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7-1 ifjp;

,Dlsy vkidh odZ'khV dks vfèkd ifj"Ñr cukus ds fy, iQkWeZsV ds vusd fodYi
çnku djrk gSA vki iQkWUV ds vkdkj] jax ,oa dks.k dks ifjofrZr dj ldrs gSa] ckWMZj
esa jax Mky ldrs gSa] lsy dh i`"BHkwfe (Background) ds jax dks cny ldrs gSa vkSj
lsy ds eku (value) ds vkèkkj ij mlds iQkWeZsV dks cny ldrs gSaA vki ns[ksaxs fd ,e
,l ,Dlsy esa miyCèk dqN iQkWeZsfVax lqfoèkk,¡ mlh leku gSa ftudk mi;ksx vkius ,e
,l oMZ esa fd;k gSA

7-2 mís';

bl ikB dk vè;;u djus ds i'pkr vki %

vkWVksiQkWeZsV lqfoèkk dk mi;ksx dj ldsaxs_

MkVk vkSj odZ'khV dks iQkWeZsV dj ldsaxs_

iQkWeZsV isaVj dk mi;ksx dj ldsaxs_

iQkWeZwyksa vkSj iQaD'kuksa dk mi;ksx dj ldsaxsA

7-3  iQkWeZsV Vwyckj dk mi;ksx djuk

iQkWeZsfVax gekjs dk;Z dks vkSj vfèkd çn'kZuh; cukus esa lgk;rk djrk gSA ;g çs{kdksa@ikBdksa
(Viewers/readers) ds fy, odZ'khV dks mlds mís'; ds lanHkZ esa le>us ds fy,
vklku cukrk gSA

,Dlsy 2007 esa iQkWeZsfVax VwYl rhu LFkku ij miyCèk gksrs gSaA

1- gkse VSc esa
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2- feuh Vwyckj esa tks jsat ;k lsy ij nk;k¡ fDyd djus ij çnf'kZr gksrs gSa]

3- iQkWeZsV lsy Mk;ykWx ckWDl esaA

7-3-1 gkse VSc vkSj iQkWeZsfVax VwYl

gkse VSc] iQkWeZsfVax vko';drkvksa ds lUnHkZ esa] lkekU;r;k iz;ksx fd, tkus okys fodYiksa
dks vklkuh ls miyC/ djkrk gSA vki lsy ;k jsat dks pqudj bl Vwy }kjk t:jrksa ds
vuqlkj MkVk dks cny ldrs gSa] tSls fd vykbuesaV djuk] iQkWUV cnyuk ;k la[;k
lewgksa dks ,df=kr djukA ,sls VwYl ds mfpr vkSj csgrj mi;ksx dks le>us dk ,dek=k
rjhdk gS mudk mi;ksx djds muds çHkkoksa dks ns[kukA dqN daVªksYl dks foLr`r Hkh fd;k
tk ldrk gS tSls fd MWªki Mkmu lwph bR;kfnA ;fn vki cVu ds lkFk esa ,d ,sjks ns[krs
gSa rks ;g cVu foLr`r gksdj miyCèk fodYiksa dks çnf'kZr djsxkA

fp=k 7-1

7-3-2 feuh Vwyckj esa

tc vki ,d lsy ;k jsat ij nk;k¡ fDyd djrs gSa rks 'kkWVZdV esU;w çdV gksrk gSA feuh
Vwyckj 'kkWVZdV esU;w ds Åij (;k uhps) Hkh çdV gksrk gSA

feuh Vwyckj esa lkekU; iQkWeZsfVax ds fy, daVªksYl gksrs gSa%

iQkWUV çdkj

iQkWUV lkbT+k

iQkWUV ?kVkuk

iQkWUV c<+kuk

ys[kkdj.k (Accounting) uacj iQkWeZsV
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vYi lwpd (comma) dk LVkby

iQkWUV dyj

iQkWeZsV isaVj

cksYM

bVSfyd

lsaVj

çfr'kr (Percent) LVkby

ckWMZj

etZ ,aM lsaVj

Msfley c<+kuk

Msfley ?kVkuk

jax Hkjuk

uhps çnf'kZr fp=k 7-2 esa vki 'kkWVZdV esU;w ns[k ldrs gSaA ;g rc çnf'kZr gksrk gS tc
vki fdlh lsy ij nk;k¡ fDyd djrs gSaA

fp=k 7-2
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7-3-3 iQkWeZsV lsYl Mk;ykWx ckWDl dk ç;ksx djuk

fjcu ds gkse VSc }kjk iQkWeZsV lacaèkh dbZ vko';drk,a iwjh gks tkrh gSa] fiQj Hkh dqN
fo'ks"k çdkj dh iQkWeZsfVax dks iQkWeZsV lsYl MkW;ykWx ckWDl dk mi;ksx djds gh iwjk
fd;k tk ldrk gSA bl MkW;ykWx ckWDl dh enn ls vki fdlh Hkh çdkj dh iQkWeZsfVax
'kSyh ;k uacj iQkWeZsV dks ykxw dj ldrs gSaA

iQkWeZsV lsYl Mk;ykWx ckWDl ls p;fur iQkWeZsV mu lsYl ij ykxw gksrk gS tks ml le;
p;fur gksrs gSaA iQkWeZsV lsYl Mk;ykWx ckWDl dk mi;ksx djus ds fy,] ml lsy ;k jsat
dk p;u djsa ftl ij vkidks  iQkWeZsfVax ykxw djuh gSA

vc dksbZ Hkh ,d fuEufyf[kr fofèk pqusa%

Ctrl+1 nck,¡] vFkkZr daVªksy dqath vkSj la[;kRed 1 dqath]

gkse→iQkWUV] gkse→vykbuesaV] ;k gkse→uacj esa Mk;ykWx ckWDl ykWUpj ij fDyd
djsaA uhps dh vksj eq¡g okyk ,sjks vkbdu ds nkfgus Hkkx esa çnf'kZr gksxkA ,Dlsy
fjcu esa] ,sjks ds ;g fpUg Mk;ykWx ckWDl ykWUpj dgykrs gSaA

fp=k 7-3

p;fur lsy ;k jsat ij nk;k¡ fDyd djus ds i'pkr] 'kkWVZdV esU;w ls iQkWeZsV lsy
dks pqusaA

fjcu esa dqN MªkWi&Mkmu daVªksy ls ^eksj* (More) dekaM pqusaA mnkgj.k ds fy,
gkse → uacj → tujy → eksj uacj iQkWeZsV---MªkWiMkmu esa eksj uacj iQkWeZsV uked
vkbVe 'kkfey gksrk gS] tSlk uhps fn[kk;k x;k gSA (fp=k 7.4)

iQkWeZsV lsYl Mk;ykWx ckWDl esa N% VSc gksrs gSa% uacj] vykbuesaV] iQkWUV] ckWMZj] iSVuZ vkSj
çksVsD'kuA (fp=k 7.5)
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fp=k 7-4

fp=k 7-5
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7-4  Mk;ykWx }kjk lsy iQkWeZsV djuk

7-4-1 uacj VSc

bl VSc ij ekStwn fodYiksa }kjk MkVk Vkbi dk p;u fd;k tk ldrk gSA vki ftl jsat
dks iQkWeZsV djuk pkgrs gSa mldk p;u djsa vkSj fdlh ,d dSVsxjh uacj ij fDyd djsa
tSlk fd fp=k 7-5 esa fn[kk;k x;k gS] tks vkids pqus gq, uacjksa ij ykxw gks tk,xkA vxj
lsy esa VsDLV vkSj uEcj gSa vkSj mlesa dksbZ Hkh fo'ks"k uacj iQkWeZsV ugha gS rks tujy pqusaA
blls ;fn vki uacj dSVsxjh dks pqurs gS rks vki la[;k dks iw.kk±d] n'keyo vad] ftlesa
n'keyo ds ckn vkus okyh la[;k n'kkZus dk çkoèkku gksrk gS] bR;kfn esa n'kkZ ldrs gSaA
mnkgj.k ds fy,] ;fn vki n'keyo fcanq (Decimal point) ds i'pkr fliQZ nks vad
gh fn[kkuk pkgrs gks] rks uacj dSVsxjh ij tkdj Mslhey Iysl dks pqusaA vki vius
dEI;wVj  esa nwljs fodYiksa dk Hkh  ijh{k.k dj ldrs gSaA

7-4-2 vykbuesaV VSc

bu fodYiksa }kjk vki lsy esa MkVk ds LFkku vkSj vykbuesaV dks ifjofrZr dj ldrs gSaA
iQkWeZsfVax Vwyckj ij ekStwn vykbuesaV cVuksa dh rqyuk esa iQkWeZsV lsYl Mk;ykWx ckWDl
vkidks vfèkd fodYi çnku djrk gSA mnkgj.k ds fy, vki VsDLV ds vksfj,aVs'ku dks
cny ldrs gSaA

7-4-3 iQkWUV VSc

iQkWUV iQsl] lkbT+k] LVkby rFkk biQsDV ds lkFk lkFk iQkWUV ds vU; lHkh xq.k bl VSc esa
fn[kk, tkrs gSaA iQkWeZsfVax Vwyckj dk ç;ksx djds vki vius lsy dh lkexzh dks cksYM]
bVSfyd vkSj vaMjykbu dj ldrs gSaA vfèkd iQkWeZsfVax fodYiksa ds fy, vki iQkWeZsV
lsYl Mk;ykWx ckWDl dk mi;ksx dj ldrs gSaA

7-4-4 ckWMZj vkSj iSVuZ VSc

ckWMZj Mkyus] lsy dks 'ksM djus vkSj iQkWUV ds jax cnyus ds fy, vki iQkWeZsfVax Vwyckj
dk mi;ksx dj ldrs gSaA ;g cVu okLro esa fV;j vkWiQ isysV~l (TEAR -OFF-
PALLETTES) dh rjg gSA tc vki cVu ds fiDpj okys Hkkx ij fDyd djrs gSa]
rks çnf'kZr fiDpj dk iQkWeZsV] pqus gq, lsy dh lkexzh ij ykxw gks tkrk gSA cVu ij
fn[kk, gq, MªkWi Mkmu ds NksVs ,sjks ij fDyd djsa vkSj iSysV ds uewuksa ij igq¡p dj vki
cVu ij fn[kk, x, fp=k dks ,sls cny ldrs gSaA

iQkWeZsV lsYl Mk;ykWx ckWDl esa ekStwn fodYiksa dk mi;ksx djds p;fur lkexzh esa ckWMZj
Mkyus ;k jax Hkjus gsrq fuEufyf[kr pj.kksa dk ikyu djsaA

1- iQkWeZsV lsYl Mk;ykWx ckWDl çnf'kZr djus ds fy, gkse→lSYl→iQkWeZsV→iQkWeZsV
lsYl pqusaA

2- ckWMZj VSc pqusaA

3- çhlSV (Preset) {ks=k esa] ckWMZj dk LFkku fufnZ"V djus ds fy, uu (NONE)] vkmV
ykbu ;k bulkbM dk p;u djsaA
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4- ckWMZj ds fy, dksbZ Hkh fuEufyf[kr fodYi pqusa%

ckWMZj {ks=k esa] ckWMZj dks VkWxy (TOGGLE) djus ds fy, fdlh Hkh cVu ij
fDyd djsaA

LVkby {ks=k esa ckWMZj dh ykbu dk LVkby pqusaA

;fn vko';d gks rks ckWMZj esa jax Hkjus ds fy, dyj iSysV esa ls dksbZ jax pqusaA

5- iSVuZ VSc pqusa] vkSj mlds ckn fuEufyf[kr esa ls dksbZ Hkh ,d fodYi pqusa%

dyj iSysV esa p;u djds cSdxzkmUM ds fy, dksbZ jax pqusaA

;fn vko';d gks] rks iSVuZ iSysV ls p;u ds cSdxzkmUM ds fy, dksbZ iSVuZ pqusaA

6- ckWMZj vkSj jax ykxw djus ds fy, vksds ij fDyd djsaA

7-4-5 fnukad rFkk le;

;fn vki odZ'khV ds fdlh lsy esa dksbZ fnukad tSls fd ¶tuojh 1] 2001¸ Mkyrs gSa]
rks ,Dlsy Lopkfyr :i ls ml VsDLV dks fnukad le> ysxk vkSj mldk iQkWeZsV cny
nsxk] tSls fd ¶1&tuojh&01¸A fnukad ds iQkWeZsV dks cnyus ds fy,] iQkWeZsV lsYl
Mk;yWkx cWkDl esa uacj VSc dk p;u djsaA dSVsxjh ckWDl esa ¶MsV¸ pqusa vkSj  Vkbi ckWDl
ls fnukad ds fy, iQkWeZsV dk p;u djsaA ;fn iQhYM le; gS rks dSVsxjh ckWDl esa ¶Vkbe¸
pqusa vkSj Vkbi ckWDl ls bfPNr Vkbi pqusaA fnuk¡d vkSj le; ds lfEeJ.k Hkh lwphc¼
gSaA lekfIr ij vksds cVu nck,¡A

fp=k 7-6
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7-5 dkWye vkSj jks dh iQkWeZsfVax

dHkh dHkh lkexzh dkWye dh pkSM+kbZ esa lek;ksftr (Fit) ugha gks ikrh gSA blfy,] dkWye
dh pkSM+kbZ ds vUnj mUgsa lek;ksftr (Fit) djus ds fy,] ge vkWVksfiQV iQhpj dk mi;ksx
dj ldrs gSaA mnkgj.k ds fy, fd ge ns[k ldrs gSa fd] dkWye C esa dkWye dk gSMj
iwjh rjg ls ǹ';eku ugha gSA (fp=k 7.7)

fp=k 7-7

dkWye dks vkWVksfiQV djus ds pj.k

pkSM+kbZ c<+kus gsrq dkWye ds gSMj ;k ml dkWye ds fdlh Hkh lsy ij fDyd djsaA

gkse VSc ij fDyd djsaA

fjcu ij lsYl lewg ls iQkWeZsV pqusaA

fp=k 7-8

vkWVksfiQV dkWye foM~Fk (Autofit Column Width) ij fDyd djsaA

fp=k 7-9
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çHkko ns[ksa] dkWye C iw.kZ lkexzh fn[kk jgk gS] vFkkZr dSesLVªh (Chemistry)A

fp=k 7-10

  blh rjg ls vki jks ds fy, Hkh vkWVksfiQV ykxw dj ldrs gSaA

jks dh Å¡pkbZ ifjofrZr djus ds fy, jks ds gSMj] ;k jks esa fdlh Hkh vU; lsy ij
fDyd djsaA

gkse VSc ij fDyd djsaA

fjcu ij lsYl lewg ls iQkWeZsV pqusaA

fp=k 7-11

vkWVksfiQV jks gkbV (Autofit Row Height) ij fDyd djsaA

fp=k 7-12
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çHkko nsf[k;s] jks 6 iw.kZ lkexzh fn[kk jgh gS vFkkZr vuqjkx (Anurag)

dkWye vkSj jks dks Lo;a gh vkdkjc¼ djus dk nwljk rjhdk ¶csLV fiQV¸ gSA bls djus
ds fy,%

1- vius IokbaVj dks ml dkWye ds dkWye gSMj ij ;k dkWye ds nkfgus fdukjs ij j[ksa]
ftls vki lek;ksftr djuk pkgrs gSaA è;ku nsa fd bl {ks=k esa IokbaVj nks eq¡g okys
,sjks esa ifjofrZr gks tkrk gSA

fp=k 7-13

2- vius IokbaVj dks Mcy fDyd djsa] vkSj mlds ckb± vksj dk dkWye vius Hkhrj MkVk
çfof"V;ksa dks lek;ksftr djus ds fy, Lor% O;ofLFkr gks tk,xkA

blh rjg ls] tc IokbaVj dks jks gSMj ij j[kk tkrk gS rks ;g nks eqags ,sjks esa cny tkrk
gSA Mcy fDyd djus ls jks dh Å¡pkbZ vfèkd ;k de gks tkrh gSA

p;fur dkWye ;k jks dks fNikuk

fNikuk (Hide)% ;g fodYi p;fur dkWye ;k jks dks fNik nsrk gS] tcfd mlesa ,aVªh
vHkh Hkh gksrh gSaA dkWye ;k jks dks fNikuk vupkgs ifjorZu dks jksdus esa lgk;d gksrk
gSA dkWye fNikus ds fy,] bu pj.kksa dk ikyu djsa%

1- dkWye ds gSMj ij fDyd djds ml dkWye dks pqusa ftls vki fNikuk pkgrs gSaA eku
yhft, fd vki dkWye C dks Nqikuk pkgrs gSa ftlesa dSfeLVªh (Chemistry) ds vad
fn, x, gSaA

fp=k 7-14
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dkWye fNikus ds fy, nk;k¡ fDyd djds gkbM (Hide) fodYi pqusaA

fp=k 7-15

fuEufyf[kr fp=k 7-16 nsf[k;s] dkWye C n`';eku ugha gSaA

fp=k 7-16

fNis gq, p;fur dkWye ;k jks dks okil fn[kkus djus ds fy,

fNis dkWye dks okil fn[kkus ds fy, bu pj.kksa dk ikyu djsa%

1- dkWyeksa ds ml n`';eku lewg dk p;u djsa ftlesa fNis gq, dkWye 'kkfey gSaA



146 :: MkVk ,aVªh vkWijs'kUl

fp=k 7-17

2- vc p;fur dkWye ij nk;k¡ fDyd djsaA ikWi vi esU;w ls vugkbM (Unhide) pqusaA

fp=k 7-18

3- vki ns[k ldrs gSa fd] dkWye C fiQj ls n`';eku gks x;k gSA
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fp=k 7-19

blh rjg ls vki jks dks Hkh gkbM vkSj vugkbM dj ldrs gSaA

7-6 lsy LVkbyksa dk ç;ksx djds odZ'khV dh iQkWeZsfVax djuk vkSj
LVkbyksa dks ykxw djuk

,Dlsy 2007 esa iwoZifjHkkf"kr (Predefined) LVkbyksa dk p;u djds vki odZ'khV dks
tYnh ls iQkWeZsV dj ldrs gSaA LVkby vkidh odZ'khVksa dks O;kolkf;d (Professional)
:i nsus esa lgk;rk djrh gSaA ,Dlsy esa lHkh LVkby] lsy ds LVkby gSaA gkykafd]
ifjHkkf"kr LVkby dks laiw.kZ odZ'khV ij ykxw fd;k tk ldrk gSA lsy LVkby esa dksbZ
Hkh iQkWeZsfVax 'kkfey gks ldrh gS ftls miyCèk fodYiksa dk mi;ksx djds lsy esa ykxw
fd;k tk ldrk gSA ge viuh Lo;a dh lsy LVkby Hkh cuk ldrs gSaA

ml lsy dks pqusa ftl ij LVkby ykxw djuh gksA

gkse VSc esa LVkbYl lewg ls] lsy LVkbYl ij fDyd djsaA ;gk¡ geus gSfMax 1 dks
pquk gSA vc çHkko nsf[k,A

fp=k 7-20
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fp=k 7-21

dqN çHkkoksa dk o.kZu uhps fd;k x;k gS%

1- dWkek (Comma)% vadksa vkSj n'keyo fcanq ds i'pkr nks vadksa ds ckn dWkek
yxrk gSA

2- dWkek [O]% dWkek LVkby tks la[;k dks laiw.kk±d (Whole number) cukrk gSA

3- djsalh% MkWyj fpUg] dWkek vkSj n'keyo ds ckn nks vad yxkdj la[;k dks eqæk
ds :i esa iQkWeZsV djkrk gSA

4- djsalh [O]% eqæk LVkby tks la[;k dks laiw.kk±d curk gSA

5- ukWeZy (lkekU;)% fdlh Hkh çdkj ds cnyko dks fiQj ls lkekU; uacj iQkWeZsV esa
ifjofrZr djrk  gSA

6- çfr'kr%  la[;k dks çfr'kr esa cnydj çfr'kr fpUg tksM+rk gSA

7-6-1 LVkbYl fMyhV djuk%

ml LVkby ij nk;k¡ fDyd djsa ftls vki gVkuk pkgrs gSaA (mnkgj.kr% vxj vki
Bad LVkby dks gVkuk pkgrs gSa rks Bad ij nk;k¡ fDyd djsa)

fMyhV pqusaA

fp=k 7-22
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vki ns[k ldrs gSa fd] Bad LVkby fMyhV gks xbZ gS tSlk fd fp=k esa fn[kk;k x;k
gSA

fp=k 7-23

7-7 iQkWeZsV isaVj

LVSaMMZ Vwyckj ij miyCèk iQkWeZsV isaVj VsDLV dks iQkWeZsV djus ds fy, ,d cgqr gh
mi;ksxh Vwy gSA vxj vkius ,d fuf'pr iQkWUV] LVkby] MsV iQkWeZsV] uacj iQkWeZsV] ckWMZj
;k vU; iQkWeZsV ds lkFk fdlh lsy dks iQkWeZsV fd;k gS] vkSj blh rjg ds lHkh iQkWeZsV
dks fdlh nwljs lsy ;k vU; dkiQh lkjs lsyksa ij dkWih djuk pkgrs gSa] rks dlZj dks
ml lsy ij yk,¡ ftldh iQkWeZsfVax vki dkWih djuk pkgrs gSaA gkse VSc esa fDyicksMZ
lewg esa iQkWeZsV isaVj ij fDyd djsa (è;ku nsa fd vkids IokbaVj ds lkFk esa vc ,d
isaV cz'k vk tk,xk)A vc mu lsyksa dks pqusa ftu ij vki ogh iQkWeZsfVax ykuk pkgrs gSaA
fDyd djus ij iQkWeZsfVax ifjofrZr gks tk,xhA

blds vykok ;fn vki bl iQkWeZsV dks dbZ txgksa ij dkWih djuk pkgrs gks rks ¶iQkWeZsV
isaVj¸ ij nks ckj fDyd djsaA vkidk iQkWeZsV isaVj rc rd lfØ; jgsxk tc rd fd
vki ¶ESC¸ dq¡th ugha nckrs gSaA

fp=k 7-24

7-8 vkWVksiQkWeZsV

,Dlsy dh vkWVksiQkWeZsV lqfoèkk Vscy LVkbYl dk mi;ksx djrh gS] tks uacj iQkWeZsV] iQkWUV]
lsy vykbuesaV] iSVUlZ] 'ksfMax] dkWye dh pkSM+kbZ rFkk jks dh mapkbZ ds fy, iwoZ
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ifjHkkf"kr laxzg gS tks vkids }kjk fufnZ"V lsy dh jsat dks vkd"kZd cukrk gSA ;g
LVkbYl ftl çdkj dh gS vki mudk oSls gh bLrseky dj ldrs gSa ;k muds dqN xq.kksa
dks ifjofrZr Hkh dj ldrs gSaA

,Dlsy esa Vscy dks iQkWeZsV djus ds vusd iwoZ fuèkkZfjr fodYi gSaA bu pj.kksa dk ikyu
djds vki LVkbYl dks tksM+sa%

1- ml lsy lewg dks gkbykbV djsa ftls iQkWeZsV fd;k tkuk gSA

fp=k 7-25

2- fjcu ls gkse VSc →→→→→ LVkby xzqi →→→→→ iQkWeZsV ,sT+k Vscy dk p;u djsa

;g vusd iwoZ ifjHkkf"kr Vscy iQkWeZsV fn[kk;sxkA (fp=k 7.27)

fp=k 7-26
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fp=k 7-27

3- buesa ls dksbZ Hkh ,d iQkWeZsV pqusaA ;gk¡ geus iQkWeZsV~l dh ̂ MkdZ* Js.kh ls prqFkZ Vscy
iQkWeZsV dk p;u fd;k gSA ;g fuEufyf[kr Mk;ykWx ckWDl çnf'kZr djsxkA ^ek;
Vscy gST+k gSMlZ* (My table has headers) pSd ckWDl ij fDyd djsa vkSj ¶vksdş
ij fDyd djsaA

fp=k 7-28

uhps fn, x, fp=k esa iQkWeZsfVax ds çHkko nsf[k,A lkFk gh Vscy Vwy fMT+kkbu VSc nsf[k,
ftlesa fjcu ,d ls vfèkd lewg çnf'kZr dj jgk gSA Vscy LVkby lewg esa iwoZ
ifjHkkf"kr Vscy ds çk:iksa (Format) esa ls fdlh ,d ij fDyd djds LVkby dks
cnyk tk ldrk gSA



152 :: MkVk ,aVªh vkWijs'kUl

fp=k 7-29

7-9 odZ'khV~l dks fNikuk ;k fn[kkuk

odZ'khV dks fNikuk

ml 'khV VSc ij nk;k¡ fDyd djsa ftls fNikuk pkgrs gSA

esU;w ls gkbM fodYi pqusa] tSlk uhps fn[kk;k x;k gSA

fp=k 7-30

fNih gqbZ 'khV dks mtkxj djus ds fy,] fdlh Hkh n`';eku 'khV ij nk;k¡ fDyd
djsaA vugkbM Mk;ykWx ckWDl çnf'kZr gksxkA 'khVksa dh lwph esa ls ml 'khV dks pqusa
ftls okil fn[kkuk gksA gekjs bl mnkgj.k esa vugkbM djus ds fy, dsoy ,d gh
'khV çnf'kZr gksxhA
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fp=k 7-31

fuEufyf[kr fp=k 'khV 1 dks Hkh fn[kkrk gSA

fp=k 7-32

7-10 odZ'khV dks lajf{kr (Protect) ;k vlajf{kr (Unprotect) djuk

odZ'khV dks lajf{kr (Protect) djus gsrq

vki viuh odZ'khV dks lajf{kr dj ldrs gSa rkfd dksbZ vufèkÑr (Unauthorized)

O;fDr mls laikfnr (Edit) u dj ldsA blds fy, vki ikloMZ }kjk viuh 'khV dks
lajf{kr (Protected) dj ldrs gSaA

odZ'khV lajf{kr djus ds fy, fuEufyf[kr pj.kksa dk ç;ksx djsa%

gkse VSc pqusaA

lsYl lewg esa iQkWeZsV ij fDyd djsaA

MªkWi Mkmu esU;w ls ¶çksVsDV 'khV¸ pqusaA çksVsDV 'khV Mk;ykWx ckWDl çdV gksxkA 'khV
dks lajf{kr djus ds fy, ikloMZ çfo"V djsaA daiQeZ ikloMZ (Confirm Password)

Mk;ykWx ckWDl esa mlh ikloMZ dks iqu% çfo"V (Re-enter) djsaA
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fp=k 7-33

fp=k 7-34
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vc vxj vki odZ'khV esa fdlh Hkh ifjorZu dh dksf'k'k djrs gSa] rks fuEufyf[kr
Mk;ykWx ckWDl çdV gksxkA

fp=k 7-35

odZ'khV vlajf{kr (Unprotect) djus gsrq

laikfnr djus ds fy, vki viuh odZ'khV dks vlajf{kr (Unprotected) dj ldrs
gSaA

odZ'khV dks vlajf{kr djus ds pj.k

gkse VSc pqusaA

lsy lewg esa iQkWeZsV ij fDyd djsaA

MªkWi Mkmu esU;w ls vuçksVsDV 'khV pqusaA vuçksVsDV 'khV Mk;ykWx ckWDl çdV gksxkA
'khV dks vlajf{kr djus ds fy, ikloMZ çfo"V djsaA ikloMZ ogh gksuk pkfg,
ftldk mi;ksx lajf{kr djus ds fy, fd;k x;k FkkA vksds nck,¡A

fp=k 7-36
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ikBxr ç'u

1- fuEufyf[kr dFku lgh gSa ;k xyr%

(d) iQkWeZsfVax Vwyckj ij vykbuesaV lewg dh rqyuk esa iQkWeZsV lsYl Mk;ykWx ckWDl
vkidks vfèkd fodYi çnku djrk gSA

([k) odZ'khV ij cnys gq, iQkWeZsV~l dk fçO;w djus gsrq ¶,fMV¸ ij fDyd djsaA

(x) ;fn iQhYM ¶Vkbe¸ gS rks dSVsxjh ckWDl esa ls ¶Vkbe¸ pqusaA

(?k) dkWye dks okil fn[kkus ds fy, p;fur dWkye lewg ij nk;k¡ fDyd djsa
rFkk iWki vi esU;w ls vu&gkbM pqusaA

(M+) LVkby Mk;ykWx ckWDl çnf'kZr djus ds fy, ,fMV LVkby pqusaA

2- fjDr LFkkuksa dh iwfrZ djsa%

(d) &&&&&& cVu dks nckdj fo'ks"krkvksa (Attributes) dks la'kksfèkr djsaA

([k) ,Dlsy esa lHkh LVkby &&&&&&gSaA

(x) ikloMZ Mkyus ls vkidks vokafNr ifjorZuksa ls odZ'khV dks &&&&&& djus esa
enn feyrh gSA

(?k) ;fn LØhu ij Vwyckj igys ls n`';eku ugha gS rks &&&&&& dk p;u djsaA

(M+) MkVk iQkWeZsV cnyus ds fy, iQkWeZsV lsy Mk;yWkx cWkDl ls &&&&&& dk p;u
djsaA

7-11 vkius  D;k lh[kk

bl ikB esa vkius odZ'khV dks iQkWeZsV djus ds fy, ,Dlsy esa miyCèk fofHkUu VwYl ds
ckjs esa lh[kkA vki VsDLV dks vykbu dj ldrs gSa vkSj iQkWUV] lkbt] LVkby] biQsDV
bR;kfn dks Hkh cny ldrs gSaA vkius ;g Hkh lh[kk fd vkids }kjk p;fur lsYl ds
VsDLV esa fdl çdkj ckWMZj ;k 'ksM Mkyk tkrk gSA blds vykok vkius odZ'khV ij
LVkby ykxw djus vkSj LVkby dks la'kksfèkr djus ds ckjs esa Hkh lh[kkA

7-12 ikBkar ç'u

1- iQkWeZsV isaVj D;k gS\ ,Dlsy esa iQkWeZsV isaVj dc mi;ksxh gksrk gS bl ckjs esa vki D;k
lksprs gSa\

2- ,Dlsy esa miyCèk fofHkUu iwoZ fuèkkZfjr LVkbyksa dk o.kZu djsaA

3- ubZ LVkby dk fuekZ.k djus ds pj.kksa dk o.kZu djsaA
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4- ,d [kqyh gqbZ odZcqd ls nwljh odZcqd esa LVkbyksa dks fdl çdkj dkWih fd;k tkrk
gS\

5- iQkWeZsV lsYl Mk;ykWx ckWDl esa miyCèk fHkUu VSc dkSu&dkSu ls gSaA

6- ,Dlsy iQkWeZsV lsYl Mk;ykWx ckWDl esa fuEufyf[kr miyCèk fof'k"V fo'ks"krk,¡ D;k
gSa%

(d) uEcj VSc]

([k) ckWMZj VSc

(x) ,ykbuesaV VSc

7- vki fuEu dk;Z fdl çdkj djsaxs%

(d) dkWye dks fNikuk

([k) dkWye dks okfil fn[kkuk

(x) odZ'khV fNikuk

(?k) odZ'khV dks okfil fn[kkuk

8- vki vius odZ'khV ds dkWye ;k jks dk vkdkj fdl çdkj ifjofrZr dj ldrs gSa\

7-13 ikBxr ç'uksa ds mÙkj

1- d) lgh [k) xyr x) lgh ?k) lgh M) xyr

2- (d)  la'kksfèkr (Modify)

([k)  lsy LVkby

(x)  cpkuk@lajf{kr

(?k)  O;w Vwyckj iQkWeZsfVax

(M+)  uacj VSc


