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lans'k

Þeuq"; dh vUrÆufgr iw.kZrk dks vfHkO;ä djuk gh f'k{kk gSAÞ

¼Lokeh foosdkuUn½

vkèkqfud le; esa lwpuk çkS|ksfxdh us fo'o dh fofHkUu vFkZO;oLFkkvksa dks fofoèk Lrj ij tksM+dj 
,d fo'oO;kih vFkZO;oLFkk dks tUe fn;k gSA orZeku ifjçs{; esa jk"Vªh; o vUrjkZ"Vªh; Lrj ij 
lwpuk çkS|ksfxdh ds egRo dks udkjk ugÈ tk ldrk gSA

Hkkjr ns'k vius vkidks fo'o ds ekufp= ij ,d lQy lwpuk vkSj lapkj çkS|ksfxdh ls lqlfTtr 
jk"Vª ds :i esa LFkkfir dj pqdk gS] ftldk Js; iwjh rjg ls gekjh mTtoy ,oa çxfr'khy 
jk"Vªh; f'k{kk uhfr dks tkrk gSA

fo|kyh; f'k{kk esa ICT dh jk"Vªh; uhfr dk mís'; lwpuk çkS|ksfxdh ds ekè;e ls tgk¡ ,d rjQ 
;qokvksa ds Kku dk pgq¡eq[kh fodkl djuk gS] ogha nwljh rjQ mudks fo'oO;kih çfrLièkkZ ds nkSj esa 
ns'k ds lkekftd o vkÆFkd fodkl esa jpukRed Hkkx ysus ds fy, gj Lrj ij rS;kj djuk Hkh gSA

f'k{kk funs'kky;] d{kk esa ICT ds mi;ksx dks fujarj c<+kok nsrk jgk gS ftlds QyLo:i ns'k ds 
fo|ky;ksa esa ICT dh miyCèkrk esa mÙkjksÙkj o`f) gqÃ gSA ICT ds iBu&ikBu us cqf)thoh oxZ o 
ns'k ds Hkkoh Hkfo"; dks ,slk [kqyk vkleku fn;k gS] tgka os vius fopkjksa dks ia[k yxk dj] [kqys 
vkleku esa Å¡ph mM+ku Hkj ldsaA

fdlh Hkh vuwBs ç;kl esa lQyrk ikuk vdsys laHko ugÈ gSA bl iBu&ikBu dks f'k{kkçn ,oa 
:fpdj cukus esa lHkh lg;ksfx;ksa dk ç;kl ç'kaluh; gSA bl iBu&ikBu dk egRoiw.kZ vax 
bldk ekr`Hkk"kk esa gksuk gS] tks bls vU; iBu&ikBu ls fof'k"V cukrk gSA

eSa SCERT dks ÞICT in Educationß ds ikB;Øe dks ikB~;iqLrd esa fodflr djus ds fy, 

'kqHkdkeuk,a nsrh gw¡ vkSj vk'kk djrh gw¡ fd ;g f'k{k.k i)fr dks vHkwriwoZ rjhds ls çHkkfor djsxh 
ftlls fo|kÆFk;ksa dh vUrÆufgr iw.kZrk dks vfHkO;fä feysxhA

eSa SCERT dh funs'kd] muds lg;ksfx;ksa vkSj mu lc f'k{kkfonksa dks cèkkÃ nsrh gw¡ ftUgkasus ÞICT 

in Educationß dh ikB~;&iqLrd dks fodflr djus esa viuk cgqewY; ;ksxnku fn;kA

Jherh iq.; lyhyk JhokLro
v/;{k 

jkT; 'kSf{kd vuqla/kku ,oa izf'k{k.k ifj"kn~





izLrkouk

;qokoLFkk esa gh fodkl'khy izòfŸk dk iks"k.k djus ls ge ,d tkx:d vkSj pSrU; O;fDrRo dk fuekZ.k djus 

esa l{ke gks ikrs gSaA le; ds lkFk vius vki dks uohu rduhdh miyfC/k;ksa ls ovxr djk dj ge mudk 

mi;ksx Kku vtZu] ,d nwljs ds lkFk tqM+us] u, iz;ksxksa dks djus vkSj uohfudj.k dks izkRlkfgr dj fodkl 

ds thou pÿ djs thfor j[kus esa l{ke gSaA bl pÿ ds fujUrj pyrs jgus ls jk"V™ fuekZ.k ds dk;Z esa rsth vk 

ldrh gSA

UNESCO Delors 

i) Learning to know

ii) Learning to do

iii) Learning to be

iv) Learning to live together

21oha 'krkCnh ds mHkjrs gq, Kku&vk/kfjr lekt ds fy, ikB~;ÿe dks iqu% O;ofLFkr djus dh vko';drk 

FkhA  'ICT in Education' dk ikB~;ÿe blh fn'kk esa ,d vFkd iz;kl gSA esjk fo'okl gS fd bl 

izxfr'khy ikB~;ÿe ds v/;;u ls lHkh fon~;kfFkZ;ksa ds rdfudh Kku esa òfº gksxhA gekjk y{; cPpksa dks 

ICT dk iz;ksx muds vU; fo"k;ksa ds lkFk tksM+ dj fl[kkuk gS ftlls ICT Tool  ds v/;;u dk mUgsa nksgjk 

ykHk feysA Hkkjr ,d fodkl'khy ns'k gS tgk° lkaLœfrd ,oa uSfrd ewY;ksa dks loksZIijh j[kk tkrk gS] bUgha 

ewy flºkarksa dk fuokZg djrs gq, ikB~;iqLrd esa laokn dk p;u Nk=ksa esa mRlkg vkSj muesa muds lkekftd 

mRrjnkf;Ro ds izfr tkx#drk vkSj vkn'kZ O;ogkj dks izkFkfedrk nsus ds fy, cgqr /;ku ls fd;k x;k gSA

ekr̀Hkk"kk fganh esa gksus ds dkj.k ;g iqLrd gj oxZ dks vkdf"kZr djus dh {kerk j[krh gSA vaxzst+h esa rduhdh 

'kCnksa dk iz;ksx vkSj Li"V vo/kkj.kkvksa ds lkFk] f'k{kkFkhZ daI;wVj dh 'kCnkoyh dks Hkyh Hkkafr le> ldsaxs 

vkSj fdlh Hkh ifjos'k esa vklkuh ls vius vftZr Kku dk vkRefo'okl ls iz;ksx dj ldsaxsA ;gh 

vkRefo'okl Nk= dks ICT Tools dk iz;ksx fu"Qy dk;ks± dh txg mi;ksxh dk;ksa± ds fy, izsfjr djsxkA

eSa Textbook development team dks c/kkbZ nsrs gq, lHkh Nk=ksa dks bl vf}rh; ikB~;iqLrd dk iwjk ykHk 

mBkrs gq, vius vki dks bl rduhdh izfrLi/kkZ esa ,d dq'ky izfr;ksxh dh rjg 'kkfey gksus dh izsj.kk nsrh 

gw°A

MkW- lquhrk dkSf'kd
funsf'kdk

jkT; 'kSf{kd vuqla/kku ,oa izf'k{k.k ifj"kn~

dks n~okjk  lkSaih x;h fjiksVZ esa lh[kus ds pkj LraHk crk;s x, gSa %



lans'k

thou esa f'k{kk dk egRo vf}rh; gSA ,d f'kf{kr O;fDr gh lekt esa gksus okys cnyko ds vuqlkj 

vius vki dks <kyus dh {kerk j[krk gSA le; ds lkFk fujarj c<+uk gh izxfr o ifjorZu dk 

?kksrd gSA blh fopkj ds lkFk c<+rs gq, SCERT dh 'ICT in Education' ikB~;iqLrd ,d ljkguh; 

iz;kl gSA fo|kfFkZ;ksa dh euksn`f"V dk xgu v/;;u djrs gq, bl ikB~;Øe dks :fpiw.kZ rjhds ls 

izLrqr fd;k x;k gSA rduhdh izxfr dh vksj :fp gj fo|kFkhZ esa vkt ds le; esa ns[kh tk ldrh 

gS] ij og izxfr dsoy eksckby vkSj Internet ds iz;ksx rd lhfer ugha jguh pkfg,A

fo|kfFkZ;ksa dks vkt ds cnyrs ifjos'k esa Computer Hardware ,oa uohure Software dh 

tkudkjh gksuh pkfg,A ;g tkudkjh fo|kfFkZ;ksa dks uohuhdj.k ds fy, mRlkfgr djsxhA ftKklq 

fo|kFkhZ thou esa vius fy, y{; fu/kkZfjr djrs gq, mldh izkfIr dh vksj lnSo vxzlj gksrk gSA

bl ikB~;Øe esa ;ksxnku ds fy, eSa 'Textbook Committee' dk vkHkkj O;Dr djrs gq,] mudh 

lQyrk dh dkeuk djrk gw¡A

MkW- ukgj flag

lg&funs'kd

jkT; 'kSf{kd vuqla/kku ,oa izf'k{k.k ifj"kn~



ifjp;

;qok oxZ gekjs jk"V™ dk Hkfo"; gSA l{ke o tkx̀r ;qok gh ns'k dks vkRelEiUurk] fodkl ,oa lèfº ds ekxZ 

ij ys tk ldrk gSA 'ICT in Education'  ds ikB~;ÿe dk mÌs'; fo|kfFkZ;ksa dks vk/kqfud izkS|ksfxdh mUufr 

dh tkudkjh ,oa mudk iz;ksx dj mUgsa cnyrs ifjos'k ds vuq:i <kyuk vkSj mUgsa ftKklq cukuk gSA

ICT Tools tSls  gkMZos;j ,oa lkW∂Vos;j vuqiz;ksxksa dk ,dhdj.k dj fo|kfFkZ;ksa ds Kku ,oa dkS'ky dh 

òfº djrs gq, buds mŸke iz;ksx ds fy, izf'kf{kr djuk gh 'ICT in Education' dk ewy flºkar gSA

;g iqLrd f̂o|kFkhZ dsfUnzr v/;;u* ds ewy mÌs'; dks ifjiw.kZ djrs gq, f̂ÿ;k ewyd* Kku dks izksRlkfgr 

djrh gSA bl iqLrd ds ek/;e ls  fo|kFkhZ v/;;u dh izfÿ;k dk ikyu dj Lo;a ljyrk ls Kku vftZr 

djrs gq, rduhdh Kku esa fuiq.krk izkIr dj ldrs gSaA ftlls fo|kFkhZ dh xgu lksp o jpukRed lksp] 

fu.kZ; ysus dh {kerk ,oa leL;k lqy>kus dh izòfŸk tSls thou dkS'ky dk iks"k.k gksrk gSA ftlls fo|kfFkZ;ksa 

esa vkRefo'okl dh òfº gksrh gSA

UNESCO ICT (Equity)

loZHkkSfed igq°p dh {kerk gSA

jk"V™h; 'kSf{kd vuqla/kku vkSj izf'k{k.k ifj"kn~ (NCERT) dk 'ICT in Education'  ds ikB~;ÿe dh pkj 

cqfu;knh lh[k %

?

?ikjLifjd tqM+ko

?ICT ds lkFk fuekZ.k

?ICT ds lkFk ckrphr

dks /;ku esa j[krs gq, ;g iqLrd ,d vkRelkr iz;kl gSA

ikB~; iqLrd dh fo'ks"krk,° &

?iqLrd dk l̀tu jk"V™h; Hkk"kk fgUnh esa fd;k x;k gS ftlls ;g gj oxZ }kjk ljyrk ls le>h tk ldrh 

gSA

?rduhdh 'kCn (Technical Terms) dks vaxzst+h esa gh fy[kk x;k gS rkfd fo|kFkhZ okLrfod 

Computer terminology  dks Hkyh&Hkk°rh tku ldsaA

ds vuqlkj]  ls f'k{kk esa bfDoVh ] xq.koŸkk lh[k ,oa f'k{k.k ds forj.k vkSj 

nqfu;k ds lkFk tqM+ko



?

?̂D;k lh[ksaxs vuqHkkx* gj v/;k; ds 'kq:vkr esa lwphcº fd, x, gSaA ftudh lgk;rk ls f'k{kd 

fo|kfFkZ;ksa dk ,oa fo|kFkhZ Lo;a vius vftZr Kku dk vkadyu dj ldrs gSaA

?,d jkspd ifjizs{; ds fy, dFkk ǹf"Vdks.k dh lgk;rk ls ik=ksa (v/;kfidk ,oa Nk=ksa) dh ijLij 

okrkZ ls fo"k; dks le>us dk iz;kl fd;k x;k gSA tks iqLrd dks ,d lkSUn;kZRed :i nsrk gSA

?okLrfod thou xfrfof/k;ksa ds iz;ksx ls fo|kfFkZ;ksa dks ICT Tools  dk nSfud thou esa mi;ksx n'kkZ;k 

x;k gSA

?iqLrd eas fo"k;&oLrq ds xgu v/;;u ds fy, lkekftd o uSfrd mnkgj.kksa dk iz;ksx fd;k x;k gSA

?gj v/;;u (Activity)  ds i'pkr vH;kl (Practice)  iz'u fo|kfFkZ;ksa dh :fp cuk, j[krs gq, mudh 

dYiuk'khyrk dks izksrlkfgr djsxk vkSj tks muesa mRlqdrk mRiUu djrs gq,] mUgsa uohuhdj.k ds fy, 

izsfjr djsxkA

v/;k; ds var esa vkRe ewY;kadu dh lgk;rk ls fo|kFkhZ Lo;a o vius lgdehZ ds vkadyu }kjk viuh 

miyfC/k dks lq/kkj vkSj csgrj cuk ldrs gSaA loksZPp ewY;kadu nwljksa dh lgk;rk djus ij izkIr fd;k tk 

ldrk gSA ;g fo|kFkhZ ds ikjLifjd laca/k ,oa dkS'ky c<+kus esa lgk;d flº gksxkA

Jherh liuk ;kno
ofj"B izoDrk

jkT; 'kSf{kd vuqla/kku ,oa izf'k{k.k ifj"kn~

ikB~;ÿe ds fo"k; (Theme) dk pquko vU; fo"k;ksa dh le> dks Hkh c<+kok nsrk gSA
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Spreadsheet ¼LçsM'khV½ ds ç;ksx ls Data ¼MsVk½ dk foLrkj djus ds fy, xzkQ dh lgk;rk ysukA

Data ds vk/kkj ij Graph dks le> dj mldh O;k[;k djuk vkSj Data iSVuZ dh igpku djukA

Data ds vk/kkj ij Graph cukukA

Sort ¼l‚VZ½] Filters ¼fQYVlZ½] Subtotal ¼lcVksVy½] Advanced formula ¼,MokaLM QkewZyk½ bR;kfn 
dk ç;ksx dj Data  dk  Analysis ¼fo'ys"k.k½ djukA

Data dk fo'ys"k.k dj mlesa ls Information ¼buQkesZ'ku½ fudky ikuk vkSj fQj mls graph ls n'kkZukA

Data ds fo'ys"k.k djus ds vH;kl dh ifj;kstuk cukukA

CHAPTER 1

D;k lh[ksaxs \ (Learning Outcomes)

I;kjs cPpksa ]

e'kgwj oSKkfud] vYcVZ vkbULVhu us dgk Fkk fd Þgesa Hkkjrh;ksa dk vkHkkj 
ekuuk pkfg,] ftUgksaus gesa fxurh djuk fl[kk;k] ftlds fcuk dksbZ Hkh 
lkFkZd oSKkfud [kkst ugha gks ldrh FkhAß

Learning to work with spreadsheets 

¼LçsM'khV dk ç;ksx lh[kukA½

Data Representation and Processing 05

Tool used : Spreadsheet ¼LçsM'khV½
Introduction ¼ifjp;½
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Hkkjrh; xf.kr ¼400 bZlk  ls 1600 bZlk ½ dh 'kkL=h; vof/k esa vk;ZHkê] 
czãxqIr] egkohj] HkkLdj f}fr;] laxexzke ds ek/ko vkSj fuydaB lksek;kth 
tSls fo}kuksa }kjk egRoiw.kZ ;ksxnku fn;k x;kA 

vn'keyo la[;k ç.kkyh dks igyh ckj Hkkjrh; xf.kr esa ntZ fd;k x;k 
FkkA 

vHkkjrh; xf.krKksa us 'kwU; dh vo/kkj.kk ,d la[;k] _.kkRed 
la[;k]vadxf.kr] vkSj chtxf.kr :i ds v/;;u esa çkjafHkd ;ksxnku 
fn;kA 

vf=dks.kfefr dks Hkkjr esa vkSj vkxs c<+k;k x;k Fkk] vkSj fo'ks"k :i ls 
lkbu vkSj dkslkbu dh vk/kqfud ifjHkk"kkvksa dks ;gk¡ fodflr fd;k 
x;k FkkA 

bu xf.krh; vo/kkj.kkvksa dks e/; iwoZ] phu vkSj ;wjksi esa çlkfjr fd;k x;k 
vkjS  vkx s d s fodkl d s fy, çfs jr fd;k tk s vc xf.kr d s db Z {k=s k as dh uhoa  gAaS

gekjk xkSjoA (Our Glory)

'kdqaryk nsoh ,d Hkkjrh; 
y s[kd vk Sj ekufld 
dSydqysVj Fkh]  ftUgsa Þekuo 
daI;wVjÞ ds uke ls tkuk 
tkrk FkkA mudh çfrHkk us 
mUgsa 1982 ds Þn fxuht cqd 
v‚Q oyZ~M fjd‚MZ~lß ds 
laLdj.k esa txg çnku dhA

5 oha 'krkCnh bZ-iw- Hkkjr ds çfl) xf.krK vk;ZHkê us place value dks uhps fn, x, lw= ls fdruh ljyrk ls le>k;k gS%

,da p n'ka p 'kra p lglza Ro;qrfu;qrs iz;qre ~A
dksV;cqZna p o`Una LFkkukr~ LFkku n'kxq.ka L;kr~ AA

fganh vuqokn%  la[;k fuEukuqlkj gSa 1]10]100]1000]--- 1 ls 'k:q  gkus  s ij çR;ds  l[a ;k 10 l s x.q kk djd s çkIr dh 
tkrh gAS

vad vkSj fxurh gekjh thou'kSyh dk ,d vfHkUu vax gSA bl vlhe 
czãkaM ds gj rRo] tho] tarq ds lkFk vadksa dk xf.kr tqM+k gSA
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la[;kRed MsVk tc NksVh ek=k esa gks mldks le>uk ]mldh O;k[;k djuk ljy çrhr 
gksrk gS tSls ge vklkuh ls dg ldrs gSa fd ÞHkkjr dh tul¡[;k 1-324 djksM+ gSÞ] 
ßjk?ko dh gkbV 5 QhV 11 bap gS Þ]ß ,d dkj 1 L ¼yhVj½ ij 40 km ¼fdyksehVj½ dh 
;k=k dj ldrh gSß bR;kfn ]tc cgqr lkjk MsVk çslsaV djuk gks tSls eku yhft,] 45 
cPpksa ds okf"kZd ijh{kk ds vad Øekuqlkj bl çdkj gSa%

51 60 58 56 62 69 58 76 80 82 68 90 72 58 48 37 88  

84 91 82 78 76 75 66 57 78 65 50 61 54 42 68 61 64

49 44 41 45 38 28 37 40 42 22 25 

bl data dks le>us ds fy, organize djuk iM+sxkA bls Nk=ksa ds Rollno ds 
vuqlkj j[kus ij le>uk vklku gks tkrk gSA

Spreadsheet ¼LçsM'khV½ ds ç;ksx ls data dk foLrkj djus ds fy, Graph dh lgk;rk ysuk 

vSpreadsheet ,d computer application gS tks data dks store djus esa enn djrk gSA 
Spreadsheet ds mnkgj.k% Microsoft Excel, Libre Office Calc, Google Sheets etc.

vRow 1 esa Heading fy[kus ds dkj.k mls Header Row dgrs gSaA 

vgj oLrq dh igpku ds fy, mlds Attributes dh ,d r; Value gksrh gS ftls Data dgrs gSaA

vData ds çdkj Text, numeric, date, image, audio, vkSj  video gSaA

RecapTrin

Trin
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eSMe ]d{kk VI esa geus data dks tabular ¼VsC;qyj½ format ¼Q‚esZV½ esa fy[kus dk vkSfpR; 
le>k FkkA eSaus Åij fn, x, data dks mi;qä gSfMax ds lkFk organise dj fn;k gSA

Percentage of 45  students of class VIII A in 
First Term Examination displayed Roll number wise

1 51

2 60

3 58

4 56

5 62

6 69

7 58

8 76

9 80

10 82

11 68

12 90

13 72

14 58

15 48

Roll no Percentage

16 37

17 88

18 84

19 91

20 82

21 78

22 76

23 75

24 66

25 57

26 78

27 65

28 50

29 61

30 54

Roll no Percentage

31 42

32 68

33 61

34 64

35 49

36 44

37 41

38 45

39 38

40 28

41 37

42 40

43 42

44 22

45 25

Roll no Percentage

okg jk?ko] ;g ljkguh; gS fd vkius table dh lgk;rk ls data dks n'kkZ;k] 
table dks mfpr heading nh vkSj data dks vkMZj esa ;kuh jksy uacj ds Øe esa 
yxk;k gSA tks fd ,d mR—"V table dk mnkgj.k gSA bl data dk fo'ys"k.k 

tSls dh lcls vf/kd vad ;k lcls de vad <w¡<us ds fy, ;k rks vki gj vad 
dks /;ku ls ns[ksa ;k fQj d{kk VI esa ç;ksx fd;s 

max ¼½ vkSj min¼½ QaD'ku dk ç;ksx dj ldrs gSaA

ij eSMe] blls gesa flQZ lcls T;knk ;k de vad feyrs gSa tks 
fdlh ,d ;k ,d ls T;knk cPpksa ds Hkh gks ldrs gSaA D;k dksbZ ,slk 
rjhdk gS tks gesa cPpksa ds jksy uacj Hkh fn[kk, vkSj euHkkou gks] 
vHkh rks ;s 45 gSa ;fn ;s vkSj T;knk gks rks bldk fo'ys"k.k dkQh 

le; ysxkA
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ge charts ¼pkVZ~l½@graphs dk ç;ksx dj ldrs gSaA Charts/Graphs dk 
mi;ksx tfVy tkudkjh dks vklku cuk ldrk gS vkSj MsVk esa iSVuZ vkSj ço`fÙk;ksa ij 
çdk'k Mky ldrk gSA

Picture graph ¼fiDpj xzkQ½ dk ç;ksx vkius Maths esa Data Analysis ds fy, 
fd;k gSA vkb;s bl ç.kkyh dk v/;;u ,d ,fDVfoVh ds ek/;e ls dj blds ykHk 
dks le>saA

"A picture is worth a thousand words"

^^gtkjksa 'kCnksa dh vfHkO;fä ls vf/kd 'kfä'kkyh ,d fp= gksrk gSA**

 jk/ks';ke iqLrd foØsrk us lkIrkfgd iqLrd dh fcØh ¼Weekly Book Sale½ dk 
data uhps fn, x, table esa LVksj fd;k gS] vkbZ, bl data dk Picturegraph 
cuk,aA 

Days Number of Books

Monday 60

Tuesday 50

Wednesday 80

Thursday 40

Friday 40

Saturday 70

?Åij fn, x, table ds vuqlkj gesa çfrfnu books dh fcØh n'kkZuh gSA

?geus blds fy, book ds fp= dk ç;ksx djus dk fu.kZ; fy;k gSA

?1 book 10 iqLrdksa dk çfrfuf/kRo djsxhA

Åij fy[ks funsZ'kksa ds vuqlkj jk/ks ';ke th ds fy, lkIrkfgd fcØh ds fy, ;g picture graph rS;kj fd;k gSA

Days

Monday

Tuesday

Wednesday

Thursday

Friday 

Saturday

Books Sold

vkvks djds ns[ksa 
¼Activity½ 1%
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tSlk fd vkius ns[kk dh tabular format esa fn;k x;k data, pictorial ¼fiDVksfjvy½ 
form esa Hkh çLrqr fd;k tk ldrk gSA blls ge bl fu"d"kZ ij igqaps gSa fd%

vfiDVksfjvy ;k xzkfQdy fof/k data dks vkd"kZd rjhds ls çLrqr djus esa gekjh 
lgk;rk djrh gSA

v;s fdlh Hkh Hkk"kk dh tkudkjh ls ijs gSA

vblls fo'ys"k.k tYnh gks tkrk gSA

Graph dks le> dj mldh O;k[;k djuk vkSj Data ¼MsVk½ iSVuZ dh igpku djukA

William Playfair

Source : https://alchetron.com/William-PlayfairSource :

Bar Chart ¼ckj pkVZ ½] Line Chart ¼ykbu pkVZ½] Pie Chart ¼ikbZ pkVZ½ ds vykok vkSj Hkh cgqr rjhds ds 
charts gksrs gSaA tSls Scatter Chart ¼LdSVj pkVZ½] Area Chart ¼,fj;k pkVZ½] Bubble Chart ¼ ccy pkVZ½] 
Radar Chart ¼jkMkj pkVZ½] Doughnut Chart ¼MksuV pkVZ ½A pkVZ dk p;u numeric data ¼la[;kRed 
MsVk½ ds çdkj ij fuHkZj gksrk gSA

Type of Numeric Data

Numeric ¼U;weSfjd½ 
Data ¼vadh; MsVk½

Discrete 

¼fMLØhV½

Continuous

¼daVhU;wvl½

Graph /Chart ,d Mk;xzke gS tks nks osfj,cy dks le dks.k cukrs vDlsl ¼v{k½ ij 
muds chp esa lEcU/k LFkkfir djrk gSaA Graph /Chart dk mi;ksx data n'kkZus dk 
fy, lcls igys 1785 esa Ld‚VySaM baftfu;j vkSj jktuhfrd vFkZ'kkL=h William 

Playfair ¼fofy;e IysQs;j½ us ykbu pkVZ] ckj pkVZ vkSj ikbZ pkVZ ds :i esa fd;k FkkA
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Graphs are everywhere…

Few examples:

Seismograph()/Seismometer /kjrh esa HkwdEi] 
Tokykeq[kh foLQksV ;k fdlh Hkh vU; dkj.k ls vk, NksVs 
ls Hkh >Vds dk cy vkSj vof/k dks xzkQ isij ij fjd‚MZ 
djrk gSA blds vykok ;g isVªksy dh [kkst] vkSj /kjrh dh 

ijrksa dh Nkuchu esa Hkh ç;ksx fd;k tkrk gSA

ECG ;k Electrocardiogram 

¼bysDVªksdkfMZ;ksxzke½ VsLV ,d graph ds :i 
esa  ºzn; dh dk;Z'kSyh n'kkZrs gq, mlds LoLFk 

;k vLoLFk gksus dh tkudkjh nsrk gSA

Source:www.civilengineeringx.com/construction/seismograph

vius v/;kid dh lgk;rk ls xzkQ ds 5 vkSj ç;ksx <w¡< dj fjä LFkku esa fy[ksaA

Discrete data Continuous data

Û bl çdkj ds iw.kkaZd data dks fxuk tk ldrk gSA Û 
  tSls 1]5]7]23]----   

Û ;g fractions ;k decimals  esa ugha fy[kk tkrk Û 
  gSA   

Û mnkgj.k% ,d d{kk esa cPpksa dh la[;k] ykbczsjh  Û 
  fdrkcksa dh la[;k bR;kfnA

•  Column chart, bar chart, pie chart, scatter •  

chart dk ç;ksx discrete data fn[kkus ds fy,   
fd;k tkuk pkfg,A   

bl çdkj ds data dks ukik tk ldrk gSA
otSls % 5-5 bap ] 2-5 kg] 101-5

;g fractions ;k decimals esa fy[kk tk
ldrk gSA

mnkgj.k% rkieku ] otu ] yEckbZ bR;kfnA
esa 

Continuous data histogram ls n'kkZ;k
  tkrk gSA LçsM'khV esa Line Chart ;k Area 

   Chart dk ç;ksx fd;k tk ldrk gSA
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Åij fn, x, fooj.k dks /;ku ls i<+sa vkSj uhps fn, x;s data dks discrete ;k 

continuous esa Js.khc) djsaA Discrete data ds fy, D vkSj Continuous data ds 
fy, C ij tick ¼  ½ dk fu'kku yxk;saA

fojkV dksgyh ds 50 eSp esa mudk vkSlr batting run jsVA               

10 eksgYyksa ds fy, dqy edkuksa dh la[;kA

2017 esa 12 eghuksa dk U;wure vkSj vf/kdre rkieku

fnYyh] u‚,Mk vkSj xqMxk¡o esa twu] tqykbZ] vxLr] flrEcj 
esa vkSlr ckfj'kA

Û

Û

Û

Û

D C

D C

D C

D C

Types of Chart/Graphs  

 Chart/Graphs 

Bar Chart Pie Chart Line Chart Area Chart Scatter Chart

Horizontal Bars
(Known as Bar 

Chart)

Vertical Bars
(Known as

Column Chart) 

,d d‚ye pkVZ vkerkSj ij {kSfrt ¼Js.kh½ v{k ds lkFk Jsf.k;ka fn[kkrh gS vkSj Å/kZ~ok/kj ¼eku½ 
v{k ds lkFk ewY; fn[kkrh gSA dqN Jsf.k;ksa esa values ls rqyuk djus ds fy, ;k le; dh vof/k 
esa MsVk ifjorZu fn[kkus ds fy, mi;ksxh gSaA

vkadM+ksa ds #>ku dks leku varjky ij çnf'kZr djus ls rqyuk djuk vklku gksrk gS ]tSls fnu] 
eghus ] frekfg ;k o"kZA

Pie chart enksa ds ;ksx ds leku] ,d MsVk J`a[kyk esa oLrqvksa ds vkdkj dks fn[kkrs gSaA ,d ikbZ 
pkVZ esa MsVk vad iwjs ikbZ dk çfr'kr ds :i esa fn[kk;k x;k gSA

ckj pkVZ O;fäxr oLrqvksa ds chp rqyuk dks n'kkZrs gSaA ,d ckj pkVZ vkerkSj ij Å/kZ~ok/kj ¼Js.kh½ 
v{kksa vkSj {kSfrt ¼eku½ v{kksa ds lkFk fLFkr Jsf.k;ka çnf'kZr djrk gSA

Iy‚V fd, x, ewY;ksa dk ;ksx fn[kk dj] ,d ,fj;k pkVZ esa iwjs fgLls dk laca/k Hkh fn[kk ldrk gSA

LdSVj pkVZ vkerkSj ij la[;kRed ekuksa dks fn[kkus vkSj mudh rqyuk djus ds fy, mi;ksx 
fd;k tkrk gS] tSls oSKkfud] lkaf[;dh; vkSj bathfu;fjax MsVkA

Spreadsheet  esa vkidks fuEu charts feysaxs%

Lo;a djds ns[kas 

¼Practice½ 1%
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Components of a Graph/Chart

Y Axis Value, Literacy percent 
¼lk{kjrk çfr'kr½

Y Axis, 
Dependent 
Variable

Bar Value

X Axis Value, 

Year (o"kZ)

Chart Title

X Axis, Independent Variable 

• X Axis value 

• ;g Lora= pj eku gSA

Independent Variable

• Y Axis value 

• ;g independent variable 

   ij fuHkZj gksrk gSA

Dependent variable

Åij fn, x, xzkQ esa y axis dh value x axis dh values tks fd o"kZ ¼years½ gS ij fMisaMsaV gS ¼eryc lky 
ds vuqlkj literacy rate ¼lk{kjrk çfr'kr½ dh value n'kkZ;h x;h gS½A blfy, y axis dependent 
osfj,cy gSA

Analysing Data through Graphs ¼MsVk fo'ys"k.k½

Bar chart, line chart, pie chart, column chart ;k vU; fdlh pkVZ@xzkQ ds :i esa ,d= fd, x, vkSj 
çnf'kZr fd, x, MsVk ds vFkZ dh O;k[;k djus dh çfØ;k dks Data Analysis  ¼MsVk fo'ys"k.k½ dgrs gSaA

vkvks djds ns[ksa 
¼Activity½ 2%

vkb;s] https://www.corbettnationalparkindia.in/blog/wildlife-

conservation-projects-in-corbett/ ds lkStU; ls fy, x, xzkQ dks /;ku ls 
ns[k dj bldk fo'ys"k.k djsaA
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xzkQ%

fo'ys"k.k%

1- Chart ds çdkj tks fd iwoZ lsD'ku esa le>k;k x;k gS mldk v/;;u dj bl graph dk çdkj igpkusaA

2- ;g graph D;k n'kkZrk gS \

3- blesa Independent variable D;k gSa \

4- Dependent variable D;k gS \

5- x axis  ij çR;sd region ds nks vyx jaxksa ds bar  D;k n'kkZrs gSa \

6- 2010 esa fdu txgksa ij ck?k dh la[;k c<+h gS\

7- 2006 esa  Sunderbans esa ck?k dh tUla[;k ds ckjs esa fVi..kh djsaA

Graph/Chart  ds çdkj dk v/;;u dj geus ik;k dh ;g Column chart/graph gSA

;g xzkQ ck?k dh tul¡[;k n'kkZrk gSA

ns'k ds fofHkUu txg ¼Region½ tgk¡ ck?k ik, tkrs gSa tSls Shivalik – Gangetic Plains, Central India 

and Eastern Ghats, Western Ghats bR;kfnA

bl xzkQ esa y axis dh js[kk vyx ls ugha cuk;h x;h gS ij ckj ij fy[kh value dk fujh{k.k dj ;g le> esa 
vkrk gS dh Dependent variable ck?k dh fxurh gSA

/;ku ls graph dk v/;;u djus ij ;g     Legend ¼yhtsaM½ fn[kk tks ;s n'kkZrk gS dh igyk Bar 2006 
vkSj nwljk Bar 2010 dh fxurh fn[kkrk gSA

Shivalik-Gangetic Plains, Western Ghats, North East Hills and Brahmaputra Flood Plains.

Åij fn, x, xzkQ ds vuqlkj 2006 esa Sunderbans esa ck?k dh fxurh dk irk ugha FkkA bl ç'u dk mÙkj 
'kwU; ;k ck?k ugha Fks ugha gks ldrk D;wafd ;fn ,slk gksrk rks graph esa 'kwU; ;k dksbZ lwpuk t:j nh x;h 
gksrhA
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8- 2010 esa ck?k dh tul¡[;k esa fdruh o`f) gqbZ\

Graph esa vk[kjh nks Bars Total n'kkZrs gSa ] ftldh value bl çdkj gS%

2006 % 1411] 2010 % 1706

2006 ds vkadM+ksa dks 2010 ds vkadM+ksa esa ls ?kVkus ij gesa mÙkj çkIr gks tk,xk%

1706&1411 ¾ 295

2006 dh rqyuk esa 2010 esa ck?k dh tul¡[;k esa 295 ck?kksa dh o`f) gqbZ gSA

http://www-indiaspend-com/cover-story/farmed-land-drops-over-25-

years-so-does-food-per-person-72672 ds lkStU; ls fy, x, xzkQ dks /;ku ls 

ns[k dj bldk fo'ys"k.k djsaA

1- ;g fdl çdkj dk graph gS\

_________________________________________________________
2- ;g graph D;k n'kkZrk gS \

3- Dependent variable dks igpkusa\

4- X axis  dh value D;k gSa ] og D;k n'kkZrh gSa \

5- lcls T;knk Foodgrains ¼[kk|kUu½ dk mRiknu fdl lky esa gqvk] x.kuk fy[ksa\

6- lcls de Cotton ¼dikl½ dk mRiknu fdl lky esa gqvk ]x.kuk fy[ksa\

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

Lo;a djds ns[kas 

¼Practice½ 2%
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jk/ks';ke th ÞLokfn"Vß icecream ds foØsrk gSaA mudh nSfud fcØh dks rkieku ds 
fglkc ls uhps fn, x, table ls n'kkZ;k x;k gSA vkb;s ge bls LçsM'khV esa fy[ksa 
vkSj mls Bar xzkQ dh lgk;rk ls çLrqr djsaA

Temperatures Sale of Icecream (in Rs)

<15 400

15 – 24 900

25-34 1500

35-44 2500

Daily Sales of Radhey Shyam

Step 1: Åij fn, x, table dks spreadsheet esa cuk,aA

Step 2: Table dks lsysDV djsaA

Inserting a chart/graph in a spreadsheet

Step 3 : Insert Tab ij click djsaA

Step 4 : Chart Tab esa fn, fofHkUu pkVZ Vkbi esa ls viuh vko';drk vuqlkj pkVZ pqusaA ge column ij click 
djsaxsA

Step 5: Column ij click djus ij uhps fn, x, option feyrs gSa] viuh 
ilan dk column pkVZ pqusa] ge igyk pkVZ pqu jgs gSaA

Step 6:Column chart  bUlVZ gks tk;sxkA

Heading

vkvks djds ns[ksa 
¼Activity½ 3%

Graph ds mi;ksx ls lEcU/k LFkkfir dj vuqeku yxkukA
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tSlk fd vkius ns[kk dh pkVZ esa dqN dfe;ka gSa tSls fd%

Û Heading, Legend gekjs vuqlkj ugha gSA

Û X axis vkSj Y axis dk VkbVy Hkh ugha gSA

vkb;s ge bu dfe;ksa dks nwj djsaA

Step 1: Heading cnyus ds fy, ml ij double click djsa ] vkSj mi;qä  heading fy[ksa A

Editing a chart area 

vius cus gq, Chart dks click djus ij Chart tools vkidks Design tab ds Åij fn[kkbZ nsxkA

1 2 3 4

Double click to edit

Heading

Legend
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Step 2: Legend dk fooj.k cnyus ds fy, MsVk vkI'ku esa ls Select Data ij click djsa uhps fn;k x;k dialog 

box fn[ksxkA
2

2- ftl lsy esa series dk 
uke gS mls click djus ij mlesa 
fy[kk VsDLV legend ,aVªh cu 
tkrk gSA

1.Click Edit to 
make a change

3-OK click djus ij Sheet 1 ds B2 cell  
dh value lhjht dk uke cu tk;sxkA

Step 3: X Axis vkSj Y Axis  dk VkbVy pkVZ esa fy[kus ds fy, vkidks 
chart layout tks fd chart tools esa      ls n'kkZ;k x;k gS] mls click 

djsa vkSj vuqdwy layout pqusaA
3

Legend dk text change gks x;kA

Chart Layout

Daily Sales
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fQj X Axis vkSj Y Axis ij VkbVy fy[kus ds fy, ml ij double click dj edit djsa 

Double click 
dj edit djsA

X axis vkSj Y axis dk title change gks x;kA

4Step 4: Chart styles tks fd      ls n'kkZ;k x;k gS dk ç;ksx pkVZ ds Bars dk jax cnyus ds fy, fd;k 
tk ldrk gSA

Daily Sales

Daily Sales
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xehZ dh Nqfê;ksa esa cksMZ xse [ksyrs od~r Abeer us 30 ckj dice Qsadk] çR;sd le; fd 
fxurh dks uhps fn, x, table esa enter dj fy;kA bl table dks LçsM'khV esa cuk dj 
Bar graph dh lgk;rk ls çLrqr djsaA

Face of  the Dice Times 

ONE 5

TWO 4

THREE 8

FOUR 2

FIVE 3

SIX 8

Roll of dice 

Note:

Roll of Dice Chart Title ¼;k chart dh heading½ gksuk pkfg,A

X axis dk title "Face of the dice" vkSj Y axis dk title dks Times ds ctk; Frequency" gksuk pkfg,A

Bar Chart  dh çLrqfr d‚ye pkVZ ls fdl çdkj fHkUu gS\ uhps nh x;h txg esa la{ksi esa fy[ksaA

________________________________________________________________

________________________________________________________________

"

Daily Sales

Lo;a djds ns[ksas 

¼Practice½ 3%
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Step 1: Graph/Chart ij click djsaaA

Step 2: Chart tools esa ls Change Chart Type Click djsaA

click djsaaA

Step 3 : Chart type dialog esa ls pkVZ pqusa ]ge Line pqu jgs gSaA OK click djsaA

C
h

o
o

s
e

 re
q

u
ire

d
 

c
h

a
rt ty

p
e

Press OK

Chart type cny tk;sxkA

Editing chart type

Activity 3 esa cuk;s x, Column Chart  dks Line chart  esa  cnysaaA

Daily Sales

vkvks djds ns[ksa 
¼Activity½ 4%
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Pie chart cukus ds ckn mldk v/;;u dj vius fe=ksa ls pkVZ ds lEcU/kh ç'u ¼tSls% lcls T;knk fdl vad ds 
vkus dh vk'kk gS \ bR;kfn ½ iwNsaA ;g vkidh critical thinking ¼xgu lksp½ dks c<+kok nsxkA

Using Sort Option to arrange data

d{kk VI esa vkius Home Tab esa ls Sort ¼l‚VZ½ option dk ç;ksx dj igys d‚ye ds fglkc ls data dks 
ascending/descending order esa arrange fd;k FkkA ij ;fn gesa igys d‚ye ds vykok dksbZ Hkh nwljs d‚ye 
ds fglkc ls list ascending/descending order esa arrange djuh gks rks ge Custom Sort vkI'ku dk ç;ksx 
djrs gSaA

Sort ¼l‚VZ½] Filters ¼fQYVlZ½] Subtotal ¼lcVksVy½] Advanced formula ¼,MokaLM QkewZyk½ bR;kfn 
dk ç;ksx dj Data  dk Analysis ¼fo'ys"k.k½ djukA

vkb;s bl xzkQ dk v/;u dj ç'uksa ds mÙkj nsaA

1- jk/ks';ke th dh lcls T;knk fcØh fdu eghuksa esa gksrh gS \

o2- 32  rkieku esa jk/ks';ke th dh fcØh fdrus #i;ksa dh gks ldrh gS\

3- fdl ekSle esa jk/ks';ke th fdlh ikVZ Vkbe dke esa Hkh le; yxk ldrs gSa\ 

jk/ks';ke th dh fcØh lcls T;knk xehZ ds eghuksa esa tks fd April, May, June, July gksrh gSA

rkieku esa jk/ks';ke th dh fcØh 1100 ls 1500 rd dh gks ldrh gSA

lfnZ;ksa ds ekSle esa jk/ks';ke th fdlh ikVZ Vkbe dke esa Hkh le; yxk ldrs gSaA

o 32

Practice 2 esa cuk;s x, Bar Graph dks Pie chart esa cnysaA Pie chart dk layout 
,slk gksuk pkfg,%

uksV% uhps fn;k x;k Pie chart dsoy lwpukRed gSA

Lo;a djds ns[kas 

¼Practice½ 4%
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Hkkjr ds iwoksZÙkj jkT;ksa ls lacaf/kr fuEufyf[kr vkadM+ksa dks spreadsheet esa Vkbi djsa 
vkSj bl list dks Person (per Sq Km) ds fglkc ls descending order esa  sort 
djsaA

Source: http://www.mha.nic.in/northeast_new

Step 1:  Spreadsheet dks mouse drag ;k igyh cell ij click dj  Shift + arrow key (->) dk mi;ksx 
dj iwjh table dks select djsaA

Step 2:  Home tab esa ls Sort & Filter Option esa

 ls Custom Sort dks pqusaA

1. click djsaaA

2. click djsaaA

vkvks djds ns[ksa 
¼Activity½ 5%
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Step 3: uhps fn;k dialog box display gksxkA

Person ¼per Sq Km½]d‚ye F esa gSA

;k]

d‚ye ds uke fn[ksaxsA Person (per Sq Km) pqusaA

c
lic

k d
jsaaA

Step 4: Order-> Largest to Smallest pqusaA
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Step 5: List Person (per Sq Km) ds fglkc ls Largest to Smallest order esa sort gks x;hA

eksfgr us lkbal ds çkstsDV ds fy, ÞLoudness of soundÞ V‚fid dk pquko fd;k ] mlus 
;g fu"d"kZ fudkyk fd%

ÞykmMusl ;g n'kkZrk gS fd ,d Jksrk dks /ofu fdruh rst ;k /kheh yxrh gSA vkokt dh 
rhozrk /ofu dh ygjksa esa rhozrk ÅtkZ dh ek=k ds vuqlkj fu/kkZfjr dh tkrh gSA rhozrk dh 
bdkbZ Mslhcsy dB ¼Mhch½ gSAÞ

LçsM'khV esa MsVk enter djrs oD+r mlus fdlh Hkh order dks Q‚yks ugha fd;k] uhps fn, x, 
table dks  sound level ds fglkc ls ascending order ¼fuEu ls mPp Øe ½ esa n'kkZ;saA 

Source Sound level (dB)

Average factory noise 80

Aeroplanes 150

Normal conversation 60

Soft whisper 30

Large Orchestra 98

Normal breathing 10

Loudness of sound from different sources.

Using Filter to limit data

Filter ¼fQYVj½ dk ç;ksx cM+h List esa fof'k"V tkudkjh ij /;ku dsafær djuk vklku cukus ds fy, fd;k tkrk gSA

Lo;a djds ns[kas 

¼Practice½ 5%

Jh nsonÙk vkSj dqekjh ljkst csnh mM+ku cky fo|ky; ds cPpksa dks fofHkUu [ksy tSls 
cricket, volleyball, basketball, handball, hockey bR;kfn esa cPpksa dks çf'kf{kr 
djrs gSaA

mUgksaus cPpksa dh çfrHkk ds vuqlkj ,d list cuk;h gS ij og fdlh Hkh order esa ugha gSA 
tksuy dEiVh'ku esa Hkkx ysus ds fy, og viuh list ¼ftldk ,d fgLlk uhps fn[kk;k 
x;k gS½ dks Js.khc) djuk pkgrs gSa] ij spreadsheet esa mudh cuk;h x;h list esa ls 
data <w¡<uk eqf'dy gks jgk gS ] vkb;s Filter vkI'ku dk ç;ksx dj mudh lgk;rk djsaaA

vkvks djds ns[ksa 
¼Activity½ 6%
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Step 1 : vki Home Tab  esa ls  Sort & Filter option esa ls Filter ¼fQYVj½ option pqusaA  

Click from Home Tab

Note: Filter ij nksckjk click djus ls column headers ij dropdown arrow gV tk;saxsA

Step 3: fdlh Hkh Arrow click djus ij ml d‚ye ds fy, ftu Hkh values  dks vki ns[kuk pkgrs gSa] mu ij fVd 
¼ü½ ekdZ yxs jgus nsa ]vkSj tks ugha ns[kuk pkgrs mu dks click dj mu ij yxk fVd ¼ü½ ekdZ gVk nsaA

Step 2 :  Filter ij click djrs gh lkjs column headers ij vki dropdown arrow ik,axs tSlk uhps fn, x, 
screenshot esa fn[kk;k x;k gSA
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nsonÙk th dks ÞHigh jumpß esa Hkkx ysus okys cPpksa dh list ns[kuh gS] vkb;s mudh 
lgk;rk djsaA

ÞHigh jumpß ftl d‚ye esa gS ml d‚ye dk uke ÞIndividual Sport Playedß 
gSA bl d‚ye ds dropdown arrow ij click ls uhps fn;k  sub menu ¼lc 
esU;q½ [kqysxk%

D;wafd list esa lkjh values fMLIys gks jgha gSa 

blfy, lc ij fVd ¼ü½ yxk gS A

1

Note : ftl d‚ye ij vki Filter yxkrs gSa 
ml d‚ye ij funnel dk fu'kku cuk fn[kkbZ nsxk

2

Click

3

Filtered list display gks tk,xh%

flQZ High Jump dk data ns[kus ds fy, 
ckdh lHkh ij ls fVd ¼ü½ muds fVd ij 
nksckjk click dj gVk nsaA

vkvks djds ns[ksa 
¼Activity½ 7%
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 uhps fn, x, column headings ds vuqlkj vius fdUgha 6 lgikfB;ksa dk data 

,df=r dj Filter vkI'ku dk ç;kxs  dj og row fn[kk, a ftue as ÞFavourite colourß 
Red nt Z gAS

ljkst th dks ÞHandballß vkSj Þ200m sprint: esa Hkkx ysus okyh ÞyM+fd;ksaß dh list 
pkfg,] vkb;s mudh lgk;rk djsaA

Åij fn, x, steps dk ikyu djsa vkSj ÞGenderß d‚ye esa ÞFß ij fVd yxk jgus 
nsa ]ÞTeam sport playedß esa ls ÞHandballß ij fVd yxk jgus nsa vkSj ÞIndividual 

Sport playedß d‚ye esa ls "200 m sprintß ij fVd yxk jgus nsaA

Practice 6 esa cuk;h list esa ls oks lHkh cPps fn[kk,a ftudk ÞFavourite 

colourß Red vkSj ÞFavourite Sportß Cricket gSA

Column ls Filter gVkus ds 
fy, Clear ij click djsaA

Click

Click

Filter yxkus ds ckn ;fn 
vki dksbZ u;h row enter 
djrs gSa rks ml ij Filter 

apply ugha gksrk] ml ij 
Hkh fQYVj yxkus ds fy, 
Reapply ij click djsaA

Lo;a djds ns[kas 

¼Practice½ 6%

vkvks djds ns[ksa 
¼Activity½ 8%

Lo;a djds ns[kas 

¼Practice½ 7%

Clearing or Reapplying a Filter 
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Subtotals

mnkgj.k%

lkjh values dk tksM+ Grand Total dgykrk gS] ij category¼oxZ½ ds fglkc ls tksM Subtotal dgykrs gSaA ;fn 
gj category dk subtotal fudky dj] mu lHkh dk tksM+ fudkysa rks gesa Grandtotal feysxkA

Note: 

de data dks categorise dj count, sum, average bR;kfn calculate djuk vklku gksrk gSA ij 
cgqr lkjs data dks categorise dj count,  sum, average bR;kfn djus ds fy, Spreadsheet ds 
Subtotal option dk ç;ksx fd;k tkrk gSA

Step 1 : D;ksafd gesa ÞTeam Sport Playedß column esa fy[ks Sport ds uke ds vuqlkj subtotal fudkyus gSa ] 
blfy, lcls igys ge Team Sport Played column ds vuqlkj list dks Sort ¼fdlh Hkh order esa ½ Activity 5 esa 
crk;s x, steps ds vuqlkj djsaxsA  Sorted list  uhps fn[kk;k x;k gS%

vkvks djds ns[ksa 
¼Activity½ 9%

vkb;s ÞTeam Sport Playedß column ;kuh fdrus cPps volleyball, handball, 

cricket bR;kfn [ksyrs gSa budh vyx vyx fxurh djsa ;kuh  subtotal fudkysaaA
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Step 2: Data tab esa ls  Subtotal option pqusaA

1
. c

lic
k

2
. c

lic
k

Step3: uhps fn, x, dialog box esa mi;qä values  pqusa 

1. Choose the column for which    
     subtotal is to be calculated.

2. Choose the appropriate function 

3.  Choose the column below which  
subtotal of a category is displayed.

TICK:

- To replace previous subtotals

- To shift next group to next page.

- To display Summary i.e. Subtotals and 

   Grand Total at the end of the list.

Step 4: Subtotal apply gks tk;sxkA
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/;ku nsa :            Subtotal levels gSaA

Subtotal level 1: Click djus ij Grand Count feysxkA

1 2 3

Subtotal level 2: Click djus ij category wise subtotal  vkSj Grand Count Hkh feyrk gSA

Subtotal level 3: Click djus ij Grand Total, lHkh categories ds fy, list ds vUnj gh Subtotal feyrk gSA

BMI ¼ch,evkbZ½ dh x.kuk fdlh O;fä ds otu vkSj ÅapkbZ ls dh tkrh gSA cPpksa vkSj fd'kksjkoLFkk esa] ;g crkrk 
gS fd D;k dksbZ cPpk ;k fd'kksj LoLFk otu ¼healthy weight½] vf/kd otu ¼overweight½] cgqr vf/kd otu 
¼obese½ ;k LoLFk otu ls de ¼underweight½ gSA

 nsonÙk th cPpksa ds height ds fglkc ls ns[kuk pkgrs gSa fd mudk weight Bhd gS fd 
ughaA blds fy, mUgsa BMI (Body Mass Index (calculate djuk iM+sxk] ftldk 
QkewZyk uhps fn;k x;k gSA
BMI = weight in kilograms / (height in meters x height in meters)

or 
BMI = weight in pounds / (height in inches x height in inches) x 703

Practice 6 esa cuk;h list }kjk ÞFavourite Fruitß ds fy, Subtotal vkI'ku dk 
ç;ksx dj ] gj level dk v/;;u djsaA

Lo;a djds ns[kas 

¼Practice½ 8%

vkvks djds ns[ksa 
¼Activity½ 10%
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nsonÙk th us cPpksa dk otu Kg ¼fdyksxzke½ vkSj yEckbZ cm ¼lsaVhehVj½ esa enter dh gSA vkSj mUgksaus% BMI= 

weight in kilograms /(height in meters x height in meters½ dk ç;ksx djuk pkgrs gSa ]ij blds fy, mUgsa 
height dks meters esa cnyuk iM+sxk |Height dks cm (centimeter) ls m¼meter½ esa convert djukA

[Height (in m) = Height (in Cm) /100]

Step 1: ,d u;k column Height (in m) cuk,a tSls uhps fn, x, best ¼column K½ esa fn[kk;k x;k gS vkSj  

Centimeter ls m esa convert djus dk QkewZyk K2 cell esa fy[k dj enter nck,¡ vkidks igyh value fey 
tk,xhA

Recall :

Spreadsheet  esa  formula Þ¾ß ls 'kq: gksrk gSA

D;ksafd Height ¼in cm ½dh igyh value d‚ye G vkSj row 2 esa gS blfy, QkewZyk ¾ G2 @100 ] K2 cell esa 
fy[kk tk;sxkA

Formula dks Fill Handle ¼fQy gSaMy½ }kjk Hkh d‚ih fd;k tk ldrk gSA

Fill Handle 

tc vki Fill handle ij cursor ¼dlZj½ j[krs gSa rks og $ esa cny tkrk gSA

lHkh cells ij QkewZyk  apply djus ds fy, ¼;kuh lHkh cPpksa dh Height ehVj esa dUoVZ djus ds fy,½ QkewZyk dks 
MªSx dj QkewZyk lHkh cells ds fy, apply djsa] tSlk dh uhps fn[kk;k x;k gSA
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Step 2 : ,d u;k column BMI cuk,a tSls uhps fn, x, best (column L) esa fn[kk;k x;k gS vkSj BMI calculate 

djus dk QkewZyk L2 cell esa fy[k dj enter nck,¡ vkidks igyh value fey tk,xhA

BMI = Weight in kg /Height (in m)* Height (in m)
            = H2/(K2*K2)

QkewZyk dks MªSx dj QkewZyk lHkh cells ds fy, apply djsa] tSlk dh uhps fn[kk;k x;k gSA

Filling cell with data on the basis of a condition using if function 

Spreadsheet esa Condition dks apply djus ds fy, Þ if ß function dk ç;ksx fd;k tkrk gSA vkb;s bls fy[kus 
dk rjhdk ftls  Syntax ¼flaVsDl½ dgrs gSa] le>sa%

Syntax : if (condition, value if condition is true, value if condition is false)

Recall : Formula  vkSj function Þ¾ß ls 'kq: gksrs gSa A

Û  D;ksafd Þ if ß ,d QaD'ku gS bldk ç;ksx djus ds fy, vki formula bar ij cus f  ij click djsaAx
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Û uhps fn;k x;k Dialog box display gksxkA

1. click

vki ;gk¡ Hkh ÞIfß fy[k dj ÞGoß Click dj ldrs gSa 

;fn vkidks ,d flaiy condition tgk¡ ij condition ds true gksus ij vkSj false gksus ij ,d r; value fn[kkuh 
gksrh gSA

Score Remarks

349  

450  

25  

145  

897  

;fn score>350 gks rks message ÞHighest Scorer displayÞ 
djuk gS vFkok ÞKeep Trying you will succeedß display djuk 
gS tks dh fuEu Decision Tree ls n'kkZ;k x;k gSA

Y dk eryc dh condition true@lgh gS] score 350 ls T;knk gSA

N dk eryc dh condition false @lgh ugha gS] score 350 ls 
T;knk ugha gSA

,d Decision Tree dqN fLFkfr;ksa ds vk/kkj ij fu.kZ; ds laHkkfor lek/kkuksa dk xzkfQdy çfrfuf/kRo djrk gSA

 Score ds fglkc ls Remarks HkjukA
vkvks djds ns[ksa 
¼Activity½ 11%
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Step 3  : Step 2 esa OK press djus ij ;g dialog c‚Dl vkidks fn[ksxk%

pfy, nso nÙk th ds dke ls igys Step 2 esa fn, flaiy condition dks bl dialog esa fy[k dj bl dialog esa 
fy[kus ds rjhds dks le> ysaA

Formula bar esa function fy[kk gqvk fn[kkbZ nsrk gS 

A2 cell esa igyk Score fy[kk x;k gS] False dk vFkZ gS fd 
A2 cell esa Score >350 ugha gS] eryc 350 ls T;knk ugha gS 

Enter nckus ij vius vkiÞ Þyx tkrs 
gSa] tSls dhÞ Highest Scorerß esa yx 
x, gSaaaA ,slk blfy, D;ksafd ;s Text 

data gSA

Formula Bar esa fy[ks function dk fo'ys"k.kA

=IF (Condition, value if condition is true, value if condition is false)

= IF (A2>350, "Highest Scorer", "Keep Trying you will succeed")



ICT Information and Communications Technology 32

Fill handle ds ç;ksx ls formula lHkh cells 

ij apply djus ls condition ds vuqlkj] 
Remarks cell esa values Hkj x;haA

fguk ds ikl mlds eksgYys ds yksxksa dh list gS vc mls mez ds fglkc ls mlesa Status 
uhps nh x;h condition ds vuqlkj Mkyuk gS % vxj  age ¼mez½ 18 ;k 18 ls T;knk gS 
rks ÞEligible to Voteß ugha rks ÞUnder Ageß-vki uhps nh x;h headings dk ç;ksx 
dj fdUgh 5 yksxksa dk MsVk Mky dj IF condition yxk;saA

nso nÙk th us bUVjusV dh lgk;rk ls BMI  ls lEcaf/kr ;s best MkmuyksM dh gS%

nso nÙk th pkgrs gSa dh gj cPps ds BMI dh value ds vuqlkj lsy dk dyj 
change gks tk;s tSls dh Åij n'kkZ;k x;k gSA

Step 1: ,d u;k column Category cuk,a tSls uhps fn, x, best ¼column 

M½ esa fn[kk;k x;k gSA

vkvks djds ns[ksa 
¼Activity½ 12%

Lo;a djds ns[kas 

¼Practice½ 9%
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Åij nh x;h BMI Classification dh best ds vuqlkj BMI category fudkyus ds fy, gesa condition yxkuh 
iM+sxh] tSls%

vxj BMI 18-5 ls de gS rks Underweight]

vxj BMI 18-5 ds cjkcj ;g T;knk vkSj 25 ls de gS rks Optimal ;kuh Healthy

vxj BMI 25 ds cjkcj ;g T;knk vkSj 30 ls de gS rks Overweight 

30 ls T;knk Obese 

vkb;s] Åij nh x;h conditions dks ,d Decision Tree ¼fMfl'ku Vªh½ ls çLrqr djsa%

Step 2: Åij cuk;s decision tree dks ns[k gesa ;g le> esa vkrk gS fd ;g ,d nested IF gS ;kfu fd IF 

condition ds vUnj IF condition] vkb;s bls fy[kus dk ç;kl djsa%

& nks numbers dh chp dh value ikus ds fy, AND dk ç;ksx djsaA

=IF(M2<18.5,"UNDERWEIGHT",IF(AND)M2>=18.5, M2<25), "HEALTHY", IF (AND) M2>=25, 
M2<30), "OVERWEIGHT", "OBESE")))

bl function dks N2 cell esa fy[ks vkSj lHkh cells ij apply djus ds fy, MªSx djsa%
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lHkh cPpksa ds BMI dk vkadyu category column esa apply gks tk;sxk%

Applying Conditional formatting

ftl rjg ls condition ds vuqlkj ge cells dh value set 
dj ldrs gSa mlh çdkj ge condition ds vuqlkj cell dh 
formatting Hkh spreadsheet ds Conditional Formatting 

option ls dj ldrs gSaA

Conditional Formatting dk ç;ksx djuk% 

Home Tab ls Conditional Formatting pqusaA

Recap: Drag djds yxkrkj pqus x, Cells dks Cell range dgrsa gSaA

Steps 1

Steps 2

Åij nh x;h Worksheet esa Remarks dk ,d d‚ye cuk,aA ftu cPpksa dk 
category OVERWEIGHT ;k OBESE gks] muds Remarks esa ÞDo Yogaß 
fy[kk gksuk pkfg,A

Lo;a djds ns[kas 

¼Practice½ 10%

ljkst th ;g pkgrh gSa Category dh value ds vuqlkj cell ds jax bl çdkj gks 
tk,¡%&
Underweight : Pink

Healthy : Green

Overweight : Orange

Obese : Red

vkvks djds ns[ksa 
¼Activity½ 13%

Step 1: ftl cell ;k cell range ij conditional formatting apply djuh gS mls  select djsaA
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Step 2:Conditional Formatting option esa ls ÞHighlight Cell Rulesß option ij click djsa vkSj ÞText that 

containsß option ij click djsaA

1 

2

3

Step 3: Dialog box  esa  TEXT Vkbi djsa vkSj jax pqusaA

fn, x, formats esa ls pqusa ;k Custom 

Format dk ç;ksx dj Font, Font style, 

Size, Effects, color bR;kfnA

3. click

1
. T

y
p

e
  T

e
x
t

Step 4 : blh rjg lHkh VsDLV ds fy, 

formatting pqusaA
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Draw information by analyzing data and represent it using graphs-

;fn vki data dks list ds Q‚eZ esa enter djus ds ckn mlesa ç;ksx fd;s x, numeric data ij functions apply 
dj ,d table cukuk pkgrs gS tks vkids data dks summarize dj fn[kk, rks mlds fy, vki Pivot Table 

vkI'ku dk ç;ksx dj ldrs gSaA

'kkjnk Ldwy us vius okf"kZd egksRlo ij mu lHkh cPpksa dks iqjL—r djus dk fu'p; fd;k 
gS ftudh attendance 90 ls T;knk gSA uhps fn, x, lSaiy MkVk dk ç;ksx dj mu lHkh 
cPpksa dh attendance dks gjs jax ls gkbZykbV djsa tks 90 ls T;knk gSaA

Pivot Table  vkidks okafNr fjiksVZ çkIr djus ds fy, LçSM'khV rkfydk esa p;fur d‚ye 
vkSj MsVk dh rows dks iquxZBu vkSj lkjkaf'kr djus nsrk gSA Pivot Table okLro esa LçSM'khV 
ds MsVk dks ugha cnyrh gSA

vuqtk dh ekrkth ,d v‚fQl esa dSaVhu pykrh gSaA og ,d ftEesnkj lapkyd gSa 
tks cklh [kkuk dHkh ugha csprha ]vuqtk us viuh ICT dh tkudkjh ls ,d fnu dh 
fcØh sequence esa  spreadsheet esa enter dj nh gS] vkSj vc mldk fo'ys"k.k 
djuk pkgrh gS] vuqtk dh list dk va'k uhps screenshot esa fn[kk;k x;k gSA

vuqtk dh lgk;rk Pivot table ¼ikboksV Vscy½ ls dh tk 
ldrh gSA

Pivot table dk ç;ksx djus ds fy, ge fuEu LVsIl dk 
ikyu djsaxs%

1. Select data

2.  Insert a Pivot Table 

3.  Drag fields

4. Add Pivot Chart 

5. Change Summary Calculation 

Step 1, Select data: List  dks lsysDV djsaA

Step 2 , Insert a Pivot Table: Insert tab ls Pivot Table                    pqusaA

vkvks djds ns[ksa 
¼Activity½ 14%

Lo;a djds ns[kas 

¼Practice½ 11%
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Step 2 :Insert Pivot Table 
click djus ij ;s dialog box 

fMLIys gksrk gSA

Sheet 1 ds A1 ls C23 cells, 

gekjh cellrange gSA

Pivot Table ,d u;h Worksheet esa insert gksxkA 
Pivot Table blh Worksheet esa insert 

gksxk ftldh location gesa nsuh iM+sxhA

Step 1: Select Data C
lic

k

Step 3 Drag fields: 

Pivot data inserted at a 

new sheet (Sheet 7) 

ftu columns dks vki 
fjiksVZ dh row esa ns[kuk 
pkgrs gSa mu ij click 
dj tick yxk;saA

Functions numeric data 

ij apply fd;s tkrs gSaA
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Step 4: Step 3 ds ckn Pivot Table bUlVZ gks tk;sxkA tSls dh uhps fn, screenshot esa fn[kk;k x;k gSA

Pivot Table

viuh d{kk ds 15 cPpksa ls muds euilan fo"k; dk uke iwN LçsM'khV esa ,d odZ'khV 
cuk,a vkSj pivot table dh enn ls mudh fxurh fudkysaA uksV% vki dsoy fo"k;ksa ds 
uke enter djsaA mnkgj.k 

tSlk fd vkius le>k dh charts/graphs data dks çLrqr djus vkSj mlds fo'ys"k.k 
dk ,d vPNk rjhdk gSA vkb;s bl Pivot Table ds fy, Pivot Chart bUlVZ djsaA

Lo;a djds ns[kas 

¼Practice½ 12%

Pivot Table ds data ls Pivot Chart cukukA

vkvks djds ns[ksa 
¼Activity½ 15%

Step 1: Pivot table ij click djus ij vkidks Option tab ds Åij ÞPivot Table toolsß fn[kkbZ iM+saxs ftlesa 
ls vki ÞPivot chartß           ij click djsaA
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ftl rjg vkius Activity 3 esa Chart/Graph bUlVZ fd;k gS mUgha steps dk ikyu dj ikboV pkVZ bUlVZ djsaA 
vkids fy, Pivot data dk d‚ye pkVZ uhps fn[kk;k x;k gSA vki bl pkVZ dks edit ,fDVfoVh esa fn, x, LVsIl ls 
Hkh dj ldrs gSaA

Pivot Table

D;k ge ,d ls T;knk QaD'ku dk ç;ksx dj ldrs gSa \

Pivot data esa vki ,d ls T;knk Functions Hkh bUlVZ dj ldrs gSaaA

Step 1: "Choose fields to add report" option esa ls Numeric d‚ye ij right click djsa ] vkSj ÞAdd to 

Valuesß ij click djsaA

Right Click 

Step 2: tSlk fd Åij fn, x, screenshot esa fn[kk;k 
x;k gS] ÞValuesÞ esa ÞSum of Amountß vkI'ku tqM+ 
tkrk gS] bl function dks change djus ds fy, ml ij 
right click djsa] vkidks ÞValue filed Settingsß Dialog 

fn[ksxk ] ftles ls vki dksbZ Hkh t:jr vuqlkj function 

pqu ldrs gSaA
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Project Work 1:

"World Heritage Site ¼fo'o /kjksgj LFky½ ,d {ks= gS ftls UNESCO ¼United Nations Educational, 
Scientific and Cultural Organization ¼la;qä jk"Vª 'kSf{kd] oSKkfud vkSj lkaL—frd laxBu ¼;wusLdks½½ }kjk 
lkaL—frd] ,sfrgkfld] oSKkfud ;k vU; egRoiw.kZ dkj.k ds :i esa pquk tkrk gS] vkSj bls varjjk"Vªh; laf/k;ksa }kjk 
dkuwuh :i ls lajf{kr fd;k tkrk gSA bu lkbVksa dks ekuork ds lkewfgd fgrksa ds fy, egRoiw.kZ ekuk tkrk gSA ;g 
ekuo bfrgkl ds cgqewY; çek.k gSa Aß

UNESCO us Hkkjr o"kZ esa Hkh dqN {ks=ksa dks World Heritage Site dh ekU;rk nh gSA

http://whc.unesco.org/en/statesparties/in ij vki Hkkjr o"kZ esa ?kksf"kr  World Heritage Site dh list 
ik;saxsA bl list dk v/;u dj gj World Heritage Site ds lkFk muds çns'k dk uke igpkusa vkSj table esa uhps 
fn, x, heading ds vuqlkj data enter djsa%

Data enter djus ds ckn vki mls Column Chart ls n'kkZ;sa vkSj viuh d{kk esa bldh çLrqfr djsaA

vki lHkh eksckbYl vkSj LekVZ Qksal ls tqM+s [krjksa dks Hkyh Hkkafr tkurs gSa ijUrq dbZ ckj bls vuns[kk dj nsrs gSaA

LekVZ Qksu ds T;knk ç;ksx ls vk¡[kksa dks uqDlku gks ldrk gSA ,d çeq[k flMuh v‚IVksesVfjLr ds 
eqrkfcd] tks cPps LekVZ Qksu vkSj VScysV dk bLrseky djrs gSa] os fMftVy fMokblst ls uhys çdk'k ds 
mRltZu ds dkj.k laHkkfor vifjorZuh; vk¡[kksa ds uqdlku ds [krjs dk lkeuk djrs gSaA

Project Work 2: 

LekVZ Qksu dk ç;ksx djrs le; ge bu lko/kkfu;ksa dk ç;ksx 
dj ldrs gSa%

Û LekVZ Qksu dk ç;ksx cgqr T;knk u djsaA

Û viuh vk¡[kksa dks ckj ckj >idk,aA

Û czkbVusl dks de djsaA

Û yxkrj LekVZ Qksu ds ç;ksx ls cpsa FkksM+h nsj dk czsd ysaA

Û LØhu dks lkQ j[ksaA 

Û LekVZQksu dks vk[kksa ls ftruk nwj gks lds j[ksaA

Û gjh lfCt;ka] xktj bR;kfn dk lsou djsaA

Activity 15 esa cuk;s Pivot Table dks Pivot Chart  ls n'kkZ;saALo;a djds ns[kas 

¼Practice½ 13%
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Åij nh x;h lko/kkfu;ka flQZ LekVZ Qksu gh ugha cfYd Vhoh@daI;wVj dk ç;ksx djrs oDr Hkh cjruh pkfg,A ;g 
gekjh thou 'kSyh dk vfHkUu vax gksuk pkfg,A vki vius lgikfB;ksa ls bl tkudkjh ds ckjs esa iwfN, vkSj muds 
mÙkj dks table esa enter djsaaaA ¼;g Survey¼losZ½ dgykrk gS½ 

vkidk y{; gS%

1- ;g tkuuk fd fdrus yksxks dks bl dh iwjh tkudkjh Fkh ]FkksM+h cgqr tkudkjh Fkh ];k fcydqy tkudkjh ugha 
FkhA

a. Åij ,df=r tkudkjh dk Pie Chart cuk,aA

2- fdrus lgikfB;ksa ds ?kjksa esa LekVZ Qksu gS vkSj fdrus lgikfB;ksa ds ?kjksa esa LekVZ Qksu ugha gSA

a. bl tkudkjh dks d‚ye pkVZ ls çLrqr djsaA

3- ftuds ikl LekVZ Qksu gS muls ;g tkfu, dh fdrus cPps ml ij flQZ xsEl [ksyus ds fy, mi;ksx djrs gSa vkSj 
fdrus cPps mldk ikB csgrj le>us ds fy, djrs gSa \

bl tkudkjh dks Hkh Pie Chart ls çLrqr djsaA

4- bu lHkh charts dks mi;qä heading ds lkFk ,d u;h sheet ij fn[kk,aA blds fy, vki uhps fn, x, lSaiy 
bUQksxzkfQd dk Hkh ç;ksx dj ldrs gSaA

bUQksxzfQd buQkesZ'ku fn[kkuh dh ,d çHkko'kkyh 'kSyh gS tks lwpuk dks charts] pictures vkSj VsDLV ds 
ek/;e ls çLrqr djus esa lgk;d gSA

mnkgj.k%

a.

corbettnationalparkindia TCS Survey on Digital Habits Sap-design-studio-tips-and –tricks- 1

Source:

,d dne vkSj%

Û Charts/Graphs vkI'ku  Word Processor vkSj Presentation Software  esa Hkh ik;k tkrk gSA

Û Google Data Studio vkids MsVk dks tkudkjhiw.kZ MS'kcksMZ~l vkSj fjiksVZ~l esa cnyrk gS tks i<+uk] lk>k 
djuk vklku gSa vkSj iwjh rjg ls vuqdwyu ;ksX; gSA
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Ribbon keyboard shortcuts (fjcu dhcksMZ 'kksVZdV~l )

tc vki keyboard ls Alt key nckrs gSa] NksVs NksVs v{kj vkidks fn[krs gSa ftUgsa KeyTips ¼dh fVIl½ dgrs gSa] tSlk 
fd uhps nh x;h best esa fn[kk;k x;k gSA

vki bu v{kjksa dks Alt key ds lkFk nck dj fofHkUu tabs dks vksiu dj ldrs gSaA

Frequently used shortcuts (ckj ckj ç;ksx esa vkus okys 'kksVZdV~l)

To do this Press 

Workbook Close djus ds fy,%  Ctrl+W

Workbook Open djus ds fy, Ctrl+O

Home tab Alt+H

Workbook Save djus ds fy, Ctrl+S

Copy djus ds fy, Ctrl+C

Paste djus ds fy, Ctrl+V

Undo djus ds fy, Ctrl+Z

cell contents feVkus ds fy, Delete key

Cell esa fill color Hkjus ds fy, Alt+H, H

Cut djus ds fy, Ctrl+X

Insert tab Alt+N

Bold djus ds fy, Ctrl+B

cell ds MsVk dks Center align djus ds fy,   Alt+H, A, then C

Page Layout tab Alt+P

Data tab Alt+A

View tab Alt+W

Open context menu, (ckj ckj ç;ksx 
esa vkus okys vkI'ku) Shift+F10

Borders yxkus ds fy,  Alt+H, B

Column Delete djus ds fy, Alt+H,D, then C

Formula tab ij tkus ds fy, Alt+M

Selected rows dks hide djus ds fy, Ctrl+9

Selected columns dks hide djus ds fy, Ctrl+0

|Reference : https://support.office.com/en-us/article/Excel-keyboard-shortcuts-and-function-keys-for-Windows-
1798d9d5-842a-42b8-9c99-9b7213f0040f
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I respect myself: eSa dHkh udy ugha djrk@djrh vkSj lnSo LofufeZr dk;Z ds 
fy, iz;Ru'khy gw¡aA

I respect other's work:  eSa L=ksr@lanHkZ ds rgr osc ls bLrseky fd, x, lHkh 
lalk/kuksa ds url dk mYys[k djrk@djrh gw¡A

;kn j[ksa%

Û Spreadsheet ,d computer application gS tks data dks store djus esa enn djrk gSA Spreadsheet 
ds mnkgj.k% Microsoft Excel, LibreOffice Calc, Google Sheets etc.

Û Data ds çdkj Text, numeric, date, image, audio, vkSj video gSaA

Û ,d mR—"V table esa table dks mfpr heading nh tkuh pkfg, vkSj data dks vkMZj esa yxk;k tkuk pkfg,A

Û Graph /Chart dk mi;ksx data n'kkZus dk fy, lcls igys 1785 esa Ld‚VySaM baftfu;j vkSj jktuhfrd 
vFkZ'kkL=h  William Playfair ¼fofy;e IysQs;j½ us fd;k FkkA

Û Discrete data ,d iw.kkaZd data  gS tks fxuk tk ldrk gSA tSls 1]5]7]23]---- 

Û Continuous data dks ukik tk ldrk gSA tSls% 5-5 bap ] 2-5 kg] 101-5o 

Û Spreadsheet esa column chart, line chart, pie, bar, area eq[; xzkQ @pkVZ gSaA

Û Chart title, Xaxis title, Y axis title, X axis value,Y axis value, Bar value xzkQ@pkVZ ds eq[;k vax 
gSaA

Û Independent variable Lora= pj eku gSA 

Û Dependent variable independent variable ij fuHkZj gksrk gSA

Û fdlh pkVZ@xzkQ ds :i esa ,d= fd, x, vkSj çnf'kZr fd, x, MsVk ds vFkZ dh O;k[;k djus dh çfØ;k dks 
Data Analysis ¼MsVk fo'ys"k.k½ dgrs gSaA

Û Graph /Chart  dks cukus ds fy, lcls igys MsVk dks table ds :i esa enter djuk iM+rk gSA

Û pkVZ dks edit Hkh fd;k tk ldrk gSA

Û gj pkVZ Vkbi ds fy, dbZ çdkj ds pkVZ layout gksrs gSaA

Û Sort ¼l‚VZ ½ option dk ç;ksx dj igys d‚ye ds fglkc ls data dks ascending/descending order esa 
arrange fd;k FkkA ij ;fn gesa igys d‚ye ds vykok dksbZ Hkh nwljs d‚ye ds fglkc ls list 

ascending/descending order esa  arrange djuh gks rks ge Custom Sort vkI'ku dk ç;ksx djrs gSaA

Û Filter ¼fQYVj½ dk ç;ksx cM+h List esa fof'k"V tkudkjh ij /;ku dsafær djuk vklku cukus ds fy, fd;k 
tkrk gSA

Û ftl d‚ye ij vki Filter yxkrs gSa ml d‚ye ij funnel dk fu'kku cuk fn[kkbZ nsrk gSA
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Û çR;sd oxZ ds tksM+ dks  subtotal dgrs gSaA

Û Formula Þ¾ß ls 'kq: gksrk gSA

Û QkewZyk apply djus ds fy, Fill handle dks MªSx djus ls] QkewZyk lHkh cells ij apply gks tkrk gSA

Û Spreadsheet esa Condition dks apply djus ds fy, Þif ß function dk ç;ksx fd;k tkrk gSA Condition 
ds vuqlkj ge cells dh value set dj ldrs gSaaA

Û ,d Decision Tree dqN fLFkfr;ksa ds vk/kkj ij fu.kZ; ds laHkkfor lek/kkuksa dk xzkfQdy çfrfuf/kRo djrk 
gSA

Û ge condition ds vuqlkj cell dh formatting Hkh spreadsheet ds Conditional Formatting option ls 
dj ldrs gSaA

Û Drag djds yxkrkj pqus x, Cells dks Cell range dgrsa gSaA

Û Pivot Table okafNr fjiksVZ çkIr djus ds fy, LçSM'khV rkfydk esa p;fur d‚ye vkSj MsVk dh rows dks 
iquxZBu vkSj lkjkaf'kr djus nsrk gSA Pivot Table okLro esa LçSM'khV ds MsVk dks ugha cnyrh gSA

Û bUQksxzfQd information fn[kkus  dh ,d çHkko'kkyh 'kSyh gS tks lwpuk dks charts, pictures vkSj VsDLV ds 
ek/;e ls çLrqr djus esa lgk;d gSA

1- LçsM'khV ds ç;ksx ls ijh{kk esa çkIr vad odZ'khV esa enter djsa ] ftu fo"k;ksa esa vad 50 ls de gSa ] mudks yky 
jax ls n'kkZ;sa vkSj mlds fjekdZ~l esa Þhardworkß fy[ksaA viuh pecentage Hkh calculate djsa vkSj xzkQ dh 
lgk;rk ls vius fo"k;ksa ds vad ds MsVk dks çLrqr djsaA

2- Dykl e‚fuVj gksus ds dkj.k vkidks viuh d{kk ds cPpksa ls picnic ds fy, mudh ilanhnk txg iwNus ds fy, 
dgk x;k gSA vki LçsM'khV esa viuh Dykl ds cPpksa ds *uke vkSj mudh ilanhnk txg enter dj]

1- Subtotal fudkysaA

2- Pivot table vkSj Pivot chart dk ç;ksx dj mls csgrj rjhds ls çLrqr djsaA

Lo;a djsa
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SELF ASSESSMENT
Fill the following assessment sheet with the activity and grades awarded by the student (self) 
and peer group according to the grade scheme mentioned below. 

SL.NO (Practices & Projects) SELF 
ASSESSMENT

PEER ASSESSMENT

Name of the peer Grade

GRADE SCHEME

Grade Points Remedial Remarks

D 1 Need Teacher’s Help

C 2 Requires occasional peers’ help

B 3 Can work independently.

A 4 Is able to help others.

Note: Peer assessment must be done by any one peer from the student’s group.
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vH;kl 

I. cgqfodYih; ç'u

1- fdl chart layout ds ç;ksx ls heading uhps ] legend right side esa] X axis title, y axis title Hkh 
fn[ksaxs \

a)

b)

c)

d)

2- fdlh cell dks condition ds fglkc ls jax nsus ds fy, fdl option dk ç;ksx fd;k tkrk gS \

a) Fill Handle

b) Conditional Formatting

c) Fill colour

d) Format Cell

3- bl Graph/Chart dks igpkusa%

 a) Line

b) Pie

c) Bar

d) Column

4-  fdlh Hkh Graph/Chart cukus dk igyk step D;k gS \

a) Select Row 

b) Select Table

c) Select Column

d) Select Cell

a. ________________  us lcls igys Graph dk ç;ksx data n'kkZus ds fy, fd;k FkkA

b. ftl d‚ye ij Filter yxkrs gSa ml ij  ______________ dk fu'kku cu tkrk gSA

c. = IF (Condition, _______________, ___________), syntax  iwjk djsaA

II. fjä LFkku HkjksA
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III.lgh okD; ds vkxs lgh ¼√? rFkk xyr ds vkxs xyr (x) dk fpUg yxk;saaA

IV.y?kq mÙkjh; ç'uA

a. odZ'khV dh gj row dks header row dgrs gSaA             ¼  ½

b. Graph/Chart data ds fo'ys"k.k dks vklku cukrk gSA        ¼  ½

c. Subtotal level 1 gj category ds fglkc ls value fn[kkrk gSA ¼  ½     

5- vk—fr us ,d list cuk;h gS%

   ftldks og rhljs d‚ye ÞNo- of caloriesß ds fglkc ls Sort djuk pkgrh gSA

1- fdl tab esa vki sort vkI'ku ik,axs \ Sort ds dkSu ls rjhds dks pquk tkuk pkfg,\

2- Sort djrs le; fdl vkI'ku ls gesa d‚ye ds uke fn[kkbZ nsrs gSa \

6-  jkts'k dh ekrkth cq[kkj ls ihfM+r FkhA M‚DVj us mUgsa cq[kkj dks e‚fuVj djus ds fy, 'kjhj dk rkieku fy[krs 
jgus dh fgnk;r nhA jkts'k us ;g MsVk ,d odZ'khV esa fy[k fn;k vkSj vius ifjokj okyksa dks og ,d pkVZ ds 
ek/;e ls ekrkth ds cq[kkj dk fo'ys"k.k nsrk gS tks fd lcdks tYnh le> esa vk tkrk gSA blh lUnHkZ esa uhps fn, 
x, ç'u dk mÙkj nsa%

a. Thermometer esa fjd‚MZ fd;k rkieku fdl rjg dk data gSA vius mÙkj dk mi;qä dkj.k crk,aA

b. jkts'k us dkSu lk pkVZ pquk gksxk \

6- vuq"dk us LçsM'khV esa fuEufyf[kr fooj.k ntZ fd, gSa%

IV.nh?kZ mÙkjh; ç'uA



ICT Information and Communications Technology 48

mi;qä QaD'ku fy[ksa%

a. lsy  D8 esa dqy  Amount Payable" Unit Price * Quantity) fudkyus ds fy,A

b. lsy  C9 esa lcls de "Unit Price"  fudkyus ds fy,A

c. lsy  C10 esa loksZPp "Amount Payable" fudkyus ds fy,A

d- vuq"dk mu lHkh oLrqvksa ds fy, ÞOrderedß fn[kkuk pkgrh gS ftudh ßQuantityß d‚ye C esa 0 ls 
vf/kd gS vkSj 0 gksus ij ÞNot Orderedß fn[kkuk pkgrh gSA

"
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v

v

v

v

v

v

v

fp=ksa dks Insert djuk] Text wrapping (jSfiax) djuk vkSj Resize djuk lh[kukA

Special Symbols vkSj Objects Insert djuk lh[kukA

Captions ('kh"kZd)  tksM+uk lh[kukA

Headers vkSj Footers Insert djuk lh[kukA

Superscript vkSj Subscript dk ç;ksx djds Formulae fy[kuk lh[kukA

Processes (çfØ;kvksa½ dks Mind Map ls çnf'kZr djuk vkSj Textual Format esa fy[kukA

Word Document dks PDF Format esa Save djukA

CHAPTER 2

D;k lh[ksaxs\ ¼Learning Outcomes½ 

Learning to design a textual communication piece

¼lwpuk lapkj ds fy, fMtkbu lh[kuk½

Data Representation & Processing 06

Tool Used: Word Processor

fcydqy dq'k] rqe esjs dk;Z esa esjh enn djksxs rks eq>s cgqr gh vPNk yxsxkA tks Hkh Nk= 
eSxthu ds fy, viuk ;ksxnku nsuk pkgrs gS] eSaus mu lcls tkudkjh ,df=r dj yh 
gSA eSa word processor dh lgk;rk ls ,d Document rS;kj dj jgh gw¡A ftles dqN 
fp=] dgkuh] dqN rF;] vkSj Hkh cgqr dqN gSA ysfdu esjh ,d leL;k gS \

dud eSaus lquk gS fd rqe eSxthu dh Editorial Team esa gksA D;k eSa rqEgkjh dqN enn dj 
ldrk gw¡ \
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dud] D;k leL;k gS\  Word Processor rks geus viuh fiNyh Dykl esa cgqr vPNs ls 
fd;k FkkA rqEgs ;kn gS] eSMe us ges cgqr gh vPNh rjg le>k;k Fkk vkSj geus xzke lHkk vkSj 
çnw"k.k ls lEcaf/kr tkudkjh ij Hkh rS;kj fd;k FkkA D;ksa uk ge blesa ICT eSMe dh enn ys \

gk¡] dq'k rqe lgh dg jgs gksA ges viuh eSMe dh enn ysuh pkfg, vc oks gh gekjk lgh 
ekxZn'kZu dj ldrh gSA

Recall:

Word Processor ,d Software gS ftlls ge viuh Qkby dks Save vkSj Print dj ldrs gSA 
blesa ge ist dks jaxksa vkSj fp=ksa dh lgk;rk ls Attractive ¼vkd"kZd½ cuk ldrs gSaA ;g gekjh 
tkudkjh dks ist esa lgstus] mu ij vkd"kZd Font Style nsus] nLrkostksa dk laiknu ¼Editing½] 
Lo:i.k ¼Formatting½ djus esa Hkh enn djrk gSA

fp=ksa dks Insert djuk] Resize djuk vkSj Text Wrapping djuk lh[kukA

ueLrs eSMe] vkt ges vkidh enn pkfg,A eSa 
Ldwy eSxthu ds fy, dke dj jgh gw¡A ftles 
dqN leL;k vk jgh gSA

th eSMe! eSa Hkh dud dh lgk;rk djuk pkgrk gw¡ ysfdu 
ges oMZ çkslslj esa fp=ksa dks lgstuk ugha vk jgkA 
D;k vki gekjh enn djsaxh \

I;kjs cPpks ! ;s rks cgqr gh vPNh ckr gS fd vki  School Magazine ds fy, 
dke dj jgs gSA vkvks cPpks vkt ge fp=ksa dks 'kCnksa ds lkFk lgh txg ij 
yxkuk lh[krs gSA
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Word Processor esa fp=ksa dks tksM+us ds fy, ge Insert Tab dk ç;ksx djrs gSA fp=ksa dks tksM+us ds nks rjhds gksrs 

gSA

1- Picture From File fodYi dk ç;ksx djsasA

2- Online Pictures fodYi dk dk ç;ksx djsasA

fp=ksa dks Document esa tksM+ukA

Picture from File fodYi 

bl fodYi dh enn ls ge vius daI;wVj esa igys ls  save dh x, fp=ksa dk ç;ksx vius M‚D;wesaV esa ç;ksx dj 
ldrs gSA bls uhps fn, x, fp= esa fn[kk;k x;k gSA

Step 1: Picture insert djus ds fy, Insert tab ij fDyd djsaxs rks ges Picture option fn[kkbZ nsrk gS bl 
ij Click djsaA Picture Option ij fDyd djus ij "Insert Picture" c‚Dl [kqysxk ftles ge viuk 
eupkgk fp= pqu ldrs gSA

vkvks djds ns[ksa 
¼Activity½ 1%

fç;k dh NksVh cgu ikapoh d{kk esa i<+rh gS mldh v/;kfidk us mls ,d Qynkj 
isM+ ds ckjs esa d{kk esa ppkZ djus ds fy, dgk gSA fç;k us viuh cgu ds fy, ,d 
vke ds isM+ dk fp= MyPaint Software esa cuk fn;k vc mlus dqN ifä;ka Hkh 
mlds ckjs esa oMZ çkslslj esa fy[k dj j[k yh gS ysfdu mls ;g le> ugha vk jgk 
fd og ml fp= dks oMZ çkslslj esa dSls ç;ksx djsA vkb;s ge bl dk;Z esa mldh 
enn djrs gSA fç;k us igys ls gh fp= cuk;k gqvk gS rks blds fy, ge "Picture 

from file" dk fodYi dk ç;ksx djsaxsA
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Step 2: tc ge Insert ij fDyd djsaxs rks gekjk fp= oMZ M‚D;wesaV esa vk tk;sxkA

cPpksa] vki lc ;s tkurs gS fd baVjusV fdlh Hkh fo"k; ij tkudkjh dk vFkkg Hk.Mkj gSA blh çdkj ge fdlh Hkh 
çdkj ds fp=ksa dks baVjusV ij [kkst ldrs gSA fp=ksa dks baVjusV ls <wa<+uk vkSj mUgsa oMZ M‚D;wesaV esa ç;ksx djus ds 
fy, ge "Online PIcture" fodYi dk ç;ksx dj ldrs gSA tSls fç;k viuh cgu ds fy, vke ds isM+ dk fp= 
baVjusV ls Hkh [kkst ldrh gSA

bl fodYi dh enn ls baVjusV ls Hkh ge fp= download dj ldrs gSA bls uhps fn, x, fp= esa fn[kk;k x;k gSA

Online Pictures fodYi
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1- cPpksa] vkius vkl ikl dHkh u dHkh xqykc ds Qwy ns[ks gksaxsA fdrus eueksgd vkSj 
[kq'kcwnkj gksrs gS ;s Qwy \ D;ksa u vki ,d xqykc ds Qwy dk fp= MyPaint Software 
dk ç;ksx djds cuk;sA xqykc ds Qwy dh cgqr lkjh fdLe gksrh gSA bu lHkh ds ckjs esa 
tkudkjh ,d= djs vkSj mls ,d  Word Document esa Save djsaA

2- cPpksa] vkius xqykc dh fdLe ds ckjs esa tkudkjh ,d= dj yh gksxhA vc vki "Online 

Pictures " fodYi dk ç;ksx djds vius M‚D;wesaV esa bu lHkh fdLe ds xqykc ds Qwyksa 
ds fp=ksa dks Hkh vius M‚D;wesaV esa lfEefyr djsaA

eSMe] eSaus vius M‚D;wesaV esa ,d fp= dks lfefYyr fd;k ysfdu oks 
cgqr cM+s vkdkj dk vk jgk Fkk | ftlls oks esjh ikB tkudkjh ds 
lkFk lgh ugha yx jgk Fkk | D;k eS mudk vkdkj vius vuqlkj 
cny ldrh gw¡ ftlls oks FkksM+k NksVk gks lds \

gk¡ dud] fp=ksa dks vius vuqlkj NksVk ;k cM+k djuk laHko gS ysfdu dHkh & dHkh 

fp=ksa dks cM+k vkdkj nsus ij mlds Pixels vyx & vyx gks tkrs gS ftlls oks 
fp= /kqU/kyk fn[kus yxrk gSA fp=ksa dk vkdkj ,d lhek rd gh NksVk ;k cM+k fd;k 
tk ldrk gSA

RECALL: cPpksa] vkius fiNyh d{kk esa Images ds ckjs esa i<+k gSA Computer esa images nks rjg dh gksrh 
gS Bitmap Images vkSj Vector images | Digital Camera dh lgk;rk ls tks ge photo click djrs gS oks 
bitmap images gksrh gS tks vkdkj c<+us ij Blur ¼VwV½ gks tkrh gS tcfd Vector Images oks gksrh gS tks 
vkdkj c<+kus ij viuh Original Image dh rjg gh jgrh gSA budh Picture Quality vPNh gksrh gSA blls 
ge fp=ksa dks vklkuh ls ?kVk&c<+k ldrs gSA oMZ çkslslj esa ge T;knkrj jpeg images dk ç;ksx djrs gSA

,d Pixel Digital ¼fMftVy½ Nfo ;k xzkfQd dh lcls NksVh bdkbZ gS ftls Digital Display Device ij 
çnf'kZr fd;k tk ldrk gSA

tc ge oMZ çkslslj esa dksbZ Hkh fp= tksM+rs gS rks oks vius Original Size ¼ewy vkdkj½ esa gh Document esa vkrh gS 
ysfdu ge viuh vko';drk ds vuqlkj mldk  Size NksVk ;k cM+k dj ldrs gS mlds fy, ges mldh Height 
¼yEckb½Z  vkjS  Width ¼pkMS k+ b½Z  dk s Set djuk gkrs k gAS  uhp s fn, x, nk s rjhdk s l s ge Picture dk Size cny ldr s gAS

1- Resizing Handles dk ç;ksx djds ge resize dj ldrs gSA

2- Picture Tools Format dk ç;ksx djds ge resize dj ldrs gSA

fp=ksa dks Resize ¼NksVk ;k cM+k½ djuk

Lo;a djds ns[kas 

¼Practice½ 1%
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"Resizing Handles picture dks ekml dh enn ls Resize djrk gSA ßtc ge picture ij fDyd djrs gS rks 
mlds pkjksa vksj Resizing Handles fn[kkbZ nsrs gS bu ij Mouse Pointer j[kus ij ;g Double sided arrow 

ßà esa cny tkrk gS ftldks Drag ¼MªSx½ djds ge yEckbZ vkSj pkSM+kbZ dks cny ldrs gSA Resizing Handles 4  
dksuks ij vkSj 4 Hkqtk e/; gksrs gSA bl çdkj dqy 8 gksrs gSA bues ls fdlh ,d dks Hkh Drag djus ij fp= dks NksVk 
;k cM+k dj ldrs gSA tSlk fd uhps fp= esa fn[kk;k x;k gS A

fp= 2-1 ¼Resizing Handles dk ç;ksx½

Word Processor esa ge Insert Tab dh lgk;rk ls image insert dj ldrs gSA image ij click djus ij Åij 
Picture Tools Format Tab fn[kkbZ nsxk ftlls ge yEckbZ vkSj pkSM+kbZ cny ldrs gSA

Picture Tools Format dk ç;ksx

Resizing Handles dk ç;ksx
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tSls ge ;gk¡ viuh Image dh yEckbZ 8-81 cm vkSj pkSM+kbZ 15-92 cm lsV djsaxsA uhps fn, x, fp= ls bls le>sA

fp= 2-2 ¼Picture Tools Format dk ç;ksx½

eSMe] ;g rks cgqr gh vPNk gS ysfdu esjs eu esa ,d ç'u vk jgk gS fd dHkh 
& dHkh tc ge dqN fp=ksa dk ç;ksx djrs gS rks mles ls gesa mlds dqN gh 
fgLls dh vko';drk gksrh gS ysfdu fQj Hkh oks iwjk gh fp= gekjs 
Document ls tqM+ tkrk gSA D;k ge fp= ds fdlh ,d fgLls dk ç;ksx 
dj ldrs gS tSls eSa fdlh fp= dh dk¡V&NkaV dj ldwa \

fcydqy dq'k] oMZ çkslslj esa ;s lc laHko gS blds fy, Crop Option dk ç;ksx 
fd;k tkrk gS ysfdu blls dsoy fp= ds ckgjh fgLls ij gh dk¡V& NkaV dh tk 
ldrh gSA fp= ds chp esa ls ge Crop ugha dj ldrsA
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ÞCrop vkSj Resize esa ,d varj gksrk gSA Crop djus ij image dk ,d fgLlk 'ks"k jg tkrk gSA Crop gksus ij 
image dk ckgjh fgLlk dV tkrk gSA tcfd Resize djus ij Original Image dk flQZ vkdkj cny tkrk gS 
ftles yEckbZ vkSj pkSM+kbZ dks de ;k T;knk fd;k tk ldrk gSA Picture Tools Format dk ç;ksx djds ge Crop 
dj ldrs gSA

tc ge Crop Option Select djrs gS rks ges Crop button       utj vkrk gS ftldks image ij drag 
djus ls ckgjh fgLlk dV tkrk gSA

Crop ¼dk¡V&NkaV½ Option dk ç;ksx

fp= 2-3 ¼a½ Crop Option dk ç;ksx

fp= 2-3 ¼b½
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eSMe] ;s rks cgqr gh vPNk fodYi gS blls rks ge fdlh Hkh fp= ds ckgjh vupkgs Hkkx 
dks gVk ldrs gS ysfdu eSMe tc ge fdlh Hkh fp= dks Text ds lkFk tksM+rs gSa rks oks 
fp= VsDLV ds lkFk lgh ls esy ugha [kkrk ;k gekjh eupkgh txg ij ugha vkrkA bls 
dSls lgh fd;k tk ldrk gSA

dud] rqEgkjk lkspuk fcydqy lgh gSA I;kjs cPpks ! fn, gq, VsDLV ds lkFk fp=ksa dks 
ge dbZ çdkj ls tksM+ ldrs gSA bls Text Wrapping ¼ VsDLV jSfiax ½ dgk tkrk gSA 
blesa cgqr lkjs fodYi gksrs gSA

Text wrapping setting dks cnyukA

ÞText wrapping dk ç;ksx fp=ksa ds vklikl 'kCnksa dks tksM+us esa fd;k tkrk gSAß

tc ge Pictures insert djrs gS rks vkius ns[kk gksxk fd mu pictures dks b/kj & m/kj djuk dfBu gksrk gS D;wafd 
oks "in line with the text" setting esa gksrs gSA vius rjhds ls pictures dks set djus ds fy, mudk vyx Text 

wrapping setting ysuk gksrk gSA

Text wrapping setting djus ds fy, picture ij click djuk gksrk gSA Picutre tool Format Tab ls ge text 

wrapping setting cny ldrs gSA Text Wrapping Option uhps fn, x, gSA

OPTION PURPOSE

1- In line with text Text ds lkFk gh Picture Hkh adjust gksrh gSA

2- Square Picture ds vk;rkdkj fMCcs ds vklikl text gksrk gSA

3- tight Picture ds vkdkj ds vuqlkj text vkrk gSA

4- through Picture ds lkFk [kkyh txg ij Hkh text ys ldrs gSA

5- top and bottom Picture ds Åij vkSj uhps text ys ldrs gSA

6- behind text Picture 'kCnksa ds ihNs gksrh gSA

7- in front of text Picture 'kCnksa ds Åij gksrh gSA
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bu lHkh fodYiksa dks uhps fn, x, fp=ksa dh enn ls lef>;sA

In line with text
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Square

Tight

 Through
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Top and Bottom

Behind Text

In front of text
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dq'k cgqr fnuksa ls pUæek ds ckjs esa fo'ys"k.k dj jgk gSA mlus ns[kk fd pUæek viuh 
vk—fr;ka cnyrk jgrk gSA dHkh oks iwjk fn[kkbZ nsrk gS rks dHkh oks ,d iryk rkj lk 
fn[kkbZ nsrk gSA dq'k viuh foKku fo"k; dh v/;kfidk ls bl ckjs esa ckr djrk gSA 
dq'k dh v/;kfidk mls pUæek dh dykvksa ds ckjs esa tkudkjh nsrh gSaA bl tkudkjh 
dks oks ,d oMZ çkslslj esa lgstuk pkgrk gSA vkb, mldh fp=ksa vkSj mldh tkudkjh 
dks lgstus esa enn djrs gSaA

pUæek dh fofHkUu vk—fr;ksa ds fy, dq'k baVjusV dh lgk;rk ysrk gS ftlds fy, 
Online Pictures dk Option ç;ksx dj ldrs gSA

Text with original picture

tc dq'k us vekoL;k ds pk¡n ds fp= dks viuh tkudkjh ds lkFk lk>k djus dk ç;kl fd;k rks mlus ik;k fd 
mldk fp= 'kCnksa dh vis{kk vf/kd cM+k gS vkSj 'kCn Hkh vf/kd LFkku ys jgs gS tcfd bl fp= dks vxj NksVk dj 
fn;k tk;s rks oks dke txg ij Hkh O;ofLFkr gks tk;sxk vkSj M‚D;wesaV cgqr vPNk utj vk,xkA blds fy, fp= dks 
Resize djuk gksxk vkSj 'kCnksa ds lkFk lkeatL; LFkkfir djus ds fy, Text wrapping setting dks nsuk gksxkA

Text with resized picture and “inline text” wrapping style

vkvks djds ns[ksa 
¼Activity½ 3%
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cPpksa] vkius isM+ ikS/kksa ds ckjs esa rks i<+k gh gS vkSj vkius vius vklikl cgqr lkjs isM+ ns[ks 
Hkh gksaxs ysfdu ge ;g Hkh tkurs gS fd ge viuh t:jrksa ds fy, bu isM+ksa dks u"V djrs tk 
jgs gSA isM+ksa dh egÙkk rks lcdks gh irk gS ysfdu D;k vkius dHkh lkspk gS dh bruk cM+k isM+ 
dSls gekjs okrkoj.k esa vk tkrk gSA lcls igys ,d cht dks cks;k tkrk gS tks /khjs & /khjs 
vius dky pØ dks iwjk djrs gq, ,d cM+k ?kuk isM+ cu tkrk gSA ,sls gh dqN isM+ksa ds ckjs esa 
tkudkjh ,d= dhft;s vkSj muds fp= Hkh bdB~Bk dhft;sA vki fp=ksa ds fy, vius fdlh 
Hkh vfHkokod dh enn ls dk ç;ksx djds fdlh ckx esa tkdj fp= ys ldrs gSA bl 
tkudkjh dks oMZ çkslslj esa ,d M‚D;wesaV ds :i esa lgstsA

Special Symbols vkSj Objects Insert djukA

tc ge dksbZ Hkh Professional ;k Legal Document rS;kj djrs gS rc ges dqN [kkl çrhdksa (Special 

Symbols) dh vko';drk gksrh gSA  Special symbols  vkSj Objects ds fy, ge Insert Tab dk ç;ksx djsaxsA 
budk ç;ksx djus ls ge vius Document dks professional :i çnku dj ldrs gSA

Objects insert djuk

oMZ çkslslj ges cgqr lkjh fo'ks"krk,a çnku djrk gS ysfdu dHkh & dHkh dke djrs le; ges fdlh nwljs l‚¶Vos;j 
dh Hkh vko';drk gksrh gS ,slk djus ds fy, ge ml l‚¶Vos;j dk Object ¼v‚CtsDV½ insert dj ldrs gSA blls 
ge nwljs l‚¶Vos;j ds lHkh fodYi Hkh oMZ çkslslj esa ç;ksx dj ldrs gSA tSls gesa oMZ çkslslj esa  Spreadsheet 
¼LçsM'khV½ dk object insert dj ldrs gSA

Lo;a djds ns[kas 

¼Practice½ 2%

vkvks djds ns[ksa 
¼Activity½ 4%

egd dh d{kk v/;kfidk ,d Marksheet dk Format cukuk pkgrh gSA ftlls 
mUgsa cPpksa dks ifj{kk ifj.kke nsus esa vklkuh gks vkSj oks ns[kus esa vPNk Hkh yxsA egd 
dh v/;kfidk pkgrh gS fd oks ml esa vadksa dk Total ¼tksM+½ vkSj Percentage 

¼çfr'kr½ Hkh Kkr dj ldsA vkb, mudh lgk;rk djsaA egd us viuh v/;kfidk dks 
crk;k fd ge Spreadsheet dk ç;ksx djds vadksa ij lqpk# :i ls dksbZ Hkh dk;Z 
dj ldrs gSA blds fy, ges oMZ çkslslj esa LçsM'khV ds options dk ç;ksx djuk 
gksxk ftlds fy, oMZ çkslslj object insert djus dh lqfo/kk çnku djrk gSA
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egd pkgrh gS fd Ldwy dk uke ,d vk;rkdkj fMCcs esa j[kk tk;s ftlls oks vyx ls fn[kkbZ nsA blds fy, ge 
Shapes insert dj ldrs gSA

,d Professional Document cukus ds fy, ges dqN  Special Shapes ¼Lis'ky 'ksil½ dh Hkh vko';drk gksrh 
gSA Insert Tab ij fDyd djus ij ge  Shapes Option dk ç;ksx djsaxsA

Shapes insert djuk

fp= 2-4
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Note: Object insert djus ds ckn vxj ge mldh tkudkjh esa dqN cnyko djuk pkgrs gSa rks ges ml ij 
Double Click djuk gksrk gS ftlls oks vius gh Software application esa [kqy tkrk gS vkSj ge mles 
editing dj ldrs gSA

egd us viuh d{kk v/;kfidk dh Marksheet dk Format cukus esa enn dh gSA mlh 
tkudkjh dk ç;ksx djrs gq, iwjh d{kk dk fo"k;ksa ds vuqlkj ,d Column Chart cuk;sA 
pkVZ vki Spreadsheet esa dj pqds gSA ;gk¡ vkidks Spreadsheet ds pkVZ ds lHkh 
fodYi object dh lgk;rk ls  word processor esa ç;ksx djus gSA

dud] rqEgs ;kn gS eSMe us dy o`Ùk ds ckjs esa lHkh tkudkjh fy[kus ds fy, dgk Fkk 
tSls mldh Radious ¼f=T;k½] Diameter ¼O;kl½] Circumfrance ¼ifjf/k½ vkSj 
Area a¼ {ks=Qy½A eSaus rks lc dqN viuh xf.kr dh d‚ih esa fy[k fy;k gSA

vjs okg ! dq'k rqeus bruh tYnh dj Hkh fy;kA eSa blh dke dks dj jgh Fkh ysfdu eSaus 
lkspk D;ksa uk eSa bl tkudkjh dks oMZ çkslslj dh enn ls rS;kj d:¡ \ vktdy oSls Hkh 
ge esa oMZ çkslslj ds ckjs esa i<+ jgs gSA ysfdu eSa ;s lksp jgh Fkh fd o`Ùk ds {ks=Qy vkSj 
ifjf/k ds fy, eq>s ,d fo'ks"k çdkj ds çrhd Pie ¼ikbZ½ dh vko';drk gS tks eq>s 
Keyboard esa ugha utj vk jgkA pyks ge v/;kfidk ls gh iwN ysrs gSA  

Lo;a djds ns[kas 

¼Practice½ 3%
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eSMe] eSa vkSj dq'k vius xf.kr esa o`Ùk dh dqN tkudkjh word processor esa save djus 
pkgrs gS ysfdu eq>s ,d fo'ks"k çdkj dk çrhd Pie ¼ikbZ½ Keyboard esa ugha fey jgkA 
D;k dksbZ vkSj fodYi gS \ D;k ,sls vkSj Hkh  çrhd gksrs  gS tks  ge dhcksMZ ls ugha Vkbi 
dj ldrs \

cPPpks] bu lHkh fo'ks"k çdkj ds çrhdksa dks  Special Symbol dgk tkrk gSA bUgs 
Keyboard dh enn ls ugha fy[kk tk ldrkA blds fy,  word processor ges Insert 

Tab esa Symbol Option çnku djrk gSA vkvks dud ge dqN xf.kr ds Formulae blesa 
fy[ksA

Special Symbols insert djuk

Special Symbols ds dqN mnkgj.k ;g Hkh gS Trademark sign, registered sign, Copyright sign- vkius 
dHkh ns[kk gksxk dqN daiuh ;k fdlh Hkh czkaM uke ds lkFk NksVs v{kjksa esa "TM" ;k NksVs ls o`Ùk esa "R" fy[kk gksrk gS 
tks ;s crkrs gS fd dksbZ vkSj O;fä ;k daiuh bl uke dks vius fy, ç;ksx ugha dj ldrhA bl uke dks dkuwuh rkSj 
ij viuk;k x;k gSA budks vius Document esa insert djus ds fy, Insert Tab ij click djuk gksrk gSA ;gk¡ ge 

Symbol Option select dj ldrs gSA

dud o`Ùk dk {ks=Qy vkSj ifjf/k dk Formulae fy[kuk pkgrh gS blds fy, ge 
Insert Tab dk ç;ksx djsaxsA

vkvks djds ns[ksa 
¼Activity½ 5%
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cPpks] ,sls gh vkSj Hkh cgqr lkjs Symbols ¼çrhd½ ,sls gS tks ge vius M‚D;wesaV esa ç;ksx djuk pkgrs gS mUgsa ge 
Symbols esa ÞMore Symbolsß Option ls ys ldrs gSA

cPpksa] vki cktkj [kjhnkjh djus rks tkrs gh gksaxs ;k vkids ?kj ;k fdlh tkuus okys us 
Online Shopping Hkh dh gksxhA vki vius cM+ks ls tkudkjh ,d= djs vkSj ,slh dqN 
Brand Name vkSj Company name dh ,d lwph cuk;s vkSj mlds lkFk esa fo'ks"k 
çdkj ds  Symbol ¼çrhd½ Hkh tksM+saA dqN mnkgj.k uhps fn, x, gSA

fp=ksa dks Align djuk

tc ge dksbZ Hkh Shape select djrs gS rks Mouse Pointer Plus (+) ds fpUg esa cny tkrk gS ftlls ge viuh 
Shape dks Mouse dh lgk;rk ls cuk ldsA  Shape cu tkus ds ckn ge mls vius Document esa eupkgh 
txg ij j[k ldrs gS ftls ge Alignment ¼,ykbuesaV½ dgrs gS tks  Shape dh txg fuf'pr djrk gS tSls Top]  
middle, bottom, left, center, right-Shape dks Align djus ds fy, ml ij Click djrs gS ftlls Åij 
Format Tab fn[kkbZ nsxk ogka ge Alignment option select dj ldrs gSA

Lo;a djds ns[kas 

¼Practice½ 4%
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Alignment Positions dks uhps fn, x, fp= 2-5¼b½ ls le>s

ge viuh image dks Flip ¼iyV½ vkSj Rotate ¼?kqek½ Hkh ldrs gSA blds fy, ges picture ij click djuk gksrk gS 
ftlls format tab fn[kkbZ nsxk mles ge Rotate Objects  cVu ij Click djds Options Select dj ldrs 
gSA  Rotate Options dks bl çdkj le>sA
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Flip Options dks bl çdkj le>sA

fp= 2-6 ¼a½

1- eku yhft;s vkids firkth ,d cky esys dk vk;kstu djus tk jgs gS mlds ckjs esa vki 
vius nksLrksa dks crkus ds fy, ,d foKkiu rS;kj djs tSls ,d mnkgj.k uhps fn;k x;k 
gSA vki blesa mlls lEcaf/kr tkudkjh dks lfEefyr djsaA 

Lo;a djds ns[kas 

¼Practice½ 5%
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2- cPpks ! vkius vius foKkua fo"k; esa ty pØ i<+k gksxkA ;gk¡ mlls lEcaf/kr ,d fp= fn;k x;k gSA bldh enn 
ls vki ,d ty pØ dk fp= cuk;sa vkSj mles lEcaf/kr shapes dk ç;ksx djsaA bl Document dk print 
ysdj viuh foKku fo"k; dh v/;kfidk dks fn[kk,¡A

2- cPpks ! vkius vius foKkua fo"k; esa ty pØ i<+k gksxkA ;gk¡ mlls lEcaf/kr ,d fp= fn;k x;k gSA bldh enn 
ls vki ,d ty pØ dk fp= cuk;sa vkSj mles lEcaf/kr shapes dk ç;ksx djsaA bl Document dk print 
ysdj viuh foKku fo"k; dh v/;kfidk dks fn[kk,¡A

3- ty dh egÙkk dks le>us ds fy, Åij fn, x, ty pØ ds lkFk bl dfork dks Hkh fyf[k,A vki viuh fy[kh 
gqbZ dfork dks Hkh tksM+ ldrs gSA

eSMe] D;k ge viuh Pictures dks dksbZ uke Hkh ns ldrs gS ftlls ge vius 
Document esa dgha Hkh ml uke ls igpku ldsA

gk¡ dud] rqeus lgh lkspk ge vius fp=ksa dks uke ns ldrs gS ftldks ge 
Caption dgrs gSA bu ds lkFk ge Cross Reference Hkh ns ldrs gSA vkvks 
vkt ge buds ckjs esa foLrkj esa le>rs gSA
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fp=ksa dks Caption nsuk vkSj Cross Reference ls mUgsa 
Document ds fdlh vyx Hkkx ls tksM+ukA

Step 1: Pictures ij Caption nsus ds fy, ge ml ij Click djrs gSA 
Reference Tab  ls Caption Option use djds ge Picture dk Title vkSj 
Reference Number ns ldrs gS tSls Figure 1A

fp= 2-7

Step 2: tc ge viuh Pictures dks Caption nsrs gS rks ge mUgsa vius Document esa dgha Hkh Reference ns 
ldrs gS blls vfHkçk; ;g gS dh ge viuh Pictures dh Reference ij fDyd djds mlls lEcaf/kr tkudkjh 
i<+ ldrs gS tSls ge baVjusV ij dke djrs gS ftUgs Hyperlinks dgk tkrk gSA Cross Reference Hkh 
Hyperlinks dh rjg gh dke djrs gSA

Caption Pictures dks Title çnku djrk gSA

Cross Reference ,d vkbVe ls lEcaf/kr gksrk gS tks ,d M‚D;wesaV esa ,d txg ij gksrk gS vkSj ,d 
,slk tfj;k gS ftles ge Reader dks fdlh vkSj txg mlh M‚D;wesaV esa lEcaf/kr tkudkjh ns ldrs gSA 
;gk¡ ,d fDyd ij gh jhMj ml fp= rd igq¡p tk;sxkA Cross reference Figure, Table, 

Equation, Heading ;k vU; fdlh çdkj ds Data ds lkFk nh tk ldrh gSA

Hyperlinks dh lgk;rk ls ge baVjusV ij ,d ist ls nwljs ist rd tk ldrs gSA

vkvks djds ns[ksa 
¼Activity½ 6%
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fp= 2-8

;gk¡ Page 1 ij Hkkjr ds jk"Vªh; i'kq vkSj i{kh dk mYys[k fd;k x;k gS vkSj muls lEcaf/kr ç'uksa ds mÙkj ds lkFk 
Page 2 ij Reference fn;k x;k gSA

eSMe] eSaus dy Ldwy ykbczsjh ls ,d fdrkc yh Fkh ftls eSaus i<+ Hkh fy;kA eSaus ml 
fdrkc esa ns[kk fd mlds lHkh pages ij Åij fdrkc dk uke fy[kk gqvk Fkk vkSj 
uhps ist la[;k vkSj ys[kd dk uke fy[kk FkkA eSMe D;k ge Hkh vius Document esa 
,sls dqN fy[k ldrs gS tks ,d ckj fy[kus ij lHkh isftl ij vius vki vk tk;sA

gk¡ dq'k] rqeus lgh /;ku fn;k rqe Hkh bldk ç;ksx dj ldrs gksA bls Headers and 

Footers dgk tkrk gSA

Headers vkSj Footers Insert djuk lh[kuk

Header Document ds lHkh pages ij ,d tSlh tkudkjh tSls M‚D;wesaV dk uke] 
ys[kd dk uke] ist la[;k ;k dqN vkSj Hkh gks ldrh gSA ;s tkudkjh ist ds lcls 
Åij okys Hkkx esa gksrh gSA

Footer Document ds lcls uhps okys Hkkx esa nh x;h tkudkjh gksrh gS
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Step 1 : Header insert djus ds fy, Insert Tab ij fDyd djuk gksrk gS tgk¡ ge Header Option Select 
dj ldrs gSA

fp= 2-9

Step 2 :  Footer insert djus ds fy, Insert Tab ij fDyd djuk gksrk gS tgk¡ ge Footer Option Select dj 
ldrs gSA

fp= 2-10
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cPpks] vkius lkSj eaMy ds ckjs esa rks i<+k gksxkA vkt vkidks mlh tkudkjh dks ,d 
Document esa Save djus gSA vki vius Ldwy dh ykbczsjh] Hkwxksy dh fdrkc ;k fQj 
baVjusV dh Hkh lgk;rk ys ldrs gSA uhps fn, x, funsZ'kksa ds vuqlkj tkudkjh dks lax`ghr 
dhft;sA 

1- Page 1 ij lkSj eaMy ds ckjs esa fy[ksa vkSj lHkh xzgksa dh ,d Bulleted List cuk;saA 
gj xzg ds uke ds lkFk mlds fp= dk Cross Reference nhft;s vkSj Page 2 ls 
lHkh xzgksa ds fp= vkSj tkudkjh lfEefyr dhft;sA lHkh fp=ksa ds lkFk Caption 
nhft;s vkSj mUgsa ds lkFk Reference tksfM+;sA

2- Header esa "Solar System " fyf[k, vkSj Footer esa ist la[;k ds lkFk Class 8 
fyf[k,A

3- bl tkudkjh dks Print dhft;s vkSj vius lkfFk;ksa ds lkFk lk>k dhft;sA

eSMe ] ;s rks cgqr gh vPNk gS blls ges vius ikB tkudkjh dks O;ofLFkr djus esa enn 
feyrh gSA eSMe ge foKku esa dqN lehdj.k i<+rs gS ftles dqN vad uhps fy[ks gksrs gS 
'kCnksa ds lkFk vkSj xf.kr esa ge Power ¼?kkr½ dks fy[krs gSa tks Åij fy[kh tkrh gSA
;s fdl çdkj ge Word Processor esa dj ldrs gS \

dud] bUgs Superscript vkSj Subscript dgrs gSA budk ç;ksx djus ls 
foKku vkSj xf.kr ds lehdj.k fy[kus esa enn feyrh gSA tks vad Åij dh vksj 
fy[ks tkrs gSa mUgsa Superscript vkSj tks uhps dh vksj fy[ks tkrs gS mUgsa 
Subscript  dgk tkrk gSA

Formulae fy[kuk lh[kuk  (Superscript vkSj Subscript)A

cPpks] vki tc xf.kr vkSj foKku ds fo"k; i<+rs gS rks mles ,d fo'ks"k çdkj dh ikB tkudkjh dks fy[kuk vkSj 
i<+uk iM+rk gS ftlds fy, Word Processor ,d [kkl Font Style çnku djrk gSA vki lehdj.k dqN bl 
çdkj fy[krs gksaxs tSls uhps fp= esa fn, x, gSA

Lo;a djds ns[kas 

¼Practice½ 6%
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Superscript vkSj Subscript djus ds fy, Home Tab ds Font Section ls ge  Select  dj ldrs gSA lcls 
igys ml vad dks Mouse ls  Select djuk gksrk gS ftl ij vki ;s Apply djuk pkgrs gksA

fp= 2-11

fp= 2-12

1- vkius xf.kr fo"k; esa ikbFkkxksjl çes; rks i<+h 
gksxhA uhps fn, x, fp= dks le>s vkSj mlds tSls ;qXe 
dks vius ikB tkudkjh esa lfEefyr djsA vki viuh 
xf.kr fo"k; dh v/;kfidk dh lgk;rk Hkh ys ldrs gSA

Lo;a djds ns[kas 

¼Practice½ 7%
Word Processor esa ,d Document cuk;s ftles uhps nh x;h tkudkjh dks 
lfEefyr djsA
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2- cPpks vki tkurs gS dh nSfudp;kZ esa tks phts ge ç;ksx djrs gS muds dqN jklk;fud uke Hkh gksrs gS tSls 

salt              sodium chloride           NaCl

,sls gh uhps fn, x;h dqN oLrqvksa ds jklk;fud uke [kkstsaA vki viuh foKku fo"k; dh v/;kfidk dh enn ys 
ldrs gSA

a. Baking soda

b. Washing Soda

c. Laughing gas 

d. Limestone

e. Sand

Word Document dks PDF Format esa Save djukA

PDF (Portable Document Format) dk ç;ksx fHkUu fHkUu dEI;wVlZ ij tkudkjh lk>k djus ds fy, fd;k 
tkrk gSA  Word Document  ds document dks ge PDF Format esa lso dj ldrs gS ftlls ge dgha viuh 
tkudkjh dks vklkuh ls fdlh Hkh rjg ds daI;wVj ij ç;ksx dj ldrs gSA ihMh,Q Qkby dks ç;ksx djus ds dqN 
ykHk gS vkb;s bUgs le>sA

1- PDF Qkby dks fdlh Hkh v‚ijsfVax flLVe ds lkFk ç;ksx esa yk;k tk ldrk gSa] Smart Phone vkSj fdlh Hkh 
Web Browser dk mi;ksx djds Hkh ns[kk tk ldrk gSA

2- PDF ,d yksdfç; fodYi gSa D;ksafd ;g text, font, graphics bR;kfn dks mlh format esa j[krk gS ftles 
mls save fd;k x;k gSA fdlh vkSj daI;wVj ij bls open djus ij bldh formatting ugha cnyrhA

3- PDF document baVjusV ls vklkuh ls Upload vkSj Download fd;k tk ldrk gSA

4- PDF Qkby dks Password lajf{kr fd;k tk ldrk gS vkSj Editing ¼laiknu½ dh vuqefr ugha nsrk vkSj 
mldh lgh Appearance ¼mifLFkfr½ cjdjkj j[krk gSA

fp= 2-13
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fp= 2-14

fp= 2-15
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Processes ¼çfØ;kvksa½ dks Mind Map ls çnf'kZr djuk vkSj Textual Format 

esa fy[kukA

I;kjs cPpksa] vPNh le> esa ikjnf'kZrk ykus ds fy, ges pkfg, fd ge lgh tkudkjh dks 
,d= djsa vkSj mu çfØ;kvksa dks lgh ek/;e ls çnf'kZr Hkh djsa tSlk geus Mind Map 
dh lgk;rk ls fd;k FkkA fHkUu&fHkUu txg ls ,d= dh x;h tkudkjh dks ge ,d 
Document esa latks ldrs gS ftlds fy, ges mls vPNh rjg i<+us vkSj le>us dh 
vko';drk gksrh gSA

Case Study: ty dh çfr O;fä miyfC/krk] tula[;k c<+us ls fnu çfrfnu de gksrh tk jgh gSA miyC/k ty 
lalk/ku vkS|ksfxd] d`f"k vkSj ?kjsyw fuLlj.kksa ls çnwf"kr gksrk tk jgk gS vkSj bl dkj.k mi;ksxh ty lalk/kuksa dh 
miyfC/krk vkSj lhfer gksrh tk jgh gSA blds fy, ufn;ksa dk laj{k.k ,d tfVy leL;k curh tk jgh gS A Hkkjr 
,d unh ç/kku ns'k dgk tkrk gSA ufn;ksa ls gh ges dkQh cM+k ty lalk/ku çkIr gksrk gSA Hkkjr dh ufn;ksa dk ns'k ds 
vkfFkZd ,oa lkaL—frd fodkl esa çkphudky ls gh egRoiw.kZ ;ksxnku jgk gSA flU/kq rFkk xaxk ufn;ksa dh ?kkfV;ksa esa gh 
fo'o dh lokZf/kd çkphu lH;rkvksa & flU/kq ?kkVh rFkk vk;Z lH;rk dk vkfoZHkko gqvkA vkt Hkh ns'k dh lokZf/kd 
tula[;k ,oa —f"k dk ladsUæ.k unh ?kkVh {ks=ksa esa ik;k tkrk gSA çkphu dky esa O;kikfjd ,oa ;krk;kr dh lqfo/kk ds 
dkj.k ns'k ds vf/kdka'k uxj ufn;ksa ds fdukjs gh fodflr gq, Fks rFkk vkt Hkh ns'k ds yxHkx lHkh /kkfeZd LFky 
fdlh u fdlh unh ls lEc) gSA

ufn;ksa ds ns'k dgs tkus okys Hkkjr esa eq[;r% pkj unh ç.kkfy;k¡ gS ¼viokg ra=½ gSaA mÙkjh Hkkjr esa fla/kq] e/; Hkkjr esa 
xaxk] mÙkj&iwoZ Hkkjr esa czãiq= unh ç.kkyh gSA çk;}hih; Hkkjr esa ueZnk dkosjh egkunh vknh ufn;k¡ foLr`r unh 
ç.kkyh dk fuekZ.k djrh gSaA

Hkkjr dh ufn;ksa dks pkj lewgksa esa oxhZ—r fd;k tk ldrk gS tSls %&

Û fgeky; ls fudyus okyh ufn;k¡

Û nf{k.k ls fudyus okyh ufn;k¡

Û rVorhZ ufn;k¡

Û varnsZ'kh; ukyksa ls æks.kh {ks= dh ufn;k¡

fgeky; ls fudyus okyh ufn;k¡ cQZ vkSj Xysf'k;jksa ds fi?kyus ls cuh gSa vr% buesa iwjs o"kZ ds nkSjku fujUrj çokg 
cuk jgrk gSA ekulwu ekg ds nkSjku fgeky; {ks= esa cgqr vf/kd o`f"V gksrh gS vkSj ufn;k¡ ckfj'k ij fuHkZj gSa vr% 
blds vk;ru esa mrkj p<+ko gksrk gSA buesa ls dbZ vLFkk;h gksrh gSaA rVorhZ ufn;k¡] fo'ks"kdj if'peh rV ij] yEckbZ 
esa NksVh gksrh gSa vkSj mudk lhfer tyxzg.k {ks= gksrk gSA buesa ls vf/kdka'k vLFkk;h gksrh gSaA fgekpy ls fudyus 
okyh unh dh eq[; ç.kkyh fla/kq] xaxk] czãiq= vkSj es?kuk unh dh ç.kkyh dh rjg gSA 

nDdu {ks= esa vf/kdka'k unh ç.kkfy;k¡ lkekU;r% iwoZ fn'kk esa cgrh gSa vkSj caxky dh [kkM+h esa fey tkrh gSaA xksnkojh] 
—".kk] dkosjh] egkunh] vkfn iwoZ dh vksj cgus okyh çeq[k ufn;k¡ gSa vkSj ueZnk] rkIrh if'pe dh cgus okyh çeq[k 
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ufn;k¡ gSA nf{k.kh çk;}hi esa xksnkojh nwljh lcls cM+h unh dk æks.kh {ks= gS tks Hkkjr ds {ks= dk 10 çfr'kr Hkkx gSA 
blds ckn —".kk unh ds æks.kh {ks= dk LFkku gS tcfd egkunh dk rhljk LFkku gSA nDdu ds Åijh HkwHkkx esa ueZnk 
dk æks.kh {ks= gS] ;g vjc lkxj dh vksj cgrh gS] caxky dh [kkM+h esa fxjus okyh nf{k.k esa dkosjh ds leku vkdkj dh 
gS vkSj ijUrq bldh fo'ks"krk,¡ vkSj cukoV vyx gSA Hkkjr esa dbZ çdkj dh rVorhZ ufn;k¡ gSa tks vis{kk—r NksVh gSaA 
,slh ufn;ksa esa dkQh de ufn;k¡&iwohZ rV ds MsYVk ds fudV leqæ esa feyrh gSa] tcfd if'pe rV ij ,slh 600 
ufn;k¡ gSA 

if'peh jktLFkku ds vUrnsZ'kh; ukyk æks.kh {ks= dh dqN~ ufn;k¡ gSaA buesa ls vf/kdka'k vLFkk;h ç—fr dh gSaA 
jktLFkku esa ,slh dqN ufn;k¡ gS tks leqæ esa ugha feyrh gSaA ;s [kkjs >hyksa esa fey tkrh gS vkSj jsr esa lekIr gks tkrh gSa 
ftldh leqæ esa dksbZ fudklh ugha gksrh gSA blds vfrfjä dqN e#LFky dh ufn;k¡ gksrh gSa tks dqN nwjh rd cgrh gSa 
vkSj e#LFky esa yqIr gks tkrh gSaA ,slh ufn;ksa esa yq.kh vkSj ePNd] Lisgu] ljLorh] cukl vkSj ?kX?kj tSlh vU; 
ufn;k¡ gSaA 

SOURCE: Wikipedia

vkb;s bl tkudkjh dk Mindmap Shapes dk ç;ksx dj  Word Processor esa cuk;sA

czãiq= xaxk fla/kq

fgeky; ls fudyus 
okyh ufn;k¡

nf{k.k ls fudyus 
okyh ufn;k¡

xksnkojh —".kk dkosjh

  Hkkjr dh ufn;k¡

ljLorh cukl yq.kh

rVorhZ ufn;k¡

varnsZ'kh; ukyksa ls æks.kh 
{ks= dh ufn;k¡

vLFkk;h ufn;k¡

uhps nh x;h tkudkjh dk Mindmap Shapes dk ç;ksx dj  Word Processor esa 
cuk;sA

—f=e lwr (Synthetic fibers) os lwr ;k js'ks gSa ftUgsa çk—frd :i ls ¼tkuojksa ,oa ikS/kksa½ 
ugha cfYd —f=e :i ls fufeZr fd;k tkrk gSA lkekU; :i ls dgk tk; rks lwr cukus okys 
inkFkZ dks fdlh irys fNæ ls cykr Hkstdj lwr dk fuekZ.k fd;k tkrk gSA ekuofufeZr lwr 
¼js'kksa½ ds eq[; çdkj fuEufyf[kr gSa&

1- fQykesaV /kkxk ¼Filament yarn½& bu /kkxksa esa vusd eghu v[kaM rarq ¼filament½ 
gksrs gSa] tks gydh ,saBu ls ,d lkFk tqM+s jgrs gSaA

2- ,drarq /kkxk ¼monofilament½& blesa dsoy ,d rarq gksrk gSA

Lo;a djds ns[kas 

¼Practice½ 8%
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3- LVsIy (staple)& ;s —f=e rarqvksa ds cus gksrs gSa vkSj ;s 7 ls 15 bap rd yacs vkSj ,d:i gksrs gSa

4- Vks ¼Tow½& blesa Hkh vusd v[kaM rarq] jLlh ds :i esa] ,d lkFk cSVs jgrs gS] fdarq muesa ,saBu ugha gksrh rFkk os 
lekarj jgrs gSaA NksVs Vks 500 ls 5000 Msfu;j ¼Denier½ rd ds gksrs gSa] tcfd cM+s Vks 75]000 ls 5]00]000 
Msfu;j ds gksrs gSaA

5- drs /kkxs (Spun yarn) & ;s /kkxs —f=e js'kksa dks dkrdj cuk, tkrs gSaA dHkh&dHkh ;s —f=e js'ks dikl] Åu] 
iVlu bR;kfn js'kksa ds feJ.k ls Hkh curs gSaA

bu ekuofufeZr js'kksa dk mi;ksx oL=ks|ksx rd gh lhfer ugha gS; oju~ buds vusd vU; vkS|ksfxd mi;ksx Hkh gSaA 
dqN eq[; mi;ksx fuEufyf[kr gSa%

foLdksl js'kksa dk cuk gksrk gS] ftlesa ok;q ikf'kr gksrh gSA bldk mi;ksx thouj{kh tSdsV] ukSdklsrq ¼pontoon½] 
csM+k ¼raft½ rFkk gokbZ mM+kdksa dh os'kHkw"kk ds i`FkDdkjh  ¼insulator½ ek/;e cukus ds fy, fd;k tkrk gSA js;u dk 
mi;ksx 'Y; laHkkj (surgical dressing) rS;kj djus esa Hkh gksrk gSA

fL=;ksa ds fy, lqanj vkd"kZd oL= rFkk Luku oL=ksa ds cukus esa dke vkrk gSA iq#"kksa ds fy, VkbZ] Mªsflax xkmu vkSj 
d‚yj cukus esa Hkh bldk mi;ksx gksrk gSA bldk ikjfo|qr~ lkeFkZ~; ¼dielectric strength½ vf/kd gksrk gSA vr% ;g 
fctyh ds rkj ,oa dqaMyh ¼coil½ ds fy, i`FkDdkjh ¼insulator½ ds :i esa Hkh ç;qä gksrk gSA

cM+h mPp –<+rk ¼tenacite½ ds lsT;qywlh; rarq gSaA VsukLdks dk mi;ksx eksVjksa rFkk ok;q;kuksa ds Vk;jksa dh jLlh] 
okgd iêksa rFkk jfLl;ksa ds cukus esa gksrk gSA laf'y"V js'kksa esa Q‚fVZlu lcls vf/kd iq"V gksrk gS bldh –<+rk 7 xzke 
çfr Msfu;j gksrk gSA bldk eq[; mi;ksx Vk;j dh jLlh cukus esa fd;k tkrk gSA iSjk'kwV ds diM+s cukus esa Hkh bldk 
O;kid mI;ksx gksrk gSA

bl çdkj ds js'kksa dh fo'ks"krk ;g gS fd ;s /kkRoh; ,sfYxusVksa ds dkj.k Tokyklg ¼flame proof½ gksrs gSA blfy, 
budk mi;ksx fFk;sVjksa ds insZ rFkk vfXulg diM+s cukus ds fy, fo'ks"k :i ls fd;k tkrk gSA

bldh –<+rk Hkh ;Fks"V vf/kd gksrh gS ¼4-5 ls 7 xzke çfr Msfu;j rd½A bldk mi;ksx Hkh iSjk'kwV ds diM+s] jLlh] 
v'olTtk ¼harness½ vkSj XykbMj dh jLlh cukus esa gksrk gSA ,drarq ¼monofilament½ ukby‚u nk¡r] diM+s] cky 
,oa cksry lkQ djusokys cz'k rFkk VkbijkbVj ds Qhrs cukus ds dke vkrk gSA blds cus frjiky ¼tarpaulins½ Hkh 
cM+s gyds vkSj fVdkÅ gksrs gSaA gokbZ tgkt dh isVªksy Vadh cukus ds fy, ukby‚u cM+k mi;qä gksrk gSA fo|qYysiu 
¼electroplating½ æo] jad æo ,oa çcy {kk;rkokys jklk;fud æoksa dks Nkuus ds fy, ukby‚u cM+k mi;qä ek/;e 
gSA okgd iêh ds cukus esa Hkh ukby‚u dke vkrk gSA ukby‚u ,drarqvksa ls 'Y; lhouh ,oa ik'k ¼surgical suture 

and ligature½ Hkh cuk, tkrs gSA

blls Nkuusokys xÙks ¼filter pad½ rFkk jlk;fud dk;Z djusokyksa ds vkj{kh oL= cuk, tkrs gSaA tyjks/kh gksus ds 

ccyfQy ¼bubblefill½

lsY;qyksl ,slhVsV

VsukLdks vkSj Q‚fVZlu

,sfYxusV

ukby‚u

fofu;ku
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dkj.k eNyh idM+us ds tky rFkk jfLl;k¡ cukus ds fy, bldk vPNk mi;ksx gksrk gSA

;g thok.kqvksa] dhVksa ,oa jl æO;ksa ds çfr ;Fks"V vojks/kh gksrk gSA blfy;s elgjh] Nuus] eksVjksa rFkk tyikux`gksa ds 
vkyadkfjd insZ cukus esa bldk fo'ks"k mi;ksx gksrk gSA dyk'kkukvksa rFkk flusekx`gksa dh nhokjksa ij Hkh lkju ds 
vkoj.k yxk, tkrs gS] ftlls muij flxjsV ds /kq,¡ dk dksbZ çHkko u iM+sA bLikr dh ufy;ksa esa lkju dk vLrj 
yxkus ls os jlæO;ksa ds çfr vojks/kh gks tkrh gSaA i‚fyfoukby DyksjkbMksa dk mi;ksx Hkh lkju dh gh Hkk¡fr gksrk gSA

bldk mi;ksx fo|qrYysiu esa /kukxz ¼anode½ FkSys ds cukus esa fd;k tkrk gSA

blds diM+s vfXulg gksus ds dkj.k thouj{kh ukSdkvksa rFkk rsy dh Vafd;ksa esa mi;qä gksrs gSaA LVsiqy rarq dkap ds 
diM+s] fo|qr~ i`FkDdj.k ,oa m"ek i`FkDdj.k ds fy, mi;qä gksrs gSaA

jklk;fud –f"Vls LFkk;h gksus ds dkj.k IykfLVd ds :i esa O;kid :i ls ç;qä gksrk gSA lkefxz;ksa ij vkj{kh vkoj.k 
p<+kus vFkok jklk;fud –f"V ls vojks/kh ufy;ksa vkSj /kkjdks ds fuekZ.k esa Hkh bldk fo'ks"k mi;ksx gksrk gSA

Sources: Wikipedia

lkju

v‚ykZu

dkap rarq

i‚fyFkhu

1- Margin ¼ekftZu½ ist vkSj VsDLV ds chp esa txg NksM+us ds fy, gksrk gSA fdlh Hkh M‚D;wesaV dks fçaV djus ds 
fy, ml ij Margins ¼ekftZUl½ lsV djus gksrs gS tks eq[k;r% ikap çdkj ds gksrs gS Top, Bottom, Left] 
Right vkSj Gutter.

2- tc ges fdlh M‚D;wesaV dks cka/kuk ¼bind½ gS rks ge mls Gutter Margin esa fçaV djrs gSA ;g ekftZu Åij 
;k ckbZa rjQ fn;k tk ldrk gSA

3- viu s M‚D;ew Vas  dk s vkd"kdZ  cuku s d s fy, ml ij Page Colour vkjS  Page Border Hkh fn;k tk ldrk gAS

,d dne vkSj----

4- Mail Merge ges ,d ,slh lqfo/kk çnku djrk gS ftlls ge ,d tSlh tkudkjh dks vyx & vyx O;fä;ksa 
ds ikl ,d lkFk i= fy[k dj Hkst ldrs gSA bl fodYi ls ge vklkuh ls mu O;fä;ksa ds uke vkSj irs dh 
lwfp Hkh cuk ldrs gS ftUgs i= Hkstus ds fyQkQs ij fçaV fd;k tk ldrk gSA
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5- Confidential ¼xqIr½ vkSj Urgent¼t#jh½ tkudkjh dks n'kkZus ds fy, ge vius M‚D;wesaV esa  Watermark 
Hkh ns ldrs gSA

6- ,d M‚D;wesaV dks vyx <ax ls vkSj vyx fo'ks"krkvksa ds lkFk ns[kus ds fy, Views dk ç;ksx fd;k tkrk gS 
tks bl çdkj gS – Print layout view, outline view, web layout view, Full screen view.

7- Document ds istst dks ge nks rjg ls fçaV dj ldrs gS Potrait vkSj Landscape.
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8- Drop Cap ¼Mª‚i dSi½ ,d ikB Cy‚d dh 'kq#vkr esa ,d cM+s Capital Letter ¼dSfiVy ysVj½ gS ftlesa 
Regular Text dh nks ;k vf/kd iafä;ka nh xbZ gSaA 

9- ,d Page Break ¼ist czsd½ Document esa og LFkku gS tgka ,d i`"B lekIr gksrk gS vkSj ,d u;k i`"B 'kq: 
gksrk gSA

10- Ctrl+G Shortcut dk ç;ksx M‚D;wesaV ds fdlh ist ij tkus ds fy, fd;k tkrk gSA bls GOTO feature 
Hkh dgk tkrk gSA

ÞEnter Page Numberß ds fjä LFkku ij ist uacj nsus ij ge vius vuqlkj fdlh Hkh ist ij tk ldrs gSaA

11- cPpks ! ge fdlh Hkh Shape esa vius text add dj ldrs gSA Text add djus ds fy,  Shape ij Right 

Click djs vkSj "Add Text" Option dk ç;ksx djsA

ÞOnline Pictures dks ç;ksx esa ykrs le; gekjk ;s uSfrd drZO; curk gS fd ge viuh 
lksp le> ls gh Pictures dks insert djsA fdlh Hkh O;fä ;k laLFkk lEcaf/kr futh 
pictures dk ç;ksx u djsA ßD;ksafd ,slk djuk Cyber Crime ds varxZr vkrk gS 
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1- Word Processor esa fp=ksa dks tksM+us ds fy, ge Insert Tab dk ç;ksx djrs gSA

2- Online PIctures fodYi dh enn ls baVjusV ls Hkh ge fp= download dj ldrs gSA

3- Resizing Handles dk ç;ksx djds ge Pictures dks resize dj ldrs gSA

4- Crop djus ij image dk ,d fgLlk 'ks"k jg tkrk gSA

5- Text wrapping dk ç;ksx fp=ksa ds vklikl 'kCnksa dks tksM+us esa fd;k tkrk gSA

6- fdlh vkSj l‚¶Vos;j dh fo'ks"krkvksa dk ç;ksx oMZ çkslslj esa djus ds fy, Object dk ç;ksx dj ldrs gSA

7- Caption Pictures dks Title çnku djrk gSA

8- Ctrl+G Shortcut dk ç;ksx M‚D;wesaV ds fdlh ist ij tkus ds fy, fd;k tkrk gSA bls GOTO feature 
Hkh dgk tkrk gSA

9- Alignment options eq[k;r% bl çdkj gksrs gS top, middle, bottom, left, center, right.

10- Header Document ds lHkh pages ij ,d tSlh tkudkjh tSls M‚D;wesaV dk uke] ys[kd dk uke] ist 
la[;k ;k dqN vkSj Hkh gks ldrh gSA ;s tkudkjh ist ds lcls Åij okys Hkkx esa gksrh gSA

11- Footer Document ds lcls uhps okys Hkkx esa nh x;h tkudkjh gksrh gSA

12- Document ds istst dks ge nks rjg ls fçaV dj ldrs gS Potrait vkSj Landscape.

;kn j[ksa

Shortcut Keys for some Commands

Command Shortcut Key

Quickly create a bullet point. Ctrl+Shift+L

Change the font. Ctrl+Shift+F

Moves the cursor to the beginning 
of the document. Ctrl+Home

Moves the cursor to the end of the document. Ctrl+End

Display the print preview. Ctrl+F2

Insert the current date. Shift+Alt+D

Insert the current time. Shift+Alt+T

Increases the selected text size 
by one font size. Ctrl+Shift+>

Decreases the selected text size 
by one font size. Ctrl+Shift+<

Sources: Indiawaterportal.org

                Wikipedia.com
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cPpksa vkius rkjkeaMy ds ckjs esa i<+k gksxkA igpkuus ;ksX; vk—fr;ksa okys lewg dks rkjkeaMy dgrs gSA jkf= ds 
vkdk'k esa dqN rkjkeaMyksa dh vki vklkuh ls igpku dj ldrs gSA blh lEcU/k esa vki tkudkjh ,d= dhft;s 
vkSj ml tkudkjh dks  Word Processor esa lgstsA dqN rkjkeaMy ds uke bl çdkj gSa & xzsV fc;j] vksfj;u] 
dSfl;ksfi;k vkSj fy;ks estjA

uhps fn, x, lHkh fcanqvksa dks vius M‚D;wesaV esa çnf'kZr djsaA

1- Font Style & Times New Roman

2- Font Size & 14

3- Heading "rkjkeaMy dks tkus " M‚D;wesaV ds igys ist ds e/; esa nsA Bold vkSj Underline djsaA

4- Header&ÞrkjkeaMyß vkSj Footer esa ist uacj fy[ksaA

5- Åij fy[ks gq, lHkh rkjkeaMy ds fp=ksa dks vius M‚D;wesaV esa  bUlVZ djsa vkSj ml ij "in line with text" 

VsDLV jSfiax nsaA

6- xzsV fc;j rkjkeaMy ds fp= dks 'kh"kZd ¼caption½ çnku djsaA blls lEcaf/kr tkudkjh ds fy, vafre ist ij 
bl fp= dk Reference Hkh nsaA

7- vius M‚D;wesaV dks lqUnj cukus ds fy, ml ij ist c‚MZj Hkh nsaA

Lo;a djsa
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SELF ASSESSMENT
Fill the following assessment sheet with the activity and grades awarded by the student (self) 
and peer group according to the grade scheme mentioned below. 

SL.NO (Practices & Projects) SELF 
ASSESSMENT

PEER ASSESSMENT

Name of the peer Grade

GRADE SCHEME

Grade Points Remedial Remarks

D 1 Need Teacher’s Help

C 2 Requires occasional peers’ help

B 3 Can work independently.

A 4 Is able to help others.

Note: Peer assessment must be done by any one peer from the student’s group.
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Q 1. cgqfodYih; ç'u

1. Ctrl+Home key dk D;k dk;Z gS \

a. Moves the cursor beginning of the document

b. Moves the cursor beginning of the paragraph
c. Moves the cursor beginning of the screen
d. Moves the cursor beginning of the line

2- D;k oMZ esa Ø‚l&jsQjsal ds :i esa Mkyk tkrk gS\

a. Placeholders
b. Bookmarks
c. Objects
d. Word fields

3- fMQ‚YV :i ls] fdl i`"B ij Header ;k Footer ys[k eqfær gksrk gS\

a. on first page
b. on alternate page
c. on every page
d. none of the above

4- eqfær i`"B ¼Printed Page½ ij ikB vkSj xzkfQDl dSls fn[kkbZ nsaxs] vki fdl –'; 
¼View½ ls ns[k ldrs gSa\

a.  Normal
b. Print Layout
c. Outline
d. Web Layout

5- fdl Tab ls vki  Save Command ç;ksx dj ldrs gS \

a. Home tab
b. Insert tab
c. Review tab
d. None of above

6- dkSu lk Font Style ugha gS \

a. Bold
b. Italics
c. Regular
d. Superscript

vH;kl djsa
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7- i`"BHkwfe jax ¼Background Colour½ ;k fdlh nLrkost ij ykxw çHkko ¼Effect½ dgk¡ 
ugha fn[kkbZ  nsrk gSA

a. Web layout view
b. Print Layout view
c. Reading View
d. Print Preview

1- Wide Format ¼O;kid çk:i½ esa ,d nLrkost cukus ds fy, _____ dks cnysaA

2- ,d _____ iwoZfu/kkZfjr fMtkbu rRoksa ¼Predefined Design Elements½ vkSj jax ;kstukvksa ¼Colour 

Schemes½ dk laxzg gSA

3- Portrait vkSj Landscape __________ gSA

4- ,d ______ M‚D;wesaV ds lHkh i`"B ij lcls Åij fy[kh gqbZ tkudkjh gksrk gSA

5- _____________  og LFkku gS tgk¡ ,d ist lekIr vkSj nwljk ist 'kq: gksrk gSA

1- okVjekdZ VsDLV ;k ikB ds ihNs eqfær xzkfQd gSA ¼  ½
2- oMZ çkslslj esa ge fp=ksa dks Align ugha dj ldrs gSA ¼  ½
3- Resize Handles dk ç;ksx fp=ksa dk vkdkj cnyus ds fy, fd;k tkrk gSA ¼  ½
4- Crop Option ls ge fp= ds e/; ls Hkh fp= dkV ldrs gSA ¼  ½
5- Footer Option esa ge M‚D;wesaV ds ys[kd dk uke Hkh fy[k ldrs gSA ¼ ½

1- Superscript vkSj  Subscript dks D;k dgk tkrk gS \
2- Print Preview ds fy, Keyboard shortcut key crk,aA
3- Þin line with textß text wrapping dks le>k,aA

1- Headers  vkSj Footers dks foLrkj ls le>k,aA

2- Word Processor esa fp=ksa dks dSls ç;ksx esa yk ldrs gS\ fp=ksa dks insert djus ds rjhdksa dks le>k,aA

Q2. fjä LFkku HkjksA

Q3- lgh okD; ds vkxs lgh ¼ü½ rFkk xyr ds vkxs xyr ¼û½ dk fpUg yxk;sA

Q4 y?kq mÙkjh; ç'u

Q5 nh?kZ mÙkjh; ç'u
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CHAPTER 3

Software Applications 03

Ge Gebra ¼ftvkstsczk½

Learning Mathematics using dynamic software GeoGebra

¼,d dynamic ¼Mk;ukfed½ software ¼l‚¶Vos;j½ GeoGebra  dh enn ls xf.kr lh[kuk ½ 

● GeoGebra  software dh enn ls  2D shapes dh properties ¼ç‚iVhZt½ dk ç;ksx djds shapes 
construct ¼jpuk½ djukA 

● daI;wVj esa GeoGebra Install ¼laLFkkfir½ gks tkus ds ckn  mldh enn ls Geometry ¼T;kfefr½ esa vk—fr;ka 
tSls square ¼oxZ½] rectangle ¼vk;r½] parallelogram ¼lekarj prqHkqZt½ dh jpuk djukA 

● GeoGebra tools dk ç;ksx djukA  

● GeoGebra esa Graph ¼xzkQ½ cukukA Graph ¼xzkQ½ dh enn ls collinear ¼lejs[k½ vkSj non  
collinear ¼vlejs[k½ points irk yxkukA 

Introduction ¼ifjp;½ 

cPpksa] uhps fn, x, fp=ksa  dks /;ku ls ns[kksA ;g lHkh fp= gekjs Lekjdksa ls fy, x, gSaA ;fn ge fdlh Hkh Lekjd 
ij dh x;h uDdk'kh dks ns[ksa rks mu ij geometrical vk—fr;ka rjg rjg ds iSVuZ~l esa cuh gksrh gSA 

D;k lh[ksaxs (Learning Outcomes)

Software Used:GeoGebra 
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cPpksa] d{kk 7 esa geus Geometry  esa 2D Shapes 
cukuk lh[kk FkkA
mlds fy, geus GeoGebra esa fn, Polygon Vwy dk 
iz;ksx fd;k FkkA
GeoGebra esa ge Regular Polygon ¼jsxqyj 
iksyhxksu½ Vwy dk iz;ksx djsa fcuk 2D Shapes dSls 
cuk ldrs gSa ;g lh[ksaxs\

 To construct an equilateral triangle- ¼leHkqt f=Hkqt dh jpuk djuk½

fdu tools VwYl dk ç;ksx djs\

bl activity ¼,fDVfoVh½ dks djus ds fy, ge GeoGebra esa fn, x,

¼vc ge ,d leHkqt f=Hkqt 
(Equilateral Triangle) 
cukuk lh[ksaxsA
cPpksa crkvksa leHkqt f=Hkqt 
D;k gksrk gS\

vkvks djds ns[ksa 
¼Activity½ 1%

Line segment ¼js[kk[k.M  Vwy½]

intersect ¼baVsjlsDV½ Vwy]

Circle with a centre 

Point Vwy dk bLrseky djsaxsA
A
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eSMe th] leHkqt f=Hkqt dh 
rhuks Hkqtk,a ,d yEckbZ dh 
gksrh gSaA
leHkqt f=Hkqt esa gj dks.k 

060  va'k dk gksrk gSA

vkt ge GeoGebra software dh enn ls leHkqt f=dks.k cukuk 
lh[ksaxsA
eSaus ;g  software lHkh daI;wVj esa install dj fn;k gSA
pyks vc desktop ij cus GeoGebra ds icon dks fDyd djsaA
GeoGebra dh window [kqy tk,xhA

vki ns[k jgs gSa fd xzkfQDl foaMks esa gesa axes vkSj grid utj vk jgk gSA 
rks lcls igys bu nksuksa dks ge LØhu ls gVk,axsA
Cursor dks Graphic view esa j[kdj mouse ls  jkbV fDyd dfj, 
vkSj  Grid icon dks fDyd djsaA 

vc vkidh LØhu ij grid cuk gqvk ugha fn[kkbZ nsxkA vxj vki grid ykuk 
pkgrs gSa rks nksckjk ls grid cVu dks çsl dfj,A
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cPpksa Line  Segment ¼ykbu lsxesaV½ Vwy dks fDyd djsaA 
Graphic  window  esa ,d line  segment  cuk,aA

Åij Graphic Window es a 
Line  segment AB n'kkZ;k x;k gSA 
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vc circle tool select djsa vkSj point A ;k B ij j[k dj AB radius dk circle cuk,aA

Åij n'kkZ, x, fp= esa A fcanq ij i‚baV j[k ds AB Radius dk circle ¼o`Ùk½ cuk;k x;k gSA
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blh çdkj circle Vwy dk ç;ksx djds B fcanq ij i‚baV j[kdj BA radius ¼jsfM;l½ dk circle ¼o`Ùk½ cuk,aA

Intersect tool select dj ds nksuksa o`rksa ds point of intersection dks ekdZ djsaA bls djus ds fy, nksuksa o`rks dks  
,d ,d djds fDyd djsaA  
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Åij n'kkZ, x, fp= dk /;ku ls observe ¼fufj{k.k½ djsaA
1- nksuksa o`rksa dk radius ¼v/kZO;kl ½AB gSA 
2- nksuksa o`Ùk nks points C  vkSj D ij intersect dj jgs gSaA
Line segment Vwy ls CA  vkSj CB dks feykus ls ,d leaHkqt f=Hkqt CAB cu tk;sxkA

C A =AB (radii of same circle) 
AB = CB (radii of same circle)
C A =AB =C B 
¼fdlh Hkh f=Hkqt dh tc rhuks Hkqtkvksa dh yEckbZ ,d leku  gksrh gS rks og equilateral 
¼leaHkqt½ triangle dgykrk gSA
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lkspdj crk,aA 
D;k f=Hkqt DAB equilateral ¼leaHkqt½ gksxk\
vc fdlh Hkh o`Ùk rks fDyd djus ds ckn]  show object ij fDyd djasA ,slk nksuksa o`rksa dks djus ds ckn vkids ikl 
leHkqt f=Hkqt jg tk;sxkA vki Point D dks Hkh right click dj ds  show object select  dj ds gVk ldrs gSaA

çfØ;k djus  ds ckn vkidks dqN ,slk fn[ksxkA
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fiNyh d{kk esa vkius black vkSj blue points ds ckjs esa le>k FkkA  
Move tool  select dj ds blue i‚baV~l dks  select djds f=Hkqt dks cM+k ;k NksVk fd;k tk ldrk gSA

eSMe th ge lcdks cgqr etk 

vk jgk gS lh[kus esa vkSj vPNs ls 

le> Hkh vk jgk gSA 

To construct a square using geometrical properties-¼ t;fefr ç‚iVhZt dk 
ç;ksx djds oxZ dh jpuk  djuk ½
fdu tools VwYl dk ç;ksx djs\

bl activity ¼,fDVfoVh½ dks djus ds fy, ge GeoGebra esa fn, x,

Line segment ¼js[kk[k.M  Vwy½]      

Circle with a centre

intersect ¼baVsjlsDV½ Vwy]

perpendicular ykbu Vwy]

Åij n'kkZ;s x, fp= esa AB ,d Line segment gSA 

vc eSa vkidks square cukus dk ljy rjhdk crkrh gw¡A 
vk'kk gS lHkh cPpksa vkxs lh[kus ds fy, rS;kj gSaA cPpksa vc ge xzkfQd 
foaMks esa Line segment ¼ykbu lsxesaV½ Vwy dh enn ls ,d line 

segment cuk,axsA

vkvks djds ns[ksa 
¼Activity½ 2%

Point Vwy dk bLrseky djsaxsAA
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vc line segment AB ij click djsa vkSj i‚baV A ij fDyd djsaA 
AB ds perpendicular, point A ls pass  gksrh gqbZ ykbu cu tk,xhA  
vc fQj ls perpendicular line Vwy select dj ds point B ls ikl gksrh gqbZ AB ds perpendicular line 
cuk,aA

vc gesa AB ds cjkcj yEckbZ ds nks ykbu lsXesaV~l nksuksa perpendicular lines ij fdlh ,d fn'kk esa cukus gSaA 
ge ogh rduhd dk ç;ksx djsaxs tks geus leHkqt f=Hkqt cukus ds fy, dh FkhA 
Circle Vwy lsysDV djks vkSj AB radius  ¼v/kZ O;kl ½ dk  vkSj A centre  dk ,d circle cukvksA
Circle Vwy lsysDV djks vkSj AB radius  ¼v/kZ O;kl ½ dk  vkSj B  centre  dk ,d circle cukvksA

vc construction VwYl esa ls perpendicular line tool flysDV djsaA 
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vc intersect Vwy select djds circle vkSj perpendicular ykbu dk intersection point mark djksA  
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D vkSj F intersecting points  mark  gks x, gSaA 
vc vki object properties ls nksuksa o`rksa vkSj perpendicular  lines  dks v–'k; dj nsaA  
¼Hint- right click vkSj click djsa show object ij½

,sls gh points C vkSj E  dks v–'k; dj nsaA 
vc line  segment Vwy ls square ABFD iwjk dj nsaA
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tjk lksfp;s& vxj ge C  vkSj E dks v–'k; u djrs rks D;k ABEC square curk \

eSMe th ;g rks cM+k gh 
ljy rjhdk gS  square  
cukus dkA

Lo;a djsa 

1- fiNyh d{kk esa angle tool dk ç;ksx djds interior ¼Hkhrjh ½ dks.kksa dk eki djuk lh[kk FkkA vc square 

¼oxZ½ ABFD ds 4  Angles ¼dks.kksa ½ dk irk djsaA

Hint ¼cPpksa blds fy, Tool bar¼Vwy ckj½ esa ls  angle tool dks flysDV djsa½ 

2- cPpksa vc vki Drawing pad ¼Mªkbax iSM½ ij dksbZ Hkh ,d oxZ cuk,a vkSj move ¼ewo½ Vwy dh enn ls vk—fr 

dks psat djds muds dksa.kks dks uksV djsaA vkSj pkjksa dksa.kks ds ;ksx (sum) dks Hkh uksV djsaA
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  Serial Number a ß ? d Sum= a+ß+?+d

  1

  2

  3

  4

Observation: 

To construct a parallelogram using its properties- ¼lekukarj prqHkqZt dh 
jpuk ½ fdu tools VwYl dk ç;ksx djs\

bl ,fDVfoVh esa ge software esa 

object properties dk bLrseky djuk lh[ksaxs 

line ¼ykbu½ Vwy] 

Point ¼i‚baV½ Vwy] A

paralle line Vwy] 

line segment Vwy]

intersect ¼baVsjlsDV½ Vwy vkSj 

Step 1: grid vkSj axes dks gVkdj drawing pad rS;kj dj ysaA

vkvks djds ns[ksa 
¼Activity½ 3%
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Step 2:  line  tool ¼ykbu Vwy½ lsysDV djsaA vkSj drawing  pad ¼Mªkbax 
iSM½ esa dksbZ ,d js[kk [khapsA

AB ,d js[kk gSaA
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Step 3: vc i‚baV Vwy ls ,d i‚baV ekdZ djsaA 
¼AB js[kk ds Åij okys fgLls esa ;k uhps okys fgLls esa ½A

i‚baV C js[kk AB  ds Åij okys fgLls esa n'kkZ;k x;k gSA  
Step 4 vc Parallel  line Vwy lsysDV djsaA 

Vwy lsysDV djus ds ckn ];gk¡ ij tks C i‚baV gS mls fDyd djsa vkSj fQj js[kk AB ij fDyd djsaA   
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Vwy lsysDV djus ds ckn] ;gk¡ ij tks C i‚baV gS mls fDyd djsa vkSj fQj js[kk AB ij fDyd djsaA 
vki ns[ksaxs dh js[kk AB ds Parallel C ls fudyrh gqbZ ,d js[kk cu tk,xhA

cPpksa parallelogram esa parallel js[kkvksa ds nks pairs ¼tksM+s½ gksrs gSaA  
vc ge nwljk pair ¼tksM+k ½ cuk,axsA  
blds fy, igys ykbu lsxesaV Vwy dk ç;ksx djds 
Step 5 AC  dks feykvksA  
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Step 6:  vc Parallel line Vwy lsysDV djsaA B point ijfDyd djus ds ckn ] js[kk AC dks fDyd djsaA  

Intersect Vwy dk ç;ksx djds AB vkSj AC ds parallel js[kkvksa ds point v‚Q intersection dks ekdZ djsaA  

Step 7   Extra js[kkvksa dks gVkus ds fy, ] js[kk ij right click djsa vkSj  show object ij fDyd djsaA :
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,slk djus ds ckn dqN ,slk fn[ksxk 

vc line segment Vwy ls AB] BD vkSj DC dks feyk,aA
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ABDC ,d parallelogram gSA 
Blue points dks move Vwy ls move djds ns[ksaA

To plot the points on a graph paper and explore the properties : ¼i‚bVa l~  dk s
xkz Q ij IykV djuk ½

Step 1  GeoGebra vkbd‚u fDyd djsaA ge graph ¼xzkQ ½ cukus ds fy, graphic window  esa cus Grid 

¼fxzM½ rFkk axes dk ç;ksx djsaxsA 

bl ,fDVfoVh ds ek/;e ls ge         
 Point Vwy rFkk       

line Vwy dk ç;ksx djsaxs vkSj mldh properties dks verify ¼tkapsaxs½ djsaxsA

A

Lo;a djsa 

1- GeoGebra VwYl dk ç;ksx djds ,d parallelogram cuk,aA Angle Vwy dk ç;ksx djds opposite 
¼vkeus lkeus½ okys dks.kksa  esa D;k lEcU/k gS] irk yxk,¡ D;k og ,d nwljs  ds cjkcj gSa \

vkvks djds ns[ksa 
¼Activity½ 4%

fdu tools VwYl dk ç;ksx djs\
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Step 2  Point Vwy lsysDV djsaA 
uhps n'kkZ;s x, rhu points ¼i‚baV~l½ vafdr djsaA

A ¼2]1½] B¼3] 2½ C¼4]3½ 
rhu points geus fy,A  
Line Vwy lsysDV djsa vkSj 
bu points ls xqtjrh gqbZ 
,d js[kk cuk,aA
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/;ku ls ns[ksa dh ;g rhuks points ,d gh js[kk ij gSaA ,sls points dks collinear points ¼lejs[k fcanq,a ½ dgrs gSaA  
blds foijhr non collinear  points  ¼xSj lejs[k fcanq,a½ gksrs gSa tks dh ,d js[kk ij fLFkr ugha gksrsA  
tSls dh uhps n'kkZ;s x, fp= esa points A,B rFkk C non collinear  points ¼xSj lejs[k fcanq,a½ gSaA  
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1-bu VwYl dk uke crk,aA ;g fdl dke ds fy, ç;ksx fd;k tkrk gS\

a.  

b.   

c.  

2- fn, x, nksuksa VwYl esa difference crk,aA bu VwYl dk ç;ksx djds dksbZ Hkh euilan 
vk—fr cuk,aA

a.  

b.  

3- Line Vwy dk ç;ksx djds dksbZ Hkh ,d line ¼js[kk½ cuk,aA ml js[kk ij 4 points 
vafdr djsaA ,sls points tks ,d js[kk ij vafdr gksrs  gSa mudks D;k dgrs gSa \

4- Line Vwy dk ç;ksx djds dksbZ Hkh ,d line ¼js[kk½ cuk,aA ml js[kk ij 4 points 
vafdr djsaA 2  points  bl js[kk ds cgkj vafdr djsaA ,sls points tks dqN ,d js[kk 
ij gSa vkSj dqN cgkj vafdr gSa mudks D;k dgrs gSa \

5- uhps fn, gq, fp= esa n'kkZ;s x, points esa collinear vkSj non collinear points 
crkvksA

Lo;a djds ns[kas 
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To make tessellations using GeoGebra. ¼pkSiM+nkj Q'kZ yxkuk ;k 
VkbYl fcNkuk½

bl ,fDVfoVh ds ek/;e ls ge        Regular Polygon Vwy]          Point  Vwy] 

            Polygon Vwy]         rotate around a point  Vwy dk ç;ksx djds tessellation cuk,axs 

A

cPpksa tessellation D;k gksrk gS\ 

/;ku ls uhps fn, x, fp=ksa dks 
ns[kksA  

vkvks djds ns[ksa 
¼Activity½ 5%

fdu tools VwYl dk ç;ksx djs \
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Tessellation D;k gksrk gS \

Tessalation dk eryc gksrk gS VkbYl fcNkukA vxj fdlh t;fefr vk—fr dks ckj ckj nksgjk dj fdlh lery 
txg dks Hkj fn;k tk;s rks mls tiling dgrs gSa ;k tessalation dgrs gSaA  

bl activity esa ge GeoGebra esa fn, x, construction VwYl dh enn ls tessalation cukuk lh[ksaxsA 

 Step 1 vki ns[k jgs gSa fd xzkfQDl foaMks esa gesa axes vkSj grid utj  vk jgk gSA rks lcls igys bu nksuksa dks ge  
LØhu ls gVk,axsA

 Step 2 vc vki fdlh Hkh        polygon dks lsysDV djds tessallation cuk ldrs gSaA 

ge ,d leHkqt f=Hkqt dh tiling cuk,axsA  Regular Polygon Vwy dh enn ls ,d leHkqt f=Hkqt ABC cuk,aA

Step  3  AB ij Point Vwy dh enn ls nks i‚baV~l ysa vkSj ,d point f=Hkqt ds Hkhrj nf'kZr djsaA
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Step 4 vc ge point B ds around] Rotate around point Vwy dk ç;ksx djds] n'kkZ;s x, points D] E rFkk 
0

F dks 60  va'k rotate djsaxsA

blds fy, Vwy lsysDV djus ds ckn] point B dks click djsa vkSj fQj point E dksA ,d c‚Dl [kqysxk ftles igys 
ls  va'k Hkjk gksxkA vkidks mls va'k cnyuk gSA Clockwise ij psd djsaA  0 045 60
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,slk points E  rFkk F ds fy, Hkh djsaA 

dqN u, points] tSlk dh Åij fn, x, fp= esa cus gSa fn[ksaxsA  

Step 5 Show object Vwy dk ç;ksx dj ds f=Hkqt ABC dks Nqik nsaA  

Step 6 Polygon Vwy dk ç;ksx dj ds vk—fr cuk,aA
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vc bl 'ksi dk srotate djsaxs B point ds around - blds fy, rotate around point tool select djsa]  shape 
0dks click djsa vkSj fQj point B dks fDyd djsaA dks.k dks 60  va'k HkjsaA 

dqN u, points] tSlk dh Åij fn, x, fp= esa cus gSa fn[ksaxsA  

Step 7 Show object Vwy dk ç;ksx dj ds f=Hkqt ABC dks Nqik nsaA  

Step 8 Polygon Vwy dk ç;ksx dj ds vk—fr cuk,aA
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blh çfØ;k dks nksgjk,a vkSj tessalation cuk,aA 

[kwclwjr fMtkbu cu tk;sxkA  

tjk lksp dj crkvks dh iwjh vk—fr cukus ds fy, fdruh ckj rotate djuk iM+kA 

dksbZ Hkh jsxqyj iksyhxksu dks tessalate djds vk—fr cuk,a vkSj viuh observations fy[ksaA

Lo;a djsa
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SELF ASSESSMENT
Fill the following assessment sheet with the activity and grades awarded by the student (self) 
and peer group according to the grade scheme mentioned below. 

SL.NO (Practices & Projects) SELF 
ASSESSMENT

PEER ASSESSMENT

Name of the peer Grade

GRADE SCHEME

Grade Points Remedial Remarks

D 1 Need Teacher’s Help

C 2 Requires occasional peers’ help

B 3 Can work independently.

A 4 Is able to help others.

Note: Peer assessment must be done by any one peer from the student’s group.
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vH;kl

1. Tessellation D;k gksrk  gS \

2- fn, x, VwYl fdl ç;ksx esa yk;s tkrs gSa\ foLrkj ls crk,aA

3. Polygon Vwy dk ç;ksx djds vxj gesa fuEu nh x;h vk—fr cukuh gks rks ge uacj v‚Q sides esa 

D;k Hkjsaxs\

Û oxZ 

Û fu;fer iapdks.k

Û fu;fer "kV~Hkqt

A
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Learning to work with Subject specific Software 3

¼fo"k; fo'ks"k l‚¶Vos;j ds lkFk dke djuk lh[kuk½3 

v

v

vkdk'kh; fiaMks ¼celestial objects½ vkSj [kxksyh; ?kVukvksa ¼astronomical phenomena½ dh 
igpku djukA

opqZvy ¼virtual½ IysVQkeZ dks le>ukA

CHAPTER 4

D;k lh[ksaxs \ (Learning Outcomes)

egd] eSa jkst+ jkr dks Telescope dh enn ls vkdk'k esa rkjs ns[krk gw¡A exj blds fy, 
eq>s nsj jkr rd tkxuk iM+rk gS ftlls eq>s lqcg Ldwy vkus esa dbZ ckj nsj gks tkrh gSA

Software Applications 04

Tool Used: Stellarium ¼LVsysfj;e½
Introduction ¼ifjp;½

rqEgsa ;kn gS 'kkS;Z class VI esa geus Google Earth dh lgk;rk ls /kjrh ds dksus&dksus 

dks /;ku ls ns[kk vkSj le>k FkkA dk'k! dksbZ ,slk Software Hkh  gksrk ftldh enn 
ls ge vkdk'k ds ckjs esa Hkh lc ns[k vkSj tku ldrsA

gk¡] ,slk gksrk rks fdruk vPNk gksrkA

I;kjs cPpksa] eSa vkt vki lcdks ,d daI;wVj software 
çksxzke – Stellarium ds ckjs esa crkmaxh ftldh enn ls 
ge Telescope dh Hkkafr rkjs ns[k ldrs gSaA



ICT Information and Communications Technology 120

Stellarium Interface

Stellarium ,d Free Open Source Planetarium software 

gS tks gesa vius daI;wVj LØhu ij vkdk'k dk 3&D O;w fn[kkrk gS] 
fcydqy oSls gh tSls ge viuh vk¡[kksa ls] binoculars ls ;k 
telescope dh enn ls ns[krs gSa A

LVsysfj;e ,d l‚¶Vos;j çkstsDV gS tks gesa vius daI;wVj dks ,d 
virtual ¼vkHkklh½ planetarium ds :i esa mi;ksx djus dh 
vuqefr nsrk gSA ;g lw;Z vkSj paæek] xzgksa vkSj flrkjksa dh position 

dh calculation ¼x.kuk½ djrk gS] vkSj ;g n'kkZrk gS 
fd vkdk'k muds LFkku vkSj le; ds vk/kkj ij 
observer ¼i;Zos{kd½ dks dSlk fn[ksxk A ;g l‚¶Vos;j 
çksxzke u{k= Hkh draw dj ldrk gS vkSj meteor 

showers ¼mYdk dh ckSNkj½] vkSj lkSj ;k paæ xzg.k 
tSls [kxksyh; ?kVukvksa dk vuqdj.k Hkh dj ldrk gSA

Stellarium dks ge http://www.stellarium.org/ ls freely 

download dj ldrs gSaA Installation ds ckn stellarium dk 
shortcut vkids MsLdV‚i ij     cu tk;sxk] ftls double 

click djds vki stellarium browse dj ldrs gSaA

Stellarium dks vksiu djds le>us ds fy;s gesa fuEufyf[kr steps dks 
follow djuk iM+sxk%z

Step - 1: vius MsLdV‚i ij cus stellarium ds shortcut ij double click djsaA 
tSlk fd Åij fn[kk;k x;k gSA

Step - 2: Stellarium dh igyh LØhu le; 
vuqlkj fMLIys gksrh gS] tSls dh Day view 

vFkok Night view

vkvks djds ns[ksa 
¼Activity½ 1%
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Step - 3: jkr ds le; stellarium [kksyus ij ukbZV view fn[kkbZ nsrk gSA tSlk 
dh bl le; ¼jkr 9%30 cts½ fn[kkbZ ns jgk gSA

Step - 4: Night view LØhu esa uhps toolbars fMLIys gksrs gSa ftlds lkFk&lkFk 
fnukad] le; vkSj LFkku ¼tks vHkh Delhi gS½ fMLIys gksxkA

Stellarium dks fnu ds le; esa open djds ¼Day view½ browse djsa vkSj le>sA

eSMe] ;g rks cgqr jkspd vkSj vkd"kZd yx jgk gS A

eSMe] blesa ge D;k&D;k ns[k ldrs gSa \ —i;k foLrkj ls crk;sa A

I;kjs cPpksa] Stellarium dh enn ls ge cgqr ls rkjs] xzg] cgqr lkjh vkdk'kxaxk vkfn 
ns[k ldrs gSaaA vkius foKku ds lkSj eaMy ds chapter esa buds ckjs esa i<+k gksxk ;k 
i<saxsA  buds ckjs esa FkksMk le>rs gSaA

Lo;a djds ns[kas 

¼Practice½ 1%
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vkdk'kh; fiaMks ¼celestial objects  vkSj [kxksyh; ?kVuk;ksa 
¼astronomical phenomena½ dh igpku djuk

½

gekjk czãkaM [kkyh LFkku dk fo'kky foLrkj gS] va/ksjk gS] BaM gS vkSj [kxksyh; fiaM gSa] tks csgn 
fofp= gSaA buesa vf/kdka'k rkjsa ¼stars½ gSa A

 stellarium esa ge vius lkSj eaMy dks ns[krs gSa ftlesa jaxhu uscqyk ¼colored nebula½] tks xslksa ds 
xksyksa ls cuk gSA ;g rkjk lewg ¼LVkj DyLVlZ½ vkSj cgqr lkjh fo'kky vkdk'kxaxk ¼galaxies½] tks 
dh ,df=r rkjksa] /kwy vkSj xSl ls cuk lewg gSA

vkvks cPpksa Celestial objects tks gesa stellarium esa fn[kkbZ nsrs gSa] muds 
ckjs esa dqN rF; Kkr djsa A

1- rkjs cgqr xeZ xSl dk ,d fo'kkydk; xsan gSA

2- rkjs xq#Rokd"kZ.k ¼Gravity½ }kjk ,d lkFk vk;ksftr fd, tkrs gSaA

3- os xehZ vkSj çdk'k nsrs gSa D;ksafd muds vanj vk.kfod ijek.kq  
çfrfØ;k,a ¼Nuclear reactions½ gksrh gSaA mu çfrfØ;kvksa dks 
u;wDysvj ¶;wtu ¼Nuclear Fusion½ dgk tkrk gS tks fd gkbMªkstu 
¼Hydrogen½ dks ghfy;e ¼Helium½ esa cny nsrk gS] ftuls çdk'k vkSj 
xehZ mRiUu gksrh gSA

4- jkr ds le; i`Foh ls dbZ rkjs fn[kkbZ nsrs gSa] tks i`Foh ls mudh 
fo'kky nwjh ds dkj.k vkdk'k esa fuf'pr pednkj fcanqvksa ds :i esa 
fn[kkbZ nsrs gSaA

rkjs ¼Stars½
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lw;Z ¼Sun½

1- vkdk'k esa lcls çeq[k lw;Z gSA

2- lw;Z Hkh ,d rkjk ¼Star½ gS] ysfdu ;g i`Foh ls yxHkx 150 fefy;u fdyksehVj 
nwj gSA

cq/k ¼Mercury½ 'kqØ ¼Venus½ i`Foh ¼Earth½

eaxy ¼Mars½ c`gLifr ¼Jupiter½ 'kfu ¼Saturn½

v#.k @ baæ ¼Uranus½   o#.k ¼Neptune½ ;e ¼Pluto½

jkgq ¼Rahu½ dsrq ¼Ketu½

xzg ¼Planets½

1- xzg mu [kxksyh; fiaMksa dks dgk tkrk gS tks ,d fuf'pr 
ekxZ ij lw;Z ds pkjksa vksj ifjØek djrs gSaA

2- gekjs lkSj eaMy esa] ukS egRoiw.kZ xzg gSa tks dh lwjt dh 
fudVrk ds Øe esa lwphc)] gSa%

D;k vki tkurs gSa \ 

rkjs vkSj xzg lquus esa ,d ls çrhr gksrs gSa exj buesa cgqr varj gS] tks bl çdkj gSa %

rkjs cuke xzg

rkjs

1- rkjs vkdk'k esa pedrs gSa A

2- mudk viuk çdk'k gS A

3- os vius LFkku ij ¼,d fcanq½ 
ij fLFkr jgrs gSa A

4- rkjs vkdkj esa cgqr cM+s gksrs gSa A

xzg

1- xzg vkdk'k esa pedrs ugha gSa A

2- muds ikl dksbZ jks'kuh ugha gS A

3- os lwjt ds pkjksa vksj ?kwers gSa A

4- rkjksa dh rqyuk esa 
xzg vkdkj esa NksVs gksrs gSa A
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pUæek ¼Moon½ 

1- pUæek ¼Moon½ /kjrh dk ,dykSrk çk—frd mixzg gSA

2- pUæek dks /kjrh dh ifjØek djus esa yxHkx 28 fnu yx tkrs gSa A

3- pUæek /kjrh ds vkdkj dk dsoy 27% fgLlk gh gS A

4- pUæek ij uk rks ikuh gS vkSj uk gh gok gS A

5- pUæek dk viuk çdk'k ugha gksrk] bls çdk'k lw;Z ls feyrk gS A

6- tSlk fd fn;s x;s fp= esa fn[kk;k x;k gS lw;Z dh jks'kuh pUæek ij 
iM+rh gS vkSj pUæek bls /kjrh dh rjQ fj¶ysDV dj nsrk gS A 
blls pUæek dk  mruk gh Hkkx ftl ij lw;Z dh fdj.ksa iM+rh gSa 
/kjrh ls fn[kkbZ nsrk gS] nwljk Hkkx dHkh fn[kkbZ ugha nsrk A

i`Foh ij gksus okys Tokj&HkkVk ¼Tides in Oceans½] pUæek 
ds xq#Rokd"kZ.k dh otg ls gh gksrs gSa A pUæek dh çfr jkr 
ifjorZu'khy fLFkfr;ksa dks paæek dh dyk,a ¼Phases of 

Moon½ dgk tkrk gSA viuh d{kk esa paæek dh fLFkfr tc 
i`Foh vkSj lw;Z ds chp esa gksrh gS] paæek dk va/kdkje; Hkkx gh 
i`Foh ds lkeus iM+rk gS ftlds dkj.k jkr esa paæek v–'; 
jgrk gSA paæek dh bl fLFkfr dks vekoL;k dgrs gSaA

D;k vki tkurs gSa \

vekoL;k ds i'pkr~ 15 fnu dks 'kqDy i{k ;k mtkyk i{k dgk tkrk gSA iwf.kZek ds i'pkr~ paæek ds çdkf'kr Hkkx 
esa /khjs&/khjs deh vkus yxrh gS vkSj vxyh 15oha jkr ¼vekoL;k½ dks paæek v–'; gks tkrk gSA bl nwljs 15 fnuksa 
dks —".k i{k ;k va/ksjk i{k dgrs gSaA —".k i{k dh pkSFkh jkr dks dqcM+k pkan ¼Gibbous Moon½ vkSj X;kjgoha jkr 
dks gafl;k pk¡n ¼Cresent Moon½ fn[kkbZ iM+rk gS A

{kqæxzg eaxy vkSj c`gLifr ds chp lw;Z ds pkjksa vksj ?kweus okys NksVs xzg gksrs gSa A ;g vkerkSj ij vkarfjd ¼LFkyh;½ 
xzgksa dh rjg Rocky ¼pêkuh½ c‚Mht gksrs gSa] ysfdu cgqr NksVs vkdkj ds gksrs gSa A

,d /kwedsrq ¼comet½ lkSj eaMy ¼solar system½ esa ,d NksVk lh body gS tks lw;Z dh d{kk esa pDdj yxkrk jgrk 

gSA /kwedsrq j‚d] /kwy vkSj ice ls cus gksrs gSaA

{kqæ xzg ,oa /kwedsrq ¼Asteroids and Comets½
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D;k vki tkurs gSa \ {kqæxzg vkSj /kwedsrq esa varj

{kqæxzg ¼Asteroid½ eq[;r% /kkrqvksa vkSj pêkuksa ls cuk gksrk gS] tcfd /kwedsrq ¼Comet½ /kwy] cQZ vkSj pêkuksa ls 
cuk gksrk gSA ;s nksuksa gekjs lkSj e.My ds bfrgkl esa yxHkx 4-5 vjc lky igys cus FksA {kqæxzg lw;Z ds djhc cus 
ftlls cQZ fi?ky x;s] nwljh vksj /kwedsrq lw;Z ls dkQh nwj cus ftlds dkj.k muds cQZ fi?ky ugha ik;sA tc 
dksbZ /kwedsrq ¼Comet½ viuh d{kk esa lw;Z ds pkjksa vksj ?kwers gq, lw;Z ds utnhd vkus yxrk gS rks mlesa fLFkr 
cQZ fi?kyus yxrh gS vkSj ok"ih—r gksdj ,d iqaN dk fuekZ.k djrh gS] ftls ge iwNy rkjk Hkh dgrs gSaA

rkjkeaMy rkjksa dk lewg gSa tks vkdk'k esa ,d nwljs ds utnhd gksrs gSaA 
rkjkeaMy vFkkZr~ u{k=&flrkjksa dk ,d lewg ftls] vkdk'kh; {ks= ij dkYifud 
:ijs[kk ;k lkFkZd iSVuZ ds :i esa ekuk tkrk gS A rkjkeaMy vkerkSj ij tkuojksa] 
ikSjkf.kd yksxksa ;k nsorkvksa ¼mythological people vkSj gods½] ikSjkf.kd 
çkf.k;ksa ;k fufeZr midj.kksa dks çfrfuf/kRo ¼represent½ djrs gSaA

rkjkeaMy ¼Constellations½

,d uscqyk /kwy ] gkbMªkstu ] ghfy;e vkSj vU; ionized xSlksa ls feydj cuk 
gqvk ckny gSA vf/kdka'k uscqykb, fo'kky vkdkj ds gksrs gSa] ;gka rd fd budk 
diameter yk[kksa çdk'k o"kZ ¼light years½ esa gksrs gSaA nebulae czãk.M ds 
building blocks dh rjg gS] tks u, rkjksa ;k LVkj flLVe dks tUe nsrk gS A

fugkfjdk;sa ¼Nebulae½

czãkaM ds dbZ flrkjksa dks LVkj DyLVlZ ds :i esa lewfgr fd;k tkrk gSA bu 
lewgksa dks ,d lkekU; xq#Rokd"kZ.k ca/ku nokjk ,d lkFk j[kk tkrk gSA ;g 
vkdkj ,oa flrkjksa dh la[;k esa Hkh fHkUu gksrs gSa A

LVkj DyLVlZ ¼Star Clusters½

D;k vki tkurs gSa\ LVkj DyLVlZ vkSj rkjkeaMy esa varj

rkjkeaMy os rkjs vkSj [kxksyh; oLrq,a gksrh gSa tks i`Foh dh lrg ls ns[kus ij LFkkbZ :i ls vkdk'k esa ,d gh {ks= esa 
bdB~Bh utj vkrh gSaA bldk eryc ;g ugha gS ds ;s okLro esa ,d&nwljs ds ikl gSa ;k budk vkil esa dksbZ 
egRoiw.kZ xq#Rokd"kZd ca/ku gSA blds foijhr LVkj DyLVj ds rkjs okLro esa ,d xqPNs esa gksrs gSa vkSj budk vkil 
esa xq#Rokd"kZd ca/ku gksrk gSA
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vkdk'kxaxk dks xq#Rokd"kZ.k nokjk ,df=r flrkjksa] /kwy vkSj xSl ds cM+s lewgksa ds 
:i esa ifjHkkf"kr fd;k x;k gS A ;s vkdkj esa cgqr fHkUu gksrs gSaA varfj{k esa 
vf/kdka'k oLrq,a vkdk'kxaxk esa gh fufgr gSa A gekjk viuk rkjk] lw;Z] vkdk'kxaxk 
dk fgLlk gSA gekjh vkdk'kxaxk dqN gn rd ,d fMLd dh rjg gS ftlesa ge 
rkjksa dh ,d cM+h ,dkxzrk ns[krs gSa A

vkdk'kxaxk ¼Galaxies½

Stellarium dh enn ls lw;ksZn; vkSj lw;kZLr ds ckjs esa tkusaA D;k 
lw;ksZn; lnSo iwoZ fn'kk vkSj lw;kZLr if'pe fn'kk esa gh gksrk gS \

Stellarium dks vksiu djds gesa fuEufyf[kr steps dks follow djuk 
iM+sxk %

stellarium dks vksiu djus ij " " ;kfu fd South fMLIys 
gksxk tSls fd uhps fn;s x;s fp= esa fn[kk;k x;k gS A
Step-1: S

Step-2:

Step-3: 

Step-4:

 Shift + E dh enn ls vksfj,aVs'ku ¼Orientation½ dks iwoZ 
¼East½ ds fy, cnysa

Date ,aM time foaMks dh enn ls MsV dks ekpZ 1 ¼lky dksbZ Hkh ½ 
vkSj le; dks 7:30 lqcg ds ij fu/kkZfjr djsaA

 vki ns[ksaxs dh lw;ksZn; iw.kZr;k iwoZ esa ugha vfirq FkksMk nf{k.k 
iwoZ fn'kk esa fn[kkbZ nsxk

vkvks djds ns[ksa 
¼Activity½ 2%
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le; dks lqcg ds 7:30 ij fQDl djsa vkSj MsV dks ekpZ 1 ¼March 1st ½ ls jkst ,d fnu 
cM+k nsaA lw;ksZn; dh iksth'ku dks cnyrs gq, ns[ksa] lwph cuk,a vkSj viuh v/;kfidk vkSj 
lgikfB;ksa ds lkFk lk>k djsaA ¼ladsr & ekpZ 21 ¼± 1 day½ lw;ksZn; iwoZ fn'kk esa gksxkA

vekpZ & twu] lw;ksZn; iwoksZrj esa gksxkA

vtwu 21 ¼± 1 day½] lw;ksZn; lVhd iwoksZrj fn'kk esa gksxkA

vtwu – flrEcj] lw;ksZn; if'pe fn'kk esa gksxkA

vflrEcj 22 ¼± 1 day½] lw;ksZn; fQj ls iwoZ fn'kk esa gksxk½A

eSMe] D;k ge vius smartphone esa Hkh stellarium dks buLV‚y dj ldrs gSa \

cgqr vPNk ç'u gS rqEgkjk 'kkS;Z A gk¡ fcydqy A

Stellarium Mobile Sky Map vkids LekVZQksu ds fy, ,d iwjh rjg ls ;qä rkjkeaMy software 

program gS A tSlk ;g ges daI;wVj LØhu ij fn[kkbZ nsrk gS oSls gh LekVZQksu esa Hkh fn[kkbZ nsrk gS A

vkvks blds ckjs esa foLrkj ls le>rs gSa A

Lo;a djds ns[kas 

¼Practice½ 2%
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opqZvy ¼virtual½ IysVQkeZ dks le>uk A

tc ge stellarium dks download djds igyh ckj buLV‚y djrs gSa rks ges internet dh vko';drk gksrh gSA 
Internet dh enn ls stellarium location vkSj le; dh lsfVax dks Øec) dj ysrk gS] ftlds i'pkr~ gesa 
stellarium ij dke djus ds fy, internet dh vko';drk ugha gksrh A

Stellarium eq[; :i ls menu ¼esuw½ }kjk fu;af=r fd;k tkrk gSA tc Stellarium çksxzke 'kq: gksrk gS] ;g viuh 
?kM+h ,d gh le; vkSj fnukad ij system date ds fglkc ls lsV djrk gSA blds ckn fnu ds le; ds vuqlkj] 
igyh LØhu fMLIys gksrh gS] tks 600 angle ij fnu dk ;k jkr dk –'; fn[kkrh gSA vxj vki Internet ls 
connected gSa] rks stellarium vkids system dh iksth'ku vkSj le; vius vki ys ysrk gSA

Cardinal indicator gesa gekjh fn'kk crkrk gS] tks 
stellarium foaMks ds chpks&chp gksrk gS A

tSlk dh fn;s x, fp= esa vHkh lkmFk& 's' fn[kk jgk gSA

LØhu ds left corner ij mouse j[kus ij 
toolbars fMLIys gks tkrs gSa vkSj tSls gh ge mouse LØhu ls 
gVkrs gSa rks ;g toolbars gV tkrs gSa A

bottom 

txg vkSj le; fu/kkZfjr djuk

Stellarium ij celestial objects ns[kus ls igys lgh txg vkSj le; fu/kkZfjr djuk vko';d gS A

 stellarium dh location vius 'kgj ds fglkc ls lsV djsa A

Step-1: bls djus ds fy, toolbar ij 
click djsa A

Step-2: vc F6 key press djsa ;k 
toolbar esa "Location Window" vkbd‚u 
ij click djsa] tSlk fd uhps x;s fp= esa 
fn[kk;k x;k gS A

Location View

vkvks djds ns[ksa 
¼Activity½ 3%
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Step-3: vc vius 'kgj dk uke search box esa Vkbi dhft;s vkSj select djsaA stellarium location cny 
dj flysDVsM ¼selected½ location ns nsxk] tSls dh geus delhi fn;k gSA

Step-4: blh çdkj ge stellarium dk le; Hkh change dj ldrs gSaA

Step-5: blds fy, shortcut key F5 press djsa ;k date and time window ls jhlsV djsa A

Time Control buttons dh enn ls Hkh ge le; fu;a=.k dj ldrs gSa 

bu cVuksa ds çR;sd fDyd ds lkFk ge le; chrus dh nj ?kVk vFkok c<+k ldrs gSaA ftlls vki rkjs] pUæek] 
lw;Z vkSj vU; oLrqvksa dks rst vFkok /kheh xfr ls c<+rs ;k /khjs gksrs gq, ns[ksaxsaA

Stellarium window esa txg vkSj le; vius 'kgj ds vuqlkj cnysa] vkdk'k esa fn[kkbZ 
nsus okys celestial objects dh lwph cuk,a vkSj viuh v/;kfidk dks fn[kk,¡A

Lo;a djds ns[kas 

¼Practice½ 3%
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oLrq ¼object½ [kkstuk

Object Search Window vkdk'k esa oLrqvksa dk irk yxkus dk ,d lqfo/kktud rjhdk çnku djrh gSA [kkstus ds 
fy, v‚CtsDV dk uke Vkbi djsa] vkSj fQj "GO" cVu ij fDyd djsa ;k Enter nck,¡ | stellarium vkidks ml 
oLrq dks vkdk'k esa fn[kk;sxk A

Find Object Window

Stellarium dh enn ls pUæek ¼Moon½ dks vkdk'k esa <wa<s A

Step-1: Stellarium dh LØhu ij ys¶V lkbM ij fLFkr toolbar ls Find Object window vkI'ku lsysDV 
djsaA

vkvks djds ns[ksa 
¼Activity½ 4%



ICT Information and Communications Technology131

 

Step-2: pUæek ¼Moon½ uhps fMLIys gks tk;sxk tSlk dh Åij fn;s x;s fp= esa gkbykbV fd;k x;k gSA 

Step-3: gkbZykbV gksus ls vki tSls gh enter key nck;saxs] ewu select gks tk;sxk vkSj stellarium vkdk'k esa 
pUæek ¼ewu½ dks yksdsV djds fMLIys dj nsxkA lkFk gh pUæek dh lkjh tkudkjh Hkh left side esa fMLIys gks 
tk,xhA

stellarium dh enn ls flag ¼Leo½ vFkok rqyk ¼Libra½ dks <wa<sA

Note : Configuration Window

Configuration window esa lk/kkj.k çksxzke dh lsfVaXl gksrh gSa] tSls fd Hkk"kk] lwpuk] stellarium window esa 
b/kj m/kj ?kweuk bR;kfnA blds fy, F2 key çsl djsa ;k Configuration tool button ij click djsaA

Lo;a djds ns[kas 

¼Practice½ 4%
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lgk;rk foaMks

lgk;rk foaMks lHkh Stellarium ds keystrokes dks lwphc) djrh gSA ;g licensing ds ckjs esa lwpuk Hkh nsrh gS] 
ftUgksaus bl çksxzke dks cuk;k gSA blesa stellarium dks pykus ds fy, vko';d lHkh files gksrh gSaA

Main Toolbar

vkvks cPpksa eq[; midj.k ckj ds ckjs esa tkurs gSaA

1- rkjkeaMy ¼Constellations½%

;g vkI'ku rkjkeaMy dh js[kk,a [khaprk gSA
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2- Constellation Names:

;g vkI'ku rkjkeaMy ds uke crkrk gS                           | shortcut key : V

3- Constellation Art ¼u{k= dyk½%

flrkjksa ds Åij u{k=ksa ds dykRed çfrfuf/kRo n'kkZrk gSA

shortcut key : R



ICT Information and Communications Technology 134

4- bDosVksfj;y fxzM:                                shortcut key : E

Hkwe/; js[kk ¼Equator½ 'kwU; va'k dh v{kka'k js[kk gS tks gekjh i`Foh dks nks Hkkxksa esa ckaVrh gSA blh Hkwe/; js[kk dks 
n'kkZus ds fy, stellarium esa bDosVksfj;y fxzM option ls fxzM ykbZusa [khaph tkrh gSaA

5- uscqyk vkSj vkdk'kxaxk ¼Deep Sky Objects½%              shortcut key : D

uscqyk vkSj vkdk'kxaxk dh fLFkfr dks fpfàr djus ds fy, deep sky objects ds cVu ij fDyd djrs gSa 
tks  dh  ,d  V‚xy  cVu  gSA  uhps  fn;s  x,  fp=  esa deep sky objects  ihys  jax  esa  n'kkZ,  x,  gSaA
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Stellarium dh enn ls vyx&vyx view esa dksbZ Hkh constellation ¼u{k=½ tSls 
dh Aquarius ¼dqEHk ½ dks <wa<sA

Step-1 : eq[; midj.k ckj ls Ocular View vkI'ku dks lsysDV djsa tSls dh fn;s x;s fp= esa fn[kk;k x;k gSA

Step-2 : Ocular view] flysDVsM objects ds fy, select djsaA

vkvks djds ns[ksa 
¼Activity½ 5%
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Step-3 : Find Object window vkI'ku lsysDV djsaA vc aquarius dks <wa<s vkSj ocular view dks select 

djsaA

Step-4: ocular view ds vykok ge telrad view Hkh select dj ldrs gSa tSls dh fn;s x;s fp= esa fn[kk;k 
x;k gSA

Telrad View
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ocular view dh enn ls ges object zoom gksdj fn[kkbZ nsrh gS tcfd telrad view esa ukeZy vkdkj ftruk 
gh fn[kkbZ nsrk gSA

Ocular View

Stellarium dh enn ls 'kfu ¼Saturn½ xzg dks <wa<s vkSj ocular vkSj 
telrad nksuksa view esa fMLIys djok,a vkSj viuh v/;kfidk dks fn[kk,¡A

Lo;a djds ns[kas 

¼Practice½ 5%

;kn j[ksa &

1- Celestial objects ,d çk—frd :i ls mRiUu gksus okyh HkkSfrd bdkbZ] la?k ;k <kapk gS tks czãk.M esa 
ekStwn gSA

2- LVsysfj;e ,d l‚¶Vos;j çkstsDV gS tks gesa vius daI;wVj dks ,d virtual ¼vkHkklh½ planetarium ds :i esa 
mi;ksx djus dh vuqefr nsrk gSA

3- Stellarium asteroids, nebulae vkSj constellations ds ckjs esa foLrkj iwoZd tkudkjh nsrk gS A

4- gekjh vkdk'kxaxk Milky way rFkk vU; vkdk'kxaxk dh tkudkjh] lw;ksZn; ,oa lw;kZLr dk le; Hkh gesa 
stellarium ls irk py ldrk gS A

5- lkSj eaMy ds fofHkUu xzg vkSj muds satellites ¼moons½ ds ckjs esa tkudkjh vkSj images lHkh 
stellarium esa ljyrk ls fn[kkbZ xbZ gSa A

6- Users cgqr ls stars dh position tks dh i`Foh ;k vU; fdlh xzg ls dSls fn[ksaxs blds ckjs esa Hkh foLrkj ls 
crkrk gSA

7- stellarium Hkkafr&Hkkafr dh Hkk"kk esa ç;ksx fd;k tk ldrk gS A

8- bldh enn ls ge le; ls ihNs tkdj Hkh xzgksa ,oa lkS;Z eaMy ds objects dh position tku ldrs gSaaA
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Lo;a djsa &

1-  Stellarium esa location window dh enn ls location cny dj ukFkZ djsa vkSj lw;ksZn; vkSj lw;kZLr dk 
le; viuh uksVcqd esa  fy[ksa A

2- Hkwe/; js[kk ¼Equator½ ds ikl ds LFkku ] tSls fd psUubZ dks select djsa vkSj tuojh ls flrEcj rd gj 
eghus lw;ksZn; vkSj lw;kZLr dh yksds'ku ns[ksa vkSj d‚ih esa fy[kdj v/;kfidk dks fn[kk,¡ A

3- Constellation Art dh enn ls viuk Zodiac sign dks <wa<s vkSj lgikfB;ksa ds lkFk lk>k djsa A
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SELF ASSESSMENT
Fill the following assessment sheet with the activity and grades awarded by the student (self) 
and peer group according to the grade scheme mentioned below. 

SL.NO (Practices & Projects) SELF 
ASSESSMENT

PEER ASSESSMENT

Name of the peer Grade

GRADE SCHEME

Grade Points Remedial Remarks

D 1 Need Teacher’s Help

C 2 Requires occasional peers’ help

B 3 Can work independently.

A 4 Is able to help others.

Note: Peer assessment must be done by any one peer from the student’s group.
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vH;kl
I- cgqfodYih; ç'u &

II- fjä LFkku Hkjks &

1- Stellarium ,d _____________IySusVsfj;e gS tks ges vius daI;wVj LØhu ij vkdk'k dk 
3&D O;w fn[kkrk gS A

a) Free open source

b) Properiatory

c) Shareware

d) All of the above

2- __________ dh enn ls ge stellarium vklkuh ls vius daI;wVj ij buLV‚y dj ldrs gSa A

a) Pen Drive

b) CD

c) Internet

d) None of the above

3- Stellarium Hkkafr&Hkkafr dh ____________ esa mi;ksx fd;k tk ldrk gS A

a) Platforms

b) Images

c) Applications

d) Languages

4- pUæek dh çfr jkr ifjorZu'khy fLFkfr;ksa dks ________________ dgk tkrk gS A

a) Rotations of moon

b) Phases of moon

c) Layers of moon

d) None of above

1- Stellarium dh enn ls ge ____________ vkSj ____________ <wa< ldrs gSaA

2- Stellarium ,d open source _______________ gSA

3- _____________ foaMks dh enn ls ge stellarium esa celestial objects dks <wa< ldrs gSaA

4- Stellarium ds nks views gksrs gSa] _____________ vkSj ________________
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III-lgh okD; ds vkxs lgh ¼√½ dk fpUg yxk;sa rFkk xyr ds vkxs xyr 
¼X½ dk fpUg yxk;sa &

IV-y?kq mÙkjh; ç'u

V-nh?kZ mÙkjh; ç'u

1- stellarium dks ge smartphone dh enn ls bLrseky ugha dj ldrs gSa A ¼ ½

2- stellarium dks mi;ksx djus ds fy, ges internet dh ges'kk t:jr gksrh gS A ¼ ½

3- rkjkeaMy vkSj rkjklewg ,d gh gksrs gSaA ¼ ½ 

4- stellarium dh enn ls ge rkjksa vkSj xzgksa dks ns[k ldrs gSa A ¼ ½

1- Stellarium D;k gS\ 

2- pUæek dh dyk,a D;k gksrh gSa \

3- Constellation Art D;k gksrh gS \

1- Stellarium esa fn[kkbZ nsus okys fdUgh 6 vkdk'kh; fiaMks ds ckjs esa laf{kIr esa fy[ksa A

2- Stellarium dh Find Object foaMks esa dSls dke fd;k tkrk gS \ mnkgj.k nsdj le>k;sa A

3- {kqæxzg vkSj /kwedsrq esa varj Li"V djsa \
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v Image ifjofrZr djuk& image cropping ¼fp= dh dkaV&NkaV djuk½] straightening ¼lh/kk djuk½] 

flipping ¼iyVuk½] scalling ¼ço/kZu½ and framing ¼e<+kbZ½-

CHAPTER 5

D;k lh[ksaxs \ 

Learning to transform images using graphics editor

(Graphics editor ? ? ????? ?? fp= ? ? ifjofrZr ? ??? ??? ??½

Graphics & Animation 03

 Tools: GIMP 

jksgu dy eSa cktkj esa ,d QksVksxzkQj ds ikl x;h Fkh 
school ds id card ds fy;s viuh passport size 
photo f[kpokus! eSaus ogka ij ns[kk dh og QksVksxzkQj 
daI;wVj ij fdlh software dh enn ls ,d QksVks dks 
ifjofrZr dj jgk FkkA

gka&gka cPpksa] D;ksa ugha\ bl mís'; ds fy;s cgqr 
lkjs Photo editing software miyC/k gSa] ftuesa 
ls dqN çfl) uke bl rjg ls gSa%

        

;g rks cgqr vk'p;Z dh ckr gS] D;k ge Hkh ,slk dksbZ 
software lh[k ldrs gSa\

 

• GIMP 

• Photoshop

• PhotoScape

• Paint.Net

• Pixlr.com

• SumoPaint etc
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Note: bl lwph esa ls Pixlr.com vkSj Sumo Paint Photo editors internet ij fu%'kqYd miyC/k 

gSa bu software ij dke djus ds fy;s vkidks bUgsa vius computer ij install djus dh t:jr ugha 

gksrh gS] vki internet ij direct gh bu ij dke dj ldrs gSaA

GIMP ij dke dks 'kq: djus dh çfØ;k dks le>sA

GIMP ij dke dks 'kq: djus ds fy;s gedks fuEufyf[kr steps dks follow 
djuk i<sxk% 

vkb, GIMP ij image editing ls lEcaf/kr ewyHkwr tkudkjh çkIr djus dk ç;kl djsa%

Internet ls Åij nh x;h lwph esa ls dqN image editing tools ds ckjs esa 
tkudkjh çkIr djds vius lgikfB;ksa ds lkFk lk>k djsaA

GIMP dks iw.kZ :i ls GNU Image Manipulation 

Program dgrs gSaA ;g ,d cgqr ljy] vPNk] l'kä 
vkSj open source image editing tool gS tks 
internet ij fu%'kqYd miyC/k gSA blesa image 

editing ls lacf/kr yxHkx lkjs fodYi ekStwn gSa tks 
bldks photo editing software dh lwph esa vxz.kh 
cukrk gSA

Class 7 esa vkius Inkscape uke ds simple 

drawing vkSj painting çksxzke dh enn ls digital 

drawing cukuk lh[kk FkkA

Recall:

Lo;a djds ns[kas 

¼Practice½ 1%

vkvks djds ns[ksa 
¼Activity½ 1%
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Step 1: Desktop ij GIMP ds shortcut 

icon ij double click djsaA

GIMP Startup 
window [kqy tk,xh] 
ftlesa  progress bar 

GIMP ds main 

window ds [kqyus dh 
status crk,xkA

dqN seconds ds bartkj ds ckn 
Gimp dh main window [kqy 
tk,xhA
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Gimp esa dke 'kq: djus ds igys bldh main window ds components dks tkuuk cgqr t:jh gS] 
blfy, main window ds components dks uhps screenshot esa fn[kk;k x;k gS!

Basic operations in GIMP (Gimp esa ewyHkwr dk;Z)
Opening an image

GIMP esa fdlh image dks open djus dh çfØ;k dks le>s!
GIMP esa fdlh image dks open djus ds fy;s gedks fuEufyf[kr steps dks 
follow djuk iMsxk% 

Tool Box Menu Bar

Title Bar
Control Box

Layers

Brushes

Box

Status Bar

Step 1: 
File menu 
ij click djsaA

Step 2: 
Open Sub menu 
ij click djsaA

vkvks djds ns[ksa 
¼Activity½ 2%
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"Open Image dialog box" [kqy tk;sxk] tSlk fd uhps fn[kk;k x;k gSA

Gimp dh main window esa image [kqy tk,xh] tSlk fd uhps fn[kk;k x;k gS!

Internet ls Hkkjr ns'k ds fdlh çfl) Lekjd dh photo dks download djds 
GIMP es [kksysaA

Step 4: 

Open button 
ij click djsaA

Step 3: 
ftl image 

dks [kksyuk gS] 
mldks select djsaA

Lo;a djds ns[kas 

¼Practice½ 2%
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Adding text over an image (Image ds Åij text fy[kuk)

GIMP esa fdlh image ds Åij text fy[kus dh çfØ;k dks le>s!
GIMP esa fdlh image ds Åij viuh ilan dk text  fy[kus ds fy;s gedks 

fuEufyf[kr steps dks follow djuk iMsxk: 

Step 1: 

Tools menu

ij click djsaA

Step 2: 

Text sub menu

ij click djsaA

Note: 
Font tool bar 
ls text dh 

style cnyh tk 
ldrh gSA

Step 3: 

Text box esa 
text fy[ksaA

Note: 
Textbox dh 
txg cnyh 
tk ldrh gSA

vkvks djds ns[ksa 
¼Activity½ 3%
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Image ij text fy[kus ds ckn image dqN bl rjg ls fn[kkbZ nsxh%

vius ekrk&firk dh photo ds Åij] muds lEeku esa GIMP dh enn ls 
nks lines fy[ksaA

GIMP esa ifjofrZr dh xbZ fdlh Hkh image dks save djus dh çfØ;k dks le>s!
GIMP esa ifjofrZr dh xbZ fdlh Hkh image dks save djus ds fy;s gedks fuEufyf[kr steps dks 
follow djuk iMsxk % 

"Save image" dialog box [kqy tk;sxk] tSlk fd vkxs fn[kk;k x;k gS%

Step 2: 
"Save" 

sub menu ij 
fDyd djsaA

Step 1: 
File menu 

ij 
fDyd djsaA

Note:
Image dks u, uke ls save 

djus ds fy, "Save As"

sub menu ij fDyd djsaA

Lo;a djds ns[kas 

¼Practice½ 3%

Saving an image ¼Image dks laxzg djuk½

vkvks djds ns[ksa 
¼Activity½ 4%
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ifjofrZr dh gqbZ image save gks tk,xh!

Note: gkyk¡fd GIMP esa cuh gqbZ@ifjofrZr dh x;h image dk extension vius vki ls .xcf gksrk gS 
ysfdu vxj ge pkgs rks GIMP dh images dk extension cnyk tk ldrk gS] ftlds fy;s  steps 

uhps fn, x, gSaA
 

Extension  Full Form  

PNG  Portable Network 
Graphics  

JPEG / 
JPG 

 

Joint Photographic 
Experts Group

 
GIF Graphics 

Interchange 
Format

 BMP Bitmap image

 

Export Image dialog box [kqy tk;sxk] tSlk fd uhps 
fn[kk;k x;k gS%

Step 3: 
"Save"  

button ij 
fDyd djsaA

Step 1: 
File menu

ij 
fDyd djsaA

 

Step 2: 
Export 

Sub menu
ij fDyd djsaA

 

Note:

X C
F

XCF dk full form 

e perimental omputing 
acility gSA Images ds 

dqN çfl) extensions uhps
table esa fn, x, gSa&

 Step 3: 
u;k 
extension

MkysaA

image

Step 4: 
"Export 
Button

ij fDyd djsaA 
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Practice 3 esa ifjofrZr dh x;h image dks save djds export djsaA

Closing an image ¼Image dks cUn djuk½

GIMP esa [kqyh gqbZ image dks close djus dh çfØ;k dks le>asA
GIMP esa [kqyh gqbZ image dks close djus ds fy;s gedks fuEufyf[kr steps dks 
follow djuk gksxk %

 

Step 5: 
,d ckj vkSj 

"Export"  
button ij 
click djsaA

Note: 
"Progress Bar"  
ls image export 

gksus dh status irk 
yxrh gSA Image 
iwjh rjg ls export 

gks tkus ds ckn 
Export dialog box 

can gks tk;sxkA

Lo;a djds ns[kas 

¼Practice½ 4%

vkvks djds ns[ksa 
¼Activity½ 5%
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[kqyh gqbZ image can gks tk,xh!

Note: 
 

[kqyh gqbZ lkjh images dks ,d lkFk can djus ds fy;s "Close all" sub menu ij fDyd 
djuk gksxk!

GIMP esa [kqyh gqbZ images dks close djsaA

Image transformations ¼ifjofrZr djuk½&image cropping ¼fp= dk¡V&Nk¡V djuk½] 
straightening ¼lh/kk djuk½] flipping ¼iyVuk½] scaling ¼ço/kZu½ vkSj fp= dh framing 

¼e<+kbZ½ djukA 

Image cropping ¼fp= dh dk¡V&Nk¡V djuk½

GIMP dh enn ls fdlh Hkh image ds vupkgs Hkkx dks dk¡V&Nk¡V dj gVkus dh çfØ;k dks le>sA

GIMP esa Crop tool             dh enn ls ge fdlh Hkh image ds vupkgs Hkkx dks dk¡V&Nk¡V dj gVk ldrs 
gSaA blds fy;s gedks fuEufyf[kr  steps dks follow djuk gksxk%

 

Step 1: 
File menu

ij fDyd djsaA

 

Step 2: 

"Close View"  

sub menu 

ij fDyd djsaA

Lo;a djds ns[kas 

¼Practice½ 5%

vkvks djds ns[ksa 
¼Activity½ 6%
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Step 2: 

Toolbox esa Crop 

tool dks mouse ls 
single click djds 
select djsaA

Step 1: 

viuh eupkgh image dks GIMP esa Åij 
crkbZ x;h çfØ;k ls open djsaA

 

Step 3: 

Mouse pointer dks  
image ds eupkgh txg ij 
ykdj left mouse button 

dks press djds image ds 
ml Hkkx ds mij mouse 

pointer dks drag djds 
select  djsa ftl Hkkx dks 
j[kuk pkgrs gSaA  

tSls fd ;gk¡ ij ç;ksx dh 
x;h sunrise image esa ls 
ge dsoy sun dh image 

j[kuk pkgrs gSa vkSj ckfd 
Hkkx dkV dj gVkuk pkgrs 
gSaA

 

Image ds selected Hkkx ds 
pkjksa rjQ box cu tk;sxk 
tSlk fd bl screenshot esa 
fn[k jgk gSA

 

Step 4: 

Selected box ds vanj dgha 
ij Hkh mouse ls single 

click djsaA
Selected Box ds ckgj dk 
Hkkx dV dj xk;c gks tk;sxk 
vkSj image dk dsoy eupkgk 
Hkkx gh gekjs lkeus cpsxk 
tSlk dh vxys screenshot 
esa fn[kk;k x;k gSA   

 

Step 5: 

ifjofrZr image dks Activity 
4 esa le>kbZ x;h çfØ;k dk 
vuqlj.k djrs gq, save djsaA
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Internet dh enn ls solar system dh image dks download djsa vkSj GIMP dh 

enn ls solar system dh image esa ls fdUgh nks xzgksa dh image dks dkV dj fdlh 

Hkh word processing software esa paste djds bu xzgksa ds ckjs esa dqN egRoiw.kZ 
tkudkjh fy[k dj vius nksLrksa ds lkFk share djsaA

 Image Straightening ¼fp= lh/kk djuk½

GIMP dh enn ls fdlh Hkh image dks lh/kk djus dh çfØ;k dks le>saA

GIMP esa Rotate tool         dh enn ls ge fdlh Hkh image dks lh/kk dj 

ldrs gSaA blds fy;s gedks fuEufyf[kr  steps dks  follow djuk gksxk%

 

Step 1: 
viuh eupkgh image dks GIMP esa Åij 
crkbZ x;h çfØ;k ls open djsaA

 
Step 2: 
Toolbox esa Rotate 

tool dks select djds 
image ds Åij mouse 

ls single click djsaA

Lo;a djds ns[kas 

¼Practice½ 6%

vkvks djds ns[ksa 
¼Activity½ 7%
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Step 4: 
Image iwjh rjg ls lh/kh gksus ds ckn 
Rotate button ij click djsaA

 

Note:
Image ds ckgj ds vupkgs Hkkx dks 
activity 6 esa crkbZ x;h çfØ;k ls 
crop tool dh enn ls dkV dj gVk 
ldrs gSaA

 Grid view vkSj Rotate dialog box

xk;c gks tk;saxsA

 

Image grid form esa open gks tk,xh 
vkSj Rotate dialog box Hkh open gks 
tk;sxkA 

 
Step 3: 
Rotate dialog box esa image dks lh/kk djus ds fy;s 
angle Mky ldrs gSaA ;k fQj image grid ij mouse ls 
single click djds image dks direct ?kqekrs tk;sa tc rd 

image iwjh rjg ls lh/kh u gks tk;sA
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GIMP dh enn ls fdlh frjNh image dks lh/kk djus dk ç;kl djsa! 

 

Straightening vkSj 
cropping ds ckn 

final image dqN bl 
rjg ls fn[kkbZ nsxhA

Lo;a djds ns[kas 

¼Practice½ 7%
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GIMP dh enn ls fdlh Hkh image dks iyVus dh çfØ;k dks le>sA

GIMP esa Flip tool           dh enn ls ge fdlh Hkh image dks iyV ldrs gSaA blds fy;s gedks fuEufyf[kr 
steps dks follow djuk gksxk %

 
Step 1: 
viuh eupkgh image dks GIMP esa Åij 
crkbZ x;h çfØ;k ls open djsaA

 
Step 2: 
Toolbox esa Flip tool dks select djds 
image ds Åij mouse ls single click 

djsaA

 
Image flipped gks pqdh gksxh tSlk fd 

screenshot esa fn[kk;k x;k gSA

vkvks djds ns[ksa 
¼Activity½ 8%

 Image Flipping ¼fp= iyVuk½ 
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GIMP dh enn ls ,d pyrh gqbZ car dh image dks flip djds original image vkSj 
flipped image dk mi;ksx djds fdlh word processor esa Road Safety ij 
poster cukus dk ç;kl djsa! ,d ,slk gh poster vkidh lqfo/kk ds fy;s ;gk¡ ij fn;k 
x;k gS!

Image Scaling ¼fp= ço/kZu djuk½ 

GIMP dh enn ls fdlh Hkh image ds size dks ?kVkus&c<+kus dh çfØ;k dks le>saA
GIMP esa ge fdlh Hkh image ds  size dks ?kVk&c<+k ldrs gSa! blds fy;s gedks 
fuEufyf[kr steps dks follow djuk gksxk%

 

Step 1: 
viuh eupkgh image 
dks GIMP esa Åij crkbZ 
x;h çfØ;k ls open 
djsaA

 

Step 2: 
Image Menu -> 
Scale Image 
dks select djsaA

Lo;a djds ns[kas 

¼Practice½ 8%

vkvks djds ns[ksa 
¼Activity½ 9%
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Step 3: 
Scale Image dialog box open gks tk;sxkA blesa Image 

dh u;h Width vkSj height viuh t:jr ds fglkc ls MkysaA 

 

Step 4: 
Scale Button ij fDyd djsaA 

 

Note: 
Image ds u, width vkSj height ij 
/;ku nsaA Width dks 300 px ls 500 px 

vkSj height 168 px ls 280 px djus ls 
image ds size esa vk;s cnyko dks ;gk¡ 
fn, x, screenshot esa vklkuh ls 
ns[kk tk ldrk gS

 

Recall: 
px dk eryc pixels gksrk gS] ftlds 
ckjs esa vki yksxksa us class 6 esa le>k 
FkkA 
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GIMP dh enn ls viuh family photograph dk lkbt cM+k djus dk ç;kl djsaA

Image Framing ¼fp= e<+kbZ djuk½ 

GIMP dh enn ls fdlh Hkh image dh framing djus dh çfØ;k dks le>sA
GIMP esa ge fdlh Hkh image ds pkjksa rjQ fofHkUu rjg ds vkd"kZd frame cuk 
ldrs gSaA blds fy;s gedks fuEufyf[kr steps dks follow djuk gksxk%

 

Step 1: 
viuh eupkgh image dks 
GIMP esa Åij crkbZ x;h 
çfØ;k ls open djsaA

 
Step 2: 
Filters Menu -> Decor 
-> Add Border dks 
select djsaA

 
Step 3: 
Add Border dialog box open gks 
tk;sxkA blesa viuh ilan ds vuqlkj 
border ls lEcaf/kr fofHkUu settings 

tSls fd size, color etc. dk pquko djsaA

 Step 4: 
OK Button 
ij fDyd djsaA   

Lo;a djds ns[kas 

¼Practice½ 9%

vkvks djds ns[ksa 
¼Activity½ 10%
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 Image ds pkjksa rjQ vkidh ilan ds 
vuqlkj frame yx tk;sxkA

 

Note: 
Decor esuw ds vanj 
fofHkUu rjg ds border 

option mifLFkr gksrs gSa] 
tSls fd Fuzzy Border, 

Old Photo --- vkfnA
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Style: Old Photo -> Sepia

 

 

 

 

 

  

 Style : Round Corners  Style : Coffee  Stains

 Style: Slide

dqN vkSj framing style ;gk¡ ij fn[kk, x, gSa%

 

Filters-> Decor-> Fuzzy 
Border dk pquko djus ls 
Fuzzy Border dialog 
box open gks tk;sxk ftlesa 
fofHkUu settings ds vuq:i 
image dk frame cny 
tk;sxk tSlk fd vxys 
screenshot esa fn[kk;k 
x;k gSA

 

Note: 
Work on copy vkI'ku 
dk pquko djus ls image 

dh duplicate copy esa 
framing gksxhA

Style: Old Photo -> Mottle Style: 

Sepia vkSj Mottle

Old Photo -> Both



ICT Information and Communications Technology 162

GIMP dh enn ls viuh class photograph dh fofHkUu rjg ls framing djus dk 
ç;kl djsa%

Quitting Gimp ¼Gimp ls ckgj fudyuk½

jktk jfo oekZ ¼1848&1906½ ,d 

fo'o çfl) Hkkjrh; painter vkSj 

dykdkj Fks ftudks Hkkjr ds dyk 

ds bfrgkl ds lcls egku 

painters dh Js.kh esa ,d çeq[k 

LFkku çkIr gSA

gekjk xkSjo

 

Step 1: 
File menu ij 
fDyd djsaA

Step 2: 
"Quit"  sub menu ij 
fDyd djus ls GIMP 

dh window can gks 
tk,xhA

I respect IPR (Intellectual Property Rights): eSa internet ij 
miyC/k fdlh vkSj dh cukbZ image dks copy djds] fcuk ml O;fä dks 
Js; fn, vius uke ls çLrqr ugha djrk gw¡A

Lo;a djds ns[kas 

¼Practice½ 10%
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References:

• GIMP, Photoshop, PhotoScape, Paint.Net, Pixlr.com vkSj Sumo Paint çfl) Photo editing 

software gSaA

• GIMP dks iw.kZ :i ls GNU Image Manipulation Program dgrs gSaaA

• GIMP ,d cgqr ljy] vPNk] l'kä vkSj open source image editing tool gS tks internet ij fu%'kqYd 
miyC/k gSA

• GIMP esa cuh gqbZ@ifjofrZr dh gqbZ image dk extension vius vki ls .xcf gksrk gS ysfdu vxj ge pkgs 
rks GIMP dh images dk extension cnyk tk ldrk gSA

• XCF dk full form eXperimental Computing Facility gksrk gS A

• Images ds dqN çfl) extensions PNG (Portable Network Graphics) JPEG/JPG (Joint 

Photographic Experts Group), GIF (Graphics Interchange Format), BMP (Bitmap image) 

gksrs gSaA

• GIMP esa Crop tool dh enn ls ge fdlh Hkh image ds vupkgs Hkkx dks dkV dj gVk ldrs gSaA

• GIMP esa Rotate tool dh enn ls ge fdlh Hkh image dks lh/kk dj ldrs gSaA

• GIMP esa Flip tool dh enn ls ge fdlh Hkh image dks iyV ldrs gSaA

• GIMP esa ge Image Menu -> Scale Image OPTION dh enn ls fdlh Hkh image ds size dks 
?kVk&c<+k ldrs gSaA

• GIMP dh enn ls fdlh Hkh image ds pkjksa rjQ vkd"kZd framing dj ldrs gSaA

• https://www.gimp.org/
• https://www.gimp.org/docs/

;kn j[ksa
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•  Internet dh enn ls dqN free online photo editing software dks <w¡< dj mudks ç;ksx djus dk ç;kl 
djsaA

•  Internet dh enn ls GIMP ds ckjs esa egRoiw.kZ tkudkjh <w¡< dj vius lgikfB;ksa ds lkFk ckaVsA

• vius nksLrksa dks New Year dh 'kqHkdkeuk,a nsus ds fy, fdlh lq;ksX; image ds Åij 
'kqHkdkeukvksa dh dqN lines fy[k dj ,d greeting card cuk dj vius nksLrksa dks nsaA

• ftKklk vius Ldwy dh "Environment Club" dh lsØsVjh gSA ftKklk viuh lgsfy;ksa ds 

lkFk feydj ,d campaign pyk jgh gS ftldk 'kh"kZd gS: "Say No to Plastic Bags". 
ftlds fy, ftKklk us ,d cSx dh image ij fo"k; lEcaf/kr text fy[kk gSA blh rjg ds 
dqN posters vki yksx Hkh design djsaA

• "Plant a tree, Save the Planet" ds fy, dqN posters design djsaA ,d 
vkids reference ds fy, dj ds fn[kk;k x;k gSA

• viuh family dh QksVks dks scaling dh enn ls size c<+k dj lkjs lnL;ksa dh 
QksVks dks vyx&vyx crop djds ifjokj dk ,d family tree cuk,aA 
,d family tree dk mngkj.k ;gk¡ ij fn;k x;k gSA

Lo;a djsaA

THIS

REUSABLE

BAG MEANS I

AM MORALLY

SUPERIOR

TO YOU
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SELF ASSESSMENT
Fill the following assessment sheet with the activity and grades awarded by the student (self) 
and peer group according to the grade scheme mentioned below. 

SL.NO (Practices & Projects) SELF 
ASSESSMENT

PEER ASSESSMENT

Name of the peer Grade

GRADE SCHEME

Grade Points Remedial Remarks

D 1 Need Teacher’s Help

C 2 Requires occasional peers’ help

B 3 Can work independently.

A 4 Is able to help others.

Note: Peer assessment must be done by any one peer from the student’s group.
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A- cgqfodYih; ç'u

II.  fjä LFkku Hkjks A

III.  lgh okD; ds vkxs lgh ¼v) rFkk xyr ds vkxs xyr ¼x½ dk fpUg yxk;sa A

a. GIMP ,d çfl) ___________ software gSA
a) Spreadsheet                                          
b) Photo editing   
c) Chatting 
d) All of the above 

b, GIMP dk eryc ____________________ gksrk gSA

a) Great Image Manipulation Program
b) GNU Image Management Program 
c) GNU Image Manipulation Process 
d) GNU Image Manipulation Program 

c. GIMP esa cuh gqbZ@ifjofrZr dh gqbZ image dk extension vius vki ls ____ gksrk gSA

I. .xcmp  
ii. .gif 
iii. .xcf  
iv. .jpeg 

d. GIMP esa ___________ dh enn ls ge fdlh Hkh image ds vupkgs Hkkx dks dkV dj 
gVk ldrs gSaA

i. Cutting tool 
ii. Crop tool 
iii. Scaling tool 
iv. Knife tool 

a. XCF dk full form _____________________________ gksrk gSaA

b. GIMP esa __________ dh enn ls ge fdlh Hkh image dks lh/kk dj ldrs gSaA

c. Scale Image option ________ menu esa miyC/k gksrk gSA

d. _______,d cgqr ljy] vPNk] l'kä vkSj open source image editing tool gSA

a. GIMP esa cuh gqbZ@ifjofrZr dh gqbZ image dk extension cnyk ugha tk ldrk gSaA  ¼  ½

b. PNG dh full form ¼Photographic Network Graphics½ gksrh gSA ¼  ½

c. Image framing ds fy;s mi;ksx fd;k tkus okyk Decor option Filters Menu esa gksrk gSA ¼  ½

d. GIMP e as ektS nw  scaling option dh enn l s fdlh Hkh image d s size dk s ?kVk&c<k+  ldr s gAaS    ¼  ½

vH;kl 
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IV. y?kq mÙkjh; ç'u A

V. nh?kZ mÙkjh; ç'u A

a. GIMP ds egÙo ds ckjs esa ,d laf{kIr fVIi.kh fyf[k,A

b. GIMP esa cuh gqbZ ;k ifjofrZr dh gqbZ image dks .png extension ls save djus ds steps 
fyf[k,A 

a. Image Scaling vkSj Image Cropping çfØ;k esa D;k varj gksrk gS\ fdlh ,d çfØ;k dks foLrkj 
ls crk,A

b. GIMP dh enn ls fdlh Hkh image dh framing djus dh çfØ;k dks foLrkj ls crk,A



ICT Information and Communications Technology 168

v

v

Internet ¼baVjusV½ ij ids cukuk vkSj vius ikloMZ ¼password½ dh ns[kHkky djukA

Cyber ethics ls ifjfpr djukA

CHAPTER 6

D;k lh[ksaxs \ (Learning Outcomes)

Learning to create identity in web

¼osc ij viuh igpku cukuk½

Internet & ICT Environment 04

Tools: Internet 

js'kek vkSj lyksuh] rqe nksuksa lgsfy;ka 
bruh nq[kh D;ksa yx jgh gks\

eSMe] lyksuh ds ikik dk VªkUlQj nwljs 'kgj esa gks 
x;k gS! vc ;g vius ifjokj ds lkFk nwljs 'kgj 
pyh tk,xh! ge yksx blfy, nq[kh gSa fd vc ge 
yksx dSls ,d nwljs ds lkFk viuh lkjh ckrsa dj 
ik;saxs\

rqe yksx ,d nwljs dks letters ¼i=½ fy[k ldrs gksA 
ftldks letter box esa Mkydj post office ds ek/;e ls 
Hkst ldrs gksA

eSMe] post office ds ek/;e ls letters Hkstus dh 
lqfo/kk cgqr gh vPNh gS] ysfdu blesa i= ds 
Hkstus&feyus esa dqN fnu dk le; yx tk;sxk] ge 
yksx çfrfnu dh fnup;kZ ,d nwljs dks ugha crk 
ik,axs
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esjs ikl rqe yksxksa dh leL;k dk ,d lek/kku gS! rqe yksx 
internet ds ek/;e ls fofHkUu rjhdksa tSls dh e-mails, chatting 
¼pSfVax½ vkSj video ¼fofM;ks½ conferencing ¼dkWUÝsflax½ vkfn 
dh enn ls ,d nwljs ls çfrfnu cgqr vklkuh ls laidZ dj 
ldrh gksA

vjs okg! eSMe] please ge yksxksa dks 
crk, dh e-mail] chatting vkSj 
video conferencing D;k gksrk gS vkSj 
ge yksx budks dSls mi;ksx dj ldrs 
gSa\

E-mail dk eryc electronic ¼bysDVª‚fud½ 
mail gksrk gSA ;g fpëh ¼i=½ dk gh vk/kqfud 
:i g S ] ftle s a  ge electronic 

communication devices tSls dh fofHkUu 
çdkj ds computers, smart phone vkfn dh 
enn ls digital lUns'k fo'o ds ,d dksus ls 
nwljs dksus esa iyd >idrs gh Hkst ldrs gSaA

fofHkUu websites e-mail dh lqfo/kk çnku djrh gSa] tSls dh gmail, yahoomail] 
rediffmail vkfn! 
email dh lqfo/kk dk mi;ksx djus ds fy;s gedks viuh ilan dh website ij 
viuk id cukuk gksxk vkSj mldks password ¼ikloMZ½ ls lqjf{kr djuk gksxk rkfd 
dksbZ Hkh mldk nq:i;ksx u dj ik,A
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Internet ¼baVjusV½ ij ID cukuk vkSj 
vius ikloMZ ¼password½ dh ns[kHkky djukA

Internet ij] vius ekrk&firk] v/;kid ;k vfHkHkkod dh ns[kjs[k esa viuh email 
id cukus ds fy;s gedks fuEufyf[kr steps dks follow djuk iMsxk% 

Step-1: viuh ilan ds 
browser ds address bar esa] 
email dh lqfo/kk çnku djus 
okyh website tSls dh gmail 
d k  U - R - L  ¼U n i f o r m  
R e s o u r c e  L o c a t o r ½  
gmail.com Vkbi djds enter 
key çsl  djsaA

Recall…… geus Class&6 esa 
i<+k Fkk fd internet ij ekStwn gj 
lalk/ku dk ,d vuks[kk irk gksrk 
gS ftldks U-R-L ¼Uniform 
Resource Locator½ dgrs gSaA

S t e p - 2 :  g m a i l  d k  
homepage [kqy tk;sxkA
More options ij mouse 
pointer ykdj single click  
djsa!

vkvks djds ns[ksa 
¼Activity½ 1%
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Step-4: Account registration page [kqy tk;sxk] ftlesa vius 
ckjs esa lwpuk Hkjuh ;k fy[kuh gksxh] tSlk dh bl screenshot esa 
fn[kkbZ ns jgk gS!

Step-3: More options esa feys nks sub-options esa ls 
ÞCreate accountß option dk pquko djus ds fy;s ml ij 
mouse pointer ykdj single click  djsa!
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;gk¡ ij vkidks og Mobile number Hkjuk 
pkfg, ftldk vki mi;ksx dj ikrs gksa] 
D;wafd account registration ds vafre 
step esa email-website dh rjQ ls 
vkidh igpku dks lR;kfir ¼verify½djus 
ds fy;s ,d code blh number ij Hkstk 
tk;sxkA

Step-5% fofHkUu text boxes esa ekaxh 
x;h lwpuk dks Hkfj,A vki viuk 
user name vkSj paasword viuh 
ilan dk pqu ldrs gSaA

Step-6: lkjh lwpuk Hkjus ds ckn 
ÞNext stepß button ij click djsa!

Note:
• vxj vkidh ilan dk user name miyC/k ugha gksxk rc email- website vkidks vkidh ilan ds user 

name ls feyrs&tqyrs dqN uke dk lq>ko nsxh] ftlesa ls vki lq;ksX; user name pqu ldrs gSaA tSlk dh 
bl screenshot esa fn[kk;k x;k gS!

•

•

username vkSj password j[kus ds fu;e vius vki mu box ds lkeus vk tk;saxs] tSlk fd Åij fn, x, 
account registration screen shot esa fn[kk;k x;k gS! •
cPpksa dh lqj{kk ds fy;s] 13 lky ls de mez ds cPps dks vius uke ls email id cukus dh vuqefr ugha gksrh gSA 
13 lky ls de mez ds cPps vius ekrk th&firk th] cM+s HkkbZ&cgu ;k fQj fdlh vfHkHkkod ds email 
account dk ç;ksx dj ldrs gSa!
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Next step esa gmail website dh Privacy and Terms ¼xksiuh;rk vkSj 'krksaZ½ dk 
ist [kqy tk;sxk ftlesa email website fiNys steps esa gekjs }kjk nh x;h gekjh 
O;fäxr lwpuk ds laHkkfor mi;ksx dks ?kksf"kr djrh gSA
cPpksa gedks bl rjg ds fdlh Hkh ist dks cgqr /;ku ls i<+uk pkfg, vkSj vxj gedks 
;g 'krsaZ eatwj gks rHkh gedks viuh lgerh nsuh pkfg,A

Step-8:Email-website 
ds ÞPrivacy and TermsÞ 
viuh lgefr crkus ds fy;s 
Next step esa ÞI Agreeß 
button ij click djsaA

Note: vxj ge website 
dh Privacy and Terms 
ls tjk Hkh vlger gksa rks 
ge ÞCANCELß cVu ij 
click djds ÞAccount 
Registrationß process 
dks e/; esa gh NksM+ ldrs gSaA

Step-7: Verification code dks çkIr djus ds fy;s fn, x, nks 
options esa ls dksbZ ,d pqu dj ÞContinueß button ij click 
djsaA
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Step-9: vkidh igpku dks 
lR;kfir ¼verify½ djus ds 
fy;s] email-website dh 
rjQ ls] vkids }kjk fn, 
x, mobile number ij 
Hkstk x;k verification 
code] fn[kk, x, text box 
esa Vkbi djds ÞContinueß 
button ij click djsaA

Step-10: vkf[kjh step 
esa ÞWelcomeß screen 
vk tk,xh! ÞContinue 
to Gmailß button ij 
click djds vki email 
dk process 'kq: dj 
ldrs gSa! 

bl screen ij email ls lEcaf/kr 
fofHkUu options tSls fd ÞInboxß] 
ÞComposeß vkfn gSa] ftudks bl 
chapter esa ge vkxs ,d&,d 
djds lh[ksaxsA  
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cPpksa] vkius vHkh vHkh cus gq, email id ds email address ij /;ku fn;k gksxk%

saloni.gautam2017@gmail.com

username
domain name

@ dk fpUg username vkSj domain name dks tksM+rk gS!

User name:

Domain name: 

 viuh igpku ds fy;s vki viuh ilan ds uke ls feyrs tqyrs ukeksa dh lwph esa ls dksbZ Hkh 
miyC/k uke pqu ldrs gSa!

;g Internet ij ekStwn gj resources ¼lalk/ku½ dks ,d ljy] vuks[kh] O;fDr dks 
vklkuh ls le> esa vkus okyh vkSj ;kn jg tkus okyh igpku nsrk gSA T;knkrj O;fä ;k Organizations 
vius uke ;k mís'; ls feyrs tqyrs uke dk domain ysrs gSa rkfd internet ij yksx vklkuh ls ml rd 
igqp ldsaA

Note: Domain name 1 ls T;knk parts ls fey dj cus gksrs gSa ftudks labels dgrs gSaA ;g labels 

dot ̂ .* ls ijLij tqM+s gksrs gSaA bu labels dk oxhZdj.k right side ls left side dh rjQ gksrk gS! Right 
most side ds part dks top-level ¼highest level½ domain dgrs gSa ftudk uke vkSj mís'; uhps nh x;h 
lkj.kh esa le>k;k x;k gS%
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blds vfrfjä fdlh ns'k dk country code Hkh Internet top-level domain gks ldrk gS tSls gekjs ns'k 
dk country code .in gS] vesfjdk ns'k dk country code .us gSA
mngkj.k ds fy;s gekjs ns'k dh website dk U-R-L https://www.india.gov.in/ gS ftlesa Hkkjr ns'k dk 
country code gSA

Top-Level Domain name Used by

gov Government Organizations

edu Educational institutions

com Commercial Organizations

mil Military Organizations

org Miscellaneous organizations not fitting in other 
categories (generally non-commercial)

net Network infrastructure

int Intergovernmental organizations and organizations 
with United Nations observer status.

vc vki viuh website ds uke 
ds vkxs Hkkjr Hkh yxok ldrs gSaA
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Note: ICANN (Internet Corporation for Assigned Names and 
Numbers) ,d private ¼futh½] non-government ¼xSj ljdkjh½] 
non-profit ¼xSj ykHkdkjh½ laLFkk gS tks internet ds çca/ku ls lEcaf/kr 
fo"k;ksa tSls dh IP address space allocation, domain name 
system, root name server management vkfn dh ftEesnkjh dks 
laHkkyrk gSA ICANN dk vkerkSj ij mPpkj.k vk;dSu ¼EYE-kan ;k I 
Can½ djrs gSa] ftldk eryc gksrk gS fd eSa internet ds çca/ku dk de 
ls de ç;kl dj ldrk gw¡A

Internet ij viuh email id cuk dj Dykl ds cPpksa ds lkFk 'ks;j djsaA

izkIr gqbZ mail dks i<+us dk iz;kl djsaA

izkIr email dks i<+us ds LVsIl%
izkIr gqbZ mail dks i<+us ds fy;s gedks fuEufyf[kr steps dks follow djuk iM+sxk%

Step-1: 
email website-gmail dk U-R-L ¼gmail.com½ Vkbi 
djds enter key çsl  djsa!

viuh ilan ds browser ds address bar esa] 

Lo;a djds ns[kas 

¼Practice½ 1%

vkvks djds ns[ksa 
¼Activity½ 2%



ICT Information and Communications Technology 178

Step-2: 
homepage [kqy tk;sxk 
viuk email id ;k 
Phone number Vkbi 
djsaA

gmail dk 

Step-3:
ij fDYkd djsaA

"Next" Button  

Step-4: 
password Vkbi djsaA

viuk 

Step-5: 
button ij fDyd 
djsaA

ÞNextß 
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ÞProgress barß] 
inbox ds loading ds 
status dks crkrk gS!  

Inbox gekjs ?kj ds letter box 
tSlk gksrk gS] ftlesa gedks Hksth 
x;h lkjh mails ¼letters½ fn[kkbZ 
nsaxhA 

igyh mail ges'kk website daiuh dh 
rjQ ls gh vk,xh! bldks i<+us ds fy;s 
mouse pointer dks mail ds mij ykdj 
single click djsaA



ICT Information and Communications Technology 180

Mail [kqy tk,xh] vki 
vkjke ls i<+ ldrs gSa!

E-mail window dks close djus ds LVsIl%
E-mail dh foaMks dks uhps fn, x, steps dk vuqlj.k djrs gq, sign out djus ds ckn gh can djuk pkfg,A

Step-1: Circle ij 
single click djs a! 
Signout window [kqy 
tk,xh!

Step-2: Þsign outß button ij 
single fDyd djsa! email 
window can gks dj vxyh 
window vk tk,xh tSlk fd vxys 
screenshot esa fn[kk;k x;k gS!
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viuh mail dks i<+us dk iz;kl djsaAemail id [kksy dj] vkbZ gqbZ 

viuh mail fy[k dj Hkstus dk iz;kl djsa!email id ls ,d 

Email fy[k dj Hkstus ds LVsIl%

Email dks fy[kdj Hkstus ds fy;s gedks fuEufyf[kr steps dks follow djuk iM+sxk%

Þ ß button 
ij single fDyd djsa! 
COMPOSE

Mail compose window 
[kqy tk;sxhA

Reciever dk email 
irk Mkyuk gksxkA

Mail dk fo"k; 
Mkyuk gksxkA

Mail ;gk¡ ij fy[ksaxsA }

Lo;a djds ns[kas 

¼Practice½ 2%

vkvks djds ns[ksa 
¼Activity½ 3%
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Mail fy[kus ds ckn ÞSendß 
button ij click djus ls 
mail receiver ds ikl pyh 
tk,xh!

viuh email id ls fo"k; ij ,d 
ys[k fy[k dj vius lgikfB;ksa dks Hkstsa!

Þikuh dk gekjs thou esa egRoß 

Cautions while emailing ¼Emailing ds oDr lko/kkuh½

gesa email id vius uke ;k viuh fdlh igpku ls gh cukuk pkfg, rkfd gels lEcaf/kr yksx vklkuh ls gekjh 
mail dks igpku tk;saA
gesa fdlh vkSj ds uke ;k igpku ls viuh email id ugha cukuk pkfg,! ;g ,d cyber crime gS] ftlds fy, 
dM+h ltk dk çko/kku gS! Cyber crime ds ckjs esa geus fiNyh Dykl esa iM+k Fkk] ftldks uhps ÞRecall----ß 
section esa ,d ckj fQj crk;k x;k gSA
gesa vtuch yksxksa ls email ij ckrphr djus ls cpuk pkfg,A
vtuch sender ¼çs"kd½ ls vkbZ gqbZ mails dks cgqr lko/kkuh ls [kksyuk pkfg, vkSj viuh O;fäxr] 
O;kolkf;d ;k cSafdax lwpukvksa dks fdlh Hkh vtuch sender ¼çs"kd½ dks ugha crkuk pkfg,A
gedks fraudulent ¼/kks[kk/kM+h okyh½ mails ls cgqr lko/kku jguk pkfg,! tSls fd cSafdax ls lEcaf/kr mail ds 
U.R.L dks cgqr lko/kkuh ls ns[kuk pkfg,! mngkj.k ds fy;s LVsV cSad v‚Q bf.M;k dh mail dk U.R.L 
contacts@sbionline.co.in dh txg contacts@sSbionline.co.in gks ldrk gS] ftlesa sbi 'kCn esa ,d  
S vf/kd gSA
fdlh mail esa dksbZ Trojan Horse dh rjg dk dksbZ çksxzke Hkh Nqik gks ldrk gS tks vius vki dks cgqr mi;ksxh 
gksus dk <ksax djs ysfdu okfLrfodrk esa og nqHkkZoukiw.kZ gksA tSls fd fdlh vutku sender ls vkbZ gqbZ c/kkbZ 
dh mail ftldk fo"k; dqN bl rjg dk gks ldrk gS%

Lo;a djds ns[kas 

¼Practice½ 3%
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ÞCongratulations, you have won million dollors, click here to proceed-----ß 
gedks ,sls fdlh Hkh /kks[ks esa iM+us ls cpus ds fy, bl rjg dh mails dks utj vankt dj nsuk pkfg,!
fdlh Hkh nwljs O;fä ds ckjs esa vkbZ gqbZ [kjkc mail dks vkxs Hkst dj ekeys dks QSykuk ugha pkfg,!
fdlh Hkh lansgkRed mail dks fcuk dksbZ iy xok,a rqjar vius ekrk&firk] v/;kid ;k vfHkHkkod dks fn[kk dj 
ekxZn'kZu ysuk pkfg,!

Recall...

Computer ;k internet ls gksus okys vijk/k dks cyber crime ¼lkbcj Økbe½ dgrs gSaA cyber 
crime ds fuEufyf[kr mnkgj.k gks ldrs gS%

• cSad dh lwpuvksa dh pksjh djuk ;k iSlks dh gsjkQsjh djukA
• fdlh dks ekufld :i ls ijs'kku djukA
• fdlh dk vieku djukA
Û gekjh igpku ;k O;fäxr@O;kolkf;d lwpuk dks pqjk dj mldk vius Qk;ns ds 

fy;s ;k gedks uqDlku igqpkus ds fy;s  mi;ksx djukA
•• v'yhy gjdrsa vkfnA

nqHkkZX;o'k vktdy ;g lwph cgqr yEch gks pqdh gSA

I;kjs cPpksa] vkidks vius nSfud thou esa lock-key ¼rkyk&pkch½ ds egRo 
ds ckjs esa rks irk gh gksxk! gekjs ?kjksa esa vkSj gekjs lkeku dh lqj{kk esa 
lock-key cgqr T;knk egRoiw.kZ Hkwfedk fuHkkrs gSaA
gekjk password Hkh lock dh ml pkch tSlk gh gS! ftl rjg ls vxj 
fdlh O;fä dks fdlh box esa yxs gq, rkys ¼lock½ dh pkch ¼key½ fey 
tk;s rc og O;fä ml box ds lkeku dk xyr bLrseky Hkh dj ldrk gS 

mlh rjg ls vxj fdlh O;fä dks gekjs email id dk paasword irk yx tk;s rks og gekjs email id dk xyr 
bLrseky dj ldrk gS!
blhfy, gedks vius email id ds password dh ns[k&Hkky cgqr vPNs ls djuk pkfg,A password dh lqj{kk ds 
dqN lk/kkj.k mik; bl rjg ls gSa&

Password vkSj mldh ns[kHkky

gedks viuk password fdlh dks Hkh ugha crkuk pkfg,A
Password enter djrs gq, gedks bl ckr dk /;ku j[kuk pkfg, fd dksbZ gekjk password u ns[k jgk gksA
gedks viuk password fu;fer :i ls cnyrs jguk pkfg,A
Password cgqr vklku vkSj user ls lEcaf/kr ugha gksuk pkfg, tSls fd user dk uke ;k fdlh ikfjokfjd 
lnL; dk uke] tUefnu vkfnA
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Þgekjk vPNk pfj= gedks gj oDr lgh dke djus dh izjs.kk nsrk gS!ß
ÞtSls vkpj.k dh rqe nwljksa ls vis{kk j[krs gks] oSlk gh vkpj.k rqe nwljksa ds izfr djksAß

D;k internet ls 
fdlh vkSj dk 
ys[k ys dj vius 
uke ls çLrqr 
djuk pkfg,\

ETHICS

ETHICS

vkb, ns[ksa fd computer lab esa dqN 
cPps D;k ckr&phr dj jgsa gSa&

Internet ij gedks 
fdlh dks ijs'kku ugha 
djuk pkfg,!

Cyber ethics ls ifjfpr djuk!
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nksLrksa ns[kks] dksbZ viuk email id [kqyk 
NksM+ x;k gS! vkvks bl inbox esa ns[ks 
dh dkSu dkSu lh mail vkbZ gqbZ gSa vkSj 
dqN personal mails dks i<+ dj ets 
djsa!

ge yksx bl vutku id ls vius fdlh 
vkSj nksLr dks ijs'kku djus ds fy, Hkh 
mail Hkst ldrs gSaA

I;kjs cPpksa] ;g vki yksxksa dh xyrQgeh gS dh internet dh nqfu;k 
esa vki dks dksbZ ugha ns[k jgk gSA cfYd internet ij gj fdlh dh 
lkjh xfrfof/k record gksrh jgrh gS] t:jr iM+us ij cyber police 
bu records dh enn ls  fdlh Hkh O;fä rd igqp ldrh gSA
nSfud thou dh rjg ls] internet dh nqfu;k esa dke djrs gq, Hkh gedks 
vius uSfrd O;ogkj dks ugha Hkwyuk pkfg,A ftl rjg ls gedks vius ns'k ds 
lkjs fu;e&dkuwu dk ikyu djrs gq, ,d vPNk ukxfjd ¼citizen½ cuuk 
pkfg,] mlh rjg ls internet ij gedks fuEufyf[kr vkn'kZ O;Ogkj dks n'kkZrs 
gq, ,d vPNk internet citizen ¼netizen½ cuuk pkfg,A

Internet + Citizen = Netizen 
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1- gesa internet ls fdlh vkSj ds fd, gq, dke dks copy djds vius uke ls çLrqr ugha djuk pkfg,! ge ftl 
Hkh websites ;k ys[kd dk data ysa] mldks mldk Js; t:j nsuk pkfg,! gesa fiNyh Dykl esa lh[ks gq, 
IPR ¼Intellectual Property Rights½ dks ekuuk pkfg,!

2- gesa vukf/k—r ¼unauthorized½ rjhds ls fdlh Hkh internet resources dks mi;ksx djus dh dksf'k'k ugha 
djuh pkfg,!

3- gesa cyber bullying ugha djuk pkfg, eryc fd gedks viuh internet dh xfrfof/k ls fdlh dks Hkh 
ijs'kku ugha djuk pkfg,!

4- gesa internet ds ek/;e ls fdlh dh Hkh futh ftUnxh esa n[ky ugha nsuk pkfg,!

5- gesa internet ds ek/;e ls vkradokn ¼cyber terreorism½ dks c<kok ugha nsuk pkfg,!

6- gesa internet/mail esa vlH;@vkfIrtud Hkk"kk dk bLrseky ugha djuk pkfg,!

fdlh vkSj ds }kjk fd;s x, fdlh Hkh rjg ds vfo"dkj ;k lkfgR;@ys[ku@dyk vkSj laxhr ds 
{ks= esa fd;s x, fdlh vkSj ds ekSfyd dke ;k fopkj dks fcuk ml O;fä dks Js; fn, vius uke ls 
çLrqr djus dks Plagiarism dgrs gSa! gesa nSfud thou ds lkFk&lkFk internet ij dke djrs 
gq, Hkh bl ckr dk /;ku j[kuk pkfg,! 

Cyber ethics ds ckjs esa tkx:drk QSykus ds fy;s ÞDo's and Don't on 
Internetß fo"k; ij ,d ys[k fy[k dj mldks vius Ldwy ds display board ij 
yxkvksA

•• cPpksa] gedks internet ij viuh personal information fdlh Hkh vUtku O;fä@osclkbV dks fcuk 
iwjh tkap&iM+rky ds ugha nsuh pkfg,A

•• gedks vUtku O;fä ls fdlh Hkh rjg ls internet ij ckr&phr ugha djuh pkfg,A

•• gedks internet ij T;knk le; online games ij O;rhr ugha djuk pkfg,A

•• fdlh Hkh lansgkRed fLFkfr esa fcuk dksbZ iy xok,a rqjar vius ekrk&firk] v/;kid ;k vfHkHkkod ls 
ekxZn'kZu ysuk pkfg,A

Lo;a djds ns[kas 

¼Practice½ 4%
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Internet ij dke djrs gq, vk[kjh pj.k esa cgqr ckj vkidh ,d NksVh lh 
ijh{kk gks ldrh gS ftlesa vkidks dqN VsM+s&esM+s 'kCn igpkuus iM+ ldrs 
gSa! bl rjg dss test dks CAPTCHA dgrs gSaA CAPTCHA 'kCn dk 
iw.kZ :i "Completely Automated Public Turing test to tell 

Computers and Humans Apart" gksrk gS! bldk mís'; ;g tkuuk 
gksrk gS fd user ¼mi;ksxdrkZ½ euq"; gS ;k dksbZ çksxzke!

Know 
More

Mobile app ,d rjg dk computer program gksrk gS tks mobile devices tSls fd phone/ tablet/watch esa 
run djus ds fy;s design fd;k tkrk gS! dqN çfl) mobile apps dh lwph vkSj mudk mi;ksx uhps lkj.kh nh;k 
x;k gS%

PurposeMobile App                       Chatting application

WhatsApp

Social networking service

Chatting application

Facebook

Photo-videos sharing applicationInstagram

Image messaging and multimedia mobile applicationSnapchat

Sharing documents, files, quotes, proposals, spreadsheets and 
other business information quickly between devices

SHAREit

Uber Cab booking app

Video sharing appYouTube
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gekjk xkSjo
Sabeer Bhat ia,  co-
founder of Hotmail, one 
of the first free e-mail 
services in the world.

I respect everyone: eSa internet/mails esa vlH;@vkfIrtud Hkk"kk dk bLrseky ugha 
djrh gw¡A
I respect everyone's Privacy: eSa internet ds ek/;e ls fdlh dh Hkh futh ftUnxh esa 
n[ky ugha nsrh gw¡A

;kn j[ksaA 

• Internet ds ek/;e ls fofHkUu rjhdksa tSls fd e-mails] chatting ¼pSfVax½ vkSj video ¼fofM;ks½ 
conferencing ¼d‚UÝsaflax½ vkfn dh enn ls ge ,d nwljs ls çfrfnu cgqr vklkuh ls laidZ dj ldrs gSaA

Û• E-mail dk eryc electronic ¼bysDVª‚fud½ mail gksrk gSaA

• E-mail fpëh ¼i=½ dk gh vk/kqfud :i gS] ftlesa ge electronic communication devices tSls fd 
fofHkUu çdkj ds computers, smart phones vkfn dh enn ls digital lUns'k fo'o ds ,d dksus ls nwljs 
dksus esa iyd >idrs gh Hkst ldrs gSaA

• fofHkUu websites e-mail dh lqfo/kk çnku djrh gSa] tSls fd gmail] yahoomail] rediffmail vkfnA

• email dh lqfo/kk dk mi;ksx djus ds fy;s gedks viuh ilan dh website ij viuk id cukuk gksxk vkSj 
mldks password ¼ikloMZ½ ls lqjf{kr djuk gksxk rkfd dksbZ Hkh mldk nq:i;ksx u dj ik,A

•• cPpksa dh lqj{kk ds fy;s] T;knkrj websites 13 lky ls de mez ds cPps dks vius uke ls email id cukus dh 
vuqefr ugha gksrh gS! 13 lky ls de mez ds cPps vius ekrk th&firk th] cM+s HkkbZ&cgu ;k fQj fdlh 
vfHkHkkod ds email account dk ç;ksx dj ldrs gSaA

• gedks Internet ij dke djrs gq, fdlh Hkh webpage ds Privacy and Terms ¼xksiuh;rk vkSj 'krksaZ½ ds 
ist dks cgqr /;ku ls i<+uk pkfg, vkSj vxj gedks ml ij nh x;h 'krsaZ eatwj gks rHkh gedks viuh lgerh 
nsuh pkfg,A

• vxj ge website dh Privacy and Terms ls tjk Hkh vlger gksa rks ge ÞCANCELß cVu ij fDyd 
djds ÞAccount Registrationß process dks e/; esa gh NksM+ ldrs gSaA

• Email dh foaMks dks mfpr rjhds ls sign out djus ds ckn gh can djuk pkfg,A

• ge as emailing d s oDr lko/kkuh cjruh pkfg, vkjS  bl v/;k; e as le>kb Z x;h prs kofu;k as dk s /;ku e as j[kuk pkfg,A

•• Computer ;k internet ls gksus okys vijk/k dks cyber crime ¼lkbcj Økbe½ dgrs gSaA

• fdlh vkSj ds }kjk fd;s x, fdlh Hkh rjg ds vfo"dkj ;k lkfgR;@ys[ku@dyk vkSj laxhr ds {ks= esa fd;s 
x, fdlh vkSj ds ekSfyd dke ;k fopkj dks fcuk ml O;fä dks Js; fn, vius uke ls çLrqr djus dks 
Plagiarism dgrs gSaA
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•
esa crk, x, lk/kkj.k mik;ksa dk ikyu djuk pkfg,A

•• ftl rjg ls gedks vius ns'k ds lkjs fu;e&dkuwu dk ikyu djrs gq, ,d vPNk ukxfjd ¼citizen½ cuuk 
pkfg,] mlh rjg ls internet ij gedks vkn'kZ O;Ogkj dks n'kkZrs gq, ,d vPNk cyber citizen ¼netizen½ 
cuuk pkfg, vkSj bl v/;k; esa crk, x, cyber ethics dk ikyu djuk pkfg,A

•• gedks internet ij viuh lqj{kk ds ckjs esa lrdZ jguk pkfg, vkSj viuh personal information fdlh Hkh 
vUtku O;fä@osclkbV dks fcuk iwjh tkap&iM+rky ds ugha nsuh pkfg,A

•• Internet ij dke djrs gq, fdlh Hkh lansgkRed fLFkfr esa fcuk dksbZ iy xok,a rqjar vius ekrk&firk] v/;kid 
;k vfHkHkkod ls ekxZn'kZu ysuk pkfg,A

Internet ij dke djrs gq, gedks vius password dh ns[k&Hkky cgqr vPNs ls djuh pkfg, vkSj bl v/;k; 

References:
• http://www.google.com
• http://www.gmail.com 
• https://www.bharat.in/

Lo;a djsa 

• Internet dh enn ls email ds bfrgkl dks tkusaA

•• Internet dh enn ls Lokeh foosdkuUn ds ckjs esa tkuus dk ç;kl djsaA

•• viuh email id ls uhps fy[ks gq, fo"k; ij ,d ys[k fy[k dj vius lgikfB;ksa dks Hkstsa!

Þge lcdh gS ftEesnkjh]

çnw"k.k eqä gks nqfu;k lkjhß
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SELF ASSESSMENT
Fill the following assessment sheet with the activity and grades awarded by the student (self) 
and peer group according to the grade scheme mentioned below. 

SL.NO (Practices & Projects) SELF 
ASSESSMENT

PEER ASSESSMENT

Name of the peer Grade

GRADE SCHEME

Grade Points Remedial Remarks

D 1 Need Teacher’s Help

C 2 Requires occasional peers’ help

B 3 Can work independently.

A 4 Is able to help others.

Note: Peer assessment must be done by any one peer from the student’s group.
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vH;kl 
I. cgqfodYih; ç'u

II. fjä LFkku HkjksA

III. lgh okD; ds vkxs lgh ¼ü½ rFkk xyr ds vkxs xyr ¼û½ dk fpUg yxk;sa A

a. Internet ds ek/;e ls fuEufyf[kr fdu rjhdksa dh enn ls ge ,d nwljs ls çfrfnu dHkh Hkh laidZ dj ldrs gSa%

i. e-mails

ii. chatting

iii. video ¼fofM;ks½ conferencing ¼d‚U¶jsaflax½

iv- All of the above 

b. E-mail dk eryc -------------------------------------------------------------------------- gksrk gSA

i. electronic mail 

ii. easy mail 

iii. everyone's mail 

iv. electric mail 

c. Email dks fy[kus ds fy;s ---------------------------------------------- button ij single fDyd djsaA

i. SIGNOUT 

ii. COMPOSE

iii. WRITE 

iv. ÞI Agreeß

d. ------------------------------------------- gekjs ?kj ds letter box tSlk gksrk gS] ftlesa gedks Hksth x;h lkjh mails ¼letters½ 
fn[kkbZ nsaxhA

i. LetterBox 

ii. Outbox

iii. Inbox

iv. Mailbox 

 

a. Mail fy[kus ds ckn -------------------------------------------------------------- button ij click djus ls mail receiver ds ikl pyh 
tk,xhA

b. Email dh foaMks dks ------------------------------------------------- djus ds ckn gh can djuk pkfg,A

c. vf/kdrj websites cPpksa dh lqj{kk ds fy;s] ---------------------------------------- lky ls de mez ds cPpksa dks email id 
cukus dh vuqefr ugha nsrha gSA

d. Computer ;k internet ls gksus okys vijk/k dks --------------------------------------------- dgrs gSaA

a. vxj fdlh website ij vkidh ilan dk user name miyC/k ugha gksxk rc og  website vkidks vkidh 
ilan ds user name ls feyrs&tqyrs dqN uke dk lq>ko nsxh] ftlesa ls vki lq;ksX; user name pqu 
ldrs gSaaA    ¼  ½
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b. gedks Internet ij dke djrs gq, fdlh Hkh website ds Privacy and Terms ds ist dks cgqr /;ku ls i<+uk 
pkfg, vkSj vxj gedks ;g 'krsaZ eatwj gks rHkh gedks viuh lgerh nsuh pkfg,A ¼  ½

c. vxj ge fdlh website ij account cukrs le; mldh Privacy and Terms ls vlger Hkh gksa rc Hkh ge 
ÞAccount Registrationß proces dks e/; esa ugh NksM+ ldrs gSaA ¼  ½

d. Internet ij dke djrs gq, gedks viuh lqj{kk dh fpark djus dh dksbZ t:jr ugha gksrh gSA ¼  ½

a. Plagiarism ls vki D;k le>rs gSa\ 

b. Password dh lqj{kk ds fdUgh pkj lk/kkj.k mik;ksa ds ckjs esa fy[ksaA

a. Internet ij dke djrs gq, fdlh account ds password ds egÙo vkSj mldh lqj{kk ds ckjs esa ,d ys[k 
fy[ksaA

b. Emailing ds oDr gedks D;k D;k lko/kkuh cjruh pkfg,\ foLrkj ls crk,aA

IV- y?kq mÙkjh; ç'uA

V. nh?kZ mÙkjh; ç'uA 
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