
Windows (Day 1) 

Windows is an operating system, which is also called system software. A system software 
(Operating System) is compulsory for computer.  
 MS-Windows was developed by Microsoft Corporation of America, many versions 
of this program has come in the market like- MS-windows3.1, Windows95, Windows98, 
Windows ME, Windows 2000, Windows XP, Windows Vista and Windows 2007 etc.   

Windows (Operating System) controls all hardware and softwares of computer. It 
manages files and folders etc.  

It provides a plateform for other application programs.  
foUMkst+ ,d vkWijsfVax flLVe gS ftls flLVe lkW¶Vos;j Hkh dgk tkrk gSA bl izksxzke dk fodkl 

ekbØkslk¶V dkiksZjs'ku vkWQ vesfjdk }kjk fd;k x;k FkkA blds dbZ laLdj.k vc rd ckt+kj esa vk pqds gSa 
ftuesa ls dqN izeq[k laLdj.k fuEu gSa& 

windows3.1, Windows95, Windows98, Windows ME, Windows NT, Windows 
2000, Windows XP, Windows Vista and Windows 2007 etc.   

foUMkst+ lkW¶Vos;j dEI;wVj ds gkMZo;sj vkSj lkW¶Vos;lZ dks fu;fU=r djrk gS rFkk Qkbyksa dks O;ofLFkr 
djrk gSA ;g izksxzke ,Iyhds'ku izksxzkeksa ds fy, ,d IysVQkeZ miyC/k djrk gS ftldh enn ls lHkh izksxzke 
vkluh ls py tkrs gSaA  
Features of Windows: 
foUMkst+ izksxzke dh fo'ks"krk,¡% 
1. It is user friendly 
;g izksxzke iz;ksx esa dkQh vklku gSA  
2. It is GUI. 
;g Graphical User Internface dgykrk gS D;ksafd bldk ,uokjesaV ,sVªSfDVo gksrk gSA blesa dk;Z djrs gq, 
vPNk yxrk gSA  
3. It is compulsory for Computer. 
fcuk vkWijsfVax flLVe ¼foUMkst+½ ds dEI;wVj vkWu ugha gks ikrk gSA dEI;wVj esa vkWijsfVax flLVe dk gksuk 
vko';d gksrk gSA ;fn dEI;wVj esa ok;jl vk tkrk gS ;k fdlh dkj.ko'k foUMkst+ izksxzke dh dksbZ Qkby fel 
gks tkrh gS rks dEI;wVj dks QkeZsZV djds iqu% Windows izksxzke dks yksM djuk iM+rk gSA  
Items of Windows 
foUMkst+ izksxzke ds rRo ¼vo;o½ 
Desktop: 
 The screen which appears after booting the computer, is called desktop. On 
desktop, there are icons, wallpaper and taskbar etc.  
dEI;wVj vkWu gksus ds ckn foUMkst+ izksxzke yksM gksrs tks lcls igyh LØhu ekuhVj ij ut+j vkrh gS og 
MsLDVki dgykrh gSA MsLdVki ij vkbdu] oky isij vkSj VkLdckj bR;kfn iznf'kZr gksrs gSaA MsLdVki fuEu gS& 
WALLPAPER 
Wallpaper is background of screen it increases beaty of screen. We can change it 
any time.  
okyisij dEI;wVj dh LØhu dk cSdxzkmUM gksrk gS tks MsLdVki dh lqUnjrk dks c<+krk gSA bls ge dHkh Hkh 
cny ldrs gSaA  

foUMkst 7 esa okyisij cnyus ds LVsIl& 
1- Click write button of mouse 
2- Click on Personalize 
3- Click on Desktop Background 
4- Select any background 



5- Save Changes and Close Window 
SCREEN SAVER 
Screen saver is a small program which appears automatically after 1 minute, 2 
minutes (as we set the time) if we do not use computer. As we touch mouse/keyboard 
screen saver becomes disappear. 
LØhu lsoj dEI;wVj ds fy, NksVk lk izksxzke gksrk gS tks LØhu dh ÅtkZ cpkus ds lkFk gh lkFk gekjk 
euksjatu Hkh djrk gSA ;fn ge dEI;wVj ij 1 feuV] 2 feuV ¼tSlk fd geus lsV dj j[kk gS½ dk;Z ugha djrs 
gSa rks LØhu lsoj lfØ; gks tkrk gS fQj tSls gh ekml ;k dh&cksMZ Vp djrs gSa og x+k;c gks tkrk gSA  

soUMkst 7 esa LØhu lsoj fuEu izdkj lsV djrs gSa&  
1. Click write button of mouse 
2. Click on Personalize 
3. Click on Screen Saver 
4. Select any Screen Saver and time 
5. Save Changes and Close Window 

ICON 
Icons are small symbol which represents 
program we can know about program by seeing  
icons.  
vkbdu fo'ks"k izdkj ds NksVs fpUg gksrs gSa ftUgsa ns[kdj izksxzke ds ckjs esa tkudkjh izkIr dj ldrs gSaA dqN 
vkbdu fuEu gSa&  
TASKBAR 
It is a bar which appears on the bottom of screen. On this bar Start button and 
digital watch etc. are appear. 
;g iV~Vh LØhu ij fcYdqy uhps iznf'kZr gksrh gS ftlij LVkVZ cVu vkSj fMftVy okp bR;kfn Hkh gksrh gSa 
vkSj tc ge fdlh izksxzke fo.Mks dks fefuekbt+ djrs gSa og foUMks Hkh VkLdckj ij gh iznf'kZr gks tkrh gSA 

Windows (Day 2) 

TO CREATE FOLDER ON DESKTOP 
MsLdVkWi ij QksYMj cukuk 
Folder is just like almirah where we store files. 
QksYMj fcYdqy vyekjh dh rjg gksrk gS ftlesa ge Qkbyksa dks LVksj djrs gSa QksYMj cukus ds fy, fuEu LVsIl dks Qkyks djrs 
gSa& 
1. Click right button of mouse on desktop. 
2. Following List will appear: 
3.  Click on New 
4. Click on Folder 

TO CREATE FILE 
MsLdVkWi ij Qkby cukuk 
In file we put contents. 
Qkby og gksrh ftlesa ge dqN fyf[kr eSVj] dksbZ vkfM;ks@fofM;ks ;k fp= bR;kfn LVksj djrs gSaA MsLdVki ij Qkby cukus 
ds fy, fuEu LVsIl dks Qkyks djsaxs& 
1. Click right button of mouse on desktop. 

TO OPEN DSKTOP'S  FILE 
MsLdVkWi ij cuh Qkby dks [kksyuk 
1- Qkby ij Mcy fDyd djds  
2- Qkby ij jkbV fDyd djus ds ckn Open ij fDyd djds 
2- Qkby lsysDV djus ds ckn Enter  djds 
TO RENAME FILE/FOLDER 
Qkby ;k QksYMj dk uke cnyuk 



fdlh Qkby ;k QksYMj dk uke cnyus ds fy, ge fuEu LVsIl dks Qkyks djsaxs& 
1. Click Right Button of mouse on file/folder (which we want to change the name) ge ml 

Qkby@QksYMj ij jkbV fDyd djsaxs ftldk uke cnyuk gSA 
2.  Click on Rename  
3. Type new name and Press Enter 

TO DELTE FILE/FOLDER 
Qkby ;k QksYMj dks feVkuk 
fdlh Qkby ;k QksYMj dks feVkus ds fy, ge fuEu LVsIl dks Qkyks djsaxs& 

1- Click Right Button of mouse on file/folder (which we want to delete) ge ml Qkby@QksYMj ij jkbV 
fDyd djsaxs ftls feVkuk pkgrs gSa½ 

4.  Click on Delete 
5. The following confirmation box will appear: 
fuEu ckDl [kqysxk& 
Recycle Bin 
Recycle bin is an important  place where deleted files and folders are store. We can restore those 
files/folders which have been deleted from here easily. 
fjlkbfdy fcu dEI;wVj ds MsLdVki ij ,d ,slk LFkku gksrk gS tgk¡ lHkh fMyhV dh x;h Qkbysa vkSj QksYMj LVksj gks 
tkrs gSaA ;fn ge fMyhV dh x;h Qkby ;k QksYMj dks iqu% izkIr djuk pkgsa rks fjlkbfdy fcu ls Restore djds fMyhV 
dh x;h Qkby@QksYMj dks iqu% izkIr dj ldrs gSaA ysfdu ;fn geus fjlkbfdy fcu dks Empty dj fn;k gS rks 
Delete dh x;h lHkh Qkbysa vksj QksYMj izkIr ugha gks ldsaxsA  
fjlkbfdy fcu dk Icon fuEu gS& 
Recycle Bin dks Open djuk ,oa mlesa ls fdlh Qkby@QksYMj dks Restore djuk  
1- Double click on Recycle Bin Folder  fjlkbfdy fcu QksYMj ij Mcy fDyd djsaxsA Mcy fDyd djrs gh 

fjlkbfdy fcu [kqy tk;sxh rFkk Delete dh x;h lHkh Qkbyksa vkSj QksYMlZ dh fyLV ijnf’kZr gks tk;sxhA  
2- Select File/Folder which you want to restore ftl QksYMj ;k Qkby dks feVkuk gks mls lsysDV djds ekml 

dk Right Button fDyd djsaxsA vc ,d fyLV [kqysxh mlesa Restore ij fDyd djssaxsA vc Qkby tgka ls fMyhV 
gqbZ Fkh ogha okil igqap tk;sxhA  

Windows (Day 3) 

Elements of Windows 
Searching Programs and Files: 
From here we can search files and programs easily.  

bl dkye esa ge fdlh Hkh izksxzke ;k Qkby dk uke fy[kdj mls vklkuh ls <wa< ldrs gSaA  
DOCUMENTS 
This option has list of files, we can open any file from here easily.  
bl vkI’ku ij fDyd djrs gh dqN Qkbyksa dh fyLV feyrh gS ftUgsa gky gh esa iz;ksx fd;k x;k Fkk ge ;gka ls fdlh Hkh Qkby dks vklkuh ls 
iz;ksx esa yk ldrs gSaA  
PICTURE 
We can view and organize pictures from here.  
ge ;gka ls fp= bR;kfn dks O;ofLFkr dj ldrs gSa rFkk mUgsa ns[k ldrs gSa bR;kfnA  
MUSICS 
From here we can play videos and audios etc  
ge ;gka ls vkfM;ks rFkk fofM;ks pyk ldrs gSaA  
GAMES 
From here we can play games on our compuer. 
ge ;gka ls vius dEI;wVj ij xse pyk ldrs gSaA  
COMPUTER 
From here we can open derives and other hardwares connected to our computer.  
ge ;gka ls vius dEI;wVj dh lHkh MªkbOl ,oa vU; tqM+s gq, gkMZos;j ns[k ldrs gSa ,oa mUgsa vksisu dj ldrs gSaA  
 dEI;wVj ls lEcfU/kr csfld tkudkfj;ka fuEu izdkj izkIr djsaxs& 

1- To capacity of Hard Disk gkMZ fMLd dh {kerk Kkr djuk 
gkMZ fMLd dh {kerk Kkr djus ds fy, ge My Computer ij Mcy fDyd djds mls [kksysaxs vc fuEu izdkj fMLd ds ikVhZ'ku 

iznf'kZr gksaxs& 
2- To know Processor and RAM etc.  

;g irk djuk fd dEI;wVj esa izkslslj dkSu lk yxk gS vkSj jSe dh {kerk fdruh gS 
 



blds fy, ge My Compuer ij tkdj ekml dk nk;ka cVu fDyd djsaxsA fQj ,d fyLV [kqysxh ml fyLV esa Properties ij fDyd 
djsaxs dEI;wVj dh iwjh buQkesZ'ku fuEu izdkj [qkydj vk tk;sxh& 
Control Panel 

Control Panel is an important item of Windows Program which is used to set/control mouse, keyboard, 
printer, monitor, languages and every devices of computer.  

dUVªksy iSuy dEI;wVj ds fy, foUMkst+ dk ,d egRoiw.kZ vkI'ku@vkbVe gS ftldh lgk;rk ls ge dh&cksMZ] ekml] fizUVj] ekWuhVj rFkk 
vU; fMokblst dks lsV djrs gSaA ;gha tkdj ge ySaxq,t bR;kfn dks Hkh lsV djrs gSaA blds vksisu djus ds fy, Start-->Controle 
Panel ij fDyd djrs gSa vc fuEu izdkj iwjk dUVªksy dk ckDl [kqydj vkrk gS&  

Action Center 
To review recent messages and resolve problems with your computer. 
,sD’ku lsUVj ij fDyd djds ge gky gh esa iznf’kZr gq, eSlst dks ns[k ldrs gSa vkSj vius dEI;wVj dh leL;kvksa dks lkYo dj ldrs gSaA  

Devices and Printers 
To view and manage devices, printers and print jobs. 

bl ij fDyd djds ge fMokblst tSls fizUVj vkSj fizUV tkWCl bR;kfn dks eSust djrs gSaA mngkj.k ds fy, geus fdlh ist dk fizUV Hkst fn;kA 
fdlh dkj.ko’k fizUV ugha fudyk] geus iqu% fizUV Hkst fn;k bl izdkj dbZ ckj fizUV Hkstk og lc fizUV tkWCl esa jgsxk vkSj tSls gh izkCye lkYo 
gksxh lkjs fizUV fudyus yxsaxs mUgsa jksdus ds fy,  Devices and Printers ij tkdj ge Print Jobs ls dSfUly djsaxsA  
Internet Options 

To configure internet display and connections etc.  
blls ge bUVjusV ds fMLiys dh lsfVax dj ldrs gSa rFkk bUVjusV dusD’ku bR;kfn dh lsfVax dj ldrs gSaA  
Mouse 

To customize our mouse settings, such as the button configuration, double click speed, mouse pointers 
and motion speed etc.  

blls ge ekml dh lsfVax dj ldrs gSa tSls& ck;sa cVu ls cnydj nk;ka cVu djuk] Mcqy fDyd dh LihM de ;k T+;knk djuk] ekml dk 
IokbaVj cnyuk] ekml IokbaVj dh LihM de ;k T;knk djuk bR;kfnA  

Windows (Day 4) 

Programs and features  
To uninstall or change programs features. 

blls ge izksxzkEl dks vbUlVky dj ldrs gSa] u;s izksxzke yksM dj ldrs gSa bR;kfnA  
Desktop Gadgets 

We can view gadgets of computer, we can install these gadgets easily. 
;gk tkdj ge xStsV~l dks ns[k ldrs gSa vkS mUgsa dEI;wVj ij bULVky Hkh dj ldrs gSaA  
Display 

To change display settings, and make it easier to read what is on our screen. 
fMLiys ij tkdj ge fMLiys lsfVax psUt dj ldrs gSa vkSj ge LØhu dk fMLiys lkbt+ c<+k ldrs gSa vFkok ?kVk ldrs gSa ftlls ge vklkuh ls 
fy[kkoV dks i<+ ldssaA  
Folder Options 

To customize display of files and folders.  
;gka ls ge Qkby rFkk QksYMj ds fMLiys esa ifjorZu dj ldrs gSaA QksYMj@Qkby dks Nqik ldrs gSa rFkk Nqis gq, QksYMj@Qkby dks iznf’kZr dj 
ldrs gSa bR;kfnA  
Keyboard 
To customize keyboard settings, such as the cursor blink rate and the character repeat rate etc.  
;gka ls ge dh&cksMZ ls lEcfU/kr lsfVax dj ldrs gSa tSls& dlZj fdruh LihM ls fCyad djs] rFkk dSjsDV fjihV jsV de gks ;k T+;knk bR;kfnA  
System 

To view information about our computer, and change settings for hardware, performace and remote 
connections etc.  

mijksDr vkI’ku dh lgk;rk ls ge dEI;wVj ls lEcfU/kr tkudkfj;ka izkIr dj ldrs gSa tSls dEI;wVj dh ijQkesaZl D;k gS\ dEI;wVj esa dksbZ Vp 
LØhu fMokbl bR;kfn yxh gS ;k ughaA 
User Accounts 
It is an import option which helps us to change user account settings and password for people who share this 
computer. 
User Accounts ,d egRoiw.kZ vkI'ku gS tks gesa User Accounts dh lsfVax cnyus dh] ikloMZ nsus@cnyus dh lqfo/kk iznku djrk gSA 
User Accounts ij fDyd djrs gh fuEu izdkj foUMks [kqydj vkrh gS&  
Create a password for your account: 
bl ij fDyd djds ge vius User Account ds fy, ikloMZ lsV dj ldrs gSaA  
Remove your password: 
bl vkI'ku ls ge ikloMZ [kRe dj ldrs gSaA  
Change your Picture 
bl vkI'ku ls ge User Account dh fiDpj cny ldrs gSaA  
Change your Account Name: 
bl vkI'ku ls ge User Account dk uke cny ldrs gSaA  



Change User Account Control Setting: 
bl vkI'ku ls ge User Account  dh Control setting set dj ldrs gSaA  
Auto Play: 
bl vkI'ku ls ge Auto Play  dh setting dj ldrs gSa tSls dksbZ Audio CD yxkrs gh Lor% pyus yxs bR;kfnA   
Default Programs: 
To change default settings. 
bldh lgk;rk ls ge foUMks dh izksxzke dh fMQkYV lsfVax cny ldrs gSaA 
 fMQkYV lsfVax dk vFkZ gksrk gS dEI;wVj@izksxzkeksa dh ,slh lsfVax tks dEiuh ls lsV gksA  
Flash Player:  
To change settings of Flash Player. 
¶yS'k Iys;j bUVjusV ij fofM;ks bR;kfn pykus ds fy, ,d vko';d lkW¶Vos;j gSA bldh lsfVax ge ;gk¡ ls dj ldrs gSaA 
Help and Support 
We can get help related widows program from here.  
;gk¡ ls ge widows program ls lEcfU/kr gsYi ys ldrs gSa mnkgj.k ds fy, gesa MsLdVki ds ckjs esa tkudkjh irk djuh gS rks Help and 
Support ij fDyd djsaxs vc Help and Support dk ckDl [kqysxk mlesa Search okys vkI’ku esa Desktop fy[kdj ,.Vj dj nsaxs vc 
MsLdVki ls lEcfU/kr lwpuk izkIr gks tk;sxhA  
Accessories: 
It has a list of many options related to windows as- entertainment, calculator and run etc. we can use these 
options for betterment of computer.  
Accessories ij fDyd djds ge ,d fyLV izkIr djrs gSa ftlesa dbZ vkI’kUl gksrs gSa bu vkI’kUl dh lgk;rk ls ge vius dEI;wVj dh ijQkesZal 
dks lq/kkj ldrs gSa vkSj dbZ izdkj ds dk;Z dj ldrs gSa fyLV fuEu gS& 
Internet Explorer 
Internet explorer is web browser. By this program 
we open internet sites. 
buVjusV ,DLIyksjj ,d osczkmt+j gSA bldh lgk;rk 
ls ge osclkbVsa [kksyrs gSaA 
Private Character editor 
It is use to edit private characters.  
bldh lgk;rk ls ge izkbosV dSjsDVlZ  
dks ,fMV dj ldrs gSaA  
Resource Monitor 
System Information 
This option tells us whole information 
of computer. 
bl ij fDyd djus ls gesa dEI;wVj 
ds ckjs esa iwjh lwpuk feyrh gSA  
fd dEI;wVj ds izkslslj dh LihM D;k 
gSA lhih0;w0 dk VEizspj D;k py  
jgk gS bR;kfnA  
System Restore 
It is an important option of windows7 
which helps us to restore whole system  
at any restore point. 
;g foUMkst7 ,d vR;Ur egRoiw.kZ vkI'ku gS 
ftldh lgk;rk ls ge foUMkst dks fdlh 
fjLVksj IokbUV ij fjLVksj dj ldrs gsaA 
fjLVksj dk vFkZ gksrk gS iqu% cgky djuk] 
iqjkuh fLFkfr esa ys vkukA  
 ekuyhft, gekjk dEI;wVj 15 vizSy 2012  
rd fcYdqy lgh py jgk Fkk ;gka geus fjLVksj MsV  
lsV dj yhA nks fnu ckn dksbZ izksxzke yksM 
;k ok;jl bR;kfn vk x;k iwjh foUMks fMLVcZ  
gks x;hA vc dEI;wVj Bhd ls dk;Z ugha dj jgk  
,slh fLFkfr esa ge vius dEI;wVj 15 vizSy okyh MsV 
ls fjLVksj dj ysaxs og fLFkfr esa gks tk;sxk ftl  
fLFkfr esa 15 vizSy dks FkkA  
Task Scheduler 
Here we can set tasks for computer. Our computer 
will do the task automatically according schedule.  
bl vkI'ku dh lgk;rk ls ge vius dEI;wVj 
dk VkLd ¼dk;Z½ lsV dj ldrs gSaA gekjk dEI;wVj  
fQj 'ksM~;wy ds vuqlkj Lor% dk;Z djsxkA  



Windows Easy Transfer Report 
It helps us to send reports easily.  
bl dek.M dh lgk;rk ls ge fjiksVZ~l bR;kfn dks 
vklkuh ls VªkUlQj dj ldrs gSaA 
Windows Easy Transfer Report 
It helps us to send reports easily.  
bl dek.M dh lgk;rk ls ge fjiksVZ~l bR;kfn dks 
vklkuh ls VªkUlQj dj ldrs gSaA 
 

 

 

 

 


