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;g ikB;Øe ^^O;kikj esa daI;wVj dk vuqç;ksx^^ dk rhljk [kaM gSA ;g [kaM oMZ 
çlaLdj.k] O;kolkf;d dk;ksaZ esa mudh ç;ksT;rk] blds fy, mi;ksx fd, tkus 
okys mUur midj.kksa vkSj oMZ çlaLdj.k dk mi;ksx djds nLrkost cukus ds 
rjhds ds ckjs esa Hkh tkudkjh nsrk gSA ^^oMZ çkslsflax^^ fo"k; ij [kaM esa pkj 
bdkb;k¡ 'kkfey gSa] ftudk fooj.k uhps fn;k x;k gS% 

 ;g bdkbZ lh[kus okyksa dks 'kCn çlaLdj.k dh ewy ckrsa ls ifjfpr 
djkrh gS vkSj ,e +,l +oMZ dh fofHkUu fo'ks"krkvksa vkSj ykHkksa dh :ijs[kk rS;kj 
djrh gSA ;g bdkbZ ,e +,l +oMZ ds eq[; esuw ds fofHkUu Vwyckj (Tool Bar) dks 
Hkh crkrh gS 

  ;g bdkbZ lh[kus okyksa dks ;g le>us esa enn djrh gS fd ,e +   
,l +oMZ vkSj ,e +,l +MkDl dk mi;ksx djds ubZ Qkby dSls cukbZ tk,A bdkbZ      
,e +,l + 'kCn esa Qkby çca/ku ds lkFk&lkFk blesa miyC/k fofHkUu ços'k vkSj 
laiknu ikB fodYiksa ds ckjs esa Hkh crkrh gSA 

;g bdkbZ ,e +,l +oMZ vkSj mudh mi;ksfxrk esa miyC/k fofHkUu mUur 
fodYiksa dh O;k[;k djrh gSA ;g bdkbZ esy etZ dh mi;ksfxrk ij ppkZ djrh gS] 
rFkk ,d u;k MsVk lzksr dSls cuk,a ;k fdlh ekStwnk MsVk lzksr dks fyad djus ds 
lkFk&lkFk dSls etZ djsa] laikfnr djsa vkSj cuk, x, nLrkost dks fçaV djus ds 
ckjs esa tkudkjh nsrh gSA ,e +,l +oMZ esa miyC/k QqVuksV] ç'kfLr i=] vuqØe.k] 
lkexzh dh rkfydk vkSj xzaFk lwph bR;kfn tSls lanHkZ ds fy, bdkbZ fofHkUu 
rduhdh vkSj O;kolkf;d ys[ku dk;ksaZ ij Hkh tkudkjh nsrh gSA 

;g bdkbZ f'k{kkfFkZ;ksa dks bl ckr ls voxr djkrh gSa fd fiNyh 
bdkbZ;ksa esa ppkZ fd, x, fofHkUu midj.kksa dk mi;ksx is'ksoj ys[ku vkSj çHkkoh 
fjiksVksaZ ds fy, dSls fd;k tk ldrk gSA blds lkFk&lkFk ;g bdkbZ bu nLrkostksa 
dks fy[kus ds fy, ekud Hkh crkrh gSaA 
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bdkbZ 9 oMZ izkslsflax ds vk/kkj  

9-0 mís'; 

9-1 çLrkouk 

9-2 oMZ çkslsflax 

9-2-1 daI;wVj vk/kkfjr oMZ çkslsflax ds ykHk 

9-2-2 oMZ çkslsflax ds xq.k  

9-2-3 dqN ifjfpr oMZ çkslsflax iSdst 

9-3 ,e +,l + oMZ dh eq[; fo'ks"krk,a 

9-4 ,e +,l +oMZ vkjEHk djuk 

9-4-1  MCY;w cVu (W-Button) 
9-4-2  VkbVy ckj (Title Bar) 

9-4-3  U;wure+ fjcu cVu  

9-4-4  :yj (Ruler) 

9-4-5  LVsVl ckj (Status Bar) 

9-4-6  LØ‚y ckj (Scroll Bar) 

9-4-7  Qkby VSc (File Tab) 

9-4-8  fDod ,Dlsl Vwyckj (Quick Access Toolbar) 

9-4-9  fjcu (Ribbon) 

9-4-10  dk;Z{ks= ¼work space½ 
9-4-11  gSYi cVu (Help Button) 

9-5 eq[; esuw fodYi ¼,e +,l +oMZ esa VSc½ 

9-5-1 Qkby VSc (File Tab) 

9-5-2 balVZ VSc (Insert Tab) 

9-5-3 ist ysvkmV VSc (Page Laout Tab) 

9-5-4 fjQjsal VSc (Reference Tab) 

9-5-5 esfyax VSc (Mailing Tab) 

9-5-6 fjO;w VSc  (Review Tab) 

9-5-7 O;w VSc (View Tab) 

9-6 ,e +,l +oMZ ds fiNys laLdj.kksa }kjk mi;ksx fd, tkus okys nLrkost cukuk 

9-7 lkjka'k 

9-8 'kCnkoyh 

9-9 Loij[k ç'u 

9-10 cks/k ç'uksa ds mÙkj  
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bl bdkbZ dk v/;;u djus ds ckn vki bl ;ksX; gks ldsaxs fd % + 

 ,e +,l + oMZ 'kq: dj ldsa( 

 ,e +,l + oMZ LØhu ds fofHkUu ?kVdksa dks le> ldsa( 

 ,e +,l + oMZ ds Qk;nksa vkSj fo'ks"krkvksa dks js[kkafdr dj ldsa( vkSj  

 oMZ&çkslsflax l‚¶Vos;j ds :i esa ,e +,l +oMZ dh ewy ckrsa le> ldsaA  

cgqr lkekU; dke ds ekgkSy esa] ge dbZ uksV~l] i=] ,fIyds'ku ¼App) vkSj vU; 
nLrkostksa dk izk:i rS;kj djrs gSaA vke rkSj ij] ofj"B dk;Zikyd fdlh Hkh i= 
;k nLrkost dk izk:i rS;kj djus ds ckjs esa :ijs[kk nsrk gS] ftls rc mlds }kjk 
;k fdlh deZpkjh }kjk cuk;k tkrk gSA ,d ckj fodflr gksus ds ckn] nLrkost 
dk;Zikyd dks fn;k tkrk gSA dk;Zikyd ifjorZu ;k lq/kkj ¼;fn dksbZ gks½ dk 
lq>ko nsrk gSA rnuqlkj] nLrkost dks cny fn;k tkrk gS vkSj vafre :i fn;k 
tkrk gSA ifj–'; dk;Z LFky ij 'kCn çlaLdj.k ds fopkj ds ckjs esa ckr djrk 
gSA 

gesa dbZ l‚¶Vos;j fey ldrs gSa ftudk mi;ksx oMZ çkslsflax dk;Z ds fy, fd;k 
tk ldrk gS dqN l‚¶Vos;j ,e +,l + oMZ ¼MS Word) dh rjg gSa vkSj dqN eqDr 
L=ksr vkSj osc vk/kkfjr gSa tSls fd xwxy M‚d] ¼Google docs) tks xwxy Mªkbo esa 
miyC/k gSA gkyk¡fd] vkt ge esa ls dbZ yksx ,e +,l + oMZ dk mi;ksx dj jgs gSa] 
tks foaMkst IysVQ‚eZ ij lcls yksdfç; oMZ çkslsflax l‚¶Vos;j gSA blfy,  
,e +,l + oMZ ds ckjs esa ppkZ djrs gSaA 

,e +,l + oMZ ,d ,sIyhds”ku l‚¶Vos;j (application software) gS tks oMZ 
çkslsflax ds fy, mi;ksx fd, tkus okys esa 'kkfey gSA gkyk¡fd] ,e +,l + vkWfQl 
ekbØkslk¶V }kjk fodflr l‚¶Vos;j dk caMy gS] tks ,d fof'k"V dk;kZy; 
okrkoj.k dh lcls lkekU; xfrfof/k;ksa dks /;ku esa j[krs gq, cuk;k x;k gSA ,e 
+,l + v‚fQl esa ,e +,l +i‚oj&i‚baV] ,e +,l +,Dlsy vkSj ,e ++,l +,Dlsl ds lkFk 
,e +,l +oMZ Hkh 'kkfey FkkA  

(Word Processing) 

oMZ çkslsflax ,d fopkj gS] tks ,d nLrkost cukus ;k fodflr djus ds ckjs esa 
ckr djrk gSA tc ge ,slk djus ds fy, daI;wVj dk mi;ksx djrs gSa] rks gesa 
Li"V :i ls l‚¶Vos;j dh vko';drk gksrh gS] tks fd blds fy, ,d eap çnku 
dj ldrk gS ftls oMZ çkslsflax l‚¶Vos;j dgk tkrk gSA oMZ çkslsflax l‚¶Vos;j 
gesa cgqr lkjs Vwy vkSj izdk;Z ds lkFk daI;wVj dk mi;ksx djds ,d M‚D;wesaV 
(document) cukus esa enn djrk gSA 
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daI;wVj&vk/kkfjr 'kCn çlaLdj.k] Vkbi&jkbVj vk/kkfjr 'kCn çlaLdj.k ds 
foijhr] mi;ksxdrkZvksa dks nLrkost dks fQj ls Vkbi fd, fcuk la'kksf/kr djus esa 
l{ke cukrk gSA ;g gesa lkexzh ds mi;ksx] la'kks/ku vkSj Lo:i.k ds lanHkZ esa cM+k 
yphykiu (flexibility) çnku djrk gSA 

,e +,l + oMZ tSls oMZ çkslsflax l‚¶Vos;j dk mi;ksx djus ls gesa dbZ Vwy vkSj 
QaD'kukfyVh (functionality) feyrh gSa] ftudk mi;ksx u dsoy ,d M‚D;wesaV 
(document) cukus ds fy, fd;k tk ldrk gS] cfYd dbZ vU; phtksa ds fy, Hkh 
fd;k tk ldrk gS( tSls 

i½  iwjs nLrkost dks fQj ls fy[kus ds fcuk lkexzh la'kks/ku djukA 

ii½ vuqPNsn okD; ;k 'kCn çfof"V] la'kks/ku ;k foyksiu djukA 

iii½ ikB dh udy djds lkexzh dk vklku iqu#Rikn rFkk bls iwjs nLrkost esa 
LFkkukarfjr djukA 

iv½ ist ekftZu ¼Page Margin) dks t:jr ds vuqlkj ist ds fy, O;ofLFkr 
fd;k tk ldrk gSA 

v½ lsy&psd lqfo/kk dk mi;ksx orZuh dh tk¡p ds fy, fd;k tk ldrk gSA 

vi½   nLrkostksa dks ,d lkFk etZ djukA 

vii½  esy etZ lqfo/kk dk mi;ksx fofHkUu irs ds lkFk ,d i= dh dbZ izfr;ka 
mRiUu djus ds fy, djukA 

gkykafd bl rjg ds dbZ l‚¶Vos;j miyC/k gSa] fuEufyf[kr dqN yksdfç; 
l‚¶Vos;j gSa% 

   (Word Star) oMZLVkj ml le; ds lefiZr oMZ çkslslj dh rqyuk 

esa de ykxr ij O;fäxr daI;wVj mi;ksxdrkZvksa dks iw.kZ oMZ çkslsflax {kerk 
nsus okyk igyk dk;ZØe FkkA dbZ oMZLVkj (Word Star) dhcksMZ (keyboard) 
dekaM vxys gsjQsj ds fy, okLrfod ekud cu x,A oMZLVkj dks ckn esa n 
yfuaZx daiuh }kjk vf/kxzfgr dj fy;k x;kA ,d foaMkst laLdj.k Hkh cuk;k 
x;k Fkk] vkSj lHkh dks ckn esa Hkax dj fn;k x;k FkkA 

    (Word) ,e +,l  oMZ dk lcls vf/kd mi;ksx fd;k tkrk gS tks 

mUur oMZ çkslsflax vkSj MsLdV‚i çdk'ku lqfo/kk,¡ çnku djrk gSA 

   (Word Perfect)  oMZ ijQSDV ,d oMZ çkslsflax flLVe gS] tks 

ewy :i ls lSVsykbV l‚¶Vos;j baVjus'kuy bad }kjk fufeZr fd;k x;k Fkk] 
ysfdu vc dksjy (coral) ds LokfeRo esa gSA ;g cM+h la[;k esa daI;wVj vkSj 
v‚ijsfVax flLVe ij bldh miyC/krk ds fy, tkuk tkrk FkkA 1980 ds 
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n'kd ds e/; esa ;g dk;ZØe viuh yksdfç;rk dh ÅapkbZ rd igqap x;kA 
blds ckn ls bldk mi;ksx djus okyksa dh la[;k ds lanHkZ esa ekbØkslk¶V 
oMZ }kjk xzg.k fd;k x;k gSA 

 Google Doc)  vkt ds le; esa oMZ çkslsflax v‚uykbu ds 

lkFk&lkFk v‚Qykbu Hkh gksrh gSA xwxy M‚Dl ,d oMZ çkslslj gS tks xwxy 
}kjk viuh xwxy Mªkbo lsok ds Hkhrj fu%'kqYd] osc&vk/kkfjr l‚¶Vos;j 
v‚fQl lwV ds Hkkx ds :i esa 'kkfey fd;k x;k gSA 

lHkh yksdfç; oMZ çkslsflax l‚¶Vos;jksa esa] ,e +,l  oMZ dk lcls vf/kd mi;ksx 
fd;k tkrk gS tks mUur oMZ çkslsflax vkSj MsLdV‚i ifCyf'kax Qhpj (desktop top 
publishing feature) çnku djrk gSA ;g lwph ,e +,l  oMZ dh fuEu dqN 
cqfu;knh fo'ks"krkvksa dks bafxr djrh gS% 

i½  ;g vkidks nLrkost cukus vkSj lgstus dh vuqefr nsrk gSA 

ii½  vki vius nLrkost esa dHkh Hkh ikB tksM+ ldrs gSa] la'kksf/kr dj ldrs gSa ;k 
gVk ldrs gSa vkSj bls Hkfo"; ds lanHkZ ds fy, lgst ldrs gSaA 

iii½ ;g vkidks vko';drkuqlkj ist ekftZu lsV ;k cnyus esa l{ke cukrk gSA 

iv½ ;g Q‚UV (font) cnyus vkSj bldh 'kSyh tSls fofHkUu Lo:i.k fodYi is'k 
djrk gSA blds vykok] vki nLrkost esa gsMj vkSj QqVj (header & footer) 
ys[k lfEefyr dj ldrs gSaA 

v½ ,e +,l-  oMZ dh v‚Vks djsDV lqfo/kk Lor% orZuh dks lgh djrh gS vkSj 
oSdfYid 'kCnksa dks Hkh crkrh gSA 

vi½ ;g 'kCn x.kuk tSls nLrkost vk¡dM+s Hkh fn[kkrk gSA 

vii½ ikB dks dkWye LVkby esa fy[kk tk ldrk gS] tSlk fd lekpkj i=ksa esa fy[kk 
tkrk gSA lkFk  gh] VsDLV c‚Dl Mkys tk ldrs gSaA 

viii½ vki nLrkost esa rkfydk cuk ldrs gSaA 

ix½ Nfo vkSj xzkfQDl dks nLrkost esa Hkh Mkyk tk ldrk gSA ,e +,l  oMZ 
viuh fDyi vkVZ çnku djrk gS ;k fp=ksa dks ckgj ls vk;kr fd;k tk 
ldrk gSA 

x½ ,e +,l-  oMZ dh esy etZ lqfo/kk vkidks fofHkUu irksa ds lkFk ,d i= dh 
dbZ çfr;ka cukus esa enn djrh gSA 

xi½ ,e +,l-  oMZ eSØkst (macros) Hkh çnku djrk gS ftls nLrkost esa cuk;k 
vkSj mi;ksx fd;k tk ldrk gSA 

xii½ ,e +,l-  oMZ dh fofHkUu fo'ks"krkvksa vkSj midj.kksa ds ckjs esa vf/kd tkuus ds 
fy, v‚uykbu lgk;rk Hkh miyC/k gSA 
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fuEufyf[kr dFku esa dksUk lk lR; ;k vlR; 

1½  oMZ çkslslj l‚¶Vos;j iSdst gS] tks vkidks nLrkost cukus] laikfnr djus] 
fçaV djus vkSj lgstus esa l{ke cukrk gSA 

2½ oMZLVkj ,d yksdfç; oMZ çkslslj gSA 

3½ ekftZu ds vkdkj dks cnyus ls iwjk nLrkost ;k ikB dk fgLlk ugha cny 
ldrk gSA 

4½ oMZ esa eSØkst dh lqfo/kk gSA 

5½  oMZ mi;ksxdrkZ dks ikB ds lkFk fp=e; fp=ksa dks feJ.k djus dh vuqefr 
ugha nsrk gS 

9-4 ,e +,l + oMZ vkjEHk djuk  

tSlk fd vki tkurs gSa fd ,e +,l + oMZ iSdst foUMkst v‚ijsfVax flLVe 
(Window Opening System) ds vuqdwy gS] foUMkst baVjQsl (Window 
Interface) ds ckjs esa le> gksuk vko';d gSA ,e +,l +oMZ ¼MS Word) ij vkus 
ls igys ;g mEehn dh tkrh gS fd vki foMksa ls ifjfpr gksaA 

vki bl ckr ls voxr gksaxs fd ,d l‚¶Vos;j iSdst ubZ lqfo/kkvksa vkSj midj.kksa 
dks tksM+dj csgrj cuk;k tkrk gS] gj ckj tc ,d l‚¶Vos;j iSdst esa lq/kkj gksrk 
gS] rks ge bls u, laLdj.k (New Edition) ds lkFk igpkurs gSaA bl çdkj]  
,e- +,l-  oMZ ds dbZ vyx&vyx laLdj.k gSaA ;gka ge ,e +,l  oMZ 2010 ds 
ckjs esa ckr djsaxs] ftlesa blds u, laLdj.k dh rqyuk esa dbZ ubZ fo'ks"krk,a vkSj 
midj.k gSaA ,e- +,l  oMZ ds u, laLdj.k esa iqjkus laLdj.k dh lHkh fo'ks"krk,a gSa 
vkSj blds vykok blesa lHkh iqjkus laLdj.kksa ds lkFk laxrrk ds lkFk ubZ 
fo'ks"krk,a Hkh gSaA 

rks pfy, ,e +,l + oMZ ls 'kq: djrs gSaA ,e +,l + oMZ dk mi;ksx ekml (mouse) 
ds lkFk fd;k tk ldrk gS] D;ksafd ;g iwjh rjg ls esuw lapkfyr gS vkSj  
,e +,l +oMZ ¼MS Word) ds lHkh dekaM vkbdu ds :i esa miyC/k gSaA bldk 
mi;ksx dqN lhek rd dhcksMZ ds lkFk Hkh fd;k tk ldrk gSA 

vki fuEu pj.kksa dk ikyu djds ,e +,l  oMZ rd igq¡p ldrs gSa% 

1½ VkLd ckj ij miyC/k LVkVZ cVu ij fDyd djus ds fy, vius ekml dk 
ç;ksx djsaA uhps vkidks LØhu fey tk,xhA 

2½  vius ekml i‚baVj dks çksxzke ij j[ksa] tks ckbZ vksj vkidks ,d vyx eSU;w 
nsxkA 

3½  vc jkbV lkbM esa ,e +,l + oMZ fodYi dk irk yxk,a vkSj ,e +,l + oMZ 
l‚¶Vos;j dks 'kq: djus ds fy, ml ij fDyd djsaA 
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,e +,l +
lkFk gh 
egRoiw.kZ 
dj fn;k
laLdj.k 
djsaxs%  

vkb, ge

LVkVZ cVu   : MS

+oMZ esa] vkidks dbZ fo'ks"krk,a feysaxh tks iqjku
,sls fodYi Hkh gSa tks bl laLdj.k esa gVk fn,
ifjorZu vk;k ftlesa vkWfQl dekaM ykbu dks 

k x;kA blh rjg] laLdj.k ds vkWfQl cVu dks 
esa Qkby esuw ls cny fn;k x;k gSA ge ;gka b

 

e ,e- +,l oMZ  dh LØhu dh egRoiw.kZ fo'ks"krkv

S Word) 

us laLdj.k ls ubZ gSa vkSj 
, x, gSaA ,e- +,l- oMZ  esa 

fjcu ds lkFk izfrLFkkfir 
,e- +,l-  oMZ ds uohure 
bu ubZ fo'ks"krkvksa ij ppkZ 

 

vksa dk irk yxk,a 

Dyksd



(W-Button)

,e- +,l-  oMZ ds 2007 laLdj.k esa g
viuh okilh dh gSA bl cVu dks d
fy, ;k bu fØ;kvksa dks iwjk djus d
dksus esa ys tkus ds fcuk 'kCn dks can
tSls&tSls gekjs e‚fuVj fnu&izfrfnu
gSA 

 

(Title Bar) 

tSlk fd uke ls gh irk pyrk gS
nLrkost dk uke çnf'kZr djrk gSA V
djus vkSj bls de djus vkSj vf/kdr

 

dbZ ckj] nLrkostksa ij dke djrs le
djus ds fy, vi&,jks (up-arrow) cV
fQj ls uhps ,Sjks dh }kjk vf/kdre fd

 

  

) 

gVk, x, MCY;w cVu us 2010 ds laLdj.k esa 
de ls de djus ds fy,] vf/kdre djus ds 
ds fy, iwjs LØhu ij vius ekml dks nkfgus 
n djus ds fy, bLrseky fd;k tk ldrk gSA 
u cM+s gksrs tk jgs gSa] ;g ,d vPNh lqfo/kk 

 

gS] VkbVy ckj orZeku esa lfØ; gksus okys 
VkbVy ckj dk mi;ksx foaMks dks LFkkukarfjr 

re djus ds fy, Hkh fd;k tk ldrk gSA 

  : 

e; fjcu dks NksVk djuk mfpr gksrk gSA ,slk 
Vu dk mi;ksx fd;k tk ldrk gSA fjcu dks 
fd;k tk ldrk gSA 
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:yj ckj
mi;ksxh 

LVsVl ck
gSaA ;g 
tkudkjh 

fdlh Hkh
nLrkost 
,ysosVj c
LØ‚y d

Qkby VS
mnkgj.k
ç‚iVhZt 
uhyk cV

lcls vf
laxzghr f

(Ruler) 

kj VSDLV ds Å/kZ~ok/kj lajs[k.k dks dk;Z nLrkos
gSA 

 

 :  

(Status Bar)

kj ds ek/;e ls orZeku esa lfØ; nLrkost ds c
orZeku esa lfØ; ist uacj] dlZj dk d‚y

h çnf'kZr djrk gSA  

  

(Scroll Bar)

h vU; l‚¶Vos;j dh rjg ,e +,l + oMZ  esa m
dks Åij vkSj uhps ;k ck,¡ vkSj nk,¡ LØ‚y 

cVu ;k rhj ds lkFk fpfàr cVu ij fDyd d
dj ldrs gSaA 

(File Tab)

VSc og vuqHkkx gS tks vkidks Qkby QaD'ku r
ds fy,] Qkby VSc ls] vki vksiu (Open) l
vkSj gky ds Qkby fodYiksa rd igq¡p ldrs gS

Vu gSA 

  

  :  

(Quick Access T

f/kd mi;ksx fd, tkus okys midj.k / cVu
fd, tk ldrs gSaA fMQ‚YV :i ls] fDod ,Dlsl

ost esa lsV djus ds fy, 

 

ckjs esa tkudkjh ns[k ldrs 
ye vkSj ykbu uacj tSlh 

 

miyC/k LØ‚y ckj vkidks 
djus esa l{ke cukrk gSA 

djds ge i`"B ds ek/;e ls 

rd igqap çnku djrk gSA 
lso (save) Dykst (close)  
gSaA ;g Åijh&ck,¡ dksus esa 

Toolbar)

u fDod ,Dlsl Vwyckj esa 
l Vwyckj Save, Undo vkSj 



Redo tSls Vwy ds lkFk miyC/k gSA g
,jks dk mi;ksx djds viuh vko';d
gSaA uhps nh xbZ Nfo fDod ,Dlsl V
Vwy fn[kkrh gS% 

 

  : 

,e +,l-  oMZ 2007 esa] esuw vkSj Vwy
fjcu dk mís'; vkidks nLrkost ij 
dekaM rd fDod ,Dlsl (Quick Acc

fjcu dks fDyicksMZ] Q‚UV] iSjkxzkQ v S
gSA çR;sd vkSj gj lewg esa fupys nk

gkyk¡fd] ge Mª‚i&Mkmu (drop-down arrow) 
drk ds vuqlkj vf/kd midj.k tksM+ ldrs 
Vwyckj (Quick Access Toolbar)  esa ^^fçaV^^ 

yckj dks fjcu ds lkFk cny fn;k tkrk gSA 
j dke djrs le; mUgsa lkeus çnf'kZr djds 
cess) çnku djuk gSA 

  : 

vkSj LVkby tSls lewgksa esa foHkkftr fd;k x;k 
nk,a dksus ij ,d f=dks.kh; cVu gksrk gS] tks 
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vkidks v
vf/kd fo

 

dk;Z{ks= 
gSaA 

9-4-11 gS

,e +,l +
le>us d
gSA “\”
fo"k; ns[
vki lpZ 

 

vf/kd fodYi mnkgj.k Q‚UV lewgksa ij fDyd 
fodYi feyrs gSaA 

 

(Ribbon Su

,d ,slk {ks= gS tgk¡ vki VSDLV (text)  fy[k

gSYi cVu (Help Button) 

+oMZ gSYi cVu fodYi ds lkFk vkrk gS tks v
ds fy, fofHkUu fodYiksa] midj.kksa vkSj vkns'kksa 
ij fDyd djus ls lgk;rk foaMks vkrh gS tgk¡ 
[k ldrs gSaA fdlh fo"k; ds ckjs esa vf/kd tk
QhYM (Search field) esa ,d 'kCn ;k ,d ç'u 

djus ls Q‚UV ds laca/k esa 

 

ub Part)

[kdj viuk nLrkost cukrs 

vkidks fodYiksa ds ckjs esa 
ij tkudkjh çnku djrk 
vki fDyd djus ds fy, 

kudkjh çkIr djus ds fy, 
Hkh fy[k ldrs gSaA  



 

(File Tab)

,e +,l + oMZ 2010 esa esuw dks VSc ds 
oSlk gh gS] tSlk fd gekjs ikl ,e +,
Qkby VSc esa (commands)  lso (sa
(print) bR;kfn TkSls dekaM~l (comma
fMQ‚YV (default) gS ftls ck,a d‚y
nLrkost ds ckjs esa vf/kd tkudkjh t
gksrh gSA 

 

 

:i esa dgk tkrk gSA Qkby VSc ewy :i ls 
,l + oMZ ¼MS Word) 2003 esa Qkby esuw gSA 
ave) ] lso vl (save as)] U;w (new) fçaV 
ands)  gksrs gSA fn, x, LØhu dh tkudkjh 
‚ye esa gkbykbV fd;k x;k gSA nkbZa vksj 
tSls Qkby dk vkdkj] i`"Bksa dh la[;k vkfn 

 

Qkby VSc 
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bUlVZ VSc
cukrs le

fiDplZ (
vkSj Mªkbax
djus ij]
miyC/k f
fp= dk 
gSaA 

,e +,l +
djrk gS]
dk mi;ks
djus ds 
^^lpZ^^ (s
Mky ld

bUlVZ VSc
fd js[kk,¡
vkfnA 'ks
,d Mª‚iM
bfPNr ' s

pkVZ~l d
pquus ds 
djus ds 
djuk gksx
vkSj nLr

lfEefyr
;g VSc 
nsus dh H

 

(Insert Tab) 

c esa dbZ mi;ksxh fodYi gksrs gSa ftudk mi;ksx
e; fd;k tk ldrk gSA  

 

(pictures) cVu dk bLrseky M‚D;wesaV (docume
bx (drawings) dks tksM+us ds fy, fd;k tkrk 
] ,d bUlVZ fiDpj c‚Dl vkidks vius ih +lh +
fiDpj dks czkmt (browse) djus ds fy, çsfj
p;u dj ldrs gSa vkSj ml ij fDyd djds n

 oMZ ¼MS Word) fDyi vkVZ (Clip Art) dh 
ftldk mi;ksx nLrkost esa Hkh fd;k tk ld

ksx djus ds fy, vkidks fDyi vkVZ Mk;y‚x c‚
fy, cl fDyi vkVZ cVu ij fDyd djuk g

search) QhYM (field) ds ek/;e ls [kkst ldr
drs gSaA 

c vkidks fofHkUu çdkj dh vk—fr;ksa dks tksM+u
,¡] rhj] cqfu;knh T;kferh; vk—fr;k¡] ¶ykspkVZ v
kIl cVu (shapes button) ij fDyd djus ij l
Mkmu fn[kkbZ nsxk] MkWD;wesaV ¼nLrkost½ esa bls
'ksi ij fDyd dj ldrs gSaA

dks bUlVZ VSc ds ek/;e ls Hkh bLrseky vkSj b
fy, fofHkUu çdkj ds pkVZ tSls d‚ye] ckj] ik
fy,] balVZ pkVZ ckWDl dks ns[kus ds fy, vki

kxkA bl foaMks ls] pkVZ çdkj vkSj balVZ fd, tk
rkost esa p;fur pkVZ balVZ djus ds fy, vksds c

r VSc ij dqN lkekU; mnkgj.k gSa] tks VSc esa mi
vkidks nLrkost esa tksM+s tkus ds ckn viuh o
Hkh vuqefr nsrk gSA 

x ,e +,l +oMZ esa nLrkost 

 

ent) esa fiDplZ (pictures) 
gS] fiDpj cVu ij fDyd 
+ (personal computer) esa 

fjr djsxkA vki fdlh Hkh 
nLrkost esa fp= Mky ldrs 

,d iwjh J̀a[kyk Hkh çnku 
drk gSA fDyi vkVZ ls fp= 
‚Dl (Dialogue Box) çkIr 
gksxk] vki fDyi vkVZ dks 
rs gSa vkSj bls nLrkost esa 

us dh vuqefr nsrk gS tSls 
vk—fr;k¡] flrkjs vkSj cSuj 
lHkh miyC/k 'ksIl ds lkFk 

l balVZ djus ds fy, vki 

balVZ fd;k tk ldrk gSA 
kbZ vkfn gSaA pkVZ dks balVZ 
idks pkVZ cVu ij fDyd 
kus okys pkVZ dk p;u djsa 
cVu ij fDyd djsaA 

miyC/k dekaM dks crkrs gSaA 
oLrqvksa dks fQj ls vkdkj 



(Page 

ist ysvkmV VSc vkidks nLrkost dk
dbZ fo"k;ksa vkSj jax ;kstukvksa dks Hkh ç
fMtkbu ds fy, ykxw fd;k tk ldr

bl VSc ds ek/;e ls vki ekftZu (
fodYiksa ij fDyd djds vius ist d
fodYi dk mi;ksx djds ist vksfj
fd;k tk ldrk gSA vkids ikl v
¼landscape½ vksfj,aVs'ku gks ldrk gS

ist cSdxzkmaM (Page Background G
(Page Colours) lsV djus esa enn dj

vkids ikl baMs'ku] Lisflax (spacing
tSls dekaM Hkh gks ldrs gSa] tks gkse VS

ist lsVvi lewg dks uhps nkbZa vksj 
ldrk gSA bl ij fDyd djds] v
fodYi j[k ldrs gSaA iSjkxzkQ xzqIl es

(Reference

ekbØkslkW¶V oMZ ds fjcu ij fjQ
(citation) vkfn dks ntZ djus dk ,d
ij vkidks rkfydk,¡ tSls fo"k;] QqVu
(bibliography) vkSj dSI'ku (caption) 

Layout Tab) 

k :i vkSj vuqHko çcaf/kr djus nsrk gSA ;g 
çnku djrk gS] tks vkids nLrkost esa oSf'od 

rk gSA 

 

(margin) ij fDyd djds vkSj fQj bfPNr 
dk ekftZu lsV dj ldrs gSaA ist vksfj,aVs'ku 
fj,aVs'ku (page orientation) dks Hkh lapkyu  
vius ist dk ¼portrait½ iksVZzsV ;k ySaMLdsi 
gSA 

Group) xzqi vkidks ist c‚MZj vkSj ist dylZ 
jrk gSA 

g) vkSj ykbu uacfjax (line numbering) vkfn 
VSc esa Hkh miyC/k gSaA 

f=dks.k cVu dk mi;ksx djds Hkh ns[kk tk 
vki vf/kd mUur (advanced) ist lsVvi 
esa mUur fodYiksa ds fy, f=dks.k cVu Hkh gSA 

e Tab)

QjsUl VSc vkids nLrkost lzksrksa] lkbVs'ku 
d Rofjr rjhdk çnku djrk gSA fjQjsUl VSc 
VuksV (footnote)] lkbVs'ku vkSj fcfCy;ksxzkQh 
feysaxsA  
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fjQjsUl 
rkfydk 
gS fd vk
ls ,d d
gSA Vscy 

esfyax VSc
vkSj yscy

,Uoksyi 
fMyhojh 
djus ls 
vkdkj ds

çwfQax xzq
(groups)

,d ckj 
cVu dks 
iwjs nLrko

fjlpZ cV
'kCndks'k 

VSc ij lcls vPNh fo'ks"krkvksa esa ls ,d nL
tksM+uk gSA dsoy ,d pht ftls vkidks lqfuf'
ki vius nLrkost dks mu enksa ds fy, gSfMax 
dk mi;ksx djrs gSa] ftUgsa lkexzh rkfydk esa 'kk
daVsaV (table content) ij fDyd djus ls Vscy

(Mailing Tab)

c ij lcls vke fo'ks"krkvksa esa ls ,d fçafVax ds
y (label)  gSaA  

ds cVu ij fDyd djus ls uhps dk c‚Dl 
,Mªsl vkSj fjVuZ ,Mªsl esa ços'k dj ldrs gSa
,Uoksyi ds vkdkj ds fodYi feyrs gSaA yscy

ds fy, fodYi cVu Hkh miyC/k gSA 

(Review Tab)

xzqi fjO;w VSc (proofing group review tab) 
) esa ls ,d gSA  

tc vki viuk nLrkost lekIr dj ysrs gSa] r s
pqudj ,d vafre orZuh tkap dj ldrs gSaA ;
ost ds ek/;e ls py jgh gSA 

Vu (research button) vkidks gkbykbV fd, x,
yqdvi rd igqapus dh vuqefr nsxkA 

Lrkost ds fy, lkexzh dh 
f'pr djus dh vko';drk 
LVkby (heading style) esa 
kfey djus dh vko';drk 

y daVsaV fn[kkbZ nsrk gSA  

d fy, ,Uoksyi (envelope) 

cu tkrk gS] ftlls vki 
A vkWI'ku cVu ij fDyd 
y VSc ij] vko';d yscy 

ij lcls yksdfç; xzqIl 

rks vki orZuh vkSj O;kdj.k 
;g ,d laiw.kZ çfØ;k gS tks 

, fdlh Hkh 'kCn ds fofHkUu 



fFkl‚jl (thesaurus) cVu vkids }kj
vFkZ ds lkFk vU; 'kCnksa dk lq>ko nsx

oMZ dkmaV (word count) cVu vkidks
ds fy, vk¡dM+s nsxkA 

(View Tab)

O;w VSc ekbØkslk¶V oMZ fjcu ij vafr

MkWD;wesaV O;wt xzqi ij miyC/k cVuksa 
ls ns[k ldrs gSaA vki fçaV ysvkm
reading) jhfMax] osc ysvkmV (web 
O;wt (draft views) ns[k ldrs gSaA 

'kks xzqi ij] vki :yj cVu ij fDy
gSa vkSj MkWD;wesaV ds ys¶V ekftZu vkSj 

;fn vki mu yksxksa dks Hkstus ds fy,
iqjkus laLdj.kksa esa dke dj jgs gSa vkS
ikoj ikbaV 2007 Qkby QkesZV~l ds
(compatibility) LFkkfir fd;k gS] rks 
ldrs gSaA 

;fn vki fuf'pr ugha gSa fd vki y
daiSfVfcfyVh iSd esa oMZ] ,Dlsy vkS
Mkyus ds fy, Hkstrs gSa ;k ugha] rks v
daiSfVfcfyVh eksM ;g lqfuf'pr djr
gqvk fodYi ogk¡ ugha gS] tcfd vki 
yksx oMZ ds fiNys laLdj.kksa dk mi;
gksA 

  ;fn vkius igys ls gh ,d n
gSa fd iqjkus laLdj.kksa esa laikn
igys okys laLdj.kksa esa fHkUu O

jk gkbykbV fd, x, 'kCn ds fy, ,d leku 
xkA 

ks ist] 'kCnksa] iSjkxzkQ] ykbuksa] vkfn dh la[;k 

fre VSc gSA  

}kjk] vki vius nLrkost dks fofHkUu rjhdksa 
mV] (print layout) Qqy LØhu (full screen 

layout)] vkmVykbu (outline)] vkSj Mªk¶V 

yd djds v‚CtsDV~l (objects) dks eki ldrs 
Åij :yj fn[kkbZ nsxkA 

, ,d nLrkost cukrs gSa tks ,e +,l  oMZ ds 
kSj vki tkurs gSa fd mUgksaus oMZ] ,Dlsy vkSj 
ds fy, ekbØkslk¶V vkf¶l daiSfVfcYVh iSd 
vki ekbØkslk¶V oMZ  2010 eksM esa dke dj 

yksx vius nLrkost dks ekbØkslk¶V odZIysl 
kSj i‚oji‚baV vksiu XML Qkby QkesZV esa 
vki daiSfVfcfyVh eksM esa dke dj ldrs gSaA 
rk gS fd  oMZ 2010 esa dksbZ Hkh u;k ;k c<+k 
,d cgqr gh nLrkost esa dk;Zjr gSa] rkfd tks 
;ksx dj jgs gSa] muesa lEiw.kZ laiknu {kerk,a 

nLrkost cuk;k gS] vkSj vki ;g tkuuk pkgrs 
nu ds fy, D;k lkexzh miyC/k ugha gksxh] rks 
O;ogkj djus okyh fo'ks"krk,¡ ns[ksaA 
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daiSfVfcfyVh eksM (Compatiblity Mode) pkyw djsa 

tc vki ,d çfrLFkkiu nLrkost ¼MkWD;wesaV½ dk cukrs gSa tks fd igys ds laLdj.k 
esa fu;ksftr fd;k tk ldrk gS] rks vki Qkby dks oMZ 97&2003 çk:i esa lgst 
dj daiSfVfcfyVh eksM pkyw dj ldrs blds fy, fuEu pj.kks dk ikyu djs% 

1½ ,d u;k nLrkost [kksysaA 

2½  Qkby VSc ij fDyd djsaA 

3½ Save As ij fDyd djsaA 

4½ lso djus esa tSls Vkbi fyLV esa] Word 97&2003 nLrkost ij fDyd djsaA 
;g Qkby çk:i dks -doc esa cnyrk gSA 

5½ Qkby uke c‚Dl esa] nLrkost ds fy, ,d uke fy[ksaA 

6½ lso ij fDyd djsaA 

1) ,e +,l + oMZ esa dke djrs le; vkidks lkFk dke djuk gksxk 

i) dsoy ekml 

ii) dhcksMZ 

iii) ekml vkSj dhcksMZ nksuksa 

2½ ,e +,l + oMZ ¼MS Word) esa dkSu lh dekaM miyC/k gS \ 

i) fçaV 

ii) ySVj 

iii½ çrhd vkbdUl (icons) 

3½ vki fuEufyf[kr rjhds ls ,e +,l + oMZ ¼MS Word) ds vanj tk ldrs gSa 

i) VkLd ckj ij ekml i‚baVj dks LVkVZ cVu ij ys tk,a vkSj ckbZa ekml 
cVu ij fDyd djsaA 

ii) ekml i‚baVj dks LVkVZ cVu ij ys tk,¡ vkSj jkbV ekml cVu ij 
fDyd djsaA 

iii) LØhu ij ekml i‚baVj dks ys tk,¡A 

2½ fuEufyf[kr dFku esa dkSUk lk  ;k gSA 

i) VkbVy ckj orZeku esa ,fDVo (active) oMZ MkD;wesaV dk uke çnf'kZr 
djrk gSA 

ii) nks lcls lkekU; Vwy ckj QkWesZfVax Vwy (formatting toobar) ckj vkSj 
LVSaMMZ Vwy (standard toobar) ckj gSaA 

iii½  Vwy ckj vkidks ikB ds ofVZdy ,ykbaesaV (vertical alignment) dks 
QkWesZV (format) djus dh vuqefr nsrk gSA 
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iv) LØ‚y ckj (scroll bar) vkidks nLrkost dh lkexzh ;k ckWMh dks LØ‚y 
djus esa enn djrk gSA 

V½ odZLisl (workspace) MkWD;wesaV foaMks (window)  esa og {ks= gS tgk¡ 
vki ikB ,aVj/Vkbi djrs gSaA 

3½ fuEufyf[kr dFku esa dksUk lk  ;k  

i) O;w vkWi'ku (view option) dk mi;ksx djds] vki ,fMfVax (editing 
function) QaD'ku tSls dV] d‚ih] isLV] QkbaM vkSj fjIysl djuk vkfn 
dj ldrs gSaA 

ii) ,fMV vkWI'ku dk mi;ksx djds] vki lkekU; eksM ls vkmVykbu eksM esa 
fLop (switch) dj ldrs gSaA 

iii½  bUlVZ esuw (insert menu) dk mi;ksx djds] vki fofHkUu v‚CtsDV~l 
(objects) tSls ist uacj] QqVuksV~l] fiDpj Ýse vkfn dks lfEefyr dj 
ldrs gSaA 

iv) VwYl esuw (tools menu) dk mi;ksx djds] vki 'kCn dh fofHkUu 
mi;ksfxrkvksa rd igq¡p ldrs gSa] tSls orZuh tk¡p] eSØkst vkSj esy etZ 
vkfnA 

v½ foaMks esuw vkidks ,d lkFk nks nLrkostksa ds lkFk dke djus dh vuqefr 
nsrk gSA 

oMZ çkslsflax (word processing) ,d fopkj gS tks ,d nLrkost cukus ;k fodflr 
djus ds ckjs esa ckr djrk gSA tc ge mi;ksx djrs gSa vkSj ,slk djus ds fy, 
,d daI;wVj gksrk gS] rks gesa l‚¶Vos;j dh vko';drk gksrh gS] tks fd blds fy, 
,d eap çnku dj ldrk gS] ftls oMZ çkslsflax l‚¶Vos;j (Word Processing 
Software) dgk tkrk gSA oMZ çkslsflax iSdst ds fofHkUu çdkj gSa] tSls fd ,e 
+,l + oMZ] oMZLVkj] oMZ ijQsDV] xwxy M‚Dl] vkfnA lHkh yksdfç; oMZ çkslsflax 
l‚¶Vos;j esa] ,e +,l- oMZ dk lcls vf/kd mi;ksx fd;k tkrk gS tks mUur oMZ 
çkslsflax vkSj MsLdV‚i ifCyf'kax Qhpj (Desktop Publishing Software) çnku 
djrk gSA 

,e +,l + oMZ 2010 dh LØhu dh egRoiw.kZ fo'ks"krk,a MCY;w cVu] VkbVy ckj] 
LVsVl ckj] :yj] LØ‚y ckj] fjcu] vkfn gSaA 

,e +,l + oMZ 2010 esa lkr VSCl gSaA igyk VSc Qkby VSc gSA Qkby VSc esa lso] 
lso vl] U;w] fçaV vkfn tSls dekaM gksrs gSaA nwljk VSc balVZ VSc gksrk gS ftlesa 
dbZ mi;ksxh fodYi gksrs gSa ftudk mi;ksx ,e +,l-  oMZ esa nLrkost cukrs le; 
fd;k tk ldrk gSA bUlVZ VSc dk mi;ksx djds dksbZ fp=] fDyi vkVZ] 'ksIl] 
pkVZ~l vkfn dks tksM+ ldrk gSA rhljk VSc ist ysvkmV VSc gS] tks vkidks 
nLrkost ds :i vkSj Lo:i dk çca/ku djus nsrk gSA ;g dbZ fo"k;ksa vkSj jax 
;kstukvksa dks Hkh çnku djrk gS ftUgsa vkids nLrkost esa oSf'od fMtkbu ds fy, 
ykxw fd;k tk ldrk gSA pkSFkk VSc n jsQjsal VSc gS tks vkids nLrkost lzksrksa] 
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m)j.kksa vkfn dks ntZ djus ds fy, ,d Rofjr rjhdk çnku djrk gSA lanHkZ VSc 
ij] vkidks Vscy v‚Q d‚UVsaV~l] QqVuksV~l] lkbVs'ku vkSj xzaFk lwph vkSj dSI'ku 
tSls lewg feysaxsA ikapoka VSc esfyax VSc gSA esfyax VSc ij lcls vke fo'ks"krkvksa 
esa ls ,d fçafVax ds fy, fyQkQs vkSj yscy gSA NBk VSc fjO;w VSc gSA çwfQax xzqi 
fjO;w VSc ij lcls yksdfç; xzqIl esa ls ,d gSA vafre VSc O;w VSc gSA nLrkost –
'; lewg ij miyC/k cVuksa }kjk] vki vius nLrkost dks fofHkUu rjhdksa ls ns[k 
ldrs gSaA vki fçaV ysvkmV] iw.kZ LØhu jhfMax] osc ysvkmV] :ijs[kk] vkSj Mªk¶V –
'; ns[k ldrs gSaA 

 (Title Bar)  VkbVy ckj ml M‚D;wesaV dk uke çnf'kZr djrk gS tks 
orZeku esa lfØ; gSA 

 (Ruler Bar):  :yj ckj dke nLrkost esa ikB ds ofVZdy ,ykbaesaV 
(vertical alignment) lajs[k.k dks lsV djus ds fy, mi;ksxh gSA 

(Status Bar):  ;g orZeku esa ,fDVo ist uacj] dlZj dk d‚ye vkSj 
ykbu uacj tSlh tkudkjh çnf'kZr djrk gSA 

(Scroll Bar): ,e +,l +oMZ miyC/k LØ‚y ckj vkidks nLrkost dks 
Åij vkSj uhps ;k ck,¡ vkSj nk,¡ LØ‚y djus esa l{ke cukrk gSA 

File Tab):  Qkby VSc og vuqHkkx gksrk gS] tks vkidks Qkby 
QaD'ku tSls vksiu] lso] Dykst] ç‚iVhZt vkSj gky ds Qkby fodYi rd igq¡p 
çnku djrk gSA 

Quick Access Toolbar)  vDlj mi;ksx fd, tkus 
okys Vwy / cVu fDod ,Dlsl Vwyckj esa laxzghr fd, tk ldrs gSaA fMQ‚YV :i 
ls] fDod ,Dlsl Vwyckj lso ¼Save), vuMw ¼Undo) vkSj jhMw ¼Redo) tSls Vwy ds 
lkFk miyC/k gSA 

Ribbon): ;g vkidks M‚D;wesaV ij dke djus ds nkSjku dekaM dks lkeus 
fn[kk dj fDod ,SDlsl (quick access) çnku djrk gSA 

Workspace)  odZIysl ,d ,slk {ks= gS tgka vki VsDLV fy[kdj 
viuk nLrkost cukrs gSaA 

 (Page Layout Tab): % ist ysvkmV VSc vkidks nLrkost ds 
:i vkSj vuqHko dk çca/ku djus nsrk gSA ;g dbZ fo"k;ksa vkSj jax ;kstukvksa dks Hkh 
çnku djrk gS ftUgsa vkids nLrkost esa oSf'od fMtkbu ds fy, ykxw fd;k tk 
ldrk gSA 

 (References Tab):  ;g vkids nLrkost lzksrksa] lkbVs'ku vkfn dks 
ntZ djus dk ,d fDod rjhdk çnku djrk gSA  
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1½ oMZ çkslsflax ls vki D;k le>rs gSa\ mnkgj.k nhft,A 

2½ ,e +,l +oMZ dh egRoiw.kZ fo'ks"krkvksa dk o.kZu djsaA 

3½ ,e +,l +oMZ ds eq[; esuw ckj esa miyC/k fofHkUu fodYiksa dk o.kZu djsaA 

4½ Vwyckj ds fofHkUu çdkj D;k gSa\ 

5½ ,e +,l +oMZ 'kq: djus ds fy, nks rjhds crk,aA 

1- i) lR;  ii) lR;  iii) vlR;  iv) lR;  v) vlR; 

 

1- i) iii  ii)  iii  iii) i 

2- i) lR;  ii) lR;  iii) vlR;  iv) lR;  v) lR; 

 

1- i) vlR;  ii) vlR;  iii)  lR; iv) lR; v) lR; 

 

 

  ;s ç'u vkids vH;kl ds fy, gSaA buds mÙkj fy[kus dk vH;kl djsa fdarq 
mŸkjksa dks fo'ofo|ky; esa ewY;kadu ds fy, u HkstsaA ç'uksa ds mÙkj 
fy[kdj vki Lo;a viuh izxfr dh tk¡p dj ldrs gSaA 

 

 



 

 
180 

 

10-0 mís'; 

10-1 çLrkouk 

10-2 ,e +,l +oMZ esa Qkby izca/ku 

10-2-1  MkWD;esaV cukuk 

  10-2-2  ,d ekStwnk Qkby [kksysa 

 10-2-3  Qkby lso djus ds fy, fodYi I ¼lso dekaM½ 

  10-2-4  Qkby lso djus ds fy, fodYi II ¼dekaM ds :i esa lso djsa½ 

  10-2-5  v‚Vks lsfoax M‚D;wesaV 

 10-2-6  Qkby VSc gky ds fodYi ds lkFk 

  10-2-7  lso vkSj ,sfXt+V 

  10-2-8  fDofVax oMZ 

  10-2-9 MkWD;wesaV dk fizO;w vkSj fizafVax 

10-3  VSDLV dh ,fMfVax vkSj ,aVfjax 

10-3-1 VSDLV dkWih djuk 

10-3-2 vuMwMw (UNDO) nksgjk,¡ 

10-3-3 VSDLV <wa<sa vkSj cnysa 

10-3-4 djSDVj QkWesZfVax 

10-3-5 ykbu Lisflax (Line Spacing) 
10-3-6 vykbaesaV (Alignment) 

10-3-7 ckWMZj vkSj 'kSfMax 

10-3-8 ist czsDl 

10-3-9 d‚ye 

10-3-10  psat dsl 

10-3-11  uacj vkSj cqysV tksM+uk vkSj fudkyuk 

10-3-12  baMsafVax 

10-3-13  ekftZu 

10-3-14  gSMj vkSj QqVj 

10-3-15  MkWD;wesaV dh orZuh ¼LiSfyax½ tkap 

10-3-16  Rkkfydk cukuk vkSj çcaf/kr djuk 

10-3-17  xzkfQDl ds lkFk dk;Z djuk 

10-3-18  oMZ vkVZ 

10-3-19  fiDpj@fDyi vkVZ Mkyuk 

10-3-20  LekVZ vkVZ xzkfQDl 

10-4  xwxy M‚d ds lkFk dke djuk 

10-5 ,e +,l +oMZ vkSj xwxy M‚d ds chp rqyuk 
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10-6  lkjka'k 

10-7  'kCnkoyh 

10-8  cks/k ç'uksa ds mÙkj 

10-9  Loij[k ç'u 

bl bdkbZ dks i<+us ds ckn vki bl ;ksX; gks ldsaxs fd % 

  ,e + ,l + oMZ esa ,d ubZ Qkby cuk ldsa] vkSj ,d ekStwnk QkbZy [kksy ldas( 

  ,e +,l + oMZ esa nLrkostksa dks ,fMV (edit) djuk le> lds( 

  ,e +,l + oMZ ds lkFk dke djuk le> ldsa( vkSj 

  ,e +,l + oMZ vkSj Xkxwy M‚Dl dh vuqdwyrk dks le> ldsaA 

tc oMZ çkslsflax dh ckr vkrh gS] rks ekbØksl‚¶V oMZ lksus dk ekud gSA 
ekbØksl‚¶V v‚fQl mRikndrk lwV ds fgLls ds :i esa] ,d vjc ls vf/kd 
daI;wVj mi;ksxdrkZ gj fnu dk;ZØe ij Hkjkslk djrs gSaA Hkys gh brus lkjs 
miHkksDrk ekbØksl‚¶V oMZ dk mi;ksx djrs gSa] ysfdu gj dksbZ ugha tkurk fd 
dk;ZØe dh {kerkvksa dks vf/kdre dSls fd;k tk,A oMZ dks dbZ fo'ks"krkvksa ds 
lkFk iSd fd;k x;k gS tks MkWD;wesaV] fjiksVZ] vkSj VSDLV ¼text) Qkbyksa ds fuekZ.k 
dks vklku cukus esa enn dj ldrk gSA ;g bdkbZ vkidks ,e +,l +oMZ dh ewy 
ckrsa vkSj blds baVjQsl (interface) ds ckjs esa le>us] oMZ M‚D;wesaV cukus vkSj 
Mªkf¶Vax (drafting) dh çfØ;k ds ckjs esa crkrh gSA blesas i= vkSj lkexzh dks dSls 
la'kksf/kr djsa vkSj nLrkost dks dSls cuk,a vkSj dV] d‚ih vkSj isLV vkfn dk 
mi;ksx djds nLrkostksa ds Hkhrj viuh lkexzh dks dSls LFkkukarfjr djsa vkfn 
MkDlwesaV (document) dks QkWesZV] Q‚UV LVkby] ist czsd] ckWMZj vkSj 'ksfMax vkfn 
tSls fofHkUu QkesZfVax Vwy (formatting tools) miyC/k gSaA ;g bdkbZ dh ,e +,l 
+oMZ dh dqN vk/kqfud fo'ks"krkvksa tSls gSMj vkSj QqVj] VSc lsfVax] oMZ vkVZ] lw= 
dk mi;ksx] xzkfQDl ds lkFk dke djuk] fp=ksa dk mi;ksx vkSj fDyi vkVZ vkSj 
LekVZvkVZ dh O;k[;k Hkh djrh gSA ,e +,l +oMZ ds lkFk bu fnuksa xwxy MkWd Hkh 
yksdfiz; gS tks gekjs dke dks cgqr vklku cuk nsrk gSA ckn ds Hkkx esa bdkbZ us 
,e +,l + oMZ dh rqyuk ds lkFk&lkFk xwxy M‚Dl ds lkFk dke djus dh O;k[;k 
dh gSA 

vc rd vkidks ,e +,l +oMZ dh vf/kdka'k ewyHkwr fo'ks"krkvksa ls ifjfpr 
gksuk pkfg,A ,d Qkby ;k ,d MkWD;wesaV cukus ds fy, le>sa tgka vki oMZ 
izkslsflax 'kq: dj ldrs gSa vkSj vius VSDLV ¼text) eSVj dk Mªk¶V rS;kj dj 
ldrs gSaA
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 fMQ‚YV 
[kqyrk gS

gkyk¡fd 
djuk cgq
vkidks ,s
tk,a vkSj
(New Do

vki viu
Qkby VS
vki vksi
esa fn[kk;

:i ls] tc vki ,e +,l +oMZ y‚Up djrs gSa r s
gA 

,e +,l +oMZ ¼MS Word) 2010 esa ,d ewy M W
gqr vklku gS] gkyk¡fd ;fn vki ,d vkSj MkWD
,slk djus ds fy, cl dqN pj.kksa dk ikyu d
j ck,a d‚ye esa ^^U;ŵ ^ ij fDyd djsa] vkSj fQ
ocument Window) cukus ds fy, ^^CySad MkWD;wes

uh ekStwnk oMZ Qkby [kksy ldrs gSa ftls v
Vc esa miyC/k ^^vksiu^^ (Open) ij fDyd djds
iu ij fDyd djrs gSa rks ,d OkkrkZ d{k fn[kkbZ 
;k x;k gSA OkkrkZ d{k fn[kkbZ nsrs gSa rks ^^vksiu^^ 

rks ,d u;k [kkyh MkWD;wesaV 

MkWD;wesaV ds lkFk dke 'kq: 
D;wesaV cukuk pkgrs gSa rks 
djuk gksxkA Qkby VSc ij 
fQj ,d U;w MkWD;wesaV foaMks 
esaV^^ ij Mcy fDyd djsaA 

 

vkius igys cuk;k gSA ;g 
d fd;k tk ldrk gSA tc 
nsrk gS tSlk fd fp= 10-2 
ij fDyd djsaA 

 



 

 

vc vki viuh Qkby dk irk yxk
ldrs gSa ftls vki [kksyuk pkgrs gSaA
gSa rks vkidks var esa Qkby [kksyus 
djuk gksrk gSA 

save) 

lso vkWI'ku dk mi;ksx daI;wVj dh ese
fd;k tkrk gS rkfd vki vius dke 
Qkby esa daVsaV~l dks ,fMV (edit) 
vPNh vknr gSA ,e +,l +oMZ ¼MS W
vyx&vyx fodYi çnku djrk gS
(save option) dk mi;ksx djsa ;k fD
bLrseky djds vki vius dke dks lso

kus ds fy, daI;wVj ds ek/;e ls czkmt dj 
 ,d ckj tc vki Qkby dk p;u dj ysrs 
ds fy, nkbZa vksj ^^vksiu^^ cVu ij fDyd 

 

 

I

eeksjh esa vkids dke dks laxzghr djus ds fy, 
dks Hkfo"; esa izkIr dj ldsaA gj ckj viuh 
djrs le; vius dke dks lso djuk ,d 

Word) vkidh Qkby dks lso djus fy, nks 
gA ;k rks vki Qkby Tab ij lso vkWI'ku 
fDod ,fDll Vwyokj ij ekStwn lso cVu dk 
o dj ldrs gSaA  
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184 

 

,e +,l +
;k viuh
VSc** fod
fDyd d

vkidks Ok
fn[kkbZ ns
LFkku dk

save) 

+ oMZ vkidks ,d fodYi çnku djrk gS] ftle
h ekStwnk oMZ Qkby dh çfr—fr cuk ldrs gSa
dYiksa dk mi;ksx djds ,slk dj ldrs gSaA 
djrs gSa] rks uhps ,d okrkZ d{k fn[kkbZ nsxkA 

OkkrkZ d{k ds “Save As” cVu ij fDyd dju
nsxk tgk¡ vki viuh Qkby ds fy, ,d vyx u
k p;u dj ldrs gSa tgk¡ vki viuh Qkby dks 

II

esa vki ,d izfr:i Qkby 
A vki Qkby VSc ds ^^lso 
tc vki bl fodYi ij 

 

 

uk gSA ,d vkSj OkkrkZ d{k 
uke pqu ldrs gSa vkSj ml 
lso djuk pkgrs gSaA 

 

 



 

 

,e +,l + oMZ esa vius dke dks le;&
gSA ;g vkWVks lso vkWI'ku dk mi;ksx 
vkidks flQZ vkWVks lso vkSj mldh vo
eSU;w esa ^vkWI'ku* cVu ij fDyd djds

 

Qkby VSc dk ^^jhlsaV vkWI'ku^^ vkid
“kh?kz fodYi nsrk gSA ;fn vkius xyr
ds uhps fjdoj vulsOM MkWD;wesaV (Re
djds Hkh Qkby dks iquiZzkIr dj ldrs

(Auto Saving Command) 

&le; ij lso djuk ges'kk ,d vPNk fopkj 
djds Lopkfyr :i ls fd;k tk ldrk gSA 
of/k mnkgj.k lso djus dh vko`fÙk dks Qkby 

ds pquuh gSA 

 

dks vius vU; MkWD;wesaV~l rd igqapus dk ,d 
rh ls MkWD;wesaV dks gVk fn;k gS] rks vki ist 
cover unsaved document) fodYi ij fDyd 
rs gSa 
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 (Save and Exit) 

lso Ikzdk;Z daI;wVj eseksjh esa vkids lHkh dkeksa dks laxzghr djrk gS vkSj ;g Hkfo"; 
esa mi;ksx fd;k tk ldrk gSA MkWD;wesaV dks laxzghr djus ds fy, Qkby esuw 
(File Menu) esa miyC/k lso vkWI'ku dk mi;ksx fd;k tk ldrk gSA 

(Quitting Word)

,d ckj tc vki viuh oMZ çkslsflax xfrfof/k ds lkFk gks tkrs gSa] rks vki Qkby 
esuw esa miyC/k ,fDtV (exit) fodYi ij fDyd djds ,e +,l + oMZ ls ckgj vk 
ldrs gSaA ,e +,l + oMZ Lopkfyr :i ls ,d okrkZ d{k çnf'kZr djsxk vkSj iwNsxk 
fd D;k vki ckgj fudyus ls igys viuk dke lso djuk pkgrs gSaA vki lso 
cVu ij fDyd dj ldrs gSa] ftlls vki vius lHkh MsVk dks lso djds ,e- ,l- 
oMZ ls ckgj fudy tk,axsA 

(Printing)

d½  fçaV fizO;w (Print Preview) 

fçaV VSc ij fDyd djus ij fçaV fçO;w Lopkfyr :i ls çnf'kZr gksrk gSA tc Hkh 
vki fçaV ls lacaf/kr lek;kstu esa cnyko djrs gSa] rks fizO;w Lopkfyr :i ls 
viMsV (update) gks tkrk gSA 

1½ Qkby VSc ij fDyd djsa vkSj fQj fçaV ij fDyd djsaA vius MkWD;wesaV ij 
okil tkus ds fy,] Qkby VSc ij fDyd djsaA 

2½ vkids MkWD;wesaV dk fizO;w Lopkfyr :i ls çdV gksrk gSA çR;sd ist dks 
ns[kus ds fy,] fizO;w ds uhps rhj ij fDyd djsaA 

[k½  fçaV djsa 

1½ fçaV VSc ;g lqfuf'pr djus dk LFkku gS fd vki tks pkgrs gSa mls fçaV dj 
jgs gSaA 

2½ Qkby VSc ij fDyd djsaA 

3½ MkWD;wesaV fiazaV djus ds fy, fçaV dekaM ij fDyd djsaA 

4½ vius nLrkost dks fçaV djus ds fy, fçaV cVu ij fDyd djsaA 

5½ ;g Mª‚iMkmu orZeku esa p;fur fçaVj fn[kkrk gSA Mª‚iMkmu ij fDyd djus 
ls vU; miyC/k fçaVj çnf'kZr gksaxsA 

;s Mª‚iMkmu esuw (dropdown menu) orZeku esa p;fur lek;kstu fn[kkrs gSaA 
dsoy vkidks ,d fo”ks’krk dk uke fn[kkus ds ctk;] ;s Mª‚iMkmu esuw vkidks 
fn[kkrs gSa fd fdlh fo”ks’krk dh fLFkfr D;k gS vkSj bldk o.kZu djrk gSA blls 
vkidks ;g irk yxkus esa enn fey ldrh gS fd vkids ikl tks gS mlls lsfVax 
cnyuk gS ;k ughaA 
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viuk MkWD;wesaV cukus ds ckn] vc vki VSDLV ¼text) ,saVj djus ds fy, rS;kj gSaA 
vki tks Hkh VSDLV fy[krs gSa og dlZj ds orZeku LFkku ij dk;Z{ks= esa fn[kkbZ 
nsxkA ,e +,l +oMZ MkWD;wesaV esa VSDLV ,saVj djrs le; Lopkfyr :i ls MkWD;wesaV 
ds lgh ekftZu dk çca/ku djrk gSA ,d ckj tc vki ,d 'kCn fy[krs gSa] rks 
izfof"V fcanq Lopkfyr :i ls vxyh iafDr esa pyk tkrk gSA fdlh Hkh le; 
vkidks ykbu ;k iSjkxzkQ cnyus ds fy, ,aVj dh ¼Enter Key) dk mi;ksx djus 
dh vko';drk gksrh gSA MkWD;wesaV dks ns[kus dk vFkZ gS vius MkWD;wesaV esa okafNr 
lq/kkj djukA fdlh MkWD;wesaV dh ,fMfVax vkidh blesa enn djrh gS% 

  VSDLV ¼text)  dk ,d fgLlk gVkus esaA

  VSDLV ¼text) dks ,d LFkku ls nwljs LFkku ij ys tkus esaA

  ,d LFkku ls nwljs LFkku ij VSDLV ¼text)  dh çfrfyfi cukus esaA

bu lHkh ,sfMfVax xfrfof/k;ksa dks ,e +,l + oMZ esa vklkuh ls fd;k tk ldrk gS] 
gkykafd ,sfMfVax fodYiksa ds lkFk vkxs c<+us ls igys vkidks igys VSDLV ;k ikB 
ds Cy‚d dk p;u djuk gksxkA vki ekml dk mi;ksx djds ;k ,d lkFk f'k¶V 
vkSj ,sjks dh nckdj vki VSDLV dk p;u dj ldrs gSaA vki ^^fDyd vkSj MªSx^^ 
–f"Vdks.k ds vk/kkj ij fofHkUu p;u fodYiksa ds fy, uhps nh xbZ Rkkfydk dk
mYys[k dj ldrs gSaA 

ikB dh dksbZ Hkh pj yackbZ Pkqusa tkus okys ikB ij ekml dks [khpsaA

,d “kCn ,d “kCn ij ekml dks nks ckj fDyd djsaA

,d xzkfQDl xzkfQDl dks fDyd djsaA 

ikB dh ,d iafDr iafDr ds ckbZa vksj p;u iÍh es fDyd djsaA 

ikB dh dbZ iafDr;k¡ Ykbuks ds ckbZa vksj p;u iÍh esa [khpsa A 

,d okD; CTRL nck,a j[ksa vkSj okD; esa dgha Hkh fDyd 
djsaA

,d vuqPNssn vuqPNssn ds cxy esa p;u iÍh esa nks ckj fDyd 
djsaA  

dbZ vuqPNssn p;u ckj esa [khpsa A 

dkWih VSDLV ,e +,l + oMZ dk ,d cgqr gh mi;ksxh dk;Z gS] d‚ih izdk;Z dk 
mi;ksx djds vki MkWD;wesaV ds fofHkUu LFkkuksa esa ,d gh dSjsDVj] oMZ ;k VSDLV dk 
Cy‚d j[k ldrs gSaA d‚ih djus ds fy,] vkidks ekml ;k dhcksMZ dk mi;ksx 
djds VSDLV dk p;u djuk gksxkA d‚ih Ikzdk;Z dk mi;ksx Vwyckj ;k MªSx Ikzdk;Z 

10.3.1   VSDLV dkWih djuk
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 ds ek/;e
rks vkid
LFkku ij

iwoZorhZ d
vkSj jhMw 
vkbdu 
dkjZokbZ d

QkbaM (f
,d cgqr
;k ikB d
;g fodY
vkSj fjIys
,Q½ gSA 
fjIys'k fo

e ls fd;k tk ldrk gSA ,d ckj tc vkius V
dks Vwyckj ls d‚ih cVu ij fDyd djuk gksx
j j[kuk gksxk vkSj fQj isLV cVu ij fDyd dj

(UNDO) 

dekaM dks jí djus vkSj Øe'k% fiNys dekaM 
Mw fodYi dk mi;ksx fd;k tkrk gSA uhps fn,
ij fDyd djds fDod ,Dlsl Vwyckj ds e
dh tk ldrh gSA 

 

find) vkSj fjIysl (find) Ikzdk;Z  ,e- ,l- oMZ 

r gh mi;ksxh Ikzdk;Z  gS] tSlk fd uke ls irk p
dks [kkstus ds fy, QkbaM vkSj fjIysl fodYi d
Yi vkidks fdlh VSDLV dks u;s esa cnyus esa 
ysl Ikzdk;Z  dk mi;ksx djus ds fy, 'k‚VZ dV 
Ctrl + F (daVªksy $ ,Q½ cVu dks ,d lkFk bL

foaMks fp= esa fn, vuqlkj fn[kkbZ nsxhA 

 

VSDLV dk p;u dj fy;k] 
xk vkSj fQj dlZj dks u, 
juk gksxkA 

dks nksgjkus ds fy, vuMw 
, x, fp= esa fn[kk, x, 
ek/;e ls vuMw vkSj jhMw 

 

¼M S Word) esa miyC/k 

pyrk gS fd fdlh Hkh 'kCn 
dk mi;ksx fd;k tkrk gS] 
Hkh enn djrk gSA QkbaM 
dqath Ctrl + F (daVªksy $ 

Lrseky djus ls QkbaM vkSj 

 



 

 

fjIysl cVu ij fDyd djds 

 

 

 

 

 

 

 

QkbaM vkSj fjIysl Ikzdk;Z dk mi;ks
vko';drk gksrh gS 

  QkbaM VSDLV c‚Dl esa vkidks o
[kkstuk pkgrs gSaA 

  vc vkidks vkxs QkbM ij fDyd
VSDLV <wa<sxk½ 

  VSDLV dks cnyus ds fy,] fjIysl

  og VSDLV Vkbi djsa ftls vki c

  fjIysl ;k fjIysl vkWy ij fDyd

  ,fMfVax fQj ls 'kq: djus ds fy

crkb, fuEufyf[kr okD; lR; gSa ;k 

i½ fdlh Qkby dks [kksyus ds fy, A

ii½ LVSUMMZ Vwyckj esa miyC/k u;k fo
,d u;k MkWD;wesaV [kksyus ds fy,

iii½ VSDLV dks gVkus ds fy, cSdLisl
ldrk gSA 

iv½ ;fn vki MkWD;wesaV esa VSDLV dks
pkgrs gSa] rks vkidks igys VSD
vko';drk ugha gSA 

vkidks /;ku nsuk pkfg, fd o.kZ ¼djSD
(text) dk Q‚UV] vkdkj vkSj jax cn

fuEufyf[kr okrkZ d{k fn[kkbZ nsxkA

 

ksx djus ds fy,] fuEufyf[kr fØ;kvksa dh 

og 'kCn fy[kuk gksxk ftls vki MkWD;wesaV esa 

d djuk gSA ¼,e +,l +oMZ dsoy MkWD;weaV esa 

l cVu ij fDyd djsaA 

cnyuk pkgrs gSaA 

d djsa] vko';drk ds vuqlkjA 

y, Dykst+ ij fDyd djsaA 

vlR; 

Alt + F dk mi;ksx fd;k tkrk gSA 

fodYi Qkby esuw dk mi;ksx djus ds ctk; 
, mi;ksx fd;k tk ldrk gSA 

l ;k fMyhV dh (Keys) dk mi;ksx fd;k tk 

ks ,d LFkku ls nwljs LFkku ij d‚ih djuk 
DLV (text) ds Cy‚d dk p;u djus dh 

DVj½ dks VSDLV (text) djus dk vFkZ gS VSDLV 
nyukA blesa Q‚UV LVkby dks cnydj o.kZ 
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 ¼djSDVj½ 
ldrk gS
mldh 'kS
mi;ksx d

  Ctrl

  gkse 

Vwyckj ls

Q‚UV cn
lewg ij 

vki QkUV

bafnjk xka

bafnjk xka

bafnjk xka

 dh mifLFkfr Hkh 'kkfey gSA o.kksaZ dks ,e +,l
gS] vki o.kZ Lo:i.k dk mi;ksx djds o.kZ dk
kSyh] jax vkfn cny ldrs gSaA o.kZ dk çk:i.k n
djds fd;k tk ldrk gS 

l + D 'k‚VZdV dqath nckdjA 

VSc esa Q‚UV lewg dk mi;ksx djuk

ls vko';d vkbdu ij fDyd djsa 

 

nyus ds fy,] vki VSDLV dk p;u dj ldrs 
tk ldrs gSa] uhps fn, x, vuqlkj ,d MkW;ykWx

UV~l dh lwph esa ls dksbZ Hkh QkWUV pqu ldrs gSa&

ka/kh us'kuy vksiu ;wfuoflVhZ                

ka/kh us'kuy vksiu ;wfuoflVhZ                 

ka/kh us'kuy vksiu ;wfuoflVhZ                 

l + oMZ ¼QkWesZV½ fd;k tk 
k Q‚UV] Q‚UV dk vkdkj] 
nks vyx&vyx rjhdksa dk 

gSa vkSj gkse VSc esa Q‚UV 
x fn[kkbZ nsxk 

 

&  

    VkbEl U;w jkseu QkWUV 

    dwfj;j U;w 

    czhVSfudk cksYM 
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QkWV ds lkbt ¼vkdkj½ dks Hkh ge QkWV lkbt lwph ¼fyLV½ ls cny ldrs gSaA 

bafnjk xka/kh us'kuy vksiu ;wfuoflVhZ                               12 

bafnjk xka/kh us'kuy vksiu ;wfuoflVhZ                      18 

bafnjk xka/kh us'kuy vksiu ;wfuoflVhZ         24 
okrkZ d{k ls dSjsDVj ds :i vkSj Lo:i dks cnyus ds fy, vkSj vf/kd fodYiksa 
dk mi;ksx fd;k tkrk gSA 

¼d½  (Bold Face)  fdlh Hkh dSjsDVj ;k 'kCn dks cksYMQsl cukus 
ds fy,] vkidks dSjsDVj ;k oMZ dk p;u djuk gksxk vkSj fQj Vwyckj ls 
cksYM vkbdu ij fDyd djuk gksxkA 

     B 

  

¼[k½  (Italic)  fdlh Hkh o.kZ ;k 'kCn dks bVSfyd cukus ds fy,] 
vkidks o.kZ ;k 'kCn dk p;u djuk gksxk vkSj fQj Vwyckj ls bVSfyd 
vkbdu ij fDyd djuk gksxkA 

¼x½  (Underline)  fdlh Hkh o.kZ ;k 'kCn dks js[kkafdr djus ds 
fy,] vkidks dSjsDVj ;k oMZ dk p;u djuk gksxk vkSj fQj Vwyckj ls 
vaMjykbu vkbdu ij fDyd djuk gksxkA 

    U 

U

bXuw dks js[kkafdr fd;k x;k gS 

cksYMQsl] bVSfyd vkSj vaMjykbu cVu v‚u vkSj v‚Q ds chp V‚xy djsaA tc 
vki cksYMQsl] bVSfyd ;k vaMjykbu dks gVkuk pkgrs gSa] rks vki VSDLV dks fQj 
ls pqu ldrs gSa vkSj bls gVkus ds fy, cksYMQsl] bVSfyd ;k vaMjykbu cVu ij 
fDyd dj ldrs gSaA VSDLV dks cksYM] bVSfyd vkSj vaMjykbu djus ds fy, 
cksYM] bVSfyd vkSj vaMjykbu cVu dks fDyd dj ldrs gSa vkSj blds izHkko dks 
okil ysus ds fy, ge bls nksckjk Hkh fDyd dj ldrs gSaA bls V‚xy fodYi 
dgk tkrk gSA ,e +,l + oMZ dbZ V‚xy vkbdu çnku djrk gS] ftUgsa vko';drk 
iM+us ij mi;ksx fd;k tk ldrk gSA 

¼?k½  lcfLØIV~l vkSj lqijfLØIV (Subscript and Superscript)% lcfLØfIVl 
vkSj lqijfLØIV ds fodYi dk mi;ksx lcfLØfIVax vkSj lqijfLØIV djus 
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 ds fy, fd;k tk ldrk gSA ,slk djus ds fy, vkidks VSDLV dk p;u 
djus dh vko';drk gS vkSj fQj Q‚UV lewg Vwyckj esa miyC/k lcfLØIV 
;k lqijfLØIV vkbdu ij fDyd djsa 

mnkgj.k% lqijfLØIV ‡å oha 

lcfLØIV esa 

mnkgj.k% lqijfLØIV 50th 

lqijfLØIV At, 

(Line Spacing) 

i= ;k fdlh vU; ekeys dks QkWesZV djus esa ykbu Lisflax cgqr egRoiw.kZ Hkwfedk 
fuHkkrh gSA vki gkse VSc esa iSjkxzkQ lewg ij fDyd djds vko';drkuqlkj ykbu 
Lisflax dks lek;ksftr dj ldrs gSa 

 

 

vko';drk ds vuqlkj flaxy ;k Mcy ykbu Lisflax dk p;u fd;k tk ldrk 
gSA flaxy Lisflax VSDLV vkSj Mcy Lisflax VSDLV dk mnkgj.k fn;k x;k gS 

¼d½  flaxy ykbu Lisflax% bafnjk xka/kh jk"Vªh; eqDr fo'ofo|ky; ftls bXuw ds 
uke ls tkuk tkrk gS] ,d dsaæh; fo'ofo|ky; gS tks ubZ fnYyh] Hkkjr esa 
fLFkr gSA Hkkjr ds iwoZ ç/kku ea=h bafnjk xka/kh ds uke ij] fo'ofo|ky; 
dh LFkkiuk 1985 esa gqbZ FkhA 

¼[k½  Mcy ykbu Lisflax% bafnjk xka/kh jk"Vªh; eqDr fo'ofo|ky; ftls bXuw ds 
uke ls tkuk tkrk gS] ,d dsaæh; fo'ofo|ky; gS] tks ubZ fnYyh] Hkkjr esa 
fLFkr gSA Hkkjr ds iwoZ ç/kku ea=h bafnjk xka/kh ds uke ij] fo'ofo|ky; 
dh LFkkiuk 1985 esa gqbZ FkhA 

(Alignment) 

,e +,l +oMZ dk fMQ‚YV vykbaesaV ckW;k vykbaesaV gSA gkyk¡fd vki 
vko';drkuqlkj nk;ka ;k chp dk vykbaesaV ys ldrs gSaA 
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i½ (Left)  ck,a vykbaesaV ds fy,] vkidks daVsaV 
¼content) dk p;u djuk gksxk vkSj fQj vykbaesaV Vwyckj ls ys¶V vykbaesaV 
vkbdu ij fDyd djuk gksxkA 

ii½ (Right)  lgh ,ykbuesaV djus ds fy,] vkidks 
daVsaV ¼content) dk p;u djuk gksxk vkSj fQj Q‚esZfVax Vwyckj ls jkbV 
,ykbuesaV vkbdu ij fDyd djuk gksxkA 

iii½ (Centre) % lsaVj vykbaesaV djus ds fy,] vkidks 
lkexzh dk p;u djuk gksxk vkSj fQj QkWesZfVax Vwyckj ls lsaVj vykbaesaV 
vkbdu ij fDyd djuk gksxkA vyx vykbaesaV djus ds fy,] vki iSjkxzkQ 
Vwyckj Hkh pqu ldrs gSaA iSjkxzkQ Vwy esa lajs[k.k Mª‚i&Mkmu lwph esa vki 
okafNr çHkko çkIr djus ds fy, fodYi pqu ldrs gSaA 

iv½  ,d ckj vykbaesaV gks tkus ds ckn] 
tfLVfQds'ku ny dk mi;ksx djds iSjkxzkQ dks lgh Bgjk;k tk ldrk gSA 
iSjkxzkQ dks lgh Bgjkus ds fy, vkidks igys iSjkxzkQ dk p;u djuk gksxk 
vkSj fQj Q‚esZfVax Vwyckj ls tfLVQkbZ vkbdu ij p;u djuk gksxkA 

vkids MkWD;wesaV dks vkSj vf/kd lqanj cukus ds fy, MkWD;wesaV esa lhek,¡ ¼border½
vkSj 'ksfMax tksM+s tk ldrs gSaA 

¼d½  c‚MZj dks iwjs ist ij ;k vkids MkWD;wesaV esa fdlh fo'ks"k iSjkxzkQ ij 
ykxw fd;k tk ldrk gSA vki c‚MZj Vwyckj ds ek/;e ls c‚MZj ykxw dj 
ldrs gSa] tSlk fd fp= esa fn[kk;k x;k gSA 

10.3.7    ckWMZj v©j 'kSfMax
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vko';drk ds vuqlkj MkWD;wesaV esa ckWMZj ykxw djus ds fy, fofHkUu ckWMZj fodYiksa 
dk mi;ksx fd;k tk ldrk gSA vki viuh ckWMZj dh eksVkbZ ds ckjs esa Hkh fu.kZ; 
ys ldrs gSaA c‚MZj Vwyckj esa miyC/k Mª‚i Mkmu lwph vkidks ckWMZj ykbu ds fy, 
okafNr eksVkbZ dk p;u djus dh vuqefr nsrh gSA 

¼[k½   ckWMZj dh rjg] 'ksfMax dks MkWD;wesaV esa Hkh ykxw fd;k tk 
ldrk gSA bls iwjs i`"B ;k ,d fof'k"V iSjkxzkQ ij ykxw fd;k tk ldrk 
gSA 'ksfMax fodYi dk mi;ksx MkWD;wesaV esa vkidh daVsaV dks vf/kd /;ku nsus 
;ksX; cukus ds fy, fd;k tkrk gSA vk—fr esa n'kkZ, vuqlkj vkids fy, 
miyC/k fofHkUu 'ksfMax fodYiksa dk irk yxkus ds fy, vki 'ksfMax Vwyckj 
dk mi;ksx dj ldrs gSaA 

oSdfYid :i ls] vki c‚MZj vkSj Nk;kadu fodYi dk mi;ksx QkWesZV esuw ckj ls 
dj ldrs gSaA fuEu OkkrkZ d{k fp= esa fn[kk, x, vuqlkj fn[kkbZ nsxkA fofHkUu 
'ksfMax fodYiksa dk QkWesZfVax xzqi esa miyC/k ^^c‚MZj vkSj 'ksfMax^^ fodYi dk mi;ksx 
djds Hkh ewY;kadu fd;k tk ldrk gSA 
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(Page Breaks) 

gkyk¡fd] ,e +,l +oMZ istksa dk çca/ku djrk gS vkSj orZeku ist ftl ij vki fy[k 
jgs gSa Hkj tkrk gS] ist dks Lopkfyr :i ls tksM+ nsrk gS] ftls l‚¶V ist czsd 
dgk tkrk gSA gkyk¡fd vki viuh bPNk ds vuqlkj ist dks rksM+ Hkh ldrs gSa ftls 
gkMZ ist czsd ds uke ls tkuk tkrk gSA ,d u;k ist lfEefyr djus ds fy,] 
vkidks viuk dlZj ml LFkku ij j[kuk gksxk tgk¡ vki ist czsd pkgrs gSa vkSj 
balVZ VSc ij ^ist czsd* vkWI'ku ij fDyd djsaA ist czsd dh 'kkWVZdV dh 
ctrl+Enter gSA dhcksMZ esa cSdLisl ;k fMyhV dh dk mi;ksx djds istksa dks gVk;k 
tk ldrk gSA 

(Column) 

dHkh&dHkh vkidks lekpkj i= ;k if=dk esa fd, x, dbZ d‚yeksa esa viuk VSDLV 
fy[kdj vius nLrkost rS;kj djus dh vko';drk gksrh gSA daVsV ¼lkexzh½ mu 
dkWye esa fy[kh tkrh gS tgk¡ ist ds uhps rd VSDLV lcls ck,¡ dkWye dks pykrk 
gS vkSj fQj vxys d‚ye ls tqM+ tkrk gSA oMZ izkslsflax 'kq: djus ls igys d‚ye 
dh la[;k fuf'pr vkSj r; dh tk ldrh gS] ;gk¡ rd fd VSDLV fy[kus ds ckn 
Hkh vki vius dkWye dks cuk ldrs gSaA ist ysvkmV VSc dks ^^d‚ye^^ fodYi 
[kkstus ds fy, [kkstk tk ldrk gS vkSj vko';drkuqlkj okafNr d‚yeksa dh la[;k 
dk p;u fd;k tk ldrk gSA dkWye ds vkdkj dks vko';drkuqlkj lek;ksftr 
Hkh fd;k tk ldrk gSA ;k rks vki iwoZ fu/kkZfjr fodYiksa dk p;u dj ldrs gSa ;k 
fQj pkSM+kbZ vkSj Lisflax dk fufnZ"V dj ldrs gSaA 

 

  

 

(Change Case) 

vius MkWD;wesaV dks fofHkUu dsl ds lkFk rS;kj djus ds fy,] vki ,e +,l + oMZ 
}kjk çnku fd, x, ^^psat dsl^^ fodYi dk mi;ksx dj ldrs gSaA vkidks ml 
vuqPNsn dk p;u djuk gS tgka vki psat dsl vkWI'ku dks ykxw djuk pkgrs gSa 
vkSj fQj okrkZ d{k esa fp= esa fn[kk, vuqlkj ikus ds fy, gkse VSc esa ^^psat dsl^^ 
ij fDyd djsaA 
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fuEufyf[kr ik¡p fofHkUu çdkj ds VSDLV dsl okrkZ d{k esa fn[kk, x, gSaA      
,e +,l + oMZ vkidks ikap çdkj ds VSDLV dsl ds ckjs esa crkrk gS tks uhps fn, 
x, gSa% 

ad½ lSUVsUl dsl (Sentence Case)% ;g fodYi çR;sd okD; ds igys v{kj dks 
vij dsl esa cuk nsxkA 

[k½ yksoj dsl (Lower Case)%  ;fn vki ^^yksvj dsl^^ fodYi dk p;u djrs 
gSa] rks p;fur VSDLV ds lHkh v{kj yksoj dsl esa cny fn, tk,axsA 

x½ vij dsl (Upper Case)%  ;fn vki ^^vij dsl^^ fodYi dk p;u djrs gSa] 
rks p;fur VSDLV ds lHkh v{kj vij dsl esa cny fn, tk,axsA 

?k½ VkbVy dsl (Title Case)% ^^VkbVy dsl^^ vij dsl esa çR;sd 'kCn dk igyk 
dSjsDVj cukrk gSA 

³½ V‚xy dsl (Toggle Case)% V‚xy dsl lHkh yksvj dsl dSjsDVlZ dks vij 
dsl esa vkSj lHkh vij dsl dSjsDVlZ dks pqfuank iSjkxzkQ ds fy, yksvj dsl 
esa cukrk gSA 

dbZ ckj] vkidks dqN VSDLV cqysV fcanqvksa ;k Øekafdr :i esa çLrqr djus dh 
vko';drk gksrh gSA cqysVsM ;k Øekafdr :i esa ikB fy[kus ls MkWD;wesaV esa vkidh 
lkexzh dh çLrqfr esa lq/kkj gksrk gSA ,e +,l + oMZ vkidks VSDLV esa cqysV ;k uacj 
tksM+us dh vuqefr nsrk gSA fof'k"V iSjkxzkQ esa la[;kvksa dks tksM+us ds fy,] gkse 
VSc iSjkxzkQ fjcu dks fQj cqysV~l vkSj uacfjax dks pqusaA ,d OkkrkZ d{k tSlk fd 
fp= 10-21 esa fn[kk;k x;k gS [kqysxkA gkse VSc esa miyC/k ^^cqysV vkSj uacfjax^^ 
fodYi dk mi;ksx djds uacj ;k cqysV~l dks tksM+k tk ldrk gSA 
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vius VSDLV esa cqysV ;k uacj ykxw djus ds fy,] vkidks igys VSDLV dk p;u 
djuk gksxk vkSj fQj ^^cqysV ,aM uacfjax^^ fodYi ij fDyd djuk gksxkA vki 
vius VSDLV esa cqysV dks tksM+us ds fy, cqysV vkbdkWu vkSj uEcj dks tksM+us ds 
fy, uacj vkbdkWu ij fDyd dj ldrs gSaA vkSj uacfjax dh fofHkUu 'kSfy;ksa dks Hkh 
viuh vko';drkvksa ds vuqlkj pquk tk ldrk gSA cqysV ;k uacfjax dks gVkus ds 
fy,] vkidks uacj ;k cqysVsM VSDLV dk p;u djuk gksxk vkSj mlds vuqlkj uacj 
;k cqysV vkbdu ij fDyd djuk gksxkA 

;g crk,a fd D;k ^lR;^ ;k ^vlR;^ gS% 

ai½ vius Q‚UV dh 'kSyh dks cnyuk Lo:i.k ds varxZr ugha vkrk gSA 

ii½ ,e +,l +oMZ esa  lqij fLØhifVax (Superscripting) vkSj lc fLØhifVax 
¼Subscripting) dh tk ldrh gSA 

iii½ lHkh ikB ds fy, fMQ‚YV ,e +,l +oMZ vykbesaV cka;k lajs[k.k gSA 

iv½ vki iwjs ist ij ckMZj ykxw ugha dj ldrsA 

v½ ,e +,l + oMZ ist dk çca/ku djrk gS vkSj orZeku ist Hkj tkus ij u;k ist 
tksM+rk gSA 

vi½ vleku pkSM+kbZ ds d‚ye d‚ye Vwyckj dk mi;ksx djds ugha cuk;k tk 
ldrk gSA 

vii½ Nk;kadu ¼'ksfMax½ ikB dks vf/kd /;ku nsus ;ksX; cukrk gSA 

viii½ ,e +,l +oMZ 4 çdkj ds dsl fodYi miyC/k djkrk gSaA 

(Indents) 

baMsafVax dk mi;ksx Li"V :i ls ikB ds ckdh fgLlksa ls ykbuksa ;k iSjkxzkQ dk 
mi;ksx djus ds fy, fd;k tkrk gSA baMsafVax gkse VSc ds iSjkxzkQ xzqi dks bLrseky 
djds dh tk ldrh gSA uhps fn[kk;k x;k vkadM+k ykbu vkSj Lisflax fodYi ij 
fn[kkbZ nsxkA Åij fn[kk;k x;k okrkZ d{k vkidks lHkh vko';d fodYi çnku 
djrk gS] ftlds ek/;e ls vki ck,a ;k nk,a baMsaV pqu ldrs gSaA vki :yj ij 
miyC/k baMsaV ekdZj dks [khapdj Hkh baMsaV pqu ldrs gSaA 
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(Margin) 

fdlh Hkh MkWD;wesaV esa ekftZu cgqr egRoiw.kZ Hkwfedk fuHkkrk gSA ;|fi ,e +,l + oMZ 
fMQ‚YV :i ls MkWD;wesaV ds fy, ekftZu lsV djrk gS] gkyk¡fd vki :yj ckj dk 
mi;ksx djds ekftZu Hkh lsV dj ldrs gSa ;k fQj bls ekftZu ckmaMªh esa fDyd 
djds vkSj [khapdj lek;ksftr fd;k tk ldrk gSA  

 

 

 

    

 

ist ysvkmV VSc ls ist lsVvi xzqi dk mi;ksx djds Hkh ekftZu lsV fd;k tk 
ldrk gSA ist lsVvi lewg ls ekftZu vkbdu ij fDyd djus ij OkkrkZ d{k 
fn[kkbZ nsxkA okrkZ d{k ls vki VkWi] ckWVe] bUlkbM] vkmVlkbM ekftZu fufnZ"V 
dj ldrs gSaA ekftZu ds fy, ubZ lsfVaXl iwjs MkWD;wesaV ds fdlh fo'ks"k vuqHkkx ij 
ykxw dh tk ldrh gSaA MkW;ykWx c‚Dl vkidks lHkh ekftZu ;kuh V‚i] c‚Ve] ys¶V 
vkSj jkbV lsV djus esa l{ke cukrk gSA vki VSDLV ds fufnZ"V Cy‚d ds fy, iwjs 
MkWD;wesaV ds fy, ubZ lsfVax ykxw dj ldrs gSaA 

Tab for left margin 

Tab for right 
margin 

Ruler 
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(Header and Footer) 

dqN le; vkidks ,d ,slh fLFkfr feysxh tgk¡ vkidks dqN lkekU; VSDLV dks 
'kh"kZd ds :i esa j[kuk gksxk vkSj tks MkWD;wesaV ds çR;sd ist ds 'kh"kZ ij fn[kkbZ 
nsxk ;k ,d dkWeu VSDLV tks iwjs MkWD;wesaaV esa ist ds uhps fn[kkbZ nsxkA blfy, 
çR;sd ist ds fy, ckj&ckj daVsaV fy[kus ds ctk; vki ,e +,l + oMZ ds gsMj 
vkSj QqVj fodYi dk mi;ksx dj ldrs gSaA gSMj vkSj QqVj fodYi ,d cgqr gh 
egRoiw.kZ Vwy gS vkSj bldk mi;ksx nLrkost rS;kj djrs le; cgqr vf/kd fd;k 
tkrk gSA gSMj vkSj QqVj fodYi] balVZ VSc esa miyC/k gSMj vkSj QqVj fodYiksa ij 
fDyd djds ykxw fd;k tk ldrk gSA tc vki gsMj vkbdu ij fDyd djrs gSa 
rks uhps fn[kk;k x;k ,d c‚Dl fn[kkbZ nsxk ftlls vki gsMj ds fy, VSDLV fy[k 
ldrs gSa vkSj gj ist ds 'kh"kZ ij fn[kkbZ nsxkA 

-----  -------------------------------------------------------------------------------------- 

 

&&&&& &&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&
&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&& 

gSMj dh rjg] vki QqVj vkbdu ij fDyd djds QqVj fodYi ij tk ldrs gSa] 
ist ds uhps ,d c‚Dl fn[kkbZ nsxk tgka vki QqVj ds fy, viuk ikB VSDLV 
ldrs gSaA  

&&&&& &&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&
&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&& 

----- --------------------------------------------------------------------------------------- 

 

     

vki ist la[;k] orZeku fnukad] ;k orZeku le; dks vius 'kh"kZd ;k ikn ys[k esa 
lfEefyr djus ds fy, 'kh"kZ lfEefyr djsa 'kh"kZd esa 'kh"kZ ys[k vkSj ikn ys[k lewg 
esa gsMj vkSj ikn ys[k Vwyckj cVu dk mi;ksx dj ldrs gSaA gSMj vkSj QqVj 
lewg dk mi;ksx nLrkost ds gsMj vkSj QqVj MkWD;wesaV vuqHkkx esa QqVj la[;k] 
fnukad] le; vkfn dks ykxw djus ds fy, fd;k tk ldrk gSA ist la[;k gSMj 
vkSj ikn lewg ds i`"B la[;k midj.k dk mi;ksx djds Mkyh tk ldrh gS tSlk 
fd uhps fn, x, fp= esa fn[kk;k x;k gSA 
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Lisy pSd ,e +,l +oMZ ¼Spell Check MS Word) dk ,d cgqr gh egRoiw.kZ Vwy gS 
tks vkidks vkidh orZuh dh xyfr;ksa ds ckjs esa lwfpr djrk gS vkSj lgh 'kCn dk 
lq>ko nsrk gSA orZuh dh tk¡p ,e +,l +oMZ ds eq[; 'kCndks'k ds lanHkZ esa dh 
tkrh gS] gkyk¡fd vki viuk Lo;a dk dLVe 'kCndks'k Hkh cuk ldrs gSaA fjO;w VSc 
ds izqfQax xzqi (proofing group) esa ekStwn Lisy pSd ij fDyd djds Lisy psd Vwy 
dks ykxw fd;k tkrk gSA 

 

 

tc Hkh dksbZ =qfV feyrh gS] Lisfyax (spelling) vkSj xzSejVwy (Grammer Tool) iwjs 
nLrkost dks ns[krk gS vkSj ,d OkkrkZ d{k ds lkFk çnf'kZr djrk gSA Vwy vkidks 
mu 'kCnksa ds fy, lq>ko c‚Dl esa 'kCn  dks lgh djus ds fy, lq>ko Hkh çnku 
djrk gS tks ,e +,l + oMZ dk eq[; 'kCn ugha ik;k tkrk gSA 

,e +,l + oMZ esa vki viuh çLrqfr dks vf/kd çHkko'kkyh cukus ds fy, vius MsVk 
dks lkj.khc) :i esa Hkh çLrqr dj ldrs gSaA oMZ vkids MsVk ds fy, Rkkfydk 
cukus ds fy, Rkkfydk lqfo/kk çnku djrk gSA 

¼d½ ,d Rkkfydk cukuk 

balVZ VSc esa Rkkfydk vkWI'ku miyC/k gS] tks MkWD;wesaV esa Rkkfydk cukus ds fy, 
iz;ksx fd;k tkrk gSA tc vki Rkkfydk ij fDyd djrs gSa] rks vk—fr esa fn[kk, 
x, vuqlkj ,d Mª‚i Mkmu fn[kkbZ nsxkA ,d Rkkfydk lfEefyr djus ds fy, 
vkidks iafDr;ksa vkSj dkWye dk p;u djus ds fy, ekml dks fDyd djuk gksxkA 
d‚ye vkSj iafDr;ksa dh okafNr la[;k dk p;u djus ds ckn vkidks orZeku dlZj 
LFkku ij Rkkfydk lfEefyr djus ds fy, ekml cVu dks NksM+uk gksxkA Rkkfydk 



 

 

xzqi esa balVZ vkWI'ku dk mi;ksx djds
ikus ds fy, vkidks bUlVZ Rkkfydk ¼
MkW;ykWx c‚Dl ds lkFk vki d‚ye v
nLrkost esa Rkkfydk lfEefyr djus ds

¼[k½ Rkkfydk esa VSDl baVj ¼'kkfey½ d

,d ckj tc vki ,d Rkkfydk cuk y
vkSj dkWye dk izos'k½ ntZ dj ldrs
dlZj dks ,d lsy ls nwljs esa ys tkus

¼x½ Rkkfydk esa iafDr / d‚ye tksM+sa 

vki vius }kjk cukbZ xbZ Rkkfydk 
tksM+us ds fy,] Rkkfydk Vwy ckj ij
Åij ;k uhps dh iafDr tksM+us ds fy,
dkWye orZeku p;fur dkWye esa ck,¡ ;

¼?k½ iafDr;ksa vkSj dkWye dks gVkuk 

Rkkfydk dh iafDr;ksa vkSj dkWye dks 
ds :i esa gVk;k tk ldrk gS%  

fdlh Rkkfydk dh iafDr;ksa dks gVkus 
gksxk] ftUgsa vki gVkuk pkgrs gSa vkS
fodYi ij fDyd djsaA ,d Rkkfydk 
p;u djuk gksxk ftUgsa vki gVkuk p
d‚ye v‚I'ku ij fDyd djsaA vki b
fDyd djds gVk ldrs gSaA 

ds Rkkfydk Hkh cukbZ tk ldrh gSA OkkrkZ  d{k 
¼tables½ v‚I'ku ij fDyd djuk gksxkA bl 
vkSj iafDr;ksa dh la[;k ntZ dj ldrs gSa vkSj 
ds fy, vksds ij fDyd dj ldrs gSaA 

 

 

djuk 

ysrs gSa] rks vki lsy esa okafNr VSDLV ¼iafDr;ksa 
rs gSaA dhcksMZ esa VSc cVu dk mi;ksx vkids 
us ds fy, fd;k tk ldrk gSA 

esa d‚ye vkSj iafDr;ksa dks tksM+ ldrs gSaA 
j fDyd djsaA vki p;fur iafDr fLFkfr ls 
, Åij ;k uhps lfEefyr dj ldrs gSa] tSls 
;k nk,¡ tksM+s tk ldrs gSaA 

fp= 10-28 ¼iafDr;ksa vkSj dkWye dks tksM+uk½ 

ds fy, vkidks mu iafDr;ksa dk p;u djuk 
vkSj Rkkfydk lewg ij tk,¡ vkSj gVk,¡ iafDr 
ds LraHk dks gVk nsa] vkidks mu iafDr;ksa dk 
pkgrs gSaA vkSj Rkkfydk xzqi esa tkdj fMyhV 
blh Rkkfydk dks fMyhV Vscy dk vkI'ku ij 
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vk—fr;k¡
vk—fr;k¡
ykbu] ,
ldrs gSa
vkidks fn

1½  fofHk
fDyd

2½ vki 
gSaA 

3½ vc 

k¡ lfEefyr djuk% ,e ,l oMZ ¼MS Word) 
k¡ lfEefyr djus dk fodYi çnku djrk gSA v
,jks] ldZy vkfn dk mi;ksx djds vklkuh ls 
A vki ¶ykspkVZ vkSj vU; Mªkbax Hkh cuk ldrs
fn, x, pj.kksa dk ikyu djuk gksxk% 

kUu vk—fr;ksa rd igq¡pus ds fy, bUlVZ VSc es
d djsaA 

fdlh Hkh vkdkj dk p;u dj ldrs gSa] ftl

vki ogka vkdkj ikus ds fy, vius MkWD;wesaV esa 

 

vkidks vius nLrkost esa 
vki fcfYMax Cy‚d 'ksi tSls 
fofHkUu vk—fr;ksa dks cuk 

rs gSaA Mªkbax cukus ds fy, 

esa miyC/k fp=.k lewg ij 

ls vki mi;ksx djuk pkgrs 

fDyd dj ldrs gSaA 

 



 

 

¼d½ VSDLV dks vkdkj esa lfEefyr dj
'ksi ds vanj fDyd djus dh v
fy[kuk 'kq: dj ldrs gSaA vkid
x;k VSDLV vkdkj dk fgLlk cu 

¼[k½ çk:i vkdkj% ,e +,l + oMZ Lop
VSc tksM+rk gS tc Hkh vki vk—
vkidh t:jr ds vuqlkj vk—
djsxkA 

1½  vki ml vk—fr dk p;u dj
QkWesZfVax LVkby ykxw djuk pkgr

2½ vc vki LVkby ykxw djus ds 
vf/kd LVkby dk irk yxkus ds 
gSaSA 

ax½ vkdkj gVk,a% ;fn vki vius MkWD
cl ml vkdkj dk p;u djuk
dhcksMZ ls fMyhV cVu nck,aA 

?k½ VSDLV c‚Dl lfEefyr djuk% VS
fy[kus dh vuqefr nsrk gSA 

,e +,l + oMZ dh oMZ vkVZ lqfo/kk ew
fy, mi;ksx dh tkrh gSA vki miy
VSDLV dks fofHkUu rjhdksa ls fy[k ld
gSa] rks tc Hkh vko';d gks vki bls ,

oMZ vkVZ dks fuEu pj.kksa dk mi;ksx d

1½ Mª‚i Mkmu rd igq¡pus ds fy, 
fDyd djsaA 

2½  vki viuh ilan ds fdlh Hkh oMZ

3½ tc vki ikB dk p;u dj ysrs
iwNsxk] ftls vki 'kCn dyk 'kSyh

 

jsa% ikB dks 'ksi esa tksM+us ds fy,] vkidks cl 
vko';drk gS] dlZj fn[kkbZ nsxk vkSj vki 
ds }kjk 'ksi ¼QkWesZV 'ksi½ ds vanj ntZ fd;k 
tk,xk 

pkfyr :i ls ^^Mªkbax Vwy^^ uked ,d u;k 
—fr;ksa ds lkFk dke djuk 'kq: djrs gSa] tks 
—fr;ksa dks çk:fir djus esa vkidh lgk;rk 

j ldrs gSa] ftlds fy, vki vyx&vyx 
rs gSaA 

fy, Mª‚bax Vwy dk mi;ksx dj ldrs gSaA 
d fy, vki eksj (more) ij fDyd dj ldrs 

 

D;wesaV ls 'ksi dks gVkuk pkgrs gSa] rks vkidks 
k gksxk ftls vki gVkuk pkgrs gSa vkSj vius 

VDLV c‚Dl vkidks Qkby esa dgha Hkh VSDLV 

ewy :i ls vkids ikB dks lq'kksfHkr djus ds 
yC/k oMZ vkVZ fodYiksa dk mi;ksx djds vius 
drs gSaA ,d ckj tc vki oMZ vkVZ cuk ysrs 
,fMV dj ldrs gSaA 

djds Mkyk tk ldrk gS% 

balVZ VSc esa miyC/k oMZ vkVZ vkbdu ij 

MZ vkVZ 'kSyh dk p;u dj ldrs gSaA 

rs gSa] rks ,d ikB c‚Dl vkidks ikB ds fy, 
h esa fy[kuk pkgrs gSaA 
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fofHkUu v
ldrs gSa
vki best
Hkh çkIr 
lgstk gS

pj.kksa dk

1½ balV

2½ vkid
feysx

3½ lpZ 
fy, 

4½ vkVZ
dks p

[k½  osc 
vkSj 
mi;

¼x½  Qkb
pj.k

1½ balV

2½ ,d 
dj 

3½ vc 
balV

¼?k½  
fiDp
dks 
,e +

vk—fr;ksa dh rjg] fiDpj vkSj fDyi vkVZ Hkh 
A ,e +,l +oMZ fDyi vkVZ~l ds fy, viuh ykbczs
t pqu ldrs gSaA vki daI;wVj ds vU; LFkkuksa ls
dj ldrs gSa] tgk¡ vkius viuh best dks ;k ;
A 

dü fDyi vkVZ Mkyuk % fDyi vkVZ lfEefyr djus ds 
k ikyu djuk gksxk% 

VZ VSc esa miyC/k fp=.k lewg esa fDyi vkVZ vkb

dks viuh LØhu ds nkbZa vksj lpZ vkWI'ku ds 
yxkA 

vkWI'ku esa okD;ka'k ;k 'kCn fy[ksa vkSj lacaf/kr 
xks ij fDyd djsaA 

V ij Mcy fDyd djds vki fyLV esa fn[kkbZ 
pqu ldrs gSaA 

ls fiDpj Mkyuk% vki baVjusV ls viuh okafN
vius MkWD;wesaV esa fpidk, tkus ds fy, d‚

;ksx dj ldrs gSaA 

by ls fiDpj Mkyuk % Qkby ls fiDpj balVZ d
.kksa dk ikyu djus dh vko';drk gS% 

VZ VSc ls fp=.k lewg esa fp= vkbdu ij fDyd

foaMks fn[kkbZ nsxh ftlds ek/;e ls vki vius
ldrs gSaA 

vkidks fiDpj dk p;u djuk gS vkSj fiDpj
VZ cVu ij fDyd djsaA 

 vki v
pj] VSDLV c‚Dl] 'ksi vkSj oMZvkVZ dk vkdkj c
Hkh dkV ldrs gSa ;k mUgsa muds ewy vkdkj
,l + oMZ vkidks 'ksi] VSDLV c‚Dl] fiDpj ;k 

oMZ dkWD;wesaV esa Mkys tk 
czsjh çnku djrk gS] tgk¡ ls 
ls Mkyh xbZ rLohj ;k fp= 
;gk¡ rd fd baVjusV ls Hkh 

fy, vkidks uhps fn, x, 

bdu ij fDyd djsaA 

lkFk ,d fDyi vkVZ isu 

fDyi vkVZ çkIr djus ds 

xbZ fdlh ,d fDyi vkVZ 

fNr rLohj [kkst ldrs gSa 
d‚ih vkSj isLV fodYi dk 

djus ds fy, vkidks fuEu 

d djsaA 

us daI;wVj esa fiDpj czkmt 

j lfEefyr djus ds fy, 

vklkuh ls viuh Qkby esa 
cny ldrs gSaA vki fp=ksa 
j esa okil dj ldrs gSaA 
oMZ vkVZ tSlh oLrqvksa dk 



 

 

vkdkj cnyus dh vuqefr nsrk 
fiDpj dks vko';drk ds vuqlkj

1½  fiDpj] 'ksi ;k oMZ vkVZ tSlh oL

2½ p;u ij] vkdkj ,d xsan ds 
v‚CtsDV ds dksuksa ij fn[kkbZ nsxk

3½ vki vkdkj dks c<+kus ;k ?kVkus d

¼M½   vokafN
mi;ksx blds fdukjksa }kjk fiDpj
fn, x, pj.kksa dk ikyu djds v

1½ ml ij fDyd djds fp= d

2½ fiDpj VSc ls lkbt xzqi esa 

3½ ;g fiDpj vkidks fiDpj d
ftls ØkWi gSaMy dgrs gSaA 
rkfd fp= dks dkV fn;k tk

4½ fiDpj dks Ø‚i djus ds ckn

LekVZ vkVZ xzkfQDl dk mi;ksx vkid
ds fy, fd;k tkrk gSA bl Vwy d
tkudkjh dks tYnh ls n'kkZus ds fy, 
nks rhu ljy pj.kksa esa Rofjr fp=.k
LekVZvkVZ xzkfQDl dks izkslsl] gkb
inkuqØe] pØ ;k laca/k½ tSls pquk t
fy, xzkfQDl ds dbZ ysvkmV 'kkfey 

1½ vkidks bUlVZ VSc esa byLVªs'ku xzq

2½  vkidks fn[kk;k tk,xk] viuh 
pquus ds fy,] LekVZvkVZ xzkfQd M

3½ vc vki VSDLV dks blesa Mky l

gSA uhps fn, x, pj.kksa dk ikyu djrs gq, 
j Ø‚i fd;k tk ldrk gS% 

Lrq dks igys pqus tkus dh vko';drk gS 

lkFk ,d NksVk lk ldZy laHkkyrk gS] tks 
k 

ds fy, vkdkj ds gSaMy dks [khap ldrs gSaA 

 

fNr {ks= dks gVkus ds fy, Ø‚fiax Vwy dk 
j dks fVªe djus ds fy, fd;k tkrk gSA uhps 
vki vklkuh ls fiDpj dks Ø‚i dj ldrs gSa% 

dk p;u djsaA 

Ø‚i Vwy ij fDyd djsaA 

ds fdukjksa ij eksVh dkyh ykbu fn[kkbZ nsxh 
gSaMy dks vanj dh vksj [khapk tk ldrk gS 
k ldsA 

n] fiDpj ds ckgj dgha Hkh fDyd djsaA 

dh tkudkjh ds fp=e; çfrfuf/kRo dks cukus 
dk mi;ksx best dk mi;ksx djds vkidh 
fd;k tk ldrk gSA LekVZvkVZ vkidks dsoy 

k ds lkFk enn djrk gSA fofHkUu çdkj ds 
bjSfjdh] lkbfdy ;k fjys'kuf'ki ¼çfØ;k] 
tk ldrk gSA çR;sd Js.kh esa mi;ksx djus ds 
gSaA 

xzqi ls LekVZvkVZ Vwy dk p;u djuk gksxkA 

vko';drk ds vuqlkj Vkbi vkSj ysvkmV 
MkW;ykWx c‚Dl pqusaA 

ldrs gSaA 
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 VSDLV ist
isLV djsa

¼a[k½  L

1½ LekV

2½ ml 

3½ LekV
xzqi 

4½ fuEu

p;fu
(Aft

p;fu
(Bef

vius Lek
fr ij fD
vius iwjs
¼SmartA

¼x½  LekV

vki viu
fy, % 

1 vius

2. LekV
LVkb

3-  ml 
tksM+

t ij fDyd djds VSDLV ist esa nwljh txg
A 

LekVZvkVZ xzkfQd esa vk—fr;k¡ tksM+sa ;k gVk,a 

VZvkVZ xzkfQd ij fDyd djsa] ftls vki ,d vkSj

ekStwnk vk—fr ij fDyd djsa] tgk¡ vki u, vk

VZ vkVZ Vwy ¼SmartArt Tools) ds rgr] fMtkb
esa] Add 'ksi ds uhps rhj ij fDyd djsaA 

u esa ls ,d djsa% 

fur vkdkj ds ckn ,d vk—fr balVZ djus 
ter)  ij fDyd djsaA 

fur vkdkj ls igys ,d vk—fr balVZ djus 
fore)   ij fDyd djsaA 

kVZvkVZ ¼SmartArt) xzkfQd ls fdlh vk—fr dks
fDyd djsa ftls vki gVkuk pkgrs gSa vkSj fQj f
js LekVZvkVZ ¼SmartArt) xzkfQd dks gVkus 

Art) xzkfQd ds ckMZj ij fDyd djsa vkSj fQj fM

VZvkVZ xzkfQd dk QkWesZV 

us LekVZvkVZ xzkfQd esa vk—fr;ksa esa jax fHkUurk,¡

us LekVZvkVZ ¼SmartArt)  xzkfQd ij fDyd djsa

VZvkVZ ¼SmartArt)  Vwy ds rgr] fMtkbu VSc 
by xzqi esa] 

LekVZvkVZ LVkby dks pqusa ftls vki ykbu LVk
Mus ds fy, ykxw djuk pkgrs gSaA 

g ls VSDLV dks dkWih vkSj 

 

 

j vkdkj tksM+uk pkgrs gSaA 

vkdkj dks tksM+uk pkgrs gSaA 

bu VSc ij] fØ;sV xzkfQd 

ds fy,] ,SM 'ksi vk¶Vj 

ds fy,] ,SM 'ksi fcQksj 

ks gVkus ds fy,] ml vk—
fMfyV ¼DELETE) nck,¡A 
ds fy,] vius LekVZvkVZ 

fMfyV ¼DELETE) nck,¡A 

,¡ ykxw dj ldrs gSa blds 

A 

ij] LekVZvkVZ ¼SmartArt)  

kby] csosy ;k 3&Mh çHkko 



 

 

4-  LekVZvkVZ LVkbYl xzqi esa vki v
fy, psat dylZ ij Hkh fDyd dj

5-  dyj osfj,'ku fHkUurk ij fDyd 

 

xwxy M‚Dl ¼Google Docs) ,d fu'
}kjk vius laiw.kZ v‚fQl lwV ds Hkkx 
ekbØksl‚¶V oMZ MkWD;wesaV dks [kksyus 
vki vius xwxy M‚Dl dks ,d oMZ 
gSa] blfy, blesa ,d LVS.MMZ oMZ ,
Qkby QkWesZV ugha gS ftls xwxy M‚
xwxy mi;ksx djus ds fy, Lora= gS
vkSj bls fMokbl ij baLV‚y djus d
ds foijhr fdlh Hkh czkmtj ;k v‚ijsf

DykmM&vk/kkfjr lqbV esa 'kkfey vU
¼ikoji‚baV½ gSa xwxy M‚Dl lHkh mi
cl ,d baVjusV dusD'ku vkSj ,d 
,sIl½ dh vko';drk gSA xwxy ckdh
pykus ds nkSjku Hkkjh mBkus dk [kkf
.rtf.odt vkfn lfgr dbZ vyx&vyx
bls ns[kuk vklku gks tkrk gSA vkSj
xwxy Mªkbo esa cny nsrk gSA vkSj pwaf
,d gh nLrkost ij dbZ yksxksa ds lkF
gSa] okLrfod le; esa la'kks/kuksa] ifjorZ

,d oMZ çkslslj l‚¶Vos;j ;k ,d 
cukus] ,sfMV djus vkSj fçaV djus dh 
l{ke cukrk gS] bls bysDVª‚fud :i 
djrk gS] bls dhcksMZ ls dekaM vkSj 
fçaV djrk gSA lHkh daI;wVj ,Iyhds'

vius LekVZvkVZ xzkfQd dks la'kksf/kr djus ds 
dj ldrs gSaA

djsaA 

'kqYd] osc&vk/kkfjr oMZ çkslslj gS tks xwxy 
ds :i esa is'k fd;k tkrk gSA bldk mi;ksx 
vkSj ,fMV djus ds fy, fd;k tk ldrk gSA 
M‚D;wesaV ds :i esa Hkh MkmuyksM dj ldrs 
,DlVsa'ku ¼A Doc) gSA ysfdu ;g ,dek= 

M‚Dl vkidks fu;kZr djus nsxkA nwljh vksj] 
A M‚Dl ,d baVjusV czkmtj lapkfyr ,si gS 
dh vko';drk ugha gSA vki ekbØkslkW¶V oMZ 
fVax flLVe ij M‚Dl ,Dlsl dj ldrs gSaA 

U; eq[; lsok,a 'khV~l ¼,Dlsy½ vkSj LykbM 
idj.kksa vkSj IysVQkeksaZ ij miyC/k gSa] vkidks 
osc czkmtj ¼;k] eksckby esa] ykxw gksus okys 

dh dke djrk gS vkSj DykmM esa l‚¶Vos;j 
kfe;ktk mBkrk gSA M‚Dl .doc, .docx, .txt, 
x Qkby çdkjksa dk leFkZu djrk gS] ftlls 
j ;g ekbØkslkQ¶V vkWfQl Qkby dks lh/ks 
wfd M‚Dl ,d v‚uykbu oMZ çkslslj gS] vki 
Fk lk>k dj ldrs gSa vkSj lg;ksx dj ldrs 

rZuksa vkSj lq>koksa ij utj j[k ldrs gSaA 

midj.k gS tks mi;ksxdrkZvksa dks MkWD;wesaV 
vuqefr nsrk gSA ;g vkidks VSDLV fy[kus esa 
ls laxzghr djrk gS] bls LØhu ij çnf'kZr 
o.kZ ntZ djds la'kksf/kr djrk gS] vkSj bls 

'ku esa] oMZ izkslsflax lcls vke gSA tcfd] 
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 xwxy M‚Dl ,d oMZ çkslslj gS] tks xwxy }kjk viuh xwxy Mªkbo lsok ds Hkhrj 
eq¶r] osc&vk/kkfjr l‚¶Vos;j v‚fQl lwV ds Hkkx ds :i esa 'kkfey fd;k x;k gSA 
bl lsok esa xwxy 'khV Hkh 'kkfey gSa] ftuds ckjs esa ge bdkbZ &17 esa ppkZ dj jgs 
gSa vkSj bdkbZ &13 esa xwxy LykbM] Øe'k% ,d LçsM'khV vkSj çLrqfr dk;ZØeA ;g 
,sIyhds'ku ekbØkslkW¶V vkWfQl Qkby QkWesZV ds lkFk vuqdwy gSA ekbØkslkW¶V oMZ 
xwxy MkWd ls vf/kd iqjkuk gSA vkSj vkt Hkh vlk/kkj.k :i ls yksdfç; gSA yk[kksa 
O;fDrxr mi;ksxdrkZ vkSj daifu;ka vHkh Hkh oMZ dk mi;ksx djus ds fy, cM+h 
jde dk Hkqxrku djrh gSaA rks] xwxy M‚Dl vkSj oMZ dh rqyuk dSls djrs gSa\ 
uhps fn, x, xwxy M‚Dl vkSj oMZ ds chp rqyuk ds dqN fcanq gSaA 

  xwxy M‚Dl xwxy vdkmUV ds lkFk eq¶r gSA ekbØkslkW¶V oMZ dks 

ekbØkslkW¶V vkWfQl iSdst ds fgLls ds :i esa [kjhnk tkuk pkfg,] ftlesa 
vU; ekbØkslkW¶V mRikn tSls ikoj ikWbaV] ,Dlsy vkSj vkÅVyqd 'kkfey gSaA 

  ,d okf"kZd lnL;rk ds fy, ?kj vkSj O;olk; iSdst $ 69-99 ¼?kj ij ,d 

O;fDrxr mi;ksxdrkZ ds fy,½ ls $ 150 ¼dke ij ,d O;fDrxr mi;ksxdrkZ 
ds fy,½ rd pyrs gSaA nwljh vksj] xwxy ¼Google)  M‚Dl vkidks nqfu;k esa 
dgha Hkh] fdlh Hkh la[;k esa yksxksa ds lkFk lg;ksx djus dh vuqefr nsrk gSA 

  ,d vkSj varj dkjd ;g gS fd] xwxy M‚Dl ds lkFk] vkids lHkh dk;Z 

DykmM esa lgsts tkrs gSaA bldk eryc gS fd ;fn vkidk ySiV‚i can gks 
tkrk gS rks vki vius 20&ist dh fjiksVZ dks ugha [kks,axsA ekbØkslkW¶V oMZ ds 
lkFk] vkids MkWD;esaV vkids daI;wVj ij jgrs gSaA vkids lgdehZ mUgsa rc 
rd psd ugha dj ldrs tc rd vki mUgsa bZesy ;k ykbd ds ek/;e ls 
lgstrs vkSj lk>k ugha djrsA 

fuEufyf[kr okD;ksa esa lR; ,oa vlR; crkb,% 

ai½ vki VSDLV vkSj uacjksa dks ,d VSc LV‚i ij ck,¡] nk,¡] dsaæ ;k tfLVQkbZ 
(justify) esa ,ykbu dj ldrs gSaA 

ii½ VSDLV iSjkxzkQ fodYi dks baMsaV djus ds fy, pquk tkuk gSA 

iii½ gSMj ist ds fupys Hkkx esa fn[kkbZ nsrk gSA 

iv½ ekftZu lsV djus ds fy, QwVj dk mi;ksx fd;k tkrk gSA 

v½ Rkkfydk balVZ VSc dk mi;ksx dj cuk;k tk ldrk gSA 

vi½ Rkkfydk dkWye vkSj jkW dks feykus ds vykok vkSj dqN ugha gSA 

vii½ fMyhV Rkkfydk ds fy, fMyhV jks v‚I'ku dk mi;ksx fd;k tk ldrk gSA 

viii½ Q‚ewZyk Qhpj vkidks ljy QkWeZwyk dk mi;ksx djds mi;ksfxrk dh x.kuk 
djus esa enn djrh gSA 
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ix½ ,e +,l +oMZ ¼MS Word) fMQ‚YV :i ls nLrkost dh 4 çfr;k¡ (copies) 
fçaV djrk gSA 

,d oMZ çkslslj l‚¶Vos;j ;k ,d midj.k gS tks mi;ksxdrkZvksa dks nLrkost 
cukus] ,fMV djus vkSj fçaV djus dh vuqefr nsrk gSA ;g vkidks VSDLV fy[kus esa 
l{ke cukrk gS] bls bysDVª‚fud :i ls laxzghr djrk gS] bls LØhu ij çnf'kZr 
djrk gS] bls dhcksMZ ls dekaM vkSj dSjsDVj ntZ djds la'kksf/kr djrk gS] vkSj bls 
fçaV djrk gSA lHkh daI;wVj vuqiz;ksx esa] oMZ izkslsflax lcls vke gSA bl bdkbZ us 
,e +,l + oMZ dh fofHkUu fo'ks"krkvksa vkSj dk;ksaZ dks le>k;k gS tSls Qkby çca/ku 
vkSj MkWD;wesaV vkSj VSDLV dh ,fMfVaxA 

mnkgj.k ds fy, dkWih Ikzdk;Z dk bLrseky djrs gq, vki nLrkost ds fofHkUu 
LFkkuksa esa ,d gh dSjsDVj] oMZ ;k VSDLV ds Cy‚d dks Mky ldrs gSaA iwoZorhZ dekaM 
dks jí djus ds fy, vkSj fiNyh dekaM dks Øe'k% nksgjkus ds fy, vuMw vkSj jhMw 
fodYi dk mi;ksx fd;k tkrk gSA fdlh Hkh 'kCn ;k VSDLV dks [kkstus ds fy, 
fodYi dks cnyus ds fy, mi;ksx fd;k tkrk gSA fodYi vkidks VSDLV dks u, 
ds lkFk cnyus dh Hkh vuqefr nsrk gSA dSjsDVj dks ,e +,l + oMZ Lo:fir fd;k 
tk ldrk gS] vki dSjsDVj QkWesZfVax dk mi;ksx djds dSjsDVj dk Q‚UV] Q‚UV dk 
vkdkj] mldh 'kSyh] jax vkfn cny ldrs gSaA i= ;k fdlh vU; ekeys dks 
çk:fir djus esa ykbu Lisflax cgqr egRoiw.kZ Hkwfedk fuHkkrh gSA flaxy ;k Mcy 
ykbu Lisflax vko';drkvksa ds vuqlkj pquh tk ldrh gSA 

vkids nLrkost dks vkSj vf/kd lqanj cukus ds fy, nLrkost esa ckWMZj vkSj 'ksfMax 
tksM+s tk ldrs gSaA vko';drk ds vuqlkj nLrkost esa ckWMZj ykxw djus ds fy, 
fofHkUu ckWMZj vkWI'ku dk mi;ksx fd;k tk ldrk gSA vki viuh ckWMZj dh eksVkbZ 
ds ckjs esa Hkh fu.kZ; ys ldrs gSaA 'ksfMax vkWI'ku dk mi;ksx nLrkost esa vkidh 
lkexzh dks vf/kd /;ku nsus ;ksX; cukus ds fy, fd;k tkrk gSA bls iwjs ist ;k 
,d fof'k"V iSjkxzkQ ij ykxw fd;k tk ldrk gSA 

,e +,l + oMZ vkidks VSDLV esa cqysV ;k uacj tksM+us dh vuqefr nsrk gSA baMsafVax 
dk mi;ksx Li"V :i ls ikB ds ckdh fgLlksa ls ykbuksa ;k iSjkxzkQ dk mi;ksx 
djus ds fy, fd;k tkrk gSA baMsafVax iSjkxzkQ xzqi v‚Q gkse VSc dk mi;ksx djds 
fd;k tk ldrk gSA gkyk¡fd ,e +,l +oMZ fMQ‚YV :i ls nLrkost ds fy, ekftZu 
lsV djrk gS] gkyk¡fd vki :yj ckj dk mi;ksx djds Hkh ekftZu lsV dj ldrs 
gSa ;k fQj bls fDyd djds vkSj [khapdj ekftZu ckWMZj dk mi;ksx djds O;ofLFkr 
¼adjust) dj ldrs gSaA 

gSMj vkSj QqVj fodYi ,d cgqr gh egRoiw.kZ midj.k gS vkSj bldk mi;ksx 
MkWD;wesaV rS;kj djrs le; cM+s iSekus ij fd;k tkrk gSA bUlVZ VSc esa miyC/k 
gSMj vkSj QwVj fodYiksa ij fDyd djds gSMj vkSj QqVj fodYi dks ykxw fd;k 
tk ldrk gSA tc vki gSMj vkbdu ij fDyd djrs gSa] rks ,d c‚Dl fn[kkbZ 
nsxk tks vkidks gsMj ds fy, VSDLV fy[kus dh vuqefr nsxk vkSj çR;sd ist ds 
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var esa QqVj vkSj gSMj ys[k ds 'kh"kZ ij fn[kkbZ nsxkA ,e +,l +oMZ Rkkfydk cukus] 
orZuh tkap] fp= Mkyus] fDyi vkVZ] oMZ vkVZ~l] LekVZ vkVZ~l vkfn tSlh lqfo/kkvksa 
dh Hkh vuqefr nsrk gSA 

xwxy M‚Dl ,d eq¶r] osc&vk/kkfjr 'kCn çkslslj gS tks xwxy }kjk vius laiw.kZ 
v‚fQl lwV ds Hkkx ds :i esa is'k fd;k tkrk gSA bldk mi;ksx ekbØkslk¶V oMZ 
nLrkostksa dks [kksyus vkSj ,fMV djus ds fy, fd;k tk ldrk gSA ekbØkslk¶V 
oMZ xwxy M‚Dl dh rqyuk esa vf/kd iqjkuk gS vkSj vkt Hkh vlk/kkj.k :i ls 
yksdfç; gSA yk[kksa O;fDrxr mi;ksxdrkZ vkSj daifu;ka vHkh Hkh oMZ dk mi;ksx 
djus ds fy, cM+h jde dk Hkqxrku djrh gSaA xwxy M‚Dl dks ,e +,l +oMZ xwxy 
M‚Dl ls dqN vf/kd mUur midj.k feys gSa] vkids lHkh dk;Z DykmM esa lgsts 
x, gSaA bldk eryc gS fd ;fn vkidk ySiV‚i can gks tkrk gS rks Hkh vki viuh 
20&ist dh fjiksVZ dks ugha [kks,axsA ekbØkslk¶V oMZ ds lkFk] vkids nLrkost 
vkids daI;wVj ij jgrs gSaA vkids lgdehZ mUgsa rc rd psd ugha dj ldrs tc 
rd vki mUgsa bZesy ;k ykbd ds ek/;e ls lgstrs vkSj lk>k ugha djrsA 

 File Management)  Qkby çca/ku ,d ç.kkyh dks ç'kkflr djus 
dh çfØ;k gS tks fMftVy MsVk dks lgh <ax ls laHkkyrh gSA blfy,] ,d çHkkoh 
Qkby çca/ku ç.kkyh ,d O;olk; odZ¶yks ds lexz dk;Z esa lq/kkj djrh gSA ;g 
egRoiw.kZ MsVk dks Hkh O;ofLFkr djrk gS vkSj Rofjr iquiZzkfIr ds fy, [kkst ;ksX; 
MsVkcsl çnku djrk gSA 

Header): ,d gsMj çR;sd Qkby dh 'kq#vkr esa ,d {ks= gksrk gS tgka 
cgh[kkrk tkudkjh j[kh tkrh gSA Qkby gsMj esa og Qkby gks ldrh gS ftl fnu 
Qkby cukbZ xbZ Fkh] ftl rkjh[k dks bls vafre ckj viMsV fd;k x;k Fkk] vkSj 
Qkby dk vkdkjA 

Footer): ,d ikn ys[k ,d nLrkost i`"B ds fupys Hkkx esa ,d {ks= 
gS] ftlesa vU; i`"Bksa ds fy, MsVk lkekU; gSA ikn ys[k dh tkudkjh esa i`"B 
la[;k] l̀tu fnukad] d‚ihjkbV ;k ,d i`"B ij ;k lHkh i`"Bksa ij fn[kkbZ nsus okys 
lanHkZ 'kkfey gks ldrs gSaA 

 (Table): ,d Rkkfydk iafDr;ksa vkSj LraHkksa esa O;ofLFkr lsy dk ,d fxzM 
gSA Rkkfydkl fofHkUu dk;ksaZ ds fy, mi;ksxh gksrs gSa tSls ikB dh tkudkjh vkSj 
la[;kRed MsVk çLrqr djukA oMZ esa] vki ,d [kkyh Rkkfydk cuk ldrs gSa] VSDLV 
dks Rkkfydk esa cny ldrs gSa] vkSj ekStwnk Rkkfydk ij dbZ rjg ds LVkby vkSj 
Q‚esZV ykxw dj ldrs gSaA 

iafDr ¼Row): ,d laca/kijd MsVkcsl ds lanHkZ esa] ,d iafDr & ftls ,d Vqiy Hkh 
dgk tkrk gS & ,d Rkkfydk esa ,dy] varfuZfgr (implicity) lajfpr MsVk vkbVe 
dk çfrfuf/kRo djrh gSA 

10.7       'kCnkoyh
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LraHk ¼Column):% % fdlh Rkkfydk esa d‚ye mu rF;ksa dk lewg gksrk gS] ftuds 
ckjs esa ge ml çdkj dh oLrq ij utj j[krs gSaA ,d d‚ye dks ,d fo'ks"krk Hkh 
dgk tkrk gSA 

Indenting): % baMsafVax dk mi;ksx ckdh VSDLV ls ykbuksa ;k iSjkxzkQ dks 
Li"V :i ls lhekafdr djus ds fy, fd;k tkrk gSA baMsafVax iSjkxzkQ xzqi v‚Q 
gkse VSc dk mi;ksx djds fd;k tk ldrk gSA 

 (Word Art): ,e +,l + oMZ dk oMZ vkVZ Qhpj ewy :i ls vkids VSDLV 
dks lqanj cukus ds fy, mi;ksx fd;k tkrk gSA vki miyC/k oMZ vkVZ fodYiksa dk 
mi;ksx djds vius ikB dks fofHkUu rjhdksa ls fy[k ldrs gSaA 

: (SmartArt) xzkfQDl dk mi;ksx vkidh tkudkjh dk ,d fp=e; 
çfrfuf/kRo cukus ds fy, fd;k tkrk gS] bl midj.k dk mi;ksx fp=ksa ds lkFk 
vkidh tkudkjh dks tYnh ls n'kkZus ds fy, fd;k tk ldrk gS 

Clip Art): fDyi vkVZ] iwoZ&fufeZr Nfo;ksa dks fn;k x;k 'kCn gS] tks 
vkids ekbØkslkW¶V oMZ nLrkostksa esa mi;ksx ds fy, rS;kj gSaA dbZ fDyi vkVZ 
Jsf.k;ka gSa] tSls fØlel] fo'ks"k volj] yksx] O;olk;] ltkoVh rRo] i'kq] dkVwZu 
vkfnA 

i½ lR;

ii½ lR;

iii½ vlR;

iv½ lR;

i½  lR;

ii½  vlR;

iii½  lR;

iv½  vlR;

v½  lR;

vi½  lR;

vii½  vlR;

viii½ lR;

 i½ lR;

10.8    c¨Ëk  ç'u®a  d¢  fy,  mÙkj
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 ii½ lR; 

iii½ vlR;  

iv½ vlR;  

v½ lR; 

vi½ vlR; 

vii½ lR; 

vii½ lR; 

ix½ vlR; 

1½ Qkby cukus dh çfØ;k dks le>kb,A 

2½ bXuw 'kCn dks [kkstus vkSj mls fo'ofo|ky; ls cnyus dh çfØ;k D;k gS\ 

3½ fdlh Hkh nLrkost dks dSls lso fd;k tk,xk\ 

4½ ,fMfVax ds fy, Qkby [kksyus ds fy, fofHkUu pj.kksa dh O;k[;k dhft,A 

5½ ,e +,l +oMZ esa miyC/k fofHkUu çdkj ds bykbaesaV dh O;k[;k djsaA 

6½ vki vius nLrkost esa c‚MZj vkSj 'ksfMax dk mi;ksx dSls djsaxs\ 

7½ vki 1-5 ykbu Lisflax ds lkFk ,d nLrkost dSls cuk,axs\ 

8½ ist czsd cukus ds fy, pj.kksa dh O;k[;k dhft,A 

9½ vius nLrkost esa Rkkfydk cukus dh çfØ;k dks le>kb,A 

10½ cqyV lwph cukus ds fofHkUu pj.kksa dh O;k[;k dhft,A 

 

 

  ;s ç'u vkids vH;kl ds fy, gSaA buds mÙkj fy[kus dk vH;kl djsa fdarq 
mŸkjksa dks fo'ofo|ky; esa ewY;kadu ds fy, u HkstsaA ç'uksa ds mÙkj 
fy[kdj vki Lo;a viuh izxfr dh tk¡p dj ldrs gSaA 
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11-0  mís'; 

11-1  çLrkouk 

11-2  esy etZ D;k gS\ 

11-3  esy etZ ds ?kVd 

11-4  esy etZ dSls djsa\ 

11-4-1  viuk MsVk lzksr cuk,a 

11-4-2  eq[; MkWD;wesaV cuk,a 

11-4-3  MsVk lzksr ds lkFk MkWD;wesaV tksM+uk 

11-5  bDos”ku laiknd (Equation Editor)

11-6  VªSfdax 

11-6-1  VªSd psat 

11-6-2  VªSfdax fodYi 

11-6-3  fjO;w psat 

11-7  jsQjsUl 

10-7-1  QqVuksV ;k ,aMuksV 

10-7-2  lwpdkad ¼baMSDl½ 

10-7-3  lkexzh dh rkfydk 

10-7-4  cqdekdZ 

10-7-5  Ø‚l&jsQjsUl 

10-7-6 lkbVs'ku 

10-7-7  IyslgksYMj 

11-8  lkjka'k  
11-9  'kCnkoyh 
11-10  Loij[k ç'u 
11-11  cks/k ç'uksa ds mÙkj 

bl bdkbZ dks i<+us ds ckn vki bl ;ksX; gks ldsaxs fd 

  Qhpj esy etZ dh mi;ksfxrk dks le> ldsa(  

  esy etZ ds fy, ,d ekLVj MkWD;wesaV cuk ldsa( 

  MsVk lzksr cukus ds fy, ;k ekStwnk MsVk lzksr dks dSls fyad dj ldsa( vkSj 

  cuk, x, MkWD;wesaV dks etZ] ,fMV vkSj fçaV dj ldsaA 

10.7.8   fcfCy;®XkzkQh (Bibliography)
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,e +,l +oMZ dh essy etZ Qhpj vkWfQl ds gj jkst ds dke tSls vyx yksxksa dks 
esy Hkstus ds fy, egÙoiw.kZ Qhpj ¼lqfo/kk½ gSA ;g dke dks ljy vkSj vklku 
cukrk gSA dbZ ckj vkWfQl esa gesa i= ;k MkWD;wesaV ds ,d gh daVsaV ¼lkexzh½ dks 
vyx vyx yksxksa ;k irs ij Hkstuk gksrk gSA esy etZ ds mi;ksx ls ge ,d gh 
ySVj dks dbZ yksxksa dks fcuk ckj&ckj jlhn fooj.k Vkbi fd, Hkst ldrs gSaA ge 
bl lqfo/kk ¼Qhpj½ dk mi;ksx djds ,sUoyi ¼fyQkQs½] vyx vyx irks ads ysoy 
fizaV dj ldrs gSaA 

,d vkWfQl ds okrkoj.k esa dbZ ckj ,d gh çdkj ds i= ;k MkWD;wesaV dks fofHkUu 
LFkkuksa ij dbZ O;fä;ksa dks Hkstus dh vko';drk gksrh gSA bu MkWD;wesaVksa esa eq[; 
lkexzh ds lkFk fjlhoj dh tkudkjh tSls uke] irk] Qksu uacj vkfn gks ldrs gSaA 
bldk mís'; tkudkjh dks O;fDrxr j[kuk gS mnkgj.k ds fy, ,d O;fDr dk 
fdlh ehfVax ;k QaD'ku ds fy, fuea=.kA ;fn çkIrdrkZ dh la[;k de gS rks ;g 
çR;sd O;fä dh tkudkjh Vkbi djds vkSj mlh i= dh çfr;ka cukdj fd;k tk 
ldrk gSA ysfdu vxj eSuqvy Vkbfiax ls cM+h la[;k esa çkIr djus okys 
vfHkçsjdksa dh la[;k le; ysus okyh gks ldrh gS vkSj =qfV;ksa dk [krjk gks ldrk 
gSA 

esy etZ bl rjg ds eqíksa dks lekIr djrk gS vkSj lSdM+ksa i= feuVksa ds Hkhrj 
eq[; lkexzh ds lkFk oS;fä—r lkexzh ds lkFk cuk, tk ldrs gSaA çkIrdrkZvksa 
dh ek=k fLFkj gks tkrh gS] esy nwljs 'kCnksa esa esy etZ ,d MkWD;wesaV ls nwljs 
MkWD;wesaV esa p;fur tkudkjh dks LFkkukarfjr djus dh çfØ;k gSA 

esy etZ dks fu"ikfnr djus ds fy, nks eq[; ?kVdksa dh vko';drk gksrh gS% 

  i= dks eq[; MkWD;wesaV Hkh dgk tkrk gS] ftls etZ djus dh vko';drk gksrh 
gSA 

  izksij gSMj ds lkFk MsVk lzksr ftlesa mu O;fä;ksa dh tkudkjh gS ftuds fy, 
i= mRiUu fd;k tkuk gSA MsVk lzksr ds fy, gSMj iafDr egRoiw.kZ gS D;ksafd 
;g MsVk vkSj MkWD;wesaV ds chp laca/k dh Hkwfedk fuHkkrk gSA 

,e +,l +oMZ ds esy etZ fodYi MsVk dks i<+rs gSa vkSj bls eq[; MkWD;wesaV ds lkFk 
etZ djrs gSa] rkfd MsVk lzksr esa lHkh ds fy, i= mRiUu gks ldsaA 
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 eq[; MkWD;wesaV MsVk lzksr

1½ 

esy etZ esa] eq[; MkWD;wesaV lkekU; i= gksrk gS] ftlesa çR;sd etZ fd, x, 
MkWD;wesaV ds fy, lkekU; lkexzh gksrh gSA blesa QhYM ds uke gksrs gSa tks 
MkWD;wesaV esa vko';d LFkkuksa ij Mkys tkrs gSa] ftlesa etZ djus ds fy, funsZ'k 
gksrk gSA 

2½ 

MsVk lzksr mu O;fä;ksa ds fjd‚MZ gSa] ftUgsa i= Hkstk tkuk gS ftUgsa MsVk Qkby 
Hkh dgk tkrk gSA MsVk Qkbyksa esa laxzghr tkudkjh dks esy etZ djds eq[; 
MkWD;wesaV esa yk;k tkrk gSA MsVk Qkby rkfydk esa çR;sd Js.kh dh tkudkjh 
ds fy, ,d d‚ye gksuk pkfg, tSls fd uke ds fy, d‚ye] Qksu ds fy, 
dksbZ vU; d‚yeA çR;sd iafä rkfydk dh igyh iafä dks iafäc) djrh gSA 
blesa QhYM uke 'kkfey gSa] tks çR;sd d‚ye esa tkudkjh ds çdkj dks bafxr 
djrk gSA çR;sd nk;j ¼QkbYM½ uke vf}rh; ¼;wuhd½ gksuk pkfg, vkSj ,d 
o.kZekyk ¼vYQkcsV ysVj½ ds lkFk 'kq: gksuk pkfg,A 

3½ 

Q‚eZ ysVj esy etZ ls cuk MkWD;wesaV gksrk gS] ftlesa MsVk lzksr ls tkudkjh ds 
çR;sd VqdM+s ds lkFk eq[; MkWD;wesaV dh lkexzh gksrh gSA blhfy, ;fn gekjs 
ikl ysVj ls MsVk lkslZ ¼lzksr½ esa lwpuk dh 50 ykbusa gSa rks leku daVsaV 
¼lkexzh½ ds lkFk Msisy gksaxsa ysfdu MsVk lkslZ ¼lzksr½ ls QhYM dh tkudkjh 
cny tk;sxhA 

1½ esy etZ dh mi;ksfxrk D;k gS\ 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 
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2½ esy etZ ds fy, vko';d ?kVd D;k gSa\ 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

3½ Q‚eZ ysVj D;k gS\ 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

4½ esy etZ ds fy, gsMj D;ksa egRoiw.kZ gS\ 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

esy etZ ds fy, çfØ;k ,d rhu dne çfØ;k gS% 

 MsVk lzksr cuk,a ¼vkids ikl igys ls gh eq[; :i ls ,Dlsy ¼QkWesZV½ esa gks 
ldrk gS½ 

 eq[; MkWD;wesaV cuk,¡ 

 MkWD;wesaV ds lkFk MsVk etZ djsa 

 ,d ,Dlsy LçsM'khV cuk,a] çR;sd QhYM ds fy, ,d gsMj cuk jgs gSa 

mnkgj.k uke] irk] 'kgj] lkbV] fiudksM] bZesy vkbZMh vkfnA 

 ;g fuf”pr fd;k tkrk gS fd uke dks t:jr iM+us ij o.kkZuqØe esa Nkuus 

ds fy, nks vyx d‚ye esa QlZ~V use vkSj ykLV use esa foHkkftr fd;k tk,A 

 ;fn vki eqnzk esa eqnzk izrhd dk mi;ksx dj jgs gSa] rks ,Dlsy Q‚esZfVax dk 

mi;ksx u djsa] cfYd d‚ye dks VsDLV esa cnysa] vU;Fkk M‚yj dk fpUg 
vkids i= esa fn[kkbZ ugha nsxkA 



,e +,l +oMZ esa i= rS;kj djsaA ,d 
djus ds fy, ,d egku fopkj gS tg
dk bjknk j[krs gSa mnkgj.k 'kgj] vkfn

 ,e-,l-oMZ esa ^esfyax^ VSc ds uhps

ck; LVsi esy ikl^ ij fDyd dj

 vkids MkWD;wesaV ds nkbZa vksj ,

MkWD;wesaV Vkbi dk p;u dSls djs

 

i= cukrs gq, ;g IyslgksYMlZ dks lfEefyr 
gka vki MsVk lzksr ls tkudkjh dks etZ djus 
fnA 

p ^LVkVZ esy etZ^ ij fDyd djsa vkSj ^LVsi 

djsaA 

,d foaMks fn[kkbZ nsxh] tks crk;sxh *lySDV 

jsa bl mnkgj.k ds fy,^ ySVj pqusa * 
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 lcl

 vxy
rS;kj

 uhps 
,SfcY

 *czkm
vkiu

 vius
nsxk 

 

 

 

ls uhps uSDLV (next) LVsafVax MkWD;wesaV ij fDyd 

yk pj.k flysfDVax LVkfVaZx M‚D;wesaV i<+sxkA ;fn
j ySVj gS rks bl lsD'ku dks NksM+ nsa vkSj ;wt *

*lySDV jsflfiUV~l^ ij vxyk fDyd djsaA vki
YVh czkmt ds lkFk ;wt ,u ,sfDtfLVax fyLV fe

mt* cVu ij fDyd djsa vkSj vius daI;wVj ij v
us ,Dlsy esa cukbZ gSA 

us MkWD;wesaV dks [kkstus ij vkisu ij fDyd djsa 
ftlesa fy[kk gksxk ^lySDV VscyA vksds ij fDy

djsaA 

fn vkids ikl igys ls 
*n djaV M‚D;wesaV^ pqusaA 

idks viuh lwph ds fy, 
feysxkA 

viuh lwph [kkstsa tks 

vkSj ,d c‚Dl fn[kkbZ 
yd djsaA 



  vki rc vkids }kjk cuk, x, Ms

NksM+ ldrs gSa] ftUgsa vkidks bl 
rks ^vksds* ij fDyd djsaA 

 rkfydk can gks tk,xh vkSj nkbZa

¼izkIrdrkZ½ vkj lySDVsM Økse 
'kh"kZd fn[kk,xkA 

 

 

^

MsVk dks ns[k ldrs gSaA vki dqN ukeksa dks Hkh 

i= ds fy, dh rqyuk esa vko';drk ugha gS 

bZa vksj laokn c‚Dl aesa djaVyh ;ksj jsflfiu`l 

vk;sxhA vkSj ,Dlsy LçsM'khV MkWD;wesaV dk 
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 MkWD;

 ogka 

vkiu
gkby
ls Ms

 vkxs

rks *
ds l

;wesaV ds uhps jkbV ;ksj ySVj vkWI'ku pqusaA 

ls vki vius QhYM dks ml LçsM'khV ls tksM+u

us fyad fd;k gSA mnkgj.k ds fy,] Iyslg
ykbV djsa vkSj fQj ,Mªsl Cy‚d ij fDyd djsaA
MsVk esa ys ysxhA 

x *fizO;w ;ksj ySVj* ij tk;sa fufeZr i=ksa dh fjO;

dEiyhV n etZ* ij fDyd djsa] vki ;k rks u,
lkFk lso dj ldrs gSa ;k bls lh/ks fçaV dj ld

uk 'kq: dj ldrs gSa] ftls 

gksYMj ekDZM ¼,M~jsl½ dks 
 LçsM'khV vkidh LçsM'khV 

O;w djsa] ;fn vki larq"V gSa 

, MkWD;wesaV dks Qkby uke 
drs gSaA 



 ;g vkidks *fçaV djaV fjd‚MZ* ij

MsVkcsl ls lHkh i=ksa dks fçaV dj

¼MsVkcsl½

crkb, fuEufyf[kr okD; lR; gSa ;k 

d½ esy etZ MkWD;wesaV ds fy,] vkid s

[k½ MsVk lzksr cukus ds fy, esy etZ 

x½ u;k QhYM tksM+us ds fy,] QhYM 

?k½ esu MkWD;wesaV vkSj MsVk lkslZ cuku
esu MkWD;wesaV dks etZ djuk gSA 

M½ vki lh/ks iwokZoyksdu ds fcuk QkW

p½ etZ vkSj Dosjh etZ (Query merg

xf.krh; vkSj oSKkfud bDos'ku fy[ku
,fMVj (equation editor) Qhpj bls l
ls rqjUr lkekU; bDos'ku lfEefyr d
fy[k ldrs gSa] tks bDos'ku ,fMVj dh
ge crk,axs fd bDos'ku ,fMVj dks çH

 

 

j fDyd djus dk fodYi nsxk ;k vki vius 

j ldrs gSa 

vlR; 

dks eq[; MkWD;wesaV cukus dh vko';drk gSA 

lgk;d c‚Dl ls MsVk cVu pqusaA

dk uke fjd‚MZ uke c‚Dl esa fy[ksaA 

us ds ckn] rhljk pj.k MsVk lkslZ ds lkFk 

kWeZ ySVj fizaV dj ldrs gSaA 

ge) Mk;y‚x c‚Dl esa miyC/k nks fodYi gSaA 

uk ,d dfBu çLrko gSA ,e-,l- oMZ bDos'ku 
ljy cukrk gSA vki bldh fufeZr fo'ks"krkvksa 
dj ldrs gSaA lkFk gh vki vius bDos'ku Hkh 
h enn ls vklkuh ls ugha cus gSaA bl [kaM esa 
Hkkoh <ax ls dSls mi;ksx fd;k tk,A 
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bls fDyd
tk,xkA 
Mkmu cV
buykbu 

 

 

yd djds okafNr bDos'ku pqusa] ;g Lopkfyr 
vc vf/kd fodYiksa ds fy, bDos'ku c‚Dl (equ
Vu ij fDyd djsaA vius }kjk ¼,fMVsM½ ykb
ij fDyd djsaA 

:i ls MkWD;wesaV esa tksM+k 
uation box) esa ekStwn Mª‚i 
bu esa bls yxkus ds fy, 



bDos'ku ij fDyd djus ij uhps LØh
j[kk tk,xkA 

 bDos'ku oSY;wt dks ,fMV djus ds fy
:i ls cnyus ds fy, fDyd djsaA 

leku js[kh;  bDos'ku dks ns[kus ;k
cVu ij fDyd djsa vkSj yhfu;j ij 
lgstsa rFkk ckj esa u, bDos'ku ij fDy
Hkh lso dj ldrs gSaA 

hu'k‚V esa fn[kk, vuqlkj ykbu esa Bhd ls 

fy, bDos'ku ckWDl ds vanj oSY;w dks eSU;qvy 

tk¡¡pus ds fy,] bDos'ku c‚Dl esa Mª‚i Mkmu 
fDyd djsaA vki u, bDos'ku ds :i esa 
yd ds ek/;e ls u, cuk, x, bDos'ku dks 
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;fn vki
balVZ VSc

 

i ,d bDos'ku fy[kuk pkgrs gSa tks cuh gqbZ fyL
c ij tk,a vkSj bDos'ku vkWI'ku ls] balVZ bDos”ku

 

LV esa ekStwn ugha gS] rks 
u ij fDyd djsaA 



bDos'ku Vwy fMtkbu VSc ij fDyd
,DlVsaMsM fyLV ls u, bDos'ku dk
bDos'ku ds lkFk mi;ksx djus ds fy,

vc ,d vkSj bDos'ku ,fMV djus ds 
xzqi ls MkWD;wesaV esa ,fMV djuk pkgrs 

 

bls fDyd djus ij ;g Lopkfyr :i

VªSfdax eq[; :i ls MkWD;wesaV fjohtu
dks fpfàr djus ds fy, VªSd psat l
djus vkSj vLohdkj djus ds fy, ,d

MkWD;wesaV esa fd, x, psatksa dh fjO;w d
fjO;w VSc esa çkIr VªSd psat dk mi;ksx
ij fDyd djsa] VªSd psat pkyw gks tk,

d djus ij] LVªDpj xzqi ls vki fn, x, 
k p;u dj ldrs gSaA flDoy xzqi ls vki 
, fofHkUu flEcy dk p;u dj ldrs gSaA 

fy, og bDos'ku pqurk gS] ftls vki LVªDpj 
gSaA 

i ls MkWD;wesaV esa bDos'ku lfEefyr djsxkA 

¼la”kks/ku½ ds fy, mi;ksx dh tkrh gSA psatksa 
lqfo/kk dk mi;ksx djsaA cnyko dks Lohdkj 
d MkWD;wesaV dh fjO;w djsaA 

ds fy, VªSd psat dk mi;ksx fd;k tkrk gSA 
x djus ds fy,] VªSfdax xzqi esa VªSd psat cVu 
,xkA 
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VªSd psat 
jkbV&fDy

tc vki 
dj ldrs
VªSfdax xzqi

,d ckj 

uksV% VªSd
tkrk gSA 

VªSfdax fo
VªSd fd,

fMQ‚YV 

1½ lfEe
lkFk

2½ fMyh
lkFk

3½ psat 
lh/kh

 

 

baMhdsVj dks LVsVl ckj esa Hkh ,fDVo fd;k tk
yd djus vkSj VªSd psatsl dk p;u djus ds fy

i VªSd psat can djrs gSa rks vki MkWD;wesaV dks 
rs gSa fd D;k cnyk x;k FkkA fjO;w VSc esa VªSd p
qi esa VªSd psat cVu ij fDyd djsa] VªSd psat can

LVsVl ckj ij VªSd baMhdsVj ij fDyd djsa] baM

d psat can djus ls igys ls VªSd fd, x, fdlh 
 

fodYi vkidks ;g fu/kkZfjr djus dh vuqefr nsr
, x, psat çnf'kZr fd, tkrs gSaA 

:i ls fuEu çdkj ls çnf'kZr gksrs gSa% 

eyu ¼tgka ,sfM'kuy VSDLV ,saVj fd;k x;k gS½ 
k fn[kk;k x;k gSA 

 

yh'kUl ¼tgka ikB gVk fn;k x;k gS½ ,d LVªkbdF
k fn[kk;k x;k gSA 

 

ykbUl ¼lHkh psatksa dks fpfàr djrk gS½ dks 
kh js[kk ds :i esa fn[kk;k tkrk gS] tgka psat fd;

k ldrk gS] LVsVl ckj dks 
y,- 

fcuk fpfàr fd, la'kksf/kr 
psat dks can djus ds fy,] 
n dj fn;k tk,xkA 

MhdsVj can gks tk,xkA 

Hkh psat dks gVk;k ugha 

nrk gS fd MkWD;wesaV esa dSls 

dks ,d vaMjykbu ds 

F: (strikethrough) ds 

ml js[kk ;k iSjkxzkQ ds 
;k x;k gSA  



VªSd fd, x, psat dSls fn[kk, tkrs gS

1½ fjO;w@VªSfdax xzqi ij tk,a vkSj VªS
(Drowpdown Arrow) ij fDyd 

2½ psat VªSfdax vkWI'ku dk p;u djsa

fuEufyf[kr Mk;y‚x c‚Dl fn[kkbZ nsx
dj ldrs gSaA 

 

 

gSa] bls cnyus ds fy,% 

VSd psat cVu ij Mª‚iMkmu ,Sjks 
d djsaA 

A 

xk tgk¡ vki VªSfadax fMLIys dks dLVekbt 
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fjO;w fjcu
djus ds 

fizO;w cVu

tks cnyk

çLrkfor 
ofMZax (w

tc lHkh
MkWD;wesaV 

 

1½ bDos

--------

--------

--------

--------

--------

2½ bDos

--------

--------

--------

--------

--------

cu ij psat xzqi dks VªSd fd, x, VªsDM psatst 
fy, mi;ksx fd;k tk ldrk gSA 

 

u MkWD;wesaV esa uSDLV (next) ;k fizO;w (preview) 

ko fd;k x;k gS] mls Lohdkj djus ds fy, ,Dl

psat dks fjtsDV djus ds fy, fjtsDV dk mi
wording) ;k QkWesafVax dks cny nsaA 

h ifjorZuksa dks fjO;w dh xbZ gS] rks fuEu lans'
esa dksbZ VªSd fd, x, psat 'ks"k ugha gSaA 

o'ku ,sfMVj dh mi;ksfxrk D;k gS\ 

--------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------

o'ku ,sfMVj esa miyC/k lkekU; bufcYV QaD'ku 

--------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------

dks Lohdkj vkSj vLohdkj 

psat dk p;u djrk gSA 

lsIV dk bLrseky djsaA 

i;ksx djsa vkSj ewy :i ls 

'k ;g bafxr djrk gS fd 

-------------------------------------------------- 

-------------------------------------------------- 

-------------------------------------------------- 

-------------------------------------------------- 

-------------------------------------------------- 

D;k gSa\ 

-------------------------------------------------- 

-------------------------------------------------- 

-------------------------------------------------- 

-------------------------------------------------- 

-------------------------------------------------- 
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3½ ,d u;k MkWD;wesaV cukus vkSj mls cpkus ds fy, D;k dne gSa\ 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

4½ MkWD;wesaV fjohtu esa VªSfdax dh mi;ksfxrk D;k gS\ 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

5½ ge MkWD;wesaV esa fd, x, fdlh Hkh cnyko dh fuxjkuh dSls dj ldrs gSa\ 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

6½ ,e +,l +oMZ miyC/k VªSfdax fodYi D;k gSa\ 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

QqVuksV (Footnote) ;k ,aM uksV (Endnote) Mkyus ds fy,% 

1½ dlZj (Cursor) dks ml LFkku ij j[ksa tgk¡ M‚D;wesaV QqVuksV ;k ,aMuksV uacj 
fn[kkbZ nsrk gS] vkSj fjQjsUl@QqVuksV~l xzqi ij tk,¡A 

2½ ,d QqVuksV balVZ djus ds fy, ^balVZ (insert) QqVuksV^ (Footnote) cVu ij 
fDyd djsa ,aMuksV (Endnote) Mkyus ds fy, ^balVZ ,aMuksV^ ¼insert endnote½ 
Mkysa cVu ij fDyd djsaA 

3½ QqVuksV (Footnote) ;k ,aMuksV (Endnote) ds fy, VSDLV djsaA fQj tgk¡ 
vkius Vkbi fd;k gS ogka ls nwj fDyd djsaA 
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fdlh MkWD

1½ fjQjS

2½ usDL
fDyd

3½ MkWD;
fod

QqVuksV~l

1½ M‚D;

2½ fMyh

baMSDl ,Sa

1½  MkWD;

kD;wesaV esa QqVuksV~l ;k ,aMuksV~l dks fjO;w djus 

jSUl@QwVuksV~l ij tk,aA 

LV QqVuksV cVu ds nkbZa vksj Mª‚iMkmu ,jks (Dr
d djsaA 

;wesaV esa lh/ks fiNys ;k vk[kjh ds fy, vkxs
dYiksa esa ls p;u djsaA 

 

l ;k ,aMuksV~l dks gVkus ds fy,% 

;wesaV VsDLV ds vanj ls QqVuksV ;k ,aMuksV uacj

yhV (Delete) nck,aA 

,Vªh (Index Entry) djus ds fy, 

;wesaV VSDlV ds Hkhrj ls 'kCn ;k oMZ dk p;u d

ds fy,% 

rop Down Arrow) ij 

xs c<+us ds fy, fn, x, 

 

j pqusaA 

djsaA 



2½ jsQjsUl@baMSDl xzqi ij tk,a vkSj

3½ ekdZ baMsDl ,aVªh Mk;y‚x c‚Dl 
ds fy, fu”kku ij fDyd djsaA 
fpfàr djus ds fy,] ekdZ vkWy i

4½ ekdZ baMsDl ,aVªh Mk;y‚x c‚Dl
dks tkjh j[kus ds fy, pj.k 1 v

5½ Mk;ykWx c‚Dl ls ckgj fudyus 

 

baMSDl cukus ds fy, 

1- dlZj ogka j[ksa tgka baMSDl cukuk 

2- jsQjsal@baMsDl ij tk,a vkSj balVZ 

3- baMSDl Mk;ykWx c‚Dl dk mi;ksx
(setting) dk p;u djsa] vkSj vks +ds

 

 

 

 

j ekdZ ,aVªh cVu ij fDyd djsaA 

esa] oMZ Ýst dh p;fur ?kVuk dks ekdZ djus 
MkWD;wesaV esa bl VSDLV dh lHkh ?kVukvksa dks 
ij fDyd djsaA 

l vksiu gksus ds lkFk] M‚D;wesaV esa oMZ@Ýst 
vkSj 3 dks nksgjk,aA 

ds fy, Dykst ij fDyd djsaA 

gSA 

baMsDl cVu ij fDyd djsaA 

x djds baMSDl QkWesZV djus ds fy, lsfVaXl 
d +(OK) ij fDyd djsaA 
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baMsDl c

1½  baMsD
djsa 

2½  ekStw

3½  fjQjS
nck,¡

MkWD;wesaV 
Lopkfyr
esa] gsfMax
'kkfey fd
mRiUu d
djuk vk

igys gesa 

LVkby y
viukuk 

1½ ij 
ykxw

2½ gkse@
fy, 

cuus ds ckn ,SfM'kuy baMSDl ,SUVªht dks 'kkfey 

Dl esa tksM+s tkus okys “kCn vkSj okD;ka”k (wor
¼*ekfdaZx baMsDl ,sUVªht dks ns[ksa½*A 

twnk lwpdkad ds Hkhrj fDyd djsaA 

jSUl@baMSDl ij tk,a vkSj viMsV baMsDl cVu 
,¡A 

esa gsfMax LVkbYl ¼Heading Styles) ds vuq
r :i ls dVSUV dh ,d Vscy rkfydk mRiUu d
x + 1] gsfMax + 2 ;k gSfMax + 3 'kSfy;ksa esa ls d
fd;k tk ldrk gS] tc og cukbZ tkrh gSA 
djus ds fy, MkWD;wesaV gSfMax vkSj lc gSfMax e
ko';d gSA

e lkexzh dks fodflr djrs le; 'kSyh dks ykxw 

ykxw djus ds fy, lcls igys gesa daVsaV dks cu
gksxkA 

fDyd djsa ;k ml iSjkxzkQ ¼'kh"kZd½ dk p;u
xw djuk pkgrs gSaA 

@LVkbYl xzqi ij tk,aA lHkh LVkbysa miyC/
Mª‚iMkmu ,Sjks (Dropdown Arrow) ij fDyd 

djuk vkSj viMsV djuk% 

rd and phrase) dks fpfàr 

ij fDyd djsa( ;k F9 dh 

uqç;ksx ds vk/kkj ij] oMZ 
dj ldrk gSA ljy 'kCnksa 
dksbZ Hkh daVsaV dh Vscy esa 
blfy, daVsaV Vscy Lor% 
esa 'kh"kZd 'kSfy;ksa dks ykxw 

djus dh vko';drk gSA 

ukus ds fy, gesa ,d rjhdk 

u djsa ftls vki 'kSyh dks 

/k LVkby xSyjh ns[kus ds 
djsaA 



3½ ml LVkby ij fDyd djsa] ftls
esa ykxw djus ds fy, mi;ksx dj

,d ckj LVkby ykxw gksus ds ckn g
cukus ds fy, 

1½ dlZj dks ogka j[ksa tgka daVsaV rkf

2½ fjQjsUl@daVsaV Vscy xzqi ij tk
cVu ij fDyd djsaA 

3½ lwph esa iwoZ fu/kkZfjr fodYiksa esa l
fy, Vscy vkWQ daVsaV (Table o
dlZj fLFkfr ij Vscy vkWQ daVsaV

,d ckj Vscy vkWQ daVsaV ds fuekZ.k d
djus ds fy,A 

1½ Vscy vkWQ daVsaV ds Hkhrj fDyd 

2½ F9 dh nck,aA fuEu lans'k çdV 

3½ dsoy viMsV ist ua- ;k viMsV ,
djsa] vkSj vksds ij fDyd djsa 

Vscy daVsaV dks gVkus ds fy, 

1½ daVsaV xzqi ds jsQjsUl@Vscy ij t

2½ fjewc Vscy daVsaV (remove table 

ls vki LVkby dks p;fur vuqPNsn ¼iSjkxzkQ½ 
juk pkgrs gSaA 

e daVsaV rkfydk cuk ldrs gSaA  daVsaV Vscy 

fydk fn[kkbZ nsA 

k,a vkSj Vscy vkWQ daVsaV (Table of content) 

ls ,d dk p;u djsa ;k vkxs ds fodYiksa ds 
of content) pqusa] vkSj vksds ij fDyd djsaA 
V fn[kkbZ nsrh gSA 

ds ckn fd, x, psatksa dh rkfydk dks viMsV 

djsaA 

gksrk gS ¼fp= 11-30½% 

,saVk;j Vscy (update entire table) dk p;u 

tk,a vkSj daVsaV Vscy cVu ij fDyd djsaA 

content) dk p;u djsaA 
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cqdekdZ 
vkSj Hkfo"
Hkh tksM+ 

cqdekdZ c

1½ cqde

2½ bUl

3½ cqde
v{kj
'kkfe

4½ ,SM 

ekStwnk cq

1½ balV

2½ fyLV

3½ xks V

  

,d LFkku ;k VSDLV (Text) dk p;u djrk 
"; ds fy, igpkurs gSaA vki cqdekdZ esa Ø‚l&
ldrs gSaA 

cukus ds fy, 

ekdZ fd, tkus okys VSDLV dk p;u djsaA 

lVZ@fyad xzqi esa tk,a vkSj cqdekdZ cVu ij fDy

ekdZ uke ds rgr] ,d uke Vkbi djsa ;k pqu
j ls 'kq: djuk pkfg, ftlesa uacj 'kkfey 
fey ugha dj ldrsA 

ij fDyd djsaA cqdekdZ Mk;ykWx c‚Dl can gks 

cqdekdZ dk irk yxkus ds fy, 

VZ@fyad xzqi ij tk,a vkSj cqdekdZ cVu ij fDy

LV ls cqdekdZ uke pqusaA 

Vw (Goto) fDyd djsaA 

gS] ftls vki uke nsrs gSa 
&jsQjsal (cross-reference) 

yd djsaA 

usaA cqdekdZ ukeksa dks ,d 
gks ldrs gSa ysfdu Lisl 

tkrk gSA 

yd djsaA 



uksV% F5 dh nckus ij oMZ esa xks Vw bu
MkWD;wesaV esa blds LFkku ij tkus ds fy

,d Ø‚l&jsQjsal ,d M‚D;wesaV jhM
igqapkrk gSA Ø‚l&jsQjsal fuEu esa ls 
vkbVe] ,d gsfMax] ,d cqdekdZ] ,d
,aMuksVA 

Ø‚l&jsQjsal cukus ds fy, 

1½ ml VSDLV dks ntZ djsa tks Ø‚l&
¼lh@ØkWl jsQjsUl½A 

2½ balVZ@fyad ij tk,a vkSj Ø‚l&j

3½ jsQjsUl çdkj ds rgr] mi;qä v

u (Go-to-in) Qhpj [kqy tkrk gS] tgk¡ vki 
fy, cqdekdZ dk p;u dj ldrs gSaA  

Mj dks M‚D;wesaV esa ,d fcanq ls nwljs rd 
fdlh dks Hkh jsQj dj ldrk gS% ,d uacj 

d dSI'ku Vscy ;k xzkfQd ,d QqVuksV ;k 

&jsQjsal ds fy, 'kq#vkr gksxk  mnkgj.k 

jsQjsal cVu ij fDyd djsaA 

vkbVe dk p;u djsaA 
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4½ balVZ jsQjsUl ds rgr tks Hkh ] Ø‚l&jsQjsUl (Cross Reference) esa gh 
çnf'kZr fd;k tk,xk dk p;u djsaA 

5½ baLVZ djsa ij fDyd djsa vkSj fQj can djsaA Vscy esa Ø‚l&jsQjsal (Cross 
Reference) fn[kkbZ nsrk gSA 

(Citation) 

ç'kfLr i= cukus ds fy, 

1½ jsQjsUl VSc ij tk,a balVZ ij lkbVs'ku fDyd djsaA 

2½ MkWD;wesaV dh daVsaVesa ,d lkbVs'ku tksM+us ds fy, dlZj dks ml txg ij 
j[ksa tgk¡ vki lkbVs'ku j[kuk pkgrs gSaA 

3½ jsQsjsUl VSc ij fDyd djsaA 

4½ ^balVZ lkbVs'ku* cVu ij fDyd djsaA ;fn ;g igyh ckj gS tc vkius lkslZ 
ls lkbV fd;k gS rks ^U;w lkslZ* ij fDyd djsa] gkykafd ;fn vkius igys lkslZ 
dk mi;ksx fd;k gS rks ;g Mª‚i Mkmu esuw esa fn[kkbZ nsxk] tSlk fd uhps nh 
xbZ rLohj esa fn[kk;k x;k gSA 
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5½ ;fn vki ,d u;k lkslZ ¼source) cuk jgs gSa] rks lcls igys vkidks lkslZ 
¼source) ds çdkj dks pquus dh vko';drk gS] tSls fd iqLrd ;k ,d ys[kA 
tgk¡ og Vkbi vkWQ lkslZ  ¼type of source) dgrk gS] ogk¡ Mª‚i Mkmu esuw dk 
mi;ksx djsaA 

6½ lacaf/kr tkudkjh] tSls fd ys[kd] 'kh"kZd] o"kZ vkfn ds lkFk ckdh cDlksa dks 
HkjsaA 

7½ vksds ij fDyd djsa 

¼

tc vki ,d jsQjsUl Mkyuk pkgrs gSa] rks IyslgksYMj dk mi;ksx fd;k tk ldrk 
gS] ysfdu vkids ikl vHkh rd lHkh tkudkjh ugha gSA vkids }kjk fy[ks tk jgs 
MkWD;wesaV ds eq[; VSDLV esa ,d lkbVs'ku j[kus ds fy,] tgk¡ vki lkbVs'ku 
Mkyuk pkgrs gSa] ogk¡ dlZj ¼cursor) j[ksaA 

1½ ^jsQjsUl^ VSc ¼Reference Tab) ij fDyd djsaA 

2½ ^balVZ lkbVs'ku ¼Insert Citation) cVu ij fDyd djsaA ;fn ;g igyh ckj gS 
tc vkius lkslZ ls lkbV fd;k gS rks ,saM U;w IyslgksYMj *¼New Placeholder) 
ij fDyd djsaA ;g uhps nh xbZ rLohj esa fn[kk;k x;k gSA 
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lkslZ ls dqN tkudkjh tksM+us ;k gVkus ds fy, 

1½ jsQjsUl VSc ij fDyd djsaA 

2½ ml cVu ij fDyd djsa] tks dgrk gS fd ^eSust lkslZ lkbVs'ku ¼Manage 
Source Citation) vkSj fcfCy;ksxzkQh ¼Bibliography) esaA 

3½ vki lzksrksa dks tksM+] gVk ldrs gSa vkSj cny ldrs gSa( vki ns[k ldrs gSa fd 
bl foaMks ds fupys Hkkx esa jsQjsUl fyLV ¼Reference list) dSlh fn[krh gSA-   

 

¼

vki vius dke ds var esa ,d fcfCy;ksxzkQh dks tksM+us ds fy, bl fodYi dk 
mi;ksx dj ldrs gSaA ,slk djus ds fy, vkidks pkfg,% 
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1½ ml LFkku ij dlZj j[kus ds fy, fDyd djsa ftls vki viuh fcfCy;ksxzkQh 
Mkyuk pkgrs gSaA 

2½ jsQjsUl^ VSc ij fDyd djsa 

3½ fjcu ij lkbVs'ku vkSj fcfCy;ksxzkQh *c‚Dl esâ  fcfCy;ksxzkQh *ij fDyd djsaA 

4½ vc vki fcfCy;ksxzkQh@odZ lkbVsM balVZ fcfCy;ksxzkQh ls pqu ldrs gSaA 
igys nks fodYi ¼ fcfCy;ksxzkQh oMZ lkbVsM½ mu lHkh lzksrksa dks balVZ djsaxs 
tks MkWD;wesaV ds lkFk tqM+s gSa ¼ysfdu mUgsa vyx&vyx yscy nsxk ftlds 
vk/kkj ij vki pqurs gSa½] vkSj vafre fodYi ¼balVZ fcfCy;ksxzkQh½ mu lHkh 
lzksrksa dks lwphc) djsxk tks MkD;wesaV esa lkbVsM gSA ftl c‚Dl esa ;s fodYi 
gSa] og uhps fn[kk;k x;k gSA 

 

 

fuEufyf[kr dFku esa ls dkSu lk lR; vFkok vlR; crkb;sA 

ad½ ,d ckj cuk, x, QqVuksV ;k ,aMuksV dks gVk;k ugha tk ldrkA 

[k½ daVsaV dk baMsDl vkSj Vscy ,d gh pht gSA 

x½ IyslgksYMj dk mi;ksx rc fd;k tk ldrk gS tc vki ,d jsQjsUl j[kuk 
pkgrs gSaA 

?k½ Ø‚l jsQjsUl vkSj cqdekdZ vyx rjhds ls dke djrk gSA 

M½ oMZ Lopkfyr :i ls daVsaV dh ,d rkfydk mRiUu dj ldrk gSA 

bl v/;k; esa geus MsVk lkslZ ds lkFk ,d oMZ MkWD;wesaV dks etZ djus ds ckjs esa 
lh[kk gS] rkfd eq[; MkWD;wesaV dh dbZ çfr;k¡ fofHkUu xarO;ksa ds MsVk ds vuqlkj 
cukbZ tk ldsa] ,d çfrfyfi dks d‚ih djus vkSj uke] irk tSls fof'k"V MkWD;wesaVksa 
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esa fof'k"V tkudkjh dks cnyus ds mckÅ dke dks gVk fn;k tkrk gSA ] vkidks 
dsoy eq[; MkWD;wesaV cukus dh t:jr gS] vius eq[; MkWD;wesaV dks MsVk lzksr ds 
lkFk fyad djus ds fy, esfyax VSc esa miyC/k esy etZ lqfo/kk dk mi;ksx djds 
MsVk lzksr dk fuekZ.k djsaA tgk¡ MsVk lkslZ ls QhYM~l ¼fields) dks eq[; MkWD;wesaV esa 
lVhd LFkku ij HkstsaA vkidks mudh vko';drk gS] MkWD;wesaV dks etZ djsaA 
,dkf/kd çfr;ksa ds lkFk vkidk u;k MkWD;wesaV fizafVax ;k ,fMfVax ds fy, rS;kj gks 
tk,xkA 

,e +,l +oMZ esa jkbfVax bDos'ku ges'kk ,d eqf'dy dke gksrk gS] mi;ksx fd, tkus 
okys lHkh fpà dhcksMZ ¼Keyboard) esa miyC/k ugha gksrs gSa vkSj çrhd ls <wa<uk 
vkSj lfEefyr djuk FkdkÅ dk;Z gks ldrk gSA bUlVZ VSc esa miyC/k bDos’ku 
,fMVj dk mi;ksx djds ge lkekU; lehdj.kksa dks Hkh lfEefyr dj ldrs gSa] 
ftlls ge viuh vko';drk ds fglkc ls lehdj.k cuk ldrs gSaA 

,e +,l +oMZ esa miyC/k VªSfdax fodYi ,d ckj MkWD;wesaV cukus ;k MkWD;wesaV dh 
fjO;w ds fy, fd, x, psatksa ij utj j[k ldrk gSA VªSfdax v‚I'ku ,e,loMZ ds 
fjO;w VSc esa miyC/k gSA 

,e +,l +oMZ esa rduhdh vkSj is'ksoj ys[ku ds fy, ,d egku midj.k gS] tSls fd 
QqVuksV] lkbVs'ku] bamSfDlax] fQxj Vscy vkSj fcfCy;ksxzkQh tSls jsQjsUl ds fy, 
lHkh fodYi ,e,l oMZ esa miyC/k gSaA  

esy etZ ¼ esy etZ p;fur tkudkjh dks ,d MkWD;wesaV ls nwljs 
MkWD;wesaV esa LFkkukarfjr djus dh çfØ;k gSA 

eq[; MkWD;wesaV ¼  esy etZ esa] eq[; MkWD;wesaV lkekU; i= gksrk 
gS] ftlesa çR;sd foy; fd, x, MkWD;wesaV ds fy, lkekU; lkexzh gksrh gSA blesa 
QhYM (field) uke 'kkfey gSa] tks MkWD;wesaV esa vko';d LFkkuksa ij Mkys x, gSa] 
ftlesa etZ djus ds funsZ'k gSaA 

MsVk lzksr  MsVk lkslZ mu O;fä;ksa ds fjd‚MZ gSa] ftUgsa i= Hkstk 
tkuk gS] ftUgsa MsVk Qkby Hkh dgk tkrk gSA MsVk Qkbyksa esa laxzghr tkudkjh dks 
esy etZ djds eq[; MkWD;wesaV esa yk;k tkrk gSA 

Q‚eZ ysVj  Q‚eZ ysVj esy etZ ls cuk MkWD;wesaV gksrk gS] ftlesa 
MsVk lzksr ls çR;sd tkudkjh ds lkFk eq[; MkWD;wesaV dh lkexzh gksrh gSA 

bDos'ku laiknd ¼ ,e +,l +'kCn bDos’ku laiknd lqfo/kk ys[ku 
xf.krh; vkSj oSKkfud bDos’ku dks ljy cukrh gSA 

VªSfdax  VªSfdax eq[; :i ls MkWD;wesaV la'kks/ku ds fy, mi;ksx dh tkrh 
gSA psatksa dks fpfàr djus ds fy, VªSd psat lqfo/kk dk mi;ksx djsaA cnyko dks 
Lohdkj djus vkSj vLohdkj djus ds fy, ,d MkWD;wesaV dh fjO;w (review) djsaA 

cqdekdZ ¼ ,d cqdekdZ fdlh LFkku ;k ikB ds p;u dh igpku 
djrk gS] ftls vki uke nsrs gSa vkSj Hkfo"; ds lanHkZ ds fy, igpkurs gSaA 
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Ø‚l&jsQjsal ¼ ,d Ø‚l&jsQjsal ,d M‚D;wesaV jhMj dks 
M‚D;wesaV esa ,d fcanq ls nwljs rd igqapkrk gSA Ø‚l&jsQjsal fuEu esa ls fdlh dks 
Hkh lanfHkZr dj ldrk gS% ,d uacj vkbVe] ,d gsfMax] ,d cqdekdZ] ,d dSI'ku 
Vscy ;k xzkfQd; ,d QqVuksV ;k ,aMuksVA 

IyslgksYMj  IyslgksYMj dk mi;ksx rc fd;k tk ldrk gS] tc 
vki ,d jsQjsUl Mkyuk pkgrs gSa] ysfdu vkids ikl vHkh rd lHkh tkudkjh ugha 
gS 

1½ vki esy etZ ls D;k le>rs gSa\ 

2½ esy etZ ds fofHkUu ?kVdksa dks ifjHkkf"kr djsaA 

3½ vki esy etZ gsYij dh foaMks dSls 'kq: djrs gSa\ 

4½ esy etZ gsYij foaMks ds etZ vkSj Dosjh fodYi ds chp varj crkb;sA 

5½ ,d is'ksoj MkWD;wesaV fy[kus esa bDos'ku ,sfMVj dh D;k Hkwfedk gS\ 

6½ vki bDos'ku ,fMVj dks dSls ykxw dj ldrs gSa\ 

7½ ,e-,l-oMZ esa dkSu ls fofHkUu daVsaV Vscy fodYi miyC/k gS\ 

8½ ,e-,l-oMZ daVsaV Vscy cukus ds pj.kksa dks le>kb,A 

9½ cqdekdZ vkSj Ø‚l jsQjsUl ds chp varj djsaA 

10½ lkbVs'ku vkSj fcfCy;ksxzkQh ds chp varj djsaA 

1½  ¼da½ lR; ¼[k½  lR; ¼x½ vlR; ¼?k½ lR; ¼M+½ vlR; 

¼p½ lR; 

d½ lR; [k½ vlR; x½ lR;  ?k½ lR;  M +½ lR; 

;s ç'u vkids vH;kl ds fy, gSaA buds mÙkj fy[kus dk vH;kl djsa fdarq 
mŸkjksa dks fo'ofo|ky; esa ewY;kadu ds fy, u HkstsaA ç'uksa ds mÙkj 
fy[kdj vki Lo;a viuh izxfr dh tk¡p dj ldrs gSaA 
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12-0  mís'; 

12-1  çLrkouk 

12-2  O;kolkf;d fjiksVZ cukuk 

12-3  O;kolkf;d fjiksVZ ds fy, ,e-,l-oMZ dk mi;ksx djuk 

12-3-1  doj ist 

12-3-2  daVsaV rkfydk 

12-3-3  gSMj vkSj QqVj 

12-3-4  ist uacj tksM+sa 

12-3-5  lgh LVkby vkSj Q‚UV pquuk 

12-3-6  iSjkxzkQ dks O;ofLFkr ¼LVkby½ djsa 

12-3-7  ist czsd dks daVªksy djuk 

12-3-8  LVkbYl dk bLrseky djsa 

12-3-9  dSI'ku 

12-3-10  fDod ikVZ~l dk mi;ksx djsa 

12-3-11  ist c‚MZlZ 

12-3-12  jsQjsal vkSj dksyScksjs'ku 

12-4  fjiksVZ dks vafre :i nsuk 

12-4-1  gLrk{kj 

12-4-2  o‚VjekdZ 

12-4-3  MkWD;wesaV dks ^^jhM vksuyh^^ ikloMZ izksVSDV ;k fjfLVªDV djuk 

12-5  uewuk O;kikj i= 

12-5-1  daIkuh ifjp; i= 

12-5-2  baVsaV i= 

12-5-3  eseks   

12-6  foLr`r ifj;kstuk fjiksVZ cukuk  

12-6-1  ifj;kstuk ,fj;k {ks= dk fooj.k 

12-6-2  ifj;kstuk ykxr fooj.k 

12-6-3 ifj;kstuk  fuos”k ekunaM 

12-6-4  Mh +ih +vkj +lajpuk 

12-6-5  Mh +ih +vkj + cukus ds fy, ,e +,l +oMZ dk mi;ksx djuk 

12-7  lkjka'k 

12-8  'kCnkoyh 

12-9  Loij[k ç'u 



243

bl bdkbZ dk v/;;u djus ds ckn vki bl ;ksX; gks ldsaxs fd % 

  O;kolkf;d fjiksVZ cukus ds rjhds dks le> ldsa( 

  fjiksVZ fy[kus esa ,e-,l oMZ ds vuqiz;ksx vkSj mi;ksx dks le> ldsa( 

  ,e +,l +oMZ dk mi;ksx djds O;olk; i= fy[kus dk rjhdk le> ldsa( 

  Mh +ih +vkj +dh lajpuk dks le> ldsa( vkSj 

  ,e +,l +oMZ dk mi;ksx djds Mh +ih +vkj +fy[k ldsaA 

,e +,l +oMZ dk mi;ksx fofHkUu çdkj ds MkWD;wesaV] tSls vkWfWQl laokn] fjT;we] 
baohVs”ku] eseks ds fy, fd;k tkrk gSA bl MkWD;wesaV dks ljy lapkj ls yEch 
fjiksVksaZ rd fy[kus ds fy, vyx&vyx fLdy lsV dh vko';drk gksrh gS] ftls 
ge is”ksoj fjiksVZ ys[ku dgrs gSaA ekbØkslkW¶V lqfo/kk,¡ bu nLrkostks ds fuekZ.k] 
lg;ksx vkSj izca/ku djus esa enn djrk gSA ;g MkWD;wesaV dks dq'kyrkiwoZd 
fMtkbu vkSj ,fMV djus esa Hkh egRoiw.kZ gSA O;kolkf;d fjiksVZ vkSj M‚D;wesaVs'ku 
ds fy, 'kks/k vkSj fo'ys"k.k dk çdk'ku vko';d gSA O;kolkf;d okrkoj.k esa 
daVsaV ds lkFk&lkFk MkWD;wesaV dk mfpr :i vkSj Lo:i gksuk cgqr egRoiw.kZ gSA 
;g bdkbZ gesa viuh rduhd dks viMsV djus vkSj gekjs fMtkbu vkSj 
MkWD;wesaVs'ku fLdy dks rst djus ds fy, ekxZn'kZu djrh gSA 

fjiksVZ QkWesVZ ,d laxBu ls nwljs laxBu esa fHkUu gks ldrk gS] ysfdu eksVs rkSj 
ij ;fn ge ns[ksa rks ,d O;kolkf;d fjiksVZ esa lkekU; :i ls fuEufyf[kr rjhds 
gksaxs% 

1½  ;g le>uk egRoiw.kZ gS fd ge ;g fjiksVZ D;ksa fy[k jgs 
gSaA O;kikj esa dbZ rjg dh fjiksVZ dk mi;ksx fd;k tkrk gS] eksVs rkSj ij ;k 
rks tkudkjh ds fy, ;k fQj [kjhnkjh ds fy,A ,d fjiksVZ ,d rduhdh 
fjiksVZ gks ldrh gS] tks çfØ;k vkSj i`"BHkwfe dh tkudkjh ;k fdlh ifj;kstuk 
dh çxfr fjiksVZ dk o.kZu djrh gSA fdlh Hkh fjiksVZ dks fy[kus ls igys 
fjiksVZ fy[kuk D;k vkSj D;ksa gS] bldk mÙkj nsuk egRoiw.kZ gSA 

2½  n'kZdksa dk ewY;kadu djuk ;g tkuus ds fy, egRoiw.kZ gS 
fd fjiksVZ dks dkSu i<+sxk\ D;k os le> ik,axs fd vki D;k laokn djus dh 
dksf'k'k dj jgs gSa\ fo"k; ds ikBdksa dk Kku ml lkexzh dks cgqr çHkkfor 
djsxk ftls vki cuk jgs gSa ;k ftl rjg dh tkudkjh vki nsus dk bjknk 
j[krs gSaA 
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3½  ;g Li"V gS fd gesa ml fo"k; dk xgu Kku gksuk pkfg, 
ftlds fy, vki fjiksVZ fy[k jgs gSaA fo"k; ij 'kks/k djuk vkSj viuh ckr 
lkfcr djus ds fy, lHkh çklafxd tkudkjh 'kkfey djuk egRoiw.kZ gSA vki 
fofHkUu çdkj ds lalk/kuksa tSls if=dkvksa] lekpkj i=ksa ds ys[k] fdrkcsa] 
osclkbV vkfn dk mi;ksx dj ldrs gSaA 

4½  ,d O;kolkf;d fjiksVZ dh lajpuk esa fuEufyf[kr 
vko';d ckrsa 'kkfey gks ldrh gSa 

 'kh"kZd ist 

 dk;Zdkjh lkjka'k 

 fo"k;lwph 

 ifjp; 

 fjiksVZ dk eq[; Hkkx 

 fu"d"kZ 

 flQkfj'k djuk 

 vuqca/k 

 xzaFk lwph vkSj lanHkZ 

5½ fy[kuk] laikfnr djuk] lcwr i<+uk vkSj [kRe djuk% ,d ckj tc vki viuh 
fjiksVZ dks lajfpr dj ysrs gSa] rks daVsaV ds lkFk 'kh"kZ ys[k HkjsaA ,d ckj 
vkids ikB dk vf/kdka'k fgLlk blds ek/;e ls i<+k tkrk gS vkSj lqfuf'pr 
djsa fd ;g vPNh rjg ls py gSA O;kdj.k vkSj orZuh dh tk¡p djsa] vkSj 
lHkh çklafxd tkudkjh vkSj mlds rkfdZd çokg dh nksckjk tk¡p djsaA 

,e +,l +oMZ çHkkoh fjiksVZ ys[ku ds fy, ,d cM+k Vwy gSA ekbØkslkW¶V oMZ dh 
fo'ks"krk,a ge uhps doj djsaxs %  

igyk ist vkids jhMj ds lkFk laidZ dk igyk fcanq gSA oMZ esa VkbVy ist dh 
fcYV xSyjh gksrh gSA vkidks cl viuh fjiksVZ ds fy, miyC/k doj istksa esa ls 
,d pquuk gSA 

doj ist cukus ds fy, 

1½ balVZ ij tk, > ist xziq ij tk, > doj ist ij fDyd djsA MkWD;wesaV dh 
'kq#vkr esa fMQ‚YV (default) :i ls doj ist fn[kkbZ nsrk gSA 



 

2½ ekbØksl‚¶V oMZ 2010 vkidks 18
v‚fQl M‚V d‚e (office.com) i

(Conten

tSlk fd fiNys v/;k; esa ppkZ dh x
dks gkFk ls ugha fy[kuk gSA jsQjsUl 
vkidh :ijs[kk ysrh gS vkSj bls vk
cnyuk pkgrs gSa] rks Hkh] vki bls vkl

 

 

8 çh&Q‚esZV fd, x, VsEiysV vkSj rhu vkSj 
ij çnku djrk gSA 

nt Table) 

xbZ gS] ekbØksl‚¶V oMZ esa] vkidks laiw.kZ TOC 
ds varxZr daVsaV Vscy Lopkfyr Vwy gS tks 
kids fy, fMtkbu djrh gSA tc vki dqN 
lkuh ls viMsV j[k ldrs gSaA  
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fjiksVZ esa 
ckjs esa t
MkWD;wesaV
bls cuk;
çdk'ku d

ist la[;
esa gS½A 

vki fjcu
bls fMt
nsrk gSA 

(Header and Footer

gsMj vkSj QqVj  egRoiw.kZ gSa D;ksafd eq[; mís
tkudkjh çnku djuk gSA os ist uacj ds fy,
ds gsMj esa fjiksVZ dk VkbVy gksuk pkfg,] vkSj 

;k gSA orZeku [kaM dk 'kh"kZd lgk;d gSA nwljh
dh frfFk vkSj vko';d vU; ç'kklfud tkudkjh

;k QqVj esa lcls vPNh yxrh gS ¼gSMj ds foijh

u ij balVZ > ist uacj cVu ls ,d ewy ist l
tkbu VSc ls Hkh tksM+ ldrs gSa tks gsMj vkSj Qq

r)

ís'; gj i`"B ij fjiksVZ ds 
, lkekU; izn”kZu {ks= gSaA 
laHkor% bldk uke ftlus 
h vksj] QqVj esa i`"B la[;k] 
jh 'kkfey gksuh pkfg,A 

jhr tSlk fd Åij dh Nfo 

la[;k tksM+ ldrs gSaA vki 
QqVj dks tksM+us ij fn[kkbZ 

,d is'ksoj oMZ fjiksVZ esa Q‚UV dh vkidh ilan u dsoy ;g fu/kkZfjr djrh gS fd 
VSDLV dSlk fn[krk gS] cfYd ;g Hkh fd VSDLV dSls Nik gSA vki vf/kdre çHkko ds 
fy, nksuksa pkgrs gaSA vki fdlh laiw.kZ MkWD;wesaV ;k fdlh MkWD;wesaV ds fof'k"V Hkkxksa ds 
fy, ,d VkbiQsl ¼;kuh Q‚UV dk –'; :i½ ykxw dj ldrs gSaA lHkh Q‚UV fodYi 
gkse VSc ls miyC/k gSaA gkse > QkWUV ij tk,aA

fp= 12-3 %  ist uacj



ekbØksl‚¶V oMZ esa fMQ‚YV Q‚UV dSf
ds fy, okLdfoysZ vkSj tkWftZ;k vPNs 

vki viuh ykbuksa ds flaxy Lisl v
cny ldrs gSaA  Lisflax dks cnydj
ldrs gSa ;k ;g /kkj.kk ns ldrs gSa f
fd;k gSA 

iwjs MkWD;wesaV ds fy, iSjkxzkQ dks cny
djuk csgrj gS] vU;Fkk] ;fn vki vi
os Hkh cny tk,axsA 

fyczh gSA VkbEl U;w jkseu ds T+;knk bLrseky 
fodYi gSaA 

vkSj Mcy Lisl }kjk iSjkxzkQ ds dkWesaV dks 
j] vki ,d MkWD;wesaV dks i<+us esa vklku cuk
fd ;g yack gS vkSj vkius blesa vf/kd dke 

yus ds fy,] VSDLV ds çR;sd Cy‚d dk p;u 
iuh fjiksVZ esa gsMj dk mi;ksx dj jgs gSa] rks 
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fp= 12-4 %  ist uacj

fp= 12-5 %  ist uacj
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,d vkSj
ftldk m
fy,] gkse
pkgrs gSa 

blds ckn
iSjkxzkQ 
ds fy, v

ist czsd
MkWD;wesaVksa
esa ,d is
czsd yxk

eSU;qvy 
'k‚VZdV 

j csgrj fodYi gS] ;fn vki ml fo'ks"k 'kSyh
mi;ksx vki iSjkxzkQ dks QkWesZV djus ds fy, 
e > LVkbYl ij tk,aA ml 'kSyh ij jkbV fDy
vkSj ^eksfMQkbZ djsa^ pqusaA 

n QkesZV iSjkxzkQ ij fDyd djsa tks okrkZ d{k d
ds fy, Lisflax] baMsaVs'ku vkSj vykbaesaV dks cn
vksds fDyd djsaA 

nks istksa esa ikB ds fujarj Cy‚d dks foHkkftr
ka ds fy, egRoiw.kZ lajpukRed rRo gSaA oMZ Lop
it czsd fojke lfEefyr djrk gSA ysfdu ,d 
k ldrs gSa] tgk¡ vki mUgsa pkgrs gSaA 

ist czsd Mkyus ds fy,] balVZ ist czsd ij fDyd
daVªksy $ ,aVj ¼CTRL + Enter½ gSA 

yh dks vuqdwfyr djrs gSa] 
dj jgs gSaA ,slk djus ds 

yd djsa ftls vki cnyuk 

ds fupys Hkkx ij gSA vc] 
nysaA Mk;ykWx dks can djus 

 

r djrk gSA ist czsd yacs 
opkfyr :i ls ist ds var 
yacs MkWD;wesaV esa] vki ist 

d djsaA blds fy, dhcksMZ 
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(Styles) 

;fn vki VsDLV Q‚esZfVax dks tYnh ls cnyuk pkgrs gSa] rks oMZ LVkbYl lcls 
çHkkoh midj.k gSaA LVkbYl dk mi;ksx mu fof'k"V Hkkxksa esa cnyko djus ds fy, 
djsa ftuds fy, vki mifLFkfr cnyuk pkgrs gSaA LVkbYl ds fy, ml VSDLV ds 
fgLls dks pqusa ftls vki cnyuk pkgrs gSaA gkse VSc ij LVkby lsV ij tk,¡A vki 
muds tSlk fn[krs gSa mlds iwokZoyksdu ns[k ldrs gSaA og LVkby pqusa tks vkidh 
lkexzh ds fy, mi;qDr gksA mnkgj.k ds fy,] vius nLrkost esa 'kh"kZdksa ds fy, 
,d 'kh"kZd 'kSyh pqusa ;k] fdlh Hkh m)j.k ds fy, ,d fo'ks"k 'kSyhA vki ,d 
ekStwnk 'kSyh dks Hkh la'kksf/kr dj ldrs gSa vkSj “kq:vkr ls ubZ 'kSyh cuk ldrs 
gSaA ge iwjs nLrkost ds fy, ,d LVkby lsV pqu ldrs gSaA

 

(Caption) 

gj rLohj] pkVZ ;k fp=.k dks Li"V :i ls o.kZu djus ds fy, ,d dSI'ku dh 
vko';drk gksrh gSA ;g ikB dh ,d flaxy ykbu gS] tks vkerkSj ij ,d xzkfQd 
ds uhps fLFkr gksrh gSA dSI'ku Hkh ,d egRoiw.kZ lanHkZ gS tc vkidks mUgsa fdlh 
vU; LFkku ij mYys[k djus dh vko';drk gksrh gSA 

,d dSI'ku tksM+us ds fy, vki ftl dSI'ku dks tksM+uk pkgrs gSa] mls jkbV&fDyd 
djsa vkSj bUlVZ dSI'ku pqusaA 
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Mk;ykWx
(configu

izksQs'kuy
mi;ksx d
'kq: dju
gj MkWD;w
d‚ih isL
mi;ksx d

fDod ik
esa daVsaV 

lso djsa v

1½  vius
esa ls

2½  baLVZ
cnys

c‚Dl esa] viuk dSI'ku VSDLV tksM+sa vkSj 'ks
ure) djsaA dSI'ku dks oMZ esa Lopkfyr :i ls lan

y MkWD;wesaV nksgjk, tk ldrs gSaA ;gh dkj.k gS 
dh tkus okyh daVsaV ds fy, fDod ikVZl (quic
uk pkfg,A mnkgj.k ds fy,] eku ysa fd ,d d W
;wesaV ;k] dqN ifjp;kRed tkudkjh ds lkFk '
LV ds ctk;] mUgsa fDod ikVZ~l ds :i esa lso
djsaA fDod ikVZ gkse VSc ds VSDLV xzqi esa gSA 

kVZ~l Hkh fcfYMax Cy‚d dk ,d çdkj gSA vki 
ds lHkh iqu% iz;ksx gksus okyh Cy‚dksa dh xSyjh n

vkSj nks pj.kksa esa vius Lo;a ds fDod ikVZ~l dk 

us MkWD;wesaV ds okD;ka'k] okD; ;k vU; Hkkx dk 
lso djuk pkgrs gSaA  

VZ VSD:V xzqo fDpd ikVZ~l fDod ikVZ xSyjh esa l
ysa vkSj ;fn vki pkgsa rks ,d fooj.k tksM+saA vksds

 

'ks"k fodYiksa dks d‚fUQxj 
nfHkZr fd;k tk ldrk gSA 

fd vkidks gj le; iqu% 
ck parts) dk mi;ksx djuk 
dkWUVªSDV DykWt gS ftls vki 
'kkfey djrs gSaA ckj&ckj 
o dj vkSj mUgsa ckj&ckj 

 

fcfYMax Cy‚d v‚xZukbtj 
ns[k ldrs gSaA 

iqu% mi;ksx djsa% 

p;u djsa ftls vki xSyjh 

lysD'ku dks lso djsaA uke 
ds ij fDyd djsaA 
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lgsth xbZ daVsaV dk iqu% mi;ksx djus ds fy, viuk dlZj tgk¡ vki fDod 
ikVZ~l xSyjh ls p;u lfEefyr djuk pkgrs gSaA lfEefyr djsa *>* ikB lewg 
Rofjr Hkkxksa ij tk,aA fQj ml okD;] okD;ka'k ;k vU; lgsts x, p;u ij fDyd 
djsa] ftldk vki iqu mi;ksx djuk pkgrs gSaA 

fDod ikVZ~l esuw esa vU; Jsf.k;ka gSa 

1½ vkWVksVSDlV 
2½ MkWD;wesaV izkWiVhZ 

3½ QhYM 

 

 

 ;g VSDLV ds fdlh Hkh Cy‚d ds fy, fDod ikVZ~l dh rjg dke 
djrk gS] ftls vki ckj&ckj bLrseky djrs gSaA mnkgj.k% ,d uksV ftls vki gj 
MkWD;wesaV ds lkFk mi;ksx djuk pkgrs gSaA 

 fujarj ckrksa dk ,d lsV ftls vki gj MkWD;wesaV ds lkFk 
'kkfey dj ldrs gSaA mnkgj.k% daiuh dk uke ;k ys[kdA 

 ;s iwoZfu/kkZfjr rRo gSa tks Lopkfyr :i ls viMsV gksrs gSaA mnkgj.k% 
fnukad] le;] i`"B la[;k vkfnA 

ist ysvkmV lewg esa ist ysvkmV VSc ls fofHkUu çdkj dh ykbu LVkby vkSj 
pkSM+kbZ vkSj vkVZ ckWMZj miyC/k gSa 
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. 

vki ist ckWMZj lhek ds fy, jax] pkSM+kbZ vkSj ;gka rd fd fofHkUu dyk :iksa dk 
mi;ksx dj ldrs gSaA 

fiNys v/;k;ksa esa ppkZ fd, x, lanHkZ vkSj lg;ksx dks vko';drkuqlkj vkSj tc 
Hkh ykxw fd;k tk,A 

1½ ,d baMsDl cuk,a ¼bdkbZ 11 ns[ksa½ 

2½ fcfCy;ksxzkQh cukuk ¼bdkbZ 11 ns[ksa½ 

3½ Ø‚l&jsQjsaflax ¼bdkbZ 11 ns[ksa½ 

1½ O;kolkf;d  fjiksVZ D;k gS\ 

 ----------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------- 

2½ O;kolkf;d  fjiksVZ ys[ku esa fDod ikV~Zl dh mi;ksfxrk D;k gS\ 

 ----------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------- 
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3½ ,e +,l +oMZ esa dkSuls fofHkUu jsQsjsUl LVkby miyC/k gSa\ 

 ----------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------- 
4½ ,e +,l +oMZ esa ist czsd dk D;k egRo gS\ 

 ----------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------- 

fjiksVZ dks vuf/k—r ifjorZu vkSj (Plagiarism) ls cpkus ds fy, vafre :i nsuk 
lqj{kk mik; gSA vkids lk>k djus ls igys ;s lqj{kk mik; vkidh bysDVª‚fud 
Qkby dks ,d vfrfjDr Lrj dh çkekf.kdrk nsaxsA 

;g Hkkx doj djsxk% 

  gLrk{kj 

  o‚VjekdZ Mkyuk 

  MkWD;wesaV dks jhM vksuyh (read only) cuk,a 

  ikloMZ vkids MkWD;wesaV dh lqj{kk djrk gS 

  vius MkWD;wesaV dks ih +Mh +,Q +esa fçaV djsa 

vki fjiksVZ esa ,d O;fDrxr Li'kZ ds fy, VSDLV gLrk{kj tksM+ ldrs gSaA ysfdu 
,d lk/kkj.k VSDLV flXuspj dks fdlh Hkh çek.khdj.k dh vko';drk ugha gSA ,d 
fMftVy gLrk{kj vkids MkWD;wesaV dks vuf/k—r igq¡p ls cpkus dk csgrj rjhdk 
gSA ,d fMftVy gLrk{kj ;g iqf"V djrk gS fd MkWD;wesaV gLrk{kjdrkZ ls vk;k gS 
vkSj fdlh Hkh rjg ls NsM+NkM+ ugha dh xbZ gSA ekbØksl‚¶V oMZ ¼Microsoft 
Word) esa ,d flXuspj ykbu cuk,¡A MkWD;wesaV esa] viuk dlZj ogk¡ j[ksa tgk¡ vki 
gLrk{kj ykbu cukuk pkgrs gSaA 

1½ balVZ VSDLVxzqi flXuspj ykbu ij tk,a vkSj ekbØksl‚¶V vkQfQl flXuspj 
ykbu ij fDyd djsaA 

2½ flXuspj lsVvi okrkZ d{k çnf'kZr gksrk gSA ladsr ds vuqlkj QhYM HkjsaA ;fn 
vki gLrk{kj djus ds fy, fdlh vkSj dks MkWD;wesaV Hkst jgs gSa] rks blds fy, 



254 

vkjf{kr QhYM esa gLrk{kjdrkZ ds fy, funsZ'k tksM+sa ¼gLrk{kjdrkZ dks funsZ'k½A 
;fn gLrk{kjdrkZ dks lkbu bu djsa okrkZ d{k esa fVIi.kh djus dh vuqefr nsa] 
rks gLrk{kjdrkZ gLrk{kj djus dk mís'; Hkh tksM+ ldrk gSA 

 

 

,d gLrk{kj ntZ djsa% tc vkidks fMftVy gLrk{kj ds lkFk MkWD;wesaV ij gLrk{kj 
djus dh vko';drk gksrh gS] rks gLrk{kj ykbu ij tk,a vkSj ml ij jkbV fDyd 
djsaA vkidks fMftVy vkbZMh ls lkbu bu djus ds fy, çsfjr fd;k tk,xkA ;fn 
vkids ikl ,d ugha gS] rks ekbØksl‚¶V vkidks ,d gLrk{kj lsok Hkkxhnkj ls ,d 
çkIr djus ds fy, dgsxkA 

ekbØksl‚¶V oMZ o‚VjekdZ MkWD;wesaV dh fLFkfr ds fy, ,d mi;ksxh –'; ladsrd 
gSA mnkgj.k ds fy,] vki ,d o‚VjekdZ dk mi;ksx dj ldrs gSa tks dgrk gS fd 
^^d‚ih u djsa^^ ;k ^^xksiuh;^^ ;g nLrkost gSA 

1½ ist ysvkmV VSc i`"B i`"BHkwfe ij tk,a vkSj o‚VjekdZ pqusaA o‚VjekdZ cVu 
dsoy fçaV –'; esa l{ke fd;k tk,xkA 
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1½ vki xSyjh ls ,d rLohj ;k ,d VSDLV o‚VjekdZ pqu ldrs gSaA nksuksa {kSfrt 
vkSj fod.kZ laLdj.k miyC/k gSaA okrkZ d{k vkidks lHkh vuqdwyu fodYi nsrk 
gS 

2½ vki vius dLVe o‚VjekdZ cukus ds fy, VsDLV QhYM esa viuk VsDLV Vkbi 
dj ldrs gSaA 

3½ o‚VjekdZ dks vius MkWD;wesaV esa ykxw djus ds fy, vksds pqusaA oMZ Lopkfyr 
:i ls VkbVy ist dks NksM+dj gj ist ij o‚VjekdZ ykxw djrk gSA 

,d O;kolkf;d fjiksVZ dks vke rkSj ij vius ikBdksa }kjk laikfnr djus dh 
vko';drk ugha gksrh gSA gekjs ikl MkWD;wesaV dks ih +Mh +,Q çk:i esa cnyus dk 
fodYi gS] ysfdu gekjs ikl MkWD;wesaV dh lqanjrk cuk, j[kus ds fy, ,d vkSj 
fodYi gS fd ge ,e,loMZ MkWD;wesaV dk dsoy ,d laLdj.k i<+ ldrs gSa 

1½  Qkby VSc > bUQks > izksVsDV MkWD;wesaV > ekdZ ,st+ Qkbuy ij tk;saA 

2½ tc ikBd ,d MkWD;wesaV [kksyrs gSa] rks VkWi ij ,d ckj ikBdksa dks dsoy bl 
MkWD;wesaV dks i<+us ds fy, çsfjr djsxkA ysfdu] os ,fMV eksM esa MkWD;wesaV dks 
[kksyus ds fy, ^^,fMV ,Suhos^^ ij fDyd dj ldrs gSaA 
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ikloMZ çksVsDV djus ds fy, vius M‚D;wesaV-QeZ vupkgs ,fMV dks ikloMZ cSfj;j 
ds lkFk djsaA 

1½ çksVsDV M‚D;wesaV ds rgr] ikloMZ ls ,ufØIV pqusaA ,d ikloMZ Vkbi djsa 
vkSj vksds ij fDyd djsaA 

2½ ikloMZ dh iqf"V djsa c‚Dl esa] ikloMZ fQj ls Vkbi djsa] vkSj mlds ckn 
vksds ij fDyd djsaA MkWD;wesaV ikBd ds fy, ,d ikloMZ ds fy, ladsr ds 
lkFk [kqysxkA 

  



1½ çksVsDV M‚D;wesaV ds rgr] fjfLVªD
vkSj vksds ij fDyd djsaA 

2½  ,fMfVax çfrca/kksa ds rgr] MkWD
vuqefr nsa] vkSj ;g lqfuf'pr d
i<+sa½A 

3½  laiknu ukdkcanh ls dqN oxksaZ 
vuqHkkxksa dk p;u djsaA ,d ls v
mi;ksx djrs gq, {ks= dk p;u d

4½  vki çfrcaf/kr laiknu iSuy esa v
ldrs gSaA ;k] eksj ;wt+lZ ij fDy
vuqHkkxksa dks la'kksf/kr djus dh v
lkFk fpfàr fd;k tk,xkA 

5½  ;Sl ¼yes) ij fDyd djsa] lqj{kk 

6½  vc] [kqyus okys c‚Dl esa ,d vf}
djus ds fy, bls fQj ls fy[kuk

ifjp; dk ,d daiuh ySVj igyk la
u, xzkgd] ;k vkids laxBu ls O;ko
j[krs gq,] vkidh çkjafHkd Nki ml fj

 
 
 
 
 

 

 

DV ,fMfVax djsa pqusaA ,d ikloMZ Vkbi djsa 

D;wesaV esa dsoy bl çdkj ds ,fMfVax dh 
djsa fd lwph esa dksbZ ifjorZu ugha gS ¼dsoy 

dks eqDr djus ds fy,] laiknu ds fcuk 
vf/kd {ks= dk p;u djus ds fy,] ekml dk 
djrs gq, dVªksy ¼CTRL) ij fDyd djsaA 

viokn ¼oSdfYid½ ds rgr lHkh dh tkap dj 
yd djsa] vkSj dsoy fof'k"V mi;ksxdrkZvksa dks 
vuqefr nsaA Lohdk;Z {ks=ksa dks oxZ dks"Bd ds 

ykxw djuk 'kq: djsaA 

f}rh; ikloMZ Vkbi djsaA vkidks bldh iqf"V 
k gksxkA 

lapkj gks ldrk gS] tks vkids laHkkfor xzkgd] 
kolkf;d laidZ çkIr djrk gSA bls /;ku esa 
fj'rs dh lQyrk ds fy, egRoiw.kZ gSA 
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i= ikus okys dk uke 
laxBu dk uke 
irk 

jsQjsUl ¼lanHkZ½ ;g i= fy[kus dk laf{kIr dkj.k crk,aA ;g vkidh vko';drkvksa 
ij fuHkZj gks ldrk gSA tcfd dqN vius xzkgdksa ds fy, ,d u;k mRikn is'k dj 
jgs gSa] dbZ vU; vius laHkkfor xzkgdksa dks vius O;olk; ds ckjs esa lwfpr dj 
ldrs gSaA 

ifjpkyd iSjkxzkQ esa vkidks viuh daiuh ds ckjs esa crkuk pkfg, ¼vxj vki bls 
xzkgdksa dks is'k dj jgs gSa½ tkudkjh lfgr tSls laxBu dk ekfyd dkSu gS vkSj 
bl QeZ ds ckjs esa D;k vlk/kkj.k gSA ;fn vki vius O;olk; dks u;s xzkgdksa dks 
O;kikj foLrkj ds fy, /ku dks vkdf"kZr djus ds fy, 'kq: dj jgs gSaA] vkidks 
QeZ dh tkudkjh vkSj LFkkiuk ds o"kZ dks crkrs gq, ,d tksjnkj 'kq#vkr ds lkFk 
'kq: djuk pkfg,A 

vki ckrphr] vf/kxzg.k] vuqca/k] vkSj [kjhn lfgr fofHkUu O;kolkf;d fLFkfr;ksa esa 
vk'k; i=] ;k C;kt i= dk mi;ksx dj ldrs gSaA bl çdkj dk lapkj ;g 
lqfuf'pr djus esa enn dj ldrk gS fd i{k vkids laxBu ds bjkns dh Li"V 
rLohj ds lkFk ,d gh ist ij gSaA 

fiz; ¼izkIr djus okys dk uke½ 

laf{kIr ifjp; iSjkxzkQ bafxr djsa fd vki bl i= dks ,d fof'k"V dk;ZokbZ djus 
ds bjkns ls izLrqr dj jgs gSa ¼[kjhn] lkFkh] vf/kxzg.k] ykblsUl vkfn½ bafxr djsa 
fd vk'k; fuEufyf[kr fLFkfr;ksa ij vk/kkfjr gSA 

vkbVe ;k lgk;d lkexzh ds chp izklafxd fofo/krkvksa dks lwphc) djus ds bjkns 
ds ihNs vkbVe ds ckjs esa ckjhfd;ksa dks ifjHkkf"kr djsaA nsunkfj;ksa ds laca/k esa 
ladsr ;k vius bjkns crk,aA 

ys[ku djuk & izLrko j[ksa fd vki Åij lwphc) ckjhfd;ksa ds fy, eqvkots ;k 
vU; fygkt ds :I esa D;k iznku djus ds fy, rS;kj gSaA le; vkSj ek=k dk 
mYys[k djuk lqfuf'pr djsaA 

ysu nsu ds fy, 'krsZ iznku djsa& blesa mfpr ifjJe ij n'kk,a] vU; bPNqd 
ikfVZ;ksa ;k xksiuh;rk dh ekax ij lhek,a 'kkfey gks ldrh gSaA 

bafxr djsa fd ;g i= ,d vf/kdkfjd izLrko ugha gS vkSj lHkh fooj.kksa dks 
vkSpkfjd [kjhn ¼;k vU; ½ le>kSrs ds ek/;e ls ckrphr vkSj fu"ikfnr djuk 
gksxkA 

,d dk;kZy; Kkiu nLrkost ;k ,d uksV dk ,d VqdMk gS tks egRoiw.kZ uksfVl 
;k ?kks"k.kkvksa vkSj vU; ds ckjs esa ,d dk;ZLFky esa tkudkjh dk ,d lkekU; lzksr 
gSA 
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eSeksjSaUMe ¼Kkiu½ 

To: izkIrdrkZ dk uke vkSj tkWc VkbVy 

From: fy[kus okys dk uke vkSj tkWc VkbVy 

Date: iwjk djus vkSj orZeku dh rkjh[k 

Subject: eseks ds ckjs esa fooj.k 

,d ifjp;kRed iSjkxzkQ ds lkFk 'kq: djsa fd vius ikBdksa ds fy, eseks dks 
izklafd djrk gS vkSj eq[; fcanq ;k dk;ZokbZ dk o.kZu djrk gS tks ikBdksa dks eseks 
i<+us ds ckn ysuk pkfg,A ifjp; esa 'kh"kZd ugha gksuk pkfg,A 

Ifjp;kRed iSjkxzkQ ds ckn Kkiu ¼eSeks½ dks izR;sd vuqeku dh 'kq:vkr esa 
lwpukRed 'kh"kdksZ ds lkFk [kaMksa esa foHkkftr fd;k tkuk pkfg,A bu 'kh"kdksa dks 
leL;k tSls lkekU; 'kCn 'kkfey ugha gksus pkfg,] ysfdu lSDVj 7 esa ykxr ls 
cpus ls cpsa tSls okD;ka'k fufnZ"V djsaA 

;kn j[ksa vxj dksbZ vU; O;fDr gS tks Kkiu dh izfr;ka izkIr djsxk mu O;fDr;ksa 
ds uke ds lkFk eseks fo"k; iafDr ds ckn izkIrdrkZvksa ls vyx lhlh ¼CC½ tksMsaA 

foLr`r ifj;kstuk fjiksVZ fuos'k] fu.kZ; ysus] vuqeksnu vkSj ;kstuk ds fy, ,d 
laiw.kZ MkWD;wesaV gSA ifj;kstuk dh ;kstuk cukus vkSj ifj;kstuk dks ykxw djus ds 
fy, foLr`r ifj;kstuk fjiksVZ vk/kkj MkWD;wesaV gSA Mh +ih +vkj +ds mís'; 
fuEufyf[kr gSa% 

  ,d foLr`r ifj;kstuk fjiksVZ fodflr djus ds egRo dks le>us ds fy, tks 
b"Vre ykxr ds lkFk fo'oluh; xq.koÙkk ds fy, çn'kZu dk vk'oklu nsrh 
gSA 

  ;g Lohdkj djus ds fy, fd ifj;kstuk,¡ lkbV fof'k"V gSaA 

  ;kstukvksa ds vuqdwyu ds egRo dks le>us ds fy, foLr`r ykxr vuqeku] 
iscSd vof/k vkSj fuos'k ij okilhA 

  ;g crkus ds fy, fd dSls cSadscy ifj;kstuk,¡ vko';d çn'kZu çkIr djus esa 
enn dj ldrs gSaA ifj;kstuk ewY;kadu dh dk;Zç.kkyh dks le>saA 

fuEufyf[kr ifj;kstuk ds ckjs esa tkudkjh dk ,d lkekU; <kapk fn;k tkuk gSA 

  mi;ksfxrk dk uke 

  ftyk / 'kgj ¼xkao½ doj fd;k x;k 

  LFkku% v{kka'k vkSj ns'kkarj 

  {ks=] tula[;k] lhek,¡ atic tyok;q dh fLFkfr 

  fodkl dh fLFkfrA fctyh rd igqap 
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  vkfFkZd lajpuk & lkekftd & vkfFkZd fo'ks"krk, 'kgjh / xzkeh.k 

  ewy midj.k ykxr 

  lykgdkj 'kqYd 

  drZO;] dj vkSj eky d½ mRikn 'kqYd / lhek 'kqYd / fcØh dj 

  eky <qykbZ vkSj ikjxeu chek 

  dPpk eky 

  eSu ikoj ykxr 

  bathfu;fjax ifj;kstuk çca/ku ,oa i;Zos{k.k 

  fuekZ.k ds nkSjku C;kt 

  

ewy :i ls ykxr & ykHk fo'ys"k.k 

fuos'k ds ekinaM gks ldrs gSa 

_.k okilh dh vof/k 

  fMLdkmUV dS'k¶yks ¼Mh +lh +,p +½ rduhd 

d½  uSV izStsUV odZ ¼,u +ih +MCY;w½ 

[k½  cSfufQV dkWLV jsf'k;ks ¼ch +lh +js'kks½ 

x½  baVjuy jsV vkWQ fjVuZ ¼vkbZ +vkj +vkj +½ 

 'kh"kZd ist ] 

 uke] çfrKk] frfFk vkfn 

 Loh—fr 

 daVsaV lwph 

 laf{kIr 

 dk;Zdkjh lkjka'k 

 ifjp; 

 i`"BHkwfe 

 eq[; rduhdh vkSj foÙkh; fo'ys"k.k v/;k; 

 vuq'kaflr@flQkfj”k ¼recommended) dk;Z ;kstuk 

 ifjf'k"V 
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 'kh"kZd VkbEl U;w jkseu Q‚UV esa gksuk pkfg,] vkdkj 14 ikWbV] vkSj cksYM ;g 

iwjs ist ij dsafær gksuk pkfg,A 

 ys[kd dk uke ¼;fn dksbZ gks½ 10 ikWbV] VkbEl U;w jkseu esa 

 lHkh vuqHkkxksa dks vuqHkkx 'kh"kZd ds :i esa Øekafdr fd;k tkuk pkfg,A 
vuqHkkx 'kh"kZdksa dks VkbEl U;w jkseu] vkdkj 14-0 ihVh] vkSj cksYM VkbiQsl 
esa gksuk pkfg,A lsD'ku gsfMax esa çR;sd 'kCn ds igys v{kjksa dks dSfiVykbt 
djsa] flok; çiksft'ku tSls] v‚u] Q‚j] vkfnA igys iSjkxzkQ dh igyh ykbu 
dks fdlh lsD'ku ;k lc&lsD'ku esa baMsaV u djsaA 

 lnL;rk 'kh"kZdksa dks fxuk tkuk pkfg,A mUgsa VkbEl U;w jkseu] vkdkj 12 vkSj 
cksYM VkbiQsl esa gksuk pkfg,A 

 isij dk vkdkj A4 gSA 

 ckbZa vkSj nkbZa vksj dk ekftZu 4-47 lseh ¼1-76bu½] 'kh"kZ 4-45lseh- ¼1-75bu] 
dkxt ds 'kh"kZ ls 'kh"kZ ys[k rd½] vkSj fupyk 3-3 lseh ¼1-3in] uhps ls½ gksuk 
pkfg,A ikn ys[k ds ry ij dkxt] ;kuh] i`"B la[;k½A ikB vkSj ikn ys[k 
ds uhps dk varj 1 / 3 in gSA 

 'kh"kZd vkSj ys[kdksa ds uke vkSj lac)rk dks 8 oha VkbEl U;w esa Lo:fir fd;k 
x;k gSA 

 lkj lfgr iwjs isij esa ikB] ,dy&LFkku gksuk pkfg,A çR;sd iSjkxzkQ vkSj 
gsfMax ls igys cps 3 ikWbV ¼1ihVh ¾ 1@72 bu½ LFkku gksuk pkfg, ysfdu 
uhps 'kwU; LFkkuA 

 gsMj vkSj QqVj Q‚UV lkbt 8 ihVh esa fn[kkbZ nsrs gSaA 

 lehdj.k dks oMZ esa lehdj.k laiknd dk mi;ksx djds ;k eSFkVkbi dk 
mi;ksx djds Vkbi fd;k tkuk gSA vkdkj 10 ihVh ij lsV fd;k tkuk 
pkfg,A nkbZa vksj çnf'kZr lehdj.k la[;k ds lkFk 

 vkadM+s vkSj rkfydkvksa dks dsafær fd;k tkuk pkfg,A vkadM+k dSI'ku dks 
vkadM+s ds uhps j[kk tkuk pkfg, 

 Vscy dSI'ku dks lcls Åij j[kk tkuk pkfg,A bl iSjkxzkQ ds igys okD; esa 
VscYl dks ikB esa m)`r ¼lkbal½ fd;k tkuk pkfg,A 

 QqVuksV~l dks la;e ls bLrseky fd;k tkuk pkfg,A tc dbZ QqVuksV dk 
mi;ksx fd;k tkrk gS] rks mUgsa fu:fir djus ds fy, lqijfLØIV dh xbZ 
la[;kvksa dk mi;ksx djsaA 

 lanHkksaZ ¼jsQjsUl½ dks mudh igyh ?kVuk ds Øe esa fxuk tkuk pkfg,A mUgsa 
okD; ds var esa ;k chp esa [#] ds lkFk lkbV fd;k tkuk pkfg, tSlk fd 
ekeyk gks ldrk gSA Vh 

 m)j.kksa ¼lkbVs'ku½ dks dkxt ds var esa lwphc) fd;k tkuk pkfg, ysfdu 
viSfUMDl ls igys] ;fn dksbZ gksA isij ds var esa lanHkZ 'kh"kZd okys vuqHkkxksa 
esa lkbVs'ku (citations) çk:i fn;k x;k gSA fofHkUu çdkj ds lanHkZ] tSls fd 
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,d iqLrd [1]] ,d tuZy ys[k [2]] ,d lEesyu i= [ 3]] ,d ekLVlZ 
Fkhfll [4]] ,d M‚DVksjy Fkhfll [5] fn, x, gSaA 

 fcfCy;ksxzkQh 'kSyh vkbZ +bZ +bZ +bZ-Vh +vkj- ch +,l +Vh] (ieeetr.bst) ls viukbZ 
tkrh gS] vkSj Qkby dks bibtex dekaM pykus ds fcanq ij miyC/k gksus dh 
vko';drk gksrh gSA Qkby dh ,d çfrfyfi ftfir QksYMj esa 'kkfey gSA 

bl MkWD;wesaV esa çk:i.k fu;eksa dh :ijs[kk nh xbZ gSA ;g ifj;kstuk dh ç—fr] 
fgr/kkjd vkSj ljdkjh ekunaMksa dh vko';drk ls cgqr lkekU; lajpuk gks ldrh 
gSA 

1½ ,d foLr`r ifj;kstuk fjiksVZ D;k gS\ 

 ----------------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------------- 

2½ Mh +ih +vkj +dh lkekU; lajpuk D;k gS\ 

 ----------------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 
3½ ifj;kstuk fjiksVZ ys[ku dh lkekU; Lo:i.k 'kSyh dk mYys[k djsa-A 

 ----------------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------------- 

 ----------------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------------- 

O;kolkf;d fjiksVZ ,d çdkj dk vlkbuesaV gS] ftlesa vki fLFkfr dk fo'ys"k.k 
djrs gSa ¼;k rks okLrfod fLFkfr ;k dsl LVMh½ vkSj lq/kkj ds fy, lq>koksa dh ,d 
J̀a[kyk dk mRiknu djus ds fy, O;kolkf;d fl)karksa dks ykxw djrs gSaA 
O;kolkf;d  fjiksVZ dk çk:i fjiksVZ ds n'kZdksa ds vuqlkj] fjiksVZ ds n'kZdksa ds 
vuqlkj] fjiksVZ ds Kku] fo"k; dh :ijs[kk vkfn ds vk/kkj ij O;kolkf;d  ls 
O;kolkf;d  esa fHkUu gks ldrk gSA ekbØkslkW¶V oMZ çHkkoh fjiksVZ ys[ku ds fy, 
,d egku midj.k gSA blesa dk;Z dks vklku cukus ds fy, fofHkUu çdkj gSa tSls 
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gsMj vkSj QqVj] daVsaV dh rkfydk] doj ist] ist uacj] Q‚UV] LVkby iSjkxzkQ] 
ist czsd] dSI'ku] fDod ikVZ~l] ckMZj] lanHkZ vkSj lg;ksx vkfnA 

fjiksVZ dks vuf/k—r ifjorZu vkSj IySxfjTe ls cpkus ds fy, vafre :i nsuk 
lqj{kk mik; gSA vkids lk>k djus ls igys ;s lqj{kk mik; vkidh bysDVª‚fud 
Qkby dks ,d vfrfjDr Lrj dh çkekf.kdrk nsaxsA blesa fjiksVZ esa gLrk{kj tksM+us] 
o‚VjekdZ Mkyus] MkWD;wesaV dks dsoy i<+us ds fy, cukus] ikloMZ MkWD;wesaV dh 
lqj{kk djus] MkWD;wesaV dks ih-Mh-,Q ij fçaV djus vkfn tSlh lqfo/kk,¡ feyh gSaA 

ifjp; dk ,d daiuh i= vkids laxBu ls vkids laHkkfor xzkgd] u, xzkgd ;k 
O;kolkf;d laidZ dk igyk lapkj gks ldrk gSA bls /;ku esa j[krs gq,] vkidh 
çkjafHkd Nki ml fj'rs dh lQyrk ds fy, egRoiw.kZ gSA ckrphr] vf/kxzg.k] 
vuqca/k] vkSj [kjhn lfgr fofHkUu O;kolkf;d fLFkfr;ksa esa vk'k; i=] ;k C;kt i= 
dk mi;ksx fd;k tkrk gSA bl çdkj dk lapkj ;g lqfuf'pr djus esa enn dj 
ldrk gS fd i{k vkids laxBu ds bjkns dh Li"V rLohj ds lkFk ,d gh i`"B ij 
gSaA fdlh Hkh ifj;kstuk dh fjiksVZ esa fuos'k] fu.kZ; ysus] vuqeksnu vkSj ;kstuk ds 
fy, ,d laiw.kZ MkWD;wesaV gSA ;g ifj;kstuk ds fu;kstu vkSj dk;kZUo;u ds fy, 
,d vk/kkj MkWD;wesaV gSA 

Business Report): O;kolkf;d fjiksVZ ,d çdkj dk 
vlkbuesaV gS] ftlesa vki fLFkfr dk fo'ys"k.k djrs gSa ¼;k rks okLrfod fLFkfr ;k 
dsl LVMh½ vkSj lq/kkj ds fy, lq>koksa dh ,d J̀a[kyk dk mRiknu djus ds fy, 
O;kolkf;d fl)karksa dks ykxw djrs gSaA 

Appendix): ifjf'k"V dks ,d iqLrd ds var esa vuqHkkx ds :i esa 
ifjHkkf"kr fd;k x;k gS tks ikB dh daVsaV esa [kksts x, fo"k; ij vfrfjDr 
tkudkjh nsrk gSA ifjf'k"V dk ,d mnkgj.k fo"k; ds ckjs esa vU; lwpukRed xzaFkksa 
okyh iqLrd ds var esa i`"B gSaA 

 (Page Break): ,d i`"B fojke nks i`"Bksa esa ikB ds fujarj Cy‚d dks 
foHkkftr djrk gSA ist czsd yacs MkWD;wesaVksa ds fy, egRoiw.kZ lajpukRed rRo gSaA 
oMZ Lopkfyr :i ls ist ds var esa ,d ist fojke lfEefyr djrk gSA ysfdu 
,d yacs MkWD;wesaV esa] vki ist czsd yxk ldrs gSa tgk¡ vki mUgsa pkgrs gSaA 

 (Signature): vkids MkWD;wesaV dks vuf/k—r igqap ls cpkus ds fy, ,d 
fMftVy gLrk{kj csgrj rjhdk gSA ,d fMftVy gLrk{kj ;g iqf"V djrk gS fd 
MkWD;wesaV gLrk{kjdrkZ ls vk;k gS vkSj fdlh Hkh rjg ls NsM+NkM+ ugha dh xbZ gSA 

Watermark): o‚VjekdZ dkxt esa ,d igpkuus okyh Nfo ;k 
çfr:i gS] tks lapfjr çdk'k }kjk ns[ks tkus ij fofHkUu çdkj ds çdk'k / va/ksjs 
ds :i esa çdV gksrk gS] tks dkxt esa eksVkbZ dh fofo/krk ds dkj.k gksrk gSA 
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udyh dks jksdus ds fy, Mkd fVdVksa] eqæk vkSj vU; ljdkjh MkWD;wesaVksa ij 
o‚VjekdZ dk mi;ksx fd;k x;k gSA 

(DPR): foLr`r ifj;kstuk fjiksVZ fuos'k] ds fu.kZ; ysus] vuqeksnu] 
djus rFkk ;kstuk ds fy, ,d laiw.kZ MkWD;wesaV gSA laiw.kZ ifj;kstuk dh ;kstuk 
cukus vkSj ykxw djus ds fy, foLr`r fjiksVZ dk vk/kkj gSA 

1½  O;kolkf;d fjiksVZ ys[ku esa fdl rjg vkSj fdl lanHkZ dk mi;ksx fd;k 
tkrk gS\ 

2½ crk,a fd vki ,e +,l +oMZ esa daVsaV dh rkfydk (table of Content) dSls cuk 
ldrs gSa\ 

3½  O;kolkf;d fjiksVZ dk ,d doj ist D;k gS\ vki bls ,e +,l +oMZ dk 
mi;ksx djds dSls cuk ldrs gSa\ 

4½  O;kolkf;d fjiksVZ dh lkekU; lajpuk D;k gS\ 

5½ nwljksa ds lkFk lk>k djrs le; gesa vius MkWD;wesaVksa dh j{kk djus ds fy, 
fodYiksa dh O;k[;k djsaA 

6½ crkb, fd ge MkWD;wesaV ds dqN Hkkx dks laiknu ls dSls cpk ldrs gSa\ 

7½ o‚VjekdZ D;k gS\ bldk mi;ksx fdlh MkWD;wesaV esa dSls fd;k tkrk gS\ 

8½ fdlh MkWD;wesaV dks vafre :i ls fpfàr djus dk rjhdk crkb,aA 

1)   Cryptography and Network Security Principles and Practices 2nd Edition 
by PHI  

2)  Network Management Principles and practices by Subrmanyam Mani 
(AWI) 

3)   SNMP Stalling Willey Addison-Wesley Professional   
4)   Telecom Network Management by HH Wang (MGH) 
5) Mahony, D.O., Peirce, M. and Tewari, H., 2001. Electronic payment systems 

for E-commerce. Artech House computer security series-Boston 

6) Chuen, D.L.K. ed., 2015. Handbook of digital currency: Bitcoin, innovation, 
financial instruments, and big data. Academic Press. 

7) Evans, D.S. and Schmalensee, R., 2005. Paying with plastic: the digital 
revolution in buying and borrowing. MIT Press. 

8) Schneider, G., 2013. E-business. Cengage Learning. 

  ;s ç'u vkids vH;kl ds fy, gSaA buds mÙkj fy[kus dk vH;kl djsa fdarq 
mŸkjksa dks fo'ofo|ky; esa ewY;kadu ds fy, u HkstsaA ç'uksa ds mÙkj 
fy[kdj vki Lo;a viuh izxfr dh tk¡p dj ldrs gSaA 






