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5-1 ifjp;

oMZ izkslsflax dk ,d lkekU; dk;Z vkils ;k vkids O;olk; vFkok O;kikj ls tqM+s
fofHkUu yksxksa vFkok laLFkkvksa dks le; le; ij Hksth tkus okyh i=k lkexzh (esfyax)
dk fuekZ.k djuk gSA oMZ esa miyC/ esfyax lqfoèkk vkids ,sMªsl MkVk dks laxfBr djus]
bls fdlh nLrkost esa 'kkfey djus vkSj bldks vkidh bPNkuqlkj Lo:i esa fçaV vkmV
fudkyus esa vkidh lgk;rk dj ldrh gSA oMZ dh esy etZ lqfoèkk ds eq[; mi;ksx
fuEu çdkj gSa%

vki ukeksa vkSj irksa dh ,d lwph dks fdlh ,d i=k esa etZ (feyk) dj ldrs gSa
ftls fofHkUu yksxksa dks muds ukeksa vkSj irksa ij Hkstk tk ldrk gSA

vki blesa Jsf.k;ka cuk ldrs gSa] blesa vyx&vyx izdkj ds lwpuk iQhYM okys
,dy i=k vFkok yscy Hkh cuk ldrs gSaA

vki blesa etZ fd, x, nLrkost tSls Mk;jsDVªh lwfp;ka] buokWbl (invoice), fçaV
,Mªsl lwfp;ka Hkh cuk ldrs gSa ;k fyiQkiQksa (envelopes) rFkk esfyax yscyksa ij irksa
dks fçaV dj ldrs gSaA

5-2 mís';

bl ikB dk vè;;u djus ds i'pkr vki %

iQkeZ ysVj] esfyax yscy] ,uoyi vkfn cuk ldsaxs_

,sMsªl MkVk dks O;ofLFkr djds bls fdlh lkekU; nLrkost esa etZ dj ldrs gSa vkSj
bl izfØ;k ls rS;kj O;fDrxr nLrkostksa dks fçaV dj ldsaxs_

fdlh esy etZ dks vko';drkuqlkj :i ns (customize) dj ldsaxsA
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5-3 esy etZ esa nLrkostksa ds çdkj

esy etZ esa rhu çdkj ds nLrkostksa dh vko';drk gksrh gS%

(d) eq[; nLrkost% esy etZ dh çfØ;k esa] O;fDrxr nLrkost (tSls fd LVSaMMZ
ysVj] ;k fyiQkiQk (,uoyi)] ;k esfyax yscy) dks eq[; nLrkost ds #i esa
tkuk tkrk gSA ;s os nLrkost gksrs gSa ftuds lekfo"V ikB rFkk xzkfiQDl eTMZ
nLrkost ds lHkh :iksa esa leku jgrk gSA mnkgj.k ds fy, okilh dk irk vkSj
iQkeZ ysVj dh fo"k;oLrqA

([k) MkVk lzksr% MkVk lzksr og iQkby gksrh gS ftlesa uke vkSj irksa ;k vU; çdkj dh
og tkudkjh gksrh gS  tks esy etZ fd, x, nLrkost ds çR;sd laLdj.k esa fHkUu
gksrh gSA mnkgj.k ds fy, fdlh iQkeZ ysVj ds fy, uke vkSj irksa dh ,d lwph
ftls vki lwphc¼ xzkgdksa vFkok vU; yksxksa dks Hkstuk pkgrs gSaA

(x) etZ nLrkost% tc vki eq[; nLrkosT+k dks MkVk lzksr ds lkFk etZ djrs gSa rks
eTMZ nLrkost uked rhljs nLrkost dk fuekZ.k gksrk gSA etZ fd, x, nLrkosT+k
dks LØhu ds lkFk etZ fd;k tk ldrk gS rkfd irs ds lkFk i=kksa dks ns[kk tk
lds ;k i=k ij irk fçaV djus vkSj ,uoyi ;k yscyksa ij irk fçaV djus ds fy,
mUgsa lhèks fçaVj ij Hkstk tk lds gS ;k mUgsa fdlh vU; iQkby ds :i esa lso
fd;k tk lds rkfd mls ckn esa fçafVax ds fy, mi;ksx fd;k tk ldsA MkVk lzksr
ls eq[; nLrkosT+k esa MkVk ;k tkudkjh Mkyus ls etZ nLrkosT+k dk fuekZ.k gksrk gSA
mnkgj.k ds fy,] i=k nLrkosT+k esa etZ iQhYM «'kgj» («city») balVZ djsa rkfd
oMZ 'kgj dk uke tSls fd ^^ubZ fnYyh** (“New Delhi”) lfEefyr dj lds
tks flVh MkVk iQhYM esa laxzfgr gSA

oMZ 2007 esa esy etZ ;k esfyax lqfoèkk eq[; VSc ckj ij miyCèk gksrh gSA esfyax
lqfoèkk,¡ vkSj VwYl] ftlesa lcVkLd tSls fd fufeZr djsa (fØ,V)] esy etZ çkjaHk
djsa (LVkVZ esy etZ)] iQhYM~l fy[ksa vkSj balVZ djsa (jkbV ,aM balVZ iQhYM~t)]
ifj.kkeksa dks fçO;w djsa (fçO;w fjtYV~l) vkSj fiQfu'k vkSj etZ 'kkfey gSa] dks
lfØ; djus ds fy, eq[; VSc ckj ij ^esfyax* VSc ij fDyd djsaA

fp=k 5-1

5-4 esy etZ fotkMZ

esy etZ fotkMZ esy etZ çfØ;k ds nkSjku vkidh lgk;rk djrk gSA blesa eq[; nLrkost
dks cukuk ,oa buesa lq/kj djuk (l`tu vkSj laiknu)] fdlh ubZ MkVk iQkby dk l`tu]
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fdlh ekStwnk MkVk iQkby dks [kksyuk_ vkSj eq[; nLrkost ds lkFk MkVk iQhYM dks etZ
djuk 'kkfey gksrk gSA esy etZ fotkMZ dks ç;ksx djus ds fy, eq[; VSc ckj ls esfyax
→→→→→ LVkVZ esy etZ (esy etZ fotkMZ vkjaHk djsa) dk p;u djsaA vkSj fiQj lcVkLd
ckj ij LVsi&ckbZ&LVsi esy etZ fotkMZ fodYi dk p;u djsaA

fp=k- 5-2

esy etZ fotkMZ esU;w LØhu ij çnf'kZr gks tk,xkA ;g vuqdwfyr pj.kksa (customized

step) }kjk esy etZ nLrkostksa dks l`ftr djus esa vkidh lgk;rk djsxkA esy etZ
nLrkost ds l`tu ds fy, bl fotkMZ esa 6 pj.k gksrs gSaA

fp=k- 5-3

5-4-1 nLrkost ds çdkj dk p;u

bl [kaM esa vki lh[ksaxs fd esy etZ fot+kMZ dk ç;ksx djds vki fdl çdkj ,d eq[;
nLrkost dk p;u dj ldrs gSaA esy etZ nLrkost dks cukus dk igyk dne nLrkost
ds çdkj dk p;u djuk gSA bl fodYi dk mi;ksx djds vki eq[; nLrkost ds çdkj
dk p;u dj ldrs gSa tSls fd ysVlZ] bZ&esy lans'k] fyiQkiQs] yscy] Mk;jsDVªh vkfnA
izk;% lokZf/d :i ls ekud nLrkost çdkj ds :i esa i=k dk ç;ksx fd;k tkrk gSA
gkyk¡fd] ;g esfyax yscy] fyiQkiQk  vkfn Hkh gks ldrs gSaA cnyus okyh (orZeku)
frfFk ds lkFk lkekU; ysVj cukus ds fy, fuEu pj.kksa dk vuqikyu djsa%

tc vki ysVj çdkj dk p;u djrs gSa rks vki fdlh O;fDrxr ysVj ds lkFk O;fDr;ksa
ds ,d lewg dks ;g ysVj Hkst ldrs gSa ftls fofHkUu irksa okys ml lewg esa fofHkUu
yksxksa }kjk çkIr fd;k tkrk gSA
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fp=k- 5-4

flysDV MkWD;wesaV Vkbi ckWDl esa fn, x, fodYiksa esa ls ysVj (Letter) dk p;u djsa vkSj
vxys pj.k ij tkus ds fy, fotkMZ Mk;ykWx ckWDl ds lcls uhps fLFkr ¶usDLV% LVkfV±x
MkWD;qesaV¸ ij fDyd djsaA

5-4-2 izkjafHkd (LVkfV±x) nLrkost dk p;u djuk

1- bl çfØ;k esa nwljk pj.k ysVj fodYi ds varxZr izkjafHkd (LVkfV±x) nLrkost dk
p;u djuk gSA blesa rhu fodYi miyCèk gksrs gSaA

orZeku nLrkost dk ç;ksx djsa% bldk iz;ksx çnf'kZr gks jgs orZeku nLrkost dk
ç;ksx djus vkSj çkIrdrkZvksa ds irs vkSj lwpuk dks 'kkfey djus fy, fd;k tkrk
gSA ;g rc mi;ksxh gksrk gS tc vkids ikl igys ls gh bl mís'; ds fy, ysVj
MªkÝV ekStwn gks vkSj vki dsoy blesa ysVj ds çkIrdrkZvksa ds irs tksM+uk pkgrs gksaA

fp=k 5-5

VsEiysV ls vkjaHk djsa% blh rjg ;fn vkids ikl ç;ksx djus ds fy, dksbZ MªkÝV
ysVj ugha gS rks vki oMZ 2007 esa igys ls miyCèk ç;ksx ds fy, rS;kj esy etZ
VsEiysV dk p;u dj ldrs gSaA bu VsEiysVksa dks viuh vko';drkuqlkj vuqdwfyr
fd;k tk ldrk gSA
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fp=k-5-6

orZeku nLrkost ls vkjaHk djsa% ;fn vkids ikl igys ls gh dksbZ nLrkost ekStwn
gS rks vki bl ekStwnk esy etZ nLrkost dk p;u dj ldrs gSa vkSj ysVj (i=k)
rFkk@vFkok çkIrdrkZvksa dh fo"k;oLrq esa vko';d cnyko dj ldrs gSaA

vkb, ¶LVkVZ izQkWe , VsEIysV¸ dk p;u djsa vkSj fdlh [kkyh (Blank) nLrkost
dk p;u djsaA tc vki bl fodYi dk p;u djrs gSa rks dksbZ VsEiysV p;fur djus
ds fy, esy etZ fotkMZ fuEu lc esU;w fodYi çnf'kZr djsxkA ;gka vki viuh
vko';drkuqlkj fofHkUu VsEiysVsa dks p;fur dj ldrs gSa ;k vki viuk Lo;a dk
vuqdwfyr ysVj cukus ds fy, fdlh [kkyh nLrkost dk p;u dj ldrs gSaA viuk
Lo;a dk vuqdwfyr ysVj cukus ds fy, ¶CySad MkWD;wesaV¸ dk p;u djsaA

2- esy etZ iQhYMksa }kjk ckn esa irksa dks çfo"V djus gsrq dqN [kkyh txg NksM+sa (,aVj
dqath nckdj yxHkx 6 ;k 7 ykbusa)A bl LFkku esa dqN Hkh u fy[ksaA bl ;wfuV esa
ge tkusaxs fd dSls ckn esa MkVk iQhYMksa }kjk MkVk lzksr ls irksa dks çfo"V fd;k tkrk
gSA vki ysVj ds fdlh Hkh Hkkx esa iQhYMksa dks Hkh çfo"V dj ldrs gSaA fuEu fp=k
us'kuy baLVhV~;wV vkWiQ vksiu Ldwfyax }kjk çLrqr MhvkbZVh dk;ZØe gsrq lHkh
fo|kfFkZ;ksa dks Hksts tkus okys i=k ds fy, l`ftr fd, x, iQkWeZ ysVj (izk:i i=k)
ds ,d mnkgj.k dks n'kkZrk gSA geus fo|kfFkZ;ksa ds uke] irs iQhYMksa dks çfo"V djus
gsrq frfFk (Date) ds uhps dqN [kkyh txg NksM+ nh gSA ^;ksj ,ujksyesaV uacj bt*
ij ukekadu la[;k iQhYM dks fjDr NksM+k tk ldrk gS rkfd MkVk lzksr ds rS;kj gksus
ij ckn esa bls çfo"V fd;k tk ldsA

ysVj dh fo"k;oLrq dks bl çdkj Vkbi djsaA

14 October 2001

To

Dear Student,

We are happy to inform you that you have been admitted for the Diploma in Information

Technology offered by National Institute of Open Schooling. Your enrolment number is.,

Quote this number for all your correspondence with the School or writing assignments or

writing terminal examinations.

With best wishes,

Director (Admissions)

National Institute of Open Schooling

New Delhi

fp=k 5-7

vius nLrkost dks lso djsaA
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5-4-3 MkVk lzksr l`ftr djuk

esy etZ fotkMZ esa rhljk pj.k mu çkIrdrkZvksa vFkok irksa dh lwph dk p;u djuk
gS ftUgsa MªkÝV fd;k x;k i=k Hkstk tkuk gSA

;fn vkids ikl orZeku esa dksbZ MkVkcsl lwpuk ugha gS rks vkidks vo'; gh lwpuk dh
iQhYM okys vius Lo;a ds MkVk lzksr l̀ftr djus pkfg, rkfd mUgsa ysVj ;k fdlh vU;
eq[; nLrkost esa çfo"V fd;k tk ldsA mnkgj.k ds fy,] vkids }kjk igys cuk, x,
fdlh esy etZ ysVj esa MkVk lzksr ds #i esa fo|kfFkZ;ksa dh irk&lwph esa fuEu iQhYMksa dks
çfo"V djus dh t:jr iM+ ldrh gS% uke] irk 1] irk 2] 'kgj] jkT; vkSj fiu dksMA

fp=k 5-8

bl ikB esa] vki tkusaxs fd dSls oMZ Vscy (rkfydk) vFkok vkidh bEiksVZ dh xbZ
,Dlsy odZ'khV ç;ksx djrs gq, esy etZ fotkMZ dk mi;ksx dj MkVk lzksr cuk; tk
ldrk gSA

(d) esy etZ gsYij dk mi;ksx djds MkVk lzksr cukuk

vki ekbØkslkWÝV oMZ] ,Dlsy ;k ,Dlsl MkVkcsl MkVk lzksr cukus ds fy, esy etZ
fotkMZ dk mi;ksx dj ldrs gSaA

esy etZ fotkMZ dk mi;ksx djrs gq, MkVk lzksr cukus ds fy, fuEu pj.kksa dk ikyu
djsa% ;fn vkids ikl vHkh rd dksbZ cuk;k x;k eq[; nLrkost ugha gS rks dksbZ u;k
[kkyh nLrkost [kksysa ;k viuk ekST+kwnk eq[; nLrkost [kksysaA

fp=k 5-9
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1- esy etZ fotkMZ ds pj.k 3 esa ¶çkIrdrkZvksa dk p;u djsa (lsySDV jslhfi,V~al)¸
Mk;ykWx ckWDl ls ¶,d ubZ lwph fy[ksa (Vkbi , U;w fyLV)¸ p;u djsa vkSj
fiQj ¶l`ftr djsa (fØ,V)¸ fodYi dk p;u djsaA

2- MkVk ds ,d u, lSV tSlsfd 'kh"kZd] çFke uke] vafre uke] daiuh dk uke] vkSj
irk ykbu 1 vkSj blh rjg vkSj cgqr dqN] ds lkFk lwph rS;kj djus fy, ,d
Mk;ykWx ckWDl çnf'kZr gksrk gSA

3- çnf'kZr ^U;w ,sMªsl fyLV* Mk;ykWx ckWDl esa lhèks viuh vko';drkuqlkj lacafèkr
iQhYMksa ls MkVk dks çfo"V djuk vkjaHk dj ldrs gSaA

4- ;fn vki viuh ubZ ,sMªsl fyLV esa vko';drkuqlkj fdlh vU; iQhYM dks fudkyus
vFkok tksM+us ds fy, iQhYM LraHkksa dks vuqdwfyr djuk pkgrs gSa rks ^U;w ,sMªsl
fyLV* Mk;ykWx ckWDl esa uhps nkb± vksj fLFkr dLVekbT+k cVu ij fDyd djsaA

fp=k 5-10

5- ;g miyCèk MkVk iQhYMksa dh ,d lwph dks çnf'kZr djsxk ftlesa vuqdwfyr MkVk
iQhYM tksM+s tk ldrs gSa] lwph esa ekStwn MkVk iQhYMksa dks feVk;k tk ldrk gS vFkok
mUgsa iqu% ukfer fd;k tk ldrk gSA ,d ckj iwjk gks tkus ij ¶vksdş  cVu fDyd
djsaA

6- tc vki ubZ irk lwph ds fy, vko';d MkVk iQhYM ds fuèkkZj.k dk;Z dks iw.kZ dj
ysa rc vksds ij fDyd djsaA vc lso ,sT+k Mk;ykWx ckWDl çnf'kZr gksrk gSA

7- ml iQksYMj dks [kkstsa ftlesa vki MkVk lzksr dks lso djuk pkgrs gSa] iQkby dk uke
fy[ksa] vkSj fiQj lso ,sT+k Mk;ykWx ckWDl esa lso ,sT+k ij fDyd djsaA .mdb
(ekbØkslkWÝV MkVkcsl) foLrkj.k (extension) uke ds lkFk iQkby lso gks tk,xhA

(c) orZeku MkVk fjdkWM~lZ dks laikfnr djsa

MkVk lzksr iQkby esa orZeku MkVk fjdkMZ dks laikfnr djus ds fy, fuEu pj.kksa dk ikyu
djsa%

1- MkVk lzksr iQkby [kksysa vkSj fiQj esy etZ fotkMZ ds pj.k & 3 esa çnf'kZr ^lsysDV
jslhfi,aV~l* Mk;ykWx ckWDl esa ls ;wt ,u ,fDtfLVax fyLV fodYi dk p;u djsaA
LØhu ij Vwy ckj çnf'kZr gksxkA
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2- lsysDV MkVk lkslZ Mk;ykWx ckWDl ds çn'kZu ds fy, czkmt fodYi ij fDyd
djsaA vc ml iQksYMj dks [kkstsa ftlesa vkius MkVk iQkby] ftls vki ç;ksx djuk
pkgrs gSa] dks laxzfgr fd;k Fkk vkSj fiQj MkVk iQkby ij igqapus ds fy, vksiu ij
fDyd djsaA

3- vki vyx&vyx çdkj dh MkVk iQkby iQkWeZsV~l dks [kksy ldrs gSa tSls ,Dlsl
MkVkcsl] ,Dlsy iQkbysa] oMZ iQkby] fjp VsDLV iQkWeZsV vkfnA

fp=k 5-11

4- ,d ckj MkVk iQkby dk p;u djus ds ckn] p;fur MkVk iQkby ds çdkj ds
vkèkkj ij esyetZ] MkVk iQhYM vkSj MkVk fjdkWMZ ds chp dSls igpku dh tk,] dks
ifjHkkf"kr djus ds ckjs esa iwNsxkA

5- ,d ckj blds iw.kZ gks tkus ij] MkVk iQkby esy etZ esa yksM gks tk,xh vkSj vc
vki viuh vko';drkuqlkj lwph dks laikfnr djus gsrq l{ke gksus ds fy, ^,fMV
jslhfi,aV fyLV* ij fDyd dj ldrs gSaA

6- MkVk fjdkWMZ] ftUgsa vki ifjofrZr djuk pkgrs gSa] dks [kkstus ds fy, ,sjks dqath
fDyd djsa vFkok fjdkWMZ la[;k fy[k djds ;k lpZ ij fDyd djds ifjorZu djus
gsrq bfPNr lkexzh ij tk,¡ vkSj fiQj ml lwpuk ds fy, [kkstsa ftlesa fjdkMZ 'kkfey
gksaA

7- mu fjdkMks± dks laikfnr (Edit) djsa ftUgsa vki cnyuk rFkk cnykoksa dks lso djuk
pkgrs gSA

(x) oMZ rkfydk dk ç;ksx dj MkVk lzksr cukuk

oSls rks esy etZ fotkMZ vkids uke] irs vkSj vU; MkVk vkèkkfjr oMZ rkfydk dks
LVsi&ckbZ&LVsi lSV djds vkidh lgk;rk djsxkA fiQj Hkh esy etZ fotkMZ dk ykHk
mBkus ds fy, vki oMZ rkfydk esa lhèks uke vkSj MkVk iQhYMksa dks çfo"V djds dksbZ
MkVk lzksr Hkh cuk ldrs gSaA ,slk djus ds fy, fuEu pj.kksa dks iw.kZ djsa%

1- eq[; VSc ckj ij balVZ VSc →→→→→ Vscy dk p;u djds rkfydk çfo"V djsa vkSj uhps
fn, x, vuqlkj rkfydk l`ftr djsaA

2- rkfydk dh 'kh"kZ iafDr ij MkVk iQhYMksa ds uke fy[ksaA vxyh iafDr ls MkVk fjdkWMZ
fy[kuk vkjaHk djsaA
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3- tc vki lHkh MkVk fjdkWMks± dh çfof"V iw.kZ dj ysa] rc rkfydk dks oMZ nLrkost
ds #i esa lso djsaA vkidk MkVk lzksr nLrkost rS;kj gSA

Enrol No Name Add 1 Add 2 City State PIN

01785679 Ram 13, 7th Vijaya Bangalore Karnataka 560040
Main Road Nagar

01785680 Lakshmi Rampur Shadipur Chittoor Andhra 571131
(Vill). (Post) (Dist) Pradesh

01785681 Renu 85A Pocket-K Sheikh New Delhi 110030
Sarai-II

01785682 Khan 76 Main Vidya Lucknow Uttar

Road Nagar Pradesh

(?k)  MkVk lzksr cukus ds fy, ,Dlsy odZ'khV dk mi;ksx djuk

vki MkVk lzksr cukuss ds fy, ,Dlsy çksxzke dk Hkh mi;ksx dj ldrs gSaA ,slk djus ds
fy, fuEu pj.k viuk,¡%

1- ,Dlsy çksxzke pkyw djsaA odZ'khV [kksysaA

2- odZ'khV dh 'kh"kZ iafDr ij MkVk iQhYMksa ds uke fy[ksaA nwljh iafDr ls MkVk fjdkMZ
fy[kuk vkjaHk djsaA

3- tc vki lHkh MkVk fjdkMks± dh çfof"V iw.kZ dj ysa rks odZ'khV dks lso djsaA

4- vkids }kjk odZ'khV esa fy[ks x, MkVk iQhYM ukeksa vkSj MkVk fjdkM~lZ dk p;u djsa
vkSj LVSaMMZ Vwyckj ij dkWih cVu ij fDyd djsaA iQkby dks can djsa vkSj ,Dlsy
çksxzke ls ckgj fudy tk,¡A

5- oMZ çksxzke [kksysaA u;k nLrkost [kksysa vkSj isLV cVu ij fDyd djsaA MkVk oMZ
nLrkost esa rkfydk ds #i esa dkWih gks tk,xkA nLrkost dks lso djsaA vkidk MkVk
lzksr nLrkost rS;kj gSA

5-4-4 nLrkostksa dks etZ djuk

,d ckj tc vki viuk eq[; nLrkost vkSj MkVk lzksr nLrkost cuk ysa rks esy etZ esa
vxys nks pj.k eq[; nLrkost esa etZ iQhYM dks çfo"V djuk vkSj fiQj eq[; nLrkost
esa MkVk dks etZ djuk gSA

eq[; nLrkost esa iQhYMksa dks etZ djus ds fy, vkidks eq[; nLrkost esa dqN laiknu
djus dh vko';drk iM+ ldrh gSA ,slk djus ds fy, esy etZ fotkMZ ds pj.k 4 esa
crk, vuqlkj bu pj.kksa dks viuk,¡%

1- vius ysVj ds ml LFkku ij fDyd djsa tgka vki irs dks çnf'kZr djuk pkgrs gSa
vkSj fiQj_
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2- esy etZ fotkMZ ds pj.k 4 esa çnf'kZr Mk;ykWx ckWDl ij ,Mªsl cqd fodYi dk
p;u djsaA esy etZ fotkMZ] balVZ ,sMªsl CykWd Mk;ykWx ckWDl çnf'kZr djrk gSA

fp=k 5-12

3- balVZ ,Mªsl CykWd dk ç;ksx djrs gq, vki eq[; ysVj esa çfo"V fd, tkus okys irk
iQhYM dk O;fDrxr #i ls p;u dj ldrs gSaA

fp=k 5-13

4- eq[; nLrkost iw.kZ djus vkSj lHkh etZ iQhYMksa dks çfo"V djus ds ckn lso ,sT+k
fodYi dk p;u djus ds fy, vkWfiQl cVu ij fDyd djsaA vc oMZ 2007
nLrkost ds #i esa iQkby dks lso djus ds fy, ¶oMZ nLrkost¸ dk p;u djsa ;k
laxr nLrkost oMZ 97 ;k 2003 ds #i esa lgstus ds fy, ¶oMZ 97&2003 nLrkost¸
dk p;u djsaA nLrkost dk uke Mkysa vkSj lso ij fDyd djsaA vc vkidk eq[;
nLrkost etZ nLrkost (Merge Document) ds #i esa dk;Z djsxkA

5-4-5 eq[; nLrkost esa MkVk etZ djuk

eq[; nLrkost esa MkVk etZ djuk esy etZ fotkMZ dk vafre pj.k gSA etZ nLrkost dks
can djus vkSj ysVj dks fçaV djus ls igys irk MkVk ds lkFk eq[; ysVj ds fçO;w
(Preview) dks çnf'kZr djus ds fy, << ;k >> (<<or>>) cVu ij fDyd djsaA
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fp=k 5-14

,d ckj iw.kZ gksus ij etZ çfØ;k iw.kZ djus ds fy, Mk;ykWx ckWDl ij ¶usDLV% dEIyhV
n eT+kZ̧  fodYi ij fDyd djsaA

fp=k 5-15

5-5 irk lwph dks etZ djds esfyax yscyksa dks rS;kj djuk

;fn vki igys crk, x, vuqlkj dksbZ MkVk lzksr (tSlsfd irk lwph) igys gh rS;kj dj
pqds gSa] rc bl irk lwph dks vius eq[; nLrkost ds lkFk etZ djuk vfèkd vklku
gks tk,xk] ftldk mi;ksx esfyax yscyksa ds :i esa fd;k tk ldrk gSA

1- eq[; nLrkost rS;kj djuk% LVSaMMZ Vwyckj ij U;w (New) ij fDyd djsaA mlds
ckn eq[; VSc ckj ij esfyaXl → → → → → LVkVZ esy etZ lc&VkLd ij fDyd djsaA
lc&VkLd LVkVZ esy etZ ds varxZr yscyksa dk p;u djsaA ekbØkslkWÝV oMZ ij
yscy vkWI'kUl Mk;ykWx ckWDl fn[kkbZ nsxkA

2- yscy vkWI'kUl Mk;ykWx ckWDl esa] vki ftu fçaVj vkSj yscyksa dk mi;ksx djuk
pkgrs gSa mudk p;u djsa vkSj fiQj vksds ij fDyd djsaA (vki ftu yscyksa dk
mi;ksx djuk pkgrs gSa] oks ;fn çksMDV uEcj ckWDl esa lwphc¼ ugha gSa] rks vki
vius dLVe yscy cuk ldrs gSa)A t:jr ds vuqlkj vuqdwfyr (customized)
yscy cukus ds fy, U;w yscy cVu ij fDyd djsaA
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fp=k 5-16

3- MkVk lzksr [kksysa% vkids vius mi;ksx ds fy, yscy ds çdkj vkSj çk:i (iQkWeZsV)
p;u dk dke iwjk djus ds ckn] ml MkVk lzksr dk p;u djuk gksrk gS] tgk¡ ls
vki yscy esa tksM+us ds fy, MkVk çkIr djsaxsA esu VSc ckj esa] esfyaXl VSc ds rgr]
(lsysDV jslhis,aV~l) ij fDyd djsa vkSj fiQj vki ^Vkbi U;w fyLV ;k ;wt
,fXT+kfLVax fyLV dk p;u] mi;ksx djus dh t:jr ds vuqlkj djsa vU;Fkk
vki ¶lsysDV izQkWe vkmVyqd dkWUVSDV~l¸ ij fDyd dj ldrs gSA

4-  ¶lsysDV MkVklkslZ¸ Mk;ykWx ckWDl çnf'kZr djus ds fy, ;wT+k ,fXT+kfLVax fyLV
dk p;u djsaA ml txg czkmt djsa tgka vkius viuk MkVk lzksr (irk lwph) rS;kj
fd;k gS vkSj mlds ckn vksiu cVu ij fDyd djsaA

5- vki fofHkUu çdkj ds MkVk iQkby iQkeZsV [kksy ldrs gSa tSlsfd ,Dlsl MkVkcsl]
,Dlsy iQkby] oMZ iQkby] fjp VsDLV iQkWeZsV bR;kfnA

fp=k 5-17

6- MkVk iQkby dk p;u fd, tkus ds ckn] p;u fd, x, MkVk iQkby ds çdkj ds
vkèkkj ij] esy etZ vkils MkVk iQhYMksa rFkk MkVk fjdkWMZ ds chp varj iwNsxkA

7- ;g dk;Z iwjk fd, tkus ij] MkVk iQkby esy etZ esa yksM gks tk,xh vkSj vc vki
viuh t:jr ds vuqlkj lwph dk lEiknu djus ds fy, LVkVZ esy etZ lc&VkLd
ds varxZr ^,fMV jslhfi,aV fyLV*  ij fDyd dj ldrs gSaA

8- vki ftl MkVk fjdkWMZ dks cnyuk pkgrs gSa mls [kkstus ds fy,] ,sjks dqath ij
fDyd djsa ;k fjdkWMZ uEcj Vkbi djds ml fjdkWMZ uEcj ij tk,¡ ftldh fo"k;
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oLrq vki cnyuk pkgrs gSa_ ;k ̂ iQkbaM* ij fDyd djsa vkSj rc fjdkMZ esa j[kh xbZ
lwpuk dh [kkst djsaA

9- vki ftu fjdkWMksa dks cnyuk pkgrs gSa mudk lEiknu (Editing) djsa vkSj cnyko
dks lso djsaA

10- esfyaXl →→→→→ jkbV ,aM balVZ iQhYM~l lc&VkLd dk p;u djsa rFkk mu LFkkuksa ij
etZ iQhYMksa dks çfo"V djus ds fy, balVZ etZ iQhYM ij fDyd djsa tgk¡ vki
yscy nLrkost ij çfo"V djus gsrq MkVk lzksr ls irs etZ djuk pkgrs gSaA balVZ etZ
iQhYM ij fDyd djsa vkSj fiQj ml iQhYM ds uke ij fDyd djsa ftls vki çfo"V
djuk pkgrs gSaA vc vksds ij fDyd djsaA p;u fd;k x;k MkVk iQhYM ;k iQkby
uke yscy nLrkost ij çfo"V gks tk,xk rFkk vki MkVk iQhYMuke dk iwjk lSV p;u
djuk tkjh j[k ldrs gSa ftls vki yscy ij çnf'kZr djuk pkgrs gSaA

fp=k 5-18

11- MkVk dks eq[; nLrkost esa etZ djsa% esfyaXl VSc ckj esa] yscyksa dks fçaV djus
ls igys p;u fd, x, MkVk lzksr ls okLrfod MkVk ds lkFk etZ fd, x, yscy
çnf'kZr djus ds fy, ̂ fçO;w fjtYV~l* ij fDyd djsaA blls vkidks yscy vafre
:i esa fçaV fd, tkus ls igys mudk :i ns[kus vkSj vko';d gksus ij lqèkkj djus
esa lgk;rk feysxhA vki fçO;w fjtYV~l] lc&VkLd ds rgr miyCèk < ,oa >

(<and>) cVuksa dk mi;ksx dj lHkh yscy dk fçO;w djus ds fy, MkVk iQhYMksa
dk lSV Hkh ns[k ldrs gSaA

fp=k 5-19

12- MkVk dks MkWD;wesaV ds lkFk etZ djsaA ;fn vki etZ fd, x, yscy lhèks fçaVj
ij Hkstuk pkgrs gSa] rks esfyaXl VSc ds rgr ^fiQfu'k ,aM etZ* lc&VkLd ij
fDyd djsa vkSj fiQj fçaV MkWD;wesaV ij fDyd djsaA

13- etZ fd, x, yscy fçaV gksaxs rFkk bl çdkj fn[kkbZ nsaxs&
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fp=k 5-20

5-6 irk lwph dks etZ dj esfyax fyiQkiQs (,uoyi) rS;kj djuk

;fn vki igys crk, x, vuqlkj dksbZ MkVk lzksr (tSls fd irk lwph) igys gh rS;kj
dj pqds gSa] rc bl irk lwph dks vius ,uoyi ds lkFk etZ djuk vfèkd vklku gks
tk,xk] rkfd vki esy djus ds fy, irs lhèks ,uoyi ij fçaV dj ldrs gSa (blls
fLVdlZ ij irk yscy fçaV djus vkSj fiQj mudks ,uoyi ij isLV djus ls cpk tk
ldrk gS)A vki ;g dk;Z 4 pj.kksa esa dj ldrs gSa%

1- eq[; nLrkost rS;kj djuk% LVSaMMZ Vwyckj ij ̂ U;w CySad MkWD;wesaV* ij fDyd djsaA
esu VSc ckj ij fyaXl  → → → → → LVkVZ esy etZ lc&VkLd p;u djsaA lc&VkLd LVkVZ
esy etZ ds varxZr ^,uoyi* p;u djsaA ekbØkslkWÝV oMZ] ,uoyi vkWI'kUl
Mk;ykWx ckWDl çnf'kZr djsxkA

fp=k 5-21

2- ,uoyi fodYi VSc ij] vki ,uoyi lkbT+k MªkWi Mkmu ckWDl ds varxZr fn, x,
iwoZfuèkkZfjr vkdkjksa esa ls viuh ilan dk ,uoyi vkdkj p;u djsa vkSj ,uoyi ij
,sMªsl iQkeZsV rFkk iksth'ku ,sMtLV djsaA (vki ftu ,uoksyi vkdkj dk mi;ksx djuk
pkgrs gSa] og ;fn ,uoksyi lkbT+k ckWDl esa lwphc¼ ugha gS] rks vki ,uoyi vkWI'kUl
Mk;ykWx ckWDl esa ,uoyi lkbT+k% MªkWi Mkmu ckWDl ds varxZr dLVe lkbT+k dk p;u
djds viuk Lo;a dk dLVe ,uoyi rS;kj dj ldrs gSa)A fçafVax vkWI'kUl VSc ij
fDyd djsa rFkk lqfuf'pr djsa fd p;u fd, x, ,uoyi iQhM fodYi vkids fçaVj
ds fy, lgh gSa vkSj rc vksds ij fDyd djsaA
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3- MkVk lzksr [kksysa% vkids vius mi;ksx ds fy, yscy dk çdkj vkSj iQkeZsV p;u
dk dke iwjk djus ds ckn] ml MkVk lzksr dk p;u djuk gksrk gS] tgka ls vki
yscy esa tksM+us ds fy, MkVk çkIr djsaxsA esu VSc ckj esa] esfyaXl VSc ds rgr]
^lsysDV jslhfi,aV* ij fDyd djsa vkSj fiQj vki ubZ irk lwph rS;kj djus ;k
ekStwnk lwph dk mi;ksx djus dh t:jr ds vuqlkj ^Vkbi U;w fyLV* ;k ^;wT+k
,fXT+kfLVax fyLV* ;k ^lsysDV izQkWe vkmVyqd dkUVSDV~l* ij fDyd djsaA

fp=k- 5-22

4- ^lsysDV MkVk lkslZ* Mk;ykWx ckWDl çnf'kZr djus ds fy, ̂ ;wT+k ,fT+kfLVax fyLV*
dk p;u djsaA ml txg czkmt djsa tgka vkius viuk MkVk lzksr (irk lwph) rS;kj
fd;k gS vkSj mlds ckn vksiu cVu ij fDyd djsaA

5- vki fofHkUu çdkj ds MkVk iQkby iQkeZsV [kksy ldrs gSa tSlsfd ,Dlsl MkVkcsl]
,Dlsy iQkbYl] oMZ iQkby] fjp VsDLV iQkeZsV bR;kfnA

fp=k 5-23

6- MkVk iQkby dk p;u fd, tkus ds ckn] p;u fd, x, MkVk iQkby ds çdkj ds
vkèkkj ij] esy etZ vkils MkVk iQhYMksa rFkk MkVk fjdkWMZ ds chp varj iwNsxkA

7- ;g dk;Z iwjk fd, tkus ij] MkVk iQkby esy etZ esa yksM gks tk,xh vkSj vc vki
viuh t:jr ds eqrkfcd lwph dk lEiknu djus ds fy, ̂ ,fMV jslhfi,aV fyLV*
cVu ij fDyd dj ldrs gSaA
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8- vki ftl MkVk fjdkWMZ dks cnyuk pkgrs gSa mls [kkstus ds fy,] ,sjks dqath ij
fDyd djsa ;k fjdkWMZ uEcj Vkbi djds] ml fjdkWMZ uEcj ij tk,¡ ftldh
fo"k;oLrq cnyuk pkgrs gSa_ ;k lpZ ij fDyd djsa vkSj rc fjdkWMZ esa j[kh xbZ
lwpuk dks [kkstsaA

9- vki ftu fjdkWM~lZ dks cnyuk pkgrs gSa mudk lEiknu (Editing) djsa vkSj cnyko
dks lso dj ysaA

10- esfyaXl VSc esa jkbV ,aM balVZ iQhYM~l lc&VkLd ds varxZr mu txgksa ij etZ
iQhYM~l dks çfo"V djus ds fy, balVZ etZ iQhYM ij fDyd djsa tgka vki yscy
MkWD;wesaV ij çfo"V djus gsrq MkVk lzksr ls irs etZ djuk pkgrs gSaA balVZ etZ iQhYM
ij fDyd djsa vkSj fiQj ml iQhYM ds uke ij fDyd djsa ftls vki çfo"V djuk
pkgrs gSa vkSj vksds ij fDyd djsaA p;u fd;k x;k MkVk iQhYM ;k iQkby uke
,uoyi ij çfo"V gks tk,xk rFkk vki MkVk iQhYM ukeksa dk iwjk lSV p;u djuk
tkjh j[k ldrs gSa ftls vki ,uoyi MkWD;wesaV ij ykuk pkgrs gSaA

fp=k 5-24

11- MkVk dks eq[; nLrkost esa etZ djuk% esfyaXl VSc ckj esa] yscYl fçaV djus ls
igys p;u fd, x, MkVk lzksr ls okLrfod MkVk ds lkFk etZ fd, x, yscYl
çnf'kZr djus ds fy, fçO;w fjtYV~l ij fDyd djsaA blls vkidks yscy vafre
:i esa fçaV fd, tkus ls igys mudk :i ns[kus vkSj vko';d gksus ij lqèkkj djus
esa lgk;rk feysxhA vki fçO;w fjtYV~l lc&VkLd ds rgr miyCèk <,oa>
(<and>) cVuksa dk mi;ksx djds lHkh yscYl dks fçO;w djus ds fy, MkVk
iQhYM~l dk lSV Hkh ns[k ldrs gSaA

fp=k 5-25

12- MkVk dks MkWD;wesaV ds lkFk etZ djsaA ;fn vki
etZ fd, x, yscyksa dks lhèks fçaVj ij Hkstuk
pkgrs gSa] rks esfyaXl VSc ds rgr ̂ fiQfu'k ,aM
etZ* lc&VkLd ij fDyd djsa vkSj fiQj fçaV
MkWD;wesaV ij fDyd djsaA fp=k 5-25
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ikBxr ç'u

1- esy etZ esa eq[; nLrkost rFkk etZ nLrkost ds chp D;k varj gS\

2- esy etZ esa] MkVk lzksr &&&&&&&& ;k &&&&&&& ds mi;ksx }kjk rS;kj fd;k tk
ldrk gSA

3- vki MkVk fjdkWMZ &&&&&&& ;k &&&&&&& esa etZ dj ldrs gSaA

4- etZ nLrkostksa dks bysDVªkWfud esfyax ds fy, Hkstus gsrq] vkids dEI;wVj esa
&&&&&&&&&&&&& dusD'ku gksuk t:jh gSA

5- fuEufyf[kr lgh gSa ;k xyr%

d-  vki oMZ dh esy etZ fo'ks"krkvksa dk mi;ksx djds irk lwph dks ,dy i=k
esa etZ dj ldrs gSa] tks fHkUu yksxksa dks Hksth tk ldrh gS ij vki i=k ds
VsDLV Hkkx esa cnyus okys (osfj,cy) iQhYMksa dks çfo"V(bUlVZ) ugha dj
ldrs gSaA

[k- etZ fd, gq, nLrkostksa dks iQSDl ds fy, Hkstuk laHko ugha gS] tc rd fd
vkidk dEI;wVj iQSDl e'khu ds lkFk tqM+k u gksA

x-  ,Dlsy dk mi;ksx djds odZ'khV esa rS;kj MkVk fjdkWMksa dk mi;ksx] esy etZ
ds fy, MkVk lzksr ds :i esa ugha fd;k tk ldrk gSA

5-7 vkius D;k lh[kk

bl ikB esa vkius ,e,l oMZ esa esy etZ dk mi;ksx djus ds ckjs esa lh[kk gSA vc vki
uke vkSj irksa dh lwph ,dy i=k esa etZ dj ldrs gSa] tks fHkUu yksxksa dks muds uke
vkSj irksa ij Hksth tk ldrh gSA blds vykok] vki laoxZ (category)] osfj,cy lwpuk
iQhYM;qDr ,dy i=k vFkok yscy rS;kj dj ldrs gSaA vUrr% vki etZ fd, x,
nLrkost tSls fd ̂ Mk;jsDVªh fyLV] buokW,l vkSj ,Mªsl fyLV rS;kj dj ldrs gSaA mlds
vykok vki ,uoyi ;k esfyax yscy ij irs fçaV dj ldrs gSaA

5-8 ikBkar ç'u

1- fuEufyf[kr dh laf{kIr O;k[;k djsa%

(d) eq[; nLrkost] ([k) MkVk lzksr] (x) eTMZ nLrkost A

2- esy etZ dh dksbZ nks fo'ks"krk,a fy[ksaA

3- iQkeZ ysVj ds fy, eq[; nLrkost rS;kj djus esa pj.kksa dh O;k[;k djsaA

4- esy etZ esa ekStwn MkVk fjdkWM~lZ dks laikfnr djus ds pj.k fy[ksaA
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5- vki oMZ Vscy ds mi;ksx }kjk MkVk lzksr dSls rS;kj djrs gSa\

6- esy etZ ds fy, MkVk lzksr ds :i esa ,Dlsy odZ'khV ds mi;ksx ds pj.k fy[ksaA

5-9 ikBxr ç'uksa ds mÙkj

1- esy etZ dk;Z esa] O;fDrxr nLrkost (tSls fd i=k) dks eq[; nLrkost dgk tkrk
gSA tc vki eq[; nLrkost dks MkVk lzksr ds lkFk etZ djrs gSa] rc ,d rhljk
nLrkost rS;kj gksrk gS] ftldks etZ nLrkost dgk tkrk gSA

2- esy etZ gsYij ;k oMZ VscyA

3- ,d u;k nLrkost ;k fçaVjA

4- baVjusVA

5- (d) xyr ([k) lgh (x) xyr


