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ekbØkslkW¶V fo.MkstekbØkslkW¶V fo.MkstekbØkslkW¶V fo.MkstekbØkslkW¶V fo.MkstekbØkslkW¶V fo.Mkst

(Microsoft Windows)

5-1 fo.Mkst 5-1 fo.Mkst 5-1 fo.Mkst 5-1 fo.Mkst 5-1 fo.Mkst (Windows)

vktdy ds dEI;wVlZ esa pkgs ySiV‚i gks ;k MsLddV‚i] fo.Mks~t v‚ijsfVax flLVe dk
mi;ksx gks jgk gS] buesa foUMkst XP] foUMks~t 7] foUMkst 8 o foUMkst 8-1 çeq[k gSaA bu
v‚ijsfVax flLVSe dk fuekZ.k vesfjdk dh dEiuh ekbØksl‚¶V d‚jiksjs'ku ¼Microsoft Corpo-

ration½ }kjk fd;k x;k gSA v‚ijsfVax flLVe ,d flLVe l‚¶Vos;j gksrk gS tks ;wtj o dEI;wVj
gkMZos;j ds chp dk;Z djrk gS rFkk ;wtj }kjk fn;s x;s funsZ'kksa dks le>dj gkMZos;j midj.kksa
dk lgh lapkyu djrk gSA

foUMkst ds xq.k/keZfoUMkst ds xq.k/keZfoUMkst ds xq.k/keZfoUMkst ds xq.k/keZfoUMkst ds xq.k/keZ

¼¼¼¼¼i½ th-;w-vkbZ- ¼½ th-;w-vkbZ- ¼½ th-;w-vkbZ- ¼½ th-;w-vkbZ- ¼½ th-;w-vkbZ- ¼G.U.I.½ vk/kkfjr½ vk/kkfjr½ vk/kkfjr½ vk/kkfjr½ vk/kkfjr

fo.Mkst v‚ijsfVax flLVe th-;w-vkbZ- ¼G.U.I. – Graphical User Interface½ vk/kkfjr
gksrs gSaA bldk eryc gS fd mi;ksxdrkZ dks dek.M ¼ ;kn djus dh vko';kdrk ugha gksrhA
mls tks Hkh dk;Z djokuk gS rks mls ml dk;Z ls lEcjfU/kr vkbdu ¼Icon½ ij ekml i‚bUVj
ys tkdj fDyd djuk gksrk gSA bl çdkj dEI;wVlZ ij dk;Z djuk cgqr vklku gks x;k gSA

¼¼¼¼¼ii½ Iyx ,.M Iys  ¼½ Iyx ,.M Iys  ¼½ Iyx ,.M Iys  ¼½ Iyx ,.M Iys  ¼½ Iyx ,.M Iys  ¼Plug and play½½½½½

dEI;wVj ls tqM+us okyh vf/kdka'k fMokbl ¼Devices½ Iyx&,.M Iys ij vk/kkfjr gksrh
gSaA bldk eryc gS fd fMokbl dks fu/kkZfjr iksVZ ¼Port½ ij tksM~us ls gh og fMokbl
fØ;k'khy gks tkrh gSA vf/kdka'k fMokblksa dks fØ;k'khy djus ds fy, vko';d fMokbl Mªkboj
çksxzke fo.Mkst v‚ijsfVax flLVke esa lekfgr ¼In-built½ gksrs gSaA

¼¼¼¼¼iii½ gkMZos;j liksVZ ¼½ gkMZos;j liksVZ ¼½ gkMZos;j liksVZ ¼½ gkMZos;j liksVZ ¼½ gkMZos;j liksVZ ¼Hardware Support½½½½½

ekdsZV esa miyC/k vf/kdka'k fMokblksa tSls fçUVj] isu Mªkbo] Ldsuj] fMftVy dSejs]
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dkMZ jhMj bR;kfn dks foUMksVt v‚ijsfVax flLVe lh/kk gh liksVZ djrs gSa] vyx ls dksbZ Mªkboj
çksxzke Mkyus dh vko';M+drk ugha gksrhA

¼¼¼¼¼iv½ eYVh  VkfLdax ¼½ eYVh  VkfLdax ¼½ eYVh  VkfLdax ¼½ eYVh  VkfLdax ¼½ eYVh  VkfLdax ¼Multi tasking½½½½½

eYVh dk eryc ,d ckj esa ,d ls vf/kdA fo.Mkst v‚ijsfVax flLVe gesa ,slk okrkoj.k
çnku djrk gS ftlesa ge ,d lkFk ,d gh le; esa ,d ;k vf/kd ,Iyhds'ku çksxzke [kksydj
muesa dke dj ldrs gSaA çR;sd çksxzke vyx&vyx fo.Mks esa [kqyrk gSA tSls ,d fo.Mks  esa ,e-
,l- oMZ dk MksD;wesaV [kqyk gks] nwljh fo.Mkss esa ,Dly dh Qkby [kqyh gks] rhljh fo.Mks esa dksbZ
mp3 ¼Music½ Qkby [kqyh gks] bR;kfnA

¼¼¼¼¼v½ ;wtj ÝsaMyh ¼½ ;wtj ÝsaMyh ¼½ ;wtj ÝsaMyh ¼½ ;wtj ÝsaMyh ¼½ ;wtj ÝsaMyh ¼User Friendly½½½½½

fo.Mkst v‚ijsfVax flLVkse ;wtj ÝsaMyh gksrs gSa] vFkkZr~ çR;ssd vkbdu ds VkbVy o
fiDpj dks le>uk o mi;ksx esa ysuk mi;ksxdrkZ ds fy;s cgqr vklku gksrk gSA tSls QksYMª
cukuk] fMyhV djuk] fj&LVksuj djuk] d‚ih o isLVV djuk cgqr gh vklku gSA

ekml (Mouse)

ekml ,d buiqV ;qfDr gS ftls fpfàr djus dh ;qfDr (Pointing device) Hkh dgk tkrk

gSA pwafd ge tkurs gS fd ekml dk mi;ksx (Graphical user Interface) okrkoj.k esa fd;k

tkrk gS vFkkZr bls CLI (Command line interface) esa mi;ksx esa ugha yk;k tkrkA

ekml dh lajpuk (Structure of Mouse)

ekml dh lajpuk gFkSyhuqek vkdkj tSlh gksrh gS rFkk blds i`"B Hkkx ij nks ;k rhu cVu

gksrs gSA nksuksa caVuks d chp esa LØksy cVu (Scroling Ring) gksrk gSA ekml ds vkUrfjd Hkkx

esa xksykdkj lajpuk vFkkZr xsanuqek lajpuk ikbZ tkrh gS tks fd ekml dks fdlh Hkh fn'kk esa ?kqekus

gsrq mi;ksx esa ykbZ tkrh gSA ekml ds ckbZ rjQ ds caVu dks ck;k cVu (Left button) rFkk nkabZ

rjQ ds cVu dks nk;ka cVu (Right button) ds uke ls tkuk tkrk gSA ekml ds fiNys fgLls ls

,d dscy tqM+h gksrh gS ftls CPU esa fLFkr ekml lhjh;y iksVZ ls tksM+k tkrk gSA

fp= 5-1 ekml (Mouse)

ekml dk mi;ksx (Use of Mouse)
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ekml dks mi;ksx esa ykus ds fy, bls lery lrg vFkok ekml iSM (Mouse Pad) ij j[kk

tkrk gS blds i'pkr bls viuh vko';drk ds vuqlkj fdlh Hkh fn'kk esa ?kqek;k tk ldrk gSA

bls ?kqekus ds mijkUr blesa fLFkr xsan lEcfU/kr fn'kk esa ?kwerh gS bldh fLFkfr dks dEI;wVj dh

LØhu ij rhjuqek lajpuk (Mouse Pointer) }kjk n'kkZ;k tkrk gSA

tc ekml }kjk VsDLV dks lysDV djuk gks rks loZizFke ekml ikWbZUVj ¼ë½ dks lEcfU/kr

VsDLV ij ysdj tk;s rFkk ekml ds ck;as cVu dks nckrs gq, tgk¡ rd VsDLV lysDV djuk gks

ogkW rd Mªsx djrs gS rFkk VsDV lysDV gksus ds mijkUr ck;s cVu dks jhyht dj nsrs gSA

;fn ,d lkFk vFkok rhoz xfr ls VsDLV dks lysDV djuk gksrks ekml ds ck;s cVu dks

yxkrkj nks ckj nck;k tkrk gSA bl fØ;k }jk fdlh fo.Mks] QksYMj] izksxzke dk Hkh fØ;kUo;u

fd;k tk ldrk gSA

ekml }kjk fdlh vkbZVe vFkok vkWctsDV dks LØhu ij ,d LFkku ls nwljs LFkku ij Move

djuk gksrks bl fØ;k gsrq ekml ikWbUVj dks lacaf/kr vkbZVe ij ys tkdj ekml ds ck;sa cVu

dks nckdj j[krs gq, ftl fn'kk esa vkbZVe dks ysdj tkuk gks ml vksj ysdj tkrs gS ;g fØ;k

(Dragging) Mªsfxax dgykrh gSA

'kkWVZdV cukuk (Shortcut)

'kkWVZdV ,d fØ;k gS ftlds }kjk ges fdlh Hkh izksxzke dks vklkuh ls rFkk ckjEckj

(Frequently) mi;ksx esa yk ldrs gSA 'kkWVZdV ds }kjk ge fdlh vkWctsDV MkWD;wesUV (Object,

Document) QksYMj Diskdrives, Printers, Modems, Faxes bR;kfn dks mi;ksx esa yk ldrs gSA

'kkWVZdV cukus ds fy;s fuEu fØ;kfof/k mi;ksx esa ykrs gSA ekml dks lEcfU/kr Object ij
ykdj ftldk dh Shortcut cukuk gS bldk nka;k cVu nckrs gS bl fØ;k ds mijkUr ,d

Menu Screen ij iznf'kZr gksrk gSA bls Shortcut Menu dgk tkrk gS bl Menu esa ,d

fodYi Create Shortcut ik;k tkrk gS ftl ij fDyd djus ij lEcfU/kr Object dk ,d

Shortcut cu tkrk gSA

fffffp= 5-2 'kkWVZdV cukuk

ekml ds nk;sa cVu dk mi;ksx (Use of mouse right button) lk/kkj.kr;k  Sortcut Menu
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cukus gsrq fd;k tkrk gSA

;fn gesa fdlh fØ;k dks ckjEckj ;k tYnh tYnh mi;ksx esa ykuk gS rks ekml Pointer dks

lEcfU/kr Object ij ykdj blds i`"BHkkx ij fLFkr nk;s cVu dks nckrs gS blds mijkUr ,d

esuq fØ;kfUor gksrk gS ftls Shortcut menu dgrs gSA

;fn ges fdlh MkWD;wesUV esa Spelling Bhd djus ds fy;s rqjUr mls Spelling ds fodYi ;k

lEcfU/kr lgh Spelling pkfg;s rks gesa lEcfU/kr 'kCn ij ekml Pointer dks ykdj blds nka;s cVu

dks nckrs gS rks gesa ml Spelling ls lEcfU/kr Option izkIr gksrs gS rFkk ge viuh vko';drk
ds vuq:i fodYi dks pqu ysrs gSA

ekbZ dEI;wVj (My Computer)

;g ,d vkbdu gskrk gS bldh lgk;rk ls ge ;g Kkr dj ldrs gS fd gekjs dEI;wVj esa

D;k D;k gS vFkkZr lEcfU/kr Computer dh Hardware/Software dh tkudkjh izkIr dh tk

ldrh gSA

fØ;k fof/k% bls ge nks izdkj ls mi;ksx esa yk ldrs gS Start Menu rFkk MsLDVkWi ij

mifLFkr My Cmputer vkbdu }kjkA

1- loZizFke My Computer fodYi dks mijksDr fdlh ,d fof/k }kjk mi;ksx esa ykdj ekml dh

lgk;rk ls bldh Window dks Open djrs gSA

2- rRi'pkr pkgh xbZ drive Icon/Folder/Files/;k buds vo;oks dks lysDV djds ekml ds

ck;sa@nk;sa cVu }kjk mi;ksx esa ysdj tkudkjh izkIr djukA

fp= 5-3 ekbZ dEI;wVj fo.Mks (My Computer Window)

Window XP okrkoj.k esa ,d u;k Feature gS ftldh lgk;rk ls ge window ds Left

side ls fLFkr Folder/Pane }kjk ftls dh Task Pane dgrs gSA blds }kjk nk;ka rjQ lysDV

fd;s x;s fodYi dh iw.kZ tkudkjh vklkuh ls izkIr dj ldrs gSA ;g fØ;k Context Sensitive
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gksrh gS vFkkZr ftls vo;o dks pwuk x;k gS mlls lEcfU/kr lwpuk vkidks Window esa Task Pane

esa miyC/k gksrh gSA

Qkby QksYMj

fp= 5-4 VkLd iSu (Task Pan)

Recycle bin fjlkbfdy fcu dEI;wVj esa og LFkku gS tgk¡ ij mi;ksx esa ugha vkus okyh Files

j[kh tkrh gSA

Desktop ij ,d Vksdjhuqek lajpuk }kjk bls iznf'kZr fd;k tkrk gSA

;fn ge xyrh ls fdlh mi;ksx esa vkus okyh File dks fMfyV dj nsrs gS rks fjlkbfdy fcu

ls ml File  dks okil izkIr fd;k tk ldrk gSA

fdlh File dks fjlkbfdy fcu ls okil izkIr djus dh fØ;k Restore fjLVksj dgykrh gSA

ysfdu ;fn ge fjlkbdhy fcu ls Hkh Files dks gVk nsrs gS rks File dks okil izkIr ugha

fd;k tk ldrk gSA

fjlkbfdy fcu le; ds lkFk fMfyV dh xbZ Files dks gBkrh jgrh gSA

QkbYl dks okfil izkIr djuk (Restoring Files)

1- fjlkbdhy fcu ds vkbdu ij Mcy fDyd djds bls Open djukA

2- pkgh xbZ File/Folder dks Select djds Window esa ck;s Hkkx esa fLFkr fjLVksj fodYi ij

fDyhd djds ;k Shortcut Menu dh lgk;rk ls lEcfU/kr Files dks okil djukA
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fp=&5-5 fjlkbZdy fcu fjLVksj fodYi

fjlkbfdy fcu dks [kkyh djuk ¼Emptying the Recyle Bin½

fuEu mi;ksx esa yk;s tkrs gSA

1- MsLDVkWi ij fLFkr fjlkbZfdy fcu ij Mcy fDyd djds bls [kksyukA

2- Shortcut Menu ;k Window esa ik;s Panel esa fLFkr Empty Recycle Bin fodYi ij fDyd
djukA bl fØ;k esa mijkUr ges ,d Mk;yksx ckDl LØhu ij fn[kkbZ nsxk tks dh [kkyh djus

ls igys gekjh lgerh pkgsxkA blds Yes fodYi ij fDyd djus ij lEcfU/kr dk;Z fØ;kfUor

gks tk;sxkA

fp= 5-6 fjlkbZdy fcu [kkyh djukA

VkLdckj (Taskbar)      %& ;g ckj ¼Bar) vFkkZr ykbu tks dh LØhu ds fupys Hkkx ij ikbZ
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tkrh gSA bl ckj esa gh LVkVZ cVu ik;k tkrk gSA VkLdckj dh lgk;rk ls gesa rRdky mi;ksx

esa ykus okys izksxzke ds ckjs esa tkudkjh izkIr dj ldrs gSA vFkkZr blds }kjk dEI;wVj ij gksus

okys os dk;Z (Task) tks dh vHkh mi;ksx esa yk;s tk jgs buds vkbdu rFkk uke bl ckj Hkh

ykbu esa miyC/k gksrs gSA VkLdckj esa ,d ls vf/kd Programs izksxzke miyC/k gksuk foUMkst dk

eYVhVkfLdax (Multi tasking) xq.k dgykrk gSA

LVkVZ ehuw rFkk ehuw lysD'ku LVkVZ ehuw rFkk ehuw lysD'ku LVkVZ ehuw rFkk ehuw lysD'ku LVkVZ ehuw rFkk ehuw lysD'ku LVkVZ ehuw rFkk ehuw lysD'ku (Start Menu & Menu Selection)

LVkVZ cVu (Start Button)%& bldh lgk;rk ls dEI;wVj esa fLFkr izksxzkeksa dks pkyw fd;k
tkrk gSA ;g cVu VkLdckj ij ik;k tkrk gS rFkk blds mij fDyd djus ij ,d esU;w

fØ;kfUor gksrk gS ftls LVkVZ esU;w dgk tkrk gSA blesa Programs ds ukeks ds fodYi rFkk buds

mi fodYi miyC/k gksrs gSA ftu ij fDyd djus ij lEcfU/kr izksxzke LVkZV gks tkrk gSA blesa

dqN vU; fodYi Hkh ik;s tkrs gS tSls dh Find Run rFkk Shut Down bR;kfn buds uke ds

vuq:i gh budk mi;ksx gksrk gSA

fp= 5-7 LVkVZ cVu

foUMkst ,Dlih okrkoj.k esa mijksDr dk;Z ds lkFk lkFk dUVªksy isuy dks dLVksekbt djuk]

lgk;rk izkIr djuk rFkk bUVjusV ls lEcfU/kr fodYi dks mi;ksx esa ykukA

vuqiz;ksx dk fØ;kUo;u (Running An application)

LVkVZ esU;w ij fDyd djus ds mijkUr pkgs x;s izksxzke ds fodYi ij fDyd djus ij

lEcfU/kr izksxzke ¼vuqiz;ksx½ 'kq: ;k LVkZV gks tkrk gSA

fØ;k fof/k
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1- LVkZV cVu ij fDyd djukA

2- LVkVZ esU;w esa ls Program fodYi ij fDyd djuk

3- izksxzke fyLV esa ls mi;ksx esa vkus okys izksxzke ij fDyd djds lEcfU/kr izksxzke dks pkyw fd;k

tk ldrk gSA

mijksDr fØ;k ds vykok bl esU;w esa mifLFkr Run fodYi esa Hkh lEcfU/kr izksxzke dh

,DlhdwVscy (Executable) Qkby dk uke fy[kdj izksxzke dks ju fd;k tk ldrk gSA

flLVe le; ,oa fnukad cnyuk (Setting System date & Time) ;fn gesa System vFkkZr
dEI;wVj dk le; ;k fnukad cnyuk gks rks VkLd ckj ij fLFkr fodYi (Date/Time Proper)

ij Mcy fDyd djus ij lEcfU/kr Mk;yksx ckDl fØ;kfUor gksxkA blesa fnukad o le; uke

ds fodYi }kjk le; rFkk fnukad fodYi }kjk eghuk] o"kZ fnu cnyk tk ldrk gSA

mijksDr dk;Z My Computer ekbZ dEI;wVj vkbdu ij fDyd djds rRi'pkr foUMkst esa

mifLFkr dUVªksy isuy vkbdu dks fDyd djdsa Date/Time fodYi dks pqudj fd;k tk ldrk

gSA

foUMkst ,DlIyksjj (Windows Explorer):  tc ge fdlh izksxzke dks vksiu djrs gS ;k

fdlh QksYMj ij fDyd djrs gS rks ,d foUMkst esa nks Hkkx gksrs gS ,d Hkkx esa Files rFkk QksYMj

ds uke rFkk nwljs Hkkx esa lEcfU/kr  Folder ;k fMLd MªkbZo esa mifLFkr Files ds uke rFkk buls

lEcfU/kr vU; tkudkfj;k¡ miyC/k gksrh gSaA

fdlh foUMkst esa mifLFkr vo;oks dh iw.kZ tudkjh foUMkst ,DlIyksjj }kjk izkIr dh tk

ldrh gSA

foUMkst ,DlIyksjj dk dk;Z ge LVkVZ esU;w }kjk Hkh dj ldrs gSA

QksYMj rFkk QkbZy ns[kukQksYMj rFkk QkbZy ns[kukQksYMj rFkk QkbZy ns[kukQksYMj rFkk QkbZy ns[kukQksYMj rFkk QkbZy ns[kuk     (View files & Folders) fdlh Hkh Qkby] QksYMj Mk;jsDVªh ds

vo;o ns[kus ds fy;s fuEu in mi;ksx esa yk;k tkosxkA

1- LVkVZ cVu ij fDyd djsa] ekml iksbUVj dks izksxzke ;k All Programs fodYi ij ys tkos

rFk blds mi esU;w (Sub Menu) ,lslfjt (Accessrories) ij ykdj blesa mifLFkr

fodYi foUMkst ,DlIyksjj ij fDyd djsaA

;k

2- ekbZ dEI;qVj vkbdu fDyd djds 'kkWVZdV esU;w esa mifLFkr fodYi ,DlIyksjj dks fDyd

djsaA

;k

3- LVkVZ cVu ij ekml dk nk;kWa cVu nckdj 'kkWVZdV esU;w ls ,DlIyksjj (Explorer) fodYi

dks pqusA

;k
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4- fdlh Hkh QksYMj esa vkbdu dks lysDV djds blds Qkby esU;w esa mifLFkr ,DlIyksjj

fodYi dks pqusA

fp=- 5-8 fo.Mkst ,Dliyksjj fodYi pquuk

mijksDr inksa esa ls fdlh ,d dk mi;ksx djds gesa fdlh Hkh Qkby QksYMj ;k Mk;jsDVªh ds

vo;o ns[k ldrs gSA

Qkby vkSj QksYMj dk fuekZ.k djuk (Creating File & Folder)

vki vkids dEI;wVj ij Qkby rFkk QksYMj dk fuekZ.k dj ldrs gSA

bls nks fof/k;ksa }kjk cuk;k tkrk gSA

1- VkLd isu }kjk

2- MsLDVkWi ij ekml ds nk;sa cVu nckdj

ge mijksDr nksuksa fof/k;ksa ds }kjk QksYMj ds vUnj vusd QksYMj cuk ldrs gSA

fØ;k fof/k% File ;k Folder cukus ds fy;s fuEu in mi;ksx esa yk;s tkrs gS&

1- fdlh QksYMj dks [kksyuk ¼ekbZ dEI;wVj ;k foUMkst ,DlIyksjj dh lgk;rk ls½ rFkk foUMkst
ds [kkyh LFkku ij ekml ds nk;sa cVu dks fDyd djdsA

2- 'kWkVZdV esU;w esa mifLFkr fodYi U;w QksYMj (New Folder) ij fDyd djds u;k QksYMj

cuk;k tk ldrk gSA

3- blds i'pkr u;s cus gq;s File/Folder dk uke Vkbi dj nsrs gS rFkk  ,UVj dqUth (Enter

key) nckrs gSA

foUMkst dks [kksyuk ,oa can djuk (Opening & closing of a window)

fdlh foUMks dks [kksyus ds cgqr ls rjhds gS mlls lEcfU/kr vyx vyx izdkj ds fodYi

gSA tSls fd fdlh foUMks dks fuEu inksa }kjk [kksyk tk ldrk gS&

1- ekml ikbUV dks lEcfU/kr Qkby ;k QksYMj ij ykdj ekml dk nk;ka cVu nck;sA

2- blds ckn ,d 'kkWVZdV esU;w LØhu ij miyC/k gksxk ml esU;w esa ls  vksiu (Open)
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fodYi dks pqudj ekml dk cka;k cVu nckus ij foUMkst@Qkby@QksYMj [kqy tk;sxkA

3- fdlh Hkh Qkby@QksYMj@izksxzke okys vkbdu ij flQZ ekml }kjk nka;k cVu (Right

click) nck;s rRi'pkr lEcfU/kr foUMkst [kqy tk;sxhA

vFkokvFkokvFkokvFkokvFkok

fp= 5-9 foUMks [kksyus ds fodYi

fdlh foUMks dks fefuekbt] fjLVksj o eSDlhekbt djukfdlh foUMks dks fefuekbt] fjLVksj o eSDlhekbt djukfdlh foUMks dks fefuekbt] fjLVksj o eSDlhekbt djukfdlh foUMks dks fefuekbt] fjLVksj o eSDlhekbt djukfdlh foUMks dks fefuekbt] fjLVksj o eSDlhekbt djuk (Minimize, Restore, Maximize

Window)

fdlh foUMks dks ge viuh vko';drk ds vuq:i Hkh fefuekbt fjLVksj rFkk eSDlhekbt

dj ldrs gSA

Minimize:- ;fn ges fdlh foUMks dks fefuekbt djuk gS rks ge bl foUMks dh VkbVy (Title)

ckj ij cus gq;s ,d ¼&½ lEcfU/kr fu'kku ij ekml ls fDyd djsaxs ,slk djus ds mijkUr

foUMkst fefuekbt gksdj gesa VkLdckj  ij fn[kkbZ nsxh ,slk djus ij MsLDVkWi ij [kkyh

txg vk tk;sxh tks fd fdlh vU; izksxzke dks fØ;kfUor djus esa miyC/k gksxkA

Restore:- feuhekbt foUMks dks viuh lkekU; fLFkfr esa ykus ds fy;s VkbVy (Title) ckj ij

mij dh rjQ rhu cVuksa esa ls ,d chp dk cVu bls nckus ij ;k Taskbar ij fn[kkbZ

nsus okys Qkby rFkk izksxzke uke okys fodYi ij ekml }kjk fDyd djus ij foUMks viuh
lkekU; fLFkfr esa vk tkosxhA



121

Maximise:- ;fn dksbZ foUMks feuhekbt rFkk fjLVksj dh gqbZ gS rks mls MsLDVkWi ij lEiw.kZ :i

ls miyC/k djkus ds fy;s foUMks dh VkbVy ckj ij ekml dks eSDlhekbt cVu dks ekml

}kjk fDyd djus ij rFkk fjLVksj cVu ij fDyd djus ij foUMks lEiw.kZ MsLd Vksi ij

miyC/k gks tk;sxhA

eSDlhekbt fo.Mks feuhekbt cVu fjLVksj cVu

fp= 5-10 foUMks dks eSfDlhekbt] ehuhekbt vFkok fjLVksj djuk

(Maximize, Minimize & Restore a Window)

foUMks ds lkekU; ?kVd & foUMks ds lkekU; ?kVd eq[;r% fuEu gksrs gSA

1- MsLdVkWi

2- Qzse

3- VkbVy ckj

4- esU;w ckj

5- VkLd ckj

6- LØksy ckj

MsLdVkWi%& dEI;qVj dks LVkZV djus ds i'pkr eksuhVj ij miyC/k Taskbar rFkk dqN vkbdu

fn[kkbZ nsrs gS ,slh LØhu MsLdVkWi dgykrh gSA vFkkZr ftl izdkj vkidh Vscy ij

fofHkUu izdkj ds lkeku j[ks gq;s jgrs gS rFkk mUgsa vki viuh bPNkuqlkj mi;ksx esa ykrs
jgrs gS Bhd mlh izdkj eksfuVj ij vkidh vxys izksxzkeksa ds vkbdUl miyC/k gksrs gS

ftls MsLdVkWi dgk tkrk gSA
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fp= 5-11 MsLdVkWi (Desktop)

;fn vkids dEI;wVj dks vkius foUMkst vixzsM ugh dj j[kk rks dsoy fjlkbdyfcu ds

vykok dksbZ Hkh vkbdu fn[kkbZ ugh nsrk  urhtu vU; dEI;wVj dh rjg lkQ LØhu

utj vk;sxhA vkbdu ij Mcy fDyd djus ls mlls lEcfU/kr Qkby ;k MkdwesaV [kqy
tkrk gSA vki vius fdlh izksxzke dk vkbdu Lo;a Hkh cuk ldrs gSA flaxy fDyd djus

ls ml vkbdu ls lEcfU/kr izksxzke lysDV gks tk;sxkA

uhps fLFkfr VkLdckj dks MsLdVkWi ds fdlh Hkh fdukjs ij O;ofLFkr fd;k tk ldrk gSA

;gk VkLd cVu dk fuekZ.k Lo;a dEI;wVj }kjk gh gksrk gS tks fd ml izksxzke ls lEcfU/kr

gS tks vki Run dj jgs gksA

Menu bar yxHkx izR;sd Windows esa Top  ds ikl Menubar gksrk gS ftl ij fd Window

ls lEcfU/kr lHkh fodYi n'kkZ;s x;s gksrs gSA esU;w ds fodYi ij fDyd djus ij ml

fodYi esa fn;s x;s vU; fodYi Hkh izdV gks tkrs gSA mnkgj.k ds rksj ij vki ekb

dEI;wVj foUMks ls View Menu ns[kldrs gSA

vkxs dh vksj bafxr fpUg ;g n'kkZrk gS fd blds vksj Hkh fodYi miyC/k gSA vki ekml

dks FkksMk ?kqek dj mUgsa ns[k ldrs gS lgh dk fu'kku ;g n'kkZrk gS fd vki dk ;g

fodYi bl oDr dk;Z dj jgk gSA

v.Mo`r ¼-------½ ;g n'kkZrk gS fd ;fn bl fodYi dks pquk x;k rks vkxs dh vksj Hkh lgk;d

fo.Mkst iznf'kZr gksxhA Bullet bl ckr dks iznf'kZr djrk gS fd ;fn bl fodYi dks pquk

tk;s rks dsoy lewg es ls dsoy ,d gh fodYi dk;Z'khy jgsxk nwljs fodYi dks pqurs

gh igys okyk Lor% cUn gks tk;sxk o nwljk fØ;k'khy gksxkA igys fodYi dks NksMus ds

fy, vki ftl ij tkuk pkgrs gS ml ij  fDyd djsA mls fØ;k'khy djus ds fy, iqu%

fDyd djsaA ;fn dksbZ fodYi [kjkc gS rks og ml oDr ;k lgh rjhds ls dk;Z ugha

djsaxkA dqN fodYi viukus ds fy, mudh Short keys gksrh gS vki mu ij ekml }kjk

fDyd djds tk ldrs gSA

Scroll Bar:- ;fn foUMks bruh cM+h ugha gS fd mlesa lHkh tkudkjh bdëh fn[kkbZ tk lds rks
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Lor% gh LØksy ckj iznf'kZr gks tkrk gSA bldh lgk;rk ls ge mu lHkh Qkbyks@QksYMjks

dks ns[k ldrs gS tks LØhu ij ml oDr ugha fn[k jgh vFkkZr LØhu ds Åij ;k uhps

gSA

1- LØksy ckj ij tkdj f}eq[kh Arrow ds chp LykbMj dks Åij ;k uhps dh vksj djsaA

2- LØksy ckj ij tkdj fDyd djus ls mlds ikl dh vU; tkudkjh fn[kkbZ nsus yxsaxhA

3- ekml ls Arrow dks LØksy Arrow ij  ys tk;s o yxkrkj ekml dk cVu nck dj j[ks

blls yxkrkj foUMkst dh tkudkjh iznf'kZr  gksrh jgsxhA

fp= 5-12 LØksfyax     (Scrolling)

Qkby rFkk QksYMj cukuk Qkby rFkk QksYMj cukuk Qkby rFkk QksYMj cukuk Qkby rFkk QksYMj cukuk Qkby rFkk QksYMj cukuk ¼¼¼¼¼Creating Files and Folders):

ftl txg ge u;k Qkby ;k QksYMj cukuk pkgrs gS ogk¡ tkdj ekml dk nka;k cVu

nckus ls ,d esU;w iznf'kZr gksxkA mlesa New okyk fodYi pquus ij ,d vksj esU;w

miyC/k gksxk mlesa QksYMj dk fodYi pquk tk;s rks u;k QksYMj cu tkrk gS blds uhps

New folder fy[kk jgrk gS ;gka ge dksbZ Hkh u;k uke bl QksYMj ds fy, viuh

lqfo/kkuqlkj ns ldrs gSA

Ýse (Frame)

fdlh foUMks ds ckãre Hkkx dks iznf'kZr djus okyk Hkkx bl foUMks dk Qzse dgykrk gSA

vFkkZr fdlh Hkh foUMks ds pkjks Hkkx bls ge viuh vko';drk ds vuq:i NksVk ;k cM+k

dj ldrs gS tc ge bls NksVk@cM+k djuk pkgrs gS rks ekml dks lEcfU/kr fdukjs okyh
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ykbu ij yk;sxsa ,slk djus ij ekml ikWbUVj dh fLFkfr ¼çè½ bl izdkj dh fn[kkbZ nsxh

blls ge ;g fofnr gksrk gS fd ge foUMks ds fdukjs dks nk;sa vFkok ck¡;s NksVk] cMk dj

ldrs gSA Bhd blh izdkj foUMks dh uhps okyh fLFkfr dks Hkh cnyk tk ldrk gSA

mijksDr dk;Z ekml dks lEcfU/kr fLFkfr ij ykdj cVu dks nckrs gq;s m/okZdkj ;k {kSfrt

fn'kk esa xfreku fd;k tk ldrk gSA

VkbVy ckj (Title Bar)

lkekU;r;k lHkh izdkj foUMkst ij lcls mij dh rjQ ,d iV~Vh fn[kkbZ nsxh ftlesa

lkekU;r;k ck¡;h vksj Program izksxzke dk uke rFkk Qkby dk uke fn[kkbZ nsxk rFkk

bl ckj ds nwljs fljs ij nk¡;h vksj rhu cVu ik;s tkrs gSA tSls fd feuhekbt]

eSDlhekbt rFkk Dykst cVu bu cVuksa ds leqg dks dUVªksy cVu Hkh dgk tkrk gSA

izR;sd cVu dk dk;Z mlds uke ds vuq:i gh dk;Z djrk gSA

fp= 5-13 VkbZVy ckj

5-2 fo.Mkst ,lsljht ¼¼¼¼¼Windows Accesories)

5-2-1 ekbZØkslkW¶V isUV     ¼¼¼¼¼MS PAINT)

ewyHkwr fVIl     ¼¼¼¼¼Basic Tips)

dEI;wVj ij gkFk tekus ds fy, vki Paint Option dk bLrseky djsa blesa vki fofHkUu
VwYl dh lgk;rk ls vius vki viuh ,d ubZ dykd`fr cuk ldrs gS ftlds fy, vkids

ikl gj lEHko tools  fo|eku gS blds vykok ,d ekud LØhu esa vki ds fy, 16 jax
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Hkh gS ftUgas vki vius cuk;s fp= esa ;k /kjkry ij tSlk vki pkgs Hkj ldrs gSA blesa Qkby

esa tkdj New option dks pqus vkSj vius fy, iqu% ubZ lkQ LØhu fp= cukus ds fy, izdV

gks tk;sxh ;fn vki dks viuk cuk;k fp= ilUn ugha gS rks tc dEI;wVj Save ds fy,

iwNs rks No fodYi (option) dk pquko dj ldrs gSA

fp= 5-14% isUV ds ehuw ,oa VwYl (Paint Menu & Tools)

isfUVax VwYl dk bLrseky djuk

1- cz'k Vwy (Brush) ;g izkFkfed Painting tool gSA tks fd ,d isUV cz'k] iSu ;k ekdZj ds

:i esa dk;Z djrk gS bldk bLrseky Qzh gSaM fp=dkjh ds fy, fd;k tkrk gSA

bldk bLrseky fp= esa ;k /kjkry ij jax ds fy, fd;k tkrk gSA bldk vkdkj Vwy ckDl

esa fLFkr {kSfrt js[kkvksa }kjk r; fd;k tk ldrk gSA

2- Eraser tool bldk bLrseky feVkus okyh jcM dh rjg fd;k tkrk gS bls jxMus dh

vko';drk ugha gksrh dsoy ml txg ys tkdj fDyd djs tgk¡ ls vki dksbZ ykbu ;k

jax gVkuk pkgrs gSA bls Hkh Tool box  esa ls {kSfrt ykbuksa }kjk bldk vkdkj ?kVk;k

;k c<+k;k tk ldrk gSA

3- The pencil tool isfUly tool dk bLrseky Hkh Brush tool dh rjg Free hand paint ds

fy, fd;k tkrk gS Pencil tool dh lgk;rk ls ge {kSfrt m/oZ ;k tSlh ge pkgs oSlh

js[kk,sa cuk ldrs gS ;g cz'k ls laHko ugha gSA

4- The Air Brush Tool bldk bLrseky Sprey Painting ds fy, fd;k tkrk gSA bls ,d

txg ij ftruh nsj rd j[kk tk;s mruh gh xk<h Painting gks tkrh gSA

5. The line tool  bldk mi;ksx lh/kh js[kk [khapus ds fy, fd;k tkrk gSA Shift key nck

dj lh/kh js[kk [khaph tkrh gS tks m/okZdkj] lh/kh ;k {kSfrt vFkok 450 ds dks.k ij gks

ldrh gSA
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6. The curve tool bl tool dk bLrseky ge xksyk cukus ds fy, djrs gS Curve tool ij

ekml fDyd djds mls dk;Z {ks= esa ys tk;s vkidks xksyk cukus ds nks ekSds gksxs igyk

,d rjQ ls o nwljk mlds foijhr fn'kk esa /khjs&/khjs vki lgh xksyk cukuk lh[ksaA

7. The box tool bldk bLrseky fMCck cukus ds fy, fd;k tkrk gS blds }kjk ge rhu

izdkj ds Box cuk ldrs gSA

(a) dsoy cksMZj okyk Box

(b) Hkjk gqvk cksMZj okyk Box

(c) fcuk cksMZj okyk Hkjk Box

8. The Rounded box tool bldk bLrseky Hkh  box tool ds tSlk gh gS exj blesa

xksykdkj ckDl curs gS ctk; pkSjl dsA

9. The text tool vkidks cuk;s fp=ksa esa dqN 'kCn tksM+us gks rks ;g tool dke eas fy;k tkrk

gS bl Tool dk bLrseky uD'kksa [kkstks ;k funsZ'kksa ds fy, fd;k tkrk gSA

fDyi cksMZ (Clip Board)

tc ge fdlh VsDLV dks dV] dkWih vkSj isLV djrs gS  tks fdlh izksxzke@xzkfQDl best

dks ,d LFkku ls nwljs LFkku ys tkus ds fy;s dV dkWih djus ds fy;s tks rduhd mi;ksx

esa ykrs gSA bl fØ;k esa vlkekU; Temporary foUMkst dk Hkkx miyC/k gksrk gS tks fd

dV dkWih fd;s x;s Item rF; vkWCtsDV dks j[krh gSA fDyicksMZ dgykrh gSA

5-2-2 uksVisM ¼Notepad½

uksV isM dks LVkVZ djuk (Start-Program-Accessories-Notepad) lcls igys

LVkVZ cVu ij fDyd djrs gS rFkk LVkVZ eSU;w es ls izksxzke foUMkst ij fDyd djus ij

blds mi fodYi ,slslsfjt rFkk ,slslsjht ds vUrxZr ik;s tkus fodYiksa esa ls uksVisM

ij fDyd dj nsrs gSA

Notepad ,d lkW¶Vos;j gS tks dh gesa ljy cukus ,u-Vh-,e-,y- (N.T.M.L.), ,l-D;w-

,y- (S.Q.L.) rFkk fofHkUu izdkj dh izksxzkfeax Hkk"kkvksa ds fy;s Text Editor ¼VsDLV

,MhVj½ iznku djrk gSA vFkkZr Notepad ,d izdkj dk VsDLV ,sfMVj gh gSA

blesa os lHkh ewyHkwr lqfo/kk,sa gksrh gS ftudk mi;ksx ge lHkh foUMkst ij vk/kkfjr

lkW¶Vos;j esa djrs gSA blesa pkj esU;w gksrh gS Qkby] ,sMhV] lpZ rFkk gSYiA

Qkby esU;w esa Qkby ls lEcfU/kr lHkh dk;Z fd;s tk ldrs gSA tSls fd U;w] vksiu] lso

bR;kfnA
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blh izdkj ,sMhV esU;w }kjk Editing work ¼,sMhfVax dk dk;Z½ tSls Cut, Copy, Paste

bR;kfn fd;k tkrk gSA lpZ eSU;w }kjk ge fdlh 'kCn] la[;k dks Qkby ds fdlh Hkh ist

ls vklkuh ls <wa< ldrs gSA

gSYi esU;w esa ge lks¶Vos;j ij vk/kkfjr fdlh dke ds ckjs esa tkudkjh izkIr dj ldrs gSA

bls LVkVZ djus ij fuEu izdkj dh LØhu mi;ksxdrkZ ds lkeus vkrh gSA

fp= 5-15 uksV isM fo.Mks (Notepad Window)

5-2-3 oMZisM ¼Wordpad½

,d lkW¶Vos;j gS ftldk ewyHkwr dk;Z MkD;wesUV Qkby cukus ds fy;s fd;k tkrk gS blesa

os lHkh lqfo/kk;s miyC/k gksrh gS tks fd fdlh MkdwesUV Qkby cukus ds fy;s vko';d

gksrh gSA

oMZisM dks LVkVZ djuk% (Start- Program-Accessories-Wordpad) lcls igys

Start cVu ij fDyd djrs gS rRi'pkr~ LVkVZ eSU;w LØhu ij miyC/k gksrk gSA blds ckn

blesa mifLFkr fodYi izksxzkEl ij fDyd djus ij ;g bldk lc eSU;w fØ;kfUor gks

tkrk gS blesa ,slsljht fodYi ij ekml ikWbUV dks ys tkrs gS blds fDyd djus ij

bldk lc eSU;w mifLFkr gksrk gSA bl esU;w esa mifLFkr oMZisM fodYi dks pqu dj fDyd

dj nsrs gSA blds mijkUr oMZisM lkW¶Vos;j okyh foUMks LØhu ij miyC/k gks tkrh gSA
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fp= 5-16 oMZ isM fo.Mks (Wordpad Window)

mijksDr fp=kuqlkj ge ns[krs gS bl lkW¶Vos;j esa os lHkh fodYi ik;s x;s gS tks fd ,d

MkdwesUV Qkby cukus ds fy;s mi;ksxh gksrs gSA

esU;w ckj ls vko';d eSU;w dks pquk tk ldrk gS rFkk LVS.MZMj Vwy ckj esa VwYl dks

mi;ksx esa ysrs gq;s dk;Z dks tYnh ls lEiUu fd;k tk ldrk gSA

QksjesfVax ckj ds }kjk QksjesfVax vk:i.k dk dk;Z vklkuh ls djk;k tk ldrk gS tSls

QksUV] QksUV lkbt] cksYM] bVkfyd] vUMjykbu bR;kfnA

lcls uhps ikbZ xbZ Ldsyuqek lajpuk :yj (Ruler) ckj dgykrh gS ftldh lgk;rk ls

ist dk lsVvi fd;k tk ldrk gS tSls fd nk¡;k] ck¡;k ekftZu bR;kfnA rFkk blds uhps

mifLFkr [kkyh LFkku VsDLV dks Vkbi djus ds mi;ksx esa fy;k tkrk gSA

5-2-4 dsydwysVj ¼Calculator½

;fn ge dsydwysVj dks LVkVZ djuk pkgrs gS rks ge bls fuEu izdkj ls LVkVZ djrs gSA

Start-Program-Accessories-Calculator lcls igys LVkVZ cVu ij fDyd djrs gS

rRi'pkr LVkVZ eSU;w esa ls izksxzke ij fDyd djsaxs bl ij fDyd djus ds mijkUr dUVªksy

blds lceSU;w dks miyC/k djkrk gS rFkk blesa mifLFkr ,lslfjt fodYi dks pqurs gS

rFkk blds lc eSU;w esa ls dsydwysVj fodYi ij fDyd djus ij bls LVkVZ fd;k tk

ldrk gSA
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fp= 5-17 dsydwysVj (Calculator)

dsydwysVj dks nks izdkj ls mi;ksx esa fy;k tk ldrk gS tSls fd lkekU; xf.krh; fØ;kvksa

esa rFkk nwljk izdkj oSKkfud xf.krh; x.kukvksa esaA

bu izdkjksa dks ge blds eSU;w ckj esa mifLFkr View eSU;w ds fodYi o lkbafVfQd }kjk
pqu ldrs gSA

dsydwysVj }kjk jkf'k;ksa dks ge fofHkUu :iksa esa tSls fd gSDlkMslhey] Mslhey] vksDVy]

ckbujh] fMxzh] jsfM;y bR;kfn eas viuh vko';drk vuq:i ns[k ldrs gSA

blesa rhu eSU;w gksrs gSA Edit, View, Help

tc ge dsydwysVj esa fdlh jkf'k dks Mkyrs gS vFkkZr Vkbi djrs gS rks ;g jkf'k ;k vad

gesa blesa mifLFkr ,d VsDLV ckDl Text Box esa iznf'kZr gksrk gSA

bldh lgk;rk ls ge dqN x.kukvksa dks bldh eseksjh esa Hkh LVskj djds j[k ldrs gSA

lkekU;r% ;g gesa dqath iVy ij mifLFkr vad isM dh HkkWafr fn[kkbZ nsrk gSA

pwafd ;g th-;w-vkbZ- ij vk/kkfjr gksus ds dkj.k ;s blesa jkf'k;ksa dks vadisM ds lkFk lkFk

ekml }kjk blesa mifLFkr vad cVuksa dh lgk;rk ls Hkh blesa izfo"V djk ldrs gSA

'kVMkmu eSU;w'kVMkmu eSU;w'kVMkmu eSU;w'kVMkmu eSU;w'kVMkmu eSU;w

Start Menu esa ;g lcls uhps dk fodYi gksrk gS ftldks pquus ij fuEu dialog box

çnf'kZr gksrk gSA ;gk Shut down ij fDyd djds foaMks dks can fd;k tk ldrk gSA Restart

fodYi ij fDyd djds  windows dks iqu% çkjaHk fd;k tk ldrk gSA
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egÙoiw.kZ fcUnq

fo.Mkst fo.Mkst fo.Mkst fo.Mkst fo.Mkst (Windows) ekbØkslkW¶V fo.Mkst vkWijsfVax iz.kkyh dks ekbØkslkW¶V }kjk lEiw.kZ

fo.Mkst bUVjQsl dks iqu% fMtkbZu dj fo.Mkst ,Dlih rS;kj fd;k x;kA fo.Mkst ,Dlih

laLdj.k dks iqjkus laLdkj.kksa ls T;knk jaxnkj rFkk iz;ksxdrkZ dks vklkuh ls izksxzke rFkk MkVk

iz;ksx esa ysus dh lqfo/kk iznku djrk gSA

ekml (Mouse) ekml ,d buiqV ;qfDr gS ftls Pointing device Hkh dgk tkrk gSA ekml dks

mi;ksx esa ykus ds fy, bls ekml iSM ij j[kk tkrk gS blds i'pkr bls viuh vko';drk ds

vuqlkj fdlh Hkh fn'kk esa ?kqek;k tk ldrk gSA bls ?kqekus ds mijkUr blesa fLFkr xsan lEcfU/kr

fn'kk esa ?kwerh gS bldh fLFkfr dks dEI;wVj dh LØhu ij Mouse Pointer }kjk n'kkZ;k tkrk gSA

'kkWVZdV cukuk (Short cut) 'kkWVZdV ,d fØ;k gS ftlds }kjk ges fdlh Hkh izksxzke dks

vklkuh ls rFkk ckjEckj (Frequently) mi;ksx esa yk ldrs gSA 'kkWVZdV ds }kjk ge fdlh

vkWctsDV MkWD;wesUV (Object, Document) QksYMj Diskdrives, Printers, Modems, Faxes

bR;kfn dks mi;ksx esa yk ldrs gSA

ekbZ dEI;wVj (My Computer)  ;g ,d vkbdu gskrk gS bldh lgk;rk ls ge ;g Kkr

dj ldrs gS fd gekjs dEI;wVj esa D;k D;k gS vFkkZr lEcfU/kr Computer dh Hardware/

Software dh tkudkjh izkIr dh tk ldrh gSA

VkLdckj (Taskbar)     ;g ckj ¼Bar) vFkkZr ykbu tks dh LØhu ds fupys Hkkx ij ikbZ tkrh
gSA bl ckj esa gh LVkVZ cVu ik;k tkrk gSA

LVkVZ cVu %& bldh lgk;rk ls dEI;wVj esa fLFkr izksxzkeksa dks pkyw fd;k tkrk gSA ;g cVu

VkLdckj ij ik;k tkrk gS

vuqiz;ksx dk fØ;kUo;u (Running An application) LVkVZ esU;w ij fDyd djus ds mijkUr

pkgs x;s izksxzke ds fodYi ij fDyd djus ij lEcfU/kr izksxzke ¼vuqiz;ksx½ 'kq: ;k LVkZV gks

tkrk gSA

foUMkst ,DlIyksjj (Windows Explorer)  tc ge fdlh izksxzke dks vksiu djrs gS ;k fdlh

QksYMj ij fDyd djrs gS rks ,d foUMkst esa nks Hkkx gksrs gS ,d Hkkx esa Files rFkk QksYMj ds

uke rFkk nwljs Hkkx esa lEcfU/kr  Folder ;k fMLd MªkbZo esa mifLFkr Files ds uke rFkk buls

lEcfU/kr vU; tkudkfj;k¡A

fdlh foUMks dks fefuekbt] fjLVksj o eSDlhekbt djuk fdlh foUMks dks ge viuh

vko';drk ds vuq:i Hkh fefuekbt fjLVksj rFkk eSDlhekbt dj ldrs gSA

MsLdVkWi%& dEI;qVj dks LVkZV djus ds i'pkr eksuhVj ij miyC/k Taskbar rFkk dqN vkbdu

fn[kkbZ nsrs gS ,slh LØhu MsLdVkWi dgykrh gSA

ewyHkwr fVIl     ¼¼¼¼¼Basic Tips) dEI;wVj ij gkFk tekus ds fy, vki Paint Option dk bLrseky

djsa blesa vki fofHkUu VwYl dh lgk;rk ls vius vki viuh ,d ubZ dykd`fr cuk ldrs gS
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uksV isM uksV isM uksV isM uksV isM uksV isM (Notepad) ,d lkW¶Vos;j gS tks dh gesa ljy cukus ,u-Vh-,e-,y- (N.T.M.L.), ,l-

D;w-,y- (S.Q.L.) rFkk fofHkUu izdkj dh izksxzkfeax Hkk"kkvksa ds fy;s Text Editor ¼VsDLV ,MhVj½

iznku djrk gSA vFkkZr Notepad ,d izdkj dk VsDLV ,sfMVj gh gSA

Wordpad ¼oMZisM½ ,d lkW¶Vos;j gS ftldk ewyHkwr dk;Z MkdwesUV Qkby cukus ds fy;s fd;k

tkrk gS blesa os lHkh lqfo/kk;s miyC/k gksrh gS tks fd fdlh MkdwesUV Qkby cukus ds fy;s

vko';d gksrh gSA

vH;klkFkZ iz'u
cgqp;ukRed iz'u
1 fo.Mkst esa fdlh Qkby dks fMyhV djus ij og Qkby dgk¡ tkrh gSA

¼v½ fjlkbdhy fcu esa ¼c½ MsLdVkWi ij
¼l½ ekbZ dEI;wVj ¼n½ mijksDr lHkh esa

2- ,e ,l isUV dh Qkby dk foLrkfjr uke D;k gksrk gS\
¼v½ BMP ¼c½ DOC ¼l½ JPG ¼n½ XLS.

3- fuEu esa ls ikWbfVax fMokbl dkSulk gSA
¼v½ dh&cksMZ ¼c½ ekml ¼l½ lh-ih-;w- ¼n½ eksfuVj

4- fo.Mkst ,DlIyksjj ls tkudkjh izkIr gksrh gS&
¼v½ dEI;wVj dh lajpuk ¼c½ Qkbyksa o QksYMjksa dh
¼l½ fMyhV dh xbZ Qkbyksa o QksYMjks dh
¼n½ dEI;wVj dh Le`fr dhA

5- fo.Mks fd fdl ckj esa Qkby fodYi gksrk gS&
¼v½ esuw ckj ¼c½ VkbVyckj
¼l½ VkLd ckj ¼n½ mijksDr lHkh esa

6- fo.Mks dh lcls mij okyh ckj esa fdrus cVu gksrs gS&
¼v½ nks     ¼c½ rhu            ¼l½ ikWap $       ¼n½ 9

7- dEI;wVj dks cUn djus dh fØ;k dgykrh gSA
¼v½ 'kV Mkmu ¼c½ fjLVkVZ
¼l½ Lohp vkWaQ ¼n½ mijksDr es ls v o c

8-  fuEu esa ls GUI ij vk/kkfjr vkWijsfVax flLVe dkSulk gSA
¼v½ MkWla ¼c½ fo.Mkst 98
¼l½ fo.Mkst ,Dlih ¼n½ c o l nksuksa

vfr y/kqRrjkRed

1 MsLdsVksi ij u;k vkbdu dSls cuk;k tkrk gSA

2 fdlh foUMkst dk dSls vkdkj cnyk tk ldrk gSA



3 DOS  o Windows vkWijsfVax flLVe esa vUrj crkb;s

4- 'kkWVZdV esuw ls vki D;k le>rs gks\

5- VkLd isu ls vki D;k le>rs gks\

6- QkbZy o QksYMj dks fdl izdkj lpZ fd;k tkrk gS\

7- fdlh izksxzke dks fdl izdkj pkyw fd;k tkrk gSA

8- fefuekbZt o eSDlekbt o Dykst fØ;kvksa dks le>kb;sA

y?kqÙkjkRed  iz'u

1- dV] dksih] isLV fØ;k dks le>kvks\

2- fjuse fØ;k ls vki D;k le>rs gS\

3- LVkZV vi esuw dkSulk gksrk gS\

4- uksVisM] oMZisM] o isUV ,Iyhds'ku fo.Mks dkSuls esuw esa fLFkr gksrs gS\

5- cgqr lh Qkbyksa dks ,d lkFk dkWih dSls fd;k tk ldrk gS\

6- GUI dks le>kb;sA

7- fo.Mkst dh LØksyckj dh mi;ksfxrk fy[kksA

8- fo.Mkst 95 o fo.Mkst ,Dlih esa vUrj crkvksaA

fucU/kkRed iz'u

1- fo.Mkst vkWijsfVax flLVe ds ckjs esa le>kvksa rFkk blds mi;ksx fy[kksA

2- dsydqysVj ds fofHkUu izdkjksa dk o.kZu djks o budks le>kvksaA

3-  fdlh Qkby dks fizaV djus ls lEcfU/kr fØ;k dk lfoLrkj o.kZu djksaA

4- ,e,l isUV o Vwy ckWDl ds fofHkUu Hkkxksa dk o.kZu djksA


