
Windows Operating System

foaMkst&(Window-7),d xzkfQdy ;wtj baVjQs+l ij vk/kkfjr vkWijsfVax flLVe gS] tks ;wtj dks fdlh Hkh dk;Z
dks djus ds fy, xzkfQdy baVjQ+sl miyC/k djkrk gS] xzkfQdy ;wtj baVjQs+l ikWbaVj ds :i es ekml] izksxzkEl
“kkWVZdV ds fy, MsLdVkWi vkbdu] izksxzke LVkVZ djus ds fy, LVkVZ cVu] izksxzkEl ns[kus ds fy, VkLd ckj ,oa
izksxzke foaMkst es dk;Z djus ds fy, esuw] VSCl] Mk;ykWx ckDl vkfn dk mi;ksx fd;k tkrk gS

windows 7 release date 22 October 2009

windows 8  official release date of October 26, 2012

windows 10 release date 29 July 2015

windows 11 release date 5 October 2021

Features of Windows 7

• फाइल     को      खोजना  (Searching   Files): 

vxj vki fo.Mkst ,Dlih dk Á;ksx djrs gSA rks vkidks irk gksxk dh bles fdlh Hkh Qkby dks [kkstus
ds fy, lpZ fo.Mks dk Á;ksx djuk djuk iMrk gSA ysfdu blesa foijhr fo.Mks 7 esa ;g LVªkVZ esaU;w esa nh
x;h lpZ ckWDl ls fd;k tk ldrk gSA ;g lqfo/kk fo.Mkst foLVk esa Hkh nh x;h Fkh A 

• mUur MsLdVkWi   (Improved Desktop ):   

fo.Mkst ds MsLd VkWi esa dbZ Ádkj ds ifjorZu djds bl laLdj.k ds MsLd VkWi dks vc rd dk lcls
csgrjhu ywd Ánku fd;k A MsLd VkWi ds fy, MsLd VkWi LykbM uked Vwy dk Á;ksx fd;k x;k gSA tks
MsLd VkWi dks le; & le; ij viukrk jgrk gSA 

• ykbczsjh   (Library )::-  

vxj vkius fo.Mkst ,Dlih dk Á;ksx fd;k gSA rks vki blds (my document ) Qhpj ds ckjs esa tkurs
gksxsa] ftldk Á;ksx lkekU;r% MkWD;wesaUV dks LVksj djus ds fMQkWYV iFk ds :i esa fd;k tkrk gSA 

bl LFkku ij fo.Mkst 7 (Libraries ) uked ,oa opqZvy QksYMj fn;k x;k gS] ftldk Á;ksx eb MkWD;wesaUV
dh rjg fd;k tk ldrk gSA 

bl QksYMj esa  pkj lc QksYMj gksRks  gS]  %   (  document  Library  ),  (Music  library),  (picture
Library) , and (Video  Library )|

 
foaMkst+ 7 ds eq[; vo;oA Component of Windows 7 Operating System

foaMkst&7 (Windows7) ds izeq[k dkWEiksusUV fuEukuqlkj gS%
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➢ foaMkst MsLdLVkWi (Windows Desktop)
➢ vkbdku (ICON)
➢ VkLdckj (Task Bar)
➢ LvkVZ cVu (Start Button)

 

foaMkst+ MsLdLVkWi (Windows Desktop)

foaMksTk+ 7 vkWijsfVax flLVe es MsLdLVkWi og LØhu gS tks dEI;wVj LVkVZ djus ij lcls igys fn[kkbZ nsrk gSA
MsLdLVkWi dEI;wVj ij dk;Z djus dk dk;Z {ks= ¼odZ ,fj;k½ gS] tgk¡ dEI;wVj ij lHkh dk;ksZ dks fd;k tkrk gSA
MsLdLVkWi ij dEI;wVj es ekStwn izksxzke dks vksiu fd;k tkrk gSA bl Lisl es ,d fMQkWYV cSdxzkmaM gksrk gS]
ftlss MsLdLVkWi okWyisij dgrs gS MsLdLVkWi ij izksxzke] MkWD;wesaV~l vkSj QksYMj ds “kkWVZdV Hkh gksrs gS] ftUgs
vkbdu dgk tkrk gSA

MsLdLVkWi (Desktop) njlgy dqN vfrfjDr xq.kks okyk ,d Q+ksYMj gS ftles ge lkekU; mi;ksx okys izksxzkEl]
QkbYl] ykbo VkbYl] ,oa foaMksTk xStsV~l tSls DykWd] osnj buQkesZ”ku vkfn dk mi;ksx dj ldrsA fdlh Hkh
dEI;wVj ij izR;sd mi;ksxdrkZ dk viuk MsLdLVkWi lsVvi gks ldrk gS ,oa mls vkbdu] cSdxzkmaM]LØhu lsoj
vkfn ds n~okjk dLVekbt fd;k tk ldrk gSA

MsLdLVkWi ds nks Hkkx gS&og fgLlk tgkW vkbdu iznf”kZr gksrs gS vkSj MsLdLVkWi foaMks ds fupys Hkkx es VkLdckjA

vkbdkWu (ICON)                                                                                          

foaMksTk 7 vkWijsfVax flLVe es izksxzke ,oa Qkby ds NksVs xzkfQdy fpgu dks vkWbdu (ICON)  dgk tkrk gSA
foaMkst 7 QksYMjksa] nLrkostks] dk;ZØeks vkSj lsfVax ds lewg dk izfrfuf/kRo djus ds fy, vkbdu dk mi;ksx djrk
gS] vkWbdu MsLdLVkWi ij izksxzkEl] Qkby] QksYMj ;k vU; “kkWVZdV ds #i es gks ldrs gSA

Windows7| Icon

foaMksTk 7 es izR;sd lkW¶Vos;j dk vkbdu vyx gksrk gSa rkfd lkW¶Vos;j ,fIyds”ku dks tYnh ls <wa<k tk ldsA
vkbdu dh lgk;rk ls fdlh izksxzke vFkok Qkby dks MsLdLVkWi ls gh ,Dlsl fd;k tk ldrk gSA

VkLdckj (Taskbar)

foaMksTk 7 VkLdckj vkidks lkW¶Vos;j izksxzke rd igqap iznku djrk gS] vkidks fofHkUu ,Iyhds”ku ds chp dk;Z
djus es l{ke cukrk gS vkSj vkidks flLVe fjlkslsZt rd igqap iznku djrk gSA 

VkLdckj] MsLdLVkWi ds uhps gkWfjtkWUVy ckj ds #i  es fn[kkbZ nsrk gS] ftldh lgk;rk ls foaMksTk ij fd, tk
jgs dk;ksZ ,oa izksxzke dks vklkuh ls ns[kk tk ldrk gSA

LVkVZ cVu (Start Button)
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foaMksTk 7 es LVkVZ cVu (Start  Button) ds n~okjk dEI;wVj ij bULVkWy fdlh Hkh izksxzke dks ,d fDyd ds
lkFk ,Dlsl fd;k tk ldrk gSA tc LVkVZ cVu ij fDyd fd;k tkrk gS rks LVkVZ esuw vksiu gks tkrk gSA
LVkVZ esuw (Start Menu) dEI;wVj ij miyC/k izksxzke] QksYMj vkSj ;wfVfyVh ,fIyds”ku dks  lwphc/n djrk gSA
LVkVZ esU;w dks vyx vyx iSu (Pane) es foHkkftr fd;k tkrk gS] ftlls ,d tSls izksxzke vkbVe ,d lkFk xzqi
es gksrs gSA

Window7/ Start Button

LVkVZ cVu es eq[; #i ls fuEu vkI”ku gksrs
➢ lpZ ckWDl (Search Box)
➢ vky izksxzkEl (All Programs)
➢ jhlsaV izksxzke (Recent Programs)
➢ flLVe QksYMj (System Folder)

➢ d.Vªksy iSuy ¼Control Panel½
➢ gsYi ,oa liksVZ ¼Help and Support½
➢ 'kV Mkmu ¼shut Down½
3
LVkVZ esU;w eq[; :i ls ySIV iSu ,oa jkbV iSu esa foHkkftr jgrk gSA 
ysIV iSu esa mu ÁksxzkEl dh lwph fn[kkbZ nsrh gSA ftUgs vke rkSj ij dEI;wVj ij T;knk  ,Dlsl
fd;k  tkrk  gSA  ftlls  mu  ,Iyhds”ku  dks  tYnh  ls  ÁkIr  fd;k  tk  lds  A  ;fn  vki
oMZ ;k ,Dlsy dk mi;ksx yxkrkj  djrs gSA rks ;g bl lwph esa fn[kkbZ nsxk A

LVkVZ  esU;w esa  vkWy Áksxzke ¼All  programs½  dk mi;ksx dEI;wVj esa  bZLVkWy lHkh  ÁksxzkEl
dks ,Dlsl djus ds fy, fd;k tkrk gSA vkWy Áksxzke ¼All program½ ds uhps fLFkr lpZ ckWDl
ds }kjk dEI;wVj ij Qkbyks ;k QksYMjks ;k Qkbyks dks [kkstus ds fy, dh & oMZ Vkbi dj
mudks lpZ fd;k tk ldrk gSa A 

LVkVZ esU;w dk jkbZV  iSu ] flLVe QksYMj ] tSls & MkWD;wesaUV ] fiDpj ] E;wftd ] tSls QksYmj
ds fy, ,Dlsl miyC/k djkrk gSA  lkFk gh dUVªksy iSuy dk mi;ksx djds flLVe lsfVx ]
fMokbl ,oa fÁaVj ] gsYi ,oa liksVZ  dks vksiu fd;k tk ldrk gS] LVkVZ esaU;w ds blh Hkkx esa
“kV Mkmu ij fDyd djds dEI;wVj dks can ;k LVkVZ fd;k tkrk gSA 

foa.Mkst 7 esa  VkLd ckj ij Áksxzke fiu djuk pinning program to task bar in
windows7 

LVkVZ cVu ds jkbV lkbM esa T;knk rj mi;ksx esa vkus okys ÁksxzkEl dks “kVZ dV ds :i es
O;ofLFkr fd;k tk ldrk gSA ftlls mUgs ,d gh fDyd ij vksiu fd;k tk lds ] blds fy,
mu ÁksxzkEl ;k lkW¶Vos;j ,Iyhds”ku dks VkLd ckj ij fiu fd;k tkrk gSA rkfd mUgs ,d
fDyd ds lkFk ,Dlsl fd;k tk lds ] vius VkLd ckj ;k LVkVZ esaU;w ij Áksxzke dks fiu djds
fo.Mkst 7 vkidh mRikndrk c<krk gSA frlls vki tYnh s fdlh Hkh ,Iyhds”ku dks ,Dlsl dj
ikrss gS
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Windows7 {Task Bar pinned program}
;g vkWI”ku  le; dh cpr djkrk gSA D;ksfd Áksxzke dks ,Dlsl djus ds fy, LvkVZ cVu ij
fDyd djds vkWy ÁksxzkEl esaU;w ls ,Iyhds”ku flysDV dj fDyd djus esa le; yxrk gSA 

fdlh Hkh Áksxzke dks VkLdckj ij fiu djus ds fy, LVkVZ esU;w ls Áksxzke ij jkbV 
fDyd djsaxs vkSj fiu n~ VkLd ckj ij fDyd djks bl Ádkj fdlh Hkh Áksxzke dks 
VkLdckj  ij fiu fd;k tk ldrk gSA 

VkLdckj esa  fiu fd, x, ,Iyhds”ku vkbdu ij jkbV fDyd djds vufiu dk p;u djds
VkLdckj ls Áksxzke dks gVk;k tk ldrk gSA 

uksfVfQds”ku ,fj;k ¼  Notification Area  ½  

uksfVfQds”ku ,fj;k (Notification area) daEI;wVj esa cSdxzkmaaM ,DfVfofV ds ckjs esa  egRoiw.kZ  tkudkjh
Ánku djrk gSa A uksfVfQds”ku vkbdu ij ,d yky ldZy vkidks vko”;d lans”k miyC/k djkrk gSA 

windows7 | Notification area 

bl vkbdu ij fDyd djus ij ,d ikWi vi foa.Mks vkidks lwpuk Ánf”kZr djrh gSA ;g
dEI;wVj ij u, midj.k dks tksMus ij mldh tkudkjh] lkW¶Vos;j viMsV dh miyC/krk ]
esauVsu ,oa flD;skfjsVh  ls lECkaf/kr  tkudkjh Ánku djrk gSA vksiu ,D”ku lsUVj fyad ij
fdyd djds vf/kd tkudkjh ds fy, uksfVfQds”ku dks vksiu fd;k tk ldrk gSA 

MsV  /   Vkbe d.Vªksy   (Date / Time Control)  

MsV ;k Vkbe d.Vªksy (Date / time Control)  dEI;wVj ij dajV MsV ,oa Vkbe Ánf”kZr
djrk gS] vko”;drkuqlkj bl ij fDyd djds ge MsV ,oa VkbZe dks cny ldrs gSA

'kks   /  gkbM MsLdVkWi   (Show/ hide Dedktop):-  

MsLdVkWi ij fLFkr fdlh buQkWes”ku dks ns[kus ds fy, ges lHkh vksiu Áksxzke dks feuh
ekbt djus dh vko”;drk gksrh gSA rHkh ge MsLdVkWi dks ns[k ik,Waxsa A ysfdu “ksk / gkbM
cVu bl dk;Z dks vklku cukrk gSA

4 Ideal Computer Centre manjhanpur 9935991285



Windows Operating System

Windows7 Show/ hide  Desktop:- 

fo.Mks es lHkh vksiu ÁksxzkEl dks ,d lkFk feuh ekbt djus ds fy, VkLdckj ds nka, dksus
(Right corner) esa “kks MsLdVkWi  cVu ij fDyd fd;k tk ldrk gSA blls Áksxzke vkSj
fo.Mks fcuk can fd, MsLdVkWi dks ,Dlsl fd;k tk ldrk gSA 
;g ,d VkWxy cVu dh rjg dk;Z djrk gSA ,d ckj fDyd djus ij ;g MsLdVkWi dks “kks
djk,xk ,oa nksckjk fDyd djus ij gkbM dj nsxk A

Áksxzke fo.Mkst- ds eq[; rRo A   El  e  ment of program windows :-  

fo.Mkst  vkijsfVax  flLVe  esa  lHkh  Áksxzke  fo.Mks  esa  dkWeu  ,fyesUV  gksrs
gSA ;s ,fyesUV  ,Iyhds”ku Áksxzke dk mi;ksx djuk vlku cukrs gSA 
Áksxzke fo.Mks ds eq[; ,yhesUV  fuEu gSA  

• VkbVy ckj (Title bar ) 
• foa.Mks dUVªksy cVu (Windows control button) 
• foa.Mks ckWMZj (Windows Border ) 
• esUkw ckj (Menu Bar)
• LØksy ckj (scroll Bar)
• LVsVl ckj (status Bar) 

VkbVy ckj   (Title Bar):-  

foa.Mkst 7 esa ÁR;sd  vksiu Áksxzke ,d fuf”pr Áksxzke fo.Mks ds :i esa gksrk gSA bl Áksxzke
foa.Mks ds lcls Åij VkbVy ckj gksrk gSA VkbVy ckj ij lEcfU/kr Áksxzke dk uke ,oa
ftl uke ls Qkby dks lso fd;k x;k gSa ] og Ánf”kZr gksrk gSa A 

fo.Mkst dUVªksy cVu   (Windows control botton ):-  

VkbVy ckj ds nk;h vksj fLFkr dUVªksy cVu fo.Mks dks dUVªksy djus dh lqfo/kk nsrh gSA
feuh ekbt cVu fo.Mks dks VkLdckj feuh ekbt dj nsrk gSa A rkfd vki bls uk ns[ks
eSDlhekbt /  fjLVksj cVu  fo.Mks dks mlds vf/kdre lkbt vFkok iqjkus lkbt esa okil
djrk gSa ;g VkWxy cVu gSA tkd ,d ckj  fDyd djus ij eSDlhekbt vFkok nksckjk
fDyd djus ij foa.Mks dks fjLVksj djrk gSA 
Dykst cVu (X) fdlh Hkh Áksxzke fo.Mks dks can djus ds fy, Á;ksx fd;k tkrk gSA 

odZ ,fj;k   (Work area) :-  
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fdlh Hkh Áksxzke dk eq[; ofdZx ,fj;k gksrk gSa ] tgka ij ;wtj Áksxzke Qkby ij dk;Z djrk
gSa A ,Iyhds”ku Áksxzke ds vuqlkj ;g ,fj;k cnyrk jgrk gSA 

fjcu   (Ribbon) :-  

foa.Mkst 7 esa ekbØkslk¶V }kjk iqjkus esauq ckj ,oa Vwy ckj dks fjIysl dj u;k Qhpj jhcu
dks tksM+ fn;k gSa  A ;g esauq ckj ,oa Vwy ckj dk la;qDr :i gS ftles ml Áksxzke ls
lEcaf/kr VkLd ,oa  dekaM~l dks baVjSDfVo cVu ds :i esa  Ánf”kZr djrk gSA  ;g ,d
csgrj ;wtj baUVj Qsl gSA ftlds }kjk Áksxzke ds Qhpj dks vlkuh ls  ,oa rhoZ xfr
bLrseky fd;k tk ldrk gSA  ;g ;wtj dh ÁksM~fDVfoVh dks c<krk gSA 

fjcu esa dbZ dekaM gksrs gSA ftugs VSc ,oa fDod ,Dlsl Vwyckj }kjk vyx fd;k tkrk gSA
dk;Z {kerk c<kus ds fy, ] lcls vf/kd bLrseky fd, tkus okyh lqfo/kkvks dks eq[; :i ls
jhcu ij j[kk x;k gSA ] vkSj de vko”;d fo”ks’krkvks dks fNik;k x;k gSA fDod ,Dlsl
Vwyckj dks dLVekbt Hkh dj ldrs gSA vkSj bls ;k rks foa.Mks ds VkbVy ckj ij ;k fjcu
ds uhps j[k ldrs gSA 

L  dzksy ckj   ¼  scroll bar)  

Ldzksy ckj iz;ksx MwkD;wesuV vFkok ist dh lkeczh dks ns[kus es enn djrk gSA ;fn izksxzke
foaMks ds daVsaV Ldzhu lkbt ij iwjh rjg ls fn[kkb ugha ns jgh gSa rks Ldzksy ckj dh lgk;rk
ls mudks ns[kk yk ldrk gSa izksxzke foaMks es gkWfjykWUVy ,oa oVhady nks izdkj ds LØksy ckj
gksrs gS ;g izksxzke ds Åij fuHkZj djrk gSA 

Mk;ykWx ckWDl   (Dialog Box):-  

Mk;ykWx ckDl vk;rkdkj ckWDl gksrk gS] tgk¡ ,d vdsys dek.M fu/kkZj.k ls lacaf/kr fodYi
miyC/k gksrs gSaA mnkgj.k ds fy, ;fn Qkby dks lqjf{kr djuk pkgrs gSa rks vki Qkby esU;w
ij fDyd djsaA  Save As Option  ij fDyd djsa Save As Dialog Box  vk tk;sxk
Qkby dk uke Vkbi djds Save Button ij fDyd djsaA mlh rjg Font dks Format
djus ds fy, Format Menu ij tkdj Font ij fDyd djsaA

 Dialog Box vkSj muds fofHkUu çdkj ds ?kVdks dk o.kZu bl çdkj gS&

VsDV ckWDl   (Text Box):-  
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;g ,d ckWDl gS ftlesa fdlh Hkh VsDV dks Vkbi dj ldrs gSa tSls fd 
File Name Text Box esa Qkby dk uke Vkbi djrs gSaA

fyLV ckWDl   (List Box ):-  

,d ckWDl tks vusd fodYiks dh lwph ds lkFk gks ] fyLV ckWDl dgykrk gSA fyLV ckWDl esa
nk;sa rFkk uhps dh vksj fodYiksa dks LØkWy ldrs gSa] tSls fd QksYMj rFkk Qkby fyLV ckWDl
esa QksYMj ds uke rFkk Qkby dk uke çnf’kZr gksrk gSaA QkWUV fyLV ckWDl esa fofHkUu çdkj
ds QkWUVksa ds uke jgrs gSaA

iq”  k   cVu   (Push Button) :-  

os lHkh fpUg rFkk Mk;ykWx ckWDl ftudks fDyd djus ls dqN funsZ’kksa dh lekfIr gksrh gS
mUgsa iq”k cVu dgrs gSaA iq”k cVu tSls fd Open Mk;ykWx ckWDl esa Open Button ftlesa
Open funsZ’k gksrk gSA

pSd ckWDl     (Check Box):-  

;s oxkZdkj cVu gksrs gSa buesa  Off  ;k  On  cVu gksrs gSA ;s vkWu ;k vkWQ fodYi gksrs
gSaA ;fn bu vkbVeksa dks ,d ckj fDyd djsa rks ;s pkyw gksrs gSa] ijUrq ;fn bUgsa nqckjk
fDyd djsa rks ;s cUn gks tkrs gSaA

jsfM;ks cVu   (Radio Button):-  

;s lc o``Rrkdkj fpUg gksrs gSa] ftUgsa fDyd djus ij o``Rr ds chp esa fcUnq çnf’kZr gksrk gSA ;s
lc gesa’kk vusd fodYiks ds lewg esa çnf’kZr gksrs gSa ftuesa ls fdlh ,d dk ,d le; esa
p;u dj ldrs gSaA

(Spinner):-

;s lc ,sls VsDV ckWDl gksrs gSa ftuds nk;ha vksj nks rhj fpUg jgrs gSa ftudks fDyd djus
ij la[;k dks c<+k;k rFkk ?kVk;k tk ldrk gSA
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MªkWi Mkmu fyLV ckWDl vFkok d  k  Ecks  ckWDl    (Drop Down List  Box or  
Combo Box):-

;s lc dqN fo”ks’k ckWDl ftudh nk;ha rjQ rhj fpUg cuk jgrk gS vkSj ftuesa fodYiksa dh
lwph jgrh gS ftUgsa fDyd djus ds ckn fodYi çnf’kZr gksrk gSA

File and Folder   D;k gSA   :-  

Qkby vkSj QksYMj eSustesUV esa Qkby ,d Ádkj dk MkWD;wesaUV gksrk gSA tcfd QksYMj ml
MkWD;wesaUV dks lso djds j[kus ds fy, ,d ckWDl gksrk gSA Qkby rks dbZ :iks esa gks ldrh
gSA tSls fd lkW¶Vos;j ] ,e ,l oMZ & dh] PDF File , Image , videos, Songs , vkfn

File   vkSj    Folder Management   esa    Fi  le   vkSj   Folder   D;k gSA   

Folder  ;g fMftVy QkbZy fLkLVe esa ,d vkHkklh d.Vsuj gSA ftlesa QkbZy vkSj vU;
QkYMjks dks laxzfgr fd;k tkrk gSA ,d QksYmjks ds vUrxZr dbZ lkjs lc QksYMj cuk, tk
ldrs gSA tks dbZ QkbZyks rFkk vU; lc QksYMjks laxzfgr djus esa l{ke gksrs gSA 

1). File Explorer   D;k gS \  

vki Qkby ij vklkuh ls lHkh Ádkj ds dke dj ldsa blds fy, foUMkst lkjs  Qkby dks
File Explorer  esa ÁsatsaUV djrk gSA vkt dy Qkbyks dks vki dEI;wVj ds gkMZ  fMLd
dh txg vkWu ykbu Cloud Storage esa Hkh LVksj djds j[k ldrs gSA mnkgj.k ds fy,
microsofot one Drive , google Drive , dropbox  bR;kfn A  File Explorer  gesa
Qkby vkSj QksYMj ds LVªDPkj dks fn[kkrk gSA ftlls ges Qkby dks <wMusa esa vklkuh gksrh
gSA 

u;k   Folder   creat  e     djuk %&  

      Folder   dks dbZ rjg ls cuk ldrs gSA   

1] Desk Top ij [kkyh txg ij mouse pointer ys tk,a vkSj mouse dk 
right button nck,aA
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2] Ánf”kZr  pop-up  esU;w ls new option U;w vkWI”ku ij mouse IokabVj ys 
tk,a A
3] Ánf”kZr pop – up  esU;w fyLV ls (folder)QksYMj vkWI”ku ij (click) fDyd 
djsa A 
4] (screen) LØhu ij (new)u;k QksYMj cudj vk tk,xkA
5] (folder)QksYMj dk (name)uke Vkbi djds (enter botton )bUVj cVu 
nck,a 
;k

 [kkyh LFkku ij (click) fDyd djsa 

1]tgka (folder)QksYMj cukuk gS]ml (Location)yksds”ku ij tk,a vkSj (key- 
board)dh&cksMZ ls Ctrl+Shift+N cVu nck,a A 
2] New folder cudj vk tk,xk A 
3]folder dk uke Vkbi djds enter button nck,a A

;k
[kkyh LFkku ij click djsa A 

1]notepad dh lgk;rk ls cuk ldrs gSA 
2] notepad open djsa A 
ogka commond type djsa 

MD RAM SHYAM SURESH 

nsdj save djsa] lso djrs le; Location select djsa tgka folder cukuk gSA 
vkSj file dk (Extention),DlVsU”ku ds lkFk nsauk gSA 
tSls & Ram.Bat/file dks double click djds open djsa A 
lHkh QksYMj cu tk,sxsaA 

File    vkSj    Folder    dk uke cnyuk %&   
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♦ ftl File / folder dk uke cnyuk gSA mls select djsaA 

 ♦ Key board ls F2 function  key press djsaA 
;k

 ♦ ftl File / Folder dk uke cnyuk gSA rks ml ij Right click djsaA 

 ♦ Ánf”kZr ikWi&vi esU;w ls rename option dks fDyd djsaA 

 ♦ u;k uke type djsasA 

 ♦ Enter key press djsaA

         ;k
 ♦ [kkyh LFkku ij mouse pointer  ys tk;s vkSj fDyd djs A  

Qkby ;k QksYMj dks fMyhV djuk   %  &  

ftl Qkby ;k QksYMj dks fMyhV djuk gks ml Qkby ;k QksYMj dks flysDV 
djsaA fQj dh & cksMZ ls  fMyhV dh & Ásl djsaA 

;k 

ftl Qkby ;k QksYMj dks fMyhV djuk gks ml vkbdu  ij ekml IokabVj dks 
ys tk,a vkSj ekml dk jkbV cVu nck,a A 
Ánf”kZr ikWi & vi esaU;w ls fMyhV vkIlu ij fDyd djsaA 
vkidk Qkby ;k QksYMj Recycle bin esa pyk tk,xk A 

Qkby ;k QksYMj dks dEI;wVj ls ges”kk ds fy,  fMyhV djuk %&

ftl Qkby ;k QksYMj dks fMyhV djuk gks mls flysDV djsaA keyboard ls 
Shift + Delete   Button press djsaA 
( Are you sure permament delete this file ) eSlst Ánf”kZr gksrk gSA 
;fn vki Qkby dks ijekesaUV fMyhV djuk pkgrs gS rks (Yes) ij fDyd djsaA 
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  vkidh Qkby permanent fMyhV gks tk,xh bls nksckjk ÁkIr ugha fd;k tk 
ldrk gSA 

fMyhV fd, x, Qkby  ;k QksYMj dks   Recycle bin   ls okil   ykuk 
%&

Recycle bin open djsaA 
fMyhV dh x;h Qkby dks iqu% mlh LFkku ij Hkstus ds fy, Qkby ;k QksYMj ds 
vkbdu ij jkbV fDyd djsaA 
Ánf”kZr Pop-up menu ls restore option ij fDyd djsaA

       
➢ ;fn fjlkbdy fcu ls Qkby ;k QksYMj dks vius vko”;drkuqlkj location

ij ys tkuk pkgrs gSA rks ml Qkby ;k QksYMj ds vkbdu ij jkbV fDyd
djsaA

➢ Cut option ij fDyd djsaA 
➢ ftl location ij  j[kuk pkgrs gS ogka ij ekml IokabUVj dk ;wt djds 

location flysDV djsaA 
➢ fQj paste djsaA 

Qkby ;k QksYMj dks   copy   djuk %&  

➢ ftl Qkby ;k QksYMj dks dkWih djuk gS mls flysDV djsaA 
➢ dh&cksMZ ls Ctrl + C key press djsA 

;k 
➢ vkbdu ij ekml IokabUVj ys tk, ekml dk jkbV cVu nck, A 
➢ Ánf”kZr ikWi&vi esaU;w ls dkWih vkWILku ij fDyd djsaA 
➢ ftl location ij copy fd, x, file ;k folder j[kuk gSa ml location dks 

flysDV djsaA 
➢ dh&cksMZ las Ctrl +  V key press djsaA 

;k 
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➢ ekml dk IokbUVj [kkyh LFkku ij ys tka, vkSj ekml dk jkbV cVu nck,a
A 

➢ Ánf”kZr IkkWi & vi esaU;w ls isLV vkWIlu ij fDyd djsaaaaA 

Qkby ;k QksYMj dksa ,d LFkku ls nwljs LFkku ij ewo djkuk       %&  

➢ ftl Qkby ;k QksYMj dks ewo dkjkuk gSA mls flysDV djs  keyboard ls
Ctrl + X key press djsa 

;k 
➢ vkbdu ij ekml IokabUVj dks ys tk,a 
➢ ekml dk jkbV cVu fDyd djsaA 
➢ Ánf”kZr ikWi&vi esaU;w ls Cut  option ij fDyd djsaA 
➢ ftl yksds”ku ij  Cut fd, x, Qkby ;k QksYMj dks j[kuk gSA  ml 

yksds”ku dks flysDV djsA
➢ dh&cksMZ ls  Ctrl + V  key press djsaA 

;k 
➢ [kkyh LFkku ij ekml IokabVj dks ys tk,a  ekml dk jkbV cVu nck,a A 
➢ Ánf”kZr ikWi & vi esU;w ls isLV vkWIlu ij fDyd djsaA 

,  d le; esa ,d ls vf/kd Qkby ;k QksYMj dks flysDV djuk %&  

dh&cksMZ ls  Ctrl button nck,a j[ksaA ftruh Qkbyks dks flysDV djuk pkgrs gS 

mls ckjh&ckjh ls fDyd djas Qkbys flysDV gks tk,asxh 

mouse pointer   dks   change   djuk %&  

➢ Mouse properties dialog box ls Pointers  Tab ij fDyd djsA 
➢ Browse button ij fDyd djsaA 
➢ browse dialog box vk tk,xk A
➢ ;gka ls vius bPNkuaqlkj pointer dks flysDV djsaA 
➢ apply button ij fDyd djsaA 

➢  ok button ij fDyd djsaA 
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   mouse   dh   button   dk dk;Z cnyuk %&  
➢ button tab ij fDyd djsaA
➢ swhich  primary and secondary button check box  dks fDyd 

djds button  dk dk;Z cnyk tk ldrk gSA
➢ left button dks fDyd djus ij gekjk mouse right button  dk dk;Z 

djsxk right  button dk dk;Z left button ls djus yxrk gSA

  File   ;k   folder   dks   hidden   djuk %&   

➢ ftl Qkby ;k QksYMj dks hidden djuk gSA mls flysDV djsA 
➢ ml Qkby ;k QksYMj ij Mouse pointer ys tka,A 

➢  Mouse dk right button  nck, A
➢ Ánf”Zkr ikWi&vi esaU;w ls  properties option ij fDyd djsaA 
➢ properties dialog box vk tk,xk A 
➢ hidden check box  dks fDyd djsA 
➢ apply rFkk Ok button ij fDyd djsA 

Hidden File   ;k     Folder     dks   show   ;k    hide   djkuk %&  

➢ Control panel ls file folder explorer  ;k Folder  Option 
Icon dks  Double click djds Open djsaa aaaA 

➢ folder Option dialog box  vk tk,xk A 
➢ View Tab ij fDyd djsaA 

;k 
➢ File dks Hide djkus ds fy, Don’t show hidden file folder, hard 

drive radio button select djsaA
➢ file show djkus ds fy, show hidden file or folder radio button dks click djsa

➢ ok button ij click djsA
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