;Ml8"\UYL VF56G[ T[ 0[8FG[ SM.56 

:J~5DF \ UM9JJFDF \ DNN D/[ K[P  

X]\ V[JL SM. 5wWlT K[ H[DF\ TDFZF\ lX1FSM AF/SMGL CFHZL 5]ZJF DF8[ p5IMUDF\ ,[ K[ m CF4 T[VM 

AF/SMGF GFD SSSFJFZ ,B[ K[P  

TDG[ ;JFZ[ 5|FY"GFDF \ S[JL ZLT[ pEF ZFBJFDF\ VFJ[ K[ m 

VD[ VDFZL p\RF. 5|DF6[ V,U V,U cCFp;c 5|DF6[ pEF ZCLV[ KLV[P  

0[8FG[ jIJl:YT ZLT[ SM.56 5|SFZ[YL UM9JJFYL VF56G[ T[GF VF;FG p5IMU DF8[ DNN D/L ZC[ K[P  

CJ[ VF56[ HM.V[ S[ 0[8FG]\ ;Ml8 \U S[JL ZLT[ YFI m 
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:8[5v! V:TjI:T 0[8F 

 WFZMS[ TDFZF lX1FS[ V[S 5lZ1FF UM9JL VG[ !_ lJWFYL"VMGF U]6 D]SIFP CJ[ T[VM VF 0[8FG[ jIJl:YT 

ZLT[ UM9JJF DF\U[ K[P T[VM TDG[ DNN SZJF SC[ K[P TD[ 56 SNFR VF AWF \H 0[8FG[ Calc Sheet DF \ 

IMuI UM9J6L SZLG[ T[DG[ DNN SZL XSM KMP 

H[ 0[8F TD[ V[g8Z SIM" K[4 T[G[ Calc DF\H TD[ IMuI ZLT[ UM9J6L SZXMP 

Calc Sorting : AFZF1FZL 5|DF6[ sGLR[YL p5Z A to Zf 
 TD[ data G]\ Sorting AFZF1FZL 5|DF6[ GLR[YL p5Z SZL XSM KM 

 VF 5|SFZGL UM9J6DF \ ;[<;GL X~VFT VFU/GF V1FZMYL X~ SZLG[ (a,b,c...) ;{FYL p5Z ;{FYL 5C[,F 

V1FZG[ D}SLG[ SZJFDF \ VFJ[ K[ VG[ T[ 5KLGF V1FZM R-TF S|D[ T[GL GLR[GL ;[<;DF\ UM9JJFGF ZC[ K[P 

(t,u,v,w,x,y,z) 
!P AWF \H 0[8F 5; \N SZMP  

ZP 0FA]\ A8G sDFp;G]\f lS,S SZM VG[ A1 Cell ;]WL HFVMP GLR[GL TZO HD6L AFH] Cell B-10 
;]WL AWF\H 0[8FG[ CF.,F. SZJF DF8[ B;[0MP 

#P CJ[ 0FAL lS,SG[ 'Sort ascending' 5Z ,FJLG[ NAFJM4 H[ ;{FYL p5Z l:YT XM8"S8 AFZ 5F;[ 

VF5JFDF \ VFJ[, K[P sT[DF a<I] S,ZGM A ;{FYL p5Z VG[ ,F, S,ZGM Z ;{FYL GLR[vGLR[GL TZO 

TLZGL lGXFGL ;FY[ VF5JFDF\ VFjIM K[Pf 

$P TDFZL Spread XM8 CJ[ T{IFZ K[P  

lZJ;" VF<OFA[8LS,L VM0"Z sp5ZYL GLR[ v Descending)  
 TD[ 0[8FG[ clZJ;" VF<OFA[8LS,L VM0"Zc D]HA 56 UM9JL XSM KMP 

 VF 5|SFZGL UM9J6DF \ Cell G[ K[<,F V1FZMYL X~ SZLG[ D}SJFGL CMI K[P (z,y,x.....) ;{FYL p5ZYL X~ 

SZLG[ ;{FYL GLR[ VFU/GF V1FZM (c,b,a) V[ ZLT[ UM9JJFGF CMI K[P  

 clZJ;" VF<OFA[8LS,L VM0"Zc DF\ AZFAZ V[ H :8[5G[ VG];ZJFG]\ K[ H[ TD[ V[;[g0L\U VF<OFA[8LS, 

VM0"ZDF\ SI]" CT]\P VlC \ DF+ TDFZ[ 'Sort disceading' A8GG[ NAFJFG]\ K[P  

!P TDFZ[ H[ 0[8FG]\ Sorting SZJFG] \ YT] \ CMI T[G[ Select SZMP  

(Call A-1 DF\ 0FAL lS,S VG[ B-10 ;]WL GLR[GL TZO HD6L AFH] B;[0J]\f 

'Sort descending order' button, Shortcut Bar GM p5ZGL TZO l:YT K[4 T[G[ NAFJMP sT[DF\ 

,F, S,ZGM Z ;{FYL p5Z VG[ a,} S,ZGM A GLR[GL TZO SF5[,F TLZ NXF"JTM4 HM. XSXMPf 

ZP TDFZL Spreadsheet CJ[ lZJ;" V[<OFA[l8S,L VM0"Z D]HA T{IFZ K[P  

;\bIFSLI UM9J6 (Numerical ordering) 
 TD[ ;{FYL JW] YL ;{FYL VMKF :SMZ SZJFDF\ VFJ[, U]6 5|DF6[GL UM9J6L 56 SZL XSM KMP  

 gI]D[ZS, VM0"Z VG[ VF<OFA[8LS, ;Ml8" \U TD[ X~ SZJF DF \UM KMP 

!P A-1 Cell Left Click SZM Cell B-10 ;]WL GLR[GL TZO 0FA[ ;]WL 0=[U SZM sB;[0Mf 
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ZP Sort descending A8G XM8:S8 AFZDF\ ;{FYL p5Z l:YT K[ tIF\ ,. H.G[ ,[O8 lS,S SZMP sT[DF \ 

V[S ,F, Z p5Z VG[ a,} A GLR[ pWF TLZGL GLXFGL ;FY[ VF5JFDF\ VFjIM CX[P  

lO<8Z[XG sUF/JFGL 5wWlTf 
 J6HM.TL lJUTMG[ N[BFTL ZMSJF DF8[ lO<8Z[XG SZJFDF\ VFJ[ K[P VF56[ RF AGFJLG[ T[G[ XF DF8[ 

UF/LV[ KLV[ m SFZ6 S[4 VF56G[ VF56F RF GF S5DF\ DF+ RF H HM.V[ K[4 RF GF S]RF GlCP 

WFZM S[ TDFZ[ BZLNL SZJF HJFG]\ YI]\P TDFZL 5F;[ J:T]VMG]\ V[S ,L:8 CX[4 H[ TDFZ[ BZLNJFGL K[P 

5Z\T] TDFZL DdDLV[ TDG[ ~FP #__qv YL JW] lS \DT WZFJTL SM.56 J:T] BZLNJFGL GF 5F0L K[P CJ[ TD[ X]\ 

SZXMm HM TDFZ[ list D]HA J:T] BZLNJFGL H~Z K[ TM TD[ T[DF\GL S[8,LS V[J J:T] S[ H[GL lS \DT ~FP #__qv 

YL JW] K[ VG[ T[ 5|FIMZL8LDF\ GYL4 T[G[ ZN SZXM V[GM VY" V[JM YIM S[ TD[ V[ J:T]VM ,[XM H[GL lS \DT 

~FP#__qv SZTF\ VMKL CX[P VF H clO<8Z[XGc K[ TD[ S[8,LS RMSS; J:T]VMG[H lO<8Z sUF/LG[f SZLG[ T[G[ 

5; \N SZM KMP VlC \ Calc TDG[ DNN~5 YX[P  

 data G[ lO<8Z SZJFGF\ 5U,F 

:8[5v! VF.8DG] \ List AGFJMP  

DFGM S[ TDG[ SC[JFDF\ VFjI]\ ~FP #__qv YL VMKL lS\DT WZFJTL J:T]VMGLH BZLNL SZJLP sVG[ 5KL DM\WL 

J:T]VM ,FJJFG]\ SC[JFDF\ VFJ[ f TM X] TDFZL VF 5|SFZGL BZLNLDF\ Calc TDG[ T[GF Sorting DF\ DNN SZL 

XS[ m 

 data JS"A]S BM,MP 

 TD[ BZ[BZ H[ J:T]VM BZLNJF DF\UTF CMI T[GL V[S ;}lR ,BMP CJ[ TDFZL .rKF 5|DF6[ T[GF 5; \NULGF 

lJS<5M V[S VgI SM,DDF \ ,BMP 

:8[5vZ lO<8ZGM p5IMU SZMP 

 H[  Cells GM Data TD[ lO<8Z SZJF DF\UTF CMI T[ 5; \N SZMP 

 Data 5Z HFVM T[GF 5Z lS,S SZMP 

 Filter 5Z HFVM V[S ,L:8 B},X[P 

 VM8M lO<8Z 5Z HFVM T[GF 5Z lS,S SZMP 

 :5|[0XL8 5Z DYF/FGL AFH]DF\ GLR[GL TZO SF5[,]\ TLZ N[BFX[P 

  T[ TLZG[ lS \DTGF DYF/FGL AFH]DF \ ,FJLG[ lS,S SZMP 

 cS:8Dc GF lJS<5G[ 5; \N SZMP 

 CJ[ H[ lJg0M N[BFI K[ T[DF \YL GLR[GL TZO SF5[,F TLZGL lGXFGL WZFJTF\ A8GG[ lS \DTGL GLR[ ,FJM VG[ 

"is less than" 5; \N SZMP T[GL AFH]DF\ VFJ[, Bar 5Z HFVM VG[ lS,S SZLG[ #__ 8F.5 SZMP 

 CJ[ VMPS[P NAFJM VG[ VF.8DG] \ ,L:8 H~ZLIFT D]HAGF ,L:8DF\ 5lZJlT"T Y. HX[P  
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lO<8Z[XGGF p5IMUMo 
 lJWFYL"VMG[ U|[0 sz[6Lf VF5JF DF8[ lX1FSM T[GM p5IMU SZL XS[P 

 SM. lG6"I ,[JFDF\ 56 T[GM p5IMU Y. XS[P  

Inserting Objects sJ:T]VM GF\BJLf 
ZF.8Z VG[ Impress GM H[D H VCL Calc DF\ 56 TD[ J:T]VM pD[ZL S[ GF \BL XSM KMP 

 VF56[ Spreadsheet DF\ W6F AWF 5|SFZGL J:T]VMGM pD[ZM SZL XSLV[ K[V[ H[D S[4 

v Bitmap Image sS,Zv5[.g8GM p5IMU SZLG[ AGFJJFDF \ VFJ[,L Images) 
v Movie Clip l5SRZGL lS,5 

v lJl0IM lS,5 

v Impress 5|[hg8[XG 

v Writer document  
v S[,[g0Z 

v RF8" T[DH VgI 36L AWL J:T]VM  

:8[5v! TDFZ[ X] \ GF\BJ] K[ T[ GSSL SZMP 

 V[SJFZ TD[ GSSL SZL ,M S[ TDFZ[ X] \ GF\BJ]\ K[ TM Insert DF\ HFVM4 T[GF 5Z lS,S SZMP 

 Object 5Z HFVM4 T[GF 5Z lS,S SZMP 

 V[S lJg0M N[BFJF ,FUX[P 

 CJ[ TDFZ[ H[ VMaH[S8 .g;8" SZJ]\ CMI T[ 5; \N SZL XSM KMP 

 HIFZ[ HIFZ[ TD[ .g;8" SZJF DF8[ VMaH[S8 5; \N SZM KM4 OK A8GG[ lS,S SZMP 

lA8D[5 .D[HG[ .g;8" SZMP 

 HM TD[ lA8D[5 .D[HG[ .g;8" SZJF DF \UTF CMI TM T[GF lJS<5 p5Z lS,S SZMP 

 V[S GFGL 5[.g8 lJg0M B],L HX[P 

 VF :S|LGDF \ TD[ AZFAZ V[H ZLT[ lR+M NMZL XSXM H[ ZLT[ TD[ 0=M DF \ NMZTF CTF \P 

 H[ .D[H TD[ AGFJM KM T[ :5|[0XL8 5Z N[BFX[P  

JS"A]SG[ ARFJJL 
HIFZ[ TD[ 3ZGF\ AWF\H ;eIM WZGL ACFZ CMI KM tIFZ[ T[G[ ;]Zl1FT S[JL ZLT[ ZFBM KM m TD[ WZG[ TF/] \ DFZLG[ 

HFJ KMP V[JL H ZLT[ TDFZL JS"A]SGL ;]Z1FF DF8[ TF/F\GL AN,[ V[S 5F;J0"GM p5IMU SZL XSM KMP 

JS"A]SG[ ;]Zl1FT S[JL ZLT[ ZFBJL m 

 Call JS"A]SG[ BM,M 

 0[8F .g5]8 SZMP  

 8]<;DF\ HFVMP T[GF 5Z lS,S SZMP VF.8DG] \ l,:8 B],L HX[P 

 5|M8[SXG 5Z HFVMP V[S VgI VF.8DG] \ l,:8 B],L HX[P 
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 5|M8[SXG XL8 5Z HFVMP T[GF 5Z lS,S SZMP 

 V[S lJg0M B],X[P 

 T[ TDG[ V[S 5F;J0" 5]KX[P H[ TD[ ZFBJF .rKTF CMJ TM ZFBL XSXMP 

 V[S V[JM 5F;J0" 5; \N SZM H[ VF;FGLYL IFN ZFBL XSFI VG[ VgIM DF8[ T[GL WFZ6F D]xS[, CMIP 

 V[SJFZ H[JM TD[ 5F;J0" V[g8Z SZM4 OK G] \ A8G NAFJMP 

 V[S VgI lJg0M N[BFX[ H[DF\ TDG[ 5F;J0" ALHLJFZ V[g8Z SZM KMP T[G]\ AZFAZ wIFG ZFBJ]\P  

 V[SJFZ TD[ OZL 5FKM 5F;J0" GF \BL NM S[ TZTH OK A8G 5Z lS,S SZMP 

 CJ[ TDFZL JS"A]S ;]Zl1FT K[P  

 TDFZL JS"A]SG[ Save SZLG[ TD[ ACFZ GLS/L XSM KMP 

 CJ[ HIFZ[ HIFZ[ TDFZ[ JS"A]SG[ OZLJFZ p5IMUDF \ ,[JL CX[ tIFZ[ ;{F 5|YD TDFZ[ T[G[ ;]Z1FF SJRDF \YL 

D]ST SZJL 50X[P  

 OZL 5FKF\4 8]<;DF\ H.G[ 5|M8[SXGDF \ HJ] \P 

 Unprotect Sheet 5Z lS,S SZMP 

 V[S 0FI,MU AM1F B],L HX[4 T[ TDG[ 5F;J0" V \U[ 5]KX[P  

 TD[ HIFZ[ ;FRM 5F;J0" VF5XM4 tIFZ[ H data T[DF\ O[ZOFZ DF8[ B],L XSX[P  

TD[ HF6M KM S[ HM RFJL BMJF. HFI TM TF/]\ BM,L XSFT]\ GYLP V[ H 5|DF6[ HM TD[ 5F;J0" E},L HFVM TM 

TD[ TDFZL JS"A]S BM,L XSJFGF GYLP 5F;J0"G[ ;]Zl1FT ZFBMP T[G[ E},XM GlCP  

;FZF\X 

√ Spreadsheet - Rows VG[ SM,d;GM ; \U|C K[P  

√ Cell V[8,[ Rows VG[ SM,d;G[ JrR[YL SF5TM 5M.g8 K[P  

√ Cell address V[8,[ Row G\AZ VG[ alphabet SM,D GM ;]D[/ K[P  

√ VF56[ Cell DF\ V[g8=L TZLS[ 8[184 G \AZ VG[ OMdI]",FG[ V[g8Z SZL XSLV[ KLV[P 

√ VM8M lO, TDG[ VF5MVF5 0[8F lO, SZJFDF\ DNN SZ[ K[ HM V[S ;[,GF 0[8F VFU/GL ;[,G[ D/TF\ VFJTF \ 

CMIP 

√ ;[,G[ l;,[S8 SZJF DF8[ T[GF\ lS,S SZMP 
√ AZFAZ (=)GL lGXFGL p5IMU SZJFYL VF56[ U6TZL SZJF DF8[ ;[,DF \ OMdI]",F V[g8Z SZL XSLV[ 

KLV[P  
√ 0[8F NXF"JJF DF8[ V[S RF8" NMZJFDF \ VFJ[ K[P T[ 0[8FG[ U|FlOS<; 5|SFZ[ 5|NlX"T SZ[ K[ H[ HMJFDF\ VG[ 

;DHJFDF\ VF;FG ZC[ K[P  
√ Calc DF\ ;Ml8"\U SZJFYL VF56G[ 0[8F SM.56 V[S RMSS; ZLT[ UM9JJFDF \ DNN D/L ZC[ K[P 
√ lO<8Z[XG wJFZF VF56[ J6HM.TF \ 0[8FG[ N[BFTF\ A\W SZL XSLV[ KLV[P 
√ TD[ JS"A]SG[ 5F;J0" VF5LG[ T[G[ ;]Zl1FT ZFBL XSM KMP 
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YM0M VG]EJ ,. HM.V[PPPPP 
5|J'lTvI 
 Calc JS"A]S BM,M 

 SM,D A DF \ TDFZF\ 5F\R lD+MGF GFD ,BMP T[ SM,DGL ;{FYL 8MRGL ;[,G[ clD+Mc V[J]\ GFD VF5MP   
 ALHL SM,DDF\ T[ lD+MGL HgDTFZLB ,BMP T[ SM,DGL ;{FYL 8MRGM ;[,G[ cHgDTFZLBc V[J]\ GFD VF5MP 

5|J'lTvII 
 Calc JS"A]S BM,M 

 SM,DvA DF\ TDFZF 5lZJFZGF V[ ;eIMGF GFD ,BM H[ 3ZDF\ CMI T[ SM,DGL 8MRGL ;[,G[ c5lZJFZc 

GFD VF5MP 

 T[GF 5KLGL SM,DDF\ TDFZF 5lZJFZGF ;eIMGL p\DZ ,BMP T[ SM,DGL ;{FYL 8MRGL ;[,G[ cpDZc GFD 

VF5MP 

 SM,DvC DF\ TDFZF 5lZJFZGF ;eIMGF XMB ,BMP ;{FYL p5ZGL ;[,G[ cXMBc GFD VF5MP  

5|J'lTvIII 
 Calc JS"A]S BM,M 

 SM,DvA DF\4 JQF"GF 5C[,F 5F\R DlCGFVMGF GFD ,BMP T[ SM,DG[ cDlCGFc GFD VF5MP 

 ALHL SM,DDF\4 NZ[S DlCGFGF lNJ;MGL ; \bIF ,BMP VF SM,DG[ clNJ;Mc V[J]\ GFD VF5MP  

5|J'lTvIV 
 Calc JS"A]S BM,M 

 SM.56 5F\R RMS,[8GF\ GFD ,BMP ;{FYL p5ZGL ;[,G[ cRMS,[8c GFD VF5MP 

 tIFZ5KLGF SM,D4 VF RMS,[8GL lS \DTM ,BMP SM,DGL ;{FYL p5ZGL ;[,G[ clS\DT ~F DF\ c GFD VF5MP  

5|J'lTvV 
 Calc JS"A]S BM,M 

 V[S SM,DDF \ TDFZF XZLZGF EFUM lJX[ ,BMP T[ SM,DG[ cXZLZGF EFUMc V[J] GFD VF5MP 

 ALHL SM,DDF\4 NZ[SGL ;FD[ cXZLZGF EFUGF SFI"c V[D ,BMP  

5|J'lTvVI 
 Calc BM,M VG[ TDFZF lD+MGL HgDTFZLB 

NXF"JTL V[S :5|[0XL8 AGFJMP GD}GF DF8[GL 

V[S Spreadsheet VF5JFDF\ VFJL K[P  
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 Calc :5|[0XL8 BM,M VG[ TDF~ ;DIv5+S 8F.5 SZMP 

;%TFCGF lNJ;M VG[ l5ZLI0 G \AZ ,BJF DF8[ VM8MvlO,GM p5IMU SZMP 

GD]GF DF8[G]\ ;DI5+S GLR[ NXF"JFI] \ K[P  

5|J'lTvVII 

!P GLR[GF V \TZMG[ lSPDLP YL DL8ZDF \ 5lZJlT"T SZJF  Calc BM,MP 

V\TZ lS,MDL8ZDF \ p5IMU SZM V\TZvDL8ZDF\ 
! lSPDLP  = 1*1000  
$ lSPDLP   
& lSPDLP    
# lSPDLP Z&5 DL8Z =3*1000+265  
) lSPDLP !Z_ DL8Z   
* lSPDLP 5_ DL8Z   

 

ZP VlC\ S[8,LS VF.8DGL AL, 5|F.h VF5JFDF\ VFJL K[P  

 v V[S RMS,[8  ~FP !5PZ5 

 v V[S 5[S[8 5M5SMG" ~FP Z_P*5 

 v V[S O}8AM,  ~FP !5_P__ 

 v SM<0l0 \SGL V[S AM8, ~FP !ZP5_ 

 v H]TFGL V[S HM0L ~FP )5_P__ 

 CJ[4 Calc GM p5IMU SZL GLR[GL VF.8DG]\ AL, AGFJMP 

J:T] p5IMU SZM ZSD 
Z RMS,[8 
$ 5[S[8 5M5SMG" 
O}8AM, 
# AM8, SM<00=L \S 
H]TFGL HM0L 

= 2*15.25 
 
 
 

 

S], ZSD   
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TDFZ[ AWLH V[g8=LVMG[ ZSDDF \ XMWJFGL K[ VG[ T[GF DF8[ U]6FSFZGM p5IMU SZJFGM K[P 

TDFZ[ AWLH V[g8=LVMG[ HM0LG[ ZSDGF SM,DDF \ GM p5IMU SZLG[ S], ZSD ,FJL VF5JFGL K[P  

#P ZFC], 5F;[ ~FP 5_P5_ K[P T[6[ V[S 5[G ~FP !_P5_ DF\ BZLNL4 V[S GM8A]S ~FP 

!5PZ5 DF\ VG[ 5[lg;, S,;" ~FP Z_P__ DF\ BZLWFP VF56[ Calc GM p5IMU SZLG[ T[6[ S], S[8,F 

~l5IFGM BR" SIM" T[ XMWJFG]\ K[P 

 

5|J'lTvVIII  
(1) Calc JS"XL8 BM,M VG[ GLR[ D]HAGM SM9M T{IFZ SZL O]8AM, 8]GF"D[g8GF Z[SM0" HF/JMP 

ABC .g8Z :S], O]8AM, 8]GF"D[g8 

D[R S|DF \S D[RGL TFZLB 8LDv! 8LDvZ 8LDv! wJFZF 
SZJFDF \ VJ[, 

UM, 

8LDvZ wJFZF 
SZJFDF \ VJ[, 

UM, 

HLTGFZL  
8LD 

1 7/12/2009 G[C~ CFp; UF\WL CFp; 4 2 G[C~ CFp; 
2  ;]EFQF CFp; 58[, CFp; 3 5 58[, CFp; 

 

 
(2) Calc JS"XL8 BM,M VG[ RFZ D[8=M XC[ZMGF NXF"jIF 5|DF6[GF A[ lNJ;GF TF5DFG ;\U|lCT SZMP TD[ 

lJUTM D[/JJF DF8[ N{lGS ;DFRFZ 5+ VYJF .g8ZG[8GM p5IMU SZL XSM KMP 

XC[ZL TF5DFG RF8" 

XC[Z 5|YD lNJ;G]\ 
TF5DFG 

ALHF lNJ;G] \ 
TF5DFG 

TF5DFG JrR[GM TOFJT 

GJL lN<CL 37.5 40.5  
D]\A. 28.2 29.3  
R[gGF. 34.3 32.6  
SM,STF 33.4 31.9  

 
(a) (=) AZFAZGF lRgCGM p5IMU SZL AgG[ lNJ;GF TF5DFG JrR[GM TOFJT XMWL SF-MP 

sb)  H[ XC[ZDF\ TF5DFG pR] \ NXF"JFI]\ CMI T[G[ AM<0 VG[ V\0Z,F.G SZLG[ NXF"JMP  

sc) H[ XC[ZGF TF5DFGDF\ DM8M TOFJT HMJF G D/TM CMI T[G[ AM<0 VG[ .8F,LS V1FZMDF \ NXF"JMP  
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5|J'lT IX 
Calc GF p5IMU wJFZF4 GLR[ NXF"jIF 5|DF6[GL ZSDG[ XaNM VG[ V \SMDF\ NXF"JMP  

VPG \P ZSD V \SMDF\ XaNMDF\ 
1 15 ~l5IF VG[ 75 5{;F Rs.15.75 fifteen rupees and Seventy five paisa  
2 25 ~l5IF VG[ 22 5{;F   
3 725 ~l5IF VG[ 10 5{;F   
4 129 ~l5IF VG[ 75 5{;F   
5 360 ~l5IF VG[ 50 5{;F   
6 47 ~l5IF VG[ 50 5{;F   

5|J'lT X 
(=) VG[ (*) GM p5IMU SZL GLR[ NXF"J[,F 5|̀ GMGF HJFAM XMWMo 

(a) 2526 2 28 = ____________ 
(b) 123 2 321 = ____________ 
(c) DFZF HgDlNJ; NZdIFG4 VD[ ,MSMV[ V[S DM8L 5F8L" IMHL CTLP DFZF *( lD+M DFZ[ tIF\ V[S9F YIF 

CTF\P EMHGGM BR" ~FP !Z_qv 5|lT %,[8 VFjIM CTMP TM D[ S], S[8,F \ ~l5IF R]SjIF CX[m 

sd) 5'yJLGL V[S 5lZS|DF SZTF\ R\N=G[ Z( lNJ; ,FU[ K[P TM V[S JQF"DF\ R\N= wJFZF 5'yJLGL S[8,L 5lZS|DF 
5}6" SZJFDF\ VFJTL CX[ m 

5|J'lT XI 
∗ Calc JS" A]S BM,MP 
∗ GLR[ NXF"jIF D]HA V[S :SMZ AM0" T{IFZ SZMP  

A[8;D[G l:YlT ZG AM, RMuUF KuUF 
lNG[X SFlT"S c. lNG[X ZFDlNG b. 0[lJ0 AGF"0 67 77 6 1 
U{FTD U\ELZ c. 0J[G A|FJM b. H[ZMD 8[,Z 13 14 0 1 
ZMlCT XDF" c. 0J[G A|FJM b. l,IMG[, A[SZ 4 12 0 0 
I]JZFH l; \C c. lNG[X ZFDlNG b. 0J[G A|FJM 131 102 10 7 
MS WMGL sc)(w) ZG VFp8 slNG[X ZFDlNGf 41 46 02 1 
ZlJgN= HF0[HF c.lNG[X ZFDlNG b. 0J[G A|FJM 0 1 0 0 
I];]O 59F6 Not out 40 38 2 2 
CZEHG l; \C Not out 21 13 0 2 
RP l; \C - - - - - 
.XFgT XDF" - - - - - 
VFlXQF GC[ZF - - - - - 

 
 

 
 

Extras : 22 (b-1,w-10,h.b-3, lb-8, Penalty-0) 
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1. S], ZG4 S], AM,4 RMuUF VG[ KuUFGL ; \bIF XMWL SF-MP 
2. ;{FYL JW] ZG SZGFZ A[8;D[GZMG[ AM<0 V1FZMDF\ NXF"JMP 
3. X]gI ZG[ VFp8 YI[, A[8;D[GGF ZM G[ Italic V1FZMDF \ NXF"JMP 
5|J'lT XII 

1. V[S JU"DF\ Z$ lJWFYL"VMG[ T[DGF DG5; \N VF.:S|LD V \U[ HF6SFZL VF5JFG]\ H6FJL T[DG]\ ;J["1F6 
CFY WZJFDF \ VFjI]\P GLR[ D]HAGF 5lZ6FDM 5|F%T YIFP 

O,[JZ lJWFYL"VMGL ; \bIF 
RMS,[8 & 
:8=MA[ZL 5 
J[lG,F $ 
5LR # 

RMS,[8 lZ%5, Z 
A8Z l5SG Z 
A8Z :SMR ! 
a,[SR[ZL ! 

S], Z$ 
VF :5|[0XL8GM p5IMU lGdGl,lBT AFATMGL HF6SFZL D[/JJF SZJFDF\ VFJX[P 

!P ;J["1F6DF\ VFJZL ,[JFDF \ VFJ[, S], lJWFYL"VMP 

ZP 5lZ6FDMG[ cU|FlOS, OMD["8c DF\ NXF"JJF DF8[ U|FO S[ RF8"GM p5IMUP 

:8[5v!  V[S GJL Calc JS"XL8 BM,MP 

:8[5vZ  0[8FvV[g8=L 
 !P Cell-A1 DF\ cVF.:S|LD ;J["c V[g8Z SZM s,BMf 
 ZP Cell-A2 DF\ cO,[JZc V[g8Z SZMP  
 #P Cell-B2 DF \ lJWFYL"VMGL ; \bIF V[g8Z SZMP 
 $P Cell-A3 YL A10 DF \ cO,[JZGF GFDc V[g8Z SZMP 
 5P Cell-B3 YL B10 DF \ VG]; \WFG S|DF\S V[g8Z SZMP 
 &P Cell-A11 DF\ S], ; \bIF V[g8Z SZMP 
:8[5v#  Cell-B11 l;,[S8 SZMP 

:8[5v$  Cell-B11 l;,[S8 Y. K[ T[ 5FS] \ SZL ,M VG[ A8G 5Z lS,S SZMP 
:8[5v5  CJ[ Cale TD[ V[g8Z SZ[,F .SJ[XGGL p5ZGL ; \bIFGF ;[8G[ l;,[S8 SZX[P V[g8ZSL NAFJMP 

TD[ H[JL V[g8Z SL NAFJM S[ TZT H Z$ GL ; \bIF Cell-B-11 DF\ N[BFJL HM.V[P 

CJ[ 5lZ6FDMG[ U|FlOS, OMD["8DF\ NXF"JJF DF8[ RF8" AGFJJFGF CMJFYL :8[%;G[ VG];ZMP 

ZP GLR[ S[8,FS DM8F XC[ZMGL JQF" Z__( GL J;lTGF V[S9F SZJFDF \ VFJ[,F\ VF\S0FVM VF5JFDF\ VFjIF 

K[P VF 0[8FG[ U|FlOS, OMD["8DF\ NXF"JMP RF8"DF\ XC[ZMGF GFD CMJF H~ZL K[ VG[ T[G] \ 8F.8, 5M%I],[XG 

RF8" CMJ] \ H~ZL K[P  
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VG]P G \P XC[Z N[X J;lT s,FBDF \f 
1 XF\WF. RLG 14.6 
2 D\A. EFZT 12.6 
3 SZF\RL 5FlS:TFG 11.6 
4 aI]GM; V[.Z; VFH["g8LGF 11.5 
5 GJL lN<CL EFZT 10.9 
6 DGL,F lO,L5Lg; 10.4 
7 DM:SM ZlXIF 10.3 
8 l;VM, SMlZVF sNl1F6f  10.3 
9 ;FVM 5FVM,M A|Flh, 10.2 
10 .:TGA], 8SL" 9.7 

 
#P TDFZF JU"GF KMSZFVM VG[ KMSZLVMGL lJUTM V[S9L SZMP TDFZF JU"DF\ Calc RF8"GM p5IMU SZTF\ 

KMSZF VG[ KMSZLVMGL S], ; \bIF NXF"JMP 

$P TDFZL XF/FDF\ .g8Z :S], SMd%I]8Z SJLh SMd5L8LXG VFIMlHT SZJFDF \ VFJL K[P T[DF \ EFU ,[GFZ 

lJWFYL"VMGF GFDGL V[S ;]lR T{IFZ SZL T[D6[ 5|F%T SZ[, V\S NXF"JMP Calc RF8"GM p5IMU SZL VF 

lJUTMG[ U|FlOS, OMD["8DF\ NXF"JMP 

5|J'lT XIII 
 zLDFG S{FlXSEF.GL GMSZL ;TT 5|JF; DF\UL ,[TL GMSZL K[P HIFZ[ T[VM 8]Z 5Z CMI K[4 tIFZ[ V[S 

;%TFC NZdIFG T[DGF wJFZF SZJFDF \ VFJTM BR" VF D]HA K[P  

VG]P G \P ;%TFCGM lNJ; ZSD s~FPDF\f 
1 ;MDJFZ  1500 
2 D\U/JFZ 2000 
3 A]WJFZ 1000 
4 U]~JFZ 1700 
5 X]S|JFZ 950 
6 XlGJFZ 1850 

∗ S{FlXSEF. wJFZF ;%TFCDF\ S], S[8,F \ ~l5IF BR" SZJFDF\ VFJ[ K[m 
∗ T[DGF BR"GL ZMHGL ;Z[ZFX S[8,L K[ m 
 ;%TFCGF lNJ;M VG[ VG]S|DF\S DF8[ cVM8MOL,c p5IMU SZMP 
 S], BR" D[/JJF DF8[ ∑  GM p5IMU SZMP 
 ZMHGL ;Z[ZFX D[/JJF DF8[ cV[JZ[H O \SXGc GM p5IMU SZMP  
5|J'lT XIV 
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!P !_ lJWFYL"VMV[ D[/J[, U]6MG[ V[JL ZLT[ UM9JM S[ ;{FYL VMKF U]6 D[/JGFZ lJWFYL"GM S|D ;{FYL 
p5Z VFJ[P  

ZP TD[ TDFZF DdDLGL ;FY[ BZLNL SZJF UIF TD[ BZLN[,L J:T]VMG[ jIJl:YT UM9JJF DF \UM KMP 
 a. Calc JS"A]S p3F0MP 
 b. J:T]VMGL ;]lR AGFJM VG[ ;FD[ T[GL lS\DT NXF"JMP 

J:T]     lS \DT 
∗ RMS,[8     20.00 
∗ A[U      150.00 
∗ X8"      250.00 
∗ XFSEFHL     55.00 
∗ H]TF\     500.00 
c. BZLNL 5FK/ JF5ZJFDF\ VFJ[, S], ZSD XMWMP 
d. lJUTMG[ pTZTF S|DDF \ UM9JMP ;{FYL JW] lS\DT VG[ ;{FYL VMKL lS\DT WZFJTL J:T]VMG[ 

TDFZF l,:8DF\YL XMWL SF-MP  
 
5|J'lT XV 
∗ Calc JS"A]S p3F0M 
∗ GLR[GL lJUTM T[DF\ GM \W SZM4 GFD VG[ pDZ T[ ZLT[o 

v ;{FZJ  #5 
v ZFC],  #$ 
v ;lRG  #$ 
v WMGL  Z* 
v ;[CJFU  Z)  
v hCLZ  Z) 
v .XFgT  Z_ 

∗ pDZG[ pTZTF S|D[ UM9JTF \ lJUTMGL K6FJ8 SZMP 
∗ #_ JZ;YL JW] pDZ WZFJTF B[,F0LVMGF GFD TFZJL SF-MP Filter GM p5IMU SZMP 
5|J'lT XVI 
∗ Calc JS" A]S p3F0MP 
∗ TDFZL XF/FG]\ ;DI5+S T[DF\ ,BMP 
∗ JS"A]SG[ ;]Zl1FT SZMP 
∗ CJ[4 T[G[ OZL 5FKL BM,MP 
∗ V\U|[HLGF ,[SRZGL HuIFV[ Ul6TGF ,[SRZGL HuIFV[ D}SMP 
∗ :5|[0XL8G[ Save SZMP 
∗ OZL5FKL XL8G[ ;]Zl1FT SZL A\N SZMP 
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G[8JlS"\U VG[ .g8ZG[8 

G[8JlS"\UGF D}/E}T TtJM ov  
VFHGF ;DIDF\ ,UEU NZ[S H6 e-mail V[SFpg84 

.g8ZG[8 VG[ G[8JSL" \U lJQF[ RRF" SZTF \ HMJF D/[ K[P T[ CF,DF \ B}AH 

5|Rl,T YI] \ K[P T[ ;FNF. YL SCLV[ TM SM.56 B}6[ ; \5S"DF\ ZCL 

XSLV[ KLV[P 

56 .vD[., DMS,JF DF8[ VF56]\ SMd%I]8Z G[8JS" ;FY[ 

H~ZYL SG[S8 YI[,] \ CMJ] \ HM.V[P 

T[ H ZLT[4 A[ S[ T[YL JW] SMd%I]8;" HM0FI[,F\ CMI T[G[ cSMd%I]8Z 

G[8JS"c SC[ K[P HIFZ[ VF SMd%I]8Z V[S G[8JS"DF\ HM0FI K[P tIFZ[ ,MSM 

OF., VG[ VgI J:T]VMG[ JC[\RL XS[ (Share SZL XS[f K[P l5|g8Z VG[ 

;L0LvZMD 0=F.JGL H[D 

  

 

Networking YL YTF\ OFINFVM 
File Sharing : DFGL ,M S[ SMd%I]8Z A, B VG[ C V[SALHF ;FY[ HM0FI[,F K[P VF5[ SMd%I]8Z A p5ZYL 

V[S 0=M. \U ;[J SZ[,]\ K[P VF5GF lD+M VF5GL 0=M. \U OF.,G[ BM,LG[ SMd%I]8Z B VG[ C p5Z A[9FvA[9F HM. 

XS[ K[P G[8JS"DF\ VF5[ V[S SMd%I]8ZDF \YL ALHF SMd%I]8Z OF.<; ,. HJL 50TL GYLP 

Resource Sharing : G[8JS"GF \ NZ[S SMd%I]8Z l5|g8Z4 O[S; DXLG4 DM0[D VG[ :S|[GZ H[JF 0LJF.;G[ X[Z 

SZL XS[ K[P DFGL ,.V[ S[ SMd%I]8Z A ;FY[ V[S l5|g8Z HM0FI[,] \ K[P HM VF5 SMd%I]8Z B p5Z SFD SZTF \ CM 

TM 56 VF5 VF5GF 0=M.\UG]\ l5|g8 VFp8 SMd%I]8Z A ;FY[ HM0FI[,F l5|g8Z DF\YL ,. XSXMP 

Flexibility s5lZJT"GXL,TFf o O,[S;LAL,L8L G[8JS"DF \ T[GF users VFBF G[8JS"DF \ ZC[,F SMd%I]8ZDF \YL 

OF.,G[ p5IMUDF \ ,[JFGL VG]DlT CMI K[P DFGL ,M S[ VF5[ V[ OF., p5Z Computer A p5Z ;[J SZ[, 

K[P CJ[ OZL HIFZ[ VF5 V[ OF., p5Z SFD SZJF DF \UTF CM tIFZ[ SM. ALH] \ Computer A p5Z T[G] \ SFD 

SZL ZC[, CMIP TM VF5 X] \ SZXM m VF5 Computer B VG[ C p5Z A[;LG[ H[ File VF5[ Computer A 
p5Z ;[J SZ[, K[ T[G[ BM,L XSXMP VFGM DT,A V[S S[ V[S User V[S SMd%I]8Z p5Z 5|MH[S8G]\ SFD X~ SZ[ 

VG[ T[G[ ALHF SMd%I]8Z p5Z 5]~ \ SZL XS[ K[P  

 Networks GF\ 5|SFZMP  
A[ 5|SFZGF\ G[8JS" (Networks) HMJF D/[ K[P  

 v Server-Client based network 
 v Peer-to-peer- Network  

A[ S[ T[YL JW] HM0FI[,F\ SMd%I]8ZGF ;FDFgI bIF,G[ cG[8JSL"\Uc SC[ K[P 
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Server-Client based Network 
SMd%I]8ZGF V[S U'5 wJFZF AG[,] \ sSMd%I]8ZG]\ U'5 

v Clientf Server based G[8JS" H[DF\ 'Clients' wJFZF 

SZJFDF \ VFJTL request slJG \TLf V[G ;[JF ,[JFGL 

(Receive Services) V[S :5[xI, SMd%I]8Z wJFZF Y. 

XS[ K[ H[G[ " Server" SC[JFIP  

 

 

                 

 

Server V[S V[J]\ SMd%I]8Z K[ H[GFYL ;[JFVM    Client V[J]\ SMd%I]8Z K[ H[G[ lJlXQ8 SFI"  

S[ DNN~5 ;FWGM ALH SMd%I]8ZG[ 5]ZF 5F0[P   DF8[ VgI SMd%I]8Z p5Z lGE"Z ZC[J] \ 50[P  

Server VG[ Client JrR[GM ;\A \W VG[ lJWFYL"GF ;\A\W H[JMH K[P HIFZ[ lX1FS ;[JFVM S[ DNN~5 

;FWGM s8LRL \Uf VF5X[ tIFZ[ lJWFYL" E6X[P 

Server X] \ ;[JFVM VF5[ K[ m 

 

 

 

 

 

    
Client A         Client B Client C  Client D 

Printer 

                                                        
Server X                
  

;J"Z X] \ K[ m S,F.g8 X] \ K[ m 

 
 
 
 
 
 
 
 
 
 

   

Server C 

Client A Client B 
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Server - Client based Network 
• DFGL ,M S[4 Server X ;FY[ V[S l5|g8Z HM0FI[,] \ K[P Clients A VG[ B Server X ;FY[ HM0FI[,F 

Printer G[ Share SZ[ K[P  
• CJ[4 Clients A VG[ B V[SH ;DI[ Printer DF8[ lJG\TL SZ[ K[P VF S[;DF\ T[ ;DI[ Printer DF8[ SMG]\ 

SFD 5C,F\ SZJ]\ T[ DF8[ ; \WQF" YX[P VFJF ;\3QFM"G] \ lGJFZ6 Server wJFZF YX[P 
• DM8F ; \U9GM sDM8L S \5GLf DF \ Server V[ AWF 0[8F DF8[ V[S DM8L :8MZ[H DF8[GL HuIF TZLS[GL ;[JF 

VF5[ K[P HIFZ[ Client SMd%I]8ZG[ 0[8FGL H~ZL 50[4 T[GL lJG \TL (request) server G[ YFI4 VG[ 

server T[ 0[8F T[DG[ 8=Fg;OZ SZ[ sDMS,[f K[P  
Peer to peer Network (P2P) 
V[S Peer to Peer G[8JS"DF\ o  

• AWF \H SMd%I]8ZG[ ;DFG DFGJFDF\ VFJ[ K[P 

• AWF \H SMd%I]8ZG]\ G[8JS"GL ;[JFVM sServices) TYF 

resource  DF8[ V[S ;ZB]\ ;FDyI" CMI K[P  

• tIF\ SM. H H]N]\ SMd%I]8Z server TZLS[ ;[JFVM VF5T]\ GYLP  

GM\Wo HIF \ SMd%I]8ZGL ; \bIF H}H S[ VMKL CMI4 T[ 5|SFZGF G[8JS" DF8[ 

peer to peer G[8JS" VG]S]/ K[P  

Internet  
V[S XC[ZDF\ ZC[,F 8[,LOMG V[SALHF ;FY[ JFIZ sS[A,f wJFZF HM0FI[,F\ CMI K[P A[ H]NFvH]NF N[XMDF\ 

8[,LOMG S. ZLT[ HM0FI[,F \ CMI K m T[ AWF Satellite YL HM0FI[,F \ CMI K[P 

 

A Satellite Network 

T[ H ZLT[4 VFBF HUTDF\ SMd%I]8Z V[SALHF ;FY[ 8[,LOMG VG[ q VYJF satellites YL HM0FI[,F\ CMI 

K[P 



*/lXÙS TF,LD 5]l:TSF /                                                                                 /SMd%I]8Z V[.0[0 ,lG" \U SFI"S|D /* 
 

© HCL Infosystems Ltd. P a g e  | 104 
 
 

V[S pNFCZ6 HM.V[4 VF5GF 3ZG]\ SMd%I]8Z VG[ ALH]\ New Delhi DF \ VFJ[, National 

Musium G]\ SMd%I]8Z V[ V[S G[8JS"GF SMd%I]8Z K[P HM VF A\G[ SMd%I]8Z V[SALHF ;FY[ G[8JS" YL HM0F.  

HFI4 TM VF5 VF5GF 3ZDF\ A[9F A[9F National Musem GF SMd%I]8ZDF \ ZC[,L DFlCTLG[ HM. 

XSMP T[ VF8,]\ ;Z/ K[PPP 

 

 

 

 

 

CJ[ HM VFJF VFBF HUTGF\ CHFZM G[8JS" V[S ALHF ;FY[ HM0F. HFI TM V[S G[8JS"YL AG[,]\ G[8JS" 
Vl:TtJDF\ VFJ[P VFJF \ G[8JS"YL AG[,F G[8JS"G[ Internet SC[ K[P  

 

T[YL ;FNL EFQFFDF\ SCLV[ TM4 V[S 36]\H DM8] \ G[8JS" H[GFYL ,FBMGL ; \bIFDF\ GFGF \ SMd%I]8Z G[8JSM" 

HUT VFBFDF\ HM0FI[,F K[4 T[G[ Internet SC[ K[P  

T[G[ DFlCTLGM DCF;FUZ H[ HUT VFBFGF DF6;M DF8[ 5]ZT]\ 5F0JFDF \ VFJ[ K[P T[J] \ SCL XSFIP  

V[SJFZ VF5 .g8ZG[8 ;FY[ connect YFVM4 VF5 T[DF \YL 36L AWL p5IMUL DFlCTL D[/JL XS[ KMP 

VF5 GFD VF5M VG[ Internet 5F;[ T[ CX[ HPPPPP 

Internet GM jIF5 RSF;JM T[ 36]\ H V3Z]\ K[P ,MSM VG[ Computer ZMH[ ZMH Internet DF \ HM0FI K[P  

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
                                                                 Networks connected through telephone lines 

Network in your computer lab. Network in the Vishweshwarayya Museum 

Satellite 
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VF5G[ Internet ;FY[ connect YJF sHM0FJFf DF8[ X]\ HM.X[ m 
VF5G[ HM.X[P  

• V[S SMd%I]8Z 

• V[S 8[,LOMG ,F.G 

• V[S DM0[D 

• V[S Internet Service 
Provider (ISP) s.g8ZG[8GL 

;[JFVM VF5[ T[f  

• J[A A|MhZ s.g8ZG[8 BM,JF 

DF8[G] \ ;MO8J[Zf 

MODEM : DM0[D V[J]\ ;FWG K[ S[ H[ SMd%I]8ZGL DFlCTLG[ 8[,LOMG ,F.GDF\ DMS,JFG]\ VG[ D[/JJFG] \ 

SFD SZ[ K[P  

INTERNET SERVICE PROVIDER: Internet Service Provider (ISP) V[ V[JL 

S\5GL K[ H[ VF5G[ Internet G[ p5IMU SZJFGM 5|:TFJ SZ[P T[ H ZLT[ H[D VF5G[ VF5G]\ V[S VHM0 ;ZGFD] \ 

CMI K[P T[D VF5GF SMd%I]8ZG[ 56 .g8ZG[8DF\ 5MTFGL VFU/L VM/B CMJL HM.V[P ISP VF5GF 

SMd%I]8ZGM BFTF G \AZ sV[SFpg8 G \AZf AGFJX[ H[GFYL VF5G]\ SMd%I]8Z Internet p5Z VM/B WZFJX[P 

ISP wJFZF VF5G[ V[S Software VF5JFDF\ VFJX[ H[GFYL VF5G]\ SMd%I]8Z Internet ;FY[ SG[S8 YX[P VF 

;MO8J[Z VF5GF SMd%I]8ZGF .g:8M, (Install/ :YFl5T SZJ] \f SZJ]\ 50X[P V[SJFZ T[ Install YFI 5KL VF5[ 

T[G[ Open SZJ]\ 50X[P VGlWS'T user G[ software G[ BM,JF TYF .g8ZG[8GM p5IMU SZJF V8SFJJF4 

ISP VF5G[ user identification name VG[ 5F;J0" VF5X[P H[J] \ VF5 V[ ;MO8J[ZG[ BM,XM4 TM T[ 

VF5G[ VF5G]\ user identification name VG[ password DF8[ 5}KX[P  

H]NF H]NF Internet Service Provider (ISP) K[P NFPTP BSNL, Airtel, Reliance lJP 

Web Browser : AZFAZ4 CJ[ VF5 Internet ;FY[ SG[S8 sHM0FJ]\f Y. UIF\ KM4 CJ[4 VF5 internet 
p5Z DFlCTL S[JL ZLT[ HM. XSXM m T[GM HJFA K[P 'Web Browser'. J[A A|MhZ V[ V[S V[J] \ ;MO8J[Z K[ 

H[GF wJFZF VF5 internet DF \ ZC[,L DFlCTLG[ XMWL4 H. XSM VG[ DFlCTL DMS,L 56 XSM KMP Internet 
Explorer TYF Mozilla Firefox A\G[ 5|l;wW Web browsers K[P  

Internet ;FY[ SG[S8 S[JL ZLT[ YJFX[ m 

:8[5v! o ISP wJFZF VF5JFDF\ VFJ[,]\ ;MO8J[Z BM,M4 T[DF \ VF5GM username VG[ password V[g8Z 

SZMP  

:8[5vZ o ISP G]\ SMd%I]8Z T[G[ RSF;X[ S[ VF5 VlWS'T user K[ S[ GCL T[ RSF;6L YIF AFN VF5G] \ 

internet connection HM0F. HX[P  
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:8[5v# o CJ[ VF5G]\ web browser BM,M VG[ internet access SZMP H[JL VF5 DFlCTL DF8[GL lJG \TL 

DMS,XM YM0LSH 1F6MDF \ VF5GL ;D1F VF5[ DF\U[,L DFlCTL HMJF D/X[P 

 

 

 

 

 

 

World Wide Web X]\ K[ m 
Internet VG[ World Wide Web (www) V[S ;FY[ SFD SZ[ K[4 5Z \T] T[VM V[SH J:T] GYLP  

Internet V[ V[S V[J] \ DF/B]\ K[ H[GL p5Z Word Wide Web VFWFZE}T ZLT[ HM0FI[,]\ K[P 

Internet G[ V[S A; TZLS[ VG[ Web G[ T[ A;DF\ D];FOZMGL H[D lJRFZMP 

World Wide Web sVYJF OST Webf V[S V[JM Z:TM K[ H[GF wJFZF Internet DF\ ZC[,F 

SMd%I]8ZM JrR[ DFlCTLGL VF5v,[ Y. XS[P  

T[JL H ZLT[ H[D cS6F"8Sc DF\ ZC[TF\ ,MSMGL JFTRLTGM jIJCFZ cSgG0c EFQFFDF\ CMI VG[ cS[Z,c DF \ 

ZC[TF\ ,MSMGL JFTRLTGM jIJCFZ cD,IF,Dc DF\ YFIP T[JL H ZLT[4 Web p5Z Computer GM jIJCFZ 

V[SH EFQFFDF\ YFI K[P T[G[ HTML SC[JFI K[P HTML DF \ lGIDM (Protocol VYJF lGIDMGM ;D}Cf GM 

p5IMU CMI K[P T[G[ Hyper Text Transfer Protocol (HTTP) SC[JFI K[P  

 Internet p5Z CHFZMGL ; \bIFDF\ SMd%I]8Z CMI K[P VF56[ T[DF\ S. ZLT[ HF6L XSLV[ S[ H[ DFlCTL 

VF56[ HM.V[ K[ T[ SIF SMd%I]8ZDF\ :8MZ YI[,L K[ m SMG[ VG[ S[JL ZLT[ VF56[ T[GL lJG \TL DMS,FJL XSLV[ m  

World Wide Web DF\ DFlCTL S[JL ZLT[ :8MZ YFI K[ m 

 

 

Internet Service 
Provider 

Computers in 
your Lab 

1 

2 

 
Internet 
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VF56[ H[ DFlCTL HM.V[ KLV[ sWeb p5Zf T[ SIF\S :8MZ YI[,L CMI K[P T[ Servers DF \ H[G[ 

"web servers" TZLS[ VM/BFI K[ T[DF\ CMI K[4 H[G[  Internet ;FY[ Connect SZJFDF \ VFJ[,F\ CMI K[P  

Web Serv DF\ DFlCTL OF.,GF :J~5[ :8MZ YFI K[P H[G[ web pages sJ[A 5[HL;f TZLS[ VM/BJFDF \ 

VFJ[ K[P  

V[S web site p5Z RMSS; lJQFI V \U[GL DFlCTLGF E\0FZ ;DF web pages H[ X~VFTGL File 
p5Z CMI K[ T[G[ 'Home Page' SC[ K[P V[S Website G[ V[S RM50L TZLS[ ;DHMP T[ RM50L V[S RMSS; 

lJQFI V \U[GL K[P T[H ZLT[ V[S website SM. V[S lJQFI4 jIlST4 V[S ; \U9G sS\5GLf J[5FZ lJQF[GL CM. XS[P  

CF,GF ;DIDF\ ,UEU NZ[S S\5GL4 ;ZSFZL VMlO; VG[ X{1Fl6S ; \:YFVM sXF/F4 SM,[H S[ 

I]lGJ;L"8Lf GL 5MTFGL J[A;F.8 .g8ZG[8 p5Z CMI K[P  

 

 

 

 

 

 

 

web pages G[ S[JL ZLT[ access SZXM m 
NZ[S website G[ V[S VFUJ]\ V[0=[; CMI K[4 T[G[ Universal Resource Locator (URL) TZLS[ 

VM/BJFDF \ VFJ[ K[P J[A A|MhZDF \ ;FR]\ S[ RMSS; URL 8F.5 SZLG[ VF56[ SF\.56 access SZL XSLV[ 

KLV[P  YM0F URL GF\ pNFCZ6M GLR[ NXF"jIF\ K[P  

URL      Belongs to sH[GF lJQF[ K[ T[f 

i) http://www.gujaratindia.com/   Govt. of Gujarat sU]HZFT ;ZSFZf 

ii) http://www.gujaratsrtc.com   GSRTC sU]HZFT :8[8 ZM0 8=Fg;5M8" SM5M"Z[XGf 

iii) http://www.indianrail.gov.in/  Indian Railways (Z[<J[f 

iv) http://www.google.co.in/   Google s;R" V[gHLGf  

GM \W o http://www.educomp.com V[ URL G[ wIFGDF \ ,[XMP  

http:// NXF"J[ K[ S[ A|MhZ VG[ J[A ;J"Z T[DG] \ VFNFG 5|NFG Hyper Text Transfer Protocol 
(HTTP) YL SZX[P  

www V[ world wide web ;}RJ[ K[P  

Educomp. com ;J"ZG]\ GFD ;}RJ[ K[ HIF\ website G] \ :Y/ ;}RJ[ K[P  

 
        Web Site of Library 
        Web Site of hospital 
        Web Site of a school 
        Web Site of an agricultural  
        equipments manufacturer 
 
 

Information stored in the Web Server. 
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V[S website GF\ webpages S[JL ZLT[ HM0FI[,F\ CMI K[ m 
V[S website DF\ 36F \ webpages GM ;D}C CMI K[P T[ H ZLT[ H[D V[S RM50LDF\ ZC[,F 5[HG[ 

AF.g0 SZJFDF\ VFJ[, CMI4 T[ H ZLT[ website DF\GF webpages V[SALHF ;FY[ HM0FI[,F \ CMI K[P 

website GF webpages V[SALHFGF ;FY[ links s,L\Sf YL HM0FI[,F CMI K[P H[G[ 'Hyper links' SC[ K[P 

HIFZ[ VF5 VF Hyperlink p5Z lS,S SZXMP TM T[ VF5G[ SM. GSSL SZ[,F J[A5[H p5Z S[ J[A;F.8 p5Z 

,. HX[P VF5 VF5GF mouse G[ J[A5[H p5Z O[ZJMP VD]S ;DI[ VF5 VG]EJXM S[ mouse GM V[ZM V[S 

CFY  GF :J~5[ AN,FX[P T[ Hyperlink GL CIFTL CMJFG] \ NXF"J[ K[P T[ Hyperlink V[S .D[H S[ 8[18 

CM. XS[P 

VF5 S. ZLT[ HF6L XSXM S[ VD]S 8[18 S[ .D[H V[ Hyperlink K[ m ;FDFgI ZLT[ Hyperlink 
TZLS[ 5|NlX"T YTL 8[18GM Z \U H]NM CMI K[P 36L JBT T[ V \0Z,F.G 56 CMI K[P CFI5Z,L\S .D[HGL V \NZ 

56 ;[8 Y. XS[ K[P HIFZ[ VF5 mouse G[ .D[H p5Z O[ZJM KM4 tIFZ[ mouse arrow CFYJF/F lR+DF \ 

O[ZJF. HFI K[P  

Mozilla Firefox GM p5IMU 
"Mozilla Firofox" G[ BM,JF DF8[ "Start" A8G p5Z lS,S SZMP  

Internet p5Z HFVM VG[ tIFZAFN "Mozilla Firofox" p5Z lS,S SZMP 

GLR[ NXF"J[, "Mozilla Firefox" GL JLg0M B],X[P  

 

"Addrss Bar" DF\ HM 5C[,F SF\.S ,B[, CMI TM T[ delete SZL VG[ H6FJ[, J[A;F.8 V[0=[; 

VYJF URL 8F.5 SZMP  

www.enchantedlearning.org   
 

http://www.enchantedlearning.org/�
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'Go"   A8G p5Z lS,S SZM VYJF Enter key G[ 5|[; SZMP 

 

 

GLR[ H6FJ[, webpage HMJF D/X[P VF5 :S|M,AFZGL DNNYL ; \5}6" 5[H HM. XSXMP 

 

CJ[4 VF5[ H[ 5[H VM5G SI]" K[P T[DF\ :S|M, 0FpG SZLG[ "Astronomy" GFDG]\ 5[H XMWMJP VF5GF 

mouse pointer G[ T[ AMS; TZO B;[0MP T[DF\ VF5[ X]\ HMI] \ mDFp; 5M.g8ZGM V[ZM CFYGF :J~5DF \ 

O[ZJF. UIMP T[GM DT,A K[4 tIF \ V[S hyperlink K[P HM VF5 VCL\ lS,S SZXM4 TM VF5G[ ALHF page 
p5Z HJF D/X[P T[GL p5Z lS,S SZMP  

!P J[A ;F.8 V[0=[; VCL 
8F.5 SZMP 

ZP 'Go' A8G p5Z lS,S 
SZMP  
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GLR[ H6FJ[, 5[H HMJF D/X[P VF 5[H p5Z 5|NlX"T DFlCTLG[ H]VM X]\ T[ VF`RI"HGS GYL m VF5 H[ 

T[ hyperlink p5Z lS,S SZLG[ ;M,FZ ;L:8DGL lJlJW DFlCTL H[ VF5 HMJF DF\UTF CMI T[ HM. XSXMP 

  
 

RF,M CJ[ VF56[ "the Earth" ,B[,L link p5Z lS,S SZLV[P  

 

ALH]\ V[S 5[H H[DF\ planet "Earth" V\U[GL ;\5}6" DFlCTL H[ VF5 HMJF DF\UM KM T[ D/X[P  

CJ[4 HM VF5G[ 5ZT VF5GF VUFpGF\ 5[H p5Z HJ]\ CMI4 HIF\YL VF5[ X~VFT SZL CTLP VF5 T[J] "Back" 
A8G p5Z lS,S SZLG[ SZL XSXMP HIFZ[ VF5 "Back" A8G p5Z lS,S SZXMP TM VF5 T[ 5C[,FG]\ 5[H H[ VF5[ 

BM,T]\ CT]\ T[GL p5Z HXMP  

Astronomy 

The Earth 
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HM VF5[ SM. V[JL Link p5Z lS,S SIF"AFN VF5[ V[J]\ VG]EjI]\ S[ tIF\ GCMT]\ HJ]\4 TM VF5 "Stop" A8G 

p5Z lS,S SZLG[ CF,DF\ RF,TL 5|lS|IFG[ V8SFJL XSXMP  

 

Wikipedia X]\ K[ m 
V[JF lJ`JGL S<5GF SZM H[DF\ NZ[S jIlSTG[ B \0DF \ ZC[, NZ[S jIlSTGF 7FGGM ;ZJF/M SZJFGL 

K]8q5ZJFGUL VF5JFDF\ VFJ[P  VF56[ H[ SZL ZCIF\ KLV[ T[ T[ H K[P  

v Jimbo Wales, Wikipedia GF ;CIMUL XMWS 

Wikipedia V[ free Encyclopedia s7FG DF+G[ VFJZL ,[TL J:T]f K[4 H[G[ T[GF JFRS JU"GF 

;CSFZYL ,BJFDF\ VFJ[, CMI K[P T[ V[S :5[xI, 5|SFZGL J[A;F.8 K[ H[DF\ ;CSFZ ;Z/TFYL D/L HFI K[P 

T[G[ wiki SC[JFIP 36F\ ,MSM VlJZT 56[ wikipedia G[ ;]WFZTF\ H HFI K[P T[DF \ NZ S,FS[ CHFZMGL 

; \bIFDF\ O[ZOFZ SZ[ K[P VF NZ[S O[ZOFZMG[ T[ VF8L"S,GL CL:8=L s.lTCF;f DF \ CF,GF O[ZOFZ TZLS[ Z[SM0" YFI 

K[P VF 5|MH[S8GF V[SFpg8 V \U[ JW] lJUTJFZ DFlCTL DF8[ wikipedia  H]VMP  

T[DF\ VF5 S[JLZLT[ contribute SZXM m s;CIMU VF5L XSXMf 
SM.56 wikipedia GF ,UEU NZ[S 5[HDF\ ;]WFZM SZL XS[ K[ T[ ZLT[ T[GM lJSF; YIM K[ V[J] XMWM 

S[ H[DF\ VF56[ ;]WFZM SZLG[ JW] ;F~ AGFJL XSLV[ NFPTP :5[,L\U4 U|FDZ sjIFSZ6f4 Readability sJF\RL 

XSJ] \f DF8[ Rewriting sOZL ,BJ]\f VYJF U[ZA\WFZ6LI ;]WFZFVMG[ SF-L GF \BJF lJP HM VF5 GJF ;tIM 

Add SZJF DF\UTF CMI4 TM T[ V\U[GF VlE5|FI VYJF ; \NE" GM\W VF5M H[YL SZLG[ T[VM T[ RSF;L XS[4 

VYJF T[VMG[ T[ ,[BGF discussion 5[H p5Z VF5GM DT H6FJMP lJJFN:5N topic TYF wikipadea GF 

main page p5ZGF O[ZOFZM DF8[ ;{F5|YD RRF"VM YFI K[P 

Back Button 

Stop Button 

Forward Button 
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wikipedia G[ access SZJF DF8[GF steps 
Step 1 : Internet G]\ SM. V[S web browser BM,MP NFPTP Mozilla Firefox. 
Step 2 : V[0=[; AFZDF \ http://wikipedia.org 8F.5 SZMP 

Step 3 : CMD5[HGF :S|LGDF\ p5ZGL TZO 0FAL AFH]GF EFQFF TZLS[ English p5Z lS,S SZMP  

Step 4 :  D[.G 5[HGF :S|LGDF\ 0FAL TZO ZC[,F ;R" AMS;DF \ VF5G[ H[ topic HM.TM CMI T[ 8F.5 

SZMP  

 

Tips :  
 36F\ important words K[P H[GF \ hyperlink GL DNNYL VF5 VF5G[ HM.TF VYJF T[G[ ;; \lUT 

topic lJQF[GL DFlCTL D[/JL XSXMP OST T[GL p5Z lS,S SZL T[GL lJQF[ JW] HF6MP  

Google DF\ Hindi Translator slCgNL VG]JFNf GM p5IMUP 
VF5 VF5GL 5|FN[lXS EFQFFGL DNNYL HF6JF DF\UXM S[ ,B[, V \U|[HL EFQFF HM 5|FN[lXS EFQFFDF\ 

VG]JFlNT YI[, HMJF D/[ TM Google Translate V[ V[S ;Z/ VG[ OST V[SH :8[5 JF/M Z:TM K[ H[DF \ 

VF5 VF5GM VF Problem ;M<J SZL XSMP T[DF \ V[JF 8]<; K[ H[GL DNNYL VF5 J[A5[H VG[ 8[18G[ 36L 

V,UvV,U lJN[XL EFQFFVMDF \ VG]JFN SZL XSM KMP  

 

;}RGM 
Step -1 

VF5GF G mail VYJF Google V[SFpg8DF\ ,MU.G YFVM4 VYJF V[S GJ]\ V[SFpg8 AGFJM H[ 

VFJxIS CMI TMP Page GL p5Z TZO ZC[,L "More" link G[ R,FJMP T[GFYL VFJ[, Dropdown menu 
DF\YL "Even More" p5Z lS,S SZM tIFZAFN T[DF \ ZC[,F Google Translate p5Z lS,S SZTF\ V[S GJ] \ 

5[H HMJF D/X[P 

 

Step-2 
Google Translate GL DNNYL foreign text VYJF VF5GL 5MTFGL text G[ ALHL EFQFFDF\ 

AN,L XSFX[P Translate DF8[GF home page GL GSSL SZ[,L EFQFF K[P translation box. 8F.5 SZLG[ 

VYJF VF5GF word processing program DF \YL paste SZLG[ VF5 VF5GL 8[18 T[ AMS;DF\ V[g8Z SZM 

VG[ AMS;GL GLR[ ZC[,F 0=M5 0FpG D[G] DF\YL ;FRL EFQFF l;,[S8 SZMP 5C[,]\ 0=M50FpG T[ K[ H[GF \ VF5[ 

VF5GL EFQFF 5C[,F ,B[,L K[ VG[ AH]\ AMS; T[ K[ H[ EFQFFDF\ VF5G[ 8=Fg;,[8 SZJ]\ K[P 
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Step-3 
VFBF Web pages G[ translate SZMP Google translate home page DF\ VF5 ZC[, V[0=[; 

AFZDF\ OST VF5 T[ web address type SZM sV[8,]\ wIFG ZFBXM S[ T[DF\ http:// 56 CMJ]\ HM.X[f VG[ 

0=M5 0FpG D[G]DF\YL VF5G[ HM.TL EFQFF 5; \N SZMP 

Step-4  
VF5GL JTGGL EFQFF SZTF\ H]NL CMI T[JL EFQFFGF web pages DF8[ search SZMP "Translated 

Search" p5Z lS,S SZL VG[ VF5GL search GL XZTM enter SZMP VF5GF JTGGL EFQFF VG[ H[ EFQFFDF\ 

VF5 HMJF DF\UTF CMI T[ l;,[S8 SZL VG[ "Translate and Search" p5Z lS,S SZMP  

Step-5  
Google Translate G[ foreign language dictionary TZLS[ p5IMU SZMP "Dictionary" 

p5Z lS,S SZLG[ VF5G[ H[ XaNGF meaning lJQF[ HF6J] \qHMJ]\ CMI T[ XaN 8F.5 SZMP tIFZAFN4 pull 
down menu DF\YL VF5GL translation terms 5; \N SZMP NFPTP HM VF5G[ HF6J] \ CMI S[ V \U|[HL 

EFQFFGF "Educatio" GM VY" lCgNLDF\ X]\ YFI4 TM "Education" 8F.5 SZLG[ "English>>Hindi" 
5; \N SZMP Google T[ XaN VG[ T[G[ ;]; \UT SC[JTM lCgNLDF \ ATFJX[P 

Step-6  
VF5GF web page p5Z V[S gadget V[0 SZM H[ ALHF ,MSMG[ VF5G]\ 5[H T[DGL 5; \NUL 5|DF6[ 

translate SZL XS[P "Tools" tab p5Z lS,S SZLG[ VF5G] \ web page H[ EFQFFDF\ ,BFI[, CMI4 T[ EFQFF 

l;,[S8 SZM tIFZAFN VF5G[ VF5GF JF\RSM DF8[ H[ EFQFF CFHZ ZFBJL CMI T[ 5; \N SZMP VF5 VF5G[ H[ 

; \bIFDF\ gadget VG[ EFQFFVM HM.TF \q5; \N CMI T[ Google Translate DF \YL HTML Code ;FY[ 

VF5GF page p5Z D[/JL XSM KMP  

Tips and Warnings  
v HM VF5G[ web pages VF5[ H[ EFQFFDF\ Translate SIF" CMI T[JF \ HM. XSI CMI4 TM Google 
Translate VF5G[ VF5GF 8],AFZDF \ add SZJF DF8[ button VMOZ SZ[ K[P OST "Tools" page DF\YL 

'browser DF\ button G[ 0=[U SZM VG[ HIFZ[ VF5G[ web page G[ Translate SZJ]\ CMI tIFZ[ p5IMU 

SZMP 
e-mail ID S[JL ZLT[ AGFJXM m 

5lZRI sIntroduction)  
Step 1 
VF5GF computer G[ internet ;FY[ SG[S8 SZMP  

Step 2 
VF5G[ H[ S \5GLDF\ e-mail ID HM.T]\ CMI4 T[ S\5GLG]\ web address web browser VM5G SZLG[ 8F.5 

SZMP Yahoo DOT K[ VG[ ;[8V5 SZJ]\ 36]\ ;Z/ K[P  
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Step 3 
Yahoo 5[H p5Z "Sign up" p5Z lS,S SZMP H[ NXF"JX[ VF5GL 5F;[ Yahoo ID GYL m NZ[S S \5GLGF 

O|g8 5[H p5Z ;Z/TFYL VM/BL XSFI T[JF \ V[S ;DFG A8G CMI K[P  

Step 4 
VF5GL V \UT DFlCTL H[ 5]KJFDF\ VFJ[, CMI4 T[ 5|DF6[ ,BMP T[DF\ wIFG ZFBJ]\ S[ VD]S RMSS; J:T]VM 

OZlHIFT 56[ VF5[ EZJL H 50X[ HIFZ[ VD]S DZHLIFT CMI K[ H[GF VF5 DFlCTL G VF5M TM RF,[P T[DF \ 

VF5G]\ GFD4 HgDTFZLB4 HFlT VG[ N[X lJP DFlCTL EZJFGL CMI K[P DM8FEFUGL S\5GLVM VF5G[ RMSS; 

;ZGFDF DF8[ 5}KX[ GCLP T[DF\ VF5G[ V[J]\ GCL\ 5}KFI H[DF\ VF5G] \ V\UT H[D S[ VF5GM 5F;5M8" G \AZ VYJF 

VF5GM VF.0[g8L8L SF0" G \AZ ,BJFGM G CMIP  

Step 5 
V[S 5[5Z VG[ 5[G SF-M VG[ e-mail IDs H[ VF5G[ HM.TF\ CMI T[ ,BJFG] \ X~ SZMP H[ ;FZFDF \ ;FZM CX[ T[G[ 

IFN SZJM ;Z/ ZC[X[P VF5G]\ GFD S[ C],FD6]\ GFD (Nick Name) H[GF\YL AWF VF5G[ VM/BTF\ CMI T[ X~ 

SZJFG]\ IMuI :Y/ K[P V[JF\ SC[JTM S[ JFSIMYL N]Z ZCM H[DS[ "I justturned 50" SFZ6S[ !_ JQF"DF \ VF5 

5_ JQF"GF\ S[ T[YL DM8F GCL Y. XSMP !_ IDs G]\ ,L:8 AGFJM VG[ T[DF \GF VF5G[ ;{FYL DG5; \N D}SJFGL 

X~VFT SZMP  

Step 6 
VF5GF ;{FYL JW] UDTF\  ID YL X~ SZM VG[ T[G[ web page GF \ e-mail services GF ID AMS;DF \ 8F.5 

SZL "Check" p5Z lS,S SZMP YM0L 1F6M AFNH VF5G[ SC[JFDF\ VFJX[ S[ VF5GM 5; \NGM ID SM. wJFZF 

,[JFDF \ VFJ[, CX[ TM E-mil service JF/F VF5G[ T[G[ ,UTF\ ;}RGM VF5X[4 56 T[ VF5GF GFDGL 

VFH]AFH]GF H CX[P VF5 T[DF\YL SM. V[S 5; \N SZL XSM KM HIFZ[ VF5 VF5GF ,L:8G[ 5]Z[5]~ "Check"  
SI]" CX[ TM T[DF\YL VF5 SM. V[S 5; \N SZL XSM KMP  

Step 7 
V[S 5F;J0" AGFJMP ;FDFgI ZLT[ T[ ( sVF9f V1FZMYL DM8M CMJM HM.V[ VG[ T[ JW] ;F~ S[ VF5 T[DF \ 

V1FZMGL ;FY[ G\AZGM 56 p5IMU SZMP VF5GF 5F;J0"GL AFH]DF \ V[S AFZ CX[P T[DF\ ,F.8 YX[ H[ NXF"JX[ S[ 

VF5GM 5F;J0" S[8,M DHA}T K[ sV[SND DHA}T T[ ;FZFDF \ ;FZM4 SFZ6S[ V[D DFGL XSFI S[ SM.G[ V8S/ S[ 

VG]DFG SZJFDF\ D]xS[,L 50[f  

Step 8 
:S|LG p5Z V1FZM 8F.5 SZM VG[ Done p5Z lS,S SZMP V1FZM V[8,F DF8[ D}SJF S[ T[VMG[ BAZ 50[ S[ V[S 

DF6; T[DF\ ZHL:8Z SZL ZCIM K[ GCL S[ V[S SMd%I]8Z ZMAM8P  S \5GL wJFZF ,[JFDF\ VFJT]\ VF ;]Z1FFG] \ DF5N\0 

K[P  

Step 9 
VF5GF lD+MG[ VF5G] \ GJ]\ e-mail address H6FJM VG[ e-mails DMS,JFG]\ TYF D[/JJFG]\ X~ SZMP  
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Tips and Warnings 
• HM VF5G] GFD ZFBJFDF \ VFjI]\ CMI TM 56 VF5 T[GL VFU/ c!c VYJF c!Z#c  V[J]\ 8F.5 SZJFGM 

5|ItG SZMP  
• HM VF5 VF SMd%I]8Z ALHF ,MSM ;FY[ Share SZM TM4 T[GL BF+L ZFBM S[ VF5[  "Remember Me" 

A8G p5Z lS,S GYL SI]" HM T[D CX[ TM VF5G]\ e-mail account 3ZGF NZ[S H6 access SZL XSX[P 
File permissions sOF.,GL 5ZJFGULVMf  

Permissions V[ NZ[S file VG[ OM<0Z DF8[G]\ V[J]\ ;[8L\U K[ H[GF wJFZF user G[ T[ OF., VG[ OM<0Z 

DF8[ SIF 5|SFZG]\ access K[ T[GL lJUTM CMIP NFPTP VF5 GSSL SZL XSM S[ ALHF user H[ VF5GL OF., K[ 

T[G[ JF \RL VG[ edit SZL XSM4 VYJF T[VM OST JF\RL XS[ 56 T[DF\ SM.H O[ZOFZ G SZL XS[P "Root" GF 

Supper user 5F;[ ;L:8DGL SM.56 OF., access SZJFGL 5ZJFGUL CMI K[P  

VF5 user GL 3 categories DF8[ permissions ;[8 SZL XSM KMP  

Owner  
V[JM user S[ H[6[ file S[ folder AGFjI]\ CMIP  

 Group  
 user group H[ owner GL 5F;[ CMIP 

  Other  
  ALHF VgI users 5]ZF HM0FI[,F \ G CMIP  

user GL NZ[S category DF8[ V,UvV,U 5|SFZGL permissions ;[8 Y. XS[ VG[ T[ file VG[ folder 
DF8[ V,UvV,U ZC[X[4 H[ VF 5|DF6[ K[P  

 read  
 file B],L XSX[ 

 Directory DF\ ZC[, J:T] HM. XSFX[P  

 write  
 files G[ edit VYJF delete SZL XSFX[P  

 Directory DF\ ZC[, J:T] modified Y. XSX[P 

 execute  
 V[S Program GL H[D executable files run Y. XSX[P GJL Directories G[ pD[ZL XSFX[P 

 
File GL Permissions G[ AN,JL (Change SZJLf 
file GL Permissions AN,JF DF8[ GLR[GF :8[%; NMCZFJMP  

!P T[ file select SZM H[GL permissions VF5 AN,JF DF\UTF CMP 
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ZP file Properties G[ 5; \N SZMP T[ J:T]GL properties window display YX[P  

#P Permissions 8[A p5Z lS,S SZMP 

$P file G]\ U|'5 AN,JF DF8[4 groups GF 0=M5 0FpG l;,[S8Z DF\YL H[ user G]\ U|'5 VF5 l;,[S8 SZJF 

DF\UTF CM T[ 5; \N SZMP 

5P Owner, group VG[ VgI ALHF users T[ NZ[S DF8[ NXF"J[, OF., DF8[GL permissions 5; \N 

SZMP  

 none 
file G]\ access XSI AGX[ GCL sVF5 owner DF8[ VF ;[8 GCL SZL XSMPf 

 Read only 
user VF file G[ BM,LG[ T[DF\ ZC[, data HM. XSX[4 5Z\T] T[DF\ SM. H O[ZOFZ SZL XSX[ GCLP 

 Read and Write 
file G]\ Normal access XSI AGX[ T[G BM,L O[ZOFZ SZL VG[ save 56 SZL XSFX[P 

&P VF5GL file G[ V[S program GL H[D Run SZJFGL permission HM VF5JL CMI TM4 Execute 
G[ l;,[S8 SZMP 

 
Folder DF8[ permissions AN,JL 
folder DF8[ GM VF5 permissions AN,JF DF\UTF CMI4 TM GLR[GF Steps 5|DF6[ SZMP 

!P T[ folder G[ l;,[S8 SZM H[GF VF5 change SZJF DF\UTF CMIP 

ZP File Properties G[ 5;\N SZMP T[ J:T] DF8[GL properties JLg0M B],L HX[P 

#P Permissions 8[A p5Z lS,S SZMP  

$P Folder G]\ U'5 AN,JF DF8[4 drop down selector DF\ N[BFTF U|'5DF \G]\ V[S U|'5 5; \N SZMP 

5P Owner group VG[ VgI ALHF users T[D NZ[S DF8[ folder access permissions DF\YL 

5; \N SZMP  

None  
Folder G]\ access XSI GCL sVF5 VF owner DF8[ ;[8 GCL SZL XSMf  

List Files only 
users folder DF\ ZC[, files S[ J:T]VM HM. XSX[4 56 T[DF \YL V[S56G[ BM,L XSX[ GCLP 

Access files  
Folder DF\ ZC[,L J:T]VMG[ BM,L VG[ modify SZL XSFX[4 T[DGL 5MTFGL  permissions 56 VF5JFDF\ 

VFJX[P  

Create and delete files 
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user OM<0ZDF\ GJL OF., AGFJL XSX[ VG[ OM<0ZGL VgI OF.,MG[ delete 56 SZL XSX[P T[GL 

;FY[ CF,GL SM. OF.,G[ access 56 SZL XSX[P 

OM<0ZDF \ ZC[, NZ[S J:T]GL permissions ;[8 SZJF DF8[4 File Access and Execute Properties ;[8 

SZJFYL VG[ Apply permissions to enclosed files p5Z lS,S SZJFYL T[D Y. XSX[P 

Web pages G[ l0hF.G SZJF\ 
Ubuntu DF\ ACM/F 5|DF6DF\ 8]<; ZC[,F K[ H[GL DNNYL VF5 web pages G[ l0hF.G TYF develop SZL 

XSM KMP 

- Bluefish V[ Web designers VG[ Programmers  DF8[G] \ 5|EFJXF/L editor K[P  

Bluefish 36L Programming VG[ markup languages G[ ;5M8" SZ[ K[P VG[ designers TYF 

programmers DF8[ p5IMULTF 5]ZL 5F0[ K[P  

o JW] DFlCTL DF8[ Bluefish GL website H]VMP 

o Bluefish 5[S[HG[ install SZMP  

o Bluefish G[ RF,] SZJF DF8[4 Applications - Programming - Bluefish Editor G[ 

S|D 5|DF6[ lS,S SZMP 

Programmers VG[ web designers wJFZF ,1IDF\ ZBFT] \ XlSTXF/L editor V[ bluefish K[P 

T[DF\ websites ,BJL4 :S|L%8 ,BJL VG[ programming codes ,BJF T[JF\ W6F \ options CMI K[P 

bluefish 36L programming VG[ markup languages G[ ;5M8" SZ[ K[P VG[ T[ lS|IFXL, TYF 

interactive website p5Z JW] 5|SFX 5F0[ K[P T[GF JW] 5lZRI DF8[ T[GF\ features H]VM4 screenshots 
lJQF[ HF6M4 VYJF T[G[ 0FpG,M0 SZMP Bluefish V[ V[S open source development project K[P H[ 

GNU GPL ,F.;g;GL T/[ release YI[, K[P 

 
You Tube GL DNN wJFZF lX1F6 

You Tube wJFZF V[S You Tube EDU GFDS VG[ GJL Sub site G[ release SZJFDF\ VFJL 

K[4 H[DF \ N[XGL !__ I]lGJ;L"8L wJFZF CHFZMGL ; \bIFDF\ free lectures UM9JJFDF\ VFJ[ K[4 H[GF \ MIT, 
Yale, Harvard, Stanford T[DH 36F\ VgIG[ HM0JFDF \ VFJ[, K[P  

T[JLH ZLT[ V[S ALHL application Vl:TtJDF \ VFJ[,L K[ H[ K[ Hulu for academic lectures 
H[G[ Academic Earth, tIFZAFN You Tube EDU YL VM/BJFDF \ VFJ[ K[P T[DFGF \ ,MSMG[ O|L 

V[HI]S[XG 5]~ \ 5F0JFGF DFGL G XSFI T[GF\ VD]S options K[P  

Site Blocking  
V[JF 36F \ SFZ6M K[ H[ NXF"J[ K[ S[ XF DF8[ VF5G[ Website black SZJFG]\ XLBJFIP T[DF\GF ;C]YL 

;FDFgI SFZ6 V[ K[ S[ VF5G[ spammers sJ[A C[S;"f YL ARFJJF DF8[ H[VM VF5GF PC p5Z VFS|D6 
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SZJF DF8[ adware VG[ popup GM p5IMU SZ[ K[P ALHF SFZ6MDF\ VF5GF AF/SMG[ VD]S sites S[ H[G]\ 

Sg8[g8 Porn sV`,L,f H[J]\ CMI K[ T[GFYL ARFJJF DF8[P 

VF5[ .rK[,F security GF level p5Z VFWFlZT V[J]\4 VF5GF web browser G[ website S[ 

H[DF\ VD]S O[ZOFZ SZLG[ a,MS SZL XSFIP VF5GL Host file G[ internet filtering software GL DNNYL 

VYJF T[DF \ ;]WFZF SZJFYL a,MS SZL XSFX[P SM.56 lS \DT[ VF5G[ AWL5wWlTYL JFS[O SZLG[ VF5G[ DF8[ SI]\ 

SFI" pTD K[ T[ VF5[ HMJFG] \ ZC[X[P  

 
Mozilla Firefox DF\ Site G[ S[JL ZLT[ a,MS SZXM m 
;FDFgI 

VF5 website G[ V[0 VYJF ZLD]J SZL XSM KM4 HM VF5G[ T[ ;F.8 OZYL visit G SZJL CMI TM4 

block site preferences GL DNNYL T[G[ a,MSqVGa,MS SZL XSXMP VF5 T[ window G[ Tools > 
Add ons menu GF Options A8G p5Z lS,S SZLG[ Block sites GL window open SZL XSXMP 

VYJF context menu DF\ ZC[,F preferences items DF\ H. Extension Manager G[ lS,S SZLG[ 

56 T[D SZL XSXMP  

Wild Cards  
VF5 website GL TDFD Z[gHG[ weldcard symbol (*) J0[ a,MS SZL XSMP NFPTP HM VF5G[ 

Microsoft website GF ;D}CG[ a,MS SZJM CX[ TM4 VF5 wJFZF VF live GF p5IMUYL 

http://*.microsoft.* VG[  http://*.microsoft.* YL T[ block Y. HX[P T[DF * ;LdAM, NXF"J[ K[ S[ 

T[ HuIFV[ X}gI VYJF JW] Z[g0D Characters K[P 

Import / Export  
VF5 'Block Site Preference' window GF\ 'Import' TYF 'Export' A8GGF\ p5IMU J0[ 

.d5M8" VG[ V[S;5M8" ,MS[XG SZL XSXMP OF.,GL 5|YD live H[ J:T] VF5 import SZJF DF\UTF CMI T[ 

'Block Site' DF \ T[ 5|DF6[ :JFEFlJS ZLT[ J \RFJL HM.V[P T[YL VF5GL OF., VFJL ZLT[ N[BF. XS[P 

[Block Site] 
http://*.domain* 
http:// test.com* 

HM VF5 CH] Mozilla Firefox 1.5.0* p5IMU SZTF\ CMI4 TM VF5 T[ extension GF\ H}GF \ 

versions sVFJ'lTf GM 56 p5IMU SZL XSXMP  

Password Protection  
HM VF5[ VF5GM Password U]DFJL NLWM CMI VYJF E],L UIF\ CMI TM bout p5Z H. confy 

s8F.5 SZM about: ,MS[XG AFZDF \ config 8F.5 SZM VG[ Enter Press SZMf VG[ Block site G[ ZL;[8 

SZMP Block Site G[ l,SIZ SZJF DF8[ 5|DF6E}T SZMP Password YL Entry.  
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File Downloading  
Downloading V[8,[ S[ V[S OF.,G[ V[S SMd%I]8Z ;L:8DDF \YL ALHF ;L:8DDF\ DMS,JL4 ;FDFgI 

ZLT[ GFGL SMd%I]8Z ;L:8D V[S Internet user GL N=lQ8V[ V[S file G[ 0FpG,M0 SZJL V[8,[ VgI 

SMd%I]8ZDF \YL OF.,G[ ,[JFGL lJG\TL sVYJF VgI SM. SMd%I]8ZGF web page p5ZYL ,[JFGL lJG \TLf 

Uploading V[8,[ S[ T[ H J:T] H[ 0FpG,M0L \UDF\ CMI K[ T[GFYL p\W] lNXFDF \ V[SDF\YL4 ;FDFgI ZLT[ GFGF 

SMd%I]8ZDF \YL ALHF SMd%I]8ZDF VG[ .g8ZG[8 user GL N=lQ8V[4 uploading V[8,[ S[ V[S OF.,G[ 

SMd%I]8ZDF \YL ;[8V5 SZLG[ T[G[ D[/JJF DF8[ DMS,JLP   
File Transfer Protocol (FTP) V[ Internet GF\ OF.,G[ 0FpG,M0L \U VG[ V5,M0L \U VG[ 

RMSS; ; \bIFGL Special application DF8[GF Protocol sSZFZ V\U[GF lXQ8FRFZf H[ FTP ;lJ";G[ 5]ZL 

5F0[ K[P sH[D S[4 HM VF5 V[S web page DF\YL 0FpG,M0L \U SZM KM4 TM web page wJFZF FTP  GL lJG\TL 

(request) ;[8V5 YFI K[P VF5G[ SFID DF8[ 5}KJFDF\ VFJX[ S[ VF5G[ VF5GL 0FpG,M0 SZ[,L OF., 

VF5GL Hard disk DF\ SIF\ ;[J SZJL K[4 VG[ tIFZAFN downloading 8=Fg;DLXG X~ YX[f 

HIFZ[ VF5 e-mail GL ;FY[ SM. OF.,G[ V[8[R SZLG[ DMS,XM4 TM T[ OST AL0F6 sV[8[RD[g8f H 

CX[4 T[ V5,M0 S[ 0FpG,M0 GCL \ CMIP p5IMUDF\ 36F ,MSMG[ V5,M0 VG[ 0FpG,M0DF\ VjIJl:YT DFlCTL 

CMI K[ T[YL VF5G[ T[GL Hl8,TF ;DHJL K[P NFPTP SM. VF5G[ SC[ S[ cc SM.S RMSS; OF., DG[ DFZF         

e-mail address p5Z 0FpG,M0 S[ V5,M0 SZMcc T[G[ AN,[ T[DT[ T[H CMJ] HM.V[ S[ ccDG[ T[ J:T] 

attachment GF :J~5[ DMS,MccP 

;FDFgI ZLT[ users GL N=lQ8V[ V[S JS";[XG sG[8JS"G] \ V[S SMd%I]8Zf VYJF GFG]\ SMd%I]8ZDF\ 

0FpG,M0 V[8,[ OF.,G[ D[/JJL VG[ V5,M0 SZJ]\ V[8,[ OF.,G[ DMS,JLP 

 
You Tube YL 0FpG,M0 S[JL ZLT[ SZFI m 
VF5 you Tube YL videos G[ 0FpG,M0 S[ Save S[D SZM KM m 

VF5[ V[S Z;5|N vidio you tube DF\YL XMwI] \ K[ VG[ VF5G[ T[ VF5GF SMd%I]8ZDF \ Save  S[ 

download SZJ]\ K[ VG[ AFNDF\ T[ VF5GF lD+M JrR[ share SZJ]\ sJC[\RJ]f K[ sV[S collection ; \U|C 

TZLS[f by default you tube V[ vidios G[ save S[ download SZJFGL 5ZJFGUL VF5X[ GCLP T[ user 
G[ OST hyperlink GF :J~5[ lD+MG[ DMS,JFGL 5ZJFGUL VF5X[ VG[ T[DG[ you tube website G[ visit 
SZLG[ T[ video HMJFG]\ VFD\+6 5F9JX[P 

 
videos G[ you tube DF \YL save/download SZJFGF steps 
Mozilla Firefox (PC) GF\ users DF8[  
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!f VF5GL 5; \NUL vidio clip p5Z lS,S SZM4 TD[ TDFZF browser DF \GL URL VFJL ZLT[ AG[,L 

HM. XSXMP  

 

 

Zf URL G[ p5Z NXF"jIF 5|DF6[ highlight SZM4 T[GL p5Z mouse YL right click SZM VG[ T[DF\YL 

"Copy" Select SZMP 

#f T[ URL VF56F download page p5Z 5[:8 SZM sVF56]\ download page OST toutube 
vidio G[ H GCL 5Z\T] Google, Vidio, My space vidio T[DH 36]\ download SZL XSX[Pf 

$f HIFZ[  download link N[BFX[4 tIFZ[ VF5[ "Save Target As" p5Z right click SZJFG]\ 

ZC[X[P VYJF VF5GF download Manager DF\ Copy VG[ Paste SZJFG]\ ZC[X[P GM\Wo VF5[ file 
extension G[ fly :J~5[H R[gH SZJ] \ 50X[P 

5f flv file V[ ;FDFgI multimedia file GYL4 56 VF56[ V[S software H[ FLV Player TZLS[ 

VM/BFI K[ H[GFYL T[ file G[ play SZL XSFI K[ T[ CMJ]\ HM.X[P 

&f FLV Player G[ VF56F computer p5Z install SZJ]\ 50X[P 

*f VF5[ download SZ[, video clip G[ l;,[S8 SZLG[ T[G[ Play SZMP  

(f HM VF5G[ FLV video G[ SgJ8" sO[ZAN,f SZLG[ T[G[ Ipod, PSP, DMAF., OMG s# GP G]\ 

format) DF\ HMJ]\ CX[4 TM VF5[ FLV Converter G[ 0FpG,M0 SZJ]\ 50X[P 

)f VFH 5|DF6[ V[g8L JF.Z; ;MO8J[Z 56 ;R" SZLG[0FpG,M0 SZL XSFI K[P 

 

DMAF.,DF\YL You Tube DF\ video Upload SZJMP 
!f VF5GF DMAF., OMGDF \YL D[DZL SF0"G[ SF-M VG[ T[G[ Memory card reader DF \ D}SMP 

T[J] \ DFGL ,.X]\ S[ VF5[ V[S Movie clip G[ DMAF.,GF Memory card DF\ ;[J SZ[,L K[ 

OMGDF\YL T[ SF0"G[ SF-L VG[ T[G[ SF0" ZL0ZDF\ D}SM T[ lJl0IM lS,5G[ memory card DF \YL VF5GF 

Computer GL CF0"0L:SDF \ SM5L SZMP T[GL GM \W ZFBJL S[ VF5[ T[G[ SIF\ Save SZ[, K[P  

VF5GL video clips G[ memory card DF \ ;[J SZJL 

HIFZ[ VF5 VF5GF S[D[ZF OMGDF \ V[S GJL video clips Z[SM0" SZL ZCIF \ CMI4 tIFZ[ T[8,] \ wIFG 

RMSS; ZFBXM S[ ;[J SZ[, image memory card DF \ ;[J YFIP VF5 ;[8L\U S[D[ZFG[ V[S8LJ[8 SZLG[ R[gH 

SZL XSM T[G[ DF8[ S[D[ZFG[ V[S8LJ[8 SZJM T[G]\ D[G] BM,J]\ T[DF\YL ;[8L\U XMWJ]\ VG[ T[GF\YL 0LOM<8 TZLS[ :8MZ[H 

0LJF.;DF\ D[DZL SF0"G[ ZFBJ]\P 
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HM VF5GF OMGDF\ D[DZL SF0" GYL TM Bluetooth VYJF data cable GL DNNYL video clips G[ VF5GF 

SMd%I]8ZDF \ 8=Fg;OZ SZL XSFX[P 

Zf video clips G[ Edit SZJ] \ sHM VF5G[ HM.T] \ CMI TMf 

HM VF5G[ VF5GF video clips GL DMCSTF sVFSQF"TFf JWFZJL CMI TM4 T[G[ SM. V[S video 
software application DF \ application DF\ edit SZMP video software application H[JF S[ 

windows movie maker, Apple movie VYJF adobe photoshop album K[P NFPTP YouTub 
DF\ ZC[, videos DF8[ VF 5|DF6[GM VFU|C ZBFI K[P MPEG4 G]\ video format. H[ 520*240 
resolution JF/] \ VG[ MP3 VMl0IM JF/]\ H[G[ HMJ]\ ;F~ ZC[P  

Tip: 
video quality G]\ lJ:T'T lJJZ6 V[S V5JFN K[P HIFZ[ VF5G[ VF5GM video MMS YL 

DMS,JM CMI4 TM T[GL video quality G[ lowest 5; \N SZM4 H[D S[ B}AH GFG] \ SZ[,]\ 3GP G[ 176*144 
resolution. HIFZ[ VF5 V[S video Z[SM0" SZXM tIFZ[ MMS D[;[H TZLS[ T[G[ VFU/ JWFZX[4 T[ lS,5G[ 

!_ ;[S\0 S[ T[YL GFGL ZFBJFGM 5|ItG SZMP T[YL SZLG[ T[ lS,5 100 KB SZTF\ GFGL ZC[JFGL ; \EFJGF K[4 H[ 

service providers wJFZF MMS systems GL RMSS; DIF"NF slimit) K[P 

 

 

#P you video Album Account DF \ Logon YJ] \P 

VF5GF Computer YL you Tube p5Z V[8,[ S[ www.youtube.com p5Z logon YFVMP 

HM VF5 You Tub DF\ CH] ;]WL ZHL:8Z G YI[,F\ CMI VYJF ALHL SM. video sharing service GF\ 

CH] ;]WL ZHL:8Z G YI[,F \ CMI4 TM T[ VtIFZ[ H SZMP  

$P VF5GF Video G[ upload SZJ] \P 

V[SJFZ VF5 You Tube p5Z ,MUVMG Y. HFVM4 tIFZAFN Upload p5Z lS,S SZMJP H~ZL 

OMD" EZM4 VF5GL CF0"0L:SDF\ ZC[, video file G[ Locate SZM sNXF"JMf4 VG[ upload p5Z lS,S SZM4 

tIFZAFN4 OST VF5GF video G[ server p5Z SM5L YJFGL ZFC H]VMP  

5P You Tub p5Z VF5GL video S[J] \ RF,[ K[ T[ H]VM 

VF5GF video VF<ADG[ HMJF DF8[4 You Tub Window DF\ ;JM"rR :YFG[ ZC[, VF5GF 

Account Name p5Z lS,S SZMP You Tub VF5GF Video G]\ ,L:8 ATFJX[P T[ ,L:8DF\ Thumbnail 
sB]AH GFGL VFJ'lTf VFJ'lTDF \ ZC[, VF5GF Video p5Z lS,S SZTF\ H T[ Play YX[P  

Tip : HM T[ video JW] W]\W/] VYJF Mosaic sRM;,F 5F0JFf CMI TM T[ VF5GF OMGGF :S|LG p5Z T[J] \ 

CX[P video window DF \ HD6L TZO GLR[GF B}6[ ZC[, GFG]\ AMS; S[ H[GL VFH]AFH] RMZ; CX[ T[G[ lS,S 

SZMP T[YL video T[GL VMZLHG, ;F.hDF\ ZL:S", Y. HX[4 VG[ T[GFYL T[ DM8F :S|LG SZTF \ JW] ;F~ HM. 

XSFX[P  
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p5;\CFZ 

√ A[ S[ T[YL JW] computer G[ V[S ;FY[ HM0JF T[G[ Networking SC[ K[P 

√ A[ 5|SFZGF Network CMI K[4 H[G[ server-client based network VG[ Peer to peer network 
SC[ K[P  

√ Internet V[ V[S lJXF/ SMd%I]8Z G[8JS" K[ H[DF\ ,FBMGL ; \bIFDF \ VFBF lJ`JGF GFGF\ G[8JS" HM0FI[,F \ 

CMI K[P  

√ Computer GL JrR[ YTL DFlCTLGL VF5v,[ SZJF DF8[GM internet p5ZGM Z:TM  V[8,[ world 
wide web. 

√ Server VG[ Client monitor JrR[G]\ GFG]\ HM0F6 V[8,[ Thin client. T[GFYL Client DMGL8ZG[ 

server ;FY[ HM0FJF VG[ resources G[ Share SZJFDF\ DNN~5 CMI K[P  

VG]EJL H]VM 
5|J'lTv I 

1. Internet connect SZM 

2. Mozilla Firefox G[ BM,MP 

 

3. GLR[ NXF"J[,L Sites DF\ logon SZM VG[ VFG \N D[/JM 

o http://pbskides. org/zoom/ 
o http://www.enchanted learning. com 

o http://www.pitara.com 

o http://nasa.gov/ 
o http://www.indiafolkdances.com/ 

4. Mozilla Firefox G[ A\W SZMP 

5|J'lTv II 
 GLR[ NXF"J[, Websites G[ Visit SZMP 

 a. http://dsc.discovery.com/ 
 b. http://www.nationalgeographic.co.in/ 
 c. http://animal.discovery.com/ 
5|J'lTv III 
 www. google.co.in G[ visit SZM VG[ GLR[ NXF"J[, topics p5Z ; \XMWGGM 5|ItG SZMP 

 a. "National emblem of India" 
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 b. "First Prime minister of India" 
 c. "Places of visit in Gujarat" 
5|J'lTv IV 
 http://maps.google.com/ G[ visit SZM VG[ VF5GF HL<,FG[ U]HZFTGF GSXF p5Z XMWJFGM 

5|ItG SZMP 

5|J'lTv V 
 Gujarat State Road Transport Corporation GL ;F.8G[ visit SZM VG[ V,UvV,U 

5|SFZGL p50TL A;M lJX[ XMWMP 

 i) Gandhinagar to Bharuch 
 ii) Porbandar to Jamnagar 
 iii) Rajkot to Mehsana 
5|J'lTv VI 
 VF5G]\ S]8] \A VFU|F GM TFHDCF,G[ HMJF DF8[GL T{IFZL SZL ZCI]\ K[P Indian Railways GL Site 
(http://indianrail.gov.in) G[ visit SZMP VF5GF GHLSGF XC[ZYL p50TL 8=[.G VG[ T[DF\ ZC[, ;L8GL 

HuIF TYF VF5GL HJFGL GSSL SZ[, TFZLB 5|DF6[GL V,UvV,U 8=[.G V \U[ T5F; SZMP  
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Trouble Shooting  
sVF5GF SMd5I]8Z DF\ ;Z/TFYL VG[ IMuITFYL SFD SZJFDF\ DNN~5 YFI T[J]\f 
!P HIFZ[ VF5 Trouble Shooting SZTF\ CMI4 tIFZ[ IFN SZJF H[JF 5M.g8 X] \ K[ m 
 BF; J:T] T[ wIFGDF\ ZFBJL HM.V[ S[ SMd%I]8ZV[ BZ[BZ V[S TFlS"S p5SZ6 K[ VG[ NZ[S TFlS"S p5SZ6 
VG[ T[G[ DF8[ SF\.S SFD G YT]\ CMI TM T[G]\ SFZ6 56 TFlS"S CMIP T[ SFZ6G[ XMWJ]\ VG[ T[G]\ ;FR]\ lGZFSZ6 BZ[BZ 
SFID ;Z/ CMT]\ GYLP sVYJF lG~5IMUL CMI K[f 56 HM VF5 ;D:IF V\U[ TS"YL lJRFZ SZXM VG[ T[GL p5Z 
:8[5vAFIv:8[5 SFI" SZXM4 TM V[S ;]\NZ TS CX[ ;D:IFGF VF5GF 5MTFGF wJFZF lGZFSZ6GL VG[ HM BZFAGL ;FY[ 
BZFA VFJ[4 tIFZ VF5 AW]\ H A\W SZL VG[ OZL X~ SZMP 
ZP color print DF\ C] \ DFZL NMZ[,L line HM. GYL XSTMqXSTL T[ ;D:IF X]\ K[ m 

VF5[ H[ ,F.G NMZ[, K[4 T[GM S,Z VG[ A[SU|Fpg0GM S,Z V[S H CX[[P VF5GF A[SU|Fpg0GM S,Z T[ ,F.G 
S,ZYL V,U l;,[S8 SZMP 

#P HM SLvAM0" T[G] \ SFD G VF5T]\ CMI TM X] SZJ]\ HM.V[ m  
VF5 VF ;D:IFG]\ lGJFZ6 SLvAM0"GM JFIZGM SMd%I]8ZDF\YL SF-L VG[ T[G[ ;FRJLG[ OZLYL ,UFJLG[ SZL XSM 
KMP V[8,]\ SFID H~ZL K[ S[ HIFZ[ VF5 JFIZG[ SF-TF\ CMI VYJF ,UFJTF\ CMI tIFZ[ DXLG C\D[XF A\W SZLG[ 
H SZXMP 

$P DFp; WLD] \ S[D 50L HFI K[ m 
DFp;G[ C \D[XF DFp;5[0 ;FY[H p5IMUDF\ ,MP V[J] \ AGL XS[ S[ VF5 T[G[ BZAR0L HuIF p5Z p5IMUDF\ 
,[TF\ CMIP 

5P HIFZ[ SMd5]8ZG[ RF,] S~ K]\ tIFZ[ T[ RF,] YT] \ YT] \ GYLP X] \ SZJ]\ HM.V[ m 
√ power switch RF,] K[ S[ GCL T[ H]VM 
√ power cable VF5GF SMd%I]8ZDF \ ,UFJ[, K[ S[ GCL T[ H]VM 
√ power cable %,UDF\ EZFJ[, K[ S[ GCL T[ H]VMP 
√ power A8G ON SZ[, K[ S[ GCL T[ H]VM 
√ HM TM 56 RF,] G YFI TM VF SFD DF8[ VF5GF SMd%I]8ZGF lX1FSGL DNN ,MP 

*P X] SZJ]\ HM.V[ HM DFp; VYJF SLvAM0" AZFAZ SFD G VF5[ m TM X] \ SZJ] \ HM.V[ m  
√ SLvAM0" SMd%I]8Z ;FY[ HM0FI[, K[ T[ H]VM 
√ DFp; SMd%I]8Z ;FY[ HM0[, K[ T[ H]VM 
√ DFp;GL V\NZ DFp; AM, K[ T[ H]VM 
√ DFp;GL V\NZ DFp;AM, ;FY[GF SMg8[S8 RMSBF K[ T[ RSF;MP 
√ SMd%I]8ZG[ ZLv:8F8" SZMP 
√ K[<,[4 HM G YFI TM VF5GF SMd%I]8Z lX1FSGL DNN ,MP 

(P tIFZ[ X]\ SZJ]\ HIFZ[ O,M5L 0L:S ,UFJ[, CMI4 T[G[ SMd%I]8Z G VM/B[ VYJF SMd%I]8Z T[G[ initialize sX~ 
SZJ] \f SZJFG] \ SC[ m 

√ H]VM SNFR 0L:SDF\ 5C[,FYL SF\.S ;[J SZ[, CMIP 
√ HM. H]VM S[ VF H 5|SFZGL ;D:IF T[ VgI SMd%I]8ZDF \ 56 SZTL CMIP 
√ SMd%I]8ZG[ ZLv:8F8" SZL OZLYL HM. H]VMP 
√ K[<,[4 HM G YFI TM VF5GF SMd%I]8Z lX1FSGL DNN ,MP 

)P HM l5|g8Z l5|g8 G SZT]\ CMI4 TM X]\ SZJ]\ HM.V[ m 
√ l5|g8ZGL 5FJZ :JLR ON K[ S[ GCL\ T[ H]VM 
√ l5|g8ZGM 5FJZ S[A, %,U ;FY[ ,UF0[, K[ T[ H]VM 
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√ l5|g8ZGM SMd%I]8Z ;FY[ HM0JFGM K[0M HM0[,M K[ T[ H]VMP 
√ l5|g8 VFp8 ,[TL JBT[ l5|g8Z l;,[S8 SZJFG]\ CMI K[ T[DF\ H[ l5|g8Z HM0[, K[ T[ l;,[S8 SI]" K[ T[ H]VMP 
√ SMd%I]8ZDF\ H[ l5|g8Z 5M8" l;,[S8 SZ[,M CMI4 T[ 5M8" ;FY[ l5|g8ZG[ SG[S8 SI]" K[ T[ H]VMP 
√ SMd%I]8ZG[ ZL:8F8" SZL H]VMP 
√ K[<,[ HM G YFI TM VF5GF SMd%I]8Z lX1FSGL DNN ,MP  

!_P CD-ROM 0=F.J VM8M%,[ VG[ VM0LVM CD GF 5|Ma,[D S[JL ZLT[ troubleshoot SZX] \ m 
√ ;{F 5|YD4 ;Fpg0 SF0" VG[ :5LSZ SFD SZ[ K[ S[ GCL\ T[ RSF;MP  

√  JM<I]D Sg8=M, dI]8 G YI]\ CMI VG[ JM<I]D :,F.0;" V[SND WLDF\ SZJFDF\ TM GYL VFjIF\G[4 T[ RMS;F. SZL ,[JL 
S[DS[4 TDG[ HF6LG[ GJF. ,FUX[ 5Z\T] HM 36F\ AWF\ SMd%I]8ZMDF\ VJFH GCL \ VFJTM CMJFGL ;D:IF ,.G[ 
VFJGFZFVMGF SMd%I]8;"DF\ c;Fpg0 dI]8c SZFI[,M HMIM K[P  

√ V[ 56 RSF;L ,[J] S[ ;Fpg0 SF0"DF\ :5LSZGF %,U IMuI H[ DF\ H ,UFJFIF CMIP HM :5LSZ V[d5LOF.0 CMI TM V[ 
56 RSF;L ,[J]\ S[ SgJ8"Z sS[ 5FJZ %,Uf SFI"ZT .,[S8=LS %,UDF\ H HM0JFDF\ VFjIF\ CMI4 VG[ tIF\YL :5LSZGL 
;FY[ HM0JFDF\ VFjIF\ CMIP 

√ ;{FYL K[<,[4 CD-ROM VG[ ;Fpg0SF0" 0MSI]D[g8[XGG[  RSF;L ,M VG[ GSSL SZL ,M S[ CD-ROM DF\YL 
GLS/T]\ VMl0IM S[A, ;Fpg0 SF0"GL ;FY[ IMuI ZLT[ .g:8M, SZJFDF\ VFjI]\ K[ VG[ V[S56 JFIZ T]8[,M TM GYLG[ m 

!!P DFZL l;:8D C[gU Y. U. K[P DFZ[ X]\ SZJ] \ m 
v l;:8D tIFZ[ H C[gU YFI HIFZ[ SDFg0;GL JrR[ VY0FD6 YTL CMIP VYJF TM 5KL VF5JFDF\ VFJ[, 

SDFg0G[ SFI" SZFJTF\ ;\;FWGMGL p5,aWTFDF\ p65 CMIP HIFZ[ l;:8D C[gU YFI tIFZ[ V[S ;FY[ 
Ctrl+Alt+Delete GL SL G[ NAFJJLP  

 
!ZP OF.,M BMJFTL CMI tIFZ[ S[ D[ H[ OF., ;[J SZL CMI T[ D/TL G CMI tIFZ[ X]\ SZJ] \ m 
v a. Start A8G NAFJJ]\4 'Find' 5;\N SZMP 
 b. OF.,G]\ GFD S[ T[GM 5|SFZ :5Q8 SZJMP 
 c. 'Look in' AM1FDF \4 V[ 0=F.J :5Q8 SZJL HIF\ TDG[ ,FU[ K[ S[ OF., CM. XS[ K[P 
 d. 'Find now' p5Z lS,S SZMP 
 e. :5Q8 SZJFDF\ VFJ[,L VG[ T[GF S|F.8V[lZIFG[ D/TL VFJTL OF.,MG]\ V[S l,:8 N[BFJF ,FUX[P 
V[SJFZ TDG[ OF., D/L HFI V[8,[ T[G[ ;FRF\ OM<0ZDF\ ;[J SZL ,MP HM TDG[ VF 5|lS|IF wJFZF 56 OF., G D/[ TM4 
Trash BM,M VG[ T[ Delete GYL T[ T5F;MP VFJL OF.,G[ 5ZT ,FJJF\ DF8[ Restore 5Z H.G[ Click SZMP 
!#P D[ H[ Picture GF\bIF K[ T[ :5Q8 GYLP DFZ[ X]\ SZJ] \ HM.V[ m 
v TD[ H[ Picture GF\BM KM T[GL U]6JTF T5F;JL HM.V[ m HM T[DF \ IMuI resolution G CMI TM A[CTZ K[ S[ 

GFGL ;F.hGF Picture GF\BMP DM8F Picture GL V5[1FFV[ VF GFGF Picture JW] ;FZF\ ZC[X[P 
!$P SMd%I]8ZDF\ CD B],TL GYLP DFZ[ X] \ SZJ] \ HM.V[ m 
v 0[:S8M5 5Z VF5JFDF\ VFJ[, SMd%I]8Z VF.SG 5Z VF.SG 5Z lS,S SZMP CD VF.SG 5Z 0A,lS,S 

SZMP HM T[D SZTF\ 56 G B],[ TM4 DFp;G[ CD VF.SG 5Z ,. H. HD6F\ A8GG[ l;\U, lS,S SZMP 5KL 
l,:8DF\ VF5JFDF\ VFJ[, VM5G l,:8 VM%XG 5Z lS,S SZJ]\ CH] 56 ;D:IF ZC[TL CMI TM 5KL T[G[ TDFZF 
SMd%I]8Z lX1FSG[ ATFJLG[ C, 5]KMP 

!5P SMd%I]8ZDF\ DVD B],TL GYLP TM DFZ[ X]\ SZJ] \ HM.V[ m 
v  SNFR TDFZF\ SMd%I]8ZDF\ DVD reader ;]lJWF p5,aWG 56 CMIP T5F;L H]VMP 
  



*/lXÙS TF,LD 5]l:TSF /                                                                                 /SMd%I]8Z V[.0[0 ,lG" \U SFI"S|D /* 
 

© HCL Infosystems Ltd. P a g e  | 126 
 
 

JFZ\JFZ 5]KJFDF\ VFJTF\ 5|`GM (FAQ)  
!P D[ V[S ;]\NZ lR+ NMI]" K[ VG[ DFZ[ T[G[ DFZF\ 0[:S8M5 5Z ;[8 SZJ] \ K[P S[JL ZLT[ SZL XSFI m 
v D[G]AFZGF OF., VM%XG 5Z lS,S SZLG[ TD[ lR+G[ A[SU|Fpg0 5Z D]SJF DF8[ 5;\N SZL XSM KMP  
ZP DFZL 5F;[GL S,Z 5[,[8DF \ B}AH VMKF\ S,Z K[P DG[ JWFZ[ S,Z S[JL ZLT[ D/L XS[ m 
v TD[ TDFZL S,Z 5[,[8 5Z 0A, lS,S SZL XSM4 TDG[ V[S lJg0M N[BFX[ H[DF\ JWFZ[ S,Z CX[P CJ[ TD[ TDG[ 

UDTF\ S,Z 5;\N SZL XSM KMP 
#P DFZ[ SMd%I]8ZG[ Switch-on sRF,]f S[JL ZLT[ SZJFG] \  m 
v l;:8D I]lG8 5Z V[S 5FJZvA8G VF5JFDF\ VFjI]\ K[P T[GM p5IMU SMd%I]8ZG[ RF,]vA\W SZJF DF8[ YFI K[P 
 
$P VRFGSYL 5FJZ HTM ZC[ TM T[GL X] \ V;Z YFI m 
v VFJ]\ tIFZ[ H AG[ HIFZ[ S[ 5FJZ S[A, VS:DFT[ K]8M 50L HFI4 VYJF TM lJH/LGF lJTZ6 jIJ:YF 

V[SNDYL A\W Y. HFIP 
v V6WFIF" X80FpGGL CF,TDF\ VM5Z[8L\U l;:8D lZ5M"8 SZX[ VG[ lZA]8L\UGL jIJ:YF SZX[P 
v VlC TD[ 'Save' GlC \ SZ[,M 0[8F HTM ZC[JFGL 5]ZL ;\EFJGF CMJFYL 0[8FG[ Save SZTF\ ZC[JFGL ;,FC 

VF5JFDF\ VFJ[ K[P  
5P RESET A8GGM X] \ p5IMU K[ m 
v AWLH SMd%I]8Z l;:8DGL H[D4 SM.56 VM5Z[Xg; 5|lS|IF RF,L ZCL CMI T[ TZTH T[DF \ lZA]8 X~ SZL N[ K[P 

T[DF\ 5Z 5FJZ jIJ:YFDF\ SM. U0A0q5]Go HM0F6 H[JL H V;Z HMJF D/[ K[P T[ H ;DI[ l;:8D lZA]84 H[ 
0[8Fv,M; Y. HJFGL XSITFVM ZC[,L CMI T[ 0[8Fv5|M;[l;\U YJF DF\0[ K[P HIF\ ;]WL OS GL V\NZ SM. 
5|SFZGF ;]WFZFvJWFZF SZJFDF\ G VFJ[ VYJF l;:8DDF\ CF0"J[ZGL E},GF SFZ6[ SM. V;Z G Y. CMI TM 
tIF\ ;]WL T[GM p5IMU SZJFGL H~Z GYLP SM. BF; SFZ6JUZ RESET A8GGM p5IMU G SZJFGL 
E,FD6 SZJFDF\ VFJ[ K[P 

&P l;:8D O[<IMZG[ 8F/JF DF8[ z[Q9 E,FD6M S. K[ m 
v l;:8DG[ ZHS6 ZlCT JFTFJZ6DF\ RMSBL CJFDF\ ZFBJLP 
v 5FJZ VMGqVMO JFZ\JFZ G SZJFDF \ VFJ[ T[G]\ wIFG ZFBJ]\P 
v SM.56 5|SFZGF XMSYL ARFJMP 
v TDFZL l;:8DG[ UPS GM p5IMU SZL 5FJZ ;%,F. ;FY[ HM0MP  
*P X]\ VF56[ CD DF\ lJ5], 5|DF6DF\ 0[8F V[S+ SZL XSLV[ m 
v GF4 CD DF\ YM0F\S H 5|DF6DF\ 0[8F V[S+ Y. XS[ K[P CD DF\ JW]DF \ JW] 700 MB storage Y. XS[ K[P 

HIFZ[ S V[S CF0" l0:SDF\ ;FDFgI56[ 80 GB YL ,.G[ 160 GB G]\ Storage Y. XS[ K[P VYJF TM TD[ 
5[Gv0=F.JDF\ 56 2GB H[8,]\ S[ T[YL JW] storge SZL XSM KMP 

(P SMd%I]8Z 5Z SFD SZTL JBT[ SIF D]NFVM wIFGDF \ ZFBJFGF CMI K[ m 

√ HIFZ[ TD[ Computer 5Z SFD SZTF\ CM tIFZ[ SM.56 HFTGL R]\ASLI J:T]VMqp5SZ6MGM p5IMU G SZJMP 

√ TDFZF\ SMd%I]8ZG[ :JrK VG[ ZH ZlCT ZFBMP 

√ HIFZ[ SMd%I]8ZGM p5IMU SZTF\ CM tIFZ[ BFJFv5LJFGL J:T]VMGM ;FJR[TL 5}J"S p5IMU SZMP 5F6L VG[ 
.,[S8=MGLS p5SZ6M ;FY[ ZCL XSTF\ GYLP  

√ TDFZF SMd%I]8ZG[ 0:8vO|L VG[ IMuI lGI\l+T TF5DFGJF/F JFTFJZ6DF\ ZFBMP  
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√ V[ HF6J]\ B]A H H~ZL K[ S[ TDFZF\ 5;"G, SMd%I]8ZGF EFU .,[S8=MlGS l0:RFH" (ESD) TZO B}AH 
;\J[NGXL, CMI K[P T[ :8[l8S .,[S8=L;L8L TZTH pEL SZL XS[ K[P H[ ZLT[ :J[8Z S[ DFYFGF JF/ VM/JFYL 
pt5gG YFI K[P T[ ZLT[P  

√ TDFZF lSvAM0"G[ C \D[XF :JrK ZFBMvT[G[ p,8FJL4 B\B[ZLG[ JFZ\JFZ ;FO SZM sT[DF\ 56 ;{FYL 5C[,F T[G[ 
l0;SG[S8 SZJ]\ HM.V[f VG[ 5KL T[G[ AZFAZ p,8v5,8 SZL ;FO SZJ]\ HM.V[ S[D S[ V[ H J:T]VM JWFZ[ 
BZFA YFI K[ H[GM TD[ JWFZ[ p5IMU SZM KMP  

)P C] \ ;MO8J[Z S[JL ZLT[ 0FpG,M0 SZL XS] \ m  
v 0FpG,M0GF A8GG[ lS,S SZMP tIFZAFN SMd%I]8Z 5ZGF IMuI OM<0ZDF\ T[ 0FpG,M0 SZ[,L OF.,G[ ;[J SZMP 

V[8,]\ wIFGDF\ ZFBJ]\ S[ VHF6L J[A;F.8 5ZYL S\. 0FpG,M0 G SZJFDF\ VFJ[P 0FpG,Ml0\U SZTF\ 5C[,F 
lX1FS ;FY[ RRF" SZL ,[JLP  

!_P C] \ DFZL CD-ROM GM bIF, S[JL ZLT[ ZFBL XS]\ m 
v CD-ROM G[ ZH4 E[H VG[ 3;ZSF\VMYL ARFJJL HM.V[P CD-ROM ;LW[v;LWL T0SFGF\ ;\5S"DF\ 

VFJJFYL 56 0[D[H Y. XS[ K[P CD G[ HIFZ[ 5S0M tIFZ[ T[GL WFZ VYJF TM JrR[ VF5JFDF\ VFJ[, SF6F\DF\ 
VF\U/L GF\BLG[ 5S0JLP  

!!P C] \ JM<I]DvSg8=M,G[ S[JL ZLT[ V[0H:8 SZL XS]\ m 
v JM<I]DG[ V[0H:8 VG[ S\8=M, SZJF DF8[o 
 v :5LSZDF\ VF5JFDF\ VFJ[, S\8=M,vGMAGM p5IMU SZJMP 

v SFIZ[S CD DF\ H in-built JM<I]D S\8=M, VF5JFDF\ VFjIF\ CMI K[P CD DF\H VF5JFDF\ VFJ[, 
JM<I]DvS\8=M,GL p5Z lS,S SZLG[ T[G[ V[0H:8 SZJFP  

!ZP lhl5 \U X]\ K[ VG[ C] \ DFZL OF.,G[ lh5 S[JL ZLT[ SZL XS]\ m 
v lhl5 \U V[8,[ TDFZL OF.<; VG[ OM<0;"G[ SMd5|[; SZJFGL V[S ZLT H[DF\ T[GL ;F>hG[ TD[ GFGL SZL XSM KM 

VG[ T[ ZLT[ T[GL C[ZvO[Z VF;FG AGL HFI K[P V[S OM<0Z VYJF OF.,G[ SM.56 lh5 ;]lJWF J0[ clh%0c SZL 
XSFI K[P  

!#P X]\ SM. JFIZ; OF.<; VG[ OM<0;"G[ 56 G]S;FG SZL XS[ m 
v V[S JF.Z; SM.56 .gO[S8[0 O,M5L l0:SYL CF0" l0:SDF\ OF., 8=Fg;OZ JBT[4 V[S .gO[S8[0 SMd%I]8ZYL 

VgI SMd%I]8ZDF\ VG[ .g8ZG[8 S[ .vD[., V[8[RD[g8; wJFZF 5|J[X D[/JL ,[ K[P TDFZ[ V[g8LvJF.Z; 
l08[S8 T[DH lS,G SZL XSFI VG[ .gO[S8[0 CF0" l0:SqO,M5L l0:SG[ ;FO ZFBL XSFI4 H[ JF.Z;G[ VFU/ 
5|;ZTF\ V8SFJL XS[P S[8,LS A|Fg0GF Vg8LJF.Z; ;MO8J[Z .g8ZG[8 p5ZYL DOTDF\ 0FpG,M0 SZL XSFI 
K[P S[8,FSG[ TD[ BZLNL 56 XSM KMP  

!$P DFZF \ 5|MH[S8 DF8[ C]\ SgG0 EFQFFDF\ S[JL ZLT[ ,BL XS]\ m 
v SgG0DF\ ,BL XSFI T[ DF8[ TDFZ[ V[S lJX[QF ;MO8J[ZGL VFJxISTF ZC[ K[4 H[D S[ Baraha 2000, i-leap 

or Nudi, H[4 HIFZ[ TDFZL l;:8D 5Z .g:8M, YX[4 TDG[ SgG0DF\ 8F.5 SZJF N[XMP T[VM lSvAM0" 
,[vVFp8 56 ;FY[ VF5[ K[P H[ TDG[ VF;FGLYL 8F.5 SZJF\ N[ K[PL TD[ X[ZvJ[VZ version sJh"Gf 56 
GF\BL XSM KM4 H[ .g8ZG[8 5Z p5,aW CMI K[P  

!5P .d5|[; sImpress) 5Z SFD SZTF\ X] \ 8[18 0MSI]D[g8 AGFJL XSFI m 
v CF4 VF56[ HIFZ[ .d5|[; 5Z SFI" SZTF\ CM.V[ tIFZ[ 56 8[18 0MSI]D[g8 AGFJL XSLV[ KLV[P VM5G VMlO; 

TDG[ D[G]AFZ 5Z VF5JFDF\ VFJ[, OF., VM%XG 5Z lS,S SZLG[ SM.56 5|SFZGL VM5G VMlO; T{IFZ 
SZJFGL K}8 VF5[ K[P  
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!&P C] \ DFZF 5|[hg8[XGDF \ DFZF S[D[ZFDF\YL l5SR;" S[JL ZLT[ HM0L XS] \ K]\ m 
v ;{F 5|YD TDFZ[ S[D[ZFDF\YL OM8FVM SMd%I]8ZDF\ l5SRZ OF.,DF\ :8MZ SZL ,MP VF l5SR;" HM l5|g8DF\ CMI TM 

sOM8F CMI TMf 5C[,F :S[GZGM p5IMU SZLG[ T[G[ :S[G SZLG[ SMd%I]8ZDF\ Save SZL ,MP V[S JFZ ,FU} 50TL 
OF.<; Sd%I]8Z 5Z VFJL HFI V[8,[ GLR[ VF5JFDF\ VFJ[,F 5U,F ,. TDFZF 5|[hg8[XGDF\ OM8FVMGM 
p5IMU SZMP D[G}vAFZ 5Z VF5JFDF\ VFJ[, c.g;8"c 5Z lS,S SZLG[ tIFZAFN l5SR;" 5Z lS,S SZMP TD[ 
HIF\ cl5SR;"c :8MZ SIF" CMI T[ c5FYc l;,[S8 SZM VG[ cVM5Gc 5Z lS,S SZL T[G[ :,F.0 5Z ,. H. XSM 
KMP 

!*P OF., VM%XGDF \ Close VG[ Exit VF5JFDF \ VFjIF \ CMI K[P T[ S[JL ZLT[ V,U 50[ K[ m  
v HIFZ[ TD[ Close VM%XG 5Z lS,S SZM KM tIFZ[ T[ V[S8LJ 0MSI]D[g8;G[ Close SZL N[ K[P HM TD[ Exit 

Option 5Z lS,S SZM KM tIFZ[ T[ AWF\H V[S8LJ 0MSI]D[g8;G[ Close SZL N[ K[ VG[ 5|JT"DFG SFI"ZT 
V[%,LS[XGDF\YL ACFZ VFJL HFI K[P  

!(P DF~\ VM5GvVMlO; ZF.8Z :S|LG SNDF \ GFG] \ N[BFI K[P X]\ C] \ T[GL ;F.h JWFZL XS]\ K]\ m 
v TD[ :S|LGGL GLR[ HD6L TZOGF B}6FDF \ VF5JFDF\ VFJ[, ;F.h :,F.0ZGM p5IMU SZL XSM KMP T[GF 5Z 

lS,S SZLG[ T[G[ 0=[U SZLG[ sB;[0LG[f HD6L TZO ,. H.G[ :S|LGGL ;F.h DM8L SZL XSM KMP  
!)P DFZF lD+GF SMd%I]8ZDF \ VM5G VMlO; ,M0 SZ[,L K[P C]\ DF+ VM5G VMlO; H XLbIM K] \P X]\ C] \ T[GF SMd%I]8Z 

5Z SFD SZL XS]\ m 
v CF4 RMSS; TD[ T[D SZL XSM KMP AgG[GL V[%,LS[XGDF\ ,UEU ;ZB]\ H CMI K[P SFI"G[ ;FZL ZLT[ SZJFGF\ 

VM%XG 56 AgG[DF \ ;ZBF\ CMI K[P TD[ VFtDlJ`JF;YL VM5G VMlO; 5Z SFI" SZL XSM KMP  
Z_P DFZ[ D[ SZ[,]\ SFI" UF\WLGUZ ZC[TF DFZF\ EF.G[ DMS,J]\ K[P T[GL 5F;[ VM5G VMlO; K[4 VG[ DF~ AW] \ H SFI" 

VM5G VMlO;DF \ K[P X]\ C]\ DF~ SFD VM5G VMlO;DF\ Save SZL XS]\ H[YL T[G[ T[ BM,JFDF \ SM. TS,LO G 
50[P  

v TD[ TDFZF 0MSI]D[g8G[ VM5G VMlO; OMD["8DF\ Save SZJFG]\ VM%XG l;,[S8 SZLG[ T[G[ Save lJg0MDF\ File 
Select SZL XSM KMP TD[ DF.S|M;MO8 2003-2007 OMD["8DF\ OF.,v8F.5 l;,[S8 SZL XSM KMP  
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Z!P ICT@School SFI"S|D V \TU"T XF/FDF \ S. ;FWG ;FDU|L VF5JFDF \ VFJ[, K[P  

v ICT@School SFI"S|D V\TU"T XF/FDF\ GLR[ D]HAGF ;FWGM VF5JFDF\ VFJ[, K[P 

S|D :5[XLOLS[XG ;FWG D[S v DM0, ;\bIF 
1 HCL Orbital Infiniti K 5075, AMD 

Phenom II X3 720 Processor, 2 GB 
DDR II RAM, 320 GB SATA II 
Hard Disk, DVD Writer, 18.5 “ 
LED Monitor, HCL Keyboard, 
HCL Mouse, Ubuntu Linux 
Preloaded, e Scan Anivirus, Dust 
Cover 

Compter HCL Orbital 
Infiniti K 
5075 

11 

2 Speakers Set (11 Sets) Speakers HCL 22 
3 42” LCD TV Splitter & External 

Power Stabilizer 
LCD TV LG 

42LD461C 
& AVI 
Solace 

1 Each 

4 80 Col. DOT Matrix Printer DMP Printer Epson LQ 
300+ II 

1 

5 KU Band dish antenna with Digital 
Set Top Box 

Dish Antenna Apex A-90 1 

6 600 VA Line interactive UPS UPS AVI Plus 
600 

11 

7 A4 Size flat bed Scanner with 1200 
DPI resolution 48  Bit Color depth, 
USB Connectivity 

Scanner Canon Lide 
100 

1 

8 16 Port Switch 10/100 MBPS with 
necessary CAT 6 UPT Cable and 
other accessories for structured 
LAN cabling & Proper Earthing 

Network 
Switch 

Digisol 
FS1016D 

1 

9 Table for Computers Table Moderna 
Compacta 
230 

13 

10 Plastic Moulded Chairs without 
arm rest 

Chair Moderna CH 
70 

30 

11 Necessary Electrification in the 
room for Computer Lab 

Electrification, 
Networking 

Havells  & 
Crabtree 

As per 
requirem
ent 

12 Internet Broadband  BSNL 
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DOs & DONT's 
SZJ]\ s DOs  f G SZJ] \ s DONTs  f 

∗ D[.G :JLR RF,] SZTF \ 5C[,F\ DMGL8Z4 l;:8D I]lG8 

VG[ l5|g8ZGL :JLR A \W SZJLP 
∗ TDFZF\ SMd%I]8ZG[ ; \5}6" X8v0FpG SIF" 5C[,F 

SIFZ[I l:JRvVMO G SZJLP  
∗ SMd%I]8ZG[ :JLRvVMO SZJF\ DF8[ 8F:Sv5[G 5Z 

VF5JFDF \ VFJ[, ACTION A8GGM p5IMU SZLG[ 

,MUvVFp8 l;,[S8 SZMP 

∗ HIFZ[ SMd%I]8Z VMG CMI tIFZ[ SLvAM0"4 DFp; 

DMlG8Z4 l5|g8Z S[ VgI SM. 5[ZLO[Z<;G[ 

l0:SG[S8 SZXM GCLP 

∗ l;:8DG[ l:JRL\UvVMO SZTF\ 5C[,F CDs, VgI 

ZLD}J[A, p5SZ6M l0JF.;DF\YL SF-L ,[JFP 

∗ B]<,FJLHvJFIZMqS[A<;G[ V0SXM GCL \P  

∗ SMd%I]8ZG[ :JLRvVMG SZTF\ 5C[,F AWF \H 5[ZLO[Z<; 

H[JF\ S[ l5|g8Z4 DMlG8Z4 :S[GZ4 :5LS;"4 V[18G", 

DM0[D S[ VgI T[JF\ SM. p5SZ6 CMI TM T[G[ SG[S8 

SZLG[ 5KLH l;:8DG[ RF,] SZJLP 

∗ BFJF\v5LJFGL J:T]VMG[ SMd%I]8ZGL GHLS 

,FJXM GCLP 

∗ CDs G[ SJZDF \H ZFBJL VG[ T[G[ ;EF\/5}J"S 

ZFBJLP 

∗ CDs :S[|R G SZJL T[DH T[G[ SJZ JUZ 

ZFBXM GCLP  

∗ TDFZL CDs G[ IMuI VG[ E[HZlCT JFTFJZ6DF\ 

ZFBMP 

∗ TDFZL CDs G[ B]<,L HuIFDF\ ZFBXM GCL\P  

∗ TDFZF\ SLvAM0"4 DMGL8Z4 DFp;4 :5LSZ4 l5|g8Z VG[ 

:S[GZG[ :JrK ZFBMP T[G[ ,]KJF DF8[ SMZF VG[ ;FO 

S50F \GM p5IMU SZMP  

∗ SMd%I]8Z S[ T[GF \ SM.56 EFUG[ SM. 56 

5|SFZGF Z;FIl6S N=jI4 5Ml,X S[ S,L\;Z J0[ 

;FO G SZMP  

∗ TDFZF\ SLvAM0"4 DMGL8Z4 DFp;4 :5LSZ4 l5|g8Z VG[ 

:S[GZG[ 0:8vO|L ZFBJF\ DF8[ 0:8 SJZGM p5IMU SZMP 

∗ SMd%I]8Z HIFZ[ 0:8 SJZ J0[ -\SFI[,]\ CMI tIFZ[ 

T[G[ RF,] SZXM GCL \P 

∗ TDFZF\ SMd%I]8Z VG[ T[GF VgI 5[ZLO[Z<;G[ VgI+ 

B;[0TF\ 5C[,F l;:8DG[ X8v0FpG VG[ :JLR VMO 

SZJFG]\ E},XM GCL\P 

∗ HIFZ[ :JLR VMG CMI SMd%I]8Z VG[ T[GF VgI 

5[ZLO[Z<;G[ B;[0XM GCL \P 

∗ SLvAM0" 5Z VF5,L SL G[ C/J[YL NAFJLG[ T[GM 

p5IMU SZJMP 

∗ SLvAM0"GL SLG[ AC] HMZYL G NAFJMP 

∗ 0A, lS,S D[/JJF DF8[ C \D[XF ;TT lS,S SZTF \ 

ZC[J]\ 

∗ 0A, lS,S D[/JJF DF8[ AC] JWFZ[ HMZYL S[ 

AC] C/J[YL lS,S G SZJ]\P  

 




