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ezfgT{No ;kfJz;ezfgT{No ;kfJz;ezfgT{No ;kfJz;ezfgT{No ;kfJz;    
;q/Dh;q/Dh;q/Dh;q/Dh----;ZsthA;ZsthA;ZsthA;ZsthA    

    
gkmeqw (fbysh)gkmeqw (fbysh)gkmeqw (fbysh)gkmeqw (fbysh)    

pwT 1:   tweIipMg itaUtr 

t`c-tweIipMg, kIA-borf au`qy auNgLW dI siQqI, numYirk kIA-pYf, kIA-borf dIAW mh`qvpUrn 

kIz, Anmol ilpI &ONt rwhIN pMjwbI iv`c tweIipMg, tweIipMg spIf vDwaux leI ihdwieqW , bYTx 

dw shI qrIkw, lgwqwr tweIipMg krn auprMq hox vwly qxwA  Aqy byArwmI qoN bcn leI suJwA 

   pwT 2 :   ivMfoz AYksplorr 

ivMfoz AYksplorr,  ivMfoz AYksplorr  nMU KolHxw, ivMfoz AYksplorr  dy Bwg, ivMfoz AYksplorr 

dy ivaU, &weIl Aqy &olfr nwL kMm krnw, sricMg, rn-kmWf dI vrqoN, kYlkUlytr dI vrqoN, 

kstmwieizMg fY`sktwp  

        pwT 3 :         ;N'o/i fvtkfJf;;N'o/i fvtkfJf;;N'o/i fvtkfJf;;N'o/i fvtkfJf;˜̃̃̃ 

  w?woh eh j?<, w?woh dh tos', w?woh dhnK fe;wK, gqkfJwoh w?woh, ;?ezvoh w?woh   

pwT 4 :            n?Zwan?Z; tov ftZu ckow?fNzr (Gkrn?Zwan?Z; tov ftZu ckow?fNzr (Gkrn?Zwan?Z; tov ftZu ckow?fNzr (Gkrn?Zwan?Z; tov ftZu ckow?fNzr (Gkr----1)1)1)1) 

f;b?eÙB nkc N?e;N, eZN, ekgh ns/ g/;N, ckow?N g/No, N?Ze;N ¯kow?fNzr, N?Ze;N fJc?eN;, u/Ai 

N?Ze;N e/;,  p[b/N iK Bzpo, N?Ze;N dh nbkJhBw?AN, bkJhB ;g/; n?vi;N eoBk, Ù/fvzr, ¯KJhv ns/ 

fogb/;, g/i p/qe, g/i Bzpo, j?Zvo s/ ¯[ZNo, fgeuo$efbZg nkoN, Ù/g; dkıb eoBk, ;wkoN nkoN 

rqkfce;, N?e;N pke; dkyb eoBk, tkov nkoN, f;zpb; 

pwT 5 : AY`m.AY`s.vrf iv`c PwrmYitMg (Bwg-2) 

ipkcr tUl(&wrmYt tYb), pyj lyA-AwaUt, pyj bYkgRwaUNf, iriva, ipRMitMg fwkUmYNts 

pwT 6 : mltImIfIAw nwL jwx-pCwx 

mltImIfIAw dy Bwg, mltImIfIAw leI zrUrqW, mltImIfIAw pRYzYNtySn, mltImIfIAw dy Kyqr  

pwT 7 : n?Zwan?Z; vk;n?Zwan?Z; vk;n?Zwan?Z; vk;n?Zwan?Z; vk;    

:{̃ o fJzNo¯/;, vk; eh j???<, ewKv gq"wgN  

pwT 8 :    vk; ewKv˜vk; ewKv˜vk; ewKv˜vk; ewKv˜    

n?Zwan?Z;avk; bJh b[VhdhnK ¯kJhbK, n?Zwan?Z;avk; dhnK ewKvK, vk; fv;e dk fet/A gqpzX eodk 

j?<, ¯kJhbK Bz{ Bkw fet/A fdZsk iKdk j?, o{N vkfJo?eNoh, vk; dh vkfJo?eNoh pDso, fJzNoBb 

ewKv˜, n?e;NoBb ewKv˜, n?Zwan?Z;avk; n?vhNo, p?u ¯kJhb  
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gkmeqw (ggkmeqw (ggkmeqw (ggkmeqw (gq:'rh)q:'rh)q:'rh)q:'rh)    

gqqqq:'r 1a j'w bkJhB T[Zs/ T[ArbK dh ;fEsh do;kT[Adk fuZso pDkU. 

gq:'r 2a d{;oh ns/ sh;oh bkJhB dhnK eh˜ B{z do;kT[Adk fJZe fuZso pDkU. 

gq:'r 3a j/m fbfynk N?e;N NkJhg eo'. 

All deleted files folders are stored in Recycle bin. If file/folder is deleted by 

mistake, then it can be recovered back from Recycle bin with the help of 

“Restore” option. 

gq:'r 4a ftzv' n?e;gb'oo B{z ;NkoN pNB, ehn p'ov ÙkoeZN ns/ ;ou nkgÙB dh wdd   

                    Bkb y'b'. 

gq:'r 5a        Paint ftZu pDkJh e'Jh fJZe fgeuo˜ Bz{ v?e;Nkg dh p?erqkT[Av T[Zs brkT[D d/ ;N/g  

dZ;'. 

gq:'r 6a  3D Text dh wdd Bkb nkgDk Bkw fby' ns/ ;eohB ;/to d/ s"o s/ brkU. 

gq:'r 7a (I) D: vokJht ftZu nkgD/ BK dk fJZe c'bvo pDkU. 

  (II) c'bvo B{z wkT{; iK ehn p'ov dh wdd Bkb fvbhN eo' ns/ oh;N'o eo'. 

gq:'r 8a (I) v?;eNZkg s/ fJZe  "SCHOOL" BK dk fJZe c'bvo pDkU. 

  (II) c'bvo B{z COPY eoe D: vkJht ftZu g/;N eo'. 

  (III) ohB/w nkgÙB dh wdd Bkb c'bvo dk BK  "SCHOOL" s' pdbe/                             

                              "CLASS" eo'. 

gq:'r 9a j/m fbfynk N?e;N NkJhg eo'. 

  1. Left alignment : To align text on left margin 

2. Right alignment: To align text on right margin 

3. Centre alignmant: To align text in centre 

4. Justify alignment: To align text on both left and right margin. 

gq:'r 9a1a     T[go'es N?e;N dk c"N Times New Roman ns/ Size 20 eo'.  

   gfjbh bkJhB Bz{ Left nbkJhB eo'. 

   d{ih bkJhB B{z Right nbkJhB eo'. 

   shih bkJhB B{z ;?ANo nbkJhB eo'. 

u'Eh bkJhB B{z Justify nbkJhB eo'. 

gq:'r 9a2 T[go'es N?e;N ftZu'A rbs ÙpdK B{z ;g?fbzr rokwo dh wdd Bkb ;jh  eo'. 



       1a gfjbh bkJhB d/ N?e;N B{z f;b?eN eo'.
       2a T[;dh N?e;N p?erqkT[Av 
      3a T[go'es N?e;N ftZu'A 
           eo'. 
     4a  Replace 

 
gq:'r 9a3 vke{w?AN ftZu g/i d/ EZb/ ;Zi/ gk;/ g/i Bzpo fJB;oN eo'. 

 j?vo ftZu "Computer Science" 

gq:'r 10a M.S. word ftZu 

 

 

 

  

   

gq:'r 11.  T[go'es N/pb ftZu doi fJzBg[ZN ns/ nkT{Ng[ZN fvtkJh;; dhnK fgeuoK fJB;oN 

eo'. 
gq:'r 12a Smart Art  dh tos'A Bkb e'Jh th Ù/g dkyb eo' ns/ T[; ftZu N?e;N NkJhg eo'.
gq:'r 13a MS-DOS  dhnK fJBNoBb ewKvK fby'.
gq:'r 14a D: vokJht ftZu nkgD/ Bkw dh BthA vkfJo?eNoh pDkU.

gq:'r 15a pDkJh rJh vkfJo?eNoh ftZu 

gq:'r 16a D: vokJht ftZu ckJhbK ns/ c'bvoK Bz{ fdykT[D bJh ewKv NkJhg eo'. 
gq:'r 17a  Com 2 ckJhb Bz{ 
gq:'r 18a j/m fby/ Bz{ do;kT[Adh ewKvK fby'.
 

    

 

gq:'r 19.   Com 2 ckJhb dh fJZe ekgh pDkU fi;dk Bkw 

gq:'r 20a  ewKv gokwN dh ;eohB Bz{ ;k¯ eoB bJh ewKv fby'.

Input Device

Keyboard

Mouse

Scanner

Microphone
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1a gfjbh bkJhB d/ N?e;N B{z f;b?eN eo'. 
2a T[;dh N?e;N p?erqkT[Av YELLOW eo'. 
3a T[go'es N?e;N ftZu'A "Find" nkgÙB dh wdd Bkb "text"

Replace nkgÙB dh wdd Bkb "text" Ùpd B{z "line" Ùpd Bkb fogb/; eo'.

 
vke{w?AN ftZu g/i d/ EZb/ ;Zi/ gk;/ g/i Bzpo fJB;oN eo'.  

"Computer Science" ns/ c[ZNo ftZu Class 7th fby''. 

ftZu insert table nkgÙB dh wdd Bkb j/m fbfynk N/pb pDkU.

T[go'es N/pb ftZu doi fJzBg[ZN ns/ nkT{Ng[ZN fvtkJh;; dhnK fgeuoK fJB;oN 

dh tos'A Bkb e'Jh th Ù/g dkyb eo' ns/ T[; ftZu N?e;N NkJhg eo'.
dhnK fJBNoBb ewKvK fby'. 

vokJht ftZu nkgD/ Bkw dh BthA vkfJo?eNoh pDkU. 

pDkJh rJh vkfJo?eNoh ftZu Com1 ns/ Com2 Bkw dhnK d' ckJhbK pDkU.

vokJht ftZu ckJhbK ns/ c'bvoK Bz{ fdykT[D bJh ewKv NkJhg eo'. 
ckJhb Bz{ delete eoB bJh ewKv fby'. 

j/m fby/ Bz{ do;kT[Adh ewKvK fby'. 

  

ckJhb dh fJZe ekgh pDkU fi;dk Bkw Com 3 oZy' 

ewKv gokwN dh ;eohB Bz{ ;k¯ eoB bJh ewKv fby'. 

    

D:

Memory

Primary Secondary

Input Device Output Device 

Keyboard Printer 

Mouse Speaker 

Scanner Monitor 

Microphone Plotter 

"text" Ùpd ckJ]v  

Ùpd Bkb fogb/; eo'.

nkgÙB dh wdd Bkb j/m fbfynk N/pb pDkU.  

  

T[go'es N/pb ftZu doi fJzBg[ZN ns/ nkT{Ng[ZN fvtkJh;; dhnK fgeuoK fJB;oN 

dh tos'A Bkb e'Jh th Ù/g dkyb eo' ns/ T[; ftZu N?e;N NkJhg eo'. 

Bkw dhnK d' ckJhbK pDkU. 

vokJht ftZu ckJhbK ns/ c'bvoK Bz{ fdykT[D bJh ewKv NkJhg eo'.  

 


