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3-1 ifjp;

oMZ çkslsflax ,d ,fIyds'ku çksxzke gS ftlesa vki ySVj] fjiksVZ] U;wT+kysVj] Vscy] iQkWeZ]
czks'kj vkSj osc ist cuk ldrs gSaA bl ,fIyds'ku çksxzke dk mi;ksx dj vki vius
nLrkosT+kksa (MkD;wesaVksa) esa fiDpj] Vscy vkSj pkVZ Mky ldrs gSaA vki blesa orZuh
(Lisfyax) vkSj O;kdj.k (xzkej) dh tk¡p Hkh dj ldrs gSaA

bl ikB esa ge oMZ 2007] mldh fo'ks"krkvksa] VwYl vkSj rduhdksa ds iz;ksx dk vè;;u
djsaxsA bl iSdst dk iz;ksx djds ge lHkh O;kolkf;d nLrkosT+kksa (MkWD;wesaVksa) ij ppkZ
djsaxsA

3-2 mís';

bl ikB dk vè;;u djus ds i'pkr vki %

oMZ 2007 dh fo'ks"krkvksa dks ifjHkkf"kr dj ldsaxs_

oMZ 2007 ds ewy esU;w ds fooj.kksa dk o.kZu dj ldsaxs_

u, oMZ nLrkosT+k dks cuk ldsaxs] rFkk mUgsa lso vkSj fçaV Hkh dj ldsaxs_

 oMZ nLrkosT+k dks rsth ls vkSj dq'kyrkiwoZd lqjf{kr dj ldsaxs_

oMZ dh iQkbyksa vkSj mudh fçafVax dk çcaèku dj ldsaxsA

3-3 oMZ çkslsflax dh eq[; fo'ks"krk,¡

oMZ izkslsflax dh eq[; fo'ks"krk,¡ fuEukuqlkj gSa%

vki igys ls cus gq, vkSj dLVe VsEiysV dk mi;ksx dj ds O;kolkf;d nLrkosT+k
cuk ldrs gSaA

3
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vki fofHkUu lqfoèkkvksa tSls fd fo"k; lkexzh (Vscy vkWiQ daVsaV~l)] baMsDl vkSj
ØkWl jsiQjsafll dk mi;ksx djds cM+s nLrkosT+kksa dk vklkuh ls çcaèku dj ldrs gSaA

vki ,d lkFk vusd nLrkosT+kksa ij dk;Z dj ldrs gSa A

esy etZ dh lgk;rk ls vki 'kh?kzrk ls etZ nLrkosT+kksa dk fuekZ.k dj ldrs gSa tSls
ekl esfyax ;k esfyax yscyA

vkWVksdjsDV vkSj vkWVksiQkWesZV lqfoèkk,¡ Lopkfyr :i ls Vkbfiax dh xyfr;ksa dk irk
yxkrh gSa vkSj vius nLrkosT+kksa dks 'kh?kzrk ls iQkWeZsV djus ds fy, iwoZ fuèkkZfjr
'kkWVZdV vkSj Vkbfiax ds çdkjksa dk mi;ksx djus dh vuqefr nsrh gSaA

fçUV T+kwe lqfoèkk fofHkUu vkdkj ds istksa ij nLrkosT+k dks Ldsy djrh gS vkSj
vkidks dkxt dh ,d 'khV ij ,d ls vfèkd istksa dks fçaV djus dh vuqefr nsrh
gS A

usLVsM Vscy lqfoèkk ,d rkfydk (Vscy) dks nwljh rkfydk (Vscy) ds vanj
Mkyus dh vuqefr nsrh gSA

vki vius nLrkosT+k dks fu;kZr (,DliksVZ) dj ldrs gSa vkSj mls ihMh,iQ (PDF)
vkSj ,Dlih,l (XPS) iQkby iQkWeZsV esa lso dj ldrs gSaA

3-4 oMZ 2007 dh fo'ks"krk,¡

O;kolkf;d :i ls nLrkosT+kksa dks fufeZr djus ds fy, ,e,l oMZ 2007 ds ikl mi;ksxh
lqfoèkk,¡ gSaA buesa ls dqN fo'ks"krkvksa dk o.kZu uhps fd;k x;k gSA

vki ,e ,l oMZ }kjk çnku fd, x, vklku VwYl ds ,d O;kid lSV dk mi;ksx djds
O;kolkf;d fn[kus okys nLrkosT+k dk vklkuh ls fuekZ.k djds mls laikfnr vkSj iQkWeZsV
dj ldrs gSaA ;g ,e ,l vkWfiQl Ýyq,aV ;wT+kj baVjiQsl (MS Office fluent user
interface) dk mi;ksx djrk gSA ;g baVjiQsl ,d u, ?kVd dk mi;ksx djrk gS ftls
fjcu (Ribbon) dgrs gSaA fjcu ds varxZr dk;Z (VkLd) ds vuqlkj VwYl dks lewgc¼
fd;k tkrk gS vkSj çR;sd dk;Z (VkLd) ds varxZr lc&VkLd ,oa lacfèkr dekaM
lewgc¼ gksrs gSaA ;g u;k baVjiQsl vkidks vfèkd laxfBr vkSj çHkkoh rjhds ls VwYl
miyCèk djkrk gS] tks <+w¡<+us esa vklku gksrs gSaA

fp=k 3-1
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1- VSc dk;ks± ds fy, vfèkd vuqdwy gksrs gSa tSls fd gkse] balVZ] ist ysvkmVA

2- çR;sd VSc ds varxZr] lacafèkr mi&dk;Z (lc VkLd) ,d&lkFk lewgc¼ gksrs gSaA

3- dekaMksa dks fu"ikfnr djus ds fy, ;k dekaM esU;w dks çnf'kZr djus ds fy, lacafèkr
dekaM cVu Hkh ,d lkFk lewgc¼ gksrs gSaA

nLrkosT+k] fjiksVZ vkfn cukus ds fy, ,e,l oMZ 2007 cgqr ls iwoZ&çk:fir (çh&
iQkWeZsVsM) VsEiysV çnku djrk gSA  iwoZ&çk:fir VsEiysV dk mi;ksx djrs le; vki
igys ls miyCèk doj i`"B] gSMj vkSj iQqVj dk p;u dj ldrs gSa rkfd vki nLrkosT+k
dks ,d O;kolkf;d :i ns ldsa vkSj ,d u, nLrkosT+k dks iQkWeZsV djus esa yxus okys
le; dks cpk ldsaA

,e,l oMZ 2007 pkVZ vkSj fp=k dk fuekZ.k djus ds fy, Hkh lqfoèkk,¡ çnku djrk gS
ftlesa f=k&foeh; (Fkzh Mk;esa'kuy) vkdkj] ikjnf'kZrk] MªkWi 'kSMks vkSj vU; çHkko
'kkfey gSaA ;g mPp O;kolkf;d nLrkosT+k ds fuekZ.k esa lgk;d gksrk gS ftlesa MkVk dks
cgqr çHkko'kkyh vkSj O;kolkf;d :i ls n'kkZus ds fy, cgqr yphykiu gksrk gSA

,e,l oMZ 2007 dh fMftVy gLrk{kj (flxuspj) lqfoèkk dk mi;ksx dj vki
nLrkosT+k dh çekf.kdrk] lR;fu"Bk vkSj mldh mRifÙk lqfuf'pr dj ldrs gSaA nLrkosT+k
esa vn`'; fMftVy gLrk{kj Mkydj ;k ekbØkslkWÝV vkWfiQl flxuspj ykbu çfo"V
djds Hkh ;g dke fd;k tk ldrk gS] tks fMftVy gLrk{kj ds lkFk gLrk{kj dk ,d
n`';kRed #i Hkh xzg.k djrk gSA

blh çdkj ls nLrkosT+k tks iw.kZ :i ls rS;kj gS mldks vU; yksxksa ds lkFk lk>k djus
ls igys vki ,e ,l oMZ 2007 dh ^ekdZ ,st iQkbuy* (vafre :i esa fpfUgr djsa)
lqfoèkk dk mi;ksx dj ldrs gSa rkfd ml nLrkosT+k esa dksbZ vU; O;fDr ifjorZu u dj
ldsA ^ekdZ ,st iQkbuy* dekaM nLrkosT+k dks dsoy i<+us ;ksX; cukrk gS tks Vkbfiax]
,fMfVax vkSj çwfiQax dekaM dks fuf"Ø; dj nsrk gSA ysfdu è;ku j[ksa fd ^ekdZ ,st
iQkbuy* ,d lqj{kk çnku djus okyh lqfoèkk gS vkSj dksbZ Hkh O;fDr ^ekdZ ,st iQkbuy*
lqfoèkk dks can dj nLrkosT+k dks laikfnr dj ldrk gSA

,e ,l oMZ 2007 nLrkosT+k dks ihMh,iQ (iksVZscy MkWD;wesaV iQkWeZsV) ;k ,Dl ih ,l
(,Dl ,e ,y isij LisflfiQds'ku) çk:i esa fu;kZr djus ds fy, lqfoèkk,¡ vkSj VwYl
çnku djrk gSA

3-5 ,e,l oMZ çksxzke 'kq: djuk

vki oMZ çksxzke dks fofHkUu rjhdksa }kjk 'kq: dj ldrs gSa bldk ,d rjhdk LVkVZ cVu
dk iz;ksx gS%

1- LVkVZ cVu ij fDyd djsaA

2- çnf'kZr gksus okys esU;w ls vkWy çksxzkEl →→→→→ ekbØkslkWÝV vkWfiQl →→→→→ ekbØkslkWÝV
vkWfiQl oMZ dks pqusaA dqN gh lssdsaM esa ekWuhVj ij oMZ LØhu çnf'kZr gks tk,xhA
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fp=k 3-2

ekbØkslkWÝV vkWfiQl 'kkWVZdV ckj (,e vks ,l ch) esa ekbØkslkWÝV oMZ vkbdu ij
Mcy fDyd djds Hkh vki ,e,l oMZ çksxzke dks 'kq: dj ldrs gSaA

3-6 oMZ LØhu dk ysvkmV

oMZ LØhu (foaMks) ij vusd vkWCtsDV tSls VSc] esU;w] lc&esU;w] 'kkWVZdV dekaM vkfn
gksrs gSaA ge ;gk¡ ij oMZ ds fMiQkWYV LØhu ysvkmV (fp=k 3-1) dk o.kZu djsaxsA

fp=k 3-3% LØhu ysvkmV
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3-6-1 esU;w

;fn vki oMZ ds fiNys laLdj.k ls ifjfpr gSa rks tc vki oMZ 2007 ij dke djuk
'kq: djsaxs vkidks esU;w dh lajpuk] fn[kkoV esa cgqr varj fn[kkbZ nsxkA oMZ 2007 esa
miyCèk lqfoèkk,¡ fofHkUu VScksa tSls gkse] balVZ] ist ysvkmV] jsiQjsal vkfn ds #i esa
çnf'kZr gksrh gSaA çR;sd esU;w esa lHkh dk;ks±@fodYiksa dks (foLr`r :i) esa ns[kus ds fy,
vkidks vko';d fodYi ij fDyd djuk pkfg,A mnkgj.k ds fy,] fp=k 3-4 esa
fn[kk;k x;k fp=k ckWMZj esU;w dks ladqfpr çk:i (fp=k 3-4 d) vkSj foLr`r çk:i
(fp=k 3-4 [k)  esa çnf'kZr djrk gSA

 

  fp=k 3-4 (d) ladqfpr esU;w     fp=k 3-4 ([k) foLr`r esU;w

'kkWVZdV esU;w

esU;w ckj ij miyCèk fodYiksa dk mi;ksx djus ds ctk; ;g lqfoèkk vkidks fofHkUu
oMZ dekaM dk rsth ls mi;ksx djus dh vuqefr nsrh gSA tc esU;w foLrkfjr (expanded)
gksrk gS rc çR;sd 'kkWVZdV esU;w vkbVe ds fy, 'kkWVZdV
dekaM fodYi ds lkFk ,d 'kkWVZdV esU;w çnf'kZr gksrk gSA
fDyd fd, x, ;k p;fur mi&dk;Z (sub-task) ds vk/kj
ij bu esU;w esa fodYi fHkUu gksaxsA mnkgj.k ds fy,] VSc ckj
ls gkse VSc ds iSjkxzkiQ lc&VkLd ds ckWMZj fodYi dk p;u
dj ;k mls foLr`r djds 'kkWVZdV esU;w çnf'kZr fd;k tkrk gSA
(fp=k 3-5)

'kkWVZdV esU;w cgqr lgk;d gksrs gSa D;ksafd os dsoy ogh
fodYi çnf'kZr djrs gSa ftUgsa p;fur vkbVe ij iz;ksx fd;k
tk ldrk gS vkSj blfy,] vusd esU;w fodYiksa esa ls [kkstus ls
cpkrs gSaA

3-6-2 Vwyckj

dekaM ij rst vkSj vklku igq¡p çnku djus vkSj miyCèk VwYl dks laxfBr djus ds fy,
,e ,l oMZ 2007 fof'k"V :i ls fufeZr ,d fDod ,sDlsl (Rofjr igq¡p) Vwyckj
çnku djrk gSA iQkWeZsfVax vkSj ,fMfVax dks rhoz ,oa ljy cukus ds fy, 'kkWVZdV cVu

fp=k 3-5
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çnf'kZr djrs gq, cgqr ls Vwyckj Hkh miyCèk gksrs gSaA Vwyckj tks igys ls LØhu ij
çnf'kZr gSa mu ij lgh dk fu'kku yxk gksrk gSA tksM+us@la'kksfèkr djus ds fy, ^^eksj
dekaM** fodYi ij fDyd djsa tks vkidh vko';drk vuqlkj VwYl dk p;u djus ds
fy, fuEufyf[kr esU;w çnf'kZr djsxkA

fp=k 3-6

fp=k 3-7
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3-6-3 :yj

:yj {kSfrt (gkWjhtk¡Vy) vkSj yacor (ofVZdy) Ldsy çnf'kZr djrs gSa tks vkids
Vkbfiax {ks=k dh pkSM+kbZ vkSj Å¡pkbZ dks iznf'kZr djrs gSaA tc vki 'kh?kzrk ls VSc] ekftZu
vkSj baMsaV lSV djuk pkgrs gSa rc {kSfrt Ldsy egRoiw.kZ Hkwfedk fuHkkrs gSaA :yj@fxzMykbusa
vkSj vU; fodYiksa dks p;fur@vp;fur (select/deselect) djus ds fy, ,e,l oMZ
2007 dh eq[; LØhu esa O;w VSc dk p;u djsaA

fp=k 3-8

3-6-4 Vkbfiax LØhu vkWCtsDV

:yj vkSj Vwyckj ds uhps dk [kqyk {ks=k ys[ku ;k Vkbfiax {ks=k gksrk gSA dqN oLrq,¡ ,slh
gksrh gSa tks Vkbfiax {ks=k dk ,d LFkk;h fgLlk gSaA ;s gSa% (d) bal'kZu IokbaV] ([k) ekml
IokbaVj] vkSj (x) ,aM vkWiQ MkWD;wesaV ekdZjA

(d) bal'kZu IokbaV% fCyad djrh gqbZ dkyh yaccr (ofVZdy) js[kk bal'kZu IokbaV ;k
bal'kZu fcanq dgykrh  gS tks nLrkosT+k ds [kksys tkus ij Vkbfiax {ks=k ds Åij ck,a
dksus ij gksrh gSA ;g nLrkosT+k esa ml LFkku dks bafxr djrh gS tgk¡ ij vkids
}kjk Vkbi fd, x, 'kCn çfo"V gksaxsA tSls&tSls vki Vkbi djrs gSa oSls&oSls
bal'kZu fcanq nkb± vkSj c<+rh tkrh gS vkSj vki tks fy[krs gSa mls çfo"V djrh tkrh
gSA tc dhcksMZ ds Åijh] fupys] ck,¡ ;k nk,¡ ,sjks dk bLrseky fd;k tkrk gS rc
bal'kZu fcanq nck, tkus okys ,sjks ds vuqlkj pyrh gSA tc vki ,d LFkku ls nwljs
LFkku ij tkrs gSa vkSj ikB esa dgha Hkh fDyd djrs gSa rks bal'kZu fcanq viuh
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orZeku fLFkfr ls ml LFkku ij pyh tkrh gS tks bafxr djrk gS fd ;g vkids
}kjk dh xbZ Vkbfiax dks Lohdkj djus ds fy, rS;kj gSA

([k) ekml IokbaVj% tc vki Vkbfiax {ks=k esa ekml dks ?kqekrs gSa rc ekml IokbaVj
,d iryh I&che ds vkdkj dk gksrk gSA tSls gh vki ekml dks esU;w ckj vkSj
Vwyckj ds fudV ys tkrs gSa rks ekml IokbaVj ,d ,sjks ds :i esa ifjofrZr gks
tkrk gSA ;fn vki ekml IokbaVj dks fdlh ekStwnk ikB ij ys tkrs gSa vkSj ekml
dks ogk¡ ij fDyd djrs gSa rks vki ikB ds ml LFkku ij bal'kZu IokbaV dks ns[ksaxsA

(x) ,aM&vkWiQ&MkWD;wesaV ekdZj% nLrkosT+k ds var esa ,d {kSfrt js[kk (,d NksVh
vaMjykbu js[kk ds leku) gksrh gS (ftls dsoy ukWeZy O;w esa ns[kk tk ldrk gS)
ftls ,aM&vkWiQ&MkWD;wesaV ekdZj dgrs gSaA bl ekdZj ls vkidks irk pyrk gS fd
nLrkosT+k dk var dgk¡ ij gqvk gSA

3-6-5 yacor (ofVZdy) vkSj {kSfrt (gkWjhtk¡Vy) LØkWyckj

Vkbfiax {ks=k ds nkb± vksj ,d ofVZdy LØkWyckj gksrk gS ftlesa LØkWy cVu vkSj ,jks gksrs
gSaA uhps dh fn'kk esa cuk gqvk ,d ,sjks nLrkosT+k esa vkidks ,d&,d ykbu uhps ykrk
gSA uhps dh fn'kk esa cus gq, nks ,sjks vkidks vxys i`"B dh 'kq:vkr esa ys tkrs gSaA Åij
dh fn'kk esa cus gq, nks ,sjks vkidks fiNys i`"B ds 'kh"kZ ij ys tkrs gSaA vki vius
nLrkosT+k esa Åij ;k uhps tkus ds fy, ofVZdy LØkWy cVu dks MªSx Hkh dj ldrs gSaA

ofVZdy LØkWyckj

gkWfjtkWVy LØkWyckj

twe cVu+

O;w vkWI'ku

fp=k 3-9
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Vkbfiax {ks=k ds uhps cuk çFke ckj gkWjhtk¡Vy LØkWy ckj gksrk gSA LØhu ds nkb± vksj
dk ikB ns[kus ds fy,] ck,¡ ,sjks cVu dk mi;ksx djsaA LØhu ds ckb± vksj dk ikB ns[kus
ds fy,] nk,¡ ,sjks cVu dk mi;ksx djsaA nLrkosT+k esa ckb± ;k nkb± vksj tkus ds fy, vki
gkWjhtk¡Vy LØkWy ckj dks MªSx dj ldrs gSaA

oMZ 2007 esa] dqN fodYi tSls nLrkostksa dks ns[kuk (O;w MkD;wsaV~l) vkSj T+kwe fupys ckj
(ckWVe ckj) esa mifLFkr gksrs gSa rkfd mu rd vklkuh ls igq¡pk tk ldsA

ikBxr ç'u

1- fuEufyf[kr lgh gSa ;k xyr%

(d) esU;w ckj ij fodYiksa dk mi;ksx djus dh rqyuk esa 'kkWVZdV esU;w oMZ ds
fofHkUu dekaMksa ij 'kh?kz igq¡p miyC/ djkrk gSA

([k) ladqfpr esU;w esa] lHkh dekaM çnf'kZr gksrs gSaA

(x) :Yl fn[kk,¡ vkSj Nqik,¡ nksuksa ds fy,] O;w → :yj dk dekaM gksrk gSA

(?k) oMZ nLrkosT+k ds Vkbfiax {ks=k esa pedrh gqbZ dkyh yacor js[kk bal'kZu IokbaV
gksrh gSA

(p) nLrkosT+k esa ekftZu dks lSV djus ds fy, LØkWyckj dk mi;ksx fd;k tkrk gSA

2- 'kkWVZdV esU;w ns[kus ds fy, gesa%

(d) ekml dks fDyd djuk gksrk gS A

([k) ekml ds nkfgus Hkkx ij fDyd djuk gksrk gS A

(x) ekml ij igys fDyd vkSj mlds ckn nk;ka fDyd djuk gksrk gSA

3 fuEufyf[kr esa ls fdls lSV djus ds fy, {kSfrt Ldsy 'kh?kzrk ds lkFk mi;ksx fd;k
tkrk gS%

(d) ekftZu

([k) VSc

(x) baMsaV

(?k) mijksDr lHkh

4- LVkVZ cVu dk mi;ksx djds oMZ çksxzke dks 'kq: djus ds D;k dekaM gSa\

3-7 nLrkosT+kksa dk çcaèku

ikB ds bl Hkkx esa o.kZu fd;k tk,xk fd u,@ekStwnk nLrkosT+k dks fdl çdkj [kksyk
tk,] nLrkosT+k dks fdl çdkj lso fd;k tk,] nLrkosT+k dks fdl çdkj fçaV fd;k tk,]
,d ls vfèkd nLrkosT+kksa ij fdl çdkj dk;Z fd;k tk,] nLrkosT+k dks fdl çdkj
lqjf{kr fd;k tk,] nLrkosT+k dks fdl çdkj [kkstk tk,] vkSj [kqys gq, nLrkosT+k dks fdl
çdkj can fd;k tk,A oMZ esa u, nLrkosT+k dks cukus] ekStwnk nLrkosT+k dks [kksyus vkSj
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nLrkosT+k dks lso djus ds fofHkUu rjhds gSaA fuEufyf[kr esa ls ,d dk mi;ksx djus ds

fy, vkWfiQl cVu  ij fDyd djsaA

fp=k- 3-10

3-7-1 u;k nLrkosT+k cukuk

u;k nLrkosT+k [kksyus ds fy, fuEufyf[kr esa ls ,d
rjhds dk ikyu djsa%

1- esU;w ckj esa U;w MkWD;wesaV cVu ij fDyd djsaA

2- dhcksMZ ij CTRL+N dqath nck,¡ A

3-7-2 ekStwnk nLrkosT+k [kksyuk

ekStwnk nLrkosT+k [kksyus ds fy, viuh LØhu ds Åijh
ck,¡ dksus esa fLFkr vkWfiQl 2007 cVu ij fDyd djsa
vkSj fuEufyf[kr esa ls ,d rjhds dk ikyu djsa%

1- esU;w ckj ij vksiu iQkby cVu ij fDyd djsaA 

2- dhcksMZ ij CTRL+O dqath nck,¡ A

3- Åij fn, x, nksuksa rjhdksa ls ,d vksiu (open)
Mk;ykWx ckWDl [kqysxkA iQkby pqusa vkSj vksiu (open)
cVu ij fDyd djsaA

3-7-3 u,@ekStwnk nLrkosT+k dks lso djuk

[kqys gq, u,@ekStwnk nLrkosT+k dks lso djus ds fy,]
fuEufyf[kr esa ls ,d rjhds dk ikyu djsa%

1- esU;w ckj ij lso cVu ij fDyd djsaA 

2- dhcksMZ ij CTRL+S dqaft;ka nck,¡A

;fn nLrkost dks igys ls gh uke fn;k x;k gS vkSj mls lso fd;k x;k gS] rks ;g fcuk
dqN iwNs nLrkost dks lso dj nsxkA

nwljh vksj] ;fn iQkby ,d u;k nLrkosT+k gS rks lso ,T+k (Save As) Mk;ykWx ckWDl
[kqysxkA lso bu (Save In)% ckWDl esa ml iQksYMj dks pqusa tgk¡ ij vki vius nLrkosT+k

fp=k- 3-11
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dks j[kuk pkgrs gSaA iQkby use ckWDl esa nLrkosT+k dk uke fy[ksa] vkSj fiQj vksds (OK)
ij fDyd djsaA vki dhcksMZ ij CTRL+A nckdj vkSj mlds ckn lso ,T+k Mk;ykWx
ckWDl esa mi;qDr dk;ks± dk p;u djds Hkh u, nLrkosT+k dks lso dj ldrs gSaA

3-7-4  ,d ls vfèkd nLrkosT+kksa ij dk;Z djuk

vxj vki ,d lkFk vusd nLrkosT+kksa dks Vkbi ;k laikfnr dj jgs gSa rks ,d lkFk dbZ
nLrkosT+kksa dks [kksyk tk ldrk gSA [kqys gq, lHkh nLrkosT+kksa dks O;w VSc ds varxZr
O;ofLFkr fd;k tk ldrk gSA

fp=k 3-12

3-7-5 nLrkosT+k lajf{kr djuk

vki vius nLrkosT+k dks lajf{kr dj ldrs gSa rkfd mlds iQkWeZsV ;k ikB esa xyrh ls Hkh
dksbZ ifjorZu u gks lds ;k vU; mi;ksxdrkZ ml rd igq¡p u ldsaA

nLrkosT+k dks vU; mi;ksxdrkZvksa dh igq¡p ls lajf{kr djuk

;fn vki vius nLrkosT+k dks nwljksa dh igq¡p ls lajf{kr j[kuk pkgrs gSa] rks viuh iQkby
esa ikloMZ MkysaA blds fy, uhps fn, x, pj.kksa dk ikyu djsa%

1 tc iQkby [kqyh gqbZ gksrh gS] rks esU;w ckj ls vkWfiQl cVu → → → → → lso ,sT+k dekaM dk
p;u djsaA lso ,sT+k Mk;ykWx ckWDl çnf'kZr gksxkA lso ,sT+k Mk;ykWx ckWDl ds fupys
ckb± vksj cus VwYl VSc ij dlZj ys tk,¡ vkSj fDyd djsaA ,d lc&esU;w çnf'kZr
gksxk (fp=k 3-13 ns[ksa)A

fp=k 3-13
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2- tujy fodYi (General Options) ij fDyd djsa] lso Mk;ykWx ckWDl [kqysxkA
;gka vkidks nks ckWDl fn[kkbZ nsaxs% ikloMZ Vw vksiu vkSj ikloMZ Vw ekWfMiQkbZA

3- ikloMZ Vw vksiu ckWDl esa ikloMZ Vkbi djsaA (ikloMZ esa vfèkdre 15
dsl&laosnu'khy v{kj] la[;k,¡] fjDr LFkku vkSj çrhd gks ldrs gSaA vki tSls&tSls
ikloMZ Vkbi djsaxs oMZ oSls&oSls vkids }kjk Vkbi fd, x, çR;sd o.kZ ds fy,
(*) fpg~u çnf'kZr djsxk)A

4- vksds ij fDyd djsaA dUiQeZ ikloMZ Mk;ykWx ckWDl çnf'kZr gksxkA vkius igys tks
ikloMZ Vkbi fd;k Fkk mls iqu% Vkbi djsaA dUiQeZ ikloMZ Mk;ykWx ckWDl esa vksd s
ij fDyd djsa vkSj mlds ckn lso Mk;ykWx ckWDl esa vksds ij fDyd djsaA vc lso
,sT+k Mk;ykWx ckWDl esa vksds ij fDyd djsaA

5- tc vki vxyh ckj iQkby [kksysaxs rks ;g vkils ikloMZ Vkbi djus ds fy, dgsxkA
è;ku j[ksa fd vki ikloMZ ds fcuk ml iQkby dks ugha [kksy ldsaxsA lkFk gh è;ku
j[ksa fd ikloMZ dsl&laosnu'khy gksrs gSa_ vFkkZr ̂ XYZ* vkSj ̂ xyz* nks vyx&vyx
ikloMZ gSaA

fp=k- 3-14

nwljksa dh igq¡p ls nLrkosT+k dks lajf{kr j[kuk (jhM&vksuyh)

bl lqfoèkk }kjk vki vius nLrkosT+k dks nksgjh lqj{kk çnku dj ldrs gSaA dHkh&dHkh
vki xyrh ls Lo;a nLrkost ds çk:i dks cny ldrs gSaA vki vius nLrkosT+k dks
lqjf{kr dj ldrs gSa rkfd vki xyrh ls mldk çk:i u cny ldsa vkSj u gh vU;
mi;ksxdrkZ ml rd igq¡p ldsaA
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iBu ;ksX; nLrkosT+k (jhM vksUyh MkWD;wesaV) ds :i esa nLrkosT+k dks lajf{kr j[kuk

;fn vki nLrkosT+k dks dsoy blfy, lajf{kr j[kuk pkgrs gSa rkfd vki xyrh ls mlds
çk:i esa dksbZ ifjorZu u dj ldsa rks uhps fn, x, pj.kksa dk ikyu djsa%

1- tc iQkby [kqyh gqbZ gks] rks esU;w ckj ls vkWfiQl cVu →→→→→ lso ,sT+k dekaM dk
p;u djsaA lso ,sT+k Mk;ykWx ckWDl çnf'kZr gksxkA lso ,sT+k Mk;ykWx ckWDl ds fupys
ckb± vksj cus VwYl VSc ij dlZj ys tk,¡ vkSj fDyd djsaA ,d lc&esU;w çnf'kZr
gksxkA

2- tujy fodYi ij fDyd djsa] lso Mk;ykWx ckWDl [kqyrk gSA vkidks lso Mk;ykWx
ckWDl ds fupys ckb± vksj ¶jhM vksUyh fjdesaMsM¸ pSd ckWDl fn[kkbZ nsxkA

3-  ¶jhM vksUyh fjdesaMsM¸ pSd ckWDl dks fpfg~ur (√) djsaA lso Mk;ykWx ckWDl
ij vksds ij fDyd djsa vkSj mlds ckn lso ,sT+k Mk;ykWx ckWDl esa vksds ij fDyd
djsaA

vxyh ckj tc vki ikloMZ nsus ds ckn nLrkosT+k [kksyrs gSa rks vkidks vksiu ,sT+k jhM
vksuyh (dsoy iBu ;ksX;) lans'k çkIr gksrk gSA ;fn vki xyrh ls dksbZ ifjorZu djrs
gSa vkSj mlds ckn nLrkosT+k dks lso djus dk ç;kl djrs gSa] rks iQkby lso ugha gksxhA
cfYd vkidks ,d lans'k çkIr gksxk fd ;g iQkby dsoy iBu ;ksX; (jhM vksUyh) gSA

fp=k- 3-15

;fn vki nLrkosT+k esa ifjorZu djuk pkgrs gSa rks jhM vksUyh fjdesaMsM ckWDl ij fDyd
dj mlls lgh dk fu'kku gVk,¡] tks lso Mk;ykWx ckWDl ds vUrxZr ̂ ^iloMZ Vw vksiu**
ds uhps gksrk gSA
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nLrkosT+k dks lajf{kr j[kus ds fy, fn, x, ikloMZ dks la'kksfèkr djuk

;fn vkidks lansg gS fd vkidk ikloMZ dksbZ tkurk gS vkSj vki mls ifjofrZr djuk
pkgrs gSa] rks lso ,sT+k Mk;ykWx ckWDl esa ikloMZ Vw vksiu% ckWDl esa orZeku ikloMZ
Mkydj vkSj ikloMZ Vw ekWfMiQkbZ ckWDl esa u;k ikloMZ Mkydj vki bls la'kksfèkr dj
ldrs gSaA

VªSd ifjorZu] desaV vkSj iQkWeZ ds fy, nLrkosT+k dks lqjf{kr djsa

dHkh&dHkh vki pkgrs gSa fd vkids nLrkosT+k dh lkexzh esa lqèkkj djus ds fy, mldh
leh{kk nwljs O;fDr;ksa }kjk dh tk,A vkids nLrkosT+k dk leh{kd ewy nLrkosT+k esa
ifjorZu fd, fcuk dqN ifjorZuksa dk lq>ko ;k desaV~l ns ldrk gSA leh{kk ds ckn ;fn
vki pkgrs gSa fd os ifjorZu vko';d gSa rks vki mUgsa ykxw dj ldrs gSaA

fp=k 3-16

VªSd ifjorZu% fjO;w VSc vkSj VªSfdax lc&VkLd (midk;Z) ls bl fodYi dk p;u
djus ij vU; mi;ksxdrkZ nLrkosT+k dks ifjofrZr dj ldrs gSa vkSj ifjorZu dks gkbykbV
dj ldrs gSa ftlls fd vki ifjorZuksa dk irk yxk ldsaA tc nLrkosT+k VªSd ifjorZu ds
fy, lajf{kr gksrk gS] rc vki VªSfdax dks ifjofrZr ugha dj ldrs gSa vkSj u gh vki
VªSd fd, gq, ifjorZuksa dks LohÑr ;k vLohÑr dj ldrs gSaA

3-7-6 nLrkosT+kksa dks [kkstuk

tc vki iQkby dk uke Hkwy tkrs gSa ij vkidks iQkby ds uke ds dqN v{kj ;kn jgrs
gSa] rks vksiu Mk;ykWx ckWDl dk mi;ksx djsaA oMZ p;fur iQksYMj ;k fMokbl esa iQkbyksa
dh lwph ds ekè;e ls vkidh fof'k"V iQkby dh [kkst djsxkA mnkgj.k ds fy,] ;fn
vkidh iQkby dk uke ^,suqvy isij* gS rks vki ^,suqvy* v{kjksa dks Vkbi dj ldrs
gSaA oMZ bl iQkby dks <+w¡<+ ysxkA iQkby dks [kkstus ds fy, fuEu pj.kksa dk vuqlj.k djsa%

1- esU;w ckj ij vkWfiQl cVu vksiu dekaM pqusaA vksiu Mk;ykWx ckWDl çnf'kZr gksxkA

2- yqd bu ckWDl esa] iQksYMj dk p;u djsa ;k ogk¡ fDyd djsa tgk¡ vkidks lansg gks
fd vkidh iQkby ogk¡ gSA iQkby use ckWDl esa mu dqN v{kjksa dks Vkbi djsa tks
vkidh iQkby ds uke ls feyrs tqyrs gksaA (è;ku j[ksa fd vki vaxzsth ds cM+s ;k
NksVs] fdu v{kjksa dks Vkbi dj jgs gSa D;ksafd lpZ dsl&laosnu'khy gksrh gS)A ;fn
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Vkbi fd, gq, v{kj vkidh iQkby ds uke ds 'kq:vkrh v{kj gSa] rks iQkby dk uke
iQkby use ckWDl esa çnf'kZr gks tk,xkA nLrkosT+k dks [kksyus ds fy, vksiu ij fDyd
djsaA

3- ;fn iQkby uke ckWDl esa vkidks viuh iQkby dk tks uke Vkbi fd;k gS og fn[kkbZ
ugha nsrk gS] rks vksiu Mk;ykWx ckWDl ds Åijh nk,¡ dksus esa fLFkr Vwy VSc ij dlZj
dks ys tk,¡A ;fn iQkby uke ckWDl esa Vkbi fd, gq, v{kj vkidh iQkby uke ds
dqN v{kjksa ls feyrs gSa rks vkids }kjk Vkbi fd, gq, v{kjksa ls feyrh  gqb± lHkh
iQkbysa vksiu Mk;ykWx ckWDl ds use ckWDl esa çnf'kZr gksaxhA ;fn ckWDl esa vkidks
vkidh iQkby fey tkrh gS] rks iQkby ds uke ij Mcy&fDyd djsa ;k iQkby ds
uke dk p;u djsa vkSj mlds ckn nLrkosT+k dks [kksyus ds fy, iQkbaM Mk;ykWx ckWDl
esa vksiu ij fDyd djsaA

fp=k 3-17

3-7-7 nLrkosT+k dks can djuk

esU;w ckj ij mifLFkr vkWfiQl cVu → DyksT+k dekaM dk p;u dj orZeku (djsaV)
nLrkost dks can djsa ;k ;fn LVSaMMZ Vwyckj ij DyksT+k vkbdu n`';eku gS rks mls fDyd
djds vki orZeku nLrkosT+k dks can dj ldrs gSaA

3-8 nLrkosT+k dks fçaV djuk

nLrkosT+k dks fçaV djrs le; fçaV Mk;ykWx ckWDl esa vkids ikl fuEufyf[kr fodYi
gksrs gSa (fp=k 3-18 ns[ksa)

1- fçaVj dk uke nsa (;fn vkids ikl ,d ls vfèkd fçaVj gSa)A

2- çkWiVhZT+k cVu dks nckdj dkxT+k dk vkdkj] vksfj,aVs'ku] jsT+kksY;w'ku vkfn dk p;u
djsaA
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3- iw.kZ nLrkosT+k ;k orZeku i`"B ;k fof'k"V i`"B dks fçaV djsa A

4- MªkÝV çfrfyfi fçaV djsa] ftlls x+zkfiQDl xk;c gks tkrs gSa vkSj fçafVax cgqr rsth ls
gksrh gSA

5- fçaV dh tkus okyh izfr;ksa dh la[;k] vkfnA

fp=k 3-18

3-8-1 nLrkosT+k dks fçaV djuk

iwjs nLrkosT+k ;k p;fur i`"Bksa dks fçaV djus ds fy, uhps fn, x, pj.kksa dk ikyu djsa%

1- fçaV fd, tkus okys nLrkost dks [kksysa A

2- esU;w ckj ij mifLFkr vkWfiQl cVu →→→→→ fçaV dekaM dk p;u djsaA fçaV Mk;ykWx
ckWDl [kqy tk,xkA fçaV jsat] dkWfi;ksa dh la[;k] fçaVj dk uke vkfn tSls fodYiksa
dk p;u djsaA ns[ksa fd fçaVj vkWu gks vkSj fçaVj Vªs esa dkxt miyCèk gksA

3- vksds ij fDyd djsa A

3-8-2 fofHkUu vkdkj ds dkxT+kksa ij nLrkosT+k fçaV djuk

vkius dqN p;fur vkdkj ds dkxT+kksa dk mi;ksx dj nLrkosT+k dk fuekZ.k fd;k gksxkA
;fn vki lkekU; çk:i esa ifjorZu fd, fcuk 'kk;n ml nLrkosT+k dks fofHkUu vkdkj
ds dkxT+kksa ij fçaV djuk pkgrs gksa ;k dkxT+k dh ,d 'khV ij ,dkfèkd i`"Bksa dks fçaV
djuk pkgrs gksa rks vki fçaV Mk;ykWx ckWDl esa mifLFkr T+kwe lqfoèkk dk mi;ksx dj
ldrs gSaA
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;fn vki fofHkUu vkdkj ds dkxT+k ij nLrkosT+k dks fçaV djuk pkgrs gSa rks uhps fn,
x, pj.kksa dk ikyu djsa%

1- fçaV fd, tkus okys nLrkosT+k dks [kksysaA

2- esU;w ckj ij vkWfiQl cVu →→→→→ fçaV dekaM pqusaA fçaV Mk;ykWx ckWDl [kqysxkA fçaV
jsat] dkWih dh la[;k] fçaVj dk uke vkfn tSls fodYiksa dk p;u djsaA ns[ksa fd fçaVj
vkWu gks vkSj fçaVj Vªs esa dkxt miyCèk gksA

3- fçaV Mk;ykWx ckWDl esa T+kwe ds varxZr% Ldsy Vw isij lkbT+k esa dkxT+k ds mfpr
vkdkj dk p;u djsaA

4- vksds ij fDyd djsaA

3-8-3 dkxT+k dh ,d 'khV ij nLrkosT+k ds ,dkfèkd i`"Bksa dks fçaV djuk

;fn vki dkxT+k dh ,d 'khV ij nLrkosT+k ds ,dkfèkd i`"Bksa dks fçaV djuk pkgrs gSa
rks uhps fn, x, pj.kksa dk ikyu djsa%

1- fçaV fd, tkus okys nLrkosT+kksa dks [kksysaA

2- esU;w ckj ij vkWfiQl cVu →→→→→ fçaV dekaM pqusaA fçaV Mk;ykWx ckWDl [kqysxkA fçaV
jsat] dkWih dh la[;k] fçaVj dk uke vkfn tSls fodYiksa dk p;u djsaA ns[ksa fd fçaVj
vkWu gks vkSj fçaVj Vªs esa dkxt miyCèk gksA

3- fçaV Mk;ykWx ckWDl esa T+kwe ds varxZr ̂ ist ij 'khV* (i`"B çfr 'khV) esa dkxT+k ds
mfpr vkdkj dk p;u djsaA

4- vksds ij fDyd djsaA

3-9 oMZ çksxzke ls ckgj fudyuk

oMZ esa viuk dke lekIr djus vkSj lHkh iQkbyksa dks can djus ds ckn] vki esU;w ckj
ij mifLFkr ^,fXT+kV* dekaM dk mi;ksx dj oMZ çksxzke ls ckgj fudy ldrs gSaA

3-10 dhcksMZ 'kkWVZdV

lkèkkj.k dekaMksa dks fu"ikfnr djus ds fy, dhcksMZ 'kkWVZdV le; vkSj esgur cpk
ldrs gSaA oMZ ds fy, dhcksMZ 'kkWVZdV dh ;g lwph fçaV djsa vkSj lanHkZ ds fy, bls
vius dEI;wVj  ds ikl j[ksaA

fØ;k (,sD'ku) dh LVªksd

iQkby [kksyuk CTRL+O

ubZ iQkby CTRL+N

iQkby can djuk CTRL+W
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ds :i esa lso djsa (lso ,sT+k) F12

lso CTRL+S ;k SHIFT+F12

fçaV fçO;w CTRL+F2

fçaV CTRL+P

vuqPNsn çrhdksa (iSjkxzkiQ flEcy)dks fn[kk,¡@Nqik,¡ CTRL+*

orZuh vkSj O;kdj.k (Lisfyax ,oa xzkej) F7

lgk;rk (gsYi) F1

[kkstsa (iQkbUM) CTRL+F

çfrLFkkfir djuk (fjIysl) CTRL+H

ij tk,¡ (xks Vw) CTRL+G

lHkh dk p;u djsa & iw.kZ nLrkosT+k CTRL+A

dlZj ls ykbu dh 'kq:vkr rd p;u djuk SHIFT+Home

dlZj ls ykbu ds var rd p;u djuk SHIFT+END

ykbu ds vkjaHk ij tkuk HOME

ykbu ds var ij tkuk END

nLrkosT+k ds vkjaHk ij tkuk CTRL+Home

nLrkosT+k ds var esa tkuk CTRL+End

dV CTRL+X

dkWih CTRL+C

isLV CTRL+V

vuMw CTRL+Z

jhMw CTRL+Y

iQkWeZsV isaVj CTRL+SHIFT+C

ck;ka vykbuesaV CTRL+L

lsaVªy vykbuesaV CTRL+E

nk;ka vykbuesaV CTRL+R

tLVhiQkbM CTRL+J

fiNyk 'kCn feVkuk CTRL+Backspace

cqysVsM lwph ykxw djuk CTRL+SHIFT+L

baMsaV CTRL+M

ist czsd CTRL+Enter
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iQkWUV iQsl CTRL+SHIFT+F

iQkWUV dk vkdkj CTRL+SHIFT+P

cksYM CTRL+B

bVsfyDl CTRL+I

vaMjykbu CTRL+U

nks vaMjykbu CTRL+SHIFT+D

'kCn vaMjykbu djuk CTRL+SHIFT+W

lHkh cM+s v{kjksa esa CTRL+SHIFT+A

dsl cnyuk SHIFT+F3

lcfLØIV CTRL+=

lqijfLØIV CTRL+SHIFT+=

osc gkbijfyad cukuk CTRL+K

vxys lsy ij tkuk Tab

fiNys lsy ij tkuk SHIFT+Tab

dkWye dh 'kq:vkr ij tkuk ALT+PageUp

dkWye dh 'kq:vkr dks gkbykbV djuk ALT+SHIFT+PageUp

dkWye ds var esa tkuk ALT+PageDown

dkWye ds var dks gkbykbV djuk ALT+SHIFT+PageDown

jks dh 'kq:vkr ij tkuk ALT+Home

jks dh 'kq:vkr dks gkbykbV djuk ALT+SHIFT+Home

jks ds var esa tkuk ALT+End

jks ds var dks gkbZykbV djuk ALT+SHIFT+End

dkWye czsd CTRL+SHIFT+Enter

dkWihjkbV © ALT+CTRL+C

MsV iQhYM ALT+SHIFT+D

iQqVuksV~l ij tkuk ALT+CTRL+F

fn[kk,¡@Nqik,¡ ¶ CTRL+SHIFT+8

'kCndks'k SHIFT+F7

uksV% Iyl dk fpg~u bafxr djrk gS fd nksuksa dqaft;ksa dks ,d lkFk nckuk pkfg,A
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ikBxr ç'u

5- u, nLrkosT+k dks [kksyus ds fy, dhcksMZ dk mi;ksx djds fdl 'kkWVZdV dqath dks
nck;k tkrk gS \

6- fuEufyf[kr lso djus ds fy, esU;w ckj ij D;k dekaM gSa\

(d) ,d ubZ iQkby ([k) ekStwnk iQkby

7- fçaV Mk;ykWx ckWDl esa nLrkosT+k dks fofHkUu vkdkj ds dkxT+kksa ij fçaV djus ds D;k
pj.k gSa \

8-  fuEufyf[kr lgh gSa ;k xyr%

(d) foaMks esU;w vkidks nks nLrkosT+kksa ij ,d lkFk dke djus dh vuqefr nsrk gSA

([k) leh{kdksa ls iQkby dks lqjf{kr j[kus ds fy, iQkby esa ikloMZ Mkyuk
vko';d ugha gSA

(x) çksVsDV MkWD;wesaV Mk;ykWx ckWDl esa ̂ ^VªSDM psatsl** dekaM dk p;u djus ij
vU; yksx nLrkosT+k esa ifjorZu ugha dj ldrs gSaA

3-11 vkius D;k lh[kk

bl ikB esa vkius ,e ,l oMZ dh fofHkUu lqfoèkkvksa tSls nLrkosT+k dk fuekZ.k djuk] fçaV
vkSj iQkWeZsV djus ds rjhdksa dks lh[kkA vc vki VsDLV dks ,d LFkku ls nwljs LFkku ij
ys tk ldrs gSa vkSj ml ij fofHkUu iQkWUV vkSj o.kZ 'kSyh (character styles) ykxw dj
ldrs gSaA vki fofHkUu dekaM dk mi;ksx dj vius nLrkosT+k dks lajf{kr dj ldrs gSaA

3-12 ikBkar ç'u

1- oMZ çksxzke esa :ylZ ds nks mi;ksx fy[ksaA

2- ekml IokbaVj D;k gksrk gS\

3- ,aM&vkWiQ&MkD;wesaV ekdZj D;k gksrk gS\

4- nLrkosT+k dk uke cnyus ds pj.kksa dk mYys[k djsaA

5- nLrkosT+k ij nwljs yksx igq¡p u ldsa blds fy, mls lajf{kr djus ds pj.k D;k gSa\

6- nLrkosT+k dks lajf{kr djus ds fy, fn, x, ikloMZ dks vki fdl çdkj la'kksfèkr
djrs gSa\

7- nLrkosT+k ds ,d ls vfèkd i`"Bksa dks dkxT+k dh ,d 'khV ij fçaV djus ds D;k pj.k
gSa\

8- fçaV Mk;ykWx ckWDl esa miyCèk dksbZ Hkh rhu fodYi fy[ksaA
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3-13 ikBxr ç'uksa ds mÙkj

1- (d) lgh

([k) xyr

(x) lgh

(?k) lgh

(p) xyr

2- ([k) (ekml ij nk;ka fDyd djsa)

3- (?k) (mijksDr lHkh)

4- çksxzke → ekbØkslkWÝ+V oMZ

5- CTRL+N dqaft;ka

6- (d) iQkby → lso ,sT+k

([k) iQkby → lso

7- T+kwe ds varxZr Ldsy Vw isij esa dkxT+k dk mfpr vkdkj pqusa vkSj fiQj vksds ij
fDyd djsaA

8- (d) lgh

([k) xyr

(x) xyr


