
&Ú×Ï ´ {ÚÆæÈ à`ÑÍóÚ.  

 

ÁÛÜ Ù‘æ$ èóæ$½æØó ÁÚÙßûÛ× à$×õù×ÁÛÜ Ù‘æ$ èóæ$½æØó ÁÚÙßûÛ× à$×õù×ÁÛÜ Ù‘æ$ èóæ$½æØó ÁÚÙßûÛ× à$×õù×ÁÛÜ Ù‘æ$ èóæ$½æØó ÁÚÙßûÛ× à$×õù×  

æÝ&Ùõ$ æ`ûß&ßµð$ßù×æÝ&Ùõ$ æ`ûß&ßµð$ßù×æÝ&Ùõ$ æ`ûß&ßµð$ßù×æÝ&Ùõ$ æ`ûß&ßµð$ßù×    ----    2012012012016666    ííííÔÙÚÔÙÚÔÙÚÔÙÚ    

(SS2)  µõ$ØõÝØ` õ$æßÂó æÝ&Ùõ$(SS2)  µõ$ØõÝØ` õ$æßÂó æÝ&Ùõ$(SS2)  µõ$ØõÝØ` õ$æßÂó æÝ&Ùõ$(SS2)  µõ$ØõÝØ` õ$æßÂó æÝ&Ùõ$     
          (Information Technology Skills) 

 

•     à×÷Ȩ̀æØ`<ùßð ãûµ÷À&ßà×÷Ȩ̀æØ`<ùßð ãûµ÷À&ßà×÷Ȩ̀æØ`<ùßð ãûµ÷À&ßà×÷Ȩ̀æØ`<ùßð ãûµ÷À&ß    (à<ø$ùµ×ùß æÚ×Ñ× ×ÔõÝ×): 

(1) ÷ÀÛ à`õÚ æ$Ù× ÷ÀÛ à`õÚ æ$Ù× ÷ÀÛ à`õÚ æ$Ù× ÷ÀÛ à`õÚ æ$Ù× ::::  æÚ×Ò´ &úÀ{$ - Ñù$± 15 ×Ú.    

    ãõßõØ    ÙÚÒ´ &úÀ{$ - û`× 03 ×Ú. 

(2) ûÜÁßù ûÜÁßù ûÜÁßù ûÜÁßù ûõÜ <]Ô{× &{ ÙæÝóÔ µ<ùß æÚÎ´:ûõÜ <]Ô{× &{ ÙæÝóÔ µ<ùß æÚÎ´:ûõÜ <]Ô{× &{ ÙæÝóÔ µ<ùß æÚÎ´:ûõÜ <]Ô{× &{ ÙæÝóÔ µ<ùß æÚÎ´:    

µæ$ð&µæ$ð&µæ$ð&µæ$ð&    à<Á]õ$<×à<Á]õ$<×à<Á]õ$<×à<Á]õ$<×    ÙæÝóÔÙæÝóÔÙæÝóÔÙæÝóÔ    

AAAA    &Ú×Ï´ ûÜÁßù <Ùð ãõßõØ &`û×Û´ àùÚ<$Ì× µÓ. 40 

BBBB    ûÜÁßù {µ×ùß {õØæð û´óæß ãõßõØ &`û×Ú× ×ÔõÝ×. 60 

´Ô_ ÙæÝóÔ´Ô_ ÙæÝóÔ´Ô_ ÙæÝóÔ´Ô_ ÙæÝóÔ    100100100100    

(3) áÙßÏÈ æØù Ù÷À ´$ø]× µ×$÷À$ èùÚÆùß´$ø]× µ×$÷À$ èùÚÆùß´$ø]× µ×$÷À$ èùÚÆùß´$ø]× µ×$÷À$ èùÚÆùß,  åý µ<õ &û×ùÔ Ùýù µû$õß<Ùµû$õß<Ùµû$õß<Ùµû$õß<Ù ãõßõØ ÙÚ×ùßù. 
 

A µæ$ð&A µæ$ð&A µæ$ð&A µæ$ð&    
 

<$&ßõÑæ ûÎæßÂó ûÜÁßù (OTQs)<$&ßõÑæ ûÎæßÂó ûÜÁßù (OTQs)<$&ßõÑæ ûÎæßÂó ûÜÁßù (OTQs)<$&ßõÑæ ûÎæßÂó ûÜÁßù (OTQs)    

àùÚ<$Ì×× ûÜÁßù Ñ&ß& (20) æÚ. 

(´Ô_ ÙæÝóÔ 40) 

                                                                                                                                                                                             

à‘æ 1.11.11.11.1 &Úð 1.1.1.1.11110000 ÷Àæß<$ à`õÚ ûÜÁßù &úÀ{$ <ò$õß́  &Ô÷̧&Ô ãõßõØ× µõ$ßØùßù. µõ$ßØ$èõß ãõßõØ×ð à÷À$Ù à‘æ× 

ûÜÁßù à‘æ× &´è åµÅ ãõßõØ µû$µõß ÙÚ×ùßù. 

1.11.11.11.1  û{õ &úÀ{ùß äß<$ àõÝµØùß, ÷Àõßõ û÷ÀùÈ æ}´ù$æØó û÷ÀßøõÚ×æß [Database Management System 

(DBMS)] þ$Ñõ æÚÎµÈ à<$&Ú×æß µÙ& &`ÙæÚ× {`æßµæß æÝ́ æß ÷À? 

(1)  ÷Àõßõ<Ù µù$è`ÙûÛÈ (inconsistencies) <`±Ò´.  

(2)  à<&ùß ûÍÁÛÙæ üÙ÷À$×Úõß<× (end user productivity) àòÔÒ´. 

 (3)  ÷Àõßõ {Ô<´$Ø`< (Data sharing) æ} µù${`æÚ Ò´.  

 (4)  µûØ û`<õÚ ÷Àõßõ æ}´ù$æØó ûÜµÓÁ×ùßð (approaches) <ò$ <`±µ×ùß ûÚÍ<`× Ò´. 

      

    
 

 
 

01 <ù <ù <ù <ù ûÜÁßù×ûÜÁßù×ûÜÁßù×ûÜÁßù× 

ûÚðÔ èóù :  09 
ûÜÁßù èóù : 07 

2016-07-23 

û&ß<Ø`  

[1.45 – 5.00]  
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1.21.21.21.2  û{õ µûùß<$ à`õÚ ûÜ&ßõ$Ø×ùß{Ú ùÈ ûÚ}Úµ<ÙÚùß: 

 

 

 

 

                                                                    

                            1 <ù ûÚ}Ú1 <ù ûÚ}Ú1 <ù ûÚ}Ú1 <ù ûÚ}ÚÃÖÔ<ÃÖÔ<ÃÖÔ<ÃÖÔ<                                                                                                                                                                                                2 <ù2 <ù2 <ù2 <ù    ûÚ}ÚûÚ}ÚûÚ}ÚûÚ}ÚÃÖÔÃÖÔÃÖÔÃÖÔ<<<<                            

(1)  <ð ûÜ&ßõ$Ø (Pie Chart) &{ <#õßõ ûÜ&ßõ$Ø (Circle Chart) µÓ.  

(2)  µò$ßù> ûÜ&ßõ$Ø (Doughnut Chart) &{ ýÔýÔ_ ûÜ&ßõ$Ø (Bubble Chart) µÓ. 

 (3)  <#õßõ ûÜ&ßõ$Ø (Circle Chart) &{ <ð ûÜ&ßõ$Ø (Pie Chart) µÓ.  

 (4)  è`ùß> ûÜ&ßõ$Ø (Gantt Chart) &{ õÚõß ûÜ&ßõ$Ø (Dot Chart) µÓ. 

1.31.31.31.3  û{õ &úÀ{ùß æ<Ø ´#÷æ̧$‘è <Ìè×æß &úÀ{$ èßùÔµ´Íæß (Gnumeric) ×ùßù ã÷À${Øó×æß <ùßµùß ÷À? 

(1)  û`õÝØ`Èûõß ´#÷̧æ$‘è (spreadsheet Software).  

(2)  &‘ç]$õß́ æ àæßÂØ ûÚ}ÚýúÀ ÑµÁßÂÚæØó× <Õ ÷Àõßõ û÷ÀùÈ æ}´ù$æØó û÷ÀßøõÚ× (Database 

Management System specializing in numeric characters). 

 (3)  ±&ßæ×æß à$æ#õÚæØó× æÚÎµÈ æǗ × (Disk Formatting Utility).  

 (4)  <Ù‘èÝ Ố÷ÀÙß ûÍ<Ìõù× æÚÎ´ &úÀ{$ <Õ µ<Å àòÑ× (website for converting currencies).   

1.41.41.41.4  ´×ÚµæÜ$µ&$\ß> à<Ô>Ïæß (Microsoft Outlook) {Ú þ$Ñõ <ù ÙÚûÚù µû$µõß û{&Ôæ´ (address book facility) 

&Èýùßøµ×ùß ùÚ<`Ø÷ÀÚ ûÜæ$Á× <ùßµùß: 

 (1)  ä× Ñ÷Àß]Ôõß ÙÚûÚù×ùß &{Úõ µ{$ß Ø{Úõ ¡ù|´ µæµùæÝ {$ &Èýùßø ÒµÈ Ñ&ßõØ èýò$æØ õ`Ä´ð 

þ$Ñõ æ} {`æÚ×.  

 (2)  µû$÷ ̧÷Ø̧æõù à‘æ µ&$×$ è`ùÛ́ ð ä× þ$Ñõ æ} {`æÚ×. 

 (3)  Ù`µýù &Ú×Ï´ Ñ÷Àß]Ôõß õ`û`Ùß <Ù Ñ÷Àß]Ôõß õ`û`Ùß ÙÚûÚù×ùß, &|´ Ñð´ &ß<×‘æÜÛ×< ä{Ú èýò$ µÓ. 

 (4)  µÙ$< ûÔØ$ Ñ÷Àß]Ôõß õ`û`Ùß û{&Ôæ´ þ$Ñõ æØÆùß ¡ù|´ µæµùæÝµèß Ñ÷Àß]Ôõß õ`û`Ùß ÙÚûÚù×ùß àûð 

µ&Ñ× {`æÚ×.     

1.51.51.51.5  IPTV ×ùÔ àùßõÌí$Ùµ×ß à`õÚ µ&ß<$<ùßµèùß &$µûßæßÂ <Áµ×ùß à_õß äææÚ. IPTV ×ùÔµ<ùß &úÀ{ùß 

µæµØùßµùß: 

(1)  Intellectual Property Technology Version. (2)  Information Provider To Vehicles. 

 (3)  Internet Protocol Television.  (4)  Instant Picture Transfer Visit.  
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1.61.61.61.6  å\Û&ß (office) 365 ×ùÔ: 

(1)  ´×ÚµæÜ$µ&$\ß> å\Û&ß (Microsoft Office) &úÀ{$ <Ô ùÚ÷À{&ß Ñ<#õ ỐÙ$ÁÜ ÑæÙßû×æÚ. (a Free Open 

Source alternative). 

(2)  àùßõÌí$Ù èýò$ ùÚÌ´$ó× æÚÎ´ &úÀ{$ (to create online stores) þ$Ñõ µæµØù ´#÷æ̧$‘è×æÚ.  

(3)  ÷À<&ß 365 æß &úÀ{$ <Ù‘èÝ ´#÷̧æ$‘è ýÙûõÜ×æÚ.     

(4)  µ<Å ýÜ<Ô&Ø×æß ´õ û÷ÀùÈ <Õ Subscription Office üÙ÷À$×Úõ$ Ñ&ú̧´æÚ.  
 
 

1.71.71.71.7  ´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> {Ú &ßÙ×Úò ûÔ&ßõæ$Ù à‘è× (slide libraries feature) þ$Ñõ æÚÎµÈ àØ Ốó 

<ùßµùß:  

    (1)  àùßõÌí$Ùµ×ß à`õÚ µû$÷ ̧ûÔ&ßõæ$Ù<Ù èýò$ (public libraries) æØ à`õÚ û<Ìµû$×Úùß> &ßÙ×Úò µ<õ 

ûÚÑ&Û́ ð à<&Ø ÷ÀÛ́ ×Ú.    

 (2)  &ßÙ×Úò ûÔ&ßõæ$Ù×ð ûÚÑ&Ú× {`æÚ ¡ù|´ µæµùæÝð ×}Ú þ$Ñõ æÚÎ´ &úÀ{$ à<&Ø ÷ÀÛ́ ×Ú. 

 (3)  á÷ÀÚÍûõß æÚÎ´æß (a presentation) PDF ÙÚ×ÑÙßÙæß (PDF document) µÙ&ð µ&ßÓ (save) æÚÎ´ &úÀ{$ 

à<&Ø ÷ÀÛ́ ×Ú.  

 (4)  ¡ù|´ á÷ÀÚÍûõß æÚÎ´æð, àùßõÌí$Ùµ×ß µû$÷ ̧ ûÔ&ßõæ$Ù <ÙÚùß ÷Àõßõ &{ ûÜ&ßõ$Ø à`õÝÙõß (insert) 

æØè`ùÛ́ ð à<&Ø ÷ÀÛ́ ×Ú.   
  

1.81.81.81.8  1 <ù ûÚ}ÚÃÖÔ<, 2 <ù ûÚ}ÚÃÖÔ< µÙ&ð ûÍ<Ìõù× µæ$ð &‘&ßæØó× (edit) æÚÎ´ &úÀ{$ þ$Ñõ µæµØù 

´×ÚµæÜ$µ&$\ß> <Ì³ (Microsoft Word) û{&Ôæ´ {ú̧ùß<ùÔ Ùýùßµùß: 
 
 
 
 
 
 
 
 
 
 
 

                                                                                        1 <ù ûÚ}Ú1 <ù ûÚ}Ú1 <ù ûÚ}Ú1 <ù ûÚ}ÚÃÖÔ<ÃÖÔ<ÃÖÔ<ÃÖÔ<                                                                                                                                                                                                2 <ù ûÚ}Ú2 <ù ûÚ}Ú2 <ù ûÚ}Ú2 <ù ûÚ}ÚÃÖÔÃÖÔÃÖÔÃÖÔ<<<< 

(1)  Recolor µÙ&×. (2)  Crop µÙ&×. (3)  Compress µÙ&×. (4)  Reset µÙ&×.      

1.91.91.91.9  û{õ &úÀ{ùß äß<$ àõÝµØùß, µõ$ØõÝØ` õ$æßÂó û÷ÀßøõÚ þ$Ñõµ×ß÷ÀÛ à$ë$ØøÌ´$ùÔæÞÙ< ûÚ}Úèõ{`æÚ 

æ$Ì××æ µ×÷ÀÛ &Ú®ùßµùß×`×Ú &`}æÚ× {`æÚ <ùßµùß æÝ́ ù æ$Ì×× ÷À? 

(1)  æ$Ì×$Ù×Û× Ñ÷Àß]Ôõß õ`û|Ù ûÔ÷ÀßèÙÚæ æØ`óÔ &úÀ{$ þ$Ñõ æÚÎ´. 

(2)  æ$Ì××ùß {$ &Èýùßø×æß µù$´`õÚ (non-work related) ÷À| µ<Å {Ø{$ ûÚÍæß&ù× (web browsing) 

æÚÎ´. 

(3)  2013 ´×ÚµæÜ$µ&$\ß> å\Û&ß (Microsoft Office) ´#÷æ̧$‘è× åµÅ æ$Ì×$Ù µÈ&× ´õ à`õÚ 

ûÍèóæµ×{Ú  (desktop PC) ×$<õßæ$ÙÛù (update) æÚÎ´. 

 (4)  Peer to Peer file Sharing <`ò&ð{ùæß åµÅ æ$Ì×$Ù µÈ&× ´õ à`õÚ ûÍèóæµ×ß ø$<ù× æÚÎ´. 
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1.101.101.101.10  û{õ &úÀ{ùß äß<$ àõÝµØùß ÁÜÛ Ù‘æ$ û$ÌÙÚµÈùßõÝ< Ñ&Úùß &È´õ æØù Ù÷À æÝ́ ù ûùõæß ´êÚùß ûÍèóæ 

<Ùð àù<&Øµ×ùß ûÚÑ&Û́ ð ãõß&${ æÚÎ´ àûØ$ø æÜÚ×$<æß µÙ& ùÈ æØùÔ Ù`ý à`õßµõß ÷À? 

(1)  2006 à‘æ 30 ÷ÀØó µèÒÈ ãûæØó <‘ë$ ûùõ. (2)  2003 à‘æ 36 ÷ÀØó ýÔ÷Àß½´× µ÷ÀßûÙ ûùõ. 

 (3)  2007 à‘æ 24 ÷ÀØó ûÍèóæ àûØ$ø ûùõ.  (4)  2006 à‘æ 11 ÷ÀØó ỐÙ] ûùõ. 

     

à‘æ 1.11.11.11.11111 &Úð 1.1.1.1.15151515 ÷Àæß<$ à`õÚ ûÜÁßù <Ù {Ú&ßõ`ùß ûÚØÒ´ &úÀ{$ <ò$õß́  &Ô÷&̧Ô <ëù× <Ø{ùß õÝÙ ÷ÀÛ à`õÚ <ëù 

àõÝµØùß µõ$ßØùßù. µõ$ßØ$èõß <ëù×, à÷À$Ù ûÜÁßù à‘æ× &´è åµÅ ãõßõØ µû$µõß ÙÚ×ùßù: 

1.111.111.111.11  ÷Àõßõ û÷ÀùÈ æ}´ù$æØó û÷ÀßøõÚ×æ (Database Management System) õÚµýù à$æ#õÚ× (form) þ$Ñõ 

æÚÎ´, õùÚ ………… [µè$ùÔ<æ (File) / <$Ìõ$<æ (Record)] &Ú×Ï´ æßµÂõÜ ý`ÙÛ́ ð (view) û{&Ô 

æǗ ×æÚ.  

1.121.121.121.12  ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß (Microsoft Excel) {Ú õÚµýù ………… (ROW / ROWS) ÁÜÚõ×ð µ×$ Ố<æ µûßÙÚ 

à‘æ× (row number of a reference) ù`<õ Ùý$ ÷ÀÚ× {`æÚ× (can return).  

1.131.131.131.13  ´×ÚµæÜ$µ&$\ß> à<Ô>Ïæß (Microsoft Outlook) ………… [ûÔ÷ÀßèÙÚæ µõ$ØõÝØ` æ}´ù$æØ`µ<æÝµèß         

(a Personal Information Manager) / Ñ÷Àß]Ôõß õ`û`Ùß &Ì<Ø×æ (an E-mail Server)] æ$Ì×þ$Ø× áðÔæØùÔ 

Ùý×Ú.   

1.141.141.141.14  µ<Å ýÜ<Ô&Ø×æß þ$Ñõ æØÆùß ó×æ$³ ûõæ (credit card) à‘æ× <`ùÚ ûÔ÷ÀßèÙÚæ µõ$ØõÝØ` {Ô<´$Ø` æØù 

Ñð, þ$Ñõ æØù ùÚ×´$<ÙÚ× (protocol) ………… (HTTP / HTTPS) ÷À̀ ×Ú àû Ñ&Úùß ûÎæßÂ$ æØ ý`ÙÚ× 

×ÔõÝ×.   

1.151.151.151.15  ………… [à½ à$ØæßÂÚõ &{ àòÔ õ÷Àý÷À (High-security and Low-traffic) / àòÔ à$ØæßÂÚõ &{ <`± õ÷Àý÷À 

(Low-security and High-traffic)] à`õÝÙõß ÒµÈ ûÜµÓÁ û$Ùù× &úÀ{$ (entrance control) µµí< {ú̧ù$ 

è`ùÛ́  (Biometric identification) ùÚÌµ÷ÀßÁ æØùÔ Ù`µÅ.  

   

à‘æ 1.16 1.16 1.16 1.16 &Úð    1.201.201.201.20 ÷Àæß<$ û{õ ÷ÀÛ à`õÚ äæß äæß ûÜæ$Á× &õ]&õ]&õ]&õ] ÷À, à&õ]à&õ]à&õ]à&õ] ÷À ×ùßù &úÀ{ùß æØùßù. åµÅ ãõßõØ× 

(&õ] µ{$ß à&õ] ×ùßù), à÷À$Ù ûÜÁßù à‘æ× &´è åµÅ ãõßõØ µû$µõß ÙÚ×ùßù. 

1.161.161.161.16  û&ÔèÚ× <ÌÂ 5 õÝÙ &ß́ $> ÷̧Øæõù (smart phones) þ$Ñõµ×ß <`±Ò´ ùÚ&$ <}$æÝ_ û÷ÀùÈ <]<&$× 

&Èûõß &`}&ÔÈæØó Ñ&úȨ̀ (cloud based ERP solutions) &úÀ{$ à`õÚ áÙßÏ´ û{õ ý`& à`õ. 

1.171.171.171.17  MySQL ×ùÔ ´×ÚµæÜ$µ&$\ß> à$×õù× Ñ&Úùß ùòõßõÝ æØ ÑæÝóÔÈ æØùÔ Ùýù ÷Àõßõ û÷ÀùÈ æ}´ù$æØó 

û÷ÀßøõÚ×æÚ.   

1.181.181.181.18  û<Ìµû$×Úùß> á÷ÀÚÍûõß æÚÎ´æß (PowerPoint presentation) &ß<×‘æÜÛ×< ø$<ù× <ù (self-running) á÷ÀÚÍûõß 

æÚÎ´æß <Áµ×ùß µûùßùÔÈ µæµØù ûÍ÷ÀÚ ûÚ{ÚðÔÑ× {`æÚ×.  

1.191.191.191.19  û<Ìµû$×Úùß> á÷ÀÚÍûõß æÚÎ´æß &úÀ{$ µÂ$æßµÓÓ \ßÙ|Âß åÅµíæßðÔ<æß (Shockwave Flash object) æ$ 

<`÷Àß÷ÀÛ́  (to embed) æ} {`æÚ äæ´ æǗ × <ùßµùß æßÂóÚæ$µÙ$ßæ µè$ùÔ ùÚµÓÁù×ð &ÔûÚÍ &Èýùßøæ×æß (a 

hyperlink to the flash file location) à`õÚ æÚÎ´×Ú.  

1.201.201.201.20  ´×ÚµæÜ$µ&$\ß> <Ì³ (Microsoft Word) þ$Ñõ æÚÎµÈ÷ÀÛ ã÷ÀÓ Ùý$ è`ùÛ́  &úÀ{$ àûð F1 ×õÝØ õ÷À æ} 

(press) {`æÚ×.    
 (äææð ÙæÝóÔ 02 ý`èÚùß, Ố_ ÙæÝóÔ 40)  

 
  

A µæ$ðµ&{Ú à<&$ù×    
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BBBB    µæ$ð&µæ$ð&µæ$ð&µæ$ð&    

ûÜÁßù {õØæð (04) û´óæß ãõßõØ &`û×Ú× ×ÔõÝ×. 

(´Ô_ ÙæÝóÔ 60) 

                                                

µð$ûß ýÔæß&ßµð$ûß ýÔæß&ßµð$ûß ýÔæß&ßµð$ûß ýÔæß&ß µû$õß µ<µ}úÀ&`Ùæß µÙ& }ê÷ÀÛ́  Ñ<#õ æÚÎ´ð ùÚ×Æõ ×. ä{Ú µû$õß Ù`×Ú&ßõÝµÓ ã÷Àßø#õ×æß û{õÚùß ÷ÀÛ 

à`õ. &´$è´, ûÍèóæ ÷Àõßõ û÷Àù´æ µû$õß Ù`×Ú&ßõÝ< èýò$ æÚÎ´ð &`Ù&ÔÈ æØÆùß &Ú̄ .  

µû$õß µû$õß µû$õß µû$õß 
<Ìè×<Ìè×<Ìè×<Ìè×    

µû$µõß ù´µû$µõß ù´µû$µõß ù´µû$µõß ù´    
ûÜæ$ÁæûÜæ$ÁæûÜæ$ÁæûÜæ$Áæ    / / / / 

µý÷À$ {Íùßù$µý÷À$ {Íùßù$µý÷À$ {Íùßù$µý÷À$ {Íùßù$    
ISBN ISBN ISBN ISBN µæßõ×µæßõ×µæßõ×µæßõ×    

ûÜæ$Á×ð ûÜæ$Á×ð ûÜæ$Á×ð ûÜæ$Á×ð 
ûõßæ} ÷ÀÚù×ûõßæ} ÷ÀÚù×ûõßæ} ÷ÀÚù×ûõßæ} ÷ÀÚù×        

àõ à`õÚ àõ à`õÚ àõ à`õÚ àõ à`õÚ 
µõ$è×µõ$è×µõ$è×µõ$è×    

ÑæÝóÔÈ ÆÙÑæÝóÔÈ ÆÙÑæÝóÔÈ ÆÙÑæÝóÔÈ ÆÙ    
((((Ø`Ø`Ø`Ø`.).).).)    

æ$³ûõß æ$³ûõß æ$³ûõß æ$³ûõß 
{ÚÆ×ùßð {ÚÆ×ùßð {ÚÆ×ùßð {ÚÆ×ùßð 5% 5% 5% 5% 
<>ð´<>ð´<>ð´<>ð´    

ûÜýùßø 1984 
&Û́ $&{Úõ ýÔæß  

<ùß &´$è´ 
9780141182957 2015.05.21 5 800.00 ù`õ 

&‘ë$Ø ±&ßæ<Ì íÌ´ùÚ 
&Û́ $&{Úõ ýÔæß 

Ù|ùß³ &´$è´ 
9781741799996 2015.02.16 1 500.00 ù`õ 

áõÚ{$&×  µ÷À<ù µÙ$ßæ ×Ô÷Àßø× 
&Û́ $&{Úõ µØ$æ> 

µû$õß &´$è´ 
9780316023757 2015.10.11 3 1,000.00 åÓ 

}´$ ÷À Ñùß áùß ÷À ÑµÙ$ß&ß 
&Û́ $&{Úõ ýÔæß  

<ùß &´$è´ 
9780670899142 2015.07.22 4 550.00 ù`õ 

µ&[ç]× à${$Ø ùÛõÚ 
&Û́ $&{Úõ ýÔæß 

Ù|ùß³ &´$è´ 
9780393081084 2015.01.11 6 1,200.00 åÓ 

}´$ µðÜÂÌ à×ÚÙùß³ 
&Û́ $&{Úõ ýÔæß 

Ù|ùß³ &´$è´ 
9780749812140 2015.09.09 4 650.00 ù`õ 

&‘ë$Ø ±&ßæ<Ì íû|ùß 
&Û́ $&{Úõ ýÔæß 

Ù|ùß³ &´$è´ 
9781742200989 2015.01.01 6 500.00 ù`õ 

áõÚ{$&× 1 <ù µÙ$ßæ ×Ô÷Àßø× 
&Û́ $&{Úõ µØ$æ> 

µû$õß &´$è´ 
9780375700453 2015.03.01 2 1,000.00 åÓ 

 
á{õ ÷ÀÛ à`õÚ µõ$ØõÝØ` û´óæß õÚµÅ×`×Ú &ÙæÆùß û{õ ûÜÁßù <Ùð ãõßõØ &û×ùßù: 

(a) á{õ ÷ÀÛ à`õÚ æßµÂõÜ àõÝµØùß ûÜø$ù æßµÂßõÜ× (key field) µÙ& &Ùæ$ ý`ÙÛ́ ð <ò$õß &Ô÷&̧Ô æßµÂßõÜ× &&&&úÀ{ùß úÀ{ùß úÀ{ùß úÀ{ùß 

æØùßùæØùßùæØùßùæØùßù.  
  (ÙæÝóÔ 02) 

(b) û{õ &úÀ{ùß äæß äæß æßµÂßõÜ× &úÀ{$ <ò$õß &Ô÷̧&Ô ÷Àõßõ <Ìè× (data types) {úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù:     

 æßµÂæßµÂæßµÂæßµÂõÜµ×ß ù´õÜµ×ß ù´õÜµ×ß ù´õÜµ×ß ù´    ÷Àõßõ <Ìè×÷Àõßõ <Ìè×÷Àõßõ <Ìè×÷Àõßõ <Ìè×    

µû$õß <Ìè×  

µû$µõß ù´  

ûÜæ$Áæ / µý÷À$ {Íùßù$  

ISBN µæßõ×  

ûÜæ$Á×ð ûõß æ} ÷ÀÚù×  

àõ à`õÚ µõ$è×  

ÑæÝóÔÈ ÆÙ  

æ$³ ûõß {ÚÆ×ùßð 5% <>ð´  

  (ÙæÝóÔ 08)     

(c) ûÜæ$Áæ×ùß / µý÷À${Íùßùùß õÚµ÷ÀµùæÝ (03) û´óæß &Ú®ùßµùß×`×Ú ãûæÙßûù× æØÆùß, ÷Àõßõ à`õÝÙõß 

æÚÎµÈ æÜÚ×$<ÙÚ× <ò$ æ$Ì×æßÂ´ æÚÎ´ &úÀ{$ <èÝµÓ <]Ô{×ð æ}{`æÚ ×È µ<ù&ßæÈ û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.      
  (ÙæÝóÔ 02)    

(d) µð$ûßýÔæß&ßµð$ûßýÔæß&ßµð$ûßýÔæß&ßµð$ûßýÔæß&ß &´$èµÈ æ}´ù$æ$Îõß<×ð µõ$èµ×ß õÚµýù µû$õß ûÚ}ÚýúÀ< ´$&Úæ <$Ìõ$<æß à<Á]< õÚµÅ. 

´×ÚµæÜ$µ&$\ß> à`æß&&ß (Microsoft Access) µ×$÷À$èùÔ Ùýùßµùß×`×Ú ãûæÙßûù× æØÆùß, <$Ìõ$< 

ùÚÌ´$ó× æÚÎµ´{ÚÙ$ à÷À$Ù <ù æÜÚ×$û®û$®× (procedure involved) û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.  (ÙæÝóÔ 03)    
(´Ô_ ÙæÝóÔ 15) 

02 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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ûÜ&Ú÷Àßø &´$è´æ <$ÌÂÚæ <$Ìõ$< á÷ÀÚÍûõß æÚÎ´ &úÀ{$ ÁÚÂ]µ×æÝ Ñ&Úùß á÷ÀÚÍûõß æÚÎ´æß (a presentation) 

ùÚÌ´$ó× æØ à`õ. à‘æ 01 &Úð 06 ÷Àæß<$ à‘ææØó× æØ à`õÚ û{õÚùß ÷ÀÛ à`õÚ &ßÙ×Ú³&ß (slides) ä´ á÷ÀÚÍûõß 

æÚÎµ´ùß ãûÔð$ èùßù$ Ù÷ÀÛ:  

Annual Report 2015

Hypothesis International

1

Products and Services

Food and Beverages

Chemical

Healthcare

Distribution

Logistics

2

 
 

Quarterly Revenue: 2015

Category Q1 (Rs. Bn) Q2 (Rs. Bn) Q3 (Rs. Bn) Q4 (Rs. Bn)

Food and Beverages 510 600 620 700

Chemical 400 425 500 550

Healthcare 300 200 100 300

Distribution 150 170 200 230

Logistics 800 820 850 920

Total 2160 2215 2270 2700

3

Quarterly Revenue: 2015

0

100

200

300

400

500

600

700

800

900

1000

Q1 (Rs. Bn) Q2 (Rs. Bn) Q3 (Rs. Bn) Q4 (Rs. Bn) 

Food and Beverages 

Chemical 

Healthcare

Distribution 

Logistics 

4

 
 

Profit and Loss
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5

• Aviation Sector (2016)

• Retail Sector (2017)

6

 
 

2013 û<Ìµû$×Úùß> (PowerPoint) µ{$ß 2010 û<Ìµû$×Úùß> (PowerPoint) þ$Ñõ æØÆùß &ßÙ×Úò {× (6) ù`<õ 

ùÚÌ´$ó× æÚÎ´ (recreate) åý Ñ&Úùß æ} ×ÔõÝ< à`õ`×Ú ãûæÙßûù× æØùßù.  
    

û{õ (a) &Úð (g) ÷Àæß<$ &úÀ{ùß æØ à`õÚ äæß äæß æ$Ì×× &ÈûÕÌó æÚÎ´ &úÀ{$ åý Ñ&Úùß þ$Ñõ æØùÔ Ùýù à‘è 

(features) û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù. µ´´ æ$Ì×× &úÀ{$ åý þ$Ñõ æØù ûÍèóæµ×{Ú ÷À#ò ±&ßæµ×ß (hard disk) û{õ 

÷À̀ æßµ<ù ûÚ}ÚÃÖÔ µè$ùÔ< (õØ` &ÙæÝó) µ&ßÓ (save) æØ à`õÚ ý<÷À ãûæÙßûù× æØùßù.  

 

    

    

03 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 

1 2 

3 4 

5 6 

àæÝØ` õØµÈ (font size) µ{$ß <Ìóµ×ß µ{$ß àæÝØ` <Ìèµ×ß µ<ù&ßÒÈ (font type changes) µ{$ß åý &úÀ{ùß æÚÎ´ 
à<Á] µù$µÓ. 
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(a) 1111 <ù &ßÙ×Úòµ×ß µûùß<$ à`õÚ ûÍ÷ÀÚ õØ` &ÙæÝó äæõÝ æÚÎ´ð.  (ÙæÝóÔ 02)    

(b) á÷ÀÚÍûõß æÚÎ´ (presentation) ø$<ù× µæµØù àõØõÝØ, á÷ÀÚÍûõß æØùßù$ Ñ&Úùß 1 <ù &ßÙ×Úòµ×ß õØ` 

&ÙæÝó <Øæß äýÕ Ñð (clicks), á÷ÀÚÍûõß æÚÎ´ µæÙÚùß´ 6 <ù &ßÙ×Úò×ð ´$Ø`<ù ý< (switches) õ{<ÔØ` 

æÚÎ´ð.  (ÙæÝóÔ 03)    

(c) 2222 <ù &ßÙ×Úòµ×ß &ð{ùß Ù`×Ú&ßõÝ< (list of entries) &úÀ{$ õØ` &ÙæÝó &ß<×‘æÜÛ×< µûµùù à$æ$Ø×ð äæõÝ 

æÚÎ´ð.  (ÙæÝóÔ 02)    

(d) 3333 <ù &ßÙ×Úòµ×ß ÷Àæß<$ à`õÚ à$æ$Ø×ð à$÷À$×È µõ$ØõÝØ` (revenue information) äæõÝ æÚÎ´ð (&ð{ù: 

´×ÚµæÜ$µ&$\ß> äæßµ&Ùß <`ò µû$õæ à÷À$Ù ÷Àõßõ à`õ`×Ú åýð ãûæÙßûù× æ} {`æÚ×).  (ÙæÝóÔ 02) 

(e) 4 <ù &ßÙ×Úòµ×ß ÷Àæß<$ à`õÚ ûÍ÷ÀÚ ûÜ&ßõ$Ø×æß (chart) ûÜ÷ÀÌÁù× æÚÎ´ð. (&ð{ù: á{õ [d] &úÀ{$ µ×$÷À$èõß  

´×ÚµæÜ$µ&$\ß> äæßµ&Ùß <`ò µû$µõ{Ú́  à÷À$Ù ÷Àõßõ à`õ`×Ú åýð ãûæÙßûù× æ} {`æÚ×).  (ÙæÝóÔ 02) 

(f) 5555 <ù &ßÙ×Úòµ×ß ûÜ÷ÀÌÁù× æØ à`õÚ ûÍ÷ÀÚ ûÜ&ßõ$Ø×æß ûÜ÷ÀÌÁù× æÚÎ´ð. (&ð{ù: ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß 

<`ò µû$õæ à÷À$Ù ÷Àõßõ à`õ`×Ú åýð ãûæÙßûù× æ} {`æÚ×).  (ÙæÝóÔ 02) 

(g) 6666 <ù &ßÙ×Úòµ×ß ´$õ#æ$µÓ (title) ûÜ÷ÀÌÁù× æØ à`õÚ ûÍ÷ÀÚ ´$õ#æ$ û$ñ× (title text) ûÜ÷ÀÌÁù× æÚÎ´ð. 

 (ÙæÝóÔ 02) 

  (´Ô_ ÙæÝóÔ 15) 

 

                                            
                                                                                                                                             

 
    

&$Ø$ ±&ß®ÜÃ&$Ø$ ±&ß®ÜÃ&$Ø$ ±&ß®ÜÃ&$Ø$ ±&ß®ÜÃ×ÔðÌ&ß &´$è´×ÔðÌ&ß &´$è´×ÔðÌ&ß &´$è´×ÔðÌ&ß &´$è´ ä{Ú µèÒ´ð {Úê< à`õÚ áùßµ<$×Ú&Ú (outstanding invoices) <$Ìõ$æØ õ`Ä´ð 

´×ÚµæÜ$µ&$\ß> äæßµ&Ùß (Microsoft Excel) þ$Ñõ æØ×Ú. û{õ &úÀ{ùß <`òûµõ{Ú å<Ôùßµèß <$Ìõ$<ÙÚùß &´{Øæß 

à`õÝÙõß µÓ:  

 A B C D E F G H I J K L  

1                                                  

2 &Û&Û&Û&Û´́́́$&{Úõ &Ø$ ±&ß®ÜÃ×ÔðÌ&ß &´$è´$&{Úõ &Ø$ ±&ß®ÜÃ×ÔðÌ&ß &´$è´$&{Úõ &Ø$ ±&ß®ÜÃ×ÔðÌ&ß &´$è´$&{Úõ &Ø$ ±&ß®ÜÃ×ÔðÌ&ß &´$è´        

3                                                     

4  ÷ÀÚù× 2016 ´`×Ú 12           

5  áùáùáùáùßµ<$×Ú&ß Ñ&ßõØßµ<$×Ú&ß Ñ&ßõØßµ<$×Ú&ß Ñ&ßõØßµ<$×Ú&ß Ñ&ßõØ        Ù`Ã× ×ÔõÝ èÚóÔÈ <×&ß ÑÁßµÙßÂó×Ù`Ã× ×ÔõÝ èÚóÔÈ <×&ß ÑÁßµÙßÂó×Ù`Ã× ×ÔõÝ èÚóÔÈ <×&ß ÑÁßµÙßÂó×Ù`Ã× ×ÔõÝ èÚóÔÈ <×&ß ÑÁßµÙßÂó×     

6     
áùßµ<$×Ú&ß áùßµ<$×Ú&ß áùßµ<$×Ú&ß áùßµ<$×Ú&ß 
à‘æ×à‘æ×à‘æ×à‘æ×    áùßµ<$×Ú&ß ÷ÀÚù×áùßµ<$×Ú&ß ÷ÀÚù×áùßµ<$×Ú&ß ÷ÀÚù×áùßµ<$×Ú&ß ÷ÀÚù×    ùÚ×Æõ ÷ÀÚù×ùÚ×Æõ ÷ÀÚù×ùÚ×Æõ ÷ÀÚù×ùÚ×Æõ ÷ÀÚù×    

Ù`Ã× ×ÔõÝ Ù`Ã× ×ÔõÝ Ù`Ã× ×ÔõÝ Ù`Ã× ×ÔõÝ 
Ố÷ÀÙ (Ø`.)Ố÷ÀÙ (Ø`.)Ố÷ÀÙ (Ø`.)Ố÷ÀÙ (Ø`.)    

õõß<×õõß<×õõß<×õõß<×    
ùÚ×Æõ ùÚ×Æõ ùÚ×Æõ ùÚ×Æõ 
÷ÀÚù÷ÀÚù÷ÀÚù÷ÀÚù    

    
÷ÀÚù 1÷ÀÚù 1÷ÀÚù 1÷ÀÚù 1----30 30 30 30 
÷Àæß<$÷Àæß<$÷Àæß<$÷Àæß<$    

÷ÀÚù ÷ÀÚù ÷ÀÚù ÷ÀÚù 31313131----66660 0 0 0 
÷Àæß<$÷Àæß<$÷Àæß<$÷Àæß<$ 

÷ÀÚù ÷ÀÚù ÷ÀÚù ÷ÀÚù 61616161----99990 0 0 0 
÷Àæß<$÷Àæß<$÷Àæß<$÷Àæß<$ 

÷ÀÚù ÷ÀÚù ÷ÀÚù ÷ÀÚù 90909090    ð ð ð ð 
<`±<`±<`±<`± 

    

7  A10001 2016 íù<$Í 10 2016 ´`×Ú 1 45,000.00 
µèÒ´ð 
ùÚ×Æõ (Due) 

11  45,000.00    
 

8  A20003 2016 íù<$Í 19 2016 àµûÜßÙß 2 60,000.00 
µèÒ´ð 
ùÚ×Æõ (Due) 40   60,000.00   

 

9  A20006 2016 µûýØ<$Í 2 2016 µûýØ<$Í 4 15,000.00 
µèÒ´ð 
ùÚ×Æõ (Due) 98     15,000.00 

 

10  A50007 2016 ´`×Ú 2 2016 ´`×Ú 14 15,000.00 
ûÜ<Ìõù 
(Current)       

 

11  A20011 2016 µûýØ<$Í 13 2016 ´$ÌõÝ 4 25,000.00 µèÒ´ð 
ùÚ×Æõ (Due) 

69    25,000.00  
 

12  A20012 2016 µûýØ<$Í 24 2016 µûýØ<$Í 5 45,000.00         

13  A30005 2016 ´$ÌõÝ 5 2016 àµûÜßÙß 6 10,000.00         

14  A30006 2016 ´$ÌõÝ 16 2016 àµûÜßÙß 7 78,000.00         

15  A30007 2016 ´$ÌõÝ 27 2016 ´$ÌõÝ 8 30,000.00         

              

04 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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û{õ &úÀ{ùß æ$Ì××ùß &$Ìöæ< ùÚ́  æØ è`ùÛ́  &úÀ{$ &ÕõÜ / ÁÜÚõ (formulas / functions) {úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù. 

ûÜ÷ÀÌÁù× æØ à`õÚ ùÚ×`÷ÀÚ àè×ùß (sample values) Ùý$ è`ùÛ́  &úÀ{$ á{õ ÷Àæß<$ à`õÚ µûßÙÚ (rows) <Ùð ûÚðûõß 

æÚÎ´ð {`æÚ<ùÔ ûÚóÚ&, ûÜÁßùµ×ß (b), (c) &{ (d) ×ù µæ$ð&ß<Ùð à÷À$Ù &ÕõÜ / ÁÜÚõ &úÀ{$ à÷À$Ù µæ$ßÂ µ×$ Ố (cell 

references) ùÚ<`Ø÷ÀÚ< ÷À̀ æßÑ× ×ÔõÝ×: 

(a) C4 µæ$ßÂ× (cell) &úÀ{$, <`ò ûõÜÚæ$< (worksheet) Ñ<#õ µæµØù ¡ù|´ µÓÙ$<æ û÷ÀßøõÚµ×ß ûÜ<Ìõù 

(current) ÷ÀÚù× ûÜ÷ÀÌÁù× æÚÎ´ð. (ÙæÝóÔ 02) 

(b) F12 µæ$ßÂ× &úÀ{$, µèÑ× ×ÔõÝ (due) ÷ÀÚù×, &Ùæ$ ýÙù ÷ÀÚùð µûØ ÷ÀÚù×æß ùÈ, "Due" ×ù û÷À× ûÜ÷ÀÌÁù× 

æÚÎ´ð µ{$ß &Ùæ$ ýÙù ÷ÀÚù× &´ê &`&úÀÛµÈ÷ÀÛ ùÚ×Æõ ÷ÀÚù× àù$èõ ÷ÀÚù×æß ùÈ "Current" ×ù û÷À× 

ûÜ÷ÀÌÁù× æÚÎ´ð. (ÙæÝóÔ 03)  

(c) G12 µæ$ßÂ× &úÀ{$, µèÑ× ×ÔõÝ ÷ÀÚù× &{ &Ùæ$ ýÙù ÷ÀÚù× þ$Ñõ æØ èóù× æØùÔ Ùýù µèÒ´ð 

ùÚ×Æõ ÷ÀÚù èóù (due days), &‘ç]$ <ÙÚùß (numerical value) ûÜ÷ÀÌÁù× æØ ÷À̀ æßÒ´ð.  (ÙæÝóÔ 02) 

(d) I12, J12, K12 &{ L12 µæ$ßÂ &úÀ{$, Ù`Ã××ÔõÝ èÚóÔÈ <×&ß ÑÁßµÙßÂóµ×ß (Accounts Receivable Age 

analysis) à÷À$Ù µ×$ßè] õÛØ`µÓ (column) Ù`Ã××ÔõÝ Ố÷ÀÙ ûÜ÷ÀÌÁù× æÚÎ´ð (&ð{ù: &ÕõÜ µ<ù&ß µûßÙÚ 

[rows] <Ùð ûÚðûõß æ} Ñð, à÷À$Ù ùÚ×`÷ÀÚ àè×ùß Ùý$èõ {`æÚ<ù ûÍ÷ÀÚ åý Ñ&Úùß &ÕõÜ {õØæß ÙÚÑ× ×ÔõÝ×). 

 (ÙæÝóÔ 08) 

  (´Ô_ ÙæÝóÔ 15) 

 
 

                                                                                                                                

(a) (i)    ùÚ<&æ õÚµýù ûÍèóæ×æß àùßõÌí$Ù µ&ß<$ &û×ùßµùæÝ (Internet Service Provider) &´ê 

&Èýùßø æÚÎ´ð þ$Ñõ æ} {`æÚ &Èýùßøæ õ$æßÂó×ùß (connectivity technologies) õÝùæß(03) 

Ù`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßù.  (ÙæÝóÔ 03) 

(ii) µõ$ßØ$èõß õ$æßÂó×ùß àõÝµØùß ¡ù|´ õ$æßÂó µ÷Àææß àõØ à`õÚ µ<ù&ßæÈ µ÷Àææß(02) &úÀ{ùß &úÀ{ùß &úÀ{ùß &úÀ{ùß 

æØùßùæØùßùæØùßùæØùßù.  (ÙæÝóÔ 04) 

(b)    àùßõÌí$Ù ý`‘æÝæØó×    þ$Ñõ æØÆùß µ´µ{×Ñ× {`æÚ µ<ù&ß ý`‘æÝ æÜÚ×$æ$ØæÈ {õØæß(04) &úÀ{ùß &úÀ{ùß &úÀ{ùß &úÀ{ùß 

æØùßùæØùßùæØùßùæØùßù. (ÙæÝóÔ 04) 

 

(c) ûǗ ÔçµûµÙß <$óÚí ý`‘æÝ<æ åý Ñ&Úùß û<õß<$µèù×ùÔ Ùýù åýµèß áõÚÍæÚÎµÈ èÚóỐ ð àùßõÌí$Ù ý`‘æÝ 

û{&ÔæÈ Ùý$è`ùÛ́ ð åýð à<Á] Ò õÚµÅ. åµÅ ûÍÁÛÙæ ù$´× (username) &{ ỐØû÷À× (password) 

æÚ&Úµ<æÝ µ&$ØæÈ æ}µ{$õß åµÅ Ố÷ÀÙß &Ú×ÙßÙ å<Ôùð à$û&Ô Ùý$ èõ{`æÚ ý`Ñùß ä× àù$ØæßÂÚõ ý< åµÅ 

ÆõÜµ×æÝ æÚ×$ &Ú̄ .  

åýµèß ÆõÜ×$ &´è åý äæê µù$<ùßµùß×`×Ú ãûæÙßûù× æØÆùß, èùÔµ÷ÀùÔæØ`<ùßµèß àùßõÌí$Ù ý`‘æÝ 

û÷ÀßøõÚ<Ùð à`õÝÙõß èùÔµ÷ÀùÔæØ`<ùßµèß à$ØæßÂ$< á{} ù`‘Ò´ &úÀ{$ ý`‘æÝ ´êÚùß þ$ÑõæØù æǗ  

(mechanisms) {õØæß(04) &úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù.   (ÙæÝóÔ 04) 

(´Ô_ ÙæÝóÔ 15) 

 

05 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 



9 | P a g e  

 

 

     

    

ùÚÆ à`ú̧È àûù×ùµ×ß µ×÷ÀÛ &Ú®ù &´$è´æß <ù &Û́ $&{Úõ &Û́ $&{Úõ &Û́ $&{Úõ &Û́ $&{Úõ µ<µÙ$ß æßµÙ$ßõÚùßµ<µÙ$ß æßµÙ$ßõÚùßµ<µÙ$ß æßµÙ$ßõÚùßµ<µÙ$ß æßµÙ$ßõÚùß &´$èµÈ µõ$ØõÝØ` õ$æßÂó (IT) 

Ñø$×æ ùÚ}ø$Í×$ åý×`×Ú ãûæÙßûù× æØùßù. &´$è´ Ñ&Úùß û<õß<ù Ù÷À ÑÙ$&Úõ$ ÷À̀ æß́ æð à÷À$Ù Ò±µ×$ß <`ò 

&ð{ùæß à`õÝÙõß DVD õ`®×æß åý &õÝ< à`õ. íû$ùµ×ß &Ú®ù åµÅ æ}´ù$æ$Ø àø]æßÂ<Ø×$ åýð æõ$µæ$ð 

Ñ÷Àß]Ôõß õ`û|Ù ´êÚùß ä´ Ò±µ×$ß< ä<ùµÙ& ÷Àùß<$ &Ú¯. å{Ôð ä× µ&ß<$÷À$×æµ×æÝð µûùßÒ´ &úÀ{$ à<Á]< à`õ. 

ä´ Ò±µ×$ßµÓ ûǗ $ó×  MB 200 æß µÓ. ÁÜÛ Ù‘æ$µÓ ûÚ{Ú® åµÅ &´$è´ &{ íû$ùµ×ß &Ú®ù åµÅ æ}´ù$æ$Ø 

àø]æßÂ ×ù µ÷Àû$ÌÁ<×ð´ ûÔ_Ùßûö (broadband) àùßõÌí$Ù û{&Ôæ´ õÚµÅ×`×Ú ãûæÙßûù× æØùßù. 

(a) µ´´ µè$ùÔ< Ñ÷Àß]Ôõß õ`û|Ù (e-mail) ´êÚùß ×`Ñ× {`æÚ×`×Ú åýµèß ÆõÜµ×æÝ æÚ×$ &Ú̄ .  

(i) å{Ôµèß ´õ× (comment) &´ê åý äæê <ùßµùß ÷À?  ù`÷Àß÷À?  ×ùßù &úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù.  (ÙæÝóÔ 01) 

(ii) åýµèß ãõßõØ× &úÀ{$ µ{ßõÝ û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.  (ÙæÝóÔ 02) 
 

(b) µ&ß<$÷À$×æ×$ð Ò±µ×$ßûð× ù`Ø«´ð à<&Ø÷ÀÛ́  &úÀ{$ åýð þ$Ñõ æ}{`æÚ µ<ùõß æǗ  µ÷Àææß(02) [Ñ÷̧]Ôõß 

õ`û`Ùß (e-mail) þ$Ñõ×ð µù$èùßù$] &úÀ{ùß&úÀ{ùß&úÀ{ùß&úÀ{ùß    æØùßùæØùßùæØùßùæØùßù.  (ÙæÝóÔ 04) 

 

(c) åýµèß æ}´ù$æ$Ø àø]æßÂ<Ø×$µèß Ñ÷Àß]Ôõß õ`û`Ùß ÙÚûÚù× åµÅ ´õæµ×ùß èÚÙÚ{Û à`õ`×Ú ãûæÙßûù× 

æØùßù. µæµ&ßµ<õõß, åýµèß Ñ÷Àß]Ôõß õ`û`Ùß &`û×ÔÈæØ`µèß (e-mail provider) µ<Å µÈÙß µ&ß<$< þ$Ñõ 

æØÆùß å{Ôð æÙÚùß Ñ÷Àß]Ôõß õ`û|Ùæß ×`<Õ ý< åýð &Ú{Úûõß µÓ. æ}´ù$æ$Ø àø]æßÂ<Ø×$µèß Ñ÷Àß]Ôõß õ`û`Ùß 

ÙÚûÚù× à$û&Ô Ùý$è`ùÛ́ ð à÷À$Ù ûÚ×<Ø û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.  

(åý Ñ&Úùß æØùÔ Ùýù æÚ&Ú×È ãûæÙßûù µ<µõ$õß &úÀ{ùß æØùßù)  (ÙæÝóÔ 04) 
 

(d) (i) Ñ÷Àß]Ôõß õ`û`Ùß àõß&ùæÚùß (E-mail signature) áðÔ<ù àØ Ốó &úÀ{ùß&úÀ{ùß&úÀ{ùß&úÀ{ùß    æØùßùæØùßùæØùßùæØùßù.  (ÙæÝóÔ 01) 

(ii) Ñ÷Àß]Ôõß õ`û`Ùß àõß&ùæ à`õÝÙõß Ñ× {`æÚ ÷Àõßõ <Ìè õÝùæß(03) Ù`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßù.  (ÙæÝóÔ 03) 

    (´Ô_ ÙæÝóÔ 15) 
 
 

    

    

 

´×ÚµæÜ$µ&$\ß> <Ì³ (Microsoft Word) {Ú û{õ ÷À̀ æßµ<ù äæß äæß à‘è×æÚùß (features) áðÔæØùÔ Ùýù æ$Ì×× 

(function) û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù: 

(a) AutoText.  

(b) AutoCorrect.  

(c) Equation Editor. 

(d) SmartArt. 

(e) Custom Styles.  (äææð ÙæÝóÔ 03 ý`êÚùß, ´Ô_ ÙæÝóÔ 15)  

06 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 

07 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 

B µæ$ðµ&{Ú à<&$ù×    


