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bZ&VkbijkbfVax&Hkwfedk

1-1 ifjp;
vkt dEI;wVj us gekjs nSfud thou ds gj {ks= esa ços’k dj fy;k gSA
dEI;wVj vc fMikVZesaVy LVksjksa] ?kjksa] dk;kZy;ksa] vLirkyksa] cSadksa] fFk;sVjksa
vkSj ;gka rd fd d‚Qh 'k‚iksa esa Hkh iz;ksx gks jgs gSaA ;s gekjs vk/kqfud
lekt dk vk/kkjHkwr rRo cu pqds gSa ftuds fcuk gekjh vFkZO;oLFkk Fke
tk,xhA fiNys dqN n’kdksa esa dEI;wVj us fo’oHkj esa O;olk; i)fr;ksa dks
iwjh rjg ls ifjofrZr dj fn;k gSA

vkt ge lwpuk çkS|ksfxdh ds ;qx esa th jgs gSa vkSj orZeku ds dk;kZy;hu
okrkoj.k es a fo|eku ojP;qy (Virtual) rFkk dkxteqDr dk;kZy; dh
vo/kkj.kk ds dkj.k lHkh dk;kZy;h çfØ;k,a tSls Mkd O;oLFkk] HkaMkj.k
rFkk vkadM+ksa dks iqu% çkIr djus vkfn dk dk;Z dEI;wVjksa dh lgk;rk ls
dh tkrh gSaA blfy,] lokZf/kd çHkkoiw.kZ rFkk dq’ky :i ls dEI;wVjksa dk
ç;ksx djuk vR;ar vko’;d gks x;k gSA dEI;wVj ds ç;ksx dks b"Vre
cukus dk ,d rjhdk ;g gS fd dEI;wVj ds dqathiVy (Keyboard) ij
rhozxfr ls rFkk 'k q)rk ds lkFk Vkbi djus dh fof/k lh[kh tk,A
bZ&VkbijkbfVax dEI;wVj ij lVhd rFkk rhoz xfr ls Vkbi djus dh ,d
Li'kZ fof/k (Touch Method) gS ftlls dk;Z ds nkSjku ÅtkZ vkSj le; dh
cpr gksrh gSA

1-2 mís';

bl ikB dk v/;;u djus ds i’pkr vki fuEufyf[kr Kku çkIr djsaxs%

l bZ&VkbijkbfVax ds vFkZ vkSj egRo dks tku ik,axs(

l VkbijkbfVax vkSj bZ&VkbijkbfVax ds chp ds varj dks tku ik,axs(

l dEI;wVj dk vk/kkjHkwr Kku çkIr dj ik,axs(
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l dEI;wVj dks 'kq# (Start) rFkk can (Shut down) djus dh çfØ;k dk
vH;kl dj ik,axs(

l fofHkUu çdkj ds LVksjst fMokbtksa (Storage devices) dh lwph cuk
ik,axs(

l dEI;wVj esa M‚Vk (Data) dh lqj{kk vkSj laj{kk ds fofHkUu rjhdksa dks
tku ik,axsA

1-3 f'k{k.k {kerk,a
bl ikB ds var esa vki fuEufyf[kr {kerkvksa dks çkIr dj ysaxs%

l dEi;wVj ç.kkyh dk vk/kkjHkwr Kku(

l bZ&VkbijkbfVax dk Kku(

l dEI;wVj flLVe dks 'kq# ¼LVkVZ@Start) vkSj can ¼'kVMkÅu@Shut

down) dj ik,axs(

l fofHkUu lqj{kk vkSj laj{kk rduhdksa dk Kku çkIr dj ik,axsA

1-4 bZ&VkbijkbfVax & vFkZ vkSj egRo

dEI;wVj ij Vkbi djus dh rduhd dks bZ&VkbijkbfVax dgrs gSaA  pwafd
dEI;wVj gekjs O;kolkf;d rFkk O;fäxr thou dk vfHkUu vax cu pqdk
gS] dEI;wVj laca/kh dkS’kyksa dk Kku çkIr djuk mruk gh egRoiw.kZ gks x;k
gS ftruk fd i<+uk vkSj fy[kukA dEI;wVj dk b"Vre ç;ksx djus ds fy,
dEI;wVj ds dh&cksMZ vFkok dqathiVy (Keyboard) dk dq’kyrkiwoZd ç;ksx
djuk gj fdlh ds fy, vfuok;Z gksrk tk jgk gSA mu O;kolkf;d yksxksa
ds fy, dEI;wVj ds dh&cksMZ esa çoh.krk çkIr djuk vR;ar vko’;d gks
x;k gS tks vf/kdrj le; dEI;wVj esa dke djrs gSaA dh&cksMZ esa dq’kyrk
ds lkFk dk;Z djus ls u dsoy dk;Z esa dq’kyrk çkIr gksrh gS cfYd O;fä
ds vkRefo’okl vkSj LokfHkeku dks Hkh cy feyrk gSA gkykafd dEI;wVjksa us
lkekU; VkbijkbVjksa dk LFkku ys fy;k gS fdUrq ç;ksxdrkZvksa }kjk mPp
Vkbfiax xfr çkIr djuk vHkh Hkh vR;ar egRoiw.kZ gSA

fp= 1-1% VkbijkbVj o dEI;wVj
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dEI;wVj lkekU; VkbijkbVj ls dgha vf/kd 'kfä’kkyh gSA VkbijkbVj ij
Vkbi djus dh rqyuk esa dEI;wVj ij bZ&Vkbfiax ds fuEufyf[kr ykHk gSa%

l bZ&VkbijkbfVax dEI;wVj ij dk;Z djus okys O;fä dh Fkdku dks de
djrk gS vkSj blls dk;Z dh ek=k esa Hkh o`f) gksrh gSA

l dEI;wVj ds dh&cksMZ dh dqaft;ksa ij dk;Z djus ds fy, gYds Li’kZ dh
vko';drk gksrh gS u fd dBksjrk ds lkFk Li'kZ djus dhA

l pwafd dEI;wVj esa Vkbi djrs le; iafä;ka vius vki cny tkrh gSa]
blfy, vxyh iafä esa tkus ds fy, dh&cksMZ dk ç;ksx djus dh
vko';drk ugha gksrh gSA

l Vkbi fd, x, nLrkost es a le:irk gksrh gSA blfy, dk;Z dh
xq.koRrk csgrj gksrh gSA

l dEI;wVj esa fy[ks x, ikB ;k nLrkost dh ,fMfVax (editing) ljy
gksrh gSA bl ç;kstu ds fy, dEI;wVj esa dV (Cut)] d‚ih (copy)]
isLV (Paste)] jhMw (Redo)] vuMw (Undo) vkfn fodYi gksrs gSaA

l dEI;wVj ds oMZ jSi (Word wrap) Qhpj ds dkj.k] O;fä bZ&VkbijkbfVax
es a ekftZu ;k gkf'k, dks tfLVQkb (Justify) dj ldrk gS ftls
VkbijkbVj esa djuk laHko ugha gSA

l dEI;wVj esa fofHkUu çdkj ds QkaV (font) rFkk QkaV lkbt@vkdkj
(font sizes) miyC/k gksrs gSaA

l blesa orZuh vkSj O;kdj.kh; (Spelling and Grammar) =qfV;ksa dk  vklkuh
ls irk yxk;k tk ldrk gS vkSj mUgsa Bhd fd;k tk ldrk gSA

l dEI;wVj esa 'kh"kZdksa dks Lopkfyr :i ls eè; djuk ;kfu lsaVfjax
(centering) vkSj vaMjLdksfjax ds Qhpj Hkh gksrs gSaA

l xf.kr ds fo'ks"k fpàksa vkSj vU; fpàksa dks lqxerk ls Vkbi fd;k tk
ldrk gSA

l vusd çfr;ka fudkyus ds fy, fdlh çdkj ds fo’ks"k cy dh vko';drk
ugha iM+rh gSA

l Vkbi dh xbZ lkexzh dks lso (save) djds Hkkoh mi;ksx ds fy, j[kk
tk ldrk gSA

l nLrkost ;k lkexzh dk jaxhu fçaV Hkh çkIr fd;k tk ldrk gSA
l baVjusV dh lgk;rk ls Vkbi dh xbZ lkexzh] xzkfQd (Graphic) vkfn

dks vU; ç;ksxdrkZvksa dks bZ&esy ds }kjk Hkstk tk ldrk gSA
l bZ&VkbijkbfVax us dkxteqDr rFkk ojPpqy dk;kZy; dh vo/kkj.kk esa

Økafr dks tUe fn;k gSA

1-5 dEI;wVj ds vk/kkjHkwr rRo
dEI;wVj ,d bySDVªkfud midj.k gS ftlesa lkexzh ds HkaMkj.k ¼LVksjst½]
mls iqu% çkIr djus ¼fjVªho½ rFkk M‚Vk çkslsl ds fy, gkMZos;j rFkk
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lk¶Vos;j gksrs gSaA 'kCn ^^gkMZos;j** ls rkRi;Z dEI;wVj ds HkkSfrd Hkkxksa ls
gS ftUgsa HkkSfrd :i ls Li’kZ fd;k tk ldrk gS ;k ns[kk tk ldrk gS tSls
lhih;w] eksuhVj] dh&cksMZ] ekml rFkk vU; Hkk Sfrd HkkxA lk¶Vos;j
vuqns’kksa dk lewg gS tks gkMZos;j dks vkns’k nsrk gS fd mls D;k djuk gSA
og gkMZos;j dk ekxZn’kZu djrk gS fd fdlh dk;Z dks fdl çdkj iwjk
djuk gSA lk¶Vos;j dk ,d mnkgj.k gS v‚ijsfVax flLVe (Operating

System)A

v‚ijsfVax flLVe ¼vks ,l½ dEI;wVj es a çpkfyr gksus okyk lokZf/kd
egRoiw.kZ l‚¶Vos;j gS tks dEI;wVj dh vU; lHkh lk¶Vos;j vkSj gkMZos;j
bdkb;ksa dk çca/ku djrk gSA ;g dEI;wVj ds lkFk lEçs"k.k dks Hkh laHko
cukrk gSA lk/kkj.k 'kCnksa esa] ge dg ldrs gSa fd ;g ç;ksxdrkZ vkSj
gkMZos;j ds chp ,d laidZ ¼baVjQsl½ gSA vkijsfVax flLVe ds mnkgj.k
gSa% M‚l (DOS)] ekbØksl‚¶V foaMkst 9 (Microsoft Windows 9) ,Dl]
foaMkst 7] esfdaVk’k] yhusDl (Linux)] ;wfuDl (Unix) vkfnA

uksV

,d lk¶Vos;j [kjhnrs le;] lqfuf'pr dj ysa fd og iath—r gks vkSj
bldk ,d ykblsal uEcj Hkh gksA blls lk¶Vos;j ds vçkf/k—r mi;ksx
ls cpk tk ldrk gS vkSj foØsrk ds vf/kdkjksa dk Hkh /;ku j[kk tkrk
g SA

1-5-1 dEI;wVj dh fo'ks"krk,a
dEI;wVj dh vk/kkjHkwr fo’ks"krk,a fuEukuqlkj gSa %
l xfr% ,d dEI;wVj çfr lsdsaM yk[kksa vuqns’kksa dk fu"iknu dj ldrk

gS] ftldk vFkZ gS fd dEI;wVj ,d vuqns’k dks ekbØks&lsdaM ;k
usuks&lsdsaM esa çkslsl dj ldrk gSA

l LVksjst% dkQh de LFkku ij Hkkjh ek=k esa MkVk dks bySDVªkfud :i
ls LVksj ;k lqjf{kr fd;k tk ldrk gS rFkk {k.kHkj esa gh mls iqu%
çkIr Hkh fd;k tk ldrk gSA

l ifj’kq)rk% dEI;wVj dh vfr mPp çkslsflax {kerk ds lkFk&lkFk
bldk dk;Z fu"iknu vR;ar ifj’kq) (accurate) gksrk gSA

l fofo/krk% ;g fofHkUu {ks=ks a dh fofHkUu vko’;drkvks a ds vuqlkj
fHkUu&fHkUu çdkj ds rkfdZd dk;ksaZ dks dj ldrk gSA

l dfeZ"Brk (Diligence): ekuoksa dh rqyuk esa dEI;wVjksa esa mPp Lrj dh
fujarjrk gksrh gS tcfd ekuoksa esa 'kkjhfjd vkSj ekufld lhferrk,a
gksrh gSaA dEI;wVj cksj ugha gksrs vkSj uk gh os Fkdrs gSaA euq"; dh
Hkkafr os ,d tSlk dk;Z djrs gq, ,dkxzrk dh deh eglwl ugha djrs
gSaA dEI;wVj leku dk;ksa Z dks lSdM+ks a ckj fcuk Fkds gq, vkSj fcuk
fdlh =qfV ds iwjk dj ldrs gSaA
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1-5-2 dEI;wVj ds ykHk

dEI;wVj ds dqN ykHkksa dk o.kZu uhps fd;k x;k gS%

l dEI;wVj dks tc rkfdZd Øe çnku fd;k tkrk gS rks os fofHkUu dk;ksaZ
dks Lopkfyr :i ls iwjk dj ldrs gSaA

l blesa lax.ku (Computational) rFkk ifjdyu (Calculation) laca/kh
dk;Z vklkuh ls fd, tk ldrs gSa ftlls le; vkSj ÅtkZ dh cpr
gksrh gSA

l M‚Vk vkSj Qkbyksa ds LVksjst ls lwpukvksa dk ç;ksx Hkfo"; esa fd;k tk
ldrk gSA

l dEI;wVj esa =qfV eqDr dk;Z dks çkIr djus ds fy, Lopkfyr orZuh
rFkk O;kdj.k 'kqf) O;oLFkk fo|eku gksrh gSA blds vfrfjDr] nLrkostksa
ds QkesZfVax dk fodYi Hkh miyC/k gksrk gSA

l fdlh Hkh lwpuk dks çkIr djus ds fy, baVjusV dk ç;ksx dEI;wVj dh
lokZf/kd egRoiw.kZ fo'ks"krk gSA

l blesa lEçs"k.k usVodZ laHko gSA

l ;g euksjatu dk ,d lk/ku gS vkSj fQYe m|ksx }kjk bldk O;kid
Lrj ij ç;ksx fd;k tkrk gSA

l Q‚eksa Z dh v‚u&ykbu (online) Qkbfyax O;oLFkk ds dkj.k fofHkUu
lsok {ks=ksa tSls cSafdax] chek] f’k{kk vkfn rd dEI;wVj }kjk igqap çkIr
dh tk ldrh gSA

l O;kolkf;dksa }kjk dkxteqDr dk;kZy; rFkk ojP;qoy dk;kZy; dk
ykHk mBk;k tk jgk gS ftlds ifj.kkeLo:i mudh lexz dq’kyrk
rFkk dk;Z dh çHkkoiw.kZrk esa o`f) gqbZ gSA

l dEI;wVj vusd Hkk"kkvksa esa dk;Z dj ldrk gS ;fn mls ,slk djus ds
fy, çksxzke fd;k tk,A

1-5-3 dEI;wVj dh gkfu;ka

,d e’khu ds :i esa dEI;wVj dh dqN lhek,a Hkh gSaA dEI;wVj dh dqN
lhferrkvksa dk mYys[k uhps fd;k x;k gS(

l dEI;wVj Lo;a dksbZ dk;Z ugha dj ldrk gS vFkkZr ;fn ge mls fdlh
dk;Z dks djus ds fy, dksbZ vuqns’k ugha nsrs gSa rks og Lo;a lwpuk dk
fuekZ.k ugha dj ldrk gSA

l gkykafd dEI;wVj MkVk dks LVksj djrk gS vkSj ml MkVk dks lqj{kk Hkh
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çnku djrk gS fdUrq mlesa MkVk dh pksjh rFkk mlds nq:i;ksx dk
[krjk lnSo cuk jgrk gSA

l blls LokLF; dk tksf[ke gksrk gS rFkk bZ&osLV ds dkj.k i;kZoj.k ij
çfrdwy çHkko Hkh iM+rk gSA

l dEI;wVj ds ç;ksx dks lh[kus rFkk lk¶Vos;j dks fodflr djus ds
fy, vfrfjDr ç;klksa dh vko';drk gksrh gSA ;fn l‚¶Vos;j dks
ifjofrZr djus dh vko';drk gks rks mlds fy, Hkh O;kid ç;klksa dh
vko';drk gksrh gSA

l laçs"k.k ds fy, dEI;wVjksa ds HksnHkkoiw.kZ ç;ksx ds dkj.k laxBu esa
O;fä;ksa ds vkilh laca/kksa dks [krjk gksrk gSA

ikBxr ç'u 1-1

1- v‚ijsfVax flLVe dks ifjHkkf"kr djsaA

2 - nks fcUnqvksa dk mYys[k djsa tks bZ&VkbijkbfVax dks lkekU; VkbijkbfVax
ls csgrj çnf’kZr djrs gksaA

3 - fjDr LFkku Hkjsa %

¼d½ dEI;wVj fofHkUu dk;ksa Z dks ---------------------------------------------- dj ldrs
gSa tc mUgsa rkfdZd Øe çnku fd;k tkrk gSA

¼[k½ Vkbi dh xbZ lkexzh dks ---------------------------------------------- es a lso
fd;k tkrk gS vkSj tc dHkh vko';drk gks mldk Hkkoh lanHkZ ds
fy, ç;ksx fd;k tk ldrk gSA

¼x½ ;fn ge fdlh dk;Z dks djus ds fy, fof’k"V vuqns’k ugha nsrs
gSa rks dEI;wVj Lo;a vius ls og lwpuk l`ftr  ------------------------
---------------------- djrk gSA

¼?k½ 'kCn  ----------------------------------------------  dEI;wVj ds mu Hkkxks a dk
o.kZu djrk gS ftUgsa HkkSfrd :i ls Li’kZ fd;k tk ldrk gS ;k
ns[kk tk ldrk gSA

1-5-4 dEI;wVj dks 'kq#@LVkVZ djuk rFkk can@'kV&Mkmu djuk

LVkVZ & MsLdV‚i dks LVkVZ djus dh lkekU; çfØ;k esa ;w ih ,l (U.P.S.)

dk fLop v‚u djsa rFkk flLVe ;wfuV ds ikoj cVu dks nck,aA  LØhu ds
lcls fupys LFkku ij ,d VkLd ckj gksrk gS ftlesa LVkVZ cVu gksrk gSA



bZ&VkbijkbfVax&Hkwfedk  :: 7

MsLdV‚i LØhu ij vU; vkbdu Hkh cus gksrs gSa tSls ekbZ dEI;wVj (My

Computer)] fjlkbfdy fcu (Recyclebin)] ekbZ MkD;wesaV~l (My Docu-

ments) vkfnA dEI;wVj dh LØhu v‚ijsfVax ç.kkyh ds vuqlkj fn[kkbZ nsrh
gS rFkkfi] ySiV‚i ds ekeys esa] dsoy LVkVZ cVu dks v‚u djsa vkSj visf{kr
LØhu çdV gks tkrh gSA

fp= 1-2 % MsLdV‚i dk LØhu’kwV

'kV Mkmu & ,e ,l foaMkst ds ekeys esa VkLdckj ds LVkVZ cVu ij tk,a
¼Åij fp= esa foaMkst fpâu yksxks (logo) esa ldZy fd, x, vuqlkj½] blds
nk;ha vksj tk,a vkSj ^’kV Mkmu* dks lsysDV djsa vFkok pqusA
dbZ ckj dEI;wVj fu/kkZfjr çfØ;k dk vuqlj.k djus ds ckotwn LVkVZ ugha
gksrk gSA  ml le;] O;fä dks mldh lHkh rkjksa dh tkap djuh pkfg,
rkfd ;g lqfuf’pr fd;k tk lds fd dksbZ dusD’ku <hyk rks ugha gS vkSj
Iyx dls gq, gSaA

1-5-5 dEI;wVj dk CykWd js[kkfp=

fp= 1-3% dEI;wVj dk CykWd js[kkfp=

izk slsflax vkmViqV

LVksj st

buiqV

buiqV ;wfuV

daVªksy ;wfuV

,,y;w

vkmViqV ;wfuV
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dEI;wVj ,d e’khu gS tks MkVk dks xzg.k djrh gS] çkslsl djrh gS vkSj
vkmViqV ds :i esa ubZ lwpuk miyC/k djkrh gSA

MkVk  
→

izkslsflax  lwpuk

dEI;wVj ç.kkyh ds eq[; :i ls fuEufyf[kr ?kVd ¼dEiksusaV½ gSa %

1- buiqV ;wfuV & buiqV midj.kksa ds ek/;e ls dEI;wVj esa lwpuk vkSj
çksxzkeksa dks çfo"V fd;k tkrk gSA  mnkgj.k ds fy, & cksMZ] ekÅl]
LdSuj] osc dSejk] ,evkbZlhvkj vkfnA

2- çkslsflax ;wfuV & lhih;w ;k lsaVªy çkslsflax ;wfuV esa daVªksy ;wfuV
gksrk gS tks dEI;wVj ds lHkh vU; Hkkxksa ds çpkyuksa gsrq funsZ’k nsrk
gSA lsaVªy çkslsflax ;wfuV ¼lhih;w½ dks dEI;wVj dk ^^efLr"d** Hkh
dgrs gSaA

3- vkÅViqV ;wfuV & dEI;wVjks a }kjk l`ftr ifj.kkeks a dks vkÅViqV
midj.kksa ds ek/;e ls çkIr fd;k tkrk gSA  tSls e‚uhVj] fçaVj]
Lihdj vkfnA

4- eseksjh ;wfuV & bldk ç;ksx MkVk ¼tkudkjh½ dks LVksj djus ds fy,
fd;k tkrk gSA  bl ;wfuV esa fuEufyf[kr 'kkfey gSa &
¼d½ çkbejh LVksjst ¼;k esu eseksjh ;k baVjuy eseksjh½ lhih;w ls

tqM+h ,dek= çR;{k bdkbZ gSA pwafd çkbejh LVksjst ds fy,
ç;qDr jSe (RAM) vFkkZr~ jSaMe ,sDlsl eseksjh dk Lo:i oksysVkby
;k ifjorZu'khy gksrk gS] dEI;wVj esa dsoy ,slk LVksjst gksrk gS
ftlesa vuqns’kksa dks i<+us dk lzksr ugha gksrk gS rkfd dEI;wVj
dks LVkVZ fd;k tk ldsA bl ç;kstu ds fy, ç;ksx gksus okyh
u‚u&o‚ysVkby ;k vifjorZu'khy çkS|ksfxdh dks vkjvks,e (ROM)

dgrs gSa tks jhM&vksUyh eseksjh gSA
¼[k½ lsdsaMjh LVksjst ¼ftls ,DlVjuy eseksjh ;k v‚Dtfyjh LVksjst

Hkh dgrs gSa½ çR;{k :i ls lhih;w ds lkFk tqM+k ugha gksrkA
dEI; wVj l sd s aMjh LVk sj st ij ig q ap çkIr dju s d s fy,
buiqV@vkÅViqV pSuyksa dk ç;ksx djrk gSA  midj.k ds fLop
v‚Q gksus ij Hkh lsdsaMjh LVksjst ls MkVk lekIr ugha gksrk gS
vkSj bl çdkj ;g vfLFkj ugha gksrk gSA

lokZf/kd lkekU; lsdsaMjh LVksjst midj.k gSa % gkMZ fMLd] MhohMh] vkj
MCY;w ;k vkj] lhMh&vkj MCY;w ;k vkj] isu Mªkbo] eseksjh dkMZ vkfnA

¶yS’k eseksjh ds i’pkr Cyw js fMLd ¼chMh½ uohure LVksjst fMokbl gSA
;g LVksj MkVk dh Cyw ok;ysV ystj rduhd dk ç;ksx djrk gSA
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1-6 MkVk dh lqj{kk vkSj laj{kk (Safety and Security of Data)

MkVk dh lqj{kk vkSj laj{kk ls rkRi;Z gS fd MkVk dks fdlh çdkj ds
laHkkfor nq:i;ksx ;k gkfu ls cpk;k tk, rkfd mldh lR;rk rFkk
fo’oluh;rk dks cuk, j[kk tk ldsA  MkVk ij vU; O;fDr dh igqap dks
mi;qDr :i ls fu;af=r fd;k tkuk pkfg, vkSj mldh xksiuh;rk dks
cuk, j[kk tkuk pkfg,A bl çdkj] MkVk dh lqj{kk vkSj laj{kk es a
fuEufyf[kr rRo 'kkfey gSa %

l lwpuk dh xksiuh;rk rFkk ç;ksDrk dh lacaf/kr tkudkjh dks cuk,
j[kukA

l dsoy çkf/k—r ç;ksDrkvksa dh igqap dks fu;af=r djukA

l fuf’pr le; esa MkVk dh miyC/krk dks lqfuf’pr djukA

l xSj&vLohdk;Z dks lqfuf’pr djuk vFkkZr lans’kksa ds çs"kd rF;ksa ls
badkj ugha dj ldrs gSaA

MkVk dh lqj{kk vkSj laj{kk dks uqdlku igqapkus okys lHkh laHkkfor [krjksa
dk /;ku j[kk tkuk pkfg, vkSj muls cpk tkuk pkfg,A  ;fn mUgsa jksdk
u x;k rks os MkVk dks {kfr igqapk ldrs gSa ;k lekIr dj ldrs gSa] MkVk
dh pksjh dj ldrs gSa vkSj vokafNr MkVk fdlh vkSj dks miyC/k djk
ldrs gSa] vkfnA

;kn j[ksa

dE;wVj flLVe ds laHkkfor [krjs

l ihlh baVªwtu ¼dEI;wVj ç.kkyh ds lalk/kuksa dks {kfr igqapkuk½A

l dEI;wVj ok;jl ;Fkk okeZ~l ,aM Vªkstu g‚lZ ¼os dksM gSa tks nLrkostksa
;k Qkbyksa dks {kfr igqapk ldrs gSa½A

l Likbos;j ¼tklwlh djuk vkSj ç;ksDrk ds O;ogkj dk irk yxkuk½A

l ikloMZ gSfdax ¼vuSfrd dk;Z ds fy, ikloMZ dk vuqeku yxkuk½A

l fQf’kax ¼tkylkth dh çfØ;k }kjk xksiuh; lwpuk çkIr djuk½A

l LiSfeax ¼fpfàr ;k xSj&fpfàr lzksrksa }kjk Hkkjh ek=k esa esy Hkstuk½A

l ,Mos;j ¼dEI;wVj flLVe esa vokafNr MkVk igqapkuk½A

ç;ksDrk }kjk lkekU;r% MkVk dh lqj{kk vkSj laj{kk ds fy, y‚xbu
ikloMZ] vFk‚fUVds’ku rFkk ,aVh ok;jl rduhdksa dk ç;ksx fd;k tkrk gS]
ftldh ppkZ uhps dh xbZ gS %
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ykWxbu ikloMZ (Login Password)

,d dEI;wVj flLVe esa y‚xbu djus dh fofHkUu fof/k;ka gks ldrh gSa vkSj
;g best] fQaxj fçaV] vka[kks a ds LdSfuax] ikloMZ ¼ekSf[kd ;k ikBxr
buiqV½ vkfn ds ek/;e ls gks ldrk gSA  y‚xbu ikloMZ dh lgk;rk ls]
ç;ksDrk dfri; fof’k"V lk{; çLrqr djrk gS vkSj rRi’pkr mu lk{;ksa
dh igpku rFkk çek.ku ds i’pkr dEI;wVj ç.kkyh esa igqap çkIr djrk gSA
ikloMZ & lajf{kr LØhu lsoj j[kuk ,d lkekU; i)fr gS tks vlfØ;rk
dh ,d iwoZ fuf’pr vof/k ds i’pkr Lor% gh lfØ; gks tkrk gSA  flLVe
esa igqap çkIr djus ds fy, bl LØhu lsoj dks vuy‚d djuk gksrk gSA

vFk‚fUVds’ku (Authentication) ¼çek.ku½
;g ,d l‚¶Vos;j çksxzke dh igpku dh iqf"V djus dh çfØ;k gSA
vFk‚fUVds’ku ,d ç.kkyh esa igqap fu;a=.k dk dk;Z djrk gS vkSj bldk
ç;ksx dsoy çkf/k—r ç;ksDrk }kjk gh fd;k tkrk gS vkSj blls vçkf/k—
r ç;ksDrk bl ij igqap çkIr ugha dj ikrk gSA ikloMZ] QksVks igpku i=]
,Vh,e] baVjusV cSafdax vkfn vFk‚fUVds’ku ds lkekU; mnkgj.k gSaA

,aVh&ok;jl dk ç;ksx
,aVh&ok;jl l‚¶Vos;j ,d ,slk l‚¶Vos;j gS ftldk mi;ksx dEI;wVj
flLVe esa fdlh çdkj ds vuSfrd [krjs ls cpus] mldk irk yxkus rFkk
mldk lek/kku djus ds fy, vkSj dEI;wVj ç.kkyh dks lqj{kk çnku djus
ds fy, fd;k tkrk gSA  bl çdkj ds [krjksa ds mnkgj.k gSa & dEI;wVj
ok;jl] Likbos;j] Vªkstu g‚lZ] vkfn tks dEI;wVj flLVe esa MkVk vkSj
Qkbyksa dks djIV ;k [kjkc dj ldrs gSaA  bu vuSfrd [krjksa ls yM+us]
mUgsa jksdus rFkk nwj djus ds fy, cktkj esa fofHkUu mRikn vkSj lsok,a
miyC/k gS aA  ,aVh ok;jl l‚¶Vos;j fo’ys"k.k }kjk ;g iwokZuqeku Hkh
yxk;k tk ldrk gS fd ,d Qkby dEI;wVj dks D;k uqdlku igq¡pk ldrh
gSA ;g ,DlVuZy  midj.kksa dh tkap djus dh ,d lkekU; i)fr gS
ftlds varxZr ckgjh midj.kksa ls d‚ih djus ;k MkÅuyksM djus ls iwoZ
fdlh çdkj ds ekWyos;j ¼[kjkch½ dk irk yxk;k tkrk gSA

D;k djsa vkSj D;k u djsa

MkVk dh lqj{kk vkSj laj{kk

l çR;sd fnu ds var esa egRoiw.kZ MkVk dks MkÅuyksM djsaA

l ,aVh ok;jl l‚¶Vos;j dk ç;ksx djsaA
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l fdlh l‚¶Vos;j dks baLV‚y djus ls iwoZ mlds djkjksa dks vPNh rjg
i<+ ysaA

l vius dEI;wVj flLVe dks fu;fer :i ls LdSu djsaA
l vius bZ&esy ikloMZ dks xksiuh; j[ksaA
l fdlh lqj{kk psrkouh dh vuns[kh u djsaA
l lHkh dqdht (Cookies) dks Cy‚d djsaA

cM+h daifu;ka Hkh vius MkVk dh lqj{kk dks lqfuf’pr djus ds fy,
fuEufyf[kr rduhdksa esa ls dqN dk ç;ksx dj jgh gSa %

¼d½ MkVk os;j gkmflax % lHkh egRoiw.kZ vkSj mi;ksxh MkVk dk cSdvi]
MkVk os;j gkÅlksa esa lso fd;k tk ldrk gSA MkVk os;j gkÅlksa dk
ç;ksx O;kolkf;d laxBuks a dks vçR;kf’kr ifjfLFkfr;ks a tSls çk—
frd vkinkvksa] ce foLQksV] nq?kZVuk] cM+s iSekus ij MkVk djI’ku
vkfn ds dkj.k Hkkjh MkVk gkfu ls cpkrk gSA

fp= 1-4 % MkVk os;j gkmflax (Data Warehousing)

¼[k½ MkVk bfUØi’ku (Data Encryption) % bldk rkRi;Z gS fd ,d
nLrkost dks dksM :i esa ifjofrZr djuk tks fd ,d lkekU; O;fDr
ds fy, i<+us ;ksX; ugha gksrk gSA  MkVk dks ^MkVk os;j gkml*  esa
LVksj djrs le; bfUØIVsM :i esa ifjorZu ls MkVk dh lqj{kk dks
lqfuf’pr fd;k tkrk gSA  ;fn fdlh dks ml MkVk dk ç;ksx djuk
gS rks loZçFke mls lqj{kk ikloMZ vkSj MhdksfMax ,Yx‚fjFke }kjk
Mh&fØIV fd;k tkrk gSA  bl çdkj] dsoy çkf/k—r deZpkjh gh
MkVk dks çkIr dj ldrk gSA

lkslZ flLVe fjiksfV±x



12 :: bZ&VkbijkbfVax

fp= 1-5 % MkVk bfUØI’ku

¼x½ MkVk ekfLdax (Data Masking) % rS;kj MkVk dk MkVk ekfLdax og
çfØ;k gS ftlesa fof’k"V MkVk dks ,d MkVk csl rkfydk ;k lsy esa
vkofjr ¼ekfLdax½ fd;k tkrk gS rkfd MkVk dh lqj{kk dks lqfu’pr
fd;k tk lds vkSj laosnu’khy lwpuk fdlh vçkf/k—r O;fä rd u
igq apsA

fp= 1-6 % MkVk ekfLdax

ikBxr ç'u 1-2

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

¼d½ ,aVh ok;jl l‚¶Vos;j og l‚¶Vos;j gS ftldk ç;ksx fdlh
çdkj ds vuSfrd [krjs dks jksdus] mldk irk yxkus rFkk mls
nwj djus vkSj dEI;wVj ç.kkyh dks lqj{kk çnku djus ds fy,
fd;k tkrk gSA
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¼[k½ vkÅViqV midj.kksa dks dEI;wVj dk efLr"d Hkh dgk tkrk gSA

¼x½ MkVk bfUØI’ku ,d lk/kkj.k ikB dks dksM :i esa ifjofrZr djrk
gS tks lkekU; O;fä ds fy, iBu ;ksX; ugha gksrkA

¼?k½ lsdsaMjh LVksjst dks çkIr djus ds fy, dEI;wVj buiqV@vkÅViqV
pSuyksa dk ç;ksx djrk gSA

2 - fjDr LFkku Hkjsa%

¼d½ çkbejh LVksjst mís’; ds fy, ç;ksx gksus okyh u‚u&oksysVkby
rduhd dks --------------------------------------- dgrs gSaA

¼[k½  --------------------------------------- ,d l‚¶Vos;j çksxzke dh igpku dh
iqf"V dh çfØ;k gSA

¼x½ cM+h daifu;ka ;g lqfuf’pr djus ds fy, MkVk csl Vscy ;k lsy
ds Hkhrj lajfpr MkVk ds --------------------------------------- dk ç;ksx
djrh gS fd MkVk dh lqj{kk cukbZ j[kh tk lds vkSj vçkf/k—r
O;fä laosnu’khy lwpuk dks çkIr u dj ldsaA

¼?k½  --------------------------------------- ls rkRi;Z nLrkost dks dksM :i es a
ifjofrZr djuk gS tks fd ,d lkekU; O;fä ds fy, iBu ;ksX;
ugha gksrkA

1-7 fganh Vkbfiax esa ;wfudksM dk egRo

;wfudksM] dks ^^;wfuolsy o.kZekyk** :i es a tkuk tkrk gSA ;wfudksM
lkW¶Vos;j dk iz;ksx fgUnh esa Vkbi djus ds fy, ljy gSA bl vaxzst+h
fgUnh Vkbfiax midj.k ds fy, lh/ks fgUnh esa Vkbi djus ds ckn vki
spacebar nckdj lh/ks vaxzsth esa Vkbi dj ldrs gSaA ;g vkWuykbu fgUnh
Vkbfiax fyI;arj.k ij vk/kkfjr gSA

,d ;wfudksM nLrkost+ cukus ds fy,] tks ;wfudksM dk leFkZu djrk gS]
lkW¶Vos;j dk mi;ksx djus ds fy, igyk dne gSA nwljs 'kCnksa esa] ,d
;wfudksM nLrkost+ ns[kus ds fy,] ,d daI;wVj ,d Q+kWUV LFkkfir tks v{kj
bLrseky fyfi;ksa ds fy, nLrkost+ksa esa 'kkfey gksuk vko';d gSA ;wfudksM
,dkf/kd ys[ku iz.kkfy;ksa ds lg ,d gh MsVk Qkby esa ekStwn djus ds
fy, vuqefr nsrk gSA flLVe ;wfudksM dks dbZ Hkk"kkvksa vkSj lalkf/kr MsVk
esa igpku dj ldrs gSaA

nksuks a ekbØkslkW¶V ¼foaMks½ vkSj ,Iiy (Macintosh) flLVe Q+kWUV gSa tks
;wfudksM dk leFkZu iznku djrs gSaA dbZ laxBu Hkh vfrfjDr v{kjksa ds
fy, Ýhos;j Q+kWUV iznku djrs gSaA
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;g ns[kus ds fy, fd dkSu lk QkWUV vkids daI;wVj ij miyC/k gS] ,d
'kCn lalk/ku izksxzke tSls Microsoft Word ;k Word Perfect [kksyus ds fy,
QkWUV~l dh lwph dh tk¡p djsaA Mangal vkSj Arial Unicode MS lcls iw.kZ
Unicode QkWUV gSa tks fd O;kid :i ls miyC/k gSA Lucida Sans Unicode

¼Y;qflMk lal ;wfudksM½ vkSj Tahoma Hkh miyC/k gSaA

lwpuk@Qkbyks a@nLrkostks a ds eqDr vknku&iznku dks lqfo/kktud
cukus ds fy, lwpuk izkSn~;ksfxdh foHkkx] Hkkjr ljdkj us ;wfudksM
QksaV eaxy dks Hkkjrh; ekud QkWUV ds :i esa Lohdkj dj fy;k gSA
fg an h d s  fy, ; w fudk sM Qk W UV ~l dk mi;k sx djd s fgUn h
nLrkostksa@Q+kbyksa dk fofue; djus ls lacaf/kr leL;k iwjh rjg ls
gy gks ldrh gSA daI;wVj esa fdlh Hkh ;wfudksM esa dke fd;k tk
ldrk gSA fdlh Hkh vfrfjDr lkW¶Vos;j dks LFkkfir fd, fcukA
gkykafd bfULØIV dqath cksMZ dks ekud dqath cksMZ ds :i esa ekU;rk
izkIr gS] mi;ksxdrkZ vU; dqath cksMks±] vFkkZr~] Remington & Pho-

netic viuh lqfo/kk ds vuqlkj Hkh mi;ksx dj ldrs gSaA lwpuk
izk Sn~;k sfxdh foHkkx us viuh osclkbV ij] (www.ildc.in/hindi/

hdownloadhindi.htm) 160 ;wfudksM vuqikyu (compliant) QkWUV~l
miyC/k djk, gSa] ftUgsa eq¶r MkmuyksM fd;k tk ldrk gSA lwpuk
izkSn~;ksfxdh foHkkx dh osclkbV ij ekStwnk ukWu&;wfudksM QksaV dks
;wfudkM esa ifjorZu djus ds fy, ,d lkW¶Vos;j midj.k "Parivartan

2.0" miyC/k gSA Windows 2000, Windows XP vkSj Windows Vista

vkWijsfVax flLVe Lrj ij ;wfudksM ,UdksfMax ds fy, inbuilt leFkZu
g SA

;wfudksM ,UdksfMax vkids daI;wVj ij LFkkfir djus ds fy,] vki osclkbV
file://C:/Users/abc/Downloads/how_to_install%20(1).pdf ij tk ldrs gSa

vkSj fn, x, pj.kksa dk ikyu dj ldrs gSaA

1-8 lkjka'k
bl ikB esa vkius lh[kk fd bZ&VkbijkbfVax oSKkfud :i ls dEI;wVj ij
Vkbi djus dh rduhd gSA lkekU; VkbijkbVj ij Vkbi djus dh rqyuk
esa bZ&VkbijkbfVax ds dqN ykHk gSa] vFkkZr  bZ&VkbijkbfVax dEI;wVj ij
dk;Z djus okys O;fä dh Fkdku dks de djrk gS vkSj blls dk;Z dh ek=k
esa Hkh o`f) gksrh gS] dEI;wVj ds dh&cksMZ dh dqaft;ksa ij dk;Z djus ds
fy, gYds Li’kZ dh vko';drk gksrh gS] pwafd dEI;wVj esa Vkbi djrs le;
iafä;ka vius vki cny tkrh gSa] blfy, vxyh iafä esa tkus ds fy,
dh&cksMZ dk ç;ksx djus dh vko';drk ugha gksrh gS] Vkbi dh xbZ lkexzh
esa le:irk gksrh gS blfy, dk;Z dh xq.koRrk csgrj gksrh gS] dEI;wVj esa
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ikB dh ,fMfVax vklku gksrh gS] dEI;wVj ds oMZ jSi Qhpj ds dkj.k O;fä
bZ&VkbijkbfVax ds ekftZu dks tfLVQkb dj ldrk gS] dEI;wVj esa fofHkUu
çdkj ds QkaV rFkk QkaV lkbt miyC/k gksrs gSa] dEI;wVj esa 'kh"kZdksa ds
Lopkfyr :i ls lsaVfjax vkSj vaMjLdksfjax ds Qhpj Hkh gksrs gSa] ftUgsa
VkbijkbVj esa djuk laHko ugha gS] xf.kr ds fo’ks"k fpàksa vkSj vU; fpàksa
dks lqxerk ls Vkbi fd;k tk ldrk gS] Vkbi dh xbZ lkexzh dks lso
djds Hkkoh mi;ksx ds fy, j[kk tk ldrk gS] lkexzh dk jaxhu fçaV Hkh
çkIr fd;k tk ldrk gS vkSj baVjusV dh lgk;rk ls Vkbi dh xbZ lkexzh]
xzkfQd vkfn dks bZ&esy ds }kjk Hkstk tk ldrk gSA

dEI;wVj ,d bySDVªkfud midj.k gS ftlesa lkexzh ds HkaMkj.k ¼LVksjst½]
mls iqu% çkIr djus ¼fjVªho½ rFkk M‚Vk çkslsl ds fy, gkMZos;j rFkk
lk¶Vos;j gksrs gSaA 'kCn ^^gkMZos;j** ls rkRi;Z dEI;wVj ds HkkSfrd Hkkxksa ls
gS ftUgsa HkkSfrd :i ls Li’kZ fd;k tk ldrk gS ;k ns[kk tk ldrk gS tSls
eksuhVj] dh&cksMZ] ekml rFkk vU; HkkSfrd HkkxA lk¶Vos;j vuqns’kksa dk
lewg gS tks gkMZos;j dks vkns’k nsrk gS fd mls D;k djuk gSA v‚ijsfVax
flLVe ¼vks,l½ dEI;wVj esa çpkfyr gksus okyk lokZf/kd egRoiw.kZ l‚¶Vos;j
gS tks dEI;wVj ds vU; lHkh lk¶Vos;j vkSj gkMZos;j bdkb;ksa dk çca/ku
djrk gSA dEI;wVj dh vk/kkjHkwr fo’ks"krk,a gS% xfr]  LVksjst] ifj’kq)rk]
fofo/krk] dfeZ"Brk (Diligence) vkfnA dEI;wVj flLVe ds eq[; :i ls
pkj ?kVd gksrs gSa% buiqV ;wfuV] çkslsflax ;wfuV] vkmViqV ;wfuV rFkk
LVksjst ;wfuVA dEI;wVj esa MkVk dks LVksj djus ds fy, çkbejh rFkk
lsds aMjh LVksjst midj.k gksrs gS aA y‚xbu ikloMZ] vkFkS afVds’ku rFkk
,aVh&ok;jl lk¶Vos;j ds ç;ksx }kjk MkVk dh lqj{kk vkSj laj{kk dks
lqfuf’pr fd;k tk ldrk gSA cM+h daifu;ka vius MkVk dh lqj{kk dks
lqfuf’pr djus ds fy, MkVk bufØI’ku rFkk MkVk ekfLdax rduhdksa dk
ç;ksx djrh gSaA

jkstxkj laca/kh dkS’ky% çk;ksfxd dk;Z

1- fofHkUu ukeks a ls dksbZ ikap Qkbysa [kksysa ;Fkk bUDok;jh] dksVs’ku]
lsYl] dysD’ku rFkk dEIysaVA

2- pwafd Vhuk vius dEI;wVj ds ç;ksx dks çfrcaf/kr djuk pkgrh gS]
blfy, mlds dEI;wVj esa LØhulsoj çksVsfDVM ikloMZ Mkysa vkSj
blds fofHkUu pj.kksa dk mYys[k djsaA

3 - vki vius dEI;wVj esa MkVk dh lqj{kk vkSj laj{kk dks lqfuf’pr djuk
pkgrs gSaA vius dEI;wVj esa ,aVh&ok;jl dks baLVky djus dk vH;kl
djsa vkSj baLVkys’ku ds fofHkUu pj.kksa dk voyksdu djsaA
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4- Jh dju ges’kk vius dEI;wVj esa fdlh çdkj ds [krjs ls cpus ds fy, mlesa
,aVh&ok;jl lk¶Vos;j rFkk LdSu ju djrs gSa tc dHkh muds dEI;wVj esa
;w,lch (USB)  ç;ksx fd;k tkrk gSA vius dEI;wVj dks LdSu djrs le; og
fdl çfØ;k dk vuqlj.k fd;k tkrk gS\

1-9 ikBkar ç'u

1- VkbijkbfVax dh rqyuk esa bZ&VkbijkbfVax ds dqN ykHk gSaA mudk mYys[k
djsaA

2- ,d dEI;wVj flLVe dh vk/kkjHkwr fo'ks"krkvksa dk mYys[k djsaA

3- çkbejh rFkk lSdsaMjh LVksjst midj.kksa ds chp ds varjksa dk mYys[k djsaA

4- dEI;wVj ç.kkyh esa y‚fxu dh fofHkUu fof/k;ksa dk o.kZu djsaA

5- fuEufyf[kr ij laf{kIr&uksV fy[ksa%

¼d½ bZ&VkbijkbfVax

¼[k½ ,aVh&ok;jl lk¶Vos;j dk ç;ksx

6- cM+h dEifu;ksa }kjk vius MkVk dks lqjf{kr j[kus ds fy, ç;ksx dh tkus okyh
fofHkUu rduhdksa dk mYys[k djsaA

1-10 ikBxr ç'uksa ds mRrj

 1-1

1- v‚ijsfVax flLVe og lk¶Vos;j gS tks mlds lHkh lk¶Vosjksa vkSj gkMZos;j
bdkb;ksa ds çca/ku ds fy, dEI;wVj ij ju djrk gSA

2- fuEufyf[kr esa ls dksbZ nks%

bZ&Vkbfiax dEI;wVj ij dk;Z djus okys O;fä dh Fkdku dks de djrk gS
vkSj blls dk;Z dh ek=k esa Hkh o`f) gksrh gSA dEI;wVj ds dh&cksMZ dh dqaft;ksa
ij dk;Z djus ds fy, gYds Li’kZ dh vko';drk gksrh gSA pwafd dEI;wVj esa
Vkbi djrs le; iafä;ka vius vki cny tkrh gSa blfy, vxyh iafä esa
tkus ds fy, dh&cksMZ dk ç;ksx djus dh vko';drk ugha gksrh gSA Vkbi dh
xbZ lkexzh esa le:irk gksrh gS blfy, dk;Z dh xq.koRrk csgrj gksrh gSA
dEI;wVj esa ikB dh ,fMfVax vklku gksrh gSA dEI;wVj ds oMZ jSi Qhpj ds
dkj.k O;fä bZ&VkbijkbfVax ds ekftZu dks tfLVQkb dj ldrk gSA dEI;wVj
esa fofHkUu çdkj ds QkaV rFkk QkaV vkdkj@lkbt miyC/k gksrs gSaA dEI;wVj
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esa 'kh"kZdksa ds Lopkfyr :i ls lsaVfjax vkSj vaMjLdksfjax ds Qhpj Hkh gksrs gSa]
ftUgsa VkbijkbVj esa djuk laHko ugha gSA xf.kr ds fo'ks"k fpàksa vkSj vU; fpàksa
dks lqxerk ls Vkbi fd;k tk ldrk gSA Vkbi dh xbZ lkexzh dks eseksjh vkfn
esa lso fd;k tk ldrk gSA

3- ¼d½ Lopkfyr :i ls

¼[k½ eseksjh

¼x½ ugha

¼?k½ gkMZos;j

 1-2

1- ¼d½ lgh

¼[k½ xyr

¼x½ lgh

¼?k½ lgh

2- ¼d½ vkjvks,e

¼[k½ v‚Vkses’ku

¼x½ MkVk ekfLdax

¼?k½ MkVk bfUØI’ku

1-11 lkewfgd xfrfof/k vkSj ifj;kstuk dk;Z

1- vk;s fnu oMZ çkslsflax iSdstksa] LVksjst midj.kksa vkSj ,aVhok;jl lk¶Vos;j
ds mUur otZu cktkj esa vkrs jgrs gSaA

pkj fo|kfFkZ;ksa dk ,d lewg cuk,aA fuEufyf[kr lwpukvksa dks ,d= djus ds
fy, vius vklikl ds cktkj dk losZ{k.k djsa vkSj osclkbVksa ls lwpuk ,d=
djsa%

d½ uohure ilZuy dEI;wVj] ySiV‚i] uksVcqd rFkk vkbZ iSM ds fdUgha nks
e‚Myksa dh fo'ks"krk,aA

[k½ ,aVh ok;jl lk¶Vos;j dks cspus okyh fdUgha pkj dEifu;ksa ds uke
crk,a o bu lk¶Vos;jksa dh fo'ks"krkvksa dk Hkh mYys[k djsaA
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,d=  lwpuk ij ,d ifj;kstuk fjiksVZ Hkh rS;kj djsaA

2- çR;sd fo|kFkhZ vius dEI;wVj ds foU;kl ¼dfUQxjs’ku½ dk mYys[k
djsxkA

ikap fo|kfFkZ;ksa dk ,d lewg cuk,a vkSj bu foU;klksa dh rqyuk
djs aA

vius dEI;wVj ds gkMZos;j ?kVdksa esa dksbZ ifjorZu lq>k,a]  ;fn
vko’;d gks]  rkfd loksZRre dk;Z fu"iknu dks lqfuf’pr fd;k
tk ldsA

fuEufyf[kr dk vH;kl djsa

1- baVjusV dh lgk;rk ls ^LekVZ v‚fQl* vkSj ^ojP;qy v‚fQl dSls
dk;Z djrk gS* ij lwpuk ,d= djsaA

2 - fo|kFkhZ vius vklikl ds laxBuksa esa tk,a vkSj fofHkUu dkxteqDr
dk;kZy; çfØ;kvksa dk voyksdu djsaA

3 - D;k MSLdV‚i dufQxjs’ku dks dLVekbt djuk laHko gS\ ;fn
gka] rks dSls\

4- ç;ksDrk dh lqfo/kk ds vuqlkj MSLdV‚i ds vkbduksa dks O;ofLFkr
fd;k tk ldrk gSA viuh :fp ds vuqlkj dk;Z djsaA
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2

dqath&iVy ifjpkyu

2-1 ifjp;

vk/kqfud ;qx esa dEI;wVj thou dh vko';drk gSA dEI;wVj buiqV izkslSl
vkÅViqV ds vk/kkj ij dk;Z djrk gS vkSj dEI;wVj izpkyu esa buiqV izfØ;k

cgqr egRoiw.kZ gSA cktkj esa dbZ izdkj ds buiqV fMokbflt+ ¼midj.k½ izpfyr gSa
ysfdu dqath&iVy ,d egRoiw.kZ midj.k gS ftlds fcuk dEI;wVj ij dk;Z ugha
fd;k tk ldrkA vr% vki bl ikB esa fofHkUu izdkj ds dqath&iVy ds ckjs esa
lh[ksaxs vkSj 'kCn&lalk/ku dk laf{kIr Kku izkIr dj ldsaxsA

blls fiNys ikB esa vkius bZ&VkbijkbfVax ds vFkZ vkSj egRo ds ckjs esa lh[kkA
vkius dEI;wVj ds vkjfEHkd izpkyu tSls dEI;wVj dks 'kq: vkSj cUn djus ds ckjs
esa lh[kkA

2-2 mís';

bl ikB dk v/;;u djus ds i’pkr vki fuEufyf[kr Kku çkIr djsaxs%

l fofHkUu izdkj ds dqath&iVy dk ifjpkyu(

l Li'kZ vkSj n`'; fof/k dk ifjp;(

l 'kCn lalk/ku esa ekStwn nLrkost dks cukuk] lso djuk vkSj [kksyus dh ;ksX;rk
esa izoh.krkA

2-3 f'k{k.k {kerk,a

bl ikB ds var esa vki fuEufyf[kr {kerkvksa dks çkIr dj ysaxs%

l fofHkUu izdkj ds dqath&iVy dk izpkyu(
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l n`'; fof/k }kjk Vkbi djus ds ykHk o gkfu;ka(

l Li'kZ&fof/k }kjk Vkbi djus ds ykHk(

l 'kCn lalk/ku esa ekStwn nLrkost dks cukuk] lso djuk vkSj [kksyus dh
;ksX;rkA

2-4 dqathiVy&vFkZ vkSj egRo

dqathiVy buiqV l;a= gSA dEI;wVj ds ladsrksa ¼funsZ'kksa½ dks fu;af=r djus ds fy,
bu&iqV l;a= ;k dEI;wVj gkMZos;j dk iz;ksx fd;k tkrk gSA ekÅl] dqathiVy]
LdSuj vkSj ;gka rd fd [ksy fu;a=.k ds fy, Hkh bu&iqV l;a= gh izeq[k gSA

cVu vkSj dqaft;ksa dks Øec) ¼O;ofLFkr½ djus ds fy, bu&iqV eq[; la;a= gSA ;g
,d vkarfjd VkbijkbVj ds leku gSA vkarfjd :i esa dqathiVy fLofpl ¼cVu½
dk vk/kkj vkSj dqathiVy dk fu;a=d gSA tc vki ,d dqath dks nckrs gSa rks bldk
cVu ncrk gS vkSj tc dqath dks NksM+ fn;k ¼eqDr½ tkrk gS rks bldk cVu Hkh eqDr
gks tkrk gSA cVuksa dks nckus vkSj NksM+us ¼eqDr½ ij dqathiVy ,d LdSu&dksM dks
mRikfnr djrk gSA

dqathiVy dbZ izdkj ds vkdkj vkSj uki ds gksrs gSaA vktdy ?kj vkSj dk;kZy;
ds fy, fof'k"V izdkj ds dqathiVyksa dks pquk tk ldrk gSA

dqathiVy ds ykHk

l MkVk bu&iqV dk cgqr fo'oluh; rjhdk

l fo"k;] v{kjksa vkSj la[;kvksa dk fo'ouh; <ax

l fofHkUu rjhdksa ds ekStwn uewus

gkfu;ka

dqN izdkj dk MkVk ¼lkexzh½ tSls fiDpj] Mk;xzke ¼vk;ru½] vkokt vkSj ohfM;ks
vkfn dks lekfo"V djuk laHko ugha gSA ;s fofHkUu fodYiksa dk LØhu ij fofHkUu
fo"k;ksa ¼phtsa½ dk ehuw ij igqapus ds fy, cgqr /kheh xfr LØhu ij fo.Mkst ds
lkbt dks cM+k djuk ;k cnyuk vf/kd ykHknk;d ughaA

2-5 dqathiVy ds izdkj

buiqV fof/k ¼iz.kkyh½ ds vk/kkj ij dqathiVy dks rhu eq[; izdkjksa esa ckaVk x;k gSA
;s izdkj gSa&
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l rkj okyk dqath&iVy

l rkj jfgr dqath&iVy

l ojP;qy ¼okLrfod½ dqath&iVy

2-5-1 rkj okyk dqathiVy

rkj okys dqath&iVy dk vFkZ gS dEI;wVj ds dqathiVy dks rkj }kjk tksM+ukA rkj
ds var esa ,d ;w-,l-ch- ;k ih,l Iyx gksrk gS ftls dEI;wVj ds Iyx esa Mkyk tkrk
gSA rkj okys dEI;wVj fo'oluh; gSa blesa lh/ks laca/k ls xyrh gksus dh laHkkouk de
jgrh gSA

rkj okys dqath&iVy esa ,d deh ;g gS fd dqathiVy vkSj dEI;wVj esa nwjh lhfer
jgrh gSA rkj dh yEckbZ ds fglkc ls gh MsLdVkWi ;k ySi&Vki ds dh&cksMZ dh nwjh
j[k ldrs gSaA rkj vkids MSLd&VkWi dks vO;ofLFkr dj ldrs gSaA ;fn vki dqN
vPNk pkgrs gSa rks vki rkj jfgr  dqath&iVy pqusaxsA

fp= 2-1 rkj lfgr dqath iVy

2-5-2 rkj&jfgr dqathiVy

rkj jfgr dqath&iVy rkj jfgr ekÅl dh rjg dk;Z djrk gSA dEI;wVj ds
;w,lch esa fjlhoj dks yxkb, rRi'pkr cSVjh lapkfyr dqath&iVy dks ,d ladsr
feysxkA è;ku jf[k, fd rkj jfgr ;w-,l-ch- dqath&iVy dh vof/k lhfer gksrh gSA
dqN dqathiVy fjlhoj ds fcYdqy gh utnhd gksrs gSa] ;g iz;ksx esa vkus okys
flxuy ¼ladsr½ ds vk/kkj ij dk;Z djrs gSaA ;fn vkidk rkj&lfgr dqathiVy
dk;Z djuk can djrk gS rks izk;% ubZ cSVjh dh vko';drk iM+rh gSA

rkj jfgr dqathiVy iz;ksxdÙkkZ dks fo'ks"k ykHk nsrk gSA

loZizFke rkj&jfgr dqath&iVy MSLd ij rkjksa dks vO;ofLFkr ugha djrk] u gh
vkidks MSLd ij ca/kdj cSBuk gksrk gSA rkj&jfgr dqath&iVy }kjk iz;ksxdrkZ dks
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fo'ks"k ykHk gksrs gSaA vki vius dkmp] jlksbZ dh est ;k cSBd ds Q'kZ ij cSBdj
Vkbi dj ldrs gSaA rkj jfgr dqath&iVy vkSj ekÅl ds lSV Hkh gksrs gSaA blls
,d vfrfjDr ykHk gS D;ksafd dEI;wVj dk iz;ksx vc vkids dk;kZy; rd gh lhfer
ugha jgkA

fp= 2-2 % rkj jfgr dqath&iVy

2-5-3 ojP;qy ¼okLrfod½ dqathiVy

lkekU; dqathiVy xksiuh; lkexzh dks lekfgr djus ds fy, ¼tSls fd iz;ksxdrkZ
dk uke vkSj ikloMZ½ ges'kk lkexzh ds pksjh gks tkus dh laHkkouk jgrh gSA ,sls
izksxzke dks i<+dj lkekU; dqathiVy esa fjdkMZ fd;k tk ldrk gSA rc ;g lwpuk
intruder dks b.VjusV }kjk Hksth tkrh gSA

izR;{k ¼okLrfod½ dqathiVy ij fofHkUu dqaft;ksa ds dk;Z

dSfiVy ykWd % dSi ykWd }kjk Åij ds v{kjksa dks Vkbi fd;k tk ldrk gSA

cSd&Lisl ¼ihNs gVko dqath½ bl dqath dk iz;ksx dlZj ls iwoZ ds v{kj dks gVkus
ds fy;s fd;k tkrk gSA

fDy;j&;g LØhu ij select fd;s x;s v{kjksa dks fDy;j djrk gSA

VSc&VSc dk iz;ksx iSjkxzkQ cukus ds fy;s fd;k tkrk gSA

fp= 2-3 % okLrfod dqath iVy ds ykHk
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2-5-4 okLrfod dqath iVy dh gkfu;ka

l Li'kZuh; vuqHko ¼VSDVkbyQhy½

bldk vFkZ gS& dqath iVy ij dqaft;ksa dks nckus dk vuqHko djuk uhps vuqHko
djuk gSA izR;{k dqathiVy ls ,slk vuqHko ugha gks ldrkA

l Lisl

cgqr cM+h LØhu ds dkj.k Vkbi fd, x, nLrkost dks ugha ns[kk tk ldrkA ,d
iw.kZ lkbt dh bruh cM+h LØhu ds dkj.k Vkbi djrs le; nksuksa gkFkksa dk leUo;
djuk iM+rk gSA blls iwjs nLrkost ;k i= dks Vkbi djrs le; la'kks/ku ugha fd;k
tk ldrk gSA izR;{k daqth&iVy esa i= ;k nLrkost dk dqN Hkkx gh ns[kk tk
ldrk gSA

l M~VhZ  ¼/kwfey½ LØhu

HkkSfrd dqath&iVy LØSp] /kwy vkSj xUnxh ls [kjkc gks tkrk gS ysfdu LØhu lkQ
jgrh gSA izR;{k dqath&iVy dk Li'kZ rduhd }kjk iz;ksx fd;k tkrk gS rks LØhu
xUnh gks ldrh gSA dqN le; i'pkr~ LØhu dks ns[kuk vkSj i<+uk dfBu gks tkrk gSA

l ,sjeksfefeDl (Ergononics)

izR;{k dqath&iVy dk iz;ksx VscysV LVkby ij iz;ksxdÙkkZ dks oSKkfud dfBukbZ
vk ldrh gSA lqfo/kkiwoZd Vkbi djus ds fy, dykbZ dks vPNh fLFkfr esa ugha j[kk
tk ldrkA iz;ksxdrkZ dks Vkbi djrs le; >qddj LØhu ij ns[kuk iM+rk gS ftls
vf/kd le; rd Vkbi djus ij xnZu dk nnZ ;k Fkdku gks tkrh gSA

2-6 dqathiVy ys vkÅV
DokVhZ

DokVhZ dqath&iVy Dosyj&Vh LVS.MMZ VkbijkbVj vkSj dEI;wVj dqath&iVy gSa tks
ySfVu v{kjksa dk iz;ksx djrs gSaA dqath&iVy ds Åij dh iafDr ds izFke Ng v{kj DokVhZ
dks iznf'kZr djrs gSaA 1874 esa fØLVksQj ySUFke 'kksYl }kjk fufeZr VkbijkbVj ij dqaft;ka
dk fo'ks"k lekos'k fd;k x;k Fkk rHkh ls bldk iz;ksx gj le; gksrk jgk gSA

DokVhZ izcU/ku esa Vkbi djrs le; dqaft;ksa dh dkxt ij bdV~Bk ¼tSe½ gksus dh laHkkouk
de jgrh gSA dqath&iVy ij dqN v{kjksa dks vyx djus esa lgk;d gksrk gSA 1932 esa
vkxLr nsoksdZ us eè; dh iafDr esa Loj vkSj ikap lkekU; v{kjksa dks lekfo"V djds
dqath&iVy dk lapkyu ck;sa vkSj nk;sa gkFk esa rhozxfr ls fd;k tk ldrk gS esa y;
¼rky½ dks }kjk ;|fi MokWdZ dqath&iVy esa dkQh dfe;ka Fkha blls DokVhZ ij fganh esa
Vkbi lh[kuk izpfyr u gks ldk ijUrq vc ;wuhdksM dh lgk;rk ls ;g Hkh fd;k tk
ldrk gSA
fgUnh dh&cksMZ dh Jsf.k;k¡
l bafLØIV dh&cksMZ l jsfeaXVu dh&cksMZ l QksusfVd dh&cksMZ
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l bu&fLØIV dh&cksMZ@dqathiVy

bu&fLØIV lkekU; :i ls of.kZr djus dk rjhdk ;k esdsfuTe gS izR;sd Hkkjrh;
fyfi ds fy, vyx dqath&iVy iz;qDr gksrs FksA fofHkUu fyfi;ksa esa dk;Z djus ds
fy, ,d fyfi dks iz;ksx vkSj fofHkUu fyfi;ksa }kjk ,d Hkk"kk fy[kukA bu&fLØIV
dqath&iVy }kjk lHkh Hkkjrh; fyfi;ksa dks ,d&leku] ,d gh fof/k ls Vkbi djus
dh lqfo/kk izkIr gSA bldk vFkZ ;g gS fd ,d fyfi esa Vkbi tkuus okyk O;fDr
rqjar gh nwljh fyfi esa vklkuh ls Vkbi dj ldrk gSA bu fLØIV dqath&iVy ek=
vk/kkjHkwr o.kZekyk dks Vkbi djus ls gh fdlh fyfi esa fo|eku lHkh v{kjksa dk
iz;ksx djus esa lgk;rk djrk gSA

;k

fp= 2-4 % bafLØIV dh&cksMZ
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l jsfeaXVu dh&cksMZ

;g ,d ijaijkxr fganh VkbZfiax dh&cksMZ gS ftl ij DEVLYZ vkSj Ñfr nso
Kruti Dev tSls fganh QksaV dh lgk;rk ls Vkbi fd;k tk ldrk gSA blesa
miyC/k dqN fo'ks"k o.kZ Alt + oxx dh lgk;rk ls vafdr fd, tk ldrs gSaA ;g
rsth ls fganh Vad.k lh[kus dk ,d mi;qDr ekè;e gSA

b.VjQsl ds fglkc ls dqath&iVy dks ckaVk tk ldrk gS&

l ,Vh dqath&iVy b.VjQsl

l ih,l@2 dqath&iVy vkSj

l ;w,lch dqath&iVy

2-7 Vad.k ds rjhds ¼fof/k½

2-7-1 Vad.k dh n`'; fof/k

1714 ls 1878 rd tc VkbijkbVj dk vkfo"dkj fd;k x;k] rc n`'; fof/k }kjk
Vkbi djus dk izpyu FkkA ,d vejhdh DydZ] feLVj pkYlZ eSdxzq.k }kjk &Li'kZ
fof/k* dk ifjp; fn;k x;kA

dqathiVy ij Vkbi dh tkus okyh lkexzh dks ns[kdj Vkbi djus dh fof/k dks
n`';&fof/k dgrs gSA ifjpkyd igys lkexzh ds dqN 'kCnksa dks i<+dj dqathiVy ij
ns[kdj Vkbi djrk gS vkSj fQj dqN 'kCnksa dks i<+dj blh izdkj Vkbi djrk gS
vkSj blh izfØ;k dks ckj&ckj nksgjkrk gS tc rd fd iwjk i`"B lekIr ugha gksrkA
bl fof/k esa lHkh vaxqfy;ksa dk iz;ksx ugha gksrkA Vkbi djus ds n`';&fof/k esa nksuksa
gkFkksa dh pkSFkh vaxqyh ¼QksjfQaxj½ }kjk Vkbi fd;k tkrk gSA ;g fof/k oSKkfud
ugha gSA bl fof/k esa ifjpkyd Vkbi dh tkus okyh lkexzh ij è;ku ugha ns ikrkA
;|fi izkjEHk esa lh[kus ds fy, ;g fof/k vklku gS ysfdu vf/kd Vad.k xfr izkfIr
ds fy, ;g fof/k mfpr ugha gSA

fp= 2-5 % jsfeaXVu dh&cksMZ



26 :: bZ&VkbijkbfVax

n`';&fof/k }kjk Vkbi djus ds ykHk

l ;g cgqr vklku gS pwafd bls lh[kus esa vè;kid dh vko';drk ugha gksrhA

l blls dqath&iVy esa fuiq.krk izkIr djus dh vko';drk ugha gSA

l ;g dsoy mu O;fDr;ksa ds fy, ykHknk;d gS ftUgsa viuk oS;fDrd dk;Z
dEI;wVj ij dHkh&dHkh djuk gksA

n`'; fof/k }kjk Vkbi djus dh gkfu;ka ¼dfe;ka½

l pwafd Vkbi dk dk;Z nks vaxqfy;ksa }kjk gh fd;k tkrk gS vr% FkksM+k lk dk;Z
djus ds fy, vf/kd le; yxrk gSA dEI;wVj pkyd dh dqath&iVy vkSj
lkexzh ij n`f"V jgrh gS vr% Fkdku gks tkrh gSA

l mPp xfr izkIr ugha dh tk ldrhA

l 'kCnksa@iafDr;ksa ds NwVus dk Hk; jgrk gS D;skafd dEI;wVj pkyd dks Vkbi dh
tkus okyh lkexzh vkSj dq¡thiVy nksuksa dks ns[kuk gksrk gS vkSj ,slk djus esa
xyfr;k¡ gksuk laHko gSA

l bl fof/k esa nksuksa gkFkksa dh lHkh vaxqfy;ksa dk iz;ksx ugha fd;k tkrkA

2-7-2 Li'kZ fof/k }kjk Vkbi djuk

Li'kZ&fof/k dk vFkZ gS dEI;wVj ds dqath&iVy dks ns[ks fcuk Vkbi djukA dEI;wVj
ifjpkyd dks viuh n`f"V dsoy Vkbi dh tkus okyh lkexzh ij j[kuh gksrh gSA
dqaft;ksa dk ifjpkyu dqaft;ksa dh fLFkfr ds vuqlkj gksrk gS dqath&iVy dks ns[kdj
ughaA ;g ,d oSKkfud fof/k gSA izR;sd vaxqyh }kjk mlh dqath dks nck;k tkrk gS
tksfd mlds fy, lqfuf'pr ¼fu/kkZfjr½ gksrh gSA bl fof/k esa nksuksa gkFkksa dh lHkh
vaxqfy;ksa dk iz;ksx gksrk gSA vuko';d vka[kksa vkSj gkFkksa dks ugha ?kqekuk iM+rkA

;g Vkbi djus dk cgqr oSKkfud rjhdk gSA bl fof/k esa dqathiVy dks igys nks
Hkkxksa esa ckaVk tkrk gS] ,d cka;s gkFk ds fy, vkSj nwljk nk;sa gkFk ds fy,] izR;sd
Hkkx izR;sd vaxqyh ds fy, fu/kkZfjr fd;k tkrk gSA nksuksa gkFkksa dh QksjfQaxj dks
mi&Hkkxksa esa ckaVdj pkSFkh vaxqyh dks vf/kd dqaft;k¡ fufnZ"V dh xbZ gS pwafd ;s
vaxqfy;ka nwljh vaxqfy;ksa ls etcwr gksrh gSaA

Li'kZ&fof/k n`';&fof/k ls vf/kd mÙke gSA ;|fi vkjEHk esa dEI;wVj pkyd dks
dkQh esgur djuh iM+rh gS ysfdu ;g fof/k mPp xfr izkIr djus esa ykHknk;d
gSA
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Li'kZ fof/k }kjk Vad.k djus ds ykHk

l blls le; vkSj ÅtkZ dh cpr gksrh gSA pwafd dk;Z nksuksa gkFkksa dh lkjh
vaxqfy;ksa esa foHkkftr gksrk gS vr% dqathiVy dks ns[kus dh vko';drk ugha
iM+rh rks dk;Z rhoz xfr ls Vkbi fd;k tk ldrk gSA blls lHkh vaxqfy;ksa
}kjk leku Je fd;k tkrk gSA

l mPp vkSj 'kq) xfr izkIr dh tk ldrh gSA

l dEI;wVj&ifjpkyd fcuk Fkds ?k.Vksa dk;Z dj ldrk gS D;ksafd dk;Z nksuksa
gkFkksa dh vaxqfy;ksa esa caVk gksrk gSA

l pwafd n`f"V Vkbi dh tkus okyh lkexzh ij jgrh gS vr% 'kCn vkSj iafDr;ka
NwVus dk Hk; ugha jgrkA vka[kksa dks vuko';d :i ls ?kqekus dh vko';drk
ugha iM+rhA

l ifjpkyd dks dqathiVy ij ns[kus dh vko';drk ugha jgrhA

l ifjpkyd Vkbi djus okyh lkexzh ij vPNh rjg ls ,dkxzrk j[k ldrk gSA

l bl fof/k }kjk Vad.k djus ls y; ¼fjne½ cuh jgrh gSA

ikBxr ç'u 2-1

fjDr LFkku Hkfj;s&

1- tc Vkbi djrs le; ------------------------ fof/k dks viuk;k tkrk gs rks vf/kd ÅtkZ
yxrh gSA

2- Li'kZ&fof/k }kjk Vad.k dk;Z dqath&iVy ij ------------------------ ns[ks fd;k tkrk
gSA

3- Li'kZ fof/k esa ------------------------ xfr izkIr gksrh gSA

4- ------------------------ fof/k esa dEI;wVj ifjpkyd dks lHkh vaxqfy;ksa dk iz;ksx ugha
djuk iM+rkA

2-8 'kCn lalk/ku

'kCn lalk/ku ,d lkQ~Vos;j ¼izfØ;k lkexzh½ gS tks nLrkost dks cukus vkSj
lEikfnr djus esa lgk;d gSA nLrkost dks cukuk vkSj dEI;wVj dh esaEcjh esa laHkky
dj j[kuk gSA nLrkost ds lEiknu dk vFkZ gS ;fn o.kZ ¼orZuh½ vkSj O;kdjf.kd
¼O;kdj.k ewyd½ dksbZ xyrh gksrh gS rks mlesa lq/kkj djuk vkSj 'kCn] okD; ;k
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iSjkxzkQ dks dkVuk ¼gVkuk½ vkSj ,d LFkku ls nwljs LFkku ij ys tkuk gSA

vr% bl vuqHkkx esa vki nLrkost cukuk] [kksyuk vkSj cpkuk ¼lso djuk½ lh[ksaxsA
vkxs c<+us ls iwoZ vkids fy, bu lcdk tkuuk vko';d gSA

2-8-1 ,d u, nLrkost dk cukuk

,d u, nLrkost cukus ds fy, dne gSa&

1- dk;kZy; cVu dk pquko dhft,A dk;kZy; cVu esa cgqr ls fodYi gksrs gSa
tSlk fd uhps fn, x, fpUgksa esa ns[k ldrs gSa tSls& u;k nLrkost [kksyuk]
cpkuk ¼lso djuk½] fizaV djuk vkfnA

fp= 2-6
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uhps fn, x, fp= esa ,d u;k Mk;ykWx ckDl iznf'kZr gSA

fp= 2-7

2- CySad nLrkost vkbdu dks pqfu,A

3- fØ;sV cVu ij fDyd dhft, ¼lh/ks CySad ist dks fØ;sV djus ds fy, u;s
CykWx iksLV dks pqfu,½

4- ,d CySad ¼[kkyh½ u;s nLrkost dk izn'kZu gksrk gSA

2-8-2 fo|eku nLrkost dks [kksyuk

1- vkWfQl cVu ls vksiu fodYi dks pqfu,A ,d vksiu Mk;ykWx
ckDl tSlk fd fuEu fp= esa fn[kk;k x;k gS&

fp= 2-8
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2- leqfpr Mªkbo vkSj QksYMj dks pqfu,A

3- ehuw esa VSDl ckWDl esa [kksyh tkus okyh Qkby dk uke Vkbi dhft, ;k fyLV
ls Qkby dks pqfu,A

3- vksiu cVu ij fDyd dhft,A

2-8-3 nLrkost dks lso fd;k tkrk gS vkSj bls dEI;wVj eSeksjh esa lafpr fd;k tkrk
gSA Hkfo"; esa iz;ksx ds fy, bls fMLd esa lso djus dh vko';drk gSA

nsLrkost dks lso djus ds dne pqfu,] tSls&

1- dk;kZy; cVu ls ^lso ,st+* Mk;ykWx ckDl fn[kkbZ nsxkA

2- Qkby use ckWDl esa Qkby uke Vkbi dhft,A

3- lso cVu ij fDyd dhft,

fp= 2-9 % ^lso ,st+* (Save As)

,d u;k nLrkost oMZ Mkdwes.V ,DlVsa'ku ckDl ¼2007 dk;kZy; ds fy,½ ds uke
ls lso gksxkA

fVIi.kh@funsZ'k % tc vki fdlh nLrkost dks Vkbi djuk vkjaHk djsa rks
nks&rhu iafDr;ksa ds i'pkr gh ̂dUVªksy ,l* dqath dks nckdj lso dj ysuk ,d
vPNh vknr gSA ;g vkxs ds nLrkost dks lso djus dk 'kkVZdV gSA
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ikBxr ç'u 2-2

1- fuEufyf[kr ^lgh* gS ;k ^xyr* of.kZr dhft,&

d½ d.Vªksy $ oh fdlh nLrkost dks cpkus ds fy, 'kkVZdV dqath gSA

[k½ u;s nLrkost dks lso djus ds fy, ̂Qkby use ckWDl* esa Qkby use Vkbi
djuk pkfg;sA

2- fuEufyf[kr fjDr LFkkuksa dh iwfrZ dhft,&

d½ vki ,e-,l- vkWfQl dk ------------------------ ot+Zu lh[k jgs gSaA

[k½         vkbZch------------------------cVu dgykrk gSA

x½ nLrkost dks lso djus dk 'kkVZdV gS------------------------A

2-9 lkjka'k

bl ikB esa vkius fofHkUu izdkj ds dqathiVy ds ckjs esa lh[kk tSls& rkj lfgr]
rkj jfgr] izR;{k ¼okLrfod½ muds ykHk&gkfu lfgrA vkius dqath&iVy ds
ys&vkmV vkSj Vad.k djus ds rjhds ¼fof/k;ka½ tSls n`'; vkSj Li'kZ fof/k ds ckjs esa
i<+kA vkius ;g Hkh lh[kk fd 'kCn lalk/ku Vkbi 'kq: djus ls iwoZ vkidks ,d
nLrkost dks cukuk ¼fØ;sV½] [kksyuk vkSj lso djuk vkuk pkfg,A

ukSdjh ds fy, n{krk% O;kogkfjd dk;Z dk vH;kl&

1- fdlh Hkh lkQ~V&os;j esa Vkbi djus ds fy, Li'kZ&fof/k dk iz;ksx djus dk
iz;Ru dhft,A

2- ,d u;k nLrkost [kksfy, vkSj dqN vuqPNsn Vkbi dhft,A

3- nLrkost dks ^esjk nLrkost* ;k ^^Mh** Mªkbo esa lso dhft,A

2-10 ikBkUr iz'u

1- dqath&iVy dh O;k[;k dhft,A
2- ojP;qy ¼okLrfod½ dqathiVy ds ykHk&gkfu;ka fyf[k,A
3- bufLØIV dqath&iVy ij ,d fVIi.k fyf[k,A
4- rkj lfgr vkSj rkj&jfgr dqath&iVy dks le>kb;sA
5- ojP;qy ¼okLrfod½ dqath&iVy dh gkfu;ka fyf[k,A
6- Vkbi djus dh n`'; vkSj Li'kZ fof/k esa vUrj Li"V dhft,A
7- orZeku nLrkost dks [kksyus ds dne ¼LVsi½ fyf[k,A
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2-11 ikBxr iz'uksa ds mÙkj
2-1

¼1½ n`'; ¼2½ fcuk ¼3½ mPp ¼4½ n`';

2-2

¼1½ ¼d½ xyr ¼[k½ lgh

¼2½ ¼d½ 2007 ¼[k½ dk;kZy; ¼vkWfQl½ ¼x½ dUVªksy ,l-

2-12 lkewfgd dk;Zdyki vkSj izkstSDV dk;Z

1- 4&5 fo|kfFkZ;ksa dk ,d xzqi ¼lewg½ cukb, vkSj Hkkjr esa dksvLd iz.kkyh ds
ckjs esa lwpuk ,d= dhft,A

2- b.VjQsl dqath&iVy dh ,d izkstsDV fjiksVZ cukb,A lq/kkj vkSj vU; phtsa
fyf[k,A

3- Mh&okdZ dqath&iVy ij ,d foLr`r fjiksVZ fyf[k,A

2-13 lanHkZ vkSj oSclkbV
Vad.k dyk ds fl)kar & ys[kd Mh-ih- HkkfV;k vkSj ,l-,l- lkaxy] ,l-,l-
fiVeSu ifCyds'kuA

Vad.k dyk dSls lh[ksa & vkj-lh- HkkfV;k] th- yky ,.M da-

Li'kZ fof/k & Li'kZ fof/k 'yksdksa ijsV~l] ekbØks&Vkbi

Li'kZ fof/k dks ljy cukuk&fyfy;u ,l ekdZ }kjk uhps mfYysf[kr fyLV vkWQ
Ýh Mp Vkbfiax lkQ~Vos;j vkSj vkWu&ykbu fjlkslstA

'kh"kZd ¼VkbVy½
l 10 fQaxj czsdvkmV
l ,susykbfVdy vkbZ Vkbfiax V~;wVj
l , Vkbi Vªsuj&4 eSd
l czwlst+ vu;wTy Vkbfiax fotkMZ
l xkcsat VkbiksehVj
l ds ch Vªsuj
l dh&Cyst Vkbfiax V~;wVj
l fgUnh Vad.k izf'k{k.k jktHkk"kk foHkkx & x`g ea=ky; fgUnh Vad.k dyk

¼th-Mh- fc"V½]
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Li'kZ fof/k }kjk Vad.k

3-1 ifjp;

dEI;wVj ds iz;ksx esa ifjpkyu izfrHkk dks c<+kus ds fy, vktdy l{ke vkSj izHkkoh

:i ls dqath iVy dk Kku vko';d gks x;k gSA yxkrkj fu"BkiwoZd iz;Ru vkSj

vuqdwy okrkoj.k ds vk/kkj ij dqath&iVy esa fuiq.krk ,oa vf/kd xfr izkIr dh tk

ldrh gSA

blls iwoZ ds ikB esa vkius Vad.k dh fofHkUu iz.kkfy;ksa ¼fof/k;ksa½ ds ckjs esa i<+kA vc

ge tku ik,axs fd Vad.k dh Li'kZ&fof/k }kjk gesa Vkbi djrs le; dqath dks <wa<+uk

ugha iM+rk vkSj dsoy mlh vaxqyh }kjk dqath dks nck;k tkrk gSA bl ikB esa ge

fofHkUu izdkj dh dqaft;ksa ds ckjs esa i<+saxs] Vad.k ds fy, dqath&iVy ij fofHkUu

izdkj dh vaxqfy;ksa dks j[ksaxs ,oa Vad.k fuiq.krk izkIr djsaxs ,oa lkQ~Vos;j ds

dqath&iVy ds iz;ksx ls Vad.k fuiq.krk izkIr dj ldsaxsA

3-2 mís';

bl ikB dk v/;;u djus ds i’pkr vki fuEufyf[kr Kku çkIr djsaxs%

• dEI;wVj dqath iVy ij fofHkUu dqaft;ks ds ckjs esa tkuuk(

• lgh Vad.k fof/k dks le>uk(

• dqath&iVy ij vaxqfy;ksa dh lgh fLFkfr igpkuuk(

• vf/kd xfr izkIr djus ds fy, Vad.k esa mPp xfr ds vH;klksa dks Vkbi djuk(

• Vad.k dEI;wVj lkQ~Vos;j ij Vad.k vH;kl djukA
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3-3 'kSf{kd ;ksX;rk,a

bl ikB dks i<+us ds ckn vki fuEufyf[kr ;ksX;rk,a izkIr dj ldasxs&

• dEI;wVj dqath&iVy dh fofHkUu dqaft;ksa ls ifjfpr gksukA

• dEI;wVj daqth&iVy dk lapkyu ¼ifjpkyu½ djukA

• dqath&iVy ds vadksa dks dq'kyrkiwoZd Vkbi djukA

• Vad.k dEI;wVj lkQ~Vos;j esa fuiq.krk izkIr djukA

3-4 dqaft;ksa ds izdkj

;|fi dEI;wVj ds iz;ksx ds fofHkUu fuos'k jpuk ¼;a=½ gSa ;Fkk ekÅl] Li'kZ&LØhu]
djSDVj@vkokt igpku vkfn ysfdu dEI;wVj esa lkexzh Vkbi djus ¼Mkyus½ ds
fy, daqth&iVy dk iz;ksx lkekU; ¼leku½ gSA

lkekU;r% dEI;wVj dk daqth&iVy VkbijkbVj dh rjg gh gSA ysfdu dEI;wVj
dqath&iVy esa dqN vfrfjDr dqaft;ka gSa tks fd dEI;wVj ifjpkyu iz.kkyh esa
dek.M nsus ds fy, iz;qDr gksrh gSaA

dEI;wVj dqath&iVy ij fuEufyf[kr izdkj dh dqaft;ka gSa&

• v{kj okyh dqaft;ka

dqath&iVy ij O;atu ¼o.kZ½ vkSj la[;kvksa ls lacaf/kr dqaft;ka gSaA

• fojke&fpg~u dqaft;ka

fofHkUu fojke&fpg~uksa ds fy, iz;ksx esa vkus okyh dqaft;ka gSa%& iw.kZ&fojke]
dkWek] v)Z&fojke] cjSDVl vkfnA xf.krh; fpg~u tSls& tek] ?kVk]  cjkcj
ds fpg~u] vkfn

• fo'ks"k dqaft;ka&dqath&iVy esa dqN lkekU; dqaft;ksa ds vfrfjDr fo'ks"k
dqaft;ksa dks tks fd vDlj iz;ksx esa vkrh gSa] uhps of.kZr fd;k x;k gSA

fu;a=d dqaft;ka&bl dqath dk iz;ksx vU; dqaft;ksa dks feykdj fd;k
tkrk gSA mnkgj.kkFkZ&^d.Vªksy&,l* dk iz;ksx fdlh nLrkost ¼MD;wesaV½ dks
lso djus ds fy, fd;k tkrk gSA

oSdfYid dqaft;ka & bl dk iw.kZ :i gS oSdfYidA bldk iz;ksx fu;a=d
dqath ds leku gksrk gSA
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daVªksy&vkYVj&MSy dks bdV~Bk nckb,A blds iz;ksx ls tc dEI;wVj ij
dke djus esa :dkoV vk tkrh gS rks vki dEI;wVj ds iz;ksx ¼mi;ksx½ ls
ckgj vkuk pkgrs gSaA

,sjks ¼rhj½ dqaft;ka & ;s pkj ,slh dqaft;ka gSa ftudh lgk;rk ls dlZj dks
Åij&uhps] nk,a&ck,a ?kqek;k tk ldrk gSA ,sjks dqaft;ksa dk iz;ksx f'kQ~V ;k
oSdfYid dqaft;ksa ds lek;kstu ls Hkh gksrk gSA

fØ;k'khy dqaft;ka & izk;% ;s dqft;ka igyh iafDr Åij ls gSa ;s dqft;ka ,Q
1 ls ,Q 12 rd vafdr gSaA

,.Vj dqath&bls iafDr vUrj.k dqath Hkh dgrs gSaA ;g dlZj dks vxyh iafDr
ds vkjaHk esa ys tkrh gS vkSj iafDr vUrj.k Hkh gksrk gSA

cSd&Lisl dqath % dlZj dks ck;sa vksj djds bl dqath ds ihNs ¼igys½ ds v{kj
¼o.kZ½ dks feVk;k tk ldrk gSA

MSy dqath % bl dqath }kjk nk;ha vksj dk v{kj dlZj dh fLFkfr ij ;k pqus x,
'kCn dks feVk;k tk ldrk gSA

f'kQ~V dqaft;ka % ;s nks dqft;ka gSa tks Åij ds v{kjksa@o.kks± dks Vkbi djus ds
fy, dqath&iVy ds nksuksa vksj fLFkr gSaA

Li'kZ fof/k }kjk Vkbi djus ds fy, dqaft;ksa ds Åij ds v{kj@o.kZ Vkbi djus
ds fy, ckb± vksj ds fy, nk;ha f'kQ~V dh] vkSj nk;ha vksj ds fy, ck;ha f'kQ~V
NksVh vaxqyh }kjk nckbZ tkrh gSA

dSIl ykWd % tc cgqr ls ^dqath ds Åij ds v{kj* Vkbi djus gksa] rks bldk
iz;ksx fd;k tkrk gSA

,Ldsi dqath % bldk vFkZ gS cpuk] ftldk vFkZ gS izksxzke ls ckgj vkuk vkSj
fofHkUu midj.kksa dks fo'ks"k dksM HkstukA

lllll xf.krh; dh&iSM

xf.krh; dh&iSM dk iz;ksx c`gÙk xf.krh;
lkexzh lekfo"V djus ds fy, gksrk gSA
;g dh&isM ,d lk/kkj.k x.kd ds leku
gksrk gS] dEI;wVj dqath&iVy dh nk;ha
vksj fLFkr gSA blesa 0 ls 9] tek ¼$½] ?kVk
¼&½] xq.kk ¼×½ vkSj Hkkx ¼÷½ fpUg lekfo"V
gSa] ,d MSlhey ¼fcUnq½ ¼-½ vkSj vad ykWd
vkSj ,.Vj dqaft;ka gSaA xf.krh; dh&iSM

fp= 3-1 % xf.krh; dh&iSM
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nks rjhdksa ls dke djrk gSA ,d rjhds esa vad nf'kZr djrk gS vkSj nwljs rjhds
esa dbZ izdkj dh dqaft;ka lekfgr gSa tSls& ,sjks dht+] ist&vi] ist Mkmu
vkfnA vad ykWd esa nks rjhds viuk, tkrs gSaA vDlj ySi&VkWi ds dqath&iVy
ij xf.krh; dh&iSM ugha gksrkA

l x`g dqaft;ka ¼gkse dht+½ & x`g dqaft;ka vkSj funsZ'kd dqaft;ksa dk iz;ksx Vad.k
dh Li'kZ&fof/k esa fd;k tkrk gSA DokVhZ dqath&iVy lh[kus ds fy, nksuksa gkFkksa
dh vaxqfy;ka dqath&iVy ij x`g&dqaft;ksa ij jgrh gSaA o.kZ& ^ks* d] f] g] ck;sa
gkFk dh x`g&dqaft;ka gSa vkSj( v)Z&fojke ;]l]k]j]h nk;sa gkFk dh x`g&dqaft;ka
gSaA dqaft;ksa ds lgh izpkyu esa ;s daqft;ka lgk;d gSa ftUgsa Vkbi djus ds
i'pkr~ vaxqfy;ka rqjUr gh x`g dqaft;ksa ij vk tkrh gsaA

l funsZ'kd dqaft;ka % dEI;wVj daqth iVy ij ^fQj* ck;sa] nk;sa gkFk dh xkbM
dqaft;ka gSaA Li'kZ fof/k }kjk x`g&dqaft;ksa ij vaxqfy;ka j[kh tkrh gSaA

l x`g&dqaft;ksa ij nksuksa gkFkksa dh vaxqfy;ka j[kus dk ,d Mk;kxzke ¼js[kk&fp=½
uhps fn;k x;k gSA

fp= 3-2% x`g dqaft;ksa dh fLFkfr

D;k vki tkurs gSa\

xzkfQd VScysV esa dkMZysl] izs'kj lsalsfVo iSu dks feykdj iz;ksx djuk vklku
gSA tc ge dkxt+ ij dk;Z djrs gSa rks VscysV vkSj lkQ~Vos;j Lora= :i ls
fo"k; Vkbi djus vkSj xzkQ+ cukus esa lgk;d gksrk gSA
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3-5 Vad.k Je n{krk (Typing Ergonomics)

fuiq.krk vksj izHkkoh cukus esa lgk;d gksrs gSaA ;s egRoiw.kZ gS D;ksafd dEI;wVj
daqth&iVy ds ifjpkyu dh viukbZ xbZ izfØ;k }kjk gh 'kq)rk vkSj xfr izkIr
djus esa l{kerk izkIr dh tk ldrh gSA blesa dqN egRoiw.kZ funsZ'k uhps fn, tk
jgs gSa&

3-5-1 cSBus dh fLFkfr&dEI;wVj dqath&iVy ifjpkyu ds le; viuh xnZu dks
gYds ls vkxs dh vksj >qdkrs gq, vki lh/ks cSBsaA lgt jgsa vkSj fdlh izdkj dk
'kkjhfjd ruko u gksA ihB ds uhps dk Hkkx dqlhZ ds fiNys Hkkx dks Nq,A nksuksa ikao
Q'kZ dks Nq,a ¼ij jgsa½A Vad.k djrs le; Vkaxksa dks Åij&uhps u j[ksaA nksuksa ?kqVus
ds eè; de&ls&de 15 lsa-eh- dk vUrj gksuk pkfg,A ?kqVus 90 fMxzh dks.k ij >qds
gksus pkfg,A

3-5-2 gkFkksa dh fLFkfr % vki dh vaxqfy;ka dqath&iVy ds leku ysoy ij gksa
vkSj gFksfy;ka uhps dh vksjA viuh dykb;ksa dks lh/ks j[ksaA dU/ks vkSj dksgfu;ka
izkÑfrd :i esa jgsA dksgfu;ka u rks 'kjhj dks Nq,a vkSj u gh 'kjhj ls cgqr nwj jgsaA
dksgfu;ka Hkh 90 fMxzh dks.k rd >qdh jgsaA

fp= 3-3% Je n{krk (Typing Ergonomics)
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3-5-3 ekWfuVj dk j[kuk ¼LFkku½ ekWfuVj ds ut+nhd j[kus ls fljnnZ] xnZu dh
ekal&isf'k;ksa esa ruko] vka[kksa dk nq[kuk vkfn gks ldrs gSaA ekWfuVj ij dk;Z djrs
le; vki xnZu u >qdk,a vkSj LØhu dk Åijh Hkkx vka[kksa ds cjkcj rd gksuk
pkfg,A iz;ksxdrkZ ls LØhu dk vUrj LØhu ds vkdkj ij fuHkZj djrk gSA 17 bap
dh LØhu dh nwjh yxHkx 60 lsa-eh- gksuh pkfg,A

fp= 3-4% ekWfuVj ls n`f"V dh nwjh j[kuk

3-5-4 daqth&iVy vkSj ekÅl&dqath&iVy vkSj ekÅl dks ,d&nwljs ds lehi
j[ksaA iz;ksxdÙkkZ dks dqath&iVy ls yxHkx 20 lsaeh- dh nwjh j[kuh pkfg, ftlls
dqathiVy dk ifjpkyu lqpk# vkSj izHkko'kkyh :i ls gks ldsA dqath&iVy]
ekÅl vkSj dksgfu;ksa dh cjkcj Å¡pkbZ iz;ksxdÙkkZ ds dk;Z esa lgk;d gksaxhA

fp= 3-5 % ekÅl vkSj dqath&iVy dk j[kuk
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3-5-5 dqlhZ vkSj est % dEI;wVj dk iz;ksx djus okys dh dqlhZ vkSj est lkeku
Å¡pkbZ ij gksA dEI;wVj dk iz;ksx djus okys dh dqlhZ ihB ds fy, vkjkenk;d gksA
dqlhZ ds Åij dk fgLlk fpdukbZ jfgr gksuk pkfg,A dqath&iVy vkSj ifjpkyu
midj.k tSls fizaVj i`Fkd est ij gksaA dEI;wVj est esa Vkaxksa ds fy;s mi;qDr Lisl
gksuk pkfg,A

fp= 3-6 % iz;ksxdrkZ dh dqlhZ vkSj est

,d ckj dk;Z djus dh fLFkfr ds fy, lgh LFkku lqfuf'pr gks tk, rks fcuk fdlh
FkdkoV ds izHkko'kkyh vkSj fuiq.krk ls izkÑfrd :i esa Vad.k fd;k tk ldrk gSA

3-5-6 Vkbi dh tkus okyh lkexzh j[kuk@dk LFkku

Vad.k djrs le; dkWih djus okyh lkexzh dks dqath&iVy ds ck;sa ;k nk;sa j[ksa
fo'ks"kdj dkWih gksYMj] ftldk LFky <yku fLFkfr esa gksA

pkyu vkSj fLFkjrk ds eè; lkeatL;@O;kolkf;d ck/kkvksa dks gVkus ds fy,
;g vko';d gS fd vki pkyu vkSj vka[kksa] vaxqfy;ksa] 'kjhj] gkFkksa] ihB vkSj
dU/kksa dks fLFkj jf[k,A

3-6 dqath&iVy ij vaxqfy;ksa dh fLFkfr

vktdy dEI;wVj dqath&iVy ij fuiq.krk izkIr djuk vko';d gSA Vad.k dyk esa
fuiq.krk dk vFkZ gS vaxqfy;ksa dh lgh fLFkfr }kjk dqath&iVy ds ifjpkyu dk Kku
vkSj fuiq.krk izkIr djukA
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;gka ge DokVhZ dqath&iVy ys&vkÅV ij Li'kZ&fof/k }kjk Vad.k djuk lh[ksaxsA

DokVhZ ys&vkÅV dk uewuk 3-2 esa fn;k x;k gSA

gkse&jks igqap dks lery igqap Hkh dgrs gSaA dqath&iVy ds ifjpkyu ds le; nksuksa
gkFkksa dh vkBksa vaxqfy;ksa x`g&dqaft;ksa ij jgsaA nwljh iafDr;ksa dh dqaft;ksa ds lgh
pkyu ls vaxqfy;ka rqjUr gh x`g&dqaft;ksa ij okfil vk tkrh gSaA

nk;sa gkFk ds vaxwBs dk iz;ksx Lisl&ckj ds fy, gksrk gSA

dqath&iVy lh[kus dh izfØ;k nwljh iafDr ¼gkse&jks½ ls vkjaHk gksrh gSA rhljh
iafDr ¼Åij&jks½] igyh iafDr ¼ckVe jks½ vkSj pkSFkh iafDr ¼vad jks½ }kjk vuqlfjrA
nksuksa gkFkksa dh dqaft;ksa dk ifjpkyu izR;sd iafDr dh vkcafVr vaxqfy;ksa }kjk fd;k
tkuk pkfg,A ;g vo'; ;kn j[ksa fd izR;sd dqath ifjpkyu vkcafVr vaxqyh }kjk
fd;k tkuk pkfg,A fofHkUu dqaft;ksa vkSj iafDr;ksa ij fofHkUu vaxqfy;ksa dk vkcaVu
uhps fn;k tk jgk gSA

3-6-1 nwljh iafDr ¼gkse jks½ dh dqaft;ksa ij vaxqfy;ksa dk vkcaVu

dh&cksMZ

fp= 3-7 % gkse&jks ij vaxqfy;ksa dh fLFkfr

fgUnh dqathiVy

ck;ka gkFk nk;ka gkFk
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x, fp= 3-8 ds vuqlkj izR;sd gkFk dh pkj vaxqfy;ksa dks x`g dqaft;ksa ¼gkse dht½
ij j[ksaA nwljh iafDr esa cph nks dqaft;ka ^g* vksj h dk ifjpkyu Øe'k pkSFkh
vaxqfy;ka }kjk fd;k tkrk gSA

ikBxr 3-1

funsZ'k& x`g&iafDr

1- ¼gkse&jks½ esa fuiq.krk izkIr djus ds fy, fuEufyf[kr 'kCnksa dks nksgjh iafDr
ds vUrj ls Vkbi dhft,&

2- dqath&iVy dh vksj er ns[ksaA

3- izR;sd v{kj nwljs ds uhps vkuk pkfg,A

4- lkexzh ij vki ,dkxzrk j[ksaA

5- fjne ds vuqlkj lgh :i ls Vkbi dhft,A

6- bl vH;kl esa izoh.krk ¼fuiq.krk½ izkIr djus ds fy, bls ckj&ckj nksgjk,aA

dfgfd ;lkjhj dfgfd ;lkjhj

;'k 'kd 'kjhj fjgk;'k jfld ghjk gjh'k ;gh

dal flag lalkj dsl jgs ;s ls jsa gks] gjs

¼dgha ldj lgkjk ;g dj lgh] lkgl½

fp= 3-8(a) % gkse&jks ij vaxqfy;ksa dh fLFkfr

nwljs 'kCnksa esa vaxqfy;ka dk vkcaVu fuEu izdkj gS&

fgUnh dqathiVy
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vH;kl

^^fdl ds lgkjs gjh'k ;gka jgk lgh lgh dg fd fdl dh jk; ls ;g gjh gkjk**A
bl rjg ls dqath&iVy ij ns[ksa fcuk gkse jks dks Vkbi djus dk ckj&ckj vH;kl
dhft,A

3-6-2 rhljh iafDr ¼vij jks½ dh dqaft;ksa ij vaxqfy;ksa dk vkcaVu

vc ge gkse jks ls Åij dh iafDr dks lh[ksaxsA ck;sa gkFk dh vaxqfy;ksa ls  q  w e t
rd vkSj y u i o p [ nk;sa gkFk dh vaxqfy;ksa ls Vkbi fd;k tkrk gSA

rhljh iafDr esa vaxqfy;ksa dk vkcaVu fuEu izdkj gS&

vH;kl

vH;kl ds fy, fuEufyf[kr 'kCnksa dks Vkbi djsa%

iki uke dke uhfr jtuh ykg ogh vkg [;kfr ekyh] euqt uwiqj

ekrk tyt tyu ukikd peu [;kfr d'ehj dey o deys'k us tyt ls f'koth
dh iwtk dh eD[ku ;k iwjh yk ekyk iguk

Åij dh iafDr Vkbi djus ds fy, vaxqfy;ksa dks gkse jks ¼x`g iafDr½ ij j[ksaA ck;sa
gkFk gh vaxqfy;ksa dks mBkb, vkSj ,d&,d dqath dks ckjh&ckjh ls vaxqfy;ksa mBkdj
Vkbi dhft,A
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vc nk;sa gkFk dh vaxqfy;ksa dks mBkb, vkSj Vkbi djus ds fy, ,d&,d dqath dks
nckb,A

vki dks lqfuf'pr djuk gS fd ,d le; ij ,d vaxqyh gh pys tcfd nwljh
vaxqfy;ka gkse&jks ij jgsa tSlk fd fp= ------- esa fn;k x;k gSA

fgUnh dqathiVy

fp= 3-8(c) % gkse&jks ij vaxqfy;ksa dh fLFkfr

3-6-3 igyh iafDr ¼uhps dh iafDr½ dh dqaft;ksa ij vaxqfy;ksa dk
vkcaVu

gkse&jks vkSj rhljh iafDr dk ifjpkyu lh[kus ds ckn vki dk vxyk dne
igyh iafDr dh dqaft;ksa dk ifjpkyu gSA

ikBxr iz'u 3-2

funsZ'k

1- dqath&iVy dh Åijh iafDr dks vH;kl ds fy, fuEufyf[kr 'kCnksa vkSj okD;ksa
dks nksgjh iafDr ds vUrj ls Vkbi dhft,A

blls iwoZ dh nks iafDr;ksa esa nksuksa gkFkksa dh vkBksa vaxqfy;ksa dk iz;ksx dqath&iVy
ifjpkyu ds fy, fd;k tkrk gSA

ysfdu izFke iafDr Vkbi djrs le; ck;sa gkFk dh NksVh vaxqyh dk iz;ksx ugha
fd;k tkrk D;ksafd bls dksbZ Hkh dqath vkcafVr ugha dh xbZ gSA vr% gkse&jks
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ls nk,a gkFk dh ¼fjax½ nwljh &vaxqyh dks >qdkb, vkSj] dqath dks nckb,A ,sls
gh ^x* vksj ^o* dqath dks Øe'k% eè;ek vkSj pkSFkh ¼QksjfQaxj½ ls nckb,A
/k] [k] ,] m dks Øe'k nk;sa gkFk dh NksVh] nwljh ¼fjax½] eè;ek vkSj pkSFkh ls
nckb, tksfd fuEu izdkj gksxk&

v vkSj b v{kj dks Øe'k% ck;sa&nk;sa gkFk dh pkSFkh vaxqyh ls Vkbi djuk gSA

uhps dh iafDr ds vaxqfy;ksa dk vkcaVu uhps fn;k x;k gS&

uhps dh iafDr

vH;kl ikB

funsZ'k % dqath&iVy dh uhps dh iafDr dks Vkbi djus ds fy, uhps fy[ks 'kCnksa
dks nksgjh iafDr ds vUrj ls Vkbi dhft,A

1- d x d f "k f f v f e è ; n . ; l ,l m j j j b j

2- uou] exu dke ckgj vkf[kj vk'kk vle b'kkjk bjknk byk;ph neu nkx
nky mnkj ml mu mtkyk ,su ,slk ,f'k;k ,drk e.; iq.;d x.ks'k v.kq
è;ku lk/; /ofu /oald /kjk /ku jk/kk izlkn Øe iz.k izpkj dcz lcz xzg oØ
[kzq'psoA
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3- ,d fnu vo/ks'k us jke dks xksn esa fy;k jkr dks xbZ b/kj panzek dk mn;
gqvk jke us xksy vkSj lqugjs panz dks ns[kk pUnz dks ysus ds fy, mlus
vaxqfy;ksa ls b'kkjk fd;k o 'kksj xqy epk;k vo/ks'k dk è;ku m/kj x;k fdarq
mik; u lksp ik, fd fdl izdkj panz dks yk,a ckyd jksrk jgk var esa ikuh
esa panz ds izfrfcac dks fn[kyk;k] ckyd [kq'k gks x;k ,oa panz dks ns[kdj
[ksyus yxkA

vH;kl

Ñik l`tu lkgl Ñik.k cM+k iM+ can Ñiky] FkksM+k] VsM+k] e`nqy g~n; l`tu Ñi.k
r`.k o`Ø jkst vktkn vaxzsth etkd

dy laln esa cky vnkyr fo/ks;d ij fopkj fd;k x;kA loZizFke ;g fo/ks;d
lnu ds le{k vk;kA bl fo/ks;d ij cgl rks gqbZ ysfdu cgl ds i'pkr~ ;g
mfpr le>k x;k fd igys ;g fo/ks;d lfefr ds le{k j[kk tk,A lfefr us Hkh
bl fo/ks;d ij fopkj fd;kA lfefr us ;g vuqHko fd;k fd de vk;q okys cPpksa
dks cky&x`g esa u j[ksaA lfefr us ;g lykg Hkh nh fd muds ekeys cky vnkyr
esa fopkj djus ds fy, fn, tk,aA

3-6-4 pkSFkh iafDr ¼vad jks½ dh dqaft;ksa ij vaxqfy;ka dk vkcaVu bl iafDr esa 1]
2] ck;sa gkFk dh Øe'k % NksVh] nwljh ¼fjax½ vkSj eè;ek vaxqyh ls vkSj 3] 4 dks pkSFkh
vaxqyh ls Vkbi dhft,A ,sls gh 0] 9] 8 dks Øe'k% nk;sa gkFk dh NksVh nwljh ¼fjax½
$ eè;ek vaxqyh ls Vkbi dhft, vkSj 7 vksj 6 dks pkSFkh vaxqyh ls Vkbi dhft,A

pkSFkh iafDr ¼vad iafDr½

fp= 3-9 ¼2½
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3-7 vad dh&iSM dk iz;ksx

xf.krh; ¼vkadM+s½ dh&iSM dk] tc vkadM+ksa dh cgqr&lkjh
lkexzh Vkbi djuh gks rks] iz;ksx djuk pkfg,A

;gka ij ge vkadM+ksa esa dh&iSM ds ckjs esa lh[ksaxs ftl esa pkj
dkye vkSj ikap iafDr;ka gSaA 4]5]6 vkSj gkse dh iafDr dks jks
¼iafDr½ dgrs gSaA bl iafDr dk vH;kl loZizFke Li'kZ&fof/k
}kjk fd;k tkrk gSA bl iafDr dh dqaft;ksa dk vkcaVu Vscy esa
fn;k x;k gSA fp= 3-9 ¼2½ uEcj jks ij vaxqfy;ksa dh fLFkfrA

bl vadh; dh&iSM ij 'ks"k dqaft;ksa dk vkcaVu bl izdkj gS&

vadh; daqth iSM ij 'ks"k dqaft;ksa dh x.kuk bl izdkj gS 0 dks
nk;sa gkFk ds vaxwBs ls nck;k tkrk gSA vadh; dh&iSM ds fy,
x.kuk okys dh&cksMZ dk iz;ksx fd;k tk ldrk gSA vadh;
dh&iSM ds vH;kl ds fy, x.kud dqath&iVy dk iz;ksx Hkh
fd;k tk ldrk gSA

vadh; dh&iSM ij la[;k 5 xkbM dqath gSA blls nwljh vaxqfy;sa dks dh&iSM ij
j[kus dk funsZ'k feyrk gSA

¼xkbM dqath½
Guide key

fp= 3-9 ¼3½

fp= 3-10 % vadh; dh&iSM ij xkbM
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3-8 dqath&iVy lh[kus dh rduhd ds dqN fuEufyf[kr fcUnq gSa%&

¼d½ dqaft;ksa dks gYds ls nckb;s vkSj vf/kd tksj er Mkfy,A

¼[k½ Vkbi djrs le; gkse jks ij vaxqfy;ka jf[k,A

¼x½ vaxqfy;ksa dks LokHkkfod :i ls dqaft;ksa ij jf[k, rkfd izR;sd vaxqyh
lekuUrj iafDr ds Åij jgsA

¼?k½ Vkbi djrs le; dqath nckus ds rqjUr ckn NksM+ nhft,A ;fn dksbZ fo'ks"k
dqath vyx ugha gksrh vkSj le; ij :d tkrh gS rks dqath mlh o.kZ dks
ckj&ckj Vkbi djsxhA

¼M½ dqath&iVy lh[krs le; dqath&iVy ij u nsf[k,A

¼p½ fjne ds vk/kkj ij Vkbi dhft,A vk'k; ;g fd dqaft;ksa dks leku vUrjky

ij nckb,A

¼N½ dqaft;ksa dks vkcafVr vaxqfy;ksa ls gh nck,aA

¼t½ Vkbi djrs le; eu esa o.kZ vkSj vad dks cksfy,A

¼>½ Vkbi djrs le; fdlh izdkj dk ekufld ruko ugha gksuk pkfg,A

¼V½ Vad.k izfØ;k dks viukb,A

¼B½ vkjEHk esa xyfr;ka gksuh LokHkkfod gSa] vr% lgu'khyrk jf[k,A

¼M½ yxkrkj vH;kl dhft,A

¼n½ xfr vkSj 'kq)rk ¼'kq) xfr½ nksuksa leku :i ls vko';d gSaA xfr izkfIr ds

fy, 'kq)rk dks er NksfM+,A

dEI;wVj dqath&iVy esa fuiq.krk izkfIr ds fy, Vad.k 'kCnksa vkSj okD;ksa dk vH;kl

fcuk dqath&iVy dh vksj ns[ks dhft,A
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3-9 Vad.k lkQ~Vos;j (Software) dk iz;ksx

fuiq.krk vkSj izHkkoh :i ls Vkbi lh[kus ds fy, dbZ izdkj ds lkQ~Vos;j eqQ~r

esa miyC/k gSaA

dqathiVy esa n{krk ¼fuiq.krk½ izkfIr ds fy, rhu vewY; ¼lqugjh½ fu;eksa dks

;kn jf[k,A

vH;kl] vH;kl vkSj vH;kl

Li'kZ fof/k rduhd }kjk daqth&iVy@LØhu ij ikB Vkbi djus ds fy;s lkQ~Vos;j
miyC/k gSaA bl lkQ~Vos;j ds ykHk gSa % xq.kkRed iz;ksx lgk;d] xyfr;ksa dks
tkuuk vkSj mUgsa Bhd djuk] vkfnA y{; izkfIr ds fy, oS;fDrd Lrj cuk, j[kus
ds fy, x.kuk dh tk ldrh gSA izxfr ds vk/kkj lh[kus dh izfØ;k dks laHkkyk tk
ldrk gS tksfd oS;fDrd igqap gSA
ikBksa ds }kjk lh[kus okys ds fy, wizard ij gj le; funsZ'k miyC/k gSaA
dqath&iVy dkS'ky dk vH;kl lh[kus okyk (learner) viuh lqfo/kkuqlkj lh[k
ldrk gS ftlls cgqr&ls ifjJe vkSj le; dh cpr gksrh gSA lkQ~Vos;j bl
izdkj ls cus gq, gSa fd mls dEI;wVj Kku dh vfrfjDr rduhd dh vko';drk
ugha jgrh tks lh[kus okys ds fy, vR;Ur lqxe ¼lqyHk½ gSA

3-10 lkjka'k

dEI;wVj esa lkexzh Mkyus ds fy, dqath&iVy ,d egRoiw.kZ rjhdk gSA vktdy
dqath&iVy Kku dk dkS'ky vkSj Vad.k izfØ;k,a vko';d gSaA dEI;wVj dqath&iVy
ij fofHkUu izdkj dh dqaft;ka gSa tSls v{kjksa dh dqaft;k¡] fojke&fpg~u] dqaft;ka]
fo'ks"k dqaft;ka] vadh; dh&iSM] x`g&dqaft;ka] xkbM dqaft;ka] vkfnA Vad.k rjhds
¼izfØ;k,a½ Vadd dks viuh xfr esa fuiq.krk izkfIr esa lgk;d gSaA dqath&iVy ds
ifjpkyu esa Kku vkSj dkS'ky izkfIr ds fy, vko';d gS dqath&iVy ij vaxqfy;ksa
dh lgh fLFkfrA dqath&iVy rduhd lQyrkiwoZd lh[kus okys dks vius y{;
izkfIr ds fy, rhoz xfr }kjk dk;Z djus esa lgk;d gSA vktdy dqath&iVy lh[kus
vkSj Vad.k xfr izkfIr ds fy, i;kZIr lkQ~Vos;j gSaA

3-11 ikBkUr iz'u

1- dEI;wVj dqath&iVy dh fofHkUu dqaft;ksa dk o.kZu dhft,A

2- gkse&dht+ ¼x`g&dqaft;ka½ vkSj xkbM dht+ esa vUrj Li"V dhft,A

3- xkbM dht+ ls vki D;k le>rs gSa\
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¼d½ dEI;wVj dqath&iVy ij

¼[k½ VkbijkbVj ij

4- Vad.k izfØ;k dks la{ksi esa fyf[k,A

5- vktdy fofHkUu lkQ~Vos;j dk iz;ksx D;ksa izpfyr gSa\

6- dEI;wVj dqath&iVy dh uhps dh iafDr ¼ckVe jks½ dh dqaft;ksa ij vkcafVr
vaxqfyvksa dk o.kZu dhft,A

3-13 foLr`r tkudkjh

bls dfj, ------------------- ;fn vki fdlh laxBu esa dk;kZy; eSustj gSa vkSj vkius
foHkkx ds fy, dqflZ;ka vkSj dqath&iVy [kjhnus dk fu.kZ; ysuk gS rks bl fo"k;
esa ekdsZV dk losZ dfj, vkSj osclkbV ls tkudkjh izkIr dhft,A

Vad.k fuiq.krk dks tkfu,&

1- dEI;wVj ij Vkbi djrs le; D;k vki lgh fLFkfr esa cSBrs gSa\

gk¡  ugha 

2- D;k vki dh MSLd vkSj dqlhZ Bhd gS\ ;fn ugha] rks D;k vki us mls Adjust

fd;k gS\ gk¡  ugha 

3- D;k vkids dEI;wVj dh est] ekÅl] dqath&iVy lgh fLFkfr esa j[ks gq, gSa\
gk¡  ugha 

4- D;k vkidk dEI;wVj@ySiVkWi MSLd ij lgh fLFkfr esa j[kk x;k gS\
gk¡  ugha 

5- D;k vkius vius ¼vkStkjksa½ dks vius MSLd ij lgst dj j[kk gS rkfd os fgysa
ugha vkSj igqap esa jgsa\ gk¡  ugha 

3-14 vfrfjDr lanHkZ vkSj oSclkbV~l

Vad.k ds fu;e ¼Mhih HkkfV;k vkSj ,l-,l- lkaxy] fiVeSu ,l-,l- }kjk izdkf'kr½

1- nsoukxjh VkbijkbfVax izf'k{kd ¼x`g ea=ky;½

2- fgUnh Vad.kdyk ¼Mk- th-Mh- fc"V½
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4-1 ifjp;

vc vki viuh Vkbfiax dh xfr dks fodflr djus ds mRlqd gksaxs vkSj lkFk gh
lkFk bZ&Vad.k esa 'kq)rk Hkh çkIr djuk pkgrs gSaA bl ikB esa vki bZ&Vad.k esa
'kq)rk rFkk bldh xfr dks fodflr djus ds ek/;eksa ds fo"k; esa v/;;u djsaxsA
vki Vkbfiax xfr vkSj 'kq)rk ds ifjdyu ds mís’; ls Vkbfiax esa gksus okyh
=qfV;ksa@xyfr;ksa dks Hkh igpku ik,axsA

fiNys ikB esa vkius bZ&Vad.k dh Jen{krk dk v/;;u fd;k gSA  bl ikB esa vki
dhcksMZ çpkyuksa esa fuiq.krk çkIr djsaxsA

4-2 mís’;

bl ikB dk v/¸;u djus ds i’pkar vki %

bZ&Vad.k dh xfr rFkk lVhdrk dks fodflr dj ik,axs(

Vkbi fd, tkus okys ikB ij viuk /;ku dsfUær dj ik,axs(

fojke fpàksa esa Lisflax ds fu;eksa dks tku ik,axs(

Vkbfiax xfr ds ifjdyu ds fy, naM;ksX; =qfV;ksa dks tku ik,axs(

=qfV;ksa dks Bhd dj ik,axsA

4-3 f’k{k.k {kerk,a

bl ikB dks iwjk djus ds i’pkar vki fufEufyf[kr {kerk,a çkIr dj ik,axs%

4

Vad.k xfr ,oa 'kq¼rk
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daI;wVj ij rhoz xfr o 'kq)rk ds lkFk Vkbi dj ik,axs(

lgh fojke fpàksa dk ç;ksx dj ik,axs(

viuh Vad.k xfr o mldh 'kq)rk dk ifjdyu dj ik,axsA

4-4 Vad.k xfr vkSj 'kq)rk dks fodflr djuk

Vad.k xfr ls rkRi;Z çfr feuV Vkbi fd,  tkus okys 'kCnksa dh la[;k ls gSA vc
vki lh[ksaxs fd Vkbfiax xfr dks fdl çdkj fodflr fd;k tkrk gS vFkkZr 'kq)rk
ds lkFk Vkbfiax dh xfr dks fodflr djukA vkidks viuh Vkbfiax xfr rFkk
'kq)rk dks fodflr djus ds fy, fuEufyf[kr ckrksa dks /;ku esa j[kuk pkfg,%

1- vkidks vkRefo’okl gksuk pkfg, rFkk Vkbfiax esa Vp fof/k esa lQyrk ds fy,
,dkxzfpr gksuk pkfg,A

2- rhu Lof.kZe fu;eksa dks /;ku esa j[ksa vFkkZr vH;kl] vH;kl vkSj vH;klA

3- vkidks viuh Vkbfiax xfr ds lkFk i<us dh xfr dks Hkh fodflr djuk
pkfg,A

4- Vkbi djrs le; NksVs 'kCnksa tSls eSa] ml] ij] vkfn dks ,d bdkbZ ds :i esa
i<k tkuk pkfg, tcfd yacs 'kCnksa tSls volj] dk;Zfu"iknu] euksfoKku vkfn
dks 'kCn&nj&’kCn i<+k tkuk pkfg,A

5- ;fn vkidk daI;qVj [kjkc] fu"Øh; gS rks ml ij vPNh xfr  çkIr dj ikuk
laHko ugha gSA blfy, vkidk daI;wVj vPNh fLFkfr esa gksuk pkfg,A

6- mPp  xfr vkSj 'kq)rk çkIr djus esa deZpkjh ifjfLFkfr foKku Hkh egRoiw.kZ
Hkwfedk vnk djrk gSA

7- vkidks fojke fpàksa ls iwoZ rFkk i’pkr Lissflax ds fu;eksa dk i;kZIr Kku gksuk
pkfg,A

bZ&Vad.k  ds {ks= esa nSfud uSeh vH;k~l vkjaHk djus ls iwoZ vkidks lHkh 26 v{kjksa
ij viuh maxfy;ksa dks pykus dk vH;kl djuk pkfg,A

1- Vkbfiax xfr vkSj 'kq)rk dks fodflr djus ds fy, vuqns’k ¼ekufld vH;kl½
&

(i) tc rd vki lVhd ekufld fu;a=.k ds lkFk Vkbi djus esa l{ke ugha
gksaxs] rc rd vki lVhd 'kq)rk ds lkFk Vkbfiax dh vPNh  xfr çkIra
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ugha dj ik,axsA 'kq)rk igys çkIr dh tkrh gS vkSj xfr mlds ckn
tcfd ;s nksuksa gh phtsa varjlacaf/kr gSaA 'kq) :i ls i<us ij xfr esa Hkh
ifj’kq)rk vkrh gSA Vkbi fd, tkus okys v{kjksa vkSj fojke fpàksa ij
/;ku dsfUær djsa vkSj ikB dks ,d y; ds lkFk i<saA maxfy;ksa dh fØ;k]
ikB ds i<us ds lkFk lkFk gksuh pkfg, u fd i<+us ls iwoZA xfr esa o`f)
/khjs /khjs gksuh pkfg, rFkk  xfr dks i<+us ds lkFk gh c<+kuk pkfg, rFkk
maxfy;ksa ij /;ku dsfUær rFkk mudh fØ;k ij mfpr fu;a=.k gksuk
pkfg,A

(ii) ;fn vki ikB dks fof/klaxr :i ls rFkk 'kCn&nj&’kCn i<+saxs rks efLr"d
maxfy;ksa dks lgh :i ls funsZ’k ns ik,xk vkSj blesa xyfr;ksa dh dksbZ
laHkkouk ugha jgsxhA

(iii)  lek;kstu dqaft;ksa ds fy, dsoy mUgha maxfy;ksa dk ç;ksx djsa tks bu
dqaft;ksa  ds lehi gSaA dqaft;ksa ij gYds Li'kZ ls xfr c<+rh gS vkSj
vf/kd le; rd dk;Z djus dh {kerk fodflr gksrh gSA Vkbi djrs
le; dHkh Hkh dqathiVy ij u ns[ksa blls ek= le; dh cckZnh gksrh gS
vkSj Vkbfiax esa =qfV;ka Hkh gksrh gSaA

(iv) xfr ijh{kk nsrs le; ,dkxzrk dh 'kfä dks Hkax u gksus nsa] vU;Fkk vki
ijs’kku gksaxs vkSj fujarj :i ls /;ku caVsxk] vPNh xfr çkIr  djus ds
fy, ,dkxzrk vR;ar vko’;d gSA

(v) xfr ijh{kk vkjaHk djus ls iwoZ 'kh"kZ gkf’k;k 2-5 lsa-eh- dk nsa rFkk u,
iSjkxzkQksa dh igpku ds fy, çR;sd iSjkxzkQ dh çFke iafä esa ck;sa lsV
gkf’k;s esa 5 ;k 7 dk Lis~l nsaA

(vi) dsoy Mcy ykbu Lisl esa gh Vkbi djsa vkSj fojke fpàksa] 'kCnksa dh
lajpuk vkSj 'kq)rk ds çfr lko/kku jgsaA

2- Vkbfiax dh xfr fodflr djus ds fy, vfuok;Z rRo%

1- 'kkjhfjd LoLFkrk

2- cSBus dh lgh eqæk

3- dqathiVy dk Kku

4- mfpr rduhd

5- lqxe o leku LVªksfdax
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6- rhoz fdarq lVhd dqath LVªksd

7- maxfy;ka pykus dh dq’ky {kerk

8- çpkyu esa ljyrk

9- 'kkar jgus dh {kerk

10-  ekufld fu;a=.k

11- eu vkSj ekalisf’k;ksa esa leUoa;

12- dk;Z djus dh bPNk

ikBxr ç’u 4-1

fjä LFkku Hkjsa%

1- Vadd dks ç;kl djuk pkfg, fd og ----------------------- rFkk ----------------------- ds lkFk
Vkbi djsaA

2- dqathiVy ij lek;kstu dqaft;ksa ij dke djus ds fy, dsoy -----------------------
maxfy;ksa dk gh ç;ksx djsaA

3- VkbijkbfVax esa xfr o 'kq)rk çkIrk djus ds fy, ----------------------- djuk pkfg,A

4- lkekU;r% Vkbfiax dkxt ij ----------------------- lsa-eh- dk 'kh"kZ gkf’k;k  NksM+k tkrk
gSA

5- iSjkxzkQ nsus ds fy,  ----------------------- Lis’k NksM+ tkrs gSaA

4-5 fojke fpàksa esa Lisflax

fdlh Hkh Hkk"kk ;k laçs"k.k esa fojkefpà egRo iw.kZ Hkwfedk vnk djrs gSaA blfy,
vkidks fofHkUu fojke fpàksa ls iwoZ rFkk i’pkr Lisaf’kax ds fuEufyf[kr fu;eksa dks
/;ku esa j[kuk pkg,%&

1- fuEufyf[kr ds i’pkr ,d Lisl rFkk iwoZ dksbZ Lisl u nsa

d- okD; esa vYifojke ¼]½

[k- v/kZfojke ¼(½

x- viw.kZ fojke ¼%½
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2- fuEufyf[kr ls i’pkr nks Lisl rFkk iwoZ dksbZ Lisl u nsa%

d- iw.kZ fojke  ¼-½

[k- ç’uokpd fpà  ¼\½

x- foLeu;kcks/kd fpà  ¼!½

3- laf{kIr v{kjksa ds i’pkr ,d Lis~l NksM+sa] tSls  M‚- ,l- ds- esgrk vkfnA

4- lekl fpà (Hyphen) ls iwoZ ;k i’pkr dks Lisl u NksM+saA

5- MS’k ls iwoZ rFkk i’pkar dksbZ Lisl u NksM+saA

6- m)j.k fpà rFkk n’kdksa dks vkjaHk djus ls iwoZ rFkk lekIr djus ds i’pkr ,d
Lisl NksM+s vkSj muds chp esa dksbZ Lisl u nsaA

7- laca/kdkjd  fpà ¼*½ ls iwoZ rFkk i’pkr dksbZ Lisl u NksM+saA

8- lewg&v{kj&laf{kIrk~{kjksa esa dksbZ Lis~l u nsa tSls ;w,uvkbZlhbZ,Q] ,vkbZvkj]
vkfnA

9- tek ¼$½] ?kVk¼&½] Hkkx ¼÷½] xq.kk ¼×½ rFkk cjkcj ¼¾½ vkfn fpàksa ls iwoZ rFkk
i’pkr ,d Lisl nsaA

10- vadksa vkSj /ku dh jkf’k;ksa esa v/kZfojke ds i’pkkr vkSj iwoZ dksbZ Lisl u nsaA

ikBxr ç’u  4-4

uhps dqN fojke fpà fn, x, gSaA bu fpàksa ls iwoZ rFkk i’pkr fdruk Lisl nsuk
pkfg,:

fuEufyf[kr ls iwoZ rFkk i’pkr Lissl

1- iw.kZfojke ¼-½

2- vYifojke ¼]½

3- v/kZfojke ¼(½

4- ç’uokpd fpà ¼\½

5- laca/kdkjd fpà ¼^^ **½

6- viwZ.k fojke ¼%½
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4-6 Vad.k dh =qfV;ka & mudh igpku

le; ds lkFk lkFk vkidh Vad.k@Vkbfiax xfr esa /khjs&/khjs lq/kkj gksus yxsxkA ,d
feuV esa vkids }kjk Vkbi fd, tkus okys 'kCnksa~ dh vkSlr la[;k dks ̂ ^jfuax LihM**
;k ̂ ^ldy LihM** dgrs gSa] ftls  'kCn çfr feuV ¼’k-ç-fe½  esa ekik tkrk gSA fdUrq
Vkbfiax ds nkSjku dfri; xyfr;ka ;k =qfV;ka djus ij naM fn;k tkrk gSA fuoy
xfr dk ifjdyu djus ds fy, vkidh jfuax xfr esa ls =qfV;ksa ds naMkRed vadksa
dks de fd;k tkrk gSA blfy,] ;g vko’;d gS fd vkidks bl ckr dk Kku gksuk
pkfg, fd fdl çdkj dh xyfr;ka naMkRed gksrh gSa vkSj mUgsa =qfV ds :i esa fxuk
tkrk gSA dksbZ Hkh 'kCn 'kkfey djuk] NksM+uk] xyr orZuh ;k ewy ls fdlh çdkj
dk ifjorZu naMuh; =qfV gSA bZ&Vkbfiax ds nkSjku os xyfr;ka ftUgsa =qfV ekuk
tkrk gS%

1- [kjkc orZuh% dksbZ Hkh 'kCn 'kkfey djuk] NksM+uk] xyr orZuh ;k ewy ls
fdlh çdkj dk ifjorZu naMuh; =qfV gSA

2- çfr 'kCn ,d =qfV%  ,d  =qfV dks ,d 'kCn ekuk tkrk gSA Lisl rFkk fojke
fpàksa dks iwoZorhZ 'kCn dk Hkkx ekuk tkrk gSA

3- fojke fpàksa esa xyr Lisflax% fojke fpàksa ls iwoZ rFkk i’pkr xyr Lisflax
dks =qfV ekuk tkrk gS tks naMuh; gSA

4- tfEiaux% ,d 'kCn esa vuko’;d :i ls Lisl nsusij Hkh naMuh; =qfV ekuk
tkrk gSA

5- 'kCnksa ds chp esa Lis’kl u nsuk% ;fn nks 'kCnksa  ds chp esa Lisal ugha fn;k
tkrk gS] rks bls =qfV ekuk tk,xk] c’krsZ dh iwoZorh 'kCn dks =qfV u ekuk x;k
gksA

6- NksM+uk (Omission): ikB esa NksM+s x, fdlh Hkh 'kCn dks =qfV ekuk tkrk gSA

7- vko’;drk ls vf/kd gkf’k;k% 'kh"kZ ;k c‚Ve] nk;ka ;k ck;ka gkf’k;k
vko’;drk ls vf/kdre gksus ij =qfV ekuh tkrh gSA

8- iqujko`fÙk% 'kCnksas dh ckjEckj iqujko`fÙk dks =qfV;ka ekuk tkrk gSA fdUrq ;fn
iqujko`fÙk esa dksbZ vU; xyrh gks tkrh gS rks mls Hkh =qfV ekuk tkrk gSA

4-6-1 =qfV;ksa dk 'kqf)dj.k

tc vki ,d ikBxr nLrkost rS;kj djrs gSa rks mlesa xyfr;ksa dh laHkkouk lnSo
jgrh gSA bu xyfr;ksa dks Bhd djus dh çfØ;k dks ikB dh ,fMfVax (editing)

dgrs gSa] ftlesa fuEufyf[kr fØ;k,a 'kkfey gksrh gSa%
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ikB ds ,d Hkkx dks gVkuk ¼fMyhV djuk½A

ikB ds ,d Cy‚d dks ,d LFkk~u ls nwljs LFkku ij ys tkukA

ikB ds ,d Cy‚d dks ,d LFkk~u ls nwljs LFkku ij d‚ih djukA

(i) 'kCn dks 'kkfey djuk (Inserting Character) : ;fn Vkbfiax ds nkSjku
dksbZ 'kCn NwV tkrk gS rks dlZj dks ml LFkku ij yk,a tgka 'kCn dh
vko’;drk gS vkSj ml 'kCn dks ogka Vkbi djsaA oMZ Lor~~ gh iSjkxzke dks
iquQ‚esZV djsxk vkSj mu 'kCnksa  dks ml ifä ls nwljh iafä esa ;k orZeku i`"B
ls nwljs i`"B] tSlh Hkh LFkfr gks] ij ys tk,xk tks ogka O;ofLFkr ugha gks jgh
gSaA

(ii) 'kCn dk çfrLFkkiu% eku yhft, fd vkius ,d 'kCn Vkbi  fd;k gS vkSj
vki mls fdlh vU; 'kCn ls cnyk pkgrs gSaA ekml dks MªSx djds ml 'kCn
dks gkbykV djsa vkSj vc ogka nwljk 'kCn Vkbi djsaA  ,e,l&oMZ ekStwnk
'kCn ds LFkk’ku ij u;k 'kCn~ Vkbi dj nsxkA

(iii) 'kCn dks fMyhV djuk% cSdLil dqath ;k fMyhV dqath dk ç;ksx djds vki
MkD;wVesaV ls fdlh 'kCn dks fMyhV dj ldrs gSaA fMyhV dqath] orZeku dlZj
fLFkfr esa 'kCn dks fMyhV djrh gS tcfd cSd Lisl dqath orZeku dlZj LFkku
ls ck;ha vkSj fMyhV djrh gS vkSj dlZj dks ,d iksth’ku ck;ha vksj ys tkrh
gSA

4-7 xfr dk ifjdyu

eku yhft, fd vkius 10 feuV ds le; esa 2000 djSDVj ¼LVªksd½ Vkbi fd, gSa
vkSj vkius 6 =qfV;ka dh gSaA bl vk/kkj ij vkidh jfuax o 'kq) xfr dk ifjdyu
fuEukuqlkj fd;k tk,xk%

xfr ijh{kk ds fy, vkoafVr le;% 10 feuV

Vkbi fd, x, LVªksdksa dh la[;k%  2000

=qfV;ksa dh la[;k~%                6

'kCnksa dh la[;k ¾ 2000÷5 ¾ 400 ¼5 djSDVj ¾ 1 'kCn½½

jfuax xfr ¾ 'kCnksa dh la[;k¾ ÷÷÷÷÷ vkoafVr le;

          ¾ 400 ÷ 10 ¾ 40 'kCn çfr feuV ¼jfuax xfr½
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6 =qfV;ka ds fy, naM ¾ 6 × 10 'kCn ¼10 'kCn çfr feuV½ ¾ 60 'kCn

Vkbi fd, x, 'kq) 'kCn ¼naM ds i’pkr½ ¾ 400&60 ¾ 340

fuoy xfr ¾ Vkbi fd, x, lVhd 'kCn ÷ vkoafVr le;

¾ 340 ÷ 10 fe- ¾ 34 'kCn  çfr feuV ¼’k-ç-fe½

ekeyk v/;;u

lqJh jksgu tc ,d QkekZL;wefVdy daiuh ds lhbZvks dh lfpo ds :i esa dk;Z
dj jgh Fkh ml le; mlus Vkbi fd, x, M‚D;qvksesaV dh tkap djus dh
fof/k lh[kh FkhA mlus ,d i= Vkbi fd;k ftlesa ,d xzkgd }kjk fn;k x;k
ewY; dksV 'kkfey FkkA bl i= ij mlds c‚l us gLrk{kj fd, vkSj jksgu us
ewY; dksV dh tkap dhA nLrkost esa dksV fd;k x;k ewY; 890000 gksuk pkfg,
Fkk fdUrq  jksgu us  Vkbi djrs le; ml vad esa ls ,d 'kwU; NksM+ fn;k Fkk
vkSj 890000 ds LFkku ij 89000 Vkbi dj fn;k FkkA fdUrq pwafd daiuh ds
lhbZvksa  us ml i= ij gLrk{kj dj fn, Fks vkSj bldk vFkZ gqvk fd og i=
,d ck/;dkjh nLrkost cu x;k Fkk vkSj blls daiuh dks dkQh cM+h /kujkf’k dk
uqdlku gks ldrk FkkA

blls jksgu dks ;g lh[k feyh fd Vkbi fd, x, nLrkost dh lnSo /;ku iwoZd
tkap djuh pkfg,] fo’ks"k :i ls mu nLrkostksa dh ftuesa vkadM+s fn, x, gksA

/;ku j[ksa fd vkidks lnSo gh Vkbi fd, x, vius nLrkostksa dh /;kuiwoZd
tkap djuh pkfg,A

ikBxr ç’u 4-5

fuEu fyf[kr okD;ksa ds fy, lgh fodYi ij ¼√½ dk fpà yxk,a%

d- ewy ikB ls ifjofrZr 'kCnksa

(i) =qfV gS (ii) =qfV ugha gS

[k- ,d 'kCn cukus ds fy,] LVªksd dks la[;k  dks fdrus ls Hkkx fd;k tkrk gS%

(i)  10 (ii) 05

x- ;fn vkius 10 feuV dh xfr ijh{kk esa 500 'kCn Vkbi fd, gSa vkSj vkius 5
=qfV;ka dh gSa rks vkidh 'kq) xfr D;k  gksxh%
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(i) 35 'k-ç-fe (ii) 45 'k-fç -fe

?k- fdruh Hkh la[;k esa 'kCnksa dh iqujko`fÙk dks D;k ekurs gSa%

(i) =qfV (ii) =qfV ugha

M- ,d iafä esa NksM+k x;k dksbZ 'kCn%

(i) =qfV (ii) =qfV ugha

4-7 lkjka’k

bl ikB ds v/;;u ds i’pkr vkius  nSfud vH;kl] dkS’ky ds lkFk dqathiVy ds
çpkyu }kjk Vkbfiax esa xfr vkSj 'kq)rk ds fodkl ds vfuok;Z rRoksa] jfuax xfr]
fojke fpàksa rFkk muls iwoZ o i’pkkr Lisflax dk Kku çkIr fd;k gSA  vkius ;g
Hkh lh[kk fd daI;w~Vj ij Vkbfiax ds nkSjku dh xbZ xyfr;ksa@=qfV;ksa dks fdl
çdkj nwj ;k la’kksf/kr fd;k tk ldrk gSA vkius mu xyfr;ksa ds fo"k; esa Hkh tkuk
ftUgsa  Vkbfiax esa =qfV;ka fxuk tkrk gSA vki vc ikB esa fn, x, lw= dk ç;ksx
djds viuh Vkbfiax dh jfuax xfr rFkk 'kq) xfr dk ifjdyu dj ldrs gSaA

jkstxkj laca/kh dkS’ky % ç;ksx dk;Z

dqathiVy ij fuiq.krk gkfly djus ds i’pkr] çfr fnu 10 feuV ds de ls
de 1000 LVªksd ds nks vfHkys[kksa dks Vkbi djsaA buesa dh xbZ =qfV;ksa dk irk
yxk,aA viuh ldy xfr o 'kq) xfr dk ifjdyu djsaA nksuksa nLrkostksa esa dh
xbZ =qfV;ksa dk voyksdu Hkh djsaA bu =qfV;ksa dh iqujko`fÙk ls cpus ds fy, bu
xfr x|ka'kksa dk lVhdrk ds lkFk vH;kl djsaA

4-8 ikBkar ç’u

1- Vkbfiax dh xfr dks fodflr djus ds egRoiw.kZ pj.kksa dk mYys[k djsaA

2- fojke fpàksa dk ,d pkVZ rS;kj djsa vkSj mlesa mYys[k djsa fd bZ&Vad.k esa
çR;sd fpà ls iwoZ vkSj i’pkr fdruk Lisl nsuk gksrk gSA

3- D;k daI;wVj esa Vkbi djrs le; =qfV;ksa dks Bhd fd;k tk ldrk gSA

4- vki ,d ikB dks nwljs ikB ls fdl çdkj çfrLFkkfir djsaxsA

5- Vkbi fd, tk pqds ikB esa ,d 'kCn ;k dqN 'kCnksa dks gVkus ;k 'kkfey djus
dh fof/k dk o.kZu djsaA
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6- ;fn vkius 10 feuV esa 2500 LVªksd Vkbi fd, gSa vkSj mlds 5 =qfV;ka gqbZ gSa
rks vkidh 'kq) xfr D;k gksxh\

7- bZ&Vad.k esa =qfV;ksa ds dkj.k naM dk o.kZu djsaA

4-9 ikBxr ç’uksaa ds mÙkj

4-1

1- rhozrk vkSj lVhdrk

2- fudVre

3- nSfud vH;kl

4- 2-5 lsaeh

5-  7&10

6-  \\\\\\

4-2

1- ls iwoZ esa dksbZ Lisl ugha rFkk i’pkr nks Lisl

2- ls iwoZ esa dksbZ Lisl ugha rFkk i’pkr ,d Lisl

3- ls iwoZ esa dksbZ Lisl ugha rFkk i’pkr ,d Lisl

4- ls iwoZ esa dksbZ Lisl ugha rFkk i’pkr nks Lisl

5- vkjaHk gksus ls iwoZ ,d Lissl rFkk lekfIr ds i’pk~r ,d Lisl

6- ls iwoZ esa dksbZ Lisl ugha rFkk i’pkr ,d Lisl

4-3

d- =qfV

[k- ikap

x- 45 'k-ç-fe

?k =qfV

vH;k~l djsa

ikap fo|kfFkZ;ksa dk ,d lewg cuk,aA buesa ls çR;sd fo|kFkhZ ,d xfr iSlst
ijh{kk ns ftlesa yxHkx 80% 'kCn gksa vkSj 20% vad gksaA çR;sad fo|kFkhZ dh
'kq) xfr dh rqyuk djsa vkSj lkekU;% :i ls dh xbZ =qfV;ksa dh igpku djsaA
v/;k~id }kjk mPpre 'kq) xfr çkIr djus okys fo|kFkhZ dh ç’kalk dh tk,A
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5-1 ifjp;

oMZ çkslslj ,d lk¶Vos;j iSdst gS tks nLrkostksa ds fuekZ.k vkSj ,fMV ¼lq/kkj½
djus esa lgk;d gksrk gSA ,d nLrkost ds fuekZ.k ds fy, mls dEI;wVj dh eseksjh
esa Vkbi djds lso djuk gksrk gSA nLrkost dh ,MsfVax (editing) ls rkRi;Z mlesa
orZuh laca/kh rFkk O;kdj.k laca/kh v’kqf);ksa dks Bhd djuk gksrk gS] ;fn Vkbfiax ds
nkSjku fdlh çdkj dh =qfV;ka gqbZ gSaA blesa 'kCnksa] okD;ksa rFkk iSjkxzkQksa dks gVkuk
;k çfrLFkkfir djuk Hkh 'kkfey gSA

fiNys ikB esa vkius Vkbfiax xfr dks fodflr djus rFkk ifj’kq)rk (accuracy)

çkIr djus] iaDpqos’ku fpàksa esa Lisflax ds fu;e] rFkk Vkbfiax v’kqf);ksa dk irk
yxkus o mudks Bhd djus ds fo"k;ksa dk Kku çkIr fd;k gSA bl ikB esa vki
,e,l&oMZ] QkesZfVax dh fofHkUu fo'ks"krkvksa] cqysV;qDr vadksa dh lwph ds fuekZ.k
vkSj esy&etZ (Mail Merge) dh mi;ksfxrk ds laca/k esa v/;;u djsaxsA

5-2 mís’;

bl ikB ds v/;;u ds i’pkr] vki fuEufyf[kr Kku çkIr dj ik,axs%

oMZ çkslslj dh vko';drk dks igpku ik,axs]

,e ,l&oMZ dks LVkVZ dj ik,axs]

M‚D;qesaV foaMksa ds ?kVdksa dks igpku ik,axs]

M‚D;qesaVksa dks Q‚esZV dj ik,axs]

M‚D;qesaVksa dk ijO;w vkSj fçaV ys ik,axs]

5

oMZ izkslslj }kjk nLrkost izca/ku
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dh&cksMZ 'k‚VZdVksa dk ç;ksx dj ik,axs]

cqysV vkSj vad;qDr lwph cuk ik,axs]

rkfydkvksa dk l`tu o Q‚esZV dj ik,axs

esy etZ Qhpj dk ç;ksx dj ik,axsA

5-3 f’k{k.k {kerk,a

bl ikB dk v/;;u djus ds i’pkr vki fuEufyf[kr {kerk,a çkIr dj ik,axs%

oMZ çkslslj LØhu vkSj mlds VwYl dks igpku ik,axs(

nLrkost dh QkesZfVax dj ik,axs tSls cksYM] bVSfyDl] vaMjykbu] cqysV rFkk
uacfjax(

=qfV eqDr nLrkost ds fuekZ.k ds fy, orZuh tkap Qhpj dk ç;ksx dj ik,axs(

lk/kkj.k o tfVy rkfydk,a rS;kj dj ik,axs(

esy&etZ ij dk;Z dj ik,axs] yscyksa o ,Uoyiksa dk fuekZ.k dj ik,axsA

5-4 vkb, lh[ksa % ,e,l&oMZ

oMZ çkslslj ,d lk¶Vos;j iSdst gS tks nLrkostksa ds fuekZ.k vkSj ,fMV esa lgk;d
gksrk gSA ,d nLrkost ds fuekZ.k ds fy, mls dEI;wVj dh eseksjh esa Vkbi djds lso
djuk gksrk gSA nLrkost dh ,MsfVax ls rkRi;Z mlesa orZuh laca/kh rFkk O;kdj.k
laca/kh dksbZ v’kqf);ka gksa rks mUgsa Bhd djuk gS vkSj blesa 'kCnksa] okD;ksa rFkk
iSjkxzkQksa dks gVkuk ;k çfrLFkfir djuk Hkh 'kkfey gSA

vkt cktkj esa oMZ çkslsflax ds fy, vusd lk¶Vos;j iSdst miyC/k gSa tSls
oMZLVkj] oMZijQSDV] ekbZØkslkW¶V oMZ] vksiu MkD;qesaV vkfnA ekbZØkslkW¶V oMZ
bUgha iSdstksa esa ls ,d gSA ,e ,l&v‚fQl  ds vusdksa otZu miyC/k gSa tSls v‚fQl
95] v‚fQl 97] v‚fQl 97 ikoMZ ck; 98] v‚fQl  2000] v‚fQl ,Dlih] v‚fQl
2003] v‚fQl 2007 rFkk v‚fQl 2010A bl ikB esa ge v‚fQl 2007 vFkkZr
ekbZØksl‚¶V& oMZ 2007 dk v/;;u djsaxsA

5-4-1 ,e,l&oMZ dh fo'ks"krk,a

,e-,l-oMZ dh izeq[k fo'ks"krk,a bl izdkj gSaA

(i) vki oMZ dk ç;ksx djds nLrkostksa dk l`tu dj ldrs gSa vkSj ckn esa vkSj
vf/kd ikB dks tksM+ dj rFkk ekStwnk ikB esa ifjorZu djds rFkk blds dqN
Hkkxksa dks fMyhV@ewo djds bls ,fMV dj ldrs gSaA
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(ii) gkf’k;ksa ¼ekftZu½ ds vkdkj esa ifjorZu fd;k tk ldrk gSA

(iii) QkaV vkdkj rFkk QkaV çdkj esa ifjorZu fd;k tk ldrk gSA

(iv) gSMj vkSj QqVj  lfgr Lopkfyr i`"B la[;k dks 'kkfey dj ldrs gSaA

(v) lEiw.kZ nLrkost esa Lopkfyr :i ls orZuh rFkk O;kdj.k laca/kh v’kqf);ksa dh
tkap dj ldrs gSaA

(vi) rkfydkvksa vkSj Text c‚Dlksa dks 'kkfey dj ldrs gSaA

(vii) fDyi vkVZ xSyjh ls xzkfQDl dk fuekZ.k ;k balVZ dj ldrs gSaA ,d oMZ
M‚D;qesaV ;k nLrkost esa MkmuyksM fd, x, fp=ksa] xzkfQdl (Graphics) dks
Hkh balVZ dj ldrs gSaA

(viii) oMZ esa esy&etZ lqfo/kk Hkh miyC/k gksrh gSA

D;k vki tkurs gSa\

,e ,l oMZ ^^ekbZØkslk¶V vkfQl** uked cM+s lk¶Vos;j iSdst dk gh ,d
lk¶Vos;j gSA ekbZØkslkW¶V v‚fQl ,d v‚fQl L;wV gS ftldk fuekZ.k ekbZØkslkW¶V
dkiksZjs’ku }kjk fd;k x;k gS vkSj blesa fuEufyf[kr lk¶Vos;j 'kkfey gSa%

1- ekbZØksl‚¶V v‚fQl ,Dlsl (Microsoft Office Access)

2- ekbZØksl‚¶V v‚fQl ,Dlsy (Microsoft Office Excel)

3- ekbZØksl‚¶V v‚fQl bUQksikFk (Microsoft Office Infopath)

4- ekbZØksl‚¶V v‚fQl vkmVyqd (Microsoft Office Outlook)

5- ekbZØksl‚¶V v‚fQl ikoj IokbaV (Microsoft Office Powerpoint)

6- ekbZØksl‚¶V v‚fQl ifCy’kj (Microsoft Office Publisher)

7- ekbZØksl‚¶V v‚fQl oMZ (Microsoft Office Word)

8- ekbZØksl‚¶V v‚fQl VwYl (Microsoft Office Tools)

5-4-2 ,e ,l&oMZ dks vkjaHk djuk

oMZ dks lØh; djus ds pj.k gSa%

VkLdckj esa LVkVZ cVu dks fDyd djsaA

LVkVZ esuw esa çksxzkEl fodYi dk p;u djsaA

ekbZØksl‚¶V v‚fQl  ekbZØksl‚¶V oMZ 2007 dks fDyd djsa  ¼;k ;g LVkVZ
esuw ds varxZr çR;{k :i ls miyC/k gks ldrk gS½ ¼fp=&5-1½
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fp= 5-1 ,e,l&oMZ 2007 dks vksiu djuk

5-5 M‚D;qesaV foaMks (Document Window)

vkb, LØhu ds egRoiw.kZ ?kVdksa ij ppkZ djsa] tks fuEukuqlkj gSa%

fp= 5-2 % ,e ,l oMZ LØhu ysvkmV

dk;Z
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¼d½ VkbVy ckj  (Title Bar)

VkbVy ckj orZeku esa lfØ; oMZ nLrkost ds uke dks çnf’kZr djrs gS] tSlk
fd ;g nLrkost ¼Qkby½ dk MhQ‚YV uke çnf’kZr dj jgk gS vFkkZr~~
M‚D;qesaV (Document 1)A foaMkst dh vU; ,fIyds’kuksa dh rjg bldk ç;ksx
oMZ foaMks ds vkdkj rFkk yksd’ku ;k LFkku esa ifjorZu ds fy, Hkh fd;k tk
ldrk gSA blesa daVªksy esuw vkbdu] esfDlekbt cVu] fefuekbt cVu]
fjLVksj rFkk Dykst cVu Hkh gksrs gSaA

¼[k½ esuw ckj (Menu Bar)

oMZ esa vusd Vwy ckj gksrs gSa tks vkids dk;Z dks rhoz xfr ls rFkk vR;ar
lqxerk ls iwjk djus esa lgk;d gksrs gSaA ;g ^^gkse** VSc ds varxZr MhQ‚YV
fjCcu gS rFkk VkbVy ckj ds Bhd uhps gksrk gSA

fp= 5-3 % gkse fjCcu

¼x½ :yj ckj (Ruler Bar)

:yj ckj vkidks ,d nLrkost esa ikB ds ofVZdy ,ykbuesaV ¼yacor
lajs[kq.k½ rFkk g‚fjtsaVy ,ykbuesaV dks Q‚esZV djuk lqyHk cukrk gSA

¼?k½ LVsVl ckj (Status Bar)

;g ckj orZeku lfØ; nLrkost ds laca/k esa lwpuk çnf’kZr djrk gSA blesa
orZeku ist ucaj] lsD'ku] rFkk og dkWye fn;k x;k gksrk gS tgk¡ vHkh dlZj
(Cursor) fLFkr gSA

¼³½ LØksy ckj (Scroll bar)

LØksy ckj nLrkost dh fo"k;oLrq ;k c‚Mh dks LØksy (Scroll) djus esa
lgk;d gksrk gSA vki LØksy ckj esa ,fyosVj cVu dks fgyk djds ,slk dj
ldrs gSa ;k vki ,jks cVuksa dks fDyd orZeku i`"B ds Åij] uhps] nk;ha rFkk
ck;ha vksj fgyk dj fo"k;oLrq ds lanHkZ esa tk ldrs gSaA

¼p½ odZLisl

M‚D;qesaV foaMksa esa odZLisl og {ks= gS tgka vki vius nLrkost esa ikB dks
,aVj ;k Vkbi djrs gSa] best] xzkfQDl vkfn dks Hkh Mky ldrs gSaA
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¼N½ eq[; VSc ¼esu esuw½

oMZ esu VSc] VkbVy ckj ds uhps LØhu ds 'kh"kZ ij çnf’kZr gksrk gSA

fp= 5-4 % esu VSc ¼gkse½

;fn vki fdlh Hkh VSc&dh ij fDyd djrs gSa rks] og lacaf/kr fjCcu ¼Vwyckj½ dks
çnf’kZr djsxkA  MhQ‚YV VSc ̂ ^gkse** VSc gS ¼tSlk fd esuw ckj 'kh"kZd esa n’kkZ;k x;k
gS½] fdUrq ;fn vki ̂ ^balVZ** cVu ij fDyd djrs gSa rks] LØhu cny tk,xk tks fd
uhps n’kkZ;k x;k gS%

fp= 5-5 % balVZ VSc ¼fjCcu@Vwy ckj ½

ikBxr ç’u 5-1

1- crk,a lgh ;k xyr%

d- VkbVy ckj orZeku lfØ; oMZ nLrkost ds uke dks çnf’kZr djrk gSA

[k- lokZf/kd lkekU; :i ls ç;ksx gksus okys nks Vwy ckj gSa & Q‚esZfVax Vwy
ckj rFkk balVZ Vwy ckjA

x- Vwy ckj vkids fy, ofVZdy ,ykbesaV Q‚esZV dks laHko cukrk gSA

?k- LØksy ckj nLrkost dh fo"k;oLrq ;k c‚Mh dks LØksy djus esa lgk;d
gksrk gSA

M- oMZLisl M‚D;qesaV foaMks esa og {ks= gS tgka vki ikB dks ,aVj ;k Vkbi
djrs gSaA

p- oMZ çkslslj og l‚¶Vos;j iSdst gS tks nLrkost dks fØ,V] (Create)

,fMV] fçaV rFkk lso djus esa lgk;d gksrk gSA

N- ^oMZ* ç;ksDrk dks ikB ds lkFk xzkfQDl fp= dks fefJr ugha gksus nsrkA
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5-6 VsDLV (Text) dh Q‚esZfVax

Q‚esZfVax ls rkRi;Z vkids nLrkost esa fd, tkus okys ifjorZuksa ls gSA Q‚esZfVax
nLrkostu (documentation) dk ,d egRoiw.kZ Hkkx gSA QkaV Mk;y‚x c‚Dl ykapj
ds ç;ksx dks uhps n’kkZ;k x;k gS tks QkaV Qsl] vkdkj] jax vkfn dks ifjofrZr dj
ldrk gSA

fp= 5-7 QkaV Mk;y‚x c‚Dl

5-6-2 QkaV ds LVkbZy esa ifjorZu

QkaV ds Qsl ;k LVkbZy (Font Face) ls rkRi;Z mls fy[ks tkus ds rjhds ls gSA
fofHkUu izdkj ds QkaV] v{kjksa o fpUgksa dks fHkUu&fHkUu rjhds ls izLrqr djrs gSaA oMZ
esa vki dbZ rjhdksa ls QkaV Qsl vFkok LVkby dks pqu ldrs gSaA

QkaV LVkbZy esa ifjorZu ds fy, pj.k bl izdkj gSaA

fn;s x, nLrkost esa fy[ks x, 'kCnksa vFkok VSDlV ftls ifjofrZr djuk gks]
mls pqu ysaA

vc QkesZfVax Mk;yksx cksDl ( Formating Dialog Box) (esa izLrqr QksaV fyLV
ds nkfguha vksj fn, x, ,jks ij fDyd djsa ¼tSlk fd fn, x, fp= 5-8 esa
n'kkZ;k x;k gS½A
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fp= 5-8

lwph ls ,d QkaV dk p;u djsaA

fuEufyf[kr dks djus ds fy, Mk;y‚x c‚Dl ls ,d ;k vf/kd fodYiksa dk
ç;ksx djsa%

cVu dk uke cVu dk fp= mís’; uewuk ifj.kke

cksYM (Bold) p;fur VsDLV dks jk"Vªh; eqDr
cksYM djus ds fo|ky;h  f’k{kk
fy, laLFkku

bVSfyDl (Italics) p;fur VsDLV dks jk"Vªh; eqDr
bVSfyDl djus fo|ky;h  f’k{kk
ds fy, laLFkku

vaMjykbu (Underline) p;fur VsDLV dks jk"Vªh; eqDr
vaMjykbu djus fo|ky;h  f’k{kk
ds fy, laLFkku

LVªkbZd Fkzw@ p;fur ikV ds jk"Vªh; eqDr
(Strike through) e/; ls js[kk fo|ky;h  f’k{kk

[khapus ds fy, laLFkku
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lc fLØIV (Subscript) VsDLV cslykbu ,p2vks
ds uhps NksVs
v{kj cukus ds
fy,

lqij fLØIV VsDLV cslykbu ds ,Dl2okbZ
(Superscript) mij NksVs v{kj

cukus ds fy,

rkfydk 5-1 QkesZV VsDLV

5-6-2 QkaV vkdj esa ifjorZu djuk

QkaV vkdkj dks fcanqvksa ¼points½ esa ekik tkrk gSA Lisflax] ykbu dh eksVkbZ vkfn
ds fy, IokbaV vkSj fiDl dk ç;ksx fd;k tkrk gSA

QkaV vkdkj dks cnyus ds pj.k %

ml ikB dks lySDV djsa ftldk QkaV lkbt ifjofrZr djuk gSA

QkaV lkbt  lwph cVu ds ck;sa Mkmu&,jksa dks fDyd djsa ¼fp= dk lanHkZ ysa½A

miyC/k QkaV vkdkjksa dh lwph lkeus vk tk,xhA

fp= 5-9 QkaV lkbt

bl lwph ls mi;qDr QkaV vkdkj dk p;u djsaA

5-7 dV] d‚ih] isLV] vaMw] jhMw] ,ykbuesaV

dV] d‚ih vkSj isLV dekaMksa dk ç;ksx fdlh ikB dks ,d LFkku ls nwljs LFkku ij
d‚ih djus ;k ewo djus ds fy, fd;k tkrk gSA vc ;s dekaM fDyi cksMZ fodYi
ds :i esa gkse VSc ij miyC/k gSa ¼fp= dks ns[ksa½A
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fp= % 5-10 fDyicksMZ xzqi ¼gkse VSc½

dV vkSj d‚ih nksuksa dekaM p;fur VsDLV dks fDyicksMZ uked vLFkk;h eseksjh
esa j[krk gSA

dV dekaM p;fur VsDLV dks fDyicksMZ esa ewo djrk gSA

d‚ih dekaM p;fur VsDLV dks fDyicksMZ esa d‚ih djrk gSA

isLV dekaM fDyicksMZ dh fo"k;oLrq dks bal’kZu fcanq ij d‚ih djrk gSA

dV vkSj isLV ds la;kstu ls ewo fØ;k gksrh gSA

d‚ih vkSj isLV ds la;kstu ls d‚ih fØ;k gksrh gSA

p;fur VsDLV dks leku nLrkost ds vU; Hkkx esa ;k vU; nLrkostksa esa d‚ih ;k
dV djus ds pj.k gSa%

1- d‚ih ;k dV fd, tkus okys VsDLV dks lySDV djsaA

2- p;fur VsDLV dks jkbV fDyd djsaA

p;fur VsDLV ds lehi ,d 'k‚VZdV esuw çdV gksxk ¼fp= dks ns[ksa½A

fp=% 5-11 i‚i vi esuw ¼jkbV fDyd ij ½
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3- 'k‚VZdV esuw ls dV ;k d‚ih ds fodYi dk p;u djsaA

4- dlZj dks ml LFkku ij yk,a tgka VsDLV dks isLV djuk gSA

5- 'k‚VZdV esuw ls isLV fodYi dk p;u djsaA tgka vkius dV ;k d‚ih dk
fodYi p;u fd;k gks var esa vkidks ml fo"k;oLrq dks isLV djuk gksxkA

oSdfYid :i ls] fDyi cksMZ ls dV  ;k d‚ih  fodYi dk p;u djsa vkSj

rRi’pkr isLV  fodYi dk p;u djsaA

vaMw (UNDO)

vaMw dekaM ,fMfVax] Q‚esZfVx rFkk vU; fØ;kvksa esa fd, x, dke dks rhozrk ls
okil igys tSlk dj nsrk gSA

VkbVy ckj ds lcls ckbZ vksj miyC/k fDod ,Dlsl Vwyckj ls vaMw cVu 

dks fDyd djsaA

vFkok oSdfYid :i ls] dh&cksMZ ij Ctrl + Z dks Hkh nckus ij vaMw gks tkrk gSA

jhMw (REDO)

jhMw dekaM fØ;k dks nksgjkrh gSA blds fy,] lcls ckbZa vksj miyC/k fDod ,Dlsl

Vwyckj ls jhMw cVu  dks fDyd djsaA

vFkok oSdfYid :i ls] dh&cksMZ ij Ctrl + Y dks fDyd djsaA

VsDLV dk ,ykbfuax

,ykbuesaV VsDLV dks lqO;ofLFkr ;k laxfBr djus dk rjhdk gSA bldk lanHkZ
ekftZuksa ds laca/k esa VsDLV dh fLFkfr ls gSA oMZ esa pkj çdkj ds ,ykbuesaV gksrs gSa
vFkkZr ys¶V ,ykbu ¼ck;ha vksj  ,ykbu½] jkbV ,ykbu ¼nk;ha vksj ,ykbu½] lsaVj
,ykbu ¼e/; esa ,ykbu½ rFkk tfLVQkbA buesa ls fdlh Hkh fodYi dk p;u djus
ds fy, isjkxzkQ ds gkse esuw fodYi ij fn, x, vk;duksa dksa fDyd djuk gksrk
gSA
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fp= 5-12% VsDLV dk ,ykbuesaV ¼isjkxzkQ lewg&gkse VSc½

MhQ‚YV }kjk oMZ esa yS¶V ,ykbuesaV gksrk gSA

yS¶V ,ykbu% ck;sa ekftZu dks lek;ksftr djus ds fy,A

jkbV ,ykbu% nk;sa ekftZu dks lek;ksftr djus ds fy,A

lsaVj ,ykbu% lsaVj ,ykbu fodYi dk ç;ksx lkekU;r~ 'kh"kZd ;k VsDLV dks
e/; esa ykus ;k lsaVj djus ds fy, fd;k tkrk gsA

tfLVQkbM % ;g Qhpj iSjkxzkQ dks ck;sa o nk;sa nksuksa ekftZuksa ij ,ykbu dj nsrk
gSA baVj&oMZ Lisflax lek;ksftr gks tkrh gS rkfd çR;sd iafä dk VsDLV nk;sa
ekftZu ij lekIr gksA VsDLV dh fdlh ifä dks tfLVQkb djus ds fy,] dlZj dks
bl iafä ij yk,a vkSj Vwyckj ij tfLVQkb cVu dks fDyd djsaA

5-8 fçaVjksa vkSj fçafVax ds çdkj

fdlh nLrkost ;k fp= vkfn dh gkMZ d‚ih çkIr djus ds fy, vkmViqV fMokbl
ds :i esa fçaVj ,d egRoiw.kZ midj.k gSA

fçaVj fofHkUu çdkj ds gksrs gSa] ftudk C;kSjk fuEukuqlkj gS%

(i)  M‚V esfVªDl fçaVj ¼Mh,eih½ (Dot Matrix Printer)

;g lokZf/kd ç;ksx gksus okyk fçaVj gS ftlesa fçaV djus ds fy, fiu vkdkj ds
gSejksa dk ç;ksx fd;k tkrk gS tks ,dh—r 'kh"kZ ,lsEcyh ds :i esa la;ksftr gksrs
gSa ftuesa ukS ;k pkSchl fiusa gksrh gSaA blesa fçaV dh çfr i`"B ykxr cgqr de gksrh
gS fdUrq vU; fçaVjksa dh rqyuk esa bldh xfr cgqr /kheh gSA

(ii)  badtSV fçaVj (Inkjet Printer)

bu fçaVjksa esa ,d NksVs dkEiSDV midj.k dk ç;ksx gksrk gS] tks dkjVªst uked
ekbØksLdksfid ukstyksa ds ek/;e ls æO; L;kgh ds çokg dks fu;a=r djrk gSA
dkjVªst dh lgk;rk ls L;kgh dkxt ij Lçs gksrh gSA dkjVªst dk vf/kd ewY; gksus
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ds dkj.k bl fçaVj esa fçaV dh çfr i`"B ykxr vf/kd gksrh gSA bldh xfr M‚V
esfVªDl fçaVj ls csgrj gksrh gSA

(iii) ystj fçaVj (Laser Printer)

;g lcls egaxk fçaVj gS vkSj blesa fçaV djus ds fy, ystj chEl dk ç;ksx fd;k
tkrk gSA bl fçaVj esa] ikmMj vk/kkfjr L;kgh ds ek/;e ls fçaV fd;k tkrk gS]
ftlesa bl L;kgh dks ghVj }kjk mf"er rFkk dkxt ij VsDLV ;k Nfo dks
lsaflVkbt fd;k tkrk gSA bl fçaVj ds fçaV dh çfr i`"B ykxr badtsV fçaVj ls
dqN de gksrh gSA bldh fçaV djus dh xfr csgrj gSA

5-8-1 nLrkost dk fçO;w

nLrkost ds fçO;wbax ls rkRi;Z fçaV fd, tkus ls iwoZ nLrkost ds ,d ;k vf/kd
i`"Bksa ds LØhu Nfo dks ns[kuk gSA

,d nLrkost ds fçaV fçO;w ds pj.k gSa%

1- fçO;w fd, tkus okys nLrkost dks [kksysaA

2- v‚fQl cVu ls fçaV fçO;w fodYi dk p;u djsa vFkkZr~ VkbVy ckj esa
lcls ckbZa vksjA

fp= 5-13% fçaV fçO;w dks [kksyuk
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fp= 5-14% fçaV fçO;w Mk;y‚x c‚Dl

fçaV fçO;w foaMksa ds 'kh"kZ ij cVuksa lfgr ,d Vwyckj gksrk gs tks fuEufyf[kr
fØ;kvksa dks djrk gSA

Vwyckj cVu dk;Z

çnf’kZr nLrkost dks fçaV djrk gSA

nLrkostksa dh ç‚iVhZt ¼fo'ks"krkvksa½ dks n’kkZrk gSA
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blds }kjk ge ist lsVvi dj ldrs gSa
tSls ekftZu] vksfj,aVs’ku ¼ySaMLdsi ;k iksVZzsV½]
vkdkjA

bldk ç;ksx i`"B ds vkdkj dks twe ¼cM+k½ djus
ds fy, gksrk gSA

okLrfod vkdkj dh foaMks dks n’kkZrk gSA

;g efYViy ist fodYi dks çnf’kZr djrk gSA

,d i`"B de esa fQV djus ds fy, çnf’kZr
nLrkost ds Vkbi lkbt dks NksVk djrk gSA

ofVZdy rFkk g‚fjtsaVy :yj dks v‚u ;k v‚Q
djus ds fy,A

i`"Bksa dks cnyus ds fy,A

fçaV fçO;w dks can djus ds fy,A

rkfydk 5-2% fçaV fçO;w foaMks esa Vwyckj fodYi
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5-8-2 nLrkost dks fçaV djuk

,d nLrkost dks fçaV djus ds pj.k fuEukuqlkj gSa%

1- v‚fQl cVu ls fçaV fodYi dk p;u djsa vFkkZr VkbVy ckj esa lcls ckbZa
vksj bls pqusA

fçaV Mk;y‚x c‚Dl dks uhps çnf’kZr fd;k x;k gSA

fp= 5-15% fizaV fodYi dk p;u
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1- use VsDLV c‚Dl esa ml fçaVj dk p;u djsa ftlesa nLrkost dks fçaV fd;k
tkuk gSA

2- fuEufyf[kr rkfydk esa ls ,d ;k vf/kd fodYiksa dk p;u djsa%

    fodYi dk;Z

lHkh (All) nLrkost ds lHkh i`"Bksa dks fçaV djukA

orZeku i`"B nLrkost ds dsoy orZeku i`"B dks fçaV djuk
(Current page) ¼vFkkZr ftl i`"B ij dlZj gS½

i`"B (Pages) fof’k"V la[;k ds i`"Bksa dks fçaV djukA

p;u (Selection) bl fodYi dk ç;ksx rc fd;k tkrk gS tc vki
nLrkost ds dqN Hkkx dks lySDV djrs gSaA bldk ç;ksx
dsoy p;fur Hkkx dks fçaV djus ds fy, fd;k tkrk gSA

çfr;ksa dh la[;k nLrkost dh vusd çfr;ka fçaV djus ds fy,A
(Number of copies)

rkfydk 5-3 % fçaV Mk;y‚x c‚Dl esa miyC/k fodYi

3- ç‚iVhZl cVu ij fDyd djsaA

fçaVj çkiVhZl Mk;y‚x c‚Dl uhps çnf’kZr fd;k x;k gS%

fp= 5-16% fçaVj ç‚iVhZl Mk;y‚x c‚Dl
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4- fçafVax ç‚iVhZl ds fy, fofHkUu VScksa dks lySDV djsaA

5- isij lkbt vkSj vksfj;aVs’ku dks cnysaA

6- ç‚iVhZl Mk;y‚x c‚Dl dks can djus ds fy, vksds cVu dks fDyd djsaA

7- fçaVj ls çfr;ka fudkyus ds fy, vksds cVu dks fDyd djsaA

ikBxr ç’u 5-2

fjDr LFkku Hkjsa%

¼d½ ---------------------------------- lokZf/kd egaxk fçaVj gS ftlesa fçaV djus ds fy, ystj
chEl dk ç;ksx fd;k tkrk gSA

¼[k½ ---------------------------------- Qhpj ck;sa o nk;sa nksuksa ekftZuksa ds lkFk iSjkxzkQ dks
,ykbu djrk gSA

¼x½ ---------------------------------- cVu lySfDVM VsDLV dks bVSfyDl djrk gSA

¼?k½ ---------------------------------- VsDLV cslykbu ls mij NksVs v{kjksa dk l`tu djrk gSA

¼³½ ---------------------------------- dh xfr vU; fçaVjksa dh rqyuk esa cgqr /kheh gksrh gSA

¼p½ jhMw dk 'k‚VZdV ---------------------------------- gSA

¼N½ oMZ Q‚aVksa rFkk ---------------------------------- dks cnyus ds dbZ ek/;e miyC/k djrk
gSA

5-9 cqysV~l vkSj uacfjax

oMZ esa vki lqxerk o rhozrk ds lkFk cqysV;qDr rFkk uacj;qDr lwph rS;kj dj
ldrs gSa rkfd nLrkost dks vklkuh ls i<+k o le>k tk ldsA cqysV~l vkSj uacfjax
lwph çkIr djus ds fy, iSjkxzkQ Vwyckj ds gkse esuw fodYi ij cVuksa dks fDyd
djsaA

    cqysV        uacfjax     eYVhysoy fyLV

fp= 5-17 % cqysV~l vkSj uacfjax
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cqysV~l ;k uacfjax ;k eYVhysoy lwph 'kkfey djus ds pj.k bl çdkj gSa%

1- ekStwnk lwph dk p;u djsa ;k ubZ lwph dks Vkbi djsaA

2- cVu ij fDyd djsa] çLrqr vad çnf’kZr gksxk vkSj vki mi;qDr cqysV ;k
la[;k dk p;u dj ldrs gSaA

fp= 5-18% cqysV~l vkSj uacfjax ykbczsjh

5-10 LiSy pSd vkSj fMD’kujh

tc ,d nLrkost Vkbi fd;k tkrk gS rks] ç;ksDrk fdruk gh /;kuiwoZd dk;Z D;ksa
u djsa] mlesa =qfV;ksa dh laHkkouk lnSo cuh jgrh gSA buesa ls vf/kdrj =qfV;ka
orZuh v’kqf);ksa dh gksrh gSA oMZ ;g lqfuf’pr djrk gS fd çR;sd nLrkost orZuh
laca/kh v’kqf);ksa ls eqDr jgs vkSj og vKkr 'kCnksa dks yky ygjnkj js[kk ls
vaMjykbu djrk gS vkSj O;kdj.k laca/kh =qfV;ka dks gjh ygjnkj js[kk ls vaMjykbu
djrk gSA

LiSy pSd dk ç;ksx

LiSfyax ¼orZuh½ vkSj xzkej ¼O;kdj.k½ fodYi ^^fjO;w** esuw lewg ds varxZr
miyC/k gSA
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,d nLrkost esa Lisy&pSd ds pj.k fuEukuqlkj gSa%

1- LiSy pSd fd, tkus okys nLrkost ds Hkkx dks lySDV djsaA

;fn lySDV ugha fd;k tkrk gS rks oMZ lEiw.kZ nLrkost dks pSd djsxkA

2- vc ^^fjO;w** esuw fodYi ls LiSfyax vkSj xzkej fodYi dk p;us djsaA

fp= 5-19% fjO;w esuw

LiSy Mk;y‚x c‚Dl dks uhps fp= 5-20 esa çnf’kZr fd;k x;k gSA vKkr 'kCnksa dks
^^fMD’kujh VSDl c‚Dl esa ugha gSa** rFkk LiSfyax dks lgh djsa ^^ltS’ku Vq
fyLV c‚Dl** esa çnf’kZr fd;k x;k gSA

fp= 5-20% LiSfyax vkSj xzkej Mk;y‚x c‚Dl

3- uhps of.kZr fdlh ,d cVu ij fDyd djsa%

    cVu dk;Z

cnysa (Change) xyr orZuh (mis-spelt) okys lHkh 'kCnksa dks cnysa A

lHkh dks cnysa nLrkost esa xyr orZuh okys 'kCnksa dh lHkh
(Change all) iqujko`fÙk;ksa dks cnysaA
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,d dks jgus nsa xyr orZuh okys 'kCn dks ;Fkkor jgus nsaA
(Ignore Once)

lHkh dks jgus nsa lEiw.kZ nLrkost ds 'kCnksa dks ;Fkkor jgus nsaA
(Ignore All)

fMD’kujh esa tksM+sa çnf’kZr 'kCn dks fMD’kujh esa ^^fMD’kujh VSDLV c‚l
(Add to Dirctionary) esa ugha gS** esa 'kkfey djsa rkfd leku 'kCn ds fy,

vxyh ckj dksbZ =qfV çnf’kZr u gksA

vuMq ,fMV fiNys ifjorZu dks fjolZ djukA
(Undo Edit)

dSafly orZuh tkap dh fØ;k dks can djukA
(Cancel)

orZuh tkap ds nLrkost ;k lySD’ku ds var esa igqapus ij ,d Mk;y‚x c‚Dl
çnf’kZr gksrk gSA ¼fp= 5-21 dks ns[ksa½A

fp= 5-21% LiSy pkSd iwjk gqvk

5-11 rkfydk (Table)

oMZ VScqyj ¼rkfydk½ lwpuk ds l`tu vkSj Q‚esZV ds fy, vusd ek/;e miyC/k
djrk gSA oMZ dk Vscy Qhpj lwpuk dks rkfydkc) djus vkSj mlesa ifjorZu ds
mR—"V ek/;e miyc/k djrk gSA

rkfydk vkidks tfVy d‚ye;qDr lwpuk ds la;kstu rFkk çLrqfrdj.k esa lgk;d
gksrh gSA

rkfydk esa Columns vkSj Rows dh lajpuk gksrh gSA ,d d‚ye vkSj ,d Rows

dk baVjlsD’ku vk;rkdkj ;k oxkZdkj c‚Dl tSlk gksrk gS ftls lsy dgrs gSaA
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5-11-1 rkfydk dks balVZ djuk

nLrkost esa rkfydk dks balVZ djus ds pj.k fuEukuqlkj gSa%

1- bal’kZu fcanq dks ml LFkku ij yk,a tgka vki rkfydk dks çnf’kZr djuk
pkgrs gSaA

2- vc ^balVZ* esuw fodYi ls Vscy fodYi ij fDyd djsaA

3- VscYl xzqi ij VscYl cVu dks fDyd djsaA vki fuEufyf[kr pkj rjhdksa ls
rkfydk dk l`tu dj ldrs gSa%

¼d½ Rows vkSj Columns dh la[;k dks gkbykbV djuk

fp= 5-22 Vscy esuw fodYi

¼[k½ balVZ VSc dks fDyd djsa vkSj Rows rFkk Columns dh la[;k çfo"V
djsa ¼fp= 5-23 dks ns[ksa½

fp= 5-23 balVZ Vscy fodYi
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¼x½ Mªk Vscy (Draw table) dks fDyd djsa] Rows vkSj Columns ij
fDyd djds mudh la[;k çfo"V djds viuh rkfydk cuk,aA

¼?k½ fDod Vscy dks fDyd djsa vkSj rkfydk dk p;u djsaA

4- rkfydk LØhu ij çnf’kZr gks tk,xhA dlZj dks ml lsy ij ys tk,a tgka
vki lwpuk çfo"V djuk pkgrs gSaA vius MkVk dks çfo"V djsaA

5-11-2  Vscy dks QkesZV djuk

rkfydk dh lajpuk esa ifjorZu djus ds fy, %

Vscy dks fDyd djsa vkSj vki ns[ksaxs fd vkids ikl fjCcu esa nks u, VSCl
çkIr gks x, gSa% fMtkbu vkSj ysvkmVA ;s Vscy ds fMtkbu vkSj ysvkmV ls
lacaf/kr gSaA

fMtkbu VSc esa vki fuEufyf[kr fodYiksa dk p;u dj ldrs gSa%

Vscy LVkby fodYi

Vscy LVkbyl

ckMZj cuk,a

Vscy dks Q‚esZV djus ds fy,] Vscy dks fDyd djsa vkSj rRi’pkr fjCcu ij
ysvkmV VSc dks fDyd djsaA  bl ysvkmV VSc ls vki fuEufyf[kr fØ;k,a dj
ldrs gSa%

fxzMykbu vkSj ç‚iVhZl dks ns[k ldrs gSa ¼Vscy xzqi ls½A

Rows rFkk Columns dks balVZ dj ldrs gSa ¼Rows rFkk Columns xzqi
ls½A

Vscy] Rows rFkk Columns dks fMyhV dj ldrs gSa ¼Rows rFkk Col-

umns xzqi ls½A

lsyksa dks etZ ;k fLifyV dj ldrs gSa ¼etZ xzqi ls½

lsy ds vkdkj dks de ;k T;knk dj ldrs gSa ¼lsy lkbt xzqi ls½A

lsyksa ds Hkhrj VsDLV dks ,ykbu dj ldrs gSa rFkk VsDLV dh fn’kkvksa dks
cny ldrs gSa ¼,ykbuesaV xzqi½A

fp= 5-25% Vscy ysvkmV
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i‚ivi esuw ¼;g rc fn[ksxk tc vki dlZj dks Vscy ij j[kdj jkbV fDyd djsaxs½
Hkh Vscy esa fofHkUu lsfVaxksa dks djus esa lgk;d gksrk gSA ¼fp= 5-26 dks ns[ksa½

fp= 5-26 i‚ivi esuw

Vscy ç‚iVhZl Mk;y‚x ckWDl dk ç;ksx çR;sd Row] Column ;k lsy ds fy, Vsc
dh dk ç;ksx djds Vscy dh fofHkUu lsfVaxksa esa ifjorZu ds fy, fd;k tkrk gSA
bldk ç;ksx ,ykbuesaV] lkbt rFkk okafNr pkSM+kbZ ds fy, fd;k tk ldrk gSA

fp= 5-27% Vscy ç‚iVhZl Mk;y‚x c‚Dl
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5-12 esy etZ

esy etZ dk ç;ksx ,d gh ckj esa vusd nLrkostksa ds l`tu ds fy, fd;k tk ldrk
gS ftuesa Q‚esZfVax ysvkmV] VsDLV] xzkfQDl vkfn leku gks vkSj çR;sd nLrkost esa
dsoy dqN gh LFkkuksa ij fHkUurk gksA esy etZ dk ç;ksx esfyax yscyksa] fyQkQksa]
irk lwfp;ksa] O;fäxr çf’k{k.k gSaMvkmV vkfn ds l`tu vkSj gkMZd‚ih esy 'kwVksa ds
fy, Hkh fd;k tkrk gsA bldk ç;ksx cgqy bZ&esyksa vkSj bySDVªkfud QSDlksa ds fy,
Hkh fd;k tk ldrk gSA

vki esy etZ dk ç;ksx ml le; dj ldrs gSa tc vki nLrkostksa ds ,d lsV dk
l`tu djuk pkgrs gSa tks vfuok;Z :i ls leku gS fdUrq çR;sd nLrkost esa fof’k"V
rRo fo|eku gksaA mnkgj.k ds fy,] ,d u, mRikn dh ?kks"k.kk djus okys i= esa
vkidh daiuh  dk yksxks ¼fpUg½ vkSj mRikn laca/kh lwpuk çR;sd i= esa leku gksxh
vkSj irk o 'kqHkdkeuk laca/kh iafä çR;sd i= esa fHkUu gksxhA

yscyksa o fyQkQksa dk ,d lsV% lHkh yscyksa ;k fyQkQksa ij vkilh irk leku
gksxk] fdUrq çR;sd i= ds fy, xarO; irk fHkUu gksxkA

esy etZ dk ç;ksx djus ds pj.k

1- esfyax esuw fodYi ij fDyd djsa] blls Vwyckj cny tk,xk ¼fp= 5-28 dks
ns[ksa½

fp= 5-28 esfyax esuw

2- esy etZ i=ksa ds fy, fjflisaVksa dk p;u djuk
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esfyax ds fy, fjflisaVksa dks 'kkfey djus gsrq esfyax fjCcu ij lySDV
fjflisaV* dks fDyd djsaA

vki fjflisaVksa ds fy, u, MkVkcsl ds l`tu dk fodYi Hkh pqu ldrs gSaAvki
ekStwnk lwpuk ;k vkmV yqd lEidksaZ ds ç;ksx dk fodYi Hkh pqu ldrs gSaA

3- vius esy etZ M‚Vk csl esa fjflisaV 'kkfey djuk

fp= 5-29 ubZ irk lwph Vkbi djuk

ubZ irk lwph c‚Dl esa] viuh fo"k;oLrq dks çfo"V djuk vkjaHk djsaA

vki nks fQYMksa ds chp ewo djus ds fy, ^VSc dh* dk ç;ksx dj ldrs gSaA
u, fjflisaV dks 'kkfey djus ds fy, U;w ,aVªh cVu dks fDyd djsaA çfof"V
dks fMyhV djus ds fy,] mls lySDV djsa vkSj fMyhV ,aVªh dks fDyd djsaA
fMyh’ku dh iqf"V ds fy, gka dks fDyd djsaA ¼uhps fn, x, fp= 5-30 dks
ns[ksa½A

fp= 5-30% fMyhV Mk;y‚x c‚Dl
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4- esy etZ QhYM dks ,SM djuk o fMyhV djuk

fp= 5-31%  irk lwph dks dLVekbLM djuk

vki vius esy etZ nLrkost esa QhYM çdkjksa dks fMyhV ;k ,SM djuk pkgrs
gSaA

vki ,slk vklkuh ls dj ldrs gSaA dsoy dLVekbLM d‚yEl  cVu dks
fDyd djsaA dLVekbLM d‚yEl c‚Dl [kqy tk,xkA rRi’pkr QhYM Vkbi
esa ifjorZu djus ds fy, ,SM] fMyhV ;k jhuse dks fDyd djsaA vki QhYMksa
ds Øe dks iqu%O;ofLFkr djus ds fy, ewo&vi rFkk ewo&Mkmu dk ç;ksx Hkh
dj ldrs gSaA

d‚ye dks fMyhV djus ds i’pkr U;w ,Mªsl fyLV Mk;y‚x c‚Dl bl çdkj
çnf’kZr gksxk%

fp= 5-31% U;w ,MªSl fyLV Mk;y‚x c‚Dl
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tc vkidk dk;Z iwjk gks tk, OK dks fDyd djsaA

tc vki viuh lHkh fjflisaV~l dks ,SM dj ysa rks U;w ,MªSl fyLV Mk;y‚x
c‚Dl ij fDyd djsaA  M‚Vk lkslZ dks uke nsa vkSj lso dks fDyd djsaA

5- vius nLrkost esa etZ QhYM dks balVZ djuk

vkids nLrkost esa ,d fQYM balVZ djus ds fy,] esfyax fjCcu esa balVZ etZ
QhYM dks fDyd djsaA ml QhYM dk p;u djsa ftls vki balVZ djuk pkgrs
gSaA tgka vkids nLrkost esa dlZj gksxk ogka QhYM uke çnf’kZr gksxkA

vki QhYM ds vklikl ds VsDLV dks ,fMV rFkk Q‚esZV dj ldrs gSaA QhYM
esa fd, x, Q‚esZV vkids vafre nLrkost esa fu"ikfnr gksaxsA vki vius
nLrkost esa QhYMksa dks ,sM djus dh çfØ;k tkjh j[k ldrs gSaA

6- vius esy etZ i=ksa dks fçO;w djuk

blls igys fd vki vius i=ksa dks fçaV djsa] vkidks fdlh çdkj dh =qfV dh
tkap djus ds fy, mldk fçO;w ns[kuk pkfg,A fo'ks"k :i ls] QhYMksa ds
vklikl Lisflax rFkk iaDpqos’ku ds laca/k esa fo'ks"k /;ku nsaA vki ;g Hkh
lqfuf’pr djuk pkgsaxs fd vkius lgh QhYMksa dks lgh LFkkuksa ij LFkkfir
fd;k gSA

i=ksa dks fçO;w djus ds fy,] esfyax fjCcu ij fçO;w fjtYV~l ij fDyd djsaA
i=ksa ds chp usfoxsV djus ds fy, ^,jks dht+* dk ç;ksx djsaA



88 :: bZ&VkbijkbfVax

7- esy etZ QhYM esa =qfV;ksa dks Bhd djuk

vki vius fdlh ,d nLrkost esa MkVk esa fdlh =qfV dks ns[krs gSaAvki bl
MkVk dks etZ fd, x, nLrkost esa ifjofrZr ugha dj ldrs gSaA cfYd vkidks
MkVk lkslZ esa gh bls Bhd djuk gksxkA

,slk djus ds fy,] esfyax fjCcu ij ,fMV fjflisaV fyLV dks fDyd djsaA
,slk djus ij [kqyus okys c‚Dl esa vki viuh fdlh Hkh fjflisaV ds fy,
MkVk esa ifjorZu dj ldrs gSaA vki vius fjflisaVksa dks lhfer Hkh dj ldrs
gSaA fjflaisaV uke ds lkFk cus c‚Dl dks vuykSd djsa rkfd mUgsa etZ v‚ijs’ku
ls fudkyk tk ldsA tc vkidk dk;Z iwjk gks tk, rks OK dks fDyd djsaA

8- vius esy etZ nLrkostksa dks vafre :i nsuk

vius nLrkostksa dh leh{kk djus ds i’pkr vki etZ dh çfØ;k dks iwjk
djds mUgsa vafre :i nsus ds fy, rS;kj gSaA

vki ^,fMV baMhohtqoy MkD;qesaV’k*] ^fçaV n MkD;qesaV’k*] ;k bZ&esy ds
fodYi dk p;u dj ldrs gSaA ;fn vki vius nLrkost ds fy, fçaV ;k
bZ&esy ds fodYi dk p;u djrs gSa rks vkidks ,d jsat ,aVj djuh gksxhA
vki fçaV v‚y] ,d ;k leku i=ksa ds lsV ds fçaV dk fodYi pqu ldrs gSaA
oMZ vkidks çR;sd fodYi ds fy, çfØ;k çnku djrk gSA
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oSdfYid :i ls] vki pj.k&nj&pj.k i)fr (Wizard) esy etZ dj ldrs
gSa ftls LVkVZ esy vkbdu ij fDyd djds lySDV fd;k tk ldrk gSA
blls esy etZ esuw [kqy tk,xkAvc LVSi ck; LVSi esy etZ fotkMZ dks
lySDV djsaA

;s fodYi vkidks esy etZ pj.kksa ds fiNys otZu esa ys tk,xkA

ikBxr ç’uksa ds mRrj 5-3

1- crk,a lgh ;k xyr

¼d½ O;w (View) VSc dk ç;ksx djds vki dV] d‚ih] isLV] QkbaM vkSj
fjIysl vkfn ,fMfVax fØ;kvksa dks dj ldrs gSaA

¼[k½ rkfydk vkidks tfVy d‚ye;qDr lwpuk ds la;kstu vkSj çLrqfrdj.k
esa lgk;d gksrh gSA

¼x½ balVZ VSc dk ç;ksx djds vki fofHkUu çdkj dh fo'ks"krkvksa dks Mky
ldrs gSa tSls i`"B la[;k] QqVuksV] fiDpj Ýse vkfn

¼?k½ esfyax (Mailings) dk ç;ksx djds vki oMZ dh fofHkUu lqfo/kkvksa tSls
LiSy pSd] ekdksZl] esy etZ vkfn dk ç;ksx dj ldrs gSaA
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5-13 dhcksMZ 'k‚VZdV

fØ;k dhLVªksd VSDlV LVkby
M‚D;qesaV fØ;k QkaV Qsl CTRL+SHIFT+F

Qkby [kksyuk CTRL+O QkaV lkbt CTRL+SHIFT+P
ubZ Qkby CTRL+N cksYM CTRL+B
Qkby can djuk CTRL+W bVSfyDl CTRL+I
lso ,l F12 vaMjykbu CTRL+U
lso CTRL+S ;k SHIFT+F12 Mcy vaMjykbu CTRL+SHIFT+D
fçaV fçO;w CTRL+F2 oMZ vaMjykbu CTRL+SHIFT+W
fçaV CTRL+P v‚y dSIl CTRL+SHIFT+A
'kkso@gkbM iSjkxzkQ CTRL+* psat dsl CTRL+F3
flacYl
Lisfyax o xzkej F7 lcfLØIV CTRL+¾
gSYi F1 lqijfLØIV CTRL+SHIFT+¾
QkbaM CTRL+F esd oSc gkbijfyad CTRL+K
fjIysl CTRL+H                          VscYl
xks Vw CTRL+G vxys lsy esa tk,a Tab

fiNys lsy esa tk,a SHIFT+Tab
              dlZj ewoesaV d‚ye ds vkjaHk esa tk,a
ALT+PageUp
lySDV v‚y& baVk;j M‚D;qesaV CTRL+A d‚ye ds vkjaHk esa gkbykbV
ALT+SHIFT+Pageup
iafä ds vkjaHk ls dlZj dks
lySDV djsaA SHIFT+Home d‚ye ds var esa tk,a ALT+PageDown
iafä ds var ij dlZj dks SHIFT+END d‚ye ds var esa gkbykbV ALT+SHIFT+Pagedown
lySDV djuk
iafä ds vkjaHk esa tkuk HOME Rows ds var es tk,a ALT+Home
iafä ds var ij tkuk END Rows ds vkjaHk dks gkbykbV djsa ALT+SHIFT+Home
nLrkost ds vkjaHk esa tkuk CTRL+HOME Rows ds var esa tk,a ALT+END
nLrkost ds var esa tkuk CTRL+END Rows ds var dks gkbykbV djsa ALT+SHIFT+End

d‚ye czsd ALT+SHIFT+Entre

              Q‚esZfVax                       fofo/k
dV CTRL+V d‚ihjkbV ALT+CTRL+C
d‚ih CTRL+C MsV QhYM ALT+SHIFT+D
isLV CTRL+P QqVuksV ij tk,a ALT+CTRL+F
vuMw CTRL+Z 'kks ;k gkbM CTRL+SHIFT+8
jhMw CTRL+Y fFklkjl SHIFT+F7
Q‚esZV isaVj CTRL+SHIFT+C
ys¶V ,ykbuesaV CTRL+L
lsaVj ,ykbuesaV CTRL+E
jkbv ,ykbuesaV CTRL+R
tfLVQkbM CTRL+J
fiNys 'kCn dks fMyhV djsa CTRL+Backspace
,Iykb cqysfVM fyLV CTRL+SHIFT+L
baMSaV CTRL+M

ist czsd CTRL+ENTER
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5-14 lkjka’k

ubZ Qkby cukus ds fy, Qkby dk p;u djsa & ubZ ;k
,d Qkby ls nwljh esa LVSaMZ
Vwyckj fLopij u, vk;du dk
p;u djsaA foaMks esuw ls Qkby
use dk p;u djsaA

Qkby dks LFkk;h Qkby uke nsus ds fy, Qkby  lso ,l

Qkby dks lso djus ds fy, Qkby  lso

fHkUu Qkby Vkbi dk ç;ksx djrs gq, Qkby Qkby  lso ,l Mk;y‚x c‚Dl
dks lso djuk esa lso ,l djsaA Vkbi c‚Dl ds

:i esa lso Qkby ls Qkby
Vkbi dk p;u djsaA

cSdvi Qkby cukuk VwYl dk p;u djsa] rRi’pkr
lnSo lso VSc esa cSdvi d‚ih
fodYi dk l`tu djsaA

nLrkost fçaV djuk Qkby dk p;u djsa  fçaV

nLrkost dks fçO;w djuk Qkby dk p;u djsa fçaV fçO;w

ist lkbt ;k vksfj;aVs’ku dks Qkby dk p;u djsa ist
ifjofrZr djuk lsVvi ist lkbt

ist dks balVZ djuk ;k lsD’ku czsd fDyd balVZ czsd

ist uacj Mkyuk fDy balVZ  ist uacj

gSMj vkSj QqVj fØ,V djuk fDyd O;w  gSMj vkSj QqVj

ekftZu cnysa Qkby dk p;u djsa  ist
lsVvi ekftZu

O;kolkf;d dkS’ky% çk;ksfxd dk;Z

 1- ,e,l&v‚fQl esa Lo;a dk fjT;we rS;kj djsaA

 2- viuh d{kk ds Vkbe&Vscy dks rS;kj djsaA

 3- esy etZ dk ç;ksx djrs gq, vius tUe fnu ds volj ij vius nl
lgdfeZ;ksa dks vkeaf=r djus ds fy, vkea=.k i= rS;kj djsaA
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5-15 ikBkar ç’u

1- esy etZ dk ç;ksx D;ksa fd;k tkrk gS\ ^esy etZ* rS;kj djus ds pj.kksa dk
o.kZu djsaA

2- cqyV ;k uacj ;k eYVhysoy lwph 'kkfey djus ds pj.k fy[ksaA

3- fçaVj fdrus çdkj ds gksrs gSa\ çR;sd çdkj ds fçaVj dk o.kZu djsaA

4- vuMw vkSj jhMw esa D;k varj gS\

5- dV isLV vkSj d‚ih isLV esa varj crk,a\

6- ikB dh Q‚esZfVax ij ,d vYi uksV rS;kj djsaA

7- ,e,l v‚fQl dh egRoiw.kZ fo'ks"krkvksa dk mYys[k djsaA ,e,l&v‚fQl dks
[ksyus ds pj.k crk,aA

8- Vwyckj fdrus çdkj ds gksrs gSa\ buesa ls fdUgh nks dk o.kZu djsaA

5-16 ikBxr ç’uksa ds mRrj

 5-1

¼d½ lgh

¼[k½ lgh

¼x½ xyr

¼?k½ xyr

¼M-½ lgh

¼p½ lgh

¼N½ xyr

 5-2

¼d½ ystj

¼[k½ tfLVQkb

¼x½   'I’

¼?k½ lqijfLØIV
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¼M-½ M‚V eSfVªDl fçaVj

¼p½ Ctrl + y

¼N½ QkaV lkbt

 5-3

¼d½ xyr

¼[k½ lgh

¼x½   lgh

¼?k½ xyr
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6-1 ifjp;

,d O;kolkf;d laxBu esa fyf[kr laçs"k.k lapkj dk 'kfä’kkyh ek/;e

gksrk gS] blfy, çR;sd dk;kZy; esa dk;Zikyd dks le;&le; ij fofHkUu

çdkj ds vfHkys[kksa ds lkFk dk;Z djuk gksrk gS tSls i=] uksfVl] ifji=]

Kkiu] dk;kZy; vkns’k vkfnA çR;sd dk;Zikyd ls ;g vk’kk dh tkrh gS

fd mls çR;sd çdkj ds vfHkys[k dks rS;kj djus ds mís’;ksa dk iw.kZ Kku

gks vkSj mls mfpr :i ls çn’kZu djus dh fof/k Hkh ekyew gksA

blls igys vkius lh[kk fd Vkbfiax dh xfr dks fdl çdkj fodflr

djuk gS vkSj Vkbfiax esa ’kq) xfr (accuracy) fdl çdkj çkIr djuh gSA

bl ikB esa] vki O;kolkf;d i=ksa dh fofHkUu 'kSfy;ksa dk Kku çkIr djsaxs

vkSj lh[ksaxs fd uksfVl] Kkiu] dk;kZy; vkns’k] vkfn fdl çdkj rS;kj

fd, tkrs gSa ,oa çHkkoiw.kZ dk;kZy; vfHkys[kksa dks rS;kj djrs le;

fofHkUu Q‚esZfVax QhplZ dk ç;ksx fdl çdkj fd;k tkrk gsA vki

thouo`Rrksa (Resume) dks rS;kj djus dh rduhd dks Hkh lh[ksaxs tks

vkidks jkstxkj vkosnu rS;kj djrs le; viuh çksQkby esa lgk;d gksxkA

6-2 mís';

bl ikB dk v/;;u djus ds i’pkr vki fuEufyf[kr Kku çkIr djsaxs%

l O;kolkf;d i=ksa dks rS;kj djus dh fofHkUu 'kSfy;ksa dk Kku(

l oMZ çkslslj }kjk uksfVl] dk;kZy; vkns’k] ifji=] Kkiu rFkk

thouo`Rr rS;kj djuk(

6

dk;kZy;h vfHkys[kksa dh O;oLFkk
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l dk;kZy; esa mi;qZDr nLrkostksa dh mi;ksfxrk dks tkuuk(

l 'kSfy;ksa dks rS;kj djds muesa dke dj ik,axs(

l viuk thouo`Rr (Resume) rS;kj dj ik,axsA

6-3 f’k{k.k {kerk,a

bl ikB dk v/;;u djus ds i’pkr] vki fuEufyf[kr {kerk,a çkIr dj

ldsaxs&

l fofHkUu 'kSfy;ksa esa O;kolkf;d i=ksa dk izn'kZu(

l dk;kZy;hu vfHkys[kksa dh fofHkUu 'kSfy;ksa dks rS;kj rFkk çnf’kZr

djuk(

l thouo`Rr (Resume) dks rS;kj o çnf’kZr djukA

6-4 O;kolkf;d i= dk çk:i

O;kolkf;d i= ds çk:i ;k ysvkmV ls rkRi;Z O;kolkf;d i=ksa ds

fofHkUu Hkkxksa dh Iysflax] Lisflax rFkk baMSafVax ls gSA O;kolkf;d i=ksa dks

Vkbi djus dh lokZf/kd lkekU; 'kSfy;ka fuEukuqlkj gSa%

d- baMSaVsM

[k- Cy‚d@iw.kZ Cykd

x- v/kZ&Cy‚d

i=ksa dks Vkbi djus dh mi;qZDr 'kSfy;ksa dk o.kZu uhps çLrqr gS%

6-4-1 baMSafVM 'kSyh

;g i= dks Vkbi djus dh lcls iqjkuh 'kSyh gSA 'kCn ̂ ^baMSafVM** ls rkRi;Z

lkekU;r% çR;sd iSjkxzkQ dh çFke iafä dks baMSafVax }kjk vkjaHk djuk gS

vFkkZr~ ck;sa lsV ekftZu ls ikap ;k lkr Lisl nsuk vkSj çR;sd iSjkxzkQ dh

'ks"k iafä;ksa dks ck;sa lsV ekftZu ls gh Vkbi djukA

O;kolkf;d i= dh baMSafVM 'kSyh dk uewuk uhps çnf’kZr fd;k x;k gS%

nwjHkk"k la ---------------- fcØh dj la ----------------

eksckby la ---------------- fVu la ----------------

bZ&esy% ----------------
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d‚UlsIV Vsduksy‚th

lanHkZ la- lhVh@43@ys[kk@2013 23&,] iVsy jksM]

eSllZ esgrk ,aM daiuh ubZ fnYyh&110008

110] ç’kkar fogkj 23 ebZ----------------

ubZ fnYyh&110085

è;kukFkZ % Jh v’kksd dqekj

fo"k; % cdk;k Hkqxrku ds fy, vuqjks/k

fç; egksn;]

gesa ;g lwfpr djrs gq, [ksn gks jgk gS fd gesa 10 LVhy dSfcusV dh

vkiwfrZ ds laca/k esa gekjs fnukad 23 ekpZ------- ds chtd la- 2345 ds çfr

86000@& :i, dh cdk;k ns; jkf’k çkIr ugha gqbZ gSA ;s dSfcusV vkids

fnukad 12 Qjojh------ ds vkns’k la- 9087 ds vuqikyu esa Hksts x, FksA

gesa iw.kZ fo’okl gS fd vkidks Hkstk x;k lkeku vkidh fof’k"Vrkvksa

ds vuq:i gS vkSj vki buls iw.kZr~ larq"V gSa] blfy, gekjh vksj ls vkidks

fdlh f’kdk;r dh laHkkouk ugha gSA vr% ge vkils fouez vuqjks/k djrs

gSa fd fcuk fdlh foyac ds yafcr chtd ds fuiVku ds fy, 86000@&

:i, dk pSd HkstsaA vkids lanHkZ ds fy, bl chtd dh ,d çfr bl i=

ds lkFk layXu gSA

ge vkidks vk’oklu nsrs gSa fd Hkfo"; esa lHkh laO;ogkjksa esa fo'ks"k

/;ku fn;k tk,xkA

/kU;okn] Hkonh;]

—rs d‚UlsIV VsDuksy‚th

¼fot; dqekj½

ys[kk çca/kd

layXud % ;Fkksifj

6-4-2 Cy‚d 'kSyh@iw.kZ Cy‚d 'kSyh

bl 'kSyh dks i= Vkbi djus dh vejhdh 'kSyh Hkh dgrs gSaA lkekU;r~

^^Cy‚d** ls rkRi;Z ck;sa lsV ekftZu ls çR;sd iSjkxzkQ dh çFke iafä

lfgr i= ds lHkh Hkkxksa dks vkjaHk djukA O;kolkf;d i= dh Cy‚d 'kSyh

dk uewuk uhps çnf’kZr fd;k x;k gS%
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nwjHkk"k la ---------------- fcØh dj la ---------------

eksckby la ---------------- fVu la ----------------

bZ&esy% ----------------

d‚UlsIV Vsduksy‚th

23&,] iVsy jksM]

ubZ fnYyh&110008

lanHkZ la- lhVh@43@ys[kk@2013

23 ebZ ---------

eSllZ esgrk ,aM daiuh

110] ç’kkar fogkj

ubZ fnYyh&110085

è;kukFkZ Jh v’kksd dqekj

fo"k;% cdk;k Hkqxrku ds fy, vuqjks/k

fç; egksn;]

gesa ;g lwfpr djrs gq, [ksn gS fd gesa 10 LVhy dSfcusV dh vkiwfrZ ds

laca/k esa gekjs fnukad 23 ekpZ -------- ds chtd la- 2345 ds çfr 86000@&

#i, dh cdk;k ns; jkf’k çkIr ugha gqbZ gSA ;s dSfcusV vkids fnukad 12

Qjojh -------- ds vkns’k la- 9087 ds vuqikyu esa Hksts x, FksA

pwafd gesa iw.kZ fo’okl gS fd vkidks Hkstk x;k lkeku vkidh fof’k"Vrkvksa

ds vuq:i gS vkSj vki buls iw.kZr~( larq"V gSa] blfy, gekjh vksj ls

vkidks fdlh izdkj dh f'kdk;r dh laHkkouk ugha gksxhA vr% vkils fouez

vuqjks/k gSa fd fcuk fdlh foyac ds yafcr chtd ds fuiVku ds fy,

86000@& :i, dk pSd HkstsaA vkids lanHkZ ds fy, bl chtd dh ,d

çfr i= ds lkFk layXu gSA

ge vkidks vk’oklu nsrs gSa fd Hkfo"; esa lHkh laO;ogkjksa esa fo'ks"k /;ku

fn;k tk,xkA

/kU;okn]

Hkonh;]

—rs dkUlsIV VsDuksy‚th

¼fot; dqekj½

ys[kk çca/kd

layXud % ;Fkksifj
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6-4-4 v/kZ&Cy‚d 'kSyh

v/kZ&Cy‚d 'kSyh baVSafMM 'kSyh vkSj Cy‚d 'kSyh dk fefJr :i gSA bl

'kSyh esa] i= dh c‚Mh esa çR;sd iSjkxzkQ dh çFke ykbu esa baMSaVs’ku ugha

gksrkA  iSjkxzkQ dh lHkh ifäa;ka ck;sa lsV ekftZu ls vkjaHk gksrh gSaA  i=

ds vU; lHkh Hkkx dekscs’k baMSafVM 'kSyh ds leku gh gksrs gSaA

O;kolkf;d i= dh v/kZ& Cy‚d 'kSyh dk uewuk uhps çnf’kZr fd;k x;k gS%

nwjHkk"k la ------------ fcØh dj la ------------

eksckby la ------------ fVu la -------------

bZ&esy% ------------------

d‚UlsIV Vsduksy‚th

23&,] iVsy jksM]

ubZ fnYyh&110008

lanHkZ la- lhVh@43@ys[kk@2013 23 ebZ -------------

eSllZ esgrk ,aM daiuh

110] ç’kkar fogkj

ubZ fnYyh&110085

/;kukFkZ % Jh v’kksd dqekj

fo"k;% cdk;k Hkqxrku ds fy, vuqjks/k

fç; egksn;]

gesa ;g lwfpr djrs gq, [ksn gks jgk gS fd gesa 10 LVhy dSfcusV dh

vkiwfrZ ds laca/k esa gekjs fnukad 23 ekpZ  -------- ds chtd la- 2345 ds çfr

86000@& :i, dh cdk;k ns; jkf’k çkIr ugha gqbZ gSA ;s dSfcusV vkids

fnukad 12 Qjojh  -------ds vkns’k la- 9087 ds vuqikyu esa Hksts x, FksA

gesa iwjk fo’okl gS fd vkidks Hkstk x;k lkeku vkidh fof’k"Vrkvksa ds

vuq:i gS vkSj vki buls iw.kZr~ larq"V gSa] blfy, gekjh vksj ls vkidks

fdlh izdkj dh f’kdk;r ugha gksxhA vr% ge vkils fouez vuqjks/k djrs

gSa fd fcuk fdlh foyac ds yafcr chtd ds fuiVku ds fy, 86000@&

:i, dk pSd HkstsaA vkids lanHkZ ds fy, bl chtd dh ,d çfr bl i=

ds lkFk layXu gSA
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ge vkidks vk’oklu nsrs gSa fd Hkfo"; esa lHkh laO;ogkjksa esa fo'ks"k /;ku

fn;k tk,xkA

/kU;okn]

Hkonh;]

—rs d‚UlsIV VsDuksy‚th

¼fot; dqekj½

ys[kk çca/kd

layXud % ;Fkksifj

ikBxr ç’u 6-1

1- O;kolkf;d i=ksa dks çLrqr djus dh fofHkUu 'kSfy;ksa ds uke crk,aA

2- iw.kZ Cy‚d 'kSyh esa çR;sd iSjkxzkQ dh çFke iafä dks fdl çdkj

çnf’kZr fd;k tkrk gS\

6-5 dk;kZy;h vfHkys[kksa dk l`tu

dk;kZy; dk;Zikyd }kjk ;g lqfuf’pr fd;k tkuk pkfg, fd rS;kj fd,

tkus okys rFkk vius ofj"V dk;Zikydksa rFkk vU; O;fDr;ksa dks Hksts tkus

okys lHkh nLrkost O;kolkf;d Lo:i ds gksa rFkk mlesa fujarjrk gksuh

pkfg,A oMZ çkslsflax iSdst gesa nLrkostksa dh Q‚esZfVax dh lqfo/kk

miyC/k djrk gS ftlesa xzkQh; ç;ksx esa baVjQsl dh lqfo/kk gksrh gS tks

gesa ^^tSls fn[krk gS oSlk fçaV çkIr gksrk gS** Qhpj dk ç;ksx djrs gq,

nLrkost dk QkesZV cukus esa lgk;d gksrk gSA

dk;kZy; dk;Zikyd ¼v‚fQl ,fXtD;wfVo½ }kjk rS;kj dk;kZy; nLrkost

esa isij ysvkmV gksuk pkfg,A

lkekU; :i ls ç;ksx gksus okys dk;kZy; nLrkostksa ds fMLIys dk o.kZu

uhps fd;k x;k gSA fofHkUu laxBuksa esa bu nLrkostksa ds fMLIys esa FkksM+k

varj gksrk gSA

6-5-1  Kkiu

dk;kZy; ifjos’k esa laçs"k.k ds fy, çk;% lkekU; :i ls eseks ;k Kkiu dk

ç;ksx fd;k tkrk gS] tks daiuh ds ,d vuqHkkx ls nwljs vuqHkkx rd

lwpuk ds laçs"k.k dk ,d Rofjr ek/;e gSA lkekU;r~] ,d Kkiu esa

nLrkost ds çs"kd dk uke] ml O;fä dk uke ftls ;g Hkstk tkuk gS]
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tkjh djus dh frfFk] lkekU; 'kh"kZd] rFkk nLrkost dk eq[; Hkkx ftlesa

miyC/k djkbZ tkus okyh lwpuk vkfn gksrs gSaA

i= dh rqyuk esa ;g fn[kus esa rFkk Hkk"kk esa vf/kd vkSipkfjd gksrk gS vkSj

bls ,d fo'ks"k çk:i esa rS;kj fd;k tkrk gSA lwpuk dks vf/kd xzkâ;

cukus ds fy, blesa çk;% 'kh"kZd] lwfp;ka] rkfydkvksa o xzkQksa dk ç;ksx

fd;k tkrk gSA

Kkiu dk uewuk%

¼foHkkx dk uke o irk ½

la[;k o frfFk

fo"k;% Kkiu

Jh ,l-ds-xqIrk ds vkosnu ds lanHkZ esa] ys[kk dk;Zikyd ds :i esa bl

foHkkx esa HkrhZ ds fy, mUgsa lwfpr fd;k tkrk gS fd muds uke dks

vuqeksfnr mEehnokjksa dh lwph esa iath—r dj fy;k x;k gS vkSj tc

dHkh dksbZ in fjDr gksxk rks mUgsa lwfpr dj fn;k tk,xkA

¼,l ds 'kekZ½

çca/kd

 lsok esa% -------------------------------------------------

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

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

uksV% dbZ ckj çsf"krh vkSj çs"kd dk irk Kkiu la rFkk frfFk ds ckn fn;k

tkrk gSA

6-5-2dk;Zlwph

dk;Zlwph ls rkRi;Z ,d vkSipkfjd cSBd esa ppkZ fd, tkus okys eqn~ns ds

O;ofLFkr Øe ls gSA ;g cSBd ds nkSjku fd, tkus okys dk;ksaZ ;k

leL;kvksa dh lwph ;k dk;ZØe gS] ftudk lek/kku fd;k tkuk gSA

dk;Zlwph ds mís’;ksa dk mYys[k uhps fd;k x;k gS%

¼1½ pfpZr fd, tkus okys fo"k;ksa rFkk mBk, tkus okys eqíksa ls çfrHkkfx;ksa

dks voxr djkukA

¼2½ çfrHkkfx;ksa iwoZ lwpuk dh vko';drk }kjk cSBd esa çfrHkkfx;ksa ls

fdlh çdkj ds fu"d"kZ dh vk’kk dks fd;k tkukA
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dk;Zlwph dk uewuk%

daiuh dk uke o irk

---------------- ¼LFky½ esa ----------------¼fnukad½----------------¼cts½

vk;ksftr gksus okyh

funs’kd eaMy dh lk/kkj.k vke cSBd ds fy,

dk;Zlwph

1- cSBd ds v/;{k dk pquko

2- daiuh ds cSadjksa dh fu;qfä

3- daiuh dh eksgj dh Loh—fr

4- lac) lfefr dh flQkfj’kksa ij ppkZ

5- daiuh ds u, inksa ds l`tu ij ppkZ

6- dksbZ vU; dk;Zfof/k

LFkku%

frfFk%

lfpo

lsok esa

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

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

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

6-5-3 cSBd ds dk;Zo`Rr

fdlh Hkh cSBd ds dk;Zo`Rr cSBd dh dk;Zokgh dk fjdkMZ gksrk gS vFkkZr~

cSBd ds nkSjku fdu fcUnqvksa ij ppkZ gqbZ vkSj D;k fu.kZ; fy, x,A cSBd

ds dk;Zo`Rr rS;kj djrs le; dfeZd dks vR;ar lVhd gksuk pkfg,A

fdlh Hkh cSBd ds laca/k esa cSBd ls iwoZ]  cSBd ds nkSjku rFkk dk;Zo`Rr

rS;kj djrs le; dqN fcUnqvksa  dks /;ku esa j[kus dh vko';drk gksrh gSA
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cSBd ls iwoZ

Ø vius midj.kksa dk p;u djsa% ;g fu.kZ; ysa fd vkidks fVIif.k;ka

dSls ysuh gSa vFkkZr isu o isij ls] ysiV‚i@dEI;wVj dh lgk;rk ls

;k Vsi fjdkMkZj }kjkA

Ø ;g lqfuf’pr dj ysa fd vkius ftu lgk;d oLrqvksa dk p;u fd;k

gS os lqpk: fLFkfr esa gSa vkSj buds cSdvi dh Hkh O;oLFkk lgh gS

;k ughaA

cSBd ds nkSjku

Ø mifLFkfr 'khV dks lHkh lnL;ksa rd igqapk,aA

Ø lfefr lnL;ksa dh ,d lwph çkIr dj ysa vkSj vkidks lHkh lnL;ksa

ds uke Kkr gksus pkfg,A

Ø cSBd vkjaHk gksus ds le; dks uksV dj ysaA

Ø cSBd esa gj ,d fVIi.kh dks uksV u djsa &ek= mudk eq[; fopkj

uksV djsaA

Ø çLrkoksa dks uksV djsa] mUgsa fdlus çLrqr fd;k vkSj ernku dk

ifj.kke D;k jgk] ;fn dksbZ gqvkA

Ø Hkkoh cSBdksa esa gksus okys fdlh ladYi dks uksV djsaA

Ø cSBd ds lekIr gksus ds le; dks uksV djsaA

cSBd ds i’pkr~

Ø cSBd lekIr gksus ds i’pkr~ ;Fkk'kh?kz cSBd ds dk;Zo`Rr rS;kj dj

ysa D;ksafd ml le; lHkh ckrsa efLr"d esa rktk gksrh gSaA

Ø laxBu dk uke] lfefr dk uke] cSBd dk çdkj ¼nSfud] lkIrkfgd]

ekfld] okf"kZd ;k fo'ks"k½] rFkk cSBd ds mís’; dks 'kkfey djsaA

Ø cSBd vkjaHk gksus rFkk lekIr gksus ds le; dks 'kkfey djsaA

Ø dk;Zo`Rr dks çLrqr djus ls iwoZ mldh çwQjhfMax dj ysaA

dk;Zo`Rr dh dk;kZy; çfr dks dk;Zo`Rr jftLVj esa çfo"V djuk pkfg,

vkSj bls lfpo ds ikl j[kuk pkfg,A
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cSBd ds dk;Zo`Rr dk uewuk

vk;ksftr cSBd ds dk;Zo`Rr ds feuV ¼frfFk@le;½

mifLFkr lnL;% ¼cSBd esa 'kkfey gksus okys lHkh lnL;ksa dh lwph½

vuqifLFkr lnL;% ¼cSBd esa mifLFkr u gksus okys lnL;ksa dh lwph½

vkxarqd% ¼vkxarqdksa dh lwph ftUgksaus cSBd esa Hkkx fy;k tSls Lihdj]

;k dksbZ vU; laHkkfor lnL;½

eq[; Hkkx fcUnqvksa ij ppkZ gqbzZ vkSj fy, x, fu.kZ;

1-

2-

3-

lnL;ksa ds gLrk{kj%

uksV% çR;sd dk;Zlwph en ds fy,] ;g Hkh mYys[k djsa fd dkjZokbZ

fdlds }kjk vkSj dc dh tkuh gSA blds vfrfjDr] cSBd dh ppkZ dk

lkj Hkh çLrqr djsaA

6-5-4 VSaMj uksfVl

fufonk uksfVl mR;k lsokvksa dh vkiwfrZ ds fy, vkiwfrZdrkZvksa dks ,d

vkSipkfjd rFkk fu/kkZfjr vkea=.k gSA ljdkjh {ks= esa bl çdkj dh çfØ;k

dh vko';drk gksrh gS vkSj fof/k }kjk foLr`r :i ls bls fu/kkZfjr

lkoZtfud fd;k tkrk gS rkfd ;g lqfuf’pr fd;k tk lds fd bl çfØ;k

dks LFkk;h mfpr rFkk fdlh çdkj ds i{kikr ds fcuk iwjk fd;k tk ldsA

mnkgj.k ds fy,] ljdkj ,d Hkou ifj;kstuk vkjaHk djds ml Hkou ds

fuekZ.k ds fy, ikfVZ;ksa dks vkeaf=r djus dk çLrko rS;kj dj ldrh gSA

,d ewY;kadu ny fufonkvksa dk v/;;u djsxk vkSj ;g fu.kZ; ysxk fd

;g lafonk fdls çnku dh tkuh gSA

fufonk uksfVl

ns’k% Hkkjr

lanHkZ 35

fufonk Js.kh% rsy ,ao xSl

fooj.k% fcgkj esa fjQkbujh vkSj xSl mRiknu ds

fy, ;kaf=d vuqj{k.k dk;Z djus gsrq
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dk;Z dh le; lhek% 12 vçSy-------

fufonk C;kSjk% gekjh osclkbV www.xxxx dk lanHkZ ysaA

6-6-5 ifji=

ifji= ml le; tkjh fd;k tkrk gS tc fdlh lwpuk dks vusd O;fä;ksa

vkSj vf/kdkfj;ksa dks laçsf"kr fd;k tkuk gksrk gSA ifji= }kjk foHkkxk/;{k

vius v/khuLFk deZpkfj;ksa dh lfØ;rk dk cks/k tkjh dj ldrk gSA

ifji= yksxksa dk /;ku vkdf"kZr djus] mudk leFkZu çkIr djus] O;olk;

ds foLrkj] vkfn ds fy, Hkh fd;k tkrk gSA

ifji= dk uewuk

daiuh dk uke

daiuh dk irk

lanHkZ  la

frfFk

egksn;]

gesa vkidks ;g lwfpr djrs gq, g"kZ gks jgk gS fd gekjh fcØh dh ek=k

esa O;kid o`f) gksus ds dkj.k gesa vius dk;kZy; dks iqjkus ifjlj ---

------------------------------------¼iqjkuk irk½ ls LFkkukUrfjr djuk iM+ jgk gS vkSj

gekjs dk;kZy; dk u;k irk fuEukuqlkj gS%

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

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

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

vkils vuqjks/k gS fd Hkfo"; esa fdlh Hkh çdkj dk i=kpkj gekjs u;s irs

ij gh djsaA

Hkonh;]

dk;kZy; çca/kd ¼ç’kklu½

6-5-6 fjT;we ¼thouo`Rr½ (Resume)

thouo`Rr og nLrkost gS ftldk ç;ksx O;fä Hkkoh fu;ksDrk dks viuh

i`"BHkwfe rFkk dkS’kyksa dh tkudkjh miyC/k djkus ds fy, djrk gSA

thouo`Rr dk ç;ksx fofo/k dkj.kksa ls fd;k tk ldrk gS fdUrq lkekU;r%
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bldk ç;ksx jkstxkj çkIr djus ds fy, fd;k tkrk gSA thouo`Rr esa

laxr dk;Z] vuqHko rFkk 'kSf{kd ;ksX;rk dk lkj gksrk gSA ;g ,d ek/;e

gS ftlds }kjk Hkkoh fu;ksDrk çR;kf’kr vkosndksa ds fooj.k dk ewY;kadu

vkSj tkap djrk gSA

;g vius Hkkoh fu;ksDrk ij çFke çHkko Mkyus rFkk mldk /;ku vkdf"kZr

djus  dk volj gksrk gS rkfd vius çfr :fp mRiUu dh tk ldsA ;g

vkidh :fp ds vuqlkj jkstxkj çkIr djus dk fVdV gSA bl ckr ls dksbZ

QdZ ugha iM+rk fd vki fdl çdkj ds jkstxkj ds fy, vkosnu dj jgs

gSa &pkgs vki ços’k Lrjh; in ds fy, foØ; dk;kZy; esa vkosnu dj jgs

gksa] vkidks ,d çHkkoiw.kZ thouo`Rr rS;kj djus dk Kku gksuk pkfg,A

vkidh lqfo/kk ds fy, thouo`Rr dk uewuk uhps çLrqr fd;k x;k gSA

dSfj;j mís’;

eSa vkids fo[;kr laxBu esa xzkgd lsok dh mPp xq.koRrk çnku djuk

pkgrk gwa eSa dk;kZy; dk;Zikyd ds :i esa vius O;kolkf;d dkS’kyksa

vkSj vuqHko dk ç;ksx dj ldrk gwa rFkk bl laxBu ds fodkl esa viuk

;ksxnku ns ldrk gwaA

çeq[k {kerk,a%

l ç’kklfud dk;ksaZ ds fu"iknu dk Kku

l mR—"V nwjHkk"k f’k"Vkpkj lfgr mR—"B xzkgd lsok dkS’ky

l O;kolkf;d :i esa dq’kyrkiwoZd laçs"k.k dh {kerk

l ekbØkslk¶V v‚fQl çksxzkeksa tSls oMZ çkslslj] LçSM’khV] ,Dlsl

rFkk vkmVyqd dk O;kid Kku

l U;wure i;Zos{k.k vkSj ruko dh fLFkfr esa dk;ksaZ dks fu"ikfnr djus

dh {kerk ldkjkRed vfHk:fp lfgr vkd"kZd O;fäRo

dk;Z bfrgkl ;k vuqHko dk lkj%

laxBu%

vof/k%

inuke%

dk;Z çksQkby%

'kSf{kd ;ksX;rk%

¼v|ru ;ksX;rk ls vkjaHk djrs gq,½
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O;fäxr C;kSjk%

uke%

tUe frfFk%

firk dk uke%

fookfgr fLFkfr%

irk%

eksckby la- %

bZ&esy%

fnukad% gLrk{kj

LFkku%

6-6 'kSfy;ksa ¼LVkbyksa½ dk l`tu djuk rFkk muesa ifjorZu

ge viuh vko';drk ds vuqlkj vius lØh; nLrkost esa 'kSfy;ksa dk

l`tu dj ldrs gSaA ogka 'kSfy;ksa dk ç;ksx egRoiw.kZ gksrk gS tgka gesa

ckj&ckj ,d cM+s nLrkost ds ç;ksx dh vko';drk gksrh gS ftls fujarj

QkesZV fd;k tk jgk gksA nLrkostksa dh rS;kj dh xbZ 'kSfy;ksa dks Hkkoh

ç;ksxksa ds fy, lso dj fy;k tkrk gSA

ge nLrkost ds ¼eq[; Hkkx½ ds fy, i`Fkd 'kSfy;ksa dk ç;ksx dj ldrs gSaA

mnkgj.k ds fy,] ,fj;y QkaV] fuf’pr ykbu Lisflax ds lkFk tfLVQkbM

ekftZuA tc ,d nLrkost esa gesa fofHkUu izdkj ds 'kh"kZdksa dh vko';drk

gksrh gS tSls lsD’ku gSfMax] lc&lSD’ku gSfMax vkfn] ml le; Hkh 'kSfy;ksa

ds ç;ksx ls le; vkSj ÅtkZ dh cpr gksrh gSA

ge oMZ çkslsflax iSdstksa esa miyC/k fofHkUu fodYiksa dk ç;ksx djds

ekStwnk 'kSfy;ksa esa ifjorZu dj ldrs gSaA

ikBxr ç’u 6-2

1- cSBd ds nkSjku fd, tkus okys fdUgha nks dk;ksaZ dk mYys[k djsaA

2- thouo`Rr esa D;k lekfo"V gksrk gS\

3- Kkiu D;k gS\
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6-7 ikBkar ç’u

1- uewuk lfgr O;olkf;d i= dh baMSafVM 'kSyh dk foLrkjiwoZd o.kZu

djsaA

2- dk;Zlwph dks ifjHkkf"kr djsa vkSj blds mís’;ksa dk mYys[k djsaA

3- ;fn vkidks ,d cSBd ds dk;Zo`r dk elkSnk rS;kj djuk gks rks

cSBd ls iwoZ rFkk cSBd ds i’pkr /;ku esa j[ks tkus okys fofHkUu

fcUnqvksa dh lwph cuk,aA

4- vkidks d-[k-x-fyfeVsM esa ys[kk dk;Zikyd ds in ds fy, vkosnu

djuk gSA bl in ds fy, vius  thouo`Rr dk elkSnk rS;kj djsaA

6-8 ikBxr ç’uksa ds mRrj

 6-1

1- baMSafVM 'kSyh] Cy‚d/iw.kZ Cy‚d 'kSyh vkSj v/kZ Cy‚d 'kSyhA

2- çR;sd iSjkxzkQ dh çFke iafä lfgr i= ds lHkh Hkkx ck;sa lsV

ekftZu ls vkjaHk gksrs gSaA

 6-2

1- fuEufyf[kr esa ls dksbZ nks%

Ø mifLFkfr 'khV dks lHkh lnL;ksa rd igqapk,aA

Ø lfefr lnL;ksa dh ,d lwph çkIr dj ysa vkSj vkidks lHkh

lnL;ksa ds uke ekyew gksus pkfg,A

Ø cSBd vkjaHk gksus ds le; dks uksV dj ysaA

Ø cSBd esa gj ,d fVIi.kh dks uksV u djsa &ek= mudk eq[;

fopkj uksV djsaA

Ø çLrkoksa dks uksV djsa] mUgsa fdlus çLrqr fd;k vkSj rks mldk

ifj.kke D;k jgk] ;fn dksbZ gqvkA

Ø Hkkoh cSBdksa esa gksus okys fdlh ladYi dks uksV djsaA

2- thouo`Rr esa laxr dk;Z vuqHko rFkk 'kSf{kd ;ksX;rk dk lkj gksrk

gSA ;g ,d ek/;e gS ftlds }kjk Hkkoh fu;ksDrk çR;kf’kr vkosndksa

ds C;kSjs dk ewY;kadu vkSj tkap djrk gSA

3- Kkiu lEçs"k.k dk ,d :i gS ftlds varxZr ,d laxBu uksV ds :i

esa nwljksa dks lwpuk çnku djrk gSA
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ç;kl djsa

vius laca/kh ;k fe= dk lk{kkRdkj dhft, tks fdlh dk;kZy; esa

dk;Zjr gS vkSj mlds lkFk mlds laxBu esa ç;ksx gksus okys O;kolkf;r

i=ksa rFkk dk;kZy;h nLrkostksa dh fofHkUu 'kSfy;ksa ij ppkZ djsaA vkids

}kjk v/;;u dh xbZ fofHkUu 'kSfy;ksa dks lwfpc) djsa vkSj fofHkUu

nLrkostksa dks rS;kj djrs gq, ,d ifj;kstuk Qkby cuk,aA

6-9 ekeyk v/;;u (Case-Study)

cgqjk"Vªh; daiuh esa ,d ofj"B dk;Zikyd lgk;d ds :i esa ^dj.k* dks

çk;% cSBd dh çfØ;k uksV djus ds fy, vius dk;Zikydksa ds lkFk fofHkUu

cSBdksa esa tkuk iM+rk gSA lkekU;r% ^dj.k* }kjk rS;kj fd, tkus okys

cSBd ds dk;Zo`Rr ds fofHkUu Hkkxksa dh lwph rS;kj djsaA ;g Hkh mYys[k djsa

fd fofHkUu dk;kZy; nLrkostksa ds lgh çk:i dk Kku D;ksa egRoiw.kZ gS\

çk;ksfxd dk;Z

 fuEufyf[kr ?kVdksa ds lkFk ,d Qkby rS;kj djsa%

 ¼d½ mfpr çn’kZu ds lkFk MkVk ,aVªh v‚ijsVj ds in ds fy, viuk

thouo`Rr Vkbi djsaA

 ¼[k½ vius LFkkuh; lekpkji= ls fufonk uksfVlksa ds 10 fofHkUu uewuksa

,d= djsaA

 ¼x½ O;kolkf;d i=ksa dh fofHkUu 'kSfy;ksa ds uewus ,d= djsaA

 ¼?k½ fdUgha rhu dk;kZy; nLrkostksa ds uewus ,d= djsaA

6-10 lanHkZ lkexzh

l ,lsaf'k;Yl vkWQ fctusl dE;qfuds'ku] MkW-ih-,u-jsM~Mh] izkW-,p-vkj-

,Iisug] ch-,l- jktk jkoA

l ,fDlysal bu fctusl dE;qfuds'ku ¼NBk vad½] tkWu fFky] dksVZySaM

,y-cksoh] izdk'ku % iazfVl gkWyA

l fctusl dE;qfuds'ku & osclkbZV ij fu%'kqYd bZ&cqd% www.e-
booksdirectory.com > Business & Investing.
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7-1 ifjp;

dbZ ckj vkidks cM+s Vscqys’ku ¼rkfydk½ MkVk rS;kj djus gksrs gSa ftlesa vkidks
vusd çdkj ds ifjdyu ¼xf.krh;] lkaf[;dh;] foRrh; vkfn½ djus gksrs gSaA blds
vfrfjDr] ifjdyuksa ds fy, vkidks bu vkadM+ksa dks xzkQ :i esa çLrqr djuk gksrk
gS ;k mudk fo'ys"k.k djuk gksrk gSA bl çdkj ds MkVk vkSj ifjdyuksa ds fy,]
fof'k"V çdkj ds iSdst miyC?k gSa vkSj bUgsa ^^LizsM'khV** iSdst dgrs gSaA

fiNys ikB esa vkius tkuk fd bl çdkj dh rkfydk,a oMZ çkslslj dk ç;ksx djds
Hkh cukbZ o vuqjf{kr dh tk ldrh gSaA fdUrq oMZ çkslsflax iSdst esa vR;f/kd cM+h
rkfydkvksa dks cukuk o MkVk ds tfVy ifjdyuksa dks djuk vR;ar dfBu gSA

bl ikB esa vki LçsM’khV iSdst ,e ,l ,Dlsy 2007 dk v?;;u djsaxsA

7-2 mís’;

bl ikB dk v?;;u djus ds i’pkr vki fuEufyf[kr dk Kku çkIr dj ik,axs(

LçsM’khV iSdst dh vko’;drk dks tku ik,axs(

odZcqd vkSj odZ’khV dks le> ldsaxs(

odZ’khV ds Hkkxksa dh lwph cuk ik,axs(

fofHkUu MkVk çdkjksa ds chp varj dj ik,axs(

odZ’khV dh fo"k;oLrq dks rS;kj o ,fMV dj ik,axsA

7

LizsM'khV ds ekè;e ls
MkVk dk izca/u
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7-3 v/;;u {kerk

bl ikB dk v/;;u djus ds i’pkr] vki fuEufyf[kr {kerk,a çkIr djsaxs(

,d Qkby ;k odZcqd dks fØ,V djuk] [kksyuk rFkk lso djuk(

odZ'khV ds v‚VksfQy vkSj v‚Vksle Qhpjksa dk ç;ksx djuk(

lw=ksa ¼QkeqZyk½ dk ç;ksx djuk(

QaD’kUl dk ç;ksx djuk ¼tek] vkSlr] vf/kdre] U;wure] dkmaV½(

dh&cksMZ 'k‚VZdVksa dk ç;ksx djukA

7-4 LçsM’khV dh vko’;drk

LçsM’khV dh vko’;drk cM+s VScqyj MkVk dh O;oLFkk ds fy, gksrh gSA ,d LçsM’khV
esa fdlh Hkh çdkj ds MkVk dks rS;kj fd;k tk ldrk gSA  lw=ksa dk Hkh ç;ksx fd;k
tk ldrk gS rkfd lHkh ifjdyu Lor% gh fu"ikfnr gks ldsa vkSj MkVk dk fo’ys"k.k
rhoz gks ldsA bl çdkj ds MkVk ds dqy mnkgj.k fuEukuqlkj gSa%

1- ,d d{kk ds fo|kfFkZ;ksa dh vad rkfydk

vuqØekad uke fgUnh vaxzsth xf.kr lkekftd Kku

1 Hkkjrh 89 76 88 79

2 xxunhi 79 88 87 88

3 ik;y 74 67 77 62

& & & & & &

& & & & & &

& & & & & &

2- ,d QSDVjh ds deZpkfj;ksa ds fy, le;ksifj dk;Z dk MkVk

Ø-la uke le;ksifj ?kaVk vk/kkj le;ksifj dh
¼?kaVs½ ij etnwjh  jkf’k

1 jktho 56 70 3920-00

2 lq[kfoanj 30 50 1500-00

3 psru 60 80 4800-00

& & & & &

& & & & &

& & & & &
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3- vLirky esa ejhtksa ls lacaf/kr vkadM+s

Ø-la uke vk;q fyax vkxeu frfFk

1 jk?ko 56 iq:"k 29@06@----

2 iquhr 30 iq:"k 29@06@----

3 fnO;k 34 efgyk 30@06@----

& & & & &

& & & & &

& & & & &

cktkj esa vusd LçsM’khV iSdst miyC?k gSaA lkekU; :i ls ç;ksx gksus okys nks
LçSM’khV iSdst gSa ,e,l&,Dlsy vkSj vksiu&v‚fQl dsYdA

7-4-1 odZ’khV dks fØ,V djuk] lso djuk vkSj vksiu djuk

vc vki fuEufyf[kr mnkgj.kksa dh lgk;rk ls ,e,l&,Dlsy esa dk;Z djus dh
çfØ;k dks lh[ksaxs%

ekfld ifjogu O;;

Ø-la uke cl Vªsu v‚Vks dqy

1 jtr 300 200 100 600

2 eksfgr 350 100 100 550

3 lqjsUæ 500 230 0 730

4 jktu 200 0 50 250

5 jtuh 150 0 0 150

6 ik;y 230 300 50 580

7 mTToy 100 50 200 350

8 Hkkjrh 400 200 130 730

dqy 2230 1080 630 3940

fp= 7-1% uewuk LizSM'khV

,Dlsy LVkVZ djrs le; fuEufyf[kr Øe dk vuqlj.k djsa%

LVkVZ  ekbØkslks¶V v‚fQl  ekbØkslks¶V v‚fQl ,Dlsy 2007
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fp= 7-2% ,Dlsy LVkVZ djuk

oSdfYid :i ls] vius MSLdV‚i ij ,e,l ,Dlsy vkbdu dks Mcy fDyd djsaA

tc vki ,Dlsy dks LVkVZ djrs gSa rks vkids lkeus fuEufyf[kr LØhu vk tkrh gS%

fp= 7-3% ,Dlsy foaMks
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tc vki ,e ,l ,Dlsy dks bl çdkj LVkVZ djrs gSa rks ,Dlsy Lor% gh BOOK

1  uke ls ,d odZcqd [kksy nsrk gSA bl odZcqd esa rhu [kkyh odZ’khV gksrh gSa
;Fkk Sheet 1, Sheet 2 rFkk Sheet 3A vc bl odZ’khV dks ,d fof’k"V LFkku ij
Lesson 7_Learn  uke ls lso djsa ¼;g çfØ;k oMZ çkslslj esa ç;qDr çfØ;k ds
leku gS½ ftls vki vklkuh ls ;kn j[k ldsaxsA ,Dlsy Lor gh bls .xlsx

,DlVSa’ku çnku dj nsxkA vc ,Dlsy dks can dj nsaA

,Dlsy dks iqu% LVkVZ djsa vkSj Qkby  vksiu v‚i’ku esa tk,a vkSj Lesson

7_Learn uke okyh ,Dlsy Qkby dks [kksysa ftl vkius vHkh lso fd;k gSA

7-4-2 LçsM’khV ds Hkkx

fuEufyf[kr fp= esa c‚Dl ds Hkhrj ds Hkkx dk voyksdu djsaA

fp= 7-4% ,Dlsy foaMksy ds Hkkx

bl js[kkfp= esa fn[kk;k x;k c‚Dl ,Dlsy odZ’khV dk Hkkx ugha gSA ;g c‚Dl
odZ’khV ds ml Hkkx dks n’kkZrk gS ftl ij vkius /;ku dsfUær djuk gS vkSj ;g
,d LçsM’khV dk dk;Z {ks= (working area) Hkh dgykrk gSA Åij n’kkZ, x, fp=
7-4 esa blds fofHkUu Hkkxksa dks yscy fd;k x;k gSA
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LçsM’khV iSdst esa ,d Qkby dks odZcqd dgrs gSaA ,d odZcqd esa ,d ;k vf/kd
LizsM'khV gksrh gSaA LizsM'khV dks odZ’khV Hkh dgrs gSaA mnkgj.k ds fy, eku yhft,
fd ,d d{kk ds fo|kfFkZ;ksa ds vadksa dks LVksj djus ds fy, ,d odZcqd rS;kj dh
xbZ gSA bl odZcqd esa ;wfuV VsLV] Dykl VsLV] VfeZuy ijh{kkvksa vkfn ds vadksa dks
LVksj djus ds fy, fofHkUu odZ’khV gks ldrh gSaA çR;sd LizsM'khV g‚fjtsaVy rFkk
ofVZdy d‚yeksa dh ,d O;oLFkk gksrh gSA ,d ,Dlsy odZ’khV esa 16384 ¼¾214½
Columns vkSj 10]48]576 ¼¾220½ Rows gksrs gSaA d‚yeksa dks vaxzsth dh o.kZekyk esa
A ls XFD rd uke fn, tkrs gSaA Rows dks 1 ls 1048576 vad çnku fd, tkrs
gSaA Rows vkSj Columns ds baVjlsD’ku dks lsy dgrs gSaA blfy,] ,d LizsM'khV
esa 16384 x 1048576 ¼ ¾ 17]17]98]184½ lsy gksrs gSaA D;k ;g vR;f/kd cM+h la[;k
ugha gS\

buesa ls çR;sd lsy dk ,d lsy ,MªSl gksrk gS tks fd Column uke rFkk Rows

la[;k dk la;kstu gksrk gSA mnkgj.k ds fy,] lsy ,MªSl B20 ls rkRi;Z d‚ye B
rFkk Row la[;k 20 ds lsy ls gSA ,d lsy esa MkVk çfo"V djus ds fy, vkidks
bl lsy esa fDyd djuk gksxkA tc vki ,slk djrs gSa rks og lsy lØh; gks tkrk
gS vkSj mlesa fdlh Hkh çdkj ds MkVk dks çfo"V fd;k tk ldrk gSA mi;qZDr fp=
esa vkius ns[kk gS fd lsy A1 lØh; gSA lØh; lsy dk ,MªSl uke@,Mªsl c‚Dl
esa fn[krk gSA oSdfYid :i ls] vki lsy ds ,Mªsl dks mlds uke Mªsl c‚Dl esa
çfo"V dj ldrs gSa vkSj tc vki ,aVj çsl djrs gSa rks og lsy lØh; lsy cu
tkrk gSA

tks dksbZ MkVk lsy esa mifLFkr gS ;k vki Vkbi dj jgs gSa og Q‚eqZyk ckj esa Hkh
fn[ksxkA  oSdfYid :i ls] vki tks dqN Hkh Q‚eqZyk ckj esa Vkbi djrs gSa og ,aVj
çsl djus ij ,fDVo lsy esa fn[krk gS A

'khV dk uke 'khV VSc esa fn[krk gSA vki buesa ls fdlh Hkh 'khV VSi esa fDyd
djds mls lØh; 'khV cuk ldrs gSaA MhQkYV }kjk 'khV 1 lØh; 'khV gksrh gSA

7-4-3 MkVk ds çdkj

,d LçsM 'khV esa fuEufyf[kr esa ls fdlh Hkh çdkj ds MkVk dks çfo"V fd;k tk
ldrk gSA

la[;k  & ;s MkVk ewY; gSa ftu ds vk/kkj ij ifjdyu fd, tkrs gSaA mnkgj.k
ds fy,] vad] ewY;] ek=k] fcØh jkf’k] [kjhn ewY; vkfnA MhQkYV }kjk lHkh
vad nk;sa ,ykbaM gksrs gSaA

ikB & ;s MkVk ewY; gSa ftu ds vk/kkj ij la[;kRed ifjdyuksa dks fu"ikfnr
fd;k tkrk gSA ;g dqN MkVk ewY;ksa ;k okLrfod MkVk ewY;ksa ds 'kh"kZd gks
ldrs gSa tSls fo|kFkhZ dk uke] ekg vkfnA MhQkYV }kjk lHkh ikB nk;sa
,ykbaM gksrs gSaA
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Q‚eqZyk & ;g ifjdyuksa dks Lor% fu"ikfnr djus ds fy, vfHkO;fä;ka gSaA
Q‚eqZys dk ç;ksx ;ksx] vkSlr] çfr’kr vkfn ds ifjdyu ds fy, fd;k tk
ldrk gSA ,d Q‚eqZyk ges’kk ^¾* ds fpà ls vkjaHk gksrk gSA

fp= 7-5 % LizsM'khV esa fofHkUu çdkj dh çfof"V;ka

bl fp= esa uhys c‚Dl la[;kRed MkVk dk çnf’kZr dj jgs gSa] yky c‚Dl ikB dks
çnf’kZr dj jgs gSa vkSj gjs c‚Dl Q‚eqZyk dks çnf’kZr dj jgs gSaA

ikBxr ç’u 7-1

¼1½ fjDr LFkku Hkjsa ¼,e ,l ,Dlsy 2007 ds lanHkZ esa½%

¼d½ --------------------------------- odZ’khV dk ,DVsa’ku gSA

¼[k½ ,d odZ’khV esa --------------------------------- Columns rFkk ---------------------------------
Rows gksrh gSaA

¼x½ d‚ye T vkSj Row 20 dk ,Mªsl --------------------------------- gSA

¼?k½ odZ’khV ds uke --------------------------------- VSc esa çnf’kZr gksrs gSaA

¼³½ ,d odZ’khV esa ---------------------------------] --------------------------------- rFkk -----------------
---------------- çdkj ds MkVk dks çfo"V fd;k tk ldrk gSA
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7-5 lsy@odZ’khV esa fo"k;oLrq dk usfoxs’ku rFkk ,fMfVax

,d LizsM'khV esa ^usfoxsfVax* ls rkRi;Z 'khV ds Hkhrj gh
,d lsy ls nwljs lsy esa tkus dh çfØ;k gSA vki ekml
rFkk dh&cksMZ dk ç;ksx djds 'khV esa usfoxsV dj ldrs
gSaA

'khV ds fdlh Hkh lsy ij ekml ls fDyd djds vki
mls lØh; lsy (Active Cell) cuk ldrs gSaA

dh&cksMZ dh lgk;rk ls vki ,d lsy ls nwljs lsy esa
tkus ds fy, dlZj daVªksy dht ;k VSc&dh dk ç;kx
dj ldrs gSaA

vki uke] irk c‚Dl esa mlds irs dks ,aVj djds rFkk ^,aVj dh* çsl djds lh/ks
Hkh fdlh lsy esa çfo"V dj ldrs gSaA

lsy ds lØh; gksus ds i’pkr vki mlesa dksbZ Hkh MkVk çfo"V dj ldrs gSaA ;fn
lØh; lsy esa igys ls dksbZ MkVk miyC/k gS rks mlesa la’kks/ku fd;k tk ldrk gS
;k mlds LFkku ij dqN vkSj fy[kk tk ldrk gSA

lØh; lsy esa MkVk ,aVj djus ds fy,] lh/ks MkVk dks Vkbi djuk vkjaHk djsaA vki
tks dksbZ Hkh MkVk Vkbi djsaxs og lØh; lsy rFkk Q‚eqZyk ckj esa fn[ksxkA lØh;
lsy esa MkVk Vkbi djus ds i’pkr ,aVj&dh dks çsl djsaA tc vki ,aVj&dh dks
çsl djrs gSa rks lØh; lsy ds uhps dk lsy lØh; gks tkrk gS vkSj vc ml lsy
esa MkVk dks ,aVj fd;k tk ldrk gSA mnkgj.k ds fy,] ;fn vki lsy B3  esa MkVk
,aVj dj jgs gSa vkSj mlds ckn ,aVj&dh dks çsl djrs gSa rks lsy B4 ¼B3 ls uhps
okyk lsy½ Lor% gh lØh; lsy cu tk,xk vkSj vc blesa MkVk dks çfo"V fd;k
tk ldrk gSA lsy esa MkVk dks çfo"V djus ds i’pkr ,aVj dh dks çsl djuk
vfuok;Z gksrk gSA vki okafNr lsy esa tkus ds fy, fdlh Hkh dlZj daVªksy dht ¼,jks
dht½ ;k VSi&dh dks Hkh çsl dj ldrs gSaA

lsy esa fo"k;oLrq dh ,fMfVax

;fn lsy esa igys ls MkVk miyC/k gS vkSj vki mldks m|ru@la’kksf/kr djuk
pkgrs gSa rks vkidks fuEufyf[kr rhu fodYiksa dk vuqlj.k djuk gksxk:

(i) F12  dks nks ckj fDyd ¼Double click½  djsaA

fp= 7-5 dlZj
daVªksy dht
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(ii) lsy esa tkdj fDyd vkSj çsl ¼QaD’ku dh½ djsaA

(iii) igys lsy esa vkSj fQj Q‚eqZyk ckj esa fDyd djsaA

mi;qZDr fdlh Hkh fØ;k dks djus ls lsy ,fMV eksM esa vk tk,xk vkSj vki ml
lsy esa visf{kr la’kks/kuksa dks dj ldrs gSaA

;fn vkius vc rd of.kZr vo/kkj.kk dk vH;kl dj fy;k gS rks vki viuh çFke
odZ’khV dks rS;kj dj ldrs gSaA fuEufyf[kr odZ’khV rS;kj djsaA /;ku j[ksa fd Øe
la[;k vkSj dqy çfof"V;ksa dks Hkjk ugha x;k gSA

fp= 7-6% LizsM'khV çk;ksfxd vH;kl

ikBxr ç’u 7-2

¼1½ ^LizsM'khV esa usfoxsfVax* ls D;k rkRi;Z gS\

¼2½ ge ,d LizsM'khV esa usfoxsV fdl çdkj dj ldrs gSa\

¼3½ fjDr LFkku Hkjsa%

d- ,d lsy esa fdlh çdkj dk ifjorZu djus ds fy, gesa lsy dks --------
----------------------------- eksM esa ykuk pkfg,A

[k- F2 QaD’ku&dh dks çsl djus ls lØh; lsy ------------------------------------- eksM
esa vk tkrk gSA

x- tc ge ,d lsy esa fDyd djrs gSa rks og lsy ---------------------------------- lsy
cu tkrk gSA
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7-6 v‚VksfQy (Autofill)

mi;qZDr odZ’khV esa vki esuqvy :i esa Ø-la d‚ye esa çfof"V;ka dj ldrs gSaA
bldk rkRi;Z gS fd vki lsy A3 esa 1 çfo"V dj ldrs gSa vkSj lsy A4 esa 2 çfo"V
dj ldrs gSa rFkk ;g çfØ;k blh çdkj tkjh jgsxhA fdUrq ,Dlsy ds v‚VksfQy
Qhpj dk ç;ksx djds vki bu çfof"V;ksa dks ljy :i esa dj ldrs gSaA v‚VksfQy
Qhpj dk ç;ksx djus ds fy, fuEufyf[kr fØ;k,a djsa%

lsy A3 esa 1 ,aVj djsa vkSj lsy A4 esa 2 ,aVj djsaA vc ls A3 vkSj A4 djs lySDV
djsaA NksVs c‚Dl vkSj lySDV fd, x, Hkkx dks uhps dh vksj nk;sa dksus ij ns[ksaA
bl c‚Dl dks fQy gSaMy dgrs gSaA

fp= 7-7% fQy gSaMy ls v‚VksfQy

fQy gSaMy esa fDyd djsaA ekml ikSbaVj ls ifjofrZr gks  dj $ gks tk,xkA vc
ekml dks lsy A10 rd MªSx djsa vkSj rRi’pkr ekml cVu dks fjyht dj nsaA
vki ns[ksaxs fd ,Dlsy esa Lopkfyr :i ls lsyksa esa lgh Øe la[;k dks Hkj fn;k gSA

v‚VksfQy dk ç;ksx Øfed lsyksa esa çfof"V;ksa dks Lor% Hkjus ds fy, fd;k tkrk gSA
;s çfo"V;ka ,d fuf’pr iSVuZ dh gksuh pkfg,A mnkgj.k ds fy,] ;fn vki lkFk
ds lsy esa lela[;k dks çfo"V djuk pkgrs gSa rks vkidks çFke nks lsyksa esa 2 vkSj
4 la[;kvksa dks çfo"V djuk gksxkA bu nks lsyksa dks lySDV djsa vkSj fQy gSaMy dks
Row ;k Column ¼tks Hkh mi;qDr gks½ ds lkFk fdruh Hkh yackbZ rd MªSx djsaA tc
vki ekml cVu dks fjyht djsaxs rks] ,Dlsy vkids }kjk ekml IokbaVj }kjk MªSx
fd, x, lsy rd Øfed la[;k,a Hkj tk,axhA
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v‚VksfQy Qhpj dk ç;ksx Lor% gh lIrkg ds fnuksa ds uke] eghuksa ds uke çfo"V
djus ds fy, Hkh fd;k tk ldrk gSA

7-7 v‚Vksle (Autosum)

vki lsyksa dh ,d Jà[kyk ds ;ksx dk irk yxkus ds fy, ,Dlsy ds v‚Vksle Qhpj
dk ç;ksx dj ldrs gSaA mnkgj.k ds fy,] uewuk LizsM'khV esa vki Lopkfyr :i ls
dqy ;ksx dk irk yxkus ds fy, v‚Vksle dk ç;ksx dj ldrs gSaA blds fy,]
viuh ,Dlsy 'khV dks [kksysa vkSj lsy F3 esa tk,a vkSj uhps fp= esa n’kkZ, fjCcu esa
v‚Vksle cVu dks fDyd djsaA

fp= 7-8 v‚Vksle cVu

v‚Vksle cVu dks fDyd djus ds i’pkr vki lØh; lsy ¼F3½ esa fuEufyf[kr
çfo"Vh ns[ksaxs%

fp= 7-9 v‚Vksle dk ç;ksx
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;gka çfo"Vh gS ¾ SUM(C3:E3)A ;g ,d Q‚eqZyk gS D;ksafd ;g ̂¾* ls vkjaHk gks jgk
gSA dksbZ Hkh çfo"Vh tks ^¾* fpà ls vkjaHk gksrh gS] mls ,Dlsy esa Q‚eqZyk ds :i esa
ns[kk tkrk gSA ;g  Q‚eqZyk ¾ SUM(C3:E3) n’kkZrk gS fd lsy C3 ls E3 dh
Jà[kyk ds ;ksx dks ifjdfyr fd;k x;k gSA ,Dlsy lØh; lsy ds lkFk la[;kRed
çfof"V;ksa okys Øfed lsyksa dks Lor% gh çkIr dj ysrk gSA bl odZ’khV esa ;g
Q‚eqZyk lgh gS vkSj blfy, vki ,aVj&dh dks çsl djds bls Lohdkj dj ldrs gSaA
tc vki ,aVj dh dks çsl djrs gSa] ,Dlsy vkidks F3 lsy esa okafNr ;ksx ¼;Fkk
600½ dks n’kkZrk gSA

vki d‚ye F esa 'ks"k ;ksxksa ds ifjdyu ds fy, lsy F4, F5, .........F10 esa bl
Q‚eqZyk dks d‚ih dj ldrs gSaA ,slk djus ds fy, lsy F3 esa fDyd djsa vkSj fQy
gSaMy ¼ftldk ç;ksx vkius v‚VksfQy Qhpj esa fd;k Fkk ½ dks F10 esa MªSx djsaA vki
ns[ksaxs fd lsy F esa  lHkh ;ksx Lor% gh ifjdfyr gks x, gSaA D;k ;g vR;f/kd
ljy vkSj rhoz ugha gSA

blh çdkj] lsy C11 esa fDyd djsa] bl d‚ye esa ;ksx ds ifjdyu ds fy,
v‚Vksle cVu dks fDyd djsa vkSj ,aVj çsl djsaA fQy gSaMy dks MªSx dj ds C11
ls  D11] E11] vkSj  F11 dh fo"k;oLrq dks d‚ih djsaA

vc vkidh çFke LizsM'khV iwjh gks xbZ gSA vc vki bls lso dj ldrs gSaA

7-8 ,Dlsy esa Q‚eqZyk

Q‚eqZyksa dk ç;ksx LizsM'khV esa Lopkfyr ifjdyu vkSj iqu%ifjdyu ds fy, fd;k
tkrk gSA ,d Q‚eqZyk dks ̂¾* ds fpfà ls vkjaHk gksuk pkfg,A mnkgj.k ds fy,] ;fn
vki lsy A1  rFkk B1 dk ;ksx  C1  esa djuk pkgrs gSa rks lsy C1 esa ¾A1+B1
dks ,aVj djsa vkSj fQj ,aVj  dks çsl djsaA

fp= 7-10% lsy esa Q‚eqZyk dks ,aVj djuk

vc ;fn vki lsy A2 rFkk B2 ds ;ksx dk ifjdyu djds bl Q‚eqZys dk ç;ksx
C2 ds fy, Hkh djuk pkgrs gSa rks C1 lsy ds gkbykbV c‚Dl ds uhps nk;sa oxkZdkj
cVu dks lsy C2 rd uhps dh vksj [khapsaA oxkZdkj cVu dks mruk uhps [khapk tk
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ldrk gS tgka rd vki bl Q‚eqZyk dks ykxw djuk pkgrs gSaA tc vki ,d lsy
esa Q‚eqZyk ,aVj djus dh çfØ;k iwjh dj ysrs gSa ,Dlsy lsy esa ifj.kke dks çnf’kZr
djrk gS Q‚eqZyk dks ughaA mnkgj.k ds fy,] ,Dlsy 'khV esa Q‚eqZyk ckj esa ¾A1+B1

Q‚eqZyk çnf’kZr gksrk gS vkSj lsy esa og çnf’kZr gksrk gS tks vkidks pkfg, & vFkkZr
Q‚eqZys dk ifj.kkeA

vki Q‚eqZyk esa Vafdr la[;k rFkk lsy ,Mªsl ds la;kstu dks ,aVj dj ldrs gSa] tSls
¾D4*2.5 ¼D4 lsy dh fo"k;oLrq xq.kk 2-5½A ;fn vki lsy esa 75$15 çfo"V djrs
gSa rks lsy esa 75$15 ¼90 ugha½ çnf’kZr gksxk] D;ksafd vkius Q‚eqyk ls igys ^¾* dk
fpà ugha yxk;k gSA

Q‚eqys dsl laosnh ¼case sensitive½  ugha gksrs gSa vFkkZr ¾A1$B1 Q‚eqyk
aa1$b1 ds leku gh gSA

;fn Q‚eqyk ç;qDr fd, tkus okys lsyksa esa ifjorZu fd;k tkrk gS rks]
,Dlsy bldk iqu%ifjdyu djds u, ifj.kkeksa dks n’kkZrk gSA bls Lopkfyr
iqu%ifjdyu ¼Automatic Recalculation½ dgrs gSaA

7-8-1 xf.krh; çpkyd

,Dlsy esa vusd xf.krh; ifjdyu gksrs gSaA ;s gSa %,  ̂ , *, /, + vkSj & A ,d Q‚eqZyk
esa buesa fdlh dk çpkyd dk  la;kstu fd;k tk ldrk gSA ;fn vki ,dy Q‚eqZys
esa vusd çpkydksa dks 'kkfey djrs gSa rks ;s çpkyu çpkyd dh çkFkfedrk ds Øe
esa iwjs fd, tk,axsA mPp çkFkfedrk okys çpkyuksa dks igys iwjk fd;k tk,xkA
çpkyd çkFkfedrk dh lwph fuEufyf[kr rkfydk esa n’kkZbZ xbZ gS%

çpkyd çpkyu çkFkfedrk        mís’; mnkgj.k Q‚eqZyk mnkgj.k dk ifj.kke

% çfr’kr 1 vad dks 100 ls Hkkx nsuk ¾ 2% 0-02

^ ?kkrkad 2 vad dks ,d ikoj rd c<+kuk ¾ 5^2 25

* xq.ku 3 nks vadksa dk xq.ku ¾ 5*2 10

/ Hkkx 3 ,d vad dks nwljs ls Hkkx nsuk ¾ 15@3 5

$ tek 4 nks vadksa dk ;ksx ¾ 3$2 5

& ?kVk 4 ,d vad dks nwljs ls ?kVkuk ¾ 8&5 3
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mnkgj.k 1% Q‚eqZyk ¾ 5$1*3  dk ifj.kke 8 gksxk uk fd 18 D;ksafd xq.ku dh
çkFkfedrk tek ls vf/kd gSA

mnkgj.k 2% Q‚eqZyk ¾ 79&5*3 dk ifj.kke 222 gks vkSj bldk Li"Vhdj.k
fuEukuqlkj gS%

pwafd xq.ku dh çkFkfedrk ?kVk ls vf/kd gS blfy, 5*3 dk ifjdyu igys gksxkA
mldk mRrj 15 gS vkSj rRi’pkr bls 79 ls ?kVk;k tk,xk tks ge ifj.kke ds :i
esa 64 çnku djsxkA vki ekud çkFkfedrkvksa ls fuiVus ds fy, isjsafFkfll dk
ç;ksx dj ldrs gSaA mnkgj.k ds fy,] ¾ ¼79&5½*3 dk ifj.kke 222 gksxkA

/;ku nhft, fd mi;qZDr rkfydk esa] xq.ku vkSj Hkkx dh leku çkFkfedrk gSA blh
çdkj tek vkSj ?kVk dh Hkh leku çkFkfedrk gSA ;fn ,d Q‚eqZyk esa leku
çkFkfedrk okys nks çpkyu gksrs gSa rks igys vkus okyk çpkyu vFkkZr~ Q‚eqZyk esa
ckbZa vksj igys vkus okys çpkyu dk ewY;kadu igys fd;k tkrk gSA mnkgj.k ds
fy, ¾¼7&5*2$6½*3  dk ifj.kke 9 gksxkA

7-9 lsy jsQjsaflax (Sail Referencing)

tc ,d Q‚eqZyk esa lsy ,Mªsl dk ç;ksx ;k lanHkZ fd;k tkrk gS rks] bls lsy
jsQjsaflax ¼lsy lanHkZu½ dgrs gSaA lsy jsQjsaflax rhu fHkUu çdkj ds gks ldrs gSaA

(i) fujis{k  ¼aabsolute½ (ii) lkis{k ¼relative½] rFkk  (iii) fefJr (mixed)

vki tkurs gSa fd fQy gSaMy dk ç;ksx djds lkFk ds lsyksa esa Q‚eqZyk dks d‚ih
fd;k tk ldrk gSA vU;s lsyksa esa Q‚eqZyk dks d‚ih djus ds fy, d‚ih ,oa isLV
fof/k dk ç;ksx fd;k tk ldrk gSA

tc LizsM'khV esa vU; lsyksa esa Q‚eqZyk dks d‚ih fd;k tkrk gS rks Q‚eqZyk esa lsy
lanHkZ Lor: gh v|ru gks tkrs gSaA

7-9-1 lkis{k lsy jsQjsaflax

fuEufyf[kr mnkgj.k dk voyksdu djsa%

rhu fe= lkU;k] vHk; vkSj jke rhu fo"k;ksa ;Fkk vaxzsth] xf.kr vkSj foKku esa vius
vadksa dk rqyukRed v/;;u dj jgs gSaA vaxzsth] xf.kr vkSj foKku esa vftZr dqy
vadksa ds ifjdyu ds fy, lsy B6 esa lkU;k }kjk ç;ksx fd, x, Q‚eqZyk¾¼B3$B4$B5½
dk voyksdu djsaA vc mls vxys nks d‚yeksa ds fy, lsy C6 rFkk D6 esa leku
Q‚eqZys dh vko’;drk gSA
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fp= 7-12% lkis{k lsy jsQjsaflax v‚Vksle cVu

;fn og lk/kkj.k :i esa ewy Q‚eqZys dks B6 ls d‚ih djds lsy C6 rFkk  D6 esa
d‚ih djrh gS rks] ,Dlsy Lopkfyr :i ls lsy lanHkksaZ esa lkis{k ifjorZu dj nsxkA

vFkkZr] Q‚eqZyk  gwcgw d‚ih ugha gksxkA ,Dlsy B6 esa ewy Q‚eqZys dks bl çdkj
çdV djsxk orZeku lsy ds Bhd mij ds rhu vkorhZ lsyksa esa mifLFkr ewY;ksa dks
tksM+sxk ¼;Fkk lsy ftlesa Q‚eqZyk dks ,aVj fd;k x;k gS½A blfy,] bl Q‚eqZyk dks
ftl fdlh Hkh lsy esa d‚ih fd;k tkrk gS] ,Dlsy orZeku lsy ds Bhd mij rhu
vkorhZ lsyksa ds lsy lanHkksaZ esa Lor: gh ifjorZu dj nsxkA

bldk vFkZ gS fd ,Dlsy QkeqZys esa lsy lanHkksaZ dks QkeqZys ds LFky ds lkis{k ds
:i esa izLrqr djsxkA bls lkis{k lsy jsQjsaflax dgrs gSaA

lkis{k lanHkZ % ,d lsy lanHkZ dks lkis{k lanHkZ rc dgrs gSa tc og lsy
orZeku lsy ds lkis{k lanfHkZr gksrk gSA

tc Q‚eqZyk dks lsy B6 ls C6 esa d‚ih fd;k tkrk gS rks] ,Dlsy ,d lsy ds lHkh
lanHkksaZ dks nk;ha vksj f’k¶V dj nsrk gS rkfd tc Q‚eqZyk dks d‚ih fd;k tk, rks
og ¾C3$C4$C5 gks tk, vkSj tc bls D6 esa d‚ih fd;k tk, rks ,Dlsy bls
nk;ha vksj nks lsy vkxs f’k¶V dj nsrk gS rkfd D6 esa ;g Q‚eqZyk ¾D3$D4$D5
cu ldsA
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fp= 7-12% lkis{k lsy jsQjsaflax

7-9-2 fujis{k lsy jsQjsaflax

lkis{k lsy jsQjsaflax ds foijhr] ;gka ,slh fLFkfr;ka Hkh mRiUu gks ldrh gSa tc vki
Q‚eqZys esa Lopkfyr :i ls lsy ,Mªsl esa ifjorZu u djuk pkgsaA mnkgj.k ds fy,]
vki ,d lsy esa lekpkji= ds bdkbZ ewY; dks nwljs lsyksa esa ,d vof/k ds nkSjku
dqy fcØh ds lkFk xq.kk djuk pkgrs gSa rks bdkbZ ewY; ds lsy ,Mªsl esa ifjorZu ugha
gksuk pkfg,A ^eSllZ ,ou U;wtisij ,tsalh* dh fofHkUu 'kk[kkvksa esa fcØh dks n’kkZus
okyh odZ’khV dk mnkgj.k ns[ksaA

fp= 7-13% lkis{k lanHkZu dh vko’;drk fu/kkZfjr lsyksa ds lanHkZ esa gksrh gS



LizsM'khV ds ek/;e ls MkVk dk çca/ku  :: 125

lsy B3 esa çfr lekpkji= fcØh ewY; fn;k x;k gS ftls lexz :i ls fLFkj jguk
gSA fdlh Hkh Q‚eqZys esa bldk lanHkZ B3 gh jguk pkfg, ukfd B4] B5] B4 vkfnA
blds Column vkSj Rows lanHkZ nksuksa gh fLFkj jgus pkfg,A bl lsy esa fdlh
çdkj dk lanHkZ fujis{k gksxk] vkSj ,Dlsy }kjk blesa Lopkfyr :i ls fdlh çdkj
ds ifjorZu dks jksdus ds fy, vki Column vkSj Row nksuksa lanHkkaZ ls iwoZ $ dk
fpfà yxk,axsA blçdkj] B3 ds fy, fujis{k lsy lanHkZ $B$3 gksxkA mi;qZDr
mnkgj.k esa F7 esa çfo"V fd, tkus ds fy, Q‚eqZyk gksxk ¾ E7*$B$3A blds
i’pkr] vki bl Q‚eqZyk dks dgha Hkh d‚ih djsaxs rks B3 ds fy, lanHkZ fLFkj jgsxkA

tc Q‚eqZyk dks lsy F8 esa d‚ih fd;k tk,xk rks ;g ifjofrZr gks dj ¾ E8*$B$3

gks tk,xk vkSj F9 dh fLFkfr esa ;g ¾ E9*$B$3 gks tk,xk vkSj bl çdkj bdkbZ
fcØh ewY; gj ckj leku jgsxkA

rF; $ dks ^^ifjofrZr u djsa** i<sa $B$3 dks "B dks ifjofrZr u djsa 3 dks
ifjofrZr u djsa** i<saA

fp= 7-14 fujis{k jsQjsaflax

fujis{k lsy lanHkZ% fujis{k lsy lanHkZ og lsy lanHkZ gS tks Q‚eqZys dks LizsM'khV
esa dgh vksj d‚ih fd, tkus ij Hkh ifjofrZr ugha gksrk gSA

7-9-3 fefJr lsy jsQjsaflax

fefJr lsy lanHkZ esa ,d Column ;k Row lanHkZ fujis{k gksrs gSa tcfd vU; lkis{kA
blfy,] $B3 fefJr lanHkZ gS] D;ksafd B fujis{k gS tcfd 3 lkis{k gSA tc Q‚eqZyk
dks vU; LFkkuksa esa LFkkukUrfjr ;k d‚ih fd;k tkrk gS rks ;g lnSo leku d‚ye
esa cuk jgrk gS fdUrq Row ifjofrZr gks tkrh gSA

fujis{k vkSj fefJr jsQjsaflax ds mnkgj.k gSa%
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$B$4 fujis{k jsQjsaflax & d‚ih fd, tkus ij Column B rFkk Row 2
ifjofrZr ugha gksrs gSaA

B$2 fefJr jsQjsaflax &d‚ih fd, tkus ij Row 2 ifjofrZr ugha gksrk gSA

$A2 fefJr jsQjsaflax &d‚ih fd, tkus ij d‚ye A ifjofrZr ugha gksrk gSA

ikBxr ç’u 7-3

¼1½ fjDr LFkku Hkjsa ¼,e,l ,Dlsy 2007 ds lanHkZ esa½%

¼d½ --------------------------- dks MªSx djds v‚VksfQy Qhpj dk ç;ksx fd;k tkrk
gSA

¼[k½ vusd Øfed lsyksa esa çfo"V;ka djus ds fy, --------------------------- dk ç;ksx
fd;k tkrk gSA

¼x½ Lopkfyr :i ls ;ksx dk ifjdyu djus ds fy, --------------------------- dk
ç;ksx fd;k tkrk gSA

¼?k½ LizsM'khV esa Lopkfyr :i ls ifjdyu o iquifjdyu djus ds fy, -
-------------------------- dk ç;ksx fd;k tkrk gSA

¼M-½ ,Dlsy esa ,d Q‚eqZyk --------------------------- fpfà ls vkjaHk gksuk pkfg,A

¼p½ $B$4 -------------------------------------- dk mnkgj.k gSA

¼N½ $B4 -------------------------------------- dk mnkgj.k gSA

¼t½ B4 -------------------------------------- dk mnkgj.k gSA

¼>½ B$4 -------------------------------------- dk mnkgj.k gSA

¼r½ ,Dlsy esa -------------------------------------- MhQ‚YV lsy jsQjsaflax gSA

¼2½ lR; ;k vlR; ¼,e,l ,Dlsy 2007 ds lanHkZ esa½

¼d½ ;fn vki ,d lsy esa 90$10 ,aVj djrs gSa rks] ,Dlsy lsy esa ifj.kke
100 fn[kk,xkA

¼[k½ ,Dlsy esa Q‚eqZyk dsl laosnh ugha gksrs gSaA

¼x½ Q‚eqZyksa ds lsy lanHkZ esa dqN ifjorZu fd, tkus ij lacaf/kr Q‚eqZyksa esa
Lopkfyr :i ls iqu:ifjdyu gks tkrk gSA

¼?k½ Q‚eqZyk ¾ 2 $ 6@2 dk ifj.kke 4 gSA

¼M-½ ,e,l ,Dlsy ,d LizsM'khV esa dsoy d‚ye pkVZ vkSj ikbZ pkVZ gh
miyC/k djkrk gSA
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7-10 pkVksaZ dk l`tu

;g dgk tkrk gS ,d fp= gtkjksa 'kCnksa dks vfHkO;Dr djrk gSA ;g dgkor MkVk
izLrqr djus ds laca/k esa Hkh lR; gSA ,Dlsy vkidks vius MkVk dks xzkQ :i esa
izLrqr djus dh lqfo/kk çnku djrk gSA bl ç;kstu ds fy, ,Dlsy vusd çdkj
ds pkVZ miyC/k djkrk gS ¼ftUgsa xzkQ Hkh dgrs gSa½] ftudk ç;ksx LizsM'khV ds :i
esa fd;k tkrk ldrk gSA ,Dlsy esa miyc/k pkVksaZ ds çdkj gSa d‚ye pkVZ] ykbu
pkVZ] ikbZ pkVZ] ckj pkVZ] ,fj;k pkVZ] ,Dl okbZ ¼LdSVj½ pkVZ] LV‚d pkVZ] lQsZl
pkVZ] ccy pkVZ rFkk jMkj pkVZA bu pkVksaZ dh çR;sd Js.kh esa vusd miçdkj ds
pkVZ gksrs gSaA bl ikB esa ge d‚ye pkVZ vkSj ikbZ pkVZ dk gh v/;;u djsaxsA

fdlh Hkh çdkj ds pkVZ dks rS;kj djus ds fy,] vkidks xzkQ :i esa izLrqr fd,
tkus ds fy, MkVk dks lySDV djuk gksxk vkSj rRi’pkr fjCcu esa balVZ VSc dks
lySDV  djuk gksxkA ;g balVZ Vwyckj dks vksiu dj nsxkA balVZ Vwyckj esa pkVZ~l
xzqi pkVksaZ ds fodYi miyC/k  djrk gS tSlk fd uhps fp= esa n’kkZ;k x;k gS:

fp= 7-15% balVZVwyckj esa pkVZ~l xzqi

7-10-1  d‚ye pkVZ

d‚ye pkVZ ckj pkVksaZ ds leku gksrs gSa ftudk v/;;u vkius ek/;fed ;k ofj"V
ek/;fed Lrj dh d{kkvksa esa lkaf[;dh; fo"k; ds varxZr fd;k gksxkA  mnkgj.k ds
:i esa] vkbZ, fofHkUu fo|kfFkZ;ksa }kjk fd, x, cl O;; ds fy, d‚yepkVZ dk
fuekZ.k djsa tSls fd fp= 7-1 dh LizsM'khV esa fn;k x;k gSA

bl xzkQ ds fuekZ.k ds fy,] B2:C10 jsat dk p;u djsa ¼MkVk esa uke rFkk muds
cl O;;ksa dk C;kSjk miyC/k gS½A vc pkVZ xzqi esa balVZ VSc vkSj d‚ye cVu dks
fDyd djsaA ;s vkidks miyC/k fofHkUu mi çdkj ds d‚ye pkVksaZ dks n’kkZ,axs tSlk
fd fuEufyf[kr fp= esa n’kkZ;k x;k gS%
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fp= 7-16% d‚ye pkVZ dks balVZ djuk

bu mi lewgksa esa ls lcls igys fodYi dk p;u djsa vkSj LizsM'khV esa pkVZ balVZ
gks tk,xkA ;g pkVZ uhps n’kkZ, x, pkVZ dh rjg fn[ksxk%

fp= 7-17% cl O;;ksa ds fy, d‚ye pkVZ

çR;sd pkVZ esa dqN xq.k gksrs gSa vkSj pkVZ esa vk’kks/ku djus ds fy, buesa ifjorZu
fd;k tk ldrk gSA mnkgj.k ds fy,] eku yhft, fd vki fuEufyf[kr fp= esa
n’kkZ, vuqlkj ofVZdy ,fDll ¼okbZ&,fDll½ esa 'kh"kZd nsuk pkgrs gSa%
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fp= 7-18% ofVZdy ,fDll esa 'kh"kZd okyk d‚ye pkVZ

bl 'kh"kZd ds fy,] xzkQ esa fDyd djsa] vkSj lySDV djsa

ysvkmV  ,fDll 'kh"kZd  çkbejh ofVZdy ,fDll  jksVsfVM 'kh"kZd

tSlk fd fuEufyf[kr fp= esa n’kkZ;k x;k gS

fp= 7-19% pkVksaZ dks 'kh"kZd nsuk

vc vki ofVZdy ,fDll dks mi;qDr 'kh"kZd çnku dj ik,axsA blh çdkj] 'kh"kZd
g‚fjtsaVy ,fDll esa Hkh fn, tk ldrs gSaA

dbZ ckj ,d gh pkVZ esa vusd d‚ye vkadM+s çnf’kZr djus gksrs gSaA ,slk vkadM+ksa dh
rqyuk ds fy, fd;k tkrk gSA ,Dlsy esa bl çdkj ds pkVZ Hkh rS;kj fd, tk ldrs
gSaA eku yhft, fd vki ,d gh pkVZ esa cl] jsyxkM+h vkSj v‚Vks ds O;;ksa dks çnf’kZr
djuk pkgrs gSaA ,slk djus ds fy, vki B2:E10 dh jsat ¼ftlesa og lHkh vkadM+s
'kkfey gSa ftUgsa vki n’kkZuk pkgrs gSaA½  dks lySDV dj ldrs gSaA vc d‚ye xzkQ
dks fcydqy mlh çdkj balVZ djsa tSlk vkius cl O;;ksa ds fy, fd;k Fkk vkSj
,Dlsy fuEufyf[kr pkVZ dk fuekZ.k djsxkA
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fp= 7-20% cgqy MkVk J`a[kykvksa dks n’kkZrk d‚ye pkVZ

7-10-2 ikbZ pkVZ (Pie-chart)

ikbZ pkVksaZ dk ç;ksx ml MkVk dks çnf’kZr djus ds fy, fd;k tkrk gS ftls ,d
Row ;k dsoy ,d gh jkso esa O;ofLFkr fd;k tkrk gSA mnkgj.k ds :i esa vkb,
jtr esgrk }kjk cl] Vªsu rFkk v‚Vks ij fd, x, O;;ksa ds fy, ,d ikbZ pkVZ dk
l`tu djsaA bl xzkQ dks rS;kj djus ds fy,] B2:E2 dh jsat dk p;u djsaA vc
balVZ VSc dks çsl djsa vkSj rRi’pkr pkVZ~l xzqi esa ikbZ cVu dks çsl djsaA lcls
igys mi çdkj dks lySDV djsa vkSj ,Dlsy fuEufyf[kr pkVZ dk l`tu djsxk%

fp= 7-21% ikbZ pkVZ
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fp= 7-22% pkVZ 'kh"kZd lfgr ikbZ pkVZ

fuEufyf[kr xzkQ dks çkIr djus ds fy, 'kh"kZdksa vkfn esa ifjorZu fd;k tk ldrk
gS%

7-11 dhcksMZ 'k‚VZdV

oMZ çkslslj ds fy, ç;ksx gksus okys dV] d‚ih rFkk isLV ds dhcksMZ 'k‚VZdV
LizsM'khV esa Hkh ykxw gksrs gSaA

Rofjr lanHkZ ds fy, budh lwph uhps n’kkZbZ xbZ gS&

çpkyu 'k‚VZdV

dV Ctrl + X

d‚ih Ctrl + C

isLV Ctrl + V

,e,l ,Dlsy esa vkids ikl fuEufyf[kr 'k‚VZdV miyC/k gSa%

çpkyu 'k‚VZdV

v‚Vksle Alt + ¾

A1 lsy esa igqapus gsrq Ctrl + Home

mi;qZDr lsy ls lsy osY;w dks d‚ih djus gsrq Ctrl + D

ck;sa lsy ls lsy osY;w d‚ih djus gsrq Ctrl + R

,d ubZ [kkyh odZcqd cukus gsrq Ctrl + N

fçaV Mk;y‚x c‚Dl çnf’kZr djus gsrq Ctrl + P

p;fur odZcqd foaMks dks can djus gsrq Ctrl+ W
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7-12 lkjka’k

bl ikB esa vkius LizsM'khV dh vo/kkj.k vkSj ç;ksx ds laca/k esa Kku çkIr fd;k gSA
vkius ;g Hkh tkuk fd cktkj esa LizsM'khV ds vusd iSdst miyC/k gSa vkSj ,e,l
oMZ lokZf/kd yksdfç; LizsM'khV iSdstksa esa ls ,d gSA vkius ;g Hkh lh[kk fd ,d
odZcqd esa odZ’khV ¼odZ’khVsa½ gksrh gSa vkSj ,d odZ’khV esa lsyksa esa MkVk dks LVksj
fd;k tkrk gSA vkius odZcqd dks cukus] vksiu djus o lso djus dh fof/k dks lh[kk
vkSj odZ’khV esa ufoxsfVax dh çfØ;k dks Hkh lh[kkA vkius LizsM'khV esa MkVk dks
çfof"V djuk rFkk ifjofrZr djuk lh[kk vkSj blds v‚VksfQy rFkk v‚Vksle
QhplZ ds ç;ksx dks Hkh lh[kkA ,d Q‚eqZyk xf.krh; vfHkO;fä esa ewY;ksa vkSj xf.kr
çpkydksa ¼+,-,/,*½ dk  la;kstu gks ldrk gSA ;fn mu lsyksa  esa ifjorZu gksrk gS
ftlesa Q‚eqZyk yxk;k x;k gS rks] ,Dlsy mldk iqu:ifjdyu djrk gS vkSj
ifj.kke izLrqr djrk gSA bls Lopkfyr iqu%ifjdyu (Automatic recalculation)

dgrs gSaA vkius ;g Hkh lh[kk fd MkVk dks xzkQ :i esa izLrqr djus ds fy,
LizsM'khV esa fofHkUu çdkj ds pkVksaZ dks Hkh balVZ fd;k tk ldrk gSA bl ikB esa
geus d‚ye pkVZ vkSj ikbZ pkVZ dk foLrkjiwoZd v/;;u fd;kA vkius LizsM'khV esa
ç;ksx gksus okys fofHkUu 'k‚VZdVksa dk Hkh v/;;u fd;kA

jkstxkj laca/kh dkS’ky% çk;ksfxd dk;Z

fuEufyf[kr LizsM'khV rS;kj djsaA tgka dgha laHko gks v‚VksfQy vkSj v‚Vksle
Qhpj dk ç;ksx djsa%

1-  ekfld O;;

Ø-la- 'kh"kZd tuojh Qjojh ekpZ vçSy dqy

f’k{kk 2000 2000 1500 9000 14500

diM+s 3000 500 2500 5000 11000

jlksbZ?kj 16000 16500 16000 17000 65500

euksjatu 2000 2000 2000 2000 8000

ifjogu 4000 4000 4000 4000 4500

vfu;ksftr 8000 9000 9000 8000 34000

dqy 35000 34000 35000 45000 137500

le;&lkfj.kh
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1 2 3 4 5 6 7 8

lkse vaxzsth fganh xf.kr dEI;wVj lkbal Hkks foKku fganh lkekftd Kku foKku

eaxy vaxzsth fganh xf.kr ;ksxk t foKku xf.kr lkekftd Kku u`R;

cq/k vaxzsth fganh xf.kr dEI;wVj lkbal u foKku xf.kr lkekftd Kku foKku

'kqØ vaxzsth fganh xf.kr [ksy ç;ksx ç;ksx lkekftd Kku u`R;

'kfu vaxzsth xf.kr fganh iqLrdky; czs foKku fganh lkekftd Kku xf.kr

jfo vaxzsth fganh xf.kr iqLrdky; d foKku xf.kr lkekftd Kku lhVhih

Øla uke vaxzsth fgUnh xf.kr foKku lkekftd Kku

1 vkfnR; pksiM+k 65 56 62 56 61

2 ,’o;kZ xka/kh 84 85 83 77 80

3 vadqj lDlsuk 48 43 52 49 66

4 ckuh lokuh 78 79 81 69 71

5 Hkkjrh 'kekZ 74 92 84 70 76

6 Hkqou tqustk 79 94 80 76 89

7 pk: eukspk 64 57 58 51 75

8 n{k yaxu 67 59 66 57 61

9 xqjthr dkSj 72 95 83 81 93

10 b’kçhr flag 84 98 90 88 95

7-13 ikBkar ç’u

1- LizsM'khV iSdstksa dk ç;ksx D;ksa fd;k tkrk gS\ nks yksdfç; LizsM'khV iSdstksa
ds uke crk,aA

2- ,d LizsM'khV ds fdUgha pkj Hkkxksa ds uke crk,aA

3- LizsM'khV esa lØh; lsy D;k gS\

4- ,Dlsy LizsM'khV esa fdruh Rows] Columns rFkk lsy gksrs gSa\

5- ,d LizsM'khV esa çfo"V fd, tkus okys MkVk ds fdrus çdkj gSa\

6- LizsM'khV ds v‚VksfQy vkSj v‚Vksle Qhpj dh fo’ks"krk,a crk,aA

7- ;fn ,d Q‚eqZyk esa leku çkFkfedrk okys nks çpkyd gks rks D;k gksxk\

8-  dkSu&lk Q‚eqZyk vkidks ifj.kke ds :i esa 72 nsxk% ¾¼5*2½$¼3$5½*4 ;k
¼¼5*2½$¼3$5½½*4\
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9- ;fn B2 dh fo"k;oLrq 67 gS vkSj C2 dh fo"k; oLrq 70 rFkk D2 dk Q‚eqZyk
gS ¾B2$C2A ;fn vki B2 dh fo"k;oLrq ds 67 ls ifjofrZr djds 70 dj nsrs
gSa rks D2 esa D;k gksxk\

10- ;fn A1 esa 20 çfo"V gS rks ¾A1&5$27@3*2  dk ifj.kke D;k gksxk\

11- uhps n’kkZbZ xbZ LizsM'khV ds vk/kkj ij çpkyu ¼i½ rFkk ¼ii½ ds fy, dekaM
fy[ksa ¼lHkh deZpkfj;ksa ds fy,½ %

A B C D E F

osru fjdkMZ

deZpkjh dksM deZpkjh uke ewy osru edku fdjk;k HkRrk egaxkbZ HkRrk dqy osru

101 lq/khj 'kekZ 23000

102 jkt esgjk 25000

103 nhi vjksM+k 19000

104 QSty vyh 19500

105 fleju dkSj 18000

fp= 7-23% osru fjdkMZ LizsM'khV

¼i½ ewy osru ds 10% ds vk/kkj ij edku fdjk;k HkRrs dh jkf’k dk ifjdyu
djsaA

¼ii½ ewy osru ds 22% ds vk/kkj ij egaxkbZ HkRrs dh jkf’k dk ifjdyu djsaA

¼iii½ ewy osru] edku fdjk;k HkRrk vkSj egaxkbZ HkRrs ds ;ksx ds :i esa lHkh
deZpkfj;ksa ds dqy osru dk ifjdyu djsaA

7-14 ikBxr ç’uksa ds mRrj

7-1

d- .xlsx [k- 16384] 10]48]576 x-  T20

?k- 'khV M- vad] fLVax@yscy] Q‚eqZyk

7-2

¼1½ LizsM'khV esa usfoxsfVax ls rkRi;Z 'khV ds Hkhrj gh ,d lsy ls nwljs lsy esa
tkuk gSA
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¼2½ ge ekml vkSj dh&cksMZ dk ç;ksx djds 'khV esa usfoxsV dj ldrs gSaA

¼3½ d- ,fMV [k- ,fMV x- lØh;

 7-3

¼1½ ¼d½ fQy gSaMy ¼[k½ v‚VksfQy ¼x½ v‚Vksle

¼?k½ Q‚eqZyk ¼M-½ ¾ ¼p½ fujis{k jsQjsaflax

¼N½ fefJr jsQjsaflax ¼t½ lkis{k jsQjsaflax ¼>½ fefJr jsQjsaflax

¼i½ lkis{k jsQjsaflax

¼2½ d- xyr [k- lghx- lgh  ?k- xyr M- xyr

7-15 xfrfof/k

vius vklikl fLFkfr fdlh dk;kZy; dk nkSjk djsa vkSj ns[ksa fd ogka vius
dk;kZy;h ç;kstu ds fy, og fdlh çdkj LizsM'khV çksxzke dk ç;ksx dj jgs gSaA
LçSM’khV çksxzke ds ç;ksx esa lq/kkj djus ds rjhdksa dk irk yxkus dk ç;kl djsaA

7-16 lanHkZ

1- baVªksMD’ku Vw blsaf’k;y VwYl] ys[kd% M‚ lq’khyk enku] e;wj isijcSDl]
lsDVj&5 uks,MkA

2- dEI;wVj QaMkesaVYl] ys[kd % M‚& lq’khyk enkuA

3- ekbØksl‚¶V v‚fQl % fDod LVkVZ % x‚MZu isMfod] Los IykSeyh] MSch
okYdksoLdh;( fçafVl g‚y@eSdfeyu dEI;wVj ifCyf’kax jhfçaVA
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8-1 ifjp;

tSlk fd vki tkurs gSa lEesyu vkfn esa Hkk"k.k] ySDpj nsrs le; ;k uhfr;ka çLrqr
djrs le; ;g vR;ar egRoiw.kZ gS fd vkids fopkjksa dk çLrqrhdj.k rFkk laçs"k.k
çHkkoiw.kZ gksA çHkkoiw.kZ :i ls lEçs"k.k djus ds fy, ;g vko’;d gS fd vki vius
rF;ksa dks lk/kkj.k] vFkZiw.kZ rFkk :fpdj :i esa çLrqr djsaA lEçs"k.k ml le; vkSj
Hkh çHkkoiw.kZ gks tkrk gS tc vki rF;ksa dks u dsoy lqLi"V :i ls rFkk :fpdj
:i ls çLrqr djrs gSa cfYd çnf’kZr Hkh djrs gSaA bl {ks= esa dE;wVj vkidk
lgk;d cu ldrk gSA vki lEçs"k.k ds nkSjku Jksrkvksa ds le{k dEI;wVj dh
lgk;rk ls rF;ksa@Nfo;ksa@ohfM;ksa vkfn dk  –’;&Øe çLrqr dj ldrs gSaA bl
çdkj ds –’; Øe (visual sequence) dks ^^çLrqrhdj.k** (Presentation) dgrs gSaA
çLrqrhdj.k ds lt̀u ds fy, vusd lk¶Vos;j iSdst miyC/k gSaA çLrqrhdj.k ds
nks lokZf/kd yksdfç; iSdst gSa vksiu v‚fQl baçsl rFkk ekbZØksl‚¶V ikoj IokbaVA

fiNys ikB esa vkius M‚Vk çLrqrhdj.k rFkk LçsM’khV iSdst dh lgk;rk ls
fo’ys"k.k dk Kku çkIr fd;kA bl ikB esa vki ekbZØksl‚¶V ikoj 2007 dh lgk;rk
ls çLrqrhdj.k ds lt̀u dk Kku çkIr djsaxs tks dh ,d iw.kZ çLrqrhdj.k iSdst gSA
pkgs vki fo"k; fo'ks"kK u Hkh gksa rks Hkh vki ikojIokbaV dh lgk;rk ls vR;ar
çHkkoiw.kZ izLrqrhdj.k dk fuekZ.k dj ldrs gSaA

8-2 mís';

bl ikB dk v/;;u djus ds i’pkr vki fuEufyf[kr Kku çkIr djsaxs%

• ikoj IokbaV dh ekSfyd fo'ks"krkvksa dks ifjHkkf"kr djuk(

8

izLrqrhdj.k
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• çLrqrhdj.k esa ,fues’ku dh Hkwfedk dks le>uk(

• çLrqrhdj.k ds lt̀u vkSj mls çLrqr djus esa fofHkUu dhcksMZ 'k‚VZdVksa dk
ç;ksx djukA

8-3 f’k{k.k {kerk,a

bl ikB ds v/;;u ds i’pkr~ vki fuEufyf[kr {kerk,a izkIr dj ldsaxs&

• çLrqrhdj.k dk lt̀u djuk(

• fofHkUu ysvkmV ds lkFk LykbMsa rS;kj djuk(

• LykbMksa esa ikB] xzkfQDl rFkk pkVZ 'kkfey djuk(

• èofu rFkk ,fues’ku çHkkoksa dks 'kkfey djuk(

 çLrqrhdj.k dks is’k djukA

8-4 ikoj dh fo'ks"krk,a

ikoj IokbaV dh eq[; fo'ks"krk,a fuEukuqlkj gSa%

• ikoj IokbaV vkidks çLrqrhdj.k ds fuekZ.k ds fy, fofHkUu ek/;e miyC/k
djrk gSA

• ekud LykbM ysvkmV fofo/k çdkj dh LykbMksa ds fuekZ.k esa lgk;d gksrk
gSA

• ,d LykbM esa lHkh çdkj dh lwpuk,a tSls ikB] JO;] –’;] baVjusV fyad
vkfn dks çLrqr fd;k tk ldrk gSA

• çLrqrhdj.k dks Lopkfyr :i ls jaxe;h cukus ds fy, Fkhe miyC/k gSaA

• LykbMksa ds Vkbfeax dks lsV djds v‚VkseSfVd LykbM&’kks çLrqr fd;k tk
ldrk gSA

• çLrqrdrkZ ds çLrqrhdj.k dh lgk;rk ds fy, Lihdj uksVksa dks Hkh 'kkfey
fd;k tk ldrk gSA

8-5 çLrqrhdj.k dk l`tu] mls [kksyuk rFkk lso djuk

ikoj IokbaV dks LVkVZ djus ds fy, fuEufyf[kr Øe dk vuqlj.k djsa%

LVkVZ  v‚y çksxzke  ekbØkl‚¶V v‚fQl 
ekbØkl‚¶V v‚fQl ikoj IokbaV 2007
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fp= 8-1 ikoj Idks Ldjuk

oSdfYid :i ls] ikoj IokaV dks LVkVZ djus ds fy, vius MSLdV‚i ij ,e,l&ikoj

IokbaV vkbdu       dks Mcy fDyd djsaA tc ikoj IokbaV LVkVZ gks tk,xk rks

vkids lkeus fuEufyf[kr foaMks [kqysxhA

fp=  8-2% MhQ‚YV ¼çslsaVs’ku½ izLrqrhdj.k
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tc vki bl çdkj ikoj IokbaV dks LVkVZ djrs gSa rks] og MhQ‚YV :i esa
çslsaVs’ku 1 ¼Presentation1½ uke ls ,d [kkyh çLrqrhdj.k dks [kksy nsrk gSA bl
çLrqrhdj.k esa ^VkbVy** ysvkmV ds lkFk dsoy ,d LykbM gksrh gS ftlesa
çLrqrhdj.k ds VkbVy rFkk lc&VkbVy ds fy, Iysl&gksYMj gksrk gSA bl
izLrqrhdj.k dks  çstsaVs’ku I uke ls ,d fof’k"V LFkku ij lso dj ysa ftls vklkuh
ls ;kn j[kk tk lds ¼bldh çfØ;k oMZ çkslslj rFkk LçsM’khV dh çfØ;k ds leku
gh gS½A  ikoj IokbaV Lor% gh bls pptx. ,DlVsa’ku çnku dj nsxkA vc ikoj IokbaV
dks can dj nhft,A

ikoj IokbaV dks iqu% LVkVZ dhft, vkSj vc fodYi Qkby  vksiu esa tk,a vkSj
çLrqrhdj.k çslsaVs’ku1 dks vksiu djsa] ftls vkius vHkh lso fd;k FkkA

8-6 LykbMksa dh vo/kkj.kk
çR;sd izLrqrhdj.k LykbMksa dk la;kstu (collection) gSA bls le>us ds fy, vki
çLrqrhdj.k dks ,d fQYe rFkk fQYe ds n'̀;ksa dks LykbM eku ldrs gSaA ftl
çdkj ,d fQYe esa ,d dgkuh dks çLrqr djus ds fy, vusd n'̀; gksrs gSa mlh
çdkj ,d izLrqrhdj.k esa ,d dgkuh ;k vo/kkj.k dks jkspd :i esa çLrqr djus ds
fy, fofHkUu LykbMsa gksrh gSaA fdlh çLrqrhdj.k ds lt̀u ds fy, nks rF;ksa ds laca/
k esa vkidh vo/kkj.kk lqLi"V gksuh pkfg,] loZçFke fd vki D;k izLrqr djuk pkgrs
gSa vkSj nwljk vkids Jksrk dkSu gSaA tc vki bu nks rF;ksa ds ckjs esa Li"V gks tkrs
gSa rks vki fu.kZ; ys ldrs gSa fd vkidks bl çLrqrhdj.k ds fy, fdruh LykbMksa
dh vko';drk gksxh] bldh jax ;kstuk D;k gksxh] bldh fo"k;oLrq D;k gksxh
¼vFkkZr fdruk ikB] JO; ;k –’; fo"k;oLrq gksuh pkfg,½ vkfnA

ikoj IokbaV foaMksa ds Hkkx%

fp= 8-3% ikoj IfoaMksa ds Hkkx
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bl fp= dk voyksdu djsa tks vkidks ikoj IokbaV foaMksa ds fofHkUu Hkkxksa dks çnf’kZr
djrk gSA bl foaMksa esa fjCcu mlh çdkj dk gS tSlk oMZ rFkk ,Dlsy esa gksrk gSA
bl foaMksa ds yscy;qDr Hkkxksa dk o.kZu uhps çLrqr fd;k x;k gSA

vki ;g igys ls gh tkurs gSa fd çR;sd çLrqrhdj.k LykbMksa dk la;kstu gksrk gSA
orZeku LykbM ftlesa ç;ksxdrkZ ¼iz;ksDrk½ dk;Z dj jgk gS] mls LykbM iSuy esa
n’kkZ;k tkrk gSA ,d LykbM esa muls lacaf/kr Iysl gksYMjksa esa ikB] Nfo;ka] ohfM;ksa
vkfn gks ldrs gSaA LykbM iSuy ds Bhd uhps uksV~l iSuy gksrk gSA uksV~l iSuy
dks orZeku LykbM esa Lihdj ¼O;fä tks bl çLrqrhdj.k dks çLrqr djsxk½  ds uksVksa
dks fy[kus ds fy, ç;ksx fd;k tkrk gSA ikoj IokbaM foaMksa ds lcls uhps LVsVl
ckj] O;w cVu] rFkk twe daVªksy gksrs gSaA LVsVl ckj orZeku çLrqrhdj.k dh
fLFkfr dks n’kkZrk gS] vkSj twe daVªksYl dk ç;ksx orZeku LykbM ds fMLIys vkdkj
dks c<+kus o de djus ds fy, fd;k tkrk gSA

,d çLrqrhdj.k dks rhu :iksa (Views) esa ns[kk tk ldrk gS] vFkkZr

1- u‚eZy O;w% u‚eZy O;w dk ç;ksx çLrqrhdj.k dh lkekU; xfrfof/k ds fy,
fd;k tk ldrk gSA bl O;w esa vki vius çLrqrhdj.k dh LykbMksa dh
fo"k;oLrq dks ,fMV dj ldrs gSaA u‚eZy O;w esa] LiSu ds nk;ha vksj ,d vU;
iSu gksrk gSA bl iSu esa vki vius çLrqrhdj.k esa LykbMksa dks ,fMV djrs
le; FkEcusy lkbt dh Nfo;ksa ds :i esa ns[k ldrs gSaA bl iSu esa nks VSc
gksrs gSa & LykbM~l VSc vkSj vkmVykbu VScA tc vki LykbM VSc dks
fDyd djrs gSa rks LykbMsa FkEcusy ¼vaxwBs ds uk[kqu½ :i esa çnf’kZr gksrh gSa
vkSj tc vki vkmVykbu VSc dks fDyd djrs gSa rks vkids LykbM dk ikB
vkmVykbu :i esa çnf’kZr gksrk gSA

2- LykbM l‚VZj O;w % LykbM l‚VZj O;w vkids çLrqrhdj.k dh lHkh LykbMksa
dks ,d foaMksa esa çLrqr djrk gSA LykbM l‚VZj O;w esa vki LykbMksa ds Øe
dks iqu% O;ofLFkr dj ldrs gSa] LykbMksa dks dV&d‚ih&isLV dj ldrs gSa]
;fn çLrqrhdj.k esa mldh vko';drk ugha gS rks ml LykbM dks fMyhV Hkh
dj ldrs gSaA

3- LykbM 'kkS O;w % çLrqrhdj.k dks Jksrkvksa ds le{k LykbM ’kkS ds :i esa
gh  is’k fd;k tkrk gSA LykbM ’kkS O;w esa] LykbMsa ,d&,d djds çnf’kZr
gksrh gSa vkSj vkidks dEI;wVj LØhu ij dqN vkSj utj ugha vkrk gSA

8-7 LykbM ysvkmV

,d izLrqrhdj.k (Presentation) esa fofHkUu çdkj dh lwpuk,a çLrqr dh tkrh gSa &
;s 'kh"kZd] mi&'kh"kZd] lwfp;ka] lkekU; ikB] Nfo;ka] v‚fM;ks ;k ohfM;ks vkfn :iksa
esa gks ldrh gSaA vki bl lwpuk dks LykbM esa fdlh Hkh Øe esa rFkk fdlh Hkh LFkku
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ij j[k ldrs gSaA ,d LykbM esa lwpukvksa dh O;oLFkk dks LykbM ysvkmV dgrs
gSaA ;fn vkidks vkRefo'okl ugha gS fd çLrqrhdj.k esa  LykbM esa lwpukvksa dk Øe
D;k gksuk pkfg,  ;k bldk lkekU; :i rFkk izn'kZ dSlk gksuk pkfg, rks ikoj
IokbaV blesa Hkh vkidh enn djrk gSA tc vkidks çLrqrhdj.k esa ,d LykbM balVZ
djuh gksrh gS rks ikoj IokbaV vkidks vusd çh&fMtkbu LykbM ysvkmVksa esa ls ,d
dk p;u djus dk volj çnku djrk gSA bu çh&fMtkbu LykbM ysvkmVksa dks
uhps çnf’kZr fd;k x;k gSA

fp= 8-4% LykbM ysvkmV

vki viuh vko';drkuqlkj buesa ls fdlh Hkh ysvkmV dk p;u dj ldrs gSaA

ikBxr ç’u 8-1

1- crk,a lgh ;k xyr%

¼d½ ikoj IokbaV izLrqrhdj.k dk MhQkYV uke gSA ikoj 1-

¼[k½ çLrqrhdj.k dh LykbMksa esa dsoy ikB rFkk v‚fM;ks gks ldrs gSaA
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¼x½ LykbM~l O;w rFkk vkmVykbu O;w nksuksa esa vki orZeku LykbM dh
fo"k;oLrq dks ,fMV dj ldrs gSaA

¼?k½ u‚eZy O;w esa vki orZeku LykbM esa fo"k;oLrq dks ,fMV dj ldrs gSaA

¼M-½ ikoj IokbaV izLrqrhdj.k dk ,dek= miyC/k iSdst gSA

2- fjDr LFkku dh iwfrZ dhft,&

¼d½ ikoj IokbaV izLrqrhdj.k dk ,DLVsa'ku gS -------------------------------A

¼[k½ ,d ubZ çLrqrhdj.k esa çFke LykbM esa  ------------------------------- rFkk  ---------
---------------------- ds fy, IyslgksYMj gksrk gSA

¼x½ çLrqrhdj.k esa  ------------------------------- 'kkfey gksrh gSaA

¼?k½ orZeku LykbM  ------------------------------- iSu esa çnf’kZr gksrh gSA

¼M-½ Lihdj ds uksV dks  ------------------------------- iSu esa Vkbi fd;k tk ldrk gSA

8-8 LykbM rS;kj djuk] Lis’ky bQSDV rFkk ,fues’ku
'kkfey djuk

8-8-1 LykbMsa rS;kj djuk

gkse VSc ds LykbM~l xzqi esa U;w LykbM cVu dks fDyd djds çLrqrhdj.k esa ,d
ubZ LykbM ’kkfey dh tk ldrh gSA blesa LVSaMMZ Lykbm ysvkmVksa dh lwph
çnf’kZr gksrh gS ftlesa ls vki fdlh ,d dk p;u dj ldrs gSa tSlk fd fp=
8-4 esa ns[kk tk ldrk gSA ;fn bu LVSaMMZ ysvkmVksa esa ls dksbZ Hkh vkidh
vko';drk ds vuq:i ugha gS rks vki [kkyh (Blank) LykbM ysvkmV dk p;u dj
ldrs gSaA ;fn vkidks igys ls ekStwn dqN LykbMksa ds MqfIydsV LykbMksa dk fuekZ.k
djuk gS rks bu LykbMksa dks lySDV djsa vkSj U;w LykbM esuw ls MqfIydsV lySfDVM
LykbM v‚I’ku dk p;u djsaA

LykbM balVZ gks tkus ds i'pkr LykbM ij lacaf/kr Iysl&gksYMjksa esa lwpuk,a MkysaA
;fn vki pkgsa rks vki buesa ls fdlh  Iysl&gksYMj dks MhyhV dj ldrs gSa] muds
LFkku dks cny ldrs gSa] LykbM dks Q‚esZV dj ldrs gSaA vki buesa dqN vkSj
lwpukvksa dks Hkh 'kkfey dj ldrs gSa ftlds fy, LykbM esa dksbZ çh&fMlkbUM
Iysl&gksYMj ugha gksrkA bldk vFkZ ;g gS fd vki viuh vko';drkuqlkj LykbM
ysvkmV dks fdlh Hkh :i esa ifjofrZr dj ldrs gSaA ;fn vkius [kkyh LykbM dk
p;u fd;k gS rks vki LykbM esa fdlh Hkh LFkku ij fdlh Hkh çdkj dh lwpuk
çnf’kZr dj ldrs gSaA
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balVZ Vwyckj dks vksiu djus ds fy, balVZ VSc ij fDyd djsaA

fp= 8-5% balVZ Vwyckj

bl Vwyckj dk ç;ksx djds vki LykbM esa fdlh Hkh çdkj dh lwpuk dks balVZ dj
ldrs gSaA

mnkgj.kkFkZ

eku yhft, fd vki fuEufyf[kr LykbMsa rS;kj djuk pkgrs gSa%

fp= 8-6¼d½% uewuk LykbM fp= 8-6¼[k½% uewuk LykbM

LykbM ¼d½ dks rS;kj djus ds fy, LVSaMMZ ysvkmVksa esa ls ̂VkbVy LykbM* dk p;u
djsaA ;g LykbM ds ^VkbVy* rFkk ^lc&VkbVy* ds fy, Iysl&gksYMjksa ds lkFk
LykbM dks balVZ djrk gSA VkbVy Iysl gksYMj esa ikB ^laKk* dks Vkbi djsa vkSj
lc&VkbVy IyslgksYMj esa ^fgUnh ikB* dks Vkbi djsaA

LykbM ¼[k½ dks rS;kj djus ds fy, ,d ubZ [kkyh LykbM dks balVZ djsa vkSj
fuEufyf[kr pj.kksa dks djsa%

d- LykbM esa VSDLVckWDl dks balVZ djsa vkSj VSDLVckWDl esa laKk dh ifjHkk"kk dks
Vkbi djsaA

laKk

¼fgUnh ikB½

fdlh Hkh O;fDr] oLrq vFkok LFkku ds uke dks laKk dgrs
gSaA

O;fDr LFkku oLrq

j'eh isfjl dEI;wVj
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[k- okafNr fDyi vkVZ dks balVZ djsaA

x- ikB O;fDr] LFkku] oLrq] j'eh] isfjl] dEI;wVj ds fy, VSDLV c‚Dlksa dks balVZ
djsaA

?k- bu VSDLV ckWDlksa esa lacaf/kr ikB dks Vkbi djsa vkSj rRi'pkr~ bu lHkh rRoksa
dks LykbM esa mi;qDr LFkku djsaA

8-8-2 LykbM esa oLrqvksa dh Q‚esZfVax

LykbM esa LFkkfir fd, x, ikB vkSj Nfo;ksa dks Hkh Lis’ky bQSDV çnku fd, tk
ldrs gSaA fdlh ikB ;k Nfo dks Lis’ky bQSDV çnku djus ds fy, vkidks mls
lySDV djuk gksxk vkSj rRi'pkr~ fjCcu ij Q‚esZV VSc dks fDyd djuk gksxkA
Q‚esZV VSc rHkh çnf’kZr gksrk gS tc fdlh ikB] c‚Dl ;k Nfo dks lySDV fd;k
tkrk gSA

fp= 8-7% ikB Q‚esZV Vwyckj

fp= 8-8% best Q‚esZV Vwyckj

Q‚esZV VSc esa fDyd djus ls Q‚esZV Vwyckj [kqy tkrk gSA tc vki ikB ds fy,
VSDlV ¼fp= 8-7½ ij fDyd djrs gSa vkSj Nfo ds fy, best ¼fp= 8-8½ ij fDyd
djrs gSa rks ;g fofHkUu fodYi çLrqr djrk gSA Q‚es ZV Vwyckj es a
miyC/k fodYiksa ds ç;ksx }kjk çLrqrhdj.k dks vkd"kZd cukus ds fy, ikB ;k
Nfo;ksa ij fofHkUu çHkko tSls c‚MZj] jax] 'kSMks] LVkby vkfn çnku fd, tk ldrs
gS aA

mnkgj.k%

fiNys mnkgj.k esa mfYyf[kr LykbMksa ij fQj fopkj djsaA eku yhft, fd ;s
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LykbMsa twfu;j fo|kfFkZ;ksa ds fy, gSa] rks vki bu LykbMksa dks vkSj jaxhu cukuk
pkgsaxsA eku yhft, fd vki bu LykbMksa dks fuEukuqlkj Lo:i çnku djuk pkgrs
gSa%

fp= 8-9

fd, x, ifjorZuksa ij è;ku nsa&

1- çFke LykbM esa

¼d½ ^laKk* VkbVy c‚Dl dks jaxhu ¼dyMZ½ fd;k x;k gS vkSj ̂ laKk* dk jax
Hkh ifjofrZr djds dkys ls lQsn dj fn;k x;k gSA

¼[k½ ^fgUnh ikB* ds fy, lc&VkbVy c‚Dl dks jaxhu ¼dyMZ½ fd;k x;k
gS vkSj ^fgUnh ikB* ds jax rFkk 'kSyh dks Hkh ifjofrZr fd;k x;k gSA

¼x½ nksuksa c‚Dlksa esa ikB ds vkdkj esa of̀) dh xbZ gSA

2- nwljh LykbM esa

¼d½ igys ikB c‚D; dks jaxhu ¼dyMZ½ rFkk ikB dks cksYM fd;k x;k gSA

¼[k½ vU; lHkh ikB c‚Dlksa esa Hkh ikB dks cksYM fd;k x;k gSA

¼x½ lHkh fDyi vkV~Zl esa c‚MZj çnku fd;s x;s gSaA

laKk

¼fgUnh ikB½

fdlh Hkh O;fDr] oLrq vFkok LFkku ds uke dks
laKk dgrs gSaA

O;fDr LFkku oLrq

j'eh isfjl dEI;wVj
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vkb, ns[ksa fd vki fdl çdkj LykbMksa esa bu ifjorZuksa dks dj ldrs gSaA

1¼d½ VkbVy c‚Dl dks lySDV djsa vkSj fjCcu Q‚esZV VSc dks fDyd djsaA blls
Q‚esZV Vwyckj [kqy tk,xk tSlk fd fp= 8-10 esa n’kkZ;k x;k gSA bl Vwyckj
esa 'ksi LVkby xzqi gksrk gS tSlk fd fuEufyf[kr fp= esa n’kkZ;k x;k gSA

fp= 8-10 % by xzqi'ksi LVkby

'ksi LVkby xzqi dh ck;ha vksj ,d iSu gksrk gS tks rhu fofHkUu jaxhu c‚Dlksa esa Abc
ikB n’kkZrk gSA ;fn vki bl iSu esa uhps dks LØksy djrs gSa rks vki fofHkUu çdkj
dh 'kSfy;ksa dks ns[ksaxs ftudk iz;ksx p;fur ikB c‚Dl esa fd;k tk ldrk gSA bl
mnkgj.k esa ç;ksx dh xbZ 'kSyh dks fuEufyf[kr fp= esa n’kkZ;k x;k gSA

fp= 8-11 LVkby xzqi

¼[k½ &1¼d½ esa ifjorZu dh çfØ;k dk vuqlj.k djsaA blds i’pkr] Q‚esZV Vwyckj
esa oMZ vkVZ LVkby xzqi ls mi;qDr ’kSyh dk ç;ksx djsaA

fp= 8-12 % ¼d½ oMZ vkVZ LVkby xzqi

¼x½ mi;qDr ikB 'kSfy;ksa dk ç;ksx djus ds i’pkr~ esa QkaV lkbtksa dks ifjofrZr
djsaA
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2- ¼d½ & 1¼d½ esa ifjorZu dh çfØ;k dk vuqlj.k djsa vkSj lkekU; :i esa ikB
dks cksYM djsa½

¼[k½ & ¼la;qDr :i ls lHkh c‚Dlksa dks lySDV djsa½ vkSj lkFk gh lkFk lHkh c‚Dlksa
dks Shift+Click }kjk ;k ikB c‚Dlksa dks ,d&,d djds lySDV djsa rFkk
ikB dks cksYM djsaA

¼x½ & izFke fDyi vkVZ dks pqusa vkSj QkWesZV VSc dks fjcu ij fDyd djsaA blls
Vwyckj [kqy dj çnf’kZr gksxk tSlk fd fuEufyf[kr fp= esa n’kkZ;k x;k
gSA

fp= 8-12% ¼[k½ fiDpL xzqi LVkby xzqi

lySfDVM fDyi vkVZ esa ç;ksx djus ds fy, bl xzqi ls mi;qDr fiDpj c‚MZj jax
dk p;u djsaA vU; fDyi vkV~lZ ds fy, Hkh bl çfØ;k dks nksgjk,aA oSdfYid :i
ls] lHkh fDyi vkVZ~l dks la;qDr :i ls lySDV djsa (Shift+Click ;k Ctrl+Click
n~okjk djsa½ vkSj ckMZj dks ,IykbZ djsaA

8-8-3 ,fues’ku (Animation)

ikoj IokbaV gesa izLrqrhdj.k ds fy, nks çdkj ds ,fues’ku miyC/k djkrk gS &
dLVe ,fues'ku rFkk LykbM Vªkaft'ku@dLVe ,fues'ku LykbM ij oLrqvksa ikB]
Nfo] ohfM;ks vkfn LykbM LØhu ij iznf'kZr djrk gSA LykbM dk tc izLrqrhdj.k
fd;k tkrk gS rks bu nksuksa ,fues’kuksa dk ç;ksx dj ldrs gSa vkSj tc çLrqrhdj.k
dks LykbM 'kks O;w esa ns[kk tkrk gS rc nksuksa ,fues’ku fn[krs gSaA

orZeku LykbM esa dLVe ,fues’ku dks 'kkfey djus ds fy,] ,fues’ku VSc dks vksiu
djsa vkSj ,fues’ku xzqi esa dLVe ,fues'ku cVu ij fDyd djsaA bl çdkj LykbM
iSu ds nk;ha vksj dLVe ,fues'ku iSu [kqy tk,xkA vc ml LykbM ij fdlh oLrq
dks lySDV djsa ftl ij vki ,fues'ku dks add djuk pkgrs gSa vkSj dLVe ,fues'ku
iSu esa bQSDV cVu dks add djsaA vc n'kkZ, x, fodYiksa dk iz;ksx djds orZeku
p;fur oLrq ij fdlh Hkh okafNr bQSDV dk iz;ksx fd;k tk ldrk gSA bls fn,
x, fp= esa iznf'kZr fd;k x;k gSA
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fp= 8-13 % ¼d½ dLVe ,fues’ku ,IykbZ djuk

vki LykbMksa ij ,d&,d djds LykbM Vªkaft'ku dks add dj ldrs gSa] tSls&tSls
mudk lt̀u gksrk gSA fdUrq ;g lqfo/kktud gksrk gS fd lHkh LykbMksa dks rS;kj
djus ds i’pkr~ gh LykbM Vªkaft'ku add fd;k tk,A lHkh LykbMksa dks rS;kj djus
ds i'pkr~ LykbM lkWVZj O;w cVu dks fDyd djuk pkfg,A ;g izLrqrhdj.k dh lHkh
LykbMksa ds FkEcusy ¼eq[; Hkkx½ dks iznf'kZr djsxkA vc vki ,fues’ku VSc dks
fDyd dj ldrs gSaA ,fues’ku Vwyckj esa] ^*Vªkaft’ku Vw fnl Vwyckj** xzqi esa mu
lHkh fodYiks dk izn'kZu gS ftudk Vªkaft’ku esa ç;ksx fd;k tk ldrk gSA

fp= 8-13 % ¼[k½ LykbM Vªkaft'ku
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;gka vki ohfM;ksa vkSj lkmaM bQSDV Vªkaft’ku dh xfr] ekml ds fDyd ij ewo djs
;k çhlsV Vkbe ds i’pkr~ Lopkfyr :i ls QhplZ vkfn dk p;u dj ldrs gSaA

8-9 LykbM 'kks

çLrqrhdj.k ds iwjk gksus ds i’pkr~] bls LykbM 'kks O;w esa n’kZdksa dks fn[kk;k tk
ldrk gSA bl O;w esa LykbM ,d&,d djds iznf'kZr gksrh gSaA ,d LykbM] ftls
add fd;k x;k gS] Vªkaft’ku çHkko ds lkFk LØhu ij çnf’kZr gksrh gSA tc LykbM
iznf'kZr gksrh gS] izLrqrhdj.k esa 'kkfey fd, x, dLVe ,fues'ku bQSDVksa ij iz;ksx
djds mlesa 'kkfey oLrq,a Hkh ,d&,d djds iznf'kZr gksrh gSaA

vf/kdrj ekeyksa esa] ,d çLrqrhdj.k oDrk n~okjk çLrqr fd;k tkrk gSA mnkgj.k
ds fy,] ;fn ,d v/;kid fdlh fo"k; dks i<kus ds fy, çLrqrhdj.k dk ç;ksx
djrk gS rks ml le; og v/;kid gh oDrk gksxkA LykbMksa dks ewo djus ds fy,&
Q‚oZMZ ;k cSdoMZ&dhcksMZ ;k ekml dk ç;ksx fd;k tk ldrk gSA dbZ ckj ,slh
vko';drk gksrh gS fd LykbM dks iwoZfu/kkZfjr le; varjky ij Lopkfyr :i ls
pykus dh vko';drk gksrh gSA ,slk le; dks lsV djds fd;k tk ldrk gS tc
çLrqrhdj.k esa LykbM Vªkaft’ku dks add fd;k tkrk gSA

8-10 uewus (Specimen)

ikoj IokbaV dks csgrj <ax ls le>us ds fy, vkidks fo"k; dk p;u djuk pkfg,
vkSj ml fo"k; ij çLrqrhdj.k rS;kj djuk pkfg,A mnkgj.k ds :i esa vki vaxzsth
Hkk"kk esa laKk (Noun) fo"k; ij VîqVksfj;y rS;kj dj ldrs gSaA çLrqrhdj.k LykbM
uhps nh xbZ gSA vki Lora= :i ls vius fopkjksa dk izLrqrhdj.k esa izdV dj ldrs
gSaA bl izLrqrhdj.k dks rS;kj djus ds fy, vkidks vkxs fn, x, pj.kksa dk
vuqlj.k djuk pkfg, %

fp= 8-14 ¼d½

laKk

fgUnh ikB
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fp= 8-14 ¼[k½

fp= 8-14 ¼x½

fp= 8-14 ¼?k½

fp= 8-14 ¼M½
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fp= 8-14 ¼,Q½

fp= 8-14 ¼th½

1- ikoj IokbaV dks LVkVZ djsaA

2- ,d mi;qDr uke ds lkFk bl Qkby dks lso djsaA

3- VkbVy IyslgksYMj esa ikB Nouns Vkbi djsa vkSj (English Lesson) esa
{kekfpr IyslgksYMj Vkbi djsaA

4- ubZ [kkyh LykbM dks balVZ djsaA

d- LykbM ls VSDlVckWDl dks balV djsa vkSj VSDlVckWDl esa Noun dh
ifjHkk"kk dks Vkbi djsaA

[k- okafNr fDyi vkVZ dks balVZ djsaA

x- ikB Person, place, thing, Rashmi, Paris, Computer ds fy, VSDLV
ckWDl dks balVZ djsaA

?k- bu VSD~LV c‚Dlksa esa lacaf/kr ikB dks Vkbi djsa vkSj rRi'pkr~ LykbM
esa bu lHkh rRoksa dks mi;qDr LFkku ij j[ksaA

5- ubZ [kkyh LykbM dks balVZ djsaA

d- nks VSDLV c‚Dl dks balVZ djsaA

[k- çFke VSDLV c‚Dl esa "Types of Nouns"" ikB dks Vkbi djsaA

x- nwljs VSDLV ckWDl esa pkj izdkj ds Nouns ds uke rFkk ifjHkk"kkvksa
lfgr vad;qDr lwph dk lt̀u djsaA
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6- ,d ubZ [kkyh LykbM dks balVZ djsaA

d- vki fiNyh LykbM ds nwljs VSDLV ckWDl dks d‚ih djds orZeku
LykbM esa isLV dj ldrs gSaA vc blesa Proper Noun dh ifjHkk"kk dks
j[ksa vkSj vU; ifjHkk"kkvksa dks fMyhV dj nsaA oSdfYid :i ls vki u,
VSDLV ckWDl dks balVZ djds Proper Noun dh ifjHkk"kk dks Vkbi dj
ldrs gSaA

[k- okafNr fDyi vkVZ dks balVZ djsaA

x- ikB Person, place, thing, Rashmi, Paris, Computer ds fy, VSDLV
ckWDlksa dks balVZ djsaA

?k- bu VSD~LV c‚Dlksa esa lacaf/kr ikB dks Vkbi djsa vkSj rRi'pkr~ LykbM
esa bu lHkh rRoksa dks mi;qDr LFkku ij j[ksaA

7- 'ks"k rhu LykbMksa dks cukus ds fy, pj.k la-6 dks nksgjk,aA

8- fMtkbu Vwyckj dks [kksyus ds fy, fMtkbu VSc dks fDyd djsaA

9- Fkhe xzqi dh nk;ha vksj fn, x, ,sjks (More) dks fDyd djsaA ;g ikoj IokbaV
esa miyC/k lHkh ekud Fkheksa dks fn[kk nsxkA

fp= 8-15 % çLrqrhdj.k esa Fkhe dk ç;ksx djuk

10- vki çLrqrhdj.k ds fy, fdlh Hkh mi;qDr Fkhe dk p;u dj ldrs gSaA
çLrqr mnkgj.k esa Foundry Fkhe dk p;u fd;k x;k gSA
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11- izHkkoh çLrqrhdj.k dks lso djus ds fVi n'kZdksa ds le{k izLrqrhdj.k ds fy,
rS;kj gSA fdUrq bls fdlh vkSj dks fn[kkus ls iwoZ vki Lo;a bls ns[k ysa rkfd
fdlh izdkj dh v'kqf) dks Bhd fd;k tk ldsA vki vius izLrqrhdj.k dks
vkSj vkd"kZd cukus ds fy, mi;qDr dLVe ,fues'ku rFkk LykbM Vªkaft'ku
dks 'kkfey dj ldrs gSaA

8-11 çHkkoiw.kZ çLrqrhdj.k ds fy, eq[; ckrsa

vc ,d ikoj IokbaV izLrqrhdj.k dh fof/k dk Kku çkIr ds i’pkr vkidks ,d
çLrqrhdj.k dks çHkkoiw.kZ cukus laca/kh eq[; ckrksa dks Hkh lh[kuk pkfg,A ,d
çHkkoiw.kZ çLrqrhdj.k og gksrk gS ftlesa lans’k dks Li"V rFkk jkspd :i esa çLrqr
fd;k tkrk gSA ,d çHkkoiw.kZ çLrqrhdj.k ds lt̀u ds fy, vkidks fuEufyf[kr
ckrksa dks /;ku esa j[kuk pkfg,%

1- mi;qDr QksaV dk ç;ksx djsa

 Qsl & ,sls QkSaV Qsl dk ç;ksx djsa tks lqanj gks rFkk n’kZdx.k mls
lqxerk ls i<+ ldsaA lkekU; :i ls] Sans Serif font ¼tSls] Arial,
Helvetica, Trebuchet ms, or Calibri) vkfn gksrs gSa vkSj 'kh"kZd vkfn ds
fy, 'kSfj¶l ikB ds fy, QkSaV lkekU; ltkoVh QkSaaV mi;qDr gSaA

•  vkdkj & ¼lkbt½ QksaV vkdkj cgqr NksVk ;k cgqr cM+k ugha gksuk
pkfg,A lkekU; ikB ds fy, 18 QksaV lkbt dks mi;qDr ekuk tkrk gS
vkSj 'kh"kZdksa o mi’kh"kZdksa ds fy, blls cM+s QksaV lkbtksa dk ç;ksx
fd;k tk ldrk gSA

•  jax & ¼dyj½ xgjs jax ds ikB dks gyds cSdxzkmaM esa rS;kj djuk
pkfg,A ;fn fdlh dkj.ko’k vkidks xgjs jax ds cSdxzkmaM dh vko';drk
gS rks ogka QksaV dyj gYds jax dk ç;ksx djsa ¼tSls lQsn] Øhe] gydk
Hkwjk] vkfnA½

2- çfr LykbM ,d lans’k% ,d gh LykbM esa cgqr lkjs lans’k çLrqr djus dk
ç;kl u djsaA blls n’kZdksa dk /;ku Hkax gks ldrk gS vkSj os Hkzfer gks ldrs
gSa fd vki D;k lans’k çLrqr djuk pkgrs gSaA ,d LykbM esa ,d 'kh"kZd] dqN
cqysV] ,d ;k nks Nfo;ka gksuh pkfg,A ;gka ikB ds :i esa iSjkxzkQksa dk ç;ksx
fcYdqy ugha gksuk pkfg,A

3- fu;af=r ,fues’ku vkSj Vªkaft’ku% O;kid Lrj ij dLVe ,fues’ku vkSj
LykbM Vªkath’ku çHkko ,d vPNk fopkj çrhr gksrk gS fdUrq okLro esa ;g
n’kZdksa dks Hkzfer djrk gSA tgka rd laHko gks lds tfVy dLVe ,fues’ku
çHkkoksa ls cpuk pkfg,A Vªkaft’ku ds fy, Hkh lk/kkj.k çHkkoksa dk ç;ksx fd;k
tkuk pkg,A
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4- v‚fM;ks&ohfM;ks vko';drk % vko';drk gksus ij gh v‚fM;ks&ohfM;ks
dk ç;ksx djsaA bldk ç;ksx djrs le; ;g lqfuf'pr dj ysa fd ohfM;ksa
mPp xq.koRrk okyk gks vkSj v‚fM;ksa Li"V Jo.k;ksX; /ofu okyk gksA dLVe
,fues’ku ds lkFk miyC/k bufcYV v‚fM;ksa bQSD~V~l dk ç;ksx u djsaA

5- lkaf[;dh % tgka dgha laHko gks] ppkZ ds fcanqvksa dks çnf’kZr djus ds fy,
lkaf[;dh; vkadM+ksa rFkk pkVksaZ dk ç;ksx fd;k tkuk pkfg,A lkaf[;dh; pkVZ
,d O;kid fopkj dks de 'kCnksa esa çLrqr dj nsrs gSaA

8-12 dhcksMZ 'kkVZdV

vf/kdrj dhcksMZ 'k‚VZdV tks vkius oMZ çkslslj rFkk LçsM’khV esa lh[ks gSa tSls dV]
d‚ih] isLV] QkSaV lkbt c<kuk] QkSaV lkbt de djuk vkfn] ikoj IokbaV esa Hkh
leku :i ls ç;ksx gksrs gSaA

,e,l ikoj IokbaV esa vkSj vf/kd 'k‚VZdV gksrs gSaA buesa ls lokZf/kd egRoiw.kZ
'k‚VZdV os gSa ftudk ç;ksx LykbM 'kks ds nkSjku fd;k tkrk gSA ;s 'k‚VZdV gSa%

fØ;k

çLrqrhdj.k dks vkjaHk ls 'kq: djsa

vxys ,fues’ku dks çLrqr djsa ;k vxys
LykbM esa tk,a

fiNys ,fues’ku dks çLrqr djsa ;k fiNyh
LykbM esa tk,a

LykbM la[;k esa tk,a

[kkyh CySd LykbM çnf’kZr djuk ;k
[kkyh CySd LykbM ls çLrqrhdj.k esa
okil tkuk

[kkyh OgkbV LykbM çnf’kZr djuk ;k
[kkyh OySd LykbM ls izLrqrhdj.k esa
okil tkuk

çLrqrhdj.k dk lekiu

'k‚VdVZ esuw çnf’kZr djuk

çLrqrhdj.k ds nkSjku fu;a=.kksa dh lwph
dks çnf’kZr djuk

dhcksMZ 'k‚VZdV

F5

N, ENTER, PAGE DOWN, RIGHT
ARROW, DOWN ARROW, ROW OR
SPACEBAR

P, PAGE UP, LEFT ARROW, UP AR-
ROW, OR BACKSPACE

Number+ENTER

B OR PERIOD

W OR COMMA

ESC OR HYPHEN

SHIFT+ F10

F1
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ikBxr ç’u 8-2

1- lgh ;k xyr crk,a&

d- ge LykbM esa IyslgksYMj ds LFkku dks ifjofrZr dj ldrs gSaA

[k- ge [kkyh LykbM esa fdlh çdkj dh lwpuk çLrqr ugha dj ldrs gSaA

x- ikB rFkk Nfo nksuksa esa LiS'ky bQSDV çLrqr fd, tk ldrs gSaA

?k- dLVefues’ku LykbM Vªkaft’ku ds leku gh gksrk gSA

M- LykbM ’kks O;w esa lHkh LykbMsa ,d lkFk fn[kkbZ nsrh gSaA

2- fjDr LFkkuksa dh iwfrZ dhft,&

d- ---------------------------- dk ç;ksx djds LykbM esa çR;sd rRo dks ,fuesfVM
fd;k tkrk gSA

[k- n’kZdksa dks vafre çLrqrhdj.k çLrqr djrs le; ---------------------------- O;w
dk ç;ksx fd;k tkrk gSA

x- Vªkaft’ku çHkko ---------------------------- O;w esa fn[krs gSaA

?k- LykbM ’kks ds nkSjku ,d CySad LykbM dks çnf’kZr djus ds fy, ------
---------------------- dhcksMZ 'k‚VZdV dk ç;ksx fd;k tkrk gSA

M- çLrqrhdj.k esa LykbMksa dks 'kkfey djus ds fy, nks izdkj ds ,fues’ku
;Fkk ---------------------------- vkSj ---------------------------- dk ç;ksx fd;k tkrk gSA

8-13 lkjka’k

fØ;k

u, çLrqrhdj.k dk lt̀u

u, LykbM ysvkmV dk p;u

LykbM dks 'kkfey djsa

LykbM dks fMyhV djsa

çLrqrhdj.k ds O;w dks cnysa

fof/k

Qkby ij fDyd djsa   U;w

Q‚esZV LykbM dk p;u djsa    ysvkmV

balVZ dk p;u djsa U;w LykbM

LØhu LykbM dks fMLIys djsa vkSj rRi'pkr~
Choose  edit   delete slide

fupys ck;sa dksus ij LykbM l‚VZj] vkmVykbu]
;k uksV~l isftl dks fDyd djsaA
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twe bu ;k twe vkmV

L]ykbMksa] vkmVykbu] gSaMvkmV
dks fçaV djsa

LykbM ysvkmV dks cnysa

VSDlV vkWCtSDV esa ikB dks ,aVj
djsa

u, VSDLV v‚CtsDV dk lt̀u
djsa

v‚Vks 'ksi cuk,a

v‚Vks’ksi dks fLop djsaA

VSEiysV dk p;u djsaA

ikB QkaV] L]Vkby] jax dks cnysa

Vwyckj ij twe daVªksy Vwy esa twe çfr’kr
dks Vkbi djsa] ;k twe Mk;y‚x c‚Dl dks
çnf’kZr djus ds fy, O;w & twe dk p;u
djsaA

Qkby dk p;u djsa & fçaV Mk;y‚x ;k
Lihdj uksV~l dks fMLIys djus ds fy, fizaV

 ckWDl vkSj rRi'pkr ?kVd dk p;u djsa
fd D;k fizaV djuk gSA

LykbM ysvkmV cVu dks fDyd djsa vkSj
rRi'pkr U;w LykbM Mk;y‚x c‚Dl esa ysvkmV
ij Mcy fDyd djsaA

VSDLV v‚CtsDV dks fDyd djsa vkSj Vkbfiax
vkjaHk dj nsaA

Mªkbax Vwy ckj esa VSDLV Vwy dk p;u djsa
vkSj ekÅl IokbaVj dks MªSx djds VSDLV
v‚CtsDV dks Mªk djsaA

Mªkbax Vwy dks lySDV djsa vkSj ekÅl IokbaVj
dks MªSx djsa] tc 'ks"k vkidh bPNk ds vkdkj
dh gks tk, rks ekml cVu dks fjyht dj
nsaA

ml vkdkj dk p;u djsa ftls vki ifjofrZr
djuk pkgrs gSa( rRi'pkr~ Mªk psat v‚Vks’ksi ls
'ksi dk p;u djsaA çnf’kZr gksus okys esuw ls
u, 'ksi dk p;u djsaA

Q‚esZV dk p;u djsa & izLrqrhdj.k VSEiysV

Q‚esZV QkSaV dk p;u djsaA

jkstxkj dkS’ky % çk;ksxkRed dk;Z

1- çHkkoiw.kZ ikoj IokbaV izLrqrhdj.k ds lt̀u laca/kh fofHkUu ckrksa dk irk
yxkus ds fy, baVjusV dks lQZ djsaA

2- çLrqrhdj.k lk¶Vos;j dk ç;ksx djrs gq, fdlh daiuh ds çksQkby ij
izLrqrhdj.k dk lt̀u djsa ftlesa VSDLV ,fues’ku ds QhplZ dk ç;ksx
djsa] rFkk fdlh ,d LykbM esa dEiuh dh Nfo fp= dks balVZ djsaA
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 3- le; çca/ku ds egRo ij dqy 10 LykbM dk ,d ikoj IokbaV çLrqrhdj.k
rS;kj djsaA fdlh ,d LykbM esa fDyi vkVZ dks balVZ djsa vkSj fcanq okj :i
ls çLrqr djus ds fy, cqysVksa dk ç;ksx djsaA  /ofu çHkkoksa ds lkFk gYds
gjs jax dk cSdxzkmaM rS;kj djsaA

8-14  ikBkar ç’u

1- çLrqrhdj.k iSdstksa dk ç;ksx D;ksa fd;k tkrk gS\ nks lokZf/kd yksdfç;
çLrqrhdj.k iSdstksa ds uke crk,aA

2- ikoj IokbaV esa ç;qDr gksus okyh Qkbyksa dk ,D’kVsa'ku D;k gS\

3- çLrqrhdj.k esa LykbMksa dh D;k Hkwfedk gksrh gS\

4- çLrqrhdj.k ds LykbM O;w vkSj LykbM vkmVykbu O;w ds chp ds varj dks
Li"V”djsaA

5- uksV~l iSu dk ç;ksx D;ksa fd;k tkrk gS\

6- u‚eZy O;w vkSj LykbM l‚VZj O;w ds chp ds varj dks Li"V djsaA

7- LykbV ysvkmV ls vki D;k le>rs gSa\ ikoj IokbaV esa miyC/k fdUgha pkj
çh&fMtkbUM LykbM ysvkmVksa ds uke crk,aA

8- dLVe ,fues’ku vkSj LykbM Vªkaft’ku ds chp ds varj dks Li"V djsaA

9- çLrqrhdj.k ds nkSjku ;fn fuEufyf[kr dhcksMZ 'k‚VZdVksa dk ç;ksx fd;k
tkrk gS rks D;k gksxk%

d- N çsl djsa

[k- 4+ Enter çsl djsa

x- , çsl djsa

?k- B dks çsl djsa

³- Up Arrow dks çsl djsa

8-15 ikBxr ç’uksa ds mRrj

  1-1

¼d½ lgh ¼[k½ xyr ¼x½ xyr

¼?k½ lgh ¼M½ xyr
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 1-2

¼d½ pptx ¼[k½ VkbVy] lcVkbVy ¼x½ Lykbt+

¼?k½ LykbM ¼M½ uksV~l

 1-3

¼d½ lgh ¼[k½  xyr ¼x½  lgh

¼?k½ xyr ¼M½ xyr

 1-4

¼d½ dLVe ,fues’ku ¼[k½ LykbM ’kks ¼x½  LykbM ’kks

¼?k½  ch ;k ihfj;M ¼M½ dLVe ,fues'ku] LykbM Vªkaft’ku

8-16  vfrfjDr f’k{k.k

1 baVjusV esa fofHkUu çLrqrhdj.k VsEiysV fu’kqYd:i ls miyC/k gSaA mu
osclkbVksa dh lwph rS;kj djsa tgka ls bUgsa MkmuyksM fd;k tk ldrk gSA

2- gSYibZV ;k miyC/k ikoj Iok;aV ¼F1 dks izsl djsa½A ekLVj LykbMksa dh
lgk;rk ysdj iz;ksx djsaA

8-17 lkewfgd xfrfof/k

1- Hkkjr esa lkoZtfud {ks= dh daifu;ksa ls lacaf/kr lwpuk ,d= djsa vkSj muds
mís’;ksa vkSj lekt o vkfFkZd fodkl ds {ks= esa muds ;ksxnku dk o.kZu djrs
gq, ,d çLrqrhdj.k rS;kj djsaA

2- fofHkUu çdkj ds dhcksMZ rFkk Vkbfiax dh fof/k;ksa ij lwpuk ,d= djsaA  bl
laca/k esa ,d laxr çLrqrhdj.k rS;kj djsaA

3- Hkkjr ds ukscy iq#Ldkj fotsrkvksa dh lwph rS;kj djsa vkSj ,d laxr
çLrqrhdj.k rS;kj djsaA

4- fdlh Lora=rk lsukuh dh thouh dks çLrqr djus ds fy, baVjusV ls lwpuk
,d= djsa vkSj ml ij ,d çLrqrhdj.k rS;kj djsaA

5- vius ifjokj ds lkFk eukbZ xbZ Nqfê;ksa ij vkB LykbMksa dk ,d çLrqrhdj.k
rS;kj djsaA

 çFke LykbM esa vkids }kjk Hkze.k fd, x, {ks=ksa ds ukeksa lfgr mudk
ifjp; çLrqr djsa vkSj bldk 'kh"kZd ,fj;y gksuk pkfg,A VSDLV
bVSfyDl] cksYM o lkbt 44A
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 'ks"k LykbMksa esa vkids }kjk Hkze.k fd, x, cktkjksayksa’k‚fiax rFkk]
Lekjdksa] laxzgky;ksa esa ikB LykbM fp=ksa dks 'kkfey fd;k tk,xkA
ikdksaZ vkfn dk mudh Nfo@,fuesfVM gksxkA

8-18 lanHkZ

1- ekbZØksl‚¶V v‚fQl ¼dk;kZy;½ VZfDod LVk% xkWMZu iSMfod] Los IyEyh] Msch
okYdksoLdh( fçafVd g‚y eSdfeyu dEI;wVj ifCyf’kax jhfçaVA

2- dEI;wVj QaMkesaVy & Mk- lq’khyk enku
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9-1 ifjp;

lHkh nLrkostksa] i=ksa] fjiksVksaZ] iqLrdksa] vuqla/kku vfHkys[kksa] 'kks/k fuca/kksa] Fkhfll vkfn
dks loZçFke elkSnk :i esa gh rS;kj fd;k tkrk gSA bu elkSnksa dks eqæ.k ¼fçafVax½
ds fy, vafre :i fn, tkus ls iwoZ ckj&ckj rFkk vusdksa ckj i<+k tkrk gSA bu
elkSnksa esa vusd ifjo/kZu] foyksiu] la'kks/ku vkfn fd, tkrs gSaA bu ifjorZuksa dks
elkSnksa ij çwQ jhfMax ds ekud fpàksa@ladsrksa }kjk çnf’kZr fd;k tkrk gSA

,d dEI;wVj v‚ijsVj dks çwQ jhfMax ds fpàksa@ladsrksa dks le>us esa fuiq.k gksuk
pkfg, vkSj elkSnksa dks vafre :i nsus rFkk fçafVM çfr;ka çkIr djus ls iwoZ v’kqf);ksa
dks Bhd djus dh {kerk gksuh pkfg,A

fiNys ikB esa vkius ^ikoj IokbaV çLrqrhdj.k* ds varxZr ,d çLrqrhdj.k ds
l`tu] mls [kksyus o lso djus dh fof/k] LykbMksa dh vo/kkj.k] LykbM ysvkmV]
LykbM rS;kj djus dh fof/k] Lis’ky  bQSDV çLrqr djus] ,fues’ku] LykbM 'kks
rFkk dh cksMZ 'k‚VZdV laca/kh Kku çkIr fd;k gSA

bl ikB esa vki çwQ jhfMax] ekud çwQ 'kqf) fpàksa@ladsrksa] rFkk  çwQ jhfMax ds
i’pkr~ vius dEI;wVj esa nLrkost dks vafre :i nsus lac/kh lko/kkfu;ksa vkSj çfØ;k
dk Kku çkIr djsaxsA

9-2 mís';

bl ikB dk v/;;u djus ds i’pkr vki fuEufyf[kr Kku çkIr djsaxs%

çwQ jhfMax ds vFkZ dks tku ik,axs(

9

izwiQ jhfMax
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çwQ jhfMax ds fofHkUu fpàksa dks igpku dj le> ik,axs(

çwQ jhM fd, x, nLrkost esa n’kkZbZ xbZ v’kqf);ksa dks Bhd dj ik,axs(

çwQ jhM fd, x, nLrkost dks vafre :i nsus dh çfØ;k dks igpku ik,axs(

,d nLrkost dks çwQ jhM djrs le; viukbZ tkus okyh lko/kkfu;ksa dks tku
ik,axsA

9-3 f’k{k.k {kerk,a
bl ikB ds v/;;u ds i’pkr~ vki fuEufyf[kr {kerk,a çkIr dj ik,axs%

çwQ jhfMax fpàksa@ladsrksa dk ç;ksx djrs gq, nLrkostksa dh lgh <ax ls çwQ
jhfMax dj ldsaxsA

igpku ldsaxs fd dkSu&lh =qfV;ka ckj&ckj gqbZ gSa rkfd mudh iqujko`fÙk dks
jksdus ds fy, mik; fd, tk ldsaA

9-4 izwQ jhfMax % vFkZ
çwQ jhfMax dk vFkZ çdk’ku ls iwoZ fdlh gLrys[k] Vkbiys[k ;k eqfær çfr dh
v’kqf);ksa dks 'kq) djuk gSA O;kid –f"Vdks.k ls] çwQ jhfMax ,d çfr esa mifLFkr
gksus okys fooj.kksa dk gj çdkj dk lR;kiu gSA fdUrq lkekU; :i ls bldk vFkZ
eqæ.k laca/kh =qfV;ksa dks 'kq) djuk gSA çwQ jhMj }kjk fd, tkus okys okafNr
ifjorZuksa dks LFkkfir dksMksa }kjk n’kkZ;k tkrk gS tks fd lkekU; ç;ksx ds fy,
ekudh—r gksrs gSaA

çwQ jhfMax dks Vad.k laca/kh =qfV;ksa vkSj O;kdj.k] 'kSyh rFkk orZuh dh v’kqf);ksa dk
irk yxkus o mUgsa 'kq) djus ds fy, izfr;ksa dh  /;kuiwoZd tkap dh çfØ;k ds :i
esa Hkh ifjHkkf"kr fd;k tk ldrk gSA

9-5 çwQ jhfMax fpà@ladsr

çwQ jhfMax ds {ks= esa lkekU; :i ls ç;ksx gksus okys fpà@ladsr fo|eku gSa vkSj
budk ç;ksx yxHkx leku iSVuZ ls fd;k tkrk gSA,d nLrkost gkFkksa ls fy[kk gks
ldrk gS ;k fçafVax çsl esa eqfær gks ldrk gSA  Vkbi djus ls igys@lgh <ax ls
eqfær djus ls igys bl nLrkost dks vafre :i çnku djus ds fy, iqu% i<+k tkrk
gSA nLrkost ds elkSns dks i<+rs le;] dqN ifjorZu] foyksiu] vk’kks/ku vkfn fd,
tkrs gSaA elkSnk nLrkost i<+us okys O;fä }kjk bu ifjorZuksa] foyksiuksa]
vk’kks/kuksa  vkfn dks çwQ jhfMax ds ekud fpàksa@ladsrksa }kjk çnf’kZr fd;k tkrk gSA
çwQ jhfMax fpà] fd, tkus okys ifjorZu dk fof’k"V C;kSjk çLrqr djrs gq, ekftZu
ij fn;s tkrs gS vkSj lkFk gh fo"k; ij Hkh fpà fn;s tkrs gSa] tgka ifjorZu ’kqf) dh
tkuh gSA
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çwQjhfMax fpà@ladsr

ladsr

#

Eq. #

NP

or

//

vFkZ

Lisl nsa

'kCnksa ds chp ds varj dks leku djsa

;k flaxy ykbu Lisl nsaA

u;k iSjkxzkQ

dksbZ u;k iSjkxzkQ ughaA ^^ju vku**

djsa iSjkxzkQ dk] ykbu ds lkFkA

mnkgj.k & 'kqf) ls iwoZ ¼elkSnk½

lgdkjh lfefr esa lnL;ksa dk nkf;Ro muds

}kjk va'knku dh xbZ iawth rd gh lhfer

gksrk gSA

lgdkjh lfefr esa lnL;ksa dk nkf;Ro    muds

}kjk va'knku dh xbZ iawth rd gh lhfer

gksrk gSA

lgdkjh lfefr esa lnL;ksa dk nkf;Ro  muds

}kjk va'knku dh xbZ iawth rd gh lhfer

gksrk gSA lfefr ds nkf;Roksa ds izfr mudk

O;fDrxr nkf;Ro ugha gksrk gSA   ,d ljdkjh

lfefr dk ,d i`Fkd dkuwuh vfLrRo gksrk

gSA ;g vfLrRo vius lnL;ksa dh e`R;q]

fnokfy;kiu] ikxyiu ;k LFkk;h v{kerk ds

dkj.k izHkkfor ugha gksrk gSA

lgdkjh lfefr esa lnL;ksa dk nkf;Ro  muds

}kjk va'knku dh xbZ iawth rd gh lhfer

gksrk gSA

lfefr ds nkf;Roksa ds izfr mudk

O;fDrxr nkf;Ro ugha gksrk gSA  ,d ljdkjh

lfefr dk ,d i`Fkd dkuwuh vfLrRo gksrk

gSA

mnkgj.k 'kqf) ds i'pkr ¼vafre nLrkost½

lgdkjh lfefr esa lnL;ksa dk nkf;Ro muds }kjk va'knku

dh xbZ iawth rd gh lhfer gksrk gSA

lgdkjh lfefr esa lnL;ksa dk nkf;Ro muds }kjk va'knku

dh xbZ iawth rd gh lhfer gksrk gSA

lgdkjh lfefr esa lnL;ksa dk nkf;Ro  muds }kjk va'knku

dh xbZ iawth rd gh lhfer gksrk gSA lfefr ds nkf;Roksa

ds izfr mudk O;fDrxr nkf;Ro ugha gksrk gSA

,d ljdkjh lfefr dk ,d i`Fkd dkuwuh vfLrRo gksrk

gSA ;g vfLrRo vius lnL;ksa dh e`R;q] fnokfy;kiu]

ikxyiu ;k LFkk;h v{kerk ds dkj.k izHkkfor ugha gksrk

gSA

lgdkjh lfefr esa lnL;ksa dk nkf;Ro  muds }kjk va'knku

dh xbZ iawth rd gh lhfer gksrk gSA lfefr ds nkf;Roksa

ds izfr mudk O;fDrxr nkf;Ro ugha gksrk gSA ,d

ljdkjh lfefr dk ,d i`Fkd dkuwuh vfLrRo gksrk gSA
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lgdkjh laxBuksa dh lhek,¡

lfefr ds nkf;Roksa ds izfr mudk O;fDrxr nkf;Ro

   ugha gksrk gSA

lfefr ds nkf;Roksa ds izfr mudk  O;fDrxr

nkf;Ro ugha gksrk gSA ,d ljdkjh lfefr dk

  ,d i`Fkd dkuwuh vfLrRo gksrk gSA

lgdkjh lfefr esa lnL;ksa dk nkf;Ro  muds

}kjk va'knku dh xbZ iawth rd gh lhfer gksrk

gSA lfefr ds nkf;Roksa ds izfr mudk O;fDrxr

nkf;Ro ugha gksrk gSA ,d ljdkjh lfefr dk

,d i`Fkd dkuwuh vfLrRo gksrk gSA ;g vfLrRo

vius lnL;ksa dh e`R;q] fnokfy;kiu] ikxyiu

;k LFkk;h v{kerk ds dkj.k izHkkfor ugha gksrk

gSA

;g vfLrRo vius lnL;ksa dh èR;q] fnok  fy;kiu]

ikxyiu ;k LFkk;h v{kerk ds dkj.k izHkkfor

ugha gksrk gSA

'kh"kZd dks lsaVªykbt djsa

fMyhVA fçaV ugha djuk gSA

ldZy ds Hkhrj ds 'kCn¼’kCnksa½ ds
QkaV lkbt dks cnysaA

;Fkkor jgus nsaA uhps dh xbZ 'kqf)
dks u ns[ksa
;k
fMyhV fd, x, 'kCnksa dks u gVk,aA

Dykst vi

lgdkjh laxBuksa dh lhek,¡

lfefr ds nkf;Roksa ds izfr mudk O;fDrxr

nkf;Ro ugha gksrk gSA

lfefr ds nkf;Roksa ds izfr mudk  O;fDrxr

nkf;Ro ugha gksrk gSA ,d ljdkjh lfefr

dk ,d i`Fkd dkuwuh vfLrRo gksrk
gSA

lgdkjh lfefr esa lnL;ksa dk nkf;Ro  muds

}kjk va'knku dh xbZ iawth rd gh lhfer

gksrk gSA lfefr ds nkf;Roksa ds izfr mudk

O;fDrxr nkf;Ro ugha gksrk gSA ,d ljdkjh

lfefr dk ,d i`Fkd dkuwuh vfLrRo gksrk

gSA ;g vfLrRo vius lnL;ksa dh e`R;q]

fnokfy;kiu] ikxyiu ;k LFkk;h v{kerk ds

dkj.k izHkkfor ugha gksrk gSA

;g vfLrRo vius lnL;ks a dh e`R;q]

fnokfy;kiu] ikxyiu ;k LFkk;h v{kerk ds

dkj.k izHkkfor ugha gksrk gSA

Ctr.

X

or

D

Stet.

( 
 )

( 
 )
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Trs.

vaMjykbu fd, x, 'kCn ¼’kCnksa½
dks bVSfyDl djsa

v{kjksa dks cksYM djsaA

o.kksa Z dk n’kkZ, vuqlkj LFkku
ifjofrZr djsaA

'kCnksa dk n’kkZ, vuqlkj LFkku
ifjofrZr djsaA

ck;ha vksj ewo djsa

nk;ha vksj ewo djsa

tfLVQkb ,ykbuesaV ¼ck;ka vkSj
nk;ka gkf’k;k½

,d ljdkjh lfefr dk ,d ìFkd dkuwuh vfLrRo

gksrk gSA

ljdkjh lfefr

lgdkjh lfefr esa lnL;ksa dk nkfR;o  muds

}kjk va'kknu dh xbZ iawth rd gh lhfer gksrk

gSA

lgdkjh lfefr esa lnL;ksa dk nkf;Ro  muds

va'knku }kjk dh xbZ iawth rd lhfer gh gksrk

gSA

      lgdkjh lfefr esa lnL;ksa dk nkf;Ro

muds va'knku }kjk dh xbZ iawth rd lhfer gh

gksrk gSA

lgdkjh lfefr esa lnL;ksa dk nkf;Ro

muds va'knku }kjk dh xbZ iawth rd lhfer gh

gksrk gSA

lgdkjh lfefr esa lnL;ksa dk nkf;Ro  muds

}kjk va'knku dh xbZ iawth rd gh lhfer gksrk

gSA lfefr ds nkf;Roksa ds izfr mudk

O;fDrxr nkf;Ro ugha gksrk gSA

,d ljdkjh lfefr dk ,d i`Fkd dkuwuh vfLrRo

gksrk gSA

ljdkjh lfefr

lgdkjh lfefr esa lnL;ksa dk nkf;Ro  muds }kjk

va'knku dh xbZ iawth rd gh lhfer gksrk gSA

lgdkjh lfefr esa lnL;ksa dk nkf;Ro  muds }kjk

va'knku dh xbZ iawth rd gh lhfer gksrk gSA

lgdkjh lfefr esa lnL;ksa dk nkf;Ro  muds }kjk

va'knku dh xbZ iawth rd gh lhfer gksrk gSA

lgdkjh lfefr esa lnL;ksa dk nkf;Ro  muds }kjk

va'knku dh xbZ iawth rd gh lhfer gksrk gSA

lgdkjh lfefr esa lnL;ksa dk nkf;Ro  muds }kjk

va'knku dh xbZ iawth rd gh lhfer gksrk gSA lfefr

ds nkf;Roksa ds izfr mudk O;fDrxr nkf;Ro ugha

gksrk gSA

mn

Trs.
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lgdkjh lfefr esa lnL;ksa dk nkf;Ro  muds

}kjk va'knku dh xbZ iawth rd gh lhfer gksrk

gSA lfefr ds nkf;Roksa ds izfr mudk O;fDrxr

nkf;Ro ugha gksrk gSA ,d ljdkjh lfefr dk

,d i`Fkd dkuwuh vfLrRo gksrk gSA

lfefr ds nkf;Roksa ds izfr mudk O;fDrxr nkf;Ro

ugha gksrk gS

lgdkjh lfefr esa lnL;ksa dk nkf;Ro muds

}kjk va'knku dh xbZ iawth rd gh lhfer gksrk

gSA

,d ljdkjh lfefr dk ,d ìFkd dkuwuh  vfLrRo

gksrk gSA

,d dEI;wVj flLVe dh vk/kkjHkwr fo'ks"krkvksa
dk mYys[k djsa

lfefr ds nkf;Roksa ds izfr   mudk O;fDrxr

nkf;Ro ugha gksrk gSA

lfefr ds nkf;Roksa ds izfr ( mudk O;fDrxr

nkf;Ro ugha gksrk gSA

lgdkjh lfefr esa lnL;ksa dk nkf;Ro  muds }kjk

va'knku dh xbZ iawth rd gh lhfer gksrk gSA lfefr

ds nkf;Roksa ds izfr mudk O;fDrxr nkf;Ro ugha

gksrk gSA ,d ljdkjh lfefr dk ,d i`Fkd dkuwuh

vfLrRo gksrk gSA

lfefr ds nkf;Roksa ds izfr mudk O;fDrxr nkf;Ro

ugha gksrk gSA

lgdkjh lfefr esa lnL;ksa dk nkf;Ro] muds }kjk

va'knku dh xbZ iawth rd gh lhfer gksrk gSA

,d ljdkjh lfefr dk ,d i`Fkd dkuwuh&vfLrRo

gksrk gSA

,d dEI;wVj flLVe dh vk/kkjHkwr fo'ks"krkvksa dk
mYys[k djsa\

lfefr ds nkf;Roksa ds izfr % mudk O;fDrxr nkf;Ro

ugha gksrk gSA

lfefr ds nkf;Roksa ds izfr ( mudk O;fDrxr nkf;Ro

ugha gksrk gSA

.

    -

ck;ha vksj ds gkf’k;s dks lh/kk djsaA

iw.kZ fojke yxk,aA

d‚ek yxk,aA

gkbQu yxk,a

ç’uokpd fpà dks yxk,aA

 dksyu fpà yxk,aA

lseh&dksyu dks yxk,aA

,

    ?

    :

    ;
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   lfefr ds nkf;Roksa ds izfr    mudk O;fDrxr

nkf;Ro ugha gksrk gSA

,d ljdkjh lfefr dk ,d i`Fkd dkuwuh

vfLrRo gksrk gS

lgdkjh lfefr esa lnL;ksa dk

nkf;Ro  muds }kjk va'knku

dh xbZ iawth rd   gksrk gSA

lfefr ds nkf;Roksa ds izfr

mudk O;fDrxr nkf;Ro ugha

gksrk gSA

lfefr ds nkfR;oksa ds izfr mudk O;fDrxr

nkf;Ro ugha gksrk gSA ,d ldjkjh lfefr dk

,d i`Fkd dkuwuh vfLrRo gksrk gSA

^^lfefr ds nkf;Roksa ds izfr** mudk O;fDrxr nkf;Ro

ugha gksrk gSA

,d ljdkjh lfefr dk ,d i`Fkd dkuwuh  vfLrRo

gksrk gS!

lgdkjh lfefr esa lnL;ksa dk nkf;Ro  muds }kjk

va'knku dh xbZ iawth rd gh lhfer gksrk gSA lfefr

ds nkf;Roksa ds izfr mudk O;fDrxr nkf;Ro ugha

gksrk gSA

lfefr ds nkf;Roksa ds izfr mudk O;fDrxr nkf;Ro

ugha gksrk gSA ,d ljdkjh lfefr dk ,d i`Fkd

dkuwuh vfLrRo gksrk gSA

“     ” Mcy bUofVZV d‚ekA

foLe;kf/kcks/ku fpà yxk,aA

;Fkk funsZ'k fo"k;oLrq dks balVZ
djsaA

orZuh dh v'kqf) dks Bhd djsaA

Lisfyax dh xyfr;k¡ Bhd djsaA

!

;k

balVZ

,lih

gh lhfer
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eqæ.k ¼fçafVax½ çslksa esa çwQ jhfMax dk;Z

eqæ.k çslksa esa çwQ jhfMax fpàksa@ladsrksa dk ç;ksx çwQ jhMjksa }kjk fd;k tkrk gSA
budk ç;ksx lekpkji=ksa rFkk fçafVax gkmlksa esa Hkh fd;k tkrk gS] tgka gj jkst cM+s
Lrj ij çwQ jhfMax dk dk;Z fd;k tkrk gSA fçafVax çslksa vkSj çdk’ku gkmlksa esa çwQ
jhfMax dk dk;Z djus okys O;fä O;kolkf;d :i ls çf’kf{kr gksrs gSaA

dk;kZy;ksa esa çwQ jhfMax dk;Z

dk;kZy;ksa esa Hkh çwQ jhfMax dk dk;Z fd;k tkrk gS tgka vf/kdkjh  ;k rks Lo;a vius
gkFkksa ls elkSnk rS;kj djrk gS ;k vius oS;fäd lgk;d ¼ih ,½ dks fMDVs’ku nsdj
mls dEI;wVj esa bldk elkSnk rS;kj djus dks dgrk gSA  vf/kdkjh }kjk rS;kj fd,
x, ;k oS;fäd lfpo }kjk Vkbi fd, x, elkSns dks i<+k tkrk gS vkSj vxj
vko';drk gks] mlesa ifjorZu] foyksiu rFkk vk’kks/ku vkfn djds mlesa dqN
'kqf);ka dh tkrh gSaA  çwQ jhfMax }kjk 'kq) fd;k x;k ;g nLrkost oS;fäd
lgk;d ;k dEI;wVj v‚ijsVj dks fn;k tkrk gS rkfd og elkSns esa n’kkZbZ xbZ
v’kqf);ksa dks Bhd djds nLrkost dks vafre :i çnku dj ldsA

çwQ jhfMax ds vusd fpà@ladsr gksrs gSaA fdUrq bl ikB esa ge dsoy mUgha fpàksa
@ladsrksa dk v/;;u djsaxs ftudk ç;ksx dk;kZy;ksa@eqæ.k çslksa esa lkekU; :i ls
gksrk gSA çwQ jhfMax ds fofHkUu fpàksa@ladsrksa dks uhps çnf’kZr fd;k x;k gSA

9-6 çwQ jhfMax ds fy, fn’kkfunsZ’k

çwQ&jhfMax ds nkSjku voyksdu fd, tkus okys dqN fn’kkfunsZ’k fuEukuqlkj gSa%

elkSns esa vkjaHk ls var rd lc dqN i<+uk pkfg,A

oS;fäd lgk;d o eqnz.k izSl esa dk;Z djus okyksa dks çwQ jhfMax fpàksa@ladsrksa
ds ç;ksx dk iw.kZ Kku gksuk pkfg,A

orZuh tkap (Spelling Check) rFkk O;kdj.k tkap (Grammar Check) djuk
u HkwysaA

vf/kdkjh dks çLrqr djus ls iwoZ vafre nLrkost dks /;kuiwoZd i<+ ysa rkfd
mlesa dksbZ =qfV u jg tk,A

nLrkost dh orZfu;ksa ds laca/k esa foosdiw.kZ jgsaA dEI;wVj dh orZuh ij iw.kZr~
fo’okl u djsa D;ksa fd dEI;wVj Lo;a ds 'kCndks’k ls gh orZuh n’kkZrk gSA
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vf/kdkjh ;k fçafVax çsl dks vafre çwQ çLrqr djus ls iwoZ] isij dh ,d vksj

Mcy ykbu Lisflax esa Vkbi djds çLrqr fd;k tkuk pkfg,A

ifjorZu] foyksiu] vk’kks/ku vkfn iSu ls fd, tkus pkfg, uk fd iSafly lsA

çwQ jhfMx ds fy, ç;ksx fd;s x;s iSu dh L;kgh dk jax fçaV dyj ls fHkUu

gksuk pkfg,A

rRdky /;ku vkdf"kZr djus vkSj Li"Vrk dh –f"V ls]  lHkh 'kqf);ksa dks çwQ

ds ck;sa gkFk ds gkf’k;s ¼ekftZu½ esa vafdr fd;k tkuk pkfg,A

,d iafä ls vf/kd ds lHkh ifjorZuksa dks ,d i`Fkd i`"B ij fd;k tkuk

pkfg,A ;fn ifjorZu i`Fkd i`"B ij fd, x, gSa rks] mUgsa Øekuqlkj fy[kk

tkuk pkfg, vkSj çwQ ds gkf’k;s esa bafxr fd;k tkuk pkfg, fd çR;sd en

dks dgka 'kkfey djuk gSA mnkgj.k ds fy, ̂ ^d**] vkfn dks lekfo"V ¼balVZ½

djsaA

çwQ jhM fd, tkus ds i’pkr~ ml ij vius vk/;k{kj dj nsaA

9-7 çwQ jhM fd, x, nLrkost dks Vkbi djus dh çfØ;k

;kn j[ksa

fdlh nwljs ds dke esa =qfV;ka [kkstus dh rqyuk esa vius dke esa
=qfV;ka [kkstuk vf/kd dfBu dk;Z gSA

çHkkoiw.kZ çwQ jhfMax ds fy,] çwQ jhMj dks ml Hkk"kk dk O;kid Kku gksuk pkfg,]
ftl Hkk"kk esa og nLrkost rS;kj fd;k x;k gSA çwQ jhMj dks fofHkUu çwQ 'kqf)
fpàksa@ladsrksa] nLrkost ds ys[kd dh ys[kuh] dqN dfBu 'kCnksa vkfn dh orZfu;ksa
ds laca/k esa dqN dfBukb;ksa dk lkeuk djuk iM+ ldrk gSA çwQ jhMj dks çwQ 'kqf)
ds fofHkUu  fpàksa@ladsrksa vkSj muds vFkksaZ dk lVhd Kku gksuk pkfg, vkSj  muds
vFkZ fu/kkZj.k dh {kerk gksuh pkfg,A

çwQ jhMj dks fofHkUu çdkj ds nLrkostksa esa ç;ksx fd, tkus okys çn’kZ (display)

ds fofHkUu fu;eksa dk Kku gksuk pkfg, D;ksafd tc ys[kd vf/kdkjh }kjk nLrkost
fn;k tkrk gS ml le; ;g elkSns ds :i esa rFkk vO;ofLFkr gksrk gSa rFkk
vf/kdkjh fçafVx ds rduhdh igyqvksa ls vufHkK gks ldrk gSA

,d vafre nLrkost dks Vkbi djrs le; fuEufyf[kr fcanqvksa dks /;ku esa j[kk tkuk
pkfg,%
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çwQ jhM fd, x, nLrkost dks vafre :i ls Vkbi djus ls iwoZ] bls ,d ;k
nks ckj i<+k tkuk pkfg,A ;fn nLrkost yack gS rks bls iSjk&okj i<+k tkuk
pkfg,A nLrkost dks ,d ;k nks ckj i<+us ls dk;Zikyd ;k dEI;wVj v‚ijsVj
nLrkost dh ys[kd 'kSyh ls voxr gks tkrk gS vkSj mlds fy, bl nLrkost
dh v'kqf);ksa dks Bhd djuk vklku gks tkrk gSA

;fn nLrkost esa dksbZ 'kCn Li"V ugha gS rks ml ij xksy fu’kku cuk nsuk
pkfg, vkSj dEI;wVj v‚ijsVj dks vkxs dk dke tkjh j[kkuk pkfg,A ;g
laHko gks ldrk gS fd nLrkost ds vkxkeh iSjkxzkQksa esa ;g 'kCn dgha Li"V
:i ls çnf’kZr gks tk,A  nLrkost dk vafre fçaV fudkyus ls iwoZ vLi"V
'kCnksa ds fo"k; esa ys[kd ls ijke’kZ dj ysuk pkfg,A

gLrfyf[kr nLrkost i<+us ds i’pkr] dEI;wVj vkWijsVj vxj fdlh 'kCn
fo'ks"k dks i<+us esa foQy gksrk  gS rks ml okD; dks ckj&ckj i<+uk pkfg,
rkfd lgh 'kCn dk irk yxk;k tk lds vkSj ml okD; ds vFkZ dks iwjk fd;k
tk ldsA

fdlh Hkh okD; dks ek= vuqeku }kjk iwjk ugha fd;k tkuk pkfg,] vU;Fkk
iwjk nLrkost fdlh dke dk ugha jg tk,xk vkSj bls iqu% Vkbi ;k iqu%
eqfær djuk iM+sxkA

lEiw.kZ nLrkost@fo"k;oLrq dh O;kid Lrj ij tkap dh tkuh pkfg, rkfd
çR;sd okD; dk vFkZ Li"V gks lds vkSj vafre fçaVvkmV esa dksbZ Hkh okD;
v’kq) u jgsA

lQy çwQ&jhfMax ds fy, ladsr

'kadk dh fLFkfr esa LoLFk vo/kkj.kk dks fodflr djsaA ;fn vkidks yxrk gS
fd vki fdlh fof’k"V çdkj dh =qfV;ka djrs gSa rks mUgsa nks ckj psd djsaA

/khjs&/khjs i<+saA ;fn laHko gks rks Å¡pha vkokt esa i<+saA

ogh i<+sa] tks okLro esa i`"B esa fy[kk x;k gS u fd og tks vki lksprs gSaA

;fn laHko gks] ,d ls vf/kd ckj i<+saA

vxj laHko gks] dEI;wVj LØhu ij dk;Z u djsa cfYd mldk fçaV vkmV
ysdj ml ij dk;Z djsaA

vkids }kjk dh tkus okys laHkkfor =qfV;ksa dk irk yxkus ds fy, dEI;wVj
ds lpZ QaX’ku dk ç;ksx djsaA

;fn vki vusd =qfV;ka dj jgs gSa] rks çR;sd çdkj dh =qfV dh i`Fkd :i
ls tkap djsa] lokZf/kd egRoiw.kZ ls vkjaHk djrs gq, de egRoiw.kZ dh vksj
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tk,a vkSj =qfV;ksa dk irk yxkus ds fy, ;Fkk loksZRre rduhd dk vuqlj.k
djsaA

var esa vius nLrkost dh Lisfyax rFkk xzkej pkSd djsaA

9-8 v/;;u

fleju ,d dk;Zikyd lgk;d ds :i esa ,d çdk’ku gkml esa dk;Zjr gSA mlds
dk;Z esa O;kid Lrj ij çwQ jhfMax dk dk;Z 'kkfey gSA og çwQ jhfMax ds ladsrksa
dh lgk;rk ls nLrkost ij dk;Z djrs le; cgqr =qfV;ka djrh gS vkSj vafre
nLrkost rS;kj djrs&djrs dkQh le; cckZn dj nsrh gSA mls çwQ jhfMax ladsrksa
ds lkFk nLrkost dks Vkbi djus esa viuh dq’kyrk esa lq/kkj djus ds fy, D;k
djuk pkfg,\

ikBxr ç’u 9-1

1- fjDr LFkku Hkjsa %

d- nLrkost dks çwQ jhM djus ls iwoZ mls ,d ;k nks ckj ------------------------
-- tkuk pkfg,A

[k- ek=  ----------------------------------- yxkdj fdlh Hkh okD; dks vafre :i ugha
fn;k tkuk pkfg,A

x- ;fn fdlh 'kCn dh orZuh ds laca/k esa fdlh çdkj dh 'kadk gS rks ----
------------------------------ dh lgk;rk ls mldh tkap dh tkuh pkfg,A

?k- ;fn nLrkost esa dksbZ 'kCn Li"V ugha gS rks] ml ij -----------------------------
------  yxkdj dEI;wVj  v‚ijsVj dks vkxs dh dkjZokbZ tkjh j[kuh
pkfg,A

³- ,d çwQ jhMj dks ml ----------------------------------- dk O;kid Kku gksuk
pkfg,] ftlesa og nLrkost fy[kk x;k gSA

2- fuEufyf[kr ç’uksa ds mRrj la{ksi esa çLrqr djsa%

d- çwQ jhfMax dks ifjHkkf"kr djsaA

[k- ,d nLrkost dh çwQ jhfMax ls iwoZ igyk dne D;k gksrk gS\

x- çwQ jhfMax ds le; vki orZuh dh tkap fdl çdkj djsaxs\

?k- ;fn nLrkost esa dksbZ 'kCn Li"V ugha gS rks çwQjhfMax ds le; vki
D;k djsaxs\
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9-9 lkjka’k

çwQ jhfMax dk vFkZ çdk’ku ls iwoZ fdlh gLrys[k] Vkbiys[k ;k eqfær çfr dh
v’kqf);ksa dks 'kq) djuk gSA bls Vad.k&laca/kh =qfV;ksa vkSj O;kdj.k] 'kSyh rFkk
orZuh dh v’kqf);ksa dk irk yxkus o mUgsa 'kq) djus ds fy, fo"k; dh  /;kuiwoZd
tkap dh çfØ;k ds :i  esa Hkh ifjHkkf"kr fd;k tk ldrk gSA vkius çwQ jhfMax ds
fy, fofHkUu çwQ jhfMax fpàksa@ladsrksa] fn’kkfunsZ’kksa rFkk çwQjhM fd, x, nLrkost
dks Vkbi djus dh çfØ;k dk Kku çkIr fd;k gSA
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jkstxkj dkS’ky % çk;ksfxd dk;Z

1- fuEufyf[kr gLrys[k dks mlesa fd, x, la'kks/ku] ifjorZu dk lekos'k djrs gq, Vkbi
dhft,&

Ctr. i<kbZ dk egRo

      ekuo thou esa i<+kbZ dk cgqr egRo gS

vius efLr"d dk fodkl djus vkSj thoudks

lq[kh cukus ds fy, f'k{kk ,d jke   ck.k nok

gSA fo|kFkhZ     thou dh rks ;g vk/kkjf'kyk

gSA tSlk fd dgk x;k gS fd i<+uk rks lc tkurs

gS a  ysfdu D;k i<+uk pkfg, ;g dksb Z

ugha tkurkA ifjfLFkfr;ksa dks tkurs ns[krs gq,

;g Hkh dgk tk ldrk gS fd fdl izdkj

i<+uk pkfg,] bldh tkudkjh fdlh dks vkt

ugha gSA ;gh dkj.k gS fd     jVus vkSj i<+us esa

dksbZ varj ugha gSA

9-10 ikBkar ç’u

1- çwQ jhfMax dks ifjHkkf"kr djsaA çwQ jhfMax ds fdUgha 10 ladsrksa ds vFkZ dks
Li"V djsaA

2- ,d nLrkost dh çwQ jhfMax djrs le; vki fdu fcanqvksa dks /;ku esa j[ksaxs\

3- çwQ jhfMax ds fn’kkfunsZ’kksa ds egRo dk o.kZu djsaA

4- çwQ jhfMax ls D;k rkRi;Z gS\ vki ,d nLrkost dh çwQjhfMax fdl çdkj
djsaxs\

9-11 ikBxr ç’uksa ds mRrj
1- d- i<+k

[k- vuqeku

x- 'kCndks’k ;k LiSy pSd

?k- xksyk

#

#

d

A

(

(

vkt
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M- Hkk"kk

2- d- çwQ jhfMax ls rkRi;Z Vad.k laca/kh =qfV;ksa vkSj O;kdj.k] 'kSyh rFkk
orZuh dh v’kqf);ksa dk irk yxkus o mUgsa 'kq) djus ds fy, ikB dh
/;kuiwoZd tkap dh çfØ;k ls gSA

[k- çwQ jhfMax ls iwoZ] bls ,d ;k nks ckj i<+k tkuk pkfg,A ;fn nLrkost
yack gS rks bls iSjk&okj i<+k tkuk pkfg,A nLrkost dks ,d ;k nks
ckj i<+us ls dk;kZy; dk;Zikyd ;k dEI;wVj v‚ijsVj] nLrkost
ys[kd dh 'kSyh ls voxr gks tkrk gS vkSj mlds fy, bl nLrkost
dh v’kqf);ksa dks Bhd djuk vklku gks tkrk gSA

x- orZfu;ksa dh tkap 'kCndks’k  ;k LiSy pSd dh lgk;rk ls dh tkrh gSA

?k- ;fn nLrkost dk dksbZ 'kCn Li"V ugha gS rks ml ij xksy fu’kku cukuk
pkfg, vkSj dEI;wVj v‚ijsVj dks vkxs dk dke tkjh j[kuk pkfg,A
;g laHko gks ldrk gS fd nLrkost ds vkxkeh iSjkxzkQksa esa ;g 'kCn
dgha Li"V :i ls çnf’kZr gks tk,A

9-12 v/;;u ds fy, ladsr

1- mls çwQ jhfMax ds ladsrksa esa iw.kZr% fuiq.krk çkIr djuh pkfg,A

2- mls vius dk;kZy; esa miyC/k iqLrdksa dh lgk;rk ls çwQ jhM fd, x,
nLrkostksa dks i<+us dk vH;kl djuk pkfg,A

3- çwQ jhfMax ds fofHkUu ladsrksa dk vFkZ tkuus ds fy, mls baVjusV dk ç;ksx
djuk pkfg,A

4- mls çwQ jhfMax ladsrksa ds lkFk nLrkost dks Vkbi djrs le; ç;ksx fd,
tkus okys dfBu 'kCnksa ds vFkksaZ dks tkuus ds fy, 'kCndks’k dk ç;ksx djuk
pkfg,A

9-13 foLrkfjr v/;;u

çwQ jhfMax esa fuiq.krk çkIr djus ds fy, vkidks fofHkUu ys[kdksa dh iqLrdsa i<+uh
pkfg,A çwQ jhfMax dk vkSj vf/kd Kku çkIr djus ds fy, baVjusV dk Hkh ç;ksx
djuk pkfg,A vkidks lekpkji=ksa ds dk;kZy;ksa] eqæ.k çslksa vkfn dk nkSjk djuk
pkfg, vkSj ogka fd, tk jgs çwQ jhfMax ds dk;Z dk v/;;u djuk pkfg,A ;fn
laHko gks] rks vki mijksDr ,tsafl;ksa@laLFkkuksa ds çwQ jhMjksa ls bl fo"k; ij ppkZ
dj ldrs gSaA

;k
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vki fdlh Hkh  fo"k; ij 2000 'kCnksa dk O;k[;ku Hkh fy[k ldrs gSaA bls fy[kus
ds i’pkr bls iqu% i<+sa vkSj blesa çwQ jhfMax ds ladsrksa dh lgk;rk ls blesa
lq/kkj djus dk ç;kl djsaA

9-14 lanHkZ iqLrdsa

1- HkkfV;k Mh-ih- vkSj lkaxy-,l-,l] fçafliYl v‚Q VkbijkbfVax] nwljk
la’kksf/kr rFkk laof/kZr vad fiVesu] ,l-,l-çdk’ku] 12@26] bZLV iVsy
uxj] ubZ fnYyh& 110005

2- , gSaMcqd v‚Q VkbijkbfVax] lfpoh; çf’k{k.k Ldwy] x`g ea=ky;] ubZ
fnYyh A

3- VkbijkbfVax dk 'kCndks"kA

2- fuEufyf[kr gLrys[k dks mlesa fd, x, la'kks/ku ifjorZu dk lekos'k djrs
gq, Vkbi dhft,&

Ctr.      csdkjh dh leL;k

 # vkt Hkkjr o"kZ esa csdkjh dh leL;k fnu   izfrfnu

c<+rh gh pyh tk jgh gSA blds iz/kku dkj.k

gSa   f'k{kk ds izpkj ls gtkjksa O;fDr dqN

f'k{kk izkIr dj   ds ukSdjh ds fy, iz;Ru djrs

gSaA dk;kZy;ksa esa bruh txg ugha gS  tks tgka

izR;sd f'kf{kr O;fdr dks ukSdjh nh tk ldsA

blfy, csdkjh dh leL;k vkrh gS   xkao ls

'kgjksa esa vkus ij O;fDr ogha jguk ilUn djrs gSa

rFkk ukSdjh ds fy, iz;Ru djrs gSa rkfd os ogha

ij jg ldsaA

3- jkds’k us ,d Hkk"k.k dk elkSnk rS;kj fd;k gS ftls mldk dk;Zikyd cSBd
ds mn~?kkVu l= ds nkSjku çLrqr djsxkA mlds dk;Zikyd us nLrkost esa
rhu 'kCnksa dk irk yxk;k gS ftUgsa çfrLFkkfir fd;k tkuk pkfg, rFkk bUgsa
fMyhV dj fn;k gSA ckn esa mUgsa yxk fd nLrkost esa os ewy 'kCn gh Bhd
gSaA og çwQ jhfMax ds fdu ladsrksa ls 'kqf);ksa dks fu"ikfnr djsxk\

#
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1

uewuk iz'u i=k 
bZ&Vkbfiax (fl¼kar)

le; % 1½ ?kaVs	 vf/dre vad % 30

vuqns'k 

1-	 bl iz'ui=k esa dqy 16 iz'u gSaA lHkh iz'u vfuok;Z gSaA

2-	 Øe la- 1 ls 6 rd ds iz'u vfr y?kq mRrj izdkj ds gSa vkSj izR;sd dk mRrj 10 'kCnksa ls vf/d ugha 
gksuk pkfg,A

3-	 Øe la- 7 ls 14 rd ds iz'u y?kq mRrj izdkj ds gSa vkSj izR;sd iz'u dk mRrj 50 'kCnksa ls vf/d ugha 
gksuk pkfg,A

4-	 Øe la- 15 ls 16 rd ds iz'u yacs mRrj izdkj ds gSa vkSj izR;sd dk mRrj 150 'kCnksa ls vf/d ugha 
gksuk pkfg,A

5-	 izR;sd iz'u ds vadksa dks iz'u dh nk;ha vksj n'kkZ;k x;k gSA

1-	 dEI;wVj dh fdUgha nks fo'ks"krk,a dk mYys[k djsaA	 1

2-	 lquhrk dqathiVy ij Vkbi djus ds fy, dsoy viuh rtZuh v¡xqyh dk iz;ksx dj jgh gS vkSj og mPp 
xfr izkIr ugha dj ik jgh gSA mls VkbijkbfVax dh oSdfYid fof/ lq>k,a] ftlds n~okjk og Vkbfiax dh 
mPp xfr izkIr djus ds fy, nksuksa gkFkksa dh lHkh maxfy;ksa dk iz;ksx dj ldsaA	 1

3-	 O;kolkf;d i=kksa dks fy[kus dh fdUgha nks 'kSfy;ksa ds uke crk,\	 1

4-	 xxu ,e ,l ,Dlsy esa lsy ^ch34* ls ^ch56* rd dh fo"k;oLrq dks dkWih djuk pkgrk gSA bl iz;kstu 
ds fy, dkSu lk daqthiVy 'kkWVZdV iz;ksx fd;k tk,xk\	 1

5-	 LykbM vkSj izSlsaVs'ku ds eè; D;k laca/ gS\	 1

6-	 f'kYik us ,d i=k ds elkSns dks Vkbi fd;k gS vkSj mlds dk;Zikyd n~okjk mlesa 'kqf¼ dh xbZ gSA ^izwiQ 
jhfMax* dk og fpÞ~u crk,a ftldk iz;ksx dk;Zikyu ds dfri; 'kCnksa dks dkVus (fMyhV) djus ds fy, 
fd;k gksxk\	 1

7-	 lq'khyk ,d dk;kZy; esa dk;Z djrh gSA mls dksbZ nks rduhdsa lq>k,a ftlds n~okjk og viuk MkWVk lqjf{kr 
vkSj lajf{kr j[k ldsA	 2

8-	 ^bu&fLØIV* dqathiVy ij ys[k fy[ksaA	 2

9-	 vkius ,d vfHkys[k rS;kj fd;k gSA mldk fizaV fudkyus ls iwoZ vki ns[kuk pkgrs gSa fd og dkxt ij 
fdl izdkj fn[ksxkA bl dk;Z ds fy, vki oMZ izkslslj dh fdl fo'ks"krk dk iz;ksx djsaxs\ blesa iz;ksx 
gksus okys pj.kksa dk mYys[k djsaA	 2

10-	eksfguh Jh gqlSu dh futh lfpo (ih ,l) gSaA Jh gqlSu us mls ,d cSBd ds vk;kstu dk dk;Z lkSaik gSA 
fdlh ,d nLrkost dk uke crk,a tks eksfguh cSBd ls iwoZ rFkk cSBd ds i'pkr rS;kj djsxh\	 2

11-	buesa ls dkSu lk lsy oS/ gS &ch12 ;k 12ch&\ column tsM(z) rFkk row la- 35 ij lsy dk ,Mªsl 
D;k gksxk\	 2



2

12-	,d izslsaVs'ku esa dLVe ,fues'ku LykbM Vªkaft'ku ls fdl izdkj fHkUu gSA	 2

13-	liQy izwiQ jhfMax ds fy, dksbZ nks fcUnq crk,aA	 2

14-	lpZ batuksa dk iz;ksx D;ksa fd;k tkrk gS\ fdUgha nks lpZ batuksa ds uke crk,aA	 2

15-	VkbijkbfVax dh n`'; vkSj Li'kZ fof/;ksa esa varj crk,aA	 2

;k

	 ^^Vkbfiax ,sxksZukWfeDl os dkjd gSa tks Vkbfiax dk;Z dks dq'kyrkiwoZd rFkk izHkkoiw.kZ :i ls djus ds fy, 
egRoiw.kZ lg;ksx iznku djrs gSa**A	 4

	 Vkbfiax ,sxksZuksZfeDl ds fdUgha rhu dkjdksa dk mYys[k djrs gq, mi;qZDr fooj.k ij ppkZ djsaA	 4

16-	usgk us 10 feuV ds le; esa 200 v{kj dk ,d vfHkys[k Vkbi fd;k gSA Vkbfiax djrs le; mlus =kqfV;ka 
dh gSaA mldh jfuax xfr vkSj 'kq¼ xfr dk ifjdyu djsaA	 4

;k

	 lqjs'k us viuh daiuh dk ,d czkW'kj rS;kj fd;k gSA og bls vius lHkh xzkgdksa ds ikl Hkstuk pkgrk gSA 
oMZ izkslslj ds esy etZ iQhpj dk iz;ksx djrs gq, lHkh xzkgdksa ds fy, O;fDrxr i=k rS;kj djus ds pj.kksa 
dk mYys[k djsaA	 4 
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