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 دا عــــزت د هـــر افـغـان دى
 هر بچی ي３ قهرمـــــان دى
ازبـکــــــــو د  بـــــلـوڅـــــــو   د 
 د تـــرکـمنـــــــو د تـــاجـکــــــو
 پــاميــريـــان، نـورســـتانيــــان
 هـــم ايمـــاق، هم پشـه ４ان
 لـکـه لـمــر پـر شـــنـه آســـمـان
 لـکــــه زړه وي جـــاويــــــدان
 وايـــو الله اکبر وايو الله اکبر

افغانســـتـــان دى  دا وطن 
 کور د سول３ کور د تورې
 دا وطن د ټولـــو کـور دى
 د پښـــتــون  او هـــــزاره وو
 ورســـره عرب، گوجــر دي
 براهوي دي، قزلباش دي
 دا هيــــــواد به تل ځلي８ي
 په ســـينــه ک３ د آســـيـــا به
 نوم د حق مـــو دى رهبـــر

سرود ملی
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¥�Z » �Ë�Á ¹ZÌa
®]� º�Z] O�«Y

�§M ½Y�°Ì] |¼u Á �Zb� ¾f�Â¿ Á ½|¿YÂy ±��] d¼ ¿ �Y Y� Z» Á |Ì�z] Êf�Å Z» �] Ä¯ Y� ÊËZf°Ë �Z³|Ë

Ê] {Á�{ Á ,dyZ� �Y{�Ây�]ºeZy µÂ�� �] ½ZËZa-Ê¨��» |¼v» c��u� �] ÊÆ·Y ¹ZÌa ¾Ìf�z¿ Ä¯

 ½Z�ËY»½|¿YÂy «d�Y.

Ä¼Å �] Är¿ZÀq µZ� ,d�Y|ËÂÅ ½Z³1397|Ë{�³ Ê¼�» ¥�Z » µZ� ¹Z¿ Ä] ,É|Ì��Ây . ¾Ë|] ¹Z�¿ �Âv¸»

Ä��� �{ ÊÀË{ZÌÀ] cY�ÌÌ¤e Á cÓÂve |ÅZ� Z» �Ë�� �Â�¯ �{ dÌ]�e Á ºÌ¸ e -{Â] |ÅYÂy ¦¸fz» ÉZÅ

�� ��ZÀ� �Y ,¾Ë|·YÁ ÉZÅY�Â� Á Ã�Y{Y ,\f°» ,[Zf¯ ,º¸ f» ,º¸ » ½Zf�¿Z¤§Y ¥�Z » ¹Z�¿ Ê�Z�Y Á Ä¿Z³

Ê» �Z¼� Ä] �¬¿ �Â�¯ ��Á�a Á ��Â»M ¥Z�°¿Y Á Ä �Âe �{ Ä¯ |¿Á�Ê» Z¨ËY Y� Ê¼Æ»|ÀËZ¼¿ . ¾ÌÀq �{

d�Â¿�� ÄÅ�] |�� |¿Á� �{ É{ZÌÀ] µÂve {ZnËY Ä] |Æ f» ,½Zf�¿Z¤§Y ¥�Z » ±��] Ç{YÂ¿Zy Á É�^Å� ,�Z�

Ê» �Â�¯ dÌ]�e Á ºÌ¸ e ��Z » ¹Z�¿ Ä �Âe Á|�Z].

¾Ì¼Å �YdËÂ·ÁY �Y Ê¼Ì¸ e [Z�¿ ¥Z�°¿Y Á sÔ�Y ,Á�Ê» Äf�Y|Àa ¥�Z » c�Y�Á ºÆ» ÉZÅ{Â� . �{

[Zf¯ �Ë�Âe |ÀËY�§ Á YÂfv» ,dÌ¨Ì¯ Ä] ÄmÂe ,Zf�Y� ¾Ì¼Å ÉZÅ{ZÆ¿ �ËZ� Á ��Y|» ,\eZ°» �{ Ê��{ ÉZÅ

Ä»Z¿�] �|� �{ Ê�Â�y Á Êf·Á{ Ê¼Ì¸ e{�Y{ �Y�« ¥�Z » c�Y�Á ÉZÅ . [Zf¯ ¾f�Y{ ½Á|] ,ºË�Y{ �ÁZ] Z»

d§ZË ºÌÅYÂz¿ d�{ �Â�¯ �{ Ê¼Ì¸ e �Y|ËZa ¥Y|ÅY Ä] ,dÌ¨Ì¯Z] Ê��{.

�] Á �Â�·{ ½Z��|» Á ½Y�Z³�Â»M �Y ,|»M�Z¯ Ê��Â»M ¹Z�¿ ®Ë Ä] ¶Ì¿ Á Ã|��¯} ¥Y|ÅY Ä] Ê]ZÌf�{ ÉY

Ä] ÄfzÌÅ�§ ½Y�Ë|»Ã|ÀÀ¯ dÌ]�e ½YÂÀ�Ê» Z�Z¬e Ä¿Z»Y�fuY �Â�¯ ��Y�� �{ ,Ã|ÀËM ¶�¿ ½Z³ �{ Ze {{�³

Â¿ �Å �Y ,Z» �Ë�� ½Y|¿��§ Ä] ½M ÉYÂfv» µZ¬f¿Y Á Ê��{ [Zf¯ ¾ËY ��Â»M |¿Á� Á Ã|Ë��Â¿ ¢Ë�{ Ê�Ôe �

���Y Z] ÃZ³M Á µZ § ¶�¿ ��Á�a Á dÌ]�e �{|À�Â°] É{Z¬f¿Y �°¨e Á Ê¸» ,ÊÀË{ ÉZÅ . �] ÃÁÔ� �Á� �Å

 ½Y{�³Z� ®Ë{�¿ Ç|ÀËM �{ Ä¯ ,|ÀÀ¯ �Z£MY� �Ë�|e dÌ¿ ¾ËY Z] ,É�Ë~a dÌ·ÁR�» �u Á |Æ e |Ë|ne

Ä �Âe ½Zf�¿Z¤§Y ½Y�Z¼ » Á ½|¼f» ,�iR» ½Y|¿Á�Æ� ,�Ë��|� |ÀÅYÂy Z§Â°� Á Äf§ZË.

ÄËZ»�� ¾Ë�e|À¼���Y Ä]Zj» Ä] ÊÀf�Y{ d�Á{ Á [Ây ½Y�Â»M �¿Y{ �Y ¾ÌÀr¼Å �Â�¯ ÉY{�§ ÉZÅ

Ê»d��§ �Y Ze ºÅYÂy ½Z¼¸ » ��{ �Y Ê¼¸� ÉÁZ°nÀ¯ Äf^·Y Á ¹Y�fuY ,[{Y µZ¼¯ �{ Á Ã{Â^¿ ¶§Z£ ZÅ

�³ ½Y{Zf�Y º¸� Á �¿Y{ ¾Ìq Ä�Ây Á |ÀÀ¯ �fÆ] Ç{Z¨f�Y Ê»Y�³|À�Z] {Ây Ê»Y.

 Ê¼Ì¸ e [Z�¿ �z] ÊÀ§ ½Y�Z°¼Å Á dÌ]�e Á ºÌ¸ e ½Y|À¼�¿Y{ ,Ê��Â»M ½Z�ZÀ��Z¯ ¹Z¼e �Y ,½ZËZa �{

 �Y Á Ã{�¯ Ê¿Y{�|« �Y�]Y ,|¿{Â¼¿ �Ôe �Á� Ä¿Z^� Ä¿Y|n» Ê��{ [Zf¯ ¾ËY ¾ËÁ|e Á ÄÌÆe �{ Ä¯ �Â�¯

½M ÉY�] ÊÆ·Y ÃZ³�Z]½Z�¿Y Á �|¬» ÃY� ¾ËY �{ ZÅ dÌ¬§Â» �Z�¹�Y{ Z�|f�Y.

 ÉY�Y{ Ê«�f» Á {Z]M ½Zf�¿Z¤§Y ®Ë Ä] ¶Ì¿ Á ,Äf§ZË Ä �Âe Á É�ZÌ » ¥�Z » ¹Z�¿ ®Ë Ä] Ê]ZÌf�{ ÉÁ��M Z]

Ä§�» Á ÃZ³M ,{Y�M ½Y|¿Á�Æ� .
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µÁY ¶�§
µÁY ��{:

|¿� �{ �eÂÌb¼¯Ã Ê³��Z »

�eÂÌb¼¯  È¸Ì�Á ®Ë  Ê°Ì¿Á�f°·Y d�Y

  cZuZ/� �{ Ä/¯ {Z/ ]Y Á /¨¸fz»ÊÂ//» {�

  �Y�/« Ã{Z¨f�Y  Ê/» �/Ì³{ . ¾/ËY    Ã|/Ë|a �{

ÉZÌ¿{Ë{ Á Ê°Ì¿Á�f°·Yn Ê·Zf(Digital
and Electronic)�Á�»Y, Á ºÆ» dËZÆ¿

  ÊeZÌu d�Y,     ¹{�/» ÉY�/] /]  Ä �Â�/y

½Z»�Z�,ZÅ»RcZ��,d¯��ZÅ Á. . .
�¬e  �Ìq Ä¼Å 0Z^Ë  ÉZÅ     Ä/¯ Y� Ê¿�|/»

 Z¼//� Z//] ½MM e Z//Ë |//Ë�Y{ ÊËZÀ//� �//�Â

 ÄfyZ//� �eÂ//Ìb¼¯�//�Âe Z//Ë Á �eÂ//Ìb¼¯

 Ã|� ½Y�Ë{ d�Y-  µZj» ½YÂÀ� Ä]: �eÂ»,ZÅ�ZÌ�ÃZÅ Êf�¯ ,  ZÅ dve ÁÉ�v^·YZÅ,   Ä/¼Å    Ä/¼Å Á  Z/]

      Ã|Ë{�³ ¾ËY�Ë{ Á ÊuY�� �eÂÌb¼¯ �Y Ã{Z¨f�Y|¿Y .µZÀ´�  ÉZÅ Ê/°Ì§Y�e       Á Ã�Y{Y �eÂ/Ìb¼¯ �/�Âe

Ê¸¼� Ê»{{�³M�¨� �Z£ ÉZÅZ�§Ë �eÂÌb¼¯ ®¼¯ Z] Ê Äf§�³ c�Â�Á d�Y�Á�»Y   ¦ËZ/�Á �/j¯Y

    {�Y{ É�eÂÌb¼¯ �¿Y{ Ä] �ZÌ¿ .  Ì» �¤» ¾ËY      Ê/°Ì¿Á�f°·Y Á Ê°Ì¿Z/z) �eÂ/Ìb¼¯ ( P/e  ª/Ì¼� cY�Ìi  Á

Ê Ì�Á|¿� �{Ã Ê³d�Y Ã{�ÁM �Z] Ä] Z» Ê�Z¼fmY Á É{�§ .�eÂÌb¼¯ �³YÊ¼¿] {Â|¿� �Á�»YÃ Ê³ Ä]

Ê¼¿ Zm ¾ËY|Ì�� .

�³Y        ºÌÀ¯ �Â�e Y� �eÂÌb¼¯ ½Á|] ÉZÌ¿{ Ä�v· ®Ë ÉY�],     d§��Ìa Ä¯ d§ZË ºÌÅYÂy �{ ÉZÅ

   ��� �{ Äf§�³ c�Â�È  d]Z^� ¾°¼» �Ì£ Ê»  kÔ� Á {Â]  ÉZÅ     ¦/¸fz» �Y�»Y ÉY�] Ä¯ É{| f»

�Ìz�e   d�{ ,|¿Y Ã|Ë{�³ Ê«Z] Ã{�Âz¿ Ê»|¿Z»- Y�q �Y�/»Y �j¯Y Ä¯ ½M kÔ/� Á Z/Å   ®/¼¯ Z/]

   Z�ZÀ� Á ¦�¯ �eÂÌb¼¯Ë   d/�Y Ã|Ë{�³ Ê .         ÉY� cZ^/�Zv» ,�eÂ/Ìb¼¯ {Â/^¿ c�Â/� �{   Ê/Å{ �{

   Ä] cZ]Zzf¿Y  ¶°�» ÄmYÂ» Ê³��] Ê»|Ë{�³, �¨�  ÉZÅZ�§Ë ¾°¼»Z¿ Ê Ê»    Y�/Ë{ Á ÊuY�� ,|�Ë ¾

�ZÌ�ÃZÅ�a¥��»Ê»|¿� dËZÆ¿ �{ Á |Ë{�³Ã Ê³|¿� ®Ë �eÂÌb¼¯ ½Á|]Ã Ê³Ê» Êfz�Â]{.
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eP cY�Ìi±��] �eÂÌb¼¯
] ½ZÆm �{ Y� Ê°Ë�Â·ZÀ°e µÂve Á ±��] �ÌÌ¤e ®Ë ¶�Y �{ �eÂÌb¼¯ Ä{�ÁM {ÂmÁd�Y Ã . ¾ËY

Ã|Ë|a, ½Z�¿Y  ZÅ  {�¯ ®¼¯ Y�   |ÀËM �{ Ze ÃÃ  ¹Z/³   ÉZ/Å /»R          ,d À/� ,c�Z/ne |/�� d/Æm Y� É�i

   cZ�Ô�Y µ{Z^e Á cZ�Z^e�Y ́ ]~|¿�Y.      Ê���] Á cZ��ne Ä¯ d�Y �eÂÌb¼¯  ÉZÅZ�§Ë    ª/¬ve Y� Ê

,|Ì�z] Y�Ë{¾Ë  ÉZÅ  |Ë|m Ä��� �{  ÉZÅ   ¦/¸fz»      Ê»�³�/� ,dyZ/� ¾/°¼» Y�   Z/Å  Y�  ̀ �/r·{

fyZ�Ä  ¾Ë|] Á  Ä¸Ì�Á  d§��Ìa Ê^� ¹Â¸�  ÉZÅº�q /��� �{ É�Ì³È �Ìz�/e kÔ/�  Z/Å  ÉY�/]

  {Â¼¿ ¦¸fz» �Y�»Y d�Y Ã .  �eÂÌb¼¯|¿�Ã   Ê/³     P/f» ¦/¸fz» {Z/ ]Y �{ Y� Z/»  ÄfyZ/� �i  È¸Ì/�Á Á

  Z�°¿Y Á cZ�Y�fyYcZ§ |Ì¨» d�Y Ã|Ë{�³.       |ËÂ�/¿ Ä/mÂf» |ËZ/� Z¼�-        �eÂ/Ìb¼¯ ¶/�Y �{ Ê/·Á

|¿�Ã  Ê³      d�Y ÄfyZ� ½Z�M Á Ã{Z� dËZÆ¿ Y� .   fz» {Z ]Y �eÂÌb¼¯ Ä�Ôy |¿� �Y Ê¨¸Ã Ê³ Ê�Z¼fmY

Pf»  Y�Z»d�Y ÄfyZ� �i . Äf�Y{ ºÌ¬f�» cY�ÌiPe ½M �{ �eÂÌb¼¯ Ä¯ ÊeZuZ� {�Y{ Á�Y |¿Y c�Z^�:

� c�Zne

�e Á tË�¨��Ê»�³ZÅ

�cZ�Z^e�Y Á cZ�Ô�Y

� ºf�Ì�Ê¼Ì¸ e

�ºf�Ì�Ê»Z�¿

�dv� ºf�Ì�

 c�Zne �{ �eÂÌb¼¯
�eÂ//Ìb¼¯ �Á�//»Y Z//Å//] Ä ��//�

       �Â»Y �{ Ê Ì�Á t�� �{ Á Ê]Â¸�»

  �Z¯ Ä] c�Zne  Ê/» |/¿Á� .  �{ Ê�/ ]

  {�YÂ»  Ã{Z¨f�Y �eÂÌb¼¯ �Y   Z/Å  Ê/fu

         �/Ì¿ Ê¿Z�/¿Y ÉÁ�/Ì¿ �ÅZ/¯ \^�

 d�Y Ã|�  Y Ä¯   Á É{Z�/f«Y �Z/v· �

�ÄÀÌ»  ÉZÅ    ÉY�/] É�Z¯ ½Z�/¿Y   Z/Å Á

  È »Zm  É��] ½ZË� dz� d�Y �ÁM.                Ä/¯ d/§ZË ºÌÅYÂ/y �{ ºÌ/À¯ ÃZ´¿ {Ây µÂuZ» Ä] 0Z¬Ì«{ �³Y
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   �Zne cÔ»Z » ¹Z¼e 0Z^Ë�¬ee     c�Â� �eÂÌb¼¯ �Y Ã{Z¨f�Y Z] Ê Ê»-{�Ì³ ]Ä µZj» ½YÂÀ�:    µÂ/a µZ¬f¿Y

        �Y Ã{Z¨f�Y Z] �´Ë{ �Â�¯ Ä] �Â�¯ ®Ë �Y Ä°^�  ÉZÅ�eÂÌb¼¯ c�Â� É Ê»,{�Ì³     cZ]Z�/u d/^i

¿Z]°   ®¿Z] �{ ½ZË�f�» Ê,ZÅ  �Zne cÔ»Z »e    c�Z¯ �Y Ã{Z¨f�Y Z] Ê  ÉZÅ  É�Z^f�Y)�¯|Ë  c�Z/¯ c ( Á

Ä¼Å Á Ä¼Å Ã�Ì£Ã{Z¨f�Y Z]Z¿YÂe Á �eÂÌb¼¯ �YËÊ ÉZÅc�Â� ½MÊ»{�Ì³.

1.d¿�f¿Y ªË�� �Y É�Y|°¿Z]
 ®¿Z] Ê¿Z»�    Ä/] ZÅ  �{ É�eZ/§{     ½ZË�f�/» Ê/°Ë{�¿

c�Á��f�Y{|À .            Á d/¿�f¿Y ½|/»M �Z/¯ ÉÁ� Z/] �Á�/»Y

�Y Y� {Â//y d//Ì¼ÅY �//´Ë{ �Á� ¾//ËY �eÂ//Ìb¼¯d//�{

Ê»|Å{ .  Ê� ] ®¿Z] �Y  ZÅ      �/�¿ ¥�/� cZ^ � {ZnËY �Y

Ã{Â¼¿  dÌ·Z § Á ÉZÅ�f�Ì] Y� {Ây �¯�¼f» d¿�f¿Y ÉÁ�

 |¿Y ÄfyZ� .  �{  Ê� ]{�YÂ» ®¿Z]     {Â/y cZ^ � Êfu ZÅ

       Y Á |¿Y Ã{�¯ ¶¬fÀ» d¿�f¿Y ÉÁ� Y�    /¬§ cZ^ /� ¾Ë�  �Y

Êf¿�f¿Y �Z^e�Y ªË��, cZ»|yÄWY�YÊ»|ÀÀ¯.

  É�Y|°¿Z]|Ë|m     �§ ¾ËY {Ây ½ZË�f�» Ä] ,�d  Y�Ê»|Å{        ��Y�� �Y ½Z� Ê°¿Z] cZ]Z�u Ä] Ze

 Ê��f�{ ½ZÆm  |À�Z] Äf�Y{ . Êf¿�f¿Y É�Y|°¿Z]          Ê/¼ËY{ cZ»|/y Ê/°Ì¿Á�f°·Y Z/Ë)24  f�Z/�Ä Á

  Äf¨Å �Á� d¨Å (   �Y ½ZË�f�» Ä] Y�WYÄ Ê»          /e �Y Ê/°Ë {Â/y ¾/ËY Ä¯ |À¯P  f�/m�] Á d/^j» cY�ÌiÈ

|¿� |¿Á� �{ Ä¯ d�Y d¿�f¿Y Á �eÂÌb¼¯Ã Ê³] {Ây �Y Z» Ä³ Zm~d�Y Äf�Y.

       Ê�Z�Y �Y Ê°Ë d¿�f¿Y ªË�� �Y É�Y|°¿Z] Ä�Ôy d§��Ìa ¾Ë�e  ÉZÅ®ÌÀze É�eÂÌb¼¯   d�Y Ä¯

 Y� Ê¿ZÆm c�Zned�Y ÄfyZ� ½Z�M.

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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¹Á{ ��{:
2.Y c�Zne·°Ê°Ì¿Á�f

�Á�»Y  °Ì¿Á�f°·Y c�Zne        Z/À°e ºÆ» huZ^» �Y Ê°Ë ½YÂÀ� Ä] Ê     Pe {�Â/» ÊeZ/»Â¸ » É�Â·  |/Ì¯

 �Â»Y ½Z��zf»          Á ��f�³ µZu �{ d��� Z] Á Ã{Â]    d/�Y d§��Ìa      �Â�/¯ �Y É�ZÌ�/] Ä/¯  Z/Å

  Ã{Z¨f�Y    Y� ½M �Y � �{ �Á� �O  ÉZÅ  Êe�Zne   |¿Y Ã{Y{ �Y�« {Ây .        Ä/¿Â³�Å µ{Z/^e Á �Á�§ Á |Ë�y

�v»ÂcÓÁ cZ»|y ,�Ô�YÄ°^� ªË�� �Y cZ ÉZÅ�Zne cÓ{Z^e ¹Zn¿Y ZË Êf¿�f¿Y Á É�eÂÌb¼¯e Ê

   ¿Á�f°·Y \·Z« ®Ë �{Ì               d/�Y Ã|/� ½Z/Ì] Ê/°Ì¿Á�f°·Y c�Z/ne ÉY�] Ä¯ d�Y Ê¨Ë�Z e �Y ,Ê° .  Ä/]

    Ê°Ì¿Á�f°·Y  c�Zne �´Ë{ c�Z^�1          Â/· Ã�Ì£ Á �ZÀmY �Á�§ Á |Ë�y ¹ÂÆ¨» Ä]Y      �Y Ã{Z¨f/�Y Z/] ¹�

c�Z¯  ÉZÅ  ®q Á É�Z^f�Y  ÉZÅ¼¯b  É�eÂÌ   d�Y d¿�f¿Y ªË�� �Y .  /¬§ ¾ËY�    ®/Ë   È/¼¸¯   �{ Ê/À§

dÌ·Z § {�Â» ÊËZÅd¯�� Á {Y�§Y ��Âe Ä¯ d�Y ÉZÅ�Zneec�Â� d¿�f¿Y ®¼¯ Z] ÊÊ»{�Ì³.

|�Ã  ÊË {Y�§Y �Y d¯�� ZË ÉZÅ�Znee Á cZ�z�» Ä¯ |¿Y Ê cZÌ�Â�y  Á �Z/ÀmY cÓÂ�/v»

�za d¿�f¿Y ªË�� �Y Y� {ÂyÊ»|� Á |ÀÀ¯Ã ÊË�´Ë{ÓZ¯ d¿�f¿Y ®¼¯ Z] Y� {Ây ��¿ {�Â» ÉZÅ

    c�Z¯ �Y Ã{Z¨f�Y Z] Á ÉZÅÉ�Y|Ë�y É�Z^f�YÊ»|ÀÀ¯ .   /» �Á� ®/Ë ¾/ËYR  d¯�/� ÉY�/] �i  Z/Å Á

{Y�§YÉ   d�Y     �Å Z] Y� ½Z� cÔ»Z » Ä¯Ê�¯ Ä¯  �Å �Y    �{ ½Z°»Y ½ZÆm ÉZm  d§ZËµÂa    Äf/�Y{ Y�

¹Zn¿Y |À�Z]Ê»|ÀÅ{.

   Á ºÌ�Àe   ¾fyZ� Ê¸¼�   ËZ¬» �{ ºf�Ì� ¾ËY        º/¯ Á Ã{Z� Ê¸Ìy ÊfÀ� ºf�Ì� Z] Ä�  ¥��/»

d//�Y .d¯�//� �//j¯Y �Á�//»Y Z//Å{ZÆÀ�//Ìa Y� Ê//°Ì¿Á�f°·Y c�Z//neÊ//»|//ÀÀ¯ .dÌ¯�Z»�aÂ//�,Z//Å

Ê�Á�¨]Zf¯,ZÅZ´�Á�§Ã,�eÂÌb¼¯ ÉZÅZ´�Á�§ÃZ´�Á�§ ,¶ËZ]Â» ÉZÅÃ  ��/] ÉZ/Å   Á µ�/À» ¹�YÂ/· ±

µZj» Ã�Ì£ËZÅÊ {�YÂ» ¾ËY �Y|¿Y.

˺ E-Commerce

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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    0ÓÂ¼ » ,|� Äf¨³ Ä¯ É�Y�«   É�Y|Ë�y   c�Z¯ �Y Ã{Z¨f�Y Z]  ÉZÅÉ�Z^f�Y- |À¿Z» :c�Z¯�f�Z»2 ,

Ã�ËÁc�Z¯3 ÁpËÂ�c�Z¯4c�Â�Ê»{�Ì³  .

   Z¼� �Á� ¾ËY �{ Ê»  Á cZ�z�» |Ì¿YÂe § �ËY��      _Z/q Y� Ã|À/�Á�§ {�/§ Z/Ë d¯�/� �Á�

)�^� (    �{ Ze |ÌÀ¯M|ÀËÃ  c�Â� �{ {ZnËY �Y ¶°�» ¹Y|¯   Ã|/� É�Y|/Ë�y �Àm  �z/� Ä/]  Z/Ë

|Ì¿YÂf] Ã|Ì�� Ã|À�Á�§ ¶v».

|ÌÀ¯ Â´f¨³ Á hv]  Ê°Ì¿Á�f°·Y  c�Zne Á d¿�f¿Y ªË�� �Y É�Y|°¿Z] �Y��Y Á ZËY�» Ç�Z] �{.

˻ Mater-Card
˼ Visa-Card
˽ Switch-Card

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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Ê»�³��ZÅ
uZ�È    �{ �eÂÌb¼¯ Ä¯ É�´Ë{ Pe ½M   Á ºÌ¬f�» cY�Ìi

º�//q Ê»�³�//� ¾Ì//¼Å d//�Y Äf//�Y{ É�//Ì³ Z//Å Á

É�Z]ZÅÉ1�eÂÌb¼¯É |/¿Y.  ¹{�/» �/j¯Y /«Ô�Ä  |/À»

º¸§  ÉZÅ   ¶¼ ·Y �°� º¸§ ,|À�Z^Ì»  ÉZÅ�°� ¶¼ ·Y

º¸§  ÉZÅ   Äf�m�] ®Ì§Y�³ ÉY�Y{ Ä¯ |¿Y Ê/»  |À/�Z] Á

 ®Ì§Y�³ ¾ËY  ZÅ|]        ÄfyZ/� �eÂ/Ìb¼¯ �/�Âe ®� ½Á

 |¿Y Ã|� .  º¸§ �j¯Y �Á�»Y  ZÅ ®Ì§Y�³ �Y   ÉZ/Å f�/m�]È

 Ã{Z¨f�Y É�eÂÌb¼¯ Ê»|ÀÀ¯.      ̀q d¼� �{ Ä¯ Y� É�ËÂ�e Ê» º¸§ �Y |ÌÀÌ]�Â³�ÔË2Ê» |�Z] Ä¯

�³ �Y Ã{Z¨f�Y Z]Y®Ì§ ÉZÅd�Y Ã|� ÄfyZ� É�eÂÌb¼¯.

¿ Äº¸§ �{ ZÆÀe ZÅ¾�Ì¼¿Y Á ®Ì§Y�³ �Y3 ÉZÅ É�eÂÌb¼¯

 c�Â� Ã{Z¨f�Y  Ê/» {�/Ì³-     ÉZ/Ì¿{ �{ Ä/°¸]   Á tË�/¨e

 �Ì¿ Ê»�³��   �Y½M   ¾fyZ� dÆm É�Z/]  ÉZ/Å  Á [Y~/m

   c�Â� Ã{Z¨f�Y \·Zm dËZÆ¿ Ê»{�Ì³ .  �{ É�Z] ¹Z¼e  ÉZ/Å

É| ] Ä�(3Dimensions(3 D))ºÌ³ Á ÉZÅ �/ »Á ¥

    Ã{Z¨f//�Y É�eÂ//Ìb¼¯ ¾�//Ì¼¿Y Á ®//Ì§Y�³ �Y Z//Ì¿{

Ê»|ÀËZ¼¿ .    �{ Ä¯ Y� É�ËÁZ�eÄv¨�Ã|ÅZ�» Ê/»   Z/] |/ÌÀ¯

  �³ �Y Ã{Z¨f�YY®Ì§  ZÅ ¾�Ì¼¿Y Á   ÉZ/Å f�/m�]È   É�eÂ/Ìb¼¯

fyZ//�Ä|//¿Y Ã|//� .³ |//ËZ^¿ Ä//f¨³Z¿~ �Z//À¯ �{ Ä//¯ d//�Y

�eÂÌb¼¯  ÉZÅ ,®qÂ¯ Ê�z� �eÂÌb¼¯  ÉZ/Å  É�Z/] �Z/y,

|À¿Z»:Play-Station ÁNintendo�Y{ {ÂmÁ �Ì¿¿|.

�Z] �{ÇYÂ§Ë|��� Á ÉZÅ�Z¿Ê�Z] �YÉ ÉZÅb¼¯Ì�eÂÉÀ¯ hv]Ì|.

˺ Game
˻ Godzilla
˼ Animation

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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¹Â� ��{:

cZ�Z^e�Y Á cZ�Ô�Y
    �{ Á �eÂÌb¼¯  �Â¼n»ZÀ°e        cÓÂ/ve ®/� ½Á|] ,ÊeZ»Â¸ » É�Â·   Ä/^¿Zm Ä/¼Å   Ê/Ë    Ê»Z/¼e �{ Y�

Ä���ÉZÅÃ|¿�Ê³ dË��] É{Z�f«Y Á Ê�Z¼fmY] Ä�Â�y��� �{È Z/�Ô�Y   Ä/] cZ/�Z^e�Y Á c

  µZ^¿{�Y{   Á {    �Á�»Y ½ZÆm �{ É��] �»YÂm                / »Zm ®/Ë Ä/] ½|/� ¶Ë|/^e µZ/u �{ d��/� Ä]È

 d�Y ÊeZ�Ô�Y . ³ �{~Äf�,ZÅ  » Ä¿Z´ËP    ¬§ ÊeZ�Ô�Y �^À» Á ~y�    [Zf¯ Á  [Zf¯Ä¿Zy   �/] Á {Â] .

 ®Ë �³Y ª¬v9»   e Ê�Â�Â» ½Â»Y�ÌaªÌ¬v Ê»{�¯,  �Á� |ËZ]  ÉZÅ   Y|Ìa �{ Y� Ê¿ÓÂ�    �]Z/À» ½{�/¯

  �Z¯ Á �^e�»|»M ¥�� Ê»{Â¼¿-      ¸�Z§ d¿�f¿Y Á �eÂÌb¼¯ �Á�»Y Ê·ÁÈ   ZÌ§Y�¤m Á Ê¿Z»�Ë   dÆm Y� Ê

Y|Ìa      d�Y ÄfyZ� ÃZeÂ¯ dËZÆ¿ ÊeZ�Ô�Y �]ZÀ» ½{�¯ . Ê» Z¼� ¬§ |Ì¿YÂe�    Â/�Â» ½{�¯ `ËZe Z]�

      ¼¯{ ½{Y{ �Z�§ Á ¶³Â³ dËZ� �{ÈEnter �Y�Å  ZÅÀ»       Y|Ìa Y� ½Ze �Â�Â» Ä] �^e�» ÊeZ�Ô�Y �^

|ÌÀ¯.

cZ�Z^e�Y
    ��� �{ d¿�f¿Y Á �eÂÌb¼¯È    cÓÂve cZ�Z^e�Y  Ê Ì�Á ] Y�  Ä        ½Z/Æm Á d/�Y Äf/�Y{ µZ^¿{

   » Ä] Y� �Á�»Yj]ZÈ  |°Å{ ®ËÇ    ÊÀ Ë -d�Y ÄfyZ� ®qÂ¯    Z] ½ZÀq Y� ½ZÆm   Ã{Y{ �Z^e�Y ºÅ

   �Â�¯ �Y {Y�§Y Ä¯  ÉZÅ Ê» ¦¸fz» ] ,|À¿YÂe  Ä  ] ½Z»�¼Å �Â�  Ä       Z/] ÊeÂ/� Á É�ËÂ�/e c�Â�

   |ÀÀ¯ �Y�«�] �Z^e�Y ºÅ .    e �Y Ê/°Ë ¾ËY   ¼�/q cÓÂ/v   Á �Ì´ �Ì/�Á       �{ d/¿�f¿Y Á �eÂ/Ìb¼¯

[Â�v» Ê¸ § �ËY��Ê»{{�³.

YÂ¿Y � Ê¸ËZ�Á cZ�Z^e�Y �{ Ä¯�Z¯ Ä]Ê»|¿Á�

�È¼·Z°» ËÁ|ËÁÊ:�¿Y�¨À¯  Ä/¼·Z°» ZË

Á|ËÁË  Ê  Ê¿ZË�m     {Z¨f/�Y Z/] Ä¯ d�Y   ,�eÂ/Ìb¼¯ �Y Ã

Ád§Z��ËÁ ÉZÅ �ZyÊ»  ½YÂ/e /¼·Z°»Ä Ê/fÌ¿�f¿Y

     Á {Y�§Y Z] Á {�¯ �ËY{    Á|/] ½Z»�Z� ®Ë ½Y|À»�Z¯½

 �Y{��¿ �{ ̧�Z§ dÈ     f¨³ ÊËZ/Ì§Y�¤m Á Ê¿Z»�   Á Â/´

 {�¯ hv] .    �Â¿ ¾ËY �{ Ä/¼·Z°»     cZ/¯�u Á �ËÁZ�/e

Ã|ÀÀ¯ ­Y�f�Y ZÅ c�Â� Ä]t�YÁÃ|ÅZ�» ¶]Z«Ê»|�Z].

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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�È¼·Z°» ÊeÂ�:À¯    d/�Y Ê�/¿Y�¨

Ä¯  ½M �{        Á �eÂ/Ìb¼¯ �Y Ã{Z¨f/�Y Z]

d§Z�  ÉZÅ �Z/y  |/À¿Z» ,:MSN ,

Skype   ,Paltalk   ÁYahoo  ,

  eY ®Ë �{ Ê°Ì¿Á�f°·Y ©ZÊ»½YÂe   Z/]

¦//¸fz» {Y�//§Y, ¦//¸fz» �Z//¬¿ �{

    Â/´f¨³ ¦/¸fz» cZ�Â�Â» ½Â»Y�Ìa

{�¯.

 �Z] �{Ç Y�»ËZ  Z » ÁË\ ¼·Z°»È  ÉZÅeÂ�Ê  Â�e ÁË�É  Z¬» �{ËÄ�   Z]�¿Y�¨À¯  Ä¼·Z°» ZË  ZÅ ºÅ Z]

Z¼¿ hv]ÌË|.

�È¼·Z°»ÊÀf» : �Y Ã{Z¨f�Y Z] �Ì¿ �¿Y�¨À¯ ¾ËYd§Z��ËÁ ÉZÅc�Â� ©Â§Ê»{�Ì³, Z]

�Z¯ Ä¯ cÁZ¨e ¾ËY½ZÀ¯­Y�f�Y ÁÃ|ÀÀ¯½Z³¬§�Ê»] |À¿YÂe Ä|� �Â�,YZ]Ã{Z¨f�Y �Y

 �Á� Á ¾f»¾f�Â¿ ºÅ Z]Â´f¨³|ÀÀ¯.

http://www.abbyy.com/buy
http://www.abbyy.com/buy


9

�¶Ì¼ËY1 :  d�a   ¼ËY Z/Ë Ê°Ì¿Á�f°·Y /Ì º/Å ¶,  �Y Ê/°Ë

¶ËZ�Á        ¶°� Ä] �Á�»Y Ä¯ d�Y cZ�Z^e�Y  �Ì�Á {�Â»

 �Y�« Ã{Z¨f�Y Ê»{�Ì³.         ,d/¿�f¿Y ½|/»M �Z/¯ ÉÁ� Z/]

 �Y �//Ì¿ Ê//°Ì¿Á�f°·Y d�//a Ê//�Zy ¹Z//¬» �Y{�Â//y�]

|Ë{�³ .     ¾ËY �Y Ã{Z¨f�Y Z]¶ËZ�ÁÊ»    Y� cZ�Ô�Y  ½YÂe

  ÄÌ¿Zi ®Ë �{,    Ê/fu  �Y       �Z/« Ä/] Ã�Z/« ®/ËÇ   É�/´Ë{

{Zf��§.

É�e�] ÉZÅÊ°Ì¿Á�f°·Y d�a �Y Ã{Z¨f�Y
Ê]Ây  ÊËZÅ      �Á� Z] Ä�ËZ¬» �{ Ê°Ì¿Á�f°·Y d�a Ä¯  ÉZÅÊfÀ�  {�Y{ cZ�Z^e�Y, ¬§�  d���

   Á µZ��Y  ¥��»d�Y .          Ê°Ì¿Á�f°·Y d�a ½{Zf��§ ºÌ�Z] ¶�Á d¿�f¿Y Z] Z» ÃZ³�Å)¶Ì¼ËY (  ¹Y|/¯

¥��»  {�Y|¿ Ê§Z�Y .]      ] Ä¯ Êe�Â� �{ {�¯ ½Z�¿��Zy |ËZZ   ¶ËZ§ Ê°Ì¿Á�f°·Y d�a   ÉZ/Å   Á Ê/Àf»

�ËÂ�eÉ  ºÌÀ¯ Ä¼Ì¼�  ½M ½{Zf��§        d§�³ |ÅYÂy �] �{ Y� ½Z»� Ã�Y|¿Y ®Ë- Á      |/u �{ ºÅ �Z] Ê·

|Ì�� |ÅYÂy ¥|Å Ä] Ä¬Ì«{.

� ºf�Ì�Ê¼Ì¸ e
   �{ �eÂÌb¼¯ºÌ¸ e Pe  cY�Ìi  Ê Ì�Á   ] {Ây �Y Y�  Ä  ³ Z/m~   d/�Y Äf/�Y . d§Z/� �/ËÁ  ÉZ/Å

  �Y{ {ÂmÁ É{| f»¿    �{ Ä¯ | z» ¾ÌÀ�¦¸f   �Y ,Ç�Á{ Y|f]YË   ] ½ÂfÀÅÂa Ze Ê   �Z¯ ÄÊ»|¿Á� .  Z/]

 Â¯ |��  ¾f§� Á ½Z¯{ ½M  ZÅ \eZ°» Ä] |ËZ]  f�/Ì]            Á ª/Ì¬ve d/Æm �eÂ/Ìb¼¯ �Y �f�/Ì] Á �

      Y|/Ìa ,cÓZ/¬» ½{�/¯ `/ËZe ,d/¿�f¿Y �{ Ânf�m  Y{ �Y \/·Z�» ½{�/¯ /Ë�ĩ ¥�Z/ ¼·Y  ÉZ/Å

 Ê/°Ì¿Á�f°·Y,  |/À¿Z»Wikipedia ,Encyclopedia, Webopedia �/Ì£ Á Ã  Ã{Z¨f/�Y

|ÀÀ¯ .    ½Y{�³Z� ½ZÌ» �{º¯  ,¾�     �Z¯ ¹Zn¿Y ,Ê°Ì�ZË� cZ^�Zv» ÉY�] �eÂÌb¼¯  ÉZÅ  Ê/¼¸�

c�ZÆ» ¾Ë�¼e Á] Ê��{ ÉZÅ Ä�Z¯Ê»Á�{.

¿  Ä     Ã{Z¨f�Y �eÂÌb¼¯ �Y \eZ°» ½Y{�³Z� ZÆÀe Ê»|ÀÀ¯-Ä°¸]   � ,½Z/¼¸ »Q /�Z Á  ½Y�Ë|/»

   Ã{Z¨f�Y �eÂÌb¼¯ �Y Ä¼Å Ê»|ÀÀ¯ .R�»Á Á ½Ó �Y{Y ½Y�Ë|»  �{ Ê¼Ì¸ e cY  Ê Ì/�Á t�� �Y

{ZnËY½Ôa ÉZÅdÌ·Z § c�Z�¿Á ZÅ�Y �]ZÀ» ºÌ�¬eM ½ Ã{Z¨f�YÊ»|ÀÀ¯.

˺ E-mail

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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  ÊeZ»Â¸ » ºf�Ì�(EMIS)�{ ½Zf�¿Z¤§Y ¥�Z » c�Y�Á�Â�¯\eZ°» ¹Z¼e  ¾Ì/¼¸ » ,

 ¾Ì¼¸ f» Á Y��{    �Ì�Á �Ì]ZfË{ ®Ë Ã{�¯ d^i d�Y   �Â�¯ ¥�Z » ¹Z�¿ Ze ÄËÂ¬e  {{�/³ Á

ÉY�] [Ây cZ»|yZ�³|¿Â� Ä��� ½Y{�.

  ��Â»M    �Á{ ÃY� �Y Ê¿Z/Ë�m        |ËZ/� Ä/¯ d/�Y       |Ì/�Z] Ã|ÌÀ/� ½M {�Â/» �{ .  �Á� ¾/ËY

Ê��Â»M        » Z/Ë Ä¿Zy �Y Z¼� Ä¯ d�Y Ì/v         » ®/Ë Ê¿Z^Ìf�/a Z/] É�/´Ë{ �R �/�È Ê/¼Ì¸ e,

Ê»|ÌÀÌ].   Ä¿Â¼¿ �Y Ê°Ë  ÉZÅ  » �Â¿ ¾ËYR  cZ��" ¾Ì] �¯�»Ê¸¸¼·Y �Ë�|e  Y� �YÃ �Á{1" d�Y.Z]

  ºf�Ì��Ë�|e   Z¼� ,�Á{ ÃY� �Y Ê»   «Ô� �Z�Y �] |Ì¿YÂeÈ        Á�/³ �{ Á |/ÌÀ¯ d§��Ìa {ÂyÃ  ÉZ/Å

Ê¼Ì¸ e|ÌÀ¯ ­Y�f�Y d¿�f¿Y Á �eÂÌb¼¯ �Y Ã{Z¨f�Y Z] ÃYÂz·{.

  Ã�Á{ ¾ËY �{  ZÅ {YÂ»Ê¼Ì¸ edËZ� \ËÁ �Y 0ÓÂ¼ » ºÅY d§ZË�{ ¶]Z« ZÅ   ÉY�/] Ä/f^·Y Ä¯ |Àf�

¾ËY Ä] Ê��f�{|f]Y d�Y ¹�Ó ZÅY{^i dËZ� �|ÌÀ¯ ¹Z¿ d Ä] �b� ÁM|ËÂ� {�YÁ ½.

� ��Â»M�YªË���eÂÌb¼¯
M Z/Ë �eÂÌb¼¯ �] ÊÀf^» ��Â»Computer Based Training (CBT) , Ä/¼¸¯  Ê/Ë   /] Ä/¯ d/�Y �

d§Z��ËÁ     ÉY�] Ã|� ÊuY��ºÌ¸ e �Z¯½ZÀ¯    �Z¯ Ä]Ê»          ½Y��Y �ZÌ�] Á Ê·Z� ¶u ÃY� ®Ë ¾ËY Á {Á�

 ÉY�]ºÌ¸ ed�Y.

�ºÌ¸ e�YªË��d¿�f¿Y
ºÌ¸ eªË�� �Y ZË d¿�f¿YWeb Based Training (WBT) 0Z^Ë�¬e ]Z�/»  Z/] ÄCBT d/�Y-  Ê/·Á

  cZ¼Ì¸ e�Y   ÄWY�Y d¿�f¿Y ªË�� Ê»-{Â�  �]ZÀ]M  ½       Ê�/z� �eÂ/Ìb¼¯ ®/Ë 0Z/¼fu Ä¯ d�Ì¿ �Á��

 |Ì�Z] Äf�Y{-Ä°¸] Ê»    Ê»Â¼� �¯Y�» ªË�� �Y |Ì¿YÂe,   ¶j» d/¿       ̀/¸¯ d/¿�f¿Y Z/Ë Ê/¨Ì¯   Z/Å   Z/Ë Á

Ä¿Zz]Zf¯ ZÅYÁ �eÂÌb¼¯ �d¿�f¿Y|ÌÀ¯ Ã{Z¨f�Y ÁºÌ¸ e|ÌÀÌ^].

�Z] �{Ç]ÂyÊ ZÅ¸ e �«YÂ¿ ÁÌcZ¼b¼¯Ì�eÂÉ] Äy��ÂºÌ¸ eÀ¯ hv] �Á{ ÃY� �YÌ|.

˺ International Center for Distance Learning

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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¹�ZÆq ��{:

ºf�Ì� ÉZÅÊ»Z�¿
   Ä��� �Y �´Ë{ Ê°Ë  ÊËZÅ    �{ �eÂÌb¼¯ Ä¯M  cÓÂve ½ Ê Ì/�Á /] Y�Ä   Äf/�Y{ µZ/^¿{  ,d/�Y

Ì��ºf  ÉZÅ   d/�Y Ê»Z/�¿ .  �Y ÉY|/f]Y      �eÂ/Ìb¼¯ �Y�/fyY     �Â�/¯ µZ/u Z/e   ÉZ/Å   ½�|/» �{

Ây�]�{  ÉZÅ  ,Ê»Z�¿�Ìz�e      ,¾¼�{ Ê]ZË{� ,¾¼�{ ��YÂ»�ËZ»�M  ÉZÅ   Ê/]�u  ,Ê»Z/�¿

 Êf�¯ µÁ�fÀ¯  ZÅ �Ë� ÁZË�{ËÊ  ÉZÅ  µÁ�fÀ¯ ,Ê»Z�¿ Ã�Z/Ì�  ÉZ/Å  ¾Ì�/¿�� ½Á|/],  dËY|/Å

d¯Y�  ÉZÅ      ºf�Ì� �Y Ã�Ì£ Á É�] Á É�v]  ÉZÅ   Á É�eÂÌb¼¯d§Z��ËÁ  ÉZÅ �ZyÊ�Â�Zm

Ã{Z¨f�YÊ»|ÀÀ¯.

�dv� ºf�Ì�
  ��� �{ �eÂÌb¼¯È Pe �Ì¿ dv� cY�Ìi Ê Ì�Ád�Y Äf�Y{ .    É�Y|/Æ´¿ ÉY�/] �eÂ/Ìb¼¯ �Y ½Y�f¯Y{

ÄÌ�Á{  ZÅ ¶ËZ§ Á  ÉZÅ  ½Z�Ë�» Ã{Z¨f�Y {Ây Ê»-|ÀÀ¯  Äz�¿ ¾ÌÀr¼Å  ÉZÅ½Z�Ë�»     �Y Ã{Z¨f/�Y Z]

   \Ìe�e Á ÄÌÆe �eÂÌb¼¯ Ê»  Á {Â�

    /Å \Ìe�e ¾Ì¼Å Ä]º  ½Z�/Ë�»  Á

 �» ºÅÁRÓ½ ¿ZyYÁ{ÄÅZ  , cZËY|Å

v///�YÁÊ Á Ã{�///¯ d///§ZË�{ Y�

 �Z�uY�»Y�MÊ»|ÀÀ¯.

  Ä¿ZyZ¨� �{ �eÂÌb¼¯  ZÅ  ÉY�/]

 É�Y|//Æ´¿eZ//»Â¸ »Ê-|//À¿Z»:

 ,��{M ,¹Z//¿ ½Â//¨¸Ìe �//^¼¿ ,

�Z¼///�ÇZ///�ZÀ�Ë�///Ì£ Á Ê Ã

 ¾Ì mY�» cZ�z�»  Ã{Z¨f/�Y

Ê»{{�³ .     Z¼/� ÃZ/³�Å  d/«Á

  cZ«Ô»  �f¯Y{ ®Ë �Y Ê»,|Ë�Ì³   ¹Z¼ecZ»Â¸ »      ¾/ËY Á {Â/] |ÅYÂy ��f�{ �{ d��� Ä] Z¼�

¬§ 0ÓÂ¼ »��Z¼� ½{Y{ Z]Ç¹Zn¿Y Z¼� ÊËZ�ZÀ�Ê»{Â�.

  ¾ÌÀr¼Å{ Ä¿ZyZ¨� �  ZÅ] ±��] É�eÂÌb¼¯ cY�ÌÆne�Ìz�e ¹Zn¿Y ÉY�  ÉZ/Å  /] Ê/^� Ä  �Z/¯

Ê»|¿Á�-|À¿Z»:

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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�Magnetic Resonance Imaging (MRI) :�Ì�ZÀ¬» ®¼¯ Z] Ä¸Ì�Á ¾ËY Z/Å É

     É�eÂ/Ìb¼¯ �ËÁZ�/e ÉÂ« �ZÌ�] Y�  �Y

    ½|/] ¹Z/¼e ZË Ê�z] �Ë�/» |/Ì·Âe

Ê»À¯| .    �Y É{�YÂ» �{d§Z��ËÁ ÉZÅ

 �Ìz�//e ÉY�//] É�eÂ//Ìb¼¯ �Z//y

��//» ÉZ//Å �ËÁZ�//e ¾//ËY �Y �Z//y

Ã{Z¨f//�YÊ//»{Â//� .�Á� ¾//ËYZ//Å

Ê»  �ÅZ¯ dÆm �{ |À¿YÂed«Á ¹�Ó

      �Á�� Á ªÌ«{ �Ìz�e ÉY�]ÉÁY|e

   �{ \�ZÀ» �Y�/»Y Z/¿��y­  /»R �i

|À�Z].

�: Echocardiography (Eco) ¾ËYÃZ´f�{Ä¸Ì�Á ÊË ��Âe Ä¯ d�YM �Y�»Y ½

�Ìz�e d��{ Á ªÌ«{ Ê¸Ìy ¶°� Ä] Ê^¸«Ê»{{�³.

 É�ËÂ�eÂ°ËY �YÊ^¸« �Y�»Y �Ìz�e ¾Ìu Ê§Y�³ÂË{�Z¯

�: Angiographyf§��Ìa Á ½�|» ¶ËZ�Á �Y Ê°Ë ºÅ ¾ËYÈÄ¯ d�Y Ê^�Ê» Z] ½YÂe

M½ �|À] �Ìz�e �{½ZË�� �|À] ¹|� ZË ÉZÅ   d/��{ Á ª/Ì«{ cZ»Â¸ » Ê^¸« Y� /] Ä

  d�{M{�Á .¾ËY         �Z¯ ÉÁ� Z] Ä¯ |¿Y É{�YÂ» ºÅ ZÅM /À°e Á �eÂÌb¼¯ ½|»Z  �{ |/Ë|m É�Â·

Pe dv� Ä���|¿Y Äf�Y{ µZ^¿{ Ä] Y� Êf^j» cY�Ìi.

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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   Ä¿ZyZ¨� �Y É�ZÌ�] �Á�»Y  ZÅ    ¿Z» Ê�Zy ÊuY�m cY�ÌÆne �Y      Ê/uY�m �{ ��/Ì· |/À  ÉZ/Å

Â» ,º�q,ZÅµZy ÉZÅ²À� ,c�Â� Ê§Z�Y ÉZÅÃ{Z¨f�Y Ã�Ì£ Á Ã{�³Ê»|ÀÀ¯.

d»Â°uÊ°Ì¿Á�f°·Y É�Y{
d·Á{   f�Y �Y c�Z^� Ê°Ì¿Á�f°·Y É�Y{{Z¨ÇdÌ¸]Z« ZÅ ÊËY�Z/¯ Á  ÉZ/Å Z/À°e   Ä/] ÊeZ/»Â¸ » É�Â·

     ��� ,dÌ§Z¨� ,dË�iÂ» ,dË�¼j» {Â^Æ] �Â�À»È    Z] Á �Ë�� cZ»|y¨Ì¯dÌ   cZ»|y ,24   Á Äf�Z�

         ½Z/Ì» ,d»Â°u ½Á�{ �{ Ê·Âa Á ÊeZ�Ô�Y µ{Z^e

  ½Z»�Z/� Á d/»Â°u  ÉZ/Å    Á ¹{�/» ½Z/Ì» ,Ä/ ]Ze

    �//z] Á d//»Â°u ¾Ì//] Ä//�Ôy Á d//»Â°u

Ê�Â�y Ê» |/�Z] .u d/»Â°   Ê/°Ì¿Á�f°·Y É�Y{

  ��] µÂve ®Ë   d»Â°u Ä��� �{ ±   [Â/y É�Y{

[Â�//v»Ê//»{{�//³ .  d//»Â°u �Â//¿ ¾//ËY �{

     Á cZ�Ô�Y Ä] Ê��f�{    /] Ä/»Z� cZ»|y  Ä  �Â/�

24 d�Z� Ê»    Zm Ä] É�ZÌ¿ Á |�Z]    d/Ì «Â» Á É

 ¿ Ê°Ë�§Ê¼|�Z]- �¬§  °^/� ®/Ë �Y Ã{Z¨f�Y Z]È

     Ê/f¿�f¿Y ÃZ/´ËZa ®/Ë Á Êf¿�f¿Y Ê/»   d/»Â°u ®/Ë ½YÂ/e    ¹Z/¼e Á {Y{ ¶Ì°�/e Ê/°Ì¿Á�f°·Y É�Y{

�z] ÉZÅ�z] Á d»Â°u ¦¸fz» ÉZÅÄ] Y� Ê�Â�yÅ{Y{ |¿ÂÌa º.

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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d»Â°u   Ê°Ì¿Á�f°·Y É�Y{  �Y d�Y c�Z^�:       Â·ZÀ°e |¿Á� ®Ë �Y Ã{Z¨f�Y Ä] |Æ e   \/�ZÀ» Ê°Ë�
       ½Z»�Z� Á ½Y|¿Á�Æ� Z] d·Á{ cZ�Z^e�Y ÉZ¬e�Y ÉY�]          /�Âe �Y dËZ¼u Ä] Á d·Á{ Ä] Äf�]YÁ ÉZÅ È

ÈWY�Y dÌ¨Ì¯ {Â^Æ] Á Ê�Z¼fmY ,É{Z�f«Y¹{�» Ä] cZ»|y.

�Z] �{ÇÉ�e�] ZÅ��� Á ÉZÅ�Z¿ÊY �YË{Zn d·Á{)d»Â°u (·Y¿Á�f°Ì°ÊZ¼¿ hv]ÌË|.

 °Ì¿Á�f°·Y d»Â°uÊ ÉY�] É|Ë|m �Á� ,d·Á{ ZÅ    Z/À°e �Y Ã{Z¨f/�Y �Â/�À» Ä/] É�Â· |/Ë|m
                  sÔ/�Y ,Ê/f·Á{ cZ»|/y Á cZ�Ô�Y Ä] \�ZÀ» Ê��f�{ ÉY�] ¹�Ó cÔÌÆ�e ,{Y�§Y Ä] Ä¯ d�Y

dÌ¨Ì¯ ½M  ZÅ ÈWY�Y Á d��§  ÉZÅÊ Ì�Á    Ä�Á�a �{ d¯�Z�» ÉY�] ÉZÅ Y�/§ Ê»{�» Á Ê�Z¼fmYºÅ
Ê»ËZ¼¿|.

 �YÂ¿Yd§Z��ËÁ
�«Ê¼    |� Äf¨³ Ä¯d§Z��ËÁ   Ä]¹Y�³Á�a  ÊËZÅ©Ô�Y Ê»       ÉY�mY Ä] �{Z« Y� �eÂÌb¼¯ Ä¯ {{�³
ÄÌ¸¼�  ZÅ  ÁcZËY|Å Ê»{�Z� .    �´Ë{ c�Z^� Ä]d§Z��ËÁÄ¸Ì�Á  ÊË   Ä¯ d�Y  cZËY|Å �Z/¯¾¯1  Ä/] Y�

�ËÁ{�ZÅ   ºÅ Á ¶¬fÀ»  ½ZÀq�ËÁ{�ZÅ  µÁ�fÀ¯ Y� Ê»|À¯ .]  Ä  ¶Ì·{  �YÂ¿Y dË{ÂmÂ»d§Z��ËÁ,½M  Z/Å
 Ä] Y�Á�³Ã ÉZÅºÌ�¬e Ê�z�»¯ |¿Y Ã{Â¼¿ É|À]Äf�{ ¾ËY ¶Ë} �{ ÄÊ���] Y� É|À]Ê»Z¼¿ËºÌ:

�Â¼n» �{ ,d§Z��ËÁ ZÅºÌ�¬e Äf�{ Ä� Ä] Y��Y |¿Y c�Z^� Ä¯ |¿Y Ã{�¯ É|À]:

1.d§Z��ËÁ ÉZÅÊ¼f�Ì�2

2.d§Z��ËÁ ÉZÅÉ{�]�Z¯3

3.d§Z��ËÁ ÉZÅ¹Y�³Á�aËÂ¿Ê�4

˺ User
˻ System Software
˼ Application Software
˽ Programming software

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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ºnÀa ��{:

d§Z��ËÁÊ¼f�Ì� ÉZÅ
d§Z��ËÁ  ÉZÅ  Ê¼f�Ì�   ºf�Ì� Z]ZÅ�ËÁ{�         Á ºf�Ì� ¹Z¼e Á |¿�Y{ ºÌ¬f�» �Z^e�Y �eÂÌb¼¯

    Ä] �Â]�» cZÌ¸¼�M     ¾ËY ªË�� �Y ½¹Y�³Á�a  ZÅ Ã�Y{Y Á µÁ�fÀ¯Ê»|¿Â� .d§Z��ËÁ ÉZÅ  Ê¼f�/Ì�

¹Â¼� c�Â� Ä]Á�³ |Àq Ä]ÃºÌ�¬eÊ»|¿Â�-|À¿ Z»:

�Y�³Á�a¹ZÅ ÉÉ�Z¯ �Á��)ÊeZ»|¬»((Startup Program)
�ºf�Ì� ÉZÅ ¶»Z�(Operating Systems)
�¹Y�³Á�aÉZÅ Ê°¼¯(Utilities)

�¹Y�³Á�aZÅ  É   É�Z¯ �Á��)ÊeZ»|¬»(:¹Y�³Á�a  ÊËZÅ      /�§Zu �{ Ä/¯ |/¿YÈ   Ê¸/�Y

(ROM)¸Ì�Á Ä]ÈÃ|¿�Z��a Ê¸�Y {�] ½Z³|¿Y Ã|�¯�» ���Á�a �eÂÌb¼¯ ½{�¯ ¾�Á� Z] Á É�

]  Ä Z»ÂeY �Â�    µZ^¿{ Ä] ®Ìe½MZÅ Ê» Á {Á� ½M  ZÅ Y�mY Y� Ê»|À¯ .¨Ì�ÁÈ     ¾/ËY Ê�Z�Y ¹Y�/³Á�a  Z/Å

¬§� ½{�¯ ¾�Á�d�Y �eÂÌb¼¯ ½|� ¾�Á� ½Z»� �{ ºf�Ì�.

� ¶»Z� ºf�Ì�:  Ê�Z�Y �Y Ê°Ë¾Ë�e ¹Y�³Á�a  ÉZÅ  [Â�/v» Ê¼f�Ì�  Ê/»  Á {Â/�   ½Á|/]

        {�Y{ ¶»Z� ºf�Ì� ®Ë Ä] �ZÌ¿ �eÂÌb¼¯ �Å ®� .Z�Á         �Y |/¿Y c�Z/^� ¶»Z� ºf�Ì� �Å Ê¸�Y ¦Ë:

Ç�Y{Y�Z¯ �Z^e�Y dÆm \�ZÀ» �Ìv» {ZnËY ,�]ZÀ»¾¯Á �eÂÌb¼¯ Z]½{�¯ Ê¸¼�¹Y�³Á�a ÊËZÅ Ä¯

 �Z¯ Ä] Ê»{Á�.                ºÅ{�Z/Ë ¦À/� [Zf¯ Ä] ½M �YÂ¿Y Á ¶»Z� ºf�Ì� ½Â»Y�Ìa �f�Ì] cZ»Â¸ » ÉY�]

{Â� Ä mY�» .

�¹Y�³Á�aZÅ  ÉÊ°¼¯:¹Y�³Á�aZÅ  É  É|Ì¨»Y  |¿  Ä¯¶¼� {�/¯   Ä/Ì¸¼� Á   ÉZ/Å  ºf�/Ì�

    Æ] Á Ä �Âe Y� ¶»Z�^{Â Ê»|À�z]- |À¿Z»:¹Y�³Á�aÉZÅ�Á�ËÁ      Á �Á�ËÁ |� ZË [ZË¹Y�³Á�aZÅ É

Ã{��§É�Z� .Ê� ]  �Z¯ �Y  ÊËZÅ   Ä¯ Y�¹Y�³Á�aÉZÅ   ¹Zn¿Y Ê°¼¯Ê»    �Y |/¿Y c�Z^� |ÀÅ{ :   ÉZ/ÌuY

    Â¸m ,Äf§� ¾Ì] �Y cZ�Ô�Y   �Y É�Ì³ ½|� ¶y{�Á�ËÁ,ZÅ �Y É�Ì³Â¸m ½|� ¶yY{�Ì£  Ä/] �Zn»

 ­Z¿��y ¶»YÂ� �Y �eÂÌb¼¯ É�f�m� ½{�¯ ­Za ,É�eÂÌb¼¯ ºË�u ÁÄ�ÔyÉ�Z�.

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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2.d§Z��ËÁ ÉZÅÉ{�]�Z¯
  ¾ËY¹Y�³Á�a  ZÅ   �eÂÌb¼¯ Ä¼Å �{ 0Z^Ë�¬e  ZÅ     �Y�/« Ã{Z¨f�Y {�Â» Á |¿�Y{ {ÂmÁ Ê/» |/¿�Ì³ .  ¾/ËY

¹Y�³Á�a  ZÅ        Ä¯ |¿Y Ã|� ÄÌÆe Ê·ÁY|f» ¦ËZ�Á ÉY�]  {�Â»c�Á��    �Z¯ �Y É�ZÌ�/]    �eÂ/Ìb¼¯ ½Z/À¯

Ê»|À�Z] .    �Y Äf�{ ¾ËY¹Y�³Á�a  ZÅºÆ» ¹Y�³Á�a ¾Ë�e  ÊËZÅY  �Å Ä¯ |¿  �{ |ËZ] {�§  ¾fyÂ/»M ½M  Z/Å

] �Ôe Á Ê � Ä|Å{ k�y.

d§Z��ËÁ  ÉZÅ  ,É{�]�Z¯d§Z��ËÁ  ÊËZÅ|¿Y   �] ,�Zy ¦ËZ�Á ¹Zn¿Y ÉY�] Ä¯ �Z/�Y c�Á�/�

�Z¯½ZÀ¯    Y Ã|� |Ì·Âe Á ÊuY��,|¿ .d§Z��ËÁ  ÉZÅ   Á |/¿�Y{ ¦¸fz» �YÂ¿Y É{�]�Z¯ Ê/»   ÉY�/] ½YÂ/e

Ã{ ,�Z¯ ®Ë ¹Zn¿Y ZÅd§Z��ËÁd§ZË Y� �ÂÀf» É{�]�Z¯ . ¾ËY ¹Z¼e¹Y�³Á�a ZÅ ÉY�Y{dÌ�Â�y ÉZÅ

  ÊÆ]Z�»Y    �Å Z] ÊËZÀ�M Á |Àf�  ½M �Y ®Ë  ,ZÅºÌ¸ e     ÄÌ¬] ­�{ Á¹Y�³Á�a   Z/Å  ½Z/�M Y�  Ê/» {�Z/� .

¹Y�³Á�aZÅ  É�Z¯{�]  ÉZ^�  �Y |¿Y c� :      ,d/ÀËZa�ÁZa ,¶�°ËY ,{�Á d§Z�Á�°ËZ»   ¹Y�/³Á�a  ½{�/¯ Ã�Y{Y

Á Ã�Á�aÃ�Ì£.

3.d§Z��ËÁ ÉZÅ¹Y�³Á�aÊ�ËÂ¿Á¹Y�³Á�aÉ�Z�
d§Z��ËÁ  ÉZÅ¹Y�³Á�a  Ê�ËÂ¿¹Y�³Á�a  ÊËZÅ|¿Y   Ä¯¹Y�³Á�a       ¾f/�Â¿ Á Ä �Âe dÆm Y� ½Z�ËÂ¿

¹Y�³Á�a  ÉZÅ ®¼¯ É�eÂÌb¼¯ Ê»ËZ¼¿À| .  ¾ËY¹Y�³Á�a  ZÅÁ  Ê¸ËZ�   �{ Y���f�{ ¹Y�/³Á�a  ½Z�/ËÂ¿

  �Y�«Ê» Ä¯ |ÀÅ{ Y�³Á�a¹      �Y Ã{Z¨f/�Y Z] ½Z�ËÂ¿½MÁ�a /³¹Y�   ÉZ/Å     {�Â/» É�eÂ/Ìb¼¯   c�Á�/�Y�

Ê»|À�ËÂ¿ . ¾ËY¹Y�³Á�a ZÅ] Y� Ä½Z]� ¹Z¿ ÉZÅ¹Y�³Á�a{ZË �Ì¿ Ê�ËÂ¿Ê»|ÀÀ¯ .Ä¯c�Z^� |¿Y�Y :

�¸ËZb¼¯ZÅ1ºm�f» ,,ZÅZÅ�ÂfË|ËYÃ�Ì£ Á.

Z¨u cZ�Ô�Y Á �eÂÌb¼¯ d�
       Ê�Z¿ cY��y �]Y�] �{ �eÂÌb¼¯ �Y d�Z¨u

�Á�//ËÁ �Y,Z//Å�//°Å Z//ÅÁ|//Ë|Æe Ã�//Ì£ ÉZ//Å

        É�Á�� Á Ê»�Ó �»Y ®Ë ,Êf¿�f¿Y Á É�eÂÌb¼¯

d�Y .        ºË�/u �Y ª/Ì«{ Á d��{ ¶°� Ä] Z» �³Y

 ËZ//¼¿ d//�Z¨u {Â//y É�eÂ//Ìb¼¯Ìº,//À]½M �]Z

         Y{ �Y�« Z» �eÂÌb¼¯ �{ Ä¯ Ê»�v» Á ºÆ» cZ�Ô�Y      {Â/] |ÅYÂy ¾¼ËY Á �Â¨v» {� .     �Y Ã{Z¨f/�Y Z/]

˺ Compiler

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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d§Z��ËÁ  ÉZÅ      �Á�ËÁ |� Á �°Å |�Ê»         |/Ë|a ¾ËY �� �Y Y� {Ây É�eÂÌb¼¯ ºË�u ºÌ¿YÂeÃ  ÉZ/Å

  ½Â¼Ì»Z¿)|Ë|Æe  ÉZÅÉ�eÂÌb¼¯ (   ºÌÀ¯ É�Y|Æ´¿ Á �¨u .    �Y|/¿Y �/Å Ä]Ã /ËÊ        �Y Z/» �eÂ/Ìb¼¯ Ä/¯

 �°Å cÔ¼u  ZÅ �Á�ËÁ Á  ZÅ�§Zv»d {{�³,   Ã�Y|¿Y ½Z¼Å Ä]         �/Ì¿ �eÂ/Ìb¼¯ �{ {Â/mÂ» cZ/�Ô�Y

X�»Â{Â] |ÅYÂy ½.

           d¯�� ºÅ ZË Á Ê�z� cZ�Ô�Y ZË ¹{�» cZ�Ô�Y Z] Ä¯ Êf«Á  ZÅ         \/«Y�» |/Ë�Y{ �Z/¯ Á �/�

   Ä¯ |Ì�Z]Ê� ]   ¹�v» cZ�Ô�Y �Y Ê»          É�Y|/Æ´¿ Á �/¨u �{ Ê�Zy d^«Y�» |ËZ] Á |À�Z] ½M  Z/Å

   ̄ Y�q ,{Â� µZ¼�YÄ      cZ�Ô�Y ½{Y{ d�{ �Y¹�v» nÀ»�   Ä]»  |/ÅYÂy ÊfÌÀ»Y Á É{Z�f«Y cÔ°�

-|�    ½YÂÀ� Ä]µZj»: ®¿Z]  ZÅ�Á�   Pe ÉY�] Ê�Zy ÉZÅ     [Z�/u cZ/�Ô�Y dÌÀ»Y ¾Ì»    Ê°¿Z/] ÉZ/Å

        ÊÅZ/³ Êfu Á |¿�Y{ {Ây ½ZË�f�» Ê�/ ]          {Â/y Ä/] Y� ½ZË�f�/» cZ/�Ô�Y �Y½M  Z/Å �Y º/ÅY Ä/W

Ê¼¿|ÀÀ¯.

�Á�ËÁÉ�eÂÌb¼¯ ÉZÅ
�Á�ËÁ  ÉZÅ�eÂÌb¼¯É¹Y�³Á�a  ÉZÅ Y Ê°qÂ¯     ®Ë ��Âe Ä¯ |¿¹Y�³Á�a    Ze Ã|� Äf�Â¿ �ËÂ¿

  cÔ°�»dË}Y    ] Z¼� �eÂÌb¼¯ �{ Ã|ÀÀ¯  Ä{ÂmÁZÌ]�Á /¿|-  Ôj/»:0          Á cZ/�Ô�Y ¹Z/¼e d/�Y ¾/°¼»

           Êfu Á {�^] ¾Ì] �Y Y� Z¼� �eÂÌb¼¯ ÉÁ� \·Z�»{Ë®� �eÂÌb¼¯ dz�   �Z§ Y� Z¼�   Á Ã{Â/¼¿ d/»

 \Ì�M �Zq{  ÉZÅ |ËZ¼¿ É|m. �Á�ËÁ   �Á�ËÁ Z] É�eÂÌb¼¯ ÉZÅÅ Ì] ÉZÂ Â/·    fÅZ^/� pÌ/Å Ê°Ë�Ê

{�Y|¿.

�Á�ËÁ ZÅdËY�� �eÂÌb¼¯ Ä] Ä¿Â´qÊ»|À¯.
   ÃY� �Y ¾°¼» �Á�ËÁ  ÉZÅ     |À¯ Ã{Â·M Y� Z¼� �eÂÌb¼¯ Ê¨¸fz».  ÃY� ¾ËY   Ä°^/� ,¶»Z� ZÅ  ÉZ/Å

®�Ë{ ,Ã{Â·M ZÅZË�§Zu ,Ã{Â·M ÊaÔ§Ä ÉZÅÌa ,�¸§¹Z ÉZÅÄ¼Ì¼� �ËÁZ�e ,Ê°Ì¿Á�f°·YÊË, d�a

  �{ Á Ê°Ì¿Á�f°·YË ¶ËZ§ d§Z  ZÅ  d¿�f¿Y ªË�� �Y Ê»|�Z] .          cZ/«ÁY Ê/y�] Ä/¯ d�Y ½M �Ìq ¾Ë�e|]

  ¿ Z¼� ÊfuÊ¼     Z] Z¼� �eÂÌb¼¯ ZËM Ä¯ |Ì¿Y{   �Á�ËÁM   �Ìy ZË Ã|� Ã{Â·.    �Á�ËÁ �Y É{ZË� �YÂ¿Y  Z/Å

 -|¿�Y{ {ÂmÁ   Êy�] Á�ËÁ �Y�  ZÅ ze \^�    ¶/ËZ§ ¶/»Z¯ \Ë�   Z/Å       �eÂ/Ìb¼¯ �{ {Â/mÂ» cZ/�Ô�Y Á

Ê» Á |¿Â�¥~u  Ë{ Êy�]�´ §� \^�      ¯ É{Z/� �Ì£ Á º·Z�Z¿ �Zf �eÂ/Ìb¼  Ê/»   |¿Â/�  ¹Z/Ìa Á  ÉZ/Å

�ËZ¼¿ Äv¨� ÉÁ� Y� Ê^Ìn�Ê»|ÀÅ{ .�Á�ËÁ �Y É{ZË� {Y| e ZÅY¶v» �{ Y� {Ây Ä¯ |Àf� ÉZÅ

 {�¯ ÊaZ¯ �eÂÌb¼¯ ¦¸fz»Ã \Ìe�e ¾Ì¼Å Ä] ÁÉZ�§µZ¤�Y Y� dz� ®�Ë{Ê»   h/�Z] Á |/ÀÀ¯

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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 Ê] {ZnËYÊ¼�¿  ZÅ ¶ËZ§ �{  ZÅ Ô�Y Á   �eÂÌb¼¯ �{ {ÂmÂ» cZ� Ê»       Y� cZ/�Ô�Y ÊÅZ³ Êfu Á |¿{�³

¥~u �eÂÌb¼¯ �Y ®ÌeZ»ÂeY ¶°� Ä]Ê»|ÀÀ¯.

  µZj» ZnÀËY �{  ÊËZÅ  �Á�ËÁ �YÂ¿Y �Y  ÁM ¹Zn¿Y Är¿  Ê/»  �Y |/ÀÅ{Y    d/�Y Ã|/� Ä/W .   �/z]  �Á�/ËÁ

Y�Ã  É�Y|¿Y�Á�ËÁ1  ,                     Ã{Â/·M Y� dz/� ®�/Ë{ |/�Z] �Á�/ËÁ ¾/ËY Ä/] Ôf/^» Z¼/� �eÂÌb¼¯ �³Y

Ê» Á |ËZ¼¿Êf«Á¯ Ä¯�Z¯ d��{ |ÌÀ¯ ¾�Á� Y� �eÂÌb¼Ê¼¿|À¯.

 {Ây ,�Á�ËÁ  ¶ËZ§ ¶yY{ �{ Y�command.com /]ZmÄ Z/m Ã{Â/¼¿   ¶/ËZ§ Ä/] |/ ] Á Z/ÅË Ê  |/À¿Z»

¶ËZ§ ÉZÅY�mYË Ê(.exe)¶ËZ§ ZË ÉZÅ(.bat)¹Z¿ �ÌÌ¤eÊ»|Å{.

  Ã|¿Â� Y�mY �Á�ËÁ:     ¶ËZ§ ¶yY{ �{ Y� �{Ây ÉZÅ.exe ,.bat ZË.com]ZmÄZmÊ»|À¯  Z/] Á

 ¶ËZ§ �Å ÉY�mY�j°eÊ»|À¯.

�Á�ËÁ  ÉZÅMacro:    �Á�ËÁ �Y Ê�Â¿  ÉZÅ    Ä/¯ |/¿Y [�z»  ¶/ËZ§   ÉZ/Å   d§Z/�Á�°ËZ»{�Á  Á

    Y� ¶�°ËY d§Z�Á�°ËZ»MÃ{Â·Ê»|ÀÀ¯ . �Á�ËÁ ¾ËY  ZÅÊfu Ê»¶ËZ§ |À¿YÂe  ÉZ/Å  Y� �eÂ/Ìb¼¯ ÉÁ�

|ÀËZ¼¿ ¥~u 0Ô»Z¯ ZË Ã{Y{ �ÌÌ¤e.

  ZË ­�vf» �Á�ËÁ  ¾¯Z� �Ì£:     �{ Y� �{Ây§¶ËZ  ÉZÅ �Y�« ÊËY�mYÊ»|Å{      ¶/ËZ§ Ê/f«Á Á

�Z]  µZ § ,|� Ê»{Â�  -         �Y�/« Ä�§Zu �{ Y� �{Ây ¾¯Z� ZË ­�vf» �Ì£ �Á�ËÁ Ê·Á Ê/» |/Å{ Á

¶ËZ§  ÉZÅ  Ã{Â·M Y� �z�» Ê»|À¯ .    d�Ì¿ ¹�Ó c�Â� ¾ËY �{  Ä¯¾¯�Z¯ �eÂÌb¼¯ »Z¿�]È Y�mYÊË

¶ËZ§ ÄÌ¬] Ze |À¯ Y�mY Y� Ê�Zy ZÅ ºÅ|¿Â� Ã{Â·M.

�Á�ËÁ  ÉZÅ Ã|¿Â� ¾Ë�´ËZm:   ] Y� {ÂyÄ    ,¶ËZ§ ®Ë �Y Ê�z] ÉZm Ê»       ¾/ËY Ä/] Á |À�/ËÂ¿

sÔ�Y ¶]Z« �Ì£ Á Ã{Z¨f�Y ¶]Z« �Ì£ ,�Á|z» ¶ËZ§ ½M \Ìe�eÊ»{Â�.

�Á�ËÁ ÉZÅÊ¸°� |Àq:�{Z«Y»Z¿�] Ä¯ |¿È¶°� Á |ÀÅ{ �ÌÌ¤e 0Z^e�» Y� {Ây ÉZÅ Ê¨¸fz»

�{] {ÂyÄ {ÂmÁMÁ|¿� .dÌ�Â�y ¾ËYZ�ZÀ�ËÊ½M ZÅ¶°�» Y��eÊ»|À¯.

˺ Computer start up virus

http://www.abbyy.com/buy
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�Á�ËÁ ÉZÅÃ|¿Â� ½ZÆÀa:Ê»{� |À¿YÂe|¿�^] ¾Ì] �Y Y� {Ây ÉZa-0Ôj»: Ã{Â·M Y� ¶ËZ§ Êf«Á

É�Z¯ ,|¿{�¯Ê»Â³ Ä¯ |ÀÀ¯Ëd�Y Ã{�°¿ �ÌÌ¤e É�Ìq Ê.

�Á�ËÁ  ÉZÅÂ³µ Ã|À¿�)1(   0ÓÂ¼ » ¶Ì¼ËY �{  ZÅY|Ìa Ê»|¿Â�. ½M  ZÅ0ÓÂ¼ »   ¾Ì£Á�{Y   Á |Àf/�

 ��¿ Ä] Ê» Ä¯ |�� Ê»   |ÀÀ°] �eÂÌb¼¯ Z] É�Z¯ |ÀÅYÂy-Á  Ê«Z/¨eY ¶/�Y �{ Ê· Ê/¼¿ |/f§Y .  Ê/y�]

 �Y|�Å cZ«ÁY ÊËZÅd§ZË�{ ¶Ì¼ËY ªË�� �Y Y�Ê»�Y|�Å ¾ËY Á |ÌÀ¯ ZÅZ¼� �Y 0ÓÂ¼ »Ê»ÅYÂy /À |

            d¯�/� Ä/] ZË |ÌËÂ´] {Ây ½Zf�Á{ ¹Z¼e Ä] Y� É�Ìq Ä¯   ÉZ/Å     |/À¿Z» É�eÂ/Ìb¼¯  d§Z/�Á�°ËZ»

|Ìf��¨] .  ¾ËY Z¼� �³Y              Ê/°Ì¿Á�f°·Y d�/a ºf�Ì� ½|� ¶fz» \^� �¬§ �Z¯ ¾ËY |ÌÀ°] Y� �Z¯

|Ë{�³ |ÅYÂy.

 ��ÂÅ ½ZmÁ�e)2(»Y�³Á�aÊ   � �{ Ä¯ d�Y      Á d�Y Ê»�³�� Á tË�¨e ÉY�] �ÅZ {Â¼¿YÁ Ê»  |/À¯

   � �eÂÌb¼¯ ÉY�] Ä¯       Z»Y -{Y{ |ÅYÂy ¹Zn¿Y Y� É|Ì¨» �Z¯ Z¼   ,d�Ì¿ ¾ÌÀq ¶�Y �{  Ä/¯ Y� Ê�°� �³Y

         ¶ËZ§ ¹Z¼e ,|ÌÀ¯ Y�mY |�Z] Ã|� É�Z�Zm ½ZmÁ�e ½M �{  ÉZÅ  \Ë�ze Y� Z¼� Ã{Â¼¿|ÅYÂy ¾Ì] �Y Á

]�{.

 �´Ë{ �Â¿É  �Á�ËÁ �Y Ê» ZÅ z�¿ |¿YÂeÈ  ÃY� Ê¸�Y  É�Y|¿Y(Master-Boot-Record)    Ã{Â/·M Y�

 Z] �Z¯ ½Z°»Y ¾f§� d�{ �Y \^� 0ÓÂ¼ » Á |À¯ É�Z°f�{ ZËCD-ROMºÅÊ»{{�³.

˺ Hoax
˻ Trojan Horse

http://www.abbyy.com/buy
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º�� ��{:

 d�§Zv» �eÂÌb¼¯�Á�ËÁ �YZÅ
³~  �Á�ËÁ �Y Äf�ZÅ,|Ë|Æe  ÉZÅ     �Y{ {Âm Á �Ì¿ É�´Ë{ {ZË�¿ Á | Ê»     �/Å Ä/] |/ÀÅYÂy  ¶°/�

             Á |/ÀÀ¯ Y|/Ìa d/�{ Z¼/� É�eÂÌb¼¯ ºË�u Ä] ¾°¼»

     ZË Y� Z¼� cZ�Ô�Y|À¿�]   ºÅ ZË Á ½M  ZÅY� \Ë�ze |ÀÀ¯

   |¿�^] ¾Ì] �Y Á . e ¾ËYÆ|Ë|  ZÅ   |¿Y c�Z^��Y : �Á�/ËÁ ,Z/Å

�°ÅZÅ3 ZÅ��Ì§ ,4 �³ÔÌ¯ ,ZÅ5   Á¹Y�³Á�aÉZÅÊ�Â�Zm6

  Ä¯    /¼Å Á Ä/¼ÅÄ    /] ÉY�/]  Ä   d/�{M    �Y cZ/�Ô�Y ½{�Á

  �Z¯ Ä] �eÂÌb¼¯ Ê»|¿Á� .ÃY�   Â¸m ÉY�] É{ZË� ÉZÅ É�Ì³

    ¾ËY }Â¨¿ �Y¹Y�³Á�a  ZÅ {�Y{ {ÂmÁ . Ã{Z/�   /¬Ë�� ¾Ë�/eÈ

  �Y Ã{Z¨f�Yd§Z��ËÁ ZÅ ÁÂ¸m�Á�ËÁ �Y É�Ì³,ZÅ�¿ \d§Z� �ËÁ�Á�ËÁ|� ZË [ZË�ËÁÁd�Y � .

 Â¸m ÉY�]      \�¿ ½Ze É�eÂÌb¼¯ ºË�u �{ ��ne �Y É�Ì³d§Z� �/ËÁ  ÉZ/Å   ��/ne |/�(Anti-

Spyware)    Ã�Ì£ ÁÉ�Á�� Ê»|�Z] .    ¾ËY \�¿ Z]¹Y�³Á�a  ZÅ�Å e �Â¿Æ  ��y Á |Ë|    {�YÂ» �Y Ê�Z¿

Ê]ZË{� ÓZ]Ã|�®� ½Á|] Á½M ZÅÌ] �Y Á Ã{Â¼¿ ¥~u 0Ô»Z¯ Y� ¾Ê»|¿�].

�eÂÌb¼¯ Ê¸yY{ ÉY�mY
É�Y�«        f§� �¯~e ºÅ{�ZË ¦À� [Zf¯ ¹Á{ ¶�§ �{ Ä¯  Äd�Y ] ,  Ä  �eÂÌb¼¯ Ê¸¯ �Â�  ZÅÉY�Y{  lÀa

 |uYÁ Ê¸yY{¶Ë}Ê»�Z]À|ÁÓZu |/uYÁ ¾ËY {�°¸¼� Z»  Z/Å /]  Y� Ä    s�/� Ä/�Ôy �Â/�

Ê»ºÌÅ{ .

1.Ê¸�Y {�Â]

2. É{Á�Á |uYÁ

˼ Hackers
˽ Fishers
˾ Keyloggers
˿ Spyware

http://www.abbyy.com/buy
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3. ÊmÁ�y |uYÁ

4.§ZuÄ�

5. ���Á�a

  �Â»Y�§    ��Á�a |uYÁ Ä¯ {�¯ |ËZ^¿|ÀÀ¯Ç    ZË É�¯�»CPU       �/´Ë{ �/z] Á{ ¶»Z/�  Ê/» |/�Z]-

|À¿Z»:ª�À» Á Ä^�Zv» |uYÁ)(Arithmetic & Logic UnitµÁ�fÀ¯ |uYÁ Á(Control Unit)

1.Ê¸�Y {�Â]
   �{Z» ZË Ê¸�Y {�Â]     Á ºÆ» cZ �« �Y Ê°Ë {�Â]    Ä/] �eÂÌb¼¯ Ê¸�Y

[Z�uÊ»|ËM . �/³YCPU  ̧« �eÂ/Ìb¼¯ �/¤» Y�  {Y|/¼

 Ê] ºÌÀ¯ Y� Ê¸�Y {�Â] |Ë{�eÊ»] ½YÂe Ä   ½Âf/� ½YÂ/À�

      {Â/¼¿ \/¬¸» �eÂ/Ìb¼¯ cY�¬§ .   ¹Z/¼e ¶ËZ/�Á    cZ/ �« Á

�eÂÌb¼¯ ]   ZË ºÌ¬f�» �Â� Ä ¶�Á {�Â] ¾ËY Ä] ºÌ¬f�» �Ì£

Ê»|¿Â�-  Å �Y            {�Â]�{Z/» Ä/] Ä/ �« ¾/ËY Ä¯ d�Y dÆm ¾Ì¼

  d�Y Ã|Ë{�³ Z¼�» .    �{Z/» �´Ë{ c�Z^� Ä]�Â]{  /�¬¿È   µZ�/eY

 ¹Z¼eÁ¶ËZ�Ê�z� �eÂÌb¼¯ ®Ë cZ �« ÁÊ»Z]|�  .

2. É{Á�Á |uYÁ
 É{Á�Á |uYÁ2Ê¸ËZ�Ád�Y    cZ�Ô�Y Ä¯(Data)  ZÅ    ¾Ì¼Å ªË�� �Y ¶ËZ/�Á   �eÂ/Ìb¼¯ {�YÁ

Ê»{Â� .�Z¯  ¾¯ ªË�� �Y ¶ËZ�Á       �eÂÌb¼¯ Ä] ¶�f» Ä¯ É{Á�ÁY   cZ/�Ô�Y ,d/�(Data)  {�YÁ Y�

Ê»|À¯ . ¾ËY¶ËZ�Á ºÆ§ ¶]Z« ½Z]� Ä] Y� cZ�Ô�Y�eÂÌb¼¯,Á �¨� ÊÀ Ë ®Ë(BinaryDigits)

¶Ë|^eÊ» Ze |À¯��Á�a|ÀÀ¯ÇÉ�¯�»3�Y |¿YÂf]½M ZÅ|À¯ Ã{Z¨f�Y .¿Â¼¿ |Àq �Ë� ¶°� �{Ä ÊË

 �Y¶ËZ�ÁÃ|ÅZ�» Y� É{Á�ÁÊ»ËZ¼¿Ì|.

˻ Input
˼ Central Processing Units (CPU)

http://www.abbyy.com/buy
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3.  ÊmÁ�y |uYÁ
   ��Á�a Ä°¿M �Y | ]|ÀÀ¯Ç  Ì¸¼� ,É�¯�»È a        � �Z/¯ lËZf¿ ,{Y{ ¹Zn¿Y Y� cZ�Ô�Y ��Á�Y    ª/Ë�� �Y

�§ZuÈ Ê¸�Y1  ÃZ´f�{ Ä]  ÉZÅ µZ��Y ÊmÁ�y Ê»|À¯ .  ¾ËY¶ËZ�Á)  Ê/mÁ�y |uYÁ(   Y� ÊeZ/�Ô�Y

      ºÆ§ ¶]Z« �eÂÌb¼¯ Ä] Ä¯|¿Y  ¶Ë|^e Ê¸°� Ä]Ê»ËZ¼¿À½Z�¿Y Ä] Ä¯ | ZÅ d/�Y ºÆ§ ¶]Z« .  �{ Z¼/�

  ¿Â¼¿ �Ë� ¶°�ÄZÅ  É     ZË ÃZ´f�{ |Àq �Y¶ËZ�Á  � ÊmÁ�y  Y Z] Ä¯ ½M   Z/Å /�MÀZË  /Ë�Y{ Ê|  , |ÅZ�/»Ã

Ê»|ÌÀ¯.

˺ Random Access Memory (RAM)

�Â»

�À°�

¸¯ Äv¨�Ì|

�´aZq)�f¿�a(
�°Ìb�{Â·�ËZ¼¿ Äv¨�)�ÂfÌ¿Z»(

http://www.abbyy.com/buy
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4.Ä�§Zu
   �§Zu �Y Ê� ] �{Ä  ÉZÅ      Ä/] cZ/�Ô�Y Ê¸/�Y

  É�Y|Æ´¿ d«Â» c�Â�  Ê/» Â/�|¿ . ºÌ�/¬e  É|/À]

Ä�§Zu ZÅ|Ë{Â¼¿ Ä ·Z�» ºÅ{ ¦À� [Zf¯ �{ Y� .

 Ä�§Zu dÌ§��  ÉZÅ   {�¯ Ã�Ìy} ÉY�] Ê¸�Y½

  ¹Z¼ecZ»Â¸ »   ÁÁ�a¹Y�³ Z/Å  É    Ê§Z/¯ É�eÂ/Ìb¼¯

   Á d�Ì¿cZ»Â¸ »    Ä/�§Zu ¾ËY �{   Z/Å    c�Â/� Ä/]

É�Y|Æ´¿ d«Â»Ê»-|¿Â� d�Y ¹�Ó ¾ËY �]ZÀ]�YÄ�§Zu ÉZÅÊ°¼¯1{Â� Ã{Z¨f�Y . d���

�§Zu ¾ËYÄ ZÅ�§Zu �Y �f¼¯Èd�Y Ê¸�Y- Z»Y� dÌ§�½Z�Ã{ ZÅ�§Zu �]Y�]ÈÊ¸�YÊ»|�Z] |¿YÂe .

¿Â¼¿ Z¼�ÄZÅ É§Zu �Y�ÄZÅ É|ÅZ�» �Ë� ¶°� �{ Y� Ê°¼¯ÃÊ»|ÌÀ¯:

˺ Backing Storage

dz� ®�Ë{È�§Zu�¸§

http://www.abbyy.com/buy
http://www.abbyy.com/buy


24

¾Ë�¼e
1.Pe Ä] Ä�]Y� �{|¿� �{ �eÂÌb¼¯ cY�ÌiÃ Ê³|Ì�ËÂÀ] ��� |Àq ��Z ».

2.�{ �eÂÌb¼¯ Ä¯ ÊeZuZ�½M ZÅPecY�Ìi�Ì�Á|Ë�^] ¹Z¿ Y� {�Y{.

3.Pe Ä] �mY�c�Zne �{ �eÂÌb¼¯ cY�Ìi,|ÌÅ{ s�� ��fz».

4.Äq Ê°Ì¿Á�f°·Y c�Zne Ä] �mY�Ê».|Ì¿Y{

5.¼¯ �¬¿Ê»�³�� �{ �eÂÌb ZÅ|ÌÀ¯ ½ZÌ] Y�.

6. �¬¿�eÂÌb¼¯Y���� �{È cZ�Z^e�Y Á cZ�Ô�Y|ÌÀ¯ ½ZÌ].

7.d�Ìq Ê°Ì¿Á�f°·Y d�a. ÉZËY�»Y� ½M|ÌÀ¯ ½ZÌ].

8.Pe Ä] �mY� �{ �eÂÌb¼¯ cY�ÌiºÌ¸ e�Â� Ä]»z|ÌÅ{ s�� ��f.

9. Ä�]Y� �{�Y Ã{Z¨f�Y Z] �{ �eÂÌb¼¯ºf�Ì� ÉZÅÀq Ê»Z�¿|Ì�ËÂÀ] ��� |.

10.ºf�Ì� �{ �eÂÌb¼¯ �¬¿ ÉZÅ|ÌÅ{ s�� ÃZeÂ¯ �Â� Ä] Y� Êv�.

11. d�Ìq Ê°Ì¿Á�f°·Y d»Â°uÊ]Ây ÉZÅY� ½M|ÌÀ¯ ½ZÌ].

12.d§Z��ËÁ�¬e Äf�{ |Àq Ä] Á d�ÌqÌd�Y Ã|Ë{�³ º.

13. ¦ËZ�Á Á d�Ìq ¶»Z� ºf�Ì�MÄq ½Ê».|�Z]

14.¿Â¼¿ |ÀqÈd§Z��ËÁ ÉZÅÃ{Z¨f�Y {�Â»|ÌÀ¯ ½ZÌ] Y�.

15.�ËÁ�Á ÉZÅd�Ìq É�eÂÌb¼¯.�Â¿ |Àq½M|Ë�^] ¹Z¿ Y�.

16.�Á�ËÁ ZÅq´¶ËZ§ Á �eÂÌb¼¯ {�YÁ Ä¿ÂÊ» ZÅ.|¿{�³

17.¶ËZ§ Á �eÂÌb¼¯ Ä] �Á�ËÁ {Á�Á �Y ZÅÉ�Ì³Â¸m Ä¿Â´qÊ».|ÌÀ¯

18.Y|Ë�^] ¹Z¿ Y� �eÂÌb¼¯ Ê¸yY{ ÉY�m.

19.�§ZuÈd�Ìq Ê¸�Y. {�°¸¼�Y� ½M|ÌÀ¯ ½ZÌ].

http://www.abbyy.com/buy
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¹Á{ ¶�§
�Á|ÀËÁ ¶»Z� ºf�Ì�1

ºf¨Å ��{:

Ânf�mÀÀ¯Ç|�Á|ÀËÁ)��Â¸b�¯Y(
»Z¿�]ÈÃ|ÀÀ¯Ânf�m     ¶»Z� ºf�Ì� �Y Ê�z] �Á|ÀËÁ Ê»    ¾ËY Á |�Z]  ¹Y�³Á�a   Á Ã|ÅZ�» ÉY�]

   ÂËY�{ cZËÂfv» �Y Ã{Z¨f�Y  ZÅ�|·Â§ Á ÉZÅ �eÂÌb¼¯ �Z/¯ Ä] Ê/»{Á� .    ¾/ËY �Y Ã{Z¨f/�Y Z/] ¹Y�/³Á�a

Ê» �Z¯ ½YÂe  ÉZÅ»fÉ{| - |À¿Z»:   Ì¤e ,¥~u ,{ZnËY  ¶ËZ§ ¹Z¿ �Ì,ZÅ �|·Â§,ZÅ       �/ÌÌ¤e ,½{�/¯ ÊaZ/¯

    ¶ËZ§ ÉÂnf�m Êfu Á ½Z°»  ZÅ �|·Â§ ÁZÅÊË ªÌ«{ ¶v» Ä¯½M ZÅ�§Zu �{ Y�È   �Â/»Y�§ Ê/°¼¯

{Y{ ¹Zn¿Y ,ºËY Ã{�¯.

v¨� �{È{Ë d»Ô� ÉÁ� _Ze ®�My-Computer  |/ÌÀ¯ ®/Ì¸¯ .    ½|/� �Z/] c�Â/� �{

�Á|ÀËÁ Ä¼¯{ ,Ë    ½YÂÀ� dve ÊMy-Computer  Ì» ÉÁ�¸È   Ê» �ËZ¼¿ Ä¨Ì�ÁË      µZ/ § �´¿Z/Ì] Á |]Z

 ½|�Á�|ÀËÁ�Â¯~»d�Y .

�z] ÉZÅ¶Ì°�e|ÀÅ{Ç|ÀÀ¯Ânf�mÇ �Á|ÀËÁ) ¶°�2-1 (�Y |¿Y c�Z^�:

1. ½YÂÀ� Ä¸Ì»(Title-Bar) :¾ÌÌ e|ÀÀ¯Ç ½YÂÀ��Á|ÀËÁ Ã|ÀÀ¯Ânf�md�Y.

2.» Ä//¸Ì»Ì Â//À(Menu-Bar):Â//ÀÌ» ÉY�Y{ ÉZ//ÅFile ,Edit ,View ,Favorites ,Tools Á

Helpd�Y.

3.¸Ì»È(Tools-Bar) :�¸� ®Ë ¶»Z�¸Ä¿Z�¿ Ä ZÅÄÌ¸¼� ¹Zn¿Y ÉY�] ÉZÅd�Y ÃYÂz·{.

4.¸Ì»ÈM ��{(Address-Bar) :�ËZ¼¿ Y� �Á|ÀËÁ �{ É�Zm �Ì�»Ê»|Å{.

5.|·Â§�ZÅ :�  ÂËY�{ ÄÌ¸¯ ¶»Z  ZÅ �|·Â§ Á  ÉZÅ      [Z/zf¿Y c�Â/� �{ Ä/¯ �eÂ/Ìb¼¯ �{ {Â/mÂ»

Folders¸Ì» �YÈ¶ËZ�Á» ¶]Z«d�Y Ã|ÅZ�.

6.Âfv»  cZË�Á|ÀËÁ :       ÂËY�{ cZËYÂfv» ,É�Zm �|·Â§ �Ì�» Ä] ÄmÂe Z]  ZÅ �|·Â§ Á   Z/Å ½Z�/¿ Y�

Ê»|Å{.

˺ Windows Operating System

http://www.abbyy.com/buy
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É�Zm �Ì�»

|ÀÀ¯Ânf�mÇ    v· �Å �{ �Á|ÀËÁÄ�           yZ/� �Ì�/» Z/Ë �|/·Â§ ®Ë cZËÂfv» ZÆÀe ,½Z¼f    Y� Ê/fy�{

¼¿�ËZÊ»|Å{ .    ¸Ì» �z] �{ �Ì�» ¾ËYÈ ��{M1  Ã{Y{ �ËZ¼¿ Ê»{Â�.   c�Z/^� Ä]     È/¸Ì» ,�/´Ë{

¾ÌÌ e ��{M|ÀÀ¯ÇµZ § �Ì�» ZË É�Zm �Ì�» dÌ «Â»Ê»|�Z].

1.f�mÃ|ÀÀ¯Ân)��Â¸b�¯Y(ÁË�Á|ÀY�{ {Y| e Á Ã{�¯ �Z] Y�ËÂ ÉZÅ{Ë®� �{ Y� dz�M ½

À¯ Ã|ÅZ�»Ì|.

2.�»Ì��ZmÉY�C:\Program Files\Internet Explorer¤eÌÌ�Å{Ì|.

˺ Address bar

 ¶°�1-2Ânf�mÀÀ¯Êa �¯Y �Á|ÀËÁ Ç|

¸Ì»È¶ËZ�ÁÂÀÌ» È¸Ì»½YÂÀ� È¸Ì»

�
�{

M 
È¸

Ì»

http://www.abbyy.com/buy
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 �Á|ÀËÁ �{ {ZÀ�Y

   ·Â§ É{Y| e ,�Á|ÀËÁ �{�|  ZÅ   ¶°� Ä]     Ã|/� ��/§ 0Ô^/«    ¹Z/¿ Ä/]   ÉZ/ÅMy-Document,

My PictureÁMy Music|À� É�Y|Æ´¿ ÉY�] ZÅ¶ËZ§ Á  ÉZ/Å  É�ËÂ�/e Á ÊeÂ/�  {Â/mÁ

{�Y{      �|·Â§ ¾ËY Ä] Ê��f�{ ÉY�] Ä¯,ZÅ    ÉÂÀÌ» �YStart)  ¶°�2-2 (  ZËÇ|ÀÀ¯Ânf�mÁ �Á|/ÀË

Ê»ÌÀ¯ Ã{Z¨f�Y |Ì¿YÂe|.

 ¶°�2 -2{ZÀ�Y Ä] Ê��f�{

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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 ¦¸fz» ÉZÅZ¼¿ �Y Ã{Z¨f�Y|ÀÀ¯Ânf�mÇ�Á|ÀËÁ)��Â¸b�¯Y(
  ¹Y�³Á�aÃ|ÀÀ¯Ânf�m                 |ÅZ�/» d/Æm ¦/¸fz» ÉZ/¼¿ lÀ/a ÉY�Y{ ,��Â¸b�/¯Y �Á|/ÀËÁ Z/ËÇ

 �|·Â§ cZËÂfv» Ê» ZÅ|�Z] . �] ÃÁÔ�      |ÅZ�» ÉY�] ºÅ �Zy ÉZ¼¿ ®Ë ,¾ËYÇ  �|/·Â§   ÉZ/Å  ¶»Z/�

¶ËZ§ ³ ÉZÅ§Y�Ì     d�Y Ã|� Äf§�³ ��¿ �{ Ê° .   É�Zm ÉZ¼¿ �ÌÌ¤e ÉY�] Ê»YÂe        Ä/� �Y Ê/°Ë Ä/] |Ì¿

ÌÀ¯ ¶¼� �Ë� �Á�|:

1. ÉÂÀÌ» �YView   ÉZ/ÅZ¼¿ �Y Ê/°ËFilmstrip ,Thumbnails ,Tiles ,Icons ÁDetails List
|ÌÀ¯ [Zzf¿Y Y� . d»Ô� ,Ê]Zzf¿Y ÉZ¼¿ �ZÀ¯ �{Ã�ËY{ ÊË�Y�«Ê»{�Ì³.

2.¸Ì» �YÈ¶ËZ�Á1ÀË�³ÈView|À¿Z»: ¶°�Y� [Zzf¿Y Y� ZÅZ¼¿ �Y Ê°Ë Á Ã{�¯ ®Ì¸¯

|ÌÀ¯.

3.       ZË �9�Â¸b�¯Y �Á|ÀËÁ cZËÂfv» �z] �{|ÀÀ¯Ânf�mÇ     ÉÂÀÌ» �Y Á Ã{�¯ d�Y� ®Ì¸¯ �Á|ÀËÁ

view¯ [Zzf¿Y Y� ��¿ {�Â» ÉZ¼¿ ,ÌÀ|.

1.|ÀÀ¯Ânf�mÇ , Y� �Á|ÀËÁ1 . ÉÂÀÌ» ªË�� �YView2 .¸Ì» ªË�� �YÈ¶ËZ�Á3 .] Z

½M cÁZ¨e Á Ã{Y{ �ÌÌ¤e ,cZËYÂfv» �z] �{ d�Y� ®Ì¸¯ZÅ|ÌÀ¯ Ê���] Y�.

˺ Tools Bar

http://www.abbyy.com/buy
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ºf�Å ��{:

�Z¯¶ËZ§ Z] ZÅ �{|ÀÀ¯Ânf�mÇ�Á|ÀËÁ)��Â¸b�¯Y(

É�Y�«Ê» Z» |� Äf¨³ Ä¯ ®¼¯ Ä] ºÌ¿YÂe��Â¸b�¯Y �Á|ÀËÁ¶ËZ§ ZÅ®Ë �Y Y� �´Ë{ ÉZm Ä] Zm

¿Yf  ¶ËZ§ ,ºÌÅ{ µZ¬  ZÅ    ¶ËZ§ ,ºÌÅ{ ¹Z¿ �ÌÌ¤e Y�  ZÅ  {Z� Ä] Y�Ã  Ê³  ZË Á ¥~u    ºÌ/À¯ Ê]Z/Ë�Z] ºÅ . /] Ä

 Zj» ½YÂÀ�        Y� ¶ËZ§ ®Ë Ä¯ ºÌ�Z] Äf�YÂy ÃZ³�Å µ   Ã�Z/]Á{ Á Ã{Â/¼¿ ¥~uY� ½M  ºÌ/À¯ Y|/Ìa  Ä/] ,

¶¼� �Ë� �Á�Ê»ºÌÀ¯:

1. Á Ã{Â¼¿ d�Y� ®Ì¸¯ ¶ËZ§ ÉÁ� Y|f]Y[Zzf¿YDelete Y�®Ì¸¯Ê»|ÌÀ¯.

2.Ê]ZË�Z] ¶�� ÉÁ�)¾Ì] ¶°ËZ�Ë�(˻Á{Ì¸¯ �Z] ®|ÌÀ¯{Â� �Z] �|·Â§ ¾ËY Ze.

3.     d/�Y� ®Ì¸¯ ��¿ {�Â» ¶ËZ§ ÉÁ� �b� Ê/» Z/¼¿Ë ºÌ  ¾�/aM ÁRestore Y�  [Z/zf¿Y

Ê» �b� ºËZ¼¿Zm �{ Ã�Z]Á{ Ã|� ¥~u ¶ËZ§ËÊ] �Y�« ,d�Y{ �Y�« 0Ô^« Ä¯´Ì�{.) ¶°�3-2(

˻ Recycle Bin

http://www.abbyy.com/buy
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 ¶°�3 -2 :Ê]ZË�Z] ¶�� �Y Ã|� ¥~u ¶ËZ§ Ê]ZË�Z])°ËZ�Ë�¶]¾Ì(

ZÅ�|·Â§ Êfy�{ �ZfyZ� �ËZ¼¿
ÉY�]      y�{ �ZfyZ� �fÆ] dË�Ë|» Á Ã|ÅZ�» �|·Â§ Êf ZÅ�Á|ÀËÁ �{Ê»¶Àa ÉZm Ä] |Ì¿YÂe ÉZÅ

   ̀ q d¼��nÀa Ç|ÀÀ¯Ânf�m Ç  Á �Á|ÀËÁ  �¸� �ZfyZ�È¸      |/ÌÀ¯ �ÅZ/� Y� {Ây �eÂÌb¼¯ Ê^eY�» .

,�Z¯ ¾ËY ¹Zn¿Y ÉY�]Ê»�Á� �Y Ê°Ë |Ì¿YÂe ÉZÅ Y� ¶Ë}�Z¯ Ä]|Ë�^]:

1.    �Y Ã{Z¨f�Y Z]|ÀÀ¯Ânf�mÇ �Á|ÀËÁÄv¨�  ÊË        ÉÂ/ÀÌ» �Y Á |ÌÀ¯ �Z] Y�View  , [Z/zf¿Y

Explorer-Bar      |ÌÀ¯ [Zzf¿Y Y� �|·Â§ �b� Á .         |/À¿Z» Ê/fy�{ �ZfyZ/� ,\/Ìe�e ¾Ë|]

 ¶°�4-2{�¯ |ÌÅYÂy Ã|ÅZ�» Y�.

2.¸Ì» �YÈ¶ËZ�Á ,¾�aMFolders|ÌÀ¯ [Zzf¿Y Y�.

3.|ÌÀ¯ µZ^¿{ Y� �Ë� ¶uY�»:

StartÆAll ProgramsÆAccessoriesÆ Windows Explorer

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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 ¶°�4 -2 :�|·Â§ Êfy�{ �ZfyZ�ZÅ

�«É�Y    ¶°� �{ Ä¯4-2 Ã|ÅZ�»Ê»,|ÌÀ¯,�ÁZ» �Y Ã{Z¨f�Y Z]Ê» Y� ��¿ {�Â» �|·Â§ |Ì¿YÂe

            |]ZË �ËZ¼¿ d�Y� d¼� �{ ½M cZËÂfv» Ze |ÌÀ¯ [Zzf¿Y `q d¼� ¶Àa �Y-] ÄµZj» ½YÂÀ� �{ ,

 �|·Â§ ©Â§ ¶°�My- Documents  Ã|/»M �{ Ê]M ²¿� Ä] Á Ã|� [Zzf¿Y `q d¼� ¶Àa �Y

¶ËZ§ Á �|·Â§ ,d�Y� d¼� �{ Á d�Y ÉZÅd�Y Ã|� Ã{Y{ �ËZ¼¿ ½M �{ {ÂmÂ».

�|·Â§  ÊËZÅ  �|·Â§ ÉY�Y{ Ä¯  ÉZÅ  Ê��§Y       {Â/y `/q d¼/� �{ |Àf�   d/»Ô�  |/¿�Y{ . �{

     �|·Â§ ,d»Ô� ¾ËY ÉÁ� ®Ì¸¯ c�Â�  ÉZÅ§  d»Ô� Ä] d»Ô� ¾ËY Á Ã|� �Z] ½M Ê�� ¶Ë|/^e

Ê»{Â� . d»Ô� ÉÁ� ½{�¯ ®Ì¸¯ Z]Äf�] Ã�Z]Á{ Ã|� �Z] Ê¸�Y �|·Â§Ê»{Â�.

1.�|·Â§ Êfy�{ �ZfyZ� ZÅ�|·Â§ Á  ÉZ/Å   �{ Ä/¯ Y� Ê/��§My Documents  {Z/nËY

Ã{�¯ÌÀ¯ Ã|ÅZ�» ,|ËY|.

2.�|·Â§ Êfy�{ �ZfyZ� ZÅ�|·Â§ Á ÉZÅY� Ê��§Ä¯�{My Music ¶°� Ä]  ¶/^« �Y

�§ � Ã|�|ÅZ�» |¿�Y{ �Y�«ÃËZ¼¿Ì|.

http://www.abbyy.com/buy
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¶ËZ§ ÉÂnf�m ZÅ�|·Â§ ÁZÅ
 �Y �a³~       Á �eÂÌb¼¯ Z] �Z¯ Êe|» d�¹Y�³Á�aÉZÅ        ½{�/¯ �Â/»Y�§ ½Z/°»Y ,É�eÂÌb¼¯ ¦¸fz»

   ¶ËZ§ �Y Êy�] ¶v»  ZÅ �|·Â§ Á  ZÅ ÂËY�{ �{  ZÅ {�Y{ {ÂmÁ .       É{ZË� c|» d�Y ¾°¼» ,c�Â� ¾ËY �{

�� Y� ¾f§ZË Á Ânf�m ¥{ZÀ�Y|ÌÀ¯ {Ây .  �Á|/ÀËÁ ,¶°�» ¾ËY �§� ÉY�] dÌ�Â�/ySearch

Companion    �Z¯ �ZÌfyY �{ Y�½ZÀ¯)users( �Y�« Ê»Å{|. Ê»     �m cZ/�Ô�Y ¾f�Y{ Z] ½YÂe /W  �Y Ê

 |À¿Z» ¶ËZ§ :                ,¶ËZ§ cZËYÂfv» �{ c�Z^� ZË Ä¼¸¯ ®Ë Êfu ZË ¶ËZ§ {ZnËY xË�Ze ,¶ËZ§ ¹Z¿ �Y Ê�z]

M{�Â» Y� ½{Y{ �Y�« Ânf�m.

|ÌÀ¯ Ê¸¼� Y� �Ë� ¶uY�» ¶ËZ§ ®Ë ÉÂnf�m ÉY�]:

1.   ÉÂÀÌ» �YStart  ,M¾�aSearch   Y�¯¸®Ì   |ÌÀ¯)  ¶°�5-2 .( �Á|/ÀËÁ Èv¨/�Search-

Result    {Y{ |ÅYÂy �ËZ¼¿ Y� ) .  |ÅZ�» c�Â� �{Ç d»Ô�  /¸Ì» �YÈ ¶ËZ/�Á  ÉÁ�

�Ì¿ ½MÊ» ¶Àa Ze |ÌÀ¯ ®Ì¸¯ |Ì¿YÂeSearch{Â� Ã{Y{ �ËZ¼¿(.

 ¶°�5 -2 [Zzf¿Y¾�aM

Search ÉÂÀÌ» �YStart

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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        Ã{Y{ �ËZ¼¿ Ânf�m ¦¸fz» cZ¿Z°»Y `q d¼� ¶Àa �{ Ê»  {Â�)6-2 .(      s�/� Z/] ¶Àa ¾ËY

 R/�   c�Â/� Ä/] Ê·YWhat do you want to search for? �Z/¯ �Y¾¯ Ê/»  Â/v¿ |/ÅYÂyÇ

|ËZ¼¿ ¾ÌÌ e Y� {Ây ÉÂnf�m .�Á� ÉZÅ�Å {�°¸¼� Á Ânf�md�Y �Ë� �Y�« ®Ë:

�Picture, Music or video:¶ËZ§ ÉÂnf�m dÆm ÉZÅ|ËÁ Á ÊeÂ� ,É�ËÂ�eËÊËÂ.

 ¶°�6-2Ânf�m ¶Àa

�Documents (word processing, spreadsheet, etc) : ¶/ËZ§ ÉÂnf�m ÉY�]  ÉZ/Å f�/]È

¹Y�³Á�aÉZÅd�Y �Ì§M d§Z�Á�°ËZ».

�All files and folders:¶ËZ§ ¹Z¼e ÉÂnf�m ÉY�] ZÅ�|·Â§ ÁZÅ.

�Computers or people :Ä°^� �{ É{�§ �eÂÌb¼¯ ÉÂnf�m ZË d§ZË�{ ÉY�].

3. ÉÁ�[Zzf¿YAll files and folders¯�Â� Ä] Ânf�m ¶Àa ®ÀËY ,|ÌÀ¯ ®Ì¸c ¶°�6-2

{Â] |ÅYÂy.

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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[Zzf¿Y ÉZÅd�Y �Ë� �Y�« ¶Àa ¾ËY:

�All or part of the file name  : �{dË|ËY{ÂmÂ»Ê»¶ËZ§ ¶»Z¯ ¹Z¿ |Ì¿YÂe ¹Z¿ �Y Ê�z] ZË

ÌÀ¯ `ËZe Y� ¶ËZ§|.� �Y Ã{Z¨f�Y¼µÂ^ ÉZÅ Ê»Â¼� * Á. ¾ËY �{ �Ì¿dË|ËY½Z°»Ya~d�Y �Ë.

�A word or phrase in the file :Êe�Â� �{|Ì�Z] Äf�YÂy Ä¯Ê»     Z/Ë c�Z/^� ®/Ë ,|/Ì¿YÂe

   �f»Y�Za Ä] Y� Ä¼¸¯  ÉZÅÂnf�mÉ   ̄ Ä§Z�Y {ÂyÀÌ| .   ¶ËZ§ c�Â� ¾ËY �{  ÊËZÅ   /§ c�Z^� Ä¯  �{ ©Â

cZËÂfv»½M ZÅd§�³ |ÀÅYÂy �Y�« Ânf�m {�Â» |À�Z] Äf�Y{ {ÂmÁ.

 ¶°�6-2¶ËZ§ cZ�z�» ¾ÌÌ e ÉY�] Ânf�m ¶Àa

ZË {d�Y{
 *  Á. ¼�µÂ^  ÊËZÅ  |¿Y       |¿�Y{ �Á|ÀËÁ ¶»Z� ºf�Ì� ÉY�] Ê�Zy ¹ÂÆ¨» Ä¯ . Ânf�m �{ ¶ËZ§ É ZÅ

    ¼� ¾ËY �Y |Ì¿YÂfÌ» Z¼�µÂ^  ZÅ{Z¨f�Y |ÌÀ¯ Ã .]  Ä   ̂ m �{ µZj» ½YÂÀ�Èsearch    Ê¸ËZ§ ÉÂnf�m

 ½YÂÀ� Z]Prog*  /¼¸¯ Z/] Ä¯ d�Y ¶ËZ§ �Å ¾f§ZË ¹ÂÆ¨» Ä]ÈProg   d/�Y Ã|/� �Á�/� .  ÃZ/³�Å

    ¶ËZ§ ¹Z¼e Ä¯ ºÌ�Z] Äf�YÂy  ÉZÅ{�9Á{ÂmÂ»          Ê/» ¾Ì/Àq ºÌ/Å{ �ËZ¼¿ Y� �eÂÌb¼¯ �{  ºÌ�/ËÂ¿
*.doc

http://www.abbyy.com/buy
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�: Look inÂËY�{ ZÅ�|·Â§ Á ÊËZÅ Y�¾ÌÌ e Ä¯Ê»�Y�« Ânf�m {�Â» ,|ÌÀ¯Ê»|Å{ . /] Ä

   ¶°� �{ ,µZj» ½YÂÀ�6-2ÂËY�{ Ä¼Å ,  ÉZ/Å      Ânf�/m d/Æm �eÂ/Ìb¼¯ dz/� ®�/Ë{

|¿Y Ã|Ë{�³ [Zzf¿Y.

�When was it modified :¼¯{ ,c�Z^� ¾ËY �ZÀ¯ �{ÈÁ� �¸§ ¶»Z� Ã|ÅZ�/» ¾ÌËZa Ä]

Ê»,{Â� Z]    Ä¼¯{ ¾ËY ÉÁ� ®Ì¸¯ Ê»      Ê¿Z/»� cZ/�Ô�Y |Ì¿YÂe        �/Ì¿ Y� Ânf�/m xË�Z/e Á

 ¾ÌÌ e|ÌÀ¯.] Ä [Zzf¿Y Z] ,µZj» ½YÂÀ�past monthÊ»¶ËZ§ ½YÂe  ÊËZ/Å   ÃZ/» �{ Ä/¯ Y�

³~              {Y{ �Y�/« Ânf�/m {�Â» ,|¿Y Ã|� cY�ÌÌ¤e �Zq{ Á Ã|� {ZnËY  Äf� .      ¾/ËY �/] ÃÁÔ/�

¾�aM-From:   ÁTo:     Ô�Y xË�Ze d§ZË�{ ÉY�] �Ì¿� ¶ËZ§  ZÅ  ̧�Z§ ®Ë �{È   ÃYÂz·{ Ê¿Z»�

�{ ��f�{|¿�Y{ �Y�«.

http://www.abbyy.com/buy
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ºÆ¿ ��{:

½M {�]�Z¯ Á ¶Àa µÁ�fÀ¯
À¯f ¶Àa µÁ�)1(     Á Ã{Â] �Á|ÀËÁ ®Ì§Y�³ �Y Ê�z] [Zzf¿Y  ÉZÅ      �Z/¯ ��f/�{ �{ Y� É{ZË�¾¯

  �Y�«Ê»|Å{�Z¯ Á¾¯Ê» ¾ËY �Y |¿YÂe ¶ËZ/�Á)  ¶/Àa µÁ�/fÀ¯  (  �Â/�À» Ä/]  Y|/f]Y cY�/ÌÌ¤eË �{ Ê

ºf�Ì�|ËZ¼¿ Ã{Z¨f�Y .µÁ�fÀ¯ �Y Ã{Z¨f�Y Z]aZ» ¶ÀÊ» ¤e ºÌ¿YÂ/eÌ    ºf�/Ì� �{ Y� ÊËY|/f]Y cY�/Ì

 ºÌÀ¯ {�YÁ- |À¿Z» :   ½{�¯ Ä§Z�Y  �/ËÁ {�ZÅ       ¥~/u Á ½{�/¯ Ä§Z/�Y , d§Z/� �/ËÁ  {Z/nËY , ,d/¿Â¯Y)2(

ÌÌ¤eÂv¿ �{ cY�Çd�{Ê]ZË)3(�´aZq ºÌ�Àe ,½Z]� ½{�¯ Ä§Z�Y ,)�f¿�a( cZ¼Ì�Àe ,d�Z� ºÌ�Àe ,

Ä¿Z�� cZ¼Ì�Àe ,ÄË~¤e �^À» ÉZÅZ¼Ì�Àe ,ÊeÂ�{Â» cËÃ�Ì£ Á º.

Äz�¿ �{ ÉZÅ ÉY�Y{ ¶Àa µÁ�fÀ¯ ,�Á|ÀËÁ |Ë|mËZ¼¿ �Â¿ Á{�Ê»®Ì�Ô¯ �ËZ¼¿ ,|�Z])4(

 �ËZ¼¿ Á É�Â´f¯)5( .  Á ½Z°»Y ¾ËY  �Z¯ Ä¯ {�Y{ {Âm¾¯�ËZ¼¿ ¹Y|¯ �YÊ» Ã{Z¨f�Y Á |À¯ ¾�/aM

¿ �ÌÌ¤e�ËZ¼ ZÅ{�Y{ �Y�« �|ÀËÁ `q d¼�« �{.

  �j¯Y¾�aMÉZÅ    ¶°� Ä] ¶Àa µÁ�fÀ¯  ÉZÅ    ��f/�{ ¶]Z« �Ì¿ É�´Ë{  Ê/» |/�Z] . /]  Ä  ½YÂ/À�

  ,µZj»ÀeºÌ� v¨�È  Y� �ËZ¼¿ Ê»    ªË�� �Y ½YÂe  ½{�¯ ®Ì¸¯ d�Y�     { Ê·Z/y ÉZ�§ ÉÁ� /Ë ®�

{Y{ ¹Zn¿Y _Ze .

 ®Ì�Ô¯ �ËZ¼¿ : d°e�Z� ¶»Z� Z/ÅÉ ¾�/aM   ÉZ/Å»f   µÁ�/fÀ¯ {|/   ¶/Àa  Ê/» |/�Z].   ¾/ËY

d°e�Z�ZÅ60ÓÂ¼ » cZvÌ�Âe ½Á|])] Ä¹Z¿ �Y �m¾�aM (Y|Àf�.

 É�Â´f¯ �ËZ¼¿ :  É�Â´f¯ �Y \¯�»  ÉZÅ¦¸fz» Ê»|�Z] .        Á{ ¾/ËY Ä¯ d�Y{ ��Zy Ä] |ËZ]

   Á �Á|ÀËÁ �{ �ËZ¼¿   �Á|ÀËÁ ,Zf�Ë7    �¯Y �Á|ÀËÁ �{ Á    cÁZ¨f» Ã�Y|¿Y ®Ë Êa Ê»|À�Z] .  ¶°� �{

7-2  Ã|ÅZ�» Zf�ËÁ �Á|ÀËÁ �{ Y� �ËZ¼¿ Á{ ¾ËY Z¼�Ê»|ÌÀ¯ .Äf�Y{ Ä] ¾f§� ÉY�] ÉZÅ µÁ�fÀ¯

Àa|ÌÀ¯ ¶¼� �Ë� �Á� Ä] ¶:

1. ÉÂÀÌ» �YStart ÉÁ�¾�aMControl Panel¯ ®Ì¸¯|ÌÀ Ze¶ËZ�Á  µÁ�/fÀ¯ �{ {ÂmÂ»

{Â� Ã{Y{ �ËZ¼¿ ¶Àa.

˺ Control Panel
˻ User Account
˼ Accessibility Option
˽ Classic View
˾ Category View
˿ Shortcut

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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ÂÀÌ»Start
      ÉÁ� ½{�¯ ®Ì¸¯ �Y �a[Zzf¿Y   v¨� ¶Àa µÁ�fÀ¯ÄÊË     ¶°� �{ Ä¯7-2 Ã|ÅZ�» Ê»  �Z] |ÌÀ¯

Ê»{Â�  .] Äv¨� ¾ËY Ä¸°�ÊÃ|� ��§ ¶^« �YÊ» �ZÌ� É�Â´f¯ �ËZ¼¿ Ä]Ê» Z» Á |�Z] ºÌ¿YÂe
Y� ½MºÌÅ{ �ÌÌ¤e ®Ì�Ô¯ �ËZ¼¿ Ä] .

http://www.abbyy.com/buy
http://www.abbyy.com/buy


38

 ¶°�7 -2 :¶Àa µÁ�fÀ¯ É�Â´f¯ �ËZ¼¿

 ¶°�8 -2 : �ËZ¼¿®Ì�Ô¯¶Àa µÁ�fÀ¯

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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¹Â� ¶�§

»Z¿�]ÈdÀËZa�ÁZa
ºÅ{ ��{:

tÌv�e�{ |ËÔ�¾�Ìf¿��a
    Z¼� ¾�ÌfÀË��a ¶ËZ§ ®Ë �{ Ê»¿YÂe  |ËÔ� ÉYÂfv» |Ì  ZÅ  ZË ÉYÂfv» ZË  {d�Y{   Z/Å  Y� tÌv�/e

|ÌÀ¯ .  ÉY�]tÌv�e                  v¨/� �Y Ã{Z¨f/�Y Z/] Á Ã{�/¯ ®Ì¸¯ ½Ze ��¿ {�Â» ¾f» ÉÁ� |ËÔ� ÉYÂfv»È

    Y� ¾f» |Ì¸¯tÌv�e |ÌÀ¯ .   ZË ,\Ìe�e ¾Ì¼Å Ä]{ {d�Y  ZÅ    sÔ�Y ¶]Z« ºÅY ] ,|Àf�  Ä  » ½YÂ/À�  ,µZ/j

È^ m ÉÁ�Note®Ì¸¯½M ÁÄ¯ Ä¿Â³Ê» |ÌÀ¯ {�YÁ �ÌÌ¤e ½M �{ |ÌÅYÂy) ¶°�1-3.(

 ¶°�1-3

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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^ mÈ¾f»
^ mÈ ¾f»1   �Y Ê°Ë ºÅ ¶ËZ�Á   �] �{ ºÆ»»Z¿È   dÀËZa �ÁZa d§Z�Á�°ËZ» d�Y .    �Y Ã{Z¨f/�Y ¶ËZ/�Á

 �§ ¾ËY�  ºÅY�§ Y� d Ê»       Ô� ®Ë �{ ¾f» d Ì«Â» Z» Ä¯ |À¯|Ë ] Y� Ä  ËZ/¼¿ µÁ�/fÀ¯ Ê¸¯ �Â�Ìº .

    Ê» Z» c�Â� ¾ËY �{ºÌ¿YÂe      |ËÔ� ®Ë �Y Êf¼�« �Å �{ Y� ÊÀf» ºÌ�Z] Äf�YÂy Ä¯ Ê¸°� �Å Ä]

ºÌÀ¯ É�Z�Zm.^ m �Y Ã{Z¨f�Y ÉY�]ÈËZ¼¿ Y�mY Y� ¶Ë} �Á� ¾f»Ì| : ) ¶°�2-3.(

�Z¯ �Á�
1. �{¸Ì»È»Ì Ê¸�Y ÉÂÀ�Y»Ìk�{ ÉÂÀ(Insert) ÉÁ�¾°ËMText-Box®Ì¸¯|ÌÀ¯.
2.�Ì¿ Z¼�Ê»¿YÂeÌ] ºÌ��e �YÂ¿ �{ | ÄÌ¬f�» �Â� ÉÁ� º¾°ËMËZ¼¿ ®Ì¸¯Ì|.

3.Ã�Z�Y�³|ÌÅ{ d¯�u ÃYÂz·{ ÉZm �{ |ËÔ� ÉÁ� Y� �ÁZ».

¼¯{È    ËZa Y� �ÁZ» `qÌ¾ ®Ì¸¯     /^ m Z/e |ÌÅ{ ­�u |ËÔ� ÉÁ� Y� �ÁZ» Á Äf�Y|Æ´¿È  ¾f/»

{{�³ {ZnËY .^ mÈ� {ZnËYZ] ¶Ë} ¶°� Ä] |ËZ] Ã||�:

 ¶°�2 -3 :¾f» Ä^ m ºÌ��e

˺ Text Box

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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   ̂ m Ä°ÀËY �Y | ]È    Y�« ÃYÂz·{ dÌ «Â» �{ Ã|� {ZnËY�d§�³-Ê» Z¼� �b�|Ì¿YÂe^ mÈ Y� ¾f»

  Zn¯ �Å �{Ë     ËZ¼¿ É�Z�Zm ½Ze |ËÔ� �Y ÊÌ-|              �{ ,d/�Y� d¼/� Z/Ë |ËÔ/� `q d¼� �{ ÊÀ Ë

� Ê¿ZËZa Á ÊËÓZ] d¼�« ½Ze |ËÔ |ÌÅ|] ÉZm�» Á¸|Ì�ËÂÀ] ½M �{ Y� ½Ze ÃYÂz·{ \.

Ã�Z¼� Á Ä»Ô�³~ É�Y

Ê� ]   d¼�« �{ cZ«ÁY  ÉZÅ      Ä»Ô� �Y Ä¯ d�ËZ] ,¾�Ìf¿��a |ËÔ� ¦¸fz»  ZÅ Ã�Z¼� Á  ZÅ Ã{Z¨f�Y

{�¯.Ã�Z¼� Á Ä»Ô� ÉY�mY ÉY�]³~» �Y É�YÌ§ ÉÂÀZ] d»� ÄÀ¯ ¶¼� �Ë� ¶°�Ì|:

1.» �YÌ§ ÉÂÀZ ÉÁ� d»��aM¾Bullet & NumberingËZ¼¿ ®Ì¸¯Ì|.

2.v¨�È�Z] �Ë�Ê»{{�³È»Ô�ËZ¼¿ [Zzf¿Y Y� ��¿ {�Â»Ì|.

3.¼¯{ÈOK|ÌÅ{ �Z�§ Y�.

Ä»Ô� [Zzf¿Y Ä^ mZÅ

¼¯{È OK

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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  ÃZ³�Å |Ì�Z] Äf�YÂy  Y Ê� ]� d¼�«  ÉZÅ    {Â/y |À�  Ã�Z¼/� Y� /³~ ËZ¼¿ É�Y /Ì|,  » �YÌ  ÉÂ/À

§Z|ÌÀ¯ ¶¼� �Ë� ¶°� Ä] d»�:

1.» �YÌ§ ÉÂÀZ ÉÁ� d»� ¾�aMBullet & NumberingËZ¼¿ ®Ì¸¯Ì|.

2.v¨�È�Z] �Ë�Ê» ÉÁ� ,{{�³ ¾�aMNumbered ®Ì¸¯|ÌÀ¯.

3.Ä»Ô� �Â¿³~] Y� É�Y ÄËZ¼¿ [Zzf¿Y Z^¨·Y ZË {Y|�Y ¶°�Ì|.

˽.¼¯{ÈOK|ÌÅ{ �Z�§ Y�.

[Zzf¿YZÅÉ�Z¼�Ã�Y~³É

Ä»Ô��Y~³É] Ä  {Y|�Y ¶°�

�Y~³ Ä»Ô� ÁÉ] Ä ¶°�

Z^¨·YµÂ^¼� Á

¼¯{ È OK

http://www.abbyy.com/buy
http://www.abbyy.com/buy


43

ºÅ{�ZË ��{:

|ËÔ� �{ Y|� k�{
 |� k�{Y  |ËÔ� �{  ÉZÅÌf¿��a    eZ¿Z°»Y �Y Ê°Ë ºÅ ¾�Ê      dÀËZa�ÁZa d§Z�Á�°ËZ» Ä¯ d�Y ½M

Y�   d�Y Ã{�¯ ºÅY�§ .Z¼� Ê»     ½Z°»Y ¾ËY �Y Ã{Z¨f�Y Z] |Ì¿YÂe �Å   YÂ/z·{ ÉY|� �Â¿ÊÅ     ¾Ì/u Ä/¯

Y�YÄW          |ÌÀ¯ Ä§Z�Y ZË k�{ {Ây |ËÔ� �{ Y� {Â� Y�mY.    ] Y|� k�{ ÉY�mY ÉY�]  Ä      ¶/¼� �/Ë� ¶°/�

À¯Ì|:

1. k�{ ÉÂÀÌ» �Y )Insert(� ÉÁaM¾�Movie & Sounds|ÌÀ¯ ®Ì¸¯

2. ÉÁ� �b�¾�aMSound From File|ÌÀ¯ ®Ì¸¯ .

 ¾ËY ÉÁ� ½{�¯ ®Ì¸¯ Z]¾�aM )  ¾�/aM¹Á{Sound from File( , �|/·Â§  Z¼/� ÉZÅ ¹Â/¸ »

Ê»Z¼� Á ,{Â�Ê» {Ây ÊeÂ� ¶ËZ§ |Ì¿YÂe Y� Á |ÌÀ¯ [Zzf¿Y {�Y{ �Y�« ½M �{ ¶ËZ§ Ä¯ É�|·Â§ �Y

    k�{ Z¼� |ËÔ� �{ ¶ËZ§ Ê»{Â� .Z¼� Ê»      �Y Y� ÊeÂ� ¶ËZ§ |Ì¿YÂeCD  �Ì¿    k�{ {Ây |ËÔ� �{

|ÌÀ¯ .]  Ä { ��ZyY   |Ì�Z] Äf�   k�{ Ä¯¶ËZ§  ÉZÅ  ̀ Ì¸¯ Á É�ËÂ�e  ÉZÅ|ËÁË  |ËÔ� �{ ÊËÂ   Z/Å  �/Ì¿

½Z°»Ya~ d�Y �Ë .|ËÁ `Ì¸¯ |Ì�Z] Äf�YÂy ÃZ³�ÅË |/ËÁ ¶ËZ§ ZË ÊËÂË   k�{ {Â/y |ËÔ/� �{ Y� ÊËÂ

ÌÀ¯ �Y�°e Y� ÓZ] �Á� ,|ÌÀ¯ ÉÁ� �b� Á |¾�aMMovie From fileÌÀ¯ ®Ì¸¯| ) ¶°�3-3.(

 ¶°�3 -3 :`Ì¸¯ Á Y|� k�{ ÉZÅ|ËÁË|ËÔ� �{ ÊËÂ

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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s�� ºÌ�Àe ÉZÅ ¾�Ì¼¿Y)d¯�u ( |ËÔ� �{
     ¾ËY �Y Ã{Z¨f�Y Z]¾�aMZ¼� Ê»  ¶°� �{ |Ì¿YÂe,ZÅ         ½YÂ/À� ,¾f/» �Y Ê�/z] , ¾f»   Z/Å   �/Ë� ,

 �ËÂ�e ,½YÂÀ�  ZÅ £ ÁÃ�Ì     |Ë�ÁM {ÂmÁ Ä] d¯�u ½Z°»Y .]ZÍ Z¼� Ã�y Ê» d¯�u |Ì¿YÂe  ÉZÅ ¦¸fz»

                     ºÌ/�Àe {Â/y ¾�/Ìf¿��a �{ Y� Ã�/Ì£ Á ,½|/Ìy�q ,½{� ®¼�/q ,½|� ±��] Á ®qÂ¯ |À¿Z»

ËZ¼¿Ì| .] Ä,Ê¸¯�Â�¦Ë� e ¶]Z« ½Z»� Ä� �{ d¯�uÊ»|�Z].

1. {Á�Á ½Z»�)Entrance(

2. ½{�¯ ºË|¬e ¹Z´ÀÅ)|Ì¯Pe ÉY�] ()Emphasis(

3. kÁ�y d«Á �{)É| ] |ËÔ� ZË �´Ë{ �Ìq �ËZ¼¿ �Y ¶^« ()Exit (

d¯�u ,©Â§ cÓZu �Y ®Ë �Å �{ ÊËZÅ e �Ìa �YÌ{�Y{ {ÂmÁ Ã|� ¦Ë� e Á ¾Ì.

» ªË�� �YÌ ÉÂÀSlide show �{ Ä¯ ZË Ä¸Ì»ÈfÌ§»Ì,{�Y{ �Y�« Ê¸�Y ÉÂÀ ¾�/aMCustom

Animationv¨� Ze |ÌÀ¯ ®Ì¸¯ Y�ÈÊ]Zzf¿Y¶°� {Â� µZ §)4-3.(

 ¶°�4 -3 :¾�Ì¼¿Y [Zzf¿YZÅ

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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  dÀËZa�ÁZa  ¹Y�³Á�a �{2003Ê»{Y| e �Å Ä] |Ì¿YÂeÉ� �{ Ê� ®Ë ÉY�] |ÌÅYÂz] Ä¯ ,|ËÔ

-|ÌÀ¯ Ä§Z�Y ¾�Ì¼¿Y ZË d¯�u¼¯{ Z] ,Ê� [Zzf¿Y �Y �aÈAdd Effect  Ê/� Ä] |Ë|m d¯�u

Ä§Z�Y Ã|� [Zzf¿YÊ»{Â�.

¯ Z]¸Ì¼¯{ ÉÁ� ½{�¯ ®ÈAdd Effect ½Z»�

d¯�u  ËZ¼¿ ¦Ë� e Y�Ì| .    |/ÌÅYÂz] ÃZ³�Å  d/¯�u

 Ê//¸^« d¼�//« �{ Y|//f]Y ,|//ÌÅ{ �//ÌÌ¤e Ã�Z//]Á{ Y�

 v¨� Ê��ÁÄ          ¹Z/n¿Y Z/] Ä/¯ |ÌÀ¯ [Zzf¿Y Y� Ê�

 Ä¼¯{ ,�Z¯ ¾ËYAdd Effect Ä]Change¶Ë|^e

Ê»Á {Â�Ê»|ÌÅ{ �ÌÌ¤e Y� Ê¸^« d¯�u |Ì¿YÂe.

    �f�Ì] cZvÌ�Âe ÉY�]�{  d¯�u [Zzf¿Y Á ¾�Ì¼¿Y {ZnËY ÉZÅ    Ä/] ÃYÂ/z·{ d/¯�u Á {| f»

 [Zf¯ ºÅ{ ¶�§ZÀ°eÂ·¯ Ä mY�» ºÅ{�ZË ¦À� ÊeZ»Â¸ » É�ÀÌ|.

|ËÔ� �{ �ËÂ�e k�{
   |ËÔ� �{ �ËÂ�e k�{  ZÅ  »Z¿�] �{ {ÂmÂ» cZ¿Z°»Y �Y Ê°ËÈ�ÁZa d§Z�Á�°ËZ»dÀËZa Ê/» |/�Z] .

 ½Z°»Y ¾ËY �Y Ã{Z¨f�Y Z]Ê»Âz·{ �ËÁZ�e ½YÂe|ËÔ� �{ Y� ÃY  Z/Å {�/¯ k�{. /»Z¿�] �{È d/ÀËZa�ÁZa,

   Á{ �Y Y� �ËÁZ�eªË�� Ê»  |ËÔ� Ä] ½YÂe  ZÅ {Â¼¿ Ä§Z�Y :  ½Z¼ÅÉ�Â�   Ä/¯     �{ Z¼/�   ¹Y�/³Á�a ,{�9Á

 Â�e k�{fyÂ»M Y� �ËY Ä ¾ËY �{ ,|Ë ¹Y�³Á�a �Ì¿Y� ½MÊ���]{�¯ ºÌÅYÂy .  �{ �ËÂ�/e k�{ Ä¯Y�q

{ZnËY ÉY�] dÀËZa�ÁZaZÆ¿ ¾�Ìf¿��ad�Y É�Á�� dË.

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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1.Èf�] �Y �ËÁZ�e k�{c�M `Ì¸¯

2.��¿ {�Â» É�ËÂ�e ¶ËZ§ �Y �ËÁZ�e k�{

c�M `Ì¸¯ �Y �ËÁZ�e k�{
         �Y Y� É�ËÁZ�/e ºÌ/�Z] Äf/�YÂy ÃZ³�Å

Clip Art ºÌÀ¯ Ä§Z�Y {Ây |ËÔ� �{

¶¼� �Ë� �Á� Ä]Ê»ºÌÀ¯:

1. » �YÌ  ÉÂÀInsert  , ¾�/aMPicture  Á

 �b�Clip Art|ÌÀ¯ [Zzf¿Y Y�.

2.�{ »Ì    Ã|� �Z] ÉÂÀ)   ¶°/�4-3(  �{ ,

^ mÈ   Ânf�m(Search)    {�Â» �ËÂ�e ¹Z¿

   Ã{Â¼¿ k�{ Y� ��¿,    /¼¯{ �b/�ÈGO  Y�

|ÌÅ{ �Z�§.

3.ËZa d¼�« �{ Ânf�m �ËÂ�eÌ�ÅZ� ¾Ê»Â�{.

4.ÉÁ�Á{ ��¿ {�Â» �ËÂ�e,|ÌÀ¯ ®Ì¸¯ �Z]k�{ |ËÔ� �{ �ËÂ�eÊ»{Â�.

 ¶°�4 -3 :�Â¼n» �Y �ËÁZ�e k�{ÈÌ¸¯c�M `

Â¸ » É�Â·ZÀ°eÊeZ»

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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ºÅ{�YÁ{ ��{:

|ËÔ� �{ c�Zq k�{
»Z¿�] �{ÈZa�ÁZaËÀZ¼� ,{�Y{ {ÂmÁ �Ì¿ c�Zq k�{ ½Z°»Y dÊ» ½Z°»Y ¾ËY �Y Ã{Z¨f�Y Z] |Ì¿YÂe

      dÆm Y� ½Ze ÃYÂz·{ c�Zq�Z° ¿YÄÌWZ�uY     |ËÔ� �{ ,Ê°Ì§Y�³ ¶°� Ä] ¹Z«�Y Á ÉZÅ  ¾�/Ìf¿��a

|ÌÀ¯ k�{ . ÉÂÀÌ» �Y |ËÔ� �{ c�Zq ½{�¯ k�{ ÉY�] k�{(Insert)|ÌÀ¯ ¶¼� �Ë� ¶°� Ä]:

1. k�{ ÉÂÀÌ» ÉÁ� ÉY|f]Y(Insert)|ÌÀ¯.

2. ÉÁ� �b�Chart{Â� k�{ Z¼� |ËÔ� �{ c�Zq Ze |ÌÀ¯ ®Ì¸¯.

 �Ì¿ Z¼� Ê»    ¸Ì» �Y Y� c�Zq |Ì¿YÂeÈ |Àf�Y    |ÌÀ¯ k�{ |ËÔ� �{ {� .Y�]É    ¬§ �Z¯ ¾ËY ÉY�mY�

]  Ä         À¯ ®Ì¸¯ Ä¸Ì» ¾ËY �{ c�Zq ¾°ËM ÉÁ� ºÌ¬f�» c�Â�  |Ì,        �{ ®/ÌeZ»ÂeY ¶°/� Ä/] c�Z/q

 |� |ÅYÂy k�{ |ËÔ�) ¶°�5-3.(

 ¶°�5-3 :|ËÔ� �{ c�Zq k�{

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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cÂ¿
 Ê� ]¶ËZ�ÁY |Àf� ¹Z¼e �{ Ä¯"�Â¼n»È"¹Y�³Á�a ÉZÅ|¿Y Ä]Z�» �´Ë{ ºÅ Z] �Ì§M .

 ¾ËY Z¼�¶ËZ�ÁÃ|ÅZ�» �Ë� �{ Y� Ä]Z�»Ê»|ÌÀ¯ .

¶ËZ�Á �ËZ� Z] Ä]Z�»d§Z�Á�Ë ZÅ  ZË¹Y�³Á�aÉZÅ�Â¼n»È �Ì§M
¶ËZ�Á�Â¼n» �{ ½M Ä]Z�» Ä¯ ºÌ��eÈ¹Y�³Á�a ÉZÅOffice¶°� {�Y{ {ÂmÁ)6-3(.

 ¶°�6-3¶ËZ�Á�Â¼n» �{ Ä]Z�»È�Ì§M

¶ËZ�Á AutoShapes�´Ë{ Ê°Ë �Y¶ËZ�ÁÄ¯ d�Y Ä]Z�»Ê»¶°� �Y |Ì¿YÂe ÉZÅ

{Z»MÇ |ÌÀ¯ Ã{Z¨f�Y ½M) ¶°�7-3.(

) ¶°�7-3 (¶ËZ�Á¶°� ÉZÅÃ{Z»M

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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ÃYÂz·{ ­�ve3

­�ve ÃYÂz·{        Ä¯ d�Y ÊeZ¿Z°»Y �Y Ê°Ë ºÅ  ¹Y�³Á�a  dÀËZa�ÁZa Y� ½M    Ê/» ºÅY�/§ |/À¯ .    Z/] Z¼/�
    ¾ËY �Y Ã{Z¨f�Y[Zzf¿Y Ê»         ®/Ë ZË �ËÂ�e ,¾f» ­�ve dÆm ,|Ì¿YÂe   �/´Ë{ �/Ìq  /�¬¿È    Á �Á�/�

  d���½M   |ÌÀ¯ ¾ÌÌ e Y� .  ÉY�]ÃYÂz·{ ­�ve|ÌÀ¯ ¶¼� �Ë� �Á� Ä] |ËÔ� �{ .] Ä µZj» ½YÂÀ�
Z» Ê»  ºÌÅYÂy    ¾�Ì¼¿Y ZË ­�ve  � |ËÔ� ½YÂÀ�       d/�Y ¾f/» ®/Ë Ä¯ Y    ºË�Z�/] ÃYÂ/z·{-  ¾/ËY �{

d·Zu :
1.[Zzf¿Y Y� ÃYÂz·{ ¾f»Ê»ºÌÀ¯.
2. ÉÂÀÌ» ÉÁ� Ê¸�Y ÉÂÀÌ» �YSlide show®Ì¸¯Ê»ºÌÀ¯.
3. ÉÁ�¾�aMCustom Animation®Ì¸¯Ê»ºÌÀ¯ .®Ì¸¯ Z] ¾ËY ÉÁ� ½{�¯¾�aM  ÉÂ/ÀÌ»

�´Ë{É�nÀa d�Y� d¼� �{Ç�ÅZ� ¾�Ìf¿��aÊ»{Â� .
4. ÉÁ�¾�aMAdd Effect [Zzf¿Y Y� d¯�u dÌ�Â¿ Á |ÌÀ¯ ®Ì¸¯|ÌËZ¼¿.
5. d¼�« �Y StartÄ�¬¿M|ÌÀ¯ ¾ÌÌ e Y� ­�ve �Z£.
6. �{d¼�«Direction� ­�ve dÆmÊ|ÌÀ¯ ¾ÌÌ e Y�.
7. d¼�« �{SpeedY Y� ¾�Ì¼¿Y d���¿Zzf|ÌÀ¯ [.) ¶°�8-3(

 ¶°�8 -3 :ÃYÂz·{ ¾�Ì¼¿Y Á ­�ve ¾fyZ�

˼ Custom Animation

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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k�{½YÂÀ� ÈÌ�ZuÊ«�ÁZa Á)Header & footer(
 »Z¿�] �{È �ÁZa    �ËZ� |À¿Z¼Å dÀËZa¹Y�³Á�aZÅ  É�Â¼n»È       Á Ê«�ÁZa k�{ ½Z°»Y �Ì§M  ÈÌ/�Zu

½YÂÀ�    Z¼� Á {�Y{ {ÂmÁ Ê»  {Z� Ä] |Ì¿YÂeÃ Ê³½YÂÀ� ÈÌ�Zu(Header) Ê«�ÁZa Á(Footer) Y�

     ËZ¼¿ k�{ {Ây ¾�Ìf¿��a |ËÔ� �{Ì| .   k�{ ÉY�] ½YÂÀ� ÈÌ�Zu         �/Ë� �Á� Ä] |ËÔ� �{ Ê«�ÁZa Á

|ÌÀ¯ ¶¼�:

1.�{¸Ì»È ÉÂÀÌ» ÉÁ� Ê¸�Y ÉÂÀÌ»View|ÌÀ¯ ®Ì¸¯.

2. ÉÁ�[Zzf¿YHeader & Footer|ÌÀ¯ ®Ì¸¯.

3. ¾ËY ÉÁ� ½{�¯ ®Ì¸¯ Z][Zzf¿Yv¨�È�Z] É|Ë|mÊ» {Â�) ¶°�9-3.(

 ¶°�9 -3 :|ËÔ� �{ ½YÂÀ� ÈÌ�Zu Á Ê«�ÁZa k�{
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ºÅ{�Ì� ��{:

d�Y{{ZË k�{ ÉZÅY�YÄW|ÀÀ¯ Ã
  �{  ¹Y�³Á�a Y�Y dÀËZa�ÁZaW |ÀÀ¯ ÄÃ Ê» ZË |¿YÂe{d�Y{ ÉZÅ     Á �/fÆ] cZvÌ/�Âe d/Æm Y� {Â/y

    d¼�« �{ ,�f�Ì]      {ZË ¾ËY Á |À¯ Ä§Z�Y |ËÔ� Ê¿ZËZad�Y{  ZÅ  ¾ÌuÉY�mY ��a  ¾�ÌfÀËY�WYÄ|ÀÀ¯Ã

{�¯ |ÅYÂy ®¼¯ Y� .{ZË k�{ ÉY�]d�Y{ ZÅ|ÌÀ¯ ¶¼� �Ë� �Á� Ä] |ËÔ� �{:

1.ÌuZ¿ �{ Ê¿ZËZa d¼�« �{ ��¿ {�Â» |ËÔ� �{ÈClick to add notes{ZË Ä§Z�Y Y� {Ây d�Y{

|ÌÀ¯.) ¶°�10-3(

 ¶°�10-3 :ZË k�{{{d�Y ÉZÅ�YWYÄ|ÀÀ¯Ã.

d�Y{{ZË k�{ ¶v»ÄWY�Y ÉZÅÃ|ÀÀ¯
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 _Zq)d¿�a(|ËÔ� ½{�¯
  _Zq Á d¿�a ½{�¯  |ËÔ� ÉZÅa �{ {ÂmÂ»dÀËZa�ÁZ �ËZ� |À¿Z¼Å¹Y�³Á�a ZÅ  Á Ã{Z/� dËZÆ¿

|ËÔ� ½{�¯ d¿�a ÉY�] ,Ã{Â] ½Z�M ZÅ|ÌÀ¯ ¶¼� �Ë� ¶°� Ä]:

1. �Y¸Ì»È ¶ËZ§ ÉÂÀÌ» ÉÁ� Ê¸�Y ÉÂÀÌ»(File)|ÌÀ¯ ®Ì¸¯.

2. ÉÁ� ¶ËZ§ ÉÂÀÌ» �Y ¾�aMPrint|ÌÀ¯ ®Ì¸¯ .   ½{�/¯ ®/Ì¸¯ Z]  ¾/ËY ÉÁ� ¾�/aM v¨/�È

|� |ÅYÂy �Z] É|Ë|m . ¾ËY �{Äv¨�[Zzf¿Y ÉZÅ{�Y{ {ÂmÁ É{| f».

3. d¼�« �{Print what: �ZÆq¾�aM�Y |¿Y c�Z^� Ä¯ {�Y{ {ÂmÁ:

�Slides : ¾ËY �Y Ã{Z¨f�Y Z]¾�aMÊ»|ËÔ� ½YÂe ZÅ{�¯ d¿�a Y�.

�Handout : ¾ËY �Y Ã{Z¨f�Y Z]¾�aMÊ» ®Ë �{ Y� |ËÔ� |Àq ½YÂe{�¯ d¿�a Äv¨�

�Notes pages : {ZË ¹Z/¼e Á |ËÔ� ¾�aM ¾ËY �Y Ã{Z¨f�Y Z] d/�Y{  ÉZ/Å�Y /WYÄ Y� Ã|/ÀÀ¯

Ê»{�¯ d¿�a ½YÂe.
�Outline view : ¾�aM ¾ËY �Y Ã{Z¨f�Y Z]Âv¿Ç Y� |ËÔ� d¿�aÊ» ½YÂe{�¯ ºÌ�Àe.

4. d¼�« �{Print Range |Àq �Ì¿¾�aM�Y{ {ÂmÁ¿�Y |¿Y c�Z^� Ä¯ |:

�All : Z][Zzf¿Y All|ËÔ� ¹Z¼e ÉZÅ|� |ÅYÂy d¿�a ¾�Ìf¿��a.

�Current Slide : ¾ËY¾�aM¬§�d¿�a Y� É�Zm Á µZ § |ËÔ�Ê»|À¯.

�Slides :Z] ¾ËY¾�aM  �Z¼� |ËZ] ,Ç |ËÔ�É  Ê» Ä¯   |/ÌÅYÂy Y� ½M       ¾Ì/Ì e ,|/ÌÀ¯ d/¿�a

ËZ¼¿Ì|.|� |ÅYÂy d¿�a Ã|� ¾ÌÌ e |ËÔ� c�Â� ¾ËY �{.

 Z¼�¾�aM ÉZÅ ©Â§ ¶°� �{ Y�11-3Ã|ÅZ�»Ê»|ÌÀ¯.

 ¶°�11-3 : d¿�a

|ËÔ� ½{�¯ZÅ
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�RµYZÅ
1.¹Y�³Á�a�ÁZa d§Z�Á�°ËZ» �Â¿ Äq dÀËZa»Y�³Á�aÊ.d�Y

2. |ÀqÊ]Ây ¾ËY ¹Y�³Á�a�ËZ� �{ Ä¯ |Ë�^] ¹Z¿ Y�¹Y�³Á�a ÉZÅ�Â¼n»È{�Y|¿ {ÂmÁ �Ì§M.

3. �Y ¹Y�³Á�a�ÁZa Ã{Z¨f�Y �f�Ì] {�YÂ» Äq �{ dÀËZac�Â�Ê».{�Ì³

4..d�Ìq ¾�Ìf¿��a Á |ËÔ� ¾Ì] ©�§

5.k�{ Ä¿Â´q |ËÔ� �{ Y� �ËÂ�eÊ».|ÌÀ¯

6.{�Y{ {ÂmÁ Ä¬Ë�� ZË �Á� |Àq �ËÂ�e k�{ ÉY�].

7.M.d�Y ¾°¼» |ËÔ� �{ c�Zq k�{ ZË .Ä¿Â´q

8. Ä¿Â´q Á d�Ìq ¾�Ì¼¿YY� ½MY�mY |ËÔ� �{Ê».|ÌÀ¯

9.M¶ËZ§ ZË Y|� k�{ ZË ÉZÅ|ËÁ Á ÊeÂ�Ë �{ ÊËÂ|ËÔ� ZÅ.d�Y ¾°¼»

10.Ê«�ÁZa(Footer) Á½YÂÀ� ÈÌ�Zu(Header)k�{ |ËÔ� �{ Ä¿Â´q Á Y�q Y�Ê».|ÌÀ¯

|ËÔ� ¾fyZ�
»Z¿�] �{È ÉY�Y{ Ä¯ |Ë�Z�] É|ËÔ� dÀËZa�ÁZadÌ�Â�y ÉZÅ|�Z] �Ë�:

1.��{ ½YÂÀ� ®Ë ÉY�Y{ ½Ze |ËÔ�|�Z] d.

2.|�Z] ­�vf» |ËÔ� ½YÂÀ�.

3.{ |ËÔ�Y dÌ·Â] �� ÉY�|�Z] dÀËZa.

4.,�ËÂ�e ®Ë ÉY�Y{ |ËÔ�|�Z] ÊeÂ� ¶ËZ§ ®Ë Á ÊËÁ|ËÁ ¶ËZ§ ®Ë.
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¹�ZÆq ¶�§
ºÅ{�ZÆq ��{:

¶�¯Y �Ìv» Z] ÊËZÀ�M

 �m ¶�¯Y d§Z�Á�°ËZ»�Y ÊW¹Y�³Á�aZÅ É �Ì/§M d§Z�Á�°ËZ» Ê/» |/�Z] .  ¾/ËY  �/ËÁ d§Z/� ,

 d§Z�Á�°ËZ» d¯�� ��ÂetÌv�ed�Y Ã|Ë{�³ �za Á.

  ZË� {Y| e �Á�»Y  ½ZÀ¯�Z¯ �Y É{      c�Zq {ZnËY Á Ê·Z» cZ^�Zv» ÉY�] �eÂÌb¼¯ ZÅ  ¶/Ì¸ve dÆm

 Ë�ne ÁÈ M�{|»  ZÅ  Á¥�Z�»Ã�Ì£ Á Ê�ZË� cZ^�Zv» ,, �Yd§Z��ËÁ Ã{Z¨f/�Y ¶�¯Y d§Z�Á�°ËZ»

Ê»|ÀÀ¯.

  ¾ËY  ¹Y�³Á�a  Z^�Zv» ¹Zn¿Y ÊËZ¿YÂe Á dÌ¸]Z«  -{�Y{ Y� Ê°Ì/�ZË� �YÂ/�{ Á ª¸¤» c   ¾Ì/¼Å Ä/]

 �Y Ê°Ë ¶Ì·{³Á�a¹Y�ÉZÅ�Z¯ Á [Ây|»MÀÌ»� �{È Á Ê·Z» cZ^�Zv»Z�uYWÉÂÌÊ»|�Z].

v¨�È�Ì�Á ¶�¯Y1

v¨�È�Ì�Á        µZ� �{ �Z] ¾Ì·ÁY ÉY�] ¶�¯Y1985¹.        �Å 0Z^Ë�¬e | ] Ä] ½M �Y Á |Ë{�³ Ê§� »

    z�¿ �Z] ®Ë µZ� Á{È |Ë|mÉ    ¾ËY �Yd§Z��ËÁ d/�Y Ã|� Ä��� . Z/¿YÂeËÊ ,Z/Å    Z/] �Z/¯ d·ÂÆ/�

  Y ½Z°»Y ,¶�¯Y    �ËZ� Z] �Z^e� �ËÁ d§Z�  ÉZÅ   ÊËZ¿YÂe Á �Ì§M d§Z�Á�°ËZ»  ÉZÅ   /ÀÌ»� �{ ¦¸fz»È

  Ë�ne Á ¶Ì¸veÈcZ�Ô�Y  h�Z] �f�Ì] ¾ËY Ê§� »d§Z��ËÁ�Z¯ Á Z¿YÂe�³d�Y Ã|Ë{�³. ¾ËY �{ Z»

z�¿ [Zf¯È ¶�¯Y �Ì§M d§Z�Á�°ËZ»2003Ê���] Y�Ê»ºÌÀ¯.

  ¶�¯Yd§Z��ËÁÉ   �Z¯ Ä] Ä¯ d�Y¾¯ Ã�ZmYÊ»Å{|      Äv¨/� �ÅZ/� Z/e   Z/Å      �Â/¿ ¶/Ì^« �Y ,Y�

�y)d¿Â§( �ÅZ� ,Ã�nu2(Cells)Z� ÁË   |/À¯ ¾Ì/Ì e cZ�/z�» �-  Âfv» �/³Y ¾Ì/Àr¼Å  cZ/Ë

Ã�nu  ÊË  Ä]�nuÇ         cZËÂfv» �ÌÌ¤e �v» Ä] ,|�Z] Äf�]YÁ É�´Ë{Ã�nu   ÉZ/Å    cZ/�Ô�Y ,O|/^»

Ã�nu ÉZÅ�ÌÌ¤e ®ÌeZ»ÂeY �Â� Ä] Äf�]YÁÊ»|À¯.

˺ Excel Spreadsheet
˻ cell: )|� |ÅYÂy Ã{Y{ tÌ�Âe É| ] d¼�« �{ ½M ¹Â¼Æ¨»(
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ÄÌ·ÁY ºÌÅZ¨»

 v¨� ¶ËZ§È�Ì�Á:   Äf¨³ Ê¸ËZ§ Ä] Ê»   � ®Ë Ä¯ {Â�v¨È �Ì/�Á      Ã�/Ìy} ½M �{  {Â/� .

 ¹Z¿ ÉY�]³~ v¨� É�YÈ�Ì�Á     ½Z¼Å �Y ,¶�¯Y�Á�  ÉZÅ¹Z¿³~  ¶/ËZ§ É�Y   Z/Å    Ã{Z¨f/�Y �Á|/ÀËÁ �{

Ê» ¾ËY |¿Â�a Á {Â�¶ËZ§ ZÅxlsÊ»|�Z].

[Zf¯ É�Z¯(Workbook):     /»Z¿�] �Ì/v» �{È        ¶/ËZ§ �/Å ,¶�/¯Y  ÉY�Y{ v¨/�È �Ì/�Á

(work book)Äv¨� Ä¯ d�Y ÉZÅ�Z¯ �ZÌfyY �{ Y� É�Z¯¾¯�Y�«Ê»|Å{.

 �Z¯ Èv¨�:(Worksheet)  �Å É�Z¯ [Zf¯(workbook)        Äv¨/� �/Ë� |Àq ZË ®Ë ¶»Z�

     Ä] Ä¯ d�Y Ã|� É|À] µÁ|m ½M  ZÅ É�Z¯ Èv¨� Äf¨³ Ê»{Â� .   �Z¯ ®Ë Ä¯ Y� ÊeZ�Ô�Y¾¯{�YÁ

Ê»   �{ |À¯   �Z/¯ cZv¨/� k�{  Ê/» |¿Â/� .  �{ Y�/³Á�a  ¹       �Â/� Ä/] ¶�/¯Y 0Ô^/«  ��/§  Ã|/�   �/Å

workbook ¶»Z�3©�Á d�Y) ¶°�1-5.(

���(Row):  �ÅÄv¨�    ¾Ë|Àq �Y���           Ä/] Ä/¯ d/�Y Ã|/Ë{�³ ¶Ì°�/e Ê¬§Y ½M   Z/ÅRow

Ì»|ÀËÂ´ .���  ÉZÅ ®ËÄv¨�  |/¿Y Ã|/� �z�» Ã�Z¼� Z].  Ã�Z¼/� ¾/ËY  Z/Å   Z/e ®/Ë �Y65636

Ì»Äz�¿ �{ Ä¯ |À�Z^ ÉZÅ| e ,Ä»Z¿�] ¾ËY ÄÌ·ÁY{Y½M ZÅ 0Z^Ë�¬e16386{Â] {|�.

½Âf�:(Column) �Å ¾Ì] ÉZÅZ�§ �Y ®Ë �Â�y É{Â¼�Äv¨�Ê» ½Âf� Y�|ÀËÂ³ . {Y| e

½Âf�  ZÅ �Å �{Èv¨�   ,¶�¯Y256  d�Y {|�       ¹Z¿ Ê�Ì¸´¿Y ¥�u Á{ ZË ®Ë Z] Ä¯  Ã|/Ë{�³ É�Y~³

      Ä¯ c�Â� ¾ËY Ä] ,|¿Y26      ¥Á�u Z] µÁY ½Âf�A   ZeZ   Á26    �u Z] ¹Á{ ½Âf�¥ÁAA  ,AB  Ze

AZ½Âf� Á ÉZÅ Ze \Ìe�e ¾Ì¼Å Ä] É| ]IV|¿Y Ã|Ë{�³ �z�».

uÃ�n(Cell):  �Y��Z¬e     Á ��� ®Ë    �Zy ½Âf� ®Ë  ÉÁ�Äv¨�  {ZnËY ÊËZ�§ Ê»   Ä/¯ {Â�

   ½M Ä]uÃ�n Ê»|ÀËÂ³ .   ¾ËY �{Ã�nu,ZÅeZ�Ô�YÊ(Data) k�{ Ê» Ä¯ |¿Â�  Ê/»    ¶»Z/� |/À¿YÂe

,¾f» ,{|� �Â¿ �Y ¦¸fz» É�Ë{Z¬» ,½Z»� ,xË�Ze1µÂ»�Z§ ZÅ|À�Z] Ã�Ì£ Á.

˺ Object
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) ¶°�1-4(

M  ��{uÃ�n(Cell):  �ÅuÃ�n   �YÄv¨�Ë ¶Ì°�e Ê Ê»{Â� . Äv¨� ¾ËY     Ä/] Ä/mÂe Z/]

       ¹Y|¯ ��Z¬e ¶v» �{ Ä¯ ¾ËY���           ] Ä¯ �Â�z» ��{M ®Ë Z] ,d�Y Äf§�³ �Y�« ½Âf� Á  Ä  ¹Z/¿

Cell Reference{Z//ËÊ//» ÊËZ//�ZÀ� {Â//�Ê//»�//³{{. ®//Ë ��{M ½{�//¯ �z�//» ÉY�//]

Ã�nu(Cell)        {|� �b� Á ½Âf� ¹Z¿ µÁY ,���    |ÌÅ{ �Y�« Y� ½M- µZj» �Â�:   ��{MÉÁ�nuÊË

    ½Âf� �{ Ä¯D    ��� Á8    ,Äf§�³ �Y�«D8 d�Y    ��{M ÁE13    Ä] �Â]�»Ã�nu  ÊË   �{ Ä¯ d�Y

 ½Âf�E ��� Á13{�Y{ �Y�«.

¶�¯Y �Ìv»
É�Â�  Ä¯ Ê»    Ã{Z¨f�Y ÉY�] ,|Ì¿Y{|f]Y ,Ä»Z¿�] �Å �YY\�¿ ½Ze �eÂÌb¼¯ ÉÁ� Y� ½MÊ»|ÌÀ¯ .

 »Z¿�] �³YÈ      |�Z] \�¿ Z¼� �eÂÌb¼¯ �{ ¶�¯Y.     ÉY�] É�ZÌ¿ �aCD       �Z/]Á{ ½{�/¯ \�/¿ ÁÇM ½

Á |Ë�Y|¿Ê»v¨� |Ì¿YÂeÈ�Ì�ÁY� ¶�¯Y �Y

ÂÀÌ» Ä¸Ì»

¶ËZ�Á Ä¸Ì»

ÈÌuZ¿  Ä¨Ì�Á

Name Box

 Ã�nu)Cell(

���

½Âf�

µÂ»�Z§ Ä^ m

µÁY É�Z¯ Äv¨�
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Start    All Program    Microsoft Office    Office Microsoft Office Excel
2003Ê¸¼�|ÌÀ¯.

   �Y | ] ½{�¯ Ê¸¼� v¨�È�Ì�Á        ¶°� �{ Ä¯ ,½M �Ìv» ,¶�¯Y1-4     d�Y Ã|� Ã{Y{ ½Z�¿

�Z]Ê»{Â� .     ¶�¯Y �Ìv» Ê§� » Ä] Ä»Y{Y �{) ¶°�1-4(  s�/� Y� �Ìv» ¾ËY ÉY�mY �Y ®Ë �Å ,

Ì»Å|ºÌ:

¸Ì»È»Ì ÂÀ(Menu Bar)
É�Â�Ä¯ Ê» ̧Ì» ,|ÌÀÌ]È »Ì   ¸Ì» �Ë� �{ ÂÀÈ       » �Y É{Y| e Á {�Y{ �Y�« ½YÂÀ�ÌÂÀZÅ    Z/] Ä/¯ d�

½M �Y ®Ë �Å [Zzf¿Y �Y Êf�· ,ZÅ¾�aM ZÅ�Z]Ê»{Â� . ¾ËY d�Y� d¼� �{Ä¸Ì»^ m ,ÈType a

question for help¾¯�Z¯ Ä¯ {�Y{ {ÂmÁÊ»� |¿YÂeRÂy ��¿ {�Â» µY �{ Y� {M   Á |/À¯ `/ËZe ½

|Ì¸¯ ½{Y{ �Z�§ �Y �aEnter ÉZ¼ÀÅ�  �Y , ¹Y�³Á�a(Help) x�ZaM|À¯ d§ZË�{ Y� ½ .

Ä¸Ì» ÉZÅ¶ËZ�Á(Tool Bars)
Ä¸Ì»  ÉZÅ  Ä�Â¼n» ÉÁZu ¶ËZ�Á  ÊË �Âf�{ �Y  ÉZÅ    ºÅ Ä] �Â]�»|¿Y     µ{Z/ » Ä¯ ¾�/aM  ÉZ/Å

» �{ {ÂmÂ»ÌZÅÂÀÊ»|À�Z] .¸Ì»È¶ËZ�Áor matting ÁStandard) ¶°�2-4(,] Ä �Â�

Ê¸^« ÈÌ��§v¨� ÉY�mY ¹Z´ÀÅÈ�Ì�Á µZ § ¶Ì�¯YY|Àf�.

      °Ë ½{�¯ µZ § �Ì£ ZË µZ § ÉY�]Ê  Ä¸Ì» �YÉZÅ  ¶ËZ�Á�{,Äv¨� Ê»  ̧Ì» ÉÁ� |Ì¿YÂeÈ »Ì �Å ZË ÂÀ

  Ä¸Ì» �Y ®ËÉZÅ¶ËZ�Á    d�Y� ®Ì¸¯|ÌÀ¯» �Y ZËÌ  ÉÂ/ÀView [Z/zf¿YToolbarsY Y� �Z/Ìfy

Á Ã{Â¼¿¸Ì» ¹Z¿ ÉÁ� �b�ÈÌÀ¯ ®Ì¸¯ ��¿ {�Â» ¶ËZ�Á|.

) ¶°�2-4(
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¸Ì»È µÂ»�Z§(Formula Bar)
¸Ì»ÈÄ¸Ì» �Ë� �{ µÂ»�Z§ ÉZÅ¶ËZ�ÁÄ^ m ¶»Z� Á {�Y{ �Y�« ÉZÅName Box ÁFormula

BarÊ»|�Z]¿Z�¿ ÁÈInsert Function  `q d¼� �{Formula Bar  Ä/¯ {�Y{ �Y�«

m ½Y �Yc�Â� Ã{Z¨f�Y Ê�ZË� cZ^�Zv» dÆÊ»{�Ì³.

^ m �{ÈName Box ¹Z¿ ZË ��{MÃ�nu(Cell)Ã{Y{ ½Z�¿ µZ §Ê»{Â�.

 Ä^ mFormula Bar cZËÂfv»�nu µZ § Ç)�{ Ä¯ Ê·Â»�Â§ ZË �Y|¬»�nuÇ   {Â/mÂ» µZ/ §

d�Y ( ½Z�¿ Y�Ê»|Å{   ¸Ì�Á Ä] ÁÈ ½M Ê»   cZËÂfv» ½YÂeÇ�nu       ZË Á ¥~u Y� µZ §tÌv�e{�¯ .

 ½{Y{ �Y�« Z]Ã�Z�Y�³(Cursor) Ä/¼¯{ ,Ä^ m ¾ËY �{  ÉZ/ÅEnter ÁCancel µZ/ §

Ê»   [Zzf¿Y Z] Ä¯ |¿Â� ½M  ZÅÊ»        �{ Y� Ä^ m ¾ËY cZËÂfv» k�{ |Ì¿YÂeÇ�nu    |/ÌËPe µZ/ §    {� Z/Ë

|ÌÀ¯ .Ä¼¯{ ¾ËY ÉZm Ä]Ê» ZÅ|Ì¸¯ �Y ½YÂe ÉZÅEnter ÁEscv¨�È{�¯ Ã{Z¨f�Y |Ì¸¯.

 Äf°¿
Ã�nu �Å Ä](Cell) d¼�« �{ ½M ��{M Ä¯ Name Box ,{�Y{ {ÂmÁ

Ç�nu ZË µZ §(Active Cell)Ê»|ÀËÂ³.
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ºÅ{�¿Za ��{:

¸Ì»È [Zzf¿YÉ�Z¯ [Zf¯

  [Zf¯    É�Z¯(Workbook)¶�¯Y   �Â��Y  Ã|� ��§ ¶^«    Ä� ÉY�Y{Èv¨�É�Z¯Yd� . �{

¸Ì»È¾�aM �Z¯ Èv¨�    ½YÂÀ� Z] Ä¿Z]� Ä� ,  ÉZÅSheet1   ,Sheet2   ÁSheet3  Ã|ÅZ�» Y�Ê»  |/ÌÀ¯

Á Ê»     �Y ®Ë �Å [Zzf¿Y Z] |Ì¿YÂe ½M  ZÅ �Z¯ Èv¨�      |ÌÅ{ �ËZ¼¿ Y� {Ây ��¿ {�Â» .Z³�ÅÃ  Äf�YÂy

    Z] Ä¯ |Ì�Z]  [Zf¯ ½Ze É�Z¯Äv¨� ®Ë,|ÌÀ¯ Ä§Z�Y �Y Ê°Ë ÉÁ� Ä¯ d�Y Ê§Z¯cZv¨�  d/�Y�

   Á Ã{Â/¼¿ ®Ì¸¯ ¾�/aMInsert  ,|/ÌÀ¯ [Z/zf¿Y Y� ÉÂ/À» �Y   Ã|/� �ÅZ/�)  ¶°/�3-4( , ¾�/aM

Worksheet  Y�  ¼¯{ �b� ÁÈOk  Z�§ Y�� |ÌÅ{ .  ¾ËY   É�Z¯ Èv¨� �{ Äv¨�    |ÅYÂy Ä§Z�Y Z¼�

|�.

 ¶°�3-4 :½{�¯ Ä§Z�Y®ËÄv¨�v¨� �{ÈÉ�Z¯

ÌuZ¿È Ä¨Ì�Á4

ÌuZ¿È Ä¨Ì�Á ÉY�mY ÉY�]   Ê� ] �Âf�{ �Y,ZÅ¾�aMÉZÅ      �Z/¯ �ZÌfyY �{ Y� É�f�Ì]¾¯  �Y�/«

Ê»|Å{        ,d¼�« ¾ËY ½YÂÀ� ÉÁ� ½{�¯ ®Ì¸¯ Z] Ä¯ Ê» �Å |Ì¿YÂe   ÄÌuZ¿ ¾ËY �Y ®Ë  ZÅ   [Z/zf¿Y Y�

|ÌÀ¯ .» �Y ,ÄÌuZ¿ ¾ËY �ËZ¼¿ ¹|� ZË �ËZ¼¿ ÉY�]Ì ÉÂÀView ÉÁ�¾�aMTask Pane ®/Ì¸¯

|Ì¸¯  �Y ZË |ÌÀ¯ ÉZÅ Ê^Ì¯�eCtrl+F|ÌÀ¯ Ã{Z¨f�Y .

˽ Task pane
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�YÂ¿YcZ�Ô�YData)(5

 v¨� �{È ¶�¯Y Ê»e   �YÂ/¿Y �Y |Ì¿YÂ  cZ/�Ô�Y(Data)      ½M Á Ã{Â/¼¿ Ã{Z¨f/�Y Z/Å   ,ºÌ/�Àe Y�

   ËZ¼¿ ÄË�ne Á ¶Ì¸veÌ| .v¨�È   �Ì�Á   Z¿YÂe �Z�Y �] ¶�¯YËÊÊË  {�Y{ Ä¯ Ê»   �Â¿ ,|¿YÂe cZ/�Ô�Y

(Data)               ËZ/Å�Z¯ ÉY�/] ,½M �Z/�Y �/] Á |Å{ �Ìz�e Y� ��¿ {�Â»Ê  Ä/¯  Ê/»    ½M ÉÁ� |/Ì¿YÂe

cZ�Ô�YdË{Á|v» ,|ÌÅ{ ¹Zn¿YÊËZÅ��¿ �{ Y�Ê»{�Ì³.

 �YÂ¿YcZ�Ô�Y �{¹Y�³Á�a�Y |¿Y c�Z^� ¶�¯Y:

Data ÉZÅÉ{|�1

Data  ÉZÅ    {Y|�Y ¶»Z� É{|�   Ze �¨�9Ê»Y �] ÃÁÔ� ,|À� Z]d»Ô� ¹Z«�Y ¾Ë ÉZÅ+-...()$
 % /   ¶»Z� �Ì¿cZ�Ô�Y É{|� Ê»Z] Á |À� Ê»     Ä�ËZ¬» µZ¼�Y Á Ê�ZË� cZ^�Zv» ½YÂe   Ê/Ë ÉÁ� Y�

M½ ZÅ{Y{ ¹Zn¿Y .Z³�ÅÃ�{¹Y�³Á�a  ®/Ë �{ ¶�¯Y) (Cell cZ/�Ô�Y    ¾/ËY ,|/ÌÀ¯ k�{ Y� É{|/�

 ¹Y�³Á�a �Â� Ä]Ã|� ��§ ¶^« �Y] Y� ½M Ä d�Y� ¥��¶Ì����Ê»|À¯.

cZ�Ô�YÄf�� ZË ÊÀf» ÊË
 ¶Ì� �{ ÉZÅ¶�¯YÊ»|� ZË ¾f» �Å |Ì¿YÂe|ÌÀ¯ {�YÁ Y� É{  �{ {Y|/�Y ½{�¯ {�YÁ ��Zy Ä] Á

¶�¯Y    Ê§Y�f�ZaY d»Ô� ®Ë ��¿ {�Â» {|� �Y ¶^« |ËZ])‘ (  |/ÌÅ{ �Y�/« . /] Ä    ÃZ/³�Å µZ/j» �Â/�

 {|� |Ì�Z] Äf�YÂy9/10� ®Ë �{ Y�¶Ì ,|ÌÀ¯ {�YÁ¹Y�³Á�a    �/�¿ �{ xË�Z/e ®/Ë Y� ½M ¶�¯Y

 Á Äf§�³Y� ½M Ä]9 October¶Ë|^eÊ»      ¹Y|/¯ ½Á|/] Ã|/� {�YÁ {|/� |/ÌÅYÂz] �³Y �a ,|À¯

¤eÌ{Ây d·Zu Ä] �Ì c�Â� Ä] Y� Á{ ½M |ËZ] |¿Z¼] Ê«Z]9/10,|ÌÀ¯ k�{.

˾ Types of Data
˺ Numeric Data

� É{|�
� ÊÀf»
�ÊzË�Ze
� Ê¿Z»�

��ÂeÌÊv
�É�ËÂ�e
�ÊeÂ�
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cZ�Ô�YxË�Ze �Â¿ �Y
 cZ�Ô�Y ¾ËY    �Y Ê�Â¿cZ»Â¸ »        �{ É{ÔÌ» xË�Ze c�Â� Ä] Á Ã{Â] É{|� Ã�/nu(Cell)  Z/Å

  k�{Ê»|¿Â� .¹Y�³Á�a           Á ªË�¨e ,�¼m |À¿Z» Ê�ZË� µZ¼�Y ¹Zn¿Y ½Z°»Y ¶�¯YY Ä�ËZ¬» µZ¼�  Ê/Ë

  Y�ÉÁ� ½M ZÅºÅY�§Ê»|À¯ .d»Ô� �Y |ËZ] ,xË�Ze ®Ë k�{ ÉY�]  ÉZ/ÅSlash (/)  Z/ËDash)- (

Y|m ÉY�]|ÌÀ¯ Ã{Z¨f�Y �Á� Á ÃZ» ,µZ� {Y|�Y ½{�¯.

cZ�Ô�Y½Z»� �Â¿ �Y
  ¾ËYcZ»Â¸ »  ¬Ì«{ ,d�Z� ¶»Z�  ÄÌ¿Zi Á Ä Ê»   § Z] Ä¯ |À�Z]Zd»�  ÉZÅ     ½Z�/¿ ½Z/»� {�|Àf�Y

Ã{Y{ Ê»|¿Â� .     ®Ë ½{�¯ {�YÁ ÉY�](Data)      d/»Ô� �Y |ËZ] Ê¿Z»� Äu�Z/� (:)     Y|/m ½YÂ/À� Ä/]

|ÀÀ¯Ç      |ÌÀ¯ Ã{Z¨f�Y ÄÌ¿Zi Á Ä¬Ì«{ ,d�Z� .cZ�Ô�Y        �ËZ/� |/À¿Z» �Ì¿ Ê¿Z»�    dÌ/�Zy cZ/�Ô�Y

¹Y�³Á�a Á |¿�Y{ É{|�¼�Y ¹Zn¿Y ½Z°»Y ¶�¯YY� Ã�Ì£ Á ªË�¨e ,�¼m Ê�ZË� µZÉÁ�½M ZÅºÅY�§

Ê»|À¯.

cZ�Ô�Y ÊvÌ�Âe(Comment)
�Å �] ÃZ³    �Y Ê°Ë ÉY Ã�/nu ,Z/Å           ,|/�Z] Ê§Z/�Y tÌ/�Âe k�{ Ä/] �Z/Ì¿  Ê/»     ½M ÉY�/] |/Ì¿YÂe

Ã�nu(Cell),  ZË ®Ë{{   |ÌÀ¯ k�{ ÊvÌ�Âe d�Y .    �Â/� Ä]      Ã|/� ��/§ ¶/^« �Y     _Z/q ¹Z/´ÀÅ ,

Äv¨�{ZË ,{d�Y ÉZÅd¿�a Ã|� k�{Ê¼¿|¿Â�.
 µZj»1-4

    Y�] ºÌ�Z] Äf�YÂy ÃZ³ �ÅÉ   ®ËÃ�nu(Cell)  �Y  É�Z/¯ Èv¨/�{ZË ,{  Ì/�Âe d/�Y k�{ Êv

¶¼� �Ë� �Á� Ä] ,ºÌÀ¯Ê»Z¼¿ËºÌ.

1. �{ µÁYÃ�nu(Cell)A1¼¸¯È | ] Á |ÌÀ¯ `ËZe Y� xË�ZeÃ�nu(Cell)B2 Ã{Â¼¿ µZ § Y�

 xË�Ze Á9/5/6|Ì�ËÂÀ] ½M �{ Y� É{ÔÌ».

2.Ã�nu(Cell)A2¼¸¯ Á Ã{�¯ µZ § Y�È �{ Á |ÌÀ¯ k�{ Y� d�Z�Ã�nu(Cell)B2 d�Z�

10:42 k�{ Y�|ÌËZ¼¿.

3.ÉÁ�Ã�nu(Cell)B2Á Ã{�¯ d�Y� ®Ì¸¯¾�aMInsert Comment|ÌÀ¯ [Zzf¿Y Y� .
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4.   ZË `ËZe �Y �a{     Ã�ËY{ ½|Ì�¯ Z] ,��¿ {�Â» d�Y{  ÉZÅ        tÌ/�Âe ¾f»Z] Y� ½M {Z ]Y ,½M ¥Y��Y

¼Å Ze |ÌÀ¯ ºÌ�Àe {ÂyÈ|�Z] Ã|ÅZ�» ¶]Z« ¾f» .

    �Â³ �{ \Ìe�e ¾ËY Ä]È  ½M d�Y� d¼� ÊËÓZ]Ã�nu(Cell)� h¸j» ®Ëw��ÅZ� ®qÂ¯ ²¿�

Ê»   |ÀÅ{ ½Z�¿ Ä¯ {Â�Ç ÂmÂ» ZË dË{{   �{ d�Y{M     Ã�Z�Y ¾f§�³ �Y�« Z] Á d�Y ½   ÉÁ� �ÁZ/» �/³

Ã�nu(Cell)Ã|ÅZ�» Y� ½M d�Y{{ZË ,��¿ {�Â»Ê» |ÌÀ¯) ¶°�4-4.(

 ¶°�4 -5

cZ�Ô�Y É�ËÂ�e
 ¹Y�³Á�a �{ ¶�¯Y Ê»       ®Ë �{ Y� ¦¸fz» �ËÁZ�e ½YÂeÄv¨� ]ZmÄ �¯ Zm{ . /]  Ä    Äf/�Y{ ��Z/y

     �{ �ËÁZ�e Ä¯ |Ì�Z]Ã�nu  ÉZÅv¨�È É�Z¯     |/� |/ÅYÂz¿ k�{-     ÉÁ� Ä/°¸]   É�Z/¯ [Z/f¯  �Y�/«

Ê»Âfv» Á {�Ì³ cZËÃ�nu(Cell) ÉZÅ�Ë�½M ZÅ{Â] |ÅYÂz¿ Ã|ÅZ�» ¶]Z« .]ZmÄ �ËÂ�e ½{�¯ Zm

¤e ¹Y|¯ÌÂfv» �{ Y� É�Ì cZËÄv¨�{ÂmÁ Ä]Ê¼¿{�ÁM.

cZ�Ô�YÊeÂ�
 Z¼� ½ZÀr¼Å Ê» �{ |Ì¿YÂe  ¹Y�³Á�a      |¿Â�a Z] ÊeÂ� ¶ËZ§ ¶�¯Y.wav     ½YÂÀ� Ä] Y� /�Ô�YZc

  |ÌÀ¯ k�{ ÊeÂ� .cZ�Ô�Y      |À¿Z» �Ì¿ Y� ÊeÂ�cZ�Ô�Y É�ËÂ�e Ê¼¿   �{ ½YÂeÃ�nu(Cell) ÉZÅ

  Äv¨�(Sheet)       �Â¿ ¾ËY Á {�¯ k�{cZ�Ô�Y   ÉÁ� É�Z¯ Èv¨� �Y�« Ê»|¿�Ì³ . Á{ Z]  ®Ì¸¯ �Z]

�Â¿ ¾ËY d»Ô� ÉÁ� ½{�¯cZ�Ô�YÊ»½M |Ì¿YÂeZÅ|ÌÀ¯ �za Y� .
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ºÅ{�¿Z� ��{:

 �Âf�{ �Y Ã{Z¨f�Y(Help)
  �j¯Y¹Y�³Á�a  ÉZÅ      Z¼ÀÅ� �Â¿ ®Ë ÉY�Y{ É�eÂÌb¼¯Y Z¯ Ä¯ |Àf�½ZÀ¯�ÉY�]MÂv¿ �{ ÊËZÀ�Ç

   �Y Ã{Z¨f�Y¹Y�³Á�a    cÔ°�» �´Ë{ �§� Á  Ê/»       |/ÀÀ¯ Ã{Z¨f/�Y ½M �Y |/À¿YÂe .      ½{�/¯ µZ/ § ÉY�/]
 ÉZ¼ÀÅ�(help)»Ê» �Y |Ì¿YÂeÌ  ÉÂ/ÀHelp ¾�/aMMicrosoft Excel Help  |/ÌÀ¯ [Z/zf¿Y Y�-

  |Ì¸¯ ½{��§ Z] ½ZÀr¼ÅF1¹Y�³Á�a ÉZ¼ÀÅ�HelpµZ §Ê»Á {Â�Ê»  �/�¿ {�Â» �Â�Â» |Ì¿YÂe
M �{ Y� |ÌÀ¯ Ânf�m ½) ¶°�5-4(.

) ¶°�5-4(

 µZj»2 -4
     Ä¿Â´q Ä¯ ºÌÀ¯ Ânf�m ºÌÅYÂy Ê» Ê»   xË�Ze ½YÂe        ®/Ë �{ Y� d�Z/� Á Ã�/nu(Cell)   Ä/]

{�¯ k�{ ®ÌeZ»ÂeY c�Â� .d�Y �Ë� c�Â� Ä] �Z¯ ¾ËY ¹Zn¿Y ¶uY�»:

1.  |Ì¸¯F1     v¨� Ze |ÌÅ{ �Z�§ Y�ÈHelp  -{Â� �Z]   v¨� �{ �b�È      d¼�/« �{ Ã|� �ÅZ�

Search for¼¸¯È Insert date automatically Ä¼¯{ Á `ËZe Y�Enter|ÌÅ{ �Z�§ Y�.

2.½YÂÀ� �{ËZÅÊ Ä¯½Z�¿ Z¼ÀÅ�Ê»|Å{ ,¾�aMInsert current date and time in a
a cell ®Ì¸¯ Y�|ÌÀ¯.

3.  ½Z¼ÅÉ�Â�  Ä¯ |ÅZ�»Ã Ê»  |ÌÀ¯  �{)  ¶°�6-4 (          c�Â/� Ä/] d�Z/� Á xË�Ze k�{ �Á�

    ÉZ¼ÀÅ� ��Âe ®ÌeZ»ÂeY   ¹Y�/³Á�aHelp   {Y{ ½Z�/¿Ã  Ê/» {Â/�.      �Â/�Â» �/Å Z¼/�    Ä/¯ Y� Ê

Ê» |ÌÅYÂyÊ» ¾ËY �{ |Ì¿YÂe�a ¹Y�³Á|ÌÀ¯ Ânf�m.
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) ¶°�6 -4(

�RµYZÅ
1.v¨�È ��{M Á É�Z¯Ã�nu(Cell)|ÌÀ¯ ¦Ë� e Y�.

2.Ä¿Â´qÊ»Ä¿Z�¿ ½YÂe ÉZÅ¸Ì» ®ËÈ¶ËZ�Á.{Y{ �ÅZ¯ ZË �ËY�§Y Y�

3.Formula Bard�Ìq ÁName BoxÄ¨Ì�Á Äq ÊË¨ËY Y�ZÊ»|À¯.

4. �YÂ¿YData|Ë�^] ¹Z¿ Y�.

5.cZ�Ô�Y    /Ë� e Y� É{|�    Â´] Á Ã{Â/¼¿ ¦Ë           �/´Ë{ �YÂ/¿Y ¹Y|/¯ Ä/¯ |/Ì cZ/�Ô�Y

|¿�Y{ É{|� dÌ�Zy.

6 . Data �ËZ� �Y É�ËÂ�e Á ÊeÂ� ÉZÅcZ�Ô�Y|ÌÅ{ tÌ�Âe ��fz» .|¿�Y{ ©�§ Äq.

7.ÉY�]Ã�nu(Cell)A20   {ZË ®/Ë{            Y� ½M �b/� Á Ã{�/¯ k�{ ÊvÌ/�Âe d/�Y

|ÌÀ¯ ¥~u.

8.   z�¿ Ä¯ |ÌÀ¯ ªÌ¬veÈ      ¶�/¯Y d§Z/�Á�°ËZ»2003    z�/¿ Z/]È2007M  ½  Ä/q

cÁZ¨eZÅË Ê Á |¿�Y{Y� ½MÄr]Zf¯ �{ ÉZÅ{ZË {Ây{|ÌÀ¯ d�Y.
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ºnÀa ¶�§
ºÅ|¨Å ��{:

v¨� Z] �Z¯ÈÉ�Z¯6Á Ã�nu)Cell(ZÅ

 �{ ¹Y�³Á�a ÉY�] ¶�¯YtÌv�e Á µZ¬f¿Y , ½{�¯ ÊaZ¯ ,\·Z«É|À]Ã�nu(Cell) ÉZÅv¨�È

 É�Z¯ �Â� Ä]Z»�¼Å{�¯ [Zzf¿Y Y�ZÆ¿M |ËZ] ,½ . ¾ËY¹Y�³Á�a�ydÌ�Â ÉZÅ ½{�¯�a ÉY�] Ê�Zy

cZ�Ô�Y c�Â� Ä]    Á ®ÌeZ»ÂeY\·Z«É|À]Ã�nu  ZÅ        Ê/���] Á cZ^/�Zv» ÉY�/] Á {�Y{ cZ/�Ô�Y

   µÂ»�Â§ �Y Ã{Z¨f�Y ½Z°»Y  ÉZÅ  c�Zq {ZnËY ,Ê�ZË�  ÉZÅÄ�ËZ¬»Ë        �Z/¯ �Z/ÌfyY �{ Y� Ã�/Ì£ Á Ê ¾¯

  �Y�«Ê»|Å{ .          ½{�¯ ½ZÆÀa Á ¥~u ,Ä§Z�Y �Á� ¶�§ ¾ËY �{Ã�nu(Cell),ZÅ���,ZÅ ½Âf� ZÅ

 Äv¨� Á ÉZÅdyÂ»M |ÌÅYÂy Y� É�Z¯ÁÂ¸m ÉY�] �Z/¯ ½{Y{ d�{ �Y É�Ì³  ÉZ/Å   �Y Ã|/� ¹Z/n¿Y

{�¯ |ÌÅYÂy Ã{Z¨f�Y Ã�Ìy} ½Z°»Y.

[Zzf¿YÃ�nu(Cell) ÉZÅv¨�ÈÉ�Z¯
  ÉY�]tÌv�e    ®Ë cZËÂfv»Ã�nu      ËZ¼¿ [Zzf¿Y Y� ½M |ËZ] Y|f]Y ,Ì|.     d�Y Ê§Z¯ �Z¯ ¾ËY ÉY�]

  ÉÁ�Ã�nu   |ÌÀ¯ ®Ì¸¯ ��¿ {�Â» .    ®Ë [Zzf¿Y Z] Ã�/nu           ½M Ê/¸^« ÉYÂ/fv» , cZ/�Ô�Y k�{ Á

Ã�nu    ¾Ë�´ËZm |Ë|m cZ�Ô�Y Z] Ê»{Â�  .       Y� Ê/¸^« ÉYÂfv» Ä¯ |Ì�Z] Äf�YÂy ÃZ³�Å  tÌv�/e

     ½M ÉÁ� |ËZ] ,|ÌÀ¯Ã�nu Á{  |ÌÀ¯ ®Ì¸¯ �Z]        ½M [Z/zf¿Y �Y �/a ZË Ã�/nu   /¸Ì» �{ ,È   µÂ/»�Â§

(Formula Bar)  Êf¼�/« ÉÁ� , Ä/¯ Ê/»       Z/e |/ÌÀ¯ ®/Ì¸¯ ,|/ÌÅ{ �/ÌÌ¤e |/ÌÅYÂy Ã�Z/�Y �/³

(Cursor){Â� µZ §.

ËZa Z] ½ZÀr¼ÅÌÄ´¿ ¾   |/Ì¸¯ ¾f/�Y{Shift  |/Ì¸¯ ½{Y{ �Z�/§ Á  ÉZ/Å d/Æm �Y{(Arrow
Keys) , Ê» Ã{Á|v» |Ì¿YÂe  ÊË  �YÃ�nu  ZÅ  |ÌÀ¯ [Zzf¿Y Y� .É�Â�  Ä¯     ¶°/� �{1-5  Ã|ÅZ�/»

Ê»Ã�nu ¾Ì·ÁY ²¿� ,|ÌÀ¯�{Ã{Á|v»Ë Ê �/ÌÌ¤e ,|ËY Ã{�ÁM �{ [Zzf¿Y d·Zu Ä] Ä¯ Ê/¼¿ |/À¯-

Á{Á|v» �{ Ê·ÇY{ �Y�« Ã|� [Zzf¿Y{�.

˿ Worksheet
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 ¶°�1 -5

�f�Ì] ªÌ¬ve
 �Y|¬»10Ru6C /^ m �{ Ä¯ÈName Box    ¿Z/Ì] ,d/�Y Ã|/� Ã{Y{ ½Z�/¿ �´

.d�Ìq

   �Ìv» �{¹Y�³Á�a ¶�¯Y Ê»  |Ì¿YÂeÃ�nu  ÉZÅ         |/Ë�ÁM�{ [Z/zf¿Y d·Zu Ä] �Ì¿ Y� �ÁZn» �Ì£ .

d�Y Ê§Z¯ �Z¯ ¾ËY ÉY�mY ÉY�] µÁ�fÀ¯ |Ì¸¯ Ä¯Ctrl Á Äf�Y{ Ä´¿ ¾ÌËZa Y�Ã�nu  ÉZ/Å  {�Â/»

   -|ÌÀ¯ [Zzf¿Y Y� ��¿  µZj» �Â�:    ¶°� �{2-5  ,Ã�nu  ÉZÅA2   ,A3   ,A5  ,A6  ,B2  ,B3  ,B5 ,

B6  {Á|v» ÁÇD2:E3  ÁD5 Á ,D6Ä] �Â�    d/�Y Ã|/� [Z/zf¿Y ½Z/»�¼Å . Y�/« Ä/¯ É� Ã|/Ë{

Ê» �Y Ê� ] {Â�Ã�nu ZÅ|Àf�Ì¿ �ÁZn» ºÅ Z].
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 ¶°�2 -5

 ¹Z¼e |Ì�Z] Äf�YÂy ÃZ³�ÅÃ�nu ÉZÅÃ�Z�Y ,|ÌÀ¯ [Zzf¿Y Y� ½Âf� ®Ë ¹Z¿ ÉÁ� Y� �ÁZ» �³

  ½Âf� �Y Ê°Ë ZÅËZ¼¿ ®Ì¸¯ Á Ã{Y{ �Y�«Ì ¹Z¼e c�Â� ¾ËY �{ ,|Ã�nu  ÉZ/Å   [Z/zf¿Y ½Âf/� ®/Ë

Ê»{{�³ .    ®Ë ¶¯ [Zzf¿Y ÉY�] ½ZÀr¼Å ���    Ã�Z�Y d�Y Ê§Z¯ �Ì¿         ½M {|/� ÉÁ� Y� �ÁZ/» �/³

         ¹Z¼e c�Â� ¾ËY �{ ,|ÌÀ¯ ®Ì¸¯ Á Ã{Y{ �Y�« ��� Ã�nu  ÉZÅ      d/·Zu Ä/] �Â¯~/» ¦/Ë{� ZË ���

�{ [Zzf¿YÊ»ËMÀ|.

 �{ YÂfv» k�{a�¹Y�³Á¶�¯Y
  �{Ã�nu  ÉZÅ v¨� ®ËÈ É�Z¯ Ê»  YÂ/¿Y ½YÂe  ¦/¸fz» �  cZ/�Ô�Y)Data(    Y Ä/] Y� /�ÉZÀjf

cZ�Ô�Y(Data)     �ËÂ�e Á ÊeÂ�  É -{�¯ k�{   �{ �Y �ak         �Z�/§ Z] ��¿ {�Â» cZ�Ô�Y ZË YÂfv»

|Ì¸¯ �Y ®Ë�Å ½{Y{  ÉZ/Å d/Æm �Y{(Arrow Keys)  �{ cZ/�Ô�Y ,M ½ Ã�/nu   Á Ã|/� d/^i

Ã�nu  [Zzf¿Y É| ] Ê»{Â� .         |/Ì¸¯ ½{Y{ �Z�/§ Z/] ½ZÀr¼ÅEnter �/Ì¿  Ê/»   |/Ì¿YÂe Ã�Z/�Y  �/³

(Cursor)  Y�  Ä]Ã�nu|ÌÀ¯ ¶¬fÀ» É| ] . Ä¯ ¾ËY ºÌ�Àe ÉY�]���¯  |/Ì¸¯ ½{Y{ �Z�§ �Y �a ,

Enter   ¹Y|¯ Ä]Ã�nu    » �Y ,{Â� ¶¬fÀ»Ì  ÉÂÀTools [Z/zf¿YOption  ®/Ì¸¯ Y�     �Y Á Ã{Â/¼¿

 d¼�//«Edit  ¾�//aMMove Selection After Enter  d¼�//« �Y Á |//ÌÀ¯ µZ// § Y�

Direction ÌÌ e    Ä¯ |ÌÀ¯ ¾Ã�Z�Y  �³   Ä]Ç�nu            {Â/� ¶/¬fÀ» `/q Á ÊËÓZ/] ,d/�Y� ,ÊÀÌËZ/a

) ¶°�3-5 ( �{Y¾Ë Zm �Â� Ä]Ã|� ��§ ¶^« �Y ,�nuÇd�Y ÊÀÌËZa .

  ¹Z///¼e [Z///zf¿Y ÉY�///]

Ã�nu   v¨/� ÉZ/ÅÈ   É�Z/¯

|ÌÀ¯ ®Ì¸¯ Y� ZnÀËY.

    [Z/zf¿Y ÉY�] Ã�/nu  ÉZ/Å

  ®Ë���      ®/Ì¸¯ Y� Z/nÀËY

|ÌÀ¯.

    [Z/zf¿Y ÉY�] Ã�/nu  ÉZ/Å

      ®/Ì¸¯ Y� ZnÀËY ½Âf� ®Ë

|ÌÀ¯.
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 ¶°�3-5

Äf°¿
      ÊzË�Ze Á {|� ZË YÂfv» µÂ� �³Y    ®Ë �{ Ä¯Ã�nu(Cell)k�{ Ê/» ³��] |/ÌÀ¯   ��/� �Y �/f

Ã�nu(Cell)    ÉYÂfv» ,|�Z]nuÃ�    d»Ô� Z]# �a Ê»{Â� .      d�Y Ê§Z¯ ,¶°�» ¾ËY ¶u ÉY�]

 ��� Ä¯Ã�nu(Cell)|Ë�Z� �f³��] Y�.

dÌ·Z § :1-5
 ½Y{�³Z�dÌ·Z § É{�§ ¶°� Ä] |ËZ] ÉZÅ�Ë�|ÀÅ{ ¹Zn¿Y Y:

1.v¨�È É�Z¯¹Y�³Á�a Y�mY Y� ¶�¯YÀ¯À|.

2. {Á|/v»ÇÃ�//nu ÉZ//ÅA1 Z//eD6Y�Âfv» Z//]½M Á Ã{�//¯ �//a ÃYÂ//z·{ cZ//ËZ//Å Y� Ä//]

Ã�nu(Cell) ÉZÅE7 ZeH12ÀÀ¯ ¶¬fÀ»|.

3.   ¸u�» ÉY�mY �Y | ]È          �{ Y� YÂfv» ¾ËY �Y Äz�¿ ®Ë ,¹Á{Ã�nu   ÉZ/ÅD5    Z/eG11  �{

v¨�È É�Z¯Sheet2ÀÀ¯ {ZnËY|.

 {ZË ¶]Z«          �Y |ËZ] ,dÌ·Z § ¾ËY ¹Zn¿Y ÉY�] Ä¯ d�Y É�ÁM¾�aM  ÉZÅCut,Copy ÁPaste  Ä/¯

9Á d§Z�Á�°ËZ» �z] �{À� [Zf¯ {�|ÌÀ¯ Ã{Z¨f�Y d�Y Ã|� Ã{Y{ tÌ�Âe ºÅ{�ZË ¦.
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ºÅ{�Å ��{:

§Z d»�½{�¯Ã�nu(Cell) ÉZÅv¨�ÈÉ�Z¯
cZ¯Âq      �Y Ê°Ë d»�§ ZË É|À]µÂ�Y    �{ Ê�Z�Y¹Y�³Á�aÉZÅ  [Z�u Ä] d§Z�Á�°ËZ» Ê»|ËM .

�Y ÉY�]ÈWY]Ây�ËZ¼¿ Á cZ^�Zv» lËZf¿ �f½M ZÅÀ » Á d��{ ¶°� Ä]Z�Y{Ê»�Á� �Y |Ì¿YÂeÉZÅ

§Z   ZË d»�cZ¯Âq  |ÌÀ¯ Ã{Z¨f�Y É|À].      {Y|�Y ,\Ìe�e ¾ËY Ä]Ã�nu  ÉZÅ      �Z/y Ê/u�� Z] ¦¸fz»

�z�» Ê»   v¨� �ÅZ� Ze |¿Â�È             cZ/ËÂfv» ÃZ^f/�Y ½Z°»Y Á {Â� \�ZÀf» ½M ÉYÂfv» Z] É�Z¯

 É{|�Ã�nu ZÅ|u Ä] Ã|À¿YÂy Ê¼³�{�� Á|��] ¶«Y.

 »Z¿�] �{È  ,¶�¯Y¾�aM ÉY�] Ê¨¸fz» ÉZÅ\·Z«É|À]mÁ {Y|/�Y Ä] ��vÀ» ZÆÀe Á {�Y{ {Â

Ê¼¿|�Z].

   �ÌÌ¤e ÉY�]\·Z«É|À]Ã�nu,ZÅ  |ËZ] Y|f]Y ½M  ZÅ    Z] Á |ÌÀ¯ [Zzf¿Y Y�    |/Ì¸¯ ½{Y{ �Z�/§  ÉZ/Å

Ctrl +1 [Zzf¿Y ZË¾�aMCells» �YÌ ÉÂÀFormat�{ ½{�¯ ®Ì¸¯ d�Y� ZË�nuÇ  �/�¿ {�Â»

 Á¾�aMFormat Cellsv¨�È ºÌ�ÀeFormat Cells�Z] Y� |/ÌÀ¯)  ¶°/�4-5 .( v¨/�È  �Z/]

d�Y Ä¿Z]� ÉÁZu �Ë� ¶°� Ã|�.

 ¿Z]� �{ÈNumbers d¼�« �{CategoryÉ|À] Äf�{   {Y|/�Y Ä/] �Â]�» ¦¸fz» ÉZÅ

 µÁ|m �{ Ä¯ {�Y{ {ÂmÁ1-5d�Y Ã|� Ã{Y{ s��.

 ¶°�4 -6
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 µÁ|m1 -5
¾�aMZÅÃ{Z¨f�Y

General{Y|�Y Y� c�Â� Ä]½Z�¿ Ê·Â¼ »Ê»|Å{.

Number
 {Y|�Y Y� c�Â� Ä]½Z�¿ Ã|� �z�» É�Z��Y ¹Z«�Y {Y| e Z] �Z��Y

Ê»|Å{.

Currency
 {Y|�Y Ã|Ë{�³ ¦Ë� e �eÂÌb¼¯ ¶»Z� ºf�Ì� �{ Ä¯ Ê·Âa |uYÁ Z] ÃY�¼Å Y�

½Z�¿ ,d�YÊ»|Å{.

Accounting
 |À¿Z»[Zzf¿Ycurrency `q d¼� �{ Y� µÂa |uYÁ Ä¯ d�YÃ�nu

Y{ �Y�«Y|¬» Á Ã{Ã�nu d�Y� d¼� �{ Y� ��Y�«Ê»|Å{.

Date
 Ê^·Z« Z] Y� �Á� xË�Ze)§ZÊf»� (�Z¯ Ä¯¾¯½Z�¿ ,d�Y Ã{�¯ �z�»

Ê»|Å{.

Time§Z d»��nuÇ¶Ë|^e d�Z� Ä] Y� ��¿ {�Â»Ê»|À¯.

Percentage
 {Y|�Y½Z�¿ É|�Ì§ d»Ô� Z] ,d�Y Ã|� �z�» Ä¯ É�Z��Y {Y| e Z] Y�

Ê»|Å{.

Fractiond¼�«��¯ c�Â� Ä] Y� {Y|�Y É�Z��Y¹Z�½Z�¿Ê»|Å{.

Scientific
 Y� {Y|�Y c�Â� Ä]Z� Äf�Â¿®Ì¨fÀË ½Z�¿ ºÌ�Àe ¶]Z« �Z��Y {Y| e Z]

Ê»|Å{ µZj» ½YÂÀ� Ä] -423,89 Y�c�Â� Ä]02+E4,24 ½Z�¿Ê»|Å{.

Text
 {Y|�Y§ Ä] Y�Z¶Ë|^e ÊÀf» d»�Ê» `q d¼� �{ Y� {Y|�Y Á ,|À¯Ã�nu

Y�«�Ê»|Å{ . �Y�« Ã{Z¨f�Y {�Â» cZ^�Zv» �{ {Y|�Y ¾ËY¿Ê¼|¿�Ì³.

Special {Y|�Y§ Z] Y�Z�Z¼� |À¿Z» Ê�Zy d»�Ç ½Z�¿ Êf�a {Â¯ ZË ¾¨¸eÊ»|Å{.

Custom
�Z¯¾¯Ê» �Y |¿YÂe�Á� ÉZÅÃYÂz·{ ZË Ã{Â¼¿ Ã{Z¨f�Y {Y|�Y Ê�Z�fyY Á

§Z|À¯ {ZnËY ÃYÂz·{ d»�.

 µÁ|m1 -5)Ä»Y{Y(
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 � �{¿Z]ÈAlignment)  ¶°�5-5( Ê»      Ã{Y{ ¾f§�/³ �Y�/« ¶v» |Ì¿YÂe   Z/Å   �{ Y� Ã�/nu  Z/Å

|ÌÀ¯ �z�».d¼�« �{ ÉZÅHorizontal ÁVerticalÊ» |Ì¿YÂe��� ÉZÅ Á É{Â¼� Á Ê¬§Y

 d¼�« �{Orientation ÉYÂfv» dÆm ,Ã�nuÄËÁY� ¾Ì] Y�ZÅÉƕ90- Áƕ90 +|ÌÅ{ �ÌÌ¤e.

 ¶°�5 -5

 ªÌ¬ve
{�¯�Z¯Ã[Zzf¿Y Ê³ ÉZÅ d¼�«Text Direction.d�Ìq

   ¿Z]� �Y Ã{Z¨f�Y Z]ÈFont   ZË¶ËZ�Á    ¸Ì» �{ ½M µ{Z »È¶ËZ�ÁFormattingÊ»  �Â¿ ,|Ì¿YÂe

 �y ²¿� Á ®^� ,Ã�Y|¿Y(font)Á ÉYÂfv»ucY�n|ÌÀ¯ �z�» Y� .

¿Z]� �{ÈBorder) ¶°�6-5 ( ÉY�]Ã�nu(Cell) ²¿� , �Â¿ Z] ,��¿ {�Â»,ÃYÂz·{ ®^� Á

Ê»|ÌÀ¯ º�� �y ZË cZ¯Âq |Ì¿YÂe.

ÀÌ»� ²¿� �ÌÌ¤e ÉY�]Èu cY�n¿Z]� �YÈPattern) ¶°�7-5(ËZ¼¿ Ã{Z¨f�YÌ|.
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¶°�6 -5

v¨� �{È ºÌ�ÀeFormatting Cells¿Z]� �Y Ã{Z¨f�Y Z]ÈProtection)  ¶°/�8-5(

Ê»  |Ì¿YÂe  Ã�nu(Cell)   ¶¨« Y� ��¿ {�Â»(Locked)ËZ¼¿Ì|.        ÉYÂ/fv» ¶/«Y |/u ZË ½M   Z/Å Y�

½ZÆÀa (Hidden)|ÌÀ¯.] Ä��Zy ¾ËY Ä¯ |Ì�Z] Äf�Y{¾�aM ZÅ�Z¯ Êe�Â� �{Ê» Z/] Ä¯ |ÀÀ¯

» �Y Ã{Z¨f�YÌ ÉÂ/ÀTools > Protection > Protect sheet  v¨/� d/�Z¨uÈ Y� É�Z/¯

 |Ì�Z] Ã{�¯ µZ §)¶°�9-5.(

 ¶°�7-5 : [Zzf¿Y

ÀÌ»� ²¿�ÈÃ�nu
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 ¶°�8 -5 : ¶¨«

v¨� ½{�¯ÈÉ�Z¯

 ¶°�9 -5
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 µZj»1-5
Ê» v¨� ºÌÅYÂyÈ      �»� Z] Y� É�Z¯(Password)123  Ä¿Â³ Ä] /Ë       �Z¯ Ä/¯ ºÌ/À¯ d/�§Zv» Ê Z/À¯ ½

|À¿YÂf¿Ã�nu ÉZÅ d»�§ ½Z°»Y Á |ÀÀ¯ [Zzf¿Y Y� Ã|� ¶¨«Ã�nu ÉZÅ|�Z] Äf�Y{ {ÂmÁ �´Ë{ .
 ¶°� Ä] �Z¯ ¾ËY ¹Zn¿Y ÉY�]|ÌÀ¯ ¶¼� �Ë�:

1.  É�Z¯ [Zf¯ ®Ëworkbook      ¹Z¼e Á |ÌÀ¯ {ZnËY |Ë|m Ã�/nu  ÉZ/Å v¨/�È  [Z/zf¿Y Y� É�Z/¯
|ÌËZ¼¿.

2. ÉÁ��nuÃ ZÅ Á Ã{Â¼¿ d�Y� ®Ì¸¯¾�aMFormat Cells  Y� [Zzf¿Y|ÌÀ¯ .
3. ¿Z]� �{ÈProtection[Zzf¿YLocked      |ÌÀ¯ µZ § �Ì£ Y�)¾ËY¾�aM   �{ ¹Y�/³Á�a    ¶�/¯Y  Ä/]

 c�Â�Ê¸^«Y�] Ä¼Å ÉÃ�nu ZÅd�Y µZ §.(
4.Ç{Á|v»A1:D5      {Á|v» ÉÁ� Á |ÌÀ¯ [Zzf¿Y Y�Ç            Á Ã{Â/¼¿ d/�Y� ®/Ì¸¯ Ã|/� [Zzf¿Y  ¾�/aM

Format Cells Y�v¨� Ze |ÌÀ¯ ®Ì¸¯È{Â� �Z] ºÌ�Àe.
5. d¼�« �{Protection¾�aMLocked|ÌÀ¯ µZ § Y�.
6. �Y¾�aM ÉZÅProtection > Protect sheet>Tools |/ÌÀ¯ Ã{Z¨f�Y  Z/e v¨/�È ºÌ/�Àe

{Â� �Z] �Â]�».
7 . v¨/� �{È  cZ/¼Ì�ÀeProtect Sheet d¼�/« �{Password to Unprotect Sheet {|/�

123 Á Ã{Â¼¿ {�YÁ Y�¾�aM ÉZÅSelect Unlocked Cells Á Format Cells µZ § Y�|Ë�Z�.
8.¼¯{ ÉÁ�ÈOK ®Ì¸¯ �/»� Á |ÌÀ¯(password) d¼�/« �{ Y�Confirm Password ,

�YÁ Ã�Z]Á{|ÌÀ¯ {.
�´Ë{ Ê¼¿  v¨� �{ ºÌ¿YÂeÈ    Ç{Á|v» �{ Á É�Z¯pÌÅ Ã|� ¶¨«  ºÌ/Å{ ¹Z/n¿Y Y� É�Z¯ �Â¿ .   �/Ì£ ÉY�/]

   v¨/� ½{�/¯ µZ/ §È     �Y ,Ã|/� d/�§Zv» d/·Zu �Y É�Z/¯ [Z/zf¿YTools > Protection >
Unprotect Sheetv¨� d�§Zv» ÉY�] Ä¯ Êe�Â� �{ Á Ã{�¯ Ã{Z¨f�YÈ   Ã{Y{ �/»� ½M Ä/] É�Z¯

� ½M ,|Ì�Z] d¼�« �{ YUnprotect Sheet) ¶°�10-5 (|ÌÀ¯ {�YÁ,�{ d/·Zu ¾ËY   Ä/] Äv¨/�
�] É{Z� d·ZuÊ»{{�³.

 ¶°�10-5

ªÌ¬ve
Ä¿Â´qÊ» ®Ë �Y ½YÂeworkbook{�¯ d�Z¨u.
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ºÅ{�¿ ��{:

µÂ»�Â§ZÅ
¹Y�³Á�a     µÂ»�Â§ Ä�¸� ®Ë ÉÁZu ¶�¯Y   ÉZ/Å          ½M ®/¼¯ Ä/] Ä/¯ d/�Y Ê/�ZË�  Ê/»  ½YÂ/e

  Y� Ê�ZË� cZ^�Zv» {Y{ ¹Zn¿Y .µÂ»�Â§ ¾ËY ZÅ Ä�/ËZ¬» ZË ÊeZ^�Zv» cY�Z^�  Ê/ËY   ÉÁ� Ä/¯ |Àf/�

    ¼� ®¼¯ Ä] É{|� �Ë{Z¬»¸°�{  ZÅÄÌ¸¼�  ÊËZÅ ¹Zn¿Y Y� Ê»|ÀÅ{ .  �{ �¯Y ¹Y�³Á�a µÂ»�Â§ ¶  ZÅ  Z/]

   �Á�� ÉÁZ�» d»Ô� ®Ë Ê»|¿Â� �ËZ� cZËÂfv» �Y ,µÂ»�Â§ ®Ë �{ �³Y Á Ã�/nu  ÉZ/Å v¨/�È

    e Z] ,|ÌÀ¯ Ã{Z¨f�Y É�Z¯    ½M ÉYÂfv» �ÌÌ¤Ã�nu,ZÅ   cZËÂfv»Ã�nuË     |/ÅYÂy �ÌÌ¤e �Ì¿ µÂ»�Â§ Ê

{�¯.

|ÀÀ¯ ¶¼�ÃZÅ
¶¼�|ÀÀ¯Ã  ZÅ  ZËOperators �Ìq  ÊËZÅ  |¿Y     ¶/¼� É{|� �Ë{Z¬» ÉÁ� Ä¯  Ê/»     ¾/ËY Á |/ÀÀ¯

Ã|ÀÀ¯ ¶¼� ZÅ�Y |¿Y c�Z^�:

1 . (%)É|�Ì§

2.)^ (½YÂe

3. *) Á (/ºÌ�¬e Á [��

4. +) Á- (ªË�¨e Á �¼m

  �Y {Z¨f�Y Z]  ¶¼� ¾ËY|ÀÀ¯Ã  ZÅZ¼� Ê» ÄÌ¸¼� |Ì¿YÂe  ÉZÅ   /�ZË� ÊËY|/f]Y  Ê     �Ë{Z/¬» ÉÓZ/] Y�

     µZj» ½YÂÀ� Ä] -|ÌÅ{ ¹Zn¿Y É{|�: Â»�Â§µ=A1*20%     Âfv» �Y |�/Ì§ d�Ì]      Z/Ë Ä/¿Zy cZ/Ë

Ã�nuA1Ä^�Zv» Y�Ê»|À¯.
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¶¼�|ÀÀ¯Ã ÉZÅÄ�ËZ¬»ËÊ
¶¼� ¾ËYÃ|ÀÀ¯ ZÅºÅY�§ Y� �Y|¬» Á{ Ä�ËZ¬» ½Z°»YÊ»ÀÀ¯ ZË Ä�ËZ¬» ¾ËY ¶�Zu Á |TRUE

FALSEÊ»|�Z].¶¼�Ã|ÀÀ¯ ÉZÅÄ�ËZ¬» ÊË�Y |¿Y c�Z^�:

ÄÌ¸¼�ZÅÊÀ » Á ¹ÂÆ¨»

=
>
<
t
d

><

ÉÁZ�»

³��]�f

°qÂ¯�f

³��]ÉÁZ�» ZË �f

°qÂ¯ÉÁZ�» ZË �f

Z¿ÁZ�»cY

¶¼�Ã|ÀÀ¯ ÉZÅ��{M
¾ÌÌ e ÉY�]ÃÁ|v» ÊË �YÃ�nu ZÅÄ¿Zy ZË,ZÅ �Y¶¼�Ã|ÀÀ¯ ÉZÅ��{MÃ{Z¨f�YÊ» ¾ËY Á {Â�

��{M ZÅÄ¿Zy cZËÂfv» �´¿ZÌ]Ê» ZÅ|À�Z] .��{M ¾ËY ZÅ ¾·Â¯ d»Ô� ®Ë Z](:)¿Zy Á ¾Ì·ÁY È

Ç{Á|v» �{ Y� ¾Ë�yMY|m ºÅ �Y Ã|� ¾ÌÌ eÊ»|À¯ . �{¹Y�³Á�a��{M d·Zu Ä� ¶�¯Y Ä] ÊÅ{

�Y �Ë� s��d:

1.��{M Ã{Á|v» ÊÅ{  ÊË  �YÃ�nu  Ä¿Zy ZËZÅ: ]  Ä Ä¿Â¼¿ ½YÂÀ�:A1C8  Ä¿Zy Ä]   ÉZ/Å  ¾Ì/]

A1 ÁC8Ã�Z�YÊ»|À¯.

2.��{M Ê¿Âf� ÊÅ{:  ��{M �{  d]Zi ��{M µÁY L�m ¹Z¿ Ê¿Âf� ÊÅ{,Ê·Á Ã�Z¼�  �Y �/a

    -{Â] |ÅYÂy cÁZ¨f» ½Âf� ¹Z¿ |À¿Z» :B1:B14  ,   Ä/¯     Ä/¿Zy Ä/] ¾/ËY   ÉZ/ÅB1   ÁB14  �{

 ½Âf�BYÃ�Z�Ê»|À¯.

3.��{M É��� ÊÅ{:   �{M��{  Ã�Z¼� Á cÁZ¨f» µÁY L�m ¹Z¿ É��� ÊÅ{ ÉZÅ ¹Z¿ �Y �a

½Âf�,ZÅ-d�Y d]Zi|À¿Z» :A10:D10.
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��{MÄ¿Zy ÊÅ{ZÅ
�{ ¹Y�³Á�a     /¬§ ¶�/¯Y d§Z�Á�°ËZ»� Á{   ��{M �Â/¿ Ê/Å{           �Y |/¿Y c�Z/^� Ä/¯ {�Y{ {Â/mÁ

��{M ÊÅ{��{M Á Ê^�¿ª¸�» ÊÅ{.

��{M^�¿ ÊÅ{Ê
ÊÅ{ ��{M �{¿Zy �{ �³Y Ê^�¿ÈD2 µÂ»�Â§ =B2+C2    �{ Y� µÂ/»�Â§ ¾/ËY Á |Ì�/ËÂÀ] Y�

¿ZyÈD3       �³ �Y Ã{Z¨f�Y Z] ZË |ÌÀ¯ ÊaZ¯    Ä/¿Zy ÉYÂfv» ,®ÌeZ»ÂeY ½{�¯   ÉZ/ÅD3    Z/eD7    �/a Y�

¿Zy µÂ»�Â§ ,|ÌÀ¯ÈD3 Ä]= B3+C3¶Ë|^eÊ» Ä/¿Zy ÉY�] \Ìe�e ¾Ì¼Å Ä] Á {Â�  ÉZ/ÅD4  Z/e

D7Â» µÂ»�Â§�ÌÌ¤e ��¿ {�Ê»��{M µÂ»�Â§ ¾ËY �{ ½Âq -|À¯d�Y Ê^�¿ �Â¿ �Y ÊÅ{.

��{Mª¸�» ÊÅ{
      ��{M ,µÂ»�Â§ ®Ë ÊaZ¯ Z] |ÌÅYÂz] �³Y  ÉZÅ         ��� {|� Á ½Âf� ¥�u �ZÀ¯ ,|¿Z¼] d]Zi ½M

    �·Y{ d»Ô� ,��{M)$( Y�  ] ,|Ë�Y~´]  Ä µZj» ½YÂÀ� �³Y µÂ»�Â§$B�2+�D$2Y� �/Å �{  �Y Ä/¿Zy

v¨�ÈaZ¯ ¶�¯Y¬§ |ÌÀ¯ Ê�Ä¿Zy �¼m ¶�Zu ÉZÅB2 ÁD2½Z�¿ Y�Ê»|Å{.

Á Ä§Z�Y ½{�¯ ¥~uÃ�nu ,��� ½Âf� Á
     ¾Ì] ,|�Z] ¹�Ó �³YÃ�nuËZÅÊ ZfË{ ¶»Z� Ä¯Y ®Ë ,|Àf� Ã�/nu   |/Àq Z/Ë �/nuÇ  k�{ |/Ë|m

| e |ËZ] Y|f]Y ,|ÌÀ¯{YÃ�nu ÉZÅ      �b/� Á Ã{Â/¼¿ [Z/zf¿Y Y� �Z/Ì¿ {�Â/» ¾�/aMInsert  Cells Y�

Ì¸¯®®qÂ¯ ÉÂÀÌ» Ze |ÌÀ¯Insert {Â� �Z])  ¶°/�12-6.( ®/Ì¸¯ ¾�/aMShift cells down Á

Shift cells right\^�Ê» Ä¯ {Â�Ã�nu ÉZÅ  |¿Â/� ¶¬fÀ» ¾ÌËZa Á d�Y� d¼� Ä] Ã|� [Zzf¿Y

  ÁÃ�nu  ÉZÅ   Ê¸^« ¶v» �{ |Ë|m ½M  ZÅ |¿Â� k�{ .   |/ e Ä] |ÌÅYÂz] �³Y{Y ½Âf/�  Z/Å Á ��/�  ÉZ/Å

 ,Ã|� [Zzf¿Y���   |/ÌÀ¯ k�{ |/Ë|m ½Âf� ZË ¾�/aMEntire column  Z/ËEntire row Y� ®/Ì¸¯

-|ÌÀ¯ ¥~u ÉY�] ¾ÌÀr¼ÅÃ�nu ÉZÅ Ã|� [Zzf¿Y ¾�aMEdit >> Delete Y�®Ì¸¯   Z/e |/ÌÀ¯

   ®qÂ¯ ÉÂÀÌ»Delete)  ¶°�13-6 (   Ê» ÂÀÌ» ¾ËY �{ {Â� �Z]    �Y �/a Ä/¯ |/ÌÀ¯ �z�» |Ì¿YÂe

  ¥~uÃ�nu  ÉZÅ   ,Ã|� [Zzf¿YÃ�nu  ÉZÅ           ¶/¬fÀ» `q d¼�  Ä] Ã|� ¥~u d¼�« d�Y� d¼�

 |¿Â�(Shift cells left) ZËÃ�nu ÉZÅ |ÀÀ¯ µZ¬f¿Y ÓZ] Ä] ÊÀÌËZa(Shift cells up)
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 ¶°�11 -5 ¶°�12-5

¦Ë{� ¶¯ ZË ZÅ Á½Âf� ÊËZÅ Ä¯�nuÇ�{ Ã|� [Zzf¿Y½M ZÅ|¿Â� ¥~u ,|¿�Y{ �Y�«.

 |Àq ZË ®Ë k�{ ÉY�]���½Âf� ZË��¿ {�Â» {Y| e µÁY ,½M ZÅ | ] Á |ÌÀ¯ [Zzf¿Y Y�¾�aM

Insert >> Columns ZËInsert >> Rows Y�®Ì¸¯|ÌËZ¼¿ Ze���  ÉZ/Å   -|¿Â/� {Z/nËY |/Ë|m

 ¶¯ ¥~u ÉY�] ¾ÌÀr¼Å��� ZÅ½Âf� ZË ÉZÅÀË�³ ,Ã|� [Zzf¿YÈEdit >> Delete  [Z/zf¿Y Y�

|ÌÀ¯.

 ½�¯ ½ZÆÀa��� ZÅ½Âf� ÁZÅ
  �¯Y ¹Y�³Á�a �{        Z¼� Ä¯ {�Y{ {ÂmÁ ½Z°»Y ¾ËY ¶���  ZÅ ½Âf� Á  ÉZÅv¨�È    Y� ¶�¯Y É�Z¯

   �Â� Ä]  ZÆÀa d«Â»½    Ze |ÌÀ¯���  ZÅ ½Âf� Á  ÉZÅ    �Z¯ |Ë{ �Y ��¿ {�Â»½ZÀ¯  |¿Â� ½ZÆÀa .  ÉY�/]

 ¾ËY ¹Zn¿Y   ,�Z¯���  ZÅ ½Âf� Á  ÉZÅ    |ÌÀ¯ [Zzf¿Y Y� ��¿ {�Â» .         �Á� ¾/ËY �Y �Z/¯ ¾ËY ¹Zn¿Y ÉY�]

|ÌÀ¯ Ã{Z¨f�Y .¾�aMFormat >> Column >> Hide ZËFormat >> Row >> Hide  ¾/ËY Ä]

  \Ìe�ecZ�Ô�Y  Ã{Y{ �ËZ¼¿ Äv¨� ¾ËY  ÉÁ� Ã|� ½ZÆÀaÊ¼¿Z´ÀÅ Á |¿Â�¹v¨� d¿�aÈ ¶�¯Y

ÅYÂz¿ d¿�a||�.

�]  �Z]Á{ �ËZ¼¿ ÉYÇ��� ZÅ½Âf� Á ÉZÅÁ{ ,Ã|� ½ZÆÀaÁ ���Á{ �{ Ä¯ Y� Ê¿Âf� ZË ¥��

d¼�« ÉZÅZÆÀa½ �Y Á |ÌÀ¯ [Zzf¿Y |¿�Y{ �Y�« Ã|� ¾�/aMFormat >> Row >> Unhide  Z/Ë

Format >> Column >> Unhide|ÌËZ¼¿ Ã{Z¨f�Y.

http://www.abbyy.com/buy
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�RµYZÅ

1.Ê»Y�³Á�a �Â¿ Äq ¶�¯Y ¹Y�³Á�ad�Y.Ì�Âe ��fz»|ÌÅ{ t.

2.c�Â� Ã{Z¨f�Y �f�Ì] É{�YÂ» Äq �{ ¶�¯Y �YÊ».{�Ì³

3.  |ÀqÊ]Ây  ZÅ dÌ¸]Z« Á  ÊËZÅ             �ËZ/� �{ Á d/�Y {Â/mÂ» ¶�¯Y �{ Ä¯ Y� ¹Y�/³Á�a Z/Å É

�Â¼n»È,d�Ì¿ ¥Z�Á�°ËZ»|Ë�^] ¹Z¿.

4.Ä¿Zy Y�q ZÅ ZËucY�nv¨�È§ Y� É�Z¯Zd»�Ê».|ÌÀ¯

5.¶¼�.d�Ìq Ã|ÀÀ¯

6.¶¼� �Â¿ |ÀqY� Ã|ÀÀ¯Ê»�ZÀ�.|Ì

7.¶¼�Ã|ÀÀ¯  ÉZÅÄ�ËZ¬»  ÊË¹Y|¯   Z/Å        �Y {�YÂ/» ¹Y|/¯ �{ Á |/¿Y ½M   Z/Å    c�Â/� Ã{Z¨f/�Y

Ê».{�Ì³

8.��{M��{M �Y Ê^�¿ ÊÅ{{�Y{ ©�§ Äq ª¸�» ÊÅ{|ÌÀ¯ ½ZÌ] ..

9. ®Ë���¥~u Ä¿Â´q Y� ½Âf� ZËÊ»|ÌÀ¯.

10. ®Ë��� ZË½Âf�½ZÆÀa Ä¿Â´q Y�Ê»|ÌÀ¯.

11.�Á�aÈ k�{Ã�nuÁ ½Âf� ,���ZÌ] Y� |Ë|m|ÌÀ¯ ½.

http://www.abbyy.com/buy
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º�� ¶�§
ºf�Ì] ��{:

ZÀ�MË°^� Z] ÊÈd¿�f¿Y Ê¿ZÆm
 ne Z¼� �³Y Êfu]�ÄË�{ Ê��� �Y Ã{Z¨f�Yn e ÉZm ,|Ì�Z] Äf�Y|¿ Y� �eÂÌb¼¯ Ä¯ d�Ì¿ \

     |ËY Ã{�¯ Ã{Z¨f�Y d¿�f¿Y �Y Z¼� .  °^� �Y Ã{Z¨f�YÈ       �{ Ä/]�ne ¾f/�Y{ Ä/] É�Z/Ì¿ d/¿�f¿Y Ê¿ZÆm

  {�Y|¿ �eÂÌb¼¯ {�]�Z¯.  µZ� �{ZÅ  É³~¸Ì» Äf�Ì½Â ZÅ �Z¯ �Y �/¨¿ ½Z/À¯    Á |¿|/� ¾/ËÔ¿M Ê/f¿�f¿Y

|�ÃËÊ �Y ½M  ZÅ�°§ Ê»     0Ô�Y |ËZ� Ä¯ |¿{�¯q�¿Z     ] Y� d¿�f¿Y �Y Ã{Z¨f�Y  Ä    �{ Ä]�ne ¹|� ��Zy

   d�Y{ |ÀÅYÂz¿ ,�eÂÌb¼¯ {�]�Z¯ .     /«Ô� �/j¯Y �«YÁ �{Ä        /¬§ Y� �eÂ/Ìb¼¯ ,d/¿�f¿Y ½Y|/À»�   ÉY�/]

   É�Y|Ë�y d¿�f¿Y Ä] Ê��f�{ Ê»ÀÀ¯-|  ̄ �a          Z/] Ä/¼Å Ä/¯ d/¿�f¿Y ¾/ËY ,d�Y ¾ÌÀq Ä  ½M ¹Z/¿

ZÀ�MË.d�Ìq |¿�Y{ Ê

  °^� ®Ë d¿�f¿YÈ    ¸Ì» Ä¯ d�Y Ê¿ZÆmÌ½Â  ZÅ°^� °qÂ¯ È    �{ Y� �f  Z] ½ZÆm ��Y��   ¶�Á ºÅ

d�Y Ã{�¯ .�Z¯ cÓZ�eY ¾ËY½ZÀ¯�{Z« Y�Ê»Z] Ä¯ {�Z�¹ZÌa Á Ã{Â¼¿ cZ�Ô�Y µ{Z^e �´Ë{ ®Ë ZÅ

|Àf��¨] . Ä°^� {Y| eZÅ  É    d¿�f¿Y �{ {ÂmÂ» Ä�/Ì¼Å       �ËY�/§Y d��/� Ä/] Á  Ê/» |/]ZË  Ϣѧϫ ϥ΁ ϭ
É�Â� Ä¯Ê¼¿|ÌÀ¯ �Â�e Y� d¿�f¿Y �{ {ÂmÂ» cZ�Ô�Y ºnu |Ì¿YÂe.

  |� {Y| e Ä] �Á� �Å ZÅ¸Ì»ÌZ¯ ½Â¾¯��Â�¯ �Y ÉZÅ{ ¦¸fz» /Ì¿  Ã{Z¨f/�Y d/¿�f¿Y �Y Z Ê/» |/ÀÀ¯ .

Ê¿Z»�      ¶�Á d¿�f¿Y Ä] Y� {Ây �eÂÌb¼¯ Ä¯ Ê»   Â/Ìb¼¯ ,|/ÌÀ¯  ¼/� �e  �/z] Z     °^/� �Y Ê°qÂ/¯È

¿�f¿Y Ê¿ZÆmd»[Â�vÊ»{Â�.

 ¶°�1 -6\ËÁ Á d¿�f¿Y

http://www.abbyy.com/buy
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rzË�ZeÈd¿�f¿Y
°^�È ¿ZÆmÊ       µZ� �{ µÁY �Z] d¿�f¿Y1969   Ã�Á�a �¿ZmM ��Âe  ÉZ/Å  f§��/Ìa ÊeZ/¬Ì¬veÈ

 |vf» cÓZËYÇ Z°Ë�»Y(ARPA) ¦�¯ |�  ] Á  Ä  {ÂmÁM|» .         Ê�Z/§{ d/À¼e�ZbË{ �Z/] ¾Ì/·ÁY ÉY�]

�»Y     ] ZÅ�eÂÌb¼¯ µZ�eY Ä] �Á�� Z°Ë  Ä°^� ®Ë {ZnËY �Â�À»È Ä¯ �Æn» É�eÂÌb¼¯½ÂfÀÅÂa  ÉZ/Å

  ÃZ´ËZa Á ¦¸fz»  ÉZÅ  ] Y� Ê�Z§{Z      °^� ¾ËY Á {Â¼¿ ,|ËZ¼¿ ¶�Á ºÅÈ  /]  Ä   ¹Z/¿ARPANet   Ê¼�/»

|Ë{�³ .

�Á�aÇ(ARPA){Â] �¯�¼f» ¾Ì » ¥|Å Á{ ÉÁ� .¬§ Ã�Á�a ¾ËY ºÆ» Á Ê�Z�Y ¥|Å� {ZnËY

 °^� ®ËÈ b¼¯ ÉÂ« É�eÂÌ {Â] È¸¼u Ä¿Â³ �Å �]Y�] �{ |¿YÂf] Ä¯ Äf�/Å Ê·Z¼fuY  Ê/Ë   Z/Ë ÄÌ/�Á�

u  ¹Y|¯i{ZÈ^�Ì|¿Z¼] d]Zi �´Ë{ Ê .½M ZÅÄ°^� �Y Ê°Ë ÃZ³�Å ,|¿{Â] �ÁZ] ¾Ë|] ZÅ �Y Êf¼�« ZË

°^�Ä   Y�« Ä¸¼u {�Â»       �z] |ËZ] ,{Á�] ¾Ì] �Y Á Äf§�³ �     °^/� �Y É�/´Ë{È       Ä/] ½Z/Àr¼Å �Â¯~/»

  Ê«Z] µZ § d·Zu »|¿Z    |�Z] �Â¨v» cZ�Ô�Y Á .      °^� {ZnËY ÉY�] É�´Ë{  ºÆ» ¶Ì·{È  É�eÂÌb¼¯

    �Z¯ ¹Z¼e Ä¯ {Â] ¾ËY½ZÀ¯   dÌ «Â» �Y |À¿YÂf]  ÉZÅ          Ê/��f�{ Ä°^/� �{ {Â/mÂ» cZ/�Ô�Y Ä] �Á{

|À�Z] Äf�Y{ .°^�È µZ� Ze d¿�f¿Y1990¬§� Ê»Z�¿ | ] �{�Z¯ Ä]Ê» {Y�§Y ��f�{ �{ Á d§�

   | ] ,d�Y|¿ �Y�« Ê°¸»    µZ� �Y1991        /] Y� É�Z/ne ¶°/� d¿�f¿Y  Ä    ��f/�{ �{ Á Ä/f§�³ {Â/y

¼ÅÄd§�³ �Y�« ½Z³.

 Á \ËÁ �{ Ânf�m¶ËZ�ÁÂnf�m
 �Â¼n» \ËÁÈ] �^e�» cZ�Ô�Y Á ­�Y|» ,{ZÀ�Y �Y Ê³��] �ZÌ�]Zd�Y ºÅ-   Y|/Ìa ,¾/ËY �] ZÀ]

 {Z� �Z¯ \ËÁ �{ ��¿ {�Â» cZ�Ô�Y ½{�¯ÃË Ê�Ì¿d . Y�Ë�Ã{ ZÅ¸Ì»Ì \ËÁ ½Â   ÉÁZ/u Ä/¯ dËZ�

{�ZÌ¸»  ZÅv¨�È    �Y{ {ÂmÁ d�Y \ËÁ{   Ä¿Zfz^�Ây¹Y�³Á�a  ÊËZÅ         {Z/nËY \/ËÁ �{ Ânf�/m ÉY�/]

   ¼Å Ze ,|¿Y Ã|�Ä �Y |À¿YÂf] ½Z³½M ZÅ|ÀÀ¯ Ã{Z¨f�Y . |ËZ�¶ËZ�Á É{| f»  \/ËÁ �{ Ânf�m ÉY�]

Z] Äf�Y{ {ÂmÁ|� .Á{Á µÂ¼ » �Â¿Ã|� ÄfyZÀ� ¾ËY �Y¶ËZ�Á�Y |¿Y c�Z^� Ânf�m:

1. Ânf�m ¾Ì�Z»1:  Ânf�m ¾Ì�Z»Ä¸Ì�Á ÊË  �Z/¯ Ä/¯ d�Y¾¯  /] �{Z/« Y�  d/§ZË�{ Ä

  \ËÁ �{ cZ�Ô�Y Ê»-{�Z� Är¿ZÀq �Z] �Zy cZ�Ô�Y µZ^¿{ Ä] �³YÌ] Á |YÂz  �Z/] �{ |/ÌÅÇ  ®/Ë

Ä¼¸¯    b] Ânf�m Ä] c�Z^� ZË,|Ë�Y{��{c�Â� ¾ËYÊ» �Y |Ì¿YÂe¶ËZ�Á ¾Ì/�Z» ZË  ÉZ/Å  Ânf�/m

 �{ dÆm  {�Â» cZ�Ô�Y d§ZË|ÌÀ¯ Ã{Z¨f�Y ��¿ .¾Ì�Z» ZÅ ZË¶ËZ�ÁÂnf�mÉ  c�Z/^� ZË cZ¼¸¯

˺ Search Engines
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    dËZ� �{ Y� Ã|� `ËZe  ÉZÅ              �{ Y� \/ËÁ cZv¨/� �Y Êf��Æ§ ÄnÌf¿ �{ Á Ã{Â¼¿ Ânf�m ¦¸fz»

�Y�« Z¼� �ZÌfyYÊ»Å{À |) ¶°�2-6.(

 ¶°�2 -6Ânf�m ¾Ì�Z»)¶³Â³(

2.µÁ|mZÅ2: d��Æ§ �{  ZÅ   Â» �Z�Y �] cZ�Ô�Y      Z^¨·Y \Ìe�e Ä] Á �Â� ºÌ�/¬e    Ã|/� É|/À]

|¿Y .f�{ |Àq Ä]  Äf�{ �ÅÈºÌ�¬e Ê��§Ê»Äf�{ Á {Â� ZÅ°^� ®Ë ,�Â¼n» �{È Êfy�{

 ¶Ì°�e Y� Ê»|ÀÅ{ .]  Ä   µZj» ½YÂÀ�"d¯��"  f�{ ®ËÈ        ¾Ë|Àq Ä] Äf�{ ¾ËY Á d�Y Ê¸�Y

f�{È     |À¿Z» �´Ë{ �z�»"  d¯��– Ê¿Z¼fyZ�-  É{Y{ �Y�«- �Z¼ »É Á ¾ËY�/Ë{"   ºÌ�/¬e

 Ã|�|¿Y .

      �Z/] �{ cZ�Ô�Y µZ^¿{ Ä] ÃZ³�ÅÇ      Ê»Â/¼� �Â/�Â» ®/Ë  Ê/»       �Y d/�Y �/fÆ] ,|/Ë{�³

µÁ|m  ZÅ |ÌÀ¯ Ã{Z¨f�Y .      Äf/�{ ®/Ë �Z¯ ¾ËY ÉY�]1            Ä/] �|/« ½M Á Ã{Â/¼¿ [Z/zf¿Y Y�

 Äf�{ [Zzf¿Y  ÉZÅ      Äf/�{ Ä] Ze |ÌÅ{ Ä»Y{Y Ê��§   Ê/Ë          Ä/] �^e�/» 0Ô»Z/¯ Ä/¯ |Ì/��]

|�Z] Z¼� ��¿ {�Â» �Â�Â».

˻ Directories
˺ Categories
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�{°Ë d�Ì] �º:

¬Ë��Èd�{d¿�f¿Y Ä] Ê]ZË
  ÉY�]Ê��f�{  °^� Ä]È  d¿�f¿Y Ê¿ZÆm2  ,�Á�  ÉZÅ   {�Y{ {Â/mÁ É{| f» . ·Â/¼ »  �Á� ¾Ë�f

  ÉY�]Ê��f�{�Y �¯�» ®Ë ªË�� �Y ,d¿�f¿Y Ä]WYÄ|ÀÅ{Ç d¿�f¿Y cZ»|y(ISP)d�Y . �¯Y�» ¾ËY

Ä°^�  ÉZÅ  Ê°qÂ¯Y          ¶�Á d¿�f¿Y �Ë�� Á Ê¸�Y �Â�y Ä] Ä¯ |Àf�Y|¿    d/�{ ½Z°»Y Á    Ä/] Ê]Z/Ë

   �f�» ÉY�] Y� d¿�f¿Y½ZË  ºÅY�§ {Ây Ê»  |ÀÀ¯)  ¶°�4-6( .ÄWY�Y      �Y �/a ,d¿�f¿Y cZ»|y Ã|ÀÅ{

�Z¯ dËÂ��¾¯ �Y�« ÁY �ZÌfyY �{ Y� cZ»|y �Y Ã{Z¨f�Y ÉY�] ¹�Ó cZ�Ô�Y ,Ê»|Å{ . cZ�Ô�Y ¾ËY

�Y |¿Y c�Z^�:

��Z¼�Ç¸eÌ¨Â�ËÁ�� �eÂÌb¼¯ Z] �Z^e�Y ½Ã|ÀÅ{.

�ZÀ� ZË dyID7 Ápassword8­�f�» ¶Ì» Ä] ª]Z�».

�Âv¿Ç ¹Zn¿YÀeºÌ�Á ¹�Ód§Z��ËÁ{Z¨f�Y {�Â»Ç­�f�».

 ¶°�4-6 �eÂÌb¼¯

 d¿�f¿Y Ä] Ã|� ¶�Á

2d�{ ÉY�] É�´Ë{ �Á� d¿�f¿Y Ä] Ê]ZË �Ì¿ ,½M �{ Ä¯ {�Y{ {ÂmÁÃ{Z¨f�YÃ|ÀÀ¯½Á|] ½Z³c�Á�� Ä]IDÁ ,

password �a �Á� ¾ËY Ê·Á -|¿�Y{ Y� d¿�f¿Y Ä] Ê��f�{ ½Z°»Y ,¥��»d�Y Ã|� ¦Ë� e �Á� Ä] d^�¿ �e.
̀ ID (Identification)
́ Password

½Â¨¸Ìe ¾Ì· d¯Z�  (Modem)

http://www.abbyy.com/buy
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�ËÁ�� ÉZÅd¿�f¿Y Ê�Z�Y
°^�È   ZÀ°e d¿�f¿Y Ê¿ZÆmË�Â·ÊÊË   �ËÁ�� Ä¯ d�Y  ÉZÅ      �Z¯ �Z/ÌfyY �{ Y� Ê/¨¸fz»   �Y�/« ½Z/À¯

Ê»|Å{ . �ËÁ�� ¾ËY  ZÅ �«YÁ �{ ¹Y�³Á�a  ÊËZÅY       Y�mY d¿�f¿Y Ä] ¶�f» �eÂÌb¼¯ �{ Ä¯ |¿ Ê» |¿Â�

 ¼Å ÁÈ½M ZÅ¯ÂeÁ�a Ä¸�¸� ®Ë �YÂµ ZÅÃ{Z¨f�YÊ»|ÀÀ¯ . ,¾Ë�/f¼Æ» ·Â/¼ » Ê¸/�Y Á ¾Ë�f  ¾Ë�/e

�ËÁ�� ÉZÅ�Y |¿Y c�Z^� d¿�f¿Y:

« Ê°Ì¿Á�f°·Y d�a

«¯ÂeÁ�aÂ ¶ËZ§ µZ¬f¿Y µ(FTP)

« \ËÁ�Ì�Á Ê¿ZÆm(www)

« `³(Chat)

«¹ZÌa ½{Zf��§ ÉZÅ Ê¿M(Instant Messaging)

« �Á{ ÃY� �Y Ê��f�{(Telnet)

 Ê°Ì¿Á�f°·Y d�a
    ·Â¼ » �Y Ê°Ë Ê°Ì¿Á�f°·Y d�a  �ÂÆ�» Á ¾Ë�f �ËÁ�� ¾Ë�e  ÉZÅ [Â�v» Êf¿�f¿Y Ê»{{�³ .

 �Â�¯ �{ Ä¯ ½Ze ½Zf�Á{ ÉY�] |Ì�Z] Äf�YÂy ÃZ³�Å  ÉZ/Å  |/¿� k�Z/yÃ  Ê/» Ê/³¯  Ä/»Z¿ |/ÀÀ  Ê/Ë

|Ìf��¨],  �Á� |ËZ�  ZÅ  Äf¨Å Êfu ZË ZÅ µÂ�|�°]e ªË�� �Y �³Y ºÅ ZË ÁÌ¸ �Z^e�Y ½Zf�Á{ Z] ½Â¨

 |ÌÀ¯ �Y�«�] {ZË� ¥��»    d�Y{ |ÅYÂy Êa �{ .   ¿Á�f°·Y d�a ¾ËY �]ZÀ]Ì      ½Z/°»Y ¾/ËY Ê°   ºÅY�/§ Y�

  Ä»Z¿ Ze Ã{Â¼¿,ZÅ  ÂË|ËÁ ,�ËÁZ�e ZÅ d¿�f¿Y ªË�� �Y Y� cZ�Ô�Y Ã�Ì£ Á Ä]  �Â/�    ½Zf/�Á{ Ä/] Ê/¿M

|Ìf��¨] .       ¿Á�f°·Y d�a ªË�� �Y Ä^eZ°» Á µZ��Y ÉY�]Ì           Ä/] µZ�/eY ,�eÂ/Ìb¼¯ ÃZ´f/�{ ®/Ë ,Ê°

»Z¿�] ®Ë Á d¿�f¿YÈ¿Á�f°·Y d�aÌ Ê°c�Á��d�Y.

 ºf�//Ì� �Â//¿ ®//Ë �Y |//ËZ] Ê//°Ì¿Á�f°·Y d�//a ½{Zf//��§ ÉY�//] ,d//¿�f¿Y �{M��{ Á Ê//Å{

��{M  ÉZÅ  {�¯ Ã{Z¨f�Y �z�» . ��{M ÉY�] Ê/Å{   �eÂ/Ìb¼¯ Á {Y�/§Y Ä/]  Z/Å  Ê»Z/�Y �Y ÁY  {Y|/�

 Ê» Ã{Z¨f�Y{Â� .    ] ÊÅ{ ��{M �Á� ¾ËY  Ä  ¹Z¿" �Ì�f ¹Z¿ º /³~  Ã{Á|/v» É�Y"9(DNS) {Z/Ë ,

Ê»{{�³ .d�Y Ã|Ë{�³ ¶Ì°�e �z] Ä� �Y ��{M ®Ë ºf�Ì� ¾ËY �{-|À¿Z» :

« Ê¸v» �z](Local Part)�Z¯ ¹Z¿ ZË¾¯

̂ Domain Name System

http://www.abbyy.com/buy
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« Ã{Á|v» ¹Z¿(Domain name)

«Ã{Á|v» �Â¿(Domain Types)

 d»Ô�"@"¹Z¿ ZË Ê¸v» �z]Ã{Z¨f�YÃ|ÀÀ¯ Ã{Á|v» ¹Z¿ �Y Y�Y|mÊ»|ÌÀ¯ ÄmÂe �Ë� µZj» Ä] ,{�Z�:

Ã{Á|v» �YÂ¿Y �Y Ê� ]1µÁ|m �{ ZÅd�Y Ã|� Ã{Y{ ½Z�¿ �Ë�.

Ã{Á|v»Ä�z�»

com½Z»�Z� ÉZÅ É�Zne

edu½Z»�Z� ÉZÅÊ¼Ì¸ e

gov½Z»�Z� ÉZÅÊf·Á{

int½Z»�Z� ÉZÅ¾Ì] Ê¸¸¼·Y

mil½Z»�Z� ÉZÅÊ»Z�¿

netd¿�f¿Y ZË Ä°^� �¯Y�»

org½Z»�Z� ZÅR» Á ÄË�Ìy cZ��

biz½Z»�Z� ÉZÅ�Znee Ê) Ä] Ä]Z�»com(

info�YWYÄ|ÀÅ{Ç�ËÁ�� ÉZÅ ÊeZ�Ô�Y

aerod¯�� ÉZÅYÂÅËÊ

Af ½Zf�¿Z¤§Y

|Àf��§Ç  Ê°Ì¿Á�f°·Y d�a Ê» ¾f» |¿YÂe �Å Á |�ËÂÀ] Y� Ä»Z¿ �Â¿ ¶ËZ§),É�ËÂ�e ,ÊeÂ�... (

 ¼Ì¼� Y� ¶Ì¼ËY È    |ËZ¼¿ µZ��Y Á Ã{Â¼¿ .       Êf�a ©Á|À� �{ Ã|� d§ZË�{ ¹ZÌa(Inbox)   �{ Ã|¿�Ì³

§ZuÈ��ËÁ�� �eÂÌb¼¯|ÀÅ{ÇZe ,{�Y{ �Y�« Ê°Ì¿Á�f°·Y d�aÊ¿Z»�|¿�Ì³ Ä¯Ç¹ZÌa ÉZÅ Êf§ZË�{

    ¹ZÌa ,|À°¿ �Z] Y� {Ây  ZÅ  �{M �] Zn¿    |¿Z» |ÀÅYÂy Ê«Z] Êe|» ÉY .       Êf�/a ©Á|À/� �Y Ã{Z¨f�Y ÉY�]

 ¾f�Y{))�Z¯ ¹Z¿¾¯ (( Á))password ((d�Y ¹�Ó.

˺ Domain Name System (DNS)

moe.gov.af@info

 {Á|v» �Â¿) Êf·Á{ ÃZ´f�{�Â]�»

½Zf�¿Z¤§Y Ä](

{Á|v» ¹Z¿) Á cY�]Zz» c�Y�Á

ÊeZ»Â¸ » É�Â·ZÀ°e(

 d»Ô�@ ¹Z¿ Ä¯Ã|ÀÀ¯ Ã{Z¨f�Y Y�

Y|m {Á|v» ¹Z¿ �YÊ»{�Z�

 ¹Z¿Ã|ÀÀ¯ Ã{Z¨f�Y ZË

Ê¸v» Ç{Á|v»

http://www.abbyy.com/buy
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 �Y ¶ËZ§ µZ¬f¿YªË��ÂeÁ�aµÂ¯(FTP)
�aÁ¯ÂeÂ    ¶ËZ§ µZ¬f¿Y µ1(FTP) »�Ì¿Z°Ì»    ½M ��Âe Ä¯ d�Y Ê Ê»   ¶/ËZ§ ½YÂ/e ËZ/ÅÊ   Ä/¯ Y�

 ±��] ºnu ÉY�Y{YÂÌb¼¯ Ä] �eÂÌb¼¯ ®Ë �Y |Àf� �´Ë{ �e c�Â� Ä]{Y{ µZ¬f¿Y Ê¿M. Ã{Z¨f�Y Z]

  ̄ÂeÁ�a ¾ËY �YÂµ Ê»    �ËÁ�� Ä¯ É�eÂÌb¼¯ Ä] |Ì¿YÂe|ÀÅ{ÇFTP     �{ |ËZ� Á d�YYÂ§�¶ É�Á{

 Äf�Y{ �Y�«     ¶ËZ§ Á |ËÂ� ¶�Á ,|�Z]           {Ây �eÂÌb¼¯ Ä] Y� �Â¯~» �eÂÌb¼¯ �{ Ã|� Äf�Y~³Y µZ¬f¿

|ÌÅ{2.

 ¾ÌÀr¼Å Z¼� Ê»   �Y Ã{Z¨f�Y Z] |Ì¿YÂe    /¯ÂeÁ�a ¾/ËYÂ  ¶/ËZ§ µ   ÊËZ/Å        Ä/] Y� {Â/y �eÂ/Ìb¼¯ �Y

    °^� �{ Ä¯ É�´Ë{ �eÂÌb¼¯È     |/ÌÅ{ µZ/¬f¿Y {�Y{ {Â/mÁ d¿�f¿Y ZË Ê¸v»3 ,)  ¶°/�6-6 ( /»Â µ{

Y|f]YW ÊFTP½Z�¿ Y�Ê»|Å{.

˺ File Transfer Protocol
˻ Download
˼ Upload

¶°� :6 -6 :»Â ÊWY|f]Y µ{FTP

(FTP Client) ËÁ���  Ã|¿�Ì³ (FTP Server) ËÁ���  Ã|ÀÅ{

http://www.abbyy.com/buy
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Á{ d�Ì] ��{¹:

\ËÁ Ê¿ZÆm �f�³1

\ËÁ       µZ� �{ µÁY �Z] Ê¿ZÆm �f�³1989   ��Âe�YÂeY�]Ó   ®Ë�§}�ÃÉÁ  Z/aÁ�YË    �ËÂ/� �{ Ê

 |Ë{�³ {ZnËY-     µZ� �{ �b�1993    Ê�z� ��Âe ¹Z¿ Ä]"  �/¿�] Ê¸¼e"    d/§ZË Ä /�Âe .   �Y ¥|/Å

   \ËÁ {ZnËY�Ì�Á   Ê¿ZÆm(www)          ¿Á�f°·Y ­�Y|/» Á �]Z/À» Ä/] ½Z�M Ê��f�{ /°Ì  �{ {Â/mÂ» Ê

°^�È  {Â] Êf¿�f¿Y . \/ËÁ  �Ì/�Á                » ­�Y|/» Á {ZÀ/�Y ¹Z/¼e Ä/¯ d/�Y É|/¿Á� Ê¿Z/Æm   �{ {Â/mÂ

�eÂÌb¼¯  ÉZÅ Y� ¦¸fz» Ä¯     �Y{ dÌ «Â» ½ZÆm ��Y�� �{¿ ] |  Z ¶�Á ºÅ Ê»|ËZ¼¿ . �´Ë{ c�Z^� Ä]

  \ËÁ  �Ì�Á �Â¼n» Ê¿ZÆmÄÊË    Ê¿Á�f°·Y {ZÀ�Y Á ­�Y|» �Y  d�Y ] Ä¯  Ä   ¹Z/¿   \/ËÁ cZv¨/�  {Z/Ë

Ê»|¿Â�Á] Z �^e�» ºÅY|Àf�.) ¶°�7-6(.

 ¶°�7 -6\ËÁ cZv¨�°^� �{ {ÂmÂ»Èf¿Yd¿�

 \ËÁ Äv¨�2:n»¼�ÂÄ  ÊË      Ì¿Á�f°·Y {ZÀ/�Y Á ­�Y|/» �Y Ê/°  /] ¶�/f» Z  v¨/� Y� º/ÅÈ \/ËÁ

Ê»|À»Z¿.

dËZ� \ËÁ3:�Â¼n»Ä ÊË] �^e�» \ËÁ cZv¨� �Y ZdËZ� \ËÁ Y� ºÅÊ»|ÀËÂ³.

˺ World Wide Web (www)
˻ Web page
˼ Website

http://www.abbyy.com/buy
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 dq)`³:(4

 °^� ÉÁ�È   d/q Ä] Ä¯ Êf¿�f¿Y(Chat)    �ËÁ�/� �Y Ê/°Ë ,d/�Y ¥Á�/ »  ÉZ/Å  Á µÂ/¼ »

   Z�u Ä] d¿�f¿Y ¥Á� »[ Ê»|ËM .�Z¯ZÀ¯           Z] Ã�Á� Ä¼Å µÂ¼ » �ËÁ�� ¾ËY �Y Ã{Z¨f�Y Z] Êf¿�f¿Y ½

Zf�Á{½   Â´f¨³ Ä] {Ây Ê»      ¦¸fz» cZ�Â�Â» ÉÁ� Á |¿�Y{�aµ{Z^e ��¿ Ê»|ÀÀ¯ .    �ËÁ�/� ¾/ËY

  Ì¿Á�f°·Y d�a ¥Ôy�]Ê°     -{�Y|¿ Ê¿Z»� �Z�f¿Y Ä] É�ZÌ¿         Á Ã|Àf/��§ �/�Âe ¹ZÌa ½{Zf��§ ÊÀ Ë

 Ã|¿�Ì³ ��Âe ¹ZÌa d§ZË�{c�Â� ½Z»�¼Å 0Z^Ë�¬eÊ»{�Ì³ ) ¶°�8-6.(

¹ZÌa ÉZÅÊ¿M1

   Á c�Æ�µZ¼ f�Y�Ì�Á Ye©Z ÉZÅdq(Chat)Z�Z¬e ÉZÅ  Ê Ì/�Á /] �{ Y� Ä  ½{�ÁM {Â/mÁ

ºf�Ì� ®Ë¹ZÌa ½{Zf��§ �Â�À¼] ÉZÅ�Z¯ Ze {Â¼¿ {ZnËY Ê¿M /À¯     Ä/¿Â³ pÌ/Å ½Á|/] |/À¿YÂf] ½Z

 ¹ZÌa Ê¿Y�´¿  ÉZÅ     �z� Ä] Y� {Ây     f��¨] Ä¿Z»�v» ¶°� Ä] ��¿ {�Â»À   Z�Z¬e ¾ËY Á |  ZÅ   Ä/] �nÀ»

¹ZÌa ºf�Ì� {ZnËY Á Ä �Âe ÉZÅÊ¿M(Instant Messaging)|Ë{�³) ¶°�9-6 .(

   �Z¯ ºf�Ì� ¾ËY �{ZÀ¯½ Ê» ¹ZÌa |À¿YÂe  ÉZÅ  ] Y� {ÂyÄ       |Àf/��¨] �/�¿ {�Â/» �z�   ½Á|/] ,

�¯ Ä°ÀËY�Z¯ �Y É�´Ë{ZÀ¯Y �{ {ÂmÂ» ½edq ©Z(Chat) ¹ZÌa|À¯ d§ZË�{ ZË Ã|¿YÂy Y�. �Á�»Y

¹ZÌa ÉZÅÊeM(Instant Messaging)�{d¿�f¿Y ÉZÅ{�Y{ {ÂmÁ É{| f»-|À¿Z»:

˽ Chat
˺ Instant Messaging

http://www.abbyy.com/buy
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«¹ZÌa�Á|ÀËÁ ½Z��(Window Messenger)

«¹ZÌa ÂÅZË ½Z��(Yahoo Messenger)

«Ìa¹Z ¶Ì» cZÅ ½Z��(Hotmail Messenger)

«¹ZÌa ½Z��­Zf·Za(Paltak)

«Ìa¹Z ½Z��(Eyeball)

�Å  Ä°^� �Y ®Ë  ÉZÅ    ½{Zf��§ ½Z°»Y ©Â§¹ZÌa   ÉZ/Å   ÂË|/ËÁ Á É�ËÂ�/e ,ÊeÂ/�Ë  ÉY�/] Y� Ê

�Z¯¾¯ ºÅY�§ Ê»   Á {�Z�¾¯�Z¯ Ê»  ¶ËZ§ �YÂ¿Y |¿YÂe Á¹ZÌa�Z¯ Ä] Y�¾¯ É�´Ë{ c�Â� Ä] Ä] Ê¿M

 ¿Z»�v» ¶°�Ä   |f��¨] Ä¿Z»�v» �Ì£ ZË .Ä¿Â¼¿ Z¼�  Ê/Ë  ¾/ËY �Y /Ìa¹Z ½Z/��  Z/Å  ¶°/� �{ Y�11-6

»|ÅZ�ÃÊ»|ÌÀ¯ .

 ¶°�9 -6 �YÂ¿YInstant Messenger

IM Yahoo
IM windows

IM Eyeball IM Paltalk

IM Hotmail

http://www.abbyy.com/buy
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µÂ¯ÂeÁ�a ��Âe �Á{ ÃY� �Y  Ê��f�{dÀ¸ee

¯ÂeÁ�a dÀ¸eÂ·Ê��YÁ Ä] Ä¯ d�YÈ½MÊ»�eÂÌb¼¯ Ä] ½YÂe ZÅY� �YY|Ìa Ê��f�{ �Á{ Ã{�¯ .

�eÂÌb¼¯ËZÅÊ½M �{ �ËÁ�� ¾ËY Ä¯ZÅY� Ã�ZmY ¾ËY |�Z] µZ §Ê»Å{À|e�Z¯ ZÀ¯ ÃY� �Y |À¿YÂf] ½Z

 Z] �Á{ ½M  ZÅY �] �Z^e�      �Y Êy�] Á Ã{Â¼¿ �Y�«¹Y�³Á�aZÅÉ    |/ÀÀ¯ ºÌ/�Àe Á Y�mY Y� ½Z� .   ½YÂ/À� Ä/]

    ®Ë �{ µZj»½ÂfÀÅÂa ¶�v» , Ê»          É�/¯�» �eÂ/Ìb¼¯ Ä] {Ây �eÂÌb¼¯ ��Âe {Ây µ�À» �Y |¿YÂe

½ÂfÀÅÂa   dÌ·Z § Á Ã|� ¶�Á ÉZÅ»   µZ/j»Y Z/Ë ��Â¯ Ä] �Â]�Y� ½M /n¿Y |/Å{ ¹Z .Z¿   |/ËZ^¿ Ä/f¨³

³~   dÌ·Z § ¾ËY Ä¯ d�Y  ZÅ   {Á|v» {�YÂ» Z�] �{ Ê»|�Z] .      �Z¯ ¹Z¿ dÀ¸e ªË�� �Y µZ�eY ÉY�]¾¯  Á

 d�Y ¹�Ó �Â^� �»�) ¶°�10-6 .(

 ¶°�10-6 :Ä¿Â¼¿ ÊËdÀ¸e �ËÁ�� �Y

˺ Telnet

http://www.abbyy.com/buy
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�RµYZÅ

1..d�Ìq d¿�f¿Y

2.°^�ÈËY �Â�À» Äq Ä] Á µZ� ¹Y|¯ �{ µÁY �Z] d¿�f¿Y.|Ë{�³ {Zn

3.Ânf�m Ä¿Â´q ,\ËÁ �{ Y� cZ�Ô�YÊ»|ÌÀ¯.

4..d�Ìq d��Æ§ Á Ânf�m ¾Ì�Z» ¾Ì] ©�§

5.�ËÁ�� ÉZÅ¹Y|¯ d¿�f¿Y Ê�Z�Y ZÅ.|¿Y

6.FTP �Y {�YÂ» ¹Y|¯ �{ Á d�ÌqMÃ{Z¨f�Y ½Ê».{Â�

7.¿Á�f°·Y d�a {�Â» �{ ��� Ä�°Ì|Ì�ËÂÀ] Ê.

8.TelentqÌÃ{Z¨f�Y ½M �Y {�YÂ» Äq �{ Á d�Ê».{Â�

9.Á \Ë�Ì�Á Á d�Ìq Ê¿ZÆm�¬¿Äq d¿�f¿Y �{ ½MÊ».|�Z]

10. \ËÁ�Ì�Á.|Ë{�³ {ZnËY {Zn¯ �{ Á µZ� ¹Y|¯ �{ Ê¿ZÆm

11. \ËÁ�Ì�Á µZ� �{ Ê¿ZÆm1993.d§ZË Ä �Âe �z� ¹Y|¯ ��Âe

http://www.abbyy.com/buy
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ºf¨Å ¶�§

 ®Ì¿Á�f°·Y d�a(E-mail)

d�Ì] ��{Á�Â¹:

ËZÀ�MÌ¿Á�f°·Y d�a Z] Ê°Ê
Är¿ZÀq    ¯ ¾Ì¼Å º�� ¶�§ �{  {Â¼¿ Ä ·Z�» [Zf     ·Â¼ » �Y Ê°Ë Ê°Ì¿Á�f°·Y d�a ,|Ë  Á ¾Ë�f

�ÂÆ�» �ËÁ�� ¾Ë�e  ÉZÅ [Â�v» Êf¿�f¿Y Ê»{{�³-        Ä¯ ½Ze ½Zf�Á{ ÉY�] |Ì�Z] Äf�YÂy ÃZ³�Å

 �Â�¯ �{  ÉZÅ |¿� k�ZyÃ Ê» Ê³ Ä»Z¿ |ÀÀ¯  ÊË  �Á� |ËZ� |Ìf��¨]  ZÅ  Äf¨Å Êfu ZË ZÅ µÂ�|�°] Á

     e ªË�� �Y �³Y ºÅ ZËÌ    ½Zf�Á{ Z] ½Â¨¸    |ÌÀ¯ �Y�«�] �Z^e�Y É{ZË� ¥��»       d/�Y{ |/ÅYÂy Ê/a �{-

          Ä»Z¿ Ze Ã{Â¼¿ ºÅY�§ Y� ½Z°»Y ¾ËY Ê°Ì¿Á�f°·Y d�a ¾ËY �]ZÀ],ZÅ  ÂË|ËÁ ,�ËÁZ�e ZÅ cZ�Ô�Y Ã�Ì£ Á

     d¿�f¿Y ªË�� �Y Y�   �Â� Ä]      |Ìf/��¨] ½Zf/�Á{ Ä] Ê¿M .           d�/a ª/Ë�� �Y Ä/^eZ°» Á µZ/��Y ÉY�/]

¿Á�f°·YÌ®Ë ,Ê°ÄËZaZ�eY ,�eÂÌb¼¯»Z¿�] ®Ë Á d¿�f¿Y Ä] µÈ¿Á�f°·Y d�aÌd�Y ¹�Ó Ê°.

dËZ�  ÉZÅ    {Z¨f�Y ½Z°»Y Ä¯ {�Y{ {ÂmÁ É{| f» Êf¿�f¿YÇ /°Ì¿Á�f°·Y d�a �Y ½Z´ËY�Ê �{ Y�

�Z¯ �ZÌfyYÀ¯  �Y�« Êf¿�f¿Y ½ZÊ»|Å{-|À¿Z»:

« ÂÅZË dËZ�

«cZÅ dËZ�¶Ì»

«¶³Â³ dËZ�

«Z» dËZ�ÉÉÁ

Äf°¿:

¬§ Z¼� ¶�§ ¾ËY �{�Á|À� Z]d�a ©|� |ÌÅYÂy ZÀ�M ÂÅZË Ê°Ì¿Á�f°·Y.

http://www.abbyy.com/buy
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 Ê°Ì¿Á�f°·Y d�a ©Á|À� �Ìv» Ê§� »))ÂÅZË((
     Âv¿ ºÅ{�ZË ¦À� [Zf¯ �{ Z¼�Ç       d¼�/« ¾ËY �{ ,|ÌfyÂ»M Y� Ê°Ì¿Á�f°·Y d�a ©Á|À� �Y Ã{Z¨f�Y Á {ZnËY

¬§�|� |ÅYÂy Ê§� » Z¼� Ä] ÂÅZË Ê°Ì¿Á�f°·Y d�a �Ìv».

Y Ã{Z¨f�Y¿Á�f°·Y d�a �Ì°Ê10

É�Y�«          �eÂÌb¼¯ ®Ë d�ËZ] ,Ê°Ì¿Á�f°·Y d�a �Y Ã{Z¨f�Y ÉY�] |� Äf¨³ Ä¯ Y� °^� Ä]È d¿�f¿Y ¶�Á Äf�Y{

       ¼ËY ZË Ê°Ì¿Á�f°·Y d�a �Y ºÌ¿YÂf] Ze ºÌ�Z]Ì  ºÌÀ¯ Ã{Z¨f�Y ¶ .   Ê» ¶¯ �{ Z¼�         ÉY�/] Ê/°Ì¿Á�f°·Y d�/a �Y |/Ì¿YÂe

  Ä»Z¿ ,cZ�Ô�Y µ{Z^e,ZÅ¹Z¤Ìa  ZÅ  f�Y Ã�Ì£ Á ËZ¼¿ Ã{Z¨Ì| .cZ�Ô�YÁ¹Z¤Ìa ÉZÅZ¼�Ê»   ¶»Z/� |/¿YÂe   �ËÂ�/e ,Y|/�

   |�Z] Ã�Ì£ Á ÂË|ËÁ .  ³ |ËZ^¿ Äf¨³Z¿~                /Ë Ê/°Ì¿Á�f°·Y d�/a Á dËZ/� �Y Z/nÀËY �{ Z/» d/�Y      Á ¾Ë�f·Â/¼ » Ä/¯ ÂÅZ

·ÁY|f»       Ã{Z¨f�Y Ä¿Â¼¿ ½YÂÀ� Ä] d�Y Ê°Ì¿Á�f°·Y d�a ¾Ë�f  Ê/» ºÌ/À¯  .         µZ/��Y Z/Ë Á d/§ZË�{ ÉY�/] ¹Z/¤Ìa  ÉZ/Å

°·Y|ÌÀ¯ ¶¼� �Ë� �Á� Ä] Ê°Ì¿Á�f:

1.{ �{ Y|f]YË¾°ËM ÉÁ� ½Ze �eÂÌb¼¯ _Ze ®�|ÌÀ¯ ®Ì¸¯.

2.�{È¸Ì»��{M1|ÌÀ¯ `ËZe Y� Êf¿�f¿Y ��{M ¾ËY ,:COM.YAHOO.WWW) ¶°�1-7(

˺˹ Electronic mail (e-mail)
˺ Address-bar

 k�{ ¶v»M³ ��{Ì,Ã|¿�

Y�]É�{Ëd§ZaZ¯Ê �Y

YË¼Ì¶¸�YÊ

¼¯{È¶ËZ§ ½{�¯ Ä¼Ì¼�

Ze ¶v»Ë`Ä»Z¿

�Â�Â» k�{ ¶v»

 k�{ ¶v»M³ ��{ÌÃ|¿�

¼¯{ÈµZ��Y

http://www.abbyy.com/buy
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94

3. Èv¨� �{    ÉÁ� ÂÅZË¾�aMMAIL   -|ÌÀ¯ ®Ì¸¯   v¨� c�Â� ¾ËY �{È   � Ä] É{Á�Á ©Á|À

d�a¿Á�f°·YÌ°�Z] ÊÊ»{Â�.

4. v¨/� d�Y� d¼�« �{È   Ã|/� �Z/]Yahoo IDÁpassword     Ä/] Z/e |/ÌÀ¯ ¶/yY{ Y�

 |ËÂ� {�YÁ Êf�a ©Á|À�) ¶°�2-7.(

5.   v¨� `q d¼� �{È     ÉÁ� Ã|� �Z]¾�aMInbox   ,|ÌÀ¯ ®Ì¸¯      ¾/ËY ÉÁ� ½{�¯ ®Ì¸¯ Z]

d�a ¹Z¼e ¾�aM ÉZÅ®Ì¿Á�f°·Y|ÅZ�» Y� Ã|� d§ZË�{Ã |ÌÅYÂy {�¯) ¶°�3-7.(

6.   d¼�« �{Subject  ¼ËY ÉÁ�Ì        ¼ËY Á |/ÌÀ¯ ®/Ì¸¯ Ã|� d§ZË�{ ¶ /Ì  �Z/] ¶  Ê/»  {Â/�

)¶°�4-7 .(        �Y  x�Za Ã|Àf��§ �z� Ä] |Ì�Z] Äf�YÂy ÃZ³�ÅWY ÌÀ¯ Ä   ÉÁ� | [Z/zf¿Y

Reply  |ÌÀ¯ ®Ì¸¯       ,Ã{Â¼¿ k�{ Y� {Ây ÃYÂz·{ ¾f» Á   /¼¯{ �b�ÈSend    �Z�/§ Y�

|ÌÅ{.

¿Á�f°·Y ¹ZÌa ®Ë ½{Zf��§ ÉY�]|ÌÀ¯ ¶¼� �Ë� ¶°� Ä] |Ë|m ®Ì:

1. ÉÁ� Êf�a ©Á|À� d¼�« �{ ¾�aMNewÌÀ¯ ®Ì¸¯|.

2. d¼�« �{To��{M|ÌÀ¯ `ËZe Y� Ã|¿�Ì³ Êf�a.

3.   d¼�« �{Subject  ¼ËY �Â�Â»Ì   ,Ã{Â¼¿ k�{ Y� ¶    /¼¯{ �b/�ÈSend     |/ÌÅ{ �Z�/§ Y�.

¼ËYÌ|� |ÅYÂy Ã{Zf��§ Z¼� ¶.) ¶°�5-7.(

¶°�1-7 :v¨�ÈÂÅZË

http://www.abbyy.com/buy
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 ¶°�2 -7 :v¨�È Ä] {Á�Á

Ê°Ì¿Á�f°·Y d�a ©Á|À�

 ¶°�3 -7[Zzf¿YInboxÊ°Ì¿Á�f°·Y d�a ©Á|À� �{

Ze ¶v»Ë`IDËZÂÅ

Ze ¶v»Ë`�»�

http://www.abbyy.com/buy
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 ¶°�4-7 :Ìa¤¹Z ÉZÅd§ZË�{Ã|�Ê°Ì¿Á�f°·Y d�a ©Á|À� �{

 ¶°�5 -7 :v¨�ÈÌa µZ��Y¤ |Ë|m ¹Z)Ê°Ì¿Á�f°·Y d�a ©Á|À�(

http://www.abbyy.com/buy
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 d�Ì] ��{ Á¹�ZÆq:

¶ËZ§ ½{�¯ Ä¼Ì¼�ZÅ
  ¶ËZ§ ½{�¯ Ä¼Ì¼� ZÅ¼ËY Ä]Ì¶¼Æ» �Y Ê°Ë|Ì¨» Á ¾Ë�f   Ê/°Ì¿Á�f°·Y d�/a ©Á|À� Ä¯ d�Y ÊeZ¿Z°»Y ¾Ë�e

   ¶Ì¼ËY �ËZ� Á ÂÅZË  ZÅ Y� ½M   �Ìa Z¼� Ä]�° Ê»|À¯ .   �Y Ã{Z¨f�Y Z] Z¼�             ,½Z/e ¶/Ì¼ËY ¾f/» �/] ÃÁÔ/� ½Z/°»Y ¾ËY

Ê» ¶ËZ§ |Ì¿YÂe  ÉZÅ      Ä] Y� ÊeÂ� Á ÊËÁ|ËÁ ,ÊÀf» ,É�ËÂ�e  ½Zf�Á{ Ä] Á Ã{Â¼¿ Ä¼Ì¼� ¶Ì¼ËY ��¿ {�Â» �z� ZË

|Ë�Y|] µZ��Y .|ÌÀ¯ ¶¼� �Ë� �Á� Ä] ¶ËZ§ ®Ë ½{�¯ Ä¼Ì¼� ÉY�]:

1 .LY|f]Y{�YÁ ,|� Ã{Y{ ½Z�¿ ©Â§ �Á� �{ Ä¯ Ê°Ì¿Á�f°·Y d�a ©Á|À� �{|ËÂ�.

2. ÉÁ� �b�¾�aMNew|ÌÀ¯ ®Ì¸¯.

3.��{M®Ì¿Á�f°·Y d�a d¼�« �{ Y� Ã|¿�Ì³ToÌÀ¯ {�YÁ|.

4.¼¯{ÈfileAttach�nÀa �Y Á |ÌÅ{ �Z�§ Y�Ç Ã|� �Z]¾�aMChoose  File Á Y�fÌ «Â» �b� Ê

 |ÌÀ¯ ®Ì¸¯ ¶ËZ§ ÉÁ� Á ÊËZ�ZÀ� {�Y{ �Y�« ½M �{ ¶ËZ§ Ä¯ Y�) ¶°�6-7 .(

5.ËZ§ [Zzf¿Y �Y | ]¼¯{ ¶ÈOk¼¯{ �b� Á Y�ÈAttach file -|/ÌÅ{ �Z�§ Y�    Z¼/� ¶/ËZ§ d/ËZÆ¿ �{

|� |ÅYÂy Ä¼Ì¼�.

 ¶°�6-7 :½{�¯ Ä¼Ì¼� ÉY�] ¶ËZ§ [Zzf¿Y

http://www.abbyy.com/buy
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¹ZÌa Z] �Z¯ ÉZÅ ®Ì¿Á�f°·Y
   ¹ZÌa d§ZË�{ �Y | ]  ÉZÅ  ¹ZÌa Á Ê°Ì¿Á�f°·Y  ÉZÅ       Z¼/� ,Ê/°Ì¿Á�f°·Y d�a ©Á|À� �{ {ÂmÂ»  Ê/»  |/Ì¿YÂe

Ìa¹Z ZÅ ,¥~u ,µZ¬f¿Y �´Ë{ �|·Â§ Ä] �|·Â§ ®Ë �Y Y� SpamÌÀ¯ ­�Z» ZË| . ¹Z/Ìa Ä¯ Êe�Â� �{  Z/Å  ¥~/u Y�

¹ZÌa ½|¿YÂy Ä] �{Z« �´Ë{ ,|ÌÀ¯ ÉZÅ{Â] |ÌÅYÂz¿ Ã|� ¥~u .

�Move: ¾ËY �Y Ã{Z¨f�Y Z]¾�aMZ¼�Ê»|·Â§ ®Ë Ä] Y� ½Ze ÃYÂz·{ ¶Ì¼ËY |Ì¿YÂe�|ÌÅ{ µZ¬f¿Y �´Ë{.

�Mark:  ¾ËY �{    �ZÆq Zm¾�aM    {�Y{ {ÂmÁ �´Ë{ Ê��§.Z³�ÅÃ       Y� Êf§ZË�{ ¶Ì¼ËY Ä¯ |Ì�Z] Äf�YÂy

 Ä¯|� Ã|¿YÂy(Mark as read) |�¿ Ã|¿YÂy ZË(Mark as unread)   �f�/Ì] \/Ì¬ e ÉY�] ZË

ÌÀ¯ Ê¿Z�¿ |(flag for follow up) ¾ËY �Y¾�aMËZ¼¿ Ã{Z¨f�YÌ|.

�Spam:    ¼ËY |Ì�Z] Äf�YÂy ÃZ³�ÅÌ¶  ÉZÅÄf�YÂyZ¿ Ê] , Á ¹ÂÆ¨»       {�YÁ Z¼� Êf�a ©Á|À� Ä] Ê§Z�Y

    ¾ËY �Y |¿Â�¿¾�aM  |ÌÀ¯ Ã{Z¨f�Y .     ¼ËY Y|f]Y �Z¯ ¾ËY ¹Zn¿Y ÉY�] /Ì          ­�Z/» ®/Ìe Y� Ã|/� d/§ZË�{ ¶

   ¼¯{ �b� Á Ã{Â¼¿ÈSpam   |ÌÅ{ �Z�§ Y�.  |ÀËM �{Ã    ¾ËY �YM       Z¼/� Êf�a ©Á|À� �{ ¶Ì¼ËY ��{

|»M |ÅYÂz¿.

�Delete:     ¼ËY Ä¯ |Ì�Z] Äf�YÂy ÃZ³�Å /Ì      |/¿YÂy �Y |/ ] Y� ¶½  /]  Ä         d�/a ©Á|À/� �Y º/ËY{ ¶°/�

      ¾ËY ,|ÌÀ¯ ¥~u ½Ze ®Ì¿Á�f°·Y¾�aM|Ë�^] �Z¯ Ä] Y�.    �b/� Á Ã{Â/¼¿ ­�Z/» ®Ìe Y� ¶Ì¼ËY Y|f]Y

¾�aMDelete|ÌÅ{ �Z�§ Y�.

 ¶Ì¼ËY ÉZ�»Y
 ¶Ì¼ËY ÉZ�»Y1      Ä¯ d�Y ÊÅZeÂ¯ ¹ZÌa c�Â� Ä]¸Ì¼ËY �Å �ÌyY d¼�« �{ ®ÌeZ»ÂeYÊ  Zf/��§ Ä/¯Ã{

Ê»Â�{ �Y�« Ê»{�Ì³ .Z¼� Ê»             |/ÌÀ¯ k�{ ½Z/e ¶Ì¼ËY ÉZ�»Y �{ |Ì�Z] Äf�YÂy Y� Är¿M �Å |Ì¿YÂe- Á  Ê/·

  Z�»Y ¾ËY 0Y�j¯YZÅ       cZ�Ô�Y �Y Ê�Zy {�|Àf�Y ®Ë ÉY�Y{ ¶Ì¼ËY É Ê»-|�Z] Ä]        Ê/°Ë �{ Z¼/� µZj» ½YÂÀ�

 c�Y�Á �YÄ¿ZyZÅ    �Z¯ Êf·Á{ cY�Y{Y ZË Ê» Á |ÌÀ¯ Ê»   ¸Ì¼ËY �Å �{ |ÌÅYÂyÊ Ä¯  Ê/»    ¶/v» ,d�/a |Ìf/��§

 Ã�Z¼� ,�Z¯  ÉZÅ          ÉZ�/»Y �Y c�Â� ¾ËY �{ {Â� Ã{Zf��§ �Ì¿ ®ÌeZ»ÂeY ¶°� Ä] ½Ze ��{M ¶Ì¼ËY Á �Z¼e

 ZË ¶Ì¼ËY(e-signature)|ÌÀ¯ Ã{Z¨f�Y.

˺ E-mail signature
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¶Ì¼ËY ÉZ�»Y {ZnËY
�yZ� �Y Ê°Ë Ä¯ ¶Ì¼ËY ÉZ�»Y �Y Ã{Z¨f�Y Á {ZnËY ÉY�] ÉZÅ�Ë� �Á� Ä] d�Y ®Ì¿Á�f°·Y d�a ºÆ»|ÌÀ¯ ¶¼�:

1.|ËÂ� Ê°Ì¿Á�f°·Y d�a ©Á|À� {�YÁ Y|f]Y.

2.v¨� d�Y� d¼�« �{È ÉÁ� Ê°Ì¿Á�f°·Y d�aÈÀË�³Option|ÌÀ¯ ®Ì¸¯ .

3.v¨� d�Y� d¼� �{È ÉÁ� Ã|� �Z]¾�aMSignature¯¸|ÌÀ¯ ®Ì.

4. �Ë� �{signature¾�aMshow signature on all outgoing messages Y�®Ì¸¯|ÌÀ¯.

5.^ m �{È» Ê·Zy|Ì�ËÂÀ] Y� {Ây cZ�z�.

6.¼¯{ÈSave changes|ÌÅ{ �Z�§ Y�.

�RµYZÅ
e.6ĬŊúå øìúŽƃńĮìŵģ ĬŊÝ
f. ŀžåøħƄĽŀúžë ŻĤúħ øĮžŉ ĬŊÝ ƀħ ĬĨŊŽ ģŃ øìúŽƃńĮìŵģ ĬŊÝ.
g. ŀžåŐŮŽŀúžë ŻĤúħ ģŃ øìúŽƃńĮìŵģ ĬŊÝ.
h.6ĿŃģĿ øŎŮŽ  ƀå īĤšƒřģ ųĿĤĨĭ ŃĿ øìúŽƃńĮìŵģ ĬŊÝ
i. ƀå ŃĿ øìúŽƃńĮìŵģ ĬŊÝ ŅģīŃƄő ſĿĤŪĮŉģ ÷ĿŃģƄŹøŹ6Ŀńúï
j.ƀźúźŕ ƀŽƄðå ģŃ ŴùĤũøŹ6ŀúžë
k.ėŴùĤũ ŻĿńë ƀźúźŕ Ĥù ÷ĤƁƃ øĭƄőŻĤìŹģ øìúŽƃńĮìŵģ ĬŊÝ ŃĿ ÷ńùƄŒĭ6Ĭŉģ ńùłÝ
l.ģŃ ŴùĤũ ſŅģŀŽģ ƀå ĤĭøŹ6Ŀńë ƀźúźŕ øìúŽƃńĮìŵģ ĬŊÝ ŃĿ ŻģƄĭ
m. Ņģ ŃƄŞžŹ ƀå ƀħ ƃ ĬŊúå Ŵúźùģ ÷ĤŖŹģėīŃƄő ſĿĤŪĮŉģ ŻøŹ6Ŀńúï

ed.ĿĤĶùģ ŋƃŃŀúžë ŻĤúħ ģŃ øìúŽƃńĮìŵģ ĬŊÝ ÷ĤŖŹģ.
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ºf�Å ¶�§

ZÀ�MË Z] ÊÃ|ÀÀ¯�Á�»ZÅ1(Browsers)
d�Ì] ��{ÁºnÀa:

�Á�»Ã|ÀÀ¯(Browser).d�Ìq

�Á�»Ã|ÀÀ¯   ��Á�] \ËÁ ZË11d§Z��ËÁÉ    |ÅZ�» ½Z°»Y Ä¯ d�YÇ  �Z¯ ÉY�] Y� \ËÁ¾¯ /§� ºÅY

Ê»-|ËZ¼¿   �Á�» ,�´Ë{ c�Z^� Ä]Ã|ÀÀ¯  \ËÁd§Z��ËÁ  d/�Y É        �ËÁ�/� �eÂ/Ìb¼¯ Z/] Ä/¯ |/ÀÅ{Ç

\ËÁ12�Ô�Y Á Ã{Â¼¿ �Y�«�] �Z^e�Y{�Ây�]Ê¿Â¿Z«Y �Â¯~» �eÂÌb¼¯ �Y Y� ��¿ {�Â»y~Ê» Á |À¯

�Z¯ �eÂÌb¼¯ �{ Y� \ËÁ cZv¨�¾¯�ËZ¼¿Ê»|Å{.�Á�»Ã|ÀÀ¯ ZÅ¼m�e Z] ¾ÌÀr¼ÅÈ cY�Âf�{

HTML       �Z¯ ÉY�] Y� \ËÁ cZv¨� ÉYÂfv» ,¾¯ �ËZ¼¿Ê»Å{À|   � Ä] ÁÄÌ¸¼ËZÅÊ   µZ/ § |À¿Z»

µZ�eY ½{�¯ ZÅ�Y x�ZaWYÄÊ»À¯À |) ¶°�1-8( .

) ¶°�1-8(|ÀÀ¯�Á�» Çfirefox
�Á�»|ÀÀ¯ÇFirefox v¨�È �Z£M  �Á�� ZË     �ËZ¼¿ Y� dËZ� \ËÁ ®ËÊ»|Å{.·Â¼ »  Á ¾Ë�f

�ÂÆ�»Á�» ¾Ë�e�Ã|ÀÀ¯ ZÅ �Á�» ,�/�Zu µZu �{ |/ÀÀ¯ÇIE13 ÁMozilla Firefox Ê/» /�Z]|.

˺ Browsers
˺˺ Web-Browser
˺˻ Web-Server
˺˼ Internet Explorer
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�Z¯½ZÀ¯�Á�» Á{ ¾ËY �Y Ã�YÂ¼Å d¿�f¿YÃ|ÀÀ¯d�{ dÆmÃ{Z¨f�Y \ËÁ cZv¨� Ä] Ê]ZËÊ»|ÀÀ¯ .

Z¼¿ Z¼�Ë Á{ ¾ËY �Y Êd§Z��ËÁ ¶°� �{ Y�2-8Ã|ÅZ�»Ê»|ÌÀ¯:

 ¶°�2 -8:
�Á�»Ã|ÀÀ¯ ÉZÅIE Á

Mozilla Firefox

Ã|ÀÀ¯�Á�» �YÂ¿Y
�Á�»Ã|ÀÀ¯ ÉZÅ ZË \ËÁWeb-Browsers�YÂ¿Y ÉY�Y{ Ê¨¸fz» |¿YZÀ°e d§��Ìa Z] Á É�Â·

f¿Y Á�Á�» d¿�Ã|ÀÀ¯ ZÅÄ �Âe �Ì¿Ê»§��Ìa Á |À]ZËfÄ�eÊ»|¿Â�.

�Á�» Ä°ÀËY ¦�Á Z]Ã|ÀÀ¯ ÉZÅ{�Y{ {ÂmÁ É{| f»-�Á�» c�Æ� �Y ºÅ �ÂÀÅ Ê·ÁÃ|ÀÀ¯ ÉZÅIE
 ÁMozilla Firefox�Á�» Á{ ¾ËY Á d�Y Ã|�¿ Äf�Z¯|ÀÀ¯Ç Æ�/» ½Z¯Z¼¯ \ËÁ µÂ/¼ » Á �Â

    |/¿Y Ã|/¿Z» Ê«Z] .�Á�» Ã|/ÀÀ¯   Z/Å    �/�¿ �Y   {�/¯ ¶/¼�     ¶/¯ c�Â/� Ä/]    ¶/¼� Ä]Z�/»  Ê/» |/ÀÀ¯ .

�Á�»Ã|ÀÀ¯ ÉZÅ�Y |¿Y c�Z^� d¿�f¿Y Ä°^� �{ {ÂmÂ»:

1.Internet Explorer
2.Mozilla Firefox
3.Avant Broswer
4.Google Chrome
5.Opera
6.Slim Broser
7.GoSurf Browser

 Z¼�¾°ËM�Á�»Ã|ÀÀ¯ ÉZÅ� �{ Y� ©Â§Ã|ÅZ�» �ËÊ»|ÌÀ¯.
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 d�Ì] ��{ Áº��:

�Á�» �Ìv» Ê§� »|ÀÀ¯ÇIE

 ¶°�3 -8 :v»�ÌÁ�»�|ÀÀ¯ÇInternet Explorer)(IE

 �ÁÌdZ¼¿Ë�Ã|ÀÅ{

v¨�È�ËZ¼¿

��{M k�{ ¶v»

¸Ì»ÈÉ�ZÌ » ¶ËZ�Á

¸Ì»ÈÉ�ZÌ » ¶ËZ�Á

¸Ì»È½YÂÀ�
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 µÁ|m1-8 : {�°¸¼�Ê� ]Ä¼¯{ �Y ÉZÅ �{ {ÂmÂ» ¹Y�³Á�aIE

|Ì¸¯ ¹Z¿|Ì¸¯ ¶°�Ê¸¼� Ä¯ ½M Z]Ê» ¹Zn¿Y{Â�

Back

Forward

Stop

Refresh

Home

Search

Favorites

History

Mail

Print
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�Á�» �Y Ã{Z¨f�YÃ|ÀÀ¯IE
   » �Y Ã{Z¨f�Y ÉY�]�Á�|ÀÀ¯Ç   \ËÁ(IE)     � �eÂÌb¼¯ �{ d¿�f¿Y |ËZ]       ºÌ/�Àe �Ìa �Y Á µZ § Z¼

 -|�Z] Ã|�              ,|/� �Y�/«�] d/¿�f¿Y Z/] Z¼� �eÂÌb¼¯ µZ�eY Ä°ÀËY �Y | ]  Ê/»   Á�» �Y |/Ì¿YÂe� |/ÀÀ¯Ç
Internet Explorer|ÌÀ¯ Ã{Z¨f�Y .Á�» ÉY�mY ÉY�]�|ÀÀ¯ÇIE|ÌÀ¯ ¶¼� �Ë� ¶°� Ä] |ËZ]:

» ÉÁ� Y|f]YÌÂÀÉStart¸¯ Á Ã{Â¼¿ ®ÌInternet Explorer Y�|ÌÅ{ �Z�§.

1.       �Z/¯ ¹Z/¿ |ËZ] ,¹Á�· c�Â� �{¾¯   ÁPassword1        �b/� -|/ÌÀ¯ {�YÁ Y� {Â/y �  /¼¯{ ÉÁÈ
ConnectËZ¼¿ ®Ì¸¯Ì|.

2.»Z¿�]ÈInternet Explorer�Z]Ê»  dËZ/� Z¼� Á {Â�   Ã|/� [Z/zf¿Y ¶/^« �Y |ÅZ�/» Y�Ã
{�¯ |ÌÅYÂy . dËZ� 0ÓÂ¼ »Ì e ¶^«�YÌÃ|� ¾�{Á�»�|ÀÀ¯ÇInternet ExplorerdËZ�

 ))ÂÅZË((Ê»|�Z].

3.Ä¯ Y� ÊfËZ� Êf¿�f¿Y ��{MÊ»  /¸Ì» d¼�/« �{ |ÌÀ¯ |Ë{�Z] |ÌÅYÂyÈ ��{M(Address
Bar)�YÁ{|ÌÀ¯.

4.        �¯Z/] Z/Ë Ä/^ m �{ d/¿�f¿Y �{ Ânf�/m ÉY�/] Y� {Â/y ��¿ {�Â» c�Z^� ZË Ä¼¸¯(Live
Search)¼¯{ Á Ã{Â¼¿ {�YÁÈEnter �Z�§ Y�|ÌÅ{.

5.�Y¶ËZ�Á¸Ì» �{ {ÂmÂ»È¶ËZ�Á|ÌÀ¯ Ã{Z¨f�Y \ËÁ cZv¨� �Y |Ë{�Z] ÉY�].

˺ Password
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 cZ¿Z°»Y �Y Ã{Z¨f�Y Z] dËZ� ®Ë |Ë{�Z]IE
 cZ¿Z°»Y �Y Ã{Z¨f�Y Z] ½Y{�³Z�Internet Explorer �Y Á |ÀËZ¼¿ �Z] Y� �Ë� dËZ�M |Ë{�Z] ½

|ÀÀ¯:

1.»Z¿�]ÈInternet Explorer|ÌÀ¯ �Z] Y�.

2. ��{M k�{ ¶v» �{ Y� ©Â§ ��{M(Address bar)ËZ¼¿ {�YÁÌ|.

3.d¼�« ÉZÅdËZ� ¾ËY ¦¸fz»Y� �Y Ã{Z¨f�Y Z]LinksÄ¼¯{ Á ÉZÅBack ,Forward ,

Stop, Refresh ÁHome|ÌÀ¯ Ê���].
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dËZ� ®Ë �Y �ËÁZ�e ½{�¯ Ã�Ìy}
 § dËZ� �Y {Ây ��¿ {�Â» �ËÁZ�e dÌ·Z1-8d^i {Ây �eÂÌb¼¯ �{ Y�|ÌÀ¯ Ã�Ìy} ZË.

 dÌ·Z § dËZ� d�Y� d¼� ÉÓZ] d¼�« �{1-8 Z¼� ,{�Y{ �Y�« ½Zf�¿Z¤§Y ½Z¼·�Za �Y É�ËÂ�e
Y� ½M|ÌÀ¯ Ã�Ìy} {Ây �eÂÌb¼¯ �{.

1.|ÌÀ¯ d�Y� ®Ì¸¯ ½Ze ÃYÂz·{ �ËÂ�e ZË ½Z¼·�Za �ËÂ�e ÉÁ� ½Zf�¿Z¤§Y ½Z¼·�Za dËZ� �{.
2.» �YÌ Ã|� �ÅZ� ÉÂÀ¿Y[ZzfSave Image As. Y�|ÌÀ¯ ®Ì¸¯.
3.  �{Èv¨�     ½{�/¯ Ã�Ìy} ¶v» Á ¶ËZ§ ¹Z¿ Ã|� �ÅZ�½M  �z�/» Y� ,Ã{Â/¼¿   Ä/¼¯{ �b/�

Save|ÌÀ¯ ®Ì¸¯ Y�.
4. e ¶v» �{ �ËÂ�eÌ|� |ÅYÂy Ã�Ìy} Z¼� �eÂÌb¼¯ �{ Ã|� ¾Ì.

 ¶°�4 -8
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M\ËÁ cZv¨� ��{
        ®Ë ÉY�Y{ \ËÁ Äv¨� �Å d¿�f¿Y �{M » ��{ ] �z�  Ä  ¹Z¿(URL))1(      ¾/ËY Á d�YM ��{

�Zy cZv¨�ºÅ �Y Y� \ËÁ�ËZ¼f» �´Ë{Ê»{�Z�,] Ä|ÌÀ¯ ÄmÂe �Ë� ��{M Ä] µZj» ½YÂÀ�:

     \ËÁ Ä] ª¸ f» Ä¯ ©Â§ ��{M   dËZ�))¶³Â³ ((   ½Z�¿ �«YÁ �{ d�Y|ÀÅ{Ç v¨�È  �Z/£M   ¾/ËY
dËZ� Ê»|�Z] .   ��{M ¾ËY�Zy      d�Y Ã|� ¶Ì°�e �z] �ZÆq �Y .«    ½M µÁY d¼�2(http)  ¹Z¿

µÂ¯ÂeÁ�a�Y�« Ã{Z¨f�Y {�Â» \ËÁ cZv¨� Ä] Ê]ZË d�{ ÉY�] Ä¯ d�YÊ»eÁ�a ¾ËY Á {�Ì³Â µÂ¯
    ¸Ì�Á Á Â´f¨³ ½Z]� ¾ÌÀr¼ÅÈ   �Á�» ¾Ì] �Z^e�YÃ|ÀÀ¯ \ËÁ)3(  �ËÁ�� ÁÇ|ÀÅ{\ËÁ)4(d�Y .  ¹Z/¿

 µÂ¯ÂeÁ�a ¾ËY         d»Ô� Á{ ��Âe ��{M É| ] d¼�« �Y (/)Y|m  Ê/» {{�/³ . ¼�/«   ��{M ¹Á{ d
    ¥�u Ä� ÉÁZu ©Â§(www)  ½Z�/¿ ¾/ËY Á d�Y Ê/» |/Å{   �ËÁ�/� ¾/ËY Ä/¯   �Â/¿ �Y Ã|/ÀÅ{

�ËÁ��  d�Y \ËÁ Ã|ÀÅ{ .      {Á|v» ¹Z¿ ÉÁZu ÓZ] ��{M ¹Â� d¼�« Y� ÊË1  �ËÁ�� Ä¯  �{ Ã|ÀÅ{
 �yM d¼�« Á {�Y{ �Y�« ½MM½Z�¿ Y� Ã{Á|v» �Â¿ ½Ê»|Å{.

�RµYZÅ
1.Á��»Ã|ÀÀ¯qÌ Äq Á d�Ê�¬¿ Y�Y �{É�Z] d¿�f¿Ê».|À¯

2.�Á�» �Â¿ |ÀqÃ|ÀÀ¯Y�Ê»Ì�ZÀ�|Ë�Ì´] ¹Z¿ .|.

3.§Á� » ¾Ë�fÃ|ÀÀ¯�Á�» ZÅ¹Y|¯ ZÅ|Ë�^] ¹Z¿ .|¿Y.

4.�Á�» ¾Ì] ÊeÁZ¨e ÄqÇ|ÀÀ¯IE ÁFireFoxÊ»|ÌÀ¯ ½ZÌ] .|ÌÀÌ].

5.{Z¨f�YÇ|Ì¸¯ ÉZÅSearch ,History ,Forward ÁBackward|ÌÅ{ s�� Y�.

6.\ËÁ ��{M(URL)Y Á d�Ìq.d�Y Ã|� ÄfyZ� �z] |Àq �

˺ Uniform Resource Locator
˻ Hypertext Transfer Protocol
˼ Web-Browser
˽ Web-Server
˺ Domain

{Á|v» �Â¿Ã{Á|v» ¹Z¿�ËÁ�� �Â¿Â¯ÂeÁ�a\ËÁ Ã{Z¨f�Y {�Â» µ
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