
 

 

beg-`kg †kÖwY ● Z_¨ I †hvMv‡hvM cÖhyw³ ● Aa¨vqwfwËK cÖ‡kœi DËi 
Aa¨vq—4: Avgvi †jLv‡jwL I wnmve 

 

 

eûwbe©vPwb cÖkœ-DËi: 
1.  †Kv‡bv WKz‡g›U †Ug‡cøU AvKv‡i msi¶Y Kiv nq 

†Kb? 

K. bv›`wbKZvi Rb¨  

● evievi e¨env‡ii Rb¨ 

M. cybwe©b¨vm Kivi Rb¨  

N. Kwc myweavi Rb¨ 

2.  †Kv‡bv WKz‡g›U cÖ_gevi msi¶Y Ki‡Z †KvbwU 

e¨envi Kiv nq? 

K. wbD   L. I‡cb 

● †mBf  N. †mBf GR 

3.  †¯úªWwkU we‡kølY e¨envi K‡i- 

i. †jLv‡jwL Kiv mnR 

ii. m~Î e¨envi Kiv hvq 

iii. DcvË web¨vm Kiv hvq 

wb‡Pi †KvbwU mwVK? 

K. i I ii  L. i I iii 

M. ii I iii  ● i, ii I iii 

wb‡Pi DÏxcKwU c‡o 4 I 5 b¤^i cÖ‡kœi DËi `vI| 

†mŠwgÎ k‡Li e‡k cÖK…wZ wb‡q cwÎKvq †jLv‡jwL K‡ib| 

gv‡S gv‡S Zvi †jLvi mv‡_ dzj, cvwL ev b`xi Qwe w`‡Z 

nq| wZwb †ckvMZ Rxe‡b GKRb wnmvei¶Y Kg©KZ©v| 

†mLv‡b Zv‡K Kg©Pvix‡`i †eZ‡bi wnmve ivL‡Z nq Ges 

gvwmK cÖwZ‡e`b Rgv w`‡Z nq| 

4.  †mŠwgÎ‡K Zvi k‡Li Kv‡R †Kvb mdUIq¨vi 

e¨envi Ki‡Z nq? 

K. IqvW© cÖ‡mmi ● †¯úªWwkU 

M. MÖvwd·  N. †WUv‡eR 

5.  †mŠwgÎ‡K Zvi †ckvMZ Kv‡R 

i. †Ug‡cøU e¨envi Ki‡Z nq 

ii. m~Î e¨envi Ki‡Z nq 

iii. DcvË web¨vm Ki‡Z nq 

wb‡Pi †KvbwU mwVK? 

K. i I ii  L. i I iii 

M. ii I iii  ● i, ii I iii 

 
mswÿß cÖkœ-DËi: 
6.  ZvwjKv ˆZwi Ki‡Z IqvW© cÖ‡mm‡i †Kvb ai‡bi mvRm¾v (di‡gwUs) e¨envi Kiv nq? D`vniYmn eY©bv Ki| 

DËi: IqvW© cÖ‡mm‡i ZvwjKv ˆZwi Kivi Rb¨ wewfbœ mvRm¾v ev di‡gwUs e¨envi Kiv nq, hv Z_¨‡K my›`i I 

myweb¨¯Ífv‡e Dc¯’vcb Ki‡Z mvnvh¨ K‡i| ZvwjKv mvaviYZ `yB ai‡bi nq: µwgK ZvwjKv (Numbered List) Ges 

ey‡jU ZvwjKv (Bulleted List)| 

1.  µwgK ZvwjKv (Numbered List): †hme †¶‡Î av‡c av‡c wb‡ ©̀kbv w`‡Z nq ev GKwU wbw`©ó µgvbymv‡i 

Z_¨ mvRv‡bv cÖ‡qvRb, †mLv‡b µwgK ZvwjKv e¨envi Kiv nq| GwU msL¨v (1, 2, 3...), A¶i (A, B, C...), 

ev †ivgvb msL¨v (I, II, III...) w`‡q ˆZwi Kiv hvq| 

D`vniY: Kw¤úDUv‡i dvBj msi¶‡Yi avcÑ 

1.  gvB‡µvmdU IqvW© Lyjyb| 

2.  cÖ‡qvRbxq Z_¨ UvBc Kiæb| 

3.  ÔFileÕ †gby‡Z wK¬K Kiæb| 

4.  ÔSave AsÕ Ackb wbe©vPb Kiæb| 

5. dvB‡ji bvg wj‡L ÔSaveÕ evU‡b wK¬K Kiæb| 

2.  ey‡jU ZvwjKv (Bulleted List): hLb µ‡gi †Kv‡bv ¸iæZ¡ †bB ev ïay wewfbœ c‡q›U D‡jøL Kiv cÖ‡qvRb, 

ZLb ey‡jU ZvwjKv e¨envi Kiv nq| GwU mvaviYZ ●, ■, ♦, ✓ BZ¨vw` wPý w`‡q ˆZwi Kiv hvq| 

D`vniY: Kw¤úDUv‡ii cÖavb hš¿vskÑ 

• gwbUi 

• Kx‡evW© 

• gvDm 



 

 

• wmwcBD 

• wcÖ›Uvi 

IqvW© cÖ‡mm‡i Numbered List I Bulleted List e¨envi K‡i Z_¨‡K mn‡R cvV‡hvM¨, AvKl©Yxq I ¸wQ‡q 

Dc¯’vcb Kiv hvq| Gi d‡j WKz‡g›U †ckv`vi I Kvh©Ki n‡q I‡V, hv wewfbœ wi‡cvU©, wb‡ ©̀wkKv ev M‡elYvcÎ ˆZwi‡Z 

mvnvh¨ K‡i| 

7.  †¯úªWwkU we‡køl‡Yi 5wU myweav wjL| 

DËi: †¯úªWwkU we‡køl‡Yi 5wU myweav wb¤œiƒc— 

1.  `ªæZ MYbv I ¯q̂swµq wnmve: †¯úªWwk‡Ui dg©yjv I dvskb e¨envi K‡i mn‡RB MYbv Kiv hvq| GwU 

¯q̂swµqfv‡e wnmve Ki‡Z cv‡i, †hgb—†hvM, we‡qvM, ¸Y, fvM Ges Mo †ei Kiv| 

2.  WvUv msMwVZKiY I wdëvwis: †¯úªWwk‡U †Uwej AvKv‡i WvUv msi¶Y Kiv hvq, hv cÖ‡qvRb Abyhvqx mvRv‡bv 

(Sort) Ges wdëvi (Filter) Kiv m¤¢e| GwU WvUv we‡kølY‡K mnR K‡i †Zv‡j| 

3.  MÖvd I PvU© ˆZwi: †¯úªWwk‡Ui gva¨‡g wewfbœ ai‡bi MÖvd I PvU© (Bar, Pie, Line Chart) ˆZwi Kiv hvq, hv 

WvUv we‡kølY I Dc¯’vcbvq mnvqK| 

4.  GKvwaK e¨enviKvixi mn‡hvwMZv: AbjvB‡b Google Sheets ev Microsoft Excel Online e¨envi K‡i 

GKvwaK e¨w³ GKm‡½ WvUv we‡kølY I m¤úv`bv Ki‡Z cv‡i, hv wUgIqv‡K© myweav †`q| 

5.  mgq I kªg mvkªq: g¨vbyqvj wnmv‡ei cwie‡Z© †¯úªWwkU ¯q̂swµqfv‡e wnmve I we‡kølY Ki‡Z cv‡i, hv mgq 

euvPvq Ges fz‡ji m¤¢vebv Kgvq| 


