
Mob : 9935175666, 9450975035Near State Bank, Nahar Road

a. Desktop ¼MsLdVki½

 dEI;wVj vkWu gksus ij tks LØhu vkrh gS mls MsLdVki dgrs gS

 First Screen show desktop location when we power on the computer.

b. Document ¼MkD;wesUV½ 

 ckbZ fMQkYV gekjh MkD;wes.V Vkbi dh Qkby MkD;wes.V okys yksdslu ij LVksj gksrh gSA tSls 

uksViSM] oMZiSM ;k ,e-,l-vkfQl ,Iyhdslu dh Qkby dks lso djus ij og vius vki 

MkD;wes.V okys yksdslu ij LVksj gksrk gSA

 By default, our document file store in the document location. Like 

- Notepad application, WordPad application, MS Word application. 

1. (Save File in computer at the given location) 

  File dks dEI;wVj esa fn;s gq, yksds'ku ij lso djuk%&
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c. Picture ¼fiDPkj½

 fdlh Hkh fiDPkj dks lso djus ij og vkVksesfVd fiDPkj okys yksds'ku ij lso gksrk gS tSls 

Paint application ;k Photoshop application dh Qkby dks lso djus ij og 

vius vki Pictures okys yksdslu ij LVksj djrk gSA

 By default, our picture type file store in the Pictures location. Like 

Paint application, Photoshop application etc. 
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dEI;wVj dk gkMZ fMDd ftrus Hkkx esa cVk gksrk gS mls ¼yksdy fMLd½ Local Disk ;k ¼Mªkbo½ Drive dgk 

tkrk gS tSls&Local Disk (C:) or Local Disk (D:) ] ;g ¼dEI;wVj½ Computer or This PC vkbdku 

ij fDYkd djus ij fn[kkrk gSA Desktop, Picture, Document lHkh Local Disk (C:) ds gh ikVZ gksrs 

gSA vFkkZr MsLdVki ij Qkby j[kus ij Local Disk (C:) gh Hkjrk gSA vkSj fMfyV djus ij Local Disk 

(C:) ls gh fMfyV gksrk gSA

Divided parts of computer Hard Disk is called Local Disk or Drive. Ex- Local Disk 

(C:) or Local Disk (D:) or (C:) Drive or (D:) Drive, The Drive or Local Disk is show 

when we open the Computer or This PC icon. Desktop, Picture, Document are part 

of Local Disk (C:), means if we fill-up or save file in desktop location, the (C:) Drive 

is Fill-up.

d. Local Disk (C:) or Local Disk (D:)
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➢ Desktop
➢ Document
➢    Picture
➢ Music
➢ Videos
➢ Downloads
➢ Local Disk(C:)
➢ Local Disk(D:)

;s lHkh (c: drive) ds part gSA

gekjs Computer esa Hard disk 2 part esa 
CkVs (divide) gSA

;s lHkh Location gesa This Pc esa fn[kkbZ nsrs gSA
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a. File ¼Qkby ½ 

Qkby esa MsVk ;k buQkjes'ku LVksj jgrk gSA og MsVk ;k buQkjes'ku best Qkby ;k VsDLV 

Qkby gks ldrk gSA Paint application ds }kjk tks Drawing cukdj dEI;wVj esa LVksj 

djrs gS mls Qkby dgrs gS vkSj ;g File Image Type dh gksrh gSA

In file Data or information is stored. This Data or Information file is Image 
File/Text File/mp3 file or etc.

b. Folder (QksYMj½

QksYMj ,d dUVsuj ¼ckDl½ dh rjg gksrk gS ftlesa Qkby ;k QksYMj dks LVksj djds j[kk tkrk gSA

Folder is like a container, in this container we can store file or folder.

2. File and Folder 

¼Qkby vkSj QksYMj½%&
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a. Qkby ;k QksYMj ij ekml dk jkbV fDYd djds Properties vkIlu dks lsysDV djrs gSA

 Right click the mouse button on the file or folder and select Properties 
option.

b. ml Qkby ;k QksYMj dh Properties dk ,d Mk;ykx ckDl vksisu gksrk gS ftles Type of File or 

Type vkIlu gksrk gSA

 A dialog box appear, in this dialog box show Type of File or Type option.

3. (Identity of File & Folder)

 File and Folder dh igpku djuk%&



c. ;fn Type ds lkFk File Folder Show djrk gS rc og Folder dgykrk gSA

 If icon is folder show file folder in the Type option.

d. ;fn Type of File ds lkFk Application dk uke vkSj Extension Show djrk gS rc og File 

dgykrk gSAtSls&

 If icon is file show Application name and extension in the Type of file option. 

File type File Extension

Type of file: PNG file (.png)

File type File Extension

Tye of file: Microsoft word Document (.docx)

Example:-
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a. Qkby ;k QksYMj ij fDYd djds mls lsysDV djrs gS fQj F2 button Press djrs gS Qkby 

;k QksYMj dk uke gkbykbV gks tkrk gS mlds ckn Backspace ;k Delete cVu ls uke 

dks dkV dj u;k uke Vkbi djrs gS vkSj mlds ckn Enter cVu izsl dj nsrs gS ;k ml File 

;k Folder ds ckgj fDyd dj nsrs gSA 

 Click the mouse left button on the file/folder to select it and then press F2 

function key. The file/folder name is highlighted, cut this name by using 

Backspace or Delete key and type new name for the file/folder and then 

press enter key or click outside of this file/folder. 

4. (Renaming File/Folder)

File ;k Folder dk uke Change djuk %&
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b. Qkby ;k QksYMj ij ekml dk Right Click djds Rename vkIlu ij fDYd djrs gS 

Qkby ;k QksYMj dk uke gkbykbV gks tkrk gS mlds ckn Backspace ;k Delete cVu ls 

uke dks dkV dj u;k uke Vkbi djrs gS vkSj mlds ckn Enter cVu izsl dj nsrs gS ;k ml 

File ;k Folder ds ckgj fDyd dj nsrs gSA

 Right click the mouse button on the file/folder and select rename 

option in the list. The file/folder name is highlight, cut this name 

by using backspace or delete key and type new name for the 

file/folder and then press enter key or click outside of this 

file/folder.

OR
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c. Qkby ;k QksYMj ij fDYd djds mls lsysDV djrs gS fdlh Hkh Qkby ;k QksYMj es nks ikVZ gksrs 

gS ,d mldk ICON vkSj nwljk mldk uke gksrk gSA mlds uke ij nksckjk fDyd djus ls 

Qkby ;k QksYMj dk uke gkbykbV gks tkrk gS mlds ckn Backspace ;k Delete cVu ls 

uke dks dkV dj u;k uke Vkbi djrs gS vkSj mlds ckn Enter cVu izsl dj nsrs gS ;k ml 

File ;k Folder ds ckgj fDyd dj nsrs gSA

 Click the mouse left button on the file/folder to select it. Any icon have two 

parts ICON and their name, click the icon name, The file/folder name is 

highlight, cut this name by using backspace or delete key and type new 

name for the file/folder and then press enter key or click outside of this 

file/folder.

OR
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a. Qkby ;k QksYMj ij fDYd djds mls lsysDV djrs gS fQj dh&cksMZ ls Delete button 

Press djrs gS ,d Confirmation ckDl vksisu gksrk gSA ftlesa Yes ij fDyd djus ij 

Qkby ;k QksYMj fMyhV gks tkrk gSA Qkby ;k QksYMj fMfyV gksdj Recycle Bin esa tkrk gSa

 Click the file/folder icon to select it and then press the Delete key 

from the keyboard, a confirmation box appears click yes command 

to delete the file or folder. The deleted file/folder is stored in the 

recycle bin.

5. (Deleting File/Folder) 

 File or Folder dks Delete djuk%&
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b. Qkby ;k QksYMj ij ekml dk Right Click djus ij ,d Pop-up esU;w vksisu gksrk gSA 

ftlesa Delete vkIlu ij fDYd dj nsrs gSA ,d Confirmation ckDl vksisu gksrk gSA 

ftlesa Yes ij fDyd djus ij Qkby ;k QksYMj fMyhV gks tkrk gSA Qkby ;k QksYMj fMfyV 

gksdj Recycle Bin esa tkrk gSa

 Right click the mouse button on the file/folder, a popup menu appears, 

select delete option in the list. A confirmation box appears click yes 

command to delete the file or folder. The deleted file/folder is stored in the 

recycle bin.

OR
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;fn fMfyV djrs le; confirmation dk ckDl open ugh gksrk gS rks& 

Recycle Bin ds vkbdku ij ekml dk jkbV fDyd djds → properties 

vkIlu dks lsysDV djrs gS recycle bin properties dk Mk;ykx ckDl open 

gksrk gS ftlesa display delete confirmation dialog ij psd ekdZ  

dk fu'kku yxkdj ok ij fDYd dj nsrs gSA

Note: 
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Qkby ;k QksYMj ij fDYd djds mls lsysDV djrs gS fQj Shift+Delete button Press 

djrs gSA ,d Confirmation ckDl vksisu gksrk gSA ftlesa Yes ij fDyd djus ij Qkby 

;k QksYMj Permanent delete gks tkrh gS] og Recycle bin esa ugh tkrk og ges”kk ds 

fy, delete gks tkrk gSA

Click on file/folder to select it and then press Shift+Delete key. A 

confirmation box appears, click yes command to delete the file or folder. The 

deleted file/folder is not stored in the recycle bin.

6. (Permanent delete File/Folder) 

 File ;k Folder dks ges”kk ds fy, delete  djuk%
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Recycle bin dk vkbdku MsLdVki ij fn[kkbZ nsrk gSA ftls open djus ij Delete dh 

gqbZ Qkby ;k QksYMj fn[kkbZ nsrh gSA File ;k Folder dks Recycle bin ls okil ykus ds 

fy, Qkby ;k QksYMj ds icon ij mouse dk Right Click  djds restore ij click 

djrs gSA delete dh gqbZ file Restore gksdj viuh txg ij okil pyh tkrh gS ftl 

yksdslu ls og delete gqbZ gksrh gSA

Recycle bin program is show in the desktop. When we open the recycle bin 

program all deleted file is stored in that location. To get back or restore the 

deleted file in recycle bin, right click the mouse button in the file/folder icon 

(in opened recycle bin program) and select restore option. The deleted file is 

restored at that location where location is deleted.

7. (Restore File/Folder from Recycle Bin) 

 File ;k Folder dks Recycle bin ls okil ykuk ;k Restore djuk%&
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a. [kkyh txg ij ekml dk Right Click → New→ Folder, New Folder uke dk 

,d vkbdku ¼QksYMj½ gekjs LØhu ij vk tkrk gS] ftldk uke igys ls New Folder gksrk 

gSA

 Right click the mouse button at the blank area and select New→ Folder, a 

new icon appears on screen and that name is New Folder.

b. Backspace or Delete Button ls ml Folder dk uke dkV dj u;k uke Type 

djds Enter button izsl djrs gS ;k mouse ls ml QksYMj ds ckgj click dj nsrs gSA

 Press backspace or delete key to delete the name of folder and then click 

outside of folder name or press enter key.

8. Creating New Folder- (Ctrl+Shift+N) 

 New Folder cukuk ;k Create djuk (Ctrl+Shift+N) :-
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a. Folder ij ekml dk Right Click djrs gS ,d fyLV open gksrk gSA ftlesa Properties vkIlu dks 

lsysDV djrs gSA

 Right click the mouse button on the folder icon and select properties in the 

context menu.

b. ml QksYMj dh Properties dk ,d Mk;ykx ckDl vksisu gksrk gSA ftlesa Customize Tab ij fDYd 

djrs gS mlds ckn Change icon ds cVu ij Click djrs gSA Change icon dk Mk;ykx ckDl 

vksisu gksrk gSA ftlesa Folder ds Icon dks Select djrs gS vkSj ok Button  ij Click dj nsrs gSA 

gekjs QksYMj dk vkbdku psUt gks tkrk gSA

 The folder properties dialog box appear click customize tab and then select 

change icon button. A new dialog box appears choose the icon of folder and 

then click ok button.

9. (Change the Folder Icon) 
 Folder dk Icon change djuk :-
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Notification Area VkLdckj ds right esa fn[kkbZ nsrk gS vkSj Notification Area esa gh  Date 

vkSj Time nksuks fn[kkbZ nsrk gSA Date vkSj Time dks change djus ds fy, control panel ds 

program dks open djrs gS vkSj mles Date vkSj Time ds icon ij fDYd dj nsrs gSA date & 

Time dk dialog box open gks tkrk gSA mlds ckn change date & Time ij fDYd djds date 

& Time nksuksa change djrs gSA

Notification area that located on the taskbar, show date and time. To change 

the date and time, click start button →control panel → click date and time 

option. The date and time dialog box appear. Click change date and time 

setting button, a new dialog box appear that name is date and time setting, 

here we can change the date and time.

10. (Change the System Date and Time) 

 System dk Date vkSj Time change djuk :-
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b. Taskbar ij ekml dk Right Click djds Taskbar Setting→Automatically hide the 

taskbar lsfVax dks on dj nsrs gS gekjk taskbar Hide gks tkrk gSA

Right click the mouse button on the taskbar and select the taskbar setting, on the setting of 

automatically hide the taskbar, our taskbar is hidden.

11. (Show/Hide Taskbar) 

 Taskbar dks Show ;k Hide djuk :-

a. Taskbar gekjs Computer Window es lcls uhps fn[kkbZ nsrk gSA start button ysQ~V es rFkk 

Notification area jkbV lkbM es gksrh gSA vDlj iz;ksx es yk;s tkus okys izksxzke dks Taskbar ds chp es 

pin dj fn;k tkrk gSA Program or Application dks Minimize djus ij og Shrink gksdj 

Taskbar ij pyk tkrk gSA
 Taskbar is show at the bottom of our computer window. Start button is show at the left side 

and notification area is show at the right, in the middle of taskbar most usable program is 

pin. When program/application is minimizing, this program or application is shrink and 

stored at the taskbar.



Mob : 9935175666, 9450975035Near State Bank, Nahar Road

a. Default Setting esa taskbar lcls uhps fn[kkbZ nsrk gS mldk Location ge Top, left ;k 

right esa set dj ldrs gSA

 By default, the taskbar show at the bottom of computer screen. We can 

change the location of taskbar left, right, bottom or right.

b. Taskbar ij ekml dk Right click djds Taskbar Setting → Taskbar Location on 

Screen esa fn, gq, location top, left ;k  right esas set dj nsrs gSA

 Right click the mouse button on the taskbar and select taskbar setting, In 

the taskbar location on screen option, Click drop down button and select 

the location top, left, right or bottom.

12. (Change the Location of Taskbar) 

 Taskbar dk Location change djuk :-
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bl cVu dk work Letter dks Capital  esa type djus ds fy, gksrk gSA bl cVu dks 

press djus ij keyboard ij ,d light on gks tkrh gSA ftlds ckn Vkbi djus ij 

VsDLV dSfiVy ysVj esa Vkbi gksrk gSA

Press caps lock key to enable the setting of caps lock. If caps lock light is on, 

type the letter in Upper case. Press caps lock key again to off the light of 

caps lock and after this type the letter in lower case.

13. Caps Lock :- 
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bl cVu dk nks dk;Z gksrk gS 

Shift button works two ways-

a. Shift cVu nckdj type djus ij Letter Capital es type gksrk gSA 

 Press and hold down shift key and then press any key from the keyboard, 

typed letter in Upper case.

b. vxj key board ds fdlh key esa nks Button gks rks Shift cVu nckdj type djus 

ij Åij okyk Letter type gksrk gSA

 In our keyboard may key has two letter, type the letter in upper side of the 

key, hold down the shift key and press the key.

14. Shift Button :- 
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keyboard esa Number nks txg fn[kkbZ nsrs gS 

In keyboard Numbers are printed in two place.

a. Function Key (F1 to F12) ds fups

     Below the function key (F1 to F12)

b. keyboard ds right side esa ftls Numeric Keypad dgrs gS] 

      In the Right side of keyboard called, numeric keypad.

15. Num Lock :-
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b. QaDlu key (F1, F2, ….. F12) rd gksrk gS QaDlu key ds  fups okyk Number 

key ges”kk dke djrk gSA tcfd right side okyk rHkh dk;Z djrk gSA tc num lock dh 

light on gksrh gSA igyh okyh ykbV num lock dh gksrh gSA num lock dks ,d ckj 

press djus ij num lock dh light on gks tkrh gS vkSj nksckjk press djus ij num 

lock dh light off gks tkrh gSA

 Function key are F1 to F12. Below the function key, number are always 

worked while the right side of numeric key only work when num lock light is 

on, first light is  num lock light. If num lock light is on Numeric keypad is 

working and if num lock light is off Numeric keypad is not working.
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;g button  gekjs window ds lcls top-right, tittle bar ij fn[kkbZ nsrk gSA bl 

button ij click djus ij gekjk program/application /software or 

window Shrink gksdj taskbar ij ,d NksVs icon ds :Ik esa fn[kkbZ nsrk gSA

The minimize button is show at the right side of Title bar. Click this 

button to shrink our open program/application and place on the 

taskbar.

16. Minimize (      ) [Win+M  or Alt + Spacebar + N or  Win+D] −
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fdlh Hkh window ;k program dks close djus ds fy, bl cVu dk iz;ksx gksrk gSA 

;g cVu gekjs window ;k program ds lcls top-right ij tittle bar esa gksrk gSA

This button is used to close our program/application. This button is 

show at top-right of title bar.

17. Close(      )  [Alt + F4  or Alt + Spacebar +C]x
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vxj gekjk program/application /software or window gekjs computer dh 

vk/kh screen ;k NksVh screen esa [kqyk gS rks maximize button ij click djus ij 

;g iwjh screen ij fit gks tkrk gSa ;k VkbVy ckj ij Mcy fDyd djus ij og iwjh Ldzhu esa 

fQV dj nsrk gSA

If our application/program is open in half screen or mini screen. 

Click this button to fit the application/program in full screen. Or 

double click the mouse button on the title bar to fit the window in 

the full screen.

18. Maximize (  )  [Alt + Spacebar + X]:- 
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Mobile  es Screen shot ysus ij gekjs mobile dk picture automatic save 

gks tkrk gS ysfdu computer esa screen shot ysus ij og direct lso ugh gksrk A blds 

fy, computer dh screen ij fn[kkbZ ns jgs image dk screen shot ysus ds fy, 

gekjs ikl rhu rjhds gS&  

When we take screen shot in mobile, the screen picture is saved 

automatically in our mobile gallery but in computer the screen shot is not 

saved automatically. To take screen shot in computer we have two methods-

19. Taking Screen Shot in Computer

 Computer es Screen Shot ysus dk rjhdk :-
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a. Snipping Tool application ds }kjk (Win+Shift+S) 

b. Keyboard  es fn;s gq, Print Screen Sysrq or prt SC Key ds }kjkA 

c. Shortcut Win+ Prt Screen
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Search ckDl es snipping tool  Vkbi djrs gS vkSj list es tgk ij snipping tool  fn[kkbZ 

nsrk gS ogk ij fDYd dj nsrs gS vkSj tks izksxzke open gksrk gS mles New ij fDyd djds 

mruk Area lsysDV djrs gS ftrus dk screen shot ysuk gksrk gS vkSj mlds ckn Save cVu 

ij fDYd djds mldks dEI;wVj es lso dj nsrs gSA

In the search box type snipping tool and click snipping tool in the list, 

snipping tool program/application is open. Click new button and select the 

area you want to take screen shot and after taking screen shot click save 

button to save the capture image in the computer. 

a. By using snipping tool Application (Win+Shift+S) :- 



Mob : 9935175666, 9450975035Near State Bank, Nahar Road

a. Free-Form Snip

b. Rectangular Snip

c. Window Snip

d. Full-Screen Snip

Snipping tool esa pkj eksM gksrs gS vkSj bu pkjks eksM ds }kjk screenshot ysrs gS&
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Screen ij fn[kkbZ ns jgs image dk screen shot ysus ds fy, keyboard ls prnt scr key 

dks ,d ckj izsl djsA mlds ckn dksbZ Hkh Application tSls paint or Ms-word or 

Power point esa ls fdlh ,d dks open  djrs gS vkSj mlesa paste (ctrl+v)  dj nsrs 

gS mlds ckn file dks save dj nsrs gSA 

To take screen shot in computer of current screen, press prnt scr key from 

the keyboard and after that open program/application (like paint, word, 

power point) and then click paste button or press Ctrl+V. Save the file in the 

computer at the location desktop, pictures, documents, local disk (C:) or 

Local Disk(D:).

b. By using Print screen key from the keyboard:- 
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Mouse dh Setting ds fy, Control Panel→  mouse icon ij click djrs gSA 

Mouse Properties dk ,d Mk;ykx ckDl [kqyrk gS ftlesa ge fuEu setting dj ldrs 

gS&

To customize the setting of mouse open control panel and then click mouse 

icon, the mouse properties dialog box appear. Here we can apply these 

settings- 

20. Mouse setting : -
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a. Switch primary & secondary button :- 

 Buttons Tab esa fn, gq, bl vkIlu ds }kjk ge Mouse ds left rFkk right click dks 

vkil esa change dj ldrs gSA

 Enable check mark button in the switch primary & secondary button to 

change the setting of mouse left and right click.

b. Double Click Speed:- 

 Buttons Tab esa fn, gq, bl vkIlu ds }kjk ge Mouse ds double click dh speed 

dks control dj ldrs gSA vFkkZr~ fdlh file ;k folder dks double click djds open 

djus dh speed lsV dh tkrh gSA

 Change the speed of mouse double click (this setting is work when we open 

any file/folder form the desktop/document/drive.
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c. Turn on Click Lock:- 

 Buttons Tab esa fn, gq, bl vkIlu ds }kjk ge mouse dh left click dh setting dks 

lock dj ldrs gSA vFkkZr~ ekml ds ys¶V fDYd dks dqN nsj rd nck;s j[kus ij og lock gks tkrk gSA

 Through this option given in the Button Tab, we can lock the setting of the 

left click. That is, after holding the left click of the mouse for a while, it gets 

locked.

d. Change Pointer:- 

 Pointer Tab es fn, gq, scheme drop down button ij fDYd djds list es ls fdlh 

,d scheme dks select djrs gS ftlls gekjs mouse dk pointer change gks tkrk gSA

 In this tab click scheme drop down button, and select any one scheme form 

the list. This scheme changes the pointer of the mouse.
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e. Select a Pointer Speed:- 

 Pointers Option Tab es fn, gq, slider ds }kjk pointer dh speed dks slow ;k 

fast dh rjQ lsV djrs gSA ftlls gekjs pointer dks move djus dh speed de ;k 

T;knk gksrh gSA 

 In this tab drag the slider to the slow or fast. This setting changes 

the speed of the mouse pointer to move on the screen.
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21. (Change the Desktop Background)
 Desktop dk Background change djuk :-

a. Desktop ij [kkyh txg ij ekml dk right click djds personalize ij click 

djrs gSA settings dk Mk;ykx ckDl vksisu gksrk gSA ftlesa igys ls left-pane esa 

background vkIlu lsysDV gksrk gS vkSj blds right-pane esa fn, gq, background 

drop down cVu ij fDyd djds picture, solid color or slideshow vkIlu esa 

ls fdlh ,d vkIlu dks lsyDV djrs gS vkSj vius desktop dk background psUt djrs gSA

 Right click of the mouse on an empty space on the desktop and click on 
Personalize. The Settings dialog box opens. In which the background option 
is already selected in the left pane and by clicking on the background drop 

down button given in its right pane, select one of the picture, solid color 
or slideshow options and change the background of your desktop. 
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b. fdlh Hkh Image ij Mouse dk Right Click djds Set as Desktop 

Background ij fDyd dj nsrs gSA

 Right click the mouse button on the image or that designed with paint, and 

selects the option Set as Desktop Background.

OR
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vxj computer ij ge dqN le; ds fy, dksbZ dk;Z ugh djrs gSA rks screen saver vius vki 

active gks tkrk gSA screen saver ds :Ik esa animated image or text yxk ldrs gSA screen 

saver dkss yxkus dk rjhdk& 

If we not working on computer some time, the screen sever option is active. 

We can apply animated text or image in screen saver. To apply screen saver

22. Screen Saver :- 
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a. Desktop ij [kkyh txg ij mouse dk right click→ personalize, settings dk Mk;ykx 
ckDl vksisu gksrk gSA ftlesa igys ls left-pane esa background vkIlu lsysDV gksrk gSA ge lock 

screen vkIlu ij fDYd djrs gS vkSj right-pane okyh screen dks fups scroll djrs gS vkSj 

screen saver setting vkIlu ij click djrs gSA screen saver dk ,d box open gksrk gSA 

ftlesa screen saver ds Mªki Mkmu cVu ij fDyd djrs gS vkSj fyLV esa 3D text, Blank, 

Bubble, Mystify, Photos, Ribbons ls fdlh ,d dks lsysDV djrs gS vkSj setting ij click 

djds mldh setting dks apply djrs gS vkSj mlds ckn ok Button ij click dj nsrs gSA

Right click of the mouse on an empty space on the desktop and click on 
Personalize. The Settings dialog box opens. In which the background option is 
already selected in the left pane. We click on the lock screen option. And scroll 
down the pen with the right pen and click on the screen saver setting option. A 
box of screen savers opens. In which we click on the dropdown button of the 
screen saver and select any one from the 3D text in the list and apply its setting by 
clicking on the setting and then clicking on the OK button. 
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23. (To open file/folder by using the Mouse Double click or single click) 

 file ;k folder dks Mouse ds Double click ;k single click ls open djuk %&

a. Control Panel dks open djds  → file explorer Option ij click djrs gS 

file explorer option dk ,d Mk;ykx ckDl gksrk gS ftles General Tab es fn, gq, 

click item as follows section esa single click to open item  ;k  Double 

click to open item dks select djds ok ij click dj nsrs gSA

 Open control panel and then click file explorer option. The file explore 

option dialog box appear. In the General Tab, in the click item as follows 

section, select the option single click to open an item or double click to open 

an item and then click on ok button.



Mob : 9935175666, 9450975035Near State Bank, Nahar Road

a. file/folder ij mouse dk right click djds → Properties →hidden 

Option ij  Check Mark dk fu”kku yxkdj ok cVu ij fDyd dj nsrs gSA 

file/folder ;k rks hide gks tkrh gS ;k fQj gYdh (Dim) fn[kkbZ nsus yxrh gSA vxj 

file/folder dks hide djuk gks ;k hide gq, file/folder dks okil ykuk gks rks

 Right Click the mouse button on the file/folder and select the 

option Properties. File/folder properties dialog box appear.  

Check mark the hidden option and then click ok button. The 

file/folder is hidden or show dim. To hide the file/folder or get 

back the hidden file/folder-

24. (To Display or Hide File/Folder) 

 Folder ;k file dks Hide ;k Display djuk :- 



Mob : 9935175666, 9450975035Near State Bank, Nahar Road

b. Control panel dks vksisu djrs gS → File Explorer Option ij fDyd djrs gS] 

File Explorer Option properties dk Mk;ykx ckDl vksisu gks tkrk gS → view 

tab ij fDyd djrs gS → vkSj show hidden file/folder or don’t show 

hidden file/folder dks select djds ok cVu ij click dj nsrs gSA

  Open control panel and then click file explore option. The file 

explore option dialog box appears. Click the View Tab, and in the 

advanced setting section, select the option show hidden file/folder 

or don’t show hidden file/folder and then click ok button.
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a. Shut Down:-
 Click start button →Power button →shut down, the computer is 

off . (blds }kjk dEI;wVj dks off fd;k tkrk gS )

b. Restart:-
 click start button →Power button →restart 
 (bl ij click djus ij computer off gksrk gS vkSj fQj ls on gks tkrk gSA)

25. Shut down/Restart/Change User/Lock Screen :- 
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c. Switch user:- 
 bl vkIlu dk iz;ksx dEI;wVj es User account dks psUt djus ds fy, fd;k tkrk gSA 

User account dks psUt djus ds fy, 

 click start button  →click user account icon and select the user you 
want to open.

 (User Icon) ij fDYd djrs gSA vkSj fdlh ,d User dks lsysDV dj ysrs gSA

 This option is used to change the user of the computer. To change 
the user, click start button→ sub button of shut down→ switch 
user click start button →click user account icon (User Icon) and 
then select the user you want to open. 
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d. Log off/Sign out :- 

 Current active user account ij click djds tks user Active gksrk gS mls 

Log off/Sign Out fd;k tkrk gSA Log off/Sign Out djus ds fy, &

 (In win 10) click start button →click user account icon and then 
click sign out.

 click start button →click user account icon vkSj mlds ckn Sign Out ij 

fDYd dj nssrs gSA

 This option is used to sign out the current active user account or 
log off, for this click start button→ sub button of shut down→ log 
off ( in win 7) and in win 10 click start button →click user account 
icon (User Icon) and then select the option Sign Out.
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e. Lock (Win + L): - 

 click start button →click user account icon and then click lock option.

 bl vkIlu ij click djds computer dks lock position ij set fd;k tkrk gS blds 

fy, (User Icon) vkSj mlds ckn Lock vkIlu dks lsysDV dj ysrs gSA

 To lock the computer click start button→ sub button of shut down→ lock ( 

In win 7) and win 10 click start button →click user account icon (User Icon) 

and then select the option Lock.
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F3 button press djus ij gekjk search box Active gks tkrk gSA ftles  file ;k 

folder dk uke ;k file dk extension type djds search fd;k tkrk gSA

 To search file/folder or search file with extension name press F3, A search 

option is active, type file/folder name or type extension of file.

26. To Search File/Folder in Computer

 Computer esa File or folder dks search djuk
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,d ;k dbZ step ;k (action) ihNs tkus ds fy, undo Option dk iz;ksx djrs gSA 

undo dk cVu quick access toolbar es gksrk gSA 

 To get back one or more step or action click undo button on the quick 

access toolbar or press Ctrl+Z.

tc ge undo button dk iz;ksx djds dbZ step ihNs tkrs gSA rks mlh step dks vkxs dh 

rjQ  repeat ;k forward djus ds fy, vkIlu dk iz;ksx djrs gSA Redo dk cVu 

quick access toolbar es gksrk gSA

 To repeat the step of Undo action press redo button on the on the quick 

access toolbar or press Ctrl+Y.

27. Undo (ctrl+z) :- 

28. Redo (Ctrl+Y) :-
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bldk dk;Z fdlh Hkh object (text, shape, file, folder) dks duplicate djus dk gksrk gSA 

blds fy, -

 This function is used to create duplicate of any object like (text, shape, file, 
folder), for this-

a. ftldk duplicate cukuk gS mls select djrs gSA
 Select the object you want to duplicate.

b. mlds ckn copy button ij click djs ;k ctrl+c key press djrs gSA
 Click copy button or press ctrl+c.

c. dkih djus ds ckn ftl yksdslu ij mls ys tkuk gksrk gS ml yksdslu ij igqqpdj Paste 

button ij click djsa ;k   ctrl+v press djrs gSA
 Click paste button or press ctrl+v.

29. Copy (Ctrl+C) →Paste (Ctrl+V) :- 
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bldk dk;Z fdlh Hkh object(text, shape, file, folder) dks ,d txg ls  nwljh txg ij 

ys tkus ;k ewo djus ds fy, fd;k tkrk gSA blds fy,&

 To move object (File or Folder or Text) from one location to another 
location-

a. ftl object ,d txg ls gVkdj nwljh txg ij ys tkuk gks mls select djrs gSA 
 Select the object (text, file or folder) you want to move.

b. Cut button ij click djsa ;k ctrl+x key press djrs gSA
 Prerss Ctrl+X or click CUT button.

c. ftl yksdslu ij mls ys tkuk gks ogk¡ ij igqpdj Paste button ij click djsa ;k  

ctrl+v  press djrs gSA
 Go the location where you paste the file click paste button or press Ctrl+V.

30. Cut (Ctrl+X)→ Paste (Ctrl+V) :- 
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Sticky Notes, iksLV yxkus dk ,d Electronic otZu gS tks NksVs ls isij ds VqdM+s dh 

rjg gksrk gS igys ls mldk dyj ihyk gksrk gSAMicrosoft Windows es  Sticky Notes 

lcls igys fo.Mkst 7 ds lkFk ifjp; djk;k x;k FkkA tks ;qtj dks Electronic Reminders 

ds :i esa mldh Ldzhu ij iksLV fd;k tkrk gSAA ;g Notes gekjs Desktop ij rc rd 

fn[kkbZ nsrk gS tc rd fd ge ml Notes dks Delete uk dj nsA 

 Sticky notes are used to create electronic post on computer. This 

post are like a small part of paper and place on anywhere on the 

desktop. By default the paper color is yellow. In first sticky notes 

introduce with window 7. These sticky notes are available until 

when we delete this post.

31. Sticky Notes :- 
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Search box esa sticky notes type djrs gS vkSj fyLV esa tgk ij fn[kkbZ nsrk gS ml 

ij fDYd dj nsrs gS Sticky notes dks yxkus ds fy, ,d feuh Ldzhu vk tkrk gS ftlij 

ge vius uksV~l dks Vkbi dj nsrs gSA

 In the search box type the sticky notes and select the application in 

the list to open sticky notes program. After clicking the sticky notes 

application, the sticky notes application program is open, type the 

text in the sticky notes you want to post on desktop.

Sticky Notes yxkus dk rjhdk %& 
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Desktop ij ftl Hkh icon ds lkFk curve arrow yxk jgrk gS og fdlh Application, file ;k 

folder dk shortcut gksrk gSA shortcut cukus ds nks rjhds gksrs gS&

a. gesa ftl folder or file dk shortcut desktop ij cukuk gks ml folder or file ij 

mouse dk right click djds send to option esa tkdj desktop (create shortcut)  

ij click dj nsrs gSA ml folder or file dk 'kkVZdV desktop ij cu tkrk gSA 

 On the desktop any program/file/folder stick with arrow sign, this icon is 

shortcut on any program/file/software. If we want to create shortcut of any 

program/file/ folder, right click the mouse button on the file/folder and 

select the option sent to and then click desktop (create shortcut). A shortcut 

icon is appear on the desktop

32. Create Shortcut of FILE, FOLDER or Application on Desktop or any ohter location

 fdlh FILE, FOLDER;k APPLICATION dk 'kkVZdV Desktop;k nwljs location ij cukuk 
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b. ge ftl File ;k folder dk 'kkVZdV cukuk gksrk gS ml File ;k folder dks dkih djrs gS 

vkSj mlds ckn ge ml yksdslu ij igqprs gS ftl location ij mldk 'kkVZdV cukuk gksrk gS 

vkSj ml txg ij ekml dk jkbV fDyd djds Paste Shortcut ij fDYd dj nsrs gSA ml 

File ;k folder dk 'kkVZdV ml yksdslu ij cu tkrk gSA 

 Copy the file/folder, you want to create shortcut and then go the location 

where you create shortcut, right click the mouse button on the location and 

select the option paste shortcut.
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bl Tool dk iz;ksx screen dks zoom djds ns[kus ds fy, djrs gSA screen dks zoom 

djus ds fy, search box esa magnifier Vkbi djrs gS vkSj fyLV esa tgk Hkh 

magnifier fn[kkbZ nsrk gS ml ij fDYd dj nsrs gSA Magnifier dk application 

open  gks tkrk gS  ++  button ij fDyd djds screen dks zoom-in fd;k tkrk gS 

rFkk  - -   ij fDYd djds screen dks zoom-out dks vkmV fd;k tkrk gSA

 This tool is used to magnify the screen. To zoom the screen, type the 

magnifier in the search box and click the magnifier in the start menu list. The 

magnifier application is open. Click + button to zoom in the screen and click 

– button to zoom out the screen.

33. Magnifier (win +  +) :- 
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lHkh ,Iyhdslu LVkVZ cVu dh fyLV es gksrs gS ges  ftl ,Iyhdslu dks Taskbar ij set djuk gksrk gS 

igys ml ,Iyhdslu dk uke lpZ ckDl esa Vkbi djrs gS vkSj og ,Iyhdslu fyLV esa tgk dgh Hkh fn[kkbZ 

nsrk gS ml ij mouse dk right click djds Pin to taskbar ij click dj nsrs gSAog ,Iyhdslu 

gekjs VkLdckj esa tqM+ tkrk gSA vkSj ml ,Iyhdslj dks VkLdckj ls gVkus ds fy, VkLdckj esa fn[kkbZ ns jgs 

application ij ekml dk jkbV fDYd djds Unpin from taskbar ij fDYd dj nsrs gSA 

 Any program/application is show in the list of start. To attach the program in the taskbar, 

type the application name in the search box, the application name is show in the start 

list, Right click the mouse button on the application and select the option pin to taskbar. 

The application is added in the taskbar. To remove the application in the taskbar, right 

click the mouse button in the taskbar application and select the option unpin from 

taskbar. The application is removed in the taskbar.

34. Any Application Set On Taskbar 

 fdlh Hkh Application dks Taskbar ij lsV djuk :- 
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Desktop ij [kkyh txg ij mouse dk right click djds view option esa tkdj show 

desktop icon ij click dj nsrs gSA

 Right click the mouse button on the desktop and select the option view → 

show desktop icon in the context menu list.

35. Show or hide desktop icon:- 

 desktop ds vkbdku dks Show or hide djuk
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Desktop ds icon dks automatically arrange djus ds fy, ij [kkyh tgx ij ekml 

dk right click djds view option es tkdj auto arrange icon ij click dj nsrs gSA 

gekjk vkbdku automatically arrange gks tkrk gS ;fn ge fdlh Hkh Qkby ;k QksYMj ds 

vkbdku dks drag djds nwljs [kkyh txg ij ys tkrs gS rks og vius vki vius vki fyLV es 

vk tkrk gSA

 To automatically arrange the desktop icon, right click the mouse button on 

the desktop and select the option →view →auto arrange icon. Our desktop 

icon is automatically arranged. To check this, drag the icon to the new 

location. The icon is automatically arranged in the icon list.

36. Auto Arrange Desktop icon

 Desktop ds vkbdku dks Auto Arrange djuk A
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Desktop ij [kkyh txg ij mouse dk right click djds view es tkdj Small / Medium 

/ large ij click dj nsrs gSA

 Right click the mouse button on the desktop and select the option →view 

→Small / Medium / Large.

37. Display the desktop icon (small/ Medium/large) :- 

 Display ds vkbdku dks (small/ Medium/large) fn[kkuk
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38. Change the view of file and folder

 File and folder ds fn[kus ds rjhds dks psUt djuk

File explorer (Win+E)  ds izksxzke dks open djds ge fdlh Hkh drive ;k Location 

ds view dks change dj ldrs gSA mlds fy, View tab ij click djds Layout 

Group esa fn;s gq, option- Small Icon / Tiles /list /content / details es set dj 

ldrs gSA

 To change the view of file and folder, open the file explorer program (Win+E) 

or open any drive or location. In this drive or location click view tab and, in 

the layout, group select the option Small Icon / Tiles /list /content / details.



39.Open program by using keyboard shortcut

 izksxzke ;k ,Iyhdslu dks keyboard shortcut ls open djuk&

 ftl Hkh application dk shortcut cukuk gks mls search box es search djrs gS ml ij mouse dk 

right click djds open file location ij click dj nsrs gS ml application dh location show gksus 

yxrh gS ml application ij mouse dk right click → properties →shortcut tab ij click djds 

shortcut key okys section es dksb alphabet choose dj ysrs gSA



40. Control mouse pointer by using keyboard(Control Panel\All Control Panel 

Items\Ease of Access Center\Set up Mouse Keys)

41. Set cursor thickness (Control Panel\All Control Panel Items\Ease of Access 

Center\Make the computer easier to see)
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