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PC Packages (Windows, MS Word, 
MS Excel, MS PowerPoint) 

 
 

UNIT–I 
 

MS Windows: Introduction to MS Windows; Features of Windows; Various versions of Windows 
& its use; Working with Windows; My Computer & Recycle bin ; Desktop, Icons and Windows 
Explorer; Screen description &working styles of Windows; Dialog Boxes & Toolbars; Working 
with Files &Folders; simple operations like copy, delete, moving of files and folders from one 
drive to another, Shortcuts & Auto starts; Accessories and Windows Settings using Control 
Panel- setting common devices using control panel, modem, printers, audio, network, fonts, 
creating users, internet settings, Start button& Program lists; Installing and Uninstalling new 
Hardware & Software program on your computer. 

UNIT–II 
 

Office Packages: Office activates and their software requirements, Word-processing, 
Spreadsheet, Presentation graphics, Database, introduction and comparison of various office 
suites like MS-Office, Lotus-Office, Star-Office, Open-Office etc.MS Word Basics: Introduction 
to MS Office, Introduction to MS Word, Features & area of use. 
Working with MS Word, Menus & Commands, Toolbars & Buttons, Shortcut Menus, Wizards 
&Templates, Creating a New Document, Different Page Views and layouts, Applying various 
Text Enhancements, Working with -Styles, Text Attributes, Paragraph and Page Formatting, 
Text Editing using various features ; Bullets, Numbering, Auto formatting, Printing & various print 
options 

UNIT–III 
 

Advanced Features of MS-Word: Spell Check, Thesaurus, Find & Replace; Headers & 
Footers, Inserting - Page Numbers, Pictures, Files, Auto texts, Symbols etc., Working with 
Columns, Tabs &Indents, Creation & Working with Tables including conversion to and from text, 
Margins & Space management in Document, Adding References and Graphics, Mail Merge, 
Envelops & Mailing Labels. Importing and exporting to and from various formats 
 

UNIT–IV 
 

MS Excel: Introduction and area of use, Working with MS Excel, concepts of Workbook & 
Worksheets, Using Wizards, Various Data Types, Using different features with Data, Cell and 
Texts, Inserting, Removing & Resizing of Columns & Rows, Working with Data & Ranges, 
Different Views of Worksheets, Column Freezing, Labels, Hiding, Splitting etc., Using different 
features with Data and Text; Use of Formulas, Calculations & Functions, Cell Formatting 
including Borders & Shading, Working with Different Chart Types; Printing of Workbook & 
Worksheets with various options. 

UNIT–V 
 

MS PowerPoint: Introduction & area of use, Working with MS PowerPoint, Creating a New 
Presentation, Working with Presentation, Using Wizards; Slides & its different views, Inserting, 
Deleting and Copying of Slides; Working with Notes, Handouts, Columns & Lists, Adding 
Graphics, Sounds and Movies to a Slide; Working with PowerPoint Objects, Designing & 
Presentation of a Slide Show, Printing Presentations, Notes, Handouts with print options. 
Outlook Express: Features and uses, Configuration and using Outlook Express for accessing  
E-mails in Office 
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PC Package 

 

 UNIT- 1 
 

 

Q1-Window D;k gS \ blds fofHkUu Version rFkk mldh fo”ks’krk;s fyf[k;s \ 

Q2-Window Operating System ds varxZr Desktop ess iznf”kZr gksus okys fofHkUu Option dks le>kb;sA 

Q3-Windowdh lajpuk dk lfp= o.kZu dhft,s \ 

Q4-Mk;ykWx ckWDl ls vki D;k le>rs gS \ 

Q5-Folder D;k gSa \ blls lacf/kr fofHkUu Operation dks le>kb;sA 

Q6-daVªksy iSuy ls vki D;k le>rs gSa \ blds eq[; programs dks le>kb;sA  

 

Unit – 2 

Q1-Office esa gksus okys dk;ksZ rFkk mlesa bLrseky gksus okys Software dks le>kb,\ 

Q2-fofHkUu izdkj ds Office suite dks le>kb, \ 

Q3-M.S. Office ds varxZr M.S. Word dks le>kb, \ 

Q4-M.S. Word esa fofHkUu Menus dks le>kb, \ 

Q5-M.S. Word esa Toolbar dks le>kb, \ 

Q6-M.S. Word esa u;k Document cukus ds pj.k fyf[k, \ 

Q7-M.S. Word esa Wizard vkSj template Option dk D;k mi;ksx gS le>kb, \ 

Q8-M.S. Word esa fofHkUu izdkj ds Page Views rFkk Layouts dks le>kb, \ 

Q9-M.S. Word esa Attribute dks le>kb, \ 

Q10-M.S. Word esa Font Dialog Box dks le>kb, \ 

Q11-Paragraph rFkk Page Formatting dks le>kb, \ 

Q12-M.S. Word easa Auto Formatting dks le>kb, \ 

Q13-M.S. Word esa ls Bullets and Numbering dks le>kb, \ 

Q14-M.S. Word esa Print djus ls lEcfU/kr Option dks le>kb, \ 

 

Unit – 3 

Q1-M.S. Word esa Spelling and Grammer Option dks le>kb, \ 

Q2-M.S. Word esa Thesaurus Option dks le>kb, \ 

Q3- M.S. Word esa Find & Replace Option dks le>kb, \ 

Q4-M.S. Word esa Header & Footer dks le>kb, \ 

Q5-M.S. Word esa Page Number dSls Insert djrs gSa le>kb, \ 

Q6-M.S. Word esa Pictures dks dSls Insert djrs gSa le>kb, \ 

Q7- M.S. Word esa fdlh nwljh File ds Content dks mi;ksx gks jgh File esa fdl izdkj Insert fd;k tkrk gS le>kb, 

\ 

Q8-M.S. Word esa Auto Text rFkk Auto Correct Option dks le>kb, \ 

Q9-Auto Text rFkk Autocorrect esa varj le>kb, \ 

Q10-M.S. Word esa Symbol Option dks le>kb, \ 

Q11-M.S. Word esa Column Option ds mi;ksx dks le>kb, \ 

Q12-M.S. Word easa Tab Option dks le>kb, \ 

Q13-M.S. Word esa Auto Shapes dks le>kb, \ 

Q14-M.S. Word esa Mail Marge dk iz;ksx dj Letter rS;kj djus ds Step fyf[k,A 

Q15-M.S. Word esa Mail Marge ds }kjk Envelope rFkk Lable fdl rjg cuk;k tkrk gS le>kb, \ 

Q16-M.S. Word esa Table dks Draw djus rFkk mlls lEcfU/kr fofHkUu Option dks le>kb, \ 

Q17-M.S. Word esa  Refrence lEcfU/kr fofHkUu Option dks le>kb, \  
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UNIT – 4 
Q1-M.S. Excel D;k gS \  blds Area of Use dks le>kb, \ 

Q2-M.S. Excel esa Working Environment dks le>kb, \ 

Q3-M.S. Excel esa eq[; Menubar dks le>kb, \ 

Q4-M.S. Excel esa Toolbar ls vki D;k le{krs gSaa \ 

Q5- odZcqd rFkk odZ”khV esa varj fyf[k, A 

Q6-,e ,l ,Dly es Wizard ds mi;ksx dks le>kb,sA 

Q7-,e ,l ,Dly es fofHkUu MsVk Vkbi ds mi;ksx dks le>kb,S Aa 

Q8-,e ,l ,Dly es jks (Row) rFkk dkye (Column)dks fdl  Ádkj Insert,Remove,Resize   fd;k tkrk gSa 

le>kb,Sa 

Q9- ,e ,l ,Dly Worksheet ds fofHkUu view ds mi;ksx dks le>kb,sA 

Q10- Excel esa data izfof”k’V djus dh fofHkUu rduhdksa dks le>kb,sa A 

Q11- Excel esa worksheet dks Formate ls lacaf/kr option dks le>kb,A  

Q12- MS Excel esa Auto Formating rFkk Conditional Formatting dks le>kb,a A 

Q13-Worksheet esa Borders ds mi;ksx dks le>kb;s A 

Q14-M.S. Excel esa Work Sheet fdls dgrs gSa Worksheet ls lacaf/kr dk;ksZ dks le>kb,\ 

Q15-M.S. Excel esa Work Sheet dks Print djus ls lacaf/kr Option dks le>kb, \ 

Q16-Formula dks le>kb,\ Excel esa Formula dk D;k use gS ? 

Q17-Cell ds lanHkZ ls vki D;k le>rs gSaA le>kb, \ 

Q18- MS-Excel esa Functions ls vki D;k le>rs gSa \ 

Q19-MS-Excel esa chart fdls dgrs gS A rFkk ;s fdrus izdkj ds gksrs gS A  

Q20- MS-Excel esa Chart cukus ds Steps fyf[k;s ? 

Q21-MS-Excel esa Data  dh Sorting  fdl izdkj dh tkrh gS ?  le>kb;s  

Q22- Ms-Excel  esa Auto filter  ds mi;ksx dks le>kb;s A  

 

Unit – 5 

Q1- Power Point ls vki D;k le>rs gSa \ bldk mi;ksx fdu {ks=ksa esa fd;k tkrk gS \ 

Q2- PowerPoint es aNew Presentation dSls Create fd;k tkrk gS \ le>kb;sA  

Q3- Slide ds fofHkUu Views dks le>kb, \ 

Q4-Power point esa Slide dks Insert djuk Delete djuk rFkk Copy dSls fd;k tkrk gSA le>kb;s \ 

Q5- Power Point dh Slide esa Bullet List fdl izdkj Insert dh tk ldrh gSA le>kb, \ 

Q6- Power Point esa Notes rFkk Handout ls vki D;k le>rs gSa \ 

Q7- Slide esa Graphics, Sound rFkk Movies dks fdl izdkj Insert fd;k tkrk gS \ 

Q8- Power Point esa Master Slide ls vki D;k le>rs gSaa \ 

Q9- Power Point esa Presentation ds i”pkr mls ns[kus ds View lacaf/kr Option dks le>kb, \ 

Q10- Slide Transition dks le>kb, \ 

Q11- fdlh Presentation dks Print djus ds fy, Steps dks le>kb, \ 

Q12-  Outlook Express ls vki D;k le>rs gSa blesa E-Mail Account cukus ds Steps dks le>kb, \ 

Q13-  Outlook Express ds Folder ds Use dks le>kb, \ 

Q14-  Outlook Express esas E-Mail Hkstus] mls izkIr djus ls lacaf/kr Option dks le>kb, \ 

Q15-  CC vkSj BCC esa D;k varj gSA le>kb, \ 
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 PC Package 

 

 UNIT- 1 
 

 

Q1.Window D;k gS \ blds fofHkUu Version rFkk mldh fo”ks’krk;s fyf[k;s \  

 

Ans :- ekbdzkslkWQV foaMkst (Microsoft Window) xzkfQdy ;wtj baVjQsl(GUI) ij vk/kkfjr ,d yksdfiz; vkWijsfVax flLVe 

gS  A nqfu;k ds vf/kdka”k dEI;wVjksa ij ;gh vkWijsfVax flLVe ik;k tkrk gSA bls la{ksi esa ,e-,l- foaMkst (MS Window) ;k 

dsoy foaMkst (Window) dgk tkrk gSA blds dbZ laLdj.k izpyu esa vk pqds gSA  

foaMkst dk fodkl (Evolution of window)  

Window vkWijsfVax flLVe xkzfQDl ;wtj baVjQsl (Graphical User Interface ;k GUI) ij fd;s x, “kks/k dk;ksZ dk ifj.kke 

gsA lu~ 1980 ds ckn ds n”kd ds izkjEHk esa eSllZ thjksDl dkZiksZjs”ku }kjk bl fo’k; ij “kks/k fd;k x;k Fkk A “kks/k dk;z ls ;g 

fl) gqvk fd gkFk esa idM+s tkus okys fdlh ladsrd lk/ku tSls ekml }kjk fp=ksa ds ek/;e ls dEI;wVj ds lkFk laokn djuk dgha 

vf/kd ljy gSA bl dEiuh us bl lqfo/kk ds lkFk igys thjksDl LVkj (Xerox star) uked dEI;wVj dk fodkl fd;k A ysfdu 

xzkfQDl ;wtj baVjQsl dks okLrfod yksdfiz;rk ,fIiy dE;wVlZ }kjk cktkj esa mrkjs x, eSfdUrks’k (Macintosh) Computer 

}kjk izkIr gqbZ eSd(MAC) uked ,d lEiw.kZ vkWijsfVax flLVe Fkk] tks xzkfQdy ;wtj baVjQsl ij vk/kkfjr Fkk A ;|fi ;g xfr 

ds ekeys esa cgqr /khek Fkk] ysfdu O;kolkf;d n`f’V ls ;g cgqr lQy jgk A eSd dh lQyrk dks ns[kdj ekbdzkslkWQV dkWiksZjs”ku 

us Hkh xzkfQDl ;wtj baVjQsl ij vk/kkfjr vius vkWijsfVax flLVe dk fodkl fd;k] ftlds QyLo:I foaMkst izdk”k ea vk;kA 

bldk laLdj.k foaMkast 3-0 izkjfEHkd ilZuy dEI;wVj ij cgqr lQy jgk A ckn esa blds dbZ laLd.k izdkj”k esa vk;s A 

foaMkst ds fofHkUu laLdj.k vkSj mudh eq[; fo”ks’krk,W(Various Versions of Windows and Their Main Features) 
fuEufyf[kr lwph eaas foaMkst vkWijsfVax flLVe ds vc rd ds izeq[k laLdj.kksa vkSj muesa “kkfey dh xbZ ubzZ eq[; fo”ks’krkvksa dks 

crk;k x;k gS& 

laLd.k dk uke Tkjh gksus dk o’kZ eq[; fo”ks’krk,W 

Window 1.0  

Window 1.2 

Window 2.10 

Window 3.0 

Window 3.1 

Window 3.11 

Window95 

Window 98 

Window2000/ME 

Window XP 

1985 

1987 

1987 

1990 

1992 

1993 

1995 

1998 

2000 

2004 

 

th-;w-vkbZ-vk/kkfjr foMkst dk izFkelaLdj.k]vko”;drk ij eYVhVkfLdax 

,d foaMks ij nwljh foaMks 

vkHkklh e”khusa  

izksxzke eSustj/Qkby eSustj lqfo/kk 

eYVhehfM;k {kerk] usVodZ {kerk] ekbdzkslkWQV esy 

32fcV usVofdzZx] 32fcV Qkby flLVe  

iw.kZ 32fcV vkWijsfVax flLVe] eYVhVkfLdax] usVodZ {kerk,W yEcs Qkby uke] 

foLrkj.k dh lqfo/kk 

baVjusV ij dk;Z djus dh fo”ks’k lqfo/kk,W 

usVodZ cukus dh fo”ks’k lqfo/kk,W 

usVofdZx ds lkFk vU; fo”ks’k lqfo/kk,W 

  

 

Q2. Window Operating System ds varxZr Desktop ess iznf”kZr gksus okys fofHkUu Option dks le>kb;sA 

 

Ans- MsLdVkWi(Desktop) 

 

Window XP load gks tkus ds ckn rFkk mi;ksxdrkZ ykWx vkWu gks gksus ds ckn oh-Mh-;w- ij tks izkjfEHkd Screen fn[kkbZ iM+rh 

gS] mls Desktop dgk tkrk gSA Window dk gj dke lkekU;r;k Desktop ls gh “kq: gksrk gS A ;g vf/kdrj iz;ksx dh tkus 

okyh oLrqvks (Objects) dks O;ofLFkr djus ds :i vkrk gSA tks Folder ;k nwljh oLrq,W ckj&ckj iz;ksx dh tkrh gSa] mUgsa 

Desktop ij NksM+ fn;k tkrk gS A bl izdkj ;g Desktop fdlh okLrfod Text dh gh udy djrk gS A  

Desktop esa dbZ oLrq,W gksrh gSa] ftuesa ls izeq[k fuEufyf[kr gSa%& 

 My Computer 

 My Documents 

 Recycle Bin    

 Task Bar  

 Start Menu 

 Files And Folders 

 Shortcuts 
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  

 

 

 

 

 

 

 

 

 

 
 

 

My Computer- 

 

;g oLrq ,d NksVs Computer ds vkbdkWu }kjk fn[kk;h tkrh gS A bl 

oLrq esa vkids Computer esa Store dh xbZ izR;sd oLrq rFkk lwpuk dh 

tkudkjh gksrh gS A bl oLrq (My Computer) ij dk;Z djus ds fy, 

igys bls [kksyk tkrk gS fdlh oLrq dks [kksyus ds fy, Mouse ls 

ladsrd (Pointer) dks mlds Icon ij ys tkdj Double Click fd;k 

tkrk gS ;k ,d ckj Click djds Inter Key nckbZ tkrh gS A ,slk djrs 

gh Screen ij My Computer dh Window fn[kkbZ iM+rh gS A  

My Computer dh Window esa ck;ha vksj ,d iV~Vh gksrh gS] ftlesa 

mi;ksx dk;ksZ vkSj LFkkuksa ds link gksrs gSa A Window ds “ks’k Hkkx dks 

lkexzh {ks= (Conternts) dgk tkrk gS] ftlesa fuEufyf[kr oLrq,W gksrh 

gS& 

 Document Folder ds Icon . 

 Hard Disk Drive ds lHkh ikVhZ”kuksa ds Icon. 

 izR;sd fjewosfcy Disk Drive tSls Floppy Drive CD Drive vkfn ds Icon. 

 

My Documents 
 

;g ,d ,slk folder gS] ftlesa vkids }kjk Computer ij rS;kj fd;s x, 

nLrkostksa dks j[kk tk ldrk gS AoSls vki vius nLrkostksa fdlh Hkh Folder esa 

Store djs ldrs gSa] ysfdu ;fn vkius Folder dk uke ugha fn;k gS] rks og 

nLrkostksa My Dcoument Folder esaa gh Store fd;k tkrk gs A 

 

 

 

 

Recycle Bin 

 

;g Window Operating System dk ,d fo”ks’k Folder gksrk gS] ftldh 

lgk;rk ls vki viuh gVk;h gqbZ Files rFkk Folders dks ljyrk ls cpk ldrs gSa A Hard Disk ls 

gVkbZ gqbZ izR;sd oLrq (Obect) rqjUr Recycle Bin esa Mky nh tkrh gS A bl Bin dks vki ckn esa dHkh 

Hkh [kksy ldrs gS vkSj ;fn vko”;d gks rks gVk;h gqbZ oLraq dks fQj ls iqjkuh txg ij Store dj ldrs gSa 

A Recycle Bin dks iwjh rjg [kkyh djuk Hkh lEHko gS A ,slk djus ls Bin esa iM+h gqbZ oLrq,W feVk nh 

tkrh gS]mUgsa fQj ls izkIr djuk lEHko ugha gSA Recycle Bin dk vkdkj lEiw.kZ Hard Disk ds vkdkj ;k 

{kerk ds fdlh izfr”kr ds :i esa lsV fd;k tkrk gS bl Bin dk vkdkj ftruk cM+k gksxk] ;g mruh gh 

T;knk gVk;h xbZ Files dks Store djsxk A tc Recycle Bin iwjh Hkj tkrh gS] rks ubZ gVk;h xbZ Files 

ds fy, txg cukus ds fy, lcls iqjkuh gVk;h xbZ file dks feVk fn;k tkrk gS A 
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Task Bar 

 

Desktop ij lcls uhps dh iV~Vh dks Taxt Bar dgk tkrk gS A tc Hkh vki dksbZ izksxzke pkyw djrs gSa ;k dksbZ Window 

Open gksrk gS]rks Screen ij lcls uhps Task Bar esa ml Window dks iznf”ZZkr djus okyk ,d cVu fn[kkbZ iM+rk gS A bls 

izdkj Task Bar gesa lHkh pkyw Programm ij rRdky igqWpus dh lqfo/kk iznku djrk gS Afp= esa VkLd ckj fn[kk;h x;k gSA 

VkLd ckj ij ck;ha vksj dk igyk ckWDl LVkVZ cVu gksrk gS A mlds ckn lHkh [kqys gq, vFkok pkyw gq, Programm ds fd, 

,d&,d ckWDl ;k cVu gksrk gS A tc Hkh vki fdlh Window ls fdlh nwljs Programm ;k Windiw es atkuk pkgrs gS] rks 

dsoy Task  ckj esa ml izksxzke ;k foaMksa ds ckWDl dks fDyd dj nhft, A tc vki fdlh foaMks dks cUn djrs gSa] rks VkDl ckj ls 

mldk cVu xk;c gks tkrk gSA vki tks dk;Z dj jgs gSa] ml ij fuHkZj djrs gq, VkLV ckj ds nk,W dksus] ftls uksfVfQds”ku ,fj;k 

dgrs gSa] esa vU; fpUg Hkh fn[kkbZ iM+ ldrs gSa] tSls vkids NikbZ dk;Z dks O;Dr djus okyk fizaVj ;k iksVsZcy Computer iznf”kr 
djus ds fy, ,d cSVjh AvfUre fljs ij ,d fMftvy ?kM+h fn[kkbZ tkrh gS A  

 

 

 

 

Start Menu 

 

tc vki VkLd ckj ds ck,W fljs ij cus Start Button dks Click djrs gSa] rks vkidh Screen ij Start Menu [kqy tkrk gSA 

;g esU;w okLro esa iwjs Computer ij lqfo/kktud Control dsUnz gSaA Computer ds lHkh dk;Z ;k fdz;kdyki lkekU;r;k blh 

esU;w ls izkjEHk fd;s tkrs gSa A ;g esU;w fp= dh rjg fn[kkbZ nsrk gS A bl Menu esa nks Column gSa A igys dkWye esa dqN 

ckj&ckj iz;ksx fd;s tkus okysa izksxzkeksa ds vkbdkWu fn[kk;s tkrs gSa A vki muesa ls fdlh Hkh vkbdkWu dks fDyd djds lEcfU/kr 

izksxzke dks pkyw dj ldrs gS A bl dkye ds fupys Hkkx esa All Programm fy[kk gqvk ,d Option cuk gksrk gS] ftlds lkeus 

,d gjk rhj dk fpUg Hkh gksrk gSA tc Mouse Pointer dks dqN {k.k bl 

cVu ij jksdk tkrk gS] rks blls vkids Computer esa LFkkfir fd;s gq, 

leLr izksxzkeksa dh lwph [kqy tkrh gS A vki bl lwph ds fdlh Hkh izksxzke 

dks fDyd djds mls izkjEHk dj ldrs gSa A dqN izksxzkeksa dks lewsgksa esa ckWVdj 

QksYMjksa esa j[kk x;k gSAtc vki ekml ikWbavj dks ,sls fdlh QksYMjksa ij 

ykrs gSa] rks mldh lkexzh vFkkZr mlesa “kkfey izksxzkeksa ds uke ,d lc esU;w 

ds :i esa [kqy tkrs gSa A  

 

Q3-Windowdh lajpuk dk lfp= o.kZu dhft,s \ 

 

fdlh foaMks dh lajpuk (Anatomy of a Window) 

 

Window ds u;s mi;ksx drkZvksa ds fy, fdlh foaMks dh lajpuk vksj mlds eq[; rRoksa dks Hkyh izdkj le> ysuk vko”;d gS A 

dksbZ foaMksa fdlh dEI;wVj dh oh- Mh-;w- vFkok Screen dks ,d vk;rkdkj (Rectangular) Hkkx gS] ftlesa dksbZ izksxzke viuh 

lqpuk,W iznf”kZr djrk gSA T;knkrj foaMkst esa cgqr ls rRo leku gksr gSa A ;gkW ge fdlh foaMksa ds fofHkUu Hkkxksa dk o.kZu djsaxs A 

vkSj mudk egRo rFkk mi;ksx crk,Wxs A  
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VkbfVy ckj 

 

izR;sd foaMksa dk ,d fo”ks’k uke gksrk gS] tks bl ckj esa fn[kk;k tkrk gSaA foaMksa ds lcls m~ijh Hkkx dh iV~Vh dks gh VkbfVy ckj 

dgrs gSaaaaaaA dHkh&dHkh fdlh izksxzke dh foaMksa ds VkbfVy ckj esa ml nLrkostksa dk uke Hkh fn;k gksrk gS] ftl ij dk;Z fd;k tk jgk 

gSaA fdlh le; vkids dEI;wVj dh Ldzhu ij dbZ foaMksa [kqyh gks ldrh gSa] ysfdy ,d le; esa muesa ls dsoy ,d foaMksa lfdz; 

gksrh gSA foaMksa ds VkbfVy ckj dk jax vFkok rhozrk nwljh foMksa ds VkbfVy ckjksa ds jax ckjksa ds jax cFkok rhozrk ls vf/kd gksrh gSA 

 

daVz~ksy cVu  

 

vf/kdrj foaMkst ds VkbfVy ckj esa nk,W Nksj ij rhu daVz~ksy cVu cus gksrs gS] ftuds uke dze”k% U;wure vf/kdre/fjLVksj rFkk 

cUn cVu gSaA ;s cVu izk;% blh dze esa ik, tkrs gSaAU;wure  cVu ij ,d NksVh js[kk ;k MS”k(-) Nik gksrk gSa bl cVu dks fDyd 

djus ls foaMksa vLFkkbZ :Ik ls can gksdj VkLd ckj esa ,d cVu ds :Ik esa cny tkrh gSA vki bl cVu fDyd djds foaMksa dks 

mlds iwoZ vkdkj esa yk ldrs gSaA dksbZ izksxzke VkLdckj esa cVu ds :i esa vk tkus ij Hkh pyrk jgrk gS]ysfdu mldh dksbZ foaMks a 

[kqyh ugha gksrh gS vf/kdre cVu ij ,d NksVk oxZ Nik gksrk gSA bl cVu dks fDyd djus ls foaMksa iwjh Ldzhu ds cjkcj gks tkrh 

gS vksj vf/kdre cVu fjLVksj cVu ds :i esa cny tkrs gSaA  

 

esU;w ckj  

 

esU;w ckj fodYiksa dh ,d lwph gksrk gS] ftuesa ls vko”;drk ds vuqlkj dksbZ ,d fodYi pquk tkrk gSA izR;sd fodYi lkekU;r% 

fdlh fdz;k ;k lsfVax dks O;Dr djrk gSAlkekU;rk esU;w ,d vk;keh gksrk gS] ftlesa lHkh fodYi ,d gh lh/k esa m~ij ls uhps fn;s 

gksrs gSaA fodYiksa dh la[;k vf/kd gksus ij mudh lewgksa esa ckWV fn;k tkrk gS] vkSj izR;sd lewg dk ,d fo”ks’k uke j[kk tkrk gSaaA 

 

Vwy ckj  

 

vf/kdka”k foaMkst vk/kkfjr izksxzkeksa esa Vwy ckj dh lqfo/kk gksrh gSAfdlh foaMksa esa ,d ls vf/kd Vwy ckj Hkh gks ldrs gSaA Vwy ckj 

dqN cVuksa dk ,d laxzg gksrk gS] ftuesa ls izR;sd ds }kjk dksbZ fo”ks’k dk;Z fd;k tkrk gSAbu cVuksa dks Vwy Hkh dgk tkrk gSaA 

fdlh cVu ;k Vwy dks fDyd djus ij mlls lEcfU/kr vkns”k ;k fdz;k izkjEHk gks tkrh gSaA 

 

LdzkWy ckj 

 

lkekU;r;k izR;sd foaMksa esa nks LdzkWy ckj gksrs gSaA ;s ml foaMksa esa fn[kkbZ tk jgh lkexzh dk iwjk ns[kus esa lgk;d gksrs gSaA foaMksa dk 

vkdkj lhfer gksus ds dkj.k mlesa lHkh lkexzh iwjh fn[kkbZ ugha iM+rh blfy, ,d ckj esa ml lkexzh dk ,d Hkkx gh fn[kk;h nsrk 

gSaALdzkWy ckj dh lgk;rk ls ge fNih gqbZ lkexzh dks Hkh ml foaMks esa ns[k ldrs gSaA LdzkWy ckj nks gks ldrs gSa& m/okZ/kj rFkk 

{kSfrtA 

 

LVsVl ckj  

 

;g ckj izk;% foaMksa ds lcls uhsps dh iV~Vh dh :i esa gksrk gSA bl ckj esa ml foaMks vFkok mlesa [kqys gq, fdlh nLrkostksa ds ckjs 

esa uohure~ lwpuk ;k fLFkfr iznf”kZr dh tkrh gSA   

 

Q4-Mk;ykWx ckWDl ls vki D;k le>rs gS \ 

 

Mk;ykWx ckWDlksa ij dk;Z djuk (Working With Dialage Boxes)  Mk;ykWx ckWDl ,d 

fo”ks’k izdkj dh foaMksa gksrs gSa A budk mn~ns”; iz;ksxdRrkZ ds lkFk okrkZyki(Interact) djuk 

gksrk gS Alk/kkj.kr% buesa dksbZ esU;w ugha gksrk vksj u dksbZ U;wure (Minimize) ;k 

vf/kdre(Maximize) dk Button gksrk gS Aysfdu buesa cUn cVu vo”; gksrk gS A 

Mk;ykWx ckWDlks esa lkeku;rk ,d iz”uokpd fpUg(?) okyk cVu Hkh gksrk gS] tks cUn cVu ds 

ikl vkSj mlls igys ik;k tkrk gSa A bl cVu dks lgk;rk cVu(Help Button) dgk tkrk 

gS A fp= easa ,d lkekU; Mk;ykWx ckWDl fn[kk;k x;k gS A tc Hkh fdlh esU;w esa dksbZ ,slk 

fodYi pquk tkrk gS] ftlesa yksi fpUg(…) gks] rks ml fodYi dks pquus ij ,d Mk;ykWx 

ckWDl [kqy tkrk gS A Mk;ykWx ckWDl dk mi;ksx fuEufyf[kr dk;ksZ ds fy, fd;k tkrk gS& 
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1. fdlh dk;Z dks djus ;k tkjh j[kus ds fy, vko”ld lwpuk,W nsuk A  

2. fofHkUu fodYiksa dh tkWp djuk A  

3. fn;s gq, fodYiksa dh lwph esa ls ,d dks pquuk A  

4. ;fn fdlh vkns”k dk ikyu djus esa xyrh gks xbZ gks]rks  

    mldh iqf”V djuk ;k psrkouh nsuk A 

5. System esa dksbZ leL;k mRiUu gksus ij vkidks lko/kku  djuk A  

6. ;fn fdlh vkns”k dk ikyu ugha fd;k tk ldrk rks mldk dkj.k crkuk A 

 
 

Q5-Folder D;k gSa \ blls lacf/kr fofHkUu Operation dks le>kb;sA 

 

QksYMjksa vkSj Qkbykssa ij dk;Z djuk (Working With Folders And Files) 

 

vki tkurs gS fd fdlh dEI;wVj esa cukbZ tkus okyh Qkbyksa dks fdlh ek/;e ij LVksj fd;k tkrk gS] tSls Hard Disk, Floppy 

Disk vkfn Files dks cM+h la[;k ds dkj.k mUgsa fofHkUu lewgksa ;k Mk;jsDVfj;ksa esa ckWVdj j[kk tkrk gS] rkfd dksbZ fo”ks’k Qkby 

<w<uk vkSj mldk iz;ksx djuk vklku gks A gj dEI;wVj esa ,slh ;k blls feyrh tqyrh O;oLFkk gksrh gS A foaMkst esa Hkh Qkbyksa dks 

O;ofLFkr djus dh blh fof/k dks mi;ksx fd;k tkrk gS A  

 

 

 

 

 

 

fdlh QksYMj esa u;k QksYMj cukuk (Creating a New Folder in a Folder)  

 
vki igys ls cus gq, fdlh Hkh QksYMj esa ,d u;k QksYMj cuk ldrs gSA blesa fy, fuEufyf[kr fdz;k,W dhft,& 

1. lcls igys ml QksYMj dks m~ij crk;h x;h fof/k ls [kksy fyft,] ftlesa vki u;k QksYMj cukuk pkgrs gS A blls ml 

QksYMj dh foaMksa Ldzhu ij [kqy tk,xh A  

2. bl foaMksa ds esU;w ckj esa Qkby fodYi dks fDyd dhft, A blls Qkby dk iqy Mkmu esU;w [kqy tk,xk A  

3. bl iqy Mkmu esU;w esa New fodYi ij ekml ikWbaVj ykb, A blls New fodYi dk >juk esU;w ;k lc esU;w fn[kkbZ 

iM+us yxsxk A 

4. bl >juk esU;w esa Folder fodYi dks fDyd dhft, A ,slk djrs gh iqjkus QksYMj dh foaMksa esa ,d u;k vkbdkWu cu 

tk,xk] ftlds fups New Folder ;g uke fn[kk;k tk,xk A  

5. vki u, QksYMj ds fy, dksbZ uke Vkbi dhft, rFkk ,.Vj (Enter) dqath nckb, A blls mlh uke dk QksYMj cuk fn;k 

tk,xk A  

bl izdkj vki fdlh Hkh QksYMj esa dksbZ Hkh vkSj fdrus Hkh u, QksYMj cuk ldrs gS A  

 

fdlh Qkby ;k QksYMj dk uke cnyuk (Renaming a File or Folder) 

 
vki fdlh Hkh Qkby ;k QksYMj dk uke cnydj dqN Hkh j[k ldrs gSa] ;fn ml uke dh dksbZ nwljh Qkby lk QksYMj ml 

Lfkku ij ugha fdlh Qkby ;k QksYMj dk uke cnyus dh fof/k fuEu izdkj gS& 

1. ftl Qkby ;k QksYMj dk uke vki cnyuk pkgrs gSa] mlds vkbdkWu dks ekml ds nk,w cvu ls fDyd dhft, Ablls 

fp= dh rjg ,d ikWi vi esU;w [kqy vk,xk A  

2. bl ikWi vi esU;w esa Rename fodYi dks fDyd dhft, Ablls ml Qkby ;k QksYMj dk uke pquk gqvk fn[kk;h nsxk 

A 

3. bl  Qkby ;k QksYMj dk u;k uke Vkbi dhft, vkSj ,.Vj(Enter) dqath nckb, A  

,slk djus ls Qkby ;k QksYMj dk uke cny tk,xk vkSj u;k uke fn[kkbZ iM+us yxsxk A  

 

fdlh Qkby ;k QksYMj dks gVkuk(Deleteing a File Folder )  
 

vki fdlh Hkh Qkby ;k QksYMj dks vius Computer ls gVk ldrs gS A bldh fof/k vxz izdkj gSa& 

1. ml QksYMj dks [kksfy,] ftlesa og Qkby ;k QksYMj gS] ftldks vki gVkuk pkgrs gSa A 
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2. ml Qkby ;k QksYMj dks fDyd djds pqu yhft, A  

3. File Menu esa Delete vkns”k nhft, ;k QksYMj dh foaMksa ds LVS.MMZ Vwy ckj esa Delete Button dks Click dhft, A  

 

fdlh Qkby ;k QksYMj dks nwljs QksYMj esa ys tkuk ;k udy djuk(Moving or Copying a File or Folder to Another 

Folder)  
 

vki fdlh Hkh Qkby dks vFkok fdlh QksYMj dks fdlh Hkh nwljs QksYMj ys tk ldrs gSa] ;k mudh udy dj ldrs gSa A blds 

fy, ge Edit Menu ds Cut/Copy rFkk Paste vkns”kksa dk mi;ksx djrs gSa A bldh fof/k;kW uhps crk;h x;h gSA  

 

Qkby ;k QksYMj dks nwljh txg ys tkuk(Moving a File or Folder) 

 
fdlh Qkby ;k QksYMj dks ,d QksYMj ls gVkdj fdlh vU; QksYMj esa ys tkus ds fy, fuEufyf[kr fdz;k,W dhft,& 

1. ml QksYMj dh foaMksa dks [kksy yhft,] ftlesa og Qkby ;k QksYMj gS] ftls vki nwljs QksYMj esa ys tkuk pkgrs gSa A  

2. ml oLrq ds vkbdkWu dks fDyd djds mls pqu yhft, A 

3. Edit Menu esa Cut vkns”k nhft, ;k Vwyckj esa Cut cVu dks fDyd dhft,A blls og oLrq mlds ewy QksYMj ls gVkdj 

vLFkk;h :i ls ,d vU; {ks= esa j[k nh tk,xh A bl {ks= dh fDyicksMZ(Clipboard) dgk tkrk gS] tgkW lHkh Cut ;k Copy 
dh gqbZ oLrqvksa dks j[kk tkrk gS A  

4. vc ml QksYMj dks [kksfy,] tgkW vki ml oLrq dks ys tkuk pkgrs gSa A  

5. bl QksYMj dh foaMksa ds Edit Menu esa Paste vkns”k ;k Vwy ckj esa Paste cVu dks fDyd dhft, A og oLrq u;s QksYMj esa 

fn[kkbZ iM+us yxsxhA 

 

Q6-daVªksy iSuy ls vki D;k le>rs gSa \ blds eq[; programs dks le>kb;sA  

 

daVz~ksy iSuy(Control Panel)  

 
daVªksy iSuy foaMskt dk og LFkku gS tgkW ls og foaMksat esa vf/kdka”k lsfVax 

ds dk;Z dj ldrs gSa A u;s gkMZos;j rFkk lkWQVos;j LFkkfir djuk] foaMkst 

ds fofHkUu rRoksa dk :i cnyuk] usVodZ vkfn dh lsfVax djuk vkfn leLr 

dk;Z daVzksy iSuy esa miyC/k izksxzkeksa ;k lqfo/kkvksa }kjk fd;s tkrs gSa A 

daVz~ksy iSyu dh foaMksa dks fuEu izdkj [kksyk tk ldrk gS& 

1. LVkVZ cVu dks fDyd dhft,A blls LVkVZ esU;w [kqy ldrk 

tk,xkA 

2. LVkVZ esU;w esa nk;ha vksj dh iV~Vh esa Control Panel fodYi dks 

fDyd dhft,A blls daV~zksy iSuy dh foaMksa fp= dh rjg [kqy 

tk,xhA 

 

(1)u;s izksxzkeksa dh LFkkiuk djuk(Installing New Programs) 

 
foaMkst esa dbZ izksxzke igys ls LFkkfir gksrs gSa] tsls oMZiSM] is.V] dSydqysVj] baVjusV ,DlIyksjj] xsEl vkfnA buds vokyk vU; 

vko”;d izksxzkeksa%tSls% ,e,l vkWfQl] dksjy MkWª vkfn dks vki Lo;a LFkkfir dj ldrs gSaaA;s izksxzke fdlh Floppy ;k CD ij gksus 
pkfg,W A foaMkst esa dksbZ Hkh izksxzke vki LFkkfir fd;s fcuk ugha pyk ldrs A lh/ks dkWih dj nsus ls dksbZ izksxzke ugha py 

ldrkAblfy, mudh fof/kiwoZd LFkkfir djuk vko”;d gksrk gSS u;s izksxzkeksa dh LFkkfir djus dh fof/k fuEu izdkj gS% 

1. lcls igys LVkVZ esU;w esa Control Panel fodYi dks fDyd djds daVªksy iSuy dh foaMks dks [kksy yhft,A bl foaMks 

dk dSVsxjh O;w fp= dh rjg fn[kk;h nxkA  

2. bl foaMks esa Add or Remove Programs Icon dks Click dhft,A blls bldh foaMksa fp= dh rjg [kqy tk,xhA  

3. bl foaMks esa igys ls LFkkfir fd;s gq, izksxzkeksa dh lwph fn[kk;h tkrh gSA blds vykok u;s izksxzke LFkkfir djus ds fy, 

izksxzkekasa ds vkbdkWu dks fDyd dhft,sAblls bls foaMks dk :i dh rjg gks tk;sxkA 

4. bls foaMksaa es lhMh vkSja ¶ykih vkns”k cVu dks fDyd dhft,A blls vkidks Install Programs dk igyk Dialog 

Box vxzkafdr fp= dh rjg fn;k tk;sxkA 

5. ftl lhMh ;k ¶ykih ij izksxzke fn;k x;k gSA mls mlds Mªkbo esa yxkb;s vkSj bl Mk;ykWx ckWDl esa dsoy Next> 

vkns”k cVu dks fDyd dj nhft,A blls foMkst ml Qykih ;k lhMh esa LFkkiuk ds izksxzke Setup.exe ;k Install.exe 
dsk Loa; [kkstsxk  vkSj fey tkus ij mldk uke ,d Mk;ykWx ckWDl esa fn[kk;sxkA ;fn vki mls gh pykuk pkgrs gS] rks 

mls Lor% gh pkyw dj nsxk A  
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(2)LFkkfir izksxzke gVkuk (Removing Installed Programs) 

 
;fn vkids dEI;wVj esa dksbZ izksxzke vkids fy, vko”;d ughas jg x;k gS] rks vki mls gVk ldrs gSaA ;fn vki fdlh izksxzke dk 

uohure~ laLdj.k LFkkfir djuk pkgrs gSa] rc Hkh 

iqjkus laLdj.k ds izksxzke dks gVk nsuk pkfg,A 

foaMkst esa LFkkfir izksxzkeksa dks gVkus dh fof/k vzxz 

izdkj gS& 

1-fiNys lsD”ku esa crk;h x;h fof/k ls Add or 

Remove Programs dh foaMks dks [kkst yhft,] 

tks fp= dh rjg [kqysxhA blesa LFkkfir fd;s gq, 

izksxzkeks dh lwph fn[kk;h tkrh gSA 

2-vki ftl izksxzke dks gVkuk pkgrs gSa] mlds uke 

dks fDyd dhft, A blls ml izksxzke ds uke ds 

lkFk nks vkns”k cVu Change rFkk Remoe cu 
vk,Wxs] tSlk fiNys ist ij fn;s x;s fp= esa 

fn[kk;k x;k gSaA 

3-izksxzke dks gVkus ds fy, Remove vkns”k cVu 

dks fDyd dhft, A bllsa vkidks fp= dh rjg 

gVkus dgh iqf’V dk Mk;ykWx ckWDl fn;k tk,xkA  

4- ;fn vki okLro esa ml izksxzke dks gVkuk pkgrs gS] rks bl Mk;ykWx ckWDl esa yes cVu dks fDyd dj nhft,A blls og izksxzke 

dEI;wVj ls gVkus ds fy, Uninstall izksxzke izkjEHk dj fn;k tk,xk A   

  

(3)fizaVj dks LFkkfir djuk (Installing The Printer)  
 

fdlh Hkh dEI;wVj ij dksbZ nLrkostksa rS;kj dj ysus ds ckn Niokus ds fy, dEI;wVj esa fizaVj dks LFkkfir djuk vko”;d gSA ;fn 

vkids ihlh esa foaMkst Bhd rjg ls LFkkfir gks pqdk gS vkSj mlesa fizaVj LFkkfir ugha gS] rks vkidks uhps crkbZ xbZ fof/k ls fizaVj 

LFkkfir dj ysuk pkfg,A blds fy, lcls igys fizaVj ds dusD”ku dk Iyx vius ihlh esa fu/kkZfjr LFkku ij yxk nhft,A vc 

fizaVj dks vkWu djds ml ij Nik;h ds fy, dkxt yxk nhft,A vc vki fiazVj LFkkfir djus dks rS;kj gSaA blds fy, fuEufyf[kr 

fdz;k,W dhft,& 

1. LVkVZ esU;w esa Printers And Faxes fodYi dks fDyd dhft,A ,slk djrs gh fp= dh rjg fizaVlZ ,aM QSDlsl dh foaMksa 

[kqy tk,xhA bl foaMksa esa LFkkfir gks pqus fiazVjksa ds vkbdkWu fn[kk;s tkrs gSaA 

2. ck;ha vksj dh iV~Vh esa Add Printer vkns”k dks fDyd dhft,A blls Add Printer Wizard Programm izkjEHk gks 
tk,xk vkSj mldk igyk Mk;ykWx ckWDl fp= dh rjg [kqy tk,xkA 

3. bl Mk;ykWx ckDl esa New>vkns”k cVu dks fDyd dhft,A blls bl izksxzke dk nwljk Mk;ykWx ckWDl fp= dh rjg 

fn;k tk,xkAs 

      
  

  

 

 

 

 

 

 

 

 

(4) eksMse dh LFkkiuk djuk (Installing Modem) 
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eksMse tks Modulator-Demodulater dk laf{kIr :Ik gS] ,d ,slk 

midj.k gS] tks vkids dEI;wVj esa Hkjs gq, ladzh; MkVk dks ,ukykWx 

flXuyksa esa cny nsrk gS] rkfd mls VsyhQksu ykbuksa ;k ,sls gh vU; 

ek/;eksa esa gksdj nwj&nwj rd Hksrk tk lds blds lkFk gh og nwljh 

vksj ls izkIr gksus okys ,uykWx flxuyksa dks vadh; MkVk esa cnydj 

vkids dEI;wVj dks Hkst nsrk gSA eksMse dks fdlh [kkyh dE;wfuds”ku 

iksVZ ls tksM+k tkrk gS] Bhd mlh rjg tSls vki dksbZ fizaVj tksM+rs gSaA 

blds fd, fuEyfyf[kr fof/k dk ikyu dhft,& 

1-LVkVZ esU;w esa Control Panel dks fDyd dhft,] blls vkidh Ldzhu ij dsVz~ksy iSuy dh 

foaMksa [kwy tk,xh A  

2-bl foaMksa esa Phone and Modem Options Icon dks Mcy fDyd dhft, A ,slk djus ij Qksu ,aM ekWMse vkWI”kal dk 

Mk;ykwx ckWDl [kqy tk,xk A 

3-bl Mk;ykWx ckWDl esa Modems Tab dks fDyd djds [kksfy, A blls ;g VSc”khV fp= dh rjg fn[kkbZ nsxh A 

4-bl VSc”khV esa u;k eksMse LFkkfir djus ds fy, Add…cVu dks fDyd dhft, A blls vkidks eksMse LFkkiuk dk igyk 

Mk;ykWx ckWDl fp= dh rjg fn;k tk,xk A  

 

(5)QkW.V LFkkfir djuk  

 

dksbZ u;k QkW.V vius dEI;wVj esa LFkkfir djus ds fy, izR;sd QkW.V fdlh lhMh ;k Floppy ;k vU; ehfM;k 

ij ,d Qkby ds :i esa gksuk pkfg, A vc m~ij crk;h tk pqdh fof/k ds fp= dh rjg QkW.V foaMks dks [kksfy, 

vkSj fQj fuEufyf[kr fdz;k,W dhft,& 

1- QkW.V foaMks esa File Menu esa Install New Font vkns”k nhft, A blls Add Fonts Dialog Box dh 

rjg [kqy tk,xk A  

2- bl Mk;ykWx ckWDl esa Drives List dks [kksfy, vkSj mlesa ls ml Mz~kbo dks pqfu,] ftlesa u;s QkW.V LVksj 

fd;s x;s gSaaaA 

3- Folders fyLV esa ls ml QksYMj dks pqfu,] ftlesa u;s QkW.V “kkfey gSa A  

4- ;fn Copy Fonts to Fonts Folder psd ckWDl lsV u gks] rks mls fDyd djds lsV dj nhft,A 

5- List of Fonts List Box esa mu QkW.Vksa dks pqfu, ftudks vki LFkkfir djuk pkgrs gSa A ,d ls 

vf/kd QkW.V pquus ds fy, daVz~ksy dqath dks nck, j[kdj mUgsa dze”k% fDyd dhft, A  

6- Install cVu dks fDyd dhft, a blls pqus gq, QkW.V LFkkfir gksuk izkjEHk gks tk,axs A  

;wtj ,dkmaV cukuk  

 

(6);wtj ,dkmaV cukuk (Creating User Account) 
 

tc vki foaMkst dks igyh ckj vius dEI;wVj esa LFkkfir djus gSa] rks og vkidk igys ;wtj ,dkmaV dk ;wtj use izfo”V djus ds 

dgrk gSaA ckn esa vki vko”d;rk ds vuqlkj vU; ;wtj ,dkmaV cuk ldrs gSA fdlh ;wtj ,dkmaV esa mldk ;wtj use] ikloMZ] 

fofHkUu lsfVax]vuqefr;kW vkSj izfrca/k “kkfey gksrs gSA ftuls foaMkst ;g rd djrk gS fd fdlh mi;ksdRrkZ dks dkSu&dkSu ls dk;Z 

djus vkSj lk/kuksa dk mi;ksx djus dk vf/kdkj gSA foaMkst foLrk esa nks fHkUu izkdj ds ;wtj ,dkmaV cuk;s tk ldrs gS&dEI;wVj 

,MfefuLVz~sVj(Computer Administrator) vkSj fyfeVsM(Guest) budh fo”ks’krk,W fuEu izdkj gSa& 

 

1- dEI;wVj ,MfefuLVz~sVj ;wtj ,dkmaV ls dksbZ mi;ksxdrkZ flLVe dsa lkWQVos;j vkSj gkMZos;j] vU; mi;ksxdRrkZvksa dks 

miyC/k u gksus okyh Qkbyksa esa ifjorZu dj ldrk gSA 

lkekU;rk]foaMkst dks LFkkfir djrs le; lcls igys 

cuk;k tkuas okyk ;wtj ,dkmaV dEI;wVj ,MfefuLVz~sVj 

gksrk gSa A 

2- fyfeVsM ;wtj ,dkmaV ls dksbZ mi;ksxdrkZ dsoy flLVEk 

esa LFkkfir izksxzkekska ij dk;Z dj ldrk gS] ysfdu og 

flLVEk dh lsfVax vkSj fdlh vU; dh O;fDrxr Qkbyksa 

esa dksbZ ifjorZu ugha dj ldrk A 

 

(1)fyfeVsM ;wtj ,dkmaV tksM+uk      

 

fu;e ;g gS fd vki ftrus Hkh ;wtj ,dkmaV cukrs gSa] muesa ls 

vf/kdka”k fyfeVsM ;wtj ,dkmaV gkus pkfg, A flLVe dh 

fo”oluh;rk vksj lqj{kk cuk;s j[kus ds fy, og vko”;d gSA 
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,sls mi;ksxdrkZ flLVe esaa dksbZ lkWQVos;j LFkkfir ugha dj ldrs gSA  u;h fefeVsM ;wtj ,dkmaV cukus dh fof/k fuEu izdkj gSa& 

 

1-LVkVZ cVu dks fDyd dhft, A blls LVkVZ esU;w [kqy tk,xk A  

2-LVkVZ esU;w esa Control Panel dks fDyd dhft, Ablls daVz~ksy iSuy dh foaMksa [kqy tk,xh A 

3-daVz~sky iSuy dh foaMksa ds Dykfld O;w esa User Account Icon dks fDyd dhft, A blls vkidks fp= dh rjg ;wtj ,dkmaV~l 

dh foaMksa nh tk,xhA  

 

 

 

 

4-bl foaMks esa igys ls cus gq, ;wtj ,dkmaVksa dh lwph vkSj 

fd;s tk ldus okys dk;ksZ dh lwph nh tkrh gSA u;k ,dkmaV 

cukus ds fy, bl lwph esa Create a New Account fyad 

dks fDyd fdft, A blls vkidks fp= dh rjg u;sa ;wtj 

,dkmaV ds fy, ;wtj use izfo’V djus vkfn ds fy, igyk 

Mk;ykWx ckWDl fn;k tk,xk A  

 

 

 

5- bl Mk;ykwx ckWDl esa VSDLVckWDl esa u;s ,dkmaV dk ;wtj use Vkbi dhft, vkSj 

Next cVu dks fDyd dhft, A blls vkidks bldk vyxk Mk;ykwx ckWDl fp= dh 

rjg fn;k tk,xk A 

6-bl Mk;ykwx ckWDl esa u;s ,dkmaV dk VkbiComputer Aministrator vFkok 

Limited lsV dhft, vkSj Create Account Button dks fDyd dhft, a blls u;k 

;wtj ,dkmaV cuk fn;k tk,xk A vkSj flLVe esa cus gq, lHkh ,dkamVh dh lwph fiNys 

ist ij fn;s x;s fp= dh rjg gh fn[kkbZ tk,xh A 

 

7-;fn vki u;s ,dkmaV ds fy, ikloMZ lsV djuk pkgrs gS] rks bl lwph esa ls u;s ;wtj ,dkmaV ds uke dks fDyd dhft, a blls 

ml [kkrs esa dh tk ldus okyh lsfVaxksa dh lwph vxys ist ij fn;s x;s fp= dh rjg nh tk,xh A  

 

8-blls Create a Passwprd Link dks fDyd dhft, a blls fp= dh rjg 

u;k Password lsV djus ds fy, VSDLV ckWDl fn;s tk,xsaA 

9-blesa igys VSDLV ckWDl esa ikloMZ Vkbi dhft, vkSj nwljs VSDLV ckWDl esa 

Hkh ogh ikloMZ Vkbi dhft,A ;fn vki ikloMZ ds fy, dksbZ ladsr pkgrs gS] 

rks og rhljs VSDLV ckWDl esa Vkbi dj nhft,A vc Create Password 
vkns”k cVu dks fDyd  dhft, A blls ml ,dkamV ds fy, ikloMZ lsV dj 

fn;k tk,xkA vkSj og Mk;ykWx ckWDl cUn gks tk,xkA  

10- blh izdkj vko”;d gksus ij vki ml ,dkmaV des fy, vU; dk;Z Hkh 

dj ldrs gSaA  

11- ;wtj ,dkmaV dh foaMksa dks cUn djus ds fy, mlds cUn cVu dks fDyd dj nhft,aA        
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      P.C. Package 

Unit – 2 

Q.-1     Office esa gksus okys dk;ksZ rFkk mlesa bLrseky gksus okys Software dks le>kb,\ 

 

Ans. fdlh Hkh dk;kZy; dk dk;Z vius izfr’Bku ;k dEiuh esa gksus okys dk;ksZ dh O;oLFkk djuk vkSj mudh izxfr ij utj 

j[kuk gksrk gSA blds fy, ml dk;kZy; esa fofHkUu izdkj dh lwpukvksa dk ladyu] oxhZdj.k vkSj j[k&j[kkc fd;k tkrk gSA bu 

lwpukvksa ds vk/kkj ij gh orZeku vkSj Hkfo’; ds ckjs esa uhfrxr fu.kZ; fy, tkrs gSaA vkSj ;kstuk,W cukbZ tkrh gSaA bl izdkj dksbZ 

dk;kZy; pkgs ljdkjh gks vFkok futh vius laLFkku ;k izfr’Bku dk dsUnz fcUnq gksrk gSA dqN le; iwoZ rd ;s lHkh dk;Z 

deZpkfj;ksa }kjk dsoy gkFk ls fd, tkrs FksA Li’Vr% gkFk ls fd, tkus okys dk;ksZ dh viuh lhek,W gksrh gSa] ,d rks buesa le; 

vf/kd yxrk gS] nwljk xyfr;kW gksus dh lEHkkouk vf/kd gksrh gSA  

 vkt dh fLFkfr esa fcuk dEI;wVj ds fdlh vPNs dk;kZy; dh dYiuk ugha dh tk ldrhA vkt ge dEI;wVj ij bruk 

fuHkZj gks x, gSa fd igys tks dk;Z n”kdksa ls gkFk ls fd, tk jgs Fks vc mUgsa dEI;wVj ls vklkuh ls dj ldrs gSaA vkWfQl esa 

mi;ksx gksus okys eq[; Software bl izdkj gSa %& 

(1)Word Processer :- dksbZ Word Processer ,d ,slk Program gksrk gS ftldk mi;ksx fdlh Hkh izdkj dh Print djus 

;ksX; lkexzh dks rS;kj djus ds fy, fd;k tkrk gSA bl Program esa eq[;r% ikB~; dks izfo’V djus] lEikfnr djus vkSj Nkius 

dh leLr lqfo/kk,W gksrh gSaA igys ;s dk;Z Type Writer }kjk gkFk ls fd, tkrs Fks] A vkSj ,d gh Document dh vf/kd izfr;kW 

ugha Nkih tk ldrh FkhA ijUrq Word Processer ds }kjk vR;f/kd ljy vkSj vkuUn nk;d gks x;kA 

(2)SpreadSheet :- dksbZ Spread Sheet ,d ,slk Program gS tks dEI;wVj dh fdlh dkxth Work Sheet dh udy 

djrk gSA blesa fdlh WorkSheet dks iafDr;ksa vkSj dkWyeksa esa ckWVk tkrk gSA ftuds intersection l¢ cM+h la[;k esa Cell curs 

gSaA izR;sd Cell esa ge ,d la[;kRed vFkok ikB~; Data Hkj ldrs gSaA Cell esa QkeZZwyk Hkh Hkjs tk ldrs gSaA tks vU; Cell esa Hkjs 

gq, Data ij fofHkUu x.kuk,W rFkk fdz;k,W djrs gSaA Spreadsheet Program dk iz;ksx lkekU;r% x.kukvksa ftuesa vkfFkZd] 

oSKkfud rFkk vU; lHkh x.kuk,W “kkfey gSa ds fy, fd;k tkrk gSA Window vk/kkfjr dEI;wVj ij MS Excel ,d yksdfiz; 

Spreadsheet  Software gSA 

(3)Presentation Program :- dksbZ izLrqrhdj.k Program ,d ,slk Software gksrk gS ftldh lgk;rk ls vki Jksrkvksa ds 

lEeq[k izLrqr fd;s tkus okyk dksbZ “kSf{kd Presentation rS;kj fd, tk ldrs gSaA ,sls izLrqrhdj.k okLro esa Slide ij vk/kkfjr 

gksrs gSaA vkSj izksxzke dh lgk;rk ls vki vyx&vyx Slide dks Lora= :i ls rS;kj dj ldrs gSaA izR;sd Slide ij ikB~; ds lkFk 

gh fp= yxkus rFkk cukus dh lqfo/kk miyC/k gksrh gSA Slide dks fn[kkus esa dEI;wVj ls tqM+s gq, Projecter dh lgk;rk yh tk 

ldrh gSA 

(4)Data base managment program :- dksbZ Database managment program ,d ,slk Software gksrk gS ftldh 

lgk;rk ls Database cuk ldrs gSaA mlesa Data Hkj ldrs gSaA Hkjs gq, Data dks cny ldrs gSaA vuko”;d Data dks gVk 

ldrs gSaA vkSj miyC/k Data ds vk/kkj ij lwpuk,W rS;kj dj ldrs gSaA Database ls gekjk rkRi;Z Data vFkok File ds ,sls 

laxzg ls gS ftlesa fo”ks’k fof/k ls mi;ksxh Data Hkjk tkrk gSA Window vk/kkfjr dEI;wVj ij M.S. Access ,d yksdfiz; 

Data Base Managment softwars gSA 

(5)Graphics Program:- 
dksbZ xzkfQd lqbZV ,d ,slk lkW¶Vos;j gksrk gS] ftldh lgk;rk ls ge fofHkUu izdkj ds fp= vkSj js[kkfp= rS;kj dj ldrs gSa A;g 

izksxzke fdlh vU; izksxzke tSls oMZ izkslsljksa dk ,d Hkkx gks ldrk gS vFkok Lora= :Ik ls Hkh iz;ksx fd;k tk ldrk gS AEx- 

PhotoShop, Coral Draw. 

Q.-2  fofHkUu izdkj ds Office suite dks le>kb, \ 

Ans.  Office esa mi;ksx fd, tkus okys fofHkUu izdkj ds Office suite bl izdkj gSa%& 

(1) Star Office :- ;g lu ekbdzks flLVe uked dEiuh }kjk fodflr fd;k x;k Office Suite gSA MS Office ds ckn ;gh 

lcls vf/kd izpfyr gSA ;g dbZ Operating System tSls Window Linux vkSj Solaris ij py ldrk gSA blesa Files dk 

iwjhrjg :ikUrj.k dh lqfo/kk,W miyC/k gSA blds vfrfjDr blesa phuh] tkikuh Hkk’kkvksa esa dk;Z djus dh lqfo/kk,W Hkh miyC/k djkbZ 

xbZ gSaA 

(2) Open Office :- ;g ,d lkFk dbZ Operating System ij dk;Z djus esa leF;Z iSdst gS tks lu ekbdzks flLVe }kjk 

lHkh ds fy, eq¶r miyC/k djk;k x;k gSA ;g Star Office ij vk/kkfjr gSA vkSj blesa vU; cgqr ls iSdst tSls MS Office ds 

Formate okyh Files dks i<+us o mi;ksx djus dh lqfo/kk nh xbZ gSA bldk Source Code tqykbZ 2000 esa lHkh ds fy, tkjh 

fd;k x;k gSA  

(3) K – Office :- ;g ,slk Office Suite gS tks fd ,d Team }kjk rS;kj fd;k tkrk gS bls Linux vk/kkfjr dEI;wVj ij 

Desktop okrkoj.k ds fy, ,d LorU= ykblsUl ds varxZr eq¶r ij miyC/k djk;k x;k gSA 
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(4) Lotus Smart Suite :- ;g ,d ,slk Office Suite gS tks IBM uked dEiuh ds Lotus Software Group }kjk rS;kj 

fd;k x;k gSA Lotus Smart Suite Window vk/kkfjr dEI;wVj ij pyk;k tkrk gS blesa fuEufyf[kr Programe lfEefyr 

fd, x, gSa %& 

(a) Lotus Word Pro 

(b) Lotus 1-2-3 

(c) Lotus Frelence Graphics 

(5) M.S. Office :- M.S. Office izk;% lHkh Personal Computer esa ik;k tkus okyk yksdfiz; Application Package gSA 

bldk iwjk uke Microsoft Office Package gSA bldk lcls vf/kd izpfyr laLdj.k XP gS blds cgqr ls Version 

Markate ij miyC/k gSa %& 

(a) M.S. Office 2003 

(b) M.S. office 2007 

(c) M.S. Office 2010 

blds varxZr eq[; :i ls fuEufyf[kr Application Program vkrs gSa %& 

 M.S. Word 

 M.S. Excel 

 M.S. Powerpoint 

 

Q.-3  M.S. Office ds varxZr M.S. Word dks le>kb, \ 

 

Ans. M.S. Word M.S. Office ds varxZr ,d ,slk Application Program gS ftlds }kjk fofHkUu Editing ds dk;ksZ dks 

Computer esa vklkuh ls dj ldrs gSaA M.S. Word dks Open djus ds fy, Start Menu dks Click djrs gSaA 

 blds i”pkr All Program esa Click djrs gSa rFkk M.S. Office ds varxZr M.S. Word dks Select djrs gSa] ftlesa 

M.S. Word dh Window Screen ij iznf”kZr gks tkrh gS tks bl izdkj fn[kk;h nsrh gSA 

 

 

 

 

 

 

 
 

      

 

 

 

 

 

 

 

 

 

 

Q- 4 M.S. Word esa fofHkUu Menus dks le>kb, \ 

Ans.  M.S. Word Microsoft dEiuh ds }kjk miyC/k djk;k x;k Word Processing Software gSA M.S. Word esa ge 

File dks cukus] File esa lalks/ku djus] File dks Format djus] File esa Picture Set djus vkfn dk;Z ljyrkiwoZd dj ldrs gSaA 

M.S. Word esa File dks Document Hkh dgrs gSa bldk Extension Name “.Doc” gksrk gSA Word esa dk;Z djus ds fy, 

Document Window ds Top ij Title Bar ds uhps Menu bar gksrk gS bu Menus ds vUnj Sub Menu gksrs gSaA bu 

Sub Menu dk iz;ksx djds ge Document esa viuk dk;Z iwjk dj ldrs gSaA  

  

M.S. Word esa fuEufyf[kr Menu gksrs gSa %& 
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(1) File Menu :- M.S. Word esa ge tc Document Open djrs gSa rks top ij iznf”kZr Menu bar esa loZizFke gksus okyk 

menu File menu gksrk gS bl Menu ds vanj File dks Create, Open, Save ,oa File name dks change djus vkfn ds 

Submenu ik, tkrs gSaA File Menu ds vUnj dqN main option bl izdkj gSa %& 

 New :- bl Option dk mi;ksx M.S. Word esa u;k Document cukus esa gksrk gS bldk Key bord Shortcut 

Ctrl+N gSA 

 Open :- bu Submenu dk iz;ksx igys ls cus Document dks Open djus esa gksrk gS] key bord Shortcut 

Ctrl+O gSA 

 Close :- bl Option dk iz;ksx Document dks Close djus esa gksrk gSA 

 Save :- bl Option dk mi;ksx ge M.S. Word esa cuk, x, Document dks Save djus esa gksrk gS] bldk 

Shorcut Ctrl+S gSA 

 Print :- bl Option dk mi;ksx M.S. Word document dks Print djus esa gksrk gS Shortcut Ctrl+P gSA 

(2) Edit Menu: - Edit Menu dk mi;ksx Editing ls Related dk;ksZ dks djus ds fy, fd;k tkrk gSA blesa fuEufyf[kr 

Option gSA 

 Cut :- bl Option ds }kjk fdlh Text ;k Image dks Select djds Cut dj ldrs gSa ;k mls nwljs LFkku ij 

Paste dj ldrs gSaA 

 Copy :- bl Option dk mi;ksx Select fd, x, Text dks Copy djus ds fy, fd;k tkrk gSA Copy fd, x, 

Text dks paste Option ds }kjk fdlh Hkh txg fdruh gh ckj Paste dj ldrs gSaA 

 Find :- bl Option dk mi;ksx Document esa fdlh fo”ks’k Word dks Search djus ds fy, fd;k tkrk gSA 

(3) Insert Menu :- Insert Menu ds }kjk ge Document esa Page No. rFkk Picture insert dj ldrs gSa blesa 

fuEufyf[kr Option gksrs gSaA 

 Break  ¼rksM+uk½ Break Optin dk mi;ksx Document esa Page break djus ds fy, fd;k tkrk gSA 

 Date and Time :- bl Option ds }kjk Document esa Date and Time dks insert dj ldrs gSaA 

 Picture :- bl Option ds }kjk ge Document esa Picture insert dj ldrs gSaA 

(4) Formate Menu :- bl Menu esa fn, x, Option ds }kjk ge Document esa Formating dk;ksZ dks dj ldrs gSa 

blesa fuEufyf[kr Option gksrs gSaA 

 Font :- bl Option ds }kjk ge Text dk Size, Text dk Colour ,oa Style cny ldrs gSaA 

 Paragraph :- bl Option ds }kjk M.S. Word esa Paragraph dks Set dj ldrs gSaA 

(5) Tools Menu :- blesa fuEufyf[kr Option gksrs gSa %& 

 Spelling and Grammer :- Spelling and Grammer ds }kjk Spelling Check dj ldrs gSaA 

 Letters and Mailing :- bl Option ds }kjk ge Mail Merge dk bLrseky dj ldrs gSaA 

(6) Table Menu :- Table Menu esa fuEufyf[kr Option gksrs gSa %& 

 Draw Table :- bl Option ds }kjk M.S. Word Document ds }kjk Table dks Draw dj ldrs gSaA 

 Insert Option :- Insert Option ds }kjk ge Document esa Table Insert dj ldrs gSaA 

 

Q .- 5 M.S. Word esa Toolbar dks le>kb, \ 

 

Ans. Toolbar M.S. Word esa Menu bar ds uhps iznf”kZr gksrs gSaA Toolbar ds }kjk ge M.S. Word ds fofHkUu Option 

dk mi;ksx Short cut cVuksa ds :i esa dj ldrs gSaA ;s dbZ izdkj ds gkssrs gSaA View Menu ds Toolbar Option ij tkdj 

ge fofHkUu Toolbar dks M.S. Word Window esa iznf”kZr dj ldrs gSaA dqN egRoiw.kZ Toolbar dk iz;ksx ge bl izdkj dj 

ldrs gSa %& 

(a) Standard Toolbar :- bl Option esa Menu ds fofHkUu Option gksrs gSa bldh dqN cVuksa dk iz;ksx bl izdkj gSA 

 

 

 

 

 

 

 

 blesa fuEufyf[kr Option gksrs gSa %& 

 New Blank Document :- bl cVu ds }kjk ge M.S. Word esa u;k Document cuk ldrs gSaA 
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 Open :-  bl Option ds }kjk ge igys ls cuh File dks Open dj ldrs gSaA 

 Save :- bl Option ds }kjk ge File dks Save dj ldrs gSaA  

 Print :-  bl Option ds }kjk ge Document dks Print dj ldrs gSaA 

(b) Formtting Toolbar :- bl Option esa fn, x, Option ds }kjk ge Formatting ls lEcfU/kr dk;ksZ dks vklkuh 

ls dj ldrs gSaA ;g Toolbar bl izdkj fn[kkbZ nsrh gSA 

   bl Option esa fuEufyf[kr Option gksrs gSa %& 

 Font :- bl Dropdown list dk iz;ksx Font dks pquus ds fy, fd;k tkrk gSA 

 Font Size :- bl Dropdown List dk iz;ksx Font dh Size dks  

 

 

 

 

 

 Numbering :- bl Option dk mi;ksx Paragraph dks Number List esa cnyus ds fy, fd;k tkrk gSA 

 Border :- bl Dropdown List dk iz;ksx fdlh Table ds Cell ds fy, Border pquus ds fy, fd;k tkrk gSa 

 Font Color :- bl Drop Down List dk mi;ksx fdlh pqus gq, Text dk jax cnyus ds fy, fd;k tkrk gSA 

 

Q.-6 M.S. Word esa u;k Document cukus ds pj.k fyf[k, \ 

 

Ans. tc ge Microsoft Word [kksyrs gSa rks blls vkidks dk;Z djus fy, ubZ File cukuh gksrh gS D;ksfd leLr 

Information vFkok Data ge File esa gh cukrs gSaA vkSj Files dk xzqi gh Document dgykrk gSA fdlh File dks rS;kj djus 

ds fuEufyf[kr pj.k gksrs gSa %& 

 Type djukA 

 bldks i<+dj bldh dfe;kW nwj djukA 

 bldh Formatting djukA 

 Formatting dks fdlh Disk esa lqjf{kr djukA 

 bldk Printout izkIr djukA 

   dksbZ Document rS;kj djus ds fy, lcls igys mls [kksyuk iM+rk gSA vki ;k rks u;k Document [kksy 

ldrs gSa ;k fdlh iqjkus Document dks [kksydj mlesa lq/kkj dj ldrs gSaA 

 M.S. Word esa u;k Document cukuk %& lkekU;r% M.S. Word izkjaHk djus ij ,d u;k [kkyh Document vius 

vki [kqy tkrk gSA ;fn vki fdlh vU; Document ij dk;Z dj jgs gSa vkSj ,d u;k Document cukuk pkgrs gSa rks 

File Menu esa New Option ij Dlick dhft,A vFkok Standerd Toolbar esa New Option dks Click dhft,A 

blls M.S. Word dh Window Taskpan esa New Blank Document Option ij Click djrs gSa ftlls dh 

M.S Word esa ubZ File Screen ij fn[kkbZ nsrh gSA 

 Designing The Document :- fdlh Document ij dk;Z djus vFkkZr mlesa Text ;k vU; lkexzh ykus ls igys 

mls Design dj ysuk pkfg,A M.S. Word esa File Menu esa page Setup Option ds }kjk ge Document ds 

Size mlds Margin mls Layout vkfn dks lsV dj ldrs gSaA 

 

Q.- 7 M.S. Word esa Wizard vkSj template 

Option dk D;k mi;ksx gS le>kb, \ 

 

Ans. M.S. Word esa dbZ ,sls Program gS tks dqN 

fo”ks’k dk;ksZ dks “kh?kzrk ls djus esa gekjh lgk;rk djrs gSaA 

os dbZ iz”u iwNdj gekjh ilUn tku ysrs gSa vkSj muds 

vuqlkj dksbZ dk;Z lEiUu dj nsrs gSaA ,sls Program dks 

Wizard dgk tkrk gSA mnkgj.k ds fy, Form Wizard 

gekjs fy, Data Entry Form rS;kj dj nsrk gSA vkSj 
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Web Page Wizard gekjs fy, Web Page rS;kj dj nsrk gSA blh rjg Mail Merge Wizard dksbZ Mail Merge 

Project ljyrk ls cuk nsrk gSA vkt Mailmerge Wizard dk iz;ksx Mailmerge cukus ds fy, djrss gSaA blh izdkj 

Resume Wizard ds }kjk ge viuk Resume cgqr vklkuh ls cuk ldrs gSaA Wizard dh rjg Template Hkh M.S. Word 

dh ,d lqfo/kk gSA dksbZ Template ,d ,slh File ;k Files dk lewg gksrk gS ftlesa fdlh Document dks Format ;k File 

rS;kj djus ds fy, vko”;d fu;e vkfn ifjHkkf’kr gksrh gSA fdlh Tamplate dks pquus ls os lHkh fu;e ml Document esa 

ykxw gks tkrs gSaA mnkgj.k ds fy, M.S. Word dk dksbZ Tamplate fdlh Word Document dks ifjHkkf’kr vkSj Format 

djrk gSA rFkk dksbZ Frunt Page Tamplate fdlh Web page dks ifjHkkf’kr vkSj Format djrk gSA 

 

Ex-Click MS Word File Menu>New>On My Computer>Other Document>Resume Wizard 

 

Q.-8 M.S. Word esa fofHkUu izdkj ds Page Views rFkk Layouts dks le>kb, \ 

 

Ans. M.S. Word esa vki vius Document dks dbZ :iksa esa ns[k ldrs gks ;g bl ckr ij fuHkZj djrk gS fd vki 

Documents ij fdl izdkj dh lkexzh Hkj jgs gSaA :ijs[kk cuk jgs gSa Nkius ds fy, rS;kj dj jgs gSa ;k dsoy Document dks 

i<+ jgs gSaA bl dk;ksZ ds fy, Document esa vyx&vyx View miyC/k gSaA M.S. Word ds View Menu esa pkj View 

miyC/k gS tks fuEu izdkj gSa %& 

1. Normal View :- ;g View ikB~; dks izfo’V djus] lEikfnr djus vkSj Format djus ds fy, loZJs’B gSA bl 

View esa Header-Footer fp= vkSj dkWye fn[kkbZ ugha nsrsA 

2. Web Layout View :- ;g View fdlh Document dks Screen ij i<+us ds fy, miyC/k djk;k x;k gSA blesa 

Page Break vkSj Margin fn[kkbZ ugha nsrsA blesa Document dks i<+uk ljy gksrk gSA 

3. Print Layout :- bl View esa Document oSlk gh fn[kkbZ nsrk gS tSls og Nkius ds ckn fn[kkbZ nsrk gSA blfy, 

Document dks NikbZ dk dk;Z djrs le; bl View esa dk;Z djuk mi;ksxh gksrk gSA 

4. Reading Layout :- bl Layout dk mi;ksx Document dks fdrkc ds iUus dh rjg i<+us ds fy, fd;k tkrk gSA 

5. Outline View :- bl View esa dsoy :ijs[kk ds :i esa Document fn[kkbZ nsrk gSA ;g View ml le; cgqr 

ykHknk; gS tc vki Document dh izkjfEHkd :ijs[kk rS;kj dj jgs gSaA vki vius Document ij dk;Z djrs le; 

viuh lqfo/kk ds vuqlkj dksbZ Hkh View pqu ldrs gks vkSj dHkh Hkh viuh lqfo/kk ls cny ldrs gksA View pquus ;k 

cnyus ds fy, View Menu esa ls mfpr fodYi dks pquuk pkfg,A blds vfrfjDr Word Window esa {kSfrt Ldksy 

ckj ds ckbZ vksj View cVu Hkh fn, tkrs gSaA buesa ls mfpr CkVu dks Click djds ge View dks cny ldrs gSaA 

 

Q.-9 M.S. Word esa Attribute dks le>kb, \ 

 

Ans. Text ls gekjk rkRi;Z Attribute ls gekjk rkRi;Z fdlh Text ds Åij ykxw gksus okys mu fu;eksa ls gS ftuls mldk 

Lo:i cny tkrk gSA blds varxZr ml Text esa Font dk Size, Style, Color vkfn xq.k vkrs gSaA budks cnyuk gh Text dks 

Format djuk dgk tkrk gSA ;g dk;Z lkekU;r% Format Menu ds Option ;k Formatting Toolbar ds fofHkUu cVu }kjk 

fd;k tkrk gSA Formatting Toolbar dk mi;ksx djds ge fdlh Hkh pqus gq, ikB~; dks vusd izdkj ls Format dj ldrs gSaA 

Formatting Toolbar MS. Word Window ds Standard Toolbar ds uhps fn[kkbZ nsrh gSA ;fn ;g Toolbar ugha fn[kkbZ 

nsrh gS rks View Menu ds Toolbar Option ij tkdj 

Formatting Toolbar dks Select djus ij M.S. 

Word Window esa Formatting Toolbar fn[kkbZ nsrh 

gSA ;g Toolbar bl izdkj fn[kkbZ nsrh gS %&  

bl Formatting Toolbar esa fuEufyf[kr eq[; Option bl izdkj gSa %& 

1- Font :-  blesa fn, x, Option ds }kjk ge Document ds Text ds Font dks Change dj ldrs gSaA blesa fofHkUu 

izdkj ds Font dh List gksrh gSA ge ftl Hkh Font dks pkgs mls Select dj ldrs gSaA 

2- Size :- bl Option ds }kjk Text dh Size dks fu/kkZfjr dj ldrs gSaA 

3- Bold :- bl Option ds }kjk ge Text dks Bold dj ldrs gSaA 

4- Italic :- bl Option ds }kjk ge Text dks Italic ;k frjNk dj ldrs gSaA 

5- Underline :- blds }kjk ge Text ds uhps Underline Sat dj ldrs gSaA 
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6- Align :- bl Option ds }kjk ge Text dks Left, Right ;k Center Allign dj ldrs gSaA 

7- Numbering :-bl Option ds }kjk ge Text esa Bullets&Numbering Apply dj ldrs gSaA 

8- Border :- bl Option ds }kjk ge fdlh Text esa Border Apply dj ldrs gSaA 

9- Highlight :- bl Option ds }kjk ge fdlh Color ls Highlight dj ldrs gSaA 

10- Font Color :- bl Option ds }kjk ge fdlh Text dks Font Color Sat dj ldrs gSaA 

 

Q.-10  M.S. Word esa Font Dialog Box dks le>kb, \ 

 

Ans.  vki fdlh Text dks Format djus ds fy, Formatting 

Toolbar dk mi;ksx dj ldrs gSaA blds vykok ge fdlh Text 

dks Format Menu ds Font Option ds }kjk Hkh Format dj 

ldrs gSaa Font Dailog Box dks Open djus ds fy, Format 

Menu ds font Option ij Click djds Open dj ldrs gSaaA 

vFkok Key-Board Shortcut Key, Ctrl+D izsl djds Hkh Open 

dj ldrs gSaA ;g Dailog Box bl izdkj fn[kkbZ nsrk gS %& 

Font Dailog Box esa fuEufyf[kr Option gksrs gSa %& 

 

1- Font :- bl Option ds }kjk ge Text ds Font dks Set 

dj ldrs gSaA ;gkW ij fofHkUu izdkj ds Font dh List nh 

gqbZ gksrh gS bueas ls ge fdlh Hkh Font dks Select dj 

ldrs gSaA 

mnkgj.k %& Impact 

     Times New Roman 

2- Font Style :- bl fn, x, Option ds }kjk ge Text 

dh Font Style dks change dj ldrs gSaA tSls %& Bold, 

Italic, Regular 

3- Size :- bl Option ds }kjk ge Text dh Size dks cny ldrs gSaA 

4- Font Color :- blds }kjk ge Font dk Color cny ldrs gSaA  

5- Underline Style :- blds }kjk ge Font dh fofHkUu Underline Style dks cny ldrs gSaA 

6- Underline Color :- bl Option ds }kjk ge Font ds Underline Color dks cny ldrs gSaA 

7- Effects :- Document esa ge fofHkUu izdkj ds effects Mkydj Text dks vkSj izHkkoh cuk ldrs gSaA Effects bl 

izdkj gS %& 

 Strikethrough :- bl Effect ds }kjk fdlh Text ds chp esa ,d line fn[kkbZ nsrh gSA 

 Double Strikethrough :- fdlh Text esa Double ykbu fn[kkbZ nsrh gSA 

 Super Sciipt :- blds }kjk ge fdlh Text dks fdlh nwljs Text esa FkksM+k Åij dh vksj iznf”kZr dj ldrs gSaA 

mnkgj.k x
2
+y

2
 

 Subscript :- bl Option ds }kjk ge fdlh Text dks fdlh nwljs Text ds uhps iznf”kZr dj ldrs gSaA mnkgj.k 

H2SO4 

 Shadow :- bl Option ds }kjk ge fdlh Text esa Shadow ¼Nk;k½ Effect ns ldrs gSaA 

 Outline :- blds }kjk ge fdlh Text dks Outline ds :i esa fn[kk ldrs gSaA 

 Emboss :- bl Option ds }kjk ge fdlh Text dks mHkjk gqvk lk izrhr dj ldrs gSaA 

 Engrave :- bl Option ds }kjk ge fdlh Text dks /klk gqvk lk izrhr dj ldrs gSaA 

 Small Caps :- bl Option ds }kjk ,d fo”ks’k izdkj dk Effect Apply gksrk gS ftlesa lHkh Text NksVs fn[kkbZ 

nsrs gSaA 

 All Caps :- bl Option ds }kjk Text dks Capital Letter esa iznf”kZr fd;k tk ldrk gSA 

 Hidden :- bl Option ds }kjk ge fdlh text dks hidden dj ldrs gSaA 
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 Font Dailog Box esa vxyk Tab gksrk gS Character Spacing ftlesa fuEufyf[kr Option gksrs gSa %& 

1- Scale :- bl Dropdown List eas ge v{kjksa dh pkSM+kbZ Set dj ldrs gSaA 100% pkSM+kbZ lkekU; ds cjkcj gksrh gSA 

ge bls 0 ls 600% ds chp Set dj ldrs gSaA 

2- Spacing :- bl Drop Down List Box esa 3 Option gS ftuessa ls Normal Option v{kjksa ds chp lkekU; 

vUrjky ds fy, Expanded fodYi v{kjksa ds chp vUrjky c<+kus ds fy, rFkk condensed fodYi v{kjksa ds chp nwjh 

de djus ds fy, bLrseky fd, tkrs gSaA 

3- Position :- bl Dropdown List Box esa 3 fodYi gSa ftuesa ls Normal fodYi v{kjksa lkekU; fLFkfr esa j[kus ds 

fy, Raised fodYi v{kjksa dks vk/kkj js[kk ls FkksM+k Åij j[kus ds fy, rFkk Lowered Option dk mi;ksx v{kjksa dks 

vk/kkj js[kk ls FkksM+k uhps djus ds fy, bLrseky djrs gSaA 

   M.S. Word esa ge ikB~; ij ge Animation izHkko Hkh Mky ldrs gSaA blds fy, Font Dailog Box dh 

Text Effects Tabsheet dk mi;ksx fd;k tkrk gSA bl Tabsheet esa Animation List Box esaa dbZ Animation izHkko 

miyC/k gksrs gSaA buesa ls ge fdlh Hkh Effect dks ge Select dj ldrs gSaA tSls %& Blinking Background, Shimer 

 

Q.-11  Paragraph rFkk Page Formatting dks le>kb, \ 

 

Ans. (1)Paragraph Formatting :- lkekU;r% dksbZ Paragraph dbZ okD;ksa dk lewg gksrk gSA ysfdu M.S. Word esa 

Paragraph ,d okD;] ,d fpUg ;k [kkyh Line dk Hkh gks ldrk gSA ;fn fdlh ds vUr esa Paragraph fpUg ¶ vkrk gS 

Text Type djrs le; Enter Key nckus ls ;g fpUg vk tkrk gSA vkSj ,d Paragraph lekIr gksdj u;k Paragraph 

izkjEHk gks tkrk gSA lkekU;r% Paragraph fpUg fn[kkbZ ugha iM+rk] ijUrq ;fn vki bls ns[kuk pkgrs gSa rks Standard Toolbar 

esa Show Hide cVu dks Click djrs gSaA dksbZ u;k Paragraph cukuk cgqr ljy gS blds fy, dsoy vkidk Enter Key 

nckuh gksxhA bl rjhds ls vFkkZr nks okD;ksa ds chp esa Enter cVu nckdj vki fdlh Paragraph dks rksM+dj vki nks 

Paragraph Hkh cuk ldrs gSaA rFkk yxkrkj nks ckj Enter nckdj [kkyh ykbu dk Paragraph Hkh cuk ldrs gSaA Paragraph 

Option dks bLrseky djus ds fy, Format menu ds Paragraph Option esa Click djrs gSaA ftlls dh Paragraph 

Dailog Box Screen ij Open gks tkrk gSA bl Dailog Box esa fuEufyf[kr Option gksrs gSaA 

(a) Alignment :- bl Option ds }kjk ge Paragraph dks Left, 

Right ;k Enter Align dj ldrs gSaA 

(b) Indentation :- bl Option ds }kjk ge Paragraph esa 

Margin ds vkykok Left esa fdruh txg NksM+uk pkgrs gSa ;k 

Right esa fdruh txg NksM+uk pkgrs gksA bls Indentation ls Set 

dj ldrs gSaA blh Hkkx esa Special List Box esa ls First Line 

dks pqudj vkSj mlds lkFk fn, x, Spin Box esa Margin Set 

djds vki igyh iafDr ds fy, fo”ks’k Indent Set dj ldrs gSaA 

vFkok blh List easa ls hanging Option dks pqudj vkSj mlds 

lkFk ds Spin Box esa gkfl;kW Set dj ds vki “ks’k iafDr;ksa ds fy, 

Indent Set dj ldrs gSaA 

(c) Spacing :- Spacing okys Hkkx esa Paragraph ls igys rFkk ckn 

esa dqN [kkyh LFkku NksM+us ds fy, dze”k% Before rFkk After ds 

Spin Box esa Setting dh tkrh gSA blh Hkkx esa Line Spacing 

List Box esa ls mfpr fodYi pqudj vki Line Spacing Hkh Set 

dj ldrs gSaA 

Paragraph Dailog Box Format Menu ds Paragraph Option ij 

Click djus ij fn[kkbZ nsrk gSA ;g Dailog Box bl izdkj fn[kkbZ nsrk gS %& 

 

(2)Page Formatting :- M.S. Word esa fdlh Documents ds Page dks Format djus ds fy, Page Setup Dailog 

Box dk iz;ksx fd;k tkrk gSA bl Dailog Box dks File Menu ds page Setup Option ij Click djus ij ;g Dailog 

Box fn[kkbZ nsrk gSA blesa rhu Tab gksrs gSa izR;sd Tab dk mi;ksx bl izdkj gS %&  
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(1).Margin Tab:- bl Tab esa fn, x, Option ds }kjk ge Page dh Margin dks Set dj ldrs gSaA blesa 

fuEufyf[kr Option gksrs gSa %& 

 

 

Margin 

 Top :- blesa ge Page ds Åijh Margin dks Set dj ldrs gSaA  

 Bottom :- blds }kjk Page dh Bottam Margin dks Sat dj ldrs gSaA 

 Left :- blds }kjk ge Page dh Left Margin dks Sat dj ldrs gSaA 

 Right :- blds }kjk ge Page dh Right Margin dks Set dj ldrs gSaA 

 Gutter :- bl Option ds }kjk ge page esa Binding ds fy, Space NksM+ ldrs gSaA 

 Gutter Possition :- blesa fn, x, Option ds }kjk ge Binding dgk ij j[kuk pkgrs gSa] mls Set djrs gSaA 

Binding Left esa Hkh dj ldrs gSaA ge Binding dks Top esa Hkh dj ldrs gSaA 

 

Orientation  

Portrait :- bl Option dks Select djus ij cuk;k x;k Document Page dh yEckbZ esa Print gksrk gSA 

LandScape:- bl Option dks Select djus ij cuk;k x;k Document Page dh p©<kÃZ esa Print gksrk gSA 

 

Pages 

 

 Multiple Pages 

 

Mirror Margins :- bl Option dks Select djus ij ge Document 

ds Multiple Pages esa Mirror margin Apply dj ldrs gSaaA bl fodYi 

dks pquus ij vkeus&lkeus ds i`’B myV tkrs gSaA vFkkZr~ ckW;k Margin Inside 

Margin gks tkrk gS rFkk nkW;k Margin Outside Margin cu tkrk gSA 

2 Pages Per Sheet :- bl Option dk iz;ksx dkxt ds ,d gh iUus ij 

nks i`’B Nkius ds fy, fd;k tkrk gSA 

Book Fold :- bl Option dk iz;ksx rc fd;k tkrk gS tc ge dkxt ds 

,d gh cM+s iUus ij fdlh Document ds dbZ i`’B Nkiuk pkgrs gks A blesa 

i`’Bksa dks dbZ izdkj ls Sat fd;k tkrk gS fd ml dkxt dks eksM+us ij lHkh 

Page lgh dze esa vk tk;sA bl fodYi dks pquus ij ,d vU; List Box 

izdV gks tkrk gS ftlesa Book esa i`’Bksa dh la[;k Set dh tkrh gSA 

Preview :- bl Hkkx esa dsoy ,d List Box Apply gksrk gS ftlls ;g 

Set fd;k tkrk gS fd bl TabSheet esa dh xbZ Setting Document ds 

fdrus Hkkx ij ykxw gksxhA 

 

(2)Paper Tab :- bl Tab sheet dk iz;ksx Page dk Size vkSj Source 

Set djus ds fy, fd;k tkrk gSA bl Tab sheet ij fuEufyf[kr Option 

gksrs gSaA 

Paper Size :- bl Hkkx esa page dk Size Set fd;k tkrk gSA blds 

Dropdown List Box esa dbZ igys ls fu/kkZfjr Size miyC/k gSA ;fn List 

esa gekjk okafNr Size ugha gS rks ge blesa Custom Size Option dks pqudj 

okLrfod vkdkj uhps ds Spin Box ij Set dj ldrs gSaA 

Paper Source :- bl Hkkx ds List Box esa igys rFkk vU; i`’Bksa dks 

Source Set fd;k tkrk gSA ;g ml le; mi;ksxh gS tc Printer esa ,d ls 

vf/kd rjg ds dkxt yxkus ds fy, vyx&vyx Vªs gksrh gSaA 
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Preview :- ;g Hkkx Margin Tab Sheet okyk gh gSA vFkkZr lHkh Tabsheet esa “kkfey gS fdlh Hkh Tab sheet eas blesa 

dksbZ Setting djus ij mldk izHkko lHkh Tab Sheet ij iM+rk gS blfy, bldks ckj&ckj Set djus dh vko”;drk ugha gSA ;g 

Dailog Box bl izdkj fn[kkbZ nsrk gS %& 

 

 

 

Q.-12 M.S. Word easa Auto Formatting dks le>kb, \ 

 

Ans. M.S. Word dh Auto Format lqfo/kk ls vki vius Document dks igys ls M.S. Word ij Set Style ds 

vuqlkj Format djk ldrs gSaA blesa ;g Hkh O;oLFkk gS Auto Format ds }kjk fd, x, lq/kkjksa ls dqN ;k lHkh dks Lohdkj ;k 

vLohdkj fd;k tk ldrk gSA Auto Format of Option dks bl izdkj bLrseky fd;k tk ldrk gSA blds fy, fuEufyf[kr 

Steps dks Follow djrs gSaA bldk igyk Step gS %& 

Step-1:-  viuk fcuk Format fd;k gqvk Document [kksy ysrs gSaA 

Step-2:-  Format Menu esa Auto Formatt dks Click djrs gSaa blls Auto Format dk Dailog Box Screen ij  

 

iznf”kZr gksrk gS] tks bl izdkj fn[kkbZ nsrk gS %&  

 

 

 

 

 

 

 

  

 

 

 

bl Dailog Box esa nks Radio cVu gSA igys Option Auto Format Now dks pquus ij Documdnt M.S. Word }kjk 

rqjUr Format dj fn;k tk,xk ckn esa vkidks mls cnyus dk ekSdk ugha fn;k tk,xkA 

nwljk Option Auto Format and Review each change dks Set djus ij Format djus ds ckn vkidks izR;sd ifjorZu 

dks Lohdkj ;k cnyus dk volj fn;k tkrk gSA bldk mi;ksx djus ls igys vki Auto Currect Dailog Box dh Auto 

Format Tabsheet esa vius Option dks Set dj ldrs gSaA 

lHkh vko”;d Setting djus ds ckn Ok cVu ij Click djus ij vkidk Document Format gks tk,xkA ;fn vki lHkh 

ifjorZuksa dks Lohdkj djuk pkgrs gks rks bl Dailog Box esa Accept All dks Click dhft,A ;fn vki lHkh ifjorZuksa dks 

jn~n djuk pkgrs gSa rks Reject All cVu ij Click dhft,A 

 

Q.-13 M.S. Word esa ls Bullets and Numbering dks 

le>kb, \ 

 

Ans. dbZ ckj gesa ,slh lwfp;kW cukuh iM+rh gS ftuesa izR;sd oLrq dks 

,d vyx ykbu esa fdlh fo”ks’k fpUg tSls cM+k fcUnq ;k oxZ ds lkFk 

fn[kk;k tkrk gSA bu fpUgksa dks Bullets vkSj ,slh lwfp;ksa dks Bullet 

List dgk tkrk gSA blh izdkj tc ge oLrqvksa dks dze la[;kvksa esa 

fn[kkrs gSa rks ml lwph dks Number List dgk tkrk gSA M.S. 

word esa Bullet List vkSj Number List cukus dh izfdz;k bl 

izdkj gS %& 

1- Bullet List cukuk :-M.S. Word esa vki nks izdkj ls 

Bullets List cuk ldrs gSaA igyh fof/k esa vki Type djrs 
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le; gh Bullet List cuk ldrs gSaA vkSj nwljh fof/k esa 

Type djus ds ckn mls Bullet List esa cny ldrs gSaA 

Type djrss le; Bullet List cukus ds fy, lcls igyh 

oLrq ;k okD; Type djds Enter Key nck,xsaA oSls gh 

M.S. Word Stare dks Type djus ij dqN Hkh Type djaxs 

rks mls Bullet List esa cny nsxkA ;fn vki List dh lHkh 

oLrq,W igys gh Tipe dj pqds gSa rks ckn esa Hkh vki mls 

Bullet List esa cny ldrs gSaA blds fy, ml lwph dh lHkh 

oLrq,W vyx&vyx rFkk Paragraph esa gksuh pkfg,A mUgsa 

Bullet List esa cnyus ds fy, igys mu lHkh oLrqvksa dks pqu 

yhft, fQj Formatting, Toolbar esa Bullet cVu dks 

Click djrs gSa ;k Format Menu ds Bullet and 

Numbering Option dks Click djrs gSaA ,slk djus ij gh 

mu lHkh dh ,d Bullet List cu tk,xhA Bullet and Numbering dk Dailog Box bl izdkj fn[kkbZ nsrk gS %& 

2- Number List cukuk :- M.S. Word esa Bullet List dh rjg vki Numberd List Hkh cuk ldrs gSaA ,slh lwfp;ksa 

ij dze la[;k,a 1]2]3 vkfn Mkyh tkrh gSaA Type djrs le; ,slh lwph cukus ds fy, igyh oLrq ls Bhd igys ,d 

la[;k rFkk mlds ckn (.) ;k nk;k dks’Vd Tab Type dhft,A M.S. Word ml iafDr ls lwph izkjEHk dj nsxk vkxs 

dh oLrqvksa ij vxyh dze la[;k,W vius vki gh vk tk,xhA bls ge Format Menu ds Bullet And Numbering 

ds }kjk iznf”kZr gks jgs Dailog Box esa Numbering Tab ds }kjk Hkh cuk ldrs gSa A 

 

Q.-14 M.S. Word esa Print djus ls lEcfU/kr Option dks le>kb, \ 

Ans. dksbZ Hkh Document Print djus ds fy, gesa File Menu ds Print Option dk mi;ksx djrs gSaA File Menu ds 

Print Option ij Click djus ij Print Dailog Box Screen ij bl izdkj fn[kkbZ nsrk gSA 

bl Dailog Box eas fuEufyf[kr Option gksrs gSSa %& 

1- Name :- List Box esa Printer dk uke fn;k tkrk gSA bl Box ds rhj ds fpUg okys NksVs cVu ij Click djus ij 

vkids Computer ij LFkkfir gks pqds lHkh Printer dh lwph nh tkrh gSA ftuesa ls vki ,d Printer dks pqu ldrs 

gSaA 

2- Page Range :- Paragraph esa fuEufyf[kr Option gSa %& 

 All :- bl Radio cVu dks Checked djus ij Document ds lHkh pages dk Print out fudyrk gSA 

 Current Page :- bl Radio cVu 

dks Chaced djus ij dsoy orZeku 

Document gh Print gksrk gSA 

 Pages :- bl Radio cVu dks 

Checked djus ij ge vius vuqlkj 

Pages ds Range dks Print dj 

ldrs gSaA 

 Number of Copies :- blesa ge gj 

,d Document dks fdruh izfr fizUV 

djuk pkgrs gSa mls Set dj ldrs gSaA 

 Print What :- bl Combo Box 

esa fn, x, Option ds }kjk ge 

Document esa D;k Print djokuk 

pkgrs gSa mls Set dj ldrs gSaA 

 Print :- Print Dropdown List 

Box esas ge Even Pages ;k Odd Pages dks select djds dze”k% Even ;k Odd Page Print dj ldrs gSaA 

blds i”pkr OK cVu ij Click djus ij Sat fd, x, Option ds }kjk Document Print gks tkrk gSA 
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    P.C. Package 

Unit – 3 

Q.-1     M.S. Word esa Spelling and Grammer Option dks le>kb, \ 

 

Ans.M.S. Word esa ikB~; Type djrs le; ;fn vkidks dksbZ “kCn Type djrs gSa tks M.S. Word dh pquh gqbZ 

Dictionary esa ugha gksrk rks “kCn iwjk gksrs gh M.S. Word mlds uhps yky jax ls ,d likZdkj ykbu [khap nsrk gS] rkfd 

vkidks irk py tk, fd og “kCn xyr gSA ;fn okLro esa og “kCn xyr Type gqvk gS rks ml xyrh dks vki ogha Bhd dj 

ldrs gSaA Spelling Checker pykus ds fy, dlZj dks Document ds “kq: esa ys tkb;s vc Standared Toolbar esa 

Spelling and Grammer dks Click dhft, vFkok Tools Menu esa Spelling and Grammer Option dks Click 

dhft,A vFkok Function Key F1 dks nckb, ,slk djrs gh Spelling and Grammer dk Dailog Box Screen ij [kqy 

tkrk gSA ;g Dailog Box bl izdkj fn[kkbZ nsrk gS 

%& 

bl Dailog Box esa fuEufyf[kr Option fn[kkbZ 

nsrs gSa %& 

1- Ignore Once :- bl Option dk mi;ksx 

rc fd;k tkrk gS tc ge Type fd, gq, 

“kCn dks lgh ekurs gSa vkSj mls ,slk gh 

j[kuk pkgrs gSa rks bl cVu ij Click djrs 

gSaA 

2- Ignore All :- bl cVu ij rc Click 

djrs gSa tc iwjs Document esa ;g “kCn 

NksM+uk pkgrs gSaA 

3- Add to Dictionary :- ;fn ge Type 

fd, x, “kCn dks viuh Dictionary esa 

tksM+uk pkgrs gSa rkfd M.S. Word vkxs 

dHkh ml “kCn dks xyr u ekus rks Add To 

Dictionary cVu dks Click djrs gSaA ,slk izk;% O;fDr;ksa vkSj LFkkuksa ds uke ds fy, fd;k tkrk gSA 

4- Change :- bl cVu dk mi;ksx ge rc djrs gSa tc gekjs }kjk Type fd;k x;k xyr “kCn Not In Dictionary 

Hkkx esa fn[kk;k tkrk gSA vkSj mlds uhps ds Suggest Hkkx esa mlls feyrs tqyrs lgh “kCn dks n[kk;k tkrk gSA ;fn vki 

bu “kCnksa esa ls fdlh “kCn dks lgh ekurs gSa rks mls Click djds pqu yhft,A blls xyr “kCn dh txg vkids }kjk 

pquk x;k lgh “kCn Hkj tkrk gSA 

5- Change All :- bl cVu ij ge rc Click djrs gSa tc ge cnyko iwjs Document esa ,d lkFk djuk pkgrs gSaA 

6- Auto Correct :- ;fn vki pkgrs gSa fd xyr Type fd;k x;k dksbZ “kCn vkSj mlds cnys esa j[kk x;k lgh “kCn 

vkids Auto Currect lqfo/kk esa tqM+ tk, rks bl Dailog Box esa Auto Correct cVu dks Click djrs gaSA ,slk 

djus ij tc Hkh vki ml xyr “kCn dks Type djsaxs rks Word vius vki lgh “kCn esa cny nsxkA ge fdlh xyr fd, 

gq, Word dks Right Click djds Hkh lgh dj ldrs gSaA Right Click djus ij Hkh Suggetion dh List iznf”kZr gksrh 
gSA 

 

Q.-2  M.S. Word esa Thesaurus Option dks le>kb, \ 

 

Ans.  ;g M.S. Word dh ,slh lqfo/kk gS ftldh lgk;rk ls vki vius Text dks vf/kd izHkkoh cukus ds fy, lgh “kCnksa dk 

pquko dj ldrs gSaA ;g lqfo/kk vkidks fdlh xyrh dh vksj ladsr ugha djrh cfYd vkidks vko”;drk gksus ij lgk;rk miyC/k 

djkrh gSA Thesaurus dk mi;ksx djus dh fof/k fuEu izdkj gS %& 

1- ftl “kCn dks vki lgh djuk pkgrs gSa ml ij Right Click dhft, ftlls Popup Menu [kqy tk,xkA 

2- bl Menu esa Synonyms ij Mouse Pointer ykus ij Sub Menu esa ml “kCn ds i;kZ;okph “kCn fn[kk;s tkrs gSaA 

;fn vki buesa ls fdlh ,d “kCn dk iz;ksx djuk pkgrs gSa rks mls Click dhft, blls og vkids Tipe fd, x, “kCn 

dh txg Hkj tk,xhA Thesaurus Menu dk mi;ksx ge Tool Menu ds Research Option ij Hkh Click djds 

Hkh dj ldrs gSaA  
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Q.-3  M.S. Word esa Find & Replace Option dks le>kb, \ 

 

Ans. izR;sd Word Processer esa dksbZ fn;k x;k ikB~; ;k “kCn <w<+us ;k mls fdlh nwljs ikB~; ;k “kCn dks <w<+us dh lqfo/kk 

nh tkrh gSA bl lqfo/kk dk mi;ksx ;k rks ,sls volj ij fd;k tkrk gSA tc dksbZ “kCn xyr pyk x;k gks ;k rks mls iwjs 

Document esa cnyuk gksA  

Text dks <w<+us ds fy, Edit Menu esa Find Option ij Click djrs gSaaA blls vkidh Screen ij Find & Replace 

Dailog Box iznf”kZr gksrk gS tks bl izdkj fn[kkbZ nsrk gS %& 

 

 

 

 

Find Tab Sheet bl ds Find What Text Box esa og Text Type fd;k tkrk gS ftldks vki <W<+uk pkgrs gksA Search 

Option ds Search Drop Down List Box esa <w<+us dh fdz;k dks lhfer djus okys fodYi fn, tkrs gSaA ftuls vki ,d dks 

pqu ldrs gSaA blds uhps dqN Check Box cus gksrs gSa tks vkidh [kkst dks funZsf”kr djrs gSa bu Check Box dk mi;ksx bl 

izdkj gS %& 

1- Match Case :- bl Check Box dks Check djus ij fn, x, ikB~; ds NksVs vkSj cM+s v{kjksa dks vyx&vyx 

ekudj mudks Bhd&Bhd feyk;k tk,xkA 

2- Find Whole Word Only :- bl Check Box dks Set dj nsus ij dsoy iwjs “kCn gh <w<+s tk,xsaA mnkgj.k ds fy, 

RAM dks <w<+us ij RAMESH ugha <w<+k tk,xkA 

3- Use Wild Card :- bl Check Box dks Check djus ij fn, x, Pattern dks <w<+k tk,xkA fdlh Hkh ,d v{kj ds 

fy, \ dk iz;ksx djrs gSa tcfd dbZ v{kjksa ds fy, * dkA 

Ex- Computer,Cursur,Corner,Cutter      C*r   C????r 

4- Sound Like :- bl Check Box dks Set djus ij yxHkx ,d tSls mPpkj.k okys “kCnksa dks <w<+k tk,xkA mnkgj.k ds 

fy, To dks <w<+us ij Too, Toe, Two vkfn lHkh “kCn <<+ fn, tk,xsaA 

5- Find All Word Forms :- bl Option dks Check djus ij ,d “kCn ds lHkh :i <w<+ fn, tk,xsaA mnkgj.k ds 

fy, Go dks <w<+us ij Going, Went, Goes, Gone Hkh <w<+ fn, tk,xsaA lHkh vko”;d Setting djus vkSj <w<+k tkus 

okyk Text Hkjus ds ckn Find Next cVu dks Click dhft,A ,slk djus ij ;fn og Text nh xbZ “krksZ ds vuqlkj 

ik;k tk,xk rks dlZj ogkW igWqp dj :d tk,xkA 

6- Replace Tab Sheet :- bl Tab Sheet esa Find What rFkk Replace With nks Text Box gS ftuesa dze”k% <w<+k 

tkus okyk rFkk mlds cnys j[kk tkus okys ikB~; Hkjk tkrk gSA Move cVu dks Click djds <w<+us dh fdz;k dks 

fu;fU=r djus okys fodYi fn[kk, tkrs gSa rks Find Tab ds vuqlkj gksrs gSaA blds i”pkr Replace cVu ij Click 

djrs gSa ftlls dh Text Replace gks tkrk gSA 

 

 

Q.- 4 M.S. Word esa Header & Footer dks le>kb, \ 

 

Ans. Header and Footer vkids Document ds izR;sd i`’B ij Nkis tkus okyh lwpukvksa dks dgk tkrk gSA Header i`’B ds 

Åijh Margin ij vkSj Footer fupys Margin ij Nkik tkrk gSA buesa ikB~; vkSj fp=  nksuksa “kkfey gks ldrs gSaA mnkgj.k ds 

fy, vki ist uEcj] rkjh[k] dEiuh dk Logo, Document dk “kh’kZd dEiuh dk uke vkfn Header vkSj Footer esa yxk 
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ldrs gSaA vki iwjs Document esa ,d tSls Header vkSj Footer Hkh yxk ldrs gSaA vFkok fofHkUu Hkkxksa ds fy, vyx&vyx 

Header vkSj Footer Set dj ldrs gSaA Header vkSj Footer cukus ds fy, fuEufyf[kr Option dk mi;ksx djrs gSaA  

View Menu esa Header&Footer Option dks Click djrs gSa blls dlZj Header Area essa pyk tk,xkA vkSj 

Document dh lkexzh gYdh fn[kkbZ nsxhA blds lkFk gh Header&Footer Toolbar Hkh vkidh Window ij [kqy tk,xhA 

bl Toolbar dh fofHkUu cVuksa dk iz;ksx Header&Footer cukus ds fy, fd;k tkrk gSA bu fofHkUu cVuksa dk iz;ksx bl izdkj 

gS %& 

   Header and Footer Toolbar esa fuEufyf[kr Option gksrs gSa %& 

1- Insert Auto Text :- bl Tool cVu dk iz;ksx header and Footer esa dksbZ Auto Text Mkyus ds fy, fd;k tkrk 

gSA bldks Click djus ij miyC/k 

Auto Text dh lwph [kqy tkrh gSA 

vki bl lwph essa ls fdlh Hkh Option 

dks Click djds pqu ldrs gSaA 

2- Insert Page Number :- bl cVu dks Click djus ls Header ;k Footer esa dlZj ds LFkku ij page Number 

Print fd;k tkrk gSA 

3- Insert Number of Pages :- bl cVu dks Click djus ls Header ;k Footer ds LFkku ij Document esa 

Pages dh dqy la[;k Nkih tkrh gSA 

4- Format Page Number :- bl cVu dks Click djus ls Page Number Dailog Box [kqy tkrk gS ftlesa vki 

vkSj fdlh Hkh la[;k ls izkjEHk dj ldrs gSaA 

5- Insert Date :- bl cVu dks Click djus ls Header ;k Footer esa dlZj ds LFkku ij orZeku rkjh[k Nkih tk 

ldrh gSA 

6- Insert Time :- bl cVu dks Click djus ls Header ;k Footer esa dlZj ds LFkku ij orZeku le; Nkik tkrk gSA 

7- Page Setup :- bl cVu dks Click djus ls Screen ij Page Setup Dailog Box [kqy tkrk gSA 

8- Swich Between Header&Footer :- bl cVu dk iz;ksx Header Area ls Footer Area esa vkus tkus ds fy, 

fd;k tkrk gSA 

9- Close :- bl cVu dks Click djus ls Header&Footer Toolbar cUn gks tkrk gSA vkSj dlZj fQj ls Document 

Text Area esa igWqp tkrk gSA 

 

Q.- 5 M.S. Word esa Page Number dSls Insert djrs gSa le>kb, \ 

 

Ans. ge Header-Footer ds }kjk Document esa Page 

Number Insert dj ldrs gSaA blds vykok Hkh ge 

fuEufyf[kr rjhds ls Document esa Page Number Insert 

dj ldrs gSa %& 

(c) Insert Menu esa Page Number Option ij 

Click dhft, blls Page Number Dailog Box 

Screen ij [kqy tk,xkA 

 

(d) bl Dailog Box esa Postion List Box esa i`’B 

la[;kvksa dk LFkku r; fd;k tkrk gS blesa nks Option 

gS %& 

 Top of Page nsus ij Page Number Header Area esa Nkik tkrk gS vkSj 

 nwljk fodYi nsus ij Bottom of Page Number Footer Area esa Nkik tkrk gSA 

3- Alignment List Box esa pqus gq, Area esa Page Number dh fLFkfr Set dh tkrh gSA blesa ikWp Option gS %& 

 Left 

 Right 

 Center 

 Inside 

 Outside 
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4- Format cVu dks Click djus ij Format Dailog Box [kqy tkrk gS ftlesa vki Page Number dks Format 

dj ldrs gSaA 

5- vUr esa Ok cVu dks Click dhft, blls Page Number Insert gks tk,xkA 

 

 

Q.-6 M.S. Word esa Pictures dks dSls Insert djrs gSa le>kb, \ 

 

Ans. M.S. Word esa fofHkUu izdkj ds Picture,Clipart, word Art vkfn dks ge vius Document esa vklkuh ls Insert 

dj ldrs gSaA M.S. Word esa bu phtksa dks Insert djus ds fy, Insert Menu ds Picture option dk mi;ksx fd;k tkrk 

gS blds vUrxZr fuEufyf[kr Option fn[kkbZ nsrs gSa %& 

1- Clipart :- bl Option ij Click djus ij M.S. Word dh Window esa Right Side esa Taskpan iznf”kZr gksrk 

gSA bl Taskpan esa ge Clipart dks Search dj ldrs gSaA blesa ge ftl Clipart dks Search djuk pkgrs gSa mldk 

Key Word Type djrs gSaA rFkk Location fu/kkZfjr djus ds i”pkr Go cVu ij Click djrs gSa ftlls dh fofHkUu 

Clipart Taskpan esa fn[kkbZ nsrh gSA ftl Hkh Clipart dks ge vius Document esa Insert djuk pkgrs gSa mls 

Click djrs gSa ftlls dh og Clipart gekjs Document esa Insert gks tkrk gSA 

2- From File :- bl Option ij Click djus ij ge vius Computer esa Store fdlh Hkh Image dks vius M.S. 

Word Document esa iznf”kZr dj ldrs gSa blds fy, Insert Menu ds Picture ds varxZr From File Option 

dks pqurs gSaaA rFkk iznf”kZr gks jgs Dailog Box esa ml Picture dks Select djrs gSa ftls ge vius Document esa 

Insert djuk pkgrs gSaA rFkk Insert cVu ij Click djus ij Select dh xbZ Image gekjs Document esa Insert gks 
tkrh gSA 

3- From Scanner of Camra :- bl Option ds }kjk ge vius Computer ls Attach Scanner , Camera 

Devies ls Hkh Picture dks vius Document esa Insert dj ldrs gSaA bl Option ij Click djus ij ;fn gekjs 

Computer ij Scanner vkSj Camera Device Connected gS rks mldh Images fn[kus yxrh gSA vkSj vklkuh ls 

ge viuh Images dks Insert dj ldrs gSaA 

4- New Drawing :- bl Option ij Click djus ij ge vius  

      Document ij New Drawing Canvas dks Insert dj ldrs gSaA  

    bl Drawing Canvas esa fofHkUu izdkj dh Picture dks Insert dj  

    ldrs gSa rFkk viusss vuqlkj ubZ Drawing cuk ldrs gSaA 

5- Auto Shapes :- bl Option ds }kjk ge vius M.S. Word  

     Document esa fofHkUu izdkj ds Auto Shaps dks Insert dj ldrs  

    gSaA bl ij Click djus ij Autoshapes dk Toolbar Screen ij  

iznf”kZr gksrk gSA ftl ij dh fofHkUu Autoshapes gksrs gSaA buesa ls 

fdlh Hkh Autoshapes ij Click djds ge vius Document ij   

Insert dj ldrs gSaA 

6- Word Art :- bl Option ds }kjk ge M.S. Word esa Word Art 

dks Insert dj ldrs gSaA bl ij Click djus ij Word Art Insert 

djus ds fy, dk Window Screen ij iznf”kZr gksrh gSA blesa fdlh 

Hkh Word art dks Select djds ge vius vuqlkj Text Insert dj 

ldrs gSaA 

7- Organization Chart :- bl Option ds }kjk ge vius Document ij Organization Chart dks Insert dj 

ldrs gSaA bldk mi;ksx fdlh Hkh izdkj dk oxhZdj.k crkus okyh phtksa dks Insert djus ds fy, fd;k tkrk gSA 

 

Q.-7 M.S. Word esa fdlh nwljh File ds Content dks mi;ksx gks jgh File esa fdl izdkj Insert fd;k tkrk gS le>kb, 

\ 

 

Ans. M.S. Word esa Insert Menu ds File Option ds }kjk ge fdlh nwljh File ds Content dks Working File esa 

Insert dj ldrs gSaA blds fy, Insert Menu ds File Option ij Click djrs gSa ftlls dh File dks Insert djus ds fy, 

Dailog Box iznf”kZr gksrk gSA blesa ge ml File dks Select djrs gSa ftls nwljh File esa Insert djuk pkgrs gSaA rFkk Insert 

File cVu esa Click djrs gSa ,slk djrs gh mi;ksx gks jgh File esa Select dh xbZ File ds iwjs Content Insert gks tkrs gSaA 
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Q.-8 M.S. Word esa Auto Text rFkk Auto Correct Option dks le>kb, \ 

 

Ans.Auto Text:-M.S. Word dh Auto Text lqfo/kk ds }kjk ge vius Document ij igys ls cus gq, Text dks Insert 

dj ldrs gSaA Auto Text Option dk mi;ksx djus ls gesa Typing ugha djuk iM+rk rFkk ftl Text dks ge viuh ckj&ckj 

Document esa Insert djuk pkgrs gSa mls Type djus esa le; cckZn ugha djuk iM+rkA dsoy ,d Click djus ij ml Text 

dks ge vius Document ij vklkuh ls Insert dj ldrs gSaA blds fy, fuEufyf[kr Setp dks Follow djrs gSa %& 

Step 1 :- Insert Menu ds Auto Text Option ij Click djrs gSa blls mlds varxZr gesa fofHkUu Sub Menu fn[kkbZ nsrs 

gSaA ftlds varxZr fofHkUu Text gksrs gSaA ftl ij Click djds mls ge vius Document ij Insert dj ldrs gSaA 

tSls %& Sincerly Yours 

        Respectfully 

       Best Reagards 

Auto Text izo`f’V cukuk :- ge vius }kjk Hkh Auto Text dh izfof’V cuk ldrs gSa vkSj mls Hkfo’; ds mi;ksx ds fy, lqjf{kr 

j[k ldrs gSa bldh fof/k fuEukuqlkj gS %& 

1- mls Text dks pqfu, ftls vki Auto Text esa lqjf{kr djuk pkgrss gSaA rFkk blds i”pkr Insert Menu ds Auto 

Text Option ds vUrxZr New Option dks Click djrs gSa ftlls Create Auto Text Dailog Box iznf”kZr 

gksrk gSA 

2- bl Dailog Box es Text Box esa viuh izfof’V (Entry) djuk pkgrs gSa rks mls Type dhft, OK cVu ij Click 

djus ij vkidh Entry Auto Text essa Save gks tk,xhA rFkk ;g Auto Text dh List esa Normal Option ds 

varxZr fn[kkbZ nsrh gSA 

Auto Correct :-Auto Correct M.S. Word dh ,d ,slh fo”ks’krk gSa ftlds }kjk ikB~; Type djus esa gksuh okyh lkekU; 

xyfr;ksa dks vius vki Bhd dj fn;k tkrk gSA Spelling dh cgqr lh xyfr;kW izk;% Typing dh xfr ls iSnk gksrh gSA tSls %& 

the Type djrs&djrs ge teh Type dj tkrs gSaA vkSj is Type djrs&djrs si Type dj tkrs gSaA M.S. Word esa Typing 

dh ,slh xyfr;ksa dks vius vki gh rRdky Bhd dj nsus dh lqfo/kk miyC/k gSA 

okLro esa Auto Correct lqfo/kk lkekU; :i ls gksus okyh Typing dh xyfr;ksa dks ,d Dictionary esa j[krk gSA blesa igys 

ls gh gtkjksa Entry Hkjh gqbZ gSA izR;sd izfof’V esa lEHko xyr “kCn fn;k vkSj mlds cnys vkus okyk lgh “kCn fn;k tkrk gSA 

Type djrs le; tSls gh vki fdlh “kCn ;k v{kj ds ckn Spacebar Enter dqath nckrs gSa rks Auto Correct mlh le; 

mlds LFkku ij i`fof’V ds vuqlkj lgh “kCn j[k nsrk gSA vki bl Dictionary esa u, “kCn Hkh tksM+ ldrs gSa] bldh fof/k 

fuEukuqlkj gS %& 

 

 

 

 

1- Tools Menu esa Auto Correct Option ij Click dhft, blls Auto Correct Dailog Box Open gksxkA 

2- bl Tabsheet esa Replace Text Box esa ml “kCn dks Hkfj, tks izk;% xyr Type fd;k tkrk gSA 

3- With Text Box esa ml “kCn dks Hkfj, tks Type gksuk pkfg,A vFkkZr lgh “kCn tks xyr “kCn ds cnys j[kk tk,xkA 

4- Add cVu dks Click dhft, blls og izfof’V Dictionary esa tksM+ nh tk,xhA 
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5- OK cVu dks Click dhft,A 

 

Q.-9 Auto Text rFkk Autocorrect esa varj le>kb, \ 

 

Ans. M.S. Word dh Auto Text lqfo/kk Hkh Auto Correct lqfo/kk ls feyrh tqyrh gS] buesa nks eq[; varj gS %& 

1- Auto Correct vius vki vFkkZr Automaticly dke djrk gSA tcfd Autotext dks mi;ksx djus dk vkns”k nsuk 

iM+rk gSA 

2- Auto text dh dksbZ izo`f’V Lo;a iwjk djus vFkkZr Autocomplete ds fy, ladsr nsrh gSA tSls gh vki “kq: ds v{kj 

Type djrs gSa og vius vki iwjk djus dk volj nsrh gSA 

 

 

Q.-10  M.S. Word esa Symbol Option dks le>kb, \ 

 

Ans.  vf/kdka”k Fonts esa cgqr ls ,sls izrhd rFkk fo”ks’k fpUg 

gksrs gaS ftuds fy, Key-Board esa dksbZ Key ugha gksrhA 

M.S. Word esa ,sls fpUgksa dks Keyboard }kjk Type djuk 

cgqr ljy gSA blds fy, ;k rks Symbol Dailog Box ;k 

Short Cut Key dk mi;ksx fd;k tkrk gSA 

  ;fn vki dksbZ fo”ks’k fpUg ;k izrhd vius Text esa 

Mkyuk pkgrs gSa rks fuEu Steps dks Follow dhft, %& 

1- Insert Menu essa Symbol Option ij Click 

dhft, blls Symbol Dailog Box izkIr gksxkA ;g 

Dailog Box bl izdkj fn[kkbZ nsrk gSA 

2- bl Dailog Box dh Symbol Tabsheet esa Font 

Dropdown List Box esa og Font pqfu, ftldk 

dksbZ fpUg vki Insert djuk pkgrs gSaA Dailog box esa pqus x, Font esa miyc/k lHkh fpUg fn[kkbZ nsrh gSA lcls 

T;knk izpfyr fpUg Wingdings rFkk Web Dings Font esa miyC/k gksrs gSaA Font cnydj vki nwljs miyC/k fpUgksa 

dks ns[k ldrs gSaA vki ftl Text dks vius ikB~; esa “kkfey djuk pkgrs gSa mls Click dhft, rFkk Insert cVu ij 

Click dhft,A blls og Symbol Document ij iznf”kZr gksrk gSA ;fn bl fpUg dk dksbZ Short cut gksrk gS rks 

Short cut Key “kCnksa ds lkeus fn[kkbZ nsrk gSA vki ml fpUg dks Short cut Key Press djds Hkh j[k ldrs gSaA 

  

Q.-11  M.S. Word esa Column Option ds mi;ksx dks le>kb, \ 

 

Ans. lkekU;r% Word esa ge tks Document rS;kj djrs gSa og ,d gh Column ds :i esa gksrk gSA vFkkZr ck,W Margin ls 

nk,W Margin rd dh iwjh pkSM+kbZ esa ,d Column gksrk gSA vko”;drk gksus ij vki vius Document dks lekpkj i= dks 

if=dkvksa dh rjg dbZ Column esa ckWV ldrs gSa %& 

1- Standard Toolbar ds Column Tool cVu ij Click 

djdsA 

2- Format Menu ds Column Option dk mi;ksx djdsA 

igyh fof/k %& Column cukus ds fy, Standared Toolbar ds 

Coumn cVu dks Click dhft,A blls ml cVu ds uhps ,d 

Dropdown Box [kqysxkA ftlesa Mouse cVu dks nckdj ekml 

Pointer dks [khaprs gq, vko”;d la[;k esa ,d ls N% rd dkWye cuk 

ldrs gSaA 

nwljh fof/k %& bl fof/k ds }kjk Column cukus ds Step bl izdkj gSa % 

1- Format Menu esa Column Option ij Click dhft,A 

blls vkidks fp= dh rjg column Dailog Box fn[kkbZ 
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nsxkA 

2- blds Number Column Spin Box esa vki Column dh la[;k Kkr dj ldrs gSaA vFkok Åij fn, x, mi;ksxh esa 

ls fdlh ,d dks pqu ldrs gSaA 

3- ;fn vki lHkh Column dks cjkcj pkSM+kbZ dk Set djuk pkgrs gSa rks Width and Spacing Hkkx esa Equal Column 

Check Box dks Set dj nhft,A ;fn ;g Box Set ugha gS rks vki mudh pkSM+kbZ rFkk muds chp dk vUrj viuh 

vko”;drk ds vuqlkj dj ldrs gSaA 

4- Column ds chp esa Line [khapus ds fy, Line Between dks Set dj nhft,A 

5- Apply to List Box esa vki ;g crk ldrs gSa fd vkids }kjk dh xbZ Setting Document ds fdl Hkkx ij ykxw 

gksxhA blds fy, List dks [kksydj viuk fodYi pqu yhft,A 

6- OK cVu ij Click dhft, ftlds }kjk vkids Document ij Column cu tk,xkA 

 

Q.-12 M.S. Word easa Tab Option dks le>kb, \ 

 

Ans. lk/kkj.k lwfp;ka rS;kj djus esa Tab cgqr ljy vkSj rRdky lqfo/kk nsrs gSaA M.S. Word esa Tab ds }kjk vki dqN ,sls 

dk;Z Hkh dj ldrs gSa tks VkbijkbVjksa ij ugha fd;k tk ldrkA  

tSls %& Tab dh lgk;rk ls M.S. Word esa ,slk Data rS;kj dj ldrs gSa ftls vki Spread Sheet Data base rFkk ,sls gh 

nwljs Program ds lkFk Share dj ldrs gSaA ,oa M.S. Word Document ds fy, izR;sd Paragraph ds fy, vyx Tab 

dk mi;ksx djrs gSaA M.S. Word esa ikWp izdkj ds Tab Stop gksrs gSa %& 

 Left 

 Right 

 Center 

 Decimal  

 Bar 

Ruler }kjk Tab Stop yxkuk :- Ruler dh lgk;rk ls Tab Stop cukus ds 

fy, Ruler dh ckWbZ vksj cus gq, Tab Stop cVu dk iz;ksx fd;k tkrk gSA izkjaHk esa 

;g L vkdkj dk gksrk gS tc vki bls Click djrs gSa rks ;g dze”k% Right, 

Center, Decimal Tab esa cny tkrk gSA vki ftl izdkj dk Tab Stop cukuk 

pkgrs gSa bl cVu dks Click djrs gq, mlh :i esa ykb;sA fQj Ruler esa tgkW Tab 

Stop yxkuk gks ogkW Mouse Pointer ls Click dhft, blls mlh izdkj dk Tab 

Stop cu tk,xkA 

Tab Dailog Box :- Format Menu esa Tab Option ij Click djus ij ,d 

Dailog Box Open gksrk gSA bl Dailog Box esa Tab dh ekdZ bUpksa esa nh 

tkrh gSA ftl LFkku ij vki Tab yxkuk pkgrs gSa mldh Tab Stop Position 

Text Box esa nhft, vkSj Alignment Hkkx esa mldk Alignment crkus okyh 

Radio cVu dks Click djds Set dhft,A 

Leader Hkkx esa ;g r; fd;k tkrk gS fd nks Tabs ds chp esa fjDr LFkku dks fdl 

izdkj Hkjk tk,xkA bl Hkkx ds pkj fodYi cVuksa esa ls vki fdlh Hkh Hkkx dks Set 

dj ldrs gSaA vUr esa Set cVu dks Click dhft, blls ml LFkku ij u;k Tab 

Stop cu tk,xkA blh izdkj vki fdurs gh Tab Stop cuk ldrs gSaA 

 

Q.-13 M.S. Word esa Auto Shapes dks le>kb, \ 

 

Ans. M.S. Word esa cgqr lh izpfyr vkd`fr;ksa dks cukus dh ,d fo”ks’k lqfo/kk miyC/k gS tks Drawing Toolbar dh 

lgk;rk ls cukus ij vf/kd le; ysrh gSA ,slh cgqr lh vkd`fr;ksa ds lkFk Text dks tksM+us dh Hkh lqfo/kk miyC/k gS bl lqof/kk 

dks Auto Shape dgrs gSaA 

Auto Shape dks Document esa fuEu izdkj  Insert djk;k tkrk gS %& 

3- Cursor dks ml LFkku ij j[ksa tgkW Auto Shap Insert djuk gSA 
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4- Insert Menu esa Picture Option ds SubMenu esa Auto Shap (Toolbar) Option ij Click dhft, ftlls 

Auto shap Toolbar Open gks tkrk gSA 

5- bl Toolbar esa dbZ cVu tSls& Line, Connecter basic shapes, Block arrow, Flowchart vkfnA tc Hkh vki 

fdlh cVu dks Click djrs gSa rks ml Js.kh dh vkd`fr;kW fn[kkbZ nsus yxrh gaSA Mouse Pointer dks uhps ykdj fdlh 

Hkh vkd`fr dks Click djds pqu ldrs gSaA 

6- vkd`fr dks pqurs gh okfil Document ij tkrs gSa vkSj Mouse 

Pointer ,d +fpUg eas cny tkrk gSA rFkk Mouse Pointer dks [khaprs 

gq, bfPNr vkdkj dh vkd`fr cuk ldrs gSaA 

7- ckn esa vkd`fr ds pkjksa vksj cus gs.Myksa dh lgk;rk ls mldks lgh vkdkj 

esa cuk ldrs gSaA rFkk vkd`fr ,oa Text dk jax Hkh cny ldrs gSa 

 

Q.-14 M.S. Word esa Mail Marge dk iz;ksx dj Letter rS;kj djus ds Step fyf[k,A 

 

Ans. Mail Marge M.S. Word dh og lqfo/kk gS ftlds }kjk vki ,d gh Letter dks vusd O;fDr;ksa rd Hkst ldrs gSaA 

vFkok dqN lwpuk,W cnyrs gq, fdlh nLrkost dh vusd izfr;kW fudky ldrs gSaA bl dk;Z esa nks Qkbyksa esa ls lwpuk,W ysdj mUgsa 

vkil esa feykdj ;k Merge okLrfod Document rS;kj fd;k tkrk gSA buesa ls ,d File dks Data Source dgrs gSaA ftuesa 

name, Adderess rFkk vU; cnyus okyh lwpuk,W gksrh gSaA nwljh File dks Main Document dgrs gSa ftlesa fLFkj Text ;k 

lwpuk,W gksrh gSaA 

Creating Mail Merge Project :- Mail Marge rS;kj djus ds fy, ge fuEufyf[kr dk;Z djrs gSa %& 

 

1- eq[; nLrkost dh lkexzh rS;kj djukA 

2- Data Source rS;kj djukA 

3- Data Source esa lwpuk,W HkjukA 

4- eq[; nLrkost esa Data source ds Field ds uke MkyukA 

5- Marge ls izkIr gksus okys nLrkost dks Sat vFkok Print djukA 

 

MailMerge Wizard :- blds }kjk Step By Step Mail Marge ij dksbZ Project ljyrk ls rS;kj dj ldrs gSaA bl 

Program dks izkjEHk djus ds fy, Tool Menu ds Letter and Mailing ds SubMenu dk Mail Marge Wizard 

Option pqurs gSaA blls vkidh Word Window esa nkWbZ vksj Mail Marge Taskpan Open gks tkrk gSA ftldh lgk;rk 

ls Mail Marge Project N% Step esa vklkuh ls iwjk dj ldrs gSaA 

Step - 1 Select Document Type :- bl Step esa vki Mail Marge Project ds eq[; nLrkost dk Type pqurs gSaA 

;gkW ij ikWp izdkj ds nLrkost miyC/k gSa %& 

1- Letter 

2- Envelopes 

3- Labels 

4- Directory 

5- E-Mail 

Letter rS;kj djus ds fy, Letter Radio cVu ij click djds Next Option ij Click djrs gSa ftlls vxyk Step 

fn[kkbZ nsrk gSA 

Step – 2 Select Starting Document :- bl Step esa Main Document Select djus ds rhu fodYi gksrs gSaA ;fn 

vkius Letter orZeku Window esa Type fd;k gS rks Use the Current Document Radio cVu dks pqurs gSaA ;fn igys ls 

cuh nLrkostksa dk iz;ksx djuk pkgrs gSa rks Start From Existing Document Radio cVu dks pqurs gSaA bl pj.k esa ;g nks 

Option vf/kd egRoiw.kZ gS ;gkW ge Current Document dks pqurs gSa ,oa Next Option ij Click djrs gSaA 

Step – 3 Select Recipients :- bl Step esa Data Source vFkkZr Letter ds izkIrdRrkZvksa dks pqurs gSaA blesa Hkh rhu fodYi 

gksrs gSa ftuesa nks fodYi egRoiw.kZ gSaA ;fn vki igys ls cus Data Source dk iz;ksx djuk pkgrs gSa rks Use an Existing List 

Radio cVu dk pquko djrs gSaA ,oa ;fn vki ubZ Data Source List rS;kj djuk pkgrs gSa rks Type a New List Radio 

cVu dk pquko djrs gSaA ftlls Create Option fn[kkbZ nsus yxrk gSA ftl ij click djds New Address List Dailog 
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Box Open djrs gSaA bl Dailog Box esa fofHkUu Field Name Insert djds bl Data Source dks fdlh uke ls lqjf{kr 

dj fn;k tkrk gS fQj Next Option ij Click djrs gSaA 

Step – 4 Write Your Letter :- vkids }kjk rS;kj fd, x, Letter esa Recipient Information dks tksMus ds fy, pquko 

djrs gSa tSls :- Address Block, Greeting Line, Electronic Postage, Posta bar, Code, More Items blesa ls ge 

More Items ij Click djsaxsA ,oa izR;sd Field dks Main Document esa muds Title ds lkFk Insert djsaxsA Field 

Insert djus ds ckn Next Option dks Click djrs gSaA 

Step –5 Preview Your Letter :- cuk, x, Document esa Marge gq, Record dk Previwe bl Step esa ns[kk tk 

ldrk gSA bl Step esa flQZ ,d Riciplent Details fn[kkbZ nsrh gSA ;gkW vki Recipient List dks Edit Hkh dj ldrs gSaA iwjs 

Record ns[ksu ds fy, Next Option dk iz;ksx dj ldrs gSaA 

Step – 6 Complete the Merge :- bl Step esa vkids }kjk cuk, x, Document dks lqjf{kr fd;k tk ldrk gSA vFkok 

Print fd;k tk ldrk gS lHkh Record esa cnyko djus ds fy, vki Edit Individual Letter Option dk iz;ksx Hkh dj 

ldrs gSaA 

 

 

Q.-15 M.S. Word esa Mail Marge ds }kjk Envelope rFkk Lable fdl rjg cuk;k tkrk gS le>kb, \ 

 

Ans. Mailing Label vkSj fyQkQs nks vU; izdkj ds eq[; Document gksrs gSa bUgsa cukus ds fy, fuEufyf[kr Option dk 

mi;ksx fd;k tkrk gS %& 

Label rS;kj djuk :- Label rS;kj djus dh fof/k fuEu izdkj gS %& 

1- Tools Menu esa Letter and Maling ds Sub menu esa Mail 

Merge Wizard Option ij Click djrs gSaA blls bldh 

Window nkW;h vksj [kqy tkrh gSA 

2- bl Taskpan esa Document ds Type ds :i esa Label dks 

pqfu, vkSj Text Starting Document dks Click dhft, blls 

label cukus dh Step 2 Open gks tk,xkA 

3- ftl rjg ds vki Label cukuk pkgrs gSa mls Set djus ds fy, 

Label Option dks Click dhft,A blls Label Option dk 

Dailog Box Screen ij fn[kkbZ nsrk gSA bl Dailog Box esa 

fofHkUu izdkj ds Label dh lwph nh tkrh gSA blesa ls fdlh ,d 

dks Select djds OK cVu ij Click djrs gSa  

4- bl Step esa Next cVu Select Reciplents cVu dks Click djrs gSaA blls Next pj.k dk Taskpan Open gks 

tkrk gSA 

5- bl Step esa mfpr Data Source dks pqfu;s ;k cukb, vkSj Next, Arrange, your Labels dks Click dhft,A 

ftlls vkidks Next Step dh Taskpan fn[kkbZ nsrh gSA rFkk Word dh Window esa Label cukus ds fy, Box 

fn[kkbZ nsrk gSA 

6- bl Step esa vki igys Label ds Box esa oSlk Address rS;kj dhft, tSlk vki Label esa Print djuk pkgrs gSaA 

ljyrk ds fy, Mail Merge iV~Vh esa Address Work dks Click dhft, blls Insert Address Block Dailog 

Box [kqy tk,xkA bl Dailog Box esa Address dk Block rS;kj dhft, vkSj OK cVu dks Click dhft,A blls 

irs dk Block ,d Box esa cu tk,xkA ,slk gh Block lHkh Box So esa cukus ds fy, Mail Merge iV~Vh esa 

Update or Label cVu dks Click dhft,A blls oSlk Boock lHkh Box So esa cu tk,xkA 

7- vkids Label dks ns[kus ds fy, Next Preview Your Label dks Click dhft, blls vkidks  Word Window esa 

cuus okys Label fn[kkbZ nsaxsA 

8- Next Complete the Merge Option dks Click djrs gSa ftlls dh Label rS;kj gks tkrk gSA 
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Envelope rS;kj djuk :- fyQkQs rS;kj djus dh fof/k Label rS;kj djus dh 

fof/k ds leku gh gS blds fuEufyf[kr Step gSa %& 

1- Tools Menu esa Letter And Mailling ds Sub Menu esa Mail 

Marge Wizard Option ij Click dhft,A blls vkidh Word 

Window esa nkW;h vksj Mail Marge dk Taskpan Open gks tkrk gSA 

2- bl Taskpan esa Document ds Type ds :i esa Envelope dks 

Select djrs gSa vkSj Next Starting dks Click djrs gSaA blls 

Envelope cukus ds fy, Step dk Taskpan Open gks tkrk gSA 

3- ftl rjg ds vki Envelope cukuk pkgrs gSa mls Set djus ds fy, 

Envelope Option dks Click dhft,A blls bldk Dailog Box 

Screen ij fn[kkbZ nsrk gSA 

bl Dailog Bosx esa fofHkUu izdkj ds Envelope dh Size nh tkrh gSA 

vki ftl izdkj ds Envelope cukuk pkgrs gSa mls Select djrs gSa rFkk 

OK cVu ij Click djrs gSaA 

4- Next Select Recipients cVu dks Click djrs gSa blls vkidks vxys 

pj.k dk Task pan fn[kkbZ nsrk gSA 

 

 

5- blesa mfpr Data Source dks pqfu, ;k cuk yhft, vkSj Next cVu ij Click dhft,A blls vkidks vxys pj.k dk 

Taskpan fn[kkbZ nsrk gSA rFkk Word dh Window esa fyQkQs cukus ds fy, Box fn[kkbZ nsrk gSA 

6- bl Step esa vki fyQkQs ds Box esa oSlk i= rS;kj dhft, tSlk vki fyQkQs ij Nkiuk pkgrs gSaA 

7- fyQkQs ns[kus ds fy, Next Preview Your Envelope dks Click dhft, blls cuus okyk fyQkQk fn[kkbZ nsrk gSA 

8- Next cVu ij Click dhft, blls ckfd ds fyQkQs Print dj ldrs gSaA 
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Q.-16 M.S. Word esa Table dks Draw djus rFkk mlls lEcfU/kr fofHkUu Option dks le>kb, \ 

 

Ans. dksbZ Table ,d ,slh vk;rkdkj oLrq gS] ftlesa ge iafDr;ksa vkSj Column esa lwpuk,a O;ofLFkr djrs gSaA tSls QkWe] 

vkfFkZd fjiksVZ] ewY; lwph] ck;ksa MkVk vkfnA vki M.S. Word ds Document esa lkj.kh ;k Table dgha Hkh cuk ldrk gSA 

Table {kSfrt iafDr;kW rFkk Å/okZdkj dkWye ls curh gSA Row rFkk Column ds dkj.k ls cuus okys [kkuksa dks Cell dgrs gSaA 

Cell dh dqy la[;k iafDr;ksa dh dqy la[;k vkSj column dh la[;k dk xq.kuQy gksrk 

gSA 

Table cukuk :- Table fuEufyf[kr Option ds }kjk cuk;k tkrk gSA 

1- Menu }kjk %& bl izdkj dh Table cukus ds fy, Table Menu dk iz;ksx 

fd;k tkrk gSA Table Menu ds Insert Option esa Sub Menu ds Table 

Option dks pqurs gSaA blls Table cukus ds fy, Box iznf”kZr gksrk gS] tks bl 

izdkj fn[kkbZ nsrk gS %& 

bl Dailog Box esa Column rFkk Row dh la[;k dze”k% Number of Column 

rFkk Number of Rows Box esa Sat dh tkrh gSA bl Dailog Box esa Autofit 

Behaviour Hkkx esa rhu Option gksrs gSa %& 

 Fixed Column Width :- bl Option dks Sat djus ij lHkh Column dh 

pkSM+kbZ cjkcj Hkj nh tkrh gSA bl fodYi ds lkeus ds Epine Box esa Auto dks 

Sat djus ij Column dh pkSM+kbZ Word Lo;a r; dj ysrk gSA 

 Auto Fil to Condents :- bl fodYi dks Sat djus ij Column dh pkSM+kbZ gekjs }kjk Sell esa Hkjs x, Data ij 

fuHkZj djrh gSA 

 Auto Fit to Window :- bl Option ls Table dh pkSM+kbZ Window dh pkSM+kbZ ds vuqlkj cnyrh jgrh gS] rkfd 

og Table Window esa iwjh pkSM+kbZ esa fn[kkbZ ns ldsA 

2- Table dks Toolbar }kjk cukuk :- Table ls lacaf/kr dk;ksZ ds fy, Table Menu ds vykok Table and Border 

Toolbar dk iz;ksx fd;k tkrk gSA ;g 

Toolbar Standard Toolbar esa Table 

and Border cVu dks Click djus ij 

vFkok View Menu esa Toolbar ds 

Sub Menu ij Click djus ls izkIr 

gksrk gSA bl Toolbar esa Table ls lacaf/kr lHkh dk;ksZ ds fy, fofHkUu cVu gksrh gSA ftudk dk;Z fuEu izdkj gS%& 

 

 Draw Table :- bl Option ds }kjk ,d isafly dk iz;ksx dj vki Document esa fofHkUu Row ,oa Column ds 

vuq:i Table dk fuekZ.k dj ldrs gSaA 

 Eraser :- bl Tool dk iz;ksx cukbZ xbZ Table dh Lines dks gVkus ds fy, fd;k tkrk gSA ftl Line dks feVkuk 

gks mlds Åij Eraser Tool ds }kjk Click djds Document ls mls gVk ldrs gSaA 

 Line Style :- bl Option ds }kjk Table esa iz;ksx dh tkus okyh Line dks fofHkUu izdkj ls Table ij yxk;k tk 

ldrk gSA ;g Line dh vyx&vyx Style dks n”kkZrk gSA 

 Line Weight :- izR;sd Line Style dh pkSM+kbZ c<+kus ds fy, Toolbar ds bl Option dk iz;ksx fd;k tkrk gSA 

 Border Color :- Table dh Line ds Color dks cnyus ds fy, Border Style dk iz;ksx fd;k tkrk gSA 

 Border :- fn, x, fu”fpr Border Style Weight Color dks ;fn ,d lkFk ,d ls vf/kd Border Line ij 

bLrseky djuk gS rks bl Option dk iz;ksx fd;k tkrk gSA 

 Shading Color :- blds varxZr cukbZ xbZ Table ds }kjk ge Color Field djus ds fy, Shading Color 

Option dk iz;ksx fd;k tkrk gSA 
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 Insert Table :- bl Option ds }kjk ge Document esa Table dks Insert dj ldrs gSaA blds igys Option esa 

Click djus ij Table Insert djus ds fy, Box Open gksrk gSA bl Box esa Row rFkk Column dh la[;k dk 

Type djrs gSaA vkSj OK cVu ij Click djus ij Table Insert gks tkrh gSA 

 Merge Cells :- bl Option ds }kjk cukbZ xbZ Table esa fofHkUu Cell dks Select djds mUgsa vkil esa Merge 

fd;k tk ldrk gSA 

 Split Cells :- bl Option ds }kjk Table ds ,d Cell dks dbZ Cell esa cnyk tk ldrk gSA 

 Alignment :- bl Option ds }kjk fdlh Cell ds Alignment dks fu/kkZfjr dj ldrs gSa fd mlesa Type fd;k 

x;k Text dgkW ij fn[kkbZ nsrk gSA Left esa ;k Right esa] Top esa ;k Bottom esaA 

 Distribure Columns Evenly :- bl Option dks Click djus ij lHkh Column dh Width cjkcj gks tkrh gSA 

 Distribute Rows Evenly :- bl Option ij Click djus ij lHkh Row dh Size ,d tSlh gks tkrh gSaA 

 Table Auto Format :- bl Option esa Click djus ij ge Table dks Auto Format dj ldrs gSaA 

 Change Text Direction :- bl Option esa Click djus ij Cell ds Text Direction Change fd;k tk ldrk 

gSA 

 vkjksgh dze esa NkVuk :- blds }kjk ge Table esa fn, x, Text dks c<+rs dze esa tek ldrs gSaA 

 

Q.17 M.S. Word esa  Refrence lEcfU/kr fofHkUu Option dks le>kb, \  

Ans-Using References lUnHkZ fdlh ,sls rRo ls dgk tkrk gS] ftlesa fdlh vU; oLrq ds uke ;k ladsr dk mYys[k fd;k 

x;k gks A ,e ,l oMZ nLrkostksa esa vki pkj izdkj ds lanHkZ ns ldrs gS&QqVuksV(footnotes)] dSI”ku(captions)] dzkWl 

fjQjsal(cross reference) vkSj baMsDl rFkk Vsfcy(index and tabels) A oMZ nLrkost esa bu lanHkZ dks tksM+us ds fy, insert 

menu esa References fodYi ds lc esU;w dk mi;ksx fd;k tkrk gS A 

Adding Footnotes fdlh nLrkost ds fdlh i`’V ij lcls uhps nh tkus okyh vfrfjDr fVIif.kvksa dks iknVhi ;k QqVuksV 

(endnote) dgk tkrk gS A tc ,ssls lHkh QqVukV nLrkost ds vUr esa ,d lkFk fn;s tkrs gSa] rks mUgas vUrVhi ;k ,aMuksV 

(endnote) dgk tkrk gS A  

fdlh nLrkost esa QqVuksV ;k ,aMuksV tksM+us dh fof/k fuEu izkdj gS%& 

1-dlZj dks ml “kCn ds ckn yxkb,] ftlds fy, vki QqVuksV tksM+uk pkgrs gSa A 

2-Insert esU;w esa References fodYi ds lc esU;w esa footnote… vkns”k nhft, A blls vkidh Ldzhu ij QqVuksV ,aM ,aMuksV 

Mk;ykWx ckWDl [kqy tk,xk A 

3-Format Hkkx ds Number format fyLV ckWDl esa uEcjksa dk dksbZ QkWeZV pqfu, A  

4-vUr esa Insert cVu dks fDyd dhft, Ablls ;g Mk;ykWx ckWDl cUn gks tk,xk vkSj dlZj dh txg QqVuksV dh la[;k ;k fpUg 

laqijfLdzIV dh rjg Mky fn;k tk,xk A blds lkFk gh dlZj i`’V esa lcls uhps igqWp tk,xk A tgkW vki QqVuksV Vkbi dj ldrs 

gS A QqVuksV iwjk gks tkus ij eq[; nLrkost esa dgha Hkh fDyd djds dlZj dk ogkW ys tkb, A  

Adding caption 

Vki nLrkost esa fdlh oLrq% tSls&fp=] lkj.kh] lehdj.k vkfn ds fy, ifjp; vFkok dSI”ku Hkh tksM+ ldrs gS A dSI”ku tksM+us dh 

fof/k fuEu izdkj gS%& 

1-ml oLrq dks pqu yhft,] ftlds fy, vki dSI”ku tksM+us gSA  

2-Insert menu esa references fodYi ds lc esU;w esa caption…vkns”k nhft, A blls vkidh Ldzhu ij fp= dh rjg dSI”ku 

Mk;ykWx ckWDl [kqy tk,xk A  

3-bl Mk;ykWx ckWDl ds caption VSDLV ckWDl esa viuk dSI”ku Vkbi dhft, A ;fn vki blesa igys ls Hkjs gq, yscy dks cnyuk 

pkgrs gSa] rks New label…cVu dks fDyd dhft, A  

4-vUr esa ok cVu dks fdyd dhft, A blls dSI”ku ml oLrq ds mij ;k uhps tksM+ fn;k tk,xk A  



 

                                  Prepared By Nitendra Tomar    Page No-36 

dzkWl fjQjal nsuk (Adding cross Reference) 

tc ge fdlh oLrq tSls lkj.kh] fp=] QqVuksV] “kh’kZd vkfn dk lanHkZ fdlh vU; Lfkku ij nsrs gS] rks mls dzkWl fjQjsal dgk tkrk 

gS A vki ,e ,l oMZ esa ljyrk ls dzkWl fjQjsal tksM+ ldrs gSa A bldh fof/k fuEu izdkj gS%& 

1-dlZj dks ml Lfkku ij yxkb,] tgkW vki fdlh oLrq ds fy, dzkWl fjQjsal tksM+uk pkgrs gSa A 

2-Insert esU;w esa References fodYi ds lc esU;w esa cross reference… vkns”k nhft, A blls Ldzhu ij fp= dh rjg dzkWl 

fjQjsal Mk;ykWx ckWDl [kqy tk,xk A  

3- bl Mk;ykWx ckWDl ds Reference Type fyLV ckWDl esa ml oLrq dh Js.kh pqfu, A ftldk dzkWl fjQjsal vki nsuk pkgrs gSA 

blls ml Js.kh dh oLrqvksa dh lwph uhsps ds cM+s ckWDl esa fn[kkbZ nsxhA mi;qZDr fp= esa QqVuskV Js.kh dh oLrqvksa dh lwph fn[kkbZ ns 

jgh gS A  

4- Insert reference to fyLV ckWDl esa ml oLrq dk lUnHkZ vFkZkr igpku pqfu, A ;g mldh dze la[;k vFkok i`’V la[;k gks 

ldrh gS A ;gkW geus QqVuksV uEcj dk lUnHkZ nsus ds fy, pquk gS] D;ksfd blls QqVuksV dks Bhd&Bhd igpkuk tk ldrk gS A  

5-Mk;ykWx ckWDl dks cUn djus ds fy, cancel ;k close cVu dks fDyd dhft, A  

baMSDl vkSj Vsfcy cukuk(creation index and Tables) 

vki ,e,l&oMZ ds fdlh nLrkostksa esa Hkjh xbZ lkexzh ds vk/kkj ij vki vxzfyf[kr lanHkZ lwfp;kW rS;kj dj ldrs gSa& 

bMSDl(Index):-;g ,sls fo”k’k “kCnksa dh o.kZekyk dze (Alphabetid order) esa i`’V la[;k lfgr lwph ;k funsf”kdk gksrh gS] 

ftudk mYys[k ;k mi;ksx nLrkost esa fd;k x;k gS A ,slh funsZf”kdkvksa dks izk;%iqLrdksa ds vU; esa ns[kk tk ldrk gS A  

vuqdzef.kdk(Table of contents):- 

;g fdlh nLrkost ds fo’k;ksa vkSj mifo’k;ksa (sub topics) dh i`’B la[;k lfgr lwph gksrh gS A,slh lwfp;ksa dks iqLrdksa ds izkjEHk 

esa fn;k tkrk gS A  

  



 

                                  Prepared By Nitendra Tomar    Page No-37 

PC-PACKAGE 

UNIT – 4 

Q.-1     M.S. Excel D;k gS \  blds Area of Use dks le>kb, \ 

 

Ans.Spread sheet ,d ,slk Program gksrk gS tks Computer esa fdlh dkxth Work sheet dh udy djrk gSA blesa 

fdlh Wordk sheet dks Row vkSj Column esa ckWVk tk ldrk gSA vFkkZr~~ Window vk/kkfjr Computer ij M.S. Excel 

,d vR;Ur yksdfiz; Spread Sheet Software gS bls la{ksi esa Excel Hkh dgk tkrk gSA vesfjdk dh Microsoft 

Corporation uked dEiuh }kjk fodflr fd, x, M.S. Office dk Hkkx gksus ds dkj.k ;g M.S. Word ls cgqr lekurk 

j[krk gSA blds vf/kdka”k Menu Toolbar Format djus dh lqfo/kk,a M.S. Word ls feyrh&tqyrh gSaA M.S. Excel dh 

dksbZ Spread sheet ftls Work Sheet Hkh dgrs gSa cgqr ls [kkuksa ;k Cell dk lewg gksrk gS ftUgsa Row rFkk Column esa 

O;ofLFkr fd;k tkrk gSA Row ckW, ls nkW, vFkkZr~ {kSfrt gksrh gSA tcfd Column Åij ls uhps vFkkZr~ Å/okZ/kj gksrh gSSA Row 

vkSj Column ds dVku fcUnq ls Cell curs gSaA izR;sd Cell esa ge dksbZ ,d la[;k] Table] rkjh[k] le; vkfn Hkj ldrs gSa ;k 

Type dj ldrs gSaA Excel esa Row dks dze la[;kvksa ls igpkuk tkrk gSA tSls 1]2]3 vkfn tcfd Column dks v{kj ls 

igpkurs gSa tSls A,B,C vkfnA fdlh Cell dk irk (Address) mldh Row rFkk Column ds ukeksa dk Combination gksrk 
gSA 

M.S. Excel ds mi;ksx dk {ks= :- M.S. Excel ,d “kfDr”kkyh Software Program gS blesa vusd fo”ks’krk,W gSaA vkSj blds 

mi;ksx dk {ks= foLr`r gS bldh eq[; fo”ks’krk,a fuEufyf[kr gS %& 

7- Auto Complete :- bl lqfo/kk esa Excel esa Data Type djrs le; gh ;fn mlls feyrk tqyrk Data fdlh Cell 

esa igys ls Hkjk gksrk gS rks ml Data dks Lo;a rRdky iwjk dj nsrk gSA 

8- Office Clip Board :- Window ds Clipboard ds vfrfjDr M.S. Office Hkh viuk Clip Board cukrk gSA bl 

Clip Board ij ge vf/kdre 24 oLrqvksa dks j[k ldrs gSaA vkSj vko”;drk ds vuqlkj mldks viuh Worksheet ij 

Paste dj ldrs gSaA 

9- Find and Replace :- fdlh Work Processer dh rjg M.S. Excel esa Hkh Work Sheet esa fdlh Text dks 

[kkstus vkSj vko”;d gksus ij mls vU; Text ij cnyus dh lqfo/kk miyC/k gSA 

10- Clip and Gallery :- blds varxZr gesa gtkjksa fp= miyC/k gksrs gSa ftudk mi;ksx ge viuh Work sheet ij dj 

ldrs gSaA 

11- Chart cukuk :- fdlh Excel Woksheet ij Hkjs x, Data ds vk/kkj ij ge vussd izdkj ds Chart cuk ldrs gSaA 

tSls %& Bar chart, Line chart, Area chart, Pie chart 

12- x.kuk,W djuk :- Excel esa ge tfVy ls tfVy x.kuk,W dj ldrs gSa blesa Functions Key cM+h la[;k esa miyC/k gS 

ftuesa x.kuk,W djuk cgqr ljy gksrk gSA 

 

Q.-2  M.S. Excel esa Working Environment dks le>kb, \ 

 

Ans.  M.S. Excel dks Open djus ds fy, fuEufyf[kr Steps dks Follow djrs gSa%& 

Step - 1 :-  Start cVu dks Click dhft,A 

Step - 2 :-  All Program esa Mouse Pointer 
ys tkb,A 

Step - 3 :-  M.S. Office Option ij Mouse 

Pointer ys tkb,A 

Step- 4:-  M.S. Office ds varxZr M.S. 

Excel Option dks pqfu,A blls M.S. Excel 

Program izkjEHk gks tk,xk vkSj mldh Window 

Screen ij bl izdkj fn[kkbZ nsxhA 

 

M.S. Excel ds yxHkx lHkh Toolbar rFkk mlds 

cVu M.S. Word ls feyrs tqyrs gSaA blesa dqN ubZ 

phtsa gSa tSls Formula Bar, Name Box vkfn 

Toolbar ds uhps dk Hkkx Worksheet dgykrk gSA 

blesa dbZ {kSfrt iafDr;kW rFkk Å/okZ/kj Column gksrs 
gSaA iafDr;ksa dks muds ckW;h iM+h la[;kvksa 1]2]3 vkfn 
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ls igpkuk tkrk gS tcfd Column dks muds Åij fy[ks gq, v{kjksa A,B,C vkfn ls igpkurs gSaA ,d Work sheet esa 65]536 

iafDr;kW rFkk 512 Column gksrs gSaA Work sheet dks iafDr;ksa rFkk Column ds dVku fcUnq ls NksVs&NksVs [kkus curs gSa ftUgsa 

Cell dgk tkrk gSA  

 

Q.-3  M.S. Excel esa eq[; Menubar dks le>kb, \ 

 

Ans. M.S. Excel esa Title bar ds uhps Menubar gksrk gS bu Menu ds vUnj cgqr ls Sub Menu gksrs gSaA ftuds vanj 

fn, x, Option dk mi;ksx Excel esa fofHkUu dk;ksZ ds fy, fd;k tkrk gSA M.S. Excel esa fuEufyf[kr Menu gksrs gSa %& 

 

 File Menu :- bl Menu esa Excel esa ubZ File cukus] mls Save djus] mls Print djus ls lacaf/kr Option gksrs 

gSaA File Menu esa fuEufyf[kr Option gksrs gSa] New, Open, Close, Save, Save as, Save as webpage, File 

Search, Webpage preview, Page setup, Print Area, Print preview, Print, Exit. 

 Edit Menu :- bl Menu ds fn, x, Option ds }kjk Editing ls lacaf/kr dk;ksZ dks fd;k tkrk gSA blesa 

fuEufyf[kr Option gksrs gSa %& 

Undo, Redo, Cut,Copy, OfficeClip Board, Paste, Paste Special, Paste as Hyperlink, Fill, Clear, 

Delete, Delete Sheet, Move vkSj Copy Sheet, Find, Replace, Goto. 

 View Menu :- bl Menu esa ge Excel esa iznf”kZr gksus okys fofHkUu Option dks iznf”kZr vFkok gVk ldrs gSaA blesa 

fuEufyf[kr Option gksrs gSa %& 

Normal, Pagebreak Preview, Task Pan, Toolbar, Formula bar, Status bar, Header&Footer, 

Comments, Custom view, Full Screen, Zoom. 

 Insert Menu :- bl Menu esa Excel Work book esa fofHkUu izdkj ds Objects dks Insert djus ls lacaf/kr 

Option gksrs gSa blds eq[; Option bl izdkj gSa %& Cell, Row, Column, Worksheet, Chart, Symbol, Page 

break, Funtion, Name, Comment, Picture, Daigram, Object, Hiperlink. 

 Format Menu :- bl Menu esa Excel lacaf/kr Excel dh lkexzh Format djus ls lacaf/kr gS blds fuEufyf[kr 

Option gSa %& Cell, Row, Column, Sheet, Auto Format, Coditonal Formatting, Style vkfnA 

 Tools Menu :- bl Menu esa M.S. Excel dh fo”ks’krkvksa ls lacaf/kr Option gksrs gSa blds eq[; Option bl 

izdkj gSa %& Spelling, Error Checking, Protection, Macro, Auto Correct Option vkfnA 

 Data Menu :- bl Menu esa M.S. Excel dh Work Sheet esa Hkjs gq, Data ij fofHkUu fdz;k,W djus ls laacaf/kr 

Option gksrs gSa blesa fuEufyf[kr Option gksrs gSa %& Sort, Filter, Form, Sub totals vkfnA 

 

Q.- 4 M.S. Excel esa Toolbar ls vki D;k le{krs gSaa \ 

 

Ans.  M.S. Excel esa leLr dk;ksZ dks djus ds Option mlds Menu bar ds fofHkUu Menu esa miyC/k gksrs gSaA muesa ls 

cgqr ls Option ;k fodYi ,sls gksrs gsa ftudh vko”;drk gesa ckj&ckj iM+rh gSA ,sls Option dks “kh?kzrk ls djus ds fy, 

Toolbar cuk, tkrs gSaA ftuesa mu vkns”kksa ds cVu yxs gksrs gSaA ge cVu ;k Tools dks Click djds gh lacaf/kr Option tkjh 

dj ldrs gSaA M.S. Excel esa Toolbar dh dqyla[;k 19 gSA ijUrq buesa ls 2 Toolbar Standard Formatting ,slh gS 

ftudh vko”;drk gesa lcls vf/kd iM+rh gS buds vfrfjDr Fomula bar dks Hkh Window esa gj le; [kqyk j[kk tkrk gSA 
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Q5:- odZcqd rFkk odZ”khV esa varj fyf[k, A 

Ans:-tc ge Excel dks yksM djrs gSa] rks ,Dlsy dh application window ,d u;h workbook ds lkFk [kqyrh gS A 

workbook ,d ,slh Qkby gksrh gS] ftlesa ,d ;k ,d ls vf/kd LizsM”khM ;k odZ”khV~l dks lso fd;k tk ldrk gS A ,Dlsy 

dh odZcqd esa by default rhu odZ”khV~l gksrh gS A odZcqd esa odZ”khV dh la[;k dks fu/kkZfjr djus ds fy, ,Dlsy ds tool esU;w 

esa fn;s x;s vkWI”ku dk iz;sx djus ij iznf”kr gksus okys options dialog box ds VSc (tab) general dks pqudj sheets in 

new workbook fLiu ckWDl ij fDyd dj odZ”khV dh la[;k dks c<+k ;k ?kVk ldrs gS A ,d odZcqd esa de ls de rFkk 

vf/kd ls vf/kd 255 odZ”khV~l gks ldrh gSa 

Q6-,e ,l ,Dly es Wizard ds mi;ksx dks le>kb,sA 

 

Ans- ,e ,l ,Dly es dbZ ,Sls çksxzke gS tks dqN fo”ks"k dk;ksZ dks “kh?kzrk ls djus es gekjh lgk;rk djrs gS os dbZ ç”u iwN dj 

gekjh ilan tku ysrs gS vkSj muds vuqlkj dksbZ dk;Z laiUu dj nsrs gS ,SLks çksxzke dks fotkMZ dgk tkrk gSs mnk ds fy, 

QkWeZ fotkMZ gekjs fy, MsVk çfof"V QkWeZ rS;kj dj nsrk gS vkSj pkVZ fotkMZ gekjs fy, pkVZ rS;kj dj nsrk gSA 

Q7-,e ,l ,Dly es fofHkUu MsVk Vkbi ds mi;ksx dks le>kb,S Aa 

 

Ans-fdlh ,Dly odZlhV eS dbZ çdkj ds MkVk Hkjs tk ldrs gS odZlhV ds fdlh lsy es fdlh fo”ks"k çdkj dk MkVk Hkjus ds 

fy, ges ml lsy dks og MsVk LVksj djus vkSj Bhd rjg ls fn[kkus ds fy, QkWesZV djuk iMrk gS lsyks dks QkWesZV djus ls igys 

MsVk Vkbiks dks Bhd rjg ls le> ysuk vko”;d gS ,Dly es yxHkx ,d ntZu MkVk Vkbi miyC/k gSaA  

 

Number- bl izdkj ds data esa dsoy vadksa 0 ls 9 rd] n”keyo fcUnq vkSj ,d /ku ;k _.k fpUgksa dk iz;ksx fd;k tkrk gS A + 

 

Date-% bl Data Type dk mi;ksx Date dks store djus ds fy, fd;k tkrk gS A lkekU; % date dks mm&dd&yyyy 

vFkkZr efguk-fnu-rFkk o’kZ ds format esa Hkjk tkrk gS A ysfdu ge mls viuh lqfo/kk ds vuqlkj fdlh Hkh :Ik esa fn[kk ldrs gSA  

 

Time- bl Data Type dk mi;ksx le; dks store djus ds fy, fd;k tkuk gS A excel esa le; dks ikz;% hh&mm-sss vFkkZr 

hour- miniute- second ds FORMAT  esa Hkjk tkrk gS A ijUrq mls vki viuh lqfo/kk ls fdlh Hkh :i esa fn[kk ldrs gSA  

 

Text- bl Data type dk iz;ksx fdlh Cell esa lk/kkj.k Text Data Hkjus ds fy, fd;k tkrk gS A tSlas% name,addre sss sss sssss- 

vkfn buesa dksbZ Hkh “kCn Hkjk tk ldrk gSS A formula dks Hkh lk/kkj.k text dh rjg Hkjk tk ldrk gSA ijUrq mudk ifj.kke 

la[;kRed Hkh gks ldrk gS A blhfy, bl cell dks lk/kkj.k la[;k dh rjg Format fd;k tkrk gS A  

 

Accounting- bl format dk use cell esa currency symbol ds lkFk no- dks iznf”kr djus ds fy, fd;k tkrk gSA  

 

Percentage- ;g date a type cell esa enter fd;s x;s no- dks 100 ls multiply djds result dks Percentage Symbol 
ds lkFk iznf”kr djrk gSA  

 

Custom- Custom Format ds }kjk ge cell esa iznf”kZr gksus okyh value dks Customize djds vius vuqlkj iznf”kZr dj 

ldrs gSA 

 

Q8-,e ,l ,Dly es jks (Row) rFkk dkye (Column)dks fdl  Ádkj Insert,Remove,Resize   fd;k tkrk gSa 

le>kb,Sa 

 

Ans- Excel dh worksheet esa dbZ izdkj ds lq/kkj djus iM+rs gS A tSls% chp esa vfrfjDr cell column ;k iafDr;kW(row) 

tksM+uk];k cell]column ;k row dks gVkuk A ;g dk;Z MS-Excel esa fu- fy- rjhds ls fd;k tk ldrk gS A  

(1) chp esa Row dks insert djuk-worksheet esa fdlh LFkku ij ,d ;k vf/kd ubZ Row Insert djusa ds fy, fu- fy- 

fdz;k,W djrs gSA  

1-tgkW vki iafDr Row insert djuk pkgrs gS A ogkW ls izkjaHk djds mruh gh iafDr;kW pqu (select) yhft, A blds fy, igyh 

iafDr ds Box dks click dhft, vkSj fQj mls Mz~sx (drag) djds vko”;d la[;kW esa iafDr;kW pqu yhft, A  

2-vc insert menu esa Row option esa click dhft, blls ml LFkku ij mruh gh [kkyh iafDr;kW tksM+ nh tk,xh vkSj ml 

fcanq lsa vkxs dh lHkh iafDr;kW esa data dks uhps dh vkSj ljdk fn;k tk,xk A  
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(2) chp esa Column dks insert djuk: Row dh rjg [kkyh column Hkh chp esa dgha Hkh insert fd, tk ldrs gS A bldh 

fof/k fuEu izdkj gS %& 

(1)tgkW vki Column insert djuk pkgrs gS A ogkW ls izkjaHk djds mrus gh column pqu yhft, blds fy, igys column 

label Box dks click dhft,W vkSj fQj mls Drag djds vko”;d la[;k esa column pqu fyft,W A  

 

2-vc Insert Menu esa Column Option ij click dhft,W blls ml LFkku ij mrus gh column tksM+ fn;s tk,axs A rFkk 

mlds vkxs ds lHkh column esa Hkjh lkexzh dks nka;h vksj ljdk fn;k tk,xk A 

  

(3)Row and Column dksa Remove djuk %&Excel esa worksheet esa fdlh Row rFkk Column dks vki gVk ldrs gSa A 

(remove) row rFkk column dks fuEu izdkj gVk;k tk ldrk gS A  

1-ftu row rFkk column dks remove djuk pkgrs gSa A mUgsa  select dj ysrs gSA  

2-vc edit menu esa delete option ij click djrs gS A blls  select dh gqbZ iafDr;kW (row) ;k column dks gVk fn;k 

tk,xk A vkSj blls Effect gksuss okyh row rFkk column dks mij dh vksj ;k cka;h vksj ljdk fn;k tk;sxk A  

 

(4)dkWyeksa dh pkSM+kbZ cnyuk(Changing column width) 
odZ”khV esa fdlh dkWye dh pkSM+kbZ mlesa Hkjs x, MkVk ds vuqlkj lsV djuh iM+rh gS A dbZ ckj ,slk gksrk gS fd fdlh lsy esa Hkjk 

x;k MkVk ml esa iwjk ugha vkrk ;fn og MkVk o.kkZRed (Character ) vFkkZr yscy gS rks “ks’k MkVk nk;ha vksj ds ikl ds lSyksa esa 

fn[kk;h iM+rk gS tSlk fd fp= esa fn[kk;k x;k gSA 

fdlh dkWye dh pkSM+kbZ Column width Dialogbox }kjk Hkh cnyh tk ldrh gS A mu dkWyeksa dks pqudj Format menu esa 

Column fodYi ds >juk esU;w esa Width…vkns”k nhft, A blls vkidks dkWye foM~~Fk (Column Width)dk Mk;ykWx ckWDl 

izkIr gksxk ftlesa dkWye dh pkSMaaaaaaaakbZ ikWbaVksa (Points) esa lsV dh tkrh gS A bl Mk;ykWx ckWDl esa mfpr pkSM+kbZ lsV djds OK 
cVu dks fDyd dhft,s A blls pqus bq, dkWyeksa dh pkSM+kbZ mruh gh lsV dj nh tk,xh A 

(5)iafDr;ksa dh m~WpkbZ cnyuk (Changing Row Height)  
,Dlsy esa lkekU;r;k fdlh iafDr dh m~apkbZ ml iafDr ds fdlh Hkh lsy esa Hkjsa x, lcls eksVs fpUg ds vuqlkj vius vki c<+k yh 

tkrh gSA blds vykok vki Lo;a Hkh iafDr;ksa dh m~apkbZ cny ldrs gSa A blds fy, mUgha rduhdksa dk iz;ksx fd;k tkrk gS tks 

dkWye dh pkSM+kbZ cnyus esa iz;ksx dh tkrh gSa A iafDr;ksa dh m~WpkbZ cnyus dk dk;Z vki Row Height Dialogbox }kjk Hkh dj 

ldrs gSa A bfPNr iafDr ;k iafDr;ksa dks pqudj format nemu ds Row fodYi ds >juk esU;w esa Height… vkns”k dks fDyd 

djus ls vkidks  jks gkbV dk Mk;ykWx ckWDl izkIr gksrk gS ftlesa iafDr dh m~WpkbZ ikWbavksa (Points) esa lsV dh tkrh gSA bl 

Mk;ykWx ckWDl izkIr gksrk gS ftlesa iafDr dh m~WpkbZ lsv djds OK cVu dks fDyd dhft,  

 

Q9- ,e ,l ,Dly Worksheet ds fofHkUu view ds mi;ksx dks le>kb,sA 

 

Ans%& MS Excel esa vki miuh  worksheet dks nks izdkj ls ns[k ldrs gSA ftUgsa view s dgk tkrk gS A  

1-Normal view s %& bl view esa leLr date a vius iwjs vkdkj esa Hkh Bhd mlh izdkj fn[kkbZ nsrk gS A ftl izdkj mls 

format fd;k tkrk gSa A bl view esa ge leLr dk;Z djrs gSA  

2-Page Break preview%& bl view esa worksheet ds print fd, tkus okysa izR;sd page dks NksVs vkdkj esa fn[kk;k tkrk 

gS A blesa ge fdlh page dh boundry dks Drag djds ml lgh LFkku ij yk ldrs gS A vkSj ml page esa vko”;d Data 

Enter dj ldrs gSA view menu dk ;s second option gksrk gSA 

3-Full Screen%& Normal View vkSj Page Break Preview ds vfrfjDr ,d vkSj view gS] ftlesa ge viuh 

worksheet dks ns[k ldrs gS vksSj mlesa dk;Z dj ldrs gSa bls FullScreen view dgrs gS A bl View esa lHkh toolbar 

hide (Nqi) tkrs gS Worksheet iwjh  screen ij Qsyh gqbZ fn[kkbZ nsrh gS A vkSj dsoy Full Screen Toolbor fn[kkbZ nsrk gS 

A ftlesa dsoy ,d button 

close full screen gksrk gS A 

Full worksheet dks 

fullscreen view esa ns[kus ds 

fy, view Menu esa Full 

Screen option esa click djrs 

gS blls lHkh option fNi tk,xsa 

vkSj  worksheet full screen 
esa fn[kkbZ nsxh A  

 

 



 

          Prepared By-Nitendra Tomar                Page No-41 

Q10- Excel esa data izfof”k’V djus dh fofHkUu rduhdksa dks le>kb,sa A  

  

Ans:& MS Excel esa lk/kkj.k Text dh txg fo”ks’k izdkj data Hkjk gksrk gS A Cell esa data entry dks ljy cukus ds fy; 

Excel esa dbZ NksVh&NksVh rduhds miyC/k gS A ;s rduhd fu- fy- gS %& 

1-Auto Entry%& fdlh Cell esa tc ge dksb ,slh Entry Type djuk “kq: djrs gS A tks mlh column ds fdlh vU; Cell 

esa igys ls Hkjh gqbZ gS] rks Excel mlas Loa; iwjk dj nsrk gS A ;fn vki mlh dks Hkjuk pkgrs gSA rks og Entry iwjh utj vkrs gh 

Enter key press dhft, blls og mlesa Hkj tk;sxh A  

2-iwjh Range esa ,d tSlk dat aaa Hkjuk%& tc vki ds lHkh cells esa ,d gh data Hkjuk pkgrs gS] rks ml Range dks pqudj mlds 

lfdz; cell esa [kkyh data Enter nckus dh txg ctrl+enter nck;sa blls og enter ml Rang ds lHkh cells esa Hkj tk;sxh A 

3-Repeating Entry%& ;fn vki fdlh cell esa Hkjh gqbZ Entry dks mlls Bhd uhps ds cell esa Hkjuk pkgrs gS] rks ml cell esa 

ctrl$d  press dhft;sa blls mij ds cell dk data uhpsa enter gks tk;sxkA blh izdkj ;fn vki cka;h vksj ds cell dk data 

nka;h vksj ds cell esa udy djuk pkgrs gSA rks ml cell esa ctrl$r press dhft;s blls cka;s cell dk data nka;s cell esa copy 
gks tk;sxk   

4-Using Auto Full %& Ms Excel ds bl lqfo/kk ls vki fdlh cell esa Hkjs gq, data dks lkFk ds cell ;k mlh iafDr ;k 

column dh fdlh Rang esa udy dj ldrs gSA bleas fdlh cell dk Fill Handil ml Rang rd [khpk tkrk gS A pqus gq;s 

cell ds nka;s fupys dksus ij cus pksdksj fcanq dks Fill Handle dgk tkrk gSA tc Mouse Pointer fdlh Full Handle ij 

vkrk gSA rks og dkays dzkWl esa cny tkrk gS A Mouse Button dks nck;s j[kdj vki bls mlh iafDr ;k mlh column esa fdlh 

iafDr rd [khap ldrs gS A  

5- Entering Series%& dbZ ckj gesa fdlh Rang esa la[;k dks c<+rs gq;s dze esa Hkjuk gksrk gS A tSls % dze la[;k] le la[;k] 

fo’ke la[;k vFkok dksbZ vU; lkaj.kh ftlesa la[;k,W fdlh leku varj ls c<+rh gks ,slh _a[kyk cukus ds fy;s gesa dsoy igyh nksa 

la[;k Hkjuh iM+rh gSA “ks’k la[;k;sa Fill Handle dks [khapdj Hkj nh tkrh gSA mnkgj.k ds fy, vki 1]2]3]&&&&dh _a[kyk Hkjuk 

pkgrs gS] rks fdlh column ds ,d cell esa 1 vkSj mlds uhps ds cell esa 2 Hkfj;sa vkSj fQj full  Handle ds Mouse Pointer 

ls idM+ dj uhps dh vksj [hafp,W blls bfPNr cell rd dze la[;k Hkj nh tk;sxhA    

 

Q11- Excel esa worksheet dks Formate ls lacaf/kr option dks le>kb,A  

 

Ans:-Ms Excel esa worksheet dks Formate djus dh ,slh lqfo/kk,W miyC?k gSA ftuds }kjk vkidk dk;Z vf/kd lqanj vkSj 

izHkkoh yxsxkA bulsa cgqr lh lqfo/kk,W (msexcel) dh msword ls feyrh tqyrh gSA vkSj “ks’k fcYdqy ubZ gSA tks dsoy  

worksheet ij ykxw dh tk ldrh gSA ;g dk;Z fuEu izdkj ls fd;k tk ldrk gSA 

 

Format Dialog Box ds }kjk%& Formatting ds vf/kdka”k font ls gS 

A ;fn vki vf/kd fodYi pkgrs gS Arks cells dks pqudj format menu esa 

cell option ij click dhft, A blls vkidks format cell dialog 

box fn[kkbZ nsxk A bl dialog box dh fontsheet esa fofHkUu option 

ds }kjk  worksheet dks format dj ldrs gS A ;g dialog box bl 

izdkj fn[kkbZ nsrk gS A bl dialog box esa fu- fy- options gksrs gS A 

blds }kjk ge  worksheet esa type fd;s x;s Text ds font dks 

change dj ldrs gS A 

(1) Font Style%& blds }kjk ge Font dh Style dks change 

dj ldrs gS A tSls% Regular,Bold]underline  

(2) Size%& blds }kjk ge Font dh  Size dks change dj 

ldrs gS A 

(3) Coloumn%& blds }kjk ge Font esa colour apply  dj 

ldrs gS A 

(4) Effect%&blesa fn;s x;s Effect ds }kjk ge type fd;s x;s 

Text dks dqN vxy fy[k ldrs gS A tSlsStrike through] super script] subscript dj ldrs gS A  

vko”;d  Setting djus ds ckn ok button ij click dj nsrs gS A blls vkidh  setting pqus gq, lsayksa ij ykxw gks 

tk,xhA  

Q12- MS Excel esa Auto Formating rFkk Conditional Formatting dks le>kb,a A 

 

Ans%& tc ge fdlh cell Range dks pqurs gS] rks og Range ,d lkj.kh dk :i ys ysrh gS A ge bl Rang dks fdlh lkj.kh 

dh rjg gh aAutoFormat dj ldrs gS A bldk mi;ksx djus dh fof/k fuEu izdkj gS A  

1- ml Range dks pqu yhft, ftls vki Auto Format djuk pkgrs gSA 
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2- Format Menu esa AutoFormate esa click dhft;s A blds Option 

button ij click dhft;s A blls vkidksa Auto Format Dailog box 

fn[kkbZ nsxk blds Option button ij click djus ij iwjk Dailog box 
iznf”kZr gksxk A 

3- bl Dialog box esa formatting dh vusd  style nh tkuh gS A muesa ls 

fdlh ,d dks click djds pqu yhft, A  

4- pquh gqbZ Style dk izHkko fofHkUu Hkkxksa esa Apply djus ds fy;s format s 

to apply Hkkx esa viuh bPNkuqlkj fdlh Hkh vkSj fdrus Hkh Check Box dks 

Set dhft, A  

5- var esa ok button ij click dhft,a A blls pquh xbZ autoformat style 

pquh gqbZ Rang ij ykxw dj nh tk;sxh A 

 

Conditional Formatting 

 
vki fdlh lSy ;k jsat dks mlesa Hkjsa gq, MkVk ;k eku ds 

vuqlkj Hkh QkWesZfVax dj ldrs gSa A bls l”krZ QkWesZfVax ;k 

daMh”kuy QkWesZfVax dgk tkrk gSA mnkgkj.k ds fy,] eku yhft, 

fd vki fdlh lkj.kh esa mu lSyksa dks cksYM vkSj vaMjykbu 

djuk pkgrs gS] ftuesa eku 500 ;k mlls vf/kd gSa A ;g dk;Z 

fuEu izdkj fd;k tk ldrk gs%&  

1-ml jsat dks pqu yhft,]ftls vki daMh”kuy QkWesZfVax djuk 

pkgrs gSa A 

2-Formate Menu esa Conditional Formatting vkns”k nhft, A blls fp= dh rjg daMh”kuy QkWesZfVax Mk;ykWx ckWDl fn;k 

tk,xk A  

3- blds Conditional Hkkx esa viuh daMh”kuy ifjHkkf’kr dhft,] tSlk fd fp= esa fn[kk;k x;k gS A  

4- QkWesZV lsV djus ds fy, blds Format vkns”k cVu dh fDyd dhft, A blls vkidks layXu fp= dh rjg QkWesZV lSYl 

Mk;ykWx ckWDl fn;k tk,xk A 

5-blesa QkWesZV lsV dhft, vkSj OK cVu dks fDyd dhft, A blls vki okil fiNys Mk;ykWx ckWDl esa vk tk;saxs A  

6- vUr esa OK cVu dks fDyd dhft, A blls vkidh daMha”kuy QkWesZfVax ml jsat ij ykxw gks tk;sxh A 

 

Q13%&Worksheet esa Borders ds mi;ksx dks le>kb;s A 

 

Ans:&worksheet ds fdlh Hkkx dks mHkkjus] nwljs Hkkxkas ls vyx fn[kkus] 

Totals rFkk Subtolats dks fo”ks’k rkSj ij fn[kkus ;k dsoy worksheet esa 

cukbZ xbZ fdlh Table dh lqanjrk cukus ds fy, vki cells ds mij uhps] 

nka;s cka;s lhek js[kk dh [khap ldrs gSA bl dk;Z ds fy;s ge formatting] 

Toolbar esa miyC/k button dk mi;ksx djrs gS A tks fuEu izdkj gS%& 

1- ml cell ;k Range dks pqu yhft, ftldh lhek js[kk vki [khapuk 

pkgrs gS A       

2- Formattiong toolbar esa border s button dks click dhft, blls 

vkidh screen ij border s palette [kqy tkrk gS A 

3-bl esa vius vuqlkj border Select dhft, vki pkgsa rks mUgha Cells 

ij ,d ls vf/kd  style dks Hkh ykxw dj ldrs gS A ftlls ml cell ij 

nksuksa style dk lfEefyr izHkko iMs+xk A bls vki format cell dialog 

box dh border tabsheet dk Hkh mi;kx djds cuk ldrs gS A 

 

Q.-14  M.S. Excel esa Work Sheet fdls dgrs gSa Worksheet ls lacaf/kr dk;ksZ dks le>kb,\ 

 

Ans.  M.S. Excel esa Worksheet Row rFkk Column dk Collection gksrh gS tSls gh ge Excel Open djrs gSa Screen 

esa gesa Active Worksheet fn[kkbZ nsrh gSA By Default ,d Worksheet esa 3 Worksheet gksrh gSA ge ,d Worksheet esa 

,d ls vf/kd Worksheet dks Add dj ldrs gSaA vko”;drk iM+us ij ,d ls vf/kd worksheet ij Hkh dk;Z djuk iM+rk gSA 

lkekU;r% ge ,d gh Worksheet ij dk;Z djrs gSaA Worksheet ds lkFk fuEufyf[kr dk;Z laHko gSA 
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1- fdlh Worksheet dks lfdz; djuk %& lkekU;r% ge ,d le; esa ,d gh Worksheet ij dk;Z djrs gSa ftls Active 

Worksheet dgrs gSaA ge fdlh Worksheet dks Active dj ldrs gSaA blds fy, Excel Window esa lcls uhps cus 

Sheet Box essa ml Worksheet ds uke dks Mouse Pointer ls Click dhft, blls og Worksheet dk uke fn[kkbZ 

u iM+ jgk gS ftls vki lfdz; djuk pkgrs gSa rks Sheet Bar esa ckW;h vksj Scroll Button dks Click djds ml 

Worksheet ds uke dks lkeus ykb;sA 

2- fdlh Worksheet dk uke cnyuk %& izkjaHk eas Worksheet dk uke dze”k% Sheet 1, Sheet 2, Sheet 3 vkfn j[kk 

tkrk gSA vki fdlh Worksheet ds uke dks cny ldrs gSa] rkfd igpku lds fd fdl Worksheet esa D;k gSA uke 

cnyus ds fy;s Sheet Bar esa ml Worksheet ds uke dks Double Click djrs gSa blls og uke pqu fy;k tk;sxkA 

vc mldk u;k uke Type dhft, ;k iqjkus uke dks Edit dhft, ,slk djds Enter nckbZ;s blls ml Worksheet dk 

uke cny tk;sxkA 

3- fdlh Worksheet dks fNikuk %& vki fdlh Worksheet dks mls lfdz; dhft, fQj Format Menu ds Sheet 

Option ds Sub Menu esa Hide Option ij Click dhft,A blls og Worksheet fNi tk,xhA fdlh fNih gqbZ 

Worksheet dks fQj ls ns[kus ds fy, Format Menu ds Shut Option ds Sub Menu esa Unhide Option ij 

Click dhft,A blls Unhide Dailog Box iznf”kZr gksxkA blesa mu Worksheet ds uke fn[kkbZ nsrs gSa tks fNih gqbZ 

gSaA vki buesa ls fdlh dk Hkh uke pqudj OK Button ij Click dhft,A blls og Worksheet fQj ls fn[kkbZ nsxhA 

4- fdlh Worksheet dk Background cnyuk %& lkekU;r% lHkh worksheet esa Background White jgrk gSA vki 

pkgs rks fdlh Worksheet dk Background cny ldrs gSaA ftlds fy;s Worksheet ds dksus ij ckW;s vksj ds [kkyh 

Box ij Click djds iwjh Worksheet dks pqu yhft,A fQj Formatting Toolbar esa fQj Colour Tool dks Click 

djds mlessa Colour dks Select djrs gSaA blessa Worksheet Select fd;s x;s jax esa cny tk;sxhA vki pkgs rks fdlh 

Picture dks Hkh Back Ground esa Insert dj ldrs gSaA blds fy, Format Menu ds Sheet ds Sub Menu 

Backgraound dk Use djrs gSaA 

5- fdlh Worksheet dks gVkuk %& fdlh Sheet dks Workbook ls gVkus ds fy, mls Select dhft,A vkSj Edit Menu 

esa Datasheet Option ij Click dhft,A blls og Worksheet gVk nh tk;sxhA 

6- Workbook esa ubZ Worksheet Insert djuk %& blds fy, Insert Menu esa Worksheet Option ij Click 

djrs gSaA blls ,d ubZ Worksheet tksM+ nh tk;sxhA 

7- fdlh Worksheet dks Move djuk %& Worksheet dks vki Move djuk pkgrs gSaA Sheet bar esa mlds uke dks 

Click dhft, vkSj Mouse Button dks nckdj diM+ yhft,A mc Worksheet dks tgkW yxkuk pkgrs gSa Mouse dks 

Drag djrs gq, ml txg ij NksM+ nhft,A 

 

Q.- 15 M.S. Excel esa Work Sheet dks Print djus ls lacaf/kr Option dks le>kb, \ 

 

Ans.  MS-Excel ds Doucument dh rjg MS-Excel Work sheet esa Hkjs gq, Data dks Hkh vki Print dj ldrs gSaaA vki 

;k rks iwjh Worksheet ds ftrus Hkkx esa Data Hkjs gq, gSa mls 

Print dj ldrs gSaA ;k fdlh Cell dh Range dks pqudj dsoy 

mruk gh Print dj ldrs gsaA blds fy, lcls igys vki Page 

dk Size, margin vkfn Set dj ysuk pkfg,A  

blds fy, File Menu ds Page Setup Option ij Click 

djrs gSa bldk Dialog Box Screen ij iznf”kZr gksrk gS tks bl 

izdkj fn[kkbZ nsrk gSA  

bl Dalog Box esa fuEufyf[kr Tab gksrs gSa bu Tab esa 

fuEufyf[kr Option gksrs gSa %& 

(1)Page Tab :-  
 

(1)Orientation :- blds varxZr nks Radio Button gksrs gSaA 

Portrait rFkk Landscape, Portrait Select djus ij Print 

page dh yackbZ esa fudyrk gS rFkk Landscape dks Select djus 

ij Print Page dh pkSM+kbZ esa fudyrk gSA 
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(2)Scalling :- blds varxZr nks Radio Button gksrs gSa igys 

Radio Button Adjust to ds }kjk Document ds Content 

ds Zoom dks de ;k T;knk dj ldrs gSaA ;g By Default 

100% jgrk gSA bls ge Click djds de ;k T;knk dj ldrs 

gSsAA 

blds varxZr nwljk Radio Button Fit to ds }kjk ge ,d gh 

page esa cgqr lkjs Page dks Set dj ldrs gSaA 

 

(3)Paper Size :- blds }kjk ge nh xbZ List esas ls Paper 

dks Set dj ldrs gSaA 

 

 

(2)Margin Tab :- blds }kjk ge Page dh Margin dks 

Set dj ldrs gSa blds fy, Top, Bottom, Left, Right 

Spin box dk Use djds Margin Set dj ldrs gSaA 

Header & Footer Spin Box esa page esa iznf”kZr gksus okys 

Header & Footer dks fu/kkZfjr dj ldrs gSaA uhps fn, x, nks 

Check Box esa Horizontaly rFkk Vertically dks Click 

djds Data dks chp esa yk;k tk ldrk gSA 

 

(3)Header & Footer :- bl Tab esa fn;s x;s Option ds 

}kjk ge Worksheet esa header & Footer yxk ldrs gSaA 

header rFkk Footer esa igys ls fn;s gq;s List esa ls Select 

dj ldrs gSa ;k vius }kjk Custom header rFkk Footer 
yxk ldrs gSaA 

 

(4)Sheet Tab :- 

1. Print Area :- blds }kjk ge Worksheet ds Print 

djus okys Hkkx dks Set dj ldrs gSaA 

2. Row to Repeat At Top :- bl Option ds }kjk 

Worksheet esa fdlh Row dks izR;sd page ij 

Repeat dj ldrs gSaA 

3. Column To Repeat At Left :- blds }kjk 

Column ds Data dks ge vyx&vyx Page esa 

Repeat dj ldrs gSaA 

 

Print :-  
 

1. Grid Line :- bls Checked djus ij Wordsheet 

esa Dat a ds lkFk Grid Line Hkh Print gksrh gSA 

2. Row and Column Heading :- blds Check 

djus ij Worksheet dh Row rFkk Column dh 

Eeading Hkh Print gksrh gSA 

3. Black and White :- bls Check djus ij 

Worksheet dk Data Black&White esa gh Print 
gksrk gSA 

 

4. Page Order :- bleas fn;s x;s Option ds }kj ge 

Page dh Sequence dks fu/kkZfjr dj ldrs gSaA fdlh Worksheet esa Hkjs gq, Data dks Print djus ds fy, File 

menu esa Print Option ij click dhft, ;k Standord Toolbar esa Print Button dks Click dhft,A blls Print 

Dailog Box bl izdkj fn[kkbZ nsrk gSA;fn vkus Print Area Set djds j[kk gS vFkok iwjh Worksheet Print djuk 
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pkgrs gSa rks bl Dailog Box ds Print What Hkkx esa Active Sheet Radio Button dks Set dj nhft, vc printer 

vkSj izfr;ksa dh la[;k vkfn ds ckjs esa vko”;d Setting djus ds ckn OK Button dks Click djrs gSa blls Printing 

izkjaHk gks tkrh gSA ;fn vki Worksheet ds fdlh pqus gq, Hkkx dks Print djuk pkgrs gSa rks ml Hkkx dks pqudj File 

Menu ij Print Option ij Click dhft,A blls izkIr gksus okys Dailog Box ds Button dks Set dj nhft,A vkSj 

OK Button dks Click dhft, blls dsoy pquk gqvk Hkkx gh Print gksxkA 

 

Q16%&Formula dks le>kb,\ Excel esa Formula dk D;k use gS ? 
 

Ans:& Excel esa Formula dk cgqr egRo gksrk gS] tc ge dksbZ x.kuk djuk pkgrs gS tSls% fdlh Column ds dqN Cell dks 

tksM+uk ,d la[;k dk nwljs esa xq.kk djuk A fdlh Range ds Data dk vkSlr fudkyuk vkfn rks ge mu x.kuk ds fy, 

Formula a dk mi;ksx djras gS A dksbZ formula ml cell esa Hkjk tkrk gS A tgkW ge x.kuk dk ifj.kke fn[kkuk pkgrs gS A 

Excel esa formul aa ges”kk **=** fpUg ls izjaHk gksrs gS A formulaaa esa Cell vkSj Range dk reference muds irs ds vuqlkj fn;k 

tkrk gS A mnk-ds fy;s ;fn vki fdlh cell E5 esa cell A5,B5, C5, D5 ;ksx fn[kkuk pkgrs gS A rks ml cell esa formula= 

A5+B5+ C5+D5 bl :Ik esa Hkjk tk,xk fdlh Cell esa formul aa Hkjus ds fy, vki ml cell dks lfdz; djus lk/kkj.k% text 

data a dh rjg lh/ks type dj nhft, vkSj enter key press dhft, A ge mouse vkSj keybord dh lgk;rk ls Hkh formula 

cuk ldrs gS A bl fof/k esa dsoy cell ds irs mouse dh lgk;rk ls click djds Hkjs tkrs gS A vkSj “ks’k fpUg type fd;s tkrs 

gS A lkekU;r% fdlh cell esa Hkjs x;s A formula gesa fn[kkbZ ugh iM+rk cfYd ml formula ds vuqlkj dh xbZ x.kuk dk ifj.kke 

gh fn[kkbZ nsrk gS A 

 

Formula esa use gksus okys fofHkUu operator 
 

MS Excel esa Formula cukus esa bfPNr x.kuk djus ds fy, ge Operators dk mi;ksx djrs gS A dksbZ operator fdlh dh 

tkus okyh fdz;k dks crkrk gS A mnk- ds fy, ^^$^^ ,d operator gS A tks nks la[;kvksa dks tksM+us dh fdz;k ds fy, gS A Excel esa 

fu- fy- operators gksrs gSA Excel esa operators Following Jsf.k;kW esa ckVk tkrk gS A 

 

(1)Arithmetic Operators:& budk mi;ksx xf.krh; fdz;kvksa ds ft, fd;k tkrk gS A ;s fuEu izdkj gS%& 

($ ) Addition 

(& ) Subtraction 

( * )  Multiplication 

( /  )  Division  

( %)  Percentage 

( ^ )  Exponentiation  

 

(2)Comparision Operators%& buds }kjk ge nks ekukaas dh vkil essa rqyuk djrs gSA vkSj mlds ifj.kke ds vuqlkj dk;Z djrs 

gS A ;s operators fuEu gS & 

=  (cjkcj) 

>  (cM+k) 

> =  (cM+k ;k cjkcj) 

<  (NksVk) 

<=  (NksVk ;k cjkcj) 

<>  (Ckjkcj ugha) 

 
 

(3)Text Operator%& Excel esa dsoy ,d ,slk ,EijlsaV(&) vkisjsVj operator gS A vkSj bldk mi;x Text dks tksM+us esa 

fd;k tkrk gS A ;fn lSo B4 esa ^aero^ rFkk B5 esa ^plane^ rks QkewZyk ^=B4&B5 mudks  

Ex%& Aero vkSj plane feykdj ikB~; (text) Aeroplane cuk,xk A 
 

(4)Reference operator (lanHkZ):&Excel esa cell dk lanHkZ nsus ds fy, lanHkZ Operator dk iz;ksx fd;k tkrk gS A lcls 

vf/kd izpkfyr operator gS bldk iz;ksx fdlh Range dks crkus ds fy;s fd;k tkrk gS A  

 

mnk- A4%C8 dk vFkZ gSA lSy A4 Cell C8 rFkk buds chp vkus okys lHkh Cell Range A 
 

Order of Evaluation 
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dksbZ Formula D;k ifj.kke nsxk ;g bl ckr ij fuHkZj djrk gS fd mlesa Operator dk iz;ksx fdl dze esa fd;k tkrk gS fdl 

Operator dk dk;Z igys fd;k tk;s ;g cgqr egRoiw.kZ gS buds ewY;kadu dk dze bl izdkj gS %& 

 

jsat lanHkZ    %&  (:) 

Negative Number  %&  (-)   

izfr”kr    %&  (%)   

/kukadu    %&  (^) 

xq.kk rFkk Hkkx   %&  * rFkk (») 

tksM+ rFkk ?kVkuk   %&  + ;k - 

ikB~; dk tksM+    %&  & 

 (=) ;k < > ;k <= ;k => ;k > ;k < rqyuk 

leku izkFkfedrk ds Operator dh x.kuk cka;h vksj ls nkabZ vksj dh tkrh gSA ;fn vki bl dze ds vykok fdlh nwljs dze esa 

x.kuk djuk pkgrs gSa rks mlds fy, vkidks ( ) dk iz;ksx djuk pkfg,A ;fn dksbZ dks’Bd gks rks lcls Hkhrj okys dks’Bd dh x.kuk 

igys dh tk;sxhA 

 

Q17-Cell ds lanHkZ ls vki D;k le>rs gSaA le>kb, \ 

 

Ans.Formula fy[krs le; ge T;knkrj vdsys Cell dk vkSj dHkh&dHkh Cell dh Range dk lanHkZ nsrs gSaA vdsys Cell dk 

lanHkZ ;k rks mldk irk lh/ks = Type djds ;k Cell dks Click djds fn;k tkrk gSA Cell dh Range dk lanHkZ ml Range 

ds vkeus&lkeus ds dksuksa okys Cell dk irk fy[kdj vkSj muds chp esa : dk fpUg yxkdj fn;k tkrk gSA 

 tSls B2 : C6 bl rjg ds lanHkZ dks ;k rks vki lh/ks Type dj ldrs gSa ;k Mouse ls [khaprs gq, Range cukdj ns ldrs gSaA 

Cell lanHkZ 3 izdkj ds gksrs gSa %& 

fujis{k  %& Absolute 

lkis{k  %& Relative 

fefJr  %& Mixed 

(1)Absolute :- fujis{k Cell lanHkZ esa fdlh Cell irs esa Row la[;k vkSj Column uke ls igys ,d & fpUg yxk fn;k tkrk 

gS tSls $B$C  ,d fujis{k lanHkZ gSA ,sls lanHkZ dks dgha udy djrs le; og cnyrk ugha cfYd ogha jgrk gSA 

 

(2)Relative :- Relative Cell Reference esa irs lh/ks fn;s tkrs gSaA vFkkZr~ $ fpUg dk iz;ksx ugha fd;k tkrk gSA rc ,sls 

Cell lanHkZ dks ,d Cell ;k nwljs Cell esa udy fd;k tkrk gS rks os lanHkZ viuh ubZ lkis{k fLFkfr ds vuqlkj cny tkrs gSaA 

 

(3)Mixed :- Mixed Cell lanHkZ esa ;k rks dsoy iafDr dh la[;k dk uke fujis{k gksrk gS tc ,sls lanHkZ dks ,d Cell ls nwljs 

Cell esa udy fd;k tkrk gS rks mudk fujis{k Hkkx rks ogh jgrk gSA dsoy lkis{k Hkkx lkis{k lanHkksZ dh rjg cny tkrs gSaA 

 

Q18- MS-Excel esa Functions ls vki D;k le>rs gSa \ 

 

Ans. Excel esa miyC/k Function ,slh “kfDr”kkyh lqfo/kk;sa gS ftudh lgk;rk ls vki tfVy ls tfVy dk;ksZ dks vklkuh ls dj 

ldrs gSa blesa lSdM+ksa Functions gS ftudh lgk;rk ls vki bathfu;fjax x.kuk;sa] lkaf[;dh x.kuk;sa] foRrh; x.kuk;sa vkSj ikB~; ij 

cgqr ls dk;Z dj ldrs gSaA Functions dk iz;ksx Formula ds :i esa ;k nwljs Function rFkk Operator ds lkFk tfVy 

Formula cukus esa fd;k tkrk gSA 

 Parts of Function :- fdlh Functions ds nks Hkkx gksrs gSa %& 

1- Functions dk uke 

2- Argument 

Functions Name Excel dk dksbZ fo”ks’k “kCn gksrk gS ftlesa Function dks igpkuk tkrk gSA vkSj Argument ;k rks eku ;k 

fdlh Cell vFkok Range ds lanHkZ gksrs gSaA fdlh Function esa vko”;d Argument dh la[;k mlds Syntax ds vuqlkj “kwU; 

ls yssdj fdruh Hkh gks ldrh gSA mnkgj.k ds fy, SQRT (3025) esa SQRT ,d Function gS rFkk 3025 bldk Argument 
gSA 

 

Functions Catogory :- Excel esa Worksheet Function dh la[;k vf/kd gksus ds dkj.k lqfo/kk ds fy, mUgsa 4 Jsf.k;ksa esa 

ckWVk x;k gS %& 

1- DataBase 

2- Data & Time 
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3- Financial 

4- Logical 

5- Mathamatic & Trignametry 

6- Information 

7- Look up Reference 

8- Statical ¼lkaf[;dh½ 

9- Text 
 

1- Date and Time Function :- 

 

 Date  :- fnu dh la[;k  

 Day  :- rkjh[k dk fnu 

 Month  :- fdl rkjh[k esa ekg 

 Now  :- orZeku le; 

 Today  :- vkt dh rkjh[k  

 Weekday :- fdlh rkjh[k dk fnu 

 Year  :- fdlh rkjh[k esa o’kZ 

 

2- Mathamatical Functions :- 

 

 ABS  :- fdlh la[;k dk fujis{keku 

 EXP  :- Exponential 

 Fact  :- fdlh la[;k dk Factorial 

 Int  :- fdlh la[;k dk iw.kkZad eku 

 LN  :- izkd`frd y?kqx.kd 

 F Log 10 :- vk/kkj 10 ij y?kqx.kd 

 MOD  :- fdlh Hkkx dk “ks’kQy 

 Power  :- fdlh la[;k dh ?kkr 

 Round  :- fn;s x;s n”keyo vadks rd fudVre eku 

 SQRT  :- fdlh /ku la[;k dk oxZewy 

 SUM   :- fdlh nh la[;k dk ;ksx 

 

3- lkaf[;dh Function :- 

 

 Average  :- nh gqbZ la[;kvksa dk vkSlr 

 Max  :- lcls cM+h la[;k 

 Min  :- lcls NksVh la[;k 

 STDEV :- ekud foy;u 

 

4- Text Functions  

 

 CHAR :- fdlh fn;s gq, dksM dk o.kZ 

 CODE  :- fdlh o.kZ dk dksM 

 LEFT  :- fdlh ikB~; dk ckW;k Hkkx 

 EX  :- nks ikB~;ksa dh rqyuk djuk 

 LEN  :- fdlh ikB~; esa o.kksZ dh la[;k 

 LOWER :- fdlh ikB~; dks NksVs v{kjksa esa cnyuk 

 MID  :- fdlh ikB~; ds chp dk Hkkx 

 RIGHT :- fdlh ikB~; dk nkW;k Hkkx 

 TRIM  :- izkjaHk rFkk var ds lHkh [kkyh LFkku lekIr djuk 

 TEXT  :- nh gqbZ la[;kvksa dk ikB~; cukuk 

 UPPER :- fdlh ikB~; dk cM+s v{kjksa esa cnyuk 
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5- Logical Function :- 

 

 And  :- rFkk 

 If  :- ;fn 

 Not  :- ugha 

 Or  :- vFkok 

 True  :- lR; vFkok gkW 

 False   :- vlR; vFkok ugha 

 

 

Q19-MS-Excel esa chart fdls dgrs gS A rFkk ;s fdrus izdkj ds gksrs gS A  

Ans:-MS-Excel esa fdlh worksheet esa Hkjs gq, Data ds vk/kkj ij vusd izdkj ds nks ;k rhu vk;keh chart ljyrk ls cuk;s 

tk ldrs gS A chart fdlh Data dk Graphical :i esa izn”kZu gksrk gS A Chart dks vki chart tool bar ds }kjk vkidh bPNk 

ls dSlk Hkh cuk ldrs gS A chart wizard ds }kjk Hkh ge chart vklkuh ls cuk ldrs gS A chart cu tkus ds i”pkr~ mls print 

Hkh dj ldrs gS A excel ds chart esa ;g fo”ks’krk gS fd tc Hkh vki ml Data esa dksbZ ifjorZu djrsa gS A ftl ij chart 

vk/kkfjr gS A rks lacaf/kr chart esa og ifjorZu dj fn;k tkrk gS A  

Types of chart:- chart vusd izdkj ds gksrs gS:- 

(1) Column Chart:- ,slk chart ftlesa fdlh eku dks ,d v/okZ/kj column 

esa fn[kk;k tkrk gS A blesa fofHkUu Data JSf.k;ksa dks x v{k ij vkSj ekuksa dks y 

v{k ij fn[kk;k tkrk gS A (vertical) 

 

 

 

 

(2) Bar Chart:-Bar chart Hkh column tSlk gh gksrk gS A varj dsoy ;g gS 

fd blesa fofHkUu Data Jssaf.k;ksa ds ekuksa dks {kSfrd bar (Horizontal) }kjk 
fn[kk;k tkrk gS A 

 

 

 

 

(3) Line chart:-line chart esa fofHkUu Data JSf.k;ksa ds ekuksa dks fofHkUu fcUnqvksa 

}kjk fn[kk;k gkrk gS A ftUgsa ljy js[kkvksa }kjk tksM+ fn;k tkrk gSA bl varj 

ds vykok line chart column chart  dh rjg gh gksrs gS A  

 

 

 

 

 

(4) Area chart:- Area chart Hkh line chart dh rjg gh gksrk gS A varj dsoy 

;g gS fd blesa fofHkUu ekuksa dks mu ykbuksa ds uhpsa ds {ks= }kjk fn[kk;k tkrk 

gS A 
 

 

(5) Pie Chart:- bl izdkj ds chart eaaaas dsoy ,d blesa Data Js.kh dks fn[kk;k 

tkrk gSA bles fofHkUu ekuksa dks ,d o`Rr ds fofHkUu Hkkxksa ;k select }kjk fn[kk;k tkrk gS A izR;sd Hkkx dks vkdkj 

mlds eku ds vuqikr es gksrk gS a ml eku dks Hkh ml Hkkx ds ikl gh iznf”kr 

fd;k tkrk gS A  
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Q20- MS-Excel esa Chart cukus ds Steps fyf[k;s ? 

 

Ans:- ftl Data dsa vk/kkj ij dksbZ chart cuk;k tkrk gS A mlds vykok chart esa dbZ rRo gksrs gSA tks fuEu gS:- 

Titles(“kh’kZd):- ;s chart vkSj mlds nksuksa v{kksa ds “kh’kZd gksrs gS A bulsa gesa irk pyrk gS A fd chart D;k (what) fn[kkuk 

pkgrk gS A vkSj mlds v{kksa ds ekuksa dk D;k vFkZ gSA (x vkSj y) 

Axes(v{k):- lkekU;r% fdlh chart esa nks v{k gksrs gS A ftUgsa dze”k% x vkSj y v{k dgk tkrk gS A buesa ls izR;sd v{k ,d 

parameter dks O;Dr djrk gS A ftlds eku ml v{k ij js[kkvksa ;k fcUnqvksa }kjk fn[kk;s tkrs gS A x v{k-year rFkk y v{k-(Rs-) 
jkf”k dks fn[kkrk gS A  

Data series:- Data series ml ekuksa dh lwfp;kW gS A ftUgsa ge chart esa fn[kkuk pkgrs gSA ;gkW [kjhn vkSj fcdzh nks Data 

series gS tks fHkUu&fHkUu jaxksa ds column }kjk fn[kkbZ tkrh gS A  

Grid line:- ;s dqN Background line gksrh gS A buls gesa izR;sd Data series ds ekuksa dk Lrj irk pyuk gS A Grid line 
nks izdkj dh gksrh gS%& 

Legend:- ;s gesa chart esa mi;ksx fd;s x;s fofHkUu izdkj ds columns ns[kkbZ nsrk gS A fcUnqvksa vkSj jaxksa dk vFkZ crkrs gS 

AlkekU;rk% izR;sd Data Js.kh ds fy, ladsr gksrk gS tks pkVZ esa fn[kk;k tkrk gSA ladsrksa dks nksa;s cka;sa mij uhps fdlh dksus esa Hkh 

fn[kk;k tk ldrk gSA 

Data label:- ;s fdlh Data Series  ds okLrfod eku gksrs gSA tks chart esa ml eku dks O;Dr djus okys columns line ;k 

fpUg(mark) ls ikl gh fn[kk;s tkrs gS A 

Chart cukus ds fy; fu- fy- steps dks follow djrs gS A  

(1)-ftl Data dk gesa  chart cukuk gS mls Work sheet esa loZizFke open djrs gSAmnkgj.kkFkZ& 

 

(2)Insert menu esa chart option ij click  djrs gS A ;k standard 

toolbar esa chart wizard button dks click djrs gS A ftlesa fd chart 

wizard  dk igyk step screen  ij fn[kkbZ nsrk gS A bl chart  esa ge 

chart  dk izdkj pqurs gSA rFkk Next button  ij click  djrs gS A 

(3)bl Step  esa ge chart  esa iznf”kZr gksus okys Data  dh Range  dks 

pqurs gS A  

rFkk Next button  ij click  djrs gS A  

 (4) bl Step  esa chart  ;k Title Type  djrs gS A rFkk x- v{k ,oa y- 

v{k esa D;k Data  iznf”kZr gks jgk gS A mls Type  djrs i”pkr~ Next 

button ij click  djrs 

gS A 
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(5) bl step  esa chart  dks ge dgkW iznf”kZr djuk pkgrs gS A mlh 

worksheet  esa ;k ubZ worksheet  esa bls set  fd;k tkrk gS A 

rFkk finish button  esa click djus ij chart screen ij iznf”kZr gks 
tkrk gSA 

Q21-MS-Excel esa Data  dh Sorting  fdl izdkj dh tkrh gS 

?  le>kb;s  

Ans:- Excel  dh worksheet  esa Enter fd;s x;s Data  dks mi;ksx esa ykrs 

le; A ge table  dks fdlh Hkh field  ij sort dj ldrs gSA vkSj blh izdkj 

;fn vko”;d gS A rks vfrfjDr field  ij sort  dj ldrs gS A A ge Column 

dks Alphabet  ds vuqlkj ;k fn;s x;s fdlh Number  ds vuqlkj sort  dj 

ldrs gSA mnk- ds fy, ge ,d fn;s x;s Data esa Name field  ds vuqlkj 

sorting  djrs gS A blds fy, Name field  dks select  djsa A  

Sort and Filter button  ij click  djsa A menu option sort A to Z  dks 

click  djsa A excel Lor% laiw.kZ Table  ds varxrZ cells  dks lajf{kr dj nsrk gS 

A vkSj Activated cell  dks column ij list sort dj nsrk gS A blls Name 

field  esa fn;k x;k Data  c<+rs dze esa A to Z sort  gks tkrk gS A  

Q22- Ms-Excel  esa Auto filter  ds mi;ksx dks le>kb;s A  

Ans:- Auto filter  ,sls Record  ds irk yxkrk gS A tks fuf”pr Criteria  ls 

match  djrs gS A vkSj mu Records  dks fNikrk gS tks Criteria   ls match  ugh djrs bls list dh filtering dgk tkrk gS A  

bls fuEu mnk- esa le>k tk ldrk gS A ekuk fd 

gekjs ikl worksheet  esa bl izdkj dk gS A  

1- Table  esa fdlh field dks Actovate  djsa  

2- Sort and filter button dks click djsa A  

3- Filter button dks click djsa aA 

4- Field esa Filter dh button fn[kkbZ nsrh gS  

5- Excel esa field name okys gj cell esa 

filter  

Drop Down arrow tksM+k gS A bl ij click djdsa ge fn;s x;s fofHkUu option }kjk Record dks felter djds  ns[k ldrs gS 
A 
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P.C. Package 

 

Unit – 5 

Q1- Power Point ls vki D;k le>rs gSa \ bldk mi;ksx fdu {ks=ksa esa fd;k tkrk gS \ 

 

Ans.Power Point MS- Office Package ds varxZr ,d Program gS ftlds }kjk vki Slide ij vk/kkfjr izLrqfrdj.k 

lkexzh rS;kj dj ldrs gSaA Power Point Program fofHkUu izdkj ds izLrqfrdj.k ljyrk vkSj “kh?kzrk ls rS;kj djus mUgsa lq/kkjus] 

Edit djus rFkk Presentation dk Show fn[kkus esa gekjh enn djrk gSA Power Point ds mi;ksx dk {ks=%& 

1- Office esa Emplyees dks Traning nsus esaA 

2- fdlh Company esa fdlh Product dks Launch djus essaA  

3- School, College esa Project ds Presentation dks le>kus ds fy,A 

4- fdlh fo”ks’k fo’k; ij Seminar nsus ds fy,A 

 

Q2- PowerPoint es aNew Presentation dSls Create fd;k tkrk gS \ le>kb;sA  
 

Ans. MS-Office ds vU; Programs dh rjg Power 

Point dks Hkh vki Desktop ;k vU; Folder esa mlds Icon 

dks Double Click djds izkjaHk dj ldrs gSaA ;k Start Menu 

ds All Program esa MS-Office ds varxZr MS-Power 

Point Option dks Click djds Power Point dks izkjaHk dj 

ldrs gSa bldh Window bl izdkj fn[kkbZ nsrh gS %& 

Power Point esa New Presentation rS;kj djuk Power 

Point esa u;s Presentation rS;kj djus ds fy, bldh Main 

Window ds nkW;h vksj New Presentation ds Taskpane esa 

fn;s x;s Option ds }kjk u;k Presentation rS;kj dj ldrs 

gSaA vkSj bl Taskpan vki rhu fof/k;ksa ls dksbZ New 

Presentation rS;kj dj ldrs gSa %& 

1- vki Blank Presentation ls izkjaHk dj ldrs gSa vkSj 

mlesa lqfo/kktud New Slide vkSj lkexzh tksM+ ldrs 

gSaA  

2- vki Design, Template ls Presentation cuk ldrs gS ckn esa mlesa lkexzh tksM+ ldrs gSaA 

3- Auto Content Wizard dh lgk;rk ls Presentation tYnh vkSj vklkuh ls cuk ldrs gSaA 

 

Blank Presentation:- bl Option ij Click djus ij New Presentation cukus ds fy, Blank Slide fn[kkbZ nsrh gSA 

ge vius Presentation ds vuqlkj Slide Pane esa Right Click djds New Slide tksM+ ldrs gSaA rFkk Slide dk Layout Hkh 

Change fd;k tk ldrk gSA ftlds }kjk ge Slide essa vyx&vyx izdkj ds Content rFkk fp= j[k ldrs gSaA bl izdkj ge 

Slide dks vius vuqlkj Format dj ldrs gSa mlesa fofHkUu izdkj ds Animation Apply dj ldrs gSaa A 

 

Design Template ds }kjk%& Power Point ij Presentation ij ykxw djus ds fy, cgqr lh Design igys ls miyC/k gSa 

ftUgsa Design Template dgk tkrk gSA bls Use djus dh fof/k fuEukuqlkj gS%& 

1- New Presentation Taskpane esa Form Design Template Option dks Click dhft, blls Slide design Task 

Pane Open gksrk gSA 

2- bl Task Pane ds Form Design dks Click dhft,A 

3- ;g pquh xbZ New Slide ij Design Template fdlh Hkh le; cny ldrs gSa vkSj viuk Presentation vyx&vyx 

:i esa ns[k ldrs gSaA 

Auto Content Wizard:- ;g ,d ,slk Presentation gS tks vkius Presentation dh lkexzh r; djus esa vkidh en~n 

djrk gSA ;g vkils dbZ iz”u iwNrk gS vkSj muds mRrj ds vk/kkj ij igys ls ifjHkkf’kr Template dk iz;ksx djds 

vkids fy, Slide rS;kj djrk gSA bl Wizard dks izkjaHk djus ds fy, New Taskpane esa Auto Content Wizard 

Content dks pqfu,A blls bldk igyk Dailog Box iznf”kZr djrk gS ;k gksrk gSA blds ckW;s Hkkx essa ,d NksVk lk 

Flow Chart gS ftlls irk pyrk gS fd ;g Program dbZ Dailog Box ds ek/;e ls vkils vius Presentation ds 

ckjs esa dbZ tkudkfj;kW izkIr djrk gSA tSls Presentation dk izdkj Presentation dh fof/k Presentation ds fodYi 
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vkfnA bu tkudkfj;ksa ds vk/kkj ij gh izLrqfrdj.k rS;kj djus gsrq vko”;d lgk;rk dh tkrh gSA vxys Dailog Box 

ij vkus ds fy, Next Button dks Click djrs gSa vkSj ;fn fiNys Dailog Box ij vk tkrk gS rks Back Button 

Click djrs gSaA blesa fofHkUu izdkj ds Presentation dks dbZ Series esa ckWVdj fn[kk;k tkrk gSA vki ftl Series dk 

Presentation rS;kj djuk pkgrs gSa ml Series ds Push Button dks Click dhft,A 

 

Q.3- Slide ds fofHkUu Views dks le>kb, \ 

 

Ans. Power Point esa Slide esa lwpuk;sa Hkjus] laxzfgr djus rFkk mUgsa ns[kus dh dbZ fof/k;kW gksrh gSa ftUgsa Views dgk tkrk gSA 

buds }kjk Slide esa ikB~; Hkjus] laikfnr djus rFkk mudks lgh dze nsus esa cgqr lgk;rk feyrh gSA Power Point esa fuEufyf[kr 

Views gksrs gSa%& 

(1)Normal Views :- bl View esa vki Power Point dh Slide esa yxHkx lHkh fdz;k;sa dj ldrs gSaA blesa Power Point 

dh Window dks rhu Hkkx eas ckWVdj fn[kk;k tkrk gSA blesa nks TabSheet gS Outline Slide, Outline TabSheet esa vki 

izR;sd Slide dh :ijs[kk ns[k ldrs gSaA ftlesa Slide dks “kh’kZd vkSj eq[; fcUnq “kkfey gksrs gSaA bl Tabsheet esa Text ij dk;Z 

djuk vFkkZr~ ikB~; Type djuk] lq/kkjuk] iafDr;ksa dks O;ofLFkr djuk vkfn ljy gksrk gSA vko”;d gksus ij ge Outline 

Toolbar dks Hkh [kksy ldrs gSa blds fy, View Menu esa Toolbar ds Submenu esa Outline fodYi dks Click dhft,A 

Slide Tabsheet esas lHkh Slide NksVs vkdkj esa fn[kkbZ nsrh gSaA blesa Click djds vki fdlh Slide dks cM+s vkdkj esa ns[k ldrs 

gSaA bl View ds nkW;h Åijh Hkkx esa pquh gqbZ Slide ;k orZeku Slide viuh lHkh fo”ks’krkvksa ds lkFk cM+s vkdkj esa fn[kkbZ nsrh gSA 

bl Hkkx esa fp=ksa] jaxksa vkfn ij dk;Z fd;k tkrk gS bl View ds nkW;sn uhps ds ek= esa vki izLrqrdrkZ ds fy, Notes Hkj ldrs 

gSaA 

(2)Slide Sorter View :- bl View esa vki Presentation dh lHkh Slide dks ,d lkFk NksVs :i esa ns[k ldrs gSaA ftlesa 

lHkh ikB~; rFkk fp= Hkh fn[kk;s tkrs gSaA Slide Sorter View esa vki Slide dks viuh bPNkuqlkj fdlh Hkh dze esa yxk ldrs gSaA 

;gkW rd fd ,d Slide ds Åij nwljh Slide Hkh yxk ldrs gSaa blesa Slide cnyus dh fof/k rFkk Slide rFkk mudh oLrqvksa ij 

Animation ds izHkko Hkh Set fd;s tk ldrs gSaA bruk gh ugha blesa vki fofHkUu Animation izHkkoksa dk voyksdu Hkh dj ldrs 

gSaA 

(3)Slide Show View :- bl View esa Power Point Window ds vU; lHkh rRoksa dks xk;c djds ,d ckj esa dsoy ,d 

Slide dks mlds iwjs :i esa fn[kk;k tkrk gSA bl View dk iz;ksx okLrfod Slide Shows djus ;k iwokZH;kl djus esa fd;k 

tkrk gSA blesa vki ,d vn`”; isu ls ,slh vn`”; js[kk;sa [khap ldrs gSaA tSls fdlh pkWd ls Black Bord ij [khaph tkrh gS ;s 

js[kk;sa Store ugha dh tk ldrh gSA vkSj Slide cnyus ij xk;c gks tkrh gSA bl View esa Slide dks ,d&,d dj fu/kkZfjr dze 

esa muds fy, r; fd;s x;s lHkh izHkkoksa ds lkFk ns[kk tk ldrk gSA Power Point esa Presentation rS;kj djrs le; fdlh 

fo”ks’k dk;Z ds fy, mfpr View dk pquko djuk vko”;d gS blds fy, ;k rks View Menu esa mfpr fodYi dks pquk tkrk gS 

;k Power Point dh Window esa fupys ckW;s dksus ij fn;s x;s View Buttons dk mi;ksx fd;k tkrk gSA 
 

 

 

 

  

 

 

 

 

 

     Normal Views   Slide Sorter View   Slide Show View 

 

Q.4-  Power point esa Slide dks Insert djuk Delete djuk rFkk Copy dSls fd;k tkrk gSA le>kb;s \ 

 

Ans. Inserting Slide :-;fn vki vius Presentation esa ,d New Slide tksM+uk pkgrs gSa rks Insert Menu esa New 

Slide Option ij vFkok Formating Toolbar easa New Slide Button dks Click dhft,A blls vkidh orZeku Slide ds ckn 

,d New Blank Slide tqM+rh tk;sxhA vkSj bl Windows ds Taskpane esa vkidks dbZ Slide Layout fn[kkbZ nsaxsaA bl 

Pane esa miyC/k Slide Layout esa ls fdlh ds vk/kkj ij vki viuh Slide cuk ldrs gSa buesa ls fdlh Hkh Layout dks Click 

djds pqfu,A blls vkidh New Slide dks mlh Layout ds vuqlkj dbZ Hkkxksa esa ckWV fn;k tk;sxkA vc Slide Sorter Views 

esa jgrs gq;s Hkh New Slide Hkh tksM+ ldrs gSa] ijUrq Slide Show View esa ugha tksM+ ldrsA 

Deleting Slide :- vius Presentation ls fdlh Slide dks gVkus ds fy, fdlh Hkh View esa mls pqu yhft, vkSj mls Edit 

Menu ds Delete Option ij Click dhft, blls og Slide xk;c gks tk;sxhA 
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Copying dh Slide :- Slide dks Copy djus ds fy, Slide Pane esa Slide dks Select djrs gq, mls Edit Menu ds 

Copy Option ls Copy djds Slide Pane esa gh paste dj ldrs gSaA ;k Shortcut Key Ctrl+D Press djds mldh ,d 

Copy rS;kj dj ldrs gSaA 

 

Q.5-  Power Point dh Slide esa Bullet List fdl izdkj Insert dh tk ldrh gSA le>kb, \ 

 

Ans.   Presentation esa Bullet List ds ek/;e ls dksbZ fo’k; izLrqr djuk ,d izpfyr izfdz;k gSA vki fdlh Hkh Slide ij dgha 

Hkh Bullet List tksM+ ldrs gSaA ;g List dbZ Lrjksa dh Hkh gks ldrh gS fdlh Slide ij Bullet List cukus dh fof/k fuEufyf[kr 

gS %& 

1- ml Slids dks Open dhft, tgkW vki Bullet List yxkuk pkgrs gSaA vko”;d gksus ij ,d New Slide 

Presentation esa tksM+ ldrs gSaA 

2- Insert Menu esa Text Box Option ij Click dhft, blds Slide ij Mouse Pointer ds ,d uhps dh vksj ladsr 

okys rhj esa cny tk;sxkA 

3- bl le; Mouse Button nckdj (Press) Mouse Pointer dks [khaprs gq, i;kZIr vkdkj dk pkSdksj ;k vk;rkdkj 

NksVk cuk, vkSj Mouse Button dks NksM+ nhft,A blls ogkW ,d Text Box cu tk;sxk ,oa mlesa Cursor vk tk;sxkA 

4- ;gkW vki viuh Bullet List ds Item Type dhft,A izR;sd Item ds ckn Enter Press dhft,A  

5- lHkh Item Type djus ds ckn lHkh dks pqu yhft, vkSj Formatting Toolbar ij Bullet Button dks Click dhft, 

blls os lHkh Item Bullet List esa cny tk;sxhA 

 

Q.6-  Power Point esa Notes rFkk Handout ls vki D;k le>rs gSa \ 

 

Ans.   ;s ,slh lwpuk,W gS tks oDrk dks Presentation ds le; dqN ckrsa ;kn fnykus ds fy, nh tkrh gSa ;s lkekU;r% dkxt ij 

Nih gq, dqN lk/kkj.k okD; ;k lwpuk,a gksrh gSaA Presentation ds le; ;s ckrsa Slide ij fn[kkbZ ugha nsaxsA Notes page ds 

}kjk Slide ds uhps izLrqrdrkZ vius fy, Tipss fy[krk gS tks Presentation dks le>kus esa vklku gksrk gSA  

 

Creating Notes Pages :-  

 

1. View Menu ds Notes page dks Click djsaA         

2. Notes Page View esa Slide ds uhps Notes ds fy, ,d Text Box iznf”kZr gksxk ml Text Box esa Text Type dhft,A 

 

Note Page dks ns[kuk %& 

1- Slide Show ls View Show dks Click djukA 

2- Slide Show “kq: gksus ij Screen ij Slide Show Control Button ij Click djsaA 

3- Speaker Notes dk p;u djsa blls Speaker Note Box fn[kkbZ iM+rk gSA 
 

Creating Hand Outs :- ;s dqN ,sls Hand Out gksrs gSa tks Jksrkvksa dks ckWVs tkrs gSa mu ij izLrqfrdj.k dh lHkh ;k pquh gqbZ 

Slide Nkih tkrh gSaA Power Point ij ,d i`’B ij vki ,d ls N% rd Slides Nki ldrs gSaA Handouts izLrqfrdj.k dk Nik 

gqvk :i gSA 

Printing Handouts :- Handouts dks Nkius ds fy, %& 

1- Presentation dks [kksys ftls Print djuk gSA 

2- File Menu ls Print dks pqus Ctrl+p Key nck;saA 

3- Print, Dailog Box esa Print What ls Handout dks pqusaA 

4- Handout Box ls Slide ij Page ds Pull Down Box ls bfPNr la[;k pqusaA 

5- OK Button ij click djsaA 

 

Q.7-  Slide esa Graphics, Sound rFkk Movies dks fdl izdkj Insert fd;k tkrk gS \ 

 

Ans.   Power Point esa Work djrs le; ge fofHkUu izdkj ds Graphics dks Sound dks rFkk Movie dks vius Slide esa 

Insert dj ldrs gSa ftlls gekj Presentation vkSj Hkh vkd’kZd vkSj vklkuh ls le>us ;ksX; cu tkrk gSA MS-Power Point 

esa Picture dks Insert djus ds fy, fuEufyf[kr Steps dks Follow djrs gSa %& 

 Power Point Slide esa Picture ;k Graphic dks Insert djuk %& 

1- lkekU;r% dksbZ Hkh Presentation Picture ds fcuk iwjk ugha gksrkA fo’k; dks vPNh rjg le>kus vkSj Jksrkvksa dks izHkkfor 

djus ds fy, Hkh Slide esa fofHkUu izdkj ds fp= lfEefyr djuk vko”;d gksrk gSA Power Point esa gesa ;g lqfo/kk 
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feyrh gS fd ge u dsoy MS-Office ds lHkh Program cfYd ckgj ds lHkh Package, Coral Draw, Point, 

Photoshop, Photo Point vkfn }kjk rS;kj fd;s x;s fp=ksa] xzkQksa vkfn lkexzh dks vius Presentation esa “kkfey dj 

ldrs gSaA ;fn vki fdlh File esa miyC/k dksbZ ckgjh Picture viuh Slide ij yxkuk pkgrs gSa mlds fy, ml Slide 

dks Select dhft, ftlesa vki Picture tksM+uk pkgrs gSaA 

2- Insert Menu ds Picture Option ij Mouse Pointer ykus esa bldk Sub Menu Open gks tk;sxkA 

3- bl Sub Menu esa From File Option dks Select dhft, ftlls Picture Insert djus dk Dailog Box Screen 
ij fn[kkbZ nsxkA 

4- bl Dailog Box esa vki fdlh Hkh Folder dh fdlh Hkh File esa Hkjk gqvk Picture <w<+ ldrs gSa blds i”pkr~ Insert 

Button ij Click djus ij Slide esa Picture tqM+ tk;sxkA Picture ds pkjksa vksj cus gq, Handel dh lgk;rk ls 

vki bls eupkgs vkdkj esa <+kydj vius Slide ij fdlh Hkh LFkku ij yxk ldrs gSaA 

 Slide esa Movie Insert }kjk %& Slide esa Movie Insert djus ds fy, fuEufyf[kr Step dks Follow djrs gSa %& 

Power Point ds Insert Menu ij click djrs gSaA mlds i”pkr~ Movies & Sound Option ij click djrs gSaA rFkk 

iznf”kZr gks jgs blds Sub Option Movies For Clip Organizer ;k Movies From File ij Click djrs gSaA rFkk 

iznf”kZr gks jgs Box esa ls Movies dks Select djrs gSa ftlls fd ;g Movies gekjs Slide ij iznf”kZr gks tkrh gSA 

 Slide esa Sound Insert djuk %& Slide esa Sound Insert djus ds fy, Insert Menu ds Movies & Sound 

Option ds varxZr Sound From Clip Organizer Option ij Click djrs gSaA ;k Sound From File Option ij 

Click djrs gSa ftlls fd iznf”kZr gks jgs Box esa ls ge Sound File dks Select dj ldrs gSaA tc ge presentation 

dks nsa[ksxs rks ;g Sound Click djus ij ;k Automaticly Play gksxkA 
 

Q.8-  Power Point esa Master Slide ls vki D;k le>rs gSaa \ 

 

Ans.   ;fn vki Presentation ds fy, viuh Design cukuk pkgrs gSa rks ;g dk;Z Master Slide ds }kjk ljyrk ls fd;k tk 

ldrk gSA fdlh Master esa Background, Logo Font, Colour, Time rFkk Date, Page No. Etc. “kkfey gksrs gSaA izR;sd 

Presentation eas fuEufyf[kr ds fy, vyx&vyx Master gksrs gSa %& 

1- Slide 

2- Handout 

3- Notes 

Power Point esa igys ls cus gq, cgqr ls Master miyC/k gS tks Designs Template esa Store fd;s tkrs gSa ;k ge Master 

Pages dks vius vuqlkj Change Hkh dj ldrs gSaA vki Master esa tks Hkh lq/kkj djrs gSa os vkidh Presentation dh lHkh 

Slide ;k i`’Bksa ij ykxw gksrh gSA ;fn vki pkgs rks fdlh fo”ks’k Slide ;k i`’B dks Master ds izHkko ls cpkdj j[k ldrs gSaA 

Master Slide esa ifjorZu djus ds fy, fuEufyf[kr Steps dks Follow djrs gSa %& 

1- viuk Presentation Open dhft,A 

2- View Menu esa Master Option ij Click dhft, rFkk blds Submenu ij iznf”kZr gks jgs Option Slide Master 

essa Click dhft,A ftlls Slide Master fn[kk;k tk;sxkA 

3- bl Slide Master esa dbZ Element gSa vki ftl Element esa lq/kkj djuk pkgrs gSa mls Click dhft, vkSj MS-

Office dh rduhdksa dk iz;ksx djds mldh Style Font, Colour, Shape Etc essa ifjorZu dhft,A 

4- vki pkgs rks Master Slide esa dksbZ Picture tSls %&Logo Hkh tksM+ ldrs gSaA ;g Picture Presentation dh lHkh 

Slide ij fn[kk;h nsxkA lHkh vko”;d ifjorZu djus ds ckn View cnydj Slide View esa vkb, vkSj ,d&,d djds 

lHkh Slides dks nsf[k,] rkfd fdlh Slide dk :i fcxM+ u x;k gksA tgkW vko”;d gks ogkW lq/kkj dj nhft, bl rjg 

vki vius Presentation ds fy, lqUnj Master Slide rS;kj dj ldrs gSaaA 

 

Q.9-  Power Point esa Presentation ds i”pkr mls ns[kus ds View lacaf/kr Option dks le>kb, \ 

 

Ans.   dksbZ Presentation rS;kj dj ysus ds i”pkr lcls egRoiw.kZ Time rc vkrk gS tc Jksrkvksa ds lkeus mls iznf”kZr fd;k 

tkrk gSA ;g izn”kZu lkekU;r% cM+s inksZ ij fn[kkus ds midj.kksa dks tSls LCD dks vius Computer ls tksM+ djds fd;k tkrk 

gSA ;fn Jksrkvksa dh la[;k cgqr lhfer gks rks Moniter Screen ij Hkh mldk izn”kZu fd;k tk ldrk gSA Power Point esa 

Slide Show Menu ds varxZr View Show Option ij Click djds ;k function dh F5 nckdj ds ge Presentation 
dks ns[k ldrs gSaA 

;fn vki Slide Show fdlh vU; Slide ls izkjaHk djuk pkgrs gSa rks Slide Sorter View esa vkdj mls viuh Slide cukb, vkSj 

Power Point Window ds ckW;s fupys dksus ij View Button esa ls Slide Show Button dks Click dhft,A blls izn”kZu 

orZeku Slide ls izkjaHk gks tk;sxkA 



 

          Prepared By-Nitendra Tomar                Page No-55 

izn”kZu ds le; gesa le;&le; ij Slide cnyus dh vko”;drk gksrh gSA vki ;k rks fu”fpr le; ckn Automatic fof/k ls 

Slide dks cny ldrs gSa ;k tc vki pkgs ml le; cny ldrs gSaA Slide cnyus ds fy, fuEufyf[kr Steps dk vuq”kj.k dhft, 

%& 

1- vxyh Slide ij tkus ds fy, Mouse dh ckW;h Button ij Click dhft, vFkok Enter Space bar, Right Arrow, 

Down Arrow rFkk Page Down Key dks Press dhft,A 

2- fiNyh Slide esa okfil tkus ds fy, Back Space, P, Left Arrow, Up Arrow rFkk Page up keys esa ls fdlh dks 

Hkh Press dhft,A 

3- Slide Show chp esa gh lekIr djus ds fy, Esc Key Press dhft,A ftlls fd Presentation cUn gks tk;sxkA 

 

Q.10  Slide Transition dks le>kb, \ 

 

Ans.   vkius Televion ij n`”; cnyus ds vusd :iksa dks ns[kk gksxk tks fd fofHkUu izHkkoksa ds lkFk fn[kkbZ nsrk gSA ,sls lHkh 

izHkkoksa dks Slide ifjorZu dks izHkko dgk tkrk gSA vki vius Presentation esa Hkh ,sls izHkko mRiUu dj ldrs gSaA blds fy, 

Normal View esa vk, vkSj ftl Slide ds fy, vki ifjorZu izHkko Set djuk pkgrs gSa mls orZeku Slide cukb,A vc Slide 

Show Menu essa Slide Transition Option dks Select dhft,A ftlls Power Point Window essa Task Pane essa Slide 

Tranition Pane Open  gks tkrk gSA bl Pane ls vki lHkh izdkj ds Transition izHkko Set dj ldrs gSaA 

 

bl Pane ds Apply To Selected Slide Hkkx esa vki fn;s gq, Options esa ls Slide ifjorZu dk dksbZ Hkh izHkko pqu ldrs gSa 

,oa Modify Transition Hkkx (Part) esa vki Slide cnyus dh xfr Hkh Set dj ldrs gsaA bl Pane ds Advance Slide Hkkx 

esa Automaticaly After Check Box dks Set djds vius vki Slide cnyus dk le; Hkh Set dj ldrs gSa blds ctk; vki 

On Mouse check Box Click dks Set djds Slide cnyus dk dk;Z Lo;a dj ldrs gSaA Slide ifjorZu ds izHkko Set djus dk 

dk;Z vki Slide Sorter View esa Hkh dj ldrs gSaA blds fy, ml Slide dks viuh pkyw (Current) Slide cukb, vkSj Setting 

Change dhft,A Slide Sorter View esa vki ,d lkFk dbZ Slides dks pqudj muds fy, ,d tSls izHkko Set dj ldrs gSaA ,d 

ls vf/kd Slides pquus ds fy, Ctrl Key dks nck, j[kdj mUgsa dze”k% Click dhft,A 

 

Animation Effect :- Jksrkvksa ds le{k viuk Presentation djrs le; izk;% ,slk gksrk gS fd tSls gh vki dksbZ Slide fn[kkrs 

gSa Jksrk ,d ckj esa gh iwjh Slide i<+ ys vkSj fQj mu fo’k;ksa ij iz”u iwNuk izkjaHk dj nsa ftudh ppkZ vki vkxsa djus okys FksA 

fdlh Hkh oDrk ds fy, ,sls izlax fp< iSnk djus okys gksrs gSa blls cpus dk ljy mik; ;g gS fd iwjh Slide dks ,d ckj esa gh 

Screen ij fn[kkus dh otg mldh lkexzh dks ,d&,d djds ml dze esa Screen ij yk;k tk, ftl dze esa vki mldh ppkZ 

dj jgs gSaA ;g dk;Z Animation izHkko Set djds fd;k tk ldrk gSA 

 

Animatin izHkko Set djus dh dbZ Method gSa blesa lcls ljy fof/k Animation Schemes Pane dk iz;ksx gSA (use) bl 

Pane esa dbZ Animation Schemes nh xbZ gksrh gSA fdlh Slide ij buesa ls fdlh Scheme dks ykxw djus ds fy, igys ml 

slide dks viuh Current Slide cukb,A fQj List esa ls fdlh Scheme dks Click djds pqfu,A vkids }kjk pquh xbZ Scheme 

Current Slide ij rRdky ykxw gks tkrh gSA ;fn vki fdlh Animation Scheme dks lHkh Slides ij ykxw djuk pkgrs gSa rks 

igys mls Current Slide ij ykxw dhft, fQj bl Pane esa Apply to All Slide Button ij Click dhft,A 

 

Q.11  fdlh Presentation dks Print djus ds fy, Steps dks le>kb, \ 

 

Ans.   Power Point esa vki vius presentation dh lkexzh tSls %& Slide, Handout, Notes etx. dks vius printer }kjk 

dkxr ij Print dj ldrs gSa] rkfd og Jksrkvksa esa ckWVh tk ldsA ;g dk;Z djus ds fy, File Menu esa Print Option ;k 

Standard Toolbar esa Print Button dks Click dhft,A blls vkidh Screen ij Print dk Dailog Box fn[kk;h nsxkA 

;g Daiog Box yxHkx MS-Word rFkk Excel ds Print Dailog Box dh rjg gh fn[kkbZ nsrk gSA blesa fuEufyf[kr 

Option gksrs gSa %& 

1- Name :- bl Option ds }kjk ge Printer ds uke dks Select djrs gSaA 

2- Print Range :- bl Hkkx esa vki Print dh tkus okyh Slide dh Range crk ldrs gSaA ;fn vki lHkh Slide dks 

Print djuk pkgrs gSa rks All Radio Button dks Select dhft,A ;fn dsoy Current Slide dks Print djuk pkgrs gSa 

rks Current Slide Radio Button dks Checked dhft,A vkSj ;fn dqN pquh gqbZ Slides dks gh Print djuk pkgrs gSa 

rks mu Slide dks pqudj Selection Radio Button dks Checkecd dhft, ;k Slide Radio Buooon dks Chcked 

djds mlds lkeus ds Text Box esa mu Slide dh dz; la[;k nhft,A 
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3- Print What :- bl Dailog Box esa bl lkexzh dk uke pquk 

tkrk gS ftls vki Print djuk pkgrs gSa tSls %& Slide, Handout, 

Notes, Outline vkfn rks igys bl List Box esa Handout 

Option dks pqu yhft,A blds nkW;s Hkkx esa Handout Hkkx lfdz; 

gks tk;sxkA vki Handout ds ,d Page ij 1,2,3 ;k 4 ,oa 6 

Slide Nki ldrs gSaA ftuds fy, Slide ij Page Drop Down 

List Box esa Option fn;s gksrs gSaA 

bl Dailog Box esa uhps dbZ Check Box fn;s tkrs gSa tks 

fofHkUu izdkj ds izHkko mRiUu djus ds fy, gSa buesa Frame Slide 

Check Box dks Set djus ij Slide ds pkjksa vksj lhek js[kk Print 

gks tkrh gSA vkSj Scale to Fit paper check box dks Set djus 

ij Slide dk vkdkj dkxt ds vuqlkj Set djds Nkik tkrk gSA 

lHkh vko”;d Setting djus ds ckn OK Button dks Click djrs 

gSa ftlls Printing izkjaHk gks tkrh gSA 

 

Q.12  Outlook Express ls vki D;k le>rs gSa blesa E-Mail Account cukus ds Steps dks le>kb, \ 

 

Ans.   MS-Office Package ds varxZr Microsoft Outlook ,d ,slk Program gS ftlds }kjk vki vius 

Appointments, Contacts, E-Mail, Messages vkSj fofHkUu dk;ksZ dks O;fLFkr dj ldrs gSaa blds Use ls dksbZ mi;ksxdrkZ 

vius cgqr ls ,sls O;fDrxr vkSj dk;kZy;hu dk;ksZ dks dj ldrs gSa ftudks djus ds fy, ,d Secatory dh vko”;drk gksrh gSA 

bl izdkj ;g ,d Personal Information S/W gS ftlls vki Address Book Task List, Calender, Notepad vkfn dh 

lqfo/kk gksrh gSA M/S Outlook dk ,d NksVk Version Outlook Express ds uke ls Window Operating System ds 

lkFk miyC/k djk;k tkrk gSA bldk mi;ksx eq[; :i ls E-Mail Message dks izkIr djus] Hkstus vkSj O;ofLFkr djus esa fd;k 

tkrk gSA 

 

Outlook Express dks izkjaHk djuk %& Outlook Express dks vki Desktop ;k vU; Folder esa mlds Icon dks Double 

Click djds izkjaHk dj ldrs gSaa bldks izkjaHk djus dh lcls ljy fof/k Start Menu ds All Program ds Sub Menu Option 

ds Outlook Option ij Click djrs gSaA ,slk djrs gh ;g izkjaHk gks tkrk gS vkSj bldh Window Screen ij fn[kk;h nsrh gSA 

 

Outlook Express Mail Account cukuk %& Outlook Express esa Electronic Mail Hkstus vkSj izkIr djus dh cgqr vPNh 

lqfo/kk miyC/k gSA bl lqfo/kk dk ykHk mBkus ds fy, gesa vius Computer esa u, Connection dh Setting djus ds ckn vius 

E-Mail [kkrs dh Hkh fo”ks’k izdkj dh Setting djuh iM+rh gSA izR;sd Company esa ;g Setting vyx&vyx gksrh gS] ijUrq 

lcdh fof/k ,d gh gksrh gSA bl mnkgj.k esa BSNL ds Connection esa E-Mail Account cukus ds fy, Setting Discuss 

dj jgs gSa blds fy, fuEufyf[kr Steps Follow djrs gSa %& 

1- Outlook Express dh eq[; Window esa E-Mail Hkkx essa Setup a Mail Account Link dks Click dhft, blls 

Internet Connection Wizard program izkjaHk gks tk;sxk vkSj mldk igyk Dailog Box fn[kk;h nsxkA 

2- bl Dailog Box esa Display Menu ds Text Box esa viuk iwjk uke Type dhft, vkSj Next Button dks Click 

dhft, ftlls Internet Connection Wizard dk nwljk Dailog Box fn[kk;h nsxkA 

3- bl Dailog Box esa E-Mail Address Text Box esa viuk E-Mail Address Type dhft,A vkSj Next Button 

dks Click dhft, ftlls vkidks Internet Connection Wizard dk rhljk Dailog Box fn[kkbZ nsxkA 

4- bl Dailog Box esa Incoming Mail Text Box esa vkus okyh E-Mail dk IP Address Or Outgoing Mail 

Text Box esa tkus okyh E-Mail dk IP Address Type dhft,A ftldh tkudkjh vkidks Internet lsoknkrk dEiuh 

ls izkIr gksxkA fQj Next Button dks Click dhft, ftlls vkidks Internet Connection Wizard dk pkSFk Dailog 

Box fn[kk;h nsxkA 

5- bl Dailog Box esa Account Name Text Box esa viuk User Name Type dhft, ;fn vki Password ckj&ckj 

Type djus ls cpuk pkgrs gSa rks igys Remember Password Check Box dks Set dhft, vkSj fQj Password 

Text Box esa viuk Password Type dhft,A vc Next Button dks Click dhft, ftlls vkidks Internet 

Connection Wizard dk vafre Dailog Box fn[kk;h nsxkA bl Dailog Box esa Finish Button ij Click djrs gSa  

ftlls vkidk Account Create gks tkrk gSA 
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Q.13  Outlook Express ds Folder ds Use dks le>kb, \ 

 

Ans.   Outlook Express ds }kjk Internet ls tqM+s nwljs O;fDr;ksa ls Electronic-Mail dk vknku&iznku dj ldrs gSaA vki 

vius lans”kksa dks Folder esa O;ofLFkr djds j[k ldrs gSa vkSj Hkstus okys lans”kksa esa vius gLrk{kj Hkh dj ldrs gSaA lkFk gh vki 

vki vk, gq, u, lans”kksa dh lwph Hkh ns[k ldrs gSaA rFkk mlds vanj dh lkexzh dks Hkh ns[k ldrs gSa bu S/W esa Address Store 

dj ldrs gSaA ftuds lkFk vki Electronic i= O;ogkj gksrk gSA Outlook Express dh Window esa dbZ Folder ds Button 

;k Shortcut Hkh gksrs gSa tks bl izdkj gSa %& 

1- Inbox :- bl Folder esa ckgj ls izkIr gksus okys E-mail lans”kksa dks j[kk tkrk gSA 

2- Outbox :- blesa vkids }kjk Hksts tkus okys E-mail lans”k j[ks tkrs gSaA 

3- Sent Items :- bl Folder esa Hksts tk pqds E-Mail lans”k j[ks tkrs gSaA 

4- Deleted Items :- blesa mu E-Mail lans”kksa dks j[kk tkrk gS ftUgsa bl Account ls gVk;k tk pqdk gSA 

5- Draft :- bl Folder esa ,sls E-Mail lans”k j[ks tkrs gSa ftUgsa Hkstus ds fy, rS;kj fd;k x;k gS ysfdu vHkh Hksts ugha x;s 

gSaA 

 

Q.14  Outlook Express esas E-Mail Hkstus] mls izkIr djus ls lacaf/kr Option dks le>kb, \ 

 

Ans.   Outlook Express essa dksbZ Hkh E-Mail fdlh O;fDr dks Hkstus ds fy, gsa igys og lans”k rS;kj djuk iM+rk gSA blds 

fy, ;k rks Message Menu esa New Message Option ij Click dhft, ;k Tool Bar esa Create Mail Button dks 

Click dhft,A ,slk djus ij Screen ij u, Message dh Window fn[kk;h nsxh bl Window esa fuEufyf[kr Option gksrs 
gSa %& 

1- To :- bl Text box esa ml izkIrdrkZ dk E-Mail irs Hkjs tk ldrs gSa ftldks vki lans”k Hkstuk pkgrs gSaA 

2- Cc:- bl Tex Box esa nwljs E-Mail irs Hkjs tk ldrs gSa tgkW bl lans”k dh izfrfyfi Hkstuh gSA 

3- Subject :- bl Text Box esa lans”k dk fo’k; la{ksi esa fy[kk tkrk gSA bl Window esa lcls uhps ds cM+s Box esa 

lans”k Type fd;k tkrk gSA vki fdlh Filde esa Hkh lans”k dk matter Copy dj ldrs gSaA lans”k rS;kj djus ls vki bl 

Window esa fn;s x;s Font, Font Size vkfn Formatting Tools dk Hkh eupkgk iz;ksx dj ldrs gSaA lans”k rS;kj gks 

tkus ds i”pkr~ bl Window ds Toolbar esa Sent Tool Button dks Click dhft,A ;k File Menu esa Send 

Message Option ij Click dhft,A 
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Q.15  CC vkSj BCC esa D;k varj gSA le>kb, \ 

 

Ans.   New Message cukus vFkok izkIr Message dk Answer nsus ;k Ferword djus dh Window esa Cc vkSj BCc nks 

Text Box gkssrs gSaA buesa Cc okLro esa dkcZu Copy dk laf{kIr :i gSA vkSj BCc Blind Carbon Copy dk laf{kIr :i gSA 

fdlh O;fDr dk E-Mail irk Cc Text Box esa Hkjus ij ml O;fDr dks ml lans”k dh izfr Hksth tkrh gSA vkSj ewy izkIrdrkZ dks 

Hksth xbZ izfr ij Hkh mldk uke fn[kk;k tkrk gSA blls ewy izkIrdrkZ dks Hkh irk py tkrk gS fd bl E-Mail dh Hkh izfr 

fdl&fdl dks Hksth xbZ gSA 

   fdlh O;fDr dk E-Mail irk BCc Text Box esa Hkjus ij ml O;fDr dks Hkh ml lans”k dh izfr Hksth tkrh gSA 

ijUrq ewy izkIrdrkZ dks Hksth xbZ izfr ij mldk uke fn[kk;k ugha tkrk gSA blls ewy izkIrdrkZ dks irk ugha pyrk fd bl E-

Mail dh izfr fdl&fdl dks Hksth xbZA 
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MS Word Practical Assignment 1 
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CURRICULUM VITAE 

 

Nitendra Tomar 
  

+91-9981304263 

+91-9301114036  

Nitendra.Net@gmail.com 

 

 

 

 

Personal Information: 

Name Nitendra Tomar. 

Date Of Birth 27th Feb 1984. 

Languages Known English, Hindi. 

Marital Status  Married. 

Hobbies Conducting Social Activity, Reading Books. 

Address Near Bus Stand  ward No.7 Barela Jabalpur(M.P.) 

 

 

Objective 

To work with a progressive organization in which I can contribute my technical skills, at 

the same time achieving the organizational objectives with the attribute of time, quality 

and discipline. 

 

 

Work Experience 

 

 1 year experience in GRKIST as a Technical Assistant in Computer Science &      

Engineering Department. 
 6 Month Training Experience From Naresh Technology Hyderabad(A.P.) 

 1.Microsoft Technologies(C#.net,Vb.net,Sql/server 2005) 

 2. RDBMS (Oracle10g) 

 Worked as a Software Engineer in Dimension4Web Services in Mumbai  

 Worked As a Computer Faculty in Silicobyte Katni Degree College. 

 Worked as a  Computer Faculty in ACCA College Jabalpur . 

 Currently Working as a Director Of TOMAR Institute Of Computer Barela 

 

 

Subjects Teaching 

 

 RDBMS (Oracle 10G) 

 C Programming 

 Data Structure 

 Object Oriented Programming With C++ 

 Computer Networking 

 Computer Graphics  
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Technical Skills 

Web Technologies 
ASP.NET,HTML  

 

Languages C#.NET, VB.NET,C++,C. 

Databases MS-SQL Server 2000 And 2005, MS-Access, Oracle10g. 

Operating Systems Windows 2000/98/XP/7/8. 

 

 

 

 

 

Academic Credentials 

Degree   Year Board/University  Percentage Class 

M.C.A   2007 RDVV Jabalpur   68    First Class 

B.SC.   2004 RDVV Jabalpur   60    First Class 

H.S.C.   2001 M.P. Board   70    First Class 

S.S.C   1999 M.P. Board    75    First Class 

 

 

 

 

 

 

 

 

 

Declaration: 

 

For any job offer that would best suited to my profile, I promise to relocate myself to the desire location. I 

hereby declare that the information given here by me is true and correct to the best of my knowledge. 

 

 

 

 

Date:  

 

(Nitendra Tomar) 
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