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Unit- I 
 

 

Introduction to MS Window ¼MS Window dk ifjp;½ :- 
 
      Microsoft Window vesfjdk dh ,d dEiuh (Microsoft 

Corporation) }kjk dovelop fd;k x;kA ;g ,d software gSA izkjEHk esa vk;s windows ds lHkh virsion 
Application Package FksA ftUgsa Execute gksus ds fy, DOS Operating System  pkfg, FkkA blds ckn 
vk, lHkh Virsion Lo;a operating System dh rjg dk;Z djrs gS Operating System gksus ds dkj.k ;g 
dbZ Software TkSls Microsoft Office, Photo, Paint, Page vkfn ij dk;Z djus ds fy, okrkoj.k viyC/k 
djkrk gS ;g Computers ds fy, dovelop fd;k x;k gSA ;g Software Graphical User Interface i)fr 
ij vk/kfjr gSA ftu Application Sofrware ls Windows esa dk;Z djrs gSA os lHkh Screen ij vk;rkdkj 
{ks= esa iznf’kZr gksrk gSA blh vk/kkj ij bl Software dk uke Window iM+kA  
  
Features of MS Window ¼MS Window dh fo’ks"krk,sa½:- 
 
       MS Windows ds eq[; Features fuEufyf[kr gSS& 
 

1. Operating System:- 
     Windows dks pwadh application Software ds lkFk&lkFk Operrating  

System ds :i esa Hkh iznf’kZr fd;k x;k gSA vr% bls Disk Operating System DOS dk LFkku ysdj vlds 
leLr dk;ksZ rFkk izfdz;kvksa dks vPNh rjg fuHkkrk gSA Computer ij Command Prompt (<\:) sign iznf’kZr 
gksus ds LFkku ,d Windows Desk Top vkrk gSA 
 

2. User Friendly:- 
    Windows ,d GUI i)fr ij vk/kkfjr Operating Systems gSA blesa fn;s tkus  

okys lHkh Commands ds fy, Screen Ikj Graphical Object ftUgsa Icon dgrs gS cus gksrs gS vr% ;gka ij 
DOS dh rjg Command dks Keyboard dh lgk;rk ls Type djus dh ctg Mouse Pointer dh 
lgk;rk ls select djds gh computer dks fn;k tk ldrk gSA 
 

3. Multitasking:- 
        Windows Hkh ,d ,slk Operating okrkoj.k iznku djrk gSA tgka ge ,d lkFk  

¼,d gh le; esa½ nks ;k nks ls vf/kd Application Program Open dj muesa dke dj ldrs gSaA Open fd, 
x, lHkh Program dks ,d vyx vk;rkdj {ks= ¼ftls Windows dgk tkrk gS½ esa iznf’kZr fd;k tkrk gSA ge 
viuh vko’;drk ds vuqlkj fdlh Hkh Windows ij tkdj ml Program esa dk;Z dj ldrs gSA tks fd ogkW 
ij fdzz;kfZUor gSA 
 

4. Information Sharing:- 
Windows esa ge u flQZ ,d lkFk ,d gh le; esa nks ;k nks ls vf/kd  

Application ds e/; lwpukvksa dk vknku izznku Hkh dj ldrs gSaA Open fd, x;s Pragrams dks ,d vyx 
windows esa iznf’kZr fd;k tkrk gSA   
 

5. Shortcut:- 
            Windows esa ge fdlh Hkh Program ;k command   ;k shortcut (Icon) ds :i esa                                                                                                                              
Desktop ij j[k ldrs gSaA blesa u dsoy dk;Z djus esa ljyrk gksrh gSA cfYd le; Hakh de yxrk gSA 
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Various Versions of Windows & its Uses:- 
        Micro Soft Windows dk lcls igyk 
version Eofmpd-1.0 ds uke ls lu~ 1983 esa vk;k FkkA mlds ckn dbZ recharch ds i'pkr~ lu~ 1990 esa 
Microsoft Corporation us Window-3.0 cktkj esa viyC/k djk;k rFkk O;kid :i ls Program esa Hkh yk;k 
x;kA Window- 3.0, 16-bit dk Graphical ij vk/kkfjr ,d applications program FkkA ftls Run djus ds 
fy, DOS Operating System, dh vko’;drk FkhA Windows dk ;g version lHkh okrkoj.k ds Program dks 
pykus esa l{ke Fkk rFkk lgh ek;us esa ,d multitasking program FkkA bls pykus ds fy, computer esa 80-386 
vFkok blls mPp {kerk okyk Processor rFkk de ls de 4 GB RAM dh vko’;drk gksrh FkhA 
 Microsoft us Windows- 3.0 ds ckn lu~ 1995 esa tc mUgksaus loZ izFke Windows dks ,d lEiw.kZ 
Operating system ds :i esa develop fd;kA bldk uke mUgksaus Window-95 j[kk tks dh 32 bit operating 

system FkkA Graphical User Interface gksus ds lkFk&lkFk 32 bit Operating system gksus ds dkj.k ;g 
vf/kdre 4GB memory dks idr djus dh {kerk j[krk gSA blds ckn 1998 esa Interface ds c<+rs gqq, iz;ksx ds 
izHkko dks /;ku esa j[krs gq,s Microsoft us windows dk ,d u;k version, windows 98 fodflr fd;k tks fd 
internet ls tqM+us rFkk mlls lacaf/kr fofHkUu vuqiz;ksxksa dks pykus ds fy, fo’ks"kK gSA  
      blds ckn dqN NksVs&NksVs ifjorZu djrs gq, Windows ds dbZ u, version 
vk,s ftuesa dze’k% Windows-2000, window-Millennium, Windows-XP, Windows Vista rFkk Windows-
7 vkSj Window-8 vkfn eq[; gSA 
  Microsoft us Windows dk ,d ,slk Hkh version cuk;k FkkA tks fd Networking ij vk/kkfjr 
FkkA ftls Windows-NT dgk tkrk gS bls fdlh vf/kd 'kfDr'kkyh Center Computer Operating System ds 
:i esa dk;Z ysus ij ml Center Computer dks tksM+dj Computer Network cuk;k tk ldrk gSA 
 

Working with Windows Elements:- 
  Windows elements ds lkFk work djuk cgqr gh ljy 
rFkk vklku gS windows ds Important elements fuEu gSa& 
 

Desk Top:- 
  og Screen tks windows Operating System dks load djrs gh User dks Monitor ij tks 
Screen loZ izFke fn[kkbZ iM+rh gS og Screen Desktop dgykrh gSA lkekU;r% blesa Five Icons Monitor ij 
gksrs gS& 

1. My Computer     2. My Documents     3. My Internet Explorer  
 

4.  My Network Places   5. Recycle bin 

 

 
 

      
 
 
 
 
 
 
 
 

 
Windows of Desktop 
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Icon:- 
         Icon Windows dk ,d lkekU; Graphical fpUg gksrk gS tks fdlh Program ;k File dks 

iznf’kZr djrk gSA Program leqg dks ,d fo’ks"k izdkj ds Icon ls iznf’kZr fd;k tkrk gS ftls program group 

;k Folder dgrs gSA 
  
  

  
  

      

 

 

 

 

 

 

 

 

 
Windows of Icon 

 

Pointer:- 
  tc windows ij dk;Z djrs le; ge Mouse dks Mouse Paid 
 ij ?kqekrs gSaA rks og ,d rhj ds fu’kku tSlk Object Screen ij ?kwerk gSA bls 
 Mouse Pointer dgykrk gSaA 

 
                

    Mouse Pointer 

Task Bar:- 
  Monitor ds desk top ij icon ds vfrfjDr ,d Task bar gksrh gS ;g Task bar Desk top ds 
lcls uhps gksrh gS bl Task bar ij Left side esa ,d Start button gksrk gS ftlesa monitor ij main menu 

vkrk gS rFkk lcls Right side esa orZeku le; n’kkZ;k tkrk gSA ;g Task bar ml application dk uke n’kkZrh 
gS ftl ij dk;Z fd;k tk jgk gSA   Task bar ij dqN icon dks lock fd;k tk ldrk gSA ftUgsa ge shortcut ds 
:i esa use dj ldrs gSaA 
 

 
Task bar 
 

My Computer:- 
         bl program dh lgk;rk ls ge Computer dh fofHkUu devices vkSj files rFkk 
folders dk Management djrs gSA blesa lHkh disk, Scanner, Pan drive, Camera vkfn dks O;ofLFkr ,oa 
fu;af=r fd;k tkrk gSA ;g Folders vkSj Documents dks [kksyus vkSj mudh fLFkfr dk irk yxkus dk dk;Z 
djrk gSA bl program ds icon ij double click djus ij ,d window iznf’kZr gksrh gS ftlesa Computer esa 
fLFkr lHkh drives, Printers, Control panel, My Network Places vkSj share documents vkfn ds icon 
iznf’kZr gksrs gSA  
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;gkW ge bfPNr drives ij double click dj mls open dj ldrs gSA bl window ds File Menu ds 
New sub menu dh lgk;rk ls ge u;k Folder Hkh rS;kj dj ldrs gSaA File Menu ds New sub menu esa gh 
vU; options  iznf’kZr gksrs gSa ftuesa Shortcut key dh lgk;rk ls ge u;k shortcut rS;kj dj ldrs gS vkSj 
blds uhps Computer esa miyC/k lHkh Application programs esa file rS;kj djus ds fy;s options iznf’kZr gksrs 
gSaA TkSls& MS-Word, MS-Excel, Microsoft HTML Document, Text Document vkfnA 

 
     

 
 
 

 

 

 

 

 

 

 

 
 

Recycle Bin:-  
    bl Program dh lgk;rk ls ge iwoZ esa delete dh xbZ file (document) vFkok 
folder (directory) dks iqu% izkIr dj ldrs gSa vFkkZr~ Undelete dj ldrs gSA bl Program dk icon Desktop 

ij gh iznf’kZr gksrk gSA Recycle bin Programe ds icon ij double click djus ij Recycle bin window 

Screen ij iznf’kZr gksrh gSA ftlesa iwoZ esa delete dh xbZ Folder vkSj Documents ds ukeksa dh list vFkok icon 
iznf’kZr gksrs gSasA bfPNr Folder vFkok Documents dks ge iqUk% izkIr dj ldrs gSa] vFkkZr undelete dj ldrs 
gSaA  

bl program esa File Menu ds Empty Recycle Bin dh command dks Execute djus ij blesa 
mifLFkr lHkh Folder vkSj Document lekIr gks tkrs gSa vkSj os bl program dh lgk;rk ls iqu% izkIr ugha 
fd;s tk ldrs gSaA Recycle Bin dk dk;Z ,d dpjs ds ik= ds leku gksrk gS] tks Computer esa fdlh Hkh 
Folder ;k Document ;k shortcut dks delete djus ij mldh ,d izfr laxzg djds j[krk gS tcfd delete 
fd;s x;s folders ;k documents] lacaf/kr program esa miyC/k ugha jgrk gS D;ksafd ogkWa ls og delete fd;k tk 
pqdk gSA Shift+Delete dh lgk;rk ls delete fd, x, Files vFkok Folders dks iqu% izkIr ugha fd;k tk ldrk 
gSA 
   
 
 
 
 
 
 
 
 
 
 

 

Recycle bin 



11/1 

 

6

Contact- 9479307492, 8085321528 
Visit us: www.lakshyanarwar.com                       E-mail- Lakshya.narwar@gmail.com 

PC Package     
 

 

Windows Explorer:- 
    Computer esa Hard disk ij data dks Restore djus dh bdkbZ file dgykrh 
gSA File dh igpku ds fy, mUgsa vyx& vyx uke fn, tkrs gSA Files ,oa data dks lqfu;ksftr rjhds ls 
O;ofLFkr djus ds fy, Folder dk  iz;ksx fd;k tkrk gSA ,d Folder esa vusdksa Files o folders dks j[kk tk 
ldrk gSA igpku ds fy, izR;sd Folder dk ,d fuf’pr uke j[kk tkrk gSaA 
 Windows XP esa files ,oa folders dk management windows Explorer program dh lgk;rk ds 
fd;k tkrk gSA Explorer dks Open djus ds fy, fufEufyf[kr Steps dk use djrs gSs& 
 

1. Start           All Programs           Accessories ij click djsaA 
2. vc Windows Explorer ij click djsaA 
 

 Optional :i ls windows Explorer dks open djus ds fy, Start button ij Right click djsaxs ,oa 
izkIr list esa Explorer ij click djssA 
 
   
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

Dialog box:- 
      Dialog box, ,d vk;rkdkj box gksrk gSA tgkWa ,d vdsys command fu/kkZj.k ls Related  

potion miyC/k gksrs gSaA mnkgj.k ds fy, vki File dks save djuk pkgrs gS rks vki file menu ij click djds 
dialog box open dj save button ij click djsaA blh rjg font dks format djus ds fy, format menu ij 
tkdj click djsa vkSj font option ij click djsaA font Dialog box blds fofHkUu options ds lkFk fp= dh 
HkkWafr show gksxkA dialog box ds fofHkUUk izdkj ds elements dk fooj.k bl izdkj gSA 
 

1. Text Box:- 
  ;g ,d box gSA ftlesa fdlh izdkj ds Text dks Type dj ldrs gSaA tSls fd File dk 
uke text box esa type djrs gSaA 
 

2. List Box:- 
        ,d box tks vussd options dh list ds lkFk gks List box dgykrs gSaA List box esa right  
side rFkk uhps dh vksj options dks Scroll dj ldrs gSA tSls fd folder rFkk file, list box  esa folder ds uke 
rFkk file dk uke iznf’kZr gksrk gSA font list box esa fofHkUu izdkj ds folder ds uke gksrs gS 
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3. Push Button:- 
    os lHkh fpUg rFkk dialogbox ftudks click djus ls dqN instructions dh lekfIr  

gksrh gSA mUgsa push buttons dgrs gSaA push button tSls fd open dialog box esa open button ftlesa open 

instruction gksrk gSA blh izdkj cancel button ftlesa cancel button gksrh gSA 
 
 

4. Check box:- 
  ;s oxkZdkj buttons gksrs gSA tks Entry symbol display djrs gSaA buesa on ;k off 

button gksrs gSaA ;s on ;k off option gksrs gSaA ;fn bu boxes esa ,d ckj click djsa rks ;s pkyw gks gksrs gSa ijarq 
;fn bUgsa iqu% click djsa rks ;s cUn gks tkrs gSaA 
 

5. Radio Button:- 
        ;s circle fpUg gksrs gSa ftUgsaa click djus ij circle ds chp esa ,d fcUnq iznf’Zkr 
gksrk gSA ;s ges’kk vusd option ds Group esa iznf’kZr gksrs gSA ftUkesa ls fdlh ,d dks ,d le; esa select dj 
ldrs gSaA 
 

6. Drop Down List Box ;k Combo Box:- 
      ;s dqN fo’ks"k izdkj ds box gksrs gSaA ftuds right side 
esa rhj fpUg cuk jgrk gSA vkSj ftUkesa option dh list jgrh gSA ftUgsa click djus ds ckn option iznf’kZr gksrk 
gSA 
 
 
 

     List Box 
 

 

 
 

      (Drop Down        

 List Box) 

 
             

           Check Box 

 

     

     

  Push Button 

  

Creating a new folder:- 
         vius files ,oa folders dks j[kus ds fy, vki u, folder dks rS;kj dj 
ldrs gSaA u,s folder dks create djus ds fy, fuEu process djsa& 
 

1. vius desk top ds My document Icon ij double click djds My document dks open djsaA 
2.  File rFkk folder ds Task ds vUrxZr make a New Folder ij click djsaA vFkok fdlh Hkh blank 

Space TkSlsa& Desktop esa right click djsaA vkSj New dks select djsa rFkk Folder dks select djsA 
3. New folder dks select djus ij ,d u;k folder default uke ds lkFk show gksxkA 
4. New folder ds fy, dksbZ New Name type djsa vkSj mlds ckn Enter key press djsaA 
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Create a New Folder in My Document 

 

 
 
 

Creat a New Folder on Desktop window 

Coping a file and Folder:- 
     File ;k Folder dks Copy djuk dkbZ ,slk dke ugha ftl ij vf/kd 
lkspuk iM+s ;g ek= click djus ij ftruk Easy gS fd vki File ;k Folder dks ,d Folder ls nwljs Folder 
;k ,d Drive ls nwljh Drive esa ;k ,d Computer ls nwljs Computer esa Copy dj ldrs gSA ,d 
Computer ls nwljs Computer esa  copy  djuk bl ij fuHkZj djrk gSA fd Network ls tqM+s gSa ;k ugha File 
;k Folder dks Copy djus ds fy,s fuEu Process djsaaa& 
 

1. vius Desk top ds My Document icon ij double click djds My Document dks open djsa 
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2. ;fn bfPNr File ;k Folder My Document fcUnq esa miyC/k ugha gS rks Other Places ds varxZr My 

Computer ij Click djds viuh bfPNr file dk irk yxk;sa rFkk mls select djsaA 
 

   Item ij click djsa blds ckn fp= dh HkkWfr Copy Item dialog box show gksxk Copy Ietm dialog 

box esa ml drive ;k folder dks select  djsa ftlesa vki copy djuk pkgrs gS vkSj fQj copy button ij 
click djsa ;fn vki items dks ,d New Folder esa copy djuk pkgrs gS rks Make a New Folder ij 
click djsaA 

 

 

       Coping a files and folder 

 

Moving a file and Folder:- 
     ,d File ;k folder ds Moving ls vkl; gS fd ml file ;k folder 
dks ,d place ls mBkdj nwljs place esa j[kukA tc vki file ;k folder dks move djrs gSaA rks vki ml file 
;k folder dh copy ugha cukrs gSA fdlh file ;k folder dks move djus ds fy, fuEu Process djsa& 
 

1. vius desktop ds My Document Icon ij Double Click djds mu Document dks open djsaA 
2. ;fn bPNk ds vuqlkj file ;k folder My Document window esa miyC/k ugha gS rks ftl file dks vki 

Move djuk pkgrs gSa mldk other places ds vUrxZr My Computer ij click djds irk yxk, rFkk 
mldks select djsaA 

3. ;fn vkidh file ;k folder Network ds fdlh Compter esa gSa rks My Network Places ij click djsA 
4. File ,oa Folder Task ds vUrxZr Move the selected Items dialog box fp= dh HkkWfr iznf’kZr gksxkA 
5. Move Items dialog box esa ftl drive ;k folder esa vki move djuk pkgrs gSAmls select djsa vkSj 

fQj move button ij click djsa ;fn items dks New folder esa move djuk pkgrs gSa rks Make New 

Folder ij click djsaA 
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Moving a file & Folder 

 

Deleting a file and Folder:- 
     vki mu files ;k folders dks delete dj ldrs gSa tks vc programs 
esa ugha gSaA files ;k folder dks delete djus ds fy, fuEu process djsa& 

1. vius Desktop ds My Document Icon ij double click djds my document dks open djsaA 
2. ;g ns[ksa fd delete fd, tkus okys file ;k folder My document ds vanj present gSa ;k ugha ;fn 

os present ugha gSa rks my computer ds option ij click djsaA tgkWa files ,oa folder store gSaA 
3. blds ckn delete fd, tkus okys files ,oa folders dks select djsaA 
4. File ,oa folder Task ds vUrxZr delete this file ;k delete this folder ij click djsa A tc vki 

,slk djsaxsa rc okLro esa file ;k folder permant delete ugha gksxsa os Recycle bin esa Store gks 
tkrs gSA mUgsa ogkWa ls Hkh delete djus ds fy, Shift + Delete Key dks Key board dh lgk;rk ls 
Press djsaA 
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Control Panel:- 
   Window-XP dk Control Pane Hkh Feature gSA Start Menu dh HkkWafr gh Control 

Panel nks Views esa miyC/k gksrs gSaA ,d View dks classic view gksrk gS tks vki window – 95 ds le; ls 
gh use djrs vk jgs gSaA rFkk nwljk View catageroty view gksrk gSA tks Window- XP Special gSA rFkk tks 
lqUnj fn[kkbZ nsus ds lkFk &lkFk vklkuh ls use esa yk;k tk ldrk gSA ;fn vki ml Contol panel ls Åc 
(bore) x;s gSaA ftldk vki windows ds iqjkus versions esa use djrs vk jgs gSa rks vki u;s vkd"kZd catagary 
views ds lkFk dk;Z dks Continue j[k ldrs gSA 
 nks views ds chp switch djuk cgqr vklku gksrk gSA Control panel ds varxZr switch category 

view dks select djsa ;fn vki classic view esa gSa vkSj ;fn vki category view esa gks rks vki switch to 

classic view dks select djsaA  
 
 
 

 

 

 

 

 

 

 

 

 

 

 
 

 

Control Panel Window 
 

Customizing your Computer:- 
      ;g Section viuh vko’;drk ds vuqlkj Desk Top dks 
cnyus esa help djrk gSA vki desk top Thems dks select djuk ,oa cukuk vkfn dks dj ldrs gSaAbPNkuqqlkj 
back ground set djuk ,oa Resolution dks viuh lqfo/kk ds vuqlkj j[kukA 
 

1. Customizing your Computer:- 
      Desktop Background fp=ksa ls feydj cuk gksrk gSA ftls 
vki vius desktop ij ns[k ldrs gSA vki vklkuh ls vius euilan fp= dk ,d lqUnj n`’; ;k ml fp= dks tks 
vius Paint esa cuk;k gS ;k ,d dfork ds euilan NUn  dks desktop background dks set djus ds fy, fuEu 
process djsa& 

1. ;fn vkidk Start Menu Classic ds form esa set gS rks Start button ij click djsaA blds ckn 
setting dks select djsaA control panel ij click djsaA vFkok start button ij click djsa vkSj 
control panel dks select djsaA 

2. blds ckn control panel window fn[kkbZ nsxhA 
3. Double click display ds vuqlkj display dialog box fp= dh HkkWafr show gksxkA 
4.   blds ckn desktop tab ij click djsaA 
5. background list box esa fn[kk,s x;s fp=ksa esa ls fdlh ,d dks select djsaA 
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6. ;fn vki Background List Box esa bPNk ds vuqlkj image ugha ikrs gSa rks vki nwljs folder ;k 
drive esa locate ¼ns[kdj½ dj ldrs gSA vkSj Brows ij click djds fdlh ,d dks select dj ldrs 
gSaA 

7. colors dks select djus ds fy, vki color uh click dj ldrs gS tks fn, puldown Menu esa gksrk 
gSA ;fn fp= desktop dks iwjh rjg cover djrk gS rks color dks select djus ij background esa 
dksbZ Effect ugha uM+rk gSA 

vFkok 
  vkids Back ground desk top dks set djus dk ,d vkSj rjhdk gSa ftlesa fuEu steps gksrh gSa& 

 
1. Start Button ij click djsa blds ckn my document dks open djsa rFkk mp picture dks click ds 

}kjk my picture esa tk, ;k ml fp= dks fdlh Hkh folder ;k drive esa locate djsa tks vki vius 
desktop back ground ds :i esa pkgrs gSaA 

2. desktop background ds :i esa bfPNr fp= dks right click djsa rFkk set as background ij 
click djsaA 

 

 

 

 

 

 

 

 

 

 

 

 
Background display Window 

 

Setting a Screen Saver:- 
     Screen Saver, ,d moving image ;k patern gS tks vkidh screen 
ds  

[kkyh time (Relax Mode) esa show gksrh gSA vki viuh bPNk vuqlkj fofHkUu Setting dks screen saver ds 
:i esa set djus ds fy, fuEu Process djsa& 

1. Control Panel window dks start djsaA blds ckn control panel window esa display ij double 
click djsaA 

2. blds ckn properties dialog box show gksxk] blesa screen saver Tab ij click djsaA  
3. blds ckn Screen Saver ij click djsa A tSlk dh vkius screen list esa select fd;k gSaA 
4. Wait Spinner Text box esa Minutes dh la[;k dks select dj ldrs gSa vr% Automatic ;k wait 

period screen ij run djrk gS tc system minutes dh la[;k ds ckn show gksrk gSA 
5. Screen Saver start gksus ds ckn screen dks clear djus ds fy, vius mouse dks move djsa ;k 

fdlh Hkh key dks Key board dh lgk;rk ls press djs  
6. ,d screen saver ds fy, screen potion ij n`f"V Mkysa A Screen saver tab ij setting dks select 

djsaA vki viuh bPNkuqlkj Hkh bls cny ldrs gSaA 
7. Priview dks ns[kus ds fy, priview ij click djsaA 
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Screen Saver Window 

 

Accessories:- 

              Accessories dk vFkZ gksrk gS fdlh device ds external parts tks mi;ksxh ijarq 
vko’;d ugha gksrs gSA bUgsa vU; ij ltkoV gsrq tksM+k ;k Add fd;k tk ldrk gSaA Windows ds ifjizs{; esa 
Accessories dk 'kCn cgqr vf/kd fHkUu ugha gksrk gSAAccessories ds varxZr ,sls Tool gksrs gSA tks vkidks 
windows ij dqN External dk;Z djus esa lgk;rk iznku djrs gSA 
 ;fn vki windows  Operating System okLrfod vkuan ysuk pkgrs gS rks bUgsa vkidks 
lh[kuk vko’;d gksxkA Accessories ds varxZr Tools ds lkFk&lkFk windows vU; izeq[k tools Hkh izkIr gksaxsA 
 

1. Calculator:-   
                 Calculator dk Use vki fdlh Hkh Valid operation dks djus gsrq use dj ldrs 
gSaA ftlds fy, vki gkFk ls idzM+s tkus okys Calculator TkSls Addition rFkk Subtraction rFkk lkFk gh 
lkFk Scientific Calculator es ik;s tkus okys functions logarithms ,oa function dks execute  djrk gSA  
 

Using the Calculator:- 
  lkekU;r% calculation ds fy, vki Calculator dk use Standard 
view esa dj ldrs gSA vFkok mPPk Scientific Calculation ds fy, scientific view esa tk ldrs gSaA 
Calculator dks Start djus ds fy, fuEufyf[kr Steps dk Use djsa& 
1. start button ij click djsA 
2. All program dks select djsA 
3. blds ckn accessories dks select djsa vkSj rc Calculator ij click djs Calculator fp= dh HkkWfr 

open gksxkA 
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Path:-      
           Start              All Program               Accessories               Calculator   

                              Scientific Calculator                         Standard Calculator 
 

2. MS Paint:- 

       Paint Drawing dk ,d ,slk drawing tool gS ftldh lgk;rk ls vki black and 
white, colored drawing cuk ldrs gS rFkk mUgsa BMP files(bit map files) ds :i esa save dj ldrs gSA 
vki paint dk use Email }kjk drawing dks send dj ldrs gSaA vki Desktop Background ds :Ik esa 
Image dks yxkus rFkk drawing okyh file (imagefile) dks fofHkUu formats esa save djus esa  Hkh use 
djrs gS Paint dks start djus ds fy;s fuEu path dk use djsa& 

Path:-      
           Start               All Program               Accessories            Paint   

 
 

 

 

 

 

 

 

 

 

 

      

 

 

Paint window 
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3. Not pad:- 
     Note pad Program ,d ,slk program gS tks lkekU;r% Text file dks rS;kj djrk gS ,oa 
mls Edit Hkh djrk gSA blh dkj.k mls Text Editor Hkh dgk tkrk gSA Note pad Program esa Text dks 
Format djuk laHko ugha gksrk gSA Text dks Format dk vFkZ gS Text Size, color, font style vkfn esa chage 
djuk rFkk mls screen ij ns[kuk ;k printer }kjk mls dkxt ij NkiukA Note pad }kjk byte ds vkdkj dh 
file ds fuekZ.k djuk laHko gSA blls cM+s vkdkj ds file ds fuekZ.k ds fy, vkidks wordpad Program dk use 
djuk pkfg,A  
 Note pad Program esa ,d row esa vf/kdre 1024 character type dj ldrs gSA 1025okW 
character Lor% gh vxyh row esa type gks tkrk gSA bl program esa ek+= text file dks gh open ;k Save fd;s 
tk ldrs gSA fdUgh vU; window program tSlsa& MS Word, page Maker ;k MS Excel vkfn essa fufeZr dh 
xbZ file dks not pad esa u rks open fd;k tk ldrk gS vkSj u gh mls Save fd;k tk ldrk gSaA vkSj mls u gh 
Edit fd;k tk ldrk gSA Note pad dks Start djus ds fy, fuEu Steps dk Use djsa& 

1. Start button ij click djsaA 
2. All program ds varxZr Accessories dks select djsA 
3. blds ckn Notepad dks select djsaA 
4. Note pad dks select djus ds ckn fuEu window open gksxhA   

 
 
 
 
 
 
 
 
 

 

 

 

 

 

 
Note pad window 

5. Word Pad:- 
  Word pad Program ,d ,slk program gS tks lkekU;r% text file dk 
fuekZ.k djrk gSa ,oa text dks edit djrk gSA Word pad program esa text dks formate djuk lEHko gksrk gSA 
tSls&Text dk size, color, font style vkfn esa ifjorZu djuk ,oa mls Print djuk gksrk gS Word pad dks 
Start djus ds fy, fuEu process djsa& 
1. Start Button ij click djsaA 
2. All Program dks select djsaA 
3. Accessories dks select djsa blds ckn word pad dks select djsaA Word pad dks select djus ds ckn 

,d window open gksxhA 
 

Path:-      
           Start             All Program             Accessories            Word pad 
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Word pad window 

 

Start Button:- 
 Start Menu ;k Button ;g Computer Desktop ds lcls fupys fgLls Task bar 
ij left side esa show gksrk gSaA Start Button ds ek/;e ls computer ds vanj fdlh Hkh Program dks 
Open dj ldrs gSaA Window-XP vkidks Start Menu ds nks Styles esa miyC/k djkrk gSA XP 

Special/Classic XP Special vkids Start Menu esa u;k Look iznku djrk gS tSlk fd fp= esa fn[kk;k 
x;k gSA Classic Start menu dk Hkh xp special ds leku look gksrk gS vkSj ;g window dk old version 
gSA Start menu ds style esa ifjorZu fuEu izdkj dj ldrs gS& 
1. Start Button ij Right click djsa vkSj program properties ij click djsaaA 
2. Start menu tab ij fuEufyf[kr nks option vkrs gSa mUesa ls fdlh ,d ij click djsaA 
3. default  click special start menu dks select djsa vkSj Start menu dks select djsa vkSj start button 

ratio button ij click djsaA 
4. iqjkus window ds version ls style dks  select djss vkSj classic Start menu Radio button ij 

click djsaA 
5. vkxs vki Start button ij click djsa vkSj Start menu ds New Style dks display djrk gS tSlk 

vkius set fd;k gSA  
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Start Menu window 

 

Creating User Account:- 
        Tkc vki vius Computer ij user dks add djrs gSa rks vkidks viuk 
computer O;fDrxr rkSj ij file or programs dks access djus dh vuqefr iznku djrk gSA View user 

Account dks vius Computer ij create djus ds fy, fuEu process djsa& 
1. Start button ij click djsa vkSj Control panel dks open djsaA 
2. user Account ij double click djsa blds ckn use access dialog box show gksrk gSA 
3. Create a new account ij click djsa blds ckn nwljk dialog box show gksxkA 
4. New user Account ds fy, text esa ,d name dks type djsa vkSj next button ij click djsaA 
5. blds ckn Computer administrator ;k limited ij click djsa ;fn vki new user dks 
 Account ds type ij fuHkZj gksdj assign djuk pkgrs gS rc create account ij tks last  

 Dialog box esa gS ml ij click djsaA    
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User Account Windows 
 

Create a User Password:- 
      Password dks Computer dh security ds fy,s use fd;k tkrk gSA tc 
,d Computer dks nwljs Computer ls tksM+k tkrk gS rc vkidh customize setting computer program vkSj 
System resources rc vf/kd lqjf{kr gks tkrs gS tc vki ,d password vius key ;k Name ;k user 

account ds fy, cukrs gSA ,d user password dks fuEu izdkj Create dj ldrs gS& 
1. Control panel window esa user account ij double click djsaA user account dialog box dks open 

djsaA 
2. User account dialog box ls vius account Name ij click djsaA 
3. Create a password ij click djsaA blds ckn ,d dialog box show gksxkkA 
4. Type a New pass word text box esa viuk pass word type djsa or type the new pass word again 

esa text box confirm djsa A 
5.  Type word or phrase to use as password esa vki vius pass word dh lgk;rk ls vFkZ iw.kZ text dk  

 
 Hkh use dj ldrs gSaA bl izdkj ls vki ,d pass word hint mRiUUk dj ldrs gSSA dksbZ Hkh user tks 
vkids Computer dks use djrk gSA og welcome screen ij hint dks ns[k ldrk gSA  
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Create a New Password Window  
 

Modem:- 
 Modem nks 'kCnksa ls feydj cuk gksrk gS Modulation + Demodulation =Modem. Modem 

os devices gksrh gSA tks computer dks lk/kkj.k Telephone line ij information dks send djus dh facilities 

provide djkrs gSaA T;knkrj Modem bi directional gksrs gSA izR;sd Modem esa ,d Modulator ,d 
demodulator nksuksa gksrs gSA blfy;s ,d gh le; esa data dks nksuksa fn’kkvksa esa send dj ldrs gSA 
 Modem dh flexibility communication technique nwljh techniques ls cgqr T;knk csgrj gksrh gSA 
,slk dksbZ Hkh Computer ftlesa ,d telephone line gks lalkj esa dgha Hkh ,d Modem vkSj telephone line 
okys computer ds lkFk communication dj ldrs gSA Modem ,d ,slk device gSA tks gekjs fy, internet 

serve djuk] vius Friends ds lkFk ckr djuk vkSj Electronic–Mail (E-mail) dgs tkus okys Text format 
message send djuk lEHko cukrk gSA 
 

Modulation:-  
   ftl device ds ek/;e ls digital signal dks Analog signal esa change ;k ifjorZu 
fd;s tkrs gSA ml device dks Modulator ,oa bl iwjh process dks modulation dgk tkrk gSA  
 

Demodulation:-  
   ftl device ds ek/;e ls Analog signal dks digital signal esa change ;k ifjorZu 
fd;s tkrs gSA ml device dks demodulator ,oa bl iwjh process dks demodulation dgk tkrk gSA  
 
 

 
 
 
 
 
  
 

   (Digital  Telephone Lines 

     Signals)           (Analog Signals)                      (Digital  

                                                                                                                           Signals) 
 

 Block Diagram of Modem         
 

 

 
Computer 1 

 
Modem 1 

 
Modem 2 

 

 

 
Computer 2 
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Types of Modem:-  
      Modem lkekU;r% nks izdkj ds gksrs gSaa& 

1. Internal Modem 
2. External Modem 

1. Internal Modem:- 
      Internal Modem os Modems gksrs gSa tks computer ds Mother 

Board esa inbuilt gksrs gSa Internal Modem dgykrs gSaA ;g Modem Mother board ij Extension slot esa 
yxk gksrk gSA  bl Modem dks ,d telephone Socket ls tksM+us ds fy, use fd;k tkrk gSA vktdy lHkh 
Internal Mdem PCI laxr gksrs gSaA ,d internal modem dks software modem Hkh dgk tkrk gSA ftldk 
vFkZ gS fd os vius dk;Z ds dqN Hkkx dks iw.kZ djus ds fy, System Processor ij fuHkZj gksrs gSaA 
 

2. External Modem:- 
      External Modem ,d self  contained device gksrh gSA bl ftldk 
Lo;a dk ,d vkoj.k gksrk gSA bl Modem dks ,d Serial cable ds ek/;e ls computer ds serial code 
vFkok USB (Universal Serial Bus) Port ij yxk;k tkrk gSA   
 
Installing and uninstalling (Add or Remove) New Hardware & 

Software:- 

        
  vki viuh bPNkuqlkj Windows Software ;k Hardware  dks Add ;k Remove dj ldrs gSA 
Windows Windows Hardware ;k Software dks Add ;k Remove djus ds fy, fuEu Process djsa& 
 
1. Start Button ij click djds Control Panel dks select rFkk Add ;k Remove programe ij 

double click djsaA blds ckn Add or Remove Programs dialog box show gksxkA 
2. Add ;k Remove Windows elements ij click djsaA 
3. dqN gh seconds esa windows component wizard show gksxkA 

 

4. fdlh Elements dks add djus ds fy, check box ij click djsa rFkk fdlh Elements dks 
Remove djus ds fy, select fd;s x;s check box dks clear djsaA mnkgj.k ds fy, Internet 

Information service dks insert djus ds fy, mls fp= dh HkkWfr select djsaA 

5. blds ckn window component wizard dk ikyu djsaA 
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Add/remove program 

 
 
 
 
 
 
 
 End Unit - I 
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Unit- II 
 

Word Processing:- 
 'kCn fy[kuk] okD; cukuk] paratraph cukuk] Page cukuk] rFkk bl izdkj dh lHkh 
izfdz;kvksa ds }kjk viuh ckr dks lqO;ofLFkr ;k lqfu;ksftr <ax ls izLrqr djuk word Processing dgykrh gSA 
vius gkFk ls Pancile ;k dye dh lgk;rk ls dh xbZ izfdz;k ekuoh; 'kCn izfdz;k] dgykrh gSA ijUrq ;gh 
fdz;k,sa tc Computer dh lgk;rk ls dh tkrh gS rks bUgsa Electronic word Processing dgykrh gSA 
 

Features of Electronic Word Processing:- 
 Word Processor fofHkUu Methos ls gekjh 
lgk;rk djrk gSA bldh eq[; fo’ks"krk,sa fuEufyf[kr gSa& 

1. Word Wrap 

2. Editing of Text 

3. Page Formatting 

4. Paragraph formatting 

5. Text Formatting 

6. Saving and Retrieving the Work 

7. Output of the Work 

8. Mail Merge 

9. Spelling Grammer Check 

10. Use of Thesourus 

 

 

 

 

 
 

Introduction to MS Word:- 
   Micro Soft Word, Micro Soft Company }kjk fufeZr MS Office dk 
,d Part ¼fgLlk½ gS tks Windows ij word processing gsrq dke esa vkrk gSA word Processing Software dh enn~ 
ls fdlh Hkh Document dks Type djus ds ckn mlesa lq/kkj djuk ;k Editing djuk cgqr vklku gSA blds 
vykok Document dh Formatting ds fy, dbZ lqfo/kk;sa iznku dh xbZA Microsoft Company }kjk vius 
operating System Windows ds fy, fufeZr Word Processing Software ds uke ls tkuk tkrk gSA Micro 

Soft Word ,d ,slk Application Soft ware gSA ftldh lgk;rk ls fdlh Hkh Document dks rS;kj fd;k tk 
ldrk gSA Document ls vk’k; fdlh Hkh Letter¼i=½, Memo¼fcy½, Report ;k vU; fyf[kr fdlh Hkh lkekxzh 
ls gSA MS Word ds ek?;e ls fdlh Hkh dk;Z dks lqxerk iwoZd fd;k tk ldrk gSA ftUesa ls dqN fuEu gSa& 

1. Document Type djukA 
2. Document esa Editing djukA 
3. Document dh Formattin djukA 
4. Text dh Spelling & Grammer dks Check djukA 
5. Document dks Floppy ;k fdlh vU; Disk esa Save djukA 
6. Document dks Print djukA 
7. Document dks Save djuk ,oa vko’;drk iM+us ij iqu% open djukA 
 

Starting MS Word:- 
                                      MS Word dks Start djus ds fy, fuEu process djsa ;k fuEu Steps dk use djsa& 

1. Start button ij click djsaA 
2. Programs/All Progeames dks select djsaA 
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3. Micro Soft Word ij click djsaA ;fn programs ds vUnj Micro Soft ugha fn[kkbZ iM+rk gS rks 
micro  

 Soft office dks select djsa vkSj mlds vUnj Micro Soft Word dks click djsaA 
4. MS Word open djus ds ckn Computer dh Screen ij ms Word dh window show gksxhA 
  

Path:-      
           Start               All Program                MS Word/ MS Office                   MS Word  

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Window of MS Word 

Creating a File:-    
    tc vki MicroSoft word open djrs gSa rc Document 1 uked ,d file 

default :i ls open gksrh gSA tgkW vki viuk dk;Z tkjh j[k ldrs gSa ;k Open dj ldrs gSa New file dks 
creat djus ds fy, Standard Toolbar ls New Blank Document button dks select djsa blds ckn New 

Document Task Pane iznf’kZr gksxkA New Document Task Pane esas Blank Document dks Select djsaA  
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Opening a File:-    
    vki viuh cukbZ gqgZ File Hard Disk esa miyC/k fdlh word file dks [kksy 
ldrs gSA fdlh ekStwn Cocument dks [kksyus ;k open djus ds fyf, fuEu process djsa& 
1. Standard Tool bar ls open button ij click djasa vkSj fQj Open Option ij click djsa ;k fQj 

Keyboard ls Ctrl+O Press djsa ;k nck,saA 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Look in:- 
 ;g window ds Åijs fgLls ;k part esa gksrk gSa ;gk¡ ij drive ;k folder dk uke vkrk gSa tgk¡  
vkidh file save gksrh gSa ;gk¡ mfpr drive ;k foler dks selcet djaasA 
 

File Name:- 
 ;gk¡ ij Mouse ys tkdj click djsa rFkk file dk uke type djsa A ;k fQj window ds vUnj  
viuh  file dks select djsa vkSj open button ij click djsa ;k Enter key dks Press djsaA 
 

Saving a Document:- 
    tc vki Document esa dqN fy[krs gSa rks Microsoft word Devault :i ls   
  vkids }kjk set fd;s x;s Option ds vuqlkj Save djrk jgrk gSA vkids Document dk Automation <ax ls  
   Save gksuk vkids }kjk Type dh xbZ fo"k; cLrq ds document dk Save djus dk vFkZ Hard Disk ;k vU;  
   Storage Devices ij file dks Save djuk gksrk gSA  

 

Micro Soft Office XP Suits:- 
            Suit  ,d  'kCn gS tks Hotel O;olk; esa cgqr vf/kd izpfyr gS Suit dk  
vFkZ gS dejksa dk ,d set blds vykck  suit dk  vFkZ related computer programs  dk  ,d  Set Hkh gSA 

Suit dk  
vFkZ gS Office XP Packeg ds varZxr related Programs dk ,d set gS tks vkil esa tksMs x, gSaA lk>k :i ls  
O;ogkj fd, tk ldus okys Tools ds xq.k ds dkj.k Hkh bldk uke Suits gSA Office Automation ds mn~ns’; 

ds  
fy, dbZ Suits miyC/k gS vkSj lHkh Micro Soft office Suit ds ,d option ds :Ik esa mHkj jgS gSA ;s suits 

fuEu  
fyf[kr gS& 
 
1. Star Office              2. Lotus/Smart Office     3. XP Office                4. Open Office 
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1. Star Office:- 
 Star Office Sun Micro System dk ,d Procuct gS bl Suit esa Star Office Wtiter 
,Star Calc,Star Office, Impress, Star Office Base rFkk Star Office Writer 'kh?kz vko’;d Memo dks 
rhozrk ls fy[kus esa ;k fo"k; oLrq Drawing Image rFkk Index Tabel ds lkFk xgu Report rS;kj djus esa 
lgk;rk iznku djrk gSA Star Office Writer bl dk;Z dks ljy cukrk gSA Star Office Calc, Spread Sheet 
ds }kjk vki Analysis rFkk data dks 'kh?kzrk iwoZd ,oa ljyrk iwoZd lk>k :Ik O;ogkj dj ldrs gS A Star 
Office Impress MS Power Point ds leku iwoZ fo’kys"k.k okyk Presentation tool gSA Star Office vkidks 
lHkh Related data table definitation Report rFkk form ds lkFk data base documents dk fuekZ.k djus esa 
l{ke cukrk gS A Star Office draw ljyrk iwoZd fufeZr fd, tk ldus okys charters network drawing 

image floor plan vkfn ds lkFk vkids communication esa lthork ys nsus esa lgk;rk iznku djrk gSA 
 

2. Smart/Lotus Office:- 
   Smart Office ,d Suit gS ftlesa Office Automation ds fy, Unlimited 
Applicaton Add fd, x, gS A blds Pass ml Company ds fy, cgqr dqN gS tks MS Office Suit dks ,d 
ljy work Group Oriented Option pkgrs gS Smart Office esa Lotus Approach Millenium Edition, 
Lotus Fast Side Relese 2, Lotus Freel 'kkfey gSA bl Package dk uohure Hkkx vHkh Hkh Lotus Smart 
Center gS ;g ,d box gSA tks vkidh Windows desktop ds Top ij fLFkr gksrk gSaA rFkk Calender Contact 

List Wabe  vk/kkfjr ekSle Reports ,oa Application dks Lonch djrk gSA yEcs le; ls Lotus 1-2-3 ds 
lkFk tqM+s gq, user iqjkus Virsion ls High Compatibility dk Lokxr djsaxzsA Cell data dks tips ,oa Spread 
Sheets ls HTML (Hyper Text Mark Up Language) A HTML izk;% Exracted fd;k tk ldrk gS  
 Free Lance Graphics }kjk wave vk/kkfjr presentation dks i;kZIr Support fey jgk 
gSA ijUrq blesa Power Point Animation Schems dk vHkko gksrk gSA Approch data base Report dks cukus 
dh viuh ;ksX;rk ds dkj.k lcls vyx fn[krk gSA ftlesa Lotus Notes RkFkk lHkh ekud ODBC Sources ls 
data dks lkfey fd;k tk ldrk gS blds vfrfjDr yskx fdlh Hkh Windows Application esa Selected Text 
dks direct Organization esa sent dj ldrs gSa rc Hkh tc ;g ugh py jgk gksA  
 

3. Open Office:- 
 Open Office Suits ,d full office Auto mation Package gSA tks Linux Operating 
System ds yxHkx lHkh distributions ds lkFk vkrk gSA Linux okrkoj.k ds varxZr Open Office, micro soft 

Office dk option gks ldrk gSA  
 Open Office ds dqN Features okLrc esa gSjr esa Mky nsus okys gSA mnkgj.k ds fy, 
fofHkUu Application dks vyx&vyx Window esa open djus dh vis{kk vki lHkh dks ,d gh window ds 
varxZr open dj ldrs gSA bl Suits esa Open Office.org writer, open office.org calc, open office.org 

Impress lEefyr gSA tks fcYdqy ogh dke djrs gS tks Micro Soft Office ds varxZr d`e’k% Word Excel rFkk 
Power Point djrs gSA 
 

4. XP Office:- 
     Micro Soft Office XP Suits esa de ls de 6 izdkj ds Application program gSA ftuds 
uke Word, Excel, Power point, Access, Outlook rFkk Front page gSA 
 

Word:-   
 mijksDr lHkh esa Word Suit vfr yksd fiz; rFkk use full lnL; gSA bl Application Software 
}kjk vki word Processing rFkk desk top publicashin ls related vf/kdka’k vko’;drkvksa dh iwfrZ dj ldrs 
gSA vki ljy document tSls i=ksa ls ysdj tfVy documents tSls Memos, Resumes rFkk Reports rd 
lHkh dqN cuk ldrs gSA 

Excel:- 
 MS Excel ,d vU; Other Application gS ftldk Use vki Data dks fo’ks"k :Ik ls Calculated 
data dks O;ofLFkr ,oa Manipulate djus gsrq use djrs gSA MS Excel esa cgqr gh vf/kd Feature gksrs gSA tks 
ljyrk ds lkFk Deficult calculated data ij Hkh dk;Z djus esa vki dh lgk;rk djrs gSaA 
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Power Point:- 
 Tkc Presentation dk le; vkrk gS pkgs ;g vkisd laHkkfor client gks ;k vkids vius 
Board of director gks Power Point gh ,d ek= ,slk Application gS ftls vki vius slide ij fuf’pr :i ls 
ilan djsaxsaA Power Point ds lkFk vkius vius y{; dks izkIr djus ;ksX; gks tkrs gSA pkgs ;g Computer ij 
vidh Presentation dh slide show ds ek/;e ls ;k Printed overhead slides ds iz;ksx }kjk gksA 
 

Access:- 
 Access ds ek/;e ls pkgs og Start ls fn[kus okyk ;k fo’ks"kK gks Database dks nksuksa vFkZkr NksVk 
vkSj cMk dj ldrk gS vSkj budk izca/k dj ldrk gS A Office Suits esa lHkh nwljs Programe esa Access gh 
,d ek= ,slk LFkku gS tgk¡ vkids mu data dks lqjf{kr j[kk tkrk gS ftls flQZ ,d ckj gh record djus ds fy, 
vkidks vko’;dkrk iM+rh gSA blds ckn ;g nwljs Office application ls iqu% izkIr fd;k tk ldrk gSA 
 

Out look:- 
 Office Suit ds lnL; Contact Management ,d Email client vkSj drive RkFkk folder 
Management Functionality miyC/k djrk gSA Out Look u dsoy vkidsk vkids le; dks O;ofLFkr djus esa 
l{ke cukrk gS cfYd ;g vkids O;fDrxr vkSj O;olkf;d contact nksukas dk Management djus dk fofHkUu 
Source ls    E mail dk izca/ku djus dh lqfo/kk iznku djrk gSaA 

 
 

 

 

 

 

 

Front Page:- 
 Front Page vkids Suit dk ,d lnL; gS ftlls vki viuk Full website cuk ldrs gSA 
blesa Wizard vkSj template dh rjg cgqr gh egRoiw.kZ features gSA 

Paragraph & Page Formatting:- 
 MS Word ds versions esa paragraph fdlh Text Graphics 
;k Row dks dgrs gSA tks ,d rjg dk parasign ds lkFk lekIr gksrk gSa Coputer izR;sd Enter Key dks press 
djus ij ,d paragraph lekIr gksuk le>rk gSA ,oa ,d Paragraph sign iznf’kZr djrk gS A Paragraph Sign 

dks screen ij ns[kus ds fy, Standard tool bar ls mlds Icon dks High light djrk gSA 

Aligning the Pagagraph:- 
 Paragraph esa Text  by default Left side jgrk gS vko’;drk ds vuqlkj 
mls right side, center, justify dj ldrs gSA fofHkUu rjQ ls settings ds fy, fuEu icon dk use djsa& 
 

Aligning Left:-   
                                bl bitton dk use djds Text ;k graphics dks left side arrange djus 
ds fy, djrs gSaA 

Aligning Right:- bl bitton dk use djds Text ;k graphics dks Right side arrange 
djus ds fy, djrs gSaA 

 

 

Aligning Center:-  
  
                  bl bitton dk use djds Text ;k graphics dks Center esa arrange djus ds fy, djrs gSaA 
 

fodYi fooj.k 

Singal Spacing iafDr;ksa ds chp dksbZ LFkku ugha NksM+rk gSA 

Double Spacing iafDr;ksa ds chp ,d fjDr iafDr dk LFkku NksM+rk gSA 

1.5 blds pquko ij iafDr dk LFkku fjDr jg tkrk gSA 
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Aligning Justify:- 
  
                  bl bitton dk use djds Text ;k graphics dks both side ls  align djus ds fy, djrs gSaA 

 

Space between two Paragraph:- 
 Paragraph esa nks Lines ds e/; bPNkuqlkj space NksM+k tk 
ldrk gSA Taable esa Line Spacing ds option dks le>;k x;k gSaA 
 

Paragraphs ds e/; LFkku NksM+us ds fuEu Process djsa & 
 

Formate menu ls Paragraph dks select djsa 
Spacing esa Before esa iSjkxzkQ ls igys NksM+s tkus okys LFkku ,oa After esa iSjkxzkQ ds ckn NksM+s tkus okys 
LFkku dks bPNkuqlkj fu/kkZfjr djsaA 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Paragraph Indent Setting:- 
  Page ij Margens ds vfrfjDr NksMs x, Space dks Indent dgrs gSA 
ge nksuksa vksj ls Indent ftruk pkgs fu/kkZfjr dj ldrs gSaA 

1. Indent fu/kkZfjr djus ds fy, fuEu Steps dk Use djsaA  
2. Format Menu ls Paragraph dks select djsaA 
3. Indent ds Help esa bfPNr Left Indent ,oa Right esa Right Indent fu/kkZfjr djsaA 

 

Text Formatting:- 
 Word Processor ds dbZ egRoiw.kZ y{k.kksa esa Edit djus dh {kerk ,d vfr egRoiw.kZ 
y{k.k gSA tks Word Processor dh egRork dks c<kdj mls 'kfDr’kkyh cukrk gSA vki vius document dks dbZ 
ckj bPNkuqlkj Revise dj ldrs gSA rFkk blds vfrfjDr document esa Text ds Style, Size, Color nsdj mls 
lqUnj cuk ldrs gSA   
 

Typing the Text:- 
 tc vki document open djsaxsa rks cursor screen dh lcls igyh Row ij left 

side show gksxk vki ogk¡ ls typing Start dj ldrs gSA ;fn vki dgha e/; ls dksbZ word fy[kuk pkgrs gSA rks 
mlds fy, Pointer ml oMZ ds Right side ys tk, ftlds okn vki fy[kuk pkg jgs gSA ysfdu ;kn jgs fd  
Insert Key On gks rFkk OVER mode Off gks vFkok vki delete fd, x, Text dks Over Write dj ldrs 
gSA 
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Setting Text Seleting with a Mourse:- 
Mourse dh lgk;rk ls Text dks Select djus ds fy, fuEu Process djsa& 

 

1. tgk¡ ls Text dks select djuk pkgrs gSA mlds vkxs Mouse Pointer ys tk,sa vkSj click djsa click 
djds idM+s jgsa click dks NksM+sa ugha vkSj Mouse Pointer dks ogk¡ rd [khapdj yk, tgk¡ rd vkidksa 
select djuk gSA vc click dks NksM+ nsaA 

2. Key Board dh lgk;rk ls Text dks select djus ds fy, fuEu Steps dk Use djsa& 
1. Aero Key dh lgk;rk ls Text dks Select djus ds fy, Aero Keys ls Cursor dks ogk¡ ys 

tk, tgk¡ ls Text dks select djuk gSA 
2. Shift Key Press djsa vkSj Aero Key dh lgk;rk ls ogk¡ rd ys tk, tgk¡ rd vki Text dks 

select djuk pkgrs gSA vlds ckn Shift Key dks NksM+ nsaA 
3. Shift Key ds lkFk Control Key Press djus ij vki iwjs ,d word dks ,d ckj esa select 

dj ldrs gSaA 
 

Deleting Text:- 
 vki Text dks dbZ Methods ls delete dj ldrs gS& 
1.   tgk¡ ls tgk¡ rd Text Delete djuk gSa ogk¡ rd text dks select djsa mlds ckn key board dh lgk;rk ls   
    delete Key dks press djsaA ,d ckj esa iwjk Text delete gks tk,xkA 
2.   ,d&,d Character delete djus ds fy, delete key ;k back space key dk use djsa Delete key  
      Right side ls text delete djrh gSA tcfd left side ls Text delete djus ds fy, back Space Key dk     
    use djsaA  

 

Restoring the Deleted Text:- 
  Delete fd, x, Text dks iqu% izkIr djus ds fy, fuEu Process djsa  

Standard Tool bar ij Undo Button dks click djsa ;k Edit Menu esa Undo Option dks Select djsa vFkok 
Key board dh lgk;rk ds Conrol +Z Key dks Press djsaA 
 

Redoing/Repeating the Previous Action:- 
          Undo Key lgk;rk ls fdlh Instruction dks Cancel  
dj fn;k gS rks vki bl fLFkfRk esa bl Text dks iqu% izkIr dj ldrs gSa blds fy, vki Edit ij click djsaA 
Redu ;k Repeat option dks select djsa ;k Standard Tool Bar ls Redo Button ij click djsa vFkok Key 
Board dh lgk;rk ls Control +Y Key dks Press djsaA 
 

Formatting Font:- 
 Font Formatting vFkok font dks vkd"kZd cukus gsrq bls Bold, Italic, Underline 
cuk;k tkrk gSA Text dks Bold cukus ds fy, Formatting Tool Bar ls Bold Button ij click djsaA Text 
dks Italick cukus ds fy, Formatting Tool bar ls Italic Button ij click djsa] Underline djus ds fy, 
formattin toolbar ls Under line button ij click djsaA 
 Text ds Font dks change djus ds fy, formatting Tool bar ls font button dks click djsaA 
Text dks color nsus ds fy, viuh bPNkuqlkj color dks select djsa blds fy, formatting tool bar ls font 
color Icon dks select djsa Text dks Border nsus ds fy, formatting tool bar borde Icon ds Drop Down 
list ij click djsasA vkSj bPNkuqlkj Border dks Select djsa Border dks Remove djus ds No Border ij 
click djsaA 
 

Bullets and Numbering:- 
 Bullets and numbering dk use vki list cukus ds fy, djrs gS ;k fQj 
document dks ,d dze esa ltkus ds fy, djrs gSa vki 1,2,3... ds lkFk&lkFk vkd"kZd symbol dk use dj 
vius Document esa points dks vf/kd vkd"kZd cuk ldrs gSA Bullets Insert djus ds fy, fuEu Process djsa& 

1. Inserting Point ;k cursor dks ml LFkku ;k Line ij fLFkr djsa tgk¡ bullets dks Insert djuk gSA 
2. Formatting Tool Bar ls Bullets Button ij click djsaA 
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3. Text Type djsa rFkk Enter Key Automatic Bullets Insert gks tk;sxkA 
4. Bullets Sign gVkus ds fy, iqu% Formatting Tool Bar ls Bullets Button ij click djsa vkSj 

Enter Key Press ;k Bullets Sign dks Back Space Key dh lgk;rk ls Delete djsaA 
 

Inserting Numbering:- 
 Bullets dh rjg gh vki Numbering Hkh Insert dj ldrs gSa 
Numbering Insert djus ds fy, fuEu Process djsa& 
 

1. Inserting Point ;k cursor dks ml LFkku ;k Line ij fLFkr djsa tgk¡ Numbering dks Insert djuk 
gSA 

2. Formatting Tool Bar ls Numbering Button ij click djsaA 
3. Text Type djsa rFkk Enter Key Automatic Numbering Formatting feysxhA 
4. Numbering lekIr djus ds fy, iqu% Formatting Tool Bar ls Numbering Button ij click djsa 

vkSj Enter Key Press ;k Numbering Sign dks Back Space Key dh lgk;rk ls Delete djsaA 
 

Printing a Document:- 
 Document dks Print djus ds fy, fuEu Steps dk use djsa& 

1. File Menu ij click djsa vkSj Print Option dks select djsa vFkok Standard Tool bar ls Print 
button ij click djsa ;k fQj Key board dh lgk;rk ls Ctrl +P dks press djsa Print dialog box 
fp= dh Hkk¡fr show gksxkA 

(i)   All:- ;g documents ds lHkh pages dks print djrk gSA  
(ii)   Current Page:- ;g document ds current page dk print djsxkA        
(iii)  pages:- mi;qZDr Option ds Select ds i'pkr OK Button ij click djsaA 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Print Dialog Box 

 

 
End Unit - II 
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Unit- III 
 

Spell Check Or Spelling & Grammer:- 
  vki vius Document esa Word dh Spelling and  

Grammer dh Hkh tk¡p dj ldrs gSA ;g MS Word dk ,d 'kfDr’kkyh ;a+= gSaaA tks Computer ij vaxzsth 'kq} 
fy[kuk vklku cukrk gSA Spelling and Grammer check djus ds fy, fuEu Steps dk Use djsa& 

1. Tools Menu ls Spelling and Grammer dks Select djsa ;k Standard Tool Bar ls Spelling 
Button dks click djsa ;k fQj Key board dh lgk;rk ls Ctrl+F7 Key dks Press djsaA 

2. Suggestion box esa mi;qZDr word ij click djsa vkSj fuEufyf[kr esa fdlh butoon dks select djsaA 
(i) dsoy Select fd;s gq;s Word dks Change djus ds fy, Change Button ij click djsaA 
(ii) Change All Button ij click djus ij Document esa Use fd, x, lHkh leku word 

dks change dj nsxkA 
(iii) Word esa dksbZ Changes u djus ds fy, Ignore dks select djsaA  
(iv) Innore All dks select djus ij Spelling Chacker Select fd, gq, Word dks lHkh 

Document esa utj vankt dj nsxkA 
(v) Add Button ds click djus ij spelling chacker ml word dks viuh dictionary esa 

Add dj ysrk gSaA 
3. ;fn Suggestion box esa dksbZ Hkh lq>ko lgh u gks rks not in dictionary box esa vki Lo;a ml Word 

dks Edit dj ldrs gSaA 
4. Grammer dks check djus ds fy, check Grammer Check box dks select djsaA 
 

 
 
 
 
 
 

 

 

 

 

 

 

 

Spelling & Grammer Dialog Box 
 

Thesaurus:- 
 ;g MS Word dk ,d fo’kky 'kCn HkaMkj gSA tgk¡ vki fdlh 'kCn dk vFkZ ds lkFk gh 
fofHkUu lkekukFkhZ ;k i;kZ;okph 'kCn rFkk foykse ik ldrs gSA Dictionary ds Use ds fy, fuEu Steps dk Use 
djsa& 

1. ml Word dks Select djsa ftldk i;kZ;okph 'kCn ;k vFkZ ekywe djuk pkgrs gSaaA 
2. Tools Menu dks click djsa vkSj Language options dks Select djsa rFkk Thesaurus dks select 

djsa ;k Key Board ls Shift +F7 Key dks press djsaA blds i’pkr~ vki ,d dialog box ns[ksaxasaA 
bl dialog box esa dbZ option gksxsa& 

Replace:- 
                ;g Document ds vUnj select fd, gq, Word dks ml Word ds lkFk Replace djsxk tks dialog   
           box esa gSA 
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Look Up:- ;g Related Word ds vFkZ dks n’kkZrk gSA 
Previous:- ;g vkidks okil ys tkrk gSA 

 

Find and Replace:- 
 vki vius Document esa fdlh Hkh Text dks Search dj ldrs gSA ,oa mls nwljs 
Text ds lkFk Change Hkh dj ldrs gSA fdlh Word dks Search djus ds fy, fuEu Steps dk Use djsa& 

1. Edit Menu ls Find option ij click djsa ;k Ctrl+F dks select djsa blds ckn Find and Replace 
Dialog box open gksxkA 

2. Fint What ds Text box esa ml 'kCn dks Type djs ftldks find djuk gSA 
3. Find Next ij click djsa vkxs Hkh vxj vki Text Find djuk pkgrs gS rks Find Next ij ckj&ckj 

click djrs jgsaA 
4. lekIr gksus ij cancel djsa Text dks vkSj Hkh dbZ fof/k;ksa ;k Methods ls Find djus ds fy, More 

Button ij click djsaA 
 
 
 
 
 
 
 
 
 
 
 

Find Dialog Box 
 

Word dks Replace djus ds fy, fuEu process djsa& 
Edit Menu ij click djsa rFkk replace option dks select djsa ;k key board dh lgk;rk ls Ctrl+H  
 dks press djsaA blds ckn vkidks Find and Replace dialog Box show gksxkA 
1. Find What box esa ftl word dks Replace djuk gS mls Type djsaA 
2. Replace with box esa og Word Type djsa ftls vki Replace djuk pkgrs gSA 
3. Replace dks click djsaA 
4. Find with box esa Type fd, x, word dks ,d ckj esa All Document esa Replace djus ds fy,  
 Replace All ij click djsaA 
 
 

 
 
 
 
 
 
 

Replace Dialog Box 
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Header and Footer:- 
 Header and Footer ,d Text ;k Graphics gksrk gSA tks document ds izR;sd 
Page ds Åij ,oa uhps print gksrk gSA Header Åijh Margen esa ,oa Footer fupys Magern esa Nkirk gSA 
Header and Footer dks Document esa Add djus ds fy, fuEu Steps dk Use fd;k tk tkrk gS& 

1. View Menu ls Header and Footer dks select djsaA 
2. Word Header and Footer ds Panes dks show djrk gS 
3. vc Header and Footer esa tks Hkh Type djuk pkgrs gSA djsa ;k Header and Footer Tool Bar 

ls dksbZ Graphics,Date,Time,Page No. Hkh Insert dj ldrs gSA Heated and Footer ls ckgj vkus 
ds fy, Document Windows esa dgha Hkh nks ckj click djsaA 

 

 

 

 

 

 

 
 

 

Deleting Header and Footer:- 
  

   Header and Footer dks delete djus ds fy, fuEu Steps dk Use djsa& 
1. View Menu ls Header and Footer dks select djsaA 
2. Header ds Pane esa tkdj ml Text ;k Graphics dks Delete dj nsaA 
3. blds ckn Footer ds Pane esa ml Text ;k Graphick dks delete dj nsaA 

 

Inserting Page Number:- 
 Page Numbering dk use izR;sd page ds Top esa ;k Buttom esa page 
Number nsus ds fy, fd;k tkrk gSA Page Numbering Insert djkus ds fy, fuEu Steps dk use djsa& 
 

1. Insert Menu ls Page Number dks select djsaA 
2. Position ds Drop Down box esa Numbering dk Place select djsa¼Åij ;k uhps½ 
3. Allignment ds Drop Down box esa Numbering dk feyku fu/kkZfjr djsaA (Left ;k Ringt ;k 

Center) 
4. Document ds igys page esa Numbering ugha nsus ds fy, Show Numbering on First Page ds 

Check box dks blank djsaA 
 

 
 
 
 
 
 
 
 
 

Page Number Dialog Box 
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AutoText:- 
 Auto Text Word dk ,d vfHkUu fgLlk ,oa Processor  ds dbZ eq[; y{.kksa esa ls ,d gSA ;g 
Word Porcessor dh ,d Sort Cut Mothod gS A ftlds }kjk vki ,sls Word ftldh Spelling cM+h vkSj 
Deficult gks ,oa bldk Use ckj&ckj gksrk gS bUgsa 'kh?kzrk ds lkFk fcuk fdlh ifjJe ds Document esa Insert 
djk ldrs gSa blds vfrfjDr Graphics tSls Company dk Logo, Latter Head Signature vkfn ;k fQj 
fdlh fo’ks"k fp= dks AutoText esa j[k ldrs gSA vki tSls gh mu Word dks Type djuk vkjaHk djrs gSA rks og 
Word Screen ij Lor% gh Show gks tkrs gSA vki ml Words dks Use djus ds fy, Enter Key Press djsA 
 

Creating AutoText:- 
 Atuto Text Insert djus ds fy, fuEu Process djsa& 
 

1. ml Text dks select djs ftls vki AutoText ds :Ik esa Mkyuk pkgrs gSA 
2. Insrtt Menu ls auto text dks select dj new ij click djs ;k Alt+F3 key bord dh lgk;rk lss  
 press djs A ;gkW ,d box screen ij show gksxkA auto text dk Insert fd;k gqvk ’kCn (Word) box  
 Lor% gh fy[kuk gSA vki vius Auto text Insert dk uke dksbZ nwljk Hkh ns ldrs gSA ijUrq bldh 
vko’;drk  
 dsoy Graphics dh fLFkfr esa iMrh gS A  
3. OK Button ij click djssA 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

             AutoText Dialog Box 

Auto Currect:- 
        AutoCurrect lkekU; :i ls gksus okyh xyfr;ksa dh List ,oa muds lq/kjs ,oa lgh :Ik dh  

List gksrh gS ;fn =qfV List ds vuqlkj dksbZ xyrh dh tkrh gS rks Auto Currect ds }kjk mldk vius vki 
lq/kkj dj fn;k tkrk gSA tSls ;fn The Word dks =qfV iwoZd The Type dj fn;k tk, rks Auto Currect 
mldk lgh :i The esa cny nsxkA blls Type djrs le; izR;sd ckj xyr Type dks lgh djus dh izfdz;k esa 
le; u"V ugha gksrk gSA  

   blds lkFk&lkFk Auto Currect User }kjk lkekU; :Ik ls dh tkus okyh xyfr;ksa ,oa muds lq/kkj dks Hkh  
Auto Currect dh List esa Add fd;k tk ldrk gSA Auto Currect dks Typing ds le; dh cpr gsrq ,d 
Short Cut ds :Ik esa Hkh Use fd;k tk ldrk gSA mnkgj.k ds fy, Document esa gesa vusdksa ckj “Lakshya 
Institute of Professional Studies Narwar” Type djuk gS rks ge bl iwjs okD; ds LFkku ij flQZ 
“Lakshya” word dks Auto Currect dh List esa Add dj ldrs gSA bl izdkj izR;sd ckj Lakshya Type 
djrs gh ;g “Lakshya Institute of Professional Studies Narwar” esa cny tk;sxkA 
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Auto Currect dks mi;ksx esa ykus ds fy, fuEu Steps dk Use djsa&  
 

1. Tools Menu ij click djsa vkSj izkIr List esa Auto Currect Option ij click djsa blds ckn Screen 
ij Auto Currect Dialog box Show gksxkA 

2. Replace box esa =qfV ;qDr Word Type djsa ;k cM+s Sentence dk Small code Hkh ;gha ij Type djsa 
TkSlsa& Lakshya 

3. Replace box esa =qfV ;qDr Word Type fd;k gS rks mlds with box esa mldk lgh word Type djsa 
vFkok ;fn Repalce box esa Small Code Word Type fd;k gS rks with box esa mldk iwjk 
Sentence Type djsaA 

4. Add Button ij click djsaA mlds ckn OK Button ij click djsaA 
 

     Auto Curect esa fn;s x;s Word dks Delete djus ds fy, Auto Currect box dh list esa 
ls ml Word dks select djsa A fQj Delete Button ij click djsa vkSj var esa OK Button ij click djsaA 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Auto Currect Dialog Box 

 

Inserting The Symbol:- 
      vki vius Document esa ,sls Symbol Hkh Insert djk ldrs gSA tks vkids 
Key Board ij Hkh ugha gksrs gSaA Symbol Instert djkus ds fy, fuEu Steps dk Use djsa& 

1. vki vius Document ij ml txg ij click djsa tgk¡ ij vki Symbol Insert djkuk pkgrs gSaA 
2. Insert Menu ij click djsa vkSj Symbol option ij click djsa A 
3. ;fn fdlh vU; Font ds Symbol fn[kkus gSA rks bl Area ds Drop down Aero Button ij click  
 djsA 
4. ml Font ij click djsa tks vkidh :fp ds vuqlkj Symbol Show djrk gSA 
5. vkids }kjk select fd, x, Font ds Symbol Show gksxsaA ml Symbol ¼izrhd½ ij click djsa ftls 

vki  
 document esa Insert djkuk pkgrs gaSA 
6. blds ckn close Button ij click djsa vkSj Symbol Dialog box dks can dj nsa vkius vius  
 Document esa ftl txg ij Symbol Insert ds fy, click fd;k Fkk Symbol ogha ij show gksxkA 

 ;fn fdlh Symbol dks vki Document esa ls gVkuk pkgrs gSa rks Mouse Pointer dks ml 
Symbol ij rc rd Drag djsa tc rd fd og Symbol High Light ughaa gks tkrk gS vkSj Delete 
Key dks Press djsaA 
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 Inserting Symbol Dialog Box 
 

Inserting The Picture:- 
                     vki vius Document esa dksbZ Hkh Picture,Image ;k Graphics Insert dj ldrs gSA  

 Picture,Image ;k Graphics Insert djus ds fy, fuEu Steps dk use djsa& 
1. vki vius Document ds ml txg ij click djsa tgk¡ ij vki Picture dks Insert djkuk pkgrs gSaA 
2. Insert Menu ij click djsa vkSj Picture option ij click djsaA 
3. ;fn vki File ds vUnj ls Picture dks Insert djkuk pkgrs gS rks From File option ij click djsa 

vkSj ml Picture dks select djsa ftls vki Insert ;k Add djkuk pkgrs gSaA 
4. blds ckn Insert Button ij click djsa blds ckn og Picture vkids document ij Insert gks 

tk;sxhA 
                  ;fn vki vius Document esa ls fdlh Picture dks Delete djkuk pkgrs gSA rks Picture  
dks igys Select djsa A ftls vki Delete djkuk pkgrs gS vkSj fQj Key Board dh lgk;rk ls Delete Key 
dks Press djsaA 
 
 
 
 
 
 
 
 
 
 

 

 

AutoCurrect Dialog Box 
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Setting up Columns in the Documents:- 
      MS Word esa vius document esa leku rFkk vleku 
PkkSM+kbZ ds dbZ Columns LFkkfir dj ldrs gSA ,oa Columns ds e/; vki bPNkuqlkj Line [khap ldrs gSA 
,oa vU; Designing Hkh dj ldrs gSA leku PkkSM+kbZ okys Columns cukus ds fy, fuEu Steps dk Use 
djsa& 
1. Document ds fdlh fo’ks"k Hkkx dks Columns esa devide djus ds fy, ml Hkkx dks Select djsaA iwjs 

Document Devide ds fy, document ds fdlh Hkh Hkkx esa click djsaA 
2. Formate Menu ls Columns dks Select djsa A rr~i'pkr~ Columns dialog box Show gksxkA 
3. Presents [k.M ls vius Option dks Select djsaA 
4. Apply to Drop Down List esa ml LFkku dks Select djsa tks vki pkgrs gSA bl [k.M esa rhu option 

miyC/k gksrs gSaA 
(i) This Section:-  Column dks fo’ks"k [k.M esa Set fd;k tk;sxkA    

 (ii) This Point Forward:- orZeku Insertion Point ls vkxs Columns dks Set fd;k tk;sxkA 
 

(iii) Whole Documents:- All Documents esa Columns dks set fd;k tk;sxkA 
5. OK Button ij click djsaA 
6. Standard Tool Bar ls Columns box Button ij click djds Dropdown box dks iznf’kZr djsa rFkk 

Pointer ls Columns dh bPNkuqlkj la[;k dks Select dj ys vkSj click djsaA 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Columns Dialog Box 
 

Removing Columns From the Documents:- 
 Documents ls Columns dks Remove djus 
ds fy, fuEu Steps dk Use djsa& 

1. Document ds fdlh fo’ks"k Hkkx ls Columns gVkus ds fy, ml Hkkx dks Select djsaA iwjs 
Document ls Columns dks gVkus ds fy, Document ds fdlh Hkh Hkkx esa click djsaA 

2. Formate Menu ls Columns dks Select djsaA 
3. Columns Dialog box ls Present esa One dks Select dj OK button ij click djsa ;k Standard 

Tool Bar ls Columns Button ij Click djds Drop Down Box dks iznf’kZr djsa RkFkk Pointer 
ls ,d Columns dks Selcet djsaA  
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Tables:- 
 Row vkSj Columns ds Intersection Points ls feydj tks Image curh gS og Table dgykrh 
gSA Table Row vkSj Column ij vk/kkfjr gksrh gSA Table dk izR;sd box tks Row vkSj Columns ds 
Intersection Points ls feydj curk gS mls Cell dgrs gSA 
 Tabel dk use eq[;r% data dks Row Columns esa O;ofLFkr djuk gksrk gS bldk Use Micro 
Soft Word esa Report cukus ds fy, fd;k tkrk gSA ;g Rows vkSj Columns ij vk/kkfjr gksrk gSA 

Creating Tables:- 
 Table dks Create djus ds fy, MS Word esa nks fof/k;ksa dk Use fd;k tk ldrk gSA 

1. Tool bar dk Use djdsA 
2. Menu bar dk Use djdsA 

1. Tool bar dk Use djds:- 
                                     Tool bar dh lgk;rk ls Table dks Create djus ds fy, fuEu Steps dk Use djsa& 

1. Document esa Insertion Poont dks ogk¡ ys tk,sa tgk¡ Table Insert djkuk pkgrs gSaA 
2. Standard Tool Bar ls Insert Table Button ij click djsaA rc ,d Dialog Box Show gksxkA 
3. Row, Horizontal Cell rFkk Columns, Vertical Cell dh la[;k dk bPNkuqlkj select djsaA 
4. blds ckn vkids document esa ,d Blank Table show gksxhA 

 

2. Menu Bar dk Use djds:- 
    Menu Bar ls Table dks Create djus ds fy, fuEu Steps dk Use djsa& 

1. Document esa Insertion Point dks ogk¡ ys tk,sa tgk¡ Table Insert djkuk pkgrs gSaA 
2. Table Menu ls Insert dks Select djsaA 
3. iznf’kZr Insert Table Dialog Box esa Column rFkk Rows dh la[;k fu/kkZfjr djsaA 
4. OK Button ij click djsaA 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Editing Tables:- 
 vki Table esa Text Insert dj ldrs gSA rFkk mls Edit Hkh dj ldrs gSA bl dk;Z dks 
vki Keyboard rFkk Mouse nksuksa dh Help ls dj ldrs gSA 
 Keyboard dh lgk;rk ls Table dks Edit djus ds fy, ge Aero Keys dk mi;ksx djrs gSaA Aero 
Key dk Use dj ge ,d Cell ls nwljs Cell esa Cursor dks Move dj ldrs gS rFkk Cell esa Text Type Hkh 
dj ldrs gSa Mourse dh lgk;rk ls Table dks Edit djus ds fy, Cell ds vanj Click djsa RkFkk Text Type 
djsa ;k bls Edit djsaA 
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Adding to the Columns in Tables:- 
 vki Table esa fdlh Hkh le; Row rFkk Column tksM+ ;k 
gVk ldrs gSA Table esa Column Add djus ds fy, fuEu Process djsa& 

1. Column ftl Cell ds ikl esa Add djuk gSa ml Cell ij click djsaA 
2. Tables and Border Tool Bar ls Insert Tabel button ij click djsa A ;fn Tables and Border 

Tool Bar Screen ij Show ugha gksrh gSA rks Show djus ds fy, View Menu ls Tool Bar dks 
Select djsa rFkk Tables and Border dks Select djsaA 

3. Left Side Column Add djus ds fy, Insert Column to the Left vkSj Right Side Column 
Add djus ds fy, Insert Column to the Right dks Select djsa ;k Table Menu ls Insert dks 
Select djsa ,oa Left Side Column Add djus ds fy, Columns to the left vkSj Right side 
Columns Add djus ds fy, Column To the Right dks Select djsaA 

 

Adding Rows to the Tables:- 
 Table esa Row add djus dh fof/k Column add djus dh fof/k ds 
leku gSA blds fy, fuEu Steps dk Use djsa& 

1. ml Cell ij click djsaA ftlds Åij ;k uhps Row Add djuk gSA 
2. Tabel and Borde Tool Bar ls Insert Table ij click djsaA Row dks Åij Add djus ds fy,  
 Insert Rows Above vkSj Row dks uhps Add djus ds fy, Insert Rows Below ij click djsaA 

 

Merging and Spliting Cell:- (Cells dks feykuk ,oa rksM+uk) 
 

 Merge dbZ Cells dks feyrk gSA rFkk Split Cell dks vyx djrk gS 
vFkkZr RkksM+rk gSA Cells dks Merge djus ds fy, fuEu Steps dk Use djs& 

1. mu Cells dks Select djsa ftUgsa Merge djuk pkgrs gSaA 
2. Table Menu ij click djsaA rFkk Merge Cells dks Split djus ds fy, fuEu Steps dk Use djsa& 

(i) Merge Cell esa click djsaA 
(ii) Table Menu dks click djsa rFkk Split Cell option ij click djsaA 

 

Deleting Columns and Rows:- 
                            Table esa Columns ,oa Rows Delete djus ds fy, fuEu Steps dk Use djsaA 

1. ml Column ;k Row dks Select dj ys ftls Delete djuk pkgrs gSA  
2. Table Menu ij click djsaA  
3. Delete option dks select djsaA 

 

Word Art:- 
 Word Art dks Banner ;k Poster Style esa cukrk gSA bldk Use Play Cards, Poster 
vkfn cukus esa fd;k tkrk gSA Word Art Insert djus ds fy, fuEu Stpes dk Use djsa&  

1. Insert Menu ls Picture Option ij click djsaA 
2. Word Art dks select djsaA 
3. ;k Drawing Tol Bar ls Insert Word Art Button ij click djsaA 
4. Word Art Gallery ls bPNkuqlkj Style dks select djsaA 
5. OK Button ij click djsaa 
6. Edit Word Art Text ds dialog Box esa bfPNr Text Type djsaA 
7. Font ds Drop Down box esa bPNkuqlkj font select djsaA 
8. Font Size ds drop down box ls bPNkuqlkj size select djsaA 
9. Text type djus ds ckn rFkk bls Format djus ds ckn OK Button ij click djsaA 
10. Word Art Tool bar dh lgk;rk ls vki vius Word Art esa vko’;dkruqlkj Editing Hkh dj ldrs 

gSaA 
 

 



11/1 

 

39

Contact- 9479307492, 8085321528 
Visit us: www.lakshyanarwar.com                       E-mail- Lakshya.narwar@gmail.com 

PC Package     
 

 

 

 

 

 

 

 

 

 

 

 

Word Art Gallery 

 

 

Drawing:- 
 MS Word ds Document esa vki fofHkUu izdkj dh ubZ vkd`fr;k¡ cuk ldrs gSaA ;k fQj igys ls 
cuh gqbZ vkd`fr;ksa dks Edit Hkh dj ldrs gSA blds fy, fuEu Steps dk Use djsa& 

1. Standrard Tool Bar ls Drawing Button ij click djsaA ;k View Menu ls Tool Bar dks select  
 djsa vkSj Drawing ij click djsaA 
2. Drawing Toll Bar ls bfPNr Button ij click djsaA 

Line:- Line [khapus ds fy, Line Button ij click djsa vksj Drawing ij click djsaA ,oa mls okafNr LFkku   
        ij ys tkus ds fy, Drag djsaA 

Aero:- Aero cukus ds fy, Aero Button ij click djds bPNk vuqlkj LFkku ij Drag djk,saA   

Rectangle ¼vk;r½:-  vk;r [khapus ds fy, Rectangle Button dk Use djsaA bl Button dks Shift ds lkFk 
Use djus ij Square dh vkd`fr cukbZ tk ldrh gSaA  

Oveal:- 
 v.Mkdj vkd`fr dks cukus ds fy, Ovel Button ij click djsa o`r cukus ds fy, bl Button dk 
Use djrs le; Shift Key Press djsaA 

Mail Merge:- 
 
  MS word esa Mail merge og feature gS tks lkewfgd i=kpkj dsa fy, use gksrk gSA lkewfgd 
i=kpkj dk vFkZ dbZ Celients dks muds Address ij latter Hkstus ls gS Mail merge dk use form letters, 
Maling lavels, fyQkQks ¼Envelopes), diractries rFkk Group & E-mail ,oa Fax forj.k gsrq use fd;k tk 
ldrk gSSA vki bls nks rjg lsa use dj ldrsa gS& 
igyk rjhdk mail merge wizard gSA rFkk bldk nwljk rjhdk ;g gSA fd vki bls Lo;a djsa bl Process dks 
iwjk djusa ds fy, fuEu Step dk use djsaA  
Step I:- Starting Mail merge wizard%&  
         loZ izFke vkidksa Mail merge wizard start djuk gksxk Mail 

merge wizard dks Start djuas ds fy, fuEu Process djssa& 
¼1½ Tools menu ij click djsa A 
¼2½ Latter & Mail mergs dks select djs rFkk Mail merge wizard ij click djsA  
 

Step II: - Document ds Type dks Select djuk %& 
 ¼1½  wizard dk igyk Window show gksxkA ftlls latters radio Button dks select djsaA rFkk Next   

        Starting Document ij click djsaaA  
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 ¼2½ blds ckn Wizard dk Next window show gksxk bl Step esa vius latters dks Set djus ls lacaf/kr rhu  
    Option gS ;fn vki Previous Button ij Click djds fiNys Step esa ckil tk ldrs gS A Use the   
    Current Document Radio Button dks select djsa rFkk Next Select Recipaint dksa Select djs A 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step III: - Creating a Data Sourse %& 
 

1. mi;ZqDr fp= dh HkkWafr wizard dk vxyk window show gksxkA bl LVsi esa vkidks mu address 

dh ,d list cukuh iMrh gSA ftUgsa vki ysVj Hkstuk pkgrs gSaA ;k igys ls cuh gqbZ list esa ls select 

djuk pkgrs gSaA fodfYid #i ls vki Outlook ls Hkh Contact Select dj ldrs gSA ;fn ;g eku 
fy;k tk,s fd vc rd dksbZ Hkh Contact List rS;kj ugha dh xbZ gS rks type a new list radio button dks 
click djsaA rFkk type a new list ds varxZr create dks select djsaA blds ckn New Address List 

dialog box show gksxkA Text box esa lacaf/kr lwpuk (data) dks add djsaA rFkk save in dks click djds 
select djsaA tgkW vki contact list dksa save djuk pkgrs gSaA 

2. ;fn vkids ikl igys ls gh contac list rS;kj gS rks Use an Existing list open gks tkrh gS radio ij 
click djsa rFkk Use an Existing List ds varxZr Browsing dks select djsaA 

3. Save in Drop down list ij click djds data source ls list dks find djsa rFkk Open button ij 
click djsaA 

Step IV: - Writing your Letter %& 
   

1. Next: Write your letter ij click djsaA blds ckn Wozard dk write Your letter step dk 
dialog box show gksxkA 

2.  vius Letter dks type djus ds ckn Address block dialog box show gksxkA Address block 

dks viuh vko’;drk vuqlkj customize djsaA blds ckn OK Button ij click djsaA blds ckn 
Next: Previous your Letter ij click djsaA  
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Step V: - Merging the Document %& 
  

1. Step No 4 Complete gksus ds ckn Next: Complete the Merge ij click djsaA 
2. vc ;fn vki letter dks lh/ks print djuk pkgrs gSa rks merge ds varxZr print ij click 

djsa ;k ;fn vki bls u,s ,d File esa Save djuk pkgrs gSa rks Edit indivisual lettrs ij click 
djsaA 

Step VI: - New Document %& 
  

1. ;g lqfuf’pr dj ysaa fd mailing list ij miyC/k fdu& fdu C;fDr;ksa ds fy, Letter Hkstuk pkgrs gSa 
rks vki fdlh Hkh Radio button ij click djsa vkSj Ok Button ij click djsaA   

Hyperlink:- 
   Hyperlink, Colored ,oa Undr line text ;k dksbZ Graphics gksrk gS ftldks click dj ge 
fdlh fo’ks"k file ;k file ds fdlh fo’ks"k LFkku] word window ds fdlh page ;k fQj Internet ds fdlh 
HTML page ij tk ldrs gSA Hyper link ls vki document dks fdlh News group, Gopher, Telnet ;k 
FTP site ls Hkh tqM+ ldrs gSA  
 Hyper Link Insert djus ds fy, fuEu Steps dk Use djsa&  
 

 

 

 

 

End Unit III 


