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2. −sLi²][£qs ªy²R¶VNRPÍÜ[ ®ªsVÌÁVNRPVª«sÌÁV 
 
−sLi²][£qs @LiÛÉÁ[ G−sVÉÓÁ? 
 
−sLi²][£qs @LiÛÉÁ[ryµ³yLRißá xmsLjiË³ØxtsQÍÜ[ NTPÉÓÁNUPÌÁV @¬s @LóRiLi. NRPLixmspùÈÁLýRiÍÜ[D©«sõ −sLi²][£qs NRPW²R¶ ÊÁÈÁ©±s ©¯NRPägS®©s[ 
NTPÉÓÁNUPÍýØgRi ¾»½LRi¿RÁVN]¬s µR¶XaSùÖÁõ  ¿RÁWzms©«sÈýÁVgS ª«sV©«sNRPV xmsÌÁV −sxtsQ¸R¶WÌÁ©«sV ¿RÁWzmsxqsVòLiÉØLiVV. BLiµR¶VÍÜ[ 
−s−sµ³R¶ úF¡úgSª«sVVÌÁNRPV xqsLiÊÁLiµ³j¶LiÀÁ©«s −sxts Ŗ¶WÛÍÁ[ gSNRP, Fn¡ÉÜ[ÌÁV, ¿RÁÌÁ©«sÀÁú»yÌÁV NRPW²R¶ ¿RÁW²R¶ª«s¿RÁVè©«sV. 
 

−sLi²][£qsÍÜ[ úxms¼½ NRPª«sWLi²`¶NTP J úxms¾»½[ùNRP\®ªsV©«s ËÜª«sVø DLiÈÁVLiµj¶ NSÊÁÉíÓÁ A ËÜª«sVø −dsVµR¶ FyLiVVLiÈÁL`i¬s ª«soLiÀÁ 

©¯NTPä¾»½[ ËÜª«sVøÍÜ[xmsÌÁ ª«so©«sõ xqsª«sW¿yLRiLi J »R½ÌÁVxmsoÍØ ¾»½LRiV¿RÁVN]¬s ª«sV©«sª«sVVLiµR¶V úxms»R½ùORPQª«sVª«so»R½VLiµj¶. 

−sLi²][£qsÍÜ[ A ËÜª«sVøÌÁ®©s[ NRPLixmspùÈÁL`i xmsLjiË³ØxtsQÍÜ[ HNS©±s=(ICONS) @LiÉØLRiV. C ËÜª«sVøÌÁ©«sV 

NUPËÜ[LïRiVÍÜ[¬s ÊÁÈÁ©±s=»][ NSNRPVLi²y ª«s°£qs−dsVµR¶ ®ªs[ÌÁV»][ ©¯NTPä¾»½[ ¿yÌÁV. ®ªsLiÈÁ®©s[ LRiNRPLRiNSÌÁ HNS©±s (ËÜª«sVøÌÁV) 

ª«sV©«s ª«sVVLiµR¶V ª«soLiÉØLiVV. −sLi²][£qsÍÜ[¬s IN][ä ËÜª«sVø IN][ä úF¡úgSLi ÛÍÁ[µy IN][ä \|mnsÌÁVNRPV xqsLiÊÁLiµ³j¶LiÀÁ©«s\®µ¶ 

ª«soLiÈÁVLiµj¶. µyLi»][ ª«sV©«sNRPV NSª«sÖÁ=©«s ËÜª«sVøÍÜ[¬s −sxtsQ¸R¶W¬sõ ª«sV©«sLi ¼½Ljigji ª«s°£qs xqs¥¦¦¦ Ŗ¶VLi»][ xqsLiÊÁLiµ³j¶»R½ 

ËÜª«sVø −dsVµR¶©«sV©«sõ FyLiVVLiÈÁL`i ©¯NRPä²R¶Li µy*LS F~LiµR¶gRiÌÁLi. @ÍØ −sLi²][£qsÍÜ[ ËÜª«sVøÌÁ(GRAPHICAL) 
»][ NRPLixmspùÈÁL`i©«sV Dxms¹¸¶WgjiLiÂ¿Á[ ªyLji¬s(USER) @©«sVxqsLiµ³y¬sLi¿RÁ²R¶Li(INTERFACE) ª«sÌýÁ µk¶¬sNTP 

GRAPHICAL USER INTERFACE @¬s}msLRiV ª«sÀÁèLiµj¶. 

 

2.1. −sLi²][£qs ¹¸¶VVNRPä ÌÁORPQßØÌÁV (FEATURES OF WINDOWS) 
 

−sLi²][£qs¬s AxmslLi[ÉÞ Â¿Á[¸R¶V²R¶Li ¿yÍØ ¾»½[ÖÁ\ZNP©«s xmsµôR¶¼½ @¬s BLi»R½NRPV ª«sVVLi®µ¶[ ¿RÁµj¶ªyLi. µk¶¬s¬s zmsÌýÁÌÁV \|qs»R½Li 

AxmslLi[ÉÞ Â¿Á[¸R¶Vª«s¿RÁVè. @ÍØLiÉÓÁ @µR¶V÷é»R½ AxmslLi[ÉÓÁLig`i zqsxqísª±sV @LiVV©«s −sLi²][£qs ÌÁORPQßØÌÁV ¿RÁWµôyLi. 

 

1. −sLi²][£qsÍÜ[ ²y£qs AxmslLi[ÉÓÁLig`i zqsxqísLiÍÜ[ª«sÛÍÁ[ @¬sõ A®µ¶[aSÌÁV(COMMANDS) gRiVLRiVòLi¿RÁVN][ª«sÖÁ=©«s 

@ª«sxqsLRiLi ÛÍÁ[µR¶V. \|msgSi A®µ¶[aS¬sõ ®ªsVV»R½òLi \ÛÉÁxmso Â¿Á[̧ R¶WÖÁ=©«s @ª«sxqsLRiLi ÛÍÁ[µR¶V. −sLi²][£qsÍÜ[ ËÜª«sVøÌÁV 

(ICONS), ª«sVLji¸R¶VV ®ªsV©«sW(MENU) ÌÁ Aµ³yLRiLigS A®µ¶[aSÌÁ©«sV Dxms¹¸¶WgjiLi¿RÁVN][ª«s¿RÁVè. 

 

2. −sLi²][£qsÍÜ[ ¾»½LRi−dsVµR¶ ²yNRPVù®ªsVLiÉÞ \|qsÇÞ¬s |msLi¿RÁVN][ª«s²y¬sNTP ÛÍÁ[NRP »R½gæjiLi¿RÁVN][ª«s²y¬sNTP r¢ÌÁË³ÏÁùLi DLiµj¶. 

 

3. −sLi²][£qsÍÜ[ IZNP[ryLji lLiLi²R¶V ª«sVW²R¶V @zmýsZNP[xtsQ©±s=ÍÜ[ ¾»½[ÖÁNRPgS xms¬sÂ¿Á[xqsVN][ª«s¿RÁVè. Dµyx¤¦¦¦LRißáNRPV ª«sV©«sLi 

¸R¶VLi.Fs£qs.ª«sL`ïiÍÜ[ D©yõª«sV©«sVN][Li²T¶. D©«sõÈýÁVLi²T¶ FsLi.Fs£qs.FsZNP=ÍÞ  ÍÜ[¬s ²yNRPVù®ªsVLiÉÞ»][ xms¬s 

xms²T¶LiµR¶©«sVN][Li²T¶. @xmsöV²R¶V lLiLi²T¶LiÉÓÁ¬ds ¾»½LRi−dsVµR¶ úxmsNRPä úxmsNRPä©«s ª«soLiÀÁ xms¬sÂ¿Á[xqsVN][ª«s¿RÁVè. µk¶¬s®©s[ Multiple 
windows ÛÍÁ[µy Multi Tasking facility @LiÉØLRiV. 

 

4. −sLi²][£qsÍÜ[ \|mnsÎÏÁþ¬s ¾»½LRiªyÌÁLiÛÉÁ[ INRP ®ªsV©«sW ©«sVLi²T¶ ª«sVL]NRP xqsËÞ ®ªsV©«sWÍÜ[NTP ®ªsÎØþÖÁ. Dµyx¤¦¦¦LRißáNRPV 

ª«sV©«sLi BLiÉýÜ[ ÛËÁ²`¶LRiWLiNTP ®ªsÎØþÌÁLiÛÉÁ[ ª«sVVLiµR¶VgS µy*LRiLi ©«sVLi²T¶ ú²yLiVVLig`i LRiWª±sV, @NRPä²R¶VõLiÀÁ ¥¦¦¦ÍýÜ[NTP, 

»R½µy*LS ÛËÁ²`¶LRiWª±sVÍÜ[NTP úxms®ªs[bPLiÀÁ©«sÈýÁVgS −sLi²][£qsÍÜ[ −dsVNRPV NSª«sÖÁ=©«s úxmsµ³y©«s −sË³ØgRiLi −dsVµR¶ NýTPN`P Â¿Á[}qsò ª«sVL][ 
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−sË³ØgRiLi NRP¬szmsxqsVòLiµj¶. @NRPä²R¶©«sVLi²T¶ ª«sVL][ Dxms −sË³ØgS¬sNTP ®ªs×Áþ −dsVNRPV NSª«sÖÁ=©«s \|mnsÌÁV ÛÍÁ[µy Fn¡ÌïÁL`i ¬s 

Fs©«sVõN][ª«s¿RÁVè. (−sLi²][£qsÍÜ[ \®²¶lLiNíRPLki¬s “Fn¡ÌïÁL` ” @LiÉØLRiV.) 

 

5. @ÍØlgi[ −sLi²][£qs¬s ª«sVW}qs¸R¶WÌÁLiÛÉÁ[ ¼½Ljigji ®ªsVVµR¶ÌÁV (START FyLiVVLiÉÞ)ZNP[ LSªyÖÁ. @LiÛÉÁ[ ª«sVWÌÁ©«sV©«sõ 

gRiµR¶VÌÁ©«sV µyÈÁVNRPVLiÈÁW úxmsµ³y©«s gRiµj¶ÍÜ[NTP ª«sÀÁè µy*LRiLi (FsLiúÈÁ©±s=) µyÉÓÁ©«sÈýÁVgS @¬dsõ xqsËÞ ®ªsV©«sWÌÁV 

ª«sVW}qszqs ®ªsVLiVV©±sÍÜ[NTP ª«sÀÁè @NRPä²R¶ Shut Down Computer −dsVµR¶ NýTPN`P Â¿Á[¸R¶WÖÁ. 

 

6. −sLi²][£qsÍÜ[ INRP \|mnsÌÁV ÛÍÁ[µy Fn¡ÌïÁL`i(\®²¶lLiNíRPLki) ¬s ¾»½LRiª«s²y¬sNTP INRPÉÓÁ NRPLiÛÉÁ[ FsNRPVäª«s úxms»yùª«sWõ Ŗ¶V xmsµôR¶»R½VÌÁV 

ª«soLi²R¶ª«s¿RÁVè. INRP xmsµôðR¶¼½ µy*LS \|mnsÌÁV ¾»½LRiª«s²R¶Li ª«sVLjièF¡¾»½[ ÛÍÁ[µy  r¢ÌÁË³ÏÁùLigS ÛÍÁ[NRPF¡¾»½[ B»R½LRi xmsµôðR¶»R½VÌÁ 

µy*LS Â¿Á[¸R¶Vª«s¿RÁVè. 

 

7. IN][äryLji −sLi²][£qsÍÜ[ −dsVLRiV G\®µ¶©y \|mnsÌÁV©«sVgS¬s, \®²¶lLiNíRPLkigS¬s, FsNRPä²R¶VLiµ][ ª«sVLjièF¡ Ŗ¶WLRi©«sVN][Li²T¶. 

@xmsöV²R¶V −sLi²][£qsÍÜ[ −dsVNRPV A\|mnsÌÁVgS¬s, \®²¶lLiNíRPLkigS¬s FsNRPä²R¶VLiµ][¶ ¾»½ÌÁVxqsVN][ªyÌÁLiÛÉÁ[ \|mnsLi²`¶ (Find) @®©s[ 

NRPª«sWLi²`¶ µy*LS ¾»½ÌÁVxqsVN]®©s[ xqsµR¶VFy¸R¶VLi DLiµj¶. 

 

8. NRPLixmspùÈÁL`i¬s ª«sV©«sLi AxmslLi[ÉÞ Â¿Á[xqsVò©«sõxmsöV²R¶V ª«sVµ³R¶ùÍÜ[ ª«sV©«sNRPV xqsLi®µ¶[¥¦¦¦ÌÁV ª«sxqsVòLiÉØLiVV. ªyÉÓÁ¬s ¬sª«sX¼½ò 

Â¿Á[xqsVN][ª«s²y¬sNTP úxmsNRPä©«s ª«sV¬sztsQgS¬s, xmsoxqsòNSÌÁVgS¬s xqsª«sV Ŗ¶W¬sNTP ÌÁË³ÏÁùLi NSNRPF¡ª«s¿RÁVè. @ÍØLiÉÓÁ 

xqsª«sV¸R¶VLiÍÜ[ ª«sV©«sNRPV ry¸R¶Vxms²R¶ÉØ¬sNTP −sLi²][£qsÍÜ[ |¤¦¦¦ÍÞö(Help) @®©s[ ®ªsV©«sW ª«soLiµj¶. 

 
2.2. −sLi²][£qs¬s ¾»½LRiª«s²R¶Li FsÍØ? 
 

NRPLixmspù-ÈÁ-L`  A©±s Â¿Á[¸R¶V-gS®©s[ ®ªsVVµR¶ÈÁgS −dsVNRPV NS¬söégRilLi[xtsQ©±s, ÍÜ[²T¶Lig`i ®ªsVVµR¶\ÛÍÁ©«s ¿RÁLRiùÌÁV ª«sVVgjiaSNRP C úNTPLiµj¶ 

−sµ³R¶LigS D©«sõ ËÜª«sVø NRP¬szmsxqsVòLiµj¶. −dsVLRiV −sLi²][£qsÍÜ[NTP úxms®ªs[bPLi¿yLRi©«sõª«sWÈÁ. 
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2.3. g¼¸ÙnÛ (MOUSE) ¬s Dxms¹¸¶WgjiLi¿RÁ²R¶Li FsÍØ? 
 
ª«sVVLiµR¶VgS ª«s°£qs¬s Â¿Á[¼½ÍÜ[NTP ¼d½xqsVN]¬s µy¬s¬s @²R¶VgRiVË³ØgRiLi ©«sVLi²T¶ NRPµj¶ÖÁLi¿RÁLi²T¶. −dsVLRiÍØ 

NRPµj¶ÖÁxqsVò©«sõxmsöV²R¶V NRPLixmspùÈÁL`i ¾»½LRi−dsVµR¶ ËØßáLi gRiVLRiVògRiÌÁ FyLiVVLiÈÁL`i NRP¬söxqsVòLiµj¶. ª«sV©«sNRPV NSª«sÖÁ=©«s HNS©±s 

LSgS®©s[ FyLiVVLiÈÁL`i¬s A gRiVLRiVò−dsVµR¶ ª«soLiÀÁ ª«s°£qs¬s Â¿Á[¼½»][ ©¯NTPä¾»½[ ¿yÌÁV. A −sLi²][£qs −s¿RÁVèN]¬s @LiµR¶VÍÜ[ 

ª«so©«sõ xmnsÖÁ»yÌÁV ª«sV©«s NRPÎÏÁþª«sVVLiµR¶V ryOSQ»R½äLjiLixms Â¿Á[ryòLiVV. 

 

ª«s°£qs ÊÁÈÁ©±s ú|ms£qs Â¿Á[zqs, LjiÖdÁÇÞ Â¿Á[¸R¶V²y®©s[õ NýTPNTPLig`i (Clicking) @LiÉØLRiV. −sLi²][£qsÍÜ[ G\®µ¶©y HÈÁª±sV ¬s 

|qsÌÁN`íP Â¿Á[¸R¶V²y¬sNTP NýTPNTPLig`i ¬s Dxms¹¸¶WgjiryòLRiV. ZNP[ª«sÌÁLi INRP ªyNSù®©s[õ NSNRPVLi²y ®ªsVV»R½òLi }msLSúgS£mns¬s NRPW²y 

|qsÛÍÁN`íP (SELECT) Â¿Á[¸R¶V²y¬sNTP NRPW²y C NýTPNTPLig`i ¬s ªy²R¶»yLRiV. −dsVL]NRP ªyNSù©¯[õ, \ÛÍÁ©±s ©¯[ NýTPN`P Â¿Á[¸R¶VgS®©s[ 

−sLi²][£qs µy¬s¬s \|¤¦¦¦\ÛÍÁÉÞ (HIGH LIGHT) Â¿Á[xqsVòLiµj¶. 
 

NýTPN`PM ª«s°£qs Fs²R¶ª«sV ÊÁÈÁ©±s lLiLi²R¶V ryLýRiV ©¯NTPä ®ªsLiÈÁ®©s[ ª«sµR¶ÍØÖÁ c @LiµR¶Vª«sÌýÁ xqsª«sW¿yLRiLi, HNS©±sÌÁV 

¾»½LRiV¿RÁVN]¬s ÍÜ[xmsÌÁ D©«sõ ªyÉÓÁ¬s ¿RÁWzmsryòLiVV. 

 

²R¶ÊÁÍÞ NýTPN`PiM gRiÊÁ gRiÊÁ lLiLi²R¶VryLýRiV Fs²R¶ª«sV ÊÁÈÁ©±s ©¯NTPä ®ªsLiÈÁ®©s[ ª«sµj¶ÛÍÁ[̧ R¶WÖÁ c INRP ÀÁ©«sõ HNS©±s 

(MINIMIZE) |msµôR¶µj¶gS (MAXIMIZE) Â¿Á[¸R¶V²y¬sNTP, INRPxmsµy¬sõ |qsÛÍÁN`íP Â¿Á[¸R¶V²y¬sNTP, G\®µ¶©y INRP HNS©±s¬s 

FsÈÁVª«sLiÉÓÁ |qís£ms ÌÁV ÛÍÁ[NRPVLi²y \®²¶lLiN`íP gS ¾»½LRiª«s²y¬sNTP C ²R¶ÊÁÍÞ NýTPN`P Â¿Á[¸R¶WÖÁ= DLiÈÁVLiµj¶. 

 

NRPV²T¶\®ªsxmso ÊÁÈÁ©±s »][ NýTPN`PiM ª«s°£qs NRPV²T¶\®ªsxmso ÊÁÈÁ©±s ©«sV ©¯NTPä ª«sµR¶ÌÁÈÁLi c µk¶¬s¬s HIGHLIGHT (ÛÍÁ[µy 

SELECT) Â¿Á[¸R¶V²y¬sNTP Dxms¹¸¶WgjiryòLRiV.  G HNS©±s −dsVµR¶ NýTPN`P Â¿Á[}qsò µy¬sNTP xqsLiÊÁLiµ³j¶LiÀÁ©«s ®ªsV©«sW 

(CONTEXT MENU) ¬s ¿RÁWzmsxqsVòLiµj¶. »R½*LRigS xqsVÌÁË³ÏÁLigS xms©«sVÌÁV Â¿Á[xqsVN][ª«s²y¬sNTP Bµj¶ FsLi»][ 

@©«sVNRPWÌÁLi. 

 

ú²yg`i (DRAG): INRP HNS©±s¬s INRP¿][ÈÁ©«sVLi²T¶ ª«sVL][¿][ÈÁNRPV ¼d½xqsVZNPÎØþÌÁLiÛÉÁ[ ª«s°£qs¬s ú²yg`i Â¿Á[̧ R¶WÖÁ. 

ª«sVVLiµR¶VgS G HNS©±s¬s @LiVV¾»½[ −dsVLRiV ®ªs[lLi[ ¿][ÈÁNRPV »R½LRiÖÁLi¿yÌÁ©«sVNRPV©yõL][ A HNS©±s −dsVµR¶ FyLiVVLiÈÁL`i¬s 

ª«soLiÀÁ ª«s°£qs Fs²R¶ª«sV\®ªsxmso ÊÁÈÁ©±s¬s ú|ms£qs Â¿Á[zqs (©¯NTPä) ª«s°£qs¬s ª«sµR¶ÌÁNRPVLi²y @ÍØlgi[ A HNS©±s¬s FsNRPä²R¶LiVV¾»½[ 

¼d½xqsVZNPÎØþÌÁ©«sVNRPV©yõL][ @NRPä²T¶NTP ¼d½xqsVZNP×Áþ©«s »R½LS*»R½ ª«s°£qs ÊÁÈÁ©±s¬s ª«sµj¶ÛÍÁ Ŗ¶VùLi²T¶. −dsVLRiV ¼d½xqsVZNP×Áþ©«s 

HNS©±s @NRPä®²¶[ ª«soLi²T¶F¡»R½VLiµj¶. 

 

2.4. −sLi²][£qs¬s FsÍØ AxmslLi[ÉÞ Â¿Á[ryòLRiV? 

 

−dsVLRiV NRPLixmspùÈÁL`i¬s A©±s Â¿Á[¸R¶VgS®©s[ −sLi²][£qs @©«sõ ËÜª«sVø ª«sÀÁè©«s »R½LS*»R½ C úNTPLiµj¶ ¾»½LRi AÉÜ[ª«sWÉÓÁgæS 

ª«sxqsVòLiµR¶¬s BLi»R½NRPV ª«sVVLi®µ¶[ −sª«sLjiLi¿yLi.  
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{qsäQû©±s −dsVµR¶V©«sõ @¬sõ HNS©±sÌÁ©«sV ª«sµj¶ÛÍÁ[zqs úNTPLiµR¶V©«sõ TASK BAR ¬s ¿RÁW²R¶Li²T¶. @NRPä²R¶ START @®©s[ 

HNS©±s NRP¬szmsxqsVòLiµj¶. B®µ¶[ ª«sV©«s −sLi²][£qs¬s AxmslLi[ÉÞ Â¿Á[¸R¶V²y¬sNTP ª«sVWÌÁLi. 

 

−dsVLRiV C START HNS©±s −dsVµR¶ ª«s°£qs »yÌÁWNRPV FyLiVVLiÈÁL̀i»][ NýTPN`P Â¿Á[¸R¶VgS®©s[ −dsVNRPV NSªyÖÁ=©«s 

²yNRPVù®ªsVLiÉÞ gS¬s, \|mnsÌÁV gS¬s, AxmslLi[ÉÞ Â¿Á[¸R¶V²y¬sNTP −dsÌÁª«so»R½VLiµj¶. xqslLi[ START HNS©±s −dsVµR¶ −dsVLRiV NýTPǸP 

Â¿Á[aSLRiV NRPµy! @xmsöV²R¶V  −dsVª«sVVLiµR¶V INRP {qsäQû-©±s BÍØ úxms»R½ùQORPQª«sVª«so»R½VLiµj¶.  

 

 

−sLi²][£qs INRP \|mnsÌÁVgS¬s, B»R½LRi −sLi²][ÌÁNRPV ®ªsÎØþÌÁLiÛÉÁ[ INRPµy¬sN]NRPÉÓÁ µyÈÁVNRPVLiÈÁW ®ªsÎØþÖÁ. @ÍØlgi[ \|ms©«s 

¿RÁWzmsLiÀÁ©«s ÖÁ£qís ª«sWµj¶LjigS −dsVNRPV NSª«sÌÁzqs©«s µy¬s¬s FsLi¿RÁVN]¬s −dsVLRiV ª«sVVLiµR¶VNRPV ®ªsÎÏÁþª«s¿RÁVè. Dµyx¤¦¦¦LRißáNRPV 

−dsVlLi[\®µ¶©y úF¡úgSª±sV= ®ªsVVµR¶ÌÁV |msÉíØÌÁLiÛÉÁ[, AÍÞ úF¡úgSª±sV= HNS©±s −dsVµR¶ NýTPN`P Â¿Á[¸R¶VLi²T¶. @ÍØlgi[ −dsVNRPV G\®µ¶©y 

xqs¥¦¦¦¸R¶VLi gS¬s, xqsLi®µ¶[x¤¦¦¦LigS¬s ª«s}qsò HELP HNS©±s −dsVµR¶ BxqsVò©yõLi ¿RÁW²R¶Li²T¶. 

 

A ÖÁ£qís ÍÜ[¬s  HNS©±sNUP @LóRiLi BNRPä²R¶ NýRPVxmsòLigRi BxqsVò©yõLi ¿RÁW²R¶Li²T¶. 
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A®µ¶[aRPLi(COMMAND):                      G−sV Â¿Á[xqsVòLiµj¶? 

Bc-®ªsVLiVVÍÞ (E-mail)                              ®ªsVLiVVÍÞ Â¿Á[¸R¶V-ª«s¿RÁVè    
 

BLiÈÁ-lLiõ-ÉÞ(INTERNET)                      INTERNET ÍÜ[NTP ®ªsÎÏÁþ-ª«s¿RÁVè 

 

úF¡úgSª±sV= (PROGRAMS):                −dsV NRPLixmspùÈÁL`iÍÜ[ G®ªs[V−sV úF¡úgSª±sV= 

ª«so©yõ¹¸¶W ¿RÁWzmsxqsVòLiµj¶. BNRPä²R¶ úF¡úgSª±sVÌÁVÁ 

@LiÛÉÁ[ LRiNRPLRiNSÌÁ @zmýsZNP[xtsQ©ý«sV 

@©«sõª«sWÈÁ. Dµyx¤¦¦¦LRißáNRPV ¸R¶VLi.Fs£qs.ª«sL`ïi, 

Ŗ¶VLi.Fs£qs.FsZNP=ÍÞ ÍØLiÉÓÁ−s −dsVLRiV −sLi²][£qs 

©«sVLi²T¶ªyÉÓÁ¬s Â¿Á[LSÌÁLiÛÉÁ[ ª«sVVLiµR¶V 

úF¡úgSª±sV=¬s NýTPN`PÂ¿Á[¸R¶V²R¶Li µy*LS @xqsÌÁV 

NRPLixmspùÈÁL`iÍÜ[ G®ªs[V−sV úF¡úgSª±sV= 

DLiÉØ¹¸¶W ¾»½ÌÁVxqsVN]¬s »R½µy*LS A Ŗ¶W 

úF¡úgSª±sV=¬s NýTPN`P Â¿Á[zqs  @LiµR¶VÍÜ[NTP 

úxms®ªs[bPLiÀÁ xms¬s Â¿Á[xqsVN][ª«s¿RÁVè. 

 

²yNRPVù®ªsVLiÉÞ=(DOCUMENTS)           −dsVLjiLi»R½NRPV ª«sVVLiµR¶V xqsXztísQLiÀÁ©«s ²yNRPVù®ªsVLiÈýÁ   

                                        −sª«sLSÌÁ©«sV ¿RÁWzmsxqsVòLiµj¶. 

 

|qsÉíÓÁLig`i= (SETTINGS) NRPLixmspùÈÁL`iÍÜ[ ª«so©«sõ LRiNRPLRiNSÌÁ xmsLjiNRPLSÌÁ @ª«sVLjiNRP C 

|qsÉíÓÁLig`i= µy*LS ¿RÁW²R¶ª«s¿RÁVè. C |qsÉíÓÁLig`i=ÍÜ[¬s NRPLiúÉÜ[ÍÞ 

Fyù©«sÍÞ µy*LS ª«sV©«sNRPV @¬sõ −sª«sLSÌÁV ¾»½ÌÁVryòLiVV. 

 

NRP©«sVg]©«sVÈÁ (search or find) −dsVZNP[\®ªsV©y ²yNRPVù®ªsVLiÉÞ gS¬s B»R½LRi                            

−sª«sLSÌÁVgS¬s NRP¬söLi¿RÁÛÍÁ[µR¶©«sVN][Li²T¶. @−s FsNRPä²R¶ª«so©yõ¹¸¶W 

¾»½ÌÁVxqsVN][ªyÌÁLiÛÉÁ[ C FIND HNS©±s −dsVµR¶ NýTPN`P Â¿Á[}qsò 

xqsLjiF¡»R½VLiµj¶. 

 

ry¸R¶VLi (HELP) −sLi²][£qsÍÜ[¬s G\®µ¶©y xmsµy¬sNTP @LóRiLigS¬s, @®µ¶ÍØ xms¬s 

Â¿Á[xqsVòLiµ][ ¾»½ÌÁVxqsVN][ªyÌÁLiÛÉÁ[ C HELP HNS©±s −dsVµR¶ NýTPN`P Â¿Á[zqs 

NRP©«sVg]©«sª«s¿RÁVè. 

 

xms¬s Â¿Á[¸R¶V²R¶Li (RUN) ¸R¶VLi.¸R¶V£qs.²y£qs. (MS DOS) NRPª«sWLi²`¶= Aµ³yLRiLigS 

−dsVlLi[\®µ¶©y úF¡úgSª±sV gS¬s, \|mnsÍÞ gS¬s J|ms©±s Â¿Á[̧ R¶WÌÁLiÛÉÁ[ C 
RUN HNS©±s −dsVµR¶ NýTPǸP Â¿Á[ Ŗ¶WÖÁ. 

 

ª«sVW|qs¸R¶Vù²R¶Li(SHUTDOWN)  LSú¼½ xmsµj¶ NSgS®©s[ µR¶VNSßáµyLRiVÌÁV uyxmsoÌÁV xtsQÈíÁLýRiV FsÍØ ª«sVW}qsryòL][ 

@ÍØlgi[ NRPLixmspùÈÁL`i¬s A£mns Â¿Á[¸R¶WÌÁLiÛÉÁ[   SHUTDOWN HNS©±s »][ Â¿Á[¸R¶VgRiÌÁLi.  



−sLi²][£qs 

 

17

 

Dµyx¤¦¦¦LRißáNRPV ª«sV©«sNRPV NRPLiúÉÜ[ÍÞ Fyù©«sÍÞ A®µ¶[aRPLi NSªyÌÁLiÛÉÁ[ ¿RÁLRiùÌÁ©«sV NýRPVxmsò LRiWxmsLiÍÜ[ BÍØ ª«soLi¿RÁª«s¿RÁVè. 

 

START --> SETTINGS --> CONTROL PANEL 
 
\|ms©«s Â¿Ázmsö©«s xqsLiOTPQxmsò ªyNRPùLi ryLSLiaRPLi G−sVÈÁLiÛÉÁ[ ª«sVVLiµR¶VgS ª«sV©«sNRPV CONTROL PANEL NSªyÌÁLiÛÉÁ[ 

ª«sVVLiµR¶VgS START ÊÁÈÁ©±s ©¯NTPä, A »R½LS*»R½ SETTINGS HNS©±s −dsVµR¶ ©¯NTPä¾»½[ @xmsöV®²¶[ ª«sV©«sNRPV 

CONTROL PANEL ª«sxqsVòLiµj¶.  µy¬s−dsVµR¶ NýTPN`P Â¿Á[}qsò xqsLji. @ÍØlgi[ ª«sV©«sNRPV NSª«sÖÁ=©«s B»R½LRi xqsª«sW¿yLRiLi, 

\|mnsÎÏÁ§þ, úF¡úgSª±sV= N][xqsLi BÍØ xqsLiOTPQxmsòLigS }msL]äLiÛÉÁ[ ¾»½[ÖÁNRPgS ª«soLiÈÁVLiµj¶. −dsVLRiV ªyÉÓÁ −dsVµR¶ ª«sLRixqsgS NýTPǸP 

Â¿Á[zqs ¿RÁW²R¶Li²T¶. −dsVNRPV @xmsöV²R¶V CONTROL PANEL »yÌÁWNRPV −sLi²][ ¾»½LRi ª«sxqsVòLiµj¶. 

 

ZNP[ª«sÌÁLi ª«sV©«sLi ©«s²R¶Vxmso»R½V©«sõ úF¡úgSª±sV¬s ¿RÁWzmsLi¿RÁ²y¬sNTP ª«sWú»R½®ªs[V NSNRPVLi²y −sLi²][£qs \|qsÇÁÙ¬s |msLi¿RÁ²y¬sNTP 

ÛÍÁ[µy »R½gæjiLi¿RÁ²y¬sNTP NRPW²y \ÛÉÁÉÓÁÍÞ ËØL`i Dxms¹¸¶WgRixms²R¶V»R½VLiµj¶. −dsVLRiV gRiª«sV¬sLi¿RÁLi²T¶ \ÛÉÁÉÓÁÍÞ ËØL`iNTP xmspLjiò NRPV²T¶ 

\®ªsxmso ª«sVW²R¶V ÀÁ©«sõ ÀÁ©«sõ ÊÁÈÁ©±s= ª«soLiÉØLiVV.  

 

@LiµR¶VÍÜ[ ª«sVµ³R¶ù ÊÁÈÁ©±s ª«sV©«s −sLi²][£qs \|qsÇÁÙ¬s |msLi¿RÁ²y¬sNTP, @ÍØlgi[ ‘c’ @©«sõÊÁÈÁ©±s ª«sV©«s −sLi²][£qs \|qsÇÁÙ¬s 

»R½gæjiLi¿RÁ²y¬sNTP Dxms¹¸¶WgjiryòLRiV. BNRP 'x' ª«sVW²R¶ª«s\®µ¶©«s ÊÁÈÁ©±s ©¯NTPä¾»½[ ª«sV©«sLi BxmsöV²R¶V xms¬sÂ¿Á[xqsVò©«sõ −sLi²][£qs 

©«sVLi²T¶ ÊÁ¸R¶VÈÁNTP ª«sryòª«sVV. 

 

2.4.1. −sLi²][£qs ®ªsV©«sWÌÁ©«sV ¾»½LRiª«s²R¶Li 

 

ª«s°£qs¬s Dxms¹¸¶WgjiLiÀÁ ZNP[ª«sÌÁLi HNS©ý«s¬s ¾»½LRiª«s²R¶Li ª«sWú»R½®ªs[V NSNRPVLi²y −sLi²][ÍÜ[¬s ª«sVVÅÁùQ\®ªsV©«s ®ªsV©«sWÌÁ 

−dsVµR¶ NRPW²y NýTPN`P Â¿Á[zqs ªyÉÓÁÍÜ[ GG HÈÁª±sV= ª«so©yõ¹¸¶W NRPW²y gRiª«sV¬sLi¿RÁª«s¿RÁVè. Dµyx¤¦¦¦LRißáNRPV C úNTPLiµj¶ 

−sLi²][ ¾»½LRi¬s ¿RÁW²R¶Li²T¶. 

 

\|ms©«s Bª«s*ÊÁ²T¶©«s −sLi²][£qsÍÜ[ lLiLi²R¶ª«s @²ïR¶V ¾»½LRi¬s gRiª«sV¬sLi¿RÁLi²T¶. µk¶¬s¬s ®ªsV©«sWËØL`i @LiÉØ²R¶V. BLiµR¶VÍÜ[ 

®ªsVVµR¶ÈÁ ª«so©«sõ HÈÁª±sV }msLRiV \|mnsÍÞ (FILE). 
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BLi»R½NRPV ª«sVVLiµR¶V −sª«sLjiLiÀÁ©«sÈýÁVgS ª«s°£qs xqs¥¦¦¦ Ŗ¶VLi»][ FyLiVVLiÈÁL`i¬s C \|mnsÍÞ (FILE) −dsVµR¶ DLiÀÁ NýTPN`P Â¿Á[}qsò 

¿yÌÁV. A \|mnsÌÁV HÈÁª±sVÍÜ[ G®ªs[V−sV −sxtsQ Ŗ¶WÌÁV©yõ¹¸¶W ¾»½ÌÁVxmso»R½W ¬sÌÁVª«sogS J DxmsxmsÉíÓÁNRP (SUB MENU) 
ª«sV©«sª«sVVLiµR¶V úxms»R½ùQORPQª«sVª«so»R½VLiµj¶. 

 

\|ms −sLi²][£qsÍÜ[ −dsVLRiV \|mnsÌÁVÍÜ[¬s −s−sµ³R¶ @LiaSÌÁ −dsVµR¶ FyLiVVLiÈÁL`i¬s ª«soLiÀÁ NýTPN`P Â¿Á[}qsò ¼½Ljigji ªyÉÓÁÍÜ[ G 

²yNRPVù®ªsVLiÈýÁV ª«so©yõ¹¸¶W ¾»½ÌÁVryòLiVV. @LiµR¶VÍÜ[ NEW @LiÛÉÁ[ N]»R½ò ²yNRPVù®ªsVLiÉÞ @¬s @LóRiLi. FyLiVVLiÈÁL`i¬s 

C NEW −dsVµR¶ ª«soLiÀÁ NýTPN`P Â¿Á[}qsò ª«sV©«s N][xqsLii NRPLixmspùÈÁL`iÍÜ[ J N]»R½ò ²yNRPVù®ªsVLiÉÞ¬s zqsµôðR¶Li Â¿Á[xqsVòLiµj¶. 

 

A ²yNRPVù®ªsVLiÉÞÍÜ[ ª«sV©«sNRPV NSª«sÖÁ=©«s xqsª«sW¿yLS¬sõ \ÛÉÁ£ms Â¿Á[xqsVN][ª«s¿RÁVè. BNRPä²R¶ gRiª«sV¬sLi¿RÁª«sÖÁ=©«s −sxtsQ Ŗ¶VLi 

G−sVÈÁLiÛÉÁ[ G\®µ¶©y ²yNRPVù®ªsVLiÉÞÍÜ[ xqsª«sW¿yLS¬sõ \ÛÉÁxmso Â¿Á[¸R¶WÌÁLiÛÉÁ[ ¼½Ljigji NUPËÜ[L`ïi xqs¥¦¦¦¸R¶VLi»][®©s[ Â¿Á[¸R¶WÖÁ= 

DLiÈÁVLiµj¶. ª«s°£qs µy*LS ª«sV©«sLi ZNP[ª«sÌÁLi HNS©±sÌÁ¬s ¾»½LjiÀÁ ¿RÁW²R¶²R¶®ªs[V NS¬s @ORPQLSÌÁ©«sV \ÛÉÁxmso Â¿Á[¸R¶VÛÍÁ[ª«sVV. 

 

Dxms xmsÉíÓÁNRPÍÜ[¬s »R½LS*»R½ HÈÁª±sV @LiVV©«s OPEN −dsVµR¶ NýTPN`P Â¿Á[}qsò ¼½Ljigji ª«sV©«sª«sVVLiµR¶V ª«sVL]NRP −sLi²][ 

úxms»R½ùQORPQª«sVª«so»R½VLiµj¶. µyLi»][ @xmsöÉÓÁ ª«sLRiNRPWª«so©«sõ \|mnsÎÏÁþ¬dsõ ª«sV©«sª«sVVLiµR¶V úxms»R½ùQORPQª«sVª«so»yLiVV. @LiµR¶VÍÜ[ 

ª«sV©«sNRPV NSª«sÖÁ=©«s \|mnsÌÁV¬s Fs©«sVõN]¬s ¿RÁWxqsVN][gRiÌÁLi. ÛÍÁ[µy xms¬sÂ¿Á[xqsVN][gRiÌÁLi. »R½LS*¼½ ÊÁÈÁ©±s @LiVV©«s  SAVE 

ª«sVLji¸R¶VV SAVE AS ÌÁ©«sV ²yNRPVù®ªsVLiÉÞ¬s ¬sÌÁVª«s Â¿Á[¸R¶VVÈÁNRPV Dxms¹¸¶WgjiryòLRiV. A »R½LS*»R½ HÈÁª±sV @LiVV©«s 

CLOSE −dsVµR¶ NýTPǸP Â¿Á[}qsò −sLi²][£qsÍÜ[¬s A ²yNRPVù®ªsVLiÉÞ ª«sVWxqsVNRPVF¡»R½VLiµj¶. BNRP AÅÁLji HÈÁª±sV @LiVV©«s 

EXIT ÊÁÈÁ©±s µy*LS ª«sV©«sLi −sLi²][£qs úF¡úgSª±sV= ©«sVLi²T¶ ÊÁ Ŗ¶VÈÁNRPV ª«sryòª«sV©«sõª«sWÈÁ. 

 

−sLi²][£qsÍÜ[¬s ®ªsV©«sWËØL`iÍÜ[ \|mnsÍÞ »R½LS*»R½ NRP¬szmsLiÂ¿Á[µj¶ EDIT ®ªsV©«sW. ²yNRPVù®ªsVLiÉÞÍÜ[ ª«sWLRiVöÌÁV, Â¿Á[LRiVöÌÁV 

Â¿Á[xqsVN][ª«s²y¬sNTP C A®µ¶[aS¬sõ Dxms¹¸¶WgjiryòLRiV. C EDIT A®µ¶[aRPLi −dsVµR¶ NýTPǸP Â¿Á[}qsò −dsVNRPV ª«sVL]NRP Dxms¾»½LRi 

ª«sxqsVòLiµj¶. @LiµR¶VÍÜ[ CUT @LiÛÉÁ[ ª«sV©«sNRPV @ª«sxqsLRiLiÛÍÁ[¬s xqsª«sW¿yLS¬sõ »]ÌÁgjixqsVòLiµj¶. COPY @LiÛÉÁ[ ª«sV©«sNRPV 

@®µ¶[ xqsª«sW¿yLRiLi BLiN]NRP ¿][ÈÁ @ª«sxqsLRi\®ªsV¾»½[ NS{ms Â¿Á[xqsVòLiµj¶. BNRP PPASTE @LiÛÉÁ[ CUT ÍÜ[s gS¬s, COPY 
ª«sÌýÁgS¬s »]ÖÁgjiLi¿RÁÊÁ²T¶©«s xqsª«sW¿yLS¬sõ ª«sV©«sNRPV NSª«sÖÁ=©«s ¿][ÈÁ @¼½NTPxqsVòLiµj¶. Gµj¶ G\®ªsV©y C 

CUT,COPY, PPASTE A®µ¶[aSÌÁV Dxms¹¸¶WgjiLi¿yÌÁLiÛÉÁ[ NSª«sÖÁ=©«s xqsª«sW¿yLS¬sõ \|¤¦¦¦\ÛÍÁÉÞ 

(HIGHLIGHT) Â¿Á[¸R¶WÖÁ= DLiÈÁVLiµj¶. A »R½LRiVªy¾»½[ CUT, ÛÍÁ[µy COPY −dsVµR¶ NýTPǸP Â¿Á[¸R¶WÖÁ. @xmsöV²R¶V 

−dsVLRiV @©«sVNRPV©«sõ ªyNRPùLi ÛÍÁ[µy }msLSúgS£mns @NRPä²R¶ ©«sVLi²T¶ »]ÌÁgjiLi¿RÁÊÁ²R¶V»R½VLiµj¶. IN][äryLji −dsVLRiV 

»]ÌÁgjiLiÀÁ©«s ªyNRPùLi ÛÍÁ[µy }msLSúgS£mns¬s ª«sVL]NRP ¿][ÈÁ DLi¿yÌÁ©«sVN][Li²T¶. @xmsöV²R¶V −dsVLRiV A ªyNSù¬sõ ÛÍÁ[µy 

}msLSúgS£mns¬s FsNRPä²R¶ DLi¿yÌÁ©«sVNRPVLiÈÁV©yõL][ @NRPä²R¶ NRPLRi=L`i¬s Dxms¹¸¶WgjiLiÀÁ ®ªsV©«sWÍÜ[¬s PPPASTE −dsVµR¶ 

NýTPN`P Â¿Á[¸R¶WÖÁ. 

 

BNRP −sLi²][[£qsÍÜ[¬s ®ªsV©«sW ËØL`iÍÜ[ ª«sVW²R¶ª«sµR¶LiVV©«s VIEW ÍÜ[NTP ª«sµôyLi. VIEW @LiÛÉÁ[ µR¶XaSù¬sõ NSLi¿RÁ²R¶Li. 

@LiÛÉÁ[ BLiµR¶VÍÜ[ ª«sV©«sLi G \|mnsÍÞ©«sLiVV¾»½[ ¾»½LRiVryò®ªsW µy¬sÍÜ[¬s xqsª«sW¿yLS¬sõ @®©s[NRP LRiWFyÌÁÍÜ[ ¿RÁWryòLi. 

Dµyx¤¦¦¦LRißáNRPV @LiµR¶VÍÜ[¬s −sxtsQ¸R¶WÌÁ©«sV ¬sÌÁVª«sogS DLi¿RÁ²R¶Li, −s−sµ³R¶ HNS©±sÌÁ¬s |msµôR¶−s Â¿Á[¸R¶V²R¶Li, ªyÉÓÁ®©s[ 

@ª«sxqsLS¬sõ ÊÁÉíÓÁÁ ÀÁ©«sõ−sgS Â¿Á[¸R¶V²R¶Li ÍØLiÉÓÁ xms©«sVÌÁ¬sõLiÉÓÁ¬ds C VIEW µy*LS GLRiö²T¶©«s DxmsxmsÉíÓÁNRP (SUB 
MENU) µy*LS Â¿Á[¸R¶VgRiÌÁLi. BNRP »R½LS*»R½ ÊÁÈÁ©±s |¤¦¦¦ÍÞö (HELP). NRPLixmspùÈÁL`i AxmslLi[ÉÞ Â¿Á[zqs©«sxmsöV²R¶V 

ª«sV©«sNRPV Fs© [̄õ xqsLi®µ¶[¥¦¦¦ÌÁV ª«sxqsWò DLiÉØLiVV. D©«sõÈýÁVLi²T¶ NRPLixmspùÈÁL`iÍÜ[ úF¡úgSLi ª«sVµ³R¶ùÍÜ[ »R½xmsöV LSª«s¿RÁVè. 

@ÍØLiÉÓÁ xqsª«sVxqsùÌÁ xmsLjiuyäLSÌÁNRPV ª«sV©«sÖÁõ AµR¶VNRPV®©s[ xqsµR¶VFy¸R¶V®ªs[V C HELP ®ªsV©«sW. 
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C HELP ®ªsV©«sW µy*LS NRPLixmspùÈÁL`iNTP xqsLiÊÁLiµ³j¶LiÀÁ©«s úxms¼½ −sxtsQ¸R¶W¬sNTP ¬sLRi*¿RÁ©«sLi µR¶gæRiLRi©«sVLi²T¶ −s−sµ³R¶ 

NRPª«sWLi²`¶ÌÁ©«sV Dxms¹¸¶WgjiLi¿RÁ²R¶Li ª«sLRiNRPW ª«sV©«sLi ¾»½ÌÁVxqsVN][ª«s¿RÁVè. @ÍØlgi[ ª«sV©«sNRPV HELP ÍÜ[©«s G\®µ¶©y 

−sxtsQ¸R¶W¬sõ NS{ms Â¿Á[xqsVN][ªyÌÁLiÛÉÁ[ ¬sLRiË³ÏÁùLi»R½LRiLigS Â¿Á[xqsVN][ª«s¿RÁVè. 

 

ÀÁª«sLRigS ª«sVL][ −sxtsQ¸R¶VLi! −dsVLRiV −sLi²][£qs¬s úFyLRiLiÕ³ÁLi¿RÁ²y¬sNTP START ÊÁÈÁ©±s −dsVµR¶ NýTPN`P Â¿Á[aSLRiV. µyLi»][ 

Dxms®ªsV©«sW ¬sÌÁVª«sogS xmsLRiV¿RÁVNRPVLiÈÁVLiµj¶. −dsVLRiV D©«sõÈýÁVLi²T¶ ª«sV©«sxqsV ª«sWLRiVèNRPV©yõLRiV. START ÊÁÈÁ©±s 

µy*LS ª«sÀÁè©«s ¬sÌÁVª«so xqsËÞ ®ªsV©«sW¬s NS¬s=ÍÞ (−sLRi−sVLi¿RÁVN][ª«s²R¶Li) Â¿Á[xqsVN][ªyÌÁ©«sVNRPV©yõLRiV. @xmsöV²R¶V −dsVLRiV 

FyLiVVLiÈÁL`i¬s A xqsËÞ ®ªsV©«sW ÊÁ¸R¶VÈÁNRPV ¼d½xqsVZNP×Áþ ª«s°£qs»][ NýTPN`P Â¿Á[}qsò A Dxms®ªsV©«sW »]ÌÁgjiF¡LiVV −dsVLRiV 

¼½Ljigji START µR¶gæRiLRiNRPV ª«sryòLRiV. @©«sõÈýÁV ª«sVL][ −sxtsQ¸R¶VLi! −dsVLRiV xqsËÞ ®ªsV©«sWÍÜ[ ®µ¶[¬s©«sLiVV©y 

¾»½LRiªyÌÁ©«sVNRPVLiÛÉÁ[ ª«s°£qs»][ µy¬s−dsVµR¶ NýTPN`P Â¿Á[zqs, ª«s°£qs¬s gRiÉíÓÁgS ©¯NTPä xmsÈíÁVN][ªyÖÁ. ÛÍÁ[NRPF¡¾»½[ ª«s°£qs úNTPLiµj¶NTP 

ÇØLjigjiF¡LiVV B»R½LRi úF¡úgSLiÌÁ −dsVµR¶NRPV ÇØLjiF¡»R½VLiµj¶. 

 

2.4.2. −sLi²][£qsÍÜ[ úxmsµ³y©«s ËÜª«sVøÌÁV (ICONS) c Dxms¹¸¶WgSÌÁV 

 

LRiNRPLRiNSÌÁ HNS©ý«sV, ªyÉÓÁ Dxms¹¸¶WgSÌÁV gRiVLjiLiÀÁ ¾»½ÌÁVxqsVNRPVLiµyLi. BLi»R½NRPV ª«sVVLi®µ¶[ −sª«sLjiLiÀÁ©«sÈýÁVgS −sLi²][£qs 

úFyLRiLiÕ³ÁLi¿RÁgS®©s[ C úNTPLiµj¶ −sµ³R¶LigS ¾»½LRi ª«sxqsVòLiµj¶. 

 

 
 

ÀÁú»R½Li. −sLi²][£qsÍÜ[¬s úxmsµ³y©«s ËÜª«sVøÌÁV 

 

 

BxmsöV²R¶V \|ms¾»½LRiÍÜ[ IN][ä HNS©±s gRiVLjiLiÀÁ −sª«sLRiLigS ¾»½ÌÁVxqsVNRPVLiµyLi. \|ms HNS©«sVÌÁV ¾»½LRiªyÌÁLiÛÉÁ[ −dsVLRiV 

®©s[LRiVgS ª«s°£qs FyLiVVLiÈÁL`i©«sV A¸R¶W HNS©ý«s−dsVµR¶ ª«soLiÀÁ lLiLi²R¶VryLýRiV ®ªsLiÈÁ®ªsLiÈÁ®©s[ (²R¶ÊÁVÍÞ NýTPN`P) NýTPN`P 

Â¿Á[¸R¶VLi²T¶. 

gRiª«sV¬sNRPM \|msHNS©ý«s¬s ¾»½LRiª«s²y¬sNTP START NýTPN`P Â¿Á[¸R¶WÖÁè©«s @ª«sxqsLRiLiÛÍÁ[µR¶V. 

 

MY COMPUTER: ª«s°£qs¬s C HNS©±s −dsVµR¶ lLiLi²R¶V ryLýRiV NýTPǸP Â¿Á[}qsò ª«sV©«s NRPLixmspùÈÁL`iÍÜ[ G®ªs[V−sV 

−sxtsQ¸R¶WÌÁV ª«sVLji¸R¶VV xmsLjiNRPLSÌÁV D©yõ¹¸¶W ¾»½ÌÁVxqsVòLiµj¶. 
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NETWORK NEIGHBOURHOOD: ª«sV©«s NRPLixmspùÈÁL`iNTP NRPÌÁxmsÊÁ²T¶©«s ÛÍÁ[NRP @©«sVxqsLiµ³y©«sLi Â¿Á[¸R¶VÊÁ²T¶©«s 

B»R½LRi NRPLixmspùÈÁL`iÌÁÍÜ[ G®ªs[V−sV xqsµR¶VFy¸R¶WÌÁV ÛÍÁ[NRP ª«s©«sLRiVÌÁV ª«so©yõ¹¸¶W C HNS©±s¬s lLiLi²R¶VryLýRiV NýTPN`P Â¿Á[}qsò 

¾»½ÌÁVxqsVòLiµj¶. 

 

RECYCLE BIN: xms¬sNTPLS¬s ª«sxqsVòª«soÌÁ©«sV INRP|msÛÉíÁÍÜ[ ®ªs[zqs @ÈÁNRP−dsVµR¶ xms®²¶[zqs©«s ª«sWµj¶LjigS C RECYCLE 

BIN xms¬sÂ¿Á[xqsVòLiµj¶. IN][ryLji ª«sV©«sNRPV N]¬sõQQ\|mnsÎÏÁ§þ @ª«sxqsLRiLi NSNRPF¡ª«s¿RÁVè. µyLi»][ xmspLjiògS Â¿ÁLRixmsNRPVLi²y 

(DELETE Â¿Á[̧ R¶VNRPVLi²y) ªyÉÓÁ¬s »y»yäÖÁNRPLigS ª«sV©«s xms¬sNTP @Li»R½LS Ŗ¶VLi ÛÍÁ[NRPVLi²y ®ªs[lLi[ ¿][ÈÁNRPV 

»R½LRiÖÁryòª«sVV. µy¬s¬s RECYCLE BIN @¬s @LiÉØª«sVV. IN][ryLji @ÍØ DELETE Â¿Á[̧ R¶VÊÁ²T¶©«s \|mnsÎÏÁ§þ 

ª«sV©«sNRPV @ª«sxqsLRiLi ª«sÀÁè©«sxmsöV²R¶V C RECYCLE BIN @®©s[ HNS©±s −dsVµR¶ lLiLi²R¶V ryLýRiV ®ªs©«sV®ªsLiÈÁ®©s[ (²R¶ÊÁVÍÞ 

NýTPN`P) NýTPN`P Â¿Á[zqs ª«sV©«sNRPV @ª«sxqsLRi\®ªsV©«s \|mnsÌÁV¬s ¼½Ljigji F~LiµR¶gRiÌÁª«sVV. −sVgRi»y ªyÉÓÁ gRiVLjiLiÀÁ »R½LS*»R½ ¿RÁµR¶Vª«soµyLi. 

 

2.4.3. úF¡úgSLi¬s ¿RÁW²R¶²R¶Li FsÍØ? 

 

úNTPLiµj¶ ËÜª«sVøÍÜ[ ¿RÁWzmsLiÀÁ©«s −sµ³R¶LigS ª«sVVLiµR¶VgS START ÊÁÈÁ©±s ¬s NýTPN`P Â¿Á[¸R¶WÖÁ. »R½LS*»R½ úF¡úgSª±sV= ¬s NýTPN`P 

Â¿Á[¸R¶WÖÁ. ª«sV©«sNRPV NSª«sÖÁ=©«s ª«sVVÅÁù −sË³ØgSÌÁV ª«sVL]NRP xqsËÞ ®ªsV©«sWÍÜ[ NRP¬szmsryòLiVV. 

 

 

ÀÁú»R½Li. −sLi²][-£qs 98 ÛÍÁ[µy 2000 ÍÜ[ úF¡úgSLiÌÁ©«sV ¿RÁW²R¶ÈÁLi 
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ÀÁú»R½Li. −sLi²][-£qs xp ÍÜ[ úF¡úgSLi-ÌÁ©«sV ¿RÁW²R¶²R¶Li 

 

\|ms¾»½LRiÍÜ[ NRPV²T¶\®ªsxmso D©«sõ xqsËÞ ®ªsV©«sVÍÜ[ −dsVNRPV NSª«sÖÁ=©«s úF¡úgSLi −dsVµR¶ NýTPN`P Â¿Á[}qsò −dsVª«sVVLiµR¶V A úF¡úgSLi 

¾»½LRiV¿RÁVNRPVLiÈÁVLiµj¶. Dµyx¤¦¦¦LRißáNRPV C @µ³yù¸R¶VLi »R½LRiVªy»R½ LSËÜ[¹¸¶[V Aµ³yù Ŗ¶W\ÛÍÁ©«s ¸R¶VLi.Fs£qs.ª«sL`ïi, 

¸R¶VLi.Fs£qs.FsZNP=ÍÞ, ¸R¶VLi.Fs£qs.xmsª«sL`i FyLiVVLiÉÞ ÍØLiÉÓÁ úF¡úgSª±sVÌÁÍÜ[NTP \®²¶lLiNí̀PgS ®ªs×Áþ −dsVNRPV NSªyÖÁ=©«s 

úF¡úgSª±sVÌÁV Â¿Á[xqsVN][ª«s¿RÁVè.   úF¡úgSª±sV ®ªsV©«sW©«sV NýTPN`P Â¿Á[}qsò Fs© [̄õ úF¡úgSLiÌÁV ª«sryòLiVV. ªyÉÓÁÍÜ[ −dsVNRPV 

NSª«sÖÁ=©«s ªyÉÓÁ\|ms©«s NýTPN`P Â¿Á[}qsò ª«sVlLi©¯[õ úF¡úgSLiÌÁV ª«sryòLiVV. ªyÉÓÁÍÜ[ −dsVNRPV NSª«sÖÁ=©«s ªyÉÓÁ\|ms©«s NýTPN`P Â¿Á[zqs 

−dsVLRiV A¸R¶W úF¡úgSLiÍÜ[NTP ®ªs×ÁþF¡ª«s¿RÁVè. 

 

2.4.4. \|mnsÌÁV¬s ¿RÁW²R¶²R¶Li FsÍØ? 

 

−sLi²][£qs \|mnsÎÏÁþ¬s ¿RÁW²R¶²y¬sNTP INRPÉÓÁNRPLiÛÉÁ[ FsNRPVäª«s xmsµôðR¶»R½VÌÁV ª«soLiÉØLiVV. @ÍØlgi[ −dsVLRiV \|mnsÎÏÁþ¬s MY 
COMUTER µy*LS NSNRPVLi²y \®²¶lLiN`íPgSi ¿RÁW²yÌÁLiÛÉÁ[ C úNTPLiµj¶ xmsµôðR¶¼½ µy*LS ¿RÁW²R¶ª«s¿RÁVè. 

 

1. ª«sVVLiµR¶VgS START −dsVµR¶ \lLiÉÞ ÊÁÈÁ-©±s©«sV NýTPN`P Â¿Á[¸R¶WÖÁ. 

2. »R½LS*»R½  WINDOWS EXPLORER −dsVµR¶ NýTPN`P Â¿Á[¸R¶WÖÁ. 

@xmsöV²R¶V C úNTPLiµj¶ {qsûQä©±s úxms»R½ùQORPQ ª«s°»R½VLiµj¶. 
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@xmsöV²R¶V @LiµR¶VÍÜ[ NRPV²T¶\®ªsxmso©«sV©«sõ LRiNRPLRiNSÌÁ −sxtsQ Ŗ¶WÌÁ−dsVµR¶ −dsVNRPV NSª«sÖÁ=©«s µy¬s¬s Fs©«sVõN]¬s NýTPN`P 

Â¿Á[¸R¶VLi²T¶. @ÍØlgi[ ²T¶£qsä\®²¶Qûª±sÌÁV, Fn¡ÌïÁLýRiV gRiÌÁ ÊÁÈÁ©±sÌÁV Fs²R¶ª«sV úxmsNRPä©«s NRP¬szmsryòLiVV. −dsV @ª«sxqsLS¬sõ ÊÁÉíÓÁ 

ªyÉÓÁ¬s ¾»½LRiª«sLi²T¶. Dµyx¤¦¦¦LRißáNTP 40gb(E)  \®²¶Qûª±s −dsVµR¶ NýTPǸP Â¿Á[}qsò LRiNRPLRiNSÌÁ Fn¡ÌïÁLýRiV, \|mnsÎÏÁ§þ ª«sryòLiVV. 

ªyÉÓÁÍÜ[ −dsVNRPV NSª«sÖÁ=©«s ªyÉÓÁ\|ms©«s NýTPN`P Â¿Á[zqs xqsª«sW¿yLS¬sõ ¿RÁW²R¶gRiÌÁLi. 

 

²yNRPVù®ªsVLiÉÞ ¬s ¾»½LRi¿RÁVÈÁ (OPEN) 
 

²y£qsÍÜ[ J \®²¶lLiNíRPLki¬s ÛÍÁ[NRP \|mnsÍÞ¬s ¾»½LjiÀÁ©«sÛÉýÁ[, −sLi²][£qsÍÜ[ ª«s°£qs xqs¥¦¦¦¸R¶VLi»][ ¾»½[ÖÁNRPgS \|mnsÍÞ©«sV ÛÍÁ[µy 

²yNRPVù®ªsVLiÈÁV©«sV ¾»½LRiª«sª«s¿RÁVè. @LiVV¾»½[ −sLi²][£qsÍÜ[ ª«so©«sõ xqsµR¶VFy Ŗ¶VLi G−sVÈÁLiÛÉÁ[ ²y£qsÍÜ[ ª«sWµj¶LjigS 

NSNRPVLi²y −sLi²][£qsÍÜ[ Fs©¯[õ xmsµôðR¶V»R½VÌÁV µy*LS ²yNRPVù®ªsVLiÈÁV©«sV ¾»½LRiª«sª«s¿RÁVè. @−s. 

 

1. ²yNRPVù®ªsVLiÉÞ ®ªsV©«sW¬s Dxms¹¸¶WgjiLiÀÁ ²yNRPVù®ªsVLiÉÞ ¬s ¾»½LRi¿RÁVÈÁ (Opening a document by using 
the Document Menu) 
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1. ª«sVVLiµR¶VgS START ÊÁÈÁ©±s −dsVµR¶ NýTPN`P Â¿Á[¸R¶WÖÁ. 

2. A »R½LS*»R½ MYDOCUMENT ÊÁÈÁ©±s −dsVµR¶ NýTPN`P Â¿Á[¸R¶WÖÁ. 

3. @xmsöV²R¶V ¾»½LRiV¿RÁVNRPV©«sõ lLiLi²][ DxmsxmsÉíÓÁNRP (SUB MENU) ÍÜ[ −dsVNRPV NSª«sÖÁ=©«s ²yNRPVù®ªsVLiÉÞ −dsVµR¶ NýTPN`P 

Â¿Á[¸R¶WÖÁ.  

 

------------------ÈÁWÍÞ ËØL`i ÍÜ[¬s FILE ®ªsV©«sW ©«sVLi²T¶ ²yNRPVù®ªsVLiÉÞ ¬s ¾»½LRiV¿RÁVÈÁ 

1. FILE ®ªsV©«sW −dsVµR¶ NýTPN`P Â¿Á[¸R¶WÖÁ. 

2. @xmsöV²R¶V GLRiö²T¶©«s OPEN ÍÜ[¬s \|mnsÍÞ¬s Fs©«sVõN]¬s µy¬s−dsVµR¶ NýTPN`P Â¿Á[¸R¶WÖÁ. 

 

\®ªsVNRPLixmspùÈÁL`i (MY COMPUTER) HNS©±s ©«sVLi²T¶ ²yNRPVù®ªsVLiÉÞ¬s ¾»½LRi¿RÁVÈÁ 

 

−sLi²][£qs ¾»½LRiª«sgS®©s[ NRP¬söLiÂ¿Á[ ®ªsVVµR¶ÉÓÁ HNS©±s @LiVV©«s \®ªsVNRPLixmspùÈÁL`i −dsVµR¶ ®ªsLiÈÁ®©s[ lLiLi²R¶VryLýRiV ²R¶ÊÁVÍÞ NýTPN`P 

Â¿Á[}qsò ¿yÌÁV. @xmsöV²R¶V LRiNRPLRiNSÌÁ HNS©ý«sV, ËÜª«sVøÌÁ xqsª«sVVµy Ŗ¶VLi»][ \®ªsVNRPLixmspùÈÁL`i −sLi²][ 

¾»½LRiV¿RÁVNRPVLiÈÁVLiµj¶. A −sLi²][ÍÜ[ −dsV \|mnsÍÞ G ²T¶£qsäÍÜ[ ª«soLiµ][ NýTPN`P Â¿Á[}qsò ¿yÌÁV. LRiNRPLRiNSÌÁ \|mnsÎÏÁþÍÜ[ −dsV \|mnsÌÁV¬s 

¾»½[ÖÁNRPgS Fs©«sVõN][ª«s¿RÁVè. 

 

BNRPä²R¶ ª«sV©«sLi INRPryLji My Computer ÍÜ[ ª«so©«sõ −sª«sLSÌÁ gRiVLjiLiÀÁ ¿RÁWµôyLi. 

 

HNS©±s --           HNS©±s −sµ³R¶VÌÁV 

 

(3.5 Fnýy{ms) -- −dsV NRPLixmspùÈÁL`i ÍÜ[ ª«so©«sõ 3.5 BLi¿`Á gRiÌÁ Fnýy{ms \®²¶Qûª±s ª«so©«sõ −sª«sLSÌÁ©«sV   

                             ¾»½ÌÁVxmso»R½VLiµj¶. µk¶¬sNTP Fnýy{ms A \®²¶Qûª±sgS xmsLjigRißÓáryòLRiV. 

 

¥¦¦¦L`ïi ²T¶£qsä: --NRPLixmspùÈÁL`iÍÜ[ @Li»R½LS÷égRi\®ªsV©«s ¥¦¦¦L`ïi ²T¶£qsäÍÜ[ ª«so©«sõ \|mnsÎÏÁ§þ, úF¡úgSª±sVÌÁ −sª«sLSÌÁ©«sV Bµj¶ 

¿RÁWzmsxqsVòLiµj¶. 
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NSLiFyNí̀P ²T¶£qsä--: −dsV NRPLixmspùÈÁL`iÍÜ[ NRP©«sVNRP zqs²T¶ LSª±sV \®²¶Qûª±s gRi©«sNRP úxms®ªs[aRP|msÉíÓÁ©«sÈýÁLiVV¾»½[ ªyÉÓÁ −sª«sLSÌÁ©«sV 

C HNS©±s ¿RÁWzmsxqsVòLiµj¶. 

 

NRPLiúÉÜ[ÍÞ Fyù©«sÍÞ: -- −sLi²][£qs ÍÜ[ @¼½ ª«sVVÅÁùQ\®ªsV©«sµj¶ C −sË³ØgRiLi.  

 

úzmsLiÈÁL` : −dsV ²yNRPVù®ªsVLiÉÞ ª«sVVúµR¶ßáNRPV xqsLiÊÁLiµ³j¶LiÀÁ©«s −sª«sLSÌÁ©«sV C HNS©±s 

¿RÁWzmsxqsVòLiµj¶. 

 

2.4.5. −sLi²][£qs ®²¶[ÉØ xmspLjiò xqs*LRiWFy¬sõ ¿RÁWxms²R¶Li (WINDOWS EXPLORER) 
 

@xqsÌÁV −sLi²][£qsÍÜ[ LRiNRPLRiNSÌÁ \®²¶Qûª±sÌÁLiVV©«s ¥¦¦¦Lï̀i ²T¶£qsä, Fnýy{ms \®²¶Qûª±s, NSLiFyN`íP ²T¶£qsäÌÁÍÜ[ GG Fn¡ÌïÁLýRiV 

(\®²¶lLiNíRPLkiÌÁV) ª«so©yõ¹¸¶W, ¼½Ljigji ªyÉÓÁÍÜ[ G®ªs[V−sV \|mnsÎÏÁ§þ, ²yNRPVù®ªsVLiÈýÁV ª«so©yõ¹¸¶W J ¬sLôjiQxtísQ\®ªsV©«s 

xqs*LRiWxmsLiÍÜ[ ª«sV©«sNRPV ¿RÁWxms²y¬sZNP[[ WINDOWS EXPLORER @®©s[ aRPNTPòª«sLi»R½\®ªsV©«s ryµ³R¶©«sLi ª«soLiµj¶. µk¶¬sÍÜ[ 

®ªsVV»R½òLi ®²¶[ÉØ xqs*LRiWFy¬sõ −dsVLRiV ¿RÁW²R¶gRiÌÁLRiV. @LiµR¶Vª«sÌýÁ G \|mnsÌÁV FsNRPä²R¶VLiµ][ ¾»½[ÖÁNRPgS −dsVLRiV gRiVLjiòLiÀÁ 

µy¬s¬s ¾»½LRiª«sgRiÌÁLRiV. INRPLRiNRPLigS Â¿ÁFyöÌÁLiÛÉÁ[ ²y£qsÍÜ[¬s −dsVLRiV TREE A®µ¶[aS¬sõ Dxms¹¸¶WgjiLiÀÁ ®²¶[ÉØ ®ªsVV»R½òLi 

xqs*LRiWFy¬sõ (STRUCTURE) ¿RÁWryò®ªsW @ÍØ −sLi²][£qsÍÜ[ C WINDOWS EXPLORER −sLi²][ 

µy*LS ®²¶[ÉØ −saRP* xqs*LRiWFy¬sõ ¿RÁW²R¶gRiÌÁLRiV. INRP−sµ³R¶LigS Â¿ÁFyöÌÁLiÛÉÁ[ µk¶¬s¬s Â¿ÁÈíÁV (TREE) »][ 

F¡ÌÁèª«s¿RÁVè. INRPÂ¿ÁÈíÁVNRPV Fs¬sõ N]ª«sVøÌÁVLiÉØ¹¸¶W, INRP N]ª«sVøNRPV Fs¬sõ ANRPVÌÁV DLiÉØ¹¸¶W, @®µ¶[ −sµ³R¶LigS 

C −sLi²][£qs FsN`P=Fý¡LRiL`iÍÜ[ \®²¶Qûª±sÌÁV, Fn¡ÌïÁL`iÌÁV, \|mnsÎÏÁ§þ NRP¬szmsryòLiVV. 

 

 

 
 
 

1. ª«sVVLiµR¶VgS START ÊÁÈÁ©±s −dsVµR¶ \lLiÉÞ ÊÁÈÁ-©±s NýTPN`P Â¿Á[¸R¶WÖÁ. 

2. @xmsöV²R¶V úxmsNRPä®©s[ GLRiö²T¶©«s xqsËÞ ®ªsV©«sWÍÜ[¬s WINDOWS EXPLORER −dsVµR¶ NýTPN`P Â¿Á[̧ R¶WÖÁ. @xmsöV²R¶V 

−dsVª«sVVLiµR¶V úNTPLiµj¶ −sµ³R¶LigS WINDOWS EXPLORER ¾»½LRiV¿RÁVNRPVLiÈÁVLiµj¶. 
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−sLi²][ÍÜ[ −dsVNRPV NSª«sÖÁ=©«s Fn¡ÌïÁL`i, úF¡úgSª±sVÌÁ −dsVµR¶ NýTPN`P Â¿Á[}qsò @−s −dsVª«sVVLiµR¶V −s¿RÁVèN]¬s @LiµR¶VÍÜ[ ª«so©«sõ 

−sª«sLSÌÁV NRP¬szmsryòLiVV. ¼½Ljigji ªyÉÓÁÍÜ[ −dsVNRPV NSª«sÖÁ=©«s \|mnsÍÞ −dsVµR¶ NýTPN`P Â¿Á[}qsò xqsLjiF¡»R½VLiµj¶. @ÍØ −dsVNRPV G \®²¶Qûª±s 

G Fn¡ÌïÁL`iÍÜ[ úF¡úgSª±sVÌÁV©yõ¹¸¶W ¼½Ljigji A¸R¶WFn¡ÌïÁLýRi, úF¡úgSª±sVÍýÜ[ GG \|mnsÎÏÁ§þ, B»R½LRi −sxtsQ Ŗ¶WÌÁV 

ª«so©yõ¹¸¶W ®ªsVV»R½òLi −sLi²][£qs xqs*LRiWFy¬sõ NRPÎÏÁþNRPV NRPÉíÓÁ©«sÈýÁVgS ¿RÁWzmsryòLiVV. 

 

2.4.6. Fn¡ÌïÁL`i (\®²¶lLiNíRPLki) ¬s xqsXztísQLi¿RÁVÈÁ 

 

−sLi²][£qs \®²¶lLiNíRPLkiÌÁ©«sV Fn¡ÌïÁLýRiV @LiÉØLRiV. Fn¡ÌïÁL`i @LiÛÉÁ[ IZNP[ −sË³ØgRiLi ÛÍÁ[NRP IZNP[ ª«sùQQNTPòNTP xqsLiÊÁLiµ³j¶LiÀÁ©«s \|mnsÎÏÁþ 

xqsª«sVVµy¸R¶VLi. BxmsöV²R¶V INRP N]»R½ò Fn¡ÌïÁLRiV ÛÍÁ[NRP \®²¶lLiNíRPLki¬s FsÍØ xqsXztísQLi¿yÍÜ[ ¿RÁWµôyLi. 

 

1. ª«sVVLiµR¶VgS −sLi²][£qs EXPLORER ¬s J|ms©±s Â¿Á[¸R¶VLi²T¶. @LiÛÉÁ[ 

START --> WINDOWS EXPLORER −dsVµR¶ NýTPN`P Â¿Á[¸R¶VLi²T¶. 

2. WINDOWS EXPLORER ÍÜ[ G \®²¶Qûª±sÍÜ[ −dsVLRiV \®²¶lLiNíRPLki¬s xqsXztísQLi¿RÁVN][ªyÍÜ[ ¬sLñRiLiVVLi¿RÁVN][Li²T¶. 

3. »R½LS*»R½ \|mnsÍÞ ®ªsV©«sW (FILE MENU) ¬s J|ms©±s Â¿Á[zqs @LiµR¶VÍÜ[ NEW −dsVµR¶ NýTPN`P Â¿Á[¸R¶VLi²T¶. 

4. @xmsöV²R¶V −dsVª«sVVLiµR¶V J xqsËÞ ®ªsV©«sW ª«sxqsVòLiµj¶. @LiµR¶VÍÜ[ FOLDER @©«sõµy¬s −dsVµR¶ NýTPN`P Â¿Á[¸R¶VLi²T¶. 

5. ®ªsLiÈÁ®©s[ −dsVª«sVVLiµR¶V FOLDER »yÌÁWNRPW −sLi²][ GLRiö²R¶V»R½VLiµj¶. @®µ¶[ −dsVLRiV xqsXztísQLiÀÁ©«s N]»R½ò Fn¡ÌïÁL`i 

(\®²¶lLiNíRPLki) µy¬sNTP J }msLRiV¬s xqsWÀÁLi¿RÁLi²T¶. 

 

2.4.7. \|mnsÎÏÁþ¬s xqsXztísQLi¿RÁVÈÁ (CREATING FILES): 
−sLi²][£qsÍÜ[ Fn¡ÌïÁL`i¬s xqsXztísQLi¿RÁ²R¶Li @¸R¶WùNRP \|mnsÎÏÁþ¬s FsÍØ xqsXztísQLi¿yÍÜ[ ¾»½ÌÁVxqsVNRPVLiµyLi. ª«sWª«sVWÌÁVgS G 

−sLi²][ÍÜ[©«sVLi¿RÁLiVV©y ®ªsV©«sWËØL`i ÍÜ[ ª«so©«sõ FILE −dsVµR¶ NýTPN`P Â¿Á[}qsò J xqsËÞ ®ªsV©«sW ª«sxqsVòLiµj¶. 
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@LiµR¶VÍÜ[ NEW ¬s Fs©«sVõN][Li²T¶. −dsV ª«sVVLiµR¶V ÆØ×dÁ −sLi²][¾»½LRi GLRiö²R¶V»R½VLiµj¶. µy¬sÍÜ[ −dsVNRPV NSª«sÖÁ=©«s 

xqsª«sW¿yLS¬sõ ¬sLixmsLi²T¶. 

ÛÍÁ[µy  

ª«s°£qs \lLiÉÞ ÊÁÈÁ-©±s NýTPN`P Â¿Á[¸R¶VLi²T¶.  @LiµR¶VÍÜ[ new −dsVµR¶ NýTPN`P Â¿Á[¸R¶VLi²T¶. @xmsöV²R¶V LRiNRP-LRi-NSÌÁ HNS©ý«sV NRP¬s-zms-ryò-

LiVV.  @LiµR¶VÍÜ[ −dsVNRPV NSª«s-ÌÁ-zqs-©«s-µy¬s −dsVµR¶ NýTPN`P Â¿Á[}qsò N]»R½ò \|mnsÌÁV J|ms-©±s @ª«so-»R½VLiµj¶. 

 

 

 

 

 

−dsVLRiV xqsª«sW¿yLRiLi ¬sLizms©«s \|mnsÍÞ¬s ¬sÌÁVª«s (SAVE) Â¿Á¸R¶WùÖÁ NRPµy! @LiµR¶VN][xqsLi −dsVLRiV SAVE −dsVµR¶ NýTPN`P 

Â¿Á[}qsò −dsVª«sVVLiµR¶V  SAVE @®©s[ ËØN`P= ª«sxqsVòLiµj¶. @LiµR¶VÍÜ[ G \®²¶Qûª±s úNTPLiµR¶ −dsV\|mnsÍÞ¬s DLi¿RÁµR¶ÌÁV¿RÁVNRPV©yõL][ 

}msL]ä©«sLi²T¶. −dsV \|mnsÌÁV @LiµR¶VÍÜ[ DLi²T¶F¡»R½VLiµj¶. 

 

A »R½LS*»R½ N]Li»R½NSÍØ¬sNTP µy¬s»][ @ª«sxqsLRiLi xms²T¶ µy¬s¬s ¾»½LRiªyÌÁ©«sVNRPV©yõLRi©«sVN][Li²T¶ @xmsöV²R¶V −dsVLRiV FILE 
--> OPEN −dsVµR¶ NýTPN`P Â¿Á[}qsò xqsLjiF¡»R½VLiµj¶. 

 

BLi»R½NRPV ª«sVVLi®µ¶[  nÂ`¼ç²QÀ k¼·²›b¼ ²yNRPVù®ªsVLiÉÞÍÜ[¬s sª«sWLRiVöÌÁ©«sV ¬sÌÁVª«s Â¿Á[¸R¶VVÈÁ (To save changes 
in an existing document)  
 
−dsVLRiV NS{msÂ¿Á[zqs©«s ²yNRPVù®ªsVLiÉÞ ¬sÌÁVª«s Â¿Á[¸R¶WÌÁLiÛÉÁ[ C úNTPLiµj¶ xmsµôðR¶¼½ µy*LS Â¿Á[¸R¶Vª«s¿RÁVè. 
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\|mnsÍÞ −dsVµR¶ NýTPN`P Â¿Á[}qsò J xqsËÞ ®ªsV©«sW ª«sxqsVòLiµj¶. µy¬sÍÜ[ SAVE NRPª«sWLi²`¶ −dsVµR¶ NýTPN`P Â¿Á[}qsò −dsV \|mnsÌÁV NRPLixmspùÈÁL`i 

ÍÜ[ ¬sÌÁVª«s (SAVE) ª«soLiÈÁVLiµj¶. 
 

2.4.8. xqsLjiN]»R½ò ²yNRPVù®ªsVLiÈÁV©«sV ¬sÌÁVª«s (SAVE) Â¿Á[¸R¶V²R¶LiiM 

 

1. ª«sVVLiµR¶VgS \|mnsÍÞ −dsVµR¶ NýTPN`P Â¿Á[¸R¶VLi²T¶. 

2. @xmsöV²R¶V SUB MENU ÍÜ[¬s SAVE AS  −dsVµR¶ NýTPN`P Â¿Á[ Ŗ¶VLi²T¶. @xmsöV²R¶V SAVE AS @®©s[ ¾»½LRi 

ª«sxqsVòLiµj¶. A ¾»½LRiÍÜ[ FILE NAME @¬s D©«sõ¿][ÈÁ BACK SPACE  ©«sV Dxms¹¸¶WgjiLiÀÁ D©«sõ @ORPQLSÌÁ©«sV 

»]ÌÁgjiLiÀÁ −dsVLRiV \|mnsÌÁVNRPV G }msLRiV Bª«s*µR¶ÌÁV¿RÁVNRPV©yõL][ µy¬s¬s \ÛÉÁ£ms Â¿Á[̧ R¶VLi²T¶. Dµyx¤¦¦¦LRißáNRPV VINEELA 

@®©s[ }msLRiV A\|mnsÌÁVNRPV DLi¿yLRi©«sVN][Li²T¶. ®ªsLiÈÁ®©s[ VINEELA @®©s[ \|mnsÍÞ −dsV NRPLixmspùÈÁLý][ ª«soLiÈÁVLiµj¶. 

A»R½LS*»R½ SAVE ÊÁÈÁ©±s −dsVµR¶ NýTPN`P Â¿Á[¸R¶VLi²T¶. 

 

@xmsöV²R¶V −dsVLRiV VINEELA @®©s[ \|mnsÍÞ −dsV NRPLixmspùÈÁL`i ÍÜ[ ª«so©«sõµk¶, ÛÍÁ[µ][ xmsLkiOTPQLi¿RÁVN][ª«s²y¬sNTP ®ªsV©«sW ËØL`i 

ÍÜ[¬s FILE --> OPEN −dsVµR¶ NýTPN`P Â¿Á[¸R¶VLi²T¶. −sVgjiÖÁ©«s @¬dsõQQ\|mnsÎÏÁþ»][FyÈÁV VINEELA @®©s[ \|mnsÍÞ NRPW²y 

DLi²R¶ÈÁLi gRiª«sV¬sLi¿RÁLi²T¶. 

 

2.4.9. \|mnsÎÏÁþ¬s, Fn¡ÌïÁLýRi¬s ¬sLRi*x¤¦¦¦LiÂ¿Á[ xmsµôðR¶¼½ (ORGANIZING FILES AND FOLDERS) 
 

BNRPä²R¶ ª«sV©«sLi xqsª«sW¿yLS¬sõ NRPLixmspùÈÁL`iÍÜ[ J úNRPª«sV xmsµôðR¶¼½ÍÜ[ ¬sLRi*z¤¦¦¦LiÂ¿Á[ xmsµôðR¶»R½VÌÁV ¿RÁWµôyLi.1. 

\|mnsÌÁV¬sgS¬s, Fn¡ÌïÁL`i¬sgS¬s »R½LRiÖÁLi¿RÁVÈÁ ÛÍÁ[µy NS{msÂ¿Á[̧ R¶VVÈÁ. (TO MOVE OR COPY A FILE OR 
FOLDER). 
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1. ª«sVVLiµR¶VgS MY COMPUTER  −dsVµR¶ NýTPN`P Â¿Á[ Ŗ¶VLi²T¶. @xmsöV²R¶V @LiµR¶VÍÜ[ −dsVLRiV »R½LRiÖÁLi¿yÖÁ=©«s 

\|mnsÎÏÁþ¬s, ÛÍÁ[µy Fn¡ÌïÁL`iÌÁ¬s NRP¬s|msÉíÓÁ µy¬s¬s NýTPN`P Â¿Á¸R¶VùLi²T¶. Dµyx¤¦¦¦LRißáNRPV  

“−s¬dsÌÁ” @®©s[ \|mnsÌÁV¬s »R½LRiÖÁLi¿yÌÁ©«sVN][Li²T¶. 

2.EDIT ÊÁÈÁ©±s¬s NýTPN`P Â¿Á[¸R¶VLi²T¶. @LiµR¶VÍÜ[ \|mnsÌÁV¬s »R½LRiÖÁLi¿RÁ²y¬sNTP CUT −dsVµR¶ NýTPN`P Â¿Á[¸R¶VLi²T¶. 

3. \|ms −s¬dsÌÁ ²yNRPVù®ªsVLiÉÞ©«sV −dsVLRiV G ²yNRPVù®ªsVLiÉÞÍÜ[ @LiVV¾»½[ DLi¿RÁµR¶ÌÁ¿RÁVNRPV©yõL][ A²yNRPVù®ªsVLiÉÞ ©«sV 

J|ms©±s Â¿Á¸R¶VùLi²T¶. Dµyx¤¦¦¦LRißáNRPV Sai Siva Letter J|ms©±s Â¿Á[zqs @LiµR¶VÍÜ[ Edit −dsVµR¶ NýTPN`P Â¿Á[zqs »R½µy*LS 

ª«sÂ¿Á[è DxmsxmsÉíÓÁNRPÍÜ[¬s paste −dsVµR¶ NýTPN`P Â¿Á[¸R¶VLi²T¶. 

 

2. \|mnsÍÞ¬s ÛÍÁ[µy Fn¡ÌïÁL`i¬s »]ÌÁgjiLi¿RÁ²R¶Li (TO DELETE A FILE OR FOLDER): 
 

 
 

1. ª«sVVLiµR¶VgS MY COMPUTER −dsVµR¶ lLiLi²R¶VryLýRiV NýTPN`P Â¿Á[¸R¶VLi²T¶. @LiµR¶VÍÜ[ −dsVLRiV G\|mnsÍÞ¬s ÛÍÁ[µy Fn¡ÌïÁL`i 

©«sLiVV¾»½[ »]ÌÁgjiLi¿yÌÁ©«sVNRPV©yõL][ µy¬s −dsVµR¶ NýTPN`P Â¿Á[¸R¶VLi²T¶. 

2. A»R½LS*»R½ EDIT ÍÜ[¬s  DELETE ¬s NýTPN`P Â¿Á[¸R¶VLi²T¶. −dsVNRPV NSª«sÖÁ=©«s \|mnsÌÁV »]ÌÁgjiLi¿RÁÊÁ²R¶V»R½VLiµj¶. 

 

»]ÌÁgjiLi¿RÁÊÁ²T¶©«s \|mnsÎÏÁ§þ Gª«sVª«so»yLiVV? 

 

−dsVLRiV »]ÌÁgjiLiÀÁ©«s \|mnsÎÏÁþ¬dsõ (xms¬sNTPLS¬s ª«sxqsVòª«soÌÁ¬dsõ @ÈÁNRP−dsVµR¶ ®ªs[zqs©«sÈýÁV) RECYCLE BIN @®©s[ 

A®µ¶[aRPLiÍÜ[ ª«soLiÉØ¸R¶V¬s BLi»R½NRPV ª«sVVLi®µ¶[ ¿RÁµj¶ªyLi. @LiÛÉÁ[ −dsVLRiV INRPryLji F~LRiFyÈÁV©«s \|mnsÎÏÁþ¬s »]ÌÁgji}qsò 

ªyÉÓÁ¬s RECYCLE BIN ©«sVLi²T¶ ¾»½LjiÀÁ ¿RÁWxmsª«s¿RÁVè. 

 

@LiVV¾»½[ −dsV ¥¦¦¦L`ïi²T¶£qsäÍÜ[ IN][äryLji xqósÌÁLi ÛÍÁ[©«sxmsöV²R¶V C RECYCLE BIN ¬s @xmsöV²R¶xmsöVQö²R¶V ÆØ×dÁ 

Â¿Á[xqsVòLi²yÖÁ. @xmsöV²R¶V ª«sWú»R½®ªs[V \|mnsÎÏÁ§þ C RECYCLE BIN ÍÜ[NTP ®ªsÎÏÁþª«so. @µj¶ ®©s[LRiVgS 

»]ÌÁgjiLi¿RÁÊÁ²R¶»yLiVV. 

 

2.4.10. −dsVNRPLixmspùÈÁL`iÍÜ[ −sxtsQ¸R¶W¬sõ NRP¬s|msÈíÁ²R¶Li (FINDING SOMETHING ON YOUR 
COMPUTER) 
 
IN][äryLji −dsVNRPV NSª«sÖÁ=©«s ²yNRPVù®ªsVLiÉÞgS¬s, Fn¡ÌïÁL`igS¬s −dsV NRPLixmspùÈÁL`iÍÜ[ FsNRPä²R¶VLiµ][ ¾»½ÌÁVxqsVN][ªyÌÁLiÛÉÁ[  

C úNTPLiµj¶ A®µ¶[aSÌÁ xqsª«sVVµy Ŗ¶W¬sõ Dxms¹¸¶WgjiLi¿RÁª«s¿RÁVè.  
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−sLi²][£qs[ xp i@LiVV¾»½[ |qsL`iè ©¯NRPä-gS ®©s[ úNTPLiµj¶ ÀÁú»R½Li NRP¬s-zms-xqsVòLi-µj¶. @LiµR¶V-ÍÜ[¬s AÍÞ \|mnsÍÞ= & Fn¡ÌïÁLRiV=i 

©¯NRPä-gS®©s[ ª«sVL][ ÀÁú»R½Li NRP¬s-zms-xqsVòLiµj¶. @LiµR¶VÍÜ[ ª«sV©«sNRPV NSª«s-ÌÁ-zqs©«s \|mnsÌÁV }msLRiV \ÛÉÁxmso Â¿Á[zqs |qsL`iè ÊÁÈÁ-©±s ©¯NRPä-

gS®©s[ NRPLixmspù-ÈÁ-L` ÍÜ[ ª«sV©«s \|mnsÌÁV FsNRPä-²R¶-ª«soLiµ][ ¿RÁWxmso-»R½VLiµj¶. 

START -->ALL FILES OR FOLDERS 
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−sLi²][-£qs 98 ÛÍÁ[µy 2000 @LiVV¾»½[ 

START --> FIND --> (FILES OR FOLDERS ) 
BxmsöV²R¶V ¿RÁW²R¶Li²T¶ µy¬sNTP xmsÉíÓÁNRP LRiWxmsLiÍÜ[ FsÍØ ANSLSLi Bªy*ÍÜ[! 

 
 

\|msËØN`P=ÍÜ[ −dsVLRiV NAME (}msLRiV) @©«sõ NSÌÁª±sV FsµR¶VLRiVgS −dsVNRPV NSª«sÖÁ=©«s \|mnsÌÁV ÛÍÁ[µy Fn¡ÌïÁL`i }msLRiV \ÛÉÁ£ms 

Â¿Á[zqs, BROWSE ÊÁÈÁ©±s −dsVµR¶ NýTPN`P Â¿Á[¸R¶VLi²T¶. A»R½LS*»R½ FIND NOW @©«sõ ÊÁÈÁ©±s −dsVµR¶ NýTPN`P Â¿Á[ Ŗ¶VLi²T¶. 

@xmsöV²R¶V −dsVNRPV NSª«sÖÁ=©«s xqsª«sW¿yLRiLi −dsVNRPV ÌÁË³ÏÁùª«sVª«so»R½VLiµj¶. 

 

2.4.11. xqs¥¦¦¦¸R¶VLi ¼d½xqsVN][ª«s²R¶Li (GETTING HELP) 
 

−dsVLRiV −sLi²][£qs −dsVµR¶ xms¬sÂ¿Á[xqsVò©«sõ @xmsöV²R¶V −dsVNRPV ª«sVµ³R¶ùÍÜ[ Fs©¯[õ xqsLi®µ¶[¥¦¦¦ÌÁV LSª«s¿RÁVè. @xmsöV²R¶V −dsVLRiV 

xqs¥¦¦¦¸R¶VLi (HELP) N][xqsLi ¿RÁWryòLRiV. C ®©s[xmsµ³R¶ùLiÍÜ[ NRPLixmspùÈÁL`iÍÜ[®©s[ −dsVNRPV xqs¥¦¦¦ Ŗ¶VLi Â¿Á[̧ R¶V²y¬sNTP 

HELP @®©s[ A®µ¶[aRPLi ª«soLiµj¶. 

 

C HELP A®µ¶[aRPLi ª«sÌýÁ −dsV xqsLi®µ¶[¥¦¦¦ÌÁV ¬sª«sX¼½ò Â¿Á[xqsVN][ª«s¿RÁVè. −sLi²][£qs¬s FsÍØ AxmslLi[ÉÞ Â¿Á[̧ R¶WÍÜ[, INRP 

úF¡úgSª±sV¬s FsÍØ ®ªsVVµR¶ÌÁV|msÉíØÍÜ[ µR¶gæRiLRi©«sVLi²T¶ −dsVZNP[ xqsª«sVxqsù ª«sÀÁè©y HELP A®µ¶[aRPLi µy*LS −dsVNRPV 

xmsLjiuyäLRiLii ÌÁÕ³ÁLi¿RÁgRiÌÁµR¶V. 

 

BLiµR¶VNRPV −dsVLRiV Â¿Á[¸R¶WÖÁ=LiµR¶ÍýØ C úNTPLiµj¶ A®µ¶[aRPLi xqsª«sVVµy¸R¶W¬sõ @©«sVxqsLjiLi¿RÁ²R¶®ªs[V! 

 

START --> HELP @xmsöV²R¶V INRP ¾»½LRi −dsV ª«sVVLiµR¶V úxms»R½ùQORPQª«sVª«so»R½VLiµj¶. −dsVNRPV G −sxtsQ Ŗ¶WÌÁÍÜ[ xqsLi®µ¶[x¤¦¦¦Li 

ª«sÀÁèLiµ][, A−sxtsQ¸R¶VLi −dsVµR¶ NýTPN`P Â¿Á[}qsò ¼½Ljigji ¾»½LRi −dsVµR¶V©«sõ −sxtsQ¸R¶WÌÁV ª«sW¸R¶Vª«sVLiVV @®µ¶[ ÉØzmsN`PNRPV 

xqsLiÊÁLiµ³j¶LiÀÁ©«s −sxtsQ¸R¶WÌÁV ª«sVLjiLi»R½ ÍÜ[»R½VgS −dsVª«sVVLiµR¶V úxms»R½ùQORPQª«sVª«so»yLiVV.  


