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BDwbU 2  Awa‡ekb 1  

 

 

DB‡ÛvR, AvBKb, †gby, †W¯‹Uc wPwýZKiY I e¨envi 

 

f~wgKv  

wkÿv_©x eÜziv! Avgiv MZ BDwb‡U Kw¤úDUvi cwiwPwZ, Kw¤úDUv‡ii cÖavb Askmg~n, 

Kw¤úDUvi cwiPvjbvi ˆewkó¨mn wewfbœ welq m¤̂‡Ü we¯ÍvwiZ aviYv jvf K‡iwQ| G aviYv 

Kv‡R jvwM‡q ˆ`bw›`b I e¨envwiK KvRKg© m¤úv`‡bi Rb¨ wm‡÷g I G¨wcø‡Kkb c¨v‡KR 

e¨env‡i `ÿZv AR©b cÖ‡qvRb| ZvB G Awa‡ek‡b Avgiv cÖ_‡g Windows gva¨‡g 

AvBKb, †gby, †W¯‹Uc BZ¨vw`i mv‡_ cwiwPwZ jvf Kie| wcÖq wkÿv_x©! Avcbviv 

welq¸‡jv iß K‡i `ÿZv AR©‡bi gva¨‡g cÖvZ¨wnK cÖ‡qvR‡b KvR¸‡jv m¤úv`b Ki‡Z 

mÿg n‡eb| 

D‡Ïk¨  

G Awa‡ekb †k‡l Avcwb- 

 DB‡ÛvR, AvBKb, †gby cwiwPwZ jvfmn G m¤̂‡Ü we¯ÍvwiZ aviYv cv‡eb| 

 †W¯‹Uc cwiwPwZ jvfmn AvBKb wPwýZKiY I e¨envi wel‡q we¯ÍvwiZ aviYv 

AR©b Ki‡Z cvi‡eb 

 

ce©mg~n 

 

ce©-K t DB‡ÛvR, AvBKb, †gby cwiwPwZ I e¨envi 

wkÿv_x© eÜziv! DB‡ÛvR wfwËK mdUIqvi-Gi mvnv‡h¨ eZ©gv‡b Kw¤úDUv‡i mKj KvR 

Kiv nq| DB‡ÛvR e¨env‡ii myweav¸‡jv A‡bK Ges †m¸‡jv Dc‡fvM Ki‡Z Kw¤úDUvi 

e¨enviKvix‡K evi evi AvK…ó K‡i| DB‡ÛvR Ab Kivi ci I‡cwbs ¯Œx‡b †h mKj 

Dcv`vb †`Lv hvq Zv n‡jv - †W¯‹Uc, DB‡ÛvR I AvBKb| 

Pviw`‡K eW©vi †`qv mxgve× G¨vwcø‡Kkb ev WKz‡g›U †ÿÎ‡K DB‡ÛvR ejv nq| GKvwaK 

DB‡Ûv‡K GKmv‡_ e¨env‡ii myweav †_‡KB cy‡iv c×wZi bvg DB‡ÛvR (Windows) ivLv 

n‡q‡Q| 
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AvBKb A_© cÖZxK ev Qwe| G¨vwcø‡Kkb mdUIqvi¸‡jv‡K wb‡`©k Kivi ev cwiwPwZ Kivi 

Rb¨ wfbœ wfbœ I †QvU †QvU cÖZxK e¨eüZ nq| G Qwe ev cÖZxK¸‡jv‡K AvBKb ejv hvq| 

AvBKb‡K †gvUvgywUfv‡e wZbfv‡M fvM Kiv hvq|  

i) †cÖvMÖvg AvB‡Ug AvBKb 

ii) G¨wcø‡Kkb AvBKb 

iii) MÖæc ev WKz‡g›U AvBKb| 

 

wkÿv_x© eÜziv! AvBKb e¨env‡i myweav n‡”Q Wm Acv‡iwUs wm‡÷g-Gi gZ KgvÛ g‡b 

ivLv ev evi evi KgvÛ UvBc Kivi gZ †Kvb Sv‡gjv †bB| gvDm w`‡q AvBKbwU wbe©vPb 

K‡i Wvej wK¬K ev G›Uvi Kx Pvc w`‡q G¨vwcø‡Kkb †cÖvMÖvg Pvjy, eÜ ev †mwU‡K mwVKfv‡e 

wbqš¿Y Kiv hvq| 

 

†gby t DB‡Ûv‡Ri †h †Kvb †cÖvMÖv‡gi ¸iæZ¡c~Y© Ask n‡jv †gby| DB‡Ûvi UvB‡Ujev‡i 

wb‡Pi jvB‡b wKQz KgvÛ ev wb‡ ©̀kbvi bvg _v‡K| G jvBbwUB n‡”Q †gbyevi| †cÖvMÖv‡gi 

cÖ‡qvRbvbymv‡i †gbyev‡i GKvwaK Ackb _vK‡Z cv‡i| †gBb †gbyi GKwU Ack‡bi AšÍZ 

GKwU K‡i mve‡gby i‡q‡Q| ZvB wkÿv_x© eÜziv! †Kvb †gby e¨envi Ki‡Z cÖ_‡g †gbywU‡K 

GKwUf Ki‡Z n‡e| 

 

wkÿv_©x eÜziv, Avmyb Avgiv wb‡Pi KvR¸‡jv m¤úbœ Kwi| 

1. AvBKb e¨env‡ii myweav Kx? 

2. AvBKb Kq fv‡M fvM Kiv n‡q‡Q| 

3. I‡cwbs ¯Œx‡bi g~j Dcv`vb Kx Kx? 
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 ce©-L t †W¯‹Uc cwiwPwZ jvfmn AvBKb wPwýZKiY I e¨envi 

 

wkÿv_©x eÜziv! cy‡iv I‡cwbs ¯Œxb n‡jv DB‡ÛvR †W¯‹Uc| †W¯‹U‡ci †fZi wewfbœ ai‡bi 

dvBj, wm‡÷g dvBj, AvBKb BZ¨vw` ivLv hvq| †W¯‹U‡c wewfbœ AvBKb Ges †dvìvi 

_v‡K| GKwU AvBKb GK ev GKvwaK †cÖvMÖv‡gi cÖwZwbwaZ¡ K‡i|  cÖ‡qvR‡b †W¯‹Uc 

†_‡K †h †Kvb AvBKb wbe©vPb K‡i Zv wbe©vn Kiv hvq| My Computer, My 

Documents, Recycle Bin, Internet Explorer BZ¨vw` †W¯‹U‡ci K‡qKwU Kgb AvBKb| 

 

 

wkÿv_©x eÜziv, Avmyb Avgiv wb‡Pi KvR¸‡jv m¤úbœ Kwi| 

1| †W¯‹Uc Kx? 

2| †W¯‹U‡c Kx Kx we`¨gvb _v‡K? 
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BDwbU 2          Awa‡ekb 1 

 

g~j wkLbxq welq 

 

DB‡ÛvR, AvBKb, †gby, †W¯‹Uc wPwýZKiY I e¨envi 

 

wkÿv_©x eÜziv! DB‡ÛvR Ab Kivi ci ¯Œx‡b †h Dcv`vb †`Lv hvq Avmyb Zvi mv‡_ 

cwiwPwZ jvf Kwi| 

 

†W¯‹Uc Kx? 

 

DB‡ÛvR Acv‡iwUs wm‡÷g Pvjy Ki‡j w¯’wZ Ae¯’vq gwbU‡ii cy‡iv ¯Œxb Ry‡o †h †¶Î 

†Pv‡L c‡o ZvB DB‡ÛvR †W¯‹Uc| 

DB‡ÛvR ¯Œx‡b Qwo‡q _vKv wKQz G¨vwcø‡Kkb †cÖvMÖvg, WKz‡g›U, Uzj m¤̂wjZ AÂj‡KB 

†W¯‹Uc e‡j|  

 

†W¯‹U‡ci wewfbœ AvBKb wPwýZKiY I e¨envi 

 

DB‡ÛvR †cÖvMÖv‡gi Kv‡Ri mvgwMÖK AÂj n‡jv †W¯‹Uc| †W¯‹U‡c wewfbœ AvBKb Ges 

†dvìvi _v‡K| GKwU AvBKb GK ev GKvwaK †cÖvMÖv‡gi cÖwZwbwaZ¡ K‡i|  cÖ‡qvR‡b 

†W¯‹Uc †_‡K †h †Kvb AvBKb wbe©vPb K‡i Zv wbe©vn Kiv hvq| My Computer, My 

Documents, Recycle Bin, Internet Explorer BZ¨vw` †W¯‹U‡ci K‡qKwU Kgb AvBKb| 

wb‡P DB‡Ûv‡Ri eûj e¨eüZ K‡qKwU AvBK‡bi mswÿß cwiwPwZ †`qv n‡jv|   

My Document t GwU g~jZ C WªvB‡fi My Documents 
wW‡i±wii mU©KvU| G‡Z DB‡ÛvR Ges gvB‡µvmd&U Awdm †cÖvMÖv‡gi ¸iæZ¡c~Y© 

dvBjmg~n msiÿY Kiv nq|  

 

  My Computer t GwU †W¯‹U‡ci me‡P‡q ¸iæZ¡c~Y© AvBKb| GwU 

†W¯‹U‡ci Dc‡ii   w`‡Ki evg †Kv‡Y ivLv nq Ges hv wewfbœ WªvBf, wcÖ›Uvi, K‡›Uªvj 

c¨v‡bj cÖf…wZ AvB‡Ug aviY  K‡i|  
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My Network Place t Kw¤úDUvi †bUIqv‡K©i mv‡_ m¤úwK©Z _vK‡j 

Share wi‡mvm©mg~n †`Lvi Rb¨ My Network Place †dvìviwU e¨envi Kiv nq|  

Recycle Bin t GwU nvW©wW‡¯‹i we‡kl AÂj wb‡ ©̀kK K‡i †hLv‡b 

cÖv_wgKfv‡e gy‡Q †`qv dvBj I †dvìvi Rgv _v‡K Ges cÖ‡qvR‡b †diZ 

(Restore) Avbv hvq|   

 

Internet Explorer t †jvKvj †bUIqvK© wKsev B›Uvi‡b‡U eªvDwRs 

Kivi Rb¨ B›Uvi‡bU G·‡cøvivi e¨envi Kiv nq| 

 

 

                                        wPÎ t  GKwU †W¯‹Uc DB‡Ûv|  

 

DB‡ÛvR 

DB‡Ûv‡R wewfbœ WªvBf, wW¯‹, †dvìvi I dvBj _v‡K| wb‡P G¸‡jvi mswÿß cwiwPwZ Zz‡j 

aiv nj| 

 

 



gva¨wgK wk¶K cÖwk¶Y - we GW 

 

62 

WªªvBf t WªvBf nj Kw¤úDUv‡ii d¬wc wW¯‹, nvW© wW¯‹ Ges wmwW WªvBf wb‡ ©̀kK AvBKb|  

†W¯‹U‡ci My Computer AvBK‡b wK¬K Ki‡j Kvh©Kix WªvBf¸‡jvi ZvwjKv †`Lv hvq| 

Kw¤úDUv‡i cÖavbZ d¬wc WªvBf, nvW© WªvBf Ges wmwW WªvBf G wZb ai‡bi WªvBf _v‡K| 

WªvB‡fi g‡a¨ wW‡i±wi ev †dvìvi Ges wewfbœ ai‡bi dvBj _v‡K|  

 

d¬wc WªvBf wb‡ ©̀kK AvBKb t Kw¤úDUv‡i GKwU d¬wc WªvBf _vK‡j Zv A WªvBf (31/2 

Floppy[A]) wn‡m‡e wPwýZ nq|  Avi ỳwU d¬wc WªvBf _vK‡j GKwU A WªvBf Ges AciwU 

B WªvBf (31/2 Floppy[B]) wn‡m‡e wPwýZ nq| nvW© WªvBf¸‡jv h_vµ‡g C, D, E, F, G, 

... BZ¨vw` bv‡g wPwýZ nq| 

 

wmwW WªvBf wb‡`©kK AvBKb t mvaviYZ me©‡kl mwµq nvW© WªvB‡fi cieZx© Aÿi Øviv 

wmwW WªvBf wPwýZ nq|  †hgb, Kw¤úDUv‡i GKwUgvÎ nvW© WªvBf (C) _vK‡j wmwW WªvBf 

D Øviv wPwýZ nq, ỳwU nvW© WªvBf (C I D) _vK‡j wmwW WªvBf E Øviv wPwýZ nq, wZbwU 

nvW© WªvBf (C, D I E) _vK‡j wmwW WªvBf F Øviv wPwýZ nq BZ¨vw`| 

 

wW‡i±wi ev †dvìvi t  wW‡i±wimg~n WªvB‡fi Ab¨Zg Dcv`vb| cÖwZwU WªvB‡f mvaviYZ 

GK ev GKvwaK wW‡i±wi _v‡K| Z‡e GKB bv‡g GKwUi †ewk wW‡i±wi _vK‡Z cv‡i bv| 

WªvB‡f dvBj¸‡jv mivmwi Qwo‡q wQwU‡q bv †i‡L wW‡i±wii g‡a¨ ivLv nq| d‡j †m¸‡jv 

Lyu‡R cvIqv mnR nq Ges G‡K Ab¨ †_‡K c„_K _v‡K| WªvBf‡K GKwU Avjwgivi m‡_ 

Zzjbv Ki‡j wW‡i±wi n‡e GK GKwU Wªqvi| 

 

mvewW‡i±wi ev mve‡dvìvi t GKwU wW‡i±wii g‡a¨ Aci †Kvb wW‡i±wi _vK‡j ga¨eZx© 

wW‡i±wi‡K mvewW‡i±wi ev DcwW‡i±wi ejv nq| mvewW‡i±wi Aci GK ev GKvwaK 

mvewW‡i±wi aviY Ki‡Z cv‡i| 

 

WKz‡g›U t  Wm, DB‡ÛvR I Ab¨vb¨ Acv‡iwUs wm‡÷g Ges G¨vwcø‡Kkb †cÖvMÖvgmg~‡n 

†hme dvBj ˆZwi Kiv nq ev ¯q̂swµqfv‡e ˆZwi nq †m¸‡jv‡K WKz‡g›U ejv nq| 

WKz‡g‡›U wjwLZ †U·Umg~n  dvBj wn‡m‡e msiÿY Kiv nq|   

 

DB‡Ûv‡Ri  wewfbœ Ackb  
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KgvÛ evU&b t WvqvjM e‡·i OK, Cancel, Help BZ¨vw` wjLv evU&b¸‡jv‡K KgvÛ evUb 

ejv nq| WvqvjM e‡· wewfbœ Ackb e¨envi K‡i OK evU‡b wK¬K& Ki‡j cwieZ©b ev 

Ab¨vb¨ wbe©vwPZ Ackb evUb¸‡jv Kvh©Kix nq| Cancel evU‡b wK¬K& Ki‡j cwieZ©b ev 

wbe©vPb evwZj n‡q WvqvjM e· eÜ  n‡q hv‡e| Help evU‡b wK¬K& Ki‡j wewfbœ evU&b Ges 

Ackb¸‡jv m¤ú‡K© Z_¨ mnvqZv cvIqv hv‡e|  

 

†U·U e· t †U·U& e‡· mvaviYZ †Kvb †U·U& (†hgb, †Kvb dvB‡ji bvg) UvBc Kiæb| 

cyiv‡bv wjLv gyQ‡Z n‡j e¨vK‡¯cm Kx Pvc‡Z n‡e|  

 

†PK& e·t  †PK e‡· †UvMj (Toggle) Ackb _v‡K wm‡j± ev wWwm‡j± Kiv hvq| wm‡j± 

Kiv n‡j e‡·i †fZ‡i wUK wPý () Av‡m Ges Awbe©vwPZ Ack‡bi †ÿ‡Î GwU duvKv 

_v‡K|   

 

Ackb evUb t A‡bK Ack‡bi cv‡k e„ËvKvi wPý _v‡K| Gi †Kvb Ackb ev †iwWI 

evUb wbe©vwPZ Kiv n‡j Kv‡jv e„‡Ë () fivU †ÿ‡ÎwU wbe©vwPZ Ges Ab¨¸‡jv Awbe©vwPZ 

eySvq|  

 

wj÷ e· t A‡bK WvqvjM e‡·i Wv‡b WvDb G¨v‡iv evU‡b wK¬K& Ki‡j wKsev Alt+ 

Pvc‡j c ©̀vq e‡· AvB‡Ugmg~‡ni ZvwjKv †`Lv‡e| GUv‡K wj÷ e· ejv nq| WvDb 

G¨v‡iv Kx †P‡c AvB‡Ug nvBjvBU K‡i G›Uvi w`‡q A_ev wK¬K& K‡i wbe©vPb Kiæb|  

 

AvBKb 

AvBKb A_© cÖZxK ev Qwe| G¨wcø‡Kkb mdUIqvi¸‡jv cÖKv‡ki Rb¨ wfbœ wfbœ Ges †QvU 

†QvU cÖZxK †e‡Q †bIqv nq| †mB¸‡jvB AvBKb bv‡g AwfwnZ Kiv nq| AvBKb wZb 

cÖKvi; h_vÑ 1) †cÖvMÖvg AvB‡Uc AvBKb, 2) G¨wcø‡Kkb AvBKb I 3) WKz‡g›U AvBKb| 
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AvBKb e¨env‡ii myweav n‡jv Wm&- G KgvÛ g‡b ivLv ev wewfbœ wb‡ ©̀k cvj‡bi Rb¨ 

evievi KgvÛ UvBc Kivi cÖ‡qvRb nq bv| gvD‡mi mvnv‡h¨ AvBKbwU‡K Wvej wK¬K K‡i 

G¨wcø‡Kkb †cÖvMÖvg Pvjy ev eÜ A_ev †mwU‡K mwVKfv‡e wbqš¿Y Kiv hvq| ZvQvov Qwe 

†`‡L †KvbwU †Kvb G¨wcø‡Kkb †cÖvMÖvg ev †KvbwU †Kvb ai‡bi dvBj Zv eySv hvq| GKwU 

AvBKb GKwU DB‡Ûv wKsev GKvwaK DB‡Ûv MÖæc‡K wb‡ ©̀k Ki‡Z cv‡i| 

 

DB‡ÛvR †gby m¤ú‡K© aviYv 

DB‡Ûv‡Ri †h †Kvb †cÖvMÖv‡gi GKwU ¸iæZ¡c~Y© Ask n‡jv †gby| DB‡Ûvi UvB‡Ujev‡ii 

wb‡Pi jvB‡b wKQz KgvÛ ev wb‡ ©̀‡ki bvg _v‡K| G jvBbwUB n‡”Q †gbyevi| †cÖvMÖv‡gi 

cÖ‡qvRbvbymv‡i †gbyev‡i GKvwaK Ackb _vK‡Z cv‡i| G¸‡jvi bvg †_‡KB G‡`i KvR 

m¤ú‡K© aviYv cvIqv hvq| WKz‡g›U DB‡Ûv‡Z †Kvb †gbyevi _v‡K bv| 

 

†gby wbe©vP‡bi wbqg  

†gBb †gbyi cÖwZwU Ack‡biB AšÍZ GKwU K‡i mve‡gby i‡q‡Q| ZvB †Kvb †gby e¨envi 

Ki‡Z n‡j cÖ_‡g †gbywU‡K GKwUf Ki‡Z n‡e| Zvici mve‡gby †_‡K cÖ‡qvRbxq 

AckbwU wbe©vPb Ki‡Z n‡e|  

 

†gbyevi GKwUf Ki‡Z n‡j Ñ 

 Alt Kx Pvc w`‡Z n‡e| †gbyi cÖ_g AckbwUi is cwieZ©b n‡q hv‡e| nvBjvBU 

evi †`Lv hv‡e| cÖwZwU Ack‡b mvaviYZ cÖ_gwU AvÛvijvBb wPwýZ A_ev wfbœ 

e‡Y©i Aÿi _v‡K| †h †gbywU wbe©vPb Ki‡Z n‡e Zvi R‡b¨ we‡klfv‡e wPwýZ 

eY©wU Pvc w`‡Z n‡e| A_ev 

 Alt Kx Pvc w`‡q Kvm©viwU‡K wba©vwiZ Ack‡bi Dci wb‡q G›Uvi Kx Pvc w`‡Z 

n‡e| A_ev 

 Alt Kx Ges we‡klfv‡e wPwýZ eY©wU GKmv‡_ Pvc w`‡Z n‡e| A_ev 

 gvDm e¨envi K‡i H kãwUi Dci wK¬K Ki‡Z n‡e| 
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†gbyev‡ii wb‡PB wba©vwiZ mve‡gbywU †`Lv hv‡e| G‡Z †ek wKQz Ackb _v‡K| cÖwZwU 

Ack‡biB GKwU eY© we‡klfv‡e wPwýZ _v‡K| †Kvb Ackb wbe©vPb Ki‡Z n‡j : 

 Ackb mswkøó eY©wU Pvc w`‡Z nq| A_ev 

 G¨v‡iv Kx e¨envi K‡i eviwU‡K H Ack‡b ¯’vcb K‡i G›Uvi Kx Pvc w`‡Z nq| 

A_ev  

 gvDm w`‡q AckbwUi Dci wK¬K Ki‡Z nq| 

 

†Kvb Ackb wbe©vPb bv K‡iB †gby Z¨vM Ki‡Z n‡j ESC Kx A_ev Alt Key Press Ki‡Z 

n‡e| 

†gby wPwýZKiY I e¨envi 

†gby I mve‡gby t †gby nj Kw¤úDUv‡ii ¯Œx‡b cÖ`wk©Z wewfbœ KgvÛ ev Ack‡bi ZvwjKv| 

†gby †_‡K cQ›`gZ KgvÛ ev Ackb wbe©vPb K‡i Kw¤úDUvi‡K Zv Kvh©Ki Kivi wb‡ ©̀k 

†`qv hvq| †gbyi e¨env‡ii gva¨‡g AwZ mn‡R wewfbœ wb‡ ©̀k Kvh©Ki Kiv hvq| †gbyi 

e¨envi Kv‡Ri MwZ evwo‡q †`q Ges KgvÛ ¯§iY ivLvi Sv‡gjv †_‡K e¨enviKvix‡K 

Ae¨vnwZ †`q| †Kvb †Kvb †gbyi Af¨šÍ‡i GK ev GKvwaK †gby _v‡K| Giƒc ga¨eZx© 

†gbymg~n‡K mve‡gby ejv nq| †Kvb †gby wK¬K Ki‡j Zvi mve‡gbymg~n †`Lv hvq| 

 

G·‡cøvivi DB‡Ûvi UvB‡Uj ev‡ii wb‡P File, Edit, View, Go, Favorites, Tools, Help  

cÖf…wZ kãwewkó evi‡K †gby evi ejv nq| †gbyev‡ii Dcv`vbmg~n‡K Avjv`vfv‡e †gby ejv 

nq| †hgbÑ File †gby, Edit †gby, View †gby, Tools †gby, Help †gby, BZ¨vw`| †Kvb 

†gby‡Z wK¬K Ki‡j A_ev Alt Kx †P‡c a‡i †gbyi AvÛvijvBb Kiv Kx Pvc‡j mswkøó †gbyi 

cyj-WvDb †gby I‡cb nq|  AZci ZvwjKv †_‡K †Kvb mve‡gby wbe©vPb K‡i mswkøó KvR 

Kiv hvq| 

cyj-WvDb †gbyt †Kvb †gby ev mve‡gby wK¬K Ki‡j Zvi mv‡_ m¤cwK©Z Ic‡i-wb‡P SzjšÍ 

†h †gby ev mve‡gbyi ZvwjKv cÖ`wk©Z nq Zv‡K cyj-WvDb ev Dc‡i-wb‡P SyjšÍ †gby ejv 

nq|  
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cc-Avc †gbyt †Kvb DB‡Ûv ev WKz‡g›U ¯Œxb, dvBj ev wW‡i±wi‡Z gvDm c‡q›Uvi †i‡L 

Wvb gvDm †evZv‡g wK¬K Ki‡j Ic‡i-wb‡P SzjšÍ KZ¸‡jv cÖ‡qvRbxq Ackb m¤̂wjZ †h 

ZvwjKv cÖ`wk©Z nq Zv‡K cc-Avc †gby ejv nq|  cc-Avc †gby e¨envi K‡i ª̀Z KvR 

Kiv hvq| 

 

 

 

 

wPÎ t †gbyevi | 

 

 

wPÎ t dvBj †gbyi cyj-WvDb †gby|  

 

 

cyj-WvDb †gby
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wPÎ t GKwU cc-Avc †gby| 

 

 

 g~j¨vqb: 
1. AvBKb, †gby, DB‡ÛvR m¤̂‡Ü aviYv w`b| 

2. AvBKb Kx? AvBKb e¨env‡ii myweav Kx? 

3. AvBKb Kq fv‡M fvM Kiv n‡q‡Q| 

4. †W¯‹Uc Kx? †W¯‹U‡ci wewfbœ Ask wPwýZ Kiæb| 

5. †gby Kx? †gby wbe©vP‡bi wbqg eY©bv Kiæb| 

6. †gby wPwýZ Kiæb I e¨envi eY©bv Kiæb| 
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m¤¢ve¨ DËi: 

 

ce©-K: 

1|  KgvÛ ¯§iY ivLv Ges KgvÛ evievi UvBc K‡i KvR m¤úbœ Kivi gZ Sv‡gjv †bB| 

2|  wZb cÖKvi            

3| †W¯‹Uc, DB‡ÛvR I AvBKb| 

 

ce©-L 

1| DB‡Ûv‡Ri cy‡iv I‡cwbs ¯Œxb‡K ejv nq †W¯‹Uc| 

2| My document, My computer, Recycle Bin, Internet Explorer. 
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BDwbU 2  Awa‡ekb 2 

 

WKz‡g›U ˆZwi I bvgKiY, dvBj msiÿY, cybivq cvIqv Ges 

WKz‡g›U Qvcv‡bv 

 

f~wgKv  

wkÿv_x© eÜziv! Av‡jvP¨ Awa‡ek‡b G¨vwcø‡Kkb c¨v‡KR e¨env‡ii †ÿ‡Î bZzb WKz‡g›U 

ˆZwi Ges Zvi bvgKiY I msiÿY Kxfv‡e Ki‡Z nq Zv Rvbe| ZvQvov dvBj msiÿY 

Kiv, WKz‡g›U Qvcv‡bv cÖf~wZ welq Rvbe| GB KvR¸‡jv m¤úv`‡bi `ÿZv AR©b LyeB 

cÖ‡qvRb| ZvB wkÿv_©x eÜziv! Avmyb G Awa‡ek‡b D³ welq¸‡j we¯ÍvwiZ Rvb‡Z †Póv 

Kwi| 

 

D‡Ïk¨ 

G Awa‡ekb †k‡l Avcwb- 

 WKz‡g›U ˆZwi  I bvgKiY, dvBj msiÿY I cybivq cvIqv wkL‡Z cvi‡eb| 

 WKz‡g›U Qvcv‡bv wkL‡Z cvi‡eb| 

 

ce©mg~n 

ce©-Kt  WKz‡g›U ˆZwi I bvgKiY, dvBj msiÿY, cybivq cvIqv  

 

wcÖq wkÿv_©x ! †Kvb WKz‡g›U ˆZwi Ki‡Z n‡j AvRKvj G¨vwcø‡Kkb mdUIqvi MS-Word 

e¨envi Kiv nq| IqvW© cª‡mwms- G e¨eüZ G mdUIqviwUi e¨envi †ek mnR Ges Gi 

h‡_ó myweav i‡q‡Q| wkÿv_©xiv ! Avcbviv cÖ_‡g Kw¤úDUvi Pvjy K‡i Start > Programs> 

MS-Word A_ev †W¯‹Uc †_‡K MS-Word AvBKb wbe©vPb Kiyb Ges gvD‡mi mvnv‡h¨ 

MS-Word †cÖvMÖvg Pvjy Kiæb| wKQzÿY c‡i Avcbviv MS-Word-G WKz‡g›U ˆZwii Rb¨ 
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GKwU duvKv DB‡Ûv c ©̀vq †`L‡Z cv‡eb| eW©vi †`qv mv`v KvM‡Ri gZ †ÿÎwU‡Z †Kvb 

bZzb WKz‡g›U †jLv hvq| †jLvi Rb¨ Kx‡evW© e¨envi Kiv nq| Kx‡ev‡W©i mvnv‡h¨ Avcwb 

evsjv ev Bs‡iwR fvlvq †h †Kvb wPwV, Z_¨ ev †Kvb WKz‡g›U wjL‡Z cvi‡eb| 

 

wkÿv_©x eÜziv ! GKwU WKz‡g›U Kxfv‡e ˆZwi Ki‡Z nq GKUz Av‡MB Zvi aviYv jvf 

K‡i‡Qb| †Kvb †cÖvMÖv‡gi gva¨‡g WKz‡g›U ˆZwi Kivi ci Avcbvi g~j KvR n‡e †mwUi 

bvg †`qv Ges H bv‡g WKz‡g›UwU msiÿY Kiv (Save)| Ab¨_vq Avcwb c‡i Kw¤úDUv‡i 

ˆZwiK…Z WKz‡g›UwU Ly‡R cv‡eb bv A_©̈ vr WKz‡g›UwU Kw¤úDUv‡i msiwÿZ _vK‡e bv| 

cieZ©x‡Z Pvwn`vgZ Avcwb cybivq Luy‡R cv‡eb bv Ges Avcbv‡K H WKz‡g›UwU cybivq 

ˆZwi Ki‡Z n‡e| ZvB WKz‡g›U ˆZwii ci Avcbvi B‡”Qg‡Zv †h‡Kvb bv‡g Zv msiÿY 

(Save) K‡i wbb| GRb¨ Avcwb †mf KgvÛ e¨envi Ki‡Z cv‡ib| cieZ©x‡Z Pvwn`v gZ 

wewfbœ wb‡ ©̀k AbymiY K‡i ˆZwiK…Z WKz‡g›UwU †mf Ki‡Z cvi‡eb| ˆZwiK…Z WKz‡g›U 

Kw¤úDUv‡i A¯’vqx †ggix i¨vg (RAM) A_ev Vitual Memory †Z msiwÿZ _v‡K| †h 

bv‡g WKz‡g›U †mf Kiv n‡e H bv‡gi GKwU dvBj ˆZwi n‡e Ges ¯’vqxfv‡e †g‡gvix 

wWfvBm, †hgb nvW©wW¯‹, d¬wdwW¯‹, †cb WªvBf ev wmwW‡Z Kw¤úDUvi msiÿY Ki‡e| 

 

wkÿv_©x eÜziv, Avmyb Avgiv wb‡Pi KvR¸‡jv m¤úbœ Kwi| 

1) WKz‡g›U ˆZwii Rb¨ software-Gi bvg LvZvq wjLzb| 

2) WKz‡g›U msiÿY Kivi cÖ‡qvRbxqZv Kx? 

3) WKz‡g›U †h dvB‡j msiÿY Kiv n‡jv Zv Kw¤úDUv‡i †Kv_vq msiwÿZ _v‡K? 

 

ce©-Lt  WKz‡g›U Qvcv‡bv 

 

wkÿv_©x eÜziv! Kw¤úDUv‡i WKz‡g›U ˆZwi K‡i Zv wewfbœ Kv‡R e¨env‡ii Rb¨ Qvcv‡bv ev 

wcÖ›U Kiv cÖ‡qvRb nq| WKz‡g›U wcÖ›U Kivi c~‡e© cÖ‡qvRbxq DcKiYvw` Kw¤úDUv‡ii mv‡_ 

mshy³ Av‡Q wKbv Zv fvj K‡i †`‡L wb‡Z n‡e| Zvici †h Application Software 

e¨envi Ki‡Qb †mwUi Print Ackb Select K‡i ch©vqµ‡g wb‡Pi KgvÛ ¸‡jv AbymiY 

K‡i †Kvb WKz‡g›U wcÖ›U Ki‡Z cvi‡eb| 
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File Print  Printer Selection            OK evUb wK¬K Ki‡Z n‡e| 

 

 

wkÿv_©x eÜziv! Avmyb Avgiv wb‡Pi KvR¸‡jv m¤úbœ Kwi| 

1| WKz‡g›U wcÖ›U Kivi Rb¨ cÖ‡qvRbxq KgvÛ †`evi c~‡e© wK wK welq †Lqvj ivL‡Z 

nq? 

2| wcÖ›U †`qvi KgvÛ wjLyb| 

 

e¨envwiK KvR-04 t MS-Word e¨envi K‡i GKwU WyKz‡g&U ˆZwiKiY Ges dvB‡j 

msiÿY K‡i Zv Qvcv‡bvi KvR Abykxjb| 



gva¨wgK wk¶K cÖwk¶Y - we GW 

 

72 

BDwbU 2 Awa‡ekb 2 

g~j wkLbxq welq 

WKz‡g›U ˆZwi I bvgKiY, dvBj msiÿY, cybivq cvIqv Ges WKz‡g›U Qvcv‡bv 

 

 

WKz‡g›U ˆZwi, msiÿY, cybivq cvIqvi c×wZ 

wcÖq wkÿv_©x,  B‡Zvg‡a¨B Avcbviv Kw¤úDUvi wel‡q wKQzUv AwfÁZv AR©b K‡i‡Qb| 

GLb e¨envwiK Kv‡R †Kvb wKQz †jLvi Rb¨ `ÿZv AR©b Ki‡eb| cÖ_‡gB Kw¤úDUvi Pvjy 

K‡i Start > Program > Microsoft Word G wb‡ ©̀kK AbymiY K‡i IqvW© †cÖvMÖvg Pvjy 

Kiæb| Gi mvnv‡h¨ †Kvb wKQz wj‡L msiÿY Ki‡jB Zv WKz‡g›U wn‡m‡e ˆZwi n‡q hv‡e| 

 

gvB‡µvmdU IqvW© †cÖvMÖvg e¨envi K‡i mn‡RB bZzb WKz‡g›U ˆZwi K‡i Zv‡Z Z_¨ 

wjwce× Ges msiÿY Kiv hvq| Kvm©i ¯’vbvšÍi c×wZ‡Z Kx‡ev‡W©i gva¨‡g IqvW© WKz‡g‡›U 

Z_¨ wjwce× Kiv nq| Kvm©i †hLv‡b _v‡K Kx‡ev‡W©i Kx Pvc‡j †mLv‡b †jLv nq|  

WKz‡g‡›U Z_¨ wjwce× Kivi Rb¨ Kx‡ev‡W©i Acv‡ikb Kx¸‡jv e¨eüZ nq; †hgbÑ  

†¯úmevi Pvc‡j Kvm©i GK K¨v‡i±vi Wvb w`‡K hvq, e¨vK‡¯úm ev wWwjU Kx Pvc‡j Kvm©i 

Ae¯’v‡bi h_vµ‡g evg ev Wvb w`‡Ki †jLv gy‡Q hvq, BZ¨vw`|  

 

g‡b Kiæb, GKwU IqvW© WKz‡g›U ˆZwi K‡i Zv‡Z cÖ`Ë Aby‡”Q` wjwce× K‡i msiÿY 

Ki‡Z n‡e|  GRb¨ wb‡Pi c×wZ AbymiY Ki‡Z nq|  

 

IqvW© WKz‡g›U ˆZwi Kiv t  Kw¤úDUvi Pvjy K‡i  Start > Programs > Microsoft Word 

wbe©vPb K‡i G›Uvi Kx Pvc w`‡Z n‡e|  Aíÿ‡Yi g‡a¨ Document1 bv‡g GKwU duvKv 

WKz‡g›Umn gvB‡µvmdU IqvW© †cÖvMÖvg Pvjy n‡e|  wkÿv_x© eÜziv! cÖ‡qvR‡b File †gby 

†_‡K New mve‡gby wbe©vPb K‡i bZzb WKz‡g›U Lyj‡Z cv‡ib|  

 

WKz‡g‡›U cÖ̀ Ë Aby‡”Q` wjwce× Kiv  

wkÿv_x© eÜziv! cÖvß duvKv WKz‡g‡›U wb‡Pi Aby‡”Q`wU wjwce× Kiæb|  

 

A floppy disk is a thin flexible plastic disk coated in metal oxide and enclosed in a 

rigid plastic casing. There are two different verities of these disks. 
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wPÎ t  Save as WvqvjM e·| 

 

WKz‡g›U msiÿY Kiv  

wkÿv_x© eÜziv! WKz‡g‡›U wjwLZ Aby‡”Q`wU msiÿ‡Yi Rb¨ Ctrl + S Kx Pvc, wKsev File 

†gby †_‡K Save wKsev Save As mve‡gby wbe©vPb Ki‡Z nq| cÖvß Save as WvqvjM e‡·i 

Save in e‡· My Documents †dvìvi wbe©vPbc~e©K File name †U·U e‡· dvB‡ji bvg 

wn‡m‡e Practical wj‡L Save evU‡b wK¬K Ki‡Z n‡e| d‡j WKz‡g›UwU C WªvB‡fi Aax‡b 

My Documents †dvìv‡i Practical.doc bv‡g msiwÿZ n‡e|    

 

gvB‡µvmdU IqvW© eÜ Kiv t  KvR †k‡l Ab¨ me †cÖvMÖv‡gi gZ gvB‡µvmdU IqvW© 

†cÖvMÖvg eÜ Ki‡Z nq| GRb¨ wkÿv_x© eÜziv! File †gby †_‡K Exit mve‡gby wbe©vPb Kiæb, 

wKsev UvB‡Ujev‡ii Wvb w`‡Ki µm evU‡b wK¬K Kiæb| cwi‡k‡l mwVK wbq‡g Kw¤úDUvi 

eÜ Kiæb|   

 

IqvW©-G wjwLZ WKz‡g›U KvM‡R gy`ªY Kiv 

gvB‡µvmdU IqvW©-G evsjv, Bs‡iwR ev Ab¨ †Kvb fvlvq wjwLZ Aby‡”Q` ¯’vqxfv‡e 

msiÿ‡Yi cÖ‡qvR‡b wcÖ›Uv‡ii gva¨‡g KvM‡R gy ª̀Y Kiv hvq| wkÿv_x© eÜziv! g‡b Kiæb, 

gvB‡µvmdU IqvW©-G wjwLZ c~‡e©i Aby‡”Q`wU KvM‡R gy ª̀Y Ki‡Z n‡e| GRb¨ wb‡P ewY©Z 

c×wZ AbymiY Ki‡Z nq|   
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cÖ_‡g wcÖ›Uvi Pvjy K‡i Zv‡Z cÖ‡qvRbxq KvMR mieivn Ki‡Z nq| Gevi File †gby †_‡K 

Print mve‡gby wbe©vPb wKsev Ctrl + P Kx Pvc| Print WvqvjM DB‡Ûv G‡j OK evU‡b 

wK¬K Ki‡Z nq|  mewKQy wVK _vK‡j wcÖ›Uvi n‡Z Aby‡”Q‡`i gyw ª̀Z Kwc cvIqv hv‡e|  

wcÖ›U Kivi c~‡e© File †gby †_‡K Print Preview mve‡gby wbe©vPb wKsev Ctrl + F2 Kx †P‡c 

wcÖ›U wcÖwfD K‡i WKz‡g›U ev wjwLZ Aby‡”Q‡` †Kvb fzj ev Am½wZ Av‡Q wKbv Zv LwZ‡q 

†`L‡Z nq Ges Zv‡Z †Kvb Am½wZ _vK‡j Zv ms‡kvab Ki‡Z nq|  

 

 

 

wPÎ t Print WvqvjM DB‡Ûv| 

 

 

 g~j¨vqb: 
1| WKz‡g›U ˆZwii Rb¨ K‡qKwU Software-Gi bvg LvZvq wjLzb| 

2| WKz‡g›U msiÿY Kivi cÖ‡qvRbxqZv Kx? 

3| WKz‡g›U †h dvB‡j msiÿY Kiv n‡jv Zv Kw¤úDUv‡i †Kv_vq msiwÿZ _v‡K? 

4| WKz‡g›U wcÖ›U Kivi Rb¨ cÖ‡qvRbxq KgvÛ †`evi c~‡e© wK wK welq †Lqvj 

ivL‡Z nq? 

5| wcÖ›U †`qvi KgvÛ LvZvq wjLyb| 
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m¤¢ve¨ DËi : 

 

    ce©-K 

               1| MS-Word. 

                2| msiÿY bv Ki‡j WKz‡g›UwU c‡i Lyu‡R cvIqv hv‡e bv| 

               3| RAM-G msiwÿZ _v‡K| 

  

  ce©-L  

               1|  wewfbœ DcKiYvw`mn wcÖ›Uvi Kw¤úDUv‡ii mv‡_ mshy³ Av‡Q wKbv 

               2|  File->Print->Printer Selection->OK. 
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 BDwbU 2 Awa‡ekb 3 

 

d¬wc wW¯‹ Kw¤úDUv‡i cÖ‡ek I †eiKiY Ges d¬wc wW¯‹ n‡Z 

nvW© WªvBf I nvW© WªvBf n‡Z d¬wc wW‡¯‹ WKz‡g›U Kwc Kiv 

 

f~wgKv  

G Awa‡ek‡b d¬wc wW¯‹ m¤̂‡Ü cwiwPwZ jvf Kie| ZvQvov d¬wc wW¯‹ †_‡K †Kvb dvBj 

nvW© wW‡¯‹ Kwc Kiv A_ev nvW©wW‡¯‹ msiwÿZ †Kvb dvBj d¬wc wW‡¯‹ Kwc Kiv BZ¨vw` 

KvR Kivi c×wZ †kLv `iKvi| ZvB G Awa‡ek‡b Avgiv D³ welq¸‡jv Av‡jvPbv Kie| 

 

D‡Ïk¨ 

G Awa‡ekb †k‡l Avcwb- 

 d¬wc wW¯‹ cwiwPwZmn Kw&¤úDUv‡i d¬wc wW¯‹ cÖ‡ek I †eiKiY wbqg wkL‡Z 

cvi‡eb| 

 d¬wc wW¯‹ n‡Z nvW© WªvB‡f Kwc Kivi Kv‡R `ÿZv AR©b Ki‡Z cvi‡eb| 

 nvW© WªvBf n‡Z d¬wc wW‡¯‹ WKz‡g›U Kwc Kivi Kv‡RI `ÿZv AR©b Ki‡Z 

cvi‡eb| 

 

ce©mg~n 

ce©-K t d¬wc wW¯‹ cwiwPwZ Ges d¬wc wW¯‹ Kw¤úDUv‡i cÖ‡ek I †eiKiY 

wkÿv_x© eÜziv! Z_¨ aviY, msiÿY Ges ¯’vbvšÍ‡ii Rb¨ e¨eüZ GK cÖKvi DcKi‡Yi bvg 

d¬wc wW¯‹| G wW‡¯‹i aviY ÿgZv m‡ev©”P 1.44 †gMvevBU| d¬wc wW¯‹ AvKv‡i †QvU, 

nvjKv, `v‡g m¯Ív Ges GKvwaKevi e¨envi‡hvM¨ I enb‡hvM¨ GKwU DcKiY| eZ©gv‡b 

AwaK aviY ÿgZvm¤úbœ nvW©wW¯‹, †cbWªBf, wmwW BZ¨vw` D™¢ve‡bi d‡j d¬wc wW‡¯‹i 

e¨envi K‡g †M‡Q| ïaygvÎ DcvË Back up ivLv, GK¯’vb †_‡K Ab¨¯’v‡b ¯’vbvšÍ‡ii Rb¨ 

Av‡Mi w`b¸‡jv‡Z d¬wc wW¯‹ e¨eüZ nZ| †cbWªvBf, wmwW AZ¨šÍ wbf©ikxj DcKiYvw`i 
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e¨envi QvovI DcvË ev Z_¨ ’̄vbvšÍi I msiÿ‡Yi Rb¨ †bUIqvK© c×wZ †ek Kvh©Kix| 

GZwKQz  m‡ËI d¬wc wW‡¯‹i e¨envi GL‡bv i‡q‡Q| wkÿv_x© eÜziv! Avcbviv d¬wc wW¯‹ 

wb‡q Kw¤úDUv‡ii wba©vwiZ WªvB‡f cÖ‡ek I †ei Kivi Abykxjb Kiæb| 

 

wkÿv_©x eÜziv, Avmyb Avgiv wb‡Pi KvR¸‡jv m¤úbœ Kwi| 

1) d¬wc wW¯‹ Kx?  

2) d¬wci mvBR KZ †gcvevBU ch©šÍ n‡Z cv‡i? 

 

ce©-L t d¬wc wW¯‹ n‡Z nvW© WªvB‡f WKz‡g›U KwcKiY 

 

wkÿv_©x eÜziv ! g‡b Kiæb, d¬wc wW‡¯‹ c~‡e© msiwÿZ †Kvb GKwU dvBj Avcbvi e¨eüZ 

Kw¤úDUv‡i Kwc Ki‡Z Pvb| G KvRwU cÖvqkB Avgv‡`i Ki‡Z nq| ZvB Avgiv KwcKiY 

cÖwµqvwUi mv‡_ cwiwPZ nB| cÖ_‡g †W¯‹Uc †_‡K ev Start †gby †_‡K Window 

Explorer Select K‡i DB‡ÛvR Explorer †cÖvMÖvg Pvjy Kiæb| Gevi d¬wc WªvB‡f Avcbvi 

d¬wc wW¯‹wU cÖ‡ek Kivb| †h dvBjwU Avcwb nvW© wW‡¯‹ Kwc Ki‡Z Pvb †mwU wbe©vPb 

Kiæb|  

Edit  Copy wbe©vPb K‡i dvBj Kwc Kiyb| Zvici Kw¤úDUv‡i C WªvBf I‡cb 

Kiæb| G KvRwU Avcwb gvDm e¨envi K‡iI Ki‡Z cv‡ib| Gici Edit      Paste 

KgvÛ wbe©vPb K‡i dvBj/ †dvìvi nvW©wW‡¯‹ Kwc Ki‡Z cvi‡eb| Avcwb B”Qv Ki‡j 

dvBj/ †dvìviwUi bZzb bvgKiY Ki‡Z cv‡ib| Kwc Kiv KvR m¤úbœ n‡j mveav‡b d¬wc 

WªvBf †_‡K d¬wc wW¯‹ †ei K‡i wbb Ges fvjfv‡e msiÿY Kiæb| GKBfv‡e wmwW‡Z 

msiwÿZ †Kvb dvBj/†dvìvi nvW©wW‡¯‹ Kwc Kiv hvq| 

wkÿv_©x eÜziv, Avmyb Avgiv wb‡Pi KvR¸‡jv m¤úbœ Kwi| 

1| †Kvb dvBj/†dvìvi KwcKiY wb‡ ©̀k wjLyb| 

2| †Kvb dvBj/†dvìvi †c÷ Kivi wb‡ ©̀k wjLyb| 

 



gva¨wgK wk¶K cÖwk¶Y - we GW 

 

78 

 

 

ce©-M t nvW© WªvBf n‡Z d¬wc wW‡¯‹ WKz‡g›U Kwc Kiv  

Avmyb, wkÿv_x© eÜziv! Gevi nvW©wW¯‹ †_‡K d¬wc wW‡¯‹ dvBj/†dvìvi Kwc Kiv wkwL| 

mveav‡b d¬wc wW¯‹wU Kw¤úDUv‡i cÖ‡ek Kivb| Zvici Start → Programs → Windows 

Explorer Select K‡i DB‡ÛvR Explorer †cÖvMÖvg Pvjy Kiæb| nvW© wW¯‹-Gi C WªvB‡f 

_vKv †Kvb dvBj/†dvìvi wbe©vPb Kiæb| Kx‡evW© e¨envi K‡i Ctrl+C KgvÛ A_ev Edit 

†gby †_‡K Copy KgvÛ w`‡q dvBj/†dvìvi Kwc Kiv hvq| Zvici Explorer DB‡Ûvi evg 

w`K †_‡K 31/4 Floppy A: WªvBf wbe©vPb K‡i G›Uvi Kx Pvc w`‡j dvBj/†dvìvi d¬wc 

wW‡¯‹ Kwc n‡q hv‡e| c‡i Floppy A: †_‡K C: WªvB‡f wd‡i mveav‡b Floppy wW¯‹ †ei 

K‡i wbb| wkÿv_x© eÜziv! G KvRwU m¤úbœ bv Ki‡j Kw¤úDUvi evi evi Floppy wW¯‹ 

PvB‡e| cieZx©‡Z †Kvb KvR Kivi †ÿ‡Î AšÍivq m„wó Ki‡e| 

 

wkÿv_©x eÜziv! Avmyb Avgiv wb‡Pi KvR¸‡jv m¤úbœ Kwi| 

1| †Kvb dvBj/†dvìvi KwcKiY wb‡ ©̀k wjLyb| 

2| †Kvb dvBj/†dvìvi †c÷ Kivi wb‡ ©̀k wjLyb| 
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BDwbU 2 Awa‡ekb 3 

g~j wkLbxq welq 

d¬wc wW¯‹ Kw&¤úDUv‡i cÖ‡ek I †eiKiY Ges d¬wc wW¯‹ n‡Z nvW© WªvBf I nvW© 

WªvBf n‡Z d¬wc wW‡¯‹ WKz‡g›U Kwc Kiv 

 

d¬wc wW¯‹ Kw¤úDUv‡i cÖ‡ek I †ei Kiv Ges d¬wc wW‡¯‹ dvBj ev †dvìvi 

msiÿY 

wkÿv_x© eÜziv! Z_¨ aviY, msiÿY Ges ¯’vbvšÍ‡ii Rb¨ e¨eüZ GK cÖKvi DcKi‡Yi bvg 

d¬wc wW¯‹| G wW‡¯‹i aviY ÿgZv m‡ev©”P 1.44 †gMvevBU| d¬wc wW¯‹ AvKv‡i †QvU, 

nvjKv, `v‡g m¯Ív Ges GKvwaKevi e¨envi‡hvM¨ I enb‡hvM¨ GKwU DcKiY| eZ©gv‡b 

AwaK aviY ÿgZvm¤úbœ nvW©wW¯‹, †cbWªBf, wmwW BZ¨vw` D™¢ve‡bi d‡j d¬wc wW‡¯‹i 

e¨envi K‡g †M‡Q| ïaygvÎ DcvË Back up ivLv, GK¯’vb †_‡K Ab¨¯’v‡b ¯’vbvšÍ‡ii Rb¨ 

Av‡Mi w`b¸‡jv‡Z d¬wc wW¯‹ e¨eüZ nZ| †cbWªvBf, wmwW AZ¨šÍ wbf©ikxj DcKiYvw`i 

e¨envi QvovI DcvË ev Z_¨ ’̄vbvšÍi I msiÿ‡Yi Rb¨ †bUIqvK© c×wZ †ek Kvh©Kix| 

GZwKQz m‡ËI d¬wc wW‡¯‹i e¨envi GL‡bv i‡q‡Q| WKz‡g›U ˆZwii ci Zv msiÿY, enb 

Ges Av`vb cÖ`v‡bi Rb¨ KZ¸‡jv DcKiY cÖ‡qvRb nq| G mKj DcKi‡Yi bvg n‡jv 

d¬wc wW¯‹, wmwW, †cbWªBf BZ¨vw`| Avgiv cieZ©x Av‡jvPbvq d¬wc wW¯‹-Gi mvnv‡h¨ 

Kxfv‡e †Kvb dvBj ev †dvìvi msiÿY Kiv hvq Ges Kxfv‡e d¬wc wW¯‹ Kw¤úDUv‡i 

e¨envi Ki‡Z nq BZ¨vw` welq m¤̂‡Ü Rvbe| 

 

                                                

 

                                                                               wPÎ: d¬wc wW¯‹|                                                                                                                                    

   wPÎ: †cb WªvBf|                                                             
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d¬wc wW‡¯‹  dvBj ev †dvìvi msiÿY Kiv 

1.44 †gMvevBU ev Zvi †P‡q †QvU AvKv‡ii dvBj ev †dvìvi msiÿY ev ¯’vbvšÍ‡ii Rb¨ 

d¬wc wW¯‹ e¨eüZ nq| d¬wc wW¯‹ `v‡g m¯Ív, AvKv‡i †QvU, IR‡b nvév Ges mn‡R 

enb‡hvM¨| GKwU d¬wc wW¯‹ GKvwaKevi e¨envi Kiv hvq| GRb¨ dvBj msiÿY I 

¯’vbvšÍ‡i mnvqK †ggwi wn‡m‡e d¬wc wW‡¯‹i e¨envi mve©Rbxb| 

 

Kvh©cÖYvjx t g‡b Kiæb, My Folder wW‡i±wi msiwÿZ Test.doc dvB‡ji GKwU Abywjwc 

d¬wc wW‡¯‹ msiÿY Ki‡Z n‡e| GRb¨ wb‡P ewY©Z c×wZ AbymiY Kiæb|  

 Start>Programs>Windows Explorer wb‡ ©̀k cÖ`vb K‡i DB‡ÛvR G·‡cøvivi 
†cÖvMÖvg Pvjy Kiæb|  

 G·‡cøvivi DB‡Ûvi evg w`K †_‡K C WªvBf, My Folder Ges Test.doc dvBjwU 

wbe©vPb Kiæb|   

 Gevi Ctrl+C Kx Pvc, wKsev Edit †gby †_‡K Copy mve‡gby wbe©vPb Kiæb|  

 d¬wc WªvB‡f GKwU fvj wW¯‹ cÖ‡ek Kwi‡q G·‡cøvivi DB‡Ûvi evg w`K †_‡K 

 AvBKb wbe©vPb K‡i G›Uvi Kx Pvc| 

 Gevi Ctrl+V Kx Pvc wKsev †gby †_‡K Paste mve‡gby wbe©vPb Ki‡Z nq| d‡j My 

Folder wW‡i±wi‡Z msiwÿZ Test.doc dvB‡ji GKwU Abywjwc GKB bv‡g d¬wc WªvB‡f 

msiwÿZ n‡e|  

 GKwU DB‡Ûv‡Z dvBj Kwc cÖwµqv cÖ`wk©Z n‡e, †kl n‡j d¬wc WªvBf †_‡K d¬wc 

wW¯‹wU †ei Kiæb|   

 

d¬wc wW‡¯‹ msiwÿZ dvBj ev †dvìvi †Lvjv 

wkÿw_x© eÜziv! g‡b Kiæb, d¬wc wW‡¯‹ msiwÿZ Test.doc dvBjwU Lyj‡Z n‡e| GRb¨ wb‡P 

ewY©Z c×wZ AbymiY Kiæb|  

 Start>Programs>Windows Explorer wb‡`©k cÖ̀ vb K‡i DB‡ÛvR G·‡cøvivi 
†cÖvMÖvg Pvjy Kiæb |  

 G·‡cøvivi DB‡Ûvi evg w`K †_‡K  AvBKb wbe©vPb K‡i G›Uvi Kx Pvc, 

Wvb w`‡K d¬wc‡Z msiwÿZ dvBj I †dvìvimg~‡ni ZvwjKv cÖ̀ wk©Z n‡e| A_ev 

†W¯‹U‡ci Dci gvBKw¤úDUv‡i AvBKb G Wvej K¬xK Kiæb| 
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 d¬wc WªvB‡f GKwU fvj wW¯‹ cÖ‡ek Kwi‡q G·‡cøvivi DB‡Ûvi evg w`K †_‡K 

 AvBKb wbe©vPb K‡i G›Uvi Kx Pvc w`b|   

 

 

wPÎ t GKwU d¬wc wW‡¯‹ msiwÿZ dvBjmg~n| 

 

nvW© WªvBf n‡Z d¬wc wW‡¯‹ WKz‡g›U Kwc Kiv 

g‡b Kiæb, d¬wc wW‡¯‹ msiwÿZ †Kvb dvBj nvW© wW‡¯‹ Kwc Ki‡Z n‡e| GRb¨ wb‡P ewY©Z 

c×wZ AbymiY Kiæb|  

 Start>Programs>Windows Explorer wb‡ ©̀k cÖ`vb K‡i DB‡ÛvR G·‡cøvivi 
†cÖvMÖvg Pvjy Kiæb|  

 G·‡cøvivi DB‡Ûvi evg w`K †_‡K A WªvBf-Gi  Test.doc dvBjwU wbe©vPb Kiæb|   

 Gevi Ctrl+C Kx Pvc, wKsev Edit †gby †_‡K Copy mve‡gby wbe©vPb Kiæb|  

 Gevi Ctrl+V Kx Pvc wKsev †gby †_‡K Paste mve‡gby wbe©vPb Ki‡Z nq| d‡j My 
Folder wW‡i±wi‡Z msiwÿZ Test.doc dvB‡ji GKwU Abywjwc GKB bv‡g nvW© WªvB‡f 

msiwÿZ n‡e|  

 GKwU DB‡Ûv‡Z dvBj Kwc cÖwµqv cÖ`wk©Z n‡e, †kl n‡j d¬wc WªvBf †_‡K d¬wc 

wW¯‹wU †ei Kiæb|   
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d¬wc wW¯‹ e¨env‡i mZK©Zv 

d¬wc wW¯‹ Lye nvjKv Ges ms‡e`bkxj e‡j mn‡RB bó n‡q †h‡Z cv‡i| wkÿv_©x eÜziv, 

GRb¨ GwU e¨env‡i wb‡æv³ mZK©Zv Aej¤̂b Kiæb| 

 d¬wc Lye mveav‡b bvovPvov Kiæb| 

 d¬wc ay‡jvevwj †_‡K gy³ ivL‡Z e‡· f‡i ivLyb| 

 fvBivm _vK‡Z cv‡i Ggb Kw¤úDUv‡i d¬wc e¨envi Kiv cwinvi Kiæb A_ev 

fvBivm wK¬b K‡i e¨envi Kiæb | 

 1.38 †gMvevB‡Ui †P‡q eo dvBj msiÿ‡Yi †Póv Kiv cwinvi Kiæb| 

 

 

g~j¨vqb: 
1. d¬wc wW¯‹ Kx?  

2. d¬wc wW¯‹ †_‡K †Kvb dvBj/†dvìvi nvW© wW‡¯‹ KwcKiY wb‡ ©̀k LvZvq wjLyb| 

3. nvW© wW‡¯‹ †_‡K †Kvb dvBj/†dvìvi d¬wc wW‡¯‹ KwcKiY wb‡`©k LvZvq 

wjLyb| 

 

m¤¢ve¨ DËi: 

 

ce©-K:     

1. Z_¨ aviY, msiÿY Ges enb‡hvM¨ GK ai‡bi DcKvi‡Yi bvg| 

2. 1.44 †gMvevBU 

 

ce©-L  

    1.  Edit->Copy 

    2.  Edit->Paste 
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 BDwbU 2 Awa‡ekb 4 

 

dvBj I †dvìvi m„wó, bvg †`qv, cyb:bvg †`qv Ges nvW© WªvBf 

I †bUIqvK©-G dvBj I †dvìvi e¨e¯’vcbv 

 

f~wgKv  

Kw¤úDUvi nvW©wW‡¯‹ wewfbœ †cÖvMÖvg msiwÿZ _v‡K| msiwÿZ †cÖvMÖvg Pvjbv K‡i wewfbœ 

Kv‡Ri Rb¨ wewfbœ WKz‡g›U ˆZwi Kiv nq| G mg¯Í WKz‡g›U¸‡jv cieZx©‡Z e¨envi Kivi 

Rb¨ †Kvb bvg w`‡q wW‡¯‹ msiÿY Kiv cÖ‡qvRb| wkÿv_x© eÜziv! KZ¸‡jv Kw¤úDUvi hw` 

†bUIqv‡K© mshy³ _v‡K Zvn‡j GK Kw¤úDUvi †_‡K Z_¨ Ab¨ Kw¤úDUv‡i Av`vb-cÖ`vb, 

dvBj †dvìvi Kwc Kiv, †Kvb Z_¨ GwWU Kiv BZ¨vw` KvR AwZ mn‡R Kiv hvq| Gi 

Rb¨ evowZ †Kvb DcKiY †hgb d¬wc wW¯‹, wmwW ev †cbWªvBf cÖ‡hvRb nq bv| †bUIqvK©-

G _vKv Kw¤úDUvi¸‡jv G‡K Ac‡ii mv‡_ †kqvi ¯’vc‡bi gva¨‡g †WUv ev Z_¨ Av`vb 

cÖ̀ vb Ges dvBj I †dvìvi KwcKiY KvR m¤úbœ K‡i _v‡K| dvBj e¨e¯’vcbv, 

†bUIqvK©-Gi gva¨‡g dvBj e¨e¯’vcbv, Kwc Kiv, dvBj-G cybivq bvg †`Iqv cÖf„wZ 

welq Rvbe Ges D³ KvR¸‡jv m¤úv`‡bi `ÿZv AR©b LyeB cÖ‡qvRb|  

 

D‡Ïk¨  

G Awa‡ekb †k‡l Avcwb- 

 dvBj I †dvìvi m„wó, bvg †`qv I cyb:bvg †`qv wkL‡Z cvi‡eb| 

 †bUIqvK©-G dvBj I †dvìvi e¨e¯’vcbvi KvR iß Ki‡Z cvi‡eb| 

 

ce©mg~n 

 

ce©-Kt dvBj I †dvìvi m„wó, bvg †`qv, cyb:bvg †`qv  

 

Kw¤úDUvi nvW©wW‡¯‹ wewfbœ †cÖvMÖvg msiwÿZ _v‡K| msiwÿZ †cÖvMÖvg Pvjbv K‡i wewfbœ 

Kv‡Ri Rb¨ wewfbœ WKz‡g›U ˆZwi Kiv nq| G mg¯Í WKz‡g›U¸‡jv cieZx©‡Z e¨envi Kivi 

Rb¨ †Kvb bvg w`‡q wW‡¯‹ msiÿY Kiv nq| wW‡¯‹ msiwÿZ wewfbœ bv‡gi WKz‡g›U¸‡jvi 

GK GKwU‡K dvBj ejv nq| 
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Avevi msiwÿZ dvBj¸‡jv myk„sLjfv‡e msiÿ‡Yi Rb¨ H dvBj¸‡jv wb‡q GKwU GK¸”Q 

dvBj MVb K‡i ZLb bZzb bvg †`qv nq †dvìvi| dvBj¸‡jv †dvìv‡i mwbœ‡ewkZ _vK‡j 

mn‡R Lyu‡R cvIqv hvq| 

File menu > New > File/Folder wK¬K Ki‡j dvBj ev †dvìvi ˆZwi n‡e| dvBj I 

†dvìvi ˆZwi K‡i bvgKiY bv Ki‡j †mwU cieZ©x‡Z Lyu‡R cvIqv hv‡e bv| ZvB 

dvBj/†dvìvi ˆZwii mv‡_ mv‡_B Zvi bvgKiY Ki‡Z n‡e| e¨env‡ii myweavi Rb¨ cÖwZ 

dvB‡j Zvi aib Ges msiwÿZ Z‡_¨i Dci wfwË K‡i bvgKiY Kiv nq| †hgb aiæb 

Avcwb Avcbvi CV UvBc K‡i GKwU †dvìv‡ii Aax‡b GKwU dvB‡j msiÿY Ki‡eb| 

Zvn‡j Avcwb CV bvg w`‡q GKwU †dvìvi ˆZwi Kiæb| Zvici Avcbvi bvg Abyhvqx 

dvBj ˆZwi Kiæb †hgb CV of Rahman ev CV-Rahman Zvn‡j Kw¤úDUv‡i Avcbvi 

†dvìviwUi bvg n‡e CV Ges dvBj n‡e CV-Rahman.doc 

  

dvBj I †dvìv‡ii cyb: bvgKiY 

Kw¤úDUv‡i we`¨gvb †Kvb dvBj ev †dvìv‡ii bvg cwieZ©b K‡i cybivq bvgKiY Kiv‡K 

dvBj ev †dvìv‡ii cyb:bvgKiY ejv nq| hw` Avcbvi Kw¤úDUv‡i C WªvB‡f My 

document wW‡i±wi‡Z CVmasud.doc bv‡g †Kvb dvBj _v‡K Z‡e H dvBjwU 

cyb:bvgKi‡Yi Rb¨ wb‡gœv³ wb‡ ©̀k AbymiY Ki‡Z nq| 

Flie †gby > Rename > dvskb Kx F2 Pvc w`‡jB CV.masud.doc dvBjwU cyb:bvgKi‡Yi 

Rb¨ ˆZwi n‡e| Gevi Kx‡ev‡W©i mvnv‡h¨ dvB‡ji bvg aiæb CVkamal wj‡L Enter Kx 

Pvc w`‡j c~‡e©i dvBjwU CVkamal bv‡g cyb:bvgKiY n‡q Kw¤úDUv‡i My documents 

wW‡i±ix‡Z msiwÿZ _vK‡e| 

 

wkÿv_©x eÜziv! Avmyb Avgiv wb‡Pi KvR¸‡jv m¤úbœ Kwi| 

1) dvBj I †dvìvi ˆZwii KgvÛ wjLyb| 

2) dvBj cyb:bvgKi‡Yi KgvÛ wjLyb| 

 

ce©-Lt †bUIqvK©-G dvBj I †dvìvi e¨e¯’vcbv 

wkÿv_x© eÜziv, KZ¸‡jv Kw¤úDUvi hw` †bUIqv‡K© mshy³ _v‡K Zvn‡j GK Kw¤úDUvi 

†_‡K Ab¨ Kw¤úDUv‡i Z_¨ Av`vb-cÖ̀ vb, dvBj †dvìvi Kwc Kiv, †Kvb Z_¨ GwWU Kiv 

BZ¨vw` KvR AwZ mn‡R Kiv hvq| Gi Rb¨ evowZ †Kvb DcKiY †hgb d¬wc wW¯‹, wmwW 



  †gŠwjK Kw¤úDUvi `ÿZv  

 

85 

ev †cbWªvBf cÖ‡hvRb nq bv| †bUIqvK©-G _vKv Kw¤úDUvi¸‡jv G‡K Ac‡ii mv‡_ †kqvi 

cÖwZ¯’vc‡bi gva¨‡g †WUv ev Z_¨ Av`vb cÖ̀ vb Ges dvBj I †dvìvi KwcKiY KvR m¤úbœ 

K‡i _v‡K| Avcbvi Kw¤úDUv‡i nvW© wW‡¯‹ _vKv †Kvb dvBj‡K GKB †bUIhv‡K© _vKv 

Ab¨ GKwU Kw¤úDUv‡i Kwc Ki‡Z Pvb Zvn‡j wb‡Pi cÖwµqv m¤úbœ Kiæb| cÖ_‡g H 

dvBjwU Kw¤úDUv‡i †h wW‡i±wi‡Z Av‡Q †mwU †kqvi K‡i wbb| Zvici †W¯‹Uc †_‡K 

Network Place AvBK‡b Wvej wK¬K K‡i I‡cb Kiæb| Avcwb †bUIqv‡K© mshy³ GKB 

IqvK© MÖæ‡ci KZ¸‡jv Kw¤úDUvi †`L‡Z cv‡eb| H ZvwjKv †_‡K Avcbvi Kw¤úDUv‡ii 

†bUIqv‡K© †kqvi Kiv mKj WªvBf, †dvìvi I wcÖ›Uvi BZ¨vw` †`L‡Z cv‡eb| Gevi †h 

WªvB‡f H dvBj Av‡Q †mwU I‡cb Kiæb Ges dvBjwU Kwc Kiæb| †h Kw¤úDUv‡i †mwU 

†mf Ki‡Z Pvb Zvi C, D  A_ev E WªvBf wK¬K K‡i paste KgvÛ w`b| Zvn‡j †mwU  Ab¨ 

Kw¤úDUv‡i Kwc n‡q hv‡e| GKB cÖwµqv AbymiY K‡i Avcwb ~̀‡i Ae¯’vb K‡iI 

†bUIqvK© †kqvwis-Gi gva¨‡g dvBj Edit ev Z_¨ cÖ̀ vb I MÖnY Ki‡Z cvi‡eb| 

Avevi Kv‡Ri myweavi Rb¨ Avcbvi wcÖ›Uvi me mgq GK ¯’vb †_‡K Ab¨ ¯’v‡b ev GK 

Kw¤úDUvi †_‡K Ab¨ Kw¤úDUv‡i bv mwi‡q Kw¤úDUvi †bUIqvK©-Gi gva¨‡g †h †Kvb 

WyKz‡g›U wcÖ›U Kiv hvq| †m †ÿ‡Î wcÖ›Uvi BÝUj Kivi mgq Network Printer Option 

wbe©vPb K‡i wcÖ›Uvi BÝUj Ki‡Z nq| A_©vr Kw¤úDUvi¸‡jv mv‡_ wcÖ›Uvi †kqvwis-Gi 

d‡j †h †Kvb Kw¤úDUvi †_‡K WKz‡g›U Qvcv‡bv hvq| wcÖ›Uvi †kqvwis e¨e¯’vq WyKz‡g›U 

wcÖ›U Kivi d‡j mgq †ÿcY nq bv| evi evi GK Kw¤úDUvi †_‡K wcÖ›Uvi Ab¨ 

Kw¤úDUv‡i ms‡hv‡Mi Sv‡gjv _v‡K bv Ges wcÖ›Uvi evievi ¯’vbvšÍ‡ii Kvi‡Y DcKiYwUi 

mg~n ÿwZi nvZ †_‡K iÿv cvIqv hvq| 

wkÿv_©x eÜziv! Avmyb Avgiv wb‡Pi KvR¸‡jv m¤úbœ Kwi| 

1| †bUIqv‡K© dvBj I †dvìvi e¨e¯’vcbvi myweav Kx? 

2| †Kvb& e¨e¯’vcbvq †bUIqv©‡K AšÍ©fy³ GK Kw¤úDUvi †_‡K Ab¨wU‡Z Z_¨ Av`vb 

cÖ̀ vb Kiv hvq? 

 

e¨envwiK KvR 5 t dvBj I †dvìvi ˆZwii Abykxjb| 
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BDwbU 2 Awa‡ekb 4 

 

g~j wkLbxq welq 

 

dvBj I †dvìvi m„wó, bvg †`qv, cyb:bvg †`qv Ges nvW©WªvBf I †bUIqvK©-G 

dvBj I †dvìvi e¨e ’̄vcbv 

                                       

dvBj I †dvìvi (File & Folder) m„wó, bvg †`qv Ges cyb:bvg †`qv 

Kw¤úDUvi nvW©wW‡¯‹ wewfbœ †cÖvMÖvg msiwÿZ _v‡K| msiwÿZ †cÖvMÖvg Pvjbv K‡i wewfbœ 

Kv‡Ri Rb¨ wewfbœ WKz‡g›U ˆZwi Kiv nq| G mg¯Í WKz‡g›U¸‡jv cieZx©‡Z e¨envi Kivi 

Rb¨ †Kvb bvg w`‡q wW‡¯‹ msiÿY Kiv nq| wW‡¯‹ msiwÿZ wewfbœ bv‡gi WKz‡g›U¸‡jvi 

GK GKwU‡K dvBj ejv nq| 

 

Avevi msiwÿZ dvBj¸‡jv myk„sLjfv‡e msiÿ‡Yi Rb¨ H dvBj¸‡jv wb‡q GKwU GK¸”Q 

dvBj MVb K‡i ZLb bZzb bvg †`qv nq †dvìvi| dvBj¸‡jv †dvìv‡i mwbœ‡ewkZ _vK‡j 

mn‡R Lyu‡R cvIqv hvq| 

 

 

     

 

wPÎ: dvBj I †dvìvi wPwýZKiY DB‡Ûv| 

Folder 

File 
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dvBj I †dvìvi ˆZwi K‡i msiÿY Kiv 

g‡b Kiæb, GKwU bZzb WKz‡g›U dvBj ˆZwi K‡i C WªvB‡f My Folder †dvìv‡i msiÿY 

Ki‡Z n‡e|  GRb¨ wb‡P ewY©Z c×wZ AbymiY Kiæb|  

 Start>Programs>Windows Explorer wb‡`©k cÖ̀ vb K‡i DB‡ÛvR G·‡cøvivi 
†cÖvMÖvg Pvjy Kiæb|  

 G·‡cøvivi DB‡Ûvi evg w`‡Ki WªvBf ZvwjKv †_‡K C WªvBf wbe©vPb K‡i G›Uvi Kx 

Pvc w`b| Wvb w`‡K C WªvB‡f we`¨gvb dvBj I wW‡i±wii ZvwjKv cÖ̀ wk©Z n‡e|   

 File †gby †_‡K New Ges AZtci Folder Ackb wbe©vPb Kiæb| New Folder bv‡g 

GKwU †dvìvi ˆZwi n‡j †dvìv‡ii bvg wn‡m‡e My Folder wj‡L G›Uvi Kx Pvc w`b| 

Zvn‡j C WªvB‡f G bv‡g GKwU †dvìvi ev wW‡i±wi ˆZwi n‡e|  

 G·‡cøvivi DB‡Ûvi File †gby †_‡K New Ges Zvici Microsoft Word Document 
wbe©vPb K‡i G›Uvi Kx Pvc w`b| GLb GKwU bZzb dvBj ˆZwi n‡j Zv‡Z cÖ‡qvRbxq 

Z_¨ wjwce× Kiæb|   

 dvB‡j wjwLZ Z_¨ msiÿ‡Yi Rb¨ File †gby †_‡K Save  wKsev Save As mve‡gby 

wbe©vPb K‡i G›Uvi Kx Pvc w`b| cÖvß Save as WvqvjM e‡·i Save in e· †_‡K My 
Folder †dvìvi wbe©vPbc~e©K File name e‡· dvB‡ji bvg wn‡m‡e Test wj‡L Save 
evU‡b wK¬K Kiæb| dvBjwU My Folder bv‡gi †dvìv‡i Test.doc bv‡g msiwÿZ n‡e|  

 

      
wPÎ  t  †dvìvi ˆZwi‡Z G·‡cøvivi DB‡Ûvi e¨envi|  



gva¨wgK wk¶K cÖwk¶Y - we GW 

 

88 

dvBj ev †dvìv‡ii cybtbvgKiY 

wkÿv_x© eÜziv, g‡b Kiyb, c~e©eZx© cixÿ‡Yi C WªvB‡fi My Folder wW‡i±wi‡Z 

msiwÿZ Test bvgK dvBjwU GKB ¯’v‡b Test File wn‡m‡e cybtbvgKiY Ki‡Z 

n‡e| GRb¨ wb‡P ewY©Z c×wZ AbymiY Kiæb|  

 Start>Programs>Windows Explorer wb‡`©k cÖ̀ vb K‡i 
DB‡ÛvR G·‡cøvivi †cÖvMÖvg Pvjy Kiæb|  

 G·‡cøvivi DB‡Ûvi evg w`K †_‡K C WªvBf, My Folder Ges Test  dvBj 

wbe©vPb Kiæb|   

 File †gby †_‡K Rename mve‡gby wbe©vPb Kiæb A_ev dvskb Kx F2  Pvc 

w`b| Zvn‡j Test  dvBjwU cybtbvgKi‡Yi Dchy³ n‡e|  

 Gevi Kx‡evW© †_‡K dvB‡ji bZzb bvg Test File wj‡L G›Uvi Kx Pvc w`b| 

d‡j dvBjwU GKB ¯’v‡b Test File bv‡g Kvh©Ki n‡e|  

 Gfv‡e dvBjwU c~e©eZx© bv‡g cybtbvgKiY Kiæb|  

 

mZK©Zv  

wkÿv_x© eÜziv! dvBj ev †dvìv‡ii bvgKiY ev cybtbvgKi‡Y we‡kl KZ¸‡jv K¨v‡i±vi 

†hgb t ? . , ; : =  / | \ æ < >  BZ¨vw` e¨envi Kiv hvq bv| Avevi A‡bK mgq 

¸iyZ¡c~Y© †Kvb dvBj ev †dvìv‡ii cybbvgKi‡Yi d‡j Kw¤úDUvi I †cÖvMÖvg Pvjbvq mgm¨v 

n‡Z cv‡i| ZvB dvBj ev †dvìv‡ii cybtbvgKi‡Y mZK© n‡Z nq|   

 

dvBj I †dvìvi wbev©Pb Ges ‰ewkó¨ Ae‡jvKb  

DB‡ÛvR Acv‡iwUs wm‡÷‡g dvBj, †dvìvi I WªvBf m¤cwK©Z †h †Kvb Kvh©µg 

ev¯Íevq‡bi Rb¨ cÖ_‡g †m¸‡jv wm‡j± ev wbe©vPb Ki‡Z nq| Zvici mswkøó wb‡ ©̀k cÖ`vb 

Kiv m¤¢e nq| Avi G·‡cøvivi DB‡Ûvi File †gby †_‡K Properties mve‡gby wbe©vPb 

K‡i msiwÿZ dvBj ev †dvìv‡ii wewfbœ ˆewkó¨ †hgb, dvB‡ji aib, AvKvi, msiÿY, 

cwieZ©b ev me©‡kl e¨env‡ii ZvwiL, mgq BZ¨vw` Rvbv hvq|  

 G·‡cøvivi DB‡Ûv Pvjy K‡i evg w`‡Ki WªvBf ZvwjKv †_‡K C WªvBf wbe©vPb K‡i 

G›Uvi Kx Pvc w`b Wvb w`‡K C WªvB‡f we`¨gvb dvBj I wW‡i±wii ZvwjKv cÖ`wk©Z 

n‡j c~e©eZx© cixÿ‡Y ˆZwi New Folder AvBK‡bi Dci Kvm©i †i‡L gvD‡mi 

†evZvg Pvc‡j mswkøó †dvìvi wbe©vwPZ n‡e| D‡jøL¨, wbe©vwPZ dvBj ev †dvìvimg~n 

bxj i‡O wb‡ ©̀wkZ nq| GRb¨ wbe©vPb ev wm‡j± Kiv‡K nvBjvBU KivI ejv nq|  
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 Avi GKvwaK dvBj ev †dvìvi wbe©vP‡bi Rb¨ Ctrl Kx †P‡c a‡i mswkøó dvBj ev 

†dvìvi wbe©vPb Kiyb wKsev Shift Kx †P‡c a‡i  ev  ev  ev  Kx Pvc w`b|  

Avi WªvBf ev wW‡i±wii me¸‡jv dvBj ev †dvìvi wbe©vPb Kivi Rb¨ Ctrl+A Kx Pvc, 

wKsev Edit †gby †_‡K Select All wbe©vPb Kiæb|  

 cwi‡k‡l wbe©vwPZ dvBj ev †dvìv‡ii ˆewkó¨ Ae‡jvKb Kivi Rb¨ G·‡cøvivi 

DB‡Ûvi File †gby †_‡K Properties mve‡gby wbe©vPb K‡i G›Uvi Kx Pvc w`b| 

Zvn‡j Properties DB‡Ûv‡Z wbe©vwPZ dvB‡ji wewfbœ ˆewkó¨ †hgbÑ dvB‡ji 

aib, AvKvi, msiÿY, cwieZ©b ev me©‡kl e¨env‡ii ZvwiL I mgq BZ¨vw` cÖ̀ wk©Z 

n‡e|   

 

  

wPÎ t  †dvìv‡ii wbe©vwPZ I Awbe©vwPZ Ae ’̄v| 

wbe©vwPZ 

Awbe©vwPZ 
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msiwÿZ dvBj I †dvìvi gy‡Q †`qv 

wkÿw_x© eÜziv! A‡bK mgq nvW© wW¯‹ ev d¬wc wW¯‹ †_‡K AcÖ‡qvRbxq dvBj ev †dvìvi 

gy‡Q w`‡Z nq| G Kv‡R Wm A‡cÿv DB‡ÛvR Acv‡iwUs wm‡÷‡gi e¨envi AwaKZi 

myweavRbK I wbivc`| KviY G‡Z cÖv_wgKfv‡e gy‡Q †`qv dvBj ev †dvìvi cybivq Avw` 

Ae¯’v‡b †dir Avbv hvq wKsev ’̄vqxfv‡e gy‡Q †`qv hvq|  

g‡b Kiæb, c~e©eZx© cixÿ‡Yi ˆZwi My Folder wW‡i±wi Ges Zvi Dcv`vbmg~n gy‡Q 

w`‡Z n‡e| GRb¨ wb‡P ewY©Z c×wZ AbymiY Kiæb|  

 Start>Programs>Windows Explorer wb‡`©k cÖ̀ vb K‡i DB‡ÛvR G·‡cøvivi 

†cÖvMÖvg Pvjy Kiæb| 

 G·‡cøvivi DB‡Ûvi evg w`K †_‡K C WªvBf I My Folder wbe©vPb Kiæb|  

 Kx‡evW© †_‡K Delete Kx Pvc w`b wKsev File †gby †_‡K Delete mve‡gby 

wbe©vPb K‡i G›Uvi Kx Pvc w`b|  

 GKwU WvqvjM e‡·i gva¨‡g †dvìvi I Zvi Dcv`vbmg~n wimvB‡Kj we‡b cvVv‡bv 

(cÖv_wgKfv‡e gy‡Q †`qv) n‡e wK bv Zv Rvb‡Z PvIqv n‡j Yes evU‡b wK¬K 

Kiæb, wbe©vwPZ †dvìvi Zvi Dcv`vbmn WªvBf †_‡K gy‡Q hv‡e| 

 

wimvB‡Kj web †_‡K dvBj I †dvìvi †dir Avbv wKsev gy‡Q †`qv 

wkÿv_x© eÜziv, wimvB‡Kj web nj nvW© wW‡¯‹i we‡kl msKzwPZ GjvKv †hLv‡b nvW© wW¯‹ 

†_‡K cÖv_wgKfv‡e gy‡Q †`qv dvBj ev †dvìvimg~n Rgv _v‡K| cÖ‡qvR‡b wimvB‡Kj web 

†_‡K †m¸‡jv c~e©eZx© Ae¯’v‡b †diZ Avbv hvq, wKsev ¯’vqxfv‡e gy‡Q †`qv hvq| Z‡e d¬wc 

wW¯‹ †_‡K gy‡Q †`qv dvBj I †dvìvimg~n wimvB‡Kj we‡b Rgv nq bv weavq †m¸‡jv Avi 

†diZ Avbv hvq bv|  
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g‡b Kiæb, c~e©eZx© cixÿ‡Yi gy‡Q †`qv My Folder wW‡i±wi Ges Zvi Dcv`vbmg~n 

wimvB‡Kj web †_‡K †dir Avb‡Z n‡e|  GRb¨ wb‡P ewY©Z c×wZ AbymiY Kiæb |  

 †W¯‹Uc †_‡K wimvB‡Kj web AvBK‡b Wvej wK¬K K‡i I‡cb Kiæb|   

 wimvB‡Kj web †_‡K My Folder wW‡i±wi wbe©vPb Kiæb| 

 wbe©vwPZ †dvìvi I Zvi Dcv`vbmg~n Avw` Ae¯’v‡b †dir Avbvi Rb¨  File †gby 

†_‡K Restore mve‡gby Pvc w`b| Avi ¯’vqxfv‡e gy‡Q w`‡Z File †gby †_‡K 

Delete mve‡gby Pvc w`b|  

 

mZK©Zv t wkÿv_x© eÜziv, wimvB‡Kj web †_‡K gy‡Q †`qv dvBj I †dvìvimg~n nvW©wW¯‹ 

†_‡K m¤ú~Y©fv‡e gy‡Q hvq|  myZivs †m¸‡jv Avi KL‡bv †dir Avbv hvq bv|  GRb¨ 

wimvB‡Kj web †_‡K wKQy gy‡Q †`qvi mgq mZK©Zv Aej¤̂b Kiæb|  

 

 

 

wPÎ t wimvB‡Kj we‡bi dvBj I †dvìvi ZvwjKv| 
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†bUIqvK© dvBj I †dvìvi e¨e ’̄vcbv  

dvBj I †dvìvi KwcKiY c×wZ t DB‡ÛvR Acv‡iwUs wm‡÷‡g †Kvb †mvm© dvBj ev 

wW‡i±wi‡K GK WªvBf ev wW‡i±wi †_‡K Ab¨ WªvBf ev wW‡i±wi‡Z Kwc Kivi Rb¨ 

G·‡cøvivi DB‡Ûvi evg w`‡Ki WªvBf I wW‡i±wii ZvwjKv †_‡K mswkó dvBj ev wW‡i±wi 

wbe©vPb K‡i Edit †gby †_‡K Copy mve‡gby †P‡c Zv Kwc Ki‡Z nq|  Zvici G·‡cøvivi 

DB‡Ûvi evg w`‡Ki WªvBf I wW‡i±wii ZvwjKv †_‡K MšÍe¨ wW‡i±wi wbe©vPb K‡i Edit 
†gby †_‡K Paste mve‡gby †P‡c Zv †c÷ Ki‡Z nq|  D‡jøL¨, Copy Kgv‡Û wbe©vwPZ 

dvBj ev †dvìvimg~n †Kej wK¬c‡ev‡W© Rgv nq Ges †Kej Paste Kiv n‡j Z‡eB 

KwcKiY cÖwµqv m¤cbœ nq|  

 

aiæb, C WªvB‡fi My Folder †dvìv‡i Aew¯’Z Test dvBjwU GKB WªvB‡fi My 
Documents †dvìv‡i Kwc Ki‡Z n‡e|  GRb¨ cÖ_‡g G·‡cøvivi DB‡Ûvi evg w`‡Ki 

WªvBf ZvwjKv †_‡K C WªvBf I My Folder †dvìvi wbe©vPb K‡i G›Uvi Kx Pvc‡Z nq|  

Zvici G·‡cøvivi DB‡Ûvi Wvb w`K †_‡K Test dvBjwU wbe©vPb K‡i Edit †gby †_‡K 

Copy mve‡gby Pvc‡Z nq|  Gevi c~e©eZx© wbq‡g G·‡cøvivi DB‡Ûvi evg w`‡Ki WªvBf 

ZvwjKv †_‡K C WªvBf I My Documents †dvìvi wbe©vPb K‡i Edit †gby †_‡K Paste 

mve‡gby wbe©vPb K‡i Kwc cÖwµqv m¤cbœ Ki‡Z nq|  

 

 

wPÎ t  dvBj Kwc cÖ‡MÖm DB‡Ûv| 

 

nvW©wW¯‹  †_‡K dvBj ev †dvìvi d¬wc wW‡¯‹ Kwc Kivi wfbœ wbqg  

File †gby †_‡K Send To wbe©vPb K‡i Zv †_‡K 31/2 Floppy [A] wbe©vPb K‡i G›Uvi Kx 

Pvc‡j mswkøó dvBj ev †dvìvi Ab¨ wW‡¯‹ Kwc nq|   
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wPÎ t  Send To Ackb wbev©Pb K‡i dvBj Kwc Kivi c×wZ| 

 

GK  WªvBf †_‡K Ab¨ WªvB‡f dvBj I  †dvìvi ¯’vbvšÍi Kiv   

aiæb, C WªvB‡fi Dhaka †dvìviwU D WªvB‡f ¯’vbvšÍi Ki‡Z n‡e| GRb¨ cÖ_‡g 

G·‡cøvivi DB‡Ûvi evg w`‡Ki WªvBf ZvwjKv †_‡K C WªvBf I Dhaka †dvìvi wbe©vPb 

K‡i Edit †gby †_‡K Cut mve‡gby Pvc‡Z nq|  Gevi c~e©eZx© wbq‡g G·‡cøvivi DB‡Ûvi 

evg w`‡Ki WªvBf ZvwjKv †_‡K D WªvBf wbe©vPb K‡i Edit †gby †_‡K Paste mve‡gby 

wbe©vPb K‡i ¯’vbvšÍi cÖwµqv m¤cbœ Ki‡Z nq|  

 

 

wPÎ t  dvBj gyf cÖ‡MÖm DB‡Ûv| 

 

dvBj I †dvìvi gy‡Q †`qv Ges †diZ Avbv  

K) dvBj I †dvìvi gy‡Q †`qv  

aiæb, D WªvB‡f Aew¯’Z Dhaka †dvìviwU gy‡Q w`‡Z n‡e|  GRb¨ cÖ_‡g G·‡cøvivi 

DB‡Ûvi evg w`‡Ki WªvBf ZvwjKv †_‡K D WªvBf Ges Wvb w`K †_‡K Dhaka †dvìviwU 
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wbe©vPb K‡i File †gby †_‡K Delete mve‡gby‡Z wK¬K Ki‡Z nq wKsev Kx‡evW© †_‡K 

Delete Kx Pvc‡Z nq| c ©̀vq Delete Confirm WvqvjM e‡·i gva¨‡g mwZ¨B Zv gy‡Q 

†djv (ev wimvB‡Kj we‡b cvVv‡bv) n‡e wK bv Zv wbwðZfv‡e Rvb‡Z PvIqv nq| cwi‡k‡l 

Yes evU‡b wK¬K Ki‡j Zv cÖv_wgKfv‡e gy‡Q hvq| D‡jøL¨, cÖv_wgKfv‡e gy‡Q †djv dvBj 

ev †dvìvimg~n nvW© wW¯‹ †_‡K gy‡Q wM‡q wimvB‡Kj we‡b Rgv nq Ges cÖ‡qvR‡b 

wimvB‡Kj web †_‡K †m¸‡jv c~e©eZx© ¯’v‡b †diZ Avbv hvq| Z‡e d¬wc wW¯‹ †_‡K gy‡Q 

†`qv dvBj ev †dvìvimg~n wimvB‡Kj we‡b Rgv nq bv weavq †m¸‡jv Avi †diZ Avbv 

hvq bv|  

L) gy‡Q †`qv dvBj ev †dvìvi wimvB‡Kj web †_‡K †diZ Avbv  

 wimvBKj web †_‡K †Kvb AvB‡Ug †diZ Avbvi Rb¨ cÖ_‡g †W¯‹Uc †_‡K wimvB‡Kj web 

AvBK‡b Wvej wK¬K K‡i Lyj‡Z nq| AZtci mswkøó dvBj ev †dvìvi wbe©vPb K‡i Wvb 

gvDm evU‡b wK¬K K‡i cÖvß cc-Avc †gby †_‡K Restore wbe©vPb K‡i G›Uvi Pvc‡j 

†m¸‡jv †hLvb †_‡K gy‡Q †`qv n‡qwQj cybivq †mLv‡b †diZ hvq|  

 

wPÎ t  wimvB‡Kj we‡b wi‡÷vi Ackb 
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wimvB‡Kj web †_‡K dvBj ev †dvìvi gy‡Q †`qv   

wkÿv_x© eÜziv!  wimvB‡Kj we‡b Rgv nIqv dvBj ev wW‡i±wi nvW© wW¯‹ †_‡K m¤c~Y©iƒ‡c 

gy‡Q †djvi Rb¨ cÖ_‡g †W¯‹Uc †_‡K wimvB‡Kj web Lyj‡Z nq| Zvici mswkó dvBj ev 

†dvìvi wbe©vPb K‡i Wvb gvDm evU‡b wK¬K K‡i cÖvß cc-Avc †gby †_‡K Delete wbe©vPb 

K‡i G›Uvi Pvc‡j wimvB‡Kj web †_‡K Zv GKev‡i gy‡Q hvq|  wkÿv_x© eÜziv! wimvB‡Kj 

web †_‡K gy‡Q †djv dvBj ev wW‡i±wi Avi †diZ Avbv hvq bv|  Avi cc-Avc †gby 

†_‡K Empty Recycle Bin wbe©vPb K‡i G›Uvi Pvc‡j wimvB‡Kj we‡b Rgv nIqv mKj 

dvBj I †dvìvi gy‡Q wM‡q wimvB‡Kj web Lvwj nq|   

 

 

wPÎ t  wWwjU wbwðZKiY WvqvjM e·| 
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†bUIqvK©-G dvBj I †dvìvi e¨e ’̄vcbv 

wkÿv_x© eÜziv! KZ¸‡jv Kw¤úDUvi hw` †bUIqv‡K© mshy³ _v‡K Zvn‡j GK Kw¤úDUvi 

†_‡K Z_¨ Ab¨ Kw¤úDUv‡i Av`vb-cÖ̀ vb, dvBj †dvìvi Kwc Kiv, †Kvb Z_¨ GwWU Kiv 

BZ¨vw` KvR AwZ mn‡R Kiv hvq| Gi Rb¨ evowZ †Kvb DcKiY †hgb d¬wc wW¯‹, wmwW 

ev †cbWªvBf cÖ‡hvRb nq bv| †bUIqvK©-G _vKv Kw¤úDUvi¸‡jv G‡K Ac‡ii mv‡_ †kqvi 

¯’vc‡bi gva¨‡g †WUv ev Z_¨ Av`vb cÖ̀ vb Ges dvBj I †dvìvi KwcKiY KvR m¤úbœ 

K‡i _v‡K| Avcbvi Kw¤úDUv‡i nvW© wW‡¯‹ _vKv †Kvb dvBj‡K GKB †bUIhv‡K© _vKv 

Ab¨ GKwU Kw¤úDUv‡i Kwc Ki‡Z Pvb Zvn‡j wb‡Pi cÖwµqv m¤úbœ Kiæb| cÖ_‡g H 

dvBjwU Kw¤úDUv‡i †h wW‡i±wi†Z Av‡Q †mwU †kqvi K‡i wbb| Zvici †W¯‹Uc †_‡K 

Network Place AvBK‡b Wvej wK¬K K‡i I‡cb Kiæb| Avcwb †bUIqv‡K© mshy³ GKB 

IqvK© MÖæ‡ci KZ¸‡jv Kw¤úDUvi †`L‡Z cv‡eb| H ZvwjKv †_‡K Avcbvi Kw¤úDUv‡ii 

†bUIqv‡K© †kqvi Kiv mKj WªvBf, †dvìvi I wcÖ›Uvi BZ¨vw` †`Lv‡e| Gevi †h WªvB‡f H 

dvBj Av‡Q †mwU I‡cb Kiæb Ges dvBjwU Kwc Kiæb| †h Kw¤úDUv‡i †mwU †mf Ki‡Z 

Pvb Zvi C, D  A_ev E WªvBf wK¬K K‡i paste KgvÛ w`b| Zvn‡j †mwU  Ab¨ Kw¤úDUv‡i 

Kwc n‡q hv‡e| GKB cÖwµqv Abymib K‡i Avcwb ~̀‡i Ae¯’vb K‡iI †bUIqvK© †kqvwis-

Gi gva¨‡g dvBj Edit ev Z_¨ cÖ̀ vb I MÖnY Ki‡Z cvi‡eb| 

 

Avevi Kv‡Ri myweavi Rb¨ Avcvbvi wcÖ›Uvi me mgq GK ¯’vb †_‡K Ab¨ ¯’v‡b ev GK 

Kw¤úDUvi †_‡K Ab¨ Kw¤úDUv‡i bv mwi‡q Kw¤úDUvi †bUIqvK©-Gi gva¨‡g †h †Kvb 

WyKz‡g›U wcÖ›U Kiv hvq| †m †ÿ‡Î wcÖ›Uvi BÝUj Kivi mgq Network Printer Option  

wbe©vPb K‡i wcÖ›Uvi BÝUj Ki‡Z nq| A_©̈ vr Kw¤úDUvi¸‡jv mv‡_ wcÖ›Uvi †kqvwis-Gi 

gva¨‡g †h †Kvb Kw¤úDUvi †_‡K WKz‡g›U Qvcv‡bv hvq| wcÖ›Uvi †kqvwis e¨e¯’vq WyKz‡g›U 

wcÖ›U Kivi d‡j mgq †ÿcY nq bv| evi evi GK K¤úDUvi †_‡K Ab¨ Kw¤úDUv‡i wcÖ›Uvi 

ms‡hv‡Mi Sv‡gjv _v‡K bv Ges wcÖ›Uvi evievi UvbvUvwbi Kvi‡Y DcKiYwUimg~n ÿwZi 

nvZ †_‡KI iÿv cvIqv hvq| 
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†bUIqvK© wm‡÷‡g GK Kw¤úDUvi †_‡K Ab¨ Kw¤úDUv‡i dvBj I †dvìvi 

¯’vbvšÍi Kiv 

g‡b Kiæb, †bUIqv‡K©i mv‡_ mshy³ LabMaster  bvgK  Kw¤úDUv‡ii  My Documents  

†dvìvi †_‡K wKQz dvBj Avcbvi Kw¤úDUv‡ii  My Documents  †dvìv‡i Kwc Ki‡Z 

n‡e| GRb¨ cÖ_‡g Dfq Kw¤úDUvi Pvjy Kiæb | Zvici Avcbvi Kw¤úDUv‡ii †W¯‹Uc 

†_‡K Network Place AvBKb Wvej wK¬K K‡i I‡cb Kiyb| cÖvß Network Place 

DB‡Ûv‡Z †bUIqv‡K© mshy³ GKB IqvK©MÖæ‡ci mKj Kw¤úDUv‡ii ZvwjKv AšÍ©fy³ _v‡K| 

hw` ZvwjKv bv †`Lvq Z‡e  Network Place DB‡Ûvi evgw`‡Ki View Workgroups 

Computers  Ack‡b wK¬K Ki‡Z nq| Gevi Wvb w`‡Ki  LabMaster AvBK‡bi Dci 

Wvej wK¬K Ki‡j Gi †bUIqv‡K© †kqvi Kiv mKj WªvBf,  †dvìvi I wcÖ›Uv‡ii ZvwjKv 

†`Lv‡e|  Gevi C WªvBf †_‡K My Documents †dvìvi I‡cb K‡i Kvw•LZ dvBj Kwc 

K‡i Avcbvi Kw¤úDUv‡ii  My Documents †dvìv‡i †c÷ Kiæb|  
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wPÎ: Network Place-G work Gourp DB‡Ûv| 
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wPÎ: Network Sharing DB‡Ûv| 
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g~j¨vqb: 
1. dvBj Kx? 

2. dvBj I †dvìvi ˆZwii KgvÛ LvZvq wjLyb| 

3. dvBj cyb:bvgKi‡Yi KgvÛ LvZvq wjLyb| 

4. †bUIqvK©-G dvBj e¨e¯’vcbv eY©bv Kiæb|  

 

 

m¤¢ve¨ DËi:  

 

    ce©-K: 

         1.  FileMenu->New->File/Folder 

         2.  FileMenu->Rename.           

    ce©-L  

         1. evowZ †Kvb DcKiY †hgb d¬wc wW¯‹, wmwW, †cb WªvBf cÖ‡qvRb nq bv Ges 

Z_¨ msiÿ‡Y evavi m„wó K‡i bv| 

         2. †bUIqvK© †kqvwis-Gi gva¨‡g| 

 

 

 




