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ekbØkslkW¶V vkWfQlekbØkslkW¶V vkWfQlekbØkslkW¶V vkWfQlekbØkslkW¶V vkWfQlekbØkslkW¶V vkWfQl

(Microsoft Office)

6-1 ekbØkslkW¶V vkWfQl 6-1 ekbØkslkW¶V vkWfQl 6-1 ekbØkslkW¶V vkWfQl 6-1 ekbØkslkW¶V vkWfQl 6-1 ekbØkslkW¶V vkWfQl (Microsoft Office)

ekbØkslkW¶V dEiuh us ekbØkslkW¶V vkfQl uked ,d dEI;wVj lkW¶Vos;j cuk;k tks
fdlh Hkh vkWfQl dh lkekU; dk;Z iz.kkyh ds fy, mi;qDr gSA bl lkW¶Vos;j es mu lHkh
lqfo/kkvksa dk lekos’k fd;k x;k gS tks ,d lkekU; O;olkf;d vkWfQl ;k vU; vkWfQl ds dk;Z
gsrq vko’;d gksrh gSA

mnkgj.kr% ,d dk;kZy; esa i= O;ogkj djus gsrq ,d oMZ izkslslj gksuk pkfg,A vr% bl
ekbØkslkW¶V vkWfQl esa ,e-,l-oMZ uke ls ,d oMZ izkslslj miyC/k gSA blh izdkj dk;kZy; esas
ys[kk dk;Z gsrq ,d cgh gksrh gS tks iafDr;ks o LrEHkksa esa c¡Vh gksrh gSA bu iafDr;ksa o LrEHkks esa
vad fy[kdj x.kuk,¡ dh tkrh gaSA bl izdkj ds dk;Z ds fy, ekbØkslkW¶V vkWfQl esa ,d uEcj
izkslslj ;k odZ’khV izksxzke ,e-,l-,Dlsy ds uke ls miyC/k gSA dk;kZy; esa dke djus okys
O;fDr;ksa dk iw.kZ fooj.k j[kus ds fy, ,d ,slk izksxzke gksuk pkfg, tks vkadM+ks ij dk;Z dj ldsA
vFkkZr~ MkVkcsl eSustesUV lkW¶Vos;j gksuk pkfg,A blds fy, ,e-,l- ,Dlsl uked izksxzke gSA
dk;kZy; ds fØ;k&dyki] xfrfof/k;ka vFkok miyfC/k;ksa dks fp=ksa] xzkQ vkfn ds ek/;e ls
iznf’kZr djus ds fy, Hkh izksxzke gksuk pkfg,A blds fy, ,e-,l- ikoj ikWbUV uked izksxzke gSA

vr% ge ;g dg ldrs gS fd ,d dk;kZy; esa lkekU; :i ls lEikfnr fd;s tkus okys
dk;ksZ dks] dEI;wVj }kjk lEikfnr djk;s tkus ds fy, vko’;d lHkh izksxzke ,e-,l-vkWfQl esa
miyC/k gSA

6-2 ekbØkslkW¶V oMZ (Microsoft Word)

oMZ izkslslj dk ifjp;oMZ izkslslj dk ifjp;oMZ izkslslj dk ifjp;oMZ izkslslj dk ifjp;oMZ izkslslj dk ifjp;

fdlh Hkh dk;kZy; dh dk;Z iz.kkyh esa jkst ntZuksa i= izkIr gksrs gaS] rks yxHkx brus gh i=
Hksts tkrs gaSA bu i=kas dks bl izdkj ls Vkbi fd;k tkos fd i= lqUnj fn[kus ds lkFk&lkFk i<us



134

es vklku gksA i= esa vko’;drkuqlkj fp= ;k xzkQ Hkh Mkys tk ldsaA i= es fdlh izdkj dh
O;kdj.k dh v’kqf);ka u gks vkfnA mijksDr dk;Z dEI;wVj ij djus gsrq tks izksxzke ;k lkW¶Vos;j
gksxk mls ge lk/kkj.kr;k oMZ izkslslj dg ldrs gSA ijUrq vktdy tks oMZ izkslslj cktkj esa
miyC/k gS muesa buds vfrfjDr cgqr lh lqfo/kk,¡ gksrh gaSA

oMZ izkslslj dh ifjHkk"kk ds vuqlkj oMZ izklslj ,d ,slk izksxzke vFkok lkW¶Vos;j gksrk gS tks
oMZ vFkkZr~ 'kCnksa ij izkslsl vFkkZr~~ dk;Z djrk gSA

,d lk/kkj.k oMZ izkslslj es fuEu lqfo/kk, gksuh pkfg,A

¼1½ Qkby cukus o mls Hk.Mkfjr (save) djus dh {kerkA

¼2½ v{kjksa ds vkdkj] jax] QksUV] LVkby vkfn cnyus dh {kerkA

¼3½ v{kjksa dks xgjk] frjNk] uhps ykbu [khapuk vkfn djus dh {kerkA

¼4½ 'kCnksa dks O;kdj.k ds vuqlkj tkapus o lgh djus dh {kerkA

¼5½ ist ds Åij gSMj] uhps QqVj] ekftZu] ykbu ds chp] x|ka'k ¼iSjkxzkQ½ ds chp dh txg
de&T;knk djus dh {kerkA

¼6½ v{kjksa dks lqij fLØIV (xy) o lcfLØIV (P
2
) vkfn izdkj ls fy[kus dh {kerkA

¼7½ fo'ks"k izdkj ds fpUg] fp=] Øekad la[;k] vkfn Mky ldus dh {kerkA

¼8½ ist fizUV djus ls iwoZ ns[kus o ist fizUV djus dh {kerkA

¼9½ lkj.kh ¼iafDr o LrEHk ds :i esa½ cukuk o mu ij dk;Z djus dh {kerkA

¼10½ Qkby ds ,d Hkkx dks gVkuk] nwljh txg Mkyuk vkfn lk/kkj.k lEiknu dk;Z djus dh
{kerkA

¼11½ nks Qkbyksa dks feykdj fizUV djuk (Mail Marge) vkfnA

fdlh Hkh oMZ izkslslj esa lk/kkj.kr% mijksDr lqfo/kk,¡ gksrh gSaA ijUrq iqjkus oMZ izkslslj tSls
oMZ LVkj] v{kj vkfn es dqN de lqfo/kk,a gSA

oMZ esa Qkby cukuk o Hk.Mkfjr djukoMZ esa Qkby cukuk o Hk.Mkfjr djukoMZ esa Qkby cukuk o Hk.Mkfjr djukoMZ esa Qkby cukuk o Hk.Mkfjr djukoMZ esa Qkby cukuk o Hk.Mkfjr djuk     (Creating & Saving a file)

oMZ esa dke djus ds fy, VkLd ckj ij fLFkr LVkVZ cVu ij fDyd djsa] blds ckn izksxzke
ij rFkk vUr esa ekbØkslkW¶V oMZ ij fDyd djsaA LØhu ij tks fo.Mks iznf'kZr gks jgh gSA bls
ge ,Iyhds'ku fo.Mks dgrs gaSA bl ,Iyhds'ku fo.Mks esa VkbVy ckj] eSU;w ckj] LV.MMZ Vwy ckj]
:yj] LVsVl ckj ,oa LØksy ckj gSA

& VkbVy ckj ij Qkby dk uke iznf'kZr gksrk gSA ;fn fdlh Qkby dk uke u j[kk gks
rks oMZ budk uke Documant1, Documant2 vkfn j[krk gSA

& eSU;w ckj esa fofHkUu eSU;w gS ftuds }kjk ge fofHkUu dek.M dk p;u dj ldrs gaSA
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& LV.MMZ Vwy ckj esa fofHkUu cVu gS ftu ij ekml dks fDyd dj ds Hkh fofHkUu dek.M

dk p;u dj ldrs gSaA

fp=  6-1 ,Iyhds'ku fo.Mks

& QkWjesV Vwy ckj esa Hkh fofHkUu cVu gS ftu ij ekml dks fDyd dj fofHkUu QkWjesfVax

dek.M dk p;u dj ldrs gSaA

& :yj ds }kjk ge ekftZu] VSc vkfn dk p;u dj ldrs gSaA

& LØksy ckj ds }kjk Qkby ds istkas dks Åij&uhps] vkxs&ihNs dj ldrs gSaA

& LVsVl ckj ij Qkby ls lEcfU/kr lwpuk,a iznf'kZr gksrh gSA

& MkD;wesUV fo.Mks ij ge 'kCn Vkbi dj ldrs gSA dlZj ges'kk MkD;wesUV fo.Mks ij fLFkr

jgrk gSA

bl fo.Mks ij ge Vkbi djuk vkjEHk dj ldrs gSaA

ubZ Qkby cukukubZ Qkby cukukubZ Qkby cukukubZ Qkby cukukubZ Qkby cukuk

;fn gesa ubZ Qkby cukuh gks rks dqath iVy ij Ctrl+N dqaft;ka nckdj vFkok Qkby eSU;w
esa ls New fodYi dk p;u dj cuk ldrs gSaA bl ubZ Qkby esa MkD;wesUV fo.Mks ges'kk [kkyh
gksxhA ;gka MkD;wesUV fo.Mks esa 'kCn Vkbi djuk vkjEHk dj ldrs gaSA

'kCn Vkbi djuk'kCn Vkbi djuk'kCn Vkbi djuk'kCn Vkbi djuk'kCn Vkbi djuk

¼1½ iSjkxzkQ dh igyh iafDr Vkbi djus ls iwoZ VSc (Tab) dqath nck,saA ftlls fd iSjkxzkQ
dh igyh iafDr vU; iafDr;ksa ds vkxs ¼nka;h vksj½ ls vkjEHk gksA

¼2½ vc 'kCn Vkbi djuk vkjEHk djsaA ,UVj (Enter) dqath dks dsoy iSjkxzkQ dh lekfIr ij
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gh nck;saA iafDr ds vfUre LFkku ij v{kj Vkbi djus ds ckn dlZj Lor% gh ubZ iafDr ij
vk tk;sxkA

¼3½ ;fn xyr v{kj Vkbi gks x;k gks rks Backspace dqath }kjk feVk yssaA

¼4½ ;fn iSjkxzkQ lekIr gks x;k gks] rks u;k iSjkxzkQ vkjEHk djus ds fy,
Enter daqth nck,aA

bl izdkj gesa tks Hkh Vkbi djuk gks daqth iVy ds }kjk Vkbi dj ldrs gaSA

Qkby esa dlZj dk ?kqekukQkby esa dlZj dk ?kqekukQkby esa dlZj dk ?kqekukQkby esa dlZj dk ?kqekukQkby esa dlZj dk ?kqekuk

Qkby es Vkbi djus ds ckn ;fn Qkby es dlZj dks vkxs&ihNs ?kqekuk gks rks fn'kk daqft;ksa]
Home,End dqaft;ksaa dk iz;ksx dj dlZj dks fdlh Hkh fn'kk esa ?kqek;k tk ldrk gSA fofHkUu
daqft;ksa dk mi;ksx fuEukuqlkj gSA

g ;k f & dqath dlZj dks ,d v{kj nk;sa ;k ck;sa tkus ds fy,A

i ;k # & dqath dlZj dks ,d iafDr uhps ;k Åij tkus ds fy,A

End & dqath dlZj dks iafDr ds vUr esa tkus ds fy,A

Home & dqath dlZj dks iafDr ds izFke v{kj ij tkus ds fy,A

PgUp/PgDn & dqath dlZj dks ,d LØhu Åij ;k uhps tkus ds fy,A

Ctrl+PgUp & dlZj dks Qkby ds vkjEHk es tkus ds fy,A

Ctrl+PgDn & dlZj dks Qkby ds vUr es tkus ds fy,A

LØksy ckj dk mi;ksx djds Hkh LØhu dks vkxs&ihNs vFkok Åij uhps ?kqek;k tk ldrk gS
vkSj LØhu ds fdlh Hkh LFkku ij ekml }kjk fDyd djds dlZj dks ml LFkku ij ys tk;k tk
ldrk gSA

Qkby dks Hk.Mkfjr Qkby dks Hk.Mkfjr Qkby dks Hk.Mkfjr Qkby dks Hk.Mkfjr Qkby dks Hk.Mkfjr (Save) djuk djuk djuk djuk djuk

Qkby dks Hk.Mkfjr (Save) djus dk vFkZ Qkby dks f}fr;d Le`fr (Sec-ondary Memory)

ij Hk.Mkfjr djus ls gSA ftlls fd bl Qkby vko';drk iM+us ij iqu%miyC/k gks ldsA
Hk.Mkfjr djus ds fy, dqath iVy ij Ctrl+S daqft;ka nck,¡A vFkok Qkby eSU;w es ls Save

fodYi dk p;u djsaA

;fn ge Qkby dks iwoZ es Hk.Mkfjr (Save) dj pqds gkas rc rks Qkby mlh uke ls Hk.Mkfjr
gks tk;sxh vkSj ;fn Qkby dks igyh ckj Hk.Mkfjr dj jgs gS rks ,d Save As Mk;ykWx ckWDl
iznf'kZr gksrk gSA tks fuEu izdkj ls gksxk&
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fp=  6-2 Save as Mk;ykWx ckWDl

;gka ge File Name fodYi es dksbZ Hkh Qkby uke Vkbi dj Save cVu ij fDyd djsaA ;gka ;g
/;ku j[kuk vko';d gS fd Qkby dk uke ,slk j[kas ftlls ges ;g Kkr gks lds fd Qkby esa
D;k fy[kk gSA gekjh Qkby Save in fodYi es iznf'kZr MkbjsDVªh esa Hk.Mkfjr (Save) gks xbZA tc
ge iqu% Qkby ij tk;ssxsa rks VkbVy ckj ij Qkby dk uke iznf'kZr gksxkA

Qkby dk lEiknu rFkk izk:i nsukQkby dk lEiknu rFkk izk:i nsukQkby dk lEiknu rFkk izk:i nsukQkby dk lEiknu rFkk izk:i nsukQkby dk lEiknu rFkk izk:i nsuk     (Editing and formatting a document)

v{kjks dh 'kSyh v{kjks dh 'kSyh v{kjks dh 'kSyh v{kjks dh 'kSyh v{kjks dh 'kSyh (Text Style)

ekbØkslkW¶V oMZ esa v{kj fofHkUu 'kSyh esa Vkbi fd;s tk ldrs gaSA vkSj ;fn ge Vkbi dj pqds
gaS rks mudh 'kSyh cny ldrs gaSA oMZ esa v{kjks dh fuEu 4 'kSyh eq[; gSA buds vfrfjDr Hkh
lcfLØIV] lqijfLØIV] LVªkbd vkmV bR;kfn 'kSfy;ka gSA ftudk v/;;u ge vkxs djsxsaA

(1) Regular lk/kkj.k
(2) Italic frjNs v{kj
(3) Bold xgjs v{kj
(4) Underline uhps ykbu [khpsa v{kj

fp=  6-3 v{kjksa dh 'kSyh;ka
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;s fofHkUu 'kSfy;ka vko';drkuqlkj mi;ksx dh tk ldrh gSA tSls fdlh i= ds fo"k; dks
xgjs v{kj es Vkbi dj ldrs gaSA egRoiw.kZ fcUnqvkas ds uhps ykbu [khap dj /;kukd"kZ.k dj
ldrs gSaA

v{kjksa dh fofHkUu 'kSfy;kas esa u;s v{kj Vkbi djus ds fy, igys vko';d 'kSyh dk p;u dj
fQj Vkbi djuk vkjEHk djsaA vkSj ;fn iwoZ esa Vkbi fd;s tk pqds 'kCnks dh 'kSyh cnyuh gks rks
igys mUgs p;fur djasA

'kCnksa dks p;u djus ds fy, igys dlZj dks ml LFkku ij yk,¡ tgka ls 'kCnks dk p;u djuk
gSA ;gka ij Shift daqth nckrs gq;s fn'kk daqth;ksa }kjk dlZj dks p;u fd;s tkus okys vfUre 'kCn
rd yk;asA vc f'k¶V daqth dks NksM+ nsaA

vFkok ekml ikbUVj dks p;u fd;s tkus okys 'kCnks ds vkjfEHkd fcUnq ij ykdj ekml cVu
dks nckrs gq, ekml dks ?klhVsa rFkk p;u fd;s tkus okys 'kCn ds vfUre fcUnq ij ykdj ekml
dk cVu NksM+saA

v{kj 'kSyh cnyus dh fof/kv{kj 'kSyh cnyus dh fof/kv{kj 'kSyh cnyus dh fof/kv{kj 'kSyh cnyus dh fof/kv{kj 'kSyh cnyus dh fof/k

¼1½ Vkbi dj pqds 'kCnksa dh 'kSyh cnyuh gks rks mudk p;u dj yasA vkSj ;fn u, Vkbi fd;s
tkus okys v{kjksa dh 'kSyh cnyuh gks rks dlZj dks Vkbi dj pqds vfUre 'kCn ds ckn ds fcUnq
ij yk;saA

¼2½ vc ;fn v{kjksa dks xgjk (Bold) djuk gks rks dqath iVy ij Ctrl+B dqaft;k¡ nck;as ;k Format

Vwy ckj ij fLFkr Bold Vwy ij fDyd djsaA

;fn v{kjksa dks frjNs (Italic) djuk gks rks dqath iVy ij Ctrl+I dqaft;k¡ nck;as ;k Format Vwy
ckj ij fLFkr Italic Vwy ij fDyd djsaA

vkSj ;fn v{kjksa ds uhps ykbu (Underline) [khapuh gks rks dqath iVy ij Ctrl+U dqaft;k¡ nck;sa
;k Format Vwy ckj ij fLFkr Underline Vwy ij fDyd djsaA

vko';drk iM+us ij ,d ls vf/kd 'kSyh dk Hkh iz;ksx fd;k tk ldrk gSA tSls 'kCnksa dks xgjk
o frjNs djuk ;k xgjk o uhps ykbu [khapuk vkfnA

mijksDr fof/k dks iz;ksx esa ysdj 'kSfy;k¡ cnyus ij Vwy ckj dk jax Hkh cnyrk gSA tSls 'kCnksa
dh xgjk djus ij xgjk djus dk (Bold) Vwy dh ped c< tk;sxhA QkjesV Vwy ckj ij fLFkr
;s rhuksa Vwy ,d ckj nckus ij izHkkoh gksrs gSa rks iqu% nckus ij vizHkkoh gks tkrs gaSA

fp=  6-4

QksUV ds izdkj] iafDr]QksUV ds izdkj] iafDr]QksUV ds izdkj] iafDr]QksUV ds izdkj] iafDr]QksUV ds izdkj] iafDr] vkdkj o jax cnyukvkdkj o jax cnyukvkdkj o jax cnyukvkdkj o jax cnyukvkdkj o jax cnyuk

izR;sd O;fDr dk fy[kus dk rjhdk vyx&vyx gksrk gSA ,d O;fDr 'A' v{kj dks vyx rjhds
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ls fy[krk gS rks nwljk vyx rjhds lsA ;s viuh&viuh bPNk ij fuHkZj djrk gS fd fdlh O;fDr
dks ,d rjhdk ilUn gS tc fd nwljs dks nwljk rjhdk ilUn gSA bu fofHkUu rjhdksa dks ge fofHkUu
QksUV dgrs gSA

ekbØkslkW¶V oMZ Hkh gesa ;g lqfo/kk iznku djrk gS fd ge Qkby esa v{kj vius ilanhnk rjhds
ls vFkkZr~ bPNkuqlkj QksUV es fy[k ldrs gSa rFkk vko';drkuqlkj v{kjksa dk vkdkj Hkh NksVk ;k
cM+k dj ldrs gaSA QksUV ds vkdkj dks ge vadks es ekirs gSA lk/kkj.kr;k 1 bap esa 72 vad gksrs
gaSA vFkkZr~ ge QksUV dk vkdkj 72 vad ys rks v{kj dk vkdkj 1 bap dk gksxkA

uhps fp= esa fofHkUu QksUV o vkdkj ds 'kCn fn[kk;s x;s gaS&

fp=  6-5 fofHkUu QksUV o vkdkj ds v{kj

ge ,d Qkby esa fofHkUu QksUV o vkdkj ds v{kj Vkbi dj ldrs gSA Qkby es dlZj ftl
LFkku ij gS] ml LFkku ij v{kjksa ds QksUV dk uke o vkdkj QkWjesV Vwy ckj esa iznf'kZr gksrs
gSaA

ge v{kj Vkbi djus ls iwoZ QksUV o vkdkj dk p;u dj Vkbi fd;s tkus okys v{kjksa dk
QksUV o vkdkj fuf'pr dj ldrs gaSA vkSj t:jr iM+us ij Vkbi fd;s tk pqds v{kjks ds QksUV
o vkdkj Hkh cny ldrs gSaA

fof/k %&fof/k %&fof/k %&fof/k %&fof/k %&

¼1½ ;fn igys ls Vkbi dj pqds v{kjksa ds QksUV o vkdkj cnyus gks rks mudk p;u dj ysaA

;fn vkxs Vkbi fd;s tkus okys v{kjksa dk QksUV o vkdkj cnyuk gks rks dlZj dks ml LFkku

ij yk;s tgk¡ ls v{kj Vkbi djuk gSA

¼2½ QkWjesV Vwy ckj ij fLFkr QksUV ds uke ds vkxs fLFkr rhj ds fu'kku ij fDyd djsaA ,slk

djus ij oMZ QksUV dh lwph iznf'kZr djsxkA bl lwph esa fofHkUu QksUV ds uke vaxzsth ds

o.kZØe ds vuqlkj gksxsa bles ls mi;qDr QksUV dk p;u dj ysaA

¼3½ ;fn QksUV dk vkdkj Hkh cnyuk gks rks QkWjesV Vwy ckj ij fLFkr QksUV vkdkj ds
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fodYi es bfPNr vkdkj Vkbi dj nsaA vU;Fkk rhj ds fu'kku ij fDyd djsa ;gk¡ iznf'kZr lwph

esa ls bfPNr vkdkj dk p;u dj ysaA

v{kjksa dks vykbu djuk v{kjksa dks vykbu djuk v{kjksa dks vykbu djuk v{kjksa dks vykbu djuk v{kjksa dks vykbu djuk ( Alignment of Text )

fdlh Hkh Qkby es Vkbi fd;s x;s v{kjksa dks ,ykbu djus dk vFkZ bl ckr ls gS fd Vkbi dh
tk pqdh iafDr;ka cka;h vksj ls ,d lh/k es gksxha] nka;h vksj ls vFkok iafDr ds e/; es gksxhaA oMZ
Lor% iafDr;ksa dks cka;h vksj ls ,d lh/k es (Left Align) j[krk gSA ge viuh bPNkuqlkj bls cny
ldrs gSaA uhps fn;s x;s fp=ksa ls buesa vUrj le>k tk ldrk gSA tks v{kj cka;h vksj ls ,ykbu
(Align) gS mudh lHkh iafDr;ksa ds izFke v{kj ,d lh/k esa gSA tks nka;h vksj ls ,ykbu (Align)

gS mudh lHkh iafDr;ksa ds vfUre v{kj ,d lh/k eas gSA tks e/; es ,ykbu (Align) gS os gj iafDr
ds fcYdqy e/; esa gSA tc fd tLVhQkbZ (Justify) es nka;s o cka;s nksuks rjQ ,d lh/k esa gSA

fp=  6-6 cka;s] e/; o nka;s ,ykbu rFkk tLVhQkbZ

ifjPNsn dk izk:ihdj.kifjPNsn dk izk:ihdj.kifjPNsn dk izk:ihdj.kifjPNsn dk izk:ihdj.kifjPNsn dk izk:ihdj.k     (Paragraph Formating)

oMZ esa fdlh Hkh nks iSjkxzkQ ds e/; dk LFkku vFkok fdlh iSjkxzkQ es iafDr;ks ds chp ds LFkku
dks de ;k T;knk fd;k tk ldrk gSA fdlh Hkh iSjkxzkQ ds iwoZ ;k ckn dh [kkyh txg dks de
T;knk djuk gks rks fuEu fof/k ls dh tk ldrh gSA

¼1½ ml iSjkxzkQ dk p;u dj yas ftlds iwoZ ;k ckn dh [kkyh txg dks de ;k T;knk djuk
gksA

¼2½ ekml }kjk QksjesV eSU;w esa fLFkr Paragraph fodYi dk p;u djsaA

¼3½ iznf'kZr Paragraph Mk;ykWx ckWDl eas Indent and Spacing VSc dk p;u djsaA

¼4½ iSjkxzkQ Mk;ykWx ckWDl ds Spacing Hkkx esa Before fodYi ds vkxs rFkk After fodYi ds
vkxs mi;ZqDr eku Vkbi djsaA Before fodYi ds vkxs dk eku ;g iznf'kZr djrk gS fd
iSjkxzkQ ls iwoZ fdruh txg [kkyh jgsxh rFkk After fodYi ;g iznf'kZr djrk gS fd
iSjkxzkQ ds ckn vkxs fdruh txg [kkyh jgsxhA ;gk¡ fofHkUu eku Vkbi dj Preview

fodYi es mldk izHkko ns[kk tk ldrk gSA

¼5½ ;gk¡ Line Spacing fodYi es uhps ds rhj ij fDyd djus ls ,d lwph iznf'kZr gksrh gSA bl
lwph es ls dksbZ ,d mi;qDr fodYi dk p;u djsaA
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fp=  6-7 iSjkxzkQ Mk;ykWx ckWDl

Line Spacing fodYi }kjk p;fur iSjkxzkQ dh iafDr;ksa ds e/; dh txg dks de ;k T;knk
fd;k tk ldrk gSA nks iafDr;ksa ds e/; LFkku ;fn lk/kkj.k gks rks Single o nqxuk gks rks
Double, 1.5  xq.kk gks rk 1.5 Lines Line Spacing j[ksaA

iSjkxzkQ Mk;ykWx ckWDl esa fLFkr Alignment fodYi dk iz;ksx p;fur iSjkxzkQ dk Align-

ment p;u djus ds mi;ksx es vkrk gSA ge bl fodYi dk iz;ksx dj iSjkxzkQ dks nka;s] cka;s
vFkok e/; Align dj ldrs gSaA

bl izdkj fdlh Hkh iSjkxzkQ ds iwoZ o ckn dh txg vko';drkuqlkj de vFkok T;knk dj
ldrs gSaA

gSMj o QqVj MkyukgSMj o QqVj MkyukgSMj o QqVj MkyukgSMj o QqVj MkyukgSMj o QqVj Mkyuk     (Inserting Header & footer)

gSMj ml lwpuk dks dgk tkrk gS tks gekjh Qkby ds izR;sd ist ds Åij iznf'kZr gSA tSls
fdlh fdrkc ds izR;sd ist ij fdrkc dk uke vFkok ikB dk uke fy[kk gksrk gSA blh izdkj
QqVj ml lwpuk dks dgrs gSa tks Qkby ds izR;sd ist ds uhps ¼QqVj ij½ iznf'kZr gksrh gSA tSls
fdlh Qkby ds QqVj ij Qkby dk uke fizUV dj nsa rks lHkh istksa ij QqVj ;k fizUVsM dkxt
ns[kdj ;g ekywe iM+ tk;sxk fd ;g ist fdl Qkby ls gSA



142

le ist la[;k ij vyx gSMj o QqVj rFkk fo"ke ist la[;k ds ist ij vyx gSMj o QqVj
Mky ldrs gSaA

;fn geus fdlh Qkby esa gSMj o QqVj Mky j[ks gS rks os lk/kkj.k :i esa fn[kkbZ ugh nsrsA
mUgsa ;k rks Print Priview esa ns[k ldrs gS ;k fQj Page Setup view  esa ns[k ldrs gaSA

Page Setup view esa Qkby dks ns[kus ds fy, LVsVl ckj ds Åij cka;h vksj fLFkr Page

Setup view cVu ij fDyd djsaA okil Normal view esa vkus ds fy, Normal view cVu ij
fDyd djsaA

gSMj ;k QqVj Mkyus dh fof/kgSMj ;k QqVj Mkyus dh fof/kgSMj ;k QqVj Mkyus dh fof/kgSMj ;k QqVj Mkyus dh fof/kgSMj ;k QqVj Mkyus dh fof/k

fdlh Hkh Qkby ds istksa ij gSMj o QqVj Mkyus ds fy, fuEu fof/k dk iz;ksx djsaA

eSU;w ckj ij fLFkr View eSU;w es ls Header and Footer fodYi dk p;u djsaA oMZ orZeku
gSMj dks LØhu ij MksVsM ykbu ds chp esa rFkk Header and Footer Vwy ckj dks LØhu ij
iznf'kZr dj nsrk gSA tSlk fd uhps fp= esa fn[kk;k x;k gSA

fp=  6-8 gSMj o QqVj

;gk¡ vko';drk ds vuqlkj gSMj es fy[ks 'kCnksa dks cny ldrs gSa] budk QksUV] vkdkj] jax vkfn
cny ldrs gSaA

gSMj ls QqVj ij tkus ds fy, Header and Footer Vwy ckj dk iz;ksx djsaA Header and

Footer Vwy ckj ij tks Vwy fLFkr gSA muds mi;ksx fuEukuqlkj gS&

(1) Switch between Header and Footer - gSMj ls QqVj vFkok QqVj ls gSMj ij tkus ds
fy,A

(2) Show Previous - Qkby ds fiNys Hkkx ds gSMj vFkok QqVj ij tkus ds fy,A

(3) Show Next - Qkby ds vkxs okys Hkkx ds gSMj o QqVj ij tkus ds fy,A
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(4) Same as Previous - Qkby ds orZeku Hkkx dk gSMj o QqVj dks Qkby ds iqjkus Hkkx
ds gSMj o QqVj dh rjg j[kus ds fy,A

(5) Insert Page Number - gSMj o QqVj ij fLFkr dlZj ds LFkku ij ist la[;k Mkyus ds
fy,A

(6) Insert Date - gSMj o QqVj ij fLFkr dlZj ds LFkku ij vkt dh fnukad Mkyus ds
fy,A

(7) Insert Time - gSMj o QqVj ij fLFkr dlZj ds LFkku ij orZeku le; Mkyus ds fy,A

(8) Page Setup - ist lsVvi Mk;ykWx ckWDl esa ist izk:i fn[kkus ds fy,A

(9) Show/Hide Document Text - gSMj o QqVj ij dk;Z djrs le; Qkby ds 'kCnkas dks
fn[kkus ;k Nqikus ds fy,A

Header and Footer Vwy ckj ij fLFkr Vwy dk mi;ksx dj le;] fnukad vkfn gSMj o QqVj
esa Mkys tk ldrs gSaA gSMj o QqVj izFke ist ij vyx o vU; ist ij vyx j[kuk gks vFkok
le ist la[;k ij vyx o fo"ke ist la[;k ds ist ij vyx j[kuk gks rks Page Setup Vwy
dk iz;ksx djuk gksxkA ,slk djus ds fy, ;k rks Header and Footer Vwy ckj ij fLFkr Page

Setup Vwy ij fDyd djsa ;k fQj File eSU;w esa fLFkr fodYi Page Setup ij fDyd djsaA Page

Setup Mk;ykWx ckWDl es Layout VSc ij fDyd djsaA

fp=  6-9 ist lsVvi Mk;ykWx ckWDl
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bl Mk;ykWx ckWDl esa Header and Footer Hkkx es nks fodYiksa (1) Different Odd and Even

(2) Different Page es ls bfPNr fodYi dk p;u djsaA

istksa ij ist Øekad Mkyukistksa ij ist Øekad Mkyukistksa ij ist Øekad Mkyukistksa ij ist Øekad Mkyukistksa ij ist Øekad Mkyuk

ekbØkslkW¶V oMZ es ge gj ist ij ist Øekad Hkh Mky ldrs gSaA tks fd ekbØkslkW¶V Lor%
gh Øekuqlkj Mky nsxkA ;s ist la[;k ge gSMj rFkk QqVj ds vUnj Insert Page Number Vwy
dk iz;ksx djds Hkh Mky ldrs gSa vkSj pkgas rks fHkUu izfØ;k viuk dj Hkh Mky ldrs gSaA izfØ;k
dksbZ Hkh viukbZ tk;s ist Øekad gSMj ;k QqVj ds LFkku ij gh fizUV gksaxsA gSMj ;k QqVj  Vwy
ckj ds }kjk ist la[;k Mkyus dh izfØ;k ge igys ns[k pqds gaSA vc ge vU; fof/k dk v/;;u
djsaxsA

fof/k

¼1½ eSU;w ckj ij fLFkr Insert eSU;w ij Page Number fodYi dk p;u djsaA ,slk djus
ij Page Number Mk;ykWx ckWDl iznf'kZr gksxkA

¼2½ bl Mk;ykWx ckWDl ds Position fodYi ij ml LFkku dk p;u djsa tgk¡ ist Øekad
Mkyuk pkgrs gSaA mi;qDr LFkku dk p;u djus gsrq bl fodYi ds vkxs uhps dh fn'kk
ds rhj ij fDyd djas rFkk iznf'kZr lwph es nks  fodYi 1. Top of Page (Header)  2.

Bottom of Page (Footer) es ls mi;qDr fodYi dk p;u dj ysaA

¼3½ blh izdkj Page Number Mk;ykWx ckWDl ds Alignment fodYi eas ;g pqus fd ist
la[;k gSMj vFkok QqVj ds nk¡;ha vksj] ck¡;ha vksj vFkok e/; es iznf'kZr gksxhA blds
p;u gsrq bl fodYi ds vkxs uhps dh fn'kk ds rhj ij fDyd djsa rFkk iznf'kZr lwph
es ls mi;qDr fodYi dk p;u djsaA

¼4½ vUr esa OK cVu ij fDyd djsaA

'kCnks dh LiSfyax o O;kdj.k tk¡puk'kCnks dh LiSfyax o O;kdj.k tk¡puk'kCnks dh LiSfyax o O;kdj.k tk¡puk'kCnks dh LiSfyax o O;kdj.k tk¡puk'kCnks dh LiSfyax o O;kdj.k tk¡puk

yxHkx lHkh yksx 'kCnkas dh LiSfyax ds ekeys es xyrh djrs gSA dbZ ckj LiSfyax u tkuus ds
dkj.k xyrh djrs gS] rks dbZ ckj LiSfyax tkuus ds ckotwn xyr Vkbfiax ds dkj.k Hkh LiSfyax
dh xyfr;ka gks tkrh gSA bl izdkj dh vupkgh xyfr;ksa ls cpus ds fy, ekbØkslkW¶V oMZ esa
O;kdj.k o LiSfyax tk¡pus dh lqfo/kk miyC/k djkbZ xbZ gSA ;gka rd fd oMZ rks Lor% gh xyr
LiSfyax ds 'kCnks ds uhps yky jax dh ykbu cuk nsrk gSA ftlls mi;ksxdrkZ dks ekywe iM+ tkrk
gS fd bl 'kCn dh LiSfyax vFkok O;kdj.k esa xyrh gks ldrh gSA

tSlk mijksDr fp= esa crk;k x;k gS fd ftu 'kCn ds uhps ykbu gS mudh LiSfyax ;k okD;
ds O;kdj.k esa xyrh gSA bu xyfr;ksa dks nwj djus ds fy, 'kCn ij ekml ikWbUVj dks ykdj
ekml dk nka;k cVu fDyd djsaA
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fp=  6-10 xyr 'kCnksa ds uhps ykbu

,slk djus ij oMZ xyr LiSfyax ds 'kCn ds lEHkkfor lgh 'kCnksa dh ,d lwph o vU; fodYi
iznf'kZr djsxkA oMZ }kjk iznf'kZr lwph es ls lgh 'kCn ij fDyd djus ij Lor% gh xyr 'kCn
dks gVkdj lgh 'kCn LFkkfir gks tk;sxkA tSls fp= esa crk;k x;k gS 'kCn] tks fd xyr gS ij
ekml dk nka;k cVu nckus ls oMZ bl 'kCn ds lEHkkfor lgh 'kCnks dh lwph iznf'kZr dj jgk
gSA buesa ls lgh 'kCn ij ekml ikWbUVj dks ykdj fDyd djsa rks Lor% gh xyr 'kCn ds LFkku
ij og 'kCn vk tk;sxk ftl ij fDyd fd;k x;k gSA

fp=  6-11 lEHkkfor lgh 'kCnksa dh lwph

;fn ekbØkslkW¶V oMZ }kjk iznf'kZr laHkkfor 'kCnkas es ls dksbZ Hkh 'kCn lgh u gks rks ge oMZ
dks ;g Hkh funsZ'k ns ldrs gS fd oMZ }kjk fn[kk;s x;s lHkh 'kCn xyr gS rFkk gekjs }kjk Vkbi
fd;k x;k 'kCn lgh gSA ;fn Qkby esa vU; LFkku ij Hkh ;s 'kCn fy[ks gks rks bls xyr 'kCn
u ekuk tkosA bl izdkj dk funsZ'k nsus ds fy, lwph es ls Ignore All fodYi dk p;u djsaA

oMZ mu lHkh 'kCnksa dh LiSfyax dks xyr crkrk gS tks blds 'kCndks"k eas ugha gSA ekuk geus
Jaipur Vkbi fd;k rFkk ;g 'kCn oMZ ds 'kCndks"k esa ugha gS rks oMZ ges'kk bl 'kCn dh LiSfyax
dks xyr crk;sxkA gesa ,slh fLFkfr esa Jaipur 'kCn dks oMZ ds 'kCndks"k esa Mky nsuk pkfg;sA
ftlls fd bl 'kCn dks oMZ xyr u ekusA

'kCn dks 'kCndks"k esa Mkyus ds fy, 'kCn ij nka;k cVu fDyd djus ds ckn iznf'kZr lwph
es ls Add fodYi dk p;u djsaA
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fdlh okD; es O;kdj.k xyr gks rks oMZ ml okD; ds lEcU/k es Hkh lykg nsrk gS rFkk ;g
crkrk gS fd bls fdl izdkj iqu% lgh :i esa fy[kk tk ldrk gSA

tSls ekuk geus The new cars rented by company. okD; Vkbi fd;k rks oMZ blds uhps gjh
ykbu [khap nsxkA ;gka ij ekml dk nka;k cVu fDyd djus ij blds ckjs esa lykg nsxk fd bls
fuEu izdkj fy[kk tk ldrk gSA

Company rents the new cars.

O;kdj.k tk¡pus ij iznf'kZr lwph es fuEu fodYi gksrs gSa&

(1) ,d ;k vf/kd

(2) Ignore ¼dksbZ Hkh lykg u ekuus ds fy,½

(3) O;kdj.k lEcf/kar enn

bl izdkj ekbØkslkW¶V oMZ Lor% gh 'kCnksa dh LiSfyax o O;kdj.k tkapdj lEHkkfor xyrh ds
ckjs esa lwfpr djrk gSA ftls oMZ dh lgk;rk ls lgh fd;k tk ldrk gSA

lcfLØIV rFkk lqij fLØIVlcfLØIV rFkk lqij fLØIVlcfLØIV rFkk lqij fLØIVlcfLØIV rFkk lqij fLØIVlcfLØIV rFkk lqij fLØIV

gesa dbZ ckj 'kCnksa dks Vkbi djrs le; v{kjksa dks iafDr ds uhps ;k iafDr ds Åij fy[kuk gksrk
gSA

tSls X2 + Y2 + 2XY = ( X + Y )2

;gka X dh ?kkr 2] Y dh ?kkr 2 ,oa (X+Y) dh ?kkr 2 rhuksa ?kkrs aiafDr ds  v{kjksa ds Åij fy[kh
xbZ gSA bUgsa ge lqij fLØIV dgrs gS blh izdkj&

2H
2 
+ O

2 
g 2H

2
O

lehdj.k esa H ds vkxs fy[kk x;k 2, O ds vkxs fy[kk x;k 2, rFkk H
2
O  es H o O ds chp

es fy[kk x;k 2 rhuks iafDr ds v{kjks ds uhps fy[ks x;s gSA bUgas ge lcfLØIV dgrs gSaA

'kCnksa dks lcfLØIV ;k lqij fLØIV es Vkbi djus ds fy, T;knk vPNk ;g gS fd igys
lk/kkj.k :i esa Vkbi dj yasA fQj ftUgs lcfLØIV ;k lqij &fLØIV esa Vkbi djuk Fkk] mUgs p;u
dj mudh 'kSyh es cnyko dj ysaA

mnkgj.k ds fy, X2 + Y2 + 2XY = ( X + Y )2 Vkbi djus ds fy;s igys X2 + Y2 + 2XY =

(X+Y)2 Vkbi dj ys fQj X ds vkxs fy[ks 2]Y ds vkxs fy[ks 2] o (X+Y) ds vkxs fy[ks 2 dk
ckjh&ckjh ls p;u dj buds QksUV  dh 'kSyh dks lqij fLØIV es cny yasA

lqij fLØIV ;k lcfLØIV esa cnyus dh fof/k %&lqij fLØIV ;k lcfLØIV esa cnyus dh fof/k %&lqij fLØIV ;k lcfLØIV esa cnyus dh fof/k %&lqij fLØIV ;k lcfLØIV esa cnyus dh fof/k %&lqij fLØIV ;k lcfLØIV esa cnyus dh fof/k %&

¼1½ ftu v{kjksa dks lqijfLØIV ;k lcfLØIV es cnyuk gS mudk p;u djsaA

¼2½ eSU;w ckj es fLFkr Format eSU;w ds fodYi Font dk p;u djsaA blesa fLFkr Font VSc dk p;u

djsaA ,slk djus ij Font Mk;ykWx ckWDl iznf'kZr gksxkA
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¼3½ Font Mk;ykWx ckWDl es fLFkr Effects Hkkx esa fLFkr fofHkUu fodYiksa eas ls Superscript

vFkok Subscript fodYi dk p;u djsaA

fp=  6-12 QksUV Mk;ykWx ckWDl

¼4½ vUr es OK cVu ij fDyd djsaA

mDr fof/k ls p;fur lHkh v{kjks dks lcfLØIV ;k lqijfLØIV esa cny ldrs gSaA

fpg~u Mkyukfpg~u Mkyukfpg~u Mkyukfpg~u Mkyukfpg~u Mkyuk     (Inserting Symbols)

O;olkf;d i=kas ;k vU; i=kas esa dqN fo'ks"k fpg~uks dk iz;ksx fu;fer :i ls fd;k tkrk gSA
;s fpUg daqth iVy ij ugh gksrs tSls © fpUg dkWihjkbV ds fy, ® jftLVMZ ds fy,] ™

VsªMekdZ ds fy, bR;kfnA bu fpUgks dks ;fn ge Qkby es Vkbi djuk pkgs rks lh/ks daqth iVy
ls Vkbi ugh dj ldrsA dqN fpUgksa dks Vkbi djus ds fy, dqN fo'ks"k daqth;ksa dk ,d lkFk
iz;ksx djuk iM+rk gSA tSls Alt+Ctrl+C daqft;ks dks ,d lkFk nckus ij © fpUg cuk ldrs gaSA
ijUrq dqN ,sls fpg~u Hkh gksrs gS tks bl fof/k ls Vkbi ugh fd;s tk ldrsA

ge nksuksa izdkj ds fpUg Vkbi djus dh fof/k;k¡ ,d&,d dj i<saxsA

izzFke izzFke izzFke izzFke izzFke  bl fof/k ls tks fpg~u Vkbi fd;s tkrs gS mUgs ge fo'ks"k v{kj  (Spacial Charecter)

dgrs gaSA rFkk bUgs Vkbi djus ds fy, tks dqaft;k¡ ,d lkFk cukbZ tkrh gS mu dqaft;ksa dks 'kkVZdV
daqth (Shotcut Key) dgrs gSA

fof/k %&fof/k %&fof/k %&fof/k %&fof/k %&

¼1½ Qkby esa ftl LFkku ij fo'ks"k v{kj (Spacial Charecter) Vkbi djuk gS ogk¡ ij dlZj
ykosaA

¼2½ ekml }kjk Insert eSU;w es fLFkr fodYi Symbol dks p;u djsaA ,slk djus ij Symbol

Mk;ykWx ckWDl iznf'kZr gksxkA bl Mk;ykWx ckWDl es Spacial Charecter VSc dks p;u djsaA
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fp=  6-13 fo'ks"k v{kj

bl Mk;ykWx ckWDl esa fo'ks"k v{kj o mudks Vkbi djus ds fy, vko';d 'kkVZdV daqth dh
lwph gSA

¼3½ tks fo'ks"k v{kj Vkbi djus gSa mudk p;u djas rFkk Insert cVu ij fDyd djsaA bl
izdkj dlZj ds LFkku ij fo'ks"k v{kj Vkbi fd;s tk ldrs  gSaA ;fn ge bu v{kjkas ds 'kkVZdV
dqaft;ksa dks ;kn j[k ldsa rks bl Mk;ykWx ckWDl ds mi;ksx fd;s fcuk gh lh/ks dqath iVy ls
Vkbi fd;s tk ldrs gSaA tSls © v{kj Mkyuk gks rks daqth iVy ij Alt+Ctrl+C dqaft;ksa dks ,d
lkFk nck;saA

f}rh; f}rh; f}rh; f}rh; f}rh; & gks ldrk gS fd tks v{kj ;k fpUg ge Qkby esa Vkbi djuk pkgrs gSa os fo'ks"k v{kj
o muds 'kkVZdV daqft;k¡ mijksDr nh xbZ lwph esa u gksA tSls #] $   ]Ψ vkfn fpUgksa dh dksbZ
'kkVZdV daqth ugh gSA vr% ,sls v{kj Vkbi djus ds fy, ges fuEu fof/k viukuh gksxhA

fof/k %&fof/k %&fof/k %&fof/k %&fof/k %&

¼1½ Qkby es tgka fpg~u Vkbi djus gS ogka ij dlZj dks yk;saA

¼2½ eSU;w ckj ls Insert eSU;w es fLFkr Symbol fodYi dk p;u djsaA

¼3½ Symbol Mk;ykWx ckWDl es ls Symbol VSc dk p;u djsaA

¼4½ ,slk djus ij mijksDr Mk;ykWx ckWDl iznf'kZr gksxkA bl ckWDl es iznf'kZr fofHkUu fpg~uksa
es ls vko';d fpg~u dk p;u djsaA

¼5½ vUr es OK cVu ij fDyd djsaA

;fn vko';d fpg~u miyC/k u gks rks Font fodYi es ls fHkUu Font dk p;u djas rFkk mijksDr
fof/k viuk;saA

mijksDr fof/k;ksa ls vko';d fpg~u Qkby es Vkbi fd;s tk ldrs gaSA
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fizUV djus ls igys ns[kukfizUV djus ls igys ns[kukfizUV djus ls igys ns[kukfizUV djus ls igys ns[kukfizUV djus ls igys ns[kuk     (Print Preview)

Qkby fizUV djus eas gksus okys dkxt dk nq#i;ksx jksdus ds fy, vkn'kZ rjhdk ;g gS fd
Qkby dks fizUV djus ls igys LØhu ij gh ns[k fy;k tk;s fd fizfUVax dSlh vk;sxhA ;fn fdlh
izdkj ds Qsj cny dh vko'drk gks rks igys ;s cnyko dj yasA tc ge iwjh rjg lUrq"V gks
tk;as fd dkxt ij fizUV mlh izdkj vk;sxk tSlk ge pkgrs gSA rc gh Qkby fizUV djsaA

oMZ gesa fofHkUu lqfo/kk,¡ miyC/k djkrk gS ftuds }kjk ge LØhu ij gh Qkby dk izk:i
ns[k ldrs gaSA bu lqfo/kkvksa dks eq[;r% nks izdkj ls mi;ksx fd;k tk ldrk gSA

(1)  Page Setup View }kjk

(2)  Print Preview }kjk

(1)     ist lsVvi O;w ist lsVvi O;w ist lsVvi O;w ist lsVvi O;w ist lsVvi O;w (Page Setup View)

ist lsVvi O;w gesa ;g crkrk gS fd Qkby ds ist fizfUVx dSlh gksxhA blesa QqVj] gSMj]
LrEHk vkfn lHkh vius fu;r LFkku ij iznf'kZr gksrs gaSA rFkk bl O;w esa ist fcYdqy mlh izdkj
fn[krs gS tSls fizUV djus ds ckn dkxt ij fn[ksaxsA bl O;w esa ge vko';d cnyko Hkh djds
mldk ifj.kke lkFk ds lkFk ds lkFk gh ns[k ldrs gSaA

ist lsVvi O;w es Qkby dk ist ns[kus ds fy, {kSfrt LØksy ckj ds ck¡;h vksj fLFkr ist
lsVvi O;w cVu ij fDyd djsaA

,slk djus ij Qkby dk ist LØhu ij fcYdqy mlh izdkj fn[kkbZ nsxk tSls fizfUVx ds cknA
ist lsVvi O;w es LØhu ij ,d le; esa ,d ist ;k vf/kd ist Hkh ns[kas tk ldrs gSA blds
fy, twe fu;a=d ckWDl dk iz;ksx djsaA

twe fu;a=d ckWDl ds vkxs uhps dh vksj rhj ds fu'kku ij fDyd dj lwph eas mi;qDr
fodYi dk p;u djsaA bu fodYiks esa 10% ls 200% rd ds eku gS tks Qkby ds ist dks NksVs
vFkok cM+s vkdkj es ns[kus gsrq dke vkrs gaSA blh izdkj vU; fodYi fuEukuqlkj gSaA

fp= 6-14 ist lsVvi O;w
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Whole Page   -   iwjs ist dks LØhu ij ns[kus ds fy,A

Two Page      -   nks ist ,d lkFk LØhu ij ns[kus ds fy,A

ist lsVvi O;w ls iqu% lk/kkj.k O;w es vkus ds fy, Normal View cVu ij fDyd djsaA

¼2½ fizUV fizO;w ¼2½ fizUV fizO;w ¼2½ fizUV fizO;w ¼2½ fizUV fizO;w ¼2½ fizUV fizO;w (Print Priview)

bl rjhds ls Hkh Qkby ds ist mlh izdkj ls fn[krs gSa tSls ist lsVvi O;w esaA ijUrq blesa
dqN fo'ks"k lqfo/kk,sa tSls ekftZu cnyuk] fp=ksa dks lgh LFkku ij Mkyuk vkfn miyC/k gS tks
fd ist lsVvi O;w es ugha gSA

fp= 6-15 fizUV fizO;w

fizUV fizO;w esa Qkby ds ist dks ns[kus ds fy, LVsaMMZ Vwy ckj ij fLFkr fizUV fizO;w Vwy ij
fDyd djsa ;k Qkby eSU;w es fLFkr Print Priview fodYi dk p;u djsaA

,slk djus ij ist dk fizUV fizO;w mij ds fp= ds vuqlkj fn[kkbZ nsxkA mDr fp= es ns[kas
rks Kkr gksrk gS fd :yj ykbu {kSfrt o m/okZ/kj nksuks rjQ gS tks fd ekftZu] VSc] bUMsUV vkfn
dks fuf'pr djus es mi;ksx dh tk ldrh gS rFkk Print Priview Vwy ckj Hkh iznf'kZr gksrk gS
ftlesa fofHkUu Vwy gSA budk mi;ksx fuEu dk;ksZ gsrq fd;k tk ldrk gSA

Full Screen - bl Vwy dk mi;ksx iwjh LØhu ij dsoy Qkby dk ist o Vwy ckj iznf'kZr
djus ds fy, fd;k tkrk gSA vU; lHkh rRo Nqi tkrs gaSA

Shrink to fit - bl Vwy dk mi;ksx ml le; fd;k tkrk gS tc orZeku esa iznf'kZr ist
ds vkxs okys ist ij FkksM+k lk Vkbi gks vkSj mls ge orZeku ist ij gh
Mkyuk pkgsaA

View Rular - bl Vwy dk mi;ksx :yj dks Nqikus ;ks iznf'kZr djus ds fy, djrs gaSA

Multiple Page - bldk mi;ksx LØhu ij ,d ls vf/kd istksa dks ,d lkFk ns[kus ds fy,
djrs gSA

One Page - LØhu ij dsoy ,d ist ns[kus ds fy, djrs gSaA



151

Print - Qkby ds ist dks fizUV djus ds fy, djrs gSaA

Zoom Control - ist dk vkdkj NksVk ;k cM+k ns[kus ds fy, djrs gSaA

Close - bl Vwy dk iz;ksx dj iqu% lk/kkj.k O;w esa vkus ds fy, djrs gSaA

fizfUVaxfizfUVaxfizfUVaxfizfUVaxfizfUVax

Qkby esa Vkbi fd;s x;s istks dks dkxt ij Nkiuk fizfUVax dgykrk gSA fizfUVax djus ds fy,
ftl Qkby ds ist fizUV djuk pkgrs gSa mls [kksy ysaA mlds ckn daqth iVy ij  Ctrl+P daqft;k¡
nck;as vFkok Qkby eSU;w es fLFkr Print fodYi dk p;u djsaA ,slk djus ij oMZ ,d fizUV
Mk;ykWx ckWDl iznf'kZr djsxkA

fp=  6-16 fizUV Mk;ykWx ckWDl

bl Hkkx esa rhu fodYi gSA bl fizUV Mk;ykWx ckWDl ds Page Range Hkkx es gesa ;g crkuk
gksrk gS fd Qkby ds fdl&fdl ist dks fizUV djuk gSA

(1) All - bl fodYi dk iz;ksx rc djrs gaS tc Qkby ds lHkh ist fizUV djus gksaA

(2) Current - bl fodYi dk iz;ksx rc djrs gaS tc gesa ftl ist ij dlZj gks] dsoy ml ist
dks gh fizUV djuk gksA

(3) Pages - bl fodYi dk iz;ksx rc djrs gS tc Qkby ds dqN ist fizUV djus gSA mu istksa
dk Øekad ges bl fodYi ds vkxs Vkbi djuk gksrk gSA ;fn ,d ls vf/kd
yxkrkj ist gks rks muds e/; Ms'k ¼&½ fpUg yxkrs gS rFkk yxkrkj u gks rks dksek
¼ ] ½ yxkrs gSA

mnkgj.k%

Pages 8 dsoy ist la[;k 8

Pages 4&7 ist la[;k 4]5]6] o 7
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Pages 2]5]9 ist la[;k 2]5] rFkk 9

Pages 3&5]9]12&14 ist la[;k 3]4]5]9]12]13]14

fizUV Mk;ykWx ckWDl ds Copies Hkkx ds Number of Copies fodYi eas geas ;g crkuk gksrk
gS fd izR;sd ist dh fdruh izfr;k¡ fudkyuh gSA bl fodYi ds vkxs izfr;ksa dh la[;k Vkbi
djsaA

vUr esa OK cVu ij fDyd djsaA bl izdkj Qkby ds fdlh Hkh ist dh vko';drkuqlkj
izfr;ksa dh fizfUVax fudkyh tk ldrh gSA

fDyivkVZ] oMZvkVZ] o fp= MkyukfDyivkVZ] oMZvkVZ] o fp= MkyukfDyivkVZ] oMZvkVZ] o fp= MkyukfDyivkVZ] oMZvkVZ] o fp= MkyukfDyivkVZ] oMZvkVZ] o fp= Mkyuk

ekbØkslkW¶V oMZ es ge Qkby ds vUnj fp=] fDyivkVZ] vkd`fr;k¡] pkVZ bR;kfn Hkh Mky
ldrs gSaA ekbØkslkW¶V vkWfQl dqN fo'ks"k izdkj dh vkd`fr;k¡ tSls rhj ds fu'kku] ?kqeko ds
fu'kku vkfn vkd`fr;k¡ cuh gqbZ gSA ftUgss ge oMZ esa mi;ksx dj ldrs gaSA blh izdkj fDyivkVZ
xSysjh] pkVZ ds izdkj vkfn gaS] ftues Øe'k% fp= o pkVZ ds izdkj Hk.Mkfjr gSA bu fDyivkVZ]
vkd`fr ;k QksVks dks ge oMZ dh Qkby es Mky ldrs gSaA

fDyivkVZ MkyukfDyivkVZ MkyukfDyivkVZ MkyukfDyivkVZ MkyukfDyivkVZ Mkyuk

ekbØkslkW¶V oMZ dh Qkby ds vUnj fDyivkVZ vFkkZr~ cuh&cukbZ QksVks Mkyuk pkgsa rks
lcls igys dlZj dks ml LFkku ij yk;s tgk¡ ij fDyi vkVZ Mkyuh gSA

vc insert eSU;w esa fLFkr Picture fodYi dk p;u djsaA blls iznf'kZr eSU;w es fLFkr Clipart

fodYi dk p;u djsaA oMZ Insert Clipart Mk;ykWx ckWDl fuEu fp=kuqlkj iznf'kZr djsxkA

fp=  6-17 fDyivkVZ Mk;ykWx ckWDl

bl Mk;ykWx ckWDl esa fDyivkVZ dh Jsf.k;ka iznf'kZr dh xbZ gS tSls 'kS{kf.kd (Academic),

tkuoj (Animal), O;olk; (Business), i;kZoj.k (Environment), bR;kfnA mDr Js.kh es ls
ftl Js.kh dk fDyivkVZ Qkby es Mkyuk gks ml Js.kh dk p;u djsaA oMZ iqu% blh Mk;ykWx
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ckWDl es dqN fp= iznf'kZr djsxkA bu fp=ksa esa ls mi;qDr fp= dks p;u djsaA fp= dk p;u djus
ij oMZ iqu% ,d Vwy ckj iznf'kZr djsxk ftles fuEu fodYi gksxsaA

fp=  6-18 fDyivkVZ Mk;ykWx ckWDl

;fn p;fur fp= dks Mkyuk gks rks izFke fodYi] Insert Clip dk p;u djsaA ;fn Qkby es
Mkyus ls iwoZ fp= dks ns[kuk gks rks nwljs fodYi Priview Clip dk p;u djsaA ;fn bl fp=
dks ilanhnk (Fevorites) Js.kh es Mkyuk gks rks rhljs fodYi dk p;u djas vkSj ;fn blh izdkj
ds vU; fp= ns[kus gks rks pkSFks fodYi dk p;u djsaA

bl izdkj Qkby es fDyivkVZ xSysjh es Hk.Mkfjr fdlh Hkh fp= dks ge oMZ dh Qkby es Mky
ldrs gaSA fp= Mkyus ij Insert Clipart Mk;ykWx ckWDl Lor% cUn ugh gksrkA bls OK cVu
}kjk cUn dj nsaA

fp=  6-19 fDyivkVZ Mk;ykWx ckWDl

Mkys x;s fp= esa jax] vkdkj] Nk;k bR;kfn de T;knk dj ldrs gSaA blds fy, fp= dks p;u
djus ls Picture Vwy ckWDl iznf'kZr gksxkA bl Vwy ckWDl ds fofHkUu Vwyksa dk mi;ksx dj fp=
dks vko';drkuqlkj vkd`fr es cny ldrs gSaA

oMZvkVZ MkyukoMZvkVZ MkyukoMZvkVZ MkyukoMZvkVZ MkyukoMZvkVZ Mkyuk

ekbØkslkW¶V dh oMZ vkVZ xSysjh es v{kjksa dks fofHkUu vkdkj] jax o Nk;kdkj cukus ds fy,
fofHkUu 'kSfy;k¡ gSA dksbZ Hkh 'kCn vFkok 'kCnksa dks fdlh Hkh 'kSyh es fy[kk tk ldrk gSA

blds fy, Insert eSU;w es ls Picture fodYi dk p;u djsaA blls iznf'kZr eSU;w es ls Word Art

fodYi dk p;u djsaA

oMZ fuEu fp= ds vuqlkj Word Art Gallery iznf'kZr djsxkA
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fp=  6-20 oMZvkVZ xSysjh

bl     Mk;ykWx ckWDl es fofHkUu 'kSfy;k¡ fn[kkbZ xbZ gksxhaA bu 'kSfy;ksa es ls mi;qDr 'kSyh dk
p;u dj ysaA 'kSyh dk p;u djus ij oMZ Edit Wordart Text Mk;ykWx ckWDl iznf'kZr djsxkA
bl Mk;ykWx ckWDl esa og 'kCn ;k oks 'kCn Vkbi dj ns ftUgs oMZvkVZ es fy[kuk gksA ;gk¡ v{kjksa
ds vkdkj o QksUV es ifjorZu Hkh fd;k tk ldrk gSA vUr esa OK cVu fDyd djsaA

fp=  6-21 oMZ vkVZ VSDLV

Vkbi fd;s x;s 'kCn] p;u dh xbZ 'kSyh esa LØhu ij iznf'kZr gks tk;sxkA blds lkFk&lkFk oMZ
,d oMZvkVZ Vwy ckj iznf'kZr djsxkA bl Vwy ckj ds }kjk 'kCnksa dk vkdkj] jax o fLFkfr vkfn
eas ifjorZu fd;k tk ldrk gSA

vU; fp= MkyukvU; fp= MkyukvU; fp= MkyukvU; fp= MkyukvU; fp= Mkyuk

ekbØkslkW¶V oMZ esa vkVZ xSysjh] fDyicksMZ xSyssjh ds vfrfjDr Hkh vU; fiDpj Hkh Mkyh tk
ldrh gSA ;s fiDpj Ldsu djh gqbZ Hkh gks ldrh gS ;k fQj vU; fdlh fQYe dh Hkh gks ldrh
gSA bu fiDplZ dks oMZ esa Mkyus ls igys ;s dEI;wVj esa fdlh Qkby esa lso gksuh pkfg;sA

ftl LFkku ij fiDpj Mkyuh gks ml LFkku ij dlZj dk yk;saA vc bUlVZ eSU;w es ls
Picture fodYi dk p;u djsaA blls iznf'kZr eSU;w es ls From file fodYi dk p;u djsaA ,slk
djus ij oMZ Insert Picture Mk;ykWx ckWDl iznf'kZr djsxkA bl Mk;ykWx ckWDl esa ml Qkby
dk p;u djsa ftlesa vko';d fiDpj lso gSaA Mk;ykWx ckWDl ml fiDpj dk fizO;w Hkh iznf'kZr
djrk gSA vUr es OK cVu dk p;u djsaA
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fp=  6-22 fiDpj Mk;ykWx ckWDl

ist lsfVaxist lsfVaxist lsfVaxist lsfVaxist lsfVax     (Page Setting)

ist lsfVax dk vFkZ ist dk vkdkj] ekftZu] vkd̀fr vkfn fuf'pr djus ls gSA tc Hkh ge dksbZ

Qkby cukrs gaS rks igys gesa ;g fuf'pr dj ysuk pkfg;s fd bl Qkby ds ist dk vkdkj o

vkd`fr dSlh gksxh bR;kfnA ge ist lsfVax dks nks Hkkxkas eas ck¡V ysrs gSaA

¼1½ ekftZu lsV djukA

¼2½ ist dk vkdkj o vkd`fr lsV djukA

nksukas gh fLFkfr;ksa esa gesa ml Qkby dks [kksyuk (Open djuk) vko';d gS ftlesa lsfVax djuh

gSA

ekftZu lsV djukekftZu lsV djukekftZu lsV djukekftZu lsV djukekftZu lsV djuk

;fn Qkby ds lHkh istkas dk ekftZu cnyuk gks rks dlZj dks Qkby ds fdlh Hkh ist ij NksM+

nsaA

;fn Qkby ds fdlh Hkkx fo'ks"k ds istksa dk ekftZu cnyuk gks rks ml Hkkx dks p;fur dj

ysaA

;fn Qkby es vkxs ls Vkbi fd;s tkus okys istksa dk ekftZu cnyuk gks rks dlZj dks Qkby

ds vfUre 'kCn ds ckn esa ykdj NksMs+aA

¼1½ vc Qkby eSU;w es ls Page Setup fodYi dk p;u djsaA

¼2½ oMZ ist lsVvi Mk;ykWx ckWDl iznf'kZr djsxk blesa Margins VSc dk p;u djsaA

¼3½ bl Mk;ykWx ckWDl ds fodYi Top, Bottom, Left, Right, Header, Footer vkfn ds lkeus

lEcf/kr ekftZu ¼bap es½s Vkbi djsaA
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fp=  6-23 ist lsVvi Mk;ykWx ckWDl

¼4½ Apply to fodYi esa ls mi;qDr fodYi dk p;u djsaA ;fn iwjh Qkby ds ekftZu cnyus gks
rks Whole Document, vkSj ;fn p;fur Hkkx ds istkas dk gh ekftZu cnyuk gks rks Selected

Document fodYi dk p;u djsaA

¼5½ vUr esa OK cVu dk p;u djsaA

bl izdkj ls ge fdlh Hkh Qkby ds ist es gSMj] QqVj o ekftZu vkfn cny ldrs gSaA

ist dk vkdkj o vkd`fr lsV djukist dk vkdkj o vkd`fr lsV djukist dk vkdkj o vkd`fr lsV djukist dk vkdkj o vkd`fr lsV djukist dk vkdkj o vkd`fr lsV djuk

oMZ gesa ;s lqfo/kk Hkh iznku djrk gS fd ge Qkby ds ist dk vkdkj viuh bPNkuqlkj dksbZ
Hkh j[k ldrs gaSA blds vykok ist dh vkd`fr Hkh viuh bPNkuqlkj cny ldrs gaSA vkd`fr
dsoy nks izdkj dh gks ldrh gS tcfd vkdkj fofHkUu izdkj ds gks ldrs gaSA

vkd`fr;k ¡vkd`fr;k ¡vkd`fr;k ¡vkd`fr;k ¡vkd`fr;k ¡

¼1½ iksVªsViksVªsViksVªsViksVªsViksVªsV ;g vkd`fr pkSM+kbZ es de o yEckbZ eas vf/kd gksrh gSA vFkkZr~ iafDr;k¡ NksVs fdukjksa ds
lekukUrj gksrh gSA

¼2½ yS.MLdsi yS.MLdsi yS.MLdsi yS.MLdsi yS.MLdsi bl vkd`fr es pkSMk+bs vf/kd o yEckbZ de gksrh gSA vFkkZr~ iafDr;k¡ cMs+ fdukjksa
ds lekukUrj gksrh gSA tSlk fd fp= esa n'kkZ;k x;k gSA

fof/k %&fof/k %&fof/k %&fof/k %&fof/k %&

¼1½ Qkby eSU;w es ls Page Setup fodYi dk p;u djsaA

¼2½ Page Setup Mk;ykWx ckWDl ds Paper Size VSc dk p;u djsaA

¼3½ Mk;ykWx ckWDl ds Paper Size Hkkx es uhps dh fn'kk ds rhj ds fu'kku ij fDyd djsaA

¼4½ iznf'kZr lwph es ls dksbZ ,d mi;qDr ist vkdkj dk p;u dj yasA ;fn bues ls dksbZ Hkh vkdkj
ilUn u gks rks Custom Size fodYi dk p;u djsaA
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fp=  6-24 ist dk vkdkj

¼5½ pkgas rks Width  o Hight fodYi ds vkxs Øe'k% ist dh pkSM+kbZ o yEckbZ ¼bap eas½ Vkbi dj
nsaA

¼6½ Orientation Hkkx es fLFkr nks fodYiksa esa ls ,d fodYi dk p;u djsaA ge tks Hkh vkdkj
vkd`fr p;u djrs gSa mldk fizO;w Mk;ykWx ckWDl es iznf'kZr Hkh gksxkA

¼7½ Mk;ykWx ckWDl es mi;qDr fodYi dk p;u dj OK cVu ij fDyd djsaA

bl izdkj ls ge fdlh Hkh Qkby ds ist dk vkdkj] vkd`fr o buds ekftZu] gSMj dh txg
o QqVj dh txg vkfn esa ifjorZu fd;k tk ldrk gSA

fp=  6-25 ist dk vkdkj lSV djuk

cqysV rFkk uEcjcqysV rFkk uEcjcqysV rFkk uEcjcqysV rFkk uEcjcqysV rFkk uEcj     (Bullets & Number)

gesa dbZ i=ksa esa ckras fcUnqokj fy[kuh gksrh gS ;k dbZ ckj lwph cukdj fy[kuh gksrh gSA ;s fcUnq
ges'kk ubZ iafDr ls izkjEHk gksrs gSa rFkk izR;sd fcUnq ls iwoZ mldk Øekad ;k fo'ks"k fpg~u yxs gksrs
gaSA tSls

Û ekbØkslkW¶V vkWfQl
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1- ekbØkslkW¶V oMZ

2- ekbØkslkW¶V ikoj ikbUV

3- ekbØkslkW¶V ,Dlsy

4- ekbØkslkW¶V ,Dlsl

mijksDr fy[ks mnkgj.k es ekbØkslkW¶V vkWfQl ls iwoZ yxk * Û ̂ fpg~u cqysV dgykrk gS rFkk
1-]2-]3- o 4- uEcj dgykrs gSaA

;fn dksbZ lwph ;k fcUnq Vkbi djus ls iwoZ ge la[;k 1- fy[krs gaS] rks oMZ Lor% gh vxys
fcUnq ij vxyh la[;k (Number)  2- fy[k nsxkA vkSj ;fn ge izFke fcUnq ls iwoZ A, v{kj fy[ksaxs
rks vxys fcUnqvksa ij oMZ Lor% gh B.,C., o D. bR;kfn fy[ksxkA bUgs ge Numbers dgsaxsA

blh izdkj ;fn ge izFke fcUnq ls iwoZ * (Asterisk) v{kj fy[krs gSa rks oMZ vxys fcUnq ls
iwoZ Hkh * (Asterisk) v{kj gh yxk;sxkA bUgsa ge cqysV dgsaxsA

cqysV ;k uEcj fy[kh gqbZ lwph cukukcqysV ;k uEcj fy[kh gqbZ lwph cukukcqysV ;k uEcj fy[kh gqbZ lwph cukukcqysV ;k uEcj fy[kh gqbZ lwph cukukcqysV ;k uEcj fy[kh gqbZ lwph cukuk

¼1½ ;fn ge lwph fcuk cqysV ;k uEcj ds Vkbi dj pqds gaS rFkk blesa cqysV ;k uEcj Mkyus gS
rks iwjh lwph dk p;u dj ysaA

¼2½ vc cqysV Mkyus ds fy, QkWjesV Vwy ckj ij fLFkr cqysV Vwy ij fDyd djsa] vkSj ;fn uEcj
Mkyus gSa rks uEcj Vwy ij fDyd djsaA oMZ Lor% gh izR;sd u;s fcUnq ¼iSjkxzkQ½ ds 'kq: esa cqysV
;k uEcj Mky nsxkA

vkSj ;fn ge ubZ lwph cqysV ;k uEcj ds lkFk Vkbi djuk pkgrs gSa] rks lwph Vkbi djus
ls iwoZ cqysV cVu ;k uEcj cVu ij fDyd djsaA fQj Vkbi djuk vkjEHk djsaA oMZ Lor% gh u,
fcUnq ¼iSjkxzkQ½ ij cqysV ;k vxyh la[;k  (Number) Mky nsxkA

blh izdkj lwph Vkbi djus ls iwoZ ;fn izFke fcUnq ls iwoZ 1- ¼la[;k 1 blds ckn n'keyo
rFkk [kkyh txg½ Vkbi djsa rks vxys fcUnq ij Lor% gh 2- Vkbi gks tk;sxkA ;fn A._ ¼v{kj
A, n'keyo rFkk vUr es [kkyh txg½ Vkbi djs rks vxys fcUnq ij B. Vkbi gksxkA ;fn I. Vkbi
djs rks vxys fcUnq ij jkseu es II. Vkbi gksxkA

;g vko';d ugha fd cqysV ges'kk * (Asterisk) ls gh cus gksxsa ;k uEcj esa ges'kk n'keyo
ds ckn ,d v{kj dh [kkyh txg gksxhA ge bUgs viuh vko';drkuqlkj cny Hkh ldrs gaSA

cqysV ;k uEcj dk izk:i cnyukcqysV ;k uEcj dk izk:i cnyukcqysV ;k uEcj dk izk:i cnyukcqysV ;k uEcj dk izk:i cnyukcqysV ;k uEcj dk izk:i cnyuk

¼1½ QkWjesV eSU;w es fLFkr Bullet & Numbering fodYi dk p;u djsaA

¼2½ cqysV dks cnyuk gks rks Bullet VSc ij fDyd djas vkSj ;fn Numbering cnyuh gks rks
Numbered VSc ij fDyd djsaA
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(A) cqysV (B) uEcj

fp= 6-26 (A) o (B)

¼3½ cqysV vkSj uEcfjax Mk;ykWx ckWDl esa vko';d cqysV ;k uEcj ds rjhds dk p;u djssaA

¼4½ vUr esa OK cVu ij fDyd djsaA

bl fof/k }kjk cqysV ;k uEcj ds rjhds es cnyko fd;k tk ldrk gSA ,d ckj cnyus ds
i'pkr tks Hkh ubZ lwph cukbZ tk;sxh mlds cqysV ;k uEcj bl rjhds ls ykxw gksxsaA

cksMZj ,oa 'ksfMaxcksMZj ,oa 'ksfMaxcksMZj ,oa 'ksfMaxcksMZj ,oa 'ksfMaxcksMZj ,oa 'ksfMax

cksMZjcksMZjcksMZjcksMZjcksMZj fdlh Hkh iSjkxzkQ ds pkjksa vksj lhek js[kk [khapuk cksMZj cukuk dgykrk gSA

'ksfMax'ksfMax'ksfMax'ksfMax'ksfMax Qkby ds fdlh Hkh p;fur Hkkx vFkok iSjkxzkQ ds ist dk jax  (Background) dks
jax nsuk 'ksfMax dgykrk gSA tSlk fp= es fn[kk;k x;k gSA

fp=  6-27 cksMZj ,oa 'ksfMax

ge lk/kkj.kr;k% ist dks jaxghu j[krs gSA cksMZj o 'ksfMax dk mi;ksx fo'ks"k /;kukd"kZ.k ds fy,
fd;k tkrk gSA fdlh Hkh iSjkxzkQ ;k ,d ls vf/kd iSjkxzkQ ds pkjksa vksj cksMZj [khapus ;k 'ksfMax
djus ds fy,] cksMZj Vwy ckj ij fLFkr fofHkUu Vwyksa dk iz;ksx fd;k tkrk gSA Vwy ckj dks
iznf'kZr djus ds fy, QksjesV Vwy ckj ij fLFkr cksMZj Vwy ij fDyd djsaA
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ckMZj cukukckMZj cukukckMZj cukukckMZj cukukckMZj cukuk

¼1½  ;fn ,d gh iSjkxzkQ ds Åij cksMZj cukuh gS rks dlZj dks bl iSjkxzkQ ds vUnj yk;saA vkSj
;fn ,d ls vf/kd iSjkxzkQ ij cksMZj cukuh gks rks mu lHkh iSjkxzkQ dks p;fur dj ysaA

¼2½  vc cksMZj Vwy ckj fLFkr fofHkUu Vwy es ls ,d ;k ,d ls vf/kd Vwy ij ekml fDyd djsaA

cksMZj Vwy ckj ij fLFkfr fofHkUu Vwy o muds mi;ksx fuEukuqlkj gS&

(A) Out Side Border - iSjkxzkQ ds pkjksa vksj lhek js[kk [khapus ds fy,A

(B) Left Border - iSjkxzkQ ds ck¡;h vksj js[kk [khapus ds fy,A

(C) Right Border - iSjkxzkQ ds nk¡;h vksj js[kk [khapus ds fy,A

(D) Top Border - iSjkxzkQ ds Åij js[kk [khapus ds fy,A

(E) Bottom Border - iSjkxzkQ ds uhps js[kk [khapus ds fy,A

(F) Inside Border - ;g Vwy dsoy rHkh fØ;kfUor gksxk tc ,d ls vf/kd iSjkxzkQ
p;fur gksA ;g Vwy ls iSjkxzkQ ds e/; js[kk,a [khpus ds fy,
iz;ksx esa vkrk gSA

(G) No Border - iSjkxzkQ ij [khaph xbZ lHkh js[kkvksa dks gVkus ds fy,A

mijksDr VwYl es ls ,d ls vf/kd Vwy dk iz;ksx Hkh ,d iSjkxzkQ ij fd;k tk ldrk gSA tSls
ekuk fd ges iSjkxzkQ ds Åij o uhps cksMZj cukuh  gS rks ge iSjkxzkQ dk p;u djds Top Border

Vwy o Bottom Border Vwy nksuksa dk iz;ksx djsaxsA

¼3½  ;fn cksMZj cukus okyh js[kk eas ifjorZu djuk gks rks oks Hkh dj ldrs gSaA lk/kkj.kr;k cksMZj
dh js[kk iryh js[kk gksrh gS ij vU; js[kk,sa tSls MksVsM ykbu] eksVh ykbu] nksgjh ykbu vkfn
js[kkvksa ls Hkh cksMZj cukbZ tk ldrh gSA js[kkvksa es ifjorZu djus ds fy, cksMZj Vwy ckj es cka;h
vksj fLFkr rhj ds fu'kku ij fDyd djsaA oMZ ,d lwph iznf'kZr djsxk ftles fofHkUu eksVkbZ dh
js[kk,a gksxhaA lwph eas ls vko';d js[kk ds izdkj dks p;u djsaA bl izdkj ls cksMZj cukus okyh
js[kk dh eksVkbZ o js[kk cny ldrs gaSA

'ksfMax  'ksfMax  'ksfMax  'ksfMax  'ksfMax  bl dek.M ls ge fdlh Hkh iSjkxzkQ ds cSd xzkm.M dk jax cny ldrs gSaA cSd xzkm.M
ge ml jax dks dgsaxs] ftlds Åij gekjs v{kj fn[kkbZ nsrs gaSA tSls fdrkc esa v{kj dkys jax
ds gS rFkk cSd xzkm.M lQsn jax dkA

fof/k %&fof/k %&fof/k %&fof/k %&fof/k %&

¼1½  ;fn dsoy ,d iSjkxzkQ dh 'ksfMax cnyuh gks rks dlZj dks bl iSjkxzkQ ds vUnj yk,A vkSj
;fn ,d ls vf/kd iSjkxzkQ dh 'ksfMax cnyuh gks rks mu lHkh iSjkxzkQ dks p;u dj ysaA

¼2½  'ksfMax Vwy ckj dh nka;h vksj rhj ds fu'kku ij fDyd djsaA blls iznf'kZr gksus okyh lwph es
ls ,d fodYi dk p;u djsaA p;u fd;s x;s fodYi ds jax ds tSlk jax iSjkxzkQ ds cSd xzkm.M
dk jax gks tk;sxkA ;fn iSjkxzkQ 'ksfMax gVkuh gks rks bl lwph es ls Clear fodYi dk p;u djsaA
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'kCn <w¡<uk o fdlh vU; 'kCn ls cnyuk'kCn <w¡<uk o fdlh vU; 'kCn ls cnyuk'kCn <w¡<uk o fdlh vU; 'kCn ls cnyuk'kCn <w¡<uk o fdlh vU; 'kCn ls cnyuk'kCn <w¡<uk o fdlh vU; 'kCn ls cnyuk

ekuk geus ,d Qkby Vkbi dj j[kh gS rFkk bl Qkby esa ckWEcs 'kgj dh lwpuk,a gSA gesa iwjh
Qkby Vkbi djus ds ckn dgk tkrk gS fd ckWEcs dk uke eqEcbZ fy[kuk gSA bls cnyus ds fy,
ges igys ;g <w¡<uk iMs+xk fd ckWEcs dgk¡&dgk¡ fy[kk x;k gSA fQj bls eqEcbZ ls cnyuk gksxkA
ekbØkslkW¶V oMZ es ;g lqfo/kk miyC/k gS fd ge fdlh Hkh 'kCn dks Qkby es <a¡< ldrs gaS rFkk
feyus ij fdlh vU; 'kCn ls cnyk tk ldrk gSA

fof/k %&fof/k %&fof/k %&fof/k %&fof/k %&

¼1½  Qkby esa ftl LFkku ls 'kCn <a¡w<uk vkjEHk djuk gS dlZj dks ogka ij yk,A ;fn vkjEHk ls
gh <aw<uk gS rks dlZj dk Qkby ds vkjEHk ij yk;saA

¼2½  Edit eSU;w ij fLFkr Replace fodYi dk p;u djsaA oMZ Find and Replace Mk;ykWx ckWDl
iznf'kZr djsxkA tSlk fd fp= esa n'kkZ;k x;k gSA

fp=  6-28 QkbUM ,.M fjIysl Mk;ykWx ckWDl

¼3½  bl Mk;ykWx ckWDl ds fodYi esa ml 'kCn dks Vkbi djsa ftls <w¡<uk gksA tSls ges Bombay

<¡w<uk gS rks Bombay Vkbi dj nsaA

¼4½  Replace fodYi ij og 'kCn Vkbi djsa ftl 'kCn ls gesa cnyuk gSA tSls ges Bombay dks
Mumbai ls cnyuk gS rks ;gk¡ Mumbai Vkbi djsaA

¼5½  vc Find next cVu ij fDyd djsaA oMZ dks Qkby es igyk Bombay 'kCn tgk¡ feyk ogk¡
ij :d tk;sxk vkSj mi;ksx drkZ ls iwNsxk fd bls cnyuk gS ;k ughaA

;fn bls cnyuk gks rks Replace cVu ij fDyd djsaA bl izdkj oMZ dks tgk¡&tgk¡ Bombay 'kCn
feysxk ogka :d tk;sxk vkSj cnyus ds fy, mi;ksx drkZ ls iwNsxkA ;fn gesa tgk¡&tgk¡ 'kCn
Bombay gS lHkh txg Mumbai ls cnyuk gS rks Replace All cVu ij fDyd djassA

bl izdkj ls ge Qkby es Vkbi fd;s x;s fdlh Hkh 'kCn dks <¡w<uk gks rks <¡w< ldrs gSa vkSj
vko';drk iM+us ij ml 'kCn dks fdlh vU; 'kCn ls cny Hkh ldrs gSaA

Qkby esa lkj.kh MkyukQkby esa lkj.kh MkyukQkby esa lkj.kh MkyukQkby esa lkj.kh MkyukQkby esa lkj.kh Mkyuk

oMZ dh eq[; fo'ks"krkvksa eas ls ,d fo'ks"krk bles lkj.kh cukus dh {kerk gSA lkj.kh ds }kjk
ge 'kCnksa ;k vadksa dks iafDr o LrEHk ds :i esa O;ofLFkr dj ldrs gaSA dbZ ckj lkj.kh ds :i
esa lwpuk dks iznf'kZr djuk T;knk vPNk jgrk gSA oMZ esa lkj.kh cukus ds ckn bles lEiknu
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(Editing) Hkh vklkuh ls dh tk ldrh gSA lkj.kh cukrs le; ;g crkuk vko';d gS fd lkj.kh
es fdruh iafDr;k¡ o fdrus LrEHk gksxsaA ge bu iafDr;ksa o LrEHk dh la[;kvksa dks ckn es de
;k vf/kd dj ldrs gSaA

fof/k %&fof/k %&fof/k %&fof/k %&fof/k %&

¼1½ dlZj dks ml LFkku ij yk;sa tgk¡ ij lkj.kh cukuh gSA

¼2½ LVsMMZ Vwy ckj ij fLFkr Insert Table Vwy ij fDyd djsaA oMZ ,d lkj.kh izk:i iznf'kZr
djsxkA

¼3½ bl lkj.kh izk:i ds Åijh o ck¡;s dksus ij ekml ikWbUVj ykdj ekml cVu nckrs gq;s nka;h
o uhps dh vksj Mªsx djsaA oMZ bl izk:i es p;u fd;s x;s iafDr o LrEHkksa dh la[;k iznf'kZr
djsxkA ;gk¡ vko';drkuqlkj iafDr;ksa o LrEHkksa dh la[;k dk p;u dj ysaA

¼4½ ekml cVu dks NksM+ nsaA ekml cVu dks NksM+us ij oMZ dlZj ds LFkku ij lkj.kh cukdj
iznf'kZr djsxkA

vkjEHk ds lkj.kh ds lHkh lsy [kkyh gksxsa rFkk lHkh iafDr;ksa dh Å¡pkbZ o LrEHkksa dh pkSM+kbZ ,d
leku gksxhA tSlk fp= es crk;k x;k gS&

fp=  6-29 Vscy cukuk

mijksDr fp= dh lkj.kh es 4 iafDr o 3 LrEHk gSA lsy ds pkjks rjQ fcUnqvksa ls cuh cksMZj
js[kk gSA

lkj.kh esa vklkj.kh esa vklkj.kh esa vklkj.kh esa vklkj.kh esa vk¡dM+s Mkyuk o mudk lEiknu djukdM+s Mkyuk o mudk lEiknu djukdM+s Mkyuk o mudk lEiknu djukdM+s Mkyuk o mudk lEiknu djukdM+s Mkyuk o mudk lEiknu djuk

lkj.kh es vka¡dM+s Mkyus ds fy, dlZj dks ml lsy ij yk;as ftlesa vka¡dM+s Mkyus gaSA dlZj dks
,d lsy ls nwljs lsy ij ys tkus ds fy, fuEu daqft;ksa dk iz;ksx djsaA
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daqth@daqft;k¡da qth@daqft;k¡da qth@daqft;k¡da qth@daqft;k¡da qth@daqft;k¡ i z;k sxiz;k sxiz;k sxiz;k sxiz;k sx

Tab - dlZj dks vxys lsy ij ys tkus ds fy,A

Shift+Tab - dlZj dks iwoZ lsy ij ys tkus ds fy,A

Alt+Home - iafDr ds izFke lsy ij dlZj dks ys tkus ds fy,A

Alt+End - iafDr ds vfUre lsy ij dlZj dks ys tkus ds fy,A

Alt+Pgup - dlZj dks LrEHk ds lcls Åij okys lsy ij ys tkus ds fy,A

Alt+Pgdn - dlZj dks LrEHk ds lcls uhps okys lsy ij ys tkus ds fy,A

ekml ds }kjk Hkh dlZj dks ,d LFkku ls nwljs LFkku ij ys tk;k tk ldrk gSA ftl lsy
es vka¡dM+s Mkyuss gks ;k lEiknu djuk gks] dlZj dks ml lsy ij yk;asA vc ftl izdkj ls vU;
vka¡dM+s Vkbi djrs gS mlh izdkj bl lsy esa vkadM+s Vkbi dj ldrs gaS] ;k vka¡dM+s gVk ldrs gaSA
vka¡dM+s Vkbi djrs le; dlZj lsy ds vUr rd vkus ds i'pkr Lor% gh lsy dh ubZ iafDr ij
pyk tkrk gSA lkj.kh es fuEu lEiknu (Editing) o Formating ¼izk:ihdj.k½ dj ldrs gSaA

& lsy ds vkadM+ks dks p;u dj bldh izfrfyfi djuk] ,d LFkku ls nwljs LFkku ij ys

tkukA

& iafDr dh txg de T;knk djukA

& lsy ds vka¡dM+ksa dks e/; esa] nka¡;s] cka¡;s djukA

& QksUV] vkdkj vkfn cnyuk bR;kfnA

lkj.kh ij lEiknu djus ds fy, ges lkj.kh ds Hkkx dks p;u djuk iM+sxk vkSj lkj.kh ds fdlh
Hkh Hkkx dks p;u djus ds fy,&

¼1½ ekml ikWbUVj dks vkjEHk ds lsy ij ykdj] ekml cVu nckrs gq;s ekml Msªx djsaA vko';d
Hkkx dks p;u djus ds ckn ekml cVu NksMa+sA ;k daqth iVy ij Shift daqth dks nck;s j[krs gq;s]
fn'kk daqft;kas ds iz;ksx ls lkj.kh ds ykxkrkj lsyks dks p;u dj ldrs gSaA

¼2½ vc p;fur Hkkx ij lEiknu dj ldrs gaSA ;s lEiknu dk;Z mlh izdkj gksxsa ftl izdkj lk/
kkj.k 'kCnksa ij djrs gaSA

lkj.kh es ls iafDr;k¡ o LrEHkksa dks gVkuk lkj.kh es ls iafDr;k¡ o LrEHkksa dks gVkuk lkj.kh es ls iafDr;k¡ o LrEHkksa dks gVkuk lkj.kh es ls iafDr;k¡ o LrEHkksa dks gVkuk lkj.kh es ls iafDr;k¡ o LrEHkksa dks gVkuk (Deleting Row & Columns)

lkj.kh eas ;fn iafDr;k¡ ;k LrEHkkas dks gVkuk gks rks ge iafDr;k¡ ;k LrEHkksa dks gVk Hkh ldrs
gSA ;fn fdlh iafDr ;k LrEHk dks gVkrs gS rks ml iafDr ;k LrEHk es fy[ks gq;s v{kj Hkh gV tkrs
gSA ;fn ges iafDr ;k LrEHk ds dsoy v{kjksa dks gh gVkuk gks rks bl fof/k dk mi;ksx u djsaA
iafDr ;k LrEHkkas dks gVkuk vyx gS rFkk iafDr;kas ;k LrEHkksa ds v{kjks dks gVkuk vyx gSA
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fof/k %&fof/k %&fof/k %&fof/k %&fof/k %&
¼1½ dlZj dks ml lsy ij yk;as ftl iafDr vFkok LrEHk dks gVkuk gSA
¼2½ Table eSU;w es fLFkr Delete Cell fodYi dk p;u djsaA ,slk djus ij Delete Cell Mk;ykWx
ckWDl iznf'kZr djsxkA

fp= 6-30 dkWye vFkok iafDr gVkuk
¼3½ ;fn iafDr dks gVkuk gks rks Delete Entire Row, vkSj LrEHk dks gVkuk gks rks Delete Entire

Column fodYi dk p;u djsaA
¼4½ vUr esa OK cVu p;u djsaA

lsyksa dks ,d lkFk djuk o VqdM+s djuklsyksa dks ,d lkFk djuk o VqdM+s djuklsyksa dks ,d lkFk djuk o VqdM+s djuklsyksa dks ,d lkFk djuk o VqdM+s djuklsyksa dks ,d lkFk djuk o VqdM+s djuk     (Merging & Splitting Cells)

dbZ ckj ges ,slh lkj.kh cukuh gksrh gS ftlesa lHkh iafDr;ksa vFkok LrEHkksa es lsyksa dh la[;k
leku ugh gksA gks ldrk gS fd lkj.kh dh izFke iafDr esa ge lkj.kh dk uke Mkyuk pkgas tks
fd ,d gh lsy ls cuh gks ;k vfUre iafDr es ge vU; iafDr;ksa ls de lsy pkgsaA tSlk fd fp=
es crk;k x;k gSA

fp=  6-31 lSy etZ ,oa LihfyV

bl izdkj dh lkj.kh cukus ds fy;s gesa ;k rks nks ;k vf/kd lsyksa dks ,d lkFk djuk gksxk
;k fQj fdlh ,d lsy dks nks ;k vf/kd Hkkxks esa cka¡Vuk gksxkA ;fn nks ;k nks ls vf/kd lsyksa dks
feykdj ,d lsy cuk;k tk;s rks  bls etZ djuk dgrs gSA vkSj ;fn ,d lsy ds nks ;k nks ls
vf/kd VqdM+s djsa rks mls cka¡Vuk (Splitting) dgrs gSA
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oMZ es ge lsyksa dks etZ dj ldrs gS o lsyksa dks ckaV Hkh ldrs gaSA

etZ djus dh fof/k %&

¼1½  ftu lsykas dks feykdj ,d ¼etZ½ djuk gS mu lsyksa dks p;u dj ysaA

¼2½  Table & Border Vwy ckj ij fLFkr Merge Cells Vwy dk p;u dj ysaA vU;Fkk Vscy eSU;w
esa fLFkr Merge Cells fodYi dk p;u djsaA

lsy dks nks ;k vf/kd Hkkxksa esa cka¡Vus dh fof/k %&lsy dks nks ;k vf/kd Hkkxksa esa cka¡Vus dh fof/k %&lsy dks nks ;k vf/kd Hkkxksa esa cka¡Vus dh fof/k %&lsy dks nks ;k vf/kd Hkkxksa esa cka¡Vus dh fof/k %&lsy dks nks ;k vf/kd Hkkxksa esa cka¡Vus dh fof/k %&

¼1½  ftl lsy dks Hkkxks esa cka¡Vuk gS mldk p;u djsaA

¼2½  Vscy eSU;w es fLFkr Split Cell  fodYi dk p;u djsaA ;k fQj Table & Border Vwy ij fLFkr
Split Cells Vwy dk p;u djsaA

,slk djus ij oMZ Split Cells Mk;ykWx ckWDl iznf'kZr djsxkA

bl ckWDl esa mi;qDr iafDr o LrEHkksa dh la[;k Vkbi dj] cVu ij fDyd djsaA ,slk
djus ij oMZ p;fur lsy dks Vkbi fd;s x;s LrEHk iafDr dh la[;k esa ckaV nsxkA

bl izdkj p;fur lsy dks Hkh nks ;k vf/kd lsy esa foHkDr fd;k tk ldrk gSA

mnkgj.k ds fy;s ;fn Split Cells Mk;ykWx ckWDl esa LrEHk dh la[;k o iafDr;ksa dh la[;k Øe'k
2 o 2 Vkbi dj OK cVu nck;sa] rks p;fur lsy dks cka¡Vdj 4 ¼ pkj ½ lsy cu tk;sxsaA

esy&etZ esy&etZ esy&etZ esy&etZ esy&etZ (Mail Merge)

ekbØks¶V oMZ es ge lwpukvksa dks O;ofLFkr djus dk dk;Z Hkh dj ldrs gSaA oMZ es uke] irk
vkfn lwpuk,a Mky ldrs gSa] budks fdlh Øe esa O;ofLFkr dj ldrs gaSA ;gka¡ rd fd bu lwpukvksa
dks vU; Qkby ds lkFk feykdj fizUV dj ldrs gaSA bl izdkj vka¡dM+ks ds :i es ,df=r lwpukvksa
dks vU; Qkby ds lkFk feykuk esy etZ dgykrk gSA

ekuk gekjh d{kk ds lHkh fo/kkfFkZ;ksa dks 'kqHkdkeuk i= Hkstuk gS vkSj ge ;g pkgrs gaS fd
izR;sd 'kqHkdkeuk i= ds Åij ml fo/kkFkhZ dk uke o irk fy[kk gksuk pkfg;s ftls ge i= Hkst
jgs gaSA ,slh ifjfLFkfr;ksa ds fy;s ge nks Qkbysa cuk;sxsaA igyh Qkby ftleas oks lwpuk fy[kh
gksxha tks lHkh i=ks es ,d lh jgsxhaA vFkkZr~ 'kqHkdkeuk lans'k tks lHkh fon~;kfFkZ;ksa dks ,d lk
Hksth tkuh gSA bl Qkby dks ge eq[; Qkby (Main Document) dgsxsaA nwljh Qkby ftles
oks lwpuk jgsxha tks gj i= es vyx&vyx jgsxhaA vFkkZr~ izR;sd fo/kkFkhZ ds uke o irsA bl Qkby
dks ge vka¡dM+ks dk Lkzksr (Data Source) Qkby dgsxsaA

vc ge nksuks Qkbyksa dks ,df=r dj i= fizUV djsxsaA ;s i= bl izdkj fizUV gksxsa fd eq[;
Qkby dh lwpuk,a lHkh i=ksa es gksxhA rFkk vk¡dM+ks ds Llzksr (Data Source) Qkby es ,df=r
lwpukvksa esa ls ,d fon~;kFkhZ ds uke o irs ,d i= esa] nwljs fon~;kkFkhZ ds uke o irs nwljs i=
easA bl izdkj etZ djus ds ckn izR;sd i= es vyx&vyx fon~;kFkhZ;ksa ds uke o irs gksxsaA

esy etZ rhu pj.kkas es gksrk gSA
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¼1½ eq[; o vkadM+ks dk Lkzksr Qkby dk fuekZ.k djukA

¼2½ eq[; Qkby es oks LFkku fu;r djuk tgk¡ vk¡dM+s Mkys tk;sxsaA

¼3½ nksuksa Qkbyksa dks ,d (Merge) djukA

¼1½ eq[; Qkby ¼1½ eq[; Qkby ¼1½ eq[; Qkby ¼1½ eq[; Qkby ¼1½ eq[; Qkby (Main document) o vka o vka o vka o vka o vka¡dM+ks dk LkzksrdM+ks dk LkzksrdM+ks dk LkzksrdM+ks dk LkzksrdM+ks dk Lkzksr

Qkby dk fuekZ.k djukQkby dk fuekZ.k djukQkby dk fuekZ.k djukQkby dk fuekZ.k djukQkby dk fuekZ.k djuk

bl dk;Z dks lEiUu djus ds fy, Mail Merge Helper dk mi;ksx djsxsaA lcls igys Vwy
eSU;w esa fLFkr Mail Merge fodYi dk p;u djsaA ,slk djus ij oMZ uhps ds fp= ds vuqlkj
Mail Merge Helper Mk;ykWx ckWDl iznf'kZr djsxkA

fp=  6-32 esy&etZ gSYij

bl Mk;ykWx ckWDl es rhu fodYi gSA

(1) Main document

(2) Get data

(3) Merge the data with the document

;s rhukas fodYi Øe'k% eq[; Qkby cukus] vk¡dM+ks dk Llzksr Qkby cukus o nksukas Qkbyksa dks etZ
djus ds fy;s gSA ge igys eq[; Qkby cuk ysa fQj vka¡dM+ksa dk Lkzksr (Data Source) Qkby dk
fuekZ.k djsxsaA

eq[; Qkby cukus ds fy, Main document fodYi ds Creat cVu ij fDyd djsaA oMZ gels
iwNsxk fd ge eq[; Qkby fdl izdkj dh cukuk pkgrs gSaA blds fy, Qkby ds izdkjksa dh iznf'kZr
lwph esa ls mi;qDr fodYi dk p;u dj ysaA ¼ vkjEHk esa lqfo/kk ds fy, Form letters dk gh p;u
djsaA½

Qkby dk izdkj pquus ds ckn oMZ iwNrk gS fd ge Qkby ubZ cukuk pkgrsa gaS ;k tks orZeku



167

es [kqyh Qkby gS mls gh eq[; Qkby ekusaA ge lqfo/kk ds fy, ubZ Qkby [kksy ysaA

bl eq[; Qkby esa og lwpuk Vkbi dj nsa tks lHkh i=kas esa ,d lh gSA gekjs mnkgj.k ds vuqlkj
bl eq[; Qkby es 'kqHkdkeuk lans'k Vkbi dj nsaA

vka¡dM+ksa dk L=ksr (Data Source) Qkby dk fuekZ.k djus ds fy, iqu%  Mail Merge Helper

Mk;ykWx ckWDl dks [kksyas o blesa ls Get data fodYi dk p;u djsaA vc oMZ }kjk iznf'kZr lwph
esa ls Creat data source fodYi dk p;u djsaA ,slk djus ij oMZ Creat data source ds vuqlkj
tSlk Mk;ykWx ckWDl iznf'kZr djsxkA tks fuEu izdkj dk gksxkA

fp=  6-33 fØ,sV MkVk lkslZ Mk;ykWx ckWDl

bl Mk;ykWx ckWDl es dqN cus&cuk;s QhYM ds uke gSA QhYM ge lwpuk ds uke dks dgrs
gS tSls vius mnkgj.k es nks QhYM gksxsaA (1) Name  (2)  Address. A bu cus gq;s QhYM ds ukeksa
es ls vko';drkuqlkj gVk Hkh ldrs gS rFkk u;s QhYM tksM+ Hkh ldrs gaSA ;fn fdlh QhYM ds
uke dks gVkuk gks rks mldks p;u djus ds ckn Remove Field Name cVu ij fDyd djsaA
vkSj ;fn dksbZ u;k QhYM dk uke tksM+uk gks rks Field Name fodYi esa QhYM dk uke Vkbi
djsa rFkk Add Field Name cVu ij fDyd djsaA

fdlh Hkh QhYM dk uke 40 v{kj ls cM+k ugha gksuk pkfg;sA QhYM ds uke vaxzsth o.kZekyk
ds v{kj ls gh vkjEHk gksuk pkfg, rFkk dksbZ Hkh fo'ks"k v{kj tSls fd ,  -  '  /  \  vkfn ugh gksuk
pkfg,A bl izfØ;k dks viuk dj tks&tks QhYM j[kus gks] mUgsa QhYM dh lwph es j[ksa 'ks"k
QhYMksa dks gVk nsaA vius mnkgj.k ds vuqlkj lHkh QhYM ds ukeksa dks gVkdj dsoy nks gh QhYM
Name o Address QhYM ds uke Mky nsaA

lHkh vko';d QhYMkas ds uke Mkydj OK cVu ij fDyd djsaA ,slk djus ij oMZ bl vk¡dM+akas
dk Lkzksr Qkby dks Hk.Mkfjr djus ds fy, lans'k iznf'kZr djsxkA Qkby dks fdlh mi;qDr uke
ls Hk.Mkfjr dj ysaA
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fp=  6-34 vkadM+s Mkyuk

Qkby dks Hk.Mkfjr (save) djus ij oMZ lans'k iznf'kZr djsxk fd Qkby es ,d Hkh fjdkMZ ugha
gSA D;k bles fjdkMZ Mkyuk pkgsxsaA ges fjdkMZ Mkyus gS vr% Edit the data source fodYi dk
p;u djsa vkSj fjdkMZ Mkyuk vkjEHk dj nsaA vius mnkgj.k vuqlkj lHkh fon~;kfFkZ;ksa ds uke o
irs ,d&,d dj MkysxsaA ,d fon~;kFkhZ dk fjdkMZ Mkyus ds ckn Add New cVu ij fDyd dj
nwljs dk fjdkMZ Mkyas] fQj rhljs dk fjdkMZ Mky nsaA tc lHkh fjdkMZ Mky pqds gks rks OK cVu
fDyd dj nsaA

bl izfØ;k dks viukdj ,d eq[; Qkby (Main document) o vka¡dM+ks dk Lkzksr (Data

Source) Qkby cuk ldrs gS rFkk vkadM+ks dk Lkzksr Qkby esa vkadM+s Mky ldrs gSA

¼2½  eq[; Qkby esa oks LFkku fu;r djuk tgka ij vk¼2½  eq[; Qkby esa oks LFkku fu;r djuk tgka ij vk¼2½  eq[; Qkby esa oks LFkku fu;r djuk tgka ij vk¼2½  eq[; Qkby esa oks LFkku fu;r djuk tgka ij vk¼2½  eq[; Qkby esa oks LFkku fu;r djuk tgka ij vk¡dM+s Mkys tk;sxsadM+s Mkys tk;sxsadM+s Mkys tk;sxsadM+s Mkys tk;sxsadM+s Mkys tk;sxsa

tc ge vkadM+ks dk L=ksr (Data Source) Qkby cuk pqds gksa vFkkZr~ ;g fuf'pr dj pqds gksa
fd ge fdu&fdu QhYMksa dk mi;ksx djsxsaA vc ges ;g Hkh crkuk gksxk fd bu QhYMks ds ekuks
dks eq[; Qkby esa dgka&dgka Mkyuk gSA blds fy, eq[; Qkby dks [kksy ysaA

oMZ eq[; Qkby dh LØhu ij ,d etZ Vwy ckj iznf'kZr djsxkA bl Vwy ckj esa ,d fodYi
Insert Merge Field gSA bl fodYi ds vkxs rhj ds fu'kku ij fDyd djus ij oMZ vkadM+ks ds
Lkzksr Qkby ds lHkh QhYMkas ds ukeksa dh lwph iznf'kZr djrk gSA eq[; Qkby esa tgk¡a&tgka¡ ij ;s
QhYM Mkyus gS ogka¡ ij dlZj yk;sa rFkk Insert Merge Field fodYi dh lwph esa ls mi;qDr QhYM
ij fDyd djsaA bl izdkj eq[; Qkby esa tgka¡&tgka¡ tks&tks QhYM Mkyus gks mu QhYMksa dks Mky
nsaA QhYMksa ds nksuks rjQ  '<<'  o  '>>'  ds fpUg gksxsaA etZ djus ds ckn Qkby fizUV gksxh rks
tgk¡&tgk¡ ij geus QhYM ds uke Mkys gS ogka ij mu QhYM ds eku fizUV gksxsaA

tSls vius mnkgj.k esa &
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fp= 6-35 QkbZy etZ ds i'pkr izk:i

Dear 'kCn ds vkxs dh iafDr esa fon~;kfFkZ;ksa ds uke o vxyh iafDr esa fon~;kfFkZ;ksa ds irs
fizUV gksxsaA bl izdkj ge eq[; Qkby esa oks LFkku o eku fu;r dj ldrs gaS tgka ij QhYM ds
uke fizUV djus gaSA

¼3½  nksuksa Qkbyksa dks ,d ¼3½  nksuksa Qkbyksa dks ,d ¼3½  nksuksa Qkbyksa dks ,d ¼3½  nksuksa Qkbyksa dks ,d ¼3½  nksuksa Qkbyksa dks ,d (Merge) djuk djuk djuk djuk djuk

ge nksukas Qkbyas ¼1½ eq[; Qkby o ¼2½ vka¡dM+ksa ds lzksr (Data Source) Qkbysa cuk pqds gaSA bu
nksuks Qkbyksa dks fdl izdkj ,d djuk gS vFkkZr~ etZ djus ds ckn fdu&fdu LFkkuks ij QhYM
ds eku fizUV gksus gSa rFkk dgka¡ ij eq[; Qkby ds ewy 'kCn fizUV gksus gaSA tc ge ;s lc dk;Z dj
pqds gSa rks bUgs ,d (Merge) djus ds fy, iqu% Mail Merge Helper Mk;ykWx ckWDl dks [kksysaA
blds vfUre fodYi Merge ij fDyd djsaA ,slk djus ij oMZ eq[; Qkby o vkadM+ks ds L=ksr
(Data Source) Qkby dks ,d lkFk feyk (Merge) dj nsxkA etZ djus ds ckn tks ubZ Qkby
(Merged file) cusxh mles izR;sd fon~;kFkhZ ds fy, vyx&vyx ist gksxsaA bl Qkby ds okD;
eq[; Qkby tSls ds tSls gS dsoy QhYM ds uke ds LFkku ij mu QhYMks ds eku iznf'kZr gksxsaA bl
izdkj ls ekbØkslkW¶V oMZ esa nks Qkbyksa dks ,d djds fizUV fd;k tk ldrk gSA

fp=  6-36 etZ Qkby
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6-36-36-36-36-3 ekbØkslkW¶V ikWoj ikbZUV ekbØkslkW¶V ikWoj ikbZUV ekbØkslkW¶V ikWoj ikbZUV ekbØkslkW¶V ikWoj ikbZUV ekbØkslkW¶V ikWoj ikbZUV (Microsoft  Power Point)

izLrqrhdj.k dk ifjp; izLrqrhdj.k dk ifjp; izLrqrhdj.k dk ifjp; izLrqrhdj.k dk ifjp; izLrqrhdj.k dk ifjp; (Introduction to Presentation)

orZeku ;qx esa lwpuk dk izLrqrhdj.k cgqr gh egRoiw.kZ fo"k; gks x;k gSA lwpuk dk lthoa
izLrqrhdj.k vkt dh igyh vko';drk gSA lwpuk dks lgt] ljy ,oa bl <ax ls izLrqr djuk
gksrk gS fd ftldks lwpuk nh tk jgh gSA mls vklkuh ls le> esa vk tk,A ekbØkslkW¶V vkfQl
dk ,d izksxzke blh dk;Z dks cM+h ljyrk ls djrk gSA izLrqrhdj.k esa lgk;d ;g izksxzke ,e-
,l- ikWoj ikbZUV ds uke ls tkuk tk ldrk gSA

ikWoj ikbZUV dh lgk;rk ls LykbM~l (Slides) gs.M vkmV~l (Handouts) LihdlZ uksV~l
(Speaker Notes) ,oa izLrqrhdj.k :ijs[kk (Outline) rS;kj dh tk ldrh gSA

fp= 6-37 ikoj ikbZUV LykbM

LykbM 'kks dh vo/kkj.kk LykbM 'kks dh vo/kkj.kk LykbM 'kks dh vo/kkj.kk LykbM 'kks dh vo/kkj.kk LykbM 'kks dh vo/kkj.kk (  Concept of  Slide Show)

LykbM LykbM LykbM LykbM LykbM (Slides)

ikWoj ikbZUV dk ;g igyk fodYi gS bl ij fDyd djus ij iwjh LykbM ekWuhVj dh
LØhu ij fn[kkbZ nsrh gSA LykbM~l esa 'kh"kZd (Titles), VsDLV~ (Text), xzkQ (Graphs), vkd`fr;k¡
(Drawing), fDyivkVZ~ (Cliparts), vkfn dk mi;ksx gksrk gSA LykbM 'osr&';ke (Black &

White) vFkok jaxhu (Colour) gks ldrh gSA blds }kjk VªkalisjsUlht (Transparencies) Hkh
cukbZ tk ldrh gSA

gS.M vkmV~l gS.M vkmV~l gS.M vkmV~l gS.M vkmV~l gS.M vkmV~l (Hand Outs)

gS.M vkmV~l }kjk ge izLrqrhdj.k dks vklku cuk ldrs gaSA vius izLrqrhdj.k ls iwoZ
n'kZdks dks gS.M vkmV~l fn;s tk ldrs gaSA blesa gekjh LykbM~l ds gh fizaV ,d gh i`"B esa ,d
ls vf/kd gks ldrs gSaA
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Lihdj uksV~l Lihdj uksV~l Lihdj uksV~l Lihdj uksV~l Lihdj uksV~l (Speaker Notes)

bldh lgk;rk ls oDrk (Speaker) gsrq uksV~l rS;kj fd;s tk ldrs gaSA blesa izR;sd i`"B
ij ,d LykbM o oDrk ds cksyus ds fy, dqN uksV~l Hkh fy[ks tkrs gSaA

vkmV ykbUl vkmV ykbUl vkmV ykbUl vkmV ykbUl vkmV ykbUl (Out Lines)

izLrqrhdj.k dks rS;kj djrs le; ,d fodYi vkmV ykbu ds :i esa dk;Z djus dk gksrk
gSA bl fodYi ls dk;Z djrs le; VkbVy ,oa eq[; VsDLV fn[kkbZ nsrk gSA

LykbM ds vo;o LykbM ds vo;o LykbM ds vo;o LykbM ds vo;o LykbM ds vo;o (Basic Elements of Slides)

izLrqrhdj.k ds fy, mi;ksxdrkZ dks LykbM dk fuekZ.k djuk gksrk gSA LykbM esa
mi;ksxdrkZ dks fo"k; ds vuq:i 'kh"kZd] vkys[k ,oa fp=ksa dk izn'kZu djuk gksrk gSA bUgha ls
LykbM dk fuekZ.k lEHko gksrk gSA

LykbM esa lcls igys fo"k; dk 'kh"kZd rRi'pkr~ mlls lEcfU/kr vkys[k nsuk gksrk gSA
vkys[k tgka¡ rd gks laf{kIr esa fn;k tkuk pkfg,A izLrqrhdj.k dks izHkko'kkyh cukus gsrq fp=ksa dk
iz;ksx Hkh fd;k tk ldrk gSA

 fofHkUu izdkj dh LykbM~l ys&vkmV fofHkUu izdkj dh LykbM~l ys&vkmV fofHkUu izdkj dh LykbM~l ys&vkmV fofHkUu izdkj dh LykbM~l ys&vkmV fofHkUu izdkj dh LykbM~l ys&vkmV (Different Types of Slides Lay-outs)

fHkUu&fHkUu izdkj ds izLrqrhdj.k ds fy, fofHkUu rjhds ls LykM~l dk fuekZ.k fd;k tkrk
gSA dqN LykbM~l esa gesa flQZ VsDLV gh iznf'kZr djuk gksrk gS rks dqN esa gesa VsDLV~l ds lkFk
esa dUVsUV~l Hkh n'kkZus gksrs gSaA dbZ ckj VsDLV~l ds lkFk pkVZ] fDyivkV~Zl] fefM;k fDyIl] Vscy
;k laxBukRed pkVZ (Organization Chart) Hkh fn[kkus gksrs gSaA LykbM~l cukrs le; gesa bu
lHkh dk /;ku j[kuk gksrk gS vkSj mlh ds vuqlkj fofHkUu izdkj ds miyC/k LykbM ysvkmV~l
dk p;u gesa djuk gksrk gSA eq[;r% pkj izdkj ds LykbM~l ysvkmV~l gksrs gSa &

fp= 6-38 LykbZM ys&vkmV
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VsDLV ysvkmV~l VsDLV ysvkmV~l VsDLV ysvkmV~l VsDLV ysvkmV~l VsDLV ysvkmV~l (Text Layouts)

vxj ges flQZ VsDLV vk/kkfjr LykbM~l cukuh gS rc ge VsDLV ysvkV~l dk fodYi pqusaxs
VsDLV ysvkmV esa Hkh vU; dbZ fodYi gS tSls fd VkbVy LykbM (Title Slide)] flQZ VkbVy (Title

Only)] VkbVy ,oa VsDLV (Title and Text) vkSj VkbVy ,oa nks dkWye esa VsDLV (Title and 2

Column Text)A ge viuh vko';drkuqlkj VsDLV ysvkmV dk p;u djsaxsA

dUVsUV ysvkmV~l dUVsUV ysvkmV~l dUVsUV ysvkmV~l dUVsUV ysvkmV~l dUVsUV ysvkmV~l (Content Layouts)

;g ysvkmV cgqr gh egRoiw.kZ gS] blesa ge igys ls la/kkfjr lkexzh dk iz;ksx LykbM~l
esa dj ldrs gSaA izLrqrhdj.k esa gesa dbZ ckj Vscy] pkVZ] fDyivkVZ~l] fiDpj] Mk;xzke vkSj
vkWxZsukbts'kuy pkVZ ,oa ehfM;k fDyIl Hkh mi;ksx esa ysus gksrs gSaA ;g igys ls gh rS;kj gksrs
gSa vkSj LykbM~l cukrs le; ge viuh vko';drkuqlkj budk mi;ksx dUVsUV ysvkmV~l
LykbM ds }kjk ys ldrs gSaA blesa vU; dbZ fodYi gksrs gSa &

1- [kkyh (Blank)

2- dUVsUV (Content)

3- VkbVy vkSj dUVsUV (Title and Content)

4- VkbVy vkSj nks dUVsUV (Title and 2 Content)

5- VkbVy dUVsUV vkSj 2 dUVsUV (Title, Content and 2 Content)-

VsDLV ,oa dUVsUV ysvkmV~l VsDLV ,oa dUVsUV ysvkmV~l VsDLV ,oa dUVsUV ysvkmV~l VsDLV ,oa dUVsUV ysvkmV~l VsDLV ,oa dUVsUV ysvkmV~l (Text and Content Layouts)

izLrqrhdj.k cukrs le; dbZ ckj dUVsUV ds lkFk esa ges VsDLV dk Hkh mi;ksx djuk gksrk
gSA bl gsrq gesa VsDLV ,oa dUVsUV ysvkmV~l dh lgk;rk ysuh gksrh gSA blesa VkbVy] VsDLV]
dUVsUV gksrs gSaA fofHkUu izdkj ds ysvkmV~l blesa Hkh miyC/k gS] ftudk mi;ksx ge viuh
vko';drkuqlkj dj ldrs gSaA blesa miyC/k ysvkmV~l fuEu izdkj gSa &

1- VkbVy] VsDLV ,oa dUVsUV (Title, Text and Content)

2- VkbVy] dUVsUV ,oa VsDLV (Title, Content and Text )

3- VkbVy] VsDLV vkSj 2 dUVsUV~l (Title, Text and 2 Content)

4- VkbVy vkSj dUVsUV ds Åij VsDLV (Title and Text Over Content)

5-  VkbVy vkSj VsDLV ds Åij dUVsUV~l

(Title and Content Over Text )

6- VkbVy vkSj VsDLV ds Åij 2 dUVsUV

(Title and 2 Content Over Text )
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vU; ysvkmV~l vU; ysvkmV~l vU; ysvkmV~l vU; ysvkmV~l vU; ysvkmV~l (Other Layouts)

ikWoj IokbZaV esa izLrqrhdj.k gsrq vU; dbZ izdkj ds ysvkmV~l miyC/k gaS ftuesa ge fDyi
vkVZ] pkVZ] ehfM;k fDyi] Vscy] fp= vkSj vkWxZukbts'ku pkVZ dk Hkh mi;ksx fofHkUu izk:iksa }kjk
dj ldrs gSaA blesa miyC/k ysvkmV~l fuEu izdkj gSaA

1- VkbVy] VsDLV vkSj fDyi vkVZ~l (Title, Text and Clip Arts)

2- VkbVy] fDyi vkVZ vkSj VsDLV (Title, Clip Art and Text)

3- VkbVy] VsDLV vkSj pkVZ (Title, Text and Chart)

4- VkbVy] pkVZ vkSj VsDLV (Title, Chart and Text)

5- VkbVy] VsDLV vkSj ehfM;k (Title, Text and Media)

6- VkbVy] ehfM;k fDyi vkSj VsDlV (Title, Media and Texts)

7- VkbVy vkSj Vscy (Title & Table)

8- VkbVy vkSj Mk;xzke ,oa vkWxZukbts'ku pkVZ

(Title, Diagram and Organization Chart)

9- VkbVy pkVZ (Title Chart)

izLrqrhdj.k dk fuekZ.k ,oa la/kkj.k izLrqrhdj.k dk fuekZ.k ,oa la/kkj.k izLrqrhdj.k dk fuekZ.k ,oa la/kkj.k izLrqrhdj.k dk fuekZ.k ,oa la/kkj.k izLrqrhdj.k dk fuekZ.k ,oa la/kkj.k (Creating and Saving a Presentation)

izLrqrhdj.k dk fuekZ.k rhu rjg ls fd;k tk ldrk gS

1- [kkyh izLrqrhdj.k (Blank Presentation)

2- VsEiysV dk mi;ksx (From Design Template)

3- vkWVks dUVsUV fotkMZ (Auto Content Wizard)

vkWVks dUVsUV fotkMZ vkWVks dUVsUV fotkMZ vkWVks dUVsUV fotkMZ vkWVks dUVsUV fotkMZ vkWVks dUVsUV fotkMZ (Auto Content Wizard)

loZizFke ge vkWVks dUVsUV fotkMZ ds ckjs esa tkudkjh izkIr djsaxsA ;g izLrqrhdj.k rS;kj
djus dk ,d ljyre rjhdk gSA vkWVks dUVsUV fotkMZ dk mi;ksx djus gsrq ubZ LykbM
izLrqrhdj.k ehuw esa miyC/k bl fodYi dks fDyd djuk gksxk fDyd djus ij vkWVks dUVsaV
fotkMZ dk LVkVZ vi Mk;ykWx ckWDl fn[kkbZ nsxk mlesa gesa usDLV fy[ks cVu dks fDyd djuk
gksxkA blls ge vxys fodYi esa vk tk;sxsa vkSj blesa miyC/k fofHkUu izdkj ds izLrqrhdj.k dks
pquuk gksxkA bl Mk;ykWx ckWDl esa 6 Js.kh ds izLrqrhdj.k miyC/k gksaxsA ge viuh vko';drkuqlkj
dksbZ ,d izLrqrh dk p;u djsxsaA blds ckn vxys fodYi ds fy, fDyd djsxsa rc ge fotkMZ
ds vkmViqV fodYi esa gksxsaA bl vkmViqV fodYi esa Hkh dbZ mifodYi gksxsa ge viuh
vko';drkuqlkj mifodYi pqusaxsA vxj gesa dEI;wVj ij gh izLrqrhdj.k izLrqr djuk gS rks
igyk fodYi pqusaxs vxys fodYi esa izLrqrhdj.k ds VkbVy ds ckjs esa tkudkjh nsuh gksxh
rRi'pkr usDLV cVu fDyd djus ij vfUre fodYi gekjs lkeus gksxkA ;gk¡ ij ge fQfu'k
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cVu ij fDyd djsaxs rc vkWVks dUVsaV fotkMZ izLrqrh dk fuekZ.k dj nsxkA bl izLrqrh esa tks gSfMax
,oa igys fy[ks vkys[k esa ge vius izLrqrhdj.k ds vuq:i ifjorZu dj vius fo"k; ds vuq:i
izLrqrhdj.k cuk ldrs gSaA

VsEiysV dk iz;ksx VsEiysV dk iz;ksx VsEiysV dk iz;ksx VsEiysV dk iz;ksx VsEiysV dk iz;ksx (From DesignTemplate)

ikWoj IokbZaV esa dbZ fo"k;ksa ij iwoZ fu/kkZfjr izLrqrhdj.k ds izk:i la?kkfjr jgrs gSaA ge vius
izLrqrhdj.k dks muds vuq:i cukuk pkgs rks miyC/k izLrqrh esa ls fdlh Hkh izLrqrh dks pqu ldrs
gSaA blls iwoZ fu/kkZfjr izLrqrhdj.k LØhu ij fn[kkbZ nsxkA ge viuh vko';drkuqlkj bl
izLrqrhrdj.k esa fy[ks vkys[k dks ifjofrZr dj ldrs gSaA blds fy, gesa tgka vkys[k cnyuk gS
ogka¡ ij ekml ikWbaVj }kjk fDyd djus ij vkys[k eksM (Text Mode) esa ge viuh vko';drkuqlkj
vkys[k esa ifjorZu dj ldrs gSaA

fp= 6-39 VsEiysV O;w

VsEiysV ds }kjk cuk;s x;s izLrqrhdj.k esa ge viuh vko';drkuqlkj vkSj Hkh ubZ LykbM~l
cuk ldrs gSaA blds fy, gesa U;w LykbM fodYi dks pquuk gksxkA bldks pquus ij dbZ rjg ds
LykbM~l ysvkmV ftuds ckjs esa ge iwoZ esa v/;;u dj pqds gSa fn[kykbZ nsaxsA ge vius lqfo/kkuqlkj
fdlh Hkh ysvkmV dks pqu ysaxsA

[kkyh izLrqrh dj.k [kkyh izLrqrh dj.k [kkyh izLrqrh dj.k [kkyh izLrqrh dj.k [kkyh izLrqrh dj.k (Blank Presentation)

;g drbZ Hkh vko';d ugha gS fd ge fotkMZ ;k iwoZfu/kkZfjr izLrqrhdj.k ij gh fuHkZj jgsA
fotkMZ ,oa VsEiysV ds mi;ksx ds fcuk Hkh ge izLrqrhdj.k fuekZ.k dj ldrs gSaA blds fy, geas
Blank Presentation fodYi pquuk gksxkA bl fodYi dks pquus ij dbZ rjg ds LykbM ysvkmV
iznf'kZr gksaxs muesa ls viuh lqfo/kkuqlkj ,d fodYi ge pqu ysxsaA igys gh fodYi dks pquus
ij ,d [kkyh LykbM LØhu ij iznf'kZr gksxh ftlesa VkbVy ,oa lc VkbVy uke ds nks ckWDl
cus gksaxsA blh izdkj ge viuh vko';drkuqlkj LykbM~l ysvkmV dk p;u dj izLrqrhdj.k
dks iw.kZ djsaxsA
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la/kkj.k djuk la/kkj.k djuk la/kkj.k djuk la/kkj.k djuk la/kkj.k djuk (Saving a Presentation)

izLrqrhdj.k dk fuekZ.k djus ds i'pkr~ gesa bls la/kkj.k (Save) djuk gksrk gS rkfd gekjs
}kjk rS;kj fd;k x;k izLrqrhdj.k fdlh Hkh le; dk;Z esa fy;k tk ldrk gSA vr% gesa bls
la/kkfjr djus ds fy, Qkby (File) fodYi dks fDyd djuk gksxk ,oa mlesa miyC/k mifodYi
la/kkj.k (Save) dks pquuk gksxkA bldks pquus ij ,d Mk;ykWx ckWDl LØhu ij iznf'kZr gksxk
ftlesa izLrqrhdj.k dk uke gesa Qkby uke okys ckWDl esa fy[kuk gksxkA

LykbM ds fofHkUu n`'; LykbM ds fofHkUu n`'; LykbM ds fofHkUu n`'; LykbM ds fofHkUu n`'; LykbM ds fofHkUu n`';  (Different Views of a Slide)

Slide Sorter : blls ge viuh izLrqfr dks izR;sd LykbM dk y?kq fp= Øekuqlkj ns[k ldrs
gSaA bl y?kq fp= esa LykbM ds leLr xzkfQDl ,oa VSDLV iznf'kZr gksrs gSaA bl View esa viuh
izLrqfr esa LykbM ds Øe dks cny ldrs gSa] buds fy, Transition ,oa Build dk iz;ksx dj
ldrs gSaA ;gk¡a ij ge izR;sd LykbM ds fy, le; Hkh fu/kkZfjr dj ldrs gSaA bl View esa
LykbM~l ij Bhd mlh izdkj dk;Z dj ldrs gSa] ftl izdkj dh LykbM~l ij ykbV Vscy dk
dk;Z fd;k tk ldrk gSA

Note Page : izLrqfr ds bl izdkj ds View dk mi;ksx oäk uksV~l cukus ds fy, fd;k tkrk
gSA bl izn'kZu esa izR;sd LykbM ds fy, ,d i`"B iznf'kZr gksrk gSA bl i`"B ij LykbM dk
izn'kZu gksrk gS lkFk gh blds uhps fjä LFkku gksrk gS] tgka ij ge oäk ds fy, uksV~l rS;kj
dj ldrs gSaA oäk uksV~l bl izLrqfr ds LykbM 'kks ds le; lEcfU/kr LykbM ds izn'kZu ij oäk
dks D;k vkSj fdl lEcU/k esa cksyuk gS] mlds ckjs esa laf{kIr uksV~l ;gka¡ Vkbi dj fn, tkrs gSaA
;gka ij LykbM ls lEcfU/kr vka¡dM+s vkfn vFkkZr~ ftudks Bhd&Bhd ;kn j[k ikus esa tjk lk Hkh
la'k; gks] dh lwpuk oäk uksV~l esa nh tkrh gS] rkfd oäk cksyrs le; bu uksV~l dh lgk;rk
ls lgh&lgh vk¡adM+s izLrqr dj lds ,oa dksbZ Hkh vko';d fo"k; jg u tk,A

Slide Show  % bl fodYi dk iz;ksx LykbM 'kks djus ,oa LykbM 'kks dks lSV djus ds fy, fd;k
tkrk gSA bl fodYi dk iz;ksx djus ij ekWuhVj LØhu ij Show uked MkW;ykx ckWDl iznf'kZr
gksrk gSA bl MkW;ykx ckWDl essa Slides okys Hkkx esa ge ;g ifjHkkf"kr djrs gSa fd bl LykbM 'kks
esa fdruh LykbM~l dk iz;ksx fd;k tkuk gSA ;gka¡ ij All fodYi dks pquus dk rkRi;Z gS fd lHkh
LykbM~l 'kks esa iz;ksx fd;k tkukA From ij fDyd djds blds lkeus cus VSDLV ckWDl esa ml
LykbM dh la[;k Vkbi dh tkrh gS] tks bl LykbM 'kks dh igyh LykbM gksxh ,oa To ds lkeus
cus VSDLV ckWDl esa og la[;k Vkbi dh tkrh gS] tks bl LykbM 'kks dh vfUre LykbM gksxhA blds
uhps cus Advance okys Hkkx esa ;g fu/kkZfjr fd;k tkrk gS fd bd LykbM ds ckn nwljh LykbM
fdl izdkj vk,xhA bl Hkkx esa rhu fodYi fn, gksrs gSa& Manual  Advance, Use Slide Timings

,oa Rehearse New Timings A Manual Advance fodYi dk iz;ksx djus ij LykbM 'kks esa
vxyh LykbM vFkok Build rHkh lfØ; gksrk gS tc ge ekml ds ck;sa fLop dks fDyd djrs gSA
ekml ds nk;sa fLop dks fDyd djus ls bl LykbM 'kks dh fn'kk myVh gksxhA vFkkZr~ ;fn ge
bl le; ikapoh LykbM ij gSa vkSj ge ekml dk nk;ka fLop fDyd djrs gSa rks vc ge pkSFkh
LykbM ij vk tk,axsA blh izdkj ;g Build ds fy, Hkh dk;Z djsxkA ;fn ge ekml dk iz;ksx
ugha djuk pkgrs gS rks Lislckj] jkbV ,sjks&daqth] Mkmu ,sjks&daqth] ist Mkmu&daqth vkfn dk
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iz;ksx ekml ds ck;sa fLop ds leku ,oa csdLisl&daqth] ys¶V ,sjks&daqth] vi ,sjks&daqth] ist
vi&daqth dk iz;ksx ekml ds nk;sa fLop ds leku fd;k tk ldrk gSA Use Slide Timings

fodYi dk iz;ksx ml fLFkfr esa fd;k tkrk gS] tcfd ge blls igys izR;sd LykbM ds fy, Time

dh lSfVax dj pqds gksaA bl fodYi dk iz;ksx djus ij gesa dsoy LykbM 'kks dks ns[kuk gksrk gS]
ikWoj IokWbUV Lor% gh LykbM ,oa fcYM vkfn dks Set Timings ds vuqlkj vkxs c<+krk jgrk gSA
Rehearse New Timings fodYi dks pquus ij LykbM 'kks ds nkSjku ck;sa Hkkx esa uhps dh vksj ,d
?kM+h iznf'kZr gksrh gSA LykbM ds LØhu ij vkrs gh ;g ?kM+h pyuk 'kq: dj nsrh gSA vc bl 'kks
dks Manually vkxs c<+k;k tkrk gSA LykbM ds fy, ,oa blds fofHkUu Builds ds fy, ge ftruk
le; 'kks esa fu/kkZfjr djuk pkgrs gSa mrus le; esa bl dk;Z dks gesa Manually djuk gksxkA vc
vxyh LykbM ij vkrs gh ;g ?kM+h fQj 'kq: ls pyuk izkjEHk dj nsxh] vFkkZr Stop Watch dh
Hkk¡fr dk;Z djrh gS vkSj izR;sd LykbM ds fy, le; fu/kkZfjr djrh tkrh gSA vc ;fn ge LykbM
'kks dks Use Slide Timings fodYi dk iz;ksx djsaxs rks LykbM u, fu/kkZfjr le; ds vuqlkj 'kks
gksxhA

fp= 6-40 LykbM 'kks

bl MkW;ykx ckWDl esa lcls uhps ,d fodYi Run Continuously Until ‘Esc’ fn;k gksrk
gSA bldk rkRi;Z ;g gS fd ;g LykbM 'kks rc rd yxkrkj pyrk jgs tc rd fd dqath iVy
ij Esc daqth dks u nck fn;k tk,A

,fMfVax ,oa QkWjesfVax,fMfVax ,oa QkWjesfVax,fMfVax ,oa QkWjesfVax,fMfVax ,oa QkWjesfVax,fMfVax ,oa QkWjesfVax     (Editing and Formating)

LykbM esa vko';drkuqlkj ifjorZu fd;k tk ldrk gSA blh rjg LykbM ds izk:i esa
Hkh mi;ksxdrkZ ds vko';drkuqlkj ifjorZu gks ldrk gSA bu dk;kZsa ds fy, gesa ,fMV ,oa QkWjesV
eSU;w dk v/;;u djuk gksxkA bu nksuksa ds ckjs esa uhps crk;k x;k gSA-

,fMV eSU;w,fMV eSU;w,fMV eSU;w,fMV eSU;w,fMV eSU;w(Edit Menu) : bl eSU;w esa ikWoj ikbZUV dh izLrqfr esa lEiknu ls lEcfU/kr lkekU;
fodYi gksrs gSaA
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Undo : bl fodYi dk iz;ksx vc ls rqjUr igys fd, x, dk;Z dks fujLr djus ds fy, fd;k
tkrk gSA ikWoj IokWbUV esa dqN dk;Z ,sls Hkh gksrs gSa ftudks Undo ugha fd;k tk ldrk] bl
le; Edit eSU;wds bl fodYi esa Undo ds LFkku ij Can’t Undo fy[kk vkrk gSA bl fodYi
dk iz;ksx Ctrl dqath ,oa Z dqath vFkok Alt dqath ,oa Backspace dqath dks nckdj Hkh fd;k tk
ldrk gSA tc ge fdlh fØ;k dks Undo dj nsrs gSa rks iqu% bl fodYi dk iz;ksx djus ij ;g
fujLr fd, x, dk;Z dks iqu% dj nsrk gSA

Cut : bl fodYi dk iz;ksx pqus gq, Hkkx dks LykbM ls feVkus ,oa foUMkst ds fDyicksMZ ij dkWih
djus gsrq fd;k tkrk gSA

Copy : bl fodYi dk iz;ksx pqus gq, Hkkx dks dsoy foUMkst ds fDyicksMZ ij dkWih fd, x,
Hkkx dks LykbM esa Paste djus ds fy, fd;k tkrk gSA

Clear : bl fodYi dk iz;ksx LykbM ij ls pqus gq, Hkkx dks feVkus ds fy, fd;k tkrk gSA
bl fodYi dk iz;ksx Del ^dh* dks Hkh nckdj fd;k tk ldrk gSA

Select All : bl fodYi dk rkRi;Z lHkh vo;oksa dks pquus ls gSA bl fodYi dk iz;ksx djus
ij Slide View  esa lHkh LykbM~l dks pquus ds fy, vFkok pqus gq, Text Box esa fLFkr lHkh VSDLV
dks pquus ds fy, fd;k tkrk gSA

Duplicate : bl fodYi dk iz;ksx pqus gq, Objects dh ,d izfr blesa FkksM+k ifjofrZr djus ds
fy, fd;k tkrk gSA bl nwljh izfr dks ge okafNr LFkku ekml IokWbUVj dh lgk;rk ls ij ys
tkdj iz;ksx esa ys ldrs gSaA bl fodYi ds iz;ksx ls ge ftu Objects dh izfr rS;kj djrs gSa]
os foUMkst ds fDyicksMZ ij dkWih ugha gksrs gSaA ;fn geus dksbZ Hkh Object ugha pquk gS] rks ;g
fodYi lfØ; ugha gksrkA

Delete Slide :  bl fodYi dk iz;ksx Slide View esa ekWuhVj LØhu ij iznf'kZr gksus okyh
LykbM dks feVkus ds fy, fd;k tkrk gSA

Find : bl fodYi dk iz;ksx mi;ksxdrkZ viuh izLrqfr esa fdlh 'kCn vFkok 'kCn lewg dks
[kkstus ds fy, djrs gSaA

Replace : bl fodYi dk iz;ksx ge viuh izLrqfr esa fdlh 'kCn vFkok 'kCn lewg dks fdlh
vU; 'kCn vFkok 'kCn lewg ls cnyus ds fy, djrs gSaA bl fodYi dk iz;ksx djus ij ekWuhVj
LØhu ij Replace MkW;ykx ckWDl iznf'kZr gksrk gSA

Link : bl fodYi dk iz;ksx izLrqfr ls Link Object dh fof'k"Vrkvksa (Characteristics) esa
ifjorZu djus ds fy, fd;k tkrk gSA bl fodYi dk iz;ksx djus ij LØhu ij Link MkW;ykx
ckWDl iznf'kZr gksrk gSA bl MkW;ykx ckWDl esa gekjh izLrqfr esa lHkh Linked Objects dh lwph
,oa mudk izdkj iznf'kZr gksrk gSA Change Source cVu ij fDyd djus ij LØhu ij MkW;ykx
ckWDl iznf'kZr gksrk gSA bl MkW;ykx ckWDl esa gesa ml Object ds fy, tks Hkh Qkby pquuh gS]
ml Qkby dks pqudj iq'k cVu OK ij fDyd djus ij ;g Object ml Qkby ls Link gks
tkrk gSA
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Break Link  cVu ij fDyd djus ls bl Objcet dk lEcU/k blds Source izksxzke ls
lekIr gks tkrk gS vkSj ;g gekjh izLrqfr esa ,d LorU= vkWCtsDV dh Hkk¡fr jgrk gSA ikWoj
IokWbUV bl Object dk lEcU/k (Link) blds Source izksxzke ls lekIr djus ls iwoZ ,d psrkouh
lUns'k LØhu ij iznf'kZr djrk gS fd ;fn ge bl lEcU/k dks lekIr dj nsaxs rks ;g Object

fp= ds :i esa ifjofrZr gks tk,xk ,oa bl dk;Z dks ge Undo ugha dj ldrsA vc OK cVu
ij fDyd djds ge bl Object dk lEcU/k mlds Source ,Iyhds'ku izksxzke ls lekIr dj
ldrs gSaA

Object : bl fodYi dk iz;ksxdrkZ ml le; djsxk tcfd fdlh vU; ,Iyhds'ku izksxzke ds
Object dk iz;ksx viuh izLrqfr esa fd;k gSA bl fodYi dk iz;ksx Object dk lEiknu mlds
Source ,Iyhds'ku izksxzke esa tkdj djus vFkok ;fn lEHko gks rks bls fdlh vU; QkWjesV esa
ifjofrZr djus ds fy, fd;k tkrk gSA

izk:i fodYi izk:i fodYi izk:i fodYi izk:i fodYi izk:i fodYi (Format Menu) : bl fodYi esa LykbM ds izk:i ds ckjs esa cgqr ls fodYi
gksrs gSaA

QksUV~l QksUV~l QksUV~l QksUV~l QksUV~l (Fonts) : bl fodYi ls QksUV] QksUV lkbt] QksUV LVkby] QksUV dyj vkfn dk
fu/kkZj.k fd;k tkrk gSA bl fodYi dks fdlh VsDLV dks Vkbi djus ls iwoZ ;k Vkbi djus ds ckn
fd;k tk ldrk gSA Vkbi djus ds ckn ;fn ifjorZu djuk gS rc okafNr VSDLV dks pquuk
gksxkA fHkUu&fHkUu izdkj ds QksUV~l miyC/k gksrs gS muesa ge viuh vko';drkuqlkj QksUV dk
pquko dj ldrs gSaA blh rjg QksUV LVkby dh lwph Hkh iznf'kZr gksrh gS ftuesa jsxqyj] cksYM]
bVkfyd ;k cksYM bVkfyd fodYi gksrs gSa] buesa ls Hkh gesa ftl rjg ls VSDLV dks iznf'kZr
djuk gS mlh rjg dk LVkby pqu ldrs gSaA QksUV lkbt okys ckWDl esa ftl vkdkj dk QksUV
ges ysuk gS ge ys ldrs gSaA QksUV ds Mk;ykWx ckWDl esa gh fuEu fodYi Hkh miyC/k gS& vUMj
ykbu] 'ksMks] ,Eckst] lqij fLØIV] lc fLØIVA vxj gesa fdlh VSDLV dks js[kkafdr djuk gS rc
ge vUMj ykbu fodYi dks pqusaxsA fdlh VSDLV dks Nk;knkj n'kkZuk gS rc 'ksMks fodYi dke
esa ysaxsA ;fn gesa VSDLV dks mHkjk gqvk n'kkZuk gS rc ge ,Eckst fodYi dk iz;ksx djsaxsA jaxksa
dk p;u Hkh ge viuh vko';drkuqlkj dj ldrs gSaA blds fy, dyj fodYi miyC/k gSA

cqyV cqyV cqyV cqyV cqyV (Bullet) : vxj gesa VSDLV dks cqyV ds lkFk n'kkZuk gS rc bl fodYi dk p;u djuk
gksxkA cqyV dks fofHkUu izdkj ls fpf=r fd;k tk ldrk gSA ge viuh vko';drkuqlkj fdlh
Hkh fp= dks cqyV dh Hkk¡fr dke esa ys ldrs gSaA

vykbuesUV vykbuesUV vykbuesUV vykbuesUV vykbuesUV (Alignment) : dbZ ckj VSDLV dks vyx&vyx rjhds ls vykbu djuk gksrk gSA
bl fodYi dk iz;ksx djus ij pkj mifodYi Left, Centre, Right ,oa Justify iznf'kZr gksrs gS
gesa viuh vko';drkuqlkj blesa ls fdlh ,d fodYi dk p;u djuk gksxkA

ykbu Lisflax ykbu Lisflax ykbu Lisflax ykbu Lisflax ykbu Lisflax (Line Spacing) : fy[ks x;s VSDLV dh ykbuksa ,oa isjkxzkQ ds e/; nwjh ds
fu/kkZj.k dk fodYi Hkh miyC/k gSA ge viuh vko';drkuqlkj ykbuksa ds e/; nwjh dks c<+k ;k
?kVk ldrs gSaA blh rjg ,d isjkxzkQ dh nwjh nwljs isjkxzkeQ ds chp ?kVk ;k cM+k ldrs gSaA

psat dsl psat dsl psat dsl psat dsl psat dsl (Change Case) : izLrqrhdj.k rS;kj djrs le; ge VSDLV dks  Vkbi djrs gSA
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Vkbfiax djrs le; dbZ ckj dsl (Case) dh =qfV jg ldrh gSA mnkj.kkFkZ gesa lHkh v{kj vaxzsth
ds cM+s v{kjksa dh Hkkafr fy[kuk gksrk gSA ijUrq xyrh ls ge NksVs v{kj Vkbi dj nsrs gSaA ,slh fLFkfr
esa ml VSDLV dks gVk dj u;k VSDLV fy[kus dh ctk, ge past dsl fodYi dk iz;ksx djsaxsA bl
fodYi esa ikap mifodYi gksrs gS ftUgsa ge viuh vko';drkuqlkj dke esa ys ldrs gSaA ;g
mifodYi gS& lsUVsUl dsl] yksvj dsl] vij dsl] VkbVy dsl ,oa Vksxy dslA

fjiysl QksUV~l fjiysl QksUV~l fjiysl QksUV~l fjiysl QksUV~l fjiysl QksUV~l (Replace Fonts) %  %  %  %  % izLrqfr esa iz;ksx fd, x, fdlh QksUV dks ;fn fdlh vU;
QksUV esa ifjofrZr djuk gks rc bl fodYi dk iz;ksx fd;k tkrk gSA bl fodYi dk iz;ksx
djus ij fLØu ij ,d MkW;ykx ckWDl iznf'kZr gksrk gSA ftlesa nks ckWDl fn, tkrs gSa igyk
fjiysl dgykrk gS vFkkZr ftl QksUV dk ifjorZu djuk gS mls Pull Down Arrow  ls pqu ysrs
gSaA rRi'pkr~ uhps okys ckWDl ftls With }kjk n'kkZ;k tkrk gS mleas Pull Down Arrow ls ml
QksUV dks pqusaxs ftldh gesa vko';drk gSA bl izdkj iw.kZ izLrqfrdj.k esa tgka¡&tgka¡ Replace esa
fy[kk QksUV gksxk ogka&ogka With esa pqus x;s QksUV ds vuqlkj Replace dj nsxkA

LykbM fMtkbu LykbM fMtkbu LykbM fMtkbu LykbM fMtkbu LykbM fMtkbu (Slide Design) : bl fodYi ds }kjk ge LykbM dh fMtkbu esa ifjorZu
dj ldrs gSaA tSlk fd ge igys v/;;u dj pqds gSaA ;gka fMtkbu VsEiysV iznf'kZr gksaxs ftueas
ls ge viuh vko';drkuqlkj fdlh ,d VsEiysV dk p;u djsxsaA

LykbM ysvkmV LykbM ysvkmV LykbM ysvkmV LykbM ysvkmV LykbM ysvkmV (Slide Layout) :     bl fodYi ds }kjk LykbM ds orZeku ysvkmV esa ifjorZu
fd;k tk ldrk gSA bl fodYi dks p;u djus ij LykbM ysvkmV dh fp=e; lwph iznf'kZr
gksxh] ftuesa ls ge viuh vko';drk vuqlkj fdlh ,d ysvkmV dk p;u dj ysaxsA

LykbM csdxzkm.M LykbM csdxzkm.M LykbM csdxzkm.M LykbM csdxzkm.M LykbM csdxzkm.M (Slide Background) : bl fodYi ds }kjk izLrqrhdj.k dh fdlh ,d ;k
lHkh LykbM~l ds csdxzkm.M dk jax ifjofrZr fd;k tk ldrk gSA bl fodYi ,d vU;
egRoiw.kZ fodYi Fill Effects Hkh gksrk gSA ftlds }kjk LykbM esa dbZ rjg ls Effects fn;s tk
ldrs gSaA ;g Effects gksrs gS Gradients, Texture, Pattern ,oa Picture.

gsMj ,oa QqVj gsMj ,oa QqVj gsMj ,oa QqVj gsMj ,oa QqVj gsMj ,oa QqVj (Header and Footer) :- izLrqrh dk fuekZ.k djrs le; dbZ ckj mi;ksxdrkZ
pkgrk gS fd muds Header ¼i`"B ds lcls Åij½ rFkk Footer ¼i`"B ds lcls uhps dk fgLlk½
esa dqN tkudkjh ns ldsA mnkgj.kkFkZ Footer esa laLFkku dk uke ftuds fy, izLrqrhdj.k
iznf'kZr fd;k tk jgk gS og fn[kykbZ nsA ogha Footer esa dqN VSDLV LykbM Øekad rFkk fnukad
,oa le;A blds fy, gesa O;w eSU;wesa Header, Footer fodYi pquuk gksxk vkSj mlds vuqlkj
tkudkjh nsuh gksxhA ge pkgs rks Header and Footer dks lHkh LykbM ds fy, ,d leku ns
ldrs gSaA-

QkbZy fodYi QkbZy fodYi QkbZy fodYi QkbZy fodYi QkbZy fodYi (File Menu) % % % % % bl eSU;wesa ikWoj IokbWUV dh ubZ izLrqfr cukus] igys ls cuh
izLrqfr dks [kksyus] [kqyh gqbz izLrqfr dks cUn djus] izLrqfr esa fd, x, ,fMfVax dks Save djus
ds] i`"B lSVvi ds fu/kkZj.k] fizUV djus ,oa ikWoj IokWbUV izksxzke ls ckgj tkus ls lEcfU/kr
fodYi gksrs gSaA
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U;w U;w U;w U;w U;w (New) : bl fodYi dk iz;ksx ubZ izLrqfr cukus dh izfØ;k dks 'kq: djus ds fy, fd;k tkrk
gSA bl dk;Z dks LVSUMMZ Vwyckj ij ij Open vkbdu ij fDyd djds Hkh fd;k tk ldrk gSA

vksiu vksiu vksiu vksiu vksiu (Open) : bl fodYi dk iz;ksx igys ls cuh gqbZ izLrqfr dks [kksyus ds fy, fd;k tkrk
gSA bl fodYi dk iz;ksx djus ij iznf'kZr gksus okys Open MkW;ykx ckWDl esa okafNr Qkby dks
mldh Mªkbo ,oa Mk;jsDVªh esa tkdj [kksy ldrs gSaA ge ikWoj IokWbUV esa Presentation File

ftldk foLrkfjr uke .PPT gksrk gSA

Dykst Dykst Dykst Dykst Dykst (Close) : bl fodYi dk iz;ksx orZeku esa [kqyh gqbZ izLrqfr dks cUn djus ds fy, fd;k
tkrk gSA ;fn bl le; ,d ls vf/kd izLrqfr;ksa dks [kksyk gqvk gS] rks bl fodYi dk iz;ksx
djus ij ge orZeku [kqyh gqbZ izLrqfr ls ckgj vkdj blds ckn okyh izLrqfr ij igqa¡p tkrs gSaA
;fn geus ,d gh izLrqfr dks [kksyk gqvk gS rks ge blls ckgj vk tkrs gSaA

la/kkj.k la/kkj.k la/kkj.k la/kkj.k la/kkj.k (Save) : ,e-,l- vkWfQl ds lHkh izksxzkEl dh Hkk¡afr bl fodYi dk iz;ksx orZeku
lfØ; izLrqfr esa fd, x, dk;Z dks eseksjh esa lqjf{kr (Save) djus ds fy, fd;k tkrk gSA ;fn
fdlh ,slh Qkby ds fy, bl fodYi dk iz;ksx dj jgs gSa] ftls geus vHkh rd Save ugha fd;k
gS rks] bl fodYi dk izHkko blls vxys fodYi Save As dh Hkka¡fr gksrk gSA

lso ,t lso ,t lso ,t lso ,t lso ,t (Save As) : bl fodYi ds iz;ksx ls orZeku esa [kqyh gqbZ izLrqfr dks fdlh vU; uke
ls Save djus ds fy, fd;k tkrk gSA bl fodYi dk iz;ksx djus ij iznf'kZr gksus okys MkW;ykx
ckWDl esa File Name ds uhps fn, x, VSDLV ckWDl esa Qkby dk okafNr uke Vkbi djds bls
ftl Mªkbo vFkok Mk;jsDVªh esa Save djuk gS] mls Drives ,oa Directories okys Hkkx esa pqudj
OK  cVu ij fDyd djds bl dk;Z dks fd;k tkrk gSA fdlh ubZ izLrqfr ds fy, Save fodYi
dk iz;ksx djus ij Hkh ;gh MkW;ykx ckWDl LØhu ij iznf'kZr gksrk gSA

fizUV fizUV fizUV fizUV fizUV (Print) : bl fodYi dk iz;ksx orZeku [kqyh gqbZ izLrqfr (Presentation) dh LykbM~l dk
fizUV izkIr djus ds fy, fd;k tkrk gSA bl fodYi dk iz;ksx djus ij LØhu ij Print MkW;ykx
ckWDl iznf'kZr gksrk gSA bl izLrqfr esa ls ge D;k fizUV djuk pkgrs gSa ;g Print What ds lkeus
cus ckWDl ds Pull Down Arrow ij fDyd djus ij iznf'kZr gksus okyh lwph esa ls p;u dj
ldrs gSaA Copies ds lkeus okys ckWDl esa ;g fu/kkZfjr fd;k tkrk gS fd gesa fizUV dh fdruh
izfr;ka¡ pkfg,A Slide Range okys Hkkx esa ;g fu/kkZfjr fd;k tkrk gS fd gesa viuh izLrqfr esa
fdruh LykbM~l ds fizUV fudkyrs gSA ;fn ge All fodYi dks pqurs gSa rks izLrqfr dh lHkh
LykbM~l ds fizUV] ;fn ge Current Slide fodYi dks pqurs gSa rks izLrqfr dh orZeku LykbM dk
fizUV ,oa ;fn ge Slides fodYi dks pqurs gSa rks blds vkxs cus VSDLV ckWDl esa nh xbZ Range

ds vuq:i LykbM~l ds fizUV izkIr dj ldrs gSaA bl MkW;ykx ckWDl esa lcls uhps Ng fofHkUu
pSd ckWDl fn, gksrs gSaA bu Check Boxes dks pquus ij D;k dk;Z fd;k tk ldrk gS] ;g
fuEukuqlkj gS&
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fp= 6-41 fizUV ys&vkmV

Print to File bl pSd ckWDl dks pquus ij ge viuh izLrqfr ds fizUV u dj Qkby ds
:i esa izkIr dj ldrs gSaA

Print Hidden Slides bl pSd ckWDl dks pquus ij ge mu LykbM~l dk fizUV izkIr dj ldrs
gSa] ftudks geus Tools eSU;wesa Hide fodYi dk iz;ksx djds Nqik;k gqvk
gSA

Black & White bl pSd ckWDl dks pquus ij LykbM esa Fill fd, x, lHkh jaxksa dk fizUV
dsoy 'osr&';ke jaxksa esa gh izkIr fd;k tk ldrk gSA

Collate Copies bl pSd ckWDl ij fDyd djus ls ;fn ge ,d ls vf/kd izfr;ksa dk
fizUV fudkyuk pkgrs gSa rks] igys lEiw.kZ izLrqfr dk fizUV fudkyus ds
ckn gh vxyh izfr;ksa dk fizUV fudysxkA

Scale to Fit Paper bl pSd ckWDl ij fDyd djus ls Printer Setup esa p;fur vkdkj ds
dkxt ds vkdkj] esa izLrqfr dk fizUV izkIr fd;k tk ldrk gSA

Pure Black & White bl pSd ckWDl rFkk Black & White pSd ckWDl esa dsoy vUrj bruk gh
gS fd ;g fp=ksa dks Hkh Grayscale esa ifjofrZr djds fizUV djrk gSA

Print MkW;ykx ckWDl esa iq'k cVu Printer ij fDyd djus ls dEI;wVj esa LFkkfir (Installed)

fizUVlZ dh lwph iznf'kZr gksrh gSA
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bl lwph esa ls okafNr fizUVj ls ge fizUV fudky ldrs gSaA

,fDtV ,fDtV ,fDtV ,fDtV ,fDtV (Exit) :  bl fodYi dk iz;ksx djus ij mi;ksxdrkZ ,e-,l- ikWoj IokWbUV ls ckgj vk
ldrs gSaA ;fn geus [kqyh izLrqfr esa fd, x, ifjorZuksa dks Save ugha fd;k gS rks ikWoj IokWbUV
bl izLrqfr dks gels Save djus ds fy, iwNrk gSA ge ifjorZuksa dks Save djuk pkgrs gSa rks
Yes rFkk Save ugha djuk pkgrs gSa rks No cVu ij fDyd dj nsrs gSaA Save djus dh izfØ;k
blh eSU;w ds fodYi Save ds leku iw.kZ gksdj vFkok No iq'k cVu ij fDyd djds ge ikWoj
IokWbUV ls ckgj vk ldrs gSaA

bUlVZ eSU;bUlVZ eSU;bUlVZ eSU;bUlVZ eSU;bUlVZ eSU;w (Insert Menu)

bl eSU;w esa orZeku izLrqfr esa ubZ LykbM tksM+us] fdlh vU; Qkby ls LykbM tksM+us] fDyi
vkVZ vFkok vU; Objects dks tksM+us ds fy, fodYi fn, gksrs gSaA

New Slide : bl fodYi dk iz;ksx orZeku izLrqfr esa ubZ LykbM tksM+us ds fy, fd;k tkrk gSA
bl fodYi dk iz;ksx LVsVl ckj ij iznf'kZr gksus okys New Slide ij fDyd djds Hkh fd;k
tk ldrk gSA bl fodYi dk iz;ksx djus ij LØhu ij U;w LykbM MkW;ykx ckWDl iznf'kZr gksrk
gSA bl MkW;ykx ckWDl esa LykbM ds fy, fofHkUu Auto Layouts fn, gksrs gSaA bu Auto

Layouts esa ls fdlh ,d Layout dks LykbM ds fy, fu/kkZfjr fd;k tk ldrk gSA bu Auto

Layouts esa ls tc mi;ksxdrkZ fdlh Layout dks pqurk gSa] rks bl Layout dk D;k izk:i gS]
bldh tkudkjh Help cVu ds uhps cus ckWDl esa iznf'kZr gksrh gSA

Date : bl fodYi dk iz;ksx dsoy Master Pages ij gh fd;k tk ldrk gSA bl fodYi dk
iz;ksx eq[; i`"B ij LykbM 'kks ds nkSjku orZeku frfFk dks iznf'kZr djus ds fy, fd;k tkrk
gSA

Time : bl fodYi dk iz;ksx mi;qZä fodYi Date dh gh Hkk¡fr ekLVj i`"B ij LykbM 'kks ds
nkSjku orZeku le; dks iznf'kZr djus ds fy, fd;k tkrk gSA mi;qZä fodYi ,oa bl fodYi
esa vUrj dsoy bruk gh gS] Date ds fy, iznf'kZr gkus okys VSDLV ckWDl esa @@ iznf'kZr gksrk
gS vkSj Time ds fy, iznf'kZr gksus okys VSDLV ckWDl esas %% iznf'kZr gksrk gSA

Page Number : bl fodYi dk iz;ksx eq[; i`"B ij LykbM 'kks ds nkSjku i`"B la[;k iznf'kZr
djus ds fy, fd;k tkrk gSA bl fodYi dk iz;ksx djus ij iznf'kZr gksus okys VSDLV ckWDl esa
## iznf'kZr gksrk gSA ;fn ge Insert dh xbZ Date, Time vFkok Page Number dks pqudj buesa
ls fdlh dks Insert djus ds fy, mi;qZä fodYiksa esa ls fdlh ,d dk iz;ksx djrs gSa rks ;g mlh
VSDLV ckWDl esa orZeku Insert ds ckn Insert gks tkrk gSA

Slides from File : bl fodYi dk iz;ksx orZeku izLrqfr esa fdlh vU;  Qkby dh LykbM~l
dks Insert djus ds fy, fd;k tkrk gSA bl fodYi dk iz;ksx djus ij LØhu ij Insert File

uked MkW;ykx ckWDl iznf'kZr gksrk gSA ;g MkW;ykx ckWDl Open fodYi ds iz;ksx }kjk iznf'kZr
gksus okys MkW;ykx ckWDl ds leku gh gksrk gSA bl MkW;ykx ckWDl esa gesa okafNr izLrqfr Qkby
esa ls LykbM~l dks orZeku izLrqfr Qkby esa Insert djuk gS] ml Qkby ds uke ij ekml
IokWbUVj ykdj nks ckj vFkok ml Qkby dks pqu dj OK cVu ij fDyd djuk gksxkA



183

Slides from Outlines : bl fodYi dk iz;ksx fdlh vU; izLrqfr Qkby ds vkmVykbUl dks
orZeku izLrqfr esa Insert djus ds fy, fd;k tkrk gSA bl fodYi dk iz;ksx djus ij Insert

Outlines uke ls ,d MkW;ykx ckWDl iznf'kZr gksrk gSA bl MkW;ykx ckWDl dk iz;ksx mi;qZä
fodYi ds vuqlkj gh fd;k tk ldrk gSA

Clip Art : bl fodYi dk iz;ksx orZeku izLrqfr esa fDyi vkVZ xSyjh ls fdlh fDyi vkVZ dks
Insert djus ds fy, fd;k tkrk gSA bl fodYi dk iz;ksx djus ij LØhu ij fDyi vkVZ xSyjh
MkW;ykx ckWDl dk izn'kZu gksrk gSA bl MkW;ykx ckWDl esa ls okafNr fDyi vkVZ dks ekml
IokWbUVj dh lgk;rk ls pqudj nks ckj fDyd djds mls orZeku izLrqfr esa Insert fd;k tk
ldrk gSA bl MkW;ykx ckWDl esa uhps fn, x, Hkkx esa nks cVu iznf'kZr gksrs gSaA buesa igys cVu
ij pquh xbZ fDyi vkVZ dh Catagory ,oa nwljs cVu ij pquh xbZ fDyi vkVZ dk 'kh"kZd iznf'kZr
gksrk gSA bu cVu ij fDyd djus ls LØhu ij ,d vU; MkW;ykx ckWDl Edit Picture

Information iznf'kZr gksrk gSA bu MkW;ykx ckWDl esa ge pquh xbZ fDyi vkVZ dh Catagory ,oa
mlds Description dks cny ldrs gSaA

Insert Picture : bl fodYi dk iz;ksx orZeku izLrqfr esa fp= QkWjesV dh Qkby dks Insert

djus ds fy, djrs gSA bl fodYi dk iz;ksx djus ij LØhu ij Insert Picture MkW;ykx ckWDl
iznf'kZr gksrk gSA bl MkW;ykx ckWDl esa ls okafNr fp= dh Qkby dks pqudj OK cVu  ij
fDyd djus ij orZeku izLrqfr dh ml izLrqfr] tks fd bl le; LØhu ij iznf'kZr gks jgh gS]
esa Insert gks tkrh gSA

Microsoft Word Table : bl fodYi dk iz;ksx orZeku izLrqfr esa ekbØkslkW¶V oMZ dh Vscy
dks Insert djus ds fy, fd;k tkrk gSA bl fodYi dk iz;ksx djus ij LØhu ij Insert Word

Table uked MkW;ykx ckWDl iznf'kZr gksrk gSA bl MkW;ykx ckWDl esa Number of Columns ds
uhps cus ckWDl esa Insert dh tkus okyh Vscy ds LrEHkksa dh la[;k ,oa Number of Rows ds uhps
iznf'kZr gksus okys ckWDl esa Insert dh tkus okyh Vscy ds fy, iafä (Row) dh la[;k fu/kkZfjr
djus ds fy, iz;ksx fd, tkrs gSaA LrEHkksa ,oa iafä;ksa dh la[;k fu/kkZfjr djus ds ckn OK vk;du
ij fDyd djus ls ;g Vscy gekjh izLrqfr dh LØhu ij iznf'kZr gksus okyh LykbM ij Insert gks
tkrh gSA vc ikWoj IokWbUV esa ,d eSU;wTable vkSj tqM+ tkrk gSA bl eSU;wesa fn, x, fodYiksa dk
iz;ksx ,e- ,l- oMZ ds leku Vscy dh QkWjesfVax ds fy, fd;k tkrk gSA ftldk v/;;u vki
iwoZ esa dj pqds gSaA

Object : bl fodYi dk iz;ksx ge viuh izLrqfr esa fdlh vU; ,Iyhds'ku izksxzke ls dksbZ Object

Insert djus ds fy, djrs gSaA bl fodYi dk iz;ksx djus ij LØhu ij Insert Object MkW;ykx
ckWDl izLrqr gksrk gSA bl MkW;ykx ckWDl es Object Type ds uhps okys Hkkx esa fofHkUu izdkj ds
,Iyhds'ku izksxzkEl dh lwph iznf'kZr gksrh gSA bl lwph esa ls ge ml izksxzke dks pqu ldrs gSa] ftl
,Iyhds'ku izksxzke ds Object dks ge viuh izLrqfr esa Insert djuk pkgrs gSaA bl MkW;ykx ckWDl
esa nks fodYi Create New ,oa Create from File gksrs gSaA Create New fodYi dks pquus ij ge
ml izksxzke esa tkdj okafNr Object dks rS;kj dj ldrs gSaA bl Object dks rS;kj dj ldrs gSaA
iqu% izLrqfr ij vkus ds fy, gesa Alt dqath ,oa F4 QaD'ku dqath dks nckuk gksxkA Create From
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File fodYi ls ge okafNr File dks Object dh Hkk¡fr dke esa ys ldrs gSaA gesa ;gk¡a ij File dk uke
vkSj og dgk¡a la/kkfjr gS mldh tkudkjh nsuh gksxhA blesa fn, x, Link psd ckWDl dks pquus ls
Object dh Lkzksr File ,oa izksxzke ls laca/k LFkkfir gks tkrk gSA

View Menu : bl eSU;wesa fofHkUu izdkj ds Views, Vwyckj dks viuh vko';drkuqlkj O;ofLFkr
djus ds fy, fodYi fn, gksrs gSaA

Slide : bl izdkj ds View esas ge ekWuhVj LØhu ij viuh izLrqfr esa ,d LykbM dks gh ns[k
ldrs gSaA bl LykbM dk lEiknu dk;Z ;gk¡a fd;k tk ldrk gS vFkkZr~ ge ;gka¡ ij VSDLV Vkbi
dj ldrs gSa] LykbM ds ysvkmV esa ifjorZu dj ldrs gSa] LykbM esa xzkfQDl tksM+ ldrs gSa]
fofHkUu vkd`fr;ka¡ cuk ldrs gSa vkfnA

Master : bl fodYi dk iz;ksx djus ij bldk ,d mi&eSU;wLØhu ij iznf'kZr gksrk gSA bl
mi&eSU;wesa pkj fodYi fn, gksrs gSa& Slide Master, Outline Master, Handout, Master ,oa
Note Master A Slide Master fodYi dk iz;ksx djus ij LØhu ij LykbM ds Åij fLFkr
'kh"kZd ,oa VSDLV ds fy, Formated Placeholders ds lkFk os lHkh Background Items Hkh
iznf'kZr gksrs gSa] ftudk izn'kZu ge LykbM ij pkgrs gSaA ;fn ge LykbM ekLVj esa dqN ifjorZu
djuk pkgrs gSa rks] og ifjorZu lHkh LykbM~l ds fy, izHkkoh gksrk gSA bl izn'kZu esa Master

Title (Title Area for Auto Layouts) okyk Hkkx LykbM ds VSDLV ds fy, Formated Palceholder

dh Hkk¡fr iz;ksx fd;k tkrk gSA ;gka ij ge LykbM ds VSDLV ds fy, Font, Font Size, Font

dk jax] 'kh"kZd dk Alignment vkfn dks fu/kkZfjr djrs gSaA blh izdkj Outline Master esa
mi;ksxdrkZ vkmVykbUl View ds fy, Master Page dks lSV djrk gSA Handout Master esa
ge Handouts ds fy, ,oa Notes Master esa ge Speaker’s Notes ds fy, izk:i r; dj ldrs
gSaA

,fues'ku ,fues'ku ,fues'ku ,fues'ku ,fues'ku (Animation)

izLrqrhdj.k esa n`'; ,oa VSDLV dks fofHkUu izdkj ls ,fues'ku ds izHkko fn, tk ldrs
gSa ftlls izLrqrhdj.k vkSj Hkh izHkkoh gks tkrk gSA ,fues'ku fodYi ls ge VSDLV] fDyivkVZ]
fiDpj vkfn dks fofHkUu ,fues'ku izHkko ns ldrs gSaA ,fues'ku dk ;g fodYi LykbM 'kks eSU;wesa
miyC/k gSA LykbM 'kks eSU;wesa nks fodYi miyC/k gS& ,fues'ku Ldhe ,oa dLVe ,fues'kuA

,fuesfVax fiDplZ ,oa VSDLV ,fuesfVax fiDplZ ,oa VSDLV ,fuesfVax fiDplZ ,oa VSDLV ,fuesfVax fiDplZ ,oa VSDLV ,fuesfVax fiDplZ ,oa VSDLV (Animating Pictures and Text)

izLrqrhdj.k esa iz;qä fp= ,oa VSDLV esa fofHkUu ,fues'ku izHkko nsdj izLrqrhdj.k dks
vkSj Hkh izHkkoh cuk;k tk ldrk gSA dbZ rjg ds izHkko ge ,fues'ku fodYi dks p;u dj ds
dke esa ys ldrs gSaA Slide Show eSU;w,uhes'ku Ldhe] dLVe ,fues'ku rFkk LykbM Vªkaft'ku
mi fodYi gksrs gSaA ,fues'ku Ldhe dks pquus ij dbZ izdkj ds ,uhes'ku izHkkoksa dh ,d lwph
LØhu ij iznf'kZr gksrh gSA mi;ksxdrkZ buesa ls fdlh dk Hkh p;u vius izLrqrhdj.k dh
vko';drkuqlkj dj ldrk gSA dLVe ,uhes'ku fodYi esa mi;ksxdÙkkZ viuh vko';drkuqlkj
VSDLV] fp=ksa esa ,uhes'ku izHkko viuh vko';drkuqlkj ns ldrk gSA
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fp= 6-42 ,uhes'ku izHkko

okLro esa izLrqrhdj.k esa gesa gj ,d izLrqrh n`'; ds fy, n'kZdksa ds fglkc ls le; dk

fu?kkZj.k fd;k tkrk gSA fdrus le; rd fdl LykbM dks LØhu ij j[kuk gS ;g cgqr egRoiw.kZ

gSA dgha ,slk u gks fd ftl tkudkjh dks ge izLrqr djuk pkgrs gSa mls ikus okys dks mruk le;

gh ugha fey ik;s fd og izLrqr tkudkjh dks i< ldsA ,d&,d LykbM ds fy, VkbZe r; fd;k

tk ldrk gSA mi;ksxdrkZ dk nsuk gksxk Rehearse Timing ls ge ,d&,d LykbM ds fy, le;

r; dj ldrs gSA bl fodYi ds }kjk LØhu ij le; r; djus gsrq ,d MkW;ykx ckWDl vkrk

gSA ftlesa Play cVu nckrs gh le; 'kq: gksrk gSA ftrus lSd.M ;k feuV gesa izLrqrh dks nsuk

gSA mrus le; ckn ge Stop cVu nck nsaxsA VkbZej blesa pyrk jgsxkA bl rjg iwjs izLrqrhdj.k

dk dqy le; Hkh ge r; dj ldrs gSaA ;fn lHkh LykbM dks leku le; nsuk gS rks og Hkh lEHko

gSA

Ungrouping and Grouping Picture From Clipart : bUlVZ fodYi ds }kjk ge dbZ fp=ksa

,oa fDyivkVZ dks izLrqrh esa dkWih djrs gSa budks ,d LFkku ls vU; LFkku ij ,d lkFk b/kj&

m/kj djuk gks rks gesa igys bu lc vCtsfDVo dks f'k¶V dqath ds lkFk ,d&,d dj fDyd djuk

gksxk fQj ekml ds Right Click ls Group fodYi dks pquus ls bu lHkh dk lewg cu tk;sxkA

vxj budks lewg esa ugha j[kuk gS rks ge Ungroup fodYi dks pqusaxsA-
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egÙoiw.kZ fcUnqegÙoiw.kZ fcUnqegÙoiw.kZ fcUnqegÙoiw.kZ fcUnqegÙoiw.kZ fcUnq

oMZ izkslslj  lkWIVos;j ftudk iz;ksx v{kjksa vFkok VSDLV dh izkslsflax ds fy, fd;k tkrk gs

oMZ izkslslj ls Qkby cuk ldrs gS] v{kjksa ds vkdkj] jax ]'kSyh cny ldrs gS] gSMj QqVj]]fpUg]

fpé vkfn Mky ldrs gSA

funsZ'k ubZ Qkby cukus ds fy, &Qkby &U;w ;k (ctrl + N)

Qkby dks Hk.Mkfjr djus ds fy, Qkby &lso ;k (ctrl + S)

v{kjksa dh 'ksSyh cnyus ds fy, cksYM]v.MjykbZu]o bVsfy;u Vwy ds p;u )kjk

ikafDr;ksa ,ykbu djus ds fy, QksjesV Vwy ij fLFkr fofHkUu ,ykbaesUV Vwyksa ls mi;qDr Vwy

ds p;u )kjk

ifjONsn dk izk:ihdj.k ifjPNsn dk p;u djus ds ckn QksjesaV ehuw& isjkxzkQ

gSMj o QqVjQkby ds izR;sd ist ds mij Mkys tkus okys VSDl dks gSzzzzMj o uhps Mkys tkus okys

VSDlV dks QqVj dgrs gSA ;gk¡a ge ist la[;k] fnukad vkfn Mky ldrs gSA

gSMj o QqVj Mkyus ds fy, O;w ehuw&gSMj QqVj

'kCnksa dh LiSfyax o O;kdj.k tka¡puk  ekbØkslkW¶V oMZ ml 'kCn ds uhps yky js[kk [khpa nsxk

ftldh LiSfyax xyr gksA ;fn okD; dh O;kdj.k xyr gks rks uhps gjs jax dh js[kk [khap nsrk

gS

LiSfyax o O;kdj.k lgh djuk ftl 'kCn dh LiSfyax ;k okD; dh O;kdj.k xyr gks ml ij

ekMy dk nk;ka cVu bckdj iznf'kZr lwph esa ls lgh fodYi dk p;u djsa A

lc fLØIV ;k lwij fLØIV esa cnyuk lc fLØIV o lqij fLØIV v{kjksa dks ykbZu ds mij

fy[kus ij lwij fLØIV o ykbZu ds uhps fy[kus dks lc fLØIV dgrs gSaA

fpg~u Mkyus ds fy,&bUlVZ eSU;w &flEcy fizUV djus ls igys Qkby ns[kuk Qkby &fizUV fizO;w

Qkby dks fizUV djuk Qkby &fizUV ;k (ctrl + P)

fo.Mkst esa cus gq;s fpé Mkyuk fo.Mkst esa cus gq;s fpé Mkyuk fo.Mkst esa cus gq;s fpé Mkyuk fo.Mkst esa cus gq;s fpé Mkyuk fo.Mkst esa cus gq;s fpé Mkyuk & bUlVZ ehuw& fiDpj

ist lsfVax ist dk vkdkj] vkd`fr ]ekftZu ]gSMj ]vkfn fuf'pr djuk

ist lsfVax ds fy, Qkby &ist lsVvi]

cwysV ;k uEcj  fcUnqvksa ds iwoZ uEcj ;k fo'ks"k fpUgksa dks dze'k% uEcj o cqysV dgrs gS A

cqysV ;k uEcj Mkyuk QkjesV ehuw& cwysV o uEcj
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ckWMZj o 'ksfMax ifjPNsn ds pkjksa vkSj js[kk [khpuk ckWMZj cukuk o isij dk csSdxzkm.M cus jax

Hkjuk 'ksfMx dgykrk gSA

'kCn <wa¡<uk ,fMV &QkbUM

cnyuk  ,fMV &fjIysl

lkj.kh Mkyuk bUlVZ &bsfcy

esy etZ  nks Qkbyksa dks feykuk esy &etZ dgykrk gSA blesa ,d Qkby esa vk¡dMs+ gksxs tks eq[;

Qkby esaa Mkys tk;sxsA vkdM+ksa okyh Qkby dks vkdM+ks dh Lkzksr Qkby dks eq[; Qkby dgrs gSA

ikWoj ikbZUV iztsUVs'ku ikWoj ikbZUV iztsUVs'ku ikWoj ikbZUV iztsUVs'ku ikWoj ikbZUV iztsUVs'ku ikWoj ikbZUV iztsUVs'ku orZeku ;qx esa lwpuk dk izLrqrhdj.k cgqr gh egRoiw.kZ fo"k; gks x;k

gSA lwpuk dk ltho izLrqrhdj.k vkt dh igyh vko';drk gSA

ikWoj ikbZUV dh lgk;rk ls LykbM~l (Slides) gs.M vkmV~l (Handouts) LihdlZ uksV~l  (Speaker

Notes) ,oa izLrqrhdj.k :ijs[kk (Outline) rS;kj dh tk ldrh gSA

izLrqrhdj.k dk fuekZ.k izLrqrhdj.k dk fuekZ.k izLrqrhdj.k dk fuekZ.k izLrqrhdj.k dk fuekZ.k izLrqrhdj.k dk fuekZ.k rhu rjg ls fd;k tk ldrk gS& [kkyh izLrqrhdj.k] VsEiysV dk

mi;ksx] vkWVks dUVsUV fotkMZA

ikWoj IokbZaV esa dbZ fo"k;ksa ij iwoZ fu/kkZfjr izLrqrhdj.k ds izk:i la/kkfjr jgrs gSaA

LykbM lksVZj LykbM lksVZj LykbM lksVZj LykbM lksVZj LykbM lksVZj ls viuh izLrqfr dks izR;sd LykbM dk y?kq fp= Øekuqlkj ns[k ldrs gSaA

fDyi vkVZ dk iz;ksx fDyi vkVZ dk iz;ksx fDyi vkVZ dk iz;ksx fDyi vkVZ dk iz;ksx fDyi vkVZ dk iz;ksx orZeku izLrqfr esa fDyi vkVZ xSyjh ls fdlh fDyi vkVZ dks Insert djus

ds fy, fd;k tkrk gSA

izLrqrhdj.k esa n`"; ,oa VSDLV izLrqrhdj.k esa n`"; ,oa VSDLV izLrqrhdj.k esa n`"; ,oa VSDLV izLrqrhdj.k esa n`"; ,oa VSDLV izLrqrhdj.k esa n`"; ,oa VSDLV dks fofHkUu izdkj ls ,fues'ku ds izHkko fn, tk ldrs gSa ftlls

izLrqrhdj.k vkSj Hkh izHkkoh gks tkrk gSA
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vH;klkFkZ iz'uvH;klkFkZ iz'uvH;klkFkZ iz'uvH;klkFkZ iz'uvH;klkFkZ iz'u

cgqp;ukRed iz'ucgqp;ukRed iz'ucgqp;ukRed iz'ucgqp;ukRed iz'ucgqp;ukRed iz'u

1 fuEu es ls dkSulk oMZ izkslslj gS \

¼v½ ekbØkslks¶V oMZ ¼c½ oMZ LVkj

¼l½ oMZ ijQSDV ¼n½ mi;qZDr lHkh

2 oMZ izkslslj eas dj ldrs gSa A

¼v½ v{kjkas ds vkdkj dks NksVk cM+k

¼c½ ist esa gSMj&QqVj Mky ldrs gaSA

¼l½ 'kCnksa dh LiSfyax dh tkap

¼n½ mijksDr lHkhA

3 :yj dke vkrh gS&

¼v½ v{kjksa dks xgjk djus dsA

¼c½ ist dk ekftZu fuf'pr djus dsA

¼l½ istksa dks vkxs&ihNs djus dsA

¼n½ mijksDr lHkhA

4 gSMj ds fy, LFkku gksrk gS&

¼v½ ist ds e/; esa

¼c½ ist ds Åijh fgLls ij

¼l½ ist ds uhpys fgLls ij

¼n½ mijksDr esa ls dksbZ ugha

5 ist dh vkd`fr (Orientation) gks ldrh gS&

¼v½ iksVªsV ¼c½ yS.MLdsi

¼l½ mijksDr nksuks ¼n½ mijksDr es ls dksbZ ugha

6- fp=kRed izLrqrhdj.k gsrq mi;ksxh gS &

¼v½ ,Dlsl ¼c½ ,Dlsy
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¼l½ ikoj ikbZUV ¼n½ mijksDr lHkh

7- LykbM ys vkÅV eq[;r% -------------- izdkj ds gksrs gSa&

¼v½ 4 ¼c½ 8

¼l½ 11 ¼n½ 9

8- iwoZ la/kkfjr izLrqrhdj.k dh lgk;rk ls izLrqrhdj.k rS;kj djus

gsrq funsZ'k gSa &

¼v½ Blank Presentation ¼c½ Template

¼l½ v o c nksuksa ¼n½ buesa ls dksbZ ugha

9- izLrqrhdj.k esa iz;qä LykbM~l ds y?kq fp= Øekuqlkj ns[kus gsrq

funsZ'k gS&

¼v½ Slide Shorter ¼c½ Template

¼l½ Slide Show ¼n½ Wizard

10- Delete Slide fodYi miyC/k gksrk gS &

¼v½ File esuw esa ¼c½ Format esuw esa

¼l½ Edit esuw esa ¼n½ mijksä lHkh

y?kwÙkjkRed iz'uy?kwÙkjkRed iz'uy?kwÙkjkRed iz'uy?kwÙkjkRed iz'uy?kwÙkjkRed iz'u

1 oMZ izkslslj dh ifjHkk"kk fyf[k;sA

2 ekbØkslks¶V oMZ esa Qkby dks Hk.Mkfjr djus ds fy, 'kkVZdV daqth (Shortcut Key)

D;k gaS \

3 lqijfLØIV o lcfLØIV fdls dgrs gaS \

4 gSMj ,oa QqVj fdls dgrs gSa \

5 fizUV fizO;w (Print Priview) dh D;k mi;ksfxrk gS \

6- LykbM ls D;k rkRi;Z gS \
7- LykbM ysvkÅV fdrus izdkj ds gksrs gS \
8- Rehearse Timing  ls D;k rkRi;Z gS \
9- LykbM esa fp= dSls Insert djrs gSa \
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fucU/kkRed iz'ufucU/kkRed iz'ufucU/kkRed iz'ufucU/kkRed iz'ufucU/kkRed iz'u

1 oMZ izkslslj ls vki D;k le>rs gS \ fdlh oMZ izkslslj es lkekU;r% D;k&D;k lqfo/kk,a
gksrh gS \

2 istksa ij gSMj rFkk QqVj Mkyus dh fof/k dk o.kZu dhft;sA

3 fdlh Hkh ist dks fizUV djus dh fof/k dk o.kZu dhft;sA

4 lkj.kh cukus dh fof/k dk o.kZu djksA

5 fuEu ij fVIi.kh fyf[k;sA

¼1½ cqysV ,oa uEcj

¼2½ v{kj 'kSyh (Text Style)

¼3½ LiSfyax o O;kdj.k tk¡pus dh lqfo/kk

6 esy&etZ ls D;k le>rs gS\ esy&etZ dh fof/k dk o.kZu dhft;sA

7- izLrqrhdj.k ls D;k rkRi;Z gS \ mldh mi;ksfxrk ij izdk'k MkysA

8- Auto Content Wizard ls izLrqrhdj.k ds fuekZ.k dh izfØ;k le>kb;sA

9- VkbVy] lc VkbVy ,oa VSDLV esa vUrj crykrs gq, ;g le>kb;s dh fdl rjg
izLrqrhdj.k esa ubZ LykbM mi;ksx esa ysrs gS ,oa buds jax ifjorZu gksrs gS \

10- ,fues'ku ls D;k rkRi;Z gS \ izLrqrhdj.k esa fdl rjg ,fues'ku mi;ksxh gksrk gS ,oa
dSls&dSls izHkko blds }kjk Mkys tk ldrs gSaA


