
هم
زد

 يا
ف

صن
  -

تر
يو

مپ
ک

سال چاپ: 1398 هـ . ش

کمپيوتر
صنف يازدهم

وزارت معارف 



 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� .

Êz¸] �ËÁ�Ì» |¼v» �Âf¯{

¥�Z » �Ë�Á
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µÁY ¶�§
µÁY ��{

cY�ÌiPe �{ �eÂÌb¼¯Ã|¿�Ê³�Á�»Y
É�Â�Ä¯Ä¼ÅÊ»�»Y ºÌ¿Y{�Y{ {ÂmÁ Zm Ä¼Å �{ �eÂÌb¼¯ �ÁÁ {Ê» ½YÂe {�YÂ» ½Y�Y�Å{�]�Z¯Y� ½M

 {�] ¹Z¿.   ºÅ ½M{�YÂ»É  Z� Ã{ |ËZ� Ä¯Á {Â^¿ �Â�e ¶]Z« ¶^« µ Z/fu  �/¿Y �/°§ �{½N Z/Å   �Â/�y º/Å

 {Â] Ã{�°¿ .  �Á�»Y    dÌ·Z § �Y É�ZÌ�] �{ �eÂÌb¼¯ZÅ     Ê¸�Y ½Z¯�Y �Y Ê°ËÃ|¿�Ê³ �Z¼/� Ä] Ê/»{Á� ,

  dË{ÂmÂ»½M    ���Y Z] ZÆÀe Ä¿-   Á�� dËZÆ¿ Ä°¸]� d�Y É .    Ä] ZnÀËY �{ÓYR� �] Êe  Ê/»    Ä/¯ ºË�Â/y

 Á ½Â³�³{ Y� Z¼� �°§ |ËZ��Â�¤»|À¯.

��¿ Z¼�d¨� Ä] º¸ f» {�Â» �{lËZf¿d �Á ¾ËYÉ�Â·ZÀ°e.d�Ìq

   »�Z� Á {Y�§Y ÄmÂf» ÊeÔ°�» Äq½NZÅËÊ] �eÂÌb¼¯ �Y Ä¯ d�Y Ä c�Â��Ì�Á Ã{Z¨f/�Y Ê/»  .|/ÀÀ¯

cY�ÌiPe|¿� �{ �eÂÌb¼¯ �¬¿ ÁÃ�¿Y Ê³½NZÅ .d�Ìq

  u Ä] Z¼�   Èf�� �{ º¸ f» hÌ    |ËZ] �eÂÌb¼¯cY�ÌiPe  À°e ¾ËYZ   |¿� �{ Y� É�Â·Ã {Â/y Ê³  ,|/Ì¿Y|] Y�/Ë�

   À°e Ä¯ ¾ËY ¾f�¿Y{Z   �{ É�Â·Ã|¿�Ê³    Äq Z¼�cY�ÌiPe  fÌ¼ÅY Á        -d/�Y É�Á�/� �/»Y ®/Ë Äf/�Y{ Ê

�]ZÀ]     huZ^» ¾ËY s�� Ä] Ê¸¯ �Â� Ä] ¶�§ ¾ËY �{ ¾ËYÊ» x�Za Á ºË�Y{�aÓYR�©Â§ cY� /]  �Â/� Ä

ÄWY�Y ºÌ¬f�» �Ì£Ê»ºÌÀ¯.

 {�YÂ»{�]�Z¯�eÂÌb¼¯
d À� �{ �eÂÌb¼¯

�eÂÌb¼¯ { È��� �   d À�cY�ÌiPeÊ Ì�Á Y�     ~³ Z/m Ä] {Ây   /�Y Äf/�Y        Ä/¯ d/¨³ ½YÂ/f] |ËZ/� Á d

  ¾Ë�f�Ì]cY�ÌiPe      ÄmÂf» d À� Ä��� �{ �eÂÌb¼¯|Ì·Âe Á ÊuY��1 d/�Y Ã{Â]. º/Æ» �Y  Á ¾Ë�/e

µÂ¼ »¾Ë�e¶ËZ�Ád À� �{ Äf§� �Z¯ Ä]Ê» ½YÂe Ä]Auto-CAD ÁCAM{Â¼¿ Ã�Z�Y.

    �Y Ã{Z¨f�Y Z] ®ÌeZ»ÂeY ÊuY�� �eÂÌb¼¯2(Auto-CAD):    �Y Ê/°Ë ¶ËZ/�Á É�iR/»

   Ã{Z¨f�Y Z] Ä¯ d�Y    Ã{Z¨f�Y cÓÂ�v» ÊuY�� ÉY�] �eÂÌb¼¯ �Y Ê/» {Â/�.   �{ Ê/�Z�Y ¥Y|/ÅY

˺ Design & Manufacturing
˻ Computer Aided Design
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Y Z] ÊuY���¬§ ,�eÂÌb¼¯ �Y Ã{Z¨f�ÉY�] �ËY�§YËZÆ¿ µ|» ÊuY�� Ád�Y µÂ�v» Ê . µZj» ½YÂÀ� Ä]

d§Z��ËÁ  ÀÌn¿Y ©Â§Ì�ÉZÅ Z��{Z« Y� Ê¿Z¼fyÊ»�¿ Á s�� Ä¯ {�Z�¬ÈÇ|� ÄWY�Y   Y� ½Z¼fyZ/� ®/Ë

        ¯ ÊuY�� ªÌ«{ c�Â� Ä] Á ÃZeÂ¯ c|» �{À               É|/ ] Ä/� Ã|/� ÄfyZ/� c�Â� Ä] Y� ½M Á |À(3D)

ÀÌ^]À| .      �Y ¶^« �´Ë{ c�Z^� Ä]¾ËYÄ¯        Ê/¸¼� d/Ì·Z § �Z/¼ » ®/Ë    {Â/y  Y�        ®/Ë ¾fyZ/� �Â/�À» Ä/]

½Z¼fyZ� Y� M,|ËZ¼¿ �Z£ Ê/» |/¿YÂe    {Z¨f/�Y Z/] Y� {Â/y s�/�Ã  Á �eÂ/Ìb¼¯ �Y ¶ËZ/�ÁAuto-CAD

   Ì� ¹Z¼e Á ÊuY��\ZÅ  �«YÂ¿ ÁY� ½M ½Á|]¥��»  ¾/ËY �Y -|/ËZ¼¿ sÔ�YÁ�   �Y Ê/°Ë ¾/ËY  {�YÂ/»

{�]�Z¯R» d À� �{ �i �eÂÌb¼¯Ê¬¸eÊ» {{�³) ¶°�1-1(.

 ¶°�1-1:�eÂÌb¼¯ �Y Ã{Z¨f�Y Z] ½Z¼fyZ� ®Ë É| ] Ä� ÊuY��

 �Y Ã{Z¨f�Y Z] |Ì·Âe �eÂÌb¼¯(CAM):1~³d À� �{ �Á�»Y ,ÊuY�� �Y Äf� ÉY�] �eÂÌb¼¯ �Y

Ã{Z¨f�Y �Ì¿ cÓÂ�v» |Ì·ÂeÊ»{Â� .Z»Ê»¿Â¼¿ ºÌ¿YÂeÊË Ä �Y¶¼� {�¯ �eÂÌb¼¯ Y�|Ì·Âe �{,

� ºf�Ì� �Y Ã{Z¨f�Y®ÌeZ]2ºÌËZ¼¿ Ê¬¸e.�cZ]ÉZÅÄ¿Zy�Z¯ ½Y�³�Z¯ Ä] Êf À�ÉZÅ�eÂ» �{ É�Z�

É|À] Äf�] Á dyZ�ÉZÌ�Y �´Ë{ Á �eÂ» cZ �«®¼¯ dËZÆ¿ ¾Ì´À�Ê»À¯À| .�cZ] ÉY�] ZÅ ¶¼�

˺ Computer Aided Manufacturing
˻ Robotic system
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ËZÌ¼Ì¯ {YÂ» Z] �Z¯ ,�Ì�y �Ìv» �{�¿Y ÉY�] Ä¯ Ê½NZÅ|Ì¨» Á ºÆ» �ZÌ�] d�Y ­Z¿��yÊ»|À�Z]

) ¶°�2-1.(

 ¶°�2-1 :�eÂ» |Ì·Âe �y ZÅºf�Ì� �Y Ã{Z¨f�Y Z]ÉZÅ®ÌeZ]Á�

] ÄmÂe Z]¶°� ÄÉZÅ1 -1 Á2-1cZ]� �Y Ê�Z¿ �«YÂ¿ Á |ËYÂ§ Ç�Z] �{ ZÅ d�Y{ ��¿ �{ Z]Ä¿Zy�Z¯ËZÅÊ |Ì·Âe �y �{ Ä¯

 {Ây�¬§ºf�Ì� �YÉZÅeZ]Á�Ã{Z¨f�Y ®ÌÊ» ,|ÀÀ¯À¯ hv]Ì| .
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¹Á{ ��{

¹Y�³Á�aÉZÅÃ�ÁZv»ËÊ)1(�eÂÌb¼¯

¹Y�³Á�aÉZÅ �ÁZv»ÃË  ¦Ìf¯�f¿Y ZË Ê,d§Z��ËÁËZÅ  ÊY    �ÁZ/v» dÌ¸]Z« Ä¯ |¿Ã  f¨³ Á       ½Z�/¿Y Z/] Y� Â/´

|¿�Y{ . ¾ËY¹Y�³Á�a ¶¼�{�¯ÉZÅ�Y{ Ê¨¸fz»{-µZj» �Â�: �Â¿ ¾ËY �Y Ê°Ë¹Y�³Á�aËZÅÊ] Ä¯ Ä ¹Z¿

½Â³Y�{(Dragon)ZË{ Ê/»  ,{{�/³ d§Z/� �/ËÁ    d/Ì¸]Z« Á c�|/« Ä/¯ d/�Y É ÉZ/Å ©Â/§  Ã{Z/ ·Y

�ÁZv»ÃË      Z¼� Á {�Y{ ½Z�¿Y Z] Y� Ê Ê»   Ä] |Ì¿YÂe  |/ÌÀ¯ d^v� ½Â§Y�°ËZ» �{ É�´Ë{ ½Z]� ZË Ê�Ì¸´¿Y

Á   ¾ËYd§Z��ËÁ ] Ä ¶Ë|^e Ê·ZfÌnË{ ¾f» Ä] Y� Y|� ®ÌeZ»ÂeY c�Â�¶]Z¬» �{ �eÂÌb¼¯ Á, cZ»Â¸ »

 M ZË    pÌÅ ½Á|] Ã|� Äf�YÂy Ä¯ Är¿e Ä¿Â³P �ÌyYY�WÄÊ»|À¯ .À°e ¾ËYZ ¾Ì/�Z» �{ 0ÓÂ¼ »  É�Â· ÉZ/Å

   Ê§Y�� cZ»ÂeY(ATM) Â�y ,�  Á ¶Ë�  ¶ÀÌ»�e �{ÉZÅ YÂÅË  �Y dÆm ÊWY{�Â» cZ»Â¸ » Ä Ã{Z¨f�Y

�Y�« Ê»{�Ì³ .     �Â¿ ¾ËY ¶ËYÁY �{d§Z��ËÁ  ZÅ   ¿ {Z¼f�Y ¶]Z« ½Y|Àq  ] Ä¯Y�q ,|¿{Â^  Ä     Á d/��{ ¶°/�

Y�¼ÌÊ¿ZÀ�Z¯M|Àf�Y|¿ ÊË .~³ Z] d� ½Z»�d§��Ìa ÁÉZÅÊ Ì�Á��� �{ÈÀ°eZ ¾ËY ÊeZ»Â¸ » É�Â·

d§Z��ËÁÉZÅ �ÁZv»ÃË ZÀ] Ê]Y�Z¯ �ËdÌ¸]Z« Á ÊÉZÅ©Â§ ·Y{ZÇ ,{Ây¹Z¬» Èf�ËZ�] Y� {Ây Ä lË�|e

      �Y�/« Ã{Z¨f�Y {�Â» Á |¿{�¯ Y|Ìa |/Àf§�³-  µZ/j» �Â/�:        �Y Ê/°Ë Z/] Ê°¿Z/] [Z�/u ¹Y|/¯ Z¼/� �/³Y

®¿Z]ÉZÅ�YÁd«�� {�Â» Z¼� Ê°¿Z] c�Z¯ �Z^°Ë Á |Ì�Z] Äf�Y{ ÊËZa

 {�Ì³ �Y�«,Z¼� Ê»    Z/n¯�Å �{ |/Ì¿YÂeË    Ì/�Z] Ä/¯ Ê      �Z/¼e ®/¿Z] Ä/] |

        �Y Ã{Z¨f/�Y Z/] º/Å ®/¿Z] Á |ÌÀ¯ s��» Y� {Ây ¶°�» Á Ã{Â¼¿ �Y�«�]

Ì��ºfÉZÅÀ°e �Æn»Z   Á d/^j» x/�Za Z¼� d�YÂy�{ Ä] �Â¯~» É�Â·

¼�»Ì Y�Y ¾WÄÊ»|À¯ . ¾ËY �ËÁZ�e Z¼�¹Y�³Á�a ZÅ¶°� �{ Y�ÉZÅ  �/Ë�

Ã|ÅZ�»Ê»|ÌÀ¯ .

˺ Interactive Program

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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d§Z��ËÁ�ez�Ì|ÀÀ¯ÇY|�

{®�º¸°f» _Ze

  ¶°�3-1
¹Y�³Á�aÉZÅÊ�Z¼fmY�eÂÌb¼¯

¹Y�³Á�aÉZÅ|¿�Ì³�] �{ Ê�Z¼fmYÇ¹Y�³Á�aÉZÅ»f É{| Y|Àf� Ä¯Ã{Z¨f�YÃ|ÀÀ¯³Z½ �Y½MZÅ

Y�Y ,cZ�Ô�Y µ{Z^e dÆm ,cZË��¿ ÄWÂ´f¨³ÉZÅ�Ì£ Á Ê´ÀÅ�§ ,Ê�ZÌ� ,Ê�Z¼fmYÃÃ{Z¨f�Y

Ê»|ÀËZ¼¿ .¹Y�³Á�aÉZÅÌb¼¯ cZ�Z^e�YdËZ� Z] ÃY�¼Å É�eÂÉZÅ É{ZË� c�Æ� �Y Ê�Z¼fmY

 �Y{�Ây�]-|¿Y|À¿Z» : dËZ�Myspace ,Facebook,hi5dËZ� ÁÉZÅÄ¿Z�� ÊË|À¿Z» :Flickr Á

YoutubedËZ� ¾ÌÀr¼Å ÁÉZÅ |À¿Z» É�Zneebay ,amazon.comÃ�Ì£ Á.

d§Z��ËÁÊ�Z¼fmY ÉZÅ1 cZ�Z^e�Y ¶ËZ�Á ¶»Z�Á�ÁZv»ÃËÊÊ»|À�Z] . ,�Z^e�Y ¶ËZ�Á 0ÓÂ¼ »ÉY�]

 Á ½{�¯ Ã�Ìy}ÄWY�Y] ¾�ÌfÀË��a Ä�Z¯Ê»-{Á� ¾ÌÀr¼Å¶ËZ�Á Á Ê ¼� ¶ËZ�Á ¶»Z� cZ�Z^e�Y

É��]2�Ì¿Ê»Â�{ .

¶ËZ�ÁÁZv»�ÃËÊ3¸ËZ�ÁÊ|¿Y] Ä¯ Ä cZ�Z^e�Y {ZnËY �Â�À»Ä¿Z�� �Y ÊÅÁ�³ ZË Á{ ¾Ì] ÊË

�Z¯½Y�]�Y�« Ã{Z¨f�Y {�Â»Ê»|¿�Ì³ .¾ËY¶ËZ�Á Á {ZnËY ÉÓZ] �f�Ì]Ä´¿{ ¾Ì] �Z^e�Y É�Y½Y�]�Z¯

ÀÌ»� ½{Â¼¿ ºÅY�§ ÁÈ Â´f¨³ Á Ã�ÁZv»�Y{ �¯�¼e{ .

˺ Social Software applications
˻ Audio & Video
˼ Interactive tools

ŀźĹģ

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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¶ËZ�Á ZË¹Y�³Á�aÉZÅÊf¿�f¿Y cZ�Z^e�Y

¹ZÌa ºf�Ì�ÉZÅÊ¿M (Instant Messaging)
¹ZÌa ºf�Ì�ÉZÅM¿Ê¹Y�³Á�aËZÅÊ|¿Y Ä¯Ã{Z¨f�YÃ|ÀÀ¯�Z^e�Y {ZnËY Ä] Y�]Z �{ �´Ë{ �z� ZË

 Ä°^� ®Ë] Ä ,Ê¿M �Â��{Z«Ê»{�Z� .�Z¯½Y�]Ê»|À¿YÂe ¶°� Ä]ÊÅÁ�³Ä] ®Ë ZË ¥�� Z] ®Ë

f¨³ ,��¿ µ{Z^e ¶]Z¬»�Ì£ Á ÊÀf» Á ÊeÂ� ÉÂ´Ã�yZ� �Y Ê°Ë {Ây ¾ËY Ä¯ ,|ÀÅ{ ¹Zn¿Y Y�ÉZÅ

 ºÆ»¹Y�³Á�aÉZÅ[Â�v» Ê�Z¼fmYÊ»{{�³ . Z¼�Ä¿Â¼¿ÊË ¾ËY �YY�³Á�a¹ ¶°� �{ Y�4 -1

Ã|ÅZ�»Ê»ËZ¼¿Ì|.

 ¶°�4-1 : ºf�Ì� �Y ÉZ¼¿MSN

ÊÀf» `³ µ{Z^e ¾Ìu ¾f» `ËZe ¶v»

Ã|� `ËZe ¾f» �ËZ¼¿ ¶v»
 �ËÂ�e �ËZ¼¿ ¶v»

 �ËÂ�e �ËZ¼¿ ¶v» Ã{Z¨f�Y

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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É�Ë�ve ½{�¯ d^v�)Text Chat(
 ½{�¯ d^v�    Ä] Ä¯1IRC  � » �Ì¿Á  ¥Y      �Y Ê/°Ë ,d/� º/Æ» ¾Ë�/e, ¾Ë�e�ÂÆ�/»   ¾Ë�/e Äf�/m�] Á

¶ËZ�Á      ¾Ì] Êf¿�f¿Y cZ�Z^e�Y�Z¯½Y�][Â�v» Ê»{{�³.  À°e ¾ËYZ Ì»� É�Â· f¨³ ÄÀ     Y�  Ê/Àf» ÉZÅÂ´

 ] ºÅ  ÅÁ�³ ¶°� ÄÊ)Ê ¼m (  ] ºÅ Á  Ä    Ä] É{�§ ¶°�½Y�]�Z¯ ÅY�§  º Ê»|ËZ¼¿ . ½Y�]�Z/¯ Ê/» |/À¿YÂe

Y �Y Ê°Ë ¶yY{e©ZÉZÅ°Ì¿Á�f°·Y Ê(Chat-Room)Ã|� {�YÁ {ÂmÂ»,» {| f» {Y�§Y Ä]Â �{ {Âm

©ZeY°Ì¿Á�f°·Y   f¨³ ZË dq Ê ËZ¼¿ Â´À  f» Á |   ̀ ËZe Ä¯ Y� ÊÀ Ê»À¯À  |ËZ]  | ½|¿YÂy ¶]Z«   /¼Å Ä]Ä Y�/§Y{

ÂmÂ»{   �{©ZeYÊ»|�Z] .½Y�]�Z¯Ê»|À¿YÂe{Ây,©ZeY   �Y Ê/°Ë Ä/] ZË Á |À¯ {ZnËY ©Z/eY ÉZ/Å  {Z/nËY

   |¿ÂÌb] ,½Y�´Ë{ ��Âe Ã|�¿| .  Â¼¿ �Y Ê°Ë¿ÄÉZÅ      /À°e �Â¿ ¾ËY \·Zm �ZÌ�]Z Y� É�Â· Ê/»  ½YÂ/e ©Z/eY

°Ì¿Á�f°·Y¤§Y ÊZ½ZÅ ¹ZÀ] Ä] Ä¯Afghanonline.com/chat{ZËÊ» {Â�  {�/] ¹Z/¿.   �ËÂ�/e Z¼/�

©ZeY dq°Ì¿Á�f°·Y¤§Y ÊZ½ZÅ ¶°� �{ Y�)5-1 (Ã|ÅZ�»Ê»|ÌÀ¯.

 ¶°�5-1 :©ZeYdq

˺ Internet Relay Chat (IRC)

ſ�ŀō�ƀĮōƄŽ�żĮŹ

ĮōƄŽ�ŴĺŹżżĮŹ

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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 Êf¿�f¿Y  cZjuZ^»(Internet Forums)
Z^»d¿�f¿Y ZË Êf¿�f¿Y cZju:¹�Â§,Ê¼f�Ì� ½M �{ Ä¯ d�YÃ{Z¨f�YÃ|ÀÀ¯Ê»|¿YÂe cZ�Â�Â»

�´Ë{ Á |ËZ¼¿ {ZnËY ºÅ ZË Á {�Y~´] ½M �{ Y� ��¿ {�Â» Á �z�»½Y ½Â»Y�Ìa Y� {Ây ��¿ |À¿YÂf]

 �Â�Â»¾ÌÌ e Ã|�ÄWY�Y|¿�Y|] .½Y�]�Z¯Ê»|À¿YÂe��¿ ºÅ Y� {Ây ��¿ ºÅ Á |À¿YÂz] Y� cZËÄWY�Y

|ÀÀ¯ .�f�Ì]¹�Â§ZÅ2¹Z�Ê»|À�Z]�¯�Å ÊÀ Ë ,Ê»|¿YÂe«Á �Å �{ Äf�YÂy Ä¯ Êf Ä] |�Z]

Âfv» Á hv] {�Â» cZ�Â�Â»|�Z] Äf�Y{ Ê��f�{ ½M cZË .¹�Â§ ¾ËY �Y Ê¼¯ {Y| e ZÅ¶°� Ä]

 Ê�Â�y(Private)Ê»|À�Z].

¹�Â§ZÅÊ»|À¿YÂe   ÉÁZu�z]ÉZÅ   Ê¨¸fz» ¶°� Ä] ̧�¸�È       Á Ê¸/�Y cZ�Â/�Â» �Z�Y �] Á \eY�»

 |À�Z] Ê��§ .      ¹�Â/§ �/´Ë{ cZÌ�Â�y �Y Ê°Ë  Z/Å Y ¾/ËY    d/Ì¸]Z« Ä/¯ d/�Y {Â/¸a3   Á �ËÁZ�/e ½{�/¯

¶ËZ§ÉZÅY�Y{ Y� É�ËÂ�e �Ì£ Á É�ËÂ�eÊ»|À�Z] .¿Â¼¿ Z¼�ÄÊË¹�Â§ �Y ÉZ/Å   ¶°/� �{ Y� Ê/f¿�f¿Y

6-1Ã|ÅZ�»Ê»|ÌÀ¯:

 ¶°�6-1 :Êf¿�f¿Y ¹�Â§

˻ Forum
˼ Upload

�Â�Â»

{ZnËY ½Z»�  ¾Ë�yM

d�a

 ZÅ d�a {Y| e

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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Ä°^�ÉZÅÊ�Z¼fmY cZ»|y4
Ä°^�ÉZÅ  Ê�Z¼fmY cZ»|y :ºf�Ì�ËZÅ |¿Y Ê¯     d/Æm d/¿�f¿Y �{ {Y�/§Y ½|/� �¼m ÉY�] Y� ÄÀÌ»� Ä

   Ê»�³�� ,ªËÔ� ¾fyZ� ®Ë�� ,Z/Å    Ã�/Ì´¿Y ,¥Y|/ÅY   Z/Å    ºÅY�/§ Ã�/Ì£ Á  Ê/»À¯ /À| .  �Â/� Ä/]  Ä/¿Â¼¿

dËZ�ÉZÅ      d/�Á{ cZ»|y Ä¯ {�Y{ {ÂmÁ Êf¿�f¿Y      Ä/] Y� Ê]Z/Ë ½Y�]�Z/¯ Ä/WY�Y  Ê/»¯À    Á |/À ½Y�]�Z/¯

    |À¿Z» {Ây É{�§ cZ�z�» Ã�YÂ¼Å :   �Y|¿Y ,µZ� Á ¾�   Ì�/Àm ,º�q ²¿� , |« Ã   d/Ì «Â» ,¾/Ë{ ,d

     Y� Ã�Ì£ Á �z�ÄWY�Y Ê»|ÀËZ¼¿ . �Zz/�Y      ¾/ËY É�/´Ë{ dÌ�Â�/y      Y� Ã|/� d�/a cZ�/z�» Á

Ê»¿YÂyÀ                           ºÌ¼�/e �/�¿ {�Â/» �z/� Ä/] �Z/^e�Y ¹|/� Z/Ë Á Êf/�Á{ �Z/^e�Y {Z/nËY Ä] Ä�]Y� �{ Á |

Ê»�Ì³¿|.         �Ì/§ Ê/f¿ �/f¿Y Äv¨/� |À¿Z»   ­Â/](Facebook)   /¼fmY cZ»|/y  Ä/¯  Ä/��� Y� Ê/� Z

Ê»{�Y{. ¶°� �{7-1Ã|ÅZ�» �Ë�Ê»|ÌÀ¯:

 ¶°�7 -1

˽ Social Network Services

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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µYR�ZÅ

�Ã�Z] �{,cY�ÌiPe �{ �eÂÌb¼¯Ã|¿�Ê³ÄqÊ»|Ì¿Y{.��fz»]|Ì�ËÂÀ.

���fz» d À� �{ Y� �eÂÌb¼¯ �¬¿|ÌÅ{ tÌ�Âe.

�{�Y{ Ê�¬¿ Äq ÄÌ]�e Á ºÌ¸ e �{ �eÂÌb¼¯.|ÌÀ¯ ½ZÌ].

�¹Y�³Á�aÉZÅ�ÁZv»ÃË �Â¿ Äq ¦Ìf¯�f¿Y ZË Ê¹Y�³Á�aÉZÅn¯ �{ Á |¿Y Ã{Z¨f�Y {�Â» Z

�Y�«Ê».|¿�Ì³

� �{ �eÂÌb¼¯¹Y�³Á�aÉZÅ{�Y{ Ê�¬¿ Äq Ê�Z¼fmY.|ÌÀ¯ tÌ�Âe.

� �Â¿ |Àq¶ËZ�Á ZË¹Y�³Á�aÉZÅY.|Ë�Ì´] ¹Z¿ Y� Êf¿�f¿Y cZ�Z^e�

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

mY�eÂÌb¼¯ ÉY�

eÂÌb¼¯ �Y ¶�Y �{ �¼¸¯ÈcÂÌb¼¯)Compute(À » Ä¯ Ã|� Äf§�³ZÃ{Z§Y Y� Ä^�Zv» ÉÊ»|ËZ¼¿-

cZ^�Zv» �] ÃÁÔ� ��Zu µZu �{ Z»Y,Ã|¿� {Z ]Y �´Ë{ �{ Ê³ �Ì¿¶¼�{�¯{�Y{ �Ì�Á.

ºf�Ì� �{ �eÂÌb¼¯ �Y Z»ÉZÅÉ{| f»-|À¿Z»:,cZ�Ô�Y µZ¬f¿Y {Y{d§�³ ÁÄ��«,ZÅ Z] cZ�Z^e�Y

Y Ã{Z¨f�Ya � d�°Ì¿Á�f°·YÊ)(E-mailÊeY�]Zz» ºf�Ì� ºÌ�Àe ,,s��Ã{Zm É�Ë�,ZÅ¼fyZ�½NZÅ,

s��YÂÅ ¾ËY�Ë{ Á É|À]ZÅZ¼Ìa)Ã�ZÌ�( �Y Ã{Z¨f�Y Z]d§Z��ËÁÉZÅÃ{Z¨f�Y Ã�Ì£ Á Äf§��ÌaÊ» -ºÌËZ¼¿

�]ZÀ]Y� �eÂÌb¼¯ ¾ËYÊ» ½YÂe�Â� Ä]{�¯ ¦Ë� e ¶Ë}:

Ê°ÌÀze ��¿ Ä�¬¿�eÂÌb¼¯�Z» Ä]©Ô�Y Ê«�] ¾ÌÊ»¹Y�³Á�a Ä¯ {{�³a cMY�mY Á |�Z] �Ë~

�ZË� Á Ê¬�À»|¿YÂf] Ã{Y{ ¹Zn¿Y Y� Ê.

�zf» �j¯YZ�Ê«�] ¾Ì�Z» ®Ë Y� �eÂÌb¼¯ ½¹Y�³Á�a sÔ�Y Á �Ì�Á�a Á �¨u ½YÂe Ä¯ �Ë~a

cZ�Ô�Y¦Ë� e |�Z] Äf�Y{ Y�Ê»|ÀËZ¼¿.

 ¶°�1-2 :�z]ÉZÅË ¦¸fz»cÂÌb¼¯ ºf�Ì� ®

d§Z��ËÁ�ËÁ{�ZÅ

cZ�Ô�Y

É��] ÉÁ�Ì¿

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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d�Y Ã|Ë{�³ ¶Ì°�e �z] �ZÆq �Y ¶¯ ¶°� Ä] �eÂÌb¼¯ ºf�Ì� ®Ë:

9�ËÁ{�ZÅ

9d§Z��ËÁ

9É��] ÉÁ�Ì¿

9cZ�Ô�Y

�ËÁ{�ZÅ
�ËÁ{�Z//ÅÄ//¼¸¯Ê//Ë  ÉY�//mY Ä//] Ä//¯ d//�Y

   Á Ê°Ë�§Ê°Ì¿ZzÌ»  Z» Ä¯ �eÂÌb¼¯ Êm�Zy

Y� ½M    ©Ô//�Y ºÌ¿YÂ/f] Ã{�/¯ �/¼· Á Ã|/Ë{

Ê»{{�³- |À¿Z» :  |uYÁ   ,Ê¸�Y {�Â] ,ºf�Ì�

,|//////Ì¸¯ Ä//////fze �Â//////»v¨//////� ÁÈ

�ËZ¼¿)�ÂfÌ¿Z».(

 ÃÁ�³ �{ZÅ  Ã|/� ºÌ�/¬e Á   È/¼Å ¹Z/¿ Z/Å�ËÁ{�    Á Ânf�/m Y� �eÂ/Ìb¼¯ ¶/yY{Y� ½M  Ä/r]Zf¯ �{

ÌËZ¼¿ d�Y{{ZË| .

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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d§Z��ËÁsoftware
d§Z��ËÁ   Ä]¹Y�³Á�aËZÅÊ  ©Ô/�Y Ê/»   Ä/¯ {{�/³

¸¼� ÉY�//mY Ä//] �{Z//« Y� �eÂ//Ìb¼¯cY�Âf//�{ Á Ä//Ì

Ê»{�Z� .     �/´Ë{ c�Z^� Ä] d§Z/� �/ËÁ  �/�YÁÄ Ê/Ë

  �Âf�{ Ä¯ d�YÉZÅÃ{Z¨f�YÃ|ÀÀ¯   Ä/] Y� �ËÁ{�Z/Å

   Á ¶¬fÀ»�ËÁ{�ZÅ  µÁ�fÀ¯ Y� Ê»|À¯ .d§Z��ËÁ  Z/Å

           �{ Z/Ë Á �eÂ/Ìb¼¯ dz� ®�{ �{ 0ÓÂ¼ »CD-

ROMÄ´¿{É�Y Ê»         ¾/�Á� �/«Â» Ä/] Ä/¯ |¿Â�

 //�§Zu Ä//] ®//�{ �Y �eÂ//Ìb¼¯ ½|//�Äf«R//»Z//Ë Ê

RAMµZ¬f¿YÊ»|ÀÀ¯  .

     ¶]Z¬» ¶°� �{ Ä¯ Y� É�ËÁZ�e  Ê/»   �Y Ä/¼Å |/ÌÀÌ]

 �Â¿d§Z��ËÁËZÅÊÊ»|À�Z] ¦¸fz» {�YÂ» �{ Ä¯

�Y�« Ã{Z¨f�Y {�Â» ¦ËZ�Á ¹Zn¿Y ÉY�]Ê»|¿�Ì³  .

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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ÃÁ�³ �{ZÅÃ|� ºÌ�¬e Á¹Z¿ d��{�ËÁ{�ZÅ Ád§Z��ËÁ�e ¶]Z¬» �{ Y��ËÂÉZÅ½MZÅ�ËÂÀ]Ì|:

�ËÁ{�ZÅ /d§Z��ËÁ�ËÁZ�e

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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 É��] ÉÁ�Ì¿1
©Ô�Y Ê¿Z�¯ Ä] É��] ÉÁ�Ì¿Ê» Ä¯ {{�³½MZÅ|À¿Z» |ÀÅ{ ¹Zn¿Y Y� ¶Ë} �Â»Y:

1.Ä´¿{ É�Y�ËÁ{�ZÅ

2. ¥Z�°¿Y Á Ä �Âed§Z��ËÁ

3. ¾ËY�Ë{ Á s��

4. �Z¯{�¯cOY�mY Á

˺ Human-ware

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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 cZ�Ô�Y(Data)
cZ�Ô�Y¹Zy cZ�Ô�Y ZË Á É{Y�¨¿Y ªËZ¬u �Y \¯�»Ê»|À�Z].

 �eÂÌb¼¯eZ�Ô�YÊ ÂË|ËÁ Á Y|� ,�ËÁZ�e ,¹Z«�Y  ,¥Á�u ¶Ì^« �Y Y��§Zu �{ÈÃ�Ìy} ZË Á d^i {Ây

Ê»|ËZ¼¿.

cZ�Ô�YÃ�Ìy} ¶ËZ§ ¶°� Ä] �eÂÌb¼¯ �{Ê»Â�{ .ËZa �{ ¶ËZ§ ®Ë¾Ì®Ë t�� ¾Ë�e{f�Ä �Y

cZ�Ô�YÊ»�Z]|d�Y Ã{Y{ �Z�fyY {Ây Ä] Y� Ê»Z¿ Ä¯ .

 �YÂ¿Y Z¼�ZfË{ ZÅ¶Ë} �{ Y�Ê»|ÌÀÌ].

 �YÂ¿YZfË{ ZÅ

� ¹Y|¯ �Y �eÂÌb¼¯Ä¼¸¯Ã|� Äf§�³,MËZ¼¿ ¦Ë� e Y� ½|Ì.

�d�Y Ã|Ë{�³ ¶Ì°�e �z] |Àq �Y ¶¯ ¶°� Ä] �eÂÌb¼¯ ºf�Ì� ®Ë�z] -ÉZÅ

Y� ½M|Ë�^] ¹Z¿.

�ZÅ�ËÁ{�.d�Ìq

�d§Z��ËÁ ¦Ë� e Y�Ä¯ |ÌËÂ´] Á |ÌÀ¯Ç|¼� �¬¿Äq �eÂÌb¼¯ �{ ½MÊ»|�Z] .

�Ã{Â¼¿ ¦Ë� e Y� É��] ÉÁ�Ì¿ Á ¶¼�{�¯ÉZÅY� ½M|Ë�Ì´] ¹Z¿.

�ZfË{ ZÅ.d�Ìq

µYR�ZÅ

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

�eÂÌb¼¯ �YÂ¿Y

Ê�z� �eÂÌb¼¯ (PC)
�eÂÌb¼¯ �Â///¿ ¾///ËYZ///Å Ê///Àb¼¯ �///�ÂeIBM

�»YËZ°Ë    µZ� �{ Ê1981   Ã|� ÄfyZ�|¿Y .   µZ/u �{

 ÊÀb¼¯ ��ZuÉZÅ É{| f» |/¿�Y{ {ÂmÁ   ¾/ËY Ä/¯

 �eÂÌb¼¯ �Â¿   Z/ÅY�  Ê/» |¿�Z/�-    Z/»Y È/¼Å½M Z/Å   Z/]

 ºf�Ì�IBM|¿�Y{ É�Z³�Z�.

dÌ§��:] Ä��ÁY c�Â��eÂÌb¼¯ �Â¿ ¾ËY Ã�Y|¿Y ZË dÌ§�� ZÅ�Y40 GB Ze60 GBÊ»|�Z].

d���: �Â� Ä]��ÁY     �eÂ/Ìb¼¯ �Â¿ ¾ËY d���   Z/Å  �YGHz1      Z/e3GHz    �Y{ Á Ã{Â/]Y   d/¼Ì« É

 ½Y��YÊ»|À�Z].

 ºË�§ ¾Ì»(Mainframe)
   Á ÉÂ//« d//ËZÆ¿ d//�Y É�eÂ//Ìb¼¯

|À»Á�Ì¿ .  �eÂÌb¼¯ �Â¿ ¾ËY  ZÅ �Y�/Å  Z/Å

   Y�mY Ä¿Y�Á� Y� ¶¼ ·Y�Âf�{ Ê»ËZ¼¿À |

   ¾Ë|Àq ÁÃ{Z¨f�YÃ|ÀÀ¯Ê»|À¿YÂe Ä]

�Â� ºÅ   �Y ½Z»�M    |/ÀËZ¼¿ Ã{Z¨f/�Y ½ .

  b¼¯ �Â¿ ¾ËY�eÂÌ  ZÅ    �/z] �{ 0ÓÂ¼ »

 Ê»Z�¿¶¼� {�¯Ê Ì�Á|¿�Y{ ˭ �{ Z»Y

 �Y Ê//°¸» �//z]½MZ//Å É{�YÂ//» �{

�Ìa Á cZ¬Ì¬ve |À¿Z» YÂÅ Á [M ÊÀÌ]

c�Â� Ã{Z¨f�YÊ»{�Ì³.

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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dÌ§��:�eÂÌb¼¯ �Â¿ ¾ËY dÌ§�� ZÅ�Y�Å Z] µ{Z » ZÅ Ê�z� �eÂÌb¼¯(PC)d�Y.

d���:yÌÊ¸ ZÅb¼¯ �Y �f Ë��Ì�eÂÉZÅÊ�z�Ê»|À�Z]|Àf�Å Ê§Y�³ dËZÆ¿ d¼Ì« ÉY�Y{ Á.

�ZfÀÌ°» (Macintosh)
    �eÂ/Ìb¼¯ �Â/¿ ®ËÉ    d/�Y Ä/¯    Ê�/z�(PC)

 Ä//f¨³Ê//¼¿{Â//� . �eÂ//Ìb¼¯ �Â//¿ ¾//ËY Z//Å ÉY�Y{

ºf�Ì�ÉZÅ ¶»Z�(OS)  ÊeÁZ/¨f»Y    Z/] Ê/À Ë |Àf/�

ºf�Ì�ÉZÅ   �eÂ/Ìb¼¯ ¶»Z� ÉZ/Å     cÁZ/¨e Ê�/z�

   Á |¿�Y{d§Z��ËÁZÅ   Á�ËÁ{�ZÅËZÅÊ  ¿ �Y   {Â/y �Â

] Y� Ä�Z¯Ê»|¿�] .

dÌ§��:�Â� Ä]��ÁY�eÂÌb¼¯ �Â¿ ¾ËY dz� ®�{ Ã�Y|¿Y ZË dÌ§�� ZÅ�Y40 GB Ze

120GBÊ»|�Z].

d���:�Â� Ä]��ÁY�eÂÌb¼¯ �Â¿ ¾ËY d��� ZÅ �YMHz500  Ze3GHzÃ{Â] ÉY�Y{ Á

 ½Z»� ¾Ì� �{ Á ½Y��Y 0Zf^�¿ d¼Ì«½Y�³�e�eÂÌb¼¯ �YÉZÅ Ê�z�(PC)Ê»|À�Z].

 �eÂÌb¼¯`·_Ze(Laptop)
`·_Ze      �Â¿ �Y d�Y É�eÂÌb¼¯PC    ½�Á ÉY�Y{ ,

  ] Á ®^�  ÄÃ{Z�  ¶¼u ¶]Z« Ê³Ê» |/�Z] .    �Â/¿ ¾/ËY

�eÂÌb¼¯ZÅ  f] �YÉ� �ZÌ� ÉZÅÉ      ºf�/Ì� {Ây �{ Ä¯

 É�Z//�ZmÃ|//� Ã{Z¨f//�Y d//�YÊ//»|//ÀËZ¼¿ . ¾//ËY

�eÂÌb¼¯  ZÅ           �/�Âe ,½Z/� ½{Â/] ¶/¼u ¶/]Z« ��Zz]

Y�]�Z¯½    �{�/³ Z/Ë Á �¨� �{  {�Â/»  Ã{Z¨f/�Y �Y�/«

Ê»|¿�Ì³  .

http://www.abbyy.com/buy
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dÌ§��:�Â� Ä]��ÁY�Y|¿Y ZË dÌ§��Ç�eÂÌb¼¯ �Â¿ ¾ËY ZÅ �Y20GB Ze160 BÊ»|�Z].

d���:�Â� Ä]��ÁY �eÂ/Ìb¼¯ �Â¿ ¾ËY d���  Z/Å �YMHz700   Z/e3GHz  É�Y{ Á Ã{Â/]

½Y��Y d¼Ì«Ê»|À�Z]-�eÂÌb¼¯ �Y µZu ¾Ì� �{ Z»YÉZÅPC �a¥��»|¿Y �e.

�� �eÂÌb¼¯5Á �(Server)
  �Á��(Server)        |ÀÀ¯ Ã�Y{Y Á É�¯�» �eÂÌb¼¯ ½YÂÀ� Ä] Ä¯ d�Y É�eÂÌb¼¯Ç¶¼� Ä°^� ®Ë Ê/» |/ËZ¼¿ .

¾ËYÄ°^� ZÅÊ»|À¿YÂe¶ËZ§ ZÅ|ÀÀ¯ Ã�Ìy} ZË d^i �eÂÌb¼¯ ¾ËY �{ Y� {Ây cZ�Ô�Y Á .

dÌ§�� : Ä] d^�¿PC dÌ§��  ÉY�Y{{ZË��eÂ]{�Y Á Ã260 GB�f�Ì]

Ê»|À�Z].

d���: �eÂÌb¼¯ �YÉZÅ    �Y{ Á �f Ë�/� \/eY�» Ä] Ê�z�Y ÉCPU ÉZ/Å

| f»,Ã{Â] É{ �a d¼Ì« ��¿ �Y¥��»�eÂÌb¼¯ �Y �eÉZÅ Á É{Z�

µ�Z¿ �eÂÌb¼¯ �Y �e»ºË�§ ¾Ì»«Ê»|�Z].

Êf�{ �eÂÌb¼¯(PDA)
  |//À¿Z» É{�YÂ//» ÉY�//] Ä//¯ d//�Y É�eÂ//Ìb¼¯ Êf//�{ �eÂ//Ìb¼¯ :Ä//´¿{ É�Y

ZË{d�Y{,ZÅ   d^iM��{,ZÅ  ¶ËZ§ Ã�Ìy}ÉZÅE-mail  Ä»Z¿ ½{Zf��§ , ÉZ/Å

Ê°Ì¿Á�f°·YÃ{Z¨f�Y Ã�Ì£ ÁÊ»{{�³.
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dÌ§��:®qÂ¯ Ê¸Ìy �e  �YPC�Y{ ÁY dÌ§�� É128MBZe16GBÊ»|�Z].

d���:Ê¸Ìy ZÅÄf�ÅM �e �YPC �Y Á Ã{Â]8MHz Ze256 MHz��¿ �Y Á {�Y{ d��� d¼Ì«

¥��»�a �e Z] Ä�ËZ¬» �{PCÊ»Z]|�.

    Ê�z� Ã{Z¨f�Y ÉY�]     �eÂÌb¼¯ �Â¿ Äq Ä] .|Ë�Y{ �ZÌ¿    ���a ¾ËY Ä] x�Za �{     É{Y�/¨¿Y ¶°� Ä]

��¿ {�Â» �eÂÌb¼¯½ZeZ�ZÀ� Y�Ë cZ�z�» Á ÊM Y� ½¾ÌÌ e|ÌËZ¼¿.

dÌ�Â¿   :-------

Ã�Y|¿Y     :-------

d���   : -------

d¼Ì«   :-------

dÌ�Â¿   :-------

Ã�Y|¿Y     :-------

d���   : -------

d¼Ì«   :-------

dÌ�Â¿   :-------

Ã�Y|¿Y     :-------

d���   : -------

d¼Ì«   :-------

dÌ�Â¿   :------

Ã�Y|¿Y     :------

d���   :------

d¼Ì«   :------

� Ê�z� �eÂÌb¼¯(PC)¼¯ �Â¿ Äq�eÂÌbd�Y.

�.|ÌÀ¯ ¦Ë� e Y� �eÂÌb¼¯ ºË�§ ¾Ì»

� �eÂÌb¼¯Ì°»À�ZfY��eÂÌb¼¯ �ËZ�ÉZÅ.{�Y{ ©�§ Äq Ê�z�

�`·_Ze �eÂÌb¼¯ �Â¿ ÄqÊ»|�Z] �Á�� Á(Server).|ÌÀ¯ ¦Ë� e Y�

� Êf�{ �eÂÌb¼¯ Ä]�eÂÌb¼¯ �Â¿ ¹Y|¯Ê» Äf¨³{Â�.

YR�µZÅ
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ºnÀa ��{

|ÀÅ{ \Ì¯�e ÉY�mYÇÊ�z� �eÂÌb¼¯)PC(

 Ä]�Â� lÀa ¶»Z� Ê�z� �eÂÌb¼¯ Ê¸¯L�m¶Ë}Ê»|�Z]  ¶/¼� Z/» Á   ¾/ËY {�/¯ �/mYY  Y�  �Â/� Ä/]

s�� Ä�ÔyÊ»ºÌÅ{ .

1.Ê¸�Y {�Â](Motherboard)

2. É{Á�Á |uYÁ(Input Unit)

3. ÊmÁ�y |uYÁ(Output Unit)

4.§Zu�Ä (Memory)

5. ���Á�a(CPU)

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

ª�À» Á Ä^�Zv»)Arithmetic & Logic Unit(µÁ�fÀ¯ |uYÁ Á(Control  Unit)

Âv¿ ¶Ë} ¶°�Ç�z] �Z^e�YÉZÅ½Z�¿ Y� �eÂÌb¼¯ ®Ë ¦¸fz»Ê»|Å{.

Ê°¼¯ Ä�§Zu

Ä�§Zu |uYÁ

ª�À» Á Ä^�Zv» |uYÁ

µÁ�fÀ¯ |uYÁ

É{Á�Á |uYÁ ÊmÁ�y |uYÁ

 ½ZË�mZfË{ZÅ

µÁ�fÀ¯ ½ZË�m

��Á�a |uYÁ|ÀÀ¯Ç�¯�»É

http://www.abbyy.com/buy
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Ê¸�Y {�Â](Motherboard)
    {�Â] �{Z» ZË Ê¸�Y {�Â],      cZ/ �« �Y Ê/°Ë

      Ä] �eÂÌb¼¯ Ê¸�Y Á ºÆ» [Z�/u  Ê/» |/ËM .

�³YCPU    ºÌ/À¯ {Y|/¼¸« �eÂ/Ìb¼¯ �¤» Y�

Ê]   Y� Ê¸�Y {�Â] |Ë{�eÊ»   ½YÂ/e /]  Ä  ½YÂ/À�

      �eÂ/Ìb¼¯ cY�/¬§ ½Âf� Ê/¬¸e  {Â/¼¿ .  ¹Z/¼e

½Z»Z//�  Ä//q �eÂ//Ìb¼¯ cZ// �« Á�Â//� Ä//]

  Á ºÌ¬f�»    �Â/� Ä/] Ä/q�Ì£    ¾/ËY Ä/] ºÌ¬f�/»

  ¶/�Á {�Â]  Ê/»         d/Æm ¾Ì/¼Å �Y  Á |¿Â/�

              ¼�/» {�Â/] �{Z/» Ä/] Ä/ �« ¾/ËY Ä/¯ d�YZ

 d�Y Ã|Ë{�³ .      �Â/] �{Z/» �´Ë{ c�Z^� Ä]{

�¬¿È      ¹Z/¼e µZ�/eY ¶ËZ/�Á      ®/Ë cZ/ �« Á

Ê�z� �eÂÌb¼¯Ê»Z]|�  .

 É{Á�Á |uYÁ(Input Unit)
 É{Á�Á |uYÁ¸ËZ�Á Êd�Y ZË cZ�Ô�Y Ä¯ZfË{ ZÅ ªË�� �Y½MZÅ�eÂÌb¼¯ {�YÁÊ»{Â� .

Ã{Z¨f�YÃ|ÀÀ¯(User) ªË�� �Y¶ËZ�ÁeÂÌb¼¯ Ä] ¶�f» Ä¯ É{Á�Á �Y Y� cZ�Ô�Y ,d�

Ê» {�YÁ|À¯ . ¾ËY¶ËZ�Á ®ËÁ �¨� ÊÀ Ë �eÂÌb¼¯ ºÆ§ ¶]Z« ½Z]� Ä] Y� cZ�Ô�Y

(Binary Digits) ¶Ë|^eÊ»À¯ | ZeCPU �Y |¿YÂf]½MZÅ Ã{Z¨f�Y|ËZ¼¿ . �Ë� ¶°� �{

¿Â¼¿ |ÀqÄ �Y¶ËZ�ÁÃ|ÅZ�» Y� É{Á�ÁÊ»ËZ¼¿Ì|:

�Â»  |Ì¸¯ Äfze �À°�Y

http://www.abbyy.com/buy
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 ÊmÁ�y |uYÁ(Output Unit)
½M �Y |// ] Ä//¯CPU//Ì¸¼�È   �Z//¯ lËZ//f¿ ,{Y{ ¹Z//n¿Y Y� cZ//�Ô�Y �//�Á�aY�//�§Zu ª//Ë�� �YÈ

Ê¸�Y(RAM)  ÃZ´f�{ Ä]ÉZÅµZ��Y ÊmÁ�yÊ»|À¯ . ¾ËY ¶ËZ/�Á)ÊmÁ�y |uYÁ(  ÊeZ/�Ô�Y

       ºÆ§ ¶]Z« �eÂÌb¼¯ Ä] Ä¯ Y�Y   ¶Ë|^e Ê¸°� Ä] |Àf� Ê»  |ËZ¼¿  �¿Y Ä] Ä¯½NZÅ�Ì¿   ºÆ§ ¶]Z«Ê»{Â� . Z¼�

¿Â¼¿ �Ë� ¶°� �{ÄË ZË ÃZ´f�{ |Àq �Y Ê¶ËZ�Á� ÊmÁ�y|ÅZ�» YÃÊ»|ÌÀ¯:

                 �f¿�a        �°Ìb�{Â·�ÂfÌ¿Z»

Ä�§Zu (Memory)
  ËZ/m Ä�§ZuÊ      Z/�Ô�Y Ä/¯ d/�Y    ½M �{ c Ä/´¿{É�Y

Ê»{Â� . �] ZÀ]Ì¸¼� ¾ËYÈ     Ê]Z/Ë�Z] Á Ã�/Ìy} Ä/] �Â/]�»

§Zu ½Á�{ cZ�Ô�Y�Ä ZÅc�Â�Ê»{�Ì³ .

 ½ÂqCPU�]Y�ÈºÌ¬f�»�§Zu Z]È ¹�Ó ,{�Y{ Ê¸�Y

//¯ d//�YÄ�{ d��//� �{ cZ//�Ô�Y µZ//��Y Á d//§ZË

�§ZuÈ    |�Z] ÓZ] �ZÌ�] Ê¸�Y . ¿Â¼¿ Z¼�ÄËÊ   /�§Zu �YÈ

 �Ë� ¶°� �{ Y� Ê¸�YÃ|ÅZ�»Ê»|ÌÀ¯:

u �Y Ê� ] �{§Z�ÄÉZÅ» c�Â� Ä] cZ�Ô�Y Ê¸�YÂ d«Ä´¿{É�YÊ»{Â� .Ä�§Zu É|À] ºÌ�¬e ZÅ

|Ë{Â¼¿ Ä ·Z�» ºÅ{ ¦À� [Zf¯ �{ Y� .

Ì§�� Ä�§Zu dÉZÅ   �Ìy} ÉY�] Ê¸�YÇ È/¼Å     Á cZ/�Ô�Y ¹Y�/³Á�a ÉZ/Å     Á d�/Ì¿ Ê§Z/¯ É�eÂ/Ìb¼¯

   Ä�§Zu ¾ËY �{ cZ�Ô�Y  ZÅ   c�Â� Ä]»Âd«Ä´¿{É�Y Ê» �]ZÀ] -|¿Â�  d�Y ¹�Ó ¾ËYÄ�§Zu�YÉZÅ
 Ê°¼¯ (Backing Storage){Â� Ã{Z¨f�Y .§Zu ¾ËY d����Ä ZÅ§Zu �Y �f¼¯�-d�Y Ê¸�Y Ä

  Z»Y� �§Zu ¾ËY dÌ§�Ä ZÅÃ{ ZÅ�§Zu �]Y�]ÈÊ¸�YÊ»|¿YÂe|�Z] .¿Â¼¿ Z¼�ÄË Ê�§Zu �YÄ ÉZ/Å  Ê/°¼¯

|ÅZ�» �Ë� ¶°� �{ Y�ÃÊ»|ÌÀ¯:

http://www.abbyy.com/buy
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� ®�{Zu                                       dzÈ�§�¸§

 ÉY�]ËZ�ZÀ� Á �Ìz�eÊ|uYÁÉZÅ ���Á�a Á Ä�§Zu ,ÊmÁ�y ,É{Á�ÁÃÁ�³ �{ZÅ Á Ã|� ºÌ�¬e

 {Zf�Y ®¼¯ Z]¶ËZ�Á Á ,ÊmÁ�y ,É{Á�Á��Á�a¯|ÀÀÇÌÀ¯ ÊËZ�ZÀ� Y� �eÂÌb¼¯ ®Ë| .

http://www.abbyy.com/buy
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�Á�aÌ ��1( CUP)
�Á�a ½ÂqÌ �Z¯ É�¯�» ���Y¹Zn¿Y Y� Ä^�Zv» ¦ËZ�Á Á ��Á�a Ê¸Ê»|Å{�]ZÀ] - ¾ËYÊ» ½YÂe ½M

    {Â¼¿ Ê¬¸e �eÂÌb¼¯ �¤» Y� .�Á�aÌ    ½ÂÌ¸Ì» �Y Ê�Â¼n» ,É�¯�» �� ZÅ �«ÈÌ¿Á�f°·Y  �{ Ä/¯ d�Y Ê°

d�Y Ã|� Ã{Y{ ½Z�¿ �Ë� ¶°�.

  �Y|¿Y �Å Ä]Ã  ÊË  �Á�a d��� Ä¯Ì  ] É�¯�» ��Ì   ��Á�a d��� Ã�Y|¿Y ½Z¼Å Ä] |�Z] �f�Ô�YcZ� Á

Z�Ô�YÓZ] c  �/e Ê/»{Á� .   /Ì�Á�a d��/� |/uYÁ��  Z/Å2MIPS Ê/» |/�Z]     ½Â/Ì¸Ì» ®/Ë �/]Y�] Ä/¯

d�Y ÄÌ¿Zi �{ ¶¼ ·Y�Âf�{.

CPUCPU

�z]ÉZÅ Ê¸�YCPU�Y |¿Y c�Z^� :ª�À» Á Ä^�Zv» |uYÁÁµÁ�fÀ¯ |uYÁ.

    ª/�À» Á Ä^�Zv» |uYÁ,   Ä/Ì¸¼� ÉY�/mY ÉZ/Å    {�Y{ Ã|/Æ� �/] Y� Ê/¬�À» Á ÊeZ^/�Zv» .   ¾/ËY �Y �Â/�À»

ÄÌ¸¼�ÉZÅ               �/¼m Á ª/Ë�¨e ,[�/� ,ºÌ�/¬e Ê/À Ë Ê�ZË� µZ¼�Y ½Z¼Å ÊeZ^�Zv» Ê/» |/�Z] .  |/uYÁ

ª�À» Á Ä^�Zv»- �{ Y� cY�Âf�{ ÉY�mY Á ÄË�ne ,¶Ì¸veCPU{�Y{ Ã|Æ� �].

 ,µÁ�fÀ¯ |uYÁ   �] Ä¯ Êe�Z�¿ Á Ê³|Ì�� Z]¶¼� {�¯|uYÁ �ËZ�ÉZÅ Ê´ÀÅZ¼Å ¶¼� ,{�Y{ �eÂÌb¼¯

 ËZ¼ÀÅ� ÁÊ |uYÁÉZÅ{�Y{ Ã|Æ� �] �Ì¿ Y� �eÂÌb¼¯ Ê¸�Y . ½ZË�m  µÁ�fÀ¯ Á Ã�Y{YcZ�Ô�Y |uYÁ �Y

 ½ZË�m Á Ä�§Zu Ä] É{Á�Á ½MuYÁ Ä] Ä�§Zu �Y|Æ� �] ÊmÁ�y |Çd�Y µÁ�fÀ¯ |uYÁ.

�
�.d�Y Ã|Ë{�³ ¶Ì°�e ºÆ» �z] |Àq �Y Ê�z� �eÂÌb¼¯

�.{�Y{ Ä¨Ì�Á Äq Á d�Ìq {�Â] �{Z»

� �Y µZj» |Àq Ã{Â¼¿ ¦Ë� e Y� É{Á�Á |uYÁ½MÄWY�Y.|ÌÅ{

� ÊmÁ�y |uYÁq Äq Á d�ÌÊ�¬¿ �eÂÌb¼¯ �{ Y�Ê» É�Z]|À¯.

��§ZuÄ �{ Á d�Ìq �Y É{�YÂ» ÄqMÊ» c�Â� Ã{Z¨f�Y ½.{�Ì³

��§Zu ¾Ì] ©�§È�§Zu Á Ê¸�YÈÄq Ê°¼¯Ê»|�Z].

���Á�a¯|ÀÀÇ� É�¯�» Á Ã{Â¼¿ ¦Ë� e Y�¬¿M ½ Y�.|ÌÀ¯ ½ZÌ] �eÂÌb¼¯ �{

˺ Central Processing Unit
˻ Million Instructions Per Second

ZÅ µYR�
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º�� ��{

Ä¬^�É|À]d§Z��ËÁZÅ

       ºÌf¨³ ¶�§ ¾Ì¼Å µÁY d¼�« �{d§Z��ËÁ    �eÂ/Ìb¼¯ Ä/¯ d�Y É�Ìq     Á Ä/Ì¸¼� ÉY�/mY Ä/] �{Z/« Y�

�Âf�{ Ê»{�Z� .    �´Ë{ c�Z^� Ä]d§Z��ËÁ Ä¸Ì/�Á /ËÊ      �Âf/�{ Ä/¯ d/�Y ÉZ/Å Ã{Z¨f/�Y Ã|/ÀÀ¯    Ä/] Y�

�ËÁ{�ZÅ À»     ½ZÀq ºÅ Á ¶¬f�ËÁ{�ZÅ  µÁ�fÀ¯ Y�Ê»|À¯ .] Ä {ZË� �ZÌ�] �ÂÀe ¶Ì·{d§Z��ËÁ ,Z/Å½M Z/Å

Äf�{ Ä] Y�ÉZÅºÌ�¬e Ê�z�»Ê���] Y� É|À] Äf�{ ¾ËY ¶Ë} �{ Ä¯ |¿Y Ã{Â¼¿ É|À]Ê»ËZ¼¿Ìº.

�Â� Ä] ,¶¯d§Z��ËÁ ZÅ] Ä�¬e ºÆ» �z] Á{Ì|¿Y Ã|Ë{�³ º:

1.d§Z��ËÁÉZÅÊ¼f�Ì�(System Software)
2.d§Z��ËÁÉZÅ�Z¯ É(Application Software)

d§Z��ËÁÉZÅÊ¼f�Ì�(System Software)
d§Z��ËÁÉZÅ       �´Ë{ Á ºf�Ì� Z] Ê¼f�Ì��ËÁ{�ZÅ            Á ºf�/Ì� ¹Z/¼e Á |/¿�Y{ ºÌ¬f�/» �Z^e�Y �eÂÌb¼¯

    Ä] �Â]�» cZÌ¸¼�½M ¾ËY ªË�� �Y¹Y�³Á�a ZÅÃ�Y{Y Á µÁ�fÀ¯Ê»|¿Â� .d§Z��ËÁÉZÅ�  Ê¼f�/Ì  Ä/]

�Â�ºÌ�¬e ÃÁ�³ |Àq Ä] ¶¯Ê»|¿Â�-|À¿ Z» :¹Y�³Á�aÉZÅ É�Y|/¿Y ÃY�(Startup Program) ,

ºf�Ì�ÉZÅ ¶»Z�(Operating Systems)ºm�f» , (Compiler) Á¹Y�³Á�a ÉZ/Å  Ê/°¼¯

.(Utilities)
Ä»Z¿ �] {Á| » �YËZÅ ZÆÀe |Ë{�³ �¯} ©Â§ �{ Ä¯ Ê¹Y�³Á�aÉZÅ Á Ê°¼¯�Z¯É(Application)

Ê���] ¶Ë} �{ Y�Ê»ËZ¼¿Ìº:

d§Z��ËÁÉZÅ Ê°¼¯(Utilities Software)
d§Z��ËÁÉZÅÊ°¼¯ ,¹Y�³Á�aËZÅÊY Y� �eÂÌb¼¯ �Y Ã{Z¨f�Y Ä] �Â]�» cZÌ¸¼� ¹Z¼e Ä¯ |Àf�

Ã{Z� �eÊ» �{ Á {�Z�¶¼� {�¯ Ä] ºf�Ì� �fÆ] Äq�Å dË�Ë|» Á½Y�]�Z¯®¼¯Ê»|ËZ¼¿ . �Y Ê� ]

 ¾ËYY�³Á�a¹ ZÅ ½YÂÀ� dvef�]Èd§Z��ËÁ(Software Sets)�Y�Z] �{ ZÅÄ���Ê»|¿Â�.

http://www.abbyy.com/buy
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d§Z��ËÁZÅ �Á�ËÁ |� É(Anti-Virus) |� ,

 Ê�Â�Zm(Antispyware) É�Z� Ã{��§ ,(Zip) Á

®�Ë{ Á Ä�§Zu dË�Ë|»(De-fragmentation)

Ä¿Â¼¿ËZÅÊ �Y¹Y�³Á�aÉZÅ Ê°¼¯Y|Àf� .

 ®Ëd§Z��ËÁ Á �Á�ËÁ |��Á�ËÁ[ZË

d§Z��ËÁÉZÅÇ{Z¨f�Y {�Â»(Application Software)
d§Z��ËÁÉZÅ Ã{Z¨f�Y Ã{�Â»           |/¿Y Ã|/Ë{�³ |Ì·Âe Ê�Zy �Â»Y Á ¦ËZ�Á ¹Zn¿Y ÉY�] .    ¾/ËY �Y Ê�/ ]

d§Z��ËÁ  ZÅ   �Á�a dË�Ë|» ¹Zn¿Y ÉY�]Ã,ZÅ  Ã{Z¨f/�Y ¾ËY�Ë{ Á s�� , Ê°Ì§Y�³ ÉZÅ�Z¯ Ê/»  Á |¿Â/�

 » º//Å Ê//y�] ¶//j¹Y�//³Á�aÉZ//ÅWord pro-cessor�Á�a {�Á//Ì  ¶Ì�//¯Y ,��(Excel) Á

¹Y�³Á�aÉZÅÄWY�Y Ê°Ì§Y�³Ã{Z¨f�YÉZÅ Ì�Á Ê|¿�Y{.

 �Y Êy�]¹Y�³Á�aÉZÅ�Z¯ Á É¶¼� {�¯½MZÅ

 ®Ë�ËÁ d§Z� Ã|ÀÀ¯ ­Za Á dËÂ¬e

http://www.abbyy.com/buy
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�d§Z��ËÁ Ã|Ë{�³ ºÌ�¬e Äf�{ |Àq Ä] Á d�Ìqd�Y.

�d§Z��ËÁÉZÅ �Â¿ Äq Ê¼f�Ì�d§Z�Á�Ë.|¿Y É

�¹Y�³Á�aÉZÅ.|¿Y Ã|� ºÌ�¬e ÃÁ�³ |Àq Ä] Ê¼f�Ì�

� ¾Ì] ©�§¹Y�³Á�aÉZÅ Á Ê°¼¯d§Z��ËÁÉZÅ�Z¯.d�Ìq É

¶ËZ§ ZÅ�|·Â§ ÁZÅ

�Ìy} Á {ZnËYÇ¶ËZ§:
É�Â�Ä¯,|� Äf¨³§Zu ÉÁ� �] Ä�Ì¼Å cZ�Ô�YÄ�Äf�] ¶°� Ä] dz� ®�{ |À¿Z» Ê°¼¯ÉZÅ

 ¶ËZ§ ¹Z¿ Ä] Ê¬�À»Ä´¿{É�YÊ»|¿Â�.

¶ËZ§ ZÅ » ÓÂ¼§Zu �{ {ZnËY ¹Z´ÀÅ�È Ê¸�Y)RAM(É�Z�ZmÊ» ½|� Ã�Ìy} ¹Z´ÀÅ �{ Á |¿Â�

§Zu ÉÁ��ÈÄf�Â¿ Ê°¼¯Ê»|¿Â�.

È¼Å¹Y�³Á�a ZÅ¶»Z� ºf�Ì� µÂ¼� Ä]Y�mY ÉY�] Ê¸�Y È�§Zu �{ Á Ã|� Ã|¿YÂy Ê°¼¯ È�§Zu �Y

)RAM(�Y�«Ê»|¿�Ì³ .�]ZÀ]¾ËYÊ» ½YÂe Ä¯ d¨³Ô�YcZ�¶ËZ§ Á ZÅ Á Ê¸�Y È�§Zu ¾Ì] Ä�Ì¼Å

 µ{Z^e �{ Ê°¼¯ È�§ZuY|Àf�.

¶ËZ§ �YÂ¿Y
¶ËZ§  ZÅ  Ê¨¸fz» �YÂ¿Y ÉY�Y{Ê»|À�Z]    ¶ËZ§ �ÂÀe ¾ËY Á  ZÅ f�]Ä          ¹Y|/¯ �{ ¶/ËZ§ Ä/¯ {�Y{ ¾/ËY �/] Ê³

¹Y�³Á�a   d�Y Ã|� {ZnËY .   ¶ËZ§ ¶¯ �{ Z»Y  ZÅ]  ÄÁ{{  Äf�¶ËZ§ÉZÅ Y�mY /ËÊ1  Y�mY �/Ì£ Á Ê/Ë

ºÌ�¬e »Ê|¿Â� . ¶/ËZ§   Z/Å  ÉY�mY /Ë     |¿Â�/a ÉY�Y{ Êexe   Ácom  -|Àf/�Y   �Â/� Ä/]  µZ/j»: ¹Y�/³Á�a

Notepad   Y�mY ¶ËZ§ ÉY�Y{Ë  ÊNotepad.exe d�Y .¶ËZ§ ÉZ/Å   Y�mY �/Ì£ /ËÊ Ê/» |/À¿YÂe   ¶»Z/�

   �e ,ÊeÂ� ,ÊÀf» cZ�Ô�YÉ�ËÂ |À�Z] Ã�Ì£ Á .¶ËZ§ ZÅ¶¯ c�Â� Ä] Ê°¼¯ Ä�§Zu ÉÁ�)  ®/�{

 Á dz�CD-ROM(Ã�Ìy}»Ê|¿Â� .¹Y�³Á�aÉZÅz»f |/¿�Y{ {ÂmÁ ¶ËZ§ {ZnËY ÉY�] Ê¨¸ . �{

 Á{ Z] Zm ¾ËY¹Y�³Á�a�Â� Ä]¶ËZ§ {ZnËY ÉY�] Ä¿Â¼¿ÉZÅ�Z¯ Ê°Ì§Y�³ Á ÊÀf»Ê»ºÌÀ¯ .

˺ Executable File

µYR�ZÅ
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 ¶�§�¹Â
ºf¨Å ��{

�¨uÄv�·Y
Z» dv� �Y d^«Y�»d�Y Ê»�Ó Á É�Á�� �ZÌ�] �»Y ®Ë .¾ËY |ËZ�Y� ¿ÓÂ/� Ã{Z¨f�Y Ä¯ |Ì¿Y|] Ê

        fu Á Ê¼�m É|m ��YÂ� �eÂÌb¼¯ �Y ¹ÁY|» ÁZ     {�Y{ Êa �{ Y� ÊuÁ� .   �Y Êy�]Ã{Z¨f�YÃ|ÀÀ¯½Z³

 ZÀ] �eÂÌb¼¯ Ã{Z¨f�Y �]ÉZÅ   ÓÂ� Á \�ZÀ»Z¿       {|/ f» ��YÂ/� �Zq{ ,�eÂÌb¼¯ �Y Ê¿    Ê¼�/m Á Ê/uÁ�

Ê»|¿{�³ .�f�Ì] ÊfuY�Z¿ÉZÅZ� Ä] �eÂÌb¼¯ \�ZÀ»Z¿ Ã{Z¨f�Y �Y Ê�Z¿Ã{ Â/¸m ¶]Z« Ê³ É�Ì³ -d/�Y

{�YÂ» Êy�] �{ Z»YÊ»|¿YÂe�Z] ­Z¿��y Á É|m �ZÌ�] ��YÂ� ¾ËY|.

 ¹Z¿ Ä] º¸� �Y Ê�z]�°Ì»Â¿Â³�Y1Ê» {ZË {Â�hv] �eÂÌb¼¯ Z] �^e�» Ê¿Z�¿Y ¶»YÂ� {�Â» �{ Ä¯

Ê»|À¯ .         �Z] �{ t�YÁ Á ªÌ«{ Ê¸Ìy ¶°� Ä] º¸� ¾ËYÇ            ÉZ/m Ä/] ,½Z�/¿Y Z/] �Z/¯ �Ìv» ªÌ^�e �Á�

¯ �Ìv» �ËY�� ¶Ì¼ve Âe�a �{ |�Z] Ze d�Y ½Z�¿Y �] �Z½M �ËY�§Y Y� ½Z�¿Y ÊËY�Z¯�z]|.

          ] d�Y ¾°¼» �eÂÌb¼¯ Z] �Z¯ |u �Y �Ì] Ê^�� �Z�§Ä    ] {Y�§Y ÊuÁ� Êf»Ô�  Ä   c|/� Ä»|/�  {�YÁ

|À¯ .  É�Z] �Y É�ZÌ�]ÉZÅ      �À/e {ZnËY \mÂ» �Ì¿ É�eÂÌb¼¯   Z/Å          �{ Ê£Z/»{ Á Ê^�/� cÓ Ôf/yY Á

�Y Ã{Z¨f�Y½MÊ»{{�³.

 u ÃY�¶ÉZÅ�   Ä/¯ {�Y{ {Â/mÁ �eÂÌb¼¯ �Y Ê�Z¿ ÊuÁ� Á Ê¼�m ��YÂ� �ÅZ¯ Ä] Ä�]Y� �{ É{ZË

Z», {�Â»Á{ Ä] Zm ¾ËY �{½MÃ�Z�Y ��fz» ¶°� Ä]Ê»ºÌÀ¯.

1.  ÃZ³�Å½Y�]�Z¯ Ê»   Ä»|/� Ä¯ |ÀÅYÂy        ½Z/� dv/� Ä/]         Á Ê¼�/m ��YÂ/� �Y Á {{�/´¿ {�YÁ

 |À¿Z¼] ½Z»Y �{ �eÂÌb¼¯ Ã{Z¨f�Y �Y Ê�Z¿ ÊuÁ� |ËZ]| ] Ã{Z¨f�Y �Y�{d�Z�Á{ �Å, d�Z� ºÌ¿

  |À�Z] Äf�Y{ Ä¨«Á,         ÉZ��Y �´Ë{ Á [Z��Y Á ½Z¼�q Ze½|] ½Z�|ÀÌ^¿ Ä»|� .  Ê/°Ë �Á� ¾ËY

¶u ÃY� �Y ZÅd�Y Ã|� s��» �eÂÌb¼¯ Ã{Z¨f�Y �Y Ê�Z¿ ÊuÁ� Á Ê¼�m ��YÂ� �ÅZ¯ �{ .

˺ Ergonomics

http://www.abbyy.com/buy
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2.Ã{Z¨f�YÃ|ÀÀ¯               Â/� Y� {Â/y ½|/] dÌ /�Á  �eÂÌb¼¯ �Y Ã{Z¨f�Y ¾Ìu |ËZ]        �Y Z/e |/À¯ ºÌ/�Àe É�

        Ä¿Z� {�{ ,�¼¯ {�{ ,½{�³ {�{ ,|À¿Z» Ê¼�m cY��y,ZÅ       |/¿Z¼] ½Z»Y �{ Ã�Ì£ Á ½Zf�´¿Y {�{ .

Z´ÀÅ ½|] tÌv� dÌ �Á¹ ¶°� �{ �eÂÌb¼¯ �Y Ã{Z¨f�Y)1-3 (d�Y Ã|� Ã{Y{ ½Z�¿ �Ë� �Y�«.

 ¶°�3-1

�°Ì»Â¿Â³�Y �eÂÌb¼¯
 �Á�»Y Ê^Ë�¬e È¿Â³ Ä] Z] �¯�Å�Z¯ �eÂÌb¼¯Ê»|À¯.

  Ä//¯ |//ÌÀ¯ �//°§ |ËZ//� Z¼//�{�//¯ ¶//¼�d¯�//� �{ ½ÉZ//Å Á Êf À//�

 h�Z] cZn¿Zy�Z¯ Ê»   \Ì�M ½Y�³�Z¯ Ä¯ {Â�ÉZÅ  É|m Á ­Z¿��y

  -|¿Â� ¶^¬f» Y�   Z»Y  {�/¯ ¶¼�            �/Ì¿ �eÂ/Ìb¼¯ �Y Ã{Z¨f/�Y Z/] cY�Y{Y �{ ½

Ê»|¿YÂe  |À¿Z¼Å¶¼�{�¯d¯�� �{ÉZÅ Ì/�M Á ­Z¿��y Êf À�\ Y�

|�Z] .

 Ê°¸�//»�Ì£ Á d//��{Z¿ cZ//¯�u  �//�Âe ½{�//¯ `//ËZe ¾Ì//u ½Zf//�{

{�Â^Ì¯) |Ì¸¯ Äfze(           d�Z/� Z/Ë �eÂÌb¼¯ cY�ÌÆne dÌ «Â» Ê§Z¯Z¿ Á d��{Z¿ ºÌ�Àe ,   Z/Å   �{ ¾f�/�¿

     \Ì�M h�Z] ,­�ve ½Á|] ÉZm ®ËÉZÅ      Á �/¼¯ ,Ä¿Z/� ,½Zf/�{ ,½Zf/�{ |À] ,½Z¼�q ÉY�] É|m

½{�³Ê»{{�³.
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 �°Ì»Â¿Â³�Y
�°Ì»Â¿Â³�Y] Ä ¹Z¿ÌÀÌn¿Y{ZË �Ì¿ ½Z�¿Y É�Ê» �^e�» Ê¿Z�¿Y ¶»YÂ� {�Â» �{ Ä¯ d�Y Ê¼¸� ,{{�³

hv] �eÂÌb¼¯ Z]Ê»|À¯ .�Z] �{ t�YÁ Á ªÌ«{ Ê¸Ìy ¶°� Ä] º¸� ¾ËY |� Äf¨³ Ä°¿ZÀqÇ �Á�

 ½Z�¿Y �] �Z¯ �Ìv» �ËY�� ¶Ì¼ve ÉZm Ä] ,½Z�¿Y Z] �Z¯ �Ìv» ªÌ^�eÊ» ¾z�|ËÂ³.

] �eÂÌb¼¯ cY�ÌÆne ºÌ�Àe ÄÂ�Ã{Z¨f�Y ¾Ìu d��{ c�
Ã{Z¨f�YÃ|ÀÀ¯½Z³ ¾Ìu |ËZ]¶¼�{�¯,{�Â^Ì¯ ¶Ì^« �Y cY�ÌÆne ¹Z¼e �eÂÌb¼¯ Z] �Â»Ì¿Z» Á ZË �Âf

v¨�È�À» ¶°� Ä] Y� �ËZ¼¿ dÌ �Á º,|ÀÅ|]\Ì�M �Y ZeÉZÅ �{ É�eÂÌb¼¯Y|À¿Z¼] ½Z».

½{Y{ dÌ �Á�Â»
�Â» �{ |ËZ]Ê°Ë{�¿�Â^Ì¯ Z] t�� ®Ë �{ Á{ �Y�«

�Ì³{.�Y Ã{Z¨f�Y ¾Ìu Á�Z] ½|Ì�¯ Á ½{Y{ {Y|f»Y �Â»

{�{ Ä] �nÀ»ÉZÅÊ¸�¨» |Ë|�Ê»{{�³ .l¿�M |ËZ]ÉZÅ

�Y Ã{Z¨f�Y ¹Z´ÀÅ Y� ½Ze �Â»] Ä ®Ë{�¿ ½Ze ½|] |ÌËZ¼¿

 ZeÌb�qÃ|½|] Ä]|�Z].

 ½{Y{ dÌ �ÁÃ|ÀÅ{ �ËZ¼¿ )�ÂfÌ¿Z»(

 �Z¨e�Y�ËZ¼¿Ã|ÀÅ{ Ä¯ {Â� ºÌ�Àe É�Â� �ÂfÌ¿Z» ZË�«ÌËZa ZË �]Y�] �ÂfÌ¿Z» ÉÓZ] d¼¾ �e t�� �Y

|�Z] ½Ze ½Z¼�q . Ã�Y|¿Y Ä] Y� ½Ze ½Z¼�q18-26p¿YÁ{ �ÂfÌ¿Z» �Y�Ä´¿{\Ì�M �Y Ze |Ë�YÉZÅ

|Ì�Z] ½Z»Y �{ º�q.

Ê¯Âq ÉÓZ] ¾f�¿
 ¾Ìu Ê¯Âq �{ d��{Z¿ ¾f�¿\Ì�M �eÂÌb¼¯ �Y Ã{Z¨f�YZÅÉ�¼¯ |Ë|� {�{ |À¿Z» Y� É�ZÌ�] Êa �{

Y{{� .  Ä¯ {Â� ºÌ�Àe É�Â� |ËZ] Ê¯Âq �Z¨e�YMl¿� ZÅ

Á {�Â^Ì¯ Ä] ºÌ¬f�» �y ®Ë �{ �Â»{�Ì³ �Y�« .

Á�Z]ÉZÅ ½Ze ÉÂ¸Æa �{ d�Y� Á duY� ¶°� Ä] |ËZ] ½Ze

l¿�M Á Äf§�³ �Y�« Ã�Y|¿Y Ä] ½Ze ÉZÅ90 ¶°� Ä] Á Äm�{

|�Z] Ã|Ì¼y duY� . ½|] tÌv� Á d��{ dÌ �Á Z¼�

¯ �Y Ã{Z¨f�Y ¾Ìu Y�Ã|ÅZ�» �Ë� ¶°� �{ �eÂÌb¼

Ê»-|ÌÀ¯Ô�Á �Y Ã{Z¨f�Y ¾Ìu ½|] tÌv� dÌ �Á �] Ã

Z¼¿ cZ�Y�» �Ì¿ Y� �Ë� cZ°¿ �eÂÌb¼¯Ë|Ì:

http://www.abbyy.com/buy
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ºf�Å ��{

�Z�§ �ÅZ¯ cZÀË�¼eÉZÅ�eÂÌb¼¯ Ã{Z¨f�Y �Y Ê�Z¿

³//½{�
 ¹Zn¿Y Y� �Ë� cZ¯�u Ä¬Ì«{ |Àq ÉY�] �eÂÌb¼¯ �Y �Y|»YÁ{ Ã{Z¨f�Y d�Z� Á{ �Å �Y | ]|ÌÅ{.

1.     Äf�ÅM �ZÌ�] Y� ½Ze��¥�� Ä]   Ä/� Y� d/¯�u ¾ËY Á Ã{Y{ d¯�u ¾°¼» Ã�Y|¿Y Ä] `q Á d�Y�

|ÌÀ¯ �Y�°e �Z].

2. Äf�ÅM �ZÌ�] Y� ½Ze��¥�� Ä]¿Y Ä] Â¸mÃ�Y| ÊË½Ze x¿� Ä¯ |ÌÅ{ d¯�u, |À¯ �¼· Y� ½Ze ÄÀÌ�

 x¿� Á c|» ÉY�] d·Zu ¾Ì¼Å Ä] Y� ½Ze5i ÄÌ¿ZÄ´¿{ Y� d¯�u ¾ËY Á |Ë�Y|ÌÀ¯ �Y�°e �Z] Ä�.

3.     Äf�ÅM �ZÌ�] Y� ½Ze�� ¥�� Ä]  �Y|¿Y Ä] \¬� Ç  c|/» ÉY�] d·Zu ¾Ì¼Å Ä] Á |ÌÅ{ d¯�u ¾°¼»

 ÄÌ¿Zi lÀaÄ´¿{ Á |Ë�Y ¾ËY|ÌÀ¯ �Y�°e �Z] Ä� Y� d¯�u.

4.�Y|¿Y Ä] Äf�ÅM �ZÌ�] Y� ½Ze��Ç ¾°¼»¥�� Ä]`q, �b�¥�� Ä] Á Â¸m�b�¥�� Ä] d�Y�

     � d¯�u ¾ËY Á |ÌÅ{ d¯�u    |ÌÀ¯ �Y�°e �Z] Ä� Y .   |ÅZ�» Y� �Ë� ¶°�    Y� ©Â/§ cZ/¯�u Ã{Â¼¿ Ã

|ÌÅ{ ¹Zn¿Y:

ZÅ Ä¿Z�
1.Ä¿Z�ÉZÅ    Y� ½Ze ¶°� Ä] Ã�ËY{Ë  Ê ¥�� Ä]      �Y|/¿Y �/Å Ä] ,|ÌÅ{ d¯�u Â¸mÇ  Ä/¯  d/¯�u  Ã�/ËY{

       {Â] |ÅYÂy �fÆ] Ã�Y|¿Y ½Z¼Å Ä] |�Z] ±��] .Ä¿Z�ÉZÅ      �Z] lÀa Y� ½Ze ¶°� Ä]   Ê�y�q   ¥�/� Ä/]

 Â¸m Y� Ä]Z�» d¯�u �b� Á |ÌÅ{ d¯�u¥�� Ä]|ÌÅ{ ¹Zn¿Y \¬�.

http://www.abbyy.com/buy
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 �¼¯)d�a(
1.            Y� �¼¯ ÉÓZ] d¼�« Äf�ÅM ,|ÌÅ{ �Y�« ½Ze�� \¬� Y� ½Ze d�{ Á{�Å ,|ÌÀÌ�À] d�Y�¥�� Ä]

 ÄÌ¿Zi |Àq c|» Ä] Á Ã{Y{ d¯�u \¬�Ä´¿{|Ë�Y. �b�

 ¥�� Ä]              ½Z/e d/�{ Ä/¯ |/ÌÀ¯ ºy É�Â� Y� {Ây Â¸m

· Y� ¾Ì»�¼|À¯ � .|ÌÀ¯ �Y�°e �Z] |Àq Y� d¯�u ¾ËY.

2.   Ã��Zy ¾´· d¼�« Á ,|ÌÀÌ�À] d�Y� ½Ze Ê¯Âq ÉÁ�

 Y� ½Ze¥�� Ä] ÄÌ¿Zi |Àq c|» ÉY�] Á Ã|Ì¿Zy�q d�Y�

    �Â� ¾Ì¼Å Ä]Ä´¿{    �b� Á |Ë�Y   ¥�/� Ä/] ̀ /q   ¾Ì/¼Å

|ÌÀ¯ �Y�°e Y� d¯�u.

3.Ê»Z´ÀÅÄ¯   Y� ½Ze `q ÉZa ©Z� ,|ËY Äf��¿ Ê¯Âq �{

     Äf§�³ d�{ Á{ �Å Z] Y� ÉZa Á ¥�/� Ä]   Á |Ì�/°] ½|/]

     ÄÌ¿Zi |Àq c|» ÉY�]Ä´¿{|Ë�Y .       Y� d/¯�u ¾/ËY �b/�

Å{ ¹Zn¿Y �Ì¿ d�Y� ÉZa ÉÁ�Ì|ÌÀ¯ �Y�°e �Z] Ä� Á |.

�Y{ {ÂmÁ É{ZË� cZÀË�¼e |Ì�Z] Äf�Y{ {ZÌ]{ÁÊ» ½YÂe �Y½MZÅ\Ì�M �ÅZ¯ dÆmÉZÅ �Y Ê�Z¿

 �Z¯ �eÂÌb¼¯ Ã{Z¨f�Yd¼�« Z»Y ,d§�³ÉZÅM Á ºÆ»~a \Ì�Ä¿Z� ,�¼¯ �f�Ì]  �Ë ZÅ½{�³ Á

Ê»|À�Z] �f�Ì] Ádve�Y�« �Z�§Ê»|¿�Ì³ .Z¨f¯Y ©Â§ cZÀË�¼e Ä] 0ZÀ]Ê»ºÌÀ¯.

�» cZ»Â¸ » dv� Á �eÂÌb¼¯ Ä] �mY�z ��fÄWY�Y|ÌÀ¯.

�\Ì�M �Y µZj» |ÀqÉZÅÃ{Z¨f�Y �Y Ê�Z¿�Y �eÂÌb¼¯ÄWY�Y|ÌÀ¯.

�eÂÌb¼¯ �Y �Y{ ¹YÁ{ Ã{Z¨f�Y ZËM ¹Y|¯ �M.{�Y{ Êa �{ Ê^Ì�

�\Ì�MÉZÅÃ{Z¨f�Y �Y Ê�Z¿�Y¹Y|¯ �eÂÌb¼¯ ZÅ.|Ë�Ì´] ¹Z¿ ,|¿Y

ZÅ µYR�
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É�eÂÌb¼¯ cZuÔ��Y
¹Y�³Á�a �Á�ËÁ)�Á�ËÁ |�(Anti-virus
¹Y�³Á�aÉZÅÃ{Z¨f�YÃ|ÀÀ¯Application Software

Ê°¼¯ È�§ZuBacking Storage
Ä�Â¼n»¼ ·Y�Âf�{ �Y ÊË¶ZÅBasic Input Output System( Bios)

 |uYÁ��Á�a¯ É�¯�» Ç|ÀÀCentral Processing Unit
Ã{��§ ®�{Compact Disk (CD)

{�¯ ¦·R»Ã|¿�ÁMCompiler
cZ�Ô�YData

cZ�Ô�Y ÃZ´ËZaDatabase
dz� ®�{ dË�Ë|»De-fragmentation

 ¶ËZ§File
�¸§ È�§ZuFlash memory

ÊaÔ§ ®�{Floppy desk
�|·Â§Folder

dËZ] {�ZÌ¸» ®Ë)Ä�§Zu ZË ®�{ dÌ§�� |uYÁ(Giga Byte (GB)
�e�Å {�ZÌ¸» ®ËGiga Hertz  (GHz)
Ê°Ì§Y�³ Ä�]Y�Graphical User Interface

½Y�ÁZnf»É�eÂÌb¼¯ ºË�u Ä]Hacker
dz� ®�{Hard disk

�ËÁ{�ZÅHardware
Ê�Â³Head Phone

�z¿ Äv¨�dHome Page
_ZÅHub

 cZ�Z^e�Y Á cZ�Ô�YÉ�Â·ZÀ°eInformation & Communication
Technology (ICT)

¶ËZ�ÁÊ·Ây{Input Device
d¿�f¿YInternet

Êf¿�f¿Y cZ»|y Ç|ÀÀ¯ ÄÌÆeInternet Service Provider
|Ì¸¯ ÈfzeKeyboard

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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 �Y�Å ®ËdËZ]Kilo Byte (KB)
�ZÌ� �eÂÌb¼¯)_Ze `·(Laptop
Ê¸v» È°^�Local Area Network (LAN)

 �ZfÀÌ°» �eÂÌb¼¯Macintosh
�eÂÌb¼¯ÉZÅ±��]Mainframe Computer

 dËZ] ½ÂÌ¸» ®ËMega Byte (MB)
�e�Å ½ÂÌ¸» ®ËMega Hertz (MHz)

Ä�§ZuMemory
É�Æ� È°^�Metropolitan Area Network (MAN)

®qÂ¯ �eÂÌb¼¯Microcomputer
��Á�a¯®qÂ¯ Ç|ÀÀMicroprocessor

ÄÌ¿Zi �{ ¶¼ ·Y�Âf�{ ½ÂÌ¸»Million Instruction Per second

{Â»¹Modem

 �ÂfÌ¿Z»)�´�ËZ¼¿ Èv¨�(Monitor

 �eÂÌb¼¯ Ê¸�Y Èfze){�Â]�{Z»(Motherboard

 �Â»Mouse

�Z] ¾f»Open source

¶»Z� ºf�Ì�Operating system

¶ËZ�ÁÊmÁ�yOutput Device

�Â^� �»�Password

Ê�z� �eÂÌb¼¯Personal Computer

Ê^Ìm �eÂÌb¼¯Personal Digital assistant(PDA)

½Z�¿Ã|ÀÅ{Pointer

_ZqÃ|ÀÀ¯Printer

¶¼ ·Y���Procedure

¹Y�³Á�aProgram

 È�§Zud�{ Ê]ZËÊ§{Z�eRandom Access Memory(RAM)

 Ê¿|¿YÂy ZÆÀe È�§ZuRead Only Memory(ROM)

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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�cZ]Robot

�eÁ�Router

�À°�YScanner

 ¾Ì�Z»d�mÂmSearch Engine

Ã|ÀÅ{ �ËÁ��Server

½{�¯ ºÌ�ÀeSetting

d§Z��ËÁSoftware

�°Ìb�{Â·Speaker

 Èv¨��Ì�ÁSpread Sheet

�eÂÌb¼¯ �aÂ�Super Computer

pËÂ�)¸ËZ�Á] Ä°^� �{ Ä¯ ÊÄÊ» �Z¯{Á�(Switch

d§Z��ËÁÉZÅÊ¼f�Ì�System Software

ºf�Ì� |uYÁSystem Unit

Ê�¼· �ËZ¼¿ Èv¨�Touch screen

�z�»�^À» Ç|ÀÀ¯Uniform Resource Locator (URL)

 �]Y�Ã{Z¨f�YÃ|ÀÀ¯User Interface

Ã{Z¨f�YÃ|ÀÀ¯Users

d§Z��ËÁÊ°¼¯Utilities Software

\ËÁWeb

|ÀÀ¯�Á�»Ç\ËÁWeb Browser

\ËÁ Èv¨�Web Page

\ËÁ Ç�¼¯Webcame

dËZ� \ËÁWebsite

 È°^��Ì�ÁWide Area Network (WAN)

ºÌ�Ì]Wireless

��Á�a¯\ËÁ Ã|ÀÀWord Processor

Ã{��§ É�Z�Zip

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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¹�ZÆq ¶�§
ºÆ¿ ��{

¶»Z� ºf�Ì�)|ÀËÁ�ÁXP(
¶Àa µÁ�fÀ¯:1 �Á|ÀËÁ ®Ì§Y�³ �Y Ê�z]Ä¯ d�Y[Zzf¿YÉZÅ ��f�{ �{ Y� É{ZË�

Ã{Z¨f�YÃ|ÀÀ¯ �Y�«Ê»|Å{ ÁÃ{Z¨f�YÃ|ÀÀ¯Ê»|¿YÂe ¾ËY �Y¶ËZ�Á)¶Àa µÁ�fÀ¯  ( cY�ÌÌ¤e�Â�À» Ä]

Y|f]YËºf�Ì� �{ Ê|ËZ¼¿ Ã{Z¨f�Y .µÁ�fÀ¯ �Y Ã{Z¨f�Y Z]Z» ¶ÀaÊ»� �{ ÊeY�Ì¤e ºÌ¿YÂe ºÌÀ¯ {�YÁ ºf�Ì

|À¿Z» : ½{�¯ Ä§Z�Y�ËÁ{�ZÅ ¥~u Á ½{�¯ Ä§Z�Y ,d§Z��ËÁ [Z�u {ZnËY ,Ã{Z¨f�YÃ|ÀÀ¯2 cY�ÌÌ¤e

Âv¿ �{Çd�{Ê]ZË3 ,½Z]� ½{�¯ Ä§Z�Y ,

 ºÌ�Àe_ZqÃ|ÀÀ¯Ã�Ì£ Á d�Z� ºÌ�Àe ,.

  ÉY�]d�{   Ê]Z/Ë   ÉY�/mY Ä/]4      �Y ¶/Àa µÁ�/fÀ¯

ÉÂÀÌ»Start ÉÁ�¾�aMControl Panel

 ¼¿ ®Ì¸¯   Ze |ËZ¾�aMÉZÅ    µÁ�fÀ¯ �{ {ÂmÂ»

{{�³ �ÅZ� ¶Àa .

Z¼�ÄÀË�³ÉZÅ �{ Y� ¶Àa µÁ�fÀ¯ �{ {ÂmÂ») ¶°�1-4 (Ê» Ã|ÅZ�»|ÌÀ¯.

˺ Control Panel
˻ User Account
˼ Accessibility Option
˽ Control Panel Components

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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) ¶°�2-4(

1.�ËZ¼¿ ºÌ�Àe|ÀÅ{Ç�eÂÌb¼¯

2.d¿�f¿Y Á Ä°^� ºÌ�Àe

3. ºÌ�Àe_ZqÃ|ÀÀ¯)�f¿�a (

4. [Z�u {ZnËYÃ{Z¨f�YÃ|ÀÀ¯

5. ¥~u Á ½{�¯ Ä§Z�YY�³Á�a¹ ZÅ

6. Á d�Z� ,xË�Ze ºÌ�Àe� ½Z]

7. Á Y|� ºÌ�Àe½Z»Z�ÊeÂ�

8.[Zzf¿Yd�{Ê]ZË

9. ºÌ�Àe¶¼� {�¯ ÁÄ´¿{É�Y

10.  �eÂÌb¼¯ ÊfÌÀ»Y �¯�»

¼m �Y¸{�¯ ºÌÅYÂy Ê���] ¶�§ ¾ËY �{ Y� {�Â» |Àq ZÆÀe ©Â§ {�YÂ» Ä.

http://www.abbyy.com/buy
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 \�¿_ZqÃ|ÀÀ¯)�f¿�a(
_Zq \�¿Ã|ÀÀ¯)�f¿�a (d�Y ½Z�M Á Ã{Z� dËZÆ¿ .u µZu �{�f¿�a �j¯Y ��Z ZÅÀ°e �YZ É�Â·Plug

&Play Ã{Z¨f�Y Ê»|ÀÀ¯ .¾Ì�     Ä] �f¿�a ¶^Ì¯ ½{Â¼¿ ¶�Á     {Ây ¶°� Ä] ¶»Z� ºf�Ì� ,�eÂÌb¼¯ �Z¯

Z�ZÀ� Y� �f¿�aË�ÂËY�{ Á Ê1ÉZÅ\�¿ Y� ¹�ÓÊ»|À¯.

     Êf�{ ¶°� Ä] Y� �f¿�a ®Ë Ä¯ ºÌ�Z] Äf�YÂy ÃZ³�Å)®ÌeZ»ÂeY �Ì£ (ËZ¼¿ \�¿Ì» �Y ºÌ  ÉÂ/ÀStart

¶¼� �Ë� ¶°� Ä]Ê»ºÌÀ¯.

1. ÉÁ�ÉÂÀÌ»Start|ÌÀ¯ ®Ì¸¯

2.¾�aMControl Panel|ÌÀ¯ [Zzf¿Y Y�

3. ÉÁ�¾�aM“Printers & Faxes �Z]Á{

|ÌÀ¯ ®Ì¸¯.

˺ Drivers

 ÉÁ�¾°ËM  “Add Printer”Z]Á{�

|ÌÀ¯ ®Ì¸¯.

http://www.abbyy.com/buy
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½ZÀr¼Å Z¼�Ê»¹�¿ ®�{ �Y |Ì¿YÂe

Ä¯(CD) ÄÌÆe Ã|¿�Z� ÊÀb¼¯ ��Âe

¨f�Y d�Y Ã|� Y� ZÅ�ÂËY�{ ZË |ÌÀ¯ Ã{Z

 ªË�� �YUpdate Ânf�m �Á|ÀËÁ

 Á Ã{Â¼¿ {Â¸¿ÁY{ ¶°� Ä] �f¿�a Ze |ÌÀ¯

{{�³ \�¿ d��{.

³Y ¶�Á �eÂÌb¼¯ Ä] ºÌ¬f�» Z¼� �f¿�a �

 ,d�Y¾�aMËZ¼¿ [Zzf¿Y Y� Ê·ÁYÌ �³Y ZË |

 ¶�Á Ä°^� ÉZÅ �eÂÌb¼¯ �Y Ê°Ë Ä] �f¿�a

 d�Y ¾�aM Y� ¹Á{ [Zzf¿Y|ÌÀ¯.

.d�Y ¶�Á Z¼� �f¿�a c�Âa ¹Y|¯ Ä]

  Äv¨� ©Â§ ¶uY�» ¶Ì¼°e �Y | ] Ê/Ë  |/À¿Z»

      � Á |� |ÅYÂy �Z] �Ë� Äv¨� Ê» Z¼  |/Ì¿YÂe

             Z/e |/ÌÀ¯ [Z/zf¿Y Á ¾Ì/Ì e Y� �/f¿�a dÌ�Â¿

{Â� \�¿ Z¼� �eÂÌb¼¯ �{ �f¿�a.

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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 ¥~u ZË ½{Á�§Y¹Y�³Á�a ZÅ)1(

 ¶»Z� ºf�Ì� �] ÃÁÔ�˻Ä»Z¿ �] {Y| e ®ËÉZÅd�Y \�¿ �eÂÌb¼¯ �{ �Ì¿ �´Ë{ . ¾ËY �Y Ê°Ë Ä] �³Y

¹Y�³Á�aÉZÅ  |� \�¿   Y É�ZÌ¿ �´Ë{ Ã     M ºÌÅYÂz] Z» Á {Â�¿ �Z�u½�Y  ËZ¼¿ ¥~uÌ   �Á|ÀËÁ ,º ®Ë

Ä§Z�Y ¹Y�³Á�aY�)\�¿(Ê» ¥~u ZË Á|À¯Ä¯] Ä  ¹Z¿“Add or Remove Programs” {ZË

Ê»{{�³ ÁÊ»  ½YÂe       ®Ë ¥~u dÆm �{ ½M �Y¹Y�³Á�a  {�¯ Ã{Z¨f�Y .  Z»Ê¼¿   ®Ë ºÌ¿YÂe ¹Y�/³Á�a

   ½{�¯ ¥~u Z] Y�¾°ËMM ½ �Y®�{_Ze¸¯ �Â� Ä]    �]Z/À] -ºÌ/À¯ ¥~/u �eÂ/Ìb¼¯ �Y Ê  �Y |/ËZ] ¾ËY

�Á¸ÌÈAdd or Remove{�¯ Ã{Z¨f�Y.

 ®Ë ½{Á�§Y¹Y�³Á�a|Ë|m
    ®Ë ½{Á�§Y ÉY�]¹Y�³Á�a¬Ë�� �eÂÌb¼¯ �{ |Ë|mÄ   -{�Y{ {Â/mÁ Ê/¨¸fz» ÉZ/Å    Z/m ¾/ËY �{ Z/»Y

    ®Ë ½{Á�§Y ªË��¹Y�³Á�a       Ê���] Ä] Y� ¶Àa µÁ�fÀ¯ �Y |Ë|m Ê»ºË�Ì³ .  ËY ÉY�mY ÉY�]  ÄÌ¸¼� ¾

» �YÌ ÉÂÀStart|ÌÀ¯ ¶¼� �Ë� ¶°� Ä].

1.» ÉÁ�Ì ÉÂÀStart|ÌÀ¯ ®Ì¸¯.

2.¾�aM Y� ¶Àa µÁ�fÀ¯ [Zzf¿Y|ÌÀ¯.

3. ÉÁ�“Add or Remove Programs”

|ËZ¼¿ ®Ì¸¯.

 ÉÁ� ®Ì¸¯ Z]¾�aM

Remove ProgramsAdd or
v¨� �Á|ÀËÁÈ �Ë� Äv¨� |À¿Z» Y�

�ËZ¼¿Ê»|Å{ Ä� ÉY�Y{ Ä¯¾�aM

d�Y.

˺ Add or Remove Programs
˻ Operating System

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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4. Ä� �Y¾�aM ÉÁ� Äv¨� ¾ËY �{ {ÂmÂ»

¾�aMAdd New Programs ®Ì¸¯

|ÌÀ¯ .®Ì¸¯ Z]ÉÁ�¾ËY¾�aMv¨� ,È

Ê» �ÅZ� �Ë� ¶°� |À¿Z» É�´Ë{{{�³  .

 ¾ËY �{¾�aM {�Y{ {ÂmÁ ½Z°»Y Á{ Z¼� Ä¯

v¨� �{È¶]Z¬»Ê»|ÌÀÌ].

CD or Floppy
 �³YÊ»Y�³Á�a \�¿ |�« Z» Ä¯Y� ½M �{ ºË�Y{

CD ®�{ ZËfloppy |�Z]¾�aM Y� µÁY

ËZ¼¿ [Zzf¿YÌ|.

Windows Update
 Ä¯ ºÌÅYÂz] �³Y¹Y�³Á�a Y� �{ Ä§Z�Y �Á|ÀËÁ

ËZ¼¿Ì ,º¾�aM ¹Á{Y�Ê» [Zzf¿Y �Á|ÀËÁ Á ºÌÀ¯

 ½{�¯Y|Ìa ÉY�]¹Y�³Á�a¸�»Â d¿�f¿Y �Y [

Ê» Ã{Z¨f�Y|À¯ .

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

 ¥~u ZË �ÌÌ¤e¹Y�³Á�aZÅ)1(

 ÃZ³�Å ºÌ�Z] Äf�YÂyÊ»Y�³Á�a �eÂÌb¼¯ �Y Y� c�Â� Ä]

u ¶»Z¯ËZ¼¿ ¥~Ì�ÌÌ¤e ZË º�] �{ É»Z¿È {ZnËY Ã|� \�¿

» �Y ºÌÀ¯Ì ÉÂÀStart¶¼� �Ë� ¶°� Ä]Ê»ËZ¼¿Ìº.

1.» ÉÁ�Ì ÉÂÀStart|ÌÀ¯ ®Ì¸¯.

2.¾�aM Y� ¶Àa µÁ�fÀ¯®Ì¸¯|ÌÀ¯.

3. ÉÁ�“Add or Remove Programs”ËZ¼¿ ®Ì¸¯Ì|.

 ÉÁ� ®Ì¸¯ Z]¾�aM¹Â��Á|ÀËÁ,v¨�ÄÊË |À¿Z» Y�

v¨�È �ËZ¼¿ ¶]Z¬»Ê»|Å{ Ä� ÉY�Y{ Ä¯¾�aMd�Y.

 ÉÁ� ZnÀËY �{¾�aMChange or Remove

Programs|ÌÀ¯ ®Ì¸¯ . ¾ËY �{¾�aM Á{¾�aM

�Ì¿ �´Ë{|À¿Z» {�Y{ {ÂmÁ :Change or Remove

d�Y Ã|� Ã{Y{ ½Z�¿ ¶]Z¬» ¶°� �{ Ä¯ .Âz] �³YY |ÌÅ

 Ä¯»Y�³Á�a Ê Y�¶»Z¯ c�Â� Ä] ÉÁ� |ÌÀ¯ ¥~u

 ¾�aM“Remove”|ÌÀ¯ ®Ì¸¯ .�³YÊ» |ÌÅYÂy

 ®Ë �{ Y� É�ÌÌ¤e¹Y�³Á�a ÉÁ� |ÌÀ¯ {ZnËY¾�aM

Change”" �{ Y� ¹�Ó cY�ÌÌ¤e Á |ÌÀ¯ ®Ì¸¯M ½

ËZ¼¿ {�YÁÌ|.

˺  Change or Remove programs

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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�µÁ�fÀ¯ �Y É{�YÂ» Äq �{ Á d�Ìq ¶Àa½MÊ» Ã{Z¨f�YËZ¼¿Ì.º

�´q �eÂÌb¼¯ �{ Y� �f¿�a\�¿ Ä¿ÂÊ»ËZ¼¿Ì.º

� ®Ë¹Y�³Á�a¥~u ZË Ä§Z�Y ªË�� Äq �Y �eÂÌb¼¯ �{ Y�Ê».ºÌÀ¯

�v¨�È“Add or Remove Programs” |Àq ÉY�Y{¾�aM.|Ë�Ì´] ¹Z¿ Y� ®Ë�Å ,d�Y

 ¥~u Á ½{Á�§Y¹Y�³Á�a ZÅ�eÂÌb¼¯ �Y

�{Á�³Ã ZÅ�¬eÌdÌ·Z § Ã|� ºÉZÅÌÅ{ ¹Zn¿Y Y� �Ë�|.

1. Z] �f¿�a ®Ë \�¿ �Y Ã{Z¨f�Y�Á�ÓZ]

2. ®Ë \�¿¹Y�³Á�a �Y Ã{Z¨f�Y Z]¶ËZ�Á¶Àa µÁ�fÀ¯

3.u ¥~¹Y�³Á�a ¶Àa µÁ�fÀ¯ cZ¿Z°»Y �Y Ã{Z¨f�Y Z] Ã|� \�¿

 d�Z� Á xË�Ze ºÌ�Àe)½Z»�(
�eÂÌb¼¯ ZÅ0ÓÂ¼ » ºËÂ¬e ®Ë ÉY�Y{Ê°Ì¿Á�f°·YÊ»|À�Z]�Z¯ ®ÌeZ»ÂeY c�Â� Ä] Ä¯Ê»|ÀÀ¯ .

Zy �eÂÌb¼¯ Ä¯ Ê «Â»] Z] d�Z� Á ºËÂ¬e ,|�Z] �Â»f {�Y{ dÌ «Â» Ê¸�Y {�Â] �{ Ä¯ ºf�Ì� É�

Ê¿Z^Ìf�aÊ»{{�³ .�Y�« Ã{Z¨f�Y {�Â» ¶Ì·{ |Àq Ä] ½Z»� Á xË�ZeÊ»-|¿�Ì³�Â� Ä]µZj»:¾ÌÌ e Á

½Z»� ,¶ËZ§ ®Ë {ZnËY ½Z»� �Ìz�eÄ»Z¿ ½{Zf��§ ÉY�] É|À]ÉZÅÊ°Ì¿Á�f°·Y ZËe-mailÃ�Ì£ Á

Ê»|À¿YÂe�Â»-|¿�Ì³ �Y�« Ã{Z¨f�Y { ¾ËY �] ÃÁÔ�Ê� ] �Y¹Y�³Á�a ZÅºÌ�Àe ÉY�]�Z¯ ZÅ Á xË�Ze Ä]

� ºf�Ì� d�Z��ÂmÊ»{�¯ |ÅYÂz¿ �Z¯ Êf��{ Ä] ,Á{ ¾ËY ½{Â^¿ ºÌ�Àe c�Â� �{ Ä¯ |ÀÀ¯ .

 d�Y� d¼� �{ 0ÓÂ¼ » ºf�Ì� d�Z� Á xË�ZeÄ¸Ì» Ä¨Ì�Á(Taskbar)Ã{Y{ �ËZ¼¿Ê»|¿Â� .

Á{ d�Z� ÉÁ�]�Z|ÌÀ¯ ®Ì¸¯ .v¨� ÈDate and Time Properties�Z]Ê»{Â�     .

) ¶°�4-3(

ZÅ µYR�

http://www.abbyy.com/buy
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¶°� :4-3d�Z� �ËZ¼¿ ÄÌuZ¿

 µZ� ºÌ�Àe

ÃZ» ºÌ�ÀeÉZÅ µZ�

�Á� ºÌ�ÀeÉZÅÃZ»

 d�Z� ºÌ�Àe

 Ä¼¯{OK

d�Z� [Zzf¿YÄ¬�À»ÊË
�Â�¯  ZÅ   cÁZ¨e ÉY�Y{ �Â¼n» �{ËZÅÊ   Ê¿Z»�Y|Àf� .|�Ç     �Y É{Z/Ë� Ã{Z¨f/�Y |/ÀÀ¯Ã /ÅZÉ1     Z/] Ê/f¿�f¿Y

     �Z^e�Y �{ ,�´Ë{ ÉZÅ�Â�¯Y|Àf�, |À¿Z»: �Z¼eÉZÅÊ¿Â¨Ì¸e�{ Á µZ��Y ,Ä»Z¿ d§ZË ÉZ/Å Ê/°Ì¿Á�f°·Y

  ZËe-mail Ã�Ì£Á. ¾ËY  ZÅ |ÀÀ¯ µÁ�fÀ¯ Y� {Ây ½Z»� �Z^e�Y |ËZ] .Z°»Y �Á|ÀËÁ �{ {ÂmÂ» cZ¿xp  ¾/ËY

      Z¼� Á d�Y Ã{Â¼¿ �Â§�» Y� É|À»�ZÌ¿  Ê/»    Ã{Z¨f/�Y Z/] |/Ì¿YÂe   cÁZ/¨e cZ/¿Z°»Y ¾/ËY �Y ÉZ/Å  Ê¿Z/»�Y�

|ÌÀ¯ µÁ�fÀ¯ . ÉÁ�¾�aMTime Zone Ze |ÌÀ¯ ®Ì¸¯�¬¿È|ÅZ�» Y� ½ZÆmÃËZ¼¿Ì |) ¶°�4-4.(

˺ Users

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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 » ¾//ËY ÉÁ�Ì  ,|//ÌÀ¯ ®///Ì¸¯ Â///Àd�///· ª�Z///À»

   yY Z] ÃY�¼Å VËZÌ§Y�¤m  ½Z/»� ¥Ôf½M Z/Å   ½Z/»� Z/]

Y� LY|^»|ÅZ�»Ã{�¯ |ÌÅYÂy .¬�À»È Ã|� [Zzf¿Y

 ¶°� �{4-4  ,Kabul          Ê¿Z/»� ¥ÔfyY Z]4:30

+d�Y pËÂÀË�³ ÊÀ Ë LY|^» d�Z� Z].

¶°�4-4 Äv¨�Time Zone

ºÌ�Àe �Â»
 �ÌÌ¤e ½Z°»Y ,Êa �¯Y �Á|ÀËÁ ¶»Z� ºf�Ì�¶¼� {�¯

 �Â»ÅY�§ Z» ÉY�] Y�ºÊ»Z» Á |ËZ¼¿Ê» ¾ËY �Y ºÌ¿YÂe

¿Â´q dÆm �{ ½Z°»YÄ Ê³¶¼� {�¯ �Â» Ã{Z¨f�Y

ËZ¼¿Ìº . �Y ¶¼� ¾ËY ¹Zn¿Y ÉY�]ÉÂÀÌ»Start ¶°� Ä]

¶¼� �Ë�Ê»ËZ¼¿Ìº .

1. ÉÁ�ÉÂÀÌ»|ÌÀ¯ ®Ì¸¯.

2.¾�aM Y�®Ì¸¯|ÌÀ¯.

3.  ÉÁ�¾�aM »�Â,     Ã|ÅZ�» �Ë� ¶°� �{ Ä¯ Ê»ËZ¼¿Ì       |/ÌÀ¯ ®/Ì¸¯ �Z/] Á{ |    v¨/� Z/eÈ  /�Àe ºÌ

» ¶°� �{ Ä¯ �Â5-4 Ã{Y{ ½Z�¿ Ã|�{Â� �Z].

http://www.abbyy.com/buy
http://www.abbyy.com/buy
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^ mÈd»Ô�

®Ì¸¯ d��� ºÌ�Àe

^ mÈ d»Ô�Double Click Speed

¼¯{ÈOK

 ¶°�4-6ºÌ�Àe Äv¨��Â»

[Zzf¿Y d»Ô�Switch primary and Secondary buttons
Ã{Z¨f�YÃ|ÀÀ¯ÅËZ  Ê1    d�{ `q Ä¯Y|Àf�Ê»|À¿YÂed»Ô� Z]{�Y ¾ËY ½{�¯¾�aMÄ¼¯{ ,  Ê/·ÁY ÉZÅ

  ÁÊ»Á{       ¶¼� c�Â� ¾ËY �{ ,|ÀÅ{ �ÌÌ¤e Y� Ä¼¯{ {�¯ÉZÅ         /» d/�Y� Á `/q d¼/�   �ËÂ/ e �Â

ÅYÂyÀ|� |.

 ®Ì¸¯ d��� ºÌ�Àe : Double Click Speed
   m Ä] Zm Z]       d¼� Ä] d��� �ZÌ¬» ½{�¯ ZFast)�Ë�� (  ZËSlow)|À¯(Ê»   ½YÂ/e   Z/]Á{ d��/��Ç

» ½{�¯ ®Ì¸¯{�¯ ºÌ�Àe Y� �Â.

[Zzf¿Y d»Ô�:Turn on ClickLock
d»Ô�Z]    ¾ËY ½{�¯ �Y{¾�aM  ,dÌ�Zy  ½{�¯ ¶¨«   �Â»  ¼¯{ ½{��§ Z]È »   Á �Â Ä/´¿{�YÉ   �{ ½M

  �v· ÉY�] ¾ÌËZaÈ        ,Ä¼¯{ ½{�¯ ZÅ� �b� Á ÃZeÂ¯µZ § Ê»{Â� .    Ã�ZmY dÌ�Â�y ¾ËYÊ»|Å{  Ä/¯

[Zzf¿YÄ´¿ ¾ÌËZa ½Á|] ,¼¯{ ¾f�Y{È»{Â� ¹Zn¿Y ,�Â.

Pointers :  ¾ËY¾�aM   ½Z°»Y�ZÌfyY���¯    » ÉY�] Y� ¦¸fz» ºÅY�§ �Â Ê»|ËZ¼¿ .Z¼�  Ê/»  |/Ì¿YÂe

��Zy Ä]Ã�Z�Y|ÀÀ¯Ç» ÉY�] ��¿ {�Â» �Y �Â ¾ËY¾�aMËZ¼¿ Ã{Z¨f�YÌ |) ¶°�4-7.(

˺ Users
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 [Zzf¿Y���¯

 s�� [Zzf¿Y���¯

 dÌ�Â¿ [Zzf¿Y���¯

 ¶°�4-7

: Pointer Option ¾ËY cZ¼Ì�Àe�ZÌfyYd�Y �Ë� s�� Ä]:

�¸Ì»È Ê��¤·Motion :  /¼¯{ ½{Y{ d/¯�u Z]È  ��/¤·Select Pointer speed   d¼/� Ä/]

`q(Slow)d�Y� ZË(Fast),Ê»�Z�Y d��� |Ì¿YÂeÇ» �³|ÌÅ{ �ËY�§Y ZË �ÅZ¯ Y� �Â .

�¾�aMd»Ô�button in a dialog box     :Automatically move pointer to
the default

� ~³ d»Ô�Z]  ¾ËY �{ ¾f�YÄÀË�³] �Á|ÀËÁ , Ä ,®ÌeZ»ÂeY c�Â����¯» /¼¯{ ÉÁ� Y� �ÂÄ Ê/Ë

Ã|� ��§ ¶^« �Y |À¿Z»OK ÁApply�Y�«Ê»|Å{.

�¾�aM d»Ô�Display pointer trails:³ d»Ô� Z]~ ¾ËY �{ ¾f�Y[Zzf¿Y ,���¯ /» �Â

�Y{ Ä·Z^¿{Ê»{Â� . ½{Y{ d¯�u Z]���¯» �Y Ä·Z^¿{ �Â���¯ZÅ{�¯ |ÀÅYÂy d¯�u.

�^ mÈ d»Ô�Hide pointer while typing:d»Ô� Z]   ¾/ËY ½{�/¯ �Y{ [Z/zf¿Y  �Á|/ÀËÁ ,

���¯  Y� �Â»     ½ZÆÀa ¾f» ½{Â¼¿ `ËZe ¹Z´ÀÅ Ê»|À¯ .   /» Ä¯ Ê «Â»      d/¯�u Ã�Z/]Á{ �Â  {�/¯

���¯ Ã�Z]Á{M�Z°�Ê»{Â� .

� ¾�/aM  d/»Ô�Show the location of pointer when I press CTRL key:  Z/]

d»Ô�  �Y{   ¾ËY ½{�¯¾�aM µÁ�fÀ¯ |Ì¸¯ ½{Y{ �Z�§ Z] Á(CTRL) Ã�/ËY{ �y �Á|ÀËÁ , /ËÊ Y�

{Á����¯|Ë|aÊ»M {�Á) ¶°�4-8.(
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¾�aM ÉZÅ���¯

 d��� [Zzf¿Y���¯ �Â»

   ¾f§�³ �Y�« Z/�YÃ� Ã|/ÀÀ¯   Ä/¼¯{ ÉÁ� ÉZ/Å�Y  ¶/^«

Ã|� ��§] Ä ®ÌeZ»ÂeY c�Â�

Ä·Z^¿{½{�¯ �Y{ �Â»

 ½{�¯ ½ZÆÀaÃ|ÀÀ¯ Ã�Z�Y,`ËZe ¹Z´ÀÅ

 �//ËY{ �ËZ/¼¿Ç �Á{ Ã|//ÀÀ¯ Ã�Z/�Y,  ½{��//§ ¹Z/´ÀÅ

¼¯{ÈCTRL
 ¶°�4-8cZ¼Ì�Àe�Â»

 �Â» Á ½Z»� ,xË�Ze ºÌ�Àe

1.dÌ·Z § É{Y�¨¿Y ¶°� Ä] ½Y{�³Z�ÉZÅ|ÀÅ{ ¹Zn¿Y Y� �Ë�.

2. d�Y� d¼� �{¸Ì»ÈÉ�Z¯(Taskbar)|ÌÀ¯ ®Ì¸¯ �Z]Á{ d�Z� ÉÁ�.

3.» �Ë�Ì ÉÂÀ;Date|ÌÀ¯ [Zzf¿Y Y� É�Zm ºËÂ¬e ,µZ� Á ÃZ» ,�Á� .

4.» �Ë�Ì ÉÂÀTime|ÌÀ¯ ºÌ�Àe Y� d�Z�.

5.» ÉÁ�Ì ÉÂÀTime zone®Ì¸¯ Y� ÉÂ¬�À» d�Z� Á |ÌÀ¯GMT+ Kabul|ÌÀ¯ [Zzf¿Y.

6. ÉÁ�¾°ËM�Â»|ÌÀ¯ ®Ì¸¯ �Z]Á{ ¶Àa µÁ�fÀ¯ �{.

7.Ä¼¯{ÉZÅ ÉÂ¿Zi Á Ê·ÁY�Â»|ÌÀ¯ ¶Ë|^e Y�.

8. ®Ì¸¯ d����Â»ËZÆ¿ |u Ä] Y�Ê|ÌÅ{ �ËY�§Y.

9.  ÉÁ�ÉÂÀÌ»Pointers     Á |ÌÀ¯ ®Ì¸¯Ã|ÀÀ¯ Ã�Z�YY�  ÉY�Y{ Ä/¯  d/»Ô�"ˮ"   [Z/zf¿Y d/�Y

|ÌÀ¯.

10. ÉÁ� ¾�/aMPointer Options    d��/� Á |/ÌÀ¯ ®/Ì¸¯  Ã|/ÀÀ¯ Ã�Z/�Y   ËZ/Æ¿ |/u Ä/] Y�Ê

(Fast)|ÌÅ{ �ËY�§Y.

11.Ã|ÀÀ¯ Ã�Z�YÄ·Z^¿{ Y�|ÌÀ¯ �Y{.
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ºÅ{�ZË ��{

Ä¿Z�� ºÌ�ÀeÉZÅÊeÂ�

    Ä¿Z�� ÉY�Y{ 0ÓÂ¼ » Ê�z� ÉZÅ�eÂÌb¼¯ÉZÅÉ�ËÂ�e Á ÊeÂ�Ê» |À/�Z]  Ä¿Z/�� ¾/ËY Á  Z/Å  ¶»Z/�

�ËÁ{�ZÅ   Ád§Z�Á�Ë,      �ËÂ�/e Á Y|/� �za Ê/» |À/�Z] .  |ÅZ�/» ÉY�/]Ç   �/ÌÌ¤e Á cZ/¼Ì�Àe½M Z/Å �Y

 ¶Àa µÁ�fÀ¯|ÌÀ¯ ¶¼� �Ë� ¶°� Ä]:

1. �YÉÂÀÌ»Start ¾�/aMControl Panel
 Y��ZÌfyY|ÌÀ¯.

2.
3. ÉÁ�¾�aM|ÌÀ¯ ®Ì¸¯.

4.Èv¨�     ¶°� |À¿ Z»4-9   |/� |ÅYÂy �ÅZ� .

     ¶°/� ¾ËY �{ ¾�/aM ÉZ/Å    Ã|/Ë{ Ê/¨¸fz»

»Ê {Â/� .  �{ ¾�/aMVolume   cZ/¼Ì�Àe

]�»Â   Y� Y|� Ä] �Ê»  ½YÂe|ÅZ�»Ã {Â¼¿ . �{

 �z]Device volumeÊ» ½YÂe  É|/À¸]

 ËZa ÁÌÀÊ    Y� Y|�       ÃYÂ/z·{ �Â/� Ä/]  [Z/zf¿Y

{Â¼¿.
 ¶°�4-9

4-|À¸]Â³É     ºÌ�Àe Y� �eÂÌb¼¯|ÌÀ¯ .  Z] ³ d»Ô�~   �{ ¾f�Y¾�aMMute  Y|/�É  |/À¸]  �/�« Â³  Ê/» {Â/� .

.Z] Y|� �za ÉY�] ¾ËY �ZÀ¯ d»Ô� |Ë¾�aM /�Y{�] Y�d .  �/³Y ¾�/aMPlace volume icon in the

taskbar   ~´] d»Ô� Y�  ,|Ë�Y¾°ËM|À¸] �{ Â³¸Ì»È Ä¨Ì�Á(Taskbar) |/� |ÅYÂy Ã{Y{ �ËZ¼¿ �Á|ÀËÁ .

f§��Ìa cZ¼Ì�Àe ÉY�]È¼¯{ ÉÁ� ÊeÂ�ÈAdvanceÌ¸¯|ÌÀ¯ ®.

v¨//� �{È Ã|//� �Z//]) ¶°//�4-10 ( �YÂ//¿Y Z¼//�

cÂ�ÅÉZ     Ä¿Z�� ªË�� �Y �za ¶]Z«ÉZÅ  ÊeÂ�

 Ã|ÅZ�» Y� Ê»   Ê¿Z�M Ä] Á |ÌÀ¯ Ê»  |Ì¿YÂe½M Z/Å Y�

ËZ¼¿ ºÌ�ÀeÌ|.

 ¶°�4-10¨�vO|� ºÌ�Àe Ä
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   ½Âf� �{volumeÊ»  ½YÂe  � �Y ®Ë�Å�Ä¿ZÉZÅ

 Ä] Y� ©Â§ ÊeÂ��Â�{Â¼¿ ºÌ�Àe ÃYÂz·{ .

  Z]Ä]Zm Z/m    /¼¯{ ½{�/¯È    µÁ�/fÀ¯Balance   Ä/]

 Y� d¼�d� ,`q ÁÊ» |Ì¿YÂe É|À¸] ½Y�Ì»  Y|/�

|//À¸] ª//Ë�� �Y Y� d//�Y� d¼//� ÉÂ³ `//q Z//Ë Á

 |ÌÀ¯ ºÌ�Àe .   ¶°� �{4-11     Ä/¼¯{ ÉÁ� ®Ì¸¯ Z]

Speaker Volumev¨�È   �{ Ä/¯ É|/Ë|m

Ã|ÅZ�//» ¶//]Z¬»Ê//»�Z//] ,|//ÌÀ¯Ê//»Z¼//� Á {Â//�

Ê»Â³|À¸] ÉY|� ½Y�Ì» |Ì¿YÂe¯ [Zzf¿Y Y�ÌÀ|.

 �//³Y|//ÌÅ{ �//ÌÌ¤e Y� ºf�//Ì�-Ê//»Y|//� |//Ì¿YÂeÉ

|À¸]] Y� ZÅÂ³ Ä c�Â�|ÌÀ¯ ºÌ�Àe �]Y�]Z¿.

¼¯{ ÉÁ�È Advance ®Ì¸¯|ÌÀ¯ .v¨�È ¶°� |À¿Z» É|Ë|m4-12�Z]Ê» ½Z°»Y Ä¯ {Â�

|À¸] �Â¿ [Zzf¿Y c�Á�� {�Â» ÉÂ³

ºÅY�§ Y� �eÂÌb¼¯ �{Ê»Z¼� Á |ËZ¼¿

Ê» �Y |Ì¿YÂed�·|À¸] ÉZÅÂ³

 [Zzf¿Y Y� ½Ze��¿ {�Â» �Â¿ ,{ÂmÂ»

|ÌÀ¯ .

/// ] [Z///zf¿Y Á ¹�Ó cZ///¼Ì�Àe �Y |

|//À¸]  ÉÁ� ,�Z//Ì¿ {�Â//» ÉÂ³¾�//aM

Sound)  ¶°�4-13 ( |ÌÀ¯ ®Ì¸¯ .

 �//¸� ®//Ë Z¼//�¸ �{ Y� ÊeZvÌ//�Âe Ä

 {�Â//»Ä//¿Â¼¿ÉZ//ÅÊeÂ//�1 Ã|ÅZ�//»

        cZ/¼Ì�Àe ¹�¸f�/» Ä/¯ ,{�/¯ |ÌÅYÂy

˺ Sound Scheme

  ¶°�4-11

 ¶°�4-12¨�vY|� ºÌ�Àe È
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Ê»|À�Z]Z¼� ÁÊ» �Á|ÀËÁ Ä¯ ÊeZ¿Z°»Y �Y Ã{Z¨f� Z] |Ì¿YÂeXP dÆm �{ ,Ã{Â¼¿ ºÅY�§ {�Â» ¾ËY �{

  ºÌ�ÀeÄ¿Â¼¿ÉZÅ  Y ÊeÂ� |ÌÀ¯ Ã{Z¨f� .Ä¿Â¼¿ÉZÅ ÊeÂ�     {Y|/ËÁ� �Y ®Ë�Å Ä] Z/ÅËÊ      �Á|/ÀËÁ �{ Ä/¯

©Z¨eYÊ»Ã{Y{ d^�¿ ,|f§YÊ»{Â�.

 �{¾�//aMAudio  {Â//mÁ ÊeZ//¼Ì�Àe

]�» Ä¯ {�Y{Â Ä] d�Y �¶ËZ�Á É{Á�Á

Ê//mÁ�y Á)1( ÊeÂ//�) ¶°//�13-4 .(

Sound playback , ¶ËZ/�Á  �/za

Y|�    Êm�Zy Ê¬Ì�Â» cÓM ÉY�]Ê»Z]|� .Z¼� Ê»      ¾ËY  ÉY|� É|À¸] |Ì¿YÂe¶ËZ�Á     �Y Ã{Z¨f�Y Z] Y�

¼¯{Èvolume|ÌÀ¯ µÁ�fÀ¯ Á ºÌ�Àe.

½YÂÀ� �Ë� �{4Sound recording , �{ Ä¯

 ¹Á{ Ã�Z¼/� ¶°/�4-14 Z�/¿ Ã|/� Ã{Y{ ½,

Ê»         �^/� ÉY�/] Y� ��¿ {�Â» c�Z¯ |Ì¿YÂe

   ½Â§Á�°ËZ///» ª///Ë�� �Y Y|///�¾Ì///Ì e Á

 ËZ¼¿ �Ìz�eÌ| .  É|À¸] ºÌ�Àe ÉY�]  ÉY|�

////¼¯{ ÉÁ� ½Â§Á�°ËZ////»ÈVolume �{

¼ÅÌ|ÌÀ¯ ®Ì¸¯ ÄÌuZ¿ ¾ .

 Ã�Z] �{ tË��e �Y ¶^«MIDI music

playback ¶°� �{ Ä¯4-14�Z¼�Ç

˺ Input & Output Devices

 ¶°�4-13¨�vÂ´·Y ºÌ�Àe ÄÉY|�

 ¶°�4-14AudioZ¼Ì�Àe ÁY|� c
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Ã|ÅZ�» ¹Â�Ê»ËZ¼¿Ì {�Â» �{ ,|d»�Z§MIDI É��fz» tÌ�ÂeÄWY�YÊ»ºÌÀ¯: cZ¼¸¯

Musical Instrument Digital Interface ÉZÀ » Ä]"fÌnË{ �]Y�Ê¸¶ËZ�Á�Â»ÌÊ¬"

 d�Y§ �Y Ê°Ë Ád»�ZY|� Ê¼Ë|« ÉZÅY d�

 �Y É�ZÌ�] �{ Ä¯¶ËZ�Á°Ì¿Á�f°·Y �za Ê

 µÂ¼� Ä] Y|�¸Ìe¨½Â Ã{Z¨f�Y {�Â» ¶ËZ]Â»

d�Y .ÃZ´f�{ ¾ËY �za ¶]Z« ÉY|� ºÌ�Àe ZÅ

ÃZ´f�{ �ËZ� |À¿Z» �Ì¿ËZÅÊ tÌ�Âe ©Â§ �{ Ä¯

¼¯{ ªË�� �Y ,|Ë{�³Èvolumec�Â�

Ê»{�Ì³ .¯ Z] ÉÁ� ®Ì¸¾�aMVoice �{

¨�cZ¼Ì�Àe Äv)¶°�4-15(,Ê» ½YÂe

¾�aMÄ¿Z�� ÉY�] ºÌ�Àe ¶]Z« ÉZÅÉZÅ Á �^�

 �za|ÅZ�» Y|�Ã{Â¼¿ .] |ËZ] Ä Ä¯ d�Y{ ��Zy

¿Â´qÄÊ³ ¾ËY¾�aM ,ÄÌ^� ,ZÅAudio Á

SoundÊ»|�Z] .Z« ÉY|� ºÌ�Àe ½ZÀr¼Å Á{ ¾ËY �za ¶]¾�aM(voice playback & voice

recording) Y�Ã|ÅZ�» �Ë� �{ Ä¯Ê»ËZ¼¿Ì¼¯{ ªË�� ¾Ì¼Å �Y |ÈvolumeÊ» c�Â�{�Ì³.

�Ä¿Z��ÉZÅ �Y Y�q Á d�Ìq ÊeÂ�½MZÅÃ{Z¨f�YÊ»ËZ¼¿Ì.º

�Z« ÉY|�Ä¿Â´q Y� ÊeÂ� Ä¿Z��  ®Ë �za ¶]Ê» ½YÂe .{�¯ ºÌ�Àe

Ä¿Z�� cZ¼Ì�ÀeÉZÅÊeÂ�

 ¶°� Ä]ÊÅÁ�³dÌ·Z §ÉZÅ¿Y Y� �Ë�ÌÅ{ ¹Zn|.

1. Á ½Â§Á�°ËZ»�°Ìb�{Â·|ÌÀ¯ ¶�Á �eÂÌb¼¯ Ä] Y� ½Ze.

2.        Á ½Â§Á�°ËZ/» µZ�/eY �Y �a �°Ìb/�{Â·       Á Ã{Y{ ¹Z/n¿Y Y� Y|/� �^/� Á �/za cZ/¼Ì�Àe ,

¶¼� {�¯½MZÅ ZË Ê���] Y��ËZ»�M|ÌÀ¯ .

 ¶°�4-15

ZÅ µYR�
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 ��{ºÅ{�YÁ{

½Z]� ½{Â¼¿ Ä§Z�Y Á ºÌ�Àe

              È/¸¼m �Y �eÂ/Ìb¼¯ Ä/] ½Z/]� ½{Â/¼¿ Ä§Z/�Y Á ºÌ�Àe   ºÌÅZ/¨»

ºÆ» Á Ê�Z�YÊ»|�Z].

               ½Z/]� ½{Â/¼¿ Ä§Z/�Y Á ºÌ/�Àe dÌ�Â¿ ÉÁ� Z» �z] ¾ËY �{

ªÌ¬veÊ»ºÌËZ¼¿.

ÁÔ� �] Ã  Ê�Ì¸´¿Y ½Z]�           Ä/] �/´Ë{ ½Z/]� ½{Â/¼¿ Ä§Z�Y ÉY�] ,

|ÌËZ¼¿ ¶¼� ¶Ë} �Â�:

1. ÉÂÀÌ» ÉÓZ]Start|ÌËZ¼¿ ®Ì¸¯.

2.|ÌÀ¯ [Zzf¿Y Y� ¶ÀÌa µÁ�fÀ¯ ¾�aM.

3. ÉÓZ]Data Time, language &

Regional|ÌËZ¼¿ ®Ì¸¯.

4. ¾�aMlanguage & Regional|ÌËZ¼¿ [Zzf¿Y Y�.

   ®Ì¸¯ Z]ÉÁ�        ,ÉÂuZ/� cZ/¼Ì�Àe Á ½Z/]�

Ê» ½ZËZ¼¿ ¶Ë} ¶°� ZË Äv¨�{{�³.
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|ÌËZ¼¿ [Zzf¿Y Y� ½Z]� ¾�aM.

ÉÁ� ¾�aMDetail ®Ì¸¯

|ÌËZ¼¿.

 ¾�aM ÉÁ� ½{�¯ ®Ì¸¯ Z]

Detail ¶Ë} Èv¨� ZË ¶°�

½ZËZ¼¿Ê»{Â�.

 �{ �z] ¾ËYÉÁ� ¾�aM

"Add" | ] -|ÌËZ¼¿ ®Ì¸¯

 Êf�· �Y Y� ½Ze �ZÌ¿ {�Â» ½Z]�

 Ã|� Ã{Y{ ½Z�¿ ¶°� �{ Ä¯

 Á [Zzf¿Y d�YÉÁ� ¾�aM

"OK"|ÌËZ¼¿ ®Ì¸¯.

ō
ë

ìō Ŵ�-��

ŻĤħŅ ŻĿƃņũģ

�{ÃÁ�³ ZÅºÌ�¬eÊ»|ËÂ�Á¾ËYdÌ·Z § ZÅ¹Zn¿Y Y�Ê»ÌÅ{|.

 ÉÂÀÌ» �YStart ¾�aMControl Panel|ÌÀ¯ [Zzf¿Y Y�.

 ¾�aM ÉÓZ]Regional and language Options|ÌÀ¯ ®Ì¸¯.

 ¾�aM ÉÓZ]language ¾�aM | ] -Ã{Â¼¿ ®Ì¸¯Detail|ÌÀ¯ [Zzf¿Y Y�.

|ÌËZ¼¿ Ä§Z�Y Y� É�{ Á Âf�a ½Z]� �ËÂy ºf�Ì� Ä].
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¶�§ºnÀa
 ��{ºÅ{�Ì�

» �Y Ã{Z¨f�YÌ ÉÂÀd»�Z§ �{�a¹Y�³Á{�9Á
½Z¼ÅÄ¯ Ä¿Â³ ,|Ë{Â¼¿ Ä ·Z�» ºÅ{ ¦À� [Zf¯ �{¹Y�³Á�a ¾Ë�e lËY� �Y Ê°Ë {�9Á d§Z�Á�°ËZ»

 ÁµÂ¼ »¾Ë�ed§Z��ËÁÉZÅ¾f»½ZÆm �Z¬¿ �ËZ� Á Z» �Â�¯ �{ Ê�ËÂ¿Ê»|�Z] . ¹Z¼e 0Z^Ë�¬e

Ã{Z¨f�YÃ|ÀÀ¯ZÅ1�eÂÌb¼¯ÉZÅ\�¿ {Ây �eÂÌb¼¯ �{ Y� ½M Ê�z�Ê» Ä] Á |ÀÀ¯ ½M �Y Ê�Â¿

Ê» Ã{Z¨f�Y|ÀÀ¯ . ¾ËY �Y Êf¼�«  ¶Ì·{ ¾Ì¼Å Ä]¹Y�³Á�a ÉY�]��Â»M Ã|� [Zzf¿Y [Zf¯ ¾ËY �{

d�Y .�z]ÉZÅ ¾ËY ºÆ»¹Y�³Á�a¦À� �{ Y�ºÅ{ Ä ·Z�»

|Ë{Â¼¿.

»Ì ÉÂÀd»�Z§ ZË\·Z«É|À]

É�Â� Ä/¯  Ê/»   |/Ì¿Y{ ÉÂ/ÀÌ» d/»�Z§    Z/Ë \/·Z« É|/À] Y Ê/°Ë�

ÂÀÌ»   » Á ºÆ» ÉZÅ   �{ |Ì¨Á�a¹Y�³ {�9ÁÊ»|�Z] .     �Y Ã{Z¨f/�Y Z/]

  ¾ËY Â/ÀÌ»  Z¼/�  Ê/»   Ä/Ì¸¼� |/Ì¿YÂe ÉZ/Å   Á ¾f/» ÉÁ� Y� É{Z/Ë�

¥Y�³Y�Za  |ÌÅ{ ¹Zn¿Y .  Z¼�¾�aM  »�§ Á ZÅ½NZÅ    �{ {Â/mÂ» É

ÉÂÀÌ»Format   ¶°� �{ Y�5-1 Ã|ÅZ�»  Ê/» |/ÌÀ¯ .   ¾/ËY �{

   |Àq �Y Ã{Z¨f�Y ZÆÀe ¶�§ [Z/zf¿Y   ¾/ËY �{ {Â/mÂ» Â/ÀÌ»  Ê/���] Y�

Ê»ºÌÀ¯.

Á [Zzf¿Y º¸« �ÌÌ¤e

 ÉY�]¾ÌÌ e» �{ º¸« �ÌÌ¤e ÁÌ ÉÂÀFormat ,¾�aMFont Y�

[Zzf¿Yv¨� ½|� �Z] �Y �a Á Ã{�¯È�Ë�,Z¼�Ê» �{ |Ì¿YÂe

 d¼�«Complex scripts�Y|¿Y Á ®^� ,�Â¿Ç¾f» º¸« ÉZÅ

É�{|ÌÀ¯ ºÌ�Àe Y�.

˺ Users

 ¶°�1 -5ÉÂÀÌ»§d»�Z

 ¶°�5-2
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 d¼�« �{All textÊ»�Â¼n» �Y Y� ¾f» ²¿� |Ì¿YÂeÈ²¿�ZÅÉFont colorÁ |ÌÀ¯ ¾ÌÌ e �{

�y �Ë� ¾f» |ÌÅYÂz] Ä¯ Êe�Â�,|�Z] �Y{Ê» |Ì¿YÂe �Y Y� ÃYÂz·{ �y �Â¿d�·Underline
style[Zzf¿Y Z] Ä¯ |ÌÀ¯ [Zzf¿Y ,�y ¾ËY ¾�aMUnderline colorÊ» Á Ã|� µZ § |Ì¿YÂe

 Y� �y ½M ²¿�|ÀË�³�].

 ¶°�3 -5ZÅ ²¿� Ä�Â¼n»

 d¼�«�{Effects �Y ®Ë�Å [Zzf¿Y Z]¾�aMÊËZÅ s�� Ä¯½MZÅ �{¶Ë} µÁ|m ,d�Y Ã|»M

Ê» ¾f» Ä] |Ì¿YÂe¾ËY�Ë{�Zy|ÌÅ|].

 ¹Z¿¾�aM¶¼� {�¯¾�aM
StrikethroughÊ¬§Y �y ®Ë ¾f» ÉÁ�Ê»|�¯

Double
Strikethrough

Ê¬§Y �y Á{ ¾f» ÉÁ�Ê»|�¯

Superscript �{ ��¿ {�Â» ¾f»��� �Y �eÓZ]��� �Y�« �f°qÂ¯ Ã�Y|¿Y Z] Á Ê¸�YÊ»{�Ì³ .
Subscript �{ ��¿ {�Â» ¾f»���ËZaÌ¾ �e �Y��� �Y�« �f°qÂ¯ Ã�Y|¿Y Z] Á Ê¸�Y

Ê»{�Ì³.
Shadow�u¥ZÅ Y� ¾f»ÄËZ��Y{Ê»|À¯
Outline�u¥ZÅÊ·Zy ½ZÌ» Y� ¾f»Ê»|À¯

EMBOSS] Y� ¾f» ÄÄf�m�] c�Â�Ê»|À¯
Engrave ¾f»] Y� Ä�Â� cÃÂ¸m Ê³ Äf§� ¶yY{Ê»|Å{
Small capsÄ¼¸¯Z] Ä¯ Y� ¾ÌeÓ ÉZÅ¥�uqÂ¯® Ã�Y|¿Y Á ±��] ¥�u Ä] |�Z]

Ê» ¶Ë|^e ®qÂ¯|À¯
All capsÄ¼¸¯Z] Ä¯ Y� ¾ÌeÓ ÉZÅ¥�uqÂ¯® Ã�Y|¿Y Á ±��] ¥�u Ä] |�Z]

Ê» ¶Ë|^e ±��]|À¯

HiddenÊ» Ê¨z» Y� ��¿ {�Â» ¾f» |À¯

Y ®Ë�ÅY� cY�ÌÌ¤e ¾ËY �Ê» d¼�« �{ |Ì¿YÂePreview|ÌÀ¯ Ã|ÅZ�».
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» �Y ½ZÀr¼ÅÌ ÉÂÀTex EffectsÊ»ÃÂ¸m ,¾f» Ä] |Ì¿YÂeÉZÅ�Zy ¾ËY Ä¯ |ÌÅ|] ­�vf»

ÃÂ¸mÉZÅ ÊÀf»�¬§ ½|Ë{ ¶]Z« �ËZ¼¿ Äv¨� ZË �ÂfÌ¿Z» ÉÁ�Yf� Ã|ÅZ�» ¾f» _Zq ½Z»� �{ Á |À

Ê¼¿|¿Â�.

�u ¾Ì] Ä¸�Z§¥ZÅ

 Äv¨� �{  ºÌ�ÀeFont Z] ¾�aM»Ì ÉÂÀCharacter
Spacing) ¶°�4-5(Ê» ½YÂe�u ¾Ì] Ä¸�Z§¥ZÅ

 É�Ì³�Y�« ¶v» ÁÄ¼¸¯ZÅ ¾ÌÌ e ÄÀÌ»� Ä] d^�¿ Y�

¯ÌÀ| . d¼�« �{ScaleÊ» ¾Ì] Ä¸�Z§ |Ì¿YÂe

¥�u -|ÌÀ¯ {ZË� ZË º¯ ÊÀÌ » Ã�Y|¿Y Z] Y� ¾f» ÉZÅ

 �Ë� ÉZÅ{|� [Zzf¿Y100 % Ä¸�Z§ ¾ËY �ÅZ¯ \mÂ»

 ÉÓ Z] ÉZÅ{|� Á100 %�ËY�§Y Y� ¥Á�u ¾Ì] Ä¸�Z§

Ê»|Å{.

) ¶°�4 -5(

 µZj»1 -5:Z»Ê»c�Z^� ºÌÅYÂy§ ZËÂe Ä¯ ºÌÀ¯ `ËZe É�Â� Y� �Ë� µÂ»�½MZÅ Á Ê]M ²¿� Ä]

Ã|�Z« ZÅ²¿� Ä] w���u ¾Ì] Ä¸�Z§ Á |�Z]¥ZÅ.21|�Z] dÀËZa.

Y= ˽(x˻)˼+ ˿(x˼)˾-˾
1. |Ì¸¯ Y|f]YCtrl+ShiftºÅ Y� Ä] ¾f» Á d�Y� Ä] `q �Y `ËZe  dÆm Ze |ÌÅ{ �Z�§ ½Z»�

 c�Z^� | ] Á {Â� ¾ÌeÓ c�Â�Y=4(x2)3+6(x3)5-5 Y�|ÌÀ¯ `ËZe.

2. Ä¼¯{CtrlZa Y�Ë ¾ÌÄ´¿{{|� Á |Ë�YÉZÅ2 Á3�{ [Zzf¿Y d·Zu Ä] Y�» �Y Á |Ë�ÁMÌ ÉÂÀ

Format¾�aMFontY Y��ZÌfyÌÀ¯|.

3.» �{Ì ÉÂÀFont d¼�« �{Font ColorÃ|�Z« ²¿� , ZÅÊ» [Zzf¿Y w�� Y�ºÌÀ¯ �{ Á

 d¼�«Effects¾�aMSubscript Y�d»Ô� �Y{Ê»ºÌÀ¯,Ã|�Z« ¶°� Ä] {Y|�Y Ze ZÅ�{ËMÀ|.

4.¸u�»ÈÊ» �Y�°e Y� ¹Á{¾ËY Á ºÌÀ¯{Y|�Y �Z]3 Á5|¿�Y{ �Y�« �Â« �Y k�Zy Ä¯ Y�, d·Zu Ä]

]Zzf¿YÊÊ» �{ �Y Á ºË�ÁMÉÂÀÌ»Format¾�aMFont Y�[Zzf¿YÊ»ºÌÀ¯.

5. �{ÉÂÀÌ»Font d¼�« �{Font ColorÂe ²¿� ,½MZÅÊ» [Zzf¿Y Ê]M Y� d¼�« �{ Á ºÌÀ¯

Effects ¾�aMSuperscript Y�d»Ô� �Y{Ê»Âe ¶°� Ä] {Y|�Y Ze ºÌÀ¯½MZÅ|ÀËZÌ] �{  .
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6.§ ¹Z¼e Ä¸u�» ¾ËY �{� Ã|� `ËZe µÂ»�]Zzf¿Y d·Zu Ä] YÊÊ» �{ �Y Á ºË�ÁM¾�aM ÉZÅ

Format/FontÊ» Ã{Z¨f�Y �Y Á ºÌÀ¯ÉÂÀÌ»Character Spacing d¼�« �{Spacing
¾�aMExpanded Y� [Zzf¿YÁ Ã{Â¼¿¶]Z¬» {|� By Ä] Y�1,2Ê» �ÌÌ¤eºÌÅ{ .

Äf°¿

]       {ZË Ä] ¹�Ó ,©Â§ µZj» Ä] ÄmÂe Z    Ä¯ d�Y É�ÁM¹Y�³Á�aZ°»Y {�9Á�§ k�{ ½µÂ»ÉZÅ�Ë Ê�Z �Ì¿ Y�

ºÅY�§ Ê»|À¯ .    d�Y ¹�Ó ½Z°»Y ¾ËY �Y Ã{Z¨f�Y ÉY�], Y|f]Y¾�aM �Y Ê°Ë �{ Y� ½Z°»Y ¾ËY Ä] �Â]�»

»ÌÂÀ ZÅÄ¸Ì» ZËÉZÅ¶ËZ�Á|ÌÅ{ �Y�«.

 ¾ËY ½{�¯ µZ § ÉY�][Zzf¿Y,�Á� Ä]¶Ë}|ÌÀ¯ ¶¼�:

]Y» �Y Ê°Ë ÉÁ� Y|fÌÄ¸ ÉZÅ¶ËZ�Á¯¸ d�Y� ®Ì

|ÌÀ¯Á �YÉÂÀÌ» Ã|� �ÅZ�¾�aMCustomize

 Y� [Zzf¿Y d¼�« �Y �b� Á Ã{Â¼¿Categories

 ¾�aMInsert d¼�« �Y ÁCommand ¾�aM

Equation editor Y� [Zzf¿Y) ¶°�5-5 (

» �Y Ê°Ë d¼� Ä] ÁÌÄ¸Ì» ZË ZÅÂÀ ÉZÅ¶ËZ�Á|Ì�°] .

 ¶°�5 -5

§ Á ºÌ�ÀeZ¥Y�³Y�Za d»�

§Z   ZË d»�\·Z«É|À]  ¥Y�³Y�Za ®Ë,    ®Ë ¶¯ �] 0ÓÂ¼ »Y�Za�mY ¥Y�³YÊ»{Â�    �Y Êf¼�/« Ä/] Ä/¿ ,

�]ZÀ] ,½M �{ �ÌÌ¤e Ä¿Â³�Å ¾ËY\·Z«É|À] ¶¯ ÉÁ� ,¥Y�³Y�Za ®Ë¥Y�³Y�ZaY�mY É�ZmÊ» Á {Â�

c�Á��Y�Za [Zzf¿Y Ä]d�Ì¿ ¥Y�³.

  �{d»�Z§   ½{�¯Y�Za¥Y�³  ZÅ�u Ä¯ |ÌÀ¯ d«{ |ËZ]¥ÉZÅµÂ« ¶¬¿ZÅ®qÂ¯ 0ÓÂ¼ »  �/e  ¾f/» �Y

  Ê» [Zzf¿Y Ê¸�Y     ��� Ä¸�Z§ Á {Â�½MZÅ   d�Y �f¼¯ �Ì¿ .  |ËZ]    ��/� µÂ�½M Z/Å     ,d/�Y� d¼/� �Y

 {Á|u ��� �Z£M ÊÀ Ë5/1��� �Y �f» Êf¿Z�ÉZÅÃZeÂ¯ ¾f» �e|�Z].
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 ¦�É|À]1¥Y�³Y�Za:
¦�  É|À] À » Ä]Z   ��� ½{�¯ ºÌ�Àe ÉÉZÅ ÄÌ/�Zu Ä] d^�¿ ¥Y�³Y�Za ÉZ/Å /q   Äv¨/� d/�Y� Á `

d�Y .  �{¹Y�³Á�a   É|À]�Y�e ¾ËY {�9ÁÊ»|¿YÂe          |/�Z] d/·Zu �Z/Æq �Y Ê/°Ë Ä]-    ¾Ì/q `/q |/À¿Z»1 ,

¾Ìq d�Y�2¾Ìq ��Á ,3
4dÆmÁ{ �Y �Y�e Á4

5.

��� É|À] �Y�e ºÌ�Àe ÉY�]ÉZÅ ®ËY�Za ¥Y�³¾�aM{�Y{ {ÂmÁ �Ë� ÉZÅ.

� Z¼/� Ê/»   �Y Ê/°Ë |/Ì¿YÂe¶ËZ//�ÁAlign Left ,Align Center ,Align

Right ÁJustify Ä//¸Ì» �{ Ä//¯¶ËZ//�ÁFormatting  ÉY�//] ,|//¿�Y{ �Y�//«

�Y�e É|À]¥Y�³Y�ZaZ¼¿ Ã{Z¨f�YÌW|.

�ÉY�] ®Ì¸¯ÉÁ�¾�aM ÉÁ� Y|f]YÉÂÀÌ»

Format,Ã{Â¼¿ ®Ì¸¯�b�Paragraph

¿Y Y �|ÌÀ¯ [Zzf . �{ÉÂÀÌ» Ã|� �ÅZ�

¶°�6-5 �Y Ê°Ë¾�aM ÉZÅd�·

Alignment�®Ì¸¯ Y|ÌÀ¯.

 ¶°�6-5

|ÌÀ¯ Ê���]

 Ä¯¾�aM ÉZÅJustify Low ,Justify Medium Á ,Justify High¶¼� Ä¿Â´qÊ»|ÀÀ¯.

  ½Z¼ÅÉ�Â�Ä¯   À°e [Zf¯ �{Z  �Y ¾f» `ËZe dÆm ºÌ�Àe ÉY�] ,|ÌfyÂ»M ºÅ{ ¦À� ÊeZ»Â¸ » É�Â·

Y� Ä] `q d�Y� �Y Á d� �Y `q Ä] ¾�/aM ÉZ/ÅLeft to RightÁ Right to

Left  �{ Ä¯ ¶ËZ�ÁFormatting |¿�Y{ �Y�«,  |ÌÀ¯ Ã{Z¨f�Y.   ÉY�]¾ÌÌ e    /] ÃÁÔ/� `/ËZe dÆm�

  ¾ËY¶ËZ�ÁÊ»  ½YÂe  �YÉÂÀÌ»Paragraph    d¼�« �{Direction          Ä/] d/�Y� �Y ,Y� `/ËZe dÆm

 d�Y� Ä] `q �Y Á `q¾ÌÌ e{�¯.

˺ Alignment
˼ A˴lign Center
˽ Justified
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 ��{ºÅ{�ZÆq

 ºÌ�Àe¹Zn¿Y Á �Z£M¥Y�³Y�Za �{ZÅ

 �{¹Y�³Á�a ®Ë ÉY�] {�9Á ¥Y�³Y�ZaÄ¿Y|¿{ �Â¿ �ZÆqÊ» |Ì¿YÂe¾ÌÌ e|ÌÀ¯ ºÌ�Àe Á .¿Y|¿{È`q˺,

¿Y|¿{Èd�Y�˻¿Y|¿{ ,ÈµÁY ���˼ Á ,¿Y|¿{Èª¸ »˽.

¿Y|¿{ ½Y�Ì»È���ÉZÅ¿Y|¿{ Y� ¥Y�³Y�Za | ] Ä] ¹Á{È `q Ä] d�Y� �Y ¾f» dÆm�³Y ,|ÀËÂ³ ª¸ »

³Y Á d�Y� Ä¿Y|¿{ ½Z¼Å |�Z]¿Y|¿{ ½Z¼Å |�Z] d�Y� Ä] `q �Y ¾f» dÆm �Èd�Y ¥Y�³Y�Za `q .

�Á� �Y É�´Ë{ Ê°Ë ZÅÄ¿Y|¿{ ºÌ�Àe ÉY�]ÉZÅ�y �Y Ã{Z¨f�Y ¥Y�³Y�Za ®Ë Ä¯ d�Y Ê¬§Y �¯

{Z� Ä]ÃÊ³Ê» �Y ®Ë �Å {Z¼¿ ½|Ì�¯ Z] |Ì¿YÂe½MZÅ|ÌÀ¯ ¾ÌÌ e Y� Ä�Â]�» Ä¿Y|¿{ ½Y�Ì» ,)¶°�7-

5(.½ZÀr¼ÅÊ»Z] |Ì¿YÂe»�§ �Y Ã{Z¨f�Y½NZÅÉIncrease IndentÁDecrease Indent

¸Ì» �{È¶ËZ�ÁFormattingÄ¿Y|¿{ ¾ËY ZÅ|ÌÅ{ �ÅZ¯ Á �ËY�§Y Y� .

 ¶°�5-7

˺ Left Indent
˻ Right Indent
˼ First Line Indent
˽ Hanging Indent

¿Y|¿{È`q ¿Y|¿{ÈµÁY ��� ¿Y|¿{Èª¸ »

¿Y|¿{Èd�Y�
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��� ¾Ì] Ä¸�Z§ ºÌ�ÀeÉZÅ¥Y�³Y�ZaZÅ
¥Y�³Y�Za �Y ¥Y�³Y�Za ®Ë ºÌ�Àe Á �ÌÌ¤e ÉY�]ÉZÅ

    ½M �Y | ] Á ¶^«  v¨� �{ ,È    cZ/¼Ì�ÀeParagraph

 d¼�« �{Spacing �Y ÉÂ/ÀÌ»  ¶/]Z¬»Before Á

After|ÌÀ¯ Ã{Z¨f�Y)¶°�8-5.(

 ¶°�8-5

��� ¾Ì] Ä¸�Z§ ºÌ�Àe ÉY�]ÉZÅ �Y Ê°Ë ,¥Y�³Y�Za ®Ë ¾�/aM ÉZ/ÅLine spacing Y�  [Z/zf¿Y

|ÌÀ¯ . d¼�« �{Line spacing ¾�aMSingle   ¾/ËY Ä/] Z/À »     ��/� ¾Ì/] Ä¸/�Z§ Ä/¯ d/�Y ÉZ/Å

�Y|¿Y Á �Â¿ Ä] ÄmÂe Z] ¥Y�³Y�ZaÇFontd�Y Ã|� ºÌ�Àe ¾f» .[Zzf¿Y1,5 Lines   Y� Ä¸/�Z§ ¾/ËY

®Ë Á Á �]Y�] ºÌ¿¾�aMDouble�]Y�] Á{ Y� Ä¸�Z§ ¾ËYÊ»|À¯.

  �³Y¾�aMMultiple   Y�  [Zzf¿Y  Z¼� �a |ÌÀ¯ Ê»   ��� ¾Ì] Ä¸�Z§ |Ì¿YÂe  ZÅ   z·{ Ä] {Ây Y�  ½Z/e ÃYÂ

 |ÌÀ¯ ºÌ�Àe .     {|� Z¼� �³Y ÊÀ Ë2,5     d¼�« �{ Y�At      ��/� ¾Ì/] Ä¸/�Z§ |/ÌÅ{ �Y�«  Z/Å   �/]Y�] ºÌ/¿Á{

  d·ZuSingle Ê»{Â� .¾�aMExactly   ��� ¾Ì] Ä¸�Z§ÉZÅ     ®/Ë{�¿ Y� ¥Y�³Y�Z/a   �/e  �Y ¾�/aM

Single�Y�«Ê»|Å{.

¿Y|¿Y{ ºÌ�ÀeÈ¥Y�³Y�Za ZÅ��� ¾Ì] Ä¸�Z§ ÁÅÉZ¥Y�³Y�Za

1. ÃYÂz·{ ¾f» ®Ë Ä¯|Ì�ËÂÀ] |�Z] ¥Y�³Y�Za �ZÆq ¶»Z�.

2.¿Y|¿{È  Y� µÁY ���1,5|ÌÀ¯ ºÌ�Àe .�u ¾Ì] Ä¸�Z§ Á¥ZÅ Y�1 dÀËZa¾ÌÌ eËZ¼¿Ì|.

3.   Y�Za �Â�y ¾Ì] Ä¸�Z§¥Y�³  ZÅ  Y�Single¾ÌÌ e      ¥Y�³Y�Z/a ¾Ì] Ä¸�Z§ Á Ã{Â¼¿   Z/Å Y�

pt12¾ÌÌ e|ÌÀ¯.
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 {ZnËYd�·
 �{ |ËZ�|À� ®Ë �{ Ä¯ |�Z] �ZÌ¿ {�YÂ» Êy�],d¼�« �Y Ê� ]ÉZÅ c�Â� Ä] Y� ¾f»d�·

d»Ô� �Y{Á|ÌÀ¯ k�{ Ã|� É�Y~³ Ã�Z¼� .  �{¹Y�³Á�a{Z� Ä] {�9ÁÃ �Y ®Ë�Å {ZnËY ½Z°»Y Ê³

 �Â¿ ¾ËYd�· ZÅ ¥Y�³Y�Za ®Ë µÁY �{ Ã�Z¼� ZË d»Ô� ®Ë k�{ �Y �a Z¼� Á d�Y Ã|� ºÅY�§

 |Ì¸¯ ½{��§ Z]EnterÊ»Ã�Z¼� ZË d»Ô� ®ÌeZ»ÂeY �Â� Ä] É| ] ¥Y�³Y�Za ÉY|f]Y �{ |Ì¿YÂeÉZÅ

|Ì�Z] Äf�Y{ Êa �{ Êa.

 {ZnËYd�·ÉZÅ~³ d»Ô�  Ã|� É�Y

 {ZnËY ÉY�]d�·ÉZÅd»Ô� �Y{d»Ô� ZËÃ|� É�Y~³Ê» �Y |Ì¿YÂe¾°ËMBullets¸Ì» �{È

¶ËZ�ÁFormatting �Y ZË¾�aMFormat/Bullet & NumberingËZ¼¿ Ã{Z¨f�YÌ| .ÃZ³�Å

�{ÉÂÀÌ»Format ÉÁ�¾�aMBullet and Numberingv¨� ,|ÌÀ¯ ®Ì¸¯È cZ¼Ì�Àe

Bullets and Numbering) ¶°�9 -5 (�Z]Ê»{Â� .Z¼�Ê»�Z¼� ZË d»Ô� �Â¿ |Ì¿YÂeÇ

v¨� ¾ËY �Y Y� ��¿ {�Â»È|ÌÀ¯ [Zzf¿Y cZ¼Ì�Àe .

 ¶°�9-5
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 ¶°�11 - 5(

v¨� ¾ËY �{È �{ ,cZ¼Ì�ÀeÉÂÀÌ»Bulleted

Ê» Z] ZË |ÌÀ¯ [Zzf¿Y Y� ��¿ {�Â» d»Ô� |Ì¿YÂe

 Ä¼¯{ �Y Ã{Z¨f�YCustomize Äv¨�

Customize Bulleted List)¶°�10-5 ( �Z] Y�

|ÌÅ{ �ÌÌ¤e Y� d»Ô� ¾ËY Á Ã{Â¼¿ .Äv¨� ¾ËY �{

Ê»\·Z« |Ì¿YÂe]É|À)d»�Z§( d»Ô� Ä¸�Z§ Á ¶°� ,

|ÌÀ¯ �z�» Y� ¾f» �Y.

 {ZnËYd�·ÉZÅÃ�Z¼�~³Ã|� É�Y
�Å     Ä¯ |Ì�Z] Äf�YÂy ÃZ³d�·   Z/Å Ã�Z¼/�  ,|À/�Z] �Y{

Ê»   �Y |Ì¿YÂe¾°ËMNumbering ̧Ì» �{È ¶ËZ/�Á

Formatting  �Y Z/Ë ÉÂ/ÀÌ»Format/Bullets

and Numbering//�Y|//ÌÀ¯ Ã{Z¨f .v¨//� �{È

 cZ¼Ì�ÀeBullet and Numbering �{ ÉÂ/ÀÌ»

Numbered) ¶°//�11-5(Ê//»  Ê//°Ë |//Ì¿YÂe �Y

 Ã�Z¼� �YÂ¿YÉ�Y~³ ÉZ/Å    |/� ��/§ ¶/^«�YÇ Y� {�9Á

|ÌÀ¯ [Zzf¿Y.

)

½ZÀr¼Å Z¼�Ê» Ä¼¯{ �Y Ã{Z¨f�Y Z] |Ì¿YÂe

Customizev¨�È cZ¼Ì�ÀeCustomize

Numbered List) ¶°�12-5 (] Y� Á |ÌÀ¯ �Z

Âv¿ Á �Â¿Ç³ Ã�Z¼�~ËZ¼¿ ¾ÌÌ e Y� É�Y|Ì.

 ¶°�10 -5

)¶°�12-5(
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Ã�Z¼� d�· {ZnËY�Y{

|ÌÀ¯ {ZnËY Y� �Ë� �Y{ Ã�Z¼� d�·.

�Y�ÉZÅÃ{¿Z³ÈdÌ¬§Â»

I Ä¿Â´q.{�¯ �°§ |ËZ]|ÌÀ¯ �°§ d^j» Ä�Ì¼Å.

II[YÂy Á ¥Y|ÅY �Z�Y �]ÉZÅÊ «YÁ|ÌÀ¯ }ZzeY ºÌ¼�e ½Ze:¥Y|ÅY½Ze  Y�

Ã{Â¼¿ �z�»,�] Ä] ½|Ì�� ÉY½MZÅÄ»Z¿�]|ÌÀ¯ É�Ë� .Ä»Z¿�] Ä¯ Y�q �Y Ê°Ë ½Ôa Á

�Y�ÉZÅÃ{¿Z³Èd�Y dÌ¬§Â».

III|ÌÀ°¿ ¦«Âf» �³�Å Y� ¾fyÂ»M:Ì] ,|ÌÀ¯ Ä ·Z�» Ä�Ì¼Å�Â»NËZ¼¿ ¾Ë�¼e Á |ËÌ Ze |

c�ZÆ»ÉZÅ|ÌÀ¯ \�¯ É|Ë|m.

IVËZ¼¿ ¹Y|«YÌ|:ZÀ » Ê] ¹Y|«Y ½Á|] ¥Y|ÅY ¾ÌÌ ed�Y ¹ÂÆ¨» Ê] Á.

V�»d¼u� Á º¼|Ì�Z] �¯:dÌ¬§Â»|À¿Z» ,½|ËÁ{ d��� Ä] Ä¿ ,d�Y �Á{ Ä¬]Z�» -

Ä°¸]|ÌÀ°¿ ¦«Âe �³�Å.

VIÌ] Y� ¶Ì¸ve�Â»N|Ë:~b] Y� ªËZ¬u ¾Ë�fÆ] ½YÂÀ� Ä] {Ây cZÅZ^f�Y �Y Á |Ë�Ë�Â»M �Z³

|ÌÀ¯ Ã{Z¨f�Y.

VII|Ì�Z] {Ây µÂa Á d«Á ÄmÂf» : Z¼� d«Á ºuY�» É�´Ë{ �Ìq ZË ¹{�» Ze |ÌÅ|¿ Ã�ZmY

¥|Å Ä] ½|Ì�� ÃY� �{ Á |¿Â�ÉZÅÊ�Z�Y,|ÀÀ¯ {ZnËY �¿YÂ».

VIIIÂ¿ �YÉ�ÁM ZÅÅ|ÌÀ°¿ �Y�:|Ì�Z] Äf�Y{ ©�§ . Á �Z°§YYÃ|ËÉZÅ Ä] Y� {Ây d^j»

|ÌÀ¯ \Ì¬ e d���.

IX¸»Z » ¹{�» Z]È�Z¯Y cZ�Z^e�Y ÁR»|Ì�Z] Äf�Y{ �i:­�{Ì] Y��Â»N Y� ½Y�´Ë{ Á |Ë

|ÌÅ|] Ã�Ì´¿Y.

X ©{Z� Á {Z¼f�Y Z]|Ì�Z]:�» Z]RÁ |Ì�Z] dÌ·Ä] Ä¼Å ZeZ¼f�Y Z¼� Ã�Z¼� ½M �Ì£ �{ ,|ÀÀ¯ {

1-9ZÀ »d�Y{ |ÅYÂz¿.
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 ��{ºÅ{�¿Za

�Â�yÄÌ�ZuËÊ ÁÄËZ��Y{¾f» ½{�¯

d¼�« �Y Ê� ] |À� ®Ë �{ Ä¯ |�Z] �ZÌ¿ {�YÂ» Êy�] �{ |ËZ�ÉZÅ Y� ¾f»ÄËZ��Y{ �{ Á |ÌÀ¯

 ¥Y��YM|ÌÀ¯ {ZnËY �Â�y ½.  �{Á�a¹Y�³{Z� Ä] {�9ÁÃ {ZnËY ½Z°»Y Ê³ÄËZ��Y{ Á ¾f» ½{�¯

d�Y Ã|� ºÅY�§ ¾f» ¥Y��Y �{ �Â�y {ZnËY .Z¼�Ê» ½Z°»Y ¾ËY �Y Ã{Z¨f�Y Z] |Ì¿YÂe¼ÅÈ ZË ¾f»

 Y� ¾f» �Y Êf¼�«ÄËZ��Y{|ÌÀ¯.

 ÉY�]ÄËZ��Y{ �Y ¾f» ½{�¯ÉÂÀÌ»Format|ÌÀ¯ ¶¼� �Ë� ¶°� Ä]:

1.Y|f]Y¿Y Y� ��¿ {�Â» ¾f» d·Zu Ä] Á [ZzfHighlight�{|Ë�ÁM.

2. �YÉÂÀÌ»Format¾�aMBorder & Shading Y�[Zzf¿YËZ¼¿Ì|.

3.v¨�ÈÌ� Zu �Â�y cZ¼Ì�ÀeÄÊË)¶°�13-5 ( Ä� ÉY�Y{ Ä¯¾�aM�Z] d�YÊ»{Â�.

) ¶°�13-5(

4. �{ÉÂÀÌ») ¶°�13-5 ( ÉÁ�¾�aMShade �Y Á |ÌÀ¯ ®Ì¸¯ÉÂÀÌ»Ã|� �ÅZ� {�Â» ²¿�

|ÌÀ¯ [Zzf¿Y Y� ��¿.

5. Ã|� [Zzf¿Y ¾f»ÄËZ��Y{Ê»{Â�.
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         �Â�y ��¿ {�Â» ¾f» ¥Y��Y �{ Ä¯ |Ì�Z] Äf�YÂy ÃZ³�ÅÊ    Ã{Â/¼¿ [Zzf¿Y Y� ¾f» Y|f]Y ,|ÌÀ¯ {ZnËY

 Äv¨� �Y ÁBorder & Shading d¼�« �{Border  �Y Ê/°Ë ÉÁ� ¾�/aM    ,|/ÌÀ¯ ®/Ì¸¯ Z/Å

�y \zfÀ» ¾f» ¥Y��Y�Y{Ê» -{Â�Y�]|ÌÀ¯ ¶¼� �Ë� �Á� Ä] �Z¯ ¾ËY ÉY�mY É.

1. �Y O|f]YÉÂÀÌ» ÉÁ�¾�aMÉZÅFormat/Border and Shading|ÌÀ¯ ®Ì¸¯.

2. cZ¼Ì�Àe Äv¨� �{)¶°�14-5 ( ÉÁ�ÉÂÀÌ»Page BorderËZ¼¿ ®Ì¸¯Ì|.

 ¶°�14 -5

 ÓZ] ¶°� �{¾�aMÉZÅÂmÁ É{| f» ,{�Y{ {|À¿Z»ÄÌ�Zu �y �Â¿ÊË Á ²¿� ,�y d»Zz� . Z]

¾ËY �Y Ã{Z¨f�Y¾�aMZÅÊ» ½YÂeÄÌ�Zu �y ÉZ¼¿ ÊË Y�¾ÌÌ e{Â¼¿ ºÌ�Àe Á . ,�y �Â¿ [Zzf¿Y ÉY�]

 �YÉÂÀÌ»Style|ÌÀ¯ ®Ì¸¯ Y� ��¿ {�Â» �y . �{¾�aM ¾Ì¼Å, �Y Ã{Z¨f�Y Z]ÉÂÀÌ»Color

Ê» Y� Äv¨� ¥Y��Y �y ²¿� |Ì¿YÂe¾ÌÌ e|ÌÀ¯ .� �y d»Zz� |Ì�Z] Äf�YÂy �³Y Y¾ÌÌ eËZ¼¿Ì |

 �YÉÂÀÌ»Width�Y|¿YÇ Y� d»Zz�¾ÌÌ e|ÌÀ¯ .
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ÄÌ�Zu �Â�y �Y Ã{Z¨f�YÊË

1.|Ì�ËÂÀ] d�Y ¥Y�³Y�Za Ä� ÉÁZu Ä¯ Y� �Ë� ¾f».

2.ÄÌ�Zu �Â�y �Y Äv¨� ¥Y��Y �{ ÊË|ÌÀ¯ Ã{Z¨f�Y.

3.¥Y�³Y�Za �Y ®Ë�Å ¥Y��Y �{ ZÅÂ^¯ Y� �Â�y ²¿� ,|ÌÀ¯ Ã{Z¨f�Y �Â�y �Y{ º¯

�Y|¿Y Á ²¿�ÇY� ½M1,25ptËZ¼¿ [Zzf¿YÌ|.

{Ây Á �¨¿ Ä] {Z¼f�Y.d�Ìq É�ÁZ]

Ä¿Â´qÊ» ½YÂe.{Y{ �ËY�§Y Y� �¨¿ Ä] {Z¼f�Y

ÃY� ÉY�] É{| f» ÉZÅ�Ìa Á s��» �¨¿ Ä] {Z¼f�Y �ËY�§YÃ|� �¯Ê» Ä¸¼m �Y Ä¯ d�Y ½YÂe

d �Á Ä]{�¯ Ã�Z�Y Ê�Z^e�Y ÉZÅ c�ZÆ».

½Z�¿Y �Y Êy�]ÉZÅÊ³|¿� Ä¯ |ÀÀ¯ Ê» �Â�e |À�Z] Ê» �¨¿ Ä] {Z¼f�Y |«Z§ Ä¯½Z¼Å ½Z� �Â�

Ê» [Ây d�Å Ä¯pÌÅ Ä] É�ZÌ¿ Á |�Z]|¿�Y|¿ Êf§��Ìa Á Ê«�e Ä¿Â³ .Ê» �] ¾ËY �Y Ä¯ |ËM

Ê» [Â�v» d§��Ìa Á Ê«�e �{ ºÆ» ¶�Y �¨¿ Ä] {Z¼f�Y{{�³. ½|Ì�� È¸Ì�Á �¨¿ Ä] {Z¼f�Y

���Y Ä]d�Y Ê�Z¼fmY ÉÓYÁ ÉZÅ.

¦Ë� e É�ÁZ]{Ây Á �¨¿ Ä] {Z¼f�Y {�Â» �{-d�Y Ã|� s��» É{| f» ÉZÅ®Ë �{ Z»Y ¦Ë� e

Ê» Y� �¨¿ Ä] {Z¼f�Y Ã{Z�{Â¼¿ ¦Ë� e ¾ÌÀq ½YÂe : {Z¼f�Y Ä] Ä] ½{�¯ �ÁZ] �Y c�Z^� �¨¿

ÊËZ¿YÂeÊ» {Ây ÉZÅ|�Z]. �¨¿ Ä] {Z¼f�Y ÉY�Y{ Ê�¯ ÃZ³�Å¦Ì ��Z] �¬¿ ÉZ¨ËY Ä] |�Z] Á �

Ê�Z¼fmY ÉZÅ dÌ «Â» �{ �Z³�Z�d§ZË |ÅYÂz¿ d�{ �Y.
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 ¦Ë� eTab�y �Y Ã{Z¨f�Y Z]�¯

 d�Y� d¼� ÉZÆf¿Y  �{�y �¯Y¼¯{ ,Ê¬§ÈLeft TabÃ|ÅZ�» Y�Ê» Ä¯ �Z]�Å Á |ÌÀ¯

 ®Ì¸¯ ½M ÉÁ�,|ÌÀ¯�ÌÌ¤e d»Ô� ¾ËYÊ»Z¼� Á |À¯Ê» �Y Êf¼�« �Å �{ |Ì¿YÂe�y �¯ ®Ë Ê¬§Y

Tab|ÌÀ¯ {ZnËY . ÉÁ� ®Ì¸¯ Z]�y �¯ d»Ô� Ê¬§YTab�Â]�»�Y�« ¶v» ½M �{Ê» Á {�Ì³

 |Ì¸¯ ½{Y{ �Z�§ Z] ,½M �Y �aTabfze �{È|Ì¸¯,ZÅ½Z°»��a ½M �Ë� Ä] Z¼¿Ê»|À¯.

 ¾ËYTab ZÅ �{Y�ZaY�³ Á É�Zm ¥¥Y�³Y�ZaËZÅ`ËZe ½M �Y | ] Ä¯ ÊÊ»µZ¼�Y |¿{�³Ê»{Â�.

¶Ë} µÁ|m¶¼� {�¯ ¾ËY �Y ®Ë �ÅTab ZÅtÌ�Âe Y�Ê»|Å{:

d»Ô� ¹Z¿¶¼� {�¯d»Ô�

Left Tab
 {ZnËY \^�Tab Z]Align Left ¾f» �{

½M �Ë�Ê»{Â�.

Right Tabs
 {ZnËY \^�Tab Z]Align Right ¾f» �{

½M �Ë�Ê»{Â�.

        Center Tab {ZnËY \^�Tab Z]Align Center ¾f» �{

½M �Ë�Ê»{Â�.

        First Line Indent{ Z] d»Ô� ¾ËY Äq�³¼¯ÈTab Ê�Z^e�Y

 Ê´f§� ¶yY{ ºÌ�Àe ÉY�] Ê·Á {�Y|¿)Ä¿Y|¿{ (

 ZËIndentation�Z¯ Ä] ¥Y�³Y�Za µÁY ���

Ê»{Á� .

        Hanging Indent¼¯{ Z] d»Ô� ¾ËY Äq�³ÈTab Ê�Z^e�Y

Ê´f§� ¶yY{ ºÌ�Àe ÉY�] Ê·Á {�Y|¿)Ä¿Y|¿{ ( ZË

Indentation��� �YÉZÅ | ] Ä] ¹Á{

Ä] ¥Y�³Y�Za�Z¯Ê»{Á�.

Äf°¿: �Y ®Ë�Å ¥~u ÉY�]Tab,ZÅ {Z¼¿ d�Y Ê§Z¯Y� ½M �Y k�Zy�y �¯|Ì�°].
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 ¦Ë� eTab ºÌ�Àe Äv¨� �Y Ã{Z¨f�Y Z]Tab1
v¨� ½{�¯ �Z] ÉY�]È ZË ºÌ�ÀeTab Properties,Ê» �Y Ê°Ë ÉÁ� |Ì¿YÂeTabËZÅÊ ÉÁ� Ä¯

�y �¯�Y ZË |ÌÀ¯ ®Ì¸¯ �Z]Á{ |ËY Ã{�¯ {ZnËY Ê¬§YÉÂÀÌ»Format¾�aMTab Y�[Zzf¿Y¯ÌÀ|.

�Y|¿YÇ |Ì¸¯ ��aTabÌ e ¶^«�Y �Â� Ä]ÌÃ|� ¾ ZËDefault27/1Êf¿Z��f»Ê»|�Z] .v¨� �{È ºÌ�Àe

Tabs) ¶°�5-15 ( d¼�« �{ ÁDefault tab stopsÊ»|ÌÀ¯ {ZË� Á º¯ Y� ��a ¾ËY |Ì¿YÂe.

 ¶°�-155

Äf°¿
¾ÌÌ e ÉY�]Á|uYÉZÅÃ�Y|¿Y ÉÂÀÌ» �Y É�Ì³Tools¾�aMOption Y� [Zzf¿Y¯ÌÀ ÉÂÀÌ» ÉÁ� Á |

General d¼�« �Y Á Ã{Â¼¿ ®Ì¸¯Measurement Units|ÌÀ¯ ¾ÌÌ e Y� �ZÌ¿ {�Â» |uYÁ.

˺ Tab Properties
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¶�§º��
 ��{ºÅ{�¿Z�

»ÌÉÂÀk�{
½Z¼ÅÄ¯ Ä¿Â³À°e [Zf¯ �{Z ºÅ{ ¦À� ÊeZ»Â¸ » É�Â·|Ë|¿YÂy ,ÉÂÀÌ»k�{,Zu Ä¸�¸� ®Ë ÉÁ

»�§½NZÅ�Âf�{ ÁËZÅÊ �Y Ä¯ ,d�Y½MZÅÃ{Z¨f�Y Ã�Ì£ Á ¾f» ,�ËÁZ�e ,µÂ^¼� ,xË�Ze k�{ dÆm

Ê»{{�³ .¾ËY �Y É�Z¼� ¶�§ ¾ËY �{�Âf�{ ZÅ{�¯ ºÌÅYÂy Ê���] Y�.

d�Z� Á xË�Ze k�{
À¯ ¾ÌÌ e Y� |À� ®Ë {ZnËY ½Z»� Á xË�Ze Ä¯ |�Z] �ZÌ¿ |ËZ� {�YÂ» Êy�] �{ÌY ,|Z°»Y ¾Ë½ �{

¹Y�³Á�aZ¼� Á {�Y{ {ÂmÁ {�9ÁÊ»|Ì¿YÂe|À� �{ ½Z°»Y ¾ËY �Y Ã{Z¨f�Y Z] Y� d�Z� Á xË�Ze ½Ze Ä]

�Â�|ÌÀ¯ k�{ ®ÌeZ»ÂeY .|ÌÀ¯ ¶¼� �Ë� �Á� Ä] �Z¯ ¾ËY ÉY�mY ÉY�].

1.Y|f]YÉÂÀÌ»InsertÃ{�¯ �Z] Y� Á ÉÁ� �b�¾�aMDate & Time®Ì¸¯ËZ¼¿Ì|.

2. �{ÉÂÀÌ»|� �ÅZ� Ã) ¶°�1 -6 ( d¼�« �{Available formats§ ,Z {�Â» xË�Ze d»�

|ÌÀ¯ [Zzf¿Y Y� ��¿.

3. d¼�« �{Language ,½Z]� ºËÂ¬e|ÌÀ¯ [Zzf¿Y Y�.

4. d¼�« �{Calendar typeËZ¼¿ [Zzf¿Y Y� ºËÂ¬e �Â¿ ,Ì|.

5.¼¯{ÈOKZ�§ Y��Ã{Á�§Y Z¼� |À� �{ xË�Ze ,|ÌÅ{Ê»{Â�.

 ¶°�1 -6
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Y k�{¾f» ®ÌeZ»Âe
 �{¹Y�³Á�aÄ¼¸¯ `ËZe ÉZm Ä] Ä¯ {�Y{ {ÂmÁ ½Z°»Y ¾ËY {�9Á ZÅ½MZÅ Á [Zzf¿Y Y��Â� Ä]

�{ ®ÌeZ»ÂeYk|ÌÀ¯ .Ä¼¸¯ �Y ®Ë�Å ½{Y{ �Y�« ÉY�]ÉZÅM{Z»ÇÊ» {�9Á �Y |Ì¿YÂe¾�aMÉZÅ �{ Ä¯

 �Ë�ÉÂÀÌ»Insert/Auto TextY|ÌÀ¯ Ã{Z¨f�Y |Àf� . Z] [Zzf¿Y¾�aMInsert/Auto Text/ Auto
Textv¨�È] É�´Ë{ Ä¹Z¿AutoCorrect�Z]Ê» {Â�) ¶°�2-6 .(

 ¶°�2 -6

¼¯{ [Zzf¿Y Z] Äv¨� ¾ËY �{ÈShow ToolbarÊ» |Ì¿YÂe¾�aMÉZÅv¨� ¾Ì¼ÅÈ Ä] Y� cZ¼Ì�Àe

¸Ì» ®Ë c�Â�È¶ËZ�Á d¼�« �{Ä¸Ì»ÉZÅ¶ËZ�Á-|ÌÅ{ ½Z�¿½ZÀr¼ÅÊ»`ËZe Z] |Ì¿YÂeÄ¼¸¯ ZÅ

c�Z^� ZËÉZÅ ,{Ây ��¿ {�Â»½MZÅ Y�¼¯{ �Y Ã{Z¨f�Y Z]ÈAdd Ä]d�· Z] ZË |ÌÀ¯ Ä§Z�Y {ÂmÂ»

¼¯{ �Y Ã{Z¨f�YÈDeleteËZ¼¿ ¥~u Y� {�YÂ» �Y ®Ë�ÅÌ| . ��¿ {�Â» c�Z^� ZË Ä¼¸¯ [Zzf¿Y �Y �a

¼¯{ ½{��§ ÁÈInsertÊ» ½YÂeY� ½M{�¯ k�{ ¾f» �{ .¾ÌÀr¼Å �YÉÂÀÌ»Autocorrect µZ § Z]

 ½{�¯¾�aMReplace text as you typeÊ»Ä¼¸¯ |Ì¿YÂeÉZÅc�Z^� ÉY�] É�Z�fyYËZÅÊ Ä¯ Y�

�Z] ¾f» �{ ZÅ Ä]½MZÅ¼¸¯ ¾f�Â¿ �Y �a �Z] �Å Ze |ÌÀ¯ ¦Ë� e ,|Ë�Y{ �ZÌ¿È c�Z^� ¶¯ ,É�Z�fyY

�Â� Ä]{Ây{Â� k�{ �Z¯ . d¼�« �{ �Z¯ ¾ËY ÉY�mY ÉY�]Replace¼¸¯ÈY d¼�« �{ Á �Z�fy

With¼¯{ �b� Á `ËZe Y� ¶»Z¯ c�Z^� ZË Ä¼¸¯ÈAdd|ÌÀ¯ [Zzf¿Y Y�.
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¼¸¯ Ä¯ �Z] �Å \Ìe�e ¾ËY Ä]È�{ ¶»Z¯ c�Z^� ½M ÉZm Ä] |Ì�ËÂÀ] ¾f» �{ Y� É�Z�fyYkÊ»{Â�.

 ¾f» ®ÌeZ»ÂeY k�{

ÌÅ{ ¹Zn¿Y Y� �Ë� dÌ·Z §|.

1.       ¾f» �{ ÃZ³�Å Ä¯ |ÌÀ¯ É�Z¯¼¸¯È))[��¶j¼·Y ((       c�Z/^� |/Ë{�¯ `ËZe Y�))  ,Êf/��|Àe

Zeº·Z� ½Z�¿Y �� �] d�Y Êm-pÌÅ Ê·Á ®Ë �m �¯�Ë�»Y� kZe ¾ËYÊ¼¿|ÀÌ]((

 Ê«�ÁZa {ZnËY
         tÌ�Âe ,c�Z^� ZË Ä¼¸¯ ÉY�] d�Y ¹�Ó {�YÂ» Êy�] �{ �f�Ì]  Ê m�» ZË   Y�     |/À¿YÂy Ze |ÌÅ{ ÄWY�YÇ

 Y ½Á|] |¿YÂf] ,¶ËZ¼e c�Â� �{ ¾f»  |/À¯ Ä/ mY�» ½M Ä] \¸�» ¶�Y ½{Y{ d�{ � .   ®/Ë ¾Ì/Àq �{

 d·Zu¹Y�³Á�aÊ«�ÁZa k�{ ½Z°»Y {�9Á˺ d/�Y Ã{Â¼¿ ºÅY�§ Y�.     �Z/¯ ¾/ËY ÉY�/mY ÉY�/]  d�/z¿

½Z°» Z¼¿˻ ½M ÉY�] Ê«�ÁZa {ZnËY |�« Ä¯ Êe�Z^� ZË Ä¼¸¯ ÉZÆf¿Y �{ Y� Y�-|ÌÅ{ �Y�« |Ë�Y{ �b�

 �YÉÂ//ÀÌ»Insert¾�//aMÉZ//ÅReference/Footnote Y� [Z//zf¿Yv¨//� Z//e |//ÌÀ¯È cZ//¼Ì�Àe

Footnote and Endnote) ¶°�3-6 ({Â� �Z].

v¨� ¾ËY �{È�³Y cZ¼Ì�Àe�{ d¼�«Location¾�aMFootnote �Y |�Z] µZ §d�·½M ¶]Z¬»

Ê» [Zzf¿Y Z] Y� Ê«�ÁZa k�{ ¶v» |Ì¿YÂeBottom of page    Z/Ë Äv¨/� ¾ÌËZ/a ,Below text ,

  �a Ä¸�Z§ Ô]|ÌÀ¯ �z�» ,¾f» �Y .  ÉZ/Æf¿Y ZË |À� ÉZÆf¿Y �{ cZvÌ�Âe ¾ËY |Ì�Z] Äf�YÂy ÃZ³ �Å

˺ Foot note or End note
˻ Cursor
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  c�Â/� ¾ËY �{ -|¿Â� k �{ �z]Endnotes    �Y Ê/°Ë Á |/ÌÀ¯ µZ/ § Y� ¾�/aM ÉZ/ÅEnd of
document2 ZËEnd of section Y�[Zzf¿Y|ÌÀ¯.

 �{Y¼¯{ ÉÁ� ®Ì¸¯ Z] ZÆf¿ÈInsert �{ Y� ��¿ {�Â» d»Ô� ZË Ã�Z¼�|ÌÀ¯ k�{ Ã|� ¾ÌÌ e ¶v».

 ¶°�3 -6

 Ê«�ÁZa {ZnËY

�Ë� dÌ·Z § É{Y�¨¿Y ¶°� Ä]ÌÅ{ ¹Zn¿Y Y�|.

1.     ÉÁZu Ä¯ |Ì�ËÂÀ] ÊÀf»3  |�Z] Ê«�ÁZa .    { Á µÁY  Ê«�ÁZa      Ã|� �z�» Ã�Zf� d»Ô� Z] ¹Á

 Ã�Z¼� ÉY�Y{ ¹Â� Ê«�ÁZa Á |� Z]1Z]Z] Ã|� k�{ Äv¨� ½Z¼Å ÉZÆf¿Y �{ Á |��|.

 Ã{Z¨f�Y[Zzf¿Y¾f»1

 �Y ��¿ {�Â» ¶v» �{ ½M ½{�¯ Zn]Zm Á ¾f» ¾f�Â¿ ÉY�] d�Y ¹�Ó {�YÂ» Êy�] �{È^ m)textbox(

 ºÌÀ¯ Ã{Z¨f�Y Ä¯Ã{Z� Ä]ËZm �Y Y� ¾f» Ê³ÊºÌ¿YÂf] Ã{Y{ µZ¬f¿Y É�´Ë{ ÉZm Ä] .[Zzf¿Y ZË ¾f»Textbox

 ÉY�] Y� ½Z°»Y ¾ËYÃ{Z¨f�YÃ|ÀÀ¯ZÅ)users (ÅY�§ºÊ»|À¯ . ½Z°»Y ¾ËY �Y Ã{Z¨f�Y ÉY�]d�z¿ ÉÁ�ÉÂÀÌ»

Insert �b� Á Ã{Â¼¿ ®Ì¸¯¾�aMTextbox Y�[Zzf¿YËZ¼¿Ì |) ¶°�4 -6 .(

 ¶°�4 -6

˺ Textbox

    ¾/ËY �{ Y� ��¿ {�Â» ¾f»   Á |Ì�/ËÂÀ] Z/m

  �b� Y� ½M   Z/n]Zm �/�¿ {�Â» ¶v» �{

|ÌÀ¯.
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¶�§ºf¨Å
 ��{ºÅ|¨Å

»ÌÉÂÀdË|ËY)2(

ÉÂÀÌ» ZË �ËY�ËÁEdit �Y Ê°ËÉÂÀÌ»ÉZÅ �{ |Ì¨»¹Y�³Á�a{�9ÁÊ»|�Z] . ¾ËYÂÀÌ»�Ì³�]�{Ç|¿

 ¾Ë�f¼Æ» Ä¯ d�Y É{ZË� ÉZÅ�Âf�{½MZÅ�Âf�{ÉZÅ�mfÊÀË�´ËZm ZË Á ÂnÊ»|�Z].

ÊÀË�´ËZm Á Ânf�m
�{Ê� ]ºÌÀ¯ Ânf�m |À� ÉYÂfv» �{ Y� Êe�Z^� ZË Ä¼¸¯ Z» Ä¯ |�Z] ¾ËY �] �ZÌ¿ |ËZ� {�YÂ» .

¹Y�³Á�aZË Ä¼¸¯ |À� ÉYÂfv» �{ ¹Á�· c�Â� �{ Ä¯ Ã{Â¼¿ ºÅY�§ Y� ½Z°»Y ¾ËY {�9Á c�Z^�

 Á Ã{�¯ Ânf�m Y� Ê�ZyY� ½MËZ¼¿ ¾Ë�´ËZm É�´Ë{ c�Z^� ZË Ä¼¸¯ Z]Ì-º ºÌÅYÂz] |ËZ� ¾ÌÀr¼Å

ºÌÀ¯ Y|Ìa d��� Ä] Y� Ê�Zy �z] Êfu ZË �y ,Äv¨� Ä¯.

¾f» �{ Ânf�m
        �Y ,c�Z^� ZË Ä¼¸¯ ®Ë ÉÂnf�m ÉY�]ÉÂÀÌ»Edit¾�aMFind   Y�  [Zzf¿Y    Ê^Ì¯�e |Ì¸¯ ZË |ÌÀ¯

Ctrl +F»� ºÅ Y�v¨� Ze |ÌÅ{ �Z�§ ½ZÈFind and Replace{Â� �Z]) ¶°�1-7.(

) ¶°�1-7(

 d¼�« �{Find what|ÌÀ¯ `ËZe Y� ��¿ {�Â» c�Z^� ZË Ä¼¸¯ .¼¯{ ½{��§ �Z]�Å Z]ÈFind Next

¼¸¯ ZË c�Z^�ÈÃ{Y{ �ËZ¼¿ Ã|� [Zzf¿Y c�Â� Ä] ,Ã|� Ânf�mÊ»{Â�.

˻ Edit

http://www.abbyy.com/buy
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 ½{�¯ µZ § Z]¾�aMHighlight all items found in) ¶°�1-7(Ê» Z] |Ì¿YÂe½{�¯ ®Ì¸¯

   �Y ®Ë �Å¾�aMÉZÅd�· Ä¯ |ÌÀ¯ �z�» ,½M �Ë�¹Y�³Á�a     ¶/¯ Z/Ë Ã|/� [Z/zf¿Y ¾f» �{ ,{�9Á

   Ê«�ÁZa d¼�« ZË |À�,ZÅ                ½Z�/¿ Y� ½M �Y�°e {�YÂ» Ä¼Å Á |À¯ Ânf�m Y� ��¿ {�Â» c�Z^� ZË Ä¼¸¯

|Å{ .

¼¯{ ÉÁ� ®Ì¸¯ Z]ÈMore d¼�« ,Search Option�Z]Ê»  {Â/�)  ¶°/�2-7 (  Z/] Á [Z/zf¿Y

   �Y ®Ë�Å¾�aM  ÉZÅ½MÊ»  ½YÂe���ÉZÅ          �/³Y ,µZj» �Â� -{Y{ �Y�« Ânf�m ÇÂv¿ ÉY�] Y� É�f�Ì]

ÈÀË�³Match case ,|ÌÀ¯ [Zzf¿Y Y�¹Y�³Á�a�m �{ {�9ÁfÄ¼¸¯ ÉÂn ZÅc�Z^� ÁÉZÅ ,Ê�Ì¸´¿Y

�u ¾Ì]¥ZÅZ« cÁZ¨e ±��] Á ®qÂ¯Ë¶Ê»{Â�.

 ÃZ³�Å¾�aMFind whole word only[Zzf¿Y Y�ËZ¼¿Ì ,º�¬§{�9Á, Ä/¼¸¯ ËZ/ÅÊ   {Â/y Ä/¯ Y�

Ä¼¸¯ÉZÅ ¶¬f�»Y,|Àf�Ê»|]ZË .

) ¶°�2-7(

¾f» �{ ÊÀË�´ËZm Á Ânf�m
       Z/m Z/Ë ¶Ë|^e É�´Ë{ c�Z^� ZË Ä¼¸¯ Z] Y� Ânf�m {�Â» ¾f» |Ì�Z] Äf�YÂy ÃZ³�ÅË  �{ ,|/ÌÀ¯ ¾Ë�´

v¨� ½Z¼ÅÈFind and Replace¾�aMReplace Y�®Ì¸¯ |ÌÀ¯) ¶°�3-7(.

 ¶°�3 -7
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 d¼�« �{Find what d¼�« �{ Á Ânf�m {�Â» c�Z^� ZË Ä¼¸¯Replace with Êe�Z^� ZË Ä¼¸¯

Ä¯ Y�Ê»|ÌÅ{ �Y�« {Â� ½M ¾Ë�´ËZm |ÌÅYÂy .¼¯{ �b�ÈFind Next ,{�Â» ¾Ì·ÁY ¾f§ZË ÉY�] Y�

� ¾Ë�´ËZm ÉY�] Á |ÌÀ¯ ®Ì¸¯¼¯{ ,½M ÉZm Ä] ¹Á{ c�Z^� ZË Ä¼¸¯ ½|ÈReplace|ÌÅ{ �Z�§ Y� .

Êe�Â� �{   Ä/¼¯{ É|/ ] {�Â» ¾f§ZË ÉY�] ,{Â� ¹Zn¿Y ÊÀË�´ËZm |ÌÅYÂz¿ Ä¯Find Next  �Z�/§ Y�

¼¯{ ,Zn°Ë c�Â� Ä] {�YÂ» Ê»Z¼e ÊÀË�´ËZm Á ¾f§ZË ÉY�] Á |ÌÅ{ÈReplace All|ÌÅ{ �Z�§ Y�.

�Ë�� ÉÂnf�m
   Äf�YÂy ÃZ³�Å Â» ºÌ�Z]É{�Y          Y|/Ìa �f Ë�/� ¶°/� Ä/] |À/� �{ Y� É�/´Ë{ �/Ìq �/Å ZË ¶°� ,�y ,Äv¨� |À¿Z»

,ºÌÀ¯Ê» �Y ºÌ¿YÂe¾�aMGo ToZ¼Å �{½ Äv¨�Find and Replace) ¶°�3-7 (  |/Ì¸¯ ZË ºÌÀ¯ Ã{Z¨f�Y

 Ê^Ì¯�eCtrl + G Y��Â� Ä]�Z�§ ½Z»�¼ÅÊ»v¨� Ze ºÌÅ{ÈFind and Replace {Â� �Z]) ¶°�4-7  .(

) ¶°�4-7(

 d¼�« �{Go to what|Ì�Z] Ã{�¯ [Zzf¿Y Y� Ê�Â�Â» �ÅÊ»  d¼�/« �{ |Ì¿YÂeEnter    Z/Ë Äv¨/� Ã�Z¼/�

  /¼¯{ \/Ìe�e ¾ËY Ä] Ä¯ |ÌÀ¯ {�YÁ Y� \zfÀ» �Â�Â» Ä] �Â]�» È�z�»ÈNext  Ä/]Go To ¶Ë|/^e Ê/»  {Â/�

) ¶°�5-7 ( Ä¼¯{ ¾ËY ½{Y{ �Z�§ Z] Á{Á� �ZÌ�] ��¿ {�Â» �Â�Â»Y|Ìa Z¼�Ê»{Â�.

) ¶°�5-7(

µZj» ½YÂÀ� Ä]:Ê» Äv¨� ,ºÌÅYÂy12 Y� É�Zm |À� �{{Á� �ZÌ�]     d¼�/« �{ Y|/f]Y ,ºÌ/À¯ Y|/ÌaGo to what
[Zzf¿YPage Y�[Zzf¿Y d¼�« �{ Á Ã{Â¼¿Enter page number�Z¼�Ç   �/�¿ {�Â/» Äv¨�)12 ({�YÁ Y�

Ê» Ä¼¯{ Á ºÌÀ¯Go To�Z�§ Y�Ê»ºÌÅ{ ,¹Y�³Á�a Äv¨� {�9Á12 Y��Â� Ä]�Z] �Ë��Ê»|À¯.

http://www.abbyy.com/buy
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ºf�Å ¶�§
 ��{ºÅ|nÅ

dÀËZa�ÁZa ¹Y�³Á�a
 ½Z¼ÅÉ�Â�Ä¯Ê» �Y Ê�z] dÀËZa�ÁZa ¹Y�³Á�a |Ì¿Y{ Èf�]¹Y�³Á�aÉZÅd§Z�Á�°ËZ»�Ì§M

Ê»|�Z]�Â¼n» Z] ÁÈ¹Y�³Á�aÉZÅÄ��� �Ì§M É�Y{YÊ»{Â� .¹Y�³Á�a ¾ËY ®¼¯ Z]Ê» ½YÂe

Zv¨� Á dyZ� Y� ÃYÂz·{ c½MZÅY�Ä]¸Ì� ÁÈ�Âf¯�Á�a ZÅv¨� ÉÁ�È {Y{ �ËZ¼¿ Ã{�a ZË ±��]

½Â·Z� �{ ZË ÁÉZÅ�ÂfÌ¿Z» �{ ±��]ÉZÅ{�Ì³ �Y�« ½Y�´Ë{ ��f�{ �{ Ze {�¯ �za �Â�z».

¹Y�³Á�aÉZÅ�Â¼n»È �Ì§M2003Äz�¿ ZË ÁÉZÅ Z] ½M |Ë|mY{�|Àf�,Ä¯ |¿Y Ã|� |Ì·Âe

Ê»|À¿YÂe]®Ë ZÂv¿ �{ �´Ë{Ç�Z� cZ�Ô�Y µ{Z^e|À�Z] Äf�Y{ É�Z³ . �Y É�ZÌ�]{�¯ ¶¼�ZÅËÊ Ä¯

 Á �Á|ÀËÁ �Ìv» �{d§Z��ËÁÉZÅÄ�Â¼n» ¾ËY-|À¿Z»:¹Y�³Á�a¶Ì�¯Y ,{�Á¹Zn¿Y Ã�Ì£ ÁÊ» ,{Â�

 �{ �Á� ½Z¼Å Z]¹Y�³Á�ad�Y ¹Zn¿Y ¶]Z« �Ì¿ dÀËZa�ÁZa.

 ÉY�mY¹Y�³Á�a�Z¯ �Ìv» Á dÀËZa�ÁZa É
É�Z¯ �Ìv»Ä]Z�» dÀËZa�ÁZa ¹Y�³Á�a �ËZ�¹Y�³Á�aÉZÅ�Â¼n» ZË Äf�]È�Y{ Á d�Y �Ì§MY É

¶ËZ�Á ÁÉÂÀÌ»ÉZÅÉ{| f»Ê»|�Z] . ÉY�mY ÉY�]¹Y�³Á�a�ÁZa|ÌÀ¯ ¶¼� �Ë� �Á� Ä] dÀËZa.

1. ÉÁ�ÉÂÀÌ»Start|ÌÀ¯ ®Ì¸¯.

2.ÈÀË�³All Programs Y��ZÌfyYËZ¼¿Ì|.

3.½Z�¿Ã|ÀÅ{»Á� Y� �ÂÉ|ÌÅ{ �Y�«.

4.   ¾ËY ÉÁ�[Zzf¿Y|ÌÀ¯ ®Ì¸¯.

 É�Z¯ �Ìv»¹Y�³Á�adÀËZa�ÁZa
     ,ÓZ] �Á� ÉY�mY �Y �a¹Y�³Á�a ¶°� �{ Ä¯ dÀËZa�ÁZa1-8Ã{Y{ ½Z�¿,�ÅZ� Ã|�Ê» {{�/³ .  Z/]

   �Y Ã{Z¨f�Y¾�aM,ZÅ »ÂÀÌ,ZÅ|Ì¸¯  ZÅ       ¾ËY �{ {ÂmÂ» cZ¿Z°»Y Ã�Ì£ Á¹Y�³Á�a,Ê»   ½YÂ/e    YÂ/fv» ®/Ë

{�¯ \Ìe�e {Ây ¾�Ìf¿��a ÉY�].

http://www.abbyy.com/buy
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 ¶°�1 -8dÀËZa�ÁZa É�Z¯ �Ìv»

YÂfv»a ®Ë �{�{�YÁ �z] Á{ �{0 ÓÂ¼ » dÀËZa�ÁZa ¾�Ìf¿�Ê»{Â�:

1.|ËÔ� �z]1

2.{ZË �z]d�Y{ZÅ2

Ô� �z] �{ YÂfv» k�{ Á �Z¯ Ê¸�Y d¼�«|Ë ZÅc�Â�Ê»{�Ì³ .ËZm ¶�Y �{ |ËÔ�ÊÄ¯ d�Y

Ê»  ½YÂe  ¶°� ,�ËÁZ�e ,¾f» ½M �{ ZÅ{Y{ �Y�« Y� Ã�Ì£ Á . v¨/� d¼�« �{ÈZË{   cZvÌ/�Âe ,d/�Y{

 ¹�ÓÄWY�Yd^i Á k�{ |ËÔ� �Å �Z^e�Y �{ Ã|ÀÀ¯Ê»{Â�.

 ] |ËZ]  Ä   ¶°� Ä] ¾�Ìf¿��a Ä¯ d�Y{ ��ZyÉZÅ³ �ËZ¼¿ Ä] ¦¸fz»~Äf�YÊ» Ä¯ {Â� ½M Ä]View
Äf¨³Ê»{Â� . ¾ËYviewd�Y{{ZË Á |ËÔ� ÊÀ Ë �z]Á{ ÉYÂfv» ZÅ½Z�¿ Y�Ê»|ÀÅ{ .

¾�Ìf¿��a {ZnËY Á ¶ËZ§
¶ËZ§ÉZÅ     ¹Y�³Á�a �{ Ä¯   d/ÀËZa�ÁZa2003  \/Ìe�e  Ê/»  �Y{ ,|¿Â/�Y É

  |¿Â�appt.Ê»|À�Z] .      Z/] �Z¯ �Á�� ÉY�] ¹Y�/³Á�a     Y|/f]Y ,d/ÀËZa�ÁZa

     �/¯ {ZnËY Y� ¶ËZ§ |ËZ]{  .         ©Â/§ ¶°/� �{ Ä/¯ É�Â/�)1-8 ( Ã|ÅZ�/»

Ê»ËZ¼¿Ì|,    ÉY�mY Z]¹Y�³Á�a         Z/] ÃY�/¼Å ¾�Ìf¿��a ¶ËZ§ ®Ë dÀËZa�ÁZa

    d�Y Ã|Ë{�³ {ZnËY |ËÔ� ®Ë .         ¶/ËZ§ ¾f�/] ZË |ËÔ� �Y kÁ�y ÉY�]

 �Y dÀËZa�ÁZaÉÂÀÌ»File¾�aMClose®Ì¸¯ Y�|ÌÀ¯ .   {Z/nËY ÉY�/]

   �Y ¶ËZ§ÉÂÀÌ»File  ¾�aMNew  Y�  [Z/zf¿Y -Ã{Â/¼¿      ,d/ÀËZa�ÁZa �Ì/v» d/�Y� d¼/� �{ �b/�

¾�aMBlank Presentation Y�®Ì¸¯Z¼¿Ë|Ì . ¶°�2-8�ÅZ�Ê»{{�³.

˺ Slide
˻ Note Page

 ¶°�2 -8
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Y |Ë|m |ËÔ� ½{Á�§
d�Y�mY ¶]Z« ªË�� Ä� Ä] Á Ã{Â] ½Z�M Á Ã{Z� dËZÆ¿ dÀËZa�ÁZa ¾�Ìf¿��a �{ |ËÔ� ½{Á�§Y . ¾ËY Z»

�Á�ÉZÅY� |ËÔ� ½{Á�§Y ZË k�{ ¦¸fz» �Ë� �{ ,{�¯ ºÌÅYÂy Ê���]:

1. µÁY �Á�:    |ËÔ� ºÌ�Z] Äf�YÂy ÃZ³�Å ÉZ/Å   É{|/ f»

   �{ Y�¾�Ìf¿��a    ºËY�§Z/Ì] {Â/y,        �{ {Â/mÂ» |ËÔ/� Y|/f]Y

¾�Ìf¿��a ZË [Zzf¿Y Y�highlight¼¯{ �b� Á Ã{Â¼¿È

�f¿Y   Z�§ Y�� Ê»            �{ ®/ÌeZ»ÂeY ¶°/� Ä/] |ËÔ/� Á ºÌ/Å{

|� |ÅYÂy Ã{Á�§Y {ÂmÂ» ¾�Ìf¿�a .

2.¹Á{ �Á�:½ZÀr¼ÅÊ» ZË ®Ë |Ì¿YÂe|ËÔ� ¾Ë|Àq ªË�� �Y {Ây ¾�Ìf¿��a �{ Y�ÉÂÀÌ»k�{1

 ̧Ì» �{ÈÂÀÌ»2 |ËY�§ZÌ] .   ÉÁ� Y|f]YÉÂÀÌ»    Ä¸Ì» �{ Ê¸�YÉÂÀÌ»

 ÉÁ� Á Ä//f§�ÉÂ//ÀÌ»Insert Z//nÀËY �{ ,|//ÌÀ¯ ®//Ì¸¯Â//ÀÌ»

» ¾ËY �{ ,|� |ÅYÂy �ÅZ� É�´Ë{Ì ÂÀ È/ÀË�³New slide

  Y�¯¸®Ì    Ë|m |ËÔ� Ze |ÌÀ¯       Ã{Á�/§Y Z¼/� ¾�Ìf¿��a �{ É|

{Â� . ¶°� �{ Y� �Á� ¾ËY Z¼�3-8Ã|ÅZ�»Ê»ËZ¼¿Ì|.

3. ¹Â� �Á�: {Z�Ã   �Ë�/� Á ¾Ë�e       |ËÔ/� k�{ ª/Ë�� ¾Ë�/e

  �Ìf¿��a �{ |Ë|m¾   ¹Â/� �Á� ¾Ì/¼Å , Ê/» |/�Z] . /¸Ì» �{È

¶ËZ�Á ÉÁ� {�|Àf�Y¾�aMNew Slide     Z¼/� ¾�/Ìf¿��a �{ É|/Ë|m |ËÔ/� Á |ÌÀ¯ ®Ì¸¯

|� |ÅYÂy Ã{Á�§Y.

 ¶°�4-8 :|Ë|m |ËÔ� ½{Á�§Y

˺ Insert
˻ Menu bar

|ËÔ� [Zzf¿

|ÌÀ¯ ®Ì¸¯ Y� ZnÀËY

 ¶°�3-8 :k�{ ÉÂÀÌ» �Y |ËÔ� ½{Á�§Y

http://www.abbyy.com/buy
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|Ë|m |ËÔ� ½{Á�§Y Á dÀËZa�ÁZa ÉY�mY

dÌ·Z § É{Y�¨¿Y ¶°� Ä]ÉZÅÌÅ{ ¹Zn¿Y Y� �Ë�|:

1.¹Y�³Á�a|Ë�Z�] ¾�Ìf¿��a Á |ÌÀ¯ Y�mY Y� dÀËZa�ÁZa.

2.|ËÔ�ÉZÅ|ÌÀ¯ k�{ µÁY �Á� �Y Ã{Z¨f�Y Z] {Ây ¾�ÌfÀË��a �{ Y� |Ë|m.

3.     |ËÔ� |Àq ZË Á{              ª/Ë�� �Y Ê/À Ë ¹Á{ �Á� �Y Ã{Z¨f/�Y Z] Y� �´Ë{ ÉÂ/ÀÌ»Insert    �{ �/Ì¿

|ËÔ�ÉZÅ|ÌÀ¯ Ä§Z�Y {Ây.

4.   ] Y� |Ë|m |ËÔ� ®Ë Ä     ¹Â/� �Á� �Y Ã{Z¨f/�Y Z/] {Â/y ¾�Ìf¿��a �{ |ËÔ� ¾Ë�yM ½YÂÀ�

|ÌÀ¯ k�{.

5. �YÉÂÀÌ»FileÈÀË�³Close®Ì¸¯ Y� Á Ã{Â¼¿¹Y�³Á�a|Ë|À^] Y� .

http://www.abbyy.com/buy
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ºÆ¿ ¶�§
 ��{{�¿ºÅ

dË|ËY|ËÔ�
dË|ËY§ , ¾f» k�{ ,|ËÔ�Z�a ºÌ�Àe Á d»�ÁY�³�{ ºÆ» cZ�Z�Y �Y Ê°Ë ¹¹Y�³Á�a Ä] dÀËZa�ÁZa

�Z¼�Ê»{Á� .Âv¿ ¾f�¿Y{ÇdË|ËY|ËÔ� ZÅd�Y É�Á�� �»Y ®Ë .¶�§ ¾ËY �{,dË|ËY Á

Ä¿Â´q Ê³|ËÔ�ZÅ{�¯ ºÌÅYÂy Ê���] d��{ c�Â� Ä] Y�.

�{ ¾f» k�{ Á ½{�¯ Ä§Z�Y|ËÔ�
¼¯{ ÉÁ� Y|f]Y ,Ê·Zy |ËÔ� ®Ë �{ ¾f» ½{�¯ Ä§Z�Y ÉY�]È {ZnËY[Zzf¿Y �{ ¾f»¸Ì»È¶ËZ�Á

 ºÌ��e1|ÌÀ¯ ®Ì¸¯ . �b�|ÀÀ¯ Ã�Z�Y Ç(Pointer) �Â»ÌuZ¿ �{ Y�ÈYÂz·{ |ËÔ� ¶yY{ �{ Ã

,Ã{Y{ �Y�« Ê·Zy½|Ì�¯ Z]^ mÈ Z] ÊÀf»�Y|¿Y {�Â» Ç��¿Á ©Â§ �Á� ÉY�mY Z]|À¿Z» ¶°�1 -9

Ê»|ÌÀ¯ `ËZe ½M �{ Y� ��¿ {�Â» ¾f» |Ì¿YÂe.

 ¶°�1 -9[Zzf¿Y¾f»

d»�Z§¾f» ºÌ�Àe Á¥Y�³Y�Za
 d¼�« �{d»�Z§ ¶yY{ ¾f»È^ m1] Y� Ä�¬¿ ®Ë |ËZ] Ä[Zzf¿Y d·Zu �{ ÃZ³�Å ,Ä¯ d�Y{ ��Zy,

¾f» È^ mc�Â� Ä] , |ËM �{ ¶yY{ ¾f» Ä^ m¶]Z«d»�Z§ ÁdË|ËYd�Ì¿-

Z»YÊ»y �Â¿ ,¾f» ²¿� |Ì¿YÂe��Y|¿Y ,Çy�Ä�z�» Ã�Ì£ÁÉZÅ Y� ½M ¶yY{ Ã|� `ËZe ¾f» ¶¯

 Á |ÌÅ{ �ÌÌ¤e¾f» È^ m ½Ze ÃYÂz·{ ÉZm �{ Y�Ä]ZmZm|ÌÀ¯ .ÅÊeY�ÌÌ¤e Ä¯ ºÌ�Z] Äf�YÂy ÃZ³� �{

yY{ ¾f» Y|f]Y ,ºÌÀ¯ {�YÁ ¾f» ¶¯ ¶ ¾f» È^ m ¶°� Ä] Y� Á |ÌÀ¯ [Zzf¿Y

�b�Ê»�ÌÌ¤e �Â¿�Å |Ì¿YÂeÉ ¶yY{ ¾f» ¶¯ �{^ mÄ|ÌÀ¯ {�YÁ . �ÌÌ¤e ¶Ì^« �Y cZ�z�» �ÌÌ¤e

�Y|¿Y ,²¿�Ç ,�yAlignment¾f» ,- |À¿Z»¹Y�³Á�a{�9Á [Zf¯ ¹Â� ¶�§ �{ Z¼� Ä¯ d�Y

 ½M Z] ºÅ{ ¦À�MËZÀ�Á |Ë{Â¼¿ ¶�Zu Ê¾ËY �{Zm d�Ì¿ ¹�ÓºÌËZ¼¿ É�ÁM{ZË Ã�Z]Á{.

˺ Drawing
˺ Textbox
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 ºÌ�Àe¥Y�³Y�Za `ËZe dÆm [Zzf¿Y Á¥Y�³Y�Za �{¹Y�³Á�adÀËZa�ÁZa Z] Ä�ËZ¬» �{¹Y�³Á�a

{�9ÁÃ{Z� �ed�Y .Âv¿Ç `ËZe dÆm [Zzf¿Y Á ºÌ�ÀeY�ZaÊ���] Ä�Ôy ¶°� Ä] �Ë� �{ Y� ¥Y�³

Ê»ËZ¼¿Ìº .

 `ËZe dÆm [Zzf¿Y ÉY�]¥Y�³Y�Za�Y`q �Y Á `q Ä] d�Y��Y ,d�Y� Ä]ÉÂÀÌ»d»�Z§

(Format) ,���¯ �Â» ÉÁ� Y�Paragraph Direction Á Ã{Y{ �Y�«¾�aMRight-to-

Left Y� [Zzf¿Y{{�³ ºÌ�Àe `q Ä] d�Y� �Y `ËZe dÆm Ze |ÌÀ¯.

 ¶°�2 -9 `ËZe dÆm [Zzf¿Y¥Y�³Y�Za

 �Â�y ¾Ì] Ä¸�Z§ ºÌ�Z] Äf�YÂy ÃZ³�Å¥Y�³Y�Za Y�¾ÌÌ e¯ ºÌ�Àe Á �Y ºÌÀÉÂÀÌ»Format Ä]

¶¼� �Ë� ¶°�Ê»ËZ¼¿Ìº:

 �YÉÂÀÌ»§Z d»�¾�aMLine Spacing Y�[Zzf¿Yv¨� |ÌÀ¯È�Z] É|Ë|mÊ» �Y Á {Â�MZn¿

Ê» Á �Â�y ¾Ì] Ä¸�Z§ |Ì¿YÂe¥Y�³Y�Za Y�¾ÌÌ eËZ¼¿ ºÌ�Àe ÁÌ| . �Ë� ¶°� �{ Y� |¿Á� ¾ËY Z¼�

|ÅZ�»ÃÊ»ËZ¼¿Ì|:

 ¶°�3 -9

 �Y | ]¾ÌÌ e¼¯{ �Â�y ¾Ì] Ä¸�Z§ÈOKZ�§ Y��{Ã|� {ZnËY cY�ÌÌ¤e Á cZ¼Ì�Àe Ze ,|ÌÅ, Y�mY

{Â�.

�Z§ ¾ÌÌ eÈ¸³Y�Za¥Y� Z]¥Y�³Y�Za

  Ê¸^«
Ô�Z§ ¾ÌÌ e �Â�y ¾Ì]¥Y�³Y�Za

Ä¸�Z§ ¾ÌÌ e¥Y�³Y�Za Z]¥Y�³Y�Za

 É| ]
¼¯{ÈOK
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y�Z �Y k¹Y�³Á�a
   �Y ¶^«¾ËYÄ¯    �Zy �Á� ZË ÃÂv¿   �Y k¹Y�³Á�a Ê���] Y�  �Z/y ¾Ì/] ©�§ |ËZ] ,ºÌÀ¯ �Y k ¹Y�/³Á�a Á

�Zy    ºÌ¿Y|] Y� ¾�Ìf¿��a �Y k .�Å      �Y Ä¯ ºÌ�Z] Äf�YÂy ÃZ³         k�Z/y Ê/¸¯ ¶°� Ä] dÀËZa�ÁZa ¹Y�³Á�a

   �Y ºËÂ�ÉÂÀÌ»File   ÉÁ�¾�aMExit    ÉÁ� ZËÁ Ã{Â¼¿ ®Ì¸¯    ¾/ËY ¾/°ËM   ®/Ì¸¯

  |ÌÀ¯¹Y�³Á�a      |� |ÅYÂy Äf�] Ê¸¯ ¶°� Ä] .     e ºÌ/�Z] Äf�YÂy ÃZ³ �Å �a  Èv¨/� Z/ÆÀ ¾�/Ìf¿��a Y�

Äf�]    Á ºÌÀ¯¹Y�³Á�a    �Y ,|�Z] Ê«Z] {Ây d·Zu Ä] ½ZÀr¼ÅÉÂÀÌ»File ÉÁ�¾�aMClose®Ì¸¯

Ê»ËZ¼¿Ìv¨� Á ºÈ �{ µZ §¹Y�³Á�a|� |ÅYÂy Äf�] .

§ Á |ËÔ� {ZnËYZ d»�M ½

dÌ·Z § É{Y�¨¿Y ¶°� Ä]ÉZÅÌÅ{ ¹Zn¿Y Y� �Ë�|.

1. ¶°� |À¿Z» É|ËÔ�5-8Z�]Ë�|.

2.�Y|¿YÇ Y� |ËÔ� ½YÂÀ� �y40 Y� �y �Â¿ ÁB-Titr [Zzf¿YÌÀ¯|

3.�Y Ã{Z¨f�Y Z]  Alignment« |ËÔ� ��Á �{ Y� ½YÂÀ�ÌÅ{ �Y�|  .

4.  ÉÁ� ®Ì¸¯ Z] `q d¼� Ä] Y� ¾f»���|ÌÅ{ �Y�«.

5.�Y|¿YÇ Y�  ¾f»28 Y� �y �Â¿ ÁB-NazaninÌÀ¯ [Zzf¿Y|.

 ¾�Ìf¿��a ½{�¯ �Z]
 f�YÂy ÃZ³�Å           �{ Y� Ã|/� \Ìe�e �Ìa �Y �Ìf¿��a ºÌ�Z] Ä ¹Y�/³Á�a        ºÌ/À¯ �Z/] d/ÀËZa�ÁZa   |/ËZ] µÁY

�a³Á�Z] Y� dÀËZa�ÁZa ¹Y�Ã{Â¼¿-Ê¸¼� Y� �Ë� �Á� �b�Ê»ºÌÀ¯:

1.�YÉÂÀÌ»File   ÉÁ�¾�aMOpen          v¨/� Z/m ¾/ËY �{ |/ÌÀ¯ ®Ì¸¯È        ¶°/� |/À¿Z» É|/Ë|m4-9  �Z/]

|� |ÅYÂy .

2.�|·Â§É �{ Y� ¶ËZ§ Ä¯M¼¿ Ã�Ìy} ½|ÌÀ¯ [Zzf¿Y |ËY Ã{Â.

3.ÉÁ�|ÌÀ¯ ®Ì¸¯ �Z]Á{ dÀËZa�ÁZa ¶ËZ§.

4.¼¯{ÈOpen ,|ÌÅ{ �Z�§ Y�¸ËZ§ÊÄ¯M �{ ½ÄfyZ� ¾�Ìf¿��aËY|,|� |ÅYÂy�Z].
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 ¶°�4-9

 ½{�¯ Ã�Ìy}(Save)
 Z] Z¼�¾�aMSave ÁSave asZÀ�MËÊ|Ë�Y{ ¶»Z¯ÁÊ»Ä¯ |Ì¿Y{ Z]¾�aMSave {�YÁ cY�ÌÌ¤e

 Ã|»MÈ�v· ZeÃ�Ìy} ¾�Ìf¿��a ¶ËZ§ �{ ,½{�¯ Ã�Ìy}Ê»ÓZu {Â�¸ËZ§ |ÌÅYÂz] �³YÊ Y� �{ Ä¯

Ã{�¯ {ZnËY dÀËZa�ÁZa �Ìv»Z¼¿ Ã�Ìy} |ËYË �Y ,|Ì¾�aMSave As �{ÉÂÀÌ»|ÌÀ¯ Ã{Z¨f�Y ¶ËZ§ .

É�|·Â§ \Ìe�e ¾Ë|](Folder)�{ Y� ¶ËZ§ ½{�¯ Ã�Ìy} |�« Ä¯ Y�½M ¹Z¿ Á |ÌÀ¯ [Zzf¿Y |Ë�Y{

Z§ �{ Y� ¶Ë¾�aMFile name] Z¼� ¶ËZ§ ,|ÌÀ¯ `ËZe Äy} Êf��{Ì|� |ÅYÂy Ã�.

Ã�Ìy} ¹Z´ÀÅÉ�Z�Ê»|Ì¿YÂe, |¿Â�a Z] Ä¯ Y� dÀËZa�ÁZa ¶ËZ§.ppt¶ËZ§ �´Ë{ �YÂ¿Y Ä] ,d�Y ZÅ Á

|¿Â�aÉZÅ|ÌÀ¯ ¶Ë|^e ¦¸fz» . �Y Ã{Z¨f�Y Z] ºÅ ¾ËY¾�aMSave AsY�mY ¶]Z«d�Y.

 ¶°�5 -9
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{Z� �Á�Ç½{�¯ Ã�Ìy}
 �YÉÂÀÌ»File¾�aMSave As Y� [Zzf¿Y|ÌÀ¯ ¶¼� �Ë� ¶°� Ä] Á Ã{Â¼¿:

1 (Â§�|· ÉM �{ ¶ËZ§ ½{�¯ Ã�Ìy} |�« Ä¯|ÌÀ¯ [Zzf¿Y |Ë�Y{ Y� ½.

2 ( �{¾�aMFile name|ÌÀ¯ `ËZe Y� ¶ËZ§ ¹Z¿.

3 ( �Y¾�aMSave as type ¾�aMPresentation Y� [Zzf¿Y|ÌÀ¯³Y ZË�Ê» ¶ËZ§ |ÌÅYÂy

 c�Â� Ä] Y�Web page ,|ÌÀ¯ Ã�Ìy} É�´Ë{ �Â¿ ZË¾�aM Y� ��¿ {�Â» [Zzf¿Y|ÌÀ¯.

4 (¼¯{ ÈSaveÅ{ �Z�§ Y�Ì|,Ã�Ìy} ¶ËZ§Ê»{Â�  .

|ËÔ� Ä] �ËÂ�e ½{Á�§Y
  �{¹Y�³Á�a     ªË��Á{ �Y Y� �ËÁZ�e ,dÀËZa�ÁZaÊ»  ½YÂe |ËÔ� Ä] ZÅ {Â/¼¿ Ä§Z�Y :  ½Z/¼Å É�Â/� Ä/¯

   �{ Z¼�¹Y�³Á�a   Â�e k�{ ,{�9Á  ÄfyÂ»M Y� �Ë    ¾ËY �{ ,|ËY¹Y�³Á�a �Ì¿Y� ½M{�¯ ºÌÅYÂy Ê���] .

d�Y É�Á�� dËZÆ¿ ¾�Ìf¿��a {ZnËY ÉY�] dÀËZa�ÁZa �{ �ËÂ�e k�{ Ä¯Y�q.

1.Ä�Â¼n» �{ {ÂmÂ» �ËÁZ�e k�{Clip Art

2.��¿ {�Â» É�ËÂ�e ¶ËZ§ �Y �ËÁZ�e k�{
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 ��{ºf�Ì]

�Â¼n» �{ {ÂmÂ» �ËÁZ�e k�{ ÄClip Art

 �Y Y� É�ËÁZ�e ºÌ�Z] Äf�YÂy ÃZ³�ÅClip Art      ¶/¼� �/Ë� �Á� Ä/] ºÌ/À¯ Ä§Z/�Y {Ây |ËÔ� �{

Ê»ºÌÀ¯:

1. �YÉÂÀÌ»Insert ,¾�aMPicture �b� ÁClip Art Y�[Zzf¿Y|ÌÀ¯.

2. �{ÉÂÀÌ» Ã|� �Z]) ¶°�6-9(^ m �{ ,ÈÂnf�m(Search) k�{ Y� ��¿ {�Â» �ËÂ�e ¹Z¿

Ã{Â¼¿-¼¯{ �b�ÈGO|ÌÅ{ �Z�§ Y�.

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

4. �{ �ËÂ�e Á |ÌÀ¯ ®Ì¸¯ �Z]Á{ ��¿ {�Â» �ËÂ�e ÉÁ�Ê» Ã{Á�§Y |ËÔ�{Â�.

 ¶°�6 -9 :�Â¼n» �Y �ËÁZ�e k�{È  Clip Art

ÊeZ»Â¸ » É�Â·ZÀ°e
|ËÔ� Ä] �ËÂ�e ½{�¯ Ä§Z�Y
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 µZj»3-9: ¶°� |À¿Z» É|ËÔ�7-9ËZ¼¿ {ZnËYÌ|.

 ¶°�7 -9

»d�Y �Ë� �Y�« �Z¯ ¾ËY ÉY�mY ¶uY�:
1.|Ë�Z�] |Ë|m |ËÔ�.

2. �YÉÂÀÌ»Format ,¾�aMSlide Layout s�� �b� ÁTitle Only Y�[Zzf¿Y|ÌÀ¯.

3. �{ {ÂmÂ» �ËÁZ�e �YClip ArtÃÁ�³ �Y Y� �ËÂ�e �ZÆq ,ÉZÅ|ÌÀ¯ [Zzf¿Y �Ë�.

Hardware
Software
Data
Human-ware

4.¿ {�Â» �ËÁZ�e �³Y �{ �ZÌClip Art   d/¿�f¿Y �{ Y� �ËÁZ�/e {Ây {Zf�Y ®¼¯ Z] ,{Â^¿ {ÂmÂ»

ÌÀ¯ Ânf�m|.

5.    �Y Ã{Z¨f�Y Z][Zzf¿Y       ¾f/» �ËÂ�/e �/Å ¶/]Z¬» �{ ,¾f» )  É��/] ÉÁ�/Ì¿( , cZ/�Ô�Y , �ËÁ{�Z/Å Á

d§Z��ËÁ|ÌÀ¯ `ËZe Y�.

ĬũĤŉńùƃ
÷ńŎħ�÷ƃńúŽ

ĿŃĤƁńùƃ
šƒřģīĤ
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��¿ {�Â» É�ËÂ�e ¶ËZ§ �Y �ËÁZ�e k�{
e ¶ËZ§ �Y Y� É�ËÁZ�e ºÌ�Z] Äf�YÂy ÃZ³�Å �Ë� �Á� Ä] ºÌÀ¯ Ä§Z�Y |ËÔ� Ä] ��¿ {�Â» É�ËÂ�

¶¼�Ê»ËZ¼¿Ìº:

1. �YÉÂÀÌ»Insert ,¾�aMPicture �b�From File Y�®Ì¸¯|ÌÀ¯.

2. �{ÉÂÀÌ» Ã|� �ÅZ�) ¶°�8-9 (|ÌÀ¯ [Zzf¿Y Y� ��¿ {�Â» ¶ËZ§ dÌ «Â» ZË �Ì�».

 ¶°�8 -9ÉÂÀÌ» É�ËÂ�e ¶ËZ§ k�{

 �Y Ê� ]¸ËZ�ÁÊY �{ Ä¯ |Àf�È�Â¼n» È¼Å¹Y�³Á�aÉZÅºÅ Z] �Ì§M|¿Y Ä]Z�» �´Ë{ . ¾ËY Z¼�

¶ËZ�ÁÃ|ÅZ�» �Ë� �{ Y� Ä]Z�»Ê»|ÌÀ¯:

¶ËZ�Á �ËZ� Z] Ä]Z�»d§Z��ËÁZÅ  ZË¹Y�³Á�aÉZÅ�Â¼n»ÈSoftºÌ��e ÉY�] �Ì§M ½M Ä]Z�» Ä¯

�Â¼n» �{ÈZÅ ¹Y�³Á�aÉOffice¶°� {�Y{ {ÂmÁ)9-9(

¶°�9-9¶ËZ�Á�Ì§M Ä�Â¼n» �{ Ä]Z�»
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¶ËZ�Á AutoShap �Y �´Ë{ Ê°Ë¸ËZ�ÁÊÄ¯ d�Y Ä]Z�»

Ê»¶°� �Y |Ì¿YÂeÉZÅ |ÌÀ¯ Ã{Z¨f�Y ½M Ã{Z»M)¶°�10-9.(

) ¶°�10 -9 (¶ËZ�Á¶°�ÉZÅÃ{Z»M

�a��À»)Background(
       Y� {Ây ¾�Ìf¿��a |Ì�Z] Äf�YÂy ÃZ³�Å�ËZ¼¿    �Y |/ÌÅ|] É�fÆ] ¾�/aMBackground   Ã{Z¨f/�Y

ËZ¼¿Ì| .    ¾ËY �Y Ã{Z¨f�Y  ¾�aM ¾�Ìf¿��a �{  ZÅÉ�Á��Ê»|�Z]   Y� Ã|/ÀÀÌ] �/�¿ Ä¯Y�q , Ê/»  ½YÂ/e  Ä/]

     Á {�¯ \¸m Ê]ÂyÄWY�Y     �{ Y� Ã|ÀÀ¯WY�YÈ         {�/¯ |/ÅYÂy ªËÂ�/e �/Ì¿ ¾�Ìf¿��a .     �Y Ã{Z¨f/�Y ÉY�/]

¾�aMBackground �Y ,ÉÂÀÌ»§Zd»�)Format (¯ ¶¼� �Ë� ¶°� Ä]ÌÀ|:

1. �YÉÂÀÌ»Format¾�aMBackground Y�[Zzf¿Y|ÌÀ¯.

2.v¨� �{È�ÅZ� Ä¯Ê»{Â�)¶°�11-9 ( �ZÆq ¾�aM{�Y{ {ÂmÁ.

 ¶°�-11 -9 [Zzf¿YBackground

 [Zzf¿YBackground
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1.¾�aM:Apply to All Ä¯ |Ì�Z] Äf�YÂy ÃZ³�ÅBackground |ËÔ/� Ä¼Å �{ ��¿ {�Â»  Z/Å

     ¾ËY �Y {Â� Y�mY¾�aM  ÌÀ¯ Ã{Z¨f�Y| .  Y|f]YBackground    Y� ��¿ {�Â»   [Z/zf¿Y Ã{Â/¼¿,  �b/�

¼¯{ÈApply to All|ÌÀ¯ ®Ì¸¯ Y� .Background|ËÔ� Ä¼Å �{ ZÅ|� |ÅYÂy Y�mY.

2.: ApplyÊe�Â� �{ |Ì�Z] Äf�YÂy Ä¯Background    �{ Z/Ë Ê/·ÁY |ËÔ/� �{ ZÆÀe ��¿ {�Â»

        ¾ËY �Y ,{Â� Y�mY �Â�z» |ËÔ� ®Ë¾�aM  |ÌÀ¯ Ã{Z¨f�Y .]Y    Y� |ËÔ� Y|f ¾Ì/Ì e  -|/ÌÀ¯   �b/�

background ��¿ {�Â» Y�¼¯{ Á Ã{Â¼¿ [Zzf¿YÈApplyZ�§ Y�� Á |ÌÅ{Background

¬§�|� |ÅYÂy Y�mY |ËÔ� ½Z¼Å �{ .

3.: Preview Ä°Ìe�Â� �{Background  ¾/ËY �Y ºÌÀ¯ É�´¿ �Z] ½M ÉY�mY �Y ¶^« Y� ¾�/aM

Ã{Z¨f�YÊ»{Â�.

4.  �Y¾�aMBackground  ZÅ)  ¶°�12-9 (�aÀÌ»�È     |ÌÀ¯ [Zzf¿Y Y� ��¿ {�Â» .É�Y�« /¯Ä   Z�/»

Ã|ÅÊ»¾ËY �{ {Â� Á{ Zm¾�aM�Y{ {ÂmÁ -{|À¿Z»:More ÁFill Effects.

 ¶°�12-9

More Colors: Êe�Â/� �{    {�Â/» ²/¿� Ä/¯

   �{ Ã{Z¨f///�Y ÉY�//] �//�¿background �{ ,

[Z//zf¿Y ¾//ËY �Y |//�Z^¿ {Â//mÂ»[Z//zf¿YÃ{Z¨f//�Y

Ê»{Â�  .

 ÉÁ� ®//Ì¸¯ Z//]È//ÀË�³//^ mÈ²//¿� Z//Å �{ Ä//¯

¶°�13-9 |ÅZ�»Ã Ê»|ÌÀ¯²¿�  ZÅ�Z] Ê» {Â/� .

  ²¿� ¾ËY �Y  ZÅÊ»  ½YÂe   ½YÂÀ� Ä]Background

|ËÔ� �{ÉZÅ{�¯ Ã{Z¨f�Y ¾�Ìf¿��a  .

 ¶°�13 -9[Zzf¿Y²¿�ÉZÅ
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½Z¼Å¿Â³  Ä  Ä¯Ã|ÅZ�» Ê»  ̂ m �{ ,{Â�È ²¿�  ZÅ Á{[Zzf¿Y�Y{ {ÂmÁ|À¿Z» {  :[Zzf¿Y ²/¿� ÉZ/Å

 {�|¿Zf�Y)Standard ( Á[Zzf¿Y²¿�ÉZÅ ZË Ê·Â¼ »Custom Colors .Z¼�Ê»� |Ì¿YÂe ²¿

�a �{ Ã{Z¨f�Y ÉY�] Y� ÃYÂz·{¾ËY �Y ÄÀÌ»�ÄÀË�³[Zzf¿Y|ÌÀ¯.

Fill Effects :  s�//� ,�ËÁZ�//e |Ì//�Z] Äf//�YÂy ÃZ//³�Å Z//Åd//§Z] ÁÉZ//Å  ½YÂ//À� Ä//] Y� Ê//Àf»

Background{ |ËÔ� �ÉZÅ     Ä] ½Ze ¾�Ìf¿��a¯      ¾/ËY �Y ,|Ë�Ì³ �Z [Z/zf¿Y    |/ÌÀ¯ Ã{Z¨f/�Y .  ÉY�/]

 ¾ËY ÉY�mY¯ ÉÁ� �Z[Zzf¿YFill Effects|ÌÀ¯ ®Ì¸¯ . ¾ËY ÉÁ� ®Ì¸¯ Z][Zzf¿Y   �/Ë� Äv¨/�

�Z]Ê»{Â�:

½Z¼Å¿Â³ ÄÄ¯|ÅZ�»ÃÊ»¾ËY �{ ,{Â� �ZÆq Zm[Zzf¿Y{�Y{ {ÂmÁd�Y �Ë� s�� Ä] Ä¯:

x:Gradient  Êe�Â� �{ ²/¿� \Ì¯�e �Y ºÌ�Z] Äf�YÂy Ä¯  Z/Å   ½YÂ/À� Ä/]Background  �Z/¯

 ¾ËY �Y ,ºË�Ì´]¾�aMÃ{Z¨f�YÊ»ºÌÀ¯.

x: Texture    ºÌ/�Z] Äf/�YÂy ÃZ/³�ÅBackground

|ËÔ�  ZÅ  d§Z] ¶°� Ä]ÉZÅ       ¾/ËY �Y |/�Z] Ê/Àf» Ä/ÀË�³

Ã{Z¨f�Y Ê»ºÌÀ¯  .   ÉÁ� Y|f]Y¾�aMTexture   ®/Ì¸¯

  Z] �b� Ã{Â¼¿  �Y Y� ÃYÂz·{ d§ÄÀË�³ÉZÅ ¶°�14-9

[Zzf¿YÊ»ËZ¼¿Ìº.

¶°�14-9d§Z] [Zzf¿YÉZÅÊÀf»
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x: PatternÊe�Â� �{ Ä¯|Ì�Z] Äf�YÂys�� �YÉZÅ ½YÂÀ� Ä] ¦¸fz»Background Ã{Z¨f�Y

 ¾ËY |ÌÀ¯¾�aM Y� [Zzf¿Y|ÌËZ¼¿ .s�� ¾ËY �Y Ã{Z¨f�Y ÉY�] ZÅ|f]YY ÉÁ�Texture¸¯ Ã{Â¼¿ ®Ì

 ¶°� �Y Y� ÃYÂz·{ s�� �b�15-9|ÌÀ¯ [Zzf¿Y.

 ¶°�15 -9Êu�� [Zzf¿YÄÀÌ»� �a ÉY�]

x: Picture�ËÂ�e |Ì�Z] Äf�YÂy ÃZ³�ÅÉ ÉY�] Y�Background|Ë�Ì³ �Z¯ Ä], ¾ËY �Y¾�aM

 |/ÌÀ¯ Ã{Z¨f�Y .  ÉÁ� O|/f]Y  ¾�/aMPicture  |/ÌÀ¯ ®/Ì¸¯,  �b/�  ¾�/aMSelect Picture Y�

  [Zzf¿Y|ÌËZ¼¿     |/�Z] Ã�/Ìy} �|·Â§ ¹Y|¯ �{ |ËZ� Ä¯ Y� ��¿ {�Â» �ËÂ�e �Ì�» Á, ¾Ì/Ì e Ã{Â/¼¿,

   |ÌÀ¯ [Zzf¿Y Y� �ËÂ�e . fÀ» �ËÂ�ez   �{ \Background|ËÔ�ÉZÅ    |ÅYÂy �Y{Â¼¿ ¾�Ìf¿��a

|� .»d�Y �Ë� �Y�« �Z¯ ¾ËY ÉY�mY ¶uY�:

1. �YÉÂÀÌ»Format¾�aMBackground Y�®Ì¸¯|ÌÀ¯.

2. �YÉÂÀÌ» Ã|� �ÅZ� ¾�aMFill Effect�ZÌfyY Y�|ÌÀ¯.

3. �{ÉÂÀÌ» ÉÁ� �Ë� ¶°�Picture|ÌÀ¯ ®Ì¸¯.

4.¼¯{ ÉÁ�ÈSelect Picture|ÌÀ¯ ®Ì¸¯.

Background²¿� [Zzf¿Y

s�� [Zzf¿Y ZÅ

Background²¿� [Zzf¿Y
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¼¯{ ÉÁ� ®¸Ì¯ Z]ÈSelect Picture,ÉÂÀÌ»�ËÂ�e [Zzf¿Y ) ¶°�16-9(�Z]Ê»{Â� .

      �{ �ËÂ�e Ä¯ É�|·Â§ ÉÁ�  ½M  Ã|� Ã�Ìy}

¸¯ d�Y|ÌÀ¯ ®Ì.

 [Zzf¿Y Y� �|·Â¸§ �{ {ÂmÂ» �ËÁZ�e �Y Ê°Ë

|ÌÀ¯.

//¼¯{ÈOKZ�//§ Y�� Z//e |//ÌÅ{®//]|//¿Á�³

{Â� Y�mY Z¼� ¾�Ìf¿��a �{ É�ËÂ�e.

¶°�16-9ÉÂÀÌ»�ËÂ�e [Zzf¿Y

 �Y Ã{Z¨f�YBackground Á¿Â¼¿È¾ËY�Ë{

dÌ·Z § É{Y�¨¿Y ¶°� Ä]ÉZÅY Y� �Ë�ÌÅ{ ¹Zn¿|:

1.¹Y�³Á�a Y� dÀËZa�ÁZa|ÌÀ¯ �Z].

2. Z] |ËÔ� Á{BackgroundÉZÅ|Ë�Z�] ¦¸fz».

3.Background|ËÔ� �Y Ê°Ë ZÅ É�´Ë{ �Y Á É�ËÂ�eTexture|�Z].

4.Layout|ËÔ� ZÅY��Y Title & Text|ÌÀ¯ [Zzf¿Y.

5.|ËÔ� ¾ËY�Ë{ ZË s�� ZÅY��YOceanËZ¼¿ [Zzf¿YÌ|.

6.|ËÔ� ZÅY� �Y Á Ã{Â¼¿ Ã�Ìy}¹Y�³Á�a|ËÂ� k�Zy.

http://www.abbyy.com/buy
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d�Ì] ��{º°Ë Á

ËZ¼¿|ËÔ� � ZÅSlide Show

   ½Y�Ë{ Á {ZnËY ¹Z´ÀÅ)ÊuY�� (  |ËÔ� ,¾�Ìf¿��a ¶ËZ§  ZÅ     sÔ/�Y Á µÁ�fÀ¯ {ZnËY Y�  Ê/» -ºÌ/À¯   Z/»Y

   ½Z»� �{ÄWY�Y           �ËZ¼¿ Ä] É�ZÌ¿ ,YÂfv» ½|� Ã{Z»M �Y �a Á ¶ËZ/�Á »Ì     /¬§ Á ºË�Y|/¿ Ã�/Ì£ Á Z/ÅÂÀ �

Ê» ̈ � ,¶»Z¯ �Â� Ä] |ËÔ� �Å ºÌÅYÂyvÈ       Á ¶/»Z¯ c�Â/� Ä/] ,\/Ìe�e Ä/] Á |¿Z/�Âb] Y�  �ËZ¼¿

YÁ        �]Z/À] -{Â� Ã{Y{ �ËZ¼¿ �ÂfÌ¿Z» ÉÁ� , t�  ¾ËY ÉY�/]  Z/¼¿�Ë   �Y ¾/ËY)SlideShow ( Ã{Z¨f/�Y

Ê»{Â� )¶°�17-9.(

 ) ¶°�17 -9 (Ä¿Â¼¿Slide Show

ÊeY�]Zz» Á ÊeZ»Â¸ » É�Â·ZÀ°e
(Information technolog)ÊeZ»Â¸ » É�Â·ZÀ°e

(Information & communication technology) eÊeY�]Zz» Á ÊeZ»Â¸ » É�Â·ZÀ°

Äf°¿:

 �ËZ¼¿ Y� ¾�Ìf¿��a ,Ã|� [Zzf¿Y |ËÔ� �Y Ä¯ ºÌ�Z] Äf�YÂy ÃZ³�Å

 |Ì¸¯ �Y ,ºÌÅ{Shift+F5 Ä¼¯{ ZËÄ¼¯{ �Y�]Y ÉÁ� ÉZÅ �ËZ¼¿

)View (Ê» Ã{Z¨f�YºÌËZ¼¿.

http://www.abbyy.com/buy
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|ËÔ� ÉY�] ÄÌ·ÁY s�� �Y Ã{Z¨f�Y ZÅ (Slide Layout)
�s� É|À](Slide Layout)¬§�Y|f]Y \Ìe�eËÊZÌ�Y|À¿Z» :dÌ·Â] ,½YÂÀ� ,c�Zq ,¾f» ZÅ

d�·,ZÅd�Y |ËÔ� �{ Ã�Ì£Á �ËÂ�e.

Z¼�Ê»s�� |Ì¿YÂe|ÌÅ{ �ÌÌ¤e |Ì�Z] Äf�YÂy Ä¯ d«Á �Å Y� dÀËZa�ÁZa �{ |ËÔ� É|À] .] Ä ��Zy

Äf�Y{s�� �ÌÌ¤e Ä¯ |Ì�Z]¾°¼» ¾ËY�Ë{ ¾Ìu �{ ZÆÀe É|À]Ê»|�Z] .s�� [Zzf¿Y Á ¾ÌÌ e É|À]

» Ä] Ê³ Äf�] |ËÔ�{�Y{ YÂfv .Äf�] ÊÀ ËYÂfv» Ä] Ê³É{�Y{ Z¼� ¾�Ìf¿��a. [Zzf¿Y ÉY�]Slide

Layout{ ��¿ {�Â»|ÌÀ¯ ¶¼� �Ë� �Á� Ä] ,¾�Ìf¿��a �:

1. �YÉÂÀÌ»Format¾�aMSlide Layout Y� [Zzf¿Y|ÌÀ¯.

2. �{ ÉÂ/ÀÌ»   Ã|/� �ÅZ/�) ¶°/�18-9 (Ë ÉÁ�  s�/� �Y Ê/°  |ËÔ/� É|/À] ( Slide Layout)

|ÌÀ¯ ®Ì¸¯.

3.fÀ» É|À] s��z|� |ÅYÂy Y�mY |ËÔ� �{ \ .

¶°�18-9 Äv¨� �ËZ¼¿Slide Layout

http://www.abbyy.com/buy
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 µZj»4-9: ¶°� |À¿Z» É|ËÔ�19-9|ÌÀ¯ {ZnËY.

 ¶°�19 -9

»d�Y �Ë� �Y�« �Z¯ ¾ËY ÉY�mY ¶uY�:
1.�] |Ë|m |ËÔ� ®Ë|Ë�Z.

2. �YÉÂÀÌ»Format¾�aMSlide Design Y�[Zzf¿Y|ÌÀ¯.

3. �Yv¨�È|ËÔ� ¾ËY�Ë{ ZÅCapsules Y�[Zzf¿Y|ÌÀ¯.

4. �Y Ã�Z]Á{ÉÂÀÌ»Format¾�aMSlide Layout Y�[Zzf¿Y|ÌÀ¯.

5.�nÀa �YÇ¿Â¼¿È ZË s��Text&Title|ÌÀ¯ [Zzf¿Y Y�.

6. ½YÂÀ� d¼�« �{"É�Â·ZÀ°eÊeZ»Â¸ »"ËÂÀ]|Ì�.

7. ½YÂÀ� �Ë� d¼�« �{"À°eZ ÊeZ»Â¸ » É�Â·d�Ìq."|Ì�ËÂÀ].

{Â] |ÅYÂy ©Â§ |ËÔ� |À¿Z» Z¼� |ËÔ� ©Â§ ¶uY�» ÉY�mY �Y | ].

Â·ZÀ°e.d�ÌÌq ÊeZ»Â¸ » É�

Â·ZÀ°e ÊeY�]Zz» Á ÊeZ»Â¸ » É�

http://www.abbyy.com/buy
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Ä¿Â¼¿ÉZÅ ÊuY��(Design Templates)
  �{¹Y�³Á�a      [Zzf¿Y ÉY�] ÊeZ¿Z°»Y dÀËZa�ÁZaÄ¿Â¼¿ËZÅÊ         /] Ä/¯ {�Y{ {Â/mÁ Ã|/� ÊuY�� �Ìa �Y Ä

Ã{Z�Ê³Ê»½YÂe  �Y½MZÅ      {�¯ Ã{Z¨f�Y ¾�Ìf¿��a ¾fyZ� �fÆ] ÉY�] .   ¾ËY�/Ë{ Z/Ë s�/� ÉZ/Å  Ê/¨¸fz»

  �Y Ã{Z¨f�Y Z] Ä¯ |Àf�Å½MZÅ ¾�Ìf¿��a�ËÂ�e{Ây Ä] Y� É�fÆ]Ê»{�Ì³  . �Y Ã{Z¨f�Y ÉY�]Ä¿Â¼¿ÉZÅ

 ÊuY��)Design Templates (Ä]|ÌÀ¯ ¶¼� �Ë� �Á�:

1. �YÉÂÀÌ»Format ÉÁ�¾�aMSlide Design¸¯|ÌÀ¯ ®Ì.

2.|ÌÀ¯ [Zzf¿Y Y� ÃYÂz·{ s�� ZË ¾ËY�Ë{.

3.     ¾ËY�Ë{ �Y Ê°Ë ÉÁ� ®Ì¸¯ Z] ZÅ) ¶°�20-9 ( fÀ» ¾ËY�/Ë{ ®ÌeZ»ÂeY ¶°� Ä] Z¼� |ËÔ� /z \

�Z¯ Ä] Y�Ê»{�].

 ¶°�20 -9ÃÂ´·YÉZÅÊuY��
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d�Ì] ��{ Á¹Á{

s�� ºÌ�ÀeÉZÅd¯�u |ËÔ� �{)Animation Scheme(

 Z] ¾ËY �Y Ã{Z¨f�Y¾�aMZ¼�Ê» �{ |Ì¿YÂeµZ°�Y¾f» , ,¾f» �Y Ê�z] ,¾ËÁZÀ� ,Ê��§ ¾ËÁZÀ� ,

�ËÂ�e ZÅ d¯�u ½Z°»Y Ã�Ì£ Á Y�|Ë�ÁM {ÂmÁ Ä] .]ZÓZ¼� Ã�yÊ»d¯�u |Ì¿YÂeÉZÅ |À¿Z» ¦¸fz»

ËZ¼¿ ºÌ�Àe {Ây ¾�Ìf¿��a �{ Y� Ã�Ì£ Á ,½|Ìy�q ,½{� ®¼�q ,½|� ±��] Á ®qÂ¯Ì| . Ä]

�Â�Ê¸¯d�Y ¦Ë� e ¶]Z« ½Z»� Ä� �{ d¯�u ,:

1. {Á�Á ½Z»�)Entrance(

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

3.�Zy d«Á �{k½|�)É| ] |ËÔ� ZË �´Ë{ �Ìq �ËZ¼¿ �Y ¶^«) (Exit (

°Ë �Å �{Êd¯�u ,©Â§ cÓZu �YÉZÅ �Ìa �Y¾ÌÌ e Á

Ã|� ¦Ë� eË|¿�Y{ {ÂmÁ Ê.

 ªË�� �YÉÂÀÌ»Slide show¸Ì»  �{ Ä¯ÈÉÂÀÌ» �Y�« Ê¸�Y

 ,{�Y{¾�aMCustom Animation Ze |ÌÀ¯ ®Ì¸¯ Y�

v¨�È[Zzf¿Y¿YÌ¾�¼ ZÅ¶°� {Â� µZ § )9-21.(

¶°�)9-21 (v¨�Èd¯�u [Zzf¿YZÅ

http://www.abbyy.com/buy
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 �{¹Y�³Á�a ZËd§Z��ËÁ dÀËZa�ÁZaÈz�¿2003

Ê»Y�] |ÌÅYÂz] Ä¯ {Y| e �Å Ä] |Ì¿YÂeË É �{ Ê� ®

d¯�u ,|ËÔ�|ÌÀ¯ Ä§Z�Y . Z] ,Ê� [Zzf¿Y �Y �a

¼¯{ÈAdd Effect [Zzf¿Y Ê� Ä] |Ë|m d¯�u

Ä§Z�Y Ã|�Ê»{Â�.

 ®¸Ì¯ Z]¼¯{ ÉÁ�ÈAdd Effectd¯�u ½Z»�ËZ¼¿ ¦Ë� e Y�Ì| . d¯�u Ä¯ |ÌÅYÂz] ÃZ³�Å

fÀ»z|f]Y ,|ÌÅ{ �ÌÌ¤e Ã�Z]Á{ Y� Ê¸^« \ ,Ä¨Ì�Á ÄÌuZ¿ Äv¨� Ê��Á d¼�« �{ YÊ� |ÌÀ¯ [Zzf¿Y Y�

¼¯{ ,�Z¯ ¾ËY ¹Zn¿Y Z] Ä¯ÈAdd Effect Ä]Change¶Ë|^eÊ»{Â� . c�Â� ¾ËY �{

Ê»|ÌÅ{ �ÌÌ¤e Y� Ê¸^« d¯�u |Ì¿YÂe.

Äf°¿

 È¼¯{ Ze |ÌËZ¼¿ [Zzf¿Y Y� É�´Ë{ Ê� ZË |ËÔ� |ËZ]Add Effect

|ÌÀ¯ Ä§Z�Y |ËÔ� �{ Y� ��¿ {�Â» ¾�Ì¼Ì¿Y |Ì¿YÂf] Á {{�³ µZ §.

http://www.abbyy.com/buy
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µYR�:½Z¼ÅÄ¯ Ä¿Â³Ã|Ë{ ÓZ] ¶°� �{Ê» �Y Ê°Ë ,{Â�¾�aMZÅ Motion Pathd�Y . ¾ËY

¾�aM¹Zn¿Y Y� É�Z¯ ÄqÊ»|Å{¿ Äq Á�¬� d¯�u Ä] ÊÊ{�Y{.

 µZj»9-5:¶°� |ËÔ� �{19-9 ,¾f» Ä]))À°eZÊeY�]Zz» Á ÊeZ�Ô�Y É�Â· ((d¯�u

Fly in{Á�Á ½Z»�)Entrance (|ÌÅ{ d^�¿ Y� .

»d�Y �Ë� �Y�« �Z¯ ¾ËY ¹Zn¿Y ¶uY�:
1. �Y Y|f]YÉÂÀÌ» Slide Show¾�aMCustom Animation Y� [Zzf¿YËZ¼¿Ìv¨� Ze |È

 [Zzf¿Yd¯�u ZÅ{{�³ µZ §.

2. ½YÂÀ� ¾f»))À°eZÊeY�]Zz» Á ÊeZ»Â¸ » É�Â·((Y�|ÌÀ¯ [Zzf¿Y.

3.¼¯{ÈAdd Effect �Y Á |ÌÀ¯ ®Ì¸¯ Y�Entrance¾�aMMore Effect Y� [Zzf¿Y

 ¶°� Ze |ÌÀ¯22 -9{Â� �ÅZ�.

 ¶°�22-9 d¯�u k�{Flyin

http://www.abbyy.com/buy
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4. �YÉÂÀÌ»°� ,Ã|� �ÅZ� d¼�« �Y ,ÓZ] ¶Basic ¾�aMFly In Y� [Zzf¿Y|ÌÀ¯ . Zm ¾ËY �{

|ÅZ�»ÃËZa �Y ½YÂÀ� Ä¯ {�¯ |ÌÅYÂyÌd¯�u ÓZ] Ä] |ËÔ� ¾Ê»|À¯ .¼¯{ÈOK �Z�§ Y�

{Â� |ÌËPe d¯�u Ze |ÌÅ{.

5. ,Ä¨Ì�Á ÄÌuZ¿ ��Á d¼�« �{))Tile 1 ((d�Y Ã|� Ä§Z�Y d�Y |ËÔ� ½YÂÀ� ½Z¼Å Ä¯ . Z]

Y �{ ½M [Zzf¿Y ,ÄÌuZ¿ ¾Ë¾�aM ZÅµZ §Ê»|¿Â�)¶°�23 -9 ( .Ã|ÅZ�» ¶°� ¾ËY �{Ê» |ÌÀ¯

¼¯{ Ä¯ÈAdd Effect Ä]Change¼¯{ Á Ã|Ë{�³ ¶Ë|^eÈ] É�´Ë{ Ä ¹Z¿Remove �Ì¿

d�Y Ã|� µZ §.

 ¶°�23 -9[Zzf¿YÉZÅd¯�u

ZÀq½ Ä¯ÓZ] ¶°� �{Ê» ¾ËY �{ ,|ÌÀÌ][Zzf¿Y�ZÌfyYÉZÅ É{| f»|¿Y �Ë� �Y�« Ä¯ {�Y{ {ÂmÁ:

1.¾�aMStart: ¾ËY �{¾�aM|À¿Z» {�Y{ {ÂmÁ �´Ë{ {�Â» Ä� ,:

xOn Click : ®Ì¸¯ Z]ÉÁ�¼¯{ ½{Y{ �Z�§ ZË |ËÔ�ÈEnter�Á�� d¯�uÊ»{Â�.

xWith Previous :� Z] ÃY�¼ÅÊY�mY ,Ê¸^«Ê»{Â�.

xAfter Previous :� �ËZ¼¿ �Y �aÊ�Á�� d¯�u ,Ê¸^«Ê»{Â�.

2.aM¾�Direction: ¾ËY {�YÂ»¾�aMd�Y cÁZ¨f» ,Ã|� [Zzf¿Y d¯�u Ä] ÄmÂe Z] . �{

 d·ZuFly In Y� |ËÔ� �{ d¯�u �Á�� dÆm Ä¯ {�Y{ {ÂmÁ �Ë� s�� Ä] {�Â» d�Å

½Z�¿Ê»|Å{.

http://www.abbyy.com/buy
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3.¾�aMSpeed :½Z�¿ Y� Y�mY Á d¯�u d���Ê»|Å{ . ¾ËY¾�aM ½Z»� Z] ÄmÂe Z]ÄWY�YÄ] ,

[Zzf¿Y ÃYÂz·{Ê»{Â� . ¾ËY �{ ¾�aMY� d��� �Â¿ lÀaÊ» ½YÂe{�¯ ¦Ë� e �Ë� s�� Ä]:

xVery slow: d¯�uÄ]Y�mY |À¯ Ê¸Ìy ¶°�Ê»{Â�.

xSlow:Y�mY |À¯ ¶°� Ä] d¯�uÊ»{Â�.

xMedium: d¯�uÄ]Y�mY ��Âf» ¶°�Ê»{Â�.

xFast: d¯�uÄ]Y�mY �Ë�� ¶°�Ê»{Â�.

xVery fast :d¯�uÄ]Y�mY �Ë�� Ê¸Ìy ¶°�Ê»{Â�.

µYR�:Ä¼¯{ÉZÅPlay ,Slide Show Á ,RecordZ¿ �{ Y�¨Ì�Á ÄÌuÈ)Task Pane (

ËZ¼¿ Ê���]Ì .|

¶¼� {�¯È¼¯{ÉZÅ.|ÌÀ¯ ½ZÌ] Y� Ó Z]

¼¯{ ¾Ì] ©�§ÈPlay ÁSlide Show.d�Ìq

ÓZ] Ä] ¾ÌËZa �Y d¯�u dÆm

� Ä] `q �Y d¯�u dÆmd�Y

 `q Ä] d�Y� �Y d¯�u dÆm

 ¾ÌËZa Ä] ÓZ] �Y d¯�u dÆm

 `q ¾ÌËZa �Y d¯�u dÆm

d�Y� ¾ÌËZa �Y d¯�u dÆm

 `q ÉÓ Z] �Y d¯�u dÆm

ÓZ] �Y d¯�u dÆmÉ d�Y�

http://www.abbyy.com/buy
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|ËÔ� µZ¬f¿Y ¾ÌÌ e )Slide Transition (
ZË |ËÔ� ®Ë �ËZ¼¿ ¹Z´ÀÅZËZa �Y �a½,É| ] |ËÔ� �ËZ¼¿ �Y ¶^« Á �ËZ¼¿Ê»½YÂe Ä]½MZÅ

ÃÂ¸mËZÅÊ{ d^�¿ Y�µZj» �Â� -{Y :Ê»Z] �Y |ËÔ� |ÌÅYÂy É{Â¼� Á Ê¬§Y ¶°� Ä] ZË ,{Â� {�YÁ Ó

 Á |¿�] ®¼�q�´Ë{ÃÂ¸mËZÅ�|ÌÀ¯ ¶¼� �Ë� �Á� Ä]:

1. �YÉÂÀÌ»Slide Show¾�aMSlide Transition Y� [Zzf¿YÌÀ¯|.

2.Ä¯ Y� É|ËÔ�Ê»M �{ |ÌÅYÂy ÃÂ¸m ½YÌÀ¯ Ä§Z�ËZ¼¿ [Zzf¿Y |Ì|.

3. �YÉÂÀÌ»Ã|� �ÅZ� )¶°�24 -9�ËÂ�e|ÌÀ¯ [Zzf¿Y Y� ��¿ {�Â» .

   d�· �Y�ËÁZ�e      ,©Â/§ ¶°� �{ �ËÂ�/eDissolve     |/ÌÀ¯ [Z/zf¿Y Y� .     l¿��/� d/·Zu Ä/] |ËÔ/�

Ã{Y{ �ËZ//¼¿Ê//»{Â//� . Ä//¯ Êe�Â//� �{Ê//»//ÌÅYÂy    ,|//�Z] d//¯�u ½Á|//] |ËÔ//� |¾�//aM

No Transition Y� �{d�·ÃÂ¸mZÅ®Ì¸¯|ÌÀ¯.

µYR�:¾�aMShape Circle �{d�· �ËÁZ�e ,|ËÔ� �ËZ¼¿Ä¿Â´q¶¼�Ê».|À¯

 ¶°�18 -10�ËZ¼¿ Ç�nÀaZÅ ÃÂ¸m.
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ºÅ{ ¶�§
 d�Ì] ��{ Á¹Â�

 ZÅ|ËÔ� ÉÁ� �Z¯)Ä]ZmZm¥~u ,½{�¯, Á ½ZÆÀaÉ�Z��Z°�Y(
 ÉZ¼¿ �{NormalÊ»|ËÔ� |Ì¿YÂe ZÅ �Á� ®¼¯ Ä] Y�Drag & DropZmÄ]Zm|ÌÀ¯ . ¥~u

|¿Á� ®Ë ºÅyÌ �{ ½Z�M Ê¸¹Y�³Á�a�ÁZa Ä] dÀËZa�Z¼�Ê»{Á� .Z¼�Ê» Y� |ËÔ� ®Ë |Ì¿YÂe

 |Ì¸¯ Z] Á [Zzf¿YDeleteY� |ËÔ� ½M|ÌÀ¯ ¥~u ¾�Ìf¿��a �Y . �Y�« |ËÔ� ¥~u �Á� ÉY�mY

d�Y �Ë�.

1.|ËÔ� ÉÁ�É ¥~u |�« Ä¯Y� ½M�Y{|Ë,|ÌÀ¯ ®Ì¸¯ d�Y�.

2. �YÉÂÀÌ» Ã|� �ÅZ�¾�aMDelete Y�®Ì¸¯|ÌÀ¯.

3.ÌeZ»ÂeY c�Â� Ä] |ËÔ�®|� |ÅYÂy ¥~u ¾�Ìf¿��a �Y.

¶°�1-10¾�Ìf¿��a �Y |ËÔ� ¥~u

¯Z �´Ë{ |À¿Z» ,ºÅ |ËÔ� Êa¹Y�³Á�aÉZÅ ¶¼� �Y Ã{Z¨f�Y Z] �Ì§M Ä�Â¼n»Copy ÁPaste
c�Â�Ê»{�Ì³ .Â� �{Êe�Ä¯ Á |ÌÀ¯ ÊaZ¯ Y� |ËÔ� ®Ë |Ì�Z] Äf�YÂyY� ½M É�´Ë{ ÉZm �{

ËZ¼¿ k�{Ì ¶¼� ¾Ì¼Å �Y |Copy ÁPaste �Ë� c�Â� Ä]Ã{Z¨f�Y|ÌÀ¯:

1.|ËÔ� ÉÁ�É ÊaZ¯ |�« Ä¯Y� ½M|ÌÀ¯ d�Y� ®Ì¸¯ |Ë�Y{.

2. �YÉÂÀÌ» Ã|� �ÅZ�¾�aMCopy Y�®Ì¸¯|ÌÀ¯.

3.ÌeZ»ÂeY c�Â� Ä] |ËÔ�®] `Ì¸¯ �Ì§M �{ÊaZ¯ {�ÂÊ»{Â�.

4.¾�Ìf¿��a �{ |ËÔ� ¾Ë�yM ÉÁ�,¯ d�Y� ®Ì¸¯À Á |Ì¾�aMPaste Y� [Zzf¿Y|ÌÀ¯.
5.»Y{Y Ä] �yM d¼�« �{ |ËÔ�È|ËÔ�ÉZÅÃ{Á�§Y �´Ë{Ê»{Â�.

http://www.abbyy.com/buy
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Á ½ZÆÀaÉ�Z��Z°�Y|ËÔ�
 ¾�Ìf¿��a �ËZ¼¿ ½Z»� �{ |ËÔ� ½{�¯ ½ZÆÀa ÉY�](Slide Show)|ËÔ� ,  Z/Å    {�Â/» |ËÔ/� Z/Ë

��¿ �b� Á Ã{Â¼¿ [Zzf¿Y Y� ¾�/aMHide Slide Y� �{ ÉÂ/ÀÌ»SlideShow ®/Ì¸¯ |/ÌÀ¯.

 ½ZÀr¼Å Z¼� Ê»     Z]  Y� |ËÔ� ®Ë |Ì¿YÂe      Z¿ �z] �{ ,|ËÔ� ÉÁ� d�Y� ®Ì¸¯  Ä/¨Ì�Á ÄÌu ¾�/aM

ÁHide SlideÀ¯Ì| .Êe�Â� �{      ,{Â/� Ã{Y{ �ËZ/¼¿ Ã�Z/]Á{ |ËÔ/� |/ÌÅYÂz] Ä¯ Ã�Z/]Á{ ¾�/aM

Hide Slide Y�zf¿Y[Z|ÌÀ¯.

 ¶°�2 -10d�Y� ®Ì¸¯ Z] |ËÔ� ½{�¯ ½ZÆÀa

 ¶°�3 -10ÉÂÀÌ» �Y |ËÔ� ½{�¯ ½ZÆÀaSlide Show

http://www.abbyy.com/buy
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z�¿Á{ ZË �Ìj°eÄÊË|ËÔ� ½{�¯1

     Ä¯  Êe�Â� �{     �Y�°e Y� |ËÔ� ®Ë |Ì�Z] Äf�YÂy   Y�§ZÌ] ¾�Ìf¿��a �{Ë |/Ì,  �Y ¾�/aMDuplicate

 |ÌÀ¯ Ã{Z¨f�Y . Ã{Z¨f�Y Z] ¾ËY �Y¾�aMÊ» ½YÂepÌÅ ½Á|] Y� ��¿ {�Â» |ËÔ�j°e ,�ÌÌ¤e Ä¿Â³Ì � {�/¯ .

 �Y Ã{Z¨f�Y ÉY�]¾�aMDuplicate �YÉÂÀÌ»Insert|ÌÀ¯ ¶¼� �Ë� ¶°� Ä]:

1. |�« Ä¯ É|ËÔ� ÉÁ� Y|f]Y |Ë�Y{Y� ½M�Ìj°e|ÌËZ¼¿,Ê^¸�»Y�|ÌÀ¯ [Zzf¿Y.

2. �YÉÂÀÌ»Insert ÉÁ�¾�aMDuplicateÀ¯ ®Ì¸¯|Ì.

3.�Ìj°e ��¿ {�Â» |ËÔ�Ê»{Â�.

ZÅ|ËÔ� ÉÁ� �Z¯

dÌ·Z § É{Y�¨¿Y ¶°� Ä]ÉZÅÌÅ{ ¹Zn¿Y Y� �Ë�|.

1.|Ë�Z�] ¾�Ìf¿��a.

2.|�Z] |ËÔ� lÀa ÉY�Y{ |ËZ] ¾�Ìf¿��a.

3. Y� ZÅ|ËÔ�Ä]ZmZm|ÌÀ¯.

4.�Y Êy�]ËZ¼¿ ½ZÆÀa Y� ZÅ|ËÔ�Ì|ÌÅ{ �ËZ¼¿ Y� ¾�Ìf¿��a Á |.

˺ Duplication

 ¶°�3-10|ËÔ� �Ìj°e

ÉÁZ°nÀ¯

Ê» Ä¿Â´q ,|ÌÀ¯ Ê���].|¿Y Ã|� ½ZÆÀa ZÅ|ËÔ� ZË |ËÔ� Ä¯ ,d§ZË�{ ½YÂe

http://www.abbyy.com/buy
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 ¶�§Å{�ZËº
 d�Ì] ��{ Á¹�ZÆq

\ËÁ �{ cZ�Ô�Y ÉY�] Ânf�m
  ½Z¼ÅÉ�Â�Ä¯ Ê» \ËÁ ,|Ì¿Y{ �Â¼n»È]       �]ZÀ] -d�Y ºÅ Ä] �^e�» cZ�Ô�Y �Y Ö³��  ¾ËYd�{ Ê]ZË

   cZ�Ô�Y Ä]{�Â» d�Y Ö¸°�» �] �Z¯ ��¿Êfz^�Ây µZ¼¯ Z] ,Ê» ½YÂe Ä¯ d¨³ ¹Y�/³Á�a  ÖËZ/Å

�{ Ânf�m ÕY�]¼Å Ze |¿Y Ã|� {ZnËY \ËÁ �Y |À¿YÂf] ½Z´½MZÅ|ÀÀ¯ Ã{Z¨f�Y .¹Y�³Á�aËZÅÊ] Ä¯ ÉY�

Ânf�mÉ �Y d¿�f¿Y �{ cZ�Ô�Y½MZÅ Ã{Z¨f�YÂ�Ì»{ /] Ä  ¾Ì/�Z»  ¹Z/¿ ÉZ/Å   Z/Ë Ânf�/mSearch

Engine {ZË Ê»{{�³ .    ¾Ì�Z» ¾ËY �Y �Â¿Á{ Z»ÉZÅ     Ä¯ Y� Ânf�m¶¼�   {�/¯ �Ì/�Á �Y{ /¿   �/Ë� �{ |

Ê���]Ê»ºÌÀ¯:

1-  Ânf�m ¾Ì�Z»É³¶³Â:         |ÌÀ¯ Ânf�m \ËÁ �{ Y� �Zy cZ�Ô�Y  |Ì�Z] Äf�YÂy ÃZ³�Å

                  Ânf�/m Ä/] c�Z/^� ®Ë ZË Á Õ|Ì¸¯ È¼¸¯ ®Ë Ç�Z] �{ |ÌÅYÂy Ö» ZË Á]  ¾Ì/�Z» �Y ,|/Ë�Y{�b  ÕZ/Å

Ânf�m1|ÌÀ¯ Ã{Z¨f�Y .

¾Ì�Z»  ÕZÅ Ä¼¸¯ Ânf�mÉZÅ    dËZ� �{ Y� Õ|Ì¸¯       Ö» Ânf�m \ËÁ ZË d¿�f¿Y �{ ¦¸fz» ÕZÅ  |/ÀÀ¯

Y Öf��Æ§ ÁÄv¨� �ÉZÅ \ËÁ Y� |ÀÅ{ Ö» �Y�« Z¼�  ��f�{ �{) ¶°�1-11.(

 ¶°�1 -11Ânf�m ¾Ì�Z»É¶³Â³2

˺ Search Engine

http://www.abbyy.com/buy
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2-   ÂÅZË)Yahoo:(¹Y�³Á�a    µÁY|f» �Y Ê°Ë ÂÅZË  ¾Ë�e¶ËZ�Á       d/¿�f¿Y �{ Ânf�/m  Ä/]

Ê» �Z¼�{Á� . �{¹Y�³Á�aÂÅZËY �] cZ�Ô�YÄf�{ Z^¨·Y \Ìe�e Ä] Á �Â�Â» �Z�|¿Y Ã|� Õ|À] ,

    f�{ ¾Ë|Àq Ä] Äf�{ �ÅÈ ��§  Ö» ºÌ�¬e Ê   Äf�{ ¾ËY Á {Â�   Z/Å        È°^/� ®/Ë ¶/4̄  �{ d/y�{ |/À¿Z» Y�

Ö» ¶Ì°�e|ÀÅ{.

      �Z] �{ cZ�Ô�Y Ä¯ |Ì�Z] Äf�YÂy ÃZ³�Å  Ç      Ö/¸¯ �Â�Â» ®ËY�  Ê/a Z¼¿ É�/Ì³Ë |/Ì,   �Y d/�Y �/fÆ]

    �{ {ÂmÂ» d��Æ§¹Y�³Á�a           Zzf¿Y Y� �Â�Â» ®Ë �Z¯ ¾ËY ÕY�] , |ÌÀ¯ Ã{Z¨f�Y ÂÅZË     ½M Á |/ÌÀ¯ [

   Äf�{ [Zzf¿Y Ä] �|«ÉZÅ        ] d/�Y �/�¿ {�Â/» Ä/¯ Ê�Â/�Â» Ä/] Ze |ÌÅ{ Ä»Y{Y Ê��§ |Ì/��- ½Z/Àr¼Å

Ê» ¼¸¯ |Ì¿YÂeÈ         �{ ºÌ¬f�» ¶°� Ä] Y� c�Z^� ZË É|Ì¸¯[Zzf¿Y         Ä/] Á Ã{Â/¼¿ `/ËZe ÂÅZ/Ë ÉÂnf�/m

�mfÂnÉ |Ë�Y{�b] cZ�Ô�Y) ¶°�2-11 .(

 ¶°�2 -11Y|f» �Y Ö°Ë ÂÅZËµÁ ¾Ë�e¹Y�³Á�a ÕZÅÂnf�m

˻ Google

http://www.abbyy.com/buy
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d§Z��ËÁÉZÅÊ¯Y�f�Y Á ½Z´ËY�˺

d§Z��ËÁFreeware

¹Y�³Á�aFreewared§Z��ËÁ     ��Âe Ä¯ d�Y ÉÄ»Z¿�]   Ä �Âe \¸�ÁY{ ½Z�ËÂ¿ Ê»,|]ZË  ÄfyZ� ZË

Ê» ��f�{ �{ ½Z´ËY� �Â� Ä] Á {Â�Ã{Z¨f�YÃ|ÀÀ¯³Z½˺�Y�«Ê»{�Ì³ .

Ã{Z¨f�Y³|ÀÀ¯Z½Ê»|À¿YÂe  ¿ ¾ËY  �Â¹Y�³Á�a  ZÅ              {Â/¸¿ÁY{ d/¿�f¿Y �Y Ê/¤¸^» ¹Y|/¯ d/yY{�a ½Á|/] Y�

|ÀÀ¯ .  ½ZÀr¼ÅÃ{Z¨f�Y|ÀÀ¯Ã³Z½Ê»|À¿YÂe          ¾/ËY �Y ÊfË{Á|/v» �Â¿ pÌÅ ½Á|] ¹Y�/³Á�a   Z/Å  Ã{Z¨f/�Y

|ÀÀ¯.

 ¾ËY cZ«ÁY �j¯Y¹Y�³Á�a ZÅÄ �Âe {�§ ®Ë ��ÂeÊ» ½Z´¼Å ��f�{ �{ ½Z´ËY� �Â� Ä] Á |]ZË�Y�«

Ê»{�Ì³.

˺ Freeware & Shareware
˺ Users

Äf°¿

 ÉZÅ Ä»Z¿�] Ä¯ d�Y{ ��Zy Ä] |ËZ]FreewareÊ» ºÅ ­Z¿��y Ã�Y|¿Y ®Ë �{ Ä¯ Y�q ,|À�Z]

 Ê�Â�Zm ÉZÅ�Y�§Y ¹�¿ ,ZÅ Ä»Z¿�] ¾ËY �Y Êy�])Spy-ware (Ê» \�¿ Ê¿ZÆÀa ¶°� Ä] Á |À�Z]

Ê»dÌ·Z § ¹Z¼e |À¿YÂe|ÀÀ¯ ��ne Ê¿ZÆÀa �Â� Ä] Y� ½Y�]�Z¯ ÉZÅ.

http://www.abbyy.com/buy
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d§Z��ËÁ Ê¯Y�f�Y)Shareware(
d§Z��ËÁ Y�  Ê¯Y�fÊ»Y�³Á�a    Ä¯ d�Y �Â� Ä]    ��f�{ �{ Á �Ë�Âe ½Z´ËY�Ã{Z¨f�YÃ|ÀÀ¯³Z½ �Y�/«

Ê»{�Ì³ .Ê� ]    ¾ËY �Y d§Z/� �/ËÁ   Z/Å         |/¿�Y{ ½Z/´ËY� Ã{Z¨f/�Y É{Á|/v» c|/» .     �/´Ë{ c�Z/^� Ä/]

¹Y�³Á�aÉZÅ   Ê¯Y�f�Y�f�Ì]    |Ì·Âe Á Ã{Â] ½Z´ËY� Ã|ÀÀ¯M     �Y Ã{Z¨f/�Y µ|/] �{ Y� Ê¯|/¿Y ¢/¸^» ½M ½

 {�Y{ �«Âe .             Ã|ÀÀ¯ |Ì·Âe Ä] ,{Á|v»Z¿ Ã{Z¨f�Y µ|] �{ Y� Ê¯|¿Y ¢¸^» Z¼� ÃZ³�ÅM |Ë�Y{�b] ½,   Ä] Z¼�

   ®ÌeZ»ÂeY ¶°�{�¿           ½Z´ËY� ®¼¯ Á cZ»|y �Y Á �f�mY� Ã|ÀÀ¯ |Ì·Âe  ½M c�Â� �{  ¹|/�   �Á�/]

�Æ] Ê°ÌÀze ¶°�» ¹Y|¯Ã|À»Ê»|ËÂ�.

¼//�ZÊ//» |//Ì¿YÂed§Z//��//ËÁ Á ½Zf//�Á{ Ä//] Y� Ê¯Y�f//�Y

     ËZ¼¿ �/Ë�Âe {Â/y ½Y�Z°¼Å /Ì-|     �Y Ä/f^·Y½M Z/Å    �/«Âe º/Å

Ê»          {Z¨f/�Y µ|/] �{ Y� Ê¯|/¿Y ¢¸^» Ä¯ {Á�Ç    Á {Á|/v»Z¿

|ÀÀ¯ |Ì·Âe Ä] ,¹ÁY|»Çd§Z��ËÁ|¿�Y{�b] .

_Zq ªu
    ZË _Zq ªuCopyright¼¸¯È      ,Ê/¼¸� �Z/iM �Y  Ê¿Â¿Z/« d�Z¨u Ä¯ d�Y Ê«Â¬u  É�/ÀÅ Á Ê/]{Y

Ê»|ËZ¼¿.    �Ìa �Â¿�Å ¶»Z� ½Â¿Z« ¾ËY     �iY �Y �Zn» �Ì£ Á Ê¿Â¿Z« �Ì£ �¯Ê» Ê¸�Y \uZ� Ä] Á {Â�

Ã�ZmY �iYÊ»|Å{|À¯ Ã{Z¨f�Y d�Y Ã�Ì£ Á �Ìj°e ¶»Z� Ä¯ É�Z�v¿Y ©Â¬u �Y Ä¯ .

Ê]{Y É{�{
Ë{�{½|Ä¯ Ê]{Y¼¸¯È½M Ê�Ì¸´¿Y Plagiarism,d�YÊ�Z�Y ¾Ë�e½M \¸�»Z� �Ë� {�YÂ» ¶»

Ê»|�Z]:

           ½Á|] {Ây Ã|ËY Á Ã�Â°¨» ½YÂÀ� Ä] ½M ½{�¯ {Y|¼¸« Á Ê�¯ ¥�u ZË Ã�Â°¨» ¾f§�³ ZË ¾Ë|Ë{�{

~yZ» �¯} .

1.½M Ê¸�Y \uZ� Ä] �Z^f�Y ½{Y|¿ Á Ê�¯ cÓÂ�v» �Y Ã{Z¨f�Y .

2.  �Ìa ZË ºË|¬e     �Â°¨» ½YÂÀ� Ä] Ã�Â°¨» ®Ë �¯Ç         Ä/f§�³ {Â/mÂ» �]Z/À» �Y Ä/¯ Ê¸�Y Á |Ë|m

 Ã|�|�Z] .

3.      |«Y ®Ë �´Ë{ c�Z^� Ä] Ê]{Y É{�{ ¿Y�Z¯ \Ë�§ ¹YÄÊË  d/�{ Á �Z/¯ ½|Ë{�{ ¶»Z� Ä¯ d�Y,

 Ê�¯ {�ÁMÊ»|�Z]\Ë�§ �z� Á �Z¯Y� ½Md�{ ½YÂÀ� Ä]{Ây {�ÁM{Â¼¿YÁÊ»|À¯ .

http://www.abbyy.com/buy
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 Ê]{Y É{�{ ¶»Z� �Ë� {�YÂ» ¹Z¼e ,¶¯ �{Ê»|�Z]:
��Ìa Á ºË|¬e-{Ây �Z¯ ½YÂÀ� Ä] Ê�¯ �Z¯ �¯

�ÊaZ¯¨»d�{ Á Ã�Â°¯ {�ÁM-½M \uZ� Ä] �Z^f�Y ½{Y{ ½Á|] Ê�

�» {�Â» �{ �¸£ cZ�Ô�Y ½{Y{P-Ê¸�Y �^À» Á ~y

�Ì¤eÌ ÊaZ¯ Z»Y -d¤· �¸¼m �ZfyZ�ÄÉZÅ½M \uZ� Ä] ½{Y|¿ �Z^f�Y Á �^À» ®Ë .

   �Â�¯ �{ Ê]{Y É{�{ÉZÅ   ËZaÁ�Y Á ½�|»  Ê½Ô»Z� Z] Á d�Y Ê¿{Â�z]Z¿ ¹�m ®ËM {�Ây�] ½

   �Â/� É|m Ê¸Ìyc  Ê/» {�/Ì³ .½M Z/Å) ÊËZ/aÁ�Y Z/Å (         Ê/]{Y É{�{ lËÁ�/e Ä/¯ |/¿Y �ÁZ/] ¾Ë|/]

���YÉZÅ   �Á|z» Y� ®Ì»{Z¯Y Ê»    Ê] �Â¿ ®Ë Á |ËZ¼¿   �Ì»{Z¯Y ¾Ì] �{ É�ÁZ]¾  ZÅ   {Â/mÁ Ä/]

Ê»{�ÁM .   ÉZ�§ ½ZÀr¼Å Ê]{Y É{�{   R» Ê�Z�Y ªu Ä] ¹Y�fuY ¹|�    ®/Ë Ê¸/�Y \uZ/� ZË ¦·

Ê» ºÅY�§ Y� �iY|ËZ¼¿.

1.ÁY|f»µ¾Ì�Z» ¾Ë�eÉZÅ¹Y|¯ Ânf�m ZÅY.|¿

2.Ânf�m Ä¿Â´q d¿�f¿Y �{ Y� cZ�Ô�YÊ».ºÌÀ¯

3.d§Z��ËÁÉZÅ¹Y|¯ ½Z´ËY� Á Ê¯Y�f�Y ZÅ.|¿Y

4. ¾Ì] ©�§d§Z��ËÁ¬§ Y� ½Z´ËY� Á Ê¯Y�f�Y���fz».|ÌÅ{ tÌ�Âe

5.ÊaZ¯ ZË _Zq ªu.d�Ìq dËY�

6.|»ZÌa Á Ã{Â¼¿ ¦Ë� e Y� Ê]{Y É{�{ÉZÅ �YÂ³Z¿Y� ½M .|ÌÀ¯ ½ZÌ] �Z�fyY Ä]

ZÅ µYR�

http://www.abbyy.com/buy
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 d�Ì] ��{ ÁºnÀa

9a Á d¿�f¿YÖ°Ì¿Á�f°·Y d�)E-mail(

°^�È   À°e d¿�f¿Y Ê¿ZÆmZË�Â·Ê   �ËÁ�� Ä¯ d�YÉZÅ      �ZÌfyY �{ Y� Ê¨¸fz»Ã{Z¨f�Y|ÀÀ¯Ã³Z½  �Y�/«

Ê»|Å{ .  �ËÁ�� Ä¸¼m �YÉZÅ     °^� ¾ËY |Ì¨» Á ºÆ»È    d�a Ê¿ZÆm°Ì¿Á�f°·Y  ÊÊ» |/�Z]  , �Y Ê�/ ]

\ËÁËZ�d  ÕZÅ      �ZÌfyY �{ Y� Ö°Ì¿Á�f°·Y d�a �Y ½Z´ËY� Ç{Z¨f�Y ½Z°»Y Êf¿�f¿YÃ{Z¨f�Y Ã|/ÀÀ¯ ½Z/³

 Ö» �Y�«|ÀÅ{-  dËZ� |À¿Z»ÉZÅÂÅZË)Yahoo(¶Ì¼eZÅ ,)Hotmail(¶³Â³ Á)Google( . ¾ËY �{

dËZ�  ZÅ ¹Y|¯ dyY{�a ½Á|]µÂaÊ» d�a ©Á|À� |Ì¿YÂeÌ¿Á�f°·YËZ¼¿ {ZnËY Ê°Ì| .¿Â´q Z»Ä  Ê/³

{ZnËY    d�a ®Ë°Ì¿Á�f°·Y    Ê���] �Ë� �{ Y� Ê Ê»ºÌÀ¯ .]  Ä    Âv¿ Ä¯ |Ì�Z] Äf�Y{ ��ZyÇ   d�a {ZnËY

°Ì¿Á�f°·Y  dËZ� �{ ÊÉZÅ    Ä]Z�» ºÅZ] 0Z^Ë�¬e ©Â§Ê»|À�Z] .   Âv¿ Z¼� ZnÀËY �{Ç    d�a ©Á|À� {ZnËY

°Ì¿Á�f°·YdyÂ»M |ÌÅYÂy ÂÅZË dËZ� �{ Y� Ê .

 �{ Ö°Ì¿Á�f°·Y d�a ©Á|À� {ZnËY ÉY�]Yahoo]|ÌÀ¯ ¶¼� �Ë� �Á� Ä.

 �Á�{�]�Z¯ d�a ©Á|À� {ZnËY°Ì¿Á�f°·YÊ:

1.¨� �{\ËÁ µÁY Èv ÕÁ� ,ÂÅZË dËZ�ÈÀË�³Sign up|ÌÀ¯ ®Ì¸¯.

http://www.abbyy.com/buy
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2.    ÉÁ� ®Ì¸¯ Z][Zzf¿Y  v¨� ÓZ]ÄÊË �ÅZ� Ê»   Ä¯ {Â�Ç|¿�Ì³�]�{§ ®Ë�Z  �{ |/ËZ] Ä¯ d�Y ¹

Á Y� {Ây Öf�a ©Á|À�  Á {Ây Ä] �Â]�» cZ�Ô�Y ½M |ÌÀ¯ {�Y) ¶°�3-11.(

 ¶°�3 -11 :¹�Z§ d�a ©Á|À� {ZnËY Ä] �Â]�»°Ì¿Á�f°·YÂÅZË dËZ� �{ Ê

3. |Ì¸¯ ÕÁ� ®Ì¸¯ Z] ZÆf¿Y �{Create My Account§�ZµZ��Y Ã|� �a ¹Ê»   ¾/ËY Ä/] ,{{�³

  {ZnËY Z¼� Öf�a ©Á|À� \Ìe�eÊ»|»M �Ây Èv¨� Á {Â�a �ËÁ�� ÖËÂ³ Ö°Ì¿Á�f°·Y d�

ËÖ» Ã|ÅZ�» Y� ÂÅZ|ÌÀ¯.

Äf°¿
Ô�Y ÃZ³�Å¾�aM �Y Ê� ] ÕY�] Ã|� {�YÁ cZ� ÕZÅ§�Z �¸£ ¹¾�aM ½M ,|À�Z] µÂ^« ¶]Z« �Ì£ ZË ZÅ ²¿� Z]

¨f»Ö» �z�» Ên¿�Z¿ ²¿� |À¿Z» ÖeÁZ �Y Á |¿Â�µZ¼ f�Y cZÅZ^f�Y sÔ�Y ÉY�] Z�Z¬eÊ» c�Â�{�Ì³.

http://www.abbyy.com/buy
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¼ËY �Y Ã{Z¨f�YÌ,¶ÄÌÆe»Z¿ µZ��Y ÁÄ°Ì¿Á�f°·YÊ
  »Z¿ |Ì�Z] Äf�YÂy ÃZ³�ÅÈ°Ì¿Á�f°·Y  Y� ÊÄÌÆe ÁY� ½M     dËZ/� �Y |/Ë�Y|] µZ/��Y {Â/y ½Zf�Á{ ÉY�]

�Á� Ä] ÂÅZË Ê¸�Y|ÌÀ¯ ¶¼� �Ë�:

�Z¯ �Á�
1. ÕÁ� ÂÅZË Ê¸�Y dËZ� �{ÈÀË�³Mail|ÌÀ¯ ®Ì¸¯.

2.Yahoo ID ÁPassword �{ Y� {Â/////y

[Zzf¿Y ÕZÅ�Â]�»Ä|ÌÀ¯ `ËZe ZË {�YÁ.

3. ÕÁ�ÈÀË�³Sign in|ÌÀ¯ ®Ì¸¯.

4.�z] �{Mail È¼¯{ ÕÁ�Compose|ÌÀ¯ ®Ì¸¯.

5 . �{ Y� Ä»Z¿ ¾f» Á �Â�Â» ,Ã|¿�Ì³ ��{M Ã|� �ÅZ� Èv¨� �{[Zzf¿Y ÕZÅ �Â]�»ÂÀ]ËÌ�|) ¶°�4-11.(

Ã|¿�Ì³ ��{M k�{ ¶v»

�Â�Â» k�{ ¶v»

 Ä»Z¿ ¾f» `ËZe ¶v»

 ¶°�4 -11 :ËY ½{Zf��§¶Ì¼

1

2

3

http://www.abbyy.com/buy
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     �{ ºÌ�Z] Äf�YÂy ÃZ³�Åe-mail       Ê/¸¼� Y� �/Ë� �Á� ÓZ/] ¶/uY�» \/Ì¬ e Ä] ºÌÀ¯ Ä¼Ì¼� Y� Ê¸ËZ§ µZ��Y

Ê»ËZ¼¿Ìº .]  Ä    ¶ËZ§ Ä¯ |Ì�Z] Äf�Y{ ��ZyÊ»|¿YÂe      pÌ/Å ,|/�Z] ÊËÁ|/ËÁ Z/Ë Ê/Àf» É�ËÂ�e    ¾Ì/] Ê/«�§ Ä/¿Â³

Ä¼Ì¼�ËÂË|ËÁ Á ÊÀf» ,É�ËÂ�e ¶ËZ§ ½{�¯Âv¿ ��¿ �Y ÊÇ{�Y|¿ {ÂmÁ É�Z¯.

 È/¼¯{ ÕÁ�  ¶ËZ§ [Zzf¿Y ÕY�]Attach Files   ËZ/a d¼�/« �{ Ä/¯Ì  �Â/�Â» ¾)  ¶°/�4-11 (  {�Y{ �Y�/«

|ÌÀ¯ ®Ì¸¯.

6. Ã|� �ÅZ� Èv¨� �{) ¶°�5-11 ( È¼¯{ ÕÁ�Browse|ÌÀ¯ ®Ì¸¯.

7. �{ÉÂÀÌ»Choose File�ÁZÌ] Y� {Ây ��¿ {�Â» ¶ËZ§Ë È¼¯{ ÕÁ� �b� Á |Open ®Ì¸¯

|ÌÀ¯.

8. Èv¨� �{ �Z¯ ¾ËY Z]Attach Files  �Ì�/» Á ¹Z¿ ¶/ËZ§   �{ �/�¿ {�Â/» [Z/zf¿YFile 1  �ÅZ/�

Ö»{Â�.

 ¶°�5-11 ¶ËZ§ ½{�¯ Ä¼Ì¼�Ä]E-mail

9. È¼¯{ ÕÁ�Attach Files|ÌÀ¯ ®Ì¸¯.

10.{�¯ |ÌÅYÂy Ã|ÅZ�» Y� �Ë� ¹ZÌa Ä�v· |Àq �Y �a.
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11. È¼¯{ ÕÁ�Continue to Message¸^« Èv¨� Ä] Ze |ÌÀ¯ ®Ì¸¯|Ë{�³ �] Ö.

12.  È/¼¯{ ÕÁ� , |ÌÀ¯ µZ��Y Õ�´Ë{ ½Z»� �{ Y� Ä»Z¿ |ÌÅYÂz] Ä¯ Öe�Â� �{Save as Draft

] Ä»Z¿ Ze |ÌÀ¯ ®Ì¸¯�Ìa c�Â� Ä �ËÂ¿Draft� Ã�Ìy}{Â.

13. Ä] �Â]�» Èv¨� �{Draft         Y� ½M ÕYÂ/fv» Z/e |/ÌÀ¯ ®/Ì¸¯ �/�¿ {�Â/» È/»Z¿ �Â/�Â» ÕÁ�

|ÌÀ¯ Ã|ÅZ�».

14. |ÌÅYÂz] �³Y Ä¸u�» ¾ËY �{Ö»|ÌÀ¯ {ZnËY {Ây È»Z¿ �{ ÖeY�ÌÌ¤e |Ì¿YÂe.

15. È¼¯{ ÕÁ� ,Ä»Z¿ µZ��Y ÕY�]SendZ¼] ��fÀ» Á |ÌÀ¯ ®Ì¸¯Ì¿Ìa Ze | µZ��Y Ç|ÀÅ{ ½Z�¿ Ä¯ Ö»Z

{Â� �ÅZ� ,d�Y Ä»Z¿.

 Á Ä¼Å Ä] x�Za ,x�ZaForward
     ¹ZÌa Ä] Ä¯ |Ì�Z] Äf�YÂy ÃZ³�ÅÉZÅ ]  Ä �Y x�Za Ã|»M d�{YÈW¾ËY �{ ,|ÌÀ¯c�Â� Ê/»¿YÂe  |/Ì

 Ä� �Y Ê°ËÈÀË�³ Y� �Ë�[Zzf¿Y|ÌÀ¯.

xx�Za)Reply:(      ¾ËY �Y Ã{Z¨f�Y Z][Zzf¿Y Z¼� Ê» |Àf��§ Ä] Y� Êz�Za |Ì¿YÂeÇ ¹ZÌa°Ì¿Á�f°·Y Ê

ÄWY�Y|Ë�Y|]d§� |ÅYÂy Ã|Àf��§ {�§ Ä] ZÆÀe Z¼� x�Za Á.

x Ä¼Å Ä] x�Za)Reply to all :( ¾ËY �Y Ã{Z¨f�Y Z][Zzf¿YZ¼� Ê/»    Ã|Àf/��§ Ä/¼Å Ä/] |/Ì¿YÂe  Z/Å

 �Y x�ZaÄWY -|ÌÀ¯     �Â/� µZ/j»:    Ä/»Z¿ Z¼/� ÉZ/Å     Ã|Àf/��§ �Y É{|/ f»   Z/Å /] Ä  Á |/ËY Ã{�ÁM d/�{

Ê»Ã|Àf��§ Ä¼Å Ä] |ÌÅYÂy ZÅ�Y x�Za Ê ¼m ¶°� Ä]YW ¾ËY �Y |ÌÀ¯ Ä[Zzf¿Y|ÌÀ¯ Ã{Z¨f�Y.

xForward :   Êf�a ©Á|À� �{ {ÂmÂ» ¹ZÌa ®Ë Ä¯ |ÌÅYÂz] ÃZ³�Å)(Inbox ZË   /] ¹Z/Ìa ®/Ë Ä

 ¾ËY �Y |Ìf��¨] É�´Ë{ �z� Ä] �ÌÌ¤e ¹Y|¯ ½Á|] Y� Ã|»M d�{[Zzf¿Y|ÌÀ¯ Ã{Z¨f�Y .

 �Y Ã{Z¨f�Y ÉY�][Zzf¿YÉZÅ x�Za)Reply(  Ä/¼Å Ä] x�Za ,)Reply to all ( ÁForward

Ê¸¼� Y� �Ë� �Á� ÓZ] ¶uY�» \Ì¬ e Ä]Ê»ËZ¼¿Ìº:

Äf°¿:

Ä»Z¿ d��Æ§ Ä¯ |Ì�Z] Äf�Y{ ��Zy Ä] �|·Â§ �{ Y� Ã|� µZ��Y ÉZÅ Sent Ä] Ä¯ ÊËZÅ Ä»Z¿ Á

�Ìa c�Â�Y Ã|� Ã�Ìy} �ËÂ¿ �|·Â§ �{ |¿DraftÊ»|ÌËZ¼¿ Ã|ÅZ�» |Ì¿YÂe.
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16.[Zzf¿Y ÕÁ� ÂÅZË dËZ� �{Inbox|ÌÀ¯ ®Ì¸¯.

17. ¹ZÌa ¹Z¼eÉZÅ°Ì¿Á�f°·Y    �{ {ÂmÂ» ÊInbox  Z¼�

�ÅZ�Ê»{{�³.

18.|ÌÀ¯ ®Ì¸¯ ��¿ {�Â» Êf§ZË�{ ¹ZÌa �Â�Â» ÉÁ� .

19. v¨� �YÄ Ê/Ë      Ã|ÅZ�/» �/Ë� ¶°/� �{ Ä/¯ Ê/»  |/ÌÀ¯

[Z//zf¿Y  Y� �//�¿ {�Â//»)   Á Ä//¼Å Ä//] x//�Za ,x//�Za

Forward (|ÌÀ¯ [Zzf¿Y Y�.

20.k�Zy ÕY�] {Ây Öf�a ©Á|À� �Y ½|�[Zzf¿Y ÕÁ�Sign Out|ÌÀ¯ ®Ì¸¯.

 ¶°�6 -11
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Ä»Z¿ dË�Ë|» ÕZÅÖ°Ì¿Á�f°·Y

dÌ·Z § É{Y�¨¿Y ¶°� Ä]ÉZÅ|ÌÅ{ ¹Zn¿Y Y� �Ë�:

1.|ËÂ� {Ây Öf�a ©Á|À� {�YÁ ÂÅZË Ê¸�Y dËZ� �Y.

2. �{Mail �|·Â§Inbox|ÌÀ¯ �Z] Y�.

3.     ½Âf� ¶»Z� Öf��Æ§ \Ìe�e ¾ËY Ä]  ÕZÅFrom)Ã|Àf��§(  ,Date)  µZ/��Y xË�Ze (  ÁSize)  Ç�Y|/¿Y

Ä»Z¿ (Ö» Ã|ÅZ�» Y�|ÌÀ¯.

4.�Ây È»Z¿ ÕYÂfv» Ç|ÅZ�» ÕY�]|»M|ÌÀ¯ ®Ì¸¯ ½M �Â�Â» ÕÁ� ,ÂÅZË �ËÁ�� ÖËÂ³.

5. È¼¯{ ÕÁ� Ä»Z¿ Ç|ÅZ�» �Y �aDelete|ÌÀ¯ ®Ì¸¯.

6.|ËÂ� k�Zy {Ây Öf�a ©Á|À� �Y.

¹ZÌa ¥~u Á d^i ZÅ
¹ZÌa ¥~u É Y�] ZÅ¯ d�Y Ê§Z¯  Ä[Zzf¿Y ZËtick Box´] d»Ô� Y�~¼¯{ Á |Ë�YÈDelete Y�

 Á |ÌÅ{ �Z�§Ìa¹ZËZÅÊ Ä¯[Zzf¿Y½MZÅd»Ô� �Y{|� |ÅYÂy ¥~u |�Z] .

Ä»Z¿ dË�Ë|» ÕZÅÖ°Ì¿Á�f°·Y

Á�³ ZË É{Y�¨¿Y ¶°�ÅdÌ·Z § ÊÉZÅ|ÌÅ{ ¹Zn¿Y Y� �Ë�:

1 . Ä»Z¿ ®Ë ÃY�¼Åa ©�Á Z]Êf��Y {Ây d�Á{ ÕY�] Ä¼Ì¼�|ÌÀ¯ µZ�.

˻.  dËZ� �Y Ö°Ë �{ ½Z´ËY� Öf�a ©Á|À� {ZnËY ½Z°»Y ZÅ      Öf�/a ©Á|À/� ®/Ë Á |/ÌÀ¯ Ö/���] Y�

|ÌÀ¯ {ZnËY ½M �{ {Ây ÕY�].

Äf°¿
 d��Æ§ �{InboxÄ»Z¿Ä»Z¿ �Y ÊeÁZ¨f» ²¿� Z] Ã|� Ã|ÅZ�» ÉZÅÊ» ®Ì°¨e Ã|�¿ Ã|ÅZ�» ÉZÅ|¿Â�.

½M Ç|Àf��§ Ä¯ ÊËZÅ Ä»Z¿ ¾ËY d�Y �fÆ] ,|À�Z] �Á�ËÁ ÉÁZu d�Y ¾°¼» d�Y �ZÀ�Z¿ ZÅ

Ä»Z¿ Ä¿Â³|ÌÀ¯ ¥~u ½{�¯ �Z] �Y ¶^« Y� ZÅ{Â� É�Ì³Â¸m �Á�ËÁ ½|� µZ § �Y Ze.

Ä»Z¿ ¥~u ÉY�] d��Æ§ �Y ZÅInboxÉÁ� ,ZÅ ½M [Zzf¿Y �Y �aÈ¼¯{Delete|ÌÀ¯ ®Ì¸¯.

Ä»Z¿ �|·Â§ �{ Ã|� ¥~u ÉZÅTrashÄ´¿Ê» É�Y{|¿Â�.
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