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PZz_© Aa¨vq 

 IqvW© cÖ‡mwms 

 

 
wkÿv_©xiv hv Rvb‡e−

 

 IqvW© cÖ‡mwms 

 Z_¨ I †hvMv‡hvM cÖhyw³i m‡½ IqvW© cÖ‡mwms‡qi m¤úK© 

 Z_¨ I †hvMv‡hvM cÖhyw³‡Z IqvW© cÖ‡mwms‡qi ¸iæZ¡ 

 wKQz GKUv wj‡L †mUv euvwP‡q ivLvi Rb¨ dvBj ˆZwi 

 IqvW© cÖ‡mmi e¨envi K‡i Bs‡iwR‡Z †jLvi KvR 

 
Aa¨v‡qi ¸iæZ¡c~Y© welq¸‡jv ms‡ÿ‡c †R‡b ivwL 

 †jLv‡jwLi Rb¨ †h A¨vwcø‡Kkb mdUIq¨vi ˆZwi n‡q‡Q Zvi 

bvg IqvW© cÖ‡mmi| IqvW© cÖ‡mmi mevi Rb¨ cÖ‡qvRbxq Avi Lye 

RbwcÖq GKwU mdUIq¨vi nIqvq mdUIq¨v‡ii eo eo 

†Kv¤úvwbB PgrKvi me IqvW© cÖ‡mmi ˆZwi Ki‡Q| 

 IqvW© cÖ‡mm‡i cy‡iv gwbUi Ry‡o GKUv mv`v KvM‡Ri g‡Zv c„ôv 

Ly‡j †M‡j Ges Zvi ïiæ‡Z GKUv †QvU Lvov jvBb R¡j‡Z-

wbf‡Z _vK‡j eyS‡Z n‡e †h IqvW© cÖ‡mmi †jLv‡jwL Kivi Rb¨ 

cÖ¯‘Z|  

 IqvW© cÖ‡mm‡i †jLv‡jwLi ci hLb †mUv‡K Save Kiv nq †mwU‡K ejv 

nq GKUv File| cÖ‡Z¨KUv File-†K GKUv bvg ẁ ‡q Save Kiv nq| 

 

†evW© eB‡qi Abykxjbxi cÖkœ I DËi 
 

1. †Kvb mdUIq¨v‡ii gva¨‡g Kw¤úDUv‡i †jLv‡jwL KvR Kiv hvq? 

 K MÖvwd· mdUIq¨vi L BDwUwjwU mdUIq¨vi 

   IqvW© cÖ‡mwms mdUIq¨vi  N †¯úÖWwkU mdUIq¨vi 

2. IqvW© cÖ‡mm‡i ÔG›UviÕ (Enter) †Kvb Kv‡R e¨envi Kiv nq? 

 K wbe©vwPZ Ask gy‡Q †dj‡Z 

  Kvm©i‡K GK jvBb wb‡P bvgv‡Z 

  M Kvm©‡ii evg w`‡Ki Aÿi gyQ‡Z 

 N †gby ev WvqjM e· evwZj Ki‡Z 

3. wieb Kx? 

 K WKz¨‡g‡›Ui wk‡ivbvg wb‡`©kbv 

 L wP‡Îi gva¨‡g mvRv‡bv KgvÛ ZvwjKv 

   Kv‡Ri aib Abyhvqx KgvÛ ZvwjKv 

 N wP‡Îi mvRv‡bv m¤úv`bvi KgvÛ ZvwjKv 

4. Awdm   
evUb e¨envi K‡i cyivZb dvBj Lyj‡Z †Kv_vq wK¬K 

Ki‡Z nq? 

 K New   Open  

 M Save  N Text 

5. Awdm  
 
evUb e¨envi K‡i wjwLZ Ask msiÿY Ki‡Z †Kv_vq 

wK¬K Ki‡Z nq? 

 K New   L Close   

  Save  N File 

6. Awdm  
 
evUb e¨envi K‡i dvBj eÜ Ki‡Z †Kv_vq wK¬K 

Ki‡Z nq? 

  Exit   L Save  

 M File  N Open 

wb‡Pi Aby‡”Q`wU c‡o 7 I 8 bs cÖ‡kœi DËi `vI : 

wgbv Rvb‡jb, c„w_exi cuvPwU †`‡k bvix‡`i Ae¯’v †ewk †kvPbxq| wZwb 

wm×všÍ wb‡jb, G wel‡q M‡elYv K‡i cÖvß djvdj †mwgbv‡i Dc¯’vcb 

Ki‡eb| GQvovI wZwb L v̈wZgvb e¨w³‡`i m‡½ gZwewbg‡qi wPšÍv Ki‡jb| 

7. †mwgbv‡i Dc¯’vc‡bi Rb¨ wgbv †Kvb mdUIq¨vi e¨envi K‡i 

cÖwZ‡e`b ˆZwi Ki‡eb? 

 K MÖvwd· mdUIq¨vi L BDwUwjwU mdUIq¨vi 

   IqvW© cÖ‡mwms mdUIq¨vi  N Kv÷gvBRW mdUIq¨vi 

8. wgbv L¨vwZgvb e¨w³‡`i mv‡_ gZwewbg‡qi D‡Ï‡k¨ †Kvb gva¨gwU 

†ewk Dc‡hvMx e‡j we‡ePbv Ki‡Z cv‡ib? 

 K †gvevBj †dvb L j¨vÛ‡dvb 

   B›Uvi‡bU N d¨v· 

9. 8 b¤^i cÖ‡kœi †h DËiwU Zzwg cQ›` K‡iQ †m DËiwU cQ›` Kivi 

KviY hyw³mn e¨vL¨v Ki| 

 DËi : wgbv L¨vwZgvb e¨w³‡`i mv‡_ gZwewbg‡qi D‡Ï‡k¨ 

B›Uvi‡bU‡K †ewk Dc‡hvMx e‡j g‡b Ki‡Z cv‡ib| †Kbbv Avgiv 

hw` cÖ‡kœi m¤¢ve¨ DËi¸‡jv GKUz fv‡jv K‡i jÿ Kwi Zvn‡j 

mn‡RB eyS‡Z cvie †h †mB gva¨g¸‡jvi e¨envi LiP B›Uvi‡bU 

†_‡K AwaK n‡jI myweav Kg| ZvQvov GKRb L¨vwZgvb e¨w³i 

mv‡_ †gvevBj †dvb, j¨vÛ‡dvb ev d¨v‡·i gva¨‡g †hvMv‡hvM Kiv  

GKUz `yiƒn| M‡elYvcÎ nIqvi Kvi‡Y wgbv‡K Zv‡`i mv‡_ evievi 

†hvMv‡hvM Ki‡Z n‡Z cv‡i| †m‡ÿ‡Î B›Uvi‡b‡Ui B-†gBj 

A‡cÿvK…Z Kg e¨qmv‡cÿ Ges mnR mgvavb n‡Z cv‡i| GB 

gva¨gwU e¨envi Ki‡j wgbv L¨vwZgvb e¨w³‡`i g~j¨evb e³e¨ Kwc 

K‡i Zvi M‡elYv c‡Î mshy³ Ki‡Z cvi‡eb| ZvQvov B›Uvi‡b‡U 

Zv‡`i e³e¨ ev gZvgZ¸‡jv msiwÿZ Ae¯’vqI _vK‡e| †gvevBj 

†dvb, j¨vÛ‡dvb ev d¨v‡· Gme myweav cvIqv hv‡e bv| Gme 

Kvi‡YB Avwg 8 b¤^i cÖ‡kœi DË‡i B›Uvi‡bU‡K †e‡Q wb‡qwQ| 

 G As‡k ms‡hvRb Kiv n‡q‡Q- †miv ¯‹zjmg~‡ni eûwbe©vPwb cÖ‡kœvËi I mswÿ ß DËi cÖ‡kœvËi, welqµg 

Abyhvqx gv÷vi †UªBbvi cÖYxZ eûwbe©vPwb cÖ‡kœvËi I mswÿ ß DËi cÖ‡kœvËi| G As‡ki mwVK Abykxjb 

wkÿ v_©x‡`i cixÿ v cÖ¯‘wZ‡K m¤ú~Y© Ki‡e| 
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enywbe©vPwb cÖ‡kœvËi 
 

  welqµg Abyhvqx enywbe©vPwb cÖ‡kœvËi 

 cvV 1 : IqvW© cÖ‡mmi Kx?  †evW© eB, c„ôv 48 I 49 

mvaviY enywbe©vPwb cÖ‡kœvËi 

1. GKmgq †QvU †Kv‡bv †jLv gy ª̀‡Yi Rb¨ Kx‡mi mvnvh¨ wb‡Z n‡Zv? (Ávb) 

 K Kw¤úDUv‡ii L QvcvLvbvi 

 M IqvW© cÖ‡mm‡ii  UvBc ivBUv‡ii 

2. mvaviY †jLv‡jwL ev UvBc ivBUv‡ii mv‡_ IqvW© cÖ‡mm‡ii me‡P‡q 

eo cv_©K¨ †KvbwU? (Ávb) 

 K IqvW© cÖ‡mm‡i wm‡bgv †`Lv hvq 

 L IqvW© cÖ‡mm‡i †jLv‡jwL Zzjbvg~jK KwVb 

  IqvW© cÖ‡mm‡i GwWwUs ev cwieZ©b Kiv hvq 

 N IqvW© cÖ‡mm‡i GwWwUs ev cwieZ©b Kiv Am¤¢e 

3. IqvW© cÖ‡mm‡i me †_‡K mnR KvR †KvbwU? (Abyaveb) 

  fzj ï× Kiv L GKwU c¨vivMÖvd †jLv 

 M bZzb jvBb ˆZwi Kiv N KvM‡R gvwR©b †`Iqv 

4. †jLv‡jwLi mv‡_ IqvW© cÖ‡m‡ii wØZxq eo cv_©K¨ †KvbwU? (Ávb) 

 K msiÿY L mgq 

 M c×wZ  GwWwUs 

5. †jLv‡jwLi Rb¨ †h A¨vwcø‡Kkb mdUIq¨vi ˆZwi Kiv n‡q‡Q Zvi 

bvg Kx? (Ávb) 

  IqvW© cÖ‡mmi L B›Uvi‡bU G·‡cøvivi 

 M DBb¨v¤ú N cvIqvi wWwfwW 

6. IqvW© cÖ‡mmi e¨envi K‡i †jLvi cÖwµqv‡K Kx e‡j? (Ávb) 

 K BbcyU IqvW©  IqvW© cÖ‡mwms 

 M UvBwcs N IqvW© ivBwUs 

7. IqvW© cÖ‡mwms Ki‡Z †h mdUIq¨vi e¨eüZ nq Zvi bvg Kx? (Ávb) 

 K UvBc cÖ‡mmi L UvBcivBUvi 

  IqvW© cÖ‡mmi N IqvW© ivBUvi 

8. IqvW© cÖ‡mmi e¨env‡ii cÖ_g avc †KvbwU?  (Abyaveb) 

  †jLv‡jwL Kiv 

 L †jLv msiÿY Kiv 

 M msiwÿZ †jLv Ly‡j KvR Kiv 

 N msiwÿZ †jLv gy‡Q †djv 

9. mygb Zvi ¯‹z‡j Rgv †`Iqvi Rb¨ Kw¤úDUv‡i GKwU iPbv UvBc Ki‡Q| 

†m Zvi Kw¤úDUv‡ii †Kvb A v̈wcø‡KkbwU e¨envi Ki‡Q?  (cÖ‡qvM) 

 K IqvW© †gKvi L IqvW© ivBUvi 

 M IqvW© Kv‡b±i  IqvW© cÖ‡mmi 

10. IqvW© cÖ‡mm‡i †jLv‡jwLi ci Zv Kxfv‡e msiÿY Kiv nq?  

 [ev‡MinvU miKvwi evwjKv D”P we`¨vjq] 

 K †cb WªvB‡f L †dvìvi wn‡m‡e 

  dvBj wn‡m‡e N Qwe AvKv‡i 

11. gvB‡µvmdU IqvW© Kviv ˆZwi K‡i‡Q? (Ávb) 

 K AvBweGg †Kv¤úvwb L A¨v‡cj †Kv¤úvwb  

  gvB‡µvmdU †Kv¤úvwb N BDwb· †Kv¤úvwb 

12. IqvW© cÖ‡mmi Kx ai‡bi mdUIq¨vi? (Abyaveb) 

  A¨vwcø‡Kkb mdUIq¨vi L †cÖvMÖvwgs mdUIq¨vi 

 M MvwYwZK mdUIq¨vi N †hŠw³K mdUIq¨vi 

13. webvg~‡j¨ IqvW© cÖ‡mmi e¨envi Ki‡Z PvB‡j †Kvb mdUIq¨viwU 

e¨envi Ki‡Z n‡e? (cÖ‡qvM) 

 K gvB‡µvmdU Iq¨vi L cvIqvi wfwWI 

  I‡cb Awdm ivBUvi N B›Uvi‡bU G·‡cøvivi 

14. I‡cb Awdm ivBUvi w`‡q Kx ai‡bi KvR Kiv hvq?   

 [ bv‡Uvi miKvwi evwjKv D”P we`¨vjq] 

 K MvwYwZK   †jLv‡jwLi M wP‡Îi N we‡køl‡Yi 

15. ivRb Zvi Kw¤úDUv‡i GKwU `iLv¯Í UvBc Ki‡Q| fzjµ‡g †m hw` 

†Kv‡bv jvBb `yBevi wj‡L †d‡j Zvn‡j Kx Ki‡e?   

 K GKwU †bvU w`‡e 

  jvBbwU gy‡Q †dj‡e 

 M jvBbwU †evì K‡i ivL‡e 

 N jvBbwU AvÛvijvBb K‡i ivL‡e 

16. KvMR Avwe®‹v‡ii ci gvbe mf¨Zvi GKUv bZzb hvÎv ïiæ 

n‡qwQj| nvRvi eQi ci KvMR Qvov Av‡iKUv bZzb mf¨Zvi hvÎv 

ïiæ n‡q‡Q| Gi KviY Kx? (D”PZi `ÿZv) 

 K DbœZ KvMR Avwe®‹vi  IqvW© cÖ‡mmi Avwe®‹vi 

 M DbœZ Kw¤úDUvi Avwe®‹vi N DbœZ UvBc ivBUvi Avwe®‹vi 

17. webvg~‡j¨ e¨envi‡hvM¨ gy³ mdUIq¨vi †KvbwU? (D”PZi `ÿZv) 

 K †bvUc¨vW L †cBRm 

 M A¨vwcø· IqvW©  I‡cb Awdm ivBUvi 

18. IqvW© cÖ‡mmi g~jZ †Kvb KvRwU K‡i? (Abyaveb) 

 K IqvW© mvwP©s  IqvW© cÖ‡mwms 

 M IqvW© wµ‡qwUs N IqvW© †mwfs 

enyc`x mgvwßm~PK enywbe©vPwb cÖ‡kœvËi 

19. IqvW© cÖ‡mmi n‡jvÑ  [bIMuv wRjv ¯‹zj] 

 i. †jLv‡jwLi mdUIq¨vi 

 ii. A¨vwcø‡Kkb mdUIq¨vi 

 iii. wnmvewbKvk Kivi mdUIq¨vi 

 wb‡Pi †KvbwU mwVK? 

  i I ii  L i I iii M ii I iii  N i, ii I iii 

20. IqvW© cÖ‡mmi e¨envi K‡i wgRvb †h KvR¸‡jv Ki‡Z cvi‡eÑ (cÖ‡qvM) 

 i. †jLv‡jwL 

 ii. msiÿY 

 iii. GwWwUs 

 wb‡Pi †KvbwU mwVK? 

 K i I ii  L i I iii M ii I iii   i, ii I iii 

21. †jLv‡jwLi †ÿ‡Î UvBcivBUvi A‡cÿv IqvW© cÖ‡mmi e¨envi Kiv 

AwaK myweavRbK| KviY G‡ÿ‡ÎÑ (D”PZi `ÿZv) 

 i. †jLv GwWwUs Kiv hvq 

 ii. †jLv ¯’vqxfv‡e msiÿY Kiv hvq 

 iii. wK-†evW© †P‡c †jLv UvBc Ki‡Z nq bv 

 wb‡Pi †KvbwU mwVK? 

  i I ii  L i I iii M ii I iii  N i, ii I iii 

22. †jLv GwWwUs‡qi †ÿ‡Î IqvW© cÖ‡mm‡ii mv‡_ eo ai‡bi cv_©K¨ 

we`¨gvb− (D”PZi `ÿZv) 

 i. UvBcivBUv‡ii 

 ii. mvaviY †jLv‡jwLi 

 iii. I‡cb Awdm ivBUvi 

 wb‡Pi †KvbwU mwVK? 

  i I ii  L i I iii M ii I iii  N i, ii I iii 

23. UvBcivBUv‡i wKQz GKUv †jLvi ci hw` †Kv‡bv fzj aiv c‡o 

Zvn‡jÑ (Abyaveb) 

 i. fzjwU ï× Kiv hvq 

 ii. fzjwU ï× Kiv hvq bv 

 iii. KvRwU †Mvov †_‡K ïiæ Ki‡Z nq 

 wb‡Pi †KvbwU mwVK? 

 K i I ii   L i I iii  

  ii I iii   N i, ii I iii 

24. IqvW© cÖ‡mmi e¨envi K‡i Kw¤úDUv‡i †jL‡jwL Ki‡j gxiv †h 

myweav¸‡jv cv‡eÑ (cÖ‡qvM) 
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 i. †jLv wewfbœfv‡e mvRv‡Z cvi‡e 

 ii. †jLv ¯’vqxfv‡e msiÿY Ki‡Z cvi‡e 

 iii. †jLvq fzj n‡j `ªæZ ms‡kvab Ki‡Z cvi‡e 

 wb‡Pi †KvbwU mwVK? 

 K i I ii  L i I iii M ii I iii   i, ii I iii 

25. gvB‡µvmdU IqvW©Ñ (Abyaveb) 

 i. gvB‡µvmdU †Kv¤úvwbi ˆZwi 

 ii. GKwU A¨vwcø‡Kkb mdUIq¨vi 

 iii. webvg~‡j¨ msMÖn K‡i e¨envi Kiv hvq 

 wb‡Pi †KvbwU mwVK? 

  i I ii  L i I iii M ii I iii  N i, ii I iii 

26. †jLv‡jwL Kiv hvq Ñ (cÖ‡qvM) 

 i. gvB‡µvmdU Iqv‡W© 

 ii. gvB‡µvmdU G‡·‡j 

 iii. I‡cb Awdm ivBUv‡i 

 wb‡Pi †KvbwU mwVK? 

 K i I ii   i I iii M ii I iii  N i, ii I iii 

27. nv‡Z †jLv‡jwLi †hme mgm¨v IqvW© cÖ‡mmi `~i Ki‡Z mÿg 

n‡q‡QÑ  (D”PZi `ÿZv) 

 i. Amy›`i nv‡Zi †jLv 

 ii. †jLvq KvUvKvwU nIqv 

 iii. GKev‡i ¸wQ‡q wjL‡Z bv cviv 

 wb‡Pi †KvbwU mwVK? 

 K i I ii L i I iii M ii I iii   i, ii I iii 

28. wjLb Zvi evevi Kw¤úDUv‡i wb‡Ri †jLv GKUv KweZv UvBc Kij| 

GB KweZvwU †m `xN©w`b msiÿY Ki‡Z cvi‡eÑ (cÖ‡qvM) 

 i. wmwW‡Z 

 ii. †cbWªvB‡f 

 iii. nvW©wW¯‹ WªvB‡f 

 wb‡Pi †KvbwU mwVK? 

 K i I ii   L i I iii  

 M ii I iii    i, ii I iii 

29. nv‡Z †jLv KvMR msiÿY Kiv AmyweavRbK, KviYÑ (Abyaveb) 

 i. †jLv gy‡Q hvq 

 ii. †jLv bó n‡q hvq 

 iii. †jLv KvMR nvwi‡q hvq 

 wb‡Pi †KvbwU mwVK? 

 K i I ii   L i I iii  

  ii I iii   N i, ii I iii 

30. eZ©gv‡b mdUIq¨v‡ii me eo †Kv¤úvwbB IqvW© cÖ‡mmi ˆZwi 

Ki‡Q| KviY IqvW© cÖ‡mmi Ñ (D”PZi `ÿZv) 

 i. Lye RbwcÖq mdUIq¨vi 

 ii. mevi Rb¨ cÖ‡qvRbxq 

 iii. Kw¤úDUvi e¨env‡ii Rb¨ Acwinvh© 

 wb‡Pi †KvbwU mwVK? 

  i I ii  L i I iii M ii I iii  N i, ii I iii 

Awfbœ Z_¨wfwËK enywbe©vPwb cÖ‡kœvËi 

wb‡Pi Aby‡”Q`wU c‡o 31 I 32 bs cÖ‡kœi DËi `vI : 

wRqv cixÿvq fv‡jv b¤^i cvIqvi Rb¨ mKj wel‡q wb‡R †bvU ˆZwi K‡i 

c‡o| wKš‘ evsjv cixÿvi Av‡Mi w`b Zvi evsjv †bvUUv nvwi‡q hvIqvq †m 

evsjvq Kg b¤^i †cj| ZvB †m wVK Kij Zvi †bvU¸‡jv Kw¤úDUv‡i 

K‡¤úvR K‡i msiÿY Ki‡e|  

31. wRqvi Kv‡R †Kvb mdUIq¨viwU cÖ‡qvRb n‡e?  (cÖ‡qvM) 

 K IqvW© †gKvi L IqvW© Kv‡b±i 

  IqvW© cÖ‡mmi N IqvW© ivBUvi  

32. D³ mdUIq¨vi e¨envi Ki‡j wRqv †bvU ˆZwii †ÿ‡Î †hme 

AwZwi³ myweav cv‡eÑ  (D”PZi `ÿZv) 

 i. †h‡Kv‡bv fzj `ªæZ ms‡kvab Ki‡Z cvi‡e 

 ii. cÖ‡qvR‡b †bvU¸‡jv‡Z cwieZ©b Avb‡Z cvi‡e 

 iii. †bv‡Ui gvb hvPvB Ki‡Z cvi‡e 

 wb‡Pi †KvbwU mwVK? 

  i I ii  L i I iii 

 M ii I iii  N i, ii I iii 

wb‡Pi Aby‡”Q`wU c‡o 33 I 34 bs cÖ‡kœi DËi `vI : 

Avwidv‡`i ¯‹zj cÖwZeQi g¨vMvwRb †ei K‡i| g¨vMvwR‡b Qvcv‡bvi Rb¨ 

Avwidv Zvi Kw¤úDUv‡i GKUv my›`i KweZv wjLj| Zvici KweZvwU 

Kw¤úDUv‡i msiÿY K‡i ivLj| 

33. Avwidv Zvi KweZvwU †Kv_vq msiÿY K‡i‡Q?  (cÖ‡qvM) 

 K wmwW‡Z  nvW©WªvB‡f 

 M †cbWªvB‡f N B›Uvi‡b‡U 

34. D³ wWfvBmwU QvovI Avwidv Zvi KweZvwU `xN©w`b msiÿY Ki‡Z 

cvi‡eÑ  (D”PZi `ÿZv) 

 i. wmwW‡Z 

 ii. IGgAvi-G 

 iii. †cbWªvB‡f 

 wb‡Pi †KvbwU mwVK? 

 K i I ii   i I iii 

 M ii I iii  N i, ii I iii 

 cvV 2 : Z_¨ I †hvMv‡hvM cÖhyw³‡Z IqvW© cÖ‡mm‡ii 

¸iæZ¡  †evW© eB, c„ôv 50 I 51 

mvaviY enywbe©vPwb cÖ‡kœvËi 

35. fzj evbvb Lye mn‡R ï× Kiv hvqÑ (Abyaveb) 

 K †`qv‡j †jLvi †ÿ‡Î  

 L UvBcivBUv‡i †jLvi †ÿ‡Î 

  IqvW© cÖ‡mm‡i †jLvi †ÿ‡Î 

 N nv‡Z †jLvi †ÿ‡Î 

36. IqvW© cÖ‡mmi e¨envi K‡i g~jZ †Kvb KvRwU Kiv nq? (Abyaveb) 

 K Qwe AuvKv  †jLv‡jwL Kiv 

 M Mvb †kvbv N wnmvewbKvk Kiv 

37. †Kv‡bv wKQz IqvW© cÖ‡mm‡i UvBc Ki‡jÑ (Abyaveb) 

 K fzjÎæwU †ewk nq L AwaK mgq bó nq 

  Dc¯’vcb fv‡jv nq N eyS‡Z Amyweav nq 

enyc`x mgvwßm~PK enywbe©vPwb cÖ‡kœvËi 

38. IqvW© cÖ‡mmi w`‡qÑ (Abyaveb) 

 i. †jLv‡jwL Kiv hvq 

 ii. fzj evbvb ï× Kiv hvq 

 iii. cÖ‡qvR‡b Qwe mshy³ Kiv hvq 

 wb‡Pi †KvbwU mwVK? 

 K i I ii  L i I iii M ii I iii   i, ii I iii 

39. †jLv‡jwLi RM‡Z IqvW© cÖ‡mm‡ii ¸iæZ¡ e„w× cv‡”Q| Gi KviY 

n‡jv- (D”PZi `ÿZv) 

 i. IqvW© cÖ‡mmi w`‡q †jLv mn‡R cwieZ©b Kiv hvq 

 ii. IqvW© cÖ‡mmi w`‡q †jLv `xN©w`b msiÿY Kiv hvq 

 iii. IqvW© cÖ‡mmi w`‡q †jLvq †Kv‡bv fzj _v‡K bv 

 wb‡Pi †KvbwU mwVK? 

  i I ii  L i I iii M ii I iii  N i, ii I iii 

40. IqvW© cÖ‡mmi w`‡q †hme KvR Kiv hvq Ñ  (cÖ‡qvM) 

 i. †jLv cwieZ©b 

 ii. Qwe mshy³KiY 

 iii. evbvb ï×KiY 

 wb‡Pi †KvbwU mwVK? 

 K i I ii  L i I iii M ii I iii   i, ii I iii 
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Awfbœ Z_¨wfwËK enywbe©vPwb cÖ‡kœvËi 

wb‡Pi Aby‡”Q`wU c‡o 41 I 42bs cÖ‡kœi DËi `vI : 

†iLv I wkLv Zv‡`i ¯‹zj g¨vMvwR‡b Qvcv‡bvi Rb¨ `yBwU Mí wjLj| †iLv 

Zvi MíwU Kw¤úDUv‡i UvBc K‡i wcÖ›U K‡i Rgv w`j| wKš‘ wkLv Zvi 

MíwU nv‡Z wj‡L Rgv w`j| Zvi †jLvq A‡bK KvUvKvwU Ges evbvb fzj 

_vKvq Zvi MíwU ev` c‡o hvq| 

41.  †iLv Zvi MíwU wjL‡Z †KvbwUi mvnvh¨ wb‡q‡Q? (cÖ‡qvM) 

 K DBb¨v¤ú L cvIqvi wfwWI 

  IqvW© cÖ‡mmi N B›Uvi‡bU G·‡cøvivi 

42. wkLv hw` Zvi MíwU †jLvi †ÿ‡Î †iLvi e¨eüZ gva¨gwU e¨envi 

KiZ Zvn‡jÑ (D”PZi `ÿZv) 

 i. fzj evbvb ï× Kivi my‡hvM †cZ 

 ii. †jLvwU my›`ifv‡e Dc¯’vcb Ki‡Z cviZ 

 iii. †jLvwU ¯‹zj g¨vMvwR‡bi †miv †jLv n‡Zv 

 wb‡Pi †KvbwU mwVK? 

  i I ii  L i I iii M ii I iii  N i, ii I iii 

 cvV 3 †_‡K 28 : IqvW© cÖ‡mmi e¨envi K‡i bZzb 

dvBj †Lvjv I †jLv   †evW© eB, c„ôv 52-54 

mvaviY enywbe©vPwb cÖ‡kœvËi 

43. AvBKb A_© Kx? [ e¸ov K¨v›Ub‡g›U cvewjK ¯‹zj A¨vÛ K‡jR] 

 K †dvìvi L gvDm c‡q›Uvi 

  †QvU GKwU Qwe N GK ai‡bi Kjg 

44. Kw¤úDUvi I‡cb nevi ci Kw¤úDUv‡ii †W¯‹U‡c/gwbU‡i †h †QvU 

†QvU Qwe †`Lv hvq †m¸‡jv Kx? (Ávb) 

  AvBKb L †jLv M dvBj N †dvìvi 

45. †h‡Kv‡bv GKwU †jLv c‡o †evSvi †P‡qÑ (Abyaveb) 

  Qwe †evSv mnR L Qwe †evSv KwVb 

 M cÖkœ K‡i †evSv mnR N ï‡b †evSv mnR 

46. me IqvW© cÖ‡mmiÑ (Abyaveb) 

  †gvUvgywU GKB iKg L Kv‡Ri w`K w`‡q Awfbœ 

 M `v‡gi w`K w`‡q Awfbœ N webvg~‡j¨ msMÖn Kiv hvq 

47. Kw¤úDUvi e¨envi Ki‡Z †KvbwU †ewk cÖ‡qvRb? (D”PZi `ÿZv) 

  `ÿZv L wkÿv M Z_¨ N Ávb 

48. Kw¤úDUvi Pvjv‡Z n‡j cÖ_‡g Kx Ki‡Z n‡e? (Abyaveb) 

 K nvW©Iq¨vi Pvjy L mdUIq¨vi Pvjy 

 M cÖ‡mmi GKwUf  Kw¤úDUv‡ii cvIqvi Ab 

49. Kw¤úDUv‡ii cvIqvi Ab Kivi ci cÖ_gZ †K KvR Kiv ïiæ K‡i?(Ávb) 

 K e¨enviKvix  Acv‡iwUs wm‡÷g 

 M mdUIq¨vi N nvW©Iq¨vi 

50. Kw¤úDUvi w`‡q KvR Kivi mgq Avgiv hLb gvDm bvwo ZLb 

gwbU‡iii c`©vq GKwU wPý b‡o| G‡K Kx ejv nq? (D”PZi `ÿZv) 

 K File L Option  Cursor N Space Bar 

51. gvD‡mi mvnv‡h¨ †Kv‡bv AvBK‡bi Dci `yBevi wK¬K K‡i †Kv‡bv 

wKQz Pvjy Kiv‡K Kw¤úDUv‡ii fvlvq Kx e‡j? (Abyaveb) 

  I‡cb L †gby M Kvm©i N B›Uvi 

52. Kw¤úDUv‡ii †Kv‡bv †cÖvMÖvg Pvjy Kivi Rb¨ gvD‡mi †Kvb w`‡Ki 

evU‡b wK¬K Ki‡Z nq? [ev‡MinvU miKvwi evwjKv D”P we`¨vjq] 

 K Wvb  evg M Dci N wbP 

53. Kw¤úDUv‡ii †h‡Kv‡bv †cÖvMÖvg Pvjy Kivi Rb¨ †mB †cÖvMÖv‡gi 

AvBK‡bi Dci gvD‡mi Kvm©iwU †i‡L gvD‡mi evg w`‡Ki evUbwU 

Kqevi wK¬K Ki‡Z n‡e? (cÖ‡qvM) 

 K GK  `yB M wZb N Pvi 

54. †Kv‡bv †cÖvMÖvg Pvjy nIqv‡K Kw¤úDUv‡ii fvlvq Kx e‡j? (Ávb) 

 K Ab L Gw›U M ÷vU©  I‡cb 

55. gvB‡µvmdU IqvW© GKwUÑ (Abyaveb) 

 K nvW©Iq¨vi L Acv‡iwUs wm‡÷g 

  IqvW© cÖ‡mwms mdUIq¨vi N wnmvewbKv‡ki mdUIq¨vi 

56. eo nv‡Zi Aÿi †jLvi Rb¨ †Kvb wK Pvc‡Z nq?  

 [†fvjv miKvwi D”P we`¨vjq] 

  Shift L Control M Alt N Function 

57. Bs‡iwR‡Z †jLv‡jwL Kivi mgq Aÿi eo nv‡Zi ev †QvU nv‡Zi 

Ki‡Z PvB‡j wgbv‡K †Kvb wK e¨envi Ki‡Z n‡e? (cÖ‡qvM) 

 K Alt L Enter M Control  Shift 

58. Shift wK †P‡c a‡i †Kv‡bv wKQz wjL‡j ZvÑ (Abyaveb) 

  eo nv‡Zi Aÿ‡ii n‡e L †QvU nv‡Zi Aÿ‡ii n‡e 

 M BUvwjK Aÿ‡ii n‡e N †evì Aÿ‡ii n‡e  

59. IqvW© cÖ‡mm‡i hLb †jLv nq ZLb Kvm©iwU †Kv_vq _v‡K? (Ávb) 

 K †jLvi Dc‡i  †jLvi †k‡l 

 M †jLvi cÖ_‡g N †jvLvi evgcv‡k 

60. Cursor Gi c‡ii Ask †gvQvi Rb¨ †Kvb wK e¨envi Kiv nq?  (Ávb) 

 K Alt L Delete  Control N Backspace 

61. Cursor Gi Av‡Mi Ask †gvQvi Rb¨ †Kvb †evZvgwU Pvc‡Z nq? 

[ †fvjv miKvwi D”P we`¨vjq] 

  Backspace L Enter 

 M Delete N Space Bar 

62. KqwU welq Rvbv _vK‡j IqvW© cÖ‡mmi e¨envi K‡i mewKQz wj‡L 

†djv m¤¢e? (Ávb) 

 K wZb L Pvi  cuvP N Qq 

63. IqvW© cÖ‡mm‡ii †jLv‡jwL euvwP‡q ivLvi Rb¨ mdUIq¨viwUi †Kvb 

AckbwU e¨envi Kiv nq? (Ávb) 

  Save L Open M Exit N Format 

64. IqvW© cÖ‡mmi e¨envi Kivi wØZxq avc n‡jvÑ (Abyaveb) 

 K †jLv ï× Kiv L †jLv UvBc Kiv 

 M †jLv cwieZ©b Kiv  †jLv msiÿY Kiv 

65. GKUv kã †jLv †kl nIqvi ci GKUv Lvwj †¯úm †`Iqvi Rb¨ †Kvb 

wK Pvc‡Z n‡e? (Ávb) 

 K Enter  Space bar 

 M Control N Shift 

66. wK-†ev‡W©i †Kvb wKÕi e¨envi Qvov †Kv‡bv †jLv‡K A_©‡evaK Kiv 

Am¤¢e?  (D”PZi `ÿZv) 

 K Shift L Alt  

 M Delet  Space Bar 

67. GKwU c¨vivMÖvd †jLv †kl n‡j †Kvb evUb Pvc w`‡j bZzb c¨vivMÖvd 

†jLv ïiæ Kiv hv‡e? [ we †K wR wm miKvwi evwjKv D”P we`¨vjq, nweMÄ] 

 K Shift key L Alt 

  Enter N Space Bar 

68. File, Edit, View kã¸‡jv IqvW© cÖ‡mm‡i †Kv_vq _v‡K? (Ávb) 

  Dc‡ii w`‡K L wb‡Pi w`‡K 

 M cv‡ki w`‡K N ga¨Lv‡b 

69. †gby¸‡jv †hLv‡b mvRv‡bv _v‡K †mB ¯’vbwU‡K Kx ejv nq? (D”PZi ̀ ÿZv) 

 K UvB‡Ujevi  L †gBb †cBP  

  †gbyevi  N G‡Wªmevi 

70. IqvW© cÖ‡mm‡i †jLvi ci hv †jLv n‡q‡Q Zv Save Ki‡j Zv‡K 

e‡j? (Ávb) 

 K Folder  File M View N Edit 

71. cÖ‡Z¨KUv dvBj‡K GKUv Kx w`‡q Save Kiv nq? (Ávb) 

 K msL¨v  bvg M ZvwiL N wb‡`©kbv 

72. Kw¤úDUv‡ii fvlvq †jLv euvwP‡q ivLv‡K Kx ejv nq? (Ávb) 

 K Open Kiv   Save Kiv 

 M Edit Kiv N Bold Kiv 

73. File Kw¤úDUv‡ii †Kv_vq msiwÿZ _v‡K? 

 [bv‡Uvi miKvwi evwjKv D”P we`¨vjq] 

  nvW©WªvB‡f L i¨v‡g 
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 M i‡g N d¬vm †g‡gvwi‡Z 

74. File †gbyi †Kvb Option wK¬K Ki‡j IqvW© cÖ‡mmi eÜ n‡q 

hv‡e? (Ávb) 

 K Delete  M Save  

  Exit  N View 

75. IqvW© cÖ‡mmi e¨env‡ii Z…Zxq avc †KvbwU? (Abyaveb) 

 K IqvW© cÖ‡mmi Pvjy Kiv  

 L IqvW© cÖ‡mmi w`‡q †jLv‡jwL Kiv 

 M IqvW© cÖ‡mmi w`‡q †jLv msiÿY Kiv 

  msiwÿZ †jLv Ly‡j cybivq KvR Kiv 

76. †jLv‡jwL Kivi mgq †hUzKz †jLv n‡q‡Q †mUzKz‡K euvwP‡q ivL‡Z 

ivRb‡K Kx Ki‡Z n‡e? (cÖ‡qvM) 

  File G wM‡q Save G wK¬K Ki‡Z n‡e 

 L File G wM‡q Open G wK¬K Ki‡Z n‡e 

 M File G wM‡q New G wK¬K Ki‡Z n‡e 

 N File G wM‡q Closs G wK¬K Ki‡Z n‡e 

77. Kw¤úDUv‡i wKQz GKUv †jLvi mgq Save KgvÛ †`Iqvi Av‡MB 

we`y¨r P‡j †Mj Ges wKQzÿY ci Avevi G‡jv| G‡ÿ‡Î Kx NU‡Z 

cv‡i? (D”PZi `ÿZv) 

 K File Open K‡i Save KgvÛ w`‡j c‡ii †jLv wd‡i cvIqv hv‡e 

  †h‡nZz Save KgvÛ †`Iqv nqwb c‡ii †jLvUzKz wd‡i cvIqv 

hv‡e bv 

 M m¤ú~Y© File Gi †jLv gy‡Q hv‡e 

 N cy‡iv File wU wWwjU n‡q hv‡e 

78. msiwÿZ dvBj I‡cb Ki‡Z wb‡Pi †Kvb wb‡`©kbvwU AbymiY Ki‡Z 

n‡e? (cÖ‡qvM) 

 K File †gby Start msiwÿZ dvBj Open  

  File †gby Open msiwÿZ dvBj Open 

 M File †gby Save msiwÿZ dvBj Open 

 N File †gby Open msiwÿZ dvBj Start 

79. Open Ackb cvIqvi Rb¨ †Kvb †gby‡Z wK¬K Ki‡Z nq? (Ávb) 

 K Tool L View M Edit  File 

80. File †gbyi †Kvb Option wU wK¬K K‡i Avgiv Av‡Mi ˆZwi Kiv 

GKwU File Lyj‡Z cvwi? (Ávb) 

 K View   Open  

 M New  N Save 

81. Av‡Mi ˆZwi File Ly‡j †mUv‡K bZzb bv‡g Save Ki‡Z File 

†gbyi †Kvb Option wU‡K e¨envi Ki‡Z n‡e? (D”PZi `ÿZv) 

 K Open  L New  

 M Exit   Save as 

enyc`x mgvwßm~PK enywbe©vPwb cÖ‡kœvËi 

82. wk¶v_x©‡`i IqvW© cÖ‡mm‡ii e¨envi †kLv‡bv LyeB mnR| KviYÑ

 (D”PZi `ÿZv) 

 i. me IqvW© cÖ‡mmi †gvUvgywU GKB iKg 

 ii. Kw¤úDUvi e¨env‡i Zv‡`i `¶Zv Av‡Q 

 iii. IqvW© cÖ‡mmi e¨env‡i Zv‡`i `¶Zv Av‡Q 

 wb‡Pi †KvbwU mwVK? 

  i I ii  L i I iii M ii I iii  N i, ii I iii 

83. Kw¤úDUv‡ii cvIqvi Ab Kivi ci gwbU‡i A‡bK AvBKb dz‡U 

I‡V− (Abyaveb) 

 i. Kw¤úDUv‡ii mewKQy wVKVvK _vK‡j 

 ii. Kw¤úDUv‡ii IqvW© cÖ‡mmi Pvjy _vK‡j 

 iii.Kw¤úDUvi e¨envi Kivi Dc‡hvMx _vK‡j 

 wb‡Pi †KvbwU mwVK? 

 K i I ii   i I iii M ii I iii  N i, ii I iii 

84. †jLv‡jwL Kivi Rb¨ e¨envi Kiv hvq- (cÖ‡qvM) 

 i. gvB‡µvmdU IqvW© 

 ii. I‡cb Awdm ivBUvi 

 iii. gvB‡µvmdU G‡·j 

 wb‡Pi †KvbwU mwVK? 

  i I ii  L i I iii  

 M ii I iii  N i, ii I iii 

85. IqvW© cÖ‡mmi †jLv‡jwLi Rb¨ cÖ¯‘Z hLbÑ (D”PZi `¶Zv) 

 i. cy‡iv gwbU‡i GKUv mv`v KvM‡Ri g‡Zv c„ôv Lyj‡e 

 ii. GKUv †QvU Lvov jvBb R¡j‡Z wbf‡Z _vK‡e 

 iii.gwbU‡ii Dci †jLv DV‡e ‘write here’ 

 wb‡Pi †KvbwU mwVK? 

  i I ii  L i I iii  

 M ii I iii  N i, ii I iii 

86. IqvW© cÖ‡mm‡i †jLv‡jwL Kivi †¶‡Î †h welq¸‡jv Rvbv _vK‡j 

e¨enviKvixi myweav nqÑ (D”PZi `ÿZv) 

 i. gvD‡mi e¨envi 

 ii. wK-†ev‡W©i we‡kl K‡qKwU wK Gi e¨envi 

 iii. Kw¤úDUv‡ii wewfbœ nvW©Iq¨v‡ii MVbKvVv‡gv 

 wb‡Pi †KvbwU mwVK? 

  i I ii L i I iii M ii I iii N i, ii I iii 

87. IqvW© cÖ‡mmi e¨envi K‡i †jLv‡jwL Kivi mgqÑ (Abyaveb) 

 i. Shift Key Pvc‡j eo nv‡Zi A¶‡i †jLv nq 

 ii. Enter Key Pvc‡j bZzb c¨vivMÖvd †jLv ïi“ nq 

 iii. Delete Key Pvc‡j Cursor Gi c‡ii Ask gy‡Q hv‡e 

 wb‡Pi †KvbwU mwVK? 

 K i I ii  L i I iii  

 M ii I iii   i, ii I iii 

88. †jLvi AcÖ‡qvRbxq Ask gy‡Q †dj‡Z †h wK ¸‡jv e¨envi Ki‡Z 

nqÑ [e¸ov miKvwi evwjKv D”P we`¨vj] 

 i. Enter 

 ii. Delet 

 iii. Backspace 

 wb‡Pi †KvbwU mwVK? 

 K i I ii L i I iii  ii I iii N i, ii I iii 

89. IqvW© cÖ‡mmi Pvjy Ki‡j gwbU‡ii c`©vq †h mv`v c„ôvwU †`Lv hv‡e 

Zvi Dc‡ii w`‡K ZvKv‡j †hme kã †`L‡Z cv‡e- (cÖ‡qvM) 

 i. File ii. Edit 

 iii. View 

 wb‡Pi †KvbwU mwVK? 

 K i I ii L i I iii M ii I iii  i, ii I iii 

90. wK-†ev‡W©i †h wKÕ̧ ‡jv e¨envi K‡i IqvW© cÖ‡mm‡i KvR Kiv nqÑ (Abyaveb) 

 i. Start 
 ii. Delete 

 iii. Control 

 wb‡Pi †KvbwU mwVK? 

 K i I ii L i I iii  ii I iii N i, ii I iii 

91. IqvW© cÖ‡mmi †cÖvMÖvgwU Pvjy Ki‡Z gvwnÑ (cÖ‡qvM) 

 i. Cursor IqvW© cÖ‡mm‡ii AvBK‡bi Dci ivL‡e 

 ii. gvD‡mi evg evUbwU `yBevi wK¬K Ki‡e 

 iii. gvD‡mi Wvb evUbwU GKevi wK¬K Ki‡e 

 wb‡Pi †KvbwU mwVK? 

  i I ii  L i I iii  

 M ii I iii  N i, ii I iii 

92. IqvW© cÖ‡mmi eÜ Kivi Rb¨ †h KvR¸‡jv Ki‡Z n‡e Ñ (cÖ‡qvM) 

 i. File †gby‡Z †h‡Z n‡e 

 ii. Edit †gby‡Z †h‡Z n‡e 

 iii. Exit option G Click Ki‡Z n‡e 

 wb‡Pi †KvbwU mwVK? 

 K i I ii  i I iii M ii I iii N i, ii I iii 

93. File †gby‡Z _v‡K Ñ (Abyaveb) 



lô †kÖwY : Z_¨ I †hvMv‡hvM cÖhyw³  6 

 i. Save option 
 ii. Open option 

 iii. Font option 

 wb‡Pi †KvbwU mwVK? 

  i I ii L i I iii M ii I iii N i, ii I iii 

94. IqvW© cÖ‡mmi e¨envi K‡i KvR Kivi mgq ïi“ †_‡K †kl ch©šÍ 

cÖv_wgKfv‡e †h avc¸‡jv cvi n‡Z nq − (Abyaveb) 

 i. bZzb WKz‡g›U †Lvjv 

 ii. WKz‡g›U †mf Kiv 

 iii. IqvW© cÖ‡mmi Bb÷j Kiv 

 wb‡Pi †KvbwU mwVK? 

  i I ii L i I iii M ii I iii N i, ii I iii 

Awfbœ Z_¨wfwËK enywbe©vPwb cÖ‡kœvËi 

wb‡Pi Aby‡”Q`wU c‡o 95 I 96bs cÖ‡kœi DËi `vI : 

Z_¨ I †hvMv‡hvM cÖhyw³i e¨envwiK K¬v‡m BKevj m¨vi QvÎQvÎx‡`i 

Kw¤úDUv‡i wb‡Ri bvg, †kªwY, †ivj, wVKvbv Ges we`¨vjq m¤ú‡K© K‡qKwU 

jvBb K‡¤úvR Ki‡Z ej‡jb| iwb Zvi wVKvbv wjL‡Z wM‡q cÖ_‡g fyj K‡i 

†djj wKš‘ c‡i mv‡_ mv‡_ wVK K‡i wbj| 

95. m¨v‡ii wb‡`©wkZ KvRwU Ki‡Z wk¶v_x©iv †Kvb mdUIq¨viwU 

e¨envi K‡i‡Q?  (cÖ‡qvM) 

 K DBb¨v¤ú L cvIqvi wfwWI 

  IqvW© cÖ‡mmi N B›Uvi‡bU G·‡c­qvi 

96. iwb Zvi fyj wVKvbvwU ï× K‡i †jLvi †¶‡Î †hme wK e¨envi K‡i 

_vK‡Z cv‡iÑ (D”PZi `ÿZv) 

 i. Delete 

 ii. Control 
 iii. Backspace 

 wb‡Pi †KvbwU mwVK? 

 K i I ii  i I iii M ii I iii N i, ii I iii 

wb‡Pi Aby‡”Q`wU c‡o 97 I 98bs cÖ‡kœi DËi `vI : 

ûgvqyb iv‡Z cov‡kvbv †kl K‡i Zvi Kw¤úDUv‡i IqvW© cÖ‡mmi †cÖvMÖvgwU Pvjy 

Kij Ges wKQy †jLv‡jwL Kij| 

97. †cÖvMÖvgwU Pvjy Ki‡Z ûgvqyb‡K gvD‡mi Wvb evU‡b Kqevi wK¬K 

Ki‡Z n‡q‡Q? (cÖ‡qvM) 

 K GK  `yB 

 M wZb N Pvi 

98. †cÖvMÖvgwU Kv‡Ri Rb¨ cÖ¯‘Z n‡j ûgvqyb †hfv‡e eyS‡Z cvi‡eÑ 

(D”PZi `¶Zv) 

 i. gwbU‡i GKUv mv`v c„ôv †`L‡Z cv‡e 

 ii. gwbU‡ii c„ôvq GKUv jvBb R¡j‡Z-wbf‡Z _vK‡e 

 iii. gwbU‡ii c`©vq ‘I am ready’ †jLvwU †`L‡Z cv‡e 

 wb‡Pi †KvbwU mwVK? 

  i I ii L i I iii M ii I iii N i, ii I iii 

 

mswÿß DËi cÖ‡kœvËi  
  gv÷vi †UªBbvi cÖYxZ cÖ‡kœvËi 

cÖkœ- 1  IqvW© cÖ‡mmi Kx? IqvW© cÖ‡mmi e¨env‡ii myweav̧ ‡jv †jL| 

DËi : †h mdUIq¨vi IqvW© cÖ‡mm K‡i †mUvB n‡”Q IqvW© cÖ‡mmi| 

GwU mevi Rb¨ cÖ‡qvRbxq Avi Lye RbwcÖq GKUv A¨vwc­‡Kkb 

mdUIq¨vi| 

IqvW© cÖ‡mmi e¨env‡ii myweav : IqvW© cÖ‡mmi g~jZ e¨envi Kiv nq 

†jLv‡jwLi Kv‡R| wb‡P IqvW© cÖ‡mmi e¨env‡ii myweav̧ ‡jv n‡jv :  

1.  wbf©yjfv‡e †jLv‡jwLi KvR Kiv hvq, fyj n‡j mv‡_ mv‡_ 

ms‡kva‡bi my‡hvM cvIqv hvq| 

2.  †jLv‡K bvbvfv‡e Dc¯’vcb Kiv hvq| †hgb : †jLvi AvKvi 

†QvU eo Kiv, iwOb Kiv, e· AvKv‡i Dc¯’vcb Kiv| 

3.  †jLvi mv‡_ mswk­ó MÖvd, Qwe, †Uwej, PvU© BZ¨vw` mshy³ K‡i 

†jLv‡K AviI AvKl©Yxq Kiv hvq| 

4.  wewfbœ gva¨g e¨envi K‡i †jLv‡K `xN©w`b msi¶Y Kiv hvq| 

5.  GKevi †jLv n‡q †M‡j Zv cÖ‡qvR‡b hZevi B‡”Q wcÖ›U †bIqv 

hvq| †jLvi KvRwU evievi Ki‡Z nq|  

cÖkœ- 2  IqvW© cÖ‡mm‡i †Kvb welq¸‡jv Rvbv _vK‡j mewKQz wj‡L 

†djv m¤¢e?  [wK‡kvix †gvnb D”P we`¨vq, wm‡jU] 

DËi : †hmKj welq Rvbv _vK‡j IqvW© cÖ‡mm‡i mewKQz wj‡L †djv 

m¤¢e †m¸‡jv wbgœiƒc : 

i.  Shift Key †P‡c a‡i wjL‡j eo nv‡Zi Aÿ‡i †jLv n‡e, bv 

nq †QvU nv‡Z| 

ii.  GKUv kã †jLv †kl nIqvi ci Space Bar †P‡c w`‡j GKUv 

Lvwj Space †jLv n‡e| 

iii.  GKUv cy‡iv c¨vivMÖvd †jLv †kl n‡j Enter evUb Pvc w`‡j 

bZzb c¨vivMÖvd ïiæ n‡e| 

iv.  hLb †jLv nq ZLb Cursor wU †jLvi †k‡l _v‡K- gvDm 

bwo‡q Ab¨ RvqMvq wb‡q †M‡j Cursor wUI †mLv‡b hvq, 

gvDmwU‡Z wK¬K Kiv n‡j †mLvb †_‡K †jLv ïiæ n‡e| 

v.  Delete †evZvgwU Pvc w`‡j Cursor-Gi c‡ii Ask †gvQv 

hv‡e| Backspace †evZv‡g Pvc w`‡j Cursor-Gi Av‡Mi 

Ask †gvQv hv‡e| 

Dc‡ii cuvPwU welq Rvbv _vK‡j IqvW© cÖ‡mmi e¨envi K‡i mewKQz 

wj‡L †djv m¤¢e| 

cÖkœ-3  UvBcivBUv‡ii †P‡q IqvW© cÖ‡mmi e¨envi Kiv myweavRbK 

†Kb?  [ivRevox miKvwi D”P we`¨vjq] 

DËi : UvBcivBUvi n‡”Q GKwU hš¿ hv Øviv KvM‡Ri Dci †jLv 

UvBc Kiv hvq| Avi IqvW© cÖ‡mmi n‡”Q Kw¤úDUv‡i †jLv‡jwLi 

Kv‡R eûj e¨eüZ GKwU A¨vwc­‡Kkb mdUIq¨vi| †jLv‡jwLi †¶‡Î 

UvBcivBUv‡ii †P‡q IqvW© cÖ‡mmi e¨envi Kiv AwaK myweavRbK| 

KviY IqvW© cÖ‡mm‡i †jLv GwWwUs ev cwieZ©b Kiv hvq| 

UvBcivBUv‡i wKQy †jLvi ci hw` Zv‡Z †Kv‡bv fyj aiv c‡o Zvn‡j 

Zv †Kv‡bvfv‡e ï× Kiv hvq bv| cy‡iv †jLvUv Avevi †Mvov †_‡K 

UvBc Ki‡Z nq| wKš‘ IqvW© cÖ‡mm‡i fyj ï× Kivi g‡Zv mnR 

KvR Avi †bB| ïay fyj ï× Kiv bq IqvW© cÖ‡mm‡i †jLvi †h 

†Kv‡bv Ask cwieZ©b Kiv hvq, cyivZb Ask ev` †`Iqv hvq, bZzb 

Ask †hvM Kiv hvq| Gme myweavi Kvi‡YB IqvW© cÖ‡mmi 

UvBcivBUv‡ii ¯’vbwU Aí mg‡qi g‡a¨B `Lj K‡i wb‡Z †c‡i‡Q| 

cÖkœ- 4  IqvW© cÖ‡mmi Kxfv‡e Pvjy Ki‡Z nq?  

DËi : IqvW© cÖ‡mmi Pvjy Kivi Rb¨ cÖ_‡g Kw¤úDUv‡ii cvIqvi Ab 

Ki‡Z nq| Kw¤úDUv‡ii wewfbœ hš¿cvwZ‡Z hw` wVKg‡Zv we ỳ¨r 

ms‡hvM †`Iqv _v‡K, Zvn‡j cvIqvi Ab Kivi mv‡_ mv‡_ Acv‡iwUs 

wm‡÷g Zvi KvR ïi“ K‡i †`q| mewKQy cix¶v K‡i hw` †`Lv hvq 

mewKQy wVKVvK Av‡Q Ges Kw¤úDUvi e¨envi Kivi g‡Zv Ae¯’vq 

Av‡Q, Zvn‡j gwbU‡ii c ©̀vq wewfbœ †cÖvMÖv‡gi AvBKb dz‡U I‡V| 

†mme AvBKb †_‡K IqvW© cÖ‡mm‡ii AvBKbwU Lyu‡R wb‡q Zvi Dci 

gvDm c‡q›Uvi emv‡Z nq| ZLb gvDm IqvW© cÖ‡mm‡ii AvBKbwU 

GKUz Ab¨iKg n‡q hvq| G Ae¯’vq gvD‡mi evg evUbwU ỳBevi 

wK¬K Ki‡j IqvW© cÖ‡mmiwU Pvjy n‡q hvq| IqvW© cÖ‡mmi GLb 

†jLv‡jwLi Kv‡Ri Rb¨ cÖ¯‘Z- GUv †evSv‡Z gwbU‡ii cy‡iv c ©̀vq 
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GKUv mv`v c„ôv cÖ`wk©Z nq Ges Zvi ïi“‡Z GKUv †QvU Lvov jvBb 

R¡j‡Z-wbf‡Z _v‡K|  

cÖkœ- 5  IqvW© cÖ‡mmi Kx? mvaviY †jLv‡jwLi mv‡_ IqvW© 

cÖ‡mm‡ii Zzjbvg~jK Av‡jvPbv Ki|  [†ZRMuvI miKvwi D”P we`¨vjq, XvKv] 

DËi : †h mdUIq v̈i IqvW© cÖ‡mm K‡i †mUvB n‡”Q IqvW© cÖ‡mmi| GwU 

mevi Rb  ̈cÖ‡qvRbxq Avi Lye RbwcÖq GKwU A v̈wc­‡Kkb mdUIq v̈i| 

mvaviY †jLv‡jwLi mv‡_ IqvW© cÖ‡mm‡ii Zzjbvg~jK Av‡jvPbv : 

IqvW© cÖ‡mmi †jLv‡jwLi Kv‡Ri Rb¨ ˆZwi Ges e¨envi Kiv n‡jI 

mvaviY †jLv‡jwLi mv‡_ Gi wKQy cv_©K¨ Av‡Q| †m¸‡jv wb‡P 

Av‡jvPbv Kiv n‡jv : 

1.  mvaviY †jLv‡jwL‡Z †Kv_vI †Kv‡bv fyj n‡j cybivq cy‡ivUv 

wjL‡Z nq wKš‘ IqvW© cÖ‡mm‡i Lye mn‡R fyj AskUzKz ï× 

K‡i †bqv hvq|  

2. nv‡Z †jLv KvMR `xN©w`b msi¶Y Kiv hvq bv| wKš‘ 

IqvW© cÖ‡mm‡i †jLv‡jwL Kivi ci Zv GKUv dvBj wn‡m‡e 

nvW©WªvBf, †cbWªvBf, wmwW BZ¨vw`‡Z `xN©w`b msi¶Y 

Kiv hvq|  

cÖkœ- 6  IqvW© cÖ‡mm‡i Kxfv‡e †jLv‡K euvwP‡q ivLv hvq? e¨vL¨v Ki| 

DËi : mvaviY †jLv‡jwLi mv‡_ IqvW© cÖ‡mm‡i GKUv eo cv_©K¨ 

n‡”Q msi¶Y| A_©vr IqvW© cÖ‡mm‡i †Kv‡bv wKQy †jLv n‡j †mB 

†jLvUv‡K `xN©w`b msi¶Y Kiv ev euvwP‡q ivLv hvq| Avi cÖvq me 

IqvW© cÖ‡mm‡iB †jLv‡jwL euvwP‡q ivLvi wbqg GKB iKg| Avgiv 

hw` IqvW© cÖ‡mm‡ii mv`v c„ôvi Dc‡ii w`‡K ZvKvB Zvn‡j File, 

Edit, View GB kã¸‡jv †`L‡Z cve| gvDmwU File-G wb‡q wK¬K 

Ki‡j GKUv †gby Ly‡j hv‡e| †mLv‡b A‡bK kã _vK‡e| Zv‡`i 

ga¨ †_‡K Save kãwU †e‡Q wb‡q wK¬K Ki‡j IqvW© cÖ‡mmi Zvi 

mv`v c„ôvq hv wKQy †jLv Av‡Q Zv Save Ki‡Z ïi“ Ki‡e| hLb 

†Kv‡bv †jLv Save Kiv nq Zv‡K File e‡j| File †h‡Kv‡bv GKUv 

bvg w`‡q Save Ki‡Z nq| IqvW© cÖ‡mmi †jLv Save Kivi KvRwU 

†kl Kivi Rb¨ GKUv bvg PvB‡e| File Gi bvg UvBc K‡i Ok 

†jLvq wK¬K Ki‡j dvBjwU Kw¤úDUv‡ii nvW©wW¯‹ WªvB‡f Save n‡q 

hv‡e| 

cÖkœ- 7  Z_¨ I †hvMv‡hvM cÖhyw³‡Z IqvW© cÖ‡mwms Gi ¸i“Z¡ †jL| 

DËi : Z_¨ I †hvMv‡hvM cÖhyw³‡Z IqvW© cÖ‡mwms Gi ¸i“Z¡ 

Acwimxg| †Kbbv Z_¨ I †hvMv‡hvM cÖhyw³i cÖavb hš¿cvwZ¸‡jv‡Z 

GLb IqvW© cÖ‡mmi e¨envi K‡i IqvW© cÖ‡mwms KvR Kiv n‡”Q| 

wb‡P IqvW© cÖ‡mwms Gi ¸i“Z¡ e¨vL¨v Kiv n‡jv :  

1. †jLv‡jwL, wi‡cvwU©s, M‡elYvcÎ cÖf„wZ‡Z IqvW© cÖ‡mwms 

¸iæZ¡c~Y©|  

2.  Z_¨ I †hvMv‡hvM cÖhyw³i weKv‡k mnvqK eBcÎ, g¨vMvwRb 

cÖf„wZ cÖKv‡k IqvW© cÖ‡mwms Gi weKí †bB| 

3.  IqvW© cÖ‡mwms gvby‡li †jLv‡jwL I Dc¯’vcbv msµvšÍ mgq 

euvwP‡q w`‡”Q| d‡j gvbyl Ab¨ †¶Î¸‡jv‡Z †ewk mgq w`‡Z 

cvi‡Q| 

4.  B-†gBj, B›Uvi‡bU e¨envi K‡i Z_¨ Av`vbcÖ`vb, 

gvwëwgwWqvi gva¨‡g Z_¨ Dc¯’vcb cÖf„wZ †¶‡ÎI IqvW© 

cÖ‡mwms e¨eüZ n‡”Q|  

5.  Z_¨‡K wWwRUvj Dcv‡q Dc¯’vcb I msi¶‡Yi Kv‡R IqvW© 

cÖ‡mwms Gi Ae`vb A‡bK|  

cÖkœ- 8  †jLv‡jwLi mv‡_ IqvW© cÖ‡mm‡ii wØZxq eo cv_©K¨ 

†KvbwU? e¨vL¨v Ki| 

DËi : †jLv‡jwLi mv‡_ IqvW© cÖ‡mm‡ii wØZxq eo cv_©K¨wU n‡”Q 

msi¶Y| nv‡Z †jLv KvMR msi¶Y Kiv †ek KwVb KvR| KviY 

†jLv KvMRwU †Kv_vq ivLv n‡q‡Q Zv A‡bK mgq g‡b _v‡K bv| 

d‡j `iKv‡ii mgq Lyu‡R cvIqv hvq bv| Avevi Lyu‡R cvIqv †M‡jI 

nq‡Zv †`Lv hvq DB‡cvKv †L‡q †d‡j‡Q| IqvW© cÖ‡mm‡i G¸‡jvi 

†Kv‡bv fq †bB| KviY IqvW© cÖ‡mm‡i †jLv‡jwL Kivi ci Zv GKUv 

dvBj wn‡m‡e nvW©WªvB‡f †i‡L †`Iqv hvq| `iKvi n‡j †cb WªvB‡f 

ev wmwW‡Z Kwc K‡i ivLv hvq| AviI †ewk mveavbZv Aej¤^b 

Ki‡Z PvB‡j Ab¨ Kv‡iv Kw¤úDUv‡i euvwP‡q ivLv hvq| ZvB IqvW© 

cÖ‡mm‡i †jLv gy‡Q hvIqv, bó n‡q hvIqv ev nvwi‡q hvIqvi †Kv‡bv 

fq †bB| GLv‡b ¯’vqxfv‡e †MvcbxqZv i¶v K‡i †h‡Kv‡bv †jLv 

`xN©w`b msi¶Y Kiv m¤¢e|  

cÖkœ- 9  AvBKb A_© Kx? wk¶v_x©‡`i †Kb mn‡R IqvW© cÖ‡mm‡ii 

e¨envi †kLv‡bv hvq?  [gqgbwmsn wRjv ¯‹zj] 

DËi : AvBKb A_© n‡”Q †QvU GKUv Qwe| 

IqvW© cÖ‡mmi n‡”Q †jLv‡jwLi Kv‡Ri Rb¨ e¨eüZ GKwU 

A¨vwc­‡Kkb mdUIq¨vi| wk¶v_x©‡`i GB mdUIq¨viwUi e¨envi Lye 

mn‡R †kLv‡bv hvq| KviY : 

1.  me IqvW© cÖ‡mmiB †gvUvgywU GKB iKg| 

2.  Aí eqwm wk¶v_x©‡`i Kw¤úDUv‡ii e¨envi m¤ú‡K© wewPÎ 

`¶Zv _v‡K| ZvB eoiv †h welq¸‡jv eyS‡Z cv‡i bv ev †h 

KvR¸‡jv Ki‡Z cv‡i bv ¯‹zjMvgx †Q‡j‡g‡qiv †m¸‡jv PU K‡i 

a‡i †d‡j| 

cÖkœ- 10  gvB‡µvmdU IqvW© Kx? IqvW© cÖ‡mmi bvgwUi h_v_©Zv 

eywS‡q †jL| 

DËi : gvB‡µvmdU IqvW© n‡”Q †jLv‡jwLi Kv‡Ri Rb¨ gvB‡µvmdU 

†Kv¤úvwbi ˆZwi GKwU A¨vwc­‡Kkb mdUIq¨vi| 

IqvW© cÖ‡mmi bvgwUi h_v_©Zv : IqvW© cÖ‡mmi kãwU G‡m‡Q IqvW© 

cÖ‡mwms †_‡K| †jLv‡jwLi Kv‡R kã ev IqvW© wjL‡Z nq, my›`i 

K‡i wjL‡Z n‡j kã¸‡jv mvRv‡Z †MvQv‡Z nq, hv GK ai‡bi 

cÖwµqv| Bs‡iwR‡Z cÖ‡mwms ỳwU wg‡j nq IqvW© cÖ‡mwms| Avi †h 

mdUIq¨vi IqvW© cÖ‡mwms K‡i †mUv n‡”Q IqvW© cÖ‡mmi|  
 


