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Chapter - 2

Ë)˛!ÙÜ˛y /

!ÓK˛yl xyÙyˆÏòÓ˚ xˆÏlÜ˛ !lï˛ƒ lï%˛l !çÏ!l£Ï í˛z˛õ•yÓ˚ !òˆÏÎ˚ˆÏSÈñ ÎyÓ˚ Ê˛ˆÏ° xyÙyˆÏòÓ˚ ç#ÓˆÏl

˜òl!®l Ü˛yçÜ˛Ù≈ • Ï̂Î˚ í ẑ̨ Ïë˛ Ï̂SÈ xy Ï̂Ó˚y §•ç– Ü˛!¡õí z̨ê˛yÓ˚ !ÓK˛y Ï̂lÓ˚ ~Ùl•z ~Ü˛ òyl– Ü˛!¡õí z̨ê˛yÓ˚

xyç xyÙy Ï̂òÓ˚ ç#Ó Ï̂l x Ï̂lÜ˛ê˛y xÇ¢ ç%̂ Ïí ¸̨ Ó˚̂ ÏÎ˚̂ ÏSÈ– §yÙylƒ !•§yÓ Ó˚yáy ̂ Ì Ï̂Ü˛ ÷Ó˚& Ü˛ Ï̂Ó˚ñ !ã˛!ë˛

˛õe ˆ°áyñ SÈ!Ó xÑyÜ˛yñ ˆSÈyê˛ÈüÈÓí˛¸ •zÙyÓ˚ˆÏï˛Ó˚ l:y ˜ï˛Ó˚# Ü˛Ó˚yñ !Ó!Ë˛ß¨ Îsf˛õy!ï˛Ó˚ l:y ˜ï˛Ó˚# Ü˛Ó˚y

§ÓÜ˛y Ï̂ç Ü˛!¡õí z̨ê˛yÓ˚ ~Ó˚ ≤Ãï˛ƒ«˛ §y•yÎƒ xyÙy Ï̂òÓ˚ òÓ˚Ü˛yÓ˚ ̨õ Ï̂í ¸̨– xyç Óƒy!B˛Ç ̨õ!Ó˚̂ Ï£ÏÓyñ !Ó!Ë˛ß¨

˜ÓK˛y!lÜ˛ àˆÏÓ£Ïîy Ü˛!¡õí˛zê˛yÓ˚ SÈyí˛¸y xã˛°– Ü˛!¡õí˛zê˛yˆÏÓ˚Ó˚ §y•yÎƒ !lˆÏÎ˚ xyç xyÙÓ˚y ˛õ,!ÌÓ#Ó˚

à!u˛ ˆ˛õ!Ó˚ˆÏÎ˚ ˛õy!í˛¸ ç!ÙˆÏÎ˚!SÈ Ù•yÜ˛yˆÏ¢ñ ãÑ˛yòˆÏÜ˛ flõ¢≈ Ü˛ˆÏÓ˚ ÙD°Îyl ˆlˆÏÙˆÏSÈ ÙD°@˝ÃˆÏ•– ~Ü˛

Ü˛ÌyÎ˚ Ü˛!¡õí˛zê˛yÓ˚ SÈyí˛¸y xyÙyˆÏòÏÓ˚ ç#Ól xyçˆÏÜ˛ xyÙÓ˚y Ë˛yÓˆÏï˛•z ̨õ!Ó˚ ly–

Ü˛!¡õí z̨ê˛yÓ˚ ~ÓÇ ï˛yÓ˚ ≤Ã Ï̂Î˚yà /

Ü˛!¡õí˛zê˛yˆÏÓ˚Ó˚ ÓyÇ°y ÙyˆÏl Ü˛Ó˚ˆÏ° òÑyí˛¸yÎ˚ àîÜ˛ Îsf– Ü˛!¡õí˛zê˛yˆÏÓ˚Ó˚ §y•yˆÏÎƒ Ù)°ï˛/ ˆÎyàñ

!ÓˆÏÎ˚yàñ =îñ Ë˛yà •zï˛ƒy!ò Ü˛yÎy≈Ó°# §¡õyòl Ü˛Ó˚y ˆàˆÏ°G Óï≈˛ÙyˆÏl ~Ó˚ Ó‡Ù%á# ÓƒÓ•yˆÏÓ˚Ó˚

Ê˛ˆÏ°~ˆÏÜ˛ ˆÜ˛yl §#!Ùï˛ §ÇK˛y !òˆÏÎ˚ xyÓ˚ à!u˛ˆÏï˛ xyê˛ˆÏÜ˛ Ó˚yáy ÎyÎ˚ ly–

xyô%!lÜ˛ Ü˛!¡õí˛zê˛yˆÏÓ˚Ó˚ çlÜ˛ Ó°y •Î˚ !Ó !ê˛¢ à!îï˛!Óòñ ã˛y°≈§ ÓƒyˆÏÓçˆÏÜ˛ñ !ï˛!l 1833

ˆÌˆÏÜ˛ 1871 ~Ó˚ ÙˆÏôƒ ÚÚxƒyly!°!ê˛Ü˛ƒy° •z!OlÛÛ ~Ó˚ Ù)°l#!ï˛Ó˚ í˛z˛õfliy˛õly Ü˛ˆÏÓ˚l– ~•z

xƒyly!°!ê˛Ü˛ƒy° •z!Ol Ï̂Ü˛•z Óï≈̨ Ùyl Ü˛!¡õí z̨ê˛y Ï̂Ó̊Ó̊ xy!òÎsf Ó°y ̂ Î Ï̂ï˛ ̨õy Ï̂Ó̊– ̨õÓ̊Óï˛#≈Ü˛y Ï̂° 1887

§yˆÏ° í˛y_´yÓ˚ •yÓ˚Ùyl •ˆÏ°!Ó˚Ì xyˆÏÙ!Ó˚Ü˛yÓ˚ xyòÙ÷ÙyÓ˚#Ó˚ Ü˛yç o&ï˛ §¡õyòˆÏlÓ˚ çlƒ ã˛y°≈§

ÓƒyˆÏÓˆÏçÓ˚ l#!ï˛ !lˆÏÎ˚ àˆÏÓ£Ïîy ÷Ó˚& Ü˛ˆÏÓ˚l ~ÓÇ 1911 §y° lyàyò ò%!ê˛ !Ë˛ß¨ ˆÜ˛y¡õyl#Ó˚

§• Ï̂Îyà#ï˛yÎ˚ Ü˛!¡õí z̨!ê˛Çñ ê˛ƒyÓ Ï̂°!ê˛Ç G ̂ Ó˚Ü˛!í≈̨ Ç ̂ Ü˛y¡õyl# ≤Ã!ï˛¤˛y Ü˛ Ï̂Ó˚lñ Îy ̨õ Ï̂Ó˚ !ÓŸª !Óáƒyï˛

IBM (International Business Machine) ly Ï̂Ù ̨õ!Ó˚!ã˛ï˛ •Î˚–

Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ ≤Ã Ï̂Î˚yà Ï̂Ü˛ xyç xyÓ˚ ̂ Ü˛yl à!u˛Ó˚ Ù Ï̂ôƒ ̂ ÓÑ̂ Ïô Ó˚yáy ÎyÎ˚ lyñ xyÙy Ï̂òÓ˚ ̃ òl!®l

ç#ÓˆÏlÓ˚ !Ë˛ß¨ !Ë˛ß¨ !Ó£ÏˆÏÎ˚ ~•z Îyò%Ü˛Ó˚ Îsf!ê˛ ï˛yÓ˚ flõ¢≈ ˆÓ˚ˆÏá !òˆÏÎ˚ˆÏSÈ– !lˆÏã˛ ˆ§•z Ó˚Ü˛Ù !Ü˛S%È

ˆ«˛ˆÏeÓ˚ í˛zˆÏÕ‘á Ü˛Ó˚y •° /

Ü˛É ÓƒÓ§y

ÓƒÓ§yÎ˚#Ó˚y á%Ó §• Ï̂ç•z Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ !Ó!Ë˛ß¨ §Ê‰̨ ê˛GÎ˚y Ï̂Ó˚Ó˚ §y•y Ï̂Îƒ barchart ~ÓÇ piechart

˜Ïï˛Ó˚# Ü˛ˆÏÓ˚ ï˛yˆÏòÓ˚ ÓƒÓ§yÓ˚ !Ó!Ë˛ß¨ ç!ê˛° !Ó£ÏÎ˚=!°ˆÏÜ˛ ≤ÃyO°Ë˛yˆÏÓ í˛z˛õfliy˛õly Ü˛Ó˚ˆÏï˛˛õyˆÏÓ˚l–



45

~SÈyí ¸̨y Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ §y•yÎƒ !l Ï̂Î˚ ïÑ̨ yÓ˚y ï˛y Ï̂òÓ˚ Ë˛!Ó£Ïƒï˛ !Ó!e´ñ °yË˛ñ «˛!ï˛Ó˚ !•§yÓ ~ÓÇ !Ó!Ë˛ß¨

=Ó˚&c˛õ)î≈ ÓƒÓ§y!Î˚Ü˛ !§k˛yhs˝ ≤ÃyÎ˚ !lá%ï˛ Ë˛yˆÏÓ !lˆÏÎ˚ ÌyÜ˛ˆÏï˛ ˛õyˆÏÓ˚l–

áÉ •zÙyÓ̊ï˛

Óï≈˛ÙyˆÏl ààlã%˛!¡∫ •zÙyÓ˚ï˛ ˜ï˛Ó˚#Ó˚ çlƒ Ü˛!¡õí˛zê˛yˆÏÓ˚Ó˚ §y•yˆÏÎƒ ï˛yÓ˚ l:y Óy Design ˜ï˛Ó˚#

Ü˛Ó˚y •Î˚ ÎyˆÏï˛ •zÙyÓ˚ï˛=!° xyˆÏÓ˚y ÙçÓ%ï˛ •Î˚ñ xyˆÏÓ˚y !lá%ï˛ •Î˚–

àÉ !¢«˛y

Óï≈̨ Ùyl Î%̂ Ïà Ü˛!¡õí z̨ê˛yÓ˚ !lË≈̨ Ó˚ !¢«˛yÓ˚ ≤Ã Ï̂Î˚yçl#Î˚ï˛y xl%Ë˛Ó Ü˛Ó˚y ̂ à Ï̂SÈñ Ü˛!¡õí z̨ê˛yÓ˚ ≤Ã Ï̂çQ Ï̂Ó˚Ó˚

ÙyôƒˆÏÙ !¢«˛yòyl xyçˆÏÜ˛Ó˚ !òˆÏl Ó‡° ≤Ãã˛!°ï˛–

âÉ ≤ÃyÜ,̨ !ï˛Ü˛ §¡õò !l‹Òy¢l

!Ó!Ë˛ß¨ ̂ Ü˛y¡õy!l Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ §y•yÎƒ !l Ï̂Î˚ á!lç ̂ ï˛°ñ Ü˛Î˚°yñ ≤ÃyÜ,̨ !ï˛Ü˛ àƒy§ñ •zí ẑ̨ ÏÓ˚!lÎ˚yÙ

≤ÃË,˛!ï˛ ≤ÃyÜ,˛!ï˛Ü˛ §¡õˆÏòÓ˚ ˆáÑyç Ü˛ˆÏÓ˚ ÌyˆÏÜ˛–

.É xy•zl ÓƒÓfliy

Ü˛!¡õí z̨ê˛yÓ˚ xy•zl ÓƒÓfliyÎ˚ xyÙ)° ̨õ!Ó˚Óï≈̨ l â!ê˛ Ï̂Î˚̂ ÏSÈñ Ü˛!¡õí z̨ê˛yÓ˚ ≤ÃÎ%!_´ ̂ ÎÙl xy.%̂ Ï°Ó˚ SÈy˛õ

˛õÓ˚#«˛yñ DNA ̨õÓ˚#«˛y •zï˛ƒy!òÓ˚ §y•y Ï̂Îƒ xyç x˛õÓ˚yô# §ly_´Ü˛Ó˚î G ¢y!hflÏ ≤Ãòyl xy Ï̂Ó˚y §•ç

•ˆÏÎ˚ˆÏSÈ–

ã˛É §Ó˚Ü˛yÓ˚# ÓƒÓfliy˛õly

ÓƒyB˛ §Ü˛° ̂ «˛ Ï̂eÓ˚ Ùï˛ §Ó˚Ü˛yÓ˚# òÆÓ˚=!° Ï̂ï˛G xyç Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ çÎ˚çÎ˚Ü˛yÓ˚– xyç §Ó˚Ü˛yÓ˚#

òÆˆÏÓ˚Ó˚ ̂ Ó¢#Ó˚Ë˛yà Ü˛yç §¡õy!òï˛ •Î˚ Ü˛!¡õí˛zê˛yˆÏÓ˚Ó˚ ÙyôƒˆÏÙ–

SÈÉ fl∫yfliƒ

Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ xlƒï˛Ù ≤Ã Ï̂Î˚yà •Î˚ fl∫yfliƒ ̂ «˛ Ï̂eñ Óï≈̨ Ùy Ï̂l ̂ Ó˚yà !lî≈Î˚ ̂ Ì Ï̂Ü˛ ÷Ó˚& Ü˛ Ï̂Ó˚ !ã˛!Ü˛Í§y

§Ó ̂ «˛ Ï̂e•z Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ §y•yÎƒ xlfl∫#Ü˛yÎ≈–

çÉ ˜ÓK˛y!lÜ˛ à Ï̂Ó£Ïîy

Ü˛!¡õí˛zê˛yˆÏÓ˚Ó˚ §y!Ó≈Ü˛ ≤ÃˆÏÎ˚yà àˆÏÓ£Ïîy ˆ«˛ˆÏe •ˆÏÎ˚ ÌyˆÏÜ˛– Ó˚§yÎ˚l ˆÌˆÏÜ˛ Ù•yÜ˛y¢ ˆÎˆÏÜ˛yl

àˆÏÓ£ÏîyÓ˚ çlƒ•z Ü˛!¡õí˛zê˛yˆÏÓ˚Ó˚ §y•yÎƒ SÈyí˛¸y xyç xyÙÓ˚y Ë˛yÓˆÏï˛•z ̨ õy!Ó˚ ly–

í˛z˛õˆÏÓ˚y_´ !Ó£ÏÎ˚=!° SÈyí˛¸yG §yÓ˚y !ÓˆÏŸªÓ˚ §yˆÏÌ ˆÎyàyˆÏÎyà Ó˚«˛yÎ˚ñ !¢ˆÏ“ñ Ü,˛!£ÏˆÏï˛ñ ˆò¢#Î˚ xÌ≈

ÓƒÓfliyÎ˚ñ !Ó!Ë˛ß¨ ≤Ã!¢«˛ˆÏlÓ˚ çlƒ Ü˛!¡õí˛zê˛yˆÏÓ˚Ó˚ ÓƒÓ•yÓ˚ •ˆÏÎ˚ ÌyˆÏÜ˛–
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Ü˛!¡õí˛zê˛yÓ˚ •yí≈˛GÎ˚yÓ˚

Ü˛!¡õí z̨ê˛y Ï̂Ó̊Ó̊ ÎyÓï˛#Î̊ Ó› Ï̂Ü˛ Ù)°ï˛/ ò%!ê˛ Ë˛y Ï̂à Ë˛yà Ü˛Ó̊y ÎyÎ̊– ~Ü˛!ê˛ §Êê˛GÎ̊yÓ̊ xlƒ!ê˛ •yí≈̨GÎ̊yÓ̊–

Ü˛!¡õí˛zê˛yˆÏÓ˚Ó˚ Îy !Ü˛S%È flõ¢≈ Ü˛Ó˚y ÎyÎ˚ lyñ ï˛yˆÏÜ˛•z §Êê˛GÎ˚yÓ˚ ÓˆÏ°ñ §Êê˛GÎ˚yÓ˚ xy§ˆÏ° !Ü˛S%È

Ü˛!¡õí z̨ê˛yÓ˚ programme ~Ó˚ §Ù!‹T–

xyÓ̊ Ü˛!¡õí z̨ê˛y Ï̂Ó̊Ó̊ Îy !Ü˛S%È flõ¢≈ Ü˛Ó̊y ÎyÎ̊ñ ̂ òáy ÎyÎ̊ ï˛y•z •° Ü˛!¡õí z̨ê˛yÓ̊ •yí≈̨GÎ̊yÓ̊ñ Ü˛!¡õí z̨ê˛y Ï̂Ó̊Ó̊

!Ü˛S%È x!ï˛ ̨ õ!Ó˚!ã˛ï˛ xyl%£Ï!DÜ˛ •yí≈˛GÎ˚yˆÏÓ˚Ó˚ fl∫“ !ÓÓÓ˚î l#ˆÏã˛ ̂ òGÎ˚y •° ÈüüüÈ

Ñ˛V Ù!lê˛Ó̊

Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ Ù!lê˛Ó˚ •° ~Ùl•z ~Ü˛ •ẑ Ï°Ü˛ê ∆̨!lÜ˛ !í˛Ë˛y•z§ Îy xyÙy Ï̂òÓ˚ SÈ!Óñ ̂ °áy Óy ày!î!ï˛Ü˛

Ê˛°yÊ˛° ≤Ãò¢≈l Ü˛ˆÏÓ˚– Ù!lê˛Ó˚ ˆòáˆÏï˛ !ë˛Ü˛ ˆê˛!°!Ë˛¢ˆÏlÓ˚ Ùï˛– ï˛ˆÏÓ ~ˆÏï˛ ˆê˛!°!Ë˛¢ˆÏlÓ˚ Ùï˛

tuner Ìy Ï̂Ü˛ ly ÎyÓ˚ Ê˛ Ï̂° Ù!lê˛ Ï̂Ó˚ ã˛ƒy Ï̂l° ̂ ã˛O Ü˛Ó˚y ÎyÎ˚ ly– Ù!lê˛ Ï̂Ó˚Ó˚ Reslution T.V.- ~Ó˚

ï%̨ °lyÎ˚ x Ï̂lÜ˛ ̂ Ó¢# •Î˚– í z̨Fã˛ resolution ÌyÜ˛yÓ˚ òÓ˚&l Ù!lê˛ Ï̂Ó˚ á%Ó ̂ SÈyê˛ !ç!l£ÏG Ë˛y°Ë˛y Ï̂Ó

ˆòáy ÎyÎ˚–

Ù)°ï˛ !ï˛l ôÓ˚ˆÏlÓ˚ Ù!lê˛Ó˚ ̨ õyGÎ˚y ÎyÎ˚–

i) CRT (Cathod Ray Tube)

ii) LCD (Liquid crystal Display)

iii) LED (Light Emitting Diod)

ÖV !Ü˛ ̂ Óyí≈̨

!Ü˛ ̂ Óyí≈̨  •° á%Ó ̨õ!Ó˚!ã˛ï˛ ~Ü˛!ê˛ Input Device xÌ≈yÍ ï˛yÓ˚ Ùyôƒ Ï̂Ù ̂ Ü˛yl Óƒ!_´ Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚

ÙˆÏôƒ ̂ Ü˛yl Information ̨õyë˛yˆÏï˛ ̨ õyˆÏÓ˚– !Ü˛ ̂ Óyí≈˛ §yôyÓ˚î ê˛y•z˛õÓ˚y•zê˛yˆÏÓ˚Ó˚ Ü˛yç Ü˛ˆÏÓ˚ Î!òG

!Ü˛ ˆÓyˆÏí≈˛ xˆÏlÜ˛ ˆÓ¢# Key ÌyˆÏÜ˛– §yôyÓ˚îï˛ 84!ê˛ KeyÈüÈÓ˚ xÌÓy 101 ˘ 102!ê˛ KeyÈüÈÓ˚

!Ü˛ ˆÓyí≈˛ ˛õyGÎ˚y ÎyÎ˚– ï˛ˆÏÓ 104 Óy 108 Key !Ü˛ ˆÓyí≈˛ G ÓyçyˆÏÓ˚ ˛õyGÎ˚y ÎyÎ˚– !Ü˛ ˆÓyˆÏí≈˛

!l¡¨!°!áï˛ ôÓ˚ˆÏîÓ˚ Key ÌyˆÏÜ˛–

i) Typing Key

ii) Numeric Key

iii) Funciton Key

iv) Control Key

v) Special purpose Key
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ÜV Ùyí z̨§

Ü˛!¡õí˛zê˛yÓ˚ Ùyí˛z§ x!ï˛ ˛õ!Ó˚!ã˛ï˛ xyÓ˚ ~Ü˛!ê˛ Input Device ÈüÈ~Ó˚ ò%!ê˛ button, xyÓ˚ ~Ü˛!ê˛

wheel ÌyˆÏÜ˛ ˆÎ=!°Ó˚ ÙyôƒˆÏÙ ~!ê˛ Ü˛!¡õí˛zê˛yˆÏÓ˚ Data ˆ≤ÃÓ˚î Ü˛ˆÏÓ˚– §yôyÓ˚îï˛ Ùyí˛z§ ~Ü˛!ê˛

ï˛y Ï̂Ó˚Ó˚ Ùyôƒ Ï̂Ù Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ §y Ï̂Ì Î%_´ Ìy Ï̂Ü˛– ï˛ Ï̂Ó Óï≈̨ Ùy Ï̂l ï˛yÓ˚!Ó•#l Ùyí z̨§ G ̨õyGÎ˚y ÎyÎ˚–

Ùyí ẑ̨ Ï§Ó˚ Ùyôƒ Ï̂Ù Ü˛!¡õí z̨ê˛yÓ˚ screen ~Ó˚ cursor ̂ ÏÜ˛ control Ü˛ Ï̂Ó˚ xyÙÓ˚y ̂ Ü˛yl !Ó£ÏÎ˚Ó› Ï̂Ü˛

select Ü˛Ó˚ˆÏï˛ ˛õ!Ó˚–

áV !≤Ãrê˛yÓ̊

!≤Ãrê˛yÓ˚ x!ï˛ ≤ÃˆÏÎ˚yçl#Î˚ ~Ü˛!ê˛ output Device ÎyÓ˚ ÙyôƒˆÏÙ xyÙÓ˚y ˆÜ˛yl òÓ˚Ü˛yÓ˚#

information Ü˛yàˆÏç print / SÈy!˛õˆÏÎ˚ !lˆÏï˛ ̨ õy!Ó˚–

≤Ãã˛!°ï˛ !Ü˛S%È !≤Ãrê˛yÓ˚ •° ÈüüüÈ

i) Dot Matrix Printer

ii) Line Printer

iii) Laser Jet Printer

iv) Inkjet Printer etc.

àV flÒƒylyÓ̊

flÒƒylyˆÏÓ˚Ó˚ Ü˛yç !ë˛Ü˛ !≤Ãrê˛yˆÏÓ˚Ó˚ í˛zˆÏŒê˛y xÌ≈yÍ xyÙyˆÏòÓ˚ Ü˛yˆÏSÈ Î!ò Ü˛yàˆÏç ˆ°áy ˆÜ˛yl

information ÌyˆÏÜ˛ ï˛y •ˆÏ° xyÙÓ˚y flÒƒylyˆÏÓ˚Ó˚ ÙyôƒˆÏÙ ï˛y Ü˛!¡õí˛zê˛yˆÏÓ˚Ó˚ ÙˆÏôƒ store Ü˛Ó˚ˆÏï˛

˛õy!Ó˚–

â˛V CD / DVD Ó˚y•zê˛yÓ˚

~•z Device !ê˛Ó˚ Ùyôƒ Ï̂Ù CD / DVD ̂ ï˛ §!MÈ˛ï˛ ̂ Ü˛yl information Ù!lê˛ Ï̂Ó˚ ̂ òá Ï̂ï˛ ̨õy!Ó˚

xÌÓy Ü˛!¡õí˛zê˛yˆÏÓ˚Ó˚ ̂ Ü˛yl information CD/DVD ˆï˛ §MÈ˛Î˚ (Store) Ü˛Ó˚ˆÏï˛ ̨ õy!Ó˚–

Ü˛!¡õí˛zê˛yÓ˚ ã˛y°% G Ól‰ô Ü˛Ó˚yÓ˚ ˛õk˛!ï˛

Ü˛!¡õí˛zê˛yÓ˚ ã˛y°% Ü˛Ó˚ˆÏï˛ ˆàˆÏ° !l¡¨!°!áï˛ ˛õk˛!ï˛=!° ˆÙˆÏl ã˛°ˆÏï˛ •ˆÏÓ–

≤ÃÌˆÏÙ Ü˛!¡õí˛zê˛yˆÏÓ˚Ó˚ !Óò%ƒÍ §Ó˚ÓÓ˚yˆÏ•Ó˚ ÎyÓï˛#Î˚ °y•zl !ë˛Ü˛ xyˆÏSÈ !Ü˛ly ï˛y ˆòˆÏá wall
switch xl Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

~Ó˚ ˛õÓ˚ Ü˛!¡õí˛zê˛yÓ˚ case ~Ó˚ power switch button ~ ã˛y˛õ !òˆÏÎ˚ Ü˛!¡õí˛zê˛yÓ˚ xl

Ü˛Ó˚ˆÏï˛ •ˆÏÓ–
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!Ü˛S%È«˛î xˆÏ˛õ«˛y Ü˛Ó˚yÓ˚ ˛õÓ˚ Folder /Icon §ˆÏÙï˛ operating system screen

(windows) ≤Ãò!¢≈ï˛ •ˆÏÓ–

Ü˛!¡õí˛zê˛yÓ˚ Ó¶˛ Ü˛Ó˚ˆÏï˛ •ˆÏ° !l¡¨!°!áï˛ ˛õk˛!ï˛=!° ï˛yÓ˚˛õÓ˚ xÓ°¡∫l Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

ê˛yflÒÓyˆÏÓ˚Ó˚ Start butonÈü~ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

~Ó˚˛õÓ˚ Shut Down ~ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

~ÓyÓ˚ ˆÎ window ˆòáy ÎyˆÏÓ ˆ§áyˆÏl shut Down x˛õ¢l!ê˛ choose Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

‘OK’ button ~ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

Ü˛!¡õí˛zê˛yÓ˚ §¡õ)î≈ Ó˚*ˆÏ˛õ Ó¶˛ •ˆÏÎ˚ ̂ àˆÏ° wall switch Ó¶˛ Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

x˛õyˆÏÓ˚!ê˛Ç !§ˆÏfiê˛Ù

Operate åã˛y°y Ï̂lyä ̂ Ì Ï̂Ü˛ operating ¢ Ï̂∑Ó˚ í z̨Í˛õ!_– ¢ Ï̂∑Ó˚ x!Ë˛ôy!lÜ˛ xÌ≈ •° ̨õ!Ó˚ã˛y°ly

Ü˛Ó˚y– xyÓ˚ system ¢ Ï̂∑Ó˚ xÌ≈ •° ̨õk˛!ï˛ñ operating system Ó° Ï̂ï Į̈ Ü˛!¡õí z̨ê˛yÓ˚ ̨õ!Ó˚ã˛y°ly

Ü˛Ó˚yÓ˚ ˛õk˛!ï˛ˆÏÜ˛ ˆÓyV˛yÎ˚– xyÙÓ˚y Îál•z ˆÜ˛yl Ü˛!¡õí˛zê˛yÓ˚ ã˛y°yˆÏï˛ Îy•z ï˛yÓ˚ xyˆÏà xyÙyˆÏòÓ˚

çylˆÏï˛ •ˆÏÓ Ü˛!¡õí˛zê˛yˆÏÓ˚ operating system xyˆÏSÈ !Ü˛ly– Operating system

Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ §ÙhflÏ xÇ¢ !lÎ˚sfî Ü˛ Ï̂Ó˚ñ Ü˛y Ï̂ç•z operating system SÈyí ¸̨y Ü˛!¡õí z̨ê˛y Ï̂Ó˚ ̂ Ü˛yl

Ü˛yç Ü˛Ó˚y §Ω˛Ó lÎ˚– !Ü˛S%È !Óáƒyï˛ operating system ~Ó˚ í˛zòy•Ó˚î •° ÈüüüÈ í˛z•zˆÏu˛yç

(windows), !°ly: (Linux), ÙƒyÜ˛ G ~§ (Mac OS) •zï˛ƒy!ò–

User interface of Windows OS :

Windows •ˆÏ°y Microsoft Corporation ~Ó˚ ˜ï˛Ó˚# Ü˛Ó˚y ~Ü˛!ê˛ ¢!_´¢y°#

Operating System– Windows xy§ Ï̂° ̂ Ó¢ !Ü˛S%È Ü˛!¡õí z̨ê˛yÓ˚ programmes ~Ó˚ §Ù!‹T

ÎyÓ˚ myÓ˚y window ï˛yÓ˚ !lçfl∫ !Ü˛S%È Application software ˆÜ˛ ˛õ!Ó˚ã˛y°ly Ü˛ˆÏÓ˚ ÌyˆÏÜ˛–

˛õ)ˆÏÓ≈ Ü˛!¡õí˛zê˛yˆÏÓ˚ DOS (Disk operating System) !SÈ° ÎyÓ˚ ÙyôƒˆÏÙ Ü˛yç Ü˛Ó˚ˆÏï˛ ˆàˆÏ°

DOS-Command ~Ó˚ §y•yÎƒ !l Ï̂ï˛ •ï˛– ~•z command !lË≈̨ Ó˚ Ü˛y Ï̂çÓ˚ ç!ê˛°ï˛y ò)Ó˚ Ü˛Ó˚yÓ˚

çlƒ•z windows OS ~Ó˚ xy!ÓË≈̨ yÓ– Windows ~Ó˚ !Ó!Ë˛ß¨ Verson =!° • Ï̂°y windows

98, windows XP, windows 7, window 10 •zï˛ƒy!ò–

Ü˛!¡õí˛zê˛yÓ˚ ã˛y°% Ü˛Ó˚ˆÏ° ≤ÃÌˆÏÙ OS ã˛y°% •Î˚– windows §¡õ)î≈ Ó˚*ˆÏ˛õ ã˛y°% •ˆÏÎ˚ ˆàˆÏ°

Folder / I con §Ù,k˛ Desktop screen ≤Ãò!¢≈ï˛ •Î˚– window screen ~Ó˚ !Ü˛S%È user
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interface Ó˚ˆÏÎ˚ˆÏSÈ ÎyÓ˚ ÙyôƒˆÏÙ ˆÜ˛yl Óƒ!_´ Óy user Ü˛!¡õí˛zê˛yˆÏÓ˚ !Ó!Ë˛ß¨ Ü˛yç Ü˛Ó˚ˆÏï˛ §«˛Ù

•l– user interface =!°Ó˚ ÙˆÏôƒ ̂ Ó¢ !Ü˛S%È !lˆÏ¡¨ ̂ òGÎ˚y •°–

My Computer

!fl;˛ˆÏlÓ˚ ÎyÓï˛#Î˚ Icon =ˆÏ°yÓ˚ ÙˆÏôƒ My Computer ~Ü˛!ê˛– ~!ê˛ !òˆÏÎ˚ Ü˛!¡õí˛zê˛yˆÏÓ˚Ó˚

Hard disk ~Ó˚ Drive =!° Ï̂ï˛ ≤Ã Ï̂Ó¢ Ü˛Ó˚y §• file, programme •zï˛ƒy!ò open Ü˛Ó˚y ÎyÎ˚–

My Document

§yôyÓ˚îï˛ My Computer ~Ó˚ !ë˛Ü˛ l#ˆÏã˛•z My Document Icon !ê˛ˆÏÜ˛ ˆòáˆÏï˛

˛õyGÎ̊y ÎyÎ̊– xyÙÓ̊y Document related ̂ Î §Ü˛° Ü˛yç Ü˛ Ï̂Ó̊ Ìy!Ü˛ ï˛yÓ̊ §ÙhflÏê˛y•z §yôyÓ̊îË˛y Ï̂Ó

~•záyˆÏl ~ˆÏ§ store •Î˚–

Recycle Bin

~ Ï̂Ü˛ Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ Dustbin Ó°y ̂ Î Ï̂ï˛ ̨õy Ï̂Ó˚– xyÙÓ˚y Îál Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ x≤Ã Ï̂Î˚yçl#Î˚

file =!° Ù%ˆÏSÈ ˆÊ˛!° (delete) ï˛ál ˆ§=!° ~áyˆÏl ~ˆÏ§ çÙy •Î˚– ~Ó˚˛õÓ˚ Recycle Bin

empty Ü˛Ó˚yÓ˚ ÙyôƒˆÏÙ file =!°ˆÏÜ˛ !ã˛Ó˚ï˛ˆÏÓ˚ Ù%ˆÏSÈ ˆÊ˛°y ÎyÎ˚– Recycle Bin ˆÌˆÏÜ˛ ~Ü˛ÓyÓ˚

file Ù%ˆÏSÈ ̂ Ê˛°ˆÏ° ï˛y xyÓ˚ ̂ Ê˛Ó˚Í ̨õyGÎ˚y ÎyÎ˚ ly–

Task bar

Windows screen ~Ó˚ l#ˆÏã˛Ó˚ !òˆÏÜ˛ xyò%¶)̨ !õÑ˛ Ë˛yˆÏÓ (Horizon tally) !ÓòƒÙyl Bar

!ê˛Ó˚ lyÙ Windows Taskbar, ~!ê˛Ó˚ ~Ü˛òÙ í˛yl!ò Ï̂Ü˛ Ìy Ï̂Ü Į̈ task icon, ̂ Î=!° Ü˛!¡õí z̨ê˛yÓ˚

ã˛y°% •ÓyÓ˚ §ÙÎ˚ load •ÏÎ˚– ~áyˆÏl Ü˛!¡õí˛zê˛yˆÏÓ˚Ó˚ â!í˛¸G ÌyˆÏÜ˛Ï ÎyÓ˚ ÙyôƒˆÏÙ Óï≈˛Ùyl §ÙÎ˚ çyly

ÎyÎ˚–

Start Button

Windows taskbar ~Ó˚ ÓÑy !òˆÏÜ˛ “START” ̂ Ï°áy ~Ü˛!ê˛ button ̂ òáy ÎyÎ˚ ÎyÓ˚ myÓ˚y

OS ~Ó˚ ≤ÃyÎ˚ §Ó Ü˛yç•z Ü˛Ó˚y ÎyÎ˚– ~Ó˚ myÓ˚y Ü˛!¡õí˛zê˛yˆÏÓ˚ installed programme ã˛y°% Ü˛Ó˚y

ÎyÎ˚– START menu ˆï˛ Shutdown, Run, Search ≤ÃË,˛!ï˛ option ˆòáˆÏï˛ ˛õyGÎ˚y

ÎyÎ˚– SubmenuÈüÈÓ˚ ÙˆÏôƒ ˛õyGÎ˚y ÎyÎ˚ Programmes, Documents, Settings •zï˛ƒy!ò–

File / Folder ˜ï˛Ó˚# Ü˛Ó˚y /

i) Windows ~ mouse ~Ó˚ Right button click Ü˛Ó˚̂ Ïï˛ • Ï̂Ó–

ii) New submenu ˆï˛ ˆÎˆÏï˛ •ˆÏÓñ
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iii) Folder ˜Ïï˛Ó˚# Ü˛Ó˚ˆÏï˛ ˆàˆÏ° ‘Folder’ÈüÈ~ Click Ü˛Ó˚ˆÏï˛ •ˆÏÓ– File ˜ï˛Ó˚# Ü˛Ó˚ˆÏï˛ •ˆÏ°

ˆÜ˛yl ôÓ˚ˆÏlÓ˚ file ï˛y Select Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

iv) í˛z˛õÎ%_´ lyÙ !òˆÏï˛ •ˆÏÓ–

v) Key board ~Ó˚ Enter press Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

File / Folder copy - paste Ü˛Ó˚y /

i) Mouse ~Ó˚ left button press Ü˛ˆÏÓ˚ File / Folder !ê˛ˆÏÜ˛ select Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

ii) ~Ó˚˛õÓ˚ Mouse ~Ó˚ right button press Ü˛ˆÏÓ˚ copy submenu ˆï˛ click Ü˛Ó˚ˆÏï˛

•ˆÏÓ–

iii) paste Ü˛Ó˚yÓ˚ location ~ ˆÎ Ï̂ï˛ • Ï̂Ó–

iv) Mouse ~ Right button press Ü˛ˆÏÓ˚ paste submenu Ï̂ï˛ click Ü˛Ó˚ˆÏï˛Ï •ˆÏÓ–

File / folder cut-paste Ü˛Ó˚y /

i) ≤ÃÌ Ï̂Ù File / Folder !ê˛ˆÏÜ˛ select Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

ii) ~Ó˚˛õÓ˚ Right Click Ü˛ Ï̂Ó˚ cut submenu ˆï˛ !àˆÏÎ˚ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

iii) paste Ü˛Ó˚yÓ˚ location ~ ˆÎ Ï̂ï˛ • Ï̂Ó–

iv) Right click Ü˛ˆÏÓ˚ paste submenu ˆï˛ !àˆÏÎ˚ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

File / Folder Delete Ü˛Ó˚y /

i) ≤ÃÌˆÏÙ File / Folder !ê˛ˆÏÜ˛  select Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

ii) Key Board ~Ó˚ Delete Key Press Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

iii) Yes ~ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

External Memory ÓƒÓ•yÓ˚ Ü˛Ó˚yÓ˚ ̨õk˛!ï˛

External memory xÌ≈yÍ pendrive, CD / DVD ÓƒÓ•yÓ˚ Ü˛Ó˚yÓ˚ çlƒ !l¡¨!°!áï˛

˛õk˛!ï˛ xÓ°¡∫l Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

i) ≤ÃÌˆÏÙ pendrive Óy CD / DVD ˆÏÜ˛ í˛z˛õÎ%_´ slot ~ (Pen drive ~Ó˚ ˆ«˛ Ï̂e USB

Slot, CD/DVDÈüÈÓ˚ ˆ«˛ˆÏe CD / DVD drive) ≤ÃˆÏÓ¢ Ü˛Ó˚yˆÏï˛ •ˆÏÓ–

ii) ~Ó˚ ˛õÓ˚ My Computer Icon ÈüÈ~ double click Ü˛Ó˚̂ Ïï˛ • Ï̂Ó–
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iii) ~ÓyÓ̊ í z̨̨ õÎ%_´ drive icon ~ (pen drive ~Ó̊ ̂ «˛ Ï̂e removable disk, CD / DVDÈüÈÓ̊

ˆ«˛ Ï̂e CD / DVD  RW Drive) double click Ü˛ Ï̂Ó˚ pen drive / CD / DVD ÈüÈÓ˚

ÙˆÏôƒ ≤ÃˆÏÓ¢ Ü˛Ó˚y ÎyÎ˚–

iv) ~ÓyÓ˚ pen drive / CD / DVD ~ Ó˚!«˛ï˛ file / folder Open Ü˛Ó˚y §ˆÏÙï˛ ˆ§=!°

copy-paste Ü˛Ó˚y ˆÎˆÏï˛ ˛õyˆÏÓ˚ñ Pen driveÈüÈ~Ó˚ ˆ«˛ˆÏe file-folder cut-paste, delete

create G Ü˛Ó˚y ˆÎˆÏï˛˛õyˆÏÓ˚–

!Ü˛S%È Ó‡° ≤Ãã˛!°ï˛ application ~Ó˚ ÓƒÓ•yÓ˚

Calculator

Ü˛ƒy°Ü%˛ˆÏ°ê˛Ó˚ open Ü˛Ó˚ˆÏï˛ ˆàˆÏ° start menu ˆï˛ !àˆÏÎ˚ programs ~ ˆÎ Ï̂ï˛ • Ï̂Ó–

ï˛yÓ˚˛õÓ˚ Accessories ~ !àˆÏÎ˚ calculator select Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

Ward Pad

xyÙyˆÏòÓ˚ ˆ°áyÓ˚ Ü˛yÎ≈y!ò §¡õyòl Ü˛Ó˚y ÎyÎ˚ ~•z applicaiton ~Ó˚ §y•yˆÏÎƒ– !l¡¨!°!áï˛

í˛z˛õyˆÏÎ˚ wordpad open Ü˛Ó˚y ÎyÎ˚–

Start —> Programs  —> Accessories  —> Wordpad

Paint

Paint application ~Ó˚ §y•yˆÏÎƒ xyÙÓ˚y Ü˛!¡õí˛zê˛yˆÏÓ˚ §yôyÓ˚î SÈ!Ó xÑyÜ˛ˆÏï˛ ̨ õy!Ó˚– !lˆÏ¡¨

Paint programme ˆáy°yÓ˚ ˛õk˛!ï˛ ˆòGÎ˚y •°–

Start —> Programs  —> Accessories  —> Paint

Web Browser

~•z application ~Ó˚ ÙyôƒˆÏÙ xyÙÓ˚y Internet ~Ó˚ !Ó!Ë˛ß¨ Ü˛yç Ü˛Ó˚ˆÏï˛ ˛õy!Ó˚– Web

Browser á%°ˆÏï˛ ̂ àˆÏ° Desktop ~ Web Browser ~Ó˚ icon ~Ó˚ í˛z˛õÓ˚ double click

Ü˛Ó˚ˆÏï˛ •Î˚–

M/S Word Processing

Microsoft ~Ó˚ Office package ê˛y ~Ü˛ê˛y complete package ÎyÓ˚ ÙˆÏôƒ word

SÈyí˛¸yG xyˆÏÓ˚y xˆÏlÜ˛ ôÓ˚ˆÏlÓ˚ software Ó˚ˆÏÎ˚ˆÏSÈ ˆÎ=!°Ó˚ §y•yˆÏÎƒ xyÙÓ˚y ≤ÃyÎ˚ §Ó ôÓ˚ˆÏlÓ˚

Official Óy ̃ òl!®l Ü˛yç Ü˛Ù≈ Ü˛Ó˚̂ Ïï˛ ̨õy!Ó˚– M/S word ~Ó˚ §y•y Ï̂Îƒ !Ó!Ë˛ß¨ Ó˚Ü˛ Ï̂ÙÓ˚ Logo,
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poster, banner, visiting card •zï˛ƒy!ò design Ü˛Ó˚y ÎyÎ˚– §%®Ó˚ §%®Ó˚ report ˜ï˛Ó˚# Ü˛Ó˚y

ÎyÎ˚ ˆÎáyˆÏl xyÙÓ˚y •zˆÏFSÈ ÙˆÏï˛y chart Óy Graphics §ÇˆÏÎyçl Ü˛Ó˚ˆÏï˛ ˛õy!Ó˚–

lï%̨ l documnt ̃ ï˛Ó˚# Ü˛Ó˚y

Desktop ~ M/S word ~Ó˚ icon ~ double click Ü˛ˆÏÓ˚ xÌÓy START MENU

ˆÌ Ï̂Ü˛ M/S word select Ü˛ˆÏÓ˚ ~!ê˛ˆÏÜ˛ open Ü˛Ó˚y ÎyÎ˚–

l%ï˛l document á%°ˆÏï˛ ˆàˆÏ° word ~Ó˚ í˛z˛õˆÏÓ˚Ó˚ ÓyÙ!òˆÏÜ˛ File ~ click Ü˛Ó˚ˆÏï˛

•ˆÏÓ– ï˛yÓ˚˛õÓ˚ ‘New’ ˆï˛ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ– ~ÓyÓ˚ blank document select Ü˛Ó˚ˆÏï˛

•ˆÏÓ–

lï%˛l File save Ü˛Ó˚y

i) File ~ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

ii) Save ~ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

iii) ˆÎ lyˆÏÙ file !ê˛˛ save •ˆÏÓ ˆ§•z lyÙ!ê˛ File Name Box ~ !°áˆÏï˛ •ˆÏÓ–

iv) Save button ~ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

Save Ü˛Ó˚y file open Ü˛Ó˚y

i) ‘File’ ~ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

ii) ‘Open’ ~ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

iii) §!ë˛Ü˛ file !ê˛ á%ÑˆÏç select Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

iv) ‘Open’ button ~ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

File close Ü˛Ó˚y

i) ‘File’ ~ click Ü˛Ó˚yÓ˚ ˛õÓ˚ ‘close’ ~ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

ii) File !ê˛ save  ly ÌyÜ˛ˆÏ° save Ü˛Ó˚yÓ˚ xl%Ù!ï˛ ã˛y•zˆÏÓñ save Ü˛Ó˚ˆÏï˛ ã˛y•zˆÏ° yes, ly

ã˛y•zˆÏ° No Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

M/S word Ó¶˛ Ü˛Ó˚y

í˛z˛õˆÏÓ˚Ó˚ í˛yl !òˆÏÜ˛Ó˚ ‘X’ !ã˛•´!ê˛ˆÏï˛ click Ü˛Ó˚ˆÏï˛ •Î˚ lï%˛Óy ‘File’ ~ click Ü˛Ó˚yÓ˚ ˛õÓ˚

‘Exit’ ~ click Ü˛Ó˚ˆÏï˛ •Î˚–
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Text !lÓ≈yã˛l Ü˛Ó˚y

ˆÎ Text !ê˛ !lÓ≈yã˛l Ü˛Ó˚ˆÏï˛ •ˆÏÓ Insertion point !ê˛ ˆ§•z Text-~Ó˚ ≤ÃÌˆÏÙ˘ˆ¢ˆÏ£Ï

ˆÓ˚ˆÏá Insertion point !ê˛ ̂ ê˛ˆÏl !lÓ≈yã˛l Ü˛Ó˚ˆÏï˛ •ˆÏÓ– xÌÓy Insertion point !ê˛ Text ~Ó˚

≤ÃÌˆÏÙ ˆ¢ˆÏ£Ï ˘ˆÓ˚ˆÏá shift + Arrow Key !ê˛ˆÏ˛õ !lÓ≈yã˛l Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

§¡õ)î≈ Document !lÓ≈yã˛l Ü˛Ó˚y–

i) ‘Edit’ ~ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

ii) ‘Select All’ ~ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

Document ~Ó˚ x≤ÃˆÏÎ˚yçl#Î˚ xÇ¢ Delete Ü˛Ó˚y–

i) x≤ÃˆÏÎ˚yçl#Î˚ Text !ê˛ˆÏÜ˛ select Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

ii) Key board ~Ó˚ ‘delete’ button press Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

Text copy Ü˛Ó˚y

i) copy Ü˛Ó˚yÓ˚ çlƒ text select Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

ii) ‘Edit’ ~ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

iii) ‘copy’ ˆï˛ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

iv) paste Ü˛Ó˚yÓ˚ çyÎ˚àyÎ˚ Mouse ~Ó˚ cursor !ê˛ˆÏÜ˛ !lˆÏÎ˚ ˆÎˆÏï˛ •ˆÏÓ–

v) ~ÓyÓ˚ ‘Edit’ ~ click Ü˛ˆÏÓ˚ ‘Paste’ ~ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

Text cut-past Ü˛Ó˚y

i) Text select Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

ii) ‘Edit’ ~ !àˆÏÎ˚ ‘cut’ ~ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

iii) paste Ü˛Ó˚yÓ˚ çyÎ˚àyÎ˚ cursor !ê˛ˆÏÜ˛ !lˆÏÎ˚ ˆÎˆÏï˛ •ˆÏÓ–

iv) ~ÓyÓ˚ ‘Edit’ ~ !àˆÏÎ˚ paste ~ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

Text ~Ó˚ font ~Ó˚ style, size, colour change Ü˛Ó˚y G Bold, italic G underline
Ü˛Ó̊y

i) ≤ÃˆÏÎ˚yçl#Î˚ Text !ê˛ˆÏÜ˛ select Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

ii) ‘Format’ ~ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

iii) ‘Font’ ~ !àˆÏÎ˚ font style list ˆÌ Ï̂Ü˛ style select Ü˛Ó˚y ÎyÎ˚–

iv) Font Size Select Ü˛Ó˚y ÎyÎ˚
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v) Font Colour Select Ü˛Ó˚y ÎyÎ˚

vi) Under line box ̂ ÌˆÏÜ˛ ̂ ÎˆÏÜ˛yl ~Ü˛!ê˛ underline select Ü˛Ó˚y ÎyÎ˚–

vii) Bold ~ÓÇ italic ~ click Ü˛ˆÏÓ˚ Text !ê˛ˆÏÜ˛ bold Óy italic Ü˛Ó˚y ÎyÎ˚–

viii) §Ó ˆ¢ Ï̂£Ï ‘OK’ ˆï˛ click Ü˛Ó˚ˆÏï˛ •Î˚–

Table insert Ü˛Ó˚y

i) ‘Table’ ~ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

ii) ‘Insert’ ~ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

iii) Table select Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

iv) Column xyÓ˚ row-~Ó˚ §Çáƒy !lô≈yÓ˚î Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

v) ‘OK’ ˆï˛ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

Table ~ row Óy column add Ü˛Ó˚y

i) §!ë˛Ü˛ row Óy column ~ Insertion point !ê˛ˆÏÜ˛ !lˆÏÎ˚ ˆÎˆÏï˛ •ˆÏÓ–

ii) ~ÓyÓ˚ Mouse ~Ó˚ right button click Ü˛ˆÏÓ˚ ‘insert’ ~ !àˆÏÎ˚ insert column to

the left / insert column to the right / insert row above / insert row

below select Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

Document print Ü˛Ó˚y

i) ‘File’ ~ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

ii) ‘Print’ ~ click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

iii) ~ÓyÓ˚ print window ˆï˛ printer select Ü˛Ó˚ˆÏï˛ •ˆÏÓñ Ü˛ï˛=ˆÏ°y copy •ˆÏÓ ~ÓÇ

ˆÜ˛yl ˆÜ˛yl page print •ˆÏÓ ï˛y !lô≈yÓ˚î Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

iv) ~SÈyí˛¸y print page ~Ó˚ orientation ~ÓÇ ôÓ˚l change Ü˛Ó˚y ÎyÎ˚–

v) §Ó ̂ ¢ Ï̂£Ï print window ~Ó˚ ‘print’ button ~ click Ü˛Ó˚̂ Ï° !lô≈y!Ó˚ï˛ Document

!ê˛ print • Ï̂Î˚ Îy Ï̂Ó–
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M/S word ~Ó˚ !Ü˛S%È Short Cuts

!Ü˛ Ü˛Ó˚̂ Ïï˛ • Ï̂Ó Short cut

i) x«˛Ó˚ˆÏÜ˛ bold Ü˛Ó˚y CTRL + B

ii) x«˛Ó˚̂ ÏÜ˛ italic Ü˛Ó˚y CTRL + I

iii) x«˛ Ï̂Ó˚Ó˚ !l Ï̂ã˛ underline ̂ òGÎ˚y CTRL + U

iv) font size ˆSÈyê˛ Ü˛Ó˚y CTRL + SHIFT + <

v) font size Óí˛¸ Ü˛Ó˚y CTRL + SHIFT + >

vi) Ü˛!˛õ Ü˛Ó˚y CTRL + C

vii) Ü˛yê˛ Ü˛Ó˚y CTRL + X

viii) ˆ˛õ‹T Ü˛Ó˚y CTRL + V

ix) undo Ü˛Ó˚y CTRL + Z

x) File Save Ü˛Ó˚y CTRL + S

M/S Excel
M/S Excel Microsoft Office package ~Ó̊ ~Ü˛!ê˛ software, ~ Ï̂Ü˛ spreadsheet

application Ó°y • Ï̂Î˚ Ìy Ï̂Ü˛ñ ~Ó˚ Ùyôƒ Ï̂Ù xyÙÓ˚y ̂ Î ̂ Ü˛yl ôÓ˚̂ ÏlÓ˚ Ü˛ƒy°Ü%̨ Ï̂°¢lñ ã˛yê≈̨ ñ @˝Ãy!Ê˛:ñ

≤Ãy•zˆÏË˛ê˛ ̂ ê˛!Ó° ~ÓÇ programming ~Ó˚ Ü˛yç Ü˛Ó˚ˆÏï˛ ̨ õy!Ó˚–

Excel §¡õ!Ü≈˛ï˛ ≤ÃyÌ!ÙÜ˛ K˛yl /ÈüÈ

Excel ~ ~Ü˛ÈüÈ~Ü˛!ê˛ work-sheet ~ 65536 !ê˛ row ~ÓÇ 256!ê˛ column ÌyˆÏÜ˛–

~•z row ~ÓÇ column ÓƒÓ•yÓ˚ Ü˛ˆÏÓ˚ á%Ó §•ˆÏç•z ˆÎyàñ !ÓˆÏÎ˚yàñ =îñ Ë˛yà G xyˆÏÓ˚y ç!ê˛°

~ÓÇ Ü˛!ë˛l Calculation !Ó!Ë˛ß¨ formula G function ~Ó˚ ÙyôƒˆÏÙ Ü˛ˆÏÓ˚ ˆÊ˛°ˆÏï˛ ˛õy!Ó–

Excel ~ !Ó!Ë˛ß¨ ôÓ˚ˆÏlÓ˚ datasheet, student ̂ ÏòÓ˚ result, ̂ Ü˛y¡õy!lÓ˚ salary sheet á%Ó

§•ˆÏç•z ˜ï˛Ó˚# Ü˛Ó˚y ÎyÎ˚–

Excel ~Ó˚ row ~ÓÇ column =!° !lˆÏçˆÏòÓ˚ˆÏÜ˛ ˆSÈò Ü˛ˆÏÓ˚ ˆÎ ã˛yÓ˚ˆÏÜ˛yly box ˜ï˛Ó˚#

Ü˛ˆÏÓ˚ ˆ§=!°ˆÏÜ˛ cell Ó°y •Î˚– Column =!° A, B, C, D, ..... ~•z Ë˛yˆÏÓ ~ÓÇ row =!°

1, 2, 3, 4, ...... ~•z Ë˛yˆÏÓ !ã˛!•´ï˛ Ü˛Ó˚y ÌyˆÏÜ˛ñ cell =!°ˆÏÜ˛ column xyÓ˚ row l¡∫Ó˚ !òˆÏÎ˚

ˆÓyV˛yl • Ï̂Î˚ Ìy Ï̂Ü˛– ~Ü˛!ê˛ cell ~Ó˚ address D10 Ó°ˆÏï˛ ̂ ÓyV˛yÎ˚ ̂ Î ̂ §!ê˛ D Column ~Ó˚

10 l¡∫Ó˚ row ˆï˛ Ó˚ˆÏÎ˚ˆÏSÈ–
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Mouse !ò Ï̂Î˚ ̂ Ü˛y Ï̂ly cell ̂ Ü˛ select Ü˛ Ï̂Ó˚ ̂ §áy Ï̂l xyÙÓ˚y !°á Ï̂ï˛ ̨õy!Ó˚– ̨õ Ï̂Ó˚Ó˚ cellÈüÈ~

ˆÎˆÏï˛ ˆàˆÏ° Arrow Key =!° ÓƒÓ•yÓ˚ Ü˛Ó˚y •Î˚–

Excel document open Ü˛Ó˚yñ save Ü˛Ó˚yñ close Ü˛Ó˚y–

i) lï%˛l Excel document open Ü˛Ó˚ˆÏï˛ ˆàˆÏ° Desktop ~Ó˚ Excel icon ~ click

Ü˛Ó˚ˆÏï˛ •Î˚– ï˛yÓ˚˛õÓ˚ programme !ê˛ open •ˆÏ° ‘File’ ~ !àˆÏÎ˚ ‘New’ ˆï˛ click Ü˛Ó˚ˆÏï˛

•Î˚ ~ÓÇ blank work sheet select Ü˛Ó˚ˆÏï˛ •Î˚–

ii) ˆÜ˛yl Excel document save Ü˛Ó˚ˆÏï˛ ̂ àˆÏ° ‘File’ ~ !àˆÏÎ˚ ‘save’ ~ click Ü˛Ó˚ˆÏï˛

•Î˚ñ ï˛yÓ˚˛õÓ˚ í˛z˛õÎ%_´ lyÙ ≤Ãòyl Ü˛ˆÏÓ˚ ‘save’ button ~ click Ü˛Ó˚ˆÏï˛ •Î˚–

iii) xyˆÏà ˆÌˆÏÜ˛ save Ü˛Ó˚y document á%°ˆÏï˛ ˆàˆÏ° ‘File’-~ !àˆÏÎ˚ ‘open’-~ click

Ü˛Ó˚ˆÏï˛ •Î˚– ï˛yÓ˚˛õÓ˚ §!ë˛Ü˛ File name select Ü˛ˆÏÓ˚ ‘open’ button click Ü˛Ó˚ˆÏï˛ •Î˚–

iv) Close Ü˛Ó˚ˆÏï˛ ˆàˆÏ° ‘File’ ~ !àˆÏÎ˚ close ~ click Ü˛Ó˚ˆÏï˛ •Î˚–

Excel program Ó¶˛ Ü˛Ó˚ˆÏï˛ •ˆÏ° ‘File’ ~ !àˆÏÎ˚ ‘Exit’ÈüÈ~ click Ü˛Ó˚ˆÏï˛ •Î˚–

Text Cut, copy, paste Ü˛Ó˚y

i) Text ˆÜ˛ select Ü˛ Ï̂Ó˚ ‘Edit’ ~ !àˆÏÎ˚ cut, copy Óy paste option ~ click Ü˛ˆÏÓ˚

ï˛òl%Ó˚*˛õ Ü˛yÎ≈ §¡õß¨ Ü˛Ó˚y ÎyÎ˚–

Text Formatting Ü˛Ó˚y

i) Text select Ü˛ˆÏÓ˚ right click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

ii) Format option choose Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

iii) ï˛yÓ˚˛õÓ˚ Format Cell Window ˆï˛ ‘Font’ tab ~ ˆÎˆÏï˛ •ˆÏÓ–

iv) ~ÓyÓ˚ ‘Font’ drop down ˆÌˆÏÜ˛ í˛z˛õÎ%_´ font choose Ü˛Ó˚y ÎyÎ˚–

v) ‘Font style drop down ˆÌ Ï̂Ü˛ bold Óy italie choose Ü˛Ó˚y ÎyÎ˚–

vi) Size drop down ˆÌˆÏÜ˛ í˛z˛õÎ%_´ size choose Ü˛Ó˚y ÎyÎ˚–

vii) underline drop down ˆÌˆÏÜ˛ í˛z˛õÎ%_´  underline choose Ü˛Ó˚y ÎyÎ˚–

viii) Colour drop down ˆÌˆÏÜ˛ í˛z˛õÎ%_´ Colour choose Ü˛Ó˚y ÎyÎ˚–
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ix) Effect ˆÌ Ï̂Ü˛ super script, subscript Óy strick through check box ~ click

Ü˛ˆÏÓ˚ í˛z˛õÎ%_´ effect ≤Ãòyl Ü˛Ó˚y ÎyÎ˚–

x) ‘format cell’ window ~Ó˚ Alignment tab ~ !àˆÏÎ˚ text ~Ó˚ alignment !ë˛Ü˛

Ü˛Ó˚y ÎyÎ˚–

~SÈyí˛¸y ~•z ~Ü˛•z tab ˆÌˆÏÜ˛ wrap text, shrink to fit Óy marge cells check box ~

click Ü˛ˆÏÓ˚ í˛z˛õÎ%_´ Ü˛yÎ≈ §Ùyôy Ü˛Ó˚y ÎyÎ˚–

Column G Row Insert/Delete Ü˛Ó˚y

x Ï̂lÜ˛ §ÙÎ˚ ò%!ê˛ Ü˛°y Ï̂ÙÓ˚ õy Ï̂G˛ xyÓ˚ ~Ü˛!ê˛ Ü˛°yÙ ̂ Ü˛ insert Ü˛Ó˚yÓ˚ Óy ̂ Ü˛y Ï̂ly ~Ü˛!ê˛ Ü˛°yÙ ̂ Ü˛

delete Ü˛Ó˚yÓ˚ ≤Ã Ï̂Î˚yçl ̨õ Ï̂í ¸̨– ̂ Î Ü˛°y Ï̂ÙÓ˚ ̨õy Ï̂¢ lï%̨ l Ü˛°yÙ insert Ü˛Ó˚̂ Ïï˛ • Ï̂Óñ ̂ §•z Ü˛°y Ï̂ÙÓ˚

í˛z˛õÓ˚ Ùyí˛z§ pointer !lˆÏÎ˚ !àˆÏÎ˚ right click Ü˛Ó˚ˆÏï˛ •Î˚ñ pop-up ˆÙl% xy§ˆÏ° ˆ§áyl

ˆÌˆÏÜ˛ insert click Ü˛Ó˚ˆÏ° lï%˛l Ü˛°yÙ insert • Ï̂Î˚ ÎyÎ˚– xyÓ˚ delete Ü˛Ó˚ˆÏï˛ •ˆÏ° pop-up

menu ˆï˛ delete ~ click Ü˛Ó˚ˆÏï˛ •Î˚–

Ü˛°yˆÏÙÓ˚ Ùï˛ ~Ü˛•z !lÎ˚ˆÏÙ row insert Óy delete Ü˛Ó˚y ÎyÎ˚–

!Ü˛S%È §•ç Formula G Function ~Ó˚ ÓƒÓ•yÓ˚

Excel ~Ó˚ §ÓˆÏã˛ˆÏÎ˚ Óí˛¸ ¢!_´ •° ~Ó˚ formula, function =!°– ~=!°Ó˚ §y•yˆÏÎƒ xyÙÓ˚y

x=!hs˝ Mathematical G logical §Ù§ƒyÓ̊ §Ùyôyl Ü˛Ó̊ Ï̂ï˛ ̨õy!Ó̊– xyÙÓ̊y ~Ü˛!ê˛ ̂ SÈyê˛ í z̨òy•Ó̊ Ï̂îÓ̊

ÙyôƒˆÏÙ ̂ Îyàñ !ÓˆÏÎ˚yàñ =îñ Ë˛yˆÏàÓ˚ formula G function =!° ̂ òáÓ–

A B C

1 2000 1000

2 500 2

ôÓ˚y ÎyÜ˛ A1 G B1 cell ~ ÎÌye´ˆÏÙ Ó˚ˆÏÎ˚ˆÏSÈ 2000 ~ÓÇ 1000 xyÓ˚ A2 G B2 cell ~

ÎÌye´ Ï̂Ù Ó˚̂ ÏÎ˚̂ ÏSÈ 500 ~ÓÇ 2– ~ÓyÓ˚ ôÓ˚y ÎyÜ˛ xyÙÓ˚y ã˛y•z 2000 ~Ó˚ §y Ï̂Ì 1000 ̂ Îyà Ü˛ Ï̂Ó˚

ˆÎyàÊ˛° C1 cell ~ Ó˚yáÓ ~ÓÇ 500 ˆÜ˛ 2 !òˆÏÎ˚ Ë˛yà Ü˛ˆÏÓ˚ Ë˛yàÊ˛° C2 cell ~ Ó˚yáÓ–

ï˛y•ˆÏ° ≤ÃÌˆÏÙ C1 cell select Ü˛ˆÏÓ˚ ~Ü˛!ê˛ Ú=Û !ã˛•´ Ó§yˆÏï˛ •ˆÏÓ– ~ÓyÓ˚ A1 cell !ê˛ˆÏÜ˛

mouse ~Ó˚ §y•yˆÏÎƒ select Ü˛Ó˚ˆÏï˛ •ˆÏÓ– ì˛yÓ˚̨ ôÓ˚ ‘+’ !â˛£´ Ó!¢ Ï̂Î˚ B1 cell !›˛ Ï̂Ñ˛ select

Ñ˛Ó˚̂ Ïì˛ £ Ï̂Ó– ~ÓyÓ˚ enter button press Ü˛Ó˚ˆÏ°•z Ü˛y!Cï˛ ˆÎyàÊ˛° C1 cell ~ ˆòáˆÏï˛

˛õyÓ–
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~Ü˛•zË˛yˆÏÓ C2 cell select Ü˛ˆÏÓ˚ Ú=Û !ã˛•´ Ó!§ˆÏÎ˚ ≤ÃÌˆÏÙ A2 ï˛yÓ˚˛õÓ˚ Ú÷Û !ã˛•´ ~ÓÇ §ÓˆÏ¢ˆÏ£Ï

B2 cell select Ü˛ Ï̂Ó˚ C2 cell ~ Ë˛yàÊ˛° ˆ˛õˆÏï˛ ˛õy!Ó˚–

~SÈyí˛¸y function ÓƒÓ•yÓ˚ Ü˛ˆÏÓ˚G ~•z Ü˛yÎ≈ §Ùyôy Ü˛Ó˚y ÎyÎ˚– !mï˛#Î˚ §Ù§ƒyÓ˚ ̂ «˛ˆÏe ≤ÃÌˆÏÙ C2
cell select Ü˛ˆÏÓ˚ Ú=Û !ã˛•´ Ó§yˆÏï˛ •ˆÏÓ– ~Ó˚˛õÓ˚ Quotient !°ˆÏá ≤ÃÌÙ Ó ƒyˆÏÜ˛ê˛ ÷Ó˚& Ü˛Ó˚ˆÏï˛

•ˆÏÓ– ~ÓyÓ˚ ≤ÃÌˆÏÙ A2 ï˛yÓ˚˛õÓ˚ ~Ü˛!ê˛ Ü˛Ùy !òˆÏÎ˚ B2 cell ̂ Ü˛ select Ü˛Ó˚ˆÏï˛ •ˆÏÓ– §ÓˆÏ¢ˆÏ£Ï

≤ÃÌÙ Ó ƒyˆÏÜ˛ê˛ Ó¶˛ Ü˛Ó˚ˆÏï˛ •ˆÏÓ– ~ÓyÓ˚ ‘Enter’button press Ü˛Ó˚ˆÏ°•z Ü˛y!Cï˛ Ë˛yàÊ˛° ̂ òáy

ÎyˆÏÓ C2 cell ~–

ˆÎyˆÏàÓ˚ ˆ«˛ˆÏe function ~Ó˚ lyÙ !òˆÏï˛ •ˆÏÓ sum, xyÓ˚ Óy!Ü˛ ˛õk˛!ï˛ Ë˛yˆÏàÓ˚ Ùï˛ ~Ü˛•z–

Worksheet Print Ü˛Ó˚y

i) ‘File’ ~ Click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

ii) ‘Print’ ~ Click Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

iii) !l¡¨!°!áï˛ !Ó£ÏÎ˚=!° Choose Ü˛Ó˚ˆÏï˛ •ˆÏÓ

a) printer ~Ó˚ lyÙ select Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

b) ˆÜ˛yl ˆÜ˛yl page print •ˆÏÓ ï˛y select Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

c) Active sheet ly §ÙhflÏ workbook print •ˆÏÓ ï˛y !ë˛Ü˛ Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

d) Ü˛ï˛=ˆÏ°y copy •ˆÏÓ ï˛y !ë˛Ü˛ Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

~Ó˚˛õÓ˚ print button press Ü˛Ó˚ˆÏ° !lô≈y!Ó˚ï˛ sheet/sheet =!° print •ˆÏÎ˚ ÎyˆÏÓ–

Concept of Internet

•zrê˛yÓ˚̂ Ïlê˛ • Ï̂FSÈ •zrê˛yÓ˚Ü˛y Ï̂l Ï̂Qí˛ ̂ lê˛GÎ˚yÜ≈̨  (Interconnected network) ~Ó˚ §Ç!«˛Æ Ó˚*˛õ–

~ê˛y !ÓˆÏ¢£Ï ˆàê˛GˆÏÎ˚ Óy Ó˚yí˛zê˛yˆÏÓ˚Ó˚ ÙyôƒˆÏÙ Ü˛!¡õí˛zê˛yÓ˚ ˆlê˛GÎ˚yÜ≈˛=ˆÏ°y ~ˆÏÜ˛ÈüÈx˛õˆÏÓ˚Ó˚ §yˆÏÌ

§Ç Ï̂Îyà Ü˛Ó˚yÓ˚ Ùyôƒ Ï̂Ù à!ë˛ï˛ •Î˚– •zrê˛yÓ˚̂ Ïlê˛ Ï̂Ü˛ ≤ÃyÎ˚•z ̂ lê˛ Ó°y • Ï̂Î˚ Ìy Ï̂Ü˛– Îál §¡õ)î≈ xy•z!˛õ

ˆlê˛GÎ˚y Ï̂Ü≈̨ Ó˚ xyhs˝ç≈y!ï˛Ü˛ !§ Ï̂fiê˛Ù Ï̂Ü˛ í ẑ̨ ÏÕ‘á Ü˛Ó˚y •Î˚ ï˛ál •zrê˛yÓ˚̂ Ïlê˛ ¢∑!ê˛ Ï̂Ü˛ ~Ü˛!ê˛ lyÙÓyã˛Ü˛

!ÓˆÏ¢£Ïƒ ÙˆÏl Ü˛Ó˚y •Î˚–

•zrê˛yÓ˚̂ Ïlê˛ ~ÓÇ GÎ˚y”≈̨  GÎ˚y•zí˛ G Ï̂Î˚Ó ̃ òl!®l xy°y˛õã˛y!Ó˚ï˛yÎ˚ ≤ÃyÎ˚•z ̂ Ü˛yl ̨õyÌ≈Ü˛ƒ SÈyí ¸̨y ÓƒÓ•*ï˛

•Î˚– Îy•zˆÏ•yÜ˛ñ •zrê˛yÓ˚ˆÏlê˛ ~ÓÇ GÎ˚y”≈˛ GÎ˚y•zí˛ GˆÏÎ˚Ó ~Ü˛•z lÎ˚– •zrê˛yÓ˚ˆÏlˆÏê˛Ó˚ •yí≈˛GÎ˚ƒyÓ˚ ~ÓÇ

§Êê˛GÎ˚ƒyÓ˚ ˛õ!Ó˚Ü˛yë˛yˆÏÙy Ü˛!¡õí˛zê˛yÓ˚§Ù)ˆÏ•Ó˚ ÙˆÏôƒ ~Ü˛!ê˛ xyhs≈çy!ï˛Ü˛ ï˛Ìƒ ˆÎyàyˆÏÎyà ÓƒÓfliy
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fliy˛õl Ü˛ˆÏÓ˚– !Ó˛õÓ˚#ˆÏï˛ñ GˆÏÎ˚Ó •zrê˛yÓ˚ˆÏlˆÏê˛Ó˚ ÙyôƒˆÏÙ ≤Ãò_ ˛õ!Ó˚ˆÏ£ÏÓy=!°Ó˚ ~Ü˛!ê˛– ~ê˛y

˛õÓ˚flõÓ˚§ÇÎ%_´ Ü˛yàç˛õe ~ÓÇ xlƒylƒ §¡õò §Ç@˝Ã Ï̂•Ó˚ •y•z̨ õyÓ˚!°ÇÜ˛ ~ÓÇ URLÈüÈmyÓ˚y §ÇÎ%_´–

•z!ï˛•y§

1960ÈüÈ~Ó˚ ò¢ Ï̂Ü˛ Ùy!Ü≈̨ l §yÙ!Ó˚Ü˛ Óy!•l#Ó˚ à Ï̂Ó£Ïîy §Çfliy xƒyí˛Ë˛y™í˛ !Ó˚§yã≈̨  ≤Ã Ï̂çQ‰§ ~ Ï̂ç!™

Óy xyÓ˚̨ õy (ARPA) ̨õÓ˚#«˛yÙ)°Ü˛Ë˛yˆÏÓ Ùy!Ü≈˛l Î%_´Ó˚yˆÏ‹T…Ó˚ !Ü˛S%È !ÓŸª!Óòƒy°Î˚ G àˆÏÓ£ÏîyàyˆÏÓ˚Ó˚

ÙˆÏôƒ ˆÎyàyˆÏÎyà ÓƒÓfliy àˆÏí˛¸ ˆï˛yˆÏ°– ˛õƒyˆÏÜ˛ê˛ §%•z!ã˛Ç ˛õk˛!ï˛ˆÏï˛ ˜ï˛!Ó˚ Ü˛Ó˚y ~•z ˆlê˛GÎ˚yÜ≈˛

xyÓ˚˛õyˆÏlê˛ (ARPANET) lyˆÏÙ ˛õ!Ó˚!ã˛ï˛ !SÈ°– •zrê˛yÓ˚ˆÏlê˛ 1989 §yˆÏ° xy•z ~§ !˛õ myÓ˚y

§ÓyÓ˚ ÓƒÓ•y Ï̂Ó˚Ó˚ çlƒ í z̨ß√%_´ Ü˛Ó˚y •Î˚– 1990 ~Ó˚ ÙyV˛yÙy!V˛ ̂ Ì Ï̂Ü˛ 1990 ~Ó˚ ̨õÓ˚Ó!ï≈̨  §Ù Ï̂Î˚Ó˚

!òˆÏÜ˛ ˛õ!Ÿã˛Ùy!ÓˆÏŸª •zrê˛yÓ˚ˆÏlê˛ Óƒy˛õÜ˛ Ë˛yˆÏÓ !Óhfl,Ïï˛ •ˆÏï˛ ÌyˆÏÜ˛–

G Ï̂Î˚Ó Ó yí z̨çyÓ˚ /

GˆÏÎ˚Ó Ó yí˛zçyÓ˚ •ˆÏ°y ~Ùl ~Ü˛!ê˛ §Ê˛ê˛GÎ˚ƒyÓ˚ ÎyÓ˚ ÓyôƒˆÏÙ ~Ü˛çl ÓƒÓ•yÓ˚Ü˛yÓ˚# ˆÎˆÏÜ˛yˆÏly

GˆÏÎ˚ÓˆÏ˛õçñ GÎ˚y”≈˛ GÎ˚y•zí˛ GˆÏÎ˚ˆÏÓ xÌÓy ˆ°yÜ˛y° ~!Ó˚Î˚y ˆlê˛GÎ˚yˆÏÜ≈˛ xÓ!fliï˛ ˆÜ˛yˆÏly

G Ï̂Î˚Ó§y•ẑ Ïê˛Ó˚ ̂ Î Ï̂Ü˛y Ï̂ly ̂ °áyñ SÈ!Ó ~ÓÇ xlƒylƒ ï˛ Ï̂ÌƒÓ˚ xl%§¶˛ylñ í˛yí z̨l Ï̂°yí˛ !Ü˛ÇÓy ̂ òá Ï̂ï˛

˛õyˆÏÓ˚l– ˆÜ˛yˆÏly GˆÏÎ˚Ó§y•zˆÏê˛ xÓ!fliï˛ ˆ°áy ~ÓÇ SÈ!Ó ~Ü˛•z xÌÓy !Ë˛ß¨ GˆÏÎ˚Ó§y•zˆÏê˛Ó˚ §yˆÏÌ

xyhs˝§ÇÎ%_´ å•y•z˛õyÓ˚!°ÇÜ˛ä ÌyÜ˛ˆÏ° ~Ü˛!ê˛ GˆÏÎ˚Ó Ó yí˛zçyÓ˚ ~Ü˛çl ÓƒÓ•yÓ˚Ü˛yÓ˚#ˆÏÜ˛ o&ï˛ ~ÓÇ

§•ˆÏç ~•z§Ü˛° !°ˆÏB˛Ó˚ÙyôƒˆÏÙ !Ó!Ë˛ß¨ GˆÏÎ˚Ó§y•zˆÏê˛ xÓ!fliï˛ x§Çáƒ GˆÏÎ˚ÓˆÏ˛õ•zˆÏçÓ˚ §yˆÏÌ

ï˛Ìƒ xyòylÈüÈ≤ÃòyˆÏl §y•yÎƒ Ü˛ˆÏÓ˚–

~Ë˛yˆÏÓ GˆÏÎ˚ÓˆÏ˛õˆÏçÓ˚ !Ë˛ï˛Ó˚Ü˛yÓ˚ ˆ°áyñ SÈ!Óñ !Ë˛!í˛G •zï˛ƒy!òÓ˚ ÙˆÏôƒ ã˛°yã˛° Ü˛Ó˚yˆÏÜ˛ Ó yí˛z!çÇ

ÓˆÏ°–

Óƒ!_´àï˛ Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ çlƒ !ÓòƒÙyl í ẑ̨ ÏÕ‘á Ï̂Îyàƒ G Ï̂Î˚Ó Ó yí z̨çy Ï̂Ó˚Ó˚ Ù Ï̂ôƒ xy Ï̂SÈ Ùy•ẑ Ïe´y§Ê˛ê˛

•zrê˛yÓ˚ˆÏlê˛ ~:ˆÏ≤’yÓ˚yÓ˚ñ ̂ Ùy!ç°y Ê˛yÎ˚yÓ˚Ê˛:ñ xƒy˛õ° §yÊ˛y!Ó˚ñ ̂ lê˛ˆÏflÒ˛õ ~ÓÇ GˆÏ˛õÓ˚y åxyàfiê˛

2006 lyàyò !ÓŸªÓƒy˛õ# ï˛yˆÏòÓ˚ çl!≤ÃÎ˚ï˛yÓ˚ xô/e´Ù xl%ÎyÎ˚#ä ≤ÃË,˛!ï˛–

G Ï̂Î˚Ó xl%§¶˛yl •z!Ol /

G Ï̂Î˚Ó xl%§¶˛yl •z!Ol Óy xyhs˝ç≈y° xl%§¶˛yl ÓƒÓfliy •° GÎ˚y”≈̨  G Ï̂Î˚Ó Óy xyhs˝ç≈y Ï̂°Ó˚ ò%!lÎ˚y Ï̂ï˛

ˆÎ ˆÜ˛yˆÏly ï˛Ìƒ Óy SÈ!Ó á%ÑˆÏç ˆÓÓ˚ Ü˛Ó˚yÓ˚ ≤ÃÎ%!_´ ÙyôƒˆÏÙ– xl%§¶˛yl •z!OˆÏlÓ˚ ÙyôƒˆÏÙ !Ó!Ë˛ß¨

G Ï̂Î˚Ó§y•zê˛ ̂ Ì Ï̂Ü˛ ï˛Ìƒ §Ç@˝Ã• Ü˛ Ï̂Ó˚ ≤Ãò¢≈l Ü˛Ó˚y • Ï̂Î˚ Ìy Ï̂Ü˛– •zrê˛yÓ˚̂ Ïlê˛ xl%§¶˛yl •z!O Ï̂lÓ˚ Îyey

÷Ó̊& •Î̊ 1990 §y Ï̂°Ó̊ !í˛ Ï̂§¡∫Ó̊ Ùy Ï̂§– xÓ¢ƒ ~Ó̊ xy Ï̂à 1986 §y Ï̂° !•í ẑ̨ Ï°ê˛ ̨õƒyÜ˛yí≈̨  ≤Ã!ï˛¤˛yl
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Ü˛ï≈,̨ Ü˛ ≤ÃÌÙ xl%§¶˛yl •z!Ol xy!Ó‹,Òï˛ •Î̊– 1994 §y Ï̂° ã˛y°% •Î̊ ≤ÃÌÙ ̨õ)î≈ ̂ ê˛:ê˛ G Ï̂Î̊Ó xl%§¶˛yl

•z!Ol G Ï̂Î˚Óe´°yÓ˚–

G Ï̂Î̊Ó§y•zê˛

GˆÏÎ˚Ó§y•zê˛ñ å•zÇÓ˚y!ç / website)  Óy GˆÏÎ˚Ó §y•zê˛ xÌÓy ÷ô% §y•zê˛ •° ̂ Ü˛yl GˆÏÎ˚Ó §yË≈˛yˆÏÓ˚

Ó˚yáy GˆÏÎ˚Ó ˛õ,¤˛yñ SÈ!Óñ x!í˛Gñ !Ë˛!í˛G G xlƒylƒ !í˛!çê˛y° ï˛ˆÏÌƒÓ˚ §Ù!‹Tñ Îy •zrê˛yÓ˚ˆÏlê˛ Óy

°ƒyˆÏlÓ˚ ÙyôƒˆÏÙ xƒyˆÏ:§ Ü˛Ó˚y ÎyÎ˚– GˆÏÎ˚Ó ˛õ,¤˛y Ù)°ï˛/ ~Ü˛!ê˛ ~•zã˛!ê˛~Ù~° í˛Ü%˛ˆÏÙrê˛ñ Îy

~•zã˛!ê˛!ê˛!˛õ ̂ ≤Ãy Ï̂ê˛yÜ˛ Ï̂°Ó˚ Ùyôƒ Ï̂Ù G Ï̂Î˚Ó §yË≈̨ yÓ˚ ̂ Ì Ï̂Ü˛ •zrê˛yÓ˚̂ Ïlê˛ ÓƒÓ•yÓ˚Ü˛yÓ˚#Ó˚ G Ï̂Î˚Ó Ó yí z̨çy Ï̂Ó˚

fliylyhs˝!Ó˚ï˛ •Î˚– §ÙhflÏ í˛zß√%_´ GˆÏÎ˚Ó§y•zê˛=!°ˆÏÜ˛ §Ù!‹Tàï˛Ë˛yˆÏÓ ÚÚGÎ˚y”≈˛ GÎ˚y•zí˛ GˆÏÎ˚ÓÛÛ Óy

ÚÚ!ÓŸªÓƒy˛õ# çy°ÛÛ lyÙ ˆòÎ˚y •ˆÏÎ˚ˆÏSÈ–

G Ï̂Î̊Ó ̨õyï˛y

G Ï̂Î˚Ó ̨õyï˛y Óy G Ï̂Î˚Ó ̨õ,¤˛y xÌÓy G Ï̂Î˚Ó Į̈̂ õç • Ï̂FSÈ ~Ü˛!ê˛ G Ï̂Î˚Ó í˛Ü%̨ Ï̂Ùrê˛ xÌÓy GÎ˚y”≈̨  GÎ˚y•zí˛

G Ï̂Î˚Ó ~Ó˚ çlƒ í z̨̨ õ Ï̂Îyà# xlƒylƒ G Ï̂Î˚Ó !Ó˚̂ Ï§y§≈ Îy G Ï̂Î˚Ó Ó yí z̨çy Ï̂Ó˚Ó˚ Ùyôƒ Ï̂Ù ~Ü˛!ê˛ Ù!lê˛Ó˚ Óy

ˆÙyÓy•z° !í˛Ë˛y•zˆÏ§Ó˚ í˛z˛õÓ˚ ≤Ãò!¢≈ï˛ •ˆÏï˛ ̨ õyˆÏÓ˚– ~•z ï˛Ìƒ=!° §yôyÓ˚îï˛ ~•zã˛!ê˛~Ù~° xÌÓy

~:~•zã˛!ê˛~Ù~° !ÓlƒyˆÏ§ ÌyˆÏÜ˛ ~ÓÇ •y•z˛õyÓ˚ˆÏê˛:ê˛ !°B˛ ÙyôƒˆÏÙ xlƒylƒ GˆÏÎ˚Ó ˛õ,¤˛y §Ù)•

ˆÌˆÏÜ˛ ˆl!Ë˛ˆÏà¢l ≤Ãòyl Ü˛Ó˚ˆÏï˛ ˛õyˆÏÓ˚–

GˆÏÎ˚Ó ˛õyï˛y ~Ü˛!ê˛ fliyl#Î˚ Ü˛!¡õí˛zê˛yÓ˚ ˆÌˆÏÜ˛ Óy GˆÏÎ˚Ó §yË≈˛yÓ˚ ˆÌˆÏÜ˛ Óy ~Ü˛!ê˛ ò)Ó˚Óï˛#≈ §yË≈˛yÓ˚

ˆÌˆÏÜ˛ §yÙ!@˝ÃÜ˛Ë˛yˆÏÓ ˛õ%lÓ˚&k˛yÓ˚ Ü˛Ó˚y ˆÎˆÏï˛ ˛õyˆÏÓ˚– GˆÏÎ˚Ó §yË≈˛yÓ˚ ÷ô%Ùye ~Ü˛!ê˛ Óƒ!_´àï˛

ˆlê˛GÎ˚yÜ≈̨  xƒy Ï̂: Ï̂§ §#ÙyÓk˛ • Ï̂ï˛ ̨õy Ï̂Ó˚ñ ̂ ÎÙlÈüüüÈ ~Ü˛!ê˛ Ü˛ Į̈̂ õ≈y Ï̂Ó˚ê˛ •zrê˛yÓ˚̂ Ïlê˛ xÌÓy ~!ê˛ GÎ˚y”≈̨

GÎ˚y•zí˛ GˆÏÎ˚Ó ˛õyï˛yÎ˚ ≤ÃÜ˛y¢ Ü˛Ó˚y ˆÎˆÏï˛ ˛õyˆÏÓ˚–

í˛yí z̨l Ï̂°yí˛

•zrê˛yÓ˚ˆÏlê˛ í˛yí˛zlˆÏ°yí˛ ÙƒyˆÏlçyÓ˚ å•zÇˆÏÓ˚!ç / Internet Download Manager; ~SÈyí˛¸yG

xy•z!í˛~Ù Ó°y •Î˚ä ~Ü˛!ê˛ ̂ ¢Î˚yÓ˚GÎ˚ƒyÓ˚ í˛yí˛zlˆÏ°yí˛ ÙƒyˆÏlçyÓ˚– ~!ê˛ Ùy•zˆÏe´y§Ê˛ê˛ í˛z•zˆÏu˛yç

x˛õy Ï̂Ó˚!ê˛Ç !§ Ï̂fiê˛ Ï̂ÙÓ˚ çlƒ §•ç°Ë˛ƒ–

˜Ó!¢‹Tƒ

● xy•z !í˛ ~Ù í˛yí˛zlˆÏ°yí˛ í˛z•zˆÏu˛y

● o&ï˛ í˛yí˛zlˆÏ°yí˛ Ü˛Ó˚yÓ˚ çlƒ ~Ü˛y!ôÜ˛ !fiê˛∆ˆÏÙÓ˚ ÙyôƒˆÏÙ í»˛y•zË˛yÓ˚ í˛yí˛zlˆÏ°yí˛

● Óƒyã˛ í˛yí z̨l Ï̂°yí˛
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● •zˆÏ¡õyê≈˛ ̆  ~:ˆÏ˛õyê≈˛ í˛yí˛zlˆÏ°yí˛

● í˛yí˛zlˆÏ°yˆÏí˛Ó˚ !ë˛Ü˛yly fl∫Î˚Ç ̆  Ùƒyl%Î˚y!°

● ~Ü˛y!ôÜ˛ §y!Ó˚

● !í˛ˆÏÓ˚Q!Ó˚ ˆÌˆÏÜ˛ §•ˆÏç ÓƒÓ•yˆÏÓ˚Ó˚ çlƒ §y¡±!ï˛Ü˛ í˛yí˛zlˆÏ°yˆÏí˛Ó˚ ï˛y!°Ü˛y

● !fiê˛∆!ÙÇ !Ë˛!í˛G §y•zê˛ ̂ ÌˆÏÜ˛ !Ë˛!í˛G í˛yí˛zlˆÏ°yí˛

● í˛yí z̨l Ï̂°yí˛ ≤Ã!e´Î˚yÓ˚Ùyôƒ Ï̂Ù í˛yÎ˚ly!ÙÜ˛ ̂ §à Ï̂Ù Ï̂rê˛¢l

● ˆ≤ÃyˆÏê˛yÜ˛° / HTTP, FTP, HTTPS, MMS [8] ~ÓÇ Ùy•zˆÏe´y§Ê˛ê˛ ISA

● ≤ÃÙyî#Ü˛Ó˚î ˆ≤ÃyˆÏê˛yÜ˛° / ˆfiê˛yˆÏÓ˚ç ~ÓÇ ÓƒÓ•yÓ˚Ü˛yÓ˚#Ó˚ lyÙ ~ÓÇ ˛õy§GÎ˚yí≈˛ fl∫Î˚Ç!e´Î˚

≤ÃÙyî#Ü˛Ó˚ˆÏîÓ˚ çlƒ ̂ Ó!§Ü˛ñ Negotiate, NTLM ~ÓÇ Ü˛yÓ≈yˆÏÓ˚y§ xl%Ù!ï˛

~SÈyí˛¸yG xy•z!í˛~Ù •zrê˛yÓ˚ˆÏlê˛ ~:ˆÏ≤’yÓ˚yÓ˚ñ xˆÏ˛õÓ˚yñ ˆlê˛ˆÏflÒ˛õ ˆl!Ë˛ˆÏàê˛Ó˚ñ xƒy˛õ° §yÊ˛y!Ó˚ñ

Êœ˛Ü˛ñ =à° ̂ e´yÙñ ̂ Ùy!ç°y Ê˛yÎ˚yÓ˚Ê˛: ~ÓÇ xyÓ˚G xlƒylƒ GˆÏÓÎ˚ Ó yí˛zçyÓ˚§Ù)• §ÙÌ≈l Ü˛ˆÏÓ˚–

•zÈüÈˆÙ•z° /

•zÈüÈˆÙ•z° ï˛Ìy •ẑ Ï°Q…!lÜ˛ ̂ Ù•z° •° !í˛!çê˛y° Óyï≈̨ y Îy Ü˛!¡õí z̨ê˛yÓ˚ ̂ lê˛GÎ˚y Ï̂Ü≈̨ Ó˚ Ùyôƒ Ï̂Ù ̂ ≤ÃÓ˚î

Ü˛Ó˚y •Î˚– 1972 (RFC 561) á #fiê˛yˆÏ∑ ï˛òy!l®l xyÓ˚˛õyˆÏlˆÏê˛ §Ó≈≤ÃÌÙ •zˆÏ°Q…!lÜ˛

ˆÙ•z° ˆ≤ÃÓ˚î Ü˛Ó˚y •Î˚– •zÈüÈˆÙ•z° ˆ˛õˆÏï˛ ≤ÃÌÙ !òˆÏÜ˛Ó˚ •zÈüÈˆÙ•z° ÓƒÓfliyÎ˚ ˆ≤ÃÓ˚Ü˛ ~ÓÇ ≤Ãy˛õÜ˛

ò%çlˆÏÜ˛•z xl°y•zˆÏl ÌyÜ˛ˆÏï˛ •ï˛– ~álÜ˛yÓ˚ •zÈüÈˆÙ•z°=ˆÏ°yˆÏï˛ ~•z §Ù§ƒy ˆl•z– •zÈüÈˆÙ•z°

§yË≈̨ yÓ˚= Ï̂°y ̂ Ù•z° @˝Ã•î Ü˛ Ï̂Ó˚ ~ÓÇ §ÇÓ˚«˛î Ü˛ Ï̂Ó˚ ̨õ Ï̂Ó˚ ̨õyë˛yÎ˚– ÓƒÓ•yÓ˚Ü˛yÓ˚# Óy ≤Ãy˛õÜ˛ Ï̂Ü˛ xÌÓy

Ü˛!¡õí z̨ê˛yÓ˚̂ ÏÜ˛ xl°y•ẑ Ïl ÌyÜ˛yÓ˚ ≤Ã Ï̂ÏÎ˚yçl •Î˚ ly ÷ô% Ùye ̂ Ü˛yl •züÈˆÙ° §yË≈̨ y Ï̂Ó˚ §ã˛° •zÈüÈˆÙ•z°

!ë˛Ü˛yly ÌyÜ˛ˆÏ°•z •Î˚–

~Ü˛!ê˛ •zÈüÈˆÙ•z° Óyï≈˛y !ï˛l!ê˛ xÇ¢ !lˆÏÎ˚ à!ë˛ï˛ÈüÈ Óyï≈˛yÓ˚ áyÙ Óy ˆÙyí˛¸Ü˛ñ Óyï≈˛yÓ˚ ˆ•í˛yÓ˚ Óy Ù)°

åˆÎê˛yˆÏï˛ Óyï≈˛y ̂ Ü˛yÌyÎ˚ ~ÓÇ Ü˛yÓ˚ Ü˛ySÈ ̂ ÌˆÏÜ˛ ï˛Ìƒ ÌyˆÏÜ˛ä ~ÓÇ Óyï≈˛y– ̂ •í˛yÓ˚ ̂ Ù•z° !lÎ˚sfˆÏlÓ˚

ï˛Ìƒ Ó•l Ü˛ Ï̂Ó˚ñ ̂ Îê˛y Ï̂ï˛ åÜ˛Ù Ü˛ Ï̂Ó˚ • Ï̂°Gä ̂ ≤ÃÓ˚̂ ÏÜ˛Ó˚ •zÈüÈ̂ Ù•z° !ë˛Ü˛ylyñ ~Ü˛ Óy ~Ü˛y!ôÜ˛ ≤Ãy˛õ Ï̂Ü˛Ó˚

!ë˛Ü˛yly ÌyˆÏÜ˛– !Ü˛v §yôyÓ˚îï˛ xyˆÏÓ˚y !ÓhflÏy!Ó˚ï˛ ï˛ÌƒG ÌyˆÏÜ˛ ˆÎÙl ˆ•í˛yÓ˚ !Ó£ÏÎ˚Ó›Ó˚ çlƒ

~Ü˛!ê˛ !Ê˛”˛ ~ÓÇ Óyï≈˛y ˆ≤ÃˆÏîÓ˚ ï˛Ìƒñ @˝Ã•ˆÏîÓ˚ ï˛Ìƒ ≤ÃË,˛!ï˛–

í z̨Í˛õ!_àï˛Ë˛y Ï̂Ó Óyï≈̨ yÎ˚ ̂ °áy å7 !Ó Ï̂ê˛Ó˚ xy§!Ü˛ ~ÓÇ xlƒylƒ= Ï̂°yä •° ̂ Îyày Ï̂Îy Ï̂àÓ˚ ÙyôƒÙñ

!Ü˛v •zÈüÈˆÙ•z° ~ál Ùy!Œê˛!Ù!í˛Î˚yG ˛õyë˛yˆÏï˛ ˛õyˆÏÓ˚ ~ÓÇ ~ê˛yã˛ˆÏÙrê˛ å§ÇÎ%!_´ä §ÇÎ%_´ Ü˛Ó˚ˆÏï˛

˛õyˆÏÓ˚– ~!ê˛ xyÓ˚ ~Ê˛!§ 2045 ˆÌˆÏÜ˛ 2049~ ˛õyë˛yˆÏlyÓ˚ ~Ü˛!ê˛ ≤Ã!e´Î˚y– ~•z xyÓ˚ ~Ê˛!§ ˆÜ˛

~Ù xy•z ~Ù•z ÓˆÏ° ÎyÓ˚ xÌ≈ •° Ùy!Œê˛˛õyÓ˚˛õy§ •zrê˛yÓ˚ˆÏlê˛ ̂ Ù•z° •z:ˆÏê˛l¢l–



62

xƒyê˛ !ã˛•´ñ ≤ÃˆÏï˛ƒÜ˛!ê˛ ~§ ~Ù !ê˛ !˛õ •zÈüÈˆÙ•zˆÏ°Ó˚ xï˛ƒyÓ¢ƒÜ˛#Î˚ xÇ¢

x˛õ≈yˆÏlˆÏê˛Ó˚ ˆlê˛GÎ˚yÜ≈˛ !Ë˛!_Ü˛ •zÈüÈˆÙ•z°=ˆÏ°y ≤ÃÌˆÏÙ !Ó!lÙÎ˚ •ï˛ ~Ê˛!ê˛!˛õ å˛Ê˛y•z° ê˛∆y™Ê˛yÓ˚

ˆ≤ÃyˆÏê˛yÜ˛°ä !òˆÏÎ˚ñ !Ü˛v ~ál ~§~Ù!ê˛!˛õ å!§¡õ° ̂ Ù•z° ê˛∆y™Ê˛yÓ˚ ̂ ≤ÃyˆÏê˛yÜ˛°ä !òˆÏÎ˚ !Ó!lÙÎ˚

Ü˛Ó˚y •Î˚ Îy ≤ÃÌÙ ≤ÃÜ˛y!¢ï˛ •Î˚ 1982 §y Ï̂° (RFC 821)– Óyï≈̨ y ̨õyë˛y Ï̂lyÓ˚ ≤Ã!e´Î˚yÎ˚ ~§~Ù!ê˛!˛õ

ï˛yÓ˚ áyÙ Óy ~lˆÏË˛°˛õ ~ !Ë˛ß¨ åÓyï≈˛y ~ÓÇ ˆ•í˛yÓ˚ ˆÌˆÏÜ˛ä ˆí˛!°Ë˛y!Ó˚ ï˛Ìƒ çÙy Ü˛ˆÏÓ˚ Ó˚yˆÏá–

~Ü˛!ê˛ •ẑ ÏÙ° ̂ áy°yÓ˚ ̨õk˛!ï˛

Gmail  xƒyÜ˛yí˛zˆÏrê˛Ó˚ å§ÓˆÏã˛ˆÏÎ˚ çl!≤ÃÎ˚ •zˆÏÙ° xƒyÜ˛yí˛zrê˛ §Ó˚ÓÓ˚y•Ü˛yÓ˚#ˆÏòÓ˚ ÙˆÏôƒ xlƒï˛Ùä

Ùyôƒ Ï̂Ù ~Ü˛!ê˛ •ẑ ÏÙ° ̂ áy°yÓ̊ í z̨òy•Ó̊î !l Ï̂¡̈ ̂ òGÎ̊y •° ÈüüüÈñ Î!òG xlƒylƒ •ẑ ÏÙ° xƒy!≤’ Ï̂Ü˛¢l=!°

á%Ó xl%Ó˚*˛õ ̨õò Ï̂«˛˛õ=!° xl%§Ó˚î Ü˛Ó˚̂ ÏÓ–

≤Ã Ï̂Î˚yçl • Ï̂Ó /

•zrê˛yÓ˚̂ Ïlê˛ ̂ Ì Ï̂Ü˛ §ÇÎ%_´ ~Ü˛!ê˛ Ü˛!¡õí z̨ê˛yÓ˚

~Ü˛!ê˛ G-mail xƒyÜ˛yí˛zrê˛ •zˆÏÙ° ̨õyë˛yˆÏï˛ ~ÓÇ @˝Ã•î Ü˛Ó˚ˆÏï˛ ≤Ã›ï˛

~Ü˛!ê˛ •zˆÏÙ° á%°ˆÏï˛ ~•z ôyˆÏ˛õ ôyˆÏ˛õ !lˆÏò≈¢yÓ°# xl%§Ó˚î Ü˛Ó˚ˆÏï˛ •ˆÏÓ

ôy˛õ ~Ü˛ / !çˆÏÙ•z° xƒyÜ˛yí˛zˆÏrê˛ °à •zl Ü˛Ó˚ˆÏï˛ •ˆÏÓ ÎyˆÏï˛ xƒyÜ˛yí˛zˆÏrê˛Ó˚ í˛ƒy¢ˆÏÓyˆÏí≈˛ å≤Ãôyl

˛õ,¤˛yä ≤ÃˆÏÓ¢ Ü˛Ó˚y ÎyÎ˚–

ôy˛õ ò%•z / •zlÓˆÏ: !Üœ˛Ü˛ Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

ôy˛õ !ï˛l / •zlÓˆÏ: ≤ÃyÆ •zˆÏÙ°=!°Ó˚ ~Ü˛!ê˛ ï˛y!°Ü˛y ˆòáyÎ˚ñ Ü˛°yˆÏÙ §yçyˆÏly– ÓyÙ !òˆÏÜ˛

ˆòáyÎ˚ ̂ Î •zÈüÈˆÙ•z°!ê˛ ̂ Ü˛yÌy ̂ Ì Ï̂Ü˛ ~ Ï̂§ Ï̂SÈñ ̂ Ü˛ Ï̂w Ìy Ï̂Ü˛ ≤Ã!ï˛!ê˛ •ẑ ÏÙ Ï̂°Ó˚ !Ó£ÏÎ˚ ~ÓÇ í˛ylÈüÈ•yï˛

Ü˛°yÙ •z ˆÙ•z° ˛õyÓyÓ˚ §ÙÎ˚ ~ÓÇ ï˛y!Ó˚á ˆòáyÎ˚– Î!ò ~Ü˛!ê˛ •zˆÏÙ° ˆáy°y ~ÓÇ ˛õí˛¸y ly •ˆÏÎ˚

ÌyˆÏÜ˛ñ ï˛ˆÏÓ ~•z •z ˆÙ•z°!ê˛ ï˛y!°Ü˛yˆÏï˛ àyì˛¸ ˛õyˆÏë˛Ó˚ ÙˆÏï˛y ≤Ãò!¢≈ï˛ •ˆÏÓ– •zˆÏÙ° ~Ü˛ÓyÓ˚ ˛õí˛¸y

~ÓÇ •zlÓ Ï̂: !Ê˛ Ï̂Ó˚ xy§ Ï̂° ï˛ál ̨õyë˛ Ï̂Îyàƒ •ẑ ÏÙ° fl∫yË˛y!ÓÜ˛ñ xÈüÈàyì ¸̨ ̨õy Ï̂ë˛ ≤Ãò!¢≈ï˛ • Ï̂– Gmail

~ál xy˛õlyÓ˚ •zˆÏÙ°=!°ˆÏÜ˛ Û≤ÃyÌ!ÙÜ˛Û å~!ê˛ =Ó˚&c˛õ)î≈ •ˆÏï˛ ˛õyˆÏÓ˚äñ Ú§yÙy!çÜ˛Û åxy˛õlyÓ˚

ˆ§y¢ƒy° !Ù!í˛Î˚y xƒyÜ˛yí z̨rê˛ ̂ Ì Ï̂Ü˛ xy˛õ Ï̂í˛ê˛ä ~ÓÇ Ú≤Ãã˛yÓ˚=!°Û åˆÜ˛y¡õy!l=!° ̂ Ì Ï̂Ü˛ ≤Ãã˛yÓ˚Ù)°Ü˛

•zˆÏÙ°=!°ä ~ ˆ◊î#Ë%˛_´ Ü˛ˆÏÓ˚– Î!ò xyÙÓ˚y ~Ü˛!ê˛ •zˆÏÙ° xy¢y Ü˛!Ó˚ ~ÓÇ ~!ê˛ Î!ò ≤ÃyÌ!ÙÜ˛

ê˛ƒyˆÏÓ ly ≤Ãò!¢≈ï˛ •Î˚ ï˛ˆÏÓ xlƒ ê˛ƒyÓ=!° ˆã˛Ü˛ Ü˛Ó˚ˆÏï˛ •ˆÏÓ–

ôy˛õ ã˛yÓ˚ / ~ÓyÓ˚ ̂ Î •ẑ ÏÙ°!ê˛ á%° Ï̂ï˛ ã˛y•z ï˛y !ã˛!•´ï˛ Ü˛Ó˚yÓ˚ ̨õ Ï̂Ó˚ñ ̂ Î •ẑ ÏÙ° §¡õ Ï̂Ü≈̨  ï˛Ìƒ ̂ òáyÎ˚

ˆ§!ê˛ˆÏï˛ !Üœ˛Ü˛ Ü˛Ó˚ˆÏï˛ •ˆÏÓ–
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ôy˛õ ˛õÑyã˛ / xyÙÓ˚y ~ál •zˆÏÙˆÏ°Ó˚ !Ó£ÏÎ˚Ó› ˛õí˛¸ˆÏï˛ ˛õy!Ó˚ ~ÓÇ í˛z_Ó˚ ˆòGÎ˚yÓ˚ çlƒ •zˆÏÙˆÏ°Ó˚

í˛z˛õˆÏÓ˚Ó˚ í˛yl !òˆÏÜ˛ ï˛#ˆÏÓ˚ !Üœ˛Ü˛ Ü˛ˆÏÓ˚ xÌÓy Óyï≈˛y!ê˛Ó˚ l#ˆÏã˛ í˛z_Ó˚!ê˛ !Üœ˛Ü˛ Ü˛ˆÏÓ˚ í˛z_Ó˚ !òˆÏï˛ ̨ õy!Ó˚

ôy˛õ SÈÎ˚ / •zÈüÈˆÙ° ˛õí˛¸y ˆ¢£Ï Ü˛ˆÏÓ˚ñ •zÈüÈˆÙ° Ó¶˛ Ü˛ˆÏÓ˚ •zlÓˆÏ: !Ê˛ˆÏÓ˚ ˆÎˆÏï˛ •ˆÏÓ ~ÓÇ •zlÓˆÏ:

•zÈüÈˆÙ° =!°Ó˚ ï˛y!°Ü˛yˆÏï˛ !Ê˛ˆÏÓ˚ ˆÎˆÏï˛ •ˆÏÓ–

§yÙy!çÜ˛ ÙyôƒÙ ~ÓÇ ï˛y Ï̂òÓ˚ ≤ÃË˛yÓ

§yÙy!çÜ˛ ˆlê˛GÎ˚yÜ≈˛ ˆÎÙl ˆÊ˛§Ó%Ü˛ñ !°B˛í˛z•zl ~ÓÇ ê%˛•zê˛yÓ˚ ˜òl!®l ç#ÓˆÏl x!ÓˆFSÈòƒ xÇ¢

• Ï̂Î˚ í ẑ̨ Ïë˛ Ï̂SÈÏ– ÓƒÓ•yÓ˚Ü˛yÓ˚#Ó˚y Îál ~•z ̂ lê˛GÎ˚yÜ≈̨ =!° x!Ê˛§ ̂ Ì Ï̂Ü˛ xƒyÜ˛ Ï̂§§ Ü˛ Ï̂Ó˚ ~ÓÇ !l Ï̂çÓ˚

§¡õˆÏÜ≈˛ ï˛Ìƒ Ë˛yà Ü˛ˆÏÓ˚ ˆlÎ˚ ï˛ál V%Ñ˛!Ü˛ G ≤ÃË˛yÓ ˆòáy ˆòÎ˚–

ˆ§y¢ƒy° !Ù!í˛Î˚yÎ˚ !ï˛l!ê˛ •z!ï˛Óyã˛Ü˛ ≤ÃË˛yÓ Ó˚ˆÏÎ˚ˆÏSÈ !ÓK˛y˛õlñ ̂ lê˛GÎ˚y!Ü≈˛Ç ~ÓÇ fl∫ÈüÈ≤ÃÜ˛y¢–

1– !ÓK˛y˛õl ò,!‹TˆÏÜ˛yî ˆÌˆÏÜ˛ñ §yÙy!çÜ˛ ≤Ãã˛yÓ˚ ÙyôƒÏÙ !lˆÏçˆÏòÓ˚ˆÏÜ˛ í˛zß¨#ï˛ Ü˛Ó˚yÓ˚ çlƒ òyï˛Óƒ

≤Ã!ï˛¤˛ylñ ÓƒÓ§yÎ˚ ~ÓÇ Óƒ!_´ˆÏòÓ˚ çlƒ ~Ü˛!ê˛ ò%ò≈yhs˝ xyí˛zê˛ˆÏ°ê˛ xÊ˛yÓ˚ Ü˛ˆÏÓ˚– ˆ§y¢ƒy° !Ù!í˛Î˚y

ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ̂ @’yÓy° xà≈yly•ẑ Ïç¢ Ï̂lÓ˚ çlƒ ~Ü˛!ê˛ xyí z̨ê˛ Ï̂°ê˛ !•§y Ï̂Ó ÓƒÓ•yÓ˚ Ü˛Ó˚y ̂ Î Ï̂ï˛ ̨õy Ï̂Ó˚

Ü˛yÓ˚î ï˛yÓ˚y ï˛yˆÏòÓ˚ §ÙÌ≈l ~ÓÇ ≤Ãã˛yˆÏÓ˚Ó˚ Ü˛yÓ˚î=!° §¡õˆÏÜ≈˛ ≤Ãã˛!°ï˛ ôyÓ˚îy ≤ÃÜ˛y¢ Ü˛ˆÏÓ˚ Îy

˙!ï˛•ƒÓy•# !Ù!í˛Î˚y=!° ≤ÃyÎ˚•z Ü˛Ë˛yÓ˚ Ü˛ˆÏÓ˚ ly–

2– §yÙy!çÜ˛ ≤Ãã˛yÓ˚ ÙyôƒÙ xydÈüÈ≤ÃÜ˛y Ï̂¢Ó˚ çlƒG xl%Ù!ï˛ ̂ òÎ˚ ~ÓÇ Óƒ!_´Ó˚y !l Ï̂ç Ï̂òÓ˚ ≤ÃÜ˛y¢

Ü˛Ó˚ˆÏï˛ñ ï˛yˆÏòÏÓ˚ xyê≈˛GÎ˚yÜ≈˛ Ë˛yà Ü˛ˆÏÓ˚ !lˆÏï˛ ˛õyˆÏÓ˚ ~ÓÇ !l!ò≈‹T !Ó£ÏÎ˚=!°ˆÏï˛ ï˛yˆÏòÓ˚ Ü˛Z˛ Ë˛yà

Ü˛Ó˚yÓ˚ çlƒ ~Ü˛!ê˛ §,çl¢#° xyí˛zê˛ˆÏ°ê˛ !•ˆÏ§ˆÏÓ Ü˛yç Ü˛Ó˚ˆÏï˛ ̨ õyˆÏÓ˚–

3– ˆ§y¢y° !Ù!í˛Î˚yÓ˚ çlƒ ~Ü˛!ê˛ x!ï˛!Ó˚_´ §%!ÓôyÓ˚ ÙˆÏôƒ Ó˚ˆÏÎ˚ˆÏSÈ xl%ˆÏ≤ÃÓ˚îyÙ)°Ü˛ ˆ§y¢y°

!Ù!í˛Î˚y xƒyÜ˛yí˛zrê˛=!° ˆÎÙl !Ê˛ê˛ˆÏl§ Óy fl∫yˆÏfliƒÓ˚ xl%≤Ãy!îï˛ Instagram xƒyÜ˛yí˛zrê˛=!° Îy

xl%àyÙ#ˆÏòÓ˚ ˆ≤ÃÓ˚îy •ˆÏï˛ ˛õyˆÏÓ˚–

Î!òG ˆ§y¢ƒy° !Ù!í˛Î˚yÎ˚ Óƒy˛õÜ˛Ë˛yˆÏÓ í˛z˛õÜ,˛ï˛ •ˆÏÎ˚ˆÏSÈ §Ùyçñ á%Ó Ë˛y° ~Ü˛ê˛y !ç!l§ §Ó§ÙÎ˚

ˆl!ï˛Óyã˛Ü˛ ≤ÃË˛yÓ !lˆÏÎ˚ xy§ˆÏï˛ ˛õyˆÏÓ˚–

1– ≤ÃÎ%!_´ ÓƒÓ•y Ï̂Ó˚Ó˚ Ùyôƒ Ï̂Ù ≤ÃyÎ˚•z !Ó Ï̂¢£Ï Ü˛ Ï̂Ó˚ !Ü˛ Ï̂¢yÓ˚ G Î%ÓÜ˛ ÓÎ˚̂ Ï§G xy§!_´Ó˚ çß√ •Î˚–

ˆ§y¢ƒy° §y•ẑ Ïê˛ xà!îï˛ ârê˛y ÓƒÎ˚ ~Ü˛!ê˛ !l!ò≈‹T Ü˛yç Óy !l Ï̂Î˚yà ̂ Ì Ï̂Ü˛ ̂ Ê˛yÜ˛y§ ~ÓÇ Ù Ï̂ly Ï̂Îyà

!Óºyhs˝ Ü˛Ó˚ˆÏï˛ ˛õyˆÏÓ˚–

2– ˆ§y¢ƒy° !Ù!í˛Î˚yÎ˚ xy@˝Ãy§ Ï̂lÓ˚ myÓ˚y í ẑ̨ Ïmàñ !Ó£Ï]ï˛y ~ÓÇ í z̨òy§#lï˛y Óƒy!ô=!° ̂ òáy !ò Ï̂ï˛

˛õyˆÏÓ˚ñ ˆÎˆÏ•ï%˛ Óƒ!_´Ó˚y ï˛yˆÏòÓ˚ ˆ˛õyfiê˛=!°Ó˚ Óƒy˛õyˆÏÓ˚ e´Ùyàï˛ í˛z!m@¿ •ˆÏÎ˚ ˛õí˛¸ˆÏSÈ–
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3– ˆ§y¢ƒy° ̂ lê˛GÎ˚y!Ü≈˛Ç §y•zê˛ =!° •ƒyÜ˛yÓ˚ˆÏòÓ˚ çlƒ G í˛z@˝Ã˛õsi#ˆÏòÓ˚ çlƒ xï˛ƒhs˝ !≤ÃÎ˚ °«˛ƒ–

ˆ§y¢ƒy° !Ù!í˛Î˚yÓ˚ !lçfl∫ Ü˛yÓ˚î=!° ÓƒÓ•yÓ˚Ü˛yÓ˚# Ï̂òÓ˚̂ ÏÜ˛ ï˛y Ï̂òÓ˚ xl°y•zl ̨õ!Ó˚ã˛Î˚ ̨õy!ÓœÜ˛ Ü˛Ó˚̂ Ïï˛

~ÓÇ ï˛Ìƒ Ë˛yàyË˛y!à Ü˛Ó˚ˆÏï˛ §y•yÎƒ Ü˛ˆÏÓ˚–

xƒy!rê˛Ë˛y•zÓ̊y§

xƒy!rê˛Ë˛y•zÓ˚y§ å•zÇÓ˚y!ç / Antivirus) Ó°ˆÏï˛ §yôyÓ˚îË˛yˆÏÓ ˆÓyV˛yÎ˚ Ü˛!¡õí˛zê˛yˆÏÓ˚Ó˚ Ë˛y•zÓ˚y§

ˆÓ˚yô Ü˛Ó˚yÓ˚ çlƒ ÓƒÓ•*ï˛ ~Ü˛ôÓ˚ˆÏîÓ˚ ̂ ≤Ãy@˝ÃyÙ Îy Ü˛!¡õí˛zê˛yˆÏÓ˚Ó˚ §ÇÓ˚«˛î ~°yÜ˛y Óy •yí≈˛!í˛flÒ Óy

ˆÎ ˆÜ˛yl !Ó˚Ù%ˆÏË˛Ó° !í˛: •ˆÏï˛ Ë˛y•zÓ˚y§ §ly_´Ü˛Ó˚îñ ≤Ã!ï˛ˆÏÓ˚yô G ≤Ã!ï˛Ü˛yÓ˚ Ü˛Ó˚ˆÏï˛ ˛õyˆÏÓ˚–

!ÓhflÏy!Ó˚ï˛Ë˛yˆÏÓ Ó°ˆÏï˛ ̂ àˆÏ° ÈüüüÈ xƒy!rê˛Ë˛y•zÓ˚y§ •ˆÏ°y ̂ §•z §Ê˛ê˛GÎ˚ƒyÓ˚ Îy Ùƒy°GÎ˚ƒyˆÏÓ˚Ó˚ §yˆÏÌ

§¡õ,_´ §Ê˛ê˛GÎ̊ƒyÓ̊ Ï̂Ü˛ xy˛õlyÓ̊ Ü˛!¡õí z̨ê˛y Ï̂Ó̊ xl%≤Ã̂ ÏÓ Ï̂¢ Óyôy ≤Ãòyl Ü˛ Ï̂Ó̊– Ùƒy°GÎ̊ƒyÓ̊ Ï̂Ü˛ xy˛õlyÓ̊

Ü˛!¡õí˛zê˛yˆÏÓ˚ ì%˛Ü˛ˆÏï˛ ly ˆòÎ˚y Óy ˆë˛Ü˛yˆÏlyÓ˚ xlƒï˛Ù G ≤Ãôyl í˛z˛õyÎ˚ •ˆÏ°y xƒy!rê˛Ë˛y•zÓ˚y§

§Ê˛ê˛GÎ˚ƒyÓ˚ ÓƒÓ•yÓ˚ Ü˛Ó˚y– xy˛õly Ï̂Ü˛ xy Ï̂à ̂ Ì Ï̂Ü˛ çy!l Ï̂Î˚ ̂ òÎ˚y xy˛õlyÓ˚ Ü˛!¡õí z̨ê˛y Ï̂Ó˚ õƒyúÁÎ̊yÓ̊

ì%˛Ü˛ˆÏï˛ ã˛y•zˆÏSÈ– xÌÓy ˆÜ˛yl ~:ê˛yl≈y° ˆfiê˛yˆÏÓ˚ç xy˛õlyÓ˚ !˛õ!§ˆÏï˛ ≤ÃˆÏÓˆÏ¢Ó˚ xyˆÏà ˆã˛Ü˛ Ü˛ˆÏÓ˚

ˆlÎ˚y ˆfiê˛yˆÏÓ˚ˆÏç ˆÜ˛yˆÏly ≤ÃÜ˛yÓ˚ «˛!ï˛Ü˛yÓ˚Ü˛ §Ê˛ê˛GÎ˚ƒyÓ˚ xyˆÏSÈ !Ü˛ly– ~Ë˛yˆÏÓ ~Ü˛!ê˛ Ë˛yˆÏ°y

xƒy!rê˛Ë˛y•zÓ̊y§ §Ê˛ê˛GÎ̊ƒyÓ̊ xy˛õlyÓ̊ Ü˛!¡õí z̨ê˛y Ï̂Ó̊Ó̊ ̂ §•z §y Ï̂Ì xy˛õlyÓ̊ Ù)°ƒÓyl í˛yê˛yÓ̊ ò#â≈̂ ÏÙÎ̊y!ò

§%Ó˚«˛yÓ˚ ÓƒÓfliy Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛–

xy˛õ!l Î!ò ~Ü˛çl §ï˛Ü≈˛ Ü˛!¡õí˛zê˛yÓ˚ •zrê˛yÓ˚ˆÏlê˛ •zí˛zçyÓ˚ •ˆÏÎ˚ ÌyˆÏÜ˛Ïl ï˛yÓ˚˛õÓ˚G xy˛õlyˆÏÜ˛

xƒy!u˛Ë˛y•zÓ˚y§ ̂ ≤Ãy@˝ÃyÙ ÓƒÓ•y Ï̂Ó˚Ó˚ ≤Ã Ï̂Î˚yçl xy Ï̂SÈ– Ó yí z̨çy Ï̂Ó˚Ó˚ ò)Ó≈°ï˛yñ≤’yà•zl§ñ !Ó!Ë˛ß¨ ≤ÃÜ˛yÓ˚

ˆ°lˆÏòˆÏlñ x˛õyˆÏÓ˚!ê˛Ç !§ˆÏfiê˛Ù ≤ÃË,˛!ï˛Ó˚ çlƒ xƒy!rê˛Ë˛y•zÓ˚y§ §Ê˛ê˛GÎ˚ƒyÓ˚ ÌyÜ˛y ≤ÃˆÏÎ˚yçl–

xyÓ̊xy˛õ!l Î!ò xl°y•ẑ Ïl ̂ °l Ï̂òl Ü˛ Ï̂Ó̊l ï˛y• Ï̂° xy˛õlyÓ̊ !˛õ!§ Ï̂ï˛ xƒy!rê˛Ë˛y•zÓ̊y§ ÌyÜ˛y xÓ¢ƒ•z

≤Ã Ï̂Î˚yçlñ ~ál x Ï̂lÜ˛ xƒy!rê˛Ë˛y•zÓ˚y§ §Ê˛ê˛GÎ˚ƒyÓ˚ ̂ °l Ï̂ò Ï̂lÓ˚ !§!Ü˛í z̨!Ó˚!ê˛ !ò Ï̂Î˚ Ìy Ï̂Ü˛–

Ü˛ˆÏÎ˚Ü˛!ê˛ xƒy!rê˛Ë˛y•zÓ˚y§ ̂ ≤Ãy@˝ÃyˆÏÙÓ˚ lyÙ !lˆÏã˛ ̂ òÎ˚y •° /

● !Ó˚Ë˛ xƒy!rê˛Ë˛y•zÓ˚y§

● Ü˛y§˛õyÓ˚!flÒ

● ÙƒyÜ˛!Ê˛

● lÓ̊ê˛l

● !˛õ!§!§!°l

● ~!Ë˛!ç

● xƒyË˛yfiê˛
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Ü˛!¡õí z̨ê˛yÓ˚ !lÓ˚y˛õ_y /

xyÜ˛!fløÜ˛ ò%â≈ê˛lyç!lï˛ Ü˛yÓ˚ˆÏî Óy xÓy!N˛ï˛ Óƒ!_´ Ü˛ï,≈˛Ü˛ Ü˛!¡õí˛zê˛yˆÏÓ˚Ó˚ ÓƒÓ•*ï˛ ï˛ˆÏÌƒÓ˚

«˛!ï˛§yôlñ ˛õ!Ó˚Óï≈˛l Óy ˆày˛õl#Î˚ï˛y ÊÑ˛yˆÏ§Ó˚ !ÓÓ˚&ˆÏk˛ !lÓ˚y˛õ_yÙ)°Ü˛ ÓƒÓfliyˆÏÜ˛ Ü˛!¡õí˛zê˛yˆÏÓ˚Ó˚

!lÓ˚y˛õ_y ÓˆÏ°– ≤Ã¢y§!lÜ˛ G Ü˛y!Ó˚à!Ó˚ñ ò%•z ôÓ˚ˆÏlÓ˚ !lÓ˚y˛õ_y ÓƒÓfliy @˝Ã•ˆÏîÓ˚ ≤ÃˆÏÎ˚yçl •Î˚–

Ü˛!¡õí˛zê˛yˆÏÓ˚Ó˚ !lÓ˚y˛õ_y ÓƒÓfliy ò%•z Ó˚Ü˛ˆÏÙÓ˚ •ˆÏÎ˚ ÌyˆÏÜ˛ó Óy!•ƒÜ˛ !lÓ˚y˛õ_y ~ÓÇ xË˛ƒhs˝Ó˚#î

!lÓ˚y˛õ_y–

Óy!•ƒÜ˛ !lÓ˚y˛õ_y /  xy=lñ Ólƒyñ òyDyñ ã%˛!Ó˚ •zï˛ƒy!òÓ˚ ÙˆÏï˛y •yí≈˛GÎ˚ƒyÓ˚ G §Ê˛ê˛GÎ˚ƒyÓ˚ Ó!•Ë)≈˛ï˛

«˛!ï˛Ó˚ •yï˛ ̂ ÌˆÏÜ˛ Ü˛!¡õí˛zê˛yÓ˚ˆÏÜ˛ Ó˚«˛y Ü˛Ó˚yˆÏÜ˛ Ó°y •Î˚ Óy!•ƒÜ˛ !lÓ˚y˛õ_y ÓƒÓfliy–

xyË˛ƒhs˝Ó˚#î !lÓ˚y˛õ_y / xyË˛ƒhs˝Ó˚#î !lÓ˚y˛õ_y ÓƒÓfliyÓ˚ !Ó!Ë˛ß¨ =Ó˚&c˛õ)Ó˚î !òÜ˛=ˆÏ°y •ˆÏFSÈñ

xl%≤ÃˆÏÓ¢Ü˛yÓ˚# !lÎ˚sfîñ ï˛Ìƒ ≤ÃÓy• !lÎ˚sfîñ •hflÏˆÏ«˛˛õ !lÎ˚sfî G ̂ ÎyàyˆÏÎyà !lÎ˚sfî–

!lÓ˚y˛õ_yÓ˚ í ẑ̨ Ïj Ï̂¢ƒ ̂ ày˛õl#Î˚ ï˛Ìƒ= Ï̂°y Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ !Ó¢y° ï˛Ìƒ Ë˛y[˛yÓ˚ G ̨õ!Ó˚ã˛y°ly ÓƒÓfliy

ˆÌˆÏÜ˛ ̨ õ,ÌÜ˛Ë˛yˆÏÓ !lÓ˚y˛õ_y Ü˛yˆÏî≈° Óy xï˛ƒyÓ¢ƒÜ˛#Î˚ xÇˆÏ¢ §ÇÓ˚«˛î Ü˛Ó˚y •Î˚–

˛õ!Ó˚§Çáƒyl!ÓòÓ˚y x Ï̂lÜ˛ §ÙÎ˚ !Ó˛õ%° §ÇáƒÜ˛ ̂ °y Ï̂Ü˛Ó˚ Óƒ!_´àï˛ ï˛Ìƒ §Ç@˝Ã• Ü˛ Ï̂Ó˚ Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚

§y•yˆÏÎƒ §yÙ!@˝ÃÜ˛ ≤Ã!ï˛ˆÓòl ˜ï˛!Ó˚ Ü˛ˆÏÓ˚l– ˆÎÙlñ xyòÙ÷Ùy!Ó˚Ó˚ §ÙÎ˚ ~Ùl!ê˛ Ü˛Ó˚y •Î˚– ~§Ó

ˆ«˛ Ï̂e Óƒ!_´àï˛ ï˛Ìƒ ̂ ày˛õl Ó˚yáy á%Ó Ü˛‹TÜ˛Ó˚– !Ó!Ë˛ß¨ ï˛Ìƒ Ï̂Ü˛ ̂ ày˛õl ̂ Ü˛y Ï̂í˛Ó˚ Ùyôƒ Ï̂Ù §ÇÓ˚«˛î

Ü˛ˆÏÓ˚ ˆày˛õl#Î˚ï˛y Ó˚«˛y Ü˛Ó˚y §Ω˛Ó–

xy•z!ê˛ !lÓ˚y˛õ_yÓ˚ Do’s ~ÓÇ Dont’s

Do’s

1. ÓƒÓ•yÓ˚ ly •ˆÏ° xy˛õlyÓ˚ Ü˛!¡õí˛zê˛yÓ˚ ~ÓÇ ̂ Ê˛yl °Ü˛ Ü˛Ó˚&l

2. ˛ õy§GÎ˚yí≈˛ §ÇˆÏÓòl¢#° Ê˛y•z° ~ÓÇ !í˛Ë˛y•z§ ̂ ÎÙl •zí˛z ~§ !Ó ~ÓÇ ̂ Ê˛yl §%Ó˚!«˛ï˛ Ó˚yá%l

3. ç!ê˛° ̨õy§GÎ̊yí≈̨  ÓƒÓ•yÓ̊ Ü˛Ó̊&l ~ÓÇ §Ó§ÙÎ̊ !Ó!Ë˛ß̈ xƒy!≤’ Ï̂Ü˛¢ Ï̂lÓ̊ çlƒ !Ó!Ë˛ß̈ ̨õy§GÎ̊yí≈̨

ÓƒÓ•yÓ˚ Ü˛Ó˚&l

4. §ï˛Ü≈˛ ÌyÜ%˛l ~ÓÇ §ˆÏ®•çlÜ˛ •zˆÏÙ°=!° !Ó˚ˆÏ˛õyê≈˛ Ü˛Ó˚&l

Dont’s

1. ~Ü˛!ê˛ x!lÓ˚y˛õò Ü˛!¡õí˛zê˛yÓ˚ åˆÎÙl ~Ü˛!ê˛ •zrê˛yÓ˚ˆÏlˆÏê˛ Ü˛ƒyˆÏÊ˛ˆÏï˛ä ÓƒÓ•yÓ˚ Ü˛ˆÏÓ˚ ÓƒyÇ!Ü˛Ç

Óy xlƒ ̨õ!Ó˚ˆÏ£ÏÓy=!° ̨õ!Ó˚ã˛y°ly Ü˛Ó˚yÓ˚ çlƒ xy˛õlyÓ˚ ̂ ày˛õl#Î˚ ï˛Ìƒ •zl˛õ%ê˛ Ü˛Ó˚y–
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2. °à•zl ~ÓÇ ̨õy§GÎ˚yí≈˛ §Óy•zˆÏÜ˛ çylyˆÏly–

3. í z̨̨ õÎ%_´ !lÓ˚y˛õ_y SÈyí ¸̨y xy˛õlyÓ˚ Ü˛!¡õí z̨ê˛y Ï̂Ó˚ Óƒ!_´àï˛ •zí z̨~§!Ó Óy xlƒylƒ !í˛Ë˛y•z§ ≤’yà

•zl Ü˛Ó˚y

4. Ü˛yˆÏçÓ˚ ÙˆÏôƒ xll%ˆÏÙy!òï˛ ̂ ≤Ãy@˝ÃyÙ •zlfiê˛° Ü˛Ó˚y–

xy•z!ê˛ xƒyQ 2000

•zlÊ˛Ó˚ˆÏÙ¢l ˆê˛Ü˛ˆÏly°!ç xƒyQñ 2000 åxy•z!ê˛~ÈüÈ2000 Óy xy•z!ê˛ xƒyQ lyˆÏÙG ˛õ!Ó˚!ã˛ï˛ä

Ë˛yÓ˚ï˛#Î˚ §Ç§ˆÏòÓ˚ ~Ü˛!ê˛ xy•zl Îy 17 xˆÏQyÓÓ˚ 2000 ï˛y!Ó˚ˆÏá !ÓK˛y!˛õï˛ •Î˚– !Ó°!ê˛ 2000

§yˆÏ°Ó˚ ÓyˆÏçê˛ x!ôˆÏÓ¢ˆÏl ˛õy§ •Î˚ ~ÓÇ 9 ˆÙ 2000 ï˛y!Ó˚ˆÏá Ó˚y‹T…˛õ!ï˛ ˆÜ˛É xyÓ˚É lyÓ˚yÎ˚îl

Ü˛ï,≈̨ Ü˛ fl∫y«˛!Ó˚ï˛ •Î˚– ~!ê˛ Ë˛yÓ˚̂ Ïï˛Ó˚ ≤ÃyÌ!ÙÜ˛ xy•zl Îy §y•zÓyÓ˚ x˛õÓ˚yô ~ÓÇ •ẑ Ï°Ü˛ê ∆̨!lÜ˛ Óy!îçƒ

çy!ï˛§ÇˆÏâÓ˚ §yôyÓ˚î ˛õ!Ó˚£ÏˆÏòÓ˚ §yôyÓ˚î x!ôˆÏÓ¢ˆÏlÓ˚ 30 çyl%Î˚y!Ó˚ñ 1997 ~Ó˚~Ü˛!ê˛

ˆÓ˚̂ Ïçy!°í z̨¢l myÓ˚y ≤ÃhflÏy!Óï˛ çy!ï˛§Ç Ï̂âÓ˚ Ù Ï̂í˛° xy•zl 1996 (UNCITRAL Ù Ï̂í˛°ä í z̨̨ õÓ˚

!Ë˛!_ Ü˛ˆÏÓ˚ ˜ï˛Ó˚# •ˆÏÎ˚ˆÏSÈ– Ù)° xy•zl!ê˛ˆÏï˛ 94!ê˛ !ÓË˛yà Ó˚ˆÏÎ˚ˆÏSÈñ Îy 13!ê˛ xôƒyÎ˚ ~ÓÇ 4!ê˛

§ÙÎ˚§)ã˛#=!°ˆÏï˛ !ÓË˛_´– xy•zl §Ù@˝Ã Ë˛yÓ˚ˆÏï˛Ó˚ çlƒ ≤ÃˆÏÎyçƒñ xlƒylƒ ˆòˆÏ¢Ó˚ lyà!Ó˚Ü˛Ó˚yG

xy•zˆÏlÓ˚ xô#ˆÏl ˆòy£Ï# §yÓƒhflÏ •ˆÏï˛ ˛õyˆÏÓ˚ñ Î!ò x˛õÓ˚yô Ë˛yÓ˚ˆÏï˛ xÓ!fliï˛ ~Ü˛!ê˛ Ü˛!¡õí˛zê˛yÓ˚ Óy

ˆlê˛GÎ˚yˆÏÜ≈˛Ó˚ §yˆÏÌ ç!í˛¸ï˛ ÌyˆÏÜ˛–

•ẑ Ï°Ü˛ê ∆̨!lÜ˛ àË˛ Ï̂l≈̂ Ï™Ó˚ çlƒ •ẑ Ï°Q…!lÜ˛ ̂ Ó˚Ü˛í≈̨  ~ÓÇ !í˛!çê˛y° fl∫y«˛Ó˚ fl∫#Ü,̨ !ï˛Ó˚ Ùyôƒ Ï̂Ù xy•zl!ê˛

xy•z!l Ü˛yë˛yˆÏÙy ≤Ãòyl Ü˛ˆÏÓ˚– ~!ê˛ ï˛yˆÏòÏÓ˚ çlƒ §y•zÓyÓ˚ x˛õÓ˚yô ~ÓÇ !lô≈y!Ó˚ï˛ ¢y!hflÏ !lôyÓ˚î

Ü˛ˆÏÓ˚– ~•z lï%˛l xy•zl ̂ ÌˆÏÜ˛ í˛zay!˛õï˛ !ÓˆÏÓ˚yô !l‹õ!_ Ü˛Ó˚yÓ˚ çlƒ ~!ê˛ ~Ü˛!ê˛ §y•zÓyÓ˚ xy˛õ#°

ê˛∆y•zÓ%ƒly° ≤Ã!ï˛¤˛y Ü˛ˆÏÓ˚ˆÏSÈ– ~•z xy•zl!ê˛ Ë˛yÓ˚ï˛#Î˚ ò[ !Ó!ôÓ˚ 1860ñ Ë˛yÓ˚ï˛#Î˚ ≤ÃÙyî xy•zlñ

1872ñ ÓƒyB˛y§≈ Ó%Ü˛ ~!Ë˛ Ï̂í˛™ ~ƒyQñ 1891 ~ÓÇ !Ó˚çyË≈̨  ÓƒyÇÜ˛ xÊ˛ •z![˛Î˚y xƒyQñ 1891 ~ÓÇ

!Ó˚çyË≈˛ ÓƒyÇÜ˛ xÊ˛ •z![˛Î˚y xƒyQñ 1934ÈüÈ~Ó˚ !Ó!Ë˛ß¨ !ÓË˛yˆÏà ï˛yˆÏòÏÓ˚ lï%˛l ≤ÃÎ%!_´=!°Ó˚ §yˆÏÌ

§D!ï˛˛õ)î≈ ˛Ü˛Ó˚yÓ˚ çlƒ §ÇˆÏ¢y!ôï˛ •ˆÏÎ˚ˆÏSÈ–

!Ó!Ë˛ß¨ ôÓ˚ˆÏlÓ˚ §y•zÓyÓ˚ e´y•zÙ

!lˆÏ¡¨ !Ó!Ë˛ß¨ ôÓ˚ˆÏlÓ˚ §y•zÓyÓ˚ e´y•zˆÏÙÓ˚ í˛zòy•Ó˚î ˆòGÎ˚y •° /

1É  •ƒy!Ü˛Ç

2É SQL •zl Ï̂çÜ‰̨ ¢l‰§‰

3É e´¢ §y•zê˛ !fl;˛!≤WzÇ



67

4É Ë˛y•zÓ˚y§ §¡±ã˛yÓ˚

5É !Ê˛!¢Ç

6É ˆí˛!lÎ˚y° xÊ˛ §yÓ˚!Ë˛§ xƒyê˛yÜ˛

ï˛Ìƒ=!Æ!Óòƒy

ï˛Ìƒ=!Æ!Óòƒy å•zÇˆÏÓ˚!ç / Cryptography !e´˛õˆÏê˛y@˝Ãy!Ê˛˛ä Ü˛!¡õí˛zê˛yÓ˚ !ÓK˛yˆÏlÓ˚ !lÓ˚y˛õ_y

~°yÜ˛yÓ˚ ~Ü˛!ê˛ ¢yáyñ ÎyˆÏï˛ ï˛Ìƒ ˆày˛õl Ü˛Ó˚yÓ˚ !Ó!Ë˛ß¨ í˛z˛õyÎ˚ §¡õˆÏÜ≈˛ àˆÏÓ£Ïîy Ü˛Ó˚y •Î˚–

ï˛Ìƒ=!Æ!Óòƒy •ˆÏFSÈ ~Ü˛!ê˛ ï,˛ï˛#Î˚ ˛õˆÏ«˛Ó˚ å•zÇˆÏÓ˚!ç/ Adversary) í˛z˛õ!fli!ï˛ˆÏï˛ !lÓ˚y˛õò

ˆÎyàyˆÏÎyˆÏàÓ˚ ˛õk˛!ï˛§Ù)• §Çe´yhs˝ ã˛ã≈˛y G xyˆÏ°yã˛ly– ~•z !ÓòƒyÎ˚ ï,˛ï˛#Î˚ ˛õˆÏ«˛Ó˚ ≤ÃˆÏÓ¢ ÓˆÏ¶˛Ó˚

çlƒ Ü˛yÎ≈˛õk˛!ï˛ §,!‹T G !ÓˆÏŸ’£Ïî Ü˛Ó˚y •Î˚– à!îï˛ñ Ü˛!¡õí˛zê˛yÓ˚ !ÓK˛yl ~ÓÇ ï˛!í˛¸Í ≤ÃˆÏÜ˛Ô¢ˆÏ°Ó˚

!Ó!Ë˛ß¨ ̂ «˛ Ï̂e xyô%!lÜ˛ ï˛Ìƒ=!Æ!ÓòƒÓ˚ í z̨̨ õ!fli!ï˛ °«˛l#Î˚– ~!ê˛ ~Ù Ü˛yí≈̨ ñ Ü˛!¡õí z̨ê˛yÓ˚ ̨õy§GÎ˚yí≈̨ ñ

˜Óò%ƒ!ï˛l Óy!îçƒ Óy •zÈüÈÜ˛Ùy§≈ÈüÈ~Ó˚ ̂ «˛ˆÏe ï˛Ìƒ=!Æ!ÓòƒyÓ˚ ÓƒÓ•y!Ó˚Ü˛ ≤ÃˆÏÎ˚yà Ó˚ˆÏÎ˚ˆÏSÈ–

ï˛Ìƒ=!Æ!ÓòƒyÓ˚ •zÇ Ï̂Ó˚!ç xl%Óyò !e´ Ï̂≤Wzy@˝Ãy!Ê˛ ¢∑!ê˛ ~ Ï̂§ Ï̂SÈ !@˝ÃÜ˛ !e´˛õ‰̂ Ïï˛y§‰ ÎyÓ˚ xÌ≈ ÚÚˆày˛õlÛÛñ

~ÓÇ  ÎyÓ˚ xÌ≈ ÚÚ!°álÛÛ •ˆÏï˛–



























80

Chapter - 4

3É2É1 Productivity & Quality Tools

í z̨Í˛õyòl¢#°ï˛y ~ÓÇ =îÙyl !lî≈yÎ˚Ü˛

1. Gross Domestic Product (GDP)

Gross Domestic Product-~Ó˚ xÌ≈ §Ó≈ˆÏÙyê˛ ˆò¢ç í˛zÍ˛õyòl– Î!òG GDP lyˆÏÙ

~!ê˛ x!ôÜ˛ ̨õ!Ó˚!ã˛ï˛– ~Ü˛ ÓSÈ Ï̂Ó˚ ~Ü˛!ê˛ ̂ ò Ï̂¢ ̂ Î ̨õ!Ó˚Ùyî ≤Ãy!hs˝Ü˛ oÓƒ í z̨Í˛õy!òï˛ • Ï̂Î˚̂ ÏSÈ åxy!Ì≈Ü˛

Ù)ˆÏ°ƒä ~ÓÇ ˆÎ ˛õ!Ó˚Ùyl ≤Ãy!hs˝Ü˛ ˛õ!Ó˚ˆÏ£ÏÓy ≤Ãòyl Ü˛Ó˚y •ˆÏÎ˚ˆÏSÈ åxy!Ì≈Ü˛ Ù)ˆÏ°ƒä ï˛yÓ˚ §Ù!‹TˆÏÜ˛

GDP Ó°y •Î˚–

~Ü˛!ê˛ ̂ òˆÏ¢Ó˚ xÌ≈˜Ïl!ï˛Ü˛ xÓfliy !lÓ˚*˛õî Ü˛Ó˚yÓ˚ çlƒ GDP ~Ü˛!ê˛ Ë˛yˆÏ°y í˛z˛õyÎ˚– ̂ ÎˆÏ•ï%˛

§Ó ˆòˆÏ¢•z ~Ü˛•z ˛õk˛!ï˛ˆÏï˛ GDP !•§yÓ Ü˛Ó˚y •Î˚ñ !Ó!Ë˛ß¨ ˆòˆÏ¢Ó˚ í˛zÍ˛õyòl¢#°ï˛y

(productivity) ï%˛°ly Ü˛Ó˚yÓ˚ çlƒ ˆ§•z ˆò¢=!°Ó˚ GDP-Ó˚ Ùyî !lî≈yÎ˚Ü˛ !•§yˆÏÓ ÓƒÓ•yÓ˚

Ü˛Ó˚y •Î˚– ~Ùl!Ü˛ ~Ü˛!ê˛ ˆòˆÏ¢Ó˚ GDP í˛zk≈˛à!ï˛ Óy !l¡¨à!ï˛ ˆÌˆÏÜ˛ ˆ§•z ˆòˆÏ¢Ó˚ xÌ≈˜Ïl!ï˛Ü˛

Ü˛yÎ≈yÓ°#Ó˚ xÓfliyl §¡õˆÏÜ≈˛ ~Ü˛ê˛y §ÙƒÜ˛ ôyÓ˚îy Ü˛Ó˚y §Ω˛Ó •Î˚–

GDPÈüÈÓ˚ Ùyl ˆòˆÏá ˆòˆÏ¢Ó˚ xÌ≈˜Ïl!ï˛Ü˛ xã˛°yÓfliy ˆÌˆÏÜ˛ Ù%!_´ ˛õyGÎ˚yÓ˚ í˛z˛õyÎ˚ !lô≈yÓ˚î

Ü˛Ó̊y ÎyÎ̊– ÓƒÓ§y!Î̊Ü˛ ≤Ã!ï˛¤˛yl=!° GDPÈüÈÓ̊ §yÇáƒÙyl ̂ Ì Ï̂Ü˛ ÓƒÓ§yÓ̊ Ë˛!Ó£ÏƒÍ Ü˛Ù≈̨ õk˛!ï˛ !l!Ÿã˛ï˛

Ü˛ˆÏÓ˚ ÌyˆÏÜ˛l–

2017 §y Ï̂° Ë˛yÓ˚ï˛Ó Ï̂£Ï≈Ó˚ GDPÈüÈÓ˚ §yÇáƒÙyl !SÈ° 2597.49 billion USD Ë˛yÓ˚ï˛Ó Ï̂£Ï≈Ó˚

GDP-Ó˚ xÇ¢ !ÓŸªÈüÈxÌ≈l#!ï˛Ó˚ 4.19%, 2017-18 xÌ≈˜Ïl!ï˛Ü˛ ÓˆÏ£Ï≈Ó˚ ˆ¢£ÏË˛yˆÏà Ë˛yÓ˚ï˛ÓˆÏ£Ï≈

GDP-Ó˚ í˛zß¨Î˚l 7.7% ˛õ!Ó˚°!«˛ï˛ •ˆÏÎ˚ˆÏSÈ–

2. Incentive Óy í z̨Í§y•Ë˛yï˛y

≤Ã!ï˛!ê˛ Óƒ!_´Ó̊ Ü˛Ù≈«˛Ùï˛y §Ùyl lÎ̊– ̂ Ñ˛yòÁ ~Ü˛!ê˛Ü˛yç Ü˛Ó̊yÓ̊ çlƒ í z̨Í˛õyòl ̂ «˛ Ï̂e §Ó§ÙÎ̊•z

~Ü˛!ê˛ Standard time !lô≈yÓ˚î Ü˛Ó˚y ÌyˆÏÜ˛– ÙˆÏl Ü˛Ó˚y ÎyÜ˛ñ ~Ü˛!ê˛ ˆõyê˛ˆÏÓ˚Ó˚ xyˆÏÙ≈ã˛yˆÏÓ˚ ï˛yÓ˚

˛õÑƒyã˛y Ï̂ly (wire sinding)-Ó˚ çlƒ fiê˛ƒyu˛yí≈̨  ê˛y•zÙ 40 !Ù!lê˛– §yÓ˚y!òl xyê˛ ârê˛y Ü˛y Ï̂çÓ˚ §ÙÎ˚

•ˆÏ° ï˛yÓ˚ ˆÌˆÏÜ˛ ò%ÈüÈârê˛y Óyò ˆòGÎ˚y ÎyÜ˛ !Ó◊yÙñ !ê˛!Ê˛l áyGÎ˚y •zï˛ƒy!òÓ˚ çlƒ– ï˛y•ˆÏ° ≤ÃÜ,˛ï˛

Ü˛yˆÏçÓ˚ §ÙÎ˚ 6 ârê˛y Óy 360 !Ù!lê˛– xï˛~Ó 360 !Ù!lˆÏê˛ ~Ü˛çl àí˛¸˛õÓ˚ï˛y Ü˛Ù#≈

360È÷ 40 = 9 !ê˛ xyˆÏÙ≈ã˛yÓ˚ å§!ë˛Ü˛ =îÙyˆÏlÓ˚ä ≤Ã›ï˛ Ü˛Ó˚ˆÏï˛ §«˛Ù– !Ü˛v !Ü˛S%È ò«˛ Ü˛Ù≈# ~

§ÙˆÏÎ˚ §!ë˛Ü˛ =îÙyˆÏlÓ˚ 10 !ê˛ xyˆÏÙ≈ã˛yÓ˚ ≤Ã›ï˛ Ü˛Ó˚ˆÏï˛ §«˛Ù •ˆÏ° ï˛yˆÏÜ˛ ˙ x!ï˛!Ó˚_´ Ü˛yç
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å~Ü˛•z §ÙÎ̊Ü˛y Ï̂°Ó̊ Ù Ï̂ôƒä Ü˛Ó̊yÓ̊ çlƒ í z̨Í§y• ̂ òGÎ̊y • Ï̂Î̊ Ìy Ï̂Ü˛– ~•z í z̨Í§y• §yôyÓ̊îï˛/ xÌ≈Ù)̂ Ï°ƒ

ˆòGÎ˚y •Î˚ xÌ≈yÍ í˛zÍ§y•Ë˛yï˛y Óy incetive å•zl‰ˆÏ§l!ê˛Ë˛ä !•§yˆÏÓ ̂ òGÎ˚y •Î˚–

3. Production Linked Bonus Óy í˛zÍ˛õyòl !Ë˛!_Ü˛ ˆÓyly§ /

Ófl f̨!ü“ñ ̂ ò¢°y•z !¢“ñ Ü˛y Į̈̂ õ≈ê˛ ≤Ã›ï˛Ü˛Ó˚î •zï˛ƒy!ò ̂ «˛ Ï̂e ≤ÃyÎ˚¢•z ~•z çyï˛#Î˚ í z̨Í§y•Ë˛yï˛y

≤Ãòyl Ü˛Ó˚y •ˆÏÎ˚ ÌyˆÏÜ˛– Ü˛yç Ü˛Ó˚yÓ˚ fl∫yË˛y!ÓÜ˛ à!ï˛ˆÏÜ˛ í˛zk≈˛Ù%á# Ü˛Ó˚yÓ˚ çlƒ ◊!ÙÜ˛ˆÏòÓ˚ í˛zÍ˛õyòl

!Ë˛!_Ü˛ ̂ Óyly§ ̂ òGÎ̊y • Ï̂Î̊ Ìy Ï̂Ü˛– ~Ó̊ Ê˛ Ï̂° Ñ˛õ≈fl į̂ Ïú Ü˛y Ï̂çÓ̊ ̨õ!Ó̊ Ï̂Ó¢ ÓçyÎ̊ Ìy Ï̂Ü˛ ~ÓÇ Ü˛Ù#≈̂ ÏòÓ̊

fl∫yË˛y!ÓÜ˛ ˆÓï˛l Óy Ùç%Ó˚#Ó˚ í˛z˛õÓ˚ x!ï˛!Ó˚_´ í˛z˛õyç≈ˆÏlÓ˚ Ê˛ˆÏ° ÙˆÏlyÓ° Ó,!k˛ ˛õyÎ˚– x!ï˛!Ó˚_´

í z̨̨ õyç≈l xyÓ̊G ~Ü˛ê˛y =Ó̊&c˛õ)î≈ Ë)̨ !ÙÜ˛y˛õy°l Ü˛ Ï̂Ó̊ ï˛y•° improvement of living standard

xÌ≈yÍ Ü˛Ù#≈̂ ÏòÓ˚ ç#ÓlôyÓ˚̂ ÏîÓ˚ =îàï˛ Ùy Ï̂lÓ˚ í z̨ß¨!ï˛§yôl– Ü˛Ù#≈̂ ÏòÓ˚ ç#ÓlôyÓ˚̂ ÏîÓ˚ Ùy Ï̂lÓ˚ í z̨ß¨!ï˛

âê˛ˆÏ° !¢«˛yñ fl∫yfliƒÈüÈÓ˚ ≤Ã!ï˛ Ü˛Ù#≈Ó˚y ÎbÓyl •ˆÏÓl ~ÓÇ ̂ §=!°Ó˚ í˛zß¨!ï˛§yôl âê˛ˆÏÓ–

4. Skill Óy ò«˛ï˛y /

Training Óy ≤Ã!¢«˛ Ï̂îÓ˚ Ùyôƒ Ï̂Ù ̂ Ü˛ylG Óƒy!_´Ó̊ myÓ̊y skill Óy ò«˛ï˛y ~ÓÇ knowledge

Óy K˛yl xç≈l Ü˛Ó˚y §Ω˛Ó– ò«˛ï˛yÓ˚ xyÓyÓ˚ Ó˚Ü˛ÙˆÏÊ˛Ó˚ xyˆÏSÈ– ~Ü˛çl §yôyÓ˚î •zˆÏ°Ü‰˛!ê˛∆!¢Î˚yl

•Î˚ˆÏï˛y £yv z̨ã GÎ˚ƒy!Ó˚ÇÈüÈ~Ó˚ Ü˛yçê˛y Ë˛yˆÏ°y ÙˆÏï˛y Ü˛Ó˚ˆÏï˛ ̨ õyÓ˚ˆÏÓl ~ÓÇ ̂ §•z Ü˛yˆÏç !ï˛!l ò«˛ï˛y

~ÓÇ K˛ylÈüÈò%̂ Ïê˛y•z xç≈l Ü˛ Ï̂Ó˚̂ ÏSÈl– !Ü˛v •y•zÈüÈˆË˛y Ï̂Œê˛ç °y•ẑ Ïl Ü˛yç Ü˛Ó˚̂ Ïï˛ ̂ à Ï̂° ̂ §•z Óƒy!_´Ó˚

•y•zÈüÈˆË˛yˆÏŒê˛ç °y•zl §Çe´yhs˝ ò«˛ï˛y ~ÓÇ K˛yl xyÓ˚G Óyí˛¸yˆÏly òÓ˚Ü˛yÓ˚–

!lˆÏçÓ˚ •yˆÏï˛ ˆÜ˛ylG Ü˛yç ÓyÓ˚ÓyÓ˚ Ü˛Ó˚yÓ˚ §ÙˆÏÎ˚ ÷ô% ò«˛ï˛y•z Ó,!k˛ ˛õyÎ˚ ly– !lˆÏçÓ˚ í˛z˛õÓ˚

xyfliyG Ó,!k˛ ̨õyÎ˚–

5. Working Aids Óy Ü˛yˆÏçÓ˚ §•yÎ˚Ü˛ !Ó£ÏÎ˚=!° É

Ü˛yç Ü˛Ó˚yÓ˚ §ÙÎ˚ ~Ü˛çl Ü˛Ù#≈Ó˚ x Ï̂lÜ˛Ó˚Ü˛Ù §•yÎ˚ï˛y Óy §• Ï̂Îy!àï˛yÓ˚ ≤Ã Ï̂Î˚yçl •Î˚– ï˛y Ï̂Ü˛

ˆÎÙl ̂ Ü˛ylG !ÓˆÏ¢£Ï Îsf˛õy!ï˛Ó˚ §•yÎ˚ï˛yÎ˚ Ü˛yç Ü˛Ó˚ˆÏï˛ •ˆÏï˛ ̨ õyˆÏÓ˚ñ ̂ ï˛Ùl•z ̂ Ü˛yl §y•yÎƒÜ˛yÓ˚#

Óƒ!_´Ó˚G ≤ÃˆÏÎ˚yçl •ˆÏï˛ ˛õyˆÏÓ˚–

xˆÏlÜ˛ ̂ «˛ˆÏe•z ̂ òáy ÎyÎ˚ ~Ü˛çl ò«˛ ◊!ÙˆÏÜ˛Ó˚ Ü˛yç Ü˛Ó˚yÓ˚ §ÙÎ˚ ~Ü˛çl working aid

Óy §y•yÎƒÜ˛yÓ˚# Óƒ!_´Ó˚ ≤ÃˆÏÎ˚yçl •ˆÏÎ˚ ÌyˆÏÜ˛– ~Ó˚ Ê˛ˆÏ°˙ ò«˛ ◊!ÙˆÏÜ˛Ó˚ Ü˛yˆÏçÓ˚ à!ï˛ ÓyˆÏí˛¸ ~ÓÇ

¢yÓ˚#!Ó˚Ü˛ ̨ õ!Ó˚◊ˆÏÙÓ˚ V˛!E˛ Ü˛ˆÏÙ ÎyÎ˚–

ˆÜ˛yl ˆ«˛ˆÏe working aid !•§yˆÏÓ ò«˛ ◊!ÙÜ˛ !ÓˆÏ¢£Ï Îsf˛õy!ï˛Ó˚ §y•yÎƒ !lˆÏÎ˚ ÌyˆÏÜ˛l

~ÓÇ ̂ Ü˛ylG ̂ «˛ˆÏe Îsf˛õy!ï˛ ~ÓÇ §y•yÎƒÜ˛yÓ˚# Óƒ!_ ñ́ ò%ˆÏÎ˚Ó˚•z ≤ÃˆÏÎ˚yçl •ˆÏï˛ ̨ õyˆÏÓ˚–
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6. Automation Óy fl∫Î˚Ç!e´Î˚ï˛y

í˛zÍ˛õyòl¢#°ï˛yÓ˚ xyÓ˚G í˛zß¨!ï˛Ó˚ çlƒ fl∫Î˚Ç!e´Î˚ ÎˆÏsfÓ˚ §y•yÎƒ ̂ lGÎ˚y •Î˚– ≤ÃyÌ!ÙÜ˛Ë˛yˆÏÓ

Îsf!ê˛ ̂ Ü˛lyÓ˚ çlƒ x!ï˛!Ó˚_´ ÓƒÎ˚ Ü˛Ó˚̂ Ïï˛ • Ï̂°G Ü˛Ù §Ù Ï̂Î˚ ̂ Ó¢# Ü˛yç Ü˛Ó˚yÓ˚ §%Óy Ï̂ò fl∫Î˚Ç!e´Î˚ Îsf

§y◊Î˚Ü˛yÓ˚# •Î˚–

Ë˛yÓ˚ï˛Ó Ï̂£Ï≈ ◊!ÙÜ˛ §•ç°Ë˛ƒ– ï˛y•z ~áy Ï̂l fl∫Î˚Ç!e´Î˚ Î Ï̂sfÓ˚ ÓƒÓ•yÓ˚ §#!Ùï˛– ~Ü˛!ê˛ fl∫Î˚Ç!e´Î˚

Îsf ~Ü˛y!ôÜ˛ ◊!ÙˆÏÜ˛Ó˚ Ü˛yç Ü˛ˆÏÓ˚ !òˆÏï˛ §«˛Ù–

7. Environment Óy ̨õ!Ó˚̂ ÏÓ¢

˛õ!Ó˚ˆÏÓ¢ ò)£Ïî Ù)°ï˛/ ã˛yÓ˚≤ÃÜ˛yÓ˚ ÈüüüÈ

i) ÓyÎ˚% ò)£Ïî

ii) ç° ò)£Ïî

iii) Ù,!_Ü˛y ò)£Ïî

iv) ¢∑ ò)£Ïî

Ü˛°ÈüÈÜ˛yÓ˚áyly !là≈ï˛ ̂ ôÑyÎ˚yñ àyí ¸̨# !là≈ï˛ ̂ ôÑyÎ˚yñ à,•fliy°#Ó˚ Ü˛yç !là≈ï˛ ̂ ôÑyÎ˚y •zï˛ƒy!ò ̂ Ì Ï̂Ü˛

ÓyÎ˚% ò)£Ïî âˆÏê˛ ÌyˆÏÜ˛– ̂ òáy ̂ àˆÏSÈ ̂ Î 1980 §yˆÏ°Ó˚ ̨ õÓ˚ ̂ ÌˆÏÜ˛ ̨õ,!ÌÓ#Ó˚ ÓyÎ˚%Ù[˛° Ùyey!ï˛!Ó˚_´

Ë˛yˆÏÓ ò)!£Ïï˛ •ˆÏÎ˚ˆÏSÈ– ~Ó˚ §)ò%Ó˚ ≤Ã§yÓ˚# ≤ÃË˛yÓ •ˆÏFSÈ !ÓŸªÈüÈí˛z£èyÎ˚îñ Îy xyç ˛õ!Ó˚ˆÏÓ¢!ÓòˆÏòÓ˚

ÎˆÏÌ‹T !ã˛hs˝yÓ˚ Ü˛yÓ˚î •ˆÏÎ˚ òÑy!í˛¸ˆÏÎ˚ˆÏSÈ–

ç° ò)£ÏˆÏîÓ˚ lyly!Óô Ü˛yÓ˚ˆÏîÓ˚ ÙˆÏôƒ Ü˛°ÈüÈÜ˛yÓ˚áyly !là≈ï˛ Óç≈ƒ˛õòyÌ≈•z ≤Ãôyl– ~Ó˚ §ˆÏD

fliyl#Î˚ hflÏˆÏÓ˚ lyly!Óô Ü˛yÎ≈Ü˛°y˛õG ç° ò)£ÏˆÏîÓ˚ lyly!Óô Ü˛yÓ˚ˆÏîÓ˚ ãòƒ îyÎ˚#–

Ü,˛!£Ïç!ÙˆÏï˛ ÎˆÏÌFSÈ §yÓ˚ ≤ÃˆÏÎ˚yà Ü˛Ó˚yñ Ü˛#ê˛ly¢Ü˛ ≤ÃˆÏÎ˚yà Ü˛Ó˚yñ Ü˛!ë˛l Óç≈ƒ ̨õòyÌ≈ !lˆÏ«˛˛õ

•zï˛ƒy!ò Ü˛yÓ˚ˆÏî Ù,!_Ü˛y ò)£Ïî âˆÏê˛–

8. Motivation Óy ̨xl%≤Ãy!îï˛Ü˛Ó˚î

˛Óƒ!_´!Ó Ï̂¢£Ï̂ ÏÜ˛ Ü˛y Ï̂ç xy!Ó‹T Ü˛Ó˚yÓ˚ lyÙ•z •Û° xl%≤Ãy!îï˛Ü˛Ó˚î– ̂ Ü˛ylG Ü˛yç Ü˛Ó˚yÓ˚ §ÙÎ˚

ˆÜ˛ylG Óƒ!_´ Î!ò ̂ ã˛‹Ty ~ÓÇ ¢!_´Ó˚ ÎÌyÌ≈ ≤Ã Ï̂Î˚yà Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛l ï˛ Ï̂Ó Ó°y ÎyÎ˚ Ü˛yçê˛y Ü˛Ó˚yÓ˚ çlƒ

!ï˛!l ÎˆÏÌ¤˛ xl%≤Ãy!îï˛– xl%ˆÏ≤ÃÓ˚îy ly ÌyÜ˛ˆÏ° ̂ Ü˛ylG Ü˛yç•z §Ê˛°Ë˛yˆÏÓ Ü˛Ó˚y §Ω˛Ó lÎ˚–

ç#ÓlôyÓ˚ˆÏîÓ˚ ãòƒ ˆÜ˛ylG !Ü˛S%ÈÓ˚ xË˛yÓ ˆÌˆÏÜ˛ ˜ï˛Ó˚# •Î˚ “need” Óy ≤ÃˆÏÎ˚yçl#Î˚ï˛y–

“Need” çß√ ˆîÎ˚ “Want” Óy ã˛y!•òyÓ˚– ã˛y!•òy ̨ õ)Ó˚î ly •GÎ˚y xÓ!ô Óƒ!_´ÙˆÏl “tension”
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Óy í˛zˆÏ_çly ÓçyÎ˚ ÌyˆÏÜ˛– v ẑ̨ Ï_ãòy !lÓ˚§ˆÏlÓ˚ çlƒ Óƒ!_´!ÓˆÏ¢£Ï “action” Óy !e´Î˚yÜ˛°y˛õ

ã˛y!° Ï̂Î̊ Îyl– ã˛y!•òy ̨õ)Ó̊î • Ï̂° Óƒ!_´Ù Ï̂l “Satisfaction” Óy ̨õ!Ó̊ï,̨ !Æ â Ï̂ê˛– Need Óy ≤Ã Ï̂Î̊yçl

ˆÌˆÏÜ˛ ÷Ó˚& Ü˛ˆÏÓ˚ “Satisfaction” Óy ˛õ!Ó˚ï,˛!Æ xÓ!ô §¡õ)î≈ ˛õÌ x!ï˛e´Ù Ü˛Ó˚yÓ˚ çlƒ ˆÎ!ê˛

ã˛y!°Ü˛y¢!_´ !•§yˆÏÓ Ü˛yç Ü˛ˆÏÓ˚ñ ï˛yˆÏÜ˛ “motivaiton” Óy xl%≤Ãy!îï˛Ü˛Ó˚î Ó°y •Î˚–

ˆÎ §ÙhflÏ í˛z˛õyòyl=!° ã˛y!°Ü˛y¢!_´ !•§yˆÏÓ Ü˛yç Ü˛ˆÏÓ˚ ˆ§=!°ˆÏÜ˛ Ó°y •Î˚ xl%ˆÏ≤ÃÓ˚Ü˛

(motivator)– ˛õ%Ó˚flÒyÓ˚≤Ãòylñ í˛zÍ§y•Ë˛yï˛y •zï˛ƒy!ò xÌ≈Ù)°ƒÎ%_´ í˛z˛õyòyl ˆÎÙl !Ü˛S%È ˆ«˛ˆÏe

xl%ˆÏ≤ÃÓ˚ˆÏÜ˛Ó˚ Ü˛yç Ü˛ˆÏÓ˚ ˆï˛Ùl•z Ü˛yˆÏçÓ˚ ˛õ!Ó˚ˆÏÓ¢ñ òy!Î˚cñ !lÓ˚y˛õ_yñ §%Ó˚«˛y çyï˛#Î˚ xÌ≈Ù)°ƒ

Î%_´ lÎ˚ ~Ùl í˛z˛õyòyl=!°G xl%ˆÏ≤ÃÓ˚ˆÏÜ˛Ó˚ Ü˛yç Ü˛ˆÏÓ˚ ÌyˆÏÜ˛–

9. Banking Processes

§yôyÓ˚î lyà!Ó˚ˆÏÜ˛Ó˚ ~ÓÇ ÓƒÓ§y ≤Ã!ï˛¤˛yˆÏlÓ˚ xÌ≈ §%Ó˚!«˛ï˛ ~ÓÇ í˛z˛õyç≈l«˛Ù Ó˚yáyÓ˚ çlƒ

Óƒy!B˛Ç ̨õk˛!ï˛Ó˚ ≤Ãã˛°l â Ï̂ê˛– §Ó˚Ü˛yÓ˚# ~ÓÇ ̂ Ó§Ó˚Ü˛yÓ˚# í z̨Ë˛Î˚ ≤ÃÜ˛yÓ˚ í ẑ̨ Ïòƒy Ï̂à•z Óƒy!B˛Ç ̨õ!Ó˚̂ Ï£ÏÓy

°∏˛– Ë˛yÓ˚ï˛Ó Ï̂£Ï≈Ó˚ §ÙhflÏ Óƒy Ï̂B˛Ó˚ !e´Î˚yÜ˛°y˛õ !lÎ˚sfî Ü˛Ó˚yÓ˚ çlƒ !Ó˚çyË≈̨  ÓƒyB˛ xÊ˛ •z!u˛Î˚y à!ë˛ï˛

•Î˚– ÓƒyˆÏB˛ ̂ ÎÙl xÌ≈Ó˚y!¢ çÙy ̂ Ó˚ˆÏá §%ò ≤Ãy!Æ âˆÏê˛ ̂ ï˛Ù!l ÓƒyB˛ ̂ ÌˆÏÜ˛ }î @˝Ã•î Ü˛ˆÏÓ˚ ÓƒÓ§y

§¡±§yÓ˚îñ à,•ÈüÈ!lÙ≈yîñ í˛zFã˛!¢«˛y çyï˛#Î˚ xy˛õï˛Ü˛y°#l §ÇÜ˛ˆÏê˛Ó˚ ̂ ÙyÜ˛y!Ó°y Ü˛Ó˚y ÎyÎ˚–

10. Handling ATM

ATM Ü˛Ìy!ê˛Ó˚ xÌ≈ Automated Teller Machine Óy fl∫Î˚Ç!e´Î˚ àîÜ˛ Îsf– ~!ê˛ §¡õ)î≈

Ü˛!¡õí˛zê˛yÓ˚ ˛õ!Ó˚ã˛y!°ï˛ñ •zrê˛yÓ˚ˆÏlê˛GÎ˚yÜ≈˛ myÓ˚y §%Ó˚!«˛ï˛ ~Ü˛!ê˛ !ÓˆÏ¢£Ï ˛õ!Ó˚ˆÏ£ÏÓy– ˜òl!®l

ÙylÓç#Ó Ï̂l ÓƒhflÏï˛yñ §Ù Ï̂Î˚Ó˚ fl∫“ï˛yÓ˚ Ü˛yÓ˚̂ Ïî Óƒy!B˛Ç ̨õ!Ó˚̂ Ï£ÏÓy !òÓyÓ˚ye ã˛y°% Ó˚yáyÓ˚ çlƒ ATM

~Ü˛ =Ó˚&c˛õ)î≈ Ë)˛!ÙÜ˛y @˝Ã•î Ü˛ˆÏÓ˚ˆÏSÈ–

ATM-~ ̂ Î §Ü˛° ï˛Ìƒ xyòyl≤Ãòyl • Ï̂Î̊ Ìy Ï̂Ü˛ ̂ Î=!° í z̨Fã˛ÙyeyÎ̊ §%Ó̊!«˛ï˛ • Ï̂°G •ƒyÜ˛yÓ̊Ó̊y

@˝Ãy•ˆÏÜ˛Ó˚ ~Ü˛yí˛zˆÏrê˛ ì%˛ˆÏÜ˛ ï˛Ìƒ •y!ï˛ˆÏÎ˚ !lˆÏÎ˚ xÌ≈Ó˚y!¢ ã%˛!Ó˚ Ü˛Ó˚ˆÏï˛ ˛õyˆÏÓ˚–

ˆe´ï˛yÓ˚ Óy @˝Ãy•ˆÏÜ˛Ó˚ ~Ü˛yí˛zrê˛ §%Ó˚!«˛ï˛ Ó˚yáyÓ˚çlƒ @˝Ãy•ˆÏÜ˛Ó˚ PIN á%Ó âl âl ˛õ!Ó˚Óï≈˛l

Ü˛Ó˚y v z̨!â˛ì˛ ~ÓÇ ̂ Ê˛yl ÙyÓ˚Ê˛Í ̂ Î ̂ Ñ˛v z̨ ̂ Ü˛ylG ~Ü˛yí z̨rê˛ Óy ATM Ü˛yí≈̨  §¡õ!Ü≈̨ ï˛ ï˛Ìƒ çyl Ï̂ï˛

ã˛y•zˆÏ° ï˛y ly ˆòGÎ˚y v z̨!â˛ì˛–

11. KYC Registration

KYC ̨õ%̂ ÏÓ˚y Ü˛Ìy!ê˛ •° Know Your Customer xÌ≈yÍ xy˛õlyÓ˚ í z̨̨ õ Ï̂Ë˛y_´y Ï̂Ü˛ !ã˛l%l–

xy!Ì≈Ü˛ ̂ °l Ï̂òl Ü˛Ó̊yÓ̊ §ÙÎ̊ ̨õ!Ó̊ Ï̂£ÏÓy ≤ÃòylÜ˛yÓ̊# xy!Ì≈Ü˛ §Çfliy åÎÌy ÓƒyB˛ñ •z!™G Ï̂Ó̊™ñ !Ùí z̨ã%̨ Î̊y°
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Ê˛yu˛ xÌ!Ó˚!ê˛ä í˛z˛õˆÏË˛y_´yÓ˚ !Ó¢ò !ÓÓÓ˚î l!ÌÓk˛ Ü˛ˆÏÓ˚ ÌyˆÏÜ˛– ~£z í˛zˆÏjˆÏ¢ƒ í˛z˛õˆÏË˛y_´yˆÏÜ˛

~Ü˛!ê˛ KYC Mandate Form ̨õ)Ó˚î Ü˛Ó˚y Óyôƒï˛yÙ)°Ü˛ Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ– ~ Ï̂ï˛ í z̨̨ õ Ï̂Ë˛y_´yÓ˚ Ü!FäÈì˛

xÌ≈Ó˚y!¢ ˆÎÙl §%Ó˚!«˛ï˛ ÌyˆÏÜ˛ñ xy!Ì≈Ü˛ §Çfliy=!°G í˛z˛õˆÏË˛y_´yÓ˚ ˛õ!Ó˚!ã˛!ï˛ (identity) ~ÓÇ

Óy§fliy Ï̂lÓ̊ !ë˛Ü˛yly §¡õ Ï̂Ü≈̨  xÓ!•ï˛ • Ï̂Î̊ Ìy Ï̂Ü˛– ̂ Ü˛ylG Óƒ!_´Ó̊ ̨õ!Ó̊ã˛Î̊ §yÓ̊yç#Ól ~Ü˛•z ÌyÜ˛ Ï̂°G

!ë˛Ü˛yly ˛õ!Ó˚Ó!ï≈˛ï˛ •ˆÏï˛ ˛õyˆÏÓ˚ñ ˆ§ˆÏ«˛ˆÏe lï%˛l !ë˛Ü˛yly l!ÌÓk˛ Ü˛Ó˚y Óyôƒï˛yÙ)°Ü˛–

í z̨̨ õ Ï̂Ë˛y_´yÓ˚ ̨õ!Ó˚!ã˛!ï˛ ~ÓÇ !ë˛Ü˛yly §%!l!Ÿã˛ï˛ Ü˛Ó˚̂ Ïï˛ !l¡¨!°!áï˛ ≤ÃÙyî˛õe=!°Ó˚ Ù Ï̂ôƒ ̂ Î ̂ Ü˛ylG

~Ü˛!ê˛ KYC FormÈüÈ~ í˛zˆÏÕ‘á Ü˛Ó˚y ≤ÃˆÏÎ˚yçl–

˛õy§ Į̈̂ õyê≈̨

ˆË˛yê˛yÓ˚ xy•zˆÏí˛l‰!ê˛!ê˛ Ü˛yí≈˛

í»˛y•z!Ë˛Ç °y•zˆÏ§™

xyôyÓ˚ Ü˛yí≈˛

NREGA Ü˛yí≈˛

PAN Ü˛yí≈˛

12. Safe Cash Handling

!lÓ˚y˛õˆÏò xÌ≈Ó˚y!¢ xyòyl≤ÃòyˆÏlÓ˚ çlƒ !l¡¨!°!áï˛ ̨õsiy=!° xÓ°¡∫l Ü˛Ó˚y í˛z!ã˛ï˛ ÈüüüÈ

1. x˛õ!Ó˚!ã˛ï˛ Óy x!ÓŸªy§# Óƒ!_´Ó˚ §yÙˆÏl xÌ≈Ó˚y!¢ ̂ àyly í˛z!ã˛ï˛ lÎ˚–

2. ˛õ,ÌÜ˛Ë˛yˆÏÓ ò%Ûçl Óƒ!_´ myÓ˚y ~Ü˛•z ˛õ!Ó˚Ùyî ê˛yÜ˛y ˆàyly í˛z!ã˛ï˛ ~ÓÇ ò%ˆÏ«˛ˆÏe•z ˆÎl

~Ü˛•z xy!Ì≈Ü˛ Ó˚y!¢ ̨õyGÎ˚y ÎyÎ˚–

3. ê˛yÜ˛y =lÓyÓ˚ §ÙÎ˚ ÜíÑ˛ ̂ Îl xlƒ ̂ Ñ˛yòÁ Ü˛yç Óy xy Ï̂°yã˛lyÎ˚ xÇ¢@˝Ã•î ly Ü˛ Ï̂Ó˚l–

4. Óƒy Ï̂B˛ çÙy Ü˛Ó˚ÓyÓ˚ í ẑ̨ Ïj Ï̂¢ƒ ê˛yÜ˛y =lÓyÓ˚ ~ÓÇ çÙy ̂ òGÎ˚yÓ˚ §ÙÎ˚ !Ó!Ë˛ß¨ !òl !Ó!Ë˛ß¨

§ÙˆÏÎ˚ Ü˛Ó˚y í˛z!ã˛ï˛–

5. ê˛yÜ˛y Ó•l Ü˛Ó˚yÓ˚ Óƒyà ̂ Îl ¢_´ˆÏ˛õy_´ •Î˚–

6. Ü˛ƒy¢ ˆÓ˚!çfiê˛yÓ˚ ålàò áyï˛yä §Ó §ÙˆÏÎ˚ §!ë˛Ü˛Ë˛yˆÏÓ Ó˚«˛îyˆÏÓ«˛î Ü˛Ó˚y ≤ÃˆÏÎ˚yçlñ

Îál•z Ü˛ƒy¢ Ó: ˆÌˆÏÜ˛ ê˛yÜ˛y ÓƒyˆÏB˛ çÙy ˆòGÎ˚yÓ˚ çlƒ ˆlGÎ˚y •Î˚ Óy Îál•z Ü˛ƒy¢ çÙy ˛õˆÏí˛¸ñ

§ˆÏD §ˆÏD ï˛yÛ Ü˛ƒy¢ ˆÓ˚!çfiê˛yˆÏÓ˚ l!ÌÓk˛ Ü˛Ó˚y ≤ÃˆÏÎ˚yçl–
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13. Personal Risk & Insurance

x§Ù Ï̂Î˚ Ù,ï%̨ ƒ Óy ¢yÓ˚#!Ó˚Ü˛Ë˛y Ï̂Ó x«˛Ù • Ï̂Î˚ ÎyGÎ˚yÓ˚ Ê˛ Ï̂° ̂ Î xy!Ì≈Ü˛ «˛!ï˛Ó˚ §¡ø%á#l • Ï̂ï˛

•Î˚ ˆ§!ê˛ˆÏÜ˛ Óƒ!_´àï˛ V%Ñ˛!Ü˛ (Personal Risk) Ó°y •Î˚– ˛õ!Ó˚ÓyÓ˚ Óy ÓƒÓ§y ≤Ã!ï˛¤˛yˆÏlÓ˚

í˛z˛õyç≈l¢#° Óƒ!_´Ó˚ Ù,ï%˛ƒ Óy ¢yÓ˚#!Ó˚Ü˛Ë˛yˆÏÓ x«˛Ù •ˆÏÎ˚ ˆàˆÏ° ~Ó˚*˛õ ˛õ!Ó˚!fli!ï˛Ó˚ í˛zqÓ âê˛ˆÏï˛

˛õyˆÏÓ˚– Óƒ!_´àï˛ V%Ñ˛!Ü˛ ~í˛¸yˆÏlyÓ˚ çlƒ ç#Ój¢yÎ˚ Óy §%fli ~ÓÇ í˛z˛õyç≈l«˛Ù ÌyÜ˛y xÓfl˛iyÎ˚ Ó#Ùy

Ü˛Ó˚yˆÏly ≤ÃˆÏÎ˚yçl– ̂ ÎÙl ÈüüüÈ

ç#Ól Ó#Ùy (Life Insurance) ÈüüüÈ Ù,ï˛ Óƒ!_´Ó˚ l!Ù!lˆÏÜ˛ åÙˆÏlyl#ï˛ Óƒ!_´ä ~ˆÏ«˛ˆÏe xy!Ì≈Ü˛

Ó˚y!¢ ≤Ãòyl Ü˛Ó˚y •Î˚–

§¡õ)î≈ ~ÓÇ fliyÎ˚# x«˛Ùï˛y Ó#Ùy (Total and Permanent Disability–TPD) Ü˛Ù≈«˛Ù Óƒ!_´

ò%â≈ê˛ly Óy x§%fliï˛yÓ˚ Ü˛yÓ˚ˆÏî §¡õ)î≈ ~ÓÇ fliyÎ˚#Ë˛yˆÏÓ Ü˛Ù≈«˛Ùï˛y •y!Ó˚ˆÏÎ˚ ̂ Ê˛°ˆÏ° ~•z Ó#Ùy ≤ÃÜ˛“

ÙyÓ˚Ê˛Í xy!Ì≈Ü˛ Ó˚y!¢ ≤Ãòyl Ü˛Ó˚y •Î˚–

14. Meaning of Quality and Quality Characteristics

Quality åˆÜ˛yÎ˚y!°!ê˛ä Ü˛Ìy!ê˛Ó˚ xÌ≈ =îÙyl Óy v z̨ÍÑ˛ Ï̂°Ï≈Ó˚ õyey– í˛zÍ˛õyòlˆÏÎyàƒ oˆÏÓƒÓ˚ ̂ «˛ˆÏe

ˆÎ §ÙhflÏ !Ó£ÏÎ˚=ˆÏ°y Ó›Ó˚ =îÙylˆÏÜ˛ !lˆÏò≈¢ Ü˛ˆÏÓ˚ ̂ §=!° •° ÈüüüÈ

● Ó›!ê˛ ÓƒÓ•y Ï̂Ó˚Ó˚ !lË≈̨ Ó˚̂ ÏÎyàƒï˛y (reliability)

● Ó›!ê˛ Ñ˛ì˛›˛y ̂ êÑ̨ Ü˛§•z (durability)

● Ó›!ê˛Ó˚ Óy!•ƒÜ˛ àë˛l (appearance)

● Ó›!ê˛Ó˚ í z̨̨ õ Ï̂Îy!àï˛y (suitability)

● !Ó˛õîl G ̨õ!Ó˚ˆÏ£ÏÓy (marketing and service).

í˛z˛õˆÏÓ˚y_´ !Ó£ÏÎ˚=!°ˆÏÜ˛ ~Ü˛ˆÏe ˆÜ˛ylG Ó›Ó˚ Óy oˆÏÓƒÓ˚ =îÙyˆÏlÓ˚ ˜Ó!¢‹Tƒ Óy Quality
Characteristics Ó°y •Î˚–

xyÙÓ˚y Îál ~Ü˛!ê˛ Ó!í˛ ˆ§y˛õ (body soap) xÌ≈yÍ àyˆÏÎ˚ ÙyáyÓ˚ §yÓyl ÓƒÓ•yÓ˚ Ü˛!Ó˚ñ ì˛Öò

Ó›!ê˛Ó˚ ̂ Î §ÙhflÏ =îÙyˆÏlÓ˚ í˛zÍÜ˛£Ï≈ï˛y ̨ õÓ˚á Ü˛Ó˚yÓ˚ ̂ ã˛‹Ty Ü˛!Ó˚ñ ̂ §=!° •° ÈüüüÈ

● cˆÏÜ˛Ó˚ ̨ õˆÏ«˛ Ü˛ï˛ê˛y !lË≈˛Ó˚ˆÏÎyàƒ–

● §%à¶˛–

● Ù)°ƒ ~ÓÇ í˛z˛õˆÏÎy!àï˛yÓ˚ ï%˛°ly–

● !Ó˛õîl xÌ≈yÍ ≤ÃyÎ˚ §Ó fliyl#Î˚ ̂ òyÜ˛yˆÏl ~!ê˛ °Ë˛ƒ !Ü˛ly–
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xyÓyÓ˚ Îál xyÙÓ˚y ~Ü˛!ê˛ ¢#ï˛yï˛˛õ !lÎ˚sfî Îsf (Air Conditioner) ÓƒÓ•yÓ˚ Ü˛!Ó˚ ï˛ál ˆÎ

§ÙhflÏ !Ó£ÏÎ˚=!° =îÙyˆÏlÓ˚ í˛zÍÜ˛£Ï≈ï˛y !lˆÏò≈¢ Ü˛ˆÏÓ˚ ̂ §=!° •Û° ÈüüüÈ

● !Óò%ƒÍ §y◊Î˚Ü˛yÓ˚# ~ÓÇ !lË≈˛Ó˚ˆÏÎyàƒ !Ü˛ ly–

● Ó›!ê˛ Ü˛ï˛ê˛y ̂ êÑ˛Ü˛§•z–

● Ó›!ê˛Ó˚ Óy!•ƒÜ˛ àë˛l–

● ¢∑ !là≈Ù Ï̂lÓ˚ Ùyey–

● Cooling effect Óy ¢#ï˛!°Ü˛Ó˚ˆÏîÓ˚ ò«˛ï˛y–

● !Óe´ˆÏÎ˚y_Ó˚ ˛õ!Ó˚ˆÏ£ÏÓy– •zï˛ƒy!ò

15. Quality Circle

í˛zÍ˛õyòlÜ˛yÓ˚# §ÇfliyÎ˚ ̂ Ü˛yÎ˚y!°!ê˛ §yˆÏÜ≈˛° àë˛l Ü˛Ó˚y •Î˚– ~!›˛ ~Ü˛!ê˛ ò°àï˛ !e´Î˚yÜ˛°y˛õ–

~Ü˛!ê˛ í˛zÍ˛õyòl ˆ«˛ˆÏe ˆ≤Ãyí˛yÜ˛¢yl åí˛zÍ˛õyòläñ •zl‰§‰ˆÏ˛õÜ˛¢yl å˛õ!Ó˚ò¢≈läñ Maintenance

åÓ˚«˛îy Ï̂Ó«˛îäñ purchase åe´Î˚äñ sales å!Óe´Î˚äñ finance åxÌ≈ä •zï˛ƒy!ò x Ï̂lÜ˛=!° !ÓË˛yà

ÌyˆÏÜ˛– í˛zÍ˛õy!òï˛ oˆÏÓƒÓ˚ =îÙyl ÓçyÎ˚ Ó˚yáy Óy xyˆÏÓ˚y í˛zÍÜ˛£Ï≈ï˛yÓ˚ !òˆÏÜ˛ ~!àˆÏÎ˚ ÎyGÎ˚yÓ˚ çlƒ

≤ÃˆÏï˛ƒÜ˛!ê˛ !ÓË˛yˆÏàÓ˚•z !Ü˛S%È Ü˛Ó˚î#Î˚ ÌyˆÏÜ˛– ˆÜ˛yÎ˚y!°!ê˛ §yˆÏÜ≈˛° ~Ùl•z ~Ü˛ !ÓˆÏ¢£Ï ò°ñ ˆÎ!ê˛

àë˛l Ü˛Ó˚y •Î˚ ≤ÃˆÏï˛ƒÜ˛ !ÓË˛yà ˆÌˆÏÜ˛ ~Ü˛çl ≤Ã!ï˛!l!ô !lÓ≈yã˛l Ü˛ˆÏÓ˚– ˆÜ˛yÎ˚y!°!ê˛ §yˆÏÜ≈˛ˆÏ°Ó˚

§ò§ƒ ¢ÇÖƒy §yï˛ Óy xyˆÏê˛Ó˚ ˆÓ¢# •Î˚ ly– ~•z ò° !lÎ˚Ù Ü˛ˆÏÓ˚ ≤Ã!ï˛ÙyˆÏ§ ~Ü˛ÓyÓ˚ Óy ò%ÓyÓ˚ñ Óy

≤Ã!ï˛ §ÆyˆÏ• ~Ü˛ÓyÓ˚ xyˆÏ°yã˛lyÎ˚ ÓˆÏ§l– xyˆÏ°yã˛lyÓ˚ !Ó£ÏÎ˚Ó› xÓ¢ƒ•z ̃ òl!®l !e´Î˚yÜ˛°yˆÏ˛õ

§,!‹T •GÎ˚y x§%!Óôy§Ù)•– í˛zÍ˛õyòl ˆ«˛ˆÏe ≤Ã!ï˛!lÎ˚ï˛ òyòy!Óï §Ù§ƒyÓ˚ §,!‹T •ˆÏÎ˚ ÌyˆÏÜ˛ ÎyÓ˚

≤ÃË˛y Ï̂Ó Ü˛y Ï̂çÓ˚ à!ï˛ Ü˛ Ï̂Ù ̂ Î Ï̂ï˛ ̨õy Ï̂Ó˚ Óy =îÙy Ï̂l !ÓÓ˚*˛õ ≤Ã!ï˛!e´Î˚yÓ˚ §,!‹T • Ï̂ï˛ ̨õy Ï̂Ó˚– ̂ Ü˛yÎ˚y!°!ê˛

§y Ï̂Ü≈̨ Ï̂° ̂ Î Ï̂•ï%̨  §Ó !ÓË˛y Ï̂àÓ˚•z ≤Ã!ï˛!l!ô Ìy Ï̂Ü˛lñ ̂ Î ̂ Ü˛yl §Ù§ƒy !Ù!ê˛Ç Ï̂Î˚ xy Ï̂°yã˛lyÓ˚ Ùyôƒ Ï̂Ù

o&ï˛ §Ùyôyl Ü˛ˆÏÓ˚ ˆÊ˛°y §Ω˛Ó •Î˚– §Ù§ƒy §ÙyôyˆÏlÓ˚ çlƒ ˆÜ˛yl §òˆÏ§ƒÓ˚ !Ü˛ Ü˛Ó˚î#Î˚ ï˛yÛG

!l!Ÿã˛ï˛ Ü˛Ó˚y •Î˚ ̂ Ü˛yÎ˚y!°!ê˛ §yˆÏÜ≈˛ˆÏ°Ó˚ !õ!›˛ÇˆÏÎ˚Ó˚ ÙyôƒˆÏÙ–

ˆÜ˛yÎ˚y!°!ê˛ §y Ï̂Ü≈̨ Ï̂° xÇ¢@˝Ã•îÜ˛yÓ˚# §ò§ƒ Ùôƒ Óy !l¡¨ ̨õòy!ôÜ˛yÓ˚# Óƒ!_´G • Ï̂ï˛ ̨õy Ï̂Ó˚l– ~ Ï̂«˛ Ï̂e

§Ç!Ÿ’‹T §ò Ï̂§ƒÓ˚ K˛ylñ Ó%!k˛Ù_yñ x!Ë˛K˛ï˛yñ xl%Ë˛Ó ~ÓÇ Ùyl!§Ü˛ àë˛l !Óã˛yÎ≈ƒñ ̨õòy!ôÜ˛yÓ˚ lÎ˚–

16. ISO 9000 and BIS Systems

!ÓˆÏŸªÓ˚ !Ó!Ë˛ß¨ ̂ òˆÏ¢ í˛zÍ˛õy!òï˛ oˆÏÓƒÓ˚ =îÙyl ÓçyÎ˚ Ó˚yáyÓ˚ çlƒ !lçfl∫ Ùy˛õÜ˛y!ë˛ ÓƒÓ•yÓ˚

Ü˛Ó˚y •ï˛– Ë˛yÓ˚ï˛ÓˆÏ£Ï≈G ˆï˛Ù!l ISI Óy Indian Standard Institution åË˛yÓ˚ï˛#Î˚ ÙylÜ˛
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§Çfliyä !Ó!Ë˛ß¨ o Ï̂ÓƒÓ˚ çlƒ ̂ Ü˛yÎ˚y!°!ê˛ fiê˛ƒyu˛yí≈̨  (QUALITY STANDARD) !lÎ˚sfÜ˛ ¢Çfl įy

!•§yˆÏÓ Ü˛yÎ≈Ü˛Ó˚# Ë)˛!ÙÜ˛y ˛õy°l Ü˛ˆÏÓ˚ xy¢ˆÏäÈ– ˆï˛Ùl•z •zÇ°ƒyu˛ñ xyˆÏÙ!Ó˚Ü˛yñ çyÙ≈yl# •zï˛ƒy!ò

ˆòˆÏ¢Ó˚ !lçfl∫ ÙylÜ˛ ÓƒÓfliy˛õly ÓçyÎ˚ Ó˚ˆÏÎ˚ˆÏSÈ– !Ü˛v Ù%¢!Ü˛° •Û° Î!ò ~Ü˛ ˆòˆÏ¢ í˛zÍ˛õy!òï˛

oˆÏÓƒ xlƒ ˆòˆÏ¢ Ó˚Ê˛ï˛y!l Ü˛Ó˚y •Î˚ñ ï˛yÛ•ˆÏ° ò%ÈüÈÓ˚Ü˛Ù ÙylÜ˛ !lˆÏÎ˚ Ü˛yç Ü˛Ó˚yÓ˚ x§%!Óôy •ˆÏï˛

˛õyˆÏÓ˚–

í˛zòy•Ó˚î fl∫Ó˚*˛õñ Ë˛yÓ˚ï˛ÓˆÏ£Ï≈Ó˚ ˆÎ ˆÑ˛ylG ˜Óò%ƒ!ï˛Ü˛ oÓƒ åúy£z›˛ñ Ê˛ƒyl ˆÌˆÏÜ˛ ÷Ó˚& Ü˛ˆÏÓ˚

ˆÓ˚!Ê ˛çyˆÏÓ˚ê˛Ó˚ñ §%•zã˛ à#Î˚yÓ˚ •zï˛ƒy!òä 240 volt §Ó˚ÓÓ˚y• °y•zˆÏlÓ˚ ˆ≤Ã!«˛ˆÏï˛ !í˛çy•zl G ≤Ã›ï˛

Ü˛Ó˚y •Î˚– !Ü˛v xˆÏlÜ˛ ̂ òˆÏ¢ 260 voltÈüÈˆÜ˛ ÙylÜ˛ !•§yˆÏÓ oÓƒy!ò ≤Ã›ï˛ Ü˛Ó˚y •Î˚– ï˛yÛ•ˆÏ° ~Ü˛

ˆòˆÏ¢Ó˚ ˜Óò%ƒ!ï˛Ü˛ oÓƒ xlƒ ˆòˆÏ¢ ÓƒÓ•yˆÏÓ˚ ÎˆÏÌ‹T x§%!Óôy §,!‹T Ü˛Ó˚ˆÏï˛ ˛õyˆÏÓ˚– •zˆÏï˛yÙˆÏôƒ àï˛

ò%•z !ï˛l ò¢ Ï̂Ü˛ ≤Ã!ï˛!ê˛ ̂ ò Ï̂¢•z xyÙòyl# Ó˚̨ õ‰ï˛yl# Óy!îçƒ í z̨_ Ï̂Ó˚y_Ó˚ Ó,!k˛ ̂ ˛õ Ï̂Î˚ ã˛ Ï̂° Ï̂SÈ– ̂ Ü˛ylG

~Ü˛ ̂ ò¢ ̂ Ì Ï̂Ü˛ xlƒ ̂ ò Ï̂¢ ̂ Ü˛ylG oÓƒ Ó˚Æy!l Ü˛Ó˚yÓ˚ xy Ï̂à lÙ%ly ̨õyë˛y Ï̂ly • Ï̂Î˚ Ìy Ï̂Ü˛– lÙ%ly Óy

Sample @˝Ã•îˆÏÎyàƒ •ˆÏ° ï˛ˆÏÓ•z xyÙòy!l !l!Ÿã˛ï˛ Ü˛Ó˚y •Î˚– ˆòáy ˆàˆÏSÈñ ˛õyë˛yˆÏly lÙ%ly ~ÓÇ

˛õÓ˚Óï˛#≈Ü˛y Ï̂° xyÙòy!lÜ,̨ ï˛ o Ï̂ÓƒÓ˚ !ÓhflÏÓ˚ Ê˛yÓ˚yÜ˛ ̂ Ì Ï̂Ü˛ Îy Ï̂FSÈ– ~•z x§%!Óôy=!° ò)Ó˚ Ü˛Ó˚yÓ˚ çlƒ

§yÓ̊y!Ó Ï̂Ÿª ~Ñ˛£z ÙylÜ˛ ÓƒÓfliy˛õly °yË˛ Ü˛Ó̊yÓ̊ í ẑ̨ Ïj Ï̂¢ƒ ISO Quality Management System

(ISO QMS) Ó°ÓÍ Ü˛Ó˚y •Î˚– ~Ó˚ Ê˛ˆÏ° ˆe´ï˛y Óy í˛z˛õˆÏË˛y_´yÓ˚ ë˛ˆÏÜ˛ ÎyGÎ˚yÓ˚ ˆÜ˛ylG V%Ñ˛!Ü˛

ÌyˆÏÜ˛ ly– ISO- ˛õ%ˆÏÓ˚y Ü˛Ìy!ê˛ •° International System Organisation å•zÇÓ˚yç# Ï̂ï˛ä–

~!ê˛ Ù)°ï˛/ ˆe´ï˛yÓ˚ §v!‹TÓ˚ !òÜ˛ê˛y•z §Ó≈yˆÏ˛õ«˛y =Ó˚&c !òˆÏÎ˚ !ÓˆÏÓã˛ly Ü˛ˆÏÓ˚– ~Ó˚ xyhs˝ç≈y!ï˛Ü˛

≤Ãôyl Ü˛yÎ≈y°Î˚ ̂ ç Ï̂lË˛yÎ˚ xÓ!fliï˛– Óyçy Ï̂Ó˚Ó˚ ã˛y!•òy ~ÓÇ ̨õ!Ó˚Óï≈̨ Ï̂lÓ˚ § Ï̂D §D!ï˛ ̂ Ó˚̂ Ïá ISO

QMS §ÇˆÏÎyçlñ ˛õ!Ó˚Ók≈˛l ~ÓÇ ˛õ!Ó˚Ùyç≈l Ü˛Ó˚y •Î˚– §Ó≈ˆÏ¢£Ï ISO QMS !ê˛ 2015 §y Ï̂°

≤ÃÜ˛y!¢ï˛ •Î˚ Îy ISO : 9001 : 2015 ly Ï̂Ù ̨õ!Ó˚!ã˛ï˛– ̂ Ü˛ylG ~Ü˛ í z̨Í˛õyòlÜ˛yÓ˚# §Çfliy ~Ü˛ÓyÓ˚

ISO certified (ISO ¢Ç§y˛õe ôyÓ˚#ä •ˆÏ° ï˛yÛ !ï˛lÓSÈÓ˚ ˆÙÎ˚yò xÓ!ï Ó°ÓÍ ÌyˆÏÜ˛ñ !ï˛l

ÓäÈÓ̊ ̨õÓ˚̨ õÓ˚ ̨õ)l/l≈Ó#Ü˛Ó˚î (re-registraition)ÈüÈ~Ó˚ Ùyôƒ Ï̂Ù ¢Ç§y˛õ Ï̂eÓ˚ Ùy!°Ü˛yly ÓçyÎ˚ Ó˚yáy

ÎyÎ˚–

ISO ÷ô%Ùye í z̨Í˛õyòl !¢“•z lÎ˚ñ ̨õ!Ó˚̂ Ï£ÏÓy !¢“ ÎÌy ÓƒyB˛ñ Ó#Ùyñ !ÓŸª!Óòƒy°Î˚ñ •y§˛õyï˛y°

•zï˛ƒy!ò ˆ«˛ˆÏeG ≤ÃˆÏÎyçƒ– ISO certified §Çfliy ˆÌˆÏÜ˛ ˆe´ï˛y Óy í˛z˛õˆÏË˛y_´y ≤ÃÌÙ ÓyÓ˚ ˆÎ

§Ü˛° oÓƒ=î Óy ̨ õ!Ó˚ˆÏ£ÏÓy ̂ ˛õˆÏÎ˚ ÌyˆÏÜ˛lñ ï˛yÓ˚˛õˆÏÓ˚ !ï˛!l Îï˛ÓyÓ˚ ̂ §•z oÓƒ ÓƒÓ•yÓ˚ Ü˛Ó˚ˆÏÓl Óy

˛õ!Ó˚ˆÏ£ÏÓy @˝Ã•î Ü˛Ó˚ˆÏÓlñ ~Ü˛•zÓ˚Ü˛Ù oÓƒ=î Óy ̨ õ!Ó˚ˆÏ£ÏÓy xy¢y Ü˛Ó˚ˆÏï˛˛õyˆÏÓ˚l–
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17. Housekeeping

Housekeeping Ü˛Ìy!ê˛Ó˚ xÌ≈ à,•fliy°#–

Ü˛Ìy!ê˛ á%Ó•z Óƒy˛õÜ˛xˆÏÌ≈ ÓƒÓ•yÓ˚ Ü˛Ó˚y •ˆÏÎ˚ ÌyˆÏÜ˛–

ày•≈fliƒ Óy §yÇ§y!Ó˚Ü˛ âÓ˚Ü˛ß¨yÓ˚ Ü˛yˆÏç •yí˛zç!Ü˛!˛õÇ Ù)°ï˛ ˜òl!®l Ü˛yˆÏçÓ˚ ÓƒÓfliy˛õlyˆÏÜ˛

ˆÓyV˛yÎ˚– xyÓyÓ˚ ̂ •yˆÏê˛° Óy •§!˛õê˛y° !¢ˆÏ“ •yí˛zç!Ü˛!˛õÇ Ü˛Ìy!ê˛Ó˚ Óƒ!Æ xˆÏlÜ˛ ̂ Ó¢#–

ˆ•yˆÏê˛° Óy •§!˛õê˛yˆÏ° •yí˛zç!Ü˛!˛õÇ Ó°ˆÏï˛ ˆÎ §Ü˛° Ü˛yˆÏçÓ˚ §yÙ!@˝ÃˆÏÜ˛ ˆÓyV˛yÎ˚ ˆ§=!°

•° ÈüüüÈ

● ˛õ!Ó˚‹ÒyÓ˚ ̨õ!Ó˚FSÈß¨ï˛y–

● §¡õ!_Ó˚ Ó˚«˛îy Ï̂Ó«˛î–

● §¡õ!_Ó˚ Óy!•ƒÜ˛ ~ÓÇ xyË˛ƒhs˝!Ó˚l ̨õ!Ó˚FSÈß¨ï˛y ~ÓÇ ò,!‹Tl®lï˛y–

● §¡õ!_ §Ç°@¿ xMÈ˛ Ï̂°Ó˚ ̂ òáË˛y°–

í˛zòy•Ó˚î fl∫Ó˚*˛õ ÙˆÏl Ü˛Ó˚y ÎyÜ˛ ~Ü˛!ê˛ ˆ•yˆÏê˛ˆÏ°Ó˚ •yí˛zç!Ü˛!˛õÇ !ÓË˛yˆÏàÓ˚ Ü˛Ìy– ˆ•yˆÏê˛ˆÏ°Ó˚

Ù%lyÊ˛yÓ˚ x!ôÜ˛yÇ¢ê˛y•z xyˆÏ§ áÓ ̊Ë˛yí˛¸y ̂ òGÎ˚y ̂ ÌˆÏÜ˛– ̂ •yˆÏê˛ˆÏ°Ó˚ âÓ˚ñ ÓyÓ˚y®yñ à!°˛õÌñ !§!í˛¸ñ

ÓyÌÓ˚&Ùñ !ÓSÈylyÈüÈã˛yòÓ˚ÈüÈÓy!°¢ •zï˛ƒy!ò Î!ò ˛õ!Ó˚‹ÒyÓ˚ ˛õ!Ó˚FSÈß¨ ÌyˆÏÜ˛ñ x!ï˛!Ì §ÙyàÙ Óyí˛¸ˆÏÓ–

~Ü˛•z §ˆÏD ˆ•yˆÏê˛° §Ç°@¿ ÊÑ˛yÜ˛y xMÈ˛ˆÏ° Óyàylñ ≤ÃyÜ,˛!ï˛Ü˛ ˆ§Ô®Î≈ƒÓ,!k˛ Ü˛Ó˚ˆÏ° x!ï˛!Ì §v‹T

• Ï̂Ól ~ÓÇ ̨õÓ˚Óï˛#≈Ü˛y Ï̂° xyÓyÓ˚ ̂ §•z ̂ •y Ï̂ê˛ Ï̂°•z í z̨ë˛ Ï̂Ól Óy xlƒ Ï̂Ü˛ ̂ §•z ̂ •y Ï̂ê˛ Ï̂° í z̨ë˛yÓ˚ ̨õÓ˚yÙ¢≈

ˆò Ï̂Ól– ~Ë˛y Ï̂Ó í z̨_ Ï̂Ó˚y_Ó˚ ̂ •y Ï̂ê˛ Ï̂°Ó˚ goodwill Óy §%lyÙ Ó,!k˛˛õy Ï̂Ó Îy ̨õ«˛yhs˝̂ ÏÓ˚ ÓƒÓ§y Ó,!k˛Ó˚

xl%âê˛Ü˛ !•§yˆÏÓ Ü˛yç Ü˛Ó˚ˆÏÓ– Good housekeeping ÷ô%Ùye ÓƒÓ§y ̂ «˛ˆÏe•z lÎ˚ñ Óƒ!_´àï˛

ˆ«˛ˆÏeG ~Ü˛yhs˝•z Ü˛yÙƒ–
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