
 

jmwq 10vIN                                   (kMipaUtr swieMs)   
                 pwT – 1                                       (AwiPs tUlz) 

 
    

 
 
 
 
pR1: ikhVw tUl bjt, iv`qI stytmYNt Aqy iv`krI dy irkwrf nMU mYntyn krn leI vriqAw jWdw hY[ 
 

 
 
 

au~qr: sprYfSIt   
 
 
pR2: jdoN AsIN ie`k pMny dy _____ qy phuMcdy hW qW vrf AwtomYitk ie`k pyj bRyk dwKl krdw hY[ 
 

 
 
au~qr: END 
 

Page breaks 

come when 

Page END  

          1  bhu cuxvy pRSn 



 

  
pR3: jdoN AsIN Awpxw fwkUmYNt tweIp krdy hW, qW glq ilKy AKr dy hyTW vyvI lweInW Aw 
jwxgIAW[ 
 

 
 

au~qr: lwl (RED) 
 
 
pR4: sB qoN Awm iksm dy pRBwv iv`c AYNtrYs+AYkist (Entrance + Exit) Aqy AYkist (Exit) Swml 
huMdy hn[ 
 

 
 

au~qr:  AYnImySn 
 
 
pR5: ________ pyj dy iknwirAW dI KwlI QW huMdI hY[ 
 

                au~qr: mwrjn 

RED LINE for  

spelling 

mistake 



 

 
 
 
1. kMipaUtr swPtvyAr nMU do SRyxIAW iv`c vMifAw igAw hY ____ Aqy ____ 

 
 

au`qr: (System Software, Application Software) 

 
 
2. fwtwvys swPtvyAr sMbMiDq fytw dw sMigRh hY[ ies tUl dw audyS ______ Aqy ________ hY[ 
 
 
 

 
 

au`qr: (ORGANIZE, MANAGE) 
 
 

3. AsIN Awpxy pUry fwkUmyNt jW kuJ ih`sy leI _____ jW _____ ErIAYntySn dI cox kr skdy hW[ 
 

 
au`qr: (PORTRAIT, LANDSCAPE) 

 
 
4. pwvr puAwieMt duAwrw smriQq iemyj PweIl dI AYktYNSn iv`c Swml hn_______ 

 
au`qr:(.tiff, .BMP, .jpg , .gif) 
 

ORGANIZE MANAGE 

KwlI QwvW Bro  



 

 

 
5. mltImIfIAw swPtvyAr auh tUl hY jo XUzr nMU mIfIAw plyAr Aqy rIAl plyAr dI mdd nwl 
 

___________ Aqy ______ bnwaux dI AwigAw idMdw hY[ 

 
 
au`qr: (Audio, Video) 
 
 
 
 
 
 
 

1. spRYfSIt tUl dw mu`K audyS fwkUmYt bxwauxw hY[                                 (glq) 

 

2. AYplIkySn swPtvyAr ie`k Aijhw swPtvyAr hY jo XUzr leI Kws kMm krdw hY[(shI) 

 

3. AsIN mOjUdw tYb nMU rUlr dy nwl nwl v`K v`K QwvW qy K`by jW s`jy pwsy fRYg kr skdy hW[  (shI) 

 

4. jdoN AsIN ipMRt tYb qy kil`k krdy hW qW ipMRt pRIivaU Awpxy Awp idKweI idMdw hY[ (shI) 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 

shI jW glq 



 

 

  
 
 
 
1. AY`m AY`s. AwiPs 2010 iv`c vrf fwkUmYNt dI AYktyNSn ilKo[ 

auqr: .docx                           
 
2. AY`m. AYs. AwiPs 2010 iv`c spRYf sIt dI AYkstYNSn ilKo[ 

auqr: .xlsx                        

 
 
3. AY`m. AYs. AwiPs 2010 iv`c pwvr puAwieMt dI AYkstYNSn ilKo[ 

auqr: .pptx                  

 
 
4. bI. AY`m. pI. (eImyj Pwiel) dw pUrw rUp ilKo[ 
     

auqr: Bitmap picture         

 
 
5. pI. fI. AYP dw pUrw rUp ilKo[  

auqr: Portable Document Format                  

 

bhuq Coty au`qrW vwly pRSn 



 

 
 

 
 
 
 
pR1: isstm swPtvyAr nMU pRBwiSq kro[ 
 
 
au: kMipaUtr dy swry kMmW-kwrW nUM kMtrol krn leI ijhVy swPtvyAr vrqy jWdy hn auhnW nUM isstm swPtvyAr ikhw 

jWdw hY[ isstm swPtvyAr qoN ibnWH AYplIkySn swPtvyAr kMm nhIN kr skdy[ isstm swPtvyAr keI iksmW dy huMdy 

hn,ijvyN ik EpryitMg isstm, BwSw tRWslytr, XUtIlItI pRogrwm Awid[ 

                               

 
 
pR2: fwtwbys swPtvyAr dI ivAwiKAw kro[ 
 
 
au: ieh iek AwiPs pRofktIivtI tUl hY[ fwtwbys sMbMDq fwtw dw sMgRih hY[ ies tUl dw audyS fwtw nMU 

sMgiTq krnw Aqy pRbMD krnw huMdw hY[ sMsQwvW jW kMpnIAW Awpxw fwtw stor krn leI iehnW swPtvyArW 

dI vrqoN krdIAW hn[ AYm. AYs. AYksYs, ErYkl Awid fwtwbys swPtvyArW dIAW audwhrxW hn[ 

 

Coty au`qrW vwly pRSn 



 

 

pR3: mltImIfIAw swPtvyAr dI ivAwiKAw kro[ 
 
 
au: mltImIfIAw ie`k qoN v`D mIfIAw dy sUmyl nwl bxdw hY[ mltImIfIAw dy 5 mu`K q`q huMdy hn: tYkst, 

ipkcr, AwfIE, vIfIE Aqy AYnImySn[ mltImIfIAw sOPtvyAr XUzr nMU iehnW q`qW dI vrqoN nwl 

AwfIE/vIfIE PweIlW bxwaux iv`c mdd krdy hn[ mIfIAw plyAr Aqy rIAl plyAr mltImIfIAw tUl dy 

audwhrn hn[ 
 

 
 
 
 

 
 



 

  
pR4: pyj bRyk kI hY[ pyj bRyk ikvyN dwKl kIqw jWdw hY? 
 
 
au: pyj bRyk dI vrqo nvW pyj dwKl krn leI kIqI jWdI hY[ AsIN Ctrl+Enter Swrtk`t kIA dI vrqoN 

nwl pyz bRyk dwKl kr skdy hW[ ies nMU iensrt tYb dI mdd nwl vI dwKl kIqw jw skdw hY ijs dy 

stYp ies pRkwr hn: 

 

 
1. AsIN nvyN pyj nMU ijs jgHW qoN SUrU krnw cwhuMdy ho aùQy kil`k kro[ 

 

2. iensrt tYb qy kil`k kro[ 

 

3. pyj gru`p iv`c pyj bryk qy kil`k kro[ 

 
 
 
 
 
 
 

 
 
 
 
 
 
 

Select 

the 

area 

Click on 

Insert 

tab 

Click 

on page 

break 



 

  
 
 

 
 
pR1: ipRMt Aqy ipRMt pRIivaU kmWf ivc AMqr ilKo[ 
 
au: ipRMt Aqy ipRMt pRIivaU ivc AMqr ies pRkwr hY: 
 
 ipRMt kmWf  ipRMt pRIivaU kmWf 
    

1. ies kmWf dI vrqoN fwkUmYNt nMU pypr qy ipMRt 1. ies  kmWf  dI  vrqoN  fwkUmYNt  ipMRt  krn  qoN 
 krn leI kIqI jWdI hY[  pihlW monItr skRIn aupr hI pRIivaU dyKx leI 

   
kIqI jWdI hY[qW jo glqIAW nUM ipRt lYx qoN 
pihlw hI TIk ikqw jw sky[ 

    

 fwkUmYNt ipRMt krn leI File tYb iv`coN Print  

jdoN AsIN File tYb iv`cN Print Preview kmWf 
qy kil`k 

 kmWf qy kil`k kIqw jWdw hY[   krdy hW qW vrf Awpxy Awp fwkUmYNt dw pRIivaU 
   idKwaUNdw hY[ 

    
    
        

 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

pRIivaU

v`fy pRSn auqr 



 

pR:2 AwiPs tUlz kI hn? iksy vI pMj iksm dy AwiPs tUlz dI ivAwiKAw kro[ 
 

au: AwiPs tUlz AYplIkySn pRogrwmW dI auh SRyxI hY, jo dPqrW ivc XUzr nMU fwkumYNt, ftY wbys, grw&, vrkSItW Aqy 

pRYjntySn Awid PweIlW iqAwr krn ivc̀ shwieqw krdy hn[ Awm vrqy jwx vwly AwiPs tUlz dI ivAwiKAw hyTW kIqI 
geI hY: 
❖ vrf pRosYsr tUl- iehnW tUlz dI vrqoN iksy dsqwvyz jW icT̀I p`qr Awid nUM iqAwr krn leI kIqI jWdI hY[ MS 

        Word, WordPad Awid ku`J Awm vrqy jwx vwly vrfpRosYsr dIAW aduwhrxW hn[    
❖ spRYfSIt tuL - iehnW tUlz dI vrqoN gxnwvW nwl sMbMDq v`K-v`K kMmW nUM krvwaxu leI kIqI jWdI hY[ Excel Aqy 
          Lotus Awm vrqy jwx vwly spRYfSIt tUlz hn[ 
❖ pRYzntSyn t Ul:   iehnW tUlz dI vrqoN pRYzntySn iqAwr krn leI kIqI jWdI hY[ PowerPoint iek Awm vriqAw 
      jwx vwlw pRYzntySn tUl hY[ 
❖ fwtwbys tUl- iehnW tUlz dI vrqoN sMsQw nwl sMbMDq fwtw dw sMgiRh krn leI kIqI jWdI hY[ MS Access, Oracle 

     Awid fwtwbys tUlz dIAW m̀hqvpUrx audwhrxW hn[ 
❖ mltImIfIAw tUl- iehnW tUlz dI vrqoN AwfIE, vIfIEz bnwaux Aqy clwaux leI kIqI jWdI hY[ mIfIAw plyAr 
     Aqy rIAl plyAr iehnW tUlz dIAW m`hqvpUrx audwhrxW hn[ 

 

 
 

pR:3 spRYfSIt nwl myl mrz dI vrqoN krdy hoey ividAwrQIAW dI slwnw irport iqAwr krn 
leI stYp ilKo[ 
au: myl mrz AYm.AYs. vrf dI iek mh̀qvprU x ivSySqw hY[ AsIN spRYfSIt ivc sotr kIqy gey ividAwrQIAW dy nqIjy 
nUM myl mrz nwl vrqdy hoey auhnW dI slwnw irport AwswnI nwl iqAwr kr skdy hW, ijsnUM bnwaux dy stYp ies pRkwr 
hn: 

1. sB qoN pihlW AYksl SIt ivc ividAwrQIAW dy nqIjy nwl sMbMDq fwtw stor kro Aqy AYksl PweIl nUM syv 
kro[ 
 

2. hux AYm.AYs.vrf ivc ividAwrQIAW dI slwnw irport dw Pwrmyt iqAwr kro[ 
 
 
 
 
 
 



 

 
3. Mailing tYb ivc Start Mail Merge → Letter AwpSn dI cox kro[ 

 
 
 
 
 
 
 

4. hux  Select Recipients → Use Existing List AwpSn aupr kilk̀ kro[ 
5. hux  Select Table fwielwg bwks Epn hovygw, ies ivcoN ividAwrQIAW dy nqIjy vwlI AYksl SIt dI cox kro[ 
6. hux krsr nUM irport ivc aus jgHW aupr rK̀o ij`Qy AYksl SIt ivcoN fwtw dwKl krnw hY[ 
7. hux Insert Merge Field AwpSn qy kilk̀ kro, iek frwp fwaUn mInUM nzr Awvygw ijs ivc AYksl SIt ivc 
        stor nqIijAW dy swry PIlf idKweI dyxgy[ 
 
8. frwp-fwaUn lIst ivcoN jo PIlf krsr vwlI jgHW aupr dwKl krnw hY aus PIlf aupr kilk̀ kro[ iesy qrHW 
       irport ivc v`K-v`K QwvW apur swry loVINdy PIlf dwKl kro[ 
9 hux Merge and Finish AwpSn qy kil`k krky Edit Individual Documents AwpSn au`pr kilk̀ kro[ Merge to 

       New Document fwielwg bwks Ku`lygw[ ies ivc All AwpSn qy kilk̀ krky OK btn qy kilk̀ kro[ 
10 hux iek nvW vrf fwkUmYNt Ku`lygw ijs ivc swry ividAwrQIAW dy irport kwrf hoxgy[ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
pR:4  t Yb  stwps kI hn? mYnUAl tYb stwp nUM sYt krn dI ivAwiKAw kro[ 
 
au: tYb stwps AYm.AYs. vrf dI iek mh`qvpUrx ivSySqw hY[ iesdI mdd nwl AsIN iksy jwxkwrI nUM shI FMg nwl 

Aqy lVIb`D qrIky nwl drSw skdy hW[ ieh AwpSn kIAborf qoN TAB kIA pRYs krn auprMq krsr dI pju ISn sYt krn 

ivc swfI mdd krdI hY[ krsr dIAW ieh pujISnW Awpxy Anuswr sYt krn nUM mYnUAl tYb stwp sYt krnw ikhw jWdw 

hY[ mYnUAl tYb stwp sYt krn dy stYp hyTW idqy gey hn: 

 
1. rUlr bwr dy K`by kony aupr mojUd tYb islYkt btn apur aus smyN qk̀ kilk̀ krdy rho jdoN qk̀ quhwfI jrUrq 

Anuswr tYb (Left tYb, Center tYb, Right tYb, Decimal tYb jW Bar tYb stwp) nzr nhIN AwauNdI[ 
 

2. tYb islYkt krn auprMq rUlr bwr aupr aus jgHw qy kilk̀ kro ij`Qy AsIN tYb stwp pujISn sYt krnw cwhuMdy hW[ 
 
 
 


