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vkeq[k 
 

lhch,lbZ us d{kk IX ¼ysoy&1½ vkSj d{kk X ¼ysoy&2½ esa ek/;fed Lrj ij lwpuk izkS|ksfxdh 

¼vkbZ Vh½ dks O;olkf;d ikB~;dze ds :i esa ykxw fd;k gSA oSf’od izfr;ksfxrk ds vkt ds ;qx esa 

lwpuk izkS/kksfxdh dh egRoiw.kZ Hkwfedk gSA  lwpuk izkS|ksfxdh us izR;sd {ks= esa dzkafr dh gS vkSj 

izxfr’khy vfHkxzg.k ds fy, Nk=ksa dks lqdj fd;k gSA izxfr’khy vfHkxzg.k esa Nk=ksa dks lqdj 

dju s ds fy, lhch,lbZ Nk=ksa dks fo’ks”kK o;olkf;d izf’k{k.k nsrk gSA  

 d{kk X ds fy, ;g Nk= iqfLrdk ’kh”kZLFk ^lwpuk izkS|ksfxdh ,u,lD;w,Q लेवल&2^ 

ikB~;dze dk p;u djus okys Nk=ksa ds fgrkFkZ ih,l,llhvkbZohbZ Hkksiky us rS;kj dh gSA  

 fo”k; dks lwpuk izkS|ksfxdh m|ksx }kjk jk”Vªh; O;olk; ekudksa ¼,uvks,l½dks lwpuk 

izkS|ksfxdh m|ksx }kjk p;fur l{kerk vk/kkfjr ekudks ds vuq:i cukus dk iz;kl fd;k x;k gS 

rkfd Nk=ksa dks Kku vkSj dkS’ky ls ifjiq”V fd;k tk lds rkfd Nk= fo’okl ds lkFk dk;Z djus 

esa l{ke gksA 

 bl iqfLrdk esa iz;qDr Hkk”kk lk/kkj.k vkSj d{kk X ds Lrj ds Nk=ksa ds fy, lqxe cks/; 

gSA bl iqfLrdk esa fn, x, fp=kRed n`”Vkar] rkfydka,] mnkgj.k ljyhd`r vo/kkj.kka, Nk=ksa dks 

lqxerk vkSj vkjke ls vfHkxzg.k djus esa lgk;d gksxksaA bl iqfLrdk dks ih , l , l lh vk 
bZ oh bZ  ds i;Zos{k.k esa lwpuk o izkS|kfxdh ds {ks= esa l{ke f’k{kkfonksa us rS;kj fd;k gS ftldk 

iz;kstu fcuk fdlh dfBukbZ ds vfHkxzg.k djuk vkSj lqxe vfHkxzg.k ds fy, इस iqfLrdk dks 

,d lk/ku ds :i esa iz;ksx djuk gSA  

  Nk=ksa ds ykHkkFkZ vR;ar ykHkdkjh lalk/ku okyh bl iqfLrdk dks rS;kj djus okys 

izR;sd O;fDr dks eSa c/kkbZ nsrk gWw A 
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l= 1: ORDERING FOOD AT A RESTAURANT  

Relevant Knowledge  

Imagine that you are at a restaurant. The waiter has come to ask what you would like to 

have, and you to order a plate of vegetable chowmein. How would you place the order? 

Think about it and try to frame some sentences to do so.  

When we place an order, there are some common terms used. Some of them are 

introduced here. Read aloud the following terms: 

 Starters – The first course in a meal, also called “appetizers” or “starters”. 

Usage: “I would like to have Fried Vegetarian Momos for starters.” 

 Main Course – The primary or main dish in a meal. 

Usage: “I would like to have Shahi Paneer, Chane Pindi, Raita and Rumali Roti 

for the main course.”  

 Dessert – The final course of a meal – it may be fruits or a sweet dish.  

Usage: “I would like to have Kheer for dessert.” 

Study the dialogue given below and fill up the blanks using the following information:  

 Starters – Chilly Potatoes. 

 Main Course – Vegetable Fried Rice and Chicken Manchurian with gravy.  

 Dessert – Chocolate Ice-cream.  

 A bottle of mineral water. 

Using Articles – a, an, the  

Examples 

A false friend is worse than an enemy.  

Are you a good teacher? 

Are you the teacher who is going to teach English?  

Exercise  

Given below is a conversation between a waiter and the customer at a restaurant. Imagine 

that you are the customer. Now fill in the blanks with the statements that you like to make 

while talking to the waiter. 

1. Waiter: Are you ready to place your order, Ma’sm/Sir?  

2. Customer: Yes. For __________________, I would like to have. 

3. Waiter: How many? 
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4. Customer: Just one plate will do. 

5. Waiter: Okay. 

6. Customer: For __________________, I will have. 

7. Waiter: Okay. Anything else Ma’am/Sir? 

8. Customer: Yes. I would like to order a __________________. 

9. Waiter: Okay. One Chilly Potatoes, one Vegetable Fried Rice, one Chicken 

Manchurian with gravy, and one Chocolate Ice-cream. Is that correct, Ma’am? 

10. Customer: Yes. 

11. Waiter: Can I get you anything else? 

12. Customer: Could you get me __________________? 

13. Waiter: Sure, Ma’ am/Sir. 

14. Customer: __________________ you. That will be all.  

ASSESSMENT  

Fill in the blanks with the correct articles A, AN, and THE, wherever necessary.  

1. Could you get me __________________ bowl of chicken soup? (a, the). 

2. I would like to cancel __________________ (a, the) Masala Dosa I ordered and 

have __________________ plate of Tandoori Chicken with fried rice instead (a, 

the). 

3. I ordered __________________ chocolate ice cream, not strawberry (a, the, no 

article needed). 

4. I will have a tomato and mushroom pizza with __________________ cheese 

topping. (a, the, no article needed).   

5. For dessert, __________________ plate of kheer will do (a, the, no article 

needed).  

6. I will have __________________ kheer for dessert.  (a, the, no article needed). 

7. Our specialty is __________________ Tandoori chicken. Do try it.  (a, the, no 

article needed). 

8. Please get me __________________ glass of water.  

9. I would like to have __________________ onion masala dosa and vanilla ice-

cream. 

10. Excuse me, where is __________________ washroom? 

11. What is __________________ specialty of this restaurant? 

12. Can I smoke __________________ cigarette here? 
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13. Can we sit on __________________ upper floor? 

14. What is on __________________ menu today? 

15. Do you serve __________________ Chinese food hare? 

16. Please give me some __________________ tissue paper. 

17. Could you tell me __________________ recipe of this dish? 

 

SESSION 2: MAKING RESOLUTIONS  

Relevant Knowledge 

 

Have you ever made a promise to yourself? A promise could be as simple as:  

1. I will never lose my temper again.  

2. I will try to study hard this year and get a 1
st
 division. 

3. I will talk less on my mobile. 

4. I will halp mother out with her household chores when she comes home tried from 

work. 

5. I will get 95% in Math this year. 

6. I will learn to speak properly in English within six months.  

 

Think about what you would like to promise to yourself. These promises are actually 

what are known as your own “resolution”. In the session, we will learn about this 

concept.  

Simple future tense  

The use of words like will and shall denote the future time of action. 

Now read the following sentences:  

 

Set A 

1. I will try to learn English well.’ 

2. I will try to see fewer movies. 

3. I will learn three new words every day. 

4. I will exercise every morning for 1 hour. 

5. I will not carry forward any regrets. 

6. I will keep my room neat and clean. 

7. I will accept the terms and conditions.  
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8. He will not let you join.  

9. But we will argue in your favour.  

 

Now compare the above sentences with the following:  

Set B   

1. I try to learn English well.  

2. I try to see fewer movies.  

3. I learn three new words every day.  

4. I exercise every morning for 1 hour.  

5. I take care of the dogs in my colony.  

6. I do not carry any regrets.  

7. I keep my room neat and clean.  

Do you see the difference between the two sets i.e. set A and B of sentences? The first set 

of sentences is in simple future tense. The second set denotes a fact or a habit, and are all 

in the simple present tense.  

EXERCISE  

Read the following sentences. These are incomplete sentences. Try to fill them with what 

you wish to do in your life.  

1. I promise to...  

2. I promise I will...  

3. I resolve never to...  

4. I resolve to...  

5. I will try to...  

6. I will try my best...  

7. I am never going to...  

ASSESSMENT  

From the following options, select and tick the one that is in the simple future tense.  

1. I did not smoke.  

(a) I will not smoke. 

(b) I will not smoking  

(c) I will not smoked.  

2.   I exercise everyday to stay fit and healthy.  

 (a)  I will exercised everyday to stay fit and healthy.  



13 

 (b)  I will exercising everyday to stay fit and healthy.  

 (c)  I will exercise everyday to stay fit and healthy.  

3.   I opened a small flower shop in the market.  

 (a)  I will open a small flower shop in the market.  

 (b)  I will opened a small flower shop in the market.  

 (c)  I will opening a small flower shop in the market. 

 4.   The president and his wife raised funds for charity.  

 (a)  The president and his wife will raising funds for charity.  

 (b)  The President and his wife will raised fund for charity.  

 (c)  The President and his wife will raise fund for charity.  

5.   I stuck to my resolution.  

 (a)  I will sticking to my resolution.  

 (b)  I will stick to my resolution.  

 (c)  I will stuck to my resolution.  

6.   I changed most of the furniture in my house before Diwali.  

 (a)  I will changed most of the furniture in my house before Diwali.  

 (b)  I will changing most of the furniture in my house before Diwali.  

 (c)  I will change most of the furniture in my house before Diwali. 

7.   I started going for driving classes on Tuesdays.  

 (a)  I will started going for driving classes on Tuesdays.  

 (b)  I will starting going for driving classes on Tuesdays.  

 (c)  I will start going for driving classes on Tuesdays.  

      8.   Team India won every match against Australia in the World Cup.  

  (a)  Team India will won every match against Australia in the World Cup. 
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(b)  Team India will every match against Australia in the World Cup.  

(c)  Team India will waning every match against Australia in the World Cup.  

9.   I spoke in English with my friends.  

 (a)  I will speak in English with my friends.  

 (b)  I will speaking in English with my friends.  

 (c)  I will spoke in English with my friends.  

10. I wore the seat belt while driving.  

 (a)  I will wore the seat belt while driving.  

 (b)  I will wearing the seat belt while driving.  

 (c)  I will wear the seat belt while driving.  

 

SESSION 3: TALKING ABOUT CHANGE 

Relevant Knowledge 

 

In this session, you will learn how to talk about change. Read aloud and try to understand 

from the examples given below.  

1. Change for the better -to change so as to improve. 

Example: He does not watch junk movies anymore and it is a change for the 

better. He now enjoys serious cinema.  

2. Change for the worse - to change but become worse. 

Example: She has started reading novels. But it is a change for the worse as she 

reads them more than her school books!  

3. Change with the times -to accept and adapt to new developments.  

Example: Our school is changing with the times. We now have computer labs 

with free internet connection.  

4. For a change -as something different. 

Example: Why don't you wear a salwar suit for a change? You always wear 

sarees.  

5. Time for a change -an expression used when it is time to make a change. 

Example: I asked her if she wanted a cake for her birthday, and she said, "It's 

time for a change-let's have pizza instead!" 
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6. Times are changing - a response made when you hear a surprising piece of news. 

Example: Man: "They charged me 500 Rupees for this tier, Woman: "Well, times 

are changing, Ties do not cost 100 Rupees anymore. 

7. Sea change -a major change. 

Example: There is a sea-change in the choice of careers. Many youngsters are 

more interested in MBA nowadays than in medicine or civil services.  

8. Times change -as time passes, different things become acceptable. 

Example: The old man scolded his grandson for not cuffing his long hair. He said 

that when he was young, he had to keep it short and oiled. His grandson said, 

"Times change, Grandpa!"  

Active and Passive Voice  

Read the examples given below:  

Active: The hair stylist changed the color of my hair.  

Passive: The color of my hair was changed by the hair stylist.  

Passive: I was praised by the headmaster.  

Active: The headmaster praised me.  

In certain sentences in the passive voice, the subject may not be mentioned:  

1. You should do the work - The work should be done. 

2. We completed the marathon at last - The marathon was completed at last. 

3. Has she finished her homework? - Has her homework been completed?  

EXERCISE  

Now, identify and tick the sentences that are in Active Voice:  

1. They have been scolded.  

2. 1 bought some clothes yesterday.  

3. The teacher is correcting the test papers. 

4. The test papers have been submitted.  

5. We went there last summer.  

6. We were welcomed by the hotel owner.  

7. She believed him but we did not.  

8. He was trusted neither by us nor by her. 
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ASSESSMENT  

Select and tick the option that is in the passive voice.  

 

1. Ravi had to revise the document.  

(a)  Ravi had to be revised in the document.  

(b)  The document had to be revised by Ravi.  

2. Ram should learn how to adjust to change.  

(a)  Adjusting to change is what Ram should learn.  

       (b)   How to adjust to change must be learned by Ram. 

3. Seema has changed the curtains of the bedroom.  

 (a)  The curtains of the bedroom have been changed by Seema.  

 (b)  The curtains of Seema's bedroom are changed.  

4. Can Nayan update this file?  

 (a)  Can this file update Nayan?  

 (b)  Can this file be updated by Nayan?  

5. The youth should change things for the better.  

 (a)  Things should be changed for the better by the youth.  

 (b)  The youth have to change things for the better.  

6. He made some changes to this document.  

 (a)  To this document some changes he made.  

 (b)  Some changes were made to this document by him.  

7. You can change your future by learning English.  

 (a)  Your English can change your future.  

 (b)  Your future can be changed by learning English.  

8. Nothing can change his mind.  

 (a)  His mind can't be changed by anything.  

 (b)  His mind can be changed by nothing. 
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9. The party workers do not like the new policies.  

 (a)  The policies do not like the new workers.  

 (b)  The new policies are not liked by the party workers.  

10. Change makes progress possible.  

 (a)  Progress is made possible by change  

 (b)  Change makes possible progress.  

 

SESSION 4: PLANNING AN OUTING 

Relevant Knowledge 

 

An outing can be going for a picnic, going for a movie, going out for lunch or dinner, or 

going out for shopping. All such outings require some preparation -the extent of the 

preparation may vary depending on the nature of the outing.  

 

Imagine that you have to plan a picnic for your family and friends. You may have to 

prepare a "To Do” list of all that you need to do and take to the picnic. What would you 

do to prepare for the picnic? Think!  

 

Making a suggestion for an outing:  

1. Let us go for an outing!  

2. Let us go for a picnic!  

3. Let us go to the movies!  

4. Let us go out for lunch!  

5. Let us go shopping and have lunch outside.  

6. How about going for a movie?  

7. Shall we go for a picnic this Sunday?  

8. How about a shopping trip and lunch afterwards?  

Planning the outing:  

1. I will book the cab and you can arrange for the food.  

2. You can take care of the plates and glasses.  

3. Bring bottles of water, napkins, and some plastic bags. 

4. Can you bring two mats or an old bedcover to spread on the grass?  

5. Can you check till what time the park is open?  
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6. Can you book the movie tickets?  

7. We can meet at 6 outside the theatre.  

8. I will call up Meena and Rakesh and see if they want to come along.  

Pronouns  

In this session, you will learn how to make use of pronouns. The reflexive pronouns 

discussed in this session are: myself, ourselves, themselves, yourself, yourselves, 

himself, herself, and itself.  

 

Reflexive pronouns are used usually in 3 situations: 

Situation 1: When the subject and object are the same.  

For example:  

1. I hurt myself.  

2. The music group calls themselves "Dire Straits".  

3. He shot himself.  

Situation 2: As the object of a preposition, when the subject and the object are the 

same. For example:  

1. I bought a present for myself.  

2. She did it by herself. (She did it alone)  

3. That man is talking to himself.  

Situation 3: When you want to emphasize the subject.  

For example: 

1. I’ll do it myself (No one else will help me).  

2. They ate all the food themselves (No one else had any).  

EXERCISE  

Identify the incorrect use of the pronouns.  

1. Mitali and I went to the cafe to buy us some snacks.  

2. When I saw me in the mirror, I was horrified to see red spots all over my face.  

3. Did you learn typing yourself or you went to a school?  

4. What he saw was so unexpected that he pinched him to see if it was for real. 

5. Please help yourselves to the food - there is plenty! 

6. I hurt myself while fixing the broken shelf  

7. I am busy...can't you do the work yourself?  

8. I bought a nice dress for me from the mall.  
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ASSESSMENT  

Fill in the blanks with the correct pronouns.  

 

1. Except Ruhl and ____________ , everyone else arrived late at the movies.  

(a) I (b) me 

2. Ravi was very helpful to ____________ when we went trekking in the mountains.  

(a) us (b) ourselves  

3. We really enjoyed ____________  on the trip to Manali last month.  

(a) us (b) ourselves  

4. His friends did not appreciate ____________  going to the fair alone.  

(a) his (b) himself  

5. Please bring some cotton for your ears if you do not want to be bored by 

____________ continuous chatter on the trip.  

(a) his (b) him 

6. As our driver had fever, Naman and ____________  offered to drive the car for 

the rest of the journey.  

(a) mine (b) I 

7. One of ____________ will have to speak to the travel agent and make 

arrangements for the trip.  

(a) you (b) your  

8. We must reach the airport on time, or else ____________ will miss the flight.  

(a) we (b) us 

9. It was____________ who wanted to go to the mountains instead of the beach. 

 (a) Himself (b) he 
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10. Two of the group members, including ____________, have offered to make food 

and  travel arrangements for the trip.  

 (a) he (b) him  

 

SESSION 5: NARWING A STORY  

Relevant Knowledge  

Have you ever been told a story before? Perhaps many times! What it is that you like the 

most about the narration of stories? Perhaps you like to know what happened to other 

people, or stories tell you what you could do in a similar situation, or maybe because it 

helps you to relieve tension and entertains you. You may have many other reasons. Think 

about them. 

 You will soon see that narrating a story is similar to narrating an incident - only story 

narration is desirable because it is presented in an animated fashion with the right 

intonations, pauses and exclamations.  

When we narrate an incident too, we could use voice modulation to express what is being 

said with emotions. That would definitely make it interesting for the listener.  

 

Narrating a Story of "Two Wolves" 

Read out the following story aloud. Try to narrate the story as best as you can.  

One evening, an old tribal told his grandson about a battle that goes on inside people. He 

said: "My son, the battle is between "two wolves" inside us all... One is Evil. It is anger, 

envy, jealousy, sorrow, regret, greed, arrogance, self-pity, guilt, resentment, inferiority, 

lies, false pride,... superiority, and ego. The other is good. It is joy, peace, love, hope, 

serenity, humility, kindness, benevolence, empathy, generosity, truth, compassion, and 

faith."  

The grandson thought about it for a minute, and then asked his grandfather: "Which wolf 

wins?" The old tribal simply replied: "The one you feed."  

Simple Past Tense  

In this session, you W'll learn how to make use of Simple Past Tense. Read aloud the 

following sentences:  

1. My grandmother loved to narrate the story of Ram and Ravan to me when I was 

young.  
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2. I used to listen eagerly to her. 

3. She always left off the story at an interesting point, and said "I will tell you what 

happened after that tomorrow".  

4. I would eagerly wait for the next day to come.  

5. The next day I would pester her to tell me what happens next.  

6. I enjoyed the storytelling sessions with my grandmother very much.  

7. I don't know if I will be able to entertain my grandchild in the same way.  

8. Most probably I will not have many stories to tell or my grandchild will not be 

interested in listening to stories.  

9. But I can surely say that telling stories helps to expand a child's imagination in a 

way that no other thing does.  

10. I was exhausted.  

11. It was a very tiring journey.  

12. I had a tiring journey.  

13. The journey exhausted me.  

 

EXERCISE  

Do you remember the difference in the tenses? Now, identify the sentences that have been 

written in the present and future tense.  

 

1. My grandmother loved to narrate the story of Ram and Ravan to me when I was 

young.  

2. I used to listen eagerly to her.  

3. I would eagerly wait for the next day to come.  

4. I enjoyed the storytelling sessions with my grandmother very much.  

5. I don't know if I will be able to entertain my grandchild in the same way.  

6. Most probably I will not have many stories to tell or my grandchild will not be 

interested in listening to stories.  

7. I was exhausted.  

8. It was a very tiring journey.  

9. I had a tiring journey. 
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ASSESSMENT  

From the options, select and tick the sentence that is in simple past tense. 
 

1. (a) Seema visiting aunt Rekha at her house near the beach last weekend. 

(b) Seema visited aunt Rekha at her house near the beach last weekend. 

(c) Seema wisit aunt Rekha at her house near the beach last weekend.  

 

2. (a) It were a beautiful summer day.  

(b) It was a beautiful summer day. 

(c) It is a beautiful summer day.  

 

3. (a) Seema building a giant sand castle on the beach. 

(b) Seema build a giant sand castle on the beach. 

(c) Seema buildt a giant sand castle on the beach. 

 

4. (a) Aunt Rekha took pictures of the castle. 

(b) Aunt Rekha take pictures of the castle. 

(c) Aunt Rekha taking pictures of the castle.  

 

5. (a) Seema wanted to play on the beach and build another sand castle.  

(b) Seema want to play on the beach and build another sand castle.  

(c) Seema wanted to play on the beach and build another sand castle.  

 

6. (a) But soon it has become very hot outside. 

(b) But soon it become very hot outside. 

(c) But soon it has becomes very hot outside. 

 

7. (a) Aunt Rekha advised Seema to wear a hat. 

(b) Aunt Rekha advising Seema to wear a hat. 

(c) Aunt Rekha advises Seema to wear a hat. 

 

8. (a) But Seema does not have a hat. 

(b) But Seema did not have a hat. 

(c) But Seema didn’t had a hat. 

9. (a) So Aunt Rekha gave Seema one of her hats.  

(b) So Aunt Rekha giving Seema one of her hats. 
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(c) So Aunt Rekha gives Seema one of her hats. 

 

10. (a) Seema wearing the hat and made another sand castle. 

(b) Seema wears the hat and made another sand castle.  

(c) Seema wore the hat and made another sand castle. 

 

 

SESSION 6: DESCRIBING A KNOWN PLACE 

 

Relevant Knowledge 

 

Descriptive writing is an art form. It is like painting a word picture so that the person who 

reads what you have written or listens to what you have said, “sees” exactly what you 

meant to describe. To practice descriptive writing, think of a few sentences about the city 

you grew up in. You could start off as:  

1. The city that I grew up in is _________________________ (name of the state). 

2. It is a large/small city in _________________________ (name of the state). 

3. The weather there is quite _________________________.  

 

Adjectives and adverbs  

1. I am ready to take the test. – adjective 

2. I am readily taking the test. – adverb 

3. She ran out of the room in a hasty manner. – adjective 

4. She ran out of the room hastily. – adverb  

5. I was happy when I received the certificate. – adjective 

6. I happily received the certificate. – adverb  

Here are some adjectives to describe a city: 

 City: active, bustling, noisy, busy, clean, dirty, windy. 

 Traffic: loud, congested, snarled. 

 Buildings: old, shabby, rundown, crumbling, modern, futuristic, sleek, towering, 

squat. 

 Buildings (walls): brick, stone, marble, glass, steel, graffiti – covered. 

 Monuments, statues: stone, copper, carved, ancient, moss-covered, faded, green, 

bronze.  
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 Sidewalk: concrete, cement, slick, cracked, tidy, littered, swept.  

 Paint: fresh, weathered, peeling. 

 Signs: neon, weathered, worn, bright, welcoming, flashing. 

 Buses, cars, taxis: belching, crawling, eager, rushed.  

 Now, try to describe your city using the above pointers.   

 

EXERCISE  

I. Read aloud the following phrases on “Describing Nainital”. Combine the 

phrases so as to form a paragraph that describes Nainital. For example:  

 

Example:Nainital is a beautiful hill-station in Uttarakhand.  

1. Nainital is a beautiful hill-station… 

2. It is surrounded by… 

3. …in Uttarakhand. 

4. …above sea-level. 

5. …high mountain peaks 

6. Nainital is a very…. 

7. …especially during winter…. 

8. ….popular tourist spot, 

9. ….when the snow falls. 

10. It attracts a lot of tourists in…. 

11. …during the British Raj. 

12. The temperature varies between… 

13. ….which were established… 

14. 15
0
C and -3 

0
C at that time. 

15. ….and is situated at an altitude of 1, 938 meters. 

16. Apart from its beautiful scenery…. 

17. …its many schools, 

18. Nainital is also known for… 
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II. Now read aloud and very carefully, the description given lelow: 

“Ladakh”  

 

1. Leh, Drass valley and Leh-Manali track are popular tourist spots.  

2. Ladakh is a region situated in Jammu and Kashmir. 

3. Tourists come for fishing and trekking. 

4. Ladakh has a population of about 2,60,000. 

5. The Kunlun mountain range lies to the north and the Himalayas lies to the 

south. 

6. The language is written in the Tibetan script. 

7. The people of Dha-Hanu follow Tibetan Buddhism.  

8. Ladakhi culture and Tibetan culture share many similarities.  

9. Popular sports include archery, ice hockey, and cricket. 

10. Buses and taxis are available as means of transport.  

11. The dances are about the fight between good and evil. 

12. The people speak Ladakhi which is also known as Western Archaic Tibetan.  

13. About 18,000 tourists visit Ladakh every year.  

14. On the other hand, those living around Dras have converted to Islam. 

15. It is the highest plateau of Kashmir. 

16. The Ladakhis celebrate masked dance festivals. 

 

III. Read carefully the following passages on “adjectives and adverbs” and 

identify whether the words in bold are adjectives or adverbs:  

1. I went to Jaipur, also known as Pink City. Many people readily agree it is one 

of the best structured places in India. The town was carefully planned 

according to Vastu Shastra. It was built in the form of an eight-part Mandala 

known as Pithapada. 

 

2. I have never seen as heavenly a place as Kerala’s backwaters. I took a ride in 

a kettuvallam (house boat) and what I saw truly beautiful. Palm trees, 

pandanus shrubs, a variety of leafy plants and bushes attractively decorated 

the place. 
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3. My family went on a trip to Manipur. One of the many places we visited was 

the Keibul Lamjao National Park. It is the only floating national park in the 

world. The place is marked by floating plants called Phumdi. The park is the 

home of the Sangai or Brow Antlered Deer, an endangered species which 

cannot be found anywhere else on earth.  

ASSESSMENT  

Fill in the blanks with the appropriate word from the given options:  

1. I __________________ moved to a new city. 

(a) recently  (b) daily 

2. I now live __________________ in the heart of Delhi. 

(a) comfortable  (b) comfortably 

3. My house is a __________________ two-bedroom flat in Mayur Lok. 

(a) spaceful  (b) spacious  

4. I live here with my __________________ friend, Manish. 

(a) best  (b) better 

5. There is a __________________ monument near our house. 

(a) history  (b) historical 

6. When I first moved to Delhi, I found the city to be too __________________and 

crowded. 

(a) noisy   (b) noiseful 

7. Now that I have lived here for a couple of years, I can’t imagine moving back to my 

__________________ town. 

(a) small   (b) tiny 

8. Delhi is the capital of India and is __________________ connected to all major 

cities of the country by road, rail, and air.  

(a) good   (b) well 

9. Mayor Lok is one of the __________________ localities in Delhi. 

(a) best   (b) good 

10. The area is well-maintained and planned __________________ 

(a) prettily   (b) beautifully 
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SESSION 7: GIVING DIRECTIONS 

 

Relevant Knowledge  

Look at the following map. How would you give the direction to City Mall?  

 

 

 

 

 

 

 

 

 

 

 

 

Read the “Terms and phrases for giving directions” given below. 

1. Intersection – Also known as “junction” and “crossroad”, it is a place where two or 

more roads meet. 

Example: We kept driving till we came to an intersection. We did not know which 

road to follow, so we asked the traffic police for directions.  

2. Fork – The point at which a road divides into branches. 

Example: Keep walking left till you come to a fork; take the road on your right and 

keep walking. The shop is there at the end of the road.  

3. U-turn- A U-shaped turn made by a vehicle so as to take a direction opposite to the 

original course.  

Example: The market is on the other side of the road. You will have to take a U-turn 

to reach it.  

4. Turn left/right- Go to your left/right. 

Example: The man told me to walk down the street and at the end, turn left.  

5. Signpost – A post bearing a sign that gives information.  

Example: The signpost says that we have to take the road on the left for Noida. 

6. Landmark – An easily seen building or place that serves as a guide. 

City Mall 

Mitthu Sweets Corner  

Start 

here 

Tara Bus Depot 



28 

Example: The City Mall serves as a landmark for their office. 
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7. Across the street – On the other side of the street. 

Example: The book store is just across the street. 

8. Next to – Beside. 

Example: Mohan Lal Grocery is next to the mobile shop. 

9. Go straight down – Keep walking along the road. 

Example: Go straight down this road and turn right. You will find the hospital there. 

10. Take the first/second road on the left/right. 

Example: To reach the school, go straight and then take the second road on the right. 

11. Around the corner – Near the corner.  

Example: The market is just around the corner of the DESU residential complex. 

12. At the end of – Last Part. 

Example: You will find the store at the end of this road. 

 

EXERCISE 

Study the flowchart given below:  

 

 

  

DMK 

Hospital Working Women’s 

Association  

Start  

Pushpak Book 

Store 

Oriental 

Restaurant 

Fun Village 

Little Angels School 

Khadi 

House 

Green Park 

Traffic Point 

A 

Traffic Point 

B 
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 Route A : Fun Village, Pushpak Book Store, Traffic Point B, Traffic Point A, 

Oriental Restaurant. 

 Rout B : Green Park, Khadi House, Traffic Point B, Traffic Point A, Oriental 

Restaurant. 

 Rout C : Green Park, Khadi House, Working Women’s Association, Little Angels 

School, Oriental Restaurant.  

In short, there can be more than one route in which you can give directions to reach DMK 

Hospital.  

Preopsitions 

A preposition is a word that links a noun and pronoun to other words in a sentence. For 

example. 

1. We went to the market. 

2. The market is just around the corner. 

3. Many kinds of stores can be found at the market.  

Prepositions are used as follows: 

 Preopsitions of time: at, on, in, during, since, until, by, etc. We reached the hostel 

at 9 pm. We reached the hostel on Monday. We will reach the airport in an hour. 

Note: Use at for specific times, on for days and dates, and in for non-specific times.  

 Prepositions of place: at, on, in, over, above, under, beside, behind, etc. We went 

to the library. The library is on Hudson Lane. Note: Use at for specific places, on 

for roads, streets, etc., and in for cities, countries, etc. 

 Prepositions of direction: to, from, across, through, around, into, towards, etc. The 

electronics shop is across the street. The cricketers went in that direction.  

 Prepositions indicating other relationships: by, with, of, for, etc. This sari is made 

of silk. A surprise is waiting for you.  

ASSESSMENT 

I. Fill in the blank with the correct preposition given in the bracket: 

1. Go straight down Kingsway Street and you will find the shop _____________ 

your right (in, on). 

2. The jeweler’s store is right next _____________ the bus-stop (for, to). 

3. The florist’s stall is _____________ Kamna’s house (below, under). 
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4. You can find her house _____________ the corner of the main street. (around, 

from)  

5. Walk _____________ you reach the traffic point (till, before). 

6. The book store is just _____________the street (across, under). 

7. Walk straight _____________ this road and you will come to a traffic point 

(down, beside). 

II.  Fill in the blank with the correct preposition given in the bracket:  

1. I’m very excited about meeting my friend today _____________Dilli Haat in 

the evening at 4.  

(a) on   (b) at  

2. My friend stays in INA colony near Dilli Haat, whereas my house is quite far 

_____________it.  

(a) across   (b) from  

3. in the morning, my friend had given me the directions_____________ this 

place over the phone. 

(a) to   (b) about  

4. I will take Bus no. 540 _____________ the Central Terminal and get off the 

INA bus stand.  

(a) from, in (b) from, at  

5. My friend had said that Dilli Haat is right _____________the road. 

(a) across   (b) over  

6. She will be waiting for me _____________ the Sikkim food stall.  

(a) on   (b) at  

7. The Sikkim food stall is located _____________ the Manipur and Rajasthan 

food stalls. 

(a) across   (b) between  

8. The hot momos served there are so tasty – I can’t wait _____________eat 

them! 

(a) for  (b) to 

9. Oh! I think that’s my bus _____________ that red truck.  

(a) behind  (b) over 

10. I must hurry up and get _____________ it or my plans for a great evening will 

be spoilt.  
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(a) onto   (b) in  
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SESSION 8: SESCRIBING AN EVENT  

Relevant Knowledge  

Have you attended any event recently? It may be a wedding, a birthday party, or any 

function- any event. Try and form sentences about the event. Maybe answering the 

following questions might help you:  

1. When was the event held? 

2. Where was it held? 

3. How many people came? 

4. How was the food (if it was a party)? 

5. Were there any special programs? If so, what were they?  

Present Continuous Tense  

The Present Continuous Tense is used to describe an action that is continuing at the 

moment.  

1. I am walking. 

2. She is preparing lunch for everyone.  

The verb will always take the form “is/am/are+verb+ing” depending upon the subject.  

1. He/she/it/Meena/Rajan is walking. 

2. They/we/you/the people are walking. 

3. I am walking.  

Read the following: 

1. I describe an event. Iam describing an event. 

2. She/he/Reena/Karan/etc. describes an event. You/we/they/the students/etc. are 

describing an event. 

The sentences with “is/am/are describing” as verb describe an action that is continuing at 

the moment. Therefore, 

1. We are learning the Present Continuous Tense. 

2. We are learning how to describe an event. 

3. We are learning English.  
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EXERCISE 

I. Read the following sentences and identify whether they are in the present 

continuous tense or not.  

1. Everyone is enjoying Sarita's party.  

2. Sarita is distributing cold drinks to her guests.  

3. Devjit wants to play his guitar and sing a song for her.  

4. All the guests encouraging him to do that.  

5. Even Sarita herself is telling him to perform. 

 

II. Read the sentences on "Smita's Birthday" given below. 

1. It was Smita's birthday _______________.  

2. We arranged a surprise birthday _______________.   

3. All her friends _______________. 

4. _______________ as it is her favourite.  

5. Everyone arrived_______________.    

6. _______________at 12 p.m.  

7. We screamed “_______________ "!  

8. Then, she blew the candles and _______________.   

9. Asha and Sumeet _______________.    

10. _______________ sang a song and entertained everyone.  

11. We played Antakshari _______________.    

 

III. Using the following phrases fill in the blanks and complete the sentences. 

1. "Surprise"  

2. ...were invited.  

3. Smita entered the room...  

4. ...cut it for everyone  

5. Smita even...  

6. ...party for her.  

7. ...on time.  

8. ...distributed food and drinks 
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9. We got a chocolate cake... ... 

10. ……on Sunday.  

11. .....and dumb charade.  

 

ASSESSMENT  

Choose and the tick the correct option, which is in the Present Continuous Tense.  

 

1. a.  We are gone to attend a friend's wedding at Sainik Farms on Saturday evening.  

b.  We are going to attend a friend's wedding at Sainik Farms on Saturday evening.  

c.  We went to attend a friend's wedding at Sainik Farms Saturday evening.  

 

2. a.  Everybody will having a great time at the party.  

b.  Everybody is having a great time at the party.  

c.  Everybody have a great time at the party.  

 

3. a.  The bride is looking gorgeous in a traditional red silk saree.  

b.  The bride looking gorgeous in a traditional red silk saree.  

c.  The bride will looking gorgeous in a traditional red silk saree.  

 

4. a.  The waiters serving delicious snacks and drinks.  

b.  The waiters serves delicious snacks and drinks.  

c.  The waiters are serving delicious snacks and drinks.  

 

5. a.  The DJ is playing soft music while the guests have their dinner.  

b.  The DJ is playing soft music while the guests are having their dinner.  

c.  The DJ plays soft music while the guests are having their dinner.  

 

6. a.  He is going to play some popular Bollywood numbers.  

b.  He has some popular Bollywood numbers to play.  

c.  He going to play some popular Bollywood numbers.  

 

7. a.  Some kids have running around while some will be dancing on the dance floor.  

b.  Some kids are running around while some are dancing on the dance floor.  
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c.  Some kids are running around while some dancing on the dance floor. 

 

 

8. a.  We are planning to drink coffee to stay awake through the night.  

b.  We are planning to drink coffee to be staying awake through the night.  

c.  We drink coffee to be staying awake through the night.  

 

9. a.  Pandit Ji reciting mantras and performing various rituals.  

b.  Pandit Ji is going to reciting mantras and performing various rituals.  

c.  Pandit Ji is reciting mantras and performing various rituals. 

 

10. a.  Everybody is showering flowers on the newlyweds.  

b.  Everybody are showering flowers on the newlyweds.  

c.  Everybody showering flowers on the newlyweds.  

 

SESSION 9: RECOUNTING AN EXPERIENCE  

Relevant Knowledge  

 

The purpose of a recount is to list and describe past events by retelling the events in the 

sequence in which they occurred. A recount tells about something that happened in the 

past. Hence it is written in the past tense. (e.g. I run - I ran, I go - went). The details in the 

recount can include what happened, who was involved, where it took place, when it 

happened and why it occurred.  

 

A writer or speaker uses a recount to tell us about a story or an event. Recounts are 

usually given in the order that the event occurred. Recounts can be:  

 

 Factual, such as a news story  

 Procedural, such as telling someone how you build or make something  

 Personal, such as a family holiday or your opinion on a subject  

 

Examples of a recount include:  

 Biographies and autobiographies  
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 Newspapers or the television news  

 Letters and postcards  

 Textbooks  

 Conversations with friends  
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A welt-structured recount includes details of the event or topic and personal opinions. 

Oral (spoken) mounts may have a title if you are giving a presentation. However if you 

are simply talking with tends you wouldn't announce the title of your conversation!  

 

Past continuous tense  

The Past Continuous Tense describes an action that was happening at a time in the past. A 

verb in this tense will always take the form: Was/were + verb (+ing) 

 I/she/he/it/Meena/Rajan/the man was walking. 

 They/we/you/the people were walking. 

 She was working on her painting.  

 He was rehearsing for his performance.  

 

Some examples of Past Continuous Tense are given below:  

 I am walking - Present Continuous Tense  

 I was walking - Past Continuous Tense  

 She/he/it/Tina is walking - Present Continuous Tense  

 She/he/it/Tina was walking - Past Continuous Tense  

 We/they/the people are working - Present Continuous Tense  

 We/they/the people were working - Past Continuous Tense  

 

Can you tell the difference between the two tenses?  

The Present Continuous Tense describes an action that is happening presently while the 

Past Continuous Tense describes an action that was happening at a time in the past. 

 

A verb in the Past Continuous Tense will take the form:  

Was/were + verb (+ing)  

 

Now, from the following sentences, identify the sentences in the Past Continuous Tense.  

1. I was going to tell you a story.  

2. They told me they playing a game.  

3. She is making breakfast.  

4. We were planning to visit the zoo.  

5. The zoo was closed.  
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6. Celebrations were happening all over the world.  

 

EXERCISE  

 Read the points given below, very carefully. Now, construct them into a paragraph:  

 Taking a walk in the park.  

 Saw some people playing badminton.  

 Sat down and watched.  

 Realized one of the players was an old classmate.  

 Called out to her.  

 She came to me.  

 Told me she was my classmate's twin.  

 I apologized.  

 She asked me to join their game.  

 I agreed.  

 Enjoyed a nice round of badminton with them.  

Read the phrases in "Trip to A Mall". Fill in the blanks with appropriate phrases.  

 ...we decided to go.  

 I told him...  

 ...for our lunch!  

 Then we went looking...  

 ...if I had any plans this Saturday.  

 ...the food court had not been built...  

 ...in the mall.  

 ...where it was located...  

 ...for a while.  

 ...to search the huge mall.  

 We were already hungry...  

My friend called me up and asked me ____________. ____________ I was free. So to the 

new mall. There were many good stores ____________. We ____________ window-

shopped. ____________ for the food-court. But we couldn't find it. ____________ and 

we were forced ____________ ! At last, we asked ____________ a guard ____________   
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and he told us that ____________  as yet. We ____________ came out of the mall and 

had to go to a dhaba ____________   . 
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 ASSESSMENT 

Fill in the blanks with the past continuous form of the verbs given in brackets. The 

first two have been done for you.  

1. I was visiting my childhood friend Venkat yesterday.  

2. We were going to watch the movie Don on DVD.  

3. We (see) the movie for the second time.  

4. We (enjoy) the popcorns more than the movie.  

5. In the evening, we (plan) to make a chocolate cake.  

6. Both of us (go) to the market to buy vegetables for dinner.  

7. We (driving) to the supermarket.  

8. The supermarket (offer) sale on all stocks.  

9. Everybody (move) towards the entrance at the same time.  

 

SESSION 10: FINDING A PLACE TO STAY  

Relevant Knowledge  

Imagine that you have just moved into a new city and are looking for a place to stay. How 

they would go about doing it? You can use the following pointers:  

 What kind of place do you want?  

 What would you require in a room?  

 Would you take the help of a broker?  

 Would you negotiate the rent?  

 

Make appropriate sentences  

Given below is a list of terms you will encounter when you want to rent a residence. Read 

aloud the "Renting Terms", understand its meaning and usage:  

1. Broker: One that acts as an agent for others in negotiation, bargain, etc.  

E.g.The broker helped me find a room at a reasonable price. 
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2. Rent: Payment made by a person for staying in a place owned by others. 

E.g.I and my three friends are living on rent now. 

3. PG (Paying guest): Someone who lives on rent in the owner’s house. 

E.g.PG accommodations are easily available these days.  

4. Apartment: A flat 

E.g.Sheila and Renu have rented a two-room apartment in Pune. 

5. Landlord/landlady: A man/woman who provides rooms for rent. 

E.g.Our landlady allows us to stay out till 10 p.m. only. 

6. Tenant: A person who lives on rent. 

E.g.Mr. Gupta’s tenants always pay their rent on time. 

7. Single-room flat: A flat with only one room. 

E.g.As I am planning to stay alone, I will look for a single-room flat. 

8. Double-room flat: flat with two rooms. 

E.g.As we are planning to stay together, we will look for a double-room flat. 

9. Commission: A fee that you have to pay to an agent/broker for their services. 

E.g.We also have to pay the broker his commission. 

10. Security: Money given as guarantee that you will pay rent as due. Also known as 

“deposit”. 

E.g.We have to pay 2500 Rupees as security. 

11. Notice: A formal announcement that you have to make if you want to move 

out/ask a tenant to leave.  

E.g.The landlord has a simple rule – every tenant must give a month’s notice if 

they want their security back. 

Read the dialogue section below on “finding a Place to Stay”. This is a 

conversation/dialogue between a broker and his client. The client is looking for a room.  

You have to fill in the blanks by forming complete questions using the points given in 

brackets. Two of them have been done to help them understand.  

 

EXERCISE  

Client : I am looking for a place to stay. 

Broker : OK. Do you want a single room or double room? (Single room or double room) 

Client : Since I am going to stay alone, I would prefer a single room. 
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Broker : _____________________________________? (just a single room, or with 

kitchen) 

 

 

Client : I want a single room with attached bathroom plus a separate kitchen. Broker: 

You have come right on time. A room which has all these has just been vacated. 

Client : _____________________________________? (how much the rent is) 

Broker : 4500 Rupees. 

Client : _____________________________________? (whether includes electricity bill 

and water bill) 

Broker : Yes, yes. It includes both. 

Client : Do I have to pay security? (whether I have to pay security) Broker: Yes. You 

have to pay a security of 2000 Rupees. 

Client : _____________________________________? (how much your fee is) 

Broker : I charge only 25% of the rent.  

Client : _____________________________________? (whether fee is negotiable) 

Broker : I am afraid it isn’t. It is quite low. Most brokers charge around 50% Client: Ok 

then.  

Broker : _____________________________________? (whether you want to see the 

room now 

Client : Yes.  

Future continuous tense. 

The Future Tense describes an action that will be ongoing in the future. A verb in the 

future continuous tense will always take the form:  

“will+be+verb+ing”. For example:  

 I will be reporting on the news channel tonight. 

 He will be coming home at around 10. 

 They will be working hard to win the match. 

 You will be doing your homework.  

We can understand the Future Continuous Tense with the help of the following examples: 

 We are looking for a new room. (Present Continuous Tense). We will be looking 

for a new room. (Future Continuous Tense) 

 I am looking for a new room. (Present Continuous Tense). I will be looking for a 

new room. (Future Continuous Tense).   

 She is looking for a new room. (Present Continuous Tense). She will be looking for 

a new room. . (Future Continuous Tense). 
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While in the Present Continuous Tense, we describe an action that is ongoing, in the 

Future Continuous Tense, we describe an action that will be ongoing in the future. The 

verb will always take the form: will/will not+be+verb (ing)  

Now, read the following sentences and identify the sentences that are in the Future 

Continuous Tense:  

1. The rent will be 4,000 Rupees. 

2. I will be hiring a broker to search for the room. 

3. She will not be taking the flat. 

4. The landlord will not returning the security. 

5. They will be staying in a double room flat.  

ASSESSMENT 

Change the following sentences to the Future Continuous Tense.  

1. Shantanu helped me located a good much. 

___________________________________________________________________

__. 

2. The landlord charged me too much. 

___________________________________________________________________

__. 

3. I was negotiating with him to lower the rent. 

___________________________________________________________________

__. 

4. I also asked the landlord if he would provide me a cooler. 

___________________________________________________________________

__. 

5. If not, I am buying the cooler myself. 

___________________________________________________________________

__. 

6. I am staying here till December. 

___________________________________________________________________

__. 

7. Next year, I am moving to Mumbai. 

___________________________________________________________________

__. 
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8. I contacted my broker Vijay. 

___________________________________________________________________

__. 

9. Vijay is searching for a two-room flat for me. 

___________________________________________________________________

__. 

10. I reminded him that the flat should have a separate kitchen. 

___________________________________________________________________

__. 

 

SESSION 11: SAYING NO 

Relevant Knowledge  

Sometimes, in our lives, situations arise where you have to politely decline a person’s 

offer. This can be difficult; especially when you care about the other person.  

Some people might say “Yes” when they actually mean “No”. As a result, they feel 

bitterness and anger towards the person they have said “Yes” to, even though the person 

has done nothing wrong. People who cannot say “No” often become annoyed and upset 

with themselves and if anyone continues this behavior for a long time, it affects their self-

esteem and adds to stress. On the other hand, some people might say “No” but, in an 

impolite, disrespectful and aggressive manner. This may result in others disliking them 

for being angry and rude. So what’s the way out?  

 

How would you say “No” to the following? 

1. A friend invites you to a party but you have to refuse. 

2. A friend wants to borrow a book but you have to refuse. 

3. A friend wants to go shopping with you but you have to refuse. 

Think about it!  

Read aloud the following phrases (polite ways of refusing): 

1. I am sorry but – I am sorry but I won’t be able to come. 

2. Thanks for the offer but – Thanks for the offer but I won’t be able to come.  

3. I will have to say no- I really want to come but I will have to say no.  

4. This is very kind of you. However….- This is very kind of you. However, I won’t be 

able to come.  
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5. I would love to…..but can’t because of prior engagement – I would love to come but 

can’t because of prior engagement.  

 

Read aloud the following phrases  

 You can’t work against the law. 

 I can’t abide by the law if it is not fair. 

 I am working at the warehouse. 

 You are working for the manager.  
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EXERCISE 

Study the following situations in "Saying No". Choose what would be the appropriate 

way of saying no in each situation. Some situations may have more than one appropriate 

option. Fill in the blanks with the appropriate option(s).  

 

Situation 1  

Speaker 1: Can I borrow some money?  

Speaker 2: ________________________________________________________.  

(a) No, you cannot.  

(b) I am sorry but I won't be able to lend you.  

(c) I am sorry but you can't borrow right now.  

 

Situation 2  

Speaker 1: I am going to my aunt's house. Would you like to come?  

Speaker 2: ________________________________________________________.   

(a) I won't be able to come, but thanks for the offer.  

(b) I am sorry but I won't be able to come.  

(c) I am sorry but I won't like to come at all.  

 

Situation 3  

Speaker 1: There is a party at my place on Friday. You have to come.  

Speaker 2:  ________________________________________________________. 

(a) Thanks. But I can't come as I have a prior engagement.  

(b) Sounds great! But, no! I am not coming.  

(c) I am sorry. I will not be able to make it. But thanks for the invitation.  

 

Situation 4  

Speaker 1: It is quite late now. Why don't you stay at our place tonight?  

Speaker 2: ________________________________________________________.   

(a) This is very kind of you. However, I can't stay.  

(b) Thanks! But I really have to get back home.  

(c) Thanks a lot. But I can't stay at your place tonight.  

  



48 

Situation 5  

Speaker 1: Would you like to join us for a drink?  

Sneaker 2: ________________________________________________________.   

(a) Thanks! But 1 will have to say no.  

(b) Sounds fun! But, no! I can't join you  

(c) A drink? No. Not now.  

 

ASSESSMENT  

I.     Fill in the blanks using the correct preposition given in the bracket:  

1. They invited me ______________ their party, but I had refuse (to, for)  

2. They said they will meet ______________ 3 sharp. (in, at)  

3. But I have to meet my grandparents ______________ Monday. (at, on)  

4. So, I said no. ______________now, I have never refused them. (till, before)  

5. They were a little disappointed ______________ me. (on, with)  

6. But I haven't met my grandparents ______________  a long time. (for, from)  

7. I haven't seen them ______________ last July. (since, from)  

 

II.     Fill in the blanks using the correct preposition given in the bracket:  

with against for from by on at  

1. Vikrant keeps borrowing money me. The next time he asks me, I will say, "I am 

sorry, Vikrant. I can't lend you anymore." 

2. My friends wanted to share a drink   me. But I refused saying "Thanks  the offer. But 

I will have to say no."  

3. My boss makes me get tea him every day. So, yesterday, I finally said "I am sorry, 

Sir. I have got work to finish." At that moment, I really did not care if it would have 

any effect my job.  

4. My grandfather wants me to get up at every morning and jog for an hour. I had to 

politely refuse saying, "Great idea! I will try that some day. Thank you."  

5. Leena asked Rajul to do her homework again. It seems Rajul replied, "I am not going 

to do whatever you ask me to." And now, they are not talking each other.  

6. The opposition candidate wanted the people to vote the ruling party, but they shouted 

him and told him to go back.  
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7. Though it was raining hard yesterday, my tutor wanted me to buy a book the market. 

I said, "I am sorry, Sir. But the weather is really bad. Can I buy the book tomorrow? 
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SESSION 12: DESCRIBING A LOST ITEM 

Relevant Knowledge 

 

Describing a lost item is a simple matter of stating the features of the item that may help 

in identifying it. For example to describe a book you have lost, you could describe its 

following attributes:  

 Name of book 

 Author’s name  

 Size of book  

 Description of cover  

 Publishers' name  

There are some words that are used to express the quantity of things that can be counted 

and some words that are used to express the quantity of things that cannot be counted. 

Study the following table:  

 

For Countable Nouns For Uncountable Nouns For Both 

Many Much Some 

A few, few A little, little Any 

Several A bit of All of the/most of the 

A couple of A good/great deal of A lot of/lots of 

None of the  Plenty of 

 

Some more examples are: 

 Their family has a lot of influence over the local government.  

 I bought a lot of children's books for my son.  

 Some people don't agree with the new bill.  

 There was much disagreement over the new bill.  

 

EXERCISE 

Now, read the details given below and fill in the blanks using the information given:  

 A mobile phone 

 Nokia 0010 
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 Black color  

 Lost while traveling in a train  

 15
th

 May, 2009, 2:00 p.m. to 9:30 p.m.  

 Train from Allahabad to Delhi  

 Shiv Ganga Express  

 Compartment no. S 14, Berth 28, Sleeper Class 

 

Policeman : Yes, may I help you?  

Complainant : I lost ____________________________.    

Policeman : Where? 

Complainant : I was traveling from ____________________.to 

____________________.    

Policeman : Which train was it? 

Complainant  : ____________________________.    

Policeman : When was the journey taken? 

Complainant : ____________________________.    

Policeman : What time approximately?  

Complainant : ____________________________.    

Policeman : Where was your seat?  

Complainant : ____________________________.    

Policeman : Please describe the phone.  

Complainant : It is a _____________________.   The colour is 

_____________________.     

Policeman : Okay.  

ASSESSMENT  

I.    Choose the correct quantifier from the given choices and fill in the blank:  

1. I lost _____________ books when I stayed at the hostel (several, much) 

2. Hema asked _____________  students if they had seen her new leather wallet (some, 

a little)  

3. The warden confirmed that_____________ thefts had occurred in the hostel, i she had 

every room checked (a few, any)  

4. _____________ students, including Hema, put up posters describing the items that 

they had lost (A lot of, much)  
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5. Finally, _____________ of the lost items were found in Hema's room - she had nerve 

to pretend that her wallet too had been stolen! (much, many)  

 

II  Fill in the blanks with the correct quantifier from the options given below:  

1. I was having _____________  fun with my family at the airport until I realized that 

two of my bags were missing.  

(a) a lots of  (b) many  (c) a lot of  

2. The black bag contained _____________ valuable things that I had bought for my 

sister's wedding.  

(a) many  (b) more  (c) much  

3. It contained a diamond pendant, _____________ gold bangles, a diamond ring, etc.  

(a) a few  (b) enough  (c) a little  

4. It also had silver jewellery.  

(a) many  (b) a few  (c) some  

5. The brown bag had_____________ important documents such as my passport, pan 

card, driving license, etc.  

(a) many  (b) more  (c) much  

6. The bag also contained clothes, _____________ silver coins, and a silver key.  

(a) enough  (b) a few  (c) a lot  

7. Though the black bag contained_____________ expensive items, its loss does not 

bother me as much as the loss of the brown bag does.  

(a) little  (b) a little  (c) plenty of  

8. It is more important to find the brown bag because it contains _____________ 

important documents.  

(a) much  (b) very  (c) some  

9. I do not have _____________ at the police station.  

(a) little  (b) much  (c) few  

10. I will also post an advertisement about my bag in the 'Lost and Found' section of 

_____________ newspapers.  

(a) more  (b) little  (c) some  
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SESSION 13: APPRECIATING SOMEONE  

Relevant Knowledge  

 

How would you feel if someone you knew very well and you had helped comes up and 

says to you “Someday I hope to give to you a fraction of all you've given me"? For 

employers and employees, businessmen and clients, family members close friends and 

associates, expressing appreciation Or everything a person means to you is absolutely 

necessary. It lifts your heart and makes the day to day stresses that you face more 

manageable. Take the time today to tell someone "I appreciate 2 To do so, you need to 

know how to appreciate and that's what you will learn today.  

Look at the following situation: A friend of yours has done a favor for you Now, how 

would you express your appreciation for your friend? Think about it.  

 

We generally show our appreciation when: 

1. Someone has done something for which they are grateful or thankful  

2. Someone has done something praise-worthy.  

Therefore, appreciation may be shown not only when someone has done you a favor but 

also when a person has done something good or admirable.  

 

Read the details given below:  

"Appreciating Someone 1"  

1. When someone has done you a favor:  

 Thanks a lot!  

 Thanks! You are a life-saver.  

 Thanks! I really appreciate it.  

 Thanks! You really made my day.  

 

2. When someone (e.g. a junior at work) has done his job well:  

 Great job!  

 Well done!  

 Nice work!  

 Good work! Keep it up.  

 You did very well!  
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 Keep up the good work.  

 I appreciate your effort.  

3. When someone (e.g. a singer/dancer) has performed well:  

 That was a great/an excellent/an outstanding performance!  

 You performed very well!  

 I enjoyed your performance. 

 

4. When someone shows concern and support:  

 I appreciate your concern.  

 Thank you for your concern.  

 Thanks for the support. I really need it.  

 Thanks for standing by me.  

 

5. 5. Appreciating someone close to you (parents, friends, etc.):  

 You are a wonderful/an amazing person!  

 Thank you for being who you are.  

 

EXERCISE 

Study the situations described here. Fill the blanks with how you would express your 

appreciation in the given situations. You can use the phrases and sentences you learnt 

earlier.  

Situation 1: You want to buy a book but do not have enough money. Your friend lends it 

to you.  

Situation 2: Your junior at work used to perform badly. Lately, his performance has 

improved.  

Situation 3: It is Mother's Day and you have bought a card for your mother. You want to 

write a line showing your appreciation.  

Situation 4: Your younger brother has come top of his class.  

Situation 5: You are organizing a campaign for the adoption of stray dogs. A man 

donates an amount (huge/small) for the cause.  

ASSESSMENT 

I.    Fill in the blanks using the correct option given in the bracket:  

1.   You did me a ______________ favor (great, large)  

2.   I am so ______________  that you won! (happy, cheerful).  

3.   You are looking ______________ tonight (wonderful, brilliant)  

4.   You did a ______________ thing by helping that poor boy. (well, good) 
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5.   We thank you for being so ______________ (kind, gentle)  

6.   That was a ______________ performance! (fantasy, fantastic)  

7.   Your generosity is appreciated by (many, much)  

8.   You are doing your job well (very, vary).  

 

II.   Choose the right word from the bracket to fill in the blanks:  

1. Rama presented the show really well. I think she is very ______________ (arrogant, 

confident).  

2. Sheela is very ______________ (patient, lenient) while talking to clients. She tries 

to understand them.  

3. I wonder how Nilanjana can be so ______________ (relaxed, lazy) before any team 

meeting.  

4. Priya is extremely ______________ (dignified, grand), and that makes her the team 

1 favorite.  

5. I like the fact that Ram is ______________ (inquiring, nosy), that way he gets his 

doubts cleared.  

6. Raj spends his money ______________ (with a lot of care, like a miser), so he has 

no major debts.  

7. It was because of Ram's ______________ (hard work, overwork) that we got a new 

deal.  

8. Raj uses ______________ (old-fashioned, outdated) ways to solve problems 

because he feels that it always works.  

9. Ravi is always ______________ (up-to-date, modern) with his work.  

 

SESSION 14: ATTENDING A PHONE CALL  

Relevant Knowledge  

 

How do you answer the phone when it rings? This session is about taking phone calls, 

and rat you will begin the lesson with a role play on the situation, Now read aloud the 

following conversations:  

Role Play 1  

Student 1 : Hello?  

Student 2 : Hello!  
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Student 1 : Is this (name) speaking?  

Student 2 : This is (name) speaking.  

Student 1 : I am (student's name). Is this a good time to talk?  

Student 2 : Ok. What is it about? 

Student 1 : I am from Public Surveys. We would like to inquire if you are a regular user 

of the Internet.  

Student 2 : Yes, I am.  

Student 1 : That's all. Thank you for your co-operation. Have a nice day.  

Role Play 2  

Student 1 : Hello?  

Student 2 : Hello!  

Student 1 : Is this (your name) speaking?  

Student 2 : This is (your name) speaking.  

Student 1 : I am (student's name). Is this a good time to talk?  

Student 2 : No. I am afraid I am a little busy at the moment.  

Student 1 : Can I call you later?  

Student 2 : Ok.  

Student 1 : Thank you for your time. Have a nice day!  

 

Read the details below:  

Making a phone call  

Asking for the person you want to talk to:  

 May I speak to (name of the person)?  

 Is (name of the person) there?  

 Am I speaking to (name of the person)? 
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Identifying yourself: 

 I am (your name).  

 My name is (your name).  

 I am (your name) from (company or organization on whose behalf you are calling).  

 My name is (your name). I am calling from (company or organization on whose 

behalf you are calling).  

Asking if the call-recipient is free to talk:  

 Is this a good time to talk?  

 Are you free to talk?  

When the person you want to talk to is not in:  

 I would like to leave a message.  

 Could you take a message for him/her?  

 Will call later/ I will call after some time.  

While hanging up:  

 Thank you for your time. Have a nice day!  

 Thank you. Have a nice day!  

 

Receiving a phone call  

When the caller asks for you:  

 This is (your name) speaking.  

 You are speaking to (your name).  

When the caller asks for someone who is not in/cannot come to the phone:  

 I am afraid he/she is not in at the moment Or He/she cannot come to the phone 

right now.  

 Would you like to leave message? Or Can I take a message?  

 Could you call after some time? Or Could you call later?  

When the caller asks you if you are free to talk:  

 Sure! What is this about?  

 I am sorry. I am a little busy at the moment,  

While hanging up:  

 Thanks for calling. 

  



59 

Study the details below and fill in the blanks: 

1. “Attending to Phone Calls 1” 

Receiver  : Hello? 

Caller  : Hello. ______________(receiver’s name)? 

Receiver  : This is (receiver’s name) speaking.   

Caller   : (receiver’s name), ________(caller’s name) _______ Life Care 

Insurance.  

Receiver  : Ok.  

Caller   : ___________________________? 

Receiver  : Sure, we can talk. 

Caller   : Are you availing any life insurance policy? 

Receiver  : _______________. 

Caller   : Ok. Would you like to by another policy? 

Receiver  : No, thanks. 

Caller   : Ok, sir/Ma’am. _______________________. 

 

2. “Attending to Phone Calls 2”  

Receiver  : Hello? 

Caller   : Hello. ________(name)? 

Receiver  : I am sorry. He/she is not in right now. 

Caller   : Oh! 

Receiver  : _________? 

Caller   : Yes. ___________ him/her that Rajeev Kumar called? 

Caller   : Ok. 

Caller   : ___________. 

Receiver  : No problem. Anything else? 

Receiver  : No, that’s all. 

Read the following examples: 

 I eat ice-cream daily – simple Present Tense 

 I am eating ice-cream – Present Continuous Tense 

 I have eaten ice-cream – Present Perfect Tense  
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In the first example, the person is saying that he eats ice-cream generally. In the second, 

he is eating ice-cream right now. In the third, he ate ice-cream in the recent past.  

The Present Perfect Tense is thus used to describe an action which occurred recently.  

It also used to describe an action which started in the past and is still continuing. For 

example:  

 I have worked here for 5 years.  

 She has lived there for 2 years.  

 

Verbs in the Present Perfect Tense will take the following form:  

 I/you + have + perfect form of the verb  

 It/she/he/Reena/Akash + has 4-perfect form of the verb  

 We/they/the people/the sisters + have + perfect form of the verb.  

 

Read this before you attempt the exercise:  

Present Perfect Tense is used to describe an action which occurred recently.  

 I have read the essay.  

 She has taken breakfast.  

 

It also used to describe an action which started in the past and is still continuing. For 

example:  

 I have worked here for 5 years.  

 She has lived there for 2 years.  

 Verbs in the Present Perfect Tense will take the following form:  

 I/you + have + perfect form of the verb 

 It/she/he/Reena/Akash + has +perfect form of the verb 

 We/they/the people/the sisters + have + perfect form of the verb.  

 

EXERCISE  

Identify the sentences in the Present Perfect Tense.  

1. She has done her job well.  

2. I have a file here.  

3. They have been upset. 
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4. You have won the competition.  

5. The man has a lot to say.  

ASSESSMENT 

I.   Change the verbs in brackets to Present Perfect Tense and fill in the blanks:  

Two examples are given below.  

 I have driven a car.  

 She has driven a car.  

 

A:   Hello! My name is Akanksha from ABC Consultants. May I speak to Ms Kavya, 

please? B:    Kavya ___________________ (leave,) the office. May I take a message?  

A:  Well, our company ___________________ (plan a camp at Siri Fort this Saturday. 

Would she be interested in attending it?  

B:   Sure! In fact, I would also be interested. We ___________________ (attend) such 

camps before. We found them  useful.  

A:  That's good. Can you give me your name and contact number as well?  

B:  My name is Manisha and my contact number is 9987654321. Some of my other 

friends ___________________ (volunteer) at such camps before. Would you like me 

to ask them to come along?  

A: That's great! You can ask them to call me on the same number if they need more 

information in this regard.  

B:   Ok. I will tell Kavya you called. Bye!  

A:   Bye  

 

SESSION 15: GIVING INSTRUCTIONS  

Relevant Knowledge  

 

Sentences that express an instruction are formed as an order or a direct command. It is 

always In the Simple Present Tense.  

 

For example:  

1. Tell us your name - Instruction. 
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2. What is your name? Not an instruction.  

3. Sit on the last bench - Instruction.  

4. I am asking you to sit on the last bench - Not an instruction.  

5. Write down today's date on the board - Instruction.  

6. You are writing down today's date on the board - Not an instruction.  

Sentences expressing simple instructions begin with the main verb - tell, sit and write. 

The subject such sentences is "you" but it is generally omitted.  

Read the following words:  

1. First  

2. Then  

3. Next  

4. After that  

5. This should be followed by  

6. Finally  

These words are commonly used while giving a series of instructions. Let's, read the 

following example to understand the concept:  

How to make an omelette  

"First, heat oil on a pan. Beat the eggs in a bowl and add salt. Fry chopped onions and 

green chili as soon as the oil is hot enough. Then, pour the beaten egg on the pan. Wait 

till the eggs get properly cooked on one side. Finally, turn the eggs over on the other side 

with the help of a flat spoon. Cook for 2 minutes."  

Your facilitator will show you the "Letter Formal. Chart. It will have the following on it : 

           Date: 

Sender's address  

Recipient's name  

Recipient's address  

Salutation {should be "Dear (name of recipient)"}  

Body of letter (main part of the letter)  

Yours sincerely,  

Name of sender  

Attempt to write down a step-by-step set of instructions on how to write a letter.  

 

Prepositions  

 We are sitting in the dining room.  

 We are inside the house.  

 Put the mug inside the cardboard box.  

 Pour some coffee into the mug.  
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 We sprinkled water on his head to wake him up.  

 

EXERCISE  

Choose the appropriate preposition:  

1. Come to the shop _____________ 5 p.m. (at, in)  

2. Finish the homework _____________ 15 minutes. (at, in)  

3. Turn this fan _____________ . (of, off)  

4. Walk _____________ a straight line. (in, with)  

5. Get a kilo of sugar _____________ the grocery. (at, from)  

6. Stand _____________ that chair and see if you can reach the shelf. (on, above)  

7. Take these vegetables _____________ the kitchen. (to, into)  

8. Do not smoke _____________ this area. (in, around)  

 

ASSESSMENT  

Fill in the blanks with the correct options.  

1. Do not honk unnecessarily _____________ traffic signals.  

(a) at   (b) from  (c) under  

2. Do not stand _____________ the glass door.  

(a) like   (b) during  (c) near  

3. The manager has given a new set of instructions _____________ the staff on office 

attendance.  

(a) from   (b) to   (c) on 
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4. As per the school rules, students will not be allowed to enter the school gates 

_____________ 9:30 am. 

(a) during  (b) after (c) to  

5. _____________ our stay at khairi in Chamba, we were not allowed to go out in the  

(a) During  (b) Before (c) After  

6. Tell the gate keeper to make sure that cigarettes or other tobacco products are not 

sold ______________ the school building.  

(a) near   (b) on  (c) through  

7. Get me a cup of coffee and a sandwich _________________ the shop across the 

street. 

(a) for   (b) of  (c) from  

8. You cannot park your car anywhere _________________ this building for security 

reasons. 

(a) from   (b) around (c) like  

9. Park your car _______________ the parking lot behind that mall. 

(a) across   (b) on  (c) at  

 

SESSION 16: REGISTERING A COMPLAINT  

Relevant Knowledge 

 

What would be your response to the following situation? 

“Your neighbors have been partying for the last three nights. They play loud music and 

you can’t sleep. You had requested them to keep the volume low but they haven’t done 

anything about it. So you went to the police and complained. A friend of yours does not 

know why you went to the police station. How would you tell her? 

 

Study the details given here. 

“Registering a Complaint-1”  

1. To register a complaint: To make a complaint before an authority. 

E.g. We registered a complaint to the Principal regarding the bad canteen food.  
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2. To lodge a complaint: To make a complaint before an authority.  

E.g. She lodged a complaint against her supervisor to the CEO.  

3. To file a complaint: To make a complaint before an authority.  

E.g. They are filing a complaint against their neighbors to the police.  

4. To press charges: To make an official complaint in a court of law. 

E.g. The actor is pressing charges against the newspaper for printing rumors about 

her. 

5. Object: To protest against something.  

E.g. We objected to the serving of alcohol at the camp site.  

6. Protest: Complain.  

E.g. The students are planning to protest against the teachers.  

 

The Past Perfect Tense is used to describe an action which occurred before another action 

in the past.  

Verbs in the Past Perfect Tense will take the following form:  

I/you/It/she/he/we/they/the people/the sisters 4 had + past participle form of the verb.  

 

Read the following examples:  

 I did my homework - Simple Past Tense  

 went out to play - Simple Past Tense  

 I went out to play as I had done my homework - Past Perfect Tense  

 

EXAMPLES 

1. I went out to play as I had done my homework.  

2. They had already left by the time we reached the place.  

3. I had had my breakfast before the alarm woke you.  

 

Identify which sentence belongs to the Past Perfect Tense.  

1. I had my dinner.  

2. I had had my lunch.  

3. He had gone to Paris.  

4. Have you understood the thso  

5. Ihad understood the theory.  
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6. The dog had gone away somewhere. 

 

7. It had been abandoned.  

8. it had a collar on its neck  

EXERCISE  

Rearrange the sentences to form a conversation between A and B. The first two have been 

done you.  

 Because the canteen owner allows them to smoke.  

 They should smoke somewhere else as it harms non-smokers too.  

 So the problem is with him!  

 Then why at the canteen?  

 Too many people at our college smoke in the canteen.  

 Alright!  

 Actually, they don't smoke anywhere else because of the signs.  

 That's true.  

 Who else? Let us write a letter stating our formal complaint and drop it in the 

“Complaint Box”. 

 Exactly! Why should they make us unhealthy too?  

 To the Principal?  

 But how do we make them stop smoking at the canteen?  

 I think we should lodge a complaint against him.  

 Hmmm...those No Smoking signboards at the gate are not helping much.  

 Yes. What do we do? 

 

A: Too many people at our college smoke in the canteen.   

B: That's true. 

A: 

______________________________________________________________________ 
B: 

______________________________________________________________________ 

A: 

______________________________________________________________________ 

B: 

______________________________________________________________________ 
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A: 

______________________________________________________________________ 

B: 

______________________________________________________________________ 
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A: 

______________________________________________________________________ 
B: 

______________________________________________________________________ 

A: 

______________________________________________________________________ 

B: 

______________________________________________________________________ 

A: 

______________________________________________________________________ 

B: 

______________________________________________________________________ 

A: 

______________________________________________________________________ 
 

ASSESSMENT  

Change the verbs in brackets to Past Perfect Tense and fill in the blanks. An example is 

given below to help you understand this tense.  

Simple Past Tense: I did my homework.  

Past Perfect Tense: I had done my homework.  

 

1. Rahul _________________ (lose) cell phone on his way to Delhi from Lucknow. He 

_________________ (travel) in the first class of the Lucknow Shatabdi. He had no idea 

how to get his cell phone back. He knew he had to lodge an FIR first. He knew he would 

have to go to the police station but he was not sure if he would go. He 

_________________ (hear) stories of how taking the help of the police took a lot of time 

and effort.. Then he remembered what his friend _________________ (tell) him. If his 

phone was used for some bad purposes, he would have to take responsibility for it. So, 

Rahul decided it was better to go and deal with the police than end up in some problem 

later on.  

2. I_________________ (drop) a complaint in the complaint-box about the lazy watchman 

as many people _________________ (complain) against him. 

3. Shilpa  _________________ (file) an FIR as soon as she found out about the theft.  

4. We _________________ (protest) against the use of animal fur in fashion.  

5. They _________________ (object) to the use of animal fur in fashion. 
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SESSION 1 7: CALLING UP TO FIND ABOUT A JOB VACANCY  

Relevant Knowledge  

 

Making calls to inquire about vacancies is a skill you need to acquire, as, sometimes in 

real life may need to call up and find out about job vacancies.  

 

Read the following phrases and sentences:  

1. I saw your advertisement in the newspaper...  

2. I am calling with reference to your advertisement in...  

3. Could you tell me if there is a job vacancy in your organization?  

4. Could you tell me if there is any vacancy for the post of...?  

5. Do you have a vacancy for the post of...? 

 

Modals are helping verbs. They help to express the mood of the main verb.  

The various modals are can, could, may, might, shall, should, will, and would. They have 

various uses:  

 Asking for permission: May I come in? Can/Could I use your pen? Can I go?  

 Making a request: Can/Could you pass me the book? Will you be my partner? 

 Expressing obligation: You should do the work yourself. I shall be responsible or 

safety.  

 Expressing determination: I will finish the project, come what may.  

 Expressing ability: I can solve the riddle. We could jump over the bench when 

kids.  

 Expressing probability: I may be able to help you out. It might rain tomorrow.  

 Expressing willingness: I will meet you tomorrow.  

 

EXERCISE 

Read the jumbled up conversation in the "Job Vacancy". The italicized sentences have 

jumbled words. You need to rearrange the words in order to make meaningful sentences.  

A: Hello!  

B: Hello! JobBazaar this Consultancy is? _____________________________________ 

A: Yes. What can I do for you?  

B: Your in Sunday's I Times of India saw issue advertisement.  
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A: Oky. 

B: Is wanted to if find out I a vacancy job there. 

A: Could you tell me what kind of a job you are looking for? 

B: I am a high-school English teacher. 

Looking for am I for a vacancy job same the post. 

A: Okay. You would have to consult our agent for jobs in education. 

B: Do that I do how? 

A: You would have to come to our office with your resume. An appointment you like 

would now to make? 

B: Sure. 

A: Okay. Monday at 11 a.m. 

B: Okay. I will be there. Thanks a lot! 

 

ASSESSMENT 

Fill in the blanks with the correct words from the given table: might, ought, have to, 

can, shall, may, should, could, would, will. 

Kavita : Hello, this is Cure Pharmaceuticals. How _____________ I help you? 

Gargi : Hi Kavita. This is Gargi here. ________________ I speak to anyone from the HR 

department? 

Kavita : Of course, _________________ I connect you to the HR manager? 

Gargi : That ____________________ be great. Thanks a lot.  

Kavita : Please hold on for a minute. Nilesh: Nilesh speaking. 

Gargi : Hi Nilesh, This is Gargi speaking ___________________ you tell me if you have 

any vacancy in your company? 

Nilesh : We are a large company Gargi, which department ________________ you be 

interested in? 

Gargi : That __________________ be the HR department itself, as I have an MBA in 

HR from Amity.  

Nilesh : MBA in HR from Amity? That ____________ to be useful. Let me have a 

look….. You’re in luck. ________________ you come down here tomorrow for an 

interview?  

Gargi : That _________________ be a problem. ________________ I come in day 

after? 
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Nilesh : Let me see…… that _______________ be possible. Can you come by 9 am? 

Gargi : Yes that’s fine. I ________________ be there by 9. Thanks a lot. 

 

 

SESSION 18: WRITING A RESUME 

 

Relevant Knowledge 

 

What is a resume and why spend time writing one? Resume writing is a 

crucial part of the job application process. If you rush a job application and 

spend your resume without thinking it could damage your chances of finding 

a job.  Considering the current economic climate, there is fierce competition 

in most industries so spending time to make your resume stand out from the 

rest is very worthwhile. 

A resume-sometimes called a ‘Curriculum Vitae’ or ‘CV-is a summary of 

your skills, education and work experience. A good resume demonstrates 

how your skills and abilities match up with the requirements of a job. 

 

Here are a few reasons why writing a good resume is very important: 

 It promotes you! A resume is a self-promotional document that 

presents you in the best possible light for the purpose of getting 

selected for a job interview. 

 A good resume will compliment your cover letter writing and make 

your overall application stronger. 

 You can achieve your dream job. By spending time perfecting your 

resume you stand a better chance of landing your dream job, 

especially if you include all relevant work experience. 

 Networking can be boosted with a good resume.  If your resume 

stands out from the rest an employer is more likely to speak to people 

in their industry about you. 

 It opens up referral job applications.  If an employer likes your resume 

but doesn’t have any suitable vacancies they are likely to recommend 

you for other job openings. 

Read the following list, and tick the ones you think should be included in a 

resume or Curriculum Vitae (CV). 

1. Email address 

2. Favourite films and actors 
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3. Nationality 

4. Phone number 

5. Computer skills 

6. Gender 

7. Address 

8. Date of birth 

9. The newspaper you subscribe to 

10. Marital Status 

11. Awards and achievements 

12. Place of birth 

13. Your height and weight 

14. Details of education 

15. Skills and interests 

16. Languages 

17. The festivals you celebrate 

18. Details of previous employments 

19. Your religion 

“CV Terms”: Study the terms given below. 

1. Contact details: Your name, address, phone number, and email 

address 

2. Objective: A Statement of what you intend to achieve and contribute 

through your service to the organization. E.g., to use my skill and 

work to the best of my ability for the development of the organization. 

3. Personal information: You may include your gender, date of birth, 

place of birth, nationality, marital status, and languages known to you 

under this heading.  Optional information includes spouse’s name and 

number of children. 

4. Area of expertise: The work skills that you have 

5. Employment history: This states your work history. It should include 

the different organisations where you were employed previously, the 

length of each employment, and the positions you held. 

6. Educational qualification: Details of the education that you have 

received – details of degrees and training. 

7. Skills and interests: You can state here other skills and interests that 

you have 

8. Other enhancements/Awards and achievements: Any other 

achievement or work that you want to make special mention of 
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9. About me/Biography: This is an optional section where you give a 

short account of yourself. 

Connectors and conjunctions 

Connectors are words used to express relationship ideas and combine 

paragraphs and sentences.  For example: but, also, however, moreover, 

firstly, next, then, therefore, n brief, still, for example, thus, of course, 

certainly, hence, at the same time, on the contrary, etc. 

Conjunctions are words used to connect phrases and words.  For example: 

but, so, as, and nor, yet, so although, because, either... or, neither.... nor, as 

soon as, and  or. 

Note: Conjunctions can also be used as connectors. 

 

EXERCISE 

Look at the formats given below and develop your CV: 

“CV Format” 

Name: 

Address: 

Email address: 

Telephone number:  

Personal Information  

Date of birth: 

Place of birth: 

Nationality: 

Marital status: 

Languages known: 

Employed: Yes/no 

Area of expertise: E.g. Direct sales, customer help, and visual 

merchandizing. 

Employment history (if any) 

 

E.g. Worked as sales representative for Sell Well for 2 years. 

1.____________________________________________________________

__2.__________________________________________________________

____3.________________________________________________________

______ 

Educational qualification 

E.g. 1. HSC from Amravati High School (CBSE), Chandigarh, in 2003 

2. Diploma course in Basic Computer Education from All, Chandigarh, 

in 2004 

1.____________________________________________________________

__2.__________________________________________________________
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____3.________________________________________________________

______ 

Computer Skills 

1.____________________________________________________________

__2.__________________________________________________________

____  

Skills and interests 

E.g. 1. Possess good communication skills 

       2. Reading books 

1.____________________________________________________________

__2.__________________________________________________________

____3.________________________________________________________

______ 

Awards and achievements 

E.g. 1. Won “Sales Representatives of the Year” Award at SellWell 

        2. Captain of the college cricket team for 2 years 

1.____________________________________________________________

__2.__________________________________________________________

____3.________________________________________________________

______ 

Fill in the details to make your own CV. Example have been given to show 

how some information may be filled in. 

Note: There is a small difference between a resume and curriculum vitae 

(CV) i.e. the length of the document. While a resume is brief and concise 

summary of your skills, experience and education-less than a page or two, 

curriculum vitae is a longer (at least two page) and more detailed synopsis. 

Covering Letter 

Improve the following covering letter by changing some sentence structures. 

The sentences that can be changed (or linked) have been underlined.  

To 

The HR Manager 

Healthy Pharmaceuticals 

Healthpur 

Healthy Pradesh 

 

Dear Madam, 

I’m writing to you regarding sales positions at Healthy Pharmaceuticals, I’m 

also writing to you about marketing positions. 

I’m a fresh graduate, I have a B.Com degree in marketing. I would like to 

work in a sector that improves our society. I want to improve people’s lives. 

I have a keen interest in working with a pharmaceutical company. I am 

interested in working with Healthy Pharmaceuticals. 
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Though I have no experience in sales and marketing so far. I’m confident 

that I will be a successful salesperson. I have good people skills. I am 

disciplined. I am a hard worker, also at my college I participated in any 

activities. I participated in awareness campaigns for 

youth__________________________. I think I’m suited for a job that 

requires communicating with customers. 

I hope you will consider my job application positively. Please consider me 

for an interview.  

Do you require any additional information? Please let me know. 

Sincerely, 

 

ASSESSMENT 

Fill in the blanks with suitable connectors/conjunctions 

1. I went to see her___________she wasn’t at home.(and, but) 

2. It started raining____________we went out(as soon as, because) 

3. We came back______________she was not at home.(as, yet) 

4. She was not at home______________ we came back(so, however) 

5. ___________,boil the water._____________add the sugar. (First-

then)(Then-first) 

6. _________________we missed her_________ she never received our 

message. Either-or,Neither-nor) 

7. We drove fast_______________we could not reach on 

time__________of the traffic jams. (However-because, Because-

however) 

8. He told you that he gave me the book?___________,the book is still 

with hime.(Thus, On the contrary) 

9. I came to see you_____________you are not well. (because, so) 

10. _______________ I had messaged them, they still were not ready one 

time.(Although, And) 

SESSION 19: WRITING A COVERING LETTER 

Relevant Knowledge 
A covering letter written by Mr. A of Arjun nagar in response to an 

advertisement placed by Welcome Travel, Sarojini Nagar is given below.  

There arre four errors in the format and you have to spot them. 

_____________________________________________________________

___ Arjun Nagar 

Email: a@hotmail.com 

Ph no: 09891989198 

Dated: 22 Dec, 2008 

Subject: Application for the post of sales executive 

mailto:a@hotmail.com
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Welcome Travels, The HR Manager, 

Sarojini Nagar 

Dear Sir, 

With reference to you advertisement in Times Ascent, dated 21 Dec, 2008, I 

wish to apply for the post under concerned 

I have just graduated in Commerce (with Honours) from Delhi University. I 

am a dedicated individual who possesses good communication skills and I 

am eager to join your company. 

My CV is enclosed herewith. 

Thanking you, 

Mr. A., 

Yours faithfully. 

_____________________________________________________________

___Read the “Lines for covering Letters” given below. 

The lines with which a covering letter begins when it is written in response 

to a vacancy advertisement: 

1) I am writing in response to your advertisement............for the post 

of......... 

2) With reference to your advertisement in .........I wish to apply for the 

post of....... 

The lines written to show that you have the ability to handle the job: 

1) I will be able to handle responsibilities well. 

2) I have the skills that are required for the concerned job. 

The lines written before the last paragraph: 

1) Please find attached a copy of my resume. 

2) My CV is enclosed herewith. 

3) My resume is enclosed for your review. 

The lines written in the last paragraph: 

1) Thank you for your consideration. 

2) I would appreciate it if my application is considered for the post. 

The line written in the last paragraph, following the lines given above: 

1) Looking forward to your response.......... 

2) I look forward to hearing from you soon. 

EXERCISE 

Read the details given below. 

“Siddhesh Sharma’s Covering Letter” 

Siddhesh Sharma’s contact details 

 B-12, Manak Chand Basi, Arjun Nagar, Delhi-110003. 
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 Email: siddhesh.sharma@gmail.com 

 Phone:09891223314 

Contact detail of recipient 

 HR Manager 

 SellWell Organisation, Maurice Road, Delhi-110007 

Subject: Application for the post of Sales Manager 

Body of the letter (you have to rearrange the sentences): 

 I would appreciate it, if my application is considered for the post. 

 My resume is enclosed for your review. 

 Thus, I have the skills as well as experience required for the concerned 

job. 

 I also have a MBA in Retail from AIBM, Hyderabad. 

 I am writing in response to your advertisement in The Times of India 

for the post of Sales Manager. 

 I look forward to hearing from you soon. 

 I was hired by Go Shop, a reputed supermarket chain, as Sales 

Manager for two years. 

You have a write, Siddhesh Sharma’s covering letter in the correct format. 

The details of the letter have been given. The sentences that make up the 

body of the letter have also been provided.  However, you have to rearrange 

them so that they are presented in the correct order.  The salutation and 

leave-taking have to be inserted by you. 

 

Reported speech 

Let’s understand Reported Speech with the help of the following examples 

and explanations: 

1. He said, "I am thirsty”-Direct Speech. 

2. He said he was thirsty-Reported Speech 

3. She said, “What are you doing-Reported Speech. 

4. She asked me what I was doing-Reported Speech. 

5. They said, “We have won the match-Reported Speech. 

6. They said they had won the match-Reported Speech. 

Reported speech (or indirect speech) so used to tell what people say or think. 

Which changing a sentence from direct speech to reported speech, the verb 

will change into its past form. 

For example: 

 am/is-was 

mailto:siddhesh.sharma@gmail.com
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 are-were 

 has/have-had 

 do-did 

 am doing-was doing 

 have done-had done 

 will- would 

 can-could 

 shall-should 

 may-might 

But these remain the same: 

 had-had 

 would-would 

 should-should 

 might-might 

 ought to-ought to 

Other standard changes include: 

 yesterday-previous day/the day before 

 this-that 

 these-those 

 now-then 

 here-there 

 tomorrow-the following day 

 Next (day/week/etc.) – the following (day/week/etc.) 

Note: the following remain the same: that-that, those-those, then-then, and 

there-there. 

 

ASSESSMENT 

Read the following and identify the correct options: 

1. Meena said to me, “I can’t go tomorrow.” 

(a) Meena told me that she couldn’t go tomorrow. 

(b) Meena told me that she can’t go the following day. 

(c) Meena told me that she couldn’t go the following day. 

 

2. I asked, “Why aren’t you going tomorrow?” 

(a) I asked Meena Why she wasn’t going tomorrow. 
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(b) I asked Meena why she was not going tomorrow. 

(c) I asked Meena why she wasn’t going the following day. 

3. She said, “I have to go to the post office to mail a covering letter.” 

(a) Meena said that she had to go to the post office to mail a 

covering letter. 

(b) Meena said that she will go to the post office to mail a 

covering letter 

(c) Meena said that she have to go to the post office to mail a 

covering letter. 

 

4. I said, “Can I go with you?” 

(a) I asked if I could go with her. 

(b) I asked if I can go with her 

(c) I said I could go with her. 

 

5. Meena said, “That would be great!” 

(a) Meena told me that would be great. 

(b) Meena told me this would be great. 

(c) Meena told me that would be great. 

The following is a conversation between a boy and a girl.  You have to turn 

the direct speech to reported speech. The first three have been done for you. 

1. Boy: “I have never written a covering letter.”  

Reported speech: the boy said that he had never written a covering 

letter. 

2. Girl: “Would you like to learn how to write one?”  

Reported speech: The girl asked him if he would you like to learn how 

to write one 

3. Boy: “Yes I would like to learn to write one.”  

Reported speech: the boy replied that he would like to learn to write 

one. 

4. Boy: “Who can teach me how to write a covering letter?”  

Reported speech: 

_____________________________________________ 

5. Girl: “I have  written a lot of them so I can teach you.”  

Reported speech: 

_____________________________________________ 

6. Boy: “Are there a lot of rules?”  
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Reported speech: 

_____________________________________________ 

7. Girl: “yes even something like writing a covering letter has a lot of 

rules.”  

Reported speech: 

_____________________________________________ 

8. Girl: “Often people write these letters in any way they want.”  

Reported speech: 

_____________________________________________ 

9. Boy: “Have you're sent any covering letter recently?”  

Reported speech: 

_____________________________________________ 

10. Girl: “I sent one to a company just yesterday?”  

Reported speech: 

_____________________________________________ 

SESSION 20 : FACING AN INTERVIEW 

Relevant Knowledge 

Read carefully the “Common Interview questions” given below: 

1. Please introduce yourself/could you tell us a little about yourself? 

Interview usually starts with this question. You have to introduce 

yourself by stating some basic personal information (Refer to session 

6 of Level 1 textbook) 

2. Why have you applied for this job? 

For this question, you may need to do some background research on 

the company.  You may also add that the skills and experience you 

have makes you suitable for the job. 

For example: “I am interested in this job as I will get to work for a 

well-known and successful organisation. I also believe that the skills 

and experience I have makes me suitable for the job.” 

OR “I am interested in those jobs because I like the work profile. I 

also believe that the skills and experience I have makes me; suitable 

for the job.” 

 

3. What are your key areas of expertise? 

For this question, you will state the skills that you have which are 

related to your job.  For example, the key areas of expertise of a sales 
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representative may be direct sales, customer help, visual 

merchandising, etc. 

4. Why do you think you are suited for this job? 

For this question, you should talk about your qualities as well as skills 

that would make you suitable for the job. 

For example, a sales representative should have good communication 

skills as well as knowledge of current trends. If the candidates is 

experienced (i.e. not a fresher), then he must also talk about how the 

skills he has acquired from a previous job can contribute to the new 

one. 

For example: “I have been working as sales representative for a year 

and I am skilled in direct sales as well as marketing.  Therefore, I can 

easily adapt myself to the new job.” 

5. Why did you leave your last job? 

While answering this question, you should never give any negative 

comments about your previous employers. Instead of saying, “I was 

not happy with my job as it was boring” say “I was not unhappy with 

my last job. But I am eager to take on more challenges.” 

6. What are your career objectives? 

While answering this question, talk about the job first and then about 

what you can for the company. For example, “My carrier objectives 

are to do my job well and to contribute to the overall development of 

the company.” 

7. What are your salary expectations? 

If you are a fresher, then it is better to ask the interviewer the salary 

range of the position you have applied for.  For example. “As this my 

first job, I have no idea of the salary range of this position. I would be 

happy with your division.” 

If you have experience, then you must have already quoted your 

current income in your resume. It is safe to quote around 10-15% 

more than your current salary if you are applying for the same post. If 

you are applying for a higher post, you can quote 20-25% more. While 

negotiating, you must mention your skills and the advantage of your 

experience. 

For example, “I am already earning______________and I have my 

experience and skills. Therefore, I would expect a salary 

of_________.” 

8. Can you tell me what your strengths and weaknesses are? 
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While discussing your strengths in an interview, focus on those skills 

which are related to the job.  For example, “I have the ability to work 

well in a team and to communicate well with people.” 

While discussing your weaknesses, do not mention personal ones, 

such as, “I have a short temper” or “I am very lazy”. Instead, talk 

about those weaknesses which can be easily overcome.  For example, 

“I have not handled such a big team before. But I am confident that I 

will learn on the job.” 

 

 

 

 

 

EXERCISE 

 

You need to imagine that you are having a conversation with your 

facilitator. He/she will say the answers and you have to frame the 

questions to them. 

1. The train leaves at 10.20 a.m. 

2. I am reading a book. 

3. Yes, you can borrow the book. 

4. No, I don’t think the train will be late today. 

5. I know because I always take that train and it has never been late. 

6. The interview went very well. 

7. No, They said they will inform me of the outcome next week. 

ASSESSMENT 

Choose the correct option and fill in the blank: 

1. Nishi:___________I come in, Ma’am?(may, might) 

2. Interviewer: Come in, come in, have a seat. 

Nishi: Thank you, Ma’am. 

3. Interviewer: It is Nishi,___________?(is it, isn’t) 

Nishi: Yes Ma’am. 

4. Interviewer:____________ are you?(where, how) 

Nishi: I am fine, thank you. 

5. Interviewer: Ok So tell us, Nishi___________have you applied to 

SellWell?(why, how) 
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Nishi: SellWell is one of the largest supermarket chains in India. It s a 

successful organisation that has been popular ever since it started five 

years ago. 

6. Interviewer: ___________you have any experience as a sales 

executive?(do, did) 

Nishi: Yes Ma’am. I have worked as sales executive at Shopper’s 

Haven for a year. 

7. Interviewer: That’s good. We take only experienced people 

her___________departments were you in?(which, whose) 

Nishi: I worked at good section for the first six months and clothing 

for the next six months. 

8. Interviewer: ______________ salary are you expecting?(what, how 

much) 

Nishi: My previous salary was 10,000 Rupees per month. So, I am 

expecting around 13,000 Rupees at SellWell. 

9. Interviewer: Okay. That is reasonable___________will you be able 

to join?(when,wherre) 

Nishi: I can join this Monday. 

10. Interviewer: Great! We are one member short in our shoes and bags 

department___________ you comfortable with this post?(have, are) 

Nishi: Yes Ma’am. 

11. Interviewer: Good___________ there any question would like to 

ask?(are, is) 

Nishi: No, Ma’am. 

 

SESSION 21: TAKING A TELEPHONIC INTERVIEW 

 

Relevant Knowledge 

 

Read the statement below: 

“Telephonic interview” 

1. I am a little busy right now. Can we reschedule the interview? 

 Used when the interview call is unexpected and your and are not 

prepared, or when you are busy in some work. 

2. I am sorry. I will not be able to join on Monday as I have some 

urgent work. Is it okay if I join on Tuesday? 
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 Used when you are unable to join work on the day that the 

caller/interviewer suggests.  

3. I was looking forward to your call. 

 used when the interview  is pre-scheduled. 

4. I hope you can hear me..... 

 Used if the phone line is not clear. Avoid sentences like “Speak 

louder!” and “I can’t hear you.” 

5. When am I likely to hear from you? 

 Used while hanging up, when the caller/interviewer have not 

specified when he/she is going to call you back. 

These are some standard lines that can be used during a telephonic interview. 

Note: The questions discussed in the previous session under the “Common 

Interview Questions” are equally relevant to a telephonic interview. 

You will again have a role play like in the last session, but this time, it will 

be a telephonic interview. 

EXERCISE 

Identify the sentences in the Present Perfect Tense. 

1. I have had my telephonic interview. 

2. She had tried to call you. 

3. Did you get selected? 

4. She has told me that I can join on the 22
nd

. 

5. I haven’t received the call as yet. 

6. I have been asked to bring all documents on the day I join. 

7. I have read the contract and have agreed to sign. 

8. I have had my dinner 

9. Have you done the job?  

10. They have not come yet. 

RELEVANT KNOWLEDGE 

Change the italicized sentences to present tense. 

Caller : Hello! This is Ranjita Mehta calling from SellWell. 

Sarthak   : Hello. 

Caller : May I speak to Mr Sarthak Gupta? 

 Sarthak  : This is Sarthak Gupta speaking. 

Caller :  I received the job application email that you sent me.  

   (1)_______________________________________. 

Sarthak  :  Okay. 

Caller : I just read your resume. 

  (2)_______________________________________. 
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Sarthak  : Ok. 

Caller : I am please to inform you that we have a vacancy at the 

moment. 

Sarthak  : That’s great news. 

Caller : Sarthak, did you ever take a telephonic interviewer? 

  (3)_______________________________________ . 

Sarthak  : No, I did not. 

  (4)_______________________________________. 

Caller : Well, we need to take your interview this way. We need to fill 

in     the vacancy urgently. 

Sarthak   : Okay then. 

Caller : So, Sarthak, We need someone who can keep an account of 

the stocks. Are you doing anything similar to this? 

 (5)_______________________________________.  

Sarthak  : Yes Ma’am. I was also in charge of the daily stock count apart 

from sales. 

                  (6)_______________________________________. 

Caller : Okay. You will be doing something related to that. You will 

be placed in charge of receiving stocks, stacking shelves and 

daily stock count. 

Sarthak   : I am familiar with the work. 

Caller :  And Sarthak, di you ever read planograms? 

   (7)_______________________________________. 

Sarthak  : Yes, I read them. 

 (8)_______________________________________. 

Caller :  Good. This is all we require from you. When can you join 

us? 

Sarthak   : I canjoin this coming Monday. 

Caller :  Ok. What your salary expectations? 

Sarthak   :  I earned an annual income of 1, 20,000 Rupees at my 

previous company. I would therefore like a higher pay. 

Caller :  Ok Sarthak, We are offering a monthly salary of 10,500 

Rupees presently. That is what we wrote informed at our 

website.  

  (9)_______________________________________. 

Sarthak   :   Yes, I am aware of that. 

Caller :  But on account of your experience and excellent resume, we 

decided to offer you 13,500 Rupees. Is that agreeable? 

                      (10)_______________________________________. 

 Sarthak   : That sounds agreeable. 

Caller :   So Sarthak, can we expect you on Monday? 

Sarthak   :   Yes, I will be there. Thanks for the opportunity. 
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SESSION 22: AACEPTING A JOB OFFER 

Relevant Knowledge  

Writing a job acceptance letter when you have received a job offer is one of 

the best and most pleasurable things to do as it represents the culmination of 

all your efforts in searching for a new job. 

A job acceptance letter is a letter that you write to a company which has 

offered you a job. In such a letter, the following points are included in the 

given sequence: 

 Written acceptance of the job offer. 

 The terms and conditions of employment (salary, benefits, 

etc.) 

 Starting date of employment. 

 Thanks and appreciation for the opportunity. 

 Request for notification of any changes or if the candidate is 

required to do anything before starting employment. 

Note: You don’t have to write the subject line of the letter. 

Read the details given below: “Accepting a Job Offer” 

Written acceptance of job 

 It is with great enthusiasm that I accept your offer of the post of Sales 

Executives at Seel/Well Org. Please consider this letter as my formal 

acceptance of it. 

 I would like to express my pleasure at you offer of the post of Sales 

Executive at Sell/Well. Please consider this letter as my formal 

acceptance of it.  

 I am writing this letter as an acceptance of the offer of the post of 

Sales Executives at Sell/Well Org.  

Terms and conditions of employment 

 I understand that I will be receiving a starting salary of Rs.12,000 per 

month. I also understand that I will get full pay and benefits during the 

3 months’ probationary period. 

 As discussed, my starting salary will be Rs.12, 000 per month. I also 

understand that I will receive full pay and benefits during the 3 

months’ probationary period. 

Staring date of employment 

 As agreed, my joining date will be the 1
st
 of June, 2009. 

 As discussed, I will be starting work from the 1
st
 of June, 2009. 
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Thanks and appreciation for the opportunity 

 Thank you once again for this wonderful opportunity. I look forward 

to joining your team/organisation/company and becoming a part of the 

continued success that the team/organisation/company represents. 

 Thank you for the opportunity. It is an honour to be selected for your 

team/organisation/company. 

 Thank you for this wonderful opportunity. I will put in my best efforts 

to make a positive contribution to your team/ organisation/company. 

Request for notification if the candidate is required to do anything before 

starting employment. 

 Do let me know if I need to do anything prior to joining the company. 

 If there is anything I need to do before my starting date, please let me 

know.  

Find out the meaning of the following words and phrases that have been 

taken from the “Accepting a Job Offer”. 

 Prior to-before/after/during 

 Enthusiasm-laziness/eagerness/happiness 

 Positive-useful/useless/unhappiness 

 Per-one/each/chance 

 Probationary-on trial/sample/training 

 

 

 

 

bdkbZ 2 %  
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osc ,Iyhds'kal ¼vk/kkjHkwr½ 

 

 

 

 

fp= 

 

s3yj*i-|»l. 
Mil. 



93 

fo"k;&lwph 

bdkbZ 2 % osc ,Iyhds'kal ¼vk/kkjHkwr½ 

l= 1 % igqap ¼,Dlsl½ ds fodYi ds lkFk dk;Z 

l= 2 % usVofdZax ds vk/kkjHkwr rRo 

l= 3 % rRdky lans'k ¼baLVsaV eSlsftax½ dk ifjp; 

l= 4 % fdlh laidZ ¼dkaVsDV½ ds lkFk pSfVax & xqxy VkWd 

l= 5 % osc i`"B dk l`tu vkSj izdk'ku & CykWx 

l= 6 % vkWQ ykbu CykWx ,fMVlZ dk mi;ksx 

l= 7 % vkWuykbu laO;ogkj 

l= 8 % baVjusV lqj{kk 
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l= 1 % एक्सेससबिसलटी ऑप्शन्स ds lkFk dk;Z 

izklafxd tkudkjh 

dEI;wVj एक्सेससबिसलटी ¼,Dlsl½ dk तात्पर्ि gS dEI;wVj iz.kkyh dk lHkh ds fy,] pkgs 

mudh v{kerk dqN Hkh gks] iz;ksDrk vuqdwy gksuk gSA rFkkfi gkMZos;j vkSj lkW¶Vos;j ds la;kstu ls 

;g fdlh O;fDr dks mldh v{kerk ;k ck/kk ds gksrs gq, dEI;wVj dk mi;ksx djus esa leFkZ cukrk 

gSA bls lgk;dh तकनीक dgk tkrk gSA bl l= esa vki vius dEI;wVj ds vk/kkjHkwr igqap ds 

fodYiksa ds ckjs esa lh[ksaxsA 

,slh dbZ ck/kk,a gSa tks dEI;wVj ds iz;ksx dks izHkkfor djrh gSA buesa र्नम्न 'kkfey gSa% 

 KkukRed ck/kk ;k vf/kxe v{kerk tSls डिसysfDl;k] vVsa'ku MsfQflV gkbij ,fDVfoVh 

fMlvkMZj ¼एिी ,pMh½ ;k vkfVTeA 

 n`f"V ck/kk] tSls de fn[kkbZ nsuk] iw.kZ ;k vkaf'kd va/krk vkSj o.kkZU/krkA 

 Jo.k ck/kk] ftlesa cgjkiu Hkh 'kkfey gSA 

 eksVj ;k dkS'ky ck/kk tSls ydok] izefLr"d vk?kkr] ;k dkisZy Vuy flUMªkse vkSj 

fjfifVfVo LVªsu {kfrA 

daVªksy iSuy में एक्सेससबिसलटी ऑप्शन्स fodYiksa dk mi;ksx dh&cksMZ] fMLIys ;k ekml 

ds dk;ksZa dks viuh vko';drkuqlkj djus ds fy, fd;k tkrk gSA buesa ls dbZ fo'ks"krk,a mu 

v{kerkvksa okys O;fDr;ksa ds fy, mi;ksxh gS ftudh ge igys ppkZ dj pqds gSaA bl l= esa vki 

foaMkst ,Dlih esa igqap ds fodYiksa dk mi;ksx djuk lh[ksaxsA  

igqap ds fodYiksa dh 'kq:vkr djuk 

 foaMkst ,Dlih esa igqap ds fodYi ds fy, LVkVZ > daVªksy iSuy >,DlsflfcfyVh vkWI'ku 

dks fDyd djsaA एक्सेससबिसलटी ऑप्शन्स dk foaMks fn[kkbZ nsrk gSA 

dh&cksMZ VSc 

fLVdh&dhज 

fLVdh&कीज एक ववसशष्ट उपलब्धता gS tks 'kkjhfjd अक्षमता okys O;fDr dh 

lgk;rk ds fy, gksrh gS ijarq bldk iz;ksx vU; yksxksa }kjk Hkh ckjackj iz;ksx ds ncko dks de 
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djus ds mik; ds :i esa fd;k tkrk gSA fLVdh&dh iz;ksDrk को fdlh ekWfMQk;j - dh tSls 

f'k¶V] daVªksy] आल्टर ;k foaMks -  dh dks nckus vkSj mls eqDr dj ldrk gS] vkSj ;g 

rc rd lfØ; cuk jgrk gS tc rd fd vU; ^dh* ugha nck fn;k tkrk gSA 

 fLVdh&dht dks leFkZ cukus ds fy, p;u djsa& ;wt fLVdh dhtA 

 ,IykbZ fDyd djsa 

 vksds fDyd djsaA 

fLVdh dht dk fpg~u ¼vkWbZdku½ flLVe Vªs esa iznf'kZr gksxk ¼fp= 2½A 

 

 

 

 

 

 

 

 

 

 

fp= 

fp= 2 

fLVdh&dht dks leFkZ ¼,uscy½ cukus ds ckn vc vki प्रर्ोग dj ldrs gSa vkSj bldk izHkko 

ns[k ldrs gSaA 

 LVkVZ ‘uksV iSM'A blds fy, fDyd djsa LVkVZ > vkWy izksxzke >,Dlsljht >uksV iSMA 

Figure 
1 
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 कुछ पंक्क्तर्ााँ (पाठ) ¼de ls de 3&4 iafDr½ Vkbi djsa vkSj dlZj dks ikB ds 

vkjaHk esa ysdj vk,aA 

 vius dh&cksMZ ij daVªksy dh dks nck,aA 

 vius dh&cksMZ ij v{kj ^,* nck,aA 

vki ns[ksaxs fd iwjk पाठ lysDV gks tkrk gSA ;g fØ;k daVªksy$, dks ,d lkFk nck, tkus ds 

समान gSA  

fLVdh&dh dks vleFkZ cukus ds fy, ‘;wt fLVd& dht’ vupsd djsa vkSj mlds ckn ,IykbZ 

>vksds ij fDyd djsaA 

fQYVj dht 

fQYVj dht ekbØkslkW¶V foaMkst dh fo'ks"krk gSA ;g ,DlsflfcfyVh QaD'ku gS tks dh&cksMZ dks 

laf{kIr ;k ckjackj okys dh - LVªksDl dh vuns[kh djus dks dgrk gSA blls gkFk dkaius okys yksxksa 

ds fy, Vkbfiax ljy gks tkrh gSA 

 fQYVj&dht dks सक्षम djus ds fy, ;wt fQYVj dht psd djsaA 

 fQYVj&dht ds varxZr lsfVaXl ij fDyd djsa vkSj इग्नोर fjihVsM dht LVªksDl psd 

djsaA  

 ,IykbZ (Apply) ij fDyd djsaA 

 vksds ij fDyd djsaA 

flLVe - Vªs esa fQYVj dht vkbdkWu fn[kkbZ nsus yxrk gS ¼fp= 3½A 

 

 

 

Figure 
2 
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                          fp= 
fp= 3 

fQYVj dht dks सक्षम djus ds ckn इसे प्रर्ोग  dj ldrs gSa vkSj blds izHkko dks ns[k 

ldrs gSaA 

 uksV iSM dks LVkVZ djs vkSj dqN v{kjksa dks िार-िार Vkbi djsaA 

vkius ns[kk gksxk fd ckj&ckj vkus okys v{kjksa dks utjvankt dj fn;k x;k gSA 

fQYVj dht dks fMlscy (असक्षम) djus ds fy,] ;wt fQYVj dht dks vupsd djsa] 

rRi'pkr ,IykbZ >vksds ij fDyd djsaA 

Vksxy dht 

Vksxy dht Hkh ekbØkslkW¶V dh ,d fo'ks"krk gSSA ;g Hkh S U G A सुगम्र्ता dk ,d QaD'ku 

gS ftls n`f"V ck/kk ;k KkukRed v{kerk okys yksxksa ds fy, fMtkbu fd;k x;k gSA tc Vksy dht 

dks vkWu dj fn;k tkrk gS rks ykWfdax&dht ¼dsIl ykWd] uacj ykWd ;k LØky ykWd½ nckus ij 

dEI;wVj /ofu ladsr fudkyrk gSA dht dks fLop vkWu djus ij ÅWaph /ofu vkSj fLop vkWQ djus 

ij fuEu /ofu fudyrh gSA 

 Vksxy dht dks ,uscy djus ds fy,] ;wt Vksxy dht psd djsa 

 Vksxy&dht ds varxZr lsfVaXl ij fDyd djsa 

 ,IykbZ ij fDyd djsa 

 vksds ij fDyd djsa 

Vksxy dht dks leFkZ cukus ds ckn] vki bldk izHkko ue-ykWd] dSIl-ykWd ;k LØky- ykWd dks 

nckdj ns[k ldrs gSaA vki ns[ksaxs fd ,slk djus ij vkidks chi dh /ofu lqukbZ iM+rh gSA 

Vksxy dht dks fMlscy (असमर्ि) djus ds fy, ;wt Vksxy dht dks vupsd djsa vkSj 

rRi'pkr~ ,IykbZ >vksds ij fDyd djsaA 

lkmaM VSc 

lkmaM VSc dks lysDV djsaA lkmaM ds fy, igqap ds fodYiksa dks n'kkZus ds fy, fodYiksa ds lkFk 

,d foaMks [kqysxh ¼fp= 4½A 
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lkmaMlsUVªh 

lkmaMlsUVªh Jo.k ck/kk okys iz;ksDrkvksa dks lgk;rk iznku djus ds fy, fMtkbu fd;k x;k gSA 

tc Hkh dEI;wVj dksbZ /ofu mRiUu djrk gS तो lkm.MlsUVªh ǹ';kRed psrkofu;ka mRiUu djrk 

gS] tSls VkbVy ckj esa ped ;k ckMZj ¶yS'k djukA 

 lkmaMlsUVªh dks ,uscy djus ds fy, lkmaM VSCk ds varxZr ;wt lkm.MlsUVªh dks psd djsaA 

,slk djus ls ,d MªkiMkmu lwph lfØ;k gksxhA ftlls vki okafNr n`';kRed psrkouh ds 

izdkj dk p;u dj ldrs gSaA 

 ,IykbZ ij fDyd djsa 

 vksds ij fDyd djsa 

lkmaMlsUVªh dks le>us ds fy, vkidks ,jj l`ftr djus dh vko';drk gksxhA 

 LVkVZ >ju fDyd djsaA uksViSM dh ctk; uksV Vkbi djs vkSj ,UVj dh nck,aA 

 uksViSM ij ckjackj vkus okys v{kjksa dks Vkbi djsaA vki ns[ksaxs fd MsLdVkWi dqN lsd.M 

ds fy, fotqvy ,jj lkmaM dksM ds lkFk lsadM ds dqN Hkkx rd ¶yS'k djsxkA 

lkmaM lsUVªh dks fMlscy djus ds fy,] ;wt lkmaM lsUVªh vupsd djsa rRi'pkr~ ,IykbZ >vksds ij 

fDyd djsaA 

'kks lkmaM~l 

'kks lkmaM~l mu ,Iyhds'kuksa dks vuqns'k nsrk gS tks lwpuk dks /ofu ds vuqlkj प्रकट djrk gS 

vkSj VsDLV dsI'ku ;k lwpukRed vkbZdu ds ek/;e ls n`'; lwpuk Hkh miyC/k djrk gSA 

'kks lkmaM dks ,uscy djus ds fy,] lkmaM VSCk ds varxZr ;wt 'kks lkmaM dks psd djsaA 

Figure 
4 
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 ,IykbZ ij fDyd djsa 

 vksds ij fDyd djsa 

fMLIys VSc 

fMLIys VSc dks lysDV djsaA ,DlsflfcfyVh vkI'kuस ds fodYiksa dk ,d foaMks iznf'kZr gksxhA 

gkbZ dUVªkLV 

gkbZ dUVªkLV igqap dh fo'ks"krk gS tks n`f"V ckf/kr yksxksa dks lgk;rk iznku djrk gSA vki bls 

csgrj <ax ls ns[kus ds fy, QksUV ds vkdkj vkSj jax rFkk csd xzkm.M dks cny ldrs gSaA 

 gkbZ dUVªkLV dks ,uscy djus ds fy, डिस्प्ले VSc ds varxZr ;wt gkbZ dUVªkLV psd djsa 

¼fp= 5½A 

 ,IykbZ ij fDyd djsa 

 vksds ij fDyd djsa 

 

 

 

                          fp= 
fp= 5 

vius ekWuhVj ij आए िदलाव dks ns[ksa D;ksafd gkbZ dUVªkLV vkWI'ku ,uscy gks pqdk gSA 
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gkbZ dUVªkLV dks fMlscy djus ds fy, vupsd djsa & ;wt gkbZ dUVªkLV>,IykbZ >vksds 

dlZj vkWI'ku 

dlZj vkWI'ku Hkh सुगम्र् dh fo'ks"krk gS tks fCyad jsV vkSj dlZj dh pkSM+kbZ dks ifjofrZr djds 

n`f"V ckf/kr yksxksa dh lgk;rk djrk gSA 

 dlZj fCyad dh xfr dks िदलने djus ds fy, fCyad jsV LykbMj dks ihNs vkxs करें 
vkSj fHkUu&fHkUu xfr ij dlZj क्ब्लंककंग ij /;ku nsaA 

 dlZj dh pkSM+kbZ dks िदलने djus ds fy, foM~Fk LykbMj dks vkxs ihNs djs vkSj vki 

ns[ksaxs fd dlZj dh pkSM+kbZ cny jgh gSA  

ekml VSCk 

ekml dht 

ekml dht सुगम्र्ता dk ,d fodYi gS tks mu yksxksa dks lgk;rk djrk gS ftUgsa ekml dk 

mi;ksx djus esa dfBukbZ vkrh gSA bl fodYi esa ekml ds LFkku ij dh cksMZ ¼fo'ks"kdj U;wesfjd 

dh iSM½ dk iz;ksx IokbafVax lk/ku ds :i esa fd;k tkrk gSA 

ekml VSc dks lysDV djs] ekml ds fy, fodYiksa dks crkus okyk igqap ds fodYi iznf'kZr djus 

okyk foaMks [kqysxh ¼fp= 6½A 

 ekml dht dks ,uscy djus ds fy, ;wt ekml dht psd djsa 

 ,IykbZ ij fDyd djsa 

 vksds ij fDyd djsa 

 

 

 

 

 - MouseKeys— 

 Use MouseKeys if you want to control the pointer with the numeric keypad on 

your keyboard. 

 W [Use MouseKeys! Settings 

 

fp= 
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fp= 6 

flLVe-Vsª esa ekml dh vkWI'ku dks ns[ksa ¼fp= 7½A 

 

                             « F) ^ □   7:59 PM 

                           fp= 
fp= 7 

^;wt ekml dht* dks ,uscy djus ds ckn ekml के ctk; uEcj-iSM dht dk mi;ksx djrs gq, 

ekml IokbaVj dks ewo djsaA uacj-dh ‘4’ को ckbZa vksj tkus ds fy,, 6 dks nkfguh vksj tkus ds 

fy,] 2 dks uhps dh vksj tkus ds fy,, 8 dks Åij tkus ds fy, iz;ksx djsaA 

Ekml-dht dks fMlscy djus ds fy, ;wt ekml dht vupsd djsa rRi'pkr~ ,IykbZ >vksds ij 

fDyd djsaA 

 

tujy VSc 

;g VSc vkidks lHkh iz;ksDrkvksa ds fy, सुगम्र् fodYiksa dks crkus esa lgk;rk iznku djrk gSA 

tujy VSc dks lysDV djsa अर्तररक्त उपलब्ध  ds fodYiksa dks crkus okyk ,d foaMks 

iznf'kZr gksxkA ¼fp= 8½ 

^^VuZ vkWQ ,DlsflfcfyVh Qhpj vk¶Vj vkbMy QkWj**] “fxo okfuZax eslst Ogsu VfuZax , Qhpj 

vkWu*” rFkk ^^esd ,d lkmaM Ogsu VfuZax Qhpj vkWu vkWj vkWQ**] 

vc bu fo'ks"krkvksa dks ,d ds ckn ,d djds psd djsa vkSj nsf[k, D;k gksrk gSA 
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Accessibility Options | [ 

Keyboard] Sound] Display | Mouse General Automatic 

reset 

l~~ (turn off accessibility features after idle for: 

 
 
Notification — 

|7 Give warning message when turning a feature on W 

Make a sound when turning a feature on or off 

"SerialKey devices 

SerialKey devices allow alternative access to keyboard and 

mouse features. 

V Use Serial Keys Settings 

Administrative options 

V Apply all settings to logon desktop 

V Apply all settings to defaults for new users 

 

□ K Cancel Apply 

 

 

fp=  

fp= 8 

lhfj;y&dh  

lhfj;y&dh ववशेष सुगम्र्ता वह gS tks mu yksxksa dks lgk;rk iznku djrh gS tks 

dh&cksMZ ;k ekml ¼;k nksuksa½ dk iz;ksx ugha dj ldrs gSaA os dEI;wVj dks lhfj;y iksVZ ds ek/;e 

ls buiqV iznku djus ds fy, fli] iQ] czhn fLop से tSls fo'ks"k lk/kuksa dk mi;ksx dj ldrs 

gSaA 

mnkgj.k ds fy,] V~;wc dks fli djus ls dksbZ ,d fMokbl lfØ; gksrk gS rks mlh V~;wc dks iQ 

djus ij dksbZ vU;A 
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                           fp= 
fp= 9 

fli vkSj iQ fLop dk mi;ksx djds fdlh fMokbl dks fu;af=r djrk gqvk iz;ksDrk 

 इसे iz;ksDrk ds fy, ykWग vkWu ds le; iznf'kZr सुगम्र्ता fodYi dk iz;ksx djus 

ds fy, ^,IykbZ vky lsfVaXl Vq ykWx vkWu MsLdVkWi* dk mi;ksx fd;k tk ldrk gSA 

 fdlh fo'ks"k dEI;wVj dk iz;ksx djus okys lHkh iz;ksDrkvksa ds fy, iznf'kZr igqap ds fodYi 

dks ykxw djus ds fy, ^^,IykbZ vkWy lsfVaXl Vw fMQkWYV QkWj U;w ;wtlZ** dk mi;ksx fd;k 

tk ldrk gSA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl gkfly 

u dj ysa% 

Øe la- fØ;kdyki 

1- fLVdh dh vkWI'ku dk iz;ksx djsaA 

2- lkmaM lsUVªh vkWI'ku dk iz;ksx djsaA 

3- gkbZ dUVªkLV vkWI'ku dk iz;ksx djsaA 

4- lhfj;y dh vkWI'ku dk iz;ksx djsaA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft, % 

1- 'kkjhfjd v{kerk okys O;fDr;ksa dh lgk;rk ds fy, ckjackj iz;ksx ds ncko dks de djus 

ds fy, ekbØkslkW¶V foaMkst+ ,Dlih esa mi;ksx esa yk;k tkus okyk fodYi gS &&&&& A 

Figure 
9 
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2- lkmaM lsUVªh dks &&&&& ck/kk ls ihfM+r iz;ksDrkvksa dh lgk;rk ds fy, fMtkbu fd;k 

x;k gS A 

3- ekbØkslkW¶V foaMkst+ ,Dlih gkbZ daUVªkLV fodYi &&&&&&& ck/kk okys yksxksa dh 

lgk;rk ds fy, fMtkbu fd;k x;k gS A 

4- &&&&&& dks dh&cksMZ ;k ekml dk iz;ksx djus esa dfBukbZ eglwl djus okys yksxksa 

dh lgk;rk ds fy, fMtkbu fd;k x;k gS A  

l= 2 % usVofdZax ds vk/kjHkwr rRo 

izklafxd tkudkjh 

dEI;wVj usVodZ dEI;wVj vkSj vU; gkMZos;j vo;oksa dk laxzg gS tks laizs"k.k pSuyksa ¼dscy ;k 

lsVsykbV½ ls vkil esa tqM+s gksrs gSa ftuls lalk/kuksa vkSj tkudkjh dk vkil esa vknku iznku gksrk 

gSA bl l= esa vkidks usVofdZax vkSj baVjusV dh vk/kkjHkwr ladYiukvksa rFkk fofHkUu izdkj ds 

baVjusV dusD'kuksa ds mi;ksx ds ckjs esa tkudkjh nh tk,xhA  

usVofdZax dks fuEufyf[kr vkfdZVsDpj dk mi;ksx djds fMtkbu fd;k tkrk gS%  

ihvj&Vw&ihvj ¼ih2ih½ vkfdZVsDpj % 

og usVodZ ftlesa lHkh dEI;wVjksa dh fLFkfr leku gksrh gS ihvj&Vw&ihvj usVodZ dgk tkrk gSA 

lkekU;r% ,sls usVodZ esa izR;sd VfeZuy esa leku :i ls l{ke lhih;w gksrk gSA  

DykabV&loZj&vkfdZVsDpj 

og usVodZ ftlesa dqN dEI;wVj dqN fo'ks"k lefiZr dk;Z djrs gSa] tSls vU; dEI;wVjksa ¼usVodZ esa½ 

dks lsok iznku djuk] mUgsa DykabVloZj usVodZ dgk tkrk gSA tks dEI;wVj lsok iznku djrs gSa mUgsa 

loZj dgrs gSa rFkk tks bu lsokvksa dk mi;ksx djrs gSa mUgsa DykabV djrs gSaA 

usVodZ ds izdkj 

usVodZ eq[;r% nks izdkj ds gksrs gSa] yksdy ,fj;k usVodZ (लैन) vkSj okbM ,fj;k usVodZ (वैन) 

yksdy ,fj;k usVodZ (लैन) 

yksdy ,fj;k usVodZ ¼,y,,u½ og gS tks lhfer HkkSxksfyd {ks= tSls ?kj] Ldwy] dEI;wVj 

iz;ksx'kkyk] dk;kZy; Hkou र्ा lkFk&lkFk tqM+s gq, Hkou esa dEI;wVj vkSj lk/kuksa dks tksM+rk gSA  

lkekU;r% yksdy ,fj;k usVodZ dh xfr vR;f/kd rst gksrh gS vkSj bldk mi;ksx dEI;wVjksa vkSj 

mlds mi lk/kuksa tSls fizaVj] Ldsuj] vkfn dks tksM+us ds fy, fd;k tkrk gSA 

okbM ,fj;k usVodZ (वैन) 
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okbM ,fj;k usVodZ cM+s {ks= ¼vFkkZr dksbZ usVodZ tSls महानगर एवं राष्रीर् सीमाओं में 
फैले हुए नेटवकि  को tksM+rk gS½ dks doj djrk gSA baVjusV lcls vf/kd yksdfiz; okbM 

,fj;k usVodZ gS vkSj bldk mi;ksx O;olkf;;ksa] lRdkjksa] xSj ljdkjh laxBu] miHkksDrkvksa] 

dykdkjksa] ,.VjVsujksa vkSj dbZ vU; yksxksa }kjk fd;k tkrk gSA 

bUVjusV 

bUVjusV vkil esa tqM+s gq, dEI;wVjksa dk oSf'od flLVe gS ftlesa fo'o Hkj ds djksM+ksa iz;ksDrkvksa ds 

fy, vuqdwy ekud baVjusV izksVksdky dk mi;ksx fd;k tkrk gSA ;g usVodksZa dk usVodZ gS ftlesa 

yk[kksa xSj ljdkjh] ljdkjh] 'kS{kf.kd, O;kolkf;d vkSj ljdkjh usVodZ 'kkfey gSA 

bUVjusV gekjs nSfud O;fDrxr vkSj O;kolkf;d thou ds fy, vkt ds ;qx dh lcls vf/kd 

mi;ksxh izkS|ksfxdh gSA fo|kfFkZ;ksa] 'kS{kf.kd laLFkkvksa] oSKkfudksa vkSj o`fÙkdksa }kjk vuqla/kku vkSj 

lkekU; tkudkjh ds fy, lwpuk ,d= djus ds fy, bUVjusV dk mi;ksx lcls vf/kd fd;k tkrk 

gSA O;kikj esa bUVjusV dk mi;ksx जटटल MsVkcsl tSls foÙkh; MsVkcsl dks ,Dlsl djus ds fy, 

fd;k tkrk gSA bUVjusV lHkh oxZ ds yksxksa ds Kku dk lcls cM+k lzksr gSA bUVjusV mu fe=ksa vkSj 

lacaf/k;ksa ds lkFk laidZ cuk, j[kus esa lgk;rk iznku djrk gS tks fofHkUu {ks= esa jgrs gSa ge muds 

lkFk bUVjusV pSfVax flLVe vkSj bZ&esy lkW¶Vos;j ls laidZ cukrs gSa bUVjusV vke turk ds fy, 

euksjatu dk izeq[k lk/ku Hkh cu jgk gSA  

oYMZ okbM osc 

oYMZ okbM osc ¼laf{kIrk{kj www ;k w3 ftls vkerkSj ij osc dgk tkrk gS½ baVjfyad fd, x, 

gkbijVsDLV MkWD;wesaV dh iz.kkyh gS ftls baVjusV ds ek/;e ls izkIr fd;k tk ldrk gSA osc 

czkmtj ls dksbZ Hkh O;fDr osc i`"B dks ns[k ldrk gS ftlesa ikB] fp=] ohfM;ks vkSj vU; 

eYVhehfM;k gks ldrk gS rFkk og gkbijfyad ls gksrs gq, muds chp usfoxsV dj ldrk gSA 

tkudkjh osc loZj में जमा होती है ftls osc i`"B dgk tkrk gSA इस जानकारी को 
LFkkuh; dEI;wVj ij fdlh czkmtj tSls Qk;jQkWDl dk mi;ksx djrs gq, izkIr fd;k tk ldrk 

gSA osc czkmtj एक lkW¶Vos;j gS ftldk mi;ksx osclkbV~l dks ns[kus ds fy, fd;k tkrk gS 

vkSj ;g iz;ksDrk vkSj oYMZ okbM osc ds chp ,d baVjQsl ds :i esa dk;Z djrk gSA osc loZj ,d 

dEI;wVj gS   क्जसमें इन्टरनेट पर देखे जाने वाली वेिसाइट और उनसे 
सिंधधत फाइलें संधचत होती हैंA 

usVofdZax ls tqM+s dqN ykHk gSa % 

 MkVk 'ks;fjax% usVofdZax dk lcls egRoiw.kZ mi;ksx MkVk 'ks;fjax esa gksrk gSA ftlesa 

iz;ksDrk VsDLV Qkby] LizsM'khV] MkWD;qesaV izLrqrhdj.k] JO; Qkbysa] ohfM;ks Qkbysa vkfn 

vU; iz;ksDrkvksa dks Hkst ldrk gSA 
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 gkMZos;j 'ks;fjax% gkMZos;j ds vo;o tSls fiazaVj] Ldsuj vkfn dks Hkh 'ks;j fd;k tk ldrk 

gSA mnkgj.kkFkZ - izR;sd iz;ksDrk ds fy, 10 fizaVjksa dks [kjhnus dh ctk; ,d fizaVj 

[kjhndj dbZ iz;ksDrkvksa }kjk 'ks;j fd;k tk ldrk gS ftlls ykxr esa deh vkrh gSA 

 baVjusV ,Dlsl 'ks;fjax% vki izR;sd dEI;wVj ds fy, vyx&vyx baVjusV dusD'ku 

[kjhnus dh ctk; ,d baVjusV dusD'ku [kjhn ldrs gSa vkSj और ववसिन्न 
कम्पुटरों मे इन्टरनेट शरे्र कर सकत ेहैंA baVjusV dSQs ¼czkmftax lsUVjksa½ 

Ldwyksa] dkWystksa] daifu;ksa esa ,slk lkekU; :i ls ik;k tkrk gSA 

 usVodZ vk/kkfjr ,Iyhds'kuksa dk iz;ksx % tSls osc czkmtj] bS&esy DykabV] pSV ,Iyhds'ku] 

vkWfM;ks ohfM;ks dkWfyax] vkfn vU; ykHk gSaA 

baVujsV ,Dlsl izkIr djuk 

baVjusV dk mi;ksx djus ds fy, baVjusV dusD'ku Hkkjr lapkj fuxe fyfeVsM ¼ch,l,u,y½] 

,;jVsy] ,eVh,l] oksMkQksu] VkVk Mksdkseks] vkfn tSls baVjusV lsok iznkrkvksa }kjk miyC/k djk;k 

tkrk gSA 

baVjusV lsok iznkrk 

baVjusV lsok iznkrk ¼vkbZ,lih½ ,slk laxBu gS tks vkidks Mk;y&vi ¼eksMe dk iz;ksx djrs gq,½ 

vFko िार्रेक्ट ¼gkMZ ok;MZ½ vFkok ok;jySl dusD’ku ds ek/;e ls baVjusV rd ,Dlsl iznku 

djrk gSA 

dusD'ku dk p;u vkids {ks= esa fdlh fo'ks"k VsDuksykWth rFkk xfr vkSj dusD'ku ds izdkj dh 

miyC/krk ij fuHkZj djrk gSA सामान्र्त: NksVs vkSj e/;e O;kolkf;d rFkk ?kjsyw iz;ksDrk 

Mh,l,y] dscy ekWMe] Mk;y vi] czkmcS.M ok;jysl okbZeSDl ;k (3G) tSls dusD'ku ds izdkjksa 

dk mi;ksx djrs gSaA e/;e vkSj cM+s O;kolkf;d miHkksDrk ftudh vis{kk,a vf/kd gksrh gS] 

Mh,l,y ¼gkbZ&LihM½ vkbZ,lMh,u] vkfn dk iz;ksx djrs gSaA  

ekWMe 

ekWMe og उपकरण gS tks fdlh fMftVy dEI;wVj ladsrksa dks fdlh ,sls :i ¼,ukykWx ladsr½ esa 

ifjofrZr djrk gS ftls Qksu ykbuksa ls Hkstk tk ldrk gSA ;g bu ,ukykWx ladsrksa dks iqu% 

fMftVy ladsrksa esa ifjofrZr djrk gSA ekWMe 'kCn blds ekWM~;wysVj@fMekWM~;wysVj lsकार्ि से 
उत्पन्न हुआ हैA 

lkekU; baVjusV dusfDVfoVh ds izdkj 
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vkt dbZ izdkj dh baVjusV dusfDVfoVh miyC/k gS bUgsa आम rkSj ij rkj vkSj csrkj माध्र्म 

ds :i esa oxhZ—r fd;k tk ldrk gSA fuEufyf[kr rkfydk esa rkj vkSj csrkj baVjusV dusfDVfoVh 

ds fofHkUu izdkjksa dk lkj fn;k x;k gS% 

 

izkS|ksfxdh dusfDVfoVh dk izdkj 

Mk;y vi rkj  

Mh,l,y rkj  

dscy baVjusV ,Dlsl rkj  

(3G) csrkj  

okbZ eSDl csrkj  

okbZ&QkbZ csrkj  

lkekU;r% mi;ksx esa ykbZ tkus okyh dqN baVjusV dusfDVfoVh fuEukuqlkj gSa% 

Mk;y vi % Mk;y vi baVjusV ,Dlsl esa baVjusV ,Dlsl iznku djus ds fy, fdlh lsok iznkrk 

¼vkbZ,lih½ ls ekMe uked lk/ku dk mi;ksx djds VsyhQksu ykbuksa ds ek/;e ls dusD'ku 

LFkkfir djus ds fy, ifCyd fLoPM VsyhQksu usVodZ ¼ih,lVh,u½ dh lqfo/kk dk mi;ksx fd;k 

tkrk gSA iz;ksDrk] baVjusV lsok iznkrk }kjk fn, x, fo'ks"k uacj dks Mk;y djrk gS vkSj baVjusV 

lsok dks ,Dlsl djrk gSA 

Mk;y vi dusD'ku cgqr /khek gksrk gS] blds LFkku ij Mh,l,y vkSj dsoy ekWMe tSlh mPp 

xfr ds dusD'ku vk x, gSaA 

Mh,l,y % fMftVy lClØkbcj ykbu ¼Mh,l,y½ LFkkuh; VsyhQksu usVodZ ds rkjksa ls fMftVy 

िाटा  ikjsf"kr djds baVjusV lsok iznku djrk gSA Mh,l,y lsok dks rkj VsyhQksu lsok ds lkFk 

mlh VsyhQksu ykbu ij iznku fd;k tkrk gSA xzkgd ds ifjlj esa ,d Mh,l,y fQYVj mPp 

vko`fÙk vojks/k dks gVkrk gS ftlls VsyhQksu vkSj िाटा पे्रषण dk dk;Z lkFk&lkFk fd;k tk 

ldrk gSA Mh,l,y dusD'ku dk mi;ksx djus ds fy,] ,d Mh,l,y ekWMe vkSj lClfØI'ku dh 

vko';drk gksrh gSA 

dscy baVjusV ,Dlsl % dscy baVjusV ,Dlsl czkMcS.M baVjusV ,Dlsl dk ,d :i gS ftlesa 

dscy Vsyhfotu volajpuk dk mi;ksx fd;k tkrk gSA dscy baVjusV ,Dlsl fo|eku dscy Vhoh 

usVodZ ds ek/;e ls miyC/k djk;k tkrk gS ;g fo|eku VsyhQksu ykbuksa ij miyC/k djk, tkus 

okys Mh,l,y dh rjg gksrk gSA 

(3G)  % 3th FkMZ tsujs'ku dk laf{kIrk{kj gS tks eksckby lk/kuksa] vkSj eksckby nwjlapkj lsokvksa 

vkSj usVodZ ds fy, iz;qDr ekudksa dk lsV gksrk gSA gkbZ LihM Mkmu fyad iSdsV ,Dlsl 
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¼,p,lMhih,½ mPprj िाटा varj.k vkSj {kerk iznku djus okyk eksckby VsyhQksuh dE;qfuds'ku 

izksVksdkWy gSA ;fn vkids eksckby Qksu ij (3G)  liksVZ miyC/k gS rks vki vius Qksu ij gkbZ 

LihM baVjusV dusD'ku ysus ds fy, vius vkbZ,lih ls (3G) dsusfDVfoVh lClØkbc dj ldrs 

gSaA 

okbeSDl % okbeSDl vkFkkZr oYMZ okbM bUVjvkijsfcfyVh QkWj ekbØksoso ,Dlsl og csrkj lapkj 

ekud gS ftls 'kgjksa vkSj ns'kksa ds fy, fofHkUu lk/kuksa ds ek/;e ls eksckby czkMcS.M dusfDVfoVh 

iznku djus ds fy, fMtkbu fd;k x;k gSA okbeSDl लम्िी jsat iz.kkyh gS ftlds varxZr dbZ 

fdyksehVj vkrs gSa vkSj bls fo'ks"kdj ogka mi;ksx esa yk;k tkrk gS tgka Mh,l,y ;k dscy 

bUVjusV ,Dlsl dk mi;ksx ugha fd;k tk ldrk gS] tgka ?kj ;k dk;kZy; ds nwjLFk LFkku ij 

gksus ds dkj.k तार fcNkuk dfBu gksrk gS ijarq baVjusV ,Dlsl dh vko';drk gksrh gSA 

okbZ&QkbZ % okbZ&QkbZ ,d yksdfiz; तकनीक gS ftlesa dEI;wVj ;k eksckby Qksu tSls 

bysDVªkfud संसाधन esa gkbZ LihM baVjusV dusD'ku lfgr fdlh usVodZ] ij csrkj :i ls िाटा 
dk vknku iznku fd;k tk ldrk gSA okbZ&QkbZ lk/ku tSls ilZuy dEI;wVj] LekVZ Qksu] ohfM;ks 

xse dUlksy vkfn dks baVjusV tSls usVodZ fjlkslZ ls ok;j ysl ,Dlsl IokbZaV ¼MCY;w,ih½ uked 

lk/ku ls dusDV fd;k tk ldrk gSA okbZ&QkbZ dk iz;ksx ogka fd;k tkrk gS tgka usVodZ vkSj 

baVjusV उपलब्ध करन ेds fy, तार ugha fcNk;k tk ldrk gS ¼tSls iqjkus Hkou] ckgjh {ks=½ 

okbZ&QkbZ dk mi;ksx ogka Hkh fd;k tk ldrk gS tgka iz;ksDrk dks lpy dusfDVfoVh dh t:jr 

gksrh gSA 

okbZ&QkbZ dusfDVfoVh dk mi;ksx ?kj rFkk dk;kZy;ksa] dkWyst rFkk Ldwy ds dSEilksa esa baVjusV की 
पहुच स्र्ावपत करने ds fy, fo'ks"k :i ls fd;k tkrk gSA 'kkWfiax ekWy] dkWQh 'kkWi] fjlksVZ 

fu%'kqYd ;k 'kqYd ij vius xzkgdksa dks baVjusV ds fy, okbZ&QkbZ ,Dlsl iznku djrs gSaA 

baVjusV ij िाटा varj.k 

िाटा varj.k vkSj baVjusV ds ckjs esa ckrsa djrs gq, D;k dHkh vkidks bl ckr ij vk'p;Z ugha 

gqvk fd fdl izdkj fo'o ds ,d dksus esa cSBdj fdlh vU; nwjLFk LFkku ls vkidks dksbZ Hkh 

tkudkjh dqN gh lsdaM esa dSls fey ikrh gS\  

lk/kkj.k 'kCnksa esa] vkb, ge ;g ns[ks fd िाटा] vFkkZr osc i`"B dk D;k gksrk gS tc bls baVjusV 

ij varfjr fd;k tkrk gS% 

 िाटा dks िरािर vkdkj ds VqdM+ksa esa rksM+k tkrk gS ftUgsa iSdsV~l dgk tkrk gSA 
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 izR;sd iSdsV esa ,d gsMj tksM+k tkrk gS tks ;g crkrk gS fd MsVk dgka ls vk;k] bls dgka 

lekIr gksuk pkfg, vkSj ;g vU; iSdsVksa ds lkFk dgka ij fQV gksrk gSA 

 izR;sd iSdsV dEI;wVj ls dEI;wVj dks rc rd Hkstk tkrk gS tc rd mls viuk xarO; 

ugha feyrkA ekxZ esa izR;sd dEI;wVj ;g fu.kZ; ysrk gS कक iSdsV को आगे dgka Hkstk 

tk,A lHkh iSdsVksa dk ekxZ ,d gh gks ;g vko';d ugha gSA 

 xarO; ij iSdsVl dh tkap gksrh gSA ;fn dksbZ iSdsV yqIr ;k {kfrxzLr gks tk, rks mls 

iqu% Hkstsa का lans'k Hkstk tkrk gSA ;g rc rd tkjh jgrk gS tc rd lHkh iSdsV~l lgh 

:i esa izkIr ugha gks tkrs gSaA 

 vc iSdsV~l dks muds ewy :i esa fjvlsEcy () fd;k tkrk gSA ;g lc dqN gh (3G) 
(3G)  esa fd;k tkrk gSA 

baVjusV को प्रर्ोग djus ds fy, vkidks ,d lfØ; baVjusV dusD'ku pkfg,A blds fy, 

vkidks viuh t:jrksa ds vuqlkj baVjusV dusD'ku ;kstuk lClØkbc djus ls igys lko/kkuh ls 

fopkj djuk gksxkA bl vH;kl esa vki ;g lh[ksaxs fd baVjusV dusD'ku dk p;u fdl izdkj 

djuk pkfg,A  

dqN lkekU; iz'u tks vkidks fu.kZ; ysus esa lgk;rk djsaxs] os gSa% 

 bl dusD'ku dks ysus dk mís'; D;k gS\ 

 D;k vki dusfDVfoVh dk mi;ksx fu;fer :i ls djsaxs\ 

 vki izfrekg vkSlru fdruk िाटा MkmuyksM djsaxs\ 

 vkidks fdruh LihM pkfg,\ 

 vkids {ks= fo'ks"k esa dkSu ls izkS|ksfxdh miyC/k gS\ 

 baVjusV lsok iznkrk ls dkSu&dkSu ls Iyku miyC/k gks ldrs gSa\ 

 D;k pqus x, Iyku ds fy, dksbZ lhek ;k dSp fu/kkZfjr gS\ 

fofHkUu lClfØI'ku Iyku dh rqyuk djus vkSj vkidh vko';drk ds vuqlkj vuqeku vkSj 

fo'ys"k.k ds fy, fuEufyf[kr rkfydk mi;ksx djsaA 

3 th 

vkbZ,lih ;kstuk dk uke MkmuyksMLihM MkmuyksM lhek fu%'kqYd ekWMe 
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Mh,l,y 

vkbZ,lih ;kstuk dk uke MkmuyksMLihM MkmuyksM lhek fu%'kqYd ekWMe 

dscy baVjusV 

vkbZ,lih ;kstuk dk uke MkmuyksMLihM MkmuyksM lhek fu%'kqYd ekWMe 

okbeSDl 

vkbZ,lih ;kstuk dk uke MkmuyksMLihM MkmuyksM lhek fu%'kqYd ekWMe 

 

okbZ&QkbZ को प्रर्ोग djus ds fy, vkidks ,d lfØ; baVjusV dusD'ku;qDr ,Dlsl IokbaV dh 

vko';drk gksxhA lkekU; rkSj ij tc vki baVjusV dusD'ku lClØkbc djrs gSa rks baVjusV lsok 

iznkrk vkidks ,d okbZ QkbZ jkmVj [kjhnus ;k fdjk, ij ysus dk fodYi nsrk gS tks baVjusV 

dusfDVfoVh lk/ku rFkk okbZ QkbZ dusfDVfoVh nksuksa ds :i esa dke dj ldrk gSA okbZ QkbZ 

usVodZ dh lsfVax ds fy, rduhdh fo'ks"kKrk dh vko';drk gksrh gS] rFkkfi vki igys ls gh 

mi;ksx ds fy, rS;kj lsV vi fd, x, ,Dlsl IokbaZV ls dusDV djds okbZ&QkbZ usVodZ प्रर्ोग 

dj ldrs gSaA mu dEI;wVjksa esa ftuesa foaMks ,Dlih gS] fuEufyf[kr izfØ;k dk mi;ksx djds 

miyC/k ok;jysl usVodksZa dks ns[k ldrs gSaA 

 flLVe Vªs esa ok;jysl vkbdkWu ij jkbV fDyd djsa vkSj O;w ok;jysl usVodZ ij fDyd 

djsa ¼fp= 10½ 

 

 

                              fp= 
fp= 10 

foaMks ,Dlih miyC/k okbZ&QkbZ usVodksZa dh lwph iznf'kZr djsxk vki lwph esa ls fdlh Hkh dusD'ku 

dk p;u dj ldrs gSaA lwph esa iznf'kZr uke ij Mcy fDyd djds p;u djsA 

 

Figure 
10 
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fp= 

fp= 11 

fVIi.kh % ;fn p;u fd;k x;k usVodZ lqjf{kr ¼flD;ksMZ½ gS rks vkidks ikloMZ Mkyus ds fy, dgk 

tk,xkA vkidks ;g iqf"V izkIr gksxh fd vki csrkj ¼ok;jysl½ usVodZ ls tqM+s gSA vc flLVe 

usVodZ ls tqM+s ,Iyhds'ku tSls Qk;j QkWDl] Økse] Ldkbi] vkfn iz;ksx djus ds fy, rS;kj gSA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl gkfly 

u dj ysa % 

Øe la- fØ;kdyki 

1- vkids 'kgj esa miyC/k fdlh 3 baVjusV lsok iznkrkvksa dh lwph cuk,aA rRi'pkr 

dusfDVfoVh ds izdkj LihM vkSj izHkkj tSlh lwpuk ,d= djs vkSj mudh rqyuk 

djsa rFkk ;g crk,a fd dkSu lk baVjusV lsok iznkrk lcls vPNk gS vkSj D;ksa\ 

ewY;kadu % 

I. fjDr LFkkuksa dh iwfrZ dhft, % 

1- लैन ¼,y,,u½ dk iwjk uke gS &&&&& A 

Figure 
11 

Note: You may be prompted to enter a password if the selected network is secure. 

You will receive a confirmation that you are connected to a wireless network. Now 

the system is ready to be used for network related applications such as Firefox, 

Chrome, Skype, etc. 
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2- rkj baVjusV dusfDVfoVh dh rhu izdkj &&&&& ] &&&&&  vkSj  &&&&& dh gS A 

3- rhu izdkj ds csrkj baVjusV dusfDVfoVh gSa &&&&&&] &&&&& vkSj &&&&& A 

II. fuEufyf[kr iz’uksa dk mÙkj nsa % 

1- usVofdZax dh ifjHkk"kk D;k gS \ 

2- usVofdZax ds D;k ykHk gSa \ 

3- fHkUu&fHkUu izdkj dh usVofdZax dkSu&dkSu lh gSa \ 

4- लैन ¼,y,,u½ vkSj वैन ¼MCY;w,,u½ dh O;k[;k dhft, \ 

l= 3 % rRdky lans'k ¼baLVsUV eSlsftax½ dk ifjp; 

izklafxd tkudkjh 

rRdky lans'k baVjusV ij fd, tkus okys lapkj dk ,d :i esa ftlesa izs"kd dk ikB vk/kkfjr 

lans'k rqjar gh izkIrdrkZ dks fey tkrk gSA vf/kdka'k rRdky lans'k lkW¶Vos;j esa Qkby 

स्र्ानांतर] vkfM;ks pSV] ohfM;ks dkWfyax vkSj dkaÝsaflax] MsLdVkWi dh 'ks;fjax] vkfn ds lkFk 

ekud VsDLV pSV djus dk fodYi gksrk gSA rRdky eslsftax lkW¶Vos;j dk O;kid oS;fDrd vkSj 

okf.kfT;d mi;ksx fd;k tkrk gSA bl l= esa vkidks rRdky eSlsftax dh ladYiuk] rRdky 

eSlsftax vdkmaV l`ftr djus ds dne] vkSj तत्काल eSlsftax lkW¶Vos;j ds lkFk dk;Z djus ds 

ckjs esa crk;k tk,xkA 

bZ&esy के उपेक्षक्षत rRdky eSlsftax rR{k.k gksrk gS vkSj blesa Hkkx ysus okys dk mÙkj 

lkFk&lkFk izkIr gksrk gSA dqN rRdky lans'k lkW¶Vos;j ykWx vkWu u gksus ij Hkh iz;ksDrk izkIr 

lans'k fn[kkrs gSaA bUgsa ^^vkWQ ykbu** lans'k dgk tkrk gSA 

vkWfM;k]s ohfM;ks pSV ;k dkUÝsflax esa mi;ksx ds fy, vkidks ekbØksQksu] gSaMQksu vkSj Lihdjksa 

rFkk osc dSejksa dh t:jr gksxh ftlls iz;ksDrk ,d&nwljs ds lkFk ckr dj lds vkSj mUgsa ns[k 

ldsaA 

rRdky lans'k dh eq[; fo'ks"krk,a fuEufyf[kr gSa% 

 VsDLV lans'k ,d ;k vf/kd O;fDr;ks adks Hksts tk ldrs gSa ¼,l,e,l dh rjg½ 

 vkWfM;ks dkWfyax vkSj dkUÝasflaxA 

 ohfM;ks dkfyax vkSj dkUÝsaflaxA 

 Qkby varj.k ¼MkWD;qesaV] LizsM'khV] vkfM;ks Qkbysa] ohfM;ks Qkbyksa rd lhfer ugha½ 
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 lans'k bfrgkl ¼Hkkoh lanHkZ ds fy, eSlst lso djuk½ 

rRdky lans'k vdkmaV 

,d&nwljs dks lans'k Hkstus okys izfrHkkfx;ksa dks leku rRdky lans'k lkW¶Vos;j esa lkbu bu djuk 

gksxk A rRdky lans'k lkW¶Vos;j dk iz;ksx djus ds fy, iz;ksDrk ds ikl ekU; lans'k vdkmaV 

gksuk pkfg,A 

rRdky lans'k vdkmaV QkesZV dh n`f"V ls fHkUu&fHkUu gksrs gS] dqN rRdky lans'k lkW¶Vos;j tSls 

;kgw eSlsatj] foaMks ykbo eSlsatj vdkmaV ds izca/ku ds fy, bZ&esy dk mi;ksx djrs gSa rks Ldkbi 

tSls lkW¶Vos;j esa ekud ukeksa dk iz;ksx fd;k tkrk gSA  

rRdky lans'k lsok,a 

rRdky lans'k lkW¶Vos;j nks izdkj ds gksrs gSa & ,Iyhds'ku vk/kkfjr vkSj osc vk/kkfjr 

 ,Iyhds'ku vk/kkfjr rRdky lans'k lkW¶Vos;j dks MkmuyksM djds iz;ksDrk ds dEI;wVj ij 

LFkkfir fd;k tkrk gSA dqN yksdfiz; rRdky lans'k lkW¶Vos;j gS% 

 xqxy VkWd (Google Talk) 

 ;kgw eSlsatj (Yahoo Messanger) 

 Ldkbi (Skype) 

 foaMksज ykbo eSlsatj (Windows live Messanger) 

 fjfMQ cksy] vkfn (Rediff Bol) 

 osc vk/kkfjr rRdky lans'k lkW¶Vos;j dks baVjusV ,DlIyksjj] eksftyk Qk;j QkWDl] xqxy 

Økse vkfn tSls czkmtjksa dk mi;ksx djds प्रर्ोग  fd;k tk ldrk gSA dqN yksdfiz; 

osc vk/kkfjr rRdky lans'k lkW¶Vos;j gSa% 

 ehcks (Meebo) 

 osc ds fy, ;kgw eSlsatj (Yahoo Messanger) 

 ,e,l,u osc eSlsatj (MSN Web Messanger) 

 vkbZ,evks] vkfn (IMD) 

rRdky lans'k vdkmaV dk l̀tu 

bl vH;kl esa vki xqxy VkWd dk mi;ksx djrs gq, rRdky lans'k vdkmaV dk l`tu djsaxsA 
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xqxy VkWd ,d rRdky lans'k lsok gS tks xqxy bad }kjk fodflr fd, x, ikB vkSj /ofu nksuksa 

lapkj miyC/k djkrk gSA xqxy VkWd dk mi;ksx ohfM;ks dkWy djus vkSj th-esy esy-ckWDl ls 

viMsV~l ns[kus ds fy, fd;k tkrk gSA 

xqxy VkWd fu%'kqYd gS vkSj ,Iyhds'ku vk/kkfjr ¼iz;ksDrk dks xqxy VkWd MkmuyksM djds bl 

,Iyhds'ku dks vius MsLdVkWi] eksckby ;k ySiVkWi esa LFkkfir djuk gksrk gS½ vkSj osc vk/kkfjr 

¼iz;ksDrk vius th&esy vdkmaV esa लाग इन djus ds ckn czkmtj ds ek/;e ls bldk iz;ksx 

dj ldrs gSa½ gksrs gSaA 

vki xqxy VkWd dks 'kq: djsa blds fy, vkids ikl thesy vdkmaV gksuk vko';d gSA vkius 

th&esy vdkmaV cukus dk rjhdk lh[k fy;k gSA bl vH;kl esa vki xqxy VkWd dk mi;ksx 

djuk lh[ksaxsA 

fVIi.kh % bl vH;kl ls igys vkidks www.google.com/talk ,Iyhds'ku MkmuyksM djds 

LFkkfir djuk gksxkA  

xqxy VkWd dks vkjaHk djuk 

 xqxy VkWd vkjaHk djus ds fy,] LVkVZ >izksxzke >xqxy VkWd >xqxy VkWd ij fDyd djsaA 

 vki MsLdVkWi ij xqxy VkWd vkWI'ku ij Mcy fDyd Hkh dj ldrs gSaA 

 

 

 

 

 

 

 

 

 

 

fp= 

 

fp= 12 

क्जनसे आप चैट करना चाहत ेहैं आपके पास उनकी laidZ ¼dkaUVsDVl½ dh lwph 

gksuh pkfg, ;fn vkids ikl dksbZ dkaVsDV ugha gS rks vki muds th&esy vdkmaV dks buokbV 

Hkstdj vius laidZ lwph esa 'kkfey dj ldrs gSaA 

;fn vkids ikl igys ls gh dksbZ th&esy vdkmaV ugha gS rks vki u;k th&esy vdkmaV cuk 

ldrs gSaA 

vius xqxy VkWd vdkmaV esa lkbfuax लाग bu djuk 

www. google.com /talk 

http://google.com/
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xqxy VkWd dk mi;ksx djus ds fy, vkidks vius vdkmaV fooj.k ls lkbu bu djuk gksxkA 

vius xqxy Vkd vdkmaV esa lkbfuax bu ds i'pkr~ vkidks uhps iznf'kZr fd, x, foaMks ds leku 

foaMks fn[kkbZ nsxhA VkWd ,Iyhds'ku iz;ksx ds fy, rS;kj gSA 

Goojjle Talk □IE 

tcl 
Settings IHelo 

• Demo Learn  
Available ▼  

 X 

• learn.derno2  
Available L2J 

I'+Add i [View ▼]  

        fp= 
      fp= 13 
vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl gkfly 

u dj ysa % 

Øe la- fØ;kdyki 

1- vki xqxy VkWd esa lkbu&bu djuk lh[k pqds gSaA vc xqxy VkWd dk mi;ksx 

djrs gq, lkbfuax vkmV vkSj lkbfuax cSd djus dk iz;kl djsaA 

ewY;kadu % 

I. fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&& baVjusV ij miyC/k lapkj dk ,d :i gS tks izs"kd ls izkIrdrkZ dks ikB 

vk/kkfjr lans'kksa dk rRdky ikjs"k.k iznku djrk gS A 

2- vkWfM;ks vkSj ohfM;ks dkaaÝsaflax ds fy, &&&&& vkSj  &&&&& dh vko';drk gksrh gS A 

II. fuEufyf[kr iz’uksa dk mÙkj nsa % 

1- fdlh ikap ,Iyhds'ku vk/kkfjr rRdky lans'k lkW¶Vos;j ds uke crk,a \ 

2- rRdky lans'k ls vki D;k le>rs gSa \ 

l= 4 % fdlh laidZ ¼dkaVsDV½ds lkFk pSfVax & xqxy VkWd 

izklafxd tkudkjh 

bl l= esa vki viuh laidZ lwph esa igys ls gh tksM+s x, laidZ ds lkFk pSV djuk lh[ksaxsA 
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 tc Hkh laidZ lwph esa 'kkfey vkidks dksbZ fe= vkWuykbu gksrk gS vki mls fp= 14 esa 

n'kkZ, vuqlkj gjs jax ds MkWV ds lkFk ns[ksaxsA 

 

Goojjle Talk □IE 

tcl 
Settings IHelo 

• Demo Learn  
Available ▼  

 X 

• learn.derno2  
Available L2J 

I'+Add i [View ▼]  

          fp= 
        fp= 14 
 vki laidZ ij Mcy fDyd djds rRdky VsDLV pSV lans'k Hkstuk vkjaHk dj ldrs gSaA 

uhps n'kkZ, धचत्र के vuqlkj ,d foaMks fn[kkbZ nsxkA vki VsDLV ckWDl esa lans'k Vkbi 

djds इंटर-की nck nsaxs( nwljk O;fDr VsDLV lans'k ns[ksxk vkSj vkids lans'k dk mÙkj 

nsxkA 

 vkxs c<+dj viuh d{kk ds lkfFk;ksa dk laidZ izkIr djsa vkSj muds lkFk pSV djsaA  

  

 

                          fp= 
fp= 15 

pSfVax ds lkekU; fu;e vkSj f'k"Vkpkj gksrs gSaA ;s yxHkx ogh gSa tks bZ&esy ij ykxw gksrs gSaA 



117 

 lans'kksa dks laf{kIr vkSj fo"k;xr gksuk pkfg,A 

 ;fn vkidk ifjp; LØhu ds uke ls irk u py ikrk gks rks vius uke ls viuk ifjp; 

nsaA 

 ges'kk lcls igys ;g iwNs fd D;k vU; O;fDr ds ikl pSV ds fy, le; gS & pkgs 

vkidh ckr fdruh gh egRoiw.kZ D;ksa u gks ;fn izkIrdrkZ O;Lr है  rks og mls Bhd <ax 

ls ugha ysxkA 

 O;kolkf;d okrkoj.k esa vki ;g fu/kkZfjr dj ysa fd vki fdl ckr ij ppkZ djuk pkgrs 

gSaA 

 vius lans'kksa dks vijdsl esa Vkbi djuk v'kksHkuh; ekuk tkrk gS & bls xqLlk djus ;k 

cgqr vf/kd vkØked gksus ds leku ekuk tkrk gSA  

 yksxksa dks mÙkj nsus ds fy, le; nsa & fdlh izkIrdrkZ ls mÙkj feyus ls igys gh mls 

cgqr ls iz'u u Hksts ;g ckrphr ds अपेक्षा iwNrkN yxrk gSA 

 tgak rd laHko gks ftl O;fDr ds lkFk vki laizs"k.k dj jgs gS mls iwjk /;ku nsaA ;g u 

dsoy lEeku dk |ksrd gS] ijarq ;fn cgqr lkjh ckrphr gksrh gS ;k vkidk /;ku vU; 

eqíksa ls gV tkrk gS rks vki vU; O;fDr ds lans'kksa ls izkIr egRoiw.kZ ckrksa ij /;ku ugha ns 

ik,axs vkSj ckrphr dk lkjka'k xzg.k ugha dj ik,axsA 

 rRdky lans'k okrkZyki dks leqfpr :i ls lekIr djuk egRoiw.kZ gS & vki ;g lksp 

ldrs gSa fd ckrphr iwjh gks xbZ gS ijarq vU; O;fDr ,slk u lkspsA tcfd vki vkWQ 

djds vU; dkeksa es ayx x, gks vkSj vU; O;fDr LØhu ij vkids vkSj laizs"k.kksa dk bartkj 

dj jgk gksA 

th&esy ij pSfVax (GMAIL SETTING) 

bl vH;kl esa vki osc czkmtjksa ds ek/;e ls th&esy vdkmaV dk mi;ksx djrs gq, laidZ ds 

lkFk pSV djuk lh[ksaxsA  

vki th&esy vdkamV esa lkbfuax इन ds i'pkr~ pSfVax lsokvksa dk Hkh mi;ksx dj ldrs gSaA 

th&esy vdkmaV mi;ksx djrs gq, ok;l pSV] VsDLV pSV vkfn djrs le; Hkh blh izdkj dh 

izfØ;k viukbZ tkrh gSA  

,d ckj th&esy vdkmaV esa lkbu bu djus ds ckn uhps n'kkZ, धचत्र के vuqlkj czkmtj ds 

vanj ckbZa vksj ;k nkbZa vksj fdlh ,d rjQ laidZ foaMks fn[kkbZ nsxkA 
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                             fp= 
fp= 16 

;fn vki fdlh laidZ ds lkFk pSV djuk pkgrs gSa rks laidZ ds uke ij Mcy fDyd dhft, 

vkidks uhps n'kkZ, धचत्र के  vuqlkj ,d ikWi&vi fn[kkbZ nsxkA 

 

 

 

 

 

  
                            fp=        

                            fp= 17       

Figure 
13 

Figure 
14 
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will see a pop-up similar to the one displayed below. 

                     
 

  

 

                                         fp= 

                         fp= 18 
 

 

vc vki og lans'k Vkbi djuk vkjaHk dj ldrs gSa tks vki Hkstuk pkgrs gSa vkSj nwljk laidZ 

vkids pSV dk mÙkj nsus esa l{ke gksuk pkfg,A 

;kgw ij pSfVax (YAHOO CHATTING) 

,d vkbZ,e (IM-Instant Messanger) lkW¶Vos;j dk mi;ksx lh[kus ds ckn vki vU; 

चैटटगं सॉफ्टवेर्र ds lkFk iz;ksx djuk pkgsaxsA bl vH;kl esa vki ;kgw eSlsatj esa mi;ksx ds 

fy, ,d rRdky lans'k vdkmaV l`ftr djsaxsA  

fVIi.kh % vkidks bl vH;kl ls iwoZ http://in.messenger.yahoo.com/download ls ;kgw 

eSalstj ,Iyhds'ku MkmuyksM djds उसे LFkkfir djus dh vko';drk gks ldrh gSA  

;kgw मैसेंजर dk iz;ksx vkjaHk djus ls igys ,d ;kgw esy vdkmaV dh Hkh t:jr gksxhA ;fn 

vkids ikl igys ls gh ;kgw esy vdkmaV ugha gS rks vki u;k ;kgw esy vdkmaV l`ftr djus ds 

fy, fcYV&bu fodYi dk lgkjk ys ldrs gSaA 
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vkids ikl pSV ds fy, miyC/k laidZ gksuk pkfg,A ;fn vkids ikl dksbZ laidZ ugha gS rks vki 
चैटटगं क सलए  buokbV (आमंत्रण) Hkstdj muds ;kgw esy vdkmaV dks viuh laidZ lwph 

esa tksM+ ldrs gSaA 

fVIi.kh % ;fn vki vU; lzksr tSls ekbØkslkW¶V vkmVyqd] th-esy] हॉटमेल vkfn ls laidksZa dks 

bEiksVZ djuk pkgrs gSa rks vki bEiksVZ fodYi ¼vkWI'ku½ dk iz;ksx dj ldrs gSaA 

;kgw eSalsatj dk mi;ksx djus ds ckn vki fdlh osc czkmtj ds ek/;e ls ;kgw esy vdkmaV dk 

iz;ksx djrs gq, vius lgikBh ds lkFk pSV dj ldrs gSaA 

vki ,e,l,u] fjfMQ] flQh] vkfn tSlh vU; pSV lsokvksa ds iz;ksx ds fy, Hkh iz;kl dj ldrs 

gSa blds fy, vkSj vf/kd tkudkjh ysus rFkk MkmuyksM djus vkSj lkW¶Vos;j dk iz;ksx djus ds 

fy, lacaf/kr osc lkbVksa ij tkuk gksxkA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl gkfly 

u dj ysa% 

Øe la- fØ;kdyki 

1- viuh laidZ lwph esa vkSj laidksZa dks tksM+s vkSj ,d ls vf/kd laidksZa ds lkFk pSV 

djsaA 

2- foaMks ykbo eSlsatj] fjfMQ] flQh eSlsatj MkmuyksM djsaA izSfDVl ds fy, buds 

vdkmaV l`ftr djsaA  

ewY;kadu % 

fuEufyf[kr iz’uksa dk mÙkj nsa% 

1- baVjusV ij pSfVax djus ds dksbZ 3 fu;e vkSj f'k"Vkpkj crk,a \ 

2- rRdky lans'k ¼pSV½ lkW¶Vos;jksa dk iz;ksx djus ds fy, rhu ewyHkwr vko';drk,a D;k gSa 

\ 

l= 5 % osc i`"B dk l`tu vkSj izdk'ku & CykWx 

izklafxd tkudkjh 

CykWx ,d ppkZ dh lkbV gS ftldk mi;ksx xSj&rduhdh ¼;k rduhdh½ iz;ksDrkvksa }kjk O;fDrxr 

osc i`"B rS;kj djus ds fy, fd;k tkrk gSA CykWx ,d vkWuykbu ilZuy Mk;jh dh Hkkafr gksrk gS 

vkSj bldk iz;ksx djuk ljy gksrk gSA 
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vki fdlh ?kVuk] घोषणा] [kcj] leh{kk vkfn ds ckjs esa vius lans'k laizsf"kr djus ds fy, CykWग 

dk mi;ksx dj ldrs gSaA CykWग dk izca/ku czkmtj dh lgk;rk ls fd;k tkrk gS vkSj blds fy, 

lfØ; baVjusV dusD'ku dk gksuk vko';d gSA vki vkWQ ykbu CykWx lkW¶Vos;j dk mi;ksx djds 

igys fo"k;&oLrq rS;kj dj ldrs gSa vkSj lfØ; baVjusV dusD'ku उपलब्ध gksus ij ckn esa ml 

fo"k;&oLrq dks izdkf'kr dj ldrs gSaA  

,slh lSdM+ksa osclkbV gS tks fu%'kqYd CykWग  lsok,a miyC/k djkrh gSA dqN yksdfiz;  CykWग 
सेवाएाँ उपलब्ध करनेवाली वेिसाइट के नाम र्नम्न दी गए हैं :- 

 www.WordPress.com 

 www.bloggercom 

 www.blog.com 

 www.weebly.com 

 www.blogsome.com 

CykWx vdkmaV l`ftr djuk 

bl l= esa] vki oMZ izsl esa CykWx vdkamV l`ftr djus dk rjhdk lh[ksaxsA 

oMZ izsl ,d fu%'kqYd osc lkbV gS ftlesa vki laqnj osclkbV ;k CykWd l`ftr dj ldrs gSaA oMZ 

izsl esa fdlh CykWx dks iz;ksDrk dh vko';drkuqlkj fMtkbu djus gsrq ^FkhEl* ds fy, liksVZ gksrk 

gSA ^FkhEl* CykWx ;k osc i`"B dks vkd"kZd cukrs gSaA 

 CykWx dk iz;ksx djus ls igys vkidks ,d CykWग vdkmaV dh vko';drk gksxhA ,slk 

vdkmaV l`ftr ds fy, vkidks ,d osc czkmtj vkSj ,d baVjusV dusD'ku dh vko';drk 

gksxhA 

 osc czkmtj dks [kksysaA 

 ,Mªsl ckj ij http://signup.wordpress.com/signup/ Vkbi djsaA blds ckn vki ,d 

i`"B ij tk,axs ftlesa CykWd ,Mªsl] ;wtjuse] ikloMZ] bZ esy ,Mªsl vkSj Hkk"kk tSlh QhYMsa 

gksaxhA 

 CykWx ,Mªsl % vkids vius oMZ izsl CykWx ds fy, vf}rh; ,Mªsl nsuk gksxkA ;g og ,Mªsl 

gS ftls vU; yksx vkids CykWx dks ns[kus ds fy, iz;ksx djsaxsA 

 ;wtjuse % bl CykWx ds izca/ku ds fy, vkidks ,d ;wtjuse pquuk gksxkA 

 ikloMZ % vius oMZ izsl CykWx dks dfBu ikloMZ ls lqjf{kr cukuk vR;f/kd egRoiw.kZ gSA 

vij dsl vkSj yksvjdsl ds v{kjksa vkSj dqN vadksa vkSj ladsrksa dks feykdj cuk;k x;k 

ikloMZ i;kZIr etcwr jgsxkA vkidks nks ckj ikloMZ dks ,UVj djuk gksxkA 
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 bZ&esy ,Mªsl % ;gka ij vki viuk bZ&esy ,Mªsl nsaA tc vki ^^fØ,V CykWx** ij fDyd 

djrs gSa rks mlds ckn oMZizsl }kjk vkidks ,d ^^,fDVos'ku fyad** Hkstk tk,xkA  

 Hkk"kk % vki nh xbZ Hkk"kkvksa dh lwph esa ls Cykfxax ds fy, viuh Hkk"kk dk p;u dj ldrs 

gSaA  

 ^^fØ,V CykWx** (Create Blog) ij fDyd djsaA 

,slk djus ds ckn vkidks viuk Cykx vdkmaV lfØ; cukus ds fy, ,d bZ&esy Hkstk tk,xkA 

vki ml bZ&esy dks [kksysa vkSj ^^,fDVos'ku fyad** ij fDyd djsaA vkids }kjk ,fDVosV Cykx ij 

fDyd fd, tkus ds ckn vkidks vkius oMZizsl CykWग vdkmaV ij iqufuZfnZ"V dj fn;k tk,xk tgka 

vkidks uhps n'kkZ, vuqlkj ,d osc i`"B fn[kkbZ nsxkA  

                              fp= 
fp= 19 

vc CykWx iz;ksx ds fy, rS;kj gSA vkidks vius CykWx dk ,Mªsl fn;k tk,xk tSlkfd mi;qZDr fp= 

ds osc ist esa n’kkZ;k x;k हैA vki fyad ij Mcy fDyd dj ldrs gSa vFkok osc czkmtj esa ,Mªsl 

dks gkFk ls Vkbi dj ldrs gSaA bu nksuksa esa ls fdlh Hkh dk;Z dks fd, tkus पर vki vius CykWx 

ds gkseist मुख्र् प्रष्ठ ij igqap tk,axsA 

 

Figure 
16 
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vkids }kjk CykWx rS;kj dj fy, tkus ij vkidks ml fo"k;&oLrq dks izLrqr djuk gksxk] ftls 

vki pkgrs gSa fd vU; yksx ns[k ldsaA ;g izfØ;k fo"k;&oLrq dh iksfLVax dh izfØ;k dgykrh gSA 

 iksLV l`ftr djus ds fy,] U;w iksLV (New Post) ij fDyd djsaA uhps n'kkZ, x, 

fp= dh Hkkafr ,d foaMks [kqysxhA 

 

 

 

                          fp= 
fp= 20 

 'kh"kZd % vkidks vius iksLV ds fy, ,d 'kh"kZd Hkh iznku djuk gksxkA fdlh ,sls 'kh"kZd 

dk p;u djsa tks bl iksLV dk eq[; आधार gksA mnkgj.k ds fy,] ^^fo|ky; dk 

okf"kZd fnol lekjksg 2012**A 

fjp VsDLV ckWDl dk iz;ksx djrs gq, vki ml fo"k;&oLrq dks Vkbi dj ldrs gSa ftUgsa vki vU; 

yksxksa dks i<+kuk pkgrs gSaA  

vkids }kjk Vkbfiax lekIr dj fy, tkus ds i'pkr~ vkidks iksLV dks ifCy'k djuk gksxk rkfd 

nwljs Hkh mls ns[k ldsaA viuh fo"k;&oLrq dks ifCy'k djus ds fy, ifCy'k iksLV (Publish 

post) ij fDyd djsaA iksLV dks ns[kus ds fy, vki osc czkmtj ds ,MªSl ckj esa CykWx ,MªSl 

Vkbi dj ldrs gSaA vkidks iksLV ds lkFk gh vkidk CykWx Hkh fn[kkbZ nsxkA ¼bls uhps n'kkZ;k x;k 

gS½A 
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                          fp= 
fp= 21 

vki oMZizsl esa miyC/k fodYiksa dk iz;ksx djrs gq, QksVks] ohfM;ks vkfn Hkh 'kkfey dj ldrs gSaA 

vki vU; O;fDr;ksa }kjk ifCy'k fd, x, iksLVksa ij fVIi.kh Hkh dj ldrs gSaA lkekU;r% fVIi.kh 

djus dk fodYi iksLV ds var esa miyC/k gksrk gSA fVIi.kh djus ds fy, CykWd esa yho , desaV] 

yho , fjIykbZ vkfn fodYiksa dks ns[ksaA mnkgj.k ds fy,] oMZizsl esa fVIi.kh djus dk ckWDl iksLV 

ds uhps fLFkr gksrk gS rFkk ml ij fy[kk gksrk gS &yho , fjIykbZA (Leave a reply) 

 

                           fp= 
fp= 22 

 VsDLV ckWDl एंटर ;wvj desaV gs;j------ esa] iksLV ds ckjs esa viuh fVIif.k;ka Vkbi djsaA 

Figure 
19 
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 bZ&esy ¼visf{kr½ QhYM esa] viuk bZ&esy ,MªSl Vkbi djsaA 

 uke ¼visf{kr½ QhYM esa] viuk uke Vkbi djsaA 

 osclkbV QhYM esa] vki vius CykWd ,MªSl dks Vkbi dj ldrs gSa ¼oSdfYid½A 

 fVIi.kh {ks= esa vius fooj.kksa dks Vkbi djus ds mijkar mUgsa Hkyh&Hkkafr tkap ysa rFkk iksLV 

desaV ij fDyd djsaA 

iksLV desaV dks fDyd dj ysus ds mijkar] vki viuh fVIi.kh ds lkFk ml CykWx dks ns[k ik,axs 

¼bls uhps n'kkZ;k x;k gSA½ 

 

Learndemo2 says: \xx/  Your 

comment is awaiting moderation. 

September 19, 2012 at 2:54 am 

Nice! 

I am also new to blog. Please help me to know things about blog Thank 

You 

Reply 

 

                           fp= 
fp= 23 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl gkfly 

u dj ysa % 

Øe la- fØ;kdyki 

1- vkius oMZizsl dk iz;ksx djrs gq, CykWx dks l`ftr djuk rFkk muds lkFk dk;Z 

djuk lh[kk gS A vc vU; CykWx osclkbVksa tSls CykW;j] ohcyh vkfn esa CykWx 

l`ftr dhft, rFkk muds lkFk dk;Z dhft,A 

2- fuEufyf[kr ds fy, CykWx l`ftr dhft,% 

 fo|ky; ds okf"kZd fnol lekjksg dh ?kks"k.kk 

 jDrnku f'kfoj 

ewY;kadu % 

fuEufyf[kr iz'uksa ds mÙkj nhft, % 

1- CykWx ds mís'; dk o.kZu dhft, A 
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2- dksbZ 5 ,slh osclkbVsa crkb, tks CykWd lsok,a iznku djrh gSa A 

3- osc ist vkSj osclkbV ds chp varj A 

l= 6 % vkWQ ykbu CykWx ,MhVj dk iz;ksx 

izklafxd tkudkjh 

;fn vkids ikl lfØ; baVjusV dusD'ku ugha gS] rks vki CykWd ,Iyhds'ku dk iz;ksx djrs gq, 

CykWx l`ftr dj ldrs gSa rFkk ml CykWx dks rc ifCy'k dj ldrs gSa tc baVjusV dusfDVfoVh 

miyC/k gksrh gSA 

,sls vusd fu%'kqYd vkWQ ykbu CykWx ,fMVj miyC/k gSa ftUgsa MkmuyksM fd;k tk ldrk gS rFkk 

LFkkuh; dEI;wVjksa ij स्र्ावपत fd;k tk ldrk gS] tSls %  

 D;wekuk 

 foaMkst ykbo jkbVj 

 CykWxMsLd 

bl vH;kl esa vki] ,d vkWQykbu CykWx ,fMVj D;wekuk dk iz;ksx djuk lh[ksaxsA D;wekuk ,d 

fu%'kqYd CykWx ,Iyhds'ku gS tks iz;ksx djus esa vR;ar ljy vkSj vklku gSA bl vH;kl esa vki 

D;wekuk dk iz;ksx lh[ksaxsA 

fVIi.kh %आपको  D;wekuk MkmuyksM djus rFkk mls baLVky djus dh vko';drk gksxhA D;wekuk 

dks www.qumana.com ls MkmuyksM fd;k tk ldrk gSA baLVkWy gks tkus ds i'pkr~ vki CykWx 

dks eSust djus ds fy, izksxzke dk iz;ksx dj ldrs gSaA  

D;wekuk dks ykap djuk 

 D;wekuk dks ykap djuss के fy, fDyd djsa % LVkVZ>izksxzke>D;wekuk>D;wekukA 

 vki D;wekuk vkbdkWu ij Mcy fDyd Hkh dj ldrs gSa] ;fn ;g vkids MsLdVkWi ij 

miyC/k gSA 
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                             fp= 
fp= 24 

D;wekuk dk iz;ksx djus ds fy, vkidks ,d pkyw CykWx ,dkamV dh vko';drk gksxhA bl vH;kl 

esa] vki D;wekuk ds lkFk vius fo|eku oMZizsl ,dkmaV dk iz;ksx djuk lh[ksaxsA vius oMZ izsl 

CykWx ds ,MªSl dks ,aVj djsa rFkk usDLV (next) ij fDyd djsaA 

 ykWx bu foaMks izdV gksxhA vkidks vius oMZizsl vdkmaV ds fooj.k ogka nsus gksaxsA rFkkfi] 

;fn vki fdlh vU; CykWx lsok dk iz;ksx djuk pkgrs gSa] rks vkidks mlds mi;qDr 

fooj.k ,aVj djus gksaxsA osc ,MªSl QhYM esa oMZizsl CykWd ,MªSl nsaA oMZizsl vdkmaV esa 

;wtjuse vkSj ikloMZ ,aVj djsaA 

 fDyd djsa % usDLV>fQfu'k (Next>Finish) 

uhps n'kkZbZ xbZ foaMks ds leku ,d foaMks izdV gksxh: 
0 Qumana Blog Manager 

File   Edit   Window Help 

 
I lew, Pgs Refresh Posts Add Blog 

 
 

 

Figure 
21 

I am learning how to blog and this is my first post.  
I will use this blog to help othes tor learning about blogs.  
If anyone nee :1s help about blogs. please leave a mess age.  
Happy to Help! ■ 

 
 

My First 
Post! 

Figure 
22 
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File   Edit   Format   Window 

Help 

@ 

@ 

(2) . __  
\m J leamirigdemt 

WYSIWYG | Source 

View | | Draft 

Blog Manager Hide 

Properties Date Created 

Figure 
23 

fp= 

fp= 25 

;fn vkids CykWx esa iksLV igys ls gh miyC/k gSa rks D;wekuk mu fo|eku CykWxksa dks HkhMkmuyksM 

vkSj प्रदसशित dj nsxkA 

iksLV l`ftr djus ds fy,] 

 U;w iksLV ij fDyd djsaA 

 uhps n'kkZbZ xbZ foaMks ds leku gh ,d foaMks iznf'kZr gksxhA 

fp= 

fp= 26 

fVIi.kh % VkbVy QhYM esa iksLV ds fy, 'kh"kZd ,aVj djsa rFkk ist VkbVy ds uhps fn, x, {ks= esa 

iksLV का ववषर् सलखेंA 

 fDyd djsa % ifCy'k iksLVA (Publish Post) 
ifCy'k iksLV ij fDyd djus ds mijkar] og iksLV vkids oMZizsl CykWx esa Lor% gh viMsV gks 

tk,xkA  

ifCy'k fd, x, कर्न dks ns[kus ds fy,] osc czkmtj dks [kksysa rFkk viuk CykWx ,MªSl Vkbi 

djsaA 
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vki vius CykWx dks vkd"kZd cukus ds fy, mlesa QksVks vFkok fp= Hkh 'kkfey dj ldrs gSaA fp= 

अपने कर्न को धचत्र के सार् प्रदसशित करने के सलए:- 

 ,Iyhds'ku dh nkfguh vksj fLFkr best vkbdkWu धचहन ij fDyd djsaA 

                   

 

                           fp= 
fp= 27 

 best vkbdkWu ij fDyd djus ij] fuEufyf[kr foaMks iznf'kZr gksxhA 

            
|learningdemo 3 

Imoge
 
Prevte

™ 

r ----------------------------------------------------------------  No image loaded 

Location 11 

Upload St Insert |      Insert Cancel 

 

                            fp= 
fp= 28 

 ml best dks <wa<us ds fy, czkmt ij fDyd djsa ftls vki CykWग esa ifCy'k djuk pkgrs 

gSaA 

 ^czkmt* dks fDyd djus ij] czkmt foaMks izdV gksxh ftlls अप yksM dh tkus okyh 

best dks <wa<us esa leFkZ gksaxsA tc vki best dk p;u dj ysa] viyksM vkSj balVZ ij 

fDyd djsaA 

 ifCy'k iksLV ij fDyd djsaA 

Imag

e 

■ ■i |1  ■_ 
None Right LeFt Top Bottom 

 

Browse... 

Basic | Advanced | 

Wrapping Style — 
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fp= ds lkFk ifCy'k dh xbZ fo"k;&oLrq dks ns[kus ds fy, osc czkmtj [kksysa rFkk vius CykWx dk 

,MªSl Vkbi djsaA 

vc fofHkUu CykWx ,MªSlksa dk iz;ksx djrs gq, vU; CykWx ,Iyhds'kन tSls foaMkst ykbo jkbVj] 

CykWx MsLd vkfn dk iz;ksx djus dk iz;kl djsaA  

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl gkfly 

u dj ysa % 

Øe la- fØ;kdyki 

1- fofHkUu vkWQykbu CykWx ,fMVjksa dks MkmuyksM djsa vkSj mudk iz;ksx djsaA 

ewY;kadu % 

fuEufyf[kr iz'uksa ds mÙkj nsa % 

1- vkWQykbu CykWx ,fMVj ds iz;kstu dk o.kZu djsa A 

2- fdUgha ikap vkWQykbu CkyWx ,fMVjksa ds uke crk,a A 

l= 7 % vkWuykbu VªkatsD'ku 

izklafxd tkudkjh 

vkWuykbu 'kkWfiax bysDVªkWfud okf.kT; dh Hkkafr gS tgka xzkgd baVjusV ij oLrqvksa dks [kjhn vkSj 

csp ldrs gSaA xzkgdksa dks fdlh foØsrk }kjk is'k dh xbZ oLrqvksa vkSj lsokvksa ds fy, ,d lfØ; 

baVjusV dusD'ku j[kuk vko';d gSA xzkgd ØsfMV] MsfoV dkMZ dk iz;ksx djrs gq, vFkok baVjusV 

cSafdax ds ek/;e ls vkWuykbu Hkqxrku Hkh dj ldrs gSaA 

fuEufyf[kr ifjfLFkfr;ksa esa vkWuykbu 'kkWfiax mi;ksxh gksrh gS% 

 tc fdlh xzkgd ds ikl LVksj esa tkus ds fy, i;kZIr le; ugha gksrk gSA 

 LVksj rd tkuk vkWuykbu lkeku [kjhnus dh rqyuk esa vf/kd egaxk gksrk gSA 

 dksbZ mRikn vFkok lsok tks LFkkuh; cktkj esa miyC/k ugha gksrh gS] og vkWuykbu miyC/k 

jgrh gSA  

dqN yksdfiz; vkWuykbu VªkatsD'ku osclkbVsa gSa% 

 vkbZvkjlhVhlh] gokbZ tgkt rFkk Vªsu dh fVdVksa dks cqd djus ds fy, vkWuykbu iksVZyA 
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 f¶yidkVZ] miHkksDrk mRikn [kjhnus ds fy, vkWuykbu 'kkWfiax iksVZyA  

 bZ&cs] oLrqvksa dks cspus vkSj [kjhnus ds fy, vkWuykbu iksVZyA 

 jsMcl] cl dh fVdVsa cqad djus ds fy, vkWuykbu iksVZyA 

vkWuykbu VªkatsD'ku djus ds fy, vkidks ,d osc czkmtj rFkk ,d lfØ; baVjusV dusD'ku dh 

vko';drk gksrh gSA dqN ekeyksa esa] tgka [kjhnnkjh 'kkfey gS] vkidks ,d oS/k ØsfMV dkMZ] MsfcV 

dkMZ vFkok vkWuykbu cSafdax liksVZ dh vko';drk gksrh gS ftls usV cSafdax lClfØI'ku dgk 

tkrk gSA dqN osclkbVsa rks lhvksMh ¼dS'k vkWu fMyhojh½ dh lqfo/kk Hkh miyC/k djkrh gSa] tgka 

iz;ksDrk mUgsa mRikn vFkok lsok ds izkIr gksus ds le; उस उत्पाद अर्वा सेवा  fy, 

Hkqxrku djrs gSaA 

क्फ्लपकाटि dk iz;ksx djrs gq, vkWuykbu VªkatsD'ku 

bl Hkkx esa] vki क्फ्लपकाटि dk iz;ksx djrs gq, vkWuykbu VªkatsD'ku djuk lh[ksaxsA  

क्फ्लपकाटि ,d vkWuykbu LVksj gS] tgka vki vusd izdkj dh bysDVªkWfud oLrq,a] iqLrdsa] 

,Dlsljht] fMftVy dSejs] eksckby Qksu vkSj vU; midj.k tSls fizaVj vkfn [kjhn ldrs gSaA  

क्फ्लपकाटि Hkqxrku ds vusd fodYi miyC/k djkrk gS] tSls ØsfMV dkMZ] MsfoM dkMZ] usV 

cSafdax] bZ&fx¶V okmpj vkSj dS'k vkWu fMyhojhA 

क्फ्लपकाटि ds lkFk dk;Z djus ds fy, vkidks ,d osc czkmtj rFkk ,d lfØ; baVjusV 

dusD'ku dh vko';drk gksxhA 

 fdlh Hkh czkmtj dks [kksysa tSls Qk;j QkWDl] Økse vFkok baVjusV ,DlIyksjj 

 ,MªSl ckj esa www. flipkart.com Vkbi djsa vkSj ,aVj nck,a 

uhps n'kkZ, x, fp= ds leku gh ,d osc ist iznf'kZr gksxk% 
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                          fp= 
fp= 29 

 क्फ्लपकाटि dk iz;ksx djrs gq, [kjhnnkjh ds ysu&nsu djus ds fy,] vkidks 

क्फ्लपकाटि ,dkmaV dks lkbubu djuk gksxkA 

 osc ist ds 'kh"kZ ij lkbu vi fyad dks <wa<s rFkk ml ij fDyd djsa] f¶yidkMZ dks 

lkbuvi djus ds fy, uhps n'kkZbZ xbZ foaMks iznf'kZr gksxhA 

 

 

                             fp= 
fp= 30 
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 bZ&esy ,MªSl % vkidks viuk bZ&esy ,MªSl iznku djuk gksxkA bZ&esy ,MªSl dk iz;ksx 

vkidks mRiknksa ds izLrkoksa dh bZ&esy] okf.kfT;d bZ&esy Hkstus ds fy, fd;k tkrk gSA 

bZ&esy ,MªSl dk iz;ksx क्फ्लपकाटि ,dkmaV ds fy, ykWxbu use ds :i esaa 
इस्तमेाल/प्रर्ोग fd;k tk,xkA  

 ikloMZ % vkidks ,d etcwr ikloMZ nsrs gq, vius f¶yidkMZ ,dkmaV dks lqjf{kr djuk 

gksxkA vkidks viuk ikloMZ nks ckj ,aVj djuk gksxkA 

 lkbu vi नाओ ij fDyd djsaA 

lQyrkiwoZd lkbuvi djus ds mijkar uhps nh xbZ foaMks ds leku ,d foaMks iznf'kZr gksxhA 

 

          

                                      
                             fp= 

fp= 31 

क्फ्लपकाटि esa vusd fdLeksa ds mRikn miyC/k gksrs gSa ftUgsa ववववध शे्रणणर्ों में O;ofLFkr 
fd;k tkrk gSA vki mi;qDr Js.kh esa tkdj mlls lacaf/kr mRikn ns[k ldrs gSa vFkok vki fdlh 

fo'ks"k oLrq dk irk yxkus ds fy, lpZ fo'ks"krk dk iz;ksx dj ldrs gSaA mnkgj.k ds fy,] ;fn 

vki fMftVy dSejk [kjhnuk pkgrs gSa rks vki lpZ ckWDl esa fMftVy dSejk Vkbi dj ldrs gSa 

rFkk lpZ fjtYV foaMks ls fn[kk, tkus okys ekWMyksa esa ls dksbZ ,d pqu ldrs gSaA vki mRikn dh 

best ij fDyd djds Hkh viuh ilan dk ekWMy pqu ldrs gSaA vki क्फ्लपकाटि esa miyC/k 

mRiknksa dh lwph dks Hkh czkmt dj ldrs gSaA [kjhns tkus okys mRiknu ds ckjs esa fu.kZ; dj ysus 

ds mijkar vki ckbZ fnl नाओ fodYi dk iz;ksx djrs gq, ml mRikn dks [kjhn ldrs gSaA vki 
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Hkqxrku djus ls igys ,d ;k vf/kd mRiknksa dks [kjhn ldrs gSaA [kjhnh tkus ds fy, pquh xbZ 

oLrq,a vkidks Hkqxrku djus ls iwoZ leh{kk djus ds fy, iznf'kZr Hkh dh tk,axhA 

 

 

 

                             fp= 
fp= 32 

क्फ्लपकाटि vkWuykbu Hkqxrku ds fy, vusd fodYi miyC/k djkrk gSA Hkqxrku izfØ;k dks iw.kZ 

djus ds fy, vki ØsfMV dkMZ] MsfcV dkMZ] usV cSafdax] dS'k vkWu fMyhojh vFkok bZ&fx¶V okmpj 

dk iz;ksx dj ldrs gSaA blds fy, vkidks mfYyf[kr QhYMksa esa ;Fkk visf{kr fooj.k izfo"V djus 

gksaxs rFkk Hkqxrku djus ds fy, ‘i’s ij fDyd djuk gksxkA pqus x, fodYi ds vk/kkj ij] एक 
foaMks Hkh iznf'kZr dh tk,xh rFkk vkWuykbu ysu&nsu dks iwjk djus ds fy, izfØ;k,a Hkh dqN fHkUu 

gks ldrh gSaA 

dqN foØsrk ¼osclkbVsa½ fd'rksa ij Hkqxrku djus ds izLrko Hkh djrh gS ftlls ;g xzkgdksa ds fy, 

vkSj Hkh vklku fodYi cu tkrk gSA Hkqxrku dh izfØ;kvksa vkSj mudh i)fr;ksa ij tkudkjh izkIr 

djus ds fy, osclkbV Hkqxrku fu;eksa dk voyksdu djsaA 

jsy dh fVdVksa ds fy, vkWuykbu ysu&nsu 

bl [k.M esa vki vkbZvkjlhVhlh dk iz;ksx djrs gq, jsy dh fVdVsa cqd djus ds fy, vkWuykbu 

ysu&nsu djuk lh[ksaxsA 
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bafM;u jsyos dSVfjax ,aM VwfjTe dkiksZjs'ku ¼vkbZvkjlhVhlh½ ,d ,slk vkWuykbu iksVZy gS ftldk 

iz;ksx ;k=k dh fVdVksa dh cqfdax ds fy, fd;k tkrk gSA 

vkbZvkjlhVhlh ds lkFk dk;Z djus ds fy,] vkidks ,d lfØ; baVjusV dusD'ku ds lkFk&lkFk 

,d osc czkmtj dk iz;ksx djus dh vko';drk gksxhA  

 dksbZ Hkh czkmtj [kksysa tSls Qk;jQkWDl] Økse vFkok baVjusV ,DlIyksjjA 

 ,MªSl ckj esa www.irctc.co.in Vkbi djsa rFkk ,aVj nck,aA 

uhps n'kkZ, x, ist dh gh Hkkafr ,d ist iznf'kZr gksxkA 
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                         fp= 
fp= 33 

 vkbZvkjlhVhlh dk iz;ksx djrs gq, ysu&nsu djus ds fy, vkidks vkbZvkjlhVhlh 

[kkrs dks lkbuvi djuk gksxkA 

 osc ist ds 'kh"kZ ij lkbuvi fyad <wa<dj ml ij fDyd djsaA vkbZvkjlhVhlh ds 

lkFk lkbuvi djus ds fy, uhps n'kkbZ xbZ foaMks ds leku gh foaMks izdV gksxhA 

vkidks vkbZvkjlhVhlh ds lkFk lkbfuax vi ds fy, ,d osc ist ij jhMk;jsDV dj fn;k 

tk,xk] tks uhps n’kkZ, x, fp= ds leku gksxkA iathdj.k dks iwjk djus ds fy, vki fooj.kksa 

dks Hkjus ds fy, ekWuhVj esa n’kkZ, tkus okys vuqns’kksa dk ikyu djrs jgsaA 

 

 

 

Figure 
28 
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                         fp= 
fp= 34 

vkbZvkjlhVhlh ds lkFk ykWu vkWu djus ds mijkar vki fVdVksa dh cqfdax djus ds fy, 

osclkbV dk iz;ksx dj ldrs gSaA vc rd vki izR;sd QhYM ds ckjs esa dkQh dqN tku pqds 

gSaA vc vki bu fooj.kksa dks Hkfj,A rkjkafdr ¼*½ fd, x, QhYM Hkjs tkus vfuok;Z gSaA 

 

                    fp= 35 
tc vki ^^QkbaM VªsUl** ij fDyd djrs gSa] rks lhVksa dh miyC/krk ds lkFk leLr miyC/k 

Vªsuksa dh lwph n'kkZbZ tkrh gS ¼nsf[k, uhps fp=½ 

 

 

 

 

 

 

 

 

Figure 
29 
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                         fp= 
fp= 36 

vki izR;sd fnu ds fy, n'kkZbZ xbZ miyC/k fVdVksa dh fLFkfr dks Hkh ns[k ldrs gSa ¼Åij 

n'kkZ;k x;k gS½( tc vki viuh ;k=k ds fy, dksbZ lqfo/kktud rkjh[k dks fu/kkZfjr dj ysrs 

gSa] rks vki osclkbV esa fn, x, vuqns'kksa dk ikyu djrs gq, fVdVsa cqd dj ldrs gSaA 

fVdV cqd dj ysus ds mijkar vkidks LØhu ij ml fVdV dh bysDVªkWfud izfr Hkh fn[kkbZ 

nsxhA blds vykok] र्ह fVdV vkidks bZ&esy ij Hkh Hksth tk,xh tks vkius lkbV ds lkFk 

iathdj.k djrs gq, ntZ dh FkhA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u dj ysa % 

Øe la- fØ;kdyki 

1- Tkaxyh ¼www.junglee.com½] ;k=k ¼www.yatra.com½ ds lkFk iathdj.k 

dhft, rFkk vkWuykbu ysunsuksa dk vH;kl dhft,A 

ewY;kadu % 

fuEufyf[kr iz'uksa ds mÙkj nhft,% 

1- vkWuykbu ysu&nsu ds mís';ksa dk o.kZu dhft, A 

2- vkWuykbu ysu&nsu djus okyh ikap osclkbVksa ds uke crkb, A 

3- vkWuykbu ysu&nsu dk iz;ksx djus ds fy, fdUgha rhu Hkqxrku fodYiksa ds uke 

crkb, A 
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l= 8 % baVjusV lqj{kk 

izklafxd tkudkjh 

baVjusV lqj{kk dEI;wVj lqj{kk dh ,d 'kk[kk gS tks fo'ks"k :i ls baVjusV ls lacaf/kr gS vkSj 

blesa izk;% czkmtj dh lqj{kk 'kkfey gksrh gS ijarq lkFk gh blesa usVodZ dh lqj{kk Hkh 

lfEefyr gSA bldk mís'; baVjusV ij fd, tkus okys /kks[kk/kM+h laca/kh dk;Zdykiksa dks jksdus 

ds fy, iz;ksx esa yk, tkus okys fu;eksa rFkk lqj{kk mik;ksa dks LFkkfir djuk gSA baVjusV 

lwpuk ds vknku&iznku ds fy, ,d vlqjf{kr ek/;e dk izfrfuf/kRo djrk gS ftlds 

QyLo:i ?kqliSB vFkok /kks[kk/kM+h, tSls fQf'kax, ds mPp tksf[ke mRiUu gks tkrs gSaA ;g l= 

vkidks baVjusV lqj{kk vo/kkj.kkvksa ls ifjfpr djkता gS RkFkk ;g crkrk gS fd vkWuykbu vkSj 

baVjusV ysu&nsu dks fdl izdkj lqjf{kr j[kk tk,A 

gkykafd baVjusV ewY;oku tkudkjh vkSj euksjatu miyC/k djkrk gS] परन्तु ;g vusd 

vkWuykbu tksf[keksa ds dkj.k vkids dEI;wVj dks vlqjf{kr Hkh dj nsrk gSA vkidks ;g Hkh 

lqfuf'pr djuk gS fd vkidk ;wtjuse] ikloMZ ØsfMV dkMZ vFkok vkWuykbu cSafdax tkudkjh 

lqjf{kr jgsa D;ksafd muls NsM+NkM+ dh tk ldrh gS vkSj mudk iz;ksx vuf/k—r iz;ksxdrkZvksa 

}kjk fd;k tk ldrk gSA dqN osclkbVsa iz;ksxdrkZ dh vuqefr izkIr fd, fcuk dEi;wVj ij 

ekyos;j Hkh baLVkWy dj nsrh gSa ftuds QyLo:i dEI;wVj {kfrxzLr vFkok vlqjf{kr gks tkrk 

gSA 

vkWuykbu tksf[ke tSls fQf’kax] bZ&esy LiwfQax, pSV LiwfQax vkfn iz;ksxdrkZ को ,sls ladVksa 

ds izfr lqHks| gksus ds voljksa esa òf) dj ldrs gSaA  

vki Js"B izfØ;kvksa dk iz;ksx djrs gq, tksf[keksa dks de dj ldrs gSa tSls ,aVhok;jl 

lkW¶Vos;j] ,aVhLikbos;j lkW¶Vos;j] Qk;jokWYl etcwr ikloMZ vkfn rFkk Js"B izfØ;kvksa laca/kh 

tkudkjh ds ckjs esa Hkh tkx:drk dk izpkj&izlkj dj ldrs gSaA  

lqj{kk ds fy, Js"B izfØ;k,a 

,d etcwr ikloMZ dk iz;ksx djsa ftlds fy, ikloMZ dk l`tu djus ds fy, ,YQk 

U;wesfjdy vkSj fo'ks"k अक्षरों ds la;kstu dk iz;ksx fd;k tk ldrk gSA क्जसको 
पासविि का irk yxkuk vFkok ftlds ckjs esa vuqeku लगार्ा vU; iz;ksxrkZvksa ds fy, 

ljy u gksA ,dy vFkok la;qDr fodYiksa dk iz;ksx djrs gq, vklku ikloMZ u cuk,a tSls 

vkidk ilanhnk jax] fdlh ?kfu"B fe= vFkok fj'rsnkj dk uke] ckbd dk uEcj, eksckby dk 

uEcj vkfnA ;fn dksbZ iz;ksDrk vkidks fudVrk से tkurk gS] rks og bu ikloMksZa dk vuqeku 

vklkuh ls yxk ldrk gSA nks vFkok rhu lIrkg ds ckn viuk ikloMZ fujarj cnyrs jgsa 

rkfd vkids [kkrs dh tkudkjh lqjf{kr cuh jgsA 
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etcwr ikloMZ dk iz;ksx lqj{kk ds mYya?ku ds tksf[ke dks de djrk gSA fdlh Hkh ikloMZ 

dh izHkkodkfjrk lkW¶Vos;j ds lqj{kk ra= ij rFkk etcwr ikloMZ cukus ds fy, iz;ksxdrkZvksa 

}kjk yh xbZ #fp ij fuHkZj djrh gSA 

vf/kdka'k osclkbVsa osclkbV dh izHkkodkfjrk dh tkap ml le; djrh gSa] tc dksbZ iz;ksDrk 

igyh ckj muds lkFk iath—r gksrk gS vFkok tc og vius ikloMZ esa ifjorZu djrk gSA 

mnkgj.k ds fy,] tc vki th&esy ds lkFk Lo;a dks iath—r djrh gSa] rks vkius /;ku fn;k 

gksxk fd ikloMZ dh etcwrh dks n'kkZus okyk ,d ikloMZ ehVj LØhu ij fn[kkbZ nsrk gS] tSlk 

fd uhps n'kkZ;k x;k Gsa 

 

                         fp= 
fp= 37 

,d etcwr ikloMZ l`ftr djus ds fy, lkekU; fn'kk&funsZ'k uhps fn, x, gSaA 

 vius ikloMZ में de&de&de 12&14 अक्षरों rd j[ksa] ;fn bldh vuqefr nh 

xbZ gS तो ikloMZ 12&14 अक्षरों र्ा धचन्हों र्ा अंकों तक का 
होना चाटहएA 

 vius ikloMZ dks iqujko`fÙk] 'kCndks'k ds 'kCnksa] J`a[kykc) vadksa ;k la[;kvksa] ;wtjuse] 

fj'rsnkj ;k vius ikyrw tkuoj ds uke] vkfn ij vk/kkfjr djus ls cpsaA 

 ikloMZ esa la[;kvksa vkSj fpg~uksa dks 'kkfey djsa] (;fn budh vuqefr nh xbZ gS)A 

 dSfiVy vkSj yksvj dsl अंगे्रजी अक्षरों dk iz;ksx djsaA 

 vusd lkbVksa vFkok iz;kstuksa ds fy, ,d gh ikloMZ dk iz;ksx djus ls cpsaA 
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 ,sls fdlh Hkh rF; dk iz;ksx djus ls cpsa ftlds ckjs esa yksx vFkok vkids lkFkh ;g 

tkurs gSa fd og vkidks cgqr vf/kd ilan vFkok ukilan gSaA 

 ;fn laHko gks] rks jSaMe ikloMZ tsusjsVjksa dk iz;ksx djsaA 

 ,d etcwr ikloMZ dk mnkgj.k gS % 41vX;4ttd{]  

vki www.strongpasswordgenereter.comtSlh lkbVksa dk iz;ksx Hkh dj ldrrs gSa tks 

jSaMe LVªkax ikloMZ l`ftr djrh gSA www.strongpasswordgenereter.comdk iz;ksx 

djrs gq, etcwr ikloMZ rS;kj djus ds fy, fuEufyf[kr pj.kksa dk ikyu djsa%  

 fdlh osc czkmtj dks [kksysaA उसके ij ,MªSl ckj esa 

www.strongpasswordgenereter.comVkbi djsa vkSj fQj ,aVj nck nsaA 

 tsusjsV LVªkax ikloMZ ij fDyd djsaA u;k ikloMZ lsD'ku ds varxZr n'kkZ, x, 

ikloMksZa dks ns[ksaA 

vius MkVk dk cSdvi ysa% vius O;fDrxr MkVk dh izfr;ka fdlh vfrfjDr ehfM;k esa vo'; 

j[ksa] tSls dkEiSDV fMLd] isu Mªkbo vkfnA तो  ,slh fLFkfr esa vkidks lgk;rk fey ldrh gS 

;fn vkidk eq[; MkVk {kfrxzLr gks tkrk gSA vius MkVk dks vuf/k—r iz;ksDrkvksa ls cpkdj 

j[ksaA 

bafØI'ku lkW¶Vos;j dk iz;ksx djsa % vuf/k—r iz;ksDrkvksa ls viuh MkVk dk laj{kk djus ds 

fy, bafØI'ku lkW¶Vos;j dk iz;ksx djsa ¼tks lkekU;r% vkWijsfVax flLVe ds Hkhrj gh miyC/k 

gksrk gS½A ;fn bafØI'ku lkW¶Vos;j vkWijsfVax flLVe esa miyC/k ugha gS] rks fdlh FkMZ ikVhZ 

lkW¶Vos;j dk iz;ksx djsaA  

vius ;wtjuse vkSj ikloMZ dks xksiuh; j[ksa % vius ;wtjuse vkSj ikloMZ dks mu dEI;wVjksa ij 

dHkh lso u djsa ftudk iz;ksx lk>s ifjos'k esa fd;k tkrk gS tSls baVjusV dSQsA czkmtj 

vkidk O;fDrxr MkVk LFkkuh; dEI;wVj ij lso dj ldrs gSa ftldk iz;ksx mlh dEI;wVj dk 

iz;ksx djus okys fdlh nwljs O;fDr }kjk fd;k tk ldrk gSA 

osclkbVksa ds lkFk jftLVj djuk % tc dHkh Hkh vki fdlh osclkbV ds lkFk jftLVj djrs gSa] 

rks mldh xksiuh;rk ds fooj.k vFkok uhfr dks vo'; i<+saA ml fooj.k vFkok uhfr esa bl 

ckr dh tkudkjh gksrh gS fd osclkbV fdl izdkj O;fDrxr MkVk dk iz;ksx djsxhA  

futh tkudkjh fdlh ds lkFk lk>k u djsa % osclkbVsa vkils ,sls QkeZ Hkjus dh vis{kk djrh 

gSa ftuesa vusd QhYM 'kkfey gksr gSa tSls uke] fyax] vk;q] bZ&esy ,MªSl] fo|ky; vkfnA ,sls 

QkeksZa dks Hkjrs le; vR;ar lko/kkuh cjrsa( bl ckr dh tkap djsa vkSj irk djsa fd D;k og 

osclkbV Hkjkslsean gSA vkids bZ&esy ,MªSl dk iz;ksx vuf/k—r iz;ksDrkvksa }kjk vkidks >wBs 

vkSj vokafNr bZ&esy Hkstus ds fy, fd;k tk ldrk gSA fdlh Hkh osclkbV dks dksbZ Hkh 
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tkudkjh nsus ls iwoZ Hkyh&Hkkafr lksp&fopkj dj ysa vkSj ;g fu.kZ; ysa fd D;k tkudkjh nsuk 

okLro esa vko';d gSA 

lqjf{kr ysunsu % ;fn vki vkWuykbu 'kkWfiax vFkok dksbZ vU; ysu&nsu dj jgs gSa] rks osclkbVsa 

vkids ØsfMV dkMZ vFkok vkWuykbu cSafdax dh futh lwpuk Hkh LVksj dj ysrh gSa tSls vkidk 

ØsfMV dkMZ uEcj] ,dkmaV ds fooj.k vkfnA bl lwpuk ij ut+j j[kh tk ldrh gS rFkk bl 

lwpuk dk nq#i;ksx vuf/k—r iz;ksDrkvksa }kjk fd;k tk ldrk gS ftUgsa izk;% ‘gSdj’ dgk 

tkrk gSA blfy, ;g lqfuf'pr djsa fd osclkbV fo'oluh; gS rFkk vkWuykbu ysu&nsu 

fu"ikfnr vkSj vuqjf{kr djus ds fy, og lqjf{kr izfØ;kvksa dk iz;ksx djrh gSA pwafd vusd 

egRoiw.kZ tkudkjh tSls ØsfMV dkMZ fooj.k vFkok O;fDrxr lwpuk usVodZ ds ek/;e ls Hksth 

tkrh gS] ;g vuq'kalk dh tkrh gS fd ,sls ysu&nsuksa ds fy, dsoy lqjf{kr osclkbVksa dk iz;ksx 

gh djsaA bl ckr dh iqf"V dj ysa fd osclkbV lqjf{kr ysu&nsuksa dk gh iz;ksx djrh gS ftls 

lkekU;r% osc czkmtj ds ,MªSl ckj esa Lo.kZ rkys ds :Ik esa fMftVy izek.k&i= ds ek/;e ls 

n'kkZ;k tkrk gSA 

,aVhok;jl vkSj ,aVh Likbos;j lkW¶Vos;j dk iz;ksx djsa % dEI;wVj ,sls lkW¶Vos;jksa ds geys ds 

izfr vR;ar lqHks| gksrs gSa ftUgsa ekyos;j dgk tkrk gS] tks vkids dEI;wVj dks {kfrxzLr dj 

ldrs gSaA ekyos;j czkmftax dh iz—fr ij ut+j j[krk gS vFkok vkids dEI;wVj ls O;fDrxr 

MkVk dks laizsf"kr djrk gSA vkids dEI;wVj esa baLVky fd, x, izksxzke tSls dhykxlZ dh&cksMZ 

ij nck, tkus okyh izR;sd daqth ij ut+j j[krs gSa vkSj mls vuf/k—r iz;ksDrkvksa dks laizsf"kr 

djrk gSA ,aVhok;jl rFkk ,aVhLikbos;j izksxzke jh;y Vkbe laj{k.k Hkh iznku djrs gSa rFkk 

ekyos;j lkW¶Vos;j }kjk vkids dEI;wVj ij fd, x, fdlh Hkh ifjorZu dh fuxjkuh djrk gSA 

vius ,aVhok;jl vkSj ,aVhLikbos;j lkW¶Vos;j dks lnSo v|ru cuk, jgsaA ,slk djus ls 

uohure tksf[keksa ls vkids dEI;wVj dks lqjf{kr j[kus esa lgk;rk fey ldrh gSA 

vutku iz;ksDrkvksa ls izkIr bZ&esy dk rRdky mÙkj u nsa % ;g dksbZ tkyh esy gks ldrh gS 

tks vkils vkidh O;fDrxr tkudkjh iwNus ds fy, Hksth xbZ gks] tSls vkids cSad [kkrs ds 

fooj.k ?kj dk irk vkfnA dqN esyksa esa vkidks ukSdjh nsus dk vk'oklu fn;k tkrk gS rFkk 

dqN esa vkids i{k esa ykWVjh ds ifj.kke n'kkZ, x, gksrs gSa] ftlds QyLo:Ik iz;ksDrk dks viuh 

futh tkudkjh nsrs gq, uqdlku mBkuk iM+ ldrk gSA dqN ekeyksa esa] esy ds lkFk [krjukd 

ok;jl vFkok fLØIVl layXu dj nh tkrh gS] vr% fdlh Hkh vKkr lzksr से izkIr gqbZ esy ds 

vVSpesaV dks dHkh u [kksysA  

czkmtj dh dqdht+ dks le;&le; ij gVkrs jgsa%dqdht+ ,sls izksxzke gksrs gSa tks vkids dEI;wVj 

ij rc l`ftr gks tkrs gSa] tc dHkh vki osclkbVksa dks foftV djrs gSaA gkykafd dqdht+ dk 

vFkZ gksrk gS vkidh iwoZ foftV ds nkSjku vkids }kjk lfØ; :i ls fu"ikfnr fd, x, 

fØ;kdyki ds vk/kkj ij MkVk dks LVksj djuk tSls vkids ykWxvkWu fooj.k] 'kkWfiax dkMZ ds 

fooj.k] fdlh osclkbV esa foftV fd, x, istksa ds fooj.k vkfn] ijarq vuf/k—r iz;ksDrkvksa 

}kjk mu ij Hkh ut+j j[kh tk ldrh gS rFkk os muds ek/;e ls vkidh futh tkudkjh rd 

igqap cuk ldrs gSaA  
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vius vkWijsfVax flLVe rFkk lkW¶Vos;j dks v|ru cuk, jf[k,A gkykafd vkWijsfVax flLVe 

rFkk ,Iyhds'kuksa dks lqj{kk iznku djus ds fy, fMtkbu fd;k tkrk gS] mudk leqfpr ijh{k.k 

fd;k tkrk gS vkSj rc mUgsa forfjr fd;k tkrk gS] ijarq dHkh&dHkh muesa Hkh lqj{kk laca/kh 

[kkfe;ka jg tkrh gSa ftuds ek/;e ls gSadjksa dks volj izkIr gks tkrk gS vkSj os lwpuk ij 

ut+j j[k ldrs gSa vkSj mls izkIr dj ldrs gSa rFkk iwjs dEI;wVj dks gh {kfrxzLr dj ldrs 

gSaA lkekU;r% lqj{kk esa fdlh Hkh [kkeh dk irk pyus ij vf/kdka'k foØsrk iz;ksDrkvksa को 
mlds ckjs esa lwpuk iznku djrs gSa rFkk ml fo'ks"k eqís dk fuokj.k djus ds fy, viMsV 

miyC/k gksrk gSA vki Hkh lacaf/kr foØsrk dh osclkbV ij foftV dj ldrs gSa rFkk ;g irk 

yxk ldrs gSa fd D;k bl laca/k esa dksbZ viMsV miyC/k gSA ;fn ,slk gS rks vki mls 

MkmuyksM djds vius vkWijsfVax flLVe rFkk lkW¶Vos;j ,Iyhds'ku dks lqj{kk [kkfe;ksa ls eqDr 

j[k ldrs gSaA  

Qk;jokWYl baLVky djsa % Qk;jokWYl lkW¶Vos;j vFkok gkMZos;j gks ldrk gS rFkk ;g dEI;wVj 

vkSj usVodZ dks lqjf{kr j[kus esa lgk;rk djrk gSA Qk;jokWYl usVodZ ds VªSfQd dk fo’ys”k.k 

djrk gS rFkk ;g fu.kZ; ysrk gS fd D;k VªSfQd dks vuqefr nh tkuh pkfg, vFkok ughaA 

vf/kdka'k ekeyksa esa] vkWijsfVax flLVEl tSls fyuDl] foaMkst vkSj eSd esa Qk;jokWy lkW¶Vos;j 

vkWijsfVax flLVe ds :i esa 'kkfey gksrk gh gS ftlls dqN voljksa ij] vkidks vfrfjDr lqj{kk 

ds fy, vius Qk;jokWy dks dafQxj djkuk gksrk gSA  

vKkr lzksrksa ls lkW¶Vos;j baLVky u djsa % pwafd vKkr lzksrksa ds lkW¶Vos;j Hkjkslsean ugha gks 

ldrs gSa] vr% dsoy lqfo[;kr vFkok izfrf"Br osclkbVksa ls gh bUgsa yksM djsaA baVjusV dh 

lfQZax djrs gq, vFkok vU; iz;ksDrkvksa dh fVIif.k;ksa dk voyksdu djds fdlh Hkh lkW¶Vos;j 

dks MkmuyksM djus ls igys lzksr dh tkap dj ysa fd D;k og ,d mfpr lzksr gSA lkW¶Vos;j 

dks MkmuyksM vkSj baLVky djus dk iz;kl djus ls iwoZ lkW¶Vos;j dh iz—fr rFkk mlds 

iz;kstuksa dks Hkyh&Hkkafr le> ysaA 

vokafNr vFkok vKkr lkW¶Vos;j ,Iyhds'kuksa dks gVk nsa % ,sls ,Iyhds'ku vkidh tkudkjh ds 

fcuk ml le; baLVkWy gks ldrs gSa tc vkius fdlh osclkbV dks foftV fd;k gksxkA 

vkokafNr lkW¶Vos;j Hkh baLVky gks ldrs gSa D;ksafd os vko';d lkW¶Vos;jksa ds lkFk gh layXu 

gksrs gSaA ,sls izksxzke tSls Vwyckj izk;% layXu lkW¶Vos;j ds ek/;e ls Lor% gh baLVky gks tkrs 

gSa vkSj bUgsa bl izdkj izksxzke fd;k x;k gksrk gS fd ;s vkidh lgefr ds fcuk vkids futh 

MkVk dks izsf"kr djrs gSaA 

czkmtjksa esa LVksj gq, MkVk dks Dyh;j djuk 

osc czkmtjksa esa Hkhrj fufeZr ikloMZ eSustesaV gksrk gS ftUgsa osclkbVksa ds QkeksZa esa iz;ksx fd, 

x, ikloMksZa dks LVksj djus ds fy, rS;kj fd;k tkrk gSA czkmtj izk;% ml le; ;wtjuse 

vkSj ikloMZ lso djrs gSa] tc iz;ksDrk osclkbVksa ij ykWxvkWu djrs gSaA  

;g lqfo/kk iz;ksDrkvksa dks iznku dh tkrh gS rkfd os viuh ckj&ckj iz;ksx esa ykbZ tkus okyh 

osclkbVksa ij ;wtjuse vFkok ikloMZ Vkbi fd, fcuk gh ykWxvkWu dj ldsaA ysfdu fo'ks"k :i 
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ls lkoZtfud vFkok lk>s dEI;wVjksa ij bl MkVk dks osc czkmtj dks LVksj djus dh vuqefr 

nsuk ijke'kZuh; ugha gSA  

fdlh osc czkmtj tSls eksftyk Qk;jQkWDl ls futh MkVk Dyh;j djus ds fy,] czkmtj dks 

[kksysaA 

 VwYl esU;w ij fDyd djsa vkSj fQj vkWI'kal ij fDyd djsaA  

 flD;wfjVh VSc ij fDyd djsaA uhps n'kkZbZ xbZ foaMks iznf'kZr dh tk,xh%  

 

 

 

 

 

                          fp= 
                      fp= 38 
/;ku nsa fd ikloMZ lsD'ku ds varxZr &fjesacj ikloMZ QkWj lkbV~l* के ववकल्प पर 
सही का धचन्ह हैSA bldk vFkZ ;g gS fd osc czkmtj dks osclkbVksa ds fy, ikloMZ 

Lor% gh lso djus ds fy, dafQxj fd;k x;k gSA ;fn vki ikloMksZa dks LVksj ugha djuk 

pkgrs gSa rks vki fjesacj ikloMZ QkWj lkbV~l* dks vupsd dj ldrs gSaA 

eksftyk Qk;jQkWDl vU; MkVk dks Hkh LVksj dj ldrk gS] tSls foftV dh xbZ osclkbVksa 

vFkok oscistksa dk MkVk] czkmftax fgLVªh vkfnA bl LVksj fd, x, MkVk dks fDyd djus ds 

fy, tujy VSCk ij fDyd djsa vkSj fQj vkWI'kal ij fDyd djsaA fuEufyf[kr foaMks iznf'kZr 

dh tk,xh% 

1^ Warn me '.'■.'ken sites try to install add-
ons 

!✓ Block reported attack sites ✓ Hock 

reported 'A>?b 
;
rjrgisries 

Exceptions... 

 
rassworas 

F Remember passwords for sites I
-
 Use a 

master password 

Exceptions... | 

Chance Master Password... | 

Saved Passwords... | 
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                    fp= 
                   fp= 39 
 izkboslh VSc ij fDyd djsaA fuEu foaMks iznf'kZr gksxh% 

 

 

                           fp= 
    fp= 40 

 fgLVªh lsD'ku ds varxZr Qk;jQkWDl foy % dk lkFk okys MªkWiMkmu esU;w ij fDyd 

djsaA 

Figure 
33 
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                              fp= 
                            fp= 41 

 Mªki Mkmu fyLV ls ;wt dLVe lSfVaXl Qkj fgLVªh dk p;u djsaA fuEufyf[kr foaMks 

iznf'kZr gksxh% 

 

                               fp= 
      fp= 42 

blesa प्रार्समकताओं ij /;ku nsaA Qk;jQkWDl dks czkmftax vkSj MkmuyksfMax fgLVªh lpZ 

dks ;kn j[kus ds fy, rFkk fgLVªh ,oa dqdht+ rS;kj djus ds fy, dafQxj fd;k x;k gSA ;fn 

vki mDr lanfHkZr MkVk dks LVksj ugha djuk pkgrs gSa] rks MªkiMkmu fyLV esa ls usoj fjesaoj 

fgLVªh dk p;u djsa rFkk vki Dyh;j vkWy djaV fgLVªh dk p;u Hkh dj ldrs gSaA bl 

fodYi dk iz;ksx djus ij fuEufyf[kr foaMks iznf'kZr gksxh% 

Figure 
34 

Figure 
35 
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                                         fp= 
    fp= 43 

 Dyh;j ukm ij fDyd djsa rFkk fQj vksds ij fDyd djsaA blds ckn ls] eksftyk 

Qk;jQkWDl fdlh Hkh fgLVªh dks ;kn ugha j[ksxk D;ksafd vkius bls blh izdkj dafQxj 

dj fn;k gSA  

 vusd vU; vkWuykbu tksf[ke Hkh fo|eku gSa] tSls fQf'kax] bZ&esy LiwfQax] pSV LiwfQax 

vkfnA 

 vki Js"B izfØ;kvksa tSls ,aVhok;jl lkW¶Vos;j] ,aVhLikbos;j lkW¶Vos;j] Qk;jokWYl] 

etcwr ikloMZ] vkfn dk iz;ksx djrs gq, rFkk lkFk gh Js"B izfØ;kvksa ij tkudkjh 

dk izpkj&izlkj djds ,sls tksf[keksa dks de dj ldrs gSaA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u dj ysa % 

Øe la- fØ;kdyki 

1- vkius eksftyk Qk;jQkWDl ds lkFk dk;Z djuk lh[kk gSA vc vU; czkmtjksa 

tSls baVjusV ,DlIyksjj] xwxy Økse ds lkFk eksftyk Qk;jQkWDl dk iz;ksx 

djrs gq, js[kkafdr fd, x, dk;ksZa dks fu"ikfnr dhft,A blds fy, izfØ;k 

dks izkIr djus ds fy, gSYiQkby vFkok vkWuykbu gSYi dk iz;ksx dhft,A 

ewY;kadu % 
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 fuEufyf[kr iz'uksa ds mÙkj nhft, % 

1- baVjusV lqj{kk ds iz;kstuksa dk o.kZu dhft, A 

2- fofHkUu izdkj ds vkWuykbu tksf[keksa dk o.kZu dhft, A 
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bdkbZ 3 %  

oMZ izkslsflax ¼baVjehfM,V½ 
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fo"k;&lwph% 

bdkbZ 3 % oMZ izkslsflax ¼baVjehfM,V½ 

l= 1 % fdlh iSjkxzkQ ds ys&vkmV  (प्रदशिन) dks la'kksf/kr djuk 

l= 2 % gSMlZ dks izcaf/kr djuk 

l= 3 % QqVlZ dks izcaf/kr djuk 

l= 4 % LVkbyksa dks izcaf/kr djuk 

l= 5 % MkWD;qesaV VsEIysV 

l= 6 % ist vkSj lsD'ku czsd ds lkFk dk;Z djuk 

l= 7 % dSjsDVj QkesZV ,IykbZ djuk 

l= 8 % xzkfQdy vkWCtsDV~l ,oa byLVªs'kal balVZ djuk 

l= 9 % VsDLV jSfiax 

l= 10 % vkWCtsDV~l balVZ djuk 

l= 11 % vk—fr;ka] fpg~u vkSj fo'ks"k dSjsDVj balVZ djuk  
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l= 1 % fdlh iSjkxzkQ ds ys&vkmV (प्रदशिन)  dks la'kksf/kr djuk 

vkius igys gh oMZ izkslsflax ds vk/kkjHkwr fl)karksa dks lh[k fy;k gSA vc ,slh fLFkfr ij 

fopkj djsa tc vkius ,d cM+k ys[k fy[kk gS tks vusd i`"Bksa dk gS rFkk vki ikBdksa ds fy, 

bls i<+uk vklku cukuk pkgrs gSaA uhps fn, x, mnkgj.k ij /;ku nhft,% 

What is Culutre and Gender Sensitization? Culture in simple terms refers to our 

values, the way we speak, behave, think, dress, religious beliefs, the music we 

like, our interations, and the food we eat. Diversity is a commitment to 

recognizing and appreciating the variety of characteristics that make 

individuals unique in an atmosphere that promotes and celebrates individual 

and collective achievement. Many people mistakenly use such phrases as 

“Indian culture”, “white/black culture” or “Western/Eastern culture”, to 

describe a particulare culture but these people fail to acknowledge the presense 

of cultural diversity, or the presence of multiple and cultural differences within 

a society. In reality, many different cultural groups exist today in India and 

most developing and developed countries. Diversity in the workforce means 

employing people without discrimination on the basis of gender, age and ethnic 

or racial background. Since globalization is the current overwhelming trend in 

business, diversity in the workplace is a better accepted and applied concept 

now more than ever. There are different kinds of diversity that one encounters 

at the workplace. These include diversity of gender, age, psychology, 

education, language and culture. 

D;k Åij nh xbZ fo"k;&oLrq i<+us esa lqfo/kktud izrhr gksrh gS\ vc uhps QkesZV 

(व्र्वक्स्र्त प्रदशिन)dh xbZ mlh lkexzh dks iqu% ns[ksa% 

What is Culutre and Gender Sensitization? 

 Culture in simple terms refers to our values, the way we speak, behave, think, 

dress, religious beliefs, the music we like, our interations, and the food we eat. 

Diversity is a commitment to recognizing and appreciating the variety of 

characteristics that make individuals unique in an atmosphere that promotes 

and celebrates individual and collective achievement. 

 Many people mistakenly use such phrases as “Indian culture”, “white/black 

culture” or “Western/Eastern culture”, to describe a particulare culture but 

these people fail to acknowledge the presense of cultural diversity, or the 

presence of multiple and cultural differences within a society. In reality, many 

different cultural groups exist today in India and most developing and 

developed countries. 

 Diversity in the workforce means employing people without discrimination on 

the basis of gender, age and ethnic or racial background. Since globalization is 

the current overwhelming trend in business, diversity in the workplace is a 

better accepted and applied concept now more than ever. There are different 
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kinds of diversity that one encounters at the workplace. These include diversity 

of gender, age, psychology, education, language and culture. 

iSjkxzkQksa dk iz;ksx djrs gq, ge fujarj py jgs ewy ikB dks ,d ;k vf/kd okD;ksa esa rksM+ 

ldrs gSaA bl izdkj] ,slh QkesZV dh xbZ lkexzh ikBdksa ds fy, le> ikuk vklku gS rFkk os 

bls i<+us esa #fp Hkh ysrs gSaA bl vH;kl esa] vki iSjkxzkQksa rFkk ysvkmVksa ds lkFk dk;Z djuk 

lh[ksaxsA  

D;k vkius O;kolkf;d tSlk izrhr gksus okyk संक्षक्षप्त वववरण  rS;kj djus dk iz;kl 

fd;k gS\ thou&o`Ùk rS;kj djus ds ,d egRoiw.kZ Hkkx esa mldh ,ykbuesaV Hkh 'kkfey gSA 

thou&o`Ùk dks O;kilkf;d n'kkZus rFkk mls i<+us esa #fpdj cukus ds fy, ijaijk ds rkSj ij 

thou&o`Ùk ds lHkh Hkkx leku ofVZdy ,fDll ls ,d ykbu esa lh/ks pyrs gSaA blesa leLr 

cqysV IokbaV~l dks ,ykbu fd;k tkrk gS rFkk gSMlZ vkSj lsD'ku Hkh ,ykbu gksrs gSaA vkius ,sls 

mnkgj.k Hkh ns[ksaxs gksaxs tgka cqysV IokbaV~l dks ,d iafDr esa ugha j[kk tk ldrk gS vFkok 

tgka dkQh [kkyh txg cp tkrh gS] ftldh otg ls mldh ,fMfVax vkSj fjokbftax dfBu 

gks tkrh gSA ,sls esa vki D;k djsaxs\ 

1-  oMZ izkslslj esa ,d u;k MkWD;qesaV [kksysaA fjcu ij ist ys&vkmV ij fDyd djsaA 

3- iSjkxzkQ xzqi ds varxZr ------ ij fDyd djsa tSlk fd uhps n'kkZ;k x;k gSA 

 

                          fp= 
fp= 1 

3- iSjkxzkQ Mk;ykWx ckWDl izdV gksxkA vki vkWVksesfVd ,ykbuesaV] Lisflax] vkfn ds fy, 

fodYiksa dks ns[k ldrs gSa ftlls fd MkWD;qesaV dh daiksftax ds nkSjku lkFk&lkFk gh 

mldh ,ykbesaV lsV&vi dh tk lds u fd leLr लेख dks iwjk djus ds mijakr 

mu fodYiksa dk iz;ksx fd;k tk,A  

4- VSCl----- cVu ij fDyd djsaA VSCl Mk;ykWx ckWDl izdV gksxkA  

5- vki VSc LVkWi iksth'ku ckWDl esa LVkWfiax iksth'ku dk mYys[k djrs gq, VSc LVkWi 

iksth'ku dks fufnZ"V dj ldrs gSaA VSc LVkWi iksth'ku dks fufnZ"V dj ysus ds mijkar 

lsV cVu ij fDyd djsa rFkk VSCl foaMks izdV gksxhA  
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fVIi.kh % vki fMQkYV VSc LVkWIl ds varxZr ubZ VSc oSY;w fufnZ"V djrs gq, fMQkWYV 

oSY;w ¼0-5**½ ls bfuf'k;y VSc LVkWi iksth'ku oSY;w dks Hkh र्नधािररत  dj ldrs gSaA 

vki ;wfuV ds lkFk fufnZ"V oSY;w dks vafdr djrs gq, ¼tSls 7 lsaeh vkfn½ ml oSY;w dks 

Hkh dj ldrs gSa ftl ij VSc ldsxkA 

6. vksds ij fDyd djsaA MkWD;qesaV dk :yj 2** ij ^,y* (L) 'ksi ds fpg~u ds lkFk 

ekdZ gksxk] ftldk vFkZ ;g gS fd VSc LVkWi iksth'ku ml fLFkfr ij lsV gks xbZ gSA vc 

vki ‘VSc-dh’ dks nck ldrs gSa] vkidk dlZj viuh izkjafHkd fLFkfr ls Lor% gh mNydj 

vxyh VSc LVkWi iksth'ku rd igqap tk,xkA blls vkidh leL;k dk gy gks tk,xkA 

vki :yj ds visf{kr IokbaV ij fDyd djrs gq, Hkh VSc LVkWi iksth'ku dks 

र्नधािररत dj ldrs gSaA 

vc ,d u;k MkWD;qesaV [kksysaA mlesa dqN VsDLV Vkbi djsa rFkk ,aVj nck,aA /;ku nsa fd fujarj 

टाइप ककए जान ेवाले  okyk VsDLV Lor% gh iSjkxzkQksa ds :i esa ml lkbt esa QkesZV 

gks x;k gS] tks vkius VSCl MkW;ykWx ckWDl esa fufnZ"V fd;k x;k FkkA  

 

 

 

                            fp= 
fp= 2 



 

155 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u dj ysa% 
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 ■» Student's-Name First-Test - Second-Test - TOTAL - • REMARK 

- 
- Anita Chopra 23.42 54.11 77.53 - - 

Passed^ 

 - Shruti Tandon 17.34 29.97 47.31 - - 
Passed^ 

- - Mehek Wadhwa 12.01 17.87 29.88 - - 
Failed^ 

 -> Anuj Yadav 25.76 65.11 90.87 - - 
Passed^ 

 - Vishwank Arora - 10.23 19.83 30.06 - - 
Failed^ 
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Øe la- fØ;kdyki 

1- uhps fn, x, fooj.kksa dks l`ftr djsa ¼vkids fy, ladsr ds :i esa VSc fooj.k 

fn, x, gSa½% 

fp= 

2- oMZ izkslslj dk iz;ksx djrs gq, bl iqLrd dh fo"k; oLrq rkfydk dk ,d 

i`"B l`ftr dhft,A bl MkWD;qesaV dks Vhvkslh ¼vkidk uke½ ds lkFk lso 

dhft,A vki bldk iz;ksx vxys vH;kl esa djsaxsA  

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&&&&& dk iz;ksx fujarj pyus okys VsDLV dks ,d ;k nks okD;ksa esa rksM+us ds 

fy, fd;k tk ldrk gS A 

2- iSjkxzkQ xzqi &&&&&&& ds varxZr miyC/k gS A 

3- fMQkYV VSc LVkWi iksth'ku &&&&&&&& gS A 

l= 2 % gSMlZ dks izcaf/kr djuk 

izklafxd tkudkjh 

gSMlZ ist ds 'kh"kZ esa 'kkfey fd, x, VsDLV vFkok best gSaA ;s lkekU;r% egRoiw.kZ tkudkjh 

j[krs gSaA tSls daiuh vFkok foHkkx dk uke] yksxksa] i`"B la[;k] ys[kd dk uke] vkfn ftls 

dk;Z vFkok okLrfod MkWD;qesaV लेखन  {ks= ls vyx fd;k tkrk gSA 

fuEufyf[kr mnkgj.k dk voyksdu djsa% 
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                                                fp= 

fp= 3 

mi;qZDr MkWD;qesaV esa gSMj ij /;ku nsa( mldk 'kh"kZd ^^,Iyhds'ku QkeZ] twu] 2012** bl 

MkWD;qesaV ds leLr i`"Bksa esa  शीषिक के स्र्ान पर 'kkfey gksxkA 

bl vH;kl esa vki fdlh MkWD;qesaV esa gSMj 'kkfey djuk lh[ksaxsA 

gSMlZ ds le>us rFkk muds lkFk dk;Z djus ds fy, oMZ izkslslj esa ,d u;k MkWD;qesaV [kksysaA 

1-  fjcu esa balVZ VSc ij fDyd djsaA 

3- gSMj ,oa QqVj xzqi esa gSMj fodYi ij fDyd djsa] tSlk fd uhps n'kkZ;k x;k gSA 
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                           fp= 
fp= 4 

4- ,d MªkWi Mkmu fyLV izdV gksxh ftlesa iwoZ&ifjHkkf"kr gSMj fodYiksa dks n'kkZ;k x;k 

gksxk ¼fp= uhps fn;k x;k gS½A 

                                      fp= 

fp= 5 

vc bu iwoZ ifjHkkf"kr fodYiksa esa ls fdlh Hkh ,d dks 'kkfey djus dk iz;kl djsa rFkk 

MkWD;qesaV ds gSMj ,fj;k esa gq, ifjorZuksa dks ns[ksaA 

vki ist uEcj ds varxZr ,ykbuesaV fodYi dk p;u djrs gq, gSMj ,fj;k ds Hkhrj fdlh Hkh 

txg ij ist la[;k dks 'kkfey dj ldrs gSaA vki ist uEcj fodYi ds varxZr QkesZV ist 

uEclZ ij fDyd djrs gq, ist uEcjksa ds fy, uEcj QkesZV dks ifjofrZr Hkh dj ldrs gSaA ist 

uEcj QkesZV Mk;ykWx ckWDl izdV gksxk] tSlk fd uhps n'kkZ;k x;k gSA  

 

Figure 5 
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                         fp= 
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vki balVZ xzqi ds varxZr miyC/k MsV ,aM Vkbe fodYi ij fDyd djrs gq, rkjh[k vkSj le; 

Hkh mlesa 'kkfey dj ldrs gSaA vki miyC/k QkesZVksa ls rkjh[k vkSj le; QkesZV dk p;u dj 

ldrs gSaA 

vki gSMj ds Hkhrj dksbZ rLohj vFkok fDyivkVZ Hkh 'kkfey dj सकत ेgSaA ;g fodYi ,slh 

fLFkfr esa ykHkizn gksxk tc vkidks viuh daiuh vFkok fdlh vk;kstu dk ^yksxks* (धचहन) 
'kkfey djuk gSA balVZ xzqi ds varxZr fiDpj vkSj fDyi vkVZ fodYi dk iz;ksx djrs gq, 

gSMj esa rLohj vFkok fDyi vkVZ 'kkfey djus dk iz;kl djsa rFkk MkWD;qesaV esa gq, ifjorZuksa 

ij /;ku nsaA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u dj ysa % 

Øe la- fØ;kdyki 

1- fiNys vH;kl esa lso dh xbZ Qkby dks [kksysa ¼Vhvkslh&vkidk uke ds :i 

esa lso dh xbZ½A gSMj lsD'ku ds e/; esa mldk ,d mi;qDr uke nsa ftlesa 

vkids fo|ky; dk uke ckbZa vksj fn;k x;k gksA nkfguh vksj dksbZ yksxks 

yxkus ds fy, mls baVjusV ls MkmuyksM djsa vFkok fdlh rLohj dk iz;ksx 

djsa ¼balVZ >fiDpj½A bl Qkby dks lso djsaA 

ewY;kadu % 

Figure 6 
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fjDr LFkkuksa dh iwfrZ dhft, % 

1- &&&&&&&& dk iz;ksx izR;sd i`"B ds 'kh"kZ ij Lor% gh lwpuk dks 'kkfey djus ds 

fy, fd;k tk ldrk gS A 

2- gSMj fodYi balVZ टैि esa  &&&&&&& गु्रप ds varxZr miyC/k gS A 

fuEu iz'uksa ds mÙkj nhft,% 

  1-  gSMj {ks= esa 'kkfey dh tkus okyh fdUgha ikap enksa ds uke crkb, A 

l= 3 % QqVlZ dks izcaf/kr djuk 

izklafxd tkudkjh 

QqVlZ ,sls VsDLV vFkok best+ gSa ftUgsa i`"B ds rys esa 'kkfey fd;k tkrk gS rFkk mUgsa िी  
MkWD;qesaV ds i`"Bksa esa nksgjk;k tk ldrk gSA QqVj dks 'kkfey djus dh izfØ;k Hkh ogh gS] 

ftlls gSMlZ dks 'kkfey fd;k tkrk gSA  

mnkgj.k ds fy, ;fn vki dksbZ ikB~;iqLrd rS;kj djuk pkgrs gSa] rks vki gSMlZ dk iz;ksx 

djrs gq, ml iqLrd dk uke i`"Bksa ds Åij 'kkfey dj ldrs gSa rFkk QqVj fodYi dk iz;ksx 

djrs gq, i`"B la[;k dks uhps 'kkfey dj ldrs gSaA  

MkWD;qesaV esa QqVj dks 'kkfey djus ds fy,] oMZ izkslslj esa ,d u;k MkWD;qesaV [kksysaA 

  1-  fjcu ij balVZ VSc ij fDyd djsaA 

3- gSMj ,aM QqVj xzqi esa QqVj fodYi ij fDyd djsa] tSlk fd uhps n'kkZ;k x;k gSA 
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                         fp= 
fp= 7 

  3-  ,d MªkWi Mkmu lwph izdV gksxh ftlesa iwoZ ifjHkkf"kr QqVj fodYiksa dk laxzg.k gksxkA  

vc] QqVj ,fj;k esa rkjh[k vkSj le;] i`"B la[;k] rLohjsa vkSj fDyi vkVZ dks 'kkfey djus dk 

iz;kl djsa rFkk gksus okys ifjorZuksa dks ns[ksaA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u dj ysa % 

Øe la- fØ;kdyki 

1- ^vkt ds ;qokvksa ij xka/khth dk izHkko’ fo"k; ij ,d i`"B dk ys[k rS;kj 

djsaA xka/khth dh ,d rLohj vkSj ys[k dk uke gSMj esa 'kkfey djsaA viuk 

uke] d{kk rFkk rkjh[k QqVj esa 'kkfey djsaA bl MkWD;qesaV dks ^xka/kh th & 

¼vkidk uke½ ls lso djsa] bldk ,d fizaV fudkysa rFkk bl ys[k dks ewY;kadu 

ds fy, vius lqfo/kkiznkrk dks izLrqr djsaA vki blesa xwxy MkWDl dk iz;ksx 

Hkh dj ldrs gSaA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&&&&& dk iz;ksx izR;sd i`"B ds rys esa Lor% gh fdlh tkudkjh dks 'kkfey 

djus ds fy, fd;k tk ldrk gS A 

2- QqVlZ fodYi balVZ VSc esa  &&&&&&& xzqi ds varxZr miyC/k gS A 

l= 4 % LVkbyksa dks izcaf/kr djuk 
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izklafxd tkudkjh 

LVkbYl vFkok LVkby iwoZ&ifjHkkf"kr vFkok dLVekbTM fodYi gSa ftudk iz;ksx U;wure 

iz;klksa ds lkFk vkd"kZd rFkk O;kolkf;d fn[kus okys MkWD;qesaV rS;kj djus ds fy, fd;k tkrk 

gSA vki oMZ izkslslj ds Hkhrj miyC/k vusd LVkby izkIr dj ldrs gSa ftudk iz;ksx fdlh 

nLrkost esa fd;k tk ldrk gSA bl vH;kl esa vki LVkbyksa dks iz;ksx esa ykuk rFkk mUgsa 

O;ofLFkr djuk lh[ksaxsA 

LVkbyksa ds lkFk dk;Z djus ds fy,] oMZ izkslslj esa ,d u;k MkWD;qesaV [kksysaA 

1- LVkbyksa dh lwph dks ns[kus ds fy,] gkse VSc ds varxZr LVkby xqzi dks ns[ksa ¼fp= 

uhps fn;k x;k gS½A 

 

 

 

 

 

                                         fp= 

fp= 8 

2- ;fn vki miyC/k LVkby lsVksa dh lwph dks ns[kuk pkgrs gSa] rks psat LVkby ds 

varxZr LVkby lsV ij fDyd djsaA fofHkUu LVkbyksa ds lkFk ,d MªkWiMkmu lwph 

iznf'kZr gksxh ¼fp= uhps fn;k x;k gS½A 

Figure 8 
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                                          fp= 

fp= 9 

fDyd djrs gq, LVkbyksa dh lwph esa ls fdlh HkhLVkby dk p;u djsaA vkidk lewpk MkWD;qesaV 

fufnZ"V fd, x, QksaV vFkok jax esa Lor% gh ifjofrZr gks tk,xkA  

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u dj ysa% 

Øe la- fØ;kdyki 

1- fiNys l= esa rS;kj fd, x, ys[k ^vkt ds ;qokvksa ij xka/khth dk izHkko* dks 

[kksysa rFkk MkWD;qesaV ds fofHkUu Hkkxksa ij ,yhxsaV QkWeZy] QSalh vkSj eSuqfLØIV 

LVkby lsVksa dk iz;ksx djus dk iz;kl djsa rFkk mlesa gq, ifjorZuksa dks ns[ksaA  

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&&&&& ,sls dLVekbTM fodYi gSa, ftudk iz;ksx U;wure iz;kl ds lkFk 

MkWD;qesaटो dk O;kolkf;d Lo:i iznku djus ds fy, fd;k tkrk gS A 

2- vki gkse VSc ds varxZr &&&&&&& xzqi dk iz;ksx djrs gq, LVkbyksa esa ifjoRkZu dj 

ldrs gSa A 

Figure 9 
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l= 5 % MkWD;qesaV VsEIysV 

izklafxd tkudkjh 

VsEIysV vFkok MkWD;qesaV VsEIysV dk vFkZ gS ,sls lSaiy fQy&bu&fn CySad MkWD;qesaV gS tks le; 

dh cpr djus esa lgk;rk iznku dj ldrs gSaA lkekU;r% VsEIysV~l dLVekbTM MkWD;qesaV gSa] 

ftuesa lSaiy daVsaV] Fkhe vkfn gksrh gSA mnkgj.k ds fy,] ;fn vki viuk thou&o`Ùk (Bio-

Data) rS;kj djuk pkgrs gSa] rks vki ^fjT;wes VsEIysV* dk iz;ksx dj ldrs gSa] rFkk dsoy 

mUgha Hkkxksa dks la'kksf/kr dj ldrs gSa ftuesa ifjorZu fd, tkus dh vko';drk gSA 

bl vH;kl esa vki MkWD;qesaV VsEIysV~l ds lkFk dk;Z djuk lh[ksaxsA 

vius oMZ izkslslj esa miyC/k lSaiy VsEIysV~l dks ns[kus ds fy, & 

1- Qkby >U;w ij tk,aA vkidks fofHkUu izdkj ds VsEIysV fn[kkbZ nsaxs ¼fp= uhps fn;k x;k 

gS½A mnkgj.k ds fy, ;fn vki ,d i= rS;kj djuk pkgrs gSa] rks vki vkWfQl dkWe VsEIysV 

lsD'ku ds varxZr ySVlZ fodYiksa esa fdlh dk p;u dj ldrs gSaA 

eku yhft, fd vkidks gky gh esa vk;ksftr dh xbZ fdlh izfrLi/kkZ ds fy, izek.k&i= rS;kj 

djuk gS] rks vki lfVZfQdsV~l fodYi dk p;u dj ldrs gSaA vkidks lfVZfQdsV~l VsEIysV~l 

dh ,d lwph iznf'kZr dh tk,xhA  
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fp= 

fp= 10 

vc fdlh Hkh VsEIysV ij Mcy fDyd djrs gq, mldk p;u djsaA  
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uhps n'kkZ, x, fp= ds vuqlkj ,d lSaiy lfVZfQdsV foaMks izdV gksxhA vc vki bl VsEIysV 

dk iz;ksx dj ldrs gSa rFkk fo|ky; dk uke] Nk= dk uke vkfn esa ifjorZu djrs gq, 

fo"k;&oLrq dks dLVekbt dj ldrs gSaA 

                            धचत्र 

                          धचत्र 1 1  

vki osclkbV ls vU; izdkj ds VsEIysV Hkh MkmuyksM dj ldrs gSaA VsEIysV iznku djus okyh 

dqN osclkbVsa gSa% 

 

 

 

  

      office.microsoft.com/templets 

 www.thepapermillstor.com 

 openoffice.blogs.com/openoffice/templets/ 

 www.docstoc.com 

vki viuh vko';drk dh iwfrZ djus okys VsEIysV dks <wa<us] mls MkmuyksM djus rFkk mldk 

iz;ksx djus ds fy, Åij nh xbZ osclkbVksa ij foftV dj ldrs gSaA  

VsEIysV ij vk/kkfjr u;k MkWD;qesaV l`ftr djus ls vkids le; vkSj iz;kl dh cpr gksrh gS 

D;ksafd fdlh MkWD;qesaV dks fMtkbu djus ds fy, fd;k tkus okyk ifjJe mlesa igys ls gh 

fd;k x;k gksrk gSA oMZ izkslsflax lkW¶Vos;j ds lkFk vkus okys VsEIysVksa dks ns[k ldrs gSa 

vFkok vU; yksxksa }kjk rS;kj fd, x, VsEIysVksa dks MkmuyksM dj ldrs gSa vFkok vki vkxkeh 

iz;ksx ds fy, vius Lo;a ds VsEIysV rS;kj dj ldrs gSa vkSj mUgsa lso djds j[k ldrs gSaA 

lcls igys vkidks ,d MkWD;qesaV rS;kj djus dh vko';drk gksxh tks VsEIysV ds :i esa dk;Z 

djsxkA  

Figure 11 
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fVIi.kh% vki ,d lkekU; nLrkost ds :i esa VsEIysV rS;kj djrs gSa] ijarq og pj.k vR;ar 

egRoiw.kZ gS tgka vki bls lso djrs gSaA Qkby>lso ,t+ ij fDyd djsa rFkk VsEIysV dks ,d 

uke nsaA lso ,t+ Vkbi % MªkWi Mkmu fyLV ls oMZ VsEIysV dk p;u djsaA 

/;ku nsa fd ekbØkslkW¶V oMZ esa ,d VsEIysV~l QksYMj gSA ;fn vkius viuk VsEIysV ogka lso 

fd;k gS rks vki ekbZ VsEIysV Js.kh esa ml VsEIysV dks ns[kus esa leFkZ jgasaxsA vr% mlh dk p;u 

djsa vkSj lso ij fDyd djsaA 

vc ml VsEIysV dk iz;ksx djus ds fy, Qkby >U;w ij fDyd djsaA ekbZ VsEIysV ij fDyd 

djsa rFkk tSls gh vki LØkWy Mkmu djsaxs] vki viuh Qkby ¼vkidk uke½ & bokWbl dks ogka 

ik,axs] tks vkids }kjk vHkh&vHkh rS;kj fd;k x;k VsEIysV gSA mldk p;u djsa rFkk vksds ij 

fDyd djsaA 

/;ku nsa fd ;g ,d u;k MkWD;qesaV gS rFkk ;g VsEIysV ugha gSA vr% geus vius }kjk igys 

cuk, x, VsEIysV ds vk/kkj ij vHkh&vHkh ,d u;k MkWD;qesaV rS;kj dj fy;k gSA vc tc vki 

bl MkD;qesaV dks lso djsaxs] rks ;g ukeZy Mhvkslh,Dl Qkby ds :i esa lso gksxkA 

 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u dj ysa% 

Øe la- fØ;kdyki 

1- baVjusV ls VsEIysV MkmuyksM djsa vkSj mudk iz;ksx djsaA 

2- vc vki fdlh bUokWbl dk VsEIysV cuk,axsA bUokWbl ,slk MkWD;qesaV gS ftldk 

,d fu/kkZfjr QkesZV gksrk gS rFkk ftls ckj&ckj rS;kj fd;k tkuk gksrk gSA 

bl Qkby dks ¼vkidk uke & bokWbl uke ls½ lso djsaA 

bUokWbl rS;kj djus ds fy, ladsr% bUokWbl dks rhu eq[; Hkkxksa esa foHkkftr dj ldrs gSa% 

gSMj] ckWMh vkSj QqVjA 

bUokWbl gSMj esa ;s  वेिसाइट/ई-मेल fooj.k gks ldrs gSa &vkidk ySVjgSM ¼vkids 

O;olk; dk uke] irk] VsyhQksu uEcj vkSj bZ&esy rFkk osc ,MªSl ;fn dksbZ gS½% ^bUokWbl* 

vFkok ^fcy* 'kCn tks i`"B ds 'kh"kZ ij Li"V :i ls fy[ks gksa( bUokWbl uEcj¼;g ,d 

fujarjpyus okyh Øe la[;k gS ftls vki vuqjf{kr djrs gSa rFkk ;g izR;sd bUokWbl ds fy, 

vyx&vyx gksuh pkfg,½( bUokWbl dh rkjh[k( vkids Hkqxrku dh 'krsZa vFkok fdrus le; ds 

Hkhrj vki Hkqxrku fd, tkus dh vis{kk j[krs gSa vFkkZr+ dS'k vkWu fMyhojh ¼lhvksMh½] dS'k] 30 

fnu vkfn( vkids miHkksDrk vFkok xzkgd dk uke vkSj irk ‘voj jSQ’ # vFkkZr~ ^^vkidk 

lanHkZ** ¼;gka vki viuh dksVs’ku la[;k dks izfo”V dj ldrs gSa] ;fn vkius bUokWbl ls iwoZ 
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dksbZ dksVs’ku tkjh dh gS½( ‘;wvj jSQ’ # vFkkZr~ ^^xzkgd dk lanHkZ^^¼;fn vkidks xzkgd }kjk 

dksbZ Ø;vkns'k (PO) vFkok dk;Z vkns'k (WO) izkIr gqvk gS( ;gka vkidks ihvks vFkok 

MCY;wvks dh la[;k izfo"V djuh pkfg, rkfd xzkgd vkids bUokWbl dk feyku vius dkxtksa 

ds lkFk dj ys½A  

bUokWbl dh ckWMh esa vkids }kjk vkiwfrZ fd, tkus okys lkeku dk fooj.k] mldh ek=k] vki 

dh bdkbZ] izfr bdkbZ ewY; rFkk izR;sd en ds fy, dqy jkf'k fy[kh gksuh pkfg,A lsokvksa ds 

ekeys esa] vkids dk;Z dh laf{kIr O;kfIr rFkk izR;sd en ds fy, jkf'k dk mYys[k djsaA vki 

;g tkudkjh rkfydk ds Lo:i essa Hkh ns ldrs gSaA pwafd vki ,d VsEIysV rS;kj dj jgs gSa] 

vr% vkidks dsoy mldk [kkdk gh rS;kj djuk gS] mlds fooj.k mlh le; Hkjrs tk,axs tc 

ml VsEIysV dk iz;ksx djsaxs rFkk vusd bUokWbl tkjh djsaxsA bUokWbl ds QqVj esa lHkh 

O;fDrxr enksa dk dqy ewY;( Hkqxrku ds fy, vuqns'k ¼dsoy rHkh] tc vko';d gks, ;g 
izkIrdrkZ dks crkrs gSa fd psd }kjk Hkqxrku fdl izdkj fd;k tkuk gS( mls fdlds uke ij 

rS;kj djuk gS] vkfnA ;fn vki cSad VªkalQj }kjk Hkqxrku dh vk'kk j[krs gSa] rks ;gka ij vki 

cSad [kkrk la[;k rFkk mlds fooj.k iznku djsa½(  vU; fVIif.k;ka fy[kh tkuh pkfg, ¼forj.k 

ds vuqns'k( eky dh okilh dh uhfr] ns; Hkqxrku uhfr vkfn½A  

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- VsEIysV vFkok MkD;qesaV VsEIysV dk vFkZ gS &&&&&&&& MkWD;qesaV A 

2- &&&&& ij MkWD;qesaV vk/kkfjr VsEIysV rS;kj djds vki viuk &&&& cpkrs gSa 

D;ksafd &&&&& A 

l= 6 % ist vkSj lsD'ku czsd ds lkFk dk;Z djuk 

izklafxd tkudkjh 

ist rFkk lsD'ku czsdksa dk iz;ksx fdlh MkWD;qesaV dks lsD'kuksa esa rksM+us ds fy, fd;k tkrk gSA  

;fn vki fdlh MkWD;qesaV esa u;k i`"B vkjaHk djuk pkgrs gSa] rks vki ist czsd dk iz;ksx dj 

ldrs gSaA 

fdlh MkD;qsaV esa fdlh lsD'ku dks vyx djus ds वववरण/लेख  fy, vki lsD'ku czsd dk 

iz;ksx dj ldrs gSaA mnkgj.k ds fy,] vki fdlh flaxy dkWye ist ds Hkkx dks nks dkWye 

okyk cuk ldrs gSaA vki vius MkWD;qesaV esa v/;k;ksa dks i`Fkd lsD'kuksa ds :i esa foHkkftr dj 

ldrs gSa rkfd izR;sd v/;k; dh i`"B la[;k 1 ls gh vkjaHk gksA vki vius MkWD;qesaV ds fdlh 

lsD'ku ds fy, vyx gSMj vFkok QqVj Hkh rS;kj dj ldrs gSaA mnkgj.k ds fy,] ;fn vki 

,d ikB~;iqLrd rS;kj dj jgs gSa rks vki fMftVy lk{kjrk] oMZ izkslsflax] LizSM'khV~l] vkfn ds 

fy, vyx&vyx lsD'ku rS;kj dj ldrs gSaA 
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czsDl ds lkFk dk;Z djus ds fy, oMZ izkslslj esa ,d u;k MkWD;qesaV [kksys rFkk mlesa dqN लेख  
Vkbi djsaA ;fn vkidks ,d u;k i`"B pkfg, rks ist ys&vkmV VSc esa ist czsd fodYi dk 

iz;ksx djsaA 

¼d½ fjcu ij गैप ys&vkmV VSc ij fDyd djsaA 

¼[k½ ist lsVvixzqi esa czsDl fodYi ij fDyd djsa ¼fp= uhps fn;k x;k gS½A 

 

                            fp= 
fp= 12 

¼x½ fofHkUu izdkj ds czsd fodYiksa ds lkFk ,d Mªki&Mkmu lwph izdV gksxhA izR;sd izdkj 

ds ist vFkok lsD'ku czsd ds fy, Li"Vhdj.k Hkh fn;k x;k gksxkA 

fdlh ist dh lekfIr vkSj u, ist ds izkjaHk dks izHkkoh djus ds fy, fdlh MkWD;qesaV esa dgha 

Hkh ist czsd dks 'kkfey fd;k tk ldrk gSA  

,d u;k ist rS;kj djus ds fy, vki ,aVj dks nck, j[k ldrs gSa rFkk vkidk dlZj 

ykbu&nj&ykbu uhps tkrk pyk tk,xk tc rd fd u;k ist vkjaHk u gks tk,A ijarq ;fn 

vki fiNys i`"B esa dksbZ lkexzh tksM+saxs rks u, i`"B dh lkexzh Hkh Lor% gh LFkkukarfjr gks 

tk,xhA  

,slh leL;k dk lek/kku djus ds fy, ,d vklku rjhdk ekStwn gS & ist cszd dk iz;ksx djsa 

rFkk u;k ist vkjaHk djsaA vki ml le; Hkh ist czsd dk iz;ksx dj ldrs gSa tc vki bl 

ckr ls vk'oLr gksuk pkfg, gSa fd dksbZ u;k v/;k; vFkok dksbZZ mi&'kh"kZd mlds vius ist 

ds 'kh"kZ ij Lor% gh vkjaHk gks tk,A  
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           fp= 
         fp= 13 
lsD'ku czsd vkids MkD;qesaV dh QkesZfVax esa yphykiu ykrk gSA mudk iz;ksx djrs gq,] vki 

fofHkUu izdkj ds gSMlZ vkSj QqVlZ] fHkUu&fHkUu QqVuksV uEcfjax rS;kj dj ldrs gSa] LraHkksa ds 

ysvkmV dks cny ldrs gSa] fofHkUu istksa ds fy, ist ckMZjksa esa ifjorZu dj ldrs gSa vkSj mlh 

MkWD;qesaV esa ist ysvkmV esaa cnyko Hkh yk ldrs gSaA lsD'ku czsd dk iz;ksx ,d cM+s MkWD;qesaV 

esa vusd y?kq MkD;qesaV j[kus dh Hkkafr gSA 

lsD'ku czsd mlls iowZ ds MkWD;qesaV dh fo"k;&oLrq dh QkesZfVax dks rc rd fu;af=r djrk gS] 

tc rd fd og vxys lsD'ku czsd ij ugha igqap tkrkA mnkgj.k ds fy,] ;fn vkids ikl 

,d 10 i`"B dk MkWD;qesaV gS ftlesa i`"B 3 vkSj 4 ij lsD'ku czsd gS] rks i`"B 3 ij lsD'ku czsd 

i`"B 1] 2] vkSj 3 dh QkesZfVax dks fu;af=r djsxkA 



 

170 

vkidks ;g ns[kus esa leFkZ gksuk pkfg, fd fdl LFkku ij lsD'ku czsd vFkok ist czsd 'kkfey 

fd, tkus gSa rkfd ;g ns[kk tk lds fd QkesZfVax dgka ij #drh vkSj lekIr gksrh gS vFkok 

mUgsa dgka ij gVk;k tk ldrk gSA lsD'ku@ist czsd dks ns[kus ds fy, iSjkxzkQ lsD'ku esa 

gkse VSc esa 'kks@gkbM cVu ij fDyd djsaA vkids MkWD;qesaV esa lsD'ku@ist czsdksa dks n'kkZ;k 

tk,xkA 

1- lsD'ku@ist czsd ij fDyd djsaA 

2- vius dh&cksMZ ij fMyhV nck,a rFkk lsD'ku@ist czsd lekIr gks tk,xkA 

;fn vkidks ,d MkWD;qesaV esa fdlh ,d ist ij ckMZj Mkyuk gS vFkok vkidks mlh MkWD;qesaV 

esa ,d Vscy dks ySaMLdsi vksfj,aVs'ku esa djuk gS tcfd vkidk ckdh MkWD;qesaV iksVsªZV 

vksfj,aVs'ku esa gS] rks vius dk;Z dks vklku cukus ds fy, lsD'ku czsd dk iz;ksx djus dk 

iz;kl djsaA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u dj ysa% 

Øe la- fØ;kdyki 

1- ist vkSj lsD'ku czsd l̀ftr djsaA 

2- ist vkSj lsD'ku czsdksa dks gVk,aA 

3- ,d u;k MkWD;qesaV [kksysaA vius ist dks nks कॉलम esa foHkkftr djsa ¼ist 

ysvkmV > dkWYkEl½A lekpkji= ls ,d ys[k ysa rFkk mls blesa MkysaA VsDLV 

esa dgha Hkh dkWye czsd rFkk ist czsd dk iz;ksx djus dk iz;kl djsaA 

4- ,d u;k MkWD;qesaV [kksysaA mlesa vius LFkkuh; lekpkji= dk 'kh"kZd Vkbi 

djsaA lsD'ku czsd dk iz;ksx djsa rFkk vxys lsD'ku dks dkWyeksa esa foHkkftr 

djsa vkSj mlesa ,d ys[k Mkysa A vius MkWD;qesaV dks U;wtisij&¼vkidk uke½ 

ds :i esa lso djsa rFkk ml MkWD;qesaV dks fizaV Hkh djsaA 

 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&&&&& vkSj &&&&&&&& czsdksa dk iz;ksx fdlh MkWD;qesaV dks lsD'kuksa esa 

वविाक्जत  djus ds fy, fd;k tk ldrk gS A 
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2- ist czsd dk iz;ksx djrs gq, vki fofHkUu &&&&&&&& l`ftr dj ldrs gSa A 

3- lsD'ku czsd MkWD;qesaV dh &&&&&&&& dks fu;af=r djrk gS mlls &&&&&&&& 

gksrh gS] tc rd fd vxyk lsD'ku czsd u vk tk, A 

4- lsD'ku@ist czsd dks ns[kus ds fy, &&&&&&&& cVu ij fDyd djsa A 

l= 7 % dSjsDVj QkesZV ,IykbZ djuk 

izklafxd tkudkjh 

;fn vki oSKkfud fo"k;&oLrq okyh dksbZ ikB~;iqLrd rS;kj dj jgs gSa] rks vkidks dqN 
अक्षरों/वणों ds fy, fo'ks"k QkesZfVax dh vko';drk gksrh gSA dSjsDVj QkesZfVax dk iz;ksx 

fdlh ,d dSjsDVj vFkok 'kCn ds fy, Hkh fd;k tk ldrk gSA 

bl l= esa] vki dSjsDVj QkesZfVax dk iz;ksx djuk lh[ksaxsA 

dSjsDVj QkesZfVax ds lkFk dk;Z djuk:- 

dSjsDVj QkesZfVax ds lkFk dk;Z djus ds fy,]  

oMZ izkslslj ij ,d u;k MkWD;qesaV [kksysa rFkk mlesa fuEufyf[kr iSjkxzkQ Vkbi djsa% 

Water is a chemical substance with the chemical formula H2O. A water molecule 

contains one oxygen and two hydrogen atoms connected by covalent bonds. Water is 

a liquid at ambient conditions, but often co-exists on Earth with its solid state, ice and 

gaseous state (water vapor or steam). Water also exists in a liquid crystal state near 

hydrophilic surfaces. The density of water is 1,000 kg/m
3
. 

vc blesa ifjorZu djus ds fy, vkidks uhps n'kkZ, x, dSjsDVjksa dks QkesZV djus dh 

vko';drk gksxhA vki ns[ksaxs fd bl iSjkxzkQ esa dqN 'kCn cksYM gSa] dqN bVSfyDl esa gS] dqN 

dks vaMjykbu fd;k x;k gS] dqN jaxhu gS rFkk dqN dh fLFkfr esa gh ifjorZu dj fn;k x;k 

gS ¼lqijfLØIV vkSj lcfLØIV½A 

¼d½ MkWD;qesaV dh fo"k;&oLrq dh QkesZfVax djus ds fy, vkidks lacaf/kr 'kCn vFkok 'kCnksa 

ds lewg dk p;u djuk gksxkA  

fdlh dSjsDVj vFkok 'kCn esa ifjorZu djus ds fy, fuEufyf[kr fodYiksa dk iz;ksx djsa% 

QksaV Qsl % VsDl dks lsysDV djus ds i'pkr~ vkidks lwphc) fd, x, QksVksa ls fdlh fo'ks"k 

QksaV LVkby dk p;u djus ds fy, QksaV xzqi esa QksaV ds uke ij fDyd djuk gksxkA 

QksaV lkbt % VsDLV dks lsysDV djus ds i'pkr~ vkidks nh xbZ oSY;wt ls fdlh fo'ks"k QksaV 

dk p;u djus ds fy, QksaV xzqi esa QksaV lkbt ij fDyd djuk gksxkA 
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Water is a chemical substance with the chemical formula H2O. A water molecule 

contains one oxygen and two hydrogen atoms connected by covalent bonds. Water is 

a liquid at ambient conditions, but often co-exists on Earth with its solid state, ice and 

gaseous state (water vapor or steam). Water also exists in a liquid crystal state near 

hydrophilic surfaces. The density of water is 1,000 kg/m
3
. 

ग्रो s QksaV (Grow Font) % VsDLV dks lsysDV djus ds i'pkr~ vkidks QksaV xzqi esa -----

vkbdkWu ij fDyd djus dh vko';drk gksxh rkfd vki vius orZeku QksaV ds vkdkj dks 

fufnZ"V IokabV rd cM+k dj ldsaA 

f’kzad QksaV (Shrink Font) % VsDLV dks lsysDV djus ds i'pkr~ vkidks QksaV xzqi esa -----

vkbdkWu ij fDyd djuk gksxk rkfd vki vius orZeku QksaV ds vkdkj dks fufnZ"V IokabV rd 

de dj ldsaA 

LVªkbd Fkzw (Strike Through) % VsDLV dks lsysDV djus ds i'pkr~ vkidks QksaV xzqi 

esa -----vkbdkWu ij fDyd djuk gksxk rkfd vki pqus x, VsDLV ds chpksa&chp ,d रेखा Mky 

ldsaA 

lcfLØIV (Subscript) % VsDLV dks lsysDV djus ds i'pkr~ vkidks QksaV xzqi esa -----

vkbdkWu ij fDyd djuk gksxk rkfd vki pqus x, VsDLV dks leku VsDLV dh fLFkfr ls uhps 

dj ldsaA 

lqijfLØIV (Superscript) % VsDLV dks lsysDV djus ds i'pkr~ vkidks QksaV xzqi esa -----

vkbdkWu ij fDyd djuk gksxk rkfd vki pqus x, VsDLV dks leku VsDLV dh fLFkfr ls Åij 

dj ldsaA 

 

                           fp= 
fp= 14 
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fp= 

fp= 15 

Dyh;j QkesZfVax (Clear Formatting) % Dyh;j QkesZfVax dk iz;ksx pqus x, VsDLV 

dh dSjsDVj QkesZfVax ¼tSls cksYM] bVSfyDl] vaMjykbu] QksaV Qsl vkSj lkbt] lqijfLØIV ,oa 

lcfLØIV vkfn½ dks Dyh;j djus ds fy, fd;k tkrk gSA dSjsDVj QkesZfVax dks gVkus ds fy, 

VsDLV dk p;u djsa rFkk QksaV xzqi esa -----vkbdkWu ij fDyd djsaA 

VsDLV gkbykbV dyj (Text Heighlight Colour) % cSdxzkmaM dyj dks cnyus 

ds fy, bl fodYi dk iz;ksx djsaA ,slk djus ds fy,] VsDLV dks lsysDV djsa rFkk QksaV xzqi esa 

vkbdkWu ij fDyd djsaA vki          -----vkbdkWu ds Mkmu,jks ij fDyd djds cSdxzkmaM 

vkSj dyj dk p;u Hkh dj ldrs gSaA 

QksaV dyj (Font Colour) % bl fodYi dk iz;ksx VsDLV ds dyj esa ifjorZu djus 

ds fy, djsaA ,slk djus ds fy,] VsDLV dk p;u djsa rFkk QksaV xzqi esa -----vkbdkWu ij fDyd 

djsaA vki vkbdkWu ds Mkmu ,jks ij fDyd djds VsDLV dyj dk p;u Hkh dj ldrs gSaA 

psat dsl (Change Case) % oMZ izkslslj dSfiVy ySVlZ vFkok LekWy ySVlZ esa VsDLV 

dsl cnyus esa gekjh lgk;rk djrk gSA vki QksaV xzqi ds varxZr psat dsl dk iz;ksx djrs 

gq, okD; esa izR;sd 'kCn dks Hkh dSfiVy cuk ldrs gSa rFkk okD; ds izkjafHkd 'kCn dks Hkh 

dSfiVy cuk ldrs gSaA ,slk djus ds fy,] VsDLV dk p;u djus ds mijkar] vkidks QksaV xzqi 

esa -----vkbdkWu ij fDyd djuk gksxkA 

lsaVsal dsl (Sentence Case) % MªkWiMkmu fyLV ls bl fodYi dk p;u djus ds 

mijkar] pqus x, okD; ds igys 'kCn dk igyk v{kj dSfiVy ySVlZ ¼vij dsl½ esa ifjofrZr gks 

tk,xkA  

yksvj dsl (Lowe Case) % MªkWiMkmu fyLV ls bl fodYi dk p;u djus ij pquk 

x;k VsDLV LekWy ySVlZ ¼yksvj dsl½ esa ifjofrZr gks tk,xkA 
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vij dsl (upper Case) % MªkWiMkmu fyLV ls bl fodYi dk p;u djus ij pquk 

x;k VsDLV dSihVy ySVlZ ¼vij dsl½ esa ifjofrZr gks tk,xkA 

dSfiVykbt bZp oMZ (Capitalize each Word)% MªkWiMkmu fyLV ls bl fodYi 

dk p;u djus ij] pqus x, okD; ds lHkh 'kCnksa dk igyk v{kj dSfiVy ySVj ¼vij dsl½ esa 

ifjofrZr gks tk,xkA 

Vksxy dsl (Toggle Case)% MªkWiMkmu lwph ls bl fodYi dk p;u djus ij] pqus 

x, VsDLV esa lHkh LekWy ySVj dSfiVy ySVj esa rFkk dSfiVy ySVj LekWy ySVj esa ifjofrZr gks 

tk,axsA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u dj ysa % 

Øe la- fØ;kdyki 

1- QksaV Qsl esa ifjorZu djsaA 

2- QksaV lkbt esa ifjorZu djsaA 

3- QksaV dyj esa ifjorZu djsaA 

4- VsDLV dks gkbykbV djsaA 

5- VsDLV dsl esa ifjorZu djsaA 

6- fiNys vH;kl esa rS;kj fd, x, MkWD;qesaV U;wtisij&¼vkidk uke½ dks iqu% 

[kksysA bl vH;kl esa vkids }kjk lh[ks x, izR;sd dSjsDVj QkesZV dk iz;ksx 

djrs gq, vius ys[k dk igyk i`"B ltk,aA bl MkWD;qesaV dk ,d fizaV vkmV 

ysa rFkk bldh rqyuk iwoZ l= esa fy, x, fizaV vkmV ds lkFk djsaA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- vius QksaV ds orZeku vkdkj dks cM+k cukus ds fy, VsDLV dk p;u djus ds i'pkr~ 

vkidks QksaV xzqi esa &&&&&&&& ij fDyd djus dh vko';drk gksxh A 

2- dSjsDVj QkesZfVax dks gVkus ds fy,] VsDLV dk p;u djsa rFkk QksaV xzqi esa 

&&&&&&&&   पर fDyd djsa A 



 

175 

3- &&&&&&&& dk p;u djus ij] p;u fd, x, okD; ds igys 'kCn dk igyk 

dSjsDVj ही  dSfiVy ySVj esa ifjofrZr gks tk,xk A 

4- &&&&&&&& dk p;u djus] पर  p;u fd, okD; ds lHkh 'kCnksa dk igyk 

dSjsDVj dSfiVy ySVj esa ifjofrZr gks tk,xk A 

l= 8 % xzkfQdy vkWCtsDV~l ,oa byLVªs'kal balVZ djuk (Graphical Objects & 

Illustrations) 

izklafxd tkudkjh 

izk;% tc vki dksbZ rduhdh fjiksVZ fy[krs gSa] dksbZ U;wtySVj cukrs gSa vFko vius fe= dks i= 

fy[krs gSa vkSj mlesa xzkfQDl धचत्र ds fdlh :i dk lekos'k djrs gSa] rks vkidk MkWD;qesaV 

vf/kd #fpdj fn[kkbZ nsrk gSA 

fdlh rduhdh fjiksVZ esa] vki dkiksZjsV fu"iknu ds fy, xzkQ vFkok dksbZ rduhdh byLVªs'ku 

'kkfey dj ldrs gSaA tcfd fdlh U;wtySVj vFkok ifjokj ;k fe=ksa dks fy[ks tkus okys i= 

esa vki dqN ,sls Lej.kh; {k.kksa dks lk>k dj ldrs gSa ftUgsa QksVksa vFkok dkVZwuksa ds ek/;e ls 

n'kkZ;k x;k gksA fdlh Hkh MkWD;qesaV esa bu xzkfQDl dk feJ.k djus dh lqfo/kk izR;sd izeq[k 

oMZ izkslsflax izksxzke dk vkd"kZ.k gS rFkk mldh izeq[k 'kfDr Hkh gSA 

ijarq ge u dsoy vius lans'kksa ds chp xzkfQd bestksa dk feJ.k dj ldrs gSa] vfirq oMZ 

izQsDV vkSj vksiu vkWfQl gesa vU; fof'k"V fo'ks"krkvksa dk la;kstu djus esa Hkh leFkZ cukrs 

gSaA bu fo'ks"krkvksa dks lkekU;r% ^vkWCtsDV~l* dgk tkrk gSA ;s vkWCtsDV yxHkx fdlh Hkh ,sls 

:i esa gks ldrs gSa ftUgsa dEI;wVj Qkby ds :i esa] l`ftr fd;k tk ldrk gSA /ofu;ka] 

laxhr] Mªkbax MkWD;qesaV~l LizSM'khV vkfn ,sls laHkkfor vkWCtsDVksa ds mnkgj.k gS ftUgsa vki ,d 

MkWD;qesaV ds :i esa 'kkfey dj ldrs gSa vFkok fdlh vkWCtsDV ds lkFk fyad dj ldrs gSaA 

fVIi.kh % fdlh vkWCtsDV dks MkWD;qesaV esa var%LFkkfir djuk mls MkWD;qesaV dk Hkkx cuk nsrk gS 
ijarq fdlh vkWCtsDV dks fyad djuk ml vkWCtsDV Qkby dks MkWD;qesaV Qkby esa 'kkfey ugha 

djrk gSA fdlh fyad fd, x, vkWCtsDV dh djus dk iz;kl djus okys ikBdksa dks ml i`Fkd 

Qkby rd Hkh izR;{k ,Dlsl vo'; gh gksuh pkfg, ftldk og vkWCtsDV ,d Hkkx gSA bldk 

vFkZ fd mUgsa fyad fd, x, vkWCtsDV dks ns[kus ds fy, vkids gkMZ Mªkbo rd ,Dlsl gksuh 

pkfg,A 

vf/kdka'k oMZ izkslsljksa esa fDyi vkV~lZ] 'ksIl] fiDplZ vkSj pkV~lZ vkfn ds :i esa byLVªs'kuksa 

dks 'kkfey ककर्ा जाता  gSA 

fDyivkVZ fdlh Hkh MkWD;qesaV dks jaxhu rFkk izLrqrhdj.k ;ksX; cukus esa Hkh lgk;rk djrk gSA 

fDyi vkV~lZ iwoZ&ifjHkkf"kr धचत्र होत ेgSa tks MkWD;qesaV esa iz;ksx ds fy, miyC/k gksrh gSaA 
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mnkgj.k ds fy,] ;fn vki vius fe= ds fy, xzhfVax dkMZ rS;kj djuk pkgrs gSa] rks vki 

VsDLV lans'k ds lkFk&lkFk xqCckjs] Qwy vkfn tSlh fDyivkVZ dk iz;ksx dj ldrs gSaA 

vki oMZ izkslslj esa Hkhrj miyC/k fDyi vkVZ xSyjh dk iz;ksx dj ldrs gSa] vki osclkbVksa ls 

Hkh fDyivkVZ MkmuyksM dj ldrs gSaA fu%'kqYd fDyivkVZ j[kus okyh dqN osclkbVsa र्नम्न  
gS% 

 www.openclipart.com 

 www.pdclipart.com 

 www.clken.com 

 www.freeclipartnow.com 

 www.wpopenclipart.com 

bl vH;kl esa] vki fDyi vkV~lZ dk iz;ksx djuk lh[ksaxsA 

¼d½ fdlh MkWD;qesaV esa fDyivkVZ 'kkfey djus ds fy,& 

 1- oMZ izkslslj esa ,d u;k MkWD;qesaV [kksysaA 

 2- fjcu ij balVZ VSc ij fDyd djsaA 

 3- byLVªs'ku xzqi esa fDyi vkVZ fodYi ij fDyd djsa ¼fp= uhps fn;k x;k gS½A 

 

                             fp= 
fp= 16 

4- fDyivkVZ VkLd isu izdV gksxkA lpZ ckWDl esa fDyivkVZ Js.kh dk uke सलखें rFkk 
xks ij fDyd djsaA mnkgj.k ds fy, ;fn vki yksxks (logo) 'kkfey djuk pkgrs 

gSa] rks lpZ ckWDl esa yksxks (logo)  Vkbi djsa vkSj ^xks* ij fDyd djsaA 

5- ^xks* ij fDyd gksus ds mijkar ¼fp= 17½] lpZ dhoMZ ls eSp djrs gq, क्क्लप आटि 
धचत्रों dh lwph ds lkFk ,d foaMks izdV gksxh ¼fp= 18½A 



 

177 

 

                 fp= 
                fp= 17 
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                            fp= 
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ftl fDyivkVZ dk vki iz;ksx djuk pkgrs gSa] mldk p;u djsa] ml ij Mcy fDyd djsa 

rFkk og vkids MkWD;qesaV esa 'kkfey gks tk,xhA dHkh&dHkh vkidks ,sls fDyivkV~lZ dh 

vko';drk Hkh iM++ सकत ेgS] tks oMZ izkslslj ,Iyhds'ku esa miyC/k ugha gSA ऐसी क्स्र्र्त 
में] vki ml osclkbV ij foftV dj ldrh gS tks ,sls fDyivkVZ miyC/k djkrh gS] tSls 

openclipart.org 

vc vki osclkbV ls fDyivkVZ MkmuyksM djuk rFkk mls vius MkWD;qesaV esa iz;ksx djuk 

lh[ksaxsA 

¼[k½ www.openclipart.org ls fDyi vkVZ MkmuyksM djus ds fy,& 

    1- osc czkmtj [kksysa] ,MªSl ckj esa www.openclipart.org Vkbi djsa rFkk ,aVj nck,aA 

vki viuh vko';drk ds vuqlkj fDyivkV~lZ dh lwph dks ns[kus ds fy, osclkbV ij 

miyC/k lpZ ckWDl dk iz;ksx Hkh dj ldrs gSaA mnkgj.k ds fy,] lpZ ckWDl esa ^Ldwy cSx* 

Vkbi djsa rFkk lpZ ij fDyd djsaA 

vkidks Ldwy cSx dhoMZ ls eSp djrs gq, fDyivkVZ dh lwph fn[kkbZ nsxh] tSlh uhps n'kkZbZ 

xbZ gSA  
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vc vki viuh ilan ds fDyi vkVZ dk p;u dj ldrs gSa] mls vius daI;wVj ij MkmuyksM 

djsa rFkk oMZ izkslslj esa QksVks vkWI’ku dk iz;ksx djrs gq, mls balVZ dj ysaA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u dj ysa % 

Øe la- fØ;kdyki 

1- fdlh MkWD;qesaV esa fiDpj rFkk fDyivkVZ िालें A 

2- ,d u;k MkWD;qesaV [kksysa A fDyi vkVZ esa ^tUefnu ds fy, xqCckjs* ds fy, 

lpZ djsaA vkids miyC/k djk, x, fp=ksa esa ls ,d dk p;u djsa rFkk vius 

ifjokj ds lnL; ds fy, ,d i`"B dk tUefnol dkMZ cuk,aA 

3- usVodZ ls dqN fDyivkMZ MkmuyksM djsa rFkk i`Foh fnol ij ,d iksLVj 

rS;kj djsaA bl vH;kl esa] vki dsoy dqN mi;qDr fiDpjksa dks gh balVZ 

djsaxsA vki vxys vH;kl esa izklafxd VsDLV dks balVZ djsaxsA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- fdlh vkWCtsDV dks 'kkfey djuk MkWD;qesaV esa mls &&&&&&&& djrk gS tcfd 

fdlh vkCtsDV dks fyad djuk MkWD;qesaV Qkbyksa esa mls &&&&&&&& djrk gS A 

2- fyad fd, x, vkCtsDV dh ,Dlsl dk iz;kl djus okys jhMlZ dks ml vkWCtsDV dk 

fuekZ.k djus okyh Qkby rd Hkh lh/kh &&&&&&&& gksuh pkfg, A  
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3- fDyivkVZ MkWD;qesaV dks &&&&&&&& vkSj &&&&&&&& cukus esa lgk;rk djrk gSA 

4- fDyivkVZ balVZ VSc esa byLVªs'ku xzqi esa &&&&&&&& ds varxZr miyC/k gSA 

fuEufyf[kr iz'uksa ds mÙkj nhft,% 

1- fu%'kqYd fDyivkVZ miyC/k djkus okyh nks osclkbVksa ds uke crkb, \ 

2- fdlh oMZ izkslsflax lkW¶Vos;j esa D;k vkWCtsDV gksrs gSa \ 

l= 9 % VsDLV jSfiax 

izklafxd tkudkjh 

vkius fiNys vH;kl esa xzkfQDl rFkk byLVªs'kal dks balVZ djuk lh[kk gSA D;k vc vki 

fdlh fiDpj esa VsDLV dks Hkh 'kkfey djuk pkgrs gSa\ D;k vki ;g Hkh pkgrs gSa fd fdlh 

xzkfQDl ds Åij vkSj uhps VsDLV fy[kk gks\ D;k vki ;g pkgrs gSa fd xzkfQDl ds nksuksa vksj 

VsDLV fy[kk gks\ D;k vki ;g pkgrs gSa VsDLV eSlst bl izdkj fc[kj tk, fd bldk ;g 

Hkkx xzkfQDl dh ckbZa vksj gks vkSj 'ks"k Hkkx mldh nkbZa vksj\ D;k vki xzkfQDl ds 

lkFk&lkFk VsDLV dks 'kkfey djuk pkgrs gSa\ ;s lHkh fodYi laHko gS rFkk bl ckr ij fuHkZj 

djrs gSa fd vki dkSu lk VsDLV jSi fodYi pqurs gSaA  

ml le; D;k gksxk ;fn xzkfQd best vR;f/kd cM+h ;k fcYdqy gh NksVh gS\ fdlh MkD;qesaV 

esa xzkfQd best 'kkfey djrs le; vki bl leL;k dk lkeuk Hkh djrs gSaA lHkh oMZ 

izkslsflax lkW¶Vos;jksa esa] ;fn vki fdlh best dk p;u djrs gSa ¼ml ij ekml dk ys¶V 

fDyd djsa½ rks xzkfQDl dh nksuksa cxyksa vkSj dksuksa ij daVªksy gSaMy izdV gks tkrs gSaA tc 

vki bu gSaMyksa ij viuk ekml j[krs gSa] rks dlZj Mcy gSMsM ,jks ds :i esa cny tkrk gS 

rFkk vki fDyd djrs gq, ml gSaMy dks vkxs ;k ihNs [khap ldrs gSa ftls ml fiDpj dk 

vkdkj c<+rk vkSj ?kVrk gSA bl vH;kl esa] vki VsDLV jSfiax dk iz;ksx djuk lh[ksaxsA 

,d u;k oMZ MkWD;qesaV [kksysa vkSj fuEufyf[kr Vkbi djsa % 

Apache OpenOffice Writer is the word processor component of the OpenOffice 

package. It is free and is available for a variety of Operating Systems including 

Windows, Linux, FreeBSL and Solaris. It is capable of opening and saving documents 

in a variety of formats. 

vki ;k rks vksiu vkWfQl jkbVj ds LØhu'kkWV dks 'kkfey dj ldrs gSa vFkok vius dEI;wVj 

esa fiDpj dks lpZ dj ldrs gSaA 

LØhu 'kkWV ysus ds fy, <f'k¶V>vkSj <fizaV LØhu>dqaft;ksa dks lkFk&lkFk nck,A dlZj dks 

VsDLV dh nk;h vksj j[ksa rFkk <daVªksy> vkSj <oh> dqaft;ksa dks lkFk&lkFk nck,aA 

fiDpj dks lpZ djus ds fy,] dlZj dks VsDLV ds igys j[ksa] balVZ VSc nck,a rFkk byLVªs'ku 

ds varxZr fiDpj ij fDyd djsaA fiDpj ds fy, czkmt djsa rFkk balVZ ij fDyd djsaA 
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                           fp= 
fp= 20 

tc vkius fiDpj balVZ dj nh gS] rks vki fiDpj ij Mcy fDyd djus ds mijkar balVZ VSc 

ds VSDLV lsD'ku ds vrxZr jSi VsDLV fodYi dk iz;ksx djrs gq, VsDLV dks jSi dj ldrs gSaA 

;fn vki oMZ esa dk;Z dj jgs gSa] rks fiDpj dks lsysDV djsa vkSj fQj QkesZV VSc ds varxZr 

vjSat xzqi esa VSDl jSfiax MªkiMkmu ,jks dk p;u djsaA 
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          fp= 
         fp= 21 
vc fofHkUu jSi VsDLV fodYiksa dk p;u djus dk iz;kl djsa tSls Ldok;j] VkbV] Fkwz vkfn 

rFkk jSfiax esa gksus okys ifjorZuksa dks ns[ksaA Ldok;j fodYi dk iz;ksx djrs gq, ,d LØhu 

'kkWV dks uhps n'kkZ;k x;k gS% 
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                           fp= 
fp= 22 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u dj ysa % 

Øe la- fØ;kdyki 

1- fdlh fiDpj ds pkjksa vksj VsDLV jSi djsa A  

2- vkids }kjk vH;kl 1 esa igys l`ftr fd;k x;k MkWD;qesaV xka/khth&¼viuk 

uke½   [kksysa A xka/khth ds fdlh mi;qDr fp= dh ryk'k djsa rFkk leLr 

VsDLV jSfiax fodYiksa dk iz;ksx djus dk iz;kl djsa A ml fodYi dk p;u 

djsa tks vkidks lcls mi;qDr izrhr gksrk gS rFkk vius la'kksf/kr fd, x, 

ys[k dk ,d fizaV vkmV ysa A vius MkWD;qesaV dks ,d fofHkUu uke xka/kh th 

2&¼vkidk uke½ ds lkFk lso djsa A 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- fdlh fiDpj dks lpZ djus ds fy,] dlZj dks VsDLV &&&&&&&& j[ksa] balVZ VSc ij 

fDyd djsa rFkk byLVªs'ku ds varxZr &&&&&&&& ij fDyd djsa A 

2- fiDpj dks balVZ dj ysus ds mijkar] vki &&&&&&&& fodYi dk iz;ksx djrs gq, 

VsDLV dks jSi dj ldrs gSaA 

fuEufyf[kr iz'uksa ds mÙkj nhft,% 
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1- oMZ izkslsflax lkW¶Vos;j esa miyC/k fdUgha rhu oMZ jSfiax fodYiksa dk uke crk,a \ 

l= 10 % vkWCtsDV~l balVZ djuk 

izklafxd tkudkjh 

xzkfQDl bestksa ds vykok] fdlh fo'ks"k lans'k esa O;fDrxr Hkkouk 'kkfey djus ds fy, vFkok 

fdlh fof'k"V fo'ks"krk dks byLVªsV djus ds fy, vki mlesa /ofu okyh Qkbyksa dks 'kkfey 

djuk pkgsaxs vFkok vius MkWD;qesaV esa vU; lkW¶Vos;j ,Iyhds'kuksa ls okLrfod Qkbyksa dks Hkh 

balVZ djuk pkgsaxsA mnkgj.k ds fy,] vki oMZ izkslslj ds Hkhrj fdlh ihMh,Q Qkby vFkok 

LizSM'khV dks Hkh balVZ dj ldrs gSaA  

bl vH;kl esa] vki fdlh MkWD;qesaV esa vkWCtsDV~l dks balVZ djuk lh[ksaxsA 

vkWCTksDV dks balVZ djus ds fy,% 

 u;k oMZ MkWD;qesaV [kksysa 

 balVZ VSc dk p;u djsa 

 VsDLV lsD'ku ds varxZr vkWCtsDV ij fDyd djsaA ,d Mk;ykWx ckWDl izdV gksxk] 

tSlk fp= 23 esa n'kkZ;k x;k gSA  

 

                           fp= 
fp= 23 
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 Qkby VSc ls fØ,V (Create) ववकल्प dk p;u djsaA 

 czkmt ij fDyd djsa rFkk vkids dEI;wVj esa miyC/k fdlh LizSM 'khV vFkok 

ihMh,Q MkWD;qesaV tSlh fdlh Qkby dk p;u djsa] fQj vksiu ij fDyd djsa vkSj 

vksds ij fDyd djsaA 

 /;ku nsa fd og MkWD;qesaV vkids oMZ MkWD;qesaV ds Hkhrj 'kkfey gksdj mlesa miyC/k 

gks x;k gSA  

fVIi.kh % ;fn vki 'kkfey fd, x, MkWD;qesaV dks ,fMV djuk pkgrs gSa rks ml ij Mcy 

fDyd djsaA ;g lacaf/kr ,Iyhds'ku dk iz;ksx djrs gq, ,fMfVax ds fy, Lor% gh [kqy tk,xkA  

vc Åij mfYyf[kr dh xbZ izfØ;k dk iz;ksx djrs gq, fofHkUu izdkj ds MkWD;qesaV~l dks 

'kkfey djus dk iz;kl djsaA  

fVIi.kh %1-  bl izdkj 'kkfey fd, x, MkWD;qesaV dks fizaV ugha fd;k tk ldrk gSA 

 2- vkidk MkWD;qesaV [kksyus okys व्र्क्क्त dks ml 'kkfey dh xbZ Qkby dks vkWijsV djus 

ds fy, अपनेs dEI;wVj ij izklafxd lkW¶Vos;j को  yksM करना vko';d gSA 

 3- ;fn vki fdlh vkCtsDV dks 'kkfey djrs gSa] rks mlds vkdkj esa mYys[kuh; o`f) gks 

tkrh gS rFkk blds QyLo:Ik vkidks ml MkWD;qesaV dks ,d vVSpesaV ds :i esa bZ&esy 

djus esa ijs'kkuh gks ldrh gSA 

 4- ;fn vki fdlh vkWCtsDV dks fyad djrs gSa] rks ml MkWD;qesaV dks [kksyus okys O;fDr ds 

ikl ml vkCTksDV dh yksds'ku okyh ewy Qkby rd सीधा dusD'ku gksuk pkfg,A 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u dj ysa% 

Øe la- fØ;kdyki 

1- VsDLV esa vkWCtsDV balVZ dhft,A 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- fdlh bEcsMsM MkWD;qesaV dks [kksyus ds fy,] mls &&&&&&&&  djsaA 

2- bEcsMsM vkWCtsDV &&&&&&&& fizaV fd, tkus pkfg,A 
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3- tc vki fdlh MkWD;qesaV esa vkCtsDV bEcsM djrs gSa] vkidks mls bZ&esy djus esa 

ijs'kkuh gksrh gS D;ksafd &&&&&&&& 

l= 11 % vk—fr;ka] fpg~u vkSj fo'ks"k dSjsDVj balVZ djuk  

izklafxd tkudkjh 

vki 'ksi vkWI'ku ds iz;ksx djrs gq, fofHkUu vkCtsDVksa dks balVZ dj ldrs gSa tSls ykbusa] 

vk/kkjHkwr vk—fr;ka] ऐरो] bDos'ku] vk—fr;ka] ¶ykspkVZ vk—fr;ka] LVkj cSulZ vkSj 

dkWyvkmV~lA 

bl vH;kl esa vki fdlh oMZ MkWD;qesaV esa vk—fr;ksa ds lkFk dk;Z djsaxsA 

¼d½ vk—fr;ksa ds lkFk dk;Z djus ds fy, oMZ izkslslj esa ,d u;k MkWD;qesaV [kksysaA 

1- fjcu ds balVZ VSc ij fDyd djsaA 

2- byLVªs'kUl xzqi esa 'ksIl vkWI'ku ij fDyd djsa] tSlk fd fp= 24 esa fn[kk;k x;k 

gSA 

 

 

                           fp= 
fp= 24 

3- 'ksIl ¼आकृर्तर्ााँ½ ववकल्प dks fDyd djrs gh ,d MªkWiMkmu lwph izdV gksxh 

ftlesa igys ls gh fu/kkZfjr vk—fr;ka fn[kkbZ nsaxh tSls वगि, गोलाकार, 
इत्र्ाटद A 

4- vki miyC/k vk—fr;ksa ls visf{kr vk—fr dk p;u dj ldrs gSa rFkk ml vk—fr 

dks ekml ds ck,a cVu dks fDyd j[kdj MªSx djrs gq, िना ldrs gSaA mnkgj.k 

ds fy,] ;fn vki fdlh oxZ dks balVZ djuk pkgrs gSa] rks lwph ls ckWDl vk—fr dh 

'ksi dk p;u dhft,] rFkk ml vk—fr dks fDyd vkSj MªSx djrs gq, oxZ rS;kj 

dhft,A 
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vc] miyC/k lwph ls vU; vk—fr;ksa dks balVZ djus dk iz;kl dhft, rFkk muds Hkhrj 

fo"k;&oLrq dks Mkyrs gq, rFkk muds jaxksa esa ifjorZu djrs gq, muds lkFk dk;Z dhft,A 

dqN vU; ekeyksa esa] vkidks MkWD;qesaV esa fo’ks”k dSjsDVlZ vFkok धचन्हों dks balVZ djus dh 

vko’;drk gksxh tSls fdlh vU; ns’k dh eqnzk dk fpg~u] dkWihjkbV vFkok VªsMekdZ fpg~u 

vkfnA bl vH;kl esa] vki fpg~u ladsrksa vFkok fo’ks”k dSjsDVjksa dks balVZ djuk lh[ksaxsA 

¼[k½ fpg~uksa vFkok fo'ks"k dSjsDVjksa ds lkFk dk;Z djus ds fy, oMZ izkslslj esa u;k nLrkost 

[kksysaA 

1- fjcu ij blVZ VSc ij fDyd djsaA 

2- flacYl xzqi esa flacy ¼fpg~u½ fodYi ij fDyd djsa] tSlk fd fp= 25 esa n'kkZ;k 

x;k gSA 

 

 

                          fp= 
fp= 25 

3- ,d MªkWiMkmu lwph izdV gksxh ¼fp= 26½ 
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          fp= 
        fp= 26 
lwph ls ,d fpg~u dk p;u djsa rFkk vkSj MkWD;qesaV esa fpg~u dks balVZ djus ds fy, fpg~u ij 

Mcy fDyd djsaA 

;fn vki MkWD;qesaV esa balVZ djus ds fy, dqN vkSj fpg~uksa rFkk fo'ks"k dSjsDVjksa dks ns[kuk 

pkgrs gSa] rks flacYl dh MªkWi Mkmu lwph esa ^eksj flacYl -----* fodYi ij fDyd djsaA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u dj ysa % 

Øe la- fØ;kdyki 

1- fdlh MkWD;qesaV esa fofHkUu vk—fr;ksa] fpg~uksa vkSj fo'ks"k dSjsDVjksa dk iz;ksx 

djsaA 

2- uSuhrky vFkok vkids uxj ds fudV fdlh vU; i;ZVu LFky ds fy, nks 

i`"B dh foojf.kdk rS;kj djsaA mu rLohjksa ds vkl&ikl VsDLV Hkh MkysaA bl 

tkudkjh esa n'kZuh; LFky] jgus ds fy, gksVy rFkk ml LFkku rd igqapus ds 

fy, vU; fooj.k Hkh 'kkfey fd, tkus pkfg,A  

3- ,d u;k MkD;qesaV [kksysaA tSlk fd uhps n'kkZ;k x;k gS] ,d vk/kkjHkwr 

¶ykspkVZ Mk;xzke rS;kj djsaA 

 

 

 

 



 

189 

 

                           fp= 
fp= 27 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- vki &&&&& fodYi dk iz;ksx djrs gq, ykbusa] T;kfefr vk—fr;ka] ,sjks] bDos'ku 

vk—fr;ka] ¶ykspkVZ vk—fr;ka] LVkj cSuj vkSj dkWyvkmV balZV dj ldrs gSaA 

2- fpg~u balVZ VSc esa &&&&&& xzqi ds varxZr miyC/k gSA 

  



 

190 

 

 

 

bdkbZ 4 %  

LizSM'khV ¼baVjehfM,V½ 
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fo"k;&lwph 

bdkbZ 4 % LizSM'khV ¼baVjehfM,V½ 

 l= 1 %  lSy esa vkWVksle ¼Lor% ;ksx½ dk iz;ksx 

 l= 2 % daMh'kuy QkesZfVax 

 l= 3 % jkst+ vkSj dkWyeksa dks gkbM@vugkbM@Ýht djuk 

 l= 4 % ist czsd lsV djuk 

 l= 5 % ist ys&vkmV lsV djuk 

 l= 6 % odZcqd O;wt+ eSust djuk 

 l= 7 % lSy vkSj jsat uke ,IykbZ djuk 

 l= 8 % pkVksZa dks l`ftr] ekWfMQkbZ vkSj QkesZV djuk 

 l= 9 % MkVk dks lkWVZ vkSj fQYVj djuk 

l= 10 % odZ'khV~l ij MkVk dks dSYdqysV djuk 

l= 11 % eYVhiy odZcqdksa dk iz;ksx vkSj lSyksa dh fyafdax dk iz;ksx 

l= 12 % odZ'khV MkVk dh 'ks;fjax djuk 
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l= 1 % lSyksa esa vkWVksle ¼Lor% ;ksx½ dk iz;ksx 

izklafxd tkudkjh 

vkius LizSM'khV esa lSyksa ds lkFk dk;Z djuk rFkk ifjdyu djuk lh[kk gSA tSlk fd vki 

tkurs gSa] LizSM'khV ifjdyu djus ds fy, fofHkUu xf.krh; dk;ksZa dh lqfo/kk iznku djrk gSA 

'khV esa pquh xbZ la[;kvksa dk tksM+ djus ds fy, ;ksx ¼Sum½ LizSM'khV esa miyC/k fofHkUu 

dk;ksZa esa ls ,d gSA bl vH;kl esa] vki ;g lh[ksaxs fd LizSM'khV fdl izdkj fd;k tkrk gSA 

vkWVksle dk iz;ksx dk;Z fu"ikfnr djus ds fy, QkeqZys dks fy[ks fcuk lSyksa esa fn, x, ekuksa 

dk Lor% ;ksx djus ds fy, fd;k tkrk gSA  

,d ubZ LizSM'khV [kksysa rFkk mlesa fuEufyf[kr MkVk izfo"V djsaA 

 

                                          fp= 

fp= 1 

vc izR;sd Nk= ds vadksa dk ;ksx djus ds fy,] fuEufyf[kr djsa% 

 lSy G2 ij tk,aA tc G2 lSy dk p;u gks tk,] gkse VSc ij ,fMfVax xzqi ds 

varxZr miyC/k fodYi vkWVksle ij fDyd djsaA 

 

 

 

 

 

Figure 1 
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                                          fp= 

fp= 2 

 lSy C2 ls F2 esa fn, x, eku Lor% gh lsysDV gks tk,axs] tSlk fd uhps n'kZ;k 

x;k Gsa 

 

 

 

                             fp= 
fp= 3 

 ,aVj nck,aA 

o vkHkkl ds dqy vad lSy G3 esa vk tk,axs! 

o blh izdkj] 'ks"k Nk=ksa ds dqy vadksa dk Hkh ;ksx djsaA 

                                       

 

 

AutoSum 

Figure 2 
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                            fp= 
fp= 4 

fVIi.kh % vkWVksle ;k rks {kSfrt vFkok Å/oZ lSyksa ds vkl&ijl fLFkr  मानो अंकों dks 

Lor% gh lsysDV djrk gSA mi;qZDr mnkgj.k esa vki ck,a ls nk,a lwphc) dh xbZ la[;kvksa dk 

;ksx djuk pkgrs gSa] nks O;fDr;ksa dk ;ksx izkIr djus ds ckn tc vki fdlh vU; O;fDr ds 

fy, vkWVksle dk iz;ksx djrs gSa] rks orZeku lSy ds 'kh"kZ ij ekuksa (अकंों) dk p;u gks 

tkrk gSA bl ekeys esa] vkidks mu lSyksa ds ekuksa dk p;u djuk gksxk] ftldk ;ksx vki 

djuk pkgrs gSaA 

vc fdlh Nk= ds ,d vFkok vf/kd fo"k;ksa ds vadksa esa cnyko djsA ml Nk= ds dqy vadksa 

dk Lor% gh ifjdyu gks tk,xkA QkeqZyksa dk Lor% ifjdyu bysDVªkWfud LizSM'khV dh 

lokZf/kd egRoiw.kZ fo'ks"krk gSA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u dj ysa% 

Øe la- fØ;kdyki 

1- vkWVksle QaD'ku dk iz;ksx djrs gq, QkeqZyksa dk fy[ks fcuk vadksa dk ;ksx 

djsaA 

2- ekg ds nkSjku fd, x, vius leLr oS;fDrd O;;ksa dh ,d lwph rS;kj djsa 

rFkk vkWVksle QaD'ku dk iz;ksx djrs gq, dqy O;;ksa dk ;ksx djsaA 

3- महीनों ds uke rFkk ,d ekg esa dqy Nqfê;ksa dh lwph rS;kj djsaA vkWVksle 
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QaD'ku dk iz;ksx djrs gq, o"kZ esa Nqfê;ksa dh dqy la[;k dk ifjdyu djsaA  

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- QkeqZyksa dk &&&&&&&& bysDVªkWfud LizSM'khV dh ,d lokZf/kd egRoiw.kZ fo'ks"krk gS 

A 

2- &&&&&&&& dk iz;ksx QkewZyk fy[ks fcuk lSyksa esa fn, x, ekuksa dk Lor% gh ;ksx 

djus ds fy, fd;k tkrk gS A 

3- vkWVksle vkWI'ku 'ksi VSc ds varxZr &&&&&&&& xzqi esa miyC/k gS A 

4- vkWVksle lSyksa ds vkl&ikl ekuksa dk p;u ;k rks &&&&&& vFkok &&&&&& djrk 

gS A 

l= 2 % daMh'kuy QkesZfVax (प्रर्तिंधधत फॉमेटटगं) 

izklafxd tkudkjh 

daMh'kuy QkesZfVax lSyksa esa 'kkfey ekuksa ds vk/kkj ij mudh QkesZfVax ¼QksaV dyj] ckWMZj] 

शडेिगं½ dks ifjofrZr djus esa vkidks leFkZ cukrh gSA ;g lgh gS fd vki ,slk vius gkFkksa 

ls Hkh dj ldrs gSa] ijarq ;fn vkids ikl cM+h ek=k esa vkadM+s gSa] rks ;g dkQh Fkdk nsus okyk 

dk;Z gksxkA vr% vki lSy esa ekuksa ds fy, ,d daMh'ku fu/kkZfjr djrs gSa] vkSj ;fn og 

daMh'ku mi;qDr ikbZ tkrh gS] rks Lor% gh lHkh lSyksa dh QkesZfVax cny tkrh gSA ;g fo'ks"krk 

ml le; vR;ar ykHknk;d gS] tc vki ykHk vFkok gkfu LizSM'khV vFkok rkieku esa varj 

okyh LizSM'khV vFkok vadfydk ij dk;Z dj jgs gksrs gSaA vki fdlh fu/kkZfjr fu;e ls vf/kd 

eku j[kus okys lSyksa dks ,d jax ls gkbykbV dj ldrs gSa rFkk de eku okys lSyksa dks fdlh 

vU; jax ls n'kkZ ldrs gSaA 

cqfu;knh rkSj ij] vki ,d vFkok vf/kd lSyksa dk p;u dj ldrs gSa fd mu lSyksa dks dc 

vkSj dSls QkesZV fd;k tkuk gksxkA ;s daMh'kusa pqus x, lSyksa dh fo"k;&oLrq ij vk/kkfjr gks 

ldrh gS vFkok fdlh vU; lSy dh fo"k;&oLrq ij vk/kkfjr gks ldrh gSaA 

vki fuEufyf[kr QkesZVksa dks daVªksy dj ldrs gSa% 

 uEcj फॉमेट 

 QksaV] QksaV LVkby vkSj QksaV का रंग ¼ijarq QksaV vkdkj ugha½  

 सेल में dyj Hkjuk vkSj iSVuZ yxkuk 
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 ckMZj dyj vkSj ckMZj LVkby ¼ijarq ckMZj dh eksVkbZ ugha½  

,d LiSzM'khV [kksysa rFkk mlesa fuEufyf[kr MkVk टाइप djsaA 

 

                                       fp= 

fp= 5 

vc MkVk ds fy, daMh'kuy QkesZfVax 'kkfey djus ds fy, fuEufyf[kr djsaA 

 mu lHkh lSyksa dks चुने ftudh vki daMh'kuy QkesZfVax djuk pkgrs gSaA 

 

 

                                       fp= 

fp= 6 

 gkse VSc esa LVkbYl xzqi ds varxZr miyC/k daMh'kfuax QkesZfVax fodYi ij fDyd 

djsaA ,d MªkWiMkmu lwph izdV gksxhA 
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              fp= 
               fp= 7 
gkbykbV lSYl :Yl fodYi ij fDyd djsa] ,d mi&esU;q izdV gksxkA 

 fVIi.kh % vki viuh vko';drk ds vuqlkj lwphc) dh xbZ daMh'ku dk p;u dj 

ldrs gSaA bl mnkgj.k esa] ;fn vki mu ekuksa dks n'kkZuk pkgrs gSa] tks 75 ls vf/kd 

gSa] rks उप&esU;w ds varxZr xzsVj nSu ----- fodYi dk p;u djsaA ,d Mk;ykWXk ckWDl 

izdV gksxkA 

 

 

 

                                          fp= 

   fp= 8 

Figure 8 



 

198 

 ckWDl esa eku fufnZ"V djsa rFkk ml QhYM ds vkxs Mkmu,jks  ij fDyd djsa rFkk 

MªkWiMkmu lwph ls daMh'ku ds fy, iwoZ&fu/kkZfjr QkesZV dk p;u djsaA ;fn vki 

viuh QkesZfVax LVkby ds lkFk lSy के अन्दर का वववरण Hkh n'kkZuk pkgrs 

gSa] rks MªkWiMkmu lwph esa dLVe QkesZV fodYi ij fDyd djsaA 

 फॉमेट lSYl Mk;ykWx ckWDl izdV gksxkA vki QksaV VSc ds varxZr QksaV ds fofHkUu 

dyj] ckWMZj VSc ds varxZr ckMZj LVkby vkSj dyj dk p;u dj ldrs gSa rFkk 

fQy VSc ds varxZr dyj Hkj ldrs gSaA 

 bl ij vkxs dk;Z djrs gq, uhps fn;k x;k MkVk l`ftr djsa rFkk bls uhps n'kkZ, 

x, rjhds ls QkesZV djsaA 

      

                     

                           fp= 
fp= 9 

fVIi.kh % blh izdkj vki pqus x, ekuksa ds fy, fofHkUu daMh'ku Hkh स्र्ावपत dj ldrs gSa, 
tSls ySl(<) nSu] bDoy Vq] (=) fcVohu vkfnA 

fodYi ds rkSj ij] vki lSy ,MªSl dks ogka Hkh fufnZ"V dj ldrs gSa tgka eku LVksj fd;k x;k 

gSA ;g vR;ar ykHknk;d gksxk D;ksafd ,d LFkku ij eku esa ifjorZu djus ds lkFk gh] iwoZ es 

ap;u dh xbZ jsat esa lHkh txg daMh'kuy QkesZfVax esa cnyko gks tk,xkA bldk ,d mnkgj.k 

uhps fn, x, fp= esa n'kkZ;k x;k gSA 
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                             fp= 
fp= 10 

ifj.kke uhps n'kkZ;k x;k gSA 

 

 

 

 

                                      fp= 

fp= 11 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u dj ysa% 

Øe la- fØ;kdyki 

1- ,d MkVk lclsV ij daMh'kuy QkesZfVax dhft,A 

Figure 10 
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2- de&ls&de 10 Nk=ksa vkSj ikap fo"k;ksa ij Nk= vad&lwph rS;kj dhft,A mu 

Nk=ksa esa vadksa dks gjs jax ds VsDLV rFkk uhyh fQy ds lkFk gkbykbV dhft, 

ftUgksaus 80 ls vf/kd vad izkIr fd, gSa A bl odZ'khV dks vad&¼vkidk uke½ 

ds :i esa lso dhft,A 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&&&&& daMh'kuy QkesZfVax vkidks mlesa fn, ekuksa ds vk/kkj ij lSyksa dh 

QkesZfVax ¼QksaV dyj] ckWMZj] 'ksfMax½ esa ifjorZu djus esa leFkZ cukrh gS A 

2- daMh'kuy QkesZfVax gkse VSc esa &&&&&&&& xzqi ds varxZr miyC/k gS A 

fuEufyf[kr iz’uksa ds mÙkj nhft, \ 

1- daMh'kuy QkesZfVax ds fy, iz;ksx esa yk, tk ldus okyh fdUgha ikap 

daMh'kuksa@QkesZVksa@vkbVeksa dh lwph cukb,A 

l= 3 % jkst+ rFkk dkWyeksa dks gkbM@vugkbV@Ýht+ djuk 

 

izklafxd tkudkjh 

dHkh&dHkh vkids ikl iafDr;ksa vkSj LraHkksa ¼jkst+ vkSj dkWyeksa½ esa ,slk MkVk gksrk gS ftldh 

vko';drk QkeqZyksa vkSj pkVksZa esa iM+rh gS ijarq vki ml MkVk dks fn[kkuk ugha pkgrs gSaA 

LizSM'khV dh ,d vR;ar ljy fo'ks"krk mu iafDr;ksa@LraHkksa dks fNikus dh ;ksX;rk gS ftUgsa ge 

vaR; iz;ksDrk dks fn[kkuk ugha pkgrs gSaA iafDr;ksa@LraHkksa esa fNik gqvk MkVk ifjdyuksa ds fy, 

miyC/k jgrk gS] gkykafd og fdlh dks fn[kkbZ ugha nsrk gSA 

iafDr;ksa rFkk LraHkksa dks Ýht,(क्स्र्र) djuk LizSM'khV dh ,d vU; fo'ks"krk gSA tc vki cM+h 

ek=k esa ,sls vkadM+ksa ds lkFk dk;Z dj jgs gSa tks vusd iafDr;ksa vkSj LraHkksa esa QSys gq, gSa] rks 

vki pkgsaxs fd gSMlZ fLFkj ¼Ýkstu½ cus jgsa rkfd tc vki MkVk dks LØkWy (ऊपर र्ा 
नीचे) djsa] rks vki iafDr;ksa@LraHkksa ds ukeksa dh igpku djsa ns[k ldsaA 

,d LizSM'khV [kksysaA iafDr vFkok कॉलम  dks gkbM र्छपान ेdjus ds fy, fuEu pj.kksa 

dk iz;ksx djsa% 

 fdlh iafDr vFkok LraHk dks gkbV djus ds fy, vkidks ;k rks ml iafDr vFkok 

LraHk dk p;u djuk gksxk ftls gkbM fd;k tkuk gS vFkok mlds ln`'; iafDr 

vFkok LraHk esa dsoy ,d lSy dk p;u djuk gksxk ¼mnkgj.k ds fy, ch 3½ 
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 gkSe VSc esa lSYl xqzi ds varxZr miyC/k QkesZV fodYi ij fDyd djsaA 

                                         fp= 

fp= 12 

 uhps n'kkZ, x, vuqlkj ,d MªkWiMkmu lwph izdV gksxhA 

                                                   fp= 

                 fp= 13 

 gkbM ,aM vugkbM > gkbM jkst+ (Hide Rows) ij fDyd djsaA LizSM'khV 

uhps n'kkZ, x, धचत्र के vuqlkj fn[kkbZ nsxhA 

fVIi.kh % blds fodYi ds rkSj ij vki iafDr;ksa@LraHkksa dks lsysDV (चर्न) dj ldrs gSa 

vkSj jkbV fDyd djds gkbM dk p;u dj ldrs gSaA 

  

Figure 12 
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                                      fp= 
fp= 14 

fVIi.kh % bl mnkgj.k esa LizSM'khV dh rhljh iafDr esa lSy dks lsysDV fd;k x;k rFkk mlds 

ckn gkbM jkst+ fodYi dks lsysDV fd;k x;kA vr% rhljh iafDr dks fNik;k x;k gSA ml 

fLFkfr esa D;k gksxk ;fn vki blds LFkku ij gkbM dkWye (Hide Column) dk p;u 

djsaxs\ 

 gkbM dh xbZ fdlh iafDr vFkok कॉलम (Column) dks vugkbM djus ds 

fy, vkidks gkbM fd, x, lSy ds igys vFkok mlds ckn ds fdlh Hkh lSy dks 

pquuk gksxk rFkk gkse VSc ds varxZr miyC/k QkesZV vkWI'ku esa vugkbM jkst+ ij 

fDyd djuk gksxkA 

रोज़(Rows) vFkok कॉलम (Columns)  dks Ýht djus ds fy, fuEu pj.k 

viuk,aA 

 ,d ubZ LizSM'khV [kksysaA 

 iafDr;ksa vFkok dkWyeksa dks Ýht djus ds fy, O;w VSc (View) esa foaMkst 

(Windows) xzqi ds varxZr miyC/k Ýht isal (Freeze Panes) 
fodYi ij fDyd djsaA 

 uhps n'kkZ, x, धचत्र के vuqlkj ,d MªkWi Mkmu lwph izdV gksxhA Ýht isal ij 

fDyd djsaA ,slk djus ls pqus x, lSy ds Åij leLr iafDr;ka rFkk mlds ck,a ds 

lHkh LraHk Ýht (क्स्र्र) gks tk,axsA vius ekml dks LizSM'khV ij LØkWy djsa] 

Ýkstu पंक्क्तर्ााँ vkSj dkWye fLFkr cus jgsaxsA 
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                                        fp= 

fp= 15 

fVIi.kh %tgka ij vkidk dlZj fLFkr gksrk gS] ogka isUl fufeZr gks tkrs gSaA ml fodYi dk 

iqu% p;u djsa rFkk miyC/k fodYiksa esa ifjorZu ij /;ku nsaA vc vki vkxs vU; fodYiksa ds 

lkFk Hkh dk;Z djsaA vki laiw.kZ LraHk vFkok LraHk dks Ýht djus ds fy, leLr iafDr vkSj LraHk 

dk p;u djus rFkk ^Ýht isal* ij fDyd djds leLr iafDr vFkok LraHk dks Hkh Ýht dj 

ldrs gSaA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u dj ysa% 

Ø

e 

la- 

fØ;kdyki 

1- रोज़(Rows) @ कॉलम (Columns)  dks gkbM@vugkbM djsaA 

2- iafDr;ksa@कॉलम dks Ýht@vuÝht djsaA 

3- uhps nh xbZ odZ'khV rS;kj djsa] vius dlZj dks B2 ij j[krs gq, lSyksa dks Ýht 

djus ds lHkh fodYiksa dk iz;ksx djsa rFkk mldk izHkko ns[ksaA कॉलम rFkk iafDr 

ds lapyuksa ij fo'ks"k :i ls /;ku nsaA bl odZ'khV dks O;; ¼vkidk uke½ ds :i 

esa lso djsaA 

Figure 15 
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fp= 

fp= 15 

 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- tc vki fdlh iafDr dks Ýht  djrs gSa] &&&&&&&&& fLFkr jgrk gS A 

2- Ýhftax isUl fodYi &&&&&&&& VSc esa &&&&&&&& xzqi ds varxZr miyC/k gS A 

3- isUl ogka fufeZr gks tkrs gSa tgka vkidk &&&&&&&&&& fLFkr gksrk gS A 

l= 4 % ist czsd र्नधािररत djuk 

izklafxd tkudkjh 

vkids }kjk visf{kr i`"Bksa dh la[;k okyh odZ'khV fizaV djus ds fy, vki fizaV djus ls iwoZ 

odZ'khV esa ist czsd dks र्नधािररत dj ldrs gSaA ;g fo'ks"krk cgqr mi;ksxh gS] fo'ks"k :i ls 

rc] tc vki cM+h 'khVksa dks fizaV dj jgs gSaA vki ist czsd O;w dk iz;ksx ;g ns[kus ds fy, 

dj ldrs gSa fd vU; ifjorZu ¼vFkkZr~ iafDr dh ÅapkbZ@कॉलम dh pkSM+kbZ½ fdl izdkj 

vkWVksesfVd ist czsdksa dks izHkkfor djrs gSaA 

bl vH;kl esa] vki ;g lh[ksaxs fd fdl izdkj LizSM'khV esa ist czsd lsV fd;k tkrk gSA 

,d ubZ LizSM'khV [kksysa rFkk uhps nh xbZ 'khV rS;kj djsaA O;w VSc (View Tab) ij] 

odZcqd O;wt+ (Workbook views)xzqi esa] ist czsd izhO;w ij fDyd djsaA 
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 fp= 

fp= 16 

vc ist czsdvi dks र्नधािररत djus ds fy, fuEu pj.k viuk,a% 

 Å/oZ ist czsdvi 'kkfey djus ds fy,] ml LFkku ds uhps dh iafDr dk p;u djsa] 

tgka vki ist czsd djuk pkgrs gSaA {kSfrt ist czsdvi ist czsd balVZ djuk pkgrs 

gSaA {kSfrt ist czsdvi 'kkfey djus ds fy,] ml dkWye ds nkfgus dkWye dk 

p;u djsa tgka ls vki ist czsd djuk pkgrs gSaA 

 ist ysvkmV (Page Layout) VSc esa ist lsVvi (Page Setup) 
xzqi ds varxZr cszd Mkmu ,sjks ij fDyd djsaA ,d MªkWiMkmu lwph uhps fn[kk,a x, 

धचत्र के vuqlkj izdV gksxhA 
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                                        fp= 

fp= 17 

 balVZ ist czsd (Insert Page break) fodYi ij fDyd djsaA LizSM'khV 

uhps n'kkZ, x, vuqlkj fn[kkbZ nsxhA tks fo"k;&oLrq vkius Vkbi dh gS] og izFke 

i`"B ij vk tk,xh rFkk vki mls fizaV dj ldrs gSaA 

 ist czsd dks ewo djus ds fy,] ist czsd dks visf{kr LFkku rd MªSx (खीचें)djsaA 
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                                      fp= 
fp= 18 

fVIi.kh % vki czsDl MªkWi Mkmu lwph esa fjewo ist czsd fodYi ij fDyd djds ist czsd dks 

gVk Hkh ldrs gSaA  

ist czsd ij dke dks lekIr djus ds ckn lkekU; O;w (Normal View) ij okil ykSVus 

ds fy,] O;w VSc (View tab)ds varxZr odZcqd O;wt+ (Workbook Views) esa 
ukeZy ij fDyd djsaA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u dj ysa% 

Øe la- fØ;kdyki 

1- ist czsd dks lsV djsa] ewo djsa vkSj gVk,aA 

2- uhps nh xbZ odZ'khV rS;kj djsa] Dyksftax cSysal dk ifjdyu djsaA lwph esa 10 

vkSj ensa 'kkfey djsa rFkk fizafVax ds fy, ist czsd lsV djsaA ;fn fo"k;&oLrq 

,d i`"B ij ugha vkrh gS] rks ist cszd dks ewo djsaA bl Qkby dks ensa] 

¼vkidk uke ½ ds uke ls vkus okys vH;kl esa iz;ksx esa ykus d fy, lso 

djsaA  
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ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&&&&&& ist czsd balVZ djus ds fy, ml LFkku ds uhps dh iafDr dks lsysDV 

djsa tgka vki ist czsd balVZ djuk pkgrs gSa A  

2- &&&&&&&& ist czsd balVZ djus ds fy,] ml LFkku ds nkfgus कॉलम का 
चर्न djsa tgka vki ist czsd balVZ djuk pkgrs gSa A  

3- czsd vkWI'ku ist ysvkmV VSc esa &&&&&&&&&& xzqi ds varxZr miyC/k gS A 

4- ist czsd ds lkFk viuk dk;Z lekIr djus ds i'pkr~ vkidks O;w VSc ds varxZr 

&&&&&&& xzqi esa &&&& ij fDyd djus dh vko';drk gksxh A   

l= 5 % ist ysvkmV lsV djuk 

izklafxd tkudkjh 

;fn vkids ikl ,slh odZ'khV gS ftlesa vusd pkVksZa ds lkFk cM+h ek=k esa MkVk gS vkSj vki 

,d is'ksoj fn[kkbZ nsus okyk fizaV लेना pkgrs gSa] rks vki D;k djsaxs\ LizSM'khV lkW¶Vos;j ist 

ysvkmV fodYi dk iz;ksx djrs gq, istksa dks सुव्र्वक्स्र्त djus ds fy, fofHkUu ist 

ys&vkmV fodYi miyC/k djkrk gSA bl vH;kl esa] vki ;g lh[ksaxs fd LizSM'khV ,Iyhds'ku 

esa ist ys&vkmV fodYiksa dks fdl izdkj lsV djuk gSA 

ist ysvkmV fodYi lsV djus ds fy,] fuEufyf[kr pj.k viuk,a% 

 O;w VSc esa odZcqd O;wt+ xzqi ds varxZr ist ys&vkmV fodYi ij fDyd djsaA LizSM'khV 

uhps n'kkZ, x, धचत्र के vuqlkj fn[kkbZ nsxhA vki blesa fuEufyf[kr lsV dj 

ldrs gSa%& 
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                                         fp= 

fp= 19 

 ekftZu (Margin) 

 vksfj,aVs'ku (Orientation) 

 ist gSMlZ ,aM QqVlZ (Page Headres & Footers) 

 fxzM ykbuksa dks gkbM ;k fMLIys djuk 

 i`”B dk माप 

 fizaV ,fj;k dks ifjHkkf"kr djuk 

 cSdxzkmaM fufnZ”V djuk 

 ist lsVvi (Page Setup) xzqi ds varxZr ekftZal (Margins) fodYi ij 

fDyd djsaA fp= 20 esa n'kkZ, x, vuqlkj ,d MªkWiMkmu lwph izdV gksxhA  

 

Figure 19 
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         fp= 
       fp= 20 

 vki ;k rks miyC/k iwoZ&fu/kkZfjr ekftZu fodYiksa esa ls fdlh dks pqu ldrs gSa vFkok 

dLVe ekftZal (Customs Margins) fodYi ij fDyd djds िी viuh 

Lo;a dh ekftZu lsfVax r; dj ldrs gSaA ,d Mk;ykWx ckWDl izdV gksxkA 

                                            fp= 
         fp= 21 

 vki Mk;ykWx ckWDl ds varxZr miyC/k fodYiksa ls Lo;a gh ekftZu ekuksa dks 

र्नधािररत dj ldrs gSaA 

 vki ist ys&vkmV VSc esa ist lsVvi xzqi ds varxZr vksfj,aVs'ku (Orientation) 
ij fDyd djrs gq, ist dh vksfj,aVs'ku ;k rks iksVªsV (Portrait) vFkok ySaMLdsi 

(Landscape) र्नधािररत dj ldrs gSaA  

 vki ist ys&vkmV VSc esa ist lsVvi xzqi ds varxZr lkbt ij fodYi ij fDyd 

djrs gq, ist ds vkdkj dks Hkh lsV dj ldrs gSaA  

 आप सिी संगटठत सेलों के वगि (Area) dks lsysDV djds vkSj fQj  

ist ys&vkmV VSc esa ist lsVvi xzqi ds varxZr fizaV ,fj;k ij fDyd djds fizaV fd, 

tkus okys ,fj;k dks fufnZ"V dj ldrs gSaA uhps n'kkZ, x, vuqlkj ,d MªkWi Mkmu 

fyLV izdV gksxhA 

Figure 21 
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                                        fp= 

fp= 22 

 fizaV izkIr djus ds fy, lsysDV fd, ,fj;k dk र्नधािररत  djus ds fy, lsV fizaV 

,fj;k ij fDyd djsaA vki Dyh;j fizaV ,fj;k fodYi ij fDyd djds fizaV ,fj;k dks 

Dyh;j Hkh dj ldrs gSaA  

 vki ist ys&vkmV VSc esa ist lsVvi ds varxZr cSd xzkmaM 

(Background)fodYi dk iz;ksx djrs gq, viuh 'khV ds cSdxzkmaM Hkh 

fu/kkZfjr dj ldrs gSaA  

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u dj ysa% 

Øe la- fØ;kdyki 

1- fiNys vH;kl esa ensa&¼vkidk uke½ ds uke ls rS;kj dh xbZ odZ'khV dks iqu% 

[kksysaA ekftZuksa dks la'kksf/kr djsa] fizaV izhO;w dk iz;ksx djrs gq, MkWD;qesaV dks 

ns[ksa rFkk ifjorZuksa ij /;ku nsaA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&&&&&& O;w dk iz;ksx djrs gq, LizSM'khV lk¶Vos;j istksa dks सुव्र्वक्स्र्त 
djus ds fy, fofHkUu ys&vkmV fodYi miyc/k djkrk gS A  

2- ekftZu fodYi &&&&&&&& VSc esa &&&&&&& xzqi ds varxZr miyC/k gS A 

3- ist vksfj,aVs'k ds nks izdkj &&&&&&&&&& vkSj &&&&&&&&& gSa A 

l= 6 % cqdodZ dks eSust djuk 
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izklafxd tkudkjh 

LizSM'khV iz;ksDrkvksa dks fizaV djrs le; 'khV ds ifj.kke dks ns[kus ds iz;kstukFkZ fofHkUu O;wt+ 

miyC/k djkrh gSA  

LizSM'khV esa ikap izdkj ds O;wt miyC/k gSaA  

 lkekU; ¼ukeZy½ (Normal View) 

 ist ys&vkmV (Page Layout) 

 ist czsd izhO;w (Page Break Preview) 

 dLVe O;w (Custom View) 

 QqyLØhu (Full Screen) 

vki O;w VSc esa odZcqd O;wt~ ds varxZr mi;qDr fodYi ij fDyक djrs gq, Åij crk, x, 

O;wt+ esa ls fdlh ,d dk p;u dj ldrs gSaA  

  

                                          fp= 

fp= 23 

lkekU; ¼ukeZy O;w½ % LizSM'khV dk fMQkWYV ¼ekud½ O;w lkekU; O;w dgykrk gSA ;g lSyksa dk 

,d laxzg.k gS ftls ,d dk;Z&{ks= esa O;ofLFkr fd;k x;k gksrk gSA 

ist ysvkmV % vki ,sls odZ'khV dks rRdky gh O;ofLFkr vkSj csgrj cukus ds fy, ist 

ysvkmV dk p;u dj ldrs gSa ftlesa cgqr ls pkVZ gksa vFkok cM+h ek=k esa MkVk gks rFkk vki 

,slk djds is'ksoj tSlk ifj.kke izkIr dj ldrs gSaA  

ist czsd izhO;w % ;g fodYi ist&ysvkmV fodYi ds leku gh gS ftlesa varj ;g gS fd vki 

ml {ks= dk p;u dj ldrs gSa ftls ist czsd balVZ djus ds i'pkr~ ,d ist ds :i esa lsV 

fd;k tkuk gSA 

Figure 23 
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dLVe O;wt % ;fn vki fdlh MkWD;qesaV esa p;u fd, x, {ks=ksa dks gh ns[kuk pkgrs gSa] rks vki 

dLVe O;w fodYi dk gh iz;ksx dj ldrs gSaA mnkgj.k ds fy, ;fn vki dqN iafDr;ksa vkSj 

LraHkksa dks gh vyx ls ns[kuk pkgrs gSa] rks vki mUgsa dLVe O;w esa 'kkfey dj ldrs gSaA  

QqyLØhu% bl fodYi dk p;u djus ls odZcqd iwjh LØhu dks doj dj ysrs gSaA leLr VSc 

ml O;w esa ls gV tkrs gSaA VScksa dks iqu% izkIr djus ds fy, Qkby >fjLVksj ij fDyd djsaA 

buds vfrfjDr] LizSM'khV esa] vki vusd foaMks Hkh [kksy ldrs gSa tks orZeku LizSM'khV dks 

iznf'kZr djsaxh rFkk mlds ckn mu foaMks dks vusd izdkj ls O;ofLFkr dj lds gSaA vki vusd 

odZcqd foaMks dks Hkh [kksy rrFkk O;ofLFkr dj ldrs gSaA 

fdlh odZcqd ds lsdsaM baLVkal dks vyx foaMks esa [kksyus ds fy, % 

 foaMks xqzi esa O;w VSc ij U;w foaMks cVu ij fDyd djsaA 

एक से अधधक प्रोग्राम वविंो को व्र्वक्स्र्त करन ेके सलए % 

 

 वविंो गु्रप में अरेंज आल (Arrange All) िटन पर क्क्लक करें A 
vjsat foaMkst Mk;ykWx ckWDl izdV gksxkA 

 VkbYM (Tiled)] gkWjht+ksaVy (Horizontal)] ofVZdy vFkok dSLdsM fodYiksa 

esa ls fdlh ,d ij fDyd djsaA 

 orZeku odZcqd dk dsoy foaMkst+ fMLIysbax O;w 'kkfey djus ds fy,] foaMkst vkWQ 

,fDVo odZcqd pSd ckWDl dk p;u djsaA 

 vksds ij fDyd djsaA  
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            fp= 24 
vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u dj ysa% 

Øe la- fØ;kdyki 

1- vH;kl ,l,l 2 esa vad_¼vkidk uke½] ,l,l 3 esa O;;_¼vkidk uke½ rFkk 

,l,l 4 esa ensa_¼vkidk uke½ 'kh"kZd ls cukbZ xbZ odZ'khVksa dks iqu% [kksysaA 

O;w esU;q ij foaMkst xzqi esa dekaMksa dk iz;ksx djrs gq, rhu foaMks Vkby djsa 

vkSj fQj mUgsa bl izdkj O;ofLFkr djsa fd os vksojySi gks tk,aA izR;sd foaMks 

dks vyx&vyx ewo djsa rFkk ;g ns[ksa fd vU; esa mldk D;k izHkko gksrk 

gSA dSLdsM vkSj Vkby fodYiksa dk Hkh iz;ksx djsaA 

2- fdlh ,d odZcqd dk lSdsaM baLVkWl [kksyus ds fy, U;w foaMks dekaM dk iz;ksx 

djsaA blds mijkar lfØ; odZcqd dh nks foaMks dks gh {kSfrt :i esa O;ofLFkr 

djsaA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- fofHkUu izdkj ds O;w] O;w VSc esa &&&&&&&&& ds varxZr उपलब्ध  gaS A  

2- ikap izdkj ds miyC/k O;w gSa &&&&&&&&] &&&&&&&&] &&&&&&&&] 

&&&&&&&& vkSj &&&&&&& A 
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3- &&&&&&&&&& vkidh odZcqd esa pqus x, {ks= dks ns[kus esa lgk;rk djrk gSA 

l= 7 % lSy vkSj jsat uke ,IykbZ djuk 

izklafxd tkudkjh 

vki odZ'khV esa lSyksa ds fy, uke fufnZ"V dj djrs gSa rFkk ukeksa dks izfo"V djrs gq, fdlh 

fo'ks"k lSy dks rsth ls <wa<us ds fy, mudk iz;ksx dj ldrs gSaA ;g fo'ks"krk ml le; dkQh 

ykHknk;d gS] tc vki cM+h LizSM'khV ij dk;Z dj jgs gSaA mnkgj.k ds fy,] ;fn vkids ikl 

ijpwu dh enksa vkSj muds ewY;ksa dh ,d fo'kky lwph gS] rks vki ml lewph lwph esa ls fdlh 

Hkh oLrq dk tYn irk yxkus rFkk mldk dqy ewY; crk ikus ds fy, uke dk iz;ksx dj 

ldrs gSaA 

bl vH;kl esa] vki lSy rFkk jsat ds uke र्नधािररत करन े dk dk;Z djsaxsA 

,d ubZ LizSM'khV [kksysa rFkk mlesa fuEu izfo"V djsa ¼vkadM+s uhps fn, x, gSa½% 

vc jsatksa ds uke nsus ds fy, fuEufyf[kr pj.k viuk,a%& 

 

 

B                                        
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                  fp= 25 

l Groceries Price List  
2 Item Cost  
3 Apple  30 

4 Banana  5 

5 Cabbage  20 

6 Cauliflower  20 

~7~1 Cherry  20 

s Chilli  100 

9 Cucumber  30 

10 [Ginger  60 

11 Grape  30 

12 Guava  30 

13 Mango  1 2  

14 Pineapple  1 5  

15 Potato  20 

16 Pumpkin  25 

17 Spinach  25 

is Tomato  1 4  
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New Name 

Figure 26 

 mu lSyksa ds lkeus ewY; dk p;u djsa ftuesa lsc (Apple)] dsyk (Banana)] 

psjh (Cherry)] vaxwj (Grapes)] ve:n (Guava)] vke (Mango)] 

vukUukl (Pine Apple) ds ewY; gSa ¼daVªksy dqath dks nck, j[ksa vkSj lSyksa ij 

fDyd djsa & vki pqus tkus okys lSyksa dks ,d lkFk pqu ikus esa leFkZ gksaxs½A jkbV 

fDyd djsa rFkk use , jsat (Name a Range) ----- dk p;u djsaA blds 

fodYi ds :i esa] vki QkewZyk VSc esa fMQkbu usEl xzqi ds varxZr fMQkbu use 

(Define Names) dk p;u Hkh dj ldrs gSaA 

 ,d U;w use Mk;ykWx ckWDl izdV gksxk tks vki ls uke ,aVj djus ds fy, dgsxkAuse 

QhYM esa Qy fy[ksa rFkk vksds ij fDyd djsa ¼uhpsf p= fn;k x;k gS½A 

 

 

                              fp= 
     fp= 26 

 lSyksa ds lkeus mu ewY;ksa dk p;u djsa ftuesa canxksHkh (Cabbage)] QwyxksHkh 

(Cauli flower)] fepZ (Chilli)] [khjk (Cucumber)] vnjd 

(Ginger)] VekVj (Tomato)] lhrkQy (Pumpkin) ] ikyd 

(Spinach)] VekVj (Tomato) ds ewY; fy[ks gSaA jkbV fDyd djsa rFkk bl 

xqzi ds fy, lfCt;ka uke j[ksaA 
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                               fp= 
              fp= 27 

;fn vki fyLV ls Qyksa dh dqy ykxr dk ifjdyu djuk pkgrs gSa] 

 fdlh [kkyh lSy dk p;u djsaA 

 lkFk वाले lSy esa Qyksa dk dqy ewY; Vkbi djsa ]Vkbi djsa =le ¼Qy½  
Sum (Fruit) vkSj ,aVj nck,aA 

;g ns[ksa fd Qy  ds :I esa ukfer dh xbZ lHkh enksa dk ewY; iznf'kZr gks tk,xkA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u dj ysa% 

Øe la- fØ;kdyki 

1- lSyksa rFkk lSy jsatksa ds fy, uke nsa rFkk mUgsa QkewZyk esa iz;ksx djsaA 

2- bl vH;kl esa rS;kj dh xbZ odZ'khV dk iz;ksx djrs gq,] lfCt;ksa ds ewY; 

dk ifjdyu djsa A bl odZcqd dks ijpwu&¼vkidk uke½ ds :i esa lso 

djsaA  

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- odZ'khV esa lSyksa dks uke nsus ls vkidks fufnZ"V lSyksa dks &&&&&&&&& esa vklkuh 

gksrh gS A 

2- fMQkbu use fodYi &&&&&&&& VSc esa &&&&&&&& xzqi ds varxZr miyC/k gksrk 

gS A 

l= 8 % pkVksZa dks l`ftr ekWfMQkbZ vkSj QkesZV djuk 

izklafxd tkudkjh 

pkVZ MkVk dk धचत्रीर् :i esa izn'kZu gS ftlesa MkVk dk izfrfuf/kRo fpg~uksa }kjk fd;k tkrk 

gS] tSls ckj pkVZ esa cklZ] ykbu pkVZ esa ykbusa vFkok ikbZ pkVZ esa lkbYlA pkVZ VSC;wyj 

U;wesfjd MkVk] QaD'kUl vkSj dqN izdkj dh DokfyVsfVo lajpukvksa dk izfrfuf/kRo Hkh dj 

ldrk gSA 
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LizSM'khV vkidks LizSM'khV esaa fn, x, MkVk ds vk/kkj ij pkVksZa dk l`tu djus] muesa la'kks/ku 

djus rFkk mUgsa QkesZV djus esa leFkZ cukrh gSA bl vH;kl esa] vki ;g lh[ksaxs fd LizSM'khV 

dk iz;ksx djrs gq, pkVZ dks dSls cuk;k] la'kksf/kr fd;k vFkok QkesZV fd;k tkrk gSA 

O;; ¼vkidk uke½ odZ'khV dks iqu% [kksysaA 

vc pkVZ rS;kj djus ds fy, fuEufyf[kr pj.k viuk,a% 

 

                                

fp= 

fp= 28 

 leLr O;; laca/kh MkVk dk p;u djsaA 

 balVZ VSc (Insert Tab) ds varxZr pkVZ xqzi ls ml izdkj d pkVZ ij fDyd 

djsa tks vki cukuk pkgrs gSaA 

 pkVZ ds izdkj dk p;u djus ds mijkar LizSM'khV uhps n'kkZ, x, vuqlkj fn[kkbZ 

nsxh:- 
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               fp= 

              fp= 29 

 vki MkVk Vscy esa vko';d संशोधन djrs gq, pkVZ ds ewY;ksa dks Hkh la'kksf/kr dj 

ldrs gSaA 

                                                 ®  Expenses 
© 
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Figure 29 

Expenses per month "̂i) 

Figure 30 
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pkVZ ds vusd vo;o gksrs gSa] ysfdu muesa ls dqN vo;o Lor% gh iznf'kZr gks tkrs gSaA 

mi;qZDr pkVZ esa iz;ksx esa yk, x, dqN vo;oksa dk o.kZu uhps fn;k x;k gS% 

1- pkVZ dk pkVZ ,fj;k (Chart Area ) 

2- pkVZ dk IykWV ,fj;k (Plot area) 

3- pkVZ esa IykWV fd, x, MkVk IokbaV~l (Data Points) 

4- pkVZ esa {kSfrt vkSj Å/oZ ,fDll (Horizontal & Vertical Axis) 

5- pkVZ dk yhtsaM (Legend) 

6- pkVZ esa iz;ksx fd, x, pkVZ ,oa ,fDll VkbVy (Chart & Axis Title) 

7- pkVZ esa MkVk IokbaV ds fooj.kksa dh igpku ds fy, MkVk yscyA (Data Lable) 

fVIi.kh % ,d ckj vkids }kjk LizSM'khV esa pkVZ balVZ dj fn, tkus ds mijkar fjcu ij rhu 

vfrfjDr VSc miyC/k gks tkrs gSa vFkkZr~ fMtkbu] ys&vkmV vkSj QkesZVA vki bu miyC/k 

rhu VScksa dk iz;ksx djrs gq, pkVZ] mlds fMtkbu] ys&vkmV vkSj QkesZfVax fodYiksa dks ,fMV 

dj ldrs gSaA vki fMtkbu VSc esa pkVZ Vkbi] pkVZ fodYiksa vkfn dks Hkh ifjofrZr dj ldrs 

gSa rFkk ys&vkmV VSc 'kh"kZd vkfn Hkh iznku dj ldrs gSa rFkk QkesZV VSc ds varxZr fodYiksa 

esa ckMZj] dyj vkSj lkbt fu/kkZfjr dj ldrs gSaA 

                                         fp= 

fp= 31 

pkVZ ds izdkj 

lgh izdkj ds pkVZ dks pquuk vR;ar egRoiw.kZ gSA vyx&vyx izdkj ds pkVZ MkVk dks 

vyx&vyx rjhds ls iznf'kZr djrs gSaA pkVZ ds Js"B izdkj vkSj QkesZV dk iz;ksx vkidks 

lokZf/kd vFkZiw.kZ rjhds ls MkVk dks n'kkZus esa enn djrk gSA 

ckj pkVZ % ckj pkVZ ¼{kSfrt ckj½ fdlh fuf'pr vof/k ij oLrqvksa ds chp rqyuk ij cy 

iznku djrs gSaA pkVZ ds izdkj esa flysaMj] dksu vkSj fijkfeM tSls mi&izdkj Hkh 'kkfey gSaA 

Figure 31 
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dkWye pkVZ % ckj pkVZ ds foijhr] ftlesa izk;% rqyuk dh tkrh gS] dkWye pkVZ fdlh fuf'pr 

vof/k ds nkSjku gq, ifjorZuksa ij cy iznku djrk gSA bl izdkj ds pkVZ esa Hkh flysaMj] dksu 

vkSj fijkfeM tSls mi&izdkj 'kkfey gksrs gSaA  

ykbu pkVZ % ykbu pkVZ fdlh fuf'pr vof/k ds nkSjku vkadM+ksa esa gq, ifjorZuksa ds laca/k dks 

iznf'kZr djrk gSA 

ikbZ pkVZ % ikbZ pkVZ esa dsoy ,d pkVZ MkVk J`a[kyk fufgr gksrh gSA ikbZ pkVZ laiw.kZ dh 

rqyuk esa mlds Hkkxksa ds laca/k n'kkZrk gSA 

,fj;k pkVZ % ,fj;k pkVZ ,d fuf'pr vof/k ds nkSjku ewY;ksa dk lkis{kh egRo dks n'kkZrk gSA 

,DlokbZ ¼LdSVj½ pkVZ % LdSVj pkVZ ,sls MkVk IokbaVksa ds e/; lg&laca/k n'kkZus ds fy, 

mi;ksxh gksrk gS] ftUgsa dsoy MkVk ls gh vklkuh ls ugha ns[kk tk ldrk gSA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa dju esa iw.kZ fo'okl 

gkfly u djysa% 

Øe la- fØ;kdyki 

1- ,d PkkVZ l`ftr djsaA 

2- uhps fn, x, foØ; MkVk dk iz;ksx djrs gq, ,d odZ'khV rS;kj djsa A 

_ A B C D E 

1 Location January April July October 

2 Acapulco 10 5 208 145 

3 Amsterdam 69 53 76 74 

4 Anchorage 17 13 42.5 52 

5 Dallas 48 S7 5 62 118 

6 Glasgow 110 50 61 112 

7 Madrid 39 48 11 53 

8 New York 99 100 115 36 

9 Tokyo 101 121 189 172 

10 Toronto 55.2 65.4 71 63.5 
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3- bl MkVk dk iz;ksx djrs gq, ckj vkSj ykbu pkVZ rS;kj djsaA vius pkVZ dks 

vkSj vf/kd vkd"kZd cukus ds fy, mlds fMtkbu esa o`f) djsaA 

4- izR;sd 'kgj ds fy, dqy foØ; dk ifjdyu djsaA izR;sd 'kgj dh dqy 

fcØh dks iznf'kZr djrs gq, ,d ikbZ pkVZ rS;kj djsaA 

ewY;kadu % 

I- fjDr LFkkuksa dh iwfrZ dhft,% 
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1- pkVZ vkadM+ksa dk &&&&&&&&& gS] ftlesa MkVk dks fpg~uksa }kjk iznf’kZr fd;k tkrk 

gS tSls ckj pkVZ esa &&&&&&&&&] ykbu pkVZ esa &&&&&&&& vFkok ikbZ pkVZ esa 

&&&&&&&& A 

2- LizSM 'khV esa pkVZ balVZ djus ds mijkar miyC/k gksus okys rhu VSc gSa 

&&&&&&&&&&] &&&&&&&&&& vkSj &&&&&&&&&& A 

II- fuEufyf[kr iz’uksa ds mÙkj nhft,% 

1- pkVZ ds lkr vo;oksa dh lwph cukb, A 

2- LizSM'khV esa miyC/k ikap izdkj ds pkVksZa dh lwph cukb, A 

l= 9 % MkVk dks lkWVZ vkSj fQYVj djuk (Sort & Filter Data) 

izklafxd tkudkjh 

lkWVZ ,d ,slh fo'ks"krk gS tks vkids pqus x, MkVk dks ;k rks vkjksgh Øe esa vFkok vojksgh 

Øe esa O;ofLFkr djus esa lgk;rk djrh gSA fQYVj ,sls fo'ks"krk gS ftldk iz;ksx dqN 'krksZa 

dk iz;ksx djrs gq, fdlh fof'k"V MkVk dks izkIr djus ds fy, fd;k tkrk gSA LizSM'khV esa 

MkVk dh lkWfVZax vkSj fQYVfjax djus ds fy, LizSM'khV }kjk ;s nksuksa lqfo/kk,a iznku dh tkrh 

gSaA 

,d ubZ LizSM'khV [kksfy, rFkk fuEufyf[kr mlesa MkVk izfo"V dhft,% 

                        

                            
 
             

                                                                          fp= 
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vc MkVk dh lkWfVZax vFkok fQYVfjax djus ds fy, fuEufyf[kr pj.k viukb,% 

 LVksj fd, tkus okys MkVk dk p;u dhft, rFkk MkVk VSc esa सॉटि ,aM fQYVj xqzi 

ds varxZr lkWVZ fodYi ij fDyd dhft,A uhps n'kkZ, x, vuqlkj ,d Mk;ykWx 

ckWDl izdV gksxkA 
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 vkidks lkWVZckbZ (Sort by)fo'ks"krk esa bl ckr dks fufnZ"V djuk gksxk fd vki 

fdl vk/kkj ij MkVk dks lkWVZ djus tk jgs gSa rFkk mlds Øe vFkkZr~ vkjksgh vFkok 

vojksgh dk p;u Hkh djuk gksxk vkSj fQj vksds ij fDyd djuk gksxkA mnkgj.k ds 

fy,] ;fn vki 2008 ds foØ;ksa ls MkVk lkWVZ djuk pkgrs gSa] rks vkidks lkWVZ ckbZ 

lwph esa mlds izklafxd fooj.kksa dk p;u djuk gksxk rFkk vksds ij fDyd djuk 

gksxkA ;g LizSM'khV uhps n'kkZ, x, vuqlkj iznf'kZr gksxhA vki ;g ns[k ldrs gSa fd 

MkVk dks 2008 ds vuqlkj lkWVZ fd;k x;k gS rFkk lkFk gh foØ; 2008 QhYM esa 

vkadM+ksa dks vkjksgh Øe esa O;ofLFkr fd;k x;k gS] vFkkZr~ NksVh la[;k ls cM+h la[;k 

rdA 
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MkVk dks fQYVj djus ds fy, fuEufyf[kr pj.k viuk,a% 

 MkVk VSc esa lkWVZ ,aM fQYVj xzqi ds varxZr miyC/k fQYVj fodYi ij fDyd djsaA 

fQYVj lqfo/kk dks viukus ls iwoZ vki dks gSMj ds lkFk laiw.kZ MkVk dk p;u djuk 

gksxk] tSlk fd uhps n'kkZ;k x;k gSA 
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 tc vki fQYVj ij fDyd djrs gSa] rks gSMlZ Mkmu,jks ds lkFk fn[kkbZ nsaxs] tSlk fd 

uhps n'kkZ;k x;k gSA  

 

 

 

 

                       fp= 
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;fn vki foØ; 2009 esa 75 ls vf/kd MkVk fQYVj djuk pkgrs gSa] rks fuEufyf[kr pj.k 

viuk,a% 

 foØ; 2009 gSMj ds varxZr Mkmu ,jks ij fDyd djsa] ,d MªkWiMkmu lwph izdV 

gksxh tSlk uhps n'kkZ;k x;k gSA 
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             fp= 37 

 vc vki lwph esa miyC/k ekuksa dk p;u djds fQYVj dks fufnZ"V dj ldrs gSaA 

 vki Mªki Mkmu lwph esa miyC/k fodYi lkWVZ LekWysLV Vq yktsZLV vFkok lkWVZ yktsZLV 

Vq LekWysLV dk p;u djus ij Hkh fQYVj fd, x, MkVk dks lkWVZ dj ldrs gSaA 

 MªkWiMkmu lwph ds varxZr uEcj fQYVj fodYi ij fDyd djsa ] tc vki fDyd 

djsaxs] rks fuEufyf[kr mi&esU;w izdV gksxkA 

 

                                        fp= 
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Figure 38 
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 ;gka vki bl 'krZ dk p;u dj ldrs gSa fd vki lwph esa MkVk ds fy, funsZ'k nsuk 

pkgrs gSa] ;fn vki xzsVj nsu ------ (Greater Then…) fodYi pqurs gSaa] rks 

fuEufyf[kr Mk;ykWx ckWDl izdV gksxkA 
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 ml eku dks fufnZ"V djsa tks vki oSY;q ckWDl esa pkgrs gSa] ¼;gka ;g 75½ gS vkSj vksds 

ij fDyd djsaA LizSM'khV uhps n'kkZ, x, vuqlkj fn[kkbZ nsxhA /;ku nsa fd foØ; 

2009 ds varxZr dsoy 75 ls vf/kd dk MkVk gh n'kkZ;k x;k gSA 

                                        fp= 
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vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u djysa % 

Figure 39 

Figure 40 
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Øe la- fØ;kdyki 

1- visf{kr Øe esa MkVklsV dks lkWVZ djsaA 

2- fofufnZ"V ekin.M ij MkVk fQYVj djsaA 

3- uhps fn, x, MkVk ds lkFk ,d odZ'khV rS;kj djsaA izfr'kr dk ifjdyu 

djsaA bldk iz;ksx MkVk dks fo"k;okj rFkk lkFk gh jSadokj lkWVZ djus ds fy, 

djsaA bl Qkby dks Nk=_¼vkidk uke½ ds :i esa lso djsaA 

Nk= ijh{kk 1 ijh{kk 2 ijh{kk 3 ijh{kk 4 

f'kYik 

Shilpa 

50 65 57 77 

'khyk 

Sheela 
98 99 78 58 

vfody  

Avikal 

76 78 98 96 

oSHko 

Vaibhav 

87 78 92 67 

vfHkthr 

Abhijeet 
56 88 66 88 

lqjfHk 

Surbhi 
68 85 92 99 

dfork 

Kavita 

99 58 78 89 

rfu"d 

Tanishq 
79 78 56 78 

fo'okad 

Vishvank 
59 81 78 67 

 

 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- lkWVZ ;k rks  &&&&&&&&& Øe esa vFkok  &&&&&&&& Øe esa vkidh p;fur 

MkVk dks O;ofLFkr djus esa lgk;rk djrk gS A 
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2- fQYVj dk iz;ksx djrs gq, vki &&&&&&& ds vk/kkj ij MkVk dks fudky ldrs gSa 

A 

3- lkWVZ fodYi MkVk VSc ds varxZr &&&&&&&& xzqi esa miyC/k gSa A 

4- fQYVj fodYi MkVk VSc ds varxZr &&&&&&&& xzqi esa miyC/k gSa A  

l= 10 % odZ'khV~l ij MkVk dks dSYdqysV djuk 

izklafxd tkudkjh 

eku yhft, fd vki iz/kku dk;kZy; esa dk;Z dj jgs gSa tks Ng {ks=ksa ds fy, MkVk dk 

vuqj{k.k dj jgk gS rFkk vki fiNyh frekgh ls izR;sd {ks= dh vkSlr fcØh dh fuxjkuh 

djus ds fy, ,d gh izdkj ds odZ'khV ys&vkmV vkSj yscyksa dk iz;ksx dj jgs gSaA izR;sd 

'khV esa {ks=okj gSfMaXl gSa ¼tSls {ks= 01] {ks= 02 ------- {ks= 06½ vkSj izR;sd 'khV esa ,p 15 (H 

15) rd lSy gSa rFkk ml frekgh dh dqy fcØh dk ifjdyu bl izdkj fd;k tkrk gSA 

;fn vki frekgh ds nkSjku vkSlr fcØh dk vkadM+k izkIr djuk pkgrs gSa] rks vki D;k djsaxs\  

bl vH;kl esa vki ;g lh[ksaxs fd fofHkUu odZ'khVksa ij MkVk dk ifjdyu fdl izdkj fd;k 

tkrk gSA  

,d ubZ odZ'khV [kksysaA bls o"kZ 1 ds :i esa 'khV 1 dk uke nsa rFkk fuEufyf[kr MkVk Vkbi 

djsaA 

 

 

I 
1 Name 

2 House Rent 
A B C D E F G H 

                                       January February March April   May June 
4  

      

 

 

 

                                          fp= 

3 Electric Bill Grocery 

Expenses Travelling 

Expenses Phone/Mobile 

Phone 

300 2550 25503000    35003600 
700    750   800850 300 625 
1000 1200 950350 1500 

1250 
500    600   750680 1000 950 
400    500   350600              800| 6Bq! 
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fp= 41 

vc odZ'khVksa esa MkVk dk ifjdyu djus ds fy, fuEufyf[kr pj.k viuk,aA 

 'khV 2 (Sheet 2) ij tk,a] bls o"kZ 2 (Year 2) 'khV dk uke nsa rFkk vxys 

o"kZ ds fy, 'khV 2 (Sheet 2)  esa leku vkadM+s HkjsaA 

 'khV 2 ijtk,a] bls ;ksxukensarFkkblesaHkhlekuyscy 'kkfeydjsaA 

 lSy (B2) esa ;ksx QkewZyk Vkbi djsa ] = Sum ¼] vkSj tcfd dks"Bd [kqyk gh 

gS] o"kZ 1 'khV ij tk,a rFkk o"kZ 2 'khV ij tk,a vkSj ,aVj izsl dj nsaAvU; 

O;;ksa dk ifjdyu djus ds fy, Hkh ;gh pj.k nksgjk,aA ;g ns[ksa fd jsat fdl 
izdkj fufnZ"V dh xbZ gS ¼'khV dk uke ]lSy la[;k½A 
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igys mBk, x, iz'u dk mÙkj nsus ds fy,] vki ,d ubZ 'khV rS;kj dj ldrs gSa] ftldk 

uke    gksxk &frekgh lkj (Quarter Summary)A vkSlr dk irk yxkus ds fy,] 

lkj 'khV esa fdlh ,d lSy esa fuEufyf[kr QkewZyk izfo"V djsa % 

Average (Region : Region 06!415) 

LizSM'khV Region 01 % Region 06 dh ifjf/k esa lHkh 'khVksa ij ,p 15 esa LVksj fd, 

x, lHkh ekuksa ds vkSlr dk ifjdyu dj nsxhA ;fn vki {ks= 04 vkSj {ks= 05 ds chp {ks= 

06 dks ewo dj nsaxs] rks lkW¶Vos;j {ks= 01] 02] 03] 04 vkSj 06 ds fy, 'khVksa dks 'kkfey 

djus ds fy, ifjdyu dks ,MtLV dj ysxk rFkk {ks= 5 dks NksM+ fn;k tk,xkA blh izdkj] 

;fn vki {ks= 01] vkSj {ks= 06 ds chp dgha Hkh dksbZ 'khV tksM+saxs vFkok gVk,axs] rks lkW¶Vos;j 

vius ifjdyu esa ml ifjf/k ds Hkhrj fLFkr leLr 'khVksa dks Lor% gh 'kkfey dj ysxkA 

vH;kl % 
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fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u djysa% 

Øe la- fØ;kdyki 

1- odZ'khVksa ij ifjdyu djsaA 

2- izFke vkSj f}rh; VeZ ds fo"k;ksa vkSj vadksa ds lkFk 2 odZ'khVsa rS;kj djsaA ,d 

vU; odZ'khV vFkkZr~ vkSlr rS;kj djsa rFkk lHkh fo"k;ksa ds vadksa ds vkSlr 

dk ifjdyu djsaA 

l= 11 % eYVhiy odZcqdksa dk iz;ksx vkSj lSyksa dh fyafdax djuk 

izklafxd tkudkjh 

LizSM'khV vkidh fofHkUu lzksrksa ls MkVk dks laf{kIr djus ds fy, fofHkUu odZ'khVksa ls rFkk 

fofHkUu LizSM'khVksa ls lSyksa dks fyad djus esa Hkh lgk;rk djrh gSA bl rjhds ls vki ऐसा 
QkewZyk rS;kj dj ldrs gSa tks fofHkUu lzksrksa esa O;kIr gksrs gSa rFkk vki LFkkuh; vkSj lac) 

lwpuk ds la;kstu dk iz;ksx djrs gq, ifjdyu dj ldrs gSaA vki vU; LizSM'khVksa ls MkVk 

dks fyad Hkh dj ldrs gSa rFkk vki gj ckj MkVk esa ifjorZu gksus dh fLFkfr esa fofHkUu LFkkuksa 

dks laikfnr fd, fcuk viuh lwpuk dks v|ru cuk, j[k ldrs gSaA mnkgj.k ds fy,] vki 

lzksrksa ds chp lwpuk dh lk>snkjh fd, fcuk fooj.kksa ds iwokZoyksdu ds fy, fofHkUu foHkkxksa 

ls MkVk dks iznf'kZr dj ldrs gSaA 

bl vH;kl esa] vki ;g lh[ksaxs fd fofHkUu LizSM'khV vuqiz;ksxksa ls lSyksa dks fdlh izdkj fyad 

fd;k tkuk gSA 

,d ubZ LizSM'khV [kksys rFkk mlesa fuEufyf[kr MkVk izfo"V djsa% 

                     

 

 

                                     fp= 
           fp= 43 
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fofHkUu odZ'khV ls lSyksa dks fyad djus ds fy, fuEufyf[kr pj.k viuk,a% 

 ,d ubZ LizSM'khV odZcqd [kksysaA 

 Mlesa dksbZ QkewZyk Vkbi djsa] mnkgj.k ds fy, fdlh Hkh lSy esa ;ksx dk 
QkewZyk =Sum¼] vkSj tc की dks"Bd [kqyk gh gS] rks O;w VSc esa foaMks xzqi ds 
varxZr fLop foaMkst fodYi ij fDyd ij fDyd djsaAlfØ; odZcqd ukeksa ds 
lkFk ,d MªkWiMkmu lwph izdV gksxhA 

                               fp= 

fp= 44 

 vkids }kjk l`ftr dh xbZ iwoZ LizSM'khV dk p;u djus ds fy, cqd 1 ij fDyd djsa 

rFkk lSy A2D2 dk p;u djsaA 

 

                                    fp= 
fp= 45 

 ,aVj nck,aA vki nwljh LizSM'khV ij okil vk tk,axsA ftl lSy ij vkius QkewZyk 

,aVj fd;k Fkk] mlesa igyh LizSM ds ekuksa dk ;ksx vk tk,xkA ml rjhds dks ns[ksa 

ftlls lkW¶Vos;j lSy jsQsjsal iznku djrk gSA ;fn vki izFke LizSM'khV esa fdlh oSY;w 

dks v|ru cukrs gSa] rks nlwjh LizSM'khV esa Hkh le oSY;w Lor% gh v|ru gks tkrh gSA 

bls djus dk iz;kl djsaA 

Figure 44 
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vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u djysa% 

Øe la- fØ;kdyki 

1- lSyksa dks fyad djsa rFkk odZcqdksa esa ifjdyu djsaA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- fLop foaMkst fodYi O;w VSc ds varxZr &&&&&&&&& xzqi esa miyC/k gSa A 

2- fofHkUu &&&&&&& @ &&&&&&&&&&& ls lSyksa dh fyafdax vkidks fofHkUu lzksrksa 

ls MkVk dk laf{kIrhdj.k djus esa enn djrh gS A 

3- MkVk fyafdax fofHkUu LFkkuksa ij ,fMfVax fd, fcuk lwpuk dks &&&&&&&& j[kus esa 

vkidh lgk;rk djrh gS A 

l= 12 % odZ'khV MkVk dh 'ks;fjax djuk 

izklafxd tkudkjh 

vf/kdka'k lsfVaxksa esa] 'ks;MZ Mªkbo fo|eku gksrs gSa tgka टीम gj fdlh ds iz;ksx ds fy, 

lkekU; Qkbyksa dks LVksj dj ldrh gSaA blesa lkekU;r% ;g lans'k fn[kkbZ nsrk gS % ^^MkWD;qesaV 
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¼Qkby dk uke½ fdlh vU; iz;ksDrk }kjk ,fMfVax ds fy, ykWd fd;k x;k gSA bl MkWD;qesaV 

dh केवल पढने के सलए (Read only) dkWih [kksyus ds fy,] fDyd djsaA ;g 

lans'k blfy, izdV gksrk gS fd fdlh vkSj us igys gh ;g Qkby [kksyh gksrh gSA rFkkfi] 

dHkh&dHkh ;g vko';d gks tkrk gS fd ,d gh Qkby ij ,d le; ij vusd O;fDr dk;Z 

djsaA ,slk ;k rks MkVk ,aVªh dh xfr esa o`f) djus vFkok lg;kstu ds iz;kstu ds fy, dk;Z 

dks vklku cukus ds fy, fd;k tkrk gSA 

LizSM'khV lkW¶Vos;j iz;ksDrk dks odZcqd dks 'ks;j djus rFkk bls usVodZ esa ,sls LFkku ij 

j[kus esa leFkZ cukrk gS] tgka vusd iz;ksDrk ,d gh lkFk ml rd igqap cuk ldrs gSaA bl 

vH;kl esa] vki odZ'khV dks 'ks;j djuk lh[ksaxsA 

,d ubZ LizSM'khV [kksysa rFkk ml ij fuEufyf[kr Vkbi djsaA 
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vc bl LizSM'khV dks 'ks;j djus ds fy, fuEufyf[kr pj.k viuk,a% 

 fjO;w VSc (Review Tab) esa psatst+ (Changes) xzqi ds varxZr 'ks;j 

usVodZ (Share Network)  ij fDyd djsaA 

 uhps n'kkZ, x, vuqlkj ,d Mk;ykWx ckWDl izdV gksxkA 
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 bl fodYi ij fDyd djsa % ,ykm psatst ckbZ eksj nSu ou ;wtj ,V fn lse 

Vkbe@fnl vkYlks ,ykmt+ odZcqd eftZaxA (Allow Changes by 

then one user at the same time. This also allows 
workbook mergigng) 

 vksds ij fDyd djsaA 

fVIi.kh % vf/kdka'k LizSM'khV lkW¶Vos;j Lor% gh 'ks;j dh xbZ odZcqdksa esa dqN fo'ks"krkvksa dks 

can dj nsrs gSaA ;g odZcqd dks ljyh—r djus ds fy, gksrk gS D;ksafd ,d gh le; ij 

vusd O;fDr ml Qkby ij dk;Z dj jgs gksrs gSaAmnkgj.k ds fy,] 'ks;j dh xbZ odZcqdsa 

lSyksa dh ekftZax] daMh'kuy QkesZfVax vFkok fiDpj@xzkQ vkfn dh balfVZax dh vuqefr iznku 

ugha djrh gSaA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa dju esa iw.kZ fo'okl 

gkfly u djysa% 

Øe la- fØ;kdyki 

1- vU; iz;ksDrkvksa ds lkFk odZ'khV MkVk dks 'ks;j djsaA  
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ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- 'ks;j odZcqd fodYi fjO;w VSc ds varxZr &&&&&&&&& xzqi esa miyC/k gS A 

2- 'ks;j dh xbZ odZcqdsa  &&&&&&&] &&&&&&&&&&& dh rFkk &&&&&&&&& 

vFkok &&&&&&&&&& balVZ djus dh vuqefr ugha nsrh gSa A  
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bdkbZ 5 %  

fMftVy isztsaVs'ku ¼baVjehfM,V½ 
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■  
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fo"k; &lwph 

bdkbZ 5 % fMftVy isztsaVs'ku ¼baVjehfM,V½ 

l= 1 % ewoh fDyi balVZ djuk 

l= 2 % vkWfM;ks fDyi balVZ djuk 

l= 3 % Vscyksa ds lkFk dk;Z 

l= 4 % pkVksZa ds lkFk dk;Z 

l= 5 % Vªkath'kal balZV djuk 

l= 6 % ,fues'ku balZV djuk 

l= 7 % vkWCtsDV~l dh xzqfiax 

l= 8 % Lihdj uksV~l balZV djuk 

l= 9 % fo"k;&oLrq dh iqujh{kk 

l= 10 % izstsVsa'ku nsus dh rS;kjh 

l= 11 % izstsVsa'ku dks fizaV djuk 
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l= 1 % ewoh fDyi balVZ djuk 

izklafxd tkudkjh 

izstsaVs'ku iz;ksDrk dks ml izstsaVs'ku esa ewoh fDyi tksM+us dh vuqefr iznku djrh gS rkfd ml 

izstsaVs'ku dks vf/kd jaxhu vkSj vFkZiw.kZ cuk;k tk ldsA vki baVjusV ls MkmuyksM dh xbZ 

ewoh vFkok ;w&V~;wc ohfM;ks Hkh balVZ dj ldrs gSaA 

bl vH;kl esa vki ;g lh[ksaxs fd LykbMksa esa ewoh fDyi fdl izdkj balVZ dh tkrh gSA 

izstsaVs'ku lkW¶Vos;j dk iz;ksx djrs gq, ,d ubZ Qkby [kksysaA 

vki nks izdkj ls ewoh balVZ dj ldrs gSa% 

 balVZ VSc dk iz;ksx djds 

 VkbVy vkSj daVsaV ys&vkmV vkWI'ku dk iz;ksx djds 

balVZ VSc esa ehfM;k fDyIl xzqi ds varxZr ewoh fodYi ij fDyd djsaA uhp n’kkZ, x, ds 

vuqlkj ,d MªkWiMkmu izdV gksxkA 

 

                                        fp= 

fp= 1 

vki ml ewoh fDyi dks] tks vkius igys ls gh baVjusV ls MkmuyksM dh gS] balVZ djus ds 

fy, ewoh ÝkWe Qkby ---- fodYi dk p;u dj ldrs gSaA uhps n'kkZ, x, vuqlkj ,d 

Mk;ykWx ckWDl izdV gksxkA\ 

 

 

 

Figure 1 
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                                        fp= 

fp= 2 

vki ewoh fDyi dks yksdsV dj ldrs gSa rFkk mls LykbM esa balVZ djus ds fy, vksds fDyd 

djsaA ;g izstsaVs'ku uhps n'kkZ, x, vuqlkj fn[kkbZ nsxhA 
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fp= 3 

Figure 2 

Figure 3 



 

241 

vki ehfM;k fDyi dks pykus ds fy, miyC/k nks fodYiksa vFkkZr~ vkWVksesfVdyh 

(Automatically) vFkok Ogsu fDyDM (When Clicked) esa ls fdlh ,d 

dks lsV dj ldrs gSaA 

blds vykok] vki fDyi vkxsZukbtj (Clip organizer) ds varxZr miyC/k ewoh 

fDyiksa dks balVZ djus ds fy, ewoh ÝkWe fDyi vkxsZukbtj ---- fodYi dk p;u Hkh dj ldrs 

gSaA  

 

 

                                        fp= 

fp= 4 

vki fdlh Hkh miyC/k ewoh dk p;u dj ldrs gSa rFkk mls LykbM esa balVZ dj ldrs gSaA 

LykbM esa ,d ckj ewoh fDyi balVZ dj fn, tkus ds mijkar] izstsaVs'ku uhps n'kkZ, x, 

vuqlkj fn[kkbZ nsxhA \ 

 

 

Figure 4 

Figure 5 
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                                          fp= 

fp= 5 

ys&vkmV fodYi dk iz;ksx djuk 

izstsaVs'ku lkW¶Vos;j dk iz;ksx djrs gq, ,d ubZ Qkby [kksysa rFkk LykbM ds ys&vkmV esa 

ifjorZu djsaA 

gkse VSc esa LykbM~l xzqi ds varxZr miyC/k ys vkmV fodYi ij fDyd djsa] ,d MªkWiMkmu 

lwph izdV gksxh] tSlk fd uhps n'kkZ;k x;k gSA  
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VkbVy ,aM daVsaV fodYi ij fDyd djsa rFkk LykbM ysvkmV ds lkFk n'kkZbZ tk,xh] tSlk 

fd uhps fn[kk;k x;k gSA  
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                                        fp= 

fp= 7 

vki ysvkmV fodYi esa -----vkbdkWu ij fDyd djrs gq, LykbM esa ewoh dks balVZ dj ldrs 

gSaA tc vki vkbdkWu dks fDyd djrs gSa] uhps n'kkZ, x, vuqlkj ,d Mk;ykWx ckWDl izdV 

gksxkA 

 

 

                                          fp= 

fp= 8 

tc vki LykbM 'kks dks vkjaHk djsaxs] rks ;g ewoh fDyi Lor% gh LykbM ij pysxkA 

Figure 7 

Figure 8 
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vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u dj ysa % 

Øe la- fØ;kdyki 

1- balVZ fodYi dk iz;ksx djrs gq, ewoh fDyi balVZ djsaA 

2- ysvkmV fodYi dk iz;ksx djrs gq, ewoh fDyi balVZ djsaA 

3- ^ty ij fopkjksa ds izHkko* vFkkZr~ ^czg~ekaM esa gekjk LFkku* vFkok ^oSf'od 

rkiu ds izHkko* ij fofHkUu fDyi MkmuyksM djsaA Qkby dk mi;qDr uke 

nsrs gq, ,d izstsaVs'ku rS;kj djsaA izklafxd ohfM;ks fDyi balVZ djsa rFkk 

izstsaVs'ku dks lso djsaA vki bl Qkby dk iz;ksx vkxkeh l=ksa esa Hkh dj 

ldrs gSaA  

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- izstsaVs'ku iz;ksDrk dks izstsaVs'ku esa &&&&& vkSj &&&&&&&& tksM+us esa leFkZ cukrh 

gS rkfd ml izstsaVs'ku dks vf/kd jaxhu vkSj vFkZiw.kZ cuk;k tk lds A  

2- vki ewoh fDyi balVZ djus ds fy, nks fodYiksa vFkkZr~ &&&&& vkSj &&&&&&&& 

dk iz;ksx dj ldrs gSa A 

3- ewoh fodYi ds varxZr miyC/k nks fodYi  &&&&& vkSj &&&&&&&&gSa A 

4- ewoh fodYi balVZ VSc ds varxZr &&&&& xzqi esa miyC/k gSa A 

l= 2 % vkWfM;ks fDyi balVZ djuk 

izklafxd tkudkjh 

vki ohfM;ks dh gh Hkkafr izstsaVs'ku esa vkWfM;ks fDyi Hkh 'kkfey dj ldrs gSaA mnkgj.k ds 

fy, vki viuh izstsaVs'ku ds nkSjku cSdxzkmaM E;wftd (संगीत) pyk ldrs gSaA bl vH;kl 

esa vki ;g lh[ksaxs fd LykbMksa esa vkWfM;ks fDyi fdl izdkj tksM+h tkrh gSA  

izstsaVs'ku lkW¶Vos;j dk iz;ksx djrs gq, ,d ubZ Qkby [kksysaA balVZ VSc esa ehfM;k fDyIl 

xzqi esa lkmaM (Sound) fodYi ij fDyd djsaA ,d MªkWiMkmu lwph izdV gksxh] tSlkfd 

fp= 9 esa n'kkZ;k x;k gSA   
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                                         fp= 

fp= 9 

vki lkmaM fDyi balVZ djus ds fy, lkmaM ÝkWe Qkby----- fodYi ij fDyd dj ldrs gSaA 

uhps n'kkZ, x, vuqlkj ,d Mk;ykWx ckWDl izdV gksxkA  

 

 

 

 

 

 

Figure 9 

Figure 10 
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fp= 

fp= 10 

vki vkWfM;ks fDyIk dks yksdsV (सही स्र्ान पर चुनना) djus ds mijkar mls LykbM esa 

balVZ djus ds fy, vksds ij fDyd djsaA vki mUgha pj.kksa dk ikyu djsa tks vkius ewoh 

fDyi dks balVZ djus ds fy, lh[ks FksA /ofu;ksa dh lwph ds fy, lkW¶Vos;j esa ,d bufcYV 

fDyi vkWxsZuktj Hkh gSA vki lkmaM ÝkWe fDyप vkWxsZukbtj----- fodYi ds ek/;e ls bu /ofu 

fDyiksa rd igqap cuk ldrs gSaA tc vki lkmaM fDyi balVZ djus dk dk;Z iwjk djds 

LykbM&'kks dks vkjaHk djsaxs] rks vkWfM;ks fDyi Lor% gh py tk,xhA  

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u dj ysa % 

Øe la- fØ;kdyki 

1- izstsaVs'ku esa ,d lkmaM fDyi balVZ djsaA 

2- ,d mi;qDr laxhr fDyi MkmuyksM djsa rFkk fiNys l= esa rS;kj dh xbZ 

Qkby dks iqu% [kksysaA viuh izstsaVs'ku ds izHkko esa o`f) djus ds fy, mlesa 

laxhr Qkby dks Hkh tksM+saA  

ewY;kadu  % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- vki ohfM;ks dh gh Hkkafr izstsaVs’ku esa &&&&&&&& Hkh 'kkfey dj ldrs gSa A 

2- vkfM;ks fDyi dk iz;ksx izstsaVs'ku djrs le; &&&&&&&&&& laxhr pykus ds 

fy, fd;k tkrk gS A 

3- /ofu fodYi &&&&& VSc ds varxZr ehfM;k fDyi xqzi esa miyC/k gS A 

l= 3 % Vscyksa ds lkFk dk;Z 

izklafxd tkudkjh 

izstsaVs'ku lkW¶Vos;j iz;ksDrk dks lkaf[;dh MkVk dks vf/kd vFkZiw.kZ <ax ls vfHkO;Dr djus ds 

mís'; ls vkidks LykbMksa esa टेिल िनान ेesa leFkZ cukrk gSA 
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bl vH;kl esa vki Vscyksa ds lkFk dk;Z djuk lh[ksaxsA  

izstsaVs'ku lkW¶Vos;j dk iz;ksx djrs gq, ,d ubZ Qkby [kksysaA vki nks izdkj ls Vscysa balVZ 

dj ldrs gSa% 

 balZV VSc dk iz;ksx djds] 

 VkbVy ,aM daVsaV fodYi dk iz;ksx djdsA 

balVZ VSc esa Vscy xqzi ds varxZr Vscy fodYi ij fDyd djsa] ,d MªkWiMkmu izdV 
gksxk tSlk fd uhps n'kkZ;k x;k Gsa 

 

 

 

 

 

 

 

 

 

 

 

                                          fp= 

fp= 11 

Figure 11 
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vkius visf{kr la[;k esa ckWDlksa ds Åij ekml dks MªSx djrs gq, oMZ izkslslj esa टेिल 
dks l`ftr djuk lh[kk gSA ;gka ij Hkh ogh i)fr viuk,a rFkk uhps n'kkZbZ xbZ 
rkfydk rS;kj djsaA vc rkfydk cukus ds fy,  balVZ Vscy-----vkSj MªkW Vscy (Draw 

table) fodYiksa dk iz;ksx Hkh djsaA 

 

 

                                        fp= 

fp= 12 

                                          fp= 

fp= 13 

VkbVy vkSj daVsaV fodYiksa dk iz;ksx djuk 

Figure 12 

Figure 13 
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izstsaVs'ku lkW¶Vos;j dk iz;ksx djrs gq, ,d ubZ Qkby [kksysa rFkk LykbM ds ysvkmV esa 

ifjorZu djsaA LykbM ds ysvkmV esa ifjorZu djus ds fy, fuEufyf[kr pj.k viuk,a% 

gkse VSc esa LykbM~l (Sides) xzqi ds varxZr miyC/k ysvkmV fodYi ij fDyd djsa 

tSlk vkius ewoh fDyi dk p;u djrs gq, fd;k FkkA MkWiMkmu lwph esa ls VkbVy vkSj daVsaV 

ij fDyd djsaA vki ysvkmV ds Hkhrj miyC/k -----vkbdkWu ij fDyd djrs gq, LykbM esa 

Vscy balVZ dj ldrs gSaA tc vki vkbdkWu ij fDyd djrs gSa तो] uhps n'kkZ, x, vuqlkj 

,d Mk;ykWx ckWDl izdV gksxkA  

 

 

 

 

                               

 

 

 

 

 

 

fp= 

fp= 14 

vc mu कॉलमों vkSj iafDr;ksa dh la[;k ds fy, oSY;w izfo"V djsa tks vki viuh rkfydk esa 

j[kuk pkgrs gSaA mnkgj.k ds fy, ;fn vkidks 3 कॉलम vkSj 3 iafDr;ksa okyh Vscy pkfg, 

rks uEcj vkWQ dkWYEl rFkk uEcj vkWQ jkst nksuksa gh QhYMksa esa 3&3 Vkbi djsaA 

Figure 14 
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LykbM esa rkfydk dks 'kkfey dj ysus ds mijkar] vfrfjDr VSc &fMtkbu vkSj ysvkmV 
(Design & Layout) miyC/k gks tkrs gSaA vki mudk iz;ksx Vscy dh vkxs vkSj 

QkesZfVax djus ds fy, dj ldrs gSaA 

 

 

 

 

 

 

fp= 

fp= 15 

vki fMtkbu VSc esa Vscy LVkbYl xzqi dk iz;ksx djrs gq, cSdxzkmaM] ckWMZj vFkok bQsDV~l 

esa ifjorZu djds rkfydk ds fMtkbu dks Hkh cny lds gSaA fdlh fo'ks"k fMtkbu dk iz;ksx 

djus ds fy,] Vscy LVkbYl ds varxZr ,d fMtkbu dk p;u djsa rFkk ml ij Mcy fDyd 

djsaA ;fn vki fMtkbu dks cnyuk pkgrs gSa] rks Vscy LVkbYl xzqi ds varxZr fdlh fHkUu 

fMtkbu dk p;u djsa rFkk u, fMtkbu ij Mcy fDyd djsaA 

vkius izstsaVs'ku esa Vscy cukuk lh[kk gS] ijarq ;fn oMZ izkslslj MkWD;qesaV vFkok LizSM'khV esa 

dksbZ rkfydk igys ls gh fo|eku gks] rks vki mls lh/ks ogka ls izkIr dj ldrs gSaA ,slk 

djus ds fy,% 

LykbM dks ,fMV eksM esa j[krs gq, balVZ esU;w ls vkWCtsDV (Object) dk p;u djsaA 

 blaVZ vkWCtsDV Mk;ykWx ckWDl esa] fØ,V ÝkWe Qkby (Create Form File) 
fodYi ij fDyd djsa rFkk ml MkWD;qesaV vFkok LizSM'khV dk irk yxkus vkSj mldk 

Figure 15 
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p;u djus]के सलए ftlesa rkfydk fo|eku gS] czkmt ij fDyd djsaA izstsaVs'ku 

lkW¶Vos;j Lor% gh rkfydk dks balVZ dj nsxkA  

 tc vki vksds ij fDyd djsaxs] rks leLr MkWD;qesaV vFkok LizSM'khV gh vkidh 
LykbM esa vktk,xhA ;fn Vscy ds lkFk nLrkost esa vkSj Hkh VsDLV vk x;k gS] 
rks vfrfjDr VsDLV dks gVkus ds fy, balVZ fd, x, VsDLV ij Mcy fDyd 
djsaA 

 D;k vkius balVZ djrs gq, fyad psd ckWDl dks psd fd;k gSA ,slk djus ij] 

tc vki MkWD;qesaV vFkok LizSM'khV esa Vscy viMsV djysa] rks izstsaVs'ku lkW¶Vos;j 
esa ykbZ xbZ Vscy ij दाटहने (Right) fDyd djsa vkSj viMsट fyad fodYi 
dk p;u djsaAykbZ xbZ Vscy Lor% gh अपिटे हो tk,xhA 

 Vscy dks LykbM ij tekus ds fy, bls MªSx djsa vkSj lgh fLFkfr ij MªkWi dj nsaA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u djysa% 

Øe la- fØ;kdyki 

1- balVZ vkSj ys&vkmV VSc dk iz;ksx djrs gq, izstsaVs'ku esa ,d Vscy balVZ 

djsaA 

2- izstsaVs'ku esa Vscy ds fMtkbu vkSj QkesZV esa ifjorZu djsaA 

3- fdlh vU; ,Iyhds'ku ls Vscy izkIr djsaA 

4- ,d ubZ Qkby [kksysaA bl vH;kl esa vusd iafDr;ksa vkSj LraHkksa okyh nh xbZ 

Vscy dks balVZ djus dk iz;kl djsa rFkk lkFk gh fMtkbu VSc ds varxZr 

Vscy LVkbyksa dk iz;ksx djrs gq, fofHkUu iwoZ&fu/kkZfjr LVkbyksa dk iz;ksx 

djsaA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&&&&& dk iz;ksx fdlh izstsaVs'ku esa lkaf[;dh; vkadM+ksa dk vFkZiw.kZ rjhds ls 

izfrfuf/kRo djus ds fy, fd;k tkrk gS A 

2- Vscy fodYi balVZ VSc ds varxZr &&&&&&&&& xzqi esa miyC/k gS A 

3- VScy cukus ds nks rjhds gSa % &&&&&&&& vkSj &&&&&&&&& A 
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4- Vscy dh ,fMfVax vkSj QkesZfVax ds fy, miyC/k vfrfjDr VSc &&&&& vkSj 

&&&&&& gSa A  

l= 4 % pkVksZa ds lkFk dk;Z djuk 

izklafxd tkudkjh 

izstsaVs'ku lkW¶Vos;j iz;ksDrk dks LykbMksa esa pkVZ balVZ djus esa leFkZ cukrs gSa rkfd muds 

lkaf[;dh; vkadM+ksa dk izn'kZu fp=h; :i esa fd;k tk ldsA ;g lqfuf'pr djrk gS fd 

n'kZd tfVy vkadM+ksa dks vklkuh ds lkFk rRdky gh le> ysaaA 

bl vH;kl esa] vki pkVksZa ds lkFk dk;Z djuk lh[ksaxsA izstsaVs'ku lkW¶Vos;j dk iz;ksx djrs 

gq, ,d ubZ Qkby [kksysaA LykbM esa pkVZ balVZ djus ds fy,] balVZ VSc esa byLVªs'ku 

(Illustration)xzqi ds varxZr pkVZ fodYi ij fDyd djsaA uhps n'kkZ, x, धचत्र के 
vuqlkj ,d Mk;ykWx ckWDl izdV gksxkA 

 

  

 

 

 

 

Figure 16 
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                                       fp= 

fp= 16 

vki ogka ij fofHkUu izdkj ds pkVZ ns[ksaxs ftudk iz;ksx izLrqrhdj.k esa fd;k tk ldrk gSA 

fdlh एक pkVZ ds izdkj dk p;u djsa rFkk vksds ij fDyd djsaA LykbM esa ,d fMQkWYV 

pkVZ balVZ gks tk,xkA ml pkVZ ds fy, fMQkWYV MkVk Vscy vyx ls ,d LizSM'khV 

,Iyhds'ku esa [kqy tk,xh] tSlk uhps n'kkZ;k x;k gSA 

 

 

                                        fp= 

fp= 17 

vki LizSM'khV esa oSY;wt+ dks ,fMV dj ldrs gSa rFkk izstsaVs'ku lkW¶Vos;j Lor% gh pkVZ dks 

v|ru cuk nsxkA vc LizSM'khV foaMks esa fuEufyf[kr ,aVj djsa% 

 igys fnu cpr 

(Day One 
Savings) 

nwljs fnu cpr 

(Day Two 
Savings) 

rhljs fnu cpr 

(Day Three 
Savings) 

v#.k Arun 300 250 500 

tkWu John  200 300 300 

tSd Jaceb  150 500 600 

Figure 17 
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Lyhe Salim 500 750 100 

tSls gh vki LizSM'khV esa MkVk Vscy dks la'kksf/kr djsaxs] LykbM esa pkVZ Hkh Lor% la'kksf/kr gks 

tk,xk rFkk pkVZ uhps n'kkZ, x, vuqlkj fn[kkbZ nsxkA  

 

 

 

 

 

 

 

 

                                          fp= 

fp= 18 

vc LizSM'khV ij oSY;wt+ esa ifjorZu djsa rFkk pkVZ esa gksus okys ifjorZu dks ns[ksaA 

vki fMtkbu VSc ds varxZr miyC/k pkVZ LVkbYl dk iz;ksx djrs gq, pkVZ ds jax vkSj 

LVkby esa Hkh cnyko dj ldrs gSaA bls ,d fHkUu LVkby esa cnyus ds fy,] pkVZ LVkbYl esa 

,d LVkby dk p;u djsa rFkk ml ij Mcy fDyd djsaA 

dqN vk/kkjHkwr fn'kk&funsZ'k bl izdkj gSa% 

 izfr pkVZ ,d lans'k izlkfjr djsaA ml lans'k dks 'kh"kZd cuk,aA 

Arun John Jacob Salim 

Figure 18 
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 pkVZ dks vklkuh ls i<+k tkus okyk cuk,aA ,Dl vkSj okbZ ,fDll dks yscy djsa rFkk 

ykbuksa] cklZ vFkok ikbZ- ostksa dks Hkh yscy djsaAlokZf/kd egRoiw.kZ MkVk dks fo'kky 

cuk,a rFkk lokZf/kd egRoiw.kZ MkVk ykbuksa vFkok lsD'kuksa dks xgjk cuk,aA 

 ckj vkSj dkWyeksa dks muds chp miyC/k LFkku dh rqyuk esa pkSM+k cuk,aA 

 lVhdrk cjrsaAU;wesfjdy ,fDll dks lnSo 'kwU; ls vkjaHk djsaAdsoy ln`'; fLFkfr;ksa 

dh gh rqyuk djsaA 

 leLr vuko';d fooj.kksa dks gVk nsaAfxzM ykbuksa] MkVk IokbaVksa] ckWDlksa vkfn dk 

iz;ksx djus ls cpsa ]tc rd fd os lans'k ls lacaf/kr u gksaA 

 izfr ohtqvy de ¼vf/kdre pkj½ jaxksa dk iz;ksx djsaA 

pkVZ dks fdlh vU; LFkku ls ysuk 

vki fdlh LizSM'khV ls Hkh pkVZ dks ys ldrs gSaA blds fy, izfØ;k izstsaVs'ku lkW¶Vos;j esa 

rkfydk dks dgha vkSj ls ysus ds leku gh gSA pwafd laiw.kZ 'khV gh ys yh tkrh gS] vkidks 

ml ij dk;Z djuk gksxk rFkk fy, x, vkWCtsDV esa pkVZ dks gh iznf'kZr djuk gksxkA vkWCtsDV 

ds vkdkj esa o`f)@deh djus ds fy, vki bl ij Mcy fDyd djrs gq, bls iqu% u;k 

vkdkj ns ldrs gSaA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u djysa % 

Øe la- fØ;kdyki 

1- LykbM esa pkVZ balVZ djsaA 

2- igys ls gh rS;kj fd;k x;k pkVZ la'kksf/kr djsaA 

3- fdlh vU; ,Iyhds'ku ls pkVZ dks ysaA 

4- LizSM'khV ij uhps fn, x, vkadM+ksa dk iz;ksx djrs gq, pkVZ rS;kj djsaA bl 

pkVZ dks LykbM ij yk,aA 

 uke Tuojh 

 

Qjojh ekpZ vizSy ebZ Tkwu 

1- Ekdku fdjk;k 2500 2550 2550 3000 3500 3600 

2- fctyh dk fcy 750 750 800 850 900 625 

3- ijpwu O;; 1000 1200 950 850 1500 1250 

4- ;k=k O;; 500 600 750 680 1000 950 
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5- Qksu@eksckby 

fcy 

400 500 350 600 800 680 

 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- izstsaVs'ku iz;ksDrkvksa dks LykbMksa esa &&&&&&&& balVZ djus esa leFkZ cukrh gS rkfd 

lkaf[;dh; Vscy MkVk dks fp=h; Lo:i esa izLrqr fd;k tk lds A 

2- pkVZ fodYi balVZ VSc ds varxZr  &&&&&&&&& xzqi esa miyC/k gS A 

l= 5 % Vªkath'kal balVZ djuk (Inserting Transitions) 

izklafxd tkudkjh 

Vªkath'ku izHkko izstsaVs'ku ds nkSjku Jksrkvksa dh #fp esa आकवषित djus esa lgk;d gks ldrs 

gSaA 

LykbM Vªkath'ku ,slk n`';&izHkko gS tks izstsaVs'ku ds nkSjku LykbMksa ds ifjorZu ds nkSjku 

mRiUu gksrk gSA lkW¶Vos;j }kjk LØhu ij lk/kkj.k :i ls ,d LykbM ds LFkku ij nwljh 

LykbM Lor% gh yk nh tkrh gS Bhd oSls gh tSls स्लाइि शो में QksVksxzkQ ,d ls 

cnydj vkxs tkrs jgrs gSaA vf/kdka'k izstsaVs'ku lkW¶Vos;j fofHkUu izdkj ds vusd Vªkath'ku 

izHkko miyC/k djkrs gSa tks vkids LykbM 'kks dks thoar cukus dk dk;Z djrs gSaA 

bl vH;kl esa] vki izstsaVs'ku esa Vªkath'kuksa dks 'kkfey djuk lh[ksaaxsA izstsaVs'ku lkW¶Vos;j dk 

iz;ksx djrs gq, ,d ubZ Qkby [kksysa rFkk iwoZ esa fn, x, fn'kk&funsZ'kksa ds vk/kkj ij 

izstsaVs'ku esa fo"k;&oLrq 'kkfey djsaA Vªkath'ku izHkkoksa ds lkFk dk;Z djus ds fy,] ,fues'ku 
(Animation) VSc ij fDyd djsaA vkidks Vªkath'ku izHkkoksa dh ,d lwph&n'kkZbZ tk,xh] 

tSlh uhps fn[kkbZ xbZ gSA  
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fp= 

fp= 19 

bls 'kkfey djus ds fy,] Vªkath'kal Vq fnl LykbM (Transitions to this 

slide) xzqi ls dksbZ izHkko pqus rFkk ml ij Mcy fDyd djsaA 

vki Vkbfeax xqzi ds varxZr M~;wjs'ku fodYi esa le; varjky ¼lSdM+ksa esa½ dh lsfVax djrs gq, 

Vªkath'kau izHkko dh vof/k dks c<+k vFkok ?kVk Hkh ldrs gSaA ;g vof/k 1 feuV lsV djus dk 

iz;kl djsa rFkk LykbM 'kks dks pykdj bldk izHkko ns[ksaA  

vki Vkbfeax xqzi ds varxZr lkmaM fodYi esa miyC/k lkmaM Ldhe dk p;u djds Vªkath'ku 

ds nkSjku lkmaM ds izHkkoksa dks lsV dj ldrs gSaA vki fofHkUu lkmaM Ldheksa dk iz;ksx djus 

dk iz;kl djsa rFkk LykbM 'kks pykdj /ofu izHkkoksa dks ns[ksaA  

;fn vki lewps izstsaVs'ku ds nkSjku ,d gh Vªkath'ku vkSj lkmaM bQsDV j[kuk pkgrs gSa] rks 

vki Vkbfeax xzqi ds varxZr ,IykbZ Vq vkWy ij fDyd djsaA bl fodYi dk p;u djus ij 

leLr pqus x, izHkko lHkh LykbMksa ij ykxw gks tk,axsA  

fVIi.kh% ;gka ij आमतोर पर एक xyrh vusd Vªkath'kuksa dk iz;ksx djrs gq, vFkok 

,slh Vªkath'ku dk iz;ksx djds dh tkrh gS tks fo"k;&oLrq ds vuqdwy ugha gksrh gSA ,slh 

Vªkath'ku <wa<us dk iz;kl djsa tks izstsaVs'ku ds vuqdwy gks rFkk lewps LykbM 'kks esa mlh dk 

gh iz;ksx djsaA vusd Vªkth'kuksa dk iz;ksx vkidh izstsaVs'ku dks xSj&is'ksoj cukrk gSA Vªkath'ku 

vkidh izstsaVs'ku dks vafre izHkko iznku djrk gS] vr% viuh lHkh LykbMksa dks lsV djus ls 

iwoZ mUgsa O;ofLFkr Øe esa yxk, rFkk mUgsa vafre :i ls laikfnr dj ysaA 

vH;kl % 

Figure 19 
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fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ 
fo'okl gkfly u dj ysa % 

Øe la- fØ;kdyki 

1- LykbMksa esa Vªkath'kal ykxw djsaA 

2- vc vH;kl 1 esa rS;kj dh xbZ izstsaVs'ku dks [kksysa ¼;k rks ^ty ij fopkjksa ds 

izHkko* vFkok ^oSf'od rkiu ds izHkko*½ vkSj viuh izstsaVs'ku LykbMksa esa 

fofHkUu Vªkath'ku izHkko ykxw djus dk iz;kl djsaA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&&&&& izHkko izstsaVs'ku ds nkSjku Jksrkvksa dh #fp esa o`f) djus esa lgk;rk dj 

ldrs  gSa A 

2- &&&&&&&&& ,d ,slh n`';&xfr gS tks ml le; izHkkfor gksrh gS tc izstsaVs'k ds 

nkSjku ,d LykbM nwljh LykbM ls cnyh tkrh gS A 

3- Vªkath'ku izHkkoksa &&&&&&&&& VSc ds varxZr miyC/k gksrs gSa A 

4- Vªkath'ku izHkko ,fues'ku VSc ds varxZr &&&&&&&&&&& xzqi esa miyC/k gksrs gSa A 

5- &&&&&&&&]  &&&&&&&&] &&&&&&&&] &&&&&&&&] vkSj &&&&&&&& ,sls 

dqN Vªkath'ku izHkko gSa tks fdlh izstsaVs'ku lkW¶Vos;j esa miyC/k gksrs gSa A 

l= 6 % ,fues'ku balVZ djuk (Inserting A nim ation) 

izklafxd tkudkjh 

tcfd Vªkath'ku izR;sd LykbM ds chp gksrh gS] ogha ,fues'ku vkidks LykbM ds vo;oksa] tSls 

VsDLV vkSj xzkfQDl dks LykbM ds Hkhrj xfr iznku djus esa leFkZ cukrk gSA ,fues'ku 

vkidh LykbM dks vf/kd xfreku cukus dk ,d mi;ksxh rjhdk gSA LykbM esa xfr iznku 

djus ds vfrfjDr] ;g egRoiw.kZ fcanqvksa dh vksj n'kZdksa dk /;ku dsfUnzr djus vkSj mu ij 

cy iznku djus esa lgk;d gksrk gSA ,fues'ku fdlh LykbM ij VsDLV vFkok fdlh vkWCtsDV 

dks ,d le; ij ,d&,d djds izLrqr djus dk Hkh ,d mR—"V ek/;e gSA mnkgj.k ds 

fy,] vkidh ,d LykbM ij VsDLV ds ikap cqysV IokbaV gSaA vki izR;sd fDyd dh lgk;rk 

ls mUgsa LykbM ij ,d&,d djds izLrqr dj ldrs gSaA 

bl vH;kl esa] vki fdlh izstsaVs'ku esa ,fues'ku Mkyuk lh[ksaxsA izstsaVs'ku lkW¶Vos;j dk 

iz;ksx djrs gq, ,d ubZ Qkby [kksfy, rFkk iwoZ es aiznku fd, x, fn'kk&funsZ'kksa ds vk/kkj ij 

izstsaVs'ku esa fo"k;&oLrq Mkfy,A ,fues'kuksa ds lkFk dk;Z djus ds fy, ,fues'kal 

(Animations) VSc ij fDyd djsaA vki uhps fp= dh Hkkafr gh vusd ,fues'ku 

fodYi ns[ksaxsA 
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fp= 

fp= 20 

mUgsa ykxw djus ds fy, xzkfQdy vkCtsDVksa dk p;u djsa vkSj ,fues'kal xzqi ds varxZr 

,fues'ku ij fDyd djsaA ,fuesV MªkWi Mkmu lwph ds varxZr ,fues'ku izHkkoksa dk p;u djsaA 

vki MªkWiMkmu esU;w ls fofHkUu ,fues'ku Ldheksa dk pquk djds ,fues'ku izHkko 'kkfey dj 

ldrs gSaA 

 

 

 

 

 

Figure 20 
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fp= 

fp= 21 

tc vkius ,fues'ku Ldhe dk p;u dj fy;k gks] rks bldk izHkko ns[kus ds fy, LykbM&'kks 

dks pyk,aA 

losZ{k.k ;g n'kkZrs gSa fd ,fues'ku izHkko izstsaVs'ku esa lokZf/kd f[kUu dj nsus okys vo;o gSaA 

ijarq] ;fn mudk iz;ksx tc izHkkoh <ax ls fd;k tkrk gS] rks ;g izHkko fdlh fo'ks"k lans'k esa 

ukVdh; izHkko mRiUu dj nsrs gSa vkSj fdlh uhjl izstsaVs'ku esa izk.k Mky ldrs gSaA  

la{ksi esa] ,fues'ku dk izHkkoh iz;ksx fuEu esa lgk;d gksrk gS% 

 fdlh tkudkjh dh vksj Jksrkvksa dk /;ku dsfUnzr djus esaA 

 fdlh fp= dk o.kZu djrs gq, tkudkjh ds izHkko dks fu;af=r djus esaA 

 vo/kkj.kkvksa dk o.kZu ,d&,d djds djus esaA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u djysa % 

Øe la- fØ;kdyki 

1- LykbM ds vkCtsDVksa ij ,fues'ku ykxw djsaA 

2- vius fiz; [ksy ij 3 LykbMksa ds lkFk ,d izLrqrhdj.k rS;kj djsaA vius 

izLrqrhdj.k esa izHkko Mkyus ds fy, izstsaVs'ku lkW¶Vos;j esa miyC/k fofHkUu 

Figure 21 
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,fues'ku izHkkoksa dk viuh ilan ds vuqlkj iz;ksx djsaA d{kk es aviuk 

izLrqrhdj.k izLrqr djsaA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&&&&& vkidks LykbM ds Hkhrj ekStwn vo;oksa tSls VsDLV vkSj xzkfQDl] dks 

xfr iznku djus esa leFkZ cukrk gS A  

2- &&&&&&&&& vkidh LykbMksa dks vf/kd xfr'khy fn[kkus dk ,d lgk;d rjhdk 

gS A 

3- ,fues'ku dks ykxw djus ds fy,] ,fues'ku VSc ds varxZr  &&&&&&&&& xzqi esa 

miyC/k ,fuesV fodYi dk p;u djsa A 

l= 7 % vkWCtsDV~l dh xqzfiax 

izklafxd tkudkjh 

xqzfiax vkidh ml le; lgk;rk dj ldrh gS] tc vki fdlh izLrqrhdj.k esa एक से 
अधधक ओब्जेक्टों dks fgykuk] ?kqekuk vFkok mudk vkdkj cnyrk pkgrs gSaA vki 

fofHkUu vkWCtsDVksa tSls fiDpj] fDyi vkVZ] vk—fr;ksa vkSj VsDLV ckWDl dks xzqi dj ldrs gSa 

rFkk ,d ckj mudh xqzfiax gksus ds mijkar os ,d gh vkWCtsDV ds :i esa izrhr gksrs gSaA  

bl vH;kl esa vki vkCtsDVksa dh xzqfiax rFkk vuqxzqfiax ds ckjs esa lh[ksaxsA izstsaVs'ku lkW¶Vos;j 

dk iz;ksx djrs gq, ,d ubZ Qkby [kksysa rFkk vkidks iwoZ esa iznku fd, x, fn'kk&funsZ'kksa ds 

vk/kkj ij ml izstsaVs'ku esa xzkfQdy vkWCtsDV MkysaA xzkfQdy vkWCtsDVksa dks xzqi djus ds 

fy, mu lHkh vkWCtsDVksa dk p;u djsa tks vki bl LykbM esa xqzi djuk pkgrs gSaA LykbM~l 

esa ,d ls vf/kd vkWCtsDVksa dk p;u djus ds fy, daVªksy dqath dks nck, j[ksa vkSj LykbM esa 

vkWCtsDVksa dk p;u djsaA  

vkWCtsDVksa dks xzqi djus ds fy,] QkesZV VSc ij fDyd djsaA 
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                                         fp= 

fp= 22 

vki QkesZV VSc esa vjsat (Arrange) xqzi ds varxZr miyC/k xqzi fodYi dk p;u dj 

ldrs gSaA fodYi dk p;u djus ij] vkidks uhps n'kkZ, x, vuqlkj ,d MªkWiMkmu lwph 

fn[kkbZ nsxhA 

Figure 22 
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fp= 23 

LykbM esa pqus x, xzkfQdy vkWCtsDVksa dks xzqi djus ds fy, xqzi ij fDyd djsaA 

blh izdkj] vki xqzi MªkWiMkmu esU;w ds varxZr miyC/k vuxqzi fodYi dk p;u djrs gq, 

xqzi fd, x, vkWCtsDVksa dks vuxzqi Hkh dj ldrs gSaA 

vH;kl % 

fuEufyf[krfØ;kdykiksadksrcrdnksgjkb, tcrdfdvkimUgsadjusesaiw.kZfo'oklgkflyudjysa% 

Figure 23 
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Øe la- fØ;kdyki 

1- LykbM ij vkCtsDVksa dks xzqi djsaA 

2- ,d ubZ izstsaVs'ku [kksysa vkSj fuEufyf[kr bestksa dks l`ftr djsa rFkk mudk 

o.kZu djus ds fy, gSMlZ ds :i esa ,d NksVk ckWDl ,M djsaA 

vc bu vkWCtsDVksa dks lsysDV djus] rFkk xzqfiax vkSj vuqxzqfiax QaD'kuksa dk 

vH;kl djus dk iz;kl djsaA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&&&&& vkidks fdlh izstsaVs'ku esa vusd vkWCtsDVksa dks ewo djus] ?kqekus vkSj 

mudh fjlkbftax djus esa lgk;rk djrk gS A  

2- xqzi fodYi QkesZV VSc ds varxZr &&&&&&&&&xzqi esa miyC/k gSa A 

3- xzqi MªkWIkMkmu fodYi ds varxZr miyC/k rhu fodYi gSa &&&&&&&&&] 

&&&&&&&&& vkSj &&&&&&&&& A 

l= 8 % Lihdj uksV~l balVZ djuk (Insert Speaker Notes) 

izklafxd tkudkjh 

vPNs izLrqrdrkZ lnSo vius izLrqrhdj.kksa dk iwokZH;kl vPNh rjg ls djrs gSa ijarq ,d ckr 

tks mUgsa ,d =qfVghu izLrqrhdj.k is'k djus esa lgk;d gksrh gS] og gS & LihdlZ uksV~lA 

LihdlZ uksV~l ekxZn'kZd VsDLV gS ftudk iz;ksx izLrqrhdj.k ds nkSjku izLrqrdrkZ }kjk fd;k 

tkrk gSA LihdlZ uksV~l NksVs vFkok yacs VsDLV gks ldrs gSa ftudk mi;ksx vius izLrqrhdj.k 

ds nkSjku izLrqrdrkZ }kjk lanHkZ lkexzh ds :i esa fd;k tkrk gSA ikoj IokbaV vFkok vksiu 

vkWfQl baizsl LykbM dk ,d fgLlk Lihdj ds uksV~l ds fy, vkjf{kr gksrk gS rFkk og 

izLrqrhdj.k ds nkSjku fNik jgrk gSA ;gka ,d izLrqrdrkZ ds :i esa] vki vius izLrqrhdj.k 

ds nkSjku doj fd, tkus okys egRoiw.kZ fcanqvksa dks uksV dj ldrs gSaA  

vki bu uksV~l dks fizaV dj ldrs gSa] mUgsa mi;qDr LykbM ds Fkacusy otZu ds lkFk layXu 

dj ldrs gSa] ftlls fd os vkids }kjk ekSf[kd izLrqrhdj.k is'k fd, tkus ds nkSjku vkids 

iz;ksx ds fy, rRdky lqyHk lanHkksZa dk dk;Z dj ldsaA ;g vkidks izR;sd LykbM ls lacaf/kr 

fof'k"V fcanqvksa dk foLrkjiwoZd o.kZu djus vkSj n'kZdksa ds fy, izLrqrhdj.k dks izHkkoh cuus esa 

lgk;rk iznku djrk gSA  

bl vH;kl esa] vki LihdlZ uksV~l tksM~uk lh[ksaxsA izstsaVs'ku lkW¶Vos;j dk iz;ksx djrs gq, 

,d ubZ Qkby [kksysaA fdlh fo'ks"k LykbM ij uksV~l tksM+us ds fy, ml LykbM dk p;u 

djsa rFkk izstsaVs'ku lkW¶Vos;j ds rys ij fLFkr fDyd Vq ,M uksV~l ,fj;k esa uksV~l Vkbi djsa 

¼uhps fp= esa n'kkZ;k x;k gS½A 
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Figure 24 
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fp= 24 

fodYi ds rkSj ij] vki O;w VSc dk p;u djds izstsaVs'ku O;wt+ (Presentation 

Views)xqzi ds varxZr uksV~l ist ij Hkh fDyd dj ldrs gSaA 

Lihdj uksV~l ds fy, /;ku esa j[kh tkus okyh eq[; ckrsa% 

1- mUgsa LykbM dh fo"k;&oLrq dk iqu% o.kZu ugha djuk pkfg,A 

2- Lihdj uksV~l xgu tkudkjh ds lkFk LykbM dh fo"k;&oLrq ds lgk;d gksus pkfg,A 

tcfd n'kZdksa ds fy, eq[; LØhu ij fu;fer izstsaVs'ku LykbMsa gh n'kkZbZ tkrh gSa] vkids 

dEI;wVj LØhu dk O;w dqN fHkUu gks tkrk gS & vki u dsoy orZeku LykbM dks ns[k ldrs 

gSa cfYd VsDLV uksV~l dks vkSj eq[; fcanqvksa dks Hkh ns[k ikrs gsa] ftuds fo"k; esa ml LykbM 

ij ppkZ dh tkrh gSA ,slk djus ds fy, vius izstsaVs'ku lkW¶Vos;j dk iz;ksx djrs gq, 

izstsaVs'ku Qkby dks [kksysa] LykbM 'kks VScij tk,a rFkk ;wt iztsaVj O;w (Use 

presenter View)fodYi dks चेक (V) करें A 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa 
iw.kZfo'okl gkfly u dj ysa % 

Øe la- fØ;kdyki 

1- LykbM ij Lihdj uksV~l balVZ djsaA 

2- vH;kl 1 esa vkids }kjk l`ftr rFkk vH;kl 5 esa vkids }kjk ifjof/kZr 

izstsaVs'ku [kksysa ¼;k rks ^ty ij fopkjksa ds izHkko* vFkok ^czg~ekaM esa gekjk 

LFkku* ;k fQj ^oSf'od rkiu ds izHkko*½A viuh izR;sd LykbM ij Lihdj 

uksV~l MkysaA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&&&&& ekxZn'kZd VsDLV gS ftudk iz;ksx izstsaVs'ku ds nkSjku izLrqrdrkZ }kjk 

fd;k tkrk gS A  

2- &&&&&&&&& NksVs vFkok yacs VsDLV gks ldrs gSa ftudk iz;ksx izLrqrdrkZ }kjk 

lanHkZ ds :i esa fd;k tk ldrk gS A 

3- uksV~l ist fodYi O;w VSc ds varxZr miyC/k rhu fodYi gSa &&&&&&& xzqi esa 

miyC/k  gSa A 

l= 9 % fo"k;&oLrq dh iqujh{kk (Reviewing Content) 
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izklafxd tkudkjh 

fdlh izstsaVs'ku dks n'kZdksa ds le{k izLrqr djus ls iwoZ vkidks viuh izstsaVs'ku dh lnSo gh 

iqujh{kk djuh pkfg, rFkk vko';drk iM+us ij mlesa ifjorZu Hkh djus pkfg,A izstsaVs'ku 

lkW¶Vos;j esa vusd fodYi Hkh gksrs gSa] tSls izstsaVs'ku esa =qfV;ksa dk lq/kkj djus ds fy, LiSy 

pSdA rFkkfi] ;g izLrqrdrkZ dh ftEesnkjh gS fd og izLrqrhdj.k is'k djus dk iz;kl djus 

ls iwoZ izR;sd LykbM ds izR;sd fcanq dh Lor% gh tkap djsA 

bl vH;kl esa] vki ,d izHkko'kkyh izstsaVs'ku nsuk lh[ksaxsA izHkkoh izstsaVs'ku nsus ds fy, 

vH;kl dh vko';drk gksrh gS] ijarq vki dqN egRoiw.kZ lw=ksa dks /;ku esa j[krs gq, bl 

pqukSrh dk lkeuk djus ds fy, Lo;a dks iwjh rjg rS;kj dj ldrs gSaA 

1-  vius fo"k; dks tkfu, 

vki vc fcYdqy rS;kj gS vkSj izstsaVs'ku lkW¶Vos;j dk iz;ksx vkjaHk djuk pkgrs gSaA 

ysfdu igys iw.kZ 'kks/k dj ysa rFkk viuh lkexzh ds fo"k; esa tku ysaA bl ckr ij fparu djsa 

fd vki fdl lkexzh ij cksysaxs rFkk fdl izdkj izLrqrhdj.k is'k djsaxsA dEI;wVj ij izkstsDV 

'kq: djus ls igys mldh lkexzh dks HkyhHkkafr tku ysa rFkk mlls lgt gks tk,A izstsaVs'ku 

dks rS;kj djuk ,d ljy dk;Z gSA mu O;fDr;ksa }kjk Js"B iztsaVs'ku rS;kj dh tkrh gS tks 

ml fo"k;&oLrq ds ckjs esa Hkyh izdkj ls tkurs gSa ftlds ckjs esa os ckr djus okys gSaA 

2-  vius 'kh"kZd ds ckjs esa eq[; okD;ka'kksa dk iz;ksx djsa 

vPNs izLrqrdrkZ eq[; okD;ka'kksa dk iz;ksx djrs gSa rFkk izstsaVs'ku esa dsoy egRoiw.kZ tkudkjh 

dks gh 'kkfey djrs gSaA dsoy eq[; nks&;k rhu fcanqvksa dk gh p;u dhft, rFkk viuh iwjh 

izstsaVs'ku ds nkSjku mu ij gh ckj&ckj cy nhft,A eq[; eqíksa dks ckj&ckj nksgjkuk n'kZdksa 

}kjk mUgsa ;kn djus ds fy, vko';d gSA vius fcanqvksa  के वाक्र् dks ftruk gks lds 

NksVk jf[k, rFkk fcanqvksa dk o.kZu djus ds fy, 5&6 'kCnksa dk gh iz;ksx dhft,A 

3-  izR;sd LykbM ij vf/kd VsDLV सलखन ेls cpsa 

viuk iwjk Hkk"k.k gh LykbMksa ij er fy[k nhft,A LykbM 'kks vkids ekSf[kd izLrqrhdj.k dks 

izHkko'kkyh cukus dk dk;Z djrh gSA cqysV esa fcanqvksa ds :i esa fo"k;&oLrq dk lkj rS;kj 

dhft,A ljy Hkk"kk dk iz;ksx dhft, rFkk izfr LykbM cqysVksa dh la[;k rhu ;k pkj rd gh 

lhfer jf[k,A 

4-  LykbMksa dh la[;k lhfer jf[k, 

fdlh izstsaVs'ku esa vR;f/kd LykbMsa gksus ls vki mUgsa fujarj cnyus ds dk;Z esa gh my>s jgsaxs 

rFkk vkids Jksrk cnyrh gqbZ LykbMksa ij gh अपना vf/kd /;ku dsfUnzr djsaxs rFkk vkidh 
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ckr mus fy, vf/kd egRo dh ugha jgsxhA d{kk esa izLrqrhdj.k ds fy, vkSlru ,d feuV ds 

fy, ,d LykbM i;kZIr gSA 

5-  viuh LykbM ds ysvkmV dh ;kstuk cukb, 

viuh LykbM dks ljy cukb, rkfd og vklkuh ls le> vk ldsA 'kh"kZ ij mldk fo"k; 

jf[k,A okD;ka'kksa dks ck,a ls nk,a rFkk Åij ls uhps dh vksj i<+k tkuk pkfg,A egRoiw.kZ 

tkudkjh dks LykbM ds 'kh"kZ ds fudV jf[k,A 

 

6-  HkM+dnkj QksaVksa ds iz;ksx ls cpsa 

bl ckr dks lqfuf'pr djsa fd QksaV] fMtkbu rFkk jax lewph izstsaVs'ku esa fujarjrk vkSj 

lekurk fy, gq, gSaA izR;sd LykbM ds fy, fHkUu izdkj ds QksaV dk iz;ksx u djsaA ,sls QksaVks 

dk iz;ksx djsa tks i<+s tkus ;ksX; gksaA vuq'kaflr QksaV gSa & ,fj;y] rgksek] osnkZukA ;fn 

izstsaVs'ku fdlh cM+s gkWy esa vFkok fo'kky n'kZdksa ds le{k nsuh gks rks ,sls QksaV vkdkj dk 

iz;ksx djsa tks vafre iafDr में िड़ ेश्रोताओं को Hkh fn[kkbZ ns ldsA NksVs vkSj cM+s v{kjksa 

ds la;kstu dk iz;ksx djsa( lHkh v{kjksa dks dSfiVy esa fy[ksa D;ksafd bUgsa i<+us esa dfBukbZ gksrh 

gSA dsoy rHkh QksVksa esa cksYM] bVSfyd vkSj vaMjykbu dk iz;ksx djsa ;fn ,slk djuk 

vko';d gS vFkok eq[; fcanqvksa dks n'kkZ;k tkuk gSA  

7-  VsDLV vkSj cSdxzkmaM ds fy, lkeatL;iw.kZ jaxksa dk iz;ksx djuk 

VsDLV ds jax rFkk cSadxzkmaM ds jax ds fy, lkeatL;iw.kZ feJ.k dk iz;ksx djsa rkfd ;s 

,d&nwljs dks nck u ysaA ;g tkap djus ds fy, izhO;w dk iz;ksx djsa fd bUgsa fcuk fdlh 

dfBukbZ ds i<+k tk jgk gSA gYdh cSdxzkmaM ij xgjk VsDLV lkekU;r% Js"B ekuk tkrk gS 

D;ksafd ;g lkeatL; vf/kdre n`'; lqfo/kk iznku djrk gSA viuh LykbM dh dyj Ldhe 

dks viuh lewph izstsaVs'ku ds nkSjku ,d&leku gh j[kus dk iz;kl djsaA 

8-  viuh izstsaVs'ku esa fujarjrk cuk, j[kus ds fy, LykbM fMtkbu VsEIysV dk iz;ksx djsa 

lHkh LykbMksa esa ,d gh cSdxzkmaM dk iz;ksx djsa( gj LykbM ds fy, vyx&vyx cSdxzkmaM 

u pqusaA dksbZ vkd"kZd VsEIysV vFkok LVkby lsV dk p;u djsa( vyx&vyx LykbMksa ds fy, 

fHkUu&fHkUu LVkby lsVksa dk iz;ksx u djsa D;ksafd ;g n'kZdksa dks Hkzfer djsxk vkSj os fo"k; ls 

/;ku gVk ldrs gSaA  

9-  ,fues'ku vkSj Vªkath'kal dk vYi iz;ksx djsa 

vki viuh ejth ds vuqlkj gj LFkku ij ,fues'ku vkSj Vªkath'kal dk iz;ksx dj ldrs gSaA 

;g fuf'pr gh euksjatd gksxk] ijarq lkFk&gh&lkFk ;g ;g Jksrkvksa ds fy, /;ku HkVdkus 

okyk Hkh lkfcr gks ldrk gSA vr% bl fo'ks"krk dk iz;ksx vR;ar lko/kkuh ds lkFk djsaA 
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10-  blds vykok izstsaVs'ku dks izLrqr djus ls igys ml izstsaVs'ku dh 2&3 ckj leh{kk dj 

ysa 

,slk djus ls vkidks mlesa fo|eku =qfV;ksa dks de djus vFkok mUgsa iwjh rjg ls nwj djus esa 

enn feysxhA iqujh{kk ds nkSjku vizklafxd fcanqvksa dks gVk nsa rFkk vuko';d fp=ksa dks Hkh 

gVk nsa vFkok vko';drk gksus ij 'kkfey dj ysaA igys bls de yksxksa ds le{k is'k djus 

dk iz;kl djsa rFkk fo'kky n'kZdksa ds le{k izLrqr djus ls iwoZ blesa vko';d la'kks/ku dj 

ysaA 

fVIi.kh % vf/kdka'k izstsaVs'ku lkW¶Vos;jksa esa vusd fo'ks"krk,a gksrh gSa] ijarq mudk vR;f/kd 

iz;ksx djus dk iz;kl u djsaA 

fn'kk&funsZ'kksa dk vuqikyu djrs gq, viuh ilan dh izstsaVs'ku rS;kj djus ds mijkar vki 

ml izstsaVs'ku dh iqujh{kk djuk izkjaHk djsaA blds fy, uhps fn, x, vfrfjDr fn'kk&funsZ'kksa 

dk ikyu djsa% 

 lHkh LykbMksa esa LiSy pSd pyk,aA 

 izstsaVs'ku ds eku के LiSy pSd ds nkSjku 'kkfey fd, x, 'kCnksa dh tkap djus 
ds fy, lHkh LykbMksa  esa LiSfyax dh Lo;a Hkh tkap djsa ( LiSypSd ls lHkh 

'kCnksa ¼fo'ks"k :i ls rduhdh 'kCn tSls tho foKku ds uke] vkfn½ dh tkap ugha 
gks ikrh gSA 

 vuko';d fo"k;&oLrq tSls fp= vFkok fDyivkVZ] 'kCnksa vkfn dks fudky nsa ;fn 
mudh vko';drk izrhr ugha gksrh gSA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ 
fo'okl gkfly u dj ysa % 

Øe la- fØ;kdyki 

1- viuh ilan ds vFkok vkids f'k{kd }kjk fn, x, fdlh fo"k; ij ,d 

izstsaVs'ku rS;kj djsaA fn'kk&funsZ'kksa dk iz;ksx djrs gq, mldh iqujh{kk djsa 

rFkk vius f'k{kd ls mldh tkap djk ysaA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- iztsaVs'ku lkW¶Vos;j esa fofHkUu fodYi gksrs gSa tSls izstsaVs'ku esa =qfV;ksa dks lgh djus 

ds fy, &&&&&&&& LiSy pSd A 

2- ,d izHkkoh izstsaVs'ku izLrqr djus ds lw= gSa % 
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¼d½  &&&&&&&&&&&&&&&&& 

 

¼[k½ &&&&&&&&&&&&&&&&& 

 

¼x½ &&&&&&&&&&&&&&&&& 

 

¼?k½ &&&&&&&&&&&&&&&&& 

 

¼M-½ &&&&&&&&&&&&&&&&& 

l= 10 % izstsaVs'ku nsus dh rS;kjh 

izklafxd tkudkjh 

vc tcfd vkidh izstsaVs'ku rS;kj gS] vki ml izstsaVs'ku ds izn'kZu ds rjhds dks dLVekbt 

dj ldrs gSaA mnkgj.k ds fy,] vki vius Jksrkvksa dks fn[kkbZ tkus okyh pquh xbZ LykbMksa 

ds izn'kZu dks dLVekbt dj ldrs gSa vFkok mUgsa vusd ekWuhVjksa ds fy, dufQxj dj 

ldrs gSa] vkfnA  

bl vH;kl esa] vki izstsaVs'ku nsuk lh[ksaxsA 

LykbM 'kks ds lkFk dk;Z djus ds fy,] izstsaVs'ku lkW¶Vos;j ij dksbZ fo|eku izstsaVs'ku [kksysaA 

LykbM 'kks VSc esa lsVvi xzqi ds varxZr lsVvi LykbM 'kks fodYi ij fDyd djsaA 

lsVvi LykbM 'kks ij fDyd djus ij] uhps n'kkZ, x, vuqlkj ,d Mk;ykWx ckWDl izdV gksxkA 
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fp= 25 

;fn izstsaVs'ku vusd Jksrkvksa ds fy, is'k dh tkuh gS] rks izstsaVs'ku ckbZ , Lihdj ¼Qqy 

LØhu½ fodYi dk iz;ksx djsaA 

;fn izstsaVs'ku fdlh O;fDr ds fy, gS] czkmTM ckbZ ,u bafMfctqvy ¼foaMks½ fodYi dk iz;ksx 

djsaA  

;fn izstsaVs'ku fdlh fdvkWLd esa n'kkZbZ tkrh gS] rks czkmTM ,V , fdvkWLd ¼Qqy LØhu½ 

fodYi dk iz;ksx djsaA 

fVIi.kh % fdvkWLd ,d dEI;wVj VfeZuy gS ftlesa fdlh lkoZTfud izn'kZu ds fy, rS;kj fd, 

x, fo'ks"k gkMZos;j vkSj lkW¶Vos;j gksrs gSa tks turk ds le{k izn'kZu ds nkSjku lwpuk rd 

rFkk lapkj] okf.kT;] euksjatu vkSj f'k{kk ds fy, ,Iyhds'kuksa rd igqap iznku djrs gSaA  

blds vykok] vki 'kks vkWI'kal xzqi ds varxZr fodYiksa dk iz;ksx djrs gq, ,fues'ku ds lkFk 

vFkok mlds fcuk izstsaVs'ku dks Lor% pyus ¼fujarj pyus½ ds fy, dafQxj Hkh dj ldrs gSaA  

vki 'kks LykbM~l fodYi dk iz;ksx djrs gq, izstsaVs'ku ls pqfuank LykbMksa dk izn'kZu dj 

ldrs gSaA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ 
fo'okl gkfly u dj ysa % 

Øe la- fØ;kdyki 

1- ,d LykbM 'kks rS;kj djsaA 

2- vH;kl 1 esa rS;kj dh xbZ vkSj vH;kl 5 vkSj 8 esa la'kksf/kr dh xbZ fdlh 

izstsaVs'ku dks iqu% [kksysa ¼;k rks ^ty ij fopkjksa ds izHkko* vFkok ^czg~ekaM esa 

gekjk LFkku* ;k ^oSf'od rkiu ds izHkko*½A bl l= esa lh[ks x, leLr ikBksa 

Figure 25 
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ds vk/kkj ij viuh izstsaVs'ku dks izLrqr djus ds fy, rS;kj gksa] mldh 

iqujh{kk djsa vkSj izstsaVs'ku is'k djsaA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- lsVvi LykbM 'kks fodYi LykbM 'kks VSc ds varxZr &&&&&&&& xzqi esa miyC/k gS 

A 

2- n'kZdksa ds le{k izstsaVs'ku is'k djrs gq, &&&&&&&& fodYi dk iz;ksx fd;k tkuk 

pkfg, A 

3- O;fDr dks izstsaVs'k fn[kkrs le; &&&&&&&&& fodYi dk iz;ksx fd;k tkuk pkfg, 

A 

4- &&&&&&&& ,d dEI;wVj VfeZuy gS ftlesa fdlh lkoZtfud izn'kZu ds fy, rS;kj 

fd, x, fo'ks"k lkW¶Vos;j vkSj gkMZos;j gksrs gSa tks turk ds le{k izn'kZu ds nkSjku 

lwpuk rd rFkk lapkj] okf.kT;] euksjatu f'k{kk ds fy, ,Iyhds'ku rd igqap iznku 

djrs gSa A  

l= 11 % izstsaVs'ku dks fizaV djuk 

izklafxd tkudkjh 

dHkh&dHkh vkidks lanHkZ ds :i esa n'kZdksa ds fy, rS;kj dh xbZ izstsaVs'ku dk fizaV Hkh ysuk 

iM+rk gSA vki izstsaVs'ku lkW¶Vos;j dk iz;ksx djrs gq, izstsaVs'ku ds uksV~l] gSaMvkmV~l rFkk 

vkmVykbu dk fizaV ys ldrs gSaA bl vH;kl esa] vki uksV~l] gSaMvkmV~l rFkk vkmVykbu ds 

fizaV ysuk lh[ksaxsA 

fizaV djus ds fy, fdlh fo|eku izstsaVs'ku dks [kksysa rFkk fizaV fodYi dk p;u djsaA 

fizaV OgkV % MªkiMkmu lwph ¼fp= 26½ ds varxZr uksV~l ist fodYi dk p;u djsaA  
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fp= 

fp= 26 

;fn vki uksV~l fizaV djus ds fy, rS;kj gSa] rks vksds ij fDyd djsaA 

vki fizaV OgkV% MªkWiMkbu lwph ds varxZr gSaMvkmV~l fodYi dk p;u djrs gq, n'kZd lanHkksZa 

ds fy, gSaMvkmV~l Hkh fizaV dj ldrs gSaA dkxt dh cpr djuss ds fy, vki ,d gh 'khV 

ij vusd LykbMksa ds fizaV ys ldrs gSaA 

vusd LykbMsa fizaV djus ds fy,] gSaMvkmV~l xzqi ds varxZr LykbM~l ij ist MªkWiMkmu ds 

varxZr n'kkZbZ xbZ la[;kvksa dk p;u djrs gq, mu LykbMksa dh la[;k dk p;u djsa tks vki 

fizaV djuk pkgrs gSa ¼fp= 27½A 

 

 

 

                       fp= 
fp= 27 

;fn vki dsoy izstsaVs'ku dk VsDLV Hkkx gh fizaV djuk pkgrs gSa] rks vki izstsaVs'ku lkW¶Vos;j 

esa vkmVykbu fodYi dk iz;ksx dj ldrs gSaA 

vkmVykbu fizaV djus ds fy,] fizaV OgkV% MªkWiMkbu fyLV ds varxZr vkmVykbu O;w fodYi 

dk p;u djsaA 
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                       fp= 
fp= 28 

vH;kl % 

fuEufyf[krfØ;kdykiksadksrcrdnksgjkb, tcrdfdvkimUgsadjusesaiw.kZfo'oklgkflyudjysa % 

Øe la- fØ;kdyki 

1- izstsaVs'ku dks fiazV djsaA 

2- fuEufyf[kr esa ls fdUgha nks fo"k;ksa ij izstsaVs'ku rS;kj djsa ¼10&12 LykbMsa½% 

 fo|ky; dk okf"kZd fnol lekjksgA 

 [ksy fnolA 

 Lora=rk fnolA 

 LoLFk vkgkjA 

 cpr ;kstuk ¼Mkd?kj½A 

 izstsaVs'ku rS;kj djukA 

izstsaVs'ku cukrs le; iwoZ esa lh[ks x, izstsaVs'ku fn'kk&funsZ'kksa ds vk/kkj ij 

viuh izstsaVs'ku esa fuEufyf[kr fo'ks"krkvksa dk iz;ksx djsa% 

 LykbMksa ds fy, Vªkath'ku izHkkoksa dk iz;ksx djsaA 

 VsDLV vkSj vkWCtsDV~l ds fy, ,fues'ku izHkkoksa dk iz;ksx djsaA  

 lewg ls lacaf/kr fiDpjsaA 

 Vscyksa dk iz;ksx djsa rFkk fofHkUu Vscy 'kSfy;ksa ds lkFk mUgsa QkesZV 

djsaA 

 MkVk dks xzkfQdy Lo:i esa n'kkZus ds fy, pkVksZa dk iz;ksx djsaA 

 VsEIysV~l MkmuyksM djsa vkSj mudk iz;ksx djsaA 

ewY;kadu % 



 

275 

fjDr LFkkuksa dh iwfrZ dhft, % 

1- fizaV fodYi dk iz;ksx fdlh izstsaVs'ku ds &&&&&&&& ] &&&&&&& vkSj 

&&&&&&& dks fizaV djus ds fy, fd;k tkrk gS A 

2- gSaMvkmV~l fodYi &&&&&&& MªkWiMkmu lwph ds varxZr miyC/k gS A 

3- &&&&&&& fodYi dk iz;ksx izstsaVs'ku ds dsoy VsDLV Hkkx dks fizaV djus ds fy, 

fd;k tkrk gS A 
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bdkbZ 6 %  

bZ&esy eSlsftax ¼baVjehfM,V½ 
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fo"k;&lwph 

bdkbZ 6 % bZ&esy eSlsftax ¼baVjehfM,V½ 

l= 1 % dSys.Mj ds lkFk dk;Z djuk  

 l= 2 % ,ikWbaVesaV fu/kkZfjr djuk 

 l= 3 % ,ikWbaVesaV dks Js.kh—r djuk 

 l= 4 % dSys.Mj 'ks;j djuk 

 l= 5 % dSys.Mj fizaV djuk 

 l= 6 % eqykdkr dk vuqjks/k l̀ftr djuk 

 l= 7 % eqykdkr dk vuqjks/k dk mÙkj nsuk 

 l= 8 % VkLd l`ftr vkSj ,fMV djuk 

 l= 9 % uksV l`ftr vkSj ,fMV djuk 

l= 10 % lkekU; dk;Z l`ftr vkSj ,fMV djuk 
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l= 1 % dSys.Mj ds lkFk dk;Z djuk 

izklafxd tkudkjh 

le; dk izca/ku Lo;a dks O;ofLFkr j[kus dh ;kstuk dk gh ,d Hkkx gS ftlds ifj.kkeLo:i 

n{krk vkSj mRikndrk esa o`f) gksrh gSA le; dk izca/ku lk/kkj.k rduhdksa dk iz;ksx djrs 

gq, fd;k tk ldrk gS tSls dkxt vkSj isaflyA vki vius le; dh ;kstuk rS;kj djus ds 

fy, dSysaMj lkWQ~Vos;j dk iz;ksx Hkh dj ldrs gSaA 

dSysMfjax lkQ~WVos;j iz;ksDrk dks dSysaMj dk bysDVªkWfud laLdj.k miyC/k djkrk gSA ;g 

le; dks izcaf/kr djus dk midj.k gS rFkk lkekftd] /kkfeZd] okf.kfT;d vFkok iz'kklfud 

iz;kstuksa ds fy, fnuksa dks O;ofLFkr djus dh ,d iz.kkyh gSA vf/kdka'k bZ&esy ,Iyhsds'kuksa esa 

dSys.Mjksa ds lkFk dk;Z djus ds fy, lgk;rk lfEefyr gksrh gS( vki vkWuykbu dSys.Mj tSls 

xwxy dSys.Mj dk iz;ksx Hkh dj ldrs gSa ijarq mlds fy, baVjusV dusfDVfoVh dh 

vko';drk gksrh gSA  

bl vH;kl esa] vki dSys.Mj ,Iyhds'ku ds lkFk dke djuk lh[ksaxsA bu vH;klksa esa] vki 

vkmVyqd dSys.Mj ij vH;kl djsaxsA l=ksa ds var esa] vki fdlh Hkh dSys.Mj lkW¶Vos;j ij 

vklkuh ls dk;Z dj ldsaxs D;ksafd mudh fo'ks"krk,a yxHkx leku gh gksrh gSaA xwxy dSys.Mj 

ds fo"k; esa lh[kus ds fy, vki 

http://services.google.com/apps/resources/overviews_breez/calender/index.htmldks ns[k 

ldrs gSaA 

fuEu dk iz;ksx djds bZ&esy izksxzke vkjaHk djsa% 

fDyd djsa &LVkVZ>izksxzkEl>ekbØkslkW¶V vkfQl>ekbØkslkW¶V vkmVyqdA 

uhps ck,a dksus esa fLFkr dSys.Mj ij fDyd djsa ¼fp= uhps fn;k x;k gS½A 
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                fp= 

           fp= 1 
uhps n'kkbZ xbZ foaMks ds leku gh foaMks izdV gksxhA 
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                       fp= 
fp= 2 

vki dSys.Mj dk iz;ksx djrs gq, ,ikWbaVesaV l`ftr dj ldrs gSa rFkk nSfud fØ;kdyki 

fu/kkZfjr dj ldrs gSaA ;g ,Iyhds'ku rhu O;w miyC/k djkrk gS%  

 fnu 

 lIrkg 

 eghuk 

 

 

                                 fp= 

fp= 3 

mnkgj.k ds fy,] fdlh fnu fdlh fo'ks"k le; ds fy, fdlh dk;Z dks fu/kkZfjr djus ds 

fy,] Ms ¼fnu½ dk p;u djsaA fMQkYV O;w Hkh ^Ms* gh gSA  

vki uhps fn, x, fodYiksa esa ls ,d dk p;u djds lIrkg esa fdlh mfpr fnu dks ns[kus 

ds fy, 'kks odZ ohd ¼lkseokj ls 'kqØokj½ vFkok 'kks Qqy ohd ¼lkseokj ls 'kfuokj½ dk p;u 

dj ldrs gSaA 

 

 

 

 

 

fp= 

fp= 4 

eaFk ¼ekg½ O;w dk p;u djus ls ml eghus dk dSys.Mj fn[kkbZ nsrk gSA vki vius ekfld 

dk;ZØe ;gka ij fu/kkZfjr dj ldrs gSaA fnu@lIrkg O;w esa igys lsV fd;k x;k dksbZ 

,ikWbaVesaV@cSBd@eqykdkr dks Hkh ;gka ij n'kkZ;k tk,xkA 
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vki MsV usfoxsVj esa fdlh rkjh[k dk p;u djrs gq, dSys.Mj esa fdlh fufnZ"V rkjh[k rd 

Hkh igqap ldrs gSaA  

 

              fp= 

        fp= 5 
vki VwYLk >vkWI'kal dk p;u djrs gq, dSys.Mj ds fy, fodYi Hkh lsV dj ldrs gSaA uhps 

n'kkZ, x, vuqlkj ,d Mk;ykWx ckWDl izdV gksxkA 

 

 

 

 

 

 

 

 

          fp= 
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          fp= 6 
dSys.Mj vkWI'kal----- ij fDyd djsa rFkk Mk;ykWx ckWDl uhps n'kkZ, x, vuqlkj izrhr gksxkA  

                                                                   
                           fp= 

fp= 7 

vki Mk;ykWx ckWDl esa mi;qDr fodYiksa dk iz;ksx djrs gq, dSys.Mj esa ifjorZu dj ldrs 

gSaA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 

gkfly u djysa % 

Øe la- fØ;kdyki 

1- dSys.Mj vkWI'kal Mk;ykWx ckWDl esa izR;sd fodYi dk iz;ksx djsa rFkk mlds 

}kjk gksus okys ifjorZuksa dks ns[ksaA mu lHkh ifjorZuksa dks viuh uksVcqd esa 

fy[ksaA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&&&&&O;ofLFkr cus jgus ds fy, ;kstuk rS;kj djus dk ,d Hkkx gS ftlds 

QyLo:i n{krk vkSj mRikndrk esa o`f) gksrh gS A 
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2- &&&&&&& lkW¶Vos;j iz;ksDrk dks dSys.Mj dk bysDVªkWfud laLdj.k miyC/k djkrk 

gS A 

3- dSys.Mfjax lkW¶Vos;j }kjk lefFkZr rhu O;w &&&&&&&] &&&&&&&& vkSj 

&&&&&&& gSa A 

l= 2 % ,ikWbaVesaV fu/kkZfjr djuk 

izklafxd tkudkjh 

vki dSys.Mj dk iz;ksx djrs gq, ,ykbaVesaV~l l`ftr dj ldrs gSaA mnkgj.k ds fy,] vki 

nar&fpfdRld ds ikl tkus ds fy, ,ykbaVesaV rS;kj dj ldrs gSaA  

bl vH;kl esa] vki ,ikbaVesaV fu/kkZfjr djuk lh[ksaxsA vki ,ikWbaVesaV nks rjhds ls fu/kkZfjr 

dj ldrs gSa% 

1- esU;w ckj dk iz;ksx djrs gq,A 

2- dSys.Mj O;w dk iz;ksx djrs gq,A 

Qkby>U;w >,ikWbaVesaV ij tk,a] uhps n'kkZ, x, vuqlkj ,d leku foaMks fn[kkbZ nsxhA 
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fp= 

fp= 8 

vkids }kjk ,ikWbaVesaV fu/kkZfjr dj ysus ds mijkar] bl lwpuk dks dSys.Mj }kjk LVksj fd, 

tkus ds fy, lso ,aM Dykst fodYi dk iz;ksx djsaA ;s fooj.k dSys.Mj esa fn[kkbZ nsaxsA 

 

 

                           fp= 
fp= 9 
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dSys.Mj lkW¶Vos;j dSys.Mj esa fu/kkZfjr dh xbZ izfof"V;ksa ds vk/kkj ij vkidks ,yVZ tkjh 

djsxkA  

 

               

                           fp= 
fp= 10 

vki nSfud] lkIrkfgd] ekfld vFkok okf"kZd vk/kkj ij ,ikWbaVesaV l`ftr dj ldrs gSaA vki 

fujarj fd, tkus okys dk;ksZa ds fy, Hkh ,ikWbaVesaV lsV dj ldrs gSa] mnkgj.k ds fy, vki 

izR;sd fnu izkr% 7-30 cts 8-00 cts dk le; uk'rs ds fy, fu/kkZfjr dj ldrs gSaA ,slk 

djus ds fy, dSys.Mj ij jkbV&fDyd djsa rFkk U;w fjdfjax ,ikWbaVesaV ij fDyd djsaA 

 

         fp= 
        fp= 11 
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,ikWbaVesaV fjdjsal foaMks izdV gksxhA vki ,ikWbaVesaV ds le;] mlds nksgjk, tkus ds iSVuZ 

rFkk nksgjk, tkus dh vof/k dks ;gka Hkj ldrs gSaA 

 

 

                            fp= 
fp= 12 

ckj&ckj nksgjk, tkus okys fØ;kdyki dks ,aVj djsa] eYVhiy Mst+ dk p;u djsa vkSj vksds 

ij fDyd djsaA 

ckj&ckj nksgjk, tkus okyk ,ikWbaVesaV nSfud dk;Zdyki ds :i esa dSys.Mj ij izdV gks 

tk,xk] tSlk fd uhps n'kkZ;k x;k Gsa 

 

 

                         fp= 
                        fp= 13 
vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ 
fo'okl gkfly u dj ysa % 

Øe la- fØ;kdyki 

1- ,d ckj fd;k tkus okyk rFkk ,d nksgjk;k tkus okyk ,ikWbaVesaV fu/kkZfjr 

djsaA 

2- fuEufyf[kr fØ;kdykiksa ds fy, ,ikWbaVesaV rS;kj djsa% 
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1- nSfud d{kk dk dk;ZØeA 

2- ijh{kk dk dk;ZØeA 

3- ijh{kkvksa dh rS;kjh ds fy, dk;ZØeA 

4- ldZl tkuk ¼,d ckj fd;k tkus okyk fØ;kdyki½A  

5- vfHkHkkod@f'k{kd HksaV ¼ekfld fØ;kdyki½A 

6- iqLrd vkSj LVksj tkuk ¼,d ckj fd;k tkus okyk fØ;kdyki½A 

7- Vhdkdj.k dk;ZØe ¼okf"kZd fØ;kdyki½A 

bu ,ikWbaVesaVksa dks lso djsaA vkidks budk iz;ksx vkxkeh vH;kl esa djuk 

gksxkA 

ewY;kadu 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- fdlh ,ikWbaVesaV dks fu/kkZfjr djus ds nks rjhds gSa % &&&&&&&& vkSj &&&&&&& 

A 

2- dSys.Mj lkW¶Vos;j dSys.Mj esa fu/kkZfjr izfof"V;ksa ds vk/kkj ij &&&&&&& ls gesa 

lpsr djrk gS A 

3- &&&&&&&& ,ikWbaVesaV~l dk iz;ksx ckj&ckj nksgjk, tkus okys dk;ksZa ds fy, fd;k 

tk ldrk gS A 

l= 10 % ,ikWbaVesaV dks Js.kh—r djuk 

izklafxd tkudkjh 

vki viuh ,ikWbaVesaV dks ,d fufnZ"V jax nsrs gq, le; izca/ku lkW¶Vos;j esa mls Js.kh—r dj 

ldrs gSaA mnkgj.k ds fy,] vki fo|ky; ls lacaf/kr lHkh fØ;kdykiksa ds fy, gjs jax dk 

iz;ksx dj lds gSa rFkk vius lHkh futh fØ;kdykiksa ds fy, uhyk jax fu/kkZfjr dj ldrs gSaA 

dSys.Mj dk iz;ksx djrs gq,] vki jaxksa dkuke j[k ldrs gSa ¼rFkk tc vki vko';d le>s 

mu ukeksa dks cny ldrs gSa½A vki fdlh fo'ks"k izfof"V dks ut+j Hkj ns[kdj gh mls igpku 

ysus ds fy, rFkk vkidh vka[kksa dks vkdf"kZr djus ds fy, jaxksa dk iz;ksx djrs gSaA bl 

vH;kl esa] vki ,ikWbaVesaV~l dks Js.kh—r djuk lh[ksaxsA  

vki ;k rks ,ikWbaVesaV dks l`ftr djrs le; gh ml ,ikWbaVesaV dks Js.kh—r dj ldrs gSa 

vFkok ,ikWbaVesaV ds l`ftr fd, tkus ds mijkarA 

,ikWbaVesaV rS;kj djrs le; Js.kh dk iz;ksx djus ds fy, dSVsxksjkbt+ MªkiMkmu lwph ¼fp= 

uhps fn;k x;k gS½ ls fdlh jax dk p;u djsaA fdlh fo|eku ,ikWbaVesaV ds fy, Js.kh 

fu/kkZfjr djus ds fy, ,ikWbaVesaV ij Mcy fDyd djsa rFkk dSVsxksjkbt+ MªkWiMkmu lwph ls 

,d jax dk p;u djsaA 
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                 fp= 
               fp= 14 
vki Jsf.k;ksa dks uke Hkh ns ldrs gSaA bldk ,d mnkgj.k uhps n'kkZ;k x;k gSA 

 

 

 

 

        fp= 
      fp= 15 
vH;kl % 
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fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ 
fo'okl gkfly u dj ysa % 

Øe la- fØ;kdyki 

1- fofHkUu Jsf.k;ksa ds lkFk ,ikWbaVesaV~l rS;kj djsa rFkk fiNys vH;kl esa rS;kj 

fd, x, fo|eku ,ikWbaVesaV~l ds fy, Jsf.k;ka fufnZ"V djsaA lkFk gh fdlh 

uke nh xbZ Js.kh dks iqu% uke nsus rFkk vkids }kjk l`ftr dh xbZ Js.kh dks 

gVkus dk Hkh iz;kl djsaA  

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- vki fdlh ,ikWbaVesaV dks ,d fufnZ"V  &&&&&&&& nsdj le; izca/ku lkW¶Vos;j esa 

,ikWbaVesaV~l dks Js.khc) dj ldrs gSa A 

2- le; izca/ku lkW¶Vos;j esa dqN Jsf.k;ka gSa % 

¼d½  &&&&&&&&&&&&&&&&& 

¼[k½ &&&&&&&&&&&&&&&&& 

¼x½ &&&&&&&&&&&&&&&&& 

¼?k½ &&&&&&&&&&&&&&&&& 

¼M-½ &&&&&&&&&&&&&&&&& 

¼p½ &&&&&&&&&&&&&&&&& 

l= 4 % dSys.Mj dks 'ks;j djuk 

izklafxd tkudkjh 

vki lacaf/kr O;fDr dks bZ&esy vkbZMh ij dSys.Mj dks Hkstdj fdlh vU; O;fDr ds lkFk Hkh 

viuk dSys.Mj 'ks;j dj ldrs gSaA ;gka ;g iz'u /;ku esa vkrk gS fd eSa ,slk D;ksa d:axk\ 

viuk dSys.Mj 'ks;j djuk vkidks vius ifr@iRuh] ifjokj vFkok vU; fudV lacaf/k;ksa ds 

lkFk vkids le; dsfUnzr thou ds fofHkUu le;&varjky fcrkus esa vkidh lgk;rk djsxkA 

dSys.Mj 'ks;fjax lPps lg;ksx vkSj lkekftd usVofdZax ds fy, egRoiw.kZ dM+h cu xbZ gSA 

blds vykok] vki dSys.Mj QksYMj l`ftr dj ldrs gSa rFkk dqN fof'k"V QksYMjksa dks gh 

'ks;j djus ds fy, pqu ldrs gSaA mnkgj.k ds fy,] vki fdlh fo'ks"k ifj;kstuk ds fy, 

dSys.Mj QksYMj rS;kj dj ldrs gSa rFkk mls vius lgdfeZ;ksa ds lkFk 'ks;j dj ldrs gSaA 

vki mUgsa bl ckr dh vuqefr ns ldrs gSa fd os ml dSys.Mj esa dk;ZØeksa rFkk ,ikWbaVesaV~l 

dks vko';drkuqlkj la'kksf/kr dj ysaA 
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bl vH;kl esa] vki bZ&esy loZj dk iz;ksx djrs gq, bZ&esy eSlst es dSys.Mj dh dkWih 'ks;j 

djuk lh[ksaxsA dSys.Mj esy loZj esa viyksM gksxk rFkk vU; yksxksa }kjk mudh bZ&esy vkbZMh 

dk iz;ksx djrs gq, mls ns[kk Hkh tk ldsxkA  

dSys.Mj ds usfoxs'ku isu esa miyC/k ifCy'k ekbZ dSys.Mj----- fodYi ij fDyd djs] tSlk 

uhps n'kkZ;k x;k gSA  

                                                             
                                  fp= 

              fp= 16 
fVIi.kh % esy loZj esa viuk dSys.Mj viyksM djus ds fy, vkids ikl ekbØkslkW¶V esfyax 

lfoZl esa bZ&esy ,dkmaV gksuk pkfg,A vxj vkids ikl ,dkmaV gS] rks vius ,dkmaV dks 

ykWxbu djus ds fy, lkbu bu ij fDyd djsa( vU;Fkk fDyd gs;j Vq lkbu vi 

QkWjÝh,dkmaV dk p;u djrs gq, ,d bZ&esy ,dkmaV l`ftr djsa] tks foaMks esa miyC/k gSA 

viuk bZ&esy vkbZMh vkSj ikloMZ Mkysa rFkk lkbu bu ij fDyd djsaA fuEufyf[kr foaMks 

izdV gksxh% 
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                fp= 
             fp= 17 
esy loZj ij dSys.Mj ifCy'k djus ds fy, fQfu'k ij fDyd djsaA fuEufyf[kr Mk;ykWx 

ckWDl izdV gksxk% 

  

           fp= 
          fp= 18 
MªkWiMkmu oSY;wt+ dk p;u djrs gq, 'ks;j fd, tkus okys dSys.Mj esa le; varjky dk p;u 

djsaA vki fMVsy lwph rFkk ijeh'ku fodYi dk iz;ksx djrs gq, nwljksa ds lkFk 'ks;j fd, 

tkus okys fooj.kksa dks dafQxj dj ldrs gSaA vko';d fooj.kksa dks fufnZ"V dj ysus ds 

mijkar vksds ij fDyd djsaA uhps n'kkZ, x, vuqlkj ,d Mk;ykWx ckWDl izdV gksxkA 
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                 fp= 
                 fp= 19 
vkils bl dSys.Mj dks ifCy'k djus ds fy, vkids bZ&esy ,dkmaV ds fooj.k iwNs tk,axsA 

vkids }kjk fooj.k Hkj fy, tkus ds i'pkr~ vksds ij fDyd djsaA vksds ij fDyd gksrs gh 

fuEu eSlst ckWDl izdV gksxkA 

                                   
                                      fp= 

                    fp= 20 
vkea=.k Hkstus ds fy, ;sl ij fDyd djsaA dSys.Mj 'ks;j foaMks izdV gksxhA  
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                           fp= 
fp= 21 

mu O;fDr;ksa ds bZ&esy ,dkmaV izfo"V djsa ftuds lkFk vki dSys.Mj 'ks;j djuk pkgrs gSa 

rFkk lsaM ij fDyd djsa rFkk vkidk vkea=.k mu O;fDr;ksa ds bZ&esy ,dkmaVksa esa igqap 

tk,xkA 

tc os O;fDr vius&vius bZ&esy ,dkmaVksa dks lkbu bu djsaxs] rks mu izkIrdrkZvksa dks 

fuEufyf[kr lans'k fn[kkbZ nsxkA 

 

 

 

 

                 

 

                              fp= 
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                              fp= 22 
'ks;j fd, x, dSys.Mj dks ns[kus ds fy,] izkIrdrkZvksa dks lans'k ds 'kh"kZ ij miyC/k fodYi 

lClØkbc Vq fnl dSys.Mj ij fDyd djuk gksxkA blls fuEufyf[kr Mk;ykWx ckWDl izdV 

gksxk% 

 

 

 

 

 

 

 

 

 

                           fp= 
fp= 23 

'ks;MZ dSys.Mj dks lClØkbc djus ds fy, ;sl ij fDyd djsaA ;sl ij fDyd djrs gh] 

izkIrdrkZ dks uhps n'kkbZ xbZ foaMks dh Hkkafr ,d foaMks fn[kkbZ nsxh ftlesa mls vius ,dkmaV 

ds fooj.k Hkjus gksaxsA 
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                           fp= 
fp= 24 

lR;kiu dh izfØ;k ds iw.kZ gksus ij] dSys.Mj MkmuyksM gks tk,xk rFkk muds dSys.Mj izksxzke 

esa miyC/k gks tk,xkA 

 

 

 

 

                          fp= 
fp= 25 

vc og iz;ksDrk vkids dSys.Mj dks ns[k ldrk gSA  

vki vius dSys.Mj dh ,d izfr ekud bZ&esy lans'k ds :i esa Hkh nwljs iz;ksDrkvksa dks Hkst 

ldrrs gSaA ;g dSys.Mj izkIrdrkZ dh esy esa ,d vVSpesaV ds :i esa iznf'kZr gksxkA ,slk 

djus ds fy,] dSys.Mj ds uSfoxs'ku isu esa miyC/k lsaM , dSys.Mj ok;k bZ&esy fodYi ij 

fDyd djsa] tSlk uhps n'kkZ;k x;k gSA 
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                           fp= 
fp= 26 

lsaM , dSys.Mj ok;k bZ&esy Mk;ykWx ckWDl izdV gksxkA 

 

 

 

                           fp= 
fp= 27 

vki ;k rks lewpk dSys.Mj Hkst ldrs gSa vFkok dSys.Mj esa fdlh fo'ks"k lIrkg ;k fnu dh 

izfof"V;ka Hkst ldrs gSa ftlds fy, vkidks mi;qDr fodYi dk p;u djuk gksxk vkSj fQj 

vksds ij fDyd djsaA 
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                           fp= 
fp= 28 

vki ml iz;ksDrk dk bZ&esy ,MªSl fufnZ"V djsa ftlds lkFk vki dSys.Mj 'ks;j djuk pkgrs 

gSa rFkk lsaM ij fDyd djds ml O;fDr dks ;g dSys.Mj Hkst nsaA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ 
fo'okl gkfly u dj ysa % 

Øe la- fØ;kdyki 

1- bl vH;kl esa vkids }kjk lh[kh xbZ nksuksa i)fr;ksa dk iz;ksx djrs gq, 

vius lgikfB;ksa ds lkFk iwoZ l=ksa esa vkids }kjk rS;kj fd, x, dSysaMj dks 

'ks;j djsaA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 
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1- vkids dSysaMj dh &&&&&&&& vkidks vius le; ij dsfUnzr thou ds fofHkUu 

Hkkxksa ds lkFk lk>k djus esa enn djrh gS A 

2- okLrfod lg;ksx rFkk lks'ky usVofdZax ds fy, vafre pj.k &&&&&&&& gS A 

3- dSysaMj dks 'ks;j djus ds fy, vkidks usfoxs'ku isu esa miyC/k &&&&&&&& fodYi 

pquuk gksxk A 

l= 5 % dSysaMj fizaV djuk 

izklafxd tkudkjh 

vki dSysaMj fizaV dj ldrs gSa rFkk bls lanHkZ ds fy, j[k ldrs gSaA ;g ,slh fLFkfr;ksa esa 

ykHkizn gksxk tc vkidks dEI;wVj rd igqap lqyHk ugha gSA bl vH;kl esa vki dSys.Mj dks 

fizaV djuk lh[ksaxsA 

fDyd djsa Qkby>fiazV] fizaV Mk;ykWx ckWDl izdV gksxkA 

 

 

            fp= 
          fp= 29 
mu rkjh[kksa dks fufnZ"V djrs gq, dSys.Mj dh jsat dk p;u dhft,] tks vkidks fizaV djuh gS 

rFkk vksds ij fDyd dhft,A 

vc fizaV LVkby ckWDl esa miyC/k fofHkUu LVkbyksa dk iz;ksx djrs gq, ¼nSfud] lkIrkfgd vkSj 

ekfld½ fizaV djus dk iz;kl dhft, ¼Åij fp= nsf[k,a½A 
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izkbosV ,ikbaVesaV~l ds fooj.kksa dks fizaV djus ds fy, gkbM fMVsYl vkWQ izkbosV ,ikabVesaV~l 

psd ckWDl dks vupsd dhft,A 

vyx&vyx nwjh ij fLFkr fnuksa dks fizaV djus ds fy, lIrkg vFkok ekg O;w dks cnfy, 

rFkk fQj bu fnuksa dk p;u dhft, ftUgsa vki fizaV djuk pkgrs gSa] rFkk fQj fDyd dhft, 

 Qkby > fiazVA 

vH;kl % 

fuEufyf[krfØ;kdykiksadksrcrdnksgjkb, tcrdfdvkimUgsadjusesaiw.kZfo'oklgkflyudjysa % 

Øe la- fØ;kdyki 

1- fizaV Mk;ykWx ckWDl esa fodYiksa dk iz;ksx djrs gq, dSys.Mj fizaV dhft,A 

vki viuh ilan ds vuqlkj nSfud] ekfld vFkok lkIrkfgd LVkby dk 

iz;ksx dj ldrs gSaA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- fizaV fodYi &&&&&&&& esU;w ds varxZr miyC/k gS A 

2- izkbosV ,ikbaVesaV ds fooj.kksa dks fizaV djus ds fy, vkidks &&&&&&&& psdckWDl 

dks vupsd djuk gksrk gS A  

 

l= 6 % eqykdkr dk vuqjks/k l`ftr djuk 

izklafxd tkudkjh 

eqykdkr ,slh ,ikbaVesaV gS ftlds fy, vki yksxksa dks vkeaf=r djrs gSa vkSj lalk/kuksa dk 

vkjf{kr j[krs gSa ¼cSBd d{k] midj.k vkfn½A vki vkeus&lkeus dh tkus okyh eqykdkr 

vFkok vkWuykZbu cSBdksa ds fy, cSBd ds vuqjks/k rS;kj dj ldrs gSa vkSj mUgsa izsf"kr dj 

ldrs gSa rFkk lkFk gh mlds fy, lalk/kuksa dh O;oLFkk Hkh dj ldrs gSaA eqykdkr dh 

O;oLFkk djus ds fy,] vkidks vkeaf=r fd, tkus okys yksxksa dks igpku djuh gksxh] mlds 

fy, vkjf{kr fd, tkus okys lalk/kuksa dks ns[kuk gksxk rFkk cSBd dk LFkku Hkh fu/kkZfjr 

djuk gksxkA ml cSBd ds ckjs esa izfrfØ;k,a vkids buckWDl esa izkIr gksaxhA vki fdlh 

ekStwnk cSBd esa vkSj vf/kd yksxksa dks vkeaf=r dj ldrs gSa vFkok ;fn fdlh cSBd dk le; 

mi;qDr ugha ik;k tkrk gS rks mls iqu%fu/kkZfjr dj ldrs gSaA bl vH;kl esa] vki eqykdkr 

ds fy, vuqjks/k dks rS;kj djuk lh[ksaxsA vki bZ&esy ,Iyhds'kal lkW¶Vos;j dk iz;ksx djrs 

gq, Hkh cSBd dk dk;ZØe fu/kkZfjr dj ldrs gSaA 

 fDyd djsa Qkby>U;w>ehfVax fjDosLV] fuEufyf[kr foaMks n'kkZbZ tk,xhA 
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                       fp= 
                      fp= 30 
vki Åij n'kkZbZ xbZ foaMks esa fo"k;] LFkku vkSj le; lsV djrs gq, fdlh vU; iz;ksDrk dks 

bl cSBd ds fooj.k izsf"kr dj ldrs gSaA 

vc lSaM ij fDyd djsaA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ 
fo'okl gkfly u dj ysa% 

Øe la- fØ;kdyki 

1- fuEufyf[kr enksa ds fy, eqykdkr vuqjks/k rS;kj djsa% 

1- fo|ky; okf"kZd fnol lekjksg ds ckjs esa ppkZA 

2- jDrnku f'kfoj ds ckjs esa ppkZA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 
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1- &&&&&&&& ,d ,ikabVesaV gS ftlesa vki yksxksa dks vkeaf=r djrs gSa vFkok 

lalk/kuksa dks vkjf{kr djrs gSa A 

2- vki eqykdkr dk vuqjks/k Hkstrs le; &&&&&&&&] &&&&&&&& vkSj &&&&&&& 

fufnZ"V dj ldrs gSa A 

l= 7 % eqykdkr ds vuqjks/k dk mÙkj nsuk 

izklafxd tkudkjh 

dSys.Mj lkW¶Vos;j iz;ksDrk dks eqykdkr dk vuqjks/k Hkstus okys vU; iz;ksDrkvksa dks mÙkj 

izsf"kr djus ds fy, leFkZ cukrk gSA vki vH;kl esa] vki eqykdkr ds fy, izkIr gq, fdlh 

vuqjks/k dk mÙkj nsuk lh[ksaxsA 

vuqjks/k dks ns[kus ds fy, bZ&esy ,Iyhds'ku dks [kksysaA mldk mÙkj nsus ds fy, ,DlsIV 

VsaVsfVo] fMDykbu vFkok izikst U;w Vkbe fodYiksa dk iz;ksx djsa ¼uhps fp= esa n'kkZ;k x;k 

gS½A 
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                           fp= 
fp= 31 

 

 

 

                           fp= 
fp= 32 

cSBd ds izfrHkkxh ds :i esa] vki cSBdksa ds fy, fdlh oSdfYid le; dk izLrko Hkh dj 

ldrs gSaA rFkkfi] cSBd ds vk;kstdksa }kjk u;k le; Lohdkj fd;k tkuk pkfg,A cSBd ds 

vk;kstd ,slh cSBdksa ds izLrko Hkh Hkst ldrs gSa tks cSBd ds fy, oSdfYid le; dk izLrko 

djus ds fodYi dks lhfer djrs gSaA ;fn cSBd ds vk;kstd us cSBd ds izLrko dks lhfer 

fd;k gS] rks izikst U;w VkbefodYi miyC/k ugha gksrk gSA ;fn fQj Hkh u;k le; izLrkfor 

djrs gSa] rks Hkh vkidks cSBd ds le; dks vuafre :i ls Lohdkj djuk gh iM+sxkA ysfdu 

;fn vki izikst U;w Vkbe VsDLV ij fDyd djrs gSa] rks vkids ikl VsaVsfVo ,aM izikst U;w 

Vkbe vFkok fMDykbu ,aM izikst U;w Vkbe uked vfrfjDr fodYi miyC/k gksaxsA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ 
fo'okl gkfly u dj ysa % 

Øe la- fØ;kdyki 
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1- vkids }kjk vkt lh[kh xbZ i)fr dh iz;ksx djrs gq, vkids lgikfB;ksa 

}kjk Hksts x, eqykdkr ds vuqjks/k dk mÙkj nhft,A  

2- ,DLksIV] VsaVsfVo vkfn fodYiksa dk iz;ksx djrs gq, vU; lgikfB;ksa ls izkIr 

vuqjks/kksa dk mÙkj nhft,A 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft, % 

1- dSys.Mj lkW¶Vos;j iz;ksDrk dks vU; iz;ksDrkvksa }kjk Hksts x;s eqykdkr ds vuqjks/kksa 

dks &&&&&&&& djus esa leFkZ cukrs gSa A 

2- vkidh cSBd ds vuqjks/k ds mÙkj vkidh &&&&&&&& esa izkIr gksrs gSa A 

3- cSBd ds fy, mÙkjksa ds dqN fodYi gSa &&&&&&&] &&&&&&] &&&&&& vkSj 

&&&&&& A  

4- vkidks ,slh cSBd ds fy, vuqjks/k izkIr gqvk gS ftldk dk;ZØe vkids fy, 

lqfo/kktud ugha gS] ysfdu vki bl cSBd dks iqu%fu/kkZfjr djuk pkgrs gSa A cSBd 

ds bl vuqjks/k dk mÙkj nsrs gq, vki fdl fodYi dk iz;ksx djsaxs A 

l= 8 % VkLd l`ftr vkSj ,fMV djuk 

izklafxd tkudkjh 

VkLd ,sls dk;ksZa dks dgk tkrk gS ftUgsa fdlh iz;ksDrk }kjk fu"ikfnr fd;k tkrk gSA VkLd 

esa vusd fØ;kRed ensa 'kkfey gks ldrh gSa] tSls cSBd d{k dh cqfdax djuk] fVdVksa dh 

cqfdax djuk] fdlh dk;Z ds iwjk gksus ds fy, fjekbaMj yxkuk] vkfnA bl vH;kl esa] vki 

fdlh dk;Z dks l̀ftr djuk vkSj mls ,fMV djuk lh[ksaxsA  

vki bZ&esy dSys.Mj ,Iyhds'ku lkW¶Vos;j esa dksbZ VkLd l`ftr dj ldrs gSaA 

fDyd djsa &Qkby >U;w > VkLd] ,d VkLd foaMks iznf'kZr gksxh] tSlh uhps n'kkZbZ xbZ gSA  
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                          fp= 
fp= 33 

;gka vki vius VkLd ds fy, VkLd use j[k ldrs gSa( mlds vkjaHk gksus dh rkjh[k gksus dh 

rkjh[k vkSj ml VkLd ds lekIr gksus dh rkjh[k dks Hkh fufnZ"V dj ldrs gSaA laiw.kZ fooj.k 

ns ysus ds mijkar ist ds 'kh"kZ ij lso ,aM Dykst ij fDyd djsaA uhps n'kkZ, x, vuqlkj ,d 

foaMks iznf'kZr gksxhA  

 

 

                         fp= 
                       fp= 34 
vki bZ&esy ,Iyhds'ku lkW¶Vos;j esa miyC/k VkLd uke ij Mcy fDyd djrs gq, VkLd dks 

,fMV Hkh dj ldrs gSaA 

vH;kl % 

fuEufyf[krfØ;kdykiksadksrcrdnksgjkb, tcrdfdvkimUgsadjusesaiw.kZfo'oklgkflyudjysa % 

Øe la- fØ;kdyki 

1- ,d u;k VkLd l̀ftr djsaA 

2- fdlh fo|eku VkLd dks ,fMV djsaA 
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ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&&&&& dk vFkZ gS ,sls dk;Z ftUgsa iz;ksDrk }kjk fu"ikfnr fd;k tkrk gS A 

2- fdlh VkLd dks l`ftr djrs gq, vki VkLd ds &&&&&&&& ] &&&&&&&& ] 

&&&&&&&& ] &&&&&&&&  vkSj &&&&&&&& ifjHkkf"kr dj ldrs gSaa A 

l= 9 % uksV l`ftr vkSj ,fMV djuk 

izklafxd tkudkjh 

uksV~l ,sls NksVs VsDLV eSlst gSa ftudk iz;ksx fDod uksV~l ysus ds fy, fd;k tk ldrk gSA 

vki dSys.Mj lkW¶Vos;j esa uksV~l l`ftr dj ldrs gSaA bl vH;kl esa vki uksV dks rS;kj 

djuk vkSj mls ,fMV djuk lh[ksaxsA 

fDyd djsa &Qkby>U;w >uksV] ,d foaMks iznf'kZr dh tk,xh tks uhps n'kkZ, x, ds leku 

gksxhA 

 

 

                              fp= 
fp= 35 

vki uksV dh fo"k;&oLrq Vkbi djds -----vkbdkWu ij fDyd dj ldrs gSaA tc vki & 

vkbdkWu ij fDyd djrs gSa] rks uhps n'kkZ, x, vuqlkj ,d MªkWiMkmu lwph izdV gksxhA 
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                     fp= 
                    fp= 36 
vkids }kjk vHkh rS;kj fd, x, uksV~l dks ns[kus ds fy,] dSys.Mj ,Iyhds'ku esa uksV~l ij 

fDyd djsaA ;fn vki uksV~l dks ,fMV djuk pkgrs gSa] rks ml ij Mcy fDyd djsa rFkk 

vis{kk ds vuqlkj mls ,fMV dj ysaA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ 
fo'okl gkfly u dj ysa % 

Øe la- fØ;kdyki 

1- uksV l`ftr djsaA 

2- uksV ,fMV djsaA 

3- fuEufyf[kr enksa ds fy, uksV rS;kj djsa% 

1- ijpwu dh lwph A 

2- [kjhnh tkus okyh iqLrdksa dh lwph A 

ewY;kadu % 

 fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&&&&& y?kq VsDLV lans'k gS ftudk iz;ksx fDod uksV~l ysus ds fy, fd;k 

tkrk gS A 

2- uksV~l dh lwph dks ns[kus ds fy, vki dSys.Mj ,Iyhds'ku esa &&&&&& fodYi 

pqurs gSa A 

l= 10 % tuZy ,aVªh l`ftr vkSj ,fMV djuk 

izklafxd tkudkjh 

tuZy ,aVªh ysu&nsuksa ds fy, ,d le;&lhek l`ftr djrh gS ftUgsa fdlh dkaVsDV ds lkFk 

tksM+k tk ldrk gSA ysu&nsu dksbZ bZ&esy] VkLd] ,ikbaVesaV] vkfn gks ldrk gSA fuEufyf[kr 

fØ;kdykiksa dks Lor% gh fjdkMZ fd;k tk ldrk gSA  

 Hksth xbZ vkSj izkIr gqbZ bZ&esy  

 VsyhQksu dkWy 

 cSBd ds vuqjks/k vkSj muds mÙkj 
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 dk;kZy; ds os nLrkost ftUgsa vki izcaf/kr djrs gSaA 

mu lHkh nLrkostksa] ftu ij vki dk;Z djrs gSa] fof'k"V laidZ&lw=ksa dks Hksth xbZ bZ&esy 

rFkk fd, x, Qksu dkWy dh Lor% gh fjdkfMZax djds tuZy vius leLr fØ;kdykiksa dk 

ys[kk&tks[kk j[krk gSA ;g ml fLFkfr esa vR;ar ykHkizn gksrk gS tc vki ;g tkuuk pkgrs 

gSa fd vkius fdlh nLrkost ij fdrus le; rd dk;Z fd;k vFkok Qksu dkWy ij fdruk 

le; fcrk;k D;ksafd tuZy fdlh Hkh fØ;kdyki ds lkFk O;rhr fd, x, le; ij iwjh utj 

j[krk gS] vFkok tc izca/kd ;g tkuuk pkgrs gSa fd ny ds lnL;ksa }kjk fdruh dkWysa dh 

xbZ vFkok bZ&esy Hksth xbZ vFkok tc og izfr ?kaVs rS;kj fd, x, nLrkostksa dh la[;k dh 

fuxjkuh djrk gSA 

bl vH;kl esa] vki tuZy izfof"V;ksa ds lkFk dk;Z djuk lh[ksaxsA 

;fn vki fdlh ,Iyhds'ku tSls ekbØkslkW¶V oMZ] ds iz;ksx dh fuxjkuh djuk pkgrs gSa] rks 

fDyd   djsa &VwYl >vkWI'kauA ,d Mk;ykWx ckWDl iznf'kZr gksxk tks uhps n'kkZ, x, ds leku 

gksxkA  

 

 

 

 

 

 

             fp= 
            fp= 37 
tuZy vkWI'kal cVu ij fDyd djsaA 
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tc vki cVu fDyd djrs gSa] rks uhps n'kkZ, x, dh Hkkafr ,d Mk;ykWx ckWDl izdV gksxkA 

 

 

 

                     fp= 
                    fp= 38 
vkWYlks fjdkMZ QkbYl ÝkWe lsD'ku ds varxZr ekbØkslkW¶V oMZ dks psd djsa rFkk vksds ij 

fDyd djsaA Vkbe eSustesaV lkW¶Vos;j dks can dj nsaA 

vc oMZ izkslsflax lkW¶Vos;j dks [kksys ,d MkWD;qesaV l`ftr djsa vkSj mls lso dj nsaA oMZ 

izkslsflax lkW¶Vos;j dks can dj nsaA vc Vkbe eSustesaV lkW¶Vos;j dks [kksysaA  

 lsysDV djsa &xks >tuZYl 

fuEufyf[kr foaMks iznf'kZr gksxhA 
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                            fp= 
fp= 39 

;g uksV djsa fd vkids }kjk igys cuk;k x;k MkWD;qesaV og lwph esa tqM+ x;k gSA vki ,aVªh 

ij Mcy fDyd djds vFkok ,aVªh ij jkbV fDyd djds vkSj vksiu tuZy ,aVªh dk p;u 

djds tuZy ,aVªh dks ,fMV dj ldrs gSaA 

 

 

                fp= 
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              fp= 40 
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Åij n'kkZ, x, ds le; ,d foaMks iznf'kZr gksxhA 

 

                              fp= 
fp= 41 

;g /;ku nsa fd fuEufyf[kr ensa iznf'kZr dh xbZ gSa% 

 MkWD;qesaV Qkby dk uke vkSj ikFk 

 l`ftr dh xbZ Qkby dk le; vkSj rkjh[k 

 vof/k ¼ml MkWD;qesaV ij fcrk;k x;k le;½ 

 MkWD;qesaV dk 'kkWVZdV ¼'kkVZdV ij Mcy fDyd djds MkD;qesaV [kqy tk,xk½A 

blh izdkj] ;fn vki vius dkaVsDV~l dks Hksth xbZ bZ&esy dh fuxjkuh djuk pkgrs gSa rks vki VwYl 

>vkI'kal ij tk,aA tuZy vkWI'kal cVu ij fDyd djsaA 
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fp= 

fp= 42 

QkWj nht+ dkWaVsDV~l% lsD'ku ds varxZr ml dkaVsDV dk p;u djsa ftls vki VªSd djuk pkgrs gSa] 

ftlds fy, izR;sd dkaVsDV ds vkxs ^psd* j[ksaA bls mijkar] vksds ij fDyd djsaA 

fVIi.kh % dSysaMj ,Iyhds'ku esa tksM+s x, dkaVsDV ;gka fn[kkbZ nsaxsA 

vc lHkh dkaVsDV~l dks ¼fiNys pj.k esa pqus x,½ esy HkstsaA vkids }kjk esy Hkst fn, tkus ds mijkar] 

fDyd djsa xks >tuZyA fuEufyf[kr fp= ds vuqlkj ,d foaMks iznf'kZr gksxhA 
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                             fp= 
fp= 43 

n'kkZbZ xbZ bZ&esy ,afVª;ksa dks ns[ksa ¼Hksth xbZ vkSj izkIr gqbZ½A ,aVªh ij jkbV fDyd djsa rFkk vksiu 

tuZy ,aVªh dk p;u djsaA 
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                              fp= 
fp= 44 

n'kkZbZ xbZ fuEufyf[kr enksa dks ns[ksa% 

 esy dk fo"k; 

 VkbeLVSai ¼le; vkSj rkjh[k½ 

 esy dk 'kkVZdV ¼'kkVZdV dks Mcy fDyd djus ls esy [kqy tk,xh½A 

vc tc vkius tuZy ds lkFk dk;Z djuk lh[k fy;k gS] mlds fofHkUu fodYiksa ds lkFk Hkh dk;Z djsa 

tSls VkLd fjDosLV] ehfVax fjDosLV vkfn rFkk Vkbe eSustesaV lkW¶Vos;j esa VªSfdax dks ns[ksaA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl 
gkfly u dj ysa % 

Øe la- fØ;kdyki 

1- ,d ubZ tuZy ,aVªh rS;kj djsaA 
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2- fdlh fo|eku tuZy ,aVªh dks ,fMV djsaA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&&&&& ysu&nsu dh le;&lkj.kh rS;kj djrh gS ftls fdlh dkaVsDV~l ls tksM+k Hkh tk 

ldrk gS A 

2- &&&&&&&& ] &&&&&&&& ] &&&&&&&& ] &&&&&&&&  dqN ,slh vkbVesa gSa ftUgsa 

dSys.Mj lkW¶Vos;j }kjk Lor% fjdkMZ fd;k tk ldrk gS A  
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bdkbZ 7 %  

MkVkcsl fodkl ¼vk/kkjHkwr½ 
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fo"k;&lwph 

bdkbZ 7 % MkVkcsl fodkl ¼vk/kkjHkwr½ 

l= 1 % MkVkcsl vo/kkj.kk,a 

 l= 2 % MkVk LVksjst 

 l= 3 % MkVk esa Qsjcny djuk 

 l= 4 % MkVkcsl vkWCtsDV rS;kj djuk 

 l= 5 % rkfydk rS;kj djuk 

 l= 6 % QkeZ rS;kj djuk 

 l= 7 % Dosjh cukuk vkSj izcaf/kr djuk 

 l= 8 % fjiksVsZa fMtkbu djuk 
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l= 1 % MkVkcsl vo/kkj.kk,a 

izklafxd tkudkjh 

MkVkcsl MkVk dk lqO;ofLFkr laxzg.k gSA vki bls lwpuk ds ,d crZu ds :i esa Hkh ns[k ldrs gSaA 

MkVk fof'k"V :i ls fdlh lR; tkudkjh ds vkn'kZ izklafxd igyqvksa ds vk/kkj ij bl izdkj 

O;ofLFkr fd;k tkrk gS ¼mnkgj.k ds fy, gksVyksa esa dejksa dh miyC/krk½ fd ;g ml lwpuk dh 

vis{kk djus okyh izfØ;k dks lefFkZr djrk gS ¼mnkgj.k ds fy,] [kkyh dejksa okys fdlh gksVy dks 

ryk'kuk½A  

dYiuk dhft, fd vkids ikl ,d LVs'kujh dh nqdku gS] rks vkidks vkidh nqdku esa miyC/k lkexzh 

ds foLr`r fjdkMZ j[kus dh vko';drk gksxhA vkidks mlds ewY; ds ckjs esa tkudkjh Hk.Mkfjr djus] 

eky dh miyC/krk dh v|ru tkudkjh j[kus] iqjkus LVkWd ds ckjs esa lwpuk j[kuk dh vko';drk 

gksxhA ,slh lwpuk gkFkksa }kjk rS;kj fd, tkus ds ekeys esa] vkidks vusd Qkbysa [kksyusa gksaxh rFkk muesa 

vyx&vyx tkudkjh Hk.Mkfjr djuh gksxhA dEI;wVjh—r iz.kkyh esa] vki vius O;olk; dh 

vko';drk ds vuqlkj MkVk dks O;ofLFkr djus ds fy, MkVkcsl izksxzkeks a tSls ekbØkslkW¶V ,Dlsl] 

vksiu vkWfQl-vkxZ- vkSj ekbZ ,lD;w,y dk iz;ksx djsaxsA 

MkVkcsl vo/kkj.kk dk fodkl lkB ds n'kd esa fd;k x;k Fkk ftldk mís'; tfVy lwpuk iz.kkyh dks 

fMtkbu djus] mls rS;kj djus rFkk mldk vuqj{k.k djus esa gksus okyh dfBukb;ksa dk lek/kku djuk 

Fkk ¼;g ijs'kkuh leorhZ vaR; iz;ksDrkvksa dks rFkk fofo/krkiw.kZ MkVk dh cM+h ek=k ds lkFk mRiUu gksrh 

Fkh½A 

bl ikB esa] vki MkVkcsl dh vo/kkj.kkvksa dks lh[ksaxs rFkk lkFk gh MkVkcsl eSustesaV flLVe 

¼Mhch,e,l½ ds lkFk dk;Z djus ds ckjs esa Hkh tkusaxsA 

MkVkcsl eSustesaV flLVe 

MkVkcsl eSustesaV flLVe dEI;wVj izksxzkeksa ds lkFk ,slk lkW¶Vos;j iSdst gS] tks MkVkcsl ds l`tu] 

vuqj{k.k vkSj iz;ksx dks fu;af=r djrk gSA ;g laxBuksa dks fofHkUu ,Iyhds'kuksa ds fy, lqfo/kktud 

:i ls MkVkcsl fodflr djus esa leFkZ cukrk gSA MkVkcsl MkVk fjdkMksZa] Qkbyksa rFkk vU; vkWCtsDVksa 

dk ,d ,dh—r laxzg.k gSA Mhch,e,l fofHkUu iz;ksDrk dk;ZØeksa dks ,d gh MkVkcsl esa ,d lkFk 

,Dlsl djus esa leFkZ cukrk gSA 

lqfo[;kr Mhch,e,l esa 'kkfey gSa & vkjsdy] vkbZch,e] Mhch2] ekbØkslkW¶V ,lD;w,y loZj] 

ekbØkslkW¶V ,Dlsl] iksLVxzh ,lD;w,y] ekb,lD;w,y] QkWDlizks vkSj ,lD;w ykbVA 

MkVk dks nks izdkjksa esa O;ofLFkr fd;k tk ldrk gS% 

 ¶ySV Qkby % MkVk ,d gh Vscy esa LVksj gksrk gSA ;g lkekU;r% de ek=k okys MkVk ds fy, 

mi;qDr gksrk gSA 

 fjys'kuy % MkVk dks vusd Vscyksa esa Hk.Mkfjr fd;k tkrk gS rFkk Vscyksa dks lkekU; QhYM dk 

iz;ksx djrs gq, fyad fd;k tkrk gSA fjys'kuy MkVk dh e/;e ls fo'kky ek=k ds fy, 

mi;qDr gSA 
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MkVkcsl loZj 

MkVkcsl loZj ,sls MsfMdsVsM dEI;wVj gSa tks okLrfod MkVkcsl /kkfjr djrs gSa rFkk dsoy Mhch,e,l 

vkSj lacaf/kr lkW¶Vos;j dks gh pykrs gSaA MkVkcsl ij fo'ks"k :i ls miyC/k MkVkcslksa dks dekaM ykbu 

vFkok xzkfQd ;wtj baVjQsl VwYl ds ek/;e ls ,Dlsl fd;k tkrk gS ftUgsa ÝaV,aM~l dgk tkrk gS( 

MkVkcsl loZjksa dks cSd&,aM~l dgk tkrk gSA MkVk ,Dlsl ds bl izdkj dks DykbaV&loZj ekWMy dgrs 

gSaA 

vkjMhch,e,l 

fjys'kuy MkVkcsl eSustesaV flLVe ¼vkjMhch,e,l½ ,slk MkVkcsl eSustesaV flLVe gS tks fjys'kuy 

ekWMy ij vk/kkfjr gS ftldk fodkl vkbZch,e dh lSu tkWu vuqla/kku iz;ksx'kkyk ds bZ-,Q- dksM }kjk 

fd;k x;k FkkA vf/kdka'k yksdfiz; MkVkcsl] tks orZeku esa iz;ksx esa yk, tk jgs gSa] fjys'kuy MkVkcsl 

ekWMy ij vk/kkfjr gSaA 

MkVkcsl eSustesaV ds fy, fjys'kuy ekWMy ,d ,slk MkVkcsl ekWMy gS] tks QLVZ&vkMZj izsfMdsV 

ykWftd ij vk/kkfjr gS] ftls loZizFke ,Mxj ,Q dksM }kjk 1969 esa rS;kj rFkk izLrkfor fd;k x;k 

FkkA fdlh MkVkcsl ds fjys'kuy ekWMy esa] leLr MkVk V~;Iysl ds lanHkZ esa iznf'kZr fd;k tkrk gS] 

ftls fjys'kuksa esa oxhZ—r fd;k tkrk gSA fjys'kuy ekWMy ds lanHkZ esa O;ofLFkr MkVkcsl ,d fjys'kuy 

MkVkcsl gSA 

fjys'kuy ekWMy dk iz;kstu ;g gS fd ;g MkVk vkSj iz'uksa dks fufnZ"V djus ds fy, ?kks"k.kkRed i)fr 

miyC/k djkrk gSA iz;ksDrk lh/ks ;g crk ldrs gSa fd mUgsa blls fdl izdkj dh tkudkjh pkfg, rFkk 

MkVkcsl esa fdl izdkj dh tkudkjh miyC/k gS rFkk os MkVk dks LVksj djus ds fy, MkVk dh 

lajpukvksa dk o.kZu djus rFkk iz'uksa dk mÙkj nsus ds fy, mÙkj izfØ;kvksa dk /;ku j[kus dh 

ftEesnkjh MkVkcsl eSustesaV flLVe lkW¶Vos;j dks lkSai nsrs gSaA  

MkVkcsl vo/kkj.kk,a 

MkVkcsl esa ,slh vo/kkj.kk,a gksrh gSa ftudk iz;ksx lwpuk dh lkfVZax vkSj izca/ku ds fy, fd;k tkrk 

gSA ljy Hkk"kk esa MkVkcsl dks le>us ds fy, ge vkidh ,Mªsl cqd dk mnkgj.k ysrs gSaA vkidh 

,MªSl cqd esa yksxksa ds uke] yksxksa ds irs] yksxksa ds Qksu uEcj vkSj ;gka rd fd yksxksa dh tUefrfFk;ka 

gks ldrh gSaA ;gka ij ,d lk>k vo;o ^yksx* gSaA bl mnkgj.k esa izR;sd O;fDr dks ,d ^vkbVe* 

ekuk tkrk gSA vr% vkbVe og gS ftlds ckjs esa MkVkcsl esa lwpuk Hk.Mkfjr gks j[kh gSA tc vki 

viuh ,MªSl cqd esa lwpuk ntZ djrs gSa] rks vki yksxksa ls D;k iwNrs gSa\ vkidk irk d;k gS\ vkidk 

Qksu uEcj D;k gS\ vkfnA gekjh vkbVe ds ckjs esa iwNk tkus okyk izR;sd iz'u ^QhYM* dgykrk gSA 

vc] eku yhft, fd vki ,d u;k fe= cukrs gSa rFkk viuh ,MªSl cqd esa muds ckjs esa lwpuk 'kkfey 

djuk pkgrs gSaA vki iz'u djsaxs vkSj muds mÙkj izkIr djsaxs rFkk ,d u;k ^fjdkMZ* l`ftr djsaxsA vr% 

fjdkWMZ fdlh ,d en ds ckjs esa vkids MkVkcsl ds ckjs esa Hk.Mkfjr lwpuk dk ,d lsV gS ¼tks QhYM~l 

ls feydj cuk gS½A ^^oSY;w** og okLrfod VsDLV vFkok vadh; la[;k vFkok rkjh[k gS] tks vki vius 

MkVkcsl esa lwpuk dks 'kkfey djrs gq, izfo"V djrs gSaA tc vki leLr lwpuk dks ,d fxzM esa ,d 

lkFk j[krs gSa ¼tSlk vki fdlh LizSM'khV esa djrs gSa½ rks mlh ds leku fjdkWMksZa dk laxzg.k Vscy cu 

tkrk gSA  
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fdlh MkVkcsl esa ,d vFkok dbZ Vscy gks ldrh gSaA ,MªSlcqd dk mnkgj.k ,d vR;ar lk/kkj.k 

mnkgj.k gS] okLrfod thou esa] blesa vusd fooj.k 'kkfey gks ldrs gSaA fdlh cM+h daiuh ds vius 

MkVkcsl esa] mlds ,d mRikn ds fy, ,d Vscy] mlds xzkgdksa ds fooj.kksa ds fy, ,d Vscy] izkIr gq, 

vkMZjksa ds fy, ,d Vscy rFkk blh izdkj vusd vU; enksa ds fy, ,d&,d Vscy gks ldrh gSA 

vk/kkjHkwr :i ls izR;sd Vscy fdlh MkVkcsl esa ,d izdkj dh vkbVe ds ckjs esa tkudkjh varfoZ"V 

djrh gSA vr% MkVkcsl ewy :i ls ,d ,sls crZu dh Hkakfr gS] tks Vscysa rFkk vU; vkWCtsDV j[krk gS 

rFkk ml O;oLFkk dks izcaf/kr djrk gS] ftl izdkj ls mudk iz;ksx fd;k tkuk gSA 

;kn j[kus okyh ,d vU; egRoiw.kZ ckr ;g gS fd tc ge lwpuk izfo"V djrs gSa rks gekjs ikl ,d gh 

uke ds xbZ O;fDr gks ldrs gSa ¼,d pk: vjksM+k uke ls vU; yksx Hkh gks ldrs gSa½ vFkok muds leku 

irs ¼,d ifjokj ds lnL;½ Hkh gks ldrs gSaA ijarq MkVkcsl dk l`tu djrs le; izR;sd Vscy esa 

fjdkMZ dh fof'k"Vrk ,d egRoiw.kZ fo'ks"krk gSA leku vkadM+ksa okyh fofHkUu vkbVeksa ds chp varj djus 

esa leFkZ gksuk egRoiw.kZ gSA 

;g fof'k"Vrk iz;ksDrk vFkok dEI;wVj }kjk dkfjr fjdkMksZa ds vpkud gksus okys nksgjko dks nwj djus 

esa enn djrh gSA ,slk fdlh ,slh la[;k vFkok ewY; dk iz;ksx djus ds ek/;e ls fd;k tk ldrk gS] 

tks fof'k"V :i ls fdlh fjdkMZ dh igpku djrk gksA ;fn ,slk ewY; vkids fdlh QhYM esa ekStwn 

ugha gS] rks ,d MkVkcsl fMtkbuj ds :i esa] vki fdlh Vscy esa fo'ks"k vfrfjDr QhYM l`ftr dj 

ldrs gSa tgka fof'k"V la[;kvksa vFkok ewY;ksa dks izR;sd ubZ ,aVªh ds fy, fufnZ"V fd;k tk ldsA vr% 

izR;sd Vscy dk ,d dh&QhYM gksrk gS] tks ;g lqfuf'pr djrk gS fd lewps MkVkcsl esa 100 izfr'kr 

fof'k"V ewY; gksaA  

izR;sd MkVkcsl Vscy esa ,d vFkok vf/kd QhYM gksus pkfg, ftUgsa ^dh* ds :i esa vfHkfgr fd;k tkrk 

gSA vki fjdkMZ esa varj ykus ds fy, bl ^dh* dks fof'k"V ewY; fufnZ"V dj ldrs gSa ftudk leku 

uke vFkok ,MªSl gksA Nk=ksa ds MkVkcsl ds fuEufyf[kr mnkgj.kksa dks ns[ksa% 

uke d{kk lsD'ku 

jke  X , 

jfo  X , 

jfo  X , 

lat; x  Ch 

bl Vscy esa] Nk= fjdkMZ ds chp foHksn djuk vR;ar dfBu gS D;ksafd mlesa ,sls uke gSa] tks 

,d&leku gSaA blesa varj djus ds fy, vkidks blesa ,d vfrfjDr QhYM] jksy uEcj Mkyuk gksxk tks 

izR;sd fjdkMZ ds fy, fof'k"V gksxk ¼bldk mnkgj.k uhps fn;k x;k gS½A 

uke jksy ua0 d{kk lsD'ku 

jke  10 X , 

jfo  11 X , 

jfo  12 X , 

lat; 13 x  ch 
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vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl gkfly u 

dj ysa % 

Øe la- fØ;kdyki 

1- fdlh [kqnjk nqdku ds fy, MkVkcsl vko';drkvksa dk fo'ys"k.k djsaA O;olk; dh 

vko';drkvksa dks ntZ djsa rFkk mudk MkVkcsl rS;kj djsa ¼vki bl lwpuk dk iz;ksx 

bl O;olk; vko';drk ds fy, mi;qDr MkVkcsl dk l`tu djus ds fy, dj ldrs 

gSa½A 

2- vius fo|ky; ds fy, MkVcsl vko';drk dk fo'ys"k.k djsa( fofHkUu foHkkxksa dk nkSjk 

djsa tSls iqLrdky;] Nk= izos'k dsUnz vkSj ogka ls vko';drkvksa dks ,d= djsaA 

O;olk; vko';drkvksa dks MkWD;qesaV djsaA ¼vki bl lwpuk dk iz;ksx vko';drk ds 

fy, mi;qDr MkVkcsl dk l`tu djus ds fy, dj ldrs gSa½A 

ewY;kadu  % 

NksVs mÙkj okys iz'u % 

1- Mhch,e,l dk D;k vFkZ gS \ 

2- vkjMhch,e,l dk D;k vFkZ gS \ 

3- vkjMhch,l,l esa vkadM+s fdl izdkj O;ofLFkr fd, tkrs gSa \ 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&&&& MkVk dk ,d O;ofLFkr laxzg.k gS A 

2- &&&&&&& ,d lkW¶Vos;j iSdst gS ftldk iz;ksx MkVkcslksa ds l`tu rFkk izca/ku ds fy, 

fd;k tkrk gS A  

3- &&&&&&& ,d ,slh MkVkcsl izca/ku iz.kkyh gS tks fjys'kuy ekWMy ij vk/kkfjr gS A 

4- rhu yksdfiz; Mhch,e,l lkW¶Vos;j gSa % &&&&&&&] &&&&&&& vkSj &&&&&&& A 

l= 2 % MkVk LVksjst 

izklafxd tkudkjh 

fdlh fjys'kuy MkVkcsl izca/ku iz.kkyh ¼vkjMhch,e,l½ esa MkVk dks Vscyksa ds :i esa O;ofLFkr fd;k 

tkrk gSA bl vH;kl esa vki iw.kZ l= esa lh[kh xbZ ckrksa dks rsth ls Lej.k djsaxs rFkk vkSj vf/kd 

vo/kkj.kkvksa dks laxzfgr djsaxsA 

Vscy% 

Vscy MkVk vo;oksa ¼oSY;wt+½ dk ,d lsV gS ftls {kSfrt LraHkksa ¼ftUgsa muds uke ls igpkuk tkrk gS½ 

rFkk Å/oZ LraHkksa ds ekWMy dk iz;ksx djrs gq, O;ofLFkr fd;k tkrk gSA Vscy esa LraHkksa dh fuf'pr 

la[;k gksrh gS ijarq blesa fdruh Hkh iafDr;ka gks ldrh gSaA izR;sd iafDr dks fdlh fof'k"V LraHk esa tkus 
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okys ewY;ksa ls igpkuk tkrk gS] ftldh igpku fof'k"V dh&baMsDl vFkok dh&QhYM ds :i esa dh 

tkrh gSA 

LraHk vFkok QhYM% 

LraHk fdlh fo'ks"k lk/kkj.k izdkj ds MkVk ewY;ksa dk ,d lsV gS] tks Vscy dh izR;sd iafDr ds fy, ,d 

gksrk gSA LraHk ,slh lajpuk iznku djrs gSa ftuds vuqlkj iafDr;ksa dks rS;kj fd;k tkrk gSA mnkgj.k 

ds fy,] lh&izFke uke- vFkok lh&vafre uke- fdlh iafDr esa QhYM gSA 

iafDr;ka] vFkok fjdkMZ vFkok V~;wiYl 

iafDr dks fjdkMZ vFkok V~;wiy Hkh dgk tkrk gS tks fdlh Vscy esa ,d MkVk vkbVe dk izfrfuf/kRo 

djrh gSA lk/kkj.k 'kCnksa esa] MkVkcsl Vscy dh ifjdYiuk iafDr;ksa vFkok LraHkksa vFkok QhYMksa ls 

feydj cuh Vscy ds :i esa Hkh dh tk ldrh gSA fdlh Vscy dh izR;sd iafDr lac) MkVk ds lsV dk 

izfrfuf/kRo djrh gS rFkk Vscy dh izR;sd iafDr dh Hkh leku lajpuk gksrh gSA  

MkVkVkbIl %  

MkVkVkbIl dk iz;ksx ;g igpku djus ds fy, fd;k tkrk gS fd fdlh izdkj dk MkVk ¼ewY;½ ge 

MkVkcsl esa Hk.Mkfjr djus tk jgs gSaA QhYM Lo;a esa fofHkUu izdkj ds gks ldrs gSa] tks muesa 'kkfey 

MkVk ij fuHkZj djrs gSaA vksiu vkWfQl csl esa MkVkVkbi dks eksVs rkSj ij uhps lwphc) ikap Jsf.k;ksa esa 

oxhZ—r fd;k tk ldrk gSA 

 U;wesfjd VkbIl 

 ,YQkU;wesfjd VkbIl 

 ck;ujh VkbIl 

 MsVVkbIl 

 vU; osfj;,cy VkbIl 

U;wesfjd VkbIl% 

U;wesfjd MkVk dk iz;ksx fdlh MkVkcsl dh Vscy esa iz;ksx fd, tkus okys QhYM ds fy, U;wesfjd 

oSY;wt dk o.kZu djus ds fy, fd;k tkrk gSA fdlh MkVkcsl esa U;wesfjd MkVk VkbIl dk iz;ksx lwpuk 

ds Hk.Mkj.k ds fy, Hkh fd;k tk ldrk gS] tSls eksckby uEcj] jksy uEcj] Mksj uEcj] fo|ky; esa 

nkf[kys dk o"kZ] lR; vFkok vlR; fooj.k] lkaf[;dh oSY;wt+ vkfnA orZeku esa miyC/k fofHkUu izdkj ds 

U;wesfjd MkVk VkbIl dks uhps lwphc) fd;k x;k gSA  

Uke MkVk VkbIl o.kZu 

cwyhu  gka@ugha 0 vFkok 1 dh oSY;wt] mnkgj.k % lR; vFkok vlR;( gka ;k ukaA 

fVuf;aV  Yk?kq iw.kkZad 0 ls 255 ds chp iw.kkZad ifjf/k dks LVksj djus ds fy,A 



 

324 

LekWfyaV NksVs iw.kkZad &2
15
 ls $ 2

15
& 1 ds chp iw.kkZad ifjf/k dks LVksj djus ds fy,A 

baVhtsj Ikw.kkZad &2
31
 ls $ 2

31
&1 ds chp iw.kkZad ifjf/k dks LVksj djus ds fy,A 

fcfxaV cM+s iw.kkZad &2
63
 ls $ 2

63
&1 ds chp iw.kkZad ifjf/k dks LVksj djus ds fy,A 

U;wesfjdu la[;k e¼$ 1&½ 231
 dk vf/kdre izh'khluA 

Msfley n'keyo e¼$ 1&½ 231
dk vf/kdre izh'khluA 

jh;y jh;y 2
&1074

 ls ¼2&2
&52

½ * 2
1023

 

¶yksV ¶yksV 2
&1074

 ls ¼2&2
&52

½ * 2
1023

 

Mcy Mcy 2
&1074

 ls ¼2&2
&52

½ * 2
1023

 

,YQkU;wesfjd VkbIl% 

uke  MkVk VkbIl o.kZu 

yksaxopZj eseks iz;ksDrk }kjk n'kkZbZ xbZ vf/kdre ySaFk vFkok la[;k dks LVksj djrk 

gSA ;g fdlh ;wVh,Q 8 dSjsDVj dks Lohdkj djrk gSA 

pkj  VsDLV ¼fQDl½ iz;ksDrk }kjk fufnZ"V xbZ lVhd ySaFk dks LVksj djrk gSA NksVs 

fLVªaxksa ds fy, Vªsfyax Lislksa okys iSM gksrs gSaA fdlh Hkh ;wVh,Q 8 

dSjsDVj dks Lohdkj djrk gSA 

okjpkj  VsDLV fufnZ"V ySaFk dks LVksj djrk gSA dksbZ iSfMax ugha ¼okj pkj ds leku 

gh yack½A 

okjpkj 

bXuksj dsl 

VsDLV fufnZ"V ySaFk dks LVksj djrk gSA rqyuk,a dsl lsalsfVo ugha gSa ijarq 

dSfiVYl dks LVksj djrk gS tSlk vki Vkbi djrs gSaA 

ck;ujh VkbIl 

ck;ujh MkVk VkbIl dk iz;ksx MkVk dks ck;ujh QkesZV esa LVksj djus ds fy, fd;k tkrk gSA fdlh 

MkVkcsl esa ck;ujh MkVk VkbIl dk iz;ksx QksVks] E;wftd Qkbyksa] vkfn dks LVksj djus ds fy, fd;k 

tkrk gSA orZeku esa miyC/k fofHkUu izdkj ds ck;ujh MkVk VkbIl dks uhps lwphc) fd;k x;k gSA  

uke MkVk VkbIl o.kZu 

ykSaXokck;ujh best ckbV~l ds fdlh Hkh ,js dks HkaMkfjr djrk gS ¼best] lkmaM 

vkfn½A oSfyMs'ku dh vko';drk ughaA 

ck;ujh ck;ujh 

¼fQDl½ 

ckbV~l ds fdlh Hkh ,js dks HkaMkfjr djrk gS ¼best] lkmaM 

vkfn½A oSfyMs'ku dh vko';drk ughaA 

okjck;ujh  ck;ujh ckbV~l ds fdlh Hkh ,js dks HkaMkfjr djrk gS ¼best] lkmaM 

vkfn½A oSfyMs'ku dh vko';drk ughaA 
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MsV Vkbe% 

MsV Vkbe MkVk VkbIl dk iz;ksx fdlh MkVkcsl dh Vscy esa iz;ksx fd, tkus okys QhYM ds fy, MsV 

vkSj Vkbe dh oSY;w dk o.kZu djus ds fy, fd;k tkrk gSA MkVkcsl esa MsV Vkbe MkVk VkbIl dk 

iz;ksx lwpuk dh LVksfjax ds fy, fd;k tk ldrk gS tSls tUefrfFk] nkf[kys dh rkjh[k] mRikn foØ; 

dh rkjh[k vkfnA orZeku esa miyC/k fofHkUu izdkj ds MsV Vkbi MkVk VkbIl uhps lwphc) fd, x, 

gSaA 

uke o.kZu QkesZV 

MsV ekg] fnu vkSj o"kZ dh lwpuk LVksj djrk gSA 1@1@99 ls 1@1@9999 

Vkbe ?kaVs] feuV vkSj lsdsaM dh lwpuk LVksj djrk gSA 1@1@1970 ds ckn lsdsaM 

VkbeLVSai Rkkjh[k vkSj le; dh lwpuk LVksj djrk gSA  

vU; MkVk VkbIl% 

uke  o.kZu 

vU;@vkCtsDV Øec) tkok vkCtsDV~l & dks LVksj djrk gS] iz;ksDrk ,Iyhds'ku dks Øec) 

:Vhu dh vkiwfrZ djuh pkfg,A 

vkius fiNys ikB esa ,MªSl cqd ds ,d mnkgj.k dk iz;ksx fd;k FkkA ,MªSl cqd dsoy ,d Vscy dk 

iz;ksx djrh gSA ijarq bldh nwljh fLFkfr ij ut~j nkSM+k,aA ;fn vki ,d gh izdkj dh oLrq,a cspus 

okys foØsrk gS rFkk fiNys ekg esa gqbZ viuh fcØh ds fooj.k dks fjdkMZ djuk pkgrs gSa rFkk mu 

xzkgdksa ds fooj.k Hkh pkgrs gSa] ftUgksaus bUgsa [kjhnk gS ¼uke] irs] Qksu] [kjhnus dh rkjh[k] [kjhnh xbZ 

oLrqvksa dh la[;k] vkfn½] rks vki D;k djsaxs\ vki leLr fooj.kksa ds lkFk foØ; dh ,d rkfydk 

rS;kj djsaxs% 

vkns'k vkbZMh xzkgd dk uke xzkgd dk irk Qksu foØ; dh rkjh[k [kjhnh xbZ oLrq,a 

000789 'khyk vjksM+k xxx uks,Mk 2444490 01@11@12 3 

000790 oSHko feÙky  xxx xkft;kckn 2443358 01@11@12 4 

000791 lkSjHk r;ky  xxx ubZ fnYyh 2678945 02@11@12 12 

000792 oSHko feÙky  xxx xkft;kckn 2443258 02@11@12 13 

000793 iz'kkar flag  xxx jksgrd 6784534 02@11@12 4 

000794 'khyk vjksM+k  xxx uks,Mk 2444490 03@11@12 18 

000795 oSHko feÙky  xxx xkft;kckn 2443258 03@11@12 45 

D;k vkidks ;gka dksbZ dfBukbZ gqbZ\ gj ckj tc vkius 'khyk vFkok oSHko vFkok fdlh vU; xzkgd 

¼DykbaV½ dks dksbZ en csph rks vkidks mlds fooj.kksa dks nksckjk LVksj djuk iM+kA rks bldk lek/kku 

D;k gS\ ,d rkfydk xzkgdksa ds fooj.k ds fy, rS;kj djsa rFkk nwljh foØ; ds fooj.k ds fy,A pwafd 

izR;sd fjdkMZ dks vyx gksuk gS] vki xzkgd Vscy esa izR;sd xzkgd dh fof'k"V igpku ds fy, DykbaV 

vkbZMh QhYM tksM+ ldrs gSaA foØ; rkfydk esa] vki lanHkZ dk ,d fcanq iznku djsaxs tks xzkgd rkfydk 

esa fdlh fo'ks"k fjdkMZ dh vksj ^ladsr* djsxkA 



 

326 

bl mnkgj.k esa] QhYM DykbaV vkbZMh xzkgd rkfydk esa ,d ckj vkrk gS] ijarq pwafd ,d xzkgd vusd 

vkMZj ns ldrk gS] ;g foØ; Vscy esa vusd ckj izdV gks ldrk gSA pwafd gekjh ikl xzkgd ds fcuk 

dksbZ vkMZj ugha vk ldrk gS] ge xzkgd dks vfHkHkkod vkSj foØ; dks ckyd dg ldrs gSaA lacaf/kr 

Vscysa blh izdkj ,d leku QhYM dks 'ks;j djrh gSaA vki yksxksa ds ckjs esa ,d ckj MkVk LVksj djrs 

gSa] ijarq MkVkcsl esa mu yksxksa dk lanHkZ vusdksa ckj djrs gSaA  

;g fof'k"V QhYM izkbejh&dh ¼ihds½ dgykrk gSA izkbejh&dh og fof'k"V oSY;w gS tks fdlh Vscy esa 

iafDr dh igpku djrh gSA gekjs mnkgj.k esa] xzkgd vkbZMh xzkgd rkfydk esa izkbejh dh gSA izkbejh 

dh dks MkVkcsl ds lkFk layXu fd;k tkrk gS] ftlls MkVkcsl fdlh fjdkMZ ds fy, lpZ djus esa 

dkQh rsth cjrrk gSA  

foØ; Vscy esa vkus okys xzkgd vkbZMh uked ;g QhYM QkWjsu&dh ¼,Qds½ dgykrk gSA vr% 

QkWjsu&dh fdlh Vscy ¼jsÝsaflax½ esa ,sls LraHk vFkok LraHkksa ds lsV dh igpku djrh gS tks fdlh vU; 

Vscy ¼jh jsÝsaLM½ esa LraHk vFkok LraHkksa ds lsV dk lanHkZ fy, gkssrs gSaA bl laca/k dk ^,d* i{k lnSo 

vfHkHkkod gksrk gS rFkk dkWih fd, tkus okys ihds ,VªhC;wV~l miyC/k djkrk gSA laca/k ds ^vusd* i{k 

lnSo gh ckyd gksrs gSa ftuesa ,Qds ,VªhC;wV~l dkWih fd, tkrs gSaA bls ;kn djsa % ,d] vfHkHkkod] 

ihds( vusd] ckyd] ,QdsA  

xzkgd Vscy 

xzkgd vkbZMh uke irk Qksu 

0000001 'khyk vjksM+k xxx uks,Mk 2444490 

0000002 oSHko feÙky  xxx xkft;kckn 2443358 

0000003 lkSjHk r;ky  xxx ubZ fnYyh 2678945 

0000004 oSHko feÙky  xxx xkft;kckn 2443258 

izkbejh dh    

 

,d xzkgd] ml 

xzkgd ds fy, rhu vkns’k 

 

foØ; Vscy 

vkMZj 

vkbZMh 

xzkgd vkbZMh foØ; dh 

rkjh[k 

[kjhnh xbZ 

oLrq,a 

000789 0000001 01@11@12 3 

000790 0000002 01@11@12 4 

000791 0000003 02@11@12 12 

000792 0000002 02@11@12 13 

000793 0000004 02@11@12 4 

000794 0000001 03@11@12 18 

000795 0000002 03@11@12 45 

       izkbejh dh    
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;kn j[kus okyk ,d vU; fcanq ;g gS fd vR; iz;ksDrk dh MkVkcsl rd lh/kh igqap dHkh ugha gksxhA os 

dsoy ogh ns[ksaxs ftldh vuqefr vki mUgsa nsaxs rFkk os vkids }kjk fn, tkus okys fodyiksa ls gh 

pquko djsaxsA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl gkfly u 

dj ysa % 

Øe la- fØ;kdyki 

1- fdlh ys[ku lkexzh dh nqdku ds fy, MkVkcsl l`ftr dhft,A 

ladsr % enksa] ewY;] jax] foØsrk vkfn ds fy, QhYM cuk,aA 

ewY;kadu % 

y?kq mÙkj okys iz'u % 

1- Mhch,e,l@vkjMhch,e,Q esa iz;qDr gksus okys MkVkVkbIl ds uke crk,a \ 

2- izkbejh vkSj QkWjsu&dh ds chp laca/k vkSj varj crk,a \ 

3- U;wesfjd MkVkVkbi esa miyC/k MkVkVkbi ds uke crk,a \ 

4- ,YQkU;weSfjd MkVkVkbi esa miyC/k MkVkVkbi ds uke crk,a \ 

5- U;wesfjd MkVkVkbi esa miyC/k MkVkVkbi ds uke crk,a \ 

6- MsV Vkbe MkVkVkbi esa miyC/k MkVkVkbi ds uke crk,a \ 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&&&&& MkVk vo;oksa dk ,d lsV gS ftls Å/oZ LraHkksa vkSj {kSfrt iafDr;ksa ds ekWMy dk 

iz;ksx djrs gq, O;ofLFkr fd;k x;k gS A 

2- &&&&&&&& fof'k"V lk/kkj.k Vkbi MkVk oSY;wt dk lsV gS] tks Vscy dh izR;sd iafDr ds 

fy, ,d gksrk gS A 

3- &&&&&&&& Vscy esa ,d MkVk  vkbVe dk izfrfuf/kRo djrk gS A 

4- &&&&&&&& dk iz;ksx ;g igpku djus ds fy, fd;k tkrk gS fd ge fdl izdkj dk MkVk 

MkVkcsl esa Hk.Mkfjr djus tk jgs gSa A  

5- &&&&&&&&& ,d fof’k”V oSY;w gS tks fdlh Vscy esa iafDr dh igpku djrh gS A 
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l= 3 % MkVk esa Qsjcny djuk 

izklafxd tkudkjh 

fdlh MkVkcsl esa ge MkVk dh lajpuk dks ifjHkkf"kr dj ldrs gSa] rFkk dqN dekaMksa dk iz;ksx djrs 

gq, MkVk esa Qsjcny Hkh dj ldrs gSaA ;s dekaMsa gSa %  

 MkVk MsfQuh'ku ySaxq,t ¼MhMh,y½  

 MkVk eSuhiqys'ku ySaxq,t ¼Mh,e,l½ 

MkVk MSfQuh'ku ySaxq,t ¼MhMh,y½ 

MkVk MSfQuh'ku ySaxq,t vFkok MkVk fMfLØI'ku ySaxq,t ¼MhMh,y½ ,slh dekaMksa ds fy, ekud gSa tks 

fdlh MkVkcsl esa fofHkUu lajpukvksa dks ifjHkkf"kr djrk gSA MhMh,y LVsVesaV vusd MkVkcsl vkCTksDVksa 

dks l`ftr] vk'kksf/kr djrk gS rFkk gVkrk gS tSls Vscysa] baMsDl vkSj ;wtlZA lkekU; MhMh,y LVsVesaV~l 

gSa &fØ,V] vkYVj rFkk MªkWiA  

MkVk eSfuiqysfVax ySaxq,t ¼Mh,e,y½ 

MkVk eSfuiqysfVax ySaxq,t ySaxq,t ¼Mh,e,y½ ,slh ySaxq,t gS tks iz;ksDrk dks fdlh MkVkcsl rd igqap 

cukus esa vkSj mlesa Qsj cny djus esa l{ke cukrh gSA bldk y{; flLVe ds lkFk dq'ky ekuoh; 

laidZ iznku djuk gSA MkVk eSfuiqys'ku esa 'kkfey gSa%  

 MkVkcsl ls lwpuk dh iqu% izkfIr &lsysDV LVsVesaV 

 MkVkcsl esa ubZ lwpuk 'kkfey djuk &balVZ LVsVesaV 

 MkVkcsl ls lwpuk dks gVkuk & fMyhV LVsVesaV 

 MkVkcsl ls lwpuk esa vk'kks/ku djuk &viMsV LVsVesaV 

Dosjh ySaxq,t Mh,e,y dk gh ,d Hkkx gS] ftlesa dsoy lwpuk dh iqu% izkfIr gh 'kkfey gSA Mh,e,y 

rFkk Dosjh ySaxq,t ds 'kCnksa dk iz;ksx izk;% lekukFkZd ds :i esa Hkh fd;k tkrk gSA 

,d vU; MkVk eSfuiqysfVax ySaxqt, gS & LVªDpMZ Dosjh ySaxq,t ¼,lD;w,y½A bldk iz;ksx fjys'kuy 

MkVkcsl esa MkVk dh iqu% izkfIr djus rFkk mlesa Qsj&cny djus ds fy, fd;k tkrk gSA Mh,e,y ds 

vU; Lo:i os gSa] ftudk iz;ksx vkbZ,e,l@Mh,yvkbZ] lhvksMh,,l&okbZ,y MkVkcsl tSls 

vkbZMh,e,l vkSj vU; }kjk fd;k tkrk gSA MkVk eSfuiqysfVax ySaxq,t esa ,lD;w,y MkVk pktZ 

LVsVesaV~l 'kkfey gksrs gSa tks Hk.Mkfjr MkVk dks vk'kksf/kr djrs gSa ijarq Ldheksa vFkok MkVkcsl vkCtsDVksa 

dks ughaA 

nks izdkj ds Mh,e,y fo|eku gSa% 

 izkslhtjy % blesa iz;ksDrk ;g fufnZ"V djrk gS fd dkSu lk MkVk vko';d gS rFkk mls ik;k 

dSls tkuk gSA 
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 ukWu&izkslhtjy % iz;ksDrk dsoy ;gh fufnZ"V djrk gS fd mls fdl MkVk dh vko';drk gSA 

;g iz;ksDrk ds fy, vklku gksrk gS ijarq mruh n{krk ds lkFk dksM l`ftr ugha djrk gS 

ftruh n{krk izfØ;kRed ySaxq,tksa }kjk mRikfnr dh tkrh gSA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft, % 

1- MkVkcslksa esa MkVk dks l`ftr djus rFkk muesa Qsj&cny djus ds fy, iz;ksx esa ykbZ tkus okyh 

ySaxq,tksa ds izdkj gSa % &&&&&&&&&& vkSj &&&&&&&&&& A 

2- &&&&&&&&&& dekaMksa ds fy, ,d ekud gS tks fdlh MkVkcsl esa fofHkUu lajpukvksa dks 

ifjHkkf"kr djrk gS A 

3- &&&&&&&&&& ,d ySaxq,t gS tks iz;ksDrk dks fdlh MkVkcsl esa MkVk dh ,Dlsl izkIr djus 

rFkk mlesa Qsj&cny djus esa leFkZ cukrh gS A 

4- &&&&&&&&&& ,y,e,y dk ,d Hkkx gS ftlesa dsoy lwpuk dh iqu%izkfIr gh 'kkfey gS A 

5- ,d yksdfiz; MkVk eSfuiqys'ku ySaxq,t gS &&&&&&&&&& A 

6- vke MhMh,y fooj.k gSa &&&&&&&&&&] &&&&&&&&&& vkSj &&&&&&&&&& A 

l= 4 % MkVkcsl vkWCtsDV rS;kj djuk 

izklafxd tkudkjh 

vusd izdkj ds Mhch,e,l@vkjMhch,e,l miyC/k gSa( bl vH;kl esa] vki vksiu vkWfQl csl] tksfd 

,d vksiulkslZ vkjMhch,e,l gS] ds ckjs esa lh[ksaxsA  
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            fp= 
           fp= 1 
vksiuvkWfQl vkjaHk djuk 

 vksiuvkWfQl vkjaHk djus ds fy, fDyd djsa LVkVZ >izksxzkEl >vksiu vkfQl-vksvkjth 3-4-1 

>vksiuvkfQl-vksvkjth blds fodYi ds rkSj ij] vki MsLdVkWi ij vksiuvkWfQl-vksvkjth  3-

4-1 ‘kkVZdV ij Hkh Mcy&fDyd dj ldrs gSa] ;fn ;g miyC/k gSA vkidks uhps n’kkbZ xbZ 

foaMks ds leku gh ,d foaMks fn[kkbZ iM+sxhA 

csl ,Iyhds'ku vkjaHk djus ds fy, vkWI'ku MkVkcsl dk p;u djsaA 

vki fuEufyf[kr ds }kjk vksiuvkWfQl csl ,Iyhds'ku dks lh/ks gh izkjaHk dj ldrs gSaA 

 fDyd djsa LVkVZ >izksxzkEl >vksiu vkfQl-vksvkjth 3-4-1 >vksiuvkfQl-vksvkjth cslA 

vkidks MkVkcsl rS;kj djus ds fy, MkVkcsl fotkMZ ls ekxZn'kZu Hkh izkIr gksxkA vki uhps 

n'kkZ, x, vuqlkj ,d Mk;ykWx ckWDl Hkh ns[ksaxsA  

 

                              fp= 
fp= 2 

vki fØ,V , U;w MkVkcsl fodYi dk p;u djrs gq, ,d u;k MkVkcsl Hkh l`ftr dj ldrs gSaA 

vki vksiu ,u ,fXtfLVax MkVkcsl Qkby fodYi dk p;u djrs gq, vkids }kjk igys ls gh rS;kj 

dh xbZ fdlh fo|eku MkVkcsl Qkby dks Hkh [kksy ldrs gSaA 

usDLV ij fDyd djsaA ,d Mk;ykWx ckWDl izdV gksxk] tks uhps n'kkZ;k x;k gSA 
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                              fp= 
fp= 3 

fQfu'kij fDyd djsaA uhps n'kkZ, x, vuqlkj lso ,t Mk;ykWx ckWDl izdV gksxkA 

 

                fp= 
               fp= 4 
Qkby use% QhYM esa MkVkcsl ds fy, ,d uke fufnZ"V djsaA uhps n'kkZbZ xbZ foaMks ds leku ,d foaMks 

[kqysxhA 
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                  fp= 
                  fp= 5 
vc tcfd vkius MkVkcsl l`ftr dj fy;k gS] vki vkxkeh dqN l=ksa esa js[kkafdr fd, MkVkcslksa ds 

lkFk dk;Z dj ldrs gSaA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl gkfly u 

dj ysa % 

Øe la- fØ;kdyki 

1- ,d MkVkcsl l`ftr dhft,A 

ewY;kadu % 

NksVs mÙkj okys iz'u % 

1- vksiu vkWfQl] vksvkjth csl dk iz;ksx djrs gq, l`ftr fd, x, MkVkcslksa ds fy, Qkby 

,DlVsa'ku D;k gS \ 

2- fdUgha rhu Qkby QkesZVksa dk uke crk,a ftUgsa vksiuvkWfQl-vksvkjth csl dk iz;ksx djrs gq, 

izcaf/kr fd;k tk ldrk gS A 

l= 5 % Vscy rS;kj djuk 

izklafxd tkudkjh 
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Vscysa fdlh Hkh MkVkcsl dh vk/kkjHkwr fuekZ.k lajpuk,a gSaA vki Vscyksa ds gh :i esa MkVkcsl esa MkVk 

LVksj djrs gSaA fiNys vH;kl esa vkius lh[kk Fkk fd vksiuvkWfQl esa MkVkcsl vkWCtsDVksa dks fdlh 

izdkj l̀ftr fd;k tkrk gSA 

bl vH;kl esa vki ;g lh[ksaxs fd MkVkcsl esa Vscy dSls l̀ftr dh tkrh gSA 

MkVkcsl dk l`tu djus ds mijkar] vkidks uhps n'kkZ, x, vuqlkj ,d foaMks fn[kkbZ nsxhA 

 

            fp= 
           fp= 6 
VkLDl ds varxZr miyC/k fodYi fØ,V Vscy bu fMtkbu O;w ---- ij fDyd dhft, rFkk uhps n'kkZ, 

x, vuqlkj ,d Vscy fMtkbu foaMks izdV gksxhA 

 

             fp= 
            fp= 7 
QhYM Vkbi MªkWiMkmu lwph ds varxZr miyC/k mi;qDr Vkbi dk p;u djrs gq, QhYM uke rFkk 

l`ftr fd, tkus okys QhYM ds MkVk izdkj dks fufnZ"V dhft,A 



 

334 

vc ,d rkfydk l`ftr dhft, ftlesa uhps n'kkZ, x, QhYM 'kkfey gksa%  

QhYM dk uke rFkk izR;sd QhYM ds uke ds fy, MkVk Vkbi dks fufnZ"V dhft,A mnkgj.k ds fy, 

rkfydk esa QhYM dk uke rFkk ml uke dk MkVk Vkbi VsDLV ¼okj pkj½ gSA vki QhYM oSY;w dh ySaFk 

dks Hkh fufnZ"V dj ldrs gSaA 

QhYM dk uke MkVk dk izdkj ySaFk 

use  

jksfyuks 

Mhvksch 

Dykl 

bZ&esy 

dyj 

yksds'ku 

okjpkj  

VkbuhbaV 

MsV 

Pkkj 

okjpkj 

okjpkj 

okjpkj  

50 

3 

fnu@ekg@o"kZ 

1 

75 

15 

30 

QhYM uke vkSj MkVk dks fufnZ"V djus ds mijkar QhYM osfj,cYl dks Vkbi dhft,] Qkby >lso ij 

fDyd djrs gq, Vscy dks lso dhft,] tSlk fd uhps n'kkZ;k x;k gSA 

 

 

          fp= 
         fp= 8 
Vscy dk uke fufnZ"V dhft,A bldk Lor% uke Vscy 1 vk tkrk gSA vksds ij fDyd dhft,A 
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         fp= 
        fp= 9 
,d Mk;ykWx ckWDl izdV gksxk] uhps n'kkZ, x, fp= dh HkkafrA 

 

 

             fp= 
           fp= 10 
vkils vkids }kjk vHkh l`ftr dh xbZ Vscy ds fy, izkbejh&dh lsV djus ds fy, dgk tk,xkA vki 

mi;qDr fodYi dk p;u djrs gq, izkbejh&dh lsV dj ldrs gSa vFkok fcuk izkbejh dh ds Vscy dks 

NksM+ ldrs gSaA   

;fn vki ;sl ij fDyd djsaxs] rks ,Iyhds'ku Lor% gh l`ftr fd, x, izFke QhYM ds fy, 

izkbejh&dh lsV dj nsxkA ;fn vki uks ij fDyd djrs gSa] rks vkidks uhps n'kkZbZ xbZ foaMks ds leku 

gh foaMks fn[kkbZ nsxhA 

 

 

                        

                                 fp= 
      fp= 11 
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Vscy lsD'ku ds varxZr ,l fMVsYl uke ls l`ftr rFkk ogka n`';eku Vscy dks ns[ksaA 

vc blesa fuEufyf[kr fjdkMZ Mkysa% 

Uke jksy ua- Mhvksch d{kk Qksu bZ&esy jax LFkku 

jfodkWy  23 13@08@99 x 123456 ravikaul@gmail.com uhyk fnYyh 

fctsUnz nyky 13 15@01@99 x 567889 dalal@gmail.com gjk  eqacbZ 

jk/kkLokeh 7 01@02@00 x 234353 radhasw@gmail.com ukjaxh xqtjkr 

fodkl egs'ojh 32 17@11@98 x 233445 vikawari@gmail.com uhyk  egkjk"Vª 

fodyk jkuh 14 23@09@99 x 242526 Vima99@gmail.com ihyk  mM+hlk 

Lka/;k jsM~Mh 26 19@12@98 x 213141 sandhyared@gmail.com uhyk  fnYyh 

Vscy esa oSY;wt balVZ djus ds fy,] Vscy ds uke ij Mcy fDyd djsa] vkidks uhps n'kkZ, x, vuqlkj 

,d foaMks fn[kkbZ nsxhA 

SDetails - Sample - OpenOffice.org Base: Table Data View 

File   Edit  View   Insert Tools   Window Help 

 

 ID Name  |  Rollno  |  DOB  |  Class  | Phone Email Color Location | 

      

Record |l | of 1    

                             fp= 
fp= 12 

,Dlsy 'khV esa miyC/k djk, x, MkVk ds lkFk Vscy esa fjdkMZ Vkbi djuk vkjaHk djsa rFkk Vscy esa 

MkVk dks lso djus d sfy, Qkby lso >djaV fjdkMZ ij fDyd djsaA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl gkfly u 

dj ysa% 

Øe la- fØ;kdyki 

1- ,d Vscy rS;kj dhft, rFkk mlesa MkVk Mkfy,A 

2- uhps fn, x, fn'kk&funsZ'kksa dk iz;ksx djrs gq, vkids 'kS{kf.kd fjdkMksZa dks LVksj 

djus ds fy, ,d MkVk csl l`ftr dhft,% 

 vius MkVkcsl ds fy, Qkby uke ds :i esa vius jksy uEcj dk iz;ksx djsaA 

 vusd QhYMksa dk l`tu djsa tSls fo"k; dk uke] visf{kr Ldksj] mÙkh.kZ gksus okys 

http://openoffice.org/
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vad rFkk vkidk izfr'krA 

vius MkVkcsl dks vkids gky gh ds ijh{kk ifj.kke ls v|ru cuk,aA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&&&&& fdlh MkVkcsl ds vk/kkjHkwr fuekZ.k lajpuk,a gSa A 

2- Vscy dks rS;kj djus ds fy,] vkidks VkLd ds varxZr miyC/k &&&&&&&&] &&&&&&&& 

fodYi esa &&&&&&&&] &&&&&&&& dk p;u djuk gksrk gS A 

l= 6 % QkeZ rS;kj djuk 

izklafxd tkudkjh 

QkeZ iz;ksDrk dks MkVkcsl esa lwpuk dks O;ofLFkr :i ls Hk.Mkfjr djus dh lqfo/kk iznku djrk gSA ;g 

;wtu LisflQkbM ysvkmV esa ,d baVjQsl gS tks iz;ksDrk dks MkVkcsl vkCtsDV~l tSls Vscyksa esa lh/ks gh 

MkVk dks ns[kus] MkVk izfo"V djus rFkk MkVk esa ifjorZu djus esa leFkZ cukrk gSA  

bl vH;kl esa] vki QkeZ rS;kj djuk lh[ksaxsA 

QkeZ rS;kj djus ds fy,] MkVkcsl lsD'ku ds varxZr fLFkr QkElZ fodYi ij fDyd djsa ¼fp= uhps 

fn;k x;k gS½A 

 

 

                      

                             fp= 
fp= 13 

VkLDl xzqi ds varxZr ;wt fotkMZ Vq fØ,V QkeZ---- fodYi ij fDyd djsaA QkeZ fotkMZ ckWDl izdV 

gksxk] tSlk uhps n'kkZ;k x;k gSA  
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                             fp= 
fp= 14 

vki QhYM uke dk p;u djrs gq, rFkk >cVu ij fDyd djrs gq, QkeZ esa lsV fd, tkus okys 

pqfuank QhYMksa dk p;u dj ldrs gSaA vki MkVkcsl esa fdlh ,d O;fDrxr QhYM vFkok MkVkcsl esa 

lHkh QhYMksa dk p;u dj ldrs gSaA 

Vscy esa ,d QkeZ esa lHkh QhYMksa dks iz;ksx djus ds fy,] >>cVu fDyd djsaA 

QhYM~l bu fn QkElZ lsD'ku ¼fp= uhps fn;k x;k gS½ ds varxZr n'kkZ, x, QhYMksa dk voyksdu djsaA 

 

 

 

                             fp= 
fp= 15 

usDLV >ij fDyd djsaA vki uhps n'kkZ, x, vuqlkj fotkMZ ds lsVvi lc QkeZLVsi Mk;ykWx ckWDl 

dks ns[ksaxsA 
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fp= 

fp= 16 

;fn vki Vscy dh fo"k;&oLrq dks ,d i`FkdQkeZ esa balVZ djuk pkgrs gSa] rks vki ,M lc QkeZ 

fodYi dk p;u djsaA blds mijkar] usDLV >ij fDyd djsaA 

vc vkidks pqus x, QhYMksa dks ,d QkeZ esa O;ofLFkr djuk gksxkA vki uhps n'kkZbZ xbZ lwph ls fofHkUu 

LVkbyksa dk iz;ksx dj ldrs gSaA  

 

                  

                             fp= 
fp= 17 

tc vki LVkby dk p;u dj ysa] rksusDLV >ij fDyd djsaA 

,d Mk;ykWx ckWDl izdV gksxk ftlesa vki MkVk ,aVªh ekWMy dk p;u dj ldrs gSaA 
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Form Wizard 

Select the data entry mode 

 

Steps 
 

L Field 
selection 
2. Set up a 
subform 
3. Add 
subform 
fields 
4. Get joined 
fields 
5. Arrange 
controls 3S3S 

1
 " 

C The form is to be used 

for entering new data 

only, Existing data will not 

be displayed 
S The form is to display all 
data 1 1 Do not allow 
modification of existing 
data 

Do not 5 b
1
 deletion of 

existing data 1 I Do not 

allow addition of new data 

 

7. Appl sU es 

8. Set name 

  

Help < Back              Next > 

Finish 

Cancel 

 

                                          fp= 
                         fp= 18 

usDLV >ij fDyd djsaA vkidks ,d vU; Mk;ykWx ckWDl fn[kkbZ nsxk ftlesa vki QkeZ esa iz;ksx esa 

ykbZ tkus okyh LVkbyksa dks fufnZ"V dj ldrs gSaA 

 

 

                         

 

                                      fp= 
                fp= 19 

usDLV >ij fDyd djsaA vkidks ,d Mk;ykWx ckWDl fn[kkbZ nsxk tgka vki QkeZ dk uke fufnZ"V dj 

ldrs gSaA fQfu'k ij fDyd djsaA 
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                                   fp= 
           fp= 20 

,d QkeZ foaMks izdV gksxhA /;ku nsa fd Vscy esa fjdkMZ Lor% gh ml QkeZ ds Hkhrj n'kkZ, x, gSa] tks 

vHkh&vHkh vkius l`ftr fd;k gSA 

 

 

 

                            

                                       fp= 
                    fp= 21 

vki uhps n'kkZ, x, vuqlkj rys ij fLFkr -----fpg~u ij fDyd djrs gq, QkeZ dk iz;ksx dj Vscy esas 

u, fjdkMZ Hkh 'kkfey dj ldrs gSaA 

 



 

342 

 

 

                   fp= 
                  fp= 22 
tc vki -----fpg~u ij fDyd djrs gSa] vkidks fjdkMZ l`ftr djus ds fy, ,d foaMks fn[kkbZ nsrh gS 

¼fp= uhps fn;k x;k gS½A 

                      

                              fp= 
fp= 23 

vkius iwoZ ds l=ksa esa fMtkbu O;w dk iz;ksx djrs gq, fjdkMZ l`ftr djuk lh[kk gSA vki uhps n'kkZ, 

x, QkeZ dk iz;ksx djrs gq, fjdkMZ Hkh 'kkfey dj ldrs gSaA fn, x, ckWDl esa fuEufyf[kr MkVk 

Vkbi djsa] tSlk fd uhps n'kkZ;k x;k gS% 

uke  xkSre  

jksy uEcj 43 

Mhvksch 10@12@99 

d{kk X 

Qksu 235476 

jax  xqykch  

bZ&esy gautam43@gmail.com 

LFkku vle  
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lso fd, x, fjdkMZ dks ns[kus ds fy,] Vscy lsD'ku ds varxZr ,l fMVsYl ¼rkfydk dk uke½ ij 

Mcy fDyd djsaA uhps n'kkZbZ xbZ foaMks dks leku ,d foaMks izdV gksxh( bl ckr ij /;ku nsa fd 

vkids }kjk QkeZ dk iz;ksx djrs gq, rS;kj fd, x, fjdkMZ dks Hkh vU; fjdkMksZa ds lkFk n'kkZ;k x;k 

gS ¼fp= uhps fn;k x;k gS½A 

 

 

 

 

                              fp= 
fp= 24 

vc QkeZ dk iz;ksx djrs gq, rhu vU; fjdkMZ Hkh izfo"V djsa rFkk mUgsa mDr lanfHkZr izfØ;k dk iz;ksx 

djrs gq, ns[ksaA  

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl gkfly u 

dj ysa % 

Øe la- fØ;kdyki 

1- QkeZ l`ftr djsaA 

2- QkeZ dk iz;ksx djrs gq, Vscy esa MkVk izfo"V djsaA 

3- iwoZ l= esa l`ftr fd, x, 'kS{kf.kd MkVkcsl ds fy, ,d QkeZ rS;kj djsaA QkeZ dk 

iz;ksx djrs gq, ifjek.k ds vadksa ds lkFk 'kS{kf.kd MkVkcsl dks la'kksf/kr djsaA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&&&&& MkVkcsl esa lwpuk dks O;ofLFkr <ax ls LVksj djus esa iz;ksDrk dh enn djrk  

gS A 
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2- &&&&&&&& MkVkcsl vkWCtsDV~l tSls Vscy esa iz;ksDrk dks lh/ks mls ns[kus] mlesa izfof"V;ka 

djus vkSj MkVk esa ifjorZu djus esa leFkZ cukrk gS A 

3- QkeZ l`ftr djus ds fy, vkidks MkVkcsl lsD'ku ds varxZr miyC/k &&&&&&&& fodYi dk 

p;u djuk gksxk A 

l= 7 % Dosjh rS;kj djuk vkSj izcaf/kr djuk 

izklafxd tkudkjh 

Vscyksa dks rS;kj djus rFkk muesa MkVk dh izfof"V dj ysus ds mijkar vc vki dqN tkudkjh izkIr 

djuk pkgrs gSaA ;gka ij vki MkVkcsl ls viuh Dosjh djrs gSaA tSlkfd uke ls gh Li"V gS] Dosjh MkVk 

ds iwy ls dksbZ fo'ks"k lwpuk izkIr djus dh izfØ;k gSA Dosjh vkidks fofHkUu Vscyksa ls lwpuk dks 

ijLij tksM+us rFkk ml lwpuk dks fQYVj djus esa lgk;rk djrh gSA fQYVfjax dk vFkZ gS fd Dosjh 

vkids }kjk mls iznku fd, x, ekin.M dk iz;ksx djrh gS fd dkSu ls MkVk dks fNik;k tkuk gS rFkk 

dsoy mlh MkVk dks izLrqr fd;k tkuk gS] ftls vki ns[kuk pkgrs gSaA 

dqN vkjMhch,e,l Dosjh l`ftr djus ds fy, xzkfQdy lk/ku miyC/k djkrs gSa] ijarq vf/kdka'k 

vkjMhch,e,l ,slk ugha djrs gSaA ;gka ij vki ,lD;w,y ¼ftls ^lhDosy* dgk tkrk gS½ vFkok 

LVªDpMZ Dosjh ySaxq,t dk iz;ksx djrs gSaA Dosjh dh ySaXkq,t daI;wVj ySaxq,t gksrh gS ftldk iz;ksx 

MkVkcslksa rFkk lwpuk iz.kkfy;ksa ds fy, Dosjh rS;kj djus ds fy, fd;k tkrk gSA Dosjh ,slh dekaM gS 

ftldk iz;ksx MkVk lajpuk dks ifjHkkf"kr djus rFkk lkFk gh MkVkcsl esa MkVk esa Qsjcny djus ds 

fy, fd;k tkrk gSA  

lsysDV LVsVesaV ,d ;k vf/kd MkVkcsl Vscyksa vFkok MkVkcsl O;wt ls thjks vFkok vf/kd iafDr;ksa dks 

iqu% izkIr djrh gSA vf/kdka'k ,Iyhds'kuksa esa] lsysDV lcls vke iz;ksx esa ykbZ tkus okyh MkVk 

eSfuiqys'ku ySaxq,t ¼Mh,e,y½ dekaM gSA 

lsysDV LVsVesaV ds vusd oSdfYid [kaM gksrs gSa% 

 Ogs;j fufnZ"V djrk gS fd fdl iafDr dks iqu% izkIr djuk gS( 

 vkMZj ckbZ ,slk vkns'k fufnZ"V djrk gS ftlds }kjk iafDr;ksa esa okil ykSVus dk ladsr gksrk 

gSA 

fdlh Vscy esa lHkh LraHkksa dks iqu% izkIr djus ds fy, flaVsDl gS % lsyDV* Ýke <Vscy dk uke >(  

Dosjh dks fu"ikfnr djus ds fy, MkVkcsl ds varxZr ckbZa rjQ miyC/k Dosjht+ fodYi ij fDyd djsa 

vkSj fQj fØ,V Dosjh bu ,lD;w,y O;w ij fDyd djsa] tSlk uhps n'kkZ;k x;k gSA 
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                              fp= 
fp= 25 

uhps n'kkZbZ xbZ foaMks ds leku gh ,d foaMks izdV gksxhA 

     

                    

                                 fp= 
      fp= 26 

vki mi;qZDr foaMks esa Dosjh dks Vkbi dj ldrs gSa vFkok ,Q5 QaD'ku&dh dk iz;ksx djrs gq, bls 

fu"ikfnr dj ldrs gSa vFkok foaMks esa -----vkbdkWu ij fDyd djds ,slk dj ldrs gSaA 

mnkgj.k ds fy,] ;fn vki iwoZ l= esa vkids }kjk rS;kj dh xbZ rkfydk esa lHkh MkVk iznf'kZr djuk 

pkgrs gSa] rks vkidh lsysDV LVsVesaV gksxh % lsyDV* ÝkWe ,l fMVsYl( 

lsysDV Dosjh fu"ikfnr djus ds mijkar] vkmViqV uhps n'kkZ, x, ds vuqlkj iznf'kZr fd;k tk,xkA  
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                   fp= 
                  fp= 27 
ftu Nk=ksa dk ilanhnk jax uhyk gS] mudh lwph ds ckjs esa fooj.k izkIr djus ds fy, vki iz;ksx dj 

ldrs gSa% 

 lsyDV* Ýke ,l fMVsYl Ogs;j dyj = ^Cyw*( 

lsysDV Dosjh fu"ikfnr djus ds mijkar] vkmViqV uhps n'kkZ, x, ds vuqlkj iznf'kZr fd;k tk,xkA 

 

 

 

                             fp= 
fp= 28 

rkfydk ls jksy uEcj ds vkjksgh Øe esa fjdkMZ ns[kus ds fy, lsysDV LVsVesaV gksxh%  

 lsyDV* Ýke ,l fMVsYl vkMZj ckbZ ^jksy ua-* ,,llh(  

                                                 New Database.odb: Queryl - OpenOffke.org Base:Query Design 

File   Edit  View   Insert Tools   Window Help 

i H Br    % dl | 0 m  
ID |  Name  | Rollno DOB Class Phone |  Email | Color | Location | 

3 Radha Sw 7 01/02/00 X 234353 radhaswt Orange Gujarat 
2 IgjHidar C 

13 

15/01/99 X 56 7889 dalal@grr Green Mumbai 

5 Vimla Rani 14 23/09/99 X 242526 vimla99g Yellow Ortssa 

1 Ravi Kaul 23 13/08/99 X 123456 ravikaulcg Blue Delhi 

select *from "I_e~ ails" order by "Roll 
11

 ASC; 

 

                             fp= 
fp= 29 

http://openoffke.org/
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vki balVZ] viMsV vkSj fMyhV dekaMksa dk iz;ksx djrs gq, fjdkMZ dks Øe’k% tksM+] la'kksf/kr vFkok 

fMyhV dj ldrs gSaA 

,lD;w,y daekMksa dks Vkbi djus ds fy,] VwYl >,lD;w,y ij fDyd djsaA uhps n'kkZ, x, vuqlkj 

,d foaMks izdV gksxhA 

 

 

 

 

       fp= 
      fp= 30 
vki daekM Vw ,DtsD;wV Lisl esa ,lD;w,y daekM Vkbi dj ldrs gSa rFkk ,DthD;wV ij fDyd djsaA 

balVZ LVsVesaV 

balVZ LVsVesaV dk iz;ksx fdlh MkVkcsl esa ,d ;k vf/kd fjdkMZ tksM+us ds fy, fd;k tkrk gSA balVZ 

LVsVesaV dk lkekU; flaVsDl uhps n'kkZ;k x;k gSA 

balVZ bu Vq <Vscy&use ><dkWye 1] dkWye 2] dkWye 3 --------- >oSY;wt >oSY;w 1] oSY;w 2] 

oSY;w 3------------>; 

iwoZ esa l`ftr fd, x, MkVkcsl esa fjdkMZ tksM+us ds fy, fuEufyf[kr Vkbi djsa vkSj ,DtsD;wV ij 

fDyd djsaA 

balVZ bu Vq ,lfMVsYl ¼^^vkbZMh**] ^^use**] ^^jksy uEcj**] ^^Mhvksch**] ^^Dykl**] ^^bZ&esy**] ^^dyj**] 

^^yksds'ku**½ oSY;wt ¼^8*] ^jathr flag* ^67*] ^12-3-99* ^x* ^435363*] ^ranjit99@gmail.com*] ^OgkbV*] 

*fcgkj*½( 

Vscy esa MkVk balVZ djus ds i'pkr~ viMsVsM Vscy dks ns[kus ds fy, lsysDV Dosjh dk iz;ksx djsaA 

blds fu"iknu ds i'pkr~ vkidks uhps n'kkZbZ xbZ foaMks ds leku foaMks fn[kkbZ nsxhA  
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                             fp= 
fp= 31 

 

viMsV LVsVesaV 

viMsV LVsVesaV dk iz;ksx MkVkcsl esa fjdkMZ dks vk'kksf/kr djus ds fy, fd;k tkrk gSA viMsV 

LVsVesaV dk lkekU; flaVsDl bl izdkj fn[kkbZ nsrk gS% 

viMsV <Vscy_ use > lsV <dkWye_ use >= oSY;w ] [,dkye_ use = oSY;w ---][Ogs;j <daMh'ku>] 

viMsV LVsVesaV dk iz;ksx djrs gq, fjdkMZ dks viMsV djus ds fy,] fuEufyf[kr Vkbi djsa rFkk 

,DtsD;wV ij fDyd djsaA 

 viMsV ,l fMVsYl lsV yksds'ku =^Hkqous'oj* Ogs;j jksy uEcj =14( 

v|ru cukbZ xbZ rkfydk dks ns[kus ds fy, lsysDV Dosjh fu"ikfnr djsaA fu"iknu ds i'pkr~ vki uhps 

n'kkbZ xbZ foaMks ds leku gh ,d foaMks ns[ksaxsA  

               

                              fp= 
fp= 32 

fMyhV LVsVesaV 
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fMyhV LVsVesaV dk iz;ksx MkVkcsl esa,d vFkok vf/kd fjdkMZ dks gVkus ds fy, fd;k tkrk gSA fMyhV 

LVsVesaV dk lkekU; flaVsDl bl izdkj gksrk gSA 

 fMyhV Ýke <Vscy use_>[Ogs;j]<daMh'ku>; 

fMyhV LVsVesaV dk iz;ksx gq, iwoZ esa rS;kj dh xbZ Vscy esa fdlh fjdkMZ dks gVkus ds fy,] 

fuEufyf[kr Vkbi djsa rFkk ,DthD;wV ij fDyd djsa% 

fMyhV Ýke ,lfMVsYl Ogs;j vkbZMh = 8( 

v|ru cukbZ xbZ Vscy dks ns[kus ds fy, lsysDV Dosjh dks fu"ikfnr djsaA fu"iknu ds i'pkr~ vkidks 

uhps n'kkZbZ xbZ foaMks ds leku gh ,d foaMks fn[kkbZ nsxhA 

             

                           fp= 
                          fp= 33 
/;ku nsa fd MkVkcsl ls jksy uEcj 8 dk fjdkMZ fMyhV dj fn;k x;k gSA 

LVsVesaV rS;kj djuk 

fØ,V LVsVesaV dk iz;ksx fdlh vkjMhch,e,l esa MkVkcsl vFkok Vscy l`ftr djus ds fy, fd;k 

tkrk gSA vkerkSj ij iz;ksx esa ykbZ tkus okyh fØ,V dekaM gS fØ,V Vscy dekaMA fØ,V LVsVesaV dk 

lkekU; flaVsDl uhps n'kkZ;k x;k gSA 

fØ,V Vscy < Vscy use >¼[dkWye ns MsfQfu’kaL]½[Vscy iSjkehVlZ] 

 dkWye MsfQuh'kal % dkWek&lsisjsVsM fyLV ftlesa fuEu esa ls dksbZ varfoZ"V gks& 

 dkWye MsfQuh'kal % [dkWye use][MkVk Vkbi]{uy@ukWV uy}( {dkWye fodYi} 

 izkbejh dh MsfQuh'ku % izkbejh dh ([dkek lsisjsVM dkWyEl fyLV]) 

mnkgj.k ds fy,] ;fn vki fØ,V LVsVesaV dk iz;ksx djrs gq, Vscy l`ftr djuk pkgrs gSa] rks 

fuEufyf[kr Vkbi djsa vkSj ,DthD;wV ij fDyd djsaA 



 

350 

fØ,V Vscy bEIykWeh ¼vkbZMh baVhtj] use okjpkj ¼50½] 

 fMikZVesaV okjpkj ¼50½] 

 ,MªSl okjpkj ¼120½] 

 dkaVsDV & uEcj ¼baVhtj½( 

vc Vscy esa 5 fjdkMZ fØ,V djsa rFkk mUgsa ns[kus] la'kksf/kr vkSj gVkus ds fy, ,lD;w,y LVsVesaV dk 

iz;ksx djsaA 

vH;kl % 

fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl gkfly u 

dj ysa % 

Øe la- fØ;kdyki 

1- iwoZ l=ksa esa rS;kj fd, x, fdlh 'kS{kf.kd MkVkcsl dks [kksysaA 

2- ftu fo"k;ksa esa izkIr fd, x, vad 50 izf'rkr ls vf/kd gSa] mUgsa Dosjh rFkk lkWVZ djus 

ds fy, lsysDV Dosjh LVsVesaV dk iz;ksx djsaA 

3- fo|ky; ds iqLrdky; ds fy, MkVkcsl rS;kj djsaA 

ladsr % fofHkUu QhYMksa tSls 'kh"kZd] ewY;] iznkrk] miyC/krk vkfn ds fy, QhYM 

rS;kj djsaA 

4- xhrksa dk laxzg rS;kj djus ds fy, MkVkcsl rS;kj djsaA 

ladsr % fofHkUu QhYMksa tSls dykdkj] ewoh] fjyht o"kZ vkfn ds fy, QhYM rS;kj 

djsaA 

5- tux.kuk vkadM+sa laxzfgr vkSj vuqjf{kr djus ds fy, MkVkcsl rS;kj djsaA 

ladsr % fofHkUu QhYMksa tSls igyk uke] vafre uke] tUefrfFk] tUe&LFkku] jkstxkj 

dh fLFkfr vkfn ds fy, QhYM rS;kj djsaA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&&& gesa MkVkcsl esa MkVk ds Hk.Mkj ls fofufnZ"V tkudkjh laxzfgr djus esa lgk;rk 

djrk gS A  

2- &&&&&&&& LVsVesaV ,d vFkok vf/kd MkVkcsl Vscyksa vFkok MkVkcsl O;wt+ ls 'kwU; vFkok 

vf/kd iafDr;ka iqu% izkIr djrh gS A 

3- &&&&&& LVsVesaV dk iz;ksx MkVkcsl esa ,d vFkok vf/kd fjdkMZ Mkyus ds fy, fd;k tkrk 

gS A 

4- &&&&&&& LVsVesaV dk iz;ksx MkVkcsl esa fjdkMksZa dks la'kksf/kr djus ds fy, fd;k tkrk gS A 
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5- &&&&&& LVsVesaV dk iz;ksx MkVkcsl esa ,d vFkok vf/kd fjdkMZ fudkyus ds fy, fd;k 

tkrk gS A 

6- &&&&&&&& LVsVesaV dk iz;ksx fdlh vkjMhch,e,l lkW¶Vos;j esa fdlh MkVkcsl vFkok Vscy 

l`ftr djus ds fy, fd;k tkrk gS A 

l= 8 % fjiksVZ fMtkbu djuk 

izklafxd tkudkjh 

fjiksVZ dk iz;ksx Dyh;j QkesZV esa lexz dk;Z ifj.kke dks l`ftr djus ds fy, fd;k tkrk gSA  vki 

MkVkcsl esa fjiksVksZa dks Hkh rS;kj dj ldrs gSaA  

vksiuvkWfQl vk/kkfjr ,Iyhds'ku esa MkVkcsl ds varxZr fjiksVZ lsD'ku ij fDyd djsaA 

vkWI'ku dk p;u djus ds mijkar] vkidks uhps n'kkZbZ xbZ foaMks ds leku gh ,d foaMks fn[kkbZ nsxhA 

 

                 

 

                              fp= 
fp= 34 

vc vki iwoZ esa l̀ftr dh xbZ rkfydk ds fy, fjiksVZ l`ftr dj ldrs gSaA 

VkLDl ds varxZr ;wt fotkMZ Vq fØ,V fjiksVZ ---- fodYi ij fDyd djsaA  

;wt fotkMZ Vq fØ,V fjiksVZ ----vkWI'ku dk p;u djus ds mijkar] vkidks uhps n'kkZbZ xbZ foaMks ds leku 

gh ,d foaMks fn[kkbZ nsxhA 
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                              fp= 
fp= 35 

vkidks >>cVuksa dk p;u djrs gq, lHkh Vscy QhYMksa dk lsysDV djuk gksxk( vkids }kjk >>cVu 

ij fDyd djus ds mijkar vkidks uhps n'kkZ, x, Mk;ykWx ckWDl dh gh Hkkafr ,d Mk;ykWx ckWDl 

fn[kkbZ nsxkA 

 

 

                    

 

                                      fp= 
              fp= 36 

usDLV >ij fDyd djsaA 

usDLV >ij fDyd djus ij] vkidks uhps n'kkZ, x, Mk;ykWx ckWDl dh gh Hkkafr ,d Mk;ykWx ckWDl 

fn[kkbZ nsxkA 
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Report  Wizard              

                   xl l  

 
Steps:                           How do you want to label the fields? 

1. Field selection                           

2. labeling fields 

3. Grouping 

4. Sort options 

5. Choose layout 

6. Create report 

 

 

          
                  fp= 
                fp= 37 
vki fjiksV~lZ QhYMksa esa QhYMksa ds yscyksa dks iqu% ifjHkkf"kr dj ldrs gSa vFkok vki fMQkWYV use lsV 

dj ldrs gSaA 

usDLV >ij fDyd djsaA 

usDLV >ij fDyd djus ij] vkidks uhps n'kkZ, x, Mk;ykWx ckWDl dh gh Hkkafr ,d Mk;ykWx ckWDl 

fn[kkbZ nsxkA 
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vki Vscy QhYMksa ds fy, xzqfiax dks ifjHkkf"kr dj ldrs gSaA 

Field Label 

  
ID ID 

Name  

Rollno | Rollno 

DOB 

|DOB 

Class | Class 

Phone 

Iphone 

Email | Email 
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usDLV >ij fDyd djsaA 

usDLV >ij fDyd djus ij] vkidks uhps n'kkZ, x, Mk;ykWx ckWDl dh gh Hkkafr ,d Mk;ykWx ckWDl 

fn[kkbZ nsxkA 

 

          

 

                              fp= 
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vki mi;qDr QhYM rFkk lkWfVZax i)fr dk p;u djds fjiksVZ esa QhYM osfj,cYl lkWVZ dj ldrs gSaA  

usDLV >ij fDyd djsaA 

usDLV >ij fDyd djus ij] vkidks uhps n'kkZ, x, Mk;ykWx ckWDl dh gh Hkkafr ,d Mk;ykWx ckWDl 

fn[kkbZ nsxkA 

                              

 

                             fp= 
fp= 40 
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vki ysvkmV vkWQ MkVk Mkmu fyLV ds varxZr mi;qDr fodYi dk pquko djrs gq, fjiksVZ ds 

ys&vkmV dk p;u dj ldrs gSa vkSj vki fjiksVZ dh vksfj,aVs'ku dk pquko Hkh dj ldrs gSaA 

usDLV >ij fDyd djsaA 

usDLV >ij fDyd djus ij] vkidks uhps n'kkZ, x, Mk;ykWx ckWDl dh gh Hkkafr ,d Mk;ykWx ckWDl 

fn[kkbZ nsxkA 
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vki fjiksVZ ds fy, uke ifjHkkf"kr dj ldrs gSa vFkok vki fjiksVZ ds fy, Lo;a rkfydk ds uke dk 

iz;ksx Hkh dj ldrs gSaA 

fQfu'k >ij fDyd djsaA 

fQfu'k >ij fDyd djus ij] vkidks uhps n'kkZbZ xbZ foaMks dh gh Hkkafr fjiksVZ ds lkFk ,d foaMks 

fn[kkbZ nsxhA 

 

 

 

 

 

 

 

Report Wizard \~ 

Steps Decide how you want to proceed  

L Field selection Title of report  

2. Labeling fields |SDetails  

3. Grouping What kind of report do you want to create?  

4. Sort options Static report  

5. Choose layout 0 Dynamic report  

 How do you want to proceed after creating the report?  

 Modify report layout  

 (•) Create report now  

Help < Back Finish Cancel 
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vc dsoy uke] jksy uEcj vkSj Qksu fooj.kksa dk iz;ksx djrs gq, fjiksVZ rS;kj djsaA fjiksVZ fMtkbu ds 

fy, fofHkUu ysvkmV dk iz;ksx djsaA  

vH;kl % 
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fuEufyf[kr fØ;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ fo'okl gkfly u 

dj ysa% 

Øe la- fØ;kdyki 

1- Vscy ls MkVk iznf'kZr djus ds fy, fjiksVZ l`ftr djsaA 

2- iwoZ esa l`ftr fd, x, 'kS{kf.kd MkVkcsl dks [kksysaA 

3- vkids lexz 'kS{kf.kd Ldksj dkMZ dks n'kkZus ds fy, ,d fjiksVZ fMtkbu djsaA 

ewY;kadu % 

fjDr LFkkuksa dh iwfrZ dhft,% 

1- &&&&&&&& dk iz;ksx Dyh;j QkesZV esa lexz dk;Z ifj.kke l`ftr djus ds fy, fd;k tkrk 

gS A 

2- fjiksVZ l`ftr djus ds fy, vkidks VkLdl ds vaxZr miyC/k &&&&&&&& fodYi dk p;u 

djus dh vko';drk gksrh gS A 

 

 

 


