
DB‡Ûv‡Ri wKQz †Mvcb wUªKm
Uv¯‹evi A¨vwcø‡Kkb wm‡j± I

†dvKvm Kiv
Uv¯‹ev‡i A¨vwcø‡Kkb wm‡j± I †dvKvm

Kivi Rb¨ DB‡ÛvR Kx †P‡c a‡i T Pvcyb
Ges A¨v‡iv Kx e¨envi Kiæb A_ev
ZvrÿwYKfv‡e T UvBc Kiæb| Gi d‡j
gvDm bv a‡iB wcb Kiv A¨vwcø‡KkbRy‡o ¯Œj
Ki‡Z cvi‡eb|
Kwc, †c÷ ev dvBj gyf AvÛz Kiv
KgwcDwUs we‡k¦i †ewkifvM †jvKB Rv‡bb

Ctrl+c, Clrt+v Ges Clrt+z KgvÛ¸‡jv
h_vµ‡g Kwc, †c÷ Ges †U·U wWwjU Kivi
Rb¨| wKš‘ Avgv‡`i A‡b‡KiB ARvbv G
KgvÛ¸‡jv dvB‡ji Rb¨I e¨envi Kiv hvq|

UvBj DB‡ÛvR
DB‡ÛvR 7-Gi mv‡_ m¤ú„³ Kiv n‡q‡Q

Aero Snap A_ev GKwU DB‡Ûv‡K Wª¨vwMs‡qi
gva¨‡g w¯Œ‡b mvB‡U g¨vw·gvBR Kivi
mÿgZv| Z‡e DB‡Ûv‡K hw` UvBj Ki‡Z Pvb
Zvn‡j Kx n‡e? GRb¨ Uv¯‹ g¨v‡bRvi I‡cb
Kiæb (Ctrl+Shift+Esc) GK‡Î †P‡c| Gevi
A¨vwcø‡Kkb‡K wm‡j± Kiæb, hv Avcwb UvBj
Ki‡Z Pvb (Ctrl+ Click) †P‡c| Gevi Wvb
wK¬K Kiæb Ges Tile Horizontally wm‡j±
Kiæb ev Tile Vertically|

GKwU A¨vwcø‡Kkb I‡cb Kiv
Uv¯‹ev‡i wcb Kiv Av‡Q Ggb GKwU

A¨vwcø‡Kkb ÷vU© Kivi Rb¨ DB‡ÛvR Kx
†P‡c bv¤^vi Kx Pvcyb, hv †jv‡Kk‡bi mv‡_
m½wZc~Y©| Win+Kx †P‡c GK †_‡K bq b¤^i
ch©šÍ Kx Pvc‡Z n‡e|

A¨vwcø‡Kkb g¨v‡bR Kiv
GKB A¨vwcø‡Kk‡bi GKwU bZzb DB‡Ûv

I‡cb Kivi Rb¨ (D`vniY¯̂iƒc GKwU bZzb
†µvg DB‡Ûv ev GKwU wØZxq †W¯‹Uc †dvìvi)
Shift Kx †P‡c a‡i Windows Kx Pvcyb Ges
Gici GK †_‡K bq b¤̂i Pvcyb| hw` Avcwb
†cR‡K I‡cb DB‡Ûv‡Z Pvb Zvn‡j
Ctrl+Window+GK †_‡K bq b¤̂i Pvcyb|
Uv¯‹ev‡i †h‡Kv‡bv AvB‡Ug wcb Kiv

evB wWdë DB‡ÛvR 7 Avcbv‡K ïay
Uv¯‹ev‡i A¨vwcø‡Kkb wcb Kivi my‡hvM †`q|
hw` Avcwb GKwU wfbœ AvB‡Ug wcb Ki‡Z
Pvb, †hgb dvBj ev †dvìvi Zvn‡j wb‡P
ewY©Z avc¸‡jv AbymiY Kiæb 

* †W¯‹U‡c Avcbvi dvBj Wª¨vM A¨vÛ Wªc
Kiæb (hw` AvB‡UgwU Avcbvi †dfvwiU
†dvìv‡i _v‡K, Zvn‡j evowZ avc¸‡jv
AbymiY Kiæb)|

* Wvb wK¬K K‡i Nex→Shortcut UvBc
Kiæb|

* Gevi G·‡cøviv‡i C:Shorcuts
Favorites→ShortcutName.lnk UvBc Kiæb|

* kU©Kv‡Ui GKwU bvg w`b|
* Gevi kU©KvUwU †dvìvi wn‡m‡e

Avwef~©Z n‡e, hv Wvb wK¬K K‡i Uv¯‹ev‡i wcb

Kiv hv‡e|
KgvÛ cÖ¤úU I‡cb Kiv

KgvÛ cÖ¤úU Ack‡b A¨v‡·m Kivi Rb¨
Shift Kx †P‡c GKwU †dvìv‡i Wvb wK¬K
Kiæb|

GB wUc ïay DB‡ÛvR 7 ev wf¯Ívq e¨envi
Kiv hv‡e| G·wc‡Z G KvR Kivi Rb¨
Avcbv‡K †iwRw÷ª n¨vK Ki‡Z n‡e|

cvi‡fR
e¨vsK K‡jvwb, mvfvi

gvB‡µvmdU IqvW© I  G‡·‡ji
wKQz wUc Kz&¨BK cvU©m

Kz̈BK cvU©m wdPviwU gvB‡µvmdU
Iqv‡W©i cyi‡bv fvm©‡bi A‡Uv‡U·U dvsk‡bi
g‡Zv KvR K‡i| aiæb, Avcbvi WKz‡g‡›Ui
wKQz Ask ev GKwU c¨vivMÖvd cÖvq `iKvi
nq| G †ÿ‡Î A‡Uv‡U·U wdPv‡ii g‡Zv
Kz̈BK cvU©m ˆZwi K‡i Kv‡Ri MwZ AviI
Z¡ivwš^Z Ki‡Z cv‡ib| GRb¨ wb‡Pi
avc¸‡jv m¤úbœ Ki‡Z n‡e :

* cÖ_‡g cÖwZwbqZ e¨envi nIqv †U·U‡K
nvBjvBU Kiæb|

* Insert U¨v‡e wK¬K Kiæb|
* Quick Parts-G wK¬K K‡i Save

Selection Parts Gallery-†Z wK¬K Kiæb|
Gici hLbB Avcbvi IB †U·U AskUzKz

`iKvi n‡e, ZLbB Insert-G wK¬K K‡i
Quick Parts-G wK¬K K‡i Kvw•ÿZ wdPviwU
wK¬K Kiæb|

WvUv nvBU Kiv
KLbI KLbI Avgv‡`i‡K †Kv‡bv WvUv

nvBW Ki‡Z nq wWwjU bv K‡i| †m †ÿ‡Î
Kjvg wm‡j± Kiæb †hwU nvBW Kiv‡Z Pvb|
Gevi Ctrl+0 (wR‡iv) Pvcyb nvBW Kivi Rb¨|
Gevi Ctrl+Shift+0 Pvcyb Avb nvBW Kivi
Rb¨|

GKwU †mj wWwjU Kiv
GKwU †mj‡K cy‡ivcywi wWwjU Ki‡Z

PvB‡j Avgiv mvaviYZ Wvb wK¬K K‡i Delete
Kx-†Z †cÖm Kwi| G KvRwU gvDm e¨envi bv
K‡i Kiv hvq Alt+E+D †P‡c|

†WU hy³ Kiv
†¯úªWwk‡U †WU emv‡Z PvB‡j Ctrl †P‡c ;

(†mwg‡Kvjb) Pvcyb|

iægv ingvb
`ygwK, cUzqvLvjx

B-†gBj cvVv‡Z...
B-†gBj m¤ú‡K© Avgv‡`i A‡b‡Ki

cÖv_wgK aviYv _vK‡jI Gi mwVK e¨envi
Avgiv A‡b‡KB Rvwb bv| To, Cc, Bcc, Send,
Reply, Reply to all, Forward BZ¨vw`i
e¨envi Rvbv hvK|

To : Gi mv‡_ A‡bK‡K †gBj cvVv‡Z To
wd‡ì Kgv w`‡q †gBj A¨v‡Wªm¸‡jv wjL‡Z
nq| To wd‡ìi mevB mevB‡K †`L‡Z cv‡i I

wicøvB w`‡Z cv‡i|
Cc : To-Gi g‡Zv mevB mevB‡K †`L‡Z

cv‡i I wicøvB w`‡Z cv‡i| To-†Z GKR‡bi
AvBwW wj‡L evwK¸‡jv Cc-†Z †jLv nq|

Bcc : Bcc AvBwW¸‡jv To I cc
AvBwW¸‡jv †`L‡Z cvi‡e, wKš‘ To I Cc
AvBwW¸‡jv Bcc AvBwW¸‡jv †`L‡Z cvi‡e bv
I wicøvB w`‡Z cvi‡e bv|

Send : Send evU‡b wK¬K K‡i To. Cc,
Bcc-†Z hZ AvBwW Av‡Q me AvBwW‡Z GKB
mv‡_ GK †gBj hv‡e|

Reply : †h AvBwW †_‡K †gBjwU G‡m‡Q
Zv‡K wicøvB w`‡Z GwU e¨envi Kiv nq|

Reply to all : From, To, Cc-†Z hZ
AvBwW Av‡Q me AvBwW¸‡jv‡K GK‡Î wicøvB
w`‡Z Reply to all-G wK¬K Ki‡Z nq|

Forward : †h AvBwW †_‡K †gBjwU G‡m‡Q
A_©vr To, Cc-†Z †h AvBwW¸‡jv Av‡Q Zv‡`i
KvD‡K wicøvB bv w`‡q mivmwi bZzb AvBwW‡Z
cvVv‡Z e¨envi Kiv nq| mvaviYZ Inbox-Gi
†gBjwU cvVv‡Z Forward-G wK¬K Ki‡Z nq|

Kx‡ev‡W© gvD‡mi e¨envi
†Kv‡bv Kvi‡Y gvDm bó n‡jI mn‡RB

Kx‡ev‡W©i mvnv‡h¨ gvD‡mi KvR Kiv hvq|
GRb¨ Start→ Control Panel→Accessibility
Options→Mouse Ack‡b †h‡Z n‡e|
GLv‡b Use mouse keys Ackb‡K †PK K‡i
Apply→Ok w`‡Z n‡e| Kx‡ev‡W©i Number
Lock evUb On K‡i 2, 4, 6, 8 evUb w`‡q
†bwM‡fkb Ges 5 evUb w`‡q wK¬K Kiv hv‡e
Kx‡ev‡W©i Wvbcv‡k, 4 †cÖm K‡i euvw`‡K, 6
†cÖm K‡i Wvb w`‡K, 2 †cÖm K‡i wb‡Pi w`‡K
Ges 4 †cÖm K‡i Ic‡ii w`‡K Kvm©i
c‡q›U‡K gyf Ki‡Z cv‡ib| 5 †cÖm Ki‡j
Enter evU‡bi KvR Ki‡e| KgvÛwU evwZj
Ki‡Z Ic‡ii c×wZ AbymiY Kiæb|

†gv: Avey Zv‡ni
nvU‡Mvcvjcyi, wSbvB`n
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mdUIq¨v‡ii KviæKvR

KviæKvR wefv‡Mi Rb¨ †cÖvMÖvg I
mdUIq¨vi wUcm ev UzwKUvwK wj‡L
cvVvb| †jLv GK Kjv‡gi g‡a¨ n‡j
fv‡jv nq| mdU Kwcmn †cÖvMÖv‡gi †mvm©
†Kv‡Wi nvW© Kwc cÖwZ gv‡mi 20 Zvwi‡Li
g‡a¨ cvVv‡Z n‡e|

†miv 3wU †cÖvMÖvg/wUc‡mi †jLK‡K
h_vµ‡g 1,000, 850 I 700 UvKv
cyi¯‹vi †`qv nq| †miv 3 wUcm QvovI
gvbm¤§Z †cÖvMÖvg/wUcm Qvcv n‡j Zvi
Rb¨ cÖPwjZ nv‡i m¤§vbx †`qv nq|
†cÖvMÖvg/wUc‡mi †jLK‡`i bvg
KgwcDUvi RMr-Gi wewmGm KgwcDUvi
wmwU Awdm †_‡KI Rvbv hv‡e| cyi¯‹vi
KgwcDUvi RMr-Gi wewmGm KgwcDUvi
wmwU Awdm †_‡K msMÖn Ki‡Z n‡e|
msMÖ‡ni mgq Aek¨B cwiPqcÎ †`Lv‡Z
n‡e Ges cyi¯‹vi PjwZ gv‡mi 30
Zvwi‡Li g‡a¨ msMÖn Ki‡Z n‡e|

G msL¨vq †cÖvMÖvg/wUc‡mi Rb¨ cÖ_g,
wØZxq Ges Z…Zxq n‡q‡Qb h_vµ‡gÑ
cvi‡fR, iægv ingvb I †gv: Avey Zv‡ni|

KviæKvR wefv‡M wjLybKviæKvR wefv‡M wjLyb


