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Operating system:-  Operating system ,d ,slk system software gS tks user rFkk computer hardware, s/w ,oa 

user ds e/; laca/k LFkkfir djrk gSA ;g ,d platefrom provide djrk gS ftlds }kjk ge fofHkUu izdkj ds software dks open dj 

ldrs gS] dbZ operating system market es miyC/k gSA tSls& Windows, Linux, Dos etc. 
 

Types of Operating System: - Operating system two types ds gksrs gS& 

 Cui (Character user interface) - Dos 

 Gui (Graphical user interface) - Windows 
 

Windows operating system 

Introduction: - Microsoft us DOS ds ckn dbZ GUI Interface Windows Operating System Design fd;sA fo.Mkst “kCn 

bldh vkd`fr ,oa dk;Z djus ds rjhds ls cuk gSA blesa izksxke fo.Mkst ds vkdkj esa [kqyrs gSA blesa izR;sd option fo.Mks esa [kqys bl 

izdkj bldk uke fo.Mks j[kk x;kA DOS esa tks dk;Z commond dh lgk;rk ls fd;s tkrs gS og blesa mouse ls vklkuh ls dj 

ldrs gSaA bldks pykuk vklku gksrk gSA fo.Mkst esa izR;sd option Icon ,oa menu esa gksrs gSA Microsoft ges’kk software m|ksx 

esa ges’kk izFke LFkku ij jgk gS D;ksafd ;wtj dh vko’;drk vuqlkj software rS;kj djrs gSA fo.Mkst 95 ds ckn Microsoft us 

izR;sd c"kZ dqN uk dqN u;k cktkj esa ykrh jgh gSA Windows XP ,d vR;ar le`} ,oa 'kfDr’kkyh Operating System gSA bldks 

user dks operate djus esa vklkuh gksrh gSA Windows XP ds 5 Admins gSA ftudk iz;ksx vyx vyx dk;Z ds fy;s fd;k tkrk 

gSA tks fuEu gS& 

1. Windows XP Professional Edition 
2. Windows XP Media Edition 
3. Windows XP Home Edition 
4. Windows XP Tablet Edition 
5. Windows XP 64- Bit Edition 

 

Windows XP features: - Windows XP dh viuh dqN fo’ks"krk,sa gSA ftldh otg ls ;g cgqr popular gSA 
 

1. GUI Interface: - Windows XP Graphical User Interface Operating system gSA blesa picture, icon, symbol vkfn dh 

lgk;rk ls bldks vklkuh ls pkyk;k tk ldrk gSA 
 

2. Plug & Play: - blesa plug &play {kerk bls vkSj vf/kd ljy cukrk gS blls vki dksbZ Hkh ubZ fMokbl dEI;wVj esa vklkuh ls 

tksMdj pyk ldrs gSA bles driver CD dh vko’;drk ugh gksrh gSA 
 

3. Help & Support: - Windows XP dh lcls vPNh fo’ks"krk help & Support gSA blls blls ge windows xp dh gsYi ys 

ldrs gSa vkSj vius dk;Z dks lQyrkiwoZd dj ldrs gSA bldh shortcut key F1 gSA 

Starthelp & support 
 

4. File and setting transfer wizard: - bl ls ge ,d dEI;wVj dh foMks.t setting nwljs computer esa transfer dj ldrs gSA 

Start all programaccessories system toolFile and setting transfer wizard 
 

5. Clear Type: - bllsa Blls text clarity dks c<k;k tk ldrk gSA 

Right click on desktop appearanceeffect select clear type 
 

6. Tour windows XP: - Windows XP ds lkFk lcls cMh fo’ks"krk Tour windows xp gS ftlls ge basic windows xp 

pykuk lh[k ldrs gSA 

Start all programaccessoriestour windows xp 
 

7. Remote Desktop Connection: - blls ge vius nwj cSBs nksLRk ;k boss ls fjeksVyh tqMdj help ys ldrs gS vFkkZr~ nwj cSBk 

nksLr gekjs dEI;wVj dks vkijsV dj ldrs gSA 

Start all programaccessories Communication Remote desktop 
 

8. Write to CD: - Windows xp esa CD Write djus okys software dh vko’;drk ugh gksrh lh/ks CD dks jkbZV dj ldrs gSaA 
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9. Clean Desktop: - Windows XP esa clean desktop lqfo/kk gksrh gSA blls ,sls vkbZdkWu ftudk iz;ksx lkB fnu rd ugha djrs 

gSA mu vkbZdku dks clean desktop folder esa Transfer dj fn;k tkrk gSA ftlls desktop fDyhu fn[kus yxrk gSA 

Right click on desktop Desktop custom desktop  cleanup desktop 
 

10. Easy to connect Network: - Windows xp esa network dks tksMuk vklku gksrk gS D;ksafd blesa wizard method dk 

iz;ksx fd;k tkrk gSA 

 

11. Search: - Windows xp esa searching djuk vklku gksrk gSA blesa vyx vyx izdkj ls Hkh searching dj ldrs gSaA 

                      tSls ;wtj dks QkbZy QksYMj contract vkfnA 

Start Search or windows+ F 
 

12. Easy to installation: - blesa fdlh Hkh izksxzke dks LFkkfir djuk vklku gksrk gS D;ksafd blesa fotkMZ ls installation gksrk gSA 
 

13. Accessibility: - blesa Accessibility gksrh gSa] ftlls bldks va/ks ,oa cgjs vkfn ds lkFk lkFk vkWuLdzhu dhcksMZ gksrk gSA ftlls 

bldks ekkml ls pkyk;k ldrs gSA 

Start all program accessories accessibility 
 

Desktop: - dEI;wVj LVkZV gksus ds ckn tks fLdzhu fn[kkbZ nsrh gS] og MsDlVki gksrk gSA bl ij flLVe vkbZdku ,oa izksxzke ds vkbZdku 

,oa QkbZy ,oa QksYMj gksrs gSA blls ge fdlh Hkh vkbZVe dks vklkuh ls iz;ksx dj ldrs gSA bl ij tks QkbZy QksYMj ;k izksxzke lcls 

T;knk iz;ksx gksrs gSA mudks j[kuk pkfg;sA vuko’;d QkbZy QksYMj ij bl ij ugha j[kuk pkfg;sA 

 

Taskbar: - Windows dk Taskbar cgqr egRoiw.kZ fgLlk gksrk gS bl ij mi;ksx fd;s tkus okys izksxzke fn[kkbZ nsrs gSA ;gkW ls ge 

iz;ksx fd;s tkus okys izksxzke dks off, minimize or maximize dj ldrs gSaA Windows XP esa Taskbar Improve fd;k x;k 

gSA blesa VkLdckj dks ykWd fd;k tk ldrk gSA blesa VkLdckj dks ,d LFkku ls nwljs LFkku ij ewo dj ldrs gSA ;fn vf/kd izksxzke [kqy 

tkrs gSA rks mudh grouping Hkh dj ldrs gSA blesa nk;sa rjQ uksfVfQds’ku ,fj;k gksrk gS ftlesa le; usVodZ ;k dqN egRriw.k Z izksxzke 

dks tksM ldrs gSA ;fn vf/kd izksxzke [kqy tkrs gS rks blesa scrolling Hkh dj ldrs gSaA 

 

 

 

Start Button:- tc windows xp dks igyh ckj pykrs gS rks LVkVZ ehuw Lor% fn[kkbZ nsrk gSA blds vUnj foaMkst ds lHkh izksxzke ,oa 

tks izksxzke ge LFkkfir djrs gS os lc blesa vius vki tqM tkrs gS vkSj mudks LVkZV ehuw ls ckn esa mudks iz;ksx fd;k tk ldrk gSA 

blesa control panel search network vkfn option gksrs gS ftlls dEI;wVj dh  setting dks change fd;k tk ldrk gSA 

Windows xp esa start button dks customize fd;k tk ldrk gSA LVkVZ cVu foaMks dk vk/kkj gksrk gS rks dEI;wVj dks LVkVZ djds 

izksxzke dks LVkVZ cVu ls gh [kksyk tkrk gSA Menu ds vUnj sub-menu gksrs tks rhj ds fu’kku ls iznf’kZr gksrs gSA 
 

 



R S I T Computer College Karkeli, Umaria (M.P.)                                                                         Page 4 of 64 

 

Guided by: Prakash Dwivedi (8982505087) and Abhilash Pathak (8517906324) 
 

MY Picture: - My Picture windows xp dk flLVe QksYMj gksrk gSA tc ge dEI;wVj esa dksbZ QksVks cukrs gS rks og picture 

default :Ik ls blh esa save gksrh gSA blesa windows xp dh default :i ls save QksVks blh esas jgrh gSA ;g QksYMj my 

documents ds vUnj gksrk gS ,oa start menu esa Hkh jgrk gSA 
 

MY MUSIC: - MY Music windows xp dk flLVe QksYMj gksrk gSA tc ge dEI;wVj esa dksbZ music record djrs gS rks og My 

music esa default :Ik ls save gksrk gSA blesa windows xp ds default :Ik ls save music blh esas jgrs gSA ;g QksYMj my 

documents ds vUnj gksrk gS ,oa LVkVZ ehuw esa Hkh jgrk gSA 

 

MY Document: - ;g dEI;wVj dk flLVe QksYMj gksrk gS tc ge dksbZ QkbZy dk fuek.kZ djrs gSa vkSj mls lh/ks save dj nsrs gSa rks 

og my documents esa save gks tkrh gSA bles my music my picture, my videos vkfn QksYMj default :i ls blh esa jgrs 

gSaA ;g QksYMj desktop ij ,oa LVkVZ ehuw jgrk gSA bldk iz;ksx ge nksuks txg ls dj ldrs gSaA 
 

Accessories: - Windows accessories windows xp ds lkFk gksrs gSa] buesa vko’;d software gksrs gSa ftudk ge iz;ksx dj 
ldrs gSA dqN egRoiw.kZ accessores fuEu gS& 
 

 

1. Calculator: - Calculator windows xp dh accessories gSA blls ge xf.kr dh x.kuk;sa dj ldrs gSA blesa 2 izdkj ds 

calculator gksrs gSa ftldks keyboard or mouse nksuksa ls pkyk;k tk ldrk gSA bldks pykus dk file name calc.exe gksrk gSA 

dsYdqysVj LVkVZ djuk%& bldks nks izdkj ls LVkVZ fd;k tk ldrk gS 

 Start Runcalc ok 

 Start  all programs accessories  calculator 
 

A. Standard :- ;g ,d lk/kkj.k dsYdqysVj gksrk gS ftlls lk/kkj.k dsYdqys’ku dh tk ldrh gSaA 
 

 
 

B. Scientific: - ;g dsYdqysVj ,Mokal gksrk gS bls engineering and advance math dh Calculation dh tk ldrh gSA 

 
 

2. Notepad : - 
 ;g windows xp dk basic text editor gSA 

 blesa tks QkbZy curh gS mldk f}rh;d uke .TXT gksrk gSA 

 bles vf/kdre 64 lines and 1024 Colum gksrs gSA 

 bleas text dh formating ugha dh tk ldrh gSA 

 blesa HTML documents dk fuek.kZ fd;k tkrk gS vFkkZr~ web page dk fuek.kZ Hkh bl esa dj ldrs gSA 

 blesa 5 menus gksrs gS ftldh lgk;rk ls bles dk;Z fd;k tkrk gSA 

 bldks pykus okyh file dk uke notepad.exe gSA 
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 File:- bl ehuw ls QkbZy ls lacaf/kr dk;Z fd;s tkrs gSaA tSls QkbZy dks save djuk] QkbZy dks [kksyuk] ubZ QkbZy ckukuk] fizUV 

fudkykuk vkfnA 

 Edit: - blls QkbZy esa Editing lacaf/kr dk;Z fd;s tkrs gSaA 

 Format: - blesa word wrap fd;k tkrk gS ,oa font dks cnyk tk ldrk gSA 

 View: - blls Status bar dks show dj ldrs gSaA 

 Help: - blls note paid ds ckjs esa gsYi ys ldrs gSA 

Start all program accessories notepad 

                                Or        

                StartRunNotepad 
 

 

 

WordPad:- 
 blls simple text documents dk fuek.kZ fd;k tkrk gSA 

 blesa text dh formatting dh tk ldrh gSA blesa bullet style and tab dk iz;ksx fd;k tk ldrk gSA 

 blesa tks QkbZy curh gS mldk f}rh;d uke .DOC gksrk gSA 

 blesa ehuw ckj ds vykok Standard bar and formatting bar gksrh gS ftlls dk;Z dks vklkuh ls ,oa TkYnh fd;k tk ldrk gSA 

 blesa N% ehuw gksrs gSA 

 File Edit View Insert Format Help 

 blesa Insert ehuw ls object dks tksMk tk ldrk gSA 

 bldks pykus okyh QkbZy dk uke wordpad.exe gksrk gSA 

 Start all programaccessoriesWordPad 

                           Or 

               Start Run WordPad 
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Paint: - 
 MS Paint esa painting dk dk;Z fd;k tkrk gSA 

 blesa isafVax djus ds fy;s isafVax Vwy vkSj dyj gksrs gSa ftldh lgk;rk ls isafVax dh tkrh gSA 

 blesa ehuw ckj gksrh gSaA ftlls ge isafVax esa editing dk dk;Z fd;k tkrk gSA blesa dqy N% ehuw gksrs gSA 

 blesa tks QkbZy curh gS mldk f}rh;d uke .BMP gksrk gSA nwljs QkeZV esa Hkh save dj ldrs gSA 

 bldks pykus ckyh QkbZy dk uke MSPAINT.EXE gksrk gSA 

 bldks nks rjhds ls [kksyk tk ldrk gSA 

Startall programaccessories paint  
                        or 
Start Run mspaint ok 

 

 

 

Command Prompt: - ;g MkWl dk dalksy (console) gksrk gSaA blesa ,e,l MkWl ds dekaMl pyk;s tkrs gSaA bldks pykus ckyh 

QkbZy dk uke CMD.EXE gksrk gSA 

 

 

Entertainment: - Windows xp esa euksjatu djus ds fy;s Entertaiment option gksrk gSA blds vUnj sub menu gksrs gS tks 

fuEu gS& 

 Sound Recorder 

 Volue Control 

 Windows media player 
 

Sound Recorder: - blls ge viuh vkokt dks dEI;wVj esa fjdkMZ djds ds save dj ldrs gSA bldk iz;ksx djus ds fy;s gekjs 

ikl ekbdzks Qksu gksuk pkfg;sA blds fcuk ge vkokt dks fjdkMZ ugh dj ldrs gSa ,oa dEI;wVj esa sound driver gksuk pkfg;sA blesa 

cuus ckyh QkbZy dk f}rh;d uke .wav gksrk gSA blesa 4 menu gksrs gSaA 

 ftudk iz;ksx ge fjdkfMZx djrs le; djrs gSaA 

 blesa ge Sound esa editing dj ldrs gSaA 

 blesa ge Sound esa effect yxk ldrs gSA 

 blesa ge Sound dks MIX dj ldrs gSA 
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Sound Record djuk% & Sound recorder open djus ds ckn fjdkMZ cVu ij fDyd djrs gSa vkSj cksyuk LVkVZ djrs gSaA fjdkMZ 

djus ds ckn stop button ij fDyd djrs gSaA blds ckn play button ij fDyd djds ml fjdkfMZxa dks lqurs gSa vkSj ckn esa mls 

save djrs gSaA 
 

 
 

Volume Control: - blls ge computer ds volume dks control dj ldrs gSA 
 

 
 

Media Player: - bldh lgk;rk ls ge audio and video nksuksas izdkj ds xkus lqu ldrs gS ,oa fQYe Hkh ns[k ldrs gSaA blesa play, 

pause, next, pervious, stop vkfn cVu gksrs gSaA ftlls ge xkus ;k fQYe dks daVksy dj ldrs gSaA 
 

 

 

Windows Movie Maker: - blls ge fQYe dk fuek.kZ dj ldrs gSaA blesa fofM;ks vkfM;ks ,oa QksVks dks vkil esa feDl dj djds 

mldh fQYe dk fuekZ.k djrs gSaA bldh lgk;rk ls ge blesa effect Hkh yxk ldrs ftlls bldks vkSj vf/kd izHkkoh cuk ldrs gSA 

blesa movie cukus ds 3 steps gksrs gks gSaA 
 

1. Capture video: - blls vedio, picture and audio dks import djrs gSA 
 

2. Edit movie: - bl step esa vedio, picture and audio dks lsV djrs gS ,oa mles animation dks set djrs gSA 
 

3. Finish Movie: - bl LVsi esa fQYe dks lso djrs gSA 
 

bu rhuks LVsi dks ehuw okj ,oa Vwy okj dh lgk;rk ls Hkh djr ldrs gSA 

 

Recycle Bin: - 
 Recycle bin ,d system folder gSA blesa tks QkbZy ;k QksYMj ;k izksxzke delete fd;s tkrs gSaA og blesa move gks tkrs gSA 

 Reclycle bin ,d ,slk folder gksrk gS ftls ge delete ugh dj ldrs gSA 

 blls delete fd;s x;s items dks restore fd;k tk ldrk gSA 

 blds fy;s izR;sd drive esa ,d fuf’pr txg reserve jgrh gS] ftls ge de ;k T;knk dj ldrs gSA 
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 blds rename ugh fd;k tk ldrk gSA 

 bles ge items dks fofHkUu rjhdksa ls tek ldrs gS ,oa ns[k ldrs gSA 

 bl ij right click djds bldh properties dks cnyk tk ldrk gSA 

 bldks right click djds empty fd;k tk ldrk gS ;k mldks [kksydj empty ij fDyd djds empty fd;k tk ldrk gS ;k ehuw ls 

Hkh bldks empty fd;k tk ldrk gSA 
 

 

 

My Computer and Window Explorer:- 

 My computer ,d system folder gSA bldh lgk;rk ls ge lHkh drive dks ns[k ldrs gS ,oa muds lkFk dk;Z Hkh dj ldrs gSA 

 bles ge QkbZy ,oa QksYMj dks fofHkUu view ls ns[k ldrs ,oa tek ldrs gSaA 

 bles ehuw ,oa LVasMZ ckj gksrh gS ftldk iz;ksx djds ge vius dk;Z dks vklkuh ls dj ldrs gSA 

 blesa ge QkbZy vkSj QksYMj dks cuk ldrs gSA 

 blesa ge QkbZy vkSj QksYMj dks fMfyV dj ldrs gSA 

 blesa ge QkbZy vkSj QksYMj dks ,d LFkku ls nwljs LFkku ij ewo dj ldrs gSA 

 blls ge drive dks format dj ldrs gSa ,oa eSust dj ldrs gSA tSls defragment, disk cleanup and backup vkfn fy;k tk 

ldrk gSA 

 blls ge drive dk label change dj ldrs gSaA 

 blls ge QkbZy ,oa QksYMj dks fjuse fd;k tk ldrk gSA 

 ;gkW ls drive dh properties ns[kk tk ldrk gSA 

 ;gkW ls drive and folder dks share and unshared fd;k tk ldrk gSA blds vykok ;gkW ls drive, File and Folder ls 

lacaf/kr NksVs cMs dk;Z fd;k fd;s tk ldrs gSA 

 blls ge searching Hkh dj ldrs gSA 
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Copying and Moving File and Folder:- 

 File or folder dks dkWih djrs gS rks tgkW ls dkWih djrs gSaA ogkW ij Hkh jgrh gS vkSj tgkW isLV djrs gS ogkW ij Hkh igq¡p tkrh gSA 

 QkbZy ,oa QksYMj dks ,d LFkku ls nwljs LFkku ij dkWih djus ds fy;s mls select djds ml ij right click djs dkWih djrs gSA 

vkSj tgkW ij paste djuk gksrk gS ogkW tk dj jkbZV fDyd djds paste djrs gS aA 

 fdcksMZ ls select djds shortcut key ctrl+C ls dkWih djds tgkW paste djuk gksrk gS ogkW tkdj ctrl+V djrs gSA 

 blh dke dks my computer ds edit ehuw ls Hkh dkWih djds isLV dj ldrs gSaA ewo djus ij QkbZy ;k QksYMj vius LFkku ls gV 

dj nwljs LFkku ij igqp tkrk gSA 

 bldks djus dh fdz;k dkWih dh rjg gh gksrh gSA blesa dV djuk iMrk gSA 
 dhoksMZ ls ewo dh shortcut key ctrl+X djuk gksrk gS tgkW paste djuk gksrk gS ogkW tkdj ctrl+V djrs gSA 

 Drag djds Hkh bldks ewo fd;k tk ldrk gSA 
 

Deleting File and Folder:- 

 File and folder ij fDyd djds mldks fMyhV fd;k tk ldrk gSA 

 Select djds delete key press djds fMyhV fd;k tk ldrk gSA 

 Select djds File Menu ls delete fd;k tk ldrk gSA 
 

Manipulation of File and Folder: - blls QkbZy ,oa QksYMj dks manage djrs gSA 
 

ADVANCED FEATURES OF WINDOWS XP 

Managing & Installation Hardware & Software:- dEI;wVj esa fdlh Hkh u;s gkMZos;j dk iz;ksx djus ds igys mldks dEI;wVj esa 

tksMdj fLFkkfir (Installation) djuk iMrk gSA Windows XP esa dbZ gkMZos;j ds drivers miYkC/k gksrs gSA ftldk iz;ksx djds ml 

gkMZos;j dk iz;ksx fd;k tk ldrk gSA ;k izR;sd gkMZos;j ds LkkFk ,d lhMh vkrh gSA ftldh lgk;rk ls mlds Driver dks fLFkkfir fd;k 

tk ldrk gSA  
 

fizaVj dks fLFkkfir (Install) djuk%& 
 LkoZ izFke fizaVj dks dEI;wVj ls tksMrs gSA 

 blds ckn mlds driver dks dEI;wVj esa install djrs gS] mlds fy;s mlds LkkFk vkbZ CD dk iz;ksx djrs gS ;k printer & fax 

wizard dh lgk;rk ls install djrs gSA 
 

Step 1:- startprinter & fax 

Or 

Startcontrol panel  printer & fax ij fDyd djus ij fizaVj ,oa fax uke 

dk Mk;ykWx ckWDl vkrk gSA 

 

 

Setp 2:- bl Mk;ykWx ckDl esa add a printer ij fDyd djrs gSA rks printer & 

Fax wizard start gks tkrk gSA  
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Setp 3:- bl Mk;yWkx ckDl esa next button ij fDyd djrs gSA 

 
 

Setp 4:- bl ckDl esa ;g pqurs gS fd fizaVj fdl izdkj dk gS& yksdy ;k usVodZ vkSj D;k fizaVj dks automatically detect djuk gS 

fd ugh bldk flysD’ku Hkh blh Mk;YkWkx ckDl es fd;k tkrk gSA ;s lc flysDV djus ds ckn next button ij fDyd djrs gSA 

 

bl ckDl esa fizaVj dk iksVZ (Port) dk pquko djrs gS vkSj next button ij fDyd djrs gSA 
 

Setp 5:- bl Mk;ykWx ckDl esa fizaVj dh daiuh ,oa ekWMy dks flYksDV djrs gSA ;fn blesa daiuh ,oa ekWMy ugha feyrs gS rks mlds lkFk 

vkbZ CD dks CD Drive esa yxkdj have disk ij fDyd djrs gS vkSj drive and folder dks flysDV djds next button ij fDyd 

djrs gSA 

 
 

Setp 6:- bl Mk;ykWx ckDl esa fizaVj dk uke nsrs gS vkSj next button ij fDyd djrs gSA 
 

Setp 7:- bl Mk;ykWx ckDl esa fizaVj ls VsLV ist fudkyuk gS ;k ugh bldk flYksD’ku djrs gS vkSj Next Button ij fDyd djrs gSA 
 

Setp 8:- Finish Button ij fDyd djrs gh dEI;wVj esa fizaVj installation dh izfdz;k iwjh gks tkrh gSA 
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Web Camera: - Computer esa bldk iz;ksx QksVks fudkyus ,oa fofM;ks fjdkfMZx djus esa fd;k tkrk gSA bldk installation fuEu 

LVsi esa gksrk gS& 

Step 1:- Start  Control Panel Scanner & Camera icon ij fDyd djus ij fotkMZ LVkZV gks tkrk gS blesa add image 

device ij fDyd djrs gSA 

Step 2:- blesa daiuh dk uke ,oa dSejk dk ekWMy flysDV djrs gS vkSj next button ij fDyd djrs gSA 

 

 

 

Step 3:- bl ckWDl esa mldks dEI;wVj ls fdl iksVZ ls tksMk gSA mldk flYksD’ku djrs gS vkSj Next Button ij fDyd djrs gSA 

 

 

Setp 4:- bl ckDl esa dSejs dk uke nsrs gS vkSj Next Button ij fDyd djrs gSA 
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Step 5:- bl ckDl esa Finish Button ij fDyd djrs gS vkSj web camera installation process complete gks tkrh gSA blds 

ckn dEI;wVj esa dSejs dk iz;ksx dj ldrs gSA 

 
 

Backup ¼cSdvi½% & Backup ls fMDkbl ds MkVk dk backup fy;k tkrk gSA ftlls ;fn fMDkbl dk MkVk [kjkc ;k fMfyV gksrk gSA 

rks mldks backup ls fjLVksj djds fMDl ds MkVk dks iqUk% izkIr fd;k tk ldrk gSA bles tks QkbZy curh gS mldk f}rh;d uke .bkf 

gksrk gSA igys backup blds ckn ges’kk fjLVksj fd;k tkrk gSA backup dks ges’kk vkWQ ykbZu j[kuk pkfg;s vFkkZr~ nwljh fMDl esa 

backup ysuk pkfg;sA bldh izksxzke QkbZy dk uke ntbackup.exe gksrk gSA 

Backup ysus dh process fuEu gS& 

Step 1:- Start  all Program  Accessories System Tool Backup 

Or 

Start - Runntbackup  ok ij fDyd djus ij fuEu Mk;YkkWx ckDl vkrk gSA bl ds cVu next ij fDyd djrs gSA 

 
 

Step 2:- bl Mk;ykWx ckDl esa ;g flYksDV djrs gS fd djuk D;k gSA Backup ysuk gS ;k restore djuk gS backup dk flysD’ku 

djus ds ckn next button ij fDyd djrs gSA 
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Step 3:- bl Mk;YkkWx ckDl esa ;g flysDV djrs gS fd fdl dk cSdi ysuk gSA blesa vko’;drk ds vuqlkj option dks flysDV djrs 

gSA ;fn dksbZ fo’ks"k QkbZy dk cSdi ysuk gS rks let me choose what to backup dks flysDV djrs gS vkSj Next Button ij fDyd 

djrs gSA 

 

 

Step 4:- bl ckDl esa Drive or Folder dk flYksD’ku djrs gS ftldk backup ysuk gksrk gS vkSj blds ckn Next button ij 

fDyd djrs gSA 

 

 

Setp 5:- blesa cSdi dks dgk¡ ij lso djuk gS vkSj mldk uke nsdj next button ij fDyd djrs gSA 

 

 

Step 6:- bl Mk;ykWx ckDl esa backup dk izdkj select djrs gS vkSj Next Button ij click djrs gS vkSj backup process 

start gks tkrh gSA backup iwjk gksus ds ckn mldh report vkrh gS A 
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Backup dk iz;ksx djus ds fy;s mldks restore fd;k tkrk gS bldh process, backup ds yxHkx leku gksrh gSA 
 

Character Map: - bldh lgk;rk ls word document esa fo’ks"k v{kj dks insert fd;k tk ldrk gSA ftUgsa dh cksMZ dh lgk;rk ls 

VkbZi ugh fd;k tk ldrk gSA bldh izksxzke QkbZy dk uke Charmap.exe gSA 

 Character Map dks LVkZV djuk 

Start all Program  Accessories - System 

Tool - Character Map 

Or 

Start  Run  charmap type djds  ok ij 

fDyd djus ij Character Map window open gksrh 

gSA ftl v{kj ;k fpUg dks insert djuk gksrk gSA mldks 

flysDV djds dkWih djrs gS vkSj Document esa paste 

djrs gSA 

 

 

 
 
 
 

Clipboard View: - dEI;wVj esa tc ge cut or copy 

djrs gS rks og eSVj Clipboard View program esa 

transfer gks tkrk 

gS vkSj tc paste djrs gS mlds eSVj dh dkWih 

Document esa paste gks tkrk gSA bldh izksxzke QkbZy dk 

uke Clipbrd.exe gSA blesa tks QkbZy curh gS] bldk 

f}rh;d uke .clp gksrk gSA 

 fDyicksMZ [kksyuk%& 
Start all Program  Accessories - System 

Tool - Chipboard View 

Or 

Start  Run Clipbrd type djds ok ij fDyd 

djus ij Clipboard viewer window open gksrh gSA 
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Disk Defragmenter: - ;g ,d fLkLVe Vwy gSA bldh lgk;rk ls fMLd dks defragment djrs gS vFkkZr~ fMLd esa QSyh QkbZyksa dks 

O;fofLFkr fd;k tkrk gS ftlls dEI;wVj dh speed rst gks tkrh gSA bl Vwy dk iz;ksx dEI;wVj esa 15 fnu esa ,d ckj t:j djuk 

pkfg;sA 

 

 Disk Defragmenter dk iz;ksx djuk %& 

Start all Program Accessories  System Tool  Disk Defragmenter ij fDyd djus ij disk defragmenter 

window vkrh gSA bl window esa ftl drive dk defragment djuk gksrk gS ml drive dks flysDV djrs gSA blds ckn 

Defragment button ij fDyd djrs gSA Defragment gksus ds igys drive dk analysis fd;k tkrk gSA blds ckn defragment 

gksrk gSA blesa pkj dyj gksrs gS tks disk esa QkbZy ,oa fMDl esa Lisl dh position dks n’kkZrh gSA 
 

 yky dyj (Red Color):- defragment files dks n’kkZrk gSA 

 uhyk dyj (Blue Color)%& Continuous Files dks n’kkZrk gSA 

 gjk dyj (Green color)%& Unmovable files dks n’kkZrk gSA 

 lQsn dyj (White Color)%& Free Space dks n’kkZrk gSA 
 

 

 

Disk Cleanup: - bl flLVe Vwy gSA bldh lgk;rk ls fMLd dks Scan djds mlls vuko’;d QkbZyksa dks gVk fn;k tkrk gSA blls 

fMLd esa free space gks tkrk gSA blesa ftl drive dks scann djuk gksrk gS mldks flYksDV djds Cleanup Button ij fDyd 

djrs gSA blds ckn ftu QkbZyksa ds izdkj dks flYksDV djds ok Button ij fDyd djrs gSA 
 

 Scan Disk dk iz;ksx djuk %& 

Start All Program Accessories  System Tool  Disk Cleanup 

 

 
 
 
 
 
 
 
 
System Information: - ;g ,d flLVe Vwy gS blls flLVe ds gkMZos;j ,oa Software ds ckjs esa tkudkjh izkIr dj ldrs gS vkSj 

;fn izkscye vk jgh gSA rks mldks le>us esa vklkuh gksrh gSA 
 

 System Information dk iz;ksx djuk %& 

Start All Program  Accessories  System Tool  System Information 
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Scan Disk: - ;g ,d system tool gS ftldh lgk;rk ls disk dks scan fd;k tkrk gSA ;fn dksbZ leL;k gksrh gS rks blls disk 

dh leL;k dk irk yxkdj eslst ds :Ik esa iznf’kZr djrk gSA ;fn dksbZ problem ugh gksrh gS rks No Problem dk message vkrk 

gSA bl tool dk iz;ksx le; le; ij djrs jguk pkfg;sA 
 

 
 

 

 
 

 

 
 

 
 

 

 
 

 

 
 

 

 
 
 
 

Window Update: - Computer esa windows operating system dks le; l;e update djrs jguk pkfg;s A ;fn 

company dksbZ u;k update djrh gS rks og vius computer ds OS es Hkh gks tkrk gSA blds fy;s dEI;wVj es baVjusV dh 

vko’;drk gksrh gSA Windows dks update djus ds 3 options gksrs gSA 
 

1. Auto update: - blesa windows vius vki viMsV gksrh jgrh gSA 

2. bles lHkh isap vius vki download gks tkrs gS ysfdu installation dks iwNrk gS fd dkSu ls isap install djuk gS] dkSu ls ughaA 

3. bles lHkh isap dh fyLV iznf’kZr gksrh gSA blesa download ds isaPk dk flysD’ku ;wtj dks djuk iMrk gSA 

4. ;g Not Update option gksrk gSA 

 

Multiple users Feature of Windows: - Windows XP ,d ls vf/kd ;wtj dk fuekZ.k dj ldrs gSA ftldk iz;ksx user vius 

vf/kdkj ds vuqlkj dj ldrk gSA blesa nks izdkj ds ;wtj gksrs gSA 

1. Computer administrator: - bl ;wtj ls ;wtj dk create, change and delete dj ldrs gSA dEI;wVj esa dksbZ u;k izksxzke 

install dj ldrs gS ,oa flLVe esa change dj ldrs gSA 

2. Limited Account: - bl ;wtj ls ;wtj ds password dks change or remove dj ldrs gSA QkbZy dks ns[k ,oa ubZ QkbZy dks 

cuk ldrs gSA User dh piture, theme, other desktop setting change dj ldrs gSA 
 
 

 ;wtj cukuk%& 
Step 1:- Start Button  Control panel  user accounts ij Mkcy fDyd djrs gSA 
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Step 2:- bl window esa create a new account ij click djrs gS fQj u;s account dk uke nsrs gS vkSj next button ij 

fDyd djrs gSA 

 

 

Step 3:- blds ckn Account dk izdkj pqurs gS vkSj Create Account ij fDyd djrs gS rks u;s vdkmaV dk fuek.kZ gks tkrk gSA 

vdkmaV ij fDyd djds mldh lsfVax esa ifjorZu fd;k tk ldrk gSA 

 

 

Step 4: -;gkW ls user account esa password yxk;k tk ldrk gSA Account dks cnyk tk ldrk gSA Account dh fiDpj ] 

uke ,oa VkbZi dks cnyk tk ldrk gSA 

 

 

uksV%& Administrator Account ls gh vdkamV dks gVk;k tk ldrk gSA ftl vdkamV dks fMfyV djuk gS mlls logoff gksuk pkfg;sA 

 

 
Sharing Folder and drives:- 
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Windows XP esa QksYMj ,oa drive dks 'ks;j djus ds fy;s ml ij jkbZV fDYkd djrs gSA mldh izksiVhZ ij fDYkd djrs gSA izksiVhZ 

ckWDl esa ‘share tab’ ij fDyd djrs gSA bl ckWDl esa Share this folder on the network dks select djrs gS vkSj share drive 

dk uke nsrs gSA blds ckn Apply and OK button ij fDyd djrs gS rks Drive or folder Share gks tkrk gSA ml ds uhps gkFk dk 

fpUg cu tkrk gS ftl dks ge usVodZ esa ;wt dj ldrs gSA 

 

 
 
 
 
 
 
 

Printer Sharing: - Printer dks 'ks;j djds mldks usVodZ esa iz;ksx dj ldrs gSA Goto Start - Printer & Fax ij fDyd djrs 

gSA blds ckn fizaVj ij jkbZV fDyd djrs gS vkSj 'ks;j ij fDyd djrs gSA blds ckn share this printer dks pqurs gS vkSj apply and 

ok ij fDYkd djrs gS] rks fizaVj 'ks;j gks tkrk gS] ftldk iz;ksx ge usVodZ esa dj ldrs gSA blds bl fizaVj dks usVodZ ds dEzI;wVj esa 

install djds bldk iz;ksx dj ldrs gSA 
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Microsoft Office: - MicroSoft Office ,d application Software dk ,d packege gSA ftlesa dbZ software gSaA ftldh 

lgk;rk ls vkWfQl ds vyx&vyx dk;ksZ dks fd;k tk ldrk gSA bldk fodkl Microsoft cpmpany us fd;k gSA igyk MS-

Office 1 vxLr 1989 dks cktkj esa vk;kA blds ckn blds dbZ otZu cktkj esa vk;sA orZeku esa Microsoft Office dk otZu 

Office 2011 cktkj esa 26 vDVwcj 2010 vk;k FkkA blesa vusd vkWIklu gSAftldh lgk;rk ls ge vius vkWfQl dk;Z dk ljyrk ls 

dj ldrs gSA blesa vf/kdk” ka vkWIlu baVjusV ls lacaf/kr gSA ftlls ge lh/ks baVjusV ls tqM ldrs gSA blesa ,e,l vkWfQl ds vkWilu 

dks vkSj ljy dj fn;k x;k gSA 
 

dEI;wVj esa buLVkWy djus ds fy;s dEI;wVj esa fuEu gkMZos;j gksuk pkfg;s tks fuEu gSA 
 

S.No Hardware Minimum Recommanded 

1. CPU 233 megahertz (MHz) Pentium III or faster processor 

2. Memory 128 MB RAM or above  

3. HDD 400 MB of available harddisk space or above  

4. Operating System Windows XP or Above  

5. Display Display VGA Monitor or above 800x600 resolution and 256 colors is 
required 

6. Keyboard, Mouse , CD or DVD Drive Multimedia Card , Head Phone etc. 
 

Microsoft Word: - bldk short name MS-Word gSA blesa word processing dk dk;Z fd;k tkrk gSA blds fy;s blesa dbZ 

tools gSa] ftldh lgk;rk ls ge blesa word processing dk dk;Z ljyrk ls de le; esa vPNk dk;Z dj ldrs gSaA ;g dbZ 

elements ls feydj cuk gksrk gSA tks fuEu gSA 
 

 
 

 Title bar :- ;g toolbar, document esa lcls Åij iznf’kZr gksrh gSA blesa orZeku esa [kqys gq;s document dk uke ,oa 

software dk uke nak;h rjQ iznf’kZr gksrk gSA blesa right side es control button gksrs gSA ftlls ge document dks 

minimize, maximize, restore vkSj document dks can dj ldrs gSA 
 

 Menu Bar :- bles 9 menu gksrs gSA ftldh lgk;rk ls fdlh Hkh document dks vklkuh ls cuk;k tk ldrk gSA blesa fofHkUu 

izdkj dh commond o option gksrh gSA ftlls fdlh Hkh dk;Z dks ljyrk ls fd;k tk ldrk gSA 
 

QkbZy ehuw (File Menu):- bl ehuw dh lgk;rk ls QkbZy ls lacaf/kr dk;Z dks fd;k tkrk gSA blds vanj 16 option gksrs gSA ftudk 

iz;ksx QkbZYk es fd;k tkrk gSA bldh gkWV dh alt+ F gksrh gSA 
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 New:- bldh lgk;rk ls u;s MkWD;wesaV dk fuekZ.k fd;k tkrk gSA bldh shortcut key ctrl+N gksrh gSA New ij fDyd djus ij 

new document uke dh ,d window vkrh gS] ftlls ge vko’;drk ds vuqlkj MkD;wesaV dks flysDV djrs gSA blesa Blank 

document , XLM Doucment , webpage or online and computer templet dks cuk;k tk ldrk gSA 
  

 
 

 Open: - blls igys ls cus MkD;wesaV dks open fd;k tkrk gSA bldh shortcut key ctrl+O gksrh gSA blesa Open uke dh 

window vkrh gS ftlesa MkD;wesaV dks flysDV djds Open Button ij fDyd djds MkD;wesaV dks Open fd;k tkrk gS ;k MkD;wesaV 

ij Mcy fDyd djrs gS blesa yqd bu vkWi’ku ls QkbZy ds ,Mªsl ij tkrs gSA blesa ge QkbZy ,oa QksYMj dks fofHkUu O;w esa ns[k ldrs 

gSA ;gkW ls QkbZy vkSj QksYMj dks fjuse ,oa fMfyV Hkh fd;k tk ldrk gSA 

 
 

 Save:- blls orZeku esa [kqys MkD;wesaV dks save 

fd;k tkrk gSA bldh shortcut key ctrl+S gSA 

standerd toolbar dh lgk;rk ls Hkh MkD;wesaV dks 

save fd;k tk ldrk gSA bl Mk;ykWx ckWDl esa 

save bu esa ml drive vkSj folder dks select 

djrs gSA tgk¡ ij QkbZy dks save djuk gksrk gSA 

blds ckn QkbZy use esa QkbZy dk uke VkbZi djds 

save As VkbZi esa QkbZy dk izdkj pqurs gS] fd 

QkbZy dks fdl format esa save djuk gSA bl ds 

ckn save cVu ij fDyd djrs gSA ftlls QkbZy save gks tkrh gSA 
 

 

 Close: - blls orZeku esa [kqys gq;s MkD;wesaV dks can 
fd;k tkrk gSA 
 

 Save as: - blls orZeku esa [kqys MkD;wesaV dks iuq% 
lso fd;k tkrk gS bldh shortcut key F12 gS] tks 

egRoiw.kZ MkD;wesaV gksrs gS mudks ges’kk save As 

djuk pkfg;sA ;g ,d lqj{kk Vwy gSA 
 

 Page Setup:- bl option ls MkD;wesaV dk page 

setup fd;k tkrk gSA blds MkW;ykx ckDl esa 3 tab 

gksrs gSA 
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 Margins: - bl tab ls ist dk margine set djrs gS] ist dk orientation set djrs gSA Page type, page layout dks lsV 

djrs gSA ist dk option lsV djrs gS fd ,d ist ij fdruh lhV fizsVj djuh gSA 
 

 Paper:- blls MkD;wesaV ds isij dks select djrs gSA 
 

 Layout:- blls ist dk layout lsV djrs gSA u;k MkD;wesaV cukus ds ckn lcls igys page setup djuk pkfg;sA blds ckn ml 

MkD;wesaV esa esVj VkbZi djuk pkfg;sA 

 
 

 Print Priview:- bldk iz;ksx MkD;wesaV dks print djus ds igys fd;k tkrk gSA blls ;g ns[kk tkrk gS fd page dk print dSlk 

vk;sxk vkSj ;fn dksbZ xyrh gksrh gS rks mldk lq/kkj Hkh ldrs gSA blds LkkFk print preview toolbar vkrh gS ftldh lgk;rk ls 

fofHkUu izdkj print preview ns[k ldrs gSA blls le; ,oa iSls nksuks dh cpr gksrh gSA 

 

 

 
 

Print: - bldh lgk;rk ls MkD;wesaV dk printout fudkyk tkrk gSA bles dbZ options gksrs gSA ftuls fofHkUu izdkj ls print 

fudkyk tk ldrk gSA bl Mk;ykWx ckDl esa fizaVj dk uke] page range, number of copies, print, zoom vkfn dks lsV djrs gSA 

OK ij fDyd djds fizaV fudky ldrs gSA 

 
 

 Properties:- bl vki’ku ls QkbZy dh Propertis dks ns[kk ,oa lsV fd;k tkrk gSA 

 Exit:- blls MS Word dks can fd;k tkrk gSA bldh Shortcut key alt +F4 gSA 
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 Edit Menu:- bl ehuw ls orZeku esa [kqyh QkbZy esa editing dj ldrs gSA bldh gkWV dh alt+E gSA blesa dqy 15 vkI’ku gksrs gSA 

1. Undo: - bl vki’ku ls ;wtj }kjk tks dk;Z fd;s tkrs gS mldks fujLr fd;k tkrk gSA bldh 'kkVZdV dh ctrl+U gSA 
 

2. Redo: - bl vki’ku dk iz;ksx undo ds ckn fd;k tkrk gSA bldk eryc gksrk gS tks vuMw fd;k gS mldks iqu% okfil yk;k tk 

ldrk gSA bldh 'kkVZdV dh ctrl+Y gSA 
 

3. Cut: - blls flysDV fd;s x;s eSVj dks cut fd;k tkrk gSA Cut djus ij flysDV esVj ogk¡ ls gV tkrk gSA ;g dV gksdj 

clipboard esa pyk tkrk gSA vkSj Paste djds MkD;wesaV esa fpidk;k tkrk gSA bldh sortcut key ctrl+X gSA bldks LVSMMZ ckj ds 

dV cVu ij fDyd djd dV fd;k tk ldrk gS bldk jkbZV fDyd djds Hkh dV dj ldrs gSA 
 

4. Copy: - blls flysDV fd;s x;s eSVj dks dkWih fd;k tkrk gSA ;g dkWih gksdj clipboard esa pyk tkrk gS vkSj Paste djds 

MkD;wesaV esa fpidk;k tkrk gSA bldh sortcut key ctrl+C gSA bldks LVSMMZ ckj ds dkWih cVu ij fDyd djd dkWih fd;k tk ldrk gS 

bldk jkbZV fDyd djds Hkh dkWih dj ldrs gSA 
 

5. Paste: - bl vki’ku dh lgk;rk ls dV ;k dkWih fd;s x;s eSVj dks isLV fd;k tkrk gSA bldh shortcut key ctrl+V gksrh gSA 

LVSMMZ Vwy ckj dh lgk;rk ls Hkh isLV fd;k tkrk gS ;k jkbZV fDyd djds paste fd;k tkrk gSA 
 

6. Paste special: - bl vki’ku dh lgk;rk ls dV ;k dkWih fd;s x;s eSVj dks Lis’ky isLV fd;k tkrk gSA bles ,d MkW;ykx ckDl 

vkrk gSA ftlls fofHkUUk izdkj ls isLV dj ldrs gSA ;g ,d cgqr gh mi;ksxh Vwy gksrk gSA bldk iz;ksx baVjusV ;k vU; MkD;wesaV ls dV 

;k dkWih fd;s x;s esVj dks isLV djus ds fy;s fd;k tkrk gSA 

 
 

7. Clear: - blls ge VsDl ;k mldh formatting dks fMfyV dj ldrs gSA bldh 'kkVZdV dh del gSA blesa eSVj dks flysDV djuk 

iMrk gSA 
 

8. Select All: - blls iwjs MkD;wesaV ds eSVj dks ,d LkkFk flysDV dj ldrs gSA bldh  shortcut key ctrl+A gksrh gSA 
 

9. Find: - bl vki’ku ls MkD;wesaV esa fdlh Hkh VSDl] 'kCn ,oa okD; dks find fd;k tk ldrk gSA bldh shortcut key ctrl+F gSA 

More option esa fofHkUu izdkj ls searching dj ldrs gSA tSls match case, use wild card, find whole word only, sound 

link etc. 
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10. Replace: - bl vki’ku ls MkD;wesaV esa fdlh Hkh VSDl] 'kCn ,oa okD; dks replace fd;k tk ldrk gSA bldh shortcut key 

ctrl+H gSA More option esa fofHkUu izdkj ds vki’ku flysDV dj ldrs gSA blesa ik¡p cVu gksrs gSA 

 Replace Button: - blls ,d ,d 'kCn Replace gksrk gSA 

 Replace all Button:- blls ,d lkFk iwjs MkD;wesaV esa ,d LkkFk Replace gksrk gSA 

 Find Next Button: & blls word dks find dj ldrs gSA 

 Find What text box: blesa ml 'kCn dks fy[krs ftldks replace djuk gksrk gSA 

 Replace With: blesa ftlls replace djuk gksrk gS mldks fy[kuk gksrk gSA 

 
 

11. Goto: - blls MkD;wesaV es fdlh Hkh fo’ks"k LFkku ij tk ldrs gSA bldh Shortcut key ctrl+G gSA 

 
 

 View Menu: - bl ehuw dk iz;ksx MkD;wesaV dks fofHkUu rjhds ls ns[kus ds fy;s fd;k tkrk gSA blls ge fofHkUu toolbar dks show 

,oa hide dj ldrs gSaA blesa dqy 14 options gksrs gSA tks fUkEu gS& 

 Normal :- blesa MkD;wesaV dks normal view esa ns[k ldrs gSA 

 Web layout:- blesa MkD;wesaV dks web layout esa ns[kk tkrk gSA 

 Reading Lay out:- bl view esa MkD;wesaV dks reading layout esa ns[kdj ml dks read dj ldrs gSA 

 Print Layout:- bl layout esa MkD;wesaV dks fizaV ysvkmV esa ns[k ldrs gS vFkkZr~ ftl rjg dk fizaV vkmV fudyrk gSA ml rjg 

dk fn[krk gSA 

 Toolbars:- MS Word dh lHkh Vwyckj dks ;gkW ls yk;k ,oa gVk;k tkrk gSA 

blesa dqy 18 toolbar gksrh gS vkSj vko’;drk ds vuqlkj Vwyckj dk fuekZ.k Hkh 

fd;k tk ldrk gSA ;g Vwyckj vius vki dk;Z ds vuqlkj vk tkrh gS vkSj gV 

tkrh gSA 

 Ruler:- Ruler bar dks ;gk¡ ls show ,oa hide fd;k tkrk gSA MS-Word 

document esa blls ekftZu ,oa iSjkxzkQ dh lsafVax dh tkrh gSA bl ij Vsc dk 

iz;ksx fd;k tkrk gS] ftlls Vsc dh dks lsV fd;k tkrk gSA 

 Thumbnails:- bl vki’ku ls cMs MkD;wesaV dks ns[kk tk ldrk gSA blls ,d ist 

ls nwljs ist ij vklkuh ls tk ldrs gSA blesa cMs MkD;wesaV dks vklkuh ls ns[kk tk 

ldrk gSA 

 Full Screen:- bl vki’ku ls MkD;wesaV dks Qwy LØhu esa ns[kk tk ldrk gSA 

 Zoom:- bl vki’ku ls MkD;wesaV dks fofHkUu izdkj ls twe djds ns[kk tk ldrk gSA 
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 Header & Footer:- gSMj vkSj QqVj esa ml eSVj dks lsV fd;k tkrk gSA ftldks gesa MkD;wesaV ds izR;sd ist ij 'kks djuk gksrk gSA 

blesa tks matter ;k text tksMk tkrk gS og MkD;wesaV ds izR;sd ist ds Åijh fgLls esa gSMj vkSj ist ds fupys fgLls esa QqVj 'kks gksrk 

gSA bldh lsfVax istlsVi ds ysvkmV vki’ku ls dh tkrh gSA bl vki’ku ls MkD;wesaV esa gsMj ,oa QqVj dks yxk ldrs gS blds lkFk gSMj 

,oa QqVj Vqyokj 'kks gksus yxrh gSA ;g MkD;wesaV ds izR;ds ist ij 'kks gksrk gSA 
 

 Header: - gSMj ist dsk top margin esa tksMk tkrk gSA blesa page number, total page and auto text vkfn dks tksMk tkrk 

gSA bldh toolbar ls gSMj ls QqVj esa QqVj ls gSMj esa tk ldrs scroll djds Hkh bl dk;Z dks fd;k tk ldrk gSA bldh toolbar 

lgk;rk ls bldks manage fd;k tkrk gSA 

 
 

  Footer: - ;g ist ds fupys fgLls esa yxk;k tkrk gS vFkkZr~ ;g ist ds Bottom margin esa yxk;k tkrk gSA blds ekftZu dks 

istlsVi ls lsV fd;k tkrk gSA blesa og lHkh vkbZVe tksMs tk ldrs gSA tks gSMj es tksMs tkrs gSA gSMj QqVj Vqyokj ds close 

button ij fDyd djds budks Dykst fd;k tkrk gSA gSMj ;k QqVj ij Mcy fDyd djds blesa editing dk dk;Z dj ldrs gSA 
 

 
 

 Markup:- bl vki’ku ls comment dks show ,oa hide tkrk gS vFkkZr~ ;g comment esa iz;ksx gksrk gSA blls reviewing uke 

dh toolbar vkrh gS] ftlls markup dk iz;ksx fd;k tkrk gSA blls text dks highlight Hkh fd;k tkrk gSA 
 

 Insert Menu: - bl ehuw dh lgk;rk ls MkD;wesaV esa fofHkUu izdkj ds vkCtsDV dks tksMk tkrk gSA blesa dqy 15 options gksrs gSA 
 

 Break: - bl vki’ku ls MkD;wesaV dks fofHkUu izdkj ls czsd dj ldrs gSA bl vki’ku ij fDYkd djus ij Break uke dk MkW;ykx 

ckDl vkrk gSA ftles ls vko’;drk ds vuqlkj ist dks czsd dj ldrs 

 

bl ckDl esa 2 section gksrs gS& 

1. Break type:- blesa page break, Column Break, and Text Wrapping Break dks czsd dj 

ldrs gSA 

a. ist czsd %& blls ist dks fcuk isjkxzkQ cnys ist dks czsd fd;k tk ldrk gSA 

b. dkWye czsd %& blls dkWye dks czsd fd;k tk ldrk gSA 

c. VSDl czsfiax czsd %& blls fdlh Hkh 'kCn dks dgha ls Hkh czsd dj ldrs gSA blls u;k isjkxzkQ Hkh ugh 

curk gSA 

2. Section Break Types:- page dks czsd djds next page ij tk ldrs gS odd and even page dks 

tksM ldrs gSA 

buesa ls dksbZ ,d vki’ku dks ,d le; esa pqu ldrs gSA 
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 Insert Page Number:- 
bl vki’ku ls MkD;wesaV esa ist uacj dks tksMk tk ldrk gSA blds ckDl esa ist uacj dks dgkW ij 

yxkuk gSA ;g Position Combo box ls flysDV djrs gSA vkSj mlds nwljs Combo box ls 

Alignment dks pqurs gSA blesa ,d psd ckDl gksrk gS ftlls QLV ist ij uacj fn[kkuk gS ;k ugh 

bldk fu/kkZ.k fd;k tkrk gSA format Button ij fDYkd djds mlds Format ,oa page 

Numbering dks dgkW ls izkjaHk djuk gS bldks pquk tkrk gSA 

 

 Date Time :- bl vki’ku ls MkD;wesaV esa Date and Time dks tksM ldrs gSA ;fn viMsV dks psd 

fd;k gSA rks tksMh xbZ MsV vius vki dEI;wVj MsV ls viMsV gks tkrh gSA 

 Auto Text:- bl vki’ku ls ist MkD;wesaV esa VSDl dks vius vki tksM ldrs gSA os VSDl ftudk 

iz;ksx MkD;wesaV esa cgqrT;knk ckj djuk gksrk gSA ;k tks dkWeu 'kCn ;k okD; gksrs gSA mudks Auto 

Text Mk;ykWx ckDl esa tksM nsrs gSA fQj tc Hkh ge ml 'kCn dks fy[kuk izkjaHk djrs gS rks auto 

text mlds Åij 'kks gksus yxrk gSA ;fn mldks tksMuk gksrk gSA rks baVj dj nsrs gSA 

Uk;s 'kCn dks auto text esa tksMuk 

Go to Insert menu  auto textauto text ij fDyd djus ij Auto Correct uke dk 

Mk;ykWx ckDl vkrk gSA 

 

bl ckDl esa ikWp Vsc gksrs gSA blesa ls Auto text tab dks flYksDV djrs gSA Entre Auto text Entries 

here box esa 'kCn dks fy[kdj Add Button ij fDyd djds  add dj nsrs gSA ftl VSDl dks fMfyV djuk 

gksrk gSA mldks flfyDV djds Delete Button ij fDYkd djds fMfYkV dj nsrs gSA 

;g ls auto text dks lh/ks Intert Button ij fDyd djds vius MkD;wesaV esa iz;ksx dj ldrs gSAvkSj var es 

ok button ij fDYkd dj nsrs gSA 

 Symbol:- bl vki’ku ls MkD;wesaV esa symbol dks insert djk ldrs gSA ,oa mldh shortcut key 
Hkh ifjHkkf"kr dj ldrs gSA blesa ,sls 'kCn ;k fpUg gksrs gSA ftudks dEI;wVj dhcksMZ dh lgk;rk ls 

VkbZi ugha fd;k tk ldrk gSA vo’;drkuqlkj bUgsa viu s MkD;wesaV esa tksM dj vius MkD;wesaV dks 

ljyrk ls rS;kj dj ldrs gSA 
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 Field :- ;g vki’ku ,d fo’ks"k izdkj dk vki’ku gksrk gSA ftldh lgk;rk ls fofHkUu izdkj ds QhYM 

ds VSDl dks MkD;wesaV esa fy[k ldrs gS tSls math formula , Equation vkfnA 

 

Comment:- bl vki’ku ls MkD;wesaV ds fdlh fo’ks"k 'kCn esa dkesaV yxk ldrs gSA 

 Picture:- blls ge MkD;wesaV esa Picture , word art, auto shapes, chart vkfn dks MkD;wesaV esa 

vklkuh ls Insert djk ldrs gSA blh dk;Z dks Drawing Tool bar ls Hkh dj ldrs gSA 

 File:- bl vki’ku ls MkD;wesaV esa nwljh QkbZy ds eSVj dks vkil esa eTkZ dj ldrs gSA 

 Object:- ;g ,e,l vkWfQl dk ,d egRoiw.kZ vki’ku gksrk gS blls MkD;wesaV esa lh/ks vkCtsDV dks 

cuk ldrs gSA 

,oa blls fdlh QkbZy vkfn dks Hkh fyad djk ldrs gSA ,oa mldks vkbdksu ds :Ik esa Hkh tksM ldrs 

gSA 

MkD;wesaV esa vkCtsDV dks tksMuk%& 

Go to Insert menu  Object ij fDyd djus ij object uke dk Mk;YkkWx ckDl vkrk gSA 

 

bl ckDl esa nks Vsc gksrs gS 

;fn QkbZYk dks fyad djkuk gS rks link to File Check box dks flYksDV djrs gS vkSj ;fn QkbZy dks vkbZdku 

ds :Ik esa iznf’kZr djuk gSA rks Display as icon dks flYksDV djrs gSA 

Browse Button ij fDyd djds QkbZy dks flYksDV djrs gSA 

;fn QkbZy dks fyad fd;k x;k gS rks ;fn source File es lq/kkj fd;k tkrk gSA rks Destination Object esa 

auto update gks tkrk gSA edit menu ls blesa editing fd tk ldrh gSA 

 Hyper Link:- bl vki’ku ls orZeku MkD;wesaV esa fdlh Hkh QkbZy dks fyad djk;k tk ldrk gSA 

ftl ij Ctrl + click djus ij og MkD;wesaV [kqy tkrk gSA ftlls ;g baVjusV dh rjg dk;Z djus 

yxrk gSA ,oa ,d ls vf/kd MkD;wesaV dks vkil esa tksM ldrs gSA 

bldh  Sortcut key ctrl+K gSA gkbZij fyad MkD;wesaV under line gksrk gS vkSj bldk dyj cny 
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tkrk gSA 

 

Format Menu:-bl ehuw dh lgk;rk ls MkD;wesaV dh formatting dh tk ldrh gSA blesa lkSyg vki’ku 

gksrs gSA bldh gkWV dh alt+o gSA 

 Font:- bl vki’ku ds Mk;ykWx ckDl esa rhu Vsc gksrs gSA ftldh lgk;rk ls MkD;wesaV dh 

Formatting dh tk ldrh gSA izFke Vsc ls VSDl dk font, Font style ,Font Size ,Font 

Color vkfn dks cnyk tk ldrk gSA ,oa VSDl esa fofHkUu izdkj ds Effect yxk ldrs gSA bldh 

ShortCut key ctrl+D gS 

nwljk Vsc Character spacing dk gksrk gS ftlls VSDl ds Lisl dks lsV fd;k tkrk gSA 

rhljk Vsc text effects dk gksrk gSA ftlls VSDl esa izHkko’kkyh animations yxk ldrs gSA 

 

 paragraph :- bl vki’ku ls iSjkxzkQ dh Formatting dh tkrh gSA blds Mk;ykWx ckDl esa nks Vsc 

gksrs gSA 

Indents and Spacing bl Vsc ls iSjkxzkQ dk alignment, Indentation, Spacing dks lsV fd;k 

tkrk gSA iSjkxzkQ esa rhu Indentation gksrs gSA left , Right and First line Indent bu rhu dh 

lsfVax dh tkrh gSA Lisflax blls iSjkxzkQ ds igys vkSj ckn dk Lisl lsV fd;k tkrk gSA blds vykok 

blls iSjkxzkQ ds chp dh ykbZuksa ds chp fdruk Lisl nsuk gSA bldh Hkh lsfVax dh tkrh gSA 

 

Line and Page Breaks bl Vsc ls ykbZu ,oa ist cszd dh lsfVax dh tkrh gSA fd u;s iSjkxzkQ dks dgkW 

fdl ist ij vk;sxk A 
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 bullet and Numbering:-;gkW ls MkD;wesaV esa Bullet and Numbering dk iz;ksx dj ldrs gSA 

blds Mk;ykWx ckDl esa pkj Vsc gksrs gSA 

Bulleted Tab:- ;g bullet and Numbering Mk;ykWx ckDl dk igyk Vsc gksrk gSA blls 

MkD;wesaV esa bullet dk iz;ksx dj ldrs gS ,oa Customize Button ij fDyd djds mls fpUg dks 

cny ldrs gSA ,oa alignment, Position vkfn dks fu/kkZfjr fd;k tk ldrk gSA tSls *,♣,● 

Numbered Tab:- ;g ckWDl dk nwljk Vsc gksrk gSA blls MkD;wesaV esas Number dk iz;ksx dj ldrs 

gSA bldks Hkh customize fd;k tk ldrk gSA ftlls alignment, position, Text Position vkfn 

dks fu/kkZfjr fd;k tkrk gSA TkSls 1.,2. 3. 4., A., B., C. I, II, III 

Outline Numbered Tab:- ;g Mk;ykWx ckDl dk rhljk Vsc gksrk gSA blls MkD;wesaV esa Outline 

Numbered dk iz;ksx fd;k tkrk gSA tSls 1., 1.1, 1.1.2, 2.,2.1,2.2.1 etc. 

Line Style Tab:- bl Vsc ls ykbZu dh LVkbZy dks pqu dj mldk Ik;ksx MkD;wesaV esa dj ldrs 

gSA 

     

 Borders & shading:- 

blls ge 'kCn] iSjkxzkQ ;k ist es Border and Shading dk iz;ksx dj ldrs gSA blds Mk;YkWkx 

ckDl esa rhu Vsc gksrs gSA bles setting, Style, Color, width vkfn dks lsV fd;k tkrk gSA 

Borders Tab ls 'kCn ;k iSjkxzkQ esa Border yxk ldrs gSA 

Page Border Tab bl Vsc ls ist es Border yxkbZ tk ldrh gSA 

Shading Tab blls MkD;wesaV esa shading yxkbZ tk ldrh gSA ,oa mldh csd dyj dks fu/kkZfjr 

fd;k tkrk gSA 



R S I T Computer College Karkeli, Umaria (M.P.)                                                                         Page 29 of 64 

 

Guided by: Prakash Dwivedi (8982505087) and Abhilash Pathak (8517906324) 
 

 

 Column:- Format menu ds bl vki’ku ls ist es dkWye dks tksM ldrs gS A ist ,d dkWye 

gksrk gSA mldks bl vki’ku ls ,d ls vf/kd dkWye esa cuk ldrs gSA 

 

Column Mk;ykWx ckDl esa presets ls dkWye dks pqurs gSA ;k fQj Number of Columns esa dkWye dh 

la[;k ns ldrs gSA ftrus dkWye pkfg;s gksrs gSA 

Width and spacing ls dkWye dh pkSMkbZ ,oa muds chp Lisl dks lsV dj ldrs gSA 

line between check box dks pqudj nks dkWye ds chp ykbZu [khp ldrs gSA ,d dkWye ls nwljs dkWye esa 

tkus ds fy;s mldks czsd djuk iMrk gSA vf/kdre ckjg dkWye gks ldrs gSA U;wure ,d dkWyr gksrk gSA 

 Tabs:- blls Vsc dh dh lsafVax dj ldrs gSA 

 

blls Vsc dh position , alignment and leader vkfn dks lsV dj ldrs gSA 

blh dk;Z dks :yj ckj dh enn ls Hkh fd;k tk ldrk gSA vFkkZr~ Vsc dks :yj ckj ij yxk;k tkrk gSAfQj 

tc Vsc dh dks nckrs gSA rks dlZj Vsc ds uhps :drk gSA 

Vsc esa ikWp izdkj dk vkykbZuesaV gksrk gSA bldk iz;ksx djds ge vius MkD;wesaV dks O;ofLFkr rjhds ls rS;kj 

dj ldrs gSA 

 Change Case:- blls igys ls fy[ks 'kCnksa ds dsl dks cnyk tk ldrk gSA blesa ikWp dsl gksrs gSA 

fdlh Hkh dsl ls fdlh Hkh dsl esa cnyk tk ldrk gSA 
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1. Sentence Case :- bl dsl esa lsuVsal dk igyk v{kj cMk gksrk gSA ckdh lHkh v{kj NksVs gksrs gSA 

tSls%& I am student of dca. 

2. lower case :- bl dsl esa lsuVsal lHkh v{kj NksVs gksrs gSA tSls%& i am student of dca. 

3. UPPER CASE :- bl dsl esa lsuVsal lHkh v{kj cMs gksrs gSA tSls%& I AM STUDENT OF 

DCA. 

4. Title Case :- bl dsl esa izR;sd 'kCn dk igyk v{kj cMk gksrk gSA tSls%& I Am Student Of 

Dca. 

5. tGGLE cASE :- ;g ,d fo’ks"k izdkj dk dsl gSA bl dsl esa tks NksVs gksrs gSA og cMs tks tkrs gSA 

vkSj tks cMs gksrs gSA og NksVs gks tkrs gSA tSls %& i aM sTUDENT oF dCA. 

 Background :- blls MkD;wesaV ds csdxzkmM dks cnyk tk ldrk gSA blesa dyj ] Fill effect and 

Print water mark dks lsV fd;k tk ldrk gSA 

Format menu  background fill effect 

 

 

Format menu background printed water mark 

 
 

 Auto Format :- bl vki’ku ls MkD;wesaV dks autoformat fd;k tk ldrk gSA 

mldh gSfMax] fyLV ]iSjkxzkQ vkfn dks lsV fd;k tkrk gSA ,oa dbZ VSDl blls fjIysl fd;k tkrk gS 

ftlls og lqnaj fn[k us yxkrk gSA 

bl vki’ku dk iz;ksx djds MkD;wesaV dh lsafVax vkWVksesfVd gks tkrh gS 
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 Styles and Formatting:- bl vki’ku ls Formating ds fy;s LVk;y dk fuek.kZ dj ldrs gSA ,oa 

mldh 'kkVZdV dh dks ifjHkkf"kr dj ldrs gSA 

blesa iSjkxzkQ ] v{kj ysfoy dh lsfVax dh tkrh gSA ,oa Font, tab, paragraph , border vkfn dks lsV 

fd;k tkrk gSA 

 

Tool Menu:- 
bl ehuw esa ,e,l okMZ ds Vwy gksrs gSA ftldh lgk;rk ls ,d vPNk MkD;wesaV dk fuek.kZ fd;k tk ldrk gSA 

bldh gkWV dh Alt+ T gksrh gSA 

 Spelling & Grammer: - MS Word esa Spelling & Grammer Check djus dh lqfo/kk gksrh gSA 

tks ;wtj English dh de tkudkjh j[krs gS muds fy;s ;g ,d egRoiw.kZ Vwy gS ,e,l oMZ ;wtj }kjk 

fy[kh x;h xyr Spelling & Grammer dh error dks show djus yxrk gSA 

;fn word dh Spelling xyr gksrh gSA rks mlds uhps yky ygjnkj js[kk vk tkrh gSA vkSj ;fn xzkej 

laca/kh error gksrh gSA rks ml okD; ds uhps gjh ygjnkj js[kk vk tkrh gSA mldh bl xyrh;ksa dks 

Spelling & Grammer tool ls lgh fd;k tk ldrk gSA 

bldh 'kkVZdV dh F7 gksrh gS A ftl 'kCn ;k okD; es error gksrh gS ml ij jkbZV fDyd djus ij 

Suggestion show djus yxrk gSA ftles ls lgh suggestion dks pqu fy;k tkrk gSA ftlls mldks 

fjIysl dj fn;k tkrk gSA 

 

Spelling & Grammer Mk;ykWx ckDl esa nks Hkkx gksrs gSA Not in Directory box esa eSVj 'kks gksrk gS 
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uhps Suggestions Box gksrk gSA ftles suggestions vkrs gSA ftles ls lgh fodYi pqu fy;k tkrk 

gSA 

;fn ;wtj dks yxrk gS fd ;g 'kCn lgh gSA rks mldks dEI;wVj dh Dictornary esa tksM ds fy;s 

Add to Directory Button ij fDyd dj nsrs gS rks og 'kCn dEI;wVj ds 'kCndks"k es tqM tkrk gSA 

;fn 'kCn dks ugh cnyuk gksrk gS rks Ignore Button ij fDYkd djrs gSA vkSj ;fn ml 'kCn dks iwjs 

MkD;wesaV esa Ignore djuk gksrk gSA rks Ignore all Button ij fDyd dj nsrs gSA 

;fn 'kCn dks cnyuk gksrk gS rks Change Button ij fDYkd djrs gSA vkSj ;fn ml 'kCn dks iwjs 

MkD;wesaV esa Change djuk gksrk gSA rks Change all Button ij fDyd dj nsrs gSA 

 

 

 Language :- 

Tool menu ds bl vki’ku ls Hkk"kk laca/kh Vwy gksrs gSA ftlesa language set djuk ] Thesaurus , 

Translate option gksrs gSA 

Language set ls MkD;wesaV dh Hkk"kk dks lsV dj ldrs gSA 

Translate bl vki’ku ls fdlh Hkh 'kCn dks Translate dj ldrs gSA 

Thesaurus esa mlds  same meaning show djrk gSA ftldk Ikz;ksx djds gEk vius MkD;wesaV dks 

atravtive cuk ldrs gSA 

 

 Hypernation :- Document ds left and right alignment dks lgh fn[kkus ds fy;s 'kCn dks rksMk 

dj fy[kk tkrk gSA ,sls 'kCn tks right alignment ds dkj.k iwjk 'kCn ml ykbZu esa ugh fy[k ikrk gS A 

rks og iwjk dk iwjk 'kCn ubZ ykbZu es vk tkrk gSA ftlls og Lisl [kkyh jg tkrk gSA ftlls MkD;wesaV 

dh lqnajrk de gks tkrh gSA 

bldh bl leL;k dks nwj djus ds fy;s Hyprnation option dk iz;ksx djds 'kCn dks gkbijusV fd;k tkrk 

gSA ftlls og 'kCn czsd gks tkrk gSA vkSj ogkW ij hypernation (-) dk fpUg vk tkrk gSA 
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 Word Count: - bl vki’ku ls MkD;wesaV ds ist] oMZ] iSjkxzkQ] fcuk v{kj okys 'kCn] Lisl ckys 'kCnksa 

dks fxudj Mk;ykWXk ckDl esa 'kks djrk gSA 

 

 Mail Merge:- ;g ,e ,l oMZ dh ,d egRoiw.kZ lqfo/kk gSA tc xzqi esa ysVj rS;kj djuk gksrs gS A rks 

ogkW ij esyetZ dk iz;ksx djrs gSA tSls izos’k i=] fuea=.k i= ] vkWfQl ysVj vkfnA vFkkZr~ blls ge 

MkVkcsl dks tksM ldrs gSA 

Process of Mail Merge:- 

Step 1:- 

Goto tool menu letters and Mailingsmail merge ij fDyd djrs gSA rks Mail Merge uke 

dk Mk;ykWx ckDl vkrk gSA blesa fdl izdkj ds MkD;wesaV ij dk;Z djuk gSA mldks pqurs gSA tSls letter, 

Email, Envelops , labels vkfnA vkSj Next Button ij fDyd djrs gSA 

 

Step 2:- 

bl Mk;ykWXk ckDl esa ;g flysDV djrs gS fd fdl Mk;D;wesaV es dk;Z djuk gSA mldks pqu dj Next 

Button ij fDyd djrs gSA 
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Step 3:- 
bl Mk;ykWx ckDl esa igys ls mifLFkr MkVkcsl dks pqurs gS ;k u;k MkVkcsl cukrs gSA u;k MkVkcsl dks cukus 

ds fy;s Type a new list dks pqurs gS vkSj Create ij fDYd djrs gSA vkSj MkVkcsl dks cukrs gSA 

 

Type a new list Create customize ;g ij vuko’;d QhYM dks fMfyV djrs gSA] u;s QhYM dk s 

tksM ldrs gSA ] igys ls mifLFkr QhYM dks fjuse dj dj ldrs gSA ] QhYM dks vi Mkmu Hkh dj ldrs gSA 

vkSj ok button ij fDyd djrs gSA 

Uk;s MkVk dks tksMus ds fy;s New Entry ij fDyd djrs gSA lHkh MkVk fQy djus ds ckn Dykst cVu ij 

fDyd djrs gSA vkSj MkVkcsl dks lso djrs gSA Refresh Button ij fDyd djds ok Button ij fDYkd 

djrs gSA fQj Next Button ij fDyd djrs gSA 

 

Step 4:- 

;gkW ls Greeting line and items dks MkD;wesaV esa Insert (tksMrs) djrs gSA vkSj Next Button ij fDYkd 

djrs gSA 
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Step 5:- 

bl LVsi esa esy etZ dh izfdz;k iwjh gks tkrh gSA vkSj Next Button ij fDYkd djrs gSA 

 

Step 6:- 
bl LVsi es MkD;wesaV dks fizaV djrs gSA bles rhu vki’ku gksrs gSA 

all :- blls lHkh fjdkMZ fizaV gks tk;sxsA 

Current Record:- blls dsoy orZeku fjdkMZ fizaV gksrk gSA 

From:- blesa tgkW ls tgkW rd ds fjdkMZ fizaV djuk gksrk gSA mudks buiqV djrs gSA 

vkSj var esa ok Button ij fDYkd djrs gSA rks fjdkMZ fizaV gks tkrs gSA 

 

esyetZ Vwyckj vkrh gSA ftlls esyetZ dk;Z dks djrs gSA 

esy etZ ls le; dh cpr gksrh gSA vkSj vko’;drk ds vuqlkj yksxksa d s fy;s ysVj rS;kj gks tkrs gSA blesa 

xyrh gksus dk cgqr de Mj gksrk gSA 

Labels & Envelopes: - ,e,l oMZ esa ysfoy vkSj fyQkis dh lsafVx djds MkVkcsl dks lsV djds 

mudks fizaV fd;k tk ldrk gSA 

Goto Tool Menu Letters & MailingsLabels & Envelopes ij fDyd djus ij Labels & 
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Envelopes uke dk Mk;ykWx ckDl vkrk gSA 

 

blesa nks Vsc gksrs gSA Envelops , labels ftldks cukuk gksrk gS ml Vsc dks flysDV djrs gSA blds ckn 

Option Button ij fDYkd djrs gSA vkSj ysfcy dk lkbt pqurs gSA ;k fQj new label ij fDYkd djds u;s 

ysfcy dk fuekZ.k djrs gSA 

 

ftlesa ysfoy ysfcy dk uke ] pkSMkbZ] yackbZ] ekftZu vkfn dks lsV djrs gSAvkSj ok button ij fDyd djrs 

gSA fizaV cVu ij fDyd djds ysfoy dks fizaV dj ldrs gSA 

 

Table Menu:- 

Table menu ls Vsfcy dks cuk dj Vsfcy ds lkFk dk;Z fd;k tk ldrk gSA blesa pkSng vki’ku gksrs gSA 

bldh gkWV dh alt+a gSA 

 Draw Table :- blls ge Vsfcy dks cuk ldrs gSA bl ij fDyd djus ij dlZj dk vkdkj isafly 

ds leku gks tkrk gSA vkSj Table & Border uke dh Vwyckj 'kks gksus yxrh gSA ftldk iz;ksx djds 
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ge Vsfcy dk fuekZ.k dj ldrs gSA 

blls ge vko’;drk ds vuqlkj jks ,oa dkWye cuk ldrs gSA ,oa fMfyV dj ldrs gSA blds LkkFk 

lkkFk mlds MkVk dks Hkh lsV dj ldrs gSA Vsfcy dh fofHkUu izdkj dh lsfVax fd tk ldrh gSA 

 

Insert:- Vsfcy ehuw ds bl vki’ku ls MkD;wesaV esa lh/ks Vsfcy dks tksM ldrs gSA 

blds Mk;ykWx ckDl esa jks ,oa dkWye dh la[;k dks nsuk gksrk gS ,oa auto Format ls Vsfcy ds 

Format dks flysDV dj ldrs gSA blds ckn ok button ij fDYkd djrs gh Vsfcy insert gks tkrh 

gSA 

blds vykok blls Vsfcy esa left column , right Column, above and down row ,oa Vsfcy esa 

lsy vkfn dks vklkuh ls tksM ldrs gSA 

 

 Delete:- bl vki’ku ls Table, row, column and cell dks fMfYkV dj ldrs gSA 

 Select :- bl vki’ku ls Table, column, row and cell dks flysDV dj ldrs gSA 

 Merge cells:- bl vki’ku Table, column, row and cell dks flysDV djds mldks etZ dj 

ldrs gSAvFkkZRk~ mudks vkil esa ,d dj ldrs gSA 

 Split cells:- blls ,d lsy dks ,d ls vf/kd row and column esa rksMk tk ldrk gSA 

 

 Auto Format:- bl vki’ku ls Vsfcy dks auto format fd;k tk ldrk gSA ftlls Vsfcy dks 

format djus dh vko’;drk ugh gksrh gSA 
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 Auto Fit:- blls Vsfcy ds jks ,oa dkWye dks mlds MkVk ds vuqlkj fQV fd;k tk ldrk gSA ,oa 

jks ,oa dkWYke dh lkbZt cjkcj dh tk ldrh gSA 

bl vki’ku ds vUnj ikWp vki’ku gksrs gSA ftldh lgk;rk ls vyx vyx rjhds ls fQV fd;k tk 

ldrk gSA 

 Convert:- bl vki’ku ds VsDl ls Vsfcy ,oa VsfCky ls VsDl esa cnyk tk ldrk gSA 

tc VSDl ls Vsfcy esa cnyk tkrk gSA ml le; Vsfcy esa jks ,oa dkWye dh la[;k nh tkrh gSa 

 

vkSj tc Vsfcy ls VSDl esa cnyk tkrk gSA rks ;g fu/kkZfjr fd;k tkrk gSA fd fdl csl ij VSDl dks 

Seprate fd;k tk;sA iSjkxzkQ] Vsc] dkWek ;k vU; blesa ls dksbZ ,d flYksDV djds ok button ij 
fDYkd djrs gSA 

 Sort:- blls Vsfcy ds MkVk dks 'kkWVZ fd;k tk ldrk gSA bls nks izdkj ls Ascending or 

Desending dze esa Sort fd;k tk ldrk gSA blesa dWkye ] Vkbi ,oa sorting ds izdkj dks flysDV 

fd;k tkrk gSA blesa sorting ds fy;s ,d ls vf/kd vki’ku dks nsrs gSA 
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Table Properties:- table menu dk ;g ,d egRoiw.kZ vki’ku gksrk gSA blls Vsfcy dh properties dks 

lsV fd;k tk ldrk gSA blds Mk;ykWXk ckDl esa pkj Vsc gksrs gSA 

 

Table tab blls Vsfcy dh properties set djrs gSA 

Row Tab blls jks dh lsfVax dh tk ldrh gSA 

Column Tab blls dkWye dh lsafVx dh tkrh gSA 

Cell Tab blls lsy dh lsfVax dh tkrh gSA 

 

 

 

 

 

 

 

Windows Menu:- bl ehuw ls ,e,l oMZ esa ,d ls vf/kd foaMksl [kqyh gksrh gS rks mu 

foaMksl dks eSaust 

fd;k tkrk gSA ,oa ,e,l oMZ MkD;wesaV foMks dks spilt fd;k tk ldrk gSA 

Help Menu:- blls ,e,l oMZ ds ckjs esa gsYi ys ldrs gSA bldh 'kkVZdV dh F1 gSA 
 

UNIT–III 

MS Excel: Introduction and area of use, working with MS Excel, Toolbars, Menus 

And Keyboard Shortcuts, concepts of Workbook & Worksheets, Using Wizards, 

Various Data Types, Using different features with Data, Cell and Texts, Inserting, 

Removing & Resizing of Columns & Rows, Working with Data & Ranges, Different 

Views of Worksheets, Column Freezing, Labels, Hiding, Splitting etc., Using 

Different features with Data and Text, Cell Formatting including Borders & 

Shading, 

UNIT–IV 

Advanced Features of MS Excel: Multiple Worksheets: Concept, Creating and 

Using Multiple 

Worksheets; Use of Formulas, Calculations & Functions, Various types of 

Functions, Cell Referencing, Absolute and Relative Addressing, Working with 

Different Chart Types, Chart Wizard, Printing of Workbook & Worksheets with 

Various options, Database: Creation, Sorting, Query and Filtering a Database; 

Creating and Using Macros; 

MS Excel:- Excel ,d ,e ,l vkWfQl dk ,d software gSA ftldh lgk;rk ls ge MkVkcsl ij 

MkVkizkslsflax dk dk;Z dj ldrs gSA ,oa MkVk dks LVksj dj ldrs gSA blesa MkVkcsl dks eSust djus ds fy;s 
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fofHkUu izdkj ds Vwy gksrs gSA ftldk iz;ksx djds MkVkcsl dh QkWesafVax dj ldrs gsA bl ,Iyhds’ku 

lkW¶Vos;j dh ehuw ckj esa ukS ehuw gksrs gSA blesa fofHkUu izdkj dh dh Vwyckj gksrh gSA ftldk iz;ksx djds 

vius dk;Z dks vklkuh ls dj ldrs gSA 

blesa ,d ,Iyhds’ku foaMks gksrh gSA ftlds vUnj odZcqd gksrh gSa odZcqd ds vUnj odZlhV gksrh gSA ,Dlsy esa 

MkVk dks odZ’khV esas LVksj fd;k tkrk gSA blesa jks vksj dkWye gksrs gSA jsk vkSj dkWye ls feydj lsy curh gSa 

blesa izR;sd lsy dk ,d address gksrk gSA ftls lsy ,sMl dgk tkrk gSA ;g ,sMªl dkWye vkSj jks ds uke 

ls feydj cuk gksrk gSA tSls A1, BB10 vkfnA 

,d odZlhV esas 65536 jks vkSj 256 dkWye gksrs gSA jsk dk uke Number ls jgrk gSA vkSj dkWye dk uke 

alphabet esa jgrk gSA blesa dqy lsy dh la[;k fUkEu gksrh gSA 65536*256=16777216 

,d odZoqd esa 256 odZlhV gksrh gSA 

blesa tks QkbZy curh gSA mldk f}rh;d uke .XLS gksrk gSA 

 

odZcqd%& ;g ,d ,sDly QkbZy gksrh gSA ftlds vUnj dbZ odZlhV gksrh gSA ftlesa MkVk dks LVksj fd;k 

tkrk gSA ,d odZcqd ds vUnj 256 odZlhV gksrh gSA ok; fMQkYV rhu odZlhV gksrh gSA blesa ubZ odZlhV dks 

tksMk ;k fMfyV fd;k tk ldrk gSA jhuse fd;k tk ldrk gSA vkSj blesa lhV dks dkWih ewo vkfn dk dk;Z 

ljyrk ls fd;k tk ldrk gSA 

odZcqd open djus ij odZlhV vius vki [kqy gksrh gSA ,d le; esa ,d gh odZcqd ij dk;Z fd;k tkrk 

ldrk gSA ftls ,sfDVo cdZ lhV dgk tkrk gSA 

odZlhV %& odZlhV cqd ds ist dh rjg gksrh gSA ftleas ge MkVk dks LVksj dj ldrs gSA ,d odZlhV esas 

65536 jks vkSj 256 dkWye gksrs gSA ,oa 65536*256=16777216 lsy gksrh gSA izR;sd dkWye dk ,d uke 

gksrk gSA tks ,YQkcsV gksrs gSA ;g jsat A ls IV =256 rd gksrh gSA ,oa jks dk uke U;wesafjd gksrk gSA bldh 

jsat 1 To 65536 rd gksrh gSA bldks jhuse fd;k tk ldrk gSA 

lsYk%& jks vkSj dkWye ds feyus ls lsy curh gSA ,d odZlhV esa 65536*256=16777216 cells gksrh gSA 

lsy esa MkVk dks fy[kk tkrk gSA ,d lsy esa 255 v{kj fy[ks tk ldrs gSA dkWye ,oa jks ds uke dks feykdj 

lsy dk uke curk gSA ;g lsy dk ,sMl gksrk gSA nks lsy ,sMl feydj jsat ,sMl cukrs gSA 

blesa nks ;k nks ls vf/kd lsy dks vkil esa etZ fd;k tk ldrk gSA vkSj lsy dh QkWesfVax dk dk;Z Hkh fd;k 

tk ldrk gSA 

blesa dqy ukS ehuw gksrk gSA tks fuEu gSA 

QkbZy ehuw(File Menu):- bl ehuw dh lgk;rk ls QkbZy ls lacaf/kr dk;Z dks fd;k tkrk gSA blds vanj 

lksyg vki’ku gksrs gSA ftudk iz;ksx QkbZYk es fd;k tkrk gSA bldh gkWV dh alt+ F gksrh gSA 

1. New:- bldh lgk;rk ls u;s odZcqd dk fuekZ.k fd;k tkrk gSA bldh shortcut key ctrl+N gksrh gSA 

New ij fDyd djus ij New workbook uke dh ,d foaMks vkrh gS ftlls ge Blank Workbook 
ij fDYd djrs gSA ftlls ubZ odZcqd vksfiu gks tkrh gSA 

 

2. Open :- blls igys ls cus odZcqd dks open fd;k tkrk gSA bldh shortcut key ctrl+O gksrh gSA 

blesa Open uke dh foaMks vkrh gS ftlesa ,Dlsy QkbZy dks flysDV djds Open Button ij fDyd 

djds QkbZy dks Open fd;k tkrk gSA ;k QkbZYk ij Mkcy fDyd djrs gS ftlls ,Dlsy QkbZYk open 
gks tkrh gSA 
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3. Save:- blls orZeku esa [kqyh odZcqd dks lso fd;k tkrk gS bldh shortcut key Ctrl+S gS LVSMZM 

Vwyokj dh lgk;rk ls Hkh MkD;wesaV dks lso fd;k tk ldrk gSA blesa save in ;g pqurs gSA fd QkbZYk 

dks dgkW ij lso djuk vkSj QkbZYk ckWDl esa QkbZy ns dj lso cVu ij fDYkd djrs gSA ftlsl QkbZYk lso 

gks tkrh gSA 

 

4. Close:- blls orZeku esa [kqys gq;s MkD;wesaV dks can fd;k tkrk gSA 

5. Save as:- blls orZeku esa [kqys MkD;wesaV dks iuq% lso fd;k tkrk gS bldh shortcut key F12 gS tks 

egRoiw.kZ MkD;wesaV gksrs gS mudks ges’kk lso ,t djuk pkfg;s A ;g ,d lqj{kk Vwy gSA 

 

6. Page Setup:- bl vki’ku ls ,Dlsy cdZcqd dh lsafVax fd tkrh gSA 
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blds MkW;ykx ckDl esa pkj Vso gksrs gSA 

 Paper:- blls odZcqd dh orientation , Scaling and paper size dks flysDV djrs gSA 

 Margins :- bl Vso ls ist dk ekftZu lsV djrs gSA isij esa pkj ekftZu gksrs gSA ,oa gsMj ,oa QqVj 

ds fy;s Lisl flysDV djrs gSA 

 Header / Footer:- blls ist esa gsMj ,oa QqVj dks lsV djrs gSA Custom Button ij fDyd 

djds lhV esa gSMj ,oa QqVj yxkrs gSA 

Sheet:- blesa lhV dk fizaV ,sfj;k flYksDV djrs gSA ] fizaV VkbZfVy ] lhV ls D;k D;k fizaV djuk gSA 

mldks pqurs gSA ,oa fizaV vkMZj flysDV djrs gSA 

bl Mk;ykx ckDl esa rhu cVu gksrs gSA gksrs print, print priview , option button 

7. Print Priview :- bldk iz;ksx djds odZcqd dks fizaV djus ds igys ;g ns[k ldrs gSA fd bldk fizaV 

fdl izdkj dk vk;sxk A vkSj ;fn dksbZ xyrh gksrh gS rks mldk lq/kkj Hkh ldrs gSA blds LkkFk fiazV izh 

O;w Vwyckj vkrh gS ftldh lgk;rk ls fofHkUu izdkj fizaV izh O;w ns[k ldrs gSA 

blls le; ,oa iSls nksuks dh cpr gksrh gSA 

8. Print:- bldh lgk;rk ls MkD;wesaV dk fizaV vkmV fudkyk tkrk gSA bles dbZ vki’ku gksrs gS A ftuls 

fofHkUu izdkj ls fizaV fudkyk tk ldrk gSA 

 

bl Mk;ykWx ckDl esa fizaVj dk uke ] page range, Number of copies , print What vkfn dks lsV 

djrs gSA ok ij fDyd djds fizaV fudky ldrs gSA 

9. Print Area:- bl vki’ku ls fizaV ,sfj;k lsV djrs gSA ftl ,sfj;k dks fizaV djuk gksrk gSA mldks 

flysDV djds fizaV ,sfj;k vki’ku ds vki’ku set print area ij fDyd djds fizaV ,sfj;k lsV djrs gSA 

vkSj fizaV ,sfj;k dks fjlsV ;k fMfyV Hkh dj ldrs gSA 

10. Exit:- blls MS Excel dks can fd;k tkrk gSA bldh Shortcut key alt +F4 gSA 

Edit Menu:- 

bl ehuw ls orZeku esa [kqyh QkbZy esa Editing dj ldrs gSA bldh “kkWVZdV dh alt+E gSA blesa dqy ianzg 

vki’ku gksrs gSA 

1. Undo:- bl vki’ku ls tks dk;Z ;wtj }kjk fd;s tkrs gS mldks fujLr fd;k tkrk gSA bldh 'kkVZdV dh 

ctrl+U gSA 
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2. Redo:- bl vki’ku dk iz;ksx undo ds ckn fd;k tkrk gSA bldk eryc gksrk gS tks vuMw fd;k gS 

mldks iqu% okfil ykukA bldh 'kkVZdV dh Ctrl+Y gSA 

3. Cut:- blls flysDV fd;s x;s eSVj dks dV fd;k tkrk gSA ;g dV gksdj fDyicksMZ esa pyk tkrk gSA vkSj 

Paste djds MkD;wesaV esa fpidk;k tkrk gSA bldh Sortcut key Ctrl+X gS bldks LVSMMZ ckj ds dV 

cVu ij fDyd djd dV fd;k tk ldrk gS bldk jkbZV fDyd djds Hkh dV dj ldrs gSA 

ekml dh lgk;rk ls Hkh esVj dks ,d LFkku ls nwljs LFkku ij ewo fd;k tk ldrk gSA 

4. Copy:- blls flysDV fd;s x;s eSVj dks dkWih fd;k tkrk gSA ;g dkWih gksdj fDyicksMZ esa pyk tkrk gSA 

vkSj Paste djds MkD;wesaV esa fpidk;k tkrk gSA bldh Sortcut key Ctrl+C gS bldks LVSMMZ ckj ds 

dkWih cVu ij fDyd djd dkWih fd;k tk ldrk gS bldk jkbZV fDyd djds Hkh dkWih dj ldrs gSA 

5. Paste:- bl vki’ku dh lgk;rk ls dV ;k dkWih fd;s x;s eSVj dks isLV fd;k tkrk gSA bldh 

Shortcut key ctrl+V gksrh gSA LVSMMZ Vwy ckj dh lgk;rk ls Hkh isLV fd;k tkrk gSA ;k jkbZV fDyd 

djds paste fd;k tkrk gSA 

6. Paste special :- bl vki’ku dh lgk;rk ls dV ;k dkWih fd;s x;s eSVj dks Lis’ky isLV fd;k tkrk gSA 

bles ,d MkW;ykx ckDl vkrk gSA ftlls fofHkUUk izdkj ls isLV dj ldrs gSA ;g ,d cgqr gh mi;ksxh 

Vwy gksrk gSA 

 

7. Clear :- blls ge VsDl ;k mldh Formatting dks fMfyV dj ldrs gSA bldh 'kkVZdV dh del gSA 
blesa eSVj dks flysDV djuk iMrk gSA 

8. Select all:- blls iwjs MkD;wesaV ds eSVj dks ,d LkkFk flysDV dj ldrs gSA bldh Shortcut key 

ctrl+A gksrh gSA 

9. Find:- bl vki’ku ls odZcqd ,oa odZlhV esa fdlh Hkh VSDl] 'kCn ,oa okD; dks Find fd;k tk ldrk gSA 

bldh shortcut key ctrl+F gSA more option esa fofHkUu izdkj ls  Searching dj ldrs gS 

 

10. Replace:- bl vki’ku ls odZcqd ,oa odZlhV esa fdlh Hkh VSDl] 'kCn ,oa okD; dks Replace fd;k tk 

ldrk gSA bldh shortcut key ctrl+H gSA more option esa fofHkUu izdkj ds vki’ku flysDV dj 

ldrs gSA blesa pkj cVu gksrs gSA 

Replace Button blls ,d ,d 'kCn Replace gksrk gSA 

 Replace all Button:- blls ,d lkFk iwjs MkD;wesaV esa ,d LkkFk Replace gksrk gSA 
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 Find Next Button: blls word dks find dj ldrs gSA 

 Find What text box: esa ml 'kCn dks fy[krs ftldks replace djuk gksrk gSA 

 Replace With: esa ftlls replace djuk gksrk gSA mldks fy[kuk gksrk gSA 

 

11. Goto:- blls odZcqd ,oa odZlhV es fdlh Hkh lsy ij tk ldrs gSA bldh Shortcut key ctrl+G gSA 

blesa ml lsy dk use nsuk gksrk gSA 

 

View Menu:- 
bl ehuw dk iz;ksx MkD;wesaV dks fofHkUu O;w esa ns[kus ds fy;s fd;k tkrk gS A ,oa 'kks ,oa gVk;k tk ldrk gSA 

blesa dqy pkSng vki’ku gksrs gSA 

tks fUkEu gSA 

 Normal:- bl vki’ku ls lhV dks ukWeZy fLFkfr esa ns[kk tk ldrk gSA 

 Page Break Priview:- print area set djus ds ckn ist czsd fizO;w esa ns[krs gSA rks lhV esa ftruk fizaV 

,sfj;k lsV gksrk gS mruh lhV fn[kkbZ nsrh gSA bldh lkbZt dks [khpdj cMk fd;k tk ldrk gSA blesa 

dk;Z djus esa vklkuh gksrh gSA 

 Toolbars:- MS Excel dh lHkh Vwyckj dks ;gkW ls yk;k ,oa gVk;k tkrk gSA blesa dqy vBkjg Vwyckj 

gksrh gSA vkSj vko’;drk ds vuqlkj Vwyckj dk fuekZ.k Hkh fd;k tk ldrk gSA ;g Vwyckj vius vki dk;Z 

ds vuqlkj vk tkrh gSA vkSj gV tkrh gSA 

 Formula Bar :- Formula bar excel dh ,d egRoiw.kZ okj gksrh gS bldh lgk;rk ls lsy esa MkVk 

]QkWewZyk ,oa Functions dk iz;ksx fd;k tkrk gSA 

 Full Screen:- bl vki’ku ls MkD;wesaV dks Qwy Ldhu esa ns[kk tk ldrk gSA 

 Zoom:- bl vki’ku ls MkD;wesaV dks fofHkUu izdkj ls twe djds ns[kk tk ldrk gSA 

 

Header & Footer:- 
bl vki’ku ls ,Dlsy lhV esa gsMj ,oa QqVj dks yxk ldrs gS blesa tks esVj lsV fd;k tkrk gSA og izR;sd 

ist ij vkrk gSA gsMj yxkkus ds fy;s custom header ij fDyd djrs gSA QqVj yxkus ds fy;s Custom 

Footer ij fDyd djrs gSA vkSj QqVj ;k gsMj dks lsV djrs gSA 
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Custom header or footer ij fDyd djus ij fuEu foaMks vkrh gSA bles rhu section gksrs gSA ftlesa ist 

uacj ;k dksbZ vU; gsfMax yxk ldrsa gSA 

 

Insert Menu:- 
bl ehuw dh lgk;rk ls MkD;wesaV esa fofHkUu izdkj ds vkCtsDV dks tksMk tkrk gSA blesa dqy ianzg vki’ku gksrs 

gSA 

 Cells: bl vki’ku ls lhV esa lsy dks f’k¶V fd;k tkrk gSA insert menu ds bl vki’ku ij fDyd 

djus ij fuEu Mk;ykx ckDl vkrk gSA 

blesa lsy dks nks izdkj ls f’k¶V fd;k tkrk gSA blds igys vki’ku dks flysDV djus ij orZeku lsy 

dk MkVk jkbZV lkbZM f’k¶V gks tkrk gSAvkSj og lsy [kkyh gks tkrh gSA 

 

nwljs vki’ku dks flysDV djus ij orZeku lsy dk MkVk uhps okyh lsy esa f’k¶V gks tkrk gS 

vko’;drk ds vuqlkj vki’ku dks flysDV djrs gSA 

 

 Rows(jks):- bl vki’ku ls lhV esa jks dks tksMk tk ldrk g S blds fy;s entire row redio button 

dks pqurs gSAvkSj ok button ij fDYkd djus ij jks lhV esa tqM tkrh gSA 

lhV esa nks izdkj ls jks dks tksMk tkrk gSaSA 

1. Insert menu  Rows 

2. Right Click on Cell insert select entire row ok 
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 Columns(dkWye):- bl vki’ku ls lhV esa dkWye dks tksMk tk ldrk gS blds fy;s entire column 

redio button dks pqurs gSAvkSj ok button ij fDYkd djus ij dkWye lhV esa tqM tkrk gSA 

lhV esa nks izdkj ls dkWye dks tksMk tkrk gSaSA 

 Insert menu  column 

 Right Click on Cellinsert  select entire column ok 

 WorkSheet(odZlhV):- bl vki’ku ls odZcqd esa ubZ odZlhV dks tksMk tkrk gS 

 odZcqd esa nsk izdkj ls odZlhV dks tksMk tkrk gSA 

 Insert menu  worksheet 

 Right Click on sheet insert worksheet ok 

Function: - ,sDly esa igys ls ifjHkkf"kr QkeZwys gksrs gS Aftuds }kjk fofHkUu izdkj ds dk;Z fd;s tk ldrs 

gSA Function dk tkrk gSA 

;g MkVk ds izdkj ij vusd izdkj ds gksrs gSA 

Tksk fuEu gSA 

1. Math or String 

2. Date 

3. Text 

4. Financial 

5. Logical 

6. Statically 

7. Lookup or reference 

Funtion dk iz;ksx djuk %& 

bldk iz;ksx nks izdkj ls fd;k tkrk gSA 

Director Type djds%& blesa Funtion dks = ds fpUg ds ckn VkbZi dj nsrs gS vkSj mlesa argument 

insert djk nsrs gSA vkSj var esa baVj ;k fDyd djds mldk ifj.kke izkIr dj ldrs gSA 

Menu ds }kjk %& 

Insert menu - Function ij fDyd djus ij Function Mk;ykWx ckDl vkrk gSA ftlesa QkUd’ku 

flysDV djrs gSA vkSj ok button ij fDyd djrs gSaA vkSj mlds ckn mlesa mlds vkWxwZesaV nsrs gS vkSj ok 

Button ij fDYkd djrs gSA 

Math or String Function:- bu functions dk iz;ksx Mathematical and String database ds fy;s 

fd;k tkrk gSA budk iz;ksx djds ge vius dk;Z dks ljyrk ls dj ldrs gSA blds dqN Function fuEu gSA 

1. SUM():- bl Function ds }kjk la[;kvksa dks tksMk tkrk gSA blesa value, cell address or cell range 
nh tk ldrh gSA 

Example: 

 
2. SQRT ():- bl Funtion dh lgk;rk ls fdlh Hkh la[;k dk SQURE ROOT fudkyk tkrk gSA blds 
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vkxwZesaV esa fdlh la[;k ;k lsy ,sMsl nsrs gSA ;k og la[;k nsrs gS A ftldk SQURE ROOT fudkyuk 

gksrk gSA 

 

Example:- =SQRT(64) 

Result :- 8 

3. odd():- bl Function ls le la[;k dks fo"ke la[;k esa cnyk tk ldrk gSA 

mnkgj.k =odd(79) 

Result=80 

4. even():-Function ls fo"ke la[;k dks le la[;k esa cnyk tk ldrk gSA 

mnkgj.k =even(80) 

Result=81 

5. MOD():. bl function dh lgk;rk ls fdlh Hkh la[;k dk 'ks"kQy fudkyk tkrk gSAblesa nks vkxwZesaV 

fn;s tkrs gSA 

mnkgj.k =MOD(26,5) 

result=1 

6.POWER():- bl Funtion ls fdlh Hkh la[;k dh ?kkr dh x.kuk dh tk ldrh gSaA blesa nks vkxwZesaV fn;s 

tkrs gS igyh la[;k nwljh ikoj A 

mnkgj.k POWER(5,2) 

Result = 25 

7. ABS():- blls absalut value fudkyrs gSA vFkkZr ;fn dksbZ fpUg yxk gSA rks mldsk gVk fn;k tkrk 

gSA;g vkxZwesaV esa ,d uacj ysrk gSA 

-125 

=abs (-125) 

Result = 125 

8.Fact():- bl Function fd lgk;rk ls fdlh Hkh la[;k dk Factorial number fudky ldrs gSA 

Factorial Number gksrk gSA ;g vkxZwesaV esa ,d uacj ysrk gSA 

tSls 5 dk Factorial gksrk gSA 1*2*3*4*5=120 

 =fact (5) 

Result= 120 

9. INT():- bl function ls fdlh Hkh la[;k dh baVhtj Value fudky ldrs gSA ;g vkxZwesaV esa ,d uacj 

ysrk gSA 

=fact(123.34) 

Result=123 
 

Text Function:- bl Function dk iz;ksx VSDV ds fy;s fd;k tkrk gSA blfy;s bUgs VSDV Function 
dgk tkrk gSA 

;g fuEu gSA 

1. UPPER():- ;g Function lower case ds v{kj dks cMs v{kj esa cnyrk gSA 

Syntax: =UPPER(TEXT) 

Example:- UPPER(“micro computer”) 

Result:- MICRO COMPUTER 

2. LOWER();-;g Function UPPER case ds v{kj dks LOWER CASE v{kj esa cnyrk gSA 

Syntax: =LOWER(TEXT) 

Example:- LOWER(“MICRO COMPUTER”) 

Result:- micro computer 

3. Proper():- ;g Function text dks proper case esa lsV djrk gSA 

Syntax: =proper(TEXT) 

Example:- proper(“MICRO COMPUTER”) 

Result:- Micro Computer 

4. len():-;g Function text ds v{kj fxurk gSA 

Syntax: =len(TEXT) 
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Example:- len(“MICRO”) 

Result:- 5 

5. left():-;g Function 'kCn ds v{kjks dks ck;ha rjQ ls fudkyrk gSA blesa VSDV ,oa fdrus v{kj 

fudkyuk gSA mldh la[;k nsuh gksrh gSA 

Syntax: =Left(TEXT, Number) 

Example:- Left(“MICRO”,2) 

Result:- MI 

6. Right():-;g Function 'kCn ds v{kjks dks nk;ha rjQ ls fudkyrk gSA blesa VSDV ,oa fdrus v{kj 

fudkyuk gSA mldh la[;k nsuh gksrh gSA 

Syntax: =Right(TEXT, Number) 

Example:- Left(“MICRO”,2) 

Result:- RO 

7. TRIM():- ;g Function VSDV ds vkxs ihNs ds [kkyh LFkku dks [kRe dj nsrk gSA 

Syntax: =Trim(TEXT) 

Example:- Left(“ MICRO”) 

Result:- MICRO 

8. MID():-;g Function 'kCn ds v{kjks dks chp ls fudkykrk gSA blesa vkxwZesaV ds rkSj ij VSDV ,oa dgkW ls 

v{kj fudkyuk gSA vkSj fdrus v{kj fudkyuk gSa A mldh la[;k nsrs gSA 

Syntax: =MID(TEXT,START NUMBER , END NUMBER) 

Example:- Left(“MICRO COMPUTER”,6,7) 

Result:- COMPUTER 

DATE OR TIME FUNCTION:- 

bu Function dk iz;ksx MsV ,oa VkbZe ds fy;s fd;k tkrk gSA 

DATE:- 

1. NOW():- ;g Function Computer dh current date and Time nsrk gSA 

=NOW() 

OUT PUT= 10/20/2012 19:16 

2. DAY():-;g Function DATE ls fnu fudkyrk gSA 

Syntax:- day(date) 

Example=day(10/20/2011) 

Output=20 

3. MONTH (): ;g Function DATE ls eghuk fudkyrk gSA 

Syntax:- month(date) 

Example= month (10/20/2011) 

Output=10 

4. year(): ;g Function DATE ls o"kZ fudkyrk gSA 

Syntax:- year(date) 

Example= year (10/20/2011) 

Output=2011 

5. today() :- ;g Function current date output esa nsrk gSA 

=today() 

Output:- 10/20/2011 

6. Date() :- ;g Function fn;s x;s uEcjksa dks fnukad esa cnyrk gSA 

Syntax:- date(year,month,day) 

Example:- date(2011,22,10) 

Output=22/10/211 

Time Function:- 

1. Time():- ;g Function fn;s x;s hour, minute, second dks le; esa cnyrk gSA 

Syntax:- Time(hour,minute,second) 

Example:- Time(4,30,10) 

Output:-4:30 AM 
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2. Second():-;g Function fn;s x;s le; ls lsdsaM vkmViqV esa nsrk gSA 

Syntax:- Second(Time) 

Example:- Second(4:30) 

Output:- 10 

3. Minute():-;g Function fn;s x;s le; ls fefuV vkmViqV esa nsrk gSA 

Syntax:- minute(Time) 

Example:- minute (4:30) 

Output:- 30 

4. hour():-;g Function fn;s x;s le; ls ?k.Vk vkmViqV esa nsrk gSA 

Syntax:- hour(Time) 

Example:- hour(4:30) 

Output:- 4 

Chart 

Excel Data dks xzkQ esa iznf’kZr fd;k tk ldrk gSA MkVk dks pkVZ ls le>us esa vklkuh gksRkh gSA ,sDlsy es 

bldks fotkMZ ds }kjk cuk;k tkrk gSA 

Excel esa pkVZ cukuk%& blesa pkVZ dks pkj LVSi esa cuk;k tkrk gSA tks fuEu gSA 

Step First:- 

Insert menu Chart 

Or 

Standard Tool Bar Click on Chart Button 

pkVZ cVu ij fDyd djus ij chart wizard uke dk Mk;ykWx ckDl vkrk gSA blesa pkVZ ds izdkj dks pqurs 

gSA 

,sDlsy esa pkSng izdkj ds pkVZ gksrs gSA ftl pkVZ dks flysDV djrs muds lc pkVZ dks lkbM esa izfn’kZr gksrs 

gSA ftlesa ls vko’;drk ds vuqlkj pkVZ dks pqurs gSA 

 

vkSj Next Button ij fDYkd djrs gSA 

Step Second: - Second Step esa pkVZ ds fy;s MkVkcsl dks pqurs gSA bl Mk;ykWXk ckDl esa nks Vsc gksrs gSA 

izFke Vsc esa MkVk jsat nsrs gSA ,oa ;g pqurs gSA fd MkVk jks esa gSA ;k dkWye esa 

nwljs Vsc series dk gksrk gSA blesa lhjht dk uke ,oa mldh jsat nsrs gSA blesa ubZ lhjht dks tksMk tk 

ldrk gSA ,oa igys ls mifLFkr lhjht dks fMfyV fd;k tk ldrk gSA 

,oa X Axis ij tks MkVk iznf’kZr djuk gSA mldh jsat nsrs gSA 
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vkSj Next Button ij fDyd djrs gSA 

Step Third: - bl aMk;ykWx ckDl esa N% Vsc gksrs gSA ftudh lgk;rk ls pkVZ dh lsafVax fd tkrh gSA 

;g Vsc fuEu gSA 

1. Titles:- blesa pkVZ dk VkbZfVy X and Y Axis dk VkbZfVy nsrs gSA 

2. Axes: bl Vsc ls ;g fu/kkZfjr djrs gSA fd pkVZ esa X and Y Axes ij ysfcy iznf’Zkr djuk gS ;k 

ughA 

3. Gridlines :- bl Vsc esa pkVZ esa Gridlines dks fu/kZkfjr fd;k tkrk gSA 

4. Legend :- :- bl Vsc esa pkVZ esa legend dh fLFkfr dks fu/kZkfjr fd;k tkrk gSA fd Legend dks 

pkVZ esa dgkW ij 'kks djuk gSA 

5. Data label :- chart esa ysfcy ds rkSj ij D;k iznf’kZr djkuk gSA bldks pqurs gSA 

6. Data Table:- Chart ds MkVk dh Vsfcy dks 'kks djuk gS ;k ugh bldks lsV fd;k tkkrk gSA 

blh izdkj lHkh lsfVaXk djus ds ckn Next Button ij fDyd djrs gSA 

 

Step Fourth:- bl LVsi esa ;g fu/kkZfjr fd;k tkrk gSA fd pkVZ dks dgkW ij yksdsV djuk gS orZeku lhV ij 

;k ubZ lhV ij A 

 

vkSj Finish Button ij fDYkd djrs gh pkVZ dk fuekZ.k gks tkrk gSA 

blds ckn ml ij jkbZV fDyd djds mldh Formatting dh tk ldrh gSA 

Format Menu 

bl ehuw dh lgk;rk ls MkD;wesaV dh formatting dh tk ldrh gSA blesa lkSyg vki’ku gksrs gSA bldh gkWV 

dh alt+o gSA 

 Cell:- QkWeZV ehuw ds bl vki’ku ls lsy dh QkWeZVsafxa dj ldrs gSA blls jks ;k dkWye esa vyx 

vyx izdkj ds MkVk VkbZi dks lsV dj ldrs gSA 

blds Mk;ykWx ckDl esa N% Vsc gksrs gSA ftlsl vyx vyx izdkj dh QkWesaZfVax gksrh gSA 

Number Tab:- 
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Data Type:- 

Data Type lsV djus ds fy;s jks ] dkWye ;k ,sfj;k dks flysDV djuk gksrk gSA blds ckn MkVk VkbZi dks 

lsV djuk gksrk gSA 

,sDlsy esa ckjg izdkj ds MkVk VkbZi gksrs gSA tks fuEu gSA 

 General :- bl MsVk VkbZi esa lHkh izdkj ds MkVk dks LVksj fd;k tkrk gSA ;g ,d dkWeu MkVk VkbZi 

gSA 

 Number:- bl MsVk VkbZi esa Uakcj izdkj ds MkVk dks LVksj fd;k tkrk gSA blesa n’keyo ds vadks dks 

Hkh lsV djuk gksrk gksrk gSA 

 Currency :- bl MsVk VkbZi esa djsalh izdkj ds MkVk dks LVksj fd;k tkrk gSA blesa n’keyo ds vadks 

dks ,oa djsalh fpUg dks lsV djuk gksrk gksrk gSA 

 Date :- bl MsVk VkbZi esa MsV izdkj ds MkVk dks LVksj fd;k tkrk gSA blesa MsV ds QkWeZV dks flysDV 

djuk gksrk gSA 

 Time :- bl MsVk VkbZi esa VkbZe izdkj ds MkVk dks LVksj fd;k tkrk gSA blesa VkbZe ds QkWeZV dks 

flysDV djuk gksrk gSA 

 Percentage:- bl MsVk VkbZi esa Percentage izdkj ds MkVk dks LVksj fd;k tkrk gSA blesa 

n’keyo ds vadks dks Hkh lsV djuk gksrk gksrk gSA blesa Percentage foUg vkrk gSA 

 Scientific:- bl MsVk VkbZi esa uacj izdkj ds MkVk dks LVksj fd;k tkrk gSA blesa n’keyo ds vadks 

dks lsV djuk gksrk gksrk gSA 

 Text :- bl MsVk VkbZi esa VsDl izdkj ds MkVk dks LVksj fd;k tkrk gSA bles xf.krh;s x.kuk;sa ugh 

dh tk ldrh gSA 

 Special :- bl MsVk VkbZi esa fo’sk"k izdkj ds MkVk dks LVksj fd;k tkrk gSA fti dksM ,oa Qksu uacj 

vkfn dks LVksj fd;k tkrk gSA 

 Accounting:- bl MsVk VkbZi esa u acj izdkj ds MkVk dks LVksj fd;k tkrk gSA blesa n’keyo ds vadks 

dks lsV djuk gksrk gksrk gSA ,oa dkjsalh dk fpUg pquk iMk gSA 

 Custom:- bl MsVk VkbZi esa vko’;drk ds vuqlkj MkVk ds izdkj dks lsV dj ldrs gSA 

Alignment Tab:- 

bl VSc ls lsy dk Alignment lsV djrs gSA ,oa lsy dks Wrap djuk ] Marge djuk ,oa Sink to 

Fit fd;k tk ldrk gSA blds vykok VSDl dks jksVsV ¼?kqek½ ldrs gSA 

Font :- 
bl VSc ls cdZlhV dk QkW.V ] lkbZTk ] LVkbZy ,oa QkW.V dyj dks cnyk tk ldrk GSA 

 

Border:- 
bl VSc ls lsy esa okMZj yxk ldrs gSA 

Patterns:- 
bl VSc ls lsy dk cSdxzkmM dyj lsV fd;k tk ldrk gSA 
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 jks (Row):- bl vki’kWu ls jsk dh gkbZV dks cnyk tk ldrk gSA blesa pkj lc vki’ku gksrs gsA 

 Height :- bl vki’ku ij fDyd djus ij fuEu Mk;ykWXk ckDl vkrk gSA blesa jks gkbZV dks VkbZi 

djds ok ij fDYd djrs gSA 

ftl jsk dh gkbZV de ;k T;knk djuk gksrh gS mldks flysDV djuk gksrk gSA 

 

Mouse ls jks dks Ldzksy djds Hkh gkbZV dks de ;k T;knk fd;k tk ldrk gSA 

 Auto Fit :- row Text ds vuqlkj vius vki jks lsV gks tkrh gSA blds vkWVks fQV dgk tkrk gSA 

 fNikuk (Hide):- bl vki’ku ls jsk dks fNik;k tk ldrk gSA 

 fn[kkuk (Unhide):- bl vki’ku ls jsk dks mugkbZM fd;k tk ldrk gSA 

 dkWye (Colum):- bl vki’kWu ls dkWye dh pkSMkbZ dks cnyk tk ldrk gSA blesa pkj lc vki’ku gksrs 

gsA 

 Width :- bl vki’ku ij fDyd djus ij fuEu Mk;ykWXk ckDl vkrk gSA blesa dkWye dh pkSMkbZ dks 

VkbZi djds ok ij fDYd djrs gSA 

ftlls dkWye dh pkSMkbZ dks de ;k T;knk fd;k tk ldrk gS ftl dkWye dh pkSMkbZ dks de ;k T;knk 

djuk gksrk gSA mldks flysDV djuk gksrk gSA 

 

Mouse ls dkWye dks Ldzksy djds Hkh pkSMkbZ dks de ;k T;knk fd;k tk ldrk gSA 

 Auto Fit Selection :- Column Text ds vuqlkj vius vki dkWye lsV gks tkrk gSA bldsk vkWVks 

fQV dgk tkrk gSA 

 fNikuk (Hide):- bl vki’ku ls dkWye dks fNik;k tk ldrk gSA 

 

 fn[kkuk (Unhide):- bl vki’ku ls dkWye dks mugkbZM fd;k tk ldrk g SA 

lhV(Sheet):- blls ge lhV dh QkesaZfVsx dh tkrh gSA blesa esa ikWp vki’ku gksrs gSA 

 jhuse (Rename):- blls orZEkku lhV dks fjuse fd;k tk ldrk gSA lhV dks nks izdkj ls fjuse fd;k 

tkrk gSA 

1. Format menu  sheetrename  type New Nameenter 

2. Right Click on Sheet nameRenameType New NameEnter 

 Hide:- blls lhV dks fNik;k tk ldrk gSA tks egRoiw.kZ lhV gksrh gSA mldks ge fNik ldrs gSA 

Format Menu Sheet Hide 

Format MenuSheetUnhide 

 BackGround:- blls lhV ds cSdxzkm.M esa fiDpj dks lsV dj ldrs gSA 

 Tab Color:- blls lhV ds VSc esa dyj lsV dj ldrs gSA 

Conditional Formatting :- QkesZV ehuw ds bl vki’ku ls 'kZr ds vk/kkj ij QkWesZfVZx fd tk ldrh gSA 

tks vyx vyx MkVk ij vyx vyx QkWesafVax dj ldrs gSA blesa ,d 'kzZr gksrh gSA mlds fy;s uhps QkWesaV 

CkVu gksrk gsA ftlls QkesafVax djrs gSA ,d lkFk dbZ dUMh’ku yxk ldrs gSA 
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Tool Menu:- 

Goal Seek:- Goal Seek ls ,sDlsy esa Answer ds vk/kkj ij value dsk cnyk tkrk gSA vFkkZr~ 

Calculation ds mRrj irk gksrk gSA mlds vk/kkj ij Goal Seek ls Value vius vki cny tkrh gSA 

Tool menu – Goal Seek 

 

tgkW ij Goal Seek dk iz;ksx djuk gS aogkW ij igys ls Formula set gksuk pkfg;s A 

To Change VsDl ckWDl esa ml Value dks fy[krs gSA tks Result esa pkfg;s A 

By Change Cell VSDl ckWDl esa ml lsy dk Address nsrs gS ftl dks cnyuk gksrk gSA blds ckn ok 

Button ij fDYkd djrs gSA 

Macro:- Macro dh lgk;rk ls ge fdlh Hkh dk;Z dks fjdkMZ dj dj ldrs gSA vkSj vko’;drk iMus ij 

ml esdzks dks ju dj nsrs gSA rks og dk;Z dqN gh lsdsaM esa gks tkrk gSA ;g ,d cgqr gh mi;ksxh Vwy gSA 

Macro dks Record djuk%& 

Tool Menu Macro  Record New Macro ij fDyd djus ij fuEu foaMks vkrh gSA 

 

blesa igys VsDl ckWDl esa Macro dk uke nsrs gSA , Shortcut key esa dh dks nsrs gSA vkSj Store Macro 
in esa ;g fu/kkZfjr djrs gSA fd esadzks dks dgkW ij LVksj djuk gSA blds ckn ok Button ij fDYkd djrs rks 

esdzks dh fjdkfMZsx gksuk pkyw gks tkrh gSA 

Recording djus ds ckn Recording dks stop djrs gSA 

vkSj fQj tc Hkh ml dk;Z dks iqUk% djuk gksrk gSA rks lh/ks esadzks dks ju dj nsrs gSA rks og dk;Z vius vki 

dqN gh lsdsM esa gks tkrk gSA 

,d ckj esdzks dks fjdkMZ djus ls le; dh cpr gksrh gSA vkSj og dk;Z T;ska dk R;kS gks tkrk gSA 

Protaction: - bl vki’ku ls lhV ,oa doZcqd nks esa ikloMZ dks yxk;k tk ldrk gSA 

Data menu:- 
bl ehuw ls MkVk ls lacaf/kr dk;Z dks fd;k tkrk gSA 

 Sorting :- bl vki’ku ls ,sDlsy lhV ds MkVk dks Sort fd;k tk ldrk gSA Sorting nsk izdkj dh 
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gksrh gSA 

1. Ascending :- blesa A To Z dze esa MkVk dks 'kkWVZ fd;k tkrk gSA 

2. Descending blesa Z To A dze esa MkVk dks 'kkWVZ fd;k tkrk gSA 

 

ftl dkWye ds vk/kkj ij Sorting djuh gSA mldks flysDV djrs gSA vkSj mlds izdkj dks pqurs gSA 

,d lkFk ,d ls vf/kd dkWye dh Sorting dh tk ldrh gSA 

bl dk;Z dks Standard Tool bar dh lgk;rk ls Hkh fd;k tk ldrk gSA 

Filter: - Data Menu ds bl vki’ku ls lhV ds MkVk dks QhYVj fd;k tk ldrk gSA blesa fofHkUu izdkj dh 

'krksZ ds vk/kkj ij Filtering fd tk ldrh gSA 

Validation :- bl vki’ku ls lhV esa MkVk dks input djus ds fy;s MkVk ds vk/kkj ij Validation rS;kj 
dj ldrs gSA ;g dkWye ;k jsk dks lhysDV djds ykxk;k tkrk gSA vyx vyx dkWYke esa vyx vyx 

Validation yxkk ldrs gSA lhV esa MkVk dks QhM djus ds fy;s ;g ,d egRoiw.kZ vki’ku gSa blls MkVk 

QhfMax esa dksbZ Error ugh gks ldrh gSA 

Windows Menu:- bl ehuw ls ,e,l ,sDlsy esa ,d ls vf/kd foaMksl [kqyh gksrh gS rks mu foaMksl dks 

eSaust fd;k tkrk gSA ,oa ,e,l ,sDlsy MkD;wesaV foMks dks spilt fd;k tk ldrk gSA 

bl vki’ku ls lhV dks Freeze fd;k tk ldrk gSA Freeze djus ij ml ,sfj;k dks ewo ugh fd;k tk ldrk 

gSA Data input djrs le; lhV dh gsMj dks Qhfjt fd;k tkrk gSA ftlls MkVk dks lgh rjhds ls buiqV 

fd;k tk ldrk gSA dkWYke dsk Freeze djus ds ckn Unfreeze fd;k tkrk gSA 

Help Menu:- blls ,e,l ,sDlsy ds ckjs esa gsYi ys ldrs gSA bldh 'kkVZdV dh F1 gSA 
 

UNIT–V 

MS PowerPoint: Introduction & area of use, Working with MS PowerPoint, Creating a 

New Presentation, Working with Presentation, Using Wizards; Slides & its different 

views, Inserting, Deleting and Copying of Slides; Working with Notes, Handouts, Columns 

& Lists, Adding Graphics, Sounds and Movies to a Slide; Working with PowerPoint 

Objects, Designing & Presentation of a Slide Show, Printing Presentations, Notes, 

Handouts with print options 

MS POWERPOINT 
ikoj ikbaV ekbdzkslk¶V vkWfQl dk ,d ,Iyhds’ku lk¶Vos;j gSA ftldh lgk;rk ls iztsUVs’ku ] xzk¶l] 

LykbM~l gs.MvkmV ,oa lHkh izdkj ds iztsUVs’ku eVsfj;y dks rS;kj fd;k tk ldrk gSA 

LykbMl ,d bysDVkWfud izLrqfrdj.k gSA ftldh lgk;rk ge vius fopkjks dks ¼ltho izLrqfrdj.k½ cgqr vPNh 

rjg ls O;Dr fd;k tk ldrk gSA 

bl iztsUVs’ku dks dEi;wVj Ldzhu ij ] Projecter ij pyk ldrs gS ,oa cso ij ifCy’k Hkh dj ldrs gSA 

bldk iz;ksx f’k{kk ] O;kolk; ] esfMdy ] Engineering ,oa 'kks/k ds {ks= fd;k tkrk gSA 

blesa igys ls dbZ izdkj VsEiysV ds fMtkbu LVksj jgrs ftudk iz;ksx djds ge vius iztsUVs’ku dks de le; 

esa cgqr vPNk rS;kj dj ldrs gSA blds vykok blesa fofHkUu izdkj dh QkesZafVax ,oa ,sfues’ku dh Ldhe jgrh 

gSA ftldk ge lh/ks iz;ksx dj ldrs gSA 

ikoj ikbaV LVkVZ djuk %& 

Goto Start Menu  all ProgramsMS Office MS Power Point 

Or 

Goto Start Menu Run powerpnt click ok or enter djus ij ikoj ikbaV lk¶Vos;j 
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[kqy¼Open½ tkrk gSA 

Power Point Window 

 
 

Create a New Presentation (u;k iztsUVs’ku cukuk) :- ikoj ikbaV esa u;k iztsUVs’ku rS;kj djus ds 

fy;s fUkEu LVsi gksrs gSA 

1. File Menu  New option ij fDyd djus ij New Presentation uke dh foaMks vkrh gSA 

2. vko’;drk ds vuqlkj presentation dks pqurs gSA 

3. blds ckn ysvkmV uke dh foaMks vkrh gSA ftlls vko’;drk ds vuqlkj LykbZM dks pqurs gSA 

4. bl LYkkbZM esa fofHkUu izdkj ds sound ,Picture, movie , Text vkfn dks insert djrs gSA blds 

ckn bu vkctsDV esa fofHkUu izdkj ds Effect (izHkko) yxkdj ,d izHkko’kkyh iztsUVs’ku rS;kj fd;k 

tkrk gSA 

5. ,d iztsUVs’ku esa ,d ls vf/kd LykbZM gks ldrh gSA 

6. iztsUVs’ku dks 'kks djkus ds fy;s slide Show Option dk iz;ksx djrs gSA 

7. ikoj ikbaV esa tks QkbZy curh gSA ;k presentation dks tc lso fd;k tkrk gSA rks ml QkbZy dk 

f}rh;d uke .PPT gksrk gSA 

8. iztsUV s’ku dk 'kkVZdV ctrl+ N gSA bldsk Standard Tool Bar ds U;w cVu ij fDyd djds u;s 

iztsUVs’ku dks [kksyk tk ldrk gSA 

 

Presentation esa ubZ LYkkbZM dks tksMuk%& 

iztsUVs’ku esa ubZ LykbZM dks tksMus ds fy;s View Menu ds Slide Shorter Option dks [kksyrs gSA mldh 

lgk;rk ls fuEu izdkj ls ubZ LykbZM dks tksMk tk ldrk gSA 

1. Insert Menu - New Slide 

2. Right click on Slide Shorter  Click on New Slide 

3. Shortcut Key Ctrl+M 
 

Presentation ls LYkkbZM dks gkVkuk %& iztsUVs’ku ls dksbZ LykbZM dks fuEu izdkj ls fMfyV fd;k tk 

ldrk gSA 

1. Edit Menu  Delete Slide 

2. Select Slide  press delete key 
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3. Right click on slide delete 

Presentation esa LYkkbZM dks dkWih vkSj Paste djuk %& 

1. Edit Menu  Copy 

2. Right Click on Slide Copy 

3. Shortcut key Ctrl+ C 

Slide Show:- iztsUVs’ku rS;kj djus ds ckn mldks 'kks djus ds fy;s fUkEu vki’ku gksrs gSA 

1. Slide Show menu View Show ij fDyd djus ij LykbZM 'kks gks tkrk gSA 

2. View Menu  View Show ij fDYkd djus ij LykbZM 'kks gksrk gSA 

3. Shortcut key F5 dks press djus ij LykbZM 'kks gksrk gSA 

budh lgk;rk ls ge vius iztsUVs’ku dh izLrqfrdj.k dj ldrs gSA 

Slide Show dk End djuk%& 

Slide show dks jksdus ds fy;s nks vki’ku gksrs gSA 

1. right click on slide show end show 

2. press Esc key 
bu nksuksa ls LykbZM 'kks dks jksd ldrs gSA 

,d LykbZM ls nwljh LykbZM ij tkuk %& 

Right Click on slide Show  Goto  select Slide No 

Slide Sorter :- View Menu ds Slide shorter submenu ls iztsUVs’ku dh LkHkh LykbZM dks ,d lkFk 

ns[k ldrs gSA bl O;w ls fuEu dk;Z gksrs gSA 

1. presentation esa ubZ LykbZM dks tksM ldrs gSA 

2. LykbZM dks fMfyV dj ldrs gSA 

3. LykbZM dh dkWih dj ldrs gSA 

4. LykbZM dks ,d LFkku ls nwljs LFkku ij ewo djk ldrs gSA 

5. LYkkbZM dk cSdxzkmM dyj cny ldrs gSA 

6. LykbZM dk fjglZy VkbZe ns[k ldrs gSA 

7. ,d LykbZM ls nwljh LykbZM ij vklkuh ls tk ldrs gSA 

8. LykbZM esa Lihdj uksV yxk ldrs gSA 

9. LykbZM dks twe (Zoom) dj ldrs gSA 

10. LykbZMLk esa Slide Transition Effect yxk ldrs gSA 

 

Slide Shorter Window 

Slide Note or Speaker Note:- View menu ds bl vki’ku dh lgk;rk ls ge LykbZM ds ckj esa mlh 

LykbZM ds ckj esa uksV yxk ldrs gSA ftlls ml LykbZM dks le>us esa vklkuh gksrh gSA Lihdj LykbZM uksV 

dh lgk;rk ls izHkkoh iztsUVs’ku ns ldrk gSA 

Lihdj uksV dks LykbZM es yxkuk%& 
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1. View Menu  Slide Note ij fDyd djus ij LykbZM uksV vk tkrk gSA ftles ml LykbZM ds 

ckjs esa mlh LykbZM ds uhps fy[k fn;k tkrk gSA 

2. View Menu  Slider Sorter  Slide Sorter Tool Bar ds cVu Speaker Note ij fDYkd 

djds Lihdj uksV dks yxk;k tk ldrk gSA 

Lihdj uksV dks fizaV djus ds fy;s fizaV vki’ku esa print What option esa Notes Pages dks Select(pqurs) 

gSAvkSj mlds ok Button ij fDYkd djds fizaV fudky ysrs gSA 

File Menu Print Print What Slide Notes  ok 

Handout: - iztsUVs’ku dh lHkh LykbZM dk fizaV vkmV fudky dj audience (Jksrkvksa) ds chp ckWV fn;s 

tkrs gSA rkfd audience presentation dsk vklkuh ls le> lds A vkSj mldk Hkfo"; esa iz;ksx dj ldrs 

gSaA 

,d ist ij de ls de ,d vkSj vf/kdre ukS LYkkbZM dk fizaV vkmV fudkyk tk ldrk gSA ml ist ij 

lkbM esa [kkyh Lisl gksrk gS A rkfd audience ml ij LykbZM ds ckjs esa uksV fy[k lds A 

gsMvkmV dk fizaV vkmV fudkyus ds fy;s fizaV Mk;ykx ckDl ds vki’ku Print What esa Handoutsdks 
pqurs gSA vkSj mldk fizaV fudky ysrs gSA ,d ist ij fdruh LykbzZM dk fizaV fudkyuk gSA bldk flysD’ku 

Slides per page option ls djrs gSA 

File Menu print print what  handouts ok 
bldh lgk;rk ls Lihdj vklkuh ls iztsUVs’ku ns ldrk gSA vkSj Jksrk vklkuh ls iztsUVs’ku dks le> ldrs 

gSA 

 

Rehearse Timings:- 

Presentation cukus ds ckn mldh lHkh LykbZMl dks 'kks djus ds fy;s ,d VkbZe lsV fd;k tkrk gSa ftls 

LykbZM dk fjgklZy VkbZe dgk tkrk gA bldks lsV djus ds ckn Automatically LykbZM fuf’pr le; ds 

ckn cny tkrh gSA ftlls iztsUVs’ku Effective gks tkrk gSA 

LykbZM esa Rehearse Timings set djuk%& 

LykbZM esa nks izdkj ls Rehearse Timings dks lsV fd;k tkrk gSA 

1. Slide Show menu  Rehearse Timings ij fDyd djrs gS A rks Slide Show gksuk LVkVZ 

gksrk gSA vkSj mlds lkFk ,d Rehearse Timings uke dh ,d Vwyckj vkrh gSA 

 

Next Button: - ,d LykbZM dk VkbZe lsV djus ds ckn Next Button ij fDyd djrs gSA rks vxyh 

LykbZM vk tkrh gSA vkSj og 'kks gksuk LVkVZ gks tkrk gSA 

Pause Button:- bl cVu ls Rehearsal Time dks pause fd;k tk ldrk gSA 

Vwyckj esa fjgklZy VkbZe 'kks gksrk gSA nka;s rjQ VksVy iztsUVs’ku dk VksVy fjgklZy VkbZe 'kks gksrk gSA 

Custom Animation: - bl vki’ku ls LykbZM ds ,d ,d object ij fofHkUu izdkj dk ,sfues’ku yxk 

ldrs gSA 

Custom Animation esa pkj izdkj ds Effect gksrs gSA 
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1. Entrance Effect:- bl Effect ls object dks LykbZM 'kks ds nkSjku effect ds lkFk izos’k fn;k tkrk 

gSA ftll iztsUVs’ku izHkkoh gks tkrk gSA 

2. Emphasis Effect:- object dks LykbZM ij gkbZykbZV djus ds fy;s ;g izHkko yxk;k ykrk gSA 

3. Exit Effect:- bl ls object dks LykbZM 'kks ds nkSjku LykbZM ls Exit Effect ds lkFk gVk;k tkrk 

gSA 

4. Motion Paths :- bl Effect ls vkOtsDV dks LykbZM ij ,d LFkku ls nwljs LFkku ij fofHkUu izdkj 

ls ewo djk ldrs gSA 

 

Effect set djus ds ckn ;g fu/kkZfjr fd;k tkrk gSA fd mldks dSls LVkVZ gksuk gSA effect dks rhu izdkj 

ls LVkVZ fd;k tkrk gSA 

1. on Click :- blesa Effect fDyd djus ij vkrk gSA 

2. With Previous:- blesa Effect fiNys Effect ds LkkFk vkrk gSA 

3. After Previous :- blesa Effect fiNys Effect ds ckn vkrk gSA 

Direction option esa Effect dh fn’kk dks fu/kkZfjr fd;k tkrk gSA 

Effect dh LihM dks Hkh fu/kkZfjr fd;k tkrk gSA blesa ikWp izdkj dh LihM gksrh gSA 

Very Fast, Fast, Medium, Slow, Very Slow 

Re Order :- bl Button ls izHkko dks re order fd;k tk ldrk gSA 

Remove Button ls Effect dks gVk ldrs gSA 

Effect dks lsV djus ds Iys djds ns[k ldrs gSA lHkh vkCtsDV ij bZQsDV yxkus ds ckn LykbM 'kks djds ns[k 

ldrs gSA 

 

 

Slide Transition Effect:- 

,d Presentation esa ,d ls vf/kd LykbZMl gksrh gSA ;g effect nks LykbZM ds chp esa yxk;k tkrk gSA ;k 

LykbZM LVkVZ gksus ds igys vkrk gSA blls ;g irk yxrk gSA fd ,d LykbZM [kRe gks jgh gSA vkSj ubZ 

LykbZM vk jgh gSA ,d LykbZM esa ,d gh Transition Effect yxk;k tkrk gSA blesa bldh LihM ,oa lkmM 

dks Hkh lsV fd;k tkrk gSA blesa fofHkUu izdkj ds lkmaM gksrs gSA vkokt dks fjdkMZ djds Hkh blesa lsV fd;k 

tk ldrk gSA 

 

Effect dks fDyd djus ij 'kks gksuk gSA ;k Automatically 'kks gksuk gSA ;g fu/kkZfjr fd;k tkrk gSA 

Automatically esa ;g fu/kkZfjr fd;k tkrk gSA fd ;g Effect fdrus le; ckn 'kks gksuk gSA blh dks LykbZM 

Rehearsal Time dgk tkrk gSA 

Slide Transition Effect set djuk %& 

Slide Show  Slide Transition ij fDyd djus ij fuEu Mk;ykx ckDl vkrk gSA 
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Play Button ij fDyd djds bQsDV dks psd fd;k tk ldrk gSA 

Apply to all slides button ij fDYkd djds ml bQsDV dks iztsUVs’ku dh LkHkh LYkkbZM es lsV fd;k tkrk 

gSA 

Slide Show Button djds ml LykbZM dks 'kks djk ldrs gSA 

Action Buttons: - Action Buttons dks LykbZM ij LksV djds iztsUVs’ku dks cgqr izHkko’kkyh cuk ldrs 

gSA budh lgk;rk ls fdlh Hkh izksxzke dks LykbZM Ikj fyad dj ldrs gSA ,oa Home, Help] Information, 

Next, Previous, End, File, Sound, Return, Movie Buttons dks fyad dj ldrs gSA 

LykbZM esa Vsfcy dks tksM+uk%& 

LykbZM esa MkVk dks 'kks djus ds fy;s Vsfcy dk iz;ksx fd;k tkrk gSA 

Insert menu  Table vki’ku ij fDyd djus ij insert Table uke dk Mk;ykWXk ckDl vkrk gSA blesa 

dkWye ,oa jks dh la[;k dks insert djds ok Button ij fDyd djrs gSA vkSj Vsfcy dk fuekZ.k gks tkrk gSA 

ikoj ikbaV ds vki’ku dh lgk;rk ls fofHkUu izdkj ds Effect yxk ldrs gSA 

 

 

 

 

 

 

  

 

LykbM esa xzkQ ;k pkVZ dks tksM+uk%& xzkQ ;k pkVZ dk iz;ksx djds MkVk dks LykbZM fd lgk;rk ls 'kks 

fd;k tkrk gSA ftlls Jksrk MkVk dks vklkuh ls le> ldrs gSA 

Insert menu Chart vki’ku ij fDyd djus ij chart and datasheet window vkrh gSA MkVk lhV 
us VsEiysV MkVk gksrk gSA ftldks cny dj mles vius MkVk dks buiqV fd;k tkrk gSA ftlls pkVZ vius vki 

cu tkrk gSA Chart ij jkbZV fDyd djds pkVZ esa fofHkUu izdkj ds ifjorZu dj ldrs gSA tSls pkVZ vki’ku] 

pkVZ VkbZi] pkVZ MkVk lhV vkfn 

Slide Show Menu ls fofHkUu izdkj ds ,sfues’ku yxkdj mls ltho :Ik ns ldrs gSA 
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Slide esa Movie or Sound yxkuk %& 

MS PowerPoint esa ,d Effective presentation rS;kj fd;k tk ldrk gSA vFkkZr~ bldh lgk;rk ls 

vius fopkjks dks vklkuh ls le>k;k tk ldrk gsSA 

bldh LykbZM dks Movie or Sound dks tksMk tk ldrk gSA blds tksMus ds fuEu LVsi gSA 

1. Insert Menu  Movies or Sound  

 

vko';drk ds vuqlkj vki’ku dks pqurs gSA ;fn lkmM dks tksM+uk gksrk gSA rks sound From File ij fDyd 

djrs gSA rks Insert Sound uke dk Mk;ykWx ckDl vkrk gSA ftles ls lkmM QkbZy dks pqudj ok Button 
ij fDyd djrs gSA vkSj ,d Mk;ykWx ckDl vkrk gSA ftles ;g fu/kkZfjr djuk gksrk gSA fd lkmaM dc ctuk 

gSA blesa nks vki’ku gksrs gSA 

1. Automatically 2. When Clicked 

Automatically esa lkmaM LykbZM 'kks ds ckn Lor% LVkVZ gks tkrk gSA 

When Clicked esa lkmaM rc ctrk gSA tc ml ds vkbZdu ij fDyd djrs gSA 

lkmaM vkbZdu ds :Ik esa LykbZM esa tqMrk gSA 

Movie dks tksMus ds fy;s Hkh ;gh izfd;k gksrh gSA bles dsoy ;g fu/kkZfjr djuk iMrk gSA fd ewoh dks dgkW 

ls tksMuk gSA  

Sound Icon       

                                             

                     

                                                                 Movie Icon 

 

 

 

Wizard ds ek/;e ls iztsUVs’ku rS;kj djuk%& 

fotkMZ ds ek/;e ls vklkuh ls de le; esa dEiyhV iztsUVs’ku dks rS;kj fd;k tkrk gSA blds }kjk 

iztsUVs’ku rS;kj djus ds vkbfM;k feyrk gSA blds ek/;e ls pkj LVsi esa iztsUVs’ku rS;kj gks tkrk gSA 

blds ckn bles dsoy VSDl dks buiqV fd;k tkrk gSA 

Step 1:- 

Goto File Menu  new  New Presentation Windowselect Auto Contain Wizard 
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ij fDyd djus ij fuEu Mk;YkkWx ckDl vkrk gSA blesa fotkMZ ds ckjs esa tkudkjh gksrh gSA blds Next 

Button ij fDYkd djrs gSA 

 

Step 2:- 

blesa iztsUVs’ku dk izdkj pqurs gSA vkSj Next Button ij fDyd dj nsrs gSA 

 

Step 3:- 

blesa iztsUVs’ku ds vkmViqV ds ikWp izdkj gksrs gSA ftles ls fdlh ,d dks pqurs gSA vkSj Next Button 
ij fDyd djrs gSA 

 

 

Step 4:- 

blesa iztsUVs’ku dk VkbZfVy ,oa LykbZM dk QqVj tksMrs gSA vkSj Finish Button ij fDyd djrs gh iztsUVs’ku 

rS;kj gks tkrk gSA blds ckn blesa lq/kkj djds vius MkVk dks buiqV dj fn;k tkrk gSA vkSj dEiyhV 

iztsUVs’ku rSa;kj gks tkrk gSA blds ckn bldks 'kks dj ldrs gSA 
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PRESENTATOION OUT PUT:- 

 
 

Outlook Express 

Outlook Express:- Outlook Express MS office Package dk ,d ,Iyhds’ku izksxzke gSA vkmVyqd 

,Dlizsl dk iz;ksx fuEu dk;ksZ ds fy;s fd;k tkrk gSA 

 bZesy dks LVksj djus ds fy;sA 

 bZesy dks Hkstus ds fy;s 

 vius dk;Z dks lwph c) djus ds fy;s 

 contacts dks LVksj djus ds fy;s 

 dsys.Mj ds vuqlkj vius dk;Z dks lsMwy djus ds fy;sA 

;g ,d egRoiw.kZ ,Iyhds’ku izksxzke gSA bldk izeq[k iz;ksx esy ds fy;s fd;k tkrk gSA blesa ge esy dks 

vkWQykbZu i<+ ldrs gSA bldk iz;ksx djus igys bldks Configure djuk iMrk gSA blesa esy dks ykus ds 

fy;s esy ,dkmaV ,oa vkmVyqd ,Dlizsl nks dks vkil esa tksMk tkrk gSA 

blesa bZ&esy esy loZj ls DykbaV dEI;wVj ij LVksj gksrs gSA ftlls ;fn dEI;wVj usV ls tqMk Hkh ugh gksrk gSA 

rks Hkh ge vius esy dks iM ldrs gSA 

vkmVyqd ,Dlizsl dks Configure fuEu Steps esa fd;k tkrk gSA 

bldks nks LVsi esa configure fd;k tkrk gSA 

1. Email Server Side Setting :- 
igys LVsi esa bZesy ,dkmaV esa tk dj mlesa fuEu lsafVax djrs gSA 

lcls igys vius bZesy ,dkmaV esa ykWxbu djrs gSA blds ckn mldh setting esa tkdj fuEu lsfVax djrs gSA 

Forwarding and POP/IMAP Tab dks flysDV djrs gSA blds ckn Enable POP For all Mail ij 
fDyd djrs gSA 
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2. Client Side Setting:- 

Step First: - open outlook Express  Goto Tools Menu E-Mail Account 

 
Select E-Mail option ;fn vki u;s ;wtj gSA rks Add a mew E-mail Account vkSj ;fn ,dkmaV igys 

ls gSA rsk View or change existing Email Accounts dks pqurs gSA vkSj blds ckn next Button ij 
fDyd djrs gSA 

 

Step 2:- bl in esa ml esy loZj dk pquko fd;k tkrk gSA ftldk ;wt ge bZesy Hkstus ds fy;s djrs gSA 

tSls POP2 ,SMTP, HTTP Etc. vkfn dks pqu dj Next Button ij fDyd dj nsrs gSA 

Step 3:- bl in esa user information fuEu tkudkjh lsV dh tkrh gSA your name Text box esa ;wtj 

viuk uke nsrk gSA Email Address Text Box esa viuk bZesy ,sMªl buiqV djrs gSA 

Sever Information esa vyx vyx bZesy loZj dh vyx vyx tkudkjh lsV djuk iMrh gSA tSls thesy 

loZj ds fy;s Incoming Mail Server (PoP3)esa pop.gmail.com vkSj Outgoing Mail 
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Server(SMTP)esa smtp.gmail.com lsV djrs gSA Logon Information esa ;wtj uke vkSj ikloMZ lsV 

djrs gSA blds ckn Test account Setting ij fDyd djds ;g pSd djrs gSA vkSj var esa Next Button 
ij fDyd djrs gSA 

 

Step 4:- bl in esa ,Mokal vkWi’ku ij tkdj POP or SMTP ds Port Number lsV djrs gS A POP3 

dk iksVZ uECkj 495 or 493 vkSj Stmp dk iksVZ uECkj 25 or 465 lsV djrs gSA vkSj outgoing server esa 

my outgoing server smtp dks select djrs gSA 

Step 5: blesa Finish Button ij fDyd djds lsfVax fotkMZ dsk iwjk djrs gSA 

 


