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vkids lkFk dqN 'kCn

fç; f'k{kkFkhZ]

jk"Vªh; eqDr fo|ky;h f'k{kk laLFkku dk O;kolkf;d f'k{kk foHkkx lnSo u, O;kolkf;d ikB~;Øe çLrqr djus vkSj
gekjs f'k{kkfFkZ;ksa dh vko';drkvksa ds vuqlkj ekStwnk ikB~;Øeksa dks v|ru djus dk ç;kl djrk gSA dk;Z{ks=k dh
rsth ls c<+rh nqfu;k esa u, dkS'ky lh•uk lHkh ds fy, ,d vko';drk cu xbZ gSA ,sls esa O;kolkf;d f'k{kk vR;ar
egRoiw.kZ gks xbZ gSA O;kolkf;d f'k{kk] f'k{kk dh ,d èkkjk ds :i esa] f'k{kkfFkZ;ksa ds dkS'ky fodkl vkSj çf'k{k.k
dks c<+kok nsrh gS vkSj mUgsa lkFkZd jkstxkj dh fn'kk,¡ çnku djrh gSA

f'k{kkfFkZ;ksa dh vko';drkvksa dks è;ku esa j•rs gq,] ,uvkbZvks,l nwjLFk ekè;e ls dbZ {ks=kksa esa O;kolkf;d f'k{kk
dk;ZØe lapkfyr djrk gSA bu ikB~;Øeksa esa Ñf"k] x`g foKku] bathfu;fjax o çkS|ksfxdh] daI;wVj ,oe lwpuk çkS|ksfxdh]
O;olk; vkSj okf.kT;] LokLF; vFkok iSjkesfMdy 'kkfey gSaA bu {ks=kksa esa çLrqr fd, tkus okys ikB~;Øeksa dk mís';
,uvkbZvks,l f'k{kkfFkZ;ksa ds fy, Lojkstxkj vkSj osru jkstxkj ds volj çnku djuk gSA

lfVZfiQdsV bu daI;wVj ,aM vkWfiQl ,Iyhds'ku dkslZ Ng eghus dk ikB~;Øe gSA bl ikB~;Øe esa fuEufyf•r voèkkj.kk,¡
gSa tSls MsVk lapkj] usVofdZax] oMZ çkslsflax] LçsM'khV] baVjusV vkSj osc lkbV fMtkbu djukA ge vk'kk djrs gS fd
dkS'ky vkèkkfjr f'k{kk vkidks vius dk;ks± dks csgrj <ax ls djus esa lgk;rk djsxhA gesa fo'okl gS fd ;g ikB~;Øe
vkids fy, ykHknk;d lkfcr gksxkA

ge vkids Hkfo"; ds fy, 'kqHkdkeuk,a nsrs gSaA rFkkfi] vkids lq>ko vkSj ijke'kZ gekjs fy, egRoiw.kZ gSaA fdlh Hkh
çdkj dh dfBukbZ vkus ij gels vo'; laidZ djsaA

dkslZ Vhe

jk"Vªh; eqDr fo|ky;h f'k{kk laLFkku
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daI;wVj dh cqfu;knh voèkkj.kk,¡ :: 1

1

daI;wVj dh cqfu;knh voèkkj.kk,¡

1-1 ifjp;

daI;wVj ,d çksxzke }kjk fu;a=k.kh; e'khu gS vFkkZr ftls mi;ksxdrkZ }kjk fn, x, buiqV ij
Lopkfyr vkSj Øfed :i ls vadxf.krh; vkSj rkfdZd lapkyu ds fy, fMtkbu fd;k x;k
gSA ;g çkslsflax ds ckn okafNr ̂ vkmViqV* nsrk gSA daI;wVj ?kVdksa dks gkMZos;j vkSj lkWÝVos;j
uked nks çeq[k Jsf.k;ksa esa oxhZÑr fd;k x;k gSA gkMZos;j esa e'khu vkSj mlls tqM+s midj.k
tSls ekWfuVj] dhcksMZ] ekml vkfn 'kkfey gS vkSj lkWÝVos;j çksxzkeksa dk lewg gS tks fofHkUu
dk;ks± dks djus ds fy, gkMZos;j dk mi;ksx djrk gSA

1-2 mn~ns';

bl ikB dks i<+us ds ckn vki l{ke gksaxs %

daI;wVj dh fo'ks"krkvksa ls ifjfpr gksus esa_

daI;wVj ds cqfu;knh ?kVdksa dh igpku djus esa_

daI;wVj dh fofHkUu bdkb;ksa ds egRo dks le>us esa_

flLVe lkWÝVos;j vkSj ,fIyds'ku lkWÝVos;j ds chp varj djus esa_

vkWijsfVax flLVe ds egRo dks le>us esa_

vksiu lkslZ ls ifjfpr gksus esa_

daI;wVj lqj{kk dh vko';drk dks le>us esaA

1-3 daI;wVj dh fo'ks"krk,¡

daI;wVj dh fo'ks"krk,¡ ftUgksaus mUgsa bruk 'kfDr'kkyh vkSj lkoZHkkSfed :i ls mi;ksxh cuk;k
gS] os gSa xfr] lVhdrk] yxu] fofoèkrk vkSj HkaMkj.k {kerkA

vkb;s mu ij la{ksi esa ppkZ djsaA



2 :: daI;wVj ,oa vkWfiQl ,ifyds'kal

xfr

daI;wVj vfo'oluh; xfr ls dke djrs gSaA ,d 'kfDr'kkyh daI;wVj çfr lsdaM yxHkx 3&4
fefy;u ljy funZs'k (baLVªD'kal) fu"ikfnr djus esa l{ke gSA

lVhdrk

daI;wVj rst gksus ds lkFk&lkFk lVhd Hkh gksrs gSaA gksus okyh =kqfV;ksa ds fy, yxHkx ges'kk
ekuoh; =kqfV (xyr MsVk] xyr fMtkbu fd;k x;k flLVe ;k çksxzkej }kjk fy[ks x, nks"kiw.kZ
funZs'k@çksxzke) ftEesnkj gksrh gSaA

yxu

balkuksa ds foijhr] daI;wVj vR;fèkd lqlaxr gksrs gSaA os cksfj;r vkSj Fkdku ds ekuoh; xq.kksa
ls xzLr ugha gSa ftlds ifj.kkeLo:i ,dkxzrk dh deh gksrh gSA blfy,] daI;wVj cM+s vkSj
nksgjko okys dke djus esa balkuksa ls csgrj gSaA

fofoèkrk

daI;wVj cgqeq[kh e'khu gSa vkSj fdlh Hkh dk;Z dks rc rd djus esa l{ke gSa tc rd bls
NksVs rkfdZd dk;ks± ds vuqØeksa esa foHkkftr fd;k tk ldrk gSA daI;wVj dh mifLFkfr yxHkx
gj {ks=k esa ns[kh tk ldrh gS & jsyos@gokbZ vkj{k.k] cSad] gksVy] ekSle iwokZuqeku vkSj dbZ
vU;A

HkaMkj.k {kerk

vkt ds daI;wVj cM+h ek=kk esa MsVk lax`ghr dj ldrs gSaA ,d ckj daI;wVj esa ntZ (;k lax`ghr)
dh xbZ tkudkjh dks dHkh ugha Hkqyk;k tk ldrk gS vkSj yxHkx rqjar gh çkIr fd;k tk
ldrk gSA

1-4 daI;wVj laxBu

,d daI;wVj flLVe (fp=k-1-1) esa eq[; :i ls pkj cqfu;knh bdkb;k¡ gksrh gSa_ vFkkZr~ buiqV
;wfuV] LVksjst ;wfuV] lsaVªy çkslsflax ;wfuV vkSj vkmViqV ;wfuVA lsaVªy çkslsflax ;wfuV esa
,fjFkesfVd vkSj ykWftdy ;wfuV vkSj daVªksy ;wfuV Hkh 'kkfey gS] tSlk fp=k 1-2 esa fn[kk;k
x;k gSA

,d daI;wVj vkdkj vkSj cukoV ls fujis{k gksdj ikap çeq[k vkWijs'ku ;k dk;Z djrk gSA ;s
gSa %



daI;wVj dh cqfu;knh voèkkj.kk,¡ :: 3

fp=k- 1-1% daI;wVj flLVe

;g MsVk ;k funZs'kksa dks buiqV ds :i esa Lohdkj djrk gS]

;g MsVk vkSj funZs'k lax`ghr djrk gS

;g funZs'kksa ds vuqlkj MsVk lalkfèkr djrk gS]

;g daI;wVj ds vanj lHkh dk;ks± dks fu;af=kr djrk gS] vkSj

;g vkmViqV ds :i esa ifj.kke nsrk gSA

1-4-1 dk;kZRed bdkb;k¡

(d) buiqV ;wfuV% bl ;wfuV dk mi;ksx mi;ksxdrkZ }kjk çkslsflax (çlaLdj.k) ds fy,
daI;wVj flLVe esa MsVk vkSj çksxzke ntZ djus ds fy, fd;k tkrk gSA

fp=k 1-2% daI;wVj cqfu;knh laxBu



4 :: daI;wVj ,oa vkWfiQl ,ifyds'kal

([k) LVksjst ;wfuV% LVksjst ;wfuV dk mi;ksx çkslsflax ls igys vkSj ckn esa MsVk vkSj funZs'kksa
dks lax`ghr djus ds fy, fd;k tkrk gSA

(x) vkmViqV ;wfuV% vkmViqV ;wfuV dk mi;ksx çkslsflax ds ckn daI;wVj }kjk mRikfnr
vkmViqV dks lax`ghr djus ds fy, fd;k tkrk gSA

(?k) çkslsflax ;wfuV% vadxf.kr vkSj rkfdZd lapkyudk;ks± dks fu"ikfnr djus dh çfØ;k
dks çkslsflax dgk tkrk gSA lsaVªy çkslsflax ;wfuV (CPU) LVksjst ;wfuV ls MsVk vkSj
funZs'k ysrh gS vkSj fn, x, funZs'kksa vkSj MsVk ds çdkj ds vkèkkj ij lHkh çdkj dh
x.kuk djrh gSA fiQj bls HkaMkj.k bdkbZ esa okil Hkst fn;k tkrk gSA CPU esa ,fjFkesfVd
vkSj ykWftdy ;wfuV (ALU) vkSj daVªksy ;wfuV (CU) 'kkfey gSaA

,fjFkesfVd vkSj ykWftdy ;wfuV (ALU)% fn, x, funZs'kksa ds vkèkkj ij lHkh
x.kuk,¡ vkSj rqyuk,¡ ALU ds Hkhrj dh tkrh gSaA ;g vadxf.kr] tksM+] ?kVko]
xq.kk] Hkkx tSls dk;Z djrk gS vkSj lkFk gh blls cM+k] NksVk vkSj cjkcj vkfn
tSls rkfdZd lapkyu Hkh djrk gSA

daVªksy ;wfuV (CU)% buiqV] çkslsflax vkSj vkmViqV tSls lHkh dk;ks± dk fu;a=k.k]
daVªksy ;wfuV }kjk fd;k tkrk gSA ;g daI;wVj ds vanj lHkh dk;ks± dh pj.kc¼
çkslsflax dk è;ku j[krk gSA

1-4-2 eseksjh

daI;wVj dh eseksjh dks nks çdkjksa esa oxhZÑr fd;k tk ldrk gS_ çkbejh eseksjh vkSj lsdsaMjh
eseksjh%

(d)a çkbejh eseksjh dks oxhZÑr fd;k tk ldrk gSRAM vkSj ROM ds :i esaA

jSe (RAM ) ;k jSaMe ,Dlsl eseksjh daI;wVj flLVe dh bdkbZ gSA ;g daI;wVj
esa og LFkku gS tgka vkWijsfVax flLVe] ,fIyds'ku çksxzke vkSj orZeku mi;ksx
esa vkus okys MsVk dks vLFkk;h :i ls j[kk tkrk gS rkfd daI;wVj ds çkslslj
}kjkmudk vfHkxeu fd;k tk ldsA bls ̂vfLFkj* dgk tkrk gS D;ksafd blesa laxzfgr
MsVk vkSj çksxzke dsoy rc rd gh miyCèk gksrk gS tc rd daI;wVj pkyw gksrk
gSA daI;wVj can gksus ds ckn RAM dk MsVk miyCèk ugha jgrkA

ROM ;k jhM vksuyh eseksjh ,d fo'ks"k çdkj dh eseksjh gS ftls dsoy i<+k
tk ldrk gS vkSj bldk MsVk daI;wVj can gksus ij Hkh u"V ugha gksrkgSA blesa vkerkSj
ij fuekZrk ds funZs'k 'kkfey gksrs gSaA vU; dk;ks± ds vykok] ROM ̂cwVLVªSi yksMj*
uked ,d çkjafHkd çksxzke Hkh lax`ghr djrk gS ftldk dk;Z fctyh pkyw gksus
ds ckn daI;wVj flLVe dk lapkyu 'kq: djuk gSA



daI;wVj dh cqfu;knh voèkkj.kk,¡ :: 5

([k)a lsdsaMjh eseksjh

RAM lhfer HkaMkj.k {kerk okyh vfLFkj eseksjh gSA jSe ds vykok vU; LVksjst
f}rh;d@lgk;d eseksjh gSA buesa ,sls midj.k 'kkfey gSa tks ifjèkh; gSa vkSj çksxzke vkSj
MsVk ds LFkk;h HkaMkj.k dks l{ke djus ds fy, daI;wVj ls tqM+s vkSj fu;af=kr gksrs gSaA

lsdsaMjh eseksjh midj.k nks çdkj ds gksrs gSa_ eSXusfVd vkSj vkWfIVdyA eSXusfVd midj.kksa
esa gkMZ fMLd vkSj vkWfIVdy LVksjst midj.kksa esa lhMh] MhohMh] isu Mªkbo] fti Mªkbo
vkfn 'kkfey gSaA

gkMZ fMLd

gkMZ fMLd dBksj inkFkZ ls cuh gksrh gSa vkSj vkerkSj ij ,d ckWDl esa can èkkrq fMLd dk
<sj gksrh gSaA gkMZ fMLd vkSj gkMZ fMLd Mªkbo ,d bdkbZ ds :i esa ,d lkFk ekStwn gSa vkSj
daI;wVj dk ,d LFkk;h fgLlk gS tgka MsVk vkSj çksxzke lso fd;k tkrk gSaA bu fMLd dh HkaMkj.k
{kerk 1 GB ls 80 GB vkSj blls Hkh vfèkd gSA gkMZ fMLd iqu% ys[kuh; gSaA

fp=k 1-3% gkMZ fMLd

dkWEiSDV fMLd

dkWEiSDV fMLd (lhMh) iksVZscy (ljyrk ls dgha Hkh ys tkus ;ksX;) fMLd gS ftldh MsVk
HkaMkj.k {kerk 650 & 700 MB ds chp gSA blesa laxhr] iQqy&eks'ku ohfM;ks vkSj VsDLV
vkfn tSlh tkudkjh gks ldrh gSA lhMh ;k rks dsoy i<+us ;ksX; ;k i<+us&fy[kus ;ksX; gks
ldrh gSA
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fMftVy ohfM;ks fMLd

fMftVy ohfM;ks fMLd (DVD) ,d lhMh ds leku gS ysfdu bldh HkaMkj.k {kerk vfèkd
gksrh gS vkSj ;g vR;fèkd Li"V gSA fMLd çdkj ds vkèkkj ij ;g dbZ xhxkckbV MsVk lax`ghr
dj ldrk gSA MhohMh dk mi;ksx eq[; :i ls laxhr ;k fiQYeksa dks lax`ghr djus ds fy,
fd;k tkrk gS vkSj bls Vsyhfotu ;k daI;wVj ij Hkh pyk;k tk ldrk gSA ;s iqu% fy[kus ;ksX;
ugha gSa-

1-4-3 buiqV@vkmViqV fMokbl

bu midj.kksa dk mi;ksx HkaMkj.k ;k çkslsflax ds fy, daI;wVj esa tkudkjh vkSj funZs'k ntZ
djus vkSj lalkfèkr MsVk dks mi;ksxdrkZ rd igqapkus ds fy, fd;k tkrk gSA mi;ksxdrkZvksa
dks daI;wVj ds lkFk lapkj djus ds fy, buiqV@vkmViqV fMokbl dh vko';drk gksrh gSA
ljy 'kCnksa esa] buiqV fMokbl daI;wVj esa tkudkjh ykrs gSa vkSj vkmViqV fMokbl daI;wVj flLVe
ls tkudkjh çnf'kZr djrs gSaA bu buiqV@vkmViqV fMokbl dks ̂ isfjiQsjYl* ds :i esa Hkh tkuk
tkrk gS D;ksafd CPU vkSj eseksjh buds ?ksjs esa jgrs gSaA

(d) buiqV fMokbl

buiqV fMokbl og midj.k gS tks daI;wVj dks buiqV çnku djrk gSA dbZ buiqV fMokbl gksrs
gSa] ysfdu nks lcls çpfyr gSa dhcksMZ vkSj ekmlA vki dhcksMZ ij tks Hkh dqath (key)

nckrs gSa vkSj ekml ls tks Hkh fDyd djrs gSa] og daI;wVj dks ,d fof'k"V buiqV flXuy
Hkstrk gSA

dhcksMZ% ;g dhcksMZ ,d ekud VkbijkbVj dhcksMZ dh rjg gS ftlesa dqN vfrfjDr
dqaft;k¡ Hkh gSA flLVe ds mi;ksx dks vklku cukus ds fy, bles o.kks± dk ewy QWERTY

ysvkmV gh cuk, j[kk gSA dqN fo'ks"k dk;Z djus ds fy, vfrfjDr dqaft;k¡ 'kkfey dh
xbZ gSaA bUgsa iQaD'ku dqaft;ksa ds :i esa tkuk tkrk gS ftudh la[;k vyx&vyx dhcksMZ
ij fHkUu&fHkUu gksrh gSA (fp=k 1-4 ns[ksa)

fp=k 1-4% dhcksMZ
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ekml% ,d midj.k tks fMLIys LØhu ij dlZj ;k ikWbaVj dh xfrfofèk dks fu;af=kr
djrk gSA ekml ,d NksVh oLrq gS ftls vki fdlh l[r vkSj likV lrg ij ?kqek ldrs
gSa (fp=k 1-5)A bldk uke blds vkdkj ls fy;k x;k gS] tks dqN&dqN pwgs tSlk fn[krk
gSA tSls gh vki ekml dks ?kqekrs gSa] fMLIys LØhu ij ikWbaVj mlh fn'kk esa pyrk gSA

fp=k 1-5% ekml

VªSdckWy% VªSdckWy ,d buiqV fMokbl gS ftldk mi;ksx daI;wVj ;k vU; bysDVªkWfud
midj.kksa esa pky dk MsVk ntZ djus ds fy, fd;k tkrk gSA ;g ekml ds leku gh
dk;Z djrk gS] ysfdu blds 'kh"kZ ij ,d xfr'khy xsan fMtkbu dh xbZ gS] ftls fdlh
Hkh fn'kk esa ?kqek;k tk ldrk gSA

VpiSM% VpiSM midj.k daI;wVj fMLIys LØhu ij ikWbafVax (buiqV iksft'kfuax dks fu;af=kr
djus) djus dh lqfoèkk nsrk gS A ;g ekml dk ,d fodYi gS- ewy :i ls ySiVkWi
daI;wVj esa 'kkfey Vp iSM dks MsLdVkWi daI;wVj ds lkFk mi;ksx ds fy, Hkh cuk;k tk
jgk gSA ,d Vp iSM mi;ksxdrkZ dh maxyh dh xfr vkSj uhps dh vksj ncko ds ladsrksa
ls dke djrk gSA

Vp LØhu% ;g mi;ksxdrkZ dks dsoy fMLIys LØhu dks Nwdj lapkfyr@p;u djus dh
lqfoèkk nsrk gSA ,d fMLIys LØhu tks maxyh ;k LVkbyl ds Li'kZ ds çfr laosnu'khy
gksrh gS] ,Vh,e e'khuksa] fjVsy ikWbaV&vkWiQ&lsy VfeZuyksa] dkj usfoxs'ku flLVe] esfMdy
ekWfuVj vkSj vkSAksfxd fu;a=k.k iSuyksa ij O;kid :i ls mi;ksx dh tkrh gSA

ykbV isu% ykbV isu ,d buiqV fMokbl gS tks fMLIys LØhu ij vkWCtsDV dk p;u
djus ds fy, çdk'k&laosnh fMVsDVj dk mi;ksx djrk gSA (fp=k 1-6)

eSXusfVd bad dSjDVj fjdkWfXu'ku (MICR)% MICR ,d fo'ks"k L;kgh ls eqfær o.kZ
dh igpku dj ldrk gS ftlesa pqacdh; inkFkZ ds d.k gksrs gSaA ;g midj.k fo'ks"k
:i ls cSafdax m|ksx esa ç;qDr gksrk gSA
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fp=k 1-6% ykbV isu

vkWfIVdy ekdZ fjdkWfXu'ku (OMR)% vkWfIVdy ekdZ fjdkWfXu'ku] ftls ekdZ lsal
jhMj Hkh dgk tkrk gS] ,d ,slh rduhd gS tgka ,d vks,evkj fMokbl isafly ekdZ
tSls fdlh fu'kku dh mifLFkfr ;k vuqifLFkfr dh igpku djrk gSA vks,evkj dk O;kid
:i ls ,IVhVÔwM VsLV tSls ijh{k.kksa esa mi;ksx fd;k tkrk gSA

ckj dksM jhMj% ckj&dksM jhMj iQksVksbysfDVªd LdSuj gksrs gSa tks mRikn daVsujksa ij eqfær
ckj dksM ;k yacor tscjk fLVªIl ds fu'kku i<+rs gSaA ;s midj.k vkerkSj ij lqij ekdZsV]
fdrkc dh nqdkuksa vkfn esa mi;ksx fd, tkrs gSaA

LdSuj% LdSuj ,d buiqV fMokbl gS tks dkxt ij eqfær ikB ;k fp=k.k dks i<+ dj
mls daI;wVj }kjk mi;ksx fd, tkus okys çk:i esa :ikarfjr dj ldrk gSA,d LdSuj
fdlh Nfo dks fMftVkbt djds dke djrk gSA (fp=k 1-7)

fp=k 1-7% LdSuj
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([k) vkmViqV fMokbl

vkmViqV fMokbl lhih;w ls tkudkjh çkIr djrk gS vkSj mls okafNr :i esa mi;ksxdrkZ ds
lkeus çLrqr djrk gSA daI;wVj dh eseksjh esa lax`ghr lalkfèkr MsVk dks vkmViqV ;wfuV esa Hkstk
tkrk gS] tks fiQj bls ,d ,sls :i esa ifjofrZr djrk gS ftls mi;ksxdrkZ le> ldrk gSA
vkmViqV vkerkSj ij nks esa ls fdlh ,d :i esa rS;kj fd;k tkrk gS & fMLIys fMokbl ij]
;k dkxt ij (gkMZ dkWih)A

ekWfuVj% vDlj ̂ daI;wVj LØhu* ;k fMLIys* ds i;kZ;okph ds :i esa mi;ksx fd;k tkrk
gSA ekWfuVj ,d vkmViqV fMokbl gS tks Vsyhfotu LØhu tSlk fn[krk gS (fp=k 1-8)A
;g tkudkjh çnf'kZr djus ds fy, dSFkksM js VÔwc (lhvkjVh) dk mi;ksx dj ldrk
gSA ekWfuVj v{kjksa ds eSU;qvy buiqV ds fy, ,d dhcksMZ ls tqM+k gksrk gS vkSj dqathc¼
fd;s tkus ij];g tkudkjh çnf'kZr djrk gSA ;g çksxzke ;k ,fIyds'ku vkmViqV Hkh çnf'kZr
djrk gSA Vsyhfotu dh rjg ekWfuVj Hkh fofHkUu vkdkjksa esa miyCèk gSaA

fp=k 1-8% ekWfuVj

fçaVj% fçaVj dk mi;ksx dkxtij vkmViqV dk mRiknu djus ds fy, fd;k tkrk
gS(vkerkSj ij gkMZdkWih ds :i esa tkuk tkrk gS)A mi;ksx dh xbZ rduhd ds vkèkkj
ij] mUgsa bEiSDV ;k ukWu bEiSDV fçaVj ds :i esa oxhZÑr fd;k tkrk gSA

bEiSDV fçaVj VkbijkbfVax fçafVax ra=k dk mi;ksx djrs gSa ftlesa vkmViqV mRiUu djus
ds fy, ,d gFkkSM+k fjcu ds Åij ls dkxt ij pksV djrk gSA MkWV&eSfVªDl vkSj dSjsDVj
fçaVj bl Js.kh esa vkrs gSaA
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ukWu bEiSDV fçaVj eqæ.k djrs le; dkxt dks ugha Nwrs gSaA os çrhdksa dks dkxt ij mdsjus
ds fy, jklk;fud] Å"ek ;k fo|qr ladsrksa dk mi;ksx djrs gSaA badtsV] MsLdtsV] ystj]
FkeZy fçaVj bl Js.kh ds fçaVj ds varxZr vkrs gSaA

IykWVj% IykWVj dk mi;ksx xzkfiQdy
vkmViqV dks dkxt ij fçaV djus ds fy,
fd;k tkrk gSA ;g daI;wVj dekaM dh
O;k[;k djrk gS vkSj cgqjaxh Lopkfyr
isu dk mi;ksx djds dkxt ij js[kk fp=k
cukrk gSA ;g xzkiQ] fp=k] pkVZ] ekufp=k
vkfn cukus esa l{ke gS (fp=k 1-9)

iQSfDlekby (iQSDl)% iQSfDlekby
e'khu] ,d midj.kgS tks VsyhiQksu ykbu
ds }kjk fp=k vkSj ikB Hkst ;k çkIr dj
ldrk gSA iQSDl e'khusa fdlh Nfo dks
fMftVkbt djds dke djrh gSaA

lkmaM dkMZ vkSj Lihdj% ,d ,Dlisu'ku cksMZ tks daI;wVj dks èofu;ksa esa gsjiQsj djus
vkSj vkmViqV nsus esa l{ke cukrk gSA lkmaM dkMZ yxHkx lHkh lhMh&jkse ds fy, vko';d
gSa vkSj vkèkqfud ilZuy daI;wVj ij vke gks x, gSaA lkmaM dkMZ daI;wVj dks cksMZ ls
tqM+s Lihdj ds ekè;e ls èofu vkmViqV djus] daI;wVj ls tqM+s ekbØksiQksu ls èofu buiqV
fjdkWMZ djus vkSj fMLd ij lax`ghr èofu esa gsjiQsj djus esa l{ke cukrk gSA

1-5 daI;wVj lkWÝVos;j

daI;wVj lkWÝVos;j çksxzkeksa dk og lewg gS tks gkMZos;j ls fof'k"V çdkj ds dk;ks± dks ,d
fufnZ"V Øe esa djokrk gSA gkMZos;j vkSj lkWÝVos;j ,d nwljs ds iwjd gSaA lkFkZd ifj.kke nsus
ds fy, nksuksa dks feydj dke djuk gksrk gSA daI;wVj lkWÝVos;j dks nks O;kid Jsf.k;ksa esa
oxhZÑr fd;k x;k gS_ flLVe lkWÝVos;j vkSj ,fIyds'ku lkWÝVos;jA

1-5-1 flLVe lkWÝVos;j

flLVe lkWÝVos;j çksxzkeksa dk ,d lewg gS tks daI;wVj ds lapkyu dks fu;af=kr djrk gS ftlesa
eseksjh çcaèku] cká midj.kksa dk çcaèku] yksfMax] HkaMkj.k tSls dk;Z 'kkfey gksrs gSa] vkSj ;g
,fIyds'ku çksxzke vkSj daI;wVj ds chp ,d baVjiQsl gSA MS DOS (ekbØkslkWÝV fMLd
vkWijsfVax flLVe)] UNIX flLVe lkWÝVos;j ds mnkgj.k gSaA

fp=k 1-9% IykWVj
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1-5-2 ,Iyhds'ku lkWÝVos;j

og lkWÝVos;j tks mi;ksxdrkZ ds fy, fof'k"V dk;Z dj ldrk gS] tSls oMZ çkslsflax] vdkmafVax]
ctfVax ;k isjksy] ,fIyds'ku lkWÝVos;j dh Js.kh esa vkrs gSaA oMZ çkslslj] LçsM'khV] MsVkcsl
çcaèku flLVe lHkh lkekU; ç;kstu ,fIyds'ku lkWÝVos;j ds mnkgj.k gSaA

,Iyhds'ku lkWÝVos;j ds çdkj gSa%

oMZ çkslsflax lkWÝVos;j% bl lkWÝVos;j dk eq[; mís'; çys[k rS;kj djuk gSA
,e,l&oMZ] oMZ iSM] uksViSM vkSj dqN vU; VsDLV ,fMVj oMZ çkslsflax lkWÝVos;j ds
dqN mnkgj.k gSaA

MsVkcsl lkWÝVos;j% MsVkcsl lacafèkr MsVk dk ,d laxzg gSA bl lkWÝVos;j dk mís';
MsVk dks O;ofLFkr vkSj çcafèkr djuk gSA bl lkWÝVos;j dk ykHk ;g gS fd vki MsVk
lax`ghr vkSj çnf'kZr djus ds rjhds dks cny ldrs gSaA ,e,l ,Dlsl] Mhcsl] iQkWDlçks]
iSjkMkWDl vkSj vksjsdy MsVkcsl lkWÝVos;j ds dqN mnkgj.k gSaA

LçsM 'khV lkWÝVos;j% LçsM 'khV lkWÝVos;j dk mi;ksx ctV] foÙkh; fooj.k] xzsM 'khV
vkSj fcØh fjdkWMZ cuk, j[kus ds fy, fd;k tkrk gSA bl lkWÝVos;j dk mís'; la[;kvksa
dks O;ofLFkr djuk gSA ;g mi;ksxdrkZvksa dks iafDr;ksa (rows) vkSj LraHkksa (columns)

esa ntZ la[;kvksa ij ljy ;k tfVy x.kuk djus dh Hkh lqfoèkk nsrk gSA ,e,l&,Dlsy
LçsM'khV lkWÝVos;j dk ,d mnkgj.k gSA

çstsaVs'ku lkWÝVos;j% bl lkWÝVos;j dk mi;ksxtkudkjh dks LykbM 'kks ds :i es çnf'kZr
djus ds fy, fd;k tkrk gSA çstsaVs'ku lkWÝVos;j ds rhu eq[; dk;Z gSa% ,fMfVax vFkkZr
laiknu ftlesa VsDLV bUlVZ djuk o mldh iQkseZsfVax dh lqfoèkk gksrh gS] VsDLV esa
xzkfiQDl'kkfey djuk vkSj LykbM 'kks dks pyukA bl çdkj ds ,fIyds'ku lkWÝVos;j
dk lcls vPNk mnkgj.k ekbØkslkWÝV ikWojikWbaV gSA

eYVhehfM;k lkWÝVos;j% ehfM;k Iys;j vkSj fj;y Iys;j eYVhehfM;k lkWÝVos;j ds
mnkgj.k gSaA ;g lkWÝVos;j ;wtj dks vkWfM;ks vkSj ohfM;ks cukus dh lqfoèkk nsrk gSA
eYVhehfM;k lkWÝVos;j ds fofHkUu :i vkWfM;ks dUoVZj] Iys;j] cuZj] ohfM;ks ,udksMj
vkSj fMdksMj gSaA

1-6 daI;wVj Hkk"kk

daI;wVj Hkk"kk ;k çksxzkfeax Hkk"kk ,d dksfMr okD;foU;kl gS ftldk mi;ksx daI;wVj çksxzkej
}kjk daI;wVj ds lkFk lapkj djus ds fy, fd;k tkrk gSA daI;wVj Hkk"kk lkWÝVos;j çksxzkeksa ds
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chp lapkj dk çokg LFkkfir djrh gSA daI;wVj Hkk"kk mi;ksxdrkZ dks ;g funZsf'kr djus esa
l{ke cukrh gS fd MsVk dks lalkfèkr djus ds fy, daI;wVj dks dkSu ls vkns'k fu"ikfnr djus
pkfg,A bu Hkk"kkvksa dks fuEufyf[kr Jsf.k;ksa esa oxhZÑr fd;k tk ldrk gS (fp=k 1-10)A

1- e'khu ySaXost

2- vlsacyh ySaXost

3- gkbZ ysoy ySaXost

fp=k 1-10% daI;wVj ySaXost

1-6-1 e'khu ySaXost

e'khu Hkk"kk ;k e'khu dksM og ewy Hkk"kk gS ftls lhèks daI;wVj dh dsaæh; çkslsflax bdkbZ
;k lhih;w }kjk le>k tkrk gSA bl çdkj dh daI;wVj Hkk"kk dks le>uk vklku ugha gS] D;ksafd
;g dekaM fuèkkZfjr djus ds fy, dsoy ckbujh flLVe dk mi;ksx djrk gS] tks fd vadu
dk ,d çdkj gS ftlesa dsoy 1 vkSj 0 ls ;qDr la[;kvksa dh Jà[kyk gksrh gSA

1-6-2 vlsacyh ySaXost

vlsacyh ysoy ySaXost dksM dk ,d lewg gS tks lhèks daI;wVj ds çkslslj ij py ldrk gSA
bl çdkj dh Hkk"kk vkWijsfVax flLVe fy[kus vkSj MsLdVkWi ,fIyds'ku dks Bhd j[kus esa lcls
mi;qDr gSA vlsacyh Lrj dh Hkk"kk ds lkFk] çksxzkej ds fy, dekaM dks ifjHkkf"kr djuk vklku
gksrk gSA e'khuh Hkk"kk dh rqyuk esa bls le>uk vkSj mi;ksx djuk vklku gSA
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1-6-3 gkbZ ysoy ySaXost

gkbZ ysoy ySaXost mi;ksxdrkZ&vuqdwy Hkk"kk,¡ gSa tks 'kCnksa vkSj çrhdksa dh 'kCnkoyh esa vaxzsth
ds leku gSaA bUgsa lh[kuk vklku gS vkSj fy[kus esa de le; yxrk gSA

os ^e'khu* vkèkkfjr gksus ds ctk; leL;k dsfUær gSaA gkbZ ysoy ySaXost esa fy[ks x, çksxzke
dk dbZ e'khuh Hkk"kkvksa esa vuqokn fd;k tk ldrk gS vkSj blfy, bls fdlh Hkh daI;wVj
ij pyk;k tk ldrk gS ftlds fy, ,d mi;qDr vuqoknd ekStwn gSA

1-6-4 dEikbyj ,aM baVjçsVj

;s os çksxzke gSa tks gkbZ ysoy ySaXost esa fy[ks funZs'kksa dks fu"ikfnr djrs gSaA gkbZ ysoy ySaXost
esa fy[ks x, çksxzke dks pykus ds nks rjhds gSaA çksxzke dks ladfyr djuk lokZfèkd çpfyr
gS_ nwljh fofèk çksxzke dks baVjçsVj ds ekè;e ls ikfjr djuk gSA

(d) dEikbyj

dEikbyj ,d fo'ks"k çksxzke gS tks ,d fo'ks"k çksxzkfeax Hkk"kk ftls lkslZ dksM dgk tkrk gS]
esa fy[ks x, LVsVesaV dks çkslsl djrk gS vkSj mUgsa daI;wVj ds çkslslj }kjk mi;ksx dh tkus
okyh ^e'khu Hkk"kk ;k e'khu dksM* esa ifjofrZr djrk gSA

daikbyj gkbZ ysoy ySaXost çksxzke dks lhèks e'khu Hkk"kk çksxzke esa vuqokfnr djrk gSA bl
çfØ;k dks daikbZys'ku dgk tkrk gSA (fp=k 1-11)

fp=k 1-11% dEikbyj

([k) baVjçsVj

,d baVjçsVj mPp&Lrjh; funZs'kksa dks eè;orhZ :i esa vuqokfnr djrk gS] ftls og fiQj fu"ikfnr
djrk gSA daikbZy fd, gq, çksxzke vke rkSj ij baVjçsVj }kjk vuqokfnr fd;s x;s çksxzkeksa dh
rqyuk esa rsth ls pyrs gSaA gkyk¡fd] ,d baVjçsVj dk ykHk ;g gS fd mls daikbZys'ku pj.k
ls xqtjus dh vko';drk ugha gksrh gS] ftlds nkSjku e'khu funZs'k mRiUu gksrs gSaA ;fn çksxzke
yack gS rks ;g çfØ;k le; ysus okyh gks ldrh gSA (fp=k 1-12)
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fp=k 1-12% baVjçsVj

1-6-5 vksiu lkslZ lkWÝVos;j

vksiu lkslZ ,d çksxzke ;k lkWÝVos;j dks lanfHkZr djrk gS ftlesa lkslZ dksM (çksxzke dk og
:i tc dksbZ çksxzkej fdlh fo'ks"k çksxzkfeax Hkk"kk esa çksxzke fy[krk gS) mi;ksxdrkZ ds fy,
blds ewy fMtkbu ls mi;ksx vkSj@;k la'kksèku ds fy, fu%'kqYd miyCèk gksrk gSA

vksiu lkslZ dksM vke rkSj ij ,d lg;ksxkRed ç;kl ds :i esa cuk;k tkrk gS ftlesa çksxzkej
dksM esa lqèkkj djrs gSa vkSj leqnk; ds Hkhrj ifjorZuksa dks lk>k djrs gSaA

bl çfØ;k dk vkSfpR; ;g gS fd çksxzkej dk ,d cM+k lewg tks LokfeRo ;k foÙkh; ykHk
dks ugha lksprs gq, lHkh ds mi;ksx gsrq vfèkd mi;ksxh vkSj =kqfV&eqDr lkWÝVos;j rS;kj djsaxsaA

vksiu lkslZ bfuf'k;,fVo ds ihNs dkj.k ;g gS fd çksxzkej lkWÝVos;j ds ,d VqdM+s ds fy,
lkslZ dksM dks i<+s] iqufoZrfjr vkSj la'kksfèkr dj lds rkfd blls lkWÝVos;j fodflr gksA
lkWÝVos;lZ ij laLFkkvksa ds LokfeRo dh çfrfØ;k ds :i esa rduhdh leqnk; esa vksiu lkslZ
dh 'kq#vkr gqbZ A

lkaifÙkd lkWÝVos;j ij futh rkSj ij LokfeRo vkSj fu;a=k.k gksrk gSA daI;wVj m|ksx esa lkWÝVos;j
LokfeRo dks vksiu lkslZ lkWÝVos;j ds foijhr ekuk tkrk gSA çkSijkbZVjh fMtkbu ;k rduhd
og gS ftldk LokfeRo fdlh daiuh ds ikl gksrk gSA bldk rkRi;Z ;g Hkh gS fd daiuh
us mu fof'k"Vrkvksa dk [kqyklk ugha fd;k gS tks vU; daifu;ksa dks mRikn dh udy djus
dh vuqefr nsrsa gSaA

1-7 vkWijsfVax flLVe

vkWijsfVax flLVe daI;wVj flLVe dk ,d lkWÝVos;j ?kVd gS tks daI;wVj dh fofHkUu xfrfofèk;ksa
ds çcaèku vkSj daI;wVj lalkèkuksa dks lk>k djus ds fy, ftEesnkj gSA ;g dbZ vuqç;ksxksa dks
gksLV djrk gS tks daI;wVj ij pyrs gSa vkSj daI;wVj gkMZos;j ds lapkyu dks laHkkyrs gSaA
mi;ksxdrkZ vkSj ,fIyds'ku çksxzke flLVe dkWy vkSj ,fIyds'ku çksxzkfeax baVjiQsl ds ekè;e
ls vkWijsfVax flLVe }kjk nh tkus okyh lsokvksa rd igqaprs gSaA mi;ksxdrkZ dekaM ykbu baVjiQsl
(CLI) ;k xzkfiQdy ;wtj baVjiQsl ftUgsa GUI ds :i esa Hkh tkuk tkrk gS] ds ekè;e ls
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daI;wVj vkWijsfVax flLVe ds lkFk ckrphr djrs gSaA la{ksi esa] ,d vkWijsfVax flLVe mi;ksxdrkZvksa
;k ,fIyds'ku çksxzke vkSj daI;wVj gkMZos;j ds chp ,d baVjiQsl (ekè;e) ds :i esa dk;Z
djds daI;wVj flLVe ds lkFk mi;ksxdrkZ ds ikjLifjd fØ;k dks l{ke cukrk gSA dqN lkekU;
vkWijsfVax flLVe LINUX, Windows vkfn gSaA

1-8 foaMkst XP MsLdVkWi Hkkx

LVkVZ esuw

tc LVkVZ cVu ij fDyd fd;k tkrk gS] rks LØhu ij LVkVZ esuw fn[kkbZ nsrk gS] ftlesa foaMkst
dk mi;ksx 'kq: djus ds fy, lHkh miyCèk fodYi fn[kkbZ nsrs gSa (fp=k 1-13 ns[ksa)A MsLdVkWi
vkbdu vkerkSj ij mi;ksx fd, tkus okys çksxzke] iQksYMj vkSj iQkbyksa tSls fodYiksa ds p;u
dh lqfoèkk çnku djrk gSA

fp=k 1-13

LVkVZ esuw esa miyCèk fodYiksa dk voyksdu

dk;Z fooj.k

vky çksxzke (All Programs) lHkh LFkkfir çksxzke dh ,d lwph çnf'kZr djrk gS]
ftls mi;ksxdrkZ 'kq: ;k mi;ksx dj ldrk gS

ek; MkWD;wesaV (My Documents) ek; MkWD;wesaV orZeku mi;ksxdrkZ }kjk mi;ksx fd,
x, nLrkostksa dh ,d lwph çnf'kZr djrk gS
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ek; jhlsaV MkWD;wesaV (My Recent ek; jhlsaV MkWD;wesaV orZeku mi;ksxdrkZ }kjk gky
Documents) gh esa mi;ksx fd, x, çys[kksa dh lwph çnf'kZr

djrk gS

ek; fiDpj (My Picture) ek; fiDpj orZeku mi;ksxdrkZ }kjk mi;ksx fd, x,
fp=kksa@iQksVks dh ,d lwph çnf'kZr djrk gS

ek; E;wftd (My Music) ek; E;wftd orZeku mi;ksxdrkZ }kjk mi;ksx fd,
x, laxhr@xhrksa dh ,d lwph çnf'kZr djrk gS

dUVªksy iSuy (Control Panel) dUVªksy iSuy daI;wVj flLVe dks dkWfUiQxj djus vkSj
lkWÝVos;j vkSj gkMZos;j LFkkfir djus ds fy,
mi;ksfxrkvksa dh ,d lwph çnf'kZr djrk gS

fçaVj vkSj iQSDl (Printer and fçaVj vkSj iQSDl orZeku daI;wVj flLVe esa orZeku
faxes) esa LFkkfir fçaVj vkSj iQSDl dh ,d lwph çnf'kZr

djrk gS

gsYi ,aM liksVZ (Help and gsYi ,aM liksVZ foaMkst esa fdlh dk;Z dks djus dk
Support) rjhdk tkuus ds fy, XP gsYi vkSj liksVZ çksxzke

çkjaHk djrs gSa

lpZ (Search) lpZ mi;ksxdrkZ dks orZeku mi;ksxdrkZ }kjk mi;ksx
fd, x, nLrkost dh lwph ls fdlh Hkh iQkby ;k
iQksYMj dks <wa<us esa lgk;rk djrk gSA

ju (Run) ju ,d ,fIyds'ku çksxzke çkjaHk djrk gS ;k DOS

dekaM fu"ikfnr djrk gS

ykWx vkWiQ (Log Off) ykWx vkWiQ flLVe ds orZeku esa ykWx bu mi;ksxdrkZ
dks ykWx vkWiQ djrk gS

VuZ vkWiQ daI;wVj (Turn Off VuZ vkWiQ daI;wVj orZeku esa [kksys x, çksxzke dks can
Computer) djrk gS] orZeku mi;ksxdrkZ dks ykWx vkWiQ djrk

gS vkSj daI;wVj flLVe dks can dj nsrk gSA

VkLd ckj

tc vki daI;wVj flLVe 'kq: djrs gSa] rks LØhu ds uhps LVkVZ cVu vkSj VkLd ckj fn[kkbZ
nsrk gS vkSj foaMkst pyus ij fMiQkWYV :i ls fn[kkbZ nsrk gS (fp=k 1-14 ns[ksa)A tc Hkh dksbZ
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çksxzke pyk;k tkrk gS ;k dksbZ foaMks [kksyh tkrh gS] rks VkLdckj ij çksxzke dks çLrqr djus
okyk ,d vkbdu fn[kkbZ nsrk gSA foaMkst ;k çksxzke ds chp fLop djus ds fy,] VkLd ckj
ij foaMks dk çLrqr djus okys vkbdu ij fDyd djsaA tc çksxzke ;k foaMks can gks tkrh gS]
rks vkbdu VkLd ckj ls xk;c gks tkrk gSA

VkLd ckj flLVe Vªs

fp=k 1-14

flLVe Vªs VkLd ckj dk fgLlk gS vkSj orZeku le; ds lkFk&lkFk LVsVl vkbdu Hkh çnf'kZr
djrk gSA

1-8-1 ,d çksxzke 'kq: djsa

çksxzke çkjaHk djus ds fy,] fuEufyf[kr dk;Z djsa_

1- LVkVZ cVu ij fDyd djsaA

2- vkWy çksxzkEl ij fDyd djsa] vkidks lHkh çksxzke vkbdu vkSj çksxzke iQksYMlZ dh ,d
lwph fn[kkbZ nsxhA

3- okafNr iQksYMj tSls ,Dlsljht dks bafxr djsa vkSj okafNr çksxzke dk p;u djsa tSls isaV
pykus ds fy,A

1-8-2 çksxzke can djsa

fdlh çksxzke dks can djus ds fy,] foaMks ds Åijh&nk,¡ dksus esa can djsa cVu (×) dk p;u
djsa ;k iQkby esuw ij fDyd djsa vkSj Dykst (Close) fodYi dk p;u djsaA

1-8-3 lgk;rk çkIr djuk

foaMkst dk mi;ksx djus vkSj lh[kus esa vkWuykbu lgk;rk vkSj leFkZu cgqr ennxkj gSA fdlh
fof'k"V fo"k; ij ;k orZeku esa fu"ikfnr fd, tk jgs dk;Z ij lgk;rk fey ldrh gSA lgk;rk
'kq: djus ds fy, %

LVkVZ cVu ij fDyd djsa

gsYi ,aM liksVZ fodYi ij fDyd djsa



18 :: daI;wVj ,oa vkWfiQl ,ifyds'kal

lgk;rk vkSj leFkZu fo"k;ksa vkSj vkWuykbu VÔwVksfj;y dh ,d lwph LØhu ij çnf'kZr gksrh
gS (fp=k 1-15 ns[ksa)A dksbZ Hkh O;fDr dbZ rjhdksa ls okafNr tkudkjh [kkstus ds fy, LØhu
ij fn;s x, VSc dk mi;ksx dj ldrk gSA

fp=k 1-15

dk;Z dks dSls iwjk fd;k tk, blds ckjs esa vfèkd tkuus ds fy, fdlh fo"k; ;k dk;Z
ij fDyd djsa ;k fdlh fof'k"V fo"k; ij lgk;rk dk irk yxkus ds fy, lpZ oMZ
Vkbi djsaA

o.kkZuqØe esa lwphc¼ fof'k"V fo"k; dk irk yxkus ds fy, baMsDl VSc ij fDyd djsa
vkSj LØhu ij çnf'kZr funZs'kksa dk ikyu djsaA

Hkfo"; esa mUgsa vklkuh ls <w¡<us ds fy, viuh ilanhnk lwph esa gsYi VksfiDl] lpZ fjtYV~l
tksM+us ds fy, iQsojkbV~l VSc ij fDyd djsaA

vkids }kjk igys i<+s x, gsYi ,aM liksVZ i`"Bksa dh lwph esa ls pquus ds fy, fgLVªh ij
fDyd djsaA

fofHkUu çdkj ds vkWuykbu liksVZ tSls ekbØkslkWÝV vkWuykbu liksVZ ] foaMkst ij lekpkj
lewg çkIr djus ds fy, liksVZ ij fDyd djsaA

viuh vko';drk ds vuqlkj gsYi ,aM liksVZ lsaVj dks dkWfUiQxj djus ds fy, vkWI'ku
ij fDyd djsaA

gsYi ,aM liksVZ foaMks can djus ds fy,] foaMks ds Åijh&nk,¡ dksus esa can djsa cVu (×) dk
p;u djsaA
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1-8-4 iQkbysa vkSj iQksYMlZ [kkstuk

;fn vki ugha tkurs fd dksbZ nLrkost ;k iQksYMj dgk¡ fLFkr gS] rks vki bls LFkkuh; LVksjst
tSls gkMZ fMLd] lhMh ;k usVodZ Mªkbo (;fn flLVe usVodZ dk fgLlk gS) esa <wa<us ds fy,
lpZ fodYi dk mi;ksx dj ldrs gSaA [kkst }kjk çnku dh xbZ baMsfDlax lfoZl vkids daI;wVj
ij lHkh iQkbyksa dk ,d lwpdkad cuk, j[krh gS] ftlls [kkst rst gks tkrh gSA

fdlh iQkby ;k iQksYMj dks [kkstus ds fy,

1- LVkVZ ij fDyd djsa vkSj lpZ ij fDyd djsaA

2- foaMkst ds ckbZa vksj ls lHkh iQkbysa vkSj iQksYMlZ dk p;u djsa (fp=k 1-16 ns[ksa)A

fp=k 1-16

3- iQkby ;k iQksYMj dk uke vkaf'kd ;k iwjk Vkbi djsa] ;k dksbZ 'kCn ;k okD;ka'k Vkbi
djsa tks [kksth tkus okyh iQkby esa ekStwn gSA

4- ;fn vki fdlh Hkh tkudkjh dks ugha tkurs gSa rks 'ks"k fodYiksa esa ls ,d ;k vfèkd
dk p;u djsa%

yqd bu esa] ml Mªkbo] iQksYMj ;k usVodZ ij fDyd djsa ftls vki [kkstuk pkgrs
gSaA

mu iQkbyksa dks ns[kus ds fy, tks fof'k"V frfFk;ksa ij ;k muds chp cukbZ ;k la'kksfèkr
dh xbZ Fkha] osu okl bV eksM+hiQkbM\ ij fDyd djsaA
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fdlh fof'k"V vkdkj dh iQkbysa ns[kus ds fy,] okWV lkbt bl bV\ ,d vkdkj
pqusa-

vfrfjDr [kkst ekunaM fufnZ"V djus ds fy, eksj ,MokaLM vksi'kal ij fDyd djsaA

5- ,d ckj tc vki [kkst ekunaM fufnZ"V djuk lekIr dj ysa] rks iQkby dk irk yxkus
ds fy, Search ij fDyd djsaA

1-8-5 flLVe lsfVaXl cnyuk

daVªksy iSuy ds Vwy dk mi;ksx djds vki foaMkst ds fn[kus vkSj dke djus ds rjhds dks
vuqdwfyr dj ldrs gSaA blds vykok vki u;k gkMZos;j baLVkWy dj ldrs gSa] lkWÝVos;j çksxzke
tksM+ vkSj gVk (baLVkWy@vubaLVkWy) ldrs gSa] cnyko dj ldrs gSa] vius MsLdVkWi dk :i
vkSj vuqHko cny ldrs gSa vkSj Hkh cgqr dqN dj ldrs gSaAA blesa mi;ksxdrkZ çcaèku] bosaV
O;wvj] ?kVd lsok vkfn ds lanHkZ esa foaMkst ds csgrj ç'kklu ds fy, ,fM~efuLVªsfVo VwYl
fodYi esa dbZ ç'kklfud midj.k Hkh 'kkfey gSaA

daVªksy iSuy çkjaHk djus vkSj miyCèk Vwy dk mi;ksx djus ds fy,] fuEufyf[kr dk;Z djsa_

LVkVZ ij fDyd djsa

daVªksy iSuy ij fDyd djsa

mi;ksx djus ds fy, okafNr midj.k dk p;u djsa

mnkgj.k ds fy,] fdlh ekStwnk mi;ksxdrkZ ds fy, ubZ lsfVaXl cukus ;k la'kksfèkr djus ds
fy, daVªksy iSuy esa ^User accounts* vkbdu ij fDyd djsaA

blh çdkj vki baVjusV ij fof'k"V tkudkjh [kkst ldrs gSa] ;k viuh irk iqfLrdk esa yksxksa
dks [kkst ldrs gSa] vius usVodZ ij fçaVj ;k daI;wVj [kkst ldrs gSaA

1-8-6 viuh fMLd Mªkbo czkmt djus ds fy, ^ekb daI;wVj* dk mi;ksx djuk

vkidh fMLd Mªkbo vkids daI;wVj dh lkjh tkudkjh j[krh gS% lHkh iQkbysa] iQksYMj] çksxzke
vkSj lkFk gh nLrkostA

ek; daI;wVj ÝykWih] gkMZ fMLd] lhMh&jkse vkSj usVodZ Mªkbo dk MsVk çnf'kZr djrk gSA dksbZ
Hkh iQkbyksa vkSj iQksYMjksa dks [kkst vkSj [kksy ldrk gS] vkSj daI;wVj dh lsfVaXl dks la'kksfèkr
djus ds fy, daVªksy iSuy esa fodYiksa dk mi;ksx dj ldrk gSA

ekb daI;wVj dk mi;ksx djus ds fy,] LVkVZ ij fDyd djsa] vkSj fiQj ekb daI;wVj ij
fDyd djsa ;k MsLdVkWi ij ekb daI;wVj vkbdu ij Mcy fDyd djsaA ekb daI;wVj dh
foaMks vkids daI;wVj ij ekStwn lHkh Mªkbo fn[kkus ds fy, [kqyrh gSA (fp=k 1-17 ns[ksa)A
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fp=k- 1-17

HkaMkj.k MsVk çnf'kZr djsa

;g ns[kus ds fy, fd vkidh gkMZ fMLd ij D;k gS] gkMZ fMLd Mªkbo ds varxZr] ml
Mªkbo ij Mcy&fDyd djsa ftls vki ns[kuk pkgrs gSa tSls fd C:, D: vkfnA

fjewoscy LVksjst okys fMokbl ds varxZr lhMh&jkse ;k vU; ehfM;k ij iQkby ;k iQksYMj
<wa<us ds fy,] lacafèkr LVksjst ehfM;k ij Mcy&fDyd djsa ftls vki ns[kuk pkgrs gSaA

fdlh iQksYMj esa iQkby <wa<us ds fy,] bl daI;wVj ij lax`ghr iQkbyksa ds varxZr] fdlh
iQksYMj ij Mcy&fDyd djsaA

1-9 foaMkst esa iQkby çcaèku

foaMkst esa iQkby çcaèku foaMkst ,DlIyksjj ;k ek; daI;wVj ds ekè;e ls fd;k tk ldrk
gSA foaMkst ,DlIyksjj vkids daI;wVj ij iQkbyksa] iQksYMjksa vkSj LVksjst Mªkbo (fiQDLM vkSj
fjewoscy nksuksa) dh inkuqØfer lwph çnf'kZr djrk gSA ;g fdlh Hkh usVodZ Mªkbo dks Hkh
lwphc¼ djrk gS ftls vkids daI;wVj ij Mªkbo v{kjksa ds :i esa eSi fd;k x;k gSA foaMkst
,DlIyksjj dk mi;ksx iQkbyksa vkSj iQksYMjksa dks dkWih djus] LFkkukarfjr djus] uke cnyus
vkSj [kkstus ds fy, fd;k tk ldrk gSA mnkgj.k ds fy,] fdlh iQkby dks dkWih djus ds
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fy,] vki ,d iQksYMj [kksy ldrs gSa ftlesa dkWih ;k LFkkukarfjr djus ds fy, okafNr iQkby
gS] vkSj fiQj iQkby dks yf{kr iQksYMj ;k Mªkbo ij [khapsa vkSj NksM+saA (fp=k ns[ksaA 1-18)

fp=k 1-18

tc iQkbysa ;k iQksYMj gkMZ fMLd ls gVk fn, tkrs gSa] rks foaMkst mUgsa jhlk;dy fcu esa j[k
nsrk gS] tgk¡ ls mUgsa rc rd iquçkZIr fd;k tk ldrk gS] tc rd fd jhlk;dy fcu [kkyh
u gks tk,A usVodZ Mªkbo tSls fjeqoscy LVksjst ehfM;k ls gVkbZ xbZ iQkbysa ;k iQksYMlZ LFkk;h
:i ls gVk fn, tkrs gSa vkSj jhlk;dy fcu esa ugha Hksts tkrsA

1-9-1 foUMkst ,DlIyksjj dk mi;ksx djuk

foaMkst ,d vkSj mi;ksfxrk ̂ foaMkst ,DlIyksjj* çnku djrk gS tks vkids daI;wVj ij iQkbyksa
vkSj iQksYMjksa ds lkFk dke djus esa vkidh enn djrk gSA

foaMkst ,DlIyksjj [kksyus ds fy,]

LVkVZ ij fDyd djsa]

vkWy çksxzkEl dks bafxr djsa]

,Dlsljht ij bafxr djsa vkSj fiQj foaMkst ,DlIyksjj ij fDyd djsa (fp=k 1-19 ns[ksa)
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fp=k 1-19

,DlIyksjj foaMks dk ck;ka isu vkids daI;wVj ij lHkh Mªkbo] iQksYMj vkSj MsLdVkWi vkbVe
dk inkuqØe fn[kkrk gSA ftl Mªkbo ;k iQksYMj esa vU; iQksYMj gksrs gSa] mlds vkbdu ds
ckbZa vksj ,d Iyl fpÉ gksrk gSA bls foLrkfjr djus vkSj vanj ds iQksYMj dks ns[kus ds fy,
Iyl fpÉ ij fDyd djsaA (fp=k 1-20 ns[ksa)

fp=k 1-20



24 :: daI;wVj ,oa vkWfiQl ,ifyds'kal

1-9-2 Mªkbo vkSj iQksYMlZ [kksyuk

yxHkx lHkh daI;wVj esa nks Mªkbo gksrh gSa ,d ÝykWih Mªkbo (Mªkbo A:) vkSj ,d gkMZ Mªkbo
(Mªkbo C:)A ;fn vkids ikl ,d ls vfèkd Mªkbo gSa] rks mUgsa D:, E: bR;kfn uke fn;k
x;k gSA ;fn vkids ikl lhMh Mªkbo ;k MhohMh Mªkbo gS] rks mldk uke Hkh ,d v{kj ls
j[kk tkrk gSA gkMZ Mªkbo [kksyuk vklku gS- ftl Mªkbo dks vki [kksyuk pkgrs gSa mldk n'kkZus
djus okys vkbdu ij cl Mcy fDyd djsaA Mªkbo esa ekStwn iQkbysa vkSj iQksYMlZ vc [kqyh
gqbZ foaMks esa fn[kk, tk,axsA vc fdlh iQksYMj dks [kksyus ds fy, mlds vkbdu ij Mcy
fDyd djsaA

1-9-3 ekb MkWD;qesaV~l dk mi;ksx djds fdlh iQkby ;k iQksYMj dks dkWih djuk ;k
LFkkukarfjr djuk

LVkVZ ij fDyd djsa vkSj fiQj ekbZ MkWD;wesaV~l ij fDyd djsaA

dkWih dh tkus okyh iQkby ;k iQksYMj ij fDyd djsaA ,d le; esa ,d ls vfèkd
iQkby ;k iQksYMj dh çfrfyfi cukbZ tk ldrh gSA

,d ls vfèkd yxkrkj iQkbyksa ;k iQksYMjksa dk p;u djus ds fy,] igyh iQkby ;k
iQksYMj ij fDyd djsa] SHIFT dqath nckdj j[ksa] vkSj fiQj vafre iQkbyksa ;k iQksYMjksa
ij fDyd djsaA

xSj&yxkrkj iQkbyksa ;k iQksYMjksa dk p;u djus ds fy,] CTRL dqath nckdj j[ksa] vkSj
fiQj dkWih dh tkus okyh çR;sd iQkby ;k iQksYMj ij fDyd djsaA

,fMV esuw ds varxZr] dkWih pqusaA

ml Mªkbo ;k iQksYMj dk p;u djsa ftlesa vki iQkbyksa dh çfrfyfi cukuk pkgrs gSa

,fMV esuw ds varxZr] okafNr iQkby ;k iQksYMj dks Mªkbo ij dkWih djus ds fy, isLV
dk p;u djsa

1-9-4 iQkby fooj.k ns[ksa

LVkVZ ij fDyd djsa vkSj fiQj ekbZ MkWD;wesaV~l ij fDyd djsaA

ml iQksYMj ij Mcy&fDyd djsa ftlesa ns[kh tkus okyh iQkbysa gSaA %

O;w esuw ij] fMVsYl ij fDyd djsa (fp=k 1-21 ns[ksa)A

;g iQkbyksa ds ckjs esa lHkh fooj.k tSls uke] çdkj] vkdkj vkfn çnf'kZr djsxkA
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fp=k 1-21

1-9-5 ,DlIyksjj dk mi;ksx djds iQkbyksa dks dkWih djuk vkSj LFkkukarfjr djuk

LVkVZ ij fDyd djsa] vkWy çksxzkEl dks bafxr djsa] ,Dlsljht dks bafxr djsa vkSj fiQj
foaMkst ,DlIyksjj ij fDyd djsaA

lqfuf'pr djsa fd tgka iQkby ;k iQksYMj dks vki LFkkukarfjr djuk pkgrs gSa og n`';eku
gS (fp=k 1-22 ns[ksa)A

iQkby ;k iQksYMj dks nk,¡ isu ls [khapsa vkSj iQkby ;k iQksYMj dks ogk¡ ys tkus ds fy,
ck,¡ isu esa fuèkkZfjr iQksYMj ij NksM+saA

;fn vki nk;ka ekml cVu nckrs le; fdlh vkbVe dks [khaprs gSa] rks vki iQkby dks
mlds u, LFkku ij ys tk ldrs gSa] dkWih dj ldrs gSa ;k mldk 'kkWVZdV cuk ldrs gSaA

vkbVe dks LFkkukarfjr djus ds ctk; mldh çfrfyfi cukus ds fy,] [khaprs le; CTRL

nckdj j[ksaA

;fn vki fdlh vkbVe dks fdlh vU; fMLd ij [khaprs gSa] rks mls dkWih fd;k tkrk
gS] LFkkukarfjr ugha fd;k tkrk gSA vkbVe dks LFkkukarfjr djus ds fy,] ekÅl ls MªSx
djrs le; SHIFT nckdj j[ksaA
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fdlh çksxzke dks u, LFkku ij [khapus ls ml çksxzke dk ,d 'kkWVZdV cu tkrk gSA fdlh
çksxzke dks LFkkukarfjr djus ds fy,] jkbV&fDyd djsa vkSj fiQj çksxzke dks u, LFkku
ij [khapsaA

fp=k 1-22

1-9-6 ,d u;k iQksYMj cuk,¡

iQksYMlZ vkidh iQkbyksa dks O;ofLFkr djus esa vkidh lgk;rk djrs gSaA vki ekbZ daI;wVj
foaMks dk mi;ksx djds ;k foaMkst ,DlIyksjj ds ekè;e ls ,d iQksYMj cuk ldrs gSaA vki
fdlh Hkh ekStwnk fMLd Mªkbo ;k iQksYMj ;k foaMkst MsLdVkWi ij ,d iQksYMj cuk ldrs gSaA
iQksYMj cukus ds pj.k gSa%

LVkVZ ij fDyd djsa] vkSj fiQj ekb MkWD;qesaV~l ij fDyd djsaA iQkby esuw ds varxZr U;w ij
fDyd djsa vkSj iQksYMj dk p;u djsaA (fp=k 1-23 ns[ksa)

,d u;k iQksYMj fMiQkWYV uke] U;w iQksYMj ds lkFk çnf'kZr gksrk gSA

u, iQksYMj ds fy, ,d uke Vkbi djsa vkSj fiQj ENTER nck,¡A

MsLdVkWi ij ,d fjDr LFkku ij jkbV&fDyd djds] U;w vkWI'ku ij ekÅl iksbaVj ys
tk dj vkSj fiQj iQksYMj ij fDyd djds ,d u;k iQksYMj lhèks MsLdVkWi ij Hkh cuk;k
tk ldrk gSA
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1-9-7 fdlh iQkby ;k iQksYMj dk uke cnysa

LVkVZ ij fDyd djsa vkSj fiQj ekbZ MkWD;wesaV~l ij fDyd djsa

ml iQkby ;k iQksYMj ij fDyd djsa ftldk vki uke cnyuk pkgrs gSaA

iQkby esuw ds varxZr uke cnysa ij fDyd djsa (fp=k 1-23 ns[ksa)A

u;k uke Vkbi djsa vkSj fiQj ENTER dh nck,¡A

oSdfYid :i ls iQkby ;k iQksYMj dk uke jkbV&fDyd djds vkSj fiQj Rename ij
fDyd djds Hkh cnyk tk ldrk gSA

fp=k 1-23

1-9-8 fdlh iQkby ;k iQksYMj dks gVk,¡

LVkVZ ij fDyd djsa vkSj fiQj ekbZ MkWD;wesaV~l ij fDyd djsa

ml iQkby ;k iQksYMj ij fDyd djsa ftls vki gVkuk pkgrs gSaA

iQkby esuw ds varxZr fMyhV ij fDyd djsa (fp=k 1-23 ns[ksa)A

iQkbyksa ;k iQksYMjksa dks iQkby ;k iQksYMj ij jkbV&fDyd djds vkSj fiQj fMyhV ij
fDyd djds Hkh gVk;k tk ldrk gSA
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gVkbZ xbZ iQkbysa ;k iQksYMlZ jhlk;dy fcu esa lax`ghr gksrs gSa] tc rd fd mUgsa jhlk;dy
fcu ls LFkk;h :i ls gVk ugha fn;k tkrk gSA

gVkbZ xbZ iQkby dks iqu% çkIr djus ds fy,] MsLdVkWi ij jhlk;dy fcu vkbdu ij
Mcy&fDyd djsaA iquçkZIr dh tkus okyh iQkby ij jkbV&fDyd djsa] vkSj fiQj Restore

ij fDyd djsaA

fdlh iQkby dks LFkk;h :i ls gVkus ds fy,] SHIFT dqath nckdj j[ksa vkSj mls jhlk;dy
fcu esa [khapsaA

1-10 daI;wVj lqj{kk

lqj{kk ges'kk ls ekuo tkfr dh lokZsifj fpark jgh gSA dbZ laxBuksa ds fy,] O;olk; pykus
esa bUiQkWeZs'ku cgqr egRoiw.kZ Hkwfedk fuHkkrh gSA blfy,] bUiQkWeZs'ku dks voSèk gkFkksa rd igqapus
ls cpkuk vko';d gks tkrk gSA tc MsVk fMftVy :i esa gksrk gS] rks ,d vyx lqj{kk çfØ;k
dh vko';drk gksrh gSA lqj{kk dh bl 'kk"k dks daI;wVj lqj{kk dgk tkrk gSA

lwpuk çkS|ksfxdh ds lkFk dqN [kkfe;ka Hkh tqM+h gqbZ gSa] tSls egRoiw.kZ tkudkjh pqjkus dh laHkkouk
vkSj tkucw>dj nwljs ds daI;wVj flLVe ij fouk'kdkjh ;k nqHkkZoukiw.kZ çksxzke çR;kjksfir djukA
,slh xfrfofèk;ksa ds ihNs dk edln fdlh laxBu dh xfr dks de fn[kkuk vkSj mls vkfFkZd
:i ls uqdlku igqapkuk gSA vc ge bu nqHkkZoukiw.kZ çksxzkeksa ds ckjs esa ppkZ djsaxs ftUgsa vDlj
ok;jl] oElZ] Vªkstu gkWlZ] ykWftd ce] Likbos;j bR;kfn dgk tkrk gSA

1-10-1 ok;jl

ok;jl ,d çksxzke gS tks daI;wVj ds lkekU; dkedkt esa gLr{ksi djus ds fy, fy[kk x;k
gSA ;g flLVe dh eseksjh dks vo#¼ djds bldh çfr;ka cukdj ,slk djrk gS D;ksafd ;g
vU; daI;wVj çksxzkeksa }kjk mi;ksx dh tkus okyh egRoiw.kZ tkudkjh dks u"V dj ldrk gSA

ok;jl ds rhu eq[; çdkj gSa% cwV lsDVj ok;jl tks gkMZ fMLd esa cwV lsDVj dks laØfer
djrs gSa vkSj foHkktu rkfydk dks çHkkfor djrs gSa] iQkby ok;jl fu"iknu ;ksX; iQkbyksa ds
lkFk tqM+ tkrs gSaA vkerkSj ij laØfer iQkbysa COM ;k EXE ,DlVsa'ku okyh gksrh gSaA rhljk]
flLVe ok;jl dekaM-dkWe tSlh fof'k"V flLVe iQkbyksa dks laØfer djrs gSaA daI;wVj ok;jl
dks Vkbe ce] Vªkstu gkWlZ] oeZ vkfn esa lewghÑr fd;k tk ldrk gSA Vkbe ce ,d fo'ks"k
frfFk] ,d fo'ks"k le; ij 'kq: gksxkA daI;wVj Bhd ls dke djus dh viuh {kerk [kks nsxk-

Vªkstu gkWlZ ds uke ls tkuk tkus okyk ok;jl bZ&esy ;k baVjusV ls MkmuyksM fd, x, eqÝr
çksxzke ds ekè;e ls daI;wVj esa ços'k djsxk vkSj cgqr uqdlku igqapk,xkA oElZ ds uke ls
tkus tkus okys ok;jl oSèk MsVk çkslsflax çksxzke esa ?kqliSB djus vkSj MsVk dks cnyus ;k u"V
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djus ds fy, cuk, tkrs gSaA oeZ çksxzke vDlj ,d daI;wVj flLVe ls nwljs flLVe rd iQSyus
ds fy, usVodZ dusD'ku dk mi;ksx djrs gSa] bl çdkj] oeZ flLVe dks tksM+rs gSa tks lapkj
ykbuksa ds ekè;e ls tqM+s gksrs gSaA

1-10-2 ,aVhok;jl lkWÝVos;j dk mi;ksx djds daI;wVj flLVe dh lqj{kk djuk

;fn ok;jl ekStwn gS] rks Hkfo"; esa ok;jl ds geyksa dks jksdus ds fy, dqN ,aVh&ok;jl
lkWÝVos;j dk mi;ksx djuk gekjk drZO; cu tkrk gSA ,aVh&ok;jl lkWÝVos;j nks Jsf.k;ksa esa
vkrk gS% LdSulZ vkSj baVhfxzVh psdlZA

LdSuj ,d çksxzke gS tks fMLd ij iQkbyksa] fMLd ds cwV lsDVj vkSj eseksjh esa çksxzkeksa dh
tkap djds ok;jl ds gLrk{kj dh tkap djds ok;jl dk irk yxk,xkA gLrk{kj çksxzke dksM
dk ,d VqdM+k gS tks ok;jl ds fy, vf}rh; gSA vkius tks ok;jl LdSuj [kjhnk gS mls fu;fer
:i ls viMsV djuk cgqr t:jh gSA ;g vko';d gS D;ksafd u;s ok;jl yxkrkj lkeus vk
jgs gSaA

baVhfxzVh psdlZ ljy psdle ;k tfVy ,Yxksfjne ;k fØIVksxzkfiQd psdle dk mi;ksx djds
dke djrs gSa tks tkaprs gSa fd iQkby dks la'kksfèkr fd;k x;k gS ;k ughaA gj ckj flLVe
pykus ij ok;jl dh tkap djuk vkids fy, vuko';d gks ldrk gSA ysfdu vkidks fpark
ugha djuh pkfg,A blesa lgk;rk ds fy, miyCèk gS gkse xkMZ] ,d vuks[kk midj.k tks ,d
ckj daI;wVj esa fiQV gksus ds ckn Lopkfyr :i ls cSdxzkmaM esa ok;jl dks LdSu dj ysrk
gSA ;fn flLVe esa ok;jl ik, tkrs gSa] rks gksexkMZ fcuk dksbZ dh nck, bls Lopkfyr :i
ls lkiQ dj nsxkA

1-10-3 ok;jl ds çfr ç;ksx dh tkus okyh lkoèkkfu;ka

jSe esa ,d eseksjh&jsftMsaV çksxzke baLVkWy djsa tks ok;jl ekStwn gksus ij irk yxk,xk vkSj
psrkouh nsxkA

gkMZos;j bathfu;j ;k lsYl ilZu dks vius daI;wVj esa jkbV buscYM ÝykWih Mkyus dh
vuqefr u nsa] tc rd fd os xkjaVh ugha ns ldrs fd ;g laØfer ugha gSA

lHkh çksxzkeksa vkSj MsVk iQkbyksa dh cSdvi çfr;ka j[kh tkuh pkfg,A

laØe.k dks jksdus ds fy, çksxzke dh cSdvi çfr;ksa dks dsoy i<+us ;ksX; fMLd ds
:i esa j[kk tkuk pkfg,A

cSdvi dh de ls de 2 çfr;ka vo'; j[kuh pkfg,A

dHkh Hkh viuh e'khu dks fdlh vKkr lzksr ls çkIr ÝykWih ls cwV u djsaA %

tc vki fdlh vU; e'khu esa viuh fMLd dk mi;ksx djsa rks mls ges'kk jkbV&çksVsDV
djsaA
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ikBxr ç'u 1-1

1- daI;wVj dh fo'ks"krk,¡ D;k gSa\

2- vkerkSj ij fdrus çdkj ds fçaVj dk mi;ksx fd;k tkrk gS\

3- lgh ;k xyr crk,a

(d) lHkh dksM ;k MsVk dks nks çrhdksa dk mi;ksx djds daI;wVj esa lax`ghr vkSj lalkfèkr
fd;k tkrk gS_ 0 vkSj 1-

([k) e'khu dksM dks lkslZ dksM ds :i esa Hkh tkuk tkrk gSA

1-11 vkius D;k lh[kk

bl ikB esa] vkius daI;wVj laxBu] bldh fo'ks"krkvksa (xfr] lVhdrk] yxu] cgqeq[kh çfrHkk
vkSj HkaMkj.k {kerk) ds ckjs esa lh[kk gS ftlus bls bruk yksdfç; midj.k cukus esa ;ksxnku
fn;k gSA gkMZos;j@lkWÝVos;j] flLVe@,fIyds'ku lkWÝVos;j] ROM/RAM tSlh voèkkj.kkvksa
ds chp varj dks Hkh le>k;k x;kA fofHkUu çdkj ds buiqV] vkmViqV vkSj lsdsaMjh LVksjst
fMokbl ds lkFk&lkFk muds mi;ksx dk Hkh vè;;u fd;k x;kA

1-12 VfeZuy ç'u

1- daI;wVj flLVe dh cqfu;knh bdkb;k¡ D;k gSa\

2- ,Iyhds'ku lkWÝVos;j D;k gS\ mnkgj.kksa dh lgk;rk ls le>kb;sA

3- fuEufyf[kr ij laf{kIr uksV~l fy[ksa

(d) vkWijsfVax flLVe ([k) daikbyj

(x) vlsacyh Hkk"kk (?k) daVªksy ;wfuV

1-13 ikBxr ç'uksa ds mÙkj

ikBxr ç'u 1-1

1- daI;wVj fo'ks"krk,¡ %

xfr lVhdrk yxu fofo/rk HkaMkj.k {kerk

2- nks çdkj ;k bEiSDV ,oa ukWu bEiSDV fçaVj

3- (d) lgh

([k) xyr
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2

MsVk lapkj vkSj daI;wVj usVofd±x
dh ewy ckrsa

2-1 ifjp;

daI;wVj dk mi;ksx lwpuk mRiUu djus ds fy, fd;k tkrk gSA mRiUu lwpuk vius vki esa
mi;ksxh ugha gS- tkudkjh lgh le; ij lgh O;fDr rd igqapkbZ tkuh pkfg,A vDlj lwpuk
dks ,d LFkku ls nwljs LFkku rd lapkfjr fd;k tkuk pkfg,A bl çfØ;k dks MsVk lapkj dgk
tkrk gSA ;gka] ge MsVk lapkj esa mi;ksx fd, tkus okys gkMZos;j] lkWÝVos;j vkSj çfØ;kvksa
ij fopkj djsaxsA

dk;kZy; Lopkyu lapkj vFkkZr lwpuk ds gLrkarj.k ij vkèkkfjr gSA rsth ls fodflr gks jgh
daI;wVj çkS|ksfxdh ds lkFk lapkj çkS|ksfxdh esa gqbZ çxfr ds dkj.k bl {ks=k esa Hkh dkiQh çxfr
laHko gks ldhA bysDVªkWfud lapkj esa nwjlapkj vkSj MsVk lapkj 'kkfey gSaA nwjlapkj ls rkRi;Z
lhèks ;k daI;wVj ds ekè;e ls lwpuk çlkfjr djus ds fy, VsyhiQksu] VsyhxzkiQ vkSj jsfM;ks
;k Vsyhfotu lqfoèkk ds mi;ksx ls gSA MsVk lapkj dk vFkZ daI;wVj midj.kksa ds chp MsVk
;k lwpuk dk LFkkukarj.k gSA

2-2 mn~ns';

bl ikB dks i<+us ds ckn] vki l{ke gksaxs %

MsVk lapkj ç.kkyh ds cqfu;knh rRoksa dks lh•us esa_

lapkj çksVksdkWy vkSj MsVk Vªkalfe'ku eksM dk o.kZu djus esa_

daI;wVj usVodZ ds mi;ksx dks le>us esa_

daI;wVj usVodZ ds fofHkUu ?kVdksa dk o.kZu djus esa_

fofHkUu çdkj ds usVodZ dh igpku djus esaA
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2-3 MsVk lapkj

MsVk lapkj MsVk dks ,d fcanq ls nwljs fcanq rd ys tkus dh lfØ; çfØ;k gSA usVodZ ,d
lapkj ç.kkyh gS ftls tkudkjh dks ewy fcanq ls xarO; fcanq rd igqapkus ds fy, fMtkbu fd;k
x;k gSA è;ku nsa fd ;g lapkj ç.kkyh gSa] daI;wVj ç.kkyh ughaA blesa çHkkoh 'kCn lapkj gS]
dks ;kuh ,d midj.k ls nwljs midj.k rd lwpuk dk LFkkukarj.kA

usVodZ nks Lo:iksa esa gksrs gSa & LFkkuh; tSls fd LFkkuh; {ks=k usVodZ] tks ,d NksVs ls {ks=k
dks doj djrk gS vkSj blesa mi;ksxdrkZvksa dh la[;k vis{kkÑr de gksrh gSA vkSj oSf'od
;k yach nwjh ds] tks yach nwjh dks doj djrs gS vkSj blesa vlhfer la[;k esa mi;ksxdrkZ gksrs
gSaA VsyhiQksu usVodZ yEcs usVodZ gksrs gSaA ;s VªkalehVj vkSj fjlhoj daI;wVj ds chp ,d lapkj
pkSuy ij fMftVy flXuy ds çlkj.k dks fufnZ"V djrs gSaA lapkj dsoy daI;wVj dh ,d nwljs
ds lkFk ok;MZ vkSj ok;jysl dusfDVfoVh ls gh laHko gSA

MsVk lapkj ç.kkyh dh çHkko'khyrk rhu ewyHkwr fo'ks"krkvksa ij fuHkZj djrh gS%

fMfyojh% flLVe }kjk MsVk dks lgh xarO; rd igqapkuk gksrk gSA MsVk bfPNr fMokbl
;k mi;ksxdrkZ }kjk vkSj dsoy ml gh fMokbl ;k mi;ksxdrkZ }kjk çkIr fd;k tkuk
pkfg,A

lVhdrk% flLVe dks MsVk lgh :i ls forfjr djuk pkfg,A tks MsVk Vªkalfe'ku ds nkSjku
cny fn;k x;k gS vkSj fcuk lqèkkjs NksM+ fn;k x;k gS og vuqi;ksxh gSA

le;c¼rk% flLVe dks le; ij MsVk forfjr djuk pkfg,A nsj ls fn;k x;k MsVk csdkj
gS- ohfM;ks] vkWfM;ks vkSj okW;l MsVk ds ekeys esa] le; ij fMyhojh dk eryc MsVk
dks mlh Øe esa forfjr djuk gS ftl Øe esa os mRikfnr gksrs gSa] vkSj fcuk fdlh egRoiw.kZ
nsjh dsA bl çdkj dh fMyhojh dks jh;y&Vkbe Vªkalfe'ku dgk tkrk gSA

2-3-1 MsVk lapkj ?kVd

lapkj ç.kkyh ds dk;Z djus ds fy, cqfu;knh ?kVdfuEufyf•r gSaA (fp=k 2-1 ns•sa)

1- VªkalehVj

2- fjlhoj

3- ekè;e

4- lans'k

5- çksVksdkWy
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VªkalehVj lans'k Hkstrk gS vkSj çkIrdrkZ lans'k çkIr djrk gSA ekè;e og pkSuy gS ftl ij
lans'k Hkstk tkrk gS] vkSj çksVksdkWy fu;eksa dk lsV gS tks ekxZn'kZu djrk gS fd MsVk dks ,UdksfMax
ls fMdksfMax rd dSls çlkfjr fd;k tkrk gSA fu%lansg] lans'k lHkh ?kVdksa dk dsaæ gSA lans'k
og MsVk gS ftls lapkfjr fd;k tk jgk gSA

fp=k 2-1% MsVk lapkj ?kVd

VªkalehVj% VªkalehVj og midj.k gS tks lans'k Hkstrk gSA ;g ,d daI;wVj] odZLVs'ku] VsyhiQksu
gSaMlsV] ohfM;ks dSejk bR;kfn gks ldrk gSA

fjlhoj% fjlhoj og midj.k gS tks lans'k çkIr djrk gSA ;g ,d daI;wVj] odZLVs'ku] VsyhiQksu
gSaMlsV] Vsyhfotu bR;kfn gks ldrk gSA

ekè;e% lapj.k ekè;e og HkkSfrd iFk gS ftlds }kjk ,d lans'k çs"kd ls çkIrdrkZ rd tkrk
gSA blesa eqM+s gq, rkjksa dh tksM+h] dks ,fDl;y dscy] iQkbcj&vkWfIVd dscy] ystj ;k jsfM;ks
rjaxsa (LFkyh; ;k mixzg ekbØksoso) 'kkfey gks ldrs gSaA

lans'k% lans'k laçsf"kr fd;k tkus okyk lapj.k (MsVk) gSA blesa VsDLV] la[;k] fp=k] èofu ;k
ohfM;ks ;k buesa ls dksbZ Hkh la;kstu gks ldrk gSA

çksVksdkWy% çksVksdkWy fu;eksa dk ,d lewg gS tks MsVk lapkj dks fu;af=kr djrk gSA ;g lapkj
midj.kksa ds chp ,d le>kSrs dk lwpd gSA çksVksdkWy ds fcuk] nks fMokbl dusDV gks ldrs
gSa ysfdu lapkj ugha dj ldrs gSa] tSls teZu cksyus okyk O;fDr dsoy tkikuh cksyus okyk
O;fDr dks ugha le> ldrk gSA
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2-4 lapkj ekè;e

fuEufyf•r çeq• lapkj midj.k gSa ftudk vDlj mi;ksx fd;k tkrk gS%

ok;j is;j% ok;j is;jvkerkSj ij LFkkuh; VsyhiQksu lapkj vkSj de nwjh ds fMftVy
MsVk lapkj ds fy, mi;ksx fd, tkrs gSaA ;s vkerkSj ij rkacs ls cus gksrs gSaA bu rkj ;qXeksa
ds mi;ksx ls 100 ehVj dh nwjh esa MsVk Vªkalfe'ku xfr lkekU;r% 9600 fcV çfr lsdaM
gksrh gSA

fV~oLVsM is;j% fV~oLVsM is;j rkj nwjlapkj ds fy, lcls O;kid :i ls mi;ksx fd;k
tkus okyk ekè;e gSA eqM+s gq, rkjksa dh tksM+h (fV~oLVsM is;j) dscy esa rkacs ds rkj gksrs
gSa ftUgsa tksM+s esa ?kqek;k tkrk gSA lkèkkj.k VsyhiQksu rkjksa esa tksM+s esa eqM+s gq, nks balqysVsM
rkacs ds rkj gksrs gSaA daI;wVj usVofd±x dscfyax (IEEE 802.3 }kjk ifjHkkf"kr ok;MZ
bZFkjusV) esa dkWij dscfyax ds 4 tksM+s gksrs gSa ftudk mi;ksx vkokt vkSj MsVk Vªkalfe'ku
nksuksa ds fy, fd;k tk ldrk gSA ,d lkFk eqM+s gq, nks rkjksa dk mi;ksx ØkWlVkWd vkSj
fo|qr pqEcdh; çsj.k dks de djus esa enn djrk gSA Vªkalfe'ku xfr 2 fefy;u fcV
çfr lsdaM ls 10 fcfy;u fcV çfr lsdaM rd gksrh gSA fV~oLVsM is;j dscfyax nks :iksa
esa gksrh gS tks vu'khYMsM fV~oLVsM is;j (;wVhih) vkSj 'khYMsM fV~oLVsM&is;j (,lVhih)
gSa tks fofHkUu ifjn`';ksa ds fy, vyx&vyx o`f¼ esa fufeZr gksrs gSaA

dks,fDl;y dscy% dks,fDl;y dscy dk O;kid :i ls dscy Vsyhfotu flLVe]
dk;kZy; Hkouksa vkSj LFkkuh; {ks=k usVodZ dso vU; dk;Z LFkyksa ds fy, mi;ksx fd;k
tkrk gSA dscy rkacs ;k ,Y;wehfu;e ds rkj ls cus gksrs gSa tks vkerkSj ij mPp,oafo|qrjksèkh]
fLFkj yphyh lkexzh dh bUlqysfVax ijr ls fyiVs gksrs gSa] ; lHkh ,d lgk;d ijr
ls f?kjs gksrs gSaA bUlqys'ku dh ijrsa gLr{ksi vkSj fo:i.k dks de djus esa enn djrh
gSaA Vªkalfe'ku xfr 200 fefy;u ls ysdj 500 fefy;u fcV çfr lsdaM ls vfèkd rd
gksrh gSA

vkWfIVdy iQkbcj% vkWfIVdy iQkbcj dscy esa lqj{kkRed ijrksa esa fyiVs gq, Xykl
iQkbcj ds ,d ;k vfèkd fiQykesaV~l gksrs gSa tks çdk'k ds Lianuksa ds ekè;e ls MsVk
ys tkrs gSaA ;g çdk'k lapkfjr djrk gS tks foLrkfjr nwjh rd ;k=kk dj ldrk gSA
iQkbcj&vkWfIVd dscy fo|qr pqEcdh; fofdj.k ls çHkkfor ugha gksrs gSaA Vªkalfe'ku xfr
•jcksa fcV çfr lsdaM rd igq¡p ldrh gSA iQkbcj vkWfIVDl dh lapj.k xfr dks,fDl;y
dscyksa dh rqyuk esa lSdM+ksa xquk rst gS vkSj ,d fV~oLVsM is;j rkj dh rqyuk esa gtkjksa
xquk rst gSA jaxhu çdk'k] ;kuh dbZ ̂ fofoèk osoySaXFk* ds çdk'k ds mi;ksx ls bl {kerk
dks vkSj c<+k;k tk ldrk gSA eksuksØkseSfVd çdk'k vkosxksa dh èkkjk esa ,d lans'k ys
tkus ds ctk;] ;g rduhd ,d gh iQkbcj esa dbZ flXuy ys tk ldrh gSA
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ok;jysl rduhdsa

VsjZsfLVª;y ekbØksoso% VsjZsfLVª;y ekbØksoso i`Foh&vkèkkfjr VªkalehVj vkSj fjlhoj dk
mi;ksx djrs gSaA ;g midj.k lSVsykbV fM'k ds leku fn•rk gSA LFkyh; ekbØksoso
fuEu&xhxkgV~tZ jsat dk mi;ksx djrs gSa] tks lHkh lapkjksa dks ykbu&vkWiQ&fotu rd lhfer
djrk gSA fjys LVs'kuksa ds chp dk iFk yxHkx 48 fdeh (30 ehy) dh nwjh ij gSA
ekbØksoso ,aVsuk vkerkSj ij bekjrksa] Vkojksa] igkfM+;ksa vkSj ioZr pksfV;ksa ds 'kh"kZ ij yxk,
tkrs gSaA

lapkj mixzg% mixzg vius nwjlapkj ekè;e ds :i esa ekbØksoso jsfM;ks ladsrksa dk mi;ksx
djrs gSa tks i`Foh ds ok;qeaMy ls fo{ksfir ugha gksrs gSaA mixzg varfj{k esa rSukr gSa] vkerkSj
ij Hkweè; js•k ls 35]400 fdeh (22]000 ehy) (ft;ksflaØksul mixzgksa ds fy,)A ;s
i`Foh&ifjØek ç.kkfy;k¡ vkokt] MsVk vkSj Vhoh flXuy çkIr djus vkSj fjys djus esa
l{ke gSaA

2-5 lapkj lsokvksa ds çdkj

lapkj lsok dh MsVk&gSaMfyax {kerk dk o.kZu djus ds fy, bLrseky fd;k tkus okyk 'kCn
cSaMfoM~Fk gSA ^cSaMfoM~Fk* ÚhDosalht dk og foLrkj gS tks MsVk ds çlkj.k ds fy, miyCèk
gksrh gSA lapkj ç.kkyh esa ÚhDosalht dk l¡djk foLrkj fdlh cxhps ds NksVs O;kl okys ikbi
ds leku gksrk gSA ,slh ç.kkyh esa lwpuk dk çokg çfrcafèkrgksrk gS] tSls ladh.kZ uyh esa ikuh
dk çokg gksrk gSA O;kid cSaMfoFk vfèkd rhoz lwpuk çokg dh çnku djrs gSaA lapkj MsVk
LFkkukarj.k nj dks ckWM uked bdkbZ esa ekik tkrk gSA ckWM çfr lsdaM fcV~l ds leku gSA
blfy,] 300 ckWM dh nj 300 fcV~l çfr lsdaM gSA

vesfjdh VsyhiQksu vkSj VsyhxzkiQ (,Vh ,aM Vh) vkSj osLVuZ ;wfu;u tSlh lapkj daifu;ksa dks
lkekU; okgd dgk tkrk gS] vkSj os vkokt vkSj MsVk lapkj nksuksa ds fy, rhu lkekU; oxZ
dh lsok çnku djrs gSa%

uSjkscSaM de MsVk okWY;we dks laHkkyrk gSA MsVk Vªkalfe'ku njsa 45 ls 300 ckWM rd gSaA
de xfr okys midj.k ladh.kZ cSaM lapkj dk mi;ksx dj ldrs gSaA

okW;lcSaM 300 vkSj 9600 ckWM ds chp eè;e MsVk Vªkalfe'ku okWY;we dks laHkkyrk gSA
budk mi;ksx lhvkjVh lapkfyr djus ls ysdj ykbu fçaVj pykus rd ds vuqç;ksxksa
ds fy, fd;k tkrk gSA mudk çeq• vuqç;ksx VsyhiQksu okW;l lapkj ds fy, gS] blfy,
mUgsa okW;lcSaM 'kCn dgk tkrk gSA

czkWMcSaM cgqr cM+h ek=kk esa MsVk laHkkyrk gSA ;s flLVe 1 fefy;u ckWM ;k vfèkd dh
MsVk Vªkalfe'ku nj çnku djrs gSaA mPp xfr MsVk fo'ys"k.k vkSj mixzg lapkj czkWMcSaM
lapkj ç.kkfy;ksa ds mnkgj.k gSaA
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2-6 ekWMse

,d ekWMse (ekWMÔwysVj&fMeksMqysVj) ,d midj.k gS tks fMftVy tkudkjh dks ,udksM djus
ds fy, ,d ,ukykWx dSfj;j flXuy dks ekWMÔwysV djrk gS] vkSj çlkfjr tkudkjh dks MhdksM
djus ds fy, ,sls dSfj;j flXuy dks fMeksMÔwysV Hkh djrk gSA y{; ,d ,sls flXuy dk
mRiknu djuk gS ftls vklkuh ls çlkfjr fd;k tk lds vkSj ewy fMftVy MsVk dks iqu% is'k
djus ds fy, fMdksM fd;k tk ldsA (ekWMse dk mi;ksx çdk'k mRltZd Mk;ksM ls ysdj
jsfM;ks rd] ,ukykWx flXuy lapkfjr djus ds fdlh Hkh ekè;e ij fd;k tk ldrk gSA)

,d ekWMse ,d daI;wVj ;k vU; fMftVy fMokbl ls vkmVxksbax fMftVy flXuy dks ikjaifjd
dkWij fV~oLVsM is;j VsyhiQksu ykbu ds fy, ,ukykWx flXuy esa ekWMÔwysV djrk gS vkSj vkus
okys ,ukykWx flXuy dks fMeksMÔwysV djrk gS vkSj bls fMftVy fMokbl ds fy, fMftVy
flXuy esa ifjofrZr djrk gSA

gky ds o"kks± esa] 2400 fcV çfr lsdaM ekWMse tks bZ&esy ys tk ldrk Fkk] vçpfyr gks x;k
gSA 14-4 dschih,l vkSj 28-8 dschih,l ekWMse Hkfo"; ds mPp cSaMfoM~Fk midj.kksa vkSj okgdksa
ds jkLrs esa vLFkk;h foJke LFky dh Hkk¡fr FksA 1998 dh 'kq#vkr ls] vfèkdka'k u, ilZuy
daI;wVj 56 dschih,l ekWMse ds lkFk vk,A rqyukRed :i ls] ikjaifjd ekWMse ds ctk; fMftVy
baVhxzsVsM lfoZlst fMftVy usVodZ ,MkIVj dk mi;ksx djds] ogh VsyhiQksu rkj vc 128
dschih,l rd ys tk ldrk gSA fMftVy lClØkbcj ykbu (Mh,l,y) flLVe ds lkFk]
ftls vc dbZ leqnk;ksa esa rSukr fd;k tk jgk gS] fV~oLVsM&is;j ij cSaMfoM~Fk esxkfcV jsat
esa gks ldrk gSA

2-6-1 ekWMse ds çdkj

ySaMykbu ekWMse

ok;jysl ekWMse

ySu eksMse

(d) ySaMykbu ekWMse

ySaMykbu ekWMse gSa tks lkoZtfud fLoPM VsyhiQksu usVodZ (ih,lVh,u) ls tqM+rs gSaA PSTN

ls dusDV djus ds fy,] bu ekWMse esa ,d tSd gksrk gS ftls RJ&11, ;k fu;fer iQksu tSd
ds uke ls tkuk tkrk gSA (RJ&11 Iyx ds lkFk ,d VsyhiQksu dscy ekWMse dks fudVre
iQksu tSd ls tksM+rk gS] tks RH&11 ekud ds vuq:i Hkh gS]) ySaMykbu ekWMse dks fuEufyf•r
çdkjksa esa oxhZÑr fd;k tk ldrk gS%
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1- vkarfjd ekWMse% ;g midj.k ,d lfdZV cksMZ gS tks daI;wVj ds ,Dliu'ku LykWV esa
ls ,d esa Iyx gksrk gSA vkarfjd ekWMse vkerkSj ij ckgjh ekWMse dh rqyuk esa lLrs gksrs
gSa] ysfdu tc leL;k,a vkrh gSa] rks ekWMse dks Bhd djuk vkSj leL;k fuokj.k djuk
dHkh&dHkh dkiQh eqf'dy lkfcr gks ldrk gSA VsyhiQksu ykbu daI;wVj ds ihNs ekWMse
iksVZ esa Iyx gks tkrh gSA vfèkdka'k vkarfjd ekWMse vkids }kjk •jhns x, daI;wVj esa LFkkfir
gksrs gSaA vkarfjd ekWMse lhèks daI;wVj flLVe esa ,dhÑr gksrs gSa vkSj blfy,] fo'ks"k è;ku
nsus dh vko';drk ugha gksrh gSA tc vki lapkj dk;ZØe pykrs gSa rks vkarfjd ekWMse
lfØ; gks tkrs gSa vkSj tc vki dk;ZØe ls ckgj fudyrs gSa rks can gks tkrs gSaA ;g
lqfoèkk ukSflf•, mi;ksxdrkZvksa ds fy, fo'ks"k :i ls mi;ksxh gSA

vkarfjd ekWMse dh dher vkerkSj ij ckgjh ekWMse ls de gksrh gS] ysfdu dher esa
varj vkerkSj ij NksVk gksrk gSA vkarfjd ekWMse dk eq[; uqdlku mudk LFkku gS% daI;wVj
ds vanjA tc vki fdlh vkarfjd ekWMse dks cnyuk pkgrs gSa rks vkidks fLop djus
ds fy, daI;wVj dsl ds vanj tkuk gksxkA

2- ckgjh ekWMse% ;g midj.k ,d dscy ds ekè;e ls daI;wVj ds ihNs tqM+k gksrk gS tks
ekWMse iksVZ esa Iyx gksrk gSA ;g vkerkSj ij de egaxk vkSj cgqr iksVZscy gksrk gSA bls
vuIyx djds vkSj nwljs daI;wVj esa Iyx djds vU; daI;wVjksa ds lkFk cgqr vklkuh ls
mi;ksx fd;k tk ldrk gSA ;g LFkkfir djus ds fy, lcls ljy çdkj dk ekWMse gS
D;ksafd vkidks daI;wVj •ksyus dh vko';drk ugha gSA ckgjh ekWMse dh viuh fctyh
vkiwfrZ gksrh gS vkSj ;g ,d dscy ds ekè;e ls daI;wVj ds lhfj;y iksVZ ls tqM+rs gSaA
VsyhiQksu ykbu ekWMse ds fiNys iSuy ij ,d lkWdsV esa Iyx gks tkrh gSA

D;ksafd ckgjh ekWMse dh viuh fctyh vkiwfrZ gksrh gS] vki daI;wVj dks can fd, fcuk
vkWuykbu dusD'ku dks tYnh ls rksM+us ds fy, ekWMse dks can dj ldrs gSaA vkarfjd
ekWMuZ dh rqyuk esa ,d vkSj ykHk ;g gS fd ckgjh ekWMse dh vyx fctyh vkiwfrZ
daI;wVj ls fdlh Hkh fctyh dh fudklh ugha djrh gSA vki LVsVl ykbV ns•dj Hkh
vius ekWMse dh dusD'ku xfrfofèk dh fuxjkuh dj ldrs gSaA

3- okW;l@MsVk@iQSDl eksMse% bl fMokbl dks vkids VsyhiQksu ls tksM+k tk ldrk gS vkSj
vkids daI;wVj ij tkudkjh Hkstus ds fy, mi;ksx fd;k tk ldrk gSA vkidk daI;wVj
iQSDl e'khu dks Hkh tkudkjh Hkst ldrk gSA vfèkdka'k daI;wVj ekWMse iQSfDlax {kerkvksa
okys ekWMse gSaA

4- ihlh dkMZ ekWMse% iksVZscy daI;wVj ds fy, fMtkbu fd, x, ;s ekWMse ØsfMV dkMZ ds
vkdkj ds gksrs gSa vkSj uksVcqd vkSj gSaMgsYM daI;wVj ij ihlh dkMZ LykWV esa fiQV gksrs
gSaA tc ekWMse dh vko';drk ugha gksrh rks ;s ekWMse gVk fn, tkrs gSaA muds vkdkj
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dks NksM+dj] ihlh dkMZ ekWMse ckgjh vkSj vkarfjd ekWMse ds la;kstu dh rjg gSaA bu
midj.kksa dks lhèks iksVZscy daI;wVj esa ,d ckgjh LykWV esa Iyx fd;k tkrk gS] blfy,
VsyhiQksu ykbu dusD'ku ds vykok fdlh dscy dh vko';drk ugha gksrh gSA dkMZ
daI;wVj }kjk lapkfyr gksrs gSa] tks rc rd Bhd gS tc rd fd daI;wVj cSVjh ls lapkfyr
u gksA tc iksVZscy daI;wVj cSVjh ikoj ij py jgk gks rks ihlh dkMZ ekWMse pykus ls
vkidh cSVjh dk thou dkiQh de gks tkrk gSA

([k) ok;jysl eksMse

ok;jysl ekWMse eksckby daI;wfVax midj.kksa esa LFkkfir jsfM;ks VªkalehVj@fjlhoj gSa (vFkkZr os
midj.k tks pyrs le; mi;ksx fd, tkrs gSa tSls eksckby iQksu] ySiVkWi vkfn)A ok;jysl
ekWMse dk mi;ksx djds] dksbZ Hkh xfreku jgrs gq, usVodZ ls dusDV gks ldrk gSA ySaMykbu
ekWMse ds foijhr] ok;jysl ekWMse RJ-11 tSd esa Iyx ugha gksrs gSaA

(x) ySu eksMse

LAN ekWMse LAN (yksdy ,fj;k usVodZ) lalkèkuksa rd lk>k fjeksV ,Dlsl dh vuqefr
nsrs gSaA LAN ekWMse ,dy fo'ks"k usVodZ vkfdZVsDpj tSls bZFkjusV ;k Vksdu fjax vkSj@;k fo'ks"k
usVodZ lkWÝVos;j tSls IPX, NetBIOS, NetBEUI vkfn ds fy, iwjh rjg ls iwoZ&dkWfUiQxj
fd;k gqvk vkrk gSA

2-6-2 ekWMse dh dk;Zç.kkyh

ekWMse iQksu ykbuksa ij çlkfjr ,ukykWx MsVk dks fMftVy MsVk esa ifjofrZr djrs gSa rkfd daI;wVj
i<+ ldsa_ os fMftVy MsVk dks ,ukykWx MsVk esa Hkh ifjofrZr djrs gSa rkfd bls çlkfjr fd;k
tk ldsA bl çfØ;k esa daI;wVj ds fMftVy flXuyksa dks VsyhiQksu ykbuksa ij ;k=kk djus okys
,ukykWx flXuyksa esa ekWMÔwysV vkSj fMeksMqysV djuk 'kkfey gSA nwljs 'kCnksa esa] ekWMse daI;wVj
MsVk dks VsyhiQksu }kjk mi;ksx dh tkus okyh Hkk"kk esa vuqokn djrk gS vkSj fiQj MsVk dks
okil daI;wVj Hkk"kk esa vuqokn djus dh çfØ;k dks myV nsrk gSA

2-7 daI;wVj usVodZ

,d daI;wVj usVodZ fofHkUu LFkkuksa ij fLFkr fofHkUu daI;wVj ç.kkfy;ksa dk ikjLifjd lacaèk
gSA daI;wVj usVodZ esa MsVk lapkj vkSj lalkèkuksa dks lk>k djus ds mís'; ls nks ;k nks ls vfèkd
daI;wVj ,d ekè;e vkSj MsVk lapkj midj.kksa ls tqM+s gksrs gSaA og daI;wVj tks usVodZ ij vU;
daI;wVjksa dks lalkèku çnku djrk gS mls loZj dgk tkrk gSA usVodZ esa daI;wVj] tks lk>k usVodZ
lalkèkuksa dk mi;ksx djkrs gSa] uksM~l ds :i esa tkus tkrs gSaA
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2-7-1 daI;wVj usVodZ dh fo'ks"krk,¡

daI;wVj usVodZ dk çkFkfed mís'; lalkèkuksa dks lk>k djuk gS%

vki ,d daI;wVj ls nwljs daI;wVj ij lhMh ls laxhr pyk ldrs gSaA

vkids ikl ,slk daI;wVj gks ldrk gS ftlesa MhohMh ;k Cywjs (chMh) Iys;j u gksA bl
fLFkfr esa] vki ewoh fMLd (MhohMh ;k chMh) dks ml daI;wVj ij j• ldrs gSa ftlesa
Iys;j gS] vkSj fiQj ewoh dks ,sls daI;wVj ij ns• ldrs gSa ftlesa Iys;j ugha gSA

vkids ikl lhMh@MhohMh@chMh jkbVj ;k cSdvi flLVe okyk daI;wVj gks ldrk gS ysfdu
nwljs daI;wVj esa ;g ugha gSA bl fLFkfr esa] vki fMLd dks cuZ dj ldrs gSa ;k ,sls
daI;wVj ij cSdvi cuk ldrs gSa ftlesa buesa ls ,d gS ysfdu ,sls daI;wVj ls MsVk dk
mi;ksx dj ldrs gSa ftlesa fMLd jkbVj ;k cSdvi flLVe ugha gSA

vki ,d fçaVj (;k LdSuj] ;k iQSDl e'khu) dks ,d daI;wVj ls dusDV dj ldrs gSa
vkSj usVodZ ds vU; daI;wVj ml fçaVj (;k LdSuj] ;k iQSDl e'khu) ls fçaV (;k LdSu]
;k iQSDl) dj ldrs gSaA

vki ,d daI;wVj ij fp=kksa okyh fMLd j• ldrs gSa vkSj vU; daI;wVjksa ls mu fp=kksa
dh txg rd igq¡p ldrs gSaA

vki iQkbysa cuk ldrs gSa vkSj mUgsa ,d daI;wVj esa laxzghr dj ldrs gSa] fiQj mlls
tqM+s nwljs daI;wVj ls mu iQkbyksa rd igqap ldrs gSaA

2-7-2 usVofd±x dh voèkkj.kk

,d daI;wVj usVodZ] ftls vDlj usVodZ ds :i esa lanfHkZr fd;k tkrk gS] gkMZos;j ?kVdksa
vkSj lapkj pkSuyksa }kjk ijLij tqM+s daI;wVjksa dk ,d laxzg gS tks lalkèkuksa vkSj lwpukvksa dks
lk>k djus dh vuqefr nsrk gSA usVodZ dks fofHkUu çdkj dh fo'ks"krkvksa ds vuqlkj oxhZÑr
fd;k tk ldrk gS tSls MsVk ifjogu ds fy, mi;ksx fd;k tkus okyk ekè;e] mi;ksx fd,
x, lapkj çksVksdkWy] Ldsy] VksiksykWth vkSj laxBukRed nk;jkA daI;wVj usVodZ esa lwpukvksa
ds vknku&çnku ds fu;e vkSj MsVk çk:i lapkj çksVksdkWy }kjk ifjHkkf"kr fd, tkrs gSaA

2-7-3 usVodZ ds xq.k

1- lapkj dh lqfoèkk% usVodZ dk mi;ksx djds] yksx bZesy] Rofjr lans'k] pkSV :e] VsyhiQksu]
ohfM;ks VsyhiQksu dkWy vkSj ohfM;ks dkWUÚsaflax ds ekè;e ls dq'kyrkiwoZd vkSj vklkuh
ls laokn dj ldrs gSaA
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2- iQkby] MsVk vkSj vU; çdkj dh lwpukvksa dks lk>k djus dh lqfoèkk nsukA usVodZ okrkoj.k
esa] vfèkÑr mi;ksxdrkZ usVodZ ij vU; daI;wVjksa ij laxzghr MsVk vkSj tkudkjh rd
igqap ldrs gSaA lk>k HkaMkj.k midj.kksa ij MsVk vkSj lwpuk rd igqap çnku djus dh
{kerk dbZ usVodZ dh ,d egRoiw.kZ fo'ks"krk gSA

3- usVodZ vkSj daI;wfVax lalkèku lk>k djuk% usVodZ okrkoj.k esa] çR;sd daI;wVj
midj.kksa }kjk çnku fd, x, lalkèkuksa rd igqap dj mi;ksx dj ldrk gS] tSls lk>k
usVodZ fçaVj ij nLrkost fçaV djukA forfjr daI;wfVax dk;ks± dks iwjk djus ds fy, iwjs
usVodZ esa daI;wfVax lalkèkuksa dk mi;ksx djrh gSA

2-8 usVodZ ds ykHk

iQkby lk>kdj.k% daI;wVj ds chp usVodZ iQkby lk>kdj.k ÝykWih Mªkbo ;k fti&Mªkbo
dk mi;ksx djus dh rqyuk esa vfèkd lqfoèkktud gSA vki u dsoy iQksVks] laxhr iQkbysa
vkSj nLrkost lk>k dj ldrs gSa] cfYd vki vius lHkh egRoiw.kZ MsVk dh çfr;ksa dks
,d vyx daI;wVj ij lso djus ds fy, gkse usVodZ dk Hkh mi;ksx dj ldrs gSaA gkse
usVofd±x esa cSdvi lcls egRoiw.kZ ysfdu vuns•k fd, x, dk;ks± esa ls ,d gSA

fçaVj@ifjèkh; lk>kdj.k% ,d ckj gkse usVodZ LFkkfir gks tkus ij] ,d gh fçaVj
lk>k djus ds fy, lHkh daI;wVjksa dks lsV djuk vklku gks tkrk gSA vc vkidks dsoy
,d bZesy lans'k dk fçaV vkmV ysus ds fy, ,d flLVe ;k nwljs flLVe ls ckmal gksus
dh vko';drk ugha gksxhA vU; daI;wVj cká midj.kksa dks Hkh blh rjg lk>k fd;k
tk ldrk gS tSls usVodZ LdSuj] osc dSe vkSj lhMh cuZjA

baVjusV dusD'ku lk>k djuk% gkse usVodZ dk mi;ksx djds] ifjokj ds dbZ lnL; dbZ
•krksa ds fy, vkbZ,lih dks Hkqxrku fd, fcuk ,d lkFk baVjusV dk mi;ksx dj ldrs
gSaA vki ns•saxs fd tc dbZ yksx bls lk>k djrs gSa rks baVjusV dusD'ku èkhek gks tkrk gS]
ysfdu czkWMcSaM baVjusV vfrfjDr yksM dks FkksM+h ijs'kkuh ds lkFk laHkky ldrk gSA

eYVh&Iys;j xse% dbZ yksdfç; ?kjsyw daI;wVj xse LAN eksM dk leFkZu djrs gSa tgka
nksLr vkSj ifjokj ,d lkFk •sy ldrs gSa] vxj muds daI;wVj usVodZ ls tqM+s gksaA

baVjusV VsyhiQksu lsok% okW;l vksoj vkbZih (ohvksvkbZih) lsok,a vkidks baVjusV ij
vius gkse usVodZ ds ekè;e ls iQksu dkWy djus vkSj çkIr djus dh lqfoèkk nsrh gSaA

gkse ,aVjVsuesaV% u, gkse ,aVjVsuesaV mRikn tSls fMftVy ohfM;ks fjdkWMZj (Mhohvkj)
vkSj ohfM;ks xse dalksy vc ok;MZ ;k ok;jysl gkse usVofd±x dk leFkZu djrs gSaA bu
mRiknksa dks vkids usVodZ esa ,dhÑr djus ls vkWuykbu baVjusV xsfeax] ohfM;ks lk>kdj.k
vkSj vU; mUur lqfoèkk,a l{ke gks tkrh gSaA
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2-9 usVodZ ds çdkj

usVodZ dbZ çdkj ds gksrs gSaA gkyk¡fd] vafre mi;ksxdrkZ ds n`f"Vdks.k ls rhu cqfu;knh çdkj
gSa%

yksdy ,fj;k usVodZ (LAN)

okbM ,fj;k usVodZ (WAN)

esVªksikWfyVu ,fj;k usVodZ (MAN)

2-9-1 yksdy ,fj;k usVodZ (LAN)

,d yksdy ,fj;k usVodZ (LAN) ,d nwljs ds fudV fLFkr daI;wVjksa ds lewg tSls fdlh
dk;kZy; Hkou] Ldwy ;k ?kj esa usVofd±x {kerk çnku djrk gSA LAN iQkbysa] fçaVj] xse
;k vU; ,fIyds'ku tSls lalkèkuksa dks lk>k djus ds fy, mi;ksxh gSA ,d LAN vDlj vU;
LAN vkSj baVjusV ;k vU; WAN ls tqM+rk gSA

fp=k 2-2

vfèkdka'k yksdy ,fj;k usVodZ vis{kkÑr lLrs gkMZos;j tSls bZFkjusV dscy] usVodZ ,MsIVj vkSj
gc ds lkFk cuk, tkrs gSaA ok;jysl LAN vkSj vU; vfèkd mUur LAN gkMZos;j fodYi
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Hkh miyCèk gSaA LAN ,d daI;wVj usVodZ gS tks vis{kkÑr NksVs {ks=k esa iQSyk gksrk gSA vfèkdka'k
LAN ,d gh bekjr ;k bekjrksa ds lewg rd gh lhfer gSaA gkyk¡fd] ,d LAN dks VsyhiQksu
ykbuksa vkSj jsfM;ks rjaxksa ds ekè;e ls fdlh Hkh nwjh ij vU; LAN ls tksM+k tk ldrk gSA vfèkdka'k
LAN (tSlk fd fp=k 2-2 esa fn•k;k x;k gS) odZLVs'ku vkSj ilZuy daI;wVj dks tksM+rs gSaA
LAN esa çR;sd uksM (O;fDrxr daI;wVj) dk viuk CPU gksrk gS ftlds lkFk og çksxzke fu"ikfnr
djrk gS] ysfdu ;g LAN ij dgha Hkh MsVk vkSj fMokbl vfèkxe djus rd esa Hkh l{ke gksrk
gSA bldk eryc ;g gS fd dbZ mi;ksxdrkZ ystj fçaVj tSls egaxs midj.k] vkSj MsVk Hkh lk>k
dj ldrs gSaA mi;ksxdrkZ bZ&esy Hkstdj ;k pkSV l=k esa 'kkfey gksdj ,d&nwljs ds lkFk laokn
djus ds fy, LAN dk mi;ksx dj ldrs gSaA dbZ vyx&vyx çdkj ds LAN&Vksdu&fjax
usVodZ] bZFkjusV vkSj ARC usV gSa tks ihlh ds fy, lcls vke gSaA

2-9-2 okbM ,fj;k usVodZ (MCY;w,,u)

okbM ,fj;k usVodZ (WAN) 'kCn vkerkSj ij ,d ,sls usVodZ dks lanfHkZr djrk gS tks ,d
cM+s HkkSxksfyd {ks=k dks doj djrk gS] vkSj eè;orhZ uksM~l dks tksM+us ds fy, lapkj lfdZV
dk mi;ksx djrk gSA WAN fMtkbu vkSj çn'kZu dk çeq• dkjd ;g vko';drk gS fd os
VsyhiQksu daifu;ksa ;k vU; lapkj okgdksa ls lapkj lfdZV iV~Vs ij ysaA Vªkalfe'ku njsa vke rkSj
ij 2 ,echih,l] 34 ,echih,l] 45 ,echih,l] 155 ,echih,l] 625 ,echih,l (;k
dHkh&dHkh dkiQh vfèkd) gksrh gSaA

2-9-3 esVªksikWfyVu ,fj;k usVodZ (MAN)

esVªksikWfyVu ,fj;k usVodZ (MAN) dbZ çdkj ds usVodks± esa ls ,d gS (LAN vkSj WAN

Hkh ns•sa)A MAN usVodZ dk ,d vis{kkÑr u;k oxZ gS ysfdu cM+s LAN okys dkWikZsjsV
mi;ksxdrkZvksa ds fy,] ;g ISP ds leku Hkwfedk fuHkkrk gS

2-10 usVofd±x esa ç;qDr egRoiw.kZ 'kCnkoyh

okWbl eslsftax

;g ,d u;k lapkj n`f"Vdks.k gS tks bysDVªkWfud esy ds leku gS] flok; blds fd ;g lalkfèkr
gksus okys VsDLV lans'kksa ds cnys vkWfM;ks lans'k gSA ,d çs"kd Vkbi djus ds ctk; çkIrdrkZ
dk uke vkSj lans'k crkdj VsyhiQksu ij cksyrk gSA fiQj ml çs"kd ds èofu ladsr dks laxzghr
fd;k tkrk gSA flLVe Hkfo"; esa ;k rks ,d fufnZ"V le; ij lans'k forfjr dj ldrk gS
;k çkIrdrkZ }kjk bls MsVkcsl ls iquçkZIr fd;k tk ldrk gSA tc lans'k forfjr ;k iquçkZIr
fd;k tkrk gS rks mls okil mlds ,ukykWx çk:i esa ifjofrZr dj fn;k tkrk gS rkfd çkIrdrkZ
bls VsyhiQksu ij ewy çs"kd dh vkokt ds :i esa lqu ldsA okW;l eSlsftax ds fy, ,d daI;wVj
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dh vko';drk gksrh gS ftlesa vkWfM;ks lans'kksa dks fMftVy :i esa laxzghr djus vkSj fiQj
lR;kiu ds ckn mUgsa vkWfM;ks :i esa ifjofrZr djus dh {kerk gksA çR;sd mi;ksxdrkZ ds ikl
lsdsaMjh LVksjst esa ,d okW;l esyckWDl gksrk gS vkSj fo'ks"k midj.k vkWfM;ks lans'k dks fMftVy
:i esa ifjofrZr djrk gSA bysDVªkWfud esy dh rqyuk esa okWbl esy dk eq[; ykHk ;g gS fd
çs"kd dks Vkbi djus dh vko';drk ugha gksrh gSA okWbl esy ls iQeZ ds ifjos'k ds yksxksa
dks lapkj usVodZ esa 'kkfey djuk Hkh vklku gks tkrk gSA

gc

,d gc vkerkSj ij lcls lLrk] de cqf¼eku vkSj lcls de tfVy gksrk gSA bldk dke
cgqr ljy gS% tks dqN Hkh ,d iksVZ esa vkrk gS mls nwljs iksVZ ij Hkst fn;k tkrk gSA gc ls
tqM+k çR;sd daI;wVj og lc dqN “ns•rk* gS tks gc ij ekStwn gj nwljk daI;wVj ns•rk gSA
gc Lo;a çlkfjr gksus okys MsVk ls vufHkK gSA o"kks± ls] ljy gc NksVs usVodZ esa daI;wVj dks
tksM+us dk Rofjr vkSj vklku rjhdk çnku djrs gSaA

fLop

,d fLop vfuok;Z :i ls ogh djrk gS tks ,d gc djrk gS ysfdu vfèkd dq'kyrk lsA
blds lkeus vkus okys VªSfiQd ij è;ku nsdj] ;g ^lh•* ldrk gS fd yksds'ku dgk¡ gSaA
mnkgj.k ds fy,] ;fn og e'khu , ls VªSfiQd dks iksVZ 2 ij vkrs gq, ns•rk gS] rks vc mls
irk pyrk gS fd e'khu , ml iksVZ ls tqM+k gS vkSj e'khu , ds VªSfiQd dks dsoy mlh iksVZ
ij Hkstus dh vko';drk gS] fdlh vU; dks ughaA gc ls vfèkd fLop dk mi;ksx djus
dk ykHk ;g gS fd vfèkdka'k usVodZ VªSfiQd gj iksVZ ds ctk; dsoy ogha tkrk gS] tgka
bldh vko';drk gksrh gSA O;Lr usVodZ dks ;g dkiQh rst usVodZ cuk ldrk gSA

jkmVj

jkmVj lcls LekVZ vkSj lcls tfVy gSA jkmVj lHkh vkdkjksa vkSj çdkjks esa vkrs gSa] NksVs pkj&iksVZ
czkWMcSaM jkmVj ls ysdj cM+s vkS|ksfxd rkdr okys midj.k rd tks vHkh cgqr yksdfç; gSa]
tks baVjusV dks pykrs gSaA jkmVj dks ,d daI;wVj ds :i esa le>k tk ldrk gS ftls fn;s
gq, MsVk dks le>us] laHkor% gsjiQsj djus vkSj :V djus ds fy, çksxzke fd;k tk ldrk gSA
mnkgj.k ds fy,] czkWMcSaM jkmVj esa ,d çdkj ds iQk;jokWy ds mi;ksx }kjk daI;wVj ls ̂ fNikus*
dh {kerk gksrh gS ftlesa fMokbl dks ikj djrs le; usVodZ VªSfiQd ds iSdsV dks FkksM+k la'kksfèkr
djuk 'kkfey gksrk gSA lHkh jkmVj esa ;g dkWfUiQxj djus ds fy, dqN çdkj dk mi;ksxdrkZ
baVjiQsl 'kkfey gksrk gS fd jkmVj VªSfiQd dk çcaèku dSls djsxkA okLro esa cM+s jkmVj esa
,d iw.kZ fodflr çksxzkfeax Hkk"kk ds lerqY; fu;e 'kkfey gksrs gSa tks ;g o.kZu djrs gSa fd
mUgsa dSls dke djuk pkfg,A vkSj lkFk gh fcanq , ls fcanq ch rd usVodZ VªSfiQd çkIr djus
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dk lcls vPNk rjhdk crkus ;k fuèkkZfjr djus ds fy, vU; jkmVj ds lkFk lapkj djus dh
{kerk Hkh 'kkfey gSA

usVodZ fjihVj

,d fjihVj vkids usVodZ dscy ds nks •aMksa dks tksM+rk gSA ;g ladsrksa dks mfpr vk;keksa
ij iqu% O;ofLFkr vkSj iqu% mRiUu djrk gS vkSj mUgsa vU; •aMksa esa Hkstrk gSA bZFkjusV VksiksykWth
ds ckjs esa ckr djrs le;] vki laHkor% ,d gc dks fjihVj dh rjg mi;ksx djuk crk
jgs gSaA flXuy dks iqu% mRiUu djus ds fy, fjihVlZ dks cgqr de le; dh vko';drk
gksrh gSA blls çlkj esa nsjh gks ldrh gS tks ,d iafDr esa dbZ fjihVlZ gksus ij usVodZ lapkj
dks çHkkfor dj ldrh gSA dbZ usVodZ vkfdZVsDpj ,d iafDr esa mi;ksx fd, tk ldus okys
fjihVlZ dh la[;k dks lhfer djrs gSaA fjihVlZ dsoy OSI usVodZ ekWMy dh HkkSfrd ijr
ij dke djrs gSaA

fczt

,d fczt MsVk iSdsV ij MsVk ds lcls ckgjh Hkkx dks i<+rk gS] tks ;g crkrk gS fd lans'k
dgk¡ tk jgk gSA ;g vU; usVodZ •aMksa ij VªSfiQd dks de djrk gS] D;ksafd ;g lHkh iSdsV
ugha Hkstrk gSA fczt dks fo'ks"k usVodZ ls iSdsV dks vLohdkj djus ds fy, çksxzke fd;k tk
ldrk gSA fczftax OSI ekWMy ds MsVk fyad ys;j ij gksrh gS] ftldk vFkZ gS fd fczt IP
irs dks ugha i<+ ldrk gS] cfYd dsoy iSdsV dk lcls ckgjh gkMZos;j irk i<+ ldrk gSA
gekjs lanHkZ esa fczt bZFkjusV MsVk dks i<+ ldrk gS tks xarO; irs dk gkMZos;j irk nsrk gS]
vkbZih irk ughaA fczt lHkh çlkfjr lans'kksa dks vxzsf"kr djrk gSA dsoy ,d fo'ks"k fczt ftls
Vªkalys'ku fczt dgk tkrk gS] fofHkUu vkfdZVsDpj ds nks usVodZ dks tksM+us dh lqfoèkk nsxkA
fczt vkerkSj ij fofHkUu vkfdZVsDpj okys usVodZ ds dusD'ku dh lqfoèkk ugha nsrs gSaA gkMZos;j
,Mªsl dks MAC (ehfM;k ,Dlsl daVªksy) ,Mªsl Hkh dgk tkrk gSA ;g fuèkkZfjr djus ds fy,
fd eSd ,Mªsl fdl usVodZ lsxesaV ls lacafèkr gS] fczt fuEufyf•r esa ls fdlh ,d dk mi;ksx
djrs gSa%

VªkaLisjsaV fczftax% iSdsV çkIr djrs gh os irksa dh ,d rkfydk (fczftax Vscy) cukrs
gSaA ;fn irk fczftax rkfydk esa ugha gS] rks iSdsV ftl •aM ls vk;k gS] mlds vykok
vU; lHkh •aMksa dks Hkst fn;k tkrk gSA bl çdkj ds fczt dk mi;ksx bZFkjusV usVodZ
ij fd;k tkrk gSA

lkslZ :V fczftax% lkslZ daI;wVj iSdsV ds vanj iFk dh tkudkjh çnku djrk gSA bldk
mi;ksx Vksdu fjax usVodZ ij fd;k tkrk gSA
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jkmVj

;g ,d midj.k gS ftls jkmVj dgk tkrk gS tks ,sls usVodZ VªkaliksVZ çksVksdkWy ds fy, ,d
fczt ds leku dk;Z djsxk vkSj :Vscy çksVksdkWy ds fy, ;g jkmVj ds :i esa dk;Z djsxkA
;g OSI usVodZ ekWMy ds usVodZ vkSj MsVk fyad ys;j ij dk;Z djrk gSA

xsVos

,d xsVos fofHkUu usVodZ MsVk çk:iksa ;k usVodZ vkfdZVsDpj ds chp tkudkjh dk vuqokn
dj ldrk gSA ;g TCP/IP dks AppleTalk esa vuqokfnr dj ldrk gS rkfd TCP/IP dk
leFkZu djus okys daI;wVj Apple czkaM ds daI;wVjksa ds lkFk lapkj dj ldsaA vfèkdka'k xsVos
,fIyds'ku ys;j ij dke djrs gSa] ysfdu vks,lvkbZ ekWMy ds usVodZ ;k ls'ku ys;j ij
Hkh dke dj ldrs gSaA xsVos vks,lvkbZ ekWMy ds fupys Lrj ls Åij Hkst nsaxsA vkrs gq, mik;qDr
tkudkjh çkIr djus ds ckn mls iqu% iSd djds vks,lvkbZ ekWMy dh gkMZos;j ys;j dh vksj
okil djsaxsA

2-11 VsyhdkaÚsaflax

VsyhdkaÚsaflax 'kCn dk rkRi;Z bysDVªkWfud cSBdksa ls gS ftlesa os yksx 'kkfey gksrs gSa tks 'kkjhfjd
:i ls fHkUu fHkUu txgksa ij gksrs gSaA nwjlapkj çkS|ksfxdh ç.kkyh cSBd esa Hkkx ysus okyksa dks
,d fHkUu LFkku ls ;k=kk fd, fcuk ,d gh LFkku ij lkFk ckrphr djus dh lqfoèkk nsrh
gSA rhu vyx&vyx çdkj dh VsyhdkaÚsaflax miyCèkgSa% vkWfM;ks VsyhdkaÚsaflax] ohfM;ks
VsyhdkaÚsaflax vkSj daI;wVj dkWUÚsaflaxA

2-11-1 vkWfM;ks dkWUÚsaflax

vkWfM;ks dkWUÚsaflax HkkSxksfyd :i ls iQSys gq, O;fDr;ksa ds chp ,d vkWfM;ks fyad LFkkfir
djus ds fy, èofu lapkj midj.kksa dk mi;ksx djrk gS] tks mUgsa ,d lEesyu vk;ksftr djus
dh lqfoèkk nsrk gSA dkWUÚsal dkWy vkWfMV dkWUÚsaflax dk igyk :i Fkk vkSj vHkh Hkh mi;ksx
esa gSA dqN daifu;ka futh] mPp xq.koÙkk okys vkWfM;ks lapkj lfdZV ls ;qDr vfèkd foLr`r
flLVe LFkkfir djrh gSa ftUgsa fLop ds fÝyi ds lkFk lfØ; fd;k tk ldrk gSA

vkWfM;ks dkWUÚsaflax ds fy, daI;wVj dh vko';drk ugha gSA blds fy, dsoy nks&rjiQk vkWfM;ks
lapkj lqfoèkk dh vko';drk gksrh gSA

vkWfM;ks dkWUÚsaflax mu iQeks± ds fy, lcls mi;qDr gS tks O;kid {ks=k esa iQSyh gqbZ gSaA gkyk¡fd]
;g ledkfyd lapkj dk ,d :i gS ftlesa lHkh çfrHkkfx;ksa dks ,d gh le; esa mifLFkr
gksus dh vko';drk gksrh gS] tc le; {ks=k cgqr nwj gksrs gSa rks lEesyuksa dks 'ksMÔwy djuk
eqf'dy gksrk gSA
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2-11-2 ohfM;ks dkWUÚsaflax

ohfM;ks dkWUÚsaflax HkkSxksfyd :i ls iQSys gq, lEesyu çfrHkkfx;ksa dks tksM+us ds fy, Vsyhfotu
midj.k dk mi;ksx djrk gSA midj.k èofu vkSj fp=k nksuksa çnku djrk gSA vkWfM;ks dkWUÚsaflax
dh rjg ohfM;ks dkWUÚsaflax ds fy, Hkh daI;wVj dh vko';drk ugha gksrh gSA

ohfM;ks dkWUÚsaflax ls çfrHkkxh ,d&nwljs dks ns• vkSj lqu ldrs gSaA vke rkSj ij] çfrHkkxh
vis{kkÑr egaxs] fo'ks"k :i ls lqlfTtr dejksa esa bdêòk gksrs gSa tks ,d lkFk ohfM;ks vkSj
vkWfM;ks çlkj.k dh tfVyrkvksa dks laHkky ldrs gSaA

rhu laHkkfor ohfM;ks dkWUÚsaflax dkWfUiQxjs'ku gSaA

ou&os ohfM;ks vkSj vkWfM;ks% ohfM;ks vkSj vkWfM;ks flXuy ,d VªkalfefVax Nksj ls ,d ;k
vfèkd çkIrdrkZ ds Nksj ij Hksts tkrs gSaA fdlh çkstsDV yhMj ds fy, nwjLFk LFkkuksa ij Vhe
ds lnL;ksa rd tkudkjh çlkfjr djus dk ;g ,d vPNk rjhdk gSA

ou&os ohfM;ks vkSj Vw&os vkWfM;ks% VªkalfefVax Nksj ij yksxksa ls ckr dj ldrs gSa] tcfd
gj dksbZ leku ohfM;ks Nfo;ka ns•rk gSA

Vw&os ohfM;ks vkSj vkWfM;ks% ohfM;ks vkSj vkWfM;ks lapkj nksuksa Nksj ls Hksts ;k çkIr fd, tk
ldrs gS A gkykafd ;g bysDVªkWfud lgk;rk çkIr dkUÚsaflax n`f"Vdks.kksa esa lcls çHkkoh gS]
ijarq ;g lcls egaxk Hkh gks ldrk gSA

2-11-3 daI;wVj dkWUÚsaflax

bysDVªkWfud dkWUÚsaflax dk rhljk :i daI;wVj dkWUÚsaflax gSA bl ç.kkyh vkSj bZ&esy ds chp
,d eghu js•k gSA nksuksa ,d gh lkWÝVos;j vkSj gkMZos;j dk mi;ksx djrs gSaA nks dkjd bl
,fIyds'ku dks fuèkkZfjr djrs gSa] dh fo"k; oLrq vkSj flLVe dk mi;ksx dkSu djrk gSA

bZ&esy ,sls fdlh Hkh O;fDr ds fy, miyCèk gS ftlds ikl usVodZ rd igqap gS vkSj blesa
O;kogkfjd :i ls dk;kZy; ds lHkh yksx 'kkfey gSaA lkFk gh] bZ&esy ç.kkyh dk mi;ksx
fdlh Hkh mís'; ds fy, fd;k tk ldrk gSA nwljh vksj] daI;wVj dkWUÚsaflax usVodZ ds ,d
,sls daI;wVj dk mi;ksx gS tks fdlh fo'ks"k dk;Z dh lqfoèkk nsrk gSA dEI;wVj dkWUÚsaflax bZ&esy
dk vfèkd vuq'kkflr :i gSA

,d vkWfM;ks dkWUÚsal ds foijhr] daI;wVj dkWUÚsal lewg esa cM+h la[;k esa çfrHkkxh 'kkfey
gks ldrs gSaA lcls cM+s daI;wVj lEesyuksa esa ls ,d lEesyu vkbZch,e (IBM) esa xBu fd;k
x;k Fkk] ftlesa vkbZch,e ihlh esa #fp j•us okys fdlh Hkh O;fDr dks 'kkfey fd;k x;k
FkkA blds lnL;ksa dh la[;k 40]000 ls vfèkd Fkh] vkSj 4]000 ls vfèkd vyx&vyx fo"k;
{ks=k FksA
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daI;wVj dkWUÚsaflax vkWfM;ks vkSj ohfM;ks dkWUÚsaflax ls fHkUu gS D;ksafd bldk mi;ksx ,d gh
HkkSxksfyd lkbV ds Hkhrj fd;k tk ldrk gSA dksbZ O;fDr lkFk ds dk;kZy; d{k esa fdlh
ds lkFk laokn djus ds fy, daI;wVj dkWUÚsaflax dk mi;ksx dj ldrk gSA

ikBxr ç'u 2-1

1- lgh ;k xyr crk,a

(d) lapkj ç.kkyh ds dkedkt ds fy, cqfu;knh ?kVd VªkalehVj] ekè;e] fjlhoj]
eslst vkSj çksVksdkWy gSaA

(•) og rduhd ftlds }kjk fMftVy flXuy dks ,ukykWx :i esa ifjofrZr fd;k
tkrk gS] ekWMÔwys'ku ds :i esa tkuh tkrh gSA

2-12 vkius D;k lh•k

bl ikB esa vkius daI;wVj ds ekè;e ls MsVk lapkj ds egRo vkSj rjhdksa ds ckjs esa lh•kA
daI;wVj usVofd±x ds ekè;e ls daI;wVj ,d nwljs ls lapkj dj ldrs gSaA daI;wVj usVodZ eq[;
:i ls nks çdkj ds gksrs gSa% ySu vkSj oSuA geus MsVk lapkj ds fy, mi;ksx fd, tkus okys
fofHkUu çdkj ds ekWMse tSls ySaM ykbu ekWMse] ok;jysl ekWMse vkSj ySu ekWMse ds ckjs esa
ppkZ dhA var esa geus fofHkUu çdkj dh VsyhdkaÚsaflax ds ckjs esa ppkZ dhA

2-13 VfeZuy ç'u

1- daI;wVj usVodZ D;k gS\ blds eq[; mís'; D;k gSa\

2- fofHkUu lapkj ekè;eksa dk la{ksi esa o.kZu djsa\

2-14 ikBxr ç'uksa ds mÙkj

ikBxr ç'u 2-1

1- (d) lgh (•) lgh
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3

baVjusV dk ifjp;

3-1 ifjp;

lwpuk çkS|ksfxdh ds orZeku ;qx esa] viuh #fp ds fdlh Hkh fo"k; ij tkudkjh çkIr djus
ds fy, baVjusV dk mi;ksx dkiQh yksdfç; gks jgk gSA ;g Nk=kksa] 'kks/drkZvksa vkSj is'ksojksa
dks 'kS{kf.kd vkSj O;kolkf;d fo"k;ksa ls lacaf/r ekeyksa ij tkudkjh çkIr djus ds csgrj
volj çnku djrk gSA orZeku esa vf/dka'k yksx ftuds ikl daI;wVj gS] oYMZ okbM osc ls
tkudkjh çkIr djus] lans'kksa vkSj nLrkostksa vkSj bZ&lsokvksa dk vknku&çnku djus ds fy, baVjusV
dk mi;ksx djrs gSaA

3-2 mn~ns';

bl ikB dks i<+us ds ckn] vki l{ke gksaxs%

baVjusV esa ç;qÙkQ fofHkUu 'kCnkoyh dh O;k[;k djus esaA

baVjusV }kjk çnku dh xbZ fofHkUu lsokvksa dk mi;ksx djus esaA

baVjusV ij okafNr tkudkjh •kstus esaA

bZ&esy vkSj bldh fofHkUu fo'ks"krkvksa dks ifjHkkf"kr djus esaA

iQkby MkmuyksM djus dh çfØ;k le>us esaA

3-3 baVjusV dk mi;ksx

baVjusV baVjdusDVsM daI;wVj usVodZ dh ,d oSf'od ç.kkyh gSA bls ,d cM+k usVodZ cukus
ds fy, NksVs usVoDlZ dks tksM+dj cuk;k tkrk gS tks nqfu;k Hkj ds vjcksa mi;ksxdrkZvksa dks
lsok çnku djus ds fy, ekud baVjusV çksVksdkWy lwV (Vhlhih@vkbZih) dk mi;ksx djrh gSA
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;g usVodks± dk ,d usVodZ gS ftlesa LFkkuh; ls oSf'od nk;js ds yk•ksa futh] lkoZtfud]
'kS{kf.kd] O;kolkf;d vkSj ljdkjh usVodZ 'kkfey gSa] tks bysDVªkWfud] ok;jysl vkSj vkWfIVdy
usVofdZax çkS|ksfxfd;ksa dh ,d foLr`r Jà•yk ls tqM+s gq, gSaA baVjusV esa lwpuk lalk/uksa vkSj
lsokvksa dh ,d foLr`r Jà•yk gS] tSls oYMZ okbM osc (WWW) ds baVj&fyaDM gkbijVsDLV
nLrkost vkSj bysDVªkWfud esy dk leFkZu djus ds fy, cqfu;knh <kapk gSA

3-3-1 baVjusV dk mi;ksx

baVjusV vk/qfud le; dh lcls mi;ksxh rduhd gS tks u dsoy gekjs nSfud thou esa] cfYd
gekjs O;fÙkQxr vkSj O;kolkf;d thou ds fodkl esa Hkh gekjh enn djrh gSA baVjusV gesa
dbZ vyx&vyx rjhdksa ls bls gkfly djus esa enn djrk gSA

Nk=kksa vkSj 'kSf{kd mn~ns';ksa ds fy, baVjusV dk O;kid :i ls tkudkjh bdV~Bk djus ds fy,
mi;ksx fd;k tkrk gS rkfd vuqla/ku fd;k tk lds ;k fofHkUu fo"k;ksa ds Kku dks c<+k;k
tk ldsA ;gka rd fd O;kolkf;d is'ksoj vkSj MkWDVj tSls is'ksoj Hkh vius mi;ksx dh vko';d
tkudkjh çkIr djus ds fy, baVjusV dk mi;ksx djrs gSaA blfy, baVjusV lHkh vk;q oxZ ds
yksxksa ds fy, lcls cM+k fo'odks'k gSA fons'k esa LFkk;h :i ls jgus okys yksxksa ds lkFk laidZ
cuk, j•us esa baVjusV vf/d mi;ksxh lkfcr gqvk gSA

3-3-2 baVjusV ds ykHk

bZ&esy% O;kikj esa bZesy vc ,d vko';d lapkj midj.k gSA bZ&esy ls vki Rofjr
bysDVªkWfud lans'k dk vknku çnku dj ldrs gSa] tks i=k fy•us dh rjg dke djrk
gSA (vkids lans'k bZesy }kjk nqfu;k esa dgha Hkh yksxksa rd rqjar igqapk, tkrs gSa)] ikjaifjd
esy ds foijhr ftlesa cgqr le; yxrk gSA VsyhiQksu] iQSDl vkSj Mkd lsokvksa dh rqyuk
esa bZesy ekè;e eqÝr] rst vkSj cgqr lLrk gSA

fnu ds 24 ?kaVs & lIrkg ds 7 fnu% baVjusV 24×7 fnu miyC/ jgrk gSA

lwpuk% lwpuk laHkor% baVjusV }kjk çnku fd;k tkus okyk lcls cM+k ykHk gSA baVjusV
ij ljdkjh dkuwu vkSj lsokvksa] O;kikj esyksa vkSj lEesyuksa] cktkj dh tkudkjh] u,
fopkjksa vkSj rduhdh lgk;rk ls ysdj gj fo"k; ds ckjs esa Hkkjh ek=kk esa tkudkjh miyC/
gSA vki xwxy] ;kgw] ,e,l,u bR;kfn tSls •kst batuksa dk mi;ksx djds yxHkx fdlh
Hkh çdkj ds fo"k; ij fdlh Hkh çdkj dk MsVk ik ldrs gSa ftls vki •kst jgs gSaA

vkWuykbu pkSV% vki osc ij dbZ 'pkSV :e' dk ç;ksx dj ldrs gSa ftudk mi;ksx
u, yksxksa ls feyus] u, nksLr cukus ds lkFk&lkFk iqjkus nksLrksa ds laidZ esa jgus ds fy,
fd;k tk ldrk gSA vki ,e,l,u vkSj ;kgw osclkbV ij pkSV dj ldrs gSaA
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lsok,¡% baVjusV ij dbZ lsok,¡ çnku dh tkrh gSa tSls usV cSafdax] ukSdjh •kstuk] fVdV
•jhnuk] gksVy vkj{k.k] thou ds gj igyw ls tqM+s fo"k;ksa ij ekxZn'kZu lsok,¡A

leqnk;% baVjusV ij lHkh çdkj ds leqnk; mHkj vk, gSaA leku #fp okys yksxksa ls feyus
vkSj lkekU; eqn~nksa ij ppkZ djus dk ;g ,d vPNk rjhdk gSA

bZ&dkWelZ% baVjusV ij tkudkjh çkIr djus ds lkFk&lkFk vki vkWuykbu 'kkWfiax Hkh dj
ldrs gSaA ,sls dbZ vkWuykbu LVksj vkSj lkbVsa gSa ftudk mi;ksx mRiknksa dks ns•us ds
lkFk&lkFk vius ØsfMV dkMZ dk mi;ksx djds mUgsa •jhnus ds fy, Hkh fd;k tk ldrk
gSA vkidks viuk ?kj NksM+us dh t:jr ugha gS vkSj vki viuh lkjh •jhnkjh ?kj cSBs
gh dj ldrs gSaA blesa ?kjsyw t:jrksa] bysDVªkWfuDl ls ysdj euksjatu ls tqM+s mRiknksa dh
okLro esa vn~Hkqr vkSj foLr`r Jà•yk gSA

euksjatu% baVjusV vkWfM;ks@ohfM;ks xkuksa] ukVdksa dh foLr'r J'a•yk rd igqapus dh
lqfo/k çnku djrk gSA ftuesa ls dbZ dks MkmuyksM fd;k tk ldrk gSA ,slh gh ,d
yksdfç; osclkbV gS ;wVÔwcA

lkWÝVos;j MkmuyksM% vki baVjusV ls vla[; lkWÝVos;j tSls ;wfVfyVht] xse] laxhr]
ohfM;ks] fiQYesa vkfn vklkuh ls MkmuyksM dj ldrs gSaA

3-3-3 baVjusV dh lhek,¡

O;fÙkQxr tkudkjh dh pksjh% baVjusV ij Hksts x, bysDVªkWfud lans'kksa dh vklkuh ls
tklwlh dh tk ldrh gS vkSj mUgsa VªSd fd;k tk ldrk gS] ftlls irk pyrk gS fd
dkSu fdlls ckr dj jgk gS vkSj os fdl ckjs esa ckr dj jgs gSaA ;fn vki baVjusV dk
mi;ksx djrs gSa] rks vkidh O;fÙkQxr tkudkjh tSls vkidk uke] irk] ØsfMV dkMZ] cSad
fooj.k vkSj vU; tkudkjh vuf/Ñr O;fÙkQ;ksa }kjk pksjh dh tk ldrh gSA vxj vki
vkWuykbu 'kkWfiax ds fy, ØsfMV dkMZ ;k baVjusV cSafdax dk bLrseky djrs gSa rks vkidh
fMVsYl Hkh ^pksjh* gks ldrh gSaA

ikfjokfjd lapkj ij udkjkRed çHkko% vkerkSj ij ns•k x;k gS fd baVjusV ij vf/
d le; fcrkus ds dkj.k ifjokj ds lnL;ksa ds chp laokn vkSj ,dtqVrk dh Hkkouk
esa deh vkrh gSA

baVjusV dh yr% bl ckr ij dqN fookn gS fd D;k okLro esa baVjusV dh yr yxuk
laHko gS ;k ughaA dqN 'kks/drkZvksa dk nkok gS fd yksx vkWuykbu nqfu;k esa viuh leL;kvksa
ls cpus dh dksf'k'k dj jgs gSaA

cPpksa }kjk baVjusV dk bLrseky djuk ,d cM+h fpark dk fo"k; cu x;k gSA vf/dka'k
ekrk&firk dks vius cPpksa ds baVjusV ij ykWx bu djus ls gksus okys •rjksa dk ,glkl
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ugha gksrk gSA tc cPps nwljksa ls vkWuykbu ckr djrs gSa] rks mUgsa ;g ,glkl ugha gksrk
fd os okLro esa fdlh gkfudkjd O;fÙkQ ls ckr dj jgs gSaA blds vykok] iksukZsxzkiQh
Hkh baVjusV ls tqM+k ,d cgqr gh xaHkhj eqn~nk gS] •kldj tc NksVs cPpksa dh ckr vkrh
gSA baVjusV ij gtkjksa v'yhy lkbVsa gSa tks vklkuh ls ikbZ tk ldrh gSa vkSj cPpksa dks
baVjusV dk mi;ksx djus esa ck/k mRiUu dj ldrh gSaA

ok;jl dk •rjk% vkt ok;jl fliQZ balkuksa dks gh ugha cfYd daI;wVj dks Hkh gks jgk
gSA daI;wVj dks ;s ok;jl eq[; :i ls baVjusV ls fey jgs gSaA ok;jl ,d çksxzke gS tks
vkids daI;wVj flLVe dh lkekU; dk;Zç.kkyh dks ckf/r djrk gSA baVjusV ls tqM+s daI;wVj
ij ok;jl ds geyksa dk •rjk vf/d gksrk gS vkSj os vkidh iwjh gkMZ fMLd dks ØS'k
dj ldrs gSaA

LiSfeax% bls vDlj vokafNr bZesy Hkstus ds dk;Z ds :i esa ns•k tkrk gSA bl ,dkf/
d ;k fo'kky bZesfyax dh rqyuk vDlj cM+s iSekus ij tad esfyax ls dh tkrh gSA ;g
vuko';d :i ls laiw.kZ O;oLFkk dks ckf/r djrk gSA vf/dka'k LiSe lafnX/ mRiknksa]
tYnh vehj cuus dh ;kstuvksa vkSj v/Z oS/kfud lsokvks ds O;kolkf;d foKkiu gksrs
gS & LiSe Hkstus esa çs"kd dks cgqr de ykxr vkrh gS & vf/dka'k ykxr çs"kd ds ctk;
çkIrdrkZ ;k okgd }kjk Hkqxrku dh tkrh gS

3-4 baVjusV dh lsok,¡& bZ&esy] ,iQVhih] VsyusV

bZesy] lkewfgd ppkZ] yach nwjh dh daI;wfVax vkSj iQkby LFkkukarj.k baVjusV }kjk çnku dh tkus
okyh dqN egRoiw.kZ lsok,¡ gSaA bZesy lapkj dk lcls rst lk/u gSA bZesy ds lkFk fdlh Hkh
lkWÝVos;j dks vkSj laihfM+r fMftVy Nfo ds dqN :iksa dks vuqyXud ds :i esa Hkst ldrk
gSA lekpkj lewg ;k ppkZ lewg baVjusV mi;ksxdrkZ dks fofHkUu çdkj dh cgl] ppkZ vkSj
lekpkj lk>k djus esa 'kkfey gksus dh lqfo/k çnku djrs gSaA yach nwjh dh daI;wfVax ARPANET

ds fodkl ds fy, ,d ewy çsj.kk Fkh vkSj vHkh Hkh baVjusV ij cgqr mi;ksxh lsok çnku djrh
gSA çksxzkej nwj ds] 'kfÙkQ'kkyh daI;wVjksa ij •krs cuk, j• ldrs gSa vkSj vius çksxzke fu"ikfnr
dj ldrs gSaA iQkby LFkkukarj.k lsok baVjusV mi;ksxdrkZvksa dks nwjLFk e'khuksa rd igqapus vkSj
çksxzke] MsVk ;k VsDLV iquçkZIr djus dh lqfo/k nsrh gSA

(d) bZ&esy (bysDVªkWfud esy)

bZ&esy ;k bysDVªkWfud esy baVjusV ds ekè;e ls ,d O;fÙkQ ls nwljs O;fÙkQ ;k ,d gh le;
esa dbZ yksxksa dks lans'k] uksV~l ;k i=k Hkstus dh ,d dkxt jfgr fof/ gSA bZ&esy lkekU;
iksLV dh rqyuk esa cgqr rst gSA bZ&esy lans'kksa dks vius xarO; rd igq¡pus esa vkerkSj ij dsoy
dqN lsdaM yxrs gSaA dksbZ Hkh O;fÙkQ fnu ;k jkr fdlh Hkh le; lans'k Hkst ldrk gS vkSj



52 :: daI;wVj ,oa vkWfiQl ,ifyds'kal

;g rqjar fMyhoj gks tk,xkA vkidks iksLV vkWfiQl •qyus dk bartkj djus dh t:jr ugha
gS vkSj Nqfêð;ksa dks ysdj ijs'kku gksus dh t:jr ugha gS- ;g fnu ds 24 ?kaVs vkSj lIrkg ds
lkrksa fnu dke djrk gSA vkSj rks vkSj] vkids }kjk Hksts x, lans'k dh çfr tc Hkh vki ns•uk
pkgsa rc miyC/ gksxh] ;gk¡ rd fd vk/h jkr esa HkhA vkidks vius bZ&esy ds lkFk dqN
vfrfjÙkQ lkexzh tSls iQkby] xzkfiQDl] fp=k vkfn Hkstus fd lqfo/k çkIr gSA bZ&esy dk mi;ksx
djus dk lcls cM+k ykHk ;g gS fd ;g lLrk gS] •kldj tc vU; jkT;ksa ;k ns'kksa esa lans'k
Hkstrs gSa vkSj lkFk gh bls nqfu;k Hkj ds dbZ yksxksa rd igqapk;k tk ldrk gSA

;g vkidks i=k fy•us] çkIrdrkZ dk irk çkIr djus vkSj mls Hkstus dh lqfo/k nsrk gSA ,d
ckj esy çkIr gksus vkSj i<+us ds ckn bls vxzsf"kr fd;k tkrk gS ;k bldk mÙkj fn;k tk ldrk
gSA dksbZ bls ckn esa mi;ksx ds fy, laxzghr Hkh dj ldrk gS] ;k gVk Hkh ldrk gSA bZ&esy
esa Hkh çs"kd çkIrdrkZ ls fMyhojh jlhn vkSj jhM jlhn ds fy, vuqjks/ dj ldrk gS

(i) bZ&esy dh fo'ks"krk,a%

,d dk ,d ls ;k vusd dk vusd ls lapkj

Rofjr lapkj

çkIrdrkZ dh HkkSfrd mifLFkfr vko';d ugha gS

lcls lLrh esy lsok,¡] fnu ds 24 ?kaVs vkSj lIrkg ds lkrksa fnu

vukSipkfjd lapkj dks çksRlkfgr djrk gS

(ii) bZ&esy ,MªSl ds ?kVd

lkekU; esy ç.kkyh dh rjg] bZ&esy Hkh çkIrdrkZ ds irs dh vo/kj.kk ij vk/kfjr gSA nqfu;k
esa dgha ls Hkh çkIrdrkZ lans'k çkIr dj ldsa] blds fy, vko';d lHkh tkudkjh bZ&esy
,MªSl çnku djrk gSA bZ&esy% john@hotmail-com vkbZMh ij fopkj djsa-

mÙkQ mnkgj.k esa tkWu ml mi;ksxdrkZ dk uke gS tks bZesy Hkstsxk@çkIr djsxkA gkWVesy ,d
esy loZj gS tgka mi;ksxdrkZ uke ¶tkWu¸ iathÑr fd;k x;k gS vkSj com baVjusV ij ,d
çdkj dk laxBu gS tks esy loZj dks gksLV dj jgk gSA

([k) ,iQVhih (iQkby LFkkukarj.k çksVksdkWy)

iQkby VªkaliQj çksVksdkWy] ,d baVjusV mi;ksfxrk lkWÝVos;j gS ftldk mi;ksx iQkbysa viyksM
vkSj MkmuyksM djus ds fy, fd;k tkrk gSA ;g nwjLFk daI;wVj ij funZsf'kdkvksa ;k iQksYMj
rd igqap çnku djrk gS vkSj lkWÝVos;j] MsVk vkSj VsDLV iQkbyksa dks fofHkUu çdkj ds daI;wVj
ds chp LFkkukarfjr djus dh lqfo/k nsrk gSA ,iQVhih DykbaV@loZj ds leku fl¼kar ds vkèkkj
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ij dke djrk gSA ,iQVhih ̂ DykbaV* vkids daI;wVj ij pyus okyk ,d çksxzke gS tks vkidks
nwjLFk daI;wVj ds lkFk lapkj djus esa l{ke cukrk gSA ,iQVhih DykbaV ,iQVhih dekaM ysrk
gS vkSj bUgsa ,iQVhih loZj ds :i esa tkus tkus okys nwjLFk daI;wVj ls tkudkjh ds fy, vuqjks/
ds :i esa Hkstrk gSA fjeksV ,iQVhih loZj rd igqapus ds fy, ,iQVhih loZj esa •krk gksuk
okafNr gS] ysfdu vko';d ugha gSA tc ,iQVhih DykbaV dusDV gks tkrk gS] rks ,iQVhih loZj
,iQVhih DykbaV ds mi;ksxdrkZ ykWfxu uke vkSj ikloMZ ds lanHkZ esa igpku ekaxrk gS (fp=k
3-1)A ;fn fdlh ds ikl fjeksV ,iQVhih loZj esa •krk ugha gS] rc Hkh og vuke (anonymous)

ykWfxu dk mi;ksx djds loZj ls tqM+ ldrk gSA

fp=k 3-1

vuke ykWfxu dk mi;ksx djds dksbZ Hkh ,iQVhih loZj esa ykWfxu dj ldrk gS vkSj lkoZtfud
vfHkys•kxkj (archives) rd igqap ldrk gS_ nqfu;k esa dgha Hkh] fcuk fdlh •krs dsA dksbZ
Hkh mi;ksxdrkZ uke vuke vkSj ikloMZ ds :i esa bZ&esy irs ds lkFk ,iQVhih lkbV ij vklkuh
ls ykWfxu dj ldrk gSA

(i) ,iQVhih ds mn~ns';

mi;ksx {kerk çnku djuk vkSj daI;wVj çksxzke] iQkby vkSj MsVk dks lk>k djus dks c<+kok
nsukA

usVodZ ij MsVk dks fo'oluh; vkSj vf/d dq'kyrk ls LFkkukarfjr djukA

baVjusV dk mi;ksx djds nwjLFk daI;wVjksa ds varfuZfgr ;k vçR;{k mi;ksx dks çksRlkfgr
djukA

gksLV~l ds chp HkaMkj.k ç.kkfy;ksa esa fHkUurk ls mi;ksxdrkZ dks cpkukA

(ii) ,iQVhih l=k esa ewyHkwr dne

vius flLVe dh dekaM ykbu /'C>' ij ,iQVhih Vkbi djds viuk ,iQVhih DykbZaV
'kq: djsa (;k] ;fn vki Windows esa gSa] rks ,iQVhih vkbdu ij Mcy fDyd djsa)A
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,iQVhih DykbZaV dks duSDV djus ds fy, ,d irk nsaA ;g ,iQVhih loZj irk gS ftlls
,iQVhih DykbZaV duSDV gks tk,xkA

ykWfxu uke nsdj ,iQVhih fjeksV lkbV ij viuh igpku crk,aA

nwjLFk lkbV dks ,d ikloMZ nsaA

fjeksV lkbV ,iQVhih DykbZaV dks viuh iQkby rd igq¡pus dh vuqefr nsus ds fy, ykWfxu
uke @ ikloMZ dks lR;kfir djsxhA

,iQVhih loZj esa iQkby ds fy, funZsf'kdk ns•saA

;fn vko';d gks rks funZsf'kdk cnysaA

LFkkukarj.k eksM lsV djsaA

viuh bfPNr iQkby çkIr djsa] vkSj

cgkj vk tk;s

(x) VsyusV (fjeksV daI;wfVax)

VsyusV ;k fjeksV daI;wfVax nwjlapkj mi;ksfxrk lkWÝVos;j gS] tks miyC/ nwjlapkj lqfo/k dk
mi;ksx djrk gS vkSj vkidks nwjLFk daI;wVj ij mi;ksxdrkZ cuus dh lqfo/k nsrk gSA ,d ckj
tc vki nwjLFk daI;wVj rd igqap çkIr dj ysrs gSa] rks vki bldk mi;ksx bfPNr mn~ns';
ds fy, dj ldrs gSaA TELNET ,d gh pj.k nj pj.k çfØ;k esa dke djrk gSA DykbaV
daI;wVj ij Vkbi fd, x, dekaM LFkkuh; baVjusV lfoZl çksokbMj (vkbZ,lih) dks Hksts tkrs
gSa] vkSj fiQj vkbZ,lih ls ml nwjLFk daI;wVj ij Hksts tkrs gSa ftl rd vkius igqap çkIr dh
gSA vf/dka'k vkbZ,lih nwljs 'kgj ls vkids vius •krs esa VsyusV dh lqfo/k çnku djrs gSa
vkSj tc vki ;k=kk dj jgs gksa ;k O;olk; ls nwj gksa rks bZ&esy psd djus dh lqfo/k çnku
djrs gSA

VsyusV (TELNET) l=k ds fy, fuEufyf•r pj.k vko';d gSa

VsyusV çksxzke çkjaHk djsa

VsyusV çksxzke dks dusDV djus ds fy, ,d irk nsa (dqN okLro esa vPNs VsyusV iSdst
vkidks pj.k 1 vkSj 2 dks ,d ljy pj.k esa la;ksftr djus dh vuqefr nsrs gSa)

^,Ldsi dSjsDVj* D;k gS] bl ij è;ku nsa

nwjLFk daI;wVj esa ykWx bu djsa]
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^VfeZuy bE;wys'ku* lsV djsa

nwjLFk daI;wVj ds lHkh txgksa dks ns•s] vkSj

ckgj vk tk;s

3-5 baVjusV dusD'ku ds çdkj

baVjusV dusD'ku ikap çdkj ds gksrs gSa tks bl çdkj gSa%

(i) Mk;y vi dusD'ku

(ii) yht~M dusD'ku

(iii) Mh,l,y dusD'ku

(iv) dscy ekWMse dusD'ku

(v) ohlSV

3-5-1 Mk;y vi dusD'ku

Mk;y&vi ,d baVjusV dusD'ku dks lanfHkZr djrk gS tks ,d ekWMse dk mi;ksx djds LFkkfir
fd;k tkrk gSA ekWMse daI;wVj dks ekud iQksu ykbuksa ls tksM+rk gS] tks MsVk VªkaliQj ekè;e
ds :i esa dke djrh gSA tc dksbZ mi;ksxdrkZ Mk;y&vi dusD'ku 'kq: djrk gS] rks ekWMse
,d baVjusV lfoZl çksokbMj (vkbZ,lih) dk iQksu uacj Mk;y djrk gS] ftls Mk;y&vi dkWy
çkIr djus ds fy, ukfer fd;k tkrk gSA vkbZ,lih fiQj dusD'ku LFkkfir djrk gS] ftlesa
vkerkSj ij yxHkx nl lsdaM yxrs gSa vkSj ;g dbZ chfiax vkSj fHkufHkukgV dh èofu ds
lkFk gksrk gSA

Mk;y&vi dusD'ku LFkkfir gksus ds ckn] ;g rc rd lfØ; jgrk gS tc rd mi;ksxdrkZ
vkbZ,lih ls fMLdusDV ugha gks tkrkA vkerkSj ij] ;g vkbZ,lih ds lkWÝVos;j ;k ekWMse
mi;ksfxrk çksxzke dk mi;ksx djds ̂ fMLdusDV* fodYi dk p;u djds fd;k tkrk gSA gkyk¡fd]
;fn vkus okyh iQksu dkWy ;k ?kj esa fdlh ds iQksu mBkus ls Mk;y&vi dusD'ku ckf/r
gks tkrk gS] rks lsok Hkh fMLdusDV gks ldrh gSA

ykHk

de dher

lqjf{kr dusD'ku & vkidk vkbZih irk yxkrkj cnyrk jgrk gSA

xzkeh.k {ks=kksa esa miyC/rk & vkidks ,d iQksu ykbu dh vko';drk gSA
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gkfu;k¡

/heh xfrA

iQksu ykbu dh vko';drk gksukA

nksLrksa vkSj ifjokj ds lnL;ksa ds fy, O;Lr flXuyA

3-5-2 yht~M dusD'ku

yht~M dusD'ku ,d nwjlapkj ds lkekU; okgd }kjk LFkkfir nks fcanqvksa ds chp ,d LFkk;h
VsyhiQksu dusD'ku gSA vkerkSj ij] O;olk;ksa }kjk HkkSxksfyd :i ls nwj fLFkr dk;kZy;ksa dks
tksM+us ds fy, yhTM ykbuksa dk mi;ksx fd;k tkrk gSA lkekU; Mk;y&vi dusD'ku ds foijhr]
,d yhTM ykbu ges'kk lfØ; jgrh gSA dusD'ku ds fy, ,d fuf'pr ekfld 'kqYd fuèkkZfjr
gSA ekfld 'kqYd dks çHkkfor djus okys çkFkfed dkjd vafre fcanqvksa vkSj lfdZV dh xfr
ds chp dh nwjh gSaA D;ksafd dusD'ku esa fdlh vkSj dk lapkj ugha gksrk gS] okgd xq.koÙkk
ds ,d fuf'pr Lrj dk vk'oklu ns ldrk gSA

mnkgj.k ds fy,] ,d Vh&1 pkSuy ,d çdkj dh yhTM ykbu gS ] tks 1-544 Mbps dh
vf/dre Vªkalfe'ku xfr çnku djrh gSA vki MsVk vkSj èofu lapkj ds fy, dusD'ku dks
vyx&vyx ykbuksa esa foHkkftr dj ldrs gSa ;k ,d gkbZ LihM MsVk lfdZV ds fy, pkSuy
dk mi;ksx dj ldrs gSaA dusD'ku dks foHkkftr djuk eYVhIysfDlax dgykrk gSA

baVjusV ,Dlsl ds fy, daifu;ksa vkSj ;gka rd fd O;fÙkQ;ksa }kjk yht ykbuksa dk rsth ls mi;ksx
fd;k tk jgk gS D;ksafd os rsth ls MsVk VªkaliQj nj ogu djrs gSa vkSj ;fn baVjusV dk Hkkjh
mi;ksx fd;k tkrk gS rks ykxr çHkkoh gksrs gSaA

ykHk

lqjf{kr vkSj futh% fo'ks"k :i ls xzkgd dks lefiZr

xfr% ,d leku vkSj lh/h

fo'oluh;% U;wure Mkmu Vkbe

xfr dk O;kid fodYi% ekax ij cSaMfoM~Fk] vklkuh ls vixzsM djus ds ;ksX;

yhTM ykbusa bu&gkml vkWfiQl osc gksfLVax ds fy, mi;qÙkQ gSaA

gkfu;k¡

yhTM ykbusa LFkkfir djuk vkSj fdjk, ij ysuk egaxk gks ldrk gSA

,dy ;k ?kjsyw dkexkjksa ds fy, mi;qÙkQ ughaA
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yhM le; 65 dk;Z fnolksa rd yack gks ldrk gSA

nwjh fudVre ihvksih ij fuHkZj gSA

yht~M ykbusa ijaijkxr :i ls vf/d egaxh fodYi jgh gSaA lfoZl ysoy ,xzhesaV
(,l,y,) lsok dks cuk, j•us dks lqfuf'pr djus ds fy, vkbZ,lih dh lafonkRed
vko';drk dh iqf"V djrk gSA blesa vDlj lLrs fodYiksa dk vHkko gksrk gSA

3-5-3 Mh,l,y dusD'ku

fMftVy lClØkbcj ykbu (Mh,l,y) rduhdksa dh ,d Js.kh gS tks LFkkuh; VsyhiQksu
usVodZ ds rkjksa ij fMftVy MsVk Vªkalfe'ku çnku djrh gSA Mh,l,y dk iwjk uke ewy :i
ls fMftVy lClØkbcj ywi FkkA nwjlapkj foi.ku esa] Mh,l,y 'kCn dks O;kid :i ls ,flesfVªd
fMftVy lClØkbcj ykbu (ADSL) ds :i esa le>k tkrk gS] tks lcls vke rkSj ij LFkkfir
Mh,l,y rduhd gSA Mh,l,y lsok ,d gh VsyhiQksu ykbu ij ok;MZ VsyhiQksu lsok ds
lkFk&lkFk çnku dh tkrh gSA ;g laHko gS D;ksafd Mh,l,y fiQYVfjax }kjk vyx fd, x,
MsVk ds fy, mPp vko`fÙk cSaM (high frequency band) dk mi;ksx djrk gSA xzkgd ifjlj
esa] VsyhiQksu vkSj MsVk ds ,d lkFk mi;ksx dks l{ke djus ds fy,] çR;sd vkmVysV ij ,d
Mh,l,y fiQYVj mPp vko`fÙk gLr{ksi dks gVk nsrk gSA

miHkksÙkQk Mh,l,y lsokvksa dh MsVk fcV nj vke rkSj ij xzkgd (MkmuLVªhe) dh fn'kk esa
256 Kbit/s ls 40 Mbit/s rd gksrh gS] tks Mh,l,y rduhd] ykbu fLFkfr;ksa vkSj lsok&Lrjh;
dk;kZUo;u ij fuHkZj djrh gSA ,Mh,l,y esa] viLVªhe fn'kk (lsok çnkrk dh fn'kk) esa MsVk
F: iqV de gS] blfy, ;g ,flesfVªd lsok dk inuke gSA flesfVªd fMftVy lClØkbcj ykbu
(SDSL) lsokvksa esa] MkmuLVªhe vkSj viLVªhe MsVk njsa leku gSaA

ykHk

lqj{kk% dscy ekWMse ds foijhr] çR;sd xzkgd dks dkWfUiQxj fd;k tk ldrk gS rkfd
og ,d gh usVodZ ij u gksA dqN dscy ekWMse usVodZ esa vU; daI;wVj n`';eku :i
ls vlqjf{kr gksrs gSa vkSj buesa vklkuh ls lsa/ yxus ds lkFk&lkFk MsVk u"V gksus dh
Hkh laHkkouk gksrh gSA

,dhdj.k% DSL vklkuh ls ,Vh,e vkSj WAN rduhd ds lkFk baVjiQsl djrk gSA

mPp cSaMfoM~Fk

iQksu daiuh ls lLrs ykbu 'kqYdA

cLVhZ VªSfiQd iSVuZ ds fy, vPNk gS
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gkfu

dksbZ ekStwnk ekudhdj.k ugha% ,d {ks=k ls nwljs {ks=k esa tkus okys O;fÙkQ dks yx ldrk
gS fd mudk Mh,l,y ekWMj fliQZ ,d vkSj dkxt ds Hkkj tSlk gSA xzkgdksa dks vkbZ,lih
cnyus ds fy, u, midj.k •jhnus ysus iM+ ldrs gSaA

eg¡xk% vf/dka'k xzkgd baVjusV ,Dlsl ds fy, çfr ekg $20 ls $25 ls vf/d •pZ
djus dks rS;kj ugha gSaA ekWMse lfgr orZeku LFkkiuk ykxr $750 rd gks ldrh gSA 1&3
lky ds Hkhrj dhersa de gksuh pkfg,- tSlk fd lHkh daI;wVj çkS|ksfxdh ds lkFk gksrk
gS] çFke gksus dk eryc vkerkSj ij •kyh cVqvk gksrk gSA

nwjh ij fuHkZjrk% vki Mh,l,y,,e (Mh,l,y ,Dlsl eYVhIysDlj) ls ftruh nwj
jgsaxs] MsVk nj mruh gh de gksxhA lcls yach uki dh yackbZ 18]000 iQhV ;k 3 ehy
ls dqN vf/d gSA

3-5-4 dscy ekWMse dusD'ku

dscy ekWMse ,d çdkj dk usVodZ fczt vkSj ekWMse gS tks ,p,iQlh vkSj vkj,iQvksth
baÚkLVªDpj ij jsfM;ks ÚhDosalh pkSuyksa ds ekè;e ls f}&fn'kkRed MsVk lapkj çnku djrk
gSA dscy ekWMse dk mi;ksx eq[; :i ls ,p,iQlh vkSj vkj,iQvksth usVodZ dh mPp cSaMfoM~Fk
dk ykHk mBkrs gq,] dscy baVjusV ds :i esa czkWMcSaM baVjusV ,Dlsl çnku djus ds fy, fd;k
tkrk gSA ;s vkerkSj ij vkWLVªsfy;k] ;wjksi] ,f'k;k vkSj vesfjdk esa ç;ksx esa gSaA

fp=k 3-2

fp=k 3-2 dscy ekWMse dk mi;ksx djrs le; lcls vke usVodZ dusD'ku VksiksykWth fn•krk
gSA dscy Vhoh daiuh viuh baVjusV lsok çnku djus ds fy, bekjr esa ,d lek{kh; dscy
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pykrh gSA gkyk¡fd] dscy Vhoh lsok çnku djus okys mlh fu;e ls çsfjr gksdj] vf/dka'k
daifu;k¡ lsV&VkWi ckWDl ij fLIyVj dk mi;ksx djus ds ctk;] bekjr ds ckgj ,d fLIyVj
yxkrh gSa vkSj nks dscy pykrh gSaA dkWDl dscy ekWMse ij lekIr gks tkrk gSA

dscy ekWMse Lo;a vius 1OBASE-T iksVZ ds ekè;e ls SOHO daI;wfVax midj.k ls tqM+
tkrk gSA vf/dka'k ifjfLFkfr;ksa esa] dscy ekWMse lh/s mi;ksxdrkZ ds daI;wVj ls tqM+ tkrk
gSA ;fn ifjlj esa ,d LAN ekStwn gS (ftl ls dbZ dscy daifu;ka vlger gSa)] rks fdlh
çdkj ds jkmVj dks dscy ekWMse ls tksM+k tk ldrk gSA

ykHk

ges'kk dusDVsM% ,d dscy ekWMse dusD'ku ges'kk baVjusV ls tqM+k jgrk gSA ;g ykHknk;d
gS D;ksafd vkidks vius daI;wVj ds baVjusV ij ̂ ykWx vkWu* gksus dk bartkj ugha djuk iM+rk
gS_ gkyk¡fd] blls vkids daI;wVj dks gSdlZ ds çfr vf/d laosnu'khy cukus ls gkfu Hkh
gks ldrh gSA czkWMcSaM% dscy ekWMse fMftVy iSdsV ds :i esa MsVk lapkfjr vkSj çkIr djrs
gSa] ftldk vFkZ gS fd os gkbZ&LihM baVjusV ,Dlsl çnku djrs gSaA ;g dscy ekWMse dusD'ku
dks ikjaifjd Mk;y&vi dusD'ku dh rqyuk esa cgqr rst cukrk gSA

cSaMfoM~Fk% dscy ekWMse esa vius dscy çnkrk ls 30 esxkfcV çfr lsdaM ls vf/d xfr
ij MsVk çkIr djus dh {kerk gksrh gS_ nqHkkZX; ls] ;g xfr 'kk;n gh dHkh çkIr gks ikrh
gSA dscy ykbusa fdlh fn, x, {ks=k esa lHkh dscy ekWMse mi;ksxdrkZvksa }kjk lk>k dh tkrh
gSa_ bl çdkj] dusD'ku dh xfr baVjusV dk mi;ksx djus okys vU; yksxksa dh la[;k vkSj
muds }kjk çkIr ;k çlkfjr fd, tk jgs MsVk dh ek=kk ds vk/kj ij fHkUu gksrh gSA

iQkby LFkkukarj.k {kerk,¡% MkmuyksM rst gks ldrs gSa] ysfdu viyksM vkerkSj ij
/hes gksrs gSaA pwafd ekWMse ls MsVk lapkfjr djus ds fy, leku ykbuksa dk mi;ksx fd;k
tkrk gS] blfy, vDlj ,d fn'kk esa ;k=kk djus okys MsVk dks çkFkfedrk nh tkrh gSA

flXuy baVhfxzVh% dscy baVjusV dks de flXuy fxjkoV ds lkFk yach nwjh rd çlkfjr
fd;k tk ldrk gSA bldk eryc gS fd dscy çnkrk ls ekWMse dh nwjh ls baVjusV flXuy
dh xq.koÙkk esa mYys•uh; deh ugha vkrh gSA

:fVax% dscy jkmVj dbZ daI;wVjksa dks ,d dscy ekWMse ls dusDV djus dh lqfo/k
nsrs gSa] ftlls dbZ fMokbl ,d gh ekWMse ds ekè;e ls lh/s dusDV gks ldrs gSaA ok;jysl
jkmVj dks vkids dscy ekWMse ls Hkh tksM+k tk ldrk gSA

ekStwnk dusD'ku ij Hkjkslk djsa% dscy ekWMse lh/s iwoZLFkkfir dscy ykbuksa ls tqM+rs
gSaA ;g ykHknk;d gS D;ksafd vkidks vius dscy ekWMse ds ekè;e ls baVjusV çkIr djus
ds fy, VsyhiQksu ;k baVjusV tSlh vU; lsokvksa dh vko';drk ugha gSA uqdlku ;g gS
fd vki mu {ks=kksa esa dscy baVjusV ugha j• ldrs tgka dscy ykbusa ugha gSaA
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gkfu;k¡

dscy baVjusV rduhd nwjh ij flXuy dh 'kfÙkQ cuk, j•us esa mRÑ"V gSA ,d ckj tc
bls fdlh {ks=k] tSls fd iM+ksl] esa forfjr fd;k tkrk gS] rks bls ml {ks=k ds xzkgdksa
ds chp foHkkftr fd;k tkrk gSA gkyk¡fd c<+h gqbZ {kerk us çHkko dks dqN gn rd
de dj fn;k gS] fiQj Hkh ;g laHko gS fd tc vf/d yksx lk>k dusD'ku dk mi;ksx
dj jgs gksa rks pje le; ij mi;ksxdrkZvksa dks dkiQh de xfr fn•kbZ nsxhA

cSaMfoM~Fk iSls ds cjkcj gS] blfy, FkziqV vFkkZr çokg {kerk esa dscy dk ykHk ,d
dher ds lkFk vkrk gSA ;gka rd fd leku xfr dh ;kstukvksa esa Hkh] Mh,l,y dh
rqyuk esa xzkgd Mh,l,y dh rqyuk esa dscy ds lkFk çfr ,ech vf/d •pZ djrs
gSaA

bldh dYiuk djuk dfBu gS] ysfdu la;qÙkQ jkT; vesfjdk ds dqN fgLls vHkh Hkh
i;kZIr dscy Vsyhfotu lsok ls oafpr gSaA vkoklh; ySaM&ykbu lsok ds fcuk ,sls cgqr
de {ks=k gSa] ftldk vFkZ gS fd nwjnjkt ds {ks=kksa esa dscy baVjusV de igqap ;ksX; gSA

3-5-5 ohlSV

ohlSV cgqr NksVs ,ipZj VfeZuy dk laf{kIr :i gS vFkok çlkj.k Vsyhfotu dks NksM+dj] MsVk]
vkokt vkSj ohfM;ks flXuy ds mixzg lapkj esa mi;ksx fd;k tkus okyk i'Foh ds fy, ,d
LVs'ku gSA ohlSV esa nks Hkkx gksrs gSa] ,d Vªkalhoj ftls mixzg dh ykbu vkWiQ lkbV esa ckgj
j•k tkrk gS vkSj ,d midj.k ftls PC tSls vafre mi;ksxdrkZ ds lapkj midj.k ds lkFk
Vªkalhoj dks baVjiQsl djus ds fy, ?kj ds vanj j•k tkrk gSA Vªkalhoj vkdk'k esa mixzg VªkaliksaMj
dks flXuy Hkstrk gS ;k çkIr djrk gSA mixzg xzkmaM LVs'ku daI;wVj ls flXuy Hkstrk vkSj
çkIr djrk gS tks flLVe ds fy, gc ds :i esa dk;Z djrk gSA çR;sd vafre mi;ksxdrkZ
mixzg ds ekè;e ls gc LVs'ku ls tqM+k gksrk gS] ftlls ,d LVkj VksiksykWth curh gSA gc
usVodZ ds laiw.kZ lapkyu dks fu;af=kr djrk gSA ,d vafre mi;ksxdrkZ dks nwljs ds lkFk lapkj
djus ds fy,] çR;sd Vªkalfe'ku dks igys gc LVs'ku ij tkuk iM+rk gS tks fiQj bls mixzg
ds ekè;e ls nwljs vafre mi;ksxdrkZ ds oh,l,Vh esa iqu% çlkfjr djrk gSA

ykHk

mixzg lapkj ç.kkfy;ksa ds dqN iQk;ns gSa ftudk mi;ksx dusfDVfoVh ds çko/ku ds fy, fd;k
tk ldrk gSA ;s gSa%

ykxr nwjh ls çHkkfor ugha gksrh gSA

,dy IysViQkWeZ lsok forj.k (ou&LVkWi&'kkWi)
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yphykiuA

vixzsM djus ;ksX;A

çfr ;wfuV de o`f¼'khy ykxr dk gksukA

gkfu;ka

gkyk¡fd lHkh ç.kkfy;ksa dh rjg blds uqdlku Hkh gSaA buesa ls dqN gSaA

mPp LVkVZ&vi ykxr (lsok,a çnku djus ls igys gc vkSj cqfu;knh rRo ekStwn gksus
pkfg,)

tksf•e lkekU; ls vf/d gS

ns'kksa }kjk yxk, x, xaHkhj fu;ked çfrca/ tks oh,l,Vh usVodZ vkSj lek/kuksa dks egRoiw.kZ
tu rd igqapus ls jksdrs gSa vkSj blfy, ykHkçnrk dks jksdrs gSa

dqN lsok xq.koÙkk lhek,¡ tSls mPp flXuy esa foyac gksuk

lgt miyC/rk dh lhek,¡ gSa] ftUgsa de ugha fd;k tk ldrk gSA

fodkl'khy ns'kksa esa mixzg lapkj ç.kkfy;ksa dks i;kZIr :i ls fMtkbu djus] LFkkfir
djus vkSj cuk, j•us ds fy, vko';d dkS'ky dk vHkko gksrk gSaA

3-6 iQkbysa MkmuyksM djuk

MkmuyksfMax fdlh iQkby (tSls dksbZ xse ;k mi;ksfxrk) dks baVjusV ij ,d daI;wVj ls nwljs
daI;wVj ij dkWih djus dh çfØ;k gSA tc vki gekjh osc lkbV ls dksbZ xse MkmuyksM djrs
gSa] rks bldk eryc gS fd vki bls ys•d ;k çdk'kd ds osc loZj ls vius daI;wVj ij
dkWih dj jgs gSaA ;g vkids çksxzke dks viuh e'khu ij baLVkWy djus vkSj mi;ksx djus dh
vuqefr nsrk gSA

;gka baVjusV ,DlIyksjj vkSj foaMkst ,Dlih dk mi;ksx djds iQkby MkmuyksM djus dk rjhdk
crk;k x;k gSA (;g mnkgj.k MsDlVsfjVh xsEl ls "dweepsetup-exe" iQkby dk MkmuyksM
fn•krk gSA) ;fn vki ,d vyx czkmtj tSls usVLdsi usfoxsVj ;k foaMkst ds ,d vyx otZu
dk mi;ksx dj jgs gSa] rks vkidh LØhu FkksM+h vyx fn• ldrh gS] ysfdu ;gh Øe ds
vuqlkj dk;Z djuk gksxkA

1- ftl çksxzke dks vki MkmuyksM djuk pkgrs gSa mlds MkmuyksM fyad ij fDyd djsaA
dbZ lkbV ,d gh çksxzke ds fy, ,dkf/d MkmuyksM fyad çnku djrh gSa] vkSj vkidks
dsoy buesa ls ,d fyad pquus dh vko';drk gSA
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2- vkils iwNk tk ldrk gS fd D;k vki iQkby dks lso djuk pkgrs gSa ;k mlh LFkku
ls ju djuk pkgrs gSaA ;fn vkils ;g ç'u iwNk tkrk gS] rks "Save" pqusaA ;fn ugha]
rks fpark u djsa & dqN czkmtj Lopkfyr :i ls vkids fy, "Save" pqu ysaxsA
(fp=k 3-3(,))

3- fiQj vkidks ,d ekud "SaveAs" Mk;yksx ckWDl dk mi;ksx djds ml iQksYMj dk
p;u djus ds fy, dgk tk,xk tgka vki çksxzke ;k iQkby dks lso djuk pkgrs gSaA
lso cVu ij fDyd djus ls igys è;ku nsa fd vki dkSu lk iQksYMj pqurs gSaA ;g vkids
lHkh MkmuyksM ds fy, "C: \Download" tSlk iQksYMj cukus esa vkidh lgk;rk dj
ldrk gS] ysfdu vki viuh bPNkuqlkj fdlh Hkh iQksYMj dk mi;ksx dj ldrs gSaA

4- vc MkmuyksM 'kq: gks tk,xk- vkidk osc czkmtj ,d çxfr ckj fn•kdj vkidks MkmuyksM
dh çxfr ds ckjs esa viMsV j•sxk tks vkids MkmuyksM djrs le; Hkj tkrk gSA vkidks
;g Hkh fn•sxk fd vki iQkby dgk¡ lso dj jgs gSaA iQkby uhps fn, x, fp=k esa
"C: \Download \dweepsetup-exe" ds :i esa lso dj nh tk,xhA (fp=k 3-3(ch))

fp=k 3-3(,)

fp=k 3-3(ch) fp=k 3-3(lh)

è;ku nsa% vkidks ̂ MkmuyksM iwjk gksus ij bl Mk;ykWx ckWDl dks can djsa* yscy okyk
,d psd ckWDl Hkh fn•kbZ ns ldrk gSA ;fn vki ;g psd ckWDl ns•rs gSa] rks ;g bl
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ckWDl dks vupsd djus esa enn djrk gSA vkidks ,slk djus dh t:jr ugha gS] ysfdu
;fn vki ,slk djrs gSa] rks iQkby dks MkmuyksM djus ds ckn mls <wa<uk vklku gks tk,xkA

5- vki dkSu lh iQkby MkmuyksM dj jgs gSa vkSj vkidk dusD'ku fdruk rst gS] blds
vk/kj ij bls MkmuyksM gksus esa dqN lsdaM ls ysdj dqN feuV rd dk le; yx ldrk
gSA tc vkidk MkmuyksM lekIr gks tk,] ;fn vkius ̂ MkmuyksM iwjk gksus ij bl Mk;ykWx
ckWDl dks can djsa* fodYi dks vupsd NksM+ fn;k gS] rks vkidks ,d Mk;ykWx ckWDl
fn•kbZ nsxk tSlk fd fp=k esa fn•k;k x;k gSA 3-3(lh)

vc vkids }kjk vHkh MkmuyksM dh xbZ iQkby dks pykus ds fy, ^vksiu* cVu ij fDyd
djsaA ;fn vkidks ^MkmuyksM daIyhV* Mk;ykWx ckWDl ugha fn•rk gS] rks og iQksYMj •ksysa
tgka vkius iQkby lso dh Fkh vkSj ogka iQkby ds vkbdu ij Mcy&fDyd djsaA

vkxs D;k gksxk ;g vkids }kjk MkmuyksM dh xbZ iQkby ds çdkj ij fuHkZj djsxkA vkids
}kjk vDlj MkmuyksM dh tkus okyh iQkbysa nks ,DlVsa'ku esa ls ,d esa lekIr gksaxhA (,d
,DlVsa'ku ¶-¸ ihfj;M ds ckn iQkby uke ds vafre dqN v{kj gSaA) os gSa%

.EXE iQkbysa% vkids }kjk MkmuyksM dh xbZ iQkby ,d çksxzke gSA çksxzke dks vius
daI;wVj ij baLVkWy djus ds fy, vkSj baLVkWy gksus ds ckn çksxzke dks pykus dk rjhdk
tkuus ds fy, ogka ls vkWu&LØhu funZs'kksa dk ikyu djsaA

.ZIP iQkbysa% fti ,d lkekU; iQkby Lo:i gS ftldk mi;ksx iQkbyksa dks laihfM+r
vkSj la;ksftr djus ds fy, fd;k tkrk gS rkfd mUgsa vf/d rsth ls MkmuyksM fd;k
tk ldsA foaMkst ds dqN otZu (,Dlih vkSj dHkh&dHkh ,ebZ) lgk;d lkWÝVos;j ds
fcuk fti iQkbysa i<+ ldrs gSaA vU;Fkk] vkidks bu fti iQkbyksa dks i<+us ds fy, ,d
vuftfiax çksxzke dh vko';drk gksxhA lkekU; vuftfiax çksxzke WinZip, PKZIP vkSj
Bit Zipper gSa] ysfdu dbZ vU; Hkh gSaA dbZ vuftfiax çksxzke 'ks;jos;j gSa] ftldk vFkZ
gS fd ;fn vki mUgsa fufnZ"V ijh{k.k vof/ ls vf/d mi;ksx djrs gSa rks vkidks mUgsa
•jhnuk gksxkA

ikBxr ç'u 3-1

1- baVjusV dusD'ku ds fofHkUu çdkj D;k gSa\

2- fjÙkQ LFkku Hkjsa%

(d) ------------------ ,d çdkj dk usVodZ fczt vkSj ekWMse gS tks ,p,iQlh vkSj
vkj,iQvksth cqfu;knh <kaps ij jsfM;ks ÚhDosalh pkSuyksa ds ekè;e ls f}&fn'kkRed
MsVk lapkj çnku djrk gSA
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([k) ------------------ baVjdusDVsM daI;wVj usVodZ dh ,d oSf'od ç.kkyh gS tks nqfu;k
Hkj ds vjcksa mi;ksxdrkZvksa dks lsok çnku djus ds fy, ekud baVjusV çksVksdkWy
lwV (Vhlhih@vkbZih) dk mi;ksx djrh gSA

(x) ohvksvkbih dk vFkZ gS ------------------] ;g ml çksVksdkWy dks lanfHkZr djrk gS
ftlds varxZr lHkh baVjusV lapkj lfEefyr gSaA

3-7 vkius D;k lh•k

bl ikB esa vkius baVjusV ds ckjs esa tkuk] blds egRo vkSj baVjusV lsokvksa ds çdkj rFkk
fofHkUu çdkj ds baVjusV dusD'kuksa ds lkFk&lkFk muds iQk;ns vkSj uqdlku ds ckjs esa Hkh
ppkZ dh xbZ gSA

3-8 VfeZuy ç'u

1- baVjusV D;k gS\ blds iQk;ns vkSj uqdlku D;k gSa\

2- baVjusV dh fofHkUu lsok,¡ dkSu lh gSa\

3- baVjusV dusD'ku ds fofHkUu çdkjksa dks la{ksi esa le>kb,A

3-9 ikBxr ç'uksa ds mÙkj

ikBxr ç'u 3-1

1- baVjusV dusD'ku ds çdkj gSa%

Mk;y vidusD'ku yhTM dusD'ku

Mh,l,y dusD'ku dscy ekWMse dusD'ku

ohlSV

2- (d) dscy ekWMse ([k) baVjusV

(x) okW;l&vksoj&baVjusV çksVksdkWy
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4

vkWfiQl çksMfDVfoVh VwYl
Hkkx 1

4-1 ifjp;

vkWfiQl çksMfDVfoVh VwYl lkWÝVos;j çksxzke gSa tks daI;wVj mi;ksxdrkZvksa dks muds dk;ZLFky
ij vf/d mRiknd vkSj dq'ky cukus ds fy, fMtkbu fd, x, gSaA vkWfiQl mRikndrk midj.k
oMZ çkslsflax ls ysdj LçsM'khV] çstsaVs'ku vkSj MsVkcsl vkfn rd gksrs gSaA bl ikB esa ge oMZ
çkslsflax vkSj LçsM'khV lacaf/r dk;Z djus ds fy, nks mRikndrk Vwy ij fopkj djsaxsA

4-2 mn~ns';

bl ikB dks i<+us ds ckn vki l{ke gksaxs%

oMZ çkslsflax ds ewy esuw ds fooj.k dks le>us esa_

oMZ iQkbysa cukus] lso djus vkSj la'kksf/r djus esa_

fdlh oMZ çys• dks 'kh?kzrk vkSj dq'kyrk ls lqjf{kr j•us esa_

odZ'khV esa MsVk ntZ djus vkSj laikfnr djus esa_

MsVk vkSj odZ'khV dks çk:fir djus esa_

lw=kksa vkSj iQaD'kal dk mi;ksx djds odZ'khV esa fofHkUu çdkj dh x.kuk djus esaA

4-3 oMZ çksxzke 'kq: djuk% vki oMZ çksxzke bl çdkj 'kq: dj ldrs gSa

1- LVkVZ cVu ij fDyd djsaA

2- fn•kbZ nsus okys esuw esa All programs →Microsoft office →Microsoft office word

2007 pqusaA



66 :: daI;wVj ,oa vkWfiQl ,ifyds'kal

fp=k 4-1

dqN gh lsdaM esa vkidks ekWfuVj ij oMZ LØhu fn•kbZ nsxhA

4-4 oMZ LØhu ysvkmV

vkWfiQl cVu (office Button)

;g iQkby çca/u esa mi;ksx dh tkus okyh LØhu dk ,d egRoiw.kZ fgLlk gS ftlesa U;w] vksiu]
fçaV vkfn tSls esuw gksrs gSaA

VkbVy ckj (Title Bar)

VkbVy ckj LØhu dk lcls Åijh fgLlk gksrk gS] ftlesa ck;ha vksj fDod ,Dlsl Vwy ckj]
chp esa çys• (oMZ MkWd;qesaV) dk 'kh"kZd vkSj lcls nkbZa vksj lkbftax cVu gksrs gSaA

fjcu (Ribbon)

fjcu vkidks fdlh dk;Z dks iwjk djus ds fy, vko';d vkns'kksa dks 'kh?kzrk ls <wa<us esa enn
djus ds fy, fMtkbu fd;k x;k gSA
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fp=k 4-2

:yj (Ruler)

:yj {kSfrt vkSj ÅèokZ/j iSekus çnf'kZr djrs gSa tks vkids Vkbfiax {ks=k dh pkSM+kbZ vkSj ÅapkbZ
dks n'kkZrs gSaA tc vki VSc] ekftZu vkSj baMsaV tYnh ls lsV djuk pkgrs gSa rks {kSfrt iSekuk
(horizontal scale) dk mi;ksx fd;k tkrk gSA :yj@fxzMykbUl vkSj vU; fodYiksa dks
pquus@vp;fur djus ds fy, eq[; oMZ LØhu ij O;w VSc dk p;u djsaA

Vkbfiax ,fj;k

fjcu ds uhps dk •qyk {ks=k ys•u ;k Vkbfiax {ks=k gSA dqN oLrq,a ,slh gSa tks Vkbfiax {ks=k
dk LFkk;h fgLlk gSaA ;s gSa% (d) bal'kZu ikWbaV] ([k) ekml ikWbaVj

(d) bal'kZu ikWbaV % dkyh yacor fCyafdax ykbu dlZj gS vkSj og LFkku tgka ;g >id
jgk gS og Insertion Point gS tks çkjaHk esa Vkbfiax {ks=k ds 'kh"kZ ckbZa vksj ;kuh çys•
dh 'kq#vkr esa gksrk gSA ;g ml LFkku dks bafxr djrk gS tgka vkidh Vkbfiax çys•
esa Mkyh xbZ gSA tSls gh vki Vkbi djrs gSa] fCyafdax ykbu yxkrkj nkbZa vksj c<+rh
jgrh gSA

([k) ekml ikWbaVj % tc vki ekml dks Vkbfiax {ks=k esa b/j&m/j ?kqekrs gSa] rks ekml ikWbaVj
,d iryh vkbZ&che ( I-beam) ds vkdkj esa gksrk gSA tSls gh vki ekml dks esuw
ckj vkSj Vwyckj ds ikl ys tkrs gSa] ekml ikWbaVj ,d ikWbafVax ,jks cu tkrk gSA
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LØkWyckj

Vkbfiax {ks=k nkfguh vksj LØkWy cVu vkSj rhjksa ds lkFk ofVZdy LØkWy ckjls f?kjk gSA ,dy
Mkmu ,jks çys• dks ykbu nj ykbu LØkWy djrk gSA Mcy Mkmu ,jks vkidks vxys i`"B
ds 'kh"kZ ij ys tkrk gSA Mcy vi ,jks vkidks fiNys i`"B ds 'kh"kZ ij ys tkrk gSA vki çys•
esa Åij vkSj uhps tkus ds fy, ofVZdy LØkWy cVu dks LØkWy ckj ds Åij vkSj uhps Hkh
•hap ldrs gSaA

LVsVl ckj

;g LØhu ds uhps fLFkr gS vkSj blesa çys• dk fooj.k çnf'kZr gksrk gSA

4-5 çys•ksa dk çca/u

ikB dk ;g Hkkx crkrk gS fd u;k@ekStwnk çys• dSls •ksysa] dSls lso djsa] dSls fçaV djsa]
çys• dSls <wa<sa vkSj •qys gq, çys• dks dSls can djsaA u, çys• cukus] ekStwnk çys• •ksyus
vkSj Word esa çys• lso djus ds cgqr rjhds gSaA esuw iqy Mkmu ckj ls fuEufyf•r fodYiksa
esa ls fdlh ,d dk mi;ksx djus ds fy, vkWfiQl cVu ij fDyd djsaA

,d u;k çys• cukus ds fy,

iqy Mkmu esuw ckjij New cVu ij fDyd djsaA

vFkok

dhcksMZ ij CTRL+N dh nck,¡

VsDLV ntZ djus ds fy,] VsDLV {ks=k esa Vkbi djuk çkjaHk djsaA tSls gh
vki Vkbi djsaxs] VsDLV ogha fn•kbZ nsxk tgka fCyafdax dlZj fLFkr gS vkSj
ck,a ls nk,a dh vksj tk,xkA VkbijkbVj ds foijhr] vkidks çR;sd iafÙkQ
ds var esa ENTER Key nckus dh vko';drk ugha gS] ikB Lopkfyr
:i ls vxyh iafÙkQ esa LFkkukarfjr gks tkrk gSA

fdlh ekStwnk çys• dks •ksyus ds fy,

fdlh çys• dks •ksyus ds fy,] fuEu fof/;ksa esa ls ,d dk ikyu djsa%

iqy Mkmu esuw ij vksiu cVu ij fDyd djsaA ;k

dhcksMZ ij CTRL+O dh nck,¡A

çR;sd mijksÙkQ fof/ ls Open Mk;ykWx ckWDl •qysxkA iQkby pqusa vkSj
vksiu cVu ij fDyd djsaA fp=k 4-3
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fdlh u,@ekStwnk çys• dks lso djus ds fy,

•ksys x, u,@ekStwnk çys• dks lso djus ds fy,] fuEu fof/;ksa esa ls ,d dk ikyu djsa%

iqy Mkmu esuw ij lso cVu ij fDyd djsaA ;k

dhcksMZ ij CTRL+S key nck,¡A

;fn çys• dks igys gh uke fn;k x;k gS vkSj igys ls lso fd;k x;k gS] rks ;g çys• dks
vklkuh ls lso dj ysxkA nwljh vksj] ;fn iQkby ,d u;k çys• gS rks ;g Save As Mk;ykWx
ckWDl •ksydj vkidks ladsr nsxkA ml iQksYMj dk p;u djsa tgka vki viuk çys• lso djuk
pkgrs gSa] File name ckWDl esa çys• dk uke Vkbi djsa vkSj fiQj OK ij fDyd djsaA vki
dhcksMZ ij CTRL+S dh pqudj vkSj fiQj Save As Mk;ykWx ckWDl esa mijksÙkQ fØ;kvksa dk
p;u djds ,d u;k çys• Hkh lso dj ldrs gSaA

fdlh çys• dks can djus ds fy,

esuw ckj ij Office Button→Close dekaM dk p;u djds ekStwnk çys• dks can djsa ;k
;fn ;g LVSaMMZ Vwyckj ij fn•kbZ nsrk gS rks Close vkbdu ij fDyd djsaA

4-6 çys• dk laiknu

fdlh çys• dks laikfnr djus esa cqfu;knh rhu dk;Z 'kkfey gSa% VsDLV Mkyuk] VsDLV gVkuk
vkSj VsDLV cnyuk

VsDLV bUlVZ djuk

fdlh ekStwnk çys• esa VsDLV lfEefyr djus ds fy,] uhps fn, x, pj.kksa dk ikyu djsa%

1- dhcksMZ ij ,Wjks cVu dk mi;ksx djds ;k ekml dks j•dj dlZj dks ys tk,a vkSj tgka
vki VsDLV Mkyuk pkgrs gSa ogka ekml ds ck,a cVu ij fDyd djsaA

2- og VsDLV Vkbi djsa ftls vki bUlVZ djuk pkgrs gSaA

VsDLV fMyhV djuk

VsDLV gVkus ds fy, dhcksMZ ij Back space vkSj fMyhV (Delete) dh dk mi;ksx djsaA cSdLisl
dlZj ds ckbZa vksj ds VsDLV dks gVk nsxk vkSj delete nkbZa vksj ds VsDLV dks feVk nsxkA

VsDLV cnyuk

oMZ vokafNr VsDLV dks gVkus] bUl'kZu ikWbaV dh txg fu/kZfjr djus vkSj çfrLFkkiu VsDLV
lfEefyr djus ds pj.kksa dks la;ksftr dj ldrk gSA VsDLV dks cnyus ds fy,] uhps fn,
x, pj.kksa dk ikyu djsa%
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1- Åij crk, vuqlkj gVk, tkus okys VsDLV dk p;u djsaA

2- u;k VsDLV Vkbi djuk çkjaHk djsa- è;ku nsa fd u;k VsDLV p;fur VsDLV dh txg ys
jgk gSA

4-7 çys• esa iQkWeZsfVax

fdlh çys• dks iQkWeZsV djus esa eq[; :i ls iQkWUV vkSj iSjkxzkiQ dh iQkWeZsfVax 'kkfey gksrk gSA

iQkWUV iQkseZsfVax

VsDLV dh dbZ fo'ks"krkvksa dks cnyus ds fy, iQkWeZsfVax Vwyckj dk mi;ksx djuk lcls vklku
rjhdk gSA ;fn uhps fn•k, vuqlkj Vwyckj LØhu ij çnf'kZr ugha gksrk gS] rks Home VSc
pqusaA gkse VSc ds varxZr vki uhps fn, x, fp=k ds vuqlkj Font, Paragraph lcVkLd ds
varxZr okafNr iQkWeZsfVax dekaM dk p;u dj ldrs gSaA

fp=k 4-4

Font Face & iQkWUV ewy VkbiiQsl gS ftlesa vkids 'kCn çnf'kZr gksrs gSaA iQkWUV VkbEl
U;w jkseu ;k ,fj;y tSls 'kSfy;ksa esa vkrk gSA çR;sd iQkWUV 'kSyh esa vyx&vyx v{kjksa
dks iQkWeZsV djus dk ,d fof'k"V rjhdk gksrk gSA

Font Size & ;g fu/kZfjr djrk gS fd çR;sd v{kj fdruk cM+k fn•kbZ nsxkA iQkWUV
dk Size (,d bap dk 1@72) esa ekik tkrk gSA iQkWUV vkdkj ds eku ntZ djus ds fy,
iQkWUV iQkseZsfVax midk;Z esuw esa iQkWUV lkbt ckWDl ds liQsn Hkkx ij fDyd djsa ;k miyC/
iQkWUV vkdkjksa dh lwph ns•us ds fy, iQkWeZsfVax Vwyckj esa ckWDl ds nkbZa vksj ,Wjks ds 'kh"kZ
ij fDyd djsaA

Font Style & iQkWUV 'kSyh v{kjksa ds çnf'kZr gksus ij muds egRo ;k egRo dks fu/
kZfjr djrh gSA çR;sd iQkWUV dks cksYM] bVSfydkbt vkSj vaMjykbu ds :i esa çnf'kZr
fd;k tk ldrk gSA

vykbuesaV& ikB dks i`"B ds ckbZa] eè; ;k nkbZa vksj lajsf•r fd;k tk ldrk gS ;k
bls iwjs i`"B ij mfpr Bgjk;k tk ldrk gSA

Øekafdr vkSj cqysVsM lwfp;k¡ (Numbered and Bulleted Lists) & lwfp;ksa dk
mi;ksx çys• ds eq[; fcanqvksa dks çeq•rk ls fn•kus ds fy, fd;k tkrk gSA
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baMsaV c<+k,¡@?kVk,¡ & i`"B ds fdukjs ds laca/ esa iSjkxzkiQ dk baMsaVs'ku cnysaA

vkmVlkbM ckWMZj & VsDLV p;u ds pkjksa vksj ,d ckWMZj tksM+saA

VsDLV jax gkbykbV djsa & VsDLV p;u ds ihNs dk jax cnyus ds fy, bl fodYi
dk mi;ksx djsaA cVu ij fn•k;k x;k jax vkf•jh ckj bLrseky fd;k x;k jax gksrk gSA
,d vyx jax dk p;u djus ds fy,] gkbykbV cVu ds cxy esa rhj ds fu'kku ij
fDyd djsaA

VsDLV dk jax & ;g fodYi VsDLV dk jax cny nsrk gSA cVu ij fn•k;k x;k jax vafre
pquk x;k jax gSA fdlh vU; jax dk p;u djus ds fy, cVu Nfo ds vkxs rhj ds fu'kku
ij fDyd djsaA

ykbu Lisflax % ykbu Lisflax iSjkxzkiQ esa VsDLV dh çR;sd iafÙkQ dh ÅapkbZ fu/kZfjr
djrh gSA fMiQkWYV (flaxy ykbu Lisflax) iQkWUV dSjDVj ds lkbt ij fuHkZj djrk gSA
çhO;w ,fj;k flaxy] Ms<+ (1 ,aM 1@2) vkSj Mcy ykbu Lisflax ds lkis{k çHkko dks
çnf'kZr djrk gSA

4-8 cqysVsM vkSj uEcfjax fyLV~l

cqysVsM lwfp;k¡ vkSj Øekafdr lwfp;k¡ vDlj ikBd dk è;ku eq[; fcanqvksa ij ykus ds fy,
mi;ksx dh tkrh gSaA

cqysVsM vkSj uEcfjax fyLV~l cukuk

cqysVsM ;k Øekafdr lwph cukus ds fy,] Word }kjk çnku dh xbZ lwph lqfo/kvksa dk mi;ksx
djsaA iQkWeZsfVax Vwyckj ij cqysVsM lwph cVu ;k uEcfjax lwph cVu ij fDyd djsaA fiQj igyh
,aVªh Vkbi djsa vkSj ENTER dh nck,¡A blls vxyh iafÙkQ esa ,d u;k cqysV ;k uacj cu
tk,xkA ;fn vki dksbZ vU; cqysV ;k uacj tksM+s fcuk ,d ubZ ykbu 'kq: djuk pkgrs gSa]
rks ENTER nckrs le; SHIFT nck, j•saA vki igys VsDLV Hkh Vkbi dj ldrs gSa] vuqHkkx
dks gkbykbV dj ldrs gSa] vkSj cqysV ;k uacj tksM+us ds fy, cqysVsM lwph ;k uEcfjax lwph
cVu dk ç;ksx dj ldrs gSaA

4-9 VscYl ds lkFk dke djuk

bUlVZ (Insert ) iQhpj dk mi;ksx djds çys• esa Vscy tksM+us ds nks rjhds gSa%

1- LVaMMZ Vwy ckj ij bUlVZ Vscy (Insert Table) VSc ij fDyd djsa vkSj lcVkLd esuw
ls Vscy vkbdu dk p;u djsaA
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2- ekml dks fxzM ij •haprs gq, Vscy ds fy, vko';d iafÙkQ;ksa (rows) vkSj dkSyEl
(columns) dh la[;k dks gkbykbV djsaA vkSj tSls&tSls vki jkst vkSj dksyEUl dh la[;k
dk p;u djsaxs] rnuqlkj çys• ij Vscy cu tk,xhA

3- oSdfYid :i ls lcVkLd esuw ckj ls Insert Tab → Table pqusaA fiQj Insert Table

fodYi pquus ij çnf'kZr buiqV LØhu ij Vscy ds fy, jkst vkSj dksyEUl dk p;u
djsaA

fp=k 4-6

4-10 xzkfiQDl ,sM djuk

oMZ lHkh yksdfç; xzkfiQd iQkby Lo:iksa dks Lohdkj djrk gS] vkSj blesa mi;ksx gsrq fDyi
vkVZ dk ,d cM+k laxzg miyC/ gSA vki blesa LdSuj vkSj fMftVy dSejs tSls fdlh Hkh lzksr
ls cukbZ xbZ xzkfiQd iQkbysa Hkh mi;ksx dj ldrs gSaA vki oMZ esa Mªkbax VwYl dk mi;ksx djds
viuh •qn dh dykÑfr Hkh cuk ldrs gSaA çys• esa xzkfiQDl lfEefyr djus ds midj.k
esu VSc ckj ls bUlVZ VSc ds varxZr Illustrations xzqi esa miyC/ gSaA
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4-11 ikB dh çfrfyfi cukuk vkSj ikB dks LFkkukarfjr djuk

ikB dh çfrfyfi cukuk

çfrfyfi cukus dk vFkZ gS p;fur ikB dh fcuk fdlh ifjorZu ds çfrfyfi cukuk vkSj ml
çfrfyfi dks fdlh vU; LFkku ij LFkkfir djukA VsDLV dkWih djus ds fy,] uhps fn, x,
pj.kksa dk ikyu djsa%

1- ml VsDLV dk p;u djsa ftls dkWih fd;k tk,xkA

2- esuw ckj ij Home→Clipboard lcVkLd esuw dekaM dk p;u djsa] ;k ekud Vwy
ckj ij dV cVu ij fDyd djsa] ;k CTRL + X dh nck,¡A ;g VsDLV dks fDyicksMZ
ij ys tk,xk-

3- esuw ckj ij gkse→fDyicksMZ lcVkLd esuw dekaM pqusa] ekud Vwyckj ij dkWih cVu ij
fDyd djsa] ;k VsDLV dks fDyicksMZ ij dkWih djus ds fy, CTRL+C dh nck,¡A

VsDLV dks ewo djuk

VsDLV dks ewo djus dk vFkZ gS p;fur VsDLV dks ,d LFkku ls gVkuk @dkVuk vkSj nwljs LFkku
ij Mkyuk (isLV djuk)A VsDLV dks LFkkukarfjr djus ds fy, uhps fn, x, pj.kksa dk ikyu
djsa%

1- ml ikB dk p;u djsa ftls LFkkukarfjr fd;k tk,xkA

2- esuw ckj ij gkse→fDyicksMZ mi dk;Z esuw dekaM pqusa] ;k ekud Vwy ckj ij dV cVu
ij fDyd djsa] ;k CTRL+X key nck,¡A ;g VsDLV dks çys• ls gVk nsxk vkSj fDyicksMZ
ij ys tk,xk-

3- gVs gq, VsDLV dks isLV djus ds fy,] dlZj dks ml LFkku ij ys tk,a tgka vki VsDLV
dks ys tkuk pkgrs gSa vkSj esuw ckj ij gkse→fDyicksMZ mi dk;Z esuw dekaM dk p;u
djsa] ekud Vwyckj ij isLV cVu ij fDyd djsa] ;k CTRL + V key nck,aA

ikB dh FkksM+h ek=kk dks FkksM+h nwjh rd ys tkus ds fy,] MªSx&,aM&MªkWi fof/ vklku gks ldrh
gSA ftl VsDLV dks vki LFkkukarfjr djuk pkgrs gSa mls gkbykbV djsa] ekml ls p;u ij fDyd
djsa] p;u dks u, LFkku ij •hapsa vkSj ekml cVu NksM+ nsaA

Lisfyax vkSj xzkej

orZuh vkSj O;kdj.k tkapdrkZ xyr orZuh okys 'kCnksa ;k O;kdj.k =kqfV;ksa dh tkap djrs gSaA
tc rd vki bl lqfo/k dks can ugha djrs] oMZ vkids Vkbi djrs le; Lopkfyr :i ls
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orZuh vkSj O;kdj.k dh =kqfV;ksa dh tk¡p djsxkA orZuh vkSj O;kdj.k tk¡pdrkZ dk mi;ksx djus
ds fy,] bu pj.kksa dk ikyu djsa%

1- eq[; VSc ckj ls cVu pqusa ;k dhcksMZ ij F7 cVu nck,¡A

2- orZuh vkSj O;kdj.k vkidks çys• esa igyh xyrh ds ckjs esa lwfpr djsxk vkSj xyr
orZuh okys 'kCnksa dks yky jax esa gkbykbV fd;k tk,xkA

3- ;fn 'kCn dh orZuh lgh gS] rks bXuksj cVu ij fDyd djsa ;k ;fn 'kCn çys• esa ,d
ls vf/d ckj fn•kbZ nsrk gS rks bXuksj vkWy cVu ij fDyd djsaA

4-12 ist ysvkmV

bl vuqHkkx esa] vki viuh vko';drkvksa ds vuq:i ist fMtkbu djuk lh•saxsA mnkgj.k
ds fy,] ist lsVvi fodYi ftlesa çys• dk vkdkj vkSj çys•vksfj,aVs'ku vkfn 'kkfey
gksrs gSa] lkekU;r% ;k rks vkids }kjk ;k fdlh u, çys• dks •ksyus dh 'kq#vkr esa fMiQkWYV
:i ls lsV fd, tkrs gSaA ;s fodYi ist ysvkmV VSc ds varxZr miyC/ gSa vkSj bUgsa vkidh
vko';drkvksa ds vuqlkj fdlh Hkh le; vklkuh ls cnyk tk ldrk gS

ist ekftZu

,slh nks fof/;k¡ gSa ftuds }kjk vki vius çys• ds ist ekftZu dks cny ldrs gSa% (d)
:yj (Ruler) dk mi;ksx djds vkSj ([k) ist lsVvi Mk;ykWx ckWDl dk mi;ksx djdsA

(d) :yj dk mi;ksx djuk

1- ekml dks ml {ks=k ij ys tk,a tgka liQsn :yj xzs esa cny tkrk gS

2- tc dlZj Mcy&,aM rhj cu tk,] rks ekml ls fDyd djsa vkSj ekftZu bafMdsVj dks
okafNr LFkku ij •hapsaA

3- ekftZu lsV gksus ij ekml dks NksM+ nsaA

([k) ist lsVvi Mk;ykWx ckWDl dk mi;ksx djuk

ist lsVvi Mk;ykWx ckWDl dk mi;ksx djds ekftZu dks Hkh cnyk tk ldrk gS%

ist ysvkmV (Page layout) VSc dk p;u djsa vkSj esuw ckj ij dekaM ij fDyd djsa vkSj
ekftZu Mk;ykWx ckWDl çnf'kZr djus ds fy, ist lsVvi mi dk;Z lewg ds rgr ekftZu
cVu pqusaA
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4-13 gsMj vkSj iQwVj

gsMj og VsDLV gS tks çR;sd i`"B ds 'kh"kZ ekftZu esa tksM+k tkrk gS tSls çys• 'kh"kZd ;k i`"B
la[;k vkSj iQwVj og VsDLV gksrk gS tks fupys ekftZu esa tksM+k tkrk gSA çys• esa gsMj vkSj
iQwVj tksM+us ;k laikfnr djus ds fy, bu pj.kksa dk ikyu djsa %

1- eq[; VSc ckj ij Insert VSc esa Header vkSj Footer midk;Z esuw dk p;u djsaA
vko';drk ds vuqlkj gsMj ;k iQwVj fodYi ij fDyd djsaA

fp=k 4-7

2- gsMj fodYi dk p;u djus ij] gsMj Vwyckj •qysxk vkSj i`"B ds 'kh"kZ dks gkbykbV
fd;k tk,xkA

3- gsMj ckWDl esa 'kh"kZd Vkbi djsaA vki dbZ ekud VsDLV iQkWeZsfVax fodYiksa dk mi;ksx
dj ldrs gSa tSls iQkWUV iQsl] vkdkj] cksYM] bVSfyd bR;kfnA

blh çdkj vki iQwVj ds fy, fufnZ"V dekaM dk p;u dj ldrs gSa vkSj bls vko';drk
ds vuqlkj vuqdwfyr dj ldrs gSaA

4-14 i`"B la[;k (Page Numbers)

fdlh çys• esa i`"B la[;k,¡ tksM+us ds fy, bu pj.kksa dk mi;ksx djsa tSlk fd fp=k esa fn•k;k
x;k gSA

1- eq[; VSc ckj ls Insert VSc esa Page Numbers pqusa vkSj fp=k 4-8 esa fn•k;k x;k Mk;ykWx
ckWDl fn•kbZ nsxk
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2- Position MªkWi Mkmu esuw esa ¶Top of page¸ ;k ¶Bottom of page¸ pqudj i`"B
la[;kvksa ds LFkku dk p;u djsaA

3- lekIr gksus ij OK ij fDyd djsaA

fp=k 4-8

4-15 çys• dks fçaV djuk

fdlh çys• dks fçaV djrs le; vkids ikl fçaV Mk;ykWx ckWDl esa fuEufyf•r fodYi
gksrs gSa%

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

2- Properties fodYi pqu dj isij dk vkdkj] vksfj,aVs'ku] jstksY;w'ku vkfn pqusaA

3- laiw.kZ çys• ;k dsoy çnf'kZr i`"B ;k fof'k"V i`"B ;k ;gka rd fd çys• dk p;fur
Hkkx Hkh fçaV fd;k tk ldrk gSA

4- ,d MªkÝV dkWih fçaV djsa ftlesa xzkfiQDl dks gVk nsus ls tYnh fçUV dj fy;k tkrk
gSA

5- fçUV dh tkus okyh çfr;ksa dh la[;k] vkfnA

fdlh çys• ;k p;fur i"Bksa dks fçaV djus ds fy, uhps fn, x, pj.kksa dk ikyu djsa%

1- fçUV djus okyk çys• •ksysaA
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2- esuw ckj ij Office button ij fDyd djds Print fodYi pqusaA fçaV Mk;ykWx ckWDl
•qy tk,xk- fçaV jsat] çfr;ksa dh la[;k] fçaVj dk uke vkfn tSls fodYiksa dk p;u djsaA
è;ku nsa fd fçaVj pkyw gS vkSj dkxt fçaVj Vªs esa miyC/ gSA

3- OK ij fDyd djsaA

4-16 oMZ çksxzke ls ,fXtV djuk

tc oMZ esa vkidk dke iwjk gks tk, vkSj lHkh iQkbysa can gks tk,a] rks vki esuw ckj ij Office

button→Exit dekaM dk p;u djds oMZ çksxzke ls ckgj vk ldrs gSaA

4-17 esy etZ

esy etZ oMZ dh egRoiw.kZ fo'ks"krkvksa esa ls ,d gS ftldk mi;ksx i=k] esfyax yscy vkSj
lacaf/r fyiQkiQs rS;kj djus vkSj bls fofHkUu yksxksa ;k laxBu dks Hkstus ds fy, fd;k tkrk
gSA esy etZ ds fy, rhu çdkj ds çys• dh vko';drk gksrh gS%

(d) eq[; çys•% esy etZ vkWijs'ku esa] O;fÙkQxr çys• (tSls] ,d ekud i=k] ;k esfyax
yscy) dks eq[; çys• ds :i esa tkuk tkrk gSA ;g og çys• gS ftlesa VsDLV vkSj
xzkfiQDl 'kkfey gSa tks etZ fd, x, çys• ds çR;sd laLdj.k ds fy, leku jgrs gSaA
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([k) MsVk lkslZ% MsVk lkslZ ,d iQkby gS ftlesa uke vkSj irs ;k dbZ vU; tkudkjh gksrh
gS tks esy&etZ çys• ds çR;sd laLdj.k ds lkFk fHkUu gksrh gSA

(x) çys• dks etZ djuk% tc vki eq[; çys• MsVk lkslZ ds lkFk etZ djrs gSa] rks ,d
rhljk çys• rS;kj fd;k tk,xk ftls etZ MkWd;qesaV dgk tkrk gSA irksa ds lkFk i=kksa
dks ns•us ds fy, etZ çys• dks LØhu ij etZ fd;k tk ldrk gS_ ;k irs lfgr i=kksa
dks eqfær djus ds fy, lh/s fçaV fd;k tk ldrk gSA

oMZ esa esy etZ djus ds fy, esfyax lqfo/kvksa vkSj Vwy dks lfØ; djus ds fy, eq[; VSc
ckj ij esfyax VSc ij fDyd djsa] ftlesa "create", "start mail merge", "Write & Insert

Fields", 'Preview results" vkSj "Finish & Merge" tSls mi&dk;Z miyC/ gSaA

esy etZ fotkMZ

esy etZ fotkMZ esy etZ djus dh çfØ;k esa vkidk ekxZn'kZu djrk gSA blesa eq[; çys•
cukuk vkSj laikfnr djuk] ,d ubZ MsVk iQkby cukuk] ekStwnk MsVk iQkby •ksyuk_ vkSj MsVk
iQhYM dks eq[; çys• ds lkFk etZ djuk 'kkfey gSA esy etZ fotkMZ dk mi;ksx djus ds
fy,] eq[; VSc ckj ls Mailings→Start Mail Merge lcVkLd dk p;u djsA fiQj lcVkLd
ckj ij Step by Step Mail Merge Wizard fodYi pqusaA

fp=k 4-10

esy etZ fotkMZ esuw LØhu ij fn•kbZ nsxkA ;g vkidks vuqdwfyr pj.kc¼ rjhds ls esy etZ
MkWD;qesaV~l cukus esa enn djsxkA

MkWD;qesaV çdkj pqusa

esy etZ MkWD;qesaV cukus dh fn'kk esa MkWD;qesaV çdkj dk p;u djuk igyk pj.k gSA bl fodYi
dk mi;ksx djds vki dbZ çdkj ds eq[; i=k tSls i=k] bZ&esy lans'k] fyiQkiQs] yscy] funZsf'kdk
dk p;u dj ldrs gSaA
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tc vki i=k çdkj dk p;u djrs gSa] rks vki bl i=k dk mi;ksx yksxksa ds ,d lewg dks
,d futh i=k Hkstus ds fy, dj ldrs gSa tks ml lewg ds fofHkUu yksxksa }kjk vyx&vyx
irs ds lkFk çkIr fd;k tkrk gSA flySDV MkWD;qesaV Vkbi ckWDl esa fn, x, fodYiksa esa ls Letters

dk p;u djsa vkSj vxys pj.k ij tkus ds fy, fotkMZ Mk;ykWx ckWDl ds var esa fLFkr "Next:

Starting document" fodYi ij fDyd djsaA

flySDV LVkfVZax MkWD;qesaV

1- bl çfØ;k dk nwljk pj.k ysVlZ fodYi ds rgr çkjafHkd çys• dk p;u djuk gSA
blds fy, rhu fodYi miyC/ gSaA

;wt n djsaV MkWD;qesaV % blds varxZr ekStwnk çys• dk mi;ksx djuk ,oa mlesa esy etZ
lqfoèkk ls çkIrdrkZvksa dk irk vkSj tkudkjh ntZ djuk 'kkfey gSA

(a) (b)

fp=k 4-11

LVkVZ izQkSe VsEiysV % blh çdkj ;fn vkids ikl MªkÝV fd;k gqvk i=k ugha gS] rks vki
Word 2007 ds miyC/ esy etZ VsEiysV dk mi;ksx dj ldrs gSaA

LVkVZ ÝjkSe ,fDlfLVax MkWD;qesaV % ;fn vkids ikl igys ls gh dksbZ çys• miyC/ gS]
rks vki ekStwnk esy etZ çys• dk p;u dj ldrs gSa vkSj i=k vkSj@;k çkIrdrkZvksa dh fooj.k
esa vko';d ifjorZu dj ldrs gSaA vc vki i=k dk eq[; Hkkx bl çdkj Vkbi djsa tSlk
fp=k 4-12 esa gSA
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viuk çys• lso djsaA

MsVk lkslZ cukuk

esy etZ fotkMZ esa rhljk pj.k mu çkIrdrkZvksa ;k irs dh lwph dk p;u djuk gS ftUgsa
çk:fir i=k lacksf/r vkSj Hkstk tk,xkA

fp=k 4-13

;fn vkids ikl ekStwnk MsVkcsl tkudkjh ugha gS] rks vkidks lkjh lwpuk dk viuk MsVk lkslZ
cukuk gksxk ftls i=k ;k fdlh vU; eq[; çys• esa Mkyk tk,xkA mnkgj.k ds fy,] vkids
}kjk igys cuk, x, esy etZ i=k ds fy, vko';d gks ldrk gS fd vkids ikl MsVk lkslZ
irk lwph esa fuEufyf•r iQhYM gksa% uke] irk 1] irk 2] 'kgj] jkT; vkSj fiu dksMA
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esy etZ gsYij dk mi;ksx djds MsVk lkslZ cukuk

vki Microsoft Word, Excel ;k Access MsVkcsl MsVk lkslZ cukus ds fy, esy etZ fotkMZ
dk mi;ksx dj ldrs gSaA

esy etZ fotkMZ dk mi;ksx djds MsVk lkslZ cukus ds fy, bu pj.kksa dk ikyu djsa% ;fn
vkius vHkh rd eq[; çys• ugha cuk;k gS rks ,d u;k fjÙkQ çys• •ksysa ;k viuk ekStwnk
eq[; çys• •ksysaA

1- esy etZ fotkMZ ds pj.k 3 esa Mk;ykWx ckWDl ls "Type a new list" pqusa (fp=k 4-13)
vkSj fiQj ¶Create¸ fodYi pqusaA

2- ,d MkVk dh lwph MsVk dk u, lsV ls cukus ds fy,] ftlesa 'kh"kZd] çFke uke] vafre
uke] daiuh dk uke vkSj irk iafÙkQ 1 bR;kfn lfEefyr gksxk] ,d Mk;ykWx ckWDl
fn•kbZ nsxkA

3- vki viuh vko';drk ds vuqlkj çnf'kZr fd;k x;k U;w ,MªSl fyLV Mk;ykWx ckWDl
esa lacaf/r iQhYM esa MsVk ntZ djuk 'kq: dj ldrs gSaA

4- ;fn vki viuh vko';drk ds vuqlkj fdlh vU; iQhYM dks gVkus ;k tksM+us ds fy,
ubZ irk lwph esa dkWye dks vuqdwfyr djuk pkgrs gSa] rks U;w ,MªSl fyLV Mk;ykWx ckWDl
ds uhps nkbZa vksj fLFkr customized cVu ij fDyd djsaA

5- ;g miyC/ MsVk iQhYM dh ,d lwph çnf'kZr djsxk ftlesa vki ,d vuqdwfyr MsVk
iQhYM tksM+ ldrs gSa] lwph esa ekStwnk MsVk iQhYM dks gVk ldrs gSa ;k mldk uke cny
ldrs gSaA dk;Z gks tkus ij OK cVu ij fDyd djsaA

6- tc vki ubZ irk lwph esa vko';d MsVk iQhYM fufnZ"V djuk lekIr dj ysa] rks OK

ij fDyd djsaA blds mijkar lso,l ,sl Mk;ykWx ckWDl •qy tk,xkA

7- ml iQksYMj dk irk yxk,a ftlesa vki MsVk lzksr dks lso djuk pkgrs gSa] ,d iQkby
uke Vkbi djsa vkSj fiQj Save As ij fDyd djsaA iQkby dks ,d ,DlVsa'ku uke .mdb

(Microsoft Database) ds lkFk lso fd;k tk,xkA

çys• etZ djuk

,d ckj ;fn vkius viuk eq[; çys• vkSj MsVk lkslZ çys• cuk fy;k gS] rks esy etZ esa vxys
nks pj.k eq[; çys• esa etZ iQhYM ntZ djuk vkSj fiQj eq[; çys• esa MsVk etZ djuk gSA
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eq[; çys• esa iQhYM~l dks etZ djus ds fy, vkidks eq[; çys• esa laiknu djuk gksxkA
funZs'k ds vuqlkj bu pj.kksa dk ikyu djsa%

1- vius i=k ds ml LFkku ij fDyd djsa tgka vki irs çnf'kZr djuk pkgrs gSa vkSj fiQj

2- esy etZ fotkMZ ds pj.k 4 esa çnf'kZr Mk;ykWx ckWDl ij ^,Mªsl CykWd* fodYi pqusaA
esy etZ fotkMZ bUlVZ ,Mªsl CykWd Mk;ykWx ckWDl çnf'kZr djsxkA

3- ^bUlVZ ,Mªsl CykWd* dk mi;ksx djds vki eq[; i=k esa Mkyus ds fy, vyx&vyx
,Mªsl iQhYM dk p;u dj ldrs gSaA

4- eq[; çys• iwjk djus vkSj lHkh etZ iQhYM Mkyus ds ckn] Office cVu ij fDyd djsa
vkSj Save As fodYi pqusaA vc iQkby dks Word 2007 çys• ds :i esa lso djus ds
fy, ̂ oMZ çys•* pqusa ;k bls oMZ 97&2003 laxr çys• ds :i esa lso djus ds fy,
^Word 97 ;k 2003 MkWD;qesaV* pqusaA çys• dks uke nsa vkSj fiQj lso ij fDyd djsaA
vc vkidk eq[; çys• etZ çys• ds :i esa dke djsxkA

MsVk dks eq[; çys• esa etZ djuk

MsVk dks eq[; çys• esa etZ djuk esy etZ fotkMZ dk vafre pj.k gSA etZ çys• dks can
djus vkSj i=k dk fçaVvkmV ysus ls igys irs ds MsVk ds lkFk eq[; i=k dk çhO;w çnf'kZr
djus ds fy, << ;k >> cVu ij fDyd djsaA ,d ckj lekIr gksus ij etZ çfØ;k dks iwjk
djus ds fy, Mk;ykWx ckWDl ij "Next: Complete the Merge" fodYi ij fDyd djsaA

4-18 LçsM'khV dh fo'ks"krk,a

u;k ifj.kke&mUeq• mi;ksxdrkZ baVjiQsl vkids fy, Microsoft Office Excel esa dke djuk
vklku cukrk gSA tks dekaM vkSj iQhplZ vDlj esuw vkSj Vwyckj esa ncs gksrs Fks] mUgsa vc
VkLd vksfj,aVsM VSc ij <wa<uk vklku gks x;k gS] ftlesa dekaM vkSj iQhplZ rkfdZd :i ls
lewg esa foHkkftr gksrs gSaA dbZ Mk;ykWx ckWDl dks MªkWi&Mkmu xSyjh esa cny fn;k tkrk gS
tks miyC/ fodYiksa dks çnf'kZr djrs gSa] vkSj vkidks lgh fodYi pquus esa enn djus ds
fy, o.kZukRed VwyfVIl ;k lSaiy çhO;w çnku fd, tkrs gSaA

LçsM'khV çkjaHk djuk

1- LVkVZ cVu ij fDyd djsaA

2- esuw esa All programs→Microsoft office→Microsoft Office Excel, 2007 ij
fDyd djsaA
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ekbØkslkWÝ+V

,Dlsy 2007

fp=k 4-14

;g ,e,l ,Dlsy 2007 'kq: djsxkA çkjafHkd ,Dlsy LØhu fp=k 4-15 esa fn•kbZ xbZ gS vkSj
lHkh LØhu lqfo/kvksa dk fooj.k rkfydk esa fn•k;k x;k gSA

fp=k 4-15



84 :: daI;wVj ,oa vkWfiQl ,ifyds'kal

rkfydk 4-1% ,Dlsy LØhu lqfo/k,¡

vkWfiQl cVu (Office Button) ;g Microsoft Office Logo ds :i esa çnf'kZr
gksrk gS vkSj]tgka Hkh fDyd fd;k tkrk gS] çys•
çca/u fØ;kvksa dh ,d lwph çnf'kZr djrk gS]
tSls save ;k fçaV djuk] vkSj gky gh esa •ksyh
xbZ dk;ZiqfLrdkvksa dh ,d lwphA

fDod ,Dlsl Vwyckj (Quick Access blesa vkerkSj ij mi;ksx fd, tkus okys dekaM
Toolbar) ds fy, cVu gksrs gSa ftUgsa ,d ekml fDyd ls

fu"ikfnr fd;k tk ldrk gSA

VSc (Tabs) fjcu esa dekaM vkSj iQhplZ dks lacaf/r lewgksa
esa O;ofLFkr fd;k tkrk gS] ftUgs VSc uke ij
fDyd djds mi;ksx fd;k tk ldrk gSA

VkbVy ckj (Title Bar) ;g odZcqd ds uke ds lkFk Microsoft Excel

fy• dj çnf'kZr djrk gSA

fjcu (Ribbon) og {ks=k tgka ls fdlh lsy ;k odZ'khV ij dksbZ
fu"iknu djus ds fy, dekaM vkSj lqfo/k,a
mi;ksx dh tkrh gSA ,d VSc dk p;u djds
vkSj fiQj dekaM ;k iQhpj dk p;u djds
'kq#vkr djsaA

uke ckWDl (Name Box) ,fDVo lsy dk irk ;k ,fDVo lsy dks fufnZ"V
uke çnf'kZr djrk gSA

iQkWeZwyk ckj (Formula bar) ,fDVo lsy esa laxzghr MsVk çnf'kZr djrk gSA

,fDVo lsy (Active Cell) odZ'khV esa og LFkku tks Vkbi fd;k x;k MsVk
çnf'kZr djsxk ;k tks fdlh dekaM ls çHkkfor
gksxkA

odZ'khV ,fj;k (Worksheet Area) blesa odZ'khV cukus ds fy, mi;ksx dh tkus
okyh dkWy 'kkfey gSaA

yacor vkSj {kSfrt LØkWyckj (Vertical bldk mi;ksx odZ'khV ds orZeku LØhu ls vyx
and Horizontal scrollbars) Hkkxksa dks ns•us ds fy, fd;k tkrk gSA
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'khV VSc (Sheet Tabs) ;g odZcqd esa odZ'khV~l dh igpku djrk gSA
,fDVo odZ'khV dks cnyus ds fy, bu VSc dk
mi;ksx djsaA

LVsVl ckj (Status Bar) ;g orZeku eksM] ,D'ku lans'k] O;w cVu vkSj twe
LykbMj çnf'kZr djrk gSA

4-19 odZ'khV

,Dlsy esa lwpuk dh ,d odZ'khV cukbZ tkrh gS vkSj ,d iQkby esa lso dh tkrh gS ftls
odZcqd dgk tkrk gSA çR;sd ,Dlsy iQkby ,d odZcqd gS ftlesa dbZ odZ'khV j•h tk ldrh
gSaA odZ'khV dkWye (v{kjksa }kjk fufnZ"V) vkSj iafÙkQ;ksa (la[;kvksa }kjk fufnZ"V) dk ,d fxzM
gSA LraHkksa vkSj iafÙkQ;ksa ds v{kj vkSj la[;k,¡ (ftUgsa yscy dgk tkrk gS) odZ'khV ds Åij
vkSj ckbZa vksj xzs cVu esa çnf'kZr gksrs gSaA fdlh LraHk vkSj iafÙkQ ds çfrPNsnu dks lsy dgk
tkrk gSA MsVk dks ,d lsy esa ntZ fd;k tkrk gSA dkWyeksa dks A ls Z, AA ls AZ, BA ls BZ

bR;kfn v{kjksa esa fy•k tkrk gSA blh çdkj iafÙkQ;ksa dks 1] 2] 3] bR;kfn Øekafdr fd;k x;k
gSA ,d dkWye v{kj vkSj ,d iafÙkQ la[;k feydj ,d lsy dks çLrqr djrs gSa ftls lsy
,Mªsl dgk tkrk gSA

fp=k 4-16
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ubZ odZcqd cukuk

,d odZcqd dbZ odZ'khV~l dk laxzg gksrh gSA vki ,d fjÙkQ odZcqd cuk ldrs gSa ;k fdlh
ekStwnk odZcqd ds vk/kj ij ,d ubZ odZcqd cuk ldrs gSaA fMiQkWYV :i ls] ,d odZcqd
rhu odZ'khV~l ds lkFk •qyrh gS vkSj blesa vf/dre 255 odZ'khV gks ldrh gSaA

ubZ odZcqd cukus ds fy,

1- ,e,l vkWfiQl cVu ij fDyd djsaA

2- U;w ij fDyd djsa-

3- u, Mk;ykWx ckWDl esa] CySad odZcqd ij fDyd djsaA

4- fØ,V cVu ij fDyd djsa-

odZcqd •ksyuk

odZcqd esa fdlh Hkh odZ'khV ij dke djus ds fy, lcls igys vkidks ,d odZcqd •ksyuh
gksxhA

1- ,e,l vkWfiQl cVu ij fDyd djsaA

2- vksiu ij fDyd djsa- (;k Ctrl + O dqath ,d lkFk nck,¡)

3- •qys Mk;ykWx ckWDl esa] Mªkbo] iQksYMj dk uke pqusa ftlesa odZcqd gSA

4- vksiu ij fDyd djsa-

fdlh odZcqd dks lso djuk

1- ,e,l vkWfiQl cVu ij fDyd djsaA

2-  Save As ij fDyd djsa-

3-  Save As Mk;ykWx ckWDl esa] ml LFkku dks fufnZ"V djsa tgka vki iQkby dks ckWDl esa
lso djuk pkgrs gSaA

4- iQkby uke ckWDl esa iQkby dk uke nsaA

5- lso ,t Vkbi ckWDl esa iQkby dk çdkj crk,aA

6- lso cVu ij fDyd djsaA
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odZcqd can djuk

1- ,e,l vkWfiQl cVu ij fDyd djsaA

2- Close pqusaA

3- vki MS Excel ls ckgj fudyus ds fy, Exit Excel dekaM dk p;u dj ldrs gSaA

fp=k 4-17

odZ'khV dk p;u djuk] tksM+uk vkSj uke cnyuk

,d ubZ odZ'khV Mkysa

ekStwnk odZ'khV ds var esa ,d ubZ odZ'khV lfEefyr djus ds fy, bUlVZ odZ'khV VSc ij
fDyd djsa tSlk fd fp=k esa fn•k;k x;k gSA
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fp=k 4-18

ekStwnk odZ'khV ls igys ,d ubZ odZ'khV Mkyus ds fy,

ml odZ'khV dks pqusa vkSj jkbV fDyd djsa ftlds igys vki ubZ odZ'khV Mkyuk pkgrs gSaA
ikWi vi esuw ls bUlVZ fodYi pqusaA bUlVZ Mk;ykWx ckWDl esa odZ'khV ij fDyd djsa vkSj fiQj
OK ij fDyd djsaA odZ'khV dks 'khV 2 uke nsaA

fdlh odZ'khV dk uke cnyus ds fy,

fdlh odZ'khV dk uke cnyus ds fy, fuEu pj.kksa dk ikyu djsa%

1- ftl odZ'khV VSc dk vki uke cnyuk pkgrs gSa ml ij jkbV fDyd djsa

2- ikWi vi esuw ls jhuse dk p;u djsa] 'khV dk uke gkbykbV gks tkrk gSA

3- odZ'khV ds fy, u;k uke Vkbi djsa (gekjs mnkgj.k esa dsfeLVªh)

4- fiNyh uke 'khV 2 dk uke cnydj ' dsfeLVªh ' dj fn;k x;k gS tSlk fd fp=k 4-
19 esa fn•k;k x;k gS

4-20 lsy vkSj jsat dk p;u djuk

viuh odZ'khV esa MsVk ntZ djus ds fy, vkidks igys ,d lsy ;k jsat dk p;u djuk gksxkA
tc vki ,Dlsy odZ'khV •ksyrs gSa] rks lsy A1 fMiQkWYV :i ls igys ls gh lfØ; gksrk
gSA odZ'khV ij vU; lsy dh rqyuk esa ,d lfØ; lsy ds pkjksa vksj ,d xgjk ckWMZj fn•kbZ
nsxkA fdlh lsy dk p;u djus dk lcls ljy rjhdk vkids ekml ikWbaVj dk mi;ksx djuk
gSA vius ekml dks bfPNr lsy ij ys tk,¡ vkSj nk,¡ cVu ls ml ij fDyd djsaA vki tks
Hkh Vkbi djrs gSa og lsy esa pyk tkrk gSA lsy dh ,d Js.kh dk p;u djus ds fy,] ,d
lsy ij fDyd djsa] ck,¡ ekml cVu dks nck, j•sa vkSj ekml ikWbaVj dks ml jsat ds vafre
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lsy rd •hapsa ftls vki pquuk pkgrs gSaA vki lsYl dk p;u djus ds fy, bl ikB ds
var esa fn, x, dhcksMZ 'kkWVZdV dk Hkh mi;ksx dj ldrs gSaA

lsYl dh fo'ks"k Js.kh dk p;u djus dk nwljk rjhdk gS

use ckWDl ij tk,a →Vkbi djds Js.kh pqusa (mnkgj.k ds fy, A1:C5) →Enter nck,¡

Js.kh A1 ls C5 ds chp ds lHkh lsYl dk p;u gks tk,xk

4-21 MsVk ntZ djuk vkSj laikfnr djuk

,Dlsy odZ'khV ds lsy esa MsVk ntZ djus esa fuEufyf•r pj.k 'kkfey gSa%

1- okafNr lsy ij fDyd djsa tgka vki MsVk ntZ djuk pkgrs gSaA

2- lfØ; lsy esa viuk MsVk Vkbi djsaA

3- ,aVj nck,a-

lsy esa VsDLV esa v{kjksa] la[;kvksa vkSj dhcksMZ çrhdksa dk dksbZ Hkh la;kstu 'kkfey gks ldrk
gSA ,d lsy esa 32000 v{kj rd gks ldrs gSaA vius ,Dlsy odZ'khV MsVk dks laikfnr djuk
cgqr vklku gSA vki fuEu esa ls fdlh Hkh rjhds ls viuk MsVk laikfnr dj ldrs gSa%

1- laikfnr fd, tkus okys MsVk okys lsy dk p;u djsaA F2 nck,¡- cSdLisl dqath dk mi;ksx
djsa vkSj xyr MsVk feVk nsaA lgh MsVk nksckjk Vkbi djsaA

2- lsy dk p;u djsa vkSj lgh MsVk iqu% Vkbi djsaA

3- ;fn vki dsoy lsy dk MkVk gVkuk gSa] rks lsy dk p;u djsa vkSj fMyhV dqath nck,¡A

4- fiNyh çfof"V dks okil ykus ds fy,] ;k rks ekud Vwyckj ij iwoZor djsa (undo)

cVu ij fDyd djsa ;k laikfnr djsa →iwoZor djsa dekaM dk p;u djsa ;k dhcksMZ 'kkWVZdV
CTRL+Z dk mi;ksx djsaA

4-22 odZ'khV esa MsVk <wa<sa vkSj cnysa

gks ldrk gS fd vki fdlh la[;k ;k VsDLV dk irk yxkuk pkgsa tks odZ'khV esa igys ls
gh Vkbi fd;k x;k gksA ;g Home Tab → Find ds ekè;e ls fd;k tkrk gSA vki vius
MsVk dk irk Hkh yxk ldrs gSa vkSj mls u, MsVk ls cny ldrs gSaA Home Tab
→Find→Replace
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4-23 odZ'khV dks la'kksf/r djuk

lsy] iafÙkQ;k¡] dkWye lfEefyr djsa vkSj lsy fMyhV djsa

fdlh odZ'khV esa CySad lsy lfEefyr djsa

mu lsy ;k jsat dk p;u djsa (jsat% ,d 'khV ij nks ;k nks ls vf/d lsyA ,d jsat
esa lsy vklUu ;k xSj&vklUu gks ldrs gSa) tgka vki u, fjÙkQ lsy lfEefyr djuk
pkgrs gSaA mruh gh la[;k esa lsy pqusa ftruh vki lfEefyr djuk pkgrs gSaA mnkgj.k
ds fy,] ik¡p fjÙkQ lsy lfEefyr djus ds fy,] vkidks ik¡p lsYl dk p;u djuk
gksxkA

gkse VSc ij] lsYl xzqi esa] Insert ds vkxs okys rhj ij fDyd djsa vkSj fiQj Insert

Cells ij fDyd djsaA

vki p;fur lsy ij jkbV&fDyd Hkh dj ldrs gSa vkSj fiQj 'kkWVZdV esuw ij Insert

ij fDyd dj ldrs gSaA

bUlVZ Mk;ykWx ckWDl esa] ml fodYi ij fDyd djsa ftlesa vki vklikl dh lsYl
dks LFkkukarfjr djuk pkgrs gSaA

odZ'khV esa iafÙkQ;k¡ lfEefyr djuk

odZ'khV esa iafÙkQ;k¡ (rows) lfEefyr djus ds fy, pj.k uhps fn, x, gSa%

,dy iafÙkQ lfEefyr djus ds fy,] Åij dh iafÙkQ esa ml iafÙkQ ;k lsy dk p;u djsa
ftlds Åij vki ubZ iafÙkQ lfEefyr djuk pkgrs gSaA mnkgj.k ds fy,] iafÙkQ 5 ds Åij
,d ubZ iafÙkQ lfEefyr djus ds fy,] iafÙkQ 5 esa ,d lsy ij fDyd djsaA

,dkf/d iafÙkQ;k¡ lfEefyr djus ds fy,] mu iafÙkQ;ksa dk p;u djsa ftuds Åij vki
iafÙkQ;k¡ lfEefyr djuk pkgrs gSaA iafÙkQ;ksa dh mruh gh la[;k pqusa ftruh vki lfEefyr
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djuk pkgrs gSaA mnkgj.k ds fy,] rhu ubZ iafÙkQ;k¡ lfEefyr djus ds fy,] vkidks rhu
iafÙkQ;ksa dk p;u djuk gksxkA

xSj&vklUu iafÙkQ;k¡ lfEefyr djus ds fy,] xSj&vklUu iafÙkQ;k¡ pqurs le; CTRL dh
nck, j•saA

iafÙkQ;k¡ lfEefyr djus dh oSdfYid fof/ gS_ gkse VSc ij] lsYl xzqi esa] Insert djsa ds
vkxs okys rhj ij fDyd djsa vkSj fiQj Insert Sheet Rows ij fDyd djsaA

odZ'khV esa dkWye lfEefyr djuk

odZ'khV esa dkWye Mkyus ds fy, pj.k uhps fn, x, gSa%

,dy dkWye lfEefyr djus ds fy,] tgka vki u;k dkWye lfEefyr djuk pkgrs gSa]
mlds rqjar nkbZa vksj okys dkWye esa dkWye ;k lsy dk p;u djsaA mnkgj.k ds fy,]
dkWye B ds ckbZa vksj ,d u;k dkWye Mkyus ds fy,] dkWye B esa ,d lsy ij fDyd
djsaA

,dkf/d dkWye lfEefyr djus ds fy,] tgka vki dkWye lfEefyr djuk pkgrs gSa
mlds rqjar nkbZa vksj okys dkWye dk p;u djsaA ftrus dkWye vki lfEefyr djuk pkgrs
gSa mrus gh dkWye pqusaA mnkgj.k ds fy,] rhu u, dkWye lfEefyr djus ds fy,] vkidks
rhu dkWye dk p;u djuk gksxkA

xSj&vklUu dkWye lfEefyr djus ds fy,] xSj&vklUu dkWye dk p;u djrs le;
CTRL nck, j•saA

dkWye Mkyus dh oSdfYid fof/ gS_ gkse VSc ij] lsYl xzqi esa] Insert ds vkxs okys rhj
ij fDyd djsa vkSj fiQj Insert Sheet Columns ij fDyd djsaA

lsYl] iafÙkQ;ksa ;k dkWye dks fMyhV djuk

1- mu lsYl] iafÙkQ;ksa ;k dkWye dk p;u djsa ftUgsa vki gVkuk pkgrs gSaA

2- gkse VSc ij] lsYl xzqi esa] fuEufyf•r esa ls ,d dk;Z djsa%

p;fur lsy dks gVkus ds fy,] fMyhV ds vkxs okys rhj ij fDyd djsa vkSj fiQj
Delete Cells ij fDyd djsaA

p;fur iafÙkQ;ksa dks gVkus ds fy,] fMyhV ds vkxs okys rhj ij fDyd djsa vkSj
fiQj Delete Sheet Rows ij fDyd djsaA
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p;fur dkWye gVkus ds fy,] fMyhV ds vkxs okys rhj ij fDyd djsa vkSj fiQj
'khV Delete Sheet Columns ij fDyd djsaA

3- ;fn vki fdlh lsy ;k lsy dh Js.kh dks gVk jgs gSa] rks fMyhV Mk;ykWx ckWDl dk
mi;ksx djds] Shift Cells left, Shift Cells up, Entire row ;k Entire column ij
fDyd djsaA

lHkh lsYl dks LFkkukarfjr djsa ;k dkWih djsa

tc vki fdlh lsy dks LFkkukarfjr ;k dkWih djrs gSa] rks ,Dlsy iQkWeZwyk vkSj muds ifj.kkeh
ewY;ksa] lsy çk:iksa vkSj fVIif.k;ksa lfgr laiw.kZ lsy dks LFkkukarfjr ;k dkWih djrk gSA

1- mu lsYl dk p;u djsa ftUgsa vki LFkkukarfjr djuk ;k dkWih djuk pkgrs gSaA

2- gkse VSc ij] fDyicksMZ xzqi esa_ fuEu esa ls ,d dk;Z djsa%

lsy dks LFkkukarfjr djus ds fy,] Cut ij fDyd djsaA ;k dhcksMZ 'kkWVZdV
CTRL+X nck,¡A

lsy dkWih djus ds fy, Copy ij fDyd djsa ;k CTRL+C nck,¡-

3- isLV ,fj;k ds Åijh&ck,¡ lsy dk p;u djsaA

4- gkse VSc ij] fDyicksMZ xzqi esa] Paste ij fDyd djsa ;k CTRL+V nck,¡A

ekml dk mi;ksx djds lHkh lsYl dks LFkkukarfjr djsa ;k dkWih djsa

fMiQkWYV :i ls] MªSx&,aM&MªkWi laiknu lfØ; gksrk gS rkfd vki lsYl dks LFkkukarfjr djus
vkSj dkWih djus ds fy, ekml dk mi;ksx dj ldsaA

1- mu lsYl ;k lsYl dh Js.kh dk p;u djsa ftUgsa vki LFkkukarfjr djuk ;k dkWih djuk
pkgrs gSaA

2- fuEu esa ls dksbZ ,d dk;Z djsa%

fdlh lsy ;k lsy dh Js.kh dks LFkkukarfjr djus ds fy,] p;u dh lhek dks
bafxr djsaA tc ikWbaVj ewo ikWbaVj cu tkrk gS] rks lsy ;k lsy dh Js.kh dks fdlh
vU; LFkku ij •hapsaA

dsoy lsy eku] lsy çk:i] ;k iQkWeZwyk dkWih djsa

tc vki dkWih fd;k x;k MsVk isLV djrs gSa] rks vki fuEu esa ls dksbZ Hkh dk;Z dj
ldrs gSa%
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ekStwnk iQkWeZsfVax dks vf/ysf•r fd, fcuk lsy esa fdlh Hkh iQkWeZwyk dks ifjdfyr ekuksa
esa ifjofrZr djsaA

dsoy lsy iQkWeZsfVax isLV djsa] tSls iQkWUV jax ;k Hkj.k jax (vkSj lsy dk MsVk ugha)A

dsoy iQkWeZwyk isLV djuk (u fd ifjdfyr eku)A

1- ml lsy ;k lsy dh Js.kh dk p;u djsa ftlesa os eku] lsy çk:i ;k iQkWeZwyk 'kkfey
gSa ftUgsa vki dkWih djuk pkgrs gSaA

2- gkse VSc ij] fDyicksMZ xzqi esa] dkWih ij fDyd djsaA

3- isLV ,fj;k ds Åijh&ck,¡ lsy ;k ml lsy dk p;u djsa tgk¡ vki eku] lsy çk:i
;k iQkWeZwyk isLV djuk pkgrs gSaA

4- gkse VSc ij] fDyicksMZ xzqi esa] isLV ds uhps okys rhj ij fDyd djsa vkSj fiQj fuEu
esa ls dksbZ ,d dk;Z djsa%

dsoy eku isLV djus ds fy,] isLV oSY;wl ij fDyd djsaA

dsoy lsy iQkWeZsV dks isLV djus ds fy,] isLV Lis'ky ij fDyd djsa vkSj fiQj
isLV ds varxZr iQkWeZsV ij fDyd djsaA

dsoy iQkWeZwys isLV djus ds fy,] Formulas ij fDyd djsaA

lsYl dks LFkkukarfjr djus dh ekÅl ds }kjk •hapsa vkSj NksM+sa fof/

;fn vki lsy MsVk dks dsoy FkksM+h nwjh rd ys tk jgs gSa] rks MªSx&,aM&MªkWi fof/ vklku
gks ldrh gSA cl p;fur lsy ds gkbykbV fd, x, ckWMZj dks ekml ls xarO; lsy rd •hapsaA

4-24 ist czsd

odZ'khV ds Hkhrj ist czsd lsV djus ds fy,] iafÙkQ ds yscy ij fDyd djds ml iafÙkQ
dk p;u djsa ftls vki ist czsd ds Bhd uhps fn•kuk pkgrs gSaA fiQj Page Layout →
Setup Group→Breaks→Input Page Break pqusaA ,Dlsy p;fur iafÙkQ ls ,d u;k ist
'kq: djsxkA

4-25 ist lsVvi

fçafVax ls igys ist ysvkmV] ekftZu vkfn lsV djus ds fy, ist lsVvi vko';d gSA blds
fy, lcls igys esuw ckj ls File→Page Setup pqusaA ist lsVvi Mk;ykWx ckWDl •qy tk,xkA
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bl Mk;ykWx ckWDl esa ist dks iQkWeZsV djus] ekftZu lsV djus vkSj gsMj vkSj iQqVj tksM+us ds
fy, fofHkUu fodYi gSaA

4-26 fçaV çhO;w

fçaV çhO;w vafre fçaVvkmV ysus ls igys odZ'khV dks ns•us esa lgk;rk djrk gSA ;g
vko';drkuqlkj odZ'khV dks laikfnr djus esa lgk;rk djrk gSA çys• dk fçaV çhO;w ns•us
ds pj.k gSa_

Office cVu ls Print pqusa →Print Preview ij fDyd djsaA

fçaV çhO;w VSc esa usDLV vkSj izhfo;l tSls cVu ij fDyd djsaA i`"Bksa dks djhc ls ns•us ds
fy, twe cVu dk p;u djsaA ist lsVvi cVu ij fDyd djds ist ysvkmV esa vko';d
la'kks/u djsaA odZ'khV ij ykSVus ds fy, Dykst ij fDyd djsa ;k fçafVax tkjh j•us ds fy,
fçaV ij fDyd djsaA

4-27 fçaV

odZ'khV dks fçaV djus ds fy,] Office cVu ls fçaV dk p;u djsaA fçaV Mk;ykWx ckWDl
fuEufyf•r ds lkFk fn•kbZ nsrk gS%

1- fçaV jsat & fçaV djus ds fy, ;k rks lHkh i"Bksa ;k i"Bksa dh ,d Jà•yk dk p;u djsaA

2- D;k fçaV djsa & odZ'khV] lfØ; odZ'khV] ;k laiw.kZ odZcqd esa lHkh odZ'khV ij gkbykbV
fd, x, lsy dk p;u djsaA

3- çfr;ka & fçaV dh tkus okyh çfr;ksa dh la[;k pqusaA ;fn i`"B Øe esa jgsa rks dksysV ckWDl
dks psd djsaA

4- fçaV djus ds fy, OK ij fDyd djsaA

ikBxr ç'u 4-1

1- lgh ;k xyr crk,a

(d) 'khV VSc odZcqd esa odZ'khV dh igpku djrk gSA

([k) fMiQkWYV :i ls] çR;sd odZcqd esa rhu odZ'khV 'kkfey gksrs gSaA

(x) odZ'khV esa MsVk ntZ djus ds fy,] vkidks lsy ;k jsat dk p;u djus dh
vko';drk ugha gSA



vkWfiQl çksMfDVfoVh VwYl Hkkx 1 :: 95

2- 'kkWVZdV esuw ns•us ds fy,] gesa ;g djuk gksxk%

(d) ekml fDyd djsa

([k) ekml ij jkbV fDyd djsa

(x) igys fDyd djsa vkSj fiQj ekml ls jkbV fDyd djsa

3- p;fur VsDLV dks dkWih djus ds fy, vki bl dqath la;kstu dk mi;ksx dj ldrs gSa%

(d) Ctrl + X ([k) Ctrl + V

(x) Ctrl + C (?k) mijksÙkQ lHkh

4- Ctrl+F bldk dhcksMZ 'kkWVZdV gS

(d) gsYi ([k) iQkbaM

(x) fjIysl (?k) lso djuk

5- esU;w ckj ij fuEufyf•r dks lso djus ds fy, dkSu lh dekaM gS%

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

4-28 iQkWeZwyk dk mi;ksx djuk

iQkWeZwyk dk mi;ksx ljy tksM+] ?kVko] xq.kk vkSj Hkkx ds lkFk&lkFk tfVy x.kukvksa ds fy,
Hkh fd;k tkrk gSA

MsVk esa gsjiQsj djus vkSj ,Dlsy odZ'khV ls mi;ksxh tkudkjh fudkyus ds fy, iQkWeZwyk cgqr
egRoiw.kZ Hkwfedk fuHkkrs gSaA ,Dlsy esa] odZ'khV MsVk ls ifj.kkeksa dh x.kuk djus ds fy, iQkWeZwyk
dk mi;ksx fd;k tkrk gSA tc MsVk esa dqN cnyko gksrk gS] rks ,sls iQkWeZwyk Lopkfyr :i
ls mi;ksxdrkZ dh vksj ls dksbZ vfrfjÙkQ ç;kl fd, fcuk v|ru ifj.kkeksa dh x.kuk djrs
gSaA Excel 2007 }kjk is'k dh xbZ ,d ubZ lqfo/k gS] tks vkidks ,sls iQkWeZwyk cukus esa l{ke
cukrh gS tks rkfydk ds lkFk dke djrs le; rkfydk ls dkWye uke dk mi;ksx djrs gSaA
;g lqfo/k mi;ksxdrkZ dks iQkWeZwyk dks i<+us esa vf/d vklku cukus esa enn djrh gSA

iQkWeZwyk ntZ djuk

,d iQkWeZwyk esa fuEufyf•r esa ls dksbZ ,d ;k lHkh rRo gks ldrs gSa

^cjkcj* = fpUg ls 'kq: gksuk pkfg,A
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xf.krh; lapkyd] tSls + (tksM+us ds fy,)] – (?kVkus ds fy,)] * (xq.kk djus ds
fy,) vkSj / (Hkkx nsus ds fy,) vkSj rkfdZd lapkyd] tSls < (ls de) ;k > (blls
vf/d) vkfnA

lsy ds ,MªSl (ukfer Jsf.k;ksa vkSj lsYl lfgr)

VsDLV ;k eku

odZ'khV~l ls lacaf/r dk;Z] mnkgj.k ds fy, SUM ;k AVERAGE

orZeku lsy ftlesa vkius ,d iQkWeZwyk ntZ fd;k gS] iQkWeZwyk iwjh rjg ls ntZ gksus ds ckn
ifj.kke çnf'kZr djsxkA blds vykok] tc vki fdlh ,sls lsy dk p;u djrs gSa ;k ml
ij fDyd djrs gSa ftlesa dqN iQkWeZwyk gksrs gSa] rks iQkWeZwyk iQkWeZwyk ckj esa fn•kbZ nsxkA

,Dlsy 2007 esa] iQkWeZwyk iQkWeZwyk VSc esa miyC/ gSaA ;fn vki iQkWeZwyk VSc ij fDyd djrs
gSa] rks vki miyC/ iQkWeZwyk ds lkFk lacaf/r fjcu fMLIys ns• ldrs gSa] tSlk fp=k 4-20 esa
fn•k;k x;k gSA

fp=k 4-20

iQkWeZwykntZ djus ds fy, pj.k bl çdkj gSa%

1- ml lsy dk p;u djsa ftlesa vki iQkWeZwyk ntZ djuk pkgrs gSaA

2- fiQj cjkcj dk fpUg = Vkbi djsaA

3- dksbZ eku] lsy ,MªSl ;k iQaD'ku Vkbi djsaA

4- ;fn iQkWeZwyk iwjk gks x;k gS rks ,aVj dqath nck,a ;k iQkWeZwyk ckj esa ,aVj ckWDl ij fDyd
djsaA ;fn iQkeZwyk v/wjk gS rks vkxs c<+saA

5- vkWijsVj Vkbi djsa tSls (+) ;k (–)A

6- pj.k 3 ij ykSVsaA
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iQkWeZwyk ds dqN mnkgj.k fuEufyf•r gSa%

mijksÙkQ mnkgj.k esa] lsy esa- F3] Vkbi djsa = B3+C3+D3+E3 (fp=k ns•sa)A ;g fiQftDl]
dSfefLVª] eSFl vkSj bafXy'k esa vadksa dk ;ksx ykSVk,xkA

fp=k 4-21

fdlh iQkWeZwyk dh çfrfyfi cukuk

VksVy dkWye esa 'ks"k lsYl dks doj djus ds fy, gSaMy dks •hapsa vkSj uhps yk,aA ;g Lopkfyr
:i ls iQkWeZwyk dh çfrfyfi cuk,xk vkSj vU; Nk=kksa dh lacaf/r iafÙkQ;ksa ds laxr ;ksx dh
x.kuk djsxkA fdlh iQkWeZwyk dh çfrfyfi cukus dk oSdfYid rjhdk gS%

1- lkslZ lsy lfØ; djsaA

2- dkWih cVu ij fDyd djsaA

3- MsfLVuSfV'ku lsy dk p;u djsaA

4- isLV cVu ij fDyd djsaA

lsy ,MªSl ntZ djuk

lsy ,MªSl vkidks odZ'khV ds fofHkUu fgLlksa ls ekuksa dk mi;ksx djus vkSj fu"ikfnr djus
dh lqfo/k nsrk gSA vki fdlh iQkWeZwyk esa fdlh Hkh lsy ;k lsYl lewg dk mi;ksx dj ldrs
gSa- pj.k bl çdkj gSa%
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1- iQkWeZwyk ds fy, lsy dk p;u djsaA

2- = fpÉ Vkbi djsaA

3- ml lsy dks bafxr djsa ftls vki iQkWeZwyk esa ntZ djuk pkgrs gSa vkSj ml ij fDyd
djsaA lsy dk irk iQkWeZwyk ckj ij fn•kbZ nsrk gSA

iQkWeZwyk esa vkWijsVjksa dk mi;ksx djuk

,Dlsy iQkeZqyksa esa fofHkUu çdkj ds vkWijsVj dks 'kkfey fd;k tk ldrk gSA fuEu rkfydk
bu vkWijsVjksa dk uke vkSj fooj.k fn•krh gSA

vkWijsVj fpUg vkWijs'ku dk izdkj

vadxf.kr + ;ksx
– ?kVko
* xq.kk
/ Hkkx

% izfr'krrk
^ ?kkrkad

rqyuk < blls de
> blls vf/d

<= blls de ;k blds cjkcj
>= blls cM+k ;k blds cjkcj
<> ds cjkcj ugha

VsDLV & m¼j.k fpUgksa ds Hkhrj VsDlV dks
tksM+rk gS (la;kstu)

vkWMZj vkWiQ vksisjs'kUl

Excel 2007 fdlh iQkWeZwyk esa vkWijsVj dks ykxw djrs le; fu;eksa ds ,d lsV dk ikyu
djrk gSA igyh x.kuk ls vafre rd dk;Z djrs gq,] Excel 2007 fuEufyf•r rkfydk esa
fn•k, x, Øe esa vkWijsVjksa dk ewY;kadu djrk gS%

vkWijsVj ifjHkk"kk

– fu"ks/ (mnkgj.k% &1)

% izfr'kr

^ ?kkrkad

* vkSj / xq.kk vkSj Hkkx

+ vkSj – ;ksx vkSj ?kVko
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;fn vki x.kuk djus ds Øe dks cnyuk pkgrs gSa rks dks"Bd esa mu 'kCnksa dks layXu djsa
ftudh vki igys x.kuk djuk pkgrs gSaA mnkgj.k ds fy, fuEufyf•r nks lw=kksa dk ifj.kke
dks"Bd ds dkj.k fHkUu gksxkA

iQkWeZwyk ifj.kke

(i) = 6 + 15/3 11

(ii) = (6 + 15)/3 7

iQkWeZwyk ds mnkgj.k

iQkWeZwyk ds dqN mnkgj.k bl çdkj fn, x, gSa%

;fn A1 = 2, B1 = 3, Cl = 4, D1 = 5 gS rks

(i) = B1 * C1 ifj.kke 3 * 4 = 12 nsxk

(ii) = A1 * B1 – C1 + D1 ifj.kke 2 * 3 – 4 + 5 = 7 nsxk

(iii) = ((A1 * B1) + C1)/D1 ifj.kke nsxk ((2 * 3) + 4)/5 = (6 + 4)/5 = 10/5 = 2

4-29 iQaD'ku

iQaD'kal varfuZfgr iQkWeZwys gSa ftudk mi;ksx ,Dlsy esa fof'k"V ekuksa ij x.kuk djus ds fy,
fd;k tkrk gS ftUgsa vkxZqesaV~l dgk tkrk gSA fdlh iQaD'ku dk mi;ksx djus okys iQkWeZwyk
dh lajpuk cjkcj ds fpÉ ls 'kq: gksrh gSA mlds ckn iQaD'ku dk uke vkSj fiQj vkxZqesaVA
SUM iQaD'ku tSls vDlj mi;ksx fd, tkus okys iQaD'ku gkse VSc esa cVu ds :i esa miyC/
djk, tkrs gSaA

odZ'khV esa iQaD'kal ntZ djuk

,sls nks rjhds gSa ftuls vki odZ'khV esa iQaD'ku ntZ dj ldrs gSa%

(d) Mk;jsDV fof/% bl fof/ esa] iQaD'ku dk uke vkSj vko';d vkxZqesaV~l lh/s iQkWeZwyk
ckj esa ntZ fd, tkrs gSaA

([k) ,d iQaD'ku lfEefyr djds% Insert function cVu (fx) iQkWeZwyk VSc ds varxZr
miyC/ gSA
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pj.k bl çdkj gSa%

1- lcls igys ml lsy ij fDyd djsa tgka vki iQkWeZwyk Mkyuk pkgrs gSaA

2- iQkWeZwyk VSc ij fDyd djsaA

3- blds ckn bUlVZ iQaD'ku ij fDyd djsaA bUlVZ iQaD'ku Mk;ykWx ckWDl •qyrk gSA

4- Mk;ykWx ckWDl esa iQaD'ku fMfLØI'ku Vkbi djsa vkSj Go ij fDyd djsaA

5- ,d iQaD'ku Js.kh pqusa- iQaD'ku dh lwph çdV gksrh gSA mi;qÙkQ iQaD'ku dk p;u djsaA

6- iQaD'ku vkSj flaVSDl dk fooj.k Mk;ykWx ckWDl ds fupys Hkkx esa fn•kbZ nsrk gSA bls
i<+sa fd ;g ogh iQaD'ku gS ftldk vki mi;ksx djuk pkgrs gSaA

7- OK ij fDyd djsa ;k iQaD'ku ij Mcy fDyd djsaA iQaD'ku rdZ Mk;ykWx ckWDl çdV
gksrk gSA

8- p;fur iQaD'ku iQkWeZwyk ckj ds lkFk&lkFk lsy esa Hkh ,d lkFk çnf'kZr gksrk gSA

9- iQaD'ku vkxZqesaV~l Mk;ykWx ckWDl esa fn•k, x, VsDLV ckWDl esa vkxZqesaV ntZ djsaA

10- OK ij fDyd djsaA

vkWVks le iQaD'ku

vkWVksle iQaD'ku dh lgk;rk ls lsy ekuksa dk ;ksx Hkh fd;k tk ldrk gSA

fuEufyf•r pj.k crkrs gSa fd ;g dSls djuk gSA

lsy F3 ij fDyd djsaA

iQkWeZwyk VSc dk p;u djsaA

iQaD'ku ykbczsjh xzqi ls vkWVksle ij fDyd djsaA

 SUM pqusaA

,aVªj nck;sA

oSdfYid :i ls] vki fiQftDl] dSfefLVª] eSFl vkSj bafXy'k vadksa dk ;ksx çkIr djus ds
fy, lsy F3 esa = SUM(B3:E3) fy• ldrs gSaA
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fp=k 4-22

;ksx ds vykok vU; iQaD'ku Hkh gksrs gSa] tSls vkSlr] fxurh la[;k] vf/dre] U;wure vkSj
dbZ vU; dk;ZA

4-30 pkVZ

pkVZ vkidks fofHkUu çdkj ds pkVZ çdkjksa dk mi;ksx djds odZ'khV esa ntZ fd, x, MsVk
dks n''; çk:i esa çLrqr djus dh lqfo/k nsrs gSaA blls igys fd vki pkVZ cuk ldsa] vkidks
igys odZ'khV esa MsVk ntZ djuk gksxkA Lo:fir pkVZ dkWye] ykbu] ikbZ] ,fj;k] LdSVj vkSj
vU; tSls fofHkUu çdkjksa esa vkrs gSaA pkVZ dks MsVk ds leku odZ'khV esa j•k tk ldrk gS
;k bls viuh 'khV esa Mkyk tk ldrk gSA pkVZ cukus ds fy,] lcls igys mu lsYl dk p;u
djsa ftuesa MsVk gS] ftls vki pkVZ esa Mkyuk pkgrs gSa vkSj fiQj pkVZ çdkj pqusaA

n'kZdksa dh vko';drk ds vuqlkj fofHkUu rjhdksa ls MsVk çnf'kZr djus esa vkidh lgk;rk
ds fy, fofHkUu çdkj ds pkVZ gSaA vki pkVZ dh foLr'r J'a•yk ls ,d u;k pkVZ cuk ldrs
gSa ;k ekStwnk pkVZ dks cny ldrs gSaA
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dkWye pkVZ

bl çdkj ds pkVZ dk mi;ksx fofHkUu Jsf.k;ksa ds ewY;ksa dh rqyuk djus ds fy, fd;k tkrk
gSA os ,d gh Js.kh ds MsVk dks ,d fu/kZfjr iSekus ij fo'ys"k.k djus ds fy, cgqr çHkkoh
ifj.kke nsrs gSaA

ykbu pkVZ

lkekU; iSekus ds laca/ esa le; ds lkFk fujarj MsVk çnf'kZr djus ds fy, ykbu pkVZ dk
mi;ksx fd;k tk ldrk gSA bl çdkj ykbu pkVZ le; ds leku varjky ij MsVk cnyko
ns•us ds fy, lcls mi;qÙkQ gSaA

ikb pkVZ

,slh fLFkfr esa tgka fdlh dks lexz :i ls lkis{k vuqikr ;k ;ksxnku fn•kuk gksrk gS] ,d
ikbZ pkVZ cgqr mi;ksxh gksrk gSA ikbZ pkVZ ds ekeys esa dsoy ,d MsVk J'a•yk dk mi;ksx
fd;k tkrk gSA MsVk fcanqvksa dh NksVh la[;k ikbZ pkVZ dh çHkko'khyrk dks vkSj vf/d c<+k
nsrh gSA vke rkSj ij ,d ikbZ pkVZ esa vf/dre ikap ;k Ng MsVk ikWbaV ;k Lykbl gksus pkfg,A

ckj pkVZ

ckj pkVZ dk mi;ksx O;fÙkQxr oLrqvksa ds chp rqyuk fn•kus ds fy, fd;k tkrk gSA ckj pkVZ
cukus ds fy, MsVk dks odZ'khV ij iafÙkQ;ksa vkSj LraHkksa ds :i esa O;ofLFkr fd;k tkuk pkfg,A

XY (LdSVj) pkVZ

XY pkVZ dks LdSVj xzke ;k LdSVj IykWV tSls vU; ukeksa ls Hkh tkuk tkrk gSA XY pkVZ vkSj
vU; çdkj ds pkVZ ds chp varj dh ckr ;g gS fd XY pkVZ esa nksuksa v{k eku çnf'kZr djrs
gSa ;kuh muesa dksbZ Js.kh v{k ugha gksrk gSA bl çdkj ds pkVZ dk mi;ksx vke rkSj ij nks
pjksa ds chp laca/ fn•kus ds fy, fd;k tkrk gSA

4-31 odZ'khV~l dk çk:i.k (iQkWeZsfVax odZ'khV~l)

iQkWeZsfVax gekjs dke dks vf/d çLrqr djus ;ksX; cukus esa enn djrh gSA ;g mi;ksxdrkZ
dks odZ'khV dks mlds mn~ns'; ds laca/ esa vf/d vklkuh ls le>us esa Hkh enn djrk gSA

,sls rhu LFkku gSa tgka Excel 2007 iQkWeZsfVax midj.k miyC/ gSaA

1- gkse VSc esa
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2- feuh Vwyckj esa tks rc fn•kbZ nsrk gS tc vki fdlh jsat ;k lsy ij jkbV fDyd
djrs gSaA

3- iQkWeZsV lsYl Mk;ykWx ckWDl esaA

gkse VSc vkSj iQkWeZsfVax Vwy

gkse VSc iQkWeZsfVax vko';drkvksa ds laca/ esa lcls vf/d mi;ksx fd, tkus okys fodYiksa
rd Rofjr igqap çnku djrk gSA vki ,d lsy ;k jsat dk p;u dj ldrs gSa vkSj fiQj vko';drk
ds vuqlkj iQkWUV] lajs•.k ;k la[;k lewg tSls Vwy dk mi;ksx dj ldrs gSa (fp=k 4-23)A

fp=k 4-23

feuh Vwyckj dk mi;ksx djuk

tc vki fdlh lsy ;k Js.kh p;u ij jkbV fDyd djrs gSa rks 'kkWVZdV esuw çdV gksrk gSA
'kkWVZdV esuw ds Åij ,d feuh Vwyckj Hkh fn•kbZ nsrk gS ftlesa lkekU; iQkWeZsfVax ds fy,
fu;a=k.k gksrs gSaA

iQkWeZsV lsy Mk;ykWx ckWDl dk mi;ksx djuk

gkyk¡fd iQkWeZsfVax laca/h vf/dka'k vko';drk,¡ fjcu ds gkse VSc ij miyC/ fu;a=k.kksa }kjk
iwjh gks tkrh gSa] dqN fo'ks"k çdkj dh iQkWeZsfVax iQkWeZsV lsy Mk;ykWx ckWDl dk mi;ksx djds
iwjh dh tkrh gSaA

4-32 fnukad vkSj le; çk:i

;fn vki odZ'khV ij ,d lsy esa fnukad ̂ 1 tuojh 2001* ntZ djrs gSa] rks ,Dlsy Lopkfyr
:i ls VsDLV dks fnukad ds :i esa igpku ysxk vkSj çk:i dks ̂ 1&tuojh&01* esa cny nsxkA
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fnukad çk:i cnyus ds fy,] çk:i ls la[;k VSc dk p;u djsaA lsy foaMks- Js.kh ckWDl ls
^fnukad* pqusa vkSj çdkj ckWDl ls fnukad dk çk:i pqusaA ;fn iQhYM ,d le; gS] rks Js.kh
ckWDl ls ^le;* pqusa vkSj nk,a ckWDl esa çdkj dk p;u djsaA fnukad vkSj le; la;kstu Hkh
lwphc¼ gSaA lekIr gksus ij vksds nck,¡A

fp=k 4-24

4-33 dkWye vkSj iafÙkQ;ksa dk Lo:i.k

dHkh&dHkh dkWye dh lkexzh bldh pkSM+kbZ esa fiQV ugha cSBrhA rks] mUgsa dkWye dh pkSM+kbZ
ds Hkhrj lek;ksftr djrs gSA tSlk fd vki ns• ldrs gSa] dkWye lh esa] dkWye gsMj iwjh
rjg ls fn•kbZ ugha nsrk gSA nks fof/;k¡ gSa% (d) iafÙkQ;ksa vkSj LraHk dk vkdkj cnyuk vkSj
([k) vkWVksfiQV dk mi;ksx djuk

(d) iafÙkQ;ksa vkSj LraHkksa dk vkdkj cnyuk ,d dkWye dks ,d fof'k"V pkSM+kbZ ij
lsV djsa

1- ml dkWye ;k dkWye dk p;u djsa ftls vki cnyuk pkgrs gSaA
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2- gkse VSc ij] lsy lewg esa] iQkWeZsV ij fDyd djsaA

3- lsy vkdkj ds varxZr] dkWye pkSM+kbZ ij fDyd djsaA

4- dkWye pkSM+kbZ ckWDl esa] og eku Vkbi djsa tks vki pkgrs gSaA

,d iafÙkQ dks ,d fof'k"V Å¡pkbZ ij lsV djsa

1- og iafÙkQ ;k iafÙkQ;k¡ pqusa ftUgsa vki cnyuk pkgrs gSaA

2- gkse VSc ij] lsy lewg esa] iQkWeZsV ij fDyd djsaA

3- lsy vkdkj ds varxZr] iafÙkQ Å¡pkbZ ij fDyd djsaA

4- iafÙkQ ÅapkbZ ckWDl esa] og eku Vkbi djsa tks vki pkgrs gSaA

fp=k 4-25

([k) dkWye dks vkWVksfiQV djus ds pj.k

bldh pkSM+kbZ cnyus ds fy, dkWye gsMj@;k dkWye esa fdlh vU; lsy ij fDyd djsaA

gkse VSc ij fDyd djsaA

fjcu ij lsy lewg ls çk:i dk p;u djsaA

ikBxr ç'u 1-2

6- fuEufyf•r dFkuksa ds fy, lgh ;k xyr fy•sa%

(d) iQkWeZsV lsy Mk;ykWx ckWDl vkidks iQkWeZsfVax Vwyckj ij lajs•.k cVu dh rqyuk
esa vf/d fodYi çnku djrk gSA

([k) ;fn vki dsoy lsy dh lkexzh dks lkiQ djuk pkgrs gSa] rks lsy dk p;u djsa
vkSj fMyhV dqath nck,¡A
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(x) ;fn iQhYM ,d le; gS] rks iQkWeZsV lsy Mk;ykWx ckWDl ds Js.kh ckWDl ls ̂ le;*
pqusaA

(?k) dkWye dks fn•kus ds fy, & p;fur dkWye ij jkbV fDyd djsa vkSj fiQj ikWi
vi esuw ls vugkbM dk p;u djsaA

(Ä) odZ'khV dks odZcqd esa fiQV djus ds fy, vkWVksfiQV fodYi dk mi;ksx fd;k
tkrk gSA

(p) LØkWyckj dk mi;ksx fdlh çys• esa ekftZu lsV djus ds fy, fd;k tkrk gSA

7- fjÙkQ LFkku Hkjsa

(d) ;fn Vwyckj LØhu ij igys ls fn•kbZ ugha ns jgk gS rks ---------------- p;u djsaA

([k) ,Dlsy esa lHkh 'kSfy;k¡ ---------------- gSaA

(x) dkWye ;k iafÙkQ;ksa dks fNikus ls vkidks ---------------- odZ'khV dks vokafNr ifjorZuksa
ls cpkus esa enn feysxhA

(?k) tc vki ---------------- fdlh lsy ;k jsat ij fDyd djrs gSa rks 'kkWVZ dV esuw
ds Åij ,d feuh Vwy ckj Hkh fn•kbZ nsrk gSA

(Ä) MsVk iQkWeZsV dks cnyus ds fy, ---------------- iQkWeZsV lsy foaMks ls p;u djsaA

(p) esuw ckj esa ---------------- dekaM dk mi;ksx cqysV~l vkSj uacfjax Mk;ykWx ckWDl
rd igqapus ds fy, fd;k tkrk gSA

4-34 vkius D;k lh•k

bl ikB esa vkius oMZçkslsflax vkSj LçsM'khV dh eq[; fo'ks"krkvksa tSls çys• vkSj odZ'khV
cukuk] çk:fir djuk vkSj fçaV djuk lh•kA blds vykok vkius oMZ esa Vscy] cqysV~l vkSj
uacfjax dSls tksM+sa vkSj esy etZ dk mi;ksx dSls djsa ds ckjs esa lh•kA LçsM'khV esa vkius odZ'khV
esa lw=kksa vkSj iQaD'kal ds mi;ksx ds ckjs esa lh•kA odZ'khV esa ntZ MsVk ds vk/kj ij vki
,d ckj pkVZ] ,fj;k pkVZ] ykbu pkVZ ;k ikbZ pkVZ cuk ldrs gSa] vki pkVZ esa 'kh"kZd] ystsaM]
MsVk yscy vkSj fxzM ykbu tksM+ ldrs gSaA

4-35 VfeZuy ç'u

1- laf{kIr uksV~l fy•sa

(d) LØkWyckj

([k) iQkWUV 'kSyh
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(x) ykbu fjfÙkQ (Lisl)

(?k) nLrkostksa dk foy; (etZ MkD;wesaV~l )

2- oMZçkslsflax dks dkWih djus vkSj LFkkukarfjr djus ds pj.k fy•saA

3- fçaV iwokZoyksdu vkSj fçaV dekaM ds chp D;k varj gS\

4- dk;ks± dh vo/kj.kk dks le>kb;sA odZ'khV esa iQaD'ku ntZ djus ds pj.k D;k gSa\

5- pkVZ ds fofHkUu çdkj D;k gSa\ la{ksi esa le>kb;sA

4-36 ikBxr ç'uksa ij çfrfØ;k

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

2- ([k)

3- (x)

4- ([k)

5- (d) iQkby → lso ([k) iQkby → lso ,t

6- (d) lR; ([k) lR; (x) lR;

(?k) lR; (Ä) lR; (p) xyr

7- (d) Vwyckj iQkWeZsfVax ns•sa

([k) lsy 'kSyh

(x) jksdsa

(?k) nk;k fDyd

(Ä) uacj VSc

(p) cqysV~l vkSj uacfjax dks iQkWeZsV djsa
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5

vkWfiQl çksMfDVfoVh VwYl
Hkkx 2

5-1 ifjp;

çksMfDVfoVh VwYl ds nks VwYl vFkkZr~ oMZ çkslsflax vkSj LçsM'khV ij igys gh ppkZ dh tk
pqdh gSA bl ikB esa ge 'ks"k VwYl tSls MsVkcsl çcaèku vkSj çstsaVs'ku ij ppkZ djsaxsA daI;wVj
ds lcls 'kfDr'kkyh vuqç;ksxksa esa MsVk dks laxzghr djus] O;ofLFkr djus vkSj iquçkZIr djus
dh {kerklfEefyr gSA lacafèkr MsVk ds C;ofLFkr laxzg dks MsVkcsl (Database) dgk tkrk
gSA MsVkcsl vksCtsDV~l dk ,d laxzg gS tks vkidks MsVk dks laxzghr djus] O;ofLFkr djus
vkSj viuh bPNkuqlkj iquçkZIr djus dh lqfoèkk çnku djrk gSA

mi;ksxh tkudkjh ds la;kstu dks tks fdiQkeZ] LçsM'khV] MsVkcsl ;k fdlh vU; :i esa gks
ldrk gS] n'kZdksa ds lkeus lcls çHkkoh rjhds ls çLrqr djuk vko';d gSA bl mís'; ds
fy, ekbØkslkWÝV ikWojikWbaV 2007 ds :i esa ,d cgqr 'kfDr'kkyh çstsaVs'ku Vwy ij ppkZ dh
xbZ gSA

;g iSdst ,d laiw.kZ çstsaVs'ku Vwy gS tks- vkids fopkjksa dks ljy] laf{kIr vkSj jkspd <ax
ls çLrqr djsxkA Hkys gh vki eYVhehfM;k fo'ks"kK u gksa] ;g Vwy vkidks LykbM cukus vkSj
jksekapd LykbM 'kks çLrqr djus esa enn djrk gSA

5-2 mn~ns';

bl ikB dks i<+us ds ckn vki l{ke gksaxs%

MsVkcsl] Vscy] fjdkWMZ] iQhYM] MsVkVkbi tSls 'kCnksa dh O;k[;k djusa esa_

'kq#vkr ls ;k VsEiysV dk mi;ksx djds ,d MsVkcsl cukusa esa_

MsVk'khV O;w vkSj fMtkbu O;w esa MsVk çfof"V ds fy, Vscy cukusa esa_
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fotkMZ vkSj fMtkbu O;w dk mi;ksx djds Dosjht cukusa esa_

fofHkUu VwYl dk mi;ksx djds ,d iQkWeZ cukusa esa_

fofHkUu rjhdksa ls fjiksVZ cukusa esa_

fofHkUu çdkj dh LykbMksa dk mi;ksx djds çLrqfr;k¡ cukusa esa_

LykbM esa fofHkUu eYVhehfM;k fo'ks"krk,¡ tksM+usa esa_

MsVkcsl] Dosjh fjiksVZ vkSj çstsaVs'kudks lgstsa vkSj fçaV djusa esa_

5-3 ,Dlsl (Access) çksxzke çkjaHk djuk

vki viuk ,Dlsl çksxzke fofHkUu rjhdksa ls 'kq: dj ldrs gSaA ,d rjhdk LVkVZ cVu dk
mi;ksx djuk gS%

1- LVkVZ cVu ij fDyd djsaA

2- fn•kbZ nsus okys esuw esa All Programs—Microsoft Office—Microsoft Office

Access 2007 pqusa (fp=k 5-1)A

fp=k 5-1

dqN gh lsdaM esa vkidks ekWfuVj ij xsfVax LVkVZsM fon ekbØkslkWÝV vkWfiQl ,Dlsl LØhu
fn•kbZ nsxh (fp=k 5-2)A
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fp=k 5-2

vkids ikl fuEufyf•r rhu fodYi gSa%

(i) ,d •kyh MsVkcsl •ksysa

(ii) ,d ekbØkslkWÝV VsEiysV •ksysa

(iii) ,d ekStwnk MsVkcsl •ksysa

5-3-1 'kq#vkr ls ,d MsVkcsl cukuk

fcYdqy 'kq#vkr ls MsVkcsl cukus ds fy, vksiu CySad MsVkcsl fodYi dks pqusaA

1- fMiQkWYV uke MsVkcsl&1 ds uke ls fjDr MsVkcsl fp=k 5-3 esa fn•k, vuqlkj fn•kbZ nsxkA

fp=k 5-3



vkWfiQl çksMfDVfoVh VwYl Hkkx 2 :: 111

2- MsVkcsl dk iQkby uke Vkbi djsa mnk- NIOSdbase (fp=k 5-4)A

(Vscy vkSjiQkeZ dks cukus ls igys ,d lkekU;
MsVkcsl cukus dh vuq'kalk dh tkrh gSA)

3- czkmt djsa vkSj iQksYMj pqusaA

4- fØ,V ij fDyd djsaA

vkidh MsVkcsl iQkby NIOS_dbase fufnZ"V
iQksYMj esa lso dh xbZ gS vkSj vkids fy, MsVk'khV
O;w esa ,d ,Dlsl Vscy cukus ds fy, •qyrh gS (fp=k
5-5)A

fp=k 5-5

fp=k 5-4
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5-3-2 VsEiysV dk mi;ksx djds MsVkcsl cukuk

vki fuEufyf•r rjhdksa ls VsEiysV dk mi;ksx djds ,d MsVkcsl cuk ldrs gSa%

(i) tSlk fd igys fp=k 5-2 esa fn•k;k x;k gS] VsaIysV dSVsxjh esa ls mi;qDr iQhpMZ vkWuykbu
VsEIysV pqusaA

(ii) fjcu esa fØ,V VSc ij fDyd djsa tSlk fd fp=k 5.6(a) esa fn•k;k x;k gS vkSj Tables

xzqi esa dlZj dks Vscy VsEiysV~l (fp=k 5.6(b)) ij yk,a vkSj ml ij fDyd djsaA fiQj
fp=k 5.6(c) esa fn•k, vuqlkj VsEiysV dh MªkWi Mkmu lwph ls bfPNr VsEiysV dk p;u
djsa vkSj fDyd djsa vkSj fp=k 5.6(d) esa fn•k, vuqlkj VsEiysV •qy tkrk gSA

fp=k 5-6

5-3-3 fdlh ekStwnk MsVkcsl dks •ksyus ds fy,

tSlk fd igys fp=k 5-2 esa fn•k;k x;k gS] vksisa fjlsaV MsVkcsl lwph esa ,d MsVkcsl ij fDyd
djsa ;k eksj (More) ij fDyd djsa vkSj bfPNr MsVkcsl ds fy, czkmt djsaA

5-4 ,Dlsl MsVk dks Vscy esa dSls laxzghr djrsa gSA

,Dlsl 2007 MsVk dks Vscy esa laxzghr djrk gS] tks dkWye vkSj iafDr;ksa ds lkFk LçsM'khV
dh lsYl dh rjg fn•rs gSa% çR;sd iafDr ,d fjdkWMZ dks çLrqr djrh gS] vkSj çR;sd dkWye
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,d iQhYM dks çLrqr djrk gSA Vscy 5-1 Nk=kksa ds fooj.k nsus okyk Vscy dk ,d mnkgj.k
gSA bl Nk=k MsVkcsl esa çR;sd Nk=k dks ,d fjdkWMZ ds :i esa ekuk tk,xk vkSj çR;sd fjdkWMZ
esa 'kh"kZd ;k Jsf.k;ka gksrh gSa ftUgsa iQhYM ;k fo'ks"krk,¡ dgk tkrk gS] vkSj MsVkcsl esa çR;sd
fjdkWMZ dks mlh rjg ls Lo:fir fd;k tkrk gSA

Vscy 5-1% Nk=kksa dk fooj.k

Enrolment First Surname Mother’s Name Gender Date of Birth City
No. Name

1 Sohan Verma Rama Devi Male 15/01/1992 Patna

2 Mohan Nath Veena Rani Male 10/11/1991 Gwalior

3 Meghna Kishore Deepa Kishore Female 28/02/1990 Agra

4 Ashita Agrawal Abha Agrawal Female 26/03/1993 New Delhi

5 Rohit Goel Kavita Goel Male 10/07/1992 Mysore

6 Anshul Agrawal Hansi Agrawal Male 26/11/1995 Gwalior

5-5 MsVk dks ,d Vscy esa ntZ djsa

,d ckj Vscy cu tkus ds ckn] MsVk ntZ fd;k tk ldrk gSA

1- ;fn vkidh ubZ Vscy •qyh ugha gS] rks usfoxs'ku isu esa mlds 'kh"kZd ij Mcy fDyd
djsaA

2- gkse VSc → O;wxzqi esa] MsVk'khV O;w pqusaA (ubZ rkfydk ds fy, fMiQkWYV O;w MsVk'khV O;w
gSA)

3- igys iQhYM (dkWye) dks Lopkfyr :i ls vkbZMh (ID) uke fn;k x;k gS] MsVk çdkj
vkWVksuacj gS vkSj ;g fufnZ"V çkbejh dh gSA vke rkSj ij çkbejh dh dh vko';drk
ugha gksrh gS] ysfdu MsVkcsl esa nks ;k nks ls vfèkd VscYl] LraHkksa ;k iafDr;ksa dks la;ksftr
djus ds fy, mudh vko';drk gksrh gSA çkbejh dh ,d fo'ks"k la[;k gS] vFkkZr] bls
MqfIydsV ugha fd;k tk ldrk gSA

4- ,sM U;w iQhYM ij Mcy fDyd djsa vkSj u, iQhYM uke esa çFke uke ds fy, F_name

Vkbi djsa] Nk=k ds vafre uke ds fy, I_name bR;kfn Vkbi djsa tSlk fd Vscy
5-1 esa fn;k x;k gSA iQhYM uke ntZ djrs le;] fjDr LFkku ;k fojke fpÉ dk mi;ksx
u djsaA

5- iQhYM F_name ds uhps igyh iafDr esa Sohan Vkbi djsaA
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6- MsVk çdkj VsDLV ij lsV gSA la[;k,¡ ;k fnukad ntZ djrs le;] MsVk çdkj uacj ;k MsV
,aM Vkbe bR;kfn ij lsV fd;k tk,xkA usDLV Vkbe MsVk ntZ djds Vscy dks iwjk djsa
(tSlk fd Vscy 5-1 esa fn;k x;k gS)] LØhu fp=k 5-7 dh rjg fn•kbZ nsxhA

fp=k 5-7

5-5-1 MsVk çdkj

fdlh iQhYM esa rkfydk 5-2 esa fn, x, mi;qDr MsVk çdkjksa dks fufnZ"V djuk egRoiw.kZ gS
D;ksafd os fufnZ"V djrs gSa fd iQhYM esa fdl çdkj dk MsVk ntZ fd;k tk ldrk gSA

rkfydk 5-2

MsVk çdkj fooj.k

VsDLV (Text) blesa VsDLV] la[;k,¡] irk] iQksu uacj;k ,d la;kstu gks
ldrk gS ftlesa x.kukvksa dh vko';drk ugha gksrh gSA
fjDr LFkku lfgr o.kks± dh vfèkdre la[;k 255 o.kZ
gSA

eseks (Memo) ;g VsDLV iQhYM ds leku gS ysfdu fo'kky MsVk laxzghr
dj ldrk gSA

uacj (Number) blesa dsoy la[;kRed MsVk gks ldrk gS

fnukad@le; (Date/Time) fnukad ,oa le; dh tkudkjh
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djsalh (Currency) Bhd 4 n'keyo LFkkuksa rd eqæk

vkWVksuacj (Auto number) vuqØfed] vu;fer] ;k çfrÑfr vkbZMh (ID) uacjksa dh
vko';drk gksus ij mi;ksx djsaA ,Dlsl çR;sd u, fjdkWMZ
ds fy, ,d fo'ks"k uacj cukrk gSA ;g vDlj rkfydk
ds fy, çkbejh dh gksrh gSA

gka ugha (Yes/No) tc gk¡@ugha] lgh@xyr] ;k pkyw@can vko';d gks rc
mi;ksx djsaA

vks,ybZ oLrq (OLEObject) ,Dlsy odZcqd ;k oMZ nLrkost tSls vkWCtsDV tksM+sa tks
fyad fd, x, ;k lfEefyr gSaA

gkbij fyad (Hyperlink) iQkby ] vksCtsDV~l ;k osc fyad ls gkbijfyad fyadA

,VspesaV (Attachment) ,VspesaV tSls fp=k] LçsM'khV] nLrkost vkSj pkVZA

ikBxr ç'u 5-1

1- lgh ;k xyr crk,aA

(d) MsVkcsl vfHkys•ksa dk ,d O;ofLFkr laxzg gSA

(•) ,d MsVkcsl esa dsoy ,d Vscy gks ldrh gSA

(x) fdlh fo'ks"k iQhYM esa Vscy ds lHkh fjdkWMZ ds fy, leku MsVk çdkj gksrk gSA

(?k) MsVk çdkj uacj esa MsVk jksgu gks ldrk gSA

(Ä) ,d Vscy esa rhu fjdkWMZ ds fy, çkbejh dh esa leku MsVk gksrk gSA

2- fjDr LFkku Hkjsa%

(d) fdlh Vscy esa yacor dkWye dks ----------------- ds :i esa tkuk tkrk gSA

(•) fdlh Vscy esa fdlh Hkh nks fjdkWMZ esa ----------------- ds fy, leku MsVk ugha gks
ldrk gSA

3- fuEufyf•r esa ls fdl MsVk çdkj esa nks fuf'pr ekuksa esa ls dsoy ,d gks ldrk gS\

(d) vkWVksuacj (•) uacj

(x) gk¡@ugha (?k) MsV@Vkbe
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4- fuEufyf•r esa ls fdl MsVk çdkj ls çkbejh dh dks vlkbu fd;k tk ldrk gS\

(d) vkWVksuacj (•) eseks

(x) gk¡@ugha (?k) VsDLV

5-6 ,d Vscy dks lso djsa

fdlh Vscy dks fof'k"V 'kh"kZd ds lkFk lso djus ls tkudkjh O;ofLFkr djus] Dosjht] iQkWeZ
vkSj ist cukus vkSj vU; Vscy ls dusDV gksus esa enn feysxhA

1- ekStwnk Vscy dks lso djus ds fy,] fDod ,Dlsl Vwyckj esa lso cVu ij fDyd djsaA

2- vki vkWfiQl cVu ds ekè;e ls lso cVu Hkh pqu ldrs gSaA vki MsVkcsl dk uke cnyus]
dkWih lso djus fdlh vU; çk:i esa lso djus ds fy, vkWfiQl cVu ls lso ,l dk
mi;ksx dj ldrs gSaA

5-7 O;w cnysa

O;w VscYl esa laxzghr MsVk dks ns•us dk ,d rjhdk gSA MsVk ns•us ds nks laHkkfor rjhds MsVk'khV
O;w vkSj fMtkbu O;w gSaA ,Dlsl foaMks ds fupys nk,a dksus esa O;w cVu fn, x, gSa tks vkidks
,d O;w ls nwljs O;w ij fLop djus esa enn djrs gSaA vki O;w cnyus ds fy, gkse VSc ij
O;w cVu dk Hkh mi;ksx dj ldrs gSaA

5-7-1 MsVk'khV n`'; esa iQhYM~l tksM+uk

fMiQkWYV :i ls] ,Dlsl 2007 çR;sd ubZ Vscy esa ,d iQhYM] vkbZMh (ID) iQhYM cukrk
gSA Vscy esa çR;sd fjdkWMZ dks ,d fo'ks"k la[;k igpkudrkZ ds :i esa nsus ds fy, ;g iQhYM
Lopkfyr la[;k,¡ nsrh gSA ;kn j•sa fd fjdkWMZ fdlh Vscy esa iafDr;k¡ gSaA

MsVk'khV O;w esa fdlh rkfydk esa vU; iQhYM tksM+us ds fy,] ,sM U;w iQhYM (Add New Field)

gsMj ij Mcy fDyd djsaA ,sM U;w iQhYM VsDLV gsMj ls xk;c gks tk,xk- lhèks gsMj esa uke
Vkbi djds iQhYM dks uke nsaA vxys iQhYM ij tkus ds fy, vius dhcksMZ ij VSc dh (TabKey)

nck,¡A

5-7-2 fMtkbu O;w esa iQhYM~l tksM+uk

fMtkbu O;w esa] iQhYM uke MsVk'khV O;w dh rjg 'kh"kZ ij gksus ds ctk; ckb± vksj ds dkWye
esa gksrs gSaA



vkWfiQl çksMfDVfoVh VwYl Hkkx 2 :: 117

fMtkbu O;w esa Vscy cukus ;k laikfnr djus ls vkidks MsVk laxzg ds fy, fof'k"Vrkvksa okys
Vscy dh lqfoèkk feyrh gSA vki bl LØhu esa okLrfod MsVk Vkbi ugha djrs gSaA vki Vscy
lajpuk & iQhYM uke] MsVk çdkj] iQhYM vkdkj bR;kfn lsV djrs gSaA

fMtkbu O;w esa fdlh Vscy esa ,d u;k iQhYM tksM+us ds fy,] cl ml lsy ij fDyd djsa
tgk¡ vki u;k iQhYM pkgrs gSa vkSj iQhYM dk uke Vkbi djsaA tc vki MsVk'khV O;w ij okil
fLop djrs gSa] rks vkidk u;k iQhYM vius dkWye ds :i esa fn•kbZ nsrk gSA

fMtkbu O;w esa] vkids ikl dbZ iQhYM çkWiVhZ fodYi gSa ftUgsa vki ;g lqfuf'pr djus ds
fy, lsV dj ldrs gSa fd MsVk dsoy dqN çk:iksa esa gh ntZ fd;k tk,A ;fn vki ;g lqfuf'pr
djuk pkgrs gSa fd vkids MsVkcsl esa tks MsVk gS og lHkh çdkj ls lgh gS rks bu fodYiksa
dks lsV djuk ,d vPNk fopkj gSA

5-8 dkWye dh pkSM+kbZ cnyuk

tc vki MsVk'khV O;w esa 'kq#vkr ls ,d Vscy cukrs gSa] rks ekbØkslkWÝV ,Dlsl bls ,d fMiQkWYV
pkSM+kbZ fufnZ"V djrk gSA og pkSM+kbZ MsVk dks lek;ksftr djus ds fy, cgqr ladh.kZ ;k cgqr
pkSM+h çrhr gks ldrh gSA vki fdlh dkWye dks dbZ rjhdksa ls pkSM+k ;k ladh.kZ dj ldrs
gSaA

fdlh dkWye dh pkSM+kbZ cnyus ds fy,] ekml dks dkWye gsMj ds nkfgus ckWMZj ij j•saA
ekml ikWbaVj ,d ÅèokZèkj js•k }kjk ikj fd, x, {kSfrt nksgjs rhj esa cny tk,xkA okafNr
fn'kk esa] ck,¡ ;k nk,¡ rc rd •hapsa tc rd vkidks okafNr pkSM+kbZ u fey tk,A ;fn vki
Mcy&fDyd djrs gSa] rks dkWye dk vkdkj dkWye dh vfèkdre pkSM+kbZ esa cny tk,xkA

5-8-1 dkWye@iQhYM lfEefyr djuk

,d dkWye lfEefyr djus esa nks ekStwnk iQhYM ds chp ,d dkWye tksM+uk 'kkfey gSA vki
bls fuEu esa ls fdlh Hkh rjhds ls dj ldrs gSa%

fjcu dk mi;ksx djds ,d dkWye lfEefyr djus ds fy,] igys dkWye ds uhps ,d
lsy ij fDyd djsa tks blds ckn vk,xkA fiQj] MsVk'khV VSc ds iQhYM vkSj dkWye vuqHkkx
esa] bUlVZ cVu ij fDyd djsaA

Vscy ls ,d dkWye lfEefyr djus ds fy,] ml dkWye ij jkbV&fDyd djsa tks mlds
ckn bUlVZ dkWye ij fDyd djsaA

iQhYM VsEIysV ls dksbZ iQhYM lfEefyr djus ds fy,] mls iQhYM VsEIysV ls fDyd djsa
vkSj •hapsa vkSj mls ml dkWye ds ckb± vksj NksM+ nsa tks mlds ckn vk,xkA
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fMtkbu O;w esa iQhYM bUlVZ djus ds fy,] ml iQhYM dk p;u djsa ftlds igys iQhYM
lfEefyr dh tkuh gS] fjcu ij fMtkbu VSc ij fDyd djsa vkSj fiQj Vwy xzqi esa
,M jkst (Add Rows) ij fDyd djsaA ,d •kyh iQhYM Mkyk tk,xkA

5-8-2 eqfoax iQhYM

;fn vki ml Øe dks iquO;ZofLFkr djuk pkgrs gSa ftlesa vkids iQhYM Vscy esa fn•kbZ nsrs
gSa] rks ,Dlsl 2007 vkidks mUgsa vklkuh ls bèkj&mèkj ys tkus dh lqfoèkk nsrk gSA MsVk'khV
O;w esa fdlh iQhYM dks LFkkukarfjr djus ds fy,] iQhYM dks vius bfPNr LFkku ij •hapsa
vkSj NksM+saA ;g djus ds fy,%

ftl iQhYM dks vki LFkkukarfjr djuk pkgrs gSa] mlds iQhYM gsMj ij fDyd djsaA

ekml dks gsMj ds {ks=k esa ys tk,aA

tc rhj ds lkFk ØkWl fn•kbZ ns] rks vius ck,¡ ekml cVu dks nck, j•saA

ckb± ekml cVu dks vHkh Hkh nck, j•rs gq,] dlZj dks ogka ys tk,a tgka vki iQhYM
dks fn•kuk pkgrs gSaA

ekml cVu NksM+sa vkSj iQhYM vius u, LFkku ij fn•kbZ nsxhA

5-8-3 iQhYM fMyhV djuk

MsVk'khV O;w esa fdlh iQhYM dks gVkus ds fy,] cl iQhYM gsMj ij fDyd djsa vkSj fiQj
iQhYM vkSj dkWye dekaM lewg ls fMyhV dk p;u djsaA ;g fjcu ij MsVk'khV VSc ij ik;k
tkrk gSA

fMtkbu O;w esa fdlh iQhYM dks gVkus ds fy,] gVk, tkus okys iQhYM dk p;u djsa] fjcu
ij fMtkbu VSc ij fDyd djsa vkSj fiQj Vwy xzqi esa fMyhV jkst (Delete Rows) ij fDyd
djsaA

5-9 fMtkbu O;w esa Vscy dks la'kksfèkr djuk

;fn vki Vscy dks fçaV djrs gSa tks fp=k 5-7 esa fn•kbZ xbZ gSA tSlk fd] ;g Li"V ugha gS
fd F_name ;k M_name dk D;k vFkZ gSA D;k ;g igyk uke vkSj eè; uke gS ;k firk
dk uke vkSj ekrk dk uke gS\ blh çdkj ge ns•rs gSa fd fyax ds dsoy nks eku gSaA pkgs
oks uj gks ;k eknk- blfy,] mi;qDr VscyVkbVy nsus ;k MsVk çdkj cnyus ds fy,] vki Vscy
dks laikfnr dj ldrs gSa tks fMtkbu O;w esa fd;k tkrk gSA

;fn vkidks MsVk çdkj cnyus dh vko';drk gS] rks p;u djus ds fy, MsVk çdkj ds cjkcj
okys ckWDl esa uhps rhj ij fDyd djsaA
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1- ubZ Vscy ds fy, fMiQkWYV O;w MsVk'khV O;w gSA gkse VSc O;w xzqi esa] fMtkbu O;w ij fLop
djus ds fy, fMtkbu O;w cVu dk p;u djsaA

2- iQhYM tksM+us ;k laikfnr djus ds fy,] iQhYM use dkWye esa Vkbi djsaA iQhYM uke ntZ
djrs le;] fjDr LFkku ;k fojke fpÉ dk mi;ksx u djsaA

3- vki fMtkbu O;w esa vius MsVk çdkjksa ds fy, vfèkd fof'k"V lsfVaXl lsV dj ldrs
gSaA mnkgj.k ds fy,] iQhYM vkbZMh pqusa] lkekU; tujy VSc <wa<sa vkSj dSI'ku dks ukekadu
la[;k ds :i esa yscy djsaA

fp=k 5-8

4- blh çdkj dSI'ku ds fy, ,d yscy Vkbi djsa tSlsA iQhYM F_name, L_name vkSj
M_name ds fy, igyk uke] vafre uke vkSj ekrk dk uke vkSj iQhYM dk vkdkj
Øe'k% 30] 20 vkSj 40 fuèkkZfjr djsaA iQhYM vkdkj ladsr djrk gS fd MsVk fufnZ"V
lhek ls vfèkd ugha gks ldrkA
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5- fyax (Gender) iQhYM dk p;u djsa vkSj MsVk çdkj ds varxZr] uhps rhj ij fDyd
djsa vkSj mfpr MsVk çdkj gka@ugha (fp=k 5-8) dk p;u djsa vkSj dSI'ku çdkj ds fy,
tujy VSc esa Female Vkbi djsA

DOB iQhYM dks MsV vkWiQ cFkZ dSI'ku ls laikfnr djsa vkSj fnukad çk:i dks 'kksVZ MsV ls
ehfM;eMsV rd (fp=k 5-9)A

fp=k 5-9

vc vkidh Nk=k Vscy fp=k 5-10 esa n'kkZ, vuqlkj fn•sxhA

fp=k 5-10
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5-10 fdlh Vscy dk uke cnyus ds fy,

Vscy can gksus ij] usfoxs'ku isu esa ml Vscy ij jkbV fDyd djsa ftldk vki uke cnyuk
pkgrs gSaA esuw esa fn•kbZ nsus okys fjuse fodYi dk p;u djsaA

Vscy dk uke gkbykbV fd;k tk,xk vkSj ,d dlZj fn•kbZ nsxk] ftldk vFkZ gS fd vc
vki u;k uke Vkbi dj ldrs gSaA ifjorZu djus ds fy, Vscy uke ds ckgj dgha Hkh ck;k¡&fDyd
djsaA

5-11 MsVkcsl can djsa vkSj ,Dlsl ls ckgj fudysa

fuEufyf•r fcanq crkrs gSa fd vki MsVkcsl dks dSls can djrs gSa vkSj ,Dlsl ls ckgj dSls
fudyrs gSaA

5-11-1 fdlh MsVkcsl dks can djus ds fy,

1- ekbØkslkWÝV vkWfiQl cVu ij fDyd djsaA ,d esuw çdV gksrk gSA

2- Dykst MsVkcsl ij fDyd djsaA ,Dlsl MsVkcsl dks can dj nsrk gSA

5-11-2 ,Dlsl ls ckgj fudyus ds fy,

1- ekbØkslkWÝV vkWfiQl cVu ij fDyd djsaA ,d esuw çdV gksrk gSA

2- ,fDtV ,Dlsl ij fDyd djsaA vki ,Dlsl ls ckgj fudy tkrs gSaA

ikBxr ç'u 5-2

5- lgh ;k xyr crk,aA

(d) fMiQkWYV :i ls ,Dlsl 2007 nks Vscy •ksyrk gSA

(•) iQhYM çkWiVhZl fMtkbu O;w esa miyCèk gSaA

(x) iQhYM dks LFkkukarfjr djus ds fy, MªSx ,aM MªkWi dk mi;ksx ugha fd;k tkrk
gSA

(?k) ;fn fdlh lsy esa dksbZ MsVk cnyk tkrk gS rks mls ml MsVkcsl ds lHkh vkWCtsDV
esa viMsV fd;k tkrk gSA

6- fjDr LFkku HkjsaA

(d) vkerkSj ij Vscy MsVk dks ns•us ds fy, ----------------- O;w dk mi;ksx fd;k tkrk
gSA

(•) vke rkSj ij Vscy dks ----------------- O;w esa laikfnr fd;k tkrk gSA
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5-12 Dosjht cukuk

,Dlsl 2007 esa Dosjht dh ,d fo'ks"k lqfoèkk gSA Dosjht dk eryc og ç'u gS tks vkius
bfPNr ifj.kke çkIr djus ds fy, MsVkcsl ls iwNk gSA ,d Dosjh dks ,d ;k vfèkd MsVkcsl
VscYl ls MsVk fudkyus ds fy, fMtkbu fd;k tk ldrk gSA ,Dlsl esa Dosjht fofHkUu rjhdksa
ls cukbZ tk ldrh gSa vkSj cgqr ljy iQhYM p;u ls ysdj tfVy l'krZ fooj.k ;k x.kuk
rd gks ldrh gSaA

,Dlsl 2007 vkidks nks rjhdksa ls Dosjht cukus dh vuqefr nsrk gSA

1- Dosjh fotkMZ dk mi;ksx djuk

2- fMtkbu O;w dk mi;ksx djukA

5-12-1 Dosjh fotkMZ dk mi;ksx djds ,d ljy Dosjh cukuk

tc vki Dosjh cukus ds fy, bl fofèk dk mi;ksx djrs gSa] rks Dosjh fotkMZ vkidks Mk;ykWx
ckWDl dh ,d Jà•yk ds ekè;e ls ekxZn'kZu djrk gS vkSj vki fofHkUu fodYiksa dk p;u
djds vkxs c<+ ldrs gSaA pj.k bl çdkj fn, x, gSa%

1- fØ,V VSc ij fDyd djsaA

2- vnj xzqIl esa] Dosjh fotkMZ ij fDyd djsa (fp=k 5-11)A

fp=k 5-11

3- tc U;w Dosjh Mk;ykWx ckWDl çdV gks] rks flaiy Dosjh fotkMZ dk p;u djsa vkSj Ok

ij fDyd djsa (fp=k 5-12)A

4- ,d flaiy Dosjh fotkMZ Mk;ykWx ckWDl çdV gksrk gSA VscYl@DosjhfyLV ckWDl ls] ml
Vscy dk p;u djar ftl ij vki ljy Dosjh cukuk pkgrs gSaA ;gka geus ÚsaM~l vkWiQ
ekbu uked rkfydk dk p;u fd;k gS (fp=k 5-13)A

5- p;fur Vscy ds lHkh iQhYM AvailableFields esa fn•k, x, gSaA og iQhYM pqusa ftls
vki viuh Dosjh esa tksM+uk pkgrs gSa vkSj fiQj >cVu ij fDyd djsaA ;fn vki lHkh
iQhYM dk p;u djuk pkgrs gSa rks vki >>cVu ij fDyd dj ldrs gSaA (fp=k
5-13 ns•sa)
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fp=k 5-12

fp=k 5-13

6- fp=k 5-14 esa ;g fn•k;k x;k gS fd Available Field esa ls ,d iQhYM dk p;u dSls
djsa vkSj bls Selected Field ,fj;k esa dSls ys tk,¡A bl ekeys esa geus 3 iQhYM pqus
gSa] igyk uke] vafre uke vkSj iQksu uacjA
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fp=k 5-14

7- usDLV cVu ij fDyd djsaA vxyh LØhu fp=k 5-15 esa n'kkZ, vuqlkj fn•kbZ nsrh gSA

fp=k 5-15

8- fn, x, ckWDl esa viuh Dosjh ds fy, ,d 'kh"kZd Vkbi djsa tSlk fd fp=k 5-15 esa
fn•k;k x;k gSA ;gka Dosjh dk 'kh"kZd Names and Numbers gSA
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9- fiQfu'k cVu ij fDyd djsaA

10- ,Dlsl 2007 Dosjh ds ifj.kke dks Vscy ds :i esa çnf'kZr djrk gS tSlk fd fp=k
5-16 esa fn•k;k x;k gSA pwafd geus ÚsaM~l vkWiQ ekbu Vscy ls fn•kus ds fy, dsoy
3 iQhYM] iQLVZ use] ykLV use vkSj iQksu uacj ekaxk gS] dsoy ;s 3 iQhYM çnf'kZr fd,
x, gSa tSlk fd vki fp=k 5-16 esa ns• ldrs gSaA ;g ,d ljy Dosjh gSA

fp=k 5-16

5-12-2 fMtkbu O;w dk mi;ksx djds Dosjh cukuk

fMtkbu O;w dk mi;ksx djds ,d Dosjh Hkh cukbZ tk ldrh gS ftlesa vki Dosjh dh lajpuk
dks ifjHkkf"kr dj ldrs gSaA ,d Dosjh cukus ds fy,] vki Dosjh fMtkbu O;w esa mu Vscy
dks •ksysa ftu ij vki viuh Dosjh dks vkèkkj cukus tk jgs gSa] vkSj fiQj viuh Dosjh cukus
ds fy, fodYiksa dk mi;ksx djsaA ifj.kke çnf'kZr djus ds fy, ju cVu ij fDyd djsaA
Dosjht dks ckn esa mi;ksx ds fy, Hkh lso fd;k tk ldrk gSA pj.k bl çdkj gSa%

1- fØ,V VSc ij fDyd djsaA

2- Others xzqi esa Dosjh fMtkbu cVu ij fDyd djsaA 'kks Vscy Mk;ykWx ckWDl çdV gksrk
gS (fp=k 5-17)A

3- VscYl VSc ij fDyd djsaA Vscy dh ,d lwph çdV gksrh gSA

4- ml Vscy dks pquus ds fy, Mcy fDyd djsa ftl ij vki viuh Dosjh dks vkèkkj
cukuk pkgrs gSaA ;gka student_pers Vscy dk p;u fd;k x;k gSA (fp=k 5-17)A (vki
,d ls vfèkd Vscy Hkh pqu ldrs gSa)A

5- Add ij fDyd djsa- Vscy foaMks esa fn•kbZ nsrh gSA
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6- 'kks Vscy ckWDl dks can djus ds fy, Close ij fDyd djsaA Dosjh fMtkbu O;w esa ifjorZu
rd igqapsaA ;fn vki ,d ls vfèkd Vscy dk p;u djrs gSa] rks vkidks çkbejh dh
ds ekè;e ls muds chp lacaèk fn•kuk gksxkA

fp=k 5-17

,dy dkWye fn•kus ds fy,

1- ml iQhYM uke ij fDyd djsa ftls vki çnf'kZr djuk pkgrs gSaA (bl ekeys esa ;g
student_pers Vscy dk student name iQhYM gS)A

2- bls iQhYM ykbu esa •hapsa ;k iQhYM ykbu ij ykus ds fy, vki iQhYM ij Mcy fDyd
dj ldrs gSa (fp=k 5-18)A

fp=k 5-18



vkWfiQl çksMfDVfoVh VwYl Hkkx 2 :: 127

3- ju cVu ij fDyd djsaA ,Dlsl vkids }kjk pquk x;k dkWye fn•krk gSA (fp=k 5-19)A

fp=k 5-19

,dkfèkd dkWye fn•kuk

vki MsVk ds ,dkfèkd dkWye fn•kus ds fy, ,Dlsl Dosjh dk mi;ksx dj ldrs gSaA Dosjh
fMtkbu O;w esa iQhYM ykbu ij] çR;sd iQhYM dk iQhYM uke pqusa ftls vki mlh Øe esa
fn•kuk pkgrs gSa] tSls vki mUgsa Dosjh esa çnf'kZr djuk pkgrs gSaA pj.k bl çdkj gSa%

1- pwafd Student Vscy igys ls gh p;fur gS] vki nh xbZ lwph ls iQhYM dk p;u dj
ldrs gSaA

2- mu iQhYM ukeksa ij fDyd djsa ftUgsa vki ,d&,d djds mlh Øe esa fn•kuk pkgrs
gSa] ftl Øe esa vki mUgsa çnf'kZr djuk pkgrs gSaA mnkgj.k ds fy,] vki iQhYM ds
fxzM {ks=k esa student name iQhYM ls igys Roll No iQhYM j• ldrs gSa (fp=k 5-20)A

fp=k 5-20
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3- Run cVu ij fDyd djsaA ,Dlsl vkids }kjk p;fur dkWye çnf'kZr djrk gSA (fp=k
5-21)A

fp=k 5-21

5-13 Dosjh dks Øec¼ djsa

Dosjh cukrs le;] vki Dosjh fMtkbu O;w esa lkWVZ iafDr ij bfPNr fodYi pqudj dkWye
dks vkjksgh ;k vojksgh Øe esa Øec¼ dj ldrs gSaA pj.k bl çdkj gSa%

1- fMtkbu O;w esa Student_pers Vscy •ksysaA

2- iQhYM fxzM {ks=k esa iQhYM dks mlh Øe esa pqusa vkSj •hapsa] ftl Øe esa vki mUgsa çnf'kZr
djuk pkgrs gSaA

3- ftl dkWye dks vki lkWVZ djuk pkgrs gSa mlesa lkWVZ jks ij fDyd djsa (bl ekeys esa
;g State dkWye gS) vkSj Mkmu ,jks fDyd djsaA vkSj fiQj MªkWi Mkmu lwph ls vlsafMax
(;k fMlsafMax) pqusaA (fp=k 5-22)

fp=k 5-22
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4- ju cVu ij fDyd djsaA

5- fp=k 5-23 esa Øec¼ dkWye dks vU; dkWye ds lkFk fn•k;k x;k gSA

fp=k 5-23

5-14 ØkbVsfj;k LVsVesaV dk mi;ksx djds fjdkWMZ ns•uk

Dosjh fMtkbu fxzM esa ,d ØkbVsfj;k LVsVesaV tksM+us ls vkidks dsoy mu fjdkWM~lZ dks fudkyus
esa enn feysxh tks fn, x, ekunaMksa ls esy •krs gSa vkSj ftUgsa vki iwjs Vscy ls çnf'kZr djuk
pkgrs gSaA

vki iquçkZIr fd, x, fjdkWMZ dks çfrcafèkr djus ds fy, rkfdZd vkWijsVjksa tSls = (cjkcj)]
<> (cjkcj ugha)] > (ls vfèkd)] ;k < (ls de) dk mi;ksx dj ldrs gSaA mnkgj.k ds
fy,] ;fn vki dsoy mu fe=kksa dks çnf'kZr djuk pkgrs gSa tks fnYyh esa jgrs gSa] rks ØkbVsfj;k
ykbu ij State dkWye esa = "DELHI" ntZ djsaA ,Dlsl dsoy mu fjdkWM~lZ dks iqu% çkIr djsxk
tgka State dkWye esa eku fnYyh ds cjkcj gSA p;u ekunaM dsl&laosnh ugha gSa] blfy, ,Dlsl
mu fjdkWM~lZ dks iqu% çkIr djsxk tgka çfof"V DELHI, delhi, Delhi ;k dELHI gSA

ykWftdy vkWijsVj dh lwph ftudk mi;ksx vki viuh Dosjh cukrs le; ekunaM fooj.k cukus
esa dj ldrs gSa] rkfydk 5-3 esa nh xbZ gSA

rkfydk 5-3

ykWftdy vksisjsVlZ

vkWijsVj vFkZ iQhYM Vkbi ,UVªh iQkjeSV

= ds cjkcj dSjDVj ="DELHI"

uacj =5

MsV = #12/16/98#
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<> vleku dSjDVj <>"DELHI"

uacj <>5

MsV <>#2/16/97#

> ls vf/d dSjDVj >"DELHI"

uacj >5

MsV >#7/16/98#

>= blls cM+k ;k dSjDVj >="DELHI"

blds cjkcj uacj >=5

MsV >= #6/21/96#

< ls de dSjDVj <"DELHI"

uacj <5

MsV <#4/18/98#

<= ls de ;k cjkcj dSjDVj <="DELHI"

uacj <=5

MsV <= #11/19/98#

In lwph esa fdlh Hkh dSjDVj In("DELHI" ,"UP")

vkbVe ds cjkcj uacj In(5,9,17)

MsV In(#2/11/99#,

#2/3/96#,

#12/15/98#)

Not In lwph esa fdlh Hkh dSjDVj Not In ("DELHI" ,"UP")

vkbVe ds cjkcj ugha uacj Not In (5,9,17)

MsV Not In(#2/17/97#,

#2/3/96#, #12/15/98#)

Between nks ekuksa ds chp] ,d ls dSjDVj Between "C" And "F"

vf/d ;k mlds cjkcj uacj Between 5 And 10

vkSj nwljs ls de ;k MsV Between #1/1/98# And

mlds cjkcj #12/31/99#
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fof'k"V fjdkWMZ iqu% çkIr djus ds fy,] pj.k bl çdkj gSa%

1- Dosjh fMtkbu O;w esa ,d Vscy ;k Dosjh •ksysaA

2- mu iQhYM ukeksa dks pqusa ftUgsa vki mlh Øe esa çnf'kZr djuk pkgrs gSa] ftl Øe esa
vki mUgsa fn•kuk pkgrs gSaA

3- ftl Øe esa vki Øec¼ djuk pkgrs gSa] ml iQhYM ds uke pqusaA

4- ftu iQhYM dks vki Øec¼ djuk pkgrs gSa] muds varxZr ,lsafMax@fMlsafMax pqusaA

5- ftu LraHkksa dks vki çnf'kZr ugha djuk pkgrs] muds fy, 'kks cVu dks vp;fur djsaA

6- ØkbVsfj;k ykbu ij viuk p;u ØkbVsfj;k ntZ djsa (;gka LVsV dkWye esa ntZ ØkbVsfj;k
= "DELHI" gS) (fp=k 5-24)A

fp=k 5-24

7- Run cVu ij fDyd djsaA Dosjh ifj.kke fp=k 5-25 esa ns•s tk ldrs gSaA

fp=k 5-25
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,dkfèkd ØkbVsfj;k tksM+uk

vki ,d gh Vscy esa vusd ØkbVsfj;k ykxw dj ldrs gSa- ;fn vki ,d gh iafDr esa nks ekunaM
j•rs gSa] rks ,Dlsl dsoy mu fjdkWM~lZ dks iqu% çkIr djsxk tgka nksuksa ekunaM iwjs gksrs gSaA
mnkgj.k ds fy,] ;fn vki lHkh fjdkWMZ pkgrs gSa tgka State"UP" ds cjkcj gS vkSj
City"Ghaziabad" ds cjkcj gS] rks vki State iQhYM dks = "UP" vkSj City iQhYM dks
= "Ghaziabad" ij lsV djsaxs vkSj vki nksuksa ekunaM dks ,d gh ykbu ij ekunaM j•saxsA

mi;ksx ds pj.k vkSj ekunaM fp=k 5-26 esa fn•k, x, gSa vkSj ifj.kke fp=k 5-27 esa fn•k,
x, gSaA

fp=k 5-26

fp=k 5-27

;fn vki ekunaM dk ,d lsV ØkbVsfj;k ykbu ij vkSj ekunaM dk nwljk lsV Or js•k ij
j•rs gSa] rks ,Dlsl mu fjdkWM~lZ dks iqu% çkIr djsxk tgka nksuksa esa ls dksbZ Hkh ekunaM larq"V
gSA vki Or ykbu ds uhps dh iafDr;ksa dk mi;ksx djds ,DLVªk AND vkSj OR LVsVesaV
tksM+ ldrs gSaA AND •aMksa ds fy,] ekunaM dks ,d gh iafDr esa j•sa_ OR •aMksa ds fy,]
ekunaM dks vyx&vyx iafDr;ksa esa j•saA
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5-15 Dosjh dks lso djsa

Dosjh cukus ds ckn] vki mls lso dj ldrs gSaA vki fdlh Hkh le; lso dh xbZ Dosjh dks
nksckjk pyk ldrs gSaA ;fn vki ml MsVk dks cnyrs gSa ftl ij lso dh xbZ Dosjh vkèkkfjr
gS] rks Dosjh dks nksckjk pykus ij vkidks ifjorZu fn•kbZ nsaxsA pj.k bl çdkj gSa%

1- fDod ,Dlsl Vwyckj ij lso cVu ij fDyd djsaA bl :i esa Save As Mk;ykWx ckWDl
lkeus vkrk gSA

2- og uke Vkbi djsa tks vki viuh Dosjh dks nsuk pkgrs gSaA

3- ¶OK¸ ij fDyd djsaA ,Dlsl esa Dosjh lso gks tk,xhA (fp=k 5-28)

fp=k 5-28

4- oSdfYid :i ls vki fdlh Dosjh ds VSc ij jkbV&fDyd djds vkSj fiQj fn•kbZ nsus
okys esuw ls lso dk p;u djds Hkh lso dj ldrs gSaA

5- ,d ckj tc vki dksbZ Dosjh lso dj ysrs gSa] rks vki usfoxs'ku isu •ksydj vkSj fiQj
Dosjh ds uke ij fDyd djds bls fu"ikfnr dj ldrs gSaA

ikBxr ç'u 5-3

7- fjDr LFkku HkjsaA

(d) flaiy Dosjh fotkMZ fodYi ------------------ Mk;ykWx ckWDl esa miyCèk gSA

(•) ,Dlsl 2007 Dosjh ds ifj.kke dks ------------------ ds :i esa çnf'kZr djrk gSA

(x) Dosjht dks Dosjh fotkMZ ;k ------------------ dk mi;ksx djds cuk;k tk ldrk
gSA

(?k) fMtkbu O;w esa Dosjh dk ifj.kke ns•us ds fy,] vkidks ------------------ cVu ij
fDyd djuk gksxkA
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(Ä) ------------------ vkWijsVj dk mi;ksx fof'k"V fjdkWMZ fudkyus ds fy, fd;k tkrk
gS tks fn, x, ekunaMksa dks iwjk djrs gSaA

8- lgh ;k xyr fy•saA

(d) fjdkWMZ dks lkWVZ djrs le; nks fodYi miyCèk gksrs gSa & Åij vkSj uhpsA

(•) ,d Dosjh ,d uke ds lkFk lso dh tkrh gSA

(x) Dosjht dk okLro esa eryc os ç'u gSa tks vki vko';d ifj.kke çkIr djus
ds fy, MsVkcsl ls iwNrs gSaA

(?k) vki fdlh Hkh le; lso dh xbZ Dosjh ugha pyk ldrsA

(Ä) Dosjh dk ifj.kke fn•kus ds fy,] ^vafre (Final)* cVu ij fDyd djsaA

5-16 iQkWeZ

iQkWeZ Vscy dk xzkfiQdy fu:i.k gSA dksbZ iQkWeZ dk mi;ksx djds Vscy esa fjdkWMZ tksM+] viMsV
vkSj gVk ldrk gSA tc rkfydk esa dbZ iQhYM gksa rks iQkWeZ dk mi;ksx djuk cgqr mi;ksxh
gksrk gSA iQkWeZ MsVkcsl ls tkudkjh ysuk vklku cuk nsrk gSaA ,d iQkWeZ ds lkFk] vki ,d
le; esa MsVkcsl esa ,d fjdkWMZ ij è;ku dsafær dj ldrs gSa] vkSj ml fjdkWMZ ls MsVk dks
ns•k] tksM+k vkSj gVk;k Hkh tk ldrk gSA

5-16-1 iQkWeZ Vwy dk mi;ksx djds ,d iQkWeZ cukuk

,Dlsl 2007 esa iQkWeZ Vwy dk mi;ksx ,d ekml fDyd ls iQkWeZ cukus ds fy, fd;k tk
ldrk gSA bl Vwy ls ,d iQkWeZ cukus ds fy, pj.k bl çdkj gSa%

1- usfoxs'ku isu esa] iQkWeZ cukus ds fy, Vscy ;k Dosjh dk p;u djsaA

2- fØ,V VSc ij fDyd djsaA

3- iQkWeZ xzqi esa iQkWeZ ij fDyd djsaA (fp=k 5-29)

fp=k 5-29
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4- iQkWeZ dks ysvkmV O;w esa iQkWeZ ysvkmV VwYl ;kuh fjcu esa iQkWeZsV VSc ds lkFk çnf'kZr
djds cuk;k tkrk gSA (fp=k 5-30)

fp=k 5-30

5-16-2 iQkWeZ fotkMZ dk mi;ksx djds ,d iQkWeZ cukuk

1- fØ,V VSc ij fDyd djsaA

2- iQkWeZ xzqi esa More Forms ij fDyd djsaA (fp=k 5-31)

fp=k 5-31
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3- tc vki iQkWeZ fotkMZ ij fDyd djrs gSa] rks ,d iQkWeZ fotkMZ Mk;ykWx ckWDl vksiu
gksrk gSA (fp=k 5-32)

4- voSyscy iQhYM~l ls] ,d&,d djds mu iQhYM dk p;u djsa ftUgsa vki vius iQkWeZ
esa pkgrs gSaA >cVu fDyd djsa- lHkh iQhYM dk p;u djus ds fy, >>cVu ij fDyd
djsaA

5- vc usDLV cVu ij fDyd djsaA (fp=k 5-32)

fp=k 5-32

6- iQkWeZ ds fy, ,d ysvkmV pqusa- iQkWeZ ds fy, miyCèk fofHkUu ysvkmV dksyeuj] Vscqyj]
MsVk'khV vkSj tLVhiQkbM gSa vkSj usDLV cVu ij fDyd djsa (fp=k 5-33)A

fp=k 5-33
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7- iQkWeZ ds fy, viuh bfPNr 'kSyh pqusa (fp=k 5-34) vkSj usDLV cVu ij fDyd djsaA

fp=k 5-34

8- iQkWeZ ds fy, ,d 'kh"kZd çnku djsaA (fp=k 5-35) vkSj Finish cVu ij fDyd djsaA

fp=k 5-35
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iQkWeZ iQkWeZ O;w esa •qysxk (fp=k 5-36)

fp=k 5-36

5-17 fjiksVZ

gkyk¡fd Vscy ]Dosjh vkSj iQkWeZ fçaV fd, tk ldrs gSa] os cgqr is'ksoj ugha fn• ldrs] D;ksafd
os fçafVax mís';ksa ds fy, fMtkbu ugha fd, x, gSaA gkyk¡fd] fjiksVZ dks fdlh Vscy ls MsVk
ysus ;k fdlh Dosjh }kjk p;fur vkSj is'ksoj fn•us okys ysvkmV esa eqfær djus ds fy, fMtkbu
fd;k x;k gSA fjiksVZ vkidks viuh vko';drkvksa ds vuq:i MsVk dks lewghÑr djus] Øec¼
djus vkSj gsjiQsj djus dh lqfoèkk nsrh gSA fjiksVZ vkids MsVkcsl esa tkudkjh ns•us vkSj fçaV
djus dk lcls 'kfDr'kkyh vklku rjhdk gSA vius MsVk dks nwljksa ds fjdkWMZ djus vkSj vklkuh
ls le>us ds fy, vfèkd çLrqr djus ;ksX; cukus ds fy,] vkidks fjiksVZ cukus dh vko';drk
gksxhA

5-17-1 fjiksVZ Vwy dk mi;ksx djds ,d fjiksVZ cukuk

,Dlsl 2007 esa fjiksVZ Vwy vkidks cgqr rsth ls fjiksVZ cukus esa enn djrk gSA pj.k bl
çdkj gSa%

1- usfoxs'ku isu esa] ml Vscy ;k Dosjh ij fDyd djsa ftlds fy, vki fjiksVZ cukuk
pkgrs gSaA

2- fØ,V VSc ij fDyd djsa] fjiksVZ xzqi esa fjiksVZ ij fDyd djsaA (fp=k 5-37)
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fp=k 5-37

3- fjiksVZ rS;kj dh tkrh gS vkSj fjiksVZ ysvkmV O;w ds lkFk esa çnf'kZr dh tkrh gS mngkj.k%
fjcu esa iQkWeZ VSc (fp=k 5-38)A

fp=k 5-38

5-17-2 fjiksVZ fotkMZ dk mi;ksx djds ,d fjiksVZ cukuk

fjiksVZ fotkMZ dk mi;ksx vkidh fjiksVZ esa p;fur iQhYM dks 'kkfey djus vkSj ;g fufnZ"V
djus ds fy, fd;k tk ldrk gS fd MsVk dks dSls lewghÑr vkSj Øec¼ fd;k x;k gSA ;fn
vkius igys gh VsoYl vkSj Dosjht ds chp lacaèk fufnZ"V dj fn;k gS] rks ,d ls vfèkd Vscy
;k Dosjh ds iQhYM dk Hkh mi;ksx fd;k tk ldrk gSA

fofHkUu pj.k bl çdkj gSa%

1- fØ,V VSc ij fDyd djsa] iQkWeZ lewg esa fjiksVZ fotkMZ cVu ij fDyd djsaA ,d fjiksVZ
fotkMZ Mk;ykWx ckWDl •qy tk,xkA (fp=k 5-39)A
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fp=k 5-39

2- VscYl@Dosjht lwph ckWDl esa fDyd djsa vkSj ml Vscy ;k Dosjh dk uke pqusa ftlesa
fjiksVZ esa 'kkfey fd;k tkus okyk MsVk 'kkfey gSA

3- vo,ycy iQhYM~l ls mu iQhYM dk p;u djsa ftUgsa vki viuh fjiksVZ esa pkgrs gSa vkSj
>cVu ij fDyd djsaA vo,ycy iQhYM~l% ,fj;k esa ekStwn lHkh iQhYM~l dk p;u djus
ds fy, >>cVu ij fDyd djsaA p;fur iQhYM~l ls fdlh iQhYM dks gVkus ds fy,
< cVu ij fDyd djsaA lHkh iQhYM gVkus ds fy,] <<cVu ij fDyd djsaA usDLV cVu
fDyd djsa-

4- vU; Mk;ykWx ckWDl •qy tkrk gS] tks vkids MsVk dks ,d fof'k"V iQhYM ds vkèkkj
ij lewghÑr djus ds fy, dgrk gSA (fp=k 5-40)A

fp=k 5-40
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5- ckWDl esa çnf'kZr iQhYM uke ij fDyd djsa] >cVu ij fDyd djsa vkSj fiQj usDLV cVu
ij fDyd djsaA

6- bl Mk;ykWx ckWDl esa fjiksVZ LVwMsaV uke esa vius MsVk dks Js.khc¼ (lkWVZ) djus ds fy,
,d iQhYM pqusaA (fp=k 5-41)A usDLV cVu fDyd djsaA

fp=k 5-41

7- ysvkmV lewg ls fjiksVZ ds fy, ,d ysvkmV pqusa (fp=k 5-42)A

fp=k 5-42
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8- vksfj,aVs'ku xzqi ls ist dk vksfj,aVs'ku pqusa] usDLV cVu ij fDyd djsaA fn•kbZ nsus okys
laokn ckWDl esa] bl fjiksVZ ds fy, viuh bfPNr 'kSyh pqusa (fp=k 5-43)A

fp=k 5-43

9- usDLV cVu ij fDyd djsa] fjiksVZ ds fy, ,d 'kh"kZd çnku djsa vkSj fiQfu'k cVu ij
fDyd djsaA

fp=k 5-44 esa fn•k, x, ds vuqlkj fjiksVZ •qysxhA

fp=k 5-44



vkWfiQl çksMfDVfoVh VwYl Hkkx 2 :: 143

5-17-3 CySad fjiksVZ Vwy dk mi;ksx djds ,d fjiksVZ cukukA

bl fjiksVZ dks cukus ds pj.k bl çdkj gSa%

1- fØ,V VSc ij fDyd djsa] fjiksVZ lewg esa] CySad fjiksVZ cVu ij fDyd djsaA

iQhYM fyLV isu (fp=k 5-45) ds lkFk ysvkmV O;w esa ,d fjDr fjiksVZ •qy tkrh gSA

fp=k 5-45

iQhYM fyLV isu esa] ml Vscy ds lkeus Iyl fpÉ (+) ij fDyd djsa ftlesa fjiksVZ
esa 'kkfey fd, tkus okys iQhYM 'kkfey gSa (fp=k 5-46)A

fp=k 5-46
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fjiksVZ esa iQhYM tksM+us ds fy, ml ij Mcy&fDyd djsaA ;fn vki fjiksVZ esa 'kh"kZd]
i`"B la[;k vkfn tSls Vwy tksM+uk pkgrs gSa] rks iQkWeZsV VSc ds varxZr fDyd djsa vkSj
Controls xzqi esa] tks Vwy vki pkgrs gSa] ml ij fDyd djsaA

Vwy tksM+us ds ckn] fjiksVZ fp=k 5-47 esa fn•k, vuqlkj fn•kbZ nsxhA

fp=k 5-47

5-18 ,d fjiksVZ ds vuqHkkx (Sections)

,Dlsl 2007 esa ,d fjiksVZ ds fMtkbu esa fuEufyf•r vuqHkkx gSaA (fp=k 5-48)A

fp=k 5-48
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fjiksVZ gSMj% ;g fjiksVZ dh 'kq#vkr esa gksrk gS vkSj blesa ,slh tkudkjh gksrh gS tks lkekU;
:i ls doj ist ij fn•kbZ ns ldrh gS] tSls 'kh"kZdA

ist gSMj (PageHeader)% çR;sd i`"B ds 'kh"kZ ij çLrqr fd;k x;kA mnkgj.k ds fy,]
Vscy ds iQhYMA

xzqi gSMj (Group Header)% fjdkWMZ ds çR;sd u, lewg dh 'kq#vkr esa çLrqr fd;k
x;kA

fooj.k (Details)% fjdkWMZ lzksr esa çR;sd iafDr ds fy, ,d ckj çLrqr fd;k x;kA

xzqi iQqVj (GroupFooter)% fjdkWMZ ds çR;sd lewg ds var esa eqfærA

ist iQqVj (PageFooter)% çR;sd i`"B ds var esa eqfærA i`"B la[;k,¡ eqfær djus ds
fy, i`"B ikn ys• dk mi;ksx djsaA

fjiksVZ iQqVj (ReportFooter)% fjiksVZ ds var esa dsoy ,d ckj eqfærA laiw.kZ fjiksVZ
ds fy, dqy fjiksVZ ;k vU; lkjka'k tkudkjh eqfær djus ds fy, fjiksVZ ikn ys• dk
mi;ksx djsaA

5-19 fjiksVZ dk fçaV çhO;w djsa

fdlh fjiksVZ dk fçaV çhO;w djus ds fofHkUu pj.k bl çdkj gSa%

1- ,e,l vkWfiQl cVu ij fDyd djsa] esuw fn•kbZ nsxkA (fp=k 5-49)

fp=k 5-49
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2- vc] fçaV fodYi (fp=k 5-50) esa dlZj dks bafxr djsa] fçaV çhO;w
ij fDyd djsaA

3- ,Dlsl fçaV çhO;w eksM ij fLop djrk gSA

5-20 ,d fjiksVZ fçaV djuk

1- ,e,l vkWfiQl cVu ij fDyd djsa] fçaV fodYi ij fDyd djsaA ,d fçaV Mk;ykWx
ckWDl •qysxk (fp=k 5-51)A fçaV djus ls igys bfPNr tkudkjh çnku djsa vkSj fjiksVZ
fçaV djus ds fy, OK cVu ij fDyd djsaA

fp=k 5-51

5-21 ,d ikojIokbaV çksxzke 'kq: djuk

vki viuk ikojikWbaV çksxzke fofHkUu rjhdksa ls 'kq: dj ldrs gSaA ,d rjhdk LVkVZ cVu dk
mi;ksx djuk gS%

1- LVkVZ cVu ij fDyd djsaA

fp=k 5-50
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2- fn•kbZ nsus okys esuw esa All Programs→Microsoft Office→Microsoft Office

PowerPoint 2007 (fp=k 5-52) pqusaA dqN gh lsdaM esa vkidks ekWfuVj ij ikojIokbaV
LØhu fn•kbZ nsxh (fp=k 5-53)A

fp=k 5-52

fp=k 5-53



148 :: daI;wVj ,oa vkWfiQl ,ifyds'kal

5-22 çstsaVs'ku cukuk

tc vki viuk ikojikWbaV çksxzke çkjaHk djrs gSa] rks vkidks ,d fjDr çstsaVs'ku fn•kbZ nsrh gSA

uksV% ikWojikWbaV 2007 esa vkWfiQl cVu vU; çksxzkeksa ds iQkby esuw dks çfrLFkkfir djrk gS
vkSj VkbVy ckj ds uhps okys ckj dks fjcu (dqN vU; çksxzkeksa ds esuw vkSj Vwy ckj) ds
:i esa tkuk tkrk gSA

fjcu esa dbZ VSc (gkse] balVZ] ---) gksrs gSaA VSc dk;Z&mUeq• gksus ds fy, fMtkbu fd, x, gSaA

çR;sd VSc ds xzqIl fdlh dk;Z dks mi&dk;ks± esa foHkkftr djrs gSaA

çR;sd lewg esa dekaM cVu ,d dekaM fu"ikfnr djrk gS] ;k dekaM dk ,d esuw çnf'kZr
djrk gSA

vki ist ds Åijh ck,¡ dksus ij vkWfiQl cVu ij Hkh tk ldrs gSa vkSj U;w ij fDyd dj
ldrs gSaA vki çnf'kZr i`"B ls ,d CySad çstsaVs'ku pqu ldrs gSa (fp=k 5-54)A

fp=k 5-54

5-22-1 bULVkYM VsaIysV

bULVkYM VsaIysV VSc dk p;u djsa vkSj fiQj bfPNr VsEIysV dk p;u djsa (fp=k 5-55)A bULVkYM
VsEiysV fofHkUu çdkj dh çstsaVs'ku ds fy, VsEiysV vkSj rjhdk çnku djrk gSA vius bfPNr
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VsEiysV dk p;u djsa vkSj vko';d fodYi pquus ds ckn ↓ cVu ;k LØkWy&ckj ij fDyd
djds fotkMZ ds ekè;e ls vkxs c<+saA vki ftl çdkj dh çstsaVs'ku pkgrs gSa mls pqusa vkSj
lekIr gksus ij fØ,V ij fDyd djsaA

fp=k 5-55

vkidh çstsaVs'ku çn'kZu ds fy, rS;kj gSA

5-22-2 fMtkbu VsEiysV

vki ftl fMtkbu VsEiysV dk mi;ksx djuk pkgrs gSa mls pquus ds fy, baLVkWy fd, x,
Fkhe ckWDl ij fDyd djsaA liQsn ckWDl esa dbZ VsEiysV uke fn•kbZ nsaxsA ;s Installed Themes

fp=k 5-56
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vkidks viuh çstsaVs'ku 'kq: djus ds fy, vyx&vyx i`"BHkwfe vkSj VsDLV iQkWeZsfVax çnku
djrs gSaA lwph ij VsEiysV uke dks gkbykbV djds çR;sd fMtkbu dk iwokZoyksdu djsaA fMtkbu
pquus ds ckn fØ,V nck,¡ (fp=k 5-56)A

5-22-3 LykbM ysvkmV

;fn vki dksbZ VsEiysV ugha pqurs gSa] rks vki fp=k esa igys fn•k, x, U;w çstsaVs'ku Mk;ykWx
ckWDl ls ,d •kyh çstsaVs'ku fodYi pqudj viuk çstsaVs'ku 'kq: dj ldrs gSaA 5-54-

,d ckj tc vki viuh ubZ çstsaVs'ku ds fy, ,d •kyh iQkWeZ pqu ysrs gSa] rks vkidh çstsaVs'ku
dh igyh LykbM fn•kbZ nsrh gSA vki viuk bfPNr ysvkmV pquus ds fy, LykbM ij jkbV
fDyd dj ldrs gSaA pquus ds fy, ukS vyx&vyx LykbM ysvkmV gSaA (fp=k 5-57)A vki
cl viuk p;u djsa vkSj ml ij fDyd djsaA uhps of.kZr çR;sd fodYi ;g r; djrk gS
fd vkidh iwjh dh xbZ LykbMsa dSlh fn•kbZ nsaxhA

fp=k 5-57

1- VkbVy LykbM% ;g fodYi çstsaVs'ku 'kq: djus ds fy, mi;ksxh gS_ ;fn vki fdlh
'kh"kZd ds uhps mi'kh"kZd ;k NksVk VsDLV 'kkfey djuk pkgrs gSa rks bl LykbM dk mi;ksx
djsaA

2- Title and content 'kh"kZd vkSj lkexzh% tc Hkh vkidks fdlh lkekU; fo"k; ds varxZr
vkus okyh phtksa dh lwph cukus dh vko';drk gks] rks bl ysvkmV dks pqusaA

3- lsD'ku gsMj% ;g fodYi çstsaVs'ku ds Hkhrj ,d çeq• lsD'ku cukus ds fy,
mi;ksxh gS
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4- nks lkexzh% fofHkUu rRoksa ;k VsDLV ckWDl dks j•us ds fy, ;g ,d mi;ksxh fodYi
gSA

5- rqyuk% i{k@foi{k lwph cukus ds fy, ;g ,d mi;ksxh fodYi gSA

6- dsoy 'kh"kZd% ;g fodYi çstsaVs'ku dh 'kq#vkr ds fy, cgqr vPNk gSA bl ysvkmV
esa dksbZ mi'kh"kZd 'kkfey ugha gS

7- fjDr% ;fn vki ekLVj LykbM ds vuqlkj Lo:fir ,d fjDr LykbM pkgrs gSa rks bl
ysvkmV dk mi;ksx djsaA

8- (Content with Caption)% LykbM ds nkbZa vksj lkexzh (vkerkSj ij pkVZ ;k fp=k
tSlh xzkfiQd oLrq) vkSj ckbZa vksj fooj.k ds lkFk 'kh"kZd dk o.kZu djus ds fy, bl
fodYi dk mi;ksx djsaA

9- m (Picture with Caption)% ,d fyad fd, x, vkWCtsDV ij 'kh"kZd j•us ds fy,
bl fodYi dk mi;ksx djsaA

5-22-4 Content dk p;u

VsDLV ckWDl ds vanj Ng çdkj ds elements fn•k, x, gSa tks uhps lwphc¼ gSaA vki LykbM
dh lkexzh ls p;u dj ldrs gSa (fp=k 5-58)A

fp=k 5-58

1- Vscy bUlVZ djsa

2- pkVZ Mkysa



152 :: daI;wVj ,oa vkWfiQl ,ifyds'kal

3- LekVZvkVZ xzkfiQd Mkysa

4- iQkby ls fp=k bUlVZ djsa

5- fDyi vkVZ Mkysa

6- ehfM;k fDyi Mkysa

5-22-5 ekStwnk çstsaVs'ku •ksysa

fdlh ekStwnk çstsaVs'ku dks •ksyus ds fy, vkWfiQl cVu ls vksiu VSc dk p;u djsaA yqd
bu% MªkWi&Mkmu esuw ls ml iQksYMj dk p;u djsa ftlesa iQkby fLFkr gS vkSj lwph esa iQkby
dks gkbykbV djsaA

çstsaVs'ku •ksyus ds fy, vksiu ij fDyd djsa (fp=k 5-59)A

fp=k 5-59

5-23 LykbM ns•uk

vkidh LykbMksa ds fuekZ.k vkSj çstsaVs'ku esa lgk;rk ds fy, ikojikWbaV esa dbZ O;w 'kkfey gSaA
;s O;w lkekU;] LykbM lkWVZj vkSj LykbM 'kks gSaA igys nks n`'; vkidh çstsaVs'ku cukus ds fy,
gSa vkSj vafre ,d LykbM 'kks dh çstsaVs'ku ds fy, gSA vki ikojikWbaV foaMks ds uhps nkbZa vksj
lacafèkr O;w cVu ij fDyd djds bu O;wt rd igqap ldrs gSa (fp=k 5-60)A
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fp=k 5-60

;k esuw ckj ij O;w vkSj fiQj lacafèkr dekaM dk p;u djsaA mnkgj.k ds fy,] ;fn vki lkekU;
O;w pquuk pkgrs gSa] rks esuw ckj ij O;w → ukWeZy dekaM pqusaA

5-23-1 ukWeZy O;w

ukWeZy O;w LØhu dks rhu •aMksa esa foHkkftr djrk gS% eq[; foaMks] tgka orZeku LykbM çnf'kZr
gksrh gS_ ckbZa vksj vkmVykbu isu vkSj uhps uksV~l isu ;gha ij vki viuk vfèkdka'k dke
djsaxsA vki çR;sd isu ds ckWMZj ij fDyd djds vkSj mls ml vkdkj esa •hapdj mldk
vkdkj cny ldrs gSa tSlk vki pkgrs gSaA ukWeZy O;w rd igqapus ds fy,] foaMks ds uhps nkbZa
vksj ukWeZy O;w cVu ij fDyd djsa ;k esuw ckj ij O;w → ukWeZy dekaM dk p;u djsaA

5-23-2 LykbM lkWVZj O;w

çR;sd LykbM dh ,d NksVh Nfo LykbM lkWVZj O;w ij çnf'kZr gksrh gSA bl O;w dk mi;ksx djds
LykbMksa dks vklkuh ls vkWMZj esa vkSj lkWVZ fd;k tk ldrk gSA vki bl O;w dk mi;ksx fo'ks"k
çHkko Mkyus ds fy, Hkh dj ldrs gSa] tSls fd çR;sd ubZ LykbM fn•kbZ nsus ij gksus okys Vªkaft'kuA
LykbM lkWVZj O;w rd igqapus ds fy,] foaMks ds uhps nkbZa vksj LykbM lkWVZj O;w cVu ij fDyd
djsa ;k esuw ckj ij View→SlideSorter dekaM dk p;u djsa (fp=k 5-61)A

fp=k 5-61
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5-23-3 LykbM 'kks n`';

LykbM 'kks O;w og O;w gS ftldk mi;ksx rc fd;k tkrk gS tc vki viuh çstsaVs'ku dk
iwokZoyksdu djrs gSa rkfd ;g lqfuf'pr fd;k tk lds fd gj pht lgh txg ij gS] ;k
tc vki n'kZdksa dks çstsaVs'ku nsrs gSaA pw¡fd vkidh çstsaVs'ku dh lHkh èofu;k¡] ,fues'ku]
gkbijfyad vkSj ,D'ku lsfVaXl dke dj jgh gksaxh] vki ns• ldrs gSa] fd vkidk 'kks dSlk
gksxkA LykbM 'kks O;w rd igqapus ds fy,] foaMks ds uhps nkbZa vksj LykbM 'kks cVu ij fDyd
djsa ;k esuw ckj ij View&>SlideShow dekaM dk p;u djsaA

5-24 fMtkbu ;qfDr;k¡

gkyk¡fd] ikojiksbZaV vkidks mRÑ"V çstsaVs'ku nsus ds fy, dqN cgqr 'kfDr'kkyh midj.k çnku
djrk gS] ysfdu xyr fMtkbu fodYi pquus ls vkids lHkh ç;kl foiQy gks ldrs gSaA lgh
fu.kZ; ysuk dfBu ugha gSA uhps fn, x, fn'kkfunZs'kksa dk ikyu djds vki csgrjhu LykbM
rS;kj dj ldrs gSaA

1- VsDLV vkSj cSdxzkmaM ds fy, foijhr jaxksa dk mi;ksx djsa rkfd VsDLV dks i<+uk vklku
gks tk,A

2- iQkWUV vkdkj bruk cM+k mi;ksx djsa fd ml dejs ds ihNs ls ns•k tk lds tgka çstsaVs'ku
vk;ksftr fd;k tk,xkA 24&fcanq ;k mlls cM+s iQkWUV vkdkj dh vuq'kalk dh tkrh gSA

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

4- ljy LykbM Vªkaft'ku dk mi;ksx djsaA cgqr lkjs vyx&vyx Vªkaft'ku vkids n'kZdksa
dks çstsaVs'ku ds fo"k; ls fopfyr dj nsaxsA

5- LykbM esa cgqr vfèkd VsDLV ;k xzkfiQDl ls vO;ofLFkr djus ls cpsaA vkids n'kZdksa
dks og lquuk pkfg, tks vki dguk pkgrs gSa vkSj O;Lr LØhu ls mudk è;ku HkVduk
ugha pkfg,A

6- dbZ vyx&vyx VsDLV çHkkoksa tSls cksYM] bVSfyd] vaMjykbfuax] ,d okD; ds Hkhrj
tksj nsus ds fy, cM+s iQkWUV vkdkj ;k ,d gh LykbM ij ,d vyx iQkWUV dk mi;ksx
u djds VsDLV dks ljy vkSj i<+us esa vklku j•saA

5-25 LykbM~l ds lkFk dke djuk

LykbM vkidh çstsaVs'ku ds fuekZ.k •aM gSaA vki ysvkmV vkSj fMtkbu Hkh cuk ;k mi;ksx
dj ldrs gSa] uksV~l tksM+ ldrs gSa vkSj gSaMvkmV cuk ldrs gSa] vkSj viuh LykbM ds Lo:i
dks vuqdwfyr dj ldrs gSaA vki ubZ LykbM vius LykbM 'kks esa lfEefyr dj ldrs gSaA
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tc vki ,d ubZ LykbM cukrs gSa] rks vki U;w LykbM Mk;ykWx ckWDl esa miyCèk ukS ysvkmV
esa ls fdlh ,d dk mi;ksx dj ldrs gSa (èkkjk 5-22-3 ns•sa) ;k ,d •kyh LykbM pqusaA
,d ckj tc vki ,d ubZ LykbM cuk ysrs gSa] rks vki mlesa VsDLV] fp=k] xzkiQ] Vscy vkfn
tSls fofHkUu rRo lfEefyr dj ldrs gSaA

5-25-1 fMtkbu VsEiysV ykxw djuk

fMtkbu VsEiysV tksM+us ;k ekStwnk VsEiysV dks cnyus ds fy,] fjcu ij fMtkbu VSc dk p;u
djsaA VsEiysV ij fDyd djds mls pqusa (fp=k 5-62)A

fp=k 5-62

5-25-2 LykbM ysvkmV cnyuk

LykbM ds ysvkmV VsEIysV dks cnyus ds fy, esuw ckj ij Home→Layout dekaM dk p;u
djsaA LykbM ysvkmV Mk;ykWx ckWDl ukS ysvkmV ds lkFk çdV gksrk gSA ykxw djus ds fy,
ysvkmV Fkacusy Nfo;ksa esa ls fdlh ,d ij fDyd djsaA (fp=k 5-63)A

5-25-3 vkmVykbu ls LykbM

vkmVykbu vkidks VsDLV iQkby ls LykbM rS;kj djus dk ,d rjhdk çnku djrk gSA vki
bl lqfoèkk dk mi;ksx LykbMksa dk ,d lewg cukus ds fy, dj ldrs gSa ftuesa cgqr lkjs
VsDLV gksaA vki vkmVykbu isu esa VsDLV Vkbi djds ubZ LykbM Hkh cuk ldrs gSaA bUlVZ
vkmVykbu Mk;ykWx ckWDl rd igqapus ds fy,] esuw ckj ij Home→New Slide→Slide

from Outline ls LykbM dk p;u djsaA
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fp=k 5-63

5-25-4 MqfIydsV p;fur LykbM~l

tc vkidks leku LykbM cukus dh vko';drk gksrh gS rks MqfIydsV p;fur LykbM vkidks
,d LykbM dh MqfIydsV nsrk gSA orZeku LykbM ds ckn orZeku LykbM dh ,d çfr lfEefyr
djus ds fy,] og LykbM pqusa ftls vki MqfIydsV djuk pkgrs gSa] vkSj fiQj esuw ckj ij
MqfIydsV LykbM dekaM ds fy, jkbV fDyd djsa ;k CTRL+SHIFT+D dh (key) nck,¡
(fp=k 5-64)A

fp=k 5-64

vki laiw.kZ LykbM dk p;u djds LykbM dks dV@dkWih vkSj isLV Hkh dj ldrs gSaA
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5-25-5 LykbM~l dks iqu% O;ofLFkr djuk

LykbM lkWVZj O;w esa fdlh LykbM dks iqu% O;ofLFkr djus ds fy,] cl ml LykbM ij fDyd
djsa ftls vki LFkkukarfjr djuk pkgrs gSa vkSj mls u, LFkku ij •hapsa (fp=k 5-61 ns•sa)A
ukSeZy ;k vkmVykbu O;w esa LykbM isu esa LykbM ij fDyd djsa vkSj LykbM dks ,d u,
LFkku ij ys tk,a vkSj •hapsaA

5-25-6 LykbM fNik,¡

;fn vki ugha pkgrs fd LykbM 'kks ds nkSjku dksbZ LykbM fn•kbZ ns] ysfdu vki ml LykbM
dks gVkuk Hkh ugha pkgrs D;ksafd bldk mi;ksx ckn esa fd;k tk ldrk gS] rks LykbM isu
esa LykbM ij jkbV fDyd djds vkSj Hide dk p;u djds LykbM dks fNik;k tk ldrk
gS (fp=k 5-65)A vki blh çdkj fdlh Nqih gqbZ LykbM dks mtkxj Hkh dj ldrs gSaA

fp=k 5-65

5-25-7 LykbMksa ds chp ?kweuk

vki fuEufyf•r Vwy dk mi;ksx djds ,d LykbM ls nwljh LykbM ij tk ldrs gSa%

LØkWy ckj% ,d LykbM ls nwljs LykbM ij ;k uksV~l isuvkSj vkmVykbu isu esa çnf'kZr VsDLV
dks ns•us ds fy, LØkWy ckj dk mi;ksx djsaA

usDLV LykbM vkSj izhfo;l LykbM cVu% usDLV LykbM vkSj izhfo;l LykbM cVu vkidks
LykbM 'kks esa vxyh LykbM ;k fiNyh LykbM ij ys tkrs gSaA nksgjs rhj }kjk n'kkZ, x, ;s
cVu lhèks LØkWy ckj ds uhps fLFkr gSa (fp=k 5-66)A
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fp=k 5-66

vkmVykbu isu dk mi;ksx djuk% vkmVykbu O;w esa cnysa vkSj fiQj ml LykbM ij fDyd
djsa ftls vki ns•uk pkgrs gSaA vki vius ekml dk mi;ksx djds] ;k Åij vkSj uhps ,jks
dlZj dk mi;ksx djds vkmVykbu isu esa pkjksa vksj tkdj ns• ldrs gSaA

ikBxr ç'u 5-4

9- lgh ;k xyr crk,aA

(d) lkekU; O;w vkSj :ijs•k O;w nksuksa esa vki ns• ldrs gSa% orZeku LykbM] LykbM
:ijs•k vkSj uksV~lA

(•) LykbM ds ikB vkSj i`"BHkwfe ds fy, foijhr jaxksa dk mi;ksx djuk vPNk vH;kl
ugha gSA

(x) LykbM rS;kj djrs le; viuk lans'k igqapkus ds fy, yacs okD;ka'k okys okD;ksa
dk ç;ksx djsaA

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

(d) 7 (•) 9 (x) 14 (?k) 17

11- ikojikWbaV Mk;ykWx ckWDl ,d ubZ çstsaVs'ku cukus ds fy, mi;ksxh gS%

(d) bULVkYM VsEiysV~l (•) vksiu

(x) bULVkYM Fkhe vkSj fjDr çstsaVs'ku (?k) mijksDr (d) vkSj (x) nksuksa
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12- fdlh lEesyu esa LykbMksa dh çstsaVs'ku esa fuEufyf•r esa ls dkSu lk O;w fn•k;k tkrk
gS\

(d) LykbM O;w (•) LykbM lkWVZj O;w

(x) :ijs•k O;w (?k) LykbM 'kks O;w

5-26 VsDLV ds lkFk dk;Z djuk

vki vius fopkjksa dks vius n'kZdksa rd igq¡pkus ds fy, VsDLV ds lkFk dke dj ldrs gSaA
ikojikWbaV vkidks viuh çstsaVs'ku ds fy, VsDLV lfEefyr djus] laikfnr djus vkSj çk:fir
djus ds dbZ rjhds nsrk gSA

5-26-1 VsDLV lfEefyr djuk

vkmVykbfuax VsDLV dk mi;ksx leku çÑfr dh LykbM cukus ds fy, fd;k tk ldrk gSA
vkmVykbfuax Vwyckj dk mi;ksx djds] vki gsM~l] lwfp;k¡ vkSj iSjkxzkiQ cuk ldrs gSaA fdlh
LykbM esa VsDLV dks lgh <ax ls lfEefyr djus ds fy, ikojikWbaV vkidh :ijs•k ds çk:i
dk mi;ksx djrk gSA gsfMax 1 LykbM dk 'kh"kZd cu tkrk gS] gsfMax 2 VsDLV ckWDl dh igyh
iafDr cu tkrk gS] bR;kfnA tc vki ,d iwoZfuèkkZfjr ysvkmV dk p;u djrs gSa vkSj tSlk
fd igys crk;k x;k gS] vkmVykbu O;w ij fLop djrs gSa] rks vki ckbZa vksj dh foaMks ij
vkmVykbu VsDLV fodYi ns• ldrs gSaA vkmVykbfuax Vwyckj pquus ds fy,] esuw ckj ds uhps
ckbZa vksj LykbM isu ds lkFk esa vkmVykbu isu dk p;u djsaA

VsDLV ckWDl % VsDLV ckWDl og rjhdk gS ftlls ikojikWbaV VsDLV dks LykbM ij j•rk gSA
tc vki ,d LykbM cukrs gSa] vkSj ,d fof'k"V LykbM ysvkmV dk mi;ksx djrs gSa] rks LykbM
esa ,d ;k vfèkd VsDLV ckWDl gksaxsA u;k VsDLV tksM+us ds fy, cl ekStwnk VsDLV ij fDyd
djsaA

;fn vki LykbM esa ,d u;k VsDLV ckWDl tksM+uk pkgrs gSa] rks esuw ckj ij Insert→Text

Box dekaM dk p;u djsa vkSj fiQj ml LFkku ij ekml ls VsDLV ckWDl cuk,a tgka vki
VsDLV ckWDl Mkyuk pkgrs gSaA

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

1- ftl VsDLV ckWDl dk vki vkdkj cnyuk pkgrs gSa ml ij ekml ls fDyd djds mls
pqusaA VsDLV ckWDl ds pkjksa vksj vkB gSaMy okyk ,d ckWMZj fn•kbZ nsxkA dksuksa ij yxs
pkj gSaMy ,d gh ckj esa ckWDl dh yackbZ vkSj pkSM+kbZ dk vkdkj cny nsaxs tcfd fdukjksa
ij yxs gSaMy dsoy ,d fn'kk esa vkdkj cny nsaxsA
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2- viuh vko';drk ds vuqlkj fdlh ,d gSaMy ij fDyd djsa vkSj mls ekml ls •hapsaA
tc ;g vkids bfPNr vkdkj dk gks tk, rks ekml cVu dks NksM+ nsaA eksVs fcanhnkj
ckWMZj dks ekml ls fDyd djds vkSj •hapdj VsDLV ckWDl dks LFkkukarfjr djsaA

;fn vki fdlh VsEIysV ls VsDLV ckWDl dks gVkuk pkgrs gSa] rks cl VsDLV ckWDl ds ckWMZj
ij fDyd djsa vkSj fiQj dhcksMZ ij DELETE dh (key) nck,¡A

5-26-2 VsDLV iQkjeSV djuk

iQkjeSV iQkWUV % ml VsDLV dk p;u djsa ftls :ijs•k ij ;k LykbM ij VsDLV dks gkbykbV
djds Lo:fir fd;k tk,xkA vki Home→Font esuw ckj ls p;u dj ldrs gSa ;k gkbykbV
fd, x, p;u ij jkbV fDyd dj ldrs gSa vkSj ikWivi 'kkWVZdV esuw ls iQkWUV esuw dk p;u
dj ldrs gSa (fp=k 5-67)A iQkWUV Mk;ykWx ckWDl ls iQkWUV] vkdkj] 'kSyh] çHkko vkSj jax pqusaA

fp=k 5-67

fMtkbu VsEIysV ij cqysVsM lwfp;k¡ % cqysVsM lwfp;k¡ vkidks viuh çstsaVs'ku ds eq[; fcanqvksa
dks LykbM ij Li"V :i ls çnf'kZr djus dh vuqefr nsrh gSaA fMtkbu VsEIysV ij VsDLV ckWDl
esa igys ls gh cqysVsM lwfp;k¡ 'kkfey gSaA VsDLV tksM+uk 'kq: djus ds fy, LykbM ij IyslgksYMj
ij fDyd djsa vkSj vxyh iafDr ij ykSVus vkSj ,d u;k cqysVsM vkbVe tksM+us ds fy, ENTER

dh nck,¡A fcuk dksbZ vU; cqysV tksM+s vxyh iafDr ij tkus ds fy,] ENTER nckrs gq,
SHIFT dh nck, j•saA
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VsDLV ckWDl ls cqysVsM lwph % ;fn vki fdlh fMtkbu VsEiysV ij ekStwnk IyslgksYMj ls
cqysVsM lwph ugha cuk jgs gSa] ;k ;fn vki ,d vfrfjDr cqysVsM lwph tksM+uk pkgrs gSa] rks
ubZ lwph cukus ds fy, bu pj.kksa dk ikyu djsa%

1- LykbM O;w esa esuw ckj ls Insert →Text Box dk p;u djds ,d VsDLV ckWDl cuk,aA

2- tc vki ekml ?kqekrs gSa rc ckbZa ekml cVu dks nckdj LykbM ij VsDLV ckWDl dks
rc rd ^•hapsa* tc rd fd ckWDl vkids bfPNr vkdkj dk u gks tk,A

3- Home→Paragraph esuw ckj ls cqysV~l ;k uEcfjax pqusaA

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

5- Color esuw ls cqysV ds fy, ,d jax pqusaA O;kid p;u ds fy, More Colors ij fDyd
djsaA

6- fn•k, x, cqysV çdkjksa esa ls ,d dk p;u djsa vkSj vksds ij fDyd djsa (fp=k
5-68)A ;k Picture Bullet foaMks ns•us ds fy, Picture cVu ij fDyd djsa (fp=k
5-69)A cqysV~l esa ls ,d dk p;u djsa vkSj ok ij fDyd djsaA

fp=k 5-68
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fp=k 5-69

5-26-3 uksV~l tksM+uk

ukWeZy O;w ls] uksV~l dks LykbM esa tksM+k tk ldrk gSA ;s uksV~l vkidh çstsaVs'ku ij fn•kbZ
ugha nsaxs] ysfdu bUgsa fçaV esuw ij fçaV OgkV% uksV~l ist dk p;u djds uksV~l }kjk lanfHkZr
LykbM ds lkFk dkxt ij fçaV fd;k tk ldrk gS (fp=k 5-70 vkSj 5-71)A

fp=k 5-70

5-27 lso djuk ,oa fçaV djuk

vki viuh çstsaVs'ku LykbM dks fdlh iQksYMj esa iQkby ds :i esa lso dj ldrs gSaA vki
LykbMksa dks osc ist ds :i esa Hkh lso dj ldrs gSa rkfd vki mUgsa baVjusV ij iksLV dj
ldsa A fçafVax oSlk gh gS tSlk vkius oMZ vkSj ,Dlsy esa fd;k gSA viuh çstsaVs'ku LykbM fçaV
djus ls igys viuk ist lsV djuk ;kn j•saA
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5-27-1 ist lsVvi

çstsaVs'ku LykbM~l dks fçaV djus ds fodYiksa rd igqapus ds fy, esuw ckj ls Office

Button→Print Preview dk p;u djsaA LykbM MªkWi&Mkmu esuw ls ml çk:i dk p;u djsa
ftlds fy, fçaV dh x;h LykbM dk mi;ksx fd;k tk,xk (fp=k 5-71)A

fp=k 5-71

5-27-2 iQkby ds :i esa lso djsa

viuh çstsaVs'ku LykbM dks iQkby ds :i esa lso djus ds fy,] esuw ckj ij vkWfiQl cVu
→Save As dekaM dk p;u djsa ;k cl 'kh"kZ ij Vwyckj ij lso cVu ij fDyd djsaA bl
:i esa SaveAs Mk;ykWx ckWDl lkeus vkrk gSA og iQksYMj vkSj Mªkbo pqusa ftlesa vkidh iQkby
fLFkr gksxh] iQkby dk uke Vkbi djsa vkSj fiQj bl :i esa lso Mk;ykWx ckWDl esa Save ij
fDyd djsa (fp=k 5-72)A

fp=k 5-72
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5-27-3 osc ist ds :i esa lso djsa

tSlk fd igys crk;k x;k gS] esuw ckj ij Office cVu →Save As dekaM dk p;u djds
çstsaVs'ku dks lso fd;k tk ldrk gSA gkyk¡fd] ;fn vki ikojiksbZaV çstsaVs'ku dks baVjusV ij
iksLV djuk pkgrs gSa] rks vki mUgsa osc istksa ds :i esa lso dj ldrs gSa rkfd vkidh osc
lkbV ij vkus okys vkxarqd çstsaVs'ku ns• ldsa] Hkys gh muds daI;wVj ij ikojiksbZaV LFkkfir
u gksA Office→Save As pqusa vkSj MªkWi Mkmu ls osc ist dekaM pqusaA yqd bu% MªkWi&Mkmu
esuw ls usVodZ ij viuh osc ist funZsf'kdk pqusa vkSj iQkby dks File Name ckWDl esa uke
nsaA çstsaVs'ku dks osc iQkWeZsV esa lso djus ds fy, Save ij fDyd djsa (fp=k 5-73)A

fp=k 5-73

5-27-4 fçaV

çstsaVs'ku dks fçaV djus ds fy, esuw ckj ij vkWfiQl cVu→fçaV dekaM dk p;u djsaA fçaV
Mk;ykWx ckWDl •qyrk gSA fçaV ckWDl esa fuEufyf•r fodYi pqusaA

fçaV jsat& çstsaVs'ku esa lHkh LykbM dks fçaV djus ds fy, All dk p;u djsa] dsoy orZeku
LykbM dks fçaV djus ds fy, orZeku LykbM (Current Slide) dk p;u djsa] ;k dsoy dqN
LykbM dks fçaV djus ds fy, LykbM iQhYM esa LykbM uacj ntZ djsaA
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çfrfyfi;k¡ & fçaV jsat esa fufnZ"V çR;sd LykbM dh çfr;ksa dh la[;k ntZ djsa vkSj ;fn vko';d
gks rks Collate ckWDl dks psd djsa (fp=k 5-74)A

fp=k 5-74

D;k fçaV djsa &

LykbM & çR;sd i`"B ij ,d iw.kZ i`"B LykbM fçaV djrk gSA

gSaMvkmV~l & çR;sd i`"B ij ftruh vki fufnZ"V djrs gSa mruh LykbM fçaV djrk gSA

uksV~l ist & çR;sd i`"B ij ml LykbM ds uksV~l ds lkFk ,d LykbM fçaV djrk gSA

vkmVykbu O;w & çstsaVs'ku dh :ijs•k fçaV djrk gS fçaV djus ds fy, OK ij fDyd
djsaA

5-28 LykbM 'kks ns•sa

viuh LykbM cukus ds ckn] vki viuk LykbM 'kks ns• ldrs gSaA

LykbM 'kks VSc pqusa- LVkVZ LykbM 'kks xzqi esa From Begining cVu ij fDyd djsaA ;k
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viuh LØhu ds fupys nk,a dksus esa LykbM 'kks vkbdu ij fDyd djsaA vkids çstsaVs'ku
dk LykbM 'kks vkidh LØhu ij fn•kbZ nsxkA

LykbM 'kks dks lekIr djus vkSj ikojikWbaV ij ykSVus ds fy, ESC Key nck,¡A

5-29 çstsaVs'ku can djsa

orZeku çstsaVs'ku LykbM iQkby dks can djus ds fy,] esuw ckj ij vkWfiQl cVu →Close

djsa dekaM dk p;u djsaA ;fn iQkby esa dksbZ lgsts u x, ifjorZu gSa] rks vkidks can djus
ls igys iQkby dks lso djus ds fy, dgk tk,xkA

5-30 ikojikWbaV çksxzke ls ckgj fudysa

tc ikojikWbaV esa vkidk dke iwjk gks tk, vkSj lHkh iQkbysa can gks tk,a] rks vki esuw ckj
ij vkWfiQl cVu →Exit PowerPoint dekaM dk p;u djds ikojikWbaV çksxzke ls ckgj fudy
ldrs gSaA

ikBxr ç'u 5-5

13- (i) vki ,d LykbM ls nwljh LykbM ij dSls tkrs gSa\

(d) LØkWy ckj dk mi;ksx djukA

(•) Next LykbM vkSj Previous LykbM cVu dk mi;ksx djukA

(x) vkmVykbu isu dk mi;ksx djukA

(?k) mi;ZqDr lHkh

(ii) vki LykbM esa VsDLV dSls Mkyrs gSa\

(d) vkmVykbu VsDLV dk mi;ksx djuk (•) VsDLV ckWDl Mkyuk

(x) jkbV fDyd djuk (?k) (d) vkSj (•) Åij

(iii) vki viuh LykbM esa uksV~l ;gka ls tksM+ ldrs gSa%

(d) LykbM lkWVZj O;w (•) lkekU; O;w

(x) LykbM 'kks O;w (?k) (d) vkSj (•)

(iv) VsDLV dks vklkuh ls LykbM esa Mkyk tk ldrk gS%

(d) lkekU; O;w (•) vkmVykbu O;w

(x) LykbM lkWVZj O;w (?k) (d) vkSj (•)



vkWfiQl çksMfDVfoVh VwYl Hkkx 2 :: 167

5-31 vkius D;k lh•k

bl ikB esa vkius MsVkcsl vkSj nSfud thou esa blds egRo ds ckjs esa lh•k gSA vkius ;g
Hkh lh•k fd Vscy dSls cuk,a vkSj mls dSls la'kksfèkr djsaA Dosjht cukus vkSj iQkWeZ vkSj fjiksVZ
fMtkbu djus ds fofHkUu rjhdksa ij Hkh ppkZ dh xbZ gSA çHkkoh lapkj ds fy, eYVhehfM;k
lqfoèkkvksa dk mi;ksx djds ,d 'kfDr'kkyh çstsaVs'ku dk fuekZ.k Hkh var esa 'kkfey fd;k
x;k gSA

5-32 VfeZuy ç'u

1- MsVkcsl D;k gS\

2- Vscy] iQhYM vkSj fjdkWMZ 'kCnksa dks ,d mnkgj.k dh lgk;rk ls le>kb,A

3- MsVk çdkj D;k gS\ fdUgha pkj MsVk çdkjksa dks mnkgj.k lfgr le>kb;sA

4- çkbejh dh D;k gS vkSj bls rkfydk esa dSls fufnZ"V fd;k tkrk gS\

5- vki 2 Vscy ds vkèkkj ij Dosjh dSls cuk ldrs gSa\ bl çdkj dh Dosjh cukus ds fy,
lcls vko';d 'krZ D;k gS\

6- vki Dosjh fMtkbu O;w esa dkWye dh fLFkfr dSls cny ldrs gSa\ mnkgj.k lfgr le>kb;sA

7- fuEufyf•r ij laf{kIr fVIi.kh fy•sa%

(i) iQkWeZ

(ii) fjiksVZ

8- iQkWeZ fotkMZ dk mi;ksx djds iQkWeZ cukus ds fofHkUu pj.kksa dks fy•saA

9- ikojIokbaV dh fdUgha rhu fo'ks"krkvksa dks le>kb,A

10- çstsaVs'ku cukus dh dksbZ ,d fofèk le>kb;sA

11- LykbM esa VsDLV ckWDl Mkyus ds pj.kksa dh O;k[;k djsaA

12- vki VsDLV ckWDl esa iafDr;ksa ds chp dh txg dh ek=kk dSls cnyrs gSa\

13- vki LykbM~l esa fiDpj cqysV~l dSls Mkyrs gSa\
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5-33 ikBxr ç'uksa ds mÙkj

ikBxr ç'u 5-1

1- (d) lgh (•) xyr (x) lgh (?k) xyr (Ä) xyr

2- (d) iQhYM (•) çkbejh dh

3- (x)

4- (d)

ikBxr ç'u 5-2

5- (d) xyr (•) lgh (x) xyr (?k) lgh

6- (d) nks (•) fMtkbu

ikBxr ç'u 5-3

7- (d) ubZ Dosjh (•) rkfydk (x) fMtkbu (?k) ju (Ä) rkfdZd

8- (d) xyr (•) lgh (x) lgh (?k) xyr (Ä) xyr

ikBxr ç'u 5-4

9- (d) lgh (•) xyr (x) xyr

10- (•)

11- (?k)

12- (?k)

ikBxr ç'u 5-5

13- (i) (?k) (ii) (?k) (iii) (•) (iv) (?k)
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6

,d osclkbV dh ;kstuk cukuk
vkSj fMtkbu djuk

6-1 ifjp;

fdlh Hkh osclkbV dk eq[; mn~ns'; fof'k"V tkudkjh ;k lsokvksa dks O;ofLFkr vkSj mi;ksxdrkZ
ds vuqdwy rjhds ls forfjr djuk gSA osclkbV dh liQyrk lkbV ij vkus okys n'kZdksa dh
la[;k vkSj n'kZdksa dks vko';d tkudkjh çkIr djus esa vklkuh ds vkèkkj ij ekih tkrh
gSA ,d çHkkoh vkSj dq'ky osclkbV bl ckr ls vR;fèkd çHkkfor gksrh gS fd baVjiQsl fdruh
vPNh rjg fufeZr vkSj çcafèkr fd;k x;k gSA ifjn`'; dks è;ku esa j•rs gq,] dkuwuh vfèkdkjksa
dks è;ku esa j•dj ,d fo'oluh; osc gksfLVax loZj esa osclkbV dks gksLV djus ij mfpr
;kstuk vkSj fMtkbu ds egRo dks utjvankt ugha fd;k tk ldrk gSA

6-2 mn~ns';

bl l=k ls xqtjus ds ckn] vki fuEu esa l{ke gksaxs%

osclkbV ;kstuk dh voèkkj.kk dks Li"V djus esa_

osclkbV fMtkbfuax ds fl¼karksa dks ifjHkkf"kr djus esa_

osclkbV ds fofHkUu çdkjksa vkSj ?kVdksa dks ifjHkkf"kr djus esa_

osclkbV gksfLVax vkSj mlds çdkjksa dk o.kZu djus esa_

Mksesu uke iathdj.k ls ifjfpr gksus es_

,d lSaiy osclkbV dks ,d fu%'kqYd osc gksfLVax loZj esa gksLV djus esaA
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6-3 osclkbV D;k gS\

,d osclkbV fdlh O;fÙkQ] O;kolkf;d ?kjkus ;k fdlh vU; laxBu ds fy, HTML dksM
esa fy•s x, nLrkostksa dk ,d laxzg gSA ;g vke rkSj ij fdlh fo'ks"k fo"k; ;k mn~ns'; ds
fy, lefiZr gksrk gSA

dk;Z{kerk ds vkèkkj ij osclkbV nks çdkj dh gksrh gS] LVsfVd osclkbV vkSj Mk;ukfed
osclkbVA LFkSfrd osclkbV esa lkexzh ckj&ckj cnyus dh mEehn ugha gksrh gS tcfd xfr'khy
osclkbV esa lkexzh ckj&ckj cnyrh jgrh gSA

6-4 fdlh osclkbV ds ?kVd

fdlh Hkh osclkbV ds ewy ?kVd bl çdkj gSa%

vkidh osclkbV dh vkd"kZd] dk;kZRed vkSj lqlaxr çLrqfr lqfuf'pr djus ds fy,
gkse ist vkSj lkbV&okbM VsEiysV fMtkbuA

vkidh lkbV dh Li"V vkSj laxr miyCèkrk çnku djus ds fy, baVsxzVsM lkbV usfoxs'kuA

vkidh osclkbV dk yqd vkSj iQhy] ftlesa jax] VsDLV vkSj xzkfiQDl ds lkFk&lkFk blds
dke djus dk rjhdk Hkh 'kkfey gSA

,d yksxks% vkidh osclkbV ds çR;sd i`"B ds ck,a dksus esa çnf'kZr fd;k tk,xkA

vkidh lkbV ds lHkh i`"Bksa dh lwph çnku djus ds fy, ,d lkbV eSiA

osclkbV lpZ iQhplZ mi;ksxdrkZ dks mudh fof'k"V #fp;ksa ls lacafèkr tkudkjh ds fy,
osclkbV ij •kst djus dh lqfoèkk nsrh gSaA

vckmV ist ftlesa 'kkfey gSa%

vkidk vkSj@;k vkidh daiuh dk iwjk fooj.k

vkidh osclkbV vkSj@;k daiuh ds mn~ns';

vkidk uke] irk] iQksu uacj vkSj bZ&esy irk

iQhMcSd% ;g xzkgdksa dks vkids mRiknksa vkSj lsokvksa ds ckjs esa dqN ç'u iwNus dh lqfoèkk
çnku djrk gSA

,d Mksesu use% baVjusV ij vkidk ̂ irk*] yksx vkidks <wa<us ds fy, vius czkmtj esa
D;k Vkbi djrs gSaA vki ,d 'kCn ;k okD;ka'k (mnkgj.k% mywebsite) vkSj ,d
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,DlVsa'ku (mnkgj.k%& .com, .net, .edu) pqurs gSa] vkidk Mksesu uke mywebsite.com

gks ldrk gSA

osc gksfLVax% og HkkSfrd LFkku tgka vkidh osclkbV fLFkr gS_ blesa daI;wVj (ftls
loZj dgk tkrk gS) ds lkFk&lkFk baVjusV ls dusD'ku vkSj og rduhd 'kkfey gS ftlls
vkidh osclkbV dks dke djrh gSA

dkWihjkbV% çR;sd i`"B ds uhps vkidh dkWihjkbV tkudkjh çnf'kZr djukA vkidk
dkWihjkbV bl rjg fn• ldrk gS% Copyright@Year CompanyName

6-5 osclkbV ;kstuk

fdlh osclkbV ds fuekZ.k esa ;kstuk cukuk lcls egRoiw.kZ fgLlk gSA osclkbV fMtkbu djus
ls igys mfpr ;kstuk cukuk t:jh gS tSlk fd ge ?kj cukus ds ekeys esa djrs gSaA ;fn vki
;kstuk ds ckjs esa lksps fcuk viuk ?kj cukuk 'kq: djrs gSa] rks ?kj ,d vlqfoèkktud vkokl
esa cny ldrk gSA blfy,] ,d vPNh osclkbV cukus ds fy, mfpr ;kstuk dh vko';drk
gksrh gSA

fdlh osclkbV dh ;kstuk cukus esa enn djus okys cqfu;knh pj.k gSa%

vius yf{kr n'kZdksa dks ifjHkkf"kr djsa

viuh voèkkj.kkvksa vkSj lkefxz;ksa dks O;ofLFkr djsa

,d funZsf'kdk lajpuk cuk,a (ftls lkbV eSi Hkh dgk tkrk gS)

ftu istksa dks vki cukuk pkgrs gSa mudk ,d Ldsp cuk,a

lkbV ds yqd ,aM iQhy dks fMtkbu vkSj ifj"Ñr djsa

6-5-1 vius yf{kr n'kZdksa dks ifjHkkf"kr djsa

vkidh lkbV dks n'kZdksa dks oSlh gh tkudkjh ;k lsok,¡ çnku djuh pkfg, tSlh os •kst
jgs gSaA vius n'kZdksa ds lkFk liQyrkiwoZd laokn djus dh dqath lcls igys ;g igpkuuk
gS fd os dkSu gSa vkSj fiQj vkidh osc lkbV ds fofHkUu Hkkxksa ij mudh çfrfØ;k dk vuqeku
yxkuk gSA vki viuh osc lkbV ds yxHkx gj igyw dks vius yf{kr n'kZdksa ds vuq:i cuk
ldrs gSa & tkudkjh dks O;ofLFkr djus ds rjhds ls ysdj vkids }kjk mi;ksx fd, tkus
okys iQkWUV vkSj fp=kksa ds çdkj rdA mijksÙkQ mn~ns';ksa dks iwjk djus ds fy, vkidks fuEufyf•r
fcanqvksa ij fopkj djus dh vko';drk gSA

n'kZd dh i`"BHkwfe vkSj fiNyk vuqHko

mudh #fp vkSj ilan
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dkj.k fd os vkidh lkbV ij D;ksa vk jgs gSa

mudh lkekU; mez D;k gS

6-5-2 viuh voèkkj.kkvksa vkSj lkefxz;ksa dks O;ofLFkr djsa

vkidks viuh lkbV cukus ds mn~ns'; ds ckjs esa Li"V gksuk pkfg,] fd lkbV dk mn~ns';
D;k gS %

lwpuk çnku djuk

fdlh mRikn dk çpkj djuk

n'kZdksa dks f'kf{kr djus ds fy,

n'kZdksa dk euksjatu djus ds fy,

osc lkbV cukus dk vkidk n`f"Vdks.k vPNh rjg ls ifjHkkf"kr gksuk pkfg,A ,d ckj y{;
ifjHkkf"kr gks tkus ds ckn] viuh lHkh lkefxz;ksa dks O;ofLFkr djsa vkSj vU; lacafèkr nLrkost
vkSj fp=k ftuds lkFk vki dke djuk pkgrs gSa] mUgsa ,d lkFk j•saA

6-5-3 ,d Mk;jsDVjh lajpuk cuk,a

;fn vkidks yxrk gS fd lkbV esa cgqr de iQkbysa gksaxh rks vki mu lHkh dks dsoy ,d
Mk;jsDVjh esa laxzghr dj ldrs gSaA ysfdu ;fn lkbV cgqr cM+h vkSj tfVy gksus okyh gS]
rks vkidks iQkbyksa dks vyx&vyx Mk;jsDVjh vkSj lc& Mk;jsDVjh esa O;ofLFkr djus dh
vko';drk gksxhA ,d rkfdZd Mk;jsDVjh lajpuk fodflr djuk vkidh osc lkbV dh ;kstuk
cukus dk ,d vfuok;Z fgLlk gSA vkids ikl èofu fDyfiax ds fy, ,d lc& Mk;jsDVjh
gks ldrh gSA

6-5-4 osc istksa dk ,d Ldsp cuk,a

vki osc ist dh ,d lajpuk cuk ldrs gSa (fp=k 6-1)

fp=k 6-1% oSclkbV dk js[kkfp=k
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,d lkekU; lkbV ;kstuk vkSj Mk;jsDVjh lajpuk LFkkfir djus ds ckn] vkidh oSclkbV ds fo"k;
dqN fuf'pr çdkjksa esa foHkkftr gks ldrs gSa | eSØksehfM;k Mªheohoj tSls osc fMtkbfuax Vwy
ij miyCèk fofHkUu iwoZ&fMtkbu fd, x, VsEiysV~l ds lkFk dke djuk laHko gks ldrk gSA

6-5-5 yqd ,aM iQhy fodflr djsa

yqd ,aM iQhy 'kCn dk vFkZ vkidh lkbV dh lEiw.kZ çLrqfr gSA ;g jax] xzkfiQDl] çdkj
vkSj ikB dk la;kstu gS tks 'kSyh vkSj çHkko ds lkFk vkids fo"k;ksa dks O;ÙkQ djus esa enn
djrk gSA

osc lkbV ds yqd ,aM iQhy dks csgrj cukus ds fy, vki dqN dkjdksa ij fopkj dj
ldrs gSa %

Lisl ,aM cSysUl % gj pht vkuqikfrd vkSj mfpr fn•uh pkfg,A

jax % jax vka•ksa dks vPNs yxus pkfg,A

iQkWUV çdkj vkSj vkdkj % osc ist esa VsDLV dk Vkbi iQsl vkSj VsDLV dk vkdkj
i<+us esa vklku gksuk pkfg, fo"k;ksa dks lgh ls le>k tk lds A

cukoV% ist i<+rs le; cSDxzkm.M xzkfiQDl ;k cukoV tfVy gks ldrs gSaA blfy, cgqr
lkoèkku vkSj p;ukRed jgsaA

Lis'ky bÝiQsDV~l % vkidh lkbV dks vkd"kZd cukus ds fy, eYVhehfM;k dks vkidh
lkbV esa Mkyk tk ldrk gSA czkmtj ds ekè;e ls ,Dlsl djrs le; vfèkd ,uhes'ku]
xzkfiQDl] èofu ds dkj.k nsjh gks ldrh gSA

,d:irk % iwjh oSclkbV esa ,d gh jax ;kstuk dk mi;ksx djuk ,d:irk çkIr djus
dk ,d vPNk rjhdk gSA

6-6 osc ist fMtkbfuax

osc ist fMtkbfuax ds ckjs esa dqN fl¼kar fuEufyf•r gSa tks vkidks ,d çHkkoh osc ist
fMtkbu djus esa enn djsaxsA

vius osc ist dks bl rjg çLrqr djsa fd mi;ksxdrkZ lkbV ns•us ds igys dqN lsdaM
esa gh çHkkfor gks tk,A

uohure tkudkjh çnku djds fu;fer vkèkkj ij osc istksa dks viMsV djrs jgsaA

vius osc istksa dks dsafær j•saA lc dqN ,d i`"B ij u fn•k,a] vyx&vyx fo"k;ksa
ds fy, vyx&vyx i`"Bksa dk mi;ksx djsaA
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lqfuf'pr djsa fd osc lkbV esa mi;ksx dh tkus okyh lqfoèkk,¡ lHkh czkmtjksa ds vuqdwy
gSaA

lqfuf'pr djsa fd osc lkbV ds cVu vkSj fyad vis{kk ds vuq:i dk;Z djsaA

dEçsLM fp=kksa dk mi;ksx djsa rkfd osc ist tYnh ls yksM gks tk,A

ikBxr ç'u 6-1

1- lgh mÙkj pqusa%

(d) osclkbV dh ;kstuk cukrs le; fuEufyf•r esa ls dkSu lk fodYi lcls mi;qÙkQ
gS%

(i) dsoy osclkbV dk mn~ns'; (ii) dsoy yf{kr n'kZd

(iii) dsoy osclkbV fo"k; (iv) ;s lHkh

([k) vkidh osclkbV dh ;kstuk cukus dk çkjafHkd pj.k gS%

(i) yf{kr n'kZdksa dh igpku djsa

(ii) lkbV ds mn~ns'; dh igpku djsa

(iii) ctV cukuk

(iv) Cyw fçaV rS;kj djsa

(x) fuEufyf•r esa ls dkSu lk osc lkbV fMtkbu lacaèkh fopkj gSa\

(i) i<+us esa vklku (ii) usfoxsV djus esa vklku

(iii) Rofjr MkmuyksM (iv) ;s lHkh

2- fuEufyf•r ds fy, lgh ;k xyr fy•sa%

(d) ,d LVsfVd osclkbV og gS ftlesa ckj&ckj cnyrh tkudkjh gks ldrh gSA

(•) ,d Mksesu uke baVjusV ij irk gSA

6-7 osc gksfLVax

osc gksfLVax lsok ,d çdkj dh baVjusV gksfLVax lsok gS tks O;fÙkQ;ksa] laxBuksa vkSj mi;ksxdrkZvksa
dks osc ds ekè;e ls lwpuk] fp=k] ohfM;ks ;k fdlh Hkh lkexzh dks laxzghr djus ds fy,
vkWuykbu flLVe çnku djrh gSA
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6-7-1 gksfLVax ds çdkj

eqÝr osc gksfLVax lsok % ;g eqÝr] foKkiu&lefFkZr osc gksfLVax gS] vkSj l'kqYd gksfLVax
dh rqyuk esa bldh dk;Z{kerk csgn lhfer gSA dqN eqÝr osc gksfLVax lsok,¡ gSa ft;ksflVht
(geocities.yahoo.com), usViQElZ (www.netfirms.com), ÚhloZlZ (www.freeser

vers.com), 50megs (megs.com), ÚhosCl (www.freewebs.com), VªkbikWM (www.

tripod.corn)

'ks;MZ osc gksfLVax lsok % bldk Hkqxrku rc fd;k tkrk gS tc osc lkbV dks dbZ lkS
vU; lkbVksa ds leku loZj ij j•k tkrk gSA ;s fdlh dk;Z dks djus ds fy, dqN gn
rd çfrcafèkr gSaA

MsfMdsVsM osc gksfLVax lsok % ;g l'kqYd gksfLVax gSA mi;ksxdrkZ dks viuk Lo;a dk
osc loZj feyrk gS vkSj ml ij iw.kZ fu;a=k.k çkIr gksrk gS] gkykafd] mi;ksxdrkZ loZj
dk LokfeRo ugha djrk gSA

6-7-2 osc lkbV gksfLVax ls tqM+h fofHkUu 'kCnkoyh

osc gksfLVax ls tqM+s vke rkSj ij mi;ksx fd, tkus okys 'kCn gSa%

iQkby LVksjst Lisl

vkidks fdruk laxzg.k Lisl pkfg,\ ;g lc bl ckr ij fuHkZj djrk gS fd vki viuh osclkbV
ij D;k djus dh ;kstuk cuk jgs gSaA vkidk gksLV vkidks tks LFkku çnku djrk gS mls fMLd
Lisl dgk tkrk gSA

cSaMfoM~Fk

vkidh lkbV dks vkids ;k mi;ksxdrkZvksa }kjk fdruh ckj ,Dlsl fd;k tk ldrk gS mls
cSaMfoM~Fk dgk tkrk gSA ;fn vki viuh lkbV ij cgqr vfèkd fgV (yk•ksa ist O;wt) dh
mEehn dj jgs gSa rks vkidks vfèkdre cSaMfoM~Fk çkIr djus dh vko';drk gksxh tks vki
ogu dj ldrs gSaA

liksVZ

mu daifu;ksa ds fy, ftuds ikl 24 ?kaVs dh miyCèkrk@ liksVZ ugha gS] vkidks ;g fuèkkZfjr
djuk gksxk fd D;k muds iQksu miyCèkrk ?kaVs vkidh fof'k"V vko';drkvksa dks iwjk djrs
gSaA ;fn vki fnu ds lHkh ?kaVksa esa viuh osc lkbV ij dke djus dh ;kstuk cukrs gSa] rks
24@7 iQksu miyCèkrk okyh daiuh pquuk lqfuf'pr djsaA
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loZj vkWijsfVax flLVe (vks,l)

vfèkdka'k cqfu;knh osclkbV ds fy, vkidks ;g fpark djus dh t:jr ugha gS fd vkidh
osc gksfLVax daiuh fdl vks,l dk mi;ksx dj jgh gSA vfèkdka'k ;kstuk,¡ ;wfuDl ;k fyuDl
;k foaMkst ij py jgh gSaA

6-7-3 osc gksfLVax lfoZl çksokbMlZ

Hkkjr esa dbZ vfèkÑr ljdkjh vkSj futh osc gksfLVax lsok çnkrk gSaA buesa ls dqN gSa%

,uvkbZlh (www.nic.in), usfVfxzV~Vh (www.nettigrity.com), usV4bafM;k (www.net4india.

corn), loZlZbafM;k (www.servers india.net)

6-8 Mksesu iathdj.k

Mksesu use baVjusV ls tqM+s daI;wVjksa dks igpkuus vkSj mudk irk yxkus dk ,d rjhdk gSA

baVjusV dk mi;ksx djrs le;] tc vki dksbZ osc irk] ;k ;wvkj,y Vkbi djrs gSa rks vki
,d Mksesu use  dk mi;ksx djrs gSaA ,d osc irk dqN bl rjg fn•sxk% http://

www.example.com Mksesu usd “example.com" gSA

dqN lkekU; 'kh"kZ Lrjh; Mksesu use vkSj muds egRo bl çdkj gSa%

.com O;kolkf;d laxBuksa ds fy, gSA

.edu 'kS{kf.kd laLFkku ds fy, gSA

.ac 'kS{kf.kd laxBuksa ds fy, gSA

.in Hkkjr ns'k ds fy, gSA

.net usVodZ baÚkLVªDpj e'khuksa vkSj laxBuksa ds fy, gSA

.org fofoèk] vkerkSj ij ukWu çkWfiQV laxBuksa ds fy, gSA

6-8-1 Mksesu iathÑr D;ksa djsa\

Mksesu uke dbZ dkj.kksa ls iathÑr fd, tkrs gSa tSls%

osclkbV cukus ds fy,

ckn esa lkbV cukus ds fy, ,d uke •jhnsa

fdlh daiuh ds uke ;k VªsMekdZ dh lqj{kk ds fy,

O;fÙkQxr bZesy irs gksukA
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6-8-2 Mksesu use dgka ls çkIr djsa\

vkidks Mksesu use jftLVªkj ls ,d Mksesu uke feyrk gSA Hkkjr esa ekU;rk çkIr Mksesu use jftLVªkj
ljdkjh jftLVªkj ;k futh vfèkÑr jftLVªkj gks ldrs gSaA

ljdkjh jftLVªkj

gov.in, mil.in% us'kuy bUiQkWeZSfVDl lsaVj (NIC) Mksesu ukeksa ds fy, fo'ks"k jftLVªkj
gSA

ac.in, edu.in: ERNET ac.in ('kS{kf.kd)] edu.in ('kS{kf.kd)] vkSj res.in (Hkkjrh;
vuqlaèkku laLFkku) Mksesu ukeksa ds fy, fo'ks"k jftLVªkj gSA

futh vfèkÑr jftLVªkj

fct~u,V bafM;k  MkWV dkWe çkbosV fyfeVsM

MsVk baiQksfll fyfeVsM

bafM;kfyaDl osc gksfLVax çkbosV fyfeVsM

Net4lndia fyfeVsM] dba Net4Domains

ihMhvkj Mksesu lkWY;w'kal çk- fyfeVsM

ik;fu;j vkWuykbu

Rediff.com

fliQh fyfeVsM

flfydkWu gkml

ikBxr ç'u 6-2

3- lR;@vlR; crk,a

(d) Mksesu use baVjusV ls tqM+s daI;wVjksa dks igpkuus vkSj mudk irk yxkus dk ,d
rjhdk gSA

(•) .ac ,DlVsa'ku okyk Mksesu uke •krk laLFkkuksa ds fy, gSA

(x) www.nic.in osc gksfLVax lsok çnkrkvksa esa ls ,d gSA

4- fuEufyf•r Mksesu ukeksa ds fy, lgh@xyr fy•saA

(d) .org fofoèk ds fy, gS (lgh@xyr)

(•) .com vke yksxksa ds fy, gS (lgh@xyr)

(x) .in Hkkjr ns'k ds fy, gS (lgh@xyr)

(?k) .edu 'kS{kf.kd laLFkku ds fy, gS (lgh@xyr)
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6-9 vkius D;k lh•k

bl ikB esa geus çHkkoh ;kstuk cukus vkSj osclkbV fMtkbu djus ds fofHkUu pj.kksa ds ckjs
esa ppkZ dhA osclkbV fMtkbu djrs le; vkidks osclkbV ds mn~ns';] yf{kr n'kZdksa vkSj
fo"k;ksa dks è;ku esa j•uk gksxkA osclkbV i<+us esa vklku] usfoxsV djus esa vklku vkSj •kstus
esa vklku gksuh pkfg,A

6-10 VfeZuy ç'u

1- osclkbV Iykfuax 'kCn ls vki D;k le>rs gSa\ osclkbV dh ;kstuk cukrs le; fdu
ckrksa dk è;ku j•uk pkfg,\

2- osclkbV fuekZ.k çfØ;k esa osclkbV fMtkbu ,d egRoiw.kZ pj.k D;ksa gS\ cqfu;knh osclkbV
fMtkbu fopkj vkSj fl¼kar D;k gSa\

3- osclkbV D;k gS- fofHkUu çdkj dh osclkbV ds uke crkb;sA fdlh Hkh osclkbV ds cqfu;knh
?kVd D;k gSa\

4- osc gksfLVax dks ifjHkkf"kr djsa\ fofHkUu çdkj dh gksfLVax lsok,¡ D;k gSa\

5- Mksesu use 'kCn dks ifjHkkf"kr djsa\ Mksesu iathÑr D;ksa djsa\ Hkkjr esa vfèkÑr Mksesu
jftLVªkj dkSu gSa\

6-11 ikBxr ç'uksa ds mÙkj

ikBxr ç'u 6-1

1- (d) (iv) (•) (ii) (x) (iv)

2- (d) xyr (•) lgh

ikBxr ç'u 6-2

3- (d) lgh (•) xyr (x) lgh

4- (d) lgh (•) xyr (x) lgh (?k) lgh
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