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HC hCV¡ −Le 

BSL¡m Lj¢fEV¡l hÉ¡f¡lV¡ pð−å ¢LR¥V¡ p¡d¡lZ d¡lZ¡ b¡L¡ fË¡u Af¢lq¡kÑ q−u 
f−s−Rz k¢cJ A¢dL¡wn p¡d¡lZ j¡e¤−ol, ¢h−noa NË¡j¡’−m −l¡SL¡l S£hed¡lZ 
qua HV¡ R¡s¡J Q−mC k¡uz ¢L¿¹¥, ¢e−Sl pð−åC j−e q−a b¡−L −k B¢j HC 
c¤¢eu¡l La L£ S¡¢ee¡z a¡C HLV¥-BdV¥ Lj¢fEV¡l Q¡¢m−u HLV¡ p¡d¡lZ d¡lZ¡ 
L−l −eJu¡ BSL¡m Cú¥−m ¢nr¡l Af¢lq¡kÑ A‰ q−u−R fË¡b¢jL Ù¹−ll −n−oCz 
¢S¢eoV¡ −k−qa¥ HLV¡ k¿», a¡C q¡−a Lm−j e¡ Q¡m¡−e¡ fkÑ¿¹, öd¤ hC f−s 
HV¡−L ¢WL S¡e¡ qu e¡z   

p¡d¡lZ HLV¡ Lj¢fEV¡l −j¡−Vl Jfl Q¡m¡−a f¡l¡ Hje ¢LR¥ hs hÉ¡f¡l 
euz HLV¥ BdV¥ −c¢M−u ¢c−m, Abh¡ q¡−al L¡−R Lj¢fEV¡l −f−m ¢nöl¡ a¡ 
Bf¢e ¢n−M −g−mz ¢L¿¹¥ HC −nM¡ ¢e−u −h¢nc§l k¡Ju¡ k¡u e¡z d¡−f d¡−f 
¢WLi¡−h −nM¡ fË−u¡Sez Lj¢fEV¡l Q¡m¡−e¡ −j¡−Vl Jfl −c¢M−u −cJu¡l L¡E−L 
f¡Ju¡ j¤n¢Lm, ¢h−noa fËaÉ¿¹ NË¡j¡’−mz Bl f¡Ju¡ −N−mJ, ¢WL j−a¡ −k 
−nM¡−he a¡ e¡J q−a f¡−lz pÙ¹¡u h¡ ¢he¡j§−mÉ c¤-HLV¡ Lj¢fEV¡−ll hÉhÙÛ¡ 
qu−a¡ Ll¡ k¡uz ¢L¿¹¥ ¢WLi¡−h −nM¡−he −L? a¡C, HLV¡ Lj¢fEV¡l q¡−a −f−m 
hC −b−L f−s f−s ¢e−S ¢n−M AeÉ−LJ −nM¡−e¡ k¡u Hje HLV¡ f¤¢Ù¹L¡ 
fË−u¡Sez HM¡−e −nM¡l fË¡b¢jL ¢i¢šl ¢hÙ¹¡¢la B−m¡Qe¡ l¡M¡ qm −pC E−Ÿ−nÉz 
   HR¡s¡, k¡yl¡ Lj¢fEV¡l pð−å BlJ S¡e−a Q¡C−he, h¡ Lj¢fEV¡l −jl¡j¢al 
−R¡VM¡−V¡ L¡S ¢n−M ¢e−a Q¡C−he, k¡−a fËaÉ¿¹ NË¡j¡’−mJ −pV¥L¥ L−l −cJu¡ 
k¡u, a¡y−cl SeÉ pw−k¡S−e ¢LR¥ fË¡b¢jL B−m¡Qe¡ l¡M¡ qmz   
   f¤¢Ù¹L¡V¡ h£lï−jl g¥mX¡P¡ NË¡−j ¢hcÉ¡QQÑ¡ −L−¾cÊ Lj¢fEV¡l Q¡m¡−e¡ −nM¡−e¡l 
fËaÉr A¢i‘a¡l gpmz BlJ A−e−Ll −nM¡u pq¡uL q−a f¡l−m HC f¤¢Ù¹L¡ 
p¡bÑL quz  

 

 
−ghË¥u¡¢l 2019 
g¥mX¡P¡ ¢hcÉ¡QQÑ¡ −L¾cÊ, h£lïj         p¤¤ae¤ i–¡Q¡kÑ  
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f¡W  1. −XúVf Lj¢fEV¡l f¢lQu 
 

1.1 −XúVf Lj¢fEV¡−l L£ L£ b¡−L 

1.2 Lj¢fEV¡l L£i¡−h Q¡m¤ (ØV¡VÑ) Ll¡ qu 

1.3 −XúVf ¢ûe J −je¤ BCLe 

1.4 j¡Ep−L e¡¢s−u j¡Ep L¡lp¡l−L −XúV−f f¢lQ¡¢ma Ll¡; j¡Ep h¡Ve ¢LÓL 
— h¡j J X¡e ¢c−Ll h¡Ve; −L¡eJ −je¤ BC−Vj−L ¢p−mƒ h¡ ¢WL L−l 
−eJu¡ 

1.5 ØV¡VÑ −je¤ ¢p−mƒ Ll¡ J Lj¢fEV¡l−L ¢WL i¡−h hå Ll¡ 

1.6 −fË¡NË¡j ECe−X¡ −M¡m¡ J hå Ll¡; ¢j¢ej¡Cp, jÉ¡¢„j¡Cp/ −lp−V¡l, J −LÓ¡p 
h¡Ve — ECe−X¡p H„−fÔ¡l¡l −fË¡NË¡j 

1.7 −fË¡NË¡j ECe−X¡l BL¡l hs-−R¡V Ll¡ J −V−e ¢e−u ¢û−el ¢h¢iæ ÙÛ¡−e 
pl¡−e¡; ECe−X¡l −û¡m h¡l —i¡l¢VL¡m −û¡m h¡l Hhw q¢lS¾V¡m −û¡m 
h¡l  

1.8 HL¡¢dL −fË¡NË¡j ECe−X¡ −M¡m¡ J f¡n¡f¡¢n l¡M¡, Hhw HL HL¢V−L 
¢j¢ej¡Cp L−l fÕQ¡cf−V l¡M¡ 

1.9 Lj¢fEV¡l hå Ll¡l ¢euj J pjpÉ¡ q−m L£ LlZ£u 

1.10 Lj¢fEV¡−ll ¢ûe −pi¡l J ØVÉ¡ä h¡C L−l l¡M¡ 

Ae¤n£me: f¡W 1-−u −nM¡ n−ël a¡¢mL¡   
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f¡W 1. −XúVf Lj¢fEV¡l f¢lQu 
1.1 −XúVf Lj¢fEV¡−l L£ L£ b¡−L 
−k Lj¢fEV¡l−L −V¢h−ml Jf−l −l−M Bjl¡ L¡S L¢l a¡−L Desktop 

Computer    (−XúVf Lj¢fEV¡l) h−mz H−a −j¡V¡j¤¢V Q¡l¢V ¢S¢ep b¡−L, 
−k…¢m−L BlJ −R¡V L−l HLp¡−b ¢e−u °a¢l qu Laptop Computer    
(mÉ¡fVf Lj¢fEV¡l), k¡ Bjl¡ −L¡−m ¢e−u h−pJ L¡S Ll−a f¡¢lz Bjl¡ 
−XúVf Lj¢fEV¡l ¢e−uC Lj¢fEV¡l Q¡m¡−e¡ ¢nMhzLj¢fEV¡l hm−a HM¡−e 
Bjl¡ PC h¡ Personal Computer    (f¡lÚpe¡m Lj¢fEV¡l) −h¡T¡hz 
  −c−M¡ H−a L£ L£ B−Rz fËb−j −c−M¡ ¢V¢il j−a¡ −cM−a Display Monitor    
(¢Xp−fÔ j¢eVl), k¡l p¡j−el fcÑ¡V¡−L Screen    (¢ûe) h−mz Hl e¡j ¢Xp−fÔ 
j¢eVl, L¡lZ HV¡ Bj¡−cl −cM¡u Lj¢fEV¡−l L£ L¡S q−µR, h¡ qmz HC 
−cM¡−e¡l g−m Bjl¡ h¤T−a f¡¢l L£ Bj¡−cl Ll−a q−hz a¡C HV¡C Bj¡−cl 
j¢eVlz ¢Xp−fÔ j¢eV−ll ¢e−Q l¡M¡ b¡−L Keyboard    (L£−h¡XÑ)z H−a Bjl¡ 
V¡Cf L−l ¢m−M Lj¢fEV¡l−L hm−a f¡¢l L£ Ll−a q−hz L£−h¡−XÑl f¡−n 
(X¡eq¡¢a−cl SeÉ X¡e f¡−n) l¡M¡ B−R −R¡V HLV¡ ¢S¢ep k¡−L Bjl¡ q¡−al 
−a−m¡u dl−a f¡¢lz Hl e¡j Mouse    (j¡Ep)z Hl L¡S qm L£−h¡XÑ ¢c−u Ll¡l 
¢LR¥ L¡S h¡ ¢e−cÑn−L BlJ pq−S Ll¡z Hl p¡q¡−kÉJ Bjl¡ Lj¢fEV¡l−L h¢m 
L£ Ll−a q−hz j−e l¡M−a q−h L£−h¡−XÑl ph L¡SC ¢L¿¹¥ j¡Ep ¢c−u Ll¡ k¡−h 
e¡ — −kje, hZÑ h¡ Character (LÉ¡−lLV¡l) V¡Cf L−l ¢LR¥ −mM¡z  

 

Lj¢fEV¡l 
¢p¢fCE 

j¡Ep 
L£−h¡XÑ 

¢Xp−fÔ j¢eVl 

¢ûe   

f¡Ju¡l 
h¡Ve 
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Hlfl qm Bpm ¢S¢epV¡z HLV¡ c¡ys Ll¡−e¡ h¡„ (LM−e¡ ¢Xp−fÔ j¢eV−ll 
¢e−Q −n¡Ju¡−e¡J qu) h¡ Cabinet    (LÉ¡¢h−eV), k¡l j−dÉ b¡−L Central 

Processing Unit (−p¾VÊ¡m fË−p¢pw CE¢eV) h¡ Lj¢fEV¡l CPU    (¢p¢fCE)z 
HV¡C qm Lj¢fEV¡l, k¡l ¢fR−e a¡l ¢c−u −S¡s¡ b¡−L ¢Xp−fÔ j¢eVl, L£−h¡XÑ, 
Bl j¡Epz ¢p¢fCEV¡l −fR−e Power (f¡Ju¡l) h¡ ¢hcÉ¥v pw−k¡−Nl a¡lJ 
b¡−Lz mr L−l −cM ¢p¢fCE−ul p¡j−e HL¢V −h¡a¡j h¡ Power button    
(f¡Ju¡l h¡Ve), B−R, −kV¡ ¢V−f ¢c−m ¢hcÉ¥v B−p J Lj¢fEV¡l Q¡m¤ qu 
(H¢V−L −hn A−eLrZ ¢V−f d−l l¡M−m Bh¡l ¢hc¤Év håJ q−u k¡u)z ¢h¢iæ 
LÉ¡¢h−e−V HC h¡VeV¡ HLV¥ H¢cL-J¢c−L b¡L−a f¡−lz HV¡−L Bjl¡ R¢h−a 
−c¢M−u¢R f¡Ju¡l h¡Ve e¡−jz   

Hh¡−l Bjl¡ HC Q¡l¢V ¢S¢e−pl j§m L¡−Sl dleV¡−L pw−r−f h¤−T ¢eCz 
Bjl¡ k¡ Ll−a h¢m −pC j§m L¡SV¡ −a¡ L−l Lj¢fEV¡−ll ¢p¢fCEz ¢L¿¹¥ 
Bjl¡ k¡ k¡ Ll−a h¢m Lj¢fEV¡l−L, AbÑ¡v k¡ ¢e−cÑn ¢cC, a¡ ¢cC L£ L−lz 
HV¡ Bjl¡ Lj¢fEV¡l−L ¢cC L£−h¡XÑ Abh¡ j¡Ep ¢c−uz HC ¢e−cÑn…¢m 
Lj¢fEV¡−ll −ia−l B−p a¡C H…−m¡ qm Lj¢fEV¡−ll Cef¤V Bl HC Cef¤V 
−cJu¡l ¢S¢ep…−m¡−L (HM¡−e L£−h¡XÑ J j¡Ep) h−m Input Device    (Cef¤V 
¢Xi¡Cp)z Hlfl HC ¢e−cÑn Ae¤k¡u£ Lj¢fEV¡l L¡S¢V L−l k¡ f¡u a¡−L −cM¡u 
¢Xp−fÔ j¢eV−ll ¢û−ez HV¡ qm Lj¢fEV¡−ll BEVf¤Vz p¤¤al¡w, ¢Xp−fÔ j¢eVl 
qm HL¢V Output Device    (BEVf¤V ¢Xi¡Cp)z  

HM¡−e R¢h−a −cM¡−e¡ qu¢e, Hje Bl HL¢V BEVf¤V ¢Xi¡Cp Lj¢fEV¡−l 
m¡N¡−e¡ k¡u, k¡l e¡j qm Printer    (¢fË¾V¡l)z ¢fË¾V¡l Lj¢fEV¡−ll BEVf¤V, k¡ 
¢û−e −cM¡ k¡u (−mM¡ h¡ R¢h) L¡N−S −R−f −cuz AeÉ¡eÉ BlJ ¢LR¥ Cef¤V J 
BEVf¤V ¢Xi¡Cp qu (Øf£L¡l, −lLXÑ¡l, LÉ¡−jl¡, úÉ¡e¡l, CaÉ¡¢c) k¡l hÉhq¡l 
Bjl¡ f−l S¡ehz   

HR¡s¡ Lj¢fEV¡−l b¡−L Digital    (¢X¢SV¡m) fÜ¢a−a ¢m−M abÉ p’u h¡ 
S¢j−u l¡M¡l SeÉ Storage Device    (−ØV¡−lS ¢Xi¡Cp)z Hje HL¢V −ØV¡−lS 
¢Xi¡Cp Lj¢fEV¡−ll −ia−lC l¡M¡ b¡−L, k¡−L hm¡ qu Hard Disk    (q¡XÑ 
¢XpÚL), Bl Q¡m¡−e¡l ¢S¢epV¡−L h−m Drive    (XÊ¡Ci)z a¡C HL Lb¡u hm¡ qu 
Hard Disk Drive (q¡XÑ ¢XpÚL XÊ¡Ci) z −k ¢Xi¡Cp…¢m Lj¢fEV¡−l fË−u¡Se 
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j−a¡ h¡C−l −b−L m¡N¡−e¡ k¡u a¡−L h−m Removable    Storage Device    
(¢lj¤−ihm −ØV¡−lS ¢Xi¡Cp)z H…−m¡ qm CD/DVD    (¢p¢X/¢X¢i¢X) J Pen 

Drive    (−fe XÊ¡Ci), −k…−m¡ Q¡m¡−e¡l hÉhÙÛ¡…−m¡ qm CD/DVD Drive 
(¢p¢X/¢X¢i¢X XÊ¡Ci), J USB Port (CEHp¢h −f¡VÑ) z HC phC qm 
Lj¢fEV¡−ll Hardware    (q¡XÑJuÉ¡l)z   

1.2 Lj¢fEV¡l L£i¡−h Q¡m¤ (ØV¡VÑ) Ll¡ qu 
Lj¢fEV¡l Q¡m¤ Ll¡ M¤hC pqSz ¢hcÉ¥v pw−k¡NV¡ B−R ¢Le¡ −c−M ¢e−u 
¢p¢fCE−ul p¡j−el −h¡a¡j h¡ f¡Ju¡l h¡VeV¡ HLh¡l ¢Vf−mC Lj¢fEV¡l Q¡m¤ 
q−u k¡−h—¢p¢fCE−u B−m¡ SÆm−h, L£−h¡XÑ J j¢eV−l B−m¡ SÆm−h, ¢û−e ¢LR¥ 
−mM¡ g¥−V E−W c¤-¢ae −p−Lä f−l Q−mJ k¡−h J ¢p¢fCE −b−L B−Ù¹ HLV¡ 
¢fLÚ BJu¡S Bp−hz HC BJu¡SV¡l j¡−e qm Lj¢fEV¡l ¢WLW¡L Q¡m¤ qm, 
k¡−L h−m Boot    (h¤V) Ll¡ z HV¡ e¡ qJu¡l j¡−e qm Lj¢fEV¡−ll −ia−l ¢LR¥ 
pjpÉ¡ q−u−Rz Hlfl Lj¢fEV¡l H−L HL L¡S Ll¡l SeÉ k¡ k¡ a¡l fË−u¡Se 
a¡ ¢e−SC Q¡m¤ L−l −e−h J ¢Xp−fÔ j¢eV−l Bp−h L¡S Bl−ñl ¢ûez 

1.3 −XúVf ¢ûe J −je¤ BCLe  
−XúVf h¡ mÉ¡fVf Lj¢fEV¡l Q¡m¡−e¡l j§m hÉhÙÛ¡V¡ fËb−jC −k−L¡eJ 
Lj¢fEV¡−l L−l l¡M¡ b¡−Lz HC hÉhÙÛ¡V¡ Ll¡ qu HL ¢h−no dl−el Program    
(−fË¡NË¡j) h¡ Software    (pgVJuÉ¡l) ¢c−u, k¡−L h−m Lj¢fEV¡lV¡l 
Operating system    (Af¡−l¢Vw ¢pp−Vj)z HLV¡ Af¡−l¢Vw ¢pp−Vj qm 
Microsoft Windows    (j¡Cœ²pgÚV EC−ä¡p)z AeÉ HLV¡ Af¡−l¢Vw ¢pp−Vj, 
A−e−LC hÉhq¡l L−le, qm Linux    (¢me¡„)z Bjl¡ HM¡−e Lj¢fEV¡l Q¡m¡−e¡ 
−cM¡h EC−ä¡p ¢pp−Vj ¢c−uz h¡S¡−l −k EC−ä¡p ¢pp−Vj pgVJuÉ¡l −j−m a¡ 
j¡Cœ²pgV −L¡Çf¡¢e œ²j¡Na f¡m−V ea¥e ea¥e j−X−m ¢h¢œ² L−lz HC…−m¡−L 
h−m Program Version    (−fË¡NË¡j i¡lne)z HMe H−p−R EC−ä¡p i¡lne 8 J 
i¡lne 10z −nM¡l p¤¤¢hd¡l SeÉ Bjl¡ EC−ä¡p i¡lne 7 hÉhq¡l L−l −cM¡hz 
f−ll i¡lne…−m¡u fËbj ¢ûeV¡−a AeÉ R¢h B−pz   

Lj¢fEV¡l Q¡m¤ Ll¡l fl fËbj −k ¢ûeV¡ B−p a¡l R¢hV¡ −cJu¡ B−Rz 
j−e l¡M−a q−h HC R¢hV¡ AeÉ lLjJ q−a f¡−l, L¡lZ HV¡−L Bjl¡ C−µR 
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j−a¡ L−l ¢e−a f¡¢l, k¡ HMe −nM¡ Sl¦¢l euz e£m l−Pl f¤−l¡ R¢hV¡−L hm¡ 
qu Desktop background    (−XúVf hÉ¡LNË¡Eä)z  

 

mr L−l¡ h¡y ¢c−L p¡¢l ¢c−u A−eL…−m¡ −R¡V −R¡V R¢h, −k…−m¡ qm ¢h¢iæ L¡S 
Ll¡−e¡l −fË¡NË¡−jl h¡ Lj¢fEV¡−l p¢’a l¡M¡ B−R Hje ¢h−no L−uL¢V S¡uN¡ 
h¡ a−bÉl ÙÛ¡e…−m¡l fË¢aj§¢aÑ h¡ Icon    (BCLe)z HC 
fË−u¡Sej−a¡ −XúV−f H−e l¡¢M k¡−a QV L−l L¡S Q¡m¤  Ll−a f¡¢lz 
Be¡ k¡u a¡ f−l ¢nMhz 

¢û−el ¢e−Ql ¢c−L X¡e −L¡e¡u B−R System Tray (

−cM¡−e¡ k¡u −kph −fË¡NË¡j Q¡m¤ B−R, −kje ¢ce J pju −cM¡−e¡, BJu¡S −h¢n 
Lj Ll¡, CaÉ¡¢cz ¢û−el ¢e−Ql ¢c−L −j¡V¡ m¡CeV¡−L h−m 
h¡l), −kM¡−e Bjl¡ l¡¢M M¤h −h¢n hÉhq¡l Ll¡ qu Hje −fË¡NË¡j Q¡m¤ Ll¡l 
BCLe…−m¡z Bh¡l AeÉ −k−L¡eJ −fË¡NË¡j Q¡m¤ Ll−m a¡lJ 
qu HC V¡ú h¡−lz 

Hlfl mr L−l¡ −XúVf ¢û−el −L¡eJ HL¢V S¡uN¡u −j¡V¡ ¢al ¢Qq²¢Vz 
H−L h−m j¡Ep Cursor    (L¡lp¡l)z L¡lp¡l j¡−e qm HL¢V ¢Qq², k¡ H¢c−L 
J¢c−L p¢l−u −L¡eJ ÙÛ¡e−L ¢e¢cÑø Ll¡ k¡uz j¡EpV¡ d−l e¡¢s−u −cM ¢û−e 

−XúVf ¢ûe 

−XúVf 
BCLe 

V¡ú h¡l 
¢pp−Vj 

  
j¡Ep 
L¡lp¡l 

hÉ¡LNË¡Eä  
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e£m l−Pl f¤−l¡ R¢hV¡−L hm¡ 

 

mr L−l¡ h¡y ¢c−L p¡¢l ¢c−u A−eL…−m¡ −R¡V −R¡V R¢h, −k…−m¡ qm ¢h¢iæ L¡S 
Ll¡−e¡l −fË¡NË¡−jl h¡ Lj¢fEV¡−l p¢’a l¡M¡ B−R Hje ¢h−no L−uL¢V S¡uN¡ 

z HC BCLe…−m¡ Bjl¡ 
QV L−l L¡S Q¡m¤  Ll−a f¡¢lz L£ L−l 

(¢pp−Vj −VÊ), −kM¡−e 
k¡u −kph −fË¡NË¡j Q¡m¤ B−R, −kje ¢ce J pju −cM¡−e¡, BJu¡S −h¢n 

m¡CeV¡−L h−m Task Bar    (V¡ú 
, −kM¡−e Bjl¡ l¡¢M M¤h −h¢n hÉhq¡l Ll¡ qu Hje −fË¡NË¡j Q¡m¤ Ll¡l 

−k−L¡eJ −fË¡NË¡j Q¡m¤ Ll−m a¡lJ BCLeV¡ −cM¡−e¡ 

Hlfl mr L−l¡ −XúVf ¢û−el −L¡eJ HL¢V S¡uN¡u −j¡V¡ ¢al ¢Qq²¢Vz 
L¡lp¡l j¡−e qm HL¢V ¢Qq², k¡ H¢c−L 

J¢c−L p¢l−u −L¡eJ ÙÛ¡e−L ¢e¢cÑø Ll¡ k¡uz j¡EpV¡ d−l e¡¢s−u −cM ¢û−e 

¢pp−Vj 
−VÊ 
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j¡Ep L¡lp¡l¢VJ es−R, −kje j¡EpV¡ e¡s¡−e¡ q−µRz L¡lp¡−ll ¢Qq²V¡ ¢al 
¢Q−q²l hc−m AeÉ¢LR¥J Ll¡ k¡uz 

1.4 j¡Ep−L e¡¢s−u j¡Ep L¡lp¡l−L −XúV−f f¢lQ¡¢ma Ll¡; j¡Ep 
h¡Ve ¢LÓL — h¡j J X¡e ¢c−Ll h¡Ve; −L¡eJ −je¤ BC−Vj−L 
¢p−mƒ h¡ ¢WL L−l −eJu¡ 

Hh¡−l j¡Ep−L e¡¢s−u j¡Ep L¡lp¡l−L ¢û−el H¢c−L J¢c−L ¢e−u k¡Ju¡ A−iÉp 
Ll−a q−hz fËb−j HLV¡ HLV¡ L−l V¡úh¡−ll BCLe…−m¡l Jfl L¡lp¡l H−e 
M¡¢eLrZ −l−M −c−M¡ −k BCLe¢V L£ a¡ −mM¡ g¥−V EW−Rz HLC i¡−h −c−M¡ 
X¡e¢c−Ll ¢e−Q ¢pp−Vj −VÊl −mM¡…−m¡−a L¡lp¡l−L l¡M−m −p…−m¡ L£ a¡ −mM¡ 
g¥−V J−Wz L¡lp¡lV¡−L h¡y¢c−Ll HL HL¢V BCL−el Jf−l H−e −l−M −c−M¡, 
BCLe¢V B−m¡¢La q−µR k¡−L hm¡ qu Highlight    (q¡Cm¡CV) Ll¡z Hl g−m 
Bjl¡ h¤T−a f¡lh L¡lp¡l −L¡eÚ BCLeV¡−a B−Rz Hlfl −c−M¡, j¡E−pl 
Jf−ll h¡y¢c−L Bl X¡e¢c−L HL HLV¡ BP¥m ¢c−u q¡ó¡ Q¡f ¢c−mC j¡E−p 
HLV¡ ¢LÓL BJu¡S quz H−L h−m j¡E−p Left click    (−mgV ¢LÓL) Bl 
Right click    (l¡CV ¢LÓL) Ll¡z −mgV Bl l¡CV ¢LÓ−Ll L¡S Bm¡c¡z l¡CV 
¢LÓL L−l L£ Ll¡ qu a¡ Bjl¡ f−l ¢nMhz B−N −mgV ¢LÓL-Hl hÉhq¡l −c−M 
−ehz Bjl¡ ¢LÓL Ll¡ hm−a −mgV ¢LÓL −h¡T¡−h¡z j−e −l−M¡ Bjl¡ Q¡C−m 
−mgV Bl l¡CV h¡V−el L¡SV¡ E−ÒVJ ¢e−a f¡¢lz 

L¡lp¡l−L −XúV−fl −L¡eJ HL¢V BCL−e ¢e−u H−p¡z BCLe¢V q¡Cm¡CV 
q−h, ¢L¿¹¥ L¡lp¡l pl¡−mC HC BCLeV¡l q¡Cm¡CV Q−m k¡−h J AeÉ −L¡eJ 
BCL−e L¡lp¡l ¢e−u −N−m −p¢V q¡Cm¡CV q−hz Hh¡l −L¡eJ HL¢V BCL−e 
L¡lp¡l ¢e−u H−p j¡Ep −mgV ¢LÓL L−l¡ HLh¡lz −cM−h −k BCLe¢Vl 
q¡Cm¡CV −b−LC k¡−µR L¡lp¡l AeÉ −L¡b¡J pl¡−mJ, karZ e¡ Bh¡l HLh¡l 
−mgV ¢LÓL Ll¡ q−µR AeÉ −L¡b¡Jz Hl j¡−e JC BCLe¢V Bjl¡ ¢WL L−l¢R 
h¡ Select    (¢¢¢¢p−mƒ) L−l¢R HLh¡l ¢LÓL L−lz 

j−e l¡−M¡, −XúV−fl −k −L¡eJ HL¢V BCLe HLh¡l ¢LÓL Ll−m ¢p−mƒ 
qu, Bl QV L−l flfl c¤h¡l    h¡ Double click    (X¡hm ¢LÓL) Ll−m −p¢V Q¡m¤ 
quz ¢L¿¹¥ V¡úh¡−l l¡M¡ −L¡eJ ¢LR¥ HLh¡l ¢LÓL Ll−mC Q¡m¤ q−hz    
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1.5 ØV¡VÑ −je¤ ¢p−mƒ Ll¡ J Lj¢fEV¡l−L ¢WL i¡−h hå Ll¡ 
−k −L¡eJ k¿» Q¡m¤ Ll−mC B−N −S−e ¢e−a qu −pV¡ hå Ll¡ k¡−h L£ i¡−hz 
AbÑ¡v, −L¡b¡J Y¥L−m −pM¡e −b−L −hl qJu¡l l¡Ù¹¡V¡J −S−e ¢e−a q−hz Hh¡l 
−c−M¡, L£ i¡−h Lj¢fEV¡l hå Ll−hz  

−XúVf ¢û−el ¢e−Ql ¢c−L V¡ú h¡−ll h¡y¢c−Ll −L¡e¡u −c−M¡ HL¢V −N¡−ml 
j−dÉ ECe−X¡p BCLeV¡ B−Rz L¡lp¡l−L H−e Hl Jf−l l¡Mz −cM−h Start 
(ØV¡VÑ) −mM¡V¡ g¥−V EW−Rz HV¡−L h−m Start Menu    (ØV¡VÑ −je¤) BCLez Hh¡l 
HV¡−a HLh¡l ¢LÓL L−l¡z HLV¡ List    (¢mØV) M¤m−h −kje R¢h−a −cM¡−e¡ B−Rz 
HC ¢mØVV¡l h¡y¢c−L −cM¡−e¡ b¡−L Lj¢fEV¡−l B−R Hje ¢LR¥  −fË¡NË¡j (BlJ 
−fË¡NË¡j b¡L−a f¡−l k¡ ¢m−ØV −eC), Bl X¡e¢c−L −cM¡−e¡ b¡−L Lj¢fEV¡−l 
p’u L−l l¡M¡l ¢LR¥ …l¦aÆf§ZÑ ÙÛ¡e h¡ −g¡ô¡lz −g¡ô¡l hÉ¡f¡lV¡ L£ Bjl¡ f−l  
hmhz                        

 
 

L¡lp¡l−L ¢m−ØVl j−dÉ Jf−l ¢e−Q J f¡−n ¢e−u −c−M¡ HL HL¢V List item    
(¢mØV    BC−Vj) q¡Cm¡CV q−µRz H…¢m HLh¡l ¢LÓL Ll−mC Q¡m¤ q−u k¡−h, ¢L¿¹¥ 
HM¢e a¡ Ll¡ ¢WL q−h e¡z −fË¡NË¡j BC−Vj…−m¡l L−uLV¡l X¡ef¡−n −cM−h 
¢a−ll gm¡ ¢Qq² B−Rz HC BC−Vj…−m¡−a L¡lp¡l l¡M−m −cM¡ k¡−h JC  
−fË¡NË¡−j pcÉ −k L¡S Ll¡ q−u−R a¡l a¡¢mL¡z ¢m−ØVl X¡e d¡−l ¢e−Q −c−M¡ 

−fË¡NË¡j 
¢mØV 

CÇf−VÑ¾V 
−g¡ô¡l 
¢mØV 

ØV¡VÑ −je¤ n¡V X¡Ee 
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Shut down    (n¡V X¡Ee) BC−Vj¢V B−Rz L¡lp¡l JM¡−e ¢e−u ¢N−u HLh¡l 
¢LÓL L−l¡z Lj¢fEV¡l hå q−hz j−e −l−M¡, Lj¢fEV¡l−L phÑc¡ HCi¡−hC hå j−e −l−M¡, Lj¢fEV¡l−L phÑc¡ HCi¡−hC hå j−e −l−M¡, Lj¢fEV¡l−L phÑc¡ HCi¡−hC hå j−e −l−M¡, Lj¢fEV¡l−L phÑc¡ HCi¡−hC hå 
Ll−a q−hzLl−a q−hzLl−a q−hzLl−a q−hz        

1.6 −fË¡NË¡j ECe−X¡ −M¡m¡ J hå Ll¡; ¢j¢ej¡Cp, jÉ¡¢„j¡Cp/ 
−lp−V¡l, J −LÓ¡p h¡Ve — ECe−X¡p H„−fÔ¡l¡lECe−X¡p H„−fÔ¡l¡lECe−X¡p H„−fÔ¡l¡lECe−X¡p H„−fÔ¡l¡l −fË¡NË¡j 

Hh¡−l ¢nMh −L¡eJ HL¢V −fË¡NË¡j−L L£ L−l Q¡m¤ J hå Ll¡ k¡uz −k −L¡eJ 
−fË¡NË¡j ¢c−uC Bjl¡ öl¦ Ll−a f¡¢lz −nM¡l p¤¤¢hd¡l SeÉ Bjl¡ Lj¢fEV¡−l L£ 
L£ l¡M¡ B−R a¡ −cM¡l −fË¡NË¡j¢V Q¡m¤ L−l −cMhz −XúVf BCLe…−m¡l j−dÉ 
−c−M¡ Computer    (Lj¢fEV¡l)  −mM¡ HL¢V BCLe B−R (p¡d¡lZa h¡y f¡−n 
Jfl ¢c−L l¡M¡ b¡−L)z L¡lp¡l HM¡−e H−e X¡hm ¢LÓL L−l¡z −fË¡NË¡jV¡ Q¡m¤ q−u 
¢û−e L£ Bp−h a¡ R¢h−a −cM¡−e¡ B−Rz 
 
 

      

HC −fË¡NË¡jV¡ qm V¡ú h¡−l l¡M¡ Windows Explorer    (ECe−X¡p H„−fÔ¡l¡l) 

−fË¡NË¡jV¡Cz a¡C i¡m L−l mr Ll−m −cM−a f¡−h HV¡ Q¡m¤ Ll¡ j¡œ V¡ú h¡−l 
l¡M¡ HC −fË¡NË¡j BCLeV¡ q¡Cm¡CV q−u k¡−hz Bjl¡ V¡ú h¡−ll HC 
BCLeV¡−L HLh¡l ¢LÓL L−lJ −fË¡NË¡jV¡ Q¡m¤ Ll−a f¡la¡j, ¢L¿¹¥ −pV¡ Bjl¡ 
f−l ¢nMhz  

¢j¢ej¡Cp 
jÉ¡¢„j¡Cp/ 

−lp−V¡l 
 

−LÓ¡p 
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−XúVf ¢û−el Jf−l −kV¡ Hm a¡−L Bjl¡ hmh, Q¡m¤ Ll¡ 
Program Window    (−fË¡NË¡j ECe−X¡)z HC ECe−X¡−a A−eL ¢LR¥ −cM¡−µRz 
¢L¿¹¥ Bf¡aa −pph e¡ −c−M, mr L−l¡ ECe−X¡V¡l Jfl¢c−Ll HLcj X¡e 
−L¡e¡u f¡n¡f¡¢n ¢ae−V h¡Ve B−Rz L¡lp¡l−L HL HL L−l HC ¢ae−Vl Jf−l 
¢e−u ¢LR¥rZ l¡−M¡, −cM−h HC h¡Ve…−m¡ L£ a¡ −mM¡u g¥−V EW−hz
Bp−h Minimise    (¢j¢ej¡Cp), ¢àa£uV¡−a Bp−h Maximise

ECe−X¡¢V jÉ¡¢„j¡Cp Ll¡C b¡L−m Bp−h Restore    (−lp−V¡l
Bp−h Close    (−LÓ¡p)z 

fËb−jC −LÓ¡p h¡VeV¡u HLh¡l −mgV ¢LÓL L−l −c−M¡, −fË¡NË¡jV¡ hå q−u 
k¡−hz HCi¡−h L−uLh¡l −fË¡NË¡jV¡ Q¡m¡−e¡ Bl hå Ll¡ A−iÉp L−l e¡Jz j−e 
−l−M¡ phÑc¡  HC h¡VeV¡u −mgV ¢LÓL L−l −fË¡NË¡j hå Ll¡ k¡u (L£−h¡XÑ 
¢c−uJ Ll¡ k¡u L£−h¡−XÑl ALT h¡VeV¡ ¢V−f −l−M HLh¡l F4

Bjl¡ f−l ¢nMh)z   
Hh¡l −c−M¡ ¢j¢ej¡Cp h¡VeV¡−a −mgV ¢LÓL Ll−m L£ quz −fË¡NË¡j ECe−X¡V¡ 

¢û−el Jfl −b−L Q−m k¡−h, ¢L¿¹¥ −fË¡NË¡jV¡ Q¡m¤C b¡L−hz HV¡ HMe b¡L−h V¡ú 
h¡−lz H−L h−m −R¡V h¡ ¢j¢ej¡Cp L−l hÉ¡LNË¡E−ä −fË¡NË¡j−L Q¡m¤ l¡M¡z V¡ú 
h¡−l l¡M¡ −fË¡NË¡jV¡l BCL−e L¡lp¡l H−e −cM, ECe−X¡V¡ −R¡V L−l −i−p 
EW−hz BCLeV¡−L HLh¡l −mgV ¢LÓL Ll−mC Bh¡l −fË¡NË¡j ECe−X¡V¡ ¢û−el 
Jf−l Q−m Bp−hz HV¡ L−uLh¡l A−iÉp L−l e¡Jz 

jÉ¡¢„j¡Cp h¡VeV¡−a ¢LÓL Ll−m ECe−X¡V¡ f¤−l¡ −XúVf ¢ûe S¥−s hs q−u 
k¡−hz Hh¡l HC h¡VeV¡u L¡lp¡l l¡M−m −mM¡ g¥V−h −lp−V¡l, 
AhÙÛ¡u ¢g−l k¡Ju¡z HC h¡VeV¡u Hh¡l ¢LÓL L−l −cM B−Nl ECe−X¡V¡C ¢g−l 
Bp−hz HV¡J L−uLh¡l A−iÉp L−l e¡Jz 

1.7  −fË¡NË¡j ECe−X¡l BL¡l hs-−R¡V Ll¡ J −V−e ¢e−u
¢h¢iæ ÙÛ¡−e pl¡−e¡; ECe−X¡l −û¡m h¡l —i¡l¢VL¡m −û¡m 
h¡l Hhw q¢lS¾V¡m −û¡m h¡l  

−XúV−f −fË¡NË¡−jl −M¡m¡ ECe−X¡V¡−L Bjl¡ −R¡V hs L−l ¢e−a f¡¢l J a¡−L 
¢û−el H¢c−L J¢c−L pl¡−aJ f¡¢lz ECe−X¡V¡l −k −éj h¡ d¡l B−R f¡n¡f¡¢n 
h¡y¢c−L h¡ X¡e¢c−L ¢WL a¡l Jf−l L¡lp¡l−L H−e l¡−M¡z −cM−h f¡n¡f¡¢n 
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Q¡m¤ Ll¡ HC −fË¡NË¡jV¡l 
z HC ECe−X¡−a A−eL ¢LR¥ −cM¡−µRz 

mr L−l¡ ECe−X¡V¡l Jfl¢c−Ll HLcj X¡e 
−L¡e¡u f¡n¡f¡¢n ¢ae−V h¡Ve B−Rz L¡lp¡l−L HL HL L−l HC ¢ae−Vl Jf−l 

g¥−V EW−hz fËbjV¡−a 
aximise    (jÉ¡¢„j¡Cp) h¡ 

−lp−V¡l) z −n−olV¡−a 

fËb−jC −LÓ¡p h¡VeV¡u HLh¡l −mgV ¢LÓL L−l −c−M¡, −fË¡NË¡jV¡ hå q−u 
−fË¡NË¡jV¡ Q¡m¡−e¡ Bl hå Ll¡ A−iÉp L−l e¡Jz j−e 

¢LÓL L−l −fË¡NË¡j hå Ll¡ k¡u (L£−h¡XÑ 
F4 h¡VeV¡ ¢Vf−m, k¡ 

Hh¡l −c−M¡ ¢j¢ej¡Cp h¡VeV¡−a −mgV ¢LÓL Ll−m L£ quz −fË¡NË¡j ECe−X¡V¡ 
¢û−el Jfl −b−L Q−m k¡−h, ¢L¿¹¥ −fË¡NË¡jV¡ Q¡m¤C b¡L−hz HV¡ HMe b¡L−h V¡ú 

−fË¡NË¡j−L Q¡m¤ l¡M¡z V¡ú 
, ECe−X¡V¡ −R¡V L−l −i−p 

EW−hz BCLeV¡−L HLh¡l −mgV ¢LÓL Ll−mC Bh¡l −fË¡NË¡j ECe−X¡V¡ ¢û−el 

jÉ¡¢„j¡Cp h¡VeV¡−a ¢LÓL Ll−m ECe−X¡V¡ f¤−l¡ −XúVf ¢ûe S¥−s hs q−u 
k¡−hz Hh¡l HC h¡VeV¡u L¡lp¡l l¡M−m −mM¡ g¥V−h −lp−V¡l, j¡−e B−Nl 
AhÙÛ¡u ¢g−l k¡Ju¡z HC h¡VeV¡u Hh¡l ¢LÓL L−l −cM B−Nl ECe−X¡V¡C ¢g−l 

−R¡V Ll¡ J −V−e ¢e−u ¢û−el 
i¡l¢VL¡m −û¡m 

−XúV−f −fË¡NË¡−jl −M¡m¡ ECe−X¡V¡−L Bjl¡ −R¡V hs L−l ¢e−a f¡¢l J a¡−L 
¢û−el H¢c−L J¢c−L pl¡−aJ f¡¢lz ECe−X¡V¡l −k −éj h¡ d¡l B−R f¡n¡f¡¢n 
h¡y¢c−L h¡ X¡e¢c−L ¢WL a¡l Jf−l L¡lp¡l−L H−e l¡−M¡z −cM−h f¡n¡f¡¢n 
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¢hfl£aj¤¢M c¤−V¡ ¢al¢Qq² Bp−hz HLC i¡−h Jf−l J ¢e−Q ECe−X¡l −é−jl −k 
d¡l B−R ¢WL −pM¡−e L¡lp¡l ¢e−u ¢N−u −c−M¡, Hh¡l ¢al¢Qq² Bp−h Jf−l-
¢e−Qz HC ¢al ¢Qq²…−m¡l j¡−e qm Bjl¡ ECe−X¡l −éj−L f¡n¡f¡¢n −V−e h¡ 
Jf−l-¢e−Q −V−e −R¡V hs Ll−a f¡¢lz HV¡ Ll−a L¡lp¡l−L −é−jl d¡−l −l−M 
¢al ¢Qq²V¡ H−m j¡E−pl −mgV h¡VeV¡ −Q−f −l−M f¡n¡f¡¢n h¡ Jfl-¢e−Q 
j¡Ep−L pl¡−a q−h AÒf AÒf L−lz HV¡ L−uLh¡l A−iÉp L−l ¢e−a q−hz  

   
−L¡eJ L¡l−Z Hje q−aC f¡−l −k −fË¡NË¡j ECe−X¡V¡ HaV¡C ¢û−el d¡−l h¡ 

Jf−l h¡ ¢e−Q p−l −N−R −k a¡l A−eLV¡C −cM¡ k¡−µR e¡z HlLj q−m 
¢j¢ej¡Cp, jÉ¡¢„j¡Cp, −LÓ¡p h¡Ve…−m¡J −cM¡ k¡−he¡ J a¡C L¡lp¡l−L −pM¡−e 
¢e−u k¡Ju¡J k¡−h e¡z HjeV¡ q−m ECe−X¡V¡−L Bh¡l fR¾cj−a¡ ¢WL S¡uN¡u 
¢e−u Bp−a q−hz HV¡ Ll−a ECe−X¡l Jfl ¢c−L −k −é−jl −j¡V¡ S¡uN¡V¡ 
B−R, −pM¡−e L¡lp¡l−L ¢e−u ¢N−u j¡E−pl −mgV h¡Ve −Q−f −l−M j¡Ep−L 
p¢l−u −cM−a q−h ECe−X¡V¡ −L¡b¡u pl−Rz fR¾cj−a¡ S¡uN¡u H−e −mgV 
h¡VeV¡ −R−s ¢c−a q−hz H−L hm¡ qu j¡Ep −Q−f Drag    (XÊÉ¡N) Ll¡ h¡ V¡e¡z 
HV¡ L−uLh¡l A−iÉp Ll−a q−hz  

−fË¡NË¡j ECe−X¡V¡−L −h¢n −R¡V L−l ¢e−m Hje qu −k ECe−X¡V¡l j−dÉ 
ph¢LR¥−L −cM¡−e¡ k¡u e¡z aMe Jfl-¢e−Q h¡ f¡−n BlJ k¡ ¢LR¥ b¡−L a¡ 
−cM¡l SeÉ Bfe¡ −b−LC ECe−X¡l −é−jl X¡e d¡−l Jfl¢e−Q HLV¡ J −é−jl 
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¢e−Ql Aw−n f¡n¡f¡¢n B−lLV¡ h¡l (bar) H−p k¡uz X¡e d¡−ll Jfl-¢e−Ql 
h¡l-V¡−L h−m Vertical Scroll Bar    (i¡l¢VL¡m −û¡m h¡l), Bl ¢e−Ql 
f¡n¡f¡¢n h¡l-V¡−L h−m Horizontal Scroll Bar    (q¢lS¾V¡m −û¡m h¡l)z mr 
L−l¡, i¡l¢VL¡m −û¡m h¡−ll c¤C fË¡−¿¹ ¢al ¢Qq² B−R Jfl J ¢eQ-j¤¢M, Bl 
q¢lS¾V¡m −û¡m h¡−ll c¤C fË¡−¿¹ ¢al ¢Qq² B−R X¡e¢cL J h¡y¢cL-j¤¢Mz j¡Ep 
L¡lp¡l−L HC ¢al ¢Q−q² −l−M fl fl ¢LÓL L−l −N−m ECe−X¡l −ia−ll 
−mM¡…−m¡ pl−h ¢eQ −b−L Jf−l h¡ Jfl −b−L ¢e−Q, Bl h¡y¢cL −b−L X¡e 
¢c−L h¡ X¡e ¢cL −b−L h¡y¢c−Lz  

 
a¡s¡a¡¢s A−eLV¡ L−l pl¡−a q−m −û¡m h¡−ll Jf−lC L¡l¡p¡l −l−M −mgV 
h¡VeV¡ −Q−f h¡lV¡−LC −V−e h¡ XÊÉ¡N L−l Jfl-¢e−Q h¡ X¡C−e-h¡y−u Ll¡ k¡−hz 
Jf−l h¡ ¢e−Q −û¡m Ll¡l B−lLV¡ Ef¡u qm j¡E−pl c¤−V¡ h¡V−el j¡−T −k 
Q¡L¡ j−a¡ B−R, k¡−L Mouse Scroll Button    (j¡Ep −û¡m h¡Ve) h−m, −pV¡ 
BP¥m ¢c−u Jf−ll ¢c−L h¡ ¢e−Ql ¢c−L −O¡l¡−e¡z 

1.8 HL¡¢dL −fË¡NË¡j ECe−X¡ −M¡m¡ J f¡n¡f¡¢n l¡M¡, Hhw HL 
HL¢V−L ¢j¢ej¡Cp L−l fÕQ¡cf−V l¡M¡ 

ECe−X¡ j¡−e S¡e¡m¡z ECe−X¡ ¢pp−V−j Bjl¡ HL¡¢dL −fË¡NË¡j Q¡¢m−u a¡−cl 
ECe−X¡…−m¡−L −XúVf ¢û−e l¡M−a f¡¢l, HL HL¢V S¡e¡m¡ ¢qp¡−hz H−a 

q¢lS¾V¡m 
−û¡m h¡l 

i¡l¢VL¡m 
−û¡m h¡l 
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HL¡¢dL −fË¡NË¡−j fl fl L¡−Sl p¤¤¢hd¡ quz −XúV−f −k −fË¡NË¡j BCLe…−m¡ 
B−R a¡l −k −L¡eJ ¢ae¢V−L HL HL L−l Q¡m¡J, BCLe…−m¡−a X¡hm ¢LÓL 
L−lz −c−M¡ −k ¢ae−V −fË¡NË¡j ECe−X¡C −XúVf ¢û−e Bp−h, −pCp−‰ ¢e−Ql 
V¡ú h¡−lJ HC ¢ae¢V −fË¡NË¡−jl BCLe H−p k¡−hzz  

HLV¡l Jf−l B−lLV¡ ECe−X¡ −Q−f b¡L−m, ph−Q−u Jf−l −k ECe−X¡V¡ 
B−R −pV¡ q¡Cm¡CV Ll¡, AbÑ¡v −p¢V p¢œ²u, k¡l Jf−l HMe L¡S Ll¡ k¡−hz 
¢fR−e f−s b¡L¡ −k −L¡eJ HL¢V ECe−X¡−L ¢LÓL Ll−m, −pV¡C ph−Q−u Jf−l 
Q−m H−p p¢œ²u q−u k¡−hz ECe−X¡…−m¡−L fË−u¡Se j−a¡ −R¡V L−l J −V−e h¡ 
XÊÉ¡N L−l f¡n¡f¡¢n h¡ Jfl-¢e−QJ l¡M¡ k¡−hz 

 

 

 

Hh¡−l ¢j¢ej¡Cp h¡Ve¢V−a ¢LÓL L−l H−L H−L ¢ae¢V ECe−X¡−LC hå L−l 
c¡Jz −XúVf ¢û−e Bl ECe−X¡…−m¡ −cM¡ k¡−h e¡, ¢L¿¹¥ −fË¡NË¡j Q¡m¤C b¡L−h, 
hå q−u k¡−h e¡z Hl¡ Q¡m¤ b¡L−h fÕQ¡cf−V h¡ hÉ¡LNË¡E−ä, k¡ −h¡T¡ k¡−h 
V¡úh¡−l H−cl BCLe…−m¡ b¡L−R −c−Mz 

¢ae¢V 
−fË¡NË¡j 
ECe−X¡ 

p¢œ²u 
ECe−X¡ 

V¡ú h¡−l ¢ae¢V 
−fË¡NË¡j BCLe 
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1.9 Lj¢fEV¡l hå Ll¡l ¢euj J pjpÉ¡ q−m L£ LlZ£u 
• Lj¢fEV¡l hå Ll¡l B−N −k pjÙ¹ −fË¡NË¡j Qm−R h¡ ¢j¢ej¡Cp L−l l¡M¡ 
q−u−R fÕQ¡cf−V, −p…¢m hå L−l −eJu¡ E¢Qaz 

• HL p−‰ A−eL…¢m −fË¡NË¡j ¢ea¡¿¹ fË−u¡Se e¡ q−m e¡ Q¡m¡−e¡C i¡mz 
A−eL…¢m −fË¡NË¡j HLp¡−b M¤−m −gm−m Lj¢fEV¡−ll L¡S BV−L −k−a f¡−l, 
k¡−L hm¡ qu Hang    (qÉ¡P) Ll¡z 

• A−eL L¡S h¡ HL¡¢dL −fË¡NË¡−j HLp−‰ L¡S Ll−a q−m j¡−T j−dÉC, 3–4 
¢j¢eV A¿¹l Ll¡ L¡S−L Save    (−pi) L−l −eJu¡ i¡mz −pi L£ L−l Ll¡ 
qu a¡ f−l hm¡ q−hz     

Lj¢fEV¡l qÉ¡P L−l −Nm L£ Ll−a q−hLj¢fEV¡l qÉ¡P L−l −Nm L£ Ll−a q−hLj¢fEV¡l qÉ¡P L−l −Nm L£ Ll−a q−hLj¢fEV¡l qÉ¡P L−l −Nm L£ Ll−a q−h    
Lj¢fEV¡l qÉ¡P L−l −N−m j¡Ep L¡S Ll−h e¡z aMe L£−h¡XÑ-Hl Alt+F4 

(AÒV+Hg-−g¡l), j¡−e AÒV h¡VeV¡ −Q−f −l−M Hg-−g¡l h¡VeV¡ HLh¡l ¢Vf−a 
q−hz Lj¢fEV¡l hå Ll¡l −k Message (−j−pS) h¡ h¡aÑ¡¢V ¢û−e Bp−h −pC 

¢ae¢V ¢j¢ej¡Cp Ll¡ −fË¡NË¡j 
fÕQ¡cf−V l¡M¡ 
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Ae¤p¡−l Lj¢fEV¡l hå Ll−a q−hz HM¡−e L£−h¡−XÑl Tab Key (VÉ¡h h¡Ve) 
hÉhq¡l L−l hå Ll¡l h¡VeV¡−a ¢N−u Enter Key (H¾V¡l h¡Ve) ¢Vf−a q−hz  

 
 

(Alt+F4) L¡S e¡ Ll−m, B−lL¢V Ef¡u qm Ctrl+Alt+Del 

(¢p¢VBlHm+AÒV+−Xm) ¢c−u −Qø¡ Ll¡z H−r−œ −k −j−pS¢V ¢û−e Bp−h a¡l 
X¡e¢c−Ll ¢e−Ql −L¡e¡u hå Ll¡ h¡Ve¢V f¡Ju¡ k¡−hz L£−h¡−XÑl Tab 

h¡Ve¢V hÉhq¡l L−l JC h¡Ve¢V−a ¢N−u Enter (H¾V¡l) ¢Vf−a q−hz 
Hl −L¡eJ¢VC L¡S e¡ Ll−m Lj¢fEV¡−ll ¢hcÉ¥−al p¤¤CQ¢V hå L−l 
−cJu¡ R¡s¡ Ef¡u b¡L−h e¡z  
qW¡v ¢hcÉ¥v Q−m k¡Ju¡ h¡ AeÉ qW¡v ¢hcÉ¥v Q−m k¡Ju¡ h¡ AeÉ qW¡v ¢hcÉ¥v Q−m k¡Ju¡ h¡ AeÉ qW¡v ¢hcÉ¥v Q−m k¡Ju¡ h¡ AeÉ −L¡eJ L¡l−Z −L¡eJ L¡l−Z −L¡eJ L¡l−Z −L¡eJ L¡l−Z Lj¢fEV¡l Lj¢fEV¡l Lj¢fEV¡l Lj¢fEV¡l i¥mi¡−h hå Ll¡ q−mi¥mi¡−h hå Ll¡ q−mi¥mi¡−h hå Ll¡ q−mi¥mi¡−h hå Ll¡ q−m    
f¤el¡u Q¡m¡−e¡l pju fËb−jC −j−pS−j−pS−j−pS−j−pS (Message) h¡ h¡aÑ¡ Bp−h −k B−Nl h¡l 
Lj¢fEV¡l ¢WLi¡−h hå Ll¡ qu¢ez h¡aÑ¡¢V−a fËnÀ b¡L−h— Do you wish to 

run the computer in 

a. Safe Mode;  

b. Safe mode with networking; 

c. Safe mode with command prompt; 

d. Or to start the Windows normally  

HM¡−e j¡Ep L¡S Ll−h e¡z L£−h¡−XÑl Cursor Key    (L¡lp¡l L£C)    (Jf−l 
¢e−Q J X¡C−e h¡y−u ¢al ¢Qq²…−m¡) hÉhq¡l L−l phÑc¡ Safe Mode (−pg 
−j¡X)-−L ¢ehÑ¡Qe Ll¡ i¡mz Safe Mode ¢ehÑ¡Qe L−l Enter ¢Vf−a q−hz HLV¥ 
A−fr¡l fl −pg −j¡−X ¢ûe¢V Bp−h hs hs q−uz Hh¡−l j¡Ep L¡S Ll−h J 
a¡ ¢c−u Bjl¡ Lj¢fEV¡l−L ¢WLi¡−h Shut Down h¡ f¤el¡u Q¡m¤, Restart    
(¢lØV¡VÑ) Ll−a f¡lhz  

L¡lp¡l L£C H¾V¡l L£C 
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1.10 Lj¢fEV¡−ll ¢ûe −pi¡l J ØVÉ¡ä h¡C L−l l¡M¡ 

Hje k¢c qu −k Lj¢fEV¡−l −hn ¢LR¥rZ (5-7 ¢j¢eV) qm −L¡eJ L¡S Ll¡ 
q−µR e¡, a¡q−m ¢Xp−fÔ j¢eV−ll ¢û−el R¢hV¡ f¡ÒV¡u e¡, HLC R¢h −b−L k¡u 
AaV¡ pju d−lz HV¡ q−m ¢ûeV¡l r¢a quz a¡C Bjl¡ Lj¢fEV¡−l HLV¡ 
¢h−no −fË¡NË¡j ¢c−u l¡¢M, k¡l g−m HLV¡ ¢e¢cÑø pju d−l ¢û−e HLC R¢h 
b¡L−m, Bfe¡ −b−LC ¢û−el R¢h œ²j¡Na f¡ÒV¡−a öl¦ L−lz HC −fË¡NË¡jV¡−L 
h−m Screen Saver    (¢ûe −pi¡l) k¡ ¢ûe−L r¢a qJu¡ −b−L lr¡ L−lz HV¡ 
HLh¡l Lj¢fEV¡−l Install    (CeÚØVm)  L−l ¢e−m j¡−e fË¢aù¡ h¡ h¢p−u ¢e−m, 
Lj¢fEV¡l Q¡m¤ Ll¡l p¡−b p¡−b fË¢ah¡lC HV¡ fÕQ¡−a Bf¢e Q¡m¤ q−u b¡L−hz 
¢ûe −pi¡−l −L¡e R¢h J La pju fl −b−L Bp−h a¡ Bjl¡ ¢WL L−l ¢c−a 
f¡¢lz L£i¡−h HV¡ Ll¡ k¡u a¡ f−l ¢nMhz p¤¤al¡w, Lj¢fEV¡l ¢û−e Bfe¡ 
−b−LC e¡e¡e R¢h f¡−ÒV f¡−ÒV Bp−R −cM−m h¤Th, ¢ûe −pi¡l Qm−Rz HjeV¡ 
q−m j¡Ep−L HLV¥ e¡s¡−mC h¡ L£−h¡−XÑl −k −L¡eJ h¡Ve ¢Vf−mC ¢ûe −pi¡lV¡ 
Q−m k¡−h J Bjl¡ −XúVf ¢ûeV¡ −f−u k¡hz  

Lj¢fEV¡−l BlJ HLV¡ hÉhÙÛ¡ Ll¡ b¡−Lz −hn A−eLrZ Lj¢fEV¡−l −L¡eJ 
L¡S e¡ q−m −a¡ Akb¡ a¡−L Q¡m¤ AhÙÛ¡u l¡M¡ ¢WL euz dl¡ k¡L a¥¢j 
Lj¢fEV¡−l L¡S Ll−a Ll−a AeÉ −L¡eJ L¡−Sl clL¡−l E−W −N−mz −pC 
L¡−S −m−N −Nm A−eL pjuz h¡ j−e L−l¡ a¥¢j Lj¢fEV¡l hå Ll−a i¥−m 
−N¢R−mz a¡q−m L£ q−h? fËb−j −a¡ ¢ûe −pi¡l Q¡m¤ q−h ¢ûeV¡−L lr¡ Ll¡l 
SeÉz ¢L¿¹¥ Lj¢fEV¡l −a¡ Q¡m¤C b¡L−hz −pCSeÉ −kV¡ Ll¡ k¡u a¡ q−m¡ ¢e¢cÑø 
L−l −cJu¡—−kje 10 ¢j¢eV f−l ¢XpÚ−fÔV¡ hå q−u k¡−h, H−L h−m Turn off 

the display    (V¡ZÑ Ag cÉ ¢XpÚ−fÔ), Bl 20 ¢j¢eV f−l q¡XÑ ¢XpÚLJ Qm¡ hå 
q−u k¡−h, k¡−L hm¡ qu Put the computer to sleep (f¤V cÉ Lj¢fEV¡l V¥ 
pÔ£f)z HC AhÙÛ¡u Lj¢fEV¡−l ¢hcÉ¥v pw−k¡NV¡ b¡−L ¢L¿¹¥ Lj¢fEV¡l Q¡m¤ b¡−L 
e¡ z −cM−h Lj¢fEV¡−ll ph ¢LR¥ hå b¡L−mJ f¡Ju¡l h¡VeV¡u B−m¡ SÆm−Rz 
H−L Sleep Mode (pÔ£f −j¡X) h¡ ØVÉ¡™ h¡C −j¡X hm¡ quz HC AhÙÛ¡u j¡Ep 
e¡¢s−u h¡ L£−h¡−XÑl −L¡eJ h¡Ve ¢V−fJ k¢c −c−M¡ Lj¢fEV¡−l ¢LR¥ q−µR e¡, 
a¡q−m f¡Ju¡l h¡VeV¡ HLh¡l ¢Vf−a q−hz a−hC Lj¢fEV¡l Bh¡l Q¡m¤ q−u 
k¡−hz 
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Ae¤n£me: f¡W 1-−u −nM¡ n−ël a¡¢mL¡ 
fl fl −ki¡−h −nM¡ q−u−R, në…−m¡ −pCi¡−h −cJu¡ q−u−Rz në…−m¡ fl fl 
f−s j−e L−l¡, f¡−W L£ hm¡ q−u−Rz j−e ¢WL e¡ H−m Bh¡l f¡−Wl JC 
S¡uN¡V¡ −c−M e¡Jz   
Desktop Computer (−XúVf Lj¢fEV¡l) Laptop Computer (mÉ¡fVf Lj¢fEV¡l) 

Display Monitor (¢Xp−fÔ j¢eVl) Screen (¢ûe) 

Keyboard (L£−h¡XÑ) Mouse (j¡Ep) 

Character (LÉ¡−lLV¡l) Cabinet (LÉ¡¢h−eV) 
Central Processing Unit (−p¾VÊ¡m fË−p¢pw 
CE¢eV) 

CPU (¢p¢fCE) 

Power (f¡Ju¡l) Power button (f¡Ju¡l h¡Ve) 

Input Device (Cef¤V ¢Xi¡Cp) Output Device (BEVf¤V ¢Xi¡Cp) 

Printer (¢fË¾V¡l) Digital (¢X¢SV¡m) 

Storage Device (−ØV¡−lS ¢Xi¡Cp) Hard Disk (q¡XÑ ¢XpÚL) 

Drive (XÊ¡Ci) Hard Disk Drive (q¡XÑ ¢XpÚL XÊ¡Ci) 
Removable Storage Device (¢lj¤−ihm 
−ØV¡−lS ¢Xi¡Cp) 

CD/DVD (¢p¢X/¢X¢i¢X)  

Pen Drive (−fe XÊ¡Ci) USB Port (CEHp¢h −f¡VÑ)  
Hardware (q¡XÑJuÉ¡l) Boot (h¤V)  
Program (−fË¡NË¡j) Software (pgVJuÉ¡l) 

Operating system (Af¡−l¢Vw ¢pp−Vj) Microsoft Windows (j¡Cœ²pgÚV 
EC−ä¡p) 

Linux (¢me¡„) Program Version (−fË¡NË¡j i¡lne) 

Desktop background (−XúVf 
hÉ¡LNË¡Eä) 

Icon (BCLe) 

System Tray (¢pp−Vj −VÊ) Task Bar (V¡ú h¡l) 

Cursor (L¡lp¡l) Highlight (q¡Cm¡CV) 
Left click (−mgV ¢LÓL) Right click (l¡CV ¢LÓL) 

Select (¢p−mƒ) Double click (X¡hm ¢LÓL) 

Start Menu (ØV¡VÑ −je¤) List (¢mØV) 
List item (¢mØV BC−Vj) Shut down (n¡V X¡Ee) 

Windows Explorer (ECe−X¡p H„−fÔ¡l¡l) Program Window (−fË¡NË¡j ECe−X¡) 
Minimise (¢j¢ej¡Cp) Maximise (jÉ¡¢„j¡Cp) 
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Restore (−lp−V¡l) Close (−LÓ¡p) 

Drag (XÊÉ¡N) Vertical Scroll Bar (i¡l¢VL¡m −û¡m 
h¡l) 

Horizontal Scroll Bar (q¢lS¾V¡m −û¡m 
h¡l) 

Mouse Scroll Button (j¡Ep −û¡m h¡Ve) 

Hang (qÉ¡P)  Save (−pi) 

Alt+F4 (AÒV+Hg-−g¡l) Message (−j−pS) 
Tab Key (VÉ¡h h¡Ve) Enter Key (H¾V¡l h¡Ve) 
Ctrl+Alt+Del (¢p¢VBlHm+AÒV+−Xm) Cursor Key (L¡lp¡l L£C) 
Safe Mode (−pg −j¡X) Restart (¢lØV¡VÑ) 
Screen Saver (¢ûe −pi¡l) Install (CeÚØVm) 

Turn off the display (V¡ZÑ Ag cÉ ¢XpÚ−fÔ) Put the computer to sleep (f¤V cÉ 
Lj¢fEV¡l V¥ pÔ£f) 

Sleep Mode (pÔ£f −j¡X)  
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f¡W  2.  Lj¢fEV¡−ll AiÉ¿¹−l k¡ha£u abÉ L£i¡−h  
p¢’a l¡M¡ qu — g¡Cm J −g¡ô¡l 

2.1 p¢’a l¡M¡l j¡dÉj h¡ −ØV¡−lS ¢Xi¡Cp; q¡XÑ ¢XpL J q¡XÑ ¢XpL f¡¢VÑne 
h¡ Lr i¡N  

2.2 g¡Cm J −g¡ô¡l — Ef h¡ p¡h−g¡ô¡l; −g¡ô¡l m¢aL¡ h¡ −g¡ô¡l ¢VÊ; 
−g¡ô¡l ¢VÊ−a −L¡eJ HL¢V −g¡ô¡−l −fy±R−e¡l fb h¡ f¡b, J g¡C−ml ¢e¢cÑø 
f−bl e¡j h¡ f¡b−ej 

2.3 L£i¡−h HL¢V −g¡ô¡l °a¢l Ll¡ k¡u —  −g¡ô¡−ll e¡j −cJu¡, e¡j 
f¡ÒV¡−e¡, −g¡ô¡l¢V−LC Lj¢fEV¡l −b−L j¤−R −gm¡ — j¡E−pl X¡e ¢c−Ll 
h¡Ve¢V ¢LÓL Ll¡ 

2.4 −fË¡NË¡−jl p¡q¡−kÉ °a¢l qJu¡ g¡Cm, g¡C−ml dle ¢e−cÑ−nl BCLe; 
g¡C−ml e¡−jl −n−ol fËp¡¢la Awn h¡ H„−Vene; g¡C−ml e¡j −cJu¡, e¡j 
f¡ÒV¡−e¡, g¡Cm¢V−LC Lj¢fEV¡l −b−L j¤−R −gm¡ 

2.5 Lj¢fEV¡−ll g¡Cm J −g¡ô¡l…¢m−L fË−u¡Se j−a¡ …¢R−u l¡M¡ — L¢f h¡ 
L¡V Ll¡ J AeÉ −L¡eJ f¡¢VÑn−e, ¢Xp−L h¡ −g¡ô¡−l −fØV Ll¡; −V−e h¡ 
XÊÉ¡N L−l AeÉœ l¡M¡ 

2.6 Lj¢fEV¡−l l¡M¡ −L¡eJ g¡Cm h¡ −g¡ô¡l−L My¥−S h¡l Ll¡ 

2.7 L£−h¡XÑ hÉhq¡−ll fË¡l¢ñL f¢lQu 

Ae¤n£me: f¡W 2-−u −nM¡ n−ël a¡¢mL¡ 
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f¡W 2.  Lj¢fEV¡−ll AiÉ¿¹−l k¡ha£u abÉ L£i¡−h p¢’a 
l¡M¡ qu — g¡Cm J −g¡ô¡l 

2.1 p¢’a l¡M¡l j¡dÉj h¡ −ØV¡−lS ¢Xi¡Cp; q¡XÑ ¢XpL J q¡XÑ 
¢XpL f¡¢VÑne h¡ Lr i¡N  

Bjl¡ h−m¢R −k L¡S Ll¡l SeÉ fË−u¡Se£u abÉ J ¢e−cÑn−L l¡M¡ k¡u 
Lj¢fEV¡−ll −ia−l m¡N¡−e¡ −ØV¡−lS ¢Xi¡Cp, q¡XÑ ¢Xp−L z HR¡s¡ ¢lj¤−ihm 
−ØV¡−lS ¢Xi¡Cp ¢qp¡−h ¢p¢X/¢X¢i¢X J −fe XÊ¡C−iJ l¡M¡ k¡uz Bjl¡ Hh¡l 
−cMh, L£i¡−h Lj¢fEV¡−ll −ØV¡−lS ¢Xi¡C−p abÉ J ¢e−cÑn−L p¡¢S−u l¡M¡ qu, 
k¡−a fË−u¡Se j−a¡ QV L−l −p…¢m−L hÉhq¡l Ll¡ k¡uz Lj¢fEV¡−ll j−dÉ 
L£i¡−h −L¡b¡u L£ abÉ l¡M¡ B−R a¡ −cM−a Bjl¡ −XúV−f l¡M¡ Lj¢fEV¡lLj¢fEV¡lLj¢fEV¡lLj¢fEV¡l 
BCLeBCLeBCLeBCLeV¡  ¢LÓL L−l −fË¡NË¡j¢V Q¡m¤ Llhz 
 

 

f−ll Ù¹−l k¡Ju¡ BÉ¡−XÊp h¡l 

−je¤ h¡l 

−ØV¡−lS 
¢Xi¡Cp 
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−k −fË¡NË¡j ECe−X¡V¡ M¤mm, a¡ Hh¡l i¡m L−l −c−M h¤−T ¢e−a q−hz R¢h−a 
−cM¡−e¡ B−R ECe−X¡V¡l Jf−ll h¡y¢c−Ll −L¡e¡u ¢al ¢Qq¢al ¢Qq¢al ¢Qq¢al ¢Qq², k¡−a ¢LÓL L−l 
f−ll (h¡ B−Nl) ECe−X¡V¡−a ¢g−l k¡Ju¡ k¡u, Address Bar    (AÉ¡−XÊp h¡l), , , , 
Menu Bar    (−je¤ h¡l), J −ØV¡−lS ¢Xi¡Cp…−m¡ −cM¡uz H…−m¡ pð−å ¢hÙ¹¡¢la 
B−m¡Qe¡u k¡Ju¡l B−N Bjl¡ Hard Disk Partition    (q¡XÑ ¢XpL f¡¢VÑne) 
hÉ¡f¡lV¡ h¤−T −ehz  

q¡XÑ ¢XpL Bp−m HLV¡C (clL¡l q−m BlJ HLV¡ m¡N¡−e¡ k¡u) ¢L¿¹¥ 
a¡−L L−uL¢V Aw−n i¡N L−l ¢e−u¢R (HC R¢h−a −cM¡ k¡−µR Q¡l−V), J ¢Q¢q²a 
L−l¢R C:, D:, E:, F: e¡j ¢c−uz H−L h−m f¡¢VÑne Ll¡, −ke HLV¡ O−ll j−dÉC 
−cJu¡m a¥−m i¡N Ll¡z HC L¡SV¡ fËb−jC L−l −eJu¡ qu Lj¢fEV¡−l ¢pp−Vj 
pgVJuÉ¡l il¡ h¡ Load    (−m¡X) Ll¡l pjuz Bjl¡ H…−m¡−L h¢m ¢p-XÊ¡Ci, 
¢X-XÊ¡Ci, C-XÊ¡Ci, Hg-XÊ¡Ci, k¢cJ H…−m¡ Bp−m HLV¡ ¢Xp−LlC f¡¢VÑnez 
HC f¡¢VÑne L−l Bjl¡ Lj¢fEV¡−l −ØV¡l h¡ Sj¡ L−l l¡M¡l S¡uN¡−L fËb−jC 
L−uLV¡ i¡N L−l l¡¢Mz j−e l¡−M¡, ph−Q−u …l¦aÆf§ZÑ qm j−e l¡−M¡, ph−Q−u …l¦aÆf§ZÑ qm j−e l¡−M¡, ph−Q−u …l¦aÆf§ZÑ qm j−e l¡−M¡, ph−Q−u …l¦aÆf§ZÑ qm C: (¢p-XÊ¡Ci),,,, L¡lZ 
HM¡−e l¡M¡ b¡−L ¢pp−Vj pgVJuÉ¡lV¡, k¡l ¢e−cÑn…−m¡ Ae¤k¡u£ Lj¢fEV¡l Q−mz 
HV¡ qm Primary Active (fË¡Cj¡¢l AÉ¡LÚ¢Vi) f¡¢VÑnez a¡C E¢Qa qm HM¡−e 
¢h−no ¢LR¥ e¡ Ll¡; Bj¡−cl AeÉ¡eÉ L¡−Sl abÉ…−m¡−L ¢pBj¡−cl AeÉ¡eÉ L¡−Sl abÉ…−m¡−L ¢pBj¡−cl AeÉ¡eÉ L¡−Sl abÉ…−m¡−L ¢pBj¡−cl AeÉ¡eÉ L¡−Sl abÉ…−m¡−L ¢p----XÊ¡C−i e¡ l¡M¡XÊ¡C−i e¡ l¡M¡XÊ¡C−i e¡ l¡M¡XÊ¡C−i e¡ l¡M¡z a¡l 
SeÉ AeÉ f¡¢VÑne…−m¡ −a¡ A−Rz 

R¢h−a −cM¡ k¡−µR, Q¡l¢V q¡XÑ ¢XpL XÊ¡Ci R¡s¡J HC Lj¢fEV¡lV¡−a c¤−V¡ 
¢lj¤−ihm −ØV¡−lS ¢Xi¡Cp (Removable Storage Device) m¡N¡−e¡ q−u−R, 
HLV¡ qm ¢X¢i¢X XÊ¡Ci −kM¡−e HLV¡ Audio CD    (A¢XJ ¢p¢X) −Y¡L¡−e¡ 
B−R, Bl AeÉV¡ qm ¢LwØVe e¡−j HLV¡ −fe XÊ¡Ci −kV¡ CEHp¢h −f¡−VÑ 
(USB port) −Y¡L¡−e¡ B−Rz    

2.2 g¡Cm J −g¡ô¡l — Ef h¡ p¡h−g¡ô¡l; −g¡ô¡l m¢aL¡ h¡ 
−g¡ô¡l ¢VÊ; −g¡ô¡l ¢VÊ−a −L¡eJ HL¢V −g¡ô¡−l −fy±R−e¡l fb 
h¡ f¡b, J g¡C−ml ¢e¢cÑø f−bl e¡j h¡ f¡b−ej  

phÑfËbj j−e l¡M−a q−h, Lj¢fEV¡−l k¡ ¢LR¥C l¡M¡ −q¡L, a¡−L HL¢V File    
(g¡Cm)    ¢qp¡−h e¡j, Filename    (g¡Cmg¡Cmg¡Cmg¡Cm−ej−ej−ej−ej)    ¢c−u l¡M−a q−hz Qm¢a Lb¡u 
g¡Cm Lb¡V¡ Bjl¡ i¥mi¡−h hÉhq¡l L¢l, a¡C Lj¢fEV¡−ll g¡Cm Lb¡V¡l j¡−e 
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h¤T−a Ap¤¤¢hd¡ q−a f¡−lz L¡NSf−œl g¡Cm hm−a Bjl¡ k¡ hm−a Q¡C a¡ 
Bp−m g¡Cm Li¡l, k¡l j−dÉ L¡NSfœ l¡M¡ quz Lj¢fEV¡−l −L¡eJ −mM¡, 
N¡e, R¢h, j¤¢i (¢p−ej¡), h¡ L¡S Ll¡l −fË¡NË¡−jl abÉ J ¢e−cÑn…−m¡, phC b¡L−h 
HL HLV¡ Bm¡c¡ Bm¡c¡ g¡Cm ¢qp¡−h ¢e¢cÑø e¡j ¢c−uz g¡Cm L£ L−l °a¢l 
Ll¡ k¡u J a¡l e¡j L£i¡−h −cJu¡ k¡u a¡ Bjl¡ f−l ¢nMhz a¡l B−N HLV¡ 
AeÉ fËnÀ ¢e−u i¡h¡ k¡Lz   

Lj¢fEV¡−l −a¡ A−eL A−eL g¡Cm q−u k¡−h—−L¡eJ…−m¡ −fË¡NË¡−jl, 
−L¡eJ…−m¡ −mM¡l, R¢hl, N¡−el, h¡ j¤¢il; Bl B−R Bjl¡ −kph L¡S Llh 
−p…−m¡z Ha g¡C−ml j−dÉ a¡q−m HL HLV¡ g¡Cm−L QV L−l My¥−S f¡h L£ 
L−l? h¡¢sl ¢S¢epfœ −kje HL HLV¡ ¢e¢cÑø S¡uN¡u ¢WLW¡L p¡¢S−u l¡¢M, 
−ajeC −L¡eJ hÉhÙÛ¡ HM¡−eJ m¡N−hz   

j−e L−l¡ HL HLV¡ g¡Cm qm HL HLV¡ L¡NSz e¡e¡ ¢ho−ul Hje A−eL 
L¡NS clL¡¢l h−m Bj¡−cl …¢R−u l¡M−a q−h, k¡−a fË−u¡S−e QV L−l My¥−S 
f¡Cz Bjl¡ a¡C L¡NS…−m¡l ¢hou i¡N L−l ¢e−u HL HL dl−el ¢ho−ul 
L¡NS…−m¡−L HL HLV¡ Li¡−ll j−dÉ −l−M ¢cC Bl Li¡lV¡l Jf−l ¢ho−ul 
e¡jV¡ ¢m−M l¡¢Mz H…−m¡−L Bjl¡ h¢m g¡Cm Li¡lz Lj¢fEV¡−ll −r−œ HC 
g¡Cm Li¡l−LC hm¡ qu g¡Cm −g¡ô¡l h¡ öd¤ Folder    (−g¡ô¡l) Bl a¡l 
HLV¡ e¡j ¢c−a qu, k¡−L h−m Folder name    (−g¡ô¡l −ej)z p¤¤al¡w, ¢hou 
i¡N L−l ph g¡C−m−LC −L¡eJ e¡ −L¡eJ ¢ho−ul −g¡ô¡−l l¡M−m Bj¡−cl f−r 
g¡Cm M¤y−S f¡Ju¡ pqS q−hz dl¡ k¡L ph R¢hl g¡Cm…−m¡−L l¡M¡l SeÉ Bjl¡ 
HLV¡ −g¡ô¡l Llm¡j Picture (¢fLQ¡l) e¡j ¢c−uz −L¡eJ HL¢V R¢h −f−a 
a¡q−m HC ¢fLQ¡l −g¡ô¡lV¡C öd¤ My¥−S −cMh, Bl −L¡b¡J −cM−a q−h e¡z  
  Hh¡−l mr L−l¡ −k HLV¡ j§m ¢ho−ul j−dÉJ ¢h¢iæ i¡N Ll¡ −k−a f¡−lz 
−kje d−l¡ R¢h h¡ ¢fLQ¡lz A−eL R¢h q−a f¡−l −L¡eJ Ae¤ù¡−el, −L¡eJ 
S¡uN¡u −hs¡−e¡l, −L¡eJ BaÈ£u-üS−el, −L¡eJ hå¥-h¡åh−cl, CaÉ¡¢cz phC 
R¢h, ¢L¿¹¥ ph…−m¡−L HLV¡C −g¡ô¡−l l¡M−m Ha q−u k¡−h −k −L¡eJV¡C Bl 
QV L−l M¤y−S f¡Ju¡ k¡−h e¡z a¡C HM¡−e ¢fLQ¡l −g¡ô¡−ll j−dÉC BlJ i¡N 
Ll−a q−h—Ae¤ù¡e, −hs¡−e¡, BaÈ£u, hå¥, CaÉ¡¢c e¡j ¢c−uz H…−m¡−L Bjl¡ 
hmh ¢fLQ¡l e¡−jl j§m −g¡ô¡−ll j−dÉ Ef−g¡ô¡l h¡ Subfolder    (p¡h−g¡ô¡l)z  
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H−aC −no euz Ae¤ù¡e −a¡ e¡e¡ pj−u e¡e¡ L¡l−Z q−aC b¡L−h Bl a¡l 
R¢hJ Sj¡ q−a b¡L−hz a¡q−m …¢R−u l¡M−a q−m H…−m¡−L Bh¡l i¡N L−l 
l¡M−a q−h f−ll Ù¹−ll p¡h−g¡ô¡−lz H…−m¡ q−a f¡−l Ae¤ù¡e h¡ Evp−hl e¡j 
¢c−u h¡ a¡¢lM ¢c−u, −k…−m¡ b¡L−h HL HL¢V Ae¤ù¡e p¡h−g¡ô¡−ll j−dÉz 
HLCi¡−h −hs¡−e¡l S¡uN¡…−m¡l e¡j ¢c−u HL HL¢V p¡h−g¡ô¡l b¡L−h −hs¡−e¡ 
p¡h−g¡ô¡lV¡l j−dÉz p¤¤al¡w, HL¢V −g¡ô¡−ll j−dÉ −kje A−eL…−m¡ g¡Cm l¡M¡ 
k¡u, −aje BlJ −g¡ô¡l l¡M¡ k¡u, J −p…−m¡l j−dÉJ Bh¡l BlJ −g¡ô¡l 
l¡M¡ k¡uz a¡C Bjl¡ fË−aÉL¢V −g¡ô¡l−L h¢m a¡l ¢WL B−Nl Ù¹−l −g¡ô¡−ll 
p¡h−g¡ô¡lz HC…−m¡−L p¡¢S−u ¢mM−m Bjl¡ f¡C Folder tree    (−g¡ô¡l ¢VÊ ), 
k¡ b¡−L −L¡eJ e¡ −L¡eJ −ØV¡−lS XÊ¡C−iz  

 
 
 
     
 
  
 
 
  
 
 
 

Hh¡−l HC −g¡ô¡l ¢VÊ−a −L¡eJ HL¢V −g¡ô¡−l −f±yR−e¡l fb, k¡−L hm¡ qu 
Path    (f¡b) L£ i¡−h −mM¡ q−h −c−M¡z öl¦ Ll−a q−h XÊ¡Ci¢Vl e¡j −b−L J 
fl fl −g¡ô¡l J a¡l p¡h−g¡ô¡l…−m¡ ¢m−M −k−a q−h ¢e¢cÑø −g¡ô¡l¢V fkÑ¿¹ 
−kje —E:/Picture/Festival/Dol/2016/z AbÑ¡v, HM¡−e Bjl¡ −c¡m Evp−hl 
−k R¢h a¥−m¢R −p…−m¡ l¡M¡l SeÉ HLV¡ −g¡ô¡l L−l¢R 2016 e¡j ¢c−u, Bl 
HC −g¡ô¡lV¡−L −l−M¢R E: XÊ¡C−i ¢fLQ¡l (Picture) −g¡ô¡−ll j−dÉ −gp¢Vi¡m 
(Festival) −g¡ô¡−ll −ia−l −c¡m (Dol) −g¡ô¡−lz 

g¡Cm 

g¡Cm 

g¡Cm g¡Cm p¡h−g¡ô¡l p¡h−g¡ô¡l g¡Cm 

XÊ¡Ci C: h¡ D: h¡ E: h¡ F: h¡ G: h¡  H: 

−g¡ô¡l −g¡ô¡l −g¡ô¡l g¡Cm g¡Cm g¡Cm 

p¡h−g¡ô¡l g¡Cm 
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j−e L−l¡ 2016-l HC −c¡m Evp−h ¢ja¡l HLV¡ R¢h B−R, k¡ HLV¡ g¡Cm 
¢qp¡−h e¡j −cJu¡ q−u−R Mita.jpegz g¡C−ml e¡j −Le HlLj a¡ Bjl¡ f−l 
hmhz a¡q−m HC g¡CmV¡−a −f±yR−e¡l fb, k¡−L hm¡ q−h Pathname    
(f¡b−ej), qm E:/Picture/Festival/Dol/2016/Mita.jpegz AbÑ¡v, g¡C−m H−p 
fbV¡ −no q−m a¡−L Bjl¡ f¡b−ej hmhz mr L−l¡ HM¡−e −mM¡l pj−u Bjl¡ 
XÊ¡Ci J −g¡ô¡−ll f−l \\\\ ¢Qq² ¢cC k¡−L hm¡ qu Backslash    (hÉ¡LpÔÉ¡n)z 
Hh¡l Bjl¡ ECe−X¡−a HLV¡ −g¡ô¡l ¢VÊ-Hl R¢h −cMhz  

 

 
 

 

 
R¢h−a ECe−X¡l h¡y¢c−Ll Aw−n −g¡ô¡l ¢VÊ −cM¡−µRz HM¡−e −L¡eJ g¡Cm −cM¡u 
e¡z −g¡ô¡l ¢VÊl −k−L¡eJ HL¢V −g¡ô¡−l −mgV ¢LÓL−g¡ô¡−l −mgV ¢LÓL−g¡ô¡−l −mgV ¢LÓL−g¡ô¡−l −mgV ¢LÓL Ll−mC −pV¡ ¢p−mƒ J 
q¡Cm¡CV q−u M¤−m k¡uz aMe a¡l j−dÉ BlJ L£ L£ −g¡ô¡l  Bl g¡Cm B−R 

−g¡ô¡l ¢VÊ 

AÉ¡−XÊp h¡−l ¢ehÑ¡¢Qa −g¡ô¡−ll f¡b B−Nl Ù¹−l k¡Ju¡ 
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a¡ X¡e ¢c−Ll Aw−n −cM¡u, J HC −g¡ô¡−ll f¡bV¡ −cM¡u −g¡ô¡−ll f¡bV¡ −cM¡u −g¡ô¡−ll f¡bV¡ −cM¡u −g¡ô¡−ll f¡bV¡ −cM¡u 
h¡−lh¡−lh¡−lh¡−lz HC ECe−X¡V¡l c¤−V¡ Awn j−e l¡−M¡z h¡y¢c−LlV¡ qm Lj¢fEV−ll XÊ¡Ci 
J a¡l −g¡ô¡l ¢VÊ −cM¡−e¡l ECe−X¡, Bl X¡e¢c−LlV¡ qm, h¡y¢c−L −k XÊ¡Ci h¡ 
−g¡ô¡l ¢p−mƒ Ll¡ q−u−R a¡l ECe−X¡z −L¡eJ −g¡ô¡−l −k−a h¡ −L¡eJ g¡Cm 
M¤m−a AÉ¡−XÊp h¡−l pl¡p¢l V¡CfAÉ¡−XÊp h¡−l pl¡p¢l V¡CfAÉ¡−XÊp h¡−l pl¡p¢l V¡CfAÉ¡−XÊp h¡−l pl¡p¢l V¡Cf L−lJ f¡b h¡ f¡b−ej −mM¡ k¡uz 
Jf−ll h¡y¢c−Ll −L¡e¡u c¤¢V ¢hfl£aj¤¢M ¢al ¢Q−q² ¢LÓL L−l Bjl¡ −k f¡−b 
B¢R −pC f¡−bl B−Nl h¡ f−ll −g¡ô¡−l k¡Ju¡ Bp¡ Ll−a f¡¢lz 

h¡y¢c−Ll −g¡ô¡l ¢VÊ−L ¢h−noi¡−h −c−M¡z −g¡ô¡l…−m¡l h¡y f¡−n −g¡ô¡l 
BCLe  −cJu¡ B−Rz −k −g¡ô¡−ll −ia−l p¡h−g¡ô¡l B−R a¡l h¡y¢c−L 
HLV¡ q¡ó¡ ¢al ¢Qq² B−Rz JV¡−a ¢LÓL Ll−mC Jl ¢VÊV¡ M¤−m ¢e−Q −cM¡u Bl 
¢al ¢Qq²V¡ L¡−m¡ q−u ¢e−Ql ¢c−L j¤M L−lz HV¡ hå Ll−a JC L¡−m¡ ¢al 
¢Qq²−a Bh¡l ¢LÓL Ll−a q−hz 

2.3 L£i¡−h HL¢V −g¡ô¡l °a¢l Ll¡ k¡u — −g¡ô¡−ll e¡j −cJu¡, 
e¡j f¡ÒV¡−e¡, −g¡ô¡l¢V−LC Lj¢fEV¡l −b−L j¤−R −gm¡
j¡E−pl X¡e ¢c−Ll h¡Ve¢V ¢LÓL Ll¡ 

Hh¡−l −nM¡ k¡L L£i¡−h Bjl¡ HLV¡ −g¡ô¡l °a¢l L¢lz Hl SeÉ fË−u¡Se q−h 
j¡E−pl X¡e h¡VeV¡ ¢LÓL Ll¡z H−L h−m l¡CV ¢LÓLl¡CV ¢LÓLl¡CV ¢LÓLl¡CV ¢LÓL (right click

L¡lp¡l−L −XúV−fl −k−L¡eJ S¡uN¡u (−L¡eJ BCLe −k−L¡eJ S¡uN¡u (−L¡eJ BCLe −k−L¡eJ S¡uN¡u (−L¡eJ BCLe −k−L¡eJ S¡uN¡u (−L¡eJ BCLe h¡ e¡j h¡ e¡j h¡ e¡j h¡ e¡j 
HLh¡l l¡CV ¢LÓL L−l −c−M¡ ¢û−e HLV¡ ¢mØV Bp−hz L£−h¡−XÑl 
H−Lh¡−l ¢e−Ql m¡C−e l¡M¡ HLV¡ ¢h−no h¡Ve  HLh¡l ¢V−fJ HC L¡SV¡ 
Ll¡ k¡uz −k ¢mØVV¡ Hm, −p¢V−a −c−M¡ ea¥e h¡ New

BC−Vj B−R, k¡l X¡e f¡−n ¢al ¢Qq² −cJu¡z L¡lp¡l−L −pM¡−e H−e l¡M−mC 
B−lLV¡ ¢mØV M¤m−Rz HC ¢m−ØVl Jf−ll ¢c−LC −c−M¡ HLV¡ BC−Vj qm 
−g¡ô¡lz HV¡−a ¢LÓL Ll−mC HLV¡ New Folder    (ea¥e −g¡ô¡l
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−g¡ô¡−ll f¡bV¡ −cM¡u −g¡ô¡−ll f¡bV¡ −cM¡u −g¡ô¡−ll f¡bV¡ −cM¡u −g¡ô¡−ll f¡bV¡ −cM¡u Jf−ll AÉ¡−XÊp Jf−ll AÉ¡−XÊp Jf−ll AÉ¡−XÊp Jf−ll AÉ¡−XÊp 
z h¡y¢c−LlV¡ qm Lj¢fEV−ll XÊ¡Ci 

J a¡l −g¡ô¡l ¢VÊ −cM¡−e¡l ECe−X¡, Bl X¡e¢c−LlV¡ qm, h¡y¢c−L −k XÊ¡Ci h¡ 
−L¡eJ −g¡ô¡−l −k−a h¡ −L¡eJ g¡Cm 

−lJ f¡b h¡ f¡b−ej −mM¡ k¡uz mr L−l¡, 
c¤¢V ¢hfl£aj¤¢M ¢al ¢Q−q² ¢LÓL L−l Bjl¡ −k f¡−b 

B−Nl h¡ f−ll −g¡ô¡−l k¡Ju¡ Bp¡ Ll−a f¡¢lz   
h¡y¢c−Ll −g¡ô¡l ¢VÊ−L ¢h−noi¡−h −c−M¡z −g¡ô¡l…−m¡l h¡y f¡−n −g¡ô¡l 

−cJu¡ B−Rz −k −g¡ô¡−ll −ia−l p¡h−g¡ô¡l B−R a¡l h¡y¢c−L 
HLV¡ q¡ó¡ ¢al ¢Qq² B−Rz JV¡−a ¢LÓL Ll−mC Jl ¢VÊV¡ M¤−m ¢e−Q −cM¡u Bl 
¢al ¢Qq²V¡ L¡−m¡ q−u ¢e−Ql ¢c−L j¤M L−lz HV¡ hå Ll−a JC L¡−m¡ ¢al 

−g¡ô¡−ll e¡j −cJu¡, 
e¡j f¡ÒV¡−e¡, −g¡ô¡l¢V−LC Lj¢fEV¡l −b−L j¤−R −gm¡— 

Hl SeÉ fË−u¡Se q−h 
right click) z j¡Ep 
h¡ e¡j h¡ e¡j h¡ e¡j h¡ e¡j h¡−c)h¡−c)h¡−c)h¡−c) −l−M 

HLh¡l l¡CV ¢LÓL L−l −c−M¡ ¢û−e HLV¡ ¢mØV Bp−hz L£−h¡−XÑl X¡e f¡−n 
HLh¡l ¢V−fJ HC L¡SV¡ 
New    (¢eE) e¡−j HL¢V 

BC−Vj B−R, k¡l X¡e f¡−n ¢al ¢Qq² −cJu¡z L¡lp¡l−L −pM¡−e H−e l¡M−mC 
B−lLV¡ ¢mØV M¤m−Rz HC ¢m−ØVl Jf−ll ¢c−LC −c−M¡ HLV¡ BC−Vj qm 

ea¥e −g¡ô¡l) −a¢l q−hz   
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−k−qa¥ Bjl¡ HV¡ L−l¢R −XúV−f l¡CV ¢LÓL L−l, a¡C HC 

ea¥e −g¡ô¡lV¡ −XúV−fC °a¢l q−h ¢eE¢eE¢eE¢eE    −g¡ô¡l−g¡ô¡l−g¡ô¡l−g¡ô¡l    e¡−jz HLC 
i¡−h Bjl¡ AeÉ −k −L¡eJ −g¡ô¡−lJ p¡h−g¡ô¡l ¢qp¡−h ea¥e 
−g¡ô¡l °a¢l Ll−a f¡lh, −pC −g¡ô¡l ECe−X¡V¡−a L¡lp¡l−L 
−l−M l¡CV ¢LÓL L−lz mr L−l¡, L¡lp¡l−L −L¡eJ −g¡ô¡l h¡ g¡C−ml e¡−jl 
Jf−l −l−M l¡CV ¢LÓL Ll−m ¢L¿¹¥ AeÉ ¢ûe Bp−h, k¡−a JC −g¡ô¡l h¡ 
g¡CmV¡ pð−å AeÉ ¢LR¥ Ll¡l ¢mØV −cM¡−hz  

Hh¡−l ¢nMh HC ea¥e −g¡ô¡l¢Vl e¡j, ¢eE −g¡ô¡l-Hl hc−m AeÉ ¢LR¥ 
−cJu¡z Hl SeÉ JC ¢eE −g¡ô¡l−g¡ô¡l−g¡ô¡l−g¡ô¡l e¡j h¡ e¡−jl BCLeV¡−aCe¡j h¡ e¡−jl BCLeV¡−aCe¡j h¡ e¡−jl BCLeV¡−aCe¡j h¡ e¡−jl BCLeV¡−aC Hh¡l l¡CV ¢LÓLl¡CV ¢LÓLl¡CV ¢LÓLl¡CV ¢LÓL 
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Ll−a q−hz Hh¡−l ¢û−e −k mð¡ ¢mØVV¡ Bp−h, mr L−l¡ a¡l ¢e−Ql ¢c−L 
B−R ea¥e e¡j −cJu¡ h¡ Rename    (¢l−ej) Ll¡l BC−VjV¡z 
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HC ¢m−ØVl ¢l−ej-H L¡lp¡l−L H−e −mgV ¢LÓL L−l¡z −cM¡ k¡−h ¢mØVV¡ ¢ûe 
−b−L Q−m ¢N−u HC ea¥e −g¡ô¡lV¡l e¡−jl S¡uN¡V¡ q¡Cm¡CV q−u B−R, k¡l 
AbÑ HMe HM¡−e ea¥e e¡j V¡Cf Ll¡ k¡−h L£−h¡XÑ ¢c−u (L£−h¡−XÑl hÉhq¡l L−l 
V¡Cf Ll¡ Bjl¡ f−l ¢nMh)z HC ¢l−ej Ll¡V¡ f−lJ kMe −kje fË−u¡Se Ll¡ 
k¡−h HLC i¡−hz  

Hh¡l ¢nMh L£ L−l Lj¢fEV¡l −b−L −L¡eJ AclL¡¢l −g¡ô¡l−L j¤−R −gm¡ 
k¡uz Hje fË−u¡Se q−hC, L¡lZ h¡¢sl BhSÑe¡l j−a¡C Lj¢fEV¡−lJ œ²j¡Na 
B−S h¡−S −g¡ô¡l Sj¡ q−a b¡L−m L¡−Sl −g¡ô¡l−L A−e−Ll ¢i−s M¤y−SC 
f¡Ju¡ k¡−h e¡, Bl Lj¢fEV¡−ll −ØV¡−lS ¢Xi¡CpJ i−l EW−hz HV¡ Ll¡ k¡−h 
JC −g¡ô¡lV¡l e¡j h¡ BCL−e HLC i¡−h l¡CV ¢LÓL L−lz −k ¢mØVV¡ ¢û−e 
B−p, a¡l j−cÉ −c−M¡ ¢l−ej BC−VjV¡l ¢WL B−NC B−R Delete    (¢X¢mV¢X¢mV¢X¢mV¢X¢mV)z 
HV¡−a −mgV ¢LÓL Ll−m B−lLV¡ h¡aÑ¡ h¡ −j−pS (Message) Bp−h, −kM¡−e 
fËnÀ b¡L−h a¥¢j ¢L HC e¡−jl −g¡ô¡lV¡ ¢X¢mV Ll−a Q¡J? Hl Eš−l −j−pSV¡l 
Yes (qÉ¡y) h¡ No (e¡) h¡V−e ¢LÓL Ll−a q−hz HC h¡aÑ¡V¡ B−p p¡hd¡ea¡l 
SeÉ, k¡−a i¥m L−l −L¡eJ ¢LR¥ ¢X¢mV L−l e¡ −g−m¡z AhnÉ HMe ¢X¢mV 
Ll−mJ −g¡ô¡lV¡ Q−m k¡−h Hjeph ¢X¢mV Ll¡ BhSÑe¡l −g¡ô¡−l, k¡l e¡j 
Recycle Bin    (¢lp¡CLmÚ ¢he)z −pM¡e −b−L HV¡−L Bh¡l −gla Be¡J k¡−h 
(restore), k¢c f−l a¡ Q¡Cz ¢L¿¹¥ ¢lp¡CLmÚ ¢he−L flhaÑ£L¡−m M¡¢m Ll−m h¡ 
Empty    (HÇf¢V) Ll−m Bl a¡ q−h e¡, H−Lh¡−l ¢X¢mV q−u k¡−hz ¢lp¡CLmÚ 
¢h−el L¡S Bjl¡ f−l S¡ehz  

2.4 −fË¡NË¡−jl p¡q¡−kÉ °a¢l qJu¡ g¡Cm; g¡C−ml dle ¢e−cÑ−nl 
BCLe; g¡C−ml e¡−jl −n−ol fËp¡¢la Awn h¡ H„−Vene; 
g¡C−ml e¡j −cJu¡, e¡j f¡ÒV¡−e¡, g¡Cm¢V−LC Lj¢fEV¡l −b−L 
j¤−R −gm¡ 

Lj¢fEV¡−l g¡Cm…−m¡−L …¢R−u l¡M¡l SeÉ −g¡ô¡l °a¢l Ll¡V¡ Bjl¡ pq−SC 
¢n−M ¢e−u¢Rz HV¡ Bjl¡ Ll−a −f−l¢R ECe−X¡p ¢pp−V−jl ECe−X¡p H„−fÔ¡l¡l 
(Windows Explorer) −fË¡NË¡jV¡ ¢c−u, k¡ Q−m −XúV−f l¡M¡ Lj¢fEV¡l e¡−j 
BCL−e ¢LÓL Ll−mz −g¡ô¡l °a¢ll j¡−e −ØV¡−lS ¢Xi¡CpV¡l HL HL¢V ÙÛ¡e−L 
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öd¤ ¢e¢cÑø Ll¡ −g¡ô¡−ll e¡j ¢c−u, −L¡eJ ¢h−no abÉ h¡ ¢e−cÑn l¡M¡ euz g¡Cm 
°a¢l ¢L¿¹¥ Hi¡−h que¡z 

¢h−no ¢h−no dl−el abÉ hÉhq¡l L−l h¡ ¢e−cÑn Ae¤k¡u£ L¡S L−l ¢h¢iæ 
−fË¡NË¡jz a¡C abÉ h¡ ¢e−cÑn…−m¡−L g¡Cm ¢qp¡−h ¢h¢iæ −fË¡NË¡−jl ¢e¢cÑø R¡yQ h¡ 
File Format    (g¡Cm glj¡V) Ae¤p¡−l Digital (¢X¢SV¡m) fÜ¢a−a l¡M−a 
quzz a¡C ¢h¢iæ dl−el g¡Cm qu J −p…¢m °a¢l qu ¢h¢iæ −fË¡NË¡j ¢c−u, h¡ 
−fË¡NË¡−jl ¢e¢cÑø R¡y−Q z g¡Cm °a¢l Ll¡ k¡−h ¢h¢iæ −fË¡NË¡j Q¡¢m−uz HL Lb¡u, 
Bjl¡ g¡Cm °a¢l L¢l −L¡eJ e¡ −L¡eJ −fË¡NË¡j Q¡¢m−uz j§ma La lL−jl 
g¡Cm Lj¢fEV¡−l hÉhq¡l q−a f¡−l a¡ −S−e ¢eCz  
p¡d¡lZ i¡o¡u −mM¡ J fs¡    hZÑ - −V„V   −V„V g¡Cm 
pwMÉ¡ J A−ˆl i¡o¡ hZÑ -pwMÉ¡ J ¢Qq²  Ju¡LÑn£V g¡Cm 
¢jE¢SL h¡ N¡e °a¢l J −n¡e¡  në   p¡Eä g¡Cm 
R¢h °a¢l J −cM¡ cªnÉ  ¢fLQ¡l g¡Cm 
j¤¢i h¡ ¢p−ej¡  në J cªnÉ   j¤¢i g¡Cm 
Lj¢fEV¡−l −b−L Lj¢fEV¡−l H…−m¡l Bc¡e-fËc¡e  CeÚV¡l−eV g¡Cm 
Lj¢fEV¡l−L −L¡eJ ¢h−no L¡S Ll¡l ¢e−cÑn  −fË¡NË¡j g¡Cm  
Lj¢fEV¡l Q¡m¡−e¡l ¢eSü g¡Cm  ¢pp−Vj g¡Cm 
Lj¢fEV¡−ll i¡o¡  mÉ¡‰−uS g¡Cm 

üi¡haC HCph dl−el g¡Cm…−m¡−L Bm¡c¡ L−l ¢e¢cÑø Ll¡ clL¡lz a¡l 
Jfl HL HL¢V dl−el L¡−Sl SeÉ B−R hý −fË¡NË¡j, −k…¢m Bh¡l HLV¡ 
B−lLV¡l −b−L Bm¡c¡z HLV¡ −fË¡NË¡−jl g¡Cm p¡d¡lZa AeÉ −fË¡NË¡−j hÉhq¡l 
Ll¡ k¡u e¡z a¡C g¡CmV¡ −L¡eÚ dl−el J −L¡eÚ −fË¡NË¡−jl −pV¡ ¢e¢cÑø L−l 
−cJu¡l SeÉ g¡C−ml e¡−jl −n−o HL¢V XV h¡ g¥mØVf (.)  ¢c−u L−uL¢V 
¢h−no Arl −mM¡ b¡−Lz H−L hm¡ qu Filename Extension    (g¡Cm−ej 
H„−VeÚne)z Bjl¡ B−N HLV¡ g¡C−ml e¡j ¢m−M¢Rm¡j, Mita.jpegz HM¡−e 
Mita qm g¡C−ml e¡j Bl .jpeg qm H„−VeÚnez HC H„−VeÚneV¡ HL ¢h−no 
dl−el R¢h h¡ ¢fLQ¡l −h¡T¡uz g¡Cm H„−VeÚn−el L−uLV¡ Ec¡qlZ qm, .txt, 

.doc, .docx, xls, xlsx, mdb, ppt, pptx, pdf,  mp3, jpeg, bmp, gif, mp4, 

html, exe, com, sys, dll, ini, bat, CaÉ¡¢cz BSL¡m ECe−X¡p HV¡ phpju 
−cM¡u e¡, hc−m QV L−l −c−M −h¡T¡l SeÉ −k −fË¡NË¡−jl g¡Cm, −pC −fË¡NË¡−jl 
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BCLe Abh¡ −k dl−el g¡Cm a¡l HLV¡ BCLe g¡C−ml e¡−jl B−N h¢p−u 
−cM¡u File icon    (g¡Cm BCLe) ¢qp¡−hz −kph g¡C−ml e¡−jl B−N a¡l 
−fË¡NË¡j BCLeV¡ −cM¡−e¡ b¡−L −p…−m¡ X¡hm ¢LÓLÚ Ll−mC Q¡m¤ q−u k¡uX¡hm ¢LÓLÚ Ll−mC Q¡m¤ q−u k¡uX¡hm ¢LÓLÚ Ll−mC Q¡m¤ q−u k¡uX¡hm ¢LÓLÚ Ll−mC Q¡m¤ q−u k¡u z 

Hh¡l −cM¡ k¡L g¡C−ml e¡j −cJu¡, e¡j f¡ÒV¡−e¡ (¢l−ej), J g¡Cm−L 
Lj¢fEV¡l −b−L j¤−R −gm¡ (¢X¢mV)z g¡C−ml e¡j ¢c−a qu kMe −L¡eJ −fË¡NË¡−j 
L¡S L−l L¡SV¡−L p’u h¡ Sj¡ L−l l¡M−a qu (−pi Ll¡)z −fË¡NË¡j¢V−aC HC 
hÉhÙÛ¡ b¡−Lz −fË¡NË¡jV¡C hm−h −pi Ll¡l pju L¡SV¡−L HLV¡ g¡Cm ¢qp¡−h e¡j 
¢c−az g¡CmV¡ −L¡b¡u h¡ −L¡e −L¡eÚ −g¡ô¡−l −pi Ll¡ q−h a¡J h−m −cJu¡ 
k¡uz g¡C−ml ¢l−ej J ¢X¢mV HLC i¡−h Ll¡ k¡−h, −kjeV¡ Bjl¡ −g¡ô¡−ll 
−r−œ ¢n−M¢R, j¡E−p l¡CV ¢LÓL L−lz j−e l¡M−a q−h, ¢p¢p¢p¢p----XÊ¡C−il −fË¡NË¡j XÊ¡C−il −fË¡NË¡j XÊ¡C−il −fË¡NË¡j XÊ¡C−il −fË¡NË¡j 
g¡Cm…−m¡ −ke i¥−mJ ¢l−ej h¡ ¢X¢mV e¡ L¢lz a¡q−m −fË¡NË¡j, HjeL£ g¡Cm…−m¡ −ke i¥−mJ ¢l−ej h¡ ¢X¢mV e¡ L¢lz a¡q−m −fË¡NË¡j, HjeL£ g¡Cm…−m¡ −ke i¥−mJ ¢l−ej h¡ ¢X¢mV e¡ L¢lz a¡q−m −fË¡NË¡j, HjeL£ g¡Cm…−m¡ −ke i¥−mJ ¢l−ej h¡ ¢X¢mV e¡ L¢lz a¡q−m −fË¡NË¡j, HjeL£ 
Lj¢fEV¡lV¡C AQm q−u k¡−hzLj¢fEV¡lV¡C AQm q−u k¡−hzLj¢fEV¡lV¡C AQm q−u k¡−hzLj¢fEV¡lV¡C AQm q−u k¡−hz    

2.5 Lj¢fEV¡−ll g¡Cm J −g¡ô¡l…¢m−L fË−u¡Se j−a¡ …¢R−u l¡M¡ 
— L¢f h¡ L¡V Ll¡ J AeÉ −L¡eJ f¡¢VÑn−e, ¢Xp−L h¡ 
−g¡ô¡−l −fØV Ll¡; −V−e h¡ XÊÉ¡N L−l AeÉœ l¡M¡ 

j¡−T j¡−TC clL¡l q−h Lj¢fEV¡−l g¡Cm J −g¡ô¡l…−m¡−L …¢R−u l¡M¡l SeÉ 
−L¡eJ HLV¡ XÊ¡Ci h¡ −g¡ô¡l −b−L AeÉ −L¡eJ XÊ¡Ci h¡ −g¡ô¡−l ¢e−u k¡Ju¡z 
a¡R¡s¡ g¡Cm J −g¡ô¡l−L ¢p¢X/¢X¢i¢X h¡ −fe XÊ¡Ci −b−L q¡XÑ ¢Xp−L, Abh¡ 
q¡XÑ ¢XpL −b−L ¢p¢X/¢X¢i¢X h¡ −fe XÊ¡C−i ¢e−u l¡M¡J clL¡l q−hz HC 
L¡SV¡ Ll¡ k¡−h c¤−V¡ d¡−f— fËb−j Ll−a q−h Copy    (L¢f) Abh¡ Cut    (L¡V)  
J a¡lf−l Ll−a q−h Paste    (−fØV) z 
1. fËb−j L¢f h¡ L¡V Ll¡ — −k g¡Cm h¡ −g¡ô¡l−L AeÉœ ¢e−u −k−a q−h−k g¡Cm h¡ −g¡ô¡l−L AeÉœ ¢e−u −k−a q−h−k g¡Cm h¡ −g¡ô¡l−L AeÉœ ¢e−u −k−a q−h−k g¡Cm h¡ −g¡ô¡l−L AeÉœ ¢e−u −k−a q−h 

a¡l e¡−jl Jf−l L¡lp¡l−L l¡CV ¢LÓL Ll−a q−hz −pC ¢mpVV¡ M¤m−h, −kV¡ 
Bjl¡ B−N −c−M¢R ¢l−ej h¡ ¢X¢mV Ll−az JC ¢mp−VC −c−M¡, HLV¡ B−R 
L¢f J Bl HLV¡ B−R L¡V e¡−jl BC−Vjz L¢f Ll−a q−m L¢f 
BC−VjV¡−a Bl L¡V Ll−a q−m L¡V BC−VjV¡−a L¡lp¡l−L ¢e−u ¢N−u 
−mgV ¢LÓL Ll−a q−hz L¢f J L¡V Ll¡l j¡−e Bl a¡−cl ag¡a L£, a¡ 
Bjl¡ f−l hm¢Rz 
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2. Hlfl −fØV Ll¡ — −k XÊ¡Ci h¡ −g¡ô¡−l ¢e−u ¢N−u l¡M−a q−h−k XÊ¡Ci h¡ −g¡ô¡−l ¢e−u ¢N−u l¡M−a q−h−k XÊ¡Ci h¡ −g¡ô¡−l ¢e−u ¢N−u l¡M−a q−h−k XÊ¡Ci h¡ −g¡ô¡−l ¢e−u ¢N−u l¡M−a q−h, −pC 
XÊ¡Ci h¡ −g¡ô¡l ECe−X¡V¡ M¤m−a q−h J −pC ECe−X¡l g¡yL¡ S¡uN¡u 
(−L¡eJ −g¡ô¡l h¡ g¡Cm−ej h¡ a¡l BCL−el Jf−l eu) j¡Ep L¡lp¡l−L 
¢e−u ¢N−u Bh¡l l¡CV ¢LÓL Ll−a q−hz Hh¡−l −k ¢mpVV¡ M¤m−h a¡l j−dÉ 
−c−M¡ −fØV BC−VjV¡ B−Rz HV¡−a −mgV ¢LÓL Ll−mC −k g¡Cm h¡ 
−g¡ô¡l L¢f Ll¡ q−u¢Rm, a¡ HM¡−e Q−m Bp−hz 
Hh¡−l L¢f J L¡−Vl ag¡aV¡ mr Llhz kMe Bjl¡ −L¡eJ g¡Cm h¡ 

−g¡ô¡l −kM¡−e B−R a¡−L −pM¡−eC −l−M öd¤ Q¡C a¡l HLV¡ L¢f ¢e−u AeÉ 
S¡uN¡−aJ l¡M−a, aMe Bjl¡ L¢f hÉhq¡l Llhz ¢L¿¹¥ k¢c Bjl¡ a¡−L −pM¡e 
−b−LC p¢l−u h¡ Move    (j¤i) L−l AeÉ S¡uN¡−a l¡M−a Q¡C, a¡q−m L¡V 
hÉhq¡l Llhz AbÑ¡v, L¡VL¡VL¡VL¡V----−fØV−fØV−fØV−fØV Ll−m −pV¡ B−Nl S¡uN¡ −b−L j¤−R k¡−h, b¡L−h 
öd¤ ea¥e S¡uN¡−az Bl, L¢fL¢fL¢fL¢f----−fØV−fØV−fØV−fØV Ll−m B−Nl S¡uN¡ J ea¥e S¡uN¡, c¤C 
S¡uN¡−aC b¡L−hz 

−L¡eJ −g¡ô¡l h¡ g¡Cm−L L¡V-−fØV L−l HL S¡uN¡ −b−L Bl HL 
S¡uN¡u ¢e−u k¡Ju¡ h¡ j¤i Ll¡l Bl HLV¡ Ef¡u qm −g¡ô¡l h¡ g¡C−m 
j¡E−pl −mgV h¡Ve −Q−f −l−M −V−e ¢e−u k¡Ju¡ h¡ XÊÉ¡N (drag) L−l AeÉ 
S¡uN¡V¡−a ¢e−u −mgV h¡VeV¡ −R−s −cJu¡z mr L−l¡, −L¡eJ g¡Cm h¡ 
−g¡ô¡l−L XÊÉ¡N L−l −XúV−f ¢e−u −N−m ¢L¿¹¥ L¢f-−fØV q−h, L¡V-−fØV h¡ j¤i 
q−h e¡z   
  j−e −l−M¡, Akb¡ HM¡−e JM¡−e g¡Cm J −g¡ô¡l−L HL¡¢dL L¢f L−l l¡M−m 
¢L¿¹¥ ¢is h¡−s Bl −no L¡S −L¡eV¡−a Ll¡ q−u¢Rm a¡ My¥−S f¡Ju¡ pjpÉ¡ quz 
−L¡eJ L¡l−Z eø q−u −N−mJ k¡−a Bh¡l f¡Ju¡ k¡u, a¡l hÉhÙÛ¡ Ll¡ k¡u 
Backup    (hÉ¡L-Bf)  L−l, k¡ f−l hm¡ q−hz Bl HLV¡ ¢hou q−m¡ −XúV−f 
A¢a¢lš² g¡Cm h¡ −g¡ô¡l S¢j−u −gm¡ H−Lh¡−lC h¡“e£u euz −L¡eJ g¡C−m 
(h¡ −g¡ô¡−l) h¡−l h¡−l L¡S Ll¡ qu h−m −pV¡−L A−e−LC −XúV−f l¡−M QV 
L−l −M¡m¡l p¤¤¢hd¡l SeÉz HV¡ ¢WL euz −L¡eJ L¡l−Z Lj¢fEV¡l L¡S e¡ Ll−m 
ea¥e L−l ¢pp−Vj pgVJuÉ¡l −m¡X Ll−a qu, Bl aMe HCph g¡Cm J 
−g¡ô¡l…−m¡ Bl b¡−L e¡z a¡C L¡S Ll¡l g¡Cm J −g¡ô¡l−L l¡M−a q−h  
AeÉ −L¡eJ XÊ¡C−i, ¢p-XÊ¡Ci h¡ −XúVf euz QV L−l −M¡m¡l p¤¤¢hd¡l SeÉ a¡l 
HL¢V Shortcut Icon    (nVÑL¡V BCLe) −XúV−f l¡M¡ −k−a f¡−lz g¡Cm h¡ 



36  g¥mX¡P¡ ¢hcÉ¡QQÑ¡ −L¾cÊ, h£lij̈ 

 

−g¡ô¡lV¡l e¡−j l¡CV ¢LÓL Ll−m −k ¢mpVV¡ B−p a¡−a B−R Send to    (−pä 
V¥) k¡l j−dÉ Bh¡l B−R Desktop (Create shortcut)    (−XúVf (¢œ²−uV 
nVÑL¡V)) z HV¡ Ll−m −XúV−f g¡Cm h¡ −g¡ô¡lV¡l nVÑL¡V BCLe °a¢l q−h, 
¢L¿¹¥ g¡Cm h¡ −g¡ô¡lV¡ b¡L−h Bp−m AeÉœz  

A−eL…−m¡ g¡Cm J −g¡ô¡l−L L¢f-−fØV h¡ L¡V-−fØV Bjl¡ HLp¡−bJ 
Ll−a f¡¢l, HLV¡ HLV¡ L−l h¡−l h¡−l e¡ L−lz Hl SeÉ L¢f h¡ L¡V Ll¡l 
g¡Cm h¡ −g¡ô¡l…−m¡−L HLp¡−b ¢p−mƒ L−l ¢e−a q−hz e¡e¡i¡−h Bjl¡ 
HLp¡−b A−eL…−m¡ g¡Cm h¡ −g¡ô¡l−L ¢p−mƒ Ll−a f¡¢lz    
HL¡¢dL g¡Cm h¡ −g¡ô¡l ¢p−mƒ Ll¡HL¡¢dL g¡Cm h¡ −g¡ô¡l ¢p−mƒ Ll¡HL¡¢dL g¡Cm h¡ −g¡ô¡l ¢p−mƒ Ll¡HL¡¢dL g¡Cm h¡ −g¡ô¡l ¢p−mƒ Ll¡    
j¡E−pl −mgV h¡Ve−L −Q−f −l−M HV¡ Ll¡ k¡u, k¢c −k…−m¡−L ¢p−mƒ Ll−a 
q−h −pC g¡Cm h¡ −g¡ô¡l…−m¡ flfl b¡−Lz ¢L¿¹¥ HV¡ Ll−a i¥m q−u −k−a 
f¡−lz a¡C Bjl¡ pqS l¡Ù¹¡V¡C HMe ¢nMhz Hl SeÉ L£−h¡−XÑl c¤−V¡ h¡Ve−L 
¢Q−e ¢e−a q−h, Shift (¢ngV) Bl Le−VÊ¡m h¡ ¢p¢VBlHm (Ctrl)z L£−h¡−XÑl 
j§m Arl-AwnV¡l c¤C ¢c−LC ¢e−Ql m¡C−e b¡−L ¢p¢VBlHm Bl a¡l Jf−lC 
b¡−L ¢ngV h¡Ve, −j¡V c¤−V¡ L−lz  

−k…−m¡−L ¢p−mƒ Ll−a q−h −pC g¡Cm h¡ −g¡ô¡l…−m¡ k¢c flfl b¡−L, 
a¡q−m Bjl¡ j¡Ep L¡lp¡l−L g¡Cm h¡ −g¡ô¡−ll Jf−ll fËbjV¡−a (h¡ ¢e−Ql 
−n−olV¡−a) H−e −mgV ¢LÓL L−l ¢p−mƒ Llh (HV¡ q¡Cm¡CV q−u k¡−h)z Hh¡l 
L£−h¡−XÑl Shift (¢ngV) −Q−f −l−M ¢e−Ql −no (h¡ Jf−ll fËbj) g¡Cm h¡ 
−g¡ô¡−l j¡Ep L¡lp¡l H−e −mgV ¢LÓL Llhz −c−M¡ −k flfl ph…−m¡C ¢p−mƒ 
(q¡Cm¡CV) q−u k¡−hz Hh¡−l HC ¢p−mƒ Ll¡ S¡uN¡−a l¡CV ¢LÓL L−l 
ph…−m¡−LC L¢f h¡ L¡V Ll¡ k¡−h HLp¡−bz ¢p−mƒ Ll¡V¡ i¥m q−u −N−m AeÉ 
−k −L¡eJ S¡uN¡u Bh¡l −mgV ¢LÓL Ll−mC HC ¢p−mƒ Ll¡V¡ Q−m k¡−hz   

−k…−m¡−L ¢p−mƒ Ll−a q−h −pC g¡Cm h¡ −g¡ô¡l…−m¡ k¢c flfl e¡ b¡−L,    
a¡q−m Bjl¡ Ctrl (¢p¢VBlHm) −Q−f −l−M HLV¡ HLV¡ L−l g¡Cm h¡ −g¡ô¡−l 
−mgV ¢LÓL Llh J a¡lfl ¢p−mƒ Ll¡ −k −L¡eJ HLV¡l Jf−l l¡CV ¢LÓL 
Llhz ph…−m¡−LC L¢f h¡ L¡V Ll¡ k¡−h HLp¡−bz j−e l¡M−a q−h, HL HLV¡ 
L¢f h¡ L¡V Ll¡l ¢e−cÑn Lj¢fEV¡l p¡j¢uLi¡−h a¡l Øj«¢a h¡ Memory    
(−jj¢l)-−a l¡−M, karZ e¡ Bh¡l −L¡eJ ¢LR¥ L¢f h¡ L¡V Ll¡ q−µRz  
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2.6 Lj¢fEV¡−l l¡M¡ −L¡eJ g¡Cm−L My¥−S h¡l Ll¡ 
g¡Cm J −g¡ô¡l…−m¡−L −L¡eJ HLV¡ ¢eu−j …¢R−u l¡M−mJ HV¡ q−aC f¡−l −k 
hý¢ce hÉhq¡l qu¢e Hje −L¡eJ HLV¡ L¡−Sl g¡Cm −L¡b¡u −k B−R My¥−S 
f¡Ju¡ k¡−µR e¡z Lj¢fEV¡−ll q¡XÑ ¢Xp−L qua B−R Q¡l-f¡yQV¡ f¡¢VÑne, a¡l 
HL HLV¡−a B−R e¡e¡ −g¡ô¡l Bl HL HLV¡ −g¡ô¡−l qua B−R fË¡u 
ApwMÉ g¡Cmz Hl j−dÉ −b−L Bj¡−cl clL¡¢l g¡CmV¡−L a¡q−m My¥−S f¡h L£ 
L−l?  

Bjl¡ S¡¢e −k −XúV−f l¡M¡ Lj¢fEV¡l BCLeLj¢fEV¡l BCLeLj¢fEV¡l BCLeLj¢fEV¡l BCLeV¡ ¢LÓL L−l ECe−X¡p ECe−X¡p ECe−X¡p ECe−X¡p 
H„−fÔ¡l¡lH„−fÔ¡l¡lH„−fÔ¡l¡lH„−fÔ¡l¡l −fË¡NË¡jV¡ Q¡¢m−u Bjl¡ −cM−a f¡C Lj¢fEV¡−ll −ØV¡−lS 
¢Xi¡Cp…−m¡l (q¡XÑ ¢XpL, ¢p¢X/¢X¢i¢X, −fe XÊ¡Ci) −L¡b¡u L£ L£ −g¡ô¡l l¡M¡ 
B−R Bl −p…−m¡l j−dÉ BlJ L£ L£ −g¡ô¡l J g¡Cm B−Rz j−e L−l¡ 
−a¡j¡l HLV¡ B¾c¡S B−R, −L¡eÚ XÊ¡C−il −L¡eÚ −g¡ô¡−l g¡CmV¡ b¡L−a f¡−lz 
HMe −pC −g¡ô¡lV¡ M¤−m −cM−m −k a¡−a ASpË g¡Cmz Hh¡l L£ Ll−h? HLV¡ 
HLV¡ L−l g¡Cm M¤m−h Bl hå Ll−h, karZ e¡ JV¡ M¤y−S f¡µR? HV¡ −a¡ 
A−eL mð¡ hÉ¡f¡l q−u k¡−h, Bl −no−jn qu−a¡ −cM−h HC −g¡ô¡−l JC 
g¡CmV¡ B−c± −eCz a¡q−m Ef¡u?   

−XúV−fl Lj¢fEV¡l BCLeV¡ ¢LÓL L−l ECe−X¡p H„−fÔ¡l¡l −fË¡NË¡jV¡ 
Q¡m¡−m −k ECe−X¡V¡ ¢û−e B−p a¡l −je¤ h¡−ll ¢e−Q X¡e¢c−L −c−M¡z JM¡−e    
More options    (−j¡l AfÚnep) e¡−j HLV¡ ¢mØV h¡Ve Bl a¡l f¡−n B−R 
Show/Hide preview pane    (−n¡/q¡CX ¢fË¢iE −fe)z −j¡l AfÚnep h¡VeV¡−a 
¢LÓL L−l −c−M¡ HLV¡ ¢mØV B−pz HV¡−a B−R ECe−X¡V¡l X¡e Aw−n 
g¡Cm…−m¡−L −R¡V-hs L−l e¡e¡i¡−h −cM¡−e¡l Ef¡uz HV¡ ¢e−S L−l −c−M e¡Jz 
−n¡/q¡CX ¢fË¢iE −fe  h¡VeV¡ qm VNÚm h¡Ve, j¡−e HLh¡l ¢LÓL Ll−m X¡e 
¢c−Ll Aw−n ¢fË¢iE −feV¡ −n¡ (−cM¡−e¡) qu Bl f−ll h¡l ¢LÓL Ll−m −pV¡ 
q¡CX (m¤L¡−e¡) b¡−L z  

g¡Cm ¢fË¢iE−ul AbÑ qm g¡CmV¡ e¡ M¤−mJ g¡CmV¡−a L£ B−R a¡ −cM−a 
f¡Ju¡z ¢fË¢iE −feV¡ −n¡ L−l e¡Jz −cM−h HL HLV¡ g¡Cm e¡ M¤−mJ HLh¡l 
¢LÓL L−l ¢p−mƒ Ll−mC f¡−nl ¢fË¢iE −f−e −cM¡ k¡−µR g¡CmV¡−a L£ B−Rz 
p¤¤al¡w, ¢fË¢iE −feV¡ −n¡ L−l Bjl¡ −cM−a f¡h HL HLV¡ g¡C−m L£ B−Rz 
HV¡ a¡C Bj¡−cl p¡q¡kÉ Ll−h g¡Cm M¤y−S −f−az  
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HjeV¡J q−a f¡−l −k B−c± g¡CmV¡ HC Lj¢fEV¡−l B−R ¢Le¡ h¡ b¡L−mJ 
−L¡eÚ XÊ¡C−il −L¡eÚ −g¡ô¡−l B−R, a¡ S¡e¡ −eCz HC −r−œ g¡CmV¡−L M¤yS−a 
q−h AeÉi¡−hz ØV¡VÑ BCL−e ¢LÓL L−l ØV¡VÑ −je¤ ¢mØVV¡ −M¡−m¡z ¢mØVV¡l 
HLcj ¢e−Q −c−M¡ HLV¡ mð¡ h¡„ j−a¡ S¡uN¡u BhR¡ L−l −mM¡ B−R Search 

(p¡QÑp¡QÑp¡QÑp¡QÑ)  program or files    −fË¡NË¡j h¡ g¡Cmz HC S¡uN¡V¡−a ¢LÓL L−l ¢e−u 
g¡CmV¡l e¡j HLV¡ HLV¡ Arl h¡ hZÑ ¢mM−a öl¦ L−l¡ J −k ¢mØVV¡ Bp−h 
−pV¡ −c−M¡z g¡CmV¡ Lj¢fEV¡−ll −L¡b¡u B−R a¡ −c¢M−u −c−hz HM¡−eC ¢LÓL 
L−l a¥¢j g¡CmV¡−L Q¡¢m−u −c−M ¢e−a f¡−l¡z    p¡QÑ Ll¡ Bjl¡ ECe−X¡p p¡QÑ Ll¡ Bjl¡ ECe−X¡p p¡QÑ Ll¡ Bjl¡ ECe−X¡p p¡QÑ Ll¡ Bjl¡ ECe−X¡p 
H„−fÔ¡l¡lH„−fÔ¡l¡lH„−fÔ¡l¡lH„−fÔ¡l¡l −fË¡NË¡jV¡ Q¡¢m−uJ Ll−a f¡¢lz mr L−l¡ −k HV¡l ECe−X¡−aJ Jf−l 
X¡e¢c−L p¡QÑ Lj¢fEV¡l e¡−j HLV¡ S¡uN¡ l¡M¡ B−R, −kM¡−e g¡CmV¡l e¡j 
¢m−M p¡QÑ Ll¡ k¡uz   

g¡Cm h¡ −g¡ô¡l−L g¡Cm h¡ −g¡ô¡l−L g¡Cm h¡ −g¡ô¡l−L g¡Cm h¡ −g¡ô¡l−L Read only    ((((l£X JeÚ¢ml£X JeÚ¢ml£X JeÚ¢ml£X JeÚ¢m)    J J J J Hidden    ((((¢q−Xe¢q−Xe¢q−Xe¢q−Xe) Ll¡Ll¡Ll¡Ll¡    
HV¡ Bjl¡ f−l ¢nMh, Bf¡aa −S−e l¡M−mC Qm−hz −L¡eJ g¡Cm h¡ 
−g¡ô¡l−L l¡CV ¢LÓL Ll−m −k ¢mØVV¡ B−p a¡l −n−o b¡−L Property    
(fËf¡¢VÑ)z HV¡ ¢LÓL Ll−m Bjl¡ −cM−a f¡C JC g¡Cm h¡ −g¡ô¡lV¡ pð−å 
¢h¢iæ ¢hou, −kM¡−e b¡−L Attribute    (AÉ¡¢VÊ¢hEVAÉ¡¢VÊ¢hEVAÉ¡¢VÊ¢hEVAÉ¡¢VÊ¢hEV) h¡ g¡Cm h¡ −g¡ô¡lV¡l 
…Z¡…Zz Bj¡−cl L¡−Sl g¡Cm J −g¡ô¡l…−m¡ °a¢l qu Archive    (BLÑ¡Ci) 
¢qp¡−h, k¡ Bjl¡ phÑc¡ −cM−a f¡C J œ²j¡Na L¡S L−l f¡ÒV¡−aJ f¡¢lz HC 
AÉ¡¢VÊ¢hEVV¡ Bjl¡ f¡−ÒV l£X JeÚ¢m Abh¡ ¢q−Xe L−l ¢c−a f¡¢l, HC c¤¢Vl 
f¡−nl Check Box    (−QL h−QL h−QL h−QL h„„„„) ¢LÓL L−l ¢VL ¢Qq² ¢c−uz l£X JeÚ¢m Ll¡ q−m 
g¡Cm h¡ −g¡ô¡lV¡ −cM¡ k¡−h, −L¡eJ lLj f¡ÒV¡−e¡ k¡−h e¡z ¢q−Xe Ll−m 
g¡Cm h¡ −g¡ô¡lV¡ b¡L−h h−V ¢L¿¹¥ −cM¡ k¡−h e¡z JC −QL h„…−m¡−a Bh¡l 
¢LÓL L−l ¢VL ¢Qq²V¡ a¥−m ¢c−m Bl l£X JeÚ¢m h¡ ¢q−Xe b¡L−h e¡z fËnÀ qm, 
−L¡eJ XÊ¡Ci h¡ −g¡ô¡−ll j−dÉ ¢q−Xe g¡Cm h¡ −g¡ô¡l b¡L−m a¡ Bjl¡ −cMh 
L£ L−lz ECe−X¡p H„−fÔ¡l¡l −fË¡NË¡j ECe−X¡l −je¤ h¡−l B−R V¥mÚpz HV¡ ¢LÓL 
Ll−m f¡Ju¡ k¡−h −g¡ô¡l AfÚnepz a¡l j−dÉ ¢iE h¡VeV¡ ¢LÓL Ll−m HLV¡ 
¢m−ØV e¡e¡ AfÚne Bl fË−aÉLV¡l p¡j−e −QL h„ −cM¡−hz −n¡ ¢q−Xe g¡Cmp 
AÉ¡ä −g¡ô¡−ll −QL h„V¡ ¢LÓL L−l ¢VLÚ ¢c−u ¢c−m JC −g¡ô¡lV¡l j−dÉ l¡M¡ 
ph ¢q−Xe g¡Cm h¡ −g¡ô¡l…−m¡J −cM¡ k¡−hz 
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2.7  L£−h¡XÑ hÉhq¡−ll fË¡l¢ñL f¢lQu 
Bjl¡ L£−h¡−XÑl L−uL¢V L£C h¡ h¡Ve, −kje L¡lp¡l L£C, Enter, Alt, F4, 

Ctrl, Del, Tab, Shift, CaÉ¡¢c B−NC E−õM L−l¢Rz Hh¡−l f¤−l¡ L£−h¡XÑV¡ 
Bjl¡ i¡m L−l −c−M −ehz −c−M l¡−M¡, Lj¢fEV¡l Q¡m¤ Ll¡l pj−uC L£−h¡−XÑl 
X¡e¢c−Ll Jf−l B−m¡ SÆm−hz  

    

    
L£−h¡−XÑl R¢h−a −c−M¡, HLV¥-BdV¥ AeÉlLj −cM−a, h¡ L−uLV¡ h¡s¢a L£C 

−cJu¡ R¡s¡ L£−h¡−XÑl L£C…−m¡l j§m p¡S¡−e¡V¡ HLCz h¡y¢c−L j§m Awn, −kM¡−e 
Cw−l¢S Arl…−m¡ QWERTY R¡y−Q J Jf−l 1,2,3,4,5…pwMÉ¡…−m¡ B−R HL 
HLV¡ L£C−az X¡e f¡−n Bh¡l pwMÉ¡…−m¡ −cJu¡ L£C…−m¡ B−R, pwMÉ¡ V¡Cf 
Ll¡l p¤¤¢hd¡l SeÉz HC AwnV¡−L h−m Number Pad    (e¡ð¡l fÉ¡X)z    

Arl J ¢h−no Arl¢Qq² −mM¡ L£C…−m¡ J Jf−ll m¡C−e pwMÉ¡ −mM¡ 
L£C…−m¡ hÉhq¡l qu Arl, ¢h−no ¢Qq² J pwMÉ¡ V¡Cf L−l −mM¡l SeÉz 
H…−m¡l fË−aÉLV¡ ¢c−u Bh¡l c¤−V¡ L−l −mM¡ V¡Cf quz HLV¡ qu p¡d¡lZi¡−h, 
B−lLV¡ qu Shift (¢ngV L£C) −Q−f −l−M V¡Cf Ll−m—−kje, Cw−l¢S −R¡V 
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q¡−al Arl h¡ Small Letter    (Øjm −mV¡l) V¡Cf q−h p¡d¡lZi¡−hC, Bl 
¢ngV −Q−f −l−M V¡Cf Ll−m f¡h hs q¡−al Arl h¡ Capital Letter    
(LÉ¡¢fV¡m −mV¡l)z Jf−ll pwMÉ¡ −mM¡ L£C…−m¡ ¢ngV −Q−f −l−M V¡Cf Ll−m 
f¡h ¢h−no Arl J ¢Qq²z  

HLe¡N¡−s hs q¡−al h¡ LÉ¡¢fV¡m Arl V¡Cf Ll¡l p¤¤¢hd¡l SeÉ h¡y f¡−n 
¢ngV L£C−ul ¢WL Jf−l B−R Caps Lock    (LÉ¡fpÚ mLÚLÉ¡fpÚ mLÚLÉ¡fpÚ mLÚLÉ¡fpÚ mLÚ) h¡Vez JV¡ HLh¡l 
¢Vf−mC ¢ngV h¡VeV¡ Q¡f¡C −b−L k¡u Bl ph Arl hs q¡−al V¡Cf quz HC 
mLÚ Ll¡ q−m L£−h¡−XÑl X¡e¢c−Ll Jf−l LÉ¡fpÚ mLÚ B−m¡V¡ SÆ−m b¡−Lz mLÚ 
R¡s¡−a LÉ¡fpÚ mL h¡VeV¡ Bh¡l HLh¡l ¢Vf−a quz HC dl−el h¡Ve, k¡ 
HLh¡l ¢Vf−m On    (Ae) Bl f−ll h¡l ¢Vf−m Off    (Ag) qu a¡−L Toggle 

Switch    (VNmÚ p¤¤CQ) h−mz j−e −l−M¡, LÉ¡fpÚ mL ¢L¿¹¥ Jf−ll pwMÉ¡ −mM¡ 
L£C…−m¡−a qu e¡z  

HC j§m Aw−nl HLcj Jf−ll m¡C−e h¡y¢c−L −c−M¡ B−R Hp−Lf h¡ Hp−Lf h¡ Hp−Lf h¡ Hp−Lf h¡ Esc 

(CHp¢p L£C) J a¡l f¡−n fl fl B−R F1, F2, ….F12 −mM¡ L£C…−m¡z F-

−mM¡ L£C…−m¡−L h−m Function Key    (g¡wne L£C) k¡ ¢h¢iæ −fË¡NË¡−j ¢h¢iæ 
L¡S Ll¡l SeÉ l¡M¡ b¡−Lz H…−m¡ HMeC Bjl¡ ¢h−no hÉhq¡l Llh e¡z Esc 
L£CV¡ hÉhq¡l Ll−a qu −L¡eJ HLV¡ AhÙÛ¡ −b−L −hl qJu¡l SeÉz L−l −c−M¡ 
— −XúV−fl −L¡b¡J l¡CV ¢LÓL Ll−m HLV¡ ¢mpV Bp−h ¢û−e, Bl Esc 
¢Vf−m JC ¢ûeV¡ Q−m k¡−hz   

j§m Aw−nl h¡y d¡−l −c−M¡ flfl B−R Tab, Caps, Shift, J Ctrlz am¡l 
m¡C−e Ctrl -Hl f¡−nC Windows Menu Key    (ECe−X¡p −je¤ L£C) B−Rz 
HV¡ ¢Vf−m ØV¡VÑ −je¤ Bp−h, Bl −pV¡ hå Ll−a Esc ¢Vf−a q−hz a¡l f¡−n 
Alt Key (AÒV L£C) J a¡lfl mð¡ HLV¡ L£C, k¡−L hm¡ qu Space Bar    
(−Øfp h¡l)z HV¡ m¡−N −L¡eJ ¢LR¥ V¡Cf L−l −mM¡l pju c¤−V¡ −mM¡l j¡−T 
g¡L h¡ −Øfp l¡M−az a¡l f¡−n Bh¡l B−R  Alt, ECe−X¡p BCLeECe−X¡p BCLeECe−X¡p BCLeECe−X¡p BCLe, Ctrl 

L£C, J −pCp−‰ List Key (¢mØV L£C) , k¡ B−NJ E−õM Ll¡ q−u−Rz HC 
…−m¡l f−lC B−R Bh¡l HLV¡ ¢ngV L£Cz AbÑ¡v, −k L−uL¢V L£C M¤hC −h¢n 
hÉhq¡l qu −p…−m¡−L c¤−V¡ L−l c¤Cf¡−n −cJu¡ b¡−L L¡−Sl p¤¤¢hd¡l SeÉz 

j§m Aw−nl X¡e d¡−l ¢ngV L£C−ul Jf−l B−R Enter Key    (H¾V¡l L£C)z 
HV¡J B−l¡ HLV¡ −cJu¡ B−R −c−M¡ e¡ð¡l fÉ¡−Xl HLcj X¡e¢c−Ll ¢e−Qz HC 
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L£C−ul L¡S qm −L¡eJ ¢e−cÑn−L Lj¢fEV¡−l −Y¡L¡−e¡ h¡ p¢œ²u Ll¡z L−l 
−c−M¡, −L¡eJ HL¢V g¡Cm h¡ −g¡ô¡l−L ¢p−mƒ L−l Enter ¢Vf−mC −pV¡ M¤−m 
k¡uz H¾V¡l L£C−ul X¡e f¡−nC ¢e−Ql ¢c−L l¡M¡ B−R Jf−l, ¢e−Q, X¡E−e J 
h¡y−u ¢al ¢Qq² −cJu¡ Cursor Key    (L¡lp¡l L£C) …−m¡z A−iÉp L−l¡ −XúVf 
¢û−e h¡ −L¡eJ HLV¡ −g¡ô¡−ll ECe−X¡ M¤−m Tab Bl L¡lp¡l L£C ¢V−f ¢V−f 
−c−M¡ fl fl L£i¡−h −L¡b¡u q¡Cm¡CV q−µRz 

H¾V¡l L£C−ul Jf−lC    ¢Qq² −cJu¡ HLV¡ L£C B−R, k¡−L h−m 
Backspace    (hÉ¡L−Øfp) L£Cz HV¡l hÉhq¡l qu V¡Cf L−l −mM¡l pjuz −L¡eJ 
¢LR¥ −mM¡ h¡ −Øfp −cJu¡ b¡L−m, hÉ¡L−Øfp ¢V−f −mM¡l L¡lp¡lV¡l h¡y¢c−L 
HLV¡ HLV¡ L−l −mM¡ Arl h¡ −Øfp L¡V¡ k¡−hz Bjl¡ −cMh Delete    Key    
(¢X¢mV L£C) HLC dl−el L¡S L−l, ¢L¿¹¥ L¡−V X¡e¢c−Ll…−m¡z Ctrl −Q−f −l−M 
hÉ¡L−Øfp h¡ ¢X¢mV ¢Vf−m HL HLV¡ Ar−ll hc−m f¤−l¡ në L¡V¡ k¡u fl 
fl, h¡y¢c−L h¡ X¡e¢c−Lz  

L£−h¡−XÑl h¡y ¢c−Ll j§m V¡Cf Ll¡l Awn J X¡e¢c−Ll e¡ð¡l fÉ¡−Xl j¡−T 
L¡lp¡l L£C…−m¡l Jf−l BlJ RV¡ L£C B−Rz H…−m¡ qm, Insert    (Cep¡VÑ), 
Delete    (¢X¢mV¢X¢mV¢X¢mV¢X¢mV), Home    (−q¡j), End    (Hä), Page Up    (−fS Bf) J Page 

Down    (−fS X¡Ee)z a¡lJ Jf−l B−R Prt Scr Sys Rq, , , , Scroll Lock, , , , 
Insert, , , , Pause Break, −k…−m¡l −Lhmj¡œ L−uL¢V ¢h−no L¡−S hÉhq¡l qu z  

Cep¡VÑ L£C−ul hÉhq¡l −L¡eJ −L¡eJ −mM¡l −fË¡NË¡−j l¡M¡ b¡−L c¤−V¡ Ar−ll 
j−dÉ BlJ ¢LR¥ Arl V¡Cf Ll¡l SeÉz HV¡ VNmÚ L£C ¢qp¡−h L¡S L−lz 
¢X¢mV L£C−ul hÉhq¡l B−N hm¡ q−u−Rz −q¡j, Hä, −fS Bf, J −fS X¡Ee 
L£C−ul hÉhq¡l mr L−l e¡J −L¡eJ HLV¡ −g¡ô¡l ECe−X¡ M¤−m H…−m¡−L ¢V−f 
¢V−fz  

Hh¡−l L£−h¡−XÑl X¡ef¡−nl e¡ð¡l fÉ¡XV¡z Jf−ll fËbj L£CV¡ qm Num 

Lock    (e¡j mL)z HV¡ VNmÚ L£C, k¡ ¢c−u e¡ð¡l fÉ¡X Ae J Ag quz 
Lj¢fEV¡l Q¡m¤ qu e¡ð¡l mL Ae AhÙÛ¡uz a¡C Jf−l e¡ð¡l mL Ae −h¡T¡−a 
HLV¡ B−m¡ SÆ−m b¡−Lz e¡ð¡l mL ¢Vf−m HV¡ Ag q−u k¡uz aMe L£C…−m¡ 
¢c−u e¡ð¡l V¡Cf qu e¡z J…−m¡ aMe L¡S Ll−h L¡lp¡l L£C ¢qp¡−h, Bl 
Cep¡VÑ, ¢X¢mV CaÉ¡¢c Ll−az HR¡s¡ e¡ð¡l fÉ¡−X l¡M¡ B−R i¡N, …Z, ¢h−u¡N, 
−k¡N ¢Qq²…−m¡, J Bl HLV¡ H¾V¡l L£Cz    
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Ae¤n£me: f¡W 2-−u −nM¡ n−ël a¡¢mL¡ 
fl fl −ki¡−h −nM¡ q−u−R, në…−m¡ −pCi¡−h −cJu¡ q−u−Rz në…−m¡ fl fl 
f−s j−e L−l¡, f¡−W L£ hm¡ q−u−Rz j−e ¢WL e¡ H−m Bh¡l f¡−Wl JC 
S¡uN¡V¡ −c−M e¡Jz   
Address Bar (AÉ¡−XÊp h¡l) Menu Bar (−je¤ h¡l) 

Hard Disk Partition (q¡XÑ ¢XpL f¡¢VÑne) Load (−m¡X) 

Audio CD (A¢XJ ¢p¢X) File (g¡Cm) 

Filename (g¡Cm−ej) Folder (−g¡ô¡l) 

Folder name (−g¡ô¡l −ej) Subfolder (p¡h−g¡ô¡l) 

Folder tree (−g¡ô¡l ¢VÊ ) Path (f¡b) 

Pathname (f¡b−ej) Backslash (hÉ¡LpÔÉ¡n) 
New Folder (ea¥e −g¡ô¡l) Rename (¢l−ej) 

Delete (¢X¢mV) Recycle Bin (¢lp¡CLmÚ ¢he) 

Empty (HÇf¢V) File Format (g¡Cm glj¡V) 
Filename Extension (g¡Cm−ej 
H„−VeÚne) 

File icon (g¡Cm BCLe) 

Copy (L¢f) Cut (L¡V) 
Paste (−fØV) Move (j¤i) 

Backup (hÉ¡L-Bf) Shortcut Icon (nVÑL¡V BCLe) 

Send to (−pä V¥) Desktop (Create shortcut) (−XúVf 
(¢œ²−uV nVÑL¡V)) 

Memory (−jj¢l) More options (−j¡l AfÚnep) 

Show/Hide preview pane (−n¡/q¡CX 
¢fË¢iE −fe) 

Search program or files (p¡QÑ) 

Read only (l£X JeÚ¢m) Hidden (¢q−Xe)  

Property (fËf¡¢VÑ) Attribute (AÉ¡¢VÊ¢hEV) 
Archive (BLÑ¡Ci) Check Box (−QL h„) 

QWERTY Number Pad (e¡ð¡l fÉ¡X) 

Shift (¢ngV L£C) Small Letter (Øjm −mV¡l) 

Capital Letter (LÉ¡¢fV¡m −mV¡l) Caps Lock (LÉ¡fpÚ mLÚ) 
On (Ae) Off (Ag) 

Toggle Switch (VNmÚ p¤¤CQ)  Esc (CHp¢p L£C)  
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Function Key (g¡wne L£C) Windows Menu Key (ECe−X¡p −je¤ 
L£C) 

Alt Key (AÒV L£C) Space Bar (−Øfp h¡l) 

List Key (¢mØV L£C)  Enter Key (H¾V¡l L£C) 
Cursor Key (L¡lp¡l L£C) Backspace (hÉ¡L−Øfp) 

Delete Key (¢X¢mV L£C) Insert (Cep¡VÑ) 
Delete (¢X¢mV) Home (−q¡j) 

End (Hä) Page Up (−fS Bf) 

Page Down (−fS X¡Ee) Prt Scr Sys Rq  
Scroll Lock Pause Break 
Num Lock (e¡j mL)  
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f¡W  3.  −fË¡NË¡−jl p¡q¡−kÉ ea¥e g¡Cm °a¢l 
J −pi Ll¡ −nM¡— −fC¾V −fË¡NË¡j¢Vl hÉhq¡l 

 
3.1 −fË¡NË¡jV¡ Q¡m¤ Ll¡ J −fË¡NË¡j ECe−X¡ 

3.2 −fË¡NË¡−jl −je¤ ¢mØV 

3.3 −fË¡NË¡−jl −je¤ VÉ¡h, ¢lhe NË¥f J −fC¾V −fË¡NË¡j¢V hÉhq¡l 

Ae¤n£me: f¡W 3-−u −nM¡ n−ël a¡¢mL¡ 
   



Lj¢fEV¡l Q¡m¡−e¡ −nM¡

    f¡W 3  −fË¡NË¡−jl p¡q¡−kÉ ea¥e g¡Cm °a¢l J −pi 
    −nM¡—−fC¾V −fË¡NË¡j¢Vl hÉhq¡l  
Bjl¡ B−NC h−m¢R −k Lj¢fEV¡−l −L¡eJ −mM¡, N¡e, R¢h, j¤¢i (¢p−ej¡), h¡ 
¢e−cÑn…−m¡, phC b¡L−h abÉ ¢qp¡−h HL HLV¡ Bm¡c¡ Bm¡c¡ g¡C
e¡j ¢c−u z a¡C Lj¢fEV¡−l −k −L¡eJ abÉ−L −l−M ¢c−a q−m a¡−L HLV¡ 
g¡Cm ¢qp¡−h e¡j ¢c−u −pi Ll−a quz HC abÉ…−m¡ hÉhq¡l Ll¡ q
−fË¡NË¡jV¡ ¢c−u −pC −fË¡NË¡j ¢c−uC abÉ…−m¡−L g¡Cm ¢qp¡−h −pi Ll−a qu
Lj¢fEV¡−ll g¡Cm…−m¡ a¡C °a¢l qu HL HLV¡ ¢e¢cÑø −fË¡NË¡j ¢c−uz 
(−fC¾V) HLV¡ −fË¡NË¡j k¡ ¢c−u R¢h ByL¡ k¡u J JC R¢h−L HLV¡ g¡Cm ¢qp¡−h 
e¡j ¢c−u −pi L−l l¡M¡ k¡u z Bjl¡ Hh¡l ¢nMh L£ L−l  −fË¡NË¡jV¡ Q¡¢m−u 
Bjl¡ R¢h ByL−a f¡¢l J R¢hV¡−L HLV¡ g¡Cm ¢qp¡−h e¡j ¢c−u −pi Ll−a 
f¡¢l z 

3.1 −fË¡NË¡jV¡ Q¡m¤ Ll¡ J −fË¡NË¡j ECe−X¡ 
fËb−j −fË¡NË¡jV¡ Q¡m¤ Ll−a q−h z Lj¢fEV¡−ll −L¡b¡u −fË¡NË¡jV¡ l¡M¡ 
B−R M¤y−S −cM−a q−hz −fË¡NË¡jV¡l BCLe f¡−nl R¢h−a −cJu¡
HV¡ −XúV−f l¡M¡ BCLe…−m¡l j−dÉ 
B−R ¢Le¡ −c−M¡ z e¡ b¡L−m ØV¡VÑ 
−je¤−a ¢LÓL L−l −k ¢mØVV¡ f¡−h a¡l 
j−dÉ B−R ¢Le¡ −c−M¡z HM¡−eJ e¡ 
b¡L−m AeÉ Bl HL S¡uN¡u b¡L−a 
f¡−lz −pV¡ My¥−S −cM−a fËb−j ØV¡VÑ 
−je¤−a ¢LÓL L−l¡z −k ¢mØVV¡ Bp−h a¡l 
HLcj −n−o −c−M¡ All Programs    (Am 
−fË¡NË¡jp) B−Rz −pV¡−a ¢LÓL L−l¡ h¡ 
L¡lp¡l−L a¡l Jf−l M¡¢eLrZ l¡−M¡z 
Hh¡l Bl HLV¡ ¢mØV Bp−hz  

HC ¢mØVV¡ −cM¡u Lj¢fEV¡lV¡−a 
−kph −fË¡NË¡j ØV¡VÑ −je¤−aJ −cM¡−e¡ B−R 
−pC…−m¡z j−e −l−M¡ Lj¢fEV¡lV¡−a 
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−fË¡NË¡−jl p¡q¡−kÉ ea¥e g¡Cm °a¢l J −pi Ll¡  

−mM¡, N¡e, R¢h, j¤¢i (¢p−ej¡), h¡ 
HL HLV¡ Bm¡c¡ Bm¡c¡ g¡C−m ¢e¢cÑø 

a¡C Lj¢fEV¡−l −k −L¡eJ abÉ−L −l−M ¢c−a q−m a¡−L HLV¡ 
HC abÉ…−m¡ hÉhq¡l Ll¡ q−h −k 

−fË¡NË¡jV¡ ¢c−u −pC −fË¡NË¡j ¢c−uC abÉ…−m¡−L g¡Cm ¢qp¡−h −pi Ll−a qu z 
HL HLV¡ ¢e¢cÑø −fË¡NË¡j ¢c−uz Paint    

HLV¡ −fË¡NË¡j k¡ ¢c−u R¢h ByL¡ k¡u J JC R¢h−L HLV¡ g¡Cm ¢qp¡−h 
z Bjl¡ Hh¡l ¢nMh L£ L−l  −fË¡NË¡jV¡ Q¡¢m−u 

Bjl¡ R¢h ByL−a f¡¢l J R¢hV¡−L HLV¡ g¡Cm ¢qp¡−h e¡j ¢c−u −pi Ll−a 

NË¡jV¡ l¡M¡ 
f¡−nl R¢h−a −cJu¡ qmz 
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Hje BlJ −fË¡NË¡j b¡L−a f¡−l −k…−m¡ ØV¡VÑ −je¤−a h¡ a¡l Am −fË¡NË¡jp 
¢m−ØV −cM¡−e¡ −eCz −p…−m¡ B−lLi¡−h My¥S−a qu, k¡ Bjl¡ f−l S¡ehz HC 
All Programs ¢mØVV¡−a L£ L£ B−R HLh¡l −c−M e¡Jz L−uLV¡ −fË¡NË¡−jl 
BCLe B−R Bl L−uLV¡ −g¡ô¡l BCLe B−Rz Hl j−dÉ −c−M¡ 
Accessories    (AÉ¡LÚ−pp¢lpÚ) h−m HLV¡ −g¡ô¡l −cM¡−e¡ B−Rz  

           
HV¡ q−m¡ j¡Cœ²pgV ECe−X¡p Af¡−l¢Vw ¢p−ØVjV¡l j§m −fË¡NË¡j…−m¡ R¡s¡J 
BlJ −kph −R¡VM¡−V¡ Be¤o¢‰L −fË¡NË¡j −cJu¡ B−R, a¡l −g¡ô¡lz HV¡−a 
HLh¡l ¢LÓL Ll−mC −g¡ô¡l VÊ£ M¤m−h J a¡lfl Bh¡l ¢LÓL Ll−m −g¡ô¡l VÊ£ 
hå q−u k¡−hz HLh¡l ¢LÓL L−l AÉ¡LÚ−pp¢lpÚ (Accessories) −g¡ô¡l VÊ£ M¤−m 
−c−M¡ HLV¡ ¢mØV f¡−hz Hl j−dÉ Paint −fË¡NË¡jV¡l BCLeV¡ f¡−hz HV¡−a 
HLh¡l ¢LÓL Ll−mC −fË¡NË¡jV¡ Q¡m¤ q−u k¡−hz −k −fË¡NË¡j ECe−X¡V¡ M¤m−h B−N 
−pV¡l ¢h¢iæ Awn i¡m L−l −c−M e¡Jz 

Bjl¡ B−NC −cM¢R −fË¡NË¡−jl ECe−X¡−a ¢j¢ej¡CS, jÉ¡L¢pj¡CS/ −lp−V¡l 
Bl −LÓ¡p h¡Ve…−m¡ b¡−L Jfl ¢c−L X¡e −L¡e¡u z Bl X¡e d¡l J ¢e−Ql d¡l 
hl¡hl b¡−L i¡l¢VL¡m −û¡m J q¢l−S¡¾V¡m −û¡m h¡lz a¡C −p…¢m Bl 
Jf−ll R¢h−a −cM¡−e¡ qu¢ez  

ECe−X¡V¡l Jf−ll −é−jl AwnV¡−L h−m Title Bar    (V¡C−Vm h¡l)z HM¡−e 
−c−M¡ h¡y ¢c−Ll −L¡e¡u fl fl ¢ae−V h¡Ve h¡ BCLe B−Rz HL HLV¡l Jfl 
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L¡lp¡l−L ¢LR¥rZ −l−M −c−M¡ HL HLV¡ e¡j g¥−V EW−h, Save    (−pi), Undo    
(BeX¥), Redo    (¢lX¥¢lX¥¢lX¥¢lX¥)z H…−m¡ ¢c−u L£ qu a¡ f−l B−m¡Qe¡ Ll¡ q−hz  

 

 
HC AwnV¡l e¡j qm Quick Access Toolbar    (L¥CL AÉ¡LÚ−pp V¥m h¡l)z 

Hl j¡−e −fË¡NË¡jV¡ Q¡m¡h¡l pju −kph L¡S Bj¡−cl h¡−l h¡−l Ll−a qu (−pi, 
BeX¥, ¢lX¥), −p…−m¡−L QV L−l f¡Ju¡l SeÉ HM¡−e l¡M¡ quz Hl f¡−n HLV¡ 
¢m−ØVl ¢Qq² B−Rz JV¡−a ¢LÓL Ll−m −cM−h HM¡−e L£ L£ l¡M¡ B−R J BlJ 
L£ L£ l¡M¡ k¡uz Jf−ll HC AwnV¡−a L¥CL AÉ¡L−pp V¥mh¡−ll f¡−n −mM¡ 
b¡−L −fC¾V −fË¡NË¡jV¡−a HMe −k g¡Cm −M¡m¡ B−R a¡l e¡j h¡ Filename    
(g¡Cm−ej)z    

Jf−ll HC AwnV¡l ¢e−QC mð¡ ¢g−a j−a¡ AwnV¡−L h−m Menu Bar    
(−je¤ h¡l)z Hl HLcj h¡y¢c−Ll −L¡e¡−a B−R Menu List    (−je¤ ¢mØV) k¡ 
¢mØV ¢Qq² ¢c−u −cM¡−e¡ B−Rz a¡l f¡−n fl fl B−R Home Tab    (−q¡j 
VÉ¡h) Bl View Tab    (¢iE    VÉ¡h) z −je¤ h¡−ll ¢e−Q QJs¡ ¢g−a j−a¡ mð¡ 
AwnV¡−L h−m −je¤ ¢lhe h¡ öd¤ Ribbon    (¢lhe) z HC ¢lhe AwnV¡−L hå 
L−lJ l¡M¡ k¡uz −je¤h¡−l ¢N−u l¡CV ¢LÓL Ll−m f¡Ju¡ k¡−h Minimise 

Ribbon (¢j¢ej¡Cp ¢lhe) z HV¡−a ¢LÓL L−l ¢VL ¢Qq² ¢c−u ¢c−m ¢lheV¡ hå 
q−u k¡−hz −glv −f−a −N−m Bh¡l JV¡ ¢LÓL L−l ¢VL ¢Qq²V¡ a¥−m ¢c−a q−hz 

−je¤ ¢lh−el ¢e−Q J ECe−X¡l h¡y d¡−l B−R Ruler    (l¦m¡l), k¡ ¢c−u Bjl¡ 
R¢hV¡−a j¡−fl B¾c¡S Ll−a f¡¢lz Bl ¢e−Q h¡y ¢c−Ll −L¡e¡u f¢lj¡f ¢c−u 
−cM¡u L¡lp¡lV¡ ¢WL −L¡b¡u B−R, h¡ Cursor Position    (L¡lp¡l f¢Sne)z 

L¥CL AÉ¡L−pp V¥m h¡l g¡Cm−ej −je¤ h¡l 

−je¤ ¢lhe 
−je¤ ¢mØV 

l¦m¡l 

L¡lp¡l f¢Sne  ¢iE p¡CS Ju¡LÑ H¢lu¡  

V¡C−Vm h¡l 
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R¢h ByL¡l S¡uN¡V¡ h¡ Work Area    (Ju¡LÑ H¢lu¡), k¡ Bjl¡ XÊÉ¡N L−l −R¡V 
hs Ll−a f¡¢l, LaV¡ hs a¡l f¢lj¡fV¡J ¢e−Q −cM¡−e¡ B−Rz ¢e−Ql X¡e 
¢c−Ll −L¡e¡u Bj¡−cl −cM¡V¡−L h¡ View Size    (¢iE p¡CS−L) −R¡V hs Ll¡l 
Ef¡u −cJu¡ B−Rz 

3.2    −fË¡NË¡−jl −je¤ ¢mØV 
Hh¡−l −je¤ ¢mØVV¡−a ¢LÓL L−l −c−M e¡J 
L£ L£ −je¤ B−p, −kM¡e −b−L a¥¢j 
clL¡l j−a¡ HL HL¢V L¡S Ll−a 
f¡l−hz HC ¢mØVV¡−a −c−M e¡J L£ L£ 
B−Rz ¢h−no L−l mr L−l¡ New    (¢eE), 
Open    (J−fe), Save    (−pi), Save As    
(−pi AÉ¡pÚ), Print    (¢fË¾V), Exit    
(H¢„V), CaÉ¡¢cz  

HC…−m¡ ¢c−u L£ qu −pV¡ h¤Thz 
fËb−jC pqS c¤−V¡ h−m −eJu¡ k¡Lz Exit    
j¡−e qm −fË¡NË¡jV¡ −b−L −h¢l−u k¡Ju¡ h¡ 
−fË¡NË¡jV¡−L Close    (−LÓ¡p) Ll¡z Print 
j¡−e −k R¢hV¡ h¡ g¡CmV¡ HMe −M¡m¡ 
B−R −pV¡−L ¢fË¾V¡−ll p¡q¡−kÉ L¡N−S R¡f¡z AeÉ ¢h−no dl−el g¡Cm ¢qp¡−hJ 
¢fË¾V L−l Lj¢fEV¡−l l¡M¡ k¡u, k¡ Bjl¡ f−l S¡ehz 

New    (¢eE¢eE¢eE¢eE) −je¤−je¤−je¤−je¤    
−fC¾V −fË¡NË¡jV¡ Q¡m¤C qu HL¢V ea¥e R¢h ByL¡l p¡c¡ S¡uN¡ ¢c−u, k¡−L 
Untitled    (BeÚV¡C−Vô) h−m l¡M¡ b¡−L, L¡lZ HMeJ a¡l −L¡eJ g¡Cm e¡j 
a¥¥¢j c¡J¢ez Jf−l g¡Cm −e−jl S¡uN¡u HV¡ −cM−a f¡−hz HM¡−e k¡ −q¡L ¢LR¥ 
ByL¡l fl k¢c a¥¢j Bh¡l ea¥e L−l ByL−a Q¡J, a¡q−m −je¤ ¢m−ØVl New 
−je¤−a ¢LÓL L−l¡z [j−e −l−M¡, −fC¾V −fË¡NË¡−j HL HLh¡−l HLV¡ L−lC R¢h h¡ 
g¡Cm −M¡m¡ b¡L−a f¡−lz a¡C ¢eE Ll−m B−NlV¡ hå q−u k¡−hz −pV¡ −pi 
Ll¡ e¡ b¡L−m a¡ Bl f−l f¡−h e¡z] 
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fËb−jC HLV¡ h¡aÑ¡ h¡ −j−pS h„ h¡ hm¡ 
−k−a f¡−l Dialogue Box    (X¡umN h„) 

Bp−h, −kM¡−e fËnÀ b¡L−h—a¥¢j 
BeÚV¡C−Vô R¢hV¡−L −pi Ll−a Q¡J ¢Le¡, 
Do you want to save? (X¥ CE Ju¡¾V V¤ −pi?) z fËb−j L−l −c−M¡, 
Cancel    (LÉ¡eÚ−pm) ¢LÓL Ll−m, h¡ h−„l Jf−ll X¡e −L¡e¡u Close h¡VeV¡u 
¢LÓL Ll−m, Abh¡ L£−h¡−XÑl Hp−Lf Esc L£CV¡ ¢Vf−m HC −j−pS h„V¡ Q−m 
k¡u, J a¥¢j B−Nl ByL¡ S¡uN¡−aC −b−L k¡Jz Bl −pi Ll−a Q¡C e¡, 
Don’t save    (−X¡¾V −pi), ¢LÓL Ll−m HMeL¡l R¢hV¡ E−s k¡u J ea¥e HLV¡ 
R¢h ByL¡l S¡uN¡ B−p, Bh¡l   BeÚV¡C−VôBeÚV¡C−VôBeÚV¡C−VôBeÚV¡C−Vô e¡j ¢c−uC z  

−pi −pi −pi −pi (Save) BlBlBlBl −pi AÉ¡p −pi AÉ¡p −pi AÉ¡p −pi AÉ¡p (Save As) −je¤−je¤−je¤−je¤        
Hh¡l −c−M¡, X¡umN    h−„l −pi (Save) h¡VeV¡u ¢LÓL Ll−m B−lLV¡ hs 
X¡umN    h„ B−pz h¡y¢c−Ll Jf−ll −L¡e¡u −cM HC h„V¡l e¡j −cJu¡ B−R 
−pi AÉ¡p (Save As)z HM¡−e −a¡j¡−L HLV¡ g¡Cm−ej ¢c−a q−h J −L¡b¡u 
g¡CmV¡ −pi L−l l¡M−a Q¡J −pV¡J h−m ¢c−a f¡l−hz p¡d¡lZi¡−h −fC¾V 
−fË¡NË¡jV¡ g¡Cm−L −pi L−l l¡−M m¡C−hË¢ll −ia−l ¢fLQ¡l −g¡ô¡−l (Picture 

Folder–My Pictures)z HV¡−L h−m HC −fË¡NË¡jV¡−a g¡Cm −pi L−l l¡M¡l 
Default File Location    (¢XgÒV g¡Cm −m¡−Lne), j¡−e a¥¢j AeÉ −L¡eJ 
−m¡−Lne h¡ −g¡ô¡l ¢p−mƒ 
L−l e¡ ¢c−m g¡CmV¡ −pi 
q−h HM¡−eCz HC X¡umN    
h„V¡l Jf−l AÉ¡−XÊp h¡−l 
−c−M¡ m¡C−hË¢l–¢fLQ¡l HC 
f¡bV¡C −mM¡ B−Rz a¥¢j 
Q¡C−m AeÉ S¡uN¡−aJ −pi 
L−l l¡M−a f¡−l¡z a¡l SeÉ 
B−N h¡y¢c−Ll −g¡ô¡l VÊ£ 
−b−L −pC XÊ¡Ci J ¢e¢cÑø 
−g¡ô¡lV¡ ¢p−mƒ L−l¡ HLh¡l −mgV ¢LÓL L−lz Jf−ll AÉ¡−XÊp h¡−l −c−M¡, 
f¡bV¡ f¡−ÒV ¢N−u ea¥e −m¡−Lne −cM¡−hz Hh¡l L¡S qm HLV¡ g¡Cm−ej V¡Cf 
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L−l −mM¡, Untitled −mM¡ g¡Cm −e−jl (File name) S¡uN¡uz Hlf−l −pi 
h¡VeV¡u ¢LÓL Ll−mC HC e¡−j g¡CmV¡ −pi q−u k¡−h ¢e¢cÑø −g¡ô¡lV¡−a z 
  mr L−l −c−M¡ −k HC X¡umN    h„V¡−a g¡Cm−e−jl ¢e−QC B−R −pi AÉ¡p 
V¡Cf (Save as type)z f¡−n −mM¡ B−R PNG (*.png)z HV¡ −h¡T¡u g¡CmV¡l 
dle, k¡ g¡Cm−ej H„−Ven−e −mM¡ b¡−Lz PNG dleV¡ qm −fC¾V −fË¡NË¡−j 
ByL¡ R¢hl Default File Type    ((((¢XgÒV g¡Cm V¡Cf¢XgÒV g¡Cm V¡Cf¢XgÒV g¡Cm V¡Cf¢XgÒV g¡Cm V¡Cf)))), k¡ Bf¢e −cJu¡ b¡−Lz 
a¥¢j AeÉ −L¡eJ dle e¡ Q¡C−m HC ¢XgÒV dleV¡−aC g¡Cm −pi q−hz AeÉ 
dle…−m¡ −cM¡ k¡−h HC m¡C−eC X¡e f¡−nl ¢mØV h¡VeV¡−a ¢LÓL Ll−m (−kje, 
.png, .bmp, .jpeg, .jpg, .tiff, .gif CaÉ¡¢c)z Hl −k −L¡eJ HL¢V dle ¢LÓL 
L−l ¢p−mƒ L−l ¢e−m g¡CmV¡ JC dl−el g¡Cm ¢qp¡−h −pi q−hz p¤¤al¡w −pi 
Bl −pi AÉ¡−pl f¡bÑLÉ qm, −pi AÉ¡p ¢c−u Bjl¡ g¡CmV¡ −L¡eÚ dl−e −pi 
Ll¡ q−h a¡ h−m ¢c−a f¡¢lz a¡R¡s¡, −pi AÉ¡p ¢c−u Bjl¡ HLC g¡Cm−L 
AeÉ B−lLV¡ e¡j ¢c−uJ −pi Ll−a f¡lhz  

j−e L−l¡, a¥¢j HLV¡ g¥−ml R¢h Hy−LR J lP ¢c−uR m¡mz Bl JC R¢hV¡−L 
HLV¡ g¡Cm ¢qp¡−h −pi L−l −l−MR Flower-1 e¡j ¢c−uz Hh¡l a¥¢j Q¡CR −k 
JC g¥mV¡−LC e£m lP L−l B−lLV¡ g¡C−m −pi L−l l¡M−a, k¡−a B−Nl 
Flower-1 g¡CmV¡ −kje B−R −ajeC −b−L k¡uz HV¡ Ll−a −pi AÉ¡p 
Ll−a q−hz −je¤ ¢mØVV¡ −M¡−m¡ Bl HV¡−LC −pi AÉ¡p L−l¡ (öd¤ −pi eu)z 
−pi AÉ¡p Ll−mC −k X¡umN    h„V¡ Bp−h, a¡−a Hh¡l AeÉ HLV¡ g¡Cme¡j 
c¡Jz j−e L−l¡ e¡j ¢c−m Flower-2 J −pi Ll−mz Hl g−m Flower-1 
g¡CmV¡ hå q−u k¡−h J −cM−h −k Flower-2 e¡−j B−lLV¡ g¡C−m JC 
R¢hV¡C −M¡m¡ B−Rz Hh¡l HV¡l lP f¡−ÒV e£m L−l −pi L−l¡z Hl g−m c¤−V¡ 
g¡CmC,  Flower-1 J Flower-2, Lj¢fEV¡−l −b−L k¡−hz Hl p¤¤¢hd¡ qm 
g¥−ml R¢hV¡ HLh¡l Hy−L HLV¡ g¡C−m −pi L−l −l−M a¥¢j öd¤ lP f¡−ÒV f¡−ÒV 
Bl HV¡ −pV¡ L−l Bm¡c¡ Bm¡c¡ R¢h °a¢l Ll−a f¡l−h J g¡Cm ¢qp¡−h 
−l−M ¢c−a f¡l−h −pi AÉ¡p L−lz j§m g¥−ml R¢hV¡ h¡l h¡l ByL−a q−h e¡z 

Open    (J−feJ−feJ−feJ−fe) −je¤−je¤−je¤−je¤    
Hh¡l −je¤ ¢m−ØVl J−fe (Open) hÉ¡f¡lV¡ h¤−T ¢eCz −k −fË¡NË¡jV¡ Q¡m¡¢µR a¡l 
−je¤ ¢m−ØVl J−fe (Open) ¢c−u Bjl¡ Lj¢fEV¡−ll q¡XÑ-¢XpÚL h¡ ¢lj¤−ihm 
¢XpÚ−L l¡M¡ −L¡eJ g¡Cm−L M¤m−a f¡¢lz ¢L¿¹¥ −k−L¡eJ g¡Cm eu, −k −fË¡NË¡jV¡ 
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Q¡m¡¢µR a¡ ¢c−u −M¡m¡ k¡u Hje g¡CmC q−a q−hz a¡ eua HLV¡ Error 

Message    (Hl¡l −j−pS) Bp−hz AbÑ¡v, HM¡−e −fC¾V −fË¡NË¡j −kph dl−el 
R¢hl g¡Cm ¢Qe−a f¡−l, (−kje, .png, .bmp, .jpeg, .jpg, .tiff, .gif CaÉ¡¢c 
g¡Cm H„−Vene −cJu¡) −Lhm −p…¢mC −M¡m¡ k¡−hz j−e L−l¡ a¥¢j Lj¢fEV¡−l 
−L¡eJ HLV¡ −g¡ô¡−l l¡M¡ B−R HjeC HLV¡ g¡Cm M¤m−a Q¡Jz −je¤ ¢m−ØVl 
J−fe-H HLh¡l ¢LÓL Ll−mC ¢û−e HLV¡ X¡umN h„ Bp−hz mr L−l¡, a¡l 
Jf−l h¡y¢c−Ll ¢c−Ll −L¡e¡u −mM¡ B−R HC h„V¡l e¡j, Openz  

   
HC X¡umN    h„V¡l AÉ¡−XÊp h¡−l mr L−l¡ HV¡−a HMe −L¡eÚ −g¡ô¡lV¡ M¤−m 
−cM¡−e¡ B−Rz j−e −l−M¡, B−Nlh¡l −k −g¡ô¡−l −L¡eJ g¡Cm −pi Ll¡ 
q−u¢Rm, −fC¾V −fË¡NË¡−jl J−fe −je¤ −pC −g¡ô¡lV¡C M¤−m −cM¡−hz qu−a¡ HC 
−g¡ô¡−l a¥¢j −k g¡CmV¡ M¤m−a Q¡CR −pV¡ −eC, B−R AeÉ −L¡eJ −g¡ô¡−lz 
p¤¤al¡w, −a¡j¡−L h¡y f¡−nl Aw−nl −g¡ô¡l ¢VÊ−a ¢N−u −pC −g¡ô¡lV¡ ¢p−mƒ 
Ll−a q−hz mr L−l¡, ¢p−mƒ Ll¡ −g¡ô¡−l −k g¡Cm h¡ a¡l BlJ 
p¡h−g¡ô¡l…−m¡ B−R, −p…−m¡ X¡e¢c−Ll Aw−n −cM¡−e¡ q−µR, Bl AÉ¡−XÊp h¡−l 
¢p−mƒ Ll¡ −g¡ô¡lV¡l f¡b −cM¡−µRz 
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−L¡eJ g¡Cm ¢p−mƒ Ll−m −pV¡l e¡j HC X¡umN h−„l g¡C−m−e−jl 
S¡uN¡u −cM¡−hz mr L−l¡, g¡Cm−e−jl S¡uN¡V¡l X¡e f¡−n HLV¡ ¢mØV h¡Ve 
B−R −kM¡−e −cM¡−µR AmÚ ¢fLQ¡l g¡Cmz AbÑ¡v, −L¡eJ −g¡ô¡−l l¡M¡ ¢fLQ¡l 
g¡Cm…−m¡C öd¤ HC X¡umN h−„ −cM¡ k¡−hz −g¡ô¡−l l¡M¡ AeÉ¡eÉ g¡CmJ 
−cM−a Q¡C−m Bj¡−cl HC ¢mØVV¡−a AmÚ g¡Cm ¢p−mƒ L−l ¢e−a q−hz ¢L¿¹¥ 
−p…−m¡ AhnÉ −fC¾V −fË¡NË¡j ¢c−u −M¡m¡ k¡−h e¡z 

−L¡eJ HLV¡ ¢fLQ¡l g¡Cm−L M¤m−a fËb−j a¡−L HC X¡umN h−„ HLh¡l 
¢LÓL L−l ¢p−mƒ Ll−a q−h J a¡lfl X¡e¢c−L ¢e−Q l¡M¡ J−fe h¡VeV¡ ¢LÓL 
Ll−a q−h, Abh¡ g¡CmV¡−LC X¡hÚm ¢LÓL Ll−a q−hz HV¡ qm −fË¡NË¡jV¡ B−N 
Q¡¢m−u ¢e−u a¡lfl a¡l −je¤ ¢m−ØVl p¡q¡−kÉ g¡Cm −M¡m¡z HR¡s¡ B−lL i¡−hJ 
HL HLV¡ g¡Cm −M¡m¡ −k−a f¡−l, B−N −fË¡NË¡jV¡ e¡ Q¡¢m−uJz 

¢h¢iæ −fË¡NË¡j Q¡¢m−u Bjl¡ −kph g¡Cm hÉhq¡−ll SeÉ °a¢l L−l 
Lj¢fEV¡−l l¡¢M, Ee−X¡p Af¡−l¢Vw ¢pp−V−jl ¢eSü ¢eu−j −p…−m¡ Bf¢e k¤š² 
q−u k¡u g¡Cm¢V −M¡m¡l Hje −L¡eJ Ef−k¡N£ −fË¡NË¡−jl p¡−b, k¡ Lj¢fEV¡−l 
l¡M¡ B−Rz H−L h−m g¡C−ml Linked Program    (¢mwLX −fË¡NË¡j) h¡ HL 
HLV¡ g¡C−ml Default program    (¢XgÒV −fË¡NË¡j)z HC −fË¡NË¡jV¡l BCLeV¡C 
q−u k¡u g¡CmV¡l e¡−jl B−Nl BCLez −L¡eJ HLV¡ g¡Cm −M¡m¡l Ef−k¡N£ 
−fË¡NË¡j Lj¢fEV¡−l e¡ b¡L−m HV¡ OV−h e¡z a¡C g¡C−ml e¡−jl B−N BCLe 
¢LR¥ −cM¡−h e¡z HC ¢XgÒV ¢mwL −fË¡NË¡−jl p¤¤¢hd¡ qm HC dl−el g¡Cm M¤m−a 
−fË¡NË¡jV¡ B−N e¡ Q¡m¡−mJ q−hz ECe−X¡p H„−fÔ¡l¡l (−XúV−fl Lj¢fEV¡l 
BCLeV¡) ¢c−u Lj¢fEV¡−l l¡M¡ g¡CmV¡−L M¤y−S ¢e−u X¡hÚm ¢LÓL Ll−mC HC 
¢XgÒV −fË¡NË¡jV¡ Q¡m¤ q−u g¡CmV¡−L M¤−m −c−hz  

−fC¾V −fË¡NË¡−j °a¢l Ll¡ q−mJ ¢L¿¹¥ HCi¡−h −L¡eJ ¢fLQ¡l g¡Cm−L X¡hÚm 
¢LÓL L−l −fC−¾V −M¡m¡ k¡−h e¡z Hl L¡lZ, ¢fLQ¡l g¡Cm…−m¡l ¢XgÒV −fË¡NË¡j 
¢mwL Ll¡ q−u k¡u Windows Photo Viewer    (ECe−X¡p g−V¡ ¢iEu¡l) 
−fË¡NË¡jV¡l p¡−bz a¡C HC g¡Cm…−m¡−L X¡hÚm ¢LÓL Ll−m R¢hV¡ öd¤ −cM¡ k¡−h 
Ee−X¡p g−V¡ ¢iEu¡−l, −fC¾V M¤m−h e¡z −L¡eJ ¢fLQ¡l g¡C−m X¡hÚm ¢LÓL L−l 
HV¡ −c−M e¡Jz HC L¡l−Z −L¡eJ ¢fLQ¡l g¡Cm−L −fC¾V −fË¡NË¡−j pl¡p¢l 
M¤m−a q−h HLV¥ AeÉi¡−hz g¡CmV¡l e¡−jl Jfl l¡CV ¢LÓLl¡CV ¢LÓLl¡CV ¢LÓLl¡CV ¢LÓL L−l −c−M¡ HLV¡ 
¢mØV M¤m−h, −kV¡ Jf−ll ¢c−L l¡M¡ B−R Open with    (J−fe ECb)z HV¡−a 
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¢LÓL Ll−m f¡−n B−lLV¡ 
¢mØV Bp−h, −kM¡−e HC 
g¡CmV¡ −M¡m¡l Ef−k¡N£ 
−fË¡NË¡j…−m¡ −cJu¡ B−Rz 
Hh¡l Hl j−dÉ −fC¾V 
−fË¡NË¡jV¡ ¢LÓL Ll−a q−hz 

HR¡s¡ j−e −l−M¡, ØV¡VÑ 
−je¤ ¢m−ØV l¡M¡ −fË¡NË¡j 
…−m¡−a pÇfË¢a hÉhq¡l Ll¡ 
L−uLV¡ g¡C−ml ¢mØV f¡−nC 
−cM¡ k¡uz JM¡e −b−LJ JC 
g¡Cm…−m¡ ¢LÓL L−l −M¡m¡ 
k¡uz Bh¡l, −L¡eJ −fË¡NË¡j Q¡m¤ Ll−m a¡l −je¤ ¢m−ØVJ pÇfË¢a hÉhq¡l Ll¡ 
L−uLV¡ g¡Cm −cM¡ k¡u, a¡C HM¡e −b−LJ HC g¡Cm…−m¡ M¤m−a f¡¢lz 

3.3    −fË¡NË¡−jl −je¤ VÉ¡h, ¢lhe NË¥f J −fC¾V −fË¡NË¡j¢V hÉhq¡l 
−fË¡NË¡j ECe−X¡−a −je¤ h¡l J −je¤ ¢lhe Awn c¤−V¡ Bjl¡ B−N mr L−l¢R z 
Hh¡l Bjl¡ S¡eh H…−m¡−a L£ B−R J −p…−m¡ ¢c−u L£ Ll¡ k¡u z −je¤ h¡−l 
b¡−L ¢h¢iæ Menu Tab (−je¤ VÉ¡h) z HC −fC¾V −fË¡NË¡j ECe−X¡l −je¤ h¡−l 
c¤−V¡ j¡œ −je¤ VÉ¡h B−R — Home    Tab (−q¡j VÉ¡h) Bl View Tab (¢iE 
VÉ¡h)z f−l −cM−h, Microsoft Office    (j¡Cœ²pgV A¢gp) −fË¡NË¡j…−m¡−a −je¤ 
h¡−l BlJ −h¢n pwMÉL −je¤ VÉ¡h B−Rz 

−je¤ h¡−ll ¢e−Q QJs¡ h¡l AwnV¡ −je¤l ¢lhe, −kV¡−L Bh¡l ¢h¢iæ Aw−n i¡N 
Ll¡ B−Rz H…−m¡ qm Ribbon Group    (¢lhe NË¥f)z mr L−l¡, HM¡−e −cM¡ 
k¡−µR −je¤ h¡−l −q¡j VÉ¡hV¡ q¡Cm¡C−VX, j¡−e ¢p−mƒ q−u B−R Bl ¢lhe h¡−l 
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fl fl Awn…−m¡l ¢e−Q e¡j −cJu¡ B−R Clipboard    (¢LÓf−h¡XÑ), Image    
(C−jS), Tools    (V¥mÚp), Shapes    (−nfÚp), Bl Colors    (L¡m¡lÚp) z 

H…−m¡l −L¡eÚV¡l L£ j¡−e Bl L£ L¡−S m¡−N −pV¡ f−l hm¡ q−hz B−N −c−M 
e¡J, Jf−ll −je¤ h¡−l −k −je¤ VÉ¡hV¡ ¢p−mƒ Ll¡ q−h, ¢lhe h¡−l a¡lC 
−je¤…−m¡ −cM¡−h ¢lhe NË¥f ¢qp¡−hz −je¤ h¡−l ¢iE VÉ¡hV¡−a ¢LÓL L−l¡z −c−M¡, 
−je¤ h¡−l ¢iE VÉ¡hV¡ Hh¡l q¡Cm¡CV j¡−e ¢p−mƒ Ll¡ qm Bl ¢lh−e l¡M¡ 
NË¥f…−m¡ HMe f¡−ÒV −Nmz HMe Hm ¢ae−V j¡œ ¢lhe NË¥f — Zoom    (S¥j), 
Show or hide    (−n¡ AlÚ q¡CX), Bl Display    (¢Xp−fÔ) z Hh¡−l Bh¡l −je¤ 
h¡−l −q¡j VÉ¡hV¡ ¢LÓL L−l −c−M¡, ¢lh−e Bh¡l −q¡j −je¤l NË¥f…−m¡ −cM¡−hz  

AbÑ¡v, −je¤ h¡−l l¡M¡ −je¤ VÉ¡h…−m¡ q−m¡ HL HLV¡ dl−el −je¤ …−µRl e¡jz 
−je¤ h¡−l −k −je¤ …µR¢V Bjl¡ ¢p−mƒ Llh, ¢lhe h¡−l −pC −je¤ …−µRl 
−je¤…−m¡−L HL HLV¡ ¢lhe NË¥f ¢qp¡−h −cM¡−hz −fË¡NË¡jV¡ ¢c−u L¡S Ll¡l pju 
Bj¡−cl HC ¢lhe NË¥f…−m¡ −b−L fË−u¡Se j−a¡ −je¤ ¢p−mƒ L−l ¢e−a q−h 
HLh¡l ¢LÓL L−lz mr L−l¡, ¢lhe NË¥−f −L¡eJ −L¡eJ −je¤l f¡−n ¢mØV h¡VeV¡ 
−cJu¡ B−Rz Hl j¡−e HC ¢mØVV¡−a ¢LÓL L−l Bjl¡ JC −je¤V¡l pÇf¢LÑa 
BlJ ¢LR¥ −je¤ f¡−h¡ ¢p−mƒ Ll¡l SeÉz  −kje −c−M¡, Brushes Menu    
(hË¡−np −je¤) Bl Size Menu    (p¡CS −je¤) HC c¤−V¡ −je¤l ¢e−Q ¢mØV ¢Qq² 
B−Rz H…−m¡−a ¢LÓL L−l −cM−a f¡−l¡z  

Hh¡−l Bjl¡ −cMh ¢lh−e l¡M¡ −je¤…−m¡ ¢c−u −fË¡NË¡jV¡ Q¡m¡h¡l pju Bjl¡ 
L£ L£ L¡S Ll−a f¡¢lz fËb−j −c¢M −q¡j −je¤ …µRV¡−L ¢p−mƒ L−lz ¢lh−el 
NË¥−f h¡y¢cL −b−L f¡C ¢LÓf−h¡XÑ, k¡l j−dÉ B−R L¡V, L¢f, −fØV z ¢LÓf−h¡−XÑl¢LÓf−h¡−XÑl¢LÓf−h¡−XÑl¢LÓf−h¡−XÑl 
j¡−e Lj¢fEV¡−ll −jj¢l−a l¡M¡z Bjl¡ B−N L¡V, L¡V, L¡V, L¡V, L¢f −fØVL¢f −fØVL¢f −fØVL¢f −fØV ¢n−M¢Rz −fC¾V 
−fË¡NË¡−j −L¡eJ R¢hl −L¡eJ Awn (h¡ f¤−l¡V¡C) Bjl¡ L¡V h¡ L¢f L−l 
¢LÓf−h¡−XÑ l¡M−a f¡¢l J a¡lfl HC a¡−L R¢hV¡lC AeÉ −L¡b¡J h¡ AeÉ −L¡eJ 
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−fË¡NË¡−j Ll¡ −L¡eJ L¡−Sl (g¡C−m) −L¡b¡J −fØV Ll−a f¡¢l (k¢c −pM¡−e R¢h 
−fØV Ll¡ pñh qu)z L¡V Bl L¢fl f¡bÑLÉV¡ j−e −l−M¡z k¢c HL S¡uN¡ −b−L 
j¤−R ¢c−u AeÉ S¡uN¡u ¢c−a Q¡J a¡q−m L¡V-−fØV Bl k¢c HL S¡uN¡ −b−L 
e¡-j¤−R ¢e−u B−lL S¡uN¡−aJ l¡M−a Q¡J a¡q−m L¢f-−fØVz  

L¡V h¡ L¢f Ll−a −N−m B−N R¢hl AwnV¡−L ¢p−mƒ Ll−a q−hz HV¡ Ll¡l 
hÉhÙÛ¡ B−R ¢lhe NË¥−fl f−ll NË¥f, C−j−SC−j−SC−j−SC−j−Sz HC NË¥−f l¡M¡ Select Menu    
(¢p−mƒ −je¤) ¢LÓL L−l¡ J a¡lfl R¢hl fR¾c j−a¡ Aw−nl −L¡eJ HL¢V −L¡e¡ 
−b−L öl¦ L−l j¡E−pl −mgV h¡Ve−L −Q−f −l−M ¢hfl£a −L¡e¡ fkÑ¿¹ ¢N−u 
h¡VeV¡ R¡−s¡z −cM−h m¡Ce ¢c−u JC AwnV¡ −Ol¡ q−hz HC AhÙÛ¡ −l−MC Hh¡l 
L¢f h¡ L¡V h¡Ve ¢LÓL L−l¡z JC AwnV¡ ¢LÓf−h¡−XÑ (Lj¢fEV¡l −jj¢l) l¡M¡ 
q−u k¡−hz Hh¡l a¥¢j C−µR j−a¡ S¡uN¡u R¢hl HC ¢ehÑ¡¢Qa AwnV¡−L −fØV 
Ll−a f¡−l¡z AeÉ −L¡eJ R¢hl g¡Cm M¤−m −pM¡−eJ −fØV Ll−a f¡−l¡z j−e 
−l−M¡, karZ e¡ a¥¢j AeÉ −L¡eJ ¢LR¥ L¢f h¡ L¡V L−l ¢LÓf−h¡−XÑ l¡M−h, 
aarZ HV¡C ¢LÓf−h¡−XÑ −b−L k¡−h J h¡l h¡l −fØV Ll−a f¡l−hz R¢hl −L¡eJ 
HL¢V Awn ¢p−mƒ Ll¡l Bl HLV¡ p¤¤¢hd¡ qm −pC AwnV¡−L −V−e −R¡V hs 
Ll¡ k¡uz Bh¡l öd¤ −pC AwnV¡−L ¢e−uC B−lLV¡ R¢h °a¢l Ll¡ k¡u, k¡−L 
h−m Crop    (œ²f) Ll¡z H…−m¡ ¢e−S L−l −c−M¡z  

R¢h ByL¡l pju fË−u¡Se j−a¡ hÉhq¡l Ll−a q−h V¥mÚp, −nfÚpV¥mÚp, −nfÚpV¥mÚp, −nfÚpV¥mÚp, −nfÚp Bl L¡m¡lÚpL¡m¡lÚpL¡m¡lÚpL¡m¡lÚp 
VÉ¡−hl −je¤…−m¡z H…−m¡l HL HLV¡ h¡Ve hÉhq¡−ll SeÉ ¢LÓL L−l ¢e−a q−hz 
mr L−l¡, −kV¡−a ¢LÓL Ll¡ q−h −pV¡ q¡Cm¡CV q−u b¡L−h, karZ e¡ AeÉ 
−L¡eJ −je¤ ¢LÓL L−l −eJu¡ q−µRz ¢h¢iæ dl−el Brushes Menu    (hË¡−np −je¤) 
¢LÓL L−l ¢e−u a¡lfl Size Menu    (p¡CS −je¤)  ¢LÓL L−l fR¾c j−a¡ p¡CS 
e¡Jz Hh¡l L¡m¡l −b−L −L¡eJ HLV¡ L¡m¡l ¢e−u JC hË¡nV¡ ¢c−u Hy−L −c−M¡z 
−mgV h¡VeV¡ −Q−f j¡Ep −kje pl¡−h −pClLj ByL¡ q−h z BLy¡l j−dÉ −L¡eJ 
f¤−l¡V¡ −Ol¡ S¡uN¡ b¡L−m −pV¡ −L¡eJ lP ¢LÓL L−l ¢e−u a¡ ¢c−u i¢aÑ h¡ Fill    
(¢gm) Ll−a  f¡−l¡z ¢LR¥ BL¡l h¡ −nfp L−l l¡M¡ B−Rz −p…−m¡ −b−−L¡ ¢LÓL 
L−l −L¡eJ HLV¡ ¢e−u R¢h−a hÉhq¡l Ll−a f¡−l¡z −a¡j¡l fR¾c j−a¡ lPJ 
a¥¢j h¡¢e−u ¢e−a f¡−l¡ Edit Color    (H¢XV L¡m¡l) −b−Lz H…−m¡l −L¡eV¡ ¢c−u 
L£ qu phC ¢e−S L−l −c−M ¢e−a q−h z B−N HC…−m¡ −S−e ¢e−u a¡lfl 
−L¡eJ HLV¡ R¢h By¡L¡l −Qø¡ L−l¡, J −pV¡−L −pi L−l l¡−M¡z f−l −pCV¡ 
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−b−LC BlJ L−uLV¡ AeÉ R¢h °a¢l L−l¡z ByL¡l pju −L¡eJ ¢LR¥ i¥m BLy¡ 
aMeC −h¡T¡ −N−m L¥CL AÉ¡L−pp V¥mh¡−ll Undo (BeX¥) hÉhq¡l Ll−a 
f¡−l¡z ¢WL B−N k¡ L−l¢R−m −pV¡ h¡¢am q−u k¡−hz Bl Redo    (¢lX¥) L−l 
AhnÉ −pV¡ Bh¡l −glv −f−a f¡−l¡z ByL¡l pju j¡−T j−dÉC −pi Ll¡ i¡mz 
L¥CL AÉ¡L−pp V¥mh¡−l Save    (−pi) h¡VeV¡ ¢LÓL L−l HV¡ Ll−a f¡l−hz 

−je¤ h¡−ll ¢iE (View) −je¤ …µRV¡ ¢e−m Bjl¡ ¢lh−e −k NË¥f…−m¡ f¡C 
a¡−a R¢hV¡−L e¡e¡ i¡−h −R¡V hs L−l −cM¡l p¤¤−k¡N L−l l¡M¡ B−Rz j−e −l−M 

Full screen (g¥m ¢ûe) Ll−m a¡ −b−L −hl qh¡l Ef¡u qm L£ −h¡−XÑl Esc    
(Hp−Lf)    h¡VeV¡ −Vf¡z  

j−e −l−M¡, −k −L¡eJ −fË¡NË¡j Q¡m¡−e¡ −nM¡ qu −pV¡ h¡l h¡l e¡e¡ L¡−S 
hÉhq¡l L−lz 

Ae¤n£me: f¡W 3-−u −nM¡ n−ël a¡¢mL¡ 
fl fl −ki¡−h −nM¡ q−u−R, në…−m¡ −pCi¡−h −cJu¡ q−u−Rz në…−m¡ fl fl 
f−s j−e L−l¡, f¡−W L£ hm¡ q−u−Rz j−e ¢WL e¡ H−m Bh¡l f¡−Wl JC 
S¡uN¡V¡ −c−M e¡Jz   

Paint (−fC¾V) All Programs (Am −fË¡NË¡jp) 

Accessories (AÉ¡LÚ−pp¢lpÚ)  Title Bar (V¡C−Vm h¡l) 
Save (−pi) Undo (BeX¥) 
Redo (¢lX¥) Quick Access Toolbar (L¥CL AÉ¡LÚ−pp 

V¥m h¡l) 

Filename (g¡Cm−ej) Menu Bar (−je¤ h¡l) 
Menu List (−je¤ ¢mØV) Home Tab (−q¡j VÉ¡h) 

View Tab (¢iE VÉ¡h) Ribbon (¢lhe) 

Minimise Ribbon (¢j¢ej¡Cp ¢lhe) Ruler (l¦m¡l) 

Cursor Position (L¡lp¡l f¢Sne) Work Area (Ju¡LÑ H¢lu¡) 
View Size (¢iE p¡CS−L) New (¢eE) 

Open (J−fe) Save (−pi) 

Save As (−pi AÉ¡pÚ) Print (¢fË¾V) 
Exit (H¢„V) Close (−LÓ¡p) 
Untitled (BeÚV¡C−Vô) Dialogue Box (X¡umN h„) 
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Do you want to save? (X¥ CE Ju¡¾V V¤ 
−pi?) 

Cancel (LÉ¡eÚ−pm) 

Don’t save (−X¡¾V −pi) Default File Location (¢XgÒV g¡Cm 
−m¡−Lne) 

Default File Type (¢XgÒV g¡Cm V¡Cf) Error Message (Hl¡l −j−pS) 

Linked Program (¢mwLX −fË¡NË¡j) Default program (¢XgÒV −fË¡NË¡j) 

Windows Photo Viewer (ECe−X¡p g−V¡ 
¢iEu¡l) 

Open with (J−fe ECb) 

Menu Tab (−je¤ VÉ¡h) Home Tab (−q¡j VÉ¡h) 
View Tab (¢iE VÉ¡h) Microsoft Office (j¡Cœ²pgV A¢gp) 

Ribbon Group (¢lhe NË¥f) Clipboard (¢LÓf−h¡XÑ) 
Iamge (C−jS) Tools (V¥mÚp) 

Shapes (−nfÚp) Colors (L¡m¡lÚp) 

Zoom (S¥j) Show or hide (−n¡ AlÚ q¡CX) 

Display (¢Xp−fÔ) Brushes Menu (hË¡−np −je¤) 
Size Menu (p¡CS −je¤) Select Menu (¢p−mƒ −je¤) 
Crop (œ²f) Fill (¢gm) 

Edit Color (H¢XV L¡m¡l) Full screen (g¥m ¢ûe) 
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f¡W 4.  j¡Cœ²pgÚV A¢gp — Ju¡XÑ −fË¡NË¡j¢Vl hÉhq¡l 

4.1 Ju¡XÑ −fË¡NË¡jV¡ −M¡m¡, hå Ll¡, −fË¡NË¡j ¢c−u °a¢l Ll¡ −L¡eJ g¡Cm −pi 
Ll¡, −fË¡NË¡j ECe−X¡−a L£ L£ B−R 

 4.1.1 −fË¡NË¡jV¡ −M¡m¡, hå Ll¡, g¡Cm −pi Ll¡, −pi Ll¡ g¡Cm −M¡m¡ 
 4.1.2 −fË¡NË¡j ECe−X¡−a L£ L£ B−R 
4.2 L£i¡−h V¡Cf L−l −mM¡ qu  
 4.2.1 Insertion Point (Cep¡lne f−u¾V) 
 4.2.2 Move Around (j¤i AÉ¡l¡Eä) 
 4.2.3 Delete Text (¢X¢mV −V„V) 
 4.2.4 Selection (¢p−mLne)  
 4.2.5 Undo (BeX¥), Redo (¢lX¥), J Repeat (¢l¢fV)   
4.3 Editing Text (H¢X¢Vw −V„V) J Formatting Text (gljÉ¡¢Vw −V„V)— 

−mM¡l i¥m öÜ J qlg f¢lhaÑe Ll¡ 
 4.3.1  Delete Text (¢X¢mV −V„V) 
 4.3.2  Insert Text  (Cep¡VÑ −V„V)  
 4.3.3  Overtype Text  (Ji¡lV¡Cf −V„V) 
 4.3.4  Copy  (L¢f) Paste (−fØV) J Cut (L¡V) Paste (−fØV)  
 4.3.5  Find (g¡C™) J Replace (¢l−fÔp)  
 4.3.6  Spell Check (−Øfm −QL) J Grammar Check (NË¡j¡l −QL) 
 4.3.7 Font (g¾V), Font Size (g¾V p¡CS) J Font Style (g¾V ØV¡Cm) 
 4.3.8 Font Effect (g¾V H−gƒ) J Font Color (g¾V L¡m¡l)   
 4.3.9 Text Highlight (−V„V q¡Cm¡CV) J Character Spacing (LÉ¡−lLV¡l 

−Øf¢pw) 
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4.4 Paragrap (fÉ¡l¡NË¡g) J Page Layout (−fS −m-BEV)  
 4.4.1 Align Text (AÉ¡m¡Ce −V„V) 
 4.4.2 Line Spacing (m¡Ce −Øf¢pw)  
 4.4.3 Space Before/After (−Øfp ¢h−g¡l/BgV¡l) 
 4.4.4 Shading (−n¢Xw) J Border (hXÑ¡l) 
 4.4.5 Bullets (h¤−mVp), Numbering (e¡ð¡¢lw) J Indent (Ce−X¾V)   
 4.4.6 Sort (pVÑ), Show/Hide (−n¡/q¡CXÑ) 
 4.4.7 Tab Stops (VÉ¡h ØVfÚp)   
4.5 Page Layout (−fS −m-BEV) 
 4.5.1  Page Size (−fS p¡CS), Orientation (J¢l−u−¾Vne), Margin (j¡¢SÑe) 
 4.5.2  Section Break (−pLne −hËL) New Page (ea¥e f¡a¡) 

4.6  flhaÑ£ fkÑ¡−u −nM¡l — ¢fË¾V J AeÉ¡eÉ −je¤ 
Ae¤n£me: f¡W 4-−u −nM¡ n−ël a¡¢mL¡ 
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f¡W 4. j¡Cœ²pgÚV A¢gp —Ju¡XÑ −fË¡NË¡j¢Vl hÉhq¡l 
Microsoft Office (j¡Cœ²pgV A¢gp) qm HLV¡ −fË¡NË¡j…−µRl e¡j, k¡l j−dÉ 
B−R −hn L−uL¢V −fË¡NË¡jz ECe−X¡p ØV¡VÑ −je¤−a ¢LÓL L−l −k ¢mØVV¡ B−p 
a¡l ¢e−Q l¡M¡ All Programs (AmÚ −fË¡NË¡jp) BC−VjV¡−a  L¡lp¡lV¡ l¡−M¡ h¡ 
¢LÓL L−l¡z B−lLV¡ ¢mØV Bp−hz Hl j−dÉ −c−M¡ j¡Cœ²pgV A¢gp e¡−j HLV¡ 
−g¡ô¡l B−Rz JV¡−L ¢LÓL L−l −M¡−m¡z j¡Cœ²pgV A¢g−pl j−dÉ l¡M¡ 
−fË¡NË¡j…−m¡l ¢mØVV¡ f¡−hz HC −fË¡NË¡j…−m¡l HL HLV¡ hÉhq¡l Ll¡ k¡u ¢h¢iæ 
dl−el L¡S Ll−az p¡d¡lZ L¡−S ph−Q−u −h¢n hÉhq¡−l qu Microsoft Office 

Word (Ju¡XÑ) Bl Microsoft Office Excel    (H−„m)z HR¡s¡ Microsoft 

Office Powerpoint    (f¡Ju¡lf−u¾V) Bl Microsoft Office Access    
(AÉ¡LÚ−pp) −fË¡NË¡j c¤−V¡ A¢g−pl ¢h−no ¢LR¥ L¡−S hÉhq¡l quz j¡Cœ²pgV 
A¢g−pl j§m −fË¡NË¡j…−m¡ qm HC Q¡l¢Vz AeÉ¡eÉ −fË¡NË¡j…−m¡l hÉhq¡l p¡d¡lZa 
−aje fË−u¡Se que¡z Bjl¡ Bf¡aa Ju¡XÑ J H−„m −fË¡NË¡j Q¡m¡−e¡ ¢nMhz  
Bjl¡ HM¡−e −cMh Windows 7 Hl p¡−b Microsoft Office 7z Windows 10 

J Microsoft Office 10-Hl Bl−ñl ECe−X¡ HLV¤ AeÉlLj quz h¡¢Lph 
−j¡−Vl Jfl HLCz  

HC −fË¡NË¡j…−m¡l HL HLV¡l BCLe p¡d¡lZa −XúV−f, Abh¡ V¡úh¡−l l¡M¡ 
quz −pM¡e −b−LC ¢LÓL L−l Bjl¡ H…−m¡ Q¡m¡−a f¡lhz −XúVf h¡ V¡úh¡−l 
l¡M¡ e¡ b¡L−m Bjl¡ H…−m¡ f¡h ECe−X¡p ØV¡VÑ −je¤ ¢m−ØV Abh¡ All 

Programs (AmÚ −fË¡NË¡jp) BC−V−jl j¡Cœ²pgV A¢gp −g¡ô¡−lz Microsoft 

Office 7-Hl f−ll i¡lne Microsoft Office 10-H BCLe…−m¡ M¡¢eLV¡ 
f¡ÒV¡−e¡ q−u−Rz R¢h…−m¡ ¢e−Q −cJu¡ qmz 

Microsoft Office 7 

 
Microsoft Office 10 
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j−e l¡M−a q−h −k−L¡eJ −fË¡NË¡jC −nM¡ qu a¡ h¡lwh¡l hÉhq¡−ll j−dÉ ¢c−u 
J hÉhq¡−ll e¡ b¡L−m a¡ i¥−m k¡Ju¡C ü¡i¡¢hLz a¡R¡s¡ HLV¡ −fË¡NË¡j ¢c−u k¡ 
k¡ Ll¡ k¡u a¡l ph…−m¡C −nM¡l SeÉ ¢n−M −L¡eJ m¡i qu e¡z fË−u¡Se 
Ae¤p¡−l h¡l h¡l hÉhq¡l Ll−m a−hC a¡ −nM¡ k¡u J j−eJ b¡−Lz a¡C Bjl¡ 
hÉhq¡−ll e§Éeaj L−uLV¡ ¢cLC Bf¡aa ¢nMhz h¡¢L…−m¡ flhaÑ£L¡−m hÉhq¡−ll 
fË−u¡Se q−m ¢n−M −eJu¡ k¡−hz 
j¡Cœ²pgÚV j¡Cœ²pgÚV j¡Cœ²pgÚV j¡Cœ²pgÚV A¢gpA¢gpA¢gpA¢gp     Ju¡XÑJu¡XÑJu¡XÑJu¡XÑ        
j¡Cœ²pgÚV Ju¡XÑ −fË¡NË¡jV¡l p¡q¡−kÉ Bjl¡ −k−L¡eJ dl−el −mM¡¢m¢Ml L¡S, 
¢Q¢Wfœ −mM¡ −b−L R¢hpq hCfœ −mM¡, CaÉ¡¢c phC Ll−a f¡¢lz Hl SeÉ 
AhnÉ L£C−h¡−XÑl p¡q¡−kÉ −mM¡l hZÑ…−m¡ V¡Cf Ll−a q−hz −pC L¡l−Z L£C−h¡−XÑ 
Cw−l¢S hZÑ…−m¡ L£i¡−h p¡S¡−e¡ B−R −pV¡ mr L−l l¡M−a q−hz f−l AhnÉ 
V¡Cf Ll−a Ll−aC HV¡ psNs q−u k¡−hz   
−mM¡¢m¢Ml ¢h¢iæ dle °a¢l Ll¡l SeÉ k¡ k¡ fË−u¡Se qu −j¡V¡j¤¢V a¡ phC 
Ll¡l Ef¡u HC Ju¡XÑ −fË¡NË¡jV¡−a B−Rz p¤¤al¡w −mM¡¢m¢Ml pju ¢h−no ¢LR¥ 
HLV¡ Ll¡ fË−u¡Se q−m −pV¡ Ll¡l Ef¡u M¤y−S −cM−a q−h Program Menu 
(−fË¡NË¡j −je¤), −kM¡−e ¢h¢iæ k¡ ¢LR¥ Ll¡l Ef¡u −cJu¡ b¡−Lz Bjl¡ HM¡−e 
−mM¡¢m¢Ml e§Éeaj fË−u¡Se£u Ef¡u…−m¡ ¢nMhz  
j−e −l−M¡, Ju¡XÑ −fË¡NË¡jV¡−a Bjl¡ f¡C HLV¡ −mM¡−m¢M Ll¡l S¡uN¡, k¡−L 
h−m Document Area    (XL¥−j¾V H¢lu¡) J −pM¡−e −mM¡¢m¢Ml fl Bjl¡ a¡−L 
HLV¡ g¡Cm ¢qp¡−h −pi Ll−a f¡¢l, k¡−L hm¡ qu Document File    (XL¥−j¾V 
g¡Cm), J Filename Extension (g¡Cm−ej H„−Vene) qu .docx (Abh¡ 
B−NL¡l i¡ln−e .doc)z  
j¡Cœ²pgÚV j¡Cœ²pgÚV j¡Cœ²pgÚV j¡Cœ²pgÚV A¢gpA¢gpA¢gpA¢gp  H−„mH−„mH−„mH−„m    
HC −fË¡NË¡jV¡l hÉhq¡l qu hý pwMÉ¡ ¢e−u fË−u¡Se j−a¡ abÉ p’u J  ¢h¢iæ 
lL−jl ¢q−ph¢e−Ln Ll¡l SeÉz HLC ¢qp¡−hl p§œ h¡ glj¤m¡ M¤h pq−SC h¡−l 
h¡−l hÉhq¡l Ll¡, J fË−u¡Se j−a¡ ¢h¢iæ glj¤m¡J °a¢l L−l hÉhq¡l Ll¡ k¡uz 
HR¡s¡ l¡¢n¢h‘¡−el p§œ Ae¤k¡u£ ¢LR¥ ¢q−ph J ¢QœJ °a¢l Ll¡ k¡u HV¡ ¢c−u z 
HM¡−eJ Bjl¡ f¡C HLC dl−el −fË¡NË¡j ECe−X¡, −kM¡−e −je¤ −b−L Bjl¡ ¢WL 
L−l ¢e−a f¡¢l −L¡eÚ L¡SV¡ Llhz 
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j−e −l−M¡, Ju¡XÑ −fË¡NË¡jV¡−a Bjl¡ f¡C hý pwMÉ¡ ¢e−u ¢q−ph¢e−Ln Ll¡l 
HLV¡ S¡uN¡, k¡−L h−m Worksheet Area    (Ju¡LÑn£V H¢lu¡) J −pM¡−e abÉ 
p’u J ¢q−ph¢e−Lnl fl Bjl¡ a¡−L HLV¡ g¡Cm ¢qp¡−h −pi Ll−a f¡¢l, 
k¡−L hm¡ qu Workbook File    (Ju¡LÑh¤L g¡Cm), J Filename Extension 
qu .xlsx (Abh¡ B−NL¡l i¡ln−e .xls)z 
j¡Cœ²pgÚV j¡Cœ²pgÚV j¡Cœ²pgÚV j¡Cœ²pgÚV A¢gpA¢gpA¢gpA¢gp    f¡Ju¡lf−u¾Vf¡Ju¡lf−u¾Vf¡Ju¡lf−u¾Vf¡Ju¡lf−u¾V 
HC −fË¡NË¡jV¡ ¢c−u Bjl¡ Slide    (pÔ¡CX)  °a¢l L¢l, −k…−m¡ Ji¡l−qX 
Projector    (−fË¡−Sƒ¡l)  ¢c−u ¢p−ej¡l j−a¡ −L¡eJ ¢û−el Jfl R¢h −g−m fl 
fl −cM¡−e¡ k¡uz f¡Ju¡lf−u¾V ¢c−u °a¢l pÔ¡CX…−m¡ HC i¡−h −cM¡−m A−e−Ll 
p¡j−e −L¡eJ HL¢V ¢ho−u hš²hÉ l¡M¡ h¡ Presentation    (−fË−p−¾Vn−fË−p−¾Vn−fË−p−¾Vn−fË−p−¾Vneeee) Ll¡l 
pju p¤¤¢hd¡ quz hš²−hÉl j§m Lb¡ J Be¤p¢‰L abÉ…−m¡ hm¡l p¡−b p¡−b 
R¢h−aJ −cM¡−e¡ k¡uz HC −fË¡NË¡jV¡ ¢c−u pÔ¡CX…−m¡ °a¢l Ll¡l SeÉ Bjl¡ f¡C 
−fË¡NË¡j ECe−X¡, −kM¡−e −je¤ −b−L Bjl¡ ¢WL L−l ¢e−a f¡¢l pÔ¡CX…−m¡ L£ 
dl−el Llhz f¡Ju¡lf−u¾V −fË¡NË¡jV¡−a Bjl¡ f¡C −fË−p−¾Vn−el pÔ¡CX…−m¡ 
°a¢l Ll¡l S¡uN¡, k¡−L h−m Slide Area    (pÔ¡CXpÔ¡CXpÔ¡CXpÔ¡CX    H¢lu¡H¢lu¡H¢lu¡H¢lu¡) J −pM¡−e pÔ¡CX…−m¡ 
°a¢l Ll¡l fl Bjl¡ a¡−L HLV¡ g¡Cm ¢qp¡−h −pi Ll−a f¡¢l, k¡−L hm¡ qu 
Presentation File    (−fË−p−¾Vne g¡Cm), J Filename Extension qu .pptx 

(Abh¡ B−NL¡l i¡ln−e .ppt)z °a¢l Ll¡l fl HC g¡CmV¡−LC Bjl¡ 
−fË−p−¾Vn−el pju Slide show    (pÔ¡CX −n¡) L−l −cM¡−a f¡¢lz 
j¡Cœ²pgÚV j¡Cœ²pgÚV j¡Cœ²pgÚV j¡Cœ²pgÚV A¢gpA¢gpA¢gpA¢gp    AÉ¡LÚ−ppAÉ¡LÚ−ppAÉ¡LÚ−ppAÉ¡LÚ−pp 
−L¡eJ ¢ho−ul e¡e¡¢hd abÉ p’u L−l l¡M¡ J fË−u¡Sej−a¡ −pM¡e −b−L ¢e¢cÑø 
abÉ QV L−l M¤y−S h¡l Ll¡l hÉhÙÛ¡ Ll¡−L hm¡ qu Database Management    
(−XV¡−hp jÉ¡−eS−j¾V)z AÉ¡LÚ−pp HLV¡ −XV¡−hp jÉ¡−eS−j¾V ¢p−ØVj °a¢l Ll¡l 
−fË¡NË¡j k¡ ¢c−u Bjl¡ Bj¡−cl fË−u¡Se j¡¢gL hÉhq¡−ll SeÉ −XV¡−hp 
jÉ¡−eS−j¾V −fË¡NË¡j °a¢l L−l ¢e−a f¡¢lz HC −fË¡NË¡jV¡ hÉhq¡−l HLV¥ ¢h−no 
f¡lc¢nÑa¡ fË−u¡Se qu, L¡lZ HM¡−e ¢h−hQe¡ L−l ¢ÙÛl Ll−a qu abÉ p’u 
Ll¡l p¡l¢Z h¡ Tables    (−Vhmp) …−m¡ °a¢l Ll¡, a¡−cl−L f¡lØf¢lL pÇfLÑ 
h¡ Relationships    (¢l−mne¢nfÚp) ¢c−u k¤š² Ll¡, abÉ M¤y−S h¡l Ll¡l Query    
(−L¡−u¢l) …−m¡ °a¢l Ll¡ J a¡lfl fË−u¡Sej¡¢gL ¢h¢iæ Forms    (gjÑp) J 
Reports    (¢l−f¡VÑp) ¢ejÑ¡Z Ll¡z HC L¡S…−m¡ Bjl¡ −fË¡NË¡j ECe−X¡l −je¤…−m¡ 
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−b−L Ll−a f¡¢l J a¡−L HLV¡ g¡Cm ¢qp¡−h −pi Ll−a f¡¢l, k¡−L hm¡ qu 
Database Application File    (−XV¡−hp AÉ¡¢fÔ−Lne g¡Cm) z HC g¡C−ml 
Filename Extension qu .accdb (Abh¡ B−NL¡l i¡ln−e .mdb)z 

4.1 Ju¡XÑ −fË¡NË¡jV¡ −M¡m¡, hå Ll¡, −fË¡NË¡j ¢c−u °a¢l Ll¡ −L¡eJ 
g¡Cm −pi Ll¡, −fË¡NË¡j ECe−X¡−a L£ L£ B−R 

4.1.1 −fË¡NË¡jV¡ −M¡m¡, hå Ll¡, g¡Cm −fË¡NË¡jV¡ −M¡m¡, hå Ll¡, g¡Cm −fË¡NË¡jV¡ −M¡m¡, hå Ll¡, g¡Cm −fË¡NË¡jV¡ −M¡m¡, hå Ll¡, g¡Cm −pi −pi −pi −pi Ll¡, −pi LLl¡, −pi LLl¡, −pi LLl¡, −pi Ll¡ g¡Cm −M¡m¡ l¡ g¡Cm −M¡m¡ l¡ g¡Cm −M¡m¡ l¡ g¡Cm −M¡m¡  
Bjl¡ B−Nl f¡−W Paint    ((((−fC¾V−fC¾V−fC¾V−fC¾V)))) −fË¡NË¡jV¡ Q¡m¡h¡l pju −fË¡NË¡jV¡ −M¡m¡, hå 
Ll¡, g¡Cm −pi Ll¡ CaÉ¡¢c −ki¡−h L−l¢Rm¡j, HM¡−eJ −pC HLC i¡−h H…−m¡ 
Ll¡ k¡−hz a¡C H…−m¡ Bl HM¡−e ¢hÙ¹¡¢la B−m¡Qe¡ Ll¡ qm e¡z  

−fË¡NË¡jV¡ M¤−m ECe−X¡l h¡y¢c−Ll Jf−ll −L¡e¡u A¢gp h¡V−e ¢LÓL L−l −k 
−je¤ ¢mØV f¡−h −pV¡ −c−M l¡−M¡z HM¡−e B−R −fC¾V −fË¡NË¡−jl j−a¡C ¢m−ØVl 
h¡y¢c−L New (¢eE), Open  (J−fe), Save (−pi), Save As (−pi AÉ¡p), 
Print (¢fËeV) CaÉ¡¢c, Bl X¡e¢c−L −cM¡u pÇfË¢a hÉhq¡l Ll¡ L−uLV¡ 
g¡C−ml a¡¢mL¡, J ¢e−Q B−R Word Options (Ju¡XÑ AfÚnep) Bl Exit 
(H¢„V)z H…−m¡ B−Nl f¡−W −fC¾V −fË¡NË¡jV¡l B−m¡Qe¡u hÉ¡MÉ¡ Ll¡ q−u−Rz 
fË−u¡Se q−m Bh¡l −c−M e¡Jz Word Options (Ju¡XÑ AfÚnep) ¢c−u Bjl¡ 
−fË¡NË¡jV¡l ¢h−no L−uLV¡ ¢hou ¢e¢cÑø Ll−a f¡¢l, k¡ f−l fË−u¡Se q−a f¡−lz 

Ju¡XÑ −fË¡NË¡−j a¥¢j fl fl A−eL…−m¡ g¡CmJ M¤m−a f¡−l¡, B−NlV¡ hå 
e¡ L−lC (HV¡ −fC¾V −fË¡NË¡−j que¡)z A¢gp h¡V−e ¢LÓL L−l −je¤ ¢mØV −b−L 
fl fl L−uL h¡l New (¢eE) L−l Blank Document    (hÔÉ¡wL XL¥−j¾V) 
¢p−mƒ L−l¡ J Create    (¢œ²−uV) L−l −c−M¡z ea¥e ea¥e XL¥−j¾V ECe−X¡ °a¢l 
q−h, J Ju¡XÑ −p…−m¡l e¡j ¢c−u −c−h XL¥−j¾V 1, XL¥−j¾V 2, XL¥−j¾V 3 
CaÉ¡¢cz  

−k−L¡eJ XL¥−j−¾V −mM¡¢m¢M h¡ f¢lhaÑe L−l QV L−l −pi Ll¡l Ef¡u q−m 
L¥CL AÉ¡L−pp V¥mh¡−l l¡M¡ Save Icon (−pi BCLe) h¡  ¢Qq²V¡−a j¡Ep 
¢LÓL Ll¡ Abh¡ L£−h¡−XÑ Ctrl+S (¢p¢VBlHm+Hp) −Vf¡z −L¡eJ ea¥e XL¥−j¾V 
fËbjh¡l −pi Ll¡l pju Dialog Box (X¡umN h„) Bp−h, −kM¡−e −pi Ll¡l 
Folder Location (−g¡ô¡l −m¡−Lne) Bl Filename (g¡Cm−ej) ¢c−a q−hz 
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j¡Ep ¢c−u −LÓ¡p h¡VeV¡ ¢LÓL L−l Abh¡ L£−h¡−XÑ Alt+F4 (AÒV+Hg −g¡l) 
¢V−f −fË¡NË¡jV¡ hå Ll¡ k¡−hz 
4.1.2    −fË¡NË¡j ECe−X¡−a L£ L£ B−R−fË¡NË¡j ECe−X¡−a L£ L£ B−R−fË¡NË¡j ECe−X¡−a L£ L£ B−R−fË¡NË¡j ECe−X¡−a L£ L£ B−R    
Bjl¡ HMe öd¤ −j¡V¡j¤¢Vi¡−h S¡e¡l SeÉ −c−M l¡Mh Ju¡XÑ −fË¡NË¡j ECe−X¡V¡−a 
L£ L£ −cJu¡ b¡−Lz Ha ¢LR¥ fËb−jC −nM¡ h¡ j−e l¡M¡ pñh q−h e¡z fË−u¡Se 
j−a¡ H…¢ml p¢WL hÉhq¡l −nM¡ k¡−h f−l −fË¡NË¡jV¡ ¢c−u L¡S Ll¡l pjuz 
hÉhq¡−ll j−dÉ ¢c−u −nM¡ q−m a−hC a¡ j−e b¡L−hz p¤¤al¡w, H…¢ml AbÑ −h¡T¡ 
J j−e l¡M¡l −Qø¡ e¡ Ll¡C i¡mz öd¤ H…¢m pð−å Bf¡aa M¡¢eLV¡ f¢l¢Qa 
q−mC Qm−hz 

−fË¡NË¡j ECe−X¡V¡l HLcj Jf−l −c−M¡ Title Bar (V¡C−Vm h¡l), −kM¡−e 
−mM¡ b¡−L −k g¡CmV¡ −M¡m¡ B−R a¡l e¡jz j−e −l−M¡, Ju¡XÑ −fË¡NË¡jV¡ −M¡m¡ 
q−m ¢e−S −b−LC HLV¡ g¡Cm e¡j ¢c−u −cu, Document 1 (XXXXL¥−j¾V 1), 
k¢ce¡ a¥¢j AeÉ −L¡eJ g¡Cm −M¡−m¡z −fC¾V −fË¡NË¡jV¡l j−a¡C HM¡−eJ V¡C−Vm 
h¡−l B−R Quick Access Toolbar (L¥CL AÉ¡LÚ−pp V¥m h¡l), a¡l h¡y¢c−Ll 
−L¡e¡u Office Button    (A¢gp h¡Ve), k¡ −b−L Bjl¡ f¡C Menu List    (−je¤ 
¢mØV)z V¡C−Vm h¡−ll HLcj X¡e¢c−Ll −L¡e¡u B−R ¢j¢ej¡Cp, ¢j¢ej¡Cp, ¢j¢ej¡Cp, ¢j¢ej¡Cp, 
jÉ¡¢„j¡Cp/−lp−V¡l, −LÓ¡pjÉ¡¢„j¡Cp/−lp−V¡l, −LÓ¡pjÉ¡¢„j¡Cp/−lp−V¡l, −LÓ¡pjÉ¡¢„j¡Cp/−lp−V¡l, −LÓ¡p h¡Ve…−m¡, Bl ¢e−Q B−R Menu Bar    ((((−je¤ h¡l) J 
a¡l ¢e−QC B−R Ribbon Bar (¢lhe h¡l)z  

−je¤ h¡−l l¡M¡ Menu Tab    (−je¤ VÉ¡h) J ¢lhe h¡−l l¡M¡ Ribbon 

Group    (¢lhe NË¥f)    …−m¡ −b−L Bjl¡ clL¡l j−a¡ −je¤ ¢LÓL L−l ¢p−mƒ L−l 
¢e−u −mM¡l pju hÉhq¡l Ll−a f¡¢lz Bjl¡ B−NC −S−e¢R −k −je¤ h¡−l l¡M¡ 
−je¤ VÉ¡h…−m¡ qm HL HLV¡ −je¤…µR, k¡l −je¤…−m¡−L Bjl¡ f¡C ¢lhe h¡−l 
l¡M¡ ¢lhe NË¥f ¢qp¡−hz  

Ju¡XÑ −fË¡NË¡jV¡l HLV¡ h¡s¢a ¢hou qm, Insert    (Cep¡VÑ) −je¤ VÉ¡−hl 
−je¤…µR h¡ ¢lh−e l¡M¡ Tables    (−Vhmp), , , , Shapes    (−nfÚp), Header    (−qX¡l), , , , 
Footer    (g¥V¡l),,,, Text Box    (−V„V h„), Word Art    (Ju¡XÑ BVÑ) CaÉ¡¢c 
−je¤…−m¡ hÉhq¡l Ll−mC Bjl¡ −je¤ h¡−l L−uLV¡ h¡s¢a −je¤…µR f¡−h¡, −kje 
Layout    (−mBEV), , , , Design    (¢Xp¡Ce), , , , Format    (gljÉ¡V) J a¡−cl −je¤…−m¡ 
Bh¡l ¢lh−e −cM¡−hz HV¡ Bf¡aa −S−e l¡M−mC Qm−hz 
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−je¤ h¡−l HL HLV¡ −je¤ VÉ¡h ¢LÓL Ll−m a¡l −je¤ …µR…−m¡ −cM¡u ¢lhe 
h¡−l ¢lhe NË¥f ¢qp¡−hz HC ¢lhe NË¥f…−m¡−a l¡M¡ B−R HL HLV¡ −je¤, k¡ ¢LÓL 
L−l ¢p−mƒ L−l −eJu¡ k¡uz ¢lhe NË¥f…−m¡l am¡u NË¥fV¡l e¡j −cJu¡ B−R, 
Bl f¡−n HLV¡ ¢mØV h¡Ve B−Rz HC ¢mØV h¡VeV¡ ¢LÓL Ll−m JC NË¥−fl 
−je¤…−m¡ ¢e−u L¡S Ll¡l HLV¡ X¡umN h„X¡umN h„X¡umN h„X¡umN h„ B−p, −kM¡−e Bjl¡ HL p¡−b 
L−uLV¡ L¡S ¢WL L−l ¢c−a f¡¢lz 

 
HL HLV¡ −je¤l Jf−l L¡lp¡l H−e l¡M−m −mM¡ g¥−V JW−h, −je¤V¡ ¢c−u L£ 

quz H…−m¡l −L¡eÚV¡ ¢c−u L£ L¡S qu a¡ hÉhq¡l Ll¡l pju i¡m L−l h¤T−a 
f¡l−hz −L¡eJ −L¡eJ −je¤l f¡−n −c−M¡ ¢mØV ¢Qq²V¡ B−Rz HV¡−a ¢LÓL Ll−m 
HLV¡ ¢mØV B−p k¡ −pC −je¤V¡l ¢h¢iæ lLj L¡S Ll¡l Ef¡u…−m¡ −cM¡uz 
ECe−X¡V¡l j¡−T p¡c¡ S¡uN¡V¡ qm Document Area    (XL¥−j¾V H¢lu¡) k¡ HL 
HLV¡ f¡a¡ −cM¡u J −kM¡−e Bjl¡ −mM¡¢m¢M L¢lz Hl Jf−l J h¡y f¡−n B−R 
l¦m¡l, k¡ ¢c−u −mM¡¢m¢Ml S¡uN¡V¡l f¢lj¡f S¡e¡ k¡u, LaV¡ QJs¡ J LaV¡ 
mð¡z HC f¢lj¡f Bjl¡ C¢’ h¡ −p¢¾V¢jV¡−l L−l ¢e−a f¡¢l −je¤ ¢m−ØVl 
Document Area    (XL¥−j¾V H¢lu¡) – Advanced (AÉ¡Xi¡¾pX) Hl j−dÉ l¡M¡ 
Measurement Units (−jp¡l−j¾V CE¢eVp) −b−Lz  

Hh¡−l Jf−ll l¦m¡lV¡l c¤C d¡−l l¡M¡ ¢Qq²…−m¡−a L¡lp¡l ¢e−u −l−M −c−M¡z 
−mM¡ g¥V−h X¡e d¡−llV¡−a, Right Indent    (l¡CV Ce−X¾V) Bl h¡y d¡−l B−R 
¢ae−V ¢Qq² — HLcj ¢e−QlV¡ qm Left Indent    (−mgV Ce−X¾V), a¡l ¢WL 
Jf−llV¡ qm Hanging Indent    (qÉ¡P¢Nw Ce−X¾V) Bl a¡l Jf−llV¡ qm 
First Line Indent    (g¡ØVÑ m¡Ce Ce−X¾V)z Ce−X¾V Ll¡l AbÑ qm −mM¡l 
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m¡CeV¡−L X¡e¢c−L −b−L h¡ h¡y¢cL −b−L HLV¥ −ial ¢c−L p¢l−u l¡M¡z L−l 
−c−M¡, L¡lp¡l−L H…¢ml Jfl −l−M −mgV h¡VeV¡ −Q−f XÊÉ¡N Ll−m l¦m¡−ll 
Jfl H…¢ml ÙÛ¡e pl¡−e¡ k¡uz ECe−X¡−a Jf−ll HC l¦m¡l m¡CeV¡l HLcj h¡y 
fË¡−¿¹ h¡ h¡y¢c−Ll l¦m¡lV¡l ¢WL Jf−l −cM B−lLV¡ ¢Qq² l¡M¡ B−Rz L¡lp¡l−L 
HV¡l Jf−l −l−M −cM HV¡−a L£ −mM¡ B−Rz Hh¡l HV¡−a HLh¡l ¢LÓL L−l¡ J 
L¡lp¡l−L p¢l−u ¢e−u H−p Bh¡l Hl Jf−l H−e l¡−M¡z Hh¡l −c−M¡ ¢Qq²V¡ 
f¡−ÒV −N−Rz HCi¡−h flfl L−uLh¡l L−l −c−M¡ L£ L£ Bp−Rz p¡d¡lZa 
−ki¡−h p¡S¡−e¡ b¡−L a¡ qm, Left Tab    (−mgV VÉ¡h), , , , Centre Tab    (−p¾V¡l 
VÉ¡h), , , , Right Tab    (l¡CV VÉ¡h), , , , Decimal Tab    (−X¢pj¡m VÉ¡h)z HR¡s¡ 
Ce−X¾V Ll¡ HM¡−eJ −cM¡uz HM¡−e ¢LÓL L−l, −mgV, l¡CV, −p¾V¡l h¡ −X¢pj¡m, 
−k−L¡eJ HLV¡ VÉ¡h ¢p−mƒ L−l l¡−M¡z Hh¡l Jf−ll l¦m¡−ll −L¡b¡J HLV¡ ¢LÓL 
L−l¡z −cM−h l¦m¡−l JC VÉ¡h ¢Qq²V¡ h−p k¡−hz HV¡−L pl¡h¡l pqS Ef¡u qm, 
Hl ¢WL Jf−l L¡lp¡l −l−M j¡E−pl −mgV h¡VeV¡ −Q−f XÊÉ¡N Ll¡, Bl HV¡−L 
h¡¢am Ll−a q−m XÊÉ¡N L−l l¦m¡−ll h¡C−l ¢e−u −R−s −cJu¡z HC VÉ¡h…−m¡l 
AbÑ q−m HL HLV¡ m¡C−e −mM¡l −L¡eJ Awn−L l¦m¡−ll VÉ¡h-¢e¢cÑø ÙÛ¡eV¡−a 
pl¡−e¡z H…−m¡l hÉhq¡l Bjl¡ f−l ¢nMhz  

Hh¡−l −c−M¡ ECe−X¡V¡l HLcj ¢e−Ql h¡lV¡z ¢e−Ql HC mð¡ h¡l AwnV¡−L 
h−m Status Bar    (−ØVV¡p h¡l) z HV¡l −L¡b¡J l¡CV ¢LÓL Ll−m Bjl¡ HLV¡ 
¢mØV f¡C, −kM¡e −b−L Bjl¡ fR¾c j−a¡ ¢houV¡ hÉhq¡−l ¢e−a f¡¢lz HV¡l 
pð−å Bl ¢h−no Bf¡aa e¡ S¡e−mJ Qm−hz −ØVV¡p h¡lV¡l h¡y −L¡e¡u −cM¡−µR 
XL¥−j¾VV¡u −j¡V La f¡a¡ B−R J HMe a¥¢j −L¡e f¡a¡u L¡S LlR h¡ 
L¡lp¡lV¡ −l−MR a¡l eðl h¡ Page Number    (−fS e¡ð¡l)z HV¡−a ¢LÓL L−l 
−c−M¡, HLV¡ X¡umN h„ Bp−h −kM¡−e a¥¢j ¢m−M ¢c−a f¡l−h Go to    (−N¡ V¥) 
−k f¡a¡V¡ M¤m−a Q¡J a¡l eðlz HV¡ AhnÉ −q¡j −je¤…−µRl Find    (g¡Cä) 
−je¤V¡−aJ B−R, Bh¡l L£C−h¡−XÑ Ctrl+G ¢Vf−mJ Bjl¡ f¡−h¡z Hl f¡−nC 
B−R XL¥−j¾VV¡−a −j¡V në pwMÉ¡ La a¡l ¢q−phz HV¡−a ¢LÓL Ll−m Bjl¡ 
HLV¡ −j−pS h−„ BlJ ¢LR¥ abÉ f¡−h¡z Hl f−llV¡ −cM¡u h¡e¡e fl£rL h¡ 
Spell Check    (−Øfm −QL) Q¡m¤ B−R ¢Le¡z Bl −cM¡−e¡ B−R −L¡eÚ i¡o¡ h¡ 
Language (mÉ¡‰−uS)    hÉhq¡l Ll¡ q−u−Rz HC i¡o¡l h¡VeV¡−a ¢LÓL L−lJ 
Bjl¡ HLV¡ Dialog Box (X¡umN h„) f¡C, −kM¡−e Bjl¡ i¡o¡ ¢ehÑ¡Qe Ll−a 
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f¡¢lz ¢e−Ql −ØVV¡p h¡lV¡l X¡e¢c−Ll AwnV¡−a H−p¡z fËb−jC f¡yQV¡ h¡Ve B−R, 
−k…−m¡−a ¢LÓL L−l Bjl¡ XL¥−j¾VV¡−L ¢h¢iæi¡−h −cM−a f¡−h¡z p¡d¡lZa 
Bjl¡ Print Layout    (¢fËeV −mBEV) ¢iEV¡C hÉhq¡l L¢lz AeÉ…−m¡ 
fË−u¡Se qu ¢h−no L¡l−Zz Hlfl B−R Bj¡−cl −cM¡l p¤¤¢hd¡l SeÉ ¢Xp−fÔ hs 
h¡ −R¡V Ll¡l hÉhÙÛ¡z Zoom    (S¥j) −úmV¡−a ¢LÓL L−l h¡ h¡VeV¡−a L¡lp¡l 
−l−M −mgV h¡Ve −Q−f XÊÉ¡N L−l HV¡ Ll¡ k¡uz  

Hh¡−l −c−M¡ X¡e¢c−Ll i¡l¢VL¡m −û¡m h¡−ll ¢e−Q L−uLV¡ h¡Ve B−Rz 
H…¢m qm, Previous Page    (¢fË¢iu¡p −fS) h¡ B−Nl f¡a¡u J Next Page    
(−e„V −fS) h¡ f−ll f¡a¡u k¡Ju¡, k¡ Bjl¡ L£C−h¡XÑ ¢c−uJ Ll−a f¡¢lz HC 
c¤−V¡l j¡−T B−R Browse    (hË¡Ep) h¡Ve, k¡ ¢c−u Bjl¡ XL¥−j¾VV¡−a ¢e¢cÑø 
−L¡eJ ¢LR¥ ¢hou…¢m−L −cM−a −f−a f¡¢lz i¡l¢VL¡m −û¡m h¡lV¡l HLcj 
Jf−ll Aw−n B−R BlJ c¤−V¡ h¡Vez ¢eQ −b−L fËbjV¡ qm View Ruler    
(¢iE l¦m¡l) −kV¡ ¢LÓL L−l l¦m¡l Ae h¡ Ag Ll¡ k¡uz Hl Jf−lC B−R 
XL¥−j¾V AwnV¡−L c¤i¡−N Split    (¢ØfÔV) L−l −cM¡−e¡l h¡Vez HV¡ X¡hm ¢LÓL 
Ll−m h¡ XÊÉ¡N L−l ¢e−Q Be−m Bjl¡ HLC XL¥−j¾V−L Jf−l-¢e−Q c¤−V¡ Aw−n 
−cM−a f¡C J HL HLV¡ Aw−n −û¡m L−l −cM−a J L¡S Ll−a f¡¢lz Hl 
p¤¤¢hd¡ qm M¤h hs XL¥−j−¾Vl p¡j−el HLV¡ Awn Bl ¢fR−el AeÉ Aw−n L£ 
B−R −cM¡ J L¡S Ll¡z HV¡−L hå L−l Bh¡l HLV¡ Aw−n ¢g−l k¡Ju¡l Ef¡u 
qm, ¢e−Ql AwnV¡l l¦m¡l m¡CeV¡l Jfl fË¡−¿¹ L¡lp¡l l¡M−m JC ¢ØfÔV ¢Qq²V¡ 
−cM¡−hz HV¡ X¡hm ¢LÓL Abh¡ XÊÉ¡N L−l Jf−l a¥−m ¢e−u −N−mC HC c¤i¡NV¡ 
Q−m k¡−hz Jf−ll X¡e¢c−Ll −L¡e¡u HLV¡ Help    (−qmf) h¡Ve B−Rz HV¡−a 
¢LÓL L−l Bjl¡ CeV¡l−eV Online    (Aem¡Ce) b¡L−m Aem¡Ce −qmf f¡h, 
Bl a¡ e¡ b¡L−m Offline    (Agm¡Ce) −qmf f¡h, Ju¡XÑ −fË¡NË¡jV¡l ¢h¢iæ ¢hou 
pð−åz Bjl¡ Ju¡XÑ −fË¡NË¡jV¡l ECe−X¡−a L£ L£ B−R a¡ −j¡V¡j¤¢V −cMm¡jz 
L¡−S fË−u¡N Ll−a Ll−aC H…¢ml p¢WL AbÑ J hÉhq¡l lç q−hz 

4.2  L£i¡−h V¡Cf L−l −mM¡ qu  
4.2.1 Insertion Point (Cep¡lne f−u¾V) 
Ju¡XÑ −fË¡NË¡jV¡ Q¡m¤ Ll−m −mM¡¢m¢Ml SeÉ −k XL¥−j¾V H¢lu¡V¡ Bjl¡ f¡C a¡l 
HLcj Jf−l h¡y¢c−Ll −L¡e¡u b¡−L Ju¡−XÑ L¡lp¡lV¡, HLV¡ L¡−m¡ c¡y¢s j−a¡ 
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SÆm−R ¢eh−Rz HV¡ qm Ju¡−XÑl Blinking Cursor (¢hÔw¢Lw L¡lp¡l)z Hl j¡−e 
qm, Bjl¡ HC S¡uN¡ −b−L ¢mM−a öl¦ Ll−a f¡lh, h¡ HV¡ −cM¡u Insertion 

Point (Cep¡lne f−u¾V)z mr L−l¡, L¡lp¡lV¡l V¡Cf Ll¡ hZÑ h¡ 
LÉ¡−lLV¡lV¡l ¢WL h¡y−u hp−R—−mM¡ −kje −kje HLV¡ m¡Ce d−l h¡y ¢cL −b−L 
X¡e ¢c−L H−N¡−h, L¡lp¡lV¡J a¡l −n−o H−p AhÙÛ¡e Ll−hz 

 
Hh¡−l −c−M¡, XL¥−j¾V H¢lu¡ HLV¡ f¡a¡−L −cM¡−µR, k¡l h¡y¢c−L J X¡e¢c−L 

j¡¢SÑe Awn l¡M¡ B−Rz HC j¡¢SÑe Awn h¡c ¢c−u Bjl¡ f¡¢µR HL HLV¡ 
−mM¡l m¡Ce Lac§l −k−a f¡−lz HV¡ Bjl¡ Jf−ll l¦m¡l −b−L −cM−a f¡Cz 
HLV¡ m¡Ce V¡Cf L−l −c−M¡ −k m¡CeV¡ f¤−l¡ q−m L¡lp¡l Bf¢e f−ll m¡C−e 
Q−m k¡−µRz p¤¤al¡w, HCi¡−h V¡e¡ V¡Cf L−l −k−a q−hz HL HLV¡ m¡Ce pÇf̈ZÑ 
q−m f−ll m¡Ce Bf¢e Q−m Bp−hz HLV¡ m¡C−e M¡¢eLV¡ −mM¡l fl Enter 
(H¾V¡l) ¢Vf−m Bjl¡ f−ll m¡C−e Q−m k¡C z HV¡ clL¡l qu f−ll 
Paragraph (fÉ¡l¡NË¡g) −mM¡ öl¦ Ll−a, Abh¡ −L¡eJ ¢h−no clL¡−l f¡a¡l 
j¡−T L−uL m¡Ce h¡  A−eLV¡ S¡uN¡ −R−s l¡M−az HLV¡ f¡a¡u L−uL m¡Ce 
¢m−M (h¡ e¡-¢m−M) a¥¢j k¢c f−ll f¡a¡u −mM¡ öl¦ Ll−a Q¡J, a¡q−m 
Ctrl+Enter (¢p¢VBlHm+H¾V¡l) ¢Vf−m f−ll f¡a¡u Q−m k¡−hz HR¡s¡ H¾V¡l 
L£C−ul hÉhq¡l −mM¡l SeÉ fË−u¡Se q−h e¡z  

V¡Cf L−l V¡e¡ −mM¡l pju HL HLV¡ n−ël j¡−T HLV¡ L−l −Øfp R¡s−a 
quz HLV¡ L−l −Øfp R¡s¡l L¡SV¡ phÑc¡ Ll−h Spacebar (−Øfph¡l) HLh¡l 

h¡y¢c−Ll 
j¡¢SÑe 

X¡e¢c−Ll 
j¡¢SÑe 

−mM¡l m¡C−el °cOÑÉ 

¢hÔw¢Lw L¡lp¡l 

XL¥−j¾V H¢lu¡ 
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¢V−fz −L¡eJ L¡l−Z HLV¡ −h¢n −Øfp ¢c−a q−m Tab (VÉ¡h) hÉhq¡l Ll¡ 
E¢Qaz −kje, fÉ¡l¡NË¡g −mM¡l öl¦−a ¢ae¢V h¡ f¡yQ¢V −Øfp ¢c−a quz HV¡ Ll¡ 
E¢Qa VÉ¡h ¢V−fz HLh¡l VÉ¡h ¢Vf−m LaV¡ X¡C−e pl−h −pV¡ Bjl¡ ¢W−L L−l 
¢c−a f¡¢l, k¡ f−l B−m¡Qe¡ Ll¡ q−hz fÉ¡l¡NË¡g öl¦ Ll¡ R¡s¡J, LM−e¡ 
fË−u¡Se qu fl fl L−uL m¡C−e ¢LR¥ në−L p¡¢l−a p¡¢S−u −mM¡ — −kje,   

p¡¢l…−m¡   LM−e¡C   −Øfph¡l ¢c−u   fl fl m¡C−e pj¡e L−l Be¡ 
 k¡u e¡z   HM¡−e a¡C   VÉ¡h hÉhq¡l   Ll−a quz 

HCL¡SV¡ AhnÉ Bjl¡ l¦m¡−l Tab Set (VÉ¡h −pV) ¢e¢cÑø L−l h¢p−u h¡ 
Tables (−Vhmp) ¢c−uJ Ll−a f¡¢l, k¡ f−l ¢nMhz 

−mM¡ V¡Cf L−l HLV¡ f¡a¡ f¤−l¡ q−u −N−m f−ll m¡CeV¡ f−ll f¡a¡−aJ 
Bf¢e Q−m k¡−hz H¾V¡l −Vf¡ clL¡l q−h e¡z HCi¡−h Bjl¡ A−eL f¡a¡l 
XL¥−j¾V °a¢l Ll−a f¡¢lz mr L−l¡, Ju¡XÑ f¡a¡l pwMÉ¡ …−e f¡a¡l eðl 
Bf¢e −cM¡−h ECe−X¡l ¢e−Q h¡y¢c−Ll −L¡e¡u, k¢cJ HC f¡a¡l eðl XL¥−j−¾Vl 
j−dÉ ¢m¢Ma b¡L−h e¡ z Q¡C−m Bjl¡ a¡J Ll−a f¡lh, Insert Page 

Number (Cep¡VÑ −fS e¡ð¡l) ¢c−u, k¡ f−l ¢nMhz 

4.2.2 Move Around (j¤i AÉ¡l¡Eä) 
Hh¡l −cM¡ k¡L −hn L−uL f¡a¡l HLV¡ XL¥−j−¾Vl ¢h¢iæ S¡uN¡ Bjl¡ L£ L−l 
−cM−a f¡¢l h¡ Move Around (j¤i AÉ¡l¡Eä) Ll−a f¡¢l J clL¡l j−a¡ 
−L¡eJ S¡uN¡u −mM¡V¡ f¡ÒV¡−a f¡¢lz HC L¡SV¡ c¤i¡−hC Ll¡ k¡−h L£−h¡XÑ ¢c−u 
Abh¡ j¡Ep ¢c−uz  
L£−h¡XÑ ¢c−uL£−h¡XÑ ¢c−uL£−h¡XÑ ¢c−uL£−h¡XÑ ¢c−u—    Blinking Cursor -V¡ −L¡b¡u B−R −c−M l¡−M¡z Hh¡l L¡lp¡l 
L£C…−m¡ HLh¡l HLh¡l L−l ¢V−f −c−M¡ L¡lp¡lV¡ −L¡b¡u pl−Rz Hi¡−h Bjl¡ 
−k−L¡eJ HLV¡ f¡a¡l −L¡eJ fÉ¡l¡NË−gl j−dÉ ¢hÔw¢Lw L¡lp¡l−L pl¡−a f¡¢lz 
 

L£C ¢V−f −c−M¡ ¢hÔw¢Lw L¡lp¡l pl−h 
 X¡e¢c−L HLV¡ LÉ¡−lLV¡l 
 h¡y¢c−L HLV¡ LÉ¡−lLV¡l 
 ¢e−Ql m¡C−e 
 Jf−ll m¡C−e 
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¢L¿¹¥ QV L−l f−ll fÉ¡l¡NË¡g h¡ AeÉ f¡a¡u k¡h L£ L−l? Hl SeÉ BlJ 
L−uLV¡ Ef¡u ¢e−Q −cJu¡ qmz H…¢m hÉhq¡l L−l −c−M ¢e−a q−hz 

L£C ¢V−f −c−M¡ ¢hÔw¢Lw L¡lp¡l pl−h 
PageUp B−Nl ¢û−e 
PageDown f−ll ¢û−e 
Home −k m¡CeV¡−a B−R a¡l fËb−j 
End −k m¡CeV¡−a B−R a¡l −n−o 
Ctrl + ¢WL f−ll n−ë 
Ctrl + ¢WL B−Nl n−ë 
Ctrl + f−ll fÉ¡l¡NË¡−gl fËb−j 
Ctrl + B−Nl fÉ¡l¡NË¡−gl fËb−j 
Ctrl + PageUp B−Nl f¡a¡l fËb−j 
Ctrl + PageDown f−ll f¡a¡l fËb−j 
Ctrl + Home XL¥−j−¾Vl fËb−j 
Ctrl + End XL¥−j−¾Vl −n−o 
Shift + F5 ¢WL B−N −kM¡−e L¡S Ll¡ q−u¢Rm 
Ctrl +G −k f¡a¡l eðl h−m −cJu¡ q−h 

j¡Ep ¢c−uj¡Ep ¢c−uj¡Ep ¢c−uj¡Ep ¢c−u — j¤i AÉ¡l¡Eä L¡SV¡ BlJ pq−S Ll¡ k¡−hz ¢L¿¹¥ HLV¡ ¢hou 
−Mu¡m l¡M−a q−hz mr L−l¡, ¢hÔw¢Lw L¡lp¡l qm Ju¡−XÑl −mM¡l Cep¡lne 
f−u¾Vz −pV¡ R¡s¡J j¡Ep B−lLV¡ L¡lp¡l −cM¡−µRz −mM¡l Jf−l HV¡ Cw−l¢Sl 
hs q¡−a I-Hl j−a¡z j¡Ep pl¡−m −mM¡ Aw−nl Jfl HV¡J p−lz ¢L¿¹¥ ¢hÔw¢Lw 
L¡lp¡lV¡ p−l e¡z Bh¡l h¡y¢c−Ll j¡¢SÑe Aw−n H−m HC Mouse Cursor 
(j¡Ep L¡lp¡l)-V¡ f¡−ÒV ¢N−u X¡e¢cLj¤¢M ¢al ¢Qq² q−u k¡uz HC ¢al ¢Qq²V¡ 
qu −mM¡l m¡Ce−L ¢p−mƒ Ll¡l SeÉz Hl Lb¡u f−l Bphz 

j¡Ep L¡lp¡l−L −mM¡ Aw−nl −k−L¡eJ S¡uN¡u ¢e−u ¢N−u HLh¡l ¢LÓL L−l¡z 
−c−M¡, ¢hÔw¢Lw L¡lp¡lV¡ JM¡−e H−p −N−R, AbÑ¡v, HMe a¥¢j HM¡−e Insert 
(Cep¡VÑ) Ll−a f¡−l¡ h¡ V¡Cf Ll−a f¡−l¡z Hh¡l f−ll h¡ B−Nl −k−L¡eJ 
f¡a¡u k¡Ju¡z j¡E−pl Scroll Button (−û¡m h¡Ve) ¢c−u HV¡ L−l −c−M¡z 
Abh¡ L−l −c−M¡, X¡e¢c−Ll i¡l¢VL¡m −û¡m h¡−ll Jf−l J ¢e−Q ¢al ¢Q−q² 
¢LÓL Ll−m ¢û−e HL HLh¡−l Jf−l h¡ ¢e−Q HLV¡ L−l m¡Ce EW−h h¡ e¡j−hz 
QV L−l −hn L−uL f¡a¡ B−N h¡ f−l −k−a i¡l¢VL¡m −û¡m h¡−l ¢LÓL L−l h¡ 
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h¡lV¡−L Jf−l-¢e−Q XÊÉ¡N L−l −c−M¡z fË−u¡Se j−a¡ S¡uN¡u j¡Ep L¡lp¡lV¡ 
HLh¡l ¢LÓL L−l¡, ¢hÔw¢Lw L¡lp¡lV¡ JM¡−e H−p k¡−hz 

¢h−no L−l j−e −l−M¡ −k Hi¡−h j¡Ep ¢c−u −û¡m Ll−m ¢L¿¹¥ öd¤ ¢û−e −cM¡−e¡ 
S¡uN¡V¡ f¡ÒV¡u, ¢hÔw¢Lw L¡lp¡lV¡ p−l e¡z JV¡ −kM¡−e ¢Rm −pM¡−eC −b−L k¡u, karZ 
e¡ a¥¢j ¢û−e −cM¡−e¡ −L¡eJ S¡uN¡−a j¡Ep L¡lp¡lV¡−L −l−M HLh¡l ¢LÓL LlRz     

4.2.3 Delete Text ((((¢X¢mV −V„V) 
−mM¡l pju i¥m q−hC, k¡ −mM¡l f−l −cM¡ k¡−h J aMe a¡ −L−V j¤−R ¢c−a 
q−hz HV¡ Ll−a Bj¡−cl L£−h¡−XÑl ¢h−no c¤−V¡ L£C L¡−S Bp−h, Delete Key 
(¢X¢mV L£C) Bl Backspace Key (hÉ¡L−Øfp L£C)z   

j−e l¡−M¡: hÉ¡L−Øfp L£C L¡−V ¢hÔw¢Lw L¡lp¡−ll h¡ Cep¡lne f−u−¾Vl h¡y¢c−Ll Bl 
¢X¢mV L£C L¡−V X¡e¢c−Ll HL HLh¡−l HLV¡ L−l LÉ¡−lLV¡l h¡ −Øfpz 

p¤¤al¡w, −L¡eÚ L£CV¡ hÉhq¡l Ll−h −pV¡ ¢eiÑl Ll−h a¥¢j ¢hÔw¢Lw L¡lp¡−ll 
−L¡e¢c−Ll −mM¡ L¡V−a Q¡CR a¡l Jf−lz HC c¤Ci¡−h L¡V¡ L−uLh¡l hÉhq¡l 
L−l −c−M e¡Jz ¢L¿¹¥ HLV¡ m¡C−e −mM¡ HLV¡ h¡ HL¡¢dL në HLh¡−l −L−V 
j¤−R ¢c−a q−m −a¡ BlJ −L¡eJ pqS Ef¡u Q¡Cz −p…−m¡ ¢e−Q hm¡ qmz  

L£C ¢V−f −c−M¡ ¢hÔw¢Lw L¡lp¡l −b−L L¡V−h 
Ctrl + Backspace h¡y¢c−L f¤−l¡ HLV¡ L−l në 
Ctrl + Delete X¡e¢c−L f¤−l¡ HLV¡ L−l në 

HLh¡−l −mM¡l A−eLV¡ Awn L¡V−a −N−m Bj¡−cl B−N −pC AwnV¡ ¢e¢cÑø h¡ 
¢p−mƒ L−l ¢e−a q−h J a¡lfl ¢X¢mV L£C Abh¡ hÉ¡L−Øfp L£C, −k−L¡eJ 
HLV¡ ¢Vf−mC ¢p−mƒ Ll¡ AwnV¡ −L−V k¡−hz p¤¤al¡w Bj¡−cl ¢nM−a q−h 
Ju¡−XÑl −mM¡ Awn −b−L Bjl¡ fË−u¡Se j−a¡ Awn L£i¡−h ¢p−mƒ Ll−a f¡¢lz 

4.2.4 Selection (¢p−mLne)  
¢h¢iæ fÜ¢a−a −mM¡l Awn ¢p−mƒ L−l −eJu¡ k¡u z mr L−l¡, ¢p−mƒ Ll¡ 
q−m AwnV¡ Highlight (q¡Cm¡CV) q−u k¡uz Highlight (q¡Cm¡CV) 
¢p−mLneV¡ b¡−L e¡ j¡Ep −mgV ¢LÓL Ll−m h¡ L£−h¡−XÑl L¡lp¡l L£C ¢Vf−mz 
¢L¿¹¥ AeÉ −L¡eJ LÉ¡−lLV¡l h¡ −Øfp h¡l ¢Vf−m JC ¢p−mƒ Ll¡ AwnV¡ ¢X¢mV 
q−u −pC LÉ¡−lLV¡lV¡ h¡ −Øfp V¡Cf q−u k¡uz L£ L£ fÜ¢a ¢p−mLne Ll¡ k¡u 
HM¡−e a¡l HLV¡ a¡¢mL¡ −cJu¡ qmz  
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Mouse Drag XL¥−j−¾Vl −L¡eJ HLV¡ S¡uN¡u ¢LÓL L−l ¢hÔw¢Lw 
L¡lp¡lV¡ l¡−M¡, J a¡lfl j¡E−pl −mgV h¡VeV¡ −Q−f 
−l−M j¡Ep−L pl¡J, X¡C−e h¡y−u h¡ Jf−l ¢e−Qz 
−kM¡eV¡−a ¢N−u −mgV h¡VeV¡ R¡s−h −pC fkÑ¿¹ ¢p−mƒ 
q−hz Hi¡−h XL¥−j−¾Vl −k−L¡eJ Awn ¢p−mƒ Ll¡ k¡uz 

Shift+ Mouse Click  −mgV h¡Ve −Q−f j¡Ep XÊÉ¡N Ll¡l f¢lh−aÑ Shift −Q−f 
¢LÓL L−lJ HV¡ Ll¡ k¡uz −k AwnV¡ ¢p−mƒ Ll−a Q¡J 
a¡l Bl−ñ (h¡ −n−o) ¢hÔw¢Lw L¡lp¡lV¡ l¡−M¡ j¡Ep 
¢LÓL L−lz Hh¡l AwnV¡l −n−o (h¡ Bl−ñ) j¡Ep 
L¡lp¡l ¢e−u ¢N−u Shift −Q−f j¡Ep ¢LÓL L−l¡z 

Shift+Cursor Key Shift −Q−f L¡lp¡l L£C ¢c−uJ ¢p−mLne Ll¡ k¡−h, 
¢hÔw¢Lw L¡lp¡−ll X¡C−e, h¡y−u, Jfl h¡ ¢e−Ql m¡C−ez 

Shift+PageUp Shift −Q−f −l−M PageUp ¢V−f Bjl¡ ¢hÔw¢Lw 
L¡lp¡−ll Jf−ll Awn ¢p−mƒ Ll−a f¡¢lz 

Shift+PageDown Shift −Q−f −l−M PageDown ¢V−f Bjl¡ ¢hÔw¢Lw 
L¡lp¡−ll ¢e−Ql Awn ¢p−mƒ Ll−a f¡¢lz 

Ctrl+ Mouse Drag  ¢h¢iæ R¡s¡ R¡s¡ Awn ¢p−mƒ Ll¡ k¡−h, Ctrl −Q−f 
Awn…¢ml Jfl j¡E−pl −mgV h¡Ve −Q−f j¡Ep pl¡−mz 

Ctrl+ Mouse Click f¤−l¡ HLV¡ h¡LÉ ¢p−mƒ Ll¡ k¡−hz 
Double Click −L¡eJ n−ël Jfl j¡Ep X¡hm ¢LÓL Ll−m nëV¡ 

¢p−mƒ Ll¡ k¡−hz 
Tripple Click −L¡eJ fÉ¡l¡NË¡−g ¢aeh¡l ¢LÓL Ll−m f¤−l¡ fÉ¡l¡NË¡gV¡ 

¢p−mƒ Ll¡ q−u k¡−hz 

F8 then Cursor key −Q−f l¡M¡l hc−m F8HLh¡l ¢V−f ¢e−m L¡lp¡l L£C J 
−fS-Bf, −fS-X¡Ee L£C…−m¡ ¢c−u ¢p−mƒ Ll¡ k¡−hz 
Esc L£C ¢Vf−m F8 ¢p−mLne −j¡X Q−m k¡−hz 

Click on Left Margin 

Selection Bar 

HLV¡ m¡Ce J h¡Ve −Q−f −l−M j¡Ep Jf−l-¢e−Q XÊÉ¡N 
Ll−m HL¡¢dL m¡Ce ¢p−mƒ Ll¡ k¡−hz 

Double Click on Left 

Margin Selection Bar 

f¤−l¡ fÉ¡l¡NË¡gV¡ ¢p−mƒ Ll¡ q−u k¡−hz 

Alt+Mouse Drag h¡ 
Ctrl+Shift+F8 

Then use Cursor Key 

XL¥−j¾V ¢û−e −L¡eJ Lm¡j h¡ p¡¢l−a −mM¡ Awn 
¢p−mƒ Ll¡ z 
 

Ctrl+A f¤−l¡ XL¥−j¾V ¢p−mƒ Ll¡ z ¢lh−e −q¡j −je¤…−µRl X¡e 
f¡−n l¡M¡ Select All  (¢p−mƒ AmÚ ) −je¤ ¢c−uJ quz 
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4.2.5 Undo (BeX¥), Redo (¢lX¥), J Repeat (¢l¢fV)   
i¥m L−l ¢LR¥ V¡Cf L−l −mM¡ h¡ L¡V¡l pju, Abh¡ −L¡eJ ¢LR¥ Cep¡lV h¡ 
−L−V −cJu¡l fl clL¡l q−aC f¡−l JV¡ e¡ Ll¡z AbÑ¡v, k¡ Ll¡ q−u−R −pV¡ 
h¡¢am Ll¡z Hl SeÉ L¥CL AÉ¡LÚ−pp V¥mh¡−ll Undo (BeX¥) ¢LÓL Ll−a quz 
Bh¡l qua i¥m L−l −kV¡ BeX¥ Ll¡ qm −pV¡−L −glv Be¡ clL¡l q−hz a¡l 
SeÉ B−R Redo (¢lX¥)z H…−m¡ XL¥−j¾V g¡C−m −mM¡l pju L¡−S m¡−Nz  

¢h−no L¡−S m¡−N Ju¡−XÑ F4 (Hg −g¡l) L£CV¡z HV¡ ¢c−u Bjl¡ f¡C 
Repeat Last Action (¢l¢fV m¡ØV AÉ¡Lne)z j−e L−l¡ −mM¡l A−eL S¡uN¡u 
Lj¡ ¢Qq²V¡ hp¡−a q−hz fËb−j HLV¡ S¡uN¡u Lj¡ V¡Cf L−l ¢e−u HL HL L−l 
f−ll S¡uN¡…−m¡−a ¢hÔw¢Lw L¡lp¡l ¢e−u k¡J J F4 −V−f¡z Lj¡ ¢Qq²V¡ h−p 
k¡−h, h¡lh¡l Lj¡ V¡Cf Ll−a q−h e¡z   

4.3 Editing Text (H¢X¢Vw −V„V) J Formatting Text (gljÉ¡¢Vw 
−V„V)— −mM¡l i¥m öÜ J qlg f¢lhaÑe Ll¡ 

Editing Text (H¢X¢Vw −V„VH¢X¢Vw −V„VH¢X¢Vw −V„VH¢X¢Vw −V„V))))    
−mM¡−m¢M pÇf̈ZÑ Ll¡l fl Abh¡ j¡−Tj−dÉC −mM¡u i¥m pw−n¡de Ll¡, h¡ 
−mM¡V¡l ¢LR¥ f¢lhaÑe Ll¡l clL¡l q−hz i¥m pw−n¡de Ll−a Bj¡−cl L£ L£ 
Ll¡ clL¡l q−a f¡−l — 

1. i¥m…−m¡ −L−V h¡c −cJu¡ h¡ ¢X¢mV Ll¡, 
2. −mM¡l j¡−T ea¥e ¢LR¥ ¢m−M −Y¡L¡−e¡ h¡ Cep¡VÑ Ll¡, 
3. −mM¡l −L¡eJ Aw−nl hc−m ea¥e ¢LR¥ −mM¡ h¡ Ji¡lV¡Cf, 
4. −mM¡l ¢h¢iæ Awn−L B−N f−l Ll¡, 
5. −L¡eJ ¢h−no në −mM¡ q−u−R ¢Le¡ M¤y−S −cM¡ J fË−u¡Se j−a¡ a¡l 

hc−m AeÉ në hp¡−e¡, J 
6. n−ël h¡e¡e J h¡−LÉl NWe ¢WL B−R ¢Le¡ −cM¡ z  

4.3.1 Delete Text (¢X¢mV −V„V) ¢X¢mV −V„V) ¢X¢mV −V„V) ¢X¢mV −V„V)     
i¥m…−m¡ −L−V h¡c −cJu¡ h¡ ¢X¢mV Ll¡l ¢h¢iæ Ef¡u Bjl¡ B−Nl f¡−WC 
¢n−M ¢e−u¢Rz HM¡−e HV¡ B−m¡Qe¡ a¡C clL¡l −eC z 
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4.3.2 Insert Text  (Cep¡VÑ −V„V)  

B−NC mr L−lR −k Ju¡−XÑ V¡Cf Ll¡l pju −mM¡V¡ phÑc¡C ¢hÔw¢Lw L¡lp¡l h¡ 
Cep¡lne f−u−¾Vl h¡y¢c−L h−p, J −kje −kje −mM¡ V¡Cf qu ¢hÔw¢Lw L¡lp¡lV¡ 
a¡l −n−o (X¡C−e) H−p AhÙÛ¡e L−lz JC S¡uN¡−a k¡ −mM¡ ¢Rm a¡ ¢L¿¹¥ L¡−V 
e¡, öd¤ X¡e ¢c−L Bf¢e p−l HC Cep¡ln−el S¡uN¡ L−l −cuz Ju¡−XÑ 
Insertion Mode (Cep¡lne −j¡X) Ll¡ b¡L−m HV¡ quz p¤¤al¡w −L¡b¡J BlJ 
¢LR¥ ¢m−M −Y¡L¡−a −N−m Bj¡−cl B−N ¢hÔw¢Lw L¡lp¡l−L ¢WL −pCM¡−e ¢e−u 
−k−a q−hz 

4.3.3 Overtype Text  (Ji¡lV¡Cf −V„V) 
k¢c Bj¡−cl HV¡ fË−u¡Se qu −k −L¡eJ Aw−nl −mM¡l hc−m ea¥e ¢LR¥ V¡Cf 
L−l −mM¡z AbÑ¡v B−Nl −mM¡ −L−V a¡l S¡uN¡u ea¥e −mM¡ V¡Cf Ll¡, a¡q−m 
−pV¡−L hm¡ q−h Overtype (Ji¡lV¡Cf)z HV¡ Ll−a −N−m Ju¡−XÑ Overtype 

Mode (Ji¡lV¡Cf −j¡X) L−l l¡M−a q−hz Ju¡XÑ ECe−X¡l ¢e−Ql Status 

Bar (−ØVV¡p h¡l) My¥−S −c−M¡ Cep¡lne Abh¡ Ji¡lV¡Cf −j¡X −cM¡−e¡ B−R 
¢Le¡z e¡ b¡L−m −ØVV¡p h¡−l l¡CV ¢LÓL Ll−m HLV¡ ¢mpV Bp−h J −pM¡−e 
Ji¡lV¡Cf BC−VjV¡ ¢LÓL L−l ¢e−a q−hz −k h¡VeV¡ Bp−h −pV¡ Toggle 
(VNÚmÚ) h¡Ve, j¡−e HLh¡l ¢LÓL Ll−m Cep¡VÑ Bl f−ll h¡l ¢LÓL Ll−m 
Ji¡lV¡Cf −j¡X q−hz 

4.3.4  Copy  (L¢f) Paste (−fØV) J Cut (L¡V) Paste (−fØV)   
HC f¤¢Ù¹L¡l fËbj i¡−N g¡Cm J −g¡ô¡l ¢WLi¡−h p¡¢S−u l¡M¡l B−m¡Qe¡l pju 
L¢f-−fØV J L¡V-−fØV h¤¢T−u hm¡ q−u−Rz j−e e¡ b¡L−m −pV¡ Bh¡l −c−M 
e¡Jz HR¡s¡ HM¡−e B−Nl f¡−WC B−m¡Qe¡ Ll¡ q−u−R Ju¡XÑ XL¥−j−¾Vl −L¡eJ 
Awn L£ L£ Ef¡−u ¢p−mƒ Ll¡ k¡uz  
¢ehÑ¡¢Qa h¡ ¢p−mƒ Ll¡ Awn L¢f L−l AeÉ −L¡b¡u −fØV Ll−m −pM¡−eJ ¢p−mƒ 
Ll¡ Awn¢V H−p k¡u J −p¢V −kM¡−e ¢Rm −pM¡−eJ −b−L k¡uz L¡V L−l −fØV 
Ll−m ¢p−mƒ Ll¡ Awn¢V ¢L¿¹¥ Bl −pM¡−e b¡−L e¡, j¤−R k¡uz −kM¡−e −fØV 
Ll¡ qm öd¤ −pM¡−eC −pV¡ Q−m B−pz AbÑ¡v, L¡V-−fØV L−l Bjl¡ ¢p−mƒ Ll¡ 
AwnV¡−L pl¡−a f¡¢l, k¡−L Move (j¤i) Ll¡ hm¡ quz j−e −l−M¡, L¢f h¡ 
L¡V L−l Bjl¡ ¢p−mƒ Ll¡ AwnV¡−L Clipboard (¢LÓf−h¡XÑ) h¡ Lj¢fEV¡−ll 
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Memory (−jj¢l)-−a l¡¢Mz a¡C karZ e¡ Bh¡l AeÉ −L¡eJ ¢LR¥ ¢LÓf−h¡−XÑ 
l¡M¡ q−µR L¢f h¡ L¡V L−l, B−NlV¡ −b−LC k¡u J h¡l h¡l −fØV Ll¡ k¡u, 
Hje¢L Ju¡XÑ −fË¡NË¡jV¡ hå L−l ¢c−mJ JV¡ −jj¢l−a −b−L k¡−h J Bh¡l −fØV 
Ll¡ k¡−h AeÉ −L¡b¡Jz  
XL¥−j−¾Vl ¢p−mƒ Ll¡ Awn¢V −L¡b¡J L¢f-−fØV h¡ L¡V-−fØV Ll¡l ¢ae−V 
Ef¡u B−R — −fË¡NË¡−jl −je¤ hÉhq¡l L−l, j¡Ep hÉhq¡l L−l, Abh¡ L£−h¡XÑ 
hÉhq¡l L−lz   
−fË¡NË¡−jl −je¤ hÉhq¡l L−l−fË¡NË¡−jl −je¤ hÉhq¡l L−l−fË¡NË¡−jl −je¤ hÉhq¡l L−l−fË¡NË¡−jl −je¤ hÉhq¡l L−l—B−N −k AwnV¡ L¢f h¡ L¡V Ll−a q−h −pV¡ 
¢p−mƒ L−l¡z Hh¡l −je¤h¡−l −q¡j −je¤ VÉ¡−hl ¢lh−el h¡y¢c−L −c−M¡ Clipboard 
(¢LÓf−h¡XÑ) NË¥fV¡z JM¡−e f¡−h Copy, Cut, J Paste Icon (BCLe) h¡ 
¢Qq²…−m¡z L¢f Ll−h e¡ L¡V Ll−h −pC Ae¤k¡u£ BCLeV¡−a ¢LÓL L−l¡z Hlfl 
−kM¡−e −fØV Ll−a Q¡J, −pCM¡−e ¢hÔw¢Lw L¡lp¡l−L ¢e−u l¡−M¡ J Hh¡l −je¤l 
−fØV BCLeV¡ ¢LÓL L−l¡z 
j¡Ep hÉhq¡l L−lj¡Ep hÉhq¡l L−lj¡Ep hÉhq¡l L−lj¡Ep hÉhq¡l L−l— ¢p−mƒ Ll¡ Aw−n j¡Ep L¡lp¡l −l−M l¡CV ¢LÓL L−l¡z −k 
¢mØVV¡ Bp−h a¡l L¢f h¡ L¡V BC−VjV¡ ¢LÓL L−l e¡Jz Hh¡l −kM¡−e −fØV 
Ll−a Q¡J −pM¡−e j¡Ep L¡lp¡l ¢e−u ¢N−u HLh¡l −mgV ¢LÓL L−l¡z ¢hÔw¢Lw 
L¡lp¡l h¡ Cep¡lne f−u¾VV¡ HM¡−e −cM¡−h J Hh¡l l¡CV ¢LÓL L−l¡z −pC HLC 
¢mØV Bp−h k¡l −fØV BC−VjV¡ −mgV ¢LÓL Ll−m −fØV q−u k¡−hz 
L£−h¡XÑ hÉL£−h¡XÑ hÉL£−h¡XÑ hÉL£−h¡XÑ hÉhq¡l L−lhq¡l L−lhq¡l L−lhq¡l L−l — HLC i¡−h q−h, öd¤ L¢f Ll−a Ctrl+C, L¡V Ll−a 
Ctrl+X, Bl −fØV Ll−a Ctrl+V hÉhq¡l Ll−a q−hz ¢ae¢Vl −k−L¡eJ 
HL¢V fÜ¢a, h¡ ¢j¢m−u-¢j¢n−u hÉhq¡l Ll¡ k¡−h, −kV¡ p¤¤¢hd¡z  

4.3.5 Find (g¡C™g¡C™g¡C™g¡C™))))    J J J J Replace (¢l−fÔp¢l−fÔp¢l−fÔp¢l−fÔp) ) ) )     
A−eL pju XL¥−j−¾Vl −mM¡−a −L¡eJ ¢h−no HL¢V në h¡ në-hå (c¤-¢ae−V 
fl fl në) h¡ −L¡eJ ¢Qq² hÉhq¡l Ll¡ q−u−R ¢Le¡ My¥−S −cM−a Find 

(g¡C™) g¡C™) g¡C™) g¡C™) Hhw a¡l hc−m AeÉ ¢LR¥ −mM¡l fË−u¡Se q−a f¡−l, k¡−L h−m 

Replace (¢l−fÔp)¢l−fÔp)¢l−fÔp)¢l−fÔp)z j−e L−l¡ a¥¢j −cM−a Q¡J −L¡eJ −mM¡−a −L¡b¡u −L¡b¡u 
have been në c¤−V¡ hÉhq¡l Ll¡ q−u−Rz HV¡ −q¡j −je¤ VÉ¡−hl ¢lh−el H¢X¢Vw 
−je¤ NË¥−fl Find (g¡Cä) −je¤V¡ ¢c−u Ll¡ k¡−hz XL¥−j¾VV¡l −k−L¡eJ S¡uN¡ 
(j¡−e −kM¡−e ¢hÔw¢Lw L¡lp¡lV¡ B−R) −b−LC L¡SV¡ öl¦ Ll¡ k¡uz  
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g¡Cä −je¤V¡ ¢LÓL Ll−m Abh¡ Alt+F (AÒV Hg) ¢Vf−m HLV¡ Dialogue 

Box (X¡umN h„) Bp−h, −kM¡−e në c¤−V¡ ¢WL ¢WL ¢mM−a q−hz Hh¡−l HL 
HL h¡l Find Next (g¡Cä −e„V) h¡VeV¡u ¢LÓL L−l −kM¡−e −kM¡−e nëc¤−V¡ 
B−R −pV¡ HL HL L−l −cM−a f¡−h J Q¡C−m a¥¢j HL HLV¡ S¡uN¡u h¡ a¡l 
B−N f−l ¢LR¥ V¡CfJ Ll−a f¡l−h, J a¡lfl Bh¡l −M¡yS¡ h¡ g¡Cä L¡SV¡ 
Q¡¢m−u −k−a f¡l−h g¡Cä −e„V h¡VeV¡u ¢LÓL L−lz XL¥−j−¾Vl −n−o −f±y−R −N−m 
Bh¡l HLV¡ X¡umN h„ Bp−h, XL¥−j¾VV¡l fËbj −b−L a¥¢j −cM−a Q¡J ¢Le¡ 
−pV¡ hm¡l SeÉz    

Bh¡l j−e L−l¡, his (¢qp) nëV¡−L f¡−ÒV her (q¡l) Ll−a q−hz g¡Cä 
−je¤−a ¢LÓL L−l X¡umN h„V¡l ¢l−fÔp VÉ¡hV¡ ¢LÓL L−l e¡J, Abh¡ fËb−jC 
¢l−fÔp −je¤V¡C ¢LÓL L−l¡ e¡Jz X¡umN h−„ g¡Cä-Hl S¡uN¡u his −m−M¡ J 
¢l−fÔp-Hl S¡uN¡u her −m−M¡ z HV¡ p¡hd¡−e Ll¡ E¢Qa, k¡−a i¥m −mM¡ −ke e¡ 
quz   

HL HLh¡−l HLV¡ L−l në f¡ÒV¡−a g¡Cä −e„V h¡VeV¡ ¢LÓL L−l nëV¡ 
B−N −c−M e¡J J f¡ÒV¡−a q−m a¡lfl ¢l−fÔp h¡VeV¡  ¢LÓL L−l¡z e¡ −c−M 
ph…−m¡ k¢c HLh¡−l f¡ÒV¡−a Q¡J −a¡ Replace All (¢l−fÔp AmÚ h¡VeV¡) ¢LÓL 
L−l¡z ¢L¿¹¥ HM¡−e HV¡ Ll¡ qu−a¡ ¢WL q−he¡, L¡lZ this nëV¡l j−dÉJ −a¡ 
his B−Rz a¡C, JC this …−m¡J −k ther q−u k¡−hz Hl Ef¡u qm X¡umN 
h−„l More (−j¡l) h¡VeV¡ ¢LÓL L−l Search Options (p¡QÑ AfÚnep) …−m¡ 
f¡−h, −kM¡−e Find whole words only (g¡Cä −q¡m Ju¡XÑp JeÚ¢m) 
AfÚneV¡l f¡−nl Check Box (−QL h„) ¢LÓL L−l ¢VL ¢c−u ¢e−a q−hz 
a¡q−m Bl HC pjpÉ¡V¡ q−h e¡z p¡QÑ AfÚn−el j−dÉ BlJ L−uLV¡ hÉhÙÛ¡ L−l 
−cJu¡ B−R, −k…−m¡ f−l clL¡l j−a¡ ¢n−M −eJu¡  k¡−hz −kje Match case 
(jÉ¡Q −Lp) clL¡l q−h k¢c Bjl¡ Q¡C h¡−LÉl Bl−ñ This-−L Af¢lh¢aÑa 
−l−M h¡−LÉl j¡−Tl this-…−m¡−L that L−l ¢c−az j−e −l−M¡, HL¡¿¹ ¢e¢ÕQa e¡ 
q−u ¢l−fÔp AmÚ hÉhq¡l e¡ Ll¡C i¡mz g¡Cä ¢l−fÔp L¡SV¡ Bjl¡ öd¤j¡œ 
¢p−mƒ Ll¡ Aw−nJ Ll−a f¡¢lz −pM¡−e ¢l−fÔp AmÚ Ll−m −L¡eJ i¥m q−mJ 
hs c¤OÑVe¡ O−V e¡z ¢p−mƒ Ll¡ Aw−n L¡SV¡ q−u k¡Ju¡l f−l X¡umN h„ f¡−h 
h¡¢L Aw−n Ll−a Q¡J ¢Le¡ −pV¡ h−m ¢c−az  
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4.3.6     Spell Check (−Øfm −QL) J Grammar Check (NË¡j¡l −QL)    
Ju¡XÑ −fË¡NË¡−j −Øfm −QL J NË¡j¡l −QL Bfe¡ −b−LC Q¡m¤ q−u b¡−Lz −L¡eJ 
n−ël h¡e¡e, −fË¡NË¡jV¡−a l¡M¡ Cw−l¢S Dictionary (¢XLÚne¡¢l) h¡ A¢id¡e 
Ae¤k¡u£ i¥m h¡ A¢id¡−e e¡ b¡L−m, nëV¡l am¡u m¡m l−Pl −lM¡ −cM¡−hz 
−fË¡NË¡−j −l−M −cJu¡ NË¡j¡l h¡ hÉ¡LlZ Ae¤k¡u£ h¡−LÉl NWe ¢WL e¡ q−m f¤−l¡ 
h¡LÉ¢V h¡ a¡l i¥m Awn¢Vl ¢e−Q ph¤S l−Pl −lM¡ −cM¡−hz HV¡ öd¤ ¢û−eC 
−cM¡uz Print (¢fË¾V) Ll¡ q−m HC −lM¡…−m¡ ¢fË¾V que¡z  

−Øfm −QL J NË¡j¡l −QL hå Ll−a Q¡C−m −ØVV¡p h¡−l Language 
(mÉ¡‰−uS) h¡Ve Abh¡ Review Menu (¢l¢iE −je¤) VÉ¡−hl ¢lh−e Proofing 
(fË¥¢gw) NË¥−f Set language (−pV mÉ¡‰−uS) −je¤V¡ ¢LÓL Ll−a q−h, J X¡umN 
h−„ Do not check spelling or grammar (X¥ eV −QL −Øf¢mw Jl NË¡j¡l) 
−QL h−„ ¢LÓL L−l ¢VL ¢c−a q−hz HM¡−eC −k…−m¡ −cJu¡ B−R a¡l j−dÉ −L¡eÚ 
mÉ¡‰−uSV¡ Q¡J h−m ¢c−a f¡l−hz   

¢l¢iE −je¤ VÉ¡−hl ¢lh−e Proofing (fË¥¢gw) NË¥−fl Spelling & 

Grammar (−Øf¢mw AÉ¡™ NË¡j¡l) −je¤V¡ ¢LÓL L−l a¥¢j −L¡eJ ¢p−mƒ Ll¡ 
Awn h¡ f¤−l¡ XL¥−j¾V¡l −Øf¢mw J NË¡j¡l −QL Ll−a f¡l−hz −QL Ll¡l pju 
HLV¡ X¡umN h„ M¤m−hz −k në…−m¡l h¡e¡e i¥m h¡ f¡u¢e −p…−m¡ m¡m l−P 
−cM¡−h J XL¥−j−¾V HLV¡ HLV¡ L−l q¡Cm¡CV Ll¡ b¡L−hz a¥¢j Q¡C−m −p…−m¡ 
XL¥−j−¾V V¡Cf L−l ¢WL Ll−a f¡−l¡, Abh¡ Ignore (CNÚ−e¡l Ju¡¾p), Ignore 

all (CNÚ−e¡l AmÚ) h¡ Add to Dictionary (AÉ¡X V¥ ¢XLne¡¢l) Ll−a f¡−l¡z 
NË¡j¡l −QL AfÚneV¡ ¢VL −cJu¡ b¡L−m X¡umN h−„ HL HLV¡ L−l −pC 
h¡LÉ…−m¡ −cM¡−h −k…−m¡ −fË¡NË¡−jl ¢eSü NË¡j¡l Ae¤k¡u£ ¢WL eu, J pñh q−m 
HLV¡ ¢hLÒf h¡LÉ Suggetion (p¡−Sne) ¢qp¡−h −c−hz Q¡C−m HC ¢hLÒf 
h¡LÉV¡−L ¢e−a f¡−l¡ Change (−QeÚS) ¢LÓL L−lz j−e −l−M¡, HC p¡−Sn−el 
¢hLÒf h¡LÉV¡ phÑc¡ ¢WL que¡ J h¡−LÉl j¡−eV¡J f¡m−V −k−a f¡−l, ¢h−noa 
hs S¢Vm h¡−LÉl −r−œz 
Formatting Text (gljÉ¡¢Vw −V„VgljÉ¡¢Vw −V„VgljÉ¡¢Vw −V„VgljÉ¡¢Vw −V„V))))    
−V„V gljÉ¡¢Vw Ll¡l pju Bjl¡ −c−M ¢eC −mM¡u −k −k qlg hÉhq¡l Ll¡ 
q−u−R a¡ fR¾cpC ¢Le¡ J −mM¡l phÑœ ¢WL B−R ¢Le¡z HV¡ Ll¡ Ef¡u qm 
Home Menu (−q¡j −je¤) VÉ¡−hl ¢lh−e l¡M¡ Font (g¾V) NË¥fV¡l −je¤…−m¡, 
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Abh¡ g¾V −mM¡ ¢lhe NË¥fV¡l X¡ef¡−n l¡M¡ ¢mØV h¡VeV¡ ¢LÓL L−l Font 

Dialogue Box (g¾V X¡umN h„) M¤−m −pM¡−e −L¡eÚV¡ −L¡eÚV¡ Q¡C h−m −cJu¡z 
−V„V gljÉ¡V Ll¡l pju Bj¡−cl −k AwnV¡ gljÉ¡V Ll−a h¡ f¡ÒV¡−a Q¡C 
−pV¡ B−N ¢p−mƒ L−l ¢e−a quz f¤−l¡ XL¥−j−¾Vl −mM¡ qlg…−m¡ JC HLi¡−h 
f¡ÒV¡−a q−m B−N f¤−l¡ XL¥−j¾V¡C ¢p−mƒ Ll−a q−hz     

4.3.7 Font (g¾V),    Font Size (g¾V p¡CS) JJJJ Font Style (g¾V ØV¡Cm)    
−mM¡u ¢h¢iæ dl−el qlg hÉhq¡l Ll¡ −k−a f¡−lz ql−gl dle…−m¡−L h−m 
g¾V, J fË−aÉLV¡l HL HLV¡ Font Name (g¾V −ej) h¡ e¡j B−Rz qlg…−m¡ 
−R¡V hs e¡e¡ BL¡−l hÉhq¡l Ll¡ k¡uz H−L h−m Font Size (g¾V p¡CS)z 
Bh¡l, p¡d¡lZi¡−h hÉhq¡l Ll¡ Regular Font (−l…m¡l g¾V) R¡s¡J ¢ae−V 
lL−jl L¡uc¡ h¡ Font Style (g¾V ØV¡Cm) Ll¡ k¡u — Bold (−h¡ô), 
Italics (BCV¡¢mLÚp) J Underline (B™¡lm¡Ce)z HC ØV¡Cm…−m¡ HLC 
qlg h¡ n−ë HLp¡−bJHLp¡−bJHLp¡−bJHLp¡−bJ fË−u¡N Ll¡ k¡uz  

−q¡j −je¤ VÉ¡−hl ¢lh−e l¡M¡ g¾V NË¥fV¡l −je¤…−m¡ −cMz Jf−lC B−R g−¾Vl 
e¡j −mM¡ HLV¡ S¡uN¡ J a¡l f¡−n HLV¡ ¢mØV h¡Vez ¢mØV h¡VeV¡ ¢LÓL Ll−m 
Lj¢fEV¡−l ka…−m¡ g¾V B−R a¡l ¢mØVV¡ M¤m−hz Hl −b−L −kV¡ a¥¢j ¢LÓL 
Ll−h −pC g¾VV¡ ¢ehÑ¡¢Qa q−u k¡−h −a¡j¡l −mM¡l SeÉ, J −pV¡l e¡j g−¾Vl 
e¡−jl S¡uN¡V¡−a −cM¡−hz Hl f¡−n B−R g¾V p¡CSz HV¡J a¥¢j HLC i¡−h 
¢WL L−l ¢e−a f¡l−hz  

−mM¡ öl¦ Ll¡l pju fËb−jC g¾V J g¾V p¡CSV¡ ¢WL L−l −eJu¡ i¡mz 
j−e −l−M¡, −L¡eJ HLV¡ −mM¡u HL¡¢dL g¾V hÉhq¡l M¤h HLV¡ i¡m −cM¡u e¡z 
¢h−no fË−u¡Se R¡s¡ −pV¡ e¡ Ll¡C i¡mz −mM¡l S¡uN¡u S¡uN¡u fË−u¡Se j−a¡ 
ØV¡Cm Bjl¡ −mM¡l pju h¡ f−lJ L−l ¢e−a f¡¢lz 

¢lh−el HC −je¤ NË¥fV¡−a ¢e−Ql Aw−n B−R HL HLV¡ ØV¡Cm −eJu¡l 
h¡Ve…−m¡ B  I  U z H…−m¡ VNÚmÚ h¡Ve, ¢LÓL L−l Ae-Ag Ll¡ qu, Abh¡ 
hÉhq¡l Ll¡ k¡u Ctrl+B, Ctrl+I, Ctrl+Uz HC h¡Ve…−m¡ ¢LÓL L−l Ae 
(q¡Cm¡CV) L−l ¢e−uJ −mM¡ k¡uz a¡lfl −mM¡u H…−m¡ e¡ Q¡C−m Bh¡l ¢LÓL 
L−l Ag L−l ¢e−a q−hz mr L−l¡, −L¡eJ Aw−n HC ØV¡Cm…−m¡ fË−u¡N Ll¡ 
q−m, L¡lp¡l −pC Aw−n l¡M−m HC ØV¡Cm h¡VeV¡ q¡Cm¡CV q−u −h¡T¡−h −k HC 
ØV¡CmV¡ hÉhq¡l Ll¡ B−Rz −mM¡l f−l −k n−ë h¡ Aw−n −L¡eJ ¢h−no ØV¡Cm 
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fË−u¡N Ll−a Q¡J, −pV¡ B−N ¢p−mƒ L−l ¢e−a q−h, J a¡lfl HC −je¤ 
h¡Ve…−m¡ ¢LÓL Abh¡ L£−h¡XÑ h¡Ve…−m¡ HLh¡l ¢Vf−a q−hz HV¡ Ll¡l ¢WL 
f−lC k¢c AeÉ Aw−nJ HV¡ Ll−a Q¡J −a¡ −pC AwnV¡ ¢p−mƒ L−l F4 ¢Vf−m 
L¡SV¡ pqS q−u k¡uz  

4.3.8 Font Effect    (g¾V H−gƒ) JJJJ  Font Color (g¾V L¡m¡l)            
¢lh−el g¾V −je¤ NË¥fV¡l ¢e−Ql Aw−n f−ll L−uLV¡ h¡Ve ¢c−u Bjl¡ −mM¡l 
−L¡eJ Aw−n g¾V H−gƒ, −kje Strike through (ØVÊ¡CL bË¥), Superscript 
(p¤¤f¡l¢ûÃV), Subscript (p¡hp¢ûÃV), Change Case (−Q” −Lp) h¡ −R¡V 
q¡−al −mM¡−L hs q¡−al J E−ÒV¡V¡ Ll¡, Font Color    (g¾V L¡m¡l) Ll−a 
f¡¢l HLCi¡−hz BlJ lL−jl g¾V H−gƒ Be¡ k¡u, k¡ Font Dialogue Box 

(g¾V X¡umN h„) M¤−m −cM−a f¡−hz  

4.3.9 Text Highlight (−V„V q¡Cm¡CV) J  
Character Spacing (LÉ¡−lLV¡l −Øf¢pw) 

−mM¡l −L¡eJ n−ë h¡ Aw−n ¢h−no cª¢ø BLoÑZ Ll−a Bjl¡ −pV¡ ¢h¢iæ l−P 
q¡Cm¡CV Ll−a f¡¢lz HC lP…−m¡ f¡−h q¡Cm¡CV h¡VeV¡l f¡−nl ¢m−ØV ¢LÓL 
L−lz HV¡ ¢L¿¹¥ g¾V L¡m¡−ll p−‰ …¢m−u −g−m¡ e¡z g−¾Vl lP Bl q¡Cm¡CV 
Ll¡l lP HLC L−l −gm−m ¢LR¥C fs−a f¡l−h e¡z −V„V q¡Cm¡CV Ll¡l 
h¡VeV¡ HM¡−eC f¡−hz −mM¡ q−u k¡Ju¡l f−l HV¡ hÉhq¡l Ll¡ quz h¡VeV¡ ¢LÓL 
L−l Ae L−l ¢e−u −mM¡ Aw−n j¡Ep L¡lp¡l Be−m q¡Cm¡CV¡−ll ¢Qq²V¡ Bp−R 
J Bh¡l ¢LÓL Ll−m a¡ Q−m k¡−µRz Ae L−l ¢e−u −k AwnV¡ q¡Cm¡CV Ll−a 
Q¡J, j¡E−pl −mgV h¡Ve −Q−f −pV¡ ¢p−mƒ L−l¡z JV¡ q¡Cm¡CV q−u k¡−hz 
q¡Cm¡CV¡l Ae −l−M Hi¡−h ¢h¢iæ Awn q¡Cm¡CV Ll¡ k¡u J a¡lfl Bh¡l 
q¡Cm¡CV¡l h¡VeV¡ ¢LÓL L−l Ag L−l ¢e−a q−hz q¡Cm¡CV Ll¡ Awn −b−L 
q¡Cm¡CV a¥−m ¢c−a q−m −pC Aw−n p¡c¡ h¡ lPq£e q¡Cm¡CV fË−u¡N Ll−a q−hz 

Character Spacing (LÉ¡−lLV¡l −Øf¢pw) ¢h−no fË−u¡Se que¡z Hl 
p¡q¡−kÉ Bjl¡ n−ël hZÑ h¡ LÉ¡−lLV¡l…−m¡−L C−µRj−a¡ −Q−f h¡ R¢s−u ¢mM−a 
f¡¢l, a¡−cl j¡−Tl g¡LV¡ L¢j−u h¡ h¡¢s−uz HV¡ Ll¡l Ef¡u f¡Ju¡ k¡−h Font 

Dialogue Box (g¾V X¡umN h„) M¤−m ¢e−mz 
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4.4 Paragrap (fÉ¡l¡NË¡g) 
Bj¡−cl −mM¡ XL¥−j¾V¡l fÉ¡l¡ h¡ f¢l−µRc…−m¡ J fªù¡…−m¡ −Lje −cM−a q−h 
a¡J Bjl¡ ¢WL L−l ¢c−a f¡lhz  

4.4.1 Align Text (AÉ¡m¡Ce −V„V) 
−q¡j −je¤ VÉ¡−hl ¢lh−e l¡M¡ fÉ¡l¡NË¡g NË¥fV¡l −je¤…−m¡ −cMz HM¡−e am¡l m¡C−e 
B−R Align Text (AÉ¡m¡Ce −V„V) — Left Align (−mgV AÉ¡m¡Ce), 
Align Center (AÉ¡m¡Ce −p¾V¡l), Right Align (l¡CV AÉ¡m¡Ce), J Justify 
(S¡¢ØVg¡C)z −k−L¡eJ fÉ¡l¡NË¡−g ¢hÔw¢Lw L¡lp¡l −l−M H…−m¡l −kV¡−a ¢LÓL 
Ll−h f¤−l¡ fÉ¡l¡NË¡gV¡C AÉ¡m¡Ce Ll¡ q−u k¡−h −pCj−a¡z B−NJ hm¡ q−u−R 
−k −L¡eJ −mM¡l −n−o Enter (H¾V¡l) ¢Vf−m JC fÉ¡l¡V¡ −no q−u f−ll m¡Ce 
−b−L ea¥e HLV¡ fÉ¡l¡ öl¦ quz −L¡eJ fÉ¡l¡NË¡g −ki¡−h AÉ¡m¡Ce Ll¡ b¡L−h 
−pCj−a¡ HC h¡Ve…−m¡ q¡Cm¡CV q−u b¡L−hz  
4.4.2 Line Spacing (m¡Ce −Øf¢pw)  
Hlfl B−R Line Spacing (m¡Ce −Øf¢pw) h¡ c¤−V¡ m¡C−el j−dÉ LaV¡ g¡L 
b¡L−h a¡ ¢WL Ll¡l hÉhÙÛ¡z m¡Ce −Øf¢pw h¡VeV¡l ¢mØV ¢LÓL L−l ¢h¢iæ 
dl−el −Øf¢pw f¡h J a¡l −b−L ¢LÓL L−l ¢e−u ¢WL L−l −cJu¡ k¡−h f¤−l¡ 
fÉ¡l¡NË¡gV¡l m¡Ce…−m¡l j¡−T −Øf¢pw L£ b¡L−hz  
4.4.3 Space Before/After (−Øfp ¢h−g¡l/BgV¡l) 
−hn L−uL f¡a¡l −L¡eJ hs XL¥−j¾V −mM¡l pju fËb−jC fÉ¡l¡NË¡−gl 
AÉ¡m¡Ce−j¾V J m¡Ce −Øf¢pw ¢WL L−l −eJu¡ i¡mz −pC p−‰ Space Before 

(−Øfp ¢h−g¡l) J Space After (−Øfp BgV¡l) fÉ¡l¡NË¡g (−fS −m-BE−V 
B−m¡Qe¡ Llh) ¢WL L−l l¡M¡ i¡mz a¡q−m f−l Bl ph fÉ¡l¡−L HL lLj 
L−l −eJu¡l T¡−jm¡V¡ que¡z L¡lZ, HL¢V fÉ¡l¡l f−l H¾V¡l ¢V−f kMe Bjl¡ 
f−ll fÉ¡l¡NË¡−g ¢m¢M, aMe B−Nl fÉ¡l¡NË¡−g k¡ k¡ ¢e¢cÑø L−l ¢c−u¢Rm¡j 
−p…−m¡ f−ll fÉ¡l¡NË¡−gJ b¡−Lz  

4.4.4 Shading (−n¢Xw) J Border (hXÑ¡l) 
Hlf−l c¤−V¡ −je¤ h¡Ve qm Shading (−n¢Xw) J Border (hXÑ¡l)z H…−m¡l 
¢m−ØV ¢LÓL L−l f¡−h L£ L£ Ll¡ k¡uz H…−m¡ HLC i¡−h HL HLV¡ fÉ¡l¡NË¡−g 
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−cJu¡ k¡uz H…−m¡ p¡d¡lZa Table (−VhÚmÚ) h¡ p¡l¢Z−aC (abÉ p¡¢S−u −mM¡ 
−V¢hm) −h¢n hÉhq¡l quz HM¡−e A−iÉp L−l −cM−a f¡−l¡z 
4.4.5 Bullets (h¤−mVp), Numbering (e¡ð¡¢lw) J Indent (Ce−X¾V)  
fÉ¡l¡NË¡g NË¥fV¡l −je¤…−m¡−a Jf−ll ¢c−L Bl B−R Bullets (h¤−mVp), 
Numbering (e¡ð¡¢lw), Increase Indent (Ce¢œ²p Ce−X¾V), Decrease 

Indent (¢X¢œ²p Ce−X¾V), J Show/Hide Paragraph Mark (−n¡/q¡CX 
fÉ¡l¡NË¡g j¡LÑ)z −L¡eJ fÉ¡l¡NË¡g d−l V¡e¡ −mM¡u fl fl ¢LR¥ ¢h−no abÉ ¢m−M 
−N−m a¡ f−s h¤T−a Ap¤¤¢hd¡ quz a¡l hc−m abÉ…−m¡ HL HL m¡C−e a¡¢mL¡ 
L−l p¡¢S−u ¢m−M cª¢ø BLoÑZ Ll¡l SeÉ h¤−mV h¡ e¡ð¡¢lw Ll−a f¡¢lz −kje 
d−l¡ ¢e−Q −mM¡ qm— 

 Show/Hide (−n¡/q¡CX) 
 Numbering (e¡ð¡¢lw),  
 Increase Indent (Ce¢œ²p Ce−X¾V),  
 Decrease Indent (¢X¢œ²p Ce−X¾V), J  
 Bullets (h¤−mVp)  

HV¡ Ll¡l Ef¡u abÉ…−m¡l HL HLV¡ m¡Ce ¢m−M H¾V¡l ¢c−u f−ll m¡Ce 
¢mM−a q−h J −mM¡ pÇf̈ZÑ q−m f¤−l¡ a¡¢mL¡V¡ ¢p−mƒ L−l ¢e−a q−hz Hh¡l 
h¤−mV h¡ e¡ð¡¢lw, −kV¡ Q¡C −pC −je¤V¡l ¢mØV M¤−m fR¾c L−l ¢LÓL Ll−a q−hz 
−nM¡l SeÉ HCi¡−h HLV¡ h¤−mV a¡¢mL¡ °a¢l L−l¡z 
h¤−mV Ll¡ HC −mM¡V¡l Jf−l ¢hÔw¢Lw L¡lp¡l l¡−M¡z −cM−h h¤−mV −je¤V¡ 
q¡Cm¡CV q−u B−Rz Bl mr L−l¡ Jf−ll l¦m¡lV¡z JM¡−e First Line 

Indent (g¡ØVÑ m¡Ce Ce−X¾V j¡LÑ) Bl Hanging Indent (qÉ¡¢Pw Ce−X¾V) 
¢Qq² c¤−V¡ −L¡b¡u p−l H−p−Rz  

Hh¡−l f¤−l¡ a¡¢mL¡V¡ Bh¡l ¢p−mƒ L−l¡ J Ce¢œ²p Ce−X¾V −je¤V¡ ¢LÓL 
L−l¡z −cM−h HL HLh¡l ¢LÓL Ll¡−a f¤−l¡ a¡¢mL¡V¡ X¡C−e pl−R, AbÑ¡v 
Ce−X¾V h¡s−Rz Lj¡−a Q¡C−m Hh¡l ¢X¢œ²p Ce−X¾V −je¤V¡−a HL HLh¡l L−l 
¢LÓL L−l −cMz HC Ce−X¾V…−m¡ h¡s¡−e¡ Lj¡−e¡l B−lLV¡ Ef¡u qm l¦m¡−ll 
Jfl ¢Qq²…−m¡−a j¡Ep L¡lp¡l −l−M X¡C−e h¡y−u XÊÉ¡N Ll¡z   

 Show/Hide (−n¡/q¡CX) 
 Numbering (e¡ð¡¢lw),  
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 Increase Indent (Ce¢œ²p Ce−X¾V),  
 Decrease Indent (¢X¢œ²p Ce−X¾V), J  
 Bullets (h¤−mVp)  

f¤−l¡ a¡¢mL¡V¡ ¢p−mƒ e¡ L−l HL HLV¡ m¡C−el Ce¢œ²p Ce−X¾V Ll−m Bjl¡ 
−cM−h¡ öd¤ JC m¡CeV¡C X¡C−e pl−R Bl a¡l h¤−mV ¢Qq²V¡ f¡−ÒV k¡−µRz HV¡ 
m¡−N h¤−mV h¡ e¡ð¡¢lw ¢c−u Multilevel List (j¡mÚ¢V−m−im ¢mØV) Ll−az 
h¤−mV h¡ e¡ð¡¢lw h¡¢am Ll¡l Ef¡u qm hÉ¡L−Øfp ¢c−u L¡V¡ h¡ ¢p−mƒ L−l 
−je¤ −b−L None (e¡eÚ) ¢LÓL Ll¡z 

4.4.6 Sort (pVÑ), Show/Hide (−n¡/q¡CXÑ) 
Hlfl −c−M¡ Sort (pVÑ) h¡ p¡S¡−e¡ −je¤V¡l L¡Sz c¤lLj q−a f¡−l— 
Ascending (AÉ¡−pe¢Xw) j¡−e Lj −b−L −h¢n, h¡ Discending (¢X−pe¢Xw) 
j¡−e −h¢n −b−L Lj, L−l HLV¡ a¡¢mL¡ p¡S¡−e¡z f¤−l¡ a¡¢mL¡V¡ ¢p−mƒ L−l 
¢e−u pVÑ −je¤V¡ ¢LÓL L−l¡z HLV¡ X¡umN h„ M¤m−h, −kM¡−e fÉ¡l¡NË¡g pVÑ L£i¡−h 
Ll−a Q¡J, AÉ¡−pe¢Xw e¡ ¢X−pe¢Xw, −pV¡ h−m ¢c−a f¡l−hz 

Hlfl B−lLV¡ −je¤ B−R, Show/Hide Paragraph Mark (−n¡/q¡CX 
fÉ¡l¡NË¡g j¡LÑ) z HV¡ ¢LÓL Ll−m XL¥−j¾V¡−a ¢h¢iæ ¢Qq² −cM¡−h, −k…¢m Ju¡XÑ 
¢e−u L¡S Ll¡l flhaÑ£ EµQal fkÑ¡−u m¡−Nz HV¡ VNÚmÚ h¡Vez i¥m L−l ¢LÓL 
Ll−m HCph ¢Qq² −c−M iu f¡Ju¡l ¢LR¥ −eCz JC h¡VeV¡ Bh¡l ¢LÓÓL Ll−m 
H…−m¡ Q−m k¡−hz  
4.4.7 Tab Stops (VÉ¡h ØVfÚp) 
B−N Bjl¡ L£i¡−h V¡Cf L−l −mM¡ qu B−m¡Qe¡l pju L£−h¡−XÑl VÉ¡h L£CV¡l 
hÉhq¡l E−õM L−l¢Rm¡jz fÉ¡l¡NË¡g NË¥fV¡l ¢m−ØVl X¡umN h„ Bjl¡ Tab 

(VÉ¡h) h¡VeV¡ f¡h, −kV¡ ¢LÓL Ll−m Bl HLV¡ X¡umN h„ f¡h, −kM¡−e ¢h¢iæ 
dl−el Tab Stops (VÉ¡h ØVfÚp) J −L¡eÚ S¡uN¡u a¡ hp¡−a q−h, Hhw p¡d¡lZ 
VÉ¡h HL HLh¡−l LaV¡ pl−h h¡ Default Tab Stops (¢XgÒV VÉ¡h ØVfÚp) L£ 
l¡Mh a¡ h−m ¢c−a f¡lhz ¢h¢iæ dl−el VÉ¡h, −mM¡l −L¡eJ Aw−n k¡ B−N 
hp¡−e¡ q−u−R, a¡J h¡¢am Ll−a f¡lhz −nM¡l fË¡l¢ñL fkÑ¡−u VÉ¡h…−m¡l pð−å 
−S−e l¡M−mC Qm−hz Hl ¢h−no hÉhq¡l flhaÑ£ fkÑ¡−ul L¡−S −cM¡ k¡−hz  
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4.5  Page Layout (−fS −m-BEV) 
Bj¡−cl −mM¡ XL¥−j¾V¡l fªù¡…−m¡ −Lje −cM−a q−h a¡ Bjl¡ ¢WL L−l ¢c−a 
f¡lhz  

4.5.1  Page Size (−fS p¡CS), Page Orientation (−fS J¢l−u−¾Vne), 
Margin (j¡¢SÑe) 

−je¤ h¡−l −fS −m-BEV −je¤ VÉ¡hV¡ ¢LÓL L−l ¢lh−e −c−M e¡J L£ L£ ¢lhe NË¥f 
B−R J −p…−m¡l j−dÉ L£ L£ −je¤ B−Rz fË¡l¢ñL fkÑ¡−u Hl ph…−m¡ e¡ 
S¡e−mJ Qm−hz Bf¡aa ¢n−M ¢e−a q−h −Lhm L−uLV¡ −je¤ j¡œz ¢lh−e l¡M¡ 
Page Setup (−fS −pVBf) NË¥fV¡−a B−R Page Size (−fS p¡CS), Page 

Orientation ((−fS J¢l−u−¾Vne), Bl Margin (j¡¢SÑe) −je¤z Bj¡−cl 
E¢Qa −L¡eJ XL¥−j¾V −mM¡l öl¦ Ll¡l B−N H…−m¡ ¢WL L−l −eJu¡z −hn 
L−uL f¡a¡l hs XL¥−j−¾Vl −r−œ H…−m¡ f−l ¢WL Ll−a −N−m fÉ¡l¡NË¡g J 
−V„V gljÉ¡−V pjpÉ¡ −cM¡ ¢c−a f¡−l, ¢h−noa k¢c XL¥−j¾VV¡−a R¢h h¡ p¡l¢Z 
(−VhÚmÚ) b¡−Lz  

HC ¢ae−V −je¤lC ¢e−Q ¢mØV ¢Qq²V¡ B−R, −kV¡ ¢LÓL L−l Bjl¡ −c−M −eh 
La lLj L£ Ll¡ k¡uz Abh¡ Bjl¡ −fS −pV-Bf ¢lhe NË¥fV¡l −k ¢mØV h¡Ve 
B−R −pV¡ ¢LÓL L−l −fS −pV-Bf X¡umN h„ −f−a f¡¢l, −kM¡−e phL¢V 
¢houC HLh¡−l ¢WL L−l ¢e−a f¡¢lz  
f¡a¡l j¡f ¢h¢iæ lL−jl Ll¡l hÉhÙÛ¡ B−R J c¤C i¡−h f¡a¡−a −mM¡ −k−a 
f¡−l — p¡d¡lZi¡−h f¡a¡−L mð¡ −l−M Abh¡ Bs¡B¢s −l−Mz fËbjV¡−L h−m 
Portrait (−f¡−VÊÑV) Bl f−llV¡−L h−m Landscape (mÉ¡ä−úf)z −mM¡l HL 
HLV¡ fªù¡u Jf−l, ¢e−Q, h¡y−u, J X¡C−e, LaV¡ j¡¢SÑe l¡M¡ q−h a¡J h−m 
−cJu¡ k¡−hz H…−m¡−L hm¡ qu Margin Top (j¡¢SÑe Vf), Margin Bottom 
(j¡¢SÑe hVj), Margin Left (j¡¢SÑe −mgV), J Margin Right (j¡¢SÑe 
l¡CV)z  

4.5.2  Section Break (−pLne −hËL) New Page (ea¥e f¡a¡) 
p¡d¡lZi¡−h HLC −fS −pV-Bf l¡M¡ qu f¤−l¡ XL¥−j¾V¡l SeÉz fË−u¡Se q−m 
Breaks (−hËLpÚ) −je¤V¡ hÉhq¡l L−l Section Break (−pLne −hËL) New 
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Page (ea¥e f¡a¡) ¢c−u HL HLV¡ −pLne h¡ f¢l−µR−c Bm¡c¡ −fS −pV-Bf 
l¡M¡ k¡uz HV¡ fË¡l¢ñL fkÑ¡−u e¡ ¢nM−mJ Qm−hz  
fË¡l¢ñL fkÑ¡−u Bf¡aa HCV¥L¥C −nM¡lz AeÉ¡eÉ −je¤…−m¡l hÉhq¡l flhaÑ£ 
fkÑ¡−u hÉhq¡l Ll−a Ll−a ¢n−M −eJu¡ h¡“e£uz 

4.6  flhaÑ£ fkÑ¡−u −nM¡l — ¢fË¾V J AeÉ¡eÉ −je¤ 
Lj¢fEV¡−ll p¡−b Printer (¢fË¾V¡l) m¡N¡−e¡ b¡L−m −k XL¥−j¾VV¡ −M¡m¡ q−u−R 
−pV¡ Print (¢fË¾V) Ll¡ k¡−hz Hl SeÉ Ju¡XÑ −je¤ ¢mØV −b−L ¢fË¾V ¢LÓL Ll−m 
B−p Print Dialogue Box (¢fË¾V X¡umN h„) k¡−a L£i¡−h ¢fË¾V Ll−a q−h 
h−m −cJu¡ k¡−hz phÑc¡ ¢fË¾V −cJu¡l B−N Print Preview (¢fË¾V ¢fË¢iE) 
−c−M −eJu¡ i¡mz ph f¡a¡l −mM¡ ¢WL W¡L B−R ¢Le¡ −h¡T¡ k¡−hz  
• −L¡eJ ¢ho−u −fË¡−Sƒ Ju¡−LÑl ¢l−f¡VÑ CaÉ¡¢c ¢mM−a ¢h−no fË−u¡Se q−h 

Insert (Cep¡VÑ) −je¤ −b−L—Tables (−VhÚmÚp), Picture (¢fLQ¡l), 
Header (−qX¡l), Footer (g¥V¡l), Page Number (−fS e¡ð¡l), 
Shapes (−nfÚp), Text Box (−V„V h„) CaÉ¡¢cz Tables h¡ Picture 
−mM¡ f¡a¡u Cep¡VÑ Ll¡l fl a¡ −R¡V-hs Ll¡ k¡−h J fË−u¡Se j−a¡ S¡uN¡u 
l¡M¡ k¡−h, −mBEV −b−L Size J Text Wrapping hÉhq¡l L−lz 
Picture-Hl −r−œ Picture-V¡−L l¡CV ¢LÓL L−lJ HV¡ Ll¡ k¡−hz 

• f¤¢Ù¹L¡ h¡ hC −mM¡u L¡−S B−p References (−lg¡−l−¾pp) −je¤…−m¡z  

• Mailing (−jC¢mw) −je¤…−m¡l hÉhq¡l qu ¢h−noa A¢g−p, HLC hu¡−el ¢Q¢W 
h¡ abÉ hý −m¡−Ll e¡−j ¢mM−a, k¡−L hm¡ qu Mail Merge (−jCm j¡SÑ)z  

• ¢h−no g−jÑl R¡yQ h¡ Template (−VjÚ−fÔV) °a¢l Ll¡ k¡u, k¡−a −Lhm j¡œ 
Field (¢gô) ¢e¢cÑø ÙÛ¡−eC abÉ −mM¡ k¡−hz  

• A¢g−pl −mV¡l−qX Stationery (−ØVne¡¢l) ¢qp¡−h h¡¢e−u dot File (XV 
g¡Cm) ¢qp¡−h −l−M −cJu¡ k¡uz 

HC lLj BlJ hý L¡S fË−u¡Se j−a¡ Ll¡ k¡uz ¢L¿¹¥ H…¢m −nM¡ k¡u HLj¡œ 
hÉhq¡−ll j¡dÉ−jz hÉhq¡l Ll−m a−hC p¢WL −nM¡ quz eu−a¡ −nM¡l SeÉ ¢n−M 
i¥−m −k−a pju m¡−N e¡z 
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Ae¤n£me: f¡W 4-−u −nM¡ n−ël a¡¢mL¡ 
fl fl −ki¡−h −nM¡ q−u−R, në…−m¡ −pCi¡−h −cJu¡ q−u−Rz në…−m¡ fl fl 
f−s j−e L−l¡, f¡−W L£ hm¡ q−u−Rz j−e ¢WL e¡ H−m Bh¡l f¡−Wl JC 
S¡uN¡V¡ −c−M e¡Jz   
Microsoft Office (j¡Cœ²pgV A¢gp) All Programs (AmÚ −fË¡NË¡jp) 
Word (Ju¡XÑ) Excel (H−„m) 

Powerpoint (f¡Ju¡lf−u¾V) Access (AÉ¡LÚ−pp) 

Program Menu (−fË¡NË¡j −je¤) Document Area (XL¥−j¾V H¢lu¡) 
Document File (XL¥−j¾V g¡Cm) Filename Extension (g¡Cm−ej 

H„−Vene) 
Worksheet Area (Ju¡LÑn£V H¢lu¡) Workbook File (Ju¡LÑh¤L g¡Cm) 

Slide (pÔ¡CX) Projector (−fË¡−Sƒ¡l) 

Presentation (−fË−p−¾Vne) Slide Area (pÔ¡CX H¢lu¡) 
Presentation File (−fË−p−¾Vne g¡Cm) Slide show (pÔ¡CX −n¡) 
Database Management (−XV¡−hp 
jÉ¡−eS−j¾V) 

Tables (−Vhmp) 

Relationships (¢l−mne¢nfÚp) Query (−L¡−u¢l) 

Forms (gjÑp) Reports (¢l−f¡VÑp) 

Database Application File (−XV¡−hp 
AÉ¡¢fÔ−Lne g¡Cm) 

Word Options (Ju¡XÑ AfÚnep) 

Blank Document (hÔÉ¡wL XL¥−j¾V) Create (¢œ²−uV) 
Save Icon (−pi BCLe) Ctrl+S (¢p¢VBlHm+Hp) 
Dialog Box (X¡umN h„) Folder Location (−g¡ô¡l −m¡−Lne) 
Office Button (A¢gp h¡Ve) Ribbon Bar (¢lhe h¡l) 
Insert (Cep¡VÑ) Tables (−Vhmp) 

Shapes (−nfÚp) Header (−qX¡l) 

Footer (g¥V¡l) Text Box (−V„V h„) 

Word Art (Ju¡XÑ BVÑ) Layout (−mBEV) 
Design (¢Xp¡Ce) Format (gljÉ¡V) 
Measurement Units (−jp¡l−j¾V CE¢eVp) Right Indent (l¡CV Ce−X¾V) 
Left Indent (−mgV Ce−X¾V) Hanging Indent (qÉ¡P¢Nw Ce−X¾V) 
First Line Indent (g¡ØVÑ m¡Ce Ce−X¾V) Left Tab (−mgV VÉ¡h) 
Centre Tab (−p¾V¡l VÉ¡h) Right Tab (l¡CV VÉ¡h) 
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Decimal Tab (−X¢pj¡m VÉ¡h) Status Bar (−ØVV¡p h¡l) 

Page Number (−fS e¡ð¡l) Go to (−N¡ V¥) 
Find (g¡Cä) Ctrl+G 

Spell Check (−Øfm −QL) Language (mÉ¡‰−uS) 

Print Layout (¢fËeV −mBEV) Zoom (S¥j) 
Previous Page (¢fË¢iu¡p −fS) Next Page (−e„V −fS) 
Browse (hË¡Ep) View Ruler (¢iE l¦m¡l) 

Split (¢ØfÔV) Help (−qmf) 

Online (Aem¡Ce) Offline (Agm¡Ce) 

Insertion Point (Cep¡lne f−u¾V) Blinking Cursor (¢hÔw¢Lw L¡lp¡l) 
Paragraph (fÉ¡l¡NË¡g) Tab Set (VÉ¡h −pV) 
Insert Page Number (Cep¡VÑ −fS e¡ð¡l) Move Around (j¤i AÉ¡l¡Eä) 
Scroll Button (−û¡m h¡Ve) Delete Text (¢X¢mV −V„V) 
Selection (¢p−mLne) Undo (BeX¥) 
Redo (¢lX¥) Repeat (¢l¢fV) 
Editing Text (H¢X¢Vw −V„V) Formatting Text (gljÉ¡¢Vw −V„V) 
Insert Text  (Cep¡VÑ −V„V) Overtype Text  (Ji¡lV¡Cf −V„V) 
Overtype Mode (Ji¡lV¡Cf −j¡X) Ctrl+C 

Ctrl+X Ctrl+V 

Find (g¡C™) Replace (¢l−fÔp) 
Alt+F Match case (jÉ¡Q −Lp) 
Spell Check (−Øfm −QL) Grammar Check (NË¡j¡l −QL) 
Review Menu (¢l¢iE −je¤) Proofing (fË¥¢gw) 
Set language (−pV mÉ¡‰−uS) Add to Dictionary (AÉ¡X V¥ ¢XLne¡¢l) 
Font Size (g¾V p¡CS) Font Style (g¾V ØV¡Cm) 
Bold (−h¡ô) Italics (BCV¡¢mLÚp) 
Underline (B™¡lm¡Ce) Font Effect (g¾V H−gƒ) 
Font Color (g¾V L¡m¡l) Strike through (ØVÊ¡CL bË¥) 
Superscript (p¤¤f¡l¢ûÃV) Subscript (p¡hp¢ûÃV) 
Change Case (−Q” −Lp) Text Highlight (−V„V q¡Cm¡CV)  
Character Spacing (LÉ¡−lLV¡l −Øf¢pw) Align Text (AÉ¡m¡Ce −V„V) 
Align Left (AÉ¡m¡Ce −mgV) Align Center (AÉ¡m¡Ce −p¾V¡l) 
Right Align (AÉ¡m¡Ce l¡CV)  Justify (S¡¢ØVg¡C) 
Line Spacing (m¡Ce −Øf¢pw) Space Before (−Øfp ¢h−g¡l) 



Lj¢fEV¡l Q¡m¡−e¡ −nM¡ J S¡e¡ 87 

 

Space After (−Øfp BgV¡l) Shading (−n¢Xw) 
Border (hXÑ¡l) Table (−VhÚmÚ) 
Bullets (h¤−mVp) Numbering (e¡ð¡¢lw) 
Indent (Ce−X¾V) Show/Hide Paragraph Mark (−n¡/q¡CX 

fÉ¡l¡NË¡g j¡LÑ) 
Multilevel List (j¡mÚ¢V−m−im ¢mØV) Sort (pVÑ) 
Default Tab Stops (¢XgÒV VÉ¡h ØVfÚp) Page Layout (−fS −m-BEV) 
Page Size (−fS p¡CS) Page Orientation (−fS J¢l−u−¾Vne) 
Margin (j¡¢SÑe) Portrait (−f¡−VÊÑV) 
Landscape (mÉ¡ä−úf) Margin Top (j¡¢SÑe Vf) 
Margin Bottom (j¡¢SÑe hVj) Margin Left (j¡¢SÑe −mgV) 
Margin Right (j¡¢SÑe l¡CV) Section Break (−pLne −hËL)  
New Page (ea¥e f¡a¡) Printer (¢fË¾V¡l) 
Print Preview (¢fË¾V ¢fË¢iE) Table (−VhÚmÚp) 
Picture (¢fLQ¡l) Text Box (−V„V h„) 
References (−lg¡−l−¾pp) Mailing (−jC¢mw) 
Mail Merge (−jCm j¡SÑ) Template (−VjÚ−fÔV) 
Field (¢gô) Stationery (−ØVne¡¢l) 
dot File (XV g¡Cm)  
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f¡W 5.  pwMÉ¡ ¢e−u ¢qp¡h¢e−Ln Ll¡—H−„m   
 −fË¡NË¡j¢Vl hÉhq¡l 

5.1  −fË¡NË¡j ECe−X¡−a L£ L£ B−R 

5.2 V¡Cf L−l abÉ −mM¡ J i¥m öÜ Ll¡  
 5.2.1  Move Around (j¤i AÉ¡l¡Eä)  
 5.2.2  Data Entry (−XV¡ H¢¾VÊ)  
 5.2.3  Insert Sheet Rows and Columns (CeÚp¡lV n£V −l¡ AÉ¡ä Lm¡j) 
 5.2.4  Selection (¢p−mLÚne) J Copy-Paste (L¢f-−fpÚV) 
 5.2.5   Delete Data (¢X¢mV −XV¡) 

5.3 Ju¡LÑn£−V pwMÉ¡ ¢e−u ¢LR¥ p¡d¡lZ ¢q−ph Ll¡ 
 5.3.1  Addition (AÉ¡¢Xne) 
 5.3.2  Subtraction (p¡hVÊÉ¡LÚne), Multiplication (j¡¢ÒV¢fÔ−Lne) J Division 

(¢X¢ine) 
 5.3.3  Formula Setting  (glj¤m¡ −p¢Vw) 

5.4  Formatting (gljÉ¡¢Vw) J Page Layout (−fS −mBEV)  
 5.4.1  g¾V, AÉ¡m¡Ce−j¾V, J¢l−u−¾Vne, j¡SÑ, lÉ¡f  
 5.4.2  Row Height (−l¡ q¡CV) J Column Width (Lm¡j ECXÚb) 
 5.4.3  Format Cells (gljÉ¡V −pmp) 
 5.4.4  Page Layout (−fS −mBEV) 

5.5  flhaÑ£ fkÑ¡−u −nM¡l  
 Ae¤n£me: f¡W 5-−u −nM¡ n−ël a¡¢mL¡   
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f¡W 5.  pwMÉ¡ ¢e−u ¢qp¡h¢e−Ln Ll¡—H−„m   
 −fË¡NË¡j¢Vl hÉhq¡l 

Bjl¡ Ju¡XÑ (Microsoft Word) −fË¡NË¡jV¡l hÉhq¡l ¢n−M¢Rz H−„m 
(Microsoft Excel) −fË¡NË¡jV¡ −M¡m¡, hå Ll¡, g¡Cm −pi Ll¡, g¡Cm −M¡m¡ 
CaÉ¡¢c Ju¡XÑ −fË¡NË¡jV¡l j−a¡C q−hz a¡C H…−m¡ Bl HM¡−e B−m¡Qe¡ Ll¡ qm 
e¡z Bjl¡ öl¦ Llh H−„−ml −fË¡NË¡j ECe−X¡V¡ ¢e−uz 

5.1  −fË¡NË¡j ECe−X¡−a L£ L£ B−R 

Hl B−N Bjl¡ −fC¾V J Ju¡XÑ −fË¡NË¡j ECe−X¡−a k¡ k¡ −c−M¢R, −kje −je¤ 
h¡l, ¢lhe h¡l CaÉ¡¢c, −p…−m¡ Bl B−m¡Qe¡ Ll¡ qm e¡z H−„m −fË¡NË¡j 
ECe−X¡−a ea¥e k¡ −cM¢R −p…−m¡ L£ a¡ −S−e −ehz 
 

 

  
 

H−„m −fË¡NË¡jV¡l °a¢l Ll¡ L¡−Sl g¡Cm−L Workbook    (Ju¡LÑh¤L) h−m, J 
H…−m¡l g¡Cm−e−jl −n−o H„−Vene b¡−L .xlsx h¡ .xls z HLV¡ Ju¡LÑh¤−L 
A−eL…−m¡ Ju¡LÑn£V l¡M¡ k¡uz Ju¡LÑn£V …−m¡−L e¡j ¢c−u −cM¡−e¡ qu, −kje 

V¡C−Vm 
h¡l 

L¥CL AÉ¡LÚ−pp 
V¥m h¡l 

−je¤ h¡l 

 

g¡Cm 
h¡Ve 

¢lhe 
h¡l 

−l¡ 
h¡l 

Lm¡j 
h¡l 

¢j¢ej¡Cp/jÉ¡¢„j¡Cp, 
−lp−V¡l, −LÓ¡p 

−û¡m 
h¡l 

¢iE S¥j 

 

−ØVV¡p  

n£V H¢lu¡n£V H¢lu¡n£V H¢lu¡n£V H¢lu¡ n£V −ej 

−XV¡ J glj¤m¡ Cef¤V h¡l −pm 
e¡ð¡l 

L¡lp¡l 
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R¢h−a −cM¡−e¡ B−R, Sheet 1, Sheet 2, Sheet 3,…z H−L hm¡ qu Sheet 

name    (n£V−ej)z H…−m¡l e¡j Bjl¡ f¡ÒV¡−aJ f¡¢l, J C−µRj−a¡ ea¥e n£V 
−Y¡L¡−aJ f¡¢lz  

j−e L−l¡, H−„m −fË¡NË¡jV¡ hÉhq¡l L−l Bjl¡ fË¢a j¡−pl ¢qp¡h l¡M−a Q¡Cz 
HLV¡ Ju¡LÑh¤L °a¢l Llh, dl¡ k¡L a¡−L −pi Llh Monthly Accouts 

(j¡¿Û¢m AÉ¡L¡E¾Vp) e¡−jz Bjl¡ Ju¡XÑ −fË¡NË¡jV¡−a −ki¡−h g¡Cm −pi Ll¡ 
¢n−M¢R, HM¡−eJ −pCi¡−hC g¡CmV¡ −pi Ll¡ k¡−hz Hh¡l HC Ju¡LÑh¤−L Bjl¡ 
l¡Mh 12V¡ j¡−pl SeÉ 12V¡ Ju¡LÑn£V, J a¡−cl e¡j −ch j¡−pl e¡j ¢c−uz HV¡ 
Ll¡l SeÉ j¡Ep L¡lp¡l−L −k−L¡eJ  HLV¡ n£V−e−jl Jf−l −l−M l¡CV ¢LÓL 
L−l −c−M¡ HLV¡ X¡umN h„ 
Bp−R Bl a¡−a B−R Insert 

(Cep¡lÚV), Delete (¢X¢mV), 
Rename (¢l−ej), Move or 

Copy (j¤i Al L¢f) CaÉ¡¢cz  
HC…−m¡l p¡q¡−kÉ Bjl¡ Ll−a 
f¡lh n£−Vl e¡j f¡ÒV¡−e¡, ea¥e 
n£V −Y¡L¡−e¡, −L¡eJ n£V−L h¡¢am 
L−l j¤−R −cJu¡, h¡ n£V…−m¡−L 
B−N-¢f−R Ll¡ p¡S¡−e¡ z −L¡eJ 
n£V−L AeÉ n£−Vl B−N-¢f−R Ll¡l 
B−lLV¡ pqS Ef¡u B−Rz j¡E−pl L¡lp¡l n£VV¡l Jf−l −l−M −mgV h¡Ve 
−Q−f n£VV¡−L XÊÉ¡N L−l ¢e−u k¡Ju¡z mr L−l¡, HL HLV¡ n£V−L −mgV ¢LÓL 
Ll−m −pV¡C −M¡−mz  
¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡: H−„m −fË¡NË¡jV¡ M¤−m L−uLV¡ n£V ¢l−ej, ¢X¢mV J CeÚp¡lV 
L−l¡, B−N-¢f−R L−l p¡S¡Jz a¡lfl Ju¡LÑh¤LV¡−L HLV¡ e¡j ¢c−u −L¡eJ 
¢e¢cÑø −g¡ô¡−l −pi L−l¡ J −fË¡NË¡jV¡ hå L−l¡z  

Bjl¡ B−N Ju¡XÑ −fË¡NË¡jV¡−a V¡Cf Ll¡l SeÉ XL¥−j¾V H¢lu¡ −c−M¢Rz 
H−„m −fË¡NË¡−j HL HLV¡ n£−Vl SeÉ Bjl¡ f¡C Sheet Area    (n£V H¢lu¡n£V H¢lu¡n£V H¢lu¡n£V H¢lu¡) 
−kM¡−e Bjl¡ ¢h¢iæ pwMÉ¡ J pwMÉ¡ pð−å ¢hhlZ…−m¡ V¡Cf L−l ¢m−M 
¢qp¡h¢eL¡n Ll−a f¡¢lz n£V H¢lu¡l ¢h¢iæ ÙÛ¡e ¢e¢cÑø Ll¡ qu HL HLV¡ −M¡f 
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h¡ Cell (−pm) ¢qp¡−h a¡l Ù¹ñ h¡ Lm¡j J p¡¢l h¡ −l¡-−ul AhÙÛ¡e ¢c−uz Hl 
SeÉ Column Bar (Lm¡j h¡l) −cM¡u Lm¡j…−m¡l e¡j  A,B,C,D, ….Z, 

AA, AB, AC…AZ, BA, BB, …. L−l Bl Row Bar (−l¡ h¡l) −cM¡u −l¡ 
…−m¡l e¡j 1,2,3,4…. L−lz Hl g−m HL HLV¡ −pm−L Bjl¡ ¢e¢cÑø L¢l, 
A1, B23, F19 CaÉ¡¢c Cell Number (−pm e¡ð¡l) ¢c−u a¡l Lm¡j J −l¡ 
AhÙÛ¡eV¡ h−mz 

HCi¡−h HLV¡ n£−V 16 q¡S¡−ll −h¢n Lm¡j J 10 m−rl −h¢n −l¡ b¡−Lz 
p¤¤al¡w, A−eL hs hs ¢q−phJ Bjl¡ HLV¡ n£−VC l¡M−a f¡¢lz ÙÛ¡e¡i¡−hl 
pjpÉ¡ qu e¡z 12 j¡−pl ¢q−ph 12V¡ n£−V l¡M−a q−h a¡ B−c± euz QV L−l 
HL HLV¡ j¡−pl ¢q−ph M¤y−S f¡Ju¡l SeÉ Bjl¡ HL HLV¡ n£−V i¡N L−l 
l¡M−a f¡¢lz ¢L¿¹¥ p¡l¡ hR−ll ¢q−ph Ll−a Bj¡−cl 12V¡ j¡¢pL n£V −b−L 
abÉ…−m¡ HLV¡ n£−V L¢f-−fpÚV L−l ¢e−u p¡l¡ hR−ll ¢qp−h Ll−a q−hz HV¡ 
Bjl¡ f−l ¢nMhz 

Hh¡l mr L−l¡, H−„−ml Program Cursor (−fË¡NË¡j L¡lp¡l) −cM¡−e¡ qu 
HLV¡ BuaL¡l h¡„ ¢c−u, k¡ HL HLV¡ −p−ml p£j¡e¡ −cM¡uz n£V H¢lu¡l ¢WL 
Jf−l h¡y¢c−Ll −L¡e¡u −cM¡u L¡lp¡lV¡ −k −p−m B−R a¡l eðlV¡z a¡l f¡−nC 
Bjl¡ −c¢M HL HLV¡ −p−m k¡ −mM¡ q−h h¡ −mM¡ B−R −pC abÉ h¡ glj¤m¡z 
HV¡−L Bjl¡ h−m¢R Data and Formula Input Bar (−XV¡ J glj¤m¡ Cef¤V 
h¡l)z  

5.2 V¡Cf L−l abÉ −mM¡ J i¥m öÜ Ll¡  
H−„m −fË¡NË¡−j abÉ…−m¡ ¢mM−a qu HL HLV¡ −p−mz a¡C Bj¡−cl fË−u¡Se 
j−a¡ −p−m −fË¡NË¡j L¡lp¡l ¢e−u −k−a quz Bjl¡ B−N Ju¡XÑ −fË¡NË¡−j −c−M¢R 
L¡lp¡l−L L£ L−l ¢h¢iæ S¡uN¡u ¢e−u k¡Ju¡ h¡ j¤i AÉ¡l¡Eäj¤i AÉ¡l¡Eäj¤i AÉ¡l¡Eäj¤i AÉ¡l¡Eä Ll¡ k¡uz 
HM¡−eJ HLC i¡h−h Bjl¡ L¡lp¡lV¡−L ¢h¢iæ −p−m ¢e−u −k−a f¡lhz  
5.2.1    Move Around (j¤i AÉ¡l¡Eä)  
−fË¡NË¡j L¡lp¡lV¡ fË−u¡Sej−a¡ −p−m ¢e−u k¡Ju¡ k¡u L£−h¡−XÑl Bf, X¡Ee, 
−mgV, l¡CV AÉ¡−l¡ (L¡lp¡l L£C) hÉhq¡l L−l, h¡ VÉ¡h ¢V−f HL HLV¡ L−l 
X¡e¢c−Ll −p−m p¢l−u Bl H¾V¡l ¢V−f f−ll m¡C−e ¢e−Ql −pmV¡−a ¢e−u ¢N−uz 
pqS Ef¡u qm, ¢e¢cÑø −p−m j¡Ep L¡lp¡l−L ¢e−u ¢N−u j¡Ep ¢LÓL Ll¡z j−e 
−l−M¡, j¡E−pl −û¡m h¡Ve h¡ −fË¡NË¡j ECe−X¡l −û¡m h¡l ¢c−u n£−Vl Jf−l 
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¢e−Q h¡ X¡C−e h¡−u −cM¡ k¡u, ¢L¿¹¥ −fË¡NË¡j L¡lp¡lV¡ p−l e¡z HR¡s¡ L£C −h¡−XÑl 
PageUP (−fS Bf), PageDown (−fS X¡Ee) hÉhq¡l L−lJ Bjl¡ ¢Xp−fÔ 
¢ûeV¡−L Jf−l ¢e−Q Ll−a f¡¢l HLV¡ n£−Vl abÉ…−m¡ −cM−az 
H−„m −fË¡NË¡−j L¡lp¡l pl¡−e¡l L−uLV¡ ¢h−noaÆ −S−e l¡M−a q−h— 
Ctrl +                           L¡lp¡l −k −l¡-−u B−R a¡l −no a−bÉl −p−m 

Ctrl +      L¡lp¡l −k −l¡-−u B−R a¡l fËbj a−bÉl −p−m 

Ctrl +      L¡lp¡l −k Lm¡−j B−R a¡l −no a−bÉl −p−m 

Ctrl +      L¡lp¡l −k Lm¡−j B−R a¡l fËbj a−bÉl −p−m 

CTRL+ Home   n£−Vl fËb−j  
CTRL+ End    n£−Vl −n−o 
CTRL+ PageUp   haÑj¡−e −M¡m¡ n£−Vl ¢WL B−Nl n£V 

CTRL+PageDown  haÑj¡−e −M¡m¡ n£−Vl ¢WL f−ll n£V  

¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡: L£−h¡−XÑl L¡lp¡l L£C, VÉ¡h, J H¾V¡l ¢V−f −c−M¡ −fË¡NË¡j 
L¡lp¡lV¡ −pm −b−L AeÉ −p−m L£i¡−h pl−Rz Hh¡l j¡Ep ¢LÓL L−lJ L¡lp¡l−L 
AeÉ −p−m ¢e−u k¡Jz HLC p¡−b −pm e¡ð¡lV¡J −c−M l¡−M¡z  

5.2.2    Data Entry (−XV¡ H¢¾VÊ))))  
−L¡eJ HLV¡ −p−m −fË¡NË¡j L¡lp¡l −l−M ¢LR¥ pwMÉ¡ h¡ −mM¡ V¡Cf L−l −c−M¡, 
fË¢aV¡ hZÑ V¡Cf Ll¡l fl a¡l ¢WL X¡e f¡−n −p−ml j−dÉC V¡Cf L−l CeÚp¡lV 
Ll¡l ¢hÔw¢Lw L¡lp¡l B−p flhaÑ£ hZÑ V¡Cf Ll¡l SeÉz HV¡ Ju¡XÑ −fË¡NË¡jV¡l 
j−a¡Cz  
a¡q−m −c−M¡, HM¡−e ¢ae dl−el L¡lp¡l f¡¢µR −fË¡NË¡j L¡lp¡l, j¡Ep L¡lp¡l, 
Bl −p−m V¡Cf Ll¡l pju ¢hÔw¢Lw L¡lp¡lz −fË¡NË¡j L¡lp¡l −L¡eJ −p−m l¡M¡ 
j¡−e −p¢V−L ¢p−mƒ Ll¡ 

Hh¡l −c−M¡, −p−m V¡Cf Ll¡l p¡−b p¡−b −XV¡ Cef¤V h¡−lJ −pV¡ −mM¡ q−µRz 
Hlfl L¡lp¡l L£C, VÉ¡h, H¾V¡l h¡ j¡Ep ¢c−u AeÉ −p−m −fË¡NË¡j L¡lp¡lV¡ ¢e−u 
−N−mC, JC −p−m −mM¡V¡ Y¥−L k¡−hz Bh¡l, −L¡eJ −p−m ¢LR¥ −mM¡ b¡L−m, 
−fË¡NË¡j L¡lp¡l −pM¡−e ¢e−u −N−m −XV¡ Cef¤V h¡−lJ −mM¡V¡ −cM¡−hz   

Hh¡−l fËnÀ, i¥m pw−n¡de L£i¡−h Ll¡ k¡−hz −L¡eJ −p−m V¡Cf L−l ¢LR¥ 
−mM¡l pju −Mu¡m l¡M−a q−h −k −L¡eJ i¥m ¢LR¥ V¡Cf L−l −gm−m Bj¡−cl 
hÉ¡L−Øfp L£C ¢c−u −L−V −L−V −pC S¡uN¡u ¢N−u, Abh¡ ¢WL −pCM¡−e j¡Ep 
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¢LÓL L−l V¡Cf Ll¡l L¡lp¡lV¡ H−e, Bh¡l V¡Cf Ll−a q−hz HM¡−e L£C 
−h¡−XÑl L¡lp¡l L£C hÉhq¡l L−l L¡SV¡ q−h e¡, L¡lZ L£C −h¡−XÑl L¡lp¡l L£C 
hÉhq¡l Ll−mC Bjl¡ Jfl-¢eQ h¡ X¡C−e-h¡y−ul −p−m Q−m k¡h, Bl JC −p−m 
i¥mV¡C Y¥−L k¡−hz 
¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡: j−e L−l¡ a¥¢j HLV¡ −p−m V¡Cf Ll−m 24587 Bl aM¢e 
h¤T−m −k JV¡ q−h 24677z HC AhÙÛ¡u, JC −p−m HV¡ −Y¡L¡−e¡l B−NC k¢c 
i¥mV¡ pw−n¡de Ll−a Q¡J, a¡q−m hÉ¡L−Øfp L£C ¢c−u 587 −L−V Bh¡l V¡Cf 
L−l¡ 677, Abh¡ 24-−ul ¢WL f−l j¡Ep ¢LÓL L−l¡ J 587 −L−V 677 V¡Cf 
L−l¡z 

Hh¡l −cM¡ k¡L, V¡Cf L−l −mM¡l pju eu, −L¡eJ −p−m −k abÉ B−N 
−b−LC l¡M¡ B−R a¡−L Bjl¡ L£i¡−h pw−n¡de Llhz HLV¡ l¡Ù¹¡ qm, 
L£C−h¡−XÑl L¡lp¡l L£C hÉhq¡l L−l JC −pmV¡−a ¢N−u ¢WL abÉV¡ f¤−l¡V¡C 
Bh¡l V¡Cf Ll¡z B−l¡ pqS Ef¡u qm, JC −p−m j¡Ep X¡hm ¢LÓL Ll¡z 
Hh¡−l Bjl¡ V¡Cf Ll¡l ¢hÔw¢Lw L¡lp¡l−L L£C −h¡−XÑl L¡lp¡l L£C ¢c−uC 
X¡C−e h¡y−u p¢l−u ¢WL −kV¡ pw−n¡de Ll¡l −pV¥L¥C ea¥e L−l V¡Cf L−l ¢e−a 
f¡lhz ¢L¿¹¥ Hh¡−l pw−n¡¢da abÉV¡−L −Y¡L¡−a L¡lp¡l L£C ¢c−u eu, qu VÉ¡h 
h¡ H¾V¡l L£C, h¡ j¡Ep−L AeÉœ ¢LÓL Ll−a q−hz  
¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡: −L¡eJ HLV¡ −p−m 47889901 V¡Cf L−l Y¥¢L−u e¡J, AeÉ 
−L¡eJ −p−m j¡Ep ¢LÓL L−lz Hh¡l JC −p−ml pwMÉ¡V¡−L pw−n¡de L−l¡ 
47879902z  

5.2.3 Insert Sheet Rows and Columns (CeÚp¡lV n£V −l¡ AÉ¡ä Lm¡j) 
−hn L−uLV¡ −l¡-−a abÉ −mM¡l fl HjeV¡ q−aC f¡−l −k c¤¢V −l¡-−ul j¡−T 
Bl HLV¡ h¡ HL¡¢dL −l¡-−a BlJ ¢LR¥ abÉ l¡M¡ fË−u¡Sez HV¡ Ll−a Bjl¡ 
−k −l¡-V¡l Jf−l ea¥e −l¡ −Y¡L¡−a Q¡C −pM¡−e −fË¡NË¡j L¡lp¡l−L ¢e−u −l−M 
−q¡j −je¤l −pmp ¢lh−el XÊf X¡Ee −je¤ CeÚp¡lV-−u ¢LÓL Llh (Home–Cells–

Insert))z HM¡−e f¡h, Insert Sheet Rows (CeÚp¡lV n£V −l¡)z HV¡ ¢LÓL 
Ll−mC HLV¡ ea¥e −l¡ H−p k¡−h Jf−lz BlJ L−uLV¡ −l¡ −Y¡L¡−a q−m 
Bjl¡ ¢l¢fV g¡wne L£C F4 (Repeat Function Key F4) hÉhq¡l Llhz ea¥e 
Lm¡j Bjl¡ HLC i¡−h −Y¡L¡−a f¡l−h, −k Lm¡−j L¡lp¡lV¡ B−R a¡l h¡y 
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f¡−n, Insert Sheet Columns (CeÚp¡lV n£V Lm¡j) ¢c−uz ea¥e −l¡ h¡ Lm¡j 
−Y¡L¡−e¡l L¡SV¡ B−l¡ pq−S Ll¡ k¡u j¡Ep L¡lp¡l−L fË−u¡Se j−a¡ −L¡eJ 
−p−ml Jfl H−e l¡CV ¢LÓL L−lz −k X¡umN h„V¡ Bp−h a¡−a −l¡ h¡ Lm¡j 
CeÚp¡lV Ll¡l −je¤V¡ f¡−hz j−e −l−M¡, ea¥e −l¡ Bp−h JC −pmV¡ −k −l¡-−a 
B−R a¡l Jf−l Bl ea¥e Lm¡j Bp−h a¡l h¡y f¡−n h¡ B−Nz 
¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:    Ju¡LÑn£−Vl fl fl ¢ae−V −l¡ Bl Lm¡−jl −p−m k¡ −q¡L 
¢LR¥ pwMÉ¡ −m−M¡z Hh¡l ¢àa£u −l¡-V¡l Jf−l HLV¡ ea¥e −l¡ −Y¡L¡Jz Bl 
a«a£u Lm¡jV¡l B−N c¤−V¡ ea¥e Lm¡j −Y¡L¡Jz mr L−l¡, −Y¡L¡−e¡l fl −l¡-
h¡l Bl Lm¡j-h¡−l eðl…−m¡ Bf¢e f¡−ÒV k¡−hz  

5.2.4    Selection (¢p−mLÚne) J Copy-Paste (L¢f-−fpÚV) 
H−„m Ju¡LÑn£−Vl −pm…−m¡−a abÉ −k phÑc¡C V¡Cf L−l  −Y¡L¡−a q−h HjeV¡ 
euz n£−Vl HLV¡ h¡ HL¡¢dL −p−m, Abh¡ HLV¡ h¡ HL¡¢dL −l¡ h¡ Lm¡−j, h¡ 
AeÉ −L¡eJ n£−V h¡ H−„m Ju¡LÑh¤L −k abÉ l¡M¡ B−R a¡−L Bjl¡ pq−SC 
Ju¡LÑn£−Vl −pm ¢e¢cÑø S¡uN¡u −Y¡L¡−a f¡¢lz Hje¢L, Ju¡XÑ −fË¡NË¡−jl XL¥−j−¾V 
−VhÚm ¢qp¡−h l¡M¡ abÉ−LJ ¢e−u Bp−a f¡¢lz Hl SeÉ Bj¡−cl L¢f-−fpÚV h¡ 
L¡V-−fpÚV Ll−a q−h, k¡ Bjl¡ B−NC Ju¡XÑ −fË¡NË¡−j ¢n−M¢Rz L¢f h¡ L¡V 
Ll¡l SeÉ Bj¡−cl fËb−jC L¢f h¡ L¡V Ll¡l ¢e¢cÑø ÙÛ¡eV¡−L ¢p−mƒ Ll−a 
q−hz H−„m Ju¡LÑn£−V L£i¡−h ¢p−mƒ Ll¡ k¡u −pV¡ B−N −c−M −ehz 

Lm¡j h¡−ll −k−L¡eJ Lm¡j eð−l j¡Ep L¡lp¡l−L −l−M −c−M¡ HLV¡ ¢e−Q 
j¤M Ll¡ ¢al ¢Qq² −cM¡uz Hh¡l j¡Ep ¢LÓL Ll−mC f¤−l¡ Lm¡jV¡ ¢O−l −j¡V¡ c¡N 
f−l ¢p−mƒ q−u−R −cM¡−az a¡lfl Bjl¡ CTRL+C h¡ CTRL+X L−l, 
Abh¡ −je¤ −b−L h¡ l¡CV ¢LÓL L−l f¤−l¡ Lm¡jV¡ L¢f h¡ L¡V L−l ¢e−a f¡¢lz 
L¢f h¡ L¡V Ll¡ q−m −cM¡ k¡−h ¢p−m−ƒX Aw−nl Q¡lf¡−n ¢hÔw¢Lw −lM¡z 
HLCi¡−h f¤−l¡ HLV¡ −l¡ L¢f h¡ L¡V Ll¡ k¡uz Bh¡l Lm¡j h¡−l −k −L¡eJ 
HLV¡ Lm¡−j j¡Ep −l−M −mgÚV h¡Ve −Q−f Lm¡j h¡−lC X¡C−e h¡y−u j¡Ep XÊÉ¡N 
L−l h¡ Shift (¢ngÚV) −Q−f L¡lp¡l L£C hÉhq¡l L−lJ HL¡¢dL f¡n¡f¡¢n Lm¡j 
¢p−mƒ Ll¡ k¡uz HLCi¡−h −l¡-−ul Jf−l ¢e−Q HL¡¢dL f¡n¡f¡¢n Lm¡j h¡ −l¡ 
¢p−mƒ Ll¡ k¡uz ¢p−mƒ Ll¡l −l¡ h¡ Lm¡j…−m¡ f¡n¡f¡¢n e¡ q−m ¢ngÚ−Vl hc−m 
CTRL hÉhq¡l Ll−a quz  
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Ju¡LÑn£−Vl ¢WL Jf−l h¡y¢c−Ll −L¡e¡u Lm¡j h¡l J −l¡ h¡−l pw−k¡NÙÛ−m 
−c−M¡ HLV¡ ¢œi¥S ¢Qq² j−a¡ B−Rz HV¡−a ¢LÓL L−l f¤−l¡ Ju¡LÑn£VV¡C ¢p−mƒ 
L−l −eJu¡ k¡uz  

Ju¡LÑn£−Vl HL¡¢dL −pm−L Bjl¡ ¢p−mƒ J L¢f h¡ L¡V Ll−a f¡¢l Shift 
−Q−f L¡lp¡l L£C hÉhq¡l L−l J CTRL+C h¡ CTRL+X L−l, Abh¡ j¡E−pl 
−mgV h¡Ve −Q−f j¡Ep p¢l−u h¡ XÊÉ¡N L−l J a¡lfl l¡CV ¢LÓL L−lz −fpÚV 
Ll¡l SeÉ −fpÚV Ll¡l ¢e¢cÑø S¡uN¡l h¡y¢c−Ll Jf−ll −L¡e¡l −p−m −fË¡NË¡j 
L¡lp¡l−L ¢e−u ¢N−u CTRL+V L−l h¡ j¡Ep l¡CV ¢LÓL L−l −fpÚV Ll¡ k¡−hz  

mr L−l¡ −k, L¢f-−fpÚV Ll¡ q−m, HLh¡l −fpÚV Ll¡l f−lJ ¢p−mLÚneV¡ 
−b−LC k¡u, j¡−e Bh¡l −L¡b¡J a¡−L −fpÚV Ll¡ k¡uz p¤¤al¡w, L¢f Ll¡ 
abÉ…−m¡ flfl −fpÚV Ll¡ −k−a f¡−l HL¡¢dL ÙÛ¡−ez HLC h¡−l HL¡¢dL −p−m 
−fpÚV Ll¡J −k−a f¡−l, −pC −pm…−m¡−L ¢p−mƒ L−l ¢e−uz H−L hm¡ qu 
¢LÓf−h¡XÑ h¡ −jj¢l−a L¢f L−l l¡M¡z HV¡ Q−m k¡−h Esc ¢Vf−m, Abh¡ AeÉ 
−L¡eJ −p−m ¢N−u ¢LR¥ V¡Cf Ll−mz  

L¡V-−fpÚV Ll¡ j¡−e q−µR HLV¡ S¡uN¡ −b−L B−lLV¡ S¡uN¡u j¤i Ll¡z 
j¡E−pl −mgÚV h¡Ve −Q−f XÊÉ¡N L−l Bjl¡ HL h¡ HL¡¢dL −p−m, −l¡-−a h¡ 
Lm¡−j −mM¡ abÉ−L ¢p−mƒ L−l B−lLV¡ S¡uN¡u ¢e−u −k−a f¡lhz HV¡ Ll−a 
¢p−mƒ Ll¡ −pm…−m¡ h¡ −l¡ h¡ Lm¡−jl Q¡lf¡−nl ¢p−mLn−el c¡−Nl Jfl j¡Ep 
L¡lp¡l l¡M−mC Bjl¡ j¤i Ll¡h¡l ¢Qq²V¡ −cMhz −pV¡ H−m a−hC −mgÚV h¡Ve 
−Q−f XÊÉ¡N Ll−a q−hz j−e −l−M¡, −pC S¡uN¡u −L¡eJ abÉ b¡L−m a¡l hc−m 
HC j¤i Ll¡ abÉ H−p k¡−hz 

5.2.5  Delete Data (¢X¢mV −XV¡) 
Ju¡LÑn£−Vl −k−L¡eJ HL h¡ HL¡¢dL −pm, −l¡, Lm¡j, h¡ f¤−l¡ n£−V l¡M¡ abÉ 
Bjl¡ pq−SC j¤−R ¢c−a h¡ ¢X¢mV Ll−a f¡¢l, B−N −p…−m¡−L ¢p−mƒ L−l 
¢e−u J a¡lfl L£C−h¡−XÑl ¢X¢mV h¡VeV¡ ¢c−u h¡ ¢p−mLn−el Jf−l j¡Ep−L 
l¡CV ¢LÓL L−l ¢X¢mV ¢LÓL L−lz 

¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:    Ju¡LÑn£−Vl L−uLV¡ −p−m ¢LR¥ pwMÉ¡ ¢m−M −Y¡L¡Jz Hh¡l 
H…−m¡−L AeÉ HLV¡ −p−m L¢f-−fpÚV L−l¡ z L−uLV¡ Jfl-¢e−Q ¢p−mƒ Ll¡ 
−p−mJ −fpÚV L−l −c−M¡z HCi¡−h −hn ¢LR¥ −pm abÉ ¢c−u i−l¡z Hh¡l HLV¡ h¡ 
HL¡¢dL −l¡ L¢f −fpÚV L−l¡ AeÉ S¡uN¡uz Lm¡j ¢p−mƒ L−lJ HV¡ L−l −c−M¡z 
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Hlfl ¢LR¥ −p−ml abÉ j¤i Ll¡J BeÉœz −l¡ Bl Lm¡j L£i¡−h j¤i Ll¡ k¡u 
−c−M l¡−M¡z HM¡−eC A−iÉp L−l¡ ¢LR¥ −p−ml, −l¡-−ul Bl Lm¡−jl ¢p−mƒ Ll¡ 
abÉ ¢X¢mV Ll¡z f¤−l¡ Ju¡LÑn£−Vl abÉ L£i¡−h ¢X¢mV Ll¡ k¡u −c−M l¡Mz HL 
HLV¡ L¡−Sl f−lC L¥CL AÉ¡LÚ−pp V¥m h¡−ll Undo (BeX¥) Bl Redo 
(¢lX¥) h¡Ve hÉhq¡l L−l L£ qu −c−M e¡Jz   

5.3 Ju¡LÑn£−V pwMÉ¡ ¢e−u ¢LR¥ p¡d¡lZ ¢q−ph Ll¡ 
Hh¡l Bjl¡ H−„m −fË¡NË¡jV¡ j§m L¡S pð−å S¡ehz p¡d¡lZ ¢q−ph hm−a Bjl¡ 
−k¡N, ¢h−u¡N, …Z J i¡N Ll¡ −h¡T¡¢µR, Ju¡LÑn£−Vl ¢h¢iæ −p−m abÉ ¢qp¡−h l¡M¡ 
pwMÉ¡…−m¡ ¢e−uz HR¡s¡, B−l¡ hý lL−jl ¢q−ph Ll¡ k¡u g¡wne −je¤ hÉhq¡l 
L−l, J Bjl¡ glj¤m¡ h¡−l Bj¡−cl fË−u¡Se j−a¡ glj¤m¡ h¡ p§œJ °a¢l L−l 
¢e−a f¡¢l, k¡ flhaÑ£ fkÑ¡−u ¢nM−a q−hz 
5.3.1 Addition (AÉ¡¢Xne) 
AÉ¡¢Xne h¡ −k¡N Ll¡ k¡u −k −L¡eJ HL¡¢dL −p−ml pwMÉ¡…−m¡−L J −p…−m¡l 
p¡−b −k−L¡eJ pwMÉ¡−Lz −k¡NgmV¡ −mM¡ q−u k¡u −k −pmV¡ Bjl¡ Q¡C −pM¡−ez 
p¤¤al¡w, B−N Bj¡−cl ¢WL L−l ¢e−a q−h, −L¡eÚ −pmV¡−a Bjl¡ −k¡NgmV¡ 
¢m−M l¡M−a Q¡C J −pV¡ ¢p−mƒ Ll−a q−h −fË¡NË¡j L¡lp¡l−L −pM¡−e −l−M z    
¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:    Ju¡LÑn£−Vl L−uLV¡ −p−m ¢LR¥ pwMÉ¡ ¢m−M −Y¡L¡Jz Hh¡l 
−k¡Ngm ¢mM−h −k −pmV¡−a −pM¡−e ¢LÓL L−l (h¡ L¡lp¡l L£C hÉhq¡l L−l) 
−pV¡−L ¢p−mƒ L−l¡ (−fË¡NË¡j L¡lp¡l−L l¡−M¡) J −pM¡−e V¡Cf L−l¡ = ¢Qq²V¡z 
Hh¡l L£C−h¡−XÑl L¡lp¡l L£C hÉhq¡l L−l h¡ j¡Ep ¢LÓL L−l pwMÉ¡ −mM¡ 
−pm…−m¡l HL HLV¡−a L¡lp¡l ¢e−u k¡J J −c−M¡ −k −k¡Ngm −mM¡l −pmV¡−a 
= ¢Q−q²l f¡−n HL HLV¡ L−l JC −pm…−m¡l eðl B−p, Bl L¡lp¡lV¡J ¢hÔwL 
Ll−a b¡−Lz Hh¡l −k¡N Ll−a Q¡J Hje HLV¡ −p−m HC ¢hÔwL Ll¡ L¡lp¡l 
−l−M V¡Cf L−l¡ + ¢Qq²V¡z −c−M¡ −k¡Ngm −mM¡l −p−m JC −pm eðlV¡ J a¡l 
f¡−n + ¢Qq²V¡ −mM¡ q−u k¡−hz Hh¡l ¢hÔwL Ll¡ L¡lp¡l ¢e−u k¡J Hl p¡−b −k 
−pmV¡l pwMÉ¡ −k¡N Ll−a Q¡J −pC −pmV¡−az B−l¡ HLV¡ −p−ml pwMÉ¡ −k¡N 
Ll−a Q¡C−m Bh¡l + ¢Qq²V¡ V¡Cf L−l −pC −pmV¡−a L¡lp¡l ¢e−u k¡Jz −c−M 
l¡−M¡, ¢ae−V −p−ml pwMÉ¡ −k¡N Ll¡l SeÉ ¢e−m ¢e−Ql R¢hV¡l j−a¡ q−hz Hh¡−l 
H¾V¡lH¾V¡lH¾V¡lH¾V¡l ¢Vf−mC −k¡NV¡ q−u k¡−h J −k¡NgmV¡ −mM¡ q−u k¡−h JC −p−mz    
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mr L−l¡: −k¡Ngm −mM¡l −p−m −k¡NgmV¡ pwMÉ¡u −mM¡ −cM¡−mJ Bp−m JM¡−e 
B−R HLV¡ −k¡−Nl glj¤m¡, −kV¡ −cM¡ k¡−h Jf−ll glj¤m¡ h¡−lz 

 
¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:    HC −k¡NV¡−a B−l¡ −L¡eJ −p−ml pwMÉ¡ −k¡N Ll−a Abh¡ 
−L¡eJ HLV¡ −p−ml hc−m AeÉ HLV¡ −pm ¢e−a q−m HC glj¤m¡ h¡l ¢N−u ¢LÓL 
L−l¡ J + ¢Qq² ¢c−u B−l¡ −pm eðl −m−M¡, h¡ −L¡eJ HLV¡ −pm eðl f¡−ÒV 
AeÉ −pm eðl −m−M¡—−kje, =C4+B4+D3+B2+C5 z    

mr L−l¡, glj¤m¡ h¡−l ¢LÓL L−l −L¡eJ ¢LR¥ ¢mM−mC h¡−ll h¡y f¡−n −cM¡u, 
Canel (LÉ¡e−pm) Bl Enter (H¾V¡l) Ll¡l h¡Ve, fx −mM¡V¡l B−Nz H…−m¡−a 
¢LÓL L−lJ Bjl¡ −mM¡ glj¤m¡V¡ 
¢WL L−l ¢e−u −Y¡L¡−a f¡¢l, h¡ i¥m 
q−m LÉ¡eÚ−pm h¡ h¡¢am Ll−a 
f¡¢lz   
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Auto Sum Function (A−V¡ p¡j g¡wne) 
−q¡j −je¤l H¢X¢Vw ¢lh−e −cM¡ k¡−h Σ    (¢pNj¡)(¢pNj¡)(¢pNj¡)(¢pNj¡) ¢Qq²V¡z HC ¢Qq²V¡l f¡−n l¡M¡ 
XÊf X¡Ee ¢m−ØV ¢LÓL L−l Bjl¡ H−„m ¢c−u ¢q−ph Ll¡ k¡u Hje B−l¡ 
A−eL g¡wne −cM−a f¡h, −k…−m¡ flhaÑ£ fkÑ¡−u −nM¡ k¡−hz Bjl¡ HM¡−e Σ 
¢c−u −L¡eJ −l¡, h¡ Lm¡j, h¡ HL−k¡−N −l¡ J Lm¡−jl f¡n¡f¡¢n −pm…−m¡l 
pwMÉ¡ pq−S −k¡N L−l −eJu¡ ¢nMhz  

¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:    HLV¡ Ju¡LÑn£−Vl fl fl L−uLV¡ Lm¡j J −l¡-−ul 
−pm…−m¡−a ¢LR¥ pwMÉ¡ ¢m−M e¡J, J ¢e−Ql L¡S …−m¡ A−iÉp L−l¡z 

1. fËbj −l¡-−ul −mM¡l −n−o X¡e f¡−nl −pmV¡−a Bjl¡ −l¡-−ul −pm…−m¡l 
pwMÉ¡l −k¡NgmV¡ ¢mM−a Q¡Cz HC −pmV¡−a j¡Ep ¢LÓL L−l e¡Jz Hh¡l 
−je¤−a l¡M¡ Σ ¢LÓL L−l¡z f¤−l¡ −l¡-−ul −pm…−m¡ −k¡−Nl glj¤m¡ −cM¡−hz 
Hh¡l glj¤m¡ h¡−l H¾V¡l ¢LÓL Abh¡ L£−h¡−XÑ H¾V¡l ¢Vf−mC −k¡NgmV¡ −mM¡ 
q−u k¡−hz mr L−l¡, HM¡−e glj¤m¡V¡ −k¡N ¢Q−q²l hc−m = Sum (p¡j)(p¡j)(p¡j)(p¡j) ¢c−u 
−mM¡ qm, hËÉ¡−L−Vl j−dÉ Bl−ñl −pm eðl, J a¡lfl −L¡me (:) ¢Qq² ¢c−u 
−n−ol −pm eðlz 

 
2. HLCi¡−h fËbj Lm¡jV¡l 
¢e−Ql −pmV¡−a Lm¡−jl 
−pm…−m¡l pwMÉ¡l −k¡Ngm 
−m−M¡z    

3. Hh¡−l −c−M¡ −l¡ Bl 
Lm¡j ¢j−m ph…−m¡ 
−p−ml −k¡Ngm X¡e¢c−Ll 
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¢e−Ql −L¡e¡u L£i¡−h −mM¡ k¡−hz Hl SeÉ −k¡Ng−ml O−l j¡Ep ¢LÓL Ll¡l 
fl HLcj fËbj −pmV¡−a ¢N−u Bh¡l j¡Ep ¢LÓL L−l¡ J a¡lfl −mgÚV h¡Ve 
−Q−f −l−M X¡e¢c−Ll ¢e−Ql ph−no −pmV¡−a H−p¡ (Shift −Q−f L£C −h¡−XÑl 
L¡lp¡l L£C hÉhq¡l L−lJ HV¡ L−l −c−M¡)z 

      

HV¡ L−uLh¡l A−iÉp L−l ¢n−M e¡J, L£i¡−h f¡n¡f¡¢n h¡ Jfl-¢e−Ql 
−pm…−m¡l pwMÉ¡ −k¡N L−l −k¡NgmV¡ AeÉ HLV¡ −p−m −mM¡ k¡uz −pC p−‰ 
−k¡−Nl glj¤m¡ L£i¡−h −mM¡ qu a¡ −c−M l¡−M¡z  

mr L−l¡:mr L−l¡:mr L−l¡:mr L−l¡: H¾V¡l e¡ Ll¡ fkÑ¿¹ glj¤m¡l −k¡NgmV¡ −mM¡ qu e¡z j¡Ep ¢c−u h¡ 
L£C−h¡XÑ L¡lp¡l L£C ¢c−u −kM¡−eC k¡J glj¤m¡l −pmV¡C f¡ÒV¡u Bl ¢hÔw¢Lw 
−pm −cM¡uz HC AhÙÛ¡u H¾V¡l e¡ L−l HV¡ h¡¢am Ll¡l Ef¡u qm Esc −Vf¡z  

4. Hh¡l −c−M¡ −L¡eJ HLV¡ −p−ml glj¤m¡ L£i¡−h Cell Formula Copy 

Paste (−pm glj¤m¡ L¢f-−fpÚV) L−l AeÉ −p−mJ hÉhq¡l Ll¡ k¡uz j−e 
L−l¡, fËbj −l¡-V¡l −k −k¡NgmV¡ h¡l L−l¢R−m, ¢WL a¡l j−a¡ L−lC f−ll 
−l¡-…−m¡lJ −k¡Ngm h¡l L−l fl fl ¢e−Q ¢mM−a q−hz HC L¡SV¡ pq−SC 
L¢f-−fpÚV L−l Ll¡ k¡u, h¡l h¡l Bl glj¤m¡ ¢mM−a que¡z 
 fËbj −l¡-−ul −n−ol −k −p−m glj¤m¡ ¢m−M ¢q−ph h¡l Ll¡ q−u¢Rm, −pC 

−pmV¡−a j¡Ep ¢e−u k¡J J l¡CV ¢LÓL L−l L¢f L−l¡z Hh¡−l ¢e−Ql ka…−m¡ 
−p−m HC ¢q−phV¡C Ll−a Q¡J −pC −pm…−m¡ HLp¡−b ¢p−mƒ L−l¡ (j¡Ep 
XÊÉ¡N h¡ ¢ngÚV −Q−f) J Hh¡l −je¤ −b−L h¡ l¡CV ¢LÓL L−l −fpÚV L−l¡z 
−cM−h ph…−m¡−aC HLCi¡−h ¢q−ph Q−m Bp−hz  
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HLCi¡−h fËbj Lm¡jV¡l −k¡Ngm −k glj¤m¡ hÉhq¡l L−l h¡l Ll¡ q−u¢Rm 
a¡−LC f¡−nl Lm¡j…−m¡l S−eÉJ hÉhq¡l Ll¡ k¡uz   
HM¡−e −c−M l¡−M¡:HM¡−e −c−M l¡−M¡:HM¡−e −c−M l¡−M¡:HM¡−e −c−M l¡−M¡:    
L¢f-−fpÚV Ll¡ −pm…−m¡l Jf−l j¡Ep ¢LÓL L−l (h¡ L¡lp¡l ¢e−u ¢N−u) 
−c−M¡ −pm glj¤m¡…−m¡ L£i¡−h f¡−ÒV−Rz HLV¡ Lm¡j d−l Jfl −b−L ¢e−Q 
HL HLV¡ −l¡-−u −fpÚV Ll−m glj¤m¡u −pC −l¡-V¡l eðlV¡C f¡−ÒV −mM¡ q−µR, 
Lm¡j eðlV¡ HLC −b−L k¡−µRz Bl Lm¡−jl ¢qp¡hV¡ JC −l¡-−aC f¡−nl 
Lm¡−j −fpÚV Ll−m glj¤m¡u −l¡ eðlV¡ f¡ÒV¡u e¡, ¢L¿¹¥ −k Lm¡−j −fpÚV q−µR 
−pC eðlV¡C f¡−ÒV −mM¡ quz 

¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡: 
 glj¤m¡ ¢c−u AeÉ −p−ml pwMÉ¡…−m¡ ¢e−u −k ¢q−phV¡ −L¡eJ −p−m Ll¡ b¡−L, 

−pV¡ ¢e−S ¢e−SC pw−n¡¢da qu, k¢c JC AeÉ −pm…−m¡−a −mM¡ pwMÉ¡l ¢LR¥ 
f¢lhaÑe Ll¡ quz   

 JC AeÉ −pm…−m¡l j¡−T −L¡eJ ea¥e −l¡ h¡ Lm¡j −Y¡L¡−mJ HC ¢q−phV¡ 
f¡ÒV¡u e¡z öd¤ ¢q−p−hl glj¤m¡u −p−ml eðl…−m¡ Bf¢e f¡−ÒV k¡uz  

 A−V¡p¡j Σ ¢c−u glj¤m¡u −k−qa¥ Blñ J −n−ol −p−ml ¢hÙ¹¡l h¡ −leÚS 
(−kje, D1:D4, h¡ A3:F3) −cJu¡ b¡−L, a¡C Bjl¡ j¡−T −L¡eJ −l¡ h¡ 
Lm¡j Y¥¢L−u −pC ea¥e −pm…−m¡−a pwMÉ¡ ¢mM−m −pV¡J Bf¢e −k¡Ng−m 
H−p k¡uz ¢L¿¹¥, HLV¡ HLV¡ L−l −p−ml j¡−T −k¡N ¢Qq² ¢c−u −k¡−Nl 
glj¤m¡l −r−œ a¡ qu e¡z ea¥e −pm…−m¡−LJ −k¡N ¢Qq² ¢c−u glj¤m¡u ¢m−M 
¢e−a quz 

 glj¤m¡ ¢m−M −pm…−m¡l pwMÉ¡l −k¡N R¡s¡J Bjl¡ −k¡N ¢Qq² ¢c−u −p−ml 
pwMÉ¡l p¡−b −k−L¡eJ pwMÉ¡ −k¡N Ll−a f¡¢lz 

5.3.2  Subtraction (p¡hVÊÉ¡LÚne), Multiplication (j¡¢ÒV¢fÔ−Lne) J 

Division (¢X¢ine) 

p¡hØVÊÉ¡LÚne h¡ ¢h−u¡N, j¡¢ÒV¢fÔ−Lne h¡ …Z, J ¢X¢ine h¡ i¡N Ll¡ k¡−h 
HLC i¡−h glj¤m¡ ¢m−M, −kjeV¡ Bjl¡ −k¡N Ll¡l pju −k¡N ¢Qq² + hÉhq¡l 
L−l L−l¢Rz A−V¡ p¡−jl Σ -l j−a¡ H…−m¡l −L¡eJ ¢h−no g¡wne Ll¡ k¡u e¡z 
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L£C −h¡XÑ −b−L V¡Cf L−l ¢Qq² …−m¡ ¢e−u ¢e−a q−h L£C−h¡−XÑl X¡e ¢c−Ll 
e¡ð¡l fÉ¡X −b−L — * j¡−e …Z, / j¡−e i¡N, Bl – j¡−e ¢h−u¡N Ll¡z  
5.3.3 Formula Setting  (glj¤m¡ −p¢Vw) 
 −L¡eJ S¢Vm ¢q−p−hl glj¤m¡u HL¡¢dL −p−ml pwMÉ¡ ¢e−u −k¡N, ¢h−u¡N, 

…Z, i¡−Nl ¢h¢iæ fË¢œ²u¡ °a¢l Ll¡ k¡u, HCph ¢Qq² hÉhq¡l L−l z −ajeV¡ 
q−m, −k −p−m HC ¢q−phV¡ l¡M−a Q¡C −pM¡−eC −mM¡l hc−m a¡ glj¤m¡ 
h¡−l −mM¡ J pw−n¡de Ll¡ pqS quz  

 S¢Vm glj¤m¡u −L¡eÚ fË¢œ²u¡V¡ B−N J −L¡eÚV¡ f−l −h¡T¡−a HL¡¢dL håe£ 
¢Qq² ¢c−a q−a f¡−lz  

¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡: ¢e−Ql R¢h c¤−V¡−a −c−M e¡J, glj¤m¡ h¡−l L£i¡−h −mM¡ q−u−R 
F1 J G1−p−m z  

     
håe£l −ia−l B−lLV¡ håe£l hÉhq¡l i¡m L−l −c−M e¡Jz i¥m q−m 
glj¤m¡V¡C −cJu¡ k¡−h e¡z 

     
 −L¡eJ −p−ml glj¤m¡ AeÉ −p−m L¢f −fpÚV Ll¡l pju HLV¡ ¢hou −Mu¡m 

l¡M−a q−hz −L¡eJ −l¡-−ul −pm…−m¡ ¢e−u glj¤m¡V¡  −k −p−m −mM¡ q−u−R, 
a¡−L X¡e h¡ h¡y f¡−nl Lm¡−jl −p−m −fpÚV Ll−m glj¤m¡−a Lm¡j-−pm 
…−m¡J X¡e h¡ h¡y f¡−nl q−u k¡−hz HLC Lm¡−jl −p−m −fpÚV Ll−m a¡ 
q−h e¡, öd¤ −l¡-−pm …−m¡C f¡mV¡−hz Bh¡l, Lm¡j-−ul −pm…−m¡ ¢e−u 
glj¤m¡V¡ −k −p−m −mM¡ q−u−R, a¡−L Jf−ll h¡ ¢e−Ql −l¡-−ul −p−m −fpÚV 
Ll−m glj¤m¡−a −l¡-−pm …−m¡ Jf−ll h¡ ¢e−Ql q−u k¡−hz HLC −l¡-−ul 



102  g¥mX¡P¡ ¢hcÉ¡QQÑ¡ −L¾cÊ, h£lij̈ 

 

X¡e h¡ h¡y f¡−nl −p−m −fpÚV Ll−m a¡ q−h e¡, öd¤ Lm¡j-−pm …−m¡C 
f¡mV¡−hz    

¢e−S L−¢e−S L−¢e−S L−¢e−S L−l −c−M¡:l −c−M¡:l −c−M¡:l −c−M¡: ¢e−Ql R¢h c¤−V¡−a −c−M e¡J, glj¤m¡ h¡−l L£i¡−h −mM¡ q−u−R, 
G1 Bl A7 −p−m z  

        
G1-−L H1Bl F1-−u −fpÚV L−l −c−M e¡J L£ quz F1-−u −fpÚV Ll¡ k¡−h e¡, 
−mM¡ Bp−h, #REF!, k¡l j¡−e glj¤m¡l JC −pmV¡ f¡Ju¡ k¡−µR e¡ z −k¡N, 
¢h−u¡N CaÉ¡¢cl glj¤m¡l −L¡eJ −p−m pwMÉ¡l hc−m AeÉ ¢LR¥ −mM¡ b¡L−m 
fË¢œ²u¡V¡ q−h e¡, #VALUE! −cM¡−h z HLCi¡−h A7-−L A8 Bl A6-−u 
−fpÚV L−l −c−M e¡Jz  
 glj¤m¡ ¢c−u −mM¡ −L¡eJ fË¢œ²u¡l j−dÉC k¢c HLV¡ −p−ml pwMÉ¡ JC 

glj¤m¡ ¢c−uC −hl Ll¡ q−u b¡−L, a¡q−m Error Message (Hll −j−pS) 
Bp−h Circular Reference (p¡L¥Ñm¡l −lg¡−l¾p) z 

5.4  Formatting (gljÉ¡¢Vw) J Page Layout (−fS −mBEV)  
5.4.1 g¾V, AÉ¡m¡Ce−j¾V, J¢l−u−¾Vne, j¡SÑ, lÉ¡f  
Ju¡LÑn£−Vl ¢h¢iæ −pm, −l¡, h¡ Lm¡j ¢p−mƒ L−l ¢e−u −mM¡l qlg h¡ g¾V, 
a¡l p¡CS, ØV¡Cm CaÉ¡¢c Home Menu (−q¡j −je¤) ¢lh−el Font (g¾V) NË¥f 
−b−L Ll¡ k¡−h, −kjeV¡ Bjl¡ B−N Ju¡−XÑ Ll¡ ¢n−M¢Rz Hl f¡−nl  NË¥f 
Alignment (AÉ¡m¡Ce−j¾V) −b−L Bjl¡ −pm ¢p−mƒ L−l a¡l −mM¡−L −p−ml 
h¡y h¡ X¡e d¡−l, j¡−T L−l (ql¡CS¾V¡m), Bl Jf−l, ¢e−Q Abh¡ −p−ml j¡−T 
(i¡lÚ¢VL¡m) p¡S¡−a f¡lhz Cell Orientation (−pm J¢l−u−¾Vne) ¢c−u −p−ml 
−mM¡V¡−L Jf−l ¢e−Q, −L¡e¡L¥¢e Ll¡ k¡uz   

¢h¢iæ −l¡-−ul Bl−ñ h¡ Lm¡−jl Jf−ll −p−m Bjl¡ e¡j ¢m¢M −l¡ h¡ 
Lm¡−jl pwMÉ¡…−m¡ L£ −h¡T¡−az H…−m¡ −l¡ h¡ Lm¡−jl ¢n−l¡e¡j h¡ Label 
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(−m−hm)z HR¡s¡ −Vhm °a¢l Ll−a a¡lJ ¢n−l¡e¡j ¢c−a quz −m−hm −mM¡l 
pju ¢h−no L¡−S B−p −pm Merge (j¡SÑ), Unmerge (BeÚj¡SÑ) Bl Wrap 

(lÉ¡f) −V„Vz  
−m−hm −mM¡l pju −cM¡ k¡u, 

HLV¡ −p−ml V¡Cf Ll¡ −mM¡ −pC 
−pm −b−LC öl¦ quz HV¡ k¢c 
HL¡¢dL Lm¡j h¡ −l¡-−ul ¢n−l¡e¡j 
qu, a¡q−m Q¡Ch −k −mM¡ 
¢n−l¡e¡jV¡ −ke a¡−cl j¡T¡j¡¢T 
b¡−Lz  Hl SeÉ f¡n¡f¡¢n h¡ 
Jf−l-¢e−Q fË−u¡Se j−a¡ −pm 
¢p−mƒ L−l Merge (j¡SÑ) J 
−p¾V¡l L−l ¢e−a quz H−a L−l 
¢p−mƒ Ll¡ −pm…−m¡ S¥−s ¢N−u 
HLV¡ −pm ¢qp¡−h −cM¡uz Bh¡l, 
HLV¡ −p−ml −mM¡ HLV¡ m¡Ce 
d−lC Q−m J a¡ f¡−nl −p−m Q−m 
−N−m Q¡f¡ f−s k¡u f¡−nl −p−ml 
−mM¡uz HM¡−e j¡SÑ Ll¡ k¡u e¡, 
L¡lZ c¤−V¡ −p−ml −mM¡ Bm¡c¡ L−l l¡M¡ k¡u e¡ HLV¡ −p−mz a¡C HM¡−e 
Bjl¡ Wrap (lÉ¡f) −V„V hÉhq¡l L¢l, k¡l g−m JC −pmV¡l S¡uN¡−aC c¤−V¡ 
h¡ ¢ae−V m¡C−e −f−u k¡Cz Jf−ll R¢h c¤−V¡ −c−M¡z Jf−ll Aw−n Bjl¡ V¡Cf 
L−l k¡ f¡C a¡ −cM¡−e¡ q−u−R A, B, C, D Lm¡−jl −l¡ 7 fkÑ¿¹z ¢e−Ql Aw−n 
HV¡−LC 9 eðl −l¡ −b−L L¢f-−fpÚV L−l gljÉ¡V Ll¡z  
¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡:¢e−S L−l −c−M¡: L£ L£ Ll¡ q−u−R mr L−l¡ z 9 eðl −l¡-−a f¡n¡f¡¢n Q¡l−V 
−pm j¡SÑ L−l −p¾V¡l Ll¡ q−u−Rz A-Lm¡−jl −pm 10-11, 12-13, J 14-15 
Jfl-¢e−Q c¤−V¡ L−l ¢e−u j¡SÑ L−l −p¾V¡l Ll¡ q−u−R, J a¡lfl i¡lÚ¢VL¡m 
AÉ¡m¡Ce−j¾VJ −p¾V¡l Ll¡ q−u−Rz B10 −pmV¡−a lÉ¡f −V„V L−l a¡lfl 
i¡l¢VL¡m −p¾V¡l Ll¡ q−u−Rz C10 Bl D10 −pm c¤−V¡ j¡SÑ L−l −p¾V¡l Ll¡ 
q−u−R, J i¡l¢VL¡m ql¡CS¾V¡m z  
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5.4.2 Row Height (−l¡ q¡CV) J Column Width (Lm¡j ECXÚb) 
Ju¡LÑn£−Vl −l¡-…−m¡ J Lm¡j-…−m¡ LaV¡ QJs¡ Llh, a¡ Bjl¡ ¢WL L−l 
¢e−a f¡¢lz HV¡ Ll¡l pqS Ef¡u qm −l¡ h¡ Lm¡j 
h¡−l HL HLV¡ (h¡ HLp−‰ HL¡¢dL−L ¢p−mƒ L−l) 
−l¡ h¡ Lm¡−jl ¢WL d¡−ll m¡CeV¡l Jf−l j¡Ep−L 
¢e−u −N−m XÊÉ¡N Ll¡l ¢Qq²V¡ −cM¡ k¡−hz aMe 
j¡E−pl −mgÚV h¡Ve −Q−f h¡−ll Jf−l −b−LC j¡Ep 
¢c−u XÊÉ¡N Ll−a q−hz Lm¡j-−ul −r−œ h¡y−u XÊÉ¡N 
Ll−m Lm¡−jl fËÙÛ h¡ ECXÚb Lj−h, X¡C−e −N−m 
h¡s−hz −l¡-−ul −r−œ Jf−l EW−m −l¡-−ul q¡CV h¡ 
EµQa¡ Lj−h, ¢e−Q e¡j−m h¡s−hz Bl HLV¡ Ef¡u 
qm, Home Menu (−q¡j −je¤) ¢lh−el Cells 
(−pmp) NË¥f −b−L f¡Ju¡ k¡−h gljÉ¡Vz HV¡−a l¡M¡ 
XÊf X¡Ee h¡VeV¡ ¢LÓL Ll−m −k X¡umN h„ B−p, 
a¡−a −l¡ q¡CV, Lm¡j ECXÚ−bl j¡f LaV¡ Q¡C 
Bl Q¡C−m −p−ml −ia−ll −mM¡ Ae¤k¡u£ A−V¡ ¢gV 
Ll¡ k¡−h (¢p−m−ƒX −l¡ h¡ Lm¡j ¢e−u)z −L¡eJ 
−pm fË−ÙÛ A¢a¢lš² −R¡V q−m −mM¡ pwMÉ¡−L ##### 
¢Qq² ¢c−u −cM¡uz 

HC XÊf X¡Ee X¡umN h−„C f¡Ju¡ k¡u  
Format Cells (gljÉ¡V −pmp), k¡ L¡−S m¡−Nz 
−l¡-−ul EµQa¡ Bl Lm¡j-−ul fËÙÛ h¡s¡−a Lj¡−a q−a f¡−l HL HLV¡ f¡a¡l 
j¡−fl j−dÉ Ju¡LÑn£V−L l¡M−az HR¡s¡, −q¡j −je¤l ¢lh−el Styles (ØV¡Cmp) 
−b−L Bjl¡ Ju¡LÑn£−Vl abÉ…−m¡−L Tables (−Vhmp) L−l ¢e−a, J ¢h¢iæ 
−pm e¡e¡i¡−h lP L−l ¢e−a f¡¢lz Ju¡LÑn£−V f¡a¡l j¡fV¡ X¡e¢cL J ¢e−Q 
−c¢M−u −cJu¡ qu Page Layout (−fS −m-BEV) Ll−m h¡ g¡Cm −je¤ −b−L 
¢fË¾V ¢c−u Print Preview (¢fË¾V ¢fË¢iE) Ll−mz 

5.4.3 Format Cells (gljÉ¡V −pmp) 
(−q¡j −je¤) ¢lh−el Number ((((e¡ð¡l) −b−L Bjl¡ HLV¡ h¡ HL¡¢dL ¢p−mƒ 
Ll¡ −p−ml Data type (−XV¡ V¡Cf) h¡ abÉ L£dl−el a¡ h−m ¢c−a f¡¢l — 
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−kje, pwMÉ¡, Lb¡u −mM¡, ¢ce-a¡¢lM, iNÀ¡wn, naLl¡ CaÉ¢cz pwMÉ¡l −r−œ LV¡ 
Decimal Places (−X¢pjÉ¡m −fÔ−ppÚ)  h¡ cn¢jL ÙÛ¡e l¡M¡ q−h −pV¡J h−m 
−cJu¡ k¡uz H…−m¡C Bl ¢hÙ¹¡¢lai¡−h Ll¡ k¡−h −pm gljÉ¡V ¢c−uz  HV¡ e¡ð¡l 
−mM¡V¡−a l¡M¡ XÊf X¡Ee −je¤ ¢LÓL L−l f¡Ju¡ k¡u, Bh¡l, Cells (−pmp) 
NË¥fV¡ −b−LJ f¡Ju¡ k¡uz  
5.4.4 Page Layout (−fS −mBEV)−fS −mBEV)−fS −mBEV)−fS −mBEV)    
H−„m −fË¡NË¡−jJ Bjl¡ Ju¡−XÑl 
j−a¡ L−l −fS −m-BEV ¢WL L−l 
¢c−a f¡lh −kje, Page Size (−fS 
p¡CS), Margin (j¡¢SÑe), Page 

Orientation (−fS J¢l−u−¾Vne), 
Page Break (−fS −hËL)z H…−m¡ 
f¡Ju¡ k¡−h −q¡j −je¤l −fS −m-
BEV ¢lh−ez HR¡s¡ h¡s¢a f¡C, 
Print Titles (¢fË¾V V¡C−Vmp), 
−kM¡−e Bjl¡ ¢fËeV Ll¡l pju 
Rows to repeat at top (−l¡-p V¥ 
¢l¢fV AÉ¡V Vf) Bl Columns to 

repeat at left (Lm¡j-p V¥ ¢l¢fV 
AÉ¡V −mgÚV) f¡Ju¡ k¡uz ¢lheV¡l XÊf X¡Ee −je¤ ¢LÓL L−lJ H…−m¡ f¡Ju¡ 
k¡−hz HV¡ L−l fË¢a¢V R¡f¡ f¡a¡u −l¡ J Lm¡−jl ¢n−l¡e¡j f¡Ju¡ k¡uz  
¢e−S L−l¡:¢e−S L−l¡:¢e−S L−l¡:¢e−S L−l¡:    
q¢lh¡h¤l Q¡l −R−m, l¡j, nÉ¡j, kc¤, Bl jd¤z q¢lh¡h¤ a¡yl e¡e¡ dl−el pÇf¢šl 
j§mÉ ¢e−Ql a¡¢mL¡u −cJu¡ i¡N Ae¤p¡−l −R−m−cl i¡N L−l ¢c−me J h¡¢L k¡ 
b¡Lm a¡ c¡e L−l ¢c−mez a¡¢mL¡V¡ pÇf̈ZÑ L−l −hl L−l¡ −L¡eÚ −R−m La V¡L¡ 
−fm (fup¡l ¢qp¡h h¡c ¢c−u)z   

 
A B C D E F G H 

1 
Property 

 

Value 

(Rs.) 

Ram Shyam Jadu Madu 
Total 

Sons 

 

Balance 

Donation 2 2/7th 3/7th 1/8th 1/9th 

3 Land 1250000 
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4 House 460000 

5 Car 350000 

6 Ornaments 600000 

7 Cash 800000 

8 Total 

[p§œ: fËbj −l¡-−a C3, C4….-−ul glj¤m¡ q−h fl fl =B3*2/7,  =B3*3/7 … CaÉ¡¢cz G3-

−a −V¡V¡m L−l ¢e−a q−h, J a¡lfl c¡−el V¡L¡ f¡Ju¡ k¡−h H3 =B3–G3z Hlfl HC −l¡-−ul 
−hl Ll¡ −pm…−m¡ L¢f L−l ¢e−u f−ll −l¡-…−m¡−a −fpÚV Ll−a q−hz fup¡ h¡c −cJu¡l SeÉ 
−pm gljÉ¡V ¢c−u e¡ð¡l −b−L −X¢pj¡m h¡c ¢c−a q−h, ¢n−l¡e¡j ¢c−a q−h, HL f¡a¡u dl¡−a 
g¾V p¡CS Lj¡−a q−h, −l¡, Lm¡j Bl −Vhm hXÑ¡l ¢c−a q−h, CaÉ¡¢cz ¢e−Ql p¡l¢ZV¡ −c−M¡z ]   

Distribution of Property by Haribabu 

  
Value 

(Rs.) 

Ram Shyam Jadu Madu 
Total 

Sons 

Balance 

Donation Property 2/7th 3/7th 1/8th 1/9th 

Land 1250000 357143 535714 156250 138889 1187996 62004 

House 460000 131429 197143 57500 51111 437183 22817 

Car 350000 100000 150000 43750 38889 332639 17361 

Ornaments 600000 171429 257143 75000 66667 570238 29762 

Cash 800000 228571 342857 100000 88889 760317 39683 

Total 3460000 988571 1482857 432500 384444 3288373 171627 

 h¡l L−l¡:  
1. −j¡V −X¡−en−el naLl¡ La i¡N Hm ¢h¢iæ dl−el pÇf¢š −b−Lz 
2. mÉ¡−äl j§mÉ −h−s −Nm 100000 V¡L¡, N¡¢sl j§mÉ L−j −Nm 150000 V¡L¡z 

Hh¡l −L¡eÚ −R−m La f¡−hz   

5.5  flhaÑ£ fkÑ¡−u −nM¡l  
flhaÑ£ fkÑ¡−u H−„m −fË¡NË¡j ¢c−u −nM¡ k¡−h, Sort (pVÑ), Subtotal (p¡h-
−V¡V¡m), Pivot Table (¢f−i¡V −Vhm), e¡e¡ dl−el Function (g¡wne) 
hÉhq¡l, ¢h¢iæ dl−el Chart (Q¡VÑ) °a¢l L−l abÉ−L R¢h−a −cM¡−e¡, 
Statistical Analysis (ØVÉ¡¢VpÚ¢VLÉ¡m AÉ¡e¡¢m¢pp) h¡ l¡¢n¢h‘¡−el ¢h¢iæ p§œ 
hÉhq¡l L−l abÉ ¢h−nÔoZ, CaÉ¡¢cz 
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Ae¤n£me: f¡W 5-−u −nM¡ n−ël a¡¢mL¡ 
fl fl −ki¡−h −nM¡ q−u−R, në…−m¡ −pCi¡−h −cJu¡ q−u−Rz në…−m¡ fl fl 
f−s j−e L−l¡, f¡−W L£ hm¡ q−u−Rz j−e ¢WL e¡ H−m Bh¡l f¡−Wl JC 
S¡uN¡V¡ −c−M e¡Jz   
Workbook (Ju¡LÑh¤L) Sheet name (n£V−ej) 

Sheet Area (n£V H¢lu¡) Cell (−pm) 
Cell Number (−pm e¡ð¡l) Program Cursor (−fË¡NË¡j L¡lp¡l) 
Data and Formula Input Bar (−XV¡ J 
glj¤m¡ Cef¤V h¡l) 

Move Around (j¤i AÉ¡l¡Eä) 

Data Entry (−XV¡ H¢¾VÊ) Insert Sheet Rows 

Insert Sheet Columns (CeÚp¡lV n£V 
Lm¡j) 

Selection (¢p−mLÚne) 

Copy-Paste (L¢f-−fpÚV) Delete Data (¢X¢mV −XV¡) 
Addition (AÉ¡¢Xne) Auto Sum Function (A−V¡ p¡j g¡wne) 
Σ (¢pNj¡) = Sum (p¡j) 
Cell Formula Copy Paste (−pm glj¤m¡ 
L¢f-−fpÚV) 

Subtraction (p¡hVÊÉ¡LÚne) 

Multiplication (j¡¢ÒV¢fÔ−Lne) Division (¢X¢ine) 
Formula Setting  (glj¤m¡ −p¢Vw) #REF! 

#VALUE! Circular Reference (p¡L¥Ñm¡l −lg¡−l¾p) 
Formatting (gljÉ¡¢Vw) Page Layout (−fS −mBEV) 
Font (g¾V) Alignment (AÉ¡m¡Ce−j¾V) 
Cell Orientation (−pm J¢l−u−¾Vne) Label (−m−hm) 
Merge (j¡SÑ) Unmerge (BeÚj¡SÑ) 
Wrap (lÉ¡f) Row Height (−l¡ q¡CV) 
Column Width (Lm¡j ECXÚb) ##### 

Format Cells (gljÉ¡V −pmp) Tables (−Vhmp)  
Print Preview (¢fË¾V ¢fË¢iE) Number (e¡ð¡l)  
Data type (−XV¡ V¡Cf) Decimal Places (−X¢pjÉ¡m −fÔ−ppÚ) 
Page Size (−fS p¡CS) Margin (j¡¢SÑe) 
Page Orientation (−fS J¢l−u−¾Vne) Page Break (−fS −hËL) 
Print Titles (¢fË¾V V¡C−Vmp) Rows to repeat at top (−l¡-p V¥ ¢l¢fV 

AÉ¡V Vf) 
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Columns to repeat at left (Lm¡j-p V¥ 
¢l¢fV AÉ¡V −mgÚV) 

Sort (pVÑ) 

Subtotal (p¡h-−V¡V¡m) Pivot Table (¢f−i¡V −Vhm) 
Function (g¡wne) Chart (Q¡VÑ) 
Statistical Analysis (ØVÉ¡¢VpÚ¢VLÉ¡m 
AÉ¡e¡¢m¢pp)    
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pw−k¡Se 1. ¢h¢iæ    dl−el −fË¡NË¡j J CeÚV¡l−eV pð−å fË¡b¢jL d¡lZ¡  

fËaÉ¿¹ NË¡j-N−”l −l¡SL¡l S£h−e e¡ q−mJ, nql-h¡S¡−l Lj¢fEV¡−ll hÉhq¡l 
S£h−el HLV¡ AhnÉfË−u¡Se£u A‰C qu −N−Rz ¢elrl hÉ¢š²−LJ −cM¡ k¡u 
−j¡h¡Cm −g¡e hÉhq¡l Ll−az −pJ −a¡ HLdl−el Lj¢fEV¡l fËk¤¢š²l gpmz  

BSL¡m −mM¡fs¡, ‘¡e-¢h‘¡e J fËk¤¢š²l N−hoZ¡ h¡ QQÑ¡ −b−L öl¦ L−l 
abÉ-¢eiÑl −k −L¡eJ L¡−SC Lj¢fEV¡−ll hÉhq¡l quz Communication 
(L¢jE¢e−Lne) h¡ abÉ −cJu¡-−eJu¡u −k¡N¡−k¡N Ll¡, ¢Q¢Lvp¡ n¡−Ù» A−Ù»¡fQ¡−ll 
k¿»f¡¢al hÉhq¡l, −L¡eJ ¢LR¥l −i±−N¡¢mL AhÙÛ¡e ¢e¢cÑø L−l −cM¡, hÉhp¡-
h¡¢Z−−SÉl ¢qp¡hfœ −mM¡, ¢S¢epfœ −hQ¡−Le¡, hÉ¡wL AÉ¡L¡E−¾Vl V¡L¡-fup¡l 
−me−ce, k¡ha£u ¢ho−ul abÉ J f¢lpwMÉ¡e p’u L−l l¡M¡ J a¡l ¢h−nÔoZ Ll¡, 
−k-−L¡eJ L¡−Sl S¢Vm f¢lj¡f J ¢q−ph-¢e−Ln Ll¡, Hje¢L R¢h ByL¡ h¡ 
LÉ¡−jl¡u −a¡m¡ J −cM¡, N¡e −lLXÑ Ll¡ J −n¡e¡, ¢p−ej¡ ¢V¢i, −j¡h¡Cm −g¡−el 
hÉhq¡l — phÑœC Lj¢fEV¡−ll hÉhq¡lz   

hm¡ qu, ¢h‘¡−el ANËN¢al g−m Na 1990 cnL −b−L HL ea¥e k¤N öl¦ 
q−u−R, k¡−L hm¡ qu Information and Communication Technology 

Age (Cegl−jne AÉ¡ä L¢jE¢e−Lne −VL−e¡m¢S HSÚ) h¡ pw−r−f ICT-l k¤N, 
k¡l j¡−e qm, fË¡u phÑÙ¹−ll abÉ-¢eiÑl L¡SL−jÑ Lj¢fEV¡−ll hÉhq¡lz H−L 
B−lL i¡−h hm¡ qu Digital (¢X¢SV¡m) HSÚz Hl L¡lZ, Lj¢fEV¡l L¡S L−l 
k¡ha£u abÉ J ¢e−cÑn−L ¢X¢SV¡m L−l ¢e−u z Information (Cegl−jne) h¡ 
abÉ hm−a −h¡T¡u k¡-¢LR¥ B−R h¡ qu, k¡-¢LR¥ −c¢M, ö¢e, h¢m h¡ L¢l, a¡l 
ph¢LR¥C HL HL¢V abÉz abÉ−L ¢X¢SV¡m L−l −eJu¡ hm−a L£ −h¡T¡u a¡ 
Bjl¡ f−ll pw−k¡S−e B−m¡Qe¡ Llhz abÉ-¢eiÑl k¡ha£u L¡−S Lj¢fEV¡l 
hÉhq¡l Ll¡l fËk¤¢š²−LC BSL¡m hm¡ qu abÉfËk¤¢š² h¡ Information 

Technology (CeÚgl−jne −VL−e¡m¢S)z     
HC CeÚgl−jne −VL−e¡m¢S h¡ abÉfËk¤¢š²l œ²j¡Na ANËN¢a OV−R Bl 

Bjl¡ A−eL A−eL abÉ HL−k¡−N ¢h−nÔoZ J M¤hC pq−S −L¡eJ r¥â j¡dÉ−j 
p’u L−l l¡M−a f¡l¢Rz HLV¡ Bmj¡¢l−a qu−a¡ Q¡l-f¡yQn hC l¡M¡ k¡uz abÉ-
fËk¤¢š²l g−m HC lLj HL¡¢dL Bmj¡¢ll hC Bjl¡ ¢X¢SV¡m abÉ L−l l¡M−a 
f¡¢l −R¡– HLV¡ SD Card (Secure Digital Card) (Hp¢X L¡XÑ–¢p¢L−u¡l 
¢X¢SV¡m L¡XÑ) h¡ Memory Card (−jj¢l L¡XÑ)-−u, k¡−L Chip (¢QfÚ) h−mz    
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Lj¢fEV¡l ¢c−u Haph abÉ-¢eiÑl L¡S Ll¡l −k fËk¤¢š², a¡l j§ma c¤−V¡ 
¢cLz HLV¡ qm Lj¢fEV¡l e¡jL k¿»V¡ J a¡l Be¤o¢‰L k¿»f¡¢a h¡ 
Accessory (AÉ¡LÚ−pp¢l) h¡ Input Output Device (Cef¤V BEVf¤V 
¢Xi¡Cp), −k…−m¡−L ¢e−u hm¡ qu Hardware (q¡XÑJuÉ¡l)z q¡XÑJuÉ¡l hm¡l 
j¡−e H…−m¡−L dl¡-−R¡yu¡ k¡uz AeÉV¡ qm Software (pgÚVJuÉ¡l), k¡ qm 
Lj¢fEV¡l h¤T−a f¡−l Hjei¡−h −cJu¡ ¢LR¥ ¢e−cÑ−nl pj¢ø, k¡l g−m Lj¢fEV¡l 
−pC Ae¤k¡u£ ¢e¢cÑø L¡S…−m¡ L−lz H…−m¡ ¢m¢Ma BL¡−l Lj¢fEV¡−l Y¥¢L−u 
¢c−a quz HC ¢e−cÑn…−m¡ −L¡eJ hÙ¹¥ eu, k¡−L dl¡-−R¡yu¡ k¡uz a¡C H−L 
pgÚVJuÉ¡l h−m h¡ Computer Program (Lj¢fEV¡l −fË¡NË¡j)-J hm¡ quz   

¢h¢iæ ¢h¢iæ ¢h¢iæ ¢h¢iæ dl−el −fË¡NË¡jdl−el −fË¡NË¡jdl−el −fË¡NË¡jdl−el −fË¡NË¡j    h¡h¡h¡h¡ pgÚVJuÉ¡lpgÚVJuÉ¡lpgÚVJuÉ¡lpgÚVJuÉ¡l    
Lj¢fEV¡l −fË¡NË¡−jl SN−a B−R fË¡u ApwMÉ −fË¡NË¡j h¡ pgÚVJuÉ¡lz Bl 
fË¢a¢eua ea¥e ea¥e °a¢l q−µR, f¤l−e¡…−m¡ h¡¢am q−u k¡−µRz a¡C −L¡eJ 
¢e¢cÑø h¡ pÇf̈ZÑ a¡¢mL¡ °a¢l Ll¡ Apñhz hm¡ k¡u, abÉ-¢eiÑl −k−L¡eJ L¡−Sl 
SeÉC −L¡eJ e¡ −L¡eJ pgÚVJuÉ¡l ¢eÕQu B−Rz p¡d¡lZa, −k…−m¡ M¤hC −h¢n 
hÉhq¡l qu (haÑj¡−e), −p…−m¡−L −j¡V¡j¤¢V HLV¡ i¡N Ll¡ k¡u, −L¡eÚ L¡−S 
hÉhq¡l qu −pC Ae¤k¡u£z ¢e−Q E−õM Ll¡ −fË¡NË¡j…−m¡ Ac§l i¢hoÉ−aC qua 
h¡¢am q−u AeÉ −L¡eJ ea¥e −fË¡NË¡j Bp−hz HV¡ a¡C öd¤C HLV¡ d¡lZ¡ Ll¡l 
SeÉ −cJu¡ qmz  
 Computer Language (Lj¢fEV¡l mÉ¡‰¥−uS)— 

C, C++, C# (sharp), Java, Javascript, HTML, Python, PHP, Ruby, etc. 

 Lj¢fEV¡lV¡ −k Qm−h a¡l Operating System (Af¡−l¢Vw ¢pp−Vj)— 
Microsoft Windows; Apple macOS (Macintosh or Mac); Linux 

Operating System (Ubuntu), etc.  

 ¢e¢cÑø L¡−S hÉhq¡−ll Application Program (AÉ¡¢fÔ−Lne −fË¡NË¡j)— 
o Word processors— Microsoft Word, WordPerfect, TextMaker, Oracle 

Open Office Writer, Google Doc etc. 

o Photo Editing Software—Adobe Photoshop, Skylum Luminar, Capture 

One, Adobe Lightroom, etc. 

o Animation and Graphics software—Adobe Macromedia Flash, 

HTML5, KeyShot, PowToon, K-3D, etc. 
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o Media players— VLC, KMPlayer, DivX, ACG, etc. 

o Enterprise Resource Planning software —NetSuit. BluePrint 

OneWorld, Procurify, Bitrix24, SAP Business ByDesign, etc.  

o Accounting and Financial software—Tally, Integral Accounting 

Enterprise, FreshBooks, ZohoBooks, etc.   

o Gaming — Razor Cortex, LogMeln Hamachi, Steam, TeamSpeak, etc. 

o HR¡s¡ ¢h−no ¢h−no ¢ho−ul L¡−S p¡d¡lZa hÉhq¡l qu, h¡ ¢e¢cÑø fË−u¡Se Ae¤k¡u£ 
h¡e¡−e¡ (L¡ØVj¡CpXÚ) pgÚVJuÉ¡l…−m¡ −a¡ B−RCz  

 Lj¢fEV¡−ll pgÚVJuÉ¡l…−m¡ ¢WLW¡L L−l l¡M¡ J Q¡m¡−e¡l Utility 

Software (CE¢V¢m¢V pgÚVJuÉ¡l)— Compression (Zip/Rar); Portable 

Document (Adobe/Foxit); File Converters; Hiren BootCD, Acronis True 

Image, PcTools, Norton Utility etc. 

 Internet related (CeÚV¡l−eV pÇf¢LÑa)— 
o Email — google mail, hotmail, yahoo, rediffmail etc. 

o Web browsers—Google Chrome, Mozilla Firefox, Internet Explorer, 

Opera, Safari, etc. 

o Social Network — Facebook, Twitter, YouTube, LinkedIn, etc.  

o GPS softwares — GoogleMaps, Here WeGo, Mapfactor, Navit, etc. 

o Hacking and Ethical Hacking softwares —Metaspoilt, Nessus, Hydra, 

WireShark, Nmap, oclHashcat, Maltego, etc.  
 Smart Phone System Software (−j¡h¡Cm Øj¡VÑ −g¡−el ¢pp−Vj 

pgVJuÉ¡l)—Google's Android OS, Apple iOS etc. J Apps (AÉ¡fÚp)—
WhatsApp, Messenger, Skype, Instagram etc.   

 Malware (jÉmÚJuÉ¡l) i¡Cl¡p, Ju¡jÑp, −VÊ¡S¡e, l¦V¢LV, hVpÚ, h¡NÚp, 
Øf¡CJuÉ¡l, AÉ¡XJuÉ¡l, lÉ¡ep¡jJuÉ¡l, CaÉ¡¢c— Melissa, Sasser, Zeus, 

Conficker, Stuxnet, CIH, CodeRed, Mydoom, etc. (H…−m¡l −L¡eJ a¡¢mL¡ 
HaC hs −k HM¡−e −cJu¡ Apñh) J  

Antivirus (AÉ¡¢¾V-i¡Cl¡p)—ESET NOD32, Webroot SecureAnywhere, 

Kaspersky, Panda, Trend Micro, AVG, Avast, Avira, QuickHeal, 

McAfee, MicrosoftSecurityEssential, etc. 
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CeÚV¡l−eVCeÚV¡l−eVCeÚV¡l−eVCeÚV¡l−eV    
Internet (CeÚV¡l−eV) Lb¡V¡ H−p−R Interconnected Network (CeÚV¡l-
L¡−e−ƒX −eVJu¡LÑ) −b−Lz HLV¡ Lj¢fEV¡l −b−L B−lLV¡ Lj¢fEV¡−ll p¡−b 
−k¡N¡−k¡N Ll¡ pñhz HC −b−L öl¦ qu p¡l¡ ¢h−nÄl HL fË¡−¿¹l HL¢V Lj¢fEV¡l 
¢c−u AeÉ fË¡−¿¹l B−lL¢V Lj¢fEV¡−ll p¡−b −k¡N¡−k¡N Ll¡, abÉ −cJu¡-−eJu¡ 
Ll¡z Hl g−m pª¢ø q−u −N−R ¢hnÄ S¥−s HL B¿¹SÑ¡m, k¡−L Cw−l¢S−a h−m 
−eVJu¡LÑz ¢hnÄ−S¡s¡ HC −eVJu¡−LÑl −Qq¡l¡V¡ LÒfe¡ Ll−m j−e q−h −ke HLV¡ 
j¡Lsp¡l S¡m, k¡−L Cw−l¢S−a h−m Cobweb (LhJ−uh) z a¡l −b−L H−p−R 
World Wide Web (Ju¡mÑX Ju¡CX J−uh) Lb¡V¡, k¡l pw¢rç BL¡l qm, 
www z   

HLV¡ Lj¢fEV¡l p¡−b B−lLV¡ Lj¢fEV¡−ll −k¡N¡−k¡NV¡ h¡¢qa qu 
Telecommunication (−V¢mL¢jE¢e−Lne) hÉhÙÛ¡l j¡dÉ−j, −kje −V¢m−g¡e 
hÉhÙÛ¡ ¢c−uz f§−hÑ, HC hÉhÙÛ¡ Eá−hl fË¡b¢jL fkÑ¡−u, −k¡N¡−k¡NV¡ h¡¢qa q−a¡ 
−V¢m−g¡e a¡−ll j¡dÉ−j, nëal‰ ¢c−uz BSL¡m h¡¢qa qu C−m−ƒÊ¡-jÉ¡N−e¢VL 
−ØfLVÊ¡j h¡ pw−r−f Spectrum (−ØfLVÊ¡j) ¢c−uz −V¢mL¢jE¢e−Lne fËk¤¢š²l 
Eæ¢al p¡−b p¡−b abÉ f¢lhq−el rja¡ Ae¤p¡−l HC −ØfLVÊ¡−jl rja¡J Eæa 
q−u−R, k¡−L hm¡ qu 2G, 3G, 4G CaÉ¡¢cz 2G, 3G, 4G CaÉ¡¢cl G ¢c−u 
−h¡T¡−e¡ qu flhaÑ£ fËSeÈ h¡ Generation (−Se¡−lne)z Bp−m HC…−m¡ ¢L¿¹¥ 
abÉ f¢lhq−el rja¡ Ae¤p¡−l −ha¡lal−‰l ¢h¢iæ Band-Width (hÉ¡ä-
ECXÚb)z Hl j¡dÉ−jC Q−m −j¡h¡Cm −g¡−el −k¡N¡−k¡−Nl −eVJu¡LÑ…−m¡z −j¡h¡Cm 
−g¡e R¡s¡J HC â¥a abÉ f¢lhq−el f¢l−oh¡ Broadband (hËXhÉ¡ä) e¡−j O−l 
O−l −f±y−R ¢c−a BSL¡m k¡l¡ CeÚV¡l−eV L¡−eLÚne −cu, j§ma −V¢m−g¡e 
−L¡Çf¡¢e…−m¡ J −V¢m¢in−el −LhÚm Af¡−lVll¡, a¡l¡ hÉhq¡l Ll−R B−NL¡l 
−V¢m−g¡−el a¡−ll hc−m AfÚ¢VL¡m g¡Ch¡−ll a¡lz H−cl−L h−m ISP 

(Internet Service Provider) (BCHp¢f–CeÚV¡l−eV p¡¢iÑp −fË¡i¡CXl) h¡  
Internet Access Provider (CeÚV¡l−eV AÉ¡LÚ−pp −fË¡i¡CXl)z  
CeÚV¡l−eV L¡−eLÚne CeÚV¡l−eV L¡−eLÚne CeÚV¡l−eV L¡−eLÚne CeÚV¡l−eV L¡−eLÚne     
CeÚV¡l−eV hÉhq¡lL¡¢l ¢qp¡−h CeÚV¡l−e−V Y¥L−a ¢h−no ¢LR¥C S¡e−a q−he¡, öd¤ 
c¤−V¡ hÉhÙÛ¡ L−l ¢e−a q−h Lj¢fEV¡−lz HLV¡ qm Lj¢fEV¡−l CeÚV¡l−e−Vl 
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L¡−eLÚne f¡Ju¡l hÉhÙÛ¡ Bl AeÉV¡ qm HLV¡ CeÚV¡l−eV Web Browser 
(J−uh hË¡Ep¡l) −fË¡NË¡jz  

CeÚV¡l−eV L¡−eLÚne f¡Ju¡ k¡−h ÙÛ¡e£u CeÚV¡l−eV p¡¢iÑp −fË¡i¡CX¡l −L¡Çf¡¢e 
−b−Lz Lj¢fEV¡l HC L¡−eLÚneV¡ hÉhq¡l Ll−a f¡−l, k¢c a¡−a NIC 
(Network Interface Controller) (¢eL–−eVJu¡LÑ CeÚV¡l−gp L¾−VÊ¡m¡l) 
m¡N¡−e¡ b¡−Lz −V¢m−g¡e h¡ DSL (Digital Subscriber Line) (¢XHpHm– 
¢X¢SV¡m p¡hû¡Ch¡l m¡Ce) ¢c−u k¤š² Ll−a BlJ m¡−N Ethernet Port 
(Ca¡l−eV −f¡VÑ)z Abh¡, Wifi (Wireless Fidelity) (Ju¡Cg¡C–JuÉ¡l−mp 
g¡CX¢m¢V) ¢c−uJ L¡−eLÚneV¡ Lj¢fEV¡−l Be¡ k¡u k¢c −pV¡l Wifi ¢pNÚeÉ¡m 
dl¡l hÉhÙÛ¡ b¡−Lz mÉ¡fVf Lj¢fEV¡−l Hl ph…−m¡C b¡−L J BSL¡m −XpLVf 
Lj¢fEV¡−lJ H…−m¡ −cJu¡ b¡−Lz   

öd¤j¡œ CeÚV¡l−eV hÉhq¡lL¡¢ll Ha fËk¤¢š²Na Lb¡ j−e e¡ l¡M−mJ Q−mz 
¢L¿¹¥ HC L¡−eLÚn−el ¢houV¡ BlJ HLV¥ S¡e¡l SeÉ E−õM Ll−a qu Modem 
(j−Xj) J Router (l¡EV¡l) hÉhq¡lz hËXhÉ¡ä f¢l−oh¡u CeÚV¡l−eV L¡−eLÚne 
¢e−m CeÚV¡l−eV p¡¢iÑp −fË¡i¡CX¡l −L¡Çf¡¢e ¢c−u k¡−h a¡−ll p¡−b k¤š² HLV¡ 
j−Xjz Hlf−ll L¡S qm Ca¡l−eV −LhÚm ¢c−u j−XjV¡−L Lj¢fEV¡−ll p¡−b 
m¡N¡−e¡, Abh¡ Wifi ¢c−u L¡−eLÚneV¡ Lj¢fEV¡−l f¡Ju¡z   

j−Xj Lb¡V¡ f¤−l¡ qm j¢XE−mVl-¢Xj¢XE−mVlz HV¡ Lj¢fEV¡−ll abÉ 
f¢lhqe h¡ −cJu¡ J −eJu¡l L¡S L−lz Aa£−a Modem −V¢m−g¡e m¡C−el 
Lj¢fEV¡−ll ¢X¢SV¡m abÉ−L nëal−‰ j¢XE−mV L−l 
f¡W¡a, J nëal‰−L ¢X¢SV¡−m ¢Xj¢XE−mV L−l 
Lj¢fEV¡−l Beaz −pC −b−L HC e¡jV¡ H−p−Rz BSL¡m 
j−Xj qu ADSL (Assymetric Digital Subscriber 

Line) (H¢XHpHm–AÉ¡¢p−j¢VÊL ¢X¢SV¡m p¡hû¡Ch¡l m¡Ce) J a¡−a Wifi 
p¤¤¢hd¡J b¡−Lz AÉ¡¢p−j¢VÊL hm¡l L¡lZ ADSL −k N¢a−a abÉ B−e, j¡−e 

Download Speed (X¡Ee−m¡X Øf£X), a¡l −b−L Lj N¢a−a abÉ f¡W¡u, j¡−e 
Upload Speed (Bf−m¡X Øf£X)z   

HLV¡ CeÚV¡l−eV L¡−eLÚne −b−L HLC p¡−b HL¡¢dL Lj¢fEV¡−l CeÚV¡l−eV 
f¡Ju¡l hÉhÙÛ¡ h¡ fb L−l −cu l¡EV¡lz Bm¡c¡ l¡EV¡l hÉhq¡l Ll−m pw−k¡NV¡ 
qu j−Xj −b−L l¡EV¡−l J a¡lfl l¡EV¡l −b−L Lj¢fEV¡−lz HL¡¢dL 
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Lj¢fEV¡−l L¡−eLÚneV¡ −f±y−R −cJu¡l SeÉ l¡EV¡−lC b¡−L Wifi-−ul hÉhÙÛ¡z 
BSL¡m O−l hÉhq¡−ll p¡d¡lZ j−X−jl j−dÉC l¡EV¡l J Wifi-−ul hÉhÙÛ¡ l¡M¡ 
b¡−Lz HC dl−el j−Xj-l¡EV¡−l p¡d¡lZa HLV¡ L¡−eLÚne −b−L HLp¡−b 10-

20V¡ Lj¢fEV¡−l CeÚV¡l−eV f¡Ju¡l hÉhÙÛ¡ b¡−L, Bl Wifi-−ul p£j¡e¡ −j¡V¡j¤¢V 
100-150 g¥V quz l¡EV¡l-−ul pw−k¡N pwMÉ¡ J Wifi-−ul rja¡ h¡¢s−u HC 
hÉhÙÛ¡−LC hÉhq¡l Ll−a −cM¡ k¡u ¢h¢iæ fË¢aù¡−el A¢gp-h¡¢s−a, nq−ll ¢h−no 
A’−m, ¢h−no −lmJ−u −ØVne, ¢hnÄ¢hcÉ¡mu CaÉ¡¢c−az Hl SeÉ AhnÉ CeÚV¡l−eV 
L¡−eLÚneV¡J EµQN¢al q−a quz   

nql…−m¡−a −V¢m−g¡e −L¡Çf¡¢e…−m¡ −b−L CeÚV¡l−eV L¡−eLÚne hËXhÉ¡ä 
f¢l−oh¡u f¡Ju¡ −N−mJ HMeJ jgüm h¡ NË¡−j a¡ −j−m e¡z −V¢m¢in−el ÙÛ¡e£u 
−LhÚm Af¡−lV¡ll¡ −pV¡ ¢c−aJ f¡−l, ¢L¿¹¥ a¡ AaÉ¡¢dL MlQ p¡−frz HM¡−e 
CeÚV¡l−eV f¡Ju¡l Ef¡u qm −j¡h¡Cm −g¡−el −eVJu¡LÑ, k¢c −pV¡ EµQ rja¡l 
quz −j¡h¡Cm −g¡e −eVJu¡LÑ −L¡Çf¡¢e…−m¡l −b−L f¡Ju¡ k¡u SIM 

(Subscriber Identity Module) (¢pj–p¡hÚû¡Ch¡l BC−XeÚ¢V¢V j¢XEm L¡XÑ)z 
HV¡−LC a¡l¡ CeÚV¡l−eV L¡−eLÚne −cJu¡l Hotspot (qVØfV) e¡−j j−Xj-
l¡EV¡l L−l ¢h¢œ²J L−lz hËXhÉ¡ä e¡ b¡L−m Hl p¡q¡−kÉJ Lj¢fEV¡−l CeÚV¡l−eV 
L¡−eLÚne f¡Ju¡ −k−a f¡−l, k¢cJ a¡l N¢a A−eLV¡ Lj quz  

−j¡h¡Cm −g¡eV¡ Øj¡VÑ−g¡e q−m a¡−a CeÚV¡l−eV L¡−eLÚne J hË¡Ep¡l −cJu¡C 
b¡−Lz −XpLVf h¡ mÉ¡fVf Lj¢fEV¡−l CeÚV¡l−eV hÉhq¡l Ll¡l SeÉ L¡−eLÚne 
¢e−a quz AhnÉ Øj¡VÑ−g¡e−L qVØfV L−l ¢e−u a¡l CeÚV¡l−eV L¡−eLneV¡−L 
mÉ¡fVf Lj¢fEV¡−l J −XpLVf Lj¢fEV¡−lJ hÉhq¡l Ll¡ k¡u k¢c −pV¡−a 
Wifi ¢pNÚeÉ¡m dl¡l hÉhÙÛ¡ b¡−Lz    
CeÚV¡l−eV hÉhq¡lCeÚV¡l−eV hÉhq¡lCeÚV¡l−eV hÉhq¡lCeÚV¡l−eV hÉhq¡l     
HLV¡ CeÚV¡l−eV L¡−eLÚne −cJu¡l p¡−b p¡−b CeÚV¡l−eV p¡¢iÑp −fË¡i¡CXl 
−L¡Çf¡¢e a¡−cl Server (p¡iÑ¡l)-−u HC L¡−eLÚneV¡−L HLV¡ IP Address 
(Internet Protocol Address) (BC¢f–CeÚV¡l−eV −fË¡−V¡Lm AÉ¡−XÊp) ¢c−u 
¢Q¢q²a L−l −eu, J hÉhq¡lL¡¢l−L HLV¡ Login ID (mNÚCe BC¢X) J 
Password (f¡pJu¡XÑ) ¢c−u −cuz c£OÑ eðl −cJu¡ HC BC¢f AÉ¡−XÊp, −kje 
dl¡ k¡L 151.101.129.121, e¡ S¡e−mJ Qm−hz Hje HLV¡ eðl ¢c−u 
CeÚV¡l−e−Vl fË−aÉL pw−k¡NL¡¢l−LC ¢Q¢q²a Ll¡ b¡−Lz HV¡ HLV¡ B¿¹SÑ¡¢aL 
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hÉhÙÛ¡z mNÚCe BC¢X J f¡pJu¡XÑ ¢c−u −k−L¡eJ Lj¢fEV¡l −b−LC CeÚV¡l−eV 
L¡−eLÚne f¡Ju¡ k¡−h, AhnÉ k¢c −pC Lj¢fEV¡−l Hl hÉhÙÛ¡ b¡−Lz H−L h−m 
CeÚV¡l−eV AÉ¡LÚ−pp f¡Ju¡z Hl g−m CeÚV¡l−eV hÉhq¡lL¡¢l mNÚCe BC¢X J 
f¡pJu¡XÑ ¢c−u L¡−eLÚne Q¡m¤ Ll−mC, pw−k¡N q−h p¡¢iÑp −fË¡i¡CX−ll Server 
-Hl p¡−b, k¡−L hm¡ qu Online (AeÚm¡Ce) qJu¡z     

Hlfl qm CeÚV¡l−e−V −Y¡L¡z CeÚV¡l−e−V B−R ApwMÉ Website 
(J−uhp¡CV)z ¢hnÄS¥−s ApwMÉ¡ pwÙÛ¡ J hÉ¢š²l¡ CeÚV¡l−e−Vl j¡dÉ−j Sep¡d¡lZ−L 
a¡−cl ¢e¢cÑø abÉ −cJu¡ h¡ Sep¡d¡lZ −b−L abÉ −eJu¡l SeÉ CeÚV¡l−eV 
J−uhp¡CV °a¢l L−l l¡−Mz HL HLV¡ J−uhp¡C−V b¡−L HL h¡ HL¡¢dL 
Webpage (J−uh−fS), k¡ −cM¡ k¡−h J−uhp¡C−V Y¥L−mz HC J−uhp¡CV…−m¡ 
l¡M¡ b¡−L −L¡eJ e¡ −L¡eJ p¡iÑ¡−l, −k…−m¡ R¢s−u B−R ¢h−nÄl ¢h¢iæ −c−nz 
H…−m¡ q−a f¡−l CeÚV¡l−eV p¡¢iÑp −fË¡i¡CXl−cl p¡iÑ¡l h¡ −L¡eJ hs 
J−uhp¡C−Vl ¢eSü p¡iÑ¡l z    
  CeÚV¡l−e−Vl J−uhp¡CV…−m¡ −f−a Lj¢fEV¡−l HLV¡ Web Browser 
(J−uh hË¡Ep¡l) −fË¡NË¡j l¡M¡ Q¡C, −kje Google Chrome (…NÚm −œ²¡j), 
Mozilla Firefox (−j¡¢Sm¡ g¡u¡lg„), Internet Explorer (CeÚV¡l−eV 
H„−fÔ¡l¡l), CaÉ¡¢cz hË¡Ep¡l −fË¡NË¡j ¢c−u Bp−m 
Bjl¡ Y¥¢L hË¡Ep¡lV¡l J−uhp¡C−Vz HV¡ Q¡m¡−m 
−k AÉ¡−XÊp h¡lV¡ f¡Ju¡ k¡−h −pM¡−e ¢LR¥ në 
¢m−M p¡QÑ h¡ H¾V¡l Ll−m hË¡Ep¡l −k −k 
J−uhp¡C−Vl −f−S në…−m¡ f¡−h a¡l HLV¡ 
¢mpÚV ¢c−u −c−hz Hl −k−L¡eV¡−a, HL HLh¡−l 
HLV¡ L−l, ¢LÓL L−l JC J−uhp¡C−Vl −fSV¡−a 
−Y¡L¡ k¡−hz AbÑ¡v, hË¡Ep¡lV¡l J−uhp¡C−V b¡−L 
HLV¡ Internet Search Engine (CeÚV¡l−eV p¡QÑ C¢”e)z j−e l¡M−a q−h, p¡QÑ 
Ll¡l në…−m¡ kac§l pñh ¢e¢cÑø L−l e¡ ¢c−m L−uL q¡S¡l −L¡¢V p¡QÑ −lS¡ÒV 
H−p −k−a f¡−l, L¡lZ p¡QÑ C¢”e HLV¡ HLV¡ në Bm¡c¡ L−l ¢e−u −M¡y−Sz 
−L¡eJ ¢e¢cÑø në…µR−L HL−œ M¤y−S −f−a q−m −L¡−Vne ¢Qq² ¢c−a q−h z  

−L¡eJ HLV¡ J−uhp¡C−V −Y¡L¡l ¢e¢cÑø fbV¡, k¡−L h−m URL (Unique 

Resource Locator) (CEBlHm–CE¢eL ¢l−p¡pÑ −m¡−LVl) S¡e¡ b¡L−m −pV¡ 

p¡QÑ 

AÉ¡−XÊp h¡l 
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J−uh hË¡Ep¡−ll AÉ¡−XÊp h¡−l V¡Cf L−l H¾V¡l Ll−m pl¡p¢l JC J−uhp¡C−V 
−Y¡L¡ k¡−hz URL-Hl ¢ae−V Awnz fËb−j b¡−L http:// h¡  https:// h¡ 
http://www., https://www.z http nëV¡ f¤−l¡ qm hyper text transfer 

protocol (q¡Cf¡l −V„V VÊ¡epg¡l −fË¡−V¡Lm) Bl −n−o “s” b¡L−m −h¡T¡u 
Secured (¢p¢L−u¡lX)z Hlfl B−p Domain Name (−X¡−jCe −ej) k¡l 
−n−o b¡−L .in/, .net/, .com/, .edu/, CaÉ¡¢cl −L¡eJ HLV¡ z −n−o b¡−L JC 
J−uhp¡CVV¡l ¢h−no −f−S k¡Ju¡l fbV¡z −kje d−l¡ HC URLV¡, 
http://www.bidyacharcha.com/index.html z H−a J−uhp¡CVV¡l Domain 

Name −ej qm bidyacharcha.com J −n−o index.html HLV¡ J−uh−fS 
−h¡T¡−µRz    

¢hnÄS¥−s CeÚV¡l−eV hÉ¡f¡lV¡ −Lje L−l Q−m a¡ h¤T−a h¤T−a k¡l¡ BNËq£ 
a¡−cl ¢hÙ¹¡¢la S¡e−a q−h IP Address, URL, Domain Name, DNS 

(Domain Name Server), CaÉ¡¢c pð−åz Bjl¡ HM¡−e −pC B−m¡Qe¡ Llh 
M¤hC pw−r−fz ¢L¿¹¥ a¡l B−N −c−M ¢eC, HLSe hÉhq¡lL¡¢l j§ma L£ L£ L¡−S 
CeÚV¡l−eV hÉhq¡l Ll−a f¡−lz   
• Electronic mail— phÑfËbj qm C−mLVÊ¢eL −jm h¡ Email (C−jm)z Hl p¡q¡−kÉ 

HLSe C−jm hÉhq¡lL¡¢l ¢h−nÄl −k −L¡eJ fË¡−¿¹ AeÉ HLSe h¡ HL¡¢dL C−jm 
hÉhq¡lL¡¢l−L −L¡eJ ¢LR¥ ¢m−M f¡W¡−a f¡−l fË¡u avrZ¡vz −pCp−‰ Lj¢fEV¡−l 
l¢ra ¢LR¥ ¢e¢cÑø dl−el J j¡−fl h¡ p¡C−Sl g¡CmJ f¡W¡−a f¡−l pw−k¡Se h¡ 
Attachment (AÉ¡V¡Q−j¾V) L−lz C−jm hÉhq¡l Ll−a fËb−j hÉhq¡lL¡¢l−L −L¡eJ 
HLV¡ Email Service Provider (C−jm p¡¢iÑp −fË¡i¡CXl) fR¾c L−l ¢e−u a¡l 
J−uhp¡C−V ¢N−u HLV¡ C−jm AÉ¡L¡E¾V °a¢l L−l ¢e−a q−h, −kje Google Mail 

(…NÚm −jm), Yahoo Mail (Cu¡ý −jm), Rediffmail (−l¢Xg−jm) CaÉ¡¢c z HV¡ 
°a¢l q−m f¡Ju¡ k¡−h HLV¡ mNÚCe Email ID (C−jm BC¢X) J a¡l Password 

(f¡pJu¡XÑ), −kje dl¡ k¡L, HLV¡ C−jm AÉ¡L¡E−¾Vl mNÚCe C−jm BC¢X: 
arun.roy@gmail.com J f¡pJu¡XÑ: xyz4321z HC AÉ¡L¡E¾VV¡ Bp−m b¡L−h 
gmail.com J−uhp¡CVV¡l p¡iÑ¡−lz flhaÑ£L¡−m JC J−uhp¡C−V ¢N−u HC mNÚCe 
BC¢X J f¡pJu¡XÑ ¢c−m HC C−jm AÉ¡L¡E¾VV¡ M¤m−h J −cM¡ k¡−h L£ L£ C−jm 
H−p−R, Inbox (CeÚh„), Bl f¡W¡−e¡ k¡−h C−jm AeÉ¡eÉ −k−L¡eJ hÉhq¡lL¡¢l−L, 
k¢c a¡l C−jm BC¢XV¡ S¡e¡ b¡−Lz 
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• Downloading files— ¢h¢iæ J−uhp¡CV −b−L A¢XJ h¡ ¢jE¢SL g¡Cm, ¢i¢XJ h¡ 
j¤¢i g¡Cm, −L¡eJ −mM¡ h¡ hCfœ, −fË¡NË¡j J ¢Xi¡Cp XÊ¡Ci¡l g¡Cm, CaÉ¡¢c 
X¡Ee−m¡X L−l ¢e−Sl Lj¢fEV¡−l ¢e−u l¡M¡ k¡−hz H…−m¡ ¢h¢iæ J−uhp¡C−V é£ 
X¡Ee−m¡X ¢qp¡−h h¡ c¡j ¢c−u −Le¡l SeÉ l¡M¡ b¡−Lz X¡Ee−m¡X Ll¡l pju ¢h−no 
p¡hd¡ea¡ clL¡l—AS¡e¡ p¡CV −b−L X¡Ee−m¡X Ll−m Malware h¡ Virus Bp−a 
f¡−l, Hje¢L −a¡j¡l hÉ¡wL CaÉ¡¢c pwœ²¡¿¹ −N¡fe abÉ…−m¡J a¡l¡ a¥−m ¢e−a f¡−lz 
p¡d¡lZ http J−uhpp¡CV R¡s¡J ftp (File Transfer Protocol) (Hg¢V¢f–g¡Cm 
VÊ¡epÚg¡l fË−V¡Lm) J−uhp¡CVJ qu, pÇf̈ZÑ g¡Cm −cJu¡-−eJu¡ Ll¡l SeÉz Bh¡l 
Torrent (V−l¾V) hÉhÙÛ¡u HL¡¢dL Peers (¢fu¡pÑ) pw−k¡NL¡¢ll Lj¢fEV¡l −b−L 
HLV¡C hs g¡C−ml V¥L−l¡ V¥L−l¡ Awn X¡Ee−m¡X L−l ¢e−u HL¢œa i¡−h −f−a 
f¡−l Leechers (m£Q¡pÑ) pw−k¡NL¡¢ll¡z   

• Education and self-improvement— −j¡V¡j¤¢V hm¡ k¡u −k BSL¡m CeÚV¡l−eV 
−b−L S¡e¡ k¡u e¡ H −qe ¢hou −eCz a¡C, ¢h¢iæ ¢ho−u S¡e¡ J −nM¡l SeÉ 
CeÚV¡−eV hÉhq¡l M¤hC fËQ¢maz Hje L−uLV¡ J−uhp¡CV qm, Youtube, Wikipedia, 

Ted Talks etc.;  
• Social Network friendship and Discussion groups— CeÚV¡l−e−Vl j¡dÉ−j hå¥aÆ 

J f¡lØf¢lL B−m¡Qe¡l hÉhÙÛ¡ B−R −hn L−uLV¡ J−uhp¡C−V, −kje, Facebook, 

LinkedIn, etc.;  
• Electronic newspapers and magazines—  BSL¡m ph hs hs Mh−ll L¡NS J 

p¡j¢uL f¢œL¡C a¡−cl J−uhp¡C−V AeÚm¡Ce L¢f l¡−Mz p¤¤al¡w, H…−m¡ fs¡l SeÉ 
CeÚV¡l−eV hÉhq¡l Ll¡ k¡u;  

• Research— EµQal ¢nr¡ J N−hoZ¡u CeÚV¡l−e−Vl hÉhq¡l AaÉ¡hnÉL q−u −N−Rz 
L¡lZ ¢h¢iæ J−uhp¡CV −b−L f¡Ju¡ k¡u fËL¡¢na hC, N−hoZ¡fœ, abÉ J f¢lpwMÉ¡e 
CaÉ¡¢c, −kje, Online Journals, Goglebooks, Research database, Jstor etc.; 

• Interactive games— Lj¢fEV¡−l HLm¡ ¢i¢XJ −NjÚp −Mm¡l −Q−u A−eL −h¢n 
BLoÑZ£u J E−šSe¡l qm L−uLS−e ¢j−m −Mm¡, k¡−cl −Qe¡lJ clL¡l −eCz 
CeÚV¡l−e−V CeÚV¡−lL¢Vi −NjÚp HV¡ L−l −cu, k¡ ¢L−n¡l−cl L¡−R ¢h−no BLoÑZ£uz 
HC dl−el −Mm¡l SeÉ ¢h¢iæ J−uhp¡CV B−Rz ¢L¿¹¥ Hl ¢hf‹eL ¢cLJ B−Rz HL 
−a¡ HV¡ fË¡u HLV¡ −en¡ q−u c¡ys¡u, Bl a¡l Jf−l L−uLV¡ −NjÚ−pl f¢lZ¢a 
iu¡hq, −kje, Blue Whale, PassOut, Salt and Ice etc. 
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CeÚV¡l−eV hÉhÙÛ¡l f¢lL¡W¡−j¡CeÚV¡l−eV hÉhÙÛ¡l f¢lL¡W¡−j¡CeÚV¡l−eV hÉhÙÛ¡l f¢lL¡W¡−j¡CeÚV¡l−eV hÉhÙÛ¡l f¢lL¡W¡−j¡    
Hh¡l pw−r−f HLV¡ B¾c¡S L−l −eJu¡ k¡L, CeÚV¡l−eV hÉhÙÛ¡V¡ −Lje L−l 
Q−mz CeÚV¡l−eV hÉhq¡−ll SeÉ pw−k¡NL¡¢l −cM¡ k¡−µR c¤C dl−el—HLcm, j§ma 
¢LR¥ pwÙÛ¡ (Abh¡ hÉ¢š²), CeÚV¡l−e−V AeÉ hÉhq¡lL¡¢l−cl SeÉ abÉ l¡−M (k¡−L 
hm¡ qu J−uhp¡CV), Bl AeÉcm CeÚV¡l−eV ¢c−u HC J−uhp¡CV…−m¡ hÉhq¡l 
L−lz Bjl¡ B−N h−m¢R −k CeÚV¡l−e−V fË−aÉLV¡ pw−k¡N h¡ L¡−eLÚne qu 
HLV¡ ¢e¢cÑø eðl ¢c−u, k¡−L h−m IP Addressz p¤¤al¡w a¥¢j CeÚV¡l−eV Q¡m¤ 
L−l AeÚm¡Ce q−uR HLV¡ BC¢f eðl ¢qp¡−h J −L¡eJ J−uhp¡C−V Y¥−LR j¡−e 
B−lLV¡ BC¢f AÉ¡−XÊ−p k¤š² l¡M¡ Lj¢fEV¡−ll p¡−b −k¡N¡−k¡N L−lR, −kM¡−e 
JC J−uhp¡CVV¡l g¡Cm, −g¡ô¡l l¡M¡ B−Rz p¤¤al¡w, IP Address-V¡ S¡e¡ 
b¡L−m a¥¢j CeÚV¡l−eV ¢c−u −k−L¡eJ Lj¢fEV¡−l Y¥L−a f¡l−h, Bh¡l −pJ 
f¡l−h −a¡j¡l IP Address ¢c−u −a¡j¡l Lj¢fEV¡−l Y¥L−a (k¢ce¡ −L¡eJ 
¢p¢LE¢l¢V −fË¡−VLÚne −eJu¡ b¡−L)z CeÚV¡l−e−V pw−k¡−Nl −no c¤C fË¡¿¹ qm HV¡z 
¢L¿¹¥ Hl j¡−T BlJ L−uLV¡ d¡f B−Rz     

J−uhp¡CV…−m¡ Bp−m CeÚV¡l−e−V pwk¤š² ¢h¢iæ Lj¢fEV¡l h¡ p¡iÑ¡−ll 
BC¢f AÉ¡−XÊp q−mJ H−cl fË−aÉLV¡ Bm¡c¡ e¡j ¢c−u −l¢SØV¡l Ll¡ b¡−L, 
k¡−L hm¡ qu Domain Name z L¡lZ, ApwMÉ J−uhp¡C−Vl ApwMÉ BC¢f 
eðlV¡ −c−M e¡ k¡−h −Qe¡ −L¡eÚV¡ −L¡eÚ J−uhp¡CV, Bl e¡ k¡−h eðlV¡ j−e l¡M¡ 
h¡ fË¢ah¡l V¡Cf Ll¡z a¡C J−uhp¡CV Ll−a −N−m fËb−jC a¡l HLV¡ e¡j 
−l¢SØV¡l Ll−a quz HV¡ Ll¡ qu ICANN (Internet Corporation for 

Assigned Names and Numbers) e¡−j  HLV¡ B¿¹SÑ¡¢aL pwÙÛ¡uz Hl 
E−ŸnÉ qm, k¡−a Domain Name ¢c−u HLV¡j¡œ ¢e¢cÑø pwÙÛ¡ h¡ hÉ¢š²l 
J−uhp¡CV −h¡T¡−e¡ k¡uz ¢L¿¹¥ e¡e¡ −c−nl e¡e¡ i¡o¡u −mM¡ Domain Name 
−b−L −a¡ IP Address-V¡−a Bp−a q−hz −pV¡ qu DNS ¢c−u, k¡l Lb¡ 
Hlf−lC hm¡ q−hz       

J−uhp¡CV °a¢ll Hl f−ll d¡f qm J−uh−fS CaÉ¡¢cpq J−uhp¡CVV¡ 
h¡e¡−e¡ h¡ ¢Xp¡Ce Ll¡ J HLV¡ Web Hosting Service Provider (J−uh 
−q¡¢ØVw p¡¢iÑp −fË¡i¡CXl) −b−L Server (p¡iÑ¡l) i¡s¡ −eJu¡, −kM¡−e l¡M¡ q−h 
J−uhp¡CVV¡l g¡Cm, −g¡ô¡l…−m¡z HC p¡iÑ¡lV¡l AhnÉC HLV¡ IP Address 

B−R, −kV¡ ICANN-−L S¡e¡−a q−h J−uhp¡CVV¡ Q¡m¤ Ll−az  
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−c−n −c−n p¡iÑ¡l i¡s¡ −cJu¡ HLV¡ hs hÉhp¡, −k…−m¡−L h−m Server 

Farmz hs hs J−uhp¡CV (−kM¡−e fË¢a j¤q−̈aÑ ¢hnÄS¥−s q¡S¡l q¡S¡l pw−k¡N 
O−V) ¢h¢iæ −c−n a¡−cl ¢eSü h¡ i¡s¡ Ll¡ p¡iÑ¡l l¡−M, k¡−a VÊÉ¡¢gL SÉ¡j q−u 
e¡ f−s, Bl â¥aN¢aJ hS¡u b¡−Lz HLV¡j¡œ p¡iÑ¡l l¡M−m −a¡ q¡S¡l q¡S¡l 
pw−k¡NL¡¢ll m¡Ce −m−N k¡−h J p¡iÑ¡l L¡−eLÚn−el N¢aJ L−j k¡−hz a¡R¡s¡ 
pw−k¡NL¡¢ll −b−L −h¢n c§laÆJ pw−k¡−Nl N¢a L¢j−u −cuz HCph J−uhp¡C−Vl 
Domain Name-−ul p¡−b a¡C HL¡¢dL p¡iÑ¡−ll IP Address f¡Ju¡ k¡uz 
hÉhq¡lL¡¢ll pw−k¡NV¡ qu a¡l ph−Q−u ¢eL−Vl IP Address V¡−az  

CeÚV¡l−eV hÉhÙÛ¡l j§m Ù¹ñ qm Domain Name Server (DNS)z H…−m¡l 
L¡S qm, pw−k¡NL¡¢ll −cJu¡ URL-−u −k Domain Name B−R a¡−L a¡l 
¢e¢cÑø IP Address-−u Ae¤h¡c L−l −cJu¡, J pw−k¡NV¡−L JC IP Address-−u 
f¡¢W−u −cJu¡z HC DNS …−m¡l p¡−b pw−k¡N Ll¡l SeÉ fË−aÉLV¡−L c¤−V¡ L−l 
eðl −cJu¡ b¡−L, HLV¡ qm Primary DNS Number (fË¡Cj¡¢l ¢XHeHp 
eðl) Bl AeÉV¡ qm Secondary DNS Number (−p−Lä¡¢l ¢XHeHp eðl), 
−kV¡ L¡S L−l −L¡eJ L¡l−Z fË¡Cj¡¢l eðlV¡ L¡S e¡ Ll−mz    

−L¡eJ HLV¡j¡œ DNS-−u p¡l¡ ¢h−nÄl k¡ha£u J−uhp¡C−Vl Domain Name 
J IP Address …−m¡ l¡M¡ Apñhz −p HL ¢hn¡m hÉ¡f¡l q−u k¡−h, J a¡l p¡−b 
QV L−l pw−k¡N Ll¡J Apñh q−h e¡, Bl −LC h¡ HV¡ Ll−hz a¡C ¢hnÄS¥−s 
¢h¢iæ −c−n A−eL…−m¡ DNS °a¢l q−u B−R, k¡l hs hs L−uLV¡ qm 
f¡h¢mL h¡ é£ AÉ¡L−pp, Bl AeÉ…−m¡ qm fË¡C−iV, −k…−m¡ l¡−M CeÚV¡l−eV 
AÉ¡LÚ−pp −fË¡i¡CXl −L¡Çf¡¢e…−m¡ (HM¡−e −kje, BSNL, Airtel, Vodafone, 

Jio CaÉ¡¢c) z hs hs J−uhp¡CV…−m¡ ¢eSü DNS l¡−M a¡−cl NË¡qL−cl IP 

Address …−m¡−a CeÚV¡l−eV AÉ¡L¡E¾V L−l −cJu¡l SeÉz       
Hh¡l fËnÀ qm, R¢s−u ¢R¢V−u b¡L¡ DNS …−m¡ −b−L −L¡eJ HLV¡ Domain 

Name-−ul IP Address V¡ f¡Ju¡ k¡−h L£ L−l — −L¡eJ DNS-−uC −a¡ ph 
Domain Name Bl IP Address-−ul abÉ l¡M¡ −eCz HV¡ qu f¡lØf¢lL 
pq−k¡¢Na¡l ¢i¢š−az DNS …−m¡l j−dÉ f¡lØf¢lL pw−k¡N b¡−Lz dl¡ k¡L 
−L¡eJ HLSe CeÚV¡l−eV hÉhq¡lL¡¢l HLV¡ URL ¢c−u −pC J−uhp¡C−V Y¥L−a 
Q¡C−Rz Hh¡l −k DNS-−u HV¡ H−p−R a¡l i¡™¡−l JC Domain Name-−ul 
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IP Address V¡ e¡ b¡L−m −p JV¡ f¡¢W−u −c−h B−lLV¡ DNS-−uz −pM¡−eJ e¡ 
b¡L−m −p Bh¡l f¡W¡−h B−lLV¡ DNS-−uz  

HV¡ A−eLV¡ −V¢m−g¡−el LmÚ g−l¡Ju¡¢XÑw−ul j−a¡z IP Address V¡ f¡Ju¡ 
−N−m pw−k¡NV¡ Q−m k¡−h −pC p¡iÑ¡−l l¡M¡ J−uhp¡C−Vz HLV¡ ¢e¢cÑø pj−ul j−dÉ 
−M¡yS f¡Ju¡ e¡ −N−m HV¡ h¡¢am q−u k¡−h J pw−k¡NL¡¢ll hË¡Ep¡−l −cM¡−h p¡CV 
h¡ −fS eV g¡Eäz Bh¡l IP Address V¡ f¡Ju¡ −N−mJ k¢c −pC p¡iÑ¡l ¢Y−j 
h¡ −pÔ¡ qu a¡q−mJ h¡¢am q−u −cM¡−h p¡CV eV −lpf−äXz −k J−uhp¡CV 
pL−ml SeÉ EeÈ¥š² eu, −pM¡−e Y¥L−a −N−m Bp−h AÉ¡LÚ−pp ¢Xe¡−uXz Bh¡l, 
−k−qa¥ CeÚV¡l−eV hÉhq¡lL¡¢l−cl fËbj pw−k¡NV¡ p¡d¡lZa qu −c−nl CeÚV¡l−eV 
p¡¢iÑp −fË¡i¡CXl−cl DNS ¢c−u, a¡C −c−nl plL¡l Q¡C−m ¢h−no ¢LR¥ 
J−uhp¡C−V −Y¡L¡ håJ L−l −cJu¡l −Qø¡ Ll−a f¡−l DNS …−m¡−L ¢e−cÑn 
¢c−uz H−r−œ pw−k¡NL¡¢ll¡ −j−pS f¡−h, eV Abl¡CSX V¥ AÉ¡L−ppz AhnÉ HC 
dl−el plL¡¢l h¡d¡−L CeÚV¡l−eV hÉhq¡lL¡¢ll¡ A¢aœ²j Ll−aC f¡−l, CeÚV¡l−eV 
p¡¢iÑp −fË¡i¡CXl−cl DNS-−ul hc−m pl¡p¢l −c−nl h¡C−l AeÉ −L¡eJ f¡h¢mL 
h¡ é£ AÉ¡L−pp DNS-−L hÉhq¡l L−lz HV¡ Ll¡l HLV¡ ¢h−no fÜ¢a B−Rz    

−L¡eJ pw−k¡NL¡¢l −L¡eJ HLV¡ J−uhp¡C−V h¡l h¡l −Y¡L¡l pju fË¢ah¡lC 
−k DNS j¡lgv HC IP Address −M¡yS¡M¤y¢Sl fË¢œ²u¡V¡ Q−m a¡ euz â¥a pw−k¡N 
L−l ¢c−a pw−k¡NL¡¢ll Lj¢fEV¡−lC Browser Cache (hË¡Ep¡l LÉ¡nH) ¢qp¡−h 
…−m¡ p¢’a q−u k¡uz Bh¡l J−uhp¡CV…−m¡J pw−k¡NL¡¢l−cl p¡−b −k¡N¡−k¡N 
Ll¡l E−Ÿ−nÉ a¡−cl IP Address …−m¡ p¢’a l¡M−a f¡−l Server Cache 

(p¡iÑ¡l LÉ¡nH) ¢qp¡−hz   
Hh¡−l p¡lpw−rf Ll¡z −j¡h¡Cm Øj¡VÑ−g¡e, qVØfV, h¡ hËXhÉ¡ä j−Xj-l¡EV¡l 

j¡lgv CeÚV¡l−eV L¡−eLÚne ¢e−mC p¡¢iÑp −fË¡i¡CXl HLV¡ IP Address ¢c−u 
−pV¡−L pw−k¡N L−l −c−h a¡l DNS p¡iÑ¡−lz L¡−eLÚn−el −j¡h¡Cm, qVØfV h¡ 
j−Xj-l¡EV¡−lC HC DNS-V¡ ¢c−u l¡M¡ quz p¤¤al¡w, L¡−eLÚneV¡ Q¡m¤ L−l 
AeÚm¡Ce q−mC −pV¡ k¡−h JC p¡iÑ¡−lz Hh¡l pw−k¡NL¡¢l a¡l hË¡Ep¡l −fË¡NË¡j, 
dl¡ k¡L Google Chrome Q¡m¤ Ll−mC HC p¡iÑ¡l pw−k¡NV¡ f¡W¡−h 
Google.com-−ul IP Address Ae¤k¡u£ −pC p¡iÑ¡−lz Hlfl pw−k¡NL¡¢l a¡l 
hË¡Ep¡−l −L¡eJ URL V¡Cf Ll−m …NÚm p¡iÑ¡l DNS j¡lgv IP Address V¡ 
M¤y−S ¢e−u f¡W¡−h −pC p¡iÑ¡−l, J pw−k¡NL¡¢l −f−u k¡−h J−uhp¡CVV¡z  
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  pjNË CeÚV¡l−eV hÉhÙÛ¡V¡l f¢lL¡W¡−j¡, −kje ¢h¢iæ −fË¡−V¡Lm—IP, http, Ftp 
CaÉ¡¢c, Bl Domain Name, ICANN, Domain Name Server CaÉ¡¢c N−s 
E−W−R, −L¡eJ hÉhp¡¢uL pwÙÛ¡l j¤e¡g¡¢i¢šL E−cÉ¡−N eu, ¢h−nÄl hý CeÚV¡l−eV 
hÉhq¡lL¡¢l−cl f¡lØf¢lL pq−k¡¢Na¡l E−cÉ¡−Nz HV¡C CeÚV¡l−e−Vl ¢h−noaÆz 

pw−k¡Se 2. Lj¢fEV¡l pð−å p¡d¡lZ ‘¡e  
Lj¢fEV¡l Q−m Electricity (C−mLÚ¢VÊ¢p¢V) h¡ ¢hcÉ¥v ¢c−u, Bl L¡S L−l 
Electronic (C−mLVÊ¢eL) h¡ °hc¤É¢ae Ef¡−u k¡ha£u abÉ−L J ¢e−cÑn−L 
Digital    ((((¢X¢SV¡m¢X¢SV¡m¢X¢SV¡m¢X¢SV¡m)))) L−l ¢e−uz Lj¢fEV¡l ph abÉ−LC a¡l −Qe¡ J L¡S Ll¡l 
SeÉ l©f¡¿¹¢la L−l −eu pwMÉ¡l Binary System (h¡Ce¡¢l ¢p−ØVj) ¢c−u, k¡ 
−Lhm 0 Bl 1, j¡œ HC c¤−V¡ Aˆ h¡ ¢X¢SV hÉhq¡l L−lz h¡Ce¡¢l hm−a 
Bjl¡ −h¡T¡C k¡l c¤−V¡j¡œ AhÙÛ¡ qu—−kje, qÉ¡y h¡ e¡, B−R h¡ −eCz a¡C, 
Lj¢fEV¡l L−l L£—°hc¤É¢ae j¡dÉ−j al‰ H−m d−l 1 Bl e¡ H−m d−l 0z   

Codification System (−L¡¢X¢g−Lne ¢p−ØVj) 
k¡ha£u abÉ−L Bjl¡ qu i¡o¡u, pwMÉ¡u, Abh¡ R¢h h¡ në ¢c−u fËL¡n L¢lz 
Lj¢fEV¡l L−l L£—H…−m¡−L °hcÉ¥¢ae j¡dÉj hÉhq¡l L−l  h¤−T −eu j¡œ JC 
c¤−V¡ h¡Ce¡¢l ¢X¢SV ¢c−uz Hl SeÉ clL¡l qu Codification System 
(−L¡¢X¢g−Lne ¢p−ØVj)z HC −L¡¢X¢g−Lne ¢p−ØVjV¡ Bjl¡ B−N −b−L ¢WL L−l 
¢cC J a¡l ¢e¢cÑø ¢euj Ae¤k¡u£ k¡ha£u abÉ Lj¢fEV¡l Encoding 
(He−L¡¢Xw) L−l −eu z a¡lfl Encode (He−L¡X) Ll¡ abÉ…−m¡−L Bj¡−cl 
fË−u¡Se j−a¡ Bh¡l Bj¡−cl −cM¡u Decode (¢X−L¡X) L−lz HC L¡SV¡ 
Lj¢fEV¡−l qu A¢a â¥ai¡−hz 

dl¡ k¡L HLV¡ N¡e h¡ ¢jE¢SLz HV¡ Bl ¢LR¥ eu, Bjl¡ öe−a f¡C Hje 
¢LR¥ nëal‰ e¡e¡i¡−h p¡S¡−e¡z Lj¢fEV¡l −L¡¢X¢g−Lne ¢p−ØVj Ae¤k¡u£ 
nëal‰…−m¡−L He−L¡X L−l −eu (nëal‰ HL−L¡X Ll¡l e¡e¡lLj ¢p−ØVj h¡ 
p¡Eä gljÉ¡V qu, −kje wav, avi, mp3, CaÉ¡¢c)z a¡lfl Bjl¡ kMe N¡eV¡ 
öe−a Q¡C, a¡−LC Bh¡l ¢X−L¡X L−l nëal‰ ¢qp¡−h Bj¡−cl ö¢e−u −cuz 
−n¡e¡l SeÉ AhnÉ Lj¢fEV¡−l p¡Eä BEVf¤V ¢Xi¡Cp m¡N¡−a q−h, Bl m¡N−h  
p¡Eä −fÔu¡l −fË¡NË¡j, k¡ ¢e¢cÑø gljÉ¡−V He−L¡X Ll¡ Lj¢fEV¡−ll abÉ−L 
¢X−L¡X L−l nëal‰ ¢qp¡−h p¡Eä BEVf¤V Bj¡−cl −n¡e¡−a f¡−lz  
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dl¡ k¡L, Bjl¡ L£C−h¡XÑ ¢c−u V¡Cf L−l i¡o¡ J pwMÉ¡u ¢LR¥ ¢mM¢Rz HV¡ 
Lj¢fEV¡−l He−L¡X Ll¡ q−u k¡−h c¤−V¡ d¡−fz fËbj qm, Bj¡−cl ¢m¢Ma i¡o¡u 
hÉhq¡l Ll¡ k¡ha£u hZÑ−L He−L¡¢Xw Ll¡ b¡−L ASCII (American Standard 

Code for Information Interchange) h¡ Unicode ¢pp−V−jz p¤¤al¡w, Bjl¡ 
k¡ ¢LR¥C V¡Cf L¢l, a¡ Lj¢fEV¡−l k¡u HC −L¡X ¢qp¡−hz ASCII −L¡−X 
256V¡ −L¡X hÉhq¡l qu −kje, K qm 75, Bl qm k 107 z HCi¡−h phLV¡ 
hZÑ, pwMÉ¡, ¢Qq², k¡ hÉhq¡l q−a f¡−l, J j¡Ep h¡ L£C−h¡XÑ ¢c−u k¡ ¢LR¥ Ll¡ 
q−a f¡−l, a¡−L ASCII (h¡ Unicode) ¢pp−V−j −L¡¢Xg¡C Ll¡ l¡M¡ b¡−L, Bl 
Lj¢fEV¡−l −pph −Y¡−L JC −L¡X Ae¤p¡−lz Lj¢fEV¡l Hlf−ll −L¡¢X¢g−LneV¡ 
L−l −eu, ASCII (h¡ Unicode) −L¡X…−m¡−L a¡l h¡Ce¡¢l −L¡−X l©f¡¿¹¢la 
L−l, L¡lZ Lj¢fEV¡l L¡S L−l h¡Ce¡¢l ¢X¢SV hÉhq¡l L−lz    
 Digit (¢X¢SV) Lb¡V¡l j¡−e A−ˆl HL HLV¡ hZÑz −kje, 7032 pwMÉ¡V¡u 
4−V Aˆ h¡ ¢X¢SV B−Rz pwMÉ¡ −mM¡l Binary System (h¡Ce¡¢l ¢p−ØVj) j¡œ 
c¤−V¡ ¢X¢SV hÉhq¡l L−l, 0 Bl 1z H−L h−m Base 2 (−hp V¤) z Decimal 

System (−X¢pj¡m ¢p−ØVj) 10V¡ ¢X¢SV hÉhq¡l L−l, 0,1,2,3,4,5,6,7,8,9z 
Hl −hp Base 10z Octal (Aƒ¡m) ¢p−ØV−j 8V¡ ¢X¢SV h¡ Aˆ b¡−L, 
0,1,2,3,4,5,6,7,8, k¡l −hp qu 8z BSL¡m hÉhq¡l qu Hexadecimal 
(−q„¡−X¢pj¡m ¢p−ØVj) −kM¡−e 16V¡ Aˆ quz HM¡−e −X¢pj¡m ¢p−ØV−jl ¢X¢SV, 
0,1,2,3,4,5,6,7,8,9 Bl Cw−l¢Sl fËbj 6V¡ hZÑ A, B, C, D, E, F-−LJ HL 
HLV¡ ¢X¢SV ¢qp¡−h d−l j−e Ll¡ qu, 10, 11, 12, 13, 14, 15z Hl −hp 16z 
¢e−Ql p¡l¢Z−a HC −L¡¢X¢g−Lne hÉhÙÛ¡l M¡¢eLV¡ Awn −cM¡−e¡ B−R— 

ASCII Decimal Hexadecimal Octal Binary 

[ 91 5B 133 1011011 

\ 92 5C 134 1011100 

] 93 5D 135 1011101 

a 97 61 141 1100001 

b 98 62 142 1100010 

c 99 63 143 1100011 

d 100 64 144 1100100 
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Lj¢fEV¡−ll f¢lj¡f — Measurement Units  
abÉ f¢lj¡−fl CE¢eV h¡ HLL qm Bit    (¢hV)(¢hV)(¢hV)(¢hV)z h¡Ce¡¢l ¢pp−V−jl HL HLV¡ 
¢X¢SV qm HL HLV¡ bitz HV¡C fËQ¢ma q−u −N−R −k 8V¡ bit-−L dl¡ q−h 1 

Byte (h¡CV)(h¡CV)(h¡CV)(h¡CV)z Hl ¢h−no −L¡eJ ¢e¢cÑø L¡lZ −eC, a−h h¡Ce¡¢l ¢pp−V−jl p¡−b 
p¡k¤SÉ −l−M base 2 d−l ¢e−u Bjl¡ 1 byte-−L ¢mM−a f¡¢l 2

3 bitz Lj¢fEV¡l 
SN−a œ²jn abÉ −h−s Q−m−R Bl a¡C œ²jn f¢lj¡−fl hªqšl HLL hÉhq¡l 
fË−u¡Se q−u fs−Rz h¡Ce¡¢l ¢pp−V−j abÉ f¢lj¡−fl HLL…−m¡ qm— 
1 byte = 8 bits.  

1 kilobyte (Kb)   = 2
10

 bytes = 1,024 bytes.  

1 megabyte (MB)  = 2
20

 bytes = 1,048,576 bytes.  

1 gigabyte (GB)  = 2
30

 bytes = 1,073,741,824 bytes.  

1 terabyte (TB)   = 2
40

 bytes = 1,099,511,627,776 bytes. 

Hlfl HCi¡−hC B−p, Peta Byte =2
50

 bytes, Exa Byte=2
60

 bytes, Zetta 

Byte=2
70

 bytes, Yotta Byte=2
80

 bytes. 

abÉ p’u Ll¡l Storage Device (−ØV¡−lS ¢Xi¡Cp)-…−m¡l rja¡ h¡ 
p¡CS j¡f¡ qu HC HLL…−m¡ hÉhq¡l L−l −kje, 500 GB, h¡ 2 TB q¡XÑ¢XpL, 
16 GB −fe XÊ¡Ci, 4 GB ¢X¢i¢X, CaÉ¡¢cz abÉ f¢lhq−el N¢a j¡f¡ qu bps 
(¢h¢fHp) h¡ bit per second (¢hV f¡l −p−Lä) ¢c−uz EµQal N¢a q−m −j¢VÊL 
¢pp−V−jC −mM¡ q−h Kbps, Mbpsz A−eL pju CeÚV¡l−e−V g¡Cm X¡Ee−m¡X 
Ll¡l pju −cM¡u KBps, MBpsz X¡Ee−m¡X Ll¡ g¡C−ml p¡C−Sl p¡−b a¥me¡l 
SeÉ HV¡ ¢L¿¹¥ −h¡T¡u byte per second (h¡CV f¡l −p−Lä)z 

Lj¢fEV¡l fË−pp−ll N¢a j¡f¡ qu Hertz (q¡VÑS) ¢c−uz Hertz HLLV¡ 
hÉhq¡l qu al‰, k¡ Cycle (p¡CLÚmÚ) ¢qp¡−h Q−m, fË¢a −p−L−ä a¡l pwMÉ¡ 
j¡f¡l SeÉz Lj¢fEV¡l fË−ppl L¡S L−l °hc¤É¢ae al‰ ¢c−uz a¡C a¡l L¡S 
Ll¡l N¢a ¢e¢cÑø Ll¡ qu HC Hertz h¡ pw−r−f Hz ¢c−u —−kje, 2 GHz 

j¡−e qm 2 billion cycles per secondz 

Lj¢fEV¡−ll j§m hÉhÙÛ¡ — Basic Hardware System            
Lj¢fEV¡l−L Bjl¡ ¢LR¥ ¢e−cÑn ¢c−u h¢m HV¡ L−l¡, JV¡ L−l¡, Bl −pCp−‰ 
fË−u¡Se£u abÉ…−m¡J ¢c−u ¢cCz HC ¢e−cÑn −f−m L¡SV¡ L−l Processor 
(fË−ppl)z Bl a¡lfl Bj¡−cl −glv −cu, gmV¡ k¡ −fm −pV¡z abÉ J ¢e−cÑn 
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k¡ fË−pp−l −Y¡L¡−e¡ qm −p…−m¡ qm Input (Cef¤V), Bl fË−ppl L¡SV¡ L−l 
k¡ h¡l L−l ¢cm, −p…−m¡ qm Output (BEVf¤V)z j§m hÉ¡f¡lV¡ HC R¢hl 
j−a¡— 
 
 
 
  

fË−ppl qm Logical Operator (m¢SL¡m Af¡−lVl) −k öd¤ k¤¢š² Ae¤p¡−l 
L¡S L−l z ¢e¢cÑø pj−u La −h¢n abÉ ¢e−u La â¥a S¢Vm −b−L S¢Vmal 
k¤¢š² fË−u¡N L−l HLV¡ L¡S L−l ¢c−a f¡−l −pV¡C qm fË−pp−ll rja¡z        

hÉ¡f¡lV¡ j§ma HV¡ q−mJ BlJ ¢LR¥ hÉhÙÛ¡ clL¡lz −pC…−m¡ Bjl¡ −cMh 
HLV¡ HLV¡ L−l— 
1. Cef¤V…−m¡ −ch L£ L−l, k¡ fË−ppl ¢e−a f¡l−h, Bl fË−ppl BEVf¤VV¡C h¡ 
−c−h L£ L−lz p¤¤al¡w, m¡N−h ¢LR¥ Cef¤V −cJu¡l Bl BEVf¤V −eJu¡l 
j¡dÉj, k¡−L h−m Input Device (Cef¤V ¢Xi¡Cp) Bl Output Device 
(BEVf¤V ¢Xi¡Cp)z Bf¡aa dl¡ k¡L, Cef¤V ¢Xi¡Cp qm Keyboard 
(L£C−h¡XÑ) J Mouse (j¡Ep), Bl BEVf¤V ¢Xi¡Cp qm HLV¡ Display 

Monitor (¢Xp−fÔ j¢eVl);  
2. HC ¢Xi¡Cp…−m¡−L fË−pp−ll p¡−b S¥−s l¡M¡l HLV¡ hÉhÙÛ¡ Ll−a q−hz Hl 
S−eÉ m¡N−h HLV¡ −h¡XÑ, −kM¡−e fË−pplV¡ b¡L−h J ¢Xi¡Cp…−m¡ m¡N¡−e¡l 
hÉhÙÛ¡ b¡L−h z HC −h¡XÑV¡−L hmh Motherboard (j¡c¡l−h¡XÑ); 

3. Hl f−ll pjpÉ¡ qm fË−ppl ¢Qe−h L£ L−l −L¡eÚV¡ Cef¤V −eJu¡l Bl −L¡eÚV¡ 
BEVf¤V −cJu¡l ¢Xi¡Cpz p¤¤al¡w fËb−jC HV¡ fË−ppl−L h−m −cJu¡l HLV¡ 
hÉhÙÛ¡ l¡M−a q−hz HV¡ L£i¡−h Ll¡ k¡−h? Hl SeÉ −R¡– HLV¡ −fË¡NË¡j ¢m−M 
ÙÛ¡u£i¡−h j¡c¡l−h¡−XÑ l¡M−a q−h, −kV¡ Q¡¢m−u fË−ppl−L h−m −cJu¡ k¡−h 
−h¡−XÑl −L¡b¡u −L¡eÚ ¢Xi¡CpV¡ m¡N¡−e¡ B−R, −L¡eÚV¡ L£ dl−el Cef¤V ¢Xi¡Cp 
Bl −L¡eÚV¡ L£ dl−el BEVf¤V ¢Xi¡Cpz HV¡−L h−m BIOS (Basic Input 

Output System) (h¡−u¡p–−h¢pL Cef¤V BEVf¤V ¢Xi¡Cp)z HC −fË¡NË¡jV¡ 
ÙÛ¡u£i¡−hC l¡M−a q−h, L¡lZ HV¡−a Nä−N¡m q−u −N−m phV¡C k¡−hz HC 

Processor 
Input 

(Command 

& Data) 

Output 

(Data) 
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L¡l−Z HV¡ −kM¡−e l¡M¡ b¡−L J Bf¢e Q¡m¤ qu a¡−L h−m ROM (Read 

Only Memory) (ljÚ–l£X JeÚ¢m −jj¢l);  
4. ¢L¿¹¥ fË¢ah¡l Lj¢fEV¡l Q¡m¡−mC L£ ROM-−u l¡M¡ HC −fË¡NË¡jV¡−L fËb−j 
Qm−a q−h J a−hC fË−ppl S¡e−a f¡l−h BIOS-V¡ −Ljez HV¡ q−m −a¡ 
¢LR¥ pju eøz a¡C BIOS abÉ−L p’u L−l l¡M¡l HLV¡ hÉhÙÛ¡ Ll¡ qm, 
k¡−L h−m CMOS (¢p−j¡p)z ¢hc¤Év e¡ b¡L−m −a¡ HC abÉV¡ E−s k¡−h, a¡C 
Hl p¡−b l¡M¡ qm HLV¡ −R¡V hÉ¡V¡¢lz HV¡ qm CMOS Battery (¢p−j¡p 
hÉ¡V¡¢l)z 

HC fkÑ¿¹ Bjl¡ k¡ −fm¡j a¡ ¢e−Ql R¢h−a −cJu¡ qm— 

 
 
 
 
 

 ¢L¿¹¥ L¡S Ll¡l hÉhÙÛ¡u HMeJ ¢LR¥ Ai¡h l−u−Rz BlJ ¢LR¥ hÉhÙÛ¡ clL¡lz 
5. fË−ppl −a¡ −Lhm k¤¢š² ¢c−u L¡S Ll−hz a¡l −a¡ L¡S Ll¡l HLV¡ S¡uN¡ 
Q¡C, −kM¡−e −p p¡j¢uLi¡−h BIOS abÉV¡ ¢e−u l¡M−h, Cef¤V −cJu¡ phLV¡ 
abÉ J ¢e−cÑn…−m¡ l¡M−h, a¡lfl d¡−f d¡−f k¤¢š²l fË¢œ²u¡u L¡SV¡ Ll−h, J 
−n−o BEVf¤V °a¢l L−l BEVf¤V ¢Xi¡C−p f¡W¡−hz HC S¡uN¡V¡ A−eLV¡ 
−pÔV-−fe¢p−m −mM¡l S¡uN¡l j−a¡ — h¡l h¡l ¢mM−h Bl j¤R−hz Hl hÉhÙÛ¡ 
qm RAM (Random Access Memory) (lÉ¡j-lÉ¡äj AÉ¡L−pp −jj¢l)z 
HV¡ k−bø e¡ q−m hs hs L¡S B−c± Ll¡ k¡−h e¡, h¡ L¡SV¡ q−h ¢Y−ja¡−m, 
HLV¥ HLV¥ L−lz e¡jV¡ fË¡u HLlLj h−m ljÚ Bl lÉ¡j …¢m−u k¡uz ljÚ−L 
h−m Non-volatile (eeÚ-−i¡m¡V¡Cm −jj¢l) k¡ ÙÛ¡u£i¡−h l¡M¡ b¡−L, Bl lÉ¡j 
qm Volatile (−i¡m¡V¡Cm −jj¢l), −kM¡−e fË−ppl œ²j¡Na abÉ l¡−M Bl 
−j¡−R, Hhw Lj¢fEV¡l hå Ll−m −pM¡e −b−L ph j¤−R k¡u;  

6. Hlf−ll pjpÉ¡ qm HL HLh¡l L¡S Ll¡l SeÉ −kph abÉ J ¢e−cÑn −cJu¡ 
q−h Bl BEVf¤V k¡ f¡Ju¡ k¡−h, a¡−L −L¡b¡J d−l l¡M¡ clL¡lz eua, 

Input Device 

 

Output Device 

 
Processor 

CMOS 

 

BIOS 

ROM 

Motherboard 
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Lj¢fEV¡l hå Ll−mC, h¡ f−ll L¡SV¡ Ll−a −N−mC, HC L¡−Sl phV¡C j¤−R 
k¡−hz Hl SeÉ Ef¡u qm Storage Device (−ØV¡−lS ¢Xi¡Cp)z dl¡ k¡L 
Bf¡aa Bjl¡ HLV¡ Hard Disk Drive (q¡XÑ¢XpL XÊ¡Ci) Bl DVD 

Drive (¢X¢i¢X XÊ¡Ci) m¡N¡h, k¡−a fË−ppl−L fË−u¡Se j−a¡ ¢e−cÑn ¢c−u hm¡ 
k¡u −k JC XÊ¡Ci −b−L ¢e−cÑn J abÉ e¡J Hhw BEVf¤V−L JM¡−e ¢e−u Sj¡ 
h¡ −pi L−l l¡−M¡z −h¡T¡C k¡−µR BIOS-−L HC XÊ¡Ci…−m¡l abÉJ a¥−m 
l¡M−a q−h; 

7. h¡¢L lCm Bl HLV¡ ¢S¢epz Lj¢fEV¡l Q−m ¢hc¤Év ¢c−uz Ha…−m¡ ¢Xi¡Cp 
h¡ Aw−nl ¢h¢iæ f¢lj¡−el ¢hcÉ¥a h¡ −i¡ÒV fË−u¡Sez −pV¡ a¡C i¡N L−l 
¢c−a Q¡C B−lLV¡ hÉhÙÛ¡, k¡−L h−m SMPS (Switched-Mode Power 

Supply) (HpHj¢fHp– p¤¤CQÚX-−j¡X f¡Ju¡l p¡fÔ¡C)z 
 
 
 
 
 
 
  

HC ¢e−u qm Lj¢fEV¡−ll j§m hÉhÙÛ¡z Processor, ROM (BIOS), RAM, 

CMOS, CaÉ¡¢c Motherboard-−u m¡¢N−u, −h¡XÑV¡−L m¡N¡−e¡ h¡ Mount 
(j¡E¾V) Ll¡ qu HLV¡ Cabinet (LÉ¡¢h−eV) h¡ k¡−L Chassis (nÉ¡¢p) h−mz 
a¡−a −Y¡L¡−e¡ qu J HDD/DVD XÊ¡Ci…−m¡, SMPS J −p…−m¡l a¡l 
j¡c¡l−h¡−XÑl ¢WL ¢WL S¡uN¡−a −S¡s¡ quz HV¥L¥ Ll−m Bjl¡ f¡C HLV¡ 
−XpLVf f¡lÚpe¡m Lj¢fEV¡l CPU (¢p¢fCE)-−ul e§Éeaj hÉhÙÛ¡ z Cef¤V J 
BEVf¤V ¢Xi¡Cp…−m¡ j¡c¡l−h¡−XÑl ¢e¢cÑø −f¡−VÑ f−l m¡N¡−e¡ quz  

HR¡s¡ AhnÉ BlJ ¢LR¥ −R¡VM¡−V¡ ¢S¢ep S¥s−a qu, −kje Cabinet 

Front Panel (LÉ¡¢h−eV é¾V fÉ¡−em)-−u l¡M¡ Power Button (f¡Ju¡l 
h¡Ve), Restart Button (¢lØV¡VÑ h¡Ve), HDD Light (HCQ¢X¢X m¡CV), 
Cabinet Speaker (LÉ¡¢h−eV Øf£L¡l), USB Port (CEHp¢h −f¡VÑ) CaÉ¡¢cz 
Sound Device (p¡Eä ¢Xi¡Cp), Display Device (¢Xp−fÔ ¢Xi¡Cp), 

RAM 

 

Input Device 

 

Output Device 

 
Processor 

CMOS 

 

BIOS 

ROM 

Motherboard 
SMPS 

DVD 

HDD 
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Network Device (−eVJu¡LÑ ¢Xi¡Cp) J Wifi Device (Ju¡Cg¡C ¢Xi¡Cp), 
Bl H…−m¡l fË−u¡Se£u −f¡VÑ J USB −f¡VÑ j¡c¡l−h¡−XÑC −cJu¡ b¡−L z Q¡C−m 
BlJ ¢Xi¡Cp PCI Slot (Peripheral Component Interconnect) (¢f¢pBC 
pÔV)-−u m¡N¡−e¡ k¡u, −kje BlJ i¡m p¡Eä L¡XÑ, ¢Xp−fÔ L¡XÑ, k¢cJ p¡d¡lZ 
L¡−S H…−m¡ m¡−N e¡, L¡lZ j¡c¡l−h¡−XÑC H…−m¡ L¡S Qm¡l j−a¡ −cJu¡ b¡−Lz   

−XpLVf Lj¢fEV¡−ll Awn…−m¡ —Assembled Parts 

f¤−l¡ HLV¡ −XpLVf Lj¢fEV¡l −L¡eJ −L¡Çf¡¢eC h¡e¡u e¡z ¢h¢iæ −L¡Çf¡¢e 
¢h¢iæ Awn h¡ f¡VÑp h¡¢e−u ¢h¢œ² L−lz Hl¡ qm −pC f¡VÑp…−m¡l OEM 

(Original Manufacturer) (JCHj–J¢l¢Se¡m jÉ¡e¤gÉ¡LQ¡l¡l)z ¢LR¥ −L¡Çf¡¢e 
H…−m¡−LC HL¢œa h¡ AÉ¡−pðm L−l a¡−cl e¡j ¢c−u h¡S¡−l ¢h¢œ² L−l hËÉ¡−äX 
−XpLVf Lj¢fEV¡l ¢qp¡−hz  

−k −LE h¡S¡l −b−L f¡VÑp…−m¡ ¢L−e ¢e−SC L−l ¢e−a f¡−lz L£i¡−h Ll¡ 
k¡u −p pð−å CeÚV¡l−e−V hý abÉ J q¡−aLm−j L−l −cM¡−e¡l ¢i¢XJ −j−mz 
¢L¿¹¥ −kV¡ ¢h−no L−l S¡e−a qu −pV¡ qm, −L¡eÚV¡l p¡−b −L¡eÚV¡ ¢WLW¡L m¡−N 
J Q−mz −L¡eÚV¡ −L¡b¡u m¡N−h a¡ j¡c¡l−h¡−XÑl ¢h¢iæ Slot (pÔV)-…−m¡l f¡−nC 
−mM¡ b¡−Lz −k a¡l…−m¡ S¥s−a qu −h¡−XÑl ¢fe…−m¡l Jf−l, −p…−m¡l f¡−n J 
a¡l…−m¡l j¡b¡u m¡N¡−e¡ Jumper (S¡Çf¡l)-−u −mM¡ b¡−L −L¡eÚV¡ −L¡eÚ¢c−L 
m¡N¡−a q−h—−L¡eÚV¡ f¢S¢Vi Bl −L¡eÚV¡ −e−N¢Viz flØf−ll p¡−b ¢WLW¡L 
−j−m ¢Le¡, HC fËnÀV¡ ¢h−no L−l i¡h−a q−h Processor, Motherboard, J 

RAM-−L ¢e−u, Bl a¡m ¢j¢m−u ¢WL Ll−a qu La rja¡l HDD −ehz  
Lj¢fEV¡l fËk¤¢š² A¢a â¥a f¡ÒV¡u, J HLC Awn ea¥e fËk¤¢š²−L±nm ¢e−u 

°a¢l Ll¡ quz Hl Ec¡qlZ ApwMÉz Bjl¡ a¡C ¢e−Q öd¤ Awn…−m¡l e¡−jl 
a¡¢mL¡ −chz HMe h¡S¡−l k¡ −j−m, −pC Ae¤k¡u£ Awn…−m¡ ¢e¢cÑø L−l −cJu¡ 
¢elbÑLz L¡lZ, ¢LR¥¢c−el j−dÉC qu−a¡ a¡ f¡−ÒV k¡−hz  

1. Processor 2. Motherboard 3. RAM cards 
4. HDD/SSD 5. DVD drive 6. SMPS 
7. Cabinet/Chassis 8. Front Panel USB 9. Processor Fan 
10. VGA Monitor 11. Keyboard 12. Mouse 
13. CMOS Battery 14. SATA Cables  15. Power Cable 
Bl m¡N−h, hm¡C h¡ýmÉ, Cabinet/Drive m¡N¡h¡l ¢LR¥ Screws  
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ph f¡VÑpC ea¥e ¢e−m pjpÉ¡ −aje −eCz haÑj¡−e ea¥e Processor k¡ 
f¡Ju¡ k¡u −p…−m¡ phC 64-bit (Intel i3,i5,i7; AMD A6, A8, A10, A12)z 
Hl p¡−b −j−m Hje ea¥e j¡c¡l−h¡XÑ (Asus, Intel, AMD, Gigabyte) ¢e−a 
q−hz RAM AhnÉC ddr (ddr4), Lj L−l 4GBz B−NL¡l SDRAM Qm−h 
e¡z JV¡ A−eL¢ce B−NC h¡¢am q−u−Rz HDD 500GB q−mC Q−m, ¢L¿¹¥ 1 

TB-l Lj qu−a¡ ¢jm−h e¡z pÇfË¢a ea¥e fËk¤¢š² ¢qp¡−h  SSD (Solid State 

Disk) (p¢mX −ØVV ¢XpL) Bp−Rz q¡XÑ ¢XpL qm Qmj¡e h¡ O§ZÑ¡uj¡ez SSD-l 
j−dÉ Qmj¡e ¢LR¥ −eCz HV¡ A−eLV¡ USB Flash Storage (gÓÉ¡n −ØV¡−lS)-Hl 
j−a¡z Hl c¡j A−eL −h¢n Bl pjpÉ¡J B−Rz hýh¡l −mM¡, −j¡R¡ h¡ gljÉ¡V 
Ll¡ q−m M¡l¡f q−a b¡−Lz HDD Bl DVD drive q−a q−h SATA (Serial 

Advanced Technology Attachment)z B−NL¡l PATA (Parallel ATA) 
¢c−u L¡S Qm−h e¡z Front Panel USB 3.0 ¢e−a q−hz 

f¤l−e¡ f¡VÑp ¢WLW¡L f¡Ju¡ −N−m Lj Ml−Q HLV¡ Lj¢fEV¡l h¡¢e−u −gm¡ 
k¡uz ¢L¿¹¥ −cM−a q−h f¡VÑp…−m¡ ¢WLW¡L −j−m ¢Le¡z −kje, Processor 
B−NL¡l 32-bit (−kje, Intel Core 2 duo) q−m j¡c¡l−h¡XÑJ −pC Ae¤k¡u£ 
¢e−a q−hz HM¡−e RAM q−h ddr2, Bl 4GB e¡ q−mJ Qm−hz HM¡−e Wifi J 

 

 

 

 

 

 

Power 

PS/2 

VGA 

LAN 

USB  

Sound 

¢fR−el −f¡VÑ 

 
     fË−ppl          fË−ppl gÉ¡e 

 
lÉ¡j L¡XÑ 
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HDMI display −f¡VÑ b¡−L e¡z Bm¡c¡ L−l ¢e−a qu Bl Wifi dongle 

(USB)  ¢e−u XÊ¡Ci¡l CeØVm Ll−a quz HM¡−e USB 2.0  Qm−h, USB 3.0 

eu z Hl SeÉ Af¡−l¢Vw ¢pp−Vj 32-bit −eJu¡C ¢WL z 
  Lj¢fEV¡lV¡ Q¡m¡−a Hlf−ll L¡S pgÚVJuÉ¡−llz fËb−jC q¡XÑ¢XpL f¡¢VÑne 
L−l Operating Software (Af¡−l¢Vw pgÚVJuÉ¡l) CeÚØVm L−l ¢e−a q−h z 
j−e l¡M−a q−h, Primary Active q−h C:, Bl q¡XÑ ¢XpL Format q−h New 

Technology File System (NTFS)z ¢L¿¹¥ Pen Drive format qu FAT32z 
(Af¡−l¢Vw pgÚVJuÉ¡l) CeÚØVm Ll¡l f−lC j¡c¡l−h¡−XÑl Device Driver 

(¢Xi¡Cp XÊ¡Ci¡l)-…−m¡ HLh¡l Q¡¢m−u CeÚØVm L−l ¢e−a q−hz  
L£−h¡XÑ, j¡Ep, ¢Xp−fÔ j¢eVl, H„V¡le¡m ¢ØfL¡l, CaÉ¡¢c BSL¡m Plug 

and Play (fÔ¡N AÉ¡ä −fÔ ¢Xi¡Cp) L−l −eJu¡ q−u−Rz USB −f¡−VÑ m¡N¡−e¡l 
L£C−h¡XÑ J j¡Ep f¡Ju¡ k¡uz ¢L¿¹¥ PS/2 L£C−h¡XÑ J j¡Ep m¡−N PS/2 −f¡−VÑ J 
pñha −h¢n L¡−Slz PS/2 −f¡−VÑ m¡N¡−e¡ L£−h¡XÑ J j¡E−pl −f¡VÑ Bm¡c¡ l−Pl 
qu, J H…−m¡l DIN Connector (¢Xe L¡−eƒ¡l) ¢fe ¢WLW¡L e¡ −Y¡L¡−m, h¡l 
h¡l H¢cL-J¢c−L O¤¢l−u Q¡f¡Q¡¢f Ll−m M¡l¡f q−u −k−a f¡−lz   

H…−m¡ Q¡m¡−e¡l fË−u¡Se£u ¢Xi¡Cp XÊ¡Ci¡l Af¡−l¢Vw pgÚVJuÉ¡l ¢e−SC 
¢e−u −eu a¡l p¢’a XÊ¡Ci¡l…−m¡ −b−Lz AeÉ −L¡eJ ¢Xi¡Cp, −kje ¢fË¾V¡l, 
LÉ¡−jl¡, A¢XJ ¢pp−Vj, CaÉ¡¢c m¡N¡−m −c−M ¢e−a q−h Af¡−l¢Vw ¢pp−Vj a¡l 
Efk¤š² XÊ¡Ci¡l ¢e−SC −f−u −N−R ¢Le¡z e¡ q−m ¢Xi¡CpV¡l p¡−b −cJu¡ 
CeØV−mne ¢p¢X/¢X¢i¢X −b−L −pV¡ CeÚØVm Ll−a q−h z fË−u¡Se q−m k¡ha£u 
¢Xi¡Cp XÊ¡Ci¡l, A¢XJ jÉ¡−eS¡l CaÉ¡¢c phC CeÚV¡l−eV −b−L −eJu¡ −k−a 
f¡−l, ¢Xi¡CpV¡l j−Xm ¢WLW¡L S¡e¡ b¡L−mz q¡XÑ ¢XpL gljÉ¡V Ll¡ q−m HC 
XÊ¡Ci¡l…−m¡ E−s k¡uz a¡C ¢pp−VjV¡l k¡ha£u XÊ¡Ci¡l Bm¡c¡ L−l −pi h¡ 
Back-up (hÉ¡L-Bf) ¢e−u l¡M¡ E¢Qaz  
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pw−k¡Se 3. Lj¢fEV¡−ll lrZ¡−hrZ 
Lj¢fEV¡l lrZ¡−hr−Zl c¤−V¡ i¡N—k¿»V¡ h¡ q¡XÑJuÉ¡l J hÉhq©a −fË¡NË¡j h¡ 
pgÚVJuÉ¡−ll lrZ¡−hrZz q¡XÑJuÉ¡l q¡XÑJuÉ¡l q¡XÑJuÉ¡l q¡XÑJuÉ¡l lrZ¡−hr−ZlrZ¡−hr−ZlrZ¡−hr−ZlrZ¡−hr−Z k¿»V¡ ¢WLi¡−h l¡M−a qu d§−m¡, 
Bl BâÑa¡ −b−L h¡y¢Q−u, pñh q−m Y¡L¡ ¢c−u −L¡eJ öL−e¡ ÙÛ¡−ez ¢fË¾V¡l 
hÉhq¡l Ll−m a¡ Y¡L¡ ¢c−u l¡M¡ AhnÉfË−u¡Sez Lj¢fEV¡−l Y¡L¡ −cJu¡ b¡L−m 
hÉhq¡−ll pju a¡ AhnÉC M¤−m ¢e−a q−h, k¡−a q¡Ju¡ Qm¡Qm Ll−a f¡−lz  

Hlfl −Mu¡m l¡M−a q−h ¢hcÉ¥v plhl¡q −Lje z h¡¢s−a p¡d¡lZa −k ¢hcÉ¥v 
plhl¡q b¡−L, a¡−a Lj¢fEV¡l Q¡m¡−e¡l Ap¤¤¢hd¡ −eCz öd¤ mr l¡M−a q−h, 
¢hcÉ¥v m¡C−el Earthing (B¢bÑw) h¡ Ground Line    (NË¡E™ m¡Ce) −ke 
¢WLW¡L Ll¡ b¡−Lz Lj¢fEV¡−l ¢hcÉ¥v pw−k¡N phÑc¡ Ll¡ E¢Qa Bm¡c¡ m¡Ce 
−V−e, k¡−a AeÉ −L¡eJ °hc¤¢aL k¿» HLC m¡C−e e¡ b¡−Lz HR¡s¡, Lj¢fEV¡−l 
¢hcÉ¥v pw−k¡−Nl SeÉ E¢Qa HLV¡ Surge Protector (p¡SÑ −fË¡−Vƒl) h¡ 
Spike Buster (Øf¡CL h¡ØV¡l) m¡N¡−e¡z HV¡ AÒf Ml−QC ¢Le−a f¡Ju¡ k¡uz 
B−nf¡−n −L¡b¡J h¡S fs−m, h¡ ¢hcÉ¥v plhl¡−q Øf¡CL H−m HV¡ a¡ BVL¡−hz  
 Lj¢fEV¡l ¢eu¢ja hÉhq¡l Ll¡ clL¡lz ¢eu¢ja hÉhq¡−l e¡ b¡L−m −L¡eJ 
¢LR¥C ¢WL b¡−L e¡z HV¡ ¢h−no L−l ¢fË¾V¡l J ¢p¢X/¢X¢i¢Xl −r−œ j−e l¡M−a 
q−hz A−eL pju −cM¡ k¡u, ¢fË¾V¡−l L¡¢m ö¢L−u −N−R z ¢p¢X/¢X¢i¢X XÊ¡C−i 
HLV¡ ¢p¢X/¢X¢i¢X phÑc¡ i−l l¡M−m XÊ¡CiV¡l −m−¾p jum¡ fs¡ BVL¡uz   

¢p¢X/¢X¢i¢X XÊ¡Ci hå Ll¡ E¢Qa, q¡a ¢c−u e¡ −W−m, XÊ¡C−il p¡−b −cJu¡ 
−M¡m¡ J hå Ll¡l VNmÚ −h¡a¡jV¡ ¢V−fz −fe XÊ¡Ci M¤−m ¢e−a q−m B−N 
¢pp−Vj −VÊ−a −fe XÊ¡Ci ¢Qq²V¡ l¡CV ¢LÓL L−l Eject (C−Sƒ) L−l ¢e−a q−h 
J Safe to Remove Hardware (−pg V¥ ¢lj¤i q¡XÑJuÉ¡l) −j−pSV¡ H−m 
a−hC M¤m−a q−hz  
 c£OÑL¡m hÉhq¡l e¡ q−m pjpÉ¡ B−pz ¢p¢fCE-−uJ HLV¡ −R¡V hÉ¡V¡¢l b¡−Lz 
Lj¢fEV¡l hå l¡M−mJ HV¡ −b−L HLV¡ Q¡SÑ −b−L k¡u Lj¢fEV¡−ll Qm¡ 
Bl−ñl e§Éeaj ¢LR¥ abÉ d−l l¡M−az c£OÑL¡m e¡ Q¡m¡−m HV¡l Bu¤ −no q−u 
k¡u J aMe CMOS Checksum Error (¢p−j¡p −QLp¡j Hl¡l) −cu, j¡−e 
Qm¡l JC e§Éeaj abÉ Lj¢fEV¡l f¡u e¡z H−r−œ fË¢a h¡lC Q¡m¡h¡l pju 
¢XgÒV −m¡X L−l ¢e−a q−h, p¡d¡lZa L£C−h¡−XÑl F2 (Hg-2) ¢V−fz 
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Lj¢fEV¡−ll Bl−ñl ¢û−eC HV¡ hm¡ b¡L−hz −aje fË−u¡Se q−m HC hÉ¡V¡¢l 
¢L−e H−e ¢e−Sl¡C f¡−ÒV −eJu¡ k¡u, hÉ¡V¡¢ll Jfl J ¢e−Ql ¢cL ¢WL −l−Mz  

Lj¢fEV¡l Q¡m¤ qJu¡l pjpÉ¡ k¢c O−V, a¡ A¢dL¡wn pju −cM¡ k¡u RAM 

Card (lÉ¡j L¡XÑ)-−ul pw−k¡N…−m¡−a d§−m¡ Sj¡l pjpÉ¡z HV¡ q−m −cM¡ k¡−h 
Lj¢fEV¡l Q¡m¤ Ll−m Boot (h¤V) Ll¡l System Sound (¢pp−Vj p¡E™) 
c£OÑ¡¢ua q−u h¡l h¡l −h−S Q−m−R J Lj¢fEV¡l Q¡m¤ q−µR e¡z Hl pqS pj¡d¡e 
qm j¡c¡l−h¡−XÑl −M¡fV¡ −b−L lÉ¡j L¡XÑV¡ M¤−m ¢e−u L¡−XÑl J −M¡fV¡l 
pw−k¡N…−m¡−L öL−e¡ L¡NS O−o f¢l×L¡l L−l −eJu¡ J ¢WL JCi¡−h JC −M¡−f 
h¡ f¡−nl −M¡−f Bh¡l m¡N¡−e¡z Hlf−lJ pjpÉ¡V¡ b¡L−m −h¡T¡ k¡−h lÉ¡j 
L¡XÑV¡C M¡l¡f q−u −N−R J −pV¡ Bm¡c¡ L−l ¢L−e H−e m¡N¡−a q−hz e¡e¡ 
dl−el lÉ¡j L¡XÑ (ddr1, ddr2, ddr3, ddr4, Bl B−N ¢Rm, SDRAM) quz 
Lj¢fEV¡lV¡−a m¡N−h Hje lÉÉ¡j L¡XÑC ¢e−a q−hz  

Lj¢fEV¡l °a¢l qu ¢h¢iæ Awn h¡ f¡VÑp S¥−sz HC −S¡s¡…−m¡ ¢WLW¡L 
−Q−f m¡N¡−e¡ e¡ b¡L−m qua −cM¡ k¡−h q¡XÑ ¢XpÚL h¡ ¢p¢X/¢X¢i¢X XÊ¡Ci L¡S 
Ll−R e¡, p¡E™ ¢pp−V−j BJu¡S Bp−R e¡, CaÉ¡¢cz ¢WLi¡−h m¡N¡−e¡ e¡ 
b¡L−m h¡ −L¡eJ L¡l−Z pw−k¡NV¡ ¢Y−m q−u −N−m Lj¢fEV¡−l k¤š² Ll¡ j¢eVl, 
L£C−h¡XÑ, j¡Ep, p¡E™ ¢pp−Vj CaÉ¡¢c L¡S e¡J Ll−a f¡−lz a¡C pjpÉ¡ q−m 
B−N HV¡C −c−M ¢e−a q−hz ¢L¿¹¥, −S¡l L−l Q¡f¡Q¡¢f e¡ Ll¡C E¢Qaz  

¢h−no L−l −cM¡ k¡u, Lj¢fEV¡−ll LÉ¡¢h−e−Vl p¡j−e l¡M¡ USB Port 
(CEHp¢h −f¡VÑ) L¡S Ll−R e¡z Hl L¡lZ, H…−m¡ LÉ¡¢h−e−Vl p¡−bC −cJu¡ b¡−L 
J f−l j¡c¡l−h¡−XÑ −S¡s¡ qu a¡l ¢c−uz ¢fR−el CEHp¢h −f¡VÑ…−m¡ j¡c¡l−h¡−XÑl 
p¡−bC b¡−L, a¡C M¡l¡f q−a −cM¡ k¡u e¡z BSL¡m USB Extension Hub 

(CEHp¢h H„−Vene q¡h) f¡Ju¡ k¡u, k¡ ¢c−u −fR−el HLV¡ CEHp¢h −f¡VÑ 
−b−LC A−eL…−m¡ CEHp¢h −f¡VÑ f¡Ju¡ k¡u, J p¡j−eC l¡M¡ k¡uz ¢p¢X/¢X¢i¢X 
XÊ¡CiJ M¡l¡f q−a −cM¡ k¡u fË¡uCz −p−r−œ HLV¡ Ef¡u qm HLV¡ External 

CD/DVD Drive (H„V¡le¡m ¢p¢X/¢X¢i¢X XÊ¡Ci) ¢L−e l¡M¡, k¡ CEHp¢h −f¡−VÑ 
m¡N¡−e¡ k¡−hz ¢p¢X/¢X¢i¢X XÊ¡C−il fË−u¡Se qu, L¡lZ ¢h¢iæ −fË¡NË¡j −Le¡l pju 
CeØV−mne g¡Cm J XÊ¡Ci¡l…−m¡ ¢p¢X/¢X¢i¢X−a −cJu¡ qu z HR¡s¡ System 

Repair Disk    (¢pp−Vj ¢l−fu¡l ¢XpL) h¡ Boot CD    (h¤V ¢p¢X) Q¡m¡−e¡l 
SeÉJ ¢p¢X/¢X¢i¢X XÊ¡Ci m¡−Nz AhnÉ −fe XÊ¡Ci ¢c−uJ h¤V pñhz 
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Bm¡c¡ L−l Lj¢fEV¡l q¡XÑJuÉ¡−ll ¢h¢iæ Awn h¡ f¡VÑp…−m¡ ¢L−e H−e 
S¥−s −k Lj¢fEV¡l °a¢l qu −p…−m¡−L h−m Assembled (AÉ¡−pðmÚX) 
Lj¢fEV¡lz Hl p¤¤¢hd¡ qm, fË−u¡Se j−a¡ ¢h¢iæ f¡VÑp f¡ÒV¡−e¡ k¡u h¡S¡l −b−L 
¢L−e H−e z −L¡eJ f¡VÑp M¡l¡f q−m −pV¡ −jl¡j¢al −Qø¡ Ll¡ A¢dL¡wn pjuC 
¢elbÑL, J pñhJ qu e¡z −kje fË−ppl, j¡c¡l−h¡XÑ, q¡XÑ ¢XpL, −jl¡ja pñh 
euz Bl pñh q−mJ a¡ HaC MlQ p¡−fr −k ea¥e −Le¡V¡C i¡mz pjpÉ¡ qm, 
HC f¡VÑp…−m¡ −k m¡N¡−e¡l j−a¡ HLcj ¢WLW¡L, h¡ EµQj¡−el q−h, a¡ e¡J 
q−a f¡−lz AeÉ¢c−L −kph −L¡Çf¡¢e a¡−cl e¡j ¢c−u, k¡−L h−m Branded 
(hËÉ¡−™X), Lj¢fEV¡l h¡S¡−l ¢h¢œ² L−l, −p…−m¡ EµQj¡−el qu, MlQJ −h¢nz 
¢L¿¹¥, −p…−m¡l −L¡eJ HLV¡ f¡VÑp M¡l¡f q−m f¡ÒV¡−e¡ ¢h−no pjpÉ¡ quz h¡S¡l 
−b−L −Le¡ f¡VÑp A¢dL¡wn pju H…−m¡−a ¢WLW¡L m¡−Ne¡z −pCj−a¡ L−lC 
−L¡Çf¡¢e…−m¡ a¡−cl hËÉ¡−™X Lj¢fEV¡l h¡S¡−l R¡−sz   

Lj¢fEV¡l f¢l×L¡l Ll¡l SeÉ d§−m¡ T¡s¡ −k−a f¡−lz q¡Ju¡u M¤h −h¢n 
d§−m¡-jum¡ b¡L−m hR−l HLh¡l Lj¢fEV¡−ll LÉ¡¢h−eV M¤¢m−u −ia−l Sj¡ d§−m¡ 
f¢l×L¡l L¢l−u −eJu¡ E¢Qaz ¢ûe f¢l×L¡l Ll−a p¡h¡e h¡ −L¡eJ −L¢jLÉ¡m e¡ 
¢c−u AÒf ¢i−S L¡fs ¢c−u p¡hd¡−e q¡ó¡ j¤−R −eJu¡ k¡uz f¢l×L¡l Ll¡l pju 
Lj¢fEV¡l e¡s¡Q¡s¡ Ll−a q−aC f¡−lz a¡C −c−M l¡M¡ i¡m, L£−h¡XÑ, j¢eVl, 
j¡Ep, CaÉ¡¢c LÉ¡¢h−e−Vl −fR−e −L¡b¡u L£i¡−h m¡N¡−e¡ B−Rz  

pgÚVJuÉ¡−ll lrZ¡−hrZ 
pgÚVJuÉ¡l lrZ¡−hr−Z phÑfËbj qm Operating System Software (Af¡−l¢Vw 
¢pp−Vj pgÚVJuÉ¡l) ¢WLW¡L l¡M¡z HV¡ fËb−jC Install (CeØVm) Ll¡ qu 
−pCpjuC q¡XÑ ¢XpL f¡¢VÑne L−l C: XÊ¡C−i CeØVm Ll¡ quz fË¢ah¡l 
Lj¢fEV¡l Q¡m¤ q−mC HV¡ C: XÊ¡Ci −b−L Bf¢e Load (−m¡X) L−l −euz HC 
SeÉ C: XÊ¡Ci−L hm¡ qu fË¡Cj¡¢l AÉ¡L¢Vi XÊ¡Ciz HR¡s¡ AeÉ −k −L¡eJ 
hÉhq¡¢lL −fË¡NË¡jJ p¡d¡lZa C: XÊ¡C−iC CeØVm Ll¡ qu z  

p¤¤al¡w, E¢Qa q−µR Bj¡−cl L¡−Sl g¡Cm J −g¡ô¡l…−m¡, k¡ œ²j¡Na °a¢l 
L¢l J j¤−R −g¢m, HC C: XÊ¡C−i eu, AeÉ −L¡eJ f¡¢VÑn−e l¡M¡z AeÉ¡eÉ 
hÉhq¡¢lL −fË¡NË¡j…−m¡ eø q−u −N−m f¤el¡u CeØVm Ll¡ clL¡l q−a f¡−l h−m 
HC Program Installation (−fË¡NË¡j CeØV−mne) J Device Driver 
(¢Xi¡Cp XÊ¡Ci¡l) g¡Cm…−m¡lJ HLV¡ L−l L¢f AeÉ f¡¢VÑn−e −l−M −cJu¡ 
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i¡mz Hl L¡lZ, −L¡eJ L¡l−Z Af¡−l¢Vw ¢pp−Vj pgÚVJuÉ¡l Bh¡l CeØVm 
Ll−a q−m C: XÊ¡Ci Format (gljÉ¡V) L−l a¡ Ll−a q−hz g−m −pM¡−e k¡ 
¢LR¥ ¢Rm phC j¤−R k¡−hz −ajeV¡ OV−m fË−u¡Se j−a¡ AeÉ¡eÉ −fË¡NË¡j…−m¡ J 
¢Xi¡Cp XÊ¡Ci¡l…−m¡J Bh¡l CeØVm L−l ¢e−a q−h z   

Disk Clean Up    (¢XpL ¢LÓe Bf),    Defragment    (¢XéÉ¡NÚ−j¾V),    System 

Restore (¢pp−Vj −lp−V¡l)     
e¡e¡ L¡l−Z Lj¢fEV¡−ll L¡−Sl N¢a ¢Y−j q−u −k−a f¡−l J System Crash 
(¢pp−Vj œ²É¡n) Ll−aJ f¡−lz œ²j¡Na ea¥e ea¥e −fË¡NË¡j CeØVm J 
Uninstall (BeÚCeØVm) Ll¡l g−m System Registry (¢pp−Vj −l¢S¢ØVÊ)-−a 
AclL¡¢l Registry Entry (−l¢S¢ØVÊ H¾¢VÊ) S−j k¡u, AclL¡¢l ¢Xi¡Cp 
XÊ¡Ci¡l −m¡X q−u b¡−L, −V−Çf¡l¡¢l h¡ Temp File (−VÇf g¡Cm) S−j k¡uz 
HR¡s¡ CeV¡l−eV hÉhq¡l Ll−mJ œ²j¡Na −VÇf g¡Cm J Cookies (L¥¢Lp) 
Sj¡ quz a¡l Jfl q¡XÑ ¢Xp−L −mM¡ Awn V¥L−l¡ V¥L−l¡ q−u Fragment 

(éÉ¡N−j¾V) q−u Linked Chain (¢mwLÚX −Qe) h¡ Lost Chain (mØV −Qe) J 
Bad Sector (hÉ¡X −pƒl) °a¢l Ll−a f¡−lz Bl −a¡ B−R Lj¢fEV¡l 
i¡Cl¡p H−p fs¡z ¢eu¢ja hÉhq¡−l Hje pñ¡he¡ ph Lj¢fEV¡−lC b¡−Lz  

Hl −b−L EÜ¡−ll Ef¡u L£? HjeV¡ q−m fË¢ah¡lC L£ C: XÊ¡Ci gljÉ¡V 
L−l f¤el¡u Af¡−l¢Vw ¢pp−Vj, clL¡¢l −fË¡NË¡j, J ¢Xi¡Cp XÊ¡Ci¡l…−m¡ CeØVm 
Ll−a q−h? Hl Jfl −a¡ B−R HL HLV¡ User Account (CEp¡l 
AÉ¡L¡E¾V), Password (f¡pJu¡XÑ), Date-Time (−XV-V¡Cj), CaÉ¡¢c hý ¢LR¥ 
Bh¡l ¢WL L−l −cJu¡ h¡ −pV Ll¡z hÉ¡f¡lV¡ a¡C Bh¡l −pC fËbj −b−LC öl¦ 
Ll¡, k¡ −hn Løp¡dÉ J pjup¡−frz HC ¢houV¡−a Bjl¡ f−l Bp¢Rz 

lrZ¡−hr−Zl fËbj L¡S qm, q¡XÑ ¢Xp−L œ²j¡Na Sj¡ qJu¡ AclL¡¢l 
g¡Cm…−m¡ j¡−Tj−dÉC j¤−R −gm¡z HV¡ L−l Disk Clean Up    (¢XpL ¢LÓe 
Bf)z Hl SeÉ Bm¡c¡ Utiltiy Software (CE¢V¢mV pgÚVJuÉ¡l) f¡Ju¡ k¡uz 
¢L¿¹¥ −p…−m¡ hÉhq¡l e¡ L−l ECe−X¡p ¢pp−V−jC −kV¡ B−R −pV¡C hÉhq¡l Ll¡ 
i¡mz ECe−X¡p-−u HV¡ f¡Ju¡ k¡−h—All Programs\Accessories\System 

Tools-−uz Hl f−lC B−R Defragmenter    (¢XéÉ¡NÚ−j¾V¡l)z ¢LÓe-B−fl f−l 
−pV¡ Q¡¢m−u ¢e−a q−h, ¢h−no L−l C: XÊ¡C−il SeÉz B−lLV¡ l¡Ù¹¡ qm 
ECe−X¡p H„−fÔ¡l¡l (h¡ Lj¢fEV¡l BCLe) −b−L HL HLV¡ XÊ¡Ci−L l¡CV 
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¢LÓL L−l XÊ¡Ci fËf¡¢VÑV¡ −M¡m¡z −pM¡e −b−LJ ¢XpL ¢LÓe-Bf J ¢XéÉ¡N−j¾V 
Q¡m¡−e¡ k¡uz ¢eu¢ja ¢XpL ¢LÓe-Bf J ¢XéÉ¡N−j¾V Ll−m Hard Disk 

Crash (q¡XÑ ¢XpL œ²É¡n) qJu¡l pñ¡he¡ M¡¢eLV¡ −l¡d Ll¡ k¡uz j−e l¡M−a 
q−h q¡XÑ ¢XpL XÊ¡Ci…−m¡l A¿¹a 30 na¡wn S¡uN¡ −ke M¡¢m b¡−L, h¡ 
Unused Space (BeÚCEpX −Øfp) b¡−Lz   

p¡d¡lZa ¢XpL ¢LÓe-Bf J ¢XéÉ¡N−j¾V Ll¡l fl Lj¢fEV¡−ll L¡−Sl N¢a 
M¡¢eLV¡ h¡−sz ¢L¿¹¥ a¡ p−aÆJ k¢c −cM¡ k¡u −k Lj¢fEV¡l AaÉ¡¢dL ¢Y−j h¡ −pÔ¡ 
Qm−R a¡q−m −h¡T¡ k¡−h, A−eL…−m¡ Memory Resident Program  (−jj¢l 
−l¢p−X¾V −fË¡NË¡j) −m¡X Ll¡ q−u−R h¡ ¢pp−Vj −l¢S¢ØVÊ−a N™−N¡m B−Rz 
−l¢S¢ØVÊ ¢LÓe Ll¡l SeÉ Bm¡c¡ CE¢V¢m¢V pgÚVJuÉ¡l f¡Ju¡ k¡uz ¢L¿¹¥ a¡l 
hc−m ECe−X¡p ¢pp−V−j l¡M¡ System Restore (¢pp−Vj −lp−V¡l) hÉhq¡l 
Ll¡C ¢WL q−hz HV¡ f¡Ju¡ k¡−h ECe−X¡−pl Control Panel (Le−VÊ¡m 
fÉ¡−em)–System and Security (¢pp−Vj AÉ¡ä ¢p¢LE¢l¢V) −b−Lz ¢pp−Vj 
−lp−V¡l Ll−m Lj¢fEV¡l ¢pp−VjV¡ B−NL¡l −L¡eJ HLV¡ ¢c−el AhÙÛ¡u ¢g−l 
k¡−hz a¡−a AhnÉ p¡ÇfË¢aLL¡−m CeØVm Ll¡ −fË¡NË¡j…−m¡ j¤−R k¡−hz  
 Lj¢fEV¡−ll N¢a ¢WL l¡M¡l SeÉ p¡d¡lZ ¢euj qm, HMe Bl L¡S Ll¡ 
que¡ Hje −fË¡NË¡j…−m¡ Uninstall (BeÚCeØVm) L−l −gm¡z Hl Ef¡u L¾−VÊ¡m 
fÉ¡−em −b−L BeÚCeØVm −fË¡NË¡j hÉhq¡l Ll¡z −XpLV−f −k −fË¡NË¡j BCLeV¡ 
−cM¡u, −pV¡ ¢X¢mV Ll−mJ −fË¡NË¡jV¡ ¢L¿¹¥ −b−LC k¡uz Lj¢fEV¡−ll N¢a −pÔ¡ 
qJu¡l L¡lZ −M¡yS¡ k¡u Task Manager (V¡pÚL jÉ¡−eS¡l) ¢c−uz HV¡ f¡Ju¡ 
k¡−h V¡pL h¡−l l¡CV ¢LÓL L−l — Lj¢fEV¡−ll −jj¢l−a LV¡ Processes 
(fË−pp) −m¡X q−u B−R, La −jj¢l ¢e−u−R, La M¡¢m B−R −pC ¢qp¡h −b−Lz 
Hje −fË¡NË¡j k¡ AaÉ¡¢dL −jj¢l −eu, a¡ hÉhq¡l e¡ Ll¡C E¢Qa, eua  lÉ¡j 
h¡s¡−e¡ clL¡lz 
System Repair Disk    (¢pp−Vj ¢l−fu¡l ¢XpL)    
¢XpL ¢LÓe-Bf J ¢XéÉ¡N−j¾V Ll¡ p−aÆJ q¡XÑ ¢XpL œ²É¡n Ll−a f¡−lz −pV¡ 
q−m Lj¢fEV¡l C: XÊ¡Ci −b−L ¢pp−Vj pgÚVJuÉ¡lV¡ fs−aC f¡−l e¡, J a¡C 
Q¡m¤C qu e¡z ¢pp−Vj −l¢S¢ØVÊ g¡CmV¡ eø h¡ Corrupt (−L¡l¡ÃV) q−u −N−mJ 
a¡C q−hz HjeV¡ q−m fË−u¡Se q−h System Repair Disk    ((((¢pp−Vj ¢l−fu¡l 
¢XpL)z ECe−X¡p ¢pp−Vj CeØVm Ll¡l f−l HV¡ A¢a AhnÉC °a¢l L−l l¡M¡ 
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E¢Qaz HV¡ qm HLV¡ Boot Disk (h¤V ¢XpL) h¡ ¢p¢X/¢X¢i¢X −kM¡−e 
Lj¢fEV¡l Q¡m¤ Ll¡ J ECe−X¡p ¢pp−V−jl e§Éeaj fË−u¡Se£u g¡Cm…−m¡ L¢f 
Ll¡ b¡−Lz HV¡ −k −L¡eJ pjuC °a¢l L−l −eJu¡ k¡u, HLV¡ ea¥e h¡ M¡¢m 
¢p¢X/¢X¢iX ¢c−u, Le−VÊ¡m fÉ¡−e−ml System Security (¢pp−Vj ¢p¢LE¢l¢V) 
−b−Lz  
  h¤V ¢XpL hÉ¡f¡lV¡ HLV¥ −S−e l¡M¡ 
i¡mz −k−L¡eJ −ØV¡−lS ¢Xp−Ll (q¡XÑ 
¢XpL, ¢p¢X/¢X¢i¢X, −fe XÊ¡Ci h¡ 
−jj¢l L¡XÑ) kaV¡ S¡uN¡ B−R, a¡−L 
Format (gljÉ¡V) L−l Track 
(VÊÉ¡L) J Sector (−pƒl) ¢qp¡−h i¡N 
Ll¡ quz fËbj VÊÉ¡LV¡−L eðl ¢c−u hm¡ 
qu VÊÉ¡L ¢S−l¡z HC Track 0 (VÊÉ¡L 
¢S−l¡)-−a b¡−L ¢XpLV¡l f¡¢VÑne J 
g¡Cm AÉ¡−m¡−Ln−el abÉ — L£ L£ 
g¡Cm l¡M¡ B−R J −L¡eÚ VÊÉ¡L J −pƒ−lz HV¡−L hm¡ qu File Allocation 

Table (g¡Cm AÉ¡−m¡−Lne −Vhm), h¡  FAT (gÉ¡V) k¡ A−eLV¡ −ke hC−ul 
fËb−jC l¡M¡ p§¢Qf−œl j−a¡z h¤V ¢Xp−Ll HC VÊÉ¡L ¢S−l¡−a b¡−L Af¡−l¢Vw 
¢pp−Vj pgÚVJuÉ¡−ll j§m Executable File (H¢„¢LE−Vhm g¡Cm), k¡ ¢c−u 
¢pp−VjV¡ Q¡m¤ quz ECe−X¡p ¢pp−V−j HC g¡CmV¡l e¡j command.com 
(Lj¡™ XV Lj)z   

−k −L¡eJ ¢XpL h¡ −fe XÊ¡Ci−LJ System Format (¢pp−Vj gljÉ¡V) 
L−l Bootable (h¤−VhÚm) L−l −eJu¡ k¡u (−fe XÊ¡Ci−L ¢pp−Vj gljÉ¡V Ll−a 
Bm¡c¡ −fË¡NË¡j m¡−N, Af¡−l¢Vw ¢pp−V−j −p hÉhÙÛ¡ e¡ b¡L−m) z öd¤j¡œ h¤−VhÚm 
¢XpL ¢c−u h¤V Ll−m Lj¢fEV¡l Q¡m¤ q−h öd¤C Command Prompt (Lj¡™ 
fËÇfV) h¡ C:\ ¢û−e −c¢M−uz Bl ¢LR¥ Ll¡ k¡−h e¡, k¢ce¡ ¢Xp−L BlJ ¢LR¥ 
L¡−Sl ¢e−cÑn g¡Cm ¢qp¡−h L¢f Ll¡ b¡−Lz ECe−X¡p ¢pp−V−jl Le−VÊ¡m fÉ¡−em 
−b−L ¢pp−Vj ¢l−fu¡l ¢XpL h¡e¡−m J −pC ¢XpL ¢c−u h¤V Ll−m a¥¢j 
ECe−X¡−pl −k Version (i¡lne) hÉhq¡l L−lR, −pV¡lC ¢LR¥ e§Éeaj 
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fË−u¡Se£u g¡CmJ ¢Xp−L L¢f q−hz g−m HV¡ ¢c−u h¤V Ll−m JC i¡ln−el 
Ee−X¡−plC HLV¡ −R¡V pwúlZ Q¡m¤ q−h JC ¢XpL −b−LCz     

HV¡ ¢c−uC q¡XÑ ¢Xp−Ll XÊ¡Ci…−m¡ Scan (úÉ¡e) Ll¡ k¡−h J ¢l−fu¡lJ 
Ll¡ k¡−hz Abh¡, All Programs\Accessories\ −b−L Command Prompt 

(Lj¡™ fËÇfV) ¢e−u q¡XÑ ¢XpL XÊ¡Ci…−m¡ ¢WL Ll¡ k¡−h chkdsk/r Lj¡™ 
¢c−uz Hlfl ¢pp−Vj −lp−V¡l hÉhq¡l L−l ¢e−a q−h J Lj¢fEV¡l hå L−l 
Bh¡l Q¡m¤ L−l −cM−a q−h C: XÊ¡Ci −b−LC B−Nl j−a¡ Qm−R ¢Le¡z k¢c 
H−aJ e¡ ¢WL qu, a¡q−m C: XÊ¡Ci−L gljÉ¡V Ll¡ R¡s¡ Ef¡u b¡L−h e¡z 
gljÉ¡VJ Ll¡ e¡ −N−m h¤T−a q−h q¡XÑ ¢XpLV¡ ¢WL Ll¡ pñh euz −p −r−œ 
−Qø¡ Ll−a q−h AeÉ f¡¢VÑn−e −a¡j¡l L¡−Sl −XV¡…−m¡ f¤el¦Ü¡l Ll¡ k¡u ¢Le¡z 
HC −Qø¡ HL ¢h−no fÜ¢a−a L−l −cM¡ −k−a f¡−lz AeÉ Lj¢fEV¡−ll HC q¡XÑ 
¢XpLV¡ ¢àa£u ¢XpL ¢qp¡−h m¡¢N−u −cM¡ −k−a f¡−l, k¡−L h−m, Slave Mode 
(−pÔi −j¡X) z  

¢pp−Vj ¢l−fu¡l ¢XpL ¢c−u h¤V Ll¡l fÜ¢aV¡ BlJ HLV¥ S¡e−a q−hz 
Lj¢fEV¡l Q¡m¤ Ll−m fËb−jC ¢û−e −cM¡u j¡c¡l−h¡XÑ J fË−pplV¡ Q¡m¤ q−u−Rz 
HC ¢ûeV¡ L−uL −p−L™ b¡L¡l f−lC Q−m k¡u J Af¡−l¢Vw ¢pp−VjV¡ C: 

XÊ¡Ci −b−L h¤V q−a öl¦ L−lz a¡q−m Bjl¡ ¢pp−Vj ¢l−fu¡l ¢XpL ¢c−u h¤V 
Llh L£ L−l? HC fËbj h¤V ¢ûeV¡ HLV¥ mr L−l −c−M¡z HM¡−e −mM¡ b¡−L 
Boot Device (h¤V ¢Xi¡Cp) F10 (h¡ −L¡eJ −L¡eJ fË−ppl-−u F12) z HR¡s¡ 
−cJu¡ b¡−L h¤V ¢û−e b¡L¡L¡m£e −L¡e −L¡e h¡Ve ¢Vf−m BIOS (h¡−u¡p) f¡−h, 
¢XgÒV −m¡X Ll¡ k¡−h CaÉ¡¢cz H…−m¡ ¢h¢iæ fË−ppl-−u ¢h¢iæ q−a f¡−lz a¡C 
h¤V ¢ûeV¡ mr L−l l¡M−a quz h¤V ¢Xi¡Cp F10 (h¡ F12) h¡VeV¡ ¢Vf−mC 
¢Xi¡Cp…−m¡ −cM¡−h—q¡XÑ ¢XpL, ¢lj¤−ihm ¢p¢X/¢X¢i¢X, −fe XÊ¡Ciz HM¡e 
−b−L ¢p−mƒ L−l ¢e−a q−h ¢p¢X/¢X¢i¢X z ¢L¿¹¥ Lj¢fEV¡−l B−N −b−LC h¤V 
¢XpLV¡ i−l l¡M−a q−hz HM¡−e h¤−VhÚm ¢XpL e¡ −f−m BIOS-−u h−m −cJu¡ 
Boot Sequence (h¤V ¢pL¥−u¾p) Ae¤p¡−l C: XÊ¡Ci −b−LC h¤V Ll−hz a¡C h¤V 
¢Xi¡Cp ¢e−a q−m h¤V ¢XpLV¡−L B−N −b−L i−l l¡M−a quz 
System Imaging    (¢pp−Vj C−j¢Sw),    System Recovery (¢pp−Vj ¢lLi¡¢l)    
Bjl¡ −c−M¢R −k Hje q−aC f¡−l kMe C: XÊ¡Ci−L gljÉ¡V Ll¡ R¡s¡ Ef¡u 
b¡−L e¡, Bl aMeC JM¡−e k¡ ¢LR¥ l¡M¡ ¢Rm ph j¤−R k¡uz a¡q−m L£ C: 
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XÊ¡Ci−L gljÉ¡V Ll¡ q−m fË¢ah¡lC −pC fËbj −b−LC Af¡−l¢Vw ¢pp−Vj, clL¡¢l 
−fË¡NË¡j…−m¡, J ¢Xi¡Cp XÊ¡Ci¡l…−m¡, J Bl k¡ ¢LR¥ −pV L−l −eJu¡ q−u¢Rm 
a¡l ph¢LR¥C, Bh¡l CeØVm Ll−a q−h, k¡ −hn Løp¡dÉ J pjup¡−fr? Hl 
pj¡d¡e qm ¢pp−Vj C−j¢Sw J ¢lLi¡¢lz  

C: XÊ¡Ci (h¡ −k−L¡eJ XÊ¡Ci)-−ul HLV¡ C−jS h¡ fË¢aµR¢h °a¢l L−l 
HLV¡ g¡Cm ¢qp¡−h AeÉ −L¡b¡J (AeÉ −L¡eJ q¡XÑ ¢XpL XÊ¡Ci, ¢X¢i¢X, h¡ 
−fe XÊ¡C−i) −l−M −cJu¡−L h−m Creating Image (¢œ²−u¢Vw C−jS)z HC 
g¡CmV¡ AhnÉ −hn hs p¡C−Sl q−hz flhaÑ£L¡−m fË−u¡Se j−a¡ HC g¡CmV¡−L 
hÉhq¡l L−l −pC XÊ¡C−iC C−jSV¡ fË¢aÙÛ¡fe Ll¡−L h−m Image Recovery 
(C−jS ¢lLi¡¢l)z Hl p¤¤¢hd¡ A−eLz QV L−l C: XÊ¡Ci−L ýhý B−Nl j−a¡ 
L−l −eJu¡ k¡uz gljÉ¡V Ll¡l clL¡lJ f−s e¡z a¡C Lj¢fEV¡l −pÔ¡ q−u −N−m, 
¢pp−Vj pgÚVJuÉ¡l −Oy−V −N−m, h¡ i¡Cl¡p CaÉ¡¢c Y¥−L −N−m, Bjl¡ pq−SC 
EÜ¡l −f−a f¡¢lz   

ECe−X¡p ¢pp−V−jC Hl hÉhÙÛ¡ l¡M¡ B−R—Control Panel–System 

Security–BackUp and Restore–Create a System Imagez HV¡ Q¡¢m−u −k 
XÊ¡CiV¡ h−m −cJu¡ q−h −pM¡−e WindowsImageBackup (ECe−X¡pC−jS 
hÉ¡LBf) e¡−j HLV¡ g¡Cm °a¢l q−h z System Repair Disk    (¢pp−Vj 
¢l−fu¡l ¢XpL) ¢c−u h¤V L−l Y¥−L HC g¡CmV¡ −b−LC flhaÑ£L¡−m ¢lLi¡l Ll¡ 
k¡−h z Advanced Recovery (AÉ¡Xi¡¾pX ¢lLi¡¢l) ¢qp¡−h C−jS ¢lLi¡¢l 
f¡Ju¡ k¡−h Le−VÊ¡m fÉ¡−e−ml Security–BackUp and Restore z  

HC L¡SV¡ L−l −cJu¡l Bm¡c¡ CE¢V¢m¢V pgÚVJuÉ¡lJ f¡Ju¡ k¡u, −kje 
Acronis True Image (AÉ¡œ²¢ep VÊ¥ C−jS)z HC pgÚVJuÉ¡lV¡−L HLV¡ h¤V 
¢Xp−L l¡M−a qu, J −pV¡ ¢c−u h¤V L−l Lj¢fEV¡l Q¡¢m−u, Hl p¡q¡−kÉ  
XÊ¡C−il C−jS °a¢l L−l l¡M−a qu AeÉ −L¡eJ XÊ¡C−i HLV¡ g¡Cm e¡j ¢c−u 
(a¡¢lM E−õM Ll¡ i¡m)z j−e l¡M−a q−h, HV¡ q−h fË¡Cj¡¢l AÉ¡L¢Vi XÊ¡Ciz 
f−l Bh¡l JC h¤V ¢XpL ¢c−u h¤V L−l Y¥−L HC g¡CmV¡ −b−LC ¢lLi¡l Ll−a 
q−h fË¡Cj¡¢l AÉ¡L¢Vi XÊ¡Ci ¢qp¡−h C: XÊ¡Ci−L z pjpÉ¡ qm, A−eL pju 
XÊ¡Ci −mV¡l…−m¡ HLV¥ AeÉ −cM¡−a f¡−lz a¡R¡s¡ i¥m L−l −LE ¢lLi¡¢l 
C−jS g¡CmV¡ ¢X¢mV L−l −gm−a f¡−lz ECe−X¡p ¢c−u C−j¢Sw Ll−m −p 
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pñ¡he¡ b¡−L e¡, L¡lZ C−jS g¡CmV¡ Administrator (AÉ¡X¢j¢e−ØVÊVl)-−ul 
Ae¤j¢a h¡ Permission (f¡l¢jne) R¡s¡ ¢X¢mV Ll¡ k¡u e¡z   

Lj¢fEV¡−ll CeØVm Ll¡ k¡ha£u pgÚVJuÉ¡l…−m¡ ¢e−u −k ¢pp−VjV¡ hÉhq¡l Ll¡ 
q−µR, a¡l lrZ¡−hr−Z AhnÉfË−u¡Se£u qm ¢pp−Vj C−jS °a¢l L−l −l−M 
−cJu¡z fËb−jC Af¡−l¢Vw ¢pp−Vj J ¢Xi¡Cp XÊ¡Ci¡l…−m¡ CeØVm Ll¡l fl 
¢WL L−l ¢e−a qu AhnÉfË−u¡Se£u Bl L£ L£ −fË¡NË¡j hÉhq¡l Ll¡ q−h J 
−p…−m¡ CeØVm L−l ¢e−a quz Hlfl CEp¡l AÉ¡L¡E¾V, AÉ¡X¢je AÉ¡L¡E¾V J 
a¡l f¡pJu¡XÑ, CeV¡l−eV L¡−eLne…−m¡l f¡pJu¡XÑ, −XpLVf hÉ¡LNË¡Eä, ¢ûe-
−pi¡l, CaÉ¡¢c k¡ha£u ¢hou…−m¡ ¢WL L−l −cJu¡l fl aMeC a¡l HLV¡ 
¢pp−Vj C−jS °a¢l L−l l¡M¡ E¢Qaz flhaÑ£L¡−m AeÉ −L¡eJ −fË¡NË¡j 
AhnÉfË−u¡Se£u ¢qp¡−h l¡M−a q−m B−N HLh¡l ¢pp−Vj ¢lLi¡l L−l ¢e−u 
HCM¡−eC ¢g−l H−p ea¥e −fË¡NË¡jV¡ CeØVm Ll−a q−h J ¢pp−Vj C−jSV¡ 
Bf−XV h¡ Bh¡l L−l ¢e−a q−hz Lj¢fEV¡−ll pgÚVJuÉ¡l…−m¡ lrZ¡−hr−Zl 
HV¡C −no Lb¡z 

User Account (CEp¡l AÉ¡L¡E¾V) J  
Administrator Account (AÉ¡X¢j¢e−ØVÊVl AÉ¡L¡E¾V) 

−k −L¡eJ Lj¢fEV¡−lC, H−Lh¡−l ¢eSü hÉhq¡−l b¡L−mJ, k¡−L h−m Stand 

Alone (ØVÉ¡ä AÉ¡−m¡e), Administrator Account (AÉ¡X¢j¢e−ØVÊVl 
AÉ¡L¡E¾V) J User Account (CEp¡l AÉ¡L¡E¾V) °a¢l Ll¡ J AÉ¡X¢j¢e−ØVÊVl 
AÉ¡L¡E¾V-−ul SeÉ HLV¡ f¡pJu¡XÑ ¢c−u −eJu¡ E¢Qaz AÉ¡X¢j¢e−ØVÊVl 
AÉ¡L¡E¾V ¢c−uC ¢pp−Vj ¢lLi¡¢l C−jS L−l l¡M¡ fË−u¡Sez ECe−X¡p ¢pp−V−j 
CEp¡l AÉ¡L¡E¾V J AÉ¡X¢j¢e−ØVÊVl AÉ¡L¡E¾V °a¢l Ll¡l hÉhÙÛ¡ l¡M¡ B−R— 
Control Panel–User Accounts–Add or remove user accountsz  

HL¡¢dL Lj¢fEV¡l ¢e−u Local Area Network (−m¡L¡m H¢lu¡ −eVJu¡LÑ) 
h¡ LAN (mÉ¡e) q−m Server (p¡iÑ¡l) Lj¢fEV¡−l AÉ¡X¢j¢e−ØVÊVl AÉ¡L¡E¾V 
Ll−aC quz ¢L¿¹¥ −pCp−‰ Terminal (V¡¢jÑe¡m) Lj¢fEV¡l…−m¡−aJ −p…−m¡l 
SeÉ ¢eSü AÉ¡X¢j¢e−ØVÊVl AÉ¡L¡E¾V J CEp¡l AÉ¡L¡E¾V °a¢l L−l C−jS L−l 
l¡M¡ i¡mz −L¡eJ L¡l−Z ¢pp−Vj h−p −N−m C−jS ¢lLi¡¢l L−l pq−SC 
¢pp−VjV¡ Bh¡l Q¡m¤ Ll¡ k¡uz  
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p¡d¡lZi¡−h L¡S Ll¡l pju CEp¡l AÉ¡L¡E¾V ¢c−u Log in (mNÚ Ce) L−l 
L¡S Ll−a q−hz ¢L¿¹¥ AeÉ −L¡eJ pgÚVJuÉ¡l CeØVm Ll−a h¡ ¢pp−V−j −k 
−L¡eJ lLj f¢lhaÑe Ll−a −N−m AÉ¡X¢j¢e−ØVÊVl-−ul f¡l¢jne m¡N−h, h¡ 
AÉ¡X¢j¢e−ØVÊVl AÉ¡L¡E¾V −b−L Log in L−l a¡ Ll−a q−hz  
   phÑc¡ CEp¡l AÉ¡L¡E¾V mNÚ Ce L−l L¡S Ll−m öd¤ −k i¥m L−l −L¡eJ 
¢pp−Vj h¡ −fË¡NË¡j g¡Cm ¢X¢mV L−l −gm¡ BVL¡−h a¡C euz Hl h¡s¢a HLV¡ 
¢cL qm Lj¢fEV¡l ¢pp−V−j i¡Cl¡p h¡ jÉmÚJuÉ¡l −Y¡L¡J BVL¡−hz i¡Cl¡p h¡ 
jÉmÚJuÉ¡l…−m¡ −R¡V HLV¡ Auto Executable Program (A−V¡ H¢„¢LE−VhÚm 
−fË¡NË¡j) g¡Cm ¢qp¡−h Lj¢fEV¡l ¢pp−V−jl −L¡b¡J e¡ −L¡b¡J L¢f q−u Y¥−L 
b¡−L J −b−L hÉ¡LNË¡Eä fË−pp ¢qp¡−h Q¡m¤ q−u k¡u (BSL¡m AhnÉ CeÚV¡l−e−V 
eeÚ-g¡Cm −jj¢l i¡Cl¡pJ −cM¡ k¡−µR)z HV¡ LMeC pñh que¡, k¢c phÑc¡ 
CEp¡l AÉ¡L¡E¾V hÉhq¡l Ll¡ qu J AÉ¡X¢j¢e−ØVÊVl AÉ¡L¡E¾V f¡pJu¡XÑ fË−Vƒ 
L−l l¡M¡ q−uz AhnÉ AÉ¡X¢j¢e−ØVÊVl k¢c e¡ −S−e k¢c −L¡eJ −fË¡NË¡j CeØVm 
L−l k¡−a i¡Cl¡p B−R a¡q−m Bm¡c¡ Lb¡z  

AeÉ¡eÉ ¢houAeÉ¡eÉ ¢houAeÉ¡eÉ ¢houAeÉ¡eÉ ¢hou    
Virus Protection (i¡Cl¡p −fË¡−VLÚne)  
Lj¢fEV¡−l LM−e¡ e¡ LM−e¡ i¡Cl¡p Bp−hCz Bp−h, qu A−eÉl −L¡eJ −fe 
XÊ¡Ci (N¡e, ¢p−ej¡, R¢h, CaÉ¡¢c L¢f Ll−a) m¡N¡−e¡l g−m, Abh¡ CeÚV¡l−eV 
hÉhq¡l Ll¡l pju e¡-S¡e¡ J−uhp¡C−V −Y¡L¡l g−m, −kV¡−a i¡Cl¡p B−Rz  

CeÚV¡l−eV hÉhq¡l Ll¡ qu e¡, Hje Lj¢fEV¡−l Antivirus (AÉ¡¢¾Vi¡Cl¡p) 
−fË¡NË¡j CeØVm L−l −aje m¡i que¡, L¡lZ HC −fË¡NË¡j…−m¡ ¢eu¢ja Bf−XV 
Ll−a qu CeÚV¡l−e−Vl j¡dÉ−j, k¡−a ¢eaÉea¥e i¡Cl¡p k¡ °a¢l œ²j¡Na Ll¡ qu 
a¡−LJ BVL¡−e¡ k¡uz a¡R¡s¡ Bf−XV e¡ Ll−m H…−m¡ ¢WL L¡SJ L−l e¡z 
a¡C, CeÚV¡l−eV hÉhq¡l Ll¡ qu e¡ Hje Lj¢fEV¡−l A¢a AhnÉC CEp¡l 
AÉ¡L¡E¾V, f¡pJu¡XÑ −cJu¡ AÉ¡X¢je AÉ¡L¡E¾V, Bl −pCp−‰ ¢pp−Vj C−jS 
¢lLi¡¢ll hÉhÙÛ¡ l¡M¡ HL¡¿¹ clL¡lz 
  CeÚV¡l−eV hÉhq¡l Ll¡ qu Hje Lj¢fEV¡−l öd¤ i¡Cl¡p −fË¡−VLÚne eu,  
Internet Security (CeÚV¡l−eV ¢p¢LE¢l¢V) pgÚVJuÉ¡l CeØVm L−l −eJu¡ 
E¢Qa, ¢h−noa Netbanking (−eV-hÉ¡w¢Lw) h¡ −X¢hV/−œ²¢XV L¡−XÑl j¡dÉ−j 
¢S¢epfœ −Le¡L¡V¡ Ll−mz ¢L¿¹¥ HC pgÚVJuÉ¡l…−m¡ CeØVm L−l Q¡m¡−a 2GB 
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RAM (lÉ¡j) Lj L−l m¡N−hC z a¡ p−aÆJ AhnÉ Lj¢fEV¡−ll Qm¡l N¢a h¡ 
Øf£X −hn M¡¢eLV¡ L−j k¡−hz j−e l¡M−a q−h, AÉ¡¢¾Vi¡Cl¡p −fË¡NË¡j HLV¡l 
−h¢n CeØVm Ll¡ Qm−h e¡— Lj¢fEV¡l qÉ¡P L−l −k−a f¡−lz B−Nl 
AÉ¡¢¾Vi¡Cl¡p −fË¡NË¡jV¡l hc−m AeÉ HLV¡ CeØVm Ll−a q−m B−NlV¡−L fËb−j 
BeÚCeØVm L−l ¢e−a q−hz  

Operating System (Af¡−l¢Vw ¢pp−Vj) J L£ dl−el Lj¢fEV¡l  
h¡S¡−l (ECe−X¡p) ¢pp−VjV¡C −h¢n fËQ¢ma h−mC qua Bjl¡ A−e−L −pV¡C 
hÉhq¡l L¢l, k¢cJ a¥me¡j§mL ¢hQ¡−l Linux (¢me¡„) Af¡−l¢Vw ¢pp−Vj hÉhq¡−l 
−hn L−uLV¡ p¤¤¢hd¡l ¢cL B−Rz HV¡ fup¡ ¢c−u ¢Le−a qu e¡, k¡−L h−m 
Freeware (¢éJuÉ¡l), Bl œ²j¡Na ea¥e ea¥e i¡ln−el −fR−e R¥V−a qu e¡z 
H−a i¡Cl¡p pjpÉ¡ −aje −eC hm−mC Q−m, CeÚV¡l−eV ¢p¢LE¢l¢Vl pjpÉ¡ R¡s¡z  

j¡Cœ²pgÚV −L¡Çf¡¢el Af¡−l¢Vw ¢pp−V−jl h¡S¡l ¢hnÄ−S¡s¡z Hl¡ f¡lÚpe¡m 
Lj¢fEV¡−ll fËbj fkÑ¡−u ¢XpL Af¡−l¢Vw ¢pp−Vj h¡S¡−l B−ez a¡lfl H−LC 
Eæa L−l ECe−X¡p ¢pp−V−jz a¡lfl −b−L a¡l¡ H−Ll fl HL i¡lne h¡S¡−l 
H−e Q−m−Rz ¢e−Ql a¡¢mL¡ −b−L HV¡ −h¡T¡ k¡−hz  

MS-DOS – Microsoft Disk Operating System (1981),  

Windows 1.0 (1985), Windows 2.0 (1987), Windows 3.x (1990, 

1992), Windows 95 (1995) Windows 98 (1998),  

Windows ME (2000),Windows XP (2001), Windows Vista (2006), 

Windows 7 (2009), Windows 8 (2012), Windows 8.1 (2013), 

Windows 10 (2015)  

Ha…−m¡l ECe−X¡p i¡ln−el j−dÉ −Lhm BeX¡lm¡Ce Ll¡…−m¡C h¡S¡−l ¢LR¥V¡ 
ÙÛ¡u£ q−a −f−l−Rz Vista J Windows 8 i¡lne c¤−V¡l A¢i‘a¡ −hn M¡l¡fz 
Windows 10-−ul mrÉ j§ma QVSm¢c CeÚV¡l−eV hÉhq¡−ll p¤¤¢hd¡ Ll¡z AeÉ¡eÉ 
L¡−Sl SeÉ HMeJ Windows 7 hlw i¡mz a¡C hÉhq¡lL¡¢ll pwMÉ¡l ¢qp¡−h 
2018 p¡m fkÑ¿¹ Windows 7 qm  36.9 na¡wn, Bl Windows 10 qm 
39.22 na¡wnz p¤¤al¡w, −L¡Çf¡¢e kMeC h¡S¡−l ea¥e ¢S¢ep B−e aMeC a¡l 
¢f−R R¥−V k¡Ju¡ L¡−Sl Lb¡ eu, L¡lZ a¡ −k BlJ i¡m Hje ¢eÕQua¡ −eCz 

BSL¡m h¡S¡−l H−p−R B−NL¡l 32 bit Af¡−l¢Vw ¢pp−V−jl S¡uN¡u 64 bit 

Af¡−l¢Vw ¢pp−Vj J Bf¡aa c¤−V¡C Qm−Rz 32 bit h¡ 64 bit Bp−m −h¡T¡u 
fË−ppl LaV¡ L−l a−bÉl Awn HL HLh¡−l a¥m−h J hÉhq¡l Ll−h, Bl 
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−l¢S¢ØVÊ La hs q−hz B−NL¡l fË−ppl ¢Rm 32 bit −k…−m¡−L ¢Q¢q²a Ll¡ qa, 
8086, 80286, 80386, 80486, 80586 L−lz −n−ol 586-−ul Bh¡l Dual 

Core (X¥u¡m −L¡l) J Core 2 Duo (−L¡l V¥ X¥−u¡) h¡S¡−l H−p¢Rmz H…−m¡−a 
−k Af¡−l¢Vw ¢pp−Vj hÉhq¡l qa, a¡ ¢Rm 32 bit J −pV¡ −h¡T¡−e¡ qa x86 

¢m−Mz HMe h¡S¡−l H−p−R Intel Core (CeÚ−Vm −L¡l) i3, i5, J i7 Bl 
AMD-l A6, A8, A10, A12 ¢p¢l−Sl fË−ppl, −k…−m¡ 64 bit Bl NWe 
A−eLV¡C AeÉz a¡C j¡c¡l−h¡−XÑl NWeJ f¡−ÒV −N−Rz HC ¢p¢l−Sl fË−pp−ll 
SeÉ H−p−R 64 bit Af¡−l¢Vw ¢pp−Vj Bl a¡l e§Éeaj lÉ¡j fË−u¡Se q−u −N−R 
4GBz p¤¤al¡w, fË−ppl 64 bit e¡ q−m J −pC p−‰ lÉ¡j 4GB e¡ b¡L−m 64 bit 

Af¡−l¢Vw ¢pp−Vj hÉhq¡l L−l −L¡eJ m¡i −eCz E−ÒV Lj¢fEV¡−ll N¢a 
M¡¢eLV¡ L−jC −k−a f¡−lz a¡C B−NL¡l 32 bit fË−ppl q−m 32 bit Af¡−l¢Vw 
¢pp−VjC hÉhq¡l Ll¡ i¡mz  
Program Update (−fË¡NË¡j Bf−XV) 
BSL¡m ph −fË¡NË¡j h¡ pgÚVJuÉ¡l, k¡ h¡S¡−l ¢h¢œ² Ll¡ qu, j¡−e k¡ 
Freeware (¢éJuÉ¡l) eu, −p…−m¡l fË−aÉLV¡ L¢fl p¡−b −cJu¡ qu HL HLV¡ 
¢e¢cÑø Licence Key (m¡C−p¾p L£C) h¡ Product Key (−fË¡X¡ƒ L£C) ¢qp¡−h 
mð¡ HLV¡ eðlz −fË¡NË¡jV¡l JC L¢fV¡ CeØVm Ll¡l pju HV¡ m¡−Nz  

CeØVm Ll¡l −n−o HLV¡ ¢eujj¡¢gL −j−pS Bp−h −k CeÚV¡l−eV ¢c−u HC 
L¢fV¡l BCej¡¢gL hÉhq¡lL¡¢l ¢qp¡−h  −l¢SØV¡l L−l¡ pgVÚJuÉ¡l −L¡Çf¡¢eV¡l 
L¡−Rz HV¡ Ll−mC −L¡Çf¡¢e Ll−h L£—HC Lj¢fEV¡lV¡l j¡c¡l−h¡−XÑl ¢e¢cÑø 
eðlV¡ J −a¡j¡l pð−å abÉ…−m¡ −a¡j¡l Lj¢fEV¡−l Y¥−L −S−e −e−hz HJ qm 
HLdl−el Hacking (qÉ¡¢Lw)z qÉ¡¢Lw-−ul j¡−e qm −a¡j¡l AS¡−¿¹, 
CeÚV¡l−e−Vl j¡dÉ−j −a¡j¡l Lj¢fEV¡−l Y¥−L abÉ…−m¡ ¢e−u −eJu¡ J Q¡C¢L 
E−ÒV¡f¡ÒV¡ L−l −cJu¡z qÉ¡L¡ll¡ −a¡j¡l Lj¢fEV¡−l l¡M¡ k¡ha£u ¢p¢LE¢l¢V, 
f¡pJu¡XÑ, Encryption (HeÚ¢œ²fne) CaÉ¡¢cl h¡d¡ Vf−L Y¥−L f−sz  

−fË¡X¡ƒ L£C ¢c−u −l¢SØV¡l Ll¡ pgVÚJuÉ¡lV¡ k¢c AeÉ −L¡eJ Lj¢fEV¡−lJ 
HLC −fË¡X¡ƒ L£C hÉhq¡l L−l CeØVm Ll¡ qu, a¡q−m −pV¡−L hm¡ q−h 
Pirated (f¡C−l−VX) L¢fz HV¡−L CeÚV¡l−eV ¢c−u −l¢SØV¡l Ll−a −N−mC 
−hBC¢e hÉhq¡lL¡¢l h−m pgVÚJuÉ¡l −L¡Çf¡¢e Lj¢fEV¡lV¡−LC hÔÉ¡L-BEV L−l 
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−c−h (H qm BCej¡¢gL qÉ¡¢Lw) h¡ hå L−l −c−h, J −aje q−m a¡l ¢hl¦−Ü 
BCe£ hÉhÙÛ¡ ¢e−a f¡−lz   

A−eL −L¡Çf¡¢e a¡−cl −fË¡NË¡j…−m¡, ¢h−noa ECe−X¡p Af¡−l¢Vw ¢pp−Vj, 
CeØVm Ll¡l fl CeÚV¡l−e−Vl j¡dÉ−j Bfe¡ Bf¢e Bf−XV qJu¡l hÉhÙÛ¡ L−l 
l¡−Mz AÉÉ¢¾Vi¡Cl¡p −fË¡NË¡j…−m¡ ¢eu¢ja Bf−XV Ll¡l fË−u¡Se b¡−Lz ¢L¿¹¥ 
−kph −fË¡NË¡j −hn ¢LR¥L¡m d−lC h¡S¡−l ÙÛ¡u£ q−u−R, −p…−m¡ Bf−XV Ll¡l 
fË−u¡Se que¡, Hje¢L −L¡Çf¡¢eC −fË¡NË¡jV¡l Bl −L¡eJ f¢lhaÑeJ L−l e¡z 
Bf−XV Ll¡l fË−u¡Se −cM¡ ¢c−a f¡−l −Lhm −pCph −fË¡NË¡j, k¡ −L¡Çf¡¢e 
QVSm¢c h¡S¡−l −R−s ¢c−u−R J f−l a¡l ¢LR¥ ¢LR¥ N™−N¡m dl¡ f−s−Rz HC 
N™−N¡m…−m¡ −L¡Çf¡¢e ¢WL L−l Service Pack (p¡¢iÑp fÉ¡L) h¡ Patch 
(fÉ¡Q) °a¢l L−l ¢c−u, J −l¢SØV¡l Ll¡ hÉhq¡lL¡¢ll¡ −fË¡NË¡jV¡ Bf−XV L−l 
−pV¡ −f−u k¡uz  

¢L¿¹¥ k¡l¡ f¡C−l−VX h¡ f¡pJu¡XÑ Crack (œ²É¡L) Ll¡ −fË¡NË¡j CeØVm 
L−l−R, a¡−cl −pC −fË¡NË¡jV¡ CeÚV¡l−e−V Bf−XV q−a −N−mC −pC HLC ¢hfc— 
−L¡Çf¡¢el L¡−R dl¡ f−s k¡u −k HV¡ f¡C−l−VX L¢fz HC L¡l−Z Hl¡ L−l 
L£—Bfe¡ Bf¢e −fË¡NË¡j Bf−XV qJu¡V¡−L hå L−l l¡−Mz HV¡ a¡l¡ L−l 
Control Panel\System Security\AdministrativeTools\Services M¤−m 
−fË¡NË¡j Bf−XV…−m¡ p¡hd¡−e My¥−S ¢e−u Start up Status (ØV¡VÑ Bf −ØVV¡p)-
−L Automatic (A−V¡jÉ¡¢VL) e¡ −l−M Manual (jÉ¡e¤u¡m) L−l ¢c−uz  
L−uLV¡ ¢pp−Vj Lj¡−äl Ec¡qlZL−uLV¡ ¢pp−Vj Lj¡−äl Ec¡qlZL−uLV¡ ¢pp−Vj Lj¡−äl Ec¡qlZL−uLV¡ ¢pp−Vj Lj¡−äl Ec¡qlZ        
ØV¡VÑ −je¤ BCLeV¡−a ¢LÓL Ll−m −k ¢mØVV¡ −M¡−m a¡l HLcj ¢e−Q B−R 
Search Programs or Files (p¡QÑ −fË¡NË¡jp Al g¡Cmp)z HM¡−e 
command.com h¡ cmd V¡Cf L−l H¾V¡l Ll−m B−p DOS Lj¡ä fËÇfV, 
%temp%  H¾V¡l Ll−m B−p k¡ha£u temp h¡ −VÇfl¡¢l g¡Cmp, regedit 

H¾V¡l Ll−m B−p System Registry (¢pp−Vj −l¢S¢ØVÊ), credential 
(−œ²−XeÚ¢nu¡m) H¾V¡l Ll−m B−p f¡pJu¡XÑ…−m¡, CaÉ¡¢cz BlJ e¡ ¢n−M H…−m¡ 
Bf¡aa O¡yV¡O¡y¢V e¡ Ll¡C i¡mz öd¤ S¡e¡l SeÉ L−l −c−M −eJu¡ −k−a f¡−lz  
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¢hou¢hou¢hou¢hou    ¢e−cÑn¢e−cÑn¢e−cÑn¢e−cÑn 
32-bit, 129 

64-bit, 129 

Access, 60, 85, 112, 125 

Accessories, 46, 56, 134, 137 

Accessory, 110 

Add to Dictionary, 77, 86 

Addition, 88, 96, 107 

Address Bar, 25, 42 

Administrator Account, 139 

ADSL, 113 

Align Center, 80, 86 

Align Left, 86 

Align Text, 59, 80, 86 

Alignment, 102, 107 

All Programs, 45, 46, 56, 60, 85, 

134, 137 

Alt Key, 40, 43 

Alt+F, 17, 18, 22, 64, 76, 86 

Alt+F4, 17, 18, 22, 64 

Antivirus, 111, 140 

Apps, 111 

Archive, 38, 42 

ASCII, 122 

Assembled, 127, 133 

Assembled Parts, 127 

Attachment, 116, 129 

Attribute, 38, 42 

Audio CD, 25, 42 

Auto Executable Program, 140 

Auto Sum Function, 98, 107 

Backslash, 28, 42 

Backspace, 41, 43, 71 

Back-up, 130 

Bad Sector, 134 

Band-Width, 112 

Binary System, 121, 122 

BIOS, 124, 125, 126, 137 

Bit, 123 

bit per second, 123 

Blank Document, 63, 85 

Blinking Cursor, 68, 69, 86 

Bold, 78, 86 

Boot, 8, 21, 132, 136, 137 

Boot CD, 132 

Boot Device, 137 

Boot Disk, 136 

Border, 59, 80, 87 

Branded, 133 

Broadband, 112 

Browse, 67, 86 

Browser Cache, 120 

Brushes Menu, 54, 55, 57 

Bullets, 59, 81, 82, 87 

Byte, 123 

byte per second, 123 

Cabinet, 7, 21, 126, 127 

Cancel, 49, 57 

Capital Letter, 40, 42 

Caps Lock, 40, 42 

CD/DVD, 8, 21, 132 

Cell, 91, 99, 102, 107 

Cell Formula Copy Paste, 99, 107 

Cell Number, 91, 107 

Cell Orientation, 102, 107 

Central Processing Unit, 7, 21 

Centre Tab, 66, 85 

Change Case, 79, 86 

Character, 6, 21, 58, 79, 86 
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Character Spacing, 58, 79, 86 

Chart, 106, 108 

Chassis, 126, 127 

Check Box, 38, 42, 76 

Checksum Error, 131 

chkdsk/r, 137 

Circular Reference, 102, 107 

Clipboard, 54, 57, 74, 75 

Close, 13, 22, 48, 49, 56 

CMOS, 125, 126, 127, 131 

Codification System, 121 

Colors, 54, 57 

Column Width, 88, 104, 107 

Columns to repeat, 105, 108 

Command Prompt, 136, 137 

command.com, 136, 143 

Communication, 109 

Computer Language, 110 

Computer Program, 110 

Control Panel, 135, 138, 139, 143 

Cookies, 134 

Copy, 34, 42, 58, 74, 75, 88, 90, 

94, 107 

Copy-Paste, 88, 94, 107 

CPU, 7, 21, 126 

Crack, 143 

Create, 36, 42, 63, 85, 138 

Create shortcut, 36, 42 

Crop, 55, 57 

Ctrl+Alt+Del, 18, 22 

Ctrl+G, 66, 86 

Ctrl+S, 63, 72, 85 

Ctrl+V, 75, 86 

Ctrl+X, 75, 86 

Cursor, 9, 18, 21, 22, 41, 43, 47, 

56, 70, 72 

Cursor Key, 18, 22, 41, 43, 72 

Cursor Position, 47, 56 

Cut, 34, 42, 58, 74, 75 

Data and Formula Input Bar, 91, 

107 

Data Entry, 88, 92, 107 

Data type, 104, 107 

Database Application File, 63, 85 

Database Management, 62, 85 

ddr, 129 

Decimal Places, 105, 107 

Decimal System, 122 

Decimal Tab, 66, 86 

Decode, 121 

Default File Location, 49, 57 

Default File Type, 50, 57 

Default program, 52, 57 

Default Tab Stops, 82, 87 

Defragment, 134 

Defragmenter, 134 

Delete, 32, 41, 42, 43, 58, 71, 73, 

86, 88, 90, 95, 107 

Delete Data, 88, 95, 107 

Delete Key, 41, 43, 71 

Delete Text, 58, 71, 73, 86 

Design, 64, 85 

Desktop background, 9, 21 

Desktop Computer, 6, 21 

Device Driver, 130, 133 

Dialog Box, 63, 66, 85 

Dialogue Box, 49, 56, 76, 78, 79, 

84 

Digit, 122 

Digital, 7, 21, 33, 109, 113, 121 

Digital Subscriber Line, 113 

DIN Connector, 130 
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Disk Clean Up, 134 

Display, 6, 21, 54, 57, 124, 126 

Display Device, 126 

Display Monitor, 6, 21, 124 

Division, 88, 100, 107 

DNS, 116, 118, 119, 120 

Document Area, 61, 65, 85 

Document File, 61, 85 

Domain Name, 116, 118, 119, 

121 

DOS, 141, 143 

dot File, 84, 87 

Double click, 10, 21 

Download, 113 

Drag, 14, 22, 72 

Drive, 7, 21, 126, 127, 132 

Edit Color, 55, 57 

Editing Text, 58, 73, 86 

Eject, 131 

Electronic, 116, 117, 121 

Email, 111, 116 

Email ID, 116 

Email Service Provider, 116 

Empty, 32, 42 

Encode, 121 

Encryption, 142 

End, 41, 43, 70, 92 

Enter Key, 18, 22, 40, 43 

Error Message, 51, 57, 102 

Esc, 40, 42, 49, 56, 72, 95, 99 

Ethernet Port, 113 

Excel, 60, 85, 89 

Executable File, 136 

Exit, 48, 56, 63 

Field, 84, 87 

File, 25, 33, 34, 42, 50, 111, 117, 

130, 136 

File Allocation Table, 136 

File Format, 33, 42 

File icon, 34, 42 

Filename, 25, 33, 42, 47, 56, 61, 

62, 63, 85 

Filename Extension, 33, 42, 61, 

62, 63, 85 

Fill, 55, 57 

Find, 58, 66, 75, 76, 86 

First Line Indent, 65, 81, 85 

Folder, 26, 27, 42, 49, 63, 85 

Folder Location, 63, 85 

Folder name, 26, 42 

Folder tree, 27, 42 

Font, 58, 77, 78, 79, 86, 102, 107 

Font Color, 58, 79, 86 

Font Effect, 58, 79, 86 

Font Size, 58, 78, 86 

Font Style, 58, 78, 86 

Footer, 64, 84, 85 

Format, 64, 85, 88, 104, 107, 130, 

134, 136 

Format Cells, 88, 104, 107 

Formatting Text, 58, 73, 77, 86 

Forms, 62, 85 

Formula Setting, 88, 101, 107 

Fragment, 134 

Freeware, 141, 142 

Front Panel, 126, 127, 129 

ftp, 117 

Full screen, 56, 57 

Function, 40, 43, 93, 106, 108 

Function Key, 40, 43, 93 

Go to, 66, 86 
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Grammar Check, 58, 77, 86 

Ground Line, 131 

Hacking, 111, 142 

Hang, 17, 22 

Hanging Indent, 65, 81, 85 

Hard Disk, 7, 21, 25, 42, 126, 135 

Hard Disk Crash, 135 

Hard Disk Drive, 7, 21, 126 

Hard Disk Partition, 25, 42 

Hardware, 8, 21, 110, 123, 131 

HDD, 126, 127, 129 

HDMI, 130 

Header, 64, 84, 85 

Help, 67, 86 

Hertz, 123 

Hexadecimal, 122 

Hidden, 38, 42 

Highlight, 10, 21, 71 

Home, 41, 43, 47, 53, 56, 57, 70, 

77, 92, 93, 102, 104 

Home Tab, 47, 53, 56, 57 

Horizontal Scroll Bar, 15, 22 

Hotspot, 114 

http, 116, 117, 121 

hyper text, 116 

ICANN, 118, 121 

Icon, 9, 21, 75 

Image, 54, 111, 138 

Inbox, 116 

Indent, 59, 81, 82, 87 

Information, 109, 122 

Information and Communication 

Technology, 109 

Information Technology, 109 

Input, 7, 21, 110, 124 
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