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fç;  f' k{kkFkhZ]

çkS<+ f' k{kk dk; ZØe }kjk l ekt  ds mi sf{kr oxks± dks l k{kj cukus ds l i Qy ç; kl ksa l s çsfjr gksdj
Hkkjr l jdkj us l ekt  ds uol k{kjksa dks t houi ; ZUr f' k{kk mi yCèk djkus dk chM+k mBk; k gSA bl
dk; ZØe esa 15 o"kZ l s vfèkd mez ds mu yksxksa dks l fEefyr fd; k x; k gS t ks çkS<+ f' k{kk dk; ZØe
esa cqfu; knh f' k{kk vft Zr dj pqds gSaA

bl  dk; ZØe ds fy,  fofHkUu Lrjksa d̂* [̂ k* rFkk x̂* (d{kk 3] 5 rFkk 8 ds l ed{k) i j Lo vè; ; u
i kB~;  l kexzh rS; kj djus dk dk; Z jk"Vªh;  eqDr fon~; ky; h f' k{kk l aLFkku us fd; k gSA ; g l kexzh
vki dh t : jrksa dks è; ku esa j[ kdj cuk; h x; h gS t ks vki  esa Lo; a l h[ kus dh çòfÙk t kx̀r djsxhA

vki  l c us csfl d dEI; wVj dkS' ky Lrj d̂* vkSj [̂ k* esa dEI; wVj ds dbZ ç; ksx {ks=kksa t Sl s f' k{kk]
O; ki kj] [ ksy&dwn] Ñf"k foKku vkfn ds fo"k;  esa i <+k vkSj vkWi jsfVax fl LVe ds vaxksa] oMZ çksl sfl ax]
LçsM' khV] çLrqrhdj.k dh fo' ks"krkvksa rFkk bZ&esy vkSj baVjusV ds fo"k;  esa t kukA bl  çdkj] vc
vki  dEI; wVj dk ç; ksx djds vi uh dqN t : jrksa t Sl s] çkFkZuk i =k Vkbi  djuk] fgl kc djuk]
baVjusV }kjk bZ&esy Hkst uk] l ekpkj i =k i <+uk vkfn l h[ k pqds gSaA

bl  i qLrd (Lrj&x)  esa vki us Lrj d̂* vkSj [̂ k* esa t ks i <+k gS ml s nksgjk, ¡xs vkSj oMZ çksl sfl ax]
LçsM' khV vkSj çst saVs' ku esa i zLrqr u,  fodYi ksa ds fo"k;  esa l h[ ksaxsaA vki  dbZ vkSj fcanqvksa t Sl s
bZ&cSafdax ds }kjk v i us [ kkrs dh t kudkjh ysuk] dEI; wVj dks ok; jl  l s cpkus ds fodYi ksa] baVjusV
fl D; ksfjVh  vkfn ds ckjs esa t kusaxsA

bl  i qLrd dks fofHkUu i kBksa esa ck¡Vk x; k gSA i zR; sd i kB esa v i uh i zxfr t kapus ds fy,  î kBxr
i z' u* fn,  x,  gSaA gj i kB ds ckn & v̂ki us D; k l h[ kk*] v̂kb,  djds ns[ ksa*] î kBkUr ç' u* vkSj
nks ; k rhu i kB ds ckn ewY; kadu i =k fn,  x,  gSaA budk vH; kl  djds f' k{kkFkhZ vi uh n{krk dk
ewY; kadu dj l drs gSaA i qLrd ds var esa fn; k x; k ûewuk ç' u i =k* okf"kZd i jh{kk dk vkèkkj gSA
bl s i <+dj vkSj gy djds i jh{kk esa yxus okys l e;  dks Hkh vki  O; ofLFkr dj l drs gSaA

gesa fo' okl  gS fd ; g i qLrd vki dks #fpdj vkSj vkd"kZd yxsxhA ; g l fefr mu l Hkh fo}kuksa
dh vkHkkjh gS ft Ugksaus bl  l kexzh dks #fpdj rFkk mi ; ksxh cukus esa egÙoi w.kZ Hkwfedk fuHkkbZ gSA
ge vki ds mTt oy Hkfo";  dh dkeuk djrs gSaA l kexzh esa l qèkkj gsrq fo}kuksa rFkk i kBdksa ds fopkjksa
dk Lokxr gSA

' kqHkdkeukvksa l fgr]

i kB~; Øe fuekZ. k l fefr
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Øe l a- i kB dk uke i "̀B l a-

1- i qujkoyksdu 1

2- oMZ çksl sfl ax 17

3- LçsM' khV 33

ewY; kadu i =k&1 43

4- çLrqrhdj.k ( i zst sUVs' ku) 45

5- oaQI; wVj usVodZ 59

6- baVjusV 71

ewY; kadu i =k&2 83

7- eYVhehfM; k 85

8- baVjusV cSafoaQx 97

9- oaQI; wVj ds {ks=k esa ukSdjh ds vol j 107

ewY; kadu i =k&3 113

 i kB~; Øe 115

 ç' u i =k çk: i 123

 uewuk ç' u i =k 125

 vad ; kst uk 128

fo"k;  l wph





1
iqujkoyksdu

çLrqr ikB esa fiNys Lrj& ̂ d* vkSj ̂ [k* esa i<+s x, ikBksa dk lkjka'k gSA ge ;g rks tku gh pqds gSa
fd oaQI;wVj D;k gS vkSj dgk¡&dgk¡ ç;ksx esa vk ldrk gSA oaQI;wVj esa vkWijsfVax flLVe dh D;k Hkwfedk
gS vkSj ;g fdl çdkj gkMZos;j vkSj lkWÝVos;j esa leUo; LFkkfir djrk gSA blh çdkj geus oMZ
çkslslj] LçsM'khV] çstsaVs'ku ds fo"k; esa Hkh dkiQh Kku çkIr fd;k tks fd ekbØkslkWÝV vkWfiQl ds
egÙoiw.kZ vax gSaA blh  Ükà[kyk esa geus baVjusV vkSj bZ&esy tSls fo"k;ksa ds ckjs esa i<+k tks fd gekjh
fnup;kZ dk fgLlk gSA

 mís';

 bl ikB dks i<+us ds ckn vki %
 oaQI;wVj ds fo"k; esa fofHkUu tkudkfj;k¡ çkIr dj ldsaxs_
 vkWijsfVax flLVe ,oa mlds fofHkUu vaxksa ds ckjs esa crk ldsaxs_
 oMZ çkslslj ds fofHkUu vaxksa ds fo"k; esa fy[k ldsaxs_
 LçsM'khV esa jks (Rows) vkSj dkWye (Column) cukuk vkfn lh[k ldsaxs_
 çstsaVs'ku esa LykbM cukdj lqjf{kr dj ldsaxs_
 baVjusV ds ç;ksx vkSj lqfoèkkvksa ds ckjs esa crk ldsaxs vkSj
 bZ&esy dk ç;ksx djuk lh[k ldsaxsA

1-1 oaQI;wVj dk ifjp;
çk;% yksx ,slk lksprs gSa fd oaQI;wVj dk ç;ksx dsoy cgqr i<+s fy[ks yksx gh dj jgs gSa] ysfdu ,slk
lkspuk Bhd ugha gSA oaQI;wVj dk ç;ksx ,d lkèkkj.k O;fDr Hkh vklkuh ls dj ldrk gSA
oaQI;wVj ,d vaxzsth 'kCn ̂ oaQI;wV* ls cuk gS] bldk vFkZ gS ̂ x.kuk djuk*A blds }kjk ge dbZ rjg
ds dke dj ldrs gSaA
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¶oaQI;wVj fctyh ls pyus okyh ,d e'khu (bysDVªkWfud midj.k) gS tks mi;ksxdrkZ }kjk fn, x,
funsZ'kkuqlkj dk;Z djds eupkgk ifj.kke nsrk gSA¸
geus dHkh dYiuk Hkh ugha fd Fkh fd euq"; ,d ,slh e'khu rS;kj dj ysxk tks fdlh Hkh dke dks
iyd >idrs gh iwjk dj ysA vkt oaQI;wVj dk mi;ksx gj {ks=k esa gks jgk gS pkgs og f'k{kk dk {ks=k
gks] Ñf"k dk {ks=k gks ;k dyk o O;olk; dk {ks=k gksA
oaQI;wVj dk ç;ksx gj txg Hkyh çdkj gks jgk gSA pkgs og futh foHkkx gks ;k ljdkjh foHkkx gksA
f'k{kk ds foHkkx esa oaQI;wVj dk ç;ksx bruk c<+rk tk jgk gS fd vc dksbZ Hkh dk;Z fcuk oaQI;wVj ds
lEHko ugha gSA vktdy Ldwyksa ,oa dkWystksa esa cPpksa o vè;kidksa dh gktjh Hkjus ds fy, oaQI;wVj dk
gh ç;ksx dj jgs gSa ,oa f'k{kk lkexzh] ç'u i=k o vU; t:jh dk;Z Hkh oaQI;wVj ls gh fd, tk jgs gSaA
blds vykok oaQI;wVj dk ç;ksx dyk o O;olk; esa Hkh bruk c<+ x;k gS fd yksx oaQI;wVj dk mi;ksx
djds lkeku cspuk ;k [kjhnuk ilan djrs gSa vkSj ml lkeku ds iSls Hkh os vius cSad [kkrs ds }kjk
oaQI;wVj ls ns nsrs gSa ftlls mUgsa ?kj cSBs lkeku fey tkrk gSA gj rjg dk O;olk; vc oaQI;wVj }kjk
lEHko gks x;k gSA
vkt ds le; esa dksbZ Hkh O;fDr dkx”kh dk;Zokgh ugha djuk pkgrkA og vius lans'k dks oaQI;wVj
ds }kjk gh Hkstrk o çkIr djrk gSA

1-2 vkWijsfVax flLVe
vkWijsfVax flLVe dks oaQI;wVj dk egÙowi.kZ Hkkx ekuk tkrk gSA ;g oaQI;wVj ds gkMZos;j (Hardware)
vkSj lkWÝVos;j (Software) dks lqpk: :i ls pykus dk dke djrk gS ftlls fd oaQI;wVj ij dke
vklkuh ls fd;k tk ldsA
fiNys Lrj esa (Lrj&d) geus vkWijsfVax flLVe ds ckjs esa foLrkj ls i<+kA vc ge ,d ckj bldks
iqu% nksgjk ysrs gSaA
(d) MsLdVkWi % oaQI;wVj ekWuhVj ij tks fp=k (vkbdu) ge ns[krs gSa bl iwjs {ks=k dks MsLdVkWi dgrs

gSA
([k) ekml IokbUVj % ge oaQI;wVj LØhu ij tks rhj (,sjks) dk fu'kku ns[krs gSa mls ekml IokbUVj

dgrs gSaA
(x) VkbZVy ckj % fdlh Hkh ,Iyhds'ku ;k çksxzke dks tc [kksyrs gSa rks lcls mQij LØhu ij ml

çksxzke dk uke fy[kk gksrk gS ftls VkbZVy ckj dgrs gSaA
(?k) ehuw ckj % VkbZVy ckj ds uhps ,d iafDr gksrh gS ftl ij lkekU;r;k iQkby (File)] ,fMV

(Edit) vkfn fy[kk gksrk gS ftl ij ekml fDyd djus ij ,d lwph [kqyrh gSA bls gh ehuw ckj
dgrs gSaA
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(Ä) iQkby % tc ge vius ”k:jh nLrkos”kksa dks oaQI;wVj esa Mkyrs gSa vFkok Vkbi djds mls lqjf{kr
djrs gSa rks og ,d iQkby ds :i esa oaQI;wVj esa lso gks tkrk gSA bl iQkby dks uke Hkh fn;k
tk ldrk gSA

(p) iQksYMj % tc ,d ;k ,d ls vfèkd iQkbyksa dks oaQI;wVj esa j[kuk gks rks mls fdlh iQksYMj esa
j[kk tkrk gSA ge iQksYMj dks dksbZ Hkh uke ns ldrs gSa vkSj ,d LFkku ls nwljs LFkku ij oaQI;wVj
esa dV] dkWih vkSj isLV dj ldrs gSaA iQksYMj cukus dk rjhdk ge fiNys Lrj esa lh[k pqds gSaA

ikBxr iz'u 1-1

1- fuEufyf[kr okD;ksa esa fn, x, [kkyh LFkku mi;qDr 'kCnksa dk iz;ksx djrs gq, Hkfj, %

(mi;ksxdrkZ] VkbVy ckj] funsZ'kkuqlkj] oaQI;wVj] iQksYMj] x.kuk djuk] lkWÝVos;j] vkWijsfVax
flLVe] gkMZos;j)

(i) oaQI;wVj ,d vaxzsth 'kCn ------------------ ls cuk gS] bldk vFkZ gS --------------------------A

(ii) tc ,d ;k ,d ls vfèkd iQkbyksa dks oaQI;wVj esa j[kuk gks rks mls --------------------- esa j[kk
tkrk gSA

(iii) --------------------- dks oaQI;wVj dk egÙoiw.kZ Hkkx ekuk tkrk gSA

(iv) vkWijsfVax flLVe oaQI;wVj ds ------------------- vkSj ------------------ dks lqpk: :i ls pykus dk
dke djrk gSA

(v) ,Iyhds'ku [kksyrs le; lcls Åij dh LØhu] ftl ij uke fy[kk gksrk gS mls
--------------------------- dgrs gSaA

(vi) oaQI;wVj ,d fctyh ls pyus okyh e'khu gS tks ------------------------ n~okjk fn, x,
------------------------- dk;Z djds eupkgk ifj.kke nsrk gSA

2- ç'uksa ds mÙkj nhft, %

(i) oaQI;wVj fdls dgrs gSa\

(ii) oaQI;wVj dk ç;ksx dgk¡&dgk¡ gksrk gS\

(iii) vkWijsfVax flLVe ds fofHkUu vaxksa ds uke crk,¡A
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1-3 oMZ çkslslj D;k gS rFkk blds D;k&D;k dk;Z gSa
vc rd geus ;s rks tku fy;k fd oaQI;wVj D;k gS] bldk dgk¡&dgk¡ ç;ksx gS] vkSj oaQI;wVj dk eq[;
fgLlk vkWijsfVax flLVe gS ftlds fcuk oaQI;wVj pykuk lEHko gh ugha gSA vc ge tkusaxs fd oMZ
çkslslj D;k gSA blesa ge ;g Hkh tkusaxs fd ;g fdl dke vkrk gSA
'kCn (VsDLV) dks Vkbi djus] mlesa lqèkkj djus] mls ltkus] O;kdj.k vkSj Lisfyax (Spelling) dh
xyfr;ksa dks Bhd djus ds dke dks oMZ çkslsflax dgrs gSaA

oMZ çkslslj ds fofHkUu vax gSa ftudk fooj.k bl çdkj gS&
(d) LVk cVu % MsLdVkWi ij uhps ckb± vksj dk cVu] ftldh lgk;rk ls oaQI;wVj esa dgha Hkh igq¡pk

tk ldrk gSA
([k) VkbZVy ckj % oMZ LØhu ds mQij iV~Vh ftl ij Document dk uke fy[kk tkrk gSA
(x) LØksy ckj o :yj % LØksy ckj og iV~Vh gS ftldks mQij] uhps] vkxs o ihNs djus ls VsDLV

LØhu mQij&uhps o nk,a&ck,a tkrh gSA :yj VsDLV ,fj;k ds mQij nkb± vkSj ckb± vksj gksrk gS
;g ist dh pkSM+kbZ vkSj nk;ka o ck;ka ekftZu lsV djus ds fy, gksrk gSA

(?k) bUl'kZu ikWbaV @ dlZj % VsDLV ,fj;k esa fy[kus ds fy, fVefVekrh gqbZ ,d [kM+h MaMhA bldh
enn ls gh ge VsDLV ,fj;k esa Vkbi dj ldrs gSaA

(Ä) oMZ çkslslj esa dke djus ds fy, dqN ckrksa dk è;ku j[kuk vko';d gSA
 tc ubZ iQkby [kksyas rks [kksyrs gh mls fdlh uke ls lso dj ysaA
 iQkWjesfVax djrs le; v{kjksa ds vkdkj dk è;ku j[ksa tks fd i<+us esa vklku gks vkSj ykbZuksa

ds chp dh nwjh Hkh Bhd gksA
 MkWD;wesaV fy[krs le; O;kdj.k o 'kCn lacaèkh xyfr;ksa dk Hkh è;ku j[ksaA oMZ çkslslj

Lo;a Hkh O;kdj.k o 'kCn dh xyfr;ka lqèkkjus ds fy, lq>ko nsrk gSA
oMZ çkslslj esa vusd :iksa esa nLrkostksa dks Vkbi dj ldrs gSaA blesa v{kjksa dks fy[kus ds rjhds] vkdkj
vkSj jax vkfn dks vyx&vyx :iksa esa fy[kk tk ldrk gSA oMZ çkslslj esa 'kCnksa] iafDr;ksa vkSj iUuksa dh
la[;k Hkh fxuh tk ldrh gSA

1-4 bZ&esy
bZ&esy vFkkZr~ bysDVªkWfud esy baVjusV dh enn ls lans'k Hkstus o ikus dk ,d ekè;e gSA ;g baVjusV
ls feyus okyh ,d egÙoiw.kZ lsok gSA bZ&esy ikjaifjd Mkd dk bysDVªkWfud :i gS ftlesa lans'k
fy[kus ds fy, ge oaQI;wVj dk ç;ksx djrs gSaA
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(d) bZ&esy ds ykHk %
 bZ&esy }kjk lans'k cgqr rst xfr ls igq¡prk gSA
 bZ&esy ij [kpkZ cgqr de gksrk gSA
 bZ&esy ds }kjk ge i=kksa] iQkbyksa] fjiksVks±] rLohjksa vkfn dks Hkh Hkst ldrs gSaA

([k) bZ&esy eSlst % bZ&esy ds }kjk ge tks lans'k Hkstrs gSa ;k çkIr djrs gSa mls bZ&esy eSlst dgrs
gSaA

(x) ,sMªsl cqd % ;g oks LFkku gS tgk¡ ij lHkh yksxksa ds bZ&esy ,sMªsl tek fd, tkrs gSaA

(?k) baVjusV czkmftax % baVjusV }kjk osc (www) ls bfPNr lwpuk çkIr djus dks baVjusV czkmftax
;k osc czkmftax dgrs gSaA osc czkmtj ,d ,sIyhds'ku lkÝVos;j gksrk gS ftldh enn ls vki
baVjusV czkmftax dj ldrs gSaA osc czkmtj lkWÝVos;j vkids oaQI;wVj dks oYMZ okbM osc ls
tksM+rk gSA

ikBxr iz'u 1-2
1- fuEufyf[kr okD;ksa esa fn, x, [kkyh LFkku mi;qDr 'kCnksa dk iz;ksx djrs gq, Hkfj, %

(VkbZVy ckj] LVkVZ cVu] ,sMªsl cqd)
(i) -------------------- og LFkku gS tgk¡ ij lHkh yksxksa ds bZ&esy ,sMªsl tek fd, tkrs gSaA
(ii) MsLdVkWi ij uhps ckbZa vksj cVu fn;k x;k gS bls ----------------- dgrs gSaA
(iii) oMZ LØhu ds Åij iV~Vh] ftl ij Document dk uke fy[kk tkrk gS mls

---------------------- dgrs gSaA
2- ç'uksa ds mÙkj nhft, %

(i) oMZ çkslslj D;k gS\ ;g D;k D;k dk;Z djrk gS\
(ii) oMZ çkslslj ds vax dkSu&dkSu ls gSa\
(iii) dlZj D;k gS\
(iv) bZ&esy ds ykHk crkb,A

1-5 LçsM'khV
LçsM'khV oaQI;wVj ij cus isij ystj 'khV ds tSlh bysDVªkWfud 'khV gS ftls O;kikjh viuk cgh&[kkrk
cukus ds fy, bLrseky djrs gSaA ;g ,d cM+h lh Vscy ds leku gS ftlesa jks (Rows) vkSj dkWyEl
(Columns) gksrs gSaA
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LçsM'khV ds }kjk iyd >idrs gh fglkc&fdrkc (dSydqys'ku) gks tkrk gSA vxj ge viuh 'khV ds
vadksa dks fdlh dkj.ko'k cny nsa rks mldk tksM+ Hkh vius&vki (Automatically) lgh gks tkrk gSA
LçsM'khV cukus ds fy, ge ,e-,l- ,Dlsy dk ç;ksx djrs gSaA
fiNys Lrj esa ge LçsM'khV cukuk lh[k pqds gSaA geus lh[kk fd gesa ftl lSy esa MkVk ;kfu vad
fy[kuk gS ml ij fDyd djds igys mls ,fDVo lSy cuk,a vkSj fiQj vadksa ;kfu MkVk dks Vkbi djsaA
blh rjg lHkh vaadksa dks Vkbi djus ds ckn ge viuh iQkby dks lso djrs gSaA iQkby lso djus ds fy,
ge&
1- 'Microsoft Office' Button ij fDyd djrs gSaA
2- mlds ckn 'Save As' ij fDyd djrs gSaA
3- mlds ckn Save As MkW;ykWx ckWDl vkrk gS ftlesa ge iQkby dk uke Vkbi djrs gSa fiQj Ok cVu

ij fDyd djrs gSaA ,slk djus ls gekjh iQkby ekbZ MkD;qesaV iQksYMj esa lso gks tk,xhA
,e-,l- ,Dlsy esa geus iQkby fçaV djus rFkk [kksyus dk rjhdk Hkh lh[kkA iQkby fçaV djus ds fy,
geus&
1- Microsoft Office Button dks fDyd fd;kA
2- fiQj Print Option dks lsysDV fd;kA
3- Print Mk;ykWx ckWDl vkus ij mlesa 'Active Sheet' ij fDyd fd;k rFkk var esa Ok ij fDyd

fd;kA ,slk djus ls gekjh iQkby Print gks tkrh gSA
ge igys ls cuh gqbZ iQkby dks [kksyus ds fy, 'MS-Office Button' ij fDyd djrs gSaA fiQj Open
Option ij fDyd djrs gSaA Open Dialogue Box [kqyus ij viuh iQkby ij fDyd djsaA vc Open
cVu ij fDyd djsaxs rks gekjh eupkgh iQkby [kqy tk,xhA

1-6 çLrqrhdj.k
çLrqrhdj.k (Powerpoint) ekbØkslkWÝV vkWfiQl dk gh ,d fgLlk gSA bldk ç;ksx çstsUVs'ku
(Presentation) cukus ds fy, fd;k tkrk gSA çstsUVs'ku esa ge vius MkVk dks fp=k] èofu] fofM;ks }kjk
n'kkZ ldrs gSaA igys ge lh[k pqds gSa fd çLrqrhdj.k D;k gS] bls dSls cuk;k tkrk gS ,oa blesa fp=k]
xzkiQ vFkok fyf[kr lkexzh dSls Mkyh tk ldrh gSA lkFk gh ;g Hkh lh[kk fd çstsUVs'ku dks dSls lso
djrs gSa vkSj igys lso fd, gq, çstsUVs'ku iQkby dks dSls [kksyrs gSaA
;gk¡ ge dqN egÙoiw.kZ va'kksa dks iqu% nksgjk,axs&
(d) çstsUVs'ku [kksyuk % LVkVZ (Start)  vkWy çksxzke (All Programms)  ekbØkslkWÝV vkWfiQl

(Microsoft Office)  ekbØkslkWÝV ikWoj IokbUV 2007 ij fDyd djus ij ,d foUMks [kqy
tk,xh ftlesa ge çstsUVs'ku cuk ldrs gSaA
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([k) LykbM cukuk % çstsUVs'ku [kksyus ij lcls igys ,d fjDr LykbM [kqyrh gSA tgk¡ ge fp=k]
vkWfM;ks ;k ohfM;ks vkfn Mky ldrs gSaA ;fn gesa vfrfjDr LykbM dh vko';drk gks rks ge
gkse VSc ij ekStwn ubZ LykbM (New Slide) cVu }kjk ys ldrs gSaA

(x) LykbM lso djuk % çstsUVs'ku dks lso djus ds fy, ekbØkslkWÝV cVu ij fDyd djds uhps
fn, fodYiksa esa lso cVu ij fDyd djds lso dj ldrs gSaA

(?k) çstsUVs'ku dks izLrqr djuk % çLrqrhdj.k ds fy, igys ge çstsUVs'ku [kksysaxs ;k fiQj ubZ
çstsUVs'ku Hkh cuk ldrs gSaA blds ckn LykbM 'kks (Slide Show) VSc ij fDyd djsaxsA vc uhps
dh rjiQ LVkVZ LykbM 'kks (Start Slide Show) xqzi esa fn, çQkWe fcfXuax (From Beginning)
cVu ij fDyd djsaxsA bl çdkj gekjs LØhu ij çLrqrhdj.k 'kq: gks tk,xkA

ikBxr iz'u 1-3

1- fuEufyf[kr okD;ksa esa fn, x, [kkyh LFkku mi;qDr 'kCnksa dk iz;ksx djrs gq, Hkfj, %
(ekbozQkslkWÝV vkWfiQl] LykbM] jks] dkyEl] fglkc&fdrkc] MkVk] ,e-,l- ,Dlsy)
(i) LçsM'khV esa ---------------- vkSj ------------------- gksrs gSaA
(ii) çstsUVs'ku esa ge vius ----------------- dks fp=k] èofu }kjk n'kkZrs gSaA
(iii) LçsM'khV cukrs le; ge ------------------- dk ç;ksx djrs gSaA
(iv) çLrqrhdj.k ------------------- dk gh ,d fgLlk gSA
(v) gkse VSc ij mifLFkr U;w LykbM cVu ds }kjk ge ---------------------- cukrs gSaA
(vi) LçsM'khV ds }kjk ge --------------------- djrs gSaA

2- lgh ij () vkSj xyr ij () dk fu'kku yxk,a %
(i) LçsM'khV cukus ds fy, ge ,e-,l-&,Dlsy dk ç;ksx djrs gSaA (  )
(ii) çLrqrhdj.k esa ubZ LykbM vius vki cu tkrh gSA (  )
(iii) LçsM'khV dk ç;ksx ge fglkc fdrkc cukus ds fy, djrs gSaA (  )
(iv) çLrqrhdj.k esa çstsUVs'ku LVkVZ cVu ls [kqyrh gSA (  )

1-7 oaQI;wVj flD;ksfjVh
oaQI;wVj uke ysrs gh ok;jl] gSfoaQx] ikloMZ pksjh tSlh leL;k,¡ fnekx esa vkus yxrh gSa vkSj Bhd gh
rks gS] ;fn bu lcdk è;ku u j[kk tk;s rks oaQI;wVj ij dke djuk cgqr gh eqf'dy gksxkA
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blds fy, geus fiNys Lrj esa lqj{kk ds mik;ksa ds fo"k; esa foLrkj ls i<+kA vkb, bls nksgjk,aA
oaQI;wVj dh lqj{kk ls lacafèkr dbZ rjhds gSa ftUgsa viukdj ge vius oaQI;wVj esa j[ks nLrkostksa vkfn dh
lqj{kk dj ldrs gSa vkSj bUVjusV ls gksus okys gSfoaQx ;k lk;cj vVSd ls Hkh cpk tk ldrk gSA dqN
lqj{kk mik;ksa dks ge ;gk¡ nksgjkrs gSaA
(d) ikloMZ % tc Hkh ge viuk oaQI;wVj vkWu djrs gSa rks ;w”kj ifjp; (User Identity) vkSj

ikloMZ (Password) iwNrk gSA rks ;gk¡ ge dqN 'kCn ;k la[;k vFkok nksuksa dks feykdj ikloMZ
cuk ldrs gSaA
;w”kj use vkSj ikloMZ dk ç;ksx vfèkdka'k dk;ks± tSls bZ&esy] bZ&dkWelZ] baVjusV cSafoaQx vkfn esa
Hkh fd;k tkrk gSA gesa ikloMZ le;&le; ij cnyrs jguk pkfg,A

([k) oaQI;wVj ok;jl % oaQI;wVj ok;jl ,d çdkj dk çksxzke gS tks oaQI;wVj ds fofHkUu vaxksa dks
uqdlku igq¡pkrk gSA bu leL;kvksa ls cpus ds fy, ,aVh&ok;jl çksxzke Hkh cktkj esa miyCèk gSa
tks vius oaQI;wVj esa baLVkWy dj ldrs gSaA dqN ,aVh ok;jl tSls& ukWjVu] fDod ghy] vokLV
vkfn gSaA

(x) iQkby vVSpesaV % iQkby vVSpesaV djrs le; ge fdlh Hkh çdkj dh iQkby dk vVSpesaV
dj ldrs gSa] tSls& MkWD;wesaV] vkWfM;ks] ohfM;ks vkfnA

1-8 baVjusV
vc ge tkusaxs fd baVjusV D;k gS ,oa bldh D;k mi;ksfxrk gS\ baVjusV ls tqM+us okys midj.k
dkSu&dkSu ls gSa\ baVjusV ij lwpuk dk vknku&çnku dSls fd;k tkrk gS\ baVjusV dks pykus okys eq[;
Hkkx dkSu ls gSa ftuds }kjk gesa tkudkjh çkIr gksrh gSA

baVjusV Kku o lwpuk dk ,d fo'kky Hk.Mkj gSA blds }kjk ge dksbZ Hkh lwpuk cgqr gh de le;
esa çkIr dj ldrs gSaA ;g fo'oHkj esa lans'k o lwpuk ds vknku&çnku dk lcls rst lkèku gSA

baVjusV dh mi;ksfxrk,¡
 baVjusV dk ç;ksx Ñf"k lacafèkr dk;ks± esa fd;k tkrk gSA
 baVjusV ds }kjk ge vius lans'k vius nksLrksa] fj'rsnkjksa dks Hkst ldrs gSaA
 baVjusV esa ohfM;ks dkUçQsflax ds ekè;e ls fons'kksa esa jg jgs vius lxs&lacafèk;ksa ls ckr djus ds

lkFk mUgsa ns[k Hkh ldrs gSaA
 baVjusV ds }kjk O;olk;h viuk lSaiy Hkh fn[kk ldrs gSaA
 baVjusV dk ç;ksx f'k{kk] cSafoaQx] euksjatu] fpfdRlk] ;krk;kr vkfn {ks=kksa esa fnu çfrfnu c<+ jgk gSA
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baVjusV ls tqM+us okys lgk;d midj.k

baVjusV ls nks rjhdksa ls tqM+k tk ldrk gSA baVjusV lsok çnkrk (ISP) oaQiuh ds oaQI;wVj ij iQksu ykbu
ls Mk;y djds vFkok ISP ds lkFk lhèks tqM+djA vfèkdrj ge vkbZ-,l-ih- (ISP) ds lkFk ,d
VsyhiQksu ykbu rFkk ekWMe ds tfj, gh tqM+rs gSaA

baVjusV esa mi;ksx gksus okys çeq[k midj.k ekWMe] jkmVj] ok;jysl bUVjusV dkMZ] baVjusV ySu flLVe
bR;kfn gSaA

fp=k 1-1 % baVjusV ds lgk;d midj.k

baVjusV ds dqN eq[; Hkkx bl çdkj gSa ftudh lgk;rk ls ge baVjusV dks pyk ldrs gSaA

(d) ;w-vkj-,y- (URL) % ;w-vkj-,y- dks ;wfuiQkWeZ fjlkslZ yksdsVj Hkh dgk tkrk gS vkSj ;gh
bldk iwjk uke gSA bldk mnkgj.k bl çdkj gS http:www.nios.ac.in bls ge ;w-vkj-,y- ;k osc
,sMªsl Hkh dgrs gSaA

([k) oYMZ okbM osc (www) % oYMZ okbM osc (www) dks ge baVjusV ij mi;ksx dh tk ldus
okyh tkudkjh dk laxzg dg ldrs gSaA ;g baVjusV }kjk çnku dh tkus okyh ,d lsok gSA oYMZ
okbM osc ij fLFkr tkudkjh 'kCnksa] fp=kksa vkSj èofu ds :i esa gks ldrh gSA

(x) baVjusV czkmf”kax % baVjusV }kjk osc (www) ls bfPNr lwpuk çkIr djus dks baVjusV czkmf”kax ;k
osc czkmf”kax dgrs gSaA osc czkmtj ,d lkWÝVos;j gksrk gS ftldh enn ls vki baVjusV czkmftax
dj ldrs gSaA osc czkmtj lkWÝVos;j vkids oaQI;wVj dks oYMZ okbM osc ls tksM+rk gSA
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ikBxr iz'u 1-4

1- fuEufyf[kr okD;ksa esa fn, x, mi;qDr 'kCnksa dk iz;ksx djrs gq, [kkyh LFkku Hkfj, %
(osc] ,aVh ok;jl] ;wfuiQkWeZ fjlkslZ yksdsVj] osc ,Mªsl] f'k{kk cSafoaQx vkSj euksjatu] oYMZ okbM osc)
(i) ;w-vkj-,y- dk iwjk uke ------------------------------- gSA
(ii) baVjusV dk ç;ksx ------------] ------------ vkSj ------------ vkfn {ks=kksa esa gksrk gSA
(iii) baVjusV }kjk ------------------------- ls bfPNr lwpuk çkIr djus dks osc czkmftax dgrs gSaA
(iv) ;w-vkj-,y- dks ------------------------------- Hkh dgrs gSaA
(v) ukWjVu ,d çdkj dk ------------------------------- gSA
(vi) www dk iwjk uke ---------------------------------------------- gSA

2- fuEufyf[kr ç'uksa ds mÙkj ,d ;k nks iafDr;ksa esa nhft, %
(i) baVjusV D;k gS\
(ii) baVjusV ls tqM+us okys lgk;d midj.k dkSu&dkSu ls gSa\
(iii) oaQI;wVj ok;jl D;k gS\
(iv) baVjusV dh mi;kssfxrk crk,¡A

vkius D;k lh[kk

 oaQI;wVj ,d vaxzsth 'kCn oaQI;wV ls cuk gSSSS ftldk vFkZ gS x.kuk djukA
 vkWijsfVax flLVe ds eq[; vax bl çdkj gSa& MsLdVkWi] ekml IokbUVj] VkbZVy ckj bR;kfnA
 'kCnksa dks Vkbi djus] mlesa lqèkkj djus] mls ltkus vkSj Lisfyax dh xyfr;ksa dks Bhd djus dks

oMZ izkslsflax dgrs gSaA
 çLrqrhdj.k ekbØkslkWÝV vkWfiQl dk Hkkx gS ftldk ç;ksx çstsaVs'ku cukus ds fy, fd;k tkrk gSA
 oaQI;wVj ok;jl ,d çdkj dk çksxzke gS tks dEiw;Vj ds fofHkUu vaxksa dks uqdlku igqapkrk gSA
 ;w-vkj-,y- o oMZ okbM osc baVjusV ds nks Hkkx gSaA

vkb, djds ns[ksa

Lrj ̂ [k* esa oMZ çkslslj esa fd, x, esy&etZ fofèk dk ç;ksx djds fdUgha ikap yksxksa ds uke tUefnu
dk fuea=k.k i=k fy[ksaA
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 ikBkar ç'u
1- lgh fodYi pqfu, %
(i) dEI;wV 'kCn dk vFkZ gSA

(d) x.kuk djuk ([k) p;u djuk
(x) mi;ksx djuk (?k) funsZ'k nsuk

(ii) buesa ls dkSu vkWijsfVax flLVe dk vax ugha gSA
(d) iQkby ([k) iQksYMj
(x) MsDlVkWi (?k) çstsaVs'ku

(iii) og LFkku tgka ij lHkh yksxksa ds bZ&esy ,sMªsl tek fd, tkrs gSaA
(d) ,sMsªl cqd ([k) Mk;jh
(x) bZ&esy (?k) baVjusV

(iv) dlZj D;k gS\
(d) ,d fVefVekrh [kM+h MaMh ([k) ,d frjNh MaMh
(x) ,d lhèkh MaMh (?k) buesa ls dksbZ ugha

(v) bZ&esy ij ----------------------- cgqr de vkrk gSA
(d) [kpkZ ([k) lkeku
(x) MkVk (?k) VsDlV

(vi) LçSM'khV ds fy, ge ------------------------------ dk ç;ksx djrs gSaA
(d) ikWoj IokbUV ([k) oMZ çkslslj
(x) baVjusV (?k) ,e-,l- ,Dlsy

(vii) ;w-vkj-,y- dk iwjk uke D;k gS\
(d) ;wfuiQkWeZ fjlkslZ yksdsVj ([k) ;wfuiQkWeZ fjIykbZ yksdsVj
(x) ;wfuiQkWeZ fjlkslZ ykbV (?k) ;wfuiQkWeZ fjlkslZ yksds'ku

2- fuEufyf[kr okD;ksa esa fn, x, [kkyh LFkku mi;qDr 'kCnksa dk iz;ksx djrs gq, Hkfj, %
(,aVh ok;jl] oYMZ okbM osc] iQksYMj] osc] ubZ LykbM] VkbVy ckj] mi;ksxdÙkkZ funsZ'kkuqlkj]
jks] dkWye)
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(i) baVjusV }kjk --------------------------------------------- ls bfPNr lwpuk çkIr djuk osc czkmftax
dgykrk gSA

(ii) tc ,d ;k ,d ls vfèkd iQkbyksa dks oaQI;wVj esa j[kuk gks rks mls ---------------- esa j[kk
tkrk gSA

(iii) ukWjVu ,d çdkj dk ----------------------------- gSA
(iv) gkse VSc esa mifLFkr U;w LykbM cVu ds }kjk ge ----------------------------- cukrs gSaA
(v) www dk iwjk uke ----------------------------- gSA
(vi) oMZ LØhu ds mQij iV~Vh ftl ij Document dk uke fy[kk tkrk gS mls

----------------------------- dgrs gSaA
(vii) LçsM'khV esa ----------------------------- vkSj ----------------------------- gksrs gSaA
(viii) oaQI;wVj ,d fctyh ls pyus okyh e'khu gS tks -------------------------- ds }kjk fn, x, --

--------------------------- dk;Z djds eupkgk ifj.kke nsrk gSA

3- ç'uksa ds mÙkj nhft, %
(i) oaQI;wVj fdls dgrs gSa\ ;g dgk¡&dgk¡ ç;ksx gksrk gS\
(ii) bZ&esy ds ykHk crkb,A
(iii) oMZ çkslslj D;k gS\ blds fofHkUu vaxksa ds ckjsa esa crkb,A
(iv) vkWijsfVax flLVe ds fofHkUu vax crkb,A
(v) baVjusV ls tqM+us okys lgk;d midj.k dkSu&dkSu ls gSa\
(vi) oaQI;wVj ok;jl D;k gS\
(vii) baVjusV dh mi;ksfxrk crkb,A

 mÙkjekyk
ikBxr ç'uksa ds mÙkj
1-1
1- (i) oaQI;wV] x.kuk djuk (ii) iQksYMj

(iii) vkWijsfVax flLVe (iv) gkMZos;j] lkWÝVos;j
(v) VkbVy ckj (vi) mi;ksxdÙkkZ] funsZ'kkuqlkj
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2- (i) oaQI;wVj ,d vaxzsth 'kCn ̂ dEI;wV* ls cuk gS bldk vFkZ gS x.kuk djukA oaQI;wVj ,d
fctyh ls pyus okyh e'khu gS tks mi;ksxdÙkkZ }kjk fn, x, funsZ'kkuqlkj dk;Z djds
eupkgk ifj.kke nsrk gSA

(ii) oaQI;wVj dk ç;ksx fofHkUu {ks=kksa esa gksrk gSA
(d) f'k{kk ds {ks=k esa ([k) O;olk; o m|ksx ds {ks=k esa
(x) dyk ds {ks=k esa (?k) lqj{kk o ;krk;kr ds {ks=k esa
(Ä) jkstxkj ds {ks=k esa (p) [ksy o euksjatu ds {ks=k esa

(iii) vkWijsfVax flLVe dks oaQI;wVj dk egÙoiw.kZ Hkkx ekuk tkrk gSA blds dqN vax bl çdkj
gSa
(d) MsLdVkWi ([k) ekml IokbUVj
(x) VkbZVy ckj (?k) ehuw ckj
(Ä) iQkby (p) iQksYMj

1-2
1- (i) ,sMªsl cqd

(ii) LVkVZ cVu
(iii) VkbZVy ckj

2- (i) 'kCn (VsDLV) dks Vkbi djus] mlesa lqèkkj djus] mls ltkus] O;kdj.k vkSj Lisfyax dh
xyfr;ksa dks Bhd djus ds dke dks oMZ çkslslj dgrs gSaA

(ii) oMZ çkslslj ds fofHkUu vax gSa ftudk fooj.k bl çdkj gS
(d) LVkVZ cVu ([k) VkbZVy ckj
(x) LØksy ckj o :yj (?k) bUl'kZu IokbaV

(iii) VsDLV ,fj;k esa fy[kus ds fy, fVefVekrh gqbZ ,d [kM+h MaMh ftldh enn ls ge VsDLV
,fj;k esa Vkbi dj ldrs gSa dlZj dgykrk gSA

(iv) bZ&esy ds ykHk bl çdkj gSa&
(d) bZ&esy }kjk lans'k cgqr rst xfr ls igq¡prk gSA
([k) bZ&esy ij [kpkZ cgqr de gksrk gSA
(x) bZ&esy ds }kjk ge i=kksa] iQkbyksa] fjiksVksZ] rLohjksa bR;kfn dks Hkst ldrs gSaA
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1-3
1- (i) jks] dkWyEl (ii) MkVk

(iii) ,e-,l- ,Dlsy (iv) ekbØkslkWÝV vkWfiQl
(v) LykbM (vi) fglkc fdrkc

2- (i)  (ii) 

(iii)  (iv) 

1-4
1- (i) ;wfuiQkWeZ fjlkslZ yksdsVj (ii) f'k{kk] cSafoaQx] euksjatu

(iii) osc (iv) osc ,sMªsl
(v) ,aVh ok;jl (vi) oYMZ okbM osc

2- (i) baVjusV Kku o lwpuk dk ,d fo'kky Hk.Mkj gSA blds }kjk ge dksbZ Hkh lwpuk cgqr gh
de le; esa çkIr dj ldrs gSaA

(ii) baVjusV ls tqM+us okys lgk;d midj.k bl çdkj gSaA
(d) ekWMe ([k) jkmVj
(x) ok;jysl (?k) baVjusV dkMZ
(Ä) baVjusV ySu flLVe

(iii) oaQI;wVj ok;jl ,d çksxke gS tks oaQI;wVj ds fofHkUu vaxksa dks uqdlku igq¡pkrk gSA
(iv) baVjusV dh mi;ksfxrk,a bl çdkj gSa&

(d) baVjusV ds }kjk O;olk;h lSaiy Hkh fn[kk ldrs gSaA
([k) baVjusV ds }kjk ge vius nksLrksa o fj'rsnkjksa dks lans'k Hkst ldrs gSaA
(x) baVjusV dk mi;ksx f'k{kk] cSafoaQx] euksjatu] fpfdRlk] ;krk;kr vkfn {ks=kksa esa

fnu çfrfnu c<+rk tk jgk gSA
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ikBkar ç'uksa ds mÙkj
1- (i) (d) (ii) (?k)

(iii) ([k) (iv) (d)
(v) (x) (vi) (?k)
(vii) (d)

2- (i) osc
(ii) iQksYMj
(iii) ,aVhok;jl
(vi) ubZ LykbM
(v) oYMZ okbM osc
(vi) VkbVy ckj
(vii) jks] dkWye
(viii) mi;ksxdrkZ] funsZ'kkuqlkj

3- (i) oaQI;wVj ,d fctyh ls pyus okyh e'khu gS tks mi;ksxdÙkkZ n~okjk fn, x, funsZ'kkuqlkj
dk;Z djds eupkgk ifj.kke nsrk gSA oaQI;wVj dk ç;ksx fofHkUu {ks=kksa esa gksrk gSA buesa ls
dqN bl çdkj gSa&
(d) f'k{kk ds {ks=k esa ([k) dyk ds {ks=k esa
(x) jkst+xkj ds {ks=k esa (?k) [ksy o euksjatu ds {ks=k esa
(Ä) O;olk; ds {ks=k esa

(ii) bZ&esy ds ykHk bl çdkj gSa&

(d) bZ&esy }kjk lans'k cgqr rst xfr ls igq¡prk gSA
([k) bZ&esy ij [kpkZ cgqr de gksrk gSA
(x) bZ&esy ds }kjk ge i=kksa] iQkbyksa] fjiksVks±] rLohjksa vkfn dks Hkh Hkst ldrs gSaA

(iii) 'kCn dks Vkbi djus] mlesa lqèkkj djus] mls ltkus] O;kdj.k vkSj Lisfyax dh xyfr;ksa
dks Bhd djus ds dke dks oMZ çkslsflax dgrs gSaA oMZ çkslslj ds fofHkUu vax bl çdkj
gSa&
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(d) LVkVZ cVu ([k) VkbZVy ckj
(x) LØksy ckj o :yj (?k) bUl'kZu IokbUV @ dlZj

(iv) vkWijsfVax flLVe ds fofHkUu vax bl çdkj gSa&
(d) MsLdVkWi ([k) ekml IokbUVj
(x) VkbZVy ckj (?k) ehuw ckj
(Ä) iQkby (p) iQksYMj

(v) baVjusV ls tqM+us okys lgk;d midj.k bl çdkj gS
(d) ekWMe ([k) jkmVj
(x) ok;jysl (?k) baVjusV dkMZ
(Ä) baVjusV ySu flLVe

(vi) oaQI;wVj ok;jl ,d çdkj dk çksxke gS tks oaQI;wVj ds fofHkUu vaxksa dks uqdlku igqapkrk
gSA

(vii) baVjusV dh mi;ksfxrk,a bl çdkj gSa&
(d) baVjusV ds }kjk O;olk;h viuk lSaiy Hkh fn[kk ldrs gSaA
([k) baVjusV ds }kjk ge vius nksLrksa o fj'rsnkjksa dks lans'k Hkst ldrs gSaA
(x) baVjusV dk mi;ksx f'k{kk] cSafoaQx] euksjatu] fpfdRlk o ;krk;kr vkfn {ks=kksa esa

fnu çfrfnu c<+rk tk jgk gSA
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2

oMZ izkslsflax
ge ;g rks tku gh pqds gSa fd oaQI;wVj D;k gS vkSj dgk¡&dgk¡ ç;ksx esa vk ldrk gSA oaQI;wVj ds vUnj
vkWijsfVax flLVe dh D;k Hkwfedk gS\ vkSj ;g fdl çdkj gkMZos;j vkSj lkWÝVos;j esa leUo; LFkkfir
djrk gSA blh çdkj geus oMZ çkslslj] LçsM'khV] çstsaVs'ku ds fo"k; esa Hkh dkiQh Kku çkIr fd;k tks
fd ekbØkslkWÝV vkWfiQl ds egÙoiw.kZ vax gSaA blh dM+h esa geus baVjusV vkSj bZ&esy tSls fo"k;ksa ds
ckjs esa i<+k tks fd gekjh fnup;kZ dk fgLlk gSA

 mís';

 bl ikB dks i<+us ds ckn vki %
 oaQI;wVj esa iz;qDr oMZ izkslsflax dh izfozQ;k crk ldsaxs_
  MkWD;wesaV esa VSc ,oa baMsUVs'ku dk ç;ksx dj ldsaxs_
  MkWD;wesaV esa dkWye cukuk lh[ksaxs_
  ist lsVvi dj ldsaxs_
  MkWD;wesaV dk fçaV fçO;q ns[k ldsaxs_
  MkWD;wesaV dks fçaV djus dk rjhdk lh[ksaxs vkSj
  MkWD;wesaV esa oMZ vkVZ cuk ldsaxsA

2-1 VSc ,oa baMsUVs'ku
VSc dks iSjkxzkiQ dh iQkWjeSfVax ds fy, ç;ksx fd;k tkrk gSA oaQI;wVj dh&cksMZ ij VSc cVu nckus ij
MkWD;wesaV dh LØhu ij fn[kus okyk djlj (I) vkèkk bap vkxs dh vksj c<+ tkrk gSA blds ç;ksx ls ge
MkWD;wesaV esa fy[ks x, VsDLV dks vyx rjhds ls fn[kk ldrs gSaA vkxs fn, x, mnkgj.k ls bls vklkuh
ls le>k tk ldrk gSA
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VSc VSc VSc
 Name  City  Payment  Receipt

 Navin Patna 3500 5000.05

 Shobha Bhubaneswar 470.75 400

 Mihir Kolkata 9683 8000.6

 Rajesh Mumbai 3888.47 32

VSc dks çkslslj esa fn, x, :yj ij ekml ls fDyd djds Hkh lsV dj ldrs gSa vFkok ist ys vkmV
VSc ij fDyd djds iSjkxzkiQ Mk;ykWx ckWDl ij fDyd djsaxs vkSj ;gk¡ VSc vkWI'ku (fodYi) pqusaxsA
VSc fodYi pquus ds ckn VSc LVkWi iksth'ku dks pqusaxs vFkkZr~ ftruh nwjh ij VSc lsV djuk gS ogk¡ fy[ksaxs
vkSj lkFk gh vykbuesaV (Alignment) fodYi esa VSc ds çdkj Hkh lsV dj ldrs gSaA bls uhps fn, x,
fp=k dh lgk;rk ls le> ldrs gSaA
  MS-Word  Page Layout  Paragraph  Tab

fp=k 2-1 % VSc ,oa baMsUVs'ku
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2-2 baMsUV (Indent)
baMsUVs'ku dks ist ekftZu vkSj iSjkxzkiQ ds chp ds gkf'k;s (LFkku) ds :i esa tkuk tkrk gSA baMsUVs'ku
dk ç;ksx djds ge fdlh ,d ;k vfèkd iSjkxzkiQ dks ckdh lHkh ls vyx n'kkZ ldrs gSaA bls uhps fn,
fp=k dh lgk;rk ls le>k tk ldrk gSA fn, x, fp=k esa ua- 1 ist ekftZu dks n'kkZrk gS vkSj ua- 2
baMsUVs'ku dks n'kkZrk gSA

fp=k 2-2 % baMsUV

vc ge oMZ çkslslj esa baMsUVs'ku ds ç;ksx vkSj çdkj ds ckjs esa tkusaxsA oMZ çkslslj esa baMsUVs'ku pkj çdkj
dk gksrk gSA
(d) Left Indent (ysÝV baMsUV) % bl çdkj ds baMsUV esa iSjkxzkiQ esa ist ekftZu ls ck;ha vksj txg

NksM+h tkrh gSA
([k) Right Indent (jkbV baMsUV) % blesa iSjkxzkiQ esa ist ekftZu ls nk;ha vksj txg NksM+h tkrh gSA
(x) First Line Indent (iQLVZ ykbu baMsUV) % bl çdkj ds baMsUV esa iSjkxzkiQ dh igyh ykbu

FkksM+k vanj (nkfguh vksj) nch gksrh gSA
(?k) Hanging Indent (gSafxax baMsUV) % blesa igyh ykgu dks NksM+dj ckdh ykbusa vanj dh vksj

nch gksrh gSaA

fp=k 2-3 % baMsUV ds çdkj

d

- 5

x

?5
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vc ge baMsUV ds lHkh çdkjksa dks oMZ çkslslj esa dSls ç;ksx djsa] blds dqN pj.kksa dks lh[ksaxsA
Word Processor 2007  Page Layout Tab  Paragraph Dialog Box  Indent and Spacing Tab

(oMZ çkslslj 2007  ist ysvkmV VSc  iSjkxzkiQ Mk;ykWx ckWDl  baMsUV vkSj Lisflax VSc)
bls uhps fn, x, fp=k dh lgk;rk ls vklkuh ls le>k tk ldrk gSA ge ua- 1 fu'kku ij ns[k ldrs
gSa fd ysÝV vkSj jkbV baMsUV ds vkxs 0" fy[kk gSA ;gk¡ ge iSjkxzkiQ ds ftruk baMsUV ;k gkf'k;k Mkyuk
pkgrs gSaA fy[k ldrs gSa ;g nwjh bap esa ekih tkrh gSA blh çdkj fpÉ ua- 2 esa gSfxax baMsUV Hkh lsV fd;k
tk ldrk gSA

fp=k 2-4 % VSc lsV

baMsUVs'ku dks ,d vkSj rjhds ls lsV fd;k tk ldrk gS tks vkxs fn, x, fp=k ds ekè;e ls lh[k ldrs
gSa vkSj vklkuh ls le> ldrs gSaA

(1) (2)
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fp=k 2-5 % VSc lsV

fn, x, fp=k esa (1) ls (4) fu'kku yxk;s x;s gSaA bUgsa blh Øe esa le>uk gksxk&
1- lcls igys] ftl iSjkxzkiQ ij baMsUV dk ç;ksx djuk gS ogka ekml ls fDyd djsaxsA
2- vc ist ysvkmV VSc ij fDyd djsaxsA
3- blesa ysÝV baMsUV dk ekftZu (gkf'k;k) lsV djsaxsA
4- fiQj jkbV baMsUV dk ekftZu (gkf'k;k) lsV djsaxsA
bl çdkj geus baMsUV lsV djus ds nks rjhds lh[k fy, gSaA
vc rd geus oMZ çkslslj ds fofHkUu Hkkxksa ds ckjs esa i<+kA vc ge tkusaxs fd ist lsVvi D;k gksrk
gS\ ist dks lsV fdl rjg dj ldrs gSa vkSj ist lsVvi djus ds fdrus rjhds gSaA

ikBxr ç'u 2-1
1- fuEufyf[kr okD;ksa esa fn, x, mi;qDr 'kCnksa dk iz;ksx djrs gq, [kkyh LFkku Hkfj, %

(iQkWjesfVax] ist ekftZu] iSjkxzkiQ] gSafxax)
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(i) VSc dks iSjkxzkiQ dh ----------------------------- ds fy, iz;ksx fd;k tkrk gSA
(ii) baMsVs'ku dks ist ekftZu vkSj ---------------------- ds chp ds gkf'k;s ds :i esa tkuk tkrk gSA
(iii) ------------------------- baMsUV esa iSjkxzkiQ dh igyh ykbu NksM+dj ckdh ykbusa vanj nch gksrh

gSaA
(vi) baMsUV esa iSjkxzkiQ esa --------------------- ls nk;ha vksj txg NksM+h tkrh gSA

2-3 ist lsVvi
ist lsVvi djus dk vFkZ gS VsDLV ds vuqlkj ist dks lsV djukA VsDLV dks ist ij fçaV djus ls igys
mldk eki djuk vko';d gS fd VsDLV ist ij fçaV gksxk rks dSlk fn[kkbZ nsxkA ist lsVvi fodYi
eq[;r% oMZ çkslslj ds ist ysvkmV VSc esa feyrk gSA
ist lsVvi dks [kksyus ds pj.k bl çdkj gSa&
1- lcls igys ge oMZ çkslslj ds ist ysvkmV VSc dks pqusaxsA
2- ist ysvkmV VSc esa tkdj fjcu esa mifLFkr ist lsVvi fodYi dks pqusaxs ftlesa gesa bl çdkj

dk fp=k fn[kkbZ nsxkA

fp=k 2-6 % ist lsVvi
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ist lsVvi fodYi ds eq[;r% rhu Hkkx gSa&
(d) ekfTZku

([k) vkWfj;UVs'ku

(x) ist lkbt

d) ekftZu % ekftZu dk vFkZ gS gkf'k;kA gkf'k;k dbZ çdkj ds gksrs gSaA gkf'k;k dks t:jr ds vuqlkj
?kVk;k] c<+k;k tk ldrk gSA

(i) lkèkkj.k gkf'k;k (Normal)

(ii) ladjk gkf'k;k (Narrow)

(iii) foLr̀r gkf'k;k (Wide)

(i) lkèkkj.k gkf'k;k (Normal Margine) % bl fodYi esa ist dk gkf'k;k pkjksa rjiQ
ls cjkcj gksrk gSA

mQij 1" nk,a 1"

uhps 1" ck,a 1"

(ii) ladjk gkf'k;k (Narrow Margine) % bl fodYi esa ist dk gkf'k;k pkjksa vksj ls
lkèkkj.k ls vkèkk gksrk gSA

mQij 0.5" nk,a 0.5"

uhps 0.5" ck,a 0.5"

(iii) foLr̀r gkf'k;k (Wide Margine) % bl fodYi esa ist dk gkf'k;k mQij vkSj nk,a
rjiQ ls cjkcj gksrk gSA uhps vkSj ck,a rjiQ ls cjkcj gksrk gSA

mQij 1" nk,a 1"

uhps 2" ck,a 2"
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fp=k 2-7 % ekfTZku lsV djuk

[k) vkWfj;UVs'ku (fLFkfr) % vkWfj;UVs'ku dk vFkZ gS fLFkfrA blesa ist dh fLFkfr dk irk pyrk
gS fd og VsDLV fdl fLFkfr esa fn[kkbZ nsxkA vkWfj;UVs'ku ist lsVvi dk nwljk fodYi gSA
(i) iksVªsZV (Portrait)

(ii) ySaMLdsi (Ladnscape)

(i) iksVsªZV % iksVªsZV esa VsDLV (ist) dks yEckbZ ds :i esa ns[kk tkrk gSA
(ii) ySaMLdsi % ySaMLdsi esa VsDLV (ist) dks pkSM+kbZ ds :i esa ns[kk tkrk gSA



25
oMZ izkslsflax

fp=k 2-8 % vkWfj;UVs'ku

x) ist lkbt (Page Size) % ist lkbt dk vFkZ gS ist dk vkdkjA ist lkbt dbZ çdkj ds gksrs gSaA
 A4 (210x297 feyh- eh-)
 A5 (148x210 feyh- eh-)
 A6 (105x148 feyh- eh-)
 A3 (297x420 feyh- eh-)

fp=k 2-9 % ist lkbt
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2-4 fçaV fçO;q
fçaV fçO;q dk vFkZ gS ifjn'̀; vFkkZr~ fçaV fçO;q ;g fn[kkrk gS fd ist ij fçaV gksus ds igys MkWD;wesaV
dSlk fn[kkbZ nsxkA ;g eq[; :i ls oMZ çkslslj ds ekbozQkslkWÝV vkWfiQl cVu esa gksrk gSA bls [kksyus dk
rjhdk fuEu çdkj gS&
1- lcls igys ge oMZ çkslslj ds ekbozQkslkWÝV vkWfiQl cVu dks pqusaxsA
2- ekbozQkslkWÝV vkWfiQl cVu dks pquus ij mlh ls tqM+h ,d rkfydk [kqy tk,xh ftlesa fçaV fçO;q

dk fodYi mifLFkr gksxkA
3- vc tc ge ml fiazV fçO;q fodYi dks pqusaxs rks fçaV fçO;q foaMks [kqy tk,xh ftlesa VsDLV dk

igys ls gh pquk gqvk çk:i fn[kkbZ nsxkA mlesa ge VsDLV dk fçO;q ns[k ldrs gSaA

fp=k 2-10 % fçaV fçO;q

2-5 fçafVax
fçafVax dk vFkZ gS fd, x, dk;Z dks ist ij fçaV djukA fçafVax esa gekjk VsDLV ewy :i ls ist ij fiazV
gksrk gSA fçafVax fodYi dks [kksyus ds fy, fuEu pj.k bl çdkj gS&
1- lcls igys ge oMZ çkslslj ds ekbozQkslkWÝV vkWfiQl cVu dks pqusaxsA
2- ,slk djus ij gekjs lkeus ,d rkfydk [kqy tkrh gSA
3- vc fçaV fodYi dks pqusaxs ftlesa bl çdkj dk fp=k fn[kkbZ nsxkA
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fp=k 2-11 % fçaV

4- fçaV fodYi dks pquus ij blesa dbZ çdkj ds fçafVax fodYi fn[kkbZ nsaxsA blesa ge ,d ist dks
Hkh fiazV dj ldrs gSa vkSj ,d ckj esa dbZ istksa dks Hkh fçaV dj ldrs gSaA

2-6 oMZ vkVZ
oMZ vkVZ dk vFkZ gS 'kCnksa dk dykRed Lo:iA oMZ vkVZ esa 'kCnksa dks ltkdj fy[kk tkrk gSA oMZ vkVZ
eq[;r% bUlVZ esU;q ds VsDLV xqzi esa gksrk gSA
bldks [kksyus ds pj.k fuEu çdkj gS&
1- lcls igys ge oMZ çkslslj ds bUlVZ esU;w VSc fodYi dks pqusaxsA
2- bUlVZ esU;w fodYi esa tkdj VsDLV xzqi fodYi tks fd fjcu ij mifLFkr gSA mldks pqusaxsA blls

ge oMZ vkVZ dks [kksy ik,axsA

fp=k 2-12 % oMZ vkVZ
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oMZ vkVZ dk ç;ksx 'kCnksa dks dykRed :i ls cukus ds fy, fd;k tkrk gSA oMZ vkVZ ds vUnj ge
VsDLV dks cgqr lqUnj cuk ldrs gSaA oMZ vkVZ dk fpÉ (A) bl rjg curk gSA oMZ vkVZ foaMks tc [kqyrh
gS rks mlesa 'kCnksa dks fy[kus ds cgqr lkjs rjhds gksrs gSaA muesa ls ge fdlh Hkh fodYi dks pqudj mlh
dks dykRed :i ls fy[k ldrs gSaA
ge oMZ vkVZ fdl çdkj djsaxs vkb, tkusaA
1- lcls igys ge oMZ vkVZ foaMks ds fdlh ,d fodYi dks pqusaxsA
2- ml fodYi dks pquus ij ,d VsDLV foaMks [kqysxh ftlds vanj ge 'kCn dks Vkbi djrs gSa vkSj

muds fy[kus ds rjhds o lkbt dks Hkh cny ldrs gSaA

fp=k 2-13

ikBxr ç'u 2-2

1- iz'uksa ds mÙkj nhft, %
(i) vkWfj;UVs'ku fdrus çdkj dk gksrk gS\
(ii) ist lkbt dk D;k vFkZ gS\
(iii) fçUV fçO;q dgk¡ gksrk gS\
(iv) oMZ vkVZ dk D;k ç;ksx gS\
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vkius D;k lh[kk

 VSc % bldk ç;ksx iSjkxzkiQ dh iQkWjeSfVax ds fy, fd;k tkrk gSA
 VSc [kksyus ds fy, % MS-Word 2007  Page Layout  Paragraph  Tab

 baMsUVs'ku % bldk ç;ksx ist ekftZu vkSj iSjkxzkiQ ds chp ds gkf'k;s (LFkku) ds :i esa djrs gSaA
 baMsUVs'ku pkj çdkj ds gksrs gSa& ysÝV baMsUV] jkbV baMsUV] iQLVZ ykbu baMsUV] gSafxax bUMsUVA
 ist lsVvi % VsDLV ds vuqlkj ist dks lsV djukA
 ist lsVvi ds rhu Hkkx gSa& ektZu] vkWfj;UVs'ku] ist lkbtA
 vkWfj;UVs'ku % nks çdkj ds gksrs gSa& iksVsªZV] ySaMLdsiA
 ist lkbt % ist lkbt dk vFkZ gS ist dk vkdkjA
 fçUV fçO;q % fçUV fizO;q dk vFkZ gS ifjn'̀;A fçUV fçO;q ;g fn[kkrk gS fd ist ij fçUV gksus

ds igys og dSlk fn[kkbZ nsrk gSA
 oMZ vkVZ % oMZ vkVZ dk vFkZ gS 'kCnksa dk dykRed :iA

vkb,] djds ns[ksa
 VSc dk ç;ksx djds fuEufyf[kr fØ;kdyki dks iwjk djsaA

ck;ks&MkVk
 uke % vfer dqekj
 firk dk uke % jktu flag
 tUe dh rkjh[k % 15 vDVwcj 1985
 mez % 25 o"kZ
 'kSf{kd ;ksX;rk % Lukrd
 :fp % iqLrdsa i<+uk
 vuqHko % nks o"kZ (oaQI;wVj vkWijsVj ds :i esa)
 oSokfgd fLFkfr % vfookfgr

 rkjh[k % 12-02-2016
 LFkku % fnYyh gLrk{kj % vfer dqekj
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ikBkUr ç'u
1- lgh fodYi pqfu, %

(i) VSc vkWI'ku esa tkus ds fy, dkSu&lk vkWI'ku pquuk gksxk&
(d) Page Layout  Paragraph  MS-Word 2007  Tab

([k) MS-Word 2007  Paragraph  Page Layout  Tab

(x) MS-Word 2007  Page Layout  Paragraph  Tab

(?k) Page Layout  MS-Word 2007  Paragraph  Tab

(ii) ekftZu lsV djus ds fy, fuEufyf[kr esa ls dkSu&lk vkWI'ku pquk tk,xk\
(d) ist lsVvi ([k) fçaV fçO;q
(x) fiazV (?k) dksbZ ugha

(iii) oMZ vkVZ fuEu esa ls fdl ehuw esa mifLFkr gS\
(d) VwYl ([k) O;q
(x) balVZ (?k) iQkby

2- fuEufyf[kr okD;ksa esa fn, x, mi;qDr 'kCnksa dk iz;ksx djrs gq, [kkyh LFkku Hkfj, %
(iSjkxzkiQ] iQLVZ ykbu] izksVSªV] vkWfj;UVs'ku] ySaMLdsi] ist lkb”k)
(i) ----------------------------- baMsUV esa iSjkxzkiQ dh igyh ykbu vanj nch gksrh gSA
(ii) VSc dk bLrseky ----------------------------- iQkWjeSfVax ds fy, fd;k tkrk gSA
(iii) ist lsVvi ds rhu eq[; Hkkx gSa& ekftZu] ---------------------- vkSj ---------------------A
(vi) vkWfj;UVs'ku vkWI'ku esa ge ist dks nks rjhds ls ns[k ldrs gSa&

(d) -----------------------------
([k) -----------------------------

3- ç'uksa ds mÙkj nhft, %

(i) VSc D;k gksrk gS\ bldk bLrseky fdlfy, fd;k tkrk gS\
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(ii) baMsUV D;k gS vkSj ;g fdrus çdkj dk gksrk gS\

(iii) oMZ çkslslj ds vanj baMsUV dks [kksyus ds pj.k dks fy[ksaA
(iv) ist lsVvi ds }kjk ist dks Bhd fd, tkus okys fdUgha pkj fodYiksa ds ckjs esa crk,aA
(v) oMZ vkVZ D;k gksrk gS\

 mÙkjekyk
ikBxr ç'uksa ds mÙkj
2-1

(i) iQkWjeSfVax (ii) iSjkxzkiQ

(iii) gSafxax (iv) ist ekftZu

2-2
1- (i) nks çdkj ds gksrs gSa&

(d) iksVªsZV
([k) ySaMLdsi

(ii) ist lkbt dk vFkZ gS& ist dk vkdkjA
(iii) oMZ çkslslj ds ekbØkslkWÝV vkWfiQl cVu esaA
(iv) oMZ vkVZ dk ç;ksx 'kCnksa dks dykRed :i esa cukus ds fy, fd;k tkrk gSA

ikBkar ç'uksa ds mÙkj
1- (i) (x) (ii) (d) (iii) (?k)
2- (i) iQLVZ ykbu (ii) iSjkxzkiQ (iii) vkWfj;UVs'ku] ist lkbt

(iv) (d) iksVªsZV ([k) ySaMLdsi
3- (i) ,e-,l- oMZ ds vUnj nks 'kCnksa ds chp leku nwjh j[kus ds rjhds dks VSc dgk tkrk gSA

bldk bLrseky dksbZ Hkh MkVk cukus ds fy, fd;k tkrk gSA
(ii) baMsUV dk bLrseky ist ekftZu ?kVkus ;k c<+kus ds fy, fd;k tkrk gSA ;g pkj çdkj dk

gksrk gSA



32
csfld dEI;wVj dkS'ky

(iii) oMZ çkslslj ds vanj baMsUV [kksyus ds fy, igys oMZ çkslslj 2007] fiQj ist ysvkmV
mlds ckn iSjkxzkiQ Mk;ykWx ckWDl fiQj baMsUVA

(vi) ist lsVvi ds }kjk ist dks Bhd djus ds pkj fodYi gSa&
(d) ekftZu ([k) vkWfj;UVs'ku
(x) gsMj (?k) iwQVj

(v) oMZ vkVZ ds }kjk ist ds vUnj 'kCnksa dks vyx&vyx fMtkbu ls fy[k ldrs gSaA
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3

LizsM'khV

fiNys Lrj esa ge LçsM'khV ds ckjs esa tku pqds gSaA mlesa geus i<+k Fkk fd ge LçsM'khV esa vadksa
dh O;k[;k pkVZ ls dj ldrs gSaA vkerkSj ij euq"; Hkk"kk dks i<+us dh ctk, fp=kksa }kjk vklkuh
ls le>us dh {kerk j[krk gSA viuh ekfld vkenuh dks LçsM'khV esa fy[kus ds ckn] pkVZ dh enn
ls ge rqjar tku tk,xsa fd fdl ekg esa gesa lcls vfèkd equki+Qk gqvk gS rFkk fdl ekg esa deA
bl ikB esa ge pkV~Zl ds ckjs esa foLrkj ls tkusaxsA

fiNys Lrj esa geus iQkewZyk dk ç;ksx djuk lh[kk FkkA vfèkd vadksa dk ;ksx fudkyus ds fy, iQkeZwyk
fy[kus esa ijs'kkuh gksrh gSA blds fy, ge iQaD'ku dk ç;ksx dj ldrs gSaA bl Lrj esa ge iQaD'ku
ds ckjs esa Hkh foLrkj ls tkusaxsAA

mís';

 bl ikB dks i<+us ds ckn vki %
 pkV~Zl dk mn~ns'; crk ldsaxs_
  pkV~Zl ds çdkjksa dk o.kZu dj ldsaxs_
 fofHkUu izdkj ds pkV~Zl cuk ldsaxs_
 iQkewZyk vkSj iQaD'ku esa varj dj ldsaxs vkSj
 dqN iQaD'ku dk ç;ksx dj ldsaxsA

3-1 pkV~Zl D;k gSa\
,e-,l- ,Dlsy esa ge vius MkVk dks fp=k ds ekè;e ls n'kkZ ldrs gSaA pkVZ dbZ çdkj ds gksrs gSaA
gj pkVZ ds dbZ vax gksrs gSaA vkb, pkVZ ds fofHkUu vaxksa ds ckjs esa le> ysaA
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fp=k 3-1 % pkVZ

3-2 pkV~Zl ds vax
(d) pkVZ ,fj;k % ftl txg ij pkVZ dks n'kkZ;k ;k cuk;k x;k gks] mls pkVZ ,fj;k dgrs gSaA
([k) pkVZ VkbVy % ;g pkVZ ds uke (Heading) dks n'kkZrk gSA
(x) MkVk yscy % vkM+h rFkk [kM+h ,fDll ij n'kkZ, MkVk ds uke dks MkVk (OaQta) yscy dgrs

gSaA
(?k) ystsaM % ;g jax fM”kkbu ;k fu'kku dks n'kkZrk gS ftls MkVk lhjh”k esa bLrseky fd;k x;k gSA
(Ä) MkVk lhjh”k % blds }kjk ;g irk pyrk gS fd fdl jks vkSj fdl dkWye dk bLrseky fd;k

tk jgk gSA

3-3 pkV~Zl ds eq[; çdkj
,e-,l- ,Dlsy }kjk ge dbZ çdkj ds pkV~Zl cuk ldrs gSaA vkb, buesa ls dqN eq[; (vR;fèkd
bLrseky fd, tkus okys) pkV~Zl çdkj ds ckjs esa tku ysaA

(d) dkWye pkVZ % dkWye pkVZ vk;rkdkj [kM+h iêðh;ksa ls curk gS] ftudh yackbZ mu vadksa ds
vuqikr esa gksrh gS ftUgsa os n'kkZrh gSaA
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fp=k 3-2 % dkWye pkVZ

([k) ckj pkVZ % ckj pkVZ dkWye pkVZ dh rjg gh gksrk gS ftls MkVk vkbVEl dh rqyuk djus ds
fy, ç;ksx fd;k tkrk gSA bldh iV~Vh;k¡ ckbZa ls nkbZa vksj tkrh gSa] ftudh yEckbZ MkVk ds
vuqikr esa gksrh gSA

fp=k 3-3 % ckj pkVZ

(x) ikbZ pkVZ % ikbZ pkVZ ,d xksykdkj pkVZ gS] ftls vyx&vyx VqdM+ksa esa ck¡Vk tkrk gSA bldk
gj fgLlk mls iwjs ds vuqikr esa n'kkZrk gSA
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fp=k 3-4 % ikbZ pkVZ

(?k) ykbu pkVZ % bl pkVZ dks js[kkvksa ds ekè;e ls n'kkZ;k tkrk gSA blds }kjk le; ds çR;sd
varjky ij MsVk ds #>kuksa dk irk pyrk gSA le;kuqlkj D;k pht+ c<+h vkSj D;k ?kVh] ;g
tkuus ds fy, ykbu pkVZ cgqr mi;ksxh gksrk gSA

fp=k 3-5 % ykbu pkVZ

3-4 pkVZ balVZ djuk
vkb, vc pkVZ dks balVZ djus dk rjhdk tku ysa &
1- lcls igys ge ml MkVk dks lsysDV djsaxs ftldk ge pkVZ cukuk pkgrs gSaA
2- vc balVZ (Insert) VSc ij fDyd djsaxsaA

xf.5r v0xz9t h

f30nh
l 5úf7ú

f7%5:

xf.5r

v0xz9t h

f30nh

l 5úf7ú

f7%5:
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3- mlds ckn pkV~Zl (Charts) xzqi esa n'kkZ, pkVZ Vkbi (Chart Types) esa ls ,sfPNd pkVZ ij fDyd
djsaxsA

4- ge ns[ksaxs fd gekjk pkVZ cu x;k gSA
5- vc ge ysvkmV (Layout) VSc ij fDyd djsaxsA fiQj yscYl (Labels) xzqi ij tk,axsA
6- fiQj pkVZ VkbVy (Chart Title) ij fDyd djds ,sfPNd fodYi ij fDyd djsaxsA
7- vc pkVZ VkbVy (Chart Title) ckWDl esa ge vius pkVZ dk VkbVy (Title) Vkbi djsaxsA
8- mlds ckn ,sfDll VkbVy (Axis Title) vkWI'ku ij fDyd djsaxs rFkk Horizontal ,oa

Vertical Axis ds VkbVy (Title) dks Vkbi djsaxsA
9- vc pkVZ ds ckgj fDyd djsaxsA
10- gekjs }kjk lsysDVsM MkVk (pqus x, MkVk) ds eqrkfcd pkVZ vc iwjh rjg ls rS;kj gSA

ikBxr ç'u 3-1
1- fuEufyf[kr okD;ksa esa fn, x, mi;qDr 'kCnksa dk iz;ksx djrs gq, [kkyh LFkku Hkfj, %

(vk;rkdkj [kM+h ifV~V;k¡] ,e-,l- ,Dlsy] pkVZ ,fj;k)
(i) ftl txg ij pkVZ dks n'kkZ;k tkrk gS mls ------------------------- dgrs gSaA
(ii) ------------------------- esa dbZ çdkj ds pkV~Zl cuk ldrs gSaA
(iii) dkWye pkVZ ------------------------- ls curk gSA

2- iz'uksa ds mÙkj nhft, %
(i) pkVZ D;k gS\
(ii) pkVZ fdrus çdkj ds gSa\ dqN ds uke fy[ksaA
(iii) ckj pkVZ vkSj dkWye pkVZ esa varj crk,a\
(iv) ikbZ pkVZ D;k gS\

3-5 iQkWeZwyk vkSj iQaD'ku
fiNys ikB~;Øe esa geus iQkWewZyk fy[kuk lh[kkA ;fn gesa lsy A2 ls E2 dk tksM+ lsy F2 esa pkfg,
rks ge lsy F2 esa bl çdkj iQkWewZyk fy[ksaxsa &

= A2+B2+C2+D2+E2

,e-,l- ,Dlsy esa ;g dke ge iQaD'ku ds }kjk cgqr tYnh vkSj vklkuh ls dj ldrs gSaA
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 iQaD'ku ,d ,slk fodYi gS ftlls dSydqys'ku vklkuh ls fd;k tk ldrk gSA

,e-,l- ,Dlsy esa cgqr ls iQaD'ku miyCèk gSa ijUrq vfèkdrj ç;ksx fd, tkus okys iQaD'ku bl
çdkj gSa %
1- Sum : blds }kjk ge vadksa dk ;ksx fudky ldrs gSaA
2- Maximum : bl iQaD'ku ls ge lsysDVsM lsy jsat esa ls lcls vfèkd vad dk irk yxk ldrs gSaA
3- Minimum : blds }kjk lsy jsat esa lcls de vad dks n'kkZ;k tkrk gSA
4- Average : bl iQaD'ku ds }kjk lsy jsat dh vkSlr fudkyh tkrh gSA
5- Count : blds }kjk gesa lsy jsat esa dqy fdrus lsYl gSa] ml la[;k dk irk yxk ldrs gSaA

(d) iQaD'ku fy[kus dk rjhdk
iQkWewZyk dh rjg iQaD'ku Hkh ^=* ls 'kq# gksrk gSA mls bl çdkj fy[kk tkrk gS &
= iQaD'ku dk uke (lsy jsat)
 lsy jsat &('kq#vkrh lsy % vk[kjh lsy)
mnkgj.k ds fy, lsy A2 ls A8 dk tksM+ fudkyus ds fy, ge ;g fy[ksaxs &
= SUM (A2 : A8)

ftl lsy esa ;ksx pkfg, mls fDyd djsa  (Function) iQaD'ku Vkbi djsa  Enter Key dks nck,¡A

ikBxr ç'u 3-2
1- lgh ij () vkSj xyr ij () dk fu'kku yxk,¡ %

(i) iQkWewZyk dks iQaD'ku Hkh dgrs gSaA (   )
(ii) iQkWewZyk esa lsy jsat fy[kuk vko';d gksrk gSA (   )
(iii) iQaD'ku ges'kk ^$* lkbu ls 'kq: gksrk gSA (   )
(iv) iQaD'ku ds uke ds ckn lsy jsat fy[kh tkrh gSA (   )
(v) Average ds }kjk dqy vadksa dk ;ksx fudkyk tkrk gSA (   )
(vi) Maximum ls lcls vfèkd vad dk irk pyrk gSA (   )

vkius D;k lh[kk
  ,e-,l- ,Dlsy esa ge vius MkVk dks fp=k ds ekè;e ls n'kkZ ldrs gSaA
  pkV~Zl fofHkUu çdkj ds gksrs gSa& dkWye pkVZ] ckj pkVZ bR;kfnA
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  pkV~Zl ds fofHkUu vax gksrs gSa& pkVZ ,fj;k] pkVZ VkbVyA
  iQaD'ku ,d ,slk fodYi gS ftlls dSydqys'ku vklkuh ls dh tk ldrh gSA
  ,e-,l- ,Dlsy esa cgqr ls iQaD'ku miyCèk gSA dqN ç;ksx gksus okys  iQaD'ku bl çdkj gSa&

Sum, Maximum, Minimum, Average, Count.

  iQkWewZyk o iQaD'ku nksuksa dks ^¾* ls 'kq: fd;k tkrk gSA

vkb, djds ns[ksa
 1- uhps nh xbZ odZ'khV dks oaQI;wVj ij Vkbi djsa rFkk mls iQaD'ku ds }kjk iwjk djsa&

vèkZokf"kZd 'khV
lkeku dh lwph tuojh iQjojh ekpZ vçSy ebZ twu

 1- xsgw¡ 500 300 400 500 600 600
 2- pkoy 200 100 200 300 400 400
 3- vjgj nky 100 50 60 70 80 100
 4- ewax nky 50 60 80 70 60 80

dqy ;ksx \ \ \ \ \ \
vR;fèkd [kir \ \ \ \ \ \
U;wure [kir \ \ \ \ \ \

 2- Åij nh xbZ odZ'khV ds fy, fuEu çdkj ds pkVZ cuk,¡A
(d) ckj pkVZ
([k) ykbu pkVZ
(x) ikbZ pkVZ

ikBkar ç'u

1- lgh fodYi pqfu, %
(i) buesa ls ls dkSu&lk pkVZ dk vax ugha gSA

(d) pkVZ VkbVy ([k) MkVk yscy
(x) pkVZ ,fj;k (?k) pkVZ ykbu
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(ii) ckj pkVZ fdl dh rjg gksrk gSA
(d) dkWye pkVZ ([k) ykbu pkVZ
(x) ikb pkVZ (?k) pkVZ

(iii) buesa ls fdlesa ge MkVk dks fp=k ds ekè;e ls n'kkZ ldrs gSaA
(d) ,e-,l- ,Dlsy ([k) ,e-,l- oMZ
(x) ,e-,l- ikoj IokbUV (?k) baVjusV

(iv) fdl iQaD'ku ds }kjk ge vadksa dk ;ksx fudky ldrs gSaA
(d) Maximum ([k) Sum

(x) Count (?k) Average

2- fuEufyf[kr okD;ksa esa fn, x, mi;qDr 'kCnksa dk iz;ksx djrs gq, [kkyh LFkku Hkfj, %
(xksykdkj] pkVZ ,fj;k] dkmaV] js[kkvksa] ehfuee)
(i) ftl txg pkVZ dks n'kkZ;k tkrk gSA mls --------------------- dgrs gSaA
(ii) ikbZ pkVZ dk vkdkj --------------------- gksrk gSA
(iii) ykbu pkVZ --------------------- ds ekè;e ls n'kkZ;k tkrk gSA
(iv) --------------------- ds }kjk lsy jsat esa lcls de vad dks n'kkZ;k tkrk gSA
(v) --------------------- ds }kjk lsy dh la[;k dk irk pyrk gSA

3- ç'u ds mÙkj nhft, %
(i) iQaD'ku fdls dgrs gSa\
(ii) ykbu pkVZ D;k n'kkZrk gS\ bldk dgk¡ mi;ksx fd;k tkrk gS\
(iii) pkVZ fdrus çdkj ds gksrs gSa\

 mÙkjekyk
ikBxr ç'uksa ds mÙkj
3-1
1- (d) pkVZ ,fj;k
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([k) ,e-,l- ,Dlsy
(x) vk;rkdkj [kM+h iV~fV;k¡

2- (i) ,e-,l- ,Dlsy esa MkVk dks fp=k }kjk n'kkZus dks pkVZ dgrs gSaA
(ii) pkVZ dbZ çdkj ds gksrs gSaA eq[; çdkjksa ds uke fuEufyf[kr gSa&

(d) ckj pkVZ
([k) dkWye pkVZ
(x) ykbu pkVZ
(?k) ikbZ pkVZ

(iii) (d) ckj pkVZ & ckj pkVZ fofHkUu MsVk vkbVEl dh rqyuk djus ds fy, ç;qDr gksrk
gSA blesa vk;krkdkj iV~fV;k¡ ckbZa ls nkbZa vksj tkrh gSaA bu iV~fV;ksa dh yEckbZ
MsVk ds vuqikr esa gksrh gSA

([k) dkWye pkVZ & dkWye pkVZ Hkh vk;krkdkj [kM+h iV~fV;ksa }kjk curk gS] ijUrq
blesa iV~fV;k¡ uhps ls mQij dh vksj gksrh gSaA bu iV~fV;ksa dh yEckbZ muds MsVk
ds vuqikr esa gksrh gSaA

(vi) ikbZ pkVZ & ikbZ pkVZ ,d xksykdkj pkVZ gS ftls vyx&vyx VqdM+ksa esa ckaVk tkrk gSA
;s VqdM+s ml iwjs MkVk ds vuqikr dks n'kkZrs gSaA

3-2
1- (i)  (ii) 

(iii)  (iv) 

(v)  (vi) 

ikBkar ç'uksa ds mÙkj
2- (i) pkVZ ,fj;k (ii) xksykdkj

(iii) js[kkvksa (iv) ehfuee

(v) dkmaV

2- (i) (?k) pkVZ ykbu (ii) (d) dkWye pkVZ

(iii) (d) ,e-,l- ,Dlsy (iv) ([k) Sum
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3- (i) iQaD'ku ,d ,slk fodYi gS ftlls dSydqys'ku vklkuh ls dh tk ldrh gSA

(ii) ykbu pkVZ & bl pkVZ dks js[kkvksa ds ekè;e ls n'kkZ;k tkrk gS blds }kjk le; ds
çR;sd varjky ij MsVk ds :>ku dk irk pyrk gSA le;kuqlkj D;k pht c<+h vkSj D;k
?kVh] ;g tkuus ds fy, ykbZu pkVZ dk mi;ksx fd;k tkrk gSA

(iii) pkVZ dbZ çdkj ds gksrs gSa& blesa çeq[k fuEufyf[kr gSa&
(d) ckj pkVZ] ([k) dkWye pkVZ] (x) ikb pkVZ] (?k) ykbu pkVZ
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ewY;kadu i=k&1 (ikB 1&3)
1- lgh fodYi pqfu, %

(i) iksVsZªV esa ist dks fdl :i esa ns[kk tkrk gS\
(d) yEckbZ ([k) pkSM+kbZ
(x) mQ¡pkbZ (?k) xgjkbZ

(ii) fuEu esa ls dkSu lk pkVZ dk çdkj ugha gS\
(d) dkWye ([k) ckj
(x) jks (?k) ikbZ

2- fuEufyf[kr okD;ksa esa fn, x, mi;qDr 'kCnksa dk iz;ksx djrs gq, [kkyh LFkku Hkfj, %
(pkj] lkWÝVos;j] gkMZos;j)
(i) oaQI;wVj ds nks Hkkx ----------------------- vkSj ------------------------ gSaA
(ii) oMZ çkslslj esa baMsUVs'ku ------------------------- çdkj ds gksrs gSaA

3- fuEufyf[kr iz'uksa ds mÙkj 10&20 'kCnksa esa nhft, %
(i) MsLdVkWi ij uhps dh iV~Vh dks D;k dgrs gSa\
(ii) ,e-,l- ,Dsly esa fdl iQaD'ku ds }kjk vkSlr fudkyk tkrk gS\

4- fuEufyf[kr iz'uksa ds mÙkj 80&100 'kCnksa esa nhft, %
(i) oMZ vkVZ D;k gS\
(ii) iQkWewZyk dk bLrseky dj A1 ls ysdj A10 rd ds vadksa dk ;ksx fudkysaA

5- fuEufyf[kr iz'uksa ds mÙkj 120&150 'kCnksa esa nhft, %
(i) iQaD'ku D;k gS\ ,e-,l- ,Dsly esa ç;ksx fd, tkus okys ik¡p iQaD'ku ds uke crk,¡A
(ii) vkWijsfVax flLVe D;k gS\ blds fdUgha pkj Hkkxksa ds ckjs esa crk,¡A

mÙkjekyk (ikB 1&3)
1- (i) (d) yEckbZ (ii) (x) jks
1- (i) gkMZos;j] lkWÝVos;j (ii) pkj
3- (i) VkLdckj (ii) ,ojst (Average)
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4- (i) oMZ vkVZ dk vFkZ gS 'kCnksa dk dykRed Lo:iA oMZ vkVZ esa 'kCnksa dks ltkdj fy[kk
tkrk gSA

(ii) = sum (A1 : A10)

5- (i) ,e-,l- ,Dlsy esa iQaD'ku ,d ,slk fodYi gS ftlds }kkjk dSydqys'ku vklkuh ls
fd;k tk ldrk gSA ik¡p iQaD'ku fuEufyf[kr gSa&
(d) le (Sum) % blds }kjk vadksa dk ;ksx fudky ldrs gSaA
([k) eSfDlee (Maximum) % lsy jsat esa lcls vfèkd vad dk irk yxk ldrs

gSaA
(x) fefuee (Minimum) % lsy jsat esa lcls de vad dk irk yxk ldrs gSaA
(?k) ,ojst (Average) % bl iQaD'ku ls lsy jsat dh vkSlr fudkyh tkrh gSA
(Ä) dkmUV (Count) % lsy jsat esa lsy dh la[;k dk irk yxk ldrs gSa\

(ii) vkWijsfVax flLVe dks oaQI;wVj dk eq[; Hkkx ekuk tkrk gSA ;g oaQI;wVj ds gkMZos;j vkSj
lkWÝVos;j dks lqpk: :i ls pykus dk dke djrk gSA blds pkj vax fuEufyf[kr gSa&
(d) MsLdVkWi % oaQI;wVj ekWuhVj ij tks fp=k ge ns[krs gSa] bl iwjs {ks=k dks MsLdVkWi

dgrs gSaA
([k) ekml IokbUVj % oaQI;wVj LØhu ij tks rhj dk fu'kku fn[krk gS og ekml

IokbaVj dgykrk gSA
(x) VkbVy ckj % fdlh Hkh ,Iyhds'ku ;k çksxzke dks tc [kksyrs gSa rks lcls mQij

LØhu ij ml çksxzke dk uke fy[kk gksxk gS ftls VkbVy ckj dgrs gSaA
(?k) esU;w ckj % VkbVy ckj ds uhps ,d iafDr gksrh gS ftl ij lkekUr;k iQkby]

,fMV] vkfn fy[kk gksrk gS mls esU;w ckj dgrs gSaA



45
izLrqrhdj.k (izstsUVs'ku)

4

çLrqrhdj.k (çstsUVs'ku)

ge dHkh&dHkh fdlh tkudkjh dks ;k ckr dks nwljs yksxksa rd igq¡pkuk pkgrs gSa ;k fdlh fo"k; dks
le>kuk pkgrs gSa rc D;k djsaxs\ ;k rks ml tkudkjh ;k fo"k; dks i<+dj lquk;saxs ;k fp=k fn[kkdj
mldks crk;saxsA exj vkt oaQI;wVj ds ;qx esa bldk :i cny x;k gSA bldks ge çLrqrhdj.k }kjk
çkstsDVj ls dj ldrs gSaA blls fuEufyf[kr iQk;ns gSa &
 blesa fo"k; dh iw.kZ tkudkjh nh tk ldrh gSA
 ekSf[kd cksyus ls dqN ckrsa NwV ldrh gSa ijUrq blesa dqN Hkh ugha NwV ldrkA
 blesa vkokt Mkydj viuh ckr dks vPNh rjg izLrqr dj ldrs gSaA
 blesa pyfp=k Mkydj eqf'dy fo"k; dks Hkh vklkuh ls le>k;k tk ldrk gS vFkok bls jkspd

cuk;k tk ldrk gSA

geus igys tks çstsaVs'ku cukbZ oks cgqr lkèkkj.k FkhA bl Lrj esa ge mls jkspd cukuk lh[ksaxsA ,e-,l-
ikWoj IokabV esa çstsaVs'ku dks çHkko'kkyh cukus ds fy, dbZ çdkj dh lqfoèkk,¡ miyCèk gSa tSls fd ge
fdlh çdkj dh èofu tSls fd fdlh dh vkokt ;k dksbZ xkuk vkfn (Audio clip) ;k [kqn viuh
vkokt dks Hkh fjdkWMZ djds Mky ldrs gSaA blh çdkj ge viuh çstsaVs'ku esa ohfM;ks fDyi (Video
clip) Hkh Mky ldrs gSaAge bl vè;k; esa viuh çstsaVs'ku dks Lopkfyr #i ls pykuk Hkh lh[ksaxsA

mís';

 bl ikB dks i<+us ds ckn vki %
  Lrj [k dh iqLrd esa fl[kkbZ xbZ ckrksa dk iqujkoyksdu djsaxs_
  viuh çstsaVs'ku dks çHkko'kkyh cuk ldsaxs_
  fjdkWMsZM vkok”k (Audio clip) dks viuh çstsaVs'ku esa 'kkfey dj ldsaxs_
  ohfM;ks fDyi (Video clip) ;kfu pyfp=k dks çstsaVs'ku esa 'kkfey dj ldsaxs_
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  çstsaVs'ku dks Lopkfyr djuk lh[ksaxs_
  LykbM 'kks dks vkd"kZd cuk ldsaxs vkSj
  LykbM cnyus ds rjhd lh[ksaxsA

4-1 vkb, lcls igys ge Lrj&[k (d{kk 5 rd) esa nh xbZ tkudkjh dks nksgjk;sa

1- fdlh fo"k; dks fy[kdj] fp=kksa dh enn ls] xzkiQ dh enn ls vkSj èofu ds ekè;e ls o.kZu djus
dh çfØ;k dks çLrqrhdj.k dgrs gSaA

2- çLrqrhdj.k (çstsUVs'ku) cukus ds fy, ge ,e-,l- ikWoj IokbUV dk bLrseky djrs gSaA
3- çstsUVs'ku dks çkstsDVj dh lgk;rk ls nhokj ij ;k ijns ij fn[kk;k tk ldrk gSA
4- ge fdlh Hkh fo"k; ij çstsUVs'ku cukdj oaQI;wVj esa lso (lqjf{kr) dj ldrs gSa vkSj bldk

bLrseky vko';drk iM+us ij ckj&ckj dj ldrs gSaA
5- ikWoj IokbUV dks 'kq: djus ds fy, LVsIl bl çdkj gSa&

 LVkVZ (Start) cVu  vkWy çksxzke  ekbØkslkWÝV vkWfiQl  ikWoj IokbUV

fp=k 4-1 % ikWoj IokabV dks [kksyuk
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6- ikWoj IokbUV LØhu esa nks fgLls fn[kkbZ nsrs gSaA nkb± rjiQ ,d cM+k fgLlk fn[kkbZ nsrk gS ftls LykbM
dgrs gSa rFkk ckb± rjiQ mldk ,d NksVk :i fn[kkbZ nsrk gSA

7- ikWoj IokbUV esa cuh iQkby dk uke VkbVy ckj ij fn[kkbZ nsrk gS] igyh ckj mldk uke
Presentation 1 fy[kk gksrk gSA

8- LykbM ,d ì"B ds leku gS ftlesa fofHkUu çdkj dh tkudkjh Mkyh tkrh gS tks fd VsDLV
(Text), vkWfM;ks (Audio), ohfM;ks (Video) rFkk fp=k ds :i esa gks ldrh gSA

9- ubZ LykbM cukus ds fy, ge U;w LykbM (New Slide) cVu ij fDyd djrs gSaA
10- çstsUVs'ku dks lso djus ds fy, ge bl Øe esa cVu ij fDyd djsaxs&

ekbØkslkWÝV vkWfiQl (Microsoft Office) cVu  lso (Save) cVu  iQkby dk uke
Vkbi djsaxs  lso (Save) cVu

11- igys ls cuh çstsUVs'ku dks [kksyus ds LVsIl bl çdkj gSa&
ekbØkslkWÝV vkWfiQl (Microsoft Office) cVu  vksiu (Open) cVu  flysDV iQkby
 vksiu (Open) cVu

12- çstsUVs'ku dks can djus ds fy, ekbØkslkWÝV vkWfiQl (Microsoft Office) cVu  Dykst
(Close) vkWI'kuA

13- cuh gqbZ çstsUVs'ku esa ubZ LykbM bUlVZ dh tk ldrh gSA ,slk djus ds fy, ge ml LykbM dks
fDyd djsaxs ftlds ckn ge ubZ LykbM balVZ djuk pkgrs gSa] fiQj gkse VSc ds U;w LykbM (New
Slide) cVu ij fDyd djsaxsA ,slk djus ij ,d ubZ LykbM cu tk,xhA
 lsysDV LykbM  U;w LykbM (New Slide) cVu

14- viuh çstsUVs'ku dks vkd"kZd cukus ds fy, ge 'kCnksa dks iQkWesZV Hkh dj ldrs gSaA

ikBxr ç'u 4-1
1- fuEufyf[kr okD;ksa esa fn, x, mi;qDr 'kCnksa dk iz;ksx djrs gq, [kkyh LFkku Hkfj, %

(ubZ LykbM] ikWoj] ohfM;ks] lso] vksiu)
(i) çLrqrhdj.k cukus ds fy, ---------------------------- IokbUV dk bLrseky djrs gSaA
(ii) LykbM esa VsDLV] vkWfM;ks] ---------------------------- rFkk fp=k gks ldrs gSaA
(iii) ubZ LykbM cukus ds fy, ---------------------------- cVu ij fDyd djrs gSaA
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(iv) çstsUVs'ku dks [kksyus ds fy,&
ekbØkslkWÝV vkWfiQl cVu  -------------------- cVu  flysDV iQkby  vksiu cVu

(v) çstsUVs'ku lso djus ds fy,&
ekbØkslkWÝV vkWfiQl cVu  -------------------- cVu  iQkby dk uke  lso cVu

2- ç'uksa dk mÙkj nhft, %
(i) çLrqrhdj.k fdls dgrs gSa\

-------------------------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------------------

(ii) LykbM D;k gksrh gS\
-------------------------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------------------

(iii) çstsUVs'ku cUn djus dk rjhdk D;k gS\
-------------------------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------------------

4-2 ge viuh çstsUVs'ku esa lkmaM Hkh 'kkfey dj ldrs gSa
ge vius çLrqrhdj.k esa dqN [kkl rjg dh fjdkWfM±x 'kkfey dj ldrs gSaA tSls& mp3, mp4, midi,
au, wav bR;kfnA bUgsa iQkby ,DlVsa'ku dgrs gSaA ;g iQkby ds uke ds ckn fy[ks gksrs gSa vkSj buls irk
pyrk gS fd èofu fdl vk;kstu ls fjdkWMZ dh x;h gSA
vkWfM;ks fDyi dks bLrseky djrs le; ,d [kkl pht dk è;ku j[kuk t:jh gS fd vkWfM;ks fDyi ds
lokZfèkdkj (Copyright) dk mYya?ku u gksA fiQYeh xkus T;knkrj dkWihjkbV gksrs gSa vkSj mudk bLrseky
tjk lksp dj gh djuk pkfg,A
fdlh dkWihjkbV lkeku dk bLrseky iSls nsdj gh dj ldrs gSaA buds NksVs VqdM+s dk bLrseky lkadsfrd
:i esa fd;k tk ldrk gSA ysfdu iwjk vkWfM;ks fDyi fcuk btktr ds bLrseky djus ij tqekZuk yx
ldrk gSA

1) çstsaVs'ku esa vkok”k ;k vkWfM;ks fDyi Mkyuk

(i) çstsaVs'ku esa vkWfM;ks fDyi Mkyus ds fy, ge igys ls cuh gqbZ gekjh çstsaVs'ku dks
[kksysaxs vkSj fjcu ls ̂ bUlVZ* VSc ij fDyd djsaxsA
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(ii) ehfM;k fDyil (Media clips) xzqi esa lkmaM (Sound) cVu ftlds lkeus Lihdj dk
fpUg~ cuk gS] mlds MªkWi ckWDl ij fDyd djsaxsA

(iii) vc lwph esa ls nwljk vkWI'ku & ^lkmaM çQkWe fDyi* vksxZukblj ij fDyd djsaxs rks
gekjh LØhu esa nka;h rjiQ ,d iSu (Pane) [kqysxk ftlesa dqN ehfM;k fDyIl ds uke
fn[ksaxs mlesa ls ge igys fodYi dks lsysDV djsaxsA vc ge ns[ksaxs fd ml LykbM ij
Lihdj dk fpUg cuk gqvk gSA

(iv) vc bl çstsaVs'ku dks lso djsaxsA bl rjg ;g lkmaM gekjh çstsaVs'ku esa 'kkfey gks tk,xkA

(v) bls lquus ds fy, ge LykbM 'kks pyk ldrs gSaA vkidks ;kn gh gksxk fd blds fy,
ge F5 Key dk bLrseky djrs gSaA

vc tc gekjh çstsaVs'ku LykbM 'kks esa pysxh rks gesa lkmaM Hkh lqukbZ nsxkA

fp=k 4-2 % çstsUVs'ku esa èofu
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2) çstsaVs'ku esa ohfM;ks 'kkfey djuk
,e-,l- ikWoj IokabV gesa rLohjksa rFkk èofu ds vykok pyfp=k] ohfM;ks vkfn Mkyus dh Hkh
lqfoèkk çnku djrk gSA
fofM;ks fDyi dks viuh çstsUVs'ku esa 'kkfey djus ds fy, ge fuEufyf[kr pj.kksa dk bLrseky
djsaxs&
(i) ,sfPNd LykbM dks lsysDV djsaxsA
(ii) fiQj Insert tab ij fDyd djsaxsA ehfM;k xzqi esa ̂ ewoh* fodYi ds Mkmu ,sjks ij fDyd

djsa rFkk ̂ ewoh çQkWe fDyi vkWxsZukblj (Movie from clip Organiser) dks lsysDV djsaxsA
(iii) blls Clip organiser iSu fn[kkbZ nsxk tksfd blesa çLrqr ewoh fDyIl Hkh n'kkZ,xkA
(iv) gesa tks Hkh fDyi Mkyuk gS ml ij fDyd djsaxsA Dialogue box esa Automatically or

when clicked ij fDyd djsaA gekjh LykbM esa oks fDyi 'kkfey gks tk,xhA

3) LykbM 'kks pykuk
vc ge LVkVZ LykbM 'kks xqzi ds ck;ha vksj ds igys cVu (çQkWe fcxfuax & From Beginning)
ij fDyd djsaxs (fp=k 4-4) vkSj igyh LykbM iwjh LØhu ij fn[kkbZ nsxh vkSj tks ewoh geus
LykbM esa Mkyh Fkh oks fn[kkbZ nsxh rFkk tks vkokt geus igys LykbM esa Mkyh Fkh oks Hkh lquk;h
nsxhA
bl rjg ge vU; LykbM~l esa Hkh vkokt rFkk ewoh 'kkfey dj ldrs gSaA

4-3 LykbM Vªkaft'ku
ikWoj IokabV esa Lis'ky biQsDV gksrs gSa ftuds }kjk LykbM 'kks ds nkSjku] ge ,d LykbM dks nwljh LykbM
ls cnyrs gSaA Vªkaft'ku dh lgk;rk ls bl cnyko dks cgqr gh vkd"kZd cuk;k tk ldrk gSA
bruk gh ugha Vªkaft'ku biQsDVl ds lkFk&lkFk ge lkmaM rFkk LihM dks Hkh fuèkkZfjr dj ldrs gSaA
Vªkaft'ku nsus ds fy, &
1- LykbM dks pqusaA ,sfues'ku VSc ij fDyd djsaA ̂ Vªkaft'ku Vw  fnl xzqi* esa vkWVksesfVdyh vkWÝVj

ij fDyd djsa ftlls mlds lkeus lgh dk fu'kku vk tk,xkA
2- vIykbZ Vw vkWy ij fDyd djsaA ,slk djus ls gekjs }kjk fn;k x;k Vªkaft'ku biQsDV lHkh LykbMl

ij fuèkkZfjr gks tk,xkA
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fp=k 4-3 % LykbM Vªkaft'ku

4-4 çstsUVs'ku dks dSls Lopkfyr dj ldrs gSa

vc gekjk çstsUVs'ku rS;kj gSA ge çstsUVs'ku [kksysaxs vkSj esU;w ckj esa ,uhes'ku (Animation) cVu ij
fDyd djsaxsA gesa LØhu ij fp=k 4-5 fn[kkbZ nsxkA
,uhes'ku VSc ds Vªkath'ku Vw n LykbM (Transition to the Slide) xqzi esa nkfguh rjiQ ,d cVu gS]
,Mokal LykbM (Advance Slide)A blesa igyk oxZ gS] vkWu ekml fDyd (On Mouse Click)A blesa
vxj fVd  fpÉ gS rks bldk eryc gS fd ekml dks fDyd djus ls vxyh LykbM fn[kus yxsxhA
bl oxZ dks fDyd djus ls fVd  fpÉ fn[kkbZ nsxk vkSj nksckjk fDyd djus ls gV tk;sxkA
ge bl fpÉ dks gVk nsaxs D;ksafd gesa çstsUVs'ku Lopkfyr djuh gS rkfd fDyd djus dh t:jr ugha
jgsA vc blds uhps tks oxZ cuk gS vkWVksesfVdyh vkÝVj (Automatically After) dks fDyd djsaxsA bl
oxZ esa fVd  fpÉ vk tk;sxkA vc LykbM~l lekIr gksus rd ,d ds ckn ,d vius vki cnyus
yxsaxhA
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bl oxZ ds nk;ha rjiQ ,d vk;r esa ^00%00* fy[kk gSA ;g le; dh nsjh feuV o lsoaQM esa fn[kkrh
gSA ge blesa 00%10 fy[k dj 10 lsoaQM dh nsjh dk le; nsaxsA ;kuh ;g LykbM 10 lsoaQM rd LØhu
ij jgsxhA
vc ge blls ck;ha vksj vIykbZ Vw vkWy fpÉ (Apply to All) ij fDyd djsaxsA blls ;g le; lHkh
LykbM~l ij ykxw gks tk,xkA ;kuh gj LykbM 10 lsoaQM rd LØhu ij jgsxh vkSj fiQj vxyh LykbM
fn[kus yxsxhA
vc ge çstsUVs'ku dks lso djsaxsA
ge çstsUVs'ku [kksysaxs vkSj esU;w ckj esa LykbM 'kks (Slide Show) cVu ij fDyd djsaxsA (fp=k 4-4)

fp=k 4-4 % LykbM 'kks

vc ge LVkVZ LykbM 'kks xqzi esa ck;ha rjiQ çQkWe fcxfuax (From Beginning) cVu ij fDyd djsaxs vkSj
gekjh çstsUVs'ku 'kq: gks tk,xhA
gj LykbM 10 lsoaQM rd LØhu ij jgsxh vkSj fiQj vxyh LykbM fn[kkbZ nsxhA gesa ekml fDyd djus
dh t:jr ugha gksxhA
,uhes'ku (Animation) cVu  vkWVksesfVdyh vkÝVj (Automatically After)  le; nsjh 
vIykbZ Vw vkWy fpÉ (Apply to All)  lso  LykbM 'kks (Slide Show) cVu  çQkWe fcxfuax
(From Beginning)

4-5 fofHkUu LykbM~l dks fofHkUu le; nsjh nsuk
t:jh ugha gS fd gj LykbM ij gesa cjkcj le; nsuk gh pkfg,A fdlh LykbM dks ge 2 feuV esa le>k
ldrs gSa vkSj fdlh LykbM ds fy, gesa 5 feuV pkfg,A ge gj LykbM dks fofHkUu le; ns ldrs gSaA
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ge vk;r esa 00%00 le; nsdj ns[k ldrs gSa fd gesa fdruk le; pkfg;s vkSj mlds vuqlkj le;
fuf'pr dj ldrs gSaA
vc ge xf.kr çstsUVs'ku dks [kksysaxs vkSj nwljh LykbM ij fDyd djsaxsA blesa ,uhes'ku cVu ij fDyd
djds le; nsjh 15 lsoaQM nsaxs vkSj ge çstsaVs'ku dks lso djsaxsA
ge çstsUVs'ku [kksysaxs vkSj esU;w ckj esa LykbM 'kks (Slide Show) cVu ij fDyd djsaxs vkSj ge ikWoj
IokbUV fjcu ds ck;ha rjiQ çQkWe fcxfuax (From Beginning) cVu ij fDyd djsaxs vkSj gekjh
çstsUVs'ku 'kq: gks tk,xhA
gj LykbM 10 lsoaQM rd LØhu ij jgsxh vkSj fiQj vxyh LykbM fn[kkbZ nsxhA ysfdu nwljh LykbM
15 lsoaQM rd LØhu ij jgsxhA bl rjg ge gj LykbM dk le; fuf'pr dj ldrs gSa fd ,d LykbM
fdruh nsj rd LØhu ij jgsxhA

fp=k 4-5 % LykbMl esa le; nsjh

vkSj bl cVu dks fDyd djsaxsA fiQj ̂ vIykbZ Vw vkWy* (Apply to All) fpÉ ij fDyd djsaxsA
ge çstsaVs'ku [kksysaxs vkSj esU;w ckj esa LykbM 'kks (Slide Show) cVu ij fDyd djsaxsA fiQj ge ikWoj
IokbUV fjcu ds ck;ha rjiQ çQkWe fcxfuax (From Beginning) cVu ij fDyd djsaxsA vc ge ns[ksaxs fd
nwljh LykbM] igyh LykbM ds mQij jksy gksdj vk jgh gSA ge nwljs fodYi dks flysDV djds fofHkUu
rjg ds ifj.kke ns[k ldrs gSa vkSj tks gesa ilan vk, og bLrseky dj ldrs gSaA
bl çfØ;k esa fdruk le; yxs ;kuh fd tYnh gks ;k nsj ls] ;g Hkh ge fuf'pr dj ldrs gSaA ge
bl cVu esa èkhek (Slow), rst (Fast) ;k eè;e (Medium) xfr flysDV dj ldrs gSaA
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ckjh&ckjh ls budks flysDV djds gesa tks xfr ilan vk,] oks xfr flysDV djds çstsUVs'ku lso dj
ldrs gSaA igys dh rjg gj LykbM dks ge tks fodYi o xfr lgh yxs ogh ns ldrs gSaA

4-6 dLVekb”k ,sfues'ku
ikoj IokbaV ds }kjk ge viuh LykbM dks jkspd cuk ldrs gSaA mnkgj.k ds rkSj ij gekjh LykbM dk
VsDLV Åij ls] uhps ls] nk,¡ ;k fiQj ck,¡ ls mM+rk gqvk lk LykbM ij vk,xkA blds vykok Hkh vU;
dbZ çdkj ls ge viuh LykbM ij fy[ks v{kjksa dks vFkok rLohjksa dks ,sfuesV dj ldrs gSaA
,slk djus ds fy, ge Animations Tab dk bLrseky djrs gSaA
1- lcls igys ge ftl vkWCtsDV dks ,sfues'ku nsuk gS mls lysDV djsaxsA fiQj ,sfues'ku VSc ij

fDyd djsaxsA
2- ,sfues'ku xzqi esa dLVe ,sfues'ku dks fDyd djsaxsA ,slk djus ij nkbZa rjiQ ,sfues'ku isSu vk

tk,xkA

fp=k 4-6 % LykbM dks ,uhesV djuk
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3- ,sfues'ku isu esa ,sM biQsDV (Add effect) cVu ij fDyd djsaxs vc ,d esU;w [kqysxk ftlesa
pkj fodYi gksaxs & ,UVªsal] ,sEiQsfll] ,fDlV rFkk eks'ku ikFk~lA buesa ls ,d fodYi dks pqu
dj fDyd djsaA

4- ,d lc esuw [kqysxk buesa ls fdlh ,d dsVsxjh dks fDyd djsaxsA
5- ^vksds* ij fDyd djsaA blh rjg lHkh vkWCtsDV dks ,sfuesV djsaA fçO;q ns[kus ds fy, ^fçO;q

biQsDV* ds psd ckWDl ij fDyd djsaxsA
6- dLVe ,sfues'ku isu esa LVkVZ cVu ds MªkWi Mkmu ,sjks dks fDyd djds ̂ vkWu fDyd* fodYi

ij fDyd djsaxs rks gekjh ,sfues'ku ekml fDyd djus ij vkxs c<+sxhA
7- MkbjsD'ku ds MªkWi Mkmu ij fDyd djds mldk MkbjsD'ku fuèkkZfjr djsaxs rFkk mlds uhps LihM

fodYi ds MªkWi Mkmu ds }kjk ,sfues'ku dh LihM dks vko';drk vuqlkj Lyks] iQkLV ;k
ehfM;e fd;k tk ldrk gSA

 ikBxr ç'u 4-2

1- lgh ij () xyr ij () dk fu'kku yxk,a %

(i) çLrqrhdj.k esa ge fjdkWfM±x Hkh dj ldrs gSaA (   )

(ii) dkWih jkbV lkeku dk bLrseky iSls nsdj gh dj ldrs gSaA (   )

(iii) çstsUVs'ku esa ge dksbZ Hkh ewoh 'kkfey dj ldrs gSaA (   )

(iv) gj LykbM ij gesa cjkcj le; nsuk pkfg,A (   )

(v) çstsUVs'ku esa fofM;ks fDyi 'kkfey ugha dj ldrsA (   )

 vkius D;k lh[kk
 izLrqrhdj.k cukus ds fy, ge ,e-,l- ikWoj IokbUV dk bLrseky djrs gSaA
 izstsUVs'ku cukrs le; ge mlesa vkWfM;ks fDyi Hkh Mky ldrs gSaA
 LykbM Vªkaft'ku ikoj IokbaV dk Lis'ky biQsDV gksrk gS ftlds }kjk LykbM 'kks ds nkSjku ge ,d

LykbM dks nwljh LykbM esa cnyrs gSaA
 LykbM ,d ì"B ds leku gS ftlesa fofHkUu izdkj dh tkudkjh Mkyh tkrh gSA
 viuh izstsUVs'ku dks vkd"kZd cukus ds fy, ge 'kCnksa dks iQkWesZV Hkh dj ldrs gSaA
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 izstsUVs'ku esa LykbM 'kks dks dbZ rjhdksa ls pyk ldrs gSaA
 ekbozQkslkWÝV vkWfiQl cVu ,uhes'ku cVu  Vªkaft'ku LihM  vIykbZ Vw vkWy
 ekbozQkslkWÝV vkWfiQl cVu bUlVZ esU;w  ehfM;k fDyi  ewoh cVu  ewoh izQkWe iQkby 

ewoh dk uke  vksiu cVu

vkb, djds ns[ksa

 dksbZ ,d çstsUVs'ku cuk,¡ vkSj mlesa fofHkUu fo'ks"krkvksa dk ç;ksx djds nsf[k;sA

ikBkUr ç'u
1- lgh fodYi pqfu, %

(i) çstsUVs'ku esa fofM;ks fDyi 'kkfey djus ds fy, ge fdl fodYi dks pqusaxs
(d) fofM;ks fDyi ([k) vksfM;ks fDyi
(x) ewoh çQkWe fDyi vkWxsZukbtj (?k) bu nksuksa dks (d) rFkk ([k)

(ii) LykbM 'kks 'kq: djrs le; ge fdl fodYi dks pqusaxs
(d) çQkWe ykLV ([k) djaV LykbM
(x) çQkWe fcxfuax (?k) buesa ls dksbZ ugha

(iii) çstsUVs'ku esa ,fues'ku cVu fdl esa gksrk gS
(d) fjcu ([k) VkbVy ckj
(x) eSU;w ckj (?k) VkLd ckj

2- fuEufyf[kr okD;ksa esa fn, x, mi;qDr 'kCnksa dk iz;ksx djrs gq, [kkyh LFkku Hkfj, %
(lso] vkWfM;ks] Dykst] ohfM;ks] izQkWe fcxfuax)
(i) çstsUVs'ku can djus ds fy, --------------------- vkWI'ku pqusaxsA
(ii) LykbM 'kks 'kq: djus ds fy, ge --------------------- ij fDyd djsaxsA
(iii) ge LykbM esa ----------------- vkSj -------------------- 'kkfey dj ldrs gSaA
(iv) çstsUVs'ku lso djus ds fy, ekbØkslkWÝV vkWfiQl cVu  -----------------------------------

cVu  iQkby dk uke  lso cVu
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3- ç'uksa ds mÙkj nhft, %
(i) ikWoj IokbaV 'kq: djus ds LVsIl fy[ksaA
(ii) LykbM fdls dgrs gSa\
(iii) çLrqrhdj.k fdls dgrs gSa\

 mÙkjekyk

ikBxr ç'uksa ds mÙkj
4-1

1- (i) ikWoj (ii) fofM;ks (iii) U;w LykbM
(iv) vksiu (v) lso

2- (i) fdlh Hkh fo"k; dks fy[kdj] fp=k] èofu xzkiQ] fofM;ks bR;kfn ds ekè;e ls o.kZu
djus dh çfØ;k dks çLrqrhdj.k dgrs gSaA

(ii) ikWoj IokabV esa vyx&vyx i"̀Bksa dks LykbM dgrs gSaA
(iii) çstsUVs'ku can djus ds fy, ekbØkslkWÝV vkWfiQl cVu ij fDyd djds Dykst (Close)

ij fDyd djsaxsA

4-2
1- (1) 

(2) 

(3) 

(4) 

(5) 

ikBkUr ç'uksa ds mÙkj
1- (i) (x) (ii) (x) (ii) (x)

2- (i) Dykst (ii) çQkWe fcxfuax
(iii) vkWfM;ks] fofM;ks (iv) lso
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3- (i) ikWoj IokbaV dks 'kq: djus ds fy, LVsIl bl çdkj gS

LVkVZ cVu  vkWy çksxzke  ekbØkslkWÝV vkWfiQl  ikWoj IokbaV
(ii) ikoj IokbaV ds vyx&vyx i"̀Bksa dks LykbM dgrs gSaA
(iii) fdlh Hkh fo"k; dks fy[kdj] fp=k] èofu] xzkiQ] fofM;ks bR;kfn ds ekè;e ls o.kZu

djus dh çfØ;k dks çLrqrhdj.k dgrs gSaA
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5

oaQI;wVj usVodZ

vc rd ge oaQI;wVj dks Hkyh çdkj ls le> pqds gSaA ge ns[k jgs gSa fd vktdy oaQI;wVj dk ç;ksx
cgqr vfèkd c<+rk tk jgk gSA vc gj {ks=k esa oaQI;wVj dk ç;ksx bruk c<+ x;k gS fd dksbZ Hkh {ks=k bl
ls vNwrk ugha gSA f'k{kk ds {ks=k esa] O;olk; ds {ks=k esa] rduhd ds {ks=k esa o vU; dbZ ,sls LFkku gSa
tgk¡ ij oaQI;wVj dk mi;ksx gks jgk gSA vktdy yksx ukSdjh <wa<us esa bldk lcls vfèkd mi;ksx dj
jgs gSaA ysfdu ukSdjh <wa<us ds fy, yksx oaQI;wVj esa baVjusV dh lgk;rk ys jgs gSaA

vc ;g rks ge dks irk py x;k fd oaQI;wVj dk mi;ksx gj {ks=k esa c<+ x;k gSA ge lh[ksaxs fd dbZ
oaQI;wVjksa dks ,d nwljs ls tksM+us ds fy, fdu phtksa dh vko';drk iM+rh gSA

mís';

 bl ikB dks i<+us ds ckn vki %
 usVodZ dk o.kZu dj ldsaxs_
 oaQI;wVj usVodZ dh dk;Ziz.kkyh rFkk bldk mi;ksx crk ldsaxs_
 usVodZ ds çdkjksa dk o.kZu dj ldsaxs_
 usVodZ VwYl dk fooj.k ns ldsaxs_
 usVodZ ds ykHk ds ckjs esa crk ldsaxs vkSj
 usVodZ dusD'ku djus ds rjhds dk foLrkjiwoZd o.kZu dj ldsaxsA

5-1 oaQI;wVj usVodZ D;k gS\
oaQI;wVj usVodZ % vkerkSj ij ;g ns[kk tkrk gS fd nks&pkj yksx ,d ekè;e ls ,d nwljs ls tqM+ tkrs
gSaA ogk¡ muds chp esa fopkjksa dk vknku çnku gksrk gSA pkgs og ekè;e f'k{kk] O;olk; ;k ukSdjh dk
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gh D;wa uk gksA os vkil esa ,d nwljs ls tqM+dj ,d usVodZ cuk ysrs gSaA Bhd mlh çdkj tc nks ;k
nks ls vfèkd oaQI;wVj rkj ds }kjk vkil esa tqM+ tkrs gSa rks og ,d usVodZ cuk ysrs gSaA og usVodZ
okLro esa oaQI;wVj usVodZ dgykrk gSA oaQI;wVj usVodZ dks cukus ds fy, dbZ lgk;d VwYl dh
vko';drk iM+rh gSA oaQI;wVj usVodZ rkj ds }kjk cuk;k tkrk gSA ftl rjg fdlh e'khu dks pykus
ds fy, mlds lkFk tqM+s lgk;d midj.kksa dh vko';drk gksrh gS] mlh rjg oaQI;wVj usVodZ dks pykus
ds fy, ewy :i ls rkjksa vkSj dqN vU; midj.kksa dh vko';drk gksrh gSA

vkt oaQI;wVj dk usVodZ ml Å¡pkbZ rd igq¡p x;k gS] tgk¡ nqfu;k Hkj ds reke oaQI;wVj usVodZ }kjk ,d
nwljs ls tqM+dj MkVk ;k lwpuk dk vknku&çnku dj jgs gSa vkSj usVodZ dh lgk;rk ls ;g lwpuk cM+h
vklkuh ls ,d LFkku ls nwljs LFkku rd igq¡p tkrh gSA vc ge tkusaxs fd oaQI;wVj usVodZ fdrus çdkj
ds gksrs gSaA

5-2 oaQI;wVj usVodZ ds çdkj
oaQI;wVj usVodZ eq[;r% rhu çdkj ds gksrs gSaA
(d) Local Area Network (LAN) & yksdy ,fj;k usVodZ
([k) Metropolitan Area Network (MAN) & esVªksikWfyVu ,fj;k usVodZ
(x) Wide Area Network (WAN) & okbM ,fj;k usVodZ

(d) LAN (Local Area Network) % ySu dk iwjk uke yksdy ,fj;k usVodZ gSA bl usVodZ }kjk
fdlh ,d bekjr esa j[ks oaQI;wVjksa dks ;k cgqeaftyh bekjr ds dbZ fgLlksa esa j[ks oaQI;wVjksa dks
vkil esa tksM+k tk ldrk gSA bldk ç;ksx dqN lhfer nwjh ds fy, gh fd;k tk ldrk gSA tSls
fdlh dk;kZy;] fo|ky; ;k egkfo|ky; ifjlj vkfnA

fp=k 5-2 % yksdy ,fj;k usVodZ
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([k) MAN (Metropolitan Area Network) % eSu dk iwjk uke esVªksikWfyVu ,fj;k usVodZ gSA ;g
,d 'kgj ds vanj gh py ldrk gSA bl usVodZ ds }kjk ge ,d 'kgj ds lHkh oaQI;wVjksa dks tksM+
ldrs gSaA bldk nk;jk ySu ls cM+k gksrk gSA gekjs ?kjksa esa dscy Vh-oh- ij pSuy vkrs gSa ;g pSuy
iwjs 'kgj esa ,d le; ij vkrs gSaA ;g dscy Vh-oh- usVodZ ,d rjg ls eSu gh gSA blds vykok
eSu dk ç;ksx ,d 'kgj esa fdlh laLFkk ds fofHkUu dk;kZy;ksa ds fofHkUu oaQI;wVjksa dks vkil esa
tksM+us dk dke djrk gSA

fp=k 5-2 % esVªksiksfyVu ,fj;k usVodZ

(x) WAN (Wide Area Network) % oSu dk iwjk uke okbM ,fj;k usVodZ gSA ;g ySu o eSu nksuksa
ls cM+k gksrk gSA ;g usVodZ iwjh nqfu;k esa iQSyk gqvk gSA bl usVodZ dh lcls vPNh felky
baVjusV gSA bl usVodZ dh dksbZ Hkh lhek fuf'pr ugha gSA ;g usVodZ lsVsykbV ds }kjk iwjs lalkj
dks tksM+rk gSA bls oYMZ okbM osc ;kfu www ds uke ls Hkh tkuk tkrk gSA vkt ds le; esa
oSu dk ç;ksx cgqr vfèkd c<+ x;k gSA

28- ; 5<;

20 fd-2h-

10 fd-2h-

x59n52

d5j- 55:5

=59=5h;  ' 55- 55 d5; 5Z<;

160 fd-2h-
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fp=k 5-3 % okbM ,fj;k usVodZ

ikBxr ç'u 5-1
1- fuEufyf[kr okD;ksa esa fn, x, mi;qDr 'kCnksa dk iz;ksx djrs gq, [kkyh LFkku Hkfj, %

(esVªksiksfyVu ,fj;k usVodZ] baVjusV] rkjksa] VwYl] okbM ,fj;k usVodZ] lsVsykbV)
(i) oaQI;wVj usVodZ ------------------------- ds }kjk cuk;k tkrk gSA
(ii) oaQI;wVj usVodZ dks cukus ds fy, dbZ lgk;d ----------------- dh vko';drk iM+rh gSA
(iii) eSu dk iwjk uke ---------------------- gSA
(iv) oSu usVodZ dh lcls vPNh felky ------------------ gSA
(v) ------------------- ds }kjk ge iwjs lalkj dks tksM+ ldrs gSaA
(vi) ------------------- oSu dk iwjk uke gSA

2- iz'uksa ds mÙkj nhft, %
(i) usVodZ D;k gS\
(ii) www dk nwljk uke D;k gS rFkk ;g dSls dke djrk gS\
(iii) usVodZ dh lgk;rk ls ge D;k dj ldrs gSaa\
(iv) LAN dk iwjk uke D;k gS\ ;g dgk¡ dke vkrk gS\
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5-3 usVodZ ds fofHkUu Vwy (;a=k)

vc rd ge ;g tku pqds gSa fd tc ,d ls vfèkd oaQI;wVj vkil esa tqM+s gksa rks mls oaQI;wVj usVodZ
dgk tkrk gSA ysfdu bu oaQI;wVjksa dks vkil esa tksM+us ds fy, dqN lgk;d ;a=kksa dh Hkh vko';drk
iM+rh gS ftlds fo"k; esa ge tkusaxsA
(d) usVofd±x dscy
([k) dusDVj (RJ-45)

(x) ekWMe
(?k) fLop ,oa okbZ&iQkbZ (Wi-fi)

(d) usVofd±x dscy % lkekU;r% usVofd±x ds fy, CAT-5 ;k CAT-6 dscy dke esa ykbZ tkrh gSA
blesa 8 rkjsa gksrh gSa ftlesa vyx&vyx jaxksa ds 4 tksM+s gksrs gSaA

fp=k 5-4 % usVofdZax dscy

([k) dusDVj % usVofd±x ds fy, dscy ds nksuksa Nksj ij dusDVj yxk, tkrs gSaA oaQI;wVj ds {ks=k esa
bls RJ-45 dusDVj ds uke ls Hkh tkuk tkrk gSA

fp=k 5-5 % dusDVj
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(x) ekWMe % ekWMe (Modem) dk dke eq[; :i ls fMthVy lwpuk dks ,sukykWx :i esa vkSj
,sukykWx lwpuk dks fMthVy :i esa ifjofrZr djuk gSA dksbZ Hkh lwpuk oaQI;wVj esas fMthVy :i
esa jgrh gSA fdUrq tc baVjusV }kjk mls VsyhiQksu ykbu ;k vU; ekè;e ls Hkstuk gks rks mls
,sukykWx :i esa ifjofrZr djuk iM+rk gS tks fd ekWMe djrk gSA

fp=k 5-6 % ekWMe

(?k) fLop ,oa okbZ&iQkbZ % fLop ,d ,slk fMokbl (;a=k) gS tks fd usVodZ cukus esa vge~ Hkwfedk
fuHkkrk gSA usVodZ dscy dk ,d fdukjk fLop esa vkSj nwljk fdukjk oaQI;wVj esa yxkuk gksrk gSA
blh çdkj dbZ oaQI;wVjksa dks fLop ds ekè;e ls vkil esa tksM+k tkrk gSA

fp=k 5-7 % fLop ,oa okbZ&iQkbZ
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vktdy ge okbZ&iQkbZ ds fo"k; esa Hkh lqurs gSa fd okbZ&iQkbZ ls baVjusV py tkrk gSA T;knkrj
ge ySiVkWi ij okbZ&iQkbZ dusD'ku dk ç;ksx djrs gSaaA ;g Hkh usVodZ Vwy ds :i esa ç;ksx gksrk
gSA blesa rkjksa dh vko';drk ugha iM+rh cfYd ;g ,d csrkj ç.kkyh gSA

ikBxr ç'u 5-2

1- fuEufyf[kr okD;ksa esa fn, x, mi;qDr 'kCnksa dk iz;ksx djrs gq, [kkyh LFkku Hkfj, %
(CAT-5 ;k CAT-6] okbZ&iQkbZ] fMftVy] ,ukykWx] oaQI;wVj usVodZ] dusDVj)
(i) tc ,d ls vfèkd oaQI;wVj vkil esa tqM+s gks rks mls ------------------ dgk tkrk gSA
(ii) usVofo±Qx ds fy, ------------------ dscy dke esa ykbZ tkrh gSA
(iii) usVofo±Qx ds fy, dscy ds nksuksa Nksj ij ----------------- yxk, tkrs gSaA
(iv) ekWMe eq[;r% -------------------- lwpuk dks ------------------ :i esa ifjofrZr djrk gSA
(v) -------------------- dusD'ku Hkh usVodZ VwYl ds :i esa ç;ksx gksrk gSA

2- ç'uksa ds mÙkj nhft, %
(i) fLop fdls dgrs gSa\
(ii) dusDVj dk nwljk uke D;k gS\
(iii) ekWMe dSls dk;Z djrk gS\

 vkius D;k lh[kk
  oaQI;wVj usVodZ ,d ls vfèkd oaQI;wVjksa dks fo'ks"k midj.kksa ds ekè;e ls tksM+dj cuk;k tkrk

gSA
  ySu (LAN) dk ç;ksx ,d bekjr ;k cgqeaftyh bekjrksa esa j[ksa oaQI;wVjksa dks vkil esa tksM+us ds

fy, fd;k tkrk gSA
  eSu (MAN) usVodZ dk ç;ksx ,d 'kgj esa fdlh laLFkk ds fofHkUu dk;kZy;ksa ds fofHkUu

oaQI;wVjksa dks vkil esa tksM+us esa fd;k tkrk gSA
  oSu (WAN) okbM ,fj;k usVodZ cgqr ls ySu vkSj eSu usVodZ dks tksM+dj curk gSA tks iwjs

fo'o esa iQSyk gSA bls oYMZ okbM osc ds uke ls Hkh tkuk tkrk gSA
  usVodZ cukus esa] usVodZ dscy] RJ-45 dusDVj] fLop vkSj ekWMse dh t:jr iM+rh gSA
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vkbZ;s djds ns[ksa

 fdlh lkbcj dSiQs esa tkdj ogk¡ yksdy ,fj;k usVodZ (LAN) ds fo"k; esa tkus vkSj ns[ksaA

ikBkUr ç'u
1- lgh fodYi pqfu, %

(i) ySu (LAN) dk iwjk uke gSA
(d) yksdy ,fj;k usVodZ
([k) ykbV ,fj;k usVodZ
(x) usVodZ ,fj;k usVodZ
(?k) uks ,fj;k usVodZ

(ii) eSu (eSVªksikfyVu ,fj;k usVodZ) dgk¡ dke vkrk gS\
(d) cgqeaftyh bekjr esa
([k) ,d 'kgj esa
(x) iwjs lalkj esa
(?k) ,d fo|ky; ifjlj esa

(iii) usVofdZax ds fy, dkSu lh dscy dke esa ykbZ tkrh gS\
(d) CAT-5

([k) CAT-8

(x) CAT-7

(?k) CAT-5 ;k CAT-6

(iv) buesa ls dkSu lk usVodZ dk Vwy ugha gS\
(d) dusDVj
([k) fLop
(x) ekWMe
(?k) oaQI;wVj
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(v) buesa ls dkSu lk fodYi lgh gS
(d) usVodZ ds fy, rkjksa dh vko';drk ugha iM+rh gSA
([k) usVodZ ds fy, rkjksa vkSj lgk;d VwYl dh vko';drk iM+rh gSA
(x) usVodZ ds fy, oaQI;wVj dh vko';drk ugha iM+rh gSA
(?k) usVodZ ds fy, ?kj dh vko';drk iM+rh gSA

2- fuEufyf[kr okD;ksa esa fn, x, mi;qDr 'kCnksa dk iz;ksx djrs gq, [kkyh LFkku Hkfj, %
(RJ-45 dusDVj] fMftVy] ,ukykWx] usVodZ] CAT-5 ;k CAT-6] lsVsykbV] okbM ,fj;k
usVodZ] usVodZ dsoy] fLop] ekWMe] baVjusV)
(i) ------------------- oSu dk iwjk uke gSA
(ii) usVodZ dh lcls vPNh felky ------------------------ gSA
(iii) usVodZ cukus esa --------------] ---------------] ------------ vkSj ---------------- dh t:jr iM+rh gSA
(iv) ---------------------- ds n~okjk ge iwjs lalkj dks tksM+ ldrs gSaA
(v) usVofoZaQx ds fy, ----------------------- dscy dke esa ykbZ tkrh gSA
(vi) tc nks ;k nks ls vfèkd oaQI;wVj vkil esa tqM+rs gSa rks mls ----------------- dgk tkrk gSA
(vii) ekWMe eq[;r% :i ls ------------------- lwpuk dks ------------------- :i esa ifjofrZr djrk gSA

3- ç'uksa ds mÙkj nhft, %
(i) usVodZ D;k gS mldh lgk;rk ls ge D;k dk;Z dj ldrs gSa\
(ii) ekWMe fdls dgrs gSa ;g D;k dk;Z djrk gS\
(iii) oSu fdls dgrs gSa\ ;g dSls dk;Z djrk gS\
(iv) fLop fdls dgrs gSa\ dusDVj dk nwljk uke D;k gS\
(v) usVofo±Qx ds fy, mi;ksx gksus okys lgk;d midj.k dkSu&dkSu ls gSa\
(vi) ySu dk iwjk uke D;k gS\ ;g dgk¡ dke vkrk gS\
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 mÙkjekyk
ikBxr ç'uksa ds mÙkj
5-1
1- (i) rkjksa

(ii) VwYl
(iii) eSVªksikWfyVu ,fj;k usVodZ
(iv) baVjusV
(v) lsVsykbV

(vi) okbM ,fj;k usVodZ

2- (i) tc nks ;k nks ls vfèkd oaQI;wVj rkj ds n~okjk vkil esa tqM+ tkrs gSa rks og ,d usVodZ
cuk ysrs gSaA ;g usVodZ okLro esa oaQI;wVj usVodZ dgykrk gSA

(ii) www dk iwjk uke oYMZ okbM osc gSA ;g usVodZ lsVsykbV ds n~okjk iwjs lalkj dks
tksM+rk gSA

(iii) usVodZ dh lgk;rk ls ge MkVk o buiQksesZ'ku dks ,d LFkku ls nwljs LFkku rd vklkuh
ls Hkst ldrs gSaA

(iv) LAN dk iwjk uke yksdy ,fj;k usVodZ gS bldk ç;ksx dqN lhfer nwjh ds fy, gh
fd;k tkrk gS tSls dk;kZy;] fo|ky; ;k egkfo|ky; ifjlj bR;kfnA

5-2
1- (i) oaQI;wVj usVodZ

(ii) CAT-5 ;k CAT-6

(iii) dusDVj
(iv) fMftVy] ,sukykWx
(v) okbZ&iQkbZ

2- (i) fLop ,d ,slk fMokbl gSA ftlds n~okjk dbZ oaQI;wVjksa dks vkil esa tksM+k tkrk gSA
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(ii) dusDVj dk nwljk uke RJ-45 dusDVj gSA
(iii) ekWMe eq[; :i ls fMthVy lwpuk dks ,suykWx :i esa vkSj ,suykWx lwpuk dks fMthVy

:i esa ifjofrZr djrk gSA

ikBkUr ç'uksa ds mÙkj
1- (i) (d) (ii) ([k) (iii) (x) (iv) (?k) (v) ([k)

2- (i) okbM ,fj;k usVodZ
(ii) baVjusV
(iii) usVodZ dscy] RJ-45 dusDVj] fLop] ekWMe
(iv) lsVsykbV
(v) CAT-5 ;k CAT-6

(vi) usVodZ
(vii) fMthVy] ,sukykWx

3- (i) tc nks ;k nks vfèkd oaQI;wVj rkj ds n~okjk vkil esa tqM+ tkrs gSaA rks og ,d usVodZ
cuk ysrs gSaA ;g usVodZ okLro esa oaQI;wVj usVodZ dgykrk gSA
usVodZ dh lgk;rk ls ge MkVk o buiQksesZ'ku dks ,d LFkku ls nwljs LFkku rd vklkuh
ls Hkst ldrs gSaA

(ii) ekWMe ,d lgk;d midj.k gS tks oaQI;wVj usVodZ cukus esa dke esa yk;k tkrk gSA ekWMe
eq[; :i ls fMthVy lwpuk dks ,sukykWx :i esa vkSj ,sukykWx lwpuk dks fMthVy :i
esa ifjofrZr djrk gSA

(iii) oSu dk iwjk uke okbM ,fj;k usVodZ gSA ;g usVodZ iwjh nqfu;k esa iQSyk gqvk gS ;g
usVodZ lsVsykbV ds }kjk iwjs lalkj dks tksM+rk gS bls oYMZ okbM osc ;kfu www ds uke
ls Hkh tkuk tkrk gSA

(iv) fLop ,d ,slk fMokbl (;a=k) gS tks usVodZ cukus esa dke vkrk gSA usVofdZax djrs
le; dbZ oaQI;wVjksa dks vkil esa fLop ds ekè;e ls tksM+k tkrk gSA
dusDVj] usVofdZax ds fy, dscy ds nksuksa Nksj ij yxk, tkrs gSaA RJ-45 dks dusDVj
ds uke ls tkuk tkrk gSA
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(v) usVofdZax ds fy, mi;ksx gksus okys lgk;d midj.k bl çdkj gSa
(1) ekWMe (2) dusDVj
(3) usVofdZax dscy (4) fLop ,oa okbZ iQkbZ

(vi) ySu dk iwjk uke yksdy ,fj;k usVodZ gSA ;g usVodZ ,d bekjr esa j[ks oaQI;wVjksa dks ;k
cgqeaftyh bekjr ds dbZ fgLlksa esa j[ks oaQI;wVjksa dks vkil esa tksM+rk gSA bldk ç;ksx
fdlh dk;kZy;] fo|ky; ;k egkfo|ky; ifjlj bR;kfn esa fd;k tkrk gSA
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6

baVjusV

vktdy oaQI;wVj ls lacafèkr gj {ks=k esa baVjusV eq[; Hkwfedk fuHkk jgk gSA vkSj oaQI;wVj gh D;ksa baVjusV
eksckby ds {ks=k esa Hkh vkxs gSA jsy fVdV] gokbZ tgkt dk fVdV] flusek dk fVdV cqd djuk gks ;k
?kj cSBs nqfu;k dh [kcj tkuuk gks] rks ;g lc dke oaQI;wVj ;k eksckby ij baVjusV ds }kjk gh laHko
gks ik;k gSA

vc rd geus Lrj ^[k* esa baVjusV ds ckjs esa tkuk fd baVjusV D;k gS\ blds }kjk dSls lwpukvksa dk
vknku&çnku gksrk gSA blds }kjk osclkbVksa dks [kksyuk o lwpuk çkIr djuk vkfn] lkFk gh bZesy [kksyus
vkSj Hkstus ds rjhds dks Hkh foLrkj ls i<+ pqds gSaA

 mís';

 bl ikB dks i<+us ds ckn vki%
 baVjusV dk vFkZ crk ldsaxs_
 osclkbV dk oxhZdj.k dj ldsaxs_
 baVjusV dh mi;ksfxrkvksa ds fo"k; esa tkudkjh izkIr dj ldsaxs_

(i) ohfM;ks dkWUçQsal dj ldsaxs_
(ii) baLVsaV eSlsftax dj ldsaxs_
(iii) pSfVax dj ik,xsa_
(iv) lks'ky usVofo±Qx djuk lh[ksaxs
(vi) bZ&dkWelZ ds ckjs esa tku ldsaxs_
(vii) bZ&xousZUl ds fo"k; esa tku ldsaxs vkSj
(viii) bZ&fVdfVax ds fo"k; esa tku ldsaxsA
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6-1 baVjusV D;k gS\
rduhdh Hkk"kk esa baVjusV dks ¶usVodksZa dk usVodZ̧  dgk tkrk gSA eryc ;g gS fd baVjusV cgqr ls
usVodZ lewgksa dks vkil esa tksM+rk gS pkgs ;s oaQI;wVj lewg ,d gh LFkku] jkT;] ns'k ;k fons'k esa fLFkr
gksaA

fp=k 6-1 % baVjusV

6-2 osclkbVksa dk oxhZdj.k
osclkbV~l ds ckjs esa rks ge tku pqds gSa fd dksbZ laLFkk] dEiuh ;k O;olk;h vxj pkgs rks baVjusV dh
enn ls osclkbV }kjk vius fo"k; esa tkudkjh yksxksa rd igq¡pk ldrk gSA ,d osclkbV cgqr lkjs oscistksa
ls feydj curh gSA osclkbVksa ds uke dks ns[kdj Hkh igpkuk tk ldrk gS fd og fdl çdkj dh
osclkbV gSA tSls

www.indianrail.gov.in

    1           2   3

1- bls i<+dj irk pyrk gS fd ;g Hkkjrh; jsy dh osclkbV gSA
2- blds }kjk ;g irk pyrk gS fd ;g ljdkjh osclkbV gSA
3- ;g Hkkjr ds varjkZ"Vªh; dksM dks n'kkZrk gSA

(d) Mksesu

baVjusV ij gj ,d osclkbV dk ,d ,sMªsl gksrk gSA tSls 203-94-243-70 ysfdu ;g ,sMªsl ;kn
j[kuk eqf'dy gksrk gSA gesa uke vklkuh ls ;kn gks tkrs gSaA rks baVjusV esa Hkh ;g lqfoèkk gS fd
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osclkbV dks uke ls jftLVj fd;k tkrk gS vkSj baVjusV mls ,d ,sMªsl çnku djrh gSA gesa ;gh
uke ;kn j[kuk gksrk gSA bl uke dks gh Mksesu dgk tkrk gSA bUVjusV vius vki osclkbV dks
,sMªsl esa cny nsrk gSA

fp=k 6-2 % Mksesu

([k) ;w-vkj-,y- (URL)

;w-vkj-,y- dks ;wfuiQkWeZ fjlkslZ yksdsVj Hkh dgk tkrk gSA tc ge bUVjusV }kjk dksbZ lwpuk
[kkstuk pkgrs gSa rks osc czkmtj esa bldks xwxy lpZ batu }kjk <w¡< ysrs gSaA vc URL dks uhps
fn, mnkgj.k }kjk Hkyh Hkk¡fr le>k tk ldrk gSA

;fn osc czkmtj esa xwxy lpZ batu [kksyuk gks rks ge czkmtj ds ,sMªsl ckj esa www.google.com
fy[kdj ,UVj cVu (Enter) nckrs gSa tks fd xwxy ds osc ist dks [kksy nsrk gS ysfdu è;ku
nsus okyh ckr ;g gS fd tgk¡ vkius  www.google.com fy[kk Fkk mldh txg vc
http://www.google.co.in fy[kk fn[kkbZ nsxk mlh dks URL ;k osc ,sMªsl dgk tkrk gS vkSj
è;ku nsus okyh ckr ;g gS fd iwjs fo'o esa bl ,sMªsl dh nwljh osclkbV ugha cu ldrh gSA

fp=k 6-3 % ;w-vkj-,y-
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ikBxr ç'u 6-1
1- fuEufyf[kr okD;ksa esa fn, x, mi;qDr 'kCnksa dk iz;ksx djrs gq, [kkyh LFkku Hkfj, %

(,Mªsl] usVodks±] osc istksa] vUrjkZ"Vªh;] usVodZ)
(i) baVjusV dks usVodksZa dk ---------------------- dgk tkrk gSA
(ii) osclkbV cgqr lkjs --------------------- ls feydj curh gSA
(iii) gj ,d osclkbV dk ,d --------------------- gksrk gSA
(iv) baVjusV cgqr ls -------------------- lewgksa dks vkil esa tksM+rk gSA
(v) .in Hkkjr dk -------------------------- dksM gSA

2- fuEu ç'uksa ds mÙkj nhft, %
(i) baVjusV D;k gS\
(ii) ;w-vkj-,y- dk iwjk uke D;k gS\
(iii) baVjusV }kjk fd, tkus okys rhu dke crkb,A

6-3 baVjusV dh mi;ksfxrk
vc rd ge Lrj ̂ [k* esa baVjusV ds fo"k; esa cgqr dqN tku pqds gSaA tSls fd ge baVjusV }kjk ns'k] nqfu;k
dh tkudkjh] Ñf"k ls lacafèkr ubZ rduhd o mUur chtksa dh tkudkjh] f'k{kk ds {ks=k esa i<+kus ds u,
rjhds] vLirkyksa esa bykt ls lacafèkr tkudkjh vkfn çkIr dj ldrs gSaA

blds vfrfjDr vc ge baVjusV dh dqN vkSj mi;ksfxrkvksa ds ckjs esa tkusaxsaA

(d) ohfM;ks dkWUçQsaflax
ohfM;ks dkWUçQsaflax vc lapkj ds vkèkqfud ekè;eksa esa egÙoiw.kZ gks pqdk gSA blds }kjk ,d
O;fDr ;k vfèkd yksx vius oaQI;wVj dh LØhu] çkstsDVj ;k fiQj Vsyhfotu dh LØhu ij ,d
nwljs dks ns[krs gq, ckr dj ldrs gSaA vktdy eksckby }kjk Hkh ohfM;ks dkWUçQsfUlax dh tk
ldrh gSA

ohfM;ks dkWUçQsaflax ds Vwy
bl rduhdh dk mi;ksx djus ds fy, gesa fofHkUu midj.kksa dh vko';drk iM+sxh tks
fuEufyf[kr gSaA
1- osc dSejk ;k ohfM;ks dSejk
2- oaQI;wVj ekWfuVj] çkstsDVj ;k Vsyhfotu
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3- ekbØksiQksu (MIC)
4- Lihdj
5- baVjusV
6- oaQI;wVj

bu lHkh midj.kksa dks vkil esa tksM+dj ohfM;ks dkWUçQsaflax gksrh gSA ysfdu lkFk gh ;g Hkh
è;ku j[kuk gksxk fd ftlls vki ckr djuk pkgrs gSa muds ikl Hkh bu lHkh phtksa dk gksuk
vko';d gSA

ohfM;ks dkWUçQsaflax ds ykHk
1- ohfM;ks dkWUçQsaflax }kjk vyx&vyx txgksa ij jgrs gq, Hkh ,d nwljs ls ckrphr dh tk

ldrh gSA vkSj LØhu ij ,d nwljs dks ns[k ldrs gSaA
2- bl lqfoèkk }kjk ,d vè;kid ,d gh le; esa vyx&vyx Ldwyksa dh d{kkvksa esa cSBs

cPpksa dks i<+k ldrk gSaA vkSj mudh gjdrksa dks Hkh è;ku ns ldrk gSA
3- ohfM;ks dkWUçQsaflax }kjk U;wt pSuyksa ij ykbo [kcjsa fn[kkbZ tkrh gSaA
4- blds }kjk ?kj esa cSBk O;fDr fdlh Hkh jkT; ;k ns'k esa x, fcuk Hkh ukSdjh ds fy,

baVjO;w ns ldrk gSA
5- vktdy rks ohfM;ks dkWUçQsaflax }kjk fons'kksa ds MkWDVj nwljs ns'k esa cSBs ejht+ dk bykt

rFkk ejht+ ds lkFk cSBs lg;ksxh MkWDVj dh enn ls bykt Hkh dj ldrs gSaA

fp=k 6-4 % ohfM;ks dkWUçQsaflax
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([k) baLVsaV eSlsftax
vc rd ge ;g rks tku gh x, gSa fd lans'k Hkstus dk vkèkqfud rjhdk bZ&esy gSA bZ&esy Hkstus
ds fy, igys viuh bZ&esy vkbZMh cukuh gksrh gSA vkSj fiQj vki nwljs O;fDr ds bZ&esy irs
ij esy Hkst ikrs gSaA ;gk¡ ;g tkuuk vko';d gS fd lHkh O;fDr vyx&vyx Mksesu (dEiuh)
ds miHkksDrk gks ldrs gSa ;k fiQj ,d gh dEiuh ds gks ldrs gSaA
baLVsaV eSlsftax bZ&esy dk fcYdqy mYVk gSA eryc ;g fd baLVsaV eSlsatj }kjk eSlst ;k lans'k
Hkstus ds fy, nksuksa O;fDr;ksa ds ikl ,d gh oaQiuh ds fo'ks"k lkWÝVos;j ;k eSlsatj gksuk
vko';d gSA bls eksckby ij iz;ksx fd;k tkrk gSA

fp=k 6-5 % baLVsaV eSlsftax

(x) pSfVax (Chatting)
oaQI;wVj }kjk pSfVax dk eryc ;g gS fd baVjusV dk ç;ksx djds fo'ks"k lkWÝVos;j }kjk fy[kdj
lans'k Hkstuk vkSj bldk tokc ikukA ;g fo'ks"k lkWÝVos;j eSlsatj dgykrk gSA eSlsatj }kjk Hkstk
x;k lans'k rqjar nwljs O;fDr dh LØhu ;k [kkrs esa igq¡p tkrk gSA pSfVax ,d [kqyk fodYi gS
vFkkZr ;fn vki vius oaQI;wVj }kjk pSfVax 'kq: djrs gks rks vki ftl O;fDr ls pSfVax djuk
pkgrs gks og Hkh vkWuykbu gksuk pkfg,A eSlsatj foaMksa esa vki viuk fy[kk rFkk vkids fe=k dk
fy[kk eSlst i<+ ikrs gSaA
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(?k) lks'ky usVofdZax

lks'ky usVofoZaQx ,d ,slk fo"k; gS tks vktdy cM+h rhozrk ls vkxs c<+ jgk gSA gj mez ds yksx
blesa viuh fnypLih fn[kk jgs gSa vkSj ;gh dkj.k gS fd fo'oHkj esa djksM+ksa yksx lks'ky
usVofoZaQx ds miHkksDrk cu x, gSaA

vkb, igys lks'ky usVofoZaQx ds fo"k; esa tku ysrs gSaA eku yhft, eSa fdlh lks'ky usVofd±x
lkbV ij viuh vkbZ Mh ([kkrk) cuk ysrk gw¡A vkSj esjs fe=k Hkh vkbZ Mh cuk ysrs gSaA vc ge
,d nwljs dks çQsaM fjDosLV Hkstsxsa vkSj vius&vius [kkrs esa ,d nwljs dks tksM+sxsaA

;g rks gekjs vkil ds fe=kksa dh lks'ky usVofoZaQx 'kq# gks xbZ vc ;fn fdlh vU; O;fDr dks
ge viuk çQSaM cukuk pkgsa rks mls Hkh çQSaM fjDosLV Hkstsxsa ;fn og O;fDr gekjh fjDosLV dks
Lohdkj djrk gS rks og Hkh gekjs xzqi esa tqM+ tk,xkA bl çdkj ;g usVofoZaQx ;k lewg c<+rk
pyk tkrk gSA bls gh lks'ky usVofoZaQx dgk tkrk gSA blds }kjk ge viuh rLohjsa] fopkj vkSj
dbZ ckrsa ,d nwljs ls ck¡V ldrs gSaA

(Ä) bZ&dkWelZ

bZ&dkWelZ dk iwjk uke bySDVªkWfud dkWelZ gksrk gSA ;g O;olk; dk ,d ,slk ekè;e gS ftlesa
baVjusV dk ç;ksx djds dEifu;k¡ vius mRiknksa dks csprh gSA

blesa dEifu;k¡ viuh osclkbV cuokrh gSA vkSj vius lHkh mRiknksa ds uke o muds ewY; rFkk
mlds fp=kksa dks Hkh Mky nsrh gSA ftl O;fDr dks Hkh og pht [kjhnuh gks ;k mlds ckjs esa
tkuuk gks tku ldrk gSA

vkb, tkusa fd bZ&dkWelZ dSls dke djrk gSA eku yhft, vkidks eksckby [kjhnuk gks rks vki
igys baVjusV ij vkWu ykbu 'kkWfiax okyh osclkbV [kksy ysa] ftl dEiuh dk eksckby vki
[kjhnuk pkgrs gks vkSj ogk¡ viuh ilan dk eksckby pqusa vkSj Hkqxrku djus ds rjhds ls baVjusV
cSafdx] ØsfMV dkMZ ;k MsfcV dkMZ fodYi dks pqusa ;g vkils dqN tkudkfj;k¡ ekaxsxh vkSj vc
vkidk Hkqxrku gks tkus ds ckn fuèkkZfjr le; esa dEiuh }kjk eksckby vkids ?kj igq¡pk fn;k
tkrk gSA

è;ku nsa & osclkbVksa }kjk [kjhnnkjh djrs le; ;g è;ku j[ksa dh og lkbV udyh
dEiuh dh u gks tks vkidks èkks[kk ns ;k vkids iSls [kjkc tk,¡A
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(p) bZ&xous±l
bZ&xous±l dk eq[; mís'; vke turk vkSj ljdkj ds lacaèkksa esa ikjnf'kZrk j[kuk gSA
ge vDlj ns[krs ;k lqurs gSa fd ljdkj us dksbZ ;kstuk 'kq# dh vkSj [kRe Hkh gks x;h ysfdu
gesa irk gh ugha py ik;kA fdlh ljdkjh nÝ+rj esa dksbZ VSaMj fudyk vkSj Hkjk Hkh x;k ysfdu
dqN fxuspqus yksxksa ds vykok vke vkneh dks irk gh ugha pykA
bu lHkh leL;kvksa ls fuiVus ds fy, ljdkj us bZ&xouZsal dh LFkkiuk dh blds varxZr vc gj
ljdkjh ;k xSj&ljdkjh laLFkk ds lHkh dk;ksZa vkSj xfrfofèk;ksa dh tkudkjh dks laLFkk dh osclkbV
ij Mkyk tkrk gSA bl O;oLFkk }kjk vc lHkh tkudkfj;k¡ vklkuh ls gkfly gks ldrh gSaA
ge bls ,d mnkgj.k }kjk le> ldrs gSa tSls&

;fn gekjs {ks=k esa fdlh lM+d dk fuekZ.k gksuk gks rks ge ljdkj dh bZ&xous±l O;oLFkk ds ç;ksx
ls mlds çkjaHk gksus dk le; vkSj mlds dk;Z ds [kRe gksus dk laHkkfor le; rFkk ykxr vkfn
dh tkudkjh çkIr dj ldrs gSaA vkSj ;g Hkh iwN ldrs gS fd ;g dke rks igys [kRe gksuk Fkk
rks nsj D;ksa gqbZ vkSj vkidks ;g tkudj Hkh çlUurk gksxh dh ljdkj us bZ&xousZl blfy, Hkh cuk;k
rkfd vki ;k vke vkneh Hkh ljdkj dks fdlh dk;Z ls lacafèkr lq>ko ;k tkudkjh ns ik,¡A

fp=k 6-7 % bZ&xous±l
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ikBxr ç'u 6-2
1- fuEufyf[kr okD;ksa esa fn, x, mi;qDr 'kCnksa dk iz;ksx djrs gq, [kkyh LFkku Hkfj, %

(bZesy] U;w”k pSuyksa] osclkbZV] lUns'k] bySDVªkWfud dkWelZ)
(i) ohfM;ks dkUçQsaflax }kjk -------------------- ij ykbo [kcjsa fn[kkbZ tkrh gSaA
(ii) lans'k Hkstus dk vkèkqfud rjhdk ----------------------- gSA
(iii) eSlsatj }kjk Hkstk x;k ------------------------ ,dne nwljs O;fDr ds LØhu ij igq¡p tkrk gSA
(iv) bZ&dkWelZ ds fy, dEifu;k¡ viuh ----------------------- djkrh gSaA
(v) bZ&dkWelZ dk iwjk uke ----------------------------- gksrk gSA

 vkius D;k lh[kk
1- baVjusV dks usVodks± dk usVodZ dgk tkrk gSA
2- URL (;w-vkj-,y-) dks ;wfuiQkeZ fjlkslZ yksdsVj dgk tkrk gSA
3- ohfM;ks dkWUçQsaflax }kjk LØhu ij ,d nwljs dks ns[krs gq, ckr dj ldrs gSaA
4- eSlsatj }kjk Hkstk x;k lans'k ,dne nwljs O;fDr dh LØhu ij fn[kkbZ nsrk gS ;fn mlus vius

[kkrs dks [kksy j[kk gksA
5- lks'ky usVofo±Qx }kjk ge vkil esa ,d nwljs ls tqM+ ldrs gSaA
6- bZ&dkWelZ dk ç;ksx djds baVjusV }kjk oLrqvksa dks [kjhnk tk ldrk gSA
7- bZ&xous±l dk eq[; mís'; vke turk vkSj ljdkj ds chp esa ikjnf'kZrk j[kuk gSA

vkb;s djds ns[ksa

vius oaQI;wVj ij vFkok u”knhdh lkbcj dSi+Qs esa tkdj baVjusV ds }kjk iQslcqd] ;kgw eSlsatj vkfn
[kksysa vkSj mlds fo"k; esa tkusaA

ikBkUr ç'u
1- lgh fodYi pqfu, %

(i) ohfM;ks dkWUçQsaflax ds eq[; Vwy
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(d) LØhu
([k) ekbd
(x) oaQI;wVj
(?k) fn, x, lHkh

(ii) vkWu ykbu 'kkWfiax esa isesaV djus dk rjhdk
(d) ØsfMV dkMZ
([k) MsfcV dkMZ
(x) baVjusV cSfoaQx

(?k) fn, x, lHkh

(iii) ;w-vkj-,y- dk iwjk uke
(d) ;wfuolZy fjlkslZ yksdsVj
([k) ;wfuiQkWeZ fjlkslZ yksdsVj
(x) ;wfuVh fjlkslZ fyad

(?k) ;wfuolZ fjlkslZ ySXosat

(iv) baLVsaV eSlsftax dgk¡ iz;ksx gksrk gS\
(d) eksckby
([k) eSlsatj
(x) bZ esy

(?k) baVjusV

2- ç'uksa ds mÙkj fyf[k, %
(i) baVjusV D;k gS\
(ii) ohfM;ks dkWUçQsaflax ds nks ykHk crkb,A
(iii) bZ&dkelZ D;k gS\
(iv) bZ xous±l dk eq[; mís'; D;k gS\
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 mÙkjekyk
ikBxr ç'uksa ds mÙkj
6-1
1- (i) usVodZ

(ii) oscistksa
(iii) ,sMªsl
(iv) usVodZ
(v) vUrjkZ"Vªh;

2- (i) baVjusV dks usVodksZa dk usVodZ dgk tkrk gSA
(ii) ;w-vkj-,y- dk iwjk uke ;wfuiQkeZ fjlkslZ yksdsVj (Uniform Resource Locator) gSA
(iii) baVjusV }kjk jsy fVdV] gokbZ fVdV vkSj flusek dk fVdV cqd djk;k tk ldrk gSA

6-2
1- (i) U;wt pSuyksa

(ii) bZ&esy
(iii) lans'k
(iv) osc lkbV
(v) bySDVªkWfud dkWelZ

ikBkUr ç'uksa ds mÙkj
1- (i) (?k)

(ii) (?k)
(iii) ([k)
(iv) (d)

2- (i) baVjusV dks usVodksZa dk usVodZ dgk tkrk gSA
(ii) (d) ohfM;ks dkWUçQsaflax }kjk ykbo U;wt ns[kh tk ldrh gSA
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([k) ohfM;ks dkWUçQsaflax }kjk vius ?kj esa cSBs fons'k dh dEiuh esa ukSdjh ds fy,
baVjO;w ns ldrs gSaA

(iii) bZ&dkelZ dks bySDVªkWfud dkWelZ dgk tkrk gSA ;g O;olk; dk ,slk ekè;e gS ftlds
}kjk dEifu;k¡ vius mRiknksa dks csprh gSA

(iv) bZ&xous±l dk eq[; mís'; vke turk vkSj ljdkj ds lacaèkksa esa ikjnf'kZrk ykuk gSA
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ewY;kadu i=k&2 (ikB 4&6)
1- lgh fodYi pqfu, %

(i) okbZ&iQkbZ dk ç;ksx fdlesa lcls T;knk gksrk gSA
(d) MsLdVkWi ([k) Vh-oh
(x) ySiVkWi (?k) fofM;ks xse

(ii) ,uhes'ku cVu fdl esa gksrk gS\
(d) VkbVy ckj ([k) Vwy ckj
(x) eSU;w ckj (?k) LØksy ckj

2- fuEufyf[kr okD;ksa esa fn, x, mi;qDr 'kCnksa dk iz;ksx djrs gq, [kkyh LFkku Hkfj, %
(oSu] .in)
(i) -------------------- Hkkjr ds varjkZ"Vªh; dksM dks n'kkZrk gSA
(ii) vkt ds le; esa -------------------- usVodZ dk ç;ksx lcls vfèkd gSA

3- fuEufyf[kr iz'uksa ds mÙkj 10&20 'kCnksa esa nhft, %
(i) baLVsaV eSlst Hkstus ds fy, D;k vko';d gS\
(ii) oaQI;wVj usVodZ dks pykus ds fy, ewy :i ls fdl dh vko';drk iM+rh gS\

4- fuEufyf[kr iz'uksa ds mÙkj 80&100 'kCnksa esa nhft, %
(i) ikWoj IokbUV çstsaVs'ku esa LykbM Vªkaf”k'ku esa vki D;k Mky ldrs gSa\
(ii) eSu dk ç;ksx ,d 'kgj esa fdl çdkj dj ldrs gSa\

5- fuEufyf[kr iz'uksa ds mÙkj 120&150 'kCnksa esa nhft, %
(i) ohfM;ks dkWUçQsaflax ds D;k ykHk gS foLrkj ls crk,¡\
(ii) bZ&xous±l dk eq[; mís'; D;k gS\ bldh LFkkiuk ds varxZr D;k dk;Z vklku gqvk\

foLrkj ls fy[ksaA

mÙkjekyk (ikB 4&6)
1- (i) (x)

(ii) (x)
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2- (i) .in

(ii) oSu

3- (i) eksckby
(ii) rkjksa dh

4- (i) ikWoj IokWb±V çstsaVs'ku esa LykbM Vªkaf”k'ku esa ge lkm.M] le; vkSj LykbM dh xfr dks
fu;fer djds Mky ldrs gSaA

(ii) eSu dk ç;ksx ,d 'kgj ds fofHkUu dk;kZy;ksa vFkok fofHkUu cSadksa ds oaQI;wVj dks vkil
esa tksM+us ds dke vkrk gSA

5- (i) ohfM;ks dkWUçQsaflax ds }kjk ge vyx&vyx txgksa ij jg dj Hkh ,d nwljs ds lkFk
ckrphr dj ldrs gSa o LozzQhu ij ,d nwljs dks ns[k Hkh ldrs gSaA ohfM;ks dkWUizQsaflax
}kjk U;wt pSuyksa ij ykbo [kcjsa fn[kkbZ tkrh gSaA
ohfM;ks dkWUçQsaflax ds }kjk fons'kksa ds MkWDVj nwljs ns'k esa cSBs ejh”k dk bykt rFkk ejh”k
ds lkFk cSBs lg;ksxh MkWDVj dh enn ls bykt Hkh dj ldrs gSaa

(ii) ^bZ&xous±l* dk eq[; mís'; vke turk vkSj ljdkj ds lacaèkksa esa ikjnf'kZrk j[kuk gS
bZ&xous±l LFkkiuk ds varxZr gj ljdkjh ;k xSj ljdkjh laLFkk ds lHkh dk;ks± vkSj
xfrfofèk;ksa dh tkudkjh dh laLFkk dh osclkbV ij Mkyk tkrk gS bl O;oLFkk }kjk ge
lHkh tkudkfj;k¡ vklkuh ls gkfly dj ldrs gSaA
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7

eYVhehfM;k

vkt ge ,sls ifjos'k esa jg jgs gSa tgk¡ rduhd (Technology) dk cgqr vfèkd ç;ksx gks jgk gSA blh
dk ,d fgLlk eYVhehfM;k Hkh gSA eYVhehfM;k dk vFkZ gS ,d ls vfèkd ekè;eksa dk ç;ksxA çk;%
'kCn] èofu rFkk ohfM;ks vkfn ds lfEefyr ç;ksx }kjk fdlh fo"k; dh vfHkO;fDr ;k çLrqfrdj.k dks
eYVhehfM;k ds :i esa tkuk tkrk gSA
eYVhehfM;k dk mi;ksx lcls igys v[kckj esa fd;k x;k ftlesa 'kCnksa ds lkFk&lkFk fp=k vFkok
Nfo;ksa dk Hkh mi;ksx fd;k x;kA fiQj jsfM;ks esa ftls dsoy vkWfM;ks czkWMdkfLVax ds fy, mi;ksx fd;k
x;kA fiQj vk;k Vsyhfotu ftlls fofM;ks dk pyu 'kq: gqvkA blds ckn dk vkfo"dkj Fkk oaQI;wVjA
igys tks oaQI;wVj vk, muesa ,slk laHko ugha FkkA vkt eYVhehfM;k ds ç;ksx }kj ge oaQI;wVj ij dke
djrs le; laxhr Hkh lqu ldrs gSaA bruk gh ugha oaQI;wVj ij fiDpj Hkh ns[k ldrs gSa vkSj ,sfuesfVM
fiDpj cuk Hkh ldrs gSaA

mís';
bl ikB dks i<+us ds ckn vki %
  eYVhehfM;k ds ckjs esa crk ldsaxs_
  eYVhehfM;k ds fofHkUu Vwy dk o.kZu dj ldsaxs_
  eYVhehfM;k ds fy, oaQI;wVj dh t:jh oLrq,¡ vkSj gkMZos;j ds fo"k; crk ldsaxs vkSj
  eYVhehfM;k dh mi;ksfxrkvksa ds ckjs esa tkudkjh izkIr dj ldsaxsA

7-1 eYVhehfM;k ds rÙo
eYVhehfM;k ds eq[;r% ik¡p rÙo ;k ,yhesaV~l gSa&
(d) 'kCn (VsDLV)
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([k) fp=k (best)
(x) vkWfM;ks (JO;)
(?k) ohfM;ks (ǹ';)
(Ä) ,sfues'ku
vkb, buds ckjs esa foLrkj ls tkusaA

(d) 'kCn (VsDLV) % LØhu ij 'kCnksa dks vkd"kZd <ax ls çLrqr fd;k tkrk gS ftlds fy, ge
fofHkUu çdkj ds iQkWUV] LVkby] jax bR;kfn dj ç;ksx djrs gSaA

([k) fp=k % fdlh Hkh oLrq dks tc fdlh fp=k ;k Nfo ds ekè;e ls çLrqr fd;k tkrk gS rks mldk
gekjs efLr"d ij ,d xgjk vlj iM+rk gSA fp=k gkFk ls cukbZ dykÑfr Hkh gks ldrs gSa] dSejs
ls [khaps x, Hkh gks ldrs gSa rFkk oaQI;wVj ls cuk;s vkVZodZ Hkh gks ldrs gSa] ftUgsa eYVhehfM;k
esa bLrseky fd;k tkrk gSA blesa 2-D rFkk 3-D xzkfiQDl Hkh vkrs gSaA

(x) vkWfM;ks % vkWfM;ks esa fdlh dh vkokt] èofu tSls ikuh dh dy&dy dh vkokt ;k cknyksa dh
xM+xM+kgV] rkfy;ksa dh xwat vkfn gks ldrh gSA ;k fdlh ok| ls fudyk laxhr gks ldrk gSA

(?k) ohfM;ks % tks ge fiQYe ds :i esa LØhu ij ns[krs gSa] ohfM;ks dgykrk gSA bldk vFkZ gS
pyfp=k ftlesa èofu dk Hkh ç;ksx gksrk gSA ftl çdkj ge Vh-oh- ij fiQYeksa esa ns[krs gSaA

(Ä) ,suhes'ku % ,uhes'ku ds }kjk ge fdlh Hkh oLrq ds dkVwZu ds ik=k dks pyrk&fiQjrk ;k cksyrk
gqvk ns[krs gSa tSls fd jkek;.k ds ;q¼ esa ck.kksa dks ,d Nksj ls nwljs Nksj ij fn[kk;k ;k fiQj
es?kukn ds jFk dks dHkh cknyksa esa dHkh èkjrh ij ,d LFkku ls nwljs LFkku ij mM+rs gq, fn[kk;k
x;kA ;g fLFkj best~l dks ,d lkFk bruh tYnh ls fn[kk, tkus dh çfØ;k gS ftlls muds pyrs
gq, gksus dk vkHkkl gksrk gSA

7-2 eYVhehfM;k ds fy, mi;ksxh midj.k
eYVhehfM;k ds fy, vko';d U;wure gkMZos;j midj.k tks gekjs oaQI;wVj esa gksus pkfg,] bl çdkj gSa&
(d) gkbZ çkslsflax ikWoj % fdlh Hkh eYVhehfM;k flLVe esa çkslslj Pentium-IV ;k mlls vfèkd

gksuk pkfg, vkSj mldh LihM de ls de 1 GHZ rks gksuh gh pkfg,A
([k) LVksjst vko';drk % lHkh eYVhehfM;k çstsaVs'ku dks dkiQh eseksjh dh vko';drk gksrh gS

yxHkx 120 thch rd fMLd Lisl gksuk pkfg,A blds fy, jSe (RAM) Hkh vfèkd gksuh
pkfg,A
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(x) vkWijsfVax flLVe % eYVhehfM;k flLVe dks ,d ,sls vkWijsfVax flLVe dh vko';drk gksrh
gS ftlls iQkbYl dks vklkuh ls rFkk 'kh?kzrk ls ,Dlsl rFkk çkslsl fd;k tk ldsA vktdy
Windows-7 ;k mlls vkxs ds vkWijsfVax flLVe eYVhehfM;k ds fy, mi;qDr gSaA

(?k) lkmaM ,aM fMLIys dkMZ % vkWfM;ks rFkk ohfM;ks eYVhehfM;k ds vk/kjHkwr ?kVd gSa blfy,
,d vPNk lkmaM vkSj dyj fMLIys dkMZ eYVhehfM;k flLVEl dh vfHkUu vko';drk gSA

(Ä) buiqV rFkk vkmViqV fMokbl % Multimedia ds fy, ,d vPNk jaxhu ekWuhVj] ftldk (24x

or higher) jslksY;w'ku Hkh gkbZ gksuh pkfg, rFkk lhMh jkse Mªkbo] dh&cksMZ] ekml] dyj fçUVj
(300 Mh-ih-vkbZ- ;k vfèkd {kerk)] LdSuj (300 Mh-ih-vkbZ- ;k mlls vfèkd)] ohfM;ks
dSejk] vkWfM;ks rFkk ohfM;ks fjdkMZj] Lihdj rFkk ekbØksiQksu t:jh midj.k gSaA

ikBxr ç'u 7-1
1- fuEufyf[kr okD;ksa esa mi;qDr 'kCn dk iz;ksx djrs gq, [kkyh LFkku Hkfj, %

(ekWfuVj] vkWfM;ks] ohfM;ks] 2D] 3D] v[kckj] eseksjh)
(i) eYVhehfM;k dk ç;ksx lcls igys ---------------------- esa fd;k x;kA
(ii) eYVhehfM;k esa ---------------- vkSj -------------------- xzkfiQDl Hkh vkrs gSaA
(iii) eYVhehfM;k dks dkiQh -------------------- dh vko';drk gksrh gSA
(iv) eYVhehfM;k ds fy, ,d vPNk fMokbl ---------------------- gSA
(v) eYVhehfM;k ds eq[; ?kVd -------------------- vkSj --------------------- gSA

2- ç'uksa ds mÙkj nhft, %
(i) eYVhehfM;k ds ,yhesaVl dkSu&dkSu ls gSa uke crk,¡A
(ii) eYVhehfM;k ds fy, mi;ksxh midj.k dkSu&dkSu ls gSa\
(iii) eYVhehfM;k fdls dgrs gSa\

7-3  eYVhehfM;k dh mi;ksfxrkvksa ds {ks=k
eYVhehfM;k dk iz;ksx dbZ {ks=kksa esa cgqrk;r ls fd;k tkrk gSA ;s gSa&
(d) f'k{kk ds {ks=k esa %

,d vPNs f'k{kd dk mís'; gksrk gS vius fo|kfFkZ;ksa dks vius fo"k; ds ckjs esa lEiw.kZ Kku
miyCèk djkukA dqN fo|kFkhZ ysDpj fof/ ls vPNh rjg le> tkrs gSa ogh dqN ç;ksxksa ds }kjk
le>rs gSa vkSj dqN vkWfM;ks fotqvy rduhd ds }kjkA
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eYVhehfM;k f'k{kd ds fy, ,d cgqmi;ksxh rjhdk gS D;ksafd ge lHkh bl ckr dks ekurs gSa
fd tks dqN Hkh ge viuh vk¡[kksa ls ns[krs gSa mls ge cgqr vklkuh ls le> tkrs gSaA mnkgj.k
ds rkSj ij cPpksa dks dfork ;k igkM+s bR;kfn ckj&ckj nksgjkuk iM+rk gS] ijUrq fiQYe ds xkus
cPpksa dks [kqn&c&[kqn ;kn gks tkrs gSaA blds }kjk f'k{kd viuk fo"k; çstsaVs'ku dh enn ls Hkyh
Hkkafr le>k ldrk gSA vkt ds le; esa f'k{kd dk jksy ,d iQsflfyVsVj ;k lek/ku nsus okyk
;k fiQj xkbM dk gks x;k gSA

fp=k 7-1 % eYVhehfM;k & f'k{kk {ks=k esa

eYVhehfM;k ds }kjk cPps çstsaVs'ku] V~;wVksfj;y] opqZvy oSc] fleqys'ku (vuqdj.k) vkfn ds
tfj, Hkh i<+ ldrs gSaA vktdy vkWu&ykbu dkslZ ds }kjk Hkh ?kj cSBs i<+kbZ djuk laHko gks
ldrk gSA

([k) euksjatu ds {ks=k esa %

eYVhehfM;k CDs ds }kjk cPps 2D, 3D ,D'ku o vU; xsEl [ksyrs gSa tks fd vfèkdrj cPpksa
esa euksjatu dk cgqr cM+k lkèku cu x;k gSA vktdy cPps vius nksLrksa ds lkFk fØdsV]
iqQVckWy] 'krjat oxSjg [ksy ds eSnku ds lkFk&lkFk oaQI;wVj ij ohfM;ks xsEl esa Hkh budh
çfr;ksfxrk djrs gSaA
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vktdy lekpkj esa eYVhehfM;k dk ç;ksx dkiQh c<+ x;k gSA Vh-oh- ds lkFk&lkFk fiQYeksa esa Hkh
bldk pyu dkiQh c<+ x;k gSA VkbVSfud] T;wjSfld ikdZ tSlh fiQYeksa esa tgkt dk Mwcuk ;k fiQj
MkbuklkslZ dk ngkM+uk ;k pyuk vFkok ckgqcyh tSlh Hkkjrh; fiQYesa ,dne vlyh çrhr gksrs
gSa tks fd eYVhehfM;k dh nsu gSA

fp=k 7-2 % eYVhehfM;k & euksjatu {ks=k esa

(x) izf'k{k.k ds {ks=k esa %
vktdy cgqr lh cgqjk"Vªh; dEifu;k¡ vius deZpkfj;ksa ds izf'k{k.k ds fy, dkiQh èku O;;
djrh gSA igys ds le; esa izf'k{k.k ds fy, dqN fo'ks"kKksa dks dEiuh esa cqykrh Fkh ;k fiQj
vius deZpkfj;ksa dks muds ikl Hkstrh Fkh ftlesa dkiQh èkujkf'k yxrh Fkh ijUrq vc ;g dke
eYVhehfM;k dh enn ls viuh gh oaQiuh esa djok;k tk ldrk gSA eYVhehfM;k VwYl ds }kjk
izf'k{k.k çkIr djus okys LVqMsaV fleqys'kUl dh enn ls viuk ewY;kadu Hkh dj ldrs gSaA tSls
NASA tSlh laLFkk vius ,LVªksukWV~l dks ÝykbV oaQVªksy dk izf'k{k.k eYVhehfM;k dh enn ls
djokrh gSA ik;ysV Hkh vlyh gokbZ mM+ku ls igys bls oaQI;wVj ij opqZvy fMokbl }kjk
vH;kl djrs gSaA
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fp=k 7-3 % eYVhehfM;k & Vsªfuax {ks=k esa

(?k) O;olk; ds {ks=k esa %
eYVhehfM;k dk ç;ksx O;olk; ds {ks=k esa lcls vfèkd fd;k tkrk gSA gj O;olk; ds fy,
viuh ckr yksxksa rd igq¡pkuk vfr vko';d gSA

fp=k 7-4 % eYVhehfM;k & O;olk; {ks=k esa
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eYVhehfM;k dh enn ls vius mRikn dks vke turk rd igq¡pkuk cgqr vklku gks x;k gSA blds
}kjk çstsaVs'ku] bySDVªkWfud czkW'kj] okf"kZd fjiksVZ] fo”ku LVsVesaV vkfn dk ç;ksx djds mRiknd
oaQiuh viuh ckr vke turk rd igq¡pk ldrh gS ftlls mudh fcØh esa c<+ksÙkjh gksrh gSA
eYVhehfM;k çstsaVs'ku ds }kjk Jksrkvksa ij vkWfM;ks vkSj ohfM;ks dk ,d xgjk vlj iM+rk gS
ftldh otg ls og ml mRikn dks tYn ls tYn [kjhnus ds fy, ykykf;r gks tkrk gSA
eYVhehfM;k rduhd dh otg ls foKkiu (,MoVkZbftax) cgqr csgrj o vklku gks xbZ gSA
baVjusV ij Hkh çlkj o çpkj djuk eqefdu gks x;k gSA

(Ä) iQS'ku esa eYVhehfM;k %
iQS'ku esa oaQI;wVj dk bLrseky yxHkx 1980 ds igys gh 'kq: gks x;k FkkA fMtkbulZ ds fy,
;g ,d cgqr dkjxj Vwy FkkA vkt oaQI;wVj ds }kjk u fliQZ fM”kkbu cuk, tkrs gSa cfYd i+QSfczd
dk vkMZj djuk] muds fy, foKkiu nsuk rFkk çstsaV'ku ds ekè;e ls fcozQh dks c<+kuk] vkMZj
ysuk rFkk bl lcds fy, yxkrkj laidZ cuk, j[kuk tSls lHkh dke vkt eYVhehfM;k ds
ekè;e ls gh gksrs gSaA
vktdy dbZ çdkj ds lkWÝVos;j miyCèk gSa ftuls fMtkbZfuax cM+h vklkuh ls gks tkrh gS] tSls&
CorelDraw (dksjy MªkW)] Cameo (dSesvks)] Dress Assistant (Mªsl vflLVsaV) vkfn

ikBxr ç'u 7-2

1- fuEufyf[kr okD;ksa esa mi;qDr 'kCn dk iz;ksx djrs gq, [kkyh LFkku Hkfj, %
(2D 3D] ,sD'ku] xsEl)
(i) eYVhehfM;k dk ç;ksx ----------------- ds {ks=k esa vfèkd fd;k x;k gSA
(ii) ------------------------ ,d çdkj dk eYVhehfM;k lkWÝVos;j gSA
(iii) eYVhehfM;k CD ds }kjk cPps -----------------------[ksyrs gSaA

2- ç'uksa ds mÙkj nhft, %
(i) euksjatu ds {ks=k esa eYVhehfM;k dk D;k mi;ksx gS\
(ii) iQS'ku esa oaQI;wVj dk bLrseky dc 'kq: gqvk\
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vkius D;k lh[kk

1- eYVhehfM;k nks 'kCnksa ls cuk gS& eYVh ;kfu cgqr vkSj ehfM;k ;kfu lkèkuA
2- eYVhehfM;k fofHkUu lkèkuksa ds rkyesy dks dgrs gSaA ;s lkèku gSa& VsDLV] fp=k] Nfo]

vkWfM;ks] ohfM;ks rFkk ,uhes'ku vkfnA
3- xzkfiQDl eYVhehfM;k dk ,d egÙoiw.kZ vax gSA bls dbZ :iksa esa bLrseky fd;k tk ldrk

gS tSls fp=k] pkVZ~l ÝykspkVZ] 2D ;k 3D xzkfiQDl vkfnA
4- vkWfM;ks] VsDLV] fp=k] ohfM;ks rFkk ,sfues'ku eYVhehfM;k ds vk/kjHkwr ?kVd gSA
5- eYVhehfM;k dk mi;ksx fofHkUu {ks=kksa esa fd;k tkrk gSA tSls& euksjatu] f'k{kk] Vsªfuax]

O;olk;] ekdsZfVax] iQS'ku bR;kfnA

vkb, djds ns[ksa

VsDLV] vkWfM;ks] ohfM;ks vkSj xzkfiQDl dk ç;ksx djds ,d çstsaVs'ku cuk,aA

ikBkUr ç'u
1- lgh fodYi pqfu, %

(i) buesa ls dkSu lk eYVhehfM;k dk fodYi ugha gSA
(d) VsDLV
([k) vkWfM;ks
(x) best
(?k) baVjusV

(ii) eYVhehfM;k ds fy, de&ls&de fdruk fMLd Lisl gksuk pkfg,A
(d) 120 th-ch-
([k) 50 th-ch-
(x) 100 th-ch-
(?k) 10 th-ch-
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(iii) buesa ls dkSu lk eYVhehfM;k dWEiksusaV ugha gSA

(d) lkm.M dkMZ

([k) LdSuj

(x) fMLIys dkMZ

(?k) f'k{kk

(iv) buesa ls dkSu eYVhehfM;k dk egÙoiw.kZ vax gSA

(d) xzkfiQDl

([k) ekWuhVj

(x) lkmaM dkMZ

(?k) fn, x, lHkh

2- fuEufyf[kr okD;ksa esa mi;qDr 'kCn dk iz;ksx djrs gq, [kkyh LFkku Hkfj, %

(,uhes'ku] eYVhehfM;k] xzkfiQDl] eYVhehfM;k] f'k{kk @ euksjatu @ Vsªfuax)

(i) ------------------------------- fofHkUu lkèkuksa ds rkyesy dks dgrs gSaA

(ii) ---------------------- eYVhehfM;k ,d egÙoiw.kZ vax gS bls dbZ :iksa tSls fp=k] pkVZ vkfn esa
bLrseky fd;k tkrk gSA

(iii) eYVhehfM;k esa vk/kjHkwr ?kVd fp=k] VsDLV vkWfM;ks] ohfM;ks rFkk ----------------------- gSA

(iv) eYVhehfM;k dk mi;ksx --------------------------- ds {ks=k esa fd;k tkrk gSA

(v) foKkiu (,MoVkZbftax) ------------------------------------- VDuksyksth dh otg ls cgqr vfèkd
csgrj gks x;k gSA

3- ç'uksa ds mÙkj nhft, %
(i) eYVhehfM;k fdls dgrs gSa\
(ii) eYVhehfM;k dk ç;ksx dgk¡&dgk¡ gksrk gS\
(iii) eYVhehfM;k ds lkèkuksa ds uke fy[kksA
(iv) eYVhehfM;k f'k{kk ds {ks=k esa fdl dke vkrk gS\
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 mÙkjekyk
ikBxr ç'uksa ds mÙkj
7-1
1- (i) v[kckj

(ii) 2D, 3D

(iii) eseksjh

(iv) ekWuhVj

(v) vkWfM;ks@ohfM;ks

2- (i) eYVhehfM;k ds ,syhesaVl fuEu çdkj gSa %

(d) VsDLV

([k) best

(x) vkWfM;ks

(?k) fofM;ks

(Ä) ,sfues'ku

(ii) eYVhehfM;k ds fy, mi;ksxh midj.k fuEu çdkj gSa %

(d) gkbZ çkslsflax ikoj

([k) LVksjst {kerk

(x) vkWijsfVax flLVe

(?k) lkmaM ,oa fMLIys dkMZ

(Ä) buiqV vkSj vkmViqV fMokbl

(iii) eYVhehfM;k dk vFkZ gS ,d ls vfèkd ekè;eksa dk ç;ksxA çk;% VsDLV] èofu rFkk
ohfM;ks vkfn ds lfEefyr ç;ksx }kjk fdlh fo"k; dh vfHkO;fDr ;k çLrqrhdj.k ds
:i esa tkuk tkrk gSA
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7-2
1- (i) O;olk;

(ii) dksjy MªkW
(iii) 2D, 3D ,sD'ku xsEl

2- (i) euksjatu ds {ks=k esa eYVhehfM;k dk ç;ksx dkiQh c<+ x;k gSA cPps lh-Mh- ds }kjk 2D,

3D xsEl [ksyrs gSaA
(ii) iQS'ku ds {ks=k esa oaQI;wVj dk bLrseky 1980 esa gqvkA

ikBkar ç'uksa ds mÙkj
1- (i) (?k)

(ii) (d)
(iii) (?k)
(iv) (?k)

2- (i) eYVhehfM;k
(ii) xzkfiQDl
(iii) ,uhes'ku
(iv) f'k{kk@euksjatu@Vªsfuax
(v) eYVhehfM;k

3- (i) eYVhehfM;k nks 'kCnksa ls cuk gS eYVh ;kfu cgqr lkjs rFkk ^ehfM;k* ;kfu lkèku tSls
fp=k] vkWfM;ks] fofM;ks bR;kfnA

(ii) eYVhehfM;k dk ç;ksx dkiQh {ks=kksa esa gS ftuesa ls dqN bl çdkj gS

(d) f'k{kk ds {ks=k esa

([k) O;olk; ds {ks=k esa

(x) euksjatu ds {ks=k esa

(?k) iQS'ku ds {ks=k esa
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(iii) eYVhehfM;k ds dqN lkèku bl çdkj gSa

(d) gkbZ çkslsflax ikoj

([k) LVksjst

(x) vkWijsfVax flLVe

(?k) buiqV rFkk vkmViqV fMokbl

(iv) eYVhehfM;k f'k{kk ds {ks=k esa cgqr dke vkrk gSA eYVhehfM;k f'k{kd ds fy, cgqr
mi;ksxh gSA eYVhehfM;k dk iz;ksx cPpksa dks izstsaVs'ku fn[kkus esa gksrk gSA
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8

baVjusV cSafdax

Hkkjr ,d fodkl'khy ns'k gS vkSj dgrs gSa fd fodkl ;fn lok±xh.k u gks] eryc lHkh {ks=k esa u gks
rks og fodkl lkFkZd ugha gks ikrkA fdlus lkspk Fkk fd oaQI;wVj (,d NksVh lh e'khu) Hkh gekjs
fodkl esa vge Hkwfedk fuHkk,axsA ,d e'khu vkSj gtkjksa dke] vc rks ;g gekjs thou dk vfHkUu vax
cu x;k gSA ,slk gksuk LokHkkfod Hkh gS tc fctyh] ikuh] f'k{kk] vLirky] cSad] jsy] O;kikj lHkh
txg oaQI;wVj gh eq[; gks x;k gSA
vki tkurs gSa fd oaQI;wVj dh igq¡p vusd {ks=kksa esa gSA bl ikB esa vkb, ge oaQI;wVj ls dh tkus okyh
cSafoaQx ;k bZ&cSafoaQx ds fofHkUu igyqvksa dk vè;;u djrs gSaA ;g rks ge tkurs gh gSa fd fdlh Hkh
dke dks djus ds fy, gesa vyx&vyx txgksa ij tkuk iM+rk gSA tSls& fctyh ds fcy tek djus ds
fy, fctyh ds nÝrj esa] ikuh dk fcy tek djus ds fy, ikuh ds nÝrj esa tkdj ?kaVks ykbu esa yxdj
fcy tek gksrk gSA fiQj ge lksprs gSa fd ,slh Hkh dksbZ lqfoèkk gksuh pkfg, ftlls ge ?kj cSBs Hkh bu
dkeksa dks dj ldsaA rks Bhd gS vc lkspuk NksfM+, D;ksafd bZ&cSafoaQx ds ekè;e ls vc ;s lHkh dke
?kj cSB dj ldsaxsA bl çdkj ge viuk le; Hkh cpk ldsaxs vkSj ijs'kku Hkh ugha gksuk iM+sxkA

mís';

 bl ikB dks i<+us ds ckn vki%
 bZ&cSafoaQx dk vFkZ Li"V dj ldsaxs_
 bZ&cSafoaQx ds çdkj crk ldsaxs_
 bZ&cSafoaQx dh lqfoèkkvksa dh lwph cuk ldsaxs_
 bZ&cSafoaQx esa lkoèkkfu;ksa dks Li"V dj ldsaxs_
 fodkl ,oa O;kikj esa bZ&cSafoaQx ds ;ksxnku dks crk ldsaxsA
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8-1 bZ&cSafoaQx D;k gS\
bZ&cSafoaQx dk vFkZ gS bySDVªkWfud cSafoaQxA bls baVjusV cSafoaQx ds uke ls Hkh tkuk tkrk gSA bl lqfoèkk dks
cSad }kjk gh fu;af=kr fd;k tkrk gSA blds fy, fdlh Hkh cSad esa [kkrk gksuk vko';d gSA cSad gekjs
[kkrs dks gh vkWuykbu dj nsrk gSA bl lqfoèkk ds }kjk ge oks lkjs dke dj ldrs gSa ftlds fy, gesa
cSad tkus dh t:jr iM+rh gSA tSls [kkrs esa cSysal psd djuk] fiQDlM fMikWftV djuk] iSlk VªkaliQj
djuk vkfnA dke dh ckr ;g gS fd cSad can jgus ij Hkh buesa ls dbZ dke fd, tk ldrs gSaA
bZ&cSafoaQx lqfoèkk çkIr djus ds fy, vius cSad esa tkdj vkosnu djuk iM+rk gSA cSad dh 'kk[kk esa ,d
deZpkjh fu;qDr gksrk gS tks bZ&cSafoaQx lacaèkh lqfoèkk vkSj lgk;rk çnku djrk gSA
bl ikB esa ge mnkgj.k ds fy, vxj gesa LVsV cSad dh bZ&cSafoaQx lqfoèkk iz;ksx djuh gS rks gesa baVjusV
cSafoaQx ds ckjs esa ckr djsaxsA Hkkjrh; LVsV cSad dh bZ&cSafoaQx lkbV [kksyus ds fy, www.onlinesbi.com
,sMªsl ckj esa Vkbi djsaxs rks gekjs lkeus Hkkjrh; LVsV cSad dh cSafdx osclkbV [kqy tk,xhA ;gk¡ ge fgUnh
fodYi dks Hkh pqu ldrs gSaA bl çdkj LVsV cSad dh lkbV gekjs lkeus vaxzsth Hkk"kk esa [kqysxh vkSj uhps
n'kkZ, x, fp=k la[;k 8-1 dh rjg fn[kkbZ nsxhA

fp=k 8-1 % bZ&cSafoaQx osclkbV

8-2 bZ&cSafoaQx ds çdkj %
bZ&cSafoaQx nks çdkj dh gksrh gS& (1) dkWiksZjsV cSafoaQx (2) O;fDrxr cSafoaQx tSlk fd mQij fn, fp=k
esa Hkh ns[kk tk ldrk gSA vkb, vc ge buds ckjs esa foLrkj ls i<+saxsA
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(d) dkWiksZjsV cSafoaQx % ;g lqfoèkk fdlh laLFkk ;k oaQiuh dks nh tkrh gSA blesa oaQiuh ds ,d ;k
dbZ vfèkdkfj;ksa dks 'kkfey fd;k tkrk gS vkSj mUgsa cSad ds [kkrs dks vkWuykbu fu;af=kr djus
ds fy, vyx&vyx dkWiksZjsV ;w”kj vkbZ&Mh nh tkrh gSaA bZ&cSafoaQx dk ç;ksx djus ds fy, gesa
viuh czkap }kjk çnku fd;k x;k ;w”kj use vkSj ikloMZ ;kn j[kuk gksrk gS vkSj mls xqIr j[kuk
gksrk gSA

([k) fjVsy cSafoaQx % ;g lqfoèkk Hkh dkWiksZjsV ;w”kj dh rjg gh gksrh gS ysfdu ;g fliQZ ,d gh
O;fDr dks çnku dh tkrh gSA blesa Hkh O;fDr dks vius cSad ls ;w”kj use vkSj ikloMZ ysuk
gksrk gSA lk>s [kkrs esa lHkh [kkrkèkkjdksa dks ;w”kj vkbZ&Mh feyrh gSA
vkb,] vc ge ns[ksa fd bls iz;ksx dSls djrs gSaA ge LVsV cSad dh osclkbV ij fjVsy ;w”kj pqusaxs
;k ml ij fDyd djsaxs rks fp=k la[;k 8-2 dh rjg foUMks [kqysxhA

fp=k 8-2 % bZ&cSafoaQx

bl foUMks esa dbZ rjg dh lwpuk ,oa lkoèkkfu;k¡ nh gksrh gSa ftUgsa bZ&cSafoaQx dk ç;ksx djus ls
igys tkuuk t:jh gksrk gSA bl çdkj tc ge budh tkudkfj;ksa dks i<+dj lqfuf'pr dj ysa
rc gesa ykWx bu cVu ij fDyd djuk gksxkA bl çdkj fp=k la[;k 8-3 dh rjg nwljh foUMks
[kqysxh ftlesa gesa ;w”kj use vkSj ikloMZ fy[kus ds fy, dgk tk,xkA
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fp=k 8-3 % ykWx&bu

vc gesa cSad }kjk çnku fd, x, ;w”kj use vkSj ikloMZ dks fy[kuk gksxk vkSj fiQj ykWxbu cVu
ij fDyd djuk gksxkA ;gk¡ ge mnkgj.k ds rkSj ij ,d dkYifud ;w”kj use vkSj ikloMZ fy[k
jgs gSaA ;w”kj use vkSj ikloMZ fy[kus ij ;w”kj use rks lgh fn[kkbZ iM+sxk ysfdu ikloMZ NksVs&NksVs
fcUnqvksa ds :i esa cny tk,xk rks ?kcjkb, ugha] ,slk gekjs [kkrs dh lqj{kk dks lqfuf'pr djus
ds fy, gksrk gSA bl çdkj gekjs lkFk cSBk O;fDr Hkh bls i<+ ugha ldrkA
fn, x, fp=k la[;k 8-3 esa ikloMZ dk cnyk gqvk :i ns[k ldrs gSaA

fp=k 8-4 % [kkrs dk fooj.k

xxxxxxxxxx624
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vc ge ykWxbu cVu ij fDyd djsaxsA ;fn geus viuk ;w”kj use vkSj ikloMZ lgh fy[kk gksxk
rks ge vius [kkrs dks [kksy ik,axsa vU;Fkk gesa nksckjk ;w”kj use vkSj ikloMZ Mkyus ds fy, eSlst
fn[kkbZ nsxkA vxj geus lgh lwpuk Hkjh gks rks gekjs lkeus fp=k la[;k 8-4 dh rjg foUMks [kqysxh
tks gekjs [kkrs dk fooj.k vkSj [kkrs ls lacafèkr vU; tkudkfj;k¡ çnku djsxhA

ikBxr ç'u 8-1
1- fuEufyf[kr okD;ksa esa mi;qDr 'kCnksa dk iz;ksx djrs gq, [kkyh LFkku Hkfj, %

(bysDVªkWfud cSafoaQx] dkWiksZjsV cSafoaQx] fjVsy cSafoaQx] fMekaM MªkÝV] ;wtj vkbZ-Mh-)
(i) cSad ds [kkrs dks vkWuykbu fu;af=kr djus ds fy, vyx&vyx dkWiksZjsV ---------------------

nh tkrh gSA
(ii) bZ&cSafoaQx dk vFkZ gS ----------------------------------
(iii) bZ&cSafoaQx }kjk ------------------------------- ds fy, vkosnu dj ldrs gSaA
(iv) bZ&cSafoaQx nks izdkj dh gksrh gS -------------------------] -------------------------

8-3 bZ&cSafoaQx esa lkoèkkfu;k¡
bl çdkj ge fn, x, fp=k la[;k 8-4 esa ns[ksaxs fd gekjs [kkrs ls lacafèkr dbZ tkudkfj;k¡ miyCèk gSa
tks fd igys czkap esa tkdj çkIr gksrh FkhA ysfdu bruk gh ugha dqN vkSj Hkh tkuuk ckdh jg x;k gS
og gS bZ&cSafoaQx dk ç;ksx djrs le; cjrh tkus okyh lko/kfu;k¡A
1- viuk eksckby uEcj vkSj bZ&esy vius cSad esa ntZ djk,¡ rkfd gesa gekjs [kkrs esa gksus okys

ysu&nsu dh lwpuk feyrh jgsA ,slk blfy, Hkh fd ;fn dksbZ O;fDr gekjk ;w”kj vkbZ&Mh vkSj
ikloMZ pksjh dj ys rks Hkh gesa lans'k ls lwpuk fey tk,xhA

2- fiQf'kax ds vkØe.k ls cpsa tks fd bZ&esy ;k eSlst }kjk gekjs vkSj gekjs [kkrs ds ckjs esa lwpuk
ek¡xus dk rjhdk gSA

3- fdlh ykWVjh ;k buke lacaèkh bZ&esy ls Hkh cpuk pkfg,A mUgsa vius cSad ds [kkrs ls lacafèkr
tkudkjh dHkh ugha nsuk pkfg,A

4- vius oaQI;wVj ;k ySiVkWi esa ,aVh&ok;jl Mkysa vkSj viMsV djds j[ksaA
5- fdlh cSad ;k laLFkk ds uke ls vkus okyh esy ;fn lafnXèk yxs rks mls u [kksysa vkSj iQkSju

fMyhV dj nsaA
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8-4 bZ&cSafoaQx dh lqfoèkk,¡
1- [kkrs dk fooj.k % bZ&cSafoaQx }kjk ge vius [kkrs esa gksus okys ysu&nsu dk fooj.k fcuk cSad

esa x, ?kj cSBs fdlh Hkh le; çkIr dj ldrs gSaA
2- ,u-bZ-,iQ-Vh- (NEFT) % bldk vFkZ gS us'kuy bySDVªkWfud iQUM VªkaliQj tks fdlh O;fDr]

iQeZ] vFkok laLFkk dks cSad dh ,d 'kk[kk ls fdlh nwljs cSad esa [kkrk èkkjd ds [kkrs esa #i;s
Hkstus dh lqfoèkk çnku djrk gSA mnkgj.k ds rkSj ij ;fn gekjk [kkrk LVsV cSad esa gS vkSj vius
lacaèkh ds [kkrs esa #i;s Hkstus gSa ftldk [kkrk iatkc us'kuy cSad esa gS rks bl lqfoèkk }kjk ;g
dke vklkuh ls gks ldrk gSA

3- vkj-Vh-th-,l- (RTGS) % ;g ç.kkyh Hkh ,u-bZ-,iQ-Vh- dh rjg gh dke djrk gSA iQdZ bruk
gS fd ;g cM+s ewY; dh jkf'k;ksa ds ysu&nsu ds fy, gSA vkj-Vh-th-,l- ls ysu&nsu dh jde de
ls de nks yk[k #i;s gSA blds fy, cSad ,d 'kqYd ysrk gS tks ik¡p yk[k #i;s rd Hkstus ij
30 #i;s gksrk gSA

4- bZ&fiQDLM fMikWftV % bl lqfoèkk ds }kjk ge vius [kkrs ds cSysal dk dqN fgLlk lkofèk tek
;k fiQDLM fMikWftV dj ldrs gSaA ftlds fy, cSad tkus dh vko';drk ugha gSA

5- fMekaM MªkÝV % bZ&cSafoaQx }kjk fMekaM MªkÝV ds fy, Hkh vkosnu dj ldrs gSaA blds fy, tks
iQkWeZ ge czkap esa tkdj Hkjrs gSa mlh rjg dh lwpuk vkWuykbu Hkjuh iM+rh gS vkSj czkap ls MªkÝV
ys ldrs gSaA

6- vkWuykbu isesaV % bZ&cSafoaQx dh lqfoèkk ls ge fctyh] ikuh dk fcy] ØsfMV dkMZ dk Hkqxrku
;k fiQj dqN [kjhnuk gks bu lHkh dk Hkqxrku dj ldrs gSaA

8-5 fodkl ,oa O;kikj esa bZ&cSafoaQx dk ;ksxnku
;g ckr rks r; gS fd fodkl pkgs O;fDr ls lacafèkr gks] lekt ls lacafèkr gks ;k fiQj O;kikj ls] #i;k
vge Hkwfedk fuHkk jgk gSA vc rd #i;s dk ysu&nsu O;fDrxr rkSj ij gks jgk Fkk vkSj gks Hkh jgk gS
ysfdu dbZ ckj O;fDrxr :i ls ;g laHko ugha gksrkA bls ge ,d mnkgj.k ls le>rs gSaA

iksLV vkWfiQl vkSj Mkfd;k ;s rks cgqr iqjkus 'kCn gSa vkSj euhvkWMZj Hkh] th gk¡ euhvkWMZj] ;gh rks iSls
ykrk gSA ;fn gekjk dksbZ lacaèkh 'kgj esa gks vkSj ge xkao esa jgrs gSa rks og gesa euhvkWMZj Hkst nsrs gSa
ysfdu dbZ ckj euhvkWMZj esa gÝrksa yx tkrs gSaA bl leL;k dks [kRe djus dk ,d u;k mik; ljdkj
us fudkyk baLVsaV euhvkWMZj  (Money Order) blls dqN ?kaVksa esa gh ge nwljs }kjk Hksts x;s #i;s vius
utnhdh iksLV vkWfiQl ls çkIr dj ldrs gSaA
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nwljh vksj bZ&cSafoaQx esa nksuksa O;fDr;ksa] eryc iSlk Hkstus okys ,oa çkIr djus okys ds ikl cSad esa [kkrk
gksuk pkfg, vkSj iSlk Hkstus okys O;fDr ds ikl bZ&cSafoaQx dh lqfoèkk gksuh pkfg,A

blh çdkj gekjs O;kikj ds dk;ks± esa Hkh bZ&cSafoaQx }kjk fcuk dgha x, #i;s VªkaliQj fd, tkrs gSa] Hkqxrku
fd;k tkrk gS ,oa #i;s çkIr fd;s tkrs gSaA

ikBxr ç'u 8-2
1- fuEufyf[kr okD;ksa esa fn, x, [kkyh LFkku esa mi;qDr 'kCnksa dk iz;ksx djrs gq, Hkfj, %

(vklku] ,u-bZ-,iQ-Vh-] bZ&cSafoaQx)
(i) ---------------------------- dk bLrseky gesa lko/kuh iwoZd djuk pkfg,A
(ii) bZ&cSafoaQx ls gekjs lHkh dk;Z --------------------------------- gksrs gSaA
(iii) vkj-Vh-th-,l- ---------------------------------- dh rjg gh dke djrh gSA

 vkius D;k lh[kk

 bZ&cSafoaQx ls vkt gekjs cgqr lkjs dke cgqr ljy gks x;s gSA

 bZ&cSafoaQx ds }kjk dkWiksZjsV cSafoaQx ,oa fjVsy cSafoaQx ;w”kj nksuksa gh vius&vius [kkrksa dks
vkWuykbu fu;af=kr djrs gSaA

 bZ&cSafoaQx dk bLrseky gesa cgqr lkoèkkuhiwoZd djuk pkfg, vU;Fkk dqN 'kjkjrh rÙo fi+Qf'kax
ds }kjk gekjs iSlksa dk uqdlku dj ldrs gSaA

 bZ&cSafoaQx ds }kjk ge ?kj cSBs vius [kkrs dk fooj.k çkIr dj ldrs gSa] jsyos] gokbZ tgkt
;k clksa ds fVdV Hkh çkIr (cqd) dj ldrs gSaA

 bZ&cSafoaQx vkt gekjs O;olk; o ns'k ds fodkl esa egÙoiw.kZ Hkwfedk fuHkk jgk gSA

vkb, djds ns[ksa

vius cSad dh utnhdh 'kk[kk esa vFkok tgk¡ vkidk [kkrk gS ogk¡ tkdj baVjusV cSafoaQx ds fy,
vkosnu djsaA ogk¡ mifLFkr xzkgd lsok vfèkdkjh ls blds ç;ksx ds ckjs esa tkusaA
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ikBkUr ç'u
1- baVjusV cSafoaQx ls vki D;k le>rs gSa\

2- bZ&cSafoaQx ls gesa D;k ykHk gSa\

3- bZ&cSafoaQx fdrus çdkj ds gksrs gSa\

4- bZ&cSafoaQx ds }kjk yh tkus okyh dqN lqfoèkkvksa ds ckjs esa crkb;sA

5- fodkl ,oa O;kikj esa bZ&cSafoaQx ds ;ksxnku ds ckjs esa crk,¡A

6- fjVsy ;w”kj ,oa dkWiksZjsV cSafoaQx esa D;k varj gS\

7- fuEufyf[kr okD;ksa esa mi;qDr 'kCn pqudj [kkyh LFkku Hkfj, %

(fjVsy] nks yk[k] bySDVªkfud cSafoaQx] ,u-bZ-,iQ-Vh-)

(i) bZ&cSafoaQx dk iwjk uke -------------------- gSA

(ii) -------------------- cSafoaQx esa ,d gh ;w”kj gksrk gSA

(iii) -------------------- ds }kjk ge ,d cSad ls nwljs cSad esa iSls tek dj ldrs gSaA

(iv) vkj-Vh-th-,l- ç.kkyh ds }kjk de ls de ----------------------- :i;s dk ysu&nsu gksrk gSA

8- lgh () vFkok xyr () dk fu'kku yxk,¡ %
(i) bZ&cSafoaQx ls ge dksbZ Hkh fcy tek djk ldrs gSaA (  )
(ii) bZ&cSafoaQx ls ge cSad can gksus ds ckotwn iSls dk ysu&nsu dj ldrs gSaA (  )
(iii) fjVsy cSafoaQx esa ge ,d ls vfèkd yksxksa dk [kkrk [kksy ldrs gSaA (  )
(iv) vkj-Vh-th-,l- ç.kkyh ls iSls Hkstus ij dksbZ 'kqYd ugha yxrkA (  )
(v) baLVsaV euhvkWMZj ls iSls Hkstus esa gÝrksa yx tkrs gSaA (  )

 mÙkjekyk
ikBxr ç'uksa ds mÙkj
8-1
1- (i) ;w”kj vkbZ&MhA
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(ii) bySDVªkWfud cSafoaQxA

(iii) fMekaM MªkÝVA

(iv) dkWiksZjsV cSafoaQx] fjVsy cSafoaQxA

8-2
1- (i) bZ&cSafoaQx

(ii) vklku

(iii) ,u-bZ-,iQ-Vh-

ikBkar ç'uksa ds mÙkj
1- baVjusV ds }kjk vius cSad [kkrs dh tkudkjh vkSj ysu&nsu djuk] baVjusV cSafoaQx dgykrk gSA

2- bZ&cSafoaQx esa gesa vius cSad [kkrs esa tek jkf'k psd djuk] iSls VªkaliQj djuk] fiQDLM fMikWftV
djus vkfn dh lqfoèkk,a miyCèk gksrh gSaA

3- bZ&cSafoaQx nks çdkj dh gksrh gSa&

1- fjVsy cSafoaQx ,oa

2- dkWiksZjsV cSafoaQx

4- bZ&cSafoaQx ds }kjk ge ?kj cSBs fctyh dk fcy] VsfyiQksu dk fcy] ikuh dk fcy] jsyos fVdV]
gokbZ tgkt dk fVdV bR;kfn cqd dj ldrs gSaA

5- bZ&cSafoaQx ds }kjk ge ?kj cSBs lkekuksa dh [kjhn ,oa fcØh dj ldrs gSa] baLVsaV euh vkWMZj ls dqN
gh le; esa iSls Hkst ldrs gSaA blls le; vkSj èku dh cpr gksrh gSA tks fodkl ,oa O;kikj
esa dkiQh ykHknk;d gSA

6- fjVsy cSafoaQx ds }kjk fdlh ,d O;fDr dk [kkrk [kqyrk gS ,oa dkWiksZjsV cSafoaQx esa fdlh oaQiuh
ds ,d ;k dbZ vfèkdkfj;ksa dks 'kkfey fd;k tkrk gSA

7- (i) bySDVªkWfud cSafoaQx

(ii) fjVsy

(iii) ,u-bZ-,iQ-Vh-
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(iv) nks yk[k

8- (i) ()

(ii) ()

(iii) ()

(iv) ()

(v) ()
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9

oaQI;wVj ds {ks=k esa ukSdjh ds volj

tc igyh ckj gekjs ns'k esa oaQI;wVj vk;k rks ;g Hkze yxk fd budh otg ls ns'k esa cgqr ls yksx csdkj
gks tk;asxsA dqN yksxksa us lkspk oaQI;wVj dh lgk;rk ls dbZ yksxksa dk dke fd;k tk ldrk gS] vr% laHko
gS fd csjkstxkjh c<+ tk,A dqN yksxksa ds fojksèk ds ckotwn bldk foLrkj vkSj ç;ksx c<+us yxkA fofHkUu
{ks=kksa ds dk;kZy;ksa esa tc bldk bLrseky 'kq: gqvk rks lcdks yxus yxk fd oaQI;wVj rks gekjs dke esa
cgqr ykHknk;d gS vkSj bl rjg ls gj {ks=k esa oaQI;wVj dk bLrseky c<+rk pyk x;k vkSj blls jkstxkj
ds volj Hkh c<+us yxs vkSj vc rks buds fcuk dk;kZy;ksa esa dke djuk eqf'dy yxus yxk gSA vc
gekjs ns'k esa Hkh oaQI;wVj dk fuekZ.k gksus yxk gSA blls gtkjksa dh la[;k esa u;s&u;s m|ksxksa dh LFkkiuk
gks jgh gSA

mís';

 bl ikB dks i<+us ds ckn vki %
  oaQI;wVj ds {ks=k esa ukSdjh ds volj dgk¡&dgk¡ miyCèk gS tku ldsaxs_
  oaQI;wVj ds lh[kus ls fdu&fdu {ks=kksa esa ukSdjh feyuk lEHko gS ;g tku ldsaxs vkSj
  oaQI;wVj dh lgk;rk ls ge ukSdjh ikus ds rjhds lh[k ldsaxsA

9-1  oaQI;wVj ds {ks=k esa ukSdjh ds volj

vkt ds ;qx esa dk;kZy;ksa esa yxHkx lkjk dke oaQI;wVj us ys fy;k gSA ftlds fy, oaQI;wVj ds tkudkj
dh t:jr iM+rh gSA [kkldj ds mu {ks=kksa esa ftlesa dke dh vfèkdrk gS tSls fd &
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 cSafoaQx ds {ks=k esa & cSad ds {ks=k esa oaQI;wVj dk bLrseky xzkgdksa ds [kkrksa dks laHkkyus esa gksrk
gSA

 dk;kZy;ksa esa iqjkuk vkSj u;k fjdkMZ j[kus ds fy, oaQI;wVj dk bLrseky t:jh gS D;ksafd blesa
;s fjdkMZ lqjf{kr jgrk gSA

 dksVZ&dgpfj;ksa esa & odhy vkSj tt viuk fjdkWMZ LVksj djus ds fy, oaQI;wVj dk bLrseky
djrs gSaA

 [ksrh dk fodkl & fdlkuksa }kjk oaQI;wVj dk mi;ksx mudh iQly dh xq.kork] cht dk lgh
j[k&j[kko vkSj mUur fdLeksa ds ckjs esa tkudkjh çkIr djus esa gksrk gSA

 i<+us&fy[kus dk dke & oaQI;wVj dk mi;ksx f'k{kk ds {ks=k esa ,d Økafrdkjh dne lkfcr gqvk
gS D;ksafd fo|kFkhZ oaQI;wVj dh enn ls vius dk;Z dj jgs gSa tSls fd ikB fy[kuk] cukuk] lwpuk
çkIr djuk bR;kfnA

 fofHkUu laLFkkuksa esa oaQI;wVj dk mi;ksx muds nLrkostksa dks j[kus] muds vknku&çnku djus vkSj
muds bLrseky djus esa vge Hkwfedk fuHkk jgs gSaA

 oaQI;wVj dk mi;ksx lwpuk dk vknku&çnku djus esa vge Hkwfedk fuHkk jgs gSaA

 nqfu;k esa fdlh Hkh fo"k;&oLrq dk Kku çkIr djus ds fy, ge oaQI;wVj dk bLrseky dj ldrs gSaA

 vLirkyksa esa ejh”kksa ds fjdkWMZ j[kus ds fy, oaQI;wVj dk bLrseky fd;k tkrk gSA

 Ldwyksa esa fo|kfFkZ;ksa dk fjdkMZ j[kus ds fy, oaQI;wVj dk bLrseky fd;k tkrk gSA cPpksa dks
oaQI;wVj dk Kku nsus ds fy, vè;kid dh fu;qfDr dh tkrh gS vkSj oaQI;wVj ij dke djus okys
dh fu;qfDr Hkh dh tkrh gSA

9-2  oaQI;wVj ds Kku ls ukSdjh <w¡<uk

vxj vkidks oaQI;wVj dk Kku gS rks vki bldh enn ls ukSdjh <w¡< ldrs gSaA vktdy fofHkUu dk;kZy;ksa
vkSj oaQifu;ksa dh viuh osclkbV gSA ge mudh osclkbV ij tkdj ;g ekywe dj ldrs gS fd gekjh
;ksX;rk fdl in ds fy, lgh gS vkSj mudks çkFkZuk i=k fy[kdj mlds fy, vkosnu dj ldrs gSaA dbZ
ckj vkosnu i=k osclkbV ij Hkh miyCèk gksrs gSa rks oaQI;wVj ij gh Hkjdj bZ&esy ls Hkst ldrs gSaA blds
vykok Hkh dbZ rjhds gSa tSls fd &
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 jkstxkj dsUæ (Employment Exchange) & vktdy ge viuh ;ksX;rk ds vuqlkj viuk uke
jftLVj djok ldrs gSa ftlls gesa jftLVªs'ku uEcj feyrk gS tks fd ukSdjh esa crkuk iM+rk gSA
jkstxkj dsUnz ukSdjh dh fjfDr;ksa dh lwpuk Hkh nsrk gSA

 jkstxkj dsUæ esa viuk uke nsus ds ckn ge oaQI;wVj dh lgk;rk ls dbZ ukSdjh ikus okyh osclkbV
ij tkdj Hkh ukSdjh ds fy, vkosnu dj ldrs gSaA gekjs cuk, x, bZ&esy ij Hkh dbZ dEiuh
gesa ukSdjh dh lwpuk Hkstrh gSA

 Vh-oh- pSuy ij Hkh ukSdjh ds volj tku ldrs gSaA

 cgqr ls lekpkj i=kksa esa Hkh ukSdjh ds volj feyrs gSaA jkstxkj lekpkj vkSj vU; lekpkj i=k
Hkh fujUrj varjky esa fjfDr;ksa ds ckjs esa lwpuk miyC/ djkrs gSaA

oaQI;wVj dk Kku ge fdlh Hkh mez esa ys ldrs gSa blds fy, dsoy gesa Hkk"kk dks fy[kuk vkSj i<+uk
vkuk pkfg,A cgqr ls yksx ;s le>rs gSa fd dsoy T;knk i<+s&fy[ks yksx gh oaQI;wVj dk Kku ys ldrs
gSa tcfd ,slk ugha gSA ;s rks ,d ,slk lkèku gS fd ftlls de f'kf{kr O;fDr Hkh viuh thfodk dk
lkèku cuk ldrs gSaA bldks lh[k ysus ds ckn ukSdjh Hkh dj ldrs gSa tSls fd & oaQI;wVj vkWijsVj] lkbcj
dSiQs] fçafVax çsl] fcfyax DydZ bR;kfnA

ikBxr ç'u 9-1

1- fuEufyf[kr okD;ksa esa mi;qDr 'kCnksa dk pqudj [kkyh LFkku Hkfj, %

(t:jh] oaQI;wVj] ukSdjh] fjdkWMZ)

(i) vktdy cSadksa dk lkjk dke -------------------- dh lgk;rk ls gksrk gSA

(ii) f'k{kk ds {ks=k esa oaQI;wVj dk Kku çkIr djuk -------------------------- gSA

(iii) Ldwyksa esa fo|kfFkZ;ksa dk -------------------- j[kus ds fy, oaQI;wVj dk bLrseky fd;k tkrk gSA

(iv) oaQI;wVj ds vkus ls -------------------------- c<+h gSA

2- fdUgha nks lkèkuksa dk uke crkb;s ftlds tfj;s ge ukSdjh ds ckjs esa irk dj ldrs gSaA

3- ukSdjh <w¡<us ds fy, jkstxkj dsUnz ls D;k lqfo/k feyrh gS\
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vkius D;k lh[kk

1- oaQI;wVj vkt ds ;qx ds fy, ,d ojnku gSA

2- oaQI;wVj dk Kku gekjs fy, cgqr vko';d gSA

3- oaQI;wVj gekjs nSfud thou esa cgqr ykHknk;d gS pkgs oks f'k{kk dk {ks=k gks] Ñf"k dk {ks=k gks
bR;kfnA

4- oaQI;wVj dk Kku vius O;olk; dks 'kq: djus ds fy, Hkh ykHknk;d gSA

5- oaQI;wVj dk Kku gesa ukSdjh <w¡<us esa Hkh ykHknk;d gS D;ksafd vfèkdrj dk;kZy;ksa dh viuh
osclkbV gS vkSj mlesa tkdj ge viuh ;ksX;rk vuqlkj vkosnu dj ldrs gSaA

6- ukSdjh ds fy, vkosnu ge lekpkj i=kksa ds tfj;s Hkh dj ldrs gSaA
7- de f'kf{kr O;fDr Hkh oaQI;wVj dk Kku gksus ij viuh thfodk pyk ldrk gSA

vkb, djds ns[ksa

vius utnhdh lkbcj dSiQs esa tkdj viuh :fp vuqlkj ukSdjh ds fy, vkosnu i=k Hkjsa o fjDr
inksa ds ckjs esa tkusaA

ikBkUr ç'u

2- fuEufyf[kr okD;ksa esa mi;qDr 'kCnksa dks pqudj [kkyh LFkku Hkfj, %

(xzkgdksa] jkstxkj lekpkj] oaQI;wVj)

(i) cSad ds {ks=k esa oaQI;wVj dk bLrseky ---------------------- ds [kkrksa dks laHkkyus esa gksrk gSA

(ii) odhy viuk fjdkWMZ LVksj djus esa ---------------------- dk bLrseky djrs gSaA

(iii) lekpkj i=k tSls ---------------------- Hkh ukSdjh <w¡<+us esa dke vkrs gSaA
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1- ç'uksa ds mÙkj nhft, %

(i) oaQI;wVj ds dksbZ nks dk;Z {ks=k ds ckjs esa crk,¡A

(ii) oaQI;wVj dk Kku gksus ij fdl çdkj dh ukSdjh lEHko gS\ nks ds uke crkb;sA

(iii) oaQI;wVj dh f'k{kk ds i'pkr O;olk; ds dkSu&dkSu ls {ks=k gSa\ fdUgha ,d {ks=k ds ckjs
esa crk,¡A

(iv) dksVZ dpgjh esa oaQI;wVj dk D;k bLrseky gS\

 mÙkjekyk

ikBxr ç'uksa ds mÙkj

9-1

1- (i) oaQI;wVj

(ii) t:jh

(iii) oaQI;wVj

(iv) ukSdjh

(v) oaQI;wVj

2- Vh-oh- pSuy] lekpkj i=k ,sls lkèku gSa ftuds }kjk ge ukSdjh ds ckjs esa irk dj ldrs gSaA

3- jkstxkj dsUnz esa iathdj.k ds ckn ,d jftLVªs'ku ozQekad feyrk gSA ftlds vk/kj ij ukSdjh ds
fy, fjfDr;ksa dh lwpuk feyrh gSA

ikBkar ç'uksa ds mÙkj

1- (i) xzkgdksa
(ii) oaQI;wVj
(iii) jkstxkj lekpkj
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2- (i) cSafoaQx dk {ks=k
f'k{kk dk {ks=k

(ii) oaQI;wVj dk Kku gksus ij oaQI;wVj vkWijsVj] fcfyax DydZ bR;kfn dh ukSdjh laHko gSA
(iii) nLrkost cukukA
(iv) dksVZ dpgjh esa odhy vkSj tt viuk fjdkWMZ LVksj djus ds fy, oaQI;wVj dk bLrseky

djrs gSaA
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ewY;kadu i=k&3 (ikB 7&9)
1- lgh fodYi pqfu, %

(i) fdl lkWÝVos;j esa izstsUVs'ku cuk;k tkrk gSA
(d) ,e-,l- ,Dlsy ([k) ,e-,l- ikWoj IokbaV
(x) ,e-,l- oMZ (?k) eYVhehfM;k

(ii) fjVsy cSafoaQx lqfoèkk fdls iznku dh tkrh gS\
(d) iQeZ ([k) VªLV
(x) ,d O;fDr (?k) lfefr

2- fuEufyf[kr okD;ksa esa mi;qDr 'kCn pqudj [kkyh LFkku Hkfj, %
(vkj-Vh-th-,l-] eYVhehfM;k)
(i) ------------------------- f'k{kd ds fy, cgqmi;ksxh rjhdk gSA
(ii) ,u-bZ-,iQ-Vh- ------------------------- dh rjg dke djrk gSA

3- fuEufyf[kr iz'uksa dk mÙkj 40&60 'kCnksa esa nhft,A
(i) eYVhehfM;k flLVe esa çkslslj dkSu lk gksuk pkfg,\
(ii) jkstxkj dsUæ esa viuh ;ksX;rk vuqlkj uke jftLVj djokus ij gesa D;k feyrk gS\

4- fuEufyf[kr iz'uksa dk mÙkj 80&100 'kCnksa esa nhft,A
(i) fdlh dk;kZy; esa fudyh ukSdjh ds ckjs esa vki dSls tkusaxs\
(ii) bZ&cSafoaQx lqfoèkk çkIr djus ds fy, vki D;k djsaxs\

5- fuEufyf[kr iz'uksa dk mÙkj 130&150 'kCnksa esa nhft,A
(i) ,u-bZ-,iQ-Vh- lqfoèkk D;k gS\ foLrkj iwoZd crk,¡\
(ii) fdlh ljdkjh dk;kZy; esa ukSdjh ikus ds fy, vki oaQI;wVj dk bLrseky dSls djsaxs\

mÙkjekyk (ikB 7&9)

1- (i) ([k)
(ii) (x)
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2- (i) eYVhehfM;k
(ii) vkj-Vh-th-,l-

3- (i) Pentium-IV

(ii) jftLVªs'ku uacj

4- (i) fdlh dk;kZy; esa fudyh ukSdjh ds ckjs esa ge mldh osclkbZV ij ns[kdj tkudkjh
çkIr dj ldrs gSaA

(ii) bZ&cSfoaQx lqfoèkk çkIr djus ds fy, ge vius cSad esa tkdj djsaxsA cSad dh 'kk[kk esa
,d deZpkjh fu;qDr gksrk gS tks bZ&cSfoaQx lacaèkh lqfoèkk vkSj lgk;rk çnku djrk gSA

5- (i) ,u-bZ-,iQ-Vh- dk vFkZ gS us'kuy bySDVªkWfud iQUM VªkaliQj tks fdlh O;fDr iQeZ vFkok
laLFkk dh cSad dh ,d 'kk[kk ls fdlh nwljs cSad esa [kkrk èkkdr ds [kkrs esa #i;s Hkstus
dh lqfoèkk çnku djrk gSA

(ii) fdlh ljdkjh dk;kZy; esa ukSdjh ikus ds fy, mldh osclkbV ds }kjk tkudkjh çkIr
dj ldrs gSaA ge vkosnu i=k Hkj dj oaQI;wVj ds }kjk Hkst ldrs gSa vkSj ge bZ&esy Hkh
Hkst ldrs gSaA
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eqDr csfld f'k{kk dk;ZØe
ikB~;Øe

csfld oaQI;wVj dkS'ky (C-104)
Lrj&x

1- vkSfpR;
Hkkjr ,d fodkl'khy ns'k gS vkSj dgrs gSa fd fodkl ;fn lok±xh.k u gks vFkkZr lHkh {ks=kksa esa u
gks rks og lkFkZd ughs gks ikrkA fdlus lkspk Fkk fd oaQI;wVj tSlh ,d NksVh lh e'khu Hkh gekjs
fodkl esa vge~ Hkwfedk fuHkk,xhA ,d e'khu vkSj gtkjksa dkeA vc rks ;g gekjs thou dk vfHkUu
fgLlk cu x;k gSA ,slk gksuk vko';d Hkh gS tc fctyh] ikuh] f'k{kk] vLirky] jsy] O;kikj vkfn
lHkh txg oaQI;wVj dk O;kid :i esa iz;ksx gks jgk gSA bl fLFkfr esa ;g vko';d gks tkrk gS fd
ge oaQI;wVj ds ckjs esa tkudkjh izkir djsaA tkdkjh izkIr djus ds lkFk gh ;g Hkh vko';d gS fd
dSls ge vius nSfud iz;ksx esa oaQI;wVj dk dq'ky :i ls O;ogkj dj ldrs gSaA csfld oaQI;wVj dkS'ky
dk ;g ikB~;Øe oaQI;wVj Kku ds lkFk gh blds vuqiz;ksx ij Hkh dsfUnzr gSA

2- iwoZ vis{kk,¡
bl ikB~;Øe esa ços'k ls iwoZ fo|kFkhZ ls vis{kk dh tkrh gS dh og&
 Lrj ̂ d* rFkk ̂ [k* ds ikB~;Øe liQyrkiwoZd iwjk dj pqdk gS vFkok mlds led{k Kku j[krs

gSaA
 dEI;wVj ds lHkh midj.kksa dks igpkurk gS vkSj ç;ksx djuk tkurk gSA
 dEI;wVj dk bLrseky dj ldrk gS vkSj vkWijsfVax flLVe dh lqfoèkkvksa dk ç;ksx dj ldrk gSA
 bUVjusV o dEI;wVj ds [krjksa o lqj{kk dh t:jr ls okfdi+Q gS rFkk buls lqjf{kr jgus ds rjhdksa

dh tkudkfj;k¡ j[krk gSA

3- mís';
ikB~;Øe ds lkekU; o fof'k"V mís'; bl çdkj gS&
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3-1 lkekU; mís';
bl ikB~;Øe dks iwjk djus ckn f'k{kkFkhZ Lora=k :i ls dEI;wVj esa mUur fofèk;ksa dk bLrseky
dj lqpk: :i ls fp=k] VsDLV rFkk pkVZ lfEefyr dj] MkWD;wesaV] LçsM'khV rFkk çstsUVs'ku cuk
ldrk gSA LçsM'khV esa fofHkUu iQkWewZyksa dk bLrseky dj ldrk gSA bUVjusV ls pyfp=k o
fjdkWMZ dh gqbZ èofu <wa<+ dj çstsUVs'ku esa lfEefyr dj ldrk gSA
fo|kFkhZ tku ldsxk fd mlds fy;s fdl rjg dh ukSdjh miyCèk gks ldrh gS rFkk mudks
dSls <wa<+ dj çkFkZuk i=k Hkstk tk;sA

3-2 fof'k"V mís';
bl ikB~;Øe dks iwjk djus ds ckn f'k{kkFkhZ&
1- MkWD;wesaV dks vkd"kZd cukus ds fy;s VSCl rFkk baMsaVs'ku dk bLrseky dj ldsxkA
2- dkWye cuk dj lwpuk Hkj ldrk gSA
3- ist lsVvi fofèk dk bLrseky dj MkWD;wesaV dks lqpk: :i ls Nki ldsxkA
4- MkWD;wesaV dks Nkius ls igys ekWuhVj ij ns[k ldsxk dh ;g dSls Ni dj vk;sxkA
5- LçsM'khV esa iQkWewZyk o pkVZ lfEefyr dj ldsxkA
6- ikWoj ikbaV VsEiysV bLrseky dj mlesa èofu o pyfp=k lfEefyr dj ldsxkA
7- çstsUVs'ku ds vkd"kZd rjhds lh[ksxkA
8- fofHkUu çdkj ds usVodZ le>sxkA
9- bUVjusV ds fofHkUu vaxksa o ç;ksxksa dks tkusxkA
10- bUVjusV ds lkewfgd mi;ksx tSls ohfM;ks dkWUçQasflax] lks'ky usVofd±x] bZ&dkWelZ dh

miyfCèk le>sxkA
11- eYVhehfM;k ds vaxksa] mi;ksfxrkvksa o midj.kksa dh O;k[;k dj ldsxkA
12- dEI;wVj ,Iyhds'kuksa dh tkudkjh gksus ij] ukSdjh ds volj tku ik,axs o blds fy,

vkosnu dj ik,axsA

4- ikB~;Øe dk laf{kIr ifjp;
ikB~;Øe ,sls cuk;k x;k gS fd gj fodYi dk bLrseky djus ls igys le>k dj mls nqgjkus dh Hkh
O;oLFkk dh xbZ gSA okLrfod thou esa dEI;wVj ds bLrseky ls D;k&D;k miyfCèk;k¡ çkIr dh tk
ldrh gSa o mudks dSls gkfly fd;k tk;s ;g Hkh crk;k x;k gSA dEI;wVj Kku ls ukSdjh vFkok
jkstxkj ds rjhds Hkh crk;s x;s gSaA
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çLrqr ikB~;Øe dks vklku Hkk"kk esa fodflr fd;k x;k gS rFkk ikBksa esa fooj.k o mnkgj.k lkekU;
thou ls tqM+s gq, fn, x, gSaA ;g ikB~;Øe nwjLFk f'k{kk ç.kkyh ds ekè;e ls fn;k tk,xkA ikB~;ozQe
dks 9 ikBksa esa ckaVk x;k gSA

5- ikB~;ozQe dh lajpuk
;g ikB~;ozQe dqy 100 ?kaVs dk gSA bls dqy 9 ikBksa esa ck¡Vk x;k gSA ikB~;Øe dk le;kfof/ o vadksa
ds vk/kj ij foHkktu bl izdkj gS%

Ø- la- ikB le; (?kaVksa esa) vad
1 iqujkoyksdu 06 08
2 oMZ çkslsflax 16 12
3 LçsM'khV 16 12
4 çLrqrhdj.k 16 12
5 dEI;wVj usVodZ 10 12
6 baVjusV 16 12
7 eYVhehfM;k 05 12
8 baVjusV cSafoaQx 10 12
9 dEI;wVj ds {ks=k esa ukSdjh ds volj 05 08

100 100

6- vè;;u&;kstuk
;g ikB~;ozQe nwjLFk f'k{kk ds ekè;e ls fn;k tk,xkA ikB~;ozQe ewyr% Lokè;k; ij vk/kfjr gSA bl
ckr dks è;ku esa j[krs gq, f'k{kkFkhZ ds ekufld Lrj dks è;ku esa j[kdj lkexzh rS;kj dh xbZ gSA izR;sd
ikB ds vUr esa vH;kl ds iz'u fn, x, gSa] rkfd f'k{kkFkhZ dh /kj.k&{kerk fodflr gks lds rFkk]
lkFk gh] fy[kus o fopkj djus dh {kerk Hkh c<+sA
f'k{kkfFkZ;ksa ds fy, vè;;u dsUnzksa ij lEidZ&d{kkvksa dk Hkh izko/ku gSA bu lEidZ&d{kkvksa esa
f'k{kkFkhZ viuh fo"k; lEcU/h leL;kvksa dk lek/ku ik ldsaxsA lkFk gh] ogk¡ ij vU; f'k{kkfFkZ;ksa
ls Hkh bu leL;kvksa ij ppkZ dj ldsaxsA f'k{kkFkhZ lk{kjrk dsUnzksa @ izkS<+ f'k{kk dsUnzksa ij Hkh viuh
fo"k;&lEcUèkh leL;kvksa dk lek/ku ik ldsaxsA

7- ikB~;ozQe dk fooj.k
çR;sd ikB dks fo"k; ds vuqlkj fofHkUu bdkb;ksa esa ckaVk x;k gSA blls fo|kFkhZ dks ikB i<+us o
le>us esa vklkuh gksxhA
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ikB&1 % iqujkoyksdu & dEI;wVj dk ifjp;] vkWijsfVax flLVe] oMZ çkslsflax] LçsM'khV] çstsUVs'ku]
dEI;wVj flD;ksfjVh] baVjusV] bZ&esyA

ikB&2 % oMZ çkslsflax & ifjp;] mís';] VSCl vkSj bUMsUVs'ku] dkyEl cukuk] ist lsVvi] fçaV
fçO;q] fçafVax] oMZ vkVZA

ikB&3 % LçsM'khV & ifjp;] mís';] pkVZ~l ds çdkj] pkVZ bUlVZ djuk] iQkWewZyk vkSj iQaD'ku (Basic
only)A

ikB&4 % çstsUVs'ku & ifjp;] mís';] VsEiysV }kjk çstsUVs'ku cukuk] vkWfM;ks fDyi bUlVZ djuk]
ohfM;ks fDyi bUlVZ djuk] LykbM Vªkaft'ku] dLVekbt ,uhes'kuA

ikB&5 % dEI;wVj usVodZ & dEI;wVj usVodZ dk vFkZ rFkk bldk mn~ns';] dEI;wVj usVodZ dh dk;Z
iz.kkyh] usVodZ ds çdkj] usVodZ ds ;a=k (Tools), usVodZ dusD'kuA

ikB&6 % bUVjusV & ifjp;] mís';] osclkbV~l dk oxhZdj.k] bUVjusV dh mi;ksfxrk] ohfM;ks
dkWUçQsUl] lks'ky usVofd±x] bZ&xousZUl] bZ&dkWelZ] pSfVax] bUlVSaV eSlsftaxA

ikB&7 % eYVhehfM;k & ifjp;] mís';] eYVhehfM;k ,yhesaV~l] eYVhehfM;k ds {ks=k& f'k{kk]
euksjatu] cktkj] iQS'ku vkfn] eYVhehfM;k ds midj.k & (i) lh-Mh- jkse (CD ROM) (ii)
Lihdj] ekbd (iii) gkMZ fMLd

ikB&8 % baVjusV&cSafoaQx & bZ&cSafoaQx dk vFkZ] bZ&cSafoaQx ds çdkj] bZ&cSafoaQx ls lqfoèkk,¡] bZ&cSafoaQx
ds ç;ksx esa lkoèkkfu;k¡] fodkl vkSj O;kikj esa bZ&cSafoaQx dk ;ksxnkuA

ikB&9 % dEI;wVj ds {ks=k esa ukSdjh ds volj & dEI;wVj ds {ks=k esa ukSdjh ds voljksa dh miyC/
rk] dEI;wVj }kjk ukSdjh ds voljksa dh [kkstA

8- ewY;kadu&;kstuk
8-1 Lo&ewY;kadu
ikB~;ozQe esa f'k{kkFkhZ viuk ewY;kadu djrs jgsaxsA blds fy, gj ik¡p ikB ds ckn ,d tk¡p i=k fn;k
x;k gSA tk¡p i=k esa mUgha pkj ikBksa ls lEcfU/r iz'u iwNs x, gSaA f'k{kkFkhZ dks bu iz'uksa ds mÙkj nsus gSaA
iqLrd ds vUr esa bu tk¡p i=kksa ds lgh mÙkj fn, x, gSaA f'k{kkFkhZ vius mÙkjksa dk lgh mÙkjksa ls feyku
djds viuk ewY;kadu djrs jgsaxsA bl rjg ikB~;ozQe esa Lo&ewY;kadu dh i¼fr viukbZ xbZ gSA
8-2 cká&ewY;kadu
ikB~;ozQe iwjk djus ds mijkar f'k{kkFkhZ dk cká ewY;kadu gksxkA blds fy, dqy 100 vad fu/kZfjr
fd, x, gSaA iz'u i=k rhu ?kaVs feuV dk gksxkA blesa ikB vk/kfjr iz'u gksaxsA cks/ ij vk/kfjr iz'u
Hkh gksaxsA lkFk gh] lkekU; le> ij vk/kfjr iz'u Hkh gksaxsA iz'u oLrqfu"B] vfr y?kq mÙkjh;] y?kq
mÙkjh; vkSj nh?kZ mÙkjh; gksaxsA
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ç'ui=k çk:i
eqDr csfld f'k{kk dk;ZØe (çkS<+)

fo"k; % csfld oaQI;wVj dkS'ky Lrj % x
vad % 100   le; % 3 ?kaVs

d- mís'; ijd vad forj.k

mís'; vad iw.kk±d dh çfr'krrk
Kku 30 30
cksèk 40 40
vuqç;ksx@dkS'ky 30 30
;ksx 100 100

[k- ç'u çdkj ij vkèkkfjr vad forj.k

ç'uksa ds çdkj vad ç'uksa dqy vad le; (feuV esa)
dh la[;k

nh?kZ mRrjh; ç'u (LA) 06 05 30 12 x 05 = 60
y?kq mRrjh; (SA) 04 10 40 08 x 10 = 80
vfr y?kq mRrjh; (VSA) 02 10 20 02 x 10 = 20
cgq fodYih; ç'u (MCQ) 01 01 10 10 x 01 = 10

(10 ç'u)
26 100 170$10 (iBu ,oa

la'kksèku gsrq) = 180
feuV
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x- fo"k; vkèkkfjr vad forj.k

ikB Øe 'kh"kZd         vad
1 iqujkoyksdu 08
2 oMZ çkslsflax 12
3 LçsM'khV 12
4 çLrqrhdj.k 12
5 oaQI;wVj usVodZ 12
6 baVjusV 12
7 eYVhehfM;k 12
8 baVjusV cSafoaQx 12
9 oaQI;wVj ds {ks=k esa ukSdjh ds volj 08

dqy vad 100

?k- dfBukbZ Lrj

   Lrj vad       iw.kk±d dh çfr'krrk
dfBu 10 10
vkSlr 60 60
ljy 30 30

100 100
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uewuk iz'ui=k
csfld oaQI;wVj dkS'ky (C-104)

vf/dre vad % 100 le; % 3 ?kaVs
funsZ'k

 bl iz'u esa dqy 26 iz'u gSa] tks pkj [k.Mksa A, B, C rFkk D esa foHkkftr gSaA
 [k.M A esa 1 iz'u gS ftlesa 10 cgqfodYih; iz'u lfEefyr gSaA izR;sd cgqfodYih; iz'u ds

fy, 1 vad fuèkkZfjr gSA mÙkj ds :i esa d] [k] x rFkk ?k pkj fodYi fn, gSa ftlesa ls dksbZ
,d lgh gSA vkidks lgh fodYi pquuk gS rFkk viuh mÙkj iqfLrdk esa d] [k] x rFkk ?k esa
tks lgh gks mÙkj ds :i esa fy[kuk gSA

 [k.M B esa 2 ls 11 rd vfr y?kqmÙkjh; iz'u gSa rFkk izR;sd ds 2 vad fuèkkZfjr gSaA
 [k.M C esa 12 ls 21 rd y?kqmÙkjh; iz'u gSa rFkk izR;sd ds 4 vad fuèkkZfjr gSaA
 [k.M D esa 22 ls 26 rd nh?kZmÙkjh; iz'u gSa rFkk izR;sd ds 6 vad fuèkkZfjr gSaA
 lHkh iz'u vfuok;Z gSA

[k.M A

1- lgh fodYi pqfu,A
(i) buesa ls dkSu lk fodYi vkWijsfVax flLVe dk vax ugha gS&

(d) iQkby ([k) MsLdVkWi
(x) iQksYMj (?k) izstsUVs'ku

(ii) ;w- vkj- ,y- dk iwjk uke gS&
(d) ;wfuiQkWeZ fjlkslZ yksdsVj
([k) ;wfuolZy fjlkslZ yksdsVj
(x) ;wfuiQkeZ fjlpZ yksdsVj
(?k) ;wfuiQkWeZ fjlpZ yksds'ku

(iii) oMZ vkVZ fuEu esa ls fdl esuw esa mifLFkr gS&
(d) iQkby ([k) O;w
(x) balVZ (?k) VwYl
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(iv) ist lsVvi dk vax ugha gS&
(d) vkWfj;UVs'ku ([k) ekftZu
(x) ist lkbt (?k) gSMj

(v) ohfM;ks dkaizQsaflax dk Vwy ugha gS&
(d) osc dSejk ([k) ekbozQksiQksu
(x) ,e-,l- oMZ (?k) Lihdj

(vi) vkWuykbu 'kkWfiax esa isesaV djus dk rjhdk&
(d) ozQsfMV dkMZ ([k) MsfcV dkMZ
(x) baVjusV cSfoaQx (?k) fn, x, lHkh

(vii) ,u- bZ- ,iQ- Vh- dk iwjk uke gS&
(d) us'ku bySDVªkWfud iQaM VªkaliQj
([k) us'kuy bySDVªkWfud iQaM VªkaliQj
(x) ukWu bySDVªkWfud iQaM VªkaliQj
(?k) us'kuy bySfDVªdy iQaM VªkaliQj

(viii) bZ&cSafoaQx }kjk -------------------------------- fd;k tk ldrk gS&
(d) cSysal psd ([k) iQaM VªkaliQj
(x) fiQDlM fMikWflV (?k) buesa ls lHkh

(ix) bZ&cSafoaQx esa ;wtj vkbMh nsrk gS&
(d) ikliksVZ vkWfiQl ([k) cSad
(x) baVjusV xzkgd (?k) xzkgd

(x) ukSdjh dk vkosnu ----------------------------- ds }kjk dj ldrs gSaA
(d) baVjusV ([k) ,Iyhds'ku iQkWeZ
(x) jkstxkj lekpkj (?k) buesa ls lHkh

[k.M B

2- oaQI;wVj vaxzsth ds fdl 'kCn ls cuk gS\
3- vkWfj;UVs'ku fdrus izdkj dk gksrk gS\
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4- fdl iQadU'ku }kjk vf/dre la[;k dk irk yxk;k tk ldrk gS\
5- LykbM fdls dgrs gSa\
6- usVofd±x dscy ds nksuksa Nksj ij yxus okys dusDVj dk uke fy[ksaA
7- eYVhehfM;k fdls dgrs gSa\
8- eYVhehfM;k fMtkbfuax ds dqN lkWÝVos;j ds uke fy[ksaA
9- bZ&cSafoaQx ds izdkj crk,¡A
10- bZ&cSafoaQx ls vki D;k le>rs gSa\
11- dkSu lk lekpkj i=k ukSdjh ds fo"k; esa crkrk gS\

[k.M C

12- oaQI;wVj dk iz;ksx dgk¡&dgk¡ gksrk gS\
13- bUMsUV D;k gS\
14- ist lkbt D;k gS\ fofHkUu izdkj ds ist lkbt crkb,A
15- pkVZ ds fdUgha pkj izdkj ds uke fy[ksaA
16- izstsUVs'ku dks lso djus ds pj.k fy[ksaA
17- dEI;wVj usVodZ ds lgk;d midj.kksa ds uke fy[ksaA
18- bZ&dkWelZ D;k gS\
19- eYVhehfM;k ds mi;ksxh midj.kksa ds uke fy[ksaA
20- eYVhehfM;k dk mi;ksx dgk¡&dgk¡ fd;k tkrk gS\ fdUgha ik¡p {ks=kksa ds uke fy[ksaA
21- [ksrh ds fodkl esa oaQI;wVj dSls lgk;d gSA

[k.M D

22- oaQI;wVj usVodZ ds izdkjksa dks foLrkj ls fy[ksaA
23- pkVZ D;k gS\ mlds fofHkUu vaxksa dk foLrkjiwoZd mYys[k djsa rFkk ukekafdr fp=k cuk,¡A
24- ,suhes'ku fdls dgrs gSa\ ;g fdrus izdkj dh gksrh gSa\
25- baVjusV cSafoaQx }kjk nh tkus okyh fdUgha ik¡p lqfo/kvksa ds ckjs esa crk,¡A
26- ohfM;ks dkWUizQsflax D;k gS\ mlds fy, bLrseky fd, tkus okys fofHkUu midj.kksa dk mYys[k

djsaA
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uewuk iz'u i=k dh vad ;kstuk
iz'u ozQekad vadksa dk iw.kk±d

foHkktu
[k.M A

(1)
(i) (?k) (1)
(ii) (d) (1)
(iii) (x) (1)
(iv) (?k) (1)
(v) (x) (1)
(vi) (?k) (1) 10
(vii) ([k) (1)
(viii) (?k) (1)
(ix) ([k) (1)
(x) (?k) (1)

[k.M B

(2) dEI;wVj (2) (2)
(3) vkWfj;UVs'ku nks izdkj dh gksrh gSA (2) (2)

(d) iksVªsV
([k) ySaMLdsi

(4) eSDlhee (maximum) iQaDU'ku }kjk vf/dre (2) (2)
la[;k dk irk yxk;k tk ldrk gSA

(5) ikWoj IokbZUV esa vyx&vyx ì"Bksa dks dgrs gSaA (2) (2)
(6) usVofo±Qx dscy ds nksuksa Nksj ij yxus okys (2) (2)

dusDVj RJ-45 Hkh dgk tkrk gSA
(7) eYVhehfM;k fofHkUu lk/uksa ds rkyesy dks (2) (2)

dgrs gSaA ;s lk/u gSa& VsLDV] fp=k] Nfo]
vkWfM;ks] ohfM;ks rFkk ,uhes'ku vkfnA
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(8) eYVhehfM;k fMtkbZfuax ds dbZ lkWÝVos;j (2) (2)
miyC/ gSaA ftuesa ls dqN bl izdkj gSa&
(d) dksjy MªkW (Coreldraw)
([k) dSesvks (Cameo)
(x) Mªsl vflLVsaV (Dress Assistant)

(9) bZ&cSfoaQx nks izdkj dh gksrh gSA (2) (2)
(d) dkWiksZjsV cSafoaQx
([k) O;fDrxr cSafoaQx

(10) baVjusV ds }kjk vius cSad [kkrs dh tkudkjh (2) (2)
vkSj ysu&nsu djuk] baVjusV cSafoaQx ;k
bZ&cSafoaQx dgykrk gSA

(11) jkstxkj lekpkj }kjk ukSdjh ds fo"k; esa (2) (2)
crk;k tkrk gSA

[k.M C
(12) oaQI;wVj dk iz;ksx fofHkUu LFkkuksa esa gksrk gSA

(d) f'k{kk ds {ks=k esa
([k) O;olk; ds {ks=k esa
(x) oQ̀f"k ds {ks=k esa (4) (4)
(?k) dyk ds {ks=k esa
(Ä) euksjatu ds {ks=k esa
(p) ;krk;kr ds iz;ksx ds {ks=k esa

(13) baMsUVs'ku dks ist ekftZu vkSj iSjkxzkiQ ds chp ds
gkf'k;s ds :i esa tkuk tkrk gSA baMsUVs'ku dk iz;ksx (4) (4)
djds ge fdlh ,d ;k vf/d iSjkxzkiQ dh ckdh
lHkh ls vyx n'kkZ ldrs gSaA

(14) ist lkbt dk vFkZ gS ist dk vkdkjA (1)
ist lkbt fofHkUu izdkj ds gksrs gSa&
(d) A4(210x297 feyh-eh-) (3) (4)

iz'u ozQekad vadksa dk iw.kk±d
foHkktu
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([k) A5 (148x210 feyh-eh)
(x) A6 (105x148 feyh-eh-)
(?k) A3 (297x420 feyh-eh-)

(15) pkVZ fofHkUu izdkj ds gksrs gSaA
ftuesa ls pkj fuEu izdkj gSaA
(d) dkWye pkVZ (4) (4)
([k) ckj pkVZ
(x) ikbZ pkVZ
(?k) ykbu pkVZ

(16) izstsUVs'ku dks lso djus ds pj.k bl izdkj gSaA
ekbozQkslkWÝV vkWfiQl cVu  lso cVu  (4) (4)
iQkby dk uke  lso cVu

(17) oaQI;wVj usVodZ ds lgk;d midj.k bl izdkj gSa&
(d) usVodZ dscy
([k) dusDVjl (4) (4)
(x) fLop] jkmVj
(?k) ekWMe

(18) bZ&dkWelZ dk iwjk uke bySDVªkWfud dkWelZ gksrk gSA (1)
;g O;olk; dk ,d ,slk ekè;e gS ftlesa baVjusV
dk iz;ksx djds dEifu;ka vius mRiknksa dks csprh gSaA
bZ&dkWelZ ds }kjk ge fdlh Hkh pht dks [kjhn ldrs
gSa o csp Hkh ldrs gSaA dqN 'kkWfiax osclkbV bl izdkj (3) (4)
gSa& www.ebay.com, www.homeshop18.com

(19) eYVhehfM;k ds mi;ksxh midj.k bl izdkj gSa& (2) (2)
(d) gkbZ izkslsflax ikoj
([k) LVksjst
(x) vkWijsfVax
(?k) lkmaM ,oe~ fMLIys dkMZ (4) (4)
(Ä) buiqV rFkk vkmViqV fMokbl

iz'u ozQekad vadksa dk iw.kk±d
foHkktu
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(20) eYVhehfM;k dk iz;ksx fofHkUu LFkkuksa ij gksrk gS&
(d) f'k{kk ds {ks=k esa
([k) euksjatu ds {ks=k esa
(x) Vsªfuax esa (4) (4)
(?k) O;olk; ds {ks=k esa
(Ä) iQS'ku esa

(21) fdlkku oaQI;wVj ds iz;ksx ds }kjk iQly dh xq.koÙkk]
cht dk mfpr j[k&j[kko o òQf"k rduhd ds fo"k; (4) (4)
esa u;h tkudkfj;k¡ izkIr dj ldrs gSaA

[k.M D
(22) oaQI;wVj usVodZ eq[;r% rhu izdkj ds gksrs gSa& (2)

(d) ySu (LAN) % ySu dk iwjk uke yksdy
,fj;k usVodZ (Local Area Network) gSA
bl usVodZ }kjk fdlh ,d bekjt ;k
cgqeaftyh bekjr ds dbZ fgLlk esa j[ks
oaQI;wVjksa dks vkil esa tksM+k tk ldrk
gSA tSls fdlh dk;kZy;] fo|ky; ;k
egkfo|ky; dk ifjlj vkfnA

([k) eSu (MAN) % eSu dk iwjk uke esVªksikWfyVu (2)
,fj;k usVodZ (Metropolutan Area Network)
gSA blds }kjk ,d 'kgj ds dbZ oaQI;wVjksa dks
,d lkFk tksM+ ldrs gSaA tSls& cSad ;k
dk;kZy; dh fofHkUu 'kk[kk,a bR;kfnA

(x) oSu (VAN) % oSu dk iwjk uke okbM
,fj;k usVodZ (Wide Area Network)

gSA ;g fo'oHkj ds oaQI;wVjksa dks vkil
esa tksM+rk gSA baVjusV bldk lcls vPNk
mnkgj.k gSA (2) (6)

iz'u ozQekad vadksa dk iw.kk±d
foHkktu
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(24) ,e-,l- ,Dlsy esa MkVk dks fp=k ds ekè;e ls
n'kkZ;k tk ldrk gSA ftls gesa pkVZ dgrs gSaA
dqN ds uke bl izdkj gSa&
(d) dkWye pkVZ % ;g pkVZ vk;rkdkj

[kM+h ifV~V;ksa ls curs gSaA

([k) ckj pkVZ % ckj pkVZ dkWye pkVZ dh rjg
gh gksrk gS ysfdu bldh ifV~V;k¡ ck;ha
ls nk;h vksj tkrh gSaA

(x) ikbZ pkVZ % ;g ,d xksykdkj pkVZ gS] tks
vyx&vyx vuqikr esa foHkkftr gksrk gSA

iz'u ozQekad vadksa dk iw.kk±d
foHkktu
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(?k) ykbZu pkVZ % bl pkVZ dks js[kkvksa ds }kjk
n'kkZ;k tkrk gSA

(6) (6)

(24) izstsaVs'ku ds vUnj 'kCnksa] fp=kksa] pkVZ vkfn dks mQij] (2)
uhps] nk;sa vFkok ck;sa mM+rk gqvk&lk LykbM ij
vkuk ;k tkuk ,suhes'ku dgykrk gSA ,suhe'ku
pkj ds gksrs gSa&
(d) ,UVªsal (Entrance)
([k) ,EiQsfll (Emphesis) (4) (6)
(x) ,fDtV (Exit) ,oa
(?k) eks'ku ikFl (Motion Paths)

xf.5r v0xz9t h

f30nh
l 5úf7ú

f7%5:

iz'u ozQekad vadksa dk iw.kk±d
foHkktu
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iz'u ozQekad vadksa dk iw.kk±d
foHkktu

(25) baVjusV cSafoaQx }kjk nh tkus okyh ik¡p lqfo/k,¡ fuEu gSa& (6) (6)
(d) baVjusV cSafoaQx ds }kjk ge ?kj cSBs vius cSad

[kkrs dk fooj.k izkIr dj ldrs gSaA
([k) ,u-bZ-,iQ-Vh- ds }kjk ge vius [kkrs ls fdlh

nwljs cSad ds [kkrs esa iSls Hkst ldrs gSaA
(x) vkj-Vh-th-,l- ds }kjk ge fdlh nwljs cSad

ds [kkrs esa nks yk[k ;k mlls vf/d dh
jkf'k Hkst ldrs gSaA

(?k) bZ&fiQDLM fMiksftV ds }kjk ge vius cSad
esa tek dh gqbZ jde dks fiQDl dj ldrs gSaA

(Ä) baVjusV cSafoaQx ds }kjk ge fctyh] ikuh]
VsfyiQksu bR;kfn dk fcy tek dj ldrs gSaA

(26) ohfM;ks dkWUizQsaflax ds }kjk ge vyx&vyx txgksa (3)
ij ,d&nwljs dks oaQI;wVj LozQhu ij ns[krs gq, ckrsa
dj ldrs gSaA fuEu midj.kksa dk mi;ksx djds
bldk bLrseky fd;k tk ldrk gS&
(d) osc dSejk ;k ohfM;ks dSejk
([k) oaQI;wVj ekWfuVj] izkstsDVj vFkok Vsyhfotu
(x) ekbozQksiQksu
(?k) Lihdj
(Ä) baVjusV (3) (6)
(p) oaQI;wVj
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