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9-1 ifjp;

tc Hkh vki vius fopkjksa dks çLrqr djus] Hkk"k.k nsus] d{kk esa ysDpj nsus] dEI;wVj
lEesyu dk vk;kstu vkfn djus ds fy, ,d ;k ,d ls vfèkd yksxksa ds lkeus vkrs
gSa rks vkids ikl ,d izLrqrhdj.k (çsT+ksUVs'ku) gksrk gSA fdlh Hkh çsT+ksUVs'ku dk ewy
mís'; laizs"k.k gksrk gSA çHkkoh <ax ls laokn djus ds fy,] vkidks vius rF;ksa dks ljy]
laf{kIr vkSj fnypLi rjhds ls of.kZr djuk gksrk gSA fdlh Hkh çsT+ksUVs'ku ds pkj cqfu;knh
rRo gksrs gSa% vFkkZr vki Lo;a] vkids vius n'kZd] vkids lans'k vkSj vkids midj.kA

bl ikB esa vki ekbØkslkWÝV ikoj IokbaV 2007 dk mi;ksx djds çsT+ksUVs'ku cukuk lh[ksaxs
tks ,d iw.kZ çsT+ksUVs'ku lkWÝVos;j gSA Hkys gh vki ,d eYVhehfM;k fo'ks"kK u gksa] fiQj
Hkh LykbM cukus esa vkSj jkspd LykbM 'kks çLrqr djus esa ikoj IokbaV vkidh lgk;rk
djrk gSA ysvkmV] fMtkbu vkSj vkidh LykbMksa ds iQkWeZsV ij Hkh ikWoj IokabV mi;ksxh
lq>ko çnku djrk gSA

9-2 mís';

bl ikB dk vè;;u djus ds i'pkr vki %

ikoj IokbaV dh ewy lqfoèkkvksa dks ifjHkkf"kr dj ldsaxs_

çsT+ksUVs'kUl cuk ldsaxs_

LykbM rS;kj dj ldsaxs vkSj LykbM esa VsDLV tksM+ ldsaxs_

pkVZ vkSj xzkfiQDl Mky ldsaxs_

èofu vkSj ,fues'ku çHkko tksM+ ldsaxs_

çsT+ksUVs'ku dks lso vkSj fçaV dj ldsaxs_

LykbM 'kks pyk ldsaxsA

9

çsT+ksUVs'ku cukuk
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9-3 ikoj IokbaV çksxzke 'kq: djuk

;g fp=kksa] èofu çHkkoksa] rkfydkvksa vkSj pkVks± }kjk vkids çsT+ksUVs'ku dks c<+krk gSA ikoj
IokbaV dh eq[; fo'ks"krk,¡ bl çdkj gSa%

& ikoj IokbaV vkidks çsT+ksUVs'ku cukus ds dbZ rjhds çnku djrk gSA

& LykbM dk fuekZ.k djuk vkids lHkh dk;ks± dk ewy gS tks vki ikoj IokbaV esa djrs
gSaA LykbM dh Jà[kyk ds lkFk vkidks vius fopkj fey ldrs gSaA

& VsDLV tksM+us ls vkidks vius fopkjksa dks 'kCnksa esa O;Dr djus esa lgk;rk feyrh gSA

& eYVhehfM;k lqfoèkk,¡ vkidh LykbMksa dks thoarrk çnku djrh gSaA vki LykbM esa
fDyi vkVZ] èofu çHkko] laxhr] ohfM;ks fDyi vkfn tksM+ ldrs gSaA

& ikoj IokbaV esa çsT+ksUVs'ku cukuk vklku gksrk gSA ,d ckj LykbMsa cukus ds ckn vki
mUgsa Øe esa yxk ldrs gSa] vius LykbM 'kks ds çn'kZu dk le; lSV dj ldrs gSa
vkSj mls vius n'kZdksa ds lkeus çLrqr dj ldrs gSaA

vki ikoj IokbaV çksxzke dks fofHkUu rjhdksa }kjk 'kq: dj ldrs gSaA ,d rjhdk gS LVkVZ
cVu dk mi;ksx djuk%

1- LVkVZ cVu ij fDyd djsaA

2- çnf'kZr gksus okys esU;w esa vkWy çksxzkEl→→→→→ekbØkslkWÝ+V vkWfiQl→→→→→ekbØkslkWÝ+V
vkWfiQl ikoj IokbaV 2007 dk p;u djsa (fp=k 9-1)A dqN gh lsdaM esa vkidks
ekWfuVj ij ikoj IokbaV LØhu fn[kkbZ nsxhA (fp=k 9-2)A

fp=k 9-1
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fp=k 9-2

9-4 çsT+ksUVs'ku cukuk

tc vki ikoj IokbaV çksxzke 'kq: djrs gSa] rc vkidks [kkyh (CySad) çsT+ksUVs'ku fn[krk
gSA
uksV% ikoj IokbaV 2007 esa vkWfiQl cVu vU; çksxzke ds iQkby esU;w dks çfrLFkkfir
djrk gS vkSj VkbVy ckj ds uhps dk ckj fjcu dgykrk gS (dqN vU; çksxzkeksa ds esU;w
vkSj Vwyckj)

fjcu esa vusd VSc 'kkfey gksrs gSa (gkse] balVZ----)A VSc dks bl çdkj fMT+kkbu fd;k
tkrk gS fd os dk;Z laca/h (Task Oriented) gksaA

lewg çR;sd VSc ds varxZr dk;Z (VkLd) dks mi&dk;ks± (lc&VkLd) esa foHkkftr
djrk gSA

çR;sd lewg esa dekaM cVu ,d dekaM dk lapkyu djrk gS ;k dekaM dk esU;w çnf'kZr
djrk gSA

vki ist ds Åijh ck,¡ dksus ij vkWfiQl cVu ij tk,¡ vkSj U;w ij fDyd djsaA vki
çnf'kZr ist ls CySad çsT+ksUVs'ku ij fDyd dj ldrs gSaA

9-4-1 baLVkWy fd, x, VsEIysV

baLVkWYM VsEIysV~l VSc dks pqusa vkSj mlds ckn okafNr VsEIysV (Template) pqusaA LFkkfir
fd;k x;k VsEIysV fofHkUu çdkj ds çsT+ksUVs'ku ds fy, VsEIysV vkSj fopkj çnku djrk
gSA vki tks VsEIysV pkgrs gSa mls pqusa vkSj ↓ cVu ij fDyd djsa ;k LØkWy ckj ij
fDyd djds foT+kkMZ esa ,d LFkku ls nwljs LFkku ij tk,¡A vki tks çsT+ksUVs'ku pkgrs gSa
ml ij fDyd djsa vkSj lekIr gksus ds ckn fØ,V (fufeZr djsa) ij fDyd djsaA
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fp=k 9-3

vkidk çsT+ksUVs'ku çn'kZu ds fy, rS;kj gSA

fp=k 9-4
9-4-2 fMT+kkbu VsEIysV

vki ftl fMT+kkbu VsEIysV dk mi;ksx djuk pkgrs gSa mldk p;u djus ds fy, baLVkWy
fd, x, Fkhe ij fDyd djsaA liQsn ckWDl esa vusd VsEIysV uke çnf'kZr gksaxsA baLVkWy
fd, x, Fkhe vkidks fofHkUu cSdxzkmaM vkSj çsT+ksUVs'ku dks 'kq: djus ds fy, VsDLV
iQkWeZsfVax çnku djrs gSaA lwph esa VsEIysV uke dks gkbykbV djds çR;sd fMT+kkbu dks
gkbykbV djsaA fMT+kkbu dk p;u djus ds ckn fØ,V nck,¡A
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fp=k 9-5

9-4-3 CySad (fjDr) çstsaVs'ku

CySad çsT+ksUVs'ku [kksyus ds fy, CySad çsT+ksUVs'ku ij fDyd djsaA ;fn vkids ikl dksbZ
u;k fodYi gS ;k dksbZ Hkh VsEIysV vkidh vko';drk ds vuqlkj ugha gS rks vki u;k
çsT+ksUVs'ku 'kq: djus ds fy, bl fodYi dk p;u dj ldrs gSaA

fp=k 9-6
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LykbM ysvkmV

viuk u;k çsT+ksUVs'ku cukus ds fy, ,d CySad iQkWeZ dk p;u djus ds ckn vkids
çsT+ksUVs'ku dh igyh LykbM çdV gksrh gSA vki LykbM ij nk;k¡ fDyd djds mu
ysvkmV (Layout) dks pqu ldrs gSa tks vki pkgrs gSaA vki ukS fofHkUu LykbM ysvkmVksa
esa ls p;u dj ldrs gSaA vkidks dsoy p;u djuk gS vkSj ml ij fDyd djuk gSA
çR;sd fodYi dks uhps crk;k x;k gS] ftlls irk pyrk gS fd vkidh iwjh LykbMsa
dSlh fn[kkbZ nsaxhA

1- VkbVy ('kh"kZd) LykbM% ;g fodYi çsT+ksUVs'ku dh 'kq#vkr djus ds fy,
mi;ksxh gSA ;fn vki VkbVy ds uhps lc VkbVy ;k de VsDLV Mkyuk pkgrs gSa rks
bl LykbM dk mi;ksx djsaA

fp=k 9-7

2- VkbVy ,oa daVsaV ('kh"kZd vkSj lkexzh)% ;fn vkidks ,slh oLrqvksa dh lwph
cukuh gks tks ,d lkekU; fo"k; ds varxZr vkrh gS] rc bl ysvkmV dk p;u djsaA

3- lsD'ku gSMj% ;g fodYi çsT+ksUVs'ku ds Hkhrj ,d çeq[k [kaM cukus ds fy, mi;ksxh
gSA

4- Vw daVsaV~l (nks lkexzh)% ;g fofHkUu rRoksa ;k VsDLV ckWDl Mkyus ds fy, ,d
mi;ksxh fodYi gSA

5- rqyuk% ;g çks@dkWu (pro/con) lwfp;ksa ds fy, ,d mi;ksxh fodYi gSA
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6- VkbVy vksUyh (dsoy 'kh"kZd)% ;g fodYi çsT+ksUVs'ku dh 'kq#vkr ds fy, cgqr
vPNk gSA bl ysvkmV esa dksbZ Hkh lc&VkbVy 'kkfey ugha gSaA

7- CySad% ;fn vki ekLVj LykbM ds vuqlkj [kkyh LykbM dks iQkWeZsV djuk pkgrs gSa
rks bl ysvkmV dk mi;ksx djsaA

8- dSI'ku ds lkFk daVsaV ('kh"kZd ds lkFk lkexzh)% daVsaV ds lkFk dSI'ku Mkyus ds
fy, bl fodYi dks pqusaA

9- dSI'ku ds lkFk fiDpj% ,d fyad fd, x, vkWCtsDV ij dSI'ku Mkyus ds fy,
bl fodYi dk mi;ksx djsaA

9-4-4 lkexzh dk p;u djuk

VsDLV ckWDl ds vanj Ng çdkj ds rRo (Element) fn[kk, x, gSa ftUgsa vki LykbM
ds vanj dh lkexzh ls pqu ldrs gSaA ;s Ng rRo fuEukuqlkj gSa%

fp=k 9-8

1- balVZ Vscy

2- balVZ pkVZ

3- balVZ LekVZvkVZ xzkfiQd

4- iQkby ls fp=k balVZ

5- balVZ fDyi vkVZ

6- balVZ ehfM;k fDyi
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9-4-5 ekStwnk izst+sUVs'ku [kksyuk

fdlh ekStwnk izst+sUVs'ku dks [kksyus ds fy, vkWfiQl cVu ls vksiu VSc dk p;u djsaA
yqd&bu MªkWi&Mkmu esU;w ls ml iQksYMj dk p;u djsa ftlesa iQkby gS vkSj lwph esa
iQkby dks gkbykbV djsaA çsT+ksUVs'ku dks [kksyus ds fy, vksiu ij fDyd djsaA

fp=k 9-9

9-5 LykbMksa dks ns[kuk

LykbMksa ds fuekZ.k vkSj çLrqfr esa enn djus ds fy, ikoj IokbaV esa vusd O;w gksrs gSaA
;s O;w gSa ukWeZy] LykbM lkWVZj] vkSj LykbM 'kksA igys nks O;w çsT+ksUVs'ku cukus ds fy, gSa
vkSj vafre LykbM 'kks dh çLrqfr ds fy, gSA vki ikoj IokbaV foaMks ds fupys nk,¡ dksus
esa fLFkr lacafèkr O;w cVu ij fDyd djds bu O;w ij igq¡p ldrs gSa ;k O;w dk p;u
djus ds ckn esU;w ckj esa lacafèkr dekaM dk p;u dj ldrs gSaA mnkgj.k ds fy,] ;fn
vki ukWeZy O;w dk p;u djuk pkgrs gSa] rks esU;w ckj ij O;w→→→→→ukWeZy dekaM dk p;u
djsaA

9-5-1 ukWeZy O;w

ukWeZy O;w LØhu dks rhu Hkkxksa esa foHkkftr djrk gS% eq[; foaMks] tgk¡ ij orZeku LykbM
çnf'kZr gksrh gS_ ckb± vksj vkmVykbu isu_ vkSj fupys fgLls esa uksV~l isuA ;g og LFkku
gksrk gSa tgk¡ vki vfèkdrj dke djrs gSaA vki çR;sd isu ds ckWMZj ij fDyd djds
vkSj mls MªSx djds mldk vkdkj cny ldrs gSaA ukWeZy O;w ij igq¡pus ds fy,] foaMks
ds fupys ck,¡ dksus esa fLFkr ukWeZy O;w cVu ij fDyd djsa ;k esU;w ckj ls O;w→→→→→ukWeZy
dekaM dk p;u djsaA
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fp=k 9-10

9-5-2 LykbM lkWVZj O;w

çR;sd LykbM dh ,d NksVh Nfo (Image) LykbM lkWVZj O;w esa çnf'kZr gksrh gSA bl
O;w dk mi;ksx djds LykbM dks vklkuh ls Øec¼ vkSj lkWVZ fd;k tk ldrk gSA vki
fo'ks"k çHkko Mkyus ds fy, Hkh bl O;w dk mi;ksx dj ldrs gSa tSls fd Vªkath'ku
(Transition) tks çR;sd ubZ LykbM ds vkus ij çdV gksrk gSA LykbM lkWVZj O;w dk
mi;ksx djus ds fy,] foaMks ds fupys ck,¡ dksus esa fLFkr LykbM lkWVZj O;w cVu ij
fDyd djsa ;k esU;w ckj ij O;w→→→→→LykbM lkWVZj dekaM dk p;u djsaA

fp=k 9-11
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9-5-3 LykbM 'kks O;w

LykbM 'kks O;w og O;w gksrk gS ftldk mi;ksx vki vius çsT+ksUVs'ku esa ;g ns[kus ds fy,
djrs gSa fd mlesa lc dqN Bhd gS ;k ugha ;k tc vki n'kZdksa ds lkeus vius çsT+ksUVs'ku
dk çn'kZu djrs gSaA D;ksafd blesa vkids çsT+ksUVs'ku dh lHkh èofu;k¡] ,fues'ku]
gkbijfyaDl dk;Z djrs gSa] vkSj vki ns[k ldrs gSa fd vkidk çsT+ksUVs'ku dSlk cuk gSA
LykbM 'kks O;w dk mi;ksx djus ds fy,] foaMks ds fupys ck,¡ dksus esa fLFkr LykbM
'kks cVu ij fDyd djsa ;k esU;w ckj ij O;w→→→→→LykbM 'kks dekaM dk p;u djsaA

9-6 fMtkbu fVIl

gkykafd] ikoj IokbaV Js"B çsT+ksUVs'ku cukus ds fy, dqN vR;ar çHkko'kkyh VwYl çnku
djrk gS] fiQj Hkh xyr fMtkbu fodYi dk pquko vkids lHkh ç;klksa dks [kjkc dj
ldrk gSA ysfdu lgh fu.kZ; ysuk eqf'dy ugha gSA

uhps fn, x, funZs'kksa dk ikyu djds] vki ,d csgrjhu LykbM cuk ldrs gSaA

1- VsDLV vkSj cSdxzkmaM (i`"BHkwfe) ds fy, fo"ke (daVªkLV) jaxksa dk mi;ksx djsa
rkfd VsDLV dks vklkuh ls i<+k tk ldsA

2- dkiQh cM+s dejs esa tgka çsT+ksUVs'ku dk vk;kstu fd;k tkuk gS ogk¡ vkidks cM+s iQkWUV
vkdkj dk mi;ksx djuk pkfg,A rkfd ihNs cSBs n'kZd Hkh vkids çsT+ksUVs'ku dks i<+
ldsaA 24&IokbaV ;k blls cM+s vkdkj ds iQkWUV dk mi;ksx djus dh lykg nh tkrh
gSA

3- vius lans'k ds fy, NksVs okD;ka'kksa vkSj okD;ksa dk ç;ksx djsaA

4- ljy LykbM Vªkath'ku (Transition) dk ç;ksx djsaA fofHkUu çdkj ds vusd
Vªkath'kuksa }kjk vkids n'kZd çsT+ksUVs'ku ds fo"k; ls fopfyr gks ldrs gSaA

5- LykbM ij cgqr vfèkd VsDLV ;k xzkfiQDl dk mi;ksx djus ls cpsaA vki tks dguk
pkgrs gSa mls vkids n'kZdksa dks lquuk pkfg, vkSj O;Lr LØhu }kjk fopfyr ugha
gksuk pkfg,A

6- VsDLV i<+us esa ljy vkSj vklku gksuk pkfg,A vkidks vius çsT+ksUVs'ku esa cgqr vfèkd
VsDLV çHkkoksa dk mi;ksx ugha djuk pkfg, tSls fd cksYM] bVSfyd] vaMjykbu vkfn
vkSj ,d LykbM ij vyx&vyx iQkWUV dk mi;ksx ugha djuk pkfg,A

9-7 LykbMksa ds lkFk dk;Z djuk

LykbMsa vkids çsT+ksUVs'ku dk ewy rRo gksrh gSaA vki ysvkmV vkSj fMT+kkbu dk fuekZ.k vkSj
mi;ksx Hkh dj ldrs gSa] uksV~l tksM+ ldrs gSa] gSaMvkmV dk fuekZ.k dj ldrs gSa vkSj viuh
LykbMksa ds Lo:i dks lqO;ofLFkr dj ldrs gSaA vki vius 'kks esa vko';drk vuqlkj
LykbM Mkydj ubZ LykbMksa dk fuekZ.k Hkh dj ldrs gSaA tc vki ubZ LykbM dk fuekZ.k
djrs gSa] rks u, LykbM Mk;ykWx ckWDl dk mi;ksx djds vki miyCèk ukS ysvkmVksa esa ls
fdlh dk Hkh mi;ksx dj ldrs gSa (lSD'ku 9-3-3)A ubZ LykbM dk fuekZ.k djus ds ckn]
vki mlesa fofHkUu rRo tSls fd VsDLV] fiDpj] x+zkiQ] rkfydk (Tables) vkfn balVZ dj
ldrs gSaA
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9-7-1 fMT+kkbu VsEIysV dks ,sIykbZ djuk

fMT+kkbu VsEIysV tksM+us ds fy, ;k ekStwnk VsEIysV dks cnyus djus ds fy,] fjcu ij
fMT+kkbu VSc dk p;u djsaA VsEIysV ij fDyd djds mldk p;u djsaA

9-7-2 LykbM ysvkmV ifjofrZr djuk

LykbM dk ysvkmV ifjofrZr djus ds fy, esU;w ckj ls gkse→→→→→ysvkmV dekaM dk p;u
djsaA ukS ysvkmV ds lkFk LykbM Mk;ykWx ckWDl çnf'kZr gksrk gSA ,sIykbZ djus ds fy,
fdlh Hkh ysvkmV dh lw{e best (Thumbnail Image) ij fDyd djsaA

fp=k 9-12

fp=k 9-13
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9-7-3 ubZ LykbM ds :i esa viuh ekStwnk LykbMksa dks bUlVZ djuk vkSj mUgsa
laikfnr djuk

vki vU; iQkbyksa ls LykbM bUlVZ dj ldrs gSa vkSj mlds ckn mUgsa laikfnr dj ldrs
gSa_ tSls dV] dkWih] isLV LykbM~l_ vkSj MqfIydsV LykbM~lA

gkse→→→→→U;w LykbM ij fDyd djsa vkSj MqfIydsV flysDVsM LykbM~l] LykbM~l izQWke
vkmVykbu ;k jh;wT+k LykbM~l dk p;u djsaA

fp=k 9-14

vkmVykbu ls LykbM (LykbM~l izQWke vkmV ykbu)--- VsDLV iQkby dh vkmVykbu
ls LykbM cukus dk rjhdk çnku djrk gSA vki LykbM ds lewg ftlesa cgqr vfèkd
VsDLV gks mldk fuekZ.k djus ds fy, bl lqfoèkk dk mi;ksx dj ldrs gSaA vki
vkmVykbu isu esa VsDLV Vkbi djds Hkh ubZ LykbM dk fuekZ.k dj ldrs gSaA balVZ
vkmVykbu Mk;ykWx ckWDl ij igq¡pus ds fy,] esU;w ckj ls gkse→→→→→U;w LykbM↔↔↔↔↔vkmVykbu
ls LykbM dk p;u djsaA

p;fur LykbM dks MqfIydsV djuk (MqfIydsV flysDVsM LykbM~l) vkidks MqfIydsV
LykbM çnku djrk gS tc vkidks ,d tSlh LykbM dk fuekZ.k djus dh vko';drk
gksrh gSA orZeku LykbM ds ckn orZeku LykbM dh dkWih tksM+us ds fy, ml LykbM dk
p;u djsa ftls vki MqfIydsV djuk pkgrs gSa vkSj mlds ckn esU;w ckj ij MqfIydsV
LykbM dekaM ij nk;k¡ fDyd djsa ;k daVªksy$f'kÝV$D dqath nck,¡A
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fp=k 9-15

vki iw.kZ LykbM dk p;u djds LykbM dks dV@dkWih vkSj isLV dj ldrs gSaA

9-7-4 LykbMksa dk Øe cnyuk

LykbM lkWVZj O;w esa LykbM dk Øe cnyus ds fy,] ml LykbM ij fDyd djsa ftls
vki LFkkukarfjr djuk pkgrs gSa vkSj mls u, LFkku rd MªSx djsaA ukWeZy vkSj
vkmVykbu O;w esa] LykbM isu esa LykbM ij fDyd djsa vkSj LykbM dks u, LFkku rd
MªSx djsaA

9-7-5 LykbM fNikuk

;fn vki pkgrs gSa fd LykbM 'kks ds nkSjku dksbZ LykbM çnf'kZr u gks vkSj vki ml
LykbM dks gVkuk Hkh ugha pkgrs gSa D;ksafd og ckn esa mi;ksx dh tk ldrh gS] rks
vki LykbM isu esa LykbM ij nk;k¡ fDyd djsa vkSj gkbM ij fDyd djds LykbM
dks fNik ldrs gSaA blh çdkj ls vki LykbM dks iqu% çdV (vugkbM) Hkh dj
ldrs gSaA
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fp=k 9-16

9-7-6 ,d LykbM ls nwljh LykbM ij tkuk

vki fuEufyf[kr VwYl dk mi;ksx djds ,d LykbM ls nwljh LykbM ij tk ldrs gSa%

LØkWy ckj% ,d LykbM ls nwljh LykbM ij tkus ds fy, ;k uksV~l isu vkSj vkmVykbu
isu esa çnf'kZr VsDLV ij Åij ;k uhps tkus ds fy, LØkWy ckj dk mi;ksx djsaA

fp=k 9-17
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vxyh LykbM vkSj fiNyh LykbM cVu% vxyh LykbM (usDLV LykbM) vkSj
fiNyh LykbM (çhfo;l LykbM) cVu dk mi;ksx dj vki LykbM 'kks ds le;
vxyh ;k fiNyh LykbM esa tk ldrs gSaA bu cVuksa dks Mcy ,sjks }kjk bafxr fd;k tkrk
gS vkSj ;g yacor LØkWy ckj ds fupys fgLls esa fLFkr gksrk gSA

vkmVykbu isu dk mi;ksx djuk% vkmVykbu O;w ij tk,¡ vkSj fiQj ml LykbM ij
fDyd djsa ftls vki ns[kuk pkgrs gSaA vki ekml dk mi;ksx djds ;k vi ,aM Mkmu ,sjks
daqft;ksa dk mi;ksx djds vkmVykbu isu esa ,d LFkku ls nwljs LFkku ij tk ldrs gSaA

ikBxr ç'u

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

(d) ukWeZy vkSj vkmVykbu nksuksa O;w esa vki orZeku LykbM] LykbM vkmVykbu]
vkSj uksV~l ns[k ldrs gSaA

([k) LykbM esa cSdxzkmaM vkSj VsDLV ds fy, vyx&vyx jaxksa dk mi;ksx djuk
mfpr ugha gSA

(x) LykbM cukrs le; vius lans'k ds fy, yacs okD;ksa dk mi;ksx djsaA

2- U;w LykbM Mk;ykWx ckWDl esa fdrus LykbM ysvkmV miyCèk gksrs gSa\

(d) 7 ([k) 9 (x) 14 (?k)  17

3- fuEu esa ls fdldk mi;ksx djds u;k çsT+ksUVs'ku cukus ds fy, ikoj IokbaV Mk;ykWx
ckWDl mi;ksxh gksrk gS%

(d) LFkkfir fd, x, VsEIysV~l

([k) vksiu (open)

(x) LFkkfir Fkhe vkSj CySad çsT+ksUVs'ku

(?k) (d) vkSj (x) nksuksa

4- laxks"Bh esa LykbMksa dh çLrqfr djus ds fy, fuEu esa ls fdl O;w dk mi;ksx fd;k
tkrk gS%

(d) LykbM O;w

([k) LykbM lkWVZj O;w

(x) vkmVykbu O;w

(?k) LykbM 'kks O;w

9-8 VsDLV ds lkFk dk;Z djuk

n'kZdksa dks vius fopkjksa ds ckjs esa crkus ds fy, vki VsDLV ij dk;Z dj ldrs gSaA
vkids çsT+ksUVs'ku esa VsDLV dks Mkyus] laikfnr djus vkSj mls iQkWeZsV djus ds fy, ikoj
IokbaV vkidks fofHkUu rjhds çnku djrk gSA
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9-8-1 VsDLV çfo"V djuk

vki vkmVykbfuax vkSj balfV±x VsDLV ckWDl dk mi;ksx djds VsDLV çfo"V dj ldrs
gSaA

vkmVykbu VsDLV% leku Lo:i dh LykbM cukus ds fy, vkmVykbu VsDLV dk
mi;ksx fd;k tk ldrk gSA vkmVykbfuax Vwyckj dk mi;ksx djds vki 'kh"kZd] lwfp;ksa
vkSj vuqPNsnksa (Paragraphs) dk fuekZ.k dj ldrs gSaA LykbM esa VsDLV dks lgh rjhds
ls Mkyus ds fy, ikoj IokbaV vkidh vkmVykbu ds iQkWeZsV dk mi;ksx djrk gSA

gSfMax 1 LykbM dk 'kh"kZd cu tkrk gS] gSfMax 2 VsDLV ckWDl dh igyh ykbu cu tkrh
gSA tc vki iwoZ ifjHkkf"kr ysvkmV dk p;u djrs gSa vkSj vkmVykbu O;w esa tkrs gSa tSlk
fd igys crk;k x;k gS rks vki ckb± vksj dh foaMks esa vkmVykbu VsDLV fodYi ns[k
ldrs gSaA vkmVykbfuax Vwyckj dk p;u djus ds fy,] esU;w ckj ds uhps LykbM isu
ds lkFk esa vkmVykbu isu dk p;u djsaA

VsDLV ckWDl% ikoj IokbaV VsDLV ckWDl ds vuqlkj LykbM ij VsDLV Mkyrk gSA tc vki
LykbM dk fuekZ.k djrs gSa] vkSj fdlh fo'ks"k ysvkmV dk mi;ksx djrs gSa rks LykbM
esa ,d ;k vfèkd VsDLV ckWDl gks ldrs gSaA u;k VsDLV Mkyus ds fy, ekStwnk VsDLV
ckWDl esa fDyd djsaA

;fn vki LykbM esa ,d u;k VsDLV ckWDl Mkyuk pkgrs gSa rks esU;w ckj ij balVZ→→→→→VsDLV
ckWDl dekaM dk p;u djsa vkSj fiQj ml LFkku ij ekml dh lgk;rk ls VsDLV ckWDl
cuk,¡ tgk¡ ij vki mls cukuk pkgrs gSaA

;fn vki VsDLV ckWDl ds vkdkj dks cnyuk pkgrs gSa rks uhps fn, x, pj.kksa dk ikyu
djsa%

1- vki ftl VsDLV ckWDl ds vkdkj dks cnyuk pkgrs gSa ml ij ekml }kjk fDyd
djds mldk p;u djsaA VsDLV ckWDl ds pkjksa vksj vkB gSaMy okyk ckWMZj çnf'kZr
gksxkA dksus esa fLFkr pkj gSaMy }kjk ckWDl dh yackbZ vkSj pkSM+kbZ dks c<+k;k ;k de
fd;k tk ldrk gS tcfd fdukjksa ij mifLFkr gSaMy ls dsoy ,d fn'kk esa vkdkj
dks cnyk tk ldrk gSA

2- viuh vko';drk vuqlkj fdlh Hkh ,d gSaMy ij fDyd djsa vkSj mls ekml }kjk
MªSx djsaA tc ;g ml  vkdkj dk gks tk, tks vki pkgrs gSa rc ekml dk cVu
NksM+saA ekml }kjk eksVs MkWV okys ckWMZj ij fDyd djds vkSj mls MªSx djds VsDLV
ckWDl dks ewo djsaA

;fn vki VsEiysV ls VsDLV ckWDl dks fMyhV djuk pkgrs gSa rks VsDLV ckWDl ds ckWMZj
ij fDyd djsa vkSj mlds ckn dhcksMZ ij fMyhV dqath nck,¡A
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9-8-2 VsDLV iQkWeZsV djuk

iQkWUV iQkWeZsV djuk% VsDLV ftls vki iQkWeZsV djuk pkgrs gSa mldh vkmVykbu ;k
LykbM ij p;u djsaA vki esU;w ckj ij gkse→→→→→iQkWUV ls p;u dj ldrs gSa ;k gkbykbV
fd, gq, p;u ij nk;k¡ fDyd djds vkSj ikWivi esU;w ls iQkWUV dk p;u djsaA iQkWUV
Mk;ykWx ckWDl ls iQkWUV] lkbT+k] LVkby] biQsDV vkSj dyj dk p;u djsaA

fp=k 9-18

iQkWUV çfrLFkkfir djuk% fMT+kkbu VsEiysV esa iwoZ fuèkkZfjr iQkWUV gksrs gSa ftUgsa vki
ifjofrZr djuk pkg ldrs gSa ;k vki dbZ dkj.kksa ls iwjs çsT+ksUVs'ku ij mi;ksx fd, x,
iQkWUV dks ifjofrZr djuk pkg ldrs gSaA fjIysl iQkWUV lqfoèkk dk mi;ksx djds bls rqjar
çfrLFkkfir fd;k tk ldrk gSA esU;w ckj ij gkse→→→→→fjIysl→→→→→fjIysl iQkWUV dk p;u
djsaA igys MªkWi&Mkmu esU;w ls ml iQkWUV dk p;u djsa ftls vki çfrLFkkfir djuk
pkgrs gSa vkSj ftl iQkWUV ds lkFk bls çfrLFkkfir fd;k tkuk gS ml iQkWUV dks nwljs esU;w
ls pqusa vkSj fjIysl cVu ij fDyd djsaA
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ykbu Lisflax% iSjkxzkiQ esU;w ckj ls gkse→→→→→ykbu Lisflax dk p;u djds VsDLV ckWDl
esa ykbuksa ds chp ds fjDr LFkku dh ek=kk ifjofrZr djsaA

ykbu Lisflax & ykbuksa ds chp yacor LFkku dh ek=kk dk p;u djsa ^1* eku dk
vFkZ gS fd ykbuksa ds chp ^1* IokbaV dh nwjh vkSj ^2* dk vFkZ gS Mcy LisflaxA
bu ekuksa ds chp dk eku ;k blls vfèkd eku Hkh ekU; gSaA

dsl ifjofrZr djuk% VsDLV dks iqu% Vkbi fd, cxSj mlds dsl dks cnyus ds
fy, iQkWUV esU;w ckj ls gkse → → → → → psat dsl ij fDyd djsaA

lsaVsal dsl & çR;sd okD; ds igys v{kj dks vaxzsth ds dSfiVy v{kj esa cny nsrk
gSA

yksvj dsl vkSj vij dsl &  lHkh v{kjksa ds dsl dks cny nsrk gSA

VkbVy dsl & çR;sd 'kCn ds igys v{kj dks vaxzsth ds dSfiVy v{kj esa ifjofrZr
dj nsrk gS vkSj ckdh lHkh dks vaxzsth ds yksvj dsl v{kj esa ifjofrZr dj nsrk
gSA

VkWxy dsl% ;g VkbVy dsl ds foijhr gksrk gS] ;g çR;sd 'kCn ds igys v{kj
dks vaxzsth ds yksvj dsl v{kj esa ifjofrZr djrk gS vkSj cps gq, v{kjksa dks vaxzsth
ds dSfiVy v{kj esa ifjofrZr djrk gSA
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fMT+kkbu VsEiysV ij cqysV lwph% LykbM ij cqysV lwph ds }kjk vki vius çsT+ksUVs'ku
ds eq[; fcanqvksa dks Li"V :i ls çnf'kZr dj ldrs gSaA fMT+kkbu VsEiysV esa VsDLV ckWDl
esa igys ls gh cqysV lwph 'kkfey gksrh gSA VsDLV Mkyuk çkjaHk djus ds fy, LykbM ij
IyslgksYMj ij fDyd djsa vkSj vxyh ykbu ij tkus ds fy, ,aVj dqath nck,¡ vkSj ,d
u;k cqysV vkbVe tksM+saA nwljk cqysV tksM+s fcuk vxyh ykbu ij tkus ds fy, ,aVj dqath
nckrs le; f'kÝ+V dqath nckdj j[ksaA

VsDLV ckWDl ls cqysV lwph% ;fn vki ,d fMtkbu VsEiysV ij ekStwnk IyslgksYMj ls
cqysV lwph ugha cuk jgs gSa ;k vxj vki ,d vfrfjDr cqysV lwph tksM+uk pkgrs gSa rks
,d ubZ lwph cukus ds fy, bu pj.kksa dk ikyu djsa%

1- LykbM O;w esa] esU;w ckj ls balVZ→→→→→VsDLV ckWDl dk p;u djds ,d VsDLV ckWDl
cuk,¡A

2-  ekml ds ck,¡ cVu dks nckdj LykbM ij viuh ilan ds vkdkj dk VsDLV cuk,¡A

3- gkse→iSjkxzkiQ esU;w ckj ls cqysV ;k uacfjax pqusaA

4- ikB ds lacaèk esa çfr'kr dk eku cnydj cqysV dk vkdkj cnysaA

5- dyj esU;w ls cqysV dk jax pqusaA eksj dylZ ij fDyd djds vkSj T;knk jaxksa dk
p;u djsaA

6- fn[kk, x, çdkj esa ls ,d dk p;u djsa vkSj vksds ij fDyd djsaA ;k fiDpj
cqysV foaMks ns[kus ds fy, fiDpj cVu ij fDyd djsaA fdlh ,d cqysV dk
p;u djsa vkSj vksds ij fDyd djsaA iQkWUV ls fdlh dSjsDVj dk p;u djus ds fy,
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dSjsDVj cVu ij fDyd djsaA cqysV MªkWi Mkmu esU;w ls flacy iQkWUV tSls fd
Wingdings ;k Webdings pqusaA o.kks± dks cM+k ns[kus ds fy, fxzM esa dSjsDVlZ ij
fDyd djsaA viuh ilan ds cqysV dk p;u djus ds ckn vksds ij fDyd djsaA

fp=k 9-21

fp=k 9-22
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vkmVykbu }kjk cqysV lwfp;k¡ vkSj ubZ LykbM% ukWeZy ;k vkmVykbu O;w esa] VsDLV
dks vkmVykbu foaMks esa vklkuh ls Mkyk tk ldrk gS vkSj LykbM~l Lopkfyr
(automatically) :i ls tqM+ tkrh gSaA vkmVykbu O;w esa LykbM lkexzh tksM+us ds fy,
uhps fn, x, pj.kksa dk ikyu djsa%

1- LykbM 1 vkbdu ds cxy esa LykbM ds 'kh"kZd fy[ksaA LykbM vkbdu ds cxy
esa vki tks Hkh Vkbi djsaxs og çR;sd LykbM ij ,d cM+k 'kh"kZd gksxkA

2- vxyh ykbu Vkbi djus ds fy, ,aVj dqath nck,¡A blls Lopkfyr :i ls ,d ubZ
LykbM cu tk,xhA igyh LykbM ds fy, ,d cqysV lwph cukus ds fy,] VSc dqath
nck,¡ ;k p;u dks cqysV lwph vkbVe esa inkour (fMeksV) djus ds fy, vkWYV$
f'kÝ+V$ nk;ka ,sjks dqaft;ksa dks nck,¡A

3- cqysV lwph ds fy, VsDLV çfo"V djuk tkjh j[ksa ,d u;k cqysV cukus ds fy, ,aVj
dqath nck,¡A

4- cqysV milwph cukus ds fy, mijksDr dk;Z dks fiQj ls djsa vkSj ,d cgq&Lrjh; lwph
cuk,¡A ewy lwph ij okil tkus ds fy, vkWYV$f'kÝ+V$ckb± ,sjks dqath nck,¡A

5- tc rd çsT+ksUVs'ku iw.kZ u gks tk, rc rd mijksDr dk;Z djds ubZ LykbM vkSj cqysV
lwph cukuk tkjh j[ksaA lwfp;ksa dks iQkWeZsV djus ds fy, uhps fn, x, iQkWeZsfVax funZs'kksa
dk ç;ksx djsaA

;fn LykbM ij ,d ls vfèkd cqysV lwph gSa rks lwfp;ksa dks la[;k }kjk ukfer fd;k
tk,xk vkSj la[;k,¡ dkys ckWDl esa layXu gksaxhA uhps fn;k x;k mnkgj.k ml LykbM dks
çnf'kZr djrk gS ftls vkmVykbu }kjk cuk;k x;k gSA LykbM ds ckb± vksj cqysV lwph
,d yscy dh gqbZ lwph ^1* gS vkSj nkb± vksj cqysV lwph ,d yscy dh gqbZ lwph ^2*
gSA vkmVykbu Vkbi djrs le;] daVªksy$,aVj dqath nckdj ubZ lwph esa Vkbi djuk
çkjaHk djsaA

uacj fyLV% Øfed lwph cukus ds fy, bu pj.kksa dk ikyu djsa%

1- ,d VsDLV ckWDl cuk,¡A

2- VsDLV ckWDl dks p;fur j[krs gq,] esU;w ckj ls gkse iSjkxzkiQ→→→→→uacfjax dk p;u
djsaA

3- cqysV vkSj uacfjax foaMks ds 'kh"kZ ij uacj VSc ij fDyd djsaA

4- VsDLV ds lacaèk esa çfr'kr cnydj la[;k dk vkdkj cnysaA

5- dyj esU;w ls la[;k ds fy, ,d jax pqusaA vfèkd jax ns[kus ds fy, eksj dylZ ij
fDyd djsaA

6- ;fn la[;k,¡ 1 ls 'kq: ugha gqbZ gSa rks LVkVZ ,sV oSY;w dks ifjofrZr djsaA

7- fn[kkbZ xb± lkr çdkj dh lwfp;ksa esa ls ,d dk p;u djsa vkSj vksds ij fDyd djsaA
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9-8-3 VsDLV ckWDl ds xq.k

vki iQkWeZsV vkWVks'ksi Mk;ykWx ckWDl dh enn ls jax] ckWMZj] vkSj VsDLV ckWDl dh
i`"BHkwfe dks cny ldrs gSaA

1- VsDLV ckWDl ij fDyd djds mls lfØ; djsa vkSj mlds ckn esU;w ckj ij iQkWeZsV
'ksi dekaM dk p;u djsaA iQkWeZsV 'ksi Mk;ykWx ckWDl çdV gksrk gSA

2- fiQy esU;w ds rgr] vki ml jax dk p;u dj ldrs gSa ftls vki VsDLV dh
i`"BHkwfe ds :i esa Hkjuk pkgrs gSaA ;fn vki pkgrs gSa fd VsDLV ckWDl dk cSdxzkmaM
ikjn'khZ gks rks lsehVªkalisjsaV (v¼Zikjn'khZ) ckWDl dks pSd djsaA
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3- ykbu ds jax ds fy, ykbu dyj dk p;u djsa tks ckWDl dks Bksl ;k xzSfM,aV ls
?ksjrk gSA

4- ykbu dh 'kSyh ds fy, ykbu LVkby ;k ykbu dh eksVkbZ ds fy, osV (Weight)
dk p;u djsa vkSj ;fn Bksl ykbu ugha pkgrs gSa rks MS'M (Dashed) xq.k dk p;u
djsaA

5- vius VsDLV ckWDl ds fy, iwoZ fuèkkZfjr Nk;k 'kSfy;ksa ('kSMks LVkby) ds fy, 'kSMks
dk p;u djsaA

6- vius VsDLV ckWDl ds 3 Mh çHkko ds fy, 3 Mh iQkWeZsV ;k 3 Mh jksVs'ku dk p;u
djsaA

7- VsDLV ckWDl VSc ls VsDLV dk ysvkmV cnysaA

8- VsDLV ckWDl ds ifjorZu dks tksM+us ds fy, DyksT+k ij fDyd djsaA

9-8-4 uksV~l tksM+uk

ukWeZy O;w ls] LykbM esa uksV~l tksM+s tk ldrs gSaA ;g uksV~l vkidh çLrqfr ij ugha
fn[ksaxs] ysfdu bUgsa dkxt ij LykbM ds lkFk fçaV fd;k tk ldrk gSA fçaV esU;w esa fçaV
OgkV (Print what)% uksV~l ist dk p;u djds bUgsa fçaV fd;k tk ldrk gSA

fp=k 9-25

9-8-5 Lisfyax tk¡puk

vkids çsT+ksUVs'kUl esa VsDLV lgh gks ;g lqfuf'pr djus ds fy, ikoj IokbaV dbZ rjhds
çnku djrk gSA vki Lisfyax dh tk¡p dj ldrs gSa] 'kSyh esa =kqfV;ksa dk irk yxk ldrs
gSa] vkSj dLVe 'kCndks'k dk mi;ksx dj ldrs gSaA

esU;w ckj ij fjO;w→→→→→LiSfyax dekaM dk p;u djds ;k dhcksMZ ij F7 dqath nckdj
vki çsT+ksUVs'ku esa Lisfyax dks Bhd dj ldrs gSaA

1- Lisfyax pSdj vkidks ml igys 'kCn dh Lisfyax esa lqèkkj djus ds fy, ladsr nsxk
ftldh Lisfyax xyr gSA

2- ;fn 'kCn dh Lisfyax Bhd gS vkSj ,d gh 'kCn çsT+ksUVs'ku esa dbZ ckj çdV gksrk gS
rks bXuksj ;k bXuksj vkWy ij fDyd djsaA vxj bl 'kCn (tSls fd vkidk uke)
dk mi;ksx dbZ çsT+ksUVs'ku esa fd;k x;k gS] rks bl 'kCn dks 'kCndks'k esa tksM+us ds
fy, ,sM ij fDyd djsa vkSj blds ckn ;g xyr Lisfyax okys 'kCn ds :i esa çdV
ugha gksxkA

3- ;fn 'kCn xyr fy[kk x;k gS] rks ,d lts'ku (lq>ko) dks gkbykbV djsa ;k psat
Vw (esa ifjofrZr djsa) ckWDl esa Lo;a dk lq/kj fy[ksaA bl 'kCn dks lgh djus ds
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fy, psat (ifjofrZr djsa) ij fDyd djsa ;k iwjs çsT+ksUVs'ku esa bl 'kCn dks cnyus
ds fy, psat vkWy (lHkh dks ifjofrZr djsa) ij fDyd djsaA

4- Lisfyax tk¡p dks can djus ds fy, DyksT+k ij fDyd djsaA

5- tc Lisfyax pSdj iwjs çsT+ksUVs'ku dks i<+ ysxk rc vkidks ;g crkrs gq, ,d foaMks
çnf'kZr gksxh fd Lisfyax tk¡p iw.kZ gks xbZ gSA vksds ij fDyd djsaA

9-9 lsfoax vkSj fçafVax

vki vius çsT+ksUVs'ku dh LykbM~l dks ,d iQksYMj esa iQkby ds :i esa lso dj ldrs
gSaA vki LykbM dks osc ist ds :i esa Hkh lso dj ldrs gSa rkfd vki mUgsa baVjusV ij
iksLV dj ldsaA blesa Hkh fçafVax mlh rjhds ls gksrh gS tSls fd vkius oMZ vkSj ,Dlsy
esa dh gSA vius çsT+ksUVs'ku dh LykbM dks fçaV ;k lso djus ls igys vius istksa dk lSV
vi djuk ;kn j[ksaA

9-9-1 ist lSVvi

çsT+ksUVs'ku dh LykbM~l dks fçaV djus ds fodYiksa ij igq¡pus ds fy, esU;w ckj ls
vkWfiQl cVu→→→→→fçaV fçO;w dk p;u djsaA fçaV dh gqbZ LykbM~l ftl iQkWeZsV dk mi;ksx
djsaxh mldk p;u LykbM MªkWi&Mkmu esU;w ls djsaA

fp=k 9-26
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9-9-2 iQkby ds :i esa lso djsa

vius çsT+ksUVs'ku dh LykbM dks iQkby ds :i esa lso djus ds fy,] esU;w ckj ij vkWfiQl
cVu→→→→→lso ,sT+k dk p;u djsa ;k 'kh"kZ ij cus Vwyckj ij lso cVu ij fDyd djsaA lso
,sT+k Mk;ykWx ckWDl çdV gksrk gSA ml iQksYMj vkSj Mªkbo dk p;u djsa tgk¡ vki viuh
iQkby dks lso djuk pkgrs gSa] iQkby dk uke fy[ksa] mlds ckn lso ,sT+k Mk;ykWx ckWDl
esa lso ij fDyd djsaA

fp=k 9-27

9-9-3 osc ist ds :i esa lso djsa

tSlk fd igys crk;k tk pqdk gS esU;w ckj ij vkWfiQl cVu→→→→→lso ,sT+k dk p;u djds
çsT+ksUVs'kUl dks lso fd;k tk ldrk gSA gkykafd] vxj vki ikoj IokbaV çsT+ksUVs'kUl dks
baVjusV ij iksLV djuk pkgrs gSa] rks vkidks mUgsa osc ist ds :i esa lso djuk pkfg,
rkfd vkidh osc lkbV ns[kus okys yksx ml çsT+ksUVs'ku dks ns[k ldsa Hkys gh muds
dEI;wVj  esa ikoj IokbaV baLVkWy u gksA vkWfiQl→→→→→lso ,sT+k dk p;u djsa vkSj
MªkWi&Mkmu esU;w ls osc ist dekaM dk p;u djsaA yqd bu% MªkWi&Mkmu esU;w ls usVodZ
ij vius osc ist dh Mk;jsDVªh vkSj iQkby uke% ckWDl ls iQkby ds uke dk p;u djsaA
çsT+ksUVs'ku dks osc iQkWeZsV esa lso djus ds fy, lso ij fDyd djsaA
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fp=k 9-28

9-9-4 fçaV

çsT+ksUVs'ku dks fçaV djus ds fy, esU;w ckj ij vkWfiQl cVu→→→→→fçaV dekaM dk p;u djsaA
fçaV Mk;ykWx ckWDl çnf'kZr gksxkA fçaV ckWDl esa fuEufyf[kr fodYi pqusaA

fçaV jsat& çsT+ksUVs'ku dh lHkh LykbM~l fçaV djus ds fy, vkWy pqusaA orZeku LykbM dks
fçaV djus ds fy, djsaV LykbM dk p;u djsa] ;k dqN LykbM~l fçaV djus ds fy,
LykbM~l iQhYM esa LykbM la[;k ,aVj djsaA

dkWihT+k & fçaV jsat esa çR;sd LykbM dh dkWihT+k dh la[;k ,aVj djsa vkSj ;fn vko';d
gks rks dksysV (Collate) ckWDl tk¡psaA

D;k fçaV djsa (fçaV OgkV)&

LykbM & iwjs ist ij ,d LykbM fçaV djrk gSA

gSaMvkmV~l & çR;sd ist ij vkids }kjk fufnZ"V dh xbZ LykbM fçaV djrk gSA

uksV~l ist & LykbM ds uksV~l ds lkFk ,d ist ij dsoy ,d LykbM fçaV djrk
gSA

vkmVykbu O;w & çsT+ksUVs'ku dh :ijs[kk fçaV djrk gSA
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fçaV djus ds fy, vksds ij fDyd djsaA

fp=k 9-29

9-10 nLrkosT+k can djuk

ekStwnk çsT+ksUVs'ku LykbM dh iQkby dks can djus ds fy,] esU;w ckj ij vkWfiQl
cVu→→→→→DyksT+k dk p;u djsaA ;fn vkius iQkby esa dqN ifjorZu fd, gSa vkSj mUgsa lso
ugha fd;k gS rks can djus ls igys vkils iQkby dks lso djus ds fy, dgk tk,xkA

9-11 ikoj IokbaV çksxzke ls ckgj fudyuk

ikoj IokbaV esa vius dke dks lekIr djus vkSj lHkh iQkbyksa dks can djus ds ckn] vki
esU;w ckj esa vkWfiQl cVu→→→→→,fXtV ikoj IokbaV dekaM dk p;u djds vki ikoj
IokbaV ls ckgj fudy ldrs gSaA

9-12 dhcksMZ 'kkWVZdV

lkèkkj.k dekaM fu"ikfnr djus esa dhcksMZ 'kkWVZdV vkidk le; vkSj ç;kl cpk ldrs
gSaA ikoj IokbaV dhcksMZ 'kkWVZdV dh bl lwph dks fçaV djsa vkSj rqjar funsZ'k ds fy, bls
vius dEI;wVj  ds ikl j[ksaA
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dk;Z                           dhLVªksd

nLrkosT+k ij fd, tkus okys dk;Z

çsT+ksUVs'ku [kksyuk CTRL+0

u;k çsT+ksUVs'ku CTRL+N

lso ,sT+k F12

lso CTRL+S

fçaV CTRL+P

gsYi F1

dk;Z dhLVªksd

çsT+ksUVs'ku ij fd, tkus okys dk;Z

LykbM 'kks 'kq: djuk F5

vxyh LykbM ENTER ;k Mkmu ,sjks dqath

fiNyh LykbM cSdLisl ;k vi ,sjks dqath

isu Vwy lfØ; djuk CTRL+P

isu LVªksd feVkuk E

isu Vwy fuf"Ø; djuk CTRL+A

CySd (Black) LØhufn[kkuk@Nqikuk B

OgkbV LØhufn[kkuk@Nqikuk W

IokbaVj vkSj cVu fn[kkuk@Nqikuk A

LykbM 'kks lekIr djuk ESC

dk;Z dhLVªksd

iQkWeZsfVax

flysDV vkWy CTRL+A

dkWih CTRL+C

dV CTRL+X

isLV CTRL+V

vuMw CTRL+Z

jhMw CTRL+Y
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cksYM CTRL+B

bVSfyDl CTRL+I

vaMjykbu CTRL+U

ysÝV tLVhiQkbM CTRL+L

lsaVj tLVhiQkbM CTRL+E

jkbV tLVhiQkbM CTRL+R

çeksV fyLV vkbVe ALT+SHIFT+ck;k¡ ,sjks

fMeksV fyLV vkbVe ALT+SHIFT+nk;k¡ ,sjks ;k VSc

dk;Z dhLVªksd

,fMfVax

iQkbaM CTRL+F

jhIysl CTRL+H

gkbijfyad balVZ djuk CTRL+K

ubZ LykbM CTRL+M

Lisfyax pSdj F7

eSØks ALT +F8

uksV% è;ku nsa fd Iyl dk fpUg ;g ladsr nsrk gS nksuksa dqath dks ,d lkFk nck;k
tkuk pkfg,A

ikBxr ç'u

5- (i) vki ,d LykbM ls nwljh LykbM ij fdl çdkj tkrs gSa\

(d) LØkWy ckj dk mi;ksx djds

([k) vxyh LykbM vkSj fiNyh LykbM cVu dk mi;ksx djds

(x) vkmVykbu isu dk mi;ksx djds

(?k) mijksDr lHkh

(ii) vki LykbM esa VsDLV fdl çdkj çfo"V djrs gSa\

(d) vkmVykbu VsDLV dk mi;ksx djds

([k) VsDLV ckWDl Mkydj

(x) nk;k¡ fDyd djds

(?k) (d) vkSj ([k) nksuksa
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(iii) vki fuEu esa ls fdlds }kjk viuh LykbM~l esa uksV~l Mky ldrs gSa%

(d) LykbM lkWVZj O;w

([k) ukWeZy O;w

(x) LykbM 'kks O;w

(?k) (d) vkSj ([k) nksuksa

(iv) fuEu esa ls fdldk mi;ksx djds VsDLV dks vklkuh ls LykbM esa Mkyk tk
ldrk gS%

(d) ukWeZy O;w

([k) vkmVykbu O;w

(x) LykbM lkWVZj O;w

(?k) (d) vkSj ([k) nksuksa

9-13 vkius D;k lh[kk

bl ikB esa vkius ikoj IokbaV çsT+ksUVs'ku cukus ds ckjs esa lh[kkA vki vkWVks daVsaV foT+kkMZ
;k fMtkbu VsEIysV ;k CySad çsT+ksUVs'ku ds ekè;e ls ,d çsT+ksUVs'ku cuk ldrs gSaA igys
nks çdkj vkidks VsDLV dks ,d lkekU; izca/ esa is'k djus ds fy, vuqefr nsrs gSaA nwljh
vksj] CySad çsT+ksUVs'ku vfèkd yphyh gS vkSj vki viuk Lo;a dk fMtkbu cuk ldrs
gSaA çsT+ksUVs'ku LykbM ds fuekZ.k ds ckn] vki LykbM 'kks dj ldrs gSa vkSj fçaV vkmV
Hkh ys ldrs gSaA

9-14 ikBkar ç'u

1- ikoj IokbaV dh fdUgha rhu fo'ks"krkvksa dk o.kZu djsaA

2- çsT+ksUVs'ku cukus dh fdlh Hkh ,d fofèk dk o.kZu djsaA

3- O;w dks LykbM 'kks O;w esa cnyus ds nks rjhds fy[ksaA

4- LykbM esa VsDLV ckWDl Mkyus ds pj.kksa dk o.kZu djsaA

5- VsDLV ckWDl esa vki ykbuksa ds chp ds fjDr LFkkuksa dh ek=kk fdl çdkj ifjofrZr
dj ldrs gSa\

6- vki LykbM~l esa fiDpj cqysV fdl çdkj Mkyrs gSa\

7- vki viuh LykbM~l esa uksV~l fdl çdkj Mkyrs gSa\
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9-15 ikBxr  ç'uksa ds mÙkj

1- (d) lgh] ([k) xyr] (x) xyr

2- ([k) 9

3- (x) baLVkWy fd, gq, Fkhe] baLVkWy fd, gq, VsEIysV~l vkSj CySad çsT+ksUVs'ku

4- (?k) LykbM 'kks O;w

5- (i) (d) LØkWy ckj dk mi;ksx djds] vxyh LykbM vkSj fiNyh LykbM cVu dk
mi;ksx djds] vkmVykbu isu dk mi;ksx djds

(ii) ([k) vkmVykbu VsDLV dk mi;ksx djds vkSj VsDLV ckWDl bUlVZ djds

(iii) (x) ukWeZy O;w

(iv) (?k) ukWeZy O;w vkSj vkmVykbu O;w


