














• ekbØkslkW¶V vkWfQl ijLij lacaf/kr (Interrelated) MsLdVkWi vuqiz;ksxksa (Applications) 
vkSj lsokvksa dk lewg gS] ftls lkewfgd :i ls vkWfQl lwV dgrs gSaA

• ;g f{kfrt lkekukarj ekdsZV lkWIVos;j gS tks fofHkUu {ks=ksa esa O;kid :i ls iz;ksx gksrk
gSAgSA

• Ms& vkWfQl loZizFke lu~ 1989 esa ekbØkslkW¶V dkiksZjs’ku }kjk Mac&OS ds fy, 'kq: 
fd;k x;kA

• fQj lu~ 1990 esa foaMkst ds fy, izFke laLdj.k yk;k x;kAMS&office 3-0 vkWfQl
dk foaMkst vkWijsfVax flLVe ds fy, izFke laLdj.k FkkAdk foaMkst vkWijsfVax flLVe ds fy, izFke laLdj.k FkkA

• mlds ckn MS-office 4-0 lu~ 1994 vk;k ftuesa oMZ 6-0] ,Dly 5-0] ikoj IokbaV 4-
0] esy vkSj ,Dlsl FkkA



• Day&office
• MS&office 3-0

• MS-office 4-0
• MS-office 4-3] 
• MS-office 

MS-Office  ds laLdj.k

• MS-office 95
• MS-office 97
• MS-office 2000
• MS-office XP
• MS-office 2003• MS-office 2003
• MS-office 2007 
• MS-office 2010 
• MS-office 2013









• ,e ,l oMZ ekbØkslkW¶V }kjk fodflr oMZ izkslslj gSA
• bldk eq[; dk;Z VsDlV ;k nLrkost dks lapkfyr djuk gSA

MS-WORD

• bldk eq[; dk;Z VsDlV ;k nLrkost dks lapkfyr djuk gSA
• ;g ,d oMZ izkslsflax iSdst gS] ftldh lgk;rk ls
lk/kkj.k nSfud i= O;ogkj ls ysdj MsLdVkWi ifCyf”kax
Lrj ds dk;Z lqfo/kkiwoZd fd;s tk ldrs gSaA



• blesa ijEijkxr esU;qvksa ds lkFk gh Vwy ckjkas (Tool Bars) dh 
lqfo/kk Hkh miyC/k gSA

MS-WORD

lqfo/kk Hkh miyC/k gSA

• tSls& Copy-Cut-Paste, Find and Replace, QkWUV] vkWVks
djsDV (Auto Correct), Lisfyax ,aM xzkej dh tk¡p djuk] 
cqysV~l rFkk uacfjax (Bullets and Numbering) bR;kfnA



• ekbØkslkW¶V oMZ nLrkost dks cukus rFkk 'ks;j djus ds fy, 
'kfDr'kkyh midj.k (Powerful Tools) iznku djrk gSA

MS-WORD

• dksbZ Hkh nLrkost cukus ls igys ls orZeku nLrkost esa dksbZ Hkh
ifjorZu djus ds fy, ,e ,l oMZ esa cgqr lkjs VwYl ,oa ^ 
'kkVZdV &dh^ gSaA

• To Open or Start Microsoft Word• To Open or Start Microsoft Word
• Click on Start > Program > MS-Office > MS-Word



MS Word Screen Window



Open Dialog Box



• ekbØkslkW¶V oMZ esa Vwyckj ljy rFkk vklku dk;Z{kerk iz;ksDrk dks iznku
djrk gSA

• Vwyckj esa cgqr lkjs dk;ksZa ds 'kkWVZdV gksrs gSa ftudk mi;ksx fd;k tk

Viewing the Toolbar

• Vwyckj esa cgqr lkjs dk;ksZa ds 'kkWVZdV gksrs gSa ftudk mi;ksx fd;k tk
ldrk gSA

• ijUrq loZizFke gesa ;g lqfuf'pr djuk gS fd mfpr Vwyckj LØhu ij
fn[kkbZ ns (Visible) jgk gSAfn[kkbZ ns (Visible) jgk gSA

1- Vwyckj dks Visible gksus ds fy,&
2- esU;w ckj esa View ij fDyd djrs gSaA
3- izkIr Pull down Menu esa Vwyckj (Toolbar) dk p;u djrs gSaA



• rRi'pkr~ izkIr esU;w ls LVSUMMZ (Standard),QkjesfVax
(Formatting) rFkk Mªkbax (Drawing) bR;kfn dk p;u djrs gSaA

• lHkh Vwyckjksa dh rqyuk esa LVSUMMZ (Standard) rFkk QkesZfVax• lHkh Vwyckjksa dh rqyuk esa LVSUMMZ (Standard) rFkk QkesZfVax
(Formating) Vwyckjksa dk mi;ksx lcls vf/kd gksrk gSA

• LVSUMMZ Vwyckj ds vUrxZr U;w (New)]vksisu (Open)] lso
(Save)] Lisfyax ] xzkej ,oa fizUV (Print) bR;kfn VwYl jgrs gSaA(Save)] Lisfyax ] xzkej ,oa fizUV (Print) bR;kfn VwYl jgrs gSaA



• QkesZfVax Vwyckj ds vUrxZr QUV use (Font name)] QksUV lkbt
(Font size)] QUV LVkby (Font Style)] ekftZu (Margin)] iSjkxzkQ
(Paragraph) ,oa cqysVl vkSj uEcfjax (Bullets and Numbering) 
bR;kfn VwYl jgrs gSaAbR;kfn VwYl jgrs gSaA

• ;fn ge pkgsa rks vU; Vwyckj dk Hkh p;u dj ldrs gSaA







1- esU;w ckj esa File ij fDyd djrs gSaA
2- izkIr Pull down Menu esa U;w (New) dk p;u djrs gSaA
• [kkyh nLrkost (Blank document) cukus ds fy, Blank document dk

Creating a New Document

• [kkyh nLrkost (Blank document) cukus ds fy, Blank document dk
p;u djrs gSa ;k  ekbØkslkW¶V esa iznku VsEiysV (Templates) ij vk/kkfjr
nLrkost cukus ds fy, vius vuqlkj p;u djrs gSaA





Save Dialog Box



1- esU;w ckj esa Qkby ij fDyd djrs gSaA
2- izkIr Pull Down Menu esa Save dk p;u djrs gSaA

Save the new Document

2- izkIr Pull Down Menu esa Save dk p;u djrs gSaA
3- laxzfgr djus ds fy, LFkku ;k Mªkbo fuf'pr djus ds mijkar
Qkby dks ,d uke ftls Qkby use dgrs gSa( nsrs gSa rFkk OK
djrs gSaA ekbØkslkW¶V oMZ esa Qkby use dk ,DlVaslu DOCdjrs gSaA ekbØkslkW¶V oMZ esa Qkby use dk ,DlVaslu DOC
Lor% ysrk gSA Qkby ,DlVas’ku Qkby Vkbi dks vkbMsaVhQkbZ
djrk gSA

4- lsafox] eseksjh ls LVksjst ek/;e rd nLrkost dkWih djrk gSA



1- fdlh nLrkost ds VsDLV dks QkesZfVax djus ds fy,&
2- VsDLV ftls QkesZfVax djuk gS mls left ekml cVu }kjk fDyd

Formatting Text

dj idM+s gq, (Holding down) gkbZykbV djrs gSaA
• viuh bPNkuqlkj fQj VsDlV esa ifjorZu dj ldrs gSaA



Formatting Tools for Format Text



1- nLrkost esa tgk¡ ge Vscy cukuk pkgrs gSa ogk¡ fDyd
djrs gSa] ftlds QyLo:i dlZj ogk¡ igq¡p tkrk gSA

Inserting a Table

djrs gSa] ftlds QyLo:i dlZj ogk¡ igq¡p tkrk gSA
2- esaU;wckj ls Table dk p;u djrs gSaA
3- fQj Insert dk p;u dj Table dk p;u djrs gSaA
4. Row rFkk Column r; djrs gSaA



Insert Table in the document



1- nLrkost esa tgk¡ ge fp= Mkyuk pkgrs gSa ogk¡ fDyd
djrs gSaA

Inserting a Picture

djrs gSaA
2- esU;wckj esa Insert fodYi dk p;u djrs gSaA
3. Picture fodYi dk p;u djrs gSaA
4. Clip Art ;k Form File dk p;u djrs gSaA

Insert5- ogk¡ fp= dk p;u dj Insert fDyd djrs gSaA



Insert Picture Dialog Box



Inserting Page Number 
and Date/Time

1- esU;wckj esa Insert fodYi dk p;u dj fDyd djrs gSaA
2- ogk¡ ,d&,d dj Page Number rFkk Date & Time dk p;u
djrs gSaA Alt + Shift + D & T



nLrkost esa Spelling and Grammar dh xyfr;ksa dks lq/kkjus ds fy,
(Spell check) Vwy dk mi;ksx fd;k tkrk gSA ;g xyr 'kCnksa dks
vUMjykbu dj gesa =qfV;k¡ crkrk gSA

Spell Checking in Document

vUMjykbu dj gesa =qfV;k¡ crkrk gSA



• Open an Old File
• esU;wckj ds Qkby fodYi ij fDyd djrs gSaA
• izkIr Pull down Menu ds Open fodYi ij fDyd djrs gSaA

File Operations in Word

• izkIr Pull down Menu ds Open fodYi ij fDyd djrs gSaA
• Open dialog box [kqyus ij QksYMj ¼ftlesa Qkby fo|eku gS½ 

dk p;u djrs gSaA
• rRi'pkr~ izkIr Qkbyksa dh lwph ls bfPNr Qkby dk p;u dj• rRi'pkr~ izkIr Qkbyksa dh lwph ls bfPNr Qkby dk p;u dj

Open cVu dks fDyd djrs gSaA ftlds QyLo:i Qkby [kqy
tkrh gSA



Open Existing(Old) File



• esU;wckj ds Qkby ij fDyd djrs gSaA
• izkIr Pull down Menu ds Open ij fDyd djrs gSaA
• ftl Qkby dks dkWih djuk gS ml ij Right click djrs gSa rFkk

Copy a File

• ftl Qkby dks dkWih djuk gS ml ij Right click djrs gSa rFkk
izkIr 'kkVZdV esuq ls dkWih fodYi ij fDyd djrs gSaA

• ftl QksYMj ;k Mªkbo esa dkWih djuk gS ml ij Right fDyd
djrs gSa rFkk fQj Paste fodYi ij fDyd djrs gSA ,d ckj esadjrs gSa rFkk fQj Paste fodYi ij fDyd djrs gSA ,d ckj esa
,d ls T;knk Qkby ge p;u dj dkWih dj ldrs gSaA



• esU;wckj ds Qkby ij fDyd djsaA

• izkIr Pull down Menu ds Open ij fDyd djsaA

Move a File

• izkIr Pull down Menu ds Open ij fDyd djsaA

• ftl Qkby dks Move djuk gS ml ij Right click dj
fQj dV (cut) ij fDyd djrs gSaA

• ftl QksYMj esa Move djuk gS ml ij Right click dj• ftl QksYMj esa Move djuk gS ml ij Right click dj
fQj Paste fodYi ij click djrs gSaA



• esU;wckj ds Qkby fodYi ij click djrs gSaA

• izkIr Pull down Menu ds Open ij clickdjrs gSaA

Rename a File

• izkIr Pull down Menu ds Open ij clickdjrs gSaA

• ftl Qkby dks Rename djuk gS ml ij Right click dj
izkIr 'kkWVZdV esU;w ds Rename fodYi ij click djrs gSaA

• u;s uke fy[krs gSa rFkk Enter nckrs gSaA• u;s uke fy[krs gSa rFkk Enter nckrs gSaA

• u;s uke lfgr ;k u;s yksds'ku ij fdlh fo|eku Qkby dks
lsHk djus ds fy, lsHk ,st (Save As) dekaM dk iz;ksx djrs gSaA





Save as Dialog Box / Rename File
F12 For Save as 



• esU;wckj ds Qkby fodYi ij click djrs gSaA
• izkIr Pull down Menu ds Open ij click djrs gSaA• izkIr Pull down Menu ds Open ij click djrs gSaA
• ftl Qkby dks feVkuk gS ml ij Right click dj izkIr 'kkWVZdV esU;w
ds Delete fodYi ij Click djrs gSaA



Undo and Redo

Undo Ctrl + ZUndo Ctrl + Z

Redo Ctrl + Y



6- vuMw rFkk fjMw (Undo and Redo)
• LVSaMMZ Vwyckj ds Undo ds ckn vafdr NksVs ls rhj ds fu'kku
ij click djrs gSa rks rqjar gky esa fd;s x;s dk;ksZa dh lwphij click djrs gSa rks rqjar gky esa fd;s x;s dk;ksZa dh lwph
nsrk gS ftls Undo dj ldrs gSaA

• ftl dk;Z dks geus Undo fd;k gS oks lgh ugha gS rks LVSaMMZ
Vwyckj esa Redo ij click dj iwokZoLFkk esa vk ldrs gSaAVwyckj esa Redo ij click dj iwokZoLFkk esa vk ldrs gSaA



Print Dialog Box



7- Qkby dks fizUV djuk (Print a File)
• esU;wckj ds Qkby fodYi ij fDyd djrs gSaA
• izkIr Pull down Menu ds Print fodYi ij fDyd djrs• izkIr Pull down Menu ds Print fodYi ij fDyd djrs
gSaA

• izkIr Dialog foaMks esa bfPNr lwpuk Hkj dj fizUV izkIr djrs
gSaAgSaA



• By default ;g iksVsZV eksM esa fizaV gksrk gSA

• ,e ,l oMZ esa VsDLV vkWijs'ku (Text Operations in 
MS-Word) : ,e ,l oMZ esa igys ls orZeku nLrkost esa dksbZ
Hkh VsDlV vkijs'ku ;k VsDlV esa dksbZ Hkh ifjorZu djus ds fy, Hkh VsDlV vkijs'ku ;k VsDlV esa dksbZ Hkh ifjorZu djus ds fy, 
,fMV (Edit) esU;w dk mi;ksx djrs gSa bls ,fMfVax djrs le; 
;wtj ^LØhu vkSj fizUVsM QkeZ^ nksuksa esa ist ij fn[krs VsDlV esa
ifjorZu djrk gSAifjorZu djrk gSA

1- VsDlV dks <w¡<+uk (Find)
• Edit esU;w ls Find ij fDyd djrs gSaA



Find And Replace Dialog Box



Find And Replace Dialog Box



• fQj Find what ckWDl esa ftls <w¡<+uk gS ml VsDLV dks fy[krs
gSaA

• Find Next ij fDyd djrs gSaA

Find and Replace 2- VsDLV dks Find and Replace djuk %

• Edit esU;w ls Replace ij fDyd djrs gSaA

• Find what ckWDl esa ftl VsDLV dks gVkuk gS og fy[krs gSaAFind what 
• Replace with ckWDl esa ftl VsDLV ls gVkuk gS og fy[krs gSaA



• Find next ij fDyd djrs gSa] rc Replace ;k 
Replace All ij fDyd djrs gSaA

3- VsDLV dk case esa ifjorZu djuk (Change Case)3- VsDLV dk case esa ifjorZu djuk (Change Case)
• fdlh VsDLV ds Case dks UPPER CASE 

(CAPITAL LETTER), lower case (small letter) ;k 
VkbVy ds Case esa ifjorZu fd;k tk ldrk gSAVkbVy ds Case esa ifjorZu fd;k tk ldrk gSA

• ftl VsDLV dk Case esa ifjorZu djuk gS mls Select
djrs gSaA



• esU;wckj ds Format ij fDyd djrs gSaA

• Change case fodYi ij fDyd dj buesa ls dksbZ ,d dk
p;u djrs gSa&

• Sentence case• Sentence case& okD; ds izFke v{kj dks cM+k rFkk vU; lHkh
dks NksVk jgus nsrk gSA

• lower case& lHkh v{kjksa dks small letter esa ifjofrZr djrk
gSAgSA

• UPPER CASE &lHkh v{kjksa dks CAPITAL LETTER esa
ifjofrZr djrk gSA



• Title Case& okD; ds izFke v{kj dks Capital 
letter esa ifjofrZr djrk gSA

• tOGGLE cASE& ;g first letter ,  Small • tOGGLE cASE& ;g first letter ,  Small 
letter esa rFkk cdk;k cAPITAL LETTER esa
ifjofrZr djrk gSA



Header & Footer 



• gsMj rFkk QwVj cukuk
• Create a Header or Footer
• View esuq ls Header and Footer ij fDyd djrs gSaA
• gsMj cukus ds fy, gsMj ,fj;k esa VsDLV ;k xzkfQDl Mkyrs gSa ;k • gsMj cukus ds fy, gsMj ,fj;k esa VsDLV ;k xzkfQDl Mkyrs gSa ;k 

gsMj vkSj QwVj Vwyckj ds cVu ij fDyd djrs gSaA
• Insert Page Number i`"B esa uacj nsrk gSA
• Insert Date orZeku frfFk nsrk gSA
• Insert time orZeku le; nsrk gSA• Insert time orZeku le; nsrk gSA
• Insert No. of Pages i`"B dh la[;k nsrk gSA
• Qkby uke ;k Authors uke nsus ds fy, Insert Auto text 

fDyd djrs gSaA



• QwVj cukus ds fy, Switch between header and footer
ij fDyd djrs gSaA

• Step 2 nqgjkrs gSaA
•• tc gsMj rFkk QwVj cu tkrk gS rks Close ij fDyd dj ckgj

vk tkrs gSaA

• fDyi vkVZ ls fp= dks vius nLrkost esa ykuk

• Insert a picture from the Clip Art
• tgk¡ fDyi vkVZ yxkuk gS ml LFkku ij fDyd dj dlZj ys

tkrs gSaA



• Mªkbax Vwyckj esa Insert Clip Art ij fDyd
dj fp= ij fDyd djrs gSaA

• fDyi xSyjh dk mi;ksx gksus ds ckn ¼x½ • fDyi xSyjh dk mi;ksx gksus ds ckn ¼x½ 
close cVu dks Clip Art Gallery ds VkbVy
ckj esa vkrk gS mlij fDyd djrs gSaAckj esa vkrk gS mlij fDyd djrs gSaA



Clip Art Task Pane



lkj.kh&I % LVSaMMZ VWyckj

VwYl dk uke dh& cksMZ

vkWijs'ku

fooj.k

vkWijs'ku

New Document Ctrl $ N ,d ubZ Qkby ;k VsEiysV vk/kkfjr Qkby 

cukrk gSA

Open (File menu) Ctrl $ O p;fur (selected) Qkby dks [kksyrk gSAOpen (File menu) Ctrl $ O p;fur (selected) Qkby dks [kksyrk gSA



Save (File 
menu)

Ctrl $ S lfØ; Qkby dks blds orZeku Qkby uke] LFkku rFkk

Lo:i (Format) ds lkFk lso (Save) gSA

Mail Recipient nLrkost dks (Content of Document) dks bZ&esyMail Recipient nLrkost dks (Content of Document) dks bZ&esy

lans'k ds <k¡ps (Body) ds :i esa Hkstrk gSA

Print (File 
menu)

Ctrl $ P lfØ; Qkby ;k p;fur nLrkost dks fizaV djrk

gSA fizaV fodYi dk p;u djus ds fy, Qkby esU;wmenu) gSA fizaV fodYi dk p;u djus ds fy, Qkby esU;w

esa fizaV fodYi ij fDyd djrs gSaA



Print Preview (File 
Menu)

Ctrl $ F2 tc ge Qkby fizaV djus esa gksa rks ;g dSlk 

fn[ksxk ;g crkrk gSA

Spelling and 
Grammar (Tools 
menu)

F7 lfØ; nLrkost esa orZuh rFkk O;kdj.k tk¡o

rFkk ys[ku 'kSyh =qfV;k¡ crkrk gSA mUgsa

Bhd djus ds fy, lq>ko nsrk gSA

Cut (Edit menu) Ctrl $ X lfØ; nLrkost ls p;fur fp= ;k VsDLV

dks gVkdj fDyicksMZ eas j[krk gSA



Copy (Edit 
menu)

Ctrl $ C fDyicksMZ esa p;fur fp= ;k VsDlV dh izfrfyfi (Copy) 
cukdj j[krk gSA

Paste (Edit Ctrl $ fDyicksMZ ds lkexzh dks izfof"V fcUnq

menu) V (Insertion Point) ij isLV djrk gSA

Undo (Edit 
menu)

Ctrl $ Z vafre vkns'k dks foQy djrk gS rFkk vafre esa

Vkbi fd;s x;s VsDLV dks gVk nsrk gSAmenu) Vkbi fd;s x;s VsDLV dks gVk nsrk gSA

Redo (Edit 
menu)

Ctrl $ 

Y
Undo vkns”k ds fØ;k (action) dks foQy

djrk gSA



Hyperlink Ctrl $ K u;s gkbijfyad dks Mkyrk gS ;k p;fur

gkbijfyad dks ,fMV (Edit) djrk gSA

Tables and 
Borders

Vscy vkSj ckWMZj (Tables and Borders) Vwyckj

iznf'kZr djrk gSA

Insert TableInsert Table Vscy cukrk gSA

Insert Excel 
Worksheet

nLrkost esa ,Dly LizsM'khV tksM+rk gSA



Zoom lfØ; nLrkost ds izn”kZu (Display) dks 10%
ls 400% rd c<+k&?kVk ldrk gSA

Office 
Assistant

F1 ;g gsYi VkWfid vkSj ;qfDr;k¡ (Help Topic and 
Tips) iznku djrk gS ftldh lgk;rk ls ge

vius dk;Z dks iwjk djrs gSaAvius dk;Z dks iwjk djrs gSaA



lkj.kh&II % QkesZfVax VWyckj

VwYl dk uke dh& cksMZ vkWijs'ku fooj.k

Style Ctrl $ Shift $ S p;fur VsDLV dh 'kSyh (Style) esa
ifjorZu dj mls vius vuq:i 'kSyh esa

<kyuk laHko djrk gSA

Font Ctrl $ Shift $ F p;fur VsDLV ds fy[kkoV (Font) esa
ifjorZu djrk gSA



Font size Ctrl $ Shift
$ P

p;fur VsDLV ds QkWUV ds vkdkj esa ifjorZu

djuk laHko djrk gSA

Bold Ctrl BBold Ctrl$B p;fur VsDLV dks cksYM vFkkZr~ FkksM+k eksVs v{kjksa

esa ifjofrZr djrk gSA

Italic Ctrl$I p;fur VsDLV dks frjNs Vkbi (Italics) esaItalic Ctrl$I p;fur VsDLV dks frjNs Vkbi (Italics) esa

ifjofrZr djrk gSA

Underline Ctrl$U p;fur VsDLV dks yxkrkj vaMjykbu djrk gSA



Align Left Ctrl$L VsDLV ;k iSjkxzkQ dks ck;sa gkf'k;s (Margin) ls Hkjrk gS ;k fy[kuk 'kq: djrk gSA

Centre Ctrl$E VsDLV ;k iSjkxzkQ dks nk;sa rFkk ck;sa gkf'k;s ds chp j[krk

gSAgSA

Align Right Ctrl$R VsDLV ;k iSjkxzkQ dks nk;sa gkf'k;s ls Hkjrk gS ;k fy[kuk 'kq: djrk

gSA

Justify Ctrl$J VsDLV dks ck;sa rFkk nkfgusa gkf'k;s ds chp gj 'kCnksa ds chpJustify Ctrl$J VsDLV dks ck;sa rFkk nkfgusa gkf'k;s ds chp gj 'kCnksa ds chp

ds txg dks c<+k ;k ?kVk dj leku :i ls QSyrk gSA



Numbering orZeku fMQkYV ds vk/kkj ij la[;kRed fyLV cukrk gS vFkkZr~

gj iafDr ;k iSjkxzkQ dks Js.khc) la[;k nsrk gSA tSls& 1] 2] 3

vkfnA

Bullets orZeku fMQkYV cqysV ds vk/kkj ij cqysVsM lwph cukrk gSA

Decrease Indents ;g ck;sa gkf'k;s (left Margin) dks ?kVkrk gSA

Increase Indents ;g ck;sa gkf'k;s dks c<+krk gSA



Outside Borders p;fur VsDLV] iSjkxzkQ] fp= ;k nwljs oLrq ds

pkjksa vksj ckWMZj cukrk ;k gVkrk gSA

Highlight p;fur VsDLV ds VqdM+s dks vius vuq:i pqus gq,

jax ls gkbykbV djrk gSA

Font Color VsDLV ds fy[kkoV ds jax dks ifjofrZr djukFont Color VsDLV ds fy[kkoV ds jax dks ifjofrZr djuk

laHko djrk gSA



VwYl dk uke fooj.k

Draw Table nLrkost esa tgk¡ Hkh pkgsa Vscy cuk ldrs gSa] mlds ckn jks rFkk

dkWye ekml MªSx dj cuk ldrs gSaA

Eraser Vscy ds [kkuksa ds ykbu dks gVkrk gS rFkk mu [kkuksa dh lkjh

lkexzh dks feyk (Merge) nsrk gSAlkexzh dks feyk (Merge) nsrk gSA



Line Weight Vscy ds js[kkvksa dks eksVk ;k iryk (Thick or Thin)
djuk laHko djrk gSA

Line Style fHkUu&fHkUu rjg ds js[kk [khapuk (Draw Line) laHkoLine Style fHkUu&fHkUu rjg ds js[kk [khapuk (Draw Line) laHko

djrk gSA

Border color Vscy ds ckWMZj ds jax dks ifjorZu djus esa l{ke cukrk

gSA

Uutside BorderUutside Border p;fur VsDLV] iSjkxzkQ ;k fp= bR;kfn ds pkjksa vksj

ckWMZj cukrk rFkk gVkrk gSA



Fill color p;fur oLrq ij jax Hkjrk gS rFkk igys ls Hkjs gq, jax dks

gVkuk] cnyuk laHko djrk gSA

Insert Table nLrkost esa jks rFkk dkWye dh la[;k iwN dj Vscy cukrk gSAInsert Table nLrkost esa jks rFkk dkWye dh la[;k iwN dj Vscy cukrk gSA

Merge Cells nks yxkrkj p;fur [kuksa ds lkexzh dks la;qDr dj nsrk gSA

Split Cells p;fur Vscy ds [kkuksa dks jks rFkk dkWye esa foHkDr dj nsrk

gSA



Align Top Left Vscy ds [kkuksa dh lkexzh ck;sa Åij ls fy[kuk 

'kq: djrk gSA

Distribute Rows Evently p;fur jks rFkk [kkuksa dks leku Å¡pkbZ esa 

ifjofrZr djrk gSAifjofrZr djrk gSA

Distribute Columns 
Evently

p;fur lkjs dkWye ;k [kkuksa dks leku pkSM+kbZ esa

cny nsrk gSA

Table Auto iwoZ fu/kkZfjr ckWMZj QkesZV rFkk 'ksfMax dk mi;ksx djTable Auto iwoZ fu/kkZfjr ckWMZj QkesZV rFkk 'ksfMax dk mi;ksx dj

Vscy cukrk gSA Vscy ds [kkus lkexzh (Content) ds

vuqlkj Lor% ifjofrZr gks tkrs gSaA



Change Text 
Direction

VsDLV dh fn'kk esa ifjorZu djus esa l{ke cukrk gSA

Sort Ascending p;fur phtksa (Selected items) dks c<+rs gq, Øe esa ;k A
ls Z ds :i esa Js.khc) djrk gSAls Z ds :i esa Js.khc) djrk gSA

Sort Descending p;fur phtksa dks ?kVrs gq, Øe esa ;k Z to A ds :i esa

Js.khc) djrk gSA

Auto Sum ,d lw= {ks= cukrk gS tks Vscy ds [kkuksa ds eku dks tksM+dj

iznf'kZr djrk gSA



Draw Mªkbax esa dksbZ ifjorZu djus esa l{ke cukrk gSA tSls& f¶yi (Flip)] 
?kqekuk (Rotate)] VsDLV jSfiax (Text wrapping) etc.

SelectObjects fdlh fo'ks"k Mªkbax oLrq dks p;u djus esa l{ke cukrk gSA

FreeRotate
AutoShapes

AutoshapescVu ij Click djus ij dbZ vkdkjksa dh lwph izkIr gksrh

gSA lwph ls ,d lsV dk p;u dj ekml Drag dj izkIr lwph ls ,d 

vkdkj dk p;u djrs gSaAvkdkj dk p;u djrs gSaA

Arrow ;g Hkh js[kk f[kapus esa iz;qDr gksrk gS ijUrq [khaph xbZ js[kk ds ,d vksj rhj

fu'kku cu tkrk gSA(Arrow head Line)



Line ;g js[kk [khapus (Draw) ds fy, mi;ksx gksrk gSA

Rectangle vk;kr (Rectangle) cukus esa iz;qDr gksrk gSA

Oval vaMkdkj oÙ̀k (Oval) ;k o`Ùk (Circle) cukus esaa iz;qDr gksrk gSA

Text Box ,d VsDLV ckWDl cukus esa iz;ksx gksrk gS] ftuds vanj ge dksbZText Box ,d VsDLV ckWDl cukus esa iz;ksx gksrk gS] ftuds vanj ge dksbZ

VsDLV fy[k ldrs gSaA

Word Art Word Art Mkyus esa iz;qDr gksrk gSA



Fill Color Mªkbax fd;s x;s fp= ;k vkdkj esa jax Hkjus esa iz;qDr gksrk gSA

Clip Art fDyi vkVZ Mkyus esa iz;qDr gksrk gSA

Font Color p;fur (Selected) VsDLV dks gekjs }kjk pqus x;s jax eas ifjofrZr djrk gSAFont Color p;fur (Selected) VsDLV dks gekjs }kjk pqus x;s jax eas ifjofrZr djrk gSA

Line Color cuk;s x;s oLrq (Draw Object) ds ykbu dk jax esa ifjorZu djus esa iz;qDr gksrk gSA

Line Style bles }kjk Mªkbax esa iz;ksx fd;s x;s js[kk (Line) ds :i] ¼tSls& js[kk dh eksVkbZ] 

Mcy js[kk vkfn½ esa ifjorZu fd;k tk ldrk gSA



Dash Style blds iz;ksx ls js[kk dks fHkUu&fHkUu fcUnq (Dotted) LVkby esa ifjofrZr

fd;k tk ldrk gSA

Arrow Style Arrow ;qDr ykbu ds LVkby esa ifjorZu djus esa iz;qDr gksrk gSAArrow Style Arrow ;qDr ykbu ds LVkby esa ifjorZu djus esa iz;qDr gksrk gSA

Shadow p;fur (Selected) oLrq dks Nk;k 'kSyh (Shadow Style) esa ifjorZu
djus esa iz;qDr gksrk gSA

3&D p;fur oLrq (Selected Object) dks 3&D 'kSyh esa ifjorZu djus esa

iz;qDr gksrk gSA



• Footnote QwVuksV% nLrkost ds izR;sd i"̀B ds var
esa fn[kus okyk VsDLV QwVuksV dgykrk gSA

Footnote, Endnote, Ruler

esa fn[kus okyk VsDLV QwVuksV dgykrk gSA

• Endnote ,UMuksV % iwjs nLrkost ds var esa fn[kus
okyk VsDLV ,UMuksV dgykrk gSAokyk VsDLV ,UMuksV dgykrk gSA







Ruler% vkerkSj ij :yj eq[; Vwyckj ds uhps ik;k tkrk gSA
bldk mi;ksx tYnh ls vius nLrkost dk Lo:i cnyus ds fy, 
fd;k tkrk gSA Word esa nks :yj gksrs gSA
¼1½ Horizontal  ¼2½ Vertical¼1½ Horizontal  ¼2½ Vertical



• Normal View
• Web Layout View• Web Layout View
• Print Layout View
• Outline View
• Reading  Layout  View



1- Normal View% bldk mi;ksx vDlj gksrk gS rFkk Lo:i.k
(Formatting), tSls& js[kk varjky (Line Spacing), QkWUV] 
fcUnq vkdkj (Point Size) rFkk bVSfyDl (Italics) iznf'kZr

Document View

fcUnq vkdkj (Point Size) rFkk bVSfyDl (Italics) iznf'kZr
djrk gSA

2- Web Layout View% osc ysvkmV n'̀; ds :i esa nLrkost
czkmtj] tSls& baVjusV ,DlIyksjj (Internet Explorer) esaczkmtj] tSls& baVjusV ,DlIyksjj (Internet Explorer) esa
[kqys oscist dh rjg fn[krk gSA

3- Print Layout View: fizUV ysvkmV n`'; ds :i esa nLrkost
fizUV gksus ckn ist ds rjg fn[krk gSA bls ist ysvkmV Hkh dgrs



4- Outline View-% ;g nLrkost dks vkmVykbu :i esa fn[kkrk
gSA buesa fcuk VsDLV ds 'kh"kZd iznf'kZr fd;k tk ldrk gSA ;fn 
ge 'kh"kZd dks b/kj&m/kj fgykrs (Move) gSa rks VsDLV Hkh buds 
lkFk&lkFk pyrk gSA lkjs 'kh"kZd tks nLrkost esa dgha Hkh gksrs gSalkFk&lkFk pyrk gSA lkjs 'kh"kZd tks nLrkost esa dgha Hkh gksrs gSa
ck;sa rjQ (Left Align) vk tkrs gSaA

5- Reading Layout View -% ;g nLrkost dks vf/kd lqxerk ls i<+us esa
l{ke cukrk gS rFkk mlh izdkj LØhu dk Lo:i.k (Formatting) djrkl{ke cukrk gS rFkk mlh izdkj LØhu dk Lo:i.k (Formatting) djrk
gSA



• Text Area -VsDLV {ks= 

• :yj ds uhps ds cM+s {ks= dks VsDLV {ks= dgrs gSaA tgk¡ ge vius
nLrkost dks fy[k ldrs gSaA VsDLV {ks= ds ck;sa dksus esa NksVh lh [kM+h
js[kk tks fCayd (Blinking line) djrh jgrh gS mls dlZj (Cursor) js[kk tks fCayd (Blinking line) djrh jgrh gS mls dlZj (Cursor) 
dgrs gSaA

• ;g gekjs VsDLV dh 'kq#vkr

fcUnq gSA vxj ge dqN VsDLVfcUnq gSA vxj ge dqN VsDLV

{ks= esa fy[krs gSa rks blh fcUnq

ls fy[kuk vkjaHk gksrk gSA



• Word Wrap - % oMZ jSi vf/kdka’k VsDlV ,MhVj] oMZ izkSlslj rFkk osc
czkmtj dh fo'ks"krk gS ftlds mi;ksx djus ds QyLo:i vko';drk
gksus ij VsDlV dks vxyh ykbu esa Lor% Hkst nsrk gS] vxj single 
word ,d ykbu ls yEck gSAword ,d ykbu ls yEck gSA





1- Red or Green wavy Underline –tc ge Lor% (Spelling and 
Grammar) tk¡p djrs gSa] MS-Word orZuh esa xyfr;ksa dks iznf'kZr djus
ds fy, yky vaMjykbu rFkk O;kdj.k esa xyfr;ksa dks ,oa tks 'kCn oMZ

Meaning of different colours Underline

ds fy, yky vaMjykbu rFkk O;kdj.k esa xyfr;ksa dks ,oa tks 'kCn oMZ
fMD'kujh esa ugh gS mls iznf'kZr djus ds fy, gjh vaMjykbu n'kkZrk gSA



2- Blue wavy underline - % MS-Word csesy Lo:i.k
(Inconsistent Formatting) ds fy, laHko mnkgj.k dks osHkh
uhyk vaMjykbu }kjk iznf'kZr djrk gSA
Blue or other Color underline 3- Blue or other Color underline % gkbijfyad iznf'kZr
VsDLV rFkk underline uhyk ;k fMQkYV jax ds gksrs gSaA

4- Purple wavy underline %XML nLrkost esa XML fLdek
tks nLrkost ls tqM+k gS] XML lajpuk ls tqM+k ugha jgrk gS rks] tks nLrkost ls tqM+k gS] XML lajpuk ls tqM+k ugha jgrk gS rks] 
MS-Word cSaxuh osHkh vaMjykbu }kjk iznf'kZr djrk gSA



• tc ge MS-Word esa viuk dk;Z lekIr dj ysrs gSa rks blls ckgj vkus
ds igys vius dk;Z dks lqjf{kr dj ysrs (Save) gSaA fQj ckgj vkus ds
fy,& 

Exit from MS-Word

fy,& 

• 1- Qkby ij fDyd djrs gSa vkSj Exit ij fDyd djrs gSa] tks MªkWi Mkmu
esU;w esa lcls uhps fLFkr gksrk gSA vxj geus dqN VsDLV fy[kk (Type) 

gksxk rks gesa ,d lans'k feyrk gS ^gksxk rks gesa ,d lans'k feyrk gS ^
^̂Do you want to save changes to Document 1^̂ . 

• Lkso ds fy, gk¡ fDyd djsa ugha rks ugha fDyd djsaA
• lgh QksYMj dk p;u dj Qkby uke fy[krs gSaA Save fDyd djsaA





Version Number of Rows & 
ColumnsVersion Columns

Excel 2003: 65,536 rows & 256 
columns

Excel 2007 – Excel 365 10,48,576 rows & 16,384 Excel 2007 – Excel 365 10,48,576 rows & 16,384 
columns



• ekbØkslkW¶V ,Dly ,d bysDVªkWfud LizsM'khV gS] tks lkaf[;d x.kuk djus
rFkk pkVZ cukus esa lgk;rk djrk gSA

• LizsM'khV lkaf[;dh fo'ys"k.k ds fy, ,d ;qfDr (Tool) gS rFkk fo'ys"k.k

MS EXCEL

• LizsM'khV lkaf[;dh fo'ys"k.k ds fy, ,d ;qfDr (Tool) gS rFkk fo'ys"k.k
D;k dgrk gS ;g crkus ds fy, fjiksVZ vkSj izstsUVs”ku rS;kj djrk gSA

• ftu yksxksa dks la[;k dk fo'ys"k.k] fjdkWMZ rFkk O;ofLFkr djus dh 
vko';drk gksrh gS] os yksx LiszM”khV dk iz;ksx djrs gSaAvko';drk gksrh gS] os yksx LiszM”khV dk iz;ksx djrs gSaA

• LizsM'khV ,Iyhds'ku esa jks (Row) lsyksa dk lewg gS] tks ist ds ck;sa ls
nk;sa tkrk gSA



• dkWye Hkh lsyksa dk lewg gS] tks ist ds Åij ls uhps tkrk gSA
• jks rFkk dkWye dk intersecting point lsy gS tks LizsM'khV esa MkVk dkstorage 

unit gSA
• jks dks jks gsMj ds uEcj rFkk column dks v{kj ls indentified fd;k tkrk gSA• jks dks jks gsMj ds uEcj rFkk column dks v{kj ls indentified fd;k tkrk gSA
• lsy LizsM'khV dk og LVksjst LFkku gS ftuesa VsDLV] uEcj ;k QkWewZyk laxzg fd;k tk

ldrk gSA
• QkWewZyk nwljs lsyksa ds MkVk ij vk/kkfjr x.kuk djrk gS rFkk mÙkj LØhu ij fn[kkrk

gSAgSA
• LizsM'khV esa gj lsy dk ,d lsy ,Mªsl gksrk gS] tks ml lsy dk Location crkrk

gSA



• lsy ,Mªsl lsy ds dkWye v{kj (column letter) vkSj jks uEcj (row 
number) dk combination gSA tSls& B2, C4 bR;kfnA

• LizsM'khV jks rFkk dkWye ds gj oxZ ;k [kkus (cell) dks ,d lsy ,Mªsl
(address) nsrk gS rFkk iz;ksDrk dks lwpuk Mkyus dh vuqefr nsrk gSA(address) nsrk gS rFkk iz;ksDrk dks lwpuk Mkyus dh vuqefr nsrk gSA

• odZ'khV esa dkWye ofVZdyh ,ih;j (appear) gksrs gSA
• dkWye esa VsDLV izk;% ys¶V vykbu gksrk gSA
• ;g lsy ,Mªsl dk dkWye rFkk jks yscy gSA• ;g lsy ,Mªsl dk dkWye rFkk jks yscy gSA
• ;g tYn lkaf[;d x.kuk djus] okf"kZd ;k ekfld vk¡dM+s laxzfgr djus] 

foÙkh; fooj.k (statement) rS;kj djus ds fy, rFkk dj (Tax) odZ'khV
rS;kj djus bR;kfn ds fy, mi;ksx gksrk gSA



• LizsM'khV dk ,DlVsU”ku -xlsx gSA
• bysDVªkWfud LizsM'khV dEI;wVj eseksjh esa rkfdZd odZ'khV gS tks
dkWye rFkk jks esa c¡Vk gSA

• (Formula) • ;g ;wfVfyVh lkW¶Vos;j iSdst gSA ,d ckj lw= (Formula) dk
fu/kkZj.k djus ds ckn x.kuk Lor% gksrh jgrh gS rFkk ifj.kke 
mi;ksxdrkZ dks fn[krk jgrk gSA

• ,e ,l ,Dly odZ cqd (Work book) pkVksZa dk laxzg gSA• ,e ,l ,Dly odZ cqd (Work book) pkVksZa dk laxzg gSA
ekbØkslk¶V ,Dly Qkby odZcqd ds :i esa LVksj fd;s tkrs gSaA

• odZ'khV esa lsyksa ds vk;krkdkj lewg dks lsy jsat dgrs gSaA



• bysDVªkWfud LizsM'khV ds mnkgj.k fuEufyf[kr gSa&
¼1½ yksVl 1&2&3 ¼2½ Quatrpro
¼3½ VPP ¼4½ MS-Excel----- bR;kfn

• To Start MS-Excel
• MS-Excel vkjaHk djus ds nks rjhds gSa&
• MsLdVkWi ij MS-Excel vkbdu ij Mcy fDyd djrs gSaA• MsLdVkWi ij MS-Excel vkbdu ij Mcy fDyd djrs gSaA

• Click Start>Program>Microsoft office> 
Microsoft office Excel



• ml lsy ij fDyd djrs gSa] tgk¡ lw= Mkyuk pkgrs gSaA

• = (an equal sign) Vkbi djrs gSaA• = (an equal sign) Vkbi djrs gSaA

• QaD'ku cVu ij fDyd djrs gSaA

• tks Hkh lw= ge Mkyuk pkgrs gSa mldk p;u djrs gSa rFkk
LØhu ij feys funsZ'kksa dk ikyu djrs gSa tSls&LØhu ij feys funsZ'kksa dk ikyu djrs gSa tSls&

• =A1+A2
• =SUM(A1:A5)
• = C10 C11 /12 D18



1- loZizFke ;g lqfuf'pr djrs gSa fd Lo:i.k Vwyckj
(Formatting Toolbar) fn[kkbZ ns jgk gSA ;fn ugha

Adding Border and Shading to Cell

(Formatting Toolbar) fn[kkbZ ns jgk gSA ;fn ugha
fn[kkbZ ns jgk gS rks] O;w (view) ij fDyd djrs gSaA

• Vwyckj dk p;u dj QkesZfVax dk p;u djrs gSaA vFkkZr~ 
QkesZfVax ij fDyd djrs gSaAQkesZfVax ij fDyd djrs gSaA

2- ftl lsy dks gkbykbV djuk gS ;k ckWMZj Mkyuk gS ml 
lsy dks ck;k¡ fDyd dj p;u djrs gSaA

3. cVu lsy dks gkbykbV djus ds fy, p;u djrs gSa rFkk



1- ftl MsVk dk pkVZ cukuk pkgrs gSa mUgsa p;fur djrs gSaA

2. Insert ij fDyd djrs gSa] fQj izkIr MªkWi Mkmu esU;w ls

Inserting a chart in Spread Sheet

2. Insert ij fDyd djrs gSa] fQj izkIr MªkWi Mkmu esU;w ls
pkVZ fodYi dk p;u djrs gSaA

3- pkVZ fotkMZ foUMks ls ftl izdkj ds pkVZ dh vko';drk
gksrh gS mldk p;u djrs gSaAgksrh gS mldk p;u djrs gSaA

4- MsVk ds jsat (Range) esa ifjorZu vxj pkfg, rks ifjorZu
dj iqf"V djrs gSaA

5- pkVZ fodYiksa dks viMsV djrs gSaA





• MS Power Point- ,e ,l&ikoj IokbaV

• ;g ekbØkslkW¶V }kjk fodflr] ,e ,l vkWfQl (MS 

MS Power Point

• ;g ekbØkslkW¶V }kjk fodflr] ,e ,l vkWfQl (MS 
Office) dk ,d Hkkx gSa ;g izLrqfrdj.k rFkk LykbM 'kks
(Presentation and slide show) dks rS;kj djus ds
fy, 'kfDr'kkyh midj.k gSAfy, 'kfDr'kkyh midj.k gSA

• Power Point Screen
• izHkkoh LykbM 'kks izLrqfr;ksa dks cukus ds fy, geyksx
ikoj IokbaV dk mi;ksx djrs gSaA



MS Power Point



MS Power Point



1. Title Bar % vkerkSj ij ;g LØhu ds 'kh"kZ (top of the 
screen) ij fLFkr gksrk gSA ;g orZeku izLrqfr ds 'kh"kZd dks
iznf'kZr djrk gSA

2. Menu Bar%;g VkbVy ckj ds rqjar uhps fLFkr gksrk gSA2. Menu Bar%;g VkbVy ckj ds rqjar uhps fLFkr gksrk gSA
;g fodYiksa dk esU;w iznf'kZr djrk gS] ftls geyksx ikoj
IokbaV dks funsZ'k(Instruction) nsus ds fy, mi;ksx djrs gSaA

3. Standard and Formatting Toolbars % ikojIokbaV esa3. Standard and Formatting Toolbars % ikojIokbaV esa
dbZ Toolbar gSa] ijUrq LVS.MMZ vkSj QkjesfVax Toolbar
lcls vf/kd mi;ksx fd;k tkus okyk Toolbar gSA

• Standard Toolbar dk mi;ksx Qkby dks [kksyus



Formatting Toolbar dk mi;ksx QkW.V] QkW.V dk
vkdkj ;k jax cnyus] cksYM] vaMjykbu ;k bVSfyDl
djus] VsDLV vykbu djus bR;kfn esa gksrk gSA

4. Rulers % Ruler nks izdkj ds gksrs gSaA

• vertical vkSj horizontal
• ;s bap esa marked jgrs gSaA• ;s bap esa marked jgrs gSaA

• bldk mi;ksx fdlh vkWCtsDV ds j[kus ds LFkku dk
fu/kkZj.k djus esa gksrk gSA

5. Placeholders % ;g gekjs LykbM esa vkWCtsDV dks gksYM djrk



MS Power Point



6. Status Bar % ;g LØhu ds lcls uhps fLFkr gksrk gS rFkk
currently iznf'kZr LykbM dh dqy la[;k] VsEiysV ;k ì"VHkwfe
dk uke iznf'kZr djrk gSA

7. Outline Tab 7. Outline Tab % ;g izLrqfr esa mifLFkr VsDLV dks iznf'kZr djrk
gSA

8. Slides Tab % ;g lHkh LykbMksa ds Thumbnaildks iznf'kZr
djrk gSA Thumbnaildks fDyd dj ge slide pane esa LykbMdjrk gSA Thumbnaildks fDyd dj ge slide pane esa LykbM
dks ns[k ldrs gSaA

9. View Buttons % ;g LØhu ds uhps (Bottom of the 
screen) ds ikl fn[kkbZ nsrk gSA bldk mi;ksx Normal 



• Normal View % ;g LØhu dks rhu Hkkxksa esa foHkkftr djrk
gS& 

• Outline vkSj Slides tab,  Slide pane
• slides tab LØhu ds ckbZa vksj fLFkr gksrk gSA
• ;g LykbM dks nks fHkUu rjhdksa ls ns[kus esa l{ke cukrk gSA

Slides Tab LykbM ds Thumbnail n'kkZrk gSA
• Outline Tab LykbM ij VsDLV dks n'kkZrk gSA• Outline Tab LykbM ij VsDLV dks n'kkZrk gSA
• Slide pane LykbM ds dsUnz esa fLFkr gksrk gS rFkk ftl LykbM
ij orZeku esa dke gks jgk gksrk gS mls Large view esa n'kkZrk gSA

• Task pane gekjs LØhu ds nk;sa rjQ fLFkr gksrk gSA ;g ftl



• Slide Sorter View % ;g lHkh LykbMksa dks Thumbailds
:i esa n'kkZrk gSA ;g LykbMksa dks Øe esa cnyko ;k dqN tksM+us
;k ifjorZu djus esa l{ke cukrk gSA

• Slide Show • Slide Show % bldk mi;ksx LykbM dks ns[kus ds fy, gksrk
gSA LykbM vafre izLrqfr esa fdl :i esa fn[kkbZ nsxk ;g gesa
bl view esa irk yx tkrk gSA

10. Drawing Toolbar % ;g LØhu ds uhps fLFkr gksrk gS10. Drawing Toolbar % ;g LØhu ds uhps fLFkr gksrk gS
rFkk xzkfQDl cukus rFkk ifjorZu ds fy, mi;qDr tools
iznku djrk gSA

11. Common Task Buttons % bldk mi;ksx task ds



12. Task Pane % ;g fdlh fo'ks"k dk;Z (specific task) 
dks p;u djus esa l{ke cukrk gSA

13. Vertical Splitter Bar % Task Pane ds vkdkj esa
ifjorZu bls fDyd rFkk MªSx dj ldrs gSaA

• Minimize Button % blds mi;ksx ls iznf'kZr foaMks
minimize gksdj] Taskbar esa n'kkZrk gSA

• Maximize/Restore Button % Maximize cVu ds• Maximize/Restore Button % Maximize cVu ds
mi;ksx ls foaMks dk lkbM Qqy LØhu gks tkrk gS vkSj
Restore cVu ds mi;ksx ls iqu% vius iwoZ vkdkj esa vk
tkrk gSA





1- O;olk; vuqiz;ksx izLrqrhdj.k (Business Application 
Presentation) dk LykbM rS;kj djukA

Use of Power Point

Presentation) dk LykbM rS;kj djukA

2- ,fues'ku ds }kjk xzkfQdy phtksa (Graphical object) 
dks rS;kj djukA

3- lkekU; mi;ksx ds fy, vkVZ xSyjh ds }kjk dykRed3- lkekU; mi;ksx ds fy, vkVZ xSyjh ds }kjk dykRed
LykbM rS;kj djukA

4- O;olk; txr esa Vªsfuax nsus ds fy,A



MS&ikoj IokbaV vkjaHk djus ds nks rjhds gSa&
1- MsLdVkWi ij mifLFkr MS&ikoj IokbaV vkbdkWu

Starting Power Point

1- MsLdVkWi ij mifLFkr MS&ikoj IokbaV vkbdkWu
ij Mcy fDyd djrs gSaA

2- nwljh fof/k esa& Click Start>Program>MS Power 
PointPoint

• Creat a New Presentation
• ubZ izLrqfr dks dbZ rjg ls cuk;k tk ldrk gS&
• Auto Content Wizard



1- vkWVks dUVsUV fotkMZ (Auto Content Wizard) % ;g 
lkexzh (Content)] mís’; (Purpose)] 'kSyh (Style)] 

Starting Power Point

fMtkbu rFkk vkmViqV ds ckjs esa tkudkjh nsrs gq, ubZ
izLrqfr cukrk gSA

• ubZ izLrqfr esa uewus ds rkSj ij VsDLV gksrs gSa] ftUgsa ge
viuh lwpuk ds }kjk izfrLFkkfir dj ldrs gSaA dsoy ,e viuh lwpuk ds }kjk izfrLFkkfir dj ldrs gSaA dsoy ,e 
,l ikoj IokbaV }kjk fn;s x;s funsZ'kksa dk ikyu djuk
gksrk gSA

2- fMtkbu VsEiysV (Design Template) % ekbØkslkW¶V



3- fjDr izLrqfr (Blank Presentation) % VsDLV vkSj jax
ds fMQkYV lsfVax ds }kjk ubZ fjDr izLrqfr rS;kj djrk
gSA gekjs fjDr izLrqfr p;u djus ds ckn izFke LykbM ds
ysvkmV p;u djus ds fy, ,d foaMks vkrk gSA

• iwoZ fMtkbu LykbM ysvkmV fuEufyf[kr gSa&
• Title Slide    -'kh"kZd LykbM
• Bulleted List - cqysVsM lwph• Bulleted List - cqysVsM lwph
• Two Column Text - nks dkWye VsDLV



• Table - Vscy
• Text and Chart -VsDLV vkSj pkVZ

Slide Layout in PPT

• Text and Chart -VsDLV vkSj pkVZ
• Chart and Text  -pkVZ vkSj VsDLV
• Organizational Chart - laxBukRed pkVZ
• Chart -pkVZ• Chart -pkVZ
• Text and Clip Art -VsDLV vkSj fDyi vkVZ
• Clip Art and Text - fDyi vkVZ vkSj VsDLV
• Title only   - dsoy 'kh"kZd



Adding Notes in Power Point
• ikoj IokbaV esa uksV tksM+us dh nks fof/k;k¡ gSa&
1. To insert short notes % Normal view) esa LØhu ds1. To insert short notes % Normal view) esa LØhu ds

uhps fLFkr uksV~l ckWDl ij fDyd ij VsDLV Vkbi djrs gSaA
2. 2. To insert large notes % O;w VSc ij fDyd djrs gSaA

Presentation View ds rgr uksV ist cVu dk p;uPresentation View ds rgr uksV ist cVu dk p;u
djrs gSaA LykbM ds uhps ǹ'; txg esa VsDLV Vkbi djrs gSaA



• Inserting Header and Footer in Power Point
• ikoj IokbaV esa gsMj vkSj QqVj tksM+us ds fy, Insert Tab ij

Inserting Header and Footer

• ikoj IokbaV esa gsMj vkSj QqVj tksM+us ds fy, Insert Tab ij
fDyd djrs gSaA

• rRi'pkr~ gsMj vkSj QqVj cVu dk p;u djrs gSaA
• Date vkSj Time] LykbM uEcj cVu mlh Mk;ykWx ckWDl esa• Date vkSj Time] LykbM uEcj cVu mlh Mk;ykWx ckWDl esa
vk;sxkA



1. Fixed and Automatic Dates % ikoj IokbaV Date and 
Time tksM+us dk nks fodYi nsrk gSA Fixed date vkSj Vkbe ds
vUrxZr ;g ges'kk same jgsxk rFkk Automatic update ds
vUrxZr ;g ges'kk Lokpkfyr :i ls ifjofrZr gksrk jgsxk rFkk
LykbM 'kks ds pyus ds Date vkSj Time ls match gksxkA

2. Slide Number % Slide Number fn[kkus ds fy, bl
check box ij fDyd djrs gSaAcheck box ij fDyd djrs gSaA

3. Footer % bl check box ij fDyd dj LykbM ds uhps
VsDLV tksM+rs gSaA



4. Apply/Apply to All % gekjs }kjk p;fur element dks
LykbM esa insert djus ds fy, Apply cVu dk p;u djrs
gSa] ijUrq ;g dsoy orZeku LykbM ij ykxw gksrk gSA izR;sd
LykbM ij ;g ykxw djus ds fy, Apply to All ij fDydLykbM ij ;g ykxw djus ds fy, Apply to All ij fDyd
djrs gSaA

5. Preview % LykbM ij information dgk¡ ǹ'; gksxk ;g 
preview box n'kkZrk gSA

6. Notes and Hand outs % bl Tab ds vUrxZr P vius6. Notes and Hand outs % bl Tab ds vUrxZr P vius
Hangout ds fy, Header and Footer Preferences 
dk p;u dj ldrs gSaA



Action Power Point shortcut

Bold Ctrl-B

Close Ctrl-WClose Ctrl-W

Close Ctrl-F4

Copy Ctrl-C

Find Ctrl-FFind Ctrl-F

Italics Ctrl-I

Menu bar F10



New slide Ctrl-N

Next window Ctrl-F6

Open Ctrl-O

Paste Ctrl-VPaste Ctrl-V

Print Ctrl-P

Repeat Find Shift-F4

Repeat/Redo Ctrl-YRepeat/Redo Ctrl-Y

Replace Ctrl-H

Save Ctrl-S

Slide Show : Begin F5



Slide Show : Black screen show/hide B

Slide Show : End Esc

Slide Show : Erase annotations E

Slide Show: Go to next hidden slide HSlide Show: Go to next hidden slide H

Slide Show : 
Hide pointer and button always

Ctrl-L

Slide Show : Ctrl-HSlide Show :
Hide pointer and button temporarily

Ctrl-H

Slide Show : Mouse Pointer to arrow Ctrl-A

Slide Show : Mouse pointer to pen Ctrl-P



Slide Show : Next slide N

Slide Show : Previous slide P

Slide Show: Set new timings while rehearsing T

Slide Show : Stop/restart automatic slide show S

Slide Show : Use mouse-click to advance (rehearsing) M

Slide Show : Use original timings O

Slide Show : White screen show/hide W

Spelling and Grammar Check F7



Switch to the next presentation 
window

Ctrl-F6

Switch to the next tab in a dialog box Ctrl-Tab / 
Ctrl-Page Down

Switch to the previous presentation 
window

Ctrl-Shift-F6

Switch to the previous tab in a dialog 
box

Ctrl-Shift-Tab/ Ctrl-page 
Up

Turn character formatting on or off NumTurn character formatting on or off Num

Underline Ctrl-U
Undo Ctrl-Z





• Introduction - ekbØkslkW¶V ,Dlsl MsVkcsl cukus rFkk
izca/ku ds fy, 'kfDr'kkyh izksxzke gSAizca/ku ds fy, 'kfDr'kkyh izksxzke gSA

• buesa MsVk dks ns[kus rFkk fuekZ.k esa lgk;rk djus ds fy, 
dbZ lqfo/kk,¡ gSaA

• loZizFke gesa ;g irk gksuk pkfg, fd MS&,Dlsl dk• loZizFke gesa ;g irk gksuk pkfg, fd MS&,Dlsl dk
MsVkcsl dks rksM+us esa dSls mi;ksx gksrk gSA

• Database File - MsVkcsl Qkby % ;g eq[; Qkby gS
tks laiw.kZ MsVkcsl gS rFkk gkMZ Mªkbo ;k ¶ykWih fMLd esa















• Vscy % fjys'kuy MsVkcsl esa Vscy ,d MkVk LVªDpj gS tks
lwpukvksa dks dkWye rFkk jks esa O;ofLFkr djrk gSA ;g 
,d fof'k"V fo"k; (Specific Topic) ds MsVk dk laxzg
gSA ,d MsVkcsl esa dbZ Vscy gks ldrs gSaA Vscy MsVk dks
jks (Rows) rFkk dkWye (Fields) esa O;ofLFkr djrk gSA

• tSls& ¼1½ Nk=] ¼2½ f'k{kdtSls& ¼1½ Nk=] ¼2½ f'k{kd

• QhYM % ,d Vscy esa QhYM dh fofHkUu Jsf.k;k¡ gSaA tSls& 
¼1½ Nk= Last Name] ¼2½ Nk= First Name

• MsVk Vkbi % ;g gj QhYM dk xq.k gSA





• dqN egÙoiw.kZ 'kCnkoyh %

1- izkFkfed dh (Primary Key) % ,d ;k vf/kd QhYM
¼dkWye½ ftldk eku (value) Vscy ds gj fjdkWMZ dks
fof'k"V igpku (Unique Identifier) nsrk gS] izkFkfedfof'k"V igpku (Unique Identifier) nsrk gS] izkFkfed
Key dgykrk gSA

• izkFkfed Key ds :i esa Null eku dh vuqefr ugha gS] ;s 
ges'kk fof'k"V eku (unique value) gksuh pkfg,Ages'kk fof'k"V eku (unique value) gksuh pkfg,A

• izkFkfed Key ,d Vscy dks nwljs Vscy esa fons'kh
(foreign) Key ls tksM+us esa mi;ksx fd;k tkrk gSA



2- fjys'kuf'ki (Relationships) : tc MS- ,Dlsl MsVkcsl esa
ge dbZ Vscy cukrs gSa rks mu lHkh dks okil ,d lkFk mi;ksx
djus ds fy, muds chp fj'rksa dks cukuk gksrk gSA

• (Queries)• tc ge ;g dj ysrs gSa rks ge Dosjht (Queries)] QkeZ
(Form) rFkk dbZ Vscy ds chp lwpuk iznf'kZr djus ds fy, 
fjiksVZ rS;kj dj ldrs gSaA

• fjys”kuf'ki dh QhYM ¼nksuksa Vscy esa ,d uke dk QhYM½ esa MsVk• fjys”kuf'ki dh QhYM ¼nksuksa Vscy esa ,d uke dk QhYM½ esa MsVk
esy (Matching) ds }kjk dke djrk gSA

• T;knkrj ekeyksa esa ;s eSfpax QhYM ,d Vscy esa izkFkfed Key
nwljs Vscy esa fons'kh dh (Foreign Key) gksrs gSaA



3- QkWeZ (Form) % QkWeZ Vscy dk ,d xzkfQdy izLrqfr gSA QkWeZ ds
}kjk ge Vscy esa fjdkMZ dks tksM+ ldrs gSa] feVk rFkk viMsV
dj ldrs gSaA

• QkeZ dk uke Vscy ls fHkUu gks ldrk gS ij nksuksa ,d gh lwpuk
;k MsVk dk mi;ksx djrs gSaA

• vFkkZr~ QkeZ ds fjdkWMZ esa ifjorZu djus ij Vscy esa Hkh ifjorZu• vFkkZr~ QkeZ ds fjdkWMZ esa ifjorZu djus ij Vscy esa Hkh ifjorZu
gks tk;sxkA

4- fjiksVZ (Report) % fjiksVZ fizUVsM :i esa MsVk dks izLrqr djus dk
dkjxj rjhdk gS D;ksafd fjiksVZ esa lc dqN ds Lo:i rFkk vkdkj



5- QhYM (Field) % fdlh fjdkWMZ ;k Vscy esa gj dkWye ds vUrxZr
MkVk dks QhYM dgrs gSA

• ;g U;wesfjd] vYQk U;wesfjd rFkk dSjsDVj vkfn izdkj dk gks• ;g U;wesfjd] vYQk U;wesfjd rFkk dSjsDVj vkfn izdkj dk gks
ldrk gSA

• tSls& fdlh Hkh irk (Address) fjdkWMZ esa uke] ¶ySV uEcj] 
xyh uEcj] 'kgj dk uke] fiu uEcj vkfn ,d&,d fQYM gSAxyh uEcj] 'kgj dk uke] fiu uEcj vkfn ,d&,d fQYM gSA

6- fjdkWMZ (Record) % Vscy esa fdlh Hkh ,d jks ds MsVk dks ,d 
fjdkWMZ dgrs gSaA ;g lacaf/kr MsVk dk lewg gSA

• tSls& fdlh dk irk (Address) ,d fjdkWMZ gS rFkk mlds





7- Qkby (File) % ykWftdy fjdkWMZ ds lewg dks Qkby dgrs gSaA
;g ,d ;wfuV ds :i esa lafpr lqpukvksa dk lewg gSA

• tSls& deZpkfj;ksa dk irk] fo|kfFkZ;ksa ds ijh{kk ifj.kke vkfnA• tSls& deZpkfj;ksa dk irk] fo|kfFkZ;ksa ds ijh{kk ifj.kke vkfnA
lafpr Qkbyksa ds lewg dks Mk;jsDVjh dgrs gSaA

8- MsVk fMDlujh (Data Dictionary) % buesa MsVkcsl dk izR;{k 
MsVk ughaa jgr gS cfYd MsVk QkbYkksa dh lwph jgrh gSAMsVk ughaa jgr gS cfYd MsVk QkbYkksa dh lwph jgrh gSA

• fcuk MsVk fMDlujh ds MsVkcsl eSustesaV flLVe MsVkcsl ls MsVk
izkIr ugha dj ldrk gSA

• 9- MsVkcsl (Database) % fjysVsM Qkbyksa rFkk ijLij lacaf/kr



10- Mk;jsDVjh (Directory) % dEI;wVj esa laxzfgr Qkbyksa dh lwph
dks Mk;jsDVjh dgrs gSA blds vUnj dh Mk;jsDVjh dks
lcMk;jsDVjh dgrs gSaA LVksjst fMokbl ds esu (main) QksYMj
dks :V Mk;jsDVjh dgrs gSaA




