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eBwU m¤ú‡K© wKQz K_v 
 
wK ai‡bi eB GwU? 
m¤§vwbZ cvVK, Avcbviv †R‡b Lywk n‡eb Kw¤úDUvi wkÿvq wkwÿZ nIqvi †ÿ‡Î GK A‡_© 
GwU GKwU wjwLZ `wjj ev mdjZvi mb` n‡Z cv‡i, hv AvBwU †m±‡i K¨vwiqvi Mo‡Z 
mnvqK f~wgKv cvjb Ki‡e| G‡Z Avcwb Ggb im` Luy‡R cv‡eb, hv Avcbvi Kg©Rxeb‡K 
mvdj¨gwÐZ Ki‡Z mvnvh¨ Ki‡e| wØZxq A‡_© GwU‡K Avcwb Kg©gyLx mgvR Movi PjšÍ †Uªb 
ej‡Z cv‡ib| hvi wbwðZ MšÍe¨ mdjZvi w`‡K Avcbv‡K GwM‡q wb‡q hvIqv| Avcbviv 
wbðqB AeMZ Av‡Qb; evsjv‡`‡ki idZvwb‡Z ˆe‡`wkK gy ª̀v AR©‡bi †ÿ‡Î me‡P‡q eo 
LvZ n‡”Q Mv‡g©›Um| Gi‡P‡qI A‡bK †ewk m¤¢vebv Av‡Q AvBwU †m±‡i, hw` Avgiv 
Avgv‡`i hyemgvR‡K mwVKfv‡e cÖwkÿY w`‡q G †m±‡i Kv‡R jvMv‡Z cvwi| †mRb¨ `iKvi 
hy‡Mvc‡hvMx Z_¨cÖhyw³i fv‡jvgv‡bi eB I wb‡`©kbv| GB eBwU Avcbvi †mB Pvwn`v 
†gUv‡Z cvi‡e e‡j Avgvi `„p wek¦vm| 
 
Kxfv‡e eBwU co‡eb? 
eBwU covi ïiæ‡ZB hv wKQz cÖ‡qvRb : 
1. GKwU Kw¤úDUvi  
2. GKwU LvZv/Wvqwi 
2. GKwU Kjg 
3. GKwU nvBjvBUvi 
 
eBwU Abykxj‡bi ïiæ‡ZB Kw¤úDUv‡ii mvg‡b emyb| Gevi eB‡q ewY©Z wb‡ ©̀kbv Abyhvqx 
cÖ‡Z¨KwU Aa¨vq g‡bv‡hvM mnKv‡i Kw¤úDUv‡i cÖ¨vKwUm Kiæb| †Kv‡bv wKQz eyS‡Z Amyweav 
n‡j wPÎ †`Lyb| eBwU Abykxjb Ki‡Z wM‡q hw` Abyaveb K‡ib eBwUi †Kv‡bv c¨viv ev 
jvBb A_ev cÖ¨vKwU‡Kj Aby‡”Q` eyS‡Z mgm¨v n‡”Q, mv‡_ mv‡_ nvBjvBUvi w`‡q eB‡q 
mgm¨vi RvqMvwU wPwýZ Kiæb I cv‡k ivLv LvZvq Kjg w`‡q wj‡L †djyb Ges eB‡qi 
m‡½ mieivnK…Z wmwW I‡cb K‡i wfwWI wUDUwiqvj¸‡jv †`‡L cybivq cÖ¨KwUm Kivi †Póv 
Kiæb| †`L‡eb Av‡Mi mgm¨v¸‡jv A‡bKvs‡k mgvavb n‡q †M‡Q| ZviciI hw` †Kv‡bv 
mgm¨v _v‡K †m¸‡jv wb‡q Kv‡Qi †Kv‡bv eÜz-mnKg©x wKsev mncvVx‡`i m‡½ Av‡jvPbv 
Kiæb| Avcwb wbwðZ _vKzb Avcbvi AvBwU K¨vwiqvi mdjZvi w`‡K GwM‡q hv‡”Q| 
 
Kvh©cwiKíbv Qvov Avcwb †Kv‡bv Kv‡RB cwic~Y© mdj n‡Z cvi‡eb bv| ZvB Avcwb hw` 
mdj n‡Z Pvb Zvn‡j wbw`©ó GKwU mg‡qi g‡a¨ eBwU cov †kl Ki‡Z n‡e| Avcwb hw` 



 

Rxe‡b KLbI Kg©cwiKíbv bv K‡i _v‡Kb, Zvn‡j GB eBwU Abykxj‡bi gva¨‡gB Avcbvi 
cÖ_g Kg©cwiKíbv ïiæ Kiæb| 
Kg©cwiKíbv 
K) KZ w`‡bi g‡a¨ Avcwb eBwU Abykxjb †kl Ki‡Z Pvb? 
L) eBwU c‡o Avcwb KZUzKz mdjZv AR©b Ki‡Z Pvb? 
M) Gevi Avcwb mvdj¨ AR©‡bi mgqm~wP wVK Kiæb A_©vr KLb Avcwb mdj n‡Z Pvb? 
 
jÿ¨ AR©‡bi GB wZbwU aviv hw` Avcwb mdjfv‡e ev¯Íevqb Ki‡Z cv‡ib, eBwU covi 
†k‡l Avcwb wb‡R‡K Lyu‡R cv‡eb AvBwU †m±‡ii mdj gvbyl‡`i gv‡S| Avcbvi eBwU 
covi ïiæ †_‡K †kl ch©šÍ †bvULvZv ev WvqwiwU n‡e Avcbvi Rxe‡bi mdjZvi `wjj ev 
mb`| GB c„w_ex‡Z †ewkifvM gvbyl AK…ZKvh© nq, Kg †gav ev Kg eyw×i Rb¨ bq eis 
K‡Vvi cwikÖg, D”PvKv•ÿv I mwVK cwiKíbvi Afv‡e| 

eZ©gvb we‡k¦i m‡½ Zvj †gjv‡Z Z_¨cÖhyw³i m‡½ wb‡R‡K gvwb‡q †bIqvUv cÖ‡Z¨KwU 
m‡PZb gvby‡li KvR| Kw¤úDUvi e¨enviKvix‡`i †ÿ‡ÎI wVK ZvB| KviY cÖwZwbqZ 
cÖhyw³ Avc‡MÖW n‡”Q| †hgb : AvR †_‡K Qq gvm Av‡M †h †cÖvMÖvg e¨envi Kiv n‡q‡Q, 
eZ©gv‡b Zv e¨vK‡W‡UU n‡q †M‡Q| myZivs we‡k¦i m‡½ Zvj †gjv‡Z cÖhyw³i m‡½ wb‡R‡KI 
Avc‡MÖW Ki‡Z n‡e| 
 
gvB‡µvmd&U Awdm Ggb GKwU †cÖvMÖvg, hvi e¨envi Avgv‡`i ˆ`bw›`b Rxe‡b me©ÎB 
cÖ‡qvRb| eZ©gv‡b Gi evB‡i †Kv‡bv wKQz wPšÍv KivB KwVb| GwU ˆZwi K‡i  gvB‡µvmd&U 
K‡c©v‡ikb| †W¯‹U‡c cÖKvkbv Dc‡hvMx Kvh©µg m¤úv`‡bi Rb¨ gvB‡µvmd&U IqvW© 
†cÖvMÖvgwU Kw¤úDUvi e¨enviKvix‡`i Kv‡Q AZ¨šÍ RbwcÖq n‡q D‡V‡Q| GQvov Awdwmqvj 
KvR, wPwVcÎ, `wjj-`¯Ív‡eR cÖKvkbv msµvšÍ hveZxq Kv‡Ri Rb¨ gvB‡µvmd&U Awdm 
e¨vcK RbwcÖq| 
 
gvB‡µvmd&U Awd‡mi Ab¨ fvm©b¸‡jvi Zzjbvq Awdm 2007 MÖvwdK¨vj B›Uvi‡dmwfwËK| 
G †cÖvMÖv‡g my „̀k¨ wdPvi I DBRvW©mg~n e¨envi K‡i mn‡RB cQ›`g‡Zv Kvh©vejx m¤úv`b 
Kiv hvq| 
  



 
 
 

 
DrmM© 

 
hvi Rb¨ GB c„w_ex‡Z †eu‡P AvwQ 

 †mB cÖvYwcÖq  
AvivdvZ †nv‡mb ivnvZ‡K 

  



 

 
 

 
 

K…ZÁZv 
K…ZÁZv Ávc‡b Avgvi gv I evev, hv‡`i gva¨‡g GB my›`i c„w_exi Av‡jv †`Lvi my‡hvM 

n‡q‡Q| Rvnv½xi miKvi I Avgvi me ïfvKv•ÿx Ges wcÖqR‡bi cÖwZ| 
 
  



†jL‡Ki K_v 
Ggb GKUv mgq wQj hLb gvbyl Kw¤úDUvi e‡j wKQz GKUv Avm‡Z cv‡i Zv wPšÍvI Ki‡Z 
cviZ bv| wKš‘ eZ©gvb mg‡q G‡m Kw¤úDUvi KLbI wQj bv GUv fvevUvB Awek¦vm¨ g‡b 
nq| KviY eZ©gvb we‡k¦ Kw¤úDUv‡ii weKí †bB| me‡ÿ‡ÎB Kw¤úDUv‡ii e¨envi 
jÿYxq| N‡ii KvR †_‡K ïiæ K‡i e¨emvwqK, ˆeÁvwbK BZ¨vw` bvbv †ÿ‡Î Gi Acwimxg 
e¨envi| m‡e©vcwi †hvMv‡hvM †ÿ‡Î GwU G‡b‡Q Abb¨ wecøe| wPwKrmv I gvbeKj¨v‡YI 
Kw¤úDUvi GK Abb¨ m½x| mnR K_vq Kw¤úDUvi Ggb GK hš¿, hv eZ©gv‡b cÖvq me 
KvRB Ki‡Z mÿg| 
 
eZ©gvb cÖhyw³‡Z Kw¤úDUv‡ii Ae`v‡bi AšÍiv‡j i‡q‡Q kZvãxi ci kZvãx a‡i gvby‡li 
wbijm cwikÖg, D™¢vebx kw³ I M‡elYv ¯v̂ÿi| cÖv‰MwZnvwmK hy‡M MYbvi hš¿ D™¢vweZ 
wewfbœ †KŠkj/cÖ‡Póv‡K Kw¤úDUv‡ii BwZnvm ejv hvq| cÖvPxbKv‡j gvbyl msL¨v †evSv‡bvi 
Rb¨ wSbyK, bywo, `woi wMuU BZ¨vw` e¨envi KiZ| c‡i MYbvi Kv‡R wewfbœ †KŠkj I 
hš¿vske¨envi K‡i _vK‡jI A¨vevKvm (Abacus) bv‡gi GKwU cÖvPxb MYbvhš¿‡KB 
Kw¤úDUv‡ii BwZnv‡m cÖ_g hš¿ wn‡m‡e aiv nq| A_©vr A¨vevKvm †_‡KB Kw¤úDUv‡ii 
BwZnv‡mi ïfhvÎv| A¨vevKvm †d«‡g mvRv‡bv ¸wUi ¯’vb cwieZ©b K‡i MYbv Kivi hš¿| 
wLª÷c~e© 450/500 A‡ã wgm‡i/Px‡b MYbvhš¿ wn‡m‡e A¨vevKvm ˆZwi nq| c‡i me©cÖ_g 
1642 mv‡j 19 eQi eqmx divwm weÁvbx †eøBR c¨vm‡Kj (Blaise Pascal) hvwš¿K 
K¨vjKz‡jUi Avwe®‹vi K‡ib| hvi avivevwnKZvq c‡i A‡b‡KB DbœZ hvwš¿K K¨vjKz‡jUi 
Avwe®‹vi wb‡q KvR K‡i‡Qb| Gici Bsj¨v‡Ûi K¨vgweªR wek¦we`¨vj‡qi MwY‡Zi Ava¨vcK 
Pvj©m e¨v‡eR (Charles Babbage) 1823 mv‡j wWdv‡iÝ BwÄb (Difference 
Engine) ev we‡qvMdjwfwËK MYbvhš¿ D™¢veb K‡ib| wZwbB me©cÖ_g hvwš¿Kfv‡e A_©vr 
†h‡Kv‡bvai‡bi eyw×gËv e¨wZ‡i‡K MvwYwZK wnmve Ki‡Z cv‡i Ggb GKwU h‡š¿i wbg©vY I 
e¨env‡ii aviYv cÖPvi K‡ib| hw`I Zvi RxeÏkvq wZwb Gi cÖ‡qvM †`‡L †h‡Z cv‡ibwb| 
 
G‡Zv †Mj Kw¤úDUvi ˆZwii BwZnvm| eZ©gv‡bI Kw¤úDUv‡ii bZzb Avwe®‹vi wb‡q gvby‡li 
AvMÖ‡ni KgwZ †bB| cÖwZwbqZB Avwe®‹…Z n‡”Q bZzb wKQz| ZvB cÖhyw³i m‡½ cÖwZwU 
gvbyl‡K AviI mnRfv‡e hy³ Kivi D‡Ï‡k¨B Avgvi GB ÿz`ª cÖqvm| 
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Kw¤úDUvi Kx? 
Kw¤úDUvi Ggb GK ai‡bi hš¿, hv Z_¨MÖnY K‡i Ges wewfbœ cÖwµqvi gva¨‡g Zv we‡kølY 
I Dc¯’vcb K‡i| Kw¤úDUvi ïay hvwš¿Kfv‡e, A_©vr †Kv‡bviKg eyw×gËv e¨wZ‡i‡K 
MvwYwZK wnmve Ki‡Z mÿg| Computer kãwU wMÖK kã Compute †_‡K G‡m‡Q| 
Compute k‡ãi A_© MYbv Kiv| Computer k‡ãi A_© MYbvKvix hš¿| wKš‘ eZ©gv‡b 
Computer ïay MYbvi g‡a¨B mxgve× bq| N‡ii KvR †_‡K ïiæ K‡i e¨emvq, 
weÁvb,wPwKrmv, wbg©vY BZ¨vw` †¶‡Î Gi Acwimxg e¨envi jÿYxq| m‡e©vcwi †hvMv‡hvM 
†¶‡Î GwU G‡b‡Q weivU cwieZ©b|GKK_vq Kw¤úDUvi cÖvq me KvR Ki‡Z 
m¶g|Kw¤úDUv‡ii Kv‡Ri MwZ wnmve Kiv nq b¨v‡bv‡m‡K‡Û| 
 
Kw¤úDUv‡ii mswÿß BwZnvm 
gvby‡li cÖ‡qvRb †_‡KB bZzb wKQzi m„wó| Avi GB cÖ‡qvR‡bi ZvwM‡`B cÖvq Pvi nvRvi 
eQi Av‡M MYbv Kivi Rb¨ GKwU hš¿ ˆZwi nq, hvi bvg wQj A¨vevKvm| GwUB n‡jv 
c„w_exi cÖ_g MYbvKvix hš¿| g~jZ eZ©gvb Kw¤úDUv‡ii iƒc‡iLv ˆZwi K‡ib weªwUk 
MwYZwe` Pvj©m e¨v‡eR| 1822 mv‡j wZwb jMvwi`gmn MvwYwZK wnmve-wbKvk AwaK mnR 
Kivi j‡¶¨ GKwU hš¿ ˆZwi Kivi cwiKíbv nv‡Z †bb| hš¿wUi bvg wQj wWdv‡iÝ BwÄb 
(Difference Engine)| Zvi GB hš¿wU wKQy mgm¨vi Kvi‡Y ˆZwi Kiv m¤¢e nqwb| GiI 
A‡bK c‡i 1833 mv‡j wZwb Av‡Mi me MYbvKvix h‡š¿i ¯§„wZfvÐv‡ii cÖ‡qvRbxZv Abyfe 
K‡ib| GRb¨ wZwb GKwU hš¿ ˆZwii wPšÍv K‡ib, hvi bvg †`b ÔA¨vbvjwUK¨vj †gwkbÕ| 
GwUi KvR wZwb †kl Ki‡Z cv‡ibwb| Zvi GB †gwk‡bi wWRvB‡bi Ici wfwË K‡iB 
AvR‡Ki GB Kw¤úDUvi ˆZwi Kiv n‡q‡Q| GRb¨B Zv‡K Kw¤úDUv‡ii Avw`wcZv ev RbK 
ejv nq| Zvi c‡i †jwW A¨vWv AvMv÷v, d«v¼ eÛBDbmn A‡b‡K AviIGwM‡q wb‡q hvb 
Pvj©m e¨v‡e‡Ri KvR‡K| 
 
1887 mv‡j W. nig¨vb n‡jwi_ hy³iv‡óªi Av`gïgvwii Kv‡R e¨env‡ii Rb¨ B‡jK‡Uªv 
†gKvwbK¨vj e¨e ’̄vq cvÂKv‡W©i mgš^‡q GKwU hš¿ Avwe®‹vi K‡ib| Gi Øviv ª̀æZ 
Av`gïgvwii KvR Kiv †hZ| 1896 mv‡j wZwb G hš¿ ˆZwii Rb¨ Ôn‡jwi_ †Uey‡jwUs 
†gwkbÕ bv‡g GKwU †Kv¤úvwb cÖwZôv K‡ib| cieZ©x‡Z AviI K‡qKwU †Kv¤úvwbcÖwZwôZ 
nq| Avi GB †Kv¤úvwb¸‡jvB GK‡Î ˆZwi n‡jv weL¨vZ cÖwZôvb B›Uvib¨vkbvj weR‡bm 
†gwkb K‡c©v‡ikb (IBM)| 
 
hy³iv‡óªi nvf©vW© wek¦we`¨vj‡qi MwY‡Zi Aa¨vcK nvIqvW© GBP AvB‡Kb IB‡Mi PviRb 
cÖ‡Kvkjxi mn‡hvwMZvq ˆZwi Kiv nq cÖ_g ¯q̂swµq mvaviY B‡jK‡Uªv‡gKvwbK¨vj wWwRUvj 
Kw¤úDUvi Mark-1, 1944 mv‡j| GwU wQj cÖvq ˆ`‡N© 51 dzU, D”PZvq 8 dzU| G‡Z 7 
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j¶vwaK hš¿cvwZi Rb¨ cÖvq 500 gvBj j¤̂v Zvi e¨envi Kiv n‡qwQj| Gi IRb wQj 5 
Ub| GwU Pvjy wQj 15 eQi| eZ©gv‡b GwU nvf©vW© wek¦we`¨vj‡qi weÁvb Rv ỳN‡i Av‡Q| 
 
Kw¤úDUvi wm‡÷g Kx? 
wm‡÷g n‡jv KZ¸‡jv Bw›U‡MÖ‡UW Dcv`v‡bi mw¤§wjZ cÖqvm, hv wKQy mvaviY D‡Ïk¨mva‡bi 
Rb¨ KvR K‡i| Kw¤úDUvi wm‡÷‡gi Dcv`vb¸‡jv wbgœiƒc :01. nvW©Iq¨vi, 02. 
mdUIq¨vi, 03. wnDg¨vbIq¨vi ev e¨enviKvix, 04. WvUv/Bbdi‡gkb| 
 
nvW©Iq¨vi Kx? 
Kw¤úDUv‡ii evwn¨K AvK…wZm¤úbœ me hš¿, hš¿vsk I wWfvBm‡K nvW©Iq¨vi e‡j| 
Kw¤úDUv‡ii nvW©Iq¨vi‡K cÖv_wgKfv‡e wZbfv‡M fvM Kiv hvq|  
K) BbcyU hš¿cvwZ : Kx‡evW©, gvDm, wW¯‹, ¯‹¨vbvi, KvW© wiWvi, wWwRUvj K¨v‡giv BZ¨vw`|  
L) wm‡÷g BDwbU : nvW©wW¯‹, gv`vi‡evW©, GwRwc KvW© BZ¨vw`| 
M) AvDUcyU hš¿cvwZ : gwbUi, wcÖ›Uvi, wW¯‹, w¯úKvi BZ¨vw`| 
 
mdU&Iq¨vi Kx? 
mgm¨v mgvavb ev Kvh©m¤úv`‡bi D‡Ï‡k¨ Kw¤úDUv‡ii fvlvq avivevwnKfv‡e mvRv‡bv 
wb‡`©kgvjv‡K †cÖvMÖvg e‡j| †cÖvMÖvg ev †cÖvMÖvg mgwó hv Kw¤úDUv‡ii nvW©Iq¨vi I 
e¨enviKvixi g‡a¨ m¤úK© m„wói gva¨‡g nvW©Iq¨vi‡K Kvh©¶g K‡I, Zv‡KB mdU&Iq¨vi 
e‡j| Kw¤úDUv‡ii mdU&Iq¨vi‡K cÖavbZ `yB fv‡M fvM Kiv hvq| h_v : K) wm‡÷g 
mdU&Iq¨vi, L) A¨vwcø‡Kkb mdU&Iq¨vi| 
 
K) wm‡÷g mdU&Iq¨vi : wm‡÷g mdU&Iq¨vi Kw¤úDUv‡ii wewfbœ BDwb‡Ui g‡a¨ Kv‡Ri 
mgšq̂ i¶v K‡i e¨envwiK †cÖvMÖvg wbe©v‡ni Rb¨ Kw¤úDUv‡ii mvg_©¨‡K mv_©Kfv‡e 
wb‡qvwRZ iv‡L| †hgb Windows GK ai‡bi wm‡÷g mdU&Iq¨vi| 
 
L) A¨vwcø‡Kkb mdU&Iq¨vi : e¨envwiK mgm¨v mgvavb ev WvUv cÖwµqvKi‡Yi Rb¨ e¨eüZ 
†cÖvMÖvg‡K A¨vwcø‡Kkb mdU&Iq¨vi e‡j| e¨envwiK mgm¨v mgvav‡bi Rb¨ A‡bK iKg ˆZwi 
†cÖvMÖvg evwYwR¨K cY¨ wn‡m‡e cvIqv hvq, hv‡K mvaviYZ c¨v‡KR †cÖvMÖvg ejv nq| 
gvB‡µvmdU& Awdm GK ai‡bi A¨vwcø‡Kkb mdU&Iq¨vi| 
 

wnDg¨vbIq¨vi ev e¨enviKvix (Humanware) 
WvUv msMÖn, †cÖvMÖvg evWvUv msi¶Y I cix¶v Kiv, Kw¤úDUvi Pvjv‡bv Z_v †cÖvMÖvg †jLv, 
wm‡÷g¸‡jv wWRvBb I †iKW© wjwce× Kiv Ges msi¶Y, mdU&Iq¨vi I nvW©Iq¨v‡ii g‡a¨ 
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mgšq̂mvab BZ¨vw` Kv‡Ri m‡½ hy³ 
ejv nq| 
 
WvUv/Bbdi‡gkb 
Bbdi‡gkb ev Z‡_¨i ÿz ª̀Zg GKK
wek„•Lj d¨v± (Raw Fact)| WvUv cÖavbZ ỳ
K) wbD‡gwiK (Numeric)WvUv ev msL¨vevPK 
L) A-wbD‡gwiK (Non-Numeric)
RvwZ wKsev Qwe, kã I ZvwiL cÖf…wZ|
 
Acv‡iwUs wm‡÷g Kx? 
Acv‡iwUs wm‡÷g n‡”Q Ggb GKwU md&UIq¨vi
cwi‡ek ˆZwi K‡i| e¨enviKvixi 
Kw¤úDUv‡ii B›Uvi‡dm| 
 

 
†ggwi eÈb I wbqš¿Y, wm‡÷g Aby‡
wbqš¿Y, Kw¤úDUvi †bUIqvwK©s I dvBj wm
KvR|  Windows XP, Windows
LinuxMint, UNIX,MAC OSX, 
K‡qKwU Acv‡iwUs wm‡÷g| 
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³ me gvbyl‡K GK‡Î wnDg¨vbIq¨vi (Humanware)

¨i ÿz ª̀Zg GKK‡K WvUv e‡j| WvUv n‡jv mvRv‡bv bq Ggb wKQy 
Uv cÖavbZ ỳÕiKg : 

vUv ev msL¨vevPK WvUv| †hgb : 25,100,456 BZ¨vw`|  
Numeric)WvUv| †hgb : gvbyl, †`k BZ¨vw`i bvg, RxweKv, 

RvwZ wKsev Qwe, kã I ZvwiL cÖf…wZ| 

Q Ggb GKwU md&UIq¨vi, hv A¨vwcø‡Kkb †cÖvMÖvg¸‡jv Pvjv‡bvi Rb¨ 
 Kv‡Q Acv‡iwUs wm‡÷‡gi me‡P‡q „̀k¨gvb iƒc n‡

 

‡iva¸‡jvi AMÖvwaKvi wbY©q, BbcyU I AvDUcyU wWfvBm 
bUIqvwK©s I dvBj wm‡÷g e¨e¯’vcbv BZ¨vw` Acv‡iwUs wm‡÷‡

Windows Vista, Windows 7, Windows 8, 
MAC OSX, Ubuntu,Fedora,AndroidBZ¨vw` cÖPwjZ 

(Humanware) 

bv bq Ggb wKQy 

 
`k BZ¨vw`i bvg, RxweKv, 

bvi Rb¨ 
k¨gvb iƒc n‡jv 

i AMÖvwaKvi wbY©q, BbcyU I AvDUcyU wWfvBm 
‡gi 

7, Windows 8, 
cÖPwjZ 
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Kw¤úDUv‡ii cÖKvi 
cÖ‡qv‡Mi ZviZ‡g¨i wfwË‡Z Kw¤úDUvi‡K ỳB fv‡M fvM Kiv hvq| 
K) mvaviY e¨envwiK Kw¤úDUvi| 
L) we‡kl e¨envwiK Kw¤úDUvi| 
 
Kw¤úDUv‡ii MVb I cÖPjb bxwZi wfwË‡Z G‡K wZb fv‡M fvM Kiv hvq| 
K) GbvjM Kw¤úDUvi| 
L) wWwRUvj Kw¤úDUvi| 
M) nvBweªW Kw¤úDUvi| 
 
AvKvi, mvg_©¨, `vg I e¨env‡ii ¸iæ‡Z¡i wfwË‡Z wWwRUvj Kw¤úDUvi‡K Pvi fv‡M fvM 
Kiv hvq| 
K) gvB‡µv Kw¤úDUvi| 
L) wgwb Kw¤úDUvi| 
M) †gBb‡d«g Kw¤úDUvi| 
N) mycvi Kw¤úDUvi| 
 
wb‡P Kw¤úDUv‡ii c~Y©v½ †kÖYxwefvM †`Lv‡bv n‡jv : 
 
GbvjM Kw¤úDUvi 
†h Kw¤úDUvi GKwU ivwk‡K Aci GKwU ivwki mv‡c‡¶ cwigvc Ki‡Z cv‡i, Zv-B GbvjM 
Kw¤úDUvi| GwU DòZv ev Ab¨vb¨ cwigvc, hv wbqwgZ cwiewZ©Z nq Zv †iKW© Ki‡Z 
cv‡i| †gvUi Mvwoi †eM wbY©vqK hš¿ GbvjM Kw¤úDUv‡ii GKwU DrK…ó D`vniY| 
 
wWwRUvj Kw¤úDUvi 
wWwRUvj Kw¤úDUvi ỳB ai‡bi ˆe ỳ¨wZK †fv‡ëR Øviv mewKQy cÖKvk Kiv nq| †fv‡ë‡Ri 
Dcw¯’wZ‡K 1 Ges Abycw¯’wZ‡K 0 Øviv cÖKvk Kiv nq| GwU †h‡Kv‡bv MwY‡Zi †hvM 
cÖwµqv m¤úbœ Ki‡Z cv‡i Ges we‡qvM, ¸Y I fv‡Mi g‡Zv Ab¨vb¨ Acv‡ikb m¤úv`b 
K‡i| AvaywbK me Kw¤úDUvi wWwRUvj Kw¤úDUvi| 
 
nvBweªW Kw¤úDUvi 
nvBweªW Kw¤úDUvi n‡jv Ggb GKwU Kw¤úDUvi, hv GbvjM I wWwRUvj Kw¤úDUv‡ii 
m‡e©vËg ˆewkó¨¸‡jvi mgš^‡q MwVZ| GwU ˆeÁvwbK M‡elYvq e¨envi Kiv nq| myZivs ejv 
hvq, cÖhyw³ I wfwËMZ w`K †_‡K GbvjM I wWwRUvj Kw¤úDUv‡ii AvswkK mgšq̂B n‡”Q 
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nvBweªW Kw¤úDUvi| mvaviYZ nvBweªW Kw¤úDUv‡i Z_¨ msMÖn Kiv nq GbvjM c×wZ‡Z 
Ges MYbv Kiv nq wWwRUvj c×wZ‡Z| †hgb AvenvIqv `dZ‡i e¨eüZ nvBweªW 
Kw¤úDUvi GbvjM c×wZ‡Z evqyPvc, Zvc BZ¨vw` cwigvc K‡i wWwRUvj c×wZ‡Z MYbvi 
ci AvenvIqvi c~e©vfvm w`‡q _v‡K| 
 
wgwb Kw¤úDUvi 
†h Kw¤úDUvi Uvwg©bvj jvwM‡q cÖvq GKm‡½ Aa©kZvwaK e¨enviKvix e¨envi Ki‡Z cv‡ib, 
Zv-B wgwb Kw¤úDUvi| GwU wkí-evwYR¨ I M‡elYvMv‡i e¨envi Kiv nq| †hgb pdp-
11,ibms/36,ncrs/9290, IBM 9375. 
 
gvB‡µv Kw¤úDUvi 
gvB‡µv Kw¤úDUvi‡K cv‡m©vbvj Kw¤úDUvi ev wcwm e‡jI AwfwnZ Kiv nq| B›Uvi‡dm 
wPc (Mother Board), GKwU gvB‡µvcÖ‡mmi cpu, ram, rom, hard disk etc. 
mn‡hv‡M gvB‡µv Kw¤úDUvi MwVZ nq| ˆ`bw›`b Rxe‡bi me©‡¶‡Î G Kw¤úDUv‡ii e¨envi 
†`Lv hvq| g¨wKb‡Uvk AvBweGg wcwm G ai‡bi Kw¤úDUvi| 
 
mycvi Kw¤úDUvi 
AZ¨šÍ kw³kvjx I `ªæZMwZm¤úbœ Kw¤úDUvi‡K mycvi Kw¤úDUvi e‡j| G Kw¤úDUv‡ii 
MwZ cÖvq cÖwZ‡m‡K‡Û 1 wewjqb K¨v‡i±vi| †Kv‡bv †`‡ki Av`gïgvwii wekvj Z_¨ 
e¨e ’̄vcbv Kivi g‡Zv ¯§„wZfvÐviwewkó Kw¤úDUvi n‡”Q mycvi Kw¤úDUvi| CRAY 1, 
supers xll G ai‡bi Kw¤úDUvi| 
 
U¨ve‡jU Kw¤úDUvi 
U¨ve‡jU Kw¤úDUvi GK ai‡bi gvB‡µv Kw¤úDUvi, hv cvgUc Kw¤úDUvi bv‡g cwiwPZ| 
GwU ¯úk©c ©̀v msewjZ cÖhyw³| GwU A¨v‡Ûªv‡qW Ges DB‡ÛvR Acv‡iwUs wm‡÷‡g P‡j| 
 
gv`vi‡evW© 
gv`vi‡ev‡W©i gva¨‡g Kw¤úDUv‡ii me hš¿vsk‡K G‡K Ac‡ii m‡½ mshy³ Kiv nq| 
mvaviY †W¯‹Uc Kw¤úDUv‡i gv`vi‡ev‡W©i m‡½ gvB‡µvcÖ‡mmi, cÖavb †ggwi I 
Kw¤úDUv‡ii Ab¨vb¨ Acwinvh© Askhy³ _v‡K| Ab¨vb¨ As‡ki g‡a¨ Av‡Q kã I wfwWI 
wbqš¿K, AwZwi³ Z_¨fvÐvi, wewfbœ cøvMBb KvW© †hgb j¨vbKvW© BZ¨vw`| Kx‡evW©, gvDmmn 
me BbcyU/AvDUcyU hš¿vskI gv`vi‡ev‡W©i m‡½ hy³ _v‡K|  



 
gv`vi‡evW©‡K KLbI KLbI †gBb
Kw¤úDUv‡i GwU‡K jwRK‡evW© ejv nq|
 
cÖ‡mmi/wmwcBD 
wmwcBD ev Central Processing
cÖ‡mmiI ejv †h‡Z cv‡i| mnR K_vq 
cÖwµqvKi‡Yi KvR K‡I, Zv‡KB cÖ‡
_v‡K| ïiæi w`‡K Kw¤úDUv‡ii cÖ‡mmi¸
 

gvB‡µvcÖ‡mmi Avwe®‹v‡ii ci eZ©gv
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gBb‡evW© ev wm‡÷g‡evW©I ejv nq| Z‡e g¨vwKb‡Uvk 
evW© ejv nq| 

Processing Unite n‡”Q Kw¤úDUv‡ii cÖvY| ms‡ÿ‡c G
i| mnR K_vq †h h‡š¿i mvnv‡h¨ Kw¤úDUv‡ii me Z_¨ I DcvË 

KB cÖ‡mmi ejv nq| GwU A‡bKUv gw Í̄‡®‹i g‡Zv KvR K
mmi¸‡jv AvKv‡i A‡bK eo wQj|  

 
ii ci eZ©gv‡b cÖ‡mmi ej‡Z Avgiv gvB‡µvcÖ‡mmi‡KB eywS| 

µvmd&U Awdm 2007 

Uvk 

c G‡K 
Z_¨ I DcvË 

KvR K‡i 
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i¨vÛg A¨v‡·m †ggwi (Random Acces
i¨vÛg A¨v‡·m †ggwi ms‡¶‡c i¨vg 
msi¶‡Yi gva¨g| i¨vg †_‡K †h‡Kv
G‡K i¨vÛg A¨v‡·m †ggwi ejv nq|
 

 
Kw¤úDUvi Pvjy Ki‡j nvW©wW¯‹ †_‡
i¨v‡g aviY K‡i| 
 
nvW©wW¯‹ WªvBf 
nvW©wW¯‹ n‡jv Z_¨ msi¶‡Y e¨eüZ GK ai
nvW©wW‡¯‹ msiÿY Kiv nq| ïiæ w`
eZ©gv‡bi nvW©wW¯‹¸‡jv mvaviYZ avZe ev
 

AwaKvsk Kw¤úDUv‡i Z_¨ msi¶‡
e¨envi nq| AvBweGg me©cÖ_g 1957 mv
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(Random Access Memory) 
c i¨vg (RAM) n‡jv GK ai‡bi Kw¤úDUv‡ii DcvË (Wv

Kv‡bvµ‡g DcvË ÔA¨v‡·mÕ Kiv hvq|Avi G Kvi‡
wi ejv nq| 

 

‹ †_‡K Acv‡iwUs wm‡÷g †jvW nq Ges cÖ‡qvRbxq Ask 

Y e¨eüZ GK ai‡bi hš¿vsk| Kw¤úDUv‡ii me Z_¨B GB 
msiÿY Kiv nq| ïiæ w`‡Ki nvW©wW¯‹¸‡jv wQj AcmviY‡hvM¨ gva¨g| wKš‘ 

jv mvaviYZ avZe ev‡· Ave× _v‡K|  

 
i Z_¨ msi¶‡Yi ’̄vqx (non-volatile) e¨e ’̄v wn‡m‡e nvW©wW¯

e¨envi nq| AvBweGg me©cÖ_g 1957 mv‡j nvW©wW¯‹ D™¢veb K‡i| 

ii DcvË (WvUv) 
‡YB 

qvRbxq Ask 

ii me Z_¨B GB 
wKš‘ 

e nvW©wW¯‹ 



gwbUi 
gwbUi GKwU AvDUcyU wWfvBm| GwU Kw¤úDU
A‡bKUv †Uwjwfk‡bi g‡Zv| Z‡e wU
Acv‡iwUs wm‡÷‡gi me B›Uvi‡dm gwbU
KgvÛ w`‡q _v‡Kb| GQvov wUwfKvW© e¨envi K
e¨envi Kiv hvq| 
 
Kx‡evW© 
Kw¤úDUv‡i KvR Kivi †ÿ‡Î Kx‡evW© I
KviYKx‡evW© I gvDm e¨wZZ Kw¤úDUv
Iqv‡W© KvR Kivi †ÿ‡Î cÖ‡qvRbxq wKQz 
n‡jv| 
 
Kx‡evW© cwiwPwZ 
gvDm I†cÖvMÖv‡g wewfbœ ai‡bi MÖvwd· _vKv m
KviYKx‡evW© GKwU BbcyU wWfvBm| Kw¤úDUvi
†ÿ‡Î Kx‡evW© m¤ú‡K© GKwU fv‡j
eÜzZ¡c~Y© m¤úK© M‡o †Zvjv cÖ‡qvRb| 
KxKxfv‡e Pvc‡Z nq BZ¨vw` welq m¤ú
Kiv hvq| 
 
wewfbœ ai‡bi Kx‡evW© i‡q‡Q| wKš‘ me 
m‡½ Avcbvi Kx‡evW©wU wgwj‡q wbb|
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vBm| GwU Kw¤úDU‡ii Z_¨ cÖ̀ k©bKvix Ask| gwbU‡ii AvK…
e wUwfi Zzjbvq Gi Qwei gvb A‡bK m~² I DbœZ|
gwbU‡i cÖ̀ wk©Z nq, hv †`‡L e¨enviKvix wewfbœ ai‡

KvW© e¨envi K‡i gwbUi‡K †Uwjwfk‡bi weKí wn‡m‡eI

evW© I gvDm c‡q›Uvi wbqš¿Y GKwU ¸iæZ¡c~Y© welq| 
wZZ Kw¤úDUv‡i KvR Kiv A‡bKUv Am¤¢e| ZvB gvB‡µvmd&U

qvRbxq wKQz Kx-Gi m‡½ Kvm©‡ii gyf‡g›U wb‡q Av‡jvPbv Kiv 

bi MÖvwd· _vKv m‡Ë¡I Kx‡ev‡W©i ¸iæZ¡ Acwiwmg| 
evW© GKwU BbcyU wWfvBm| Kw¤úDUvi‡K AviI gRv`vi K‡i Dc‡fvM Kivi 

‡jv aviYv _vKv DwPZ| A_©vr Kx‡ev‡W©i m‡½ GKwU 
qvRb| †hgb †Kvb Kx w`‡q wK KvR nq Ges †Kvb 

nq BZ¨vw` welq m¤ú‡K© fv‡jv aviYv ˆZwi n‡j A‡bK KvRB Lye ª̀æZ 

š‘ me Kx‡ev‡W© wKQz Common Kx _v‡K| wb‡Pi wPÎwUi
q wbb| 
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ii AvK…wZ 
I DbœZ| 

‡bi 
‡eI 

© welq| 
µvmd&U 

jvPbv Kiv 

i ¸iæZ¡ Acwiwmg| 
fvM Kivi 

½ GKwU 
Kvb 

bK KvRB Lye ª̀æZ 

Pi wPÎwUi 
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Kx‡evW© e¨envi Ki‡Z wM‡q KLbI KLbI Avcwb A‡bK wei³ n‡q DV‡Z cv‡ib| KviY 
fzj Kx Pvc‡j Kw¤úDUvi †mB AbyhvqxB AvDUcyU †`‡e| †m‡ÿ‡Î Kvw•ÿZ AvDUcyU bv 
cvIqvq Avcwb wei³ n‡Z cv‡ib| ZvB Kx‡ev‡W©i LuywUbvwU welq¸‡jv Rvbv _vKv 
fv‡jv|Avcwb hLb IqvW© e¨envi Ki‡eb, ZLb wewfbœ mgq Avcbv‡K Kx‡ev‡W©i wewfbœ Kx 
e¨envi Ki‡Z n‡e| †hgb KLbI GKB m‡½ GKvwaK Kx wKsev GKwU GKwU K‡i Kx 
e¨envi Ki‡Z n‡Z cv‡i| 
 
Function Keys : Kx‡ev‡W©i Dc‡i F1 †_‡K F2 ch©šÍ Kx¸‡jv‡K GK‡Î dvskb Kx 
e‡j| G¸‡jv KLbI GK‡Î, Avevi KLbI Ctrl, Alt Ges Shift-Gi mgš̂‡q e¨envi 
Ki‡Z nq| 
 
Typewriter Keys : Kx‡ev‡W©i A †_‡K Z, bv¤v̂i Kx Ges we‡kl wPý BZ¨vw` alpha-
numericKx| we‡kl K‡i †Kv‡bv wKQz †jLvi †ÿ‡Î GB Kx¸‡jv e¨envi Kiv nq| GQvov 
wewfbœ kU©KvU Kgv‡Ûi †ÿ‡ÎI Ctrl, Alt Ges Shift Kx-Gi mgš^‡q GB Kx¸‡jvi 
e¨envi n‡Z cv‡i| 
 
Cursor Keys : Cursor Keys-†K Arrow KeyI ejv nq| Kvm©i wbqš¿‡Yi †ÿ‡Î 
GB Kx¸‡jv e¨envi Kiv nq| GQvov GB Kx¸‡jvi m‡½ AviI wKQznon-arrowKx hy³ 
i‡q‡Q| †hgb Home, End, PgUp, PgDn, InsertGes Delete. 
 
Numeric Keypad : GB Kx¸‡jv KLbI Cursor Kx-Gi KvR K‡i| GQvov Ab¨vb¨ 
mgq Number Key wn‡m‡e KvR K‡i _v‡K| GwU B‡”Qg‡Zv wbqš¿Y Kiv hvq| 
Numeric Keypad †_‡K Num Lock Kx GKevi Pvc‡j Kx‡ev‡W©i Dc‡i GKwU meyR 
jvBU R¡j‡e| Avevi cybivq Pvc‡j jvBUwU wb‡f hv‡e| hLb jvBU Ab(on) Kiv _vK‡e 
ZLb Numeric Key wn‡m‡e KvR Ki‡e| Avevi jvBUwU wbwf‡q w`‡j ZLb Cursor 
Key n‡q KvR Ki‡e| myZivs Cursor wKsev HomeKx wn‡m‡e e¨envi Kivi cÖ‡qvRb 
n‡j Num Lock Ad (off)Ki‡Z n‡e| Ab¨_vq Num Lock AbivL‡Z n‡e| 
 
Shift Keys : Ctrl, Alt Ges Ab¨vb¨ Kx-Gi mgš^‡q we‡kl wKQz KvR Kiv nq| 
 
GQvov Kx‡ev‡W© wKQz c„_K Kx i‡q‡Q| 
 
Caps Lock : WKz‡g‡›U †Kv‡bv wKQz †jLvi †ÿ‡Î Caps Lock AbKiv _vK‡j mewKQz 
CAPITAL LETTER n‡e| Caps Lock Ad_vK‡j Small Letter n‡e| Caps 
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Lock Ab/Ad †evSvi Rb¨ Kx‡ev‡W©i Dc‡i Wvb w`‡K jÿ Kiæb| GKevi Caps Lock 
Pvc‡j GKwU meyR jvBU R¡j‡e, A_©vr Caps Lock AbAe ’̄vq Av‡Q| cybivq Pvc‡j 
jvBUwU wb‡f hv‡e| 
 
Shift : Iqv‡W© Shift Key A‡bKUv Caps Lock-Gi wecix‡Z KvR K‡i| Caps 
Lock Ab_vKv Ae ’̄vq Shift Key †P‡c †Kv‡bv wKQz wjL‡j Zv Small Letter n‡e| 
Avevi Ad_vKv Ae¯’vq †Kv‡bv wKQz UvBc Ki‡j Zv Capital Lettern‡e| 
 
Enter : mvaviYZ cieZ©x jvB‡b hvIqvi Rb¨ GB Kx e¨envi Kiv nq| GQvov 
†ÿÎwe‡k‡l GUv wfbœfv‡e e¨envi n‡Z cv‡i| 
 
Esc : KLbI KLbI wKQz Dialog Box evwZj Kivi Rb¨ GB Kx e¨envi Kiv nq 
A‡bKUv gvDm w`‡q Cancel Button-G wK¬K Kivi g‡Zv| †hgb KLbI KLbI fzj 
†Kv‡bv KgvÛ cÖ‡qvM Kivi d‡j wKQz fzj Dialog Box I‡cb nq, ZLb Kx‡evW© †_‡K 
Esc Pvc‡j †mUv eÜ n‡q hv‡e| 
 
Spacebar : GUv w`‡q †Kv‡bv wKQz †jLv hvq bv| wKš‘ †Kv‡bv wKQz †jLvi †ÿ‡Î Word-
Gi gvSLv‡b duvKv ivLvi Rb¨ GB Kx e¨envi Kiv nq| Spacebar GKevi Pvc‡j GK 
Aÿi mgvb duvK m„wó nq| 
 
Tab : mvaviYZ Tab Kx Pvc‡j Kvm©i 0.5 BwÂ cwigvY Wv‡b m‡i hvq| WKz‡g›U ˆZwi 
Ki‡Z wewfbœ mgq wbw ©̀ó ¯’vb AwZµg K‡i †jLv ïiæ Ki‡Z nq| G †ÿ‡Î Tab Kx-Gi 
gva¨‡g GB KvRwU Kiv hvq| 
 
Backspace : jvB‡bi evg cv‡ki †jLv gy‡Q †dj‡Z e¨envi Kiv nq| 
 
Delete : Iqv‡W© A‡bKUv Backspace-Gi g‡Zv KvR K‡i, wKš‘ GUv Wvb cv‡ki †jLv 
gyQ‡Z e¨envi Kiv nq| 
 
gvDm 
Kw¤úDUv‡i KvR ïiæ Kivi Rb¨ cÖ_‡gB gvD‡mi e¨envi Rvbv Avek¨K| KviY gvDm 
GKwU wb‡ ©̀kK hš¿| Gi gva¨‡g hv wb‡ ©̀k †`Iqv n‡e, Kw¤úDUvi †mB KvRwUB Ki‡e| 
gvD‡mi mvaviYZ ỳwU Button _v‡K| Left Button Ges Right Button| G ỳB 



cÖv_wgK aviYv 
evU‡bi gvSLv‡b GKwU Scroll W
_v‡K, we‡kl K‡i †M‡gi gvDm¸‡jv

 
gvDm c‡q›Uvi 
mvaviYZ gvDm c‡q›Uvi ( ) GKwU Z
cwieZ©bI n‡Z cv‡i|  
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croll Wheel _v‡K| GQvov wKQz gvD‡m we‡kl wKQz dvskb 
jv| 

 

GKwU Zx‡ii gv_vi g‡Zv n‡q _v‡K| wKš‘ wewfbœ mgq Gi 

 

kl wKQz dvskb 

wewfbœ mgq Gi 



gvD‡mi KvR 
Move the pointer (c‡q›Uvi miv
gvDm bov‡bvi m‡½ m‡½ gvDm c‡q›
 
Click 
gvDm evU‡b GKevi †P‡c †Q‡o †`Iqv
 
Double-Click 
gvDm evU‡b `ªæZ ỳBevi †P‡c †Q‡o 
 
Drag 
gvDm evU‡b Pvc w`‡q a‡i gvDm‡K wewfbœ ¯
 
Scroll 
A¨vKwUf DB‡Ûv‡Z gvDm c‡q›Uvi wb
Dci-wb‡P mi‡Z _v‡K| Kx‡ev‡W©i Ctrl
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Uvi miv‡bv) 
q›Uvi bo‡Z _v‡K| 

Iqv (mvaviYZ evg evUb)| 

o †`Iqv (mvaviYZ evg evUb)| 

K wewfbœ ’̄v‡b miv‡bv‡K Drag ejv nq| 

Uvi wb‡q wM‡q Scroll Wheel †Nviv‡bvi m‡½ m‡½ †cR 
Ctrl †P‡c †Nviv‡j Ry‡gi KvRI n‡q _v‡K| 
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cR 

 



 





 
 
 

G Aa¨v‡qi Av‡jvwPZ g~j welqmg~n 
 

 

 gvB‡µvmd&U IqvW© cwiwPwZ 

 gvB‡µvmd&U Iqv‡W© KvR Kiv  

 web¨vm I m¤úv`bv  

 †ckv`vwi gv‡bi WKz‡g›U cȪ ‘Z cÖwµqv 

 eW©vi A¨vÛ †mwWs  

 †Uwej wb‡q KvR Kiv  

 wPÎ Ges IqvW© AvU© 

 we‡kl wPý Ges MvwYwZK m~Î †jLvi cÖwµqv 

 wWRvBb Ges dig¨vwUs 

 `ªæZ KvR Kivi wKQz AwZwi³ †KŠkj 

 wcÖ‡›Ui Rb¨ WKz‡g›U cȪ ‘Z Kiv 
 
  



gvB‡µvmd&U IqvW© cwiwPwZ
 
gvB‡µvmd&U IqvW© Kx? 
wek¦e¨vcx e¨eüZ RbwcÖq GKwU IqvW© cÖ
1983 mv‡j Multi-Tool Wordbv

eZ©gv‡b wPwVcÎ †jLv †_‡K ïiæ K
cÖKvkbvi Kv‡R gvB‡µvmd&U IqvW© e¨envi Kiv nq| 
wKQz wj‡L †m¸‡jvi dig¨vwUs Kiv,
BZ¨vw` KvR Lye mn‡RB Kiv hvq| G ch©šÍ 
n‡q‡Q| †hgb : gvB‡µvmd&U IqvW© 2000, 2003, 2007, 2010 I 201
Avgiv gvB‡µvmd&U IqvW© 2007 wb
2007 GKwU BDRvi †d«Ûwj MÖvwdK¨vj fvm©b
cv_©K¨ _vK‡jI Av‡Mi fvm©b¸‡jvi me
 
gvB‡µvmd&U IqvW© ïiæ Kiv
avivevwnKfv‡e wb‡Pi avc¸‡jv Abymi
1. cÖ_‡g Kw¤úDUv‡ii cvIqvi w`b| Kw¤úDUvi 

Gevi gvB‡µvmd&U Awdm Bb÷
2. Kw¤úDUv‡i gvB‡µvmd&U Awdm h_vh_fv

I‡cb Kivi Rb¨ Avcbvi Kw¤úDUv
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Abykxjb-1 
µvmd&U IqvW© cwiwPwZ  

¨eüZ RbwcÖq GKwU IqvW© cÖ‡mwms †cÖvMÖvg gvB‡µvmd&U IqvW©| GwU me©cÖ_g 
bv‡g wiwjR nq| 

 
K ïiæ K‡i Awdwmqvj KvR, `wjj-`¯Ív‡eRmn me ai‡

µvmd&U IqvW© e¨envi Kiv nq| GQvov gvB‡µvmd&U Iqv‡W© †Kv
i dig¨vwUs Kiv, MÖvd I wPÎ ms‡hvRb, cÖ‡R± dvBj, wi‡cvU© ˆZwi 

| G ch©šÍ gvB‡µvmd&U Iqv‡W©i †ek wKQy fvm©b wiwjR 
IqvW© 2000, 2003, 2007, 2010 I 2013 BZ¨vw`| 

IqvW© 2007 wb‡q av‡c av‡c Av‡jvPbv Kie| gvB‡µvmd&U IqvW© 
d«Ûwj MÖvwdK¨vj fvm©b| Av‡Mi fvm©b¸‡jvi m‡½ Gi jywKs

jvi me myweavmn bZzb A‡bK myweavB mshy³ Kiv n‡q‡Q|

Kiv 
jv AbymiY K‡i gvB‡µvmd&U IqvW© I‡cb Kiæb : 

ii cvIqvi w`b| Kw¤úDUvi †iwW bv nIqv ch©šÍ A‡cÿv Kiæb|
U Awdm Bb÷j Kiv bv _vK‡j mwVKfv‡e Bb÷j K‡i wbb|  

U Awdm h_vh_fv‡e Bb÷j nIqvi ci gvB‡µvmd&U IqvW© 

cb Kivi Rb¨ Avcbvi Kw¤úDUv‡ii evU‡b wK¬K Kiæb| 

µvmd&U Awdm 2007 

_g 

‡bi 
Kv‡bv 

Zwi 
ek wKQy fvm©b wiwjR 

BZ¨vw`| 
IqvW© 

½ Gi jywKs‡q 
Q| 

cÿv Kiæb| 
 

IqvW© 



B›Uvi‡b‡U A_© DcvR©b 
3. Zvici All Programs †_‡
 

 
4. Gevi Microsoft Office W

DB‡Ûv †`L‡Z cv‡eb| GwUB 
 

 
gvB‡µvmd&U Awdm IqvW© I‡cb Kivi ci Avcwb GKwU eøv¼
Avcwb Avcbvi cÖ‡qvRbxq me KvRB Ki
n‡q _v‡K, Z‡e mewKQzB Avcbvi Kv
Awdm Iqv‡W©i ¸iæZ¡c~Y© wKQz welq 
Dc‡ii wPÎwU fv‡jv K‡i †`Lyb| 
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†_‡K Microsoft Office-G wK¬K Kiæb| 

 

Microsoft Office Word 2007-G wK¬K Kiæb| wb‡Pi g‡Zv GKwU 
GwUB gvB‡µvmd&U Awdm Iqv‡W©i †nvgw¯Œb| 

cb Kivi ci Avcwb GKwU eøv¼ WKz‡g›U cv‡eb, †hLv
KvRB Ki‡Z cvi‡eb| Z‡e GwU hw` Avcbvi Kv‡Q cÖ_g 

wKQzB Avcbvi Kv‡Q AcwiwPZ g‡b n‡e| ZvB ïiæ‡ZB gvB‡µvmd&U
© wKQz welq Avcbvi Rvbv _vK‡j KvR Kiv A‡bK mnR n‡

GKwU 

 

hLv‡b 
Q cÖ_g 
µvmd&U 

‡e| 



Awdm evUb (Office Button)

†cÖvMÖvg DB‡Ûvi evg Kb©v‡i †h evUbwU 
Av‡Mi fvm©b¸‡jvi Zzjbvq GwU‡K A
gvB‡µvmd&U Awdm 2007 fvm©b †_‡
†_‡K dvBj I‡cb, bZzb dvBj ˆZwi, dvB
e¨e ’̄vcbv msµvšÍ KvR¸‡jv Kiv hvq| 
GKwU WªcWvDb †gby cv‡eb| wPÎ †`

1. G As‡k Avgiv dvBj e¨e¯’vcbv msµvšÍ KvR¸
2. mv¤úªwZK †h dvBj¸‡jv I‡cb Kiv n

wj‡÷ _vKv cÖ‡qvRbxq dvBjwU
3. GLvb †_‡K Iqv‡W©i wewfbœ Ackb 
4. IqvW© †K¬vR K‡i †cÖvMÖvg †_‡K 
 

KzBK A¨v‡·m Uzjevi (Quick Access Toolbar
Awdm evU‡bi wVK Wvb w`‡Ki Ask
wWdë wn‡m‡e Save( ), Undo
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(Office Button) 

h evUbwU †`Lv hvq GwU Awdm evUb bv‡gB cwiwPZ| 
K A‡bKUv dvBj †gbyi cwiewZ©Z †gbyI ejv hvq| GwU 
†_‡K cieZ©x fvm©b¸‡jv‡Z AšÍfz©³ Kiv n‡q‡Q| GLvb 

cb, bZzb dvBj ˆZwi, dvBj KbfvU©, †mf, wcÖ›U, †mÛ, †K¬vR BZ¨vw` dvBj 
jv Kiv hvq| Gevi evUbwU‡Z wK¬K Kiæb wb‡Pi wP‡Îi g‡

†`Lyb| 

 
vcbv msµvšÍ KvR¸‡jv Ki‡Z cvie| 
cb Kiv n‡qwQj, †m¸‡jv †`Lv hv‡e| cÖ‡qvRb n

dvBjwU‡Z wK¬K Ki‡jB Zv I‡cb n‡q hv‡e| 
W©i wewfbœ Ackb wb‡Ri g‡Zv K‡i mvwR‡q †bIqv hv‡e| 

K †ewi‡q Avmvi †ÿ‡Î G KgvÛ e¨envi Kiv nq| 

Quick Access Toolbar) 
AskUzKzB Quick Access Toolbar| mvaviYZ GLv

Undo( ) Ges Redo( ) Uzj¸‡jv _v‡K| Iqv‡W© KvR 

µvmd&U Awdm 2007 

gB cwiwPZ| 
GwU 

Q| GLvb 
BZ¨vw` dvBj 

‡Zv 

qvRb n‡j 

GLv‡b 
W© KvR 



B›Uvi‡b‡U A_© DcvR©b 
Kivi mgq cÖvqB GB Command
Button ( )-G wK¬K K‡i GB Uzj
cÖ‡qvRbxq KgvÛ hy³ K‡i wb‡Z cv‡
 

 

UvB‡Uj evi (Title Bar) 
Dc‡ii gvSvgvwS RvqMvq cÖ̀ wk©Z nq 
wVK Wv‡b wKQzUv ~̀‡i i‡q‡Q AviI wZbwU
†cÖvMÖvg‡KMinimize ( ), Maximize
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Command¸‡jv e¨envi n‡q _v‡K| B‡”Q Ki‡j Customize 
Uzj¸‡jv e¨ZxZ e¨enviKvix Zvi B‡”Qg‡Zv AviI A‡bK 

‡ib|  

 

 
Z nq †cÖvMÖv‡gi bv‡gi m‡½ I‡cbK…Z WKz‡g‡›Ui bvg| Gi 

wZbwU AvBKb (Icon)| GLvb †_‡K Lye `ªæZ 
Maximize( ) Ges Close ( ) Kiv hvq| 

Customize 
‡bK 

| Gi 

 



wieb (Ribbon) 
IqvW© 2007-Gi GKwU bZzb wdPvi (
Dc‡i UvB‡Uj ev‡ii wb‡P wdZvi g
As‡k fvM K‡i mvRv‡bv n‡q‡Q :Tabs
fv‡jv aviYv _vK‡j KvR A‡bK `ªæZ Kiv m¤¢e nq|
 

 
Awd‡mi Av‡Mi fvm©b¸‡jvi †gbyi cwie
fvm©b¸‡jv‡Z †hgb : dvBj, GwWU, wfD BZ¨vw` 
KgvÛ wQj, †Zgwb GLv‡b wie‡bi Aa
KgvÛ| U¨ve Ges K¨vUvMwii Aax‡
n‡q‡Q| wieb Delete Kiv hvq bv
GRb¨ Kx‡evW© †_‡K GKevi Ctrl+F1 
Show n‡e| 
 
Ribon mivmwi Kx‡ev‡W©i gva¨‡g 
cÖ‡Z¨KwU Tab, Quick Access Toolbar
Letter Show K‡i| 
 

Kvw•ÿZ Kgv‡Ûi Dci Show nIqv 
KgvÛwU cÖ‡qvM n‡e| †hgb : hw` 
Alt+N Pvc‡j mivmwi Insert Tab
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wdPvi (Feature) n‡”Q Ribbon| †cÖvMÖvg DB‡Ûvi wVK 
P wdZvi g‡Zv cÖk¯Í †h AskwU Zv‡K wieb e‡j| wieb‡K wZbwU 

abs, GroupsGesCommands| G¸‡jv m¤ú‡K© 
bK `ªæZ Kiv m¤¢e nq| 

gbyi cwie‡Z© GLv‡b mshy³ Kiv n‡q‡Q wieb| Av‡
dvBj, GwWU, wfD BZ¨vw` †gbyi Aax‡b AviI wKQz mve †gby Ges 

bi Aax‡b i‡q‡Q mvZwU U¨ve Ges K¨vUvMwi Abyhvqx MÖæc I
‡b GKB RvZxq wKQz KgvÛ‡K MÖæc Abyhvqx mvRv

Kiv hvq bv, wKš‘ cÖ‡qvRb n‡j Minimize/Hidden Kiv hvq| 
Ctrl+F1 Pvc‡j Minimize/Hidden n‡e| cybivq Pvc

 Accsee Kiv hvq| Kx‡evW© †_‡K Alt †cÖm Ki
Tab, Quick Access Toolbar Ges Home Button-Gi Dc‡i wKQz 

 
 

nIqv LetterwU Kx‡ev‡W©i gva¨‡g †cÖm Ki‡j Kvw•ÿ
hw` Insert Tab-G cÖ‡ek Kivi cÖ‡qvRb nq, Zvn

Insert TabwU Accessn‡e| 

µvmd&U Awdm 2007 

Ûvi wVK 
K wZbwU 

K© Lye 

 

‡Mi 
gby Ges 

ve Ges K¨vUvMwi Abyhvqx MÖæc I 
MÖæc Abyhvqx mvRv‡bv 

Kiv hvq| 
cybivq Pvc‡j 

cÖm Ki‡j 
i wKQz 

w•ÿZ 
Zvn‡j 



B›Uvi‡b‡U A_© DcvR©b 

 
Gfv‡e Alt Kx †cÖm K‡i †h‡Kv‡bv KgvÛ cÖ
 
KgvÛ (Command) : †h‡nZz Kw¤úDUvi GKwU
ch©šÍ wb‡R †_‡K wKQz Kivi ÿgZv Zvi 
KgvÛ cÖ‡qvRb| gvB‡µvmd&U Awdm Iqv
w`‡Z nq| KgvÛ m¤ú‡K© Avcbvi hZ fv
DV‡eb| †hgb : GKwU †jLv UvBc Kivi ci Zv 
mnR K_vq Avgiv wmwcBD‡q cvIqvi 
K‡i _vwK, meB Avm‡j Kgv‡Ûi gva¨
KvR Kivi †ÿ‡Î cÖ‡qvRbxq me KgvÛ
_v‡K| 
 

 
MÖæc (Group) : MÖæc n‡”Q wKQz Kgv
eo, is cwieZ©b, AvÛvijvBb, d›U cwieZ©b B
†Lqvj K‡i †`Lyb AvÛvi jvBb, d›
GKB RvZxq| GKwUi m‡½ Ab¨wUi
GK‡Î GKwU MÖæc| †hgb : †nvg U¨v‡
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KgvÛ cÖ‡qvM Kiv hvq| 

nZz Kw¤úDUvi GKwU hš¿, †m‡nZz †Kv‡bv KgvÛ bv cvIqv 
K wKQz Kivi ÿgZv Zvi †bB| Kw¤úDUvi cwiPvjbvi †ÿ‡Î cÖ‡Z¨K †ÿ‡

Awdm Iqv‡W©I ZvB| †h‡Kv‡bv KvR Kivi †ÿ‡Î KgvÛ 
K© Avcbvi hZ fv‡jv aviYv _vK‡e, Avcwb ZZB cvi`k©x n
jLv UvBc Kivi ci Zv †QvU wKsev eo Kivi cÖ‡qvRb n‡Z cv‡

cvIqvi †`Iqv †_‡K gvD‡mi gva¨‡g Kw¤úDUv‡i hZ KvR 
i gva¨‡g Kwi| ZvB e¨enviKvixi myweav‡_© GgGm Iqv

me KgvÛ mvwie×fv‡e wie‡bi Aax‡b _vKv MÖæ‡c mvRv

 

Q wKQz Kgv‡Ûi mgwó| †hgb : GKUv wKQz †jLvi ci Zv †QvU
jvBb, d›U cwieZ©b BZ¨vw` Kivi cwieZ©b n‡Z cv‡i| GKUz

Lyb AvÛvi jvBb, d›U cwieZ©b, †jLv †QvU-eo BZ¨vw` KvR¸‡jv A‡bKUv 
½ Ab¨wUi wgj i‡q‡Q| GiKg GKB RvZxq A‡bK¸‡jv KgvÛ 

nvg U¨v‡ei Aax‡b MÖæc¸‡jv| wP‡Î jÿ Kiæb| 

KgvÛ bv cvIqv 
‡ÎB 

Î KgvÛ 
Avcwb ZZB cvi`k©x n‡q 

‡i| 
hZ KvR 

GgGm Iqv‡W© 
mvRv‡bv 

QvU-
i| GKUz 

bKUv 
jv KgvÛ 

 



 

 

 

 

 
Gfv‡e cÖ‡Z¨KwU U¨v‡ei Aax‡b wKQz MÖæc i
KvR¸‡jv Lye mn‡RB m¤úv`b Ki
MÖæ‡ci wewfbœ Ask‡K wPwýZ Kiv n‡
 

 
U¨ve (Tab) : wKQz KgvÛ‡K GKwÎZ K
(Category) AšÍfz©³ K‡i GKwU U¨ve ˆZwi n
WKz‡g›U ˆZwi Kivi ci Zv m¤úv`bv 
Ki‡Z n‡e †mB Kv‡Ri ai‡bi m‡
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wKQz MÖæc i‡q‡Q, †hLvb †_‡K Avgiv Avgv‡`i cÖ‡qvRbxq 
RB m¤úv`b Ki‡Z cvie| wb‡Pi wPÎwU †Lqvj Kiæb| GLv‡b GKwU 

‡q‡Q| 

 

K GKwÎZ K‡i GKwU MÖæc Ges K‡qKwU MÖæc‡K GKwU wefv
i GKwU U¨ve ˆZwi n‡q‡Q| aiæb, GKwU wPwV wKsev Ab¨ †Kv

U ˆZwi Kivi ci Zv m¤úv`bv (Edit) Kivi cÖ‡qvRb n‡Z cv‡i| †m †ÿ‡Î Kx KvR 
‡½ mvgÄm¨ †i‡L U¨ve¸‡jv mvRv‡bv n‡q‡Q| †hgb

µvmd&U Awdm 2007 

qvRbxq 
b GKwU 

K GKwU wefv‡M 
Kv‡bv 
KvR 

hgb : 



B›Uvi‡b‡U A_© DcvR©b 
WKz‡g‡›Ui GK ch©v‡q †Kv‡bv ¯’v‡b GKwU Qwe wKsev 
cv‡i|†m †ÿ‡Î GKUz wPšÍv K‡i †`Lyb GUv Avm
Kv‡Ri m‡½ †Kv‡bv U¨ve ev MÖæ‡ci m¤ú
¯’vcb| GwU mvaviYZ mwbœ‡ewkZ ai
n‡”Q Insert| jÿ Kiæb, Ribon-
Insert U¨v‡e wK¬K K‡i †`Lyb GLv‡
Gai‡bi Ab¨ KvR¸‡jvI Lye mn‡RB Ki
i‡q‡Q| cÖ‡Z¨KwU U¨veB Avjv`v Avjv`v ¸iæZ¡ enb K
 

 
Gevi Avmyb †QvU †QvU wKQz KgvÛ e¨
Ki‡Z nq| avivevwnKfv‡e wb‡Pi cÖwµqvwU Abymi
KgvÛ wkLe| 
 

¯Œj evi (Scroll Bar) 
†cÖvMÖvg DB‡Ûvi Wvb w`‡K i‡q‡Q Scroll Bar
Kiv‡bvi Rb¨ Scroll Bar e¨envi Kiv nq| 

) Ges Down ( )Arrow| 
Kiv‡bv hvq| GQvov Scroll Bar-
ª̀æZ Scroll Kiv hvq| 
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b GKwU Qwe wKsev †Uwej ¯’vcb Kivi cÖ‡qvRb n
`Lyb GUv Avm‡j †Kvb ai‡bi Kv‡Ri g‡a¨ c‡i Ges †

ci m¤ú„³Zv i‡q‡Q wK bv| †hgb : Qwe ¯’vcb wKsev †Uw
ewkZ ai‡bi GKwU KvR|Avgiv Rvwb mwbœ‡ek kãwUi Bs‡iwR 

-G Insert bv‡g Avjv`v GKwU U¨ve i‡q‡Q| †m †ÿ
Lyb GLv‡b G ai‡bi AviI A‡bK KgvÛ i‡q‡Q, †hLvb †_‡

‡RB Ki‡Z cvi‡eb| IqvW© †m‡f‡b †gvU mvZwU U¨ve 
Z¨KwU U¨veB Avjv`v Avjv`v ¸iæZ¡ enb K‡i _v‡K| 

QvU wKQz KgvÛ e¨env‡ii gva¨‡g †R‡b †bB †Kvb KgvÛ Kxfv‡e e¨envi 
Pi cÖwµqvwU AbymiY K‡i dvBj msµvšÍ wKQz ¸iæZ¡c~Y© 

Scroll Bar| WKz‡g›U‡K ª̀æZ Dc‡i I wb‡P IVvbvgv 
e¨envi Kiv nq| Scroll Bar-Gi Dc‡i I wb‡P i‡q‡Q Up (

 GLv‡b wK¬K K‡i WKz‡g›U‡K Dc‡i I wb‡P IVvbvgv 
-Gi gvSvgvwS ButtonwU gvDm w`‡q WªvM K‡i Avi

 

qvRb n‡Z 
†mB 

Uwej 
iwR 
ÿ‡Î 
†_‡K 

wU U¨ve 

 

e e¨envi 

bvgv 
p (
bvgv 

i AviI 



iæjvi (Ruler) 
Ribon-Gi wb‡P Ges †cÖvMÖvg DB‡
†_‡K B‡”Qg‡Zv Margin, Tab Ges 
cÖ‡qvMK…Z Margin Ges Tab¸‡jv
 

 
Kv‡Ri cÖ‡qvR‡b KLbI Ruler-†K 
Horizontal Ruler-Gi wVK Wvb w`
RulerwU Hide n‡q hv‡e| cybivq wK¬K Ki
 

†U·U Gwiqv (Text Area
IqvW© I‡cb Kivi ci Ruler Ges 
gvB‡µvmd&U Iqv‡W© GB AskUzKz‡K 
KvRB Kiv nq, me wKQzB GB Text
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‡Ûvi evg w`‡K †¯‹‡ji g‡Zv AskUzKzB Ruler| GLvb 
Ges Indent wVK K‡i †bIqv hvq| G Qvov WKz‡g

jvI Ruler-G cÖ̀ wk©Z nq| 

K Hide K‡i ivLvi cÖ‡qvRb n‡Z cv‡i| †m †ÿ
Gi wVK Wvb w`‡K View Ruler Button ( )-G wK¬K Ki
e| cybivq wK¬K Ki‡jB Avevi wd‡i Avm‡e| 

Text Area) 
Ges Scroll Bar-Gi Af¨šÍ‡i eo †h AskUzKz _v‡
K Text Area wn‡m‡e we‡ePbv Kiv nq| Iqv‡W© hZ 

Text Area As‡kB n‡q _v‡K| 
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GLvb 
g‡›U 

 

ÿ‡Î 
G wK¬K Ki‡j 

‡K, 
W© hZ 



B›Uvi‡b‡U A_© DcvR©b 

Kvm©i (Insertion Point or C
Text Area’i g‡a¨ GKwU R¡jR¡‡j 
Cursor A_ev Insertion Point 
†jLvi m‡½ m‡½ Kvm©iwUI mi‡Z _v
Kx‡evW© †_‡K hv-B UvBc Kiv nq 
_v‡K| Kvm©i‡K gvDm IKx‡evW© ỳÕ
K‡i| 
 

 
welqwU nq‡Zv GLbI †Nvjv‡U g‡b n
AbymiY Kiæb : 
IqvW© I‡cb K‡i Kx‡evW© †_‡K UvBc Kiæb 
institute of Bangladesh. 
 

 
Gevi jÿ Kiæb Avcbvi Kvm©iwU jvB
AbymiY K‡i Kvm©i‡K wewfbœ ¯’v‡b gyf Kivb| 
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Insertion Point or Cursor) 
j †QvU j¤v̂ jvBb †`Lv hvq| gvB‡µvmd&U Iqv‡W© GUv 

oint bv‡g cwiwPZ|Avgiv hLb †Kv‡bv wKQz wjwL ZLb 
Z _v‡K| mnR K_vq Kvm©i †hLv‡b Ae¯’vb K‡i ZLb 

B UvBc Kiv nq †mUv Kvm©‡ii Ae¯’vb Abyhvqx †mB ’̄v‡b UvBc n
evW© ỳÕfv‡eB wbqš¿Y Kiv hvq Ges †mUv Kv‡Ri Dci wbf©i 

 

‡b n‡”Q| ZvB ¯̂”Qfv‡e †evSvi Rb¨ wb‡Pi cÖwµqvwU 

K UvBc Kiæb Computer world is a leading IT 

 

Kiæb Avcbvi Kvm©iwU jvB‡bi †k‡l Ae¯’vb Ki‡Q| Gevi wb‡Pi KgvÛ¸‡
b gyf Kivb|  

W© GUv 
wKQz wjwL ZLb 

i ZLb 
b UvBc n‡Z 

Ri Dci wbf©i 

Pi cÖwµqvwU 

Computer world is a leading IT 

 

Pi KgvÛ¸‡jv 



GK Aÿi ev‡g 

GK Aÿi Wv‡b 
Avgiv hLb eo WKz‡g›U wb‡q KvR Kwi ZLb Kvm©i
¯’v‡b gyf Kivi cÖ‡qvRb nq| Kvm©i wbqš¿

GK jvBb Dc‡i 

GK jvBb wb‡P 

+ GK kã Wv‡b 

+ GK kã ev‡g 

+ GK Aby‡”Q` wb‡

+ GK Aby‡”Q` Dc

jvB‡bi ïiæ‡Z 

jvB‡bi †k‡l 

+ WKz‡g‡›Ui ïiæ

+ WKz‡g‡›Ui †k
 

Ryg Gwiqv (Zoom Area)
Vertical Scroll Bar-Gi wb‡P evg w`
KLbI †QvU I eo K‡i †`Lvi cÖ‡qvRb nq|
K‡i †`Lv hvq| 
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q KvR Kwi ZLb Kvm©i‡K wewfbœ mgq GK ’̄vb †_‡K Ab¨ 
qvRb nq| Kvm©i wbqš¿Y Kivi †ÿ‡Î wb‡P wKQz KgvÛ †`Iqv n‡jv : 

 

 

Q` wb‡P 

Q` Dc‡i 

i ïiæ‡Z 

k‡l 

) 
P evg w`‡Ki AskwUB Zoom Area| WKz‡g›U‡K KLbI 

qvRb nq| GLvb †_‡K †Kv‡bv WKz‡g›U‡K †QvU I eo 

 

µvmd&U Awdm 2007 

K Ab¨ 
 

K KLbI 
QvU I eo 



B›Uvi‡b‡U A_© DcvR©b 
Increase Button-G wK¬K Kiæb 
†`Lvi Rb¨ Decrease Button-G wK¬K Kiæb| AviI
Wv‡b-ev‡g Wª̈ vM Kiæb| wbw`©ófv‡e Zoom 
GKwU bZzb WvqvjM e· I‡cb n‡e| GLvb 
 

Zoom to As‡k wbw ©̀ó Percent wm
Ki‡j WKz‡g›U‡K †mB cv‡m©›U Abyhvqx 
 

Page Width wbe©vPb Ki‡j WKz‡g
hv‡e|Text Width wbe©vPb Ki‡j WKz
†mB AskUzKz †`Lv hv‡e|Whole Page
WKz‡g›U wb‡q KvR Kivi †ÿ‡Î KLbI KLbI GKB m
cÖ‡qvRb nq| Many Pages wbe©vPb K
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G wK¬K Kiæb †`Lyb WKz‡g›UwUi AvK…wZ eo n‡”Q| Gevi †QvU K
G wK¬K Kiæb| AviI ª̀æZ Zoom Kivi Rb¨ Slider 
Zoom †mU Kivi Rb¨ Zoom Level-G wK¬K Kiæb| 

e| GLvb †_‡K cÖ‡qvRbxq †mwUs cwieZ©b Kiæb| 

 
 

Percent wm‡j± K‡i †hgb 200%, 100% A_ev 75% wm‡
U Abyhvqx †`Lv hv‡e|  

 
 

g›UwU ỳB w`K †_‡K gvwR©bmn w¯Œ‡bi cy‡iv Ask †`
j WKz‡g‡›Ui gvwR©‡bi †fZ‡i †h As‡k Text i‡q‡Q 

Whole Page wbe©vPb Ki‡j cy‡iv WKz‡g›UwU †`Lv hv‡e|eo 
Î KLbI KLbI GKB m‡½ A‡bK¸‡jv Page †`Lvi 

wbe©vPb K‡i GKB m‡½ A‡bK¸‡jv †cR †`Lv hvq| 

QvU K‡i 
Slider 

G wK¬K Kiæb| 

‡j± 

†`Lv 
Q ïay 
e|eo 
`Lvi 



Gevi View Tab-Gi Zoom Group
i‡q‡Q| B‡”Q Ki‡j GKwU gvÎ wK¬K K
 

 

÷¨vUvm evi (Status Bar
†cÖvMÖvg DB‡Ûvi wVK wb‡P evg w`‡
Ae¯’vb, KZ¸‡jv kã Av‡Q, Kvm©‡ii Ae¯
fzj _vK‡j Zv cÖ̀ k©b K‡i| 
 

 

†ní †gby (Help Menu) 
gvB‡µvmd&U Awd‡m Kv‡Ri †ÿ‡Î wewfbœ mgq nVvr K
Kv‡Ri †ÿ‡Î A‡bK eo mgm¨v ˆZwi Ki
i‡q‡Q gvB‡µvmd&U Awdm IqvW© †
Luy‡R wb‡Z cv‡ib|  
 
1. Help Window †Lvjvi Rb¨ 

†Kvbvq Help ButtonwU‡Z wK¬K Kiæb| GKwU DB
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Zoom Group-G †`Lyb Dc‡i DwjøwLZ me KgvÛB GLv
j GKwU gvÎ wK¬K K‡i GLvb †_‡KI GB KvR¸‡jv Kiv hvq| 

Status Bar) 
‡Ki AskUzKz Status Bar|WKz‡g‡›Ui eZ©gvb UvBwcs 
i Ae¯’vb Ges Bs‡iwR WKz‡g‡›Ui †ÿ‡Î †Kv_vI †Kv

 

 
Î wewfbœ mgq nVvr K‡i ARvbv †Kv‡bv mgm¨v Avcbvi 

bK eo mgm¨v ˆZwi Ki‡Z cv‡i| G‡ÿ‡Î GB mgm¨v mgvav‡bi Rb¨ 
†ní| GLvb †_‡K Iqv‡W©i †h‡Kv‡bv mgm¨vi mgvavb 

Lvjvi Rb¨ Kx‡evW© †_‡K F1 †cÖm Kiæb A_ev Ribon-Gi Wvb 
Z wK¬K Kiæb| GKwU DB‡Ûv I‡cb n‡e| 

µvmd&U Awdm 2007 
B GLv‡b 

 

Ui eZ©gvb UvBwcs 
Kv‡bv 

mgm¨v Avcbvi 
bi Rb¨ 

mgm¨vi mgvavb 

Gi Wvb 



B›Uvi‡b‡U A_© DcvR©b 

2. GLvb †_‡K Lye mn‡RB Avcbvi mgm¨vwUi mgvavb cvIqv hv
†Kv‡bvKvjvi cwieZ©b K‡i Zv R
e‡· UvBc Kiæb Font Color 
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RB Avcbvi mgm¨vwUi mgvavb cvIqv hv‡e| †hgb : Kxfv

v Rvbv cÖ‡qvRb| DB‡Ûvi Dc‡i Search-Gi evg w`
olor Ges G›Uvi †cÖm Kiæb| 

fv‡e 
Gi evg w`‡K 



3. jÿ Kiæb wb‡P Search Result 
welqwUi Dci wK¬K Kiæb Ges wb
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Search Result G‡m‡Q| Gevi GLvb †_‡K Avcbvi cÖ‡qvRbxq 

welqwUi Dci wK¬K Kiæb Ges wb‡`©kbv Abyhvqx mgm¨v mgvavb Kiæb| 
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qvRbxq 



B›Uvi‡b‡U A_© DcvR©b 

gvB‡µvmd&U Iqv

†U·U wm‡jKkb (Text Selection)
gvB‡µvmd&U Iqv‡W© KvR Kivi †ÿ‡
Kivi †ÿ‡Î wewfbœ mgq †jLvi Kvjvi, mvBR, d
†hgb : GKwU WKz‡g›U ˆZwi Kivi ci Zvi 
nq| Avi GB wbe©vPb Kivi cÖwµqv‡K Kw¤úDUv
 
†jLv‡K wewfbœfv‡e wm‡j± Kiv hvq| 
 
†h‡Kv‡bv †jLv 
†hLvb †_‡K †jLv wm‡j± Ki‡Z Pvb 
K‡i †h ch©šÍ wm‡j± Ki‡Z Pvb †m ch©šÍ gvDm c
 

 
kã wm‡j± Kiv 
Kvw•ÿZ k‡ãi Dci gvDm c‡q›Uvi wb
 

 
evK¨ wm‡j± Kiv 
Kx‡evW© †_‡K Ctrl Kx †P‡c Kvw•ÿ
Kiæb| 
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Abykxjb-2 
µvmd&U Iqv‡W© KvR Kiv 

 
Text Selection) 

ÿ‡Î †U·U wm‡jKkb GKwU ¸iæZ¡c~Y© welq| KviY KvR 
jLvi Kvjvi, mvBR, d›U BZ¨vw` cwieZ©b Kivi cÖ‡qvRb nq| 

Zwi Kivi ci Zvi †Kvb Ask Kxai‡bi n‡e Zv wbe©vPb K‡i w`
‡K Kw¤úDUv‡ii fvlvq wm‡j± ejv nq| 

j± Kiv hvq| wb‡P wKQz wm‡j± c×wZ †`Lv‡bv n‡jv : 

Pvb †mLv‡b gvDm c‡q›Uvi wb‡q wM‡q evg †evZvg wK¬K 
m ch©šÍ gvDm c‡q›Uvi wb‡q †Q‡o w`b| 

 

Uvi wb‡q wM‡q Wvej wK¬K Kiæb| 

 

Kvw•ÿZ ev‡K¨i Dci gvDm c‡q›Uvi wb‡q wM‡q Wvej wK¬K 

 

Y© welq| KviY KvR 
qvRb nq| 

i w`‡Z 

evZvg wK¬K 

q Wvej wK¬K 



jvBb wm‡j± Kiv 
cÖ_‡g jvB‡bi ïiæ‡Z Kvm©i wb‡q Avmyb|
†k‡l gvDm c‡q›Uvi wb‡q wM‡q gvD‡
 

 
Aby‡”Q` wm‡j± Kiv 
Kvw•ÿZ c¨vivMÖv‡di Dci wZbevi wK¬K Kiæb|
 

 

Kx‡ev‡W©i gva¨‡g †jLv wbe©vPb
 
Aÿi wm‡j± Kiv 
†jLvi †h ¯’vb †_‡K wm‡j± Ki‡Z Pvb 
a‡i Right Arrow Pvcyb| †`Lyb Avcbvi Kvm©i
GKwU Aÿi wm‡j± n‡q‡Q| Gfv‡e 
Aÿi wm‡j± n‡e| GLv‡b jÿYxq,
cv‡k Ges Left ArrowPvc‡j Kvm©
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q Avmyb| Gevi Kx‡evW© †_‡K Shift Kx †P‡c jvB‡
q gvD‡mi Left Button wK¬K Kiæb| 

 

i Dci wZbevi wK¬K Kiæb| 

 

jLv wbe©vPb (Selection with Keyboard) 

Z Pvb †mLv‡b Kvm©i †i‡L Kx‡evW© †_‡K Shift Kx †P
Lyb Avcbvi Kvm©i †hLv‡b wQj †mLvb †_‡K Wvb cv
e Shift Kx †P‡c hZevi Arrow Kx Pvcv n‡e ZZwU 
, Shift Kx †P‡c Right Arrow Pvc‡j Kvm©‡ii Wvb 

j Kvm©‡ii evg cv‡k wm‡j± n‡e| 
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‡bi 

 

P‡c 
K Wvb cv‡k 

e ZZwU 
ii Wvb 

 

 



B›Uvi‡b‡U A_© DcvR©b 

kã wm‡j± Kiv 
Iqv‡W© KvR Ki‡Z cÖvqB we‡kl †Kv
eo Kiv BZ¨vw`i cÖ‡qvRb nq| †m 
K‡i Zvici †mB KgvÛ cÖ‡qvM Ki
ev‡g Kvm©i ivLyb Ges Kx‡evW© †_‡K 
Right Arrow Ges Wv‡b Ae¯’vb Ki
†P‡c hZevi Arrow Kx Pvcv n‡e ZZwU kã wm
 

 
jvBb wm‡j± Kiv 
cÖ_‡g jvB‡bi ïiæ‡Z Kvm©i wb‡q Avmyb|
 

Kv÷g wm‡jKkb 
wKQz †ÿ‡Î GKB m‡½ GKvwaK jvBb 
cÖ‡qvRb n‡Z cv‡i| wb‡Pi D`vniYwU jÿ
K‡i‡Qb| †hLvb †_‡K cÖ‡Z¨K jvB
Kiæb|  
 

1. †hLvb †_‡K wm‡j± Kiv cÖ‡qvRb 
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Kv‡bv kã‡K GKUz †gvUv (†evì), Kvjvi cwieZ©b, mvBR
m †ÿ‡Î Kvw•ÿZ KvRwU Kivi Av‡M †mB kãwU‡K wm‡

qvM Ki‡Z nq| †h kãwU wm‡j± Kiv cÖ‡qvRb Zvi Wv‡b ev 
K Ctrl+Shift †P‡cKvm©i hLb k‡ãi ev‡g _vK‡e ZLb 
vb Ki‡j Left Arrow Pvcyb| Gfv‡e Ctrl+Shift

e ZZwU kã wm‡j± n‡e| 

 

q Avmyb| Gevi Kx‡evW© †_‡K Shift+End Kx Pvcyb| 

 
 

½ GKvwaK jvBb †_‡K eivei wKsev AvqZvKvi AvKv‡i wm‡j± Kivi 
Pi D`vniYwU jÿ Kiæb|aiv hvK Avcwb GKwU wj÷ ˆZwi 
Z¨K jvB‡bi cÖ_g AskwUi cÖ‡qvR‡b wb‡Pi cÖwµqvwU AbymiY

 
qvRb †mLv‡b Kvm©i ivLyb| 

evì), Kvjvi cwieZ©b, mvBR 
‡j± 
b ev 

e ZLb 
Ctrl+Shift 

 

 

j± Kivi 
ˆZwi 

Pi cÖwµqvwU AbymiY 


