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Microsoft Windows X.P. Service Pack 2

Windows XP ,d Operating System gSA ftls Microsoft Corporation us lu~ 2000 
esa Develop fd;k FkkA ;g ,d Graphical User Interface dh rjg dk;Z djrk gSA 

GUI (Graphical User Interface gksus ds dkj.k bles fd;s tkus okys lHkh dk;Z Visual 
gksrs gSA tks Windows Dialog Box, Menu, Pop-Ups rFkk Windows ds #i esa fn[kkbZ nsrs gSA 
ftlls bldk mi;ksx vklkuh ls fd;k tk ldrk gSA DOS(Disk Operating System) rFkk 
UNIX dh rjg bles yEch yEch Text Command ;kn ugh j[kuh iM+rh gSA Keyboard or 

Mouse ds }kjk vklkuh ls Commands pykbZ tk ldrh gSA bl dkj.k ;g lh[kus ,oa mi;ksx 
djus esa vklku gSA 

Features Of  Windows XP
Windows XP ds features fuEu çdkj gS %&
 ̈blds varxZr fdlh Hkh File, Folder Or Application Software dks vklkuh ls Start 

Menu dh lgk;rk ls Open fd;k tkrk gSA 
 ̈Character Based rFkk Windows Based Application Software dks vklkuh ls rFkk 
lqfo/kkiw.kZ rjhds ls Open fd;k tk ldrk gSA 
 ̈nks ;k nks ls vf/kd Application Software esa Data dks vklkuh ls Exchange fd;k tk 
ldrk gSA 
 ̈Internet Connectivity vklkuh ls Establish dh tk ldrh gSA 
 ̈nks ;k nks ls vf/kd Computers ds chp Networking djus esa l{ke gS rFkk Resources 
mi;ksx dj ldrk gSA 

Initial Sceen Of Windows XP-

tc Windows XP, Open djrs gS] rks bldh çkjfEHkd Screen ij fuEu Element 

fn[kkbZ nsrs gS %&

Task Bar- 
Initial Screen ij Bottom-Left Corner esa ,d Start Button gksrk gSA bl Start Button 

ds Bar dks TaskBar dgrs gSA TaskBar ij System Tray, Clock, Quick, Launch Icons rFkk 
Start Button gksrs gSA 

Desk Top- 
Windows ds Initial Screen ij Task Bar ds ckgj okyk Hkkx DeskTop dgykrk gS] 

bl ij Icon, Wallpaper vkfn fn[kkbZ nsrs gSA 
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Wallpaper- 
DeskTop ij mifLFkr Picture dks Wallpaper dgrs gSA bls Background Hkh dgk tkrk 

gsA blds fy;s JPG, TIF, BMP, GIF vkfn Files mi;ksx es ykbZ tkrh gSA 

Icon- 
Desk Top ij mifLFkr NksVs&NksVs Pictorial Symbol, Icon dgykrs gSA] tks File, Folder 

rFkk Application Software gks ldrs gS] dqN Default Icon fUkEu çdkj gS %& 

My Computer- 
;g ,d System Folder gksrk gSA] ftlds varxZr lHkh Local Hard Drives, 

Removable Drives, Control Penal rFkk Imaging Drives fn[kkbZ nsrh gSA ftUgsa v k l k u h  l s  
Access fd;k tkrk gSA 

My Docoment- 
User ds }kjk cuk;h tkus okyh lHkh Files, My Document esas Store gksrh gsA 

vr% ;gkW ls lHkh User Files dks Open, Copy, Cut, Delete, Rename, vkfn fd;k tk ldrk gSA 

Recycle Bin- 
System ls feVkbZ tkus okyh lHkh Files, Recycle Bin eas Store gksrh gSA ;gkW ls 

mu Files dks fQj ls çkIr fd;k tk ldrk gSA ;gkW ls Files dks feVk nsus ij fQj ls çkIr ugh fd;k 
tk ldrk gSA 

Note-  fdlh Hkh File dks Permanently Delete djus ds fy,  Shift +Del dk iz;ksx 
fd;k tkrk gSA 

My Network Places – 
blds varxZr Local Area Network, Internet Connection, Wireless 

Network vkfn lHkh Network Connections dks ns[kk vkSj Manage fd;k tk ldrk gSA 

Internet Explorer- ;g ,d osc czkmtj gSA  Internet Connection gksus ij fdlh Hkh 
Website dks vklkuh ls Access fd;k tkrk gSA

Start Button
Windows dh Initial Screen ij Botton-Left Corner esa Start Button gksrk gSA bls 

Access djus ds fy;s tc Keyboard ls Windows Key rFkk Mouse ls Left Button dk 
mi;ksx fd;k tkrk gSA rc ,d Menu fn[kkbZ nsrk gsA bls Start Button dgrs gSA bles fuEu 
Option gksrs gS %&

Turn off Log off Run
Help Search Setting
Docoment Programs 

J J J
JJ J
JJ



mn;u
Graphics ByGraphics By

mn;umn;u
Graphics ByGraphics By

03

Accessories Of Windows XP

Windows accessories esa fuEu option gksrs gSa %&
Note pad- 

;g ,d Text Editor gS] ftlds varxZr 64KB rd dh Files cukbZ tk ldrh gSA bu Files 

ds Contains dks Formatting ugh nh tk ldrh gSA bu Files dk Extension Name  .txt gksrk gSA 

Wordpad- 
;g ,d Word Processor gS] ftlds varxZr 64KB ls  cM+h Files cukbZ tk ldrh gSA 

Files ds Contains dks Formatting nh tk ldrh gSA bu Files dk Extension Name  .doc gksrk 
gSA

MS-Paint- 
;g ,d Drawing Software gSA] blds varxZr With Or Without Colour Drawing ds 

fy;s Image rS;kj dh tkrh gSA bu Files dk Extension Name  .bmp gksrk gSA

Calculater- 
Calculater dk mi;ksx Arithmetic, Logical, Statistical, Trigonometric 

Calculations ds fy;s fd;k tkrk gSA ;s nks izdkj ds gksrs gS %&
Standerd Calculator Scientific Calculator

Address Book- 
blds varxZr fofHkUu ifjfprks] nksLrks] fj'rsnkjks ds Address rFkk Contacts Store 

fd;s tkrs gSaA 

Windows Explorer- 
;g My Computer dh rjg gksrk gS] ftlds varxZr Files rFkk Folder dks Copy, Move, 

Rename, Delete vkfn fd;k tkrk gSA File/Folder, Drive es Move djus ds fy;s Windows ds 
Left Side es ,d Folder-Tree gksrk gSA 

Tour of Windows XP – 
blds varxZr Windows ds Features ns[ks o lqus tk ldrs gSA 

System Tools- Windows dks Maintain djus ds fy;s Microsoft Corporation ds }kjk 
fofHkUu Tools provide fd;s x;s gS %&

Back Up- Data ds Delete, Corrupt or Damage gksus dh fLFkfr gksus ls igys 
Compressed Form es fdlh CD es] Floppy esa] mlh Computer es] nwljs LFkku ij vFkok nwljs 

ÿ ÿ
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Computer ij Save dj fy;k tkrk gSA rFkk Data ds Damage gksus ij bls Particular Location 
ls okil çkIr fd;k tkrk gSA 

Character Map- 
Keyboard ij mifLFkr Character or Symbols dks ;gkW ls Copy dj Desired 

Software es tkdj Paste dj fn;k tkrk gSA 

Disk CleanUp- 
blds varxZr User ds fy;s vuqi;ksxh Files tSls& Recycle Bin Files, 

Downloaded Files, Log Files vkfn dks fdlh Particular Drive ls feVk fn;k tkrk gS rkfd 
Data Store djus gsrq Extra Space izkIr gks lds] ;g fdlh User Files dks ugha feVkrk gSA 

Disk Difragmenter- 
Disk esa mifLFkr Files, tks Space u feyus dh otg ls dbZ VqdM+ksa es Disk ij 

Store gksrh gS] mUgsa Arrange dj fn;k tkrk gSA ftlls System dh Speed Maintain gks tkrh gSA 

Schedule Task- 
fdlh Particular Application Software dks fdlh Particular le; ij Open 

fd;k tk ldrk gSA tSls- fdlh fuf'pr le; ij jkst] g¶rs es ,d ckj] eghus es ,d ckj] dsoy 
,d ckj] dEI;wVj ds Start or Computer ds Log On gksrs le;] Program Open gksA 

Note- User Account ds Password Protected u gksus ij ;g dke ugh djsxkA

System Information- System esa Installed lHkh Hardware vkSj Software dh 
tkudkjh nsrk gSA 

System Restore- System ds Execute gksrs le; fdlh flLVe Qkby ds Corrupt 

gks tkus dh fLFkfr esa ls iwoZ esa cuk;s x;s fjLVksj IokbUV ls ml fnukad rd dh lHkh flLVe 
QkbYl o flLVe dh lsfVax iqu% izkIr dh tk ldrh gSA 

Games- blds varxZr Windows XP ds }kjk dqN Games Provide fd;s x;s gS ftUgsa 
ge Play dj ldrs gSA Example- Solitaire, Spiders, Pinball, Minesweeper vkfnA 
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Control Panel
Windows XP Service Pack 2 ls lEcfU/kr fofHkUu Setting Set or Change dh tkrh 

gSA dqN Setting fuEu çdkj gS %&

Accessibility Option- blds varxZr Keyboard ls lacaf/kr Strict Keys, Repetition 

Keys, Toggle Keys vkfn dks Set fd;k tkrk gSA Visual Sound Effect ns[ks tk ldrs gSA 
Contrast de T;knk fd;k tk ldrk gSA Mouse ds Pointer dks Keyboard ds Number Pad ds 
}kjk pyk;k tkrk gSA 

Add new Hardware- yk;s x;s fdlh New Hardware dks ml gkMZos;j dh 
CDROM dh lgk;rk ls Install fd;k tk ldrk gSA 

Date and Time- blds }kjk System dh Date and Time,  Display/Modify dh 
tkrh gSA

Display Property- Display properties dks nks rjhds ls Open fd;k tkrk gSA 
Desktop ij  Right Click djds Properties Choose  djukA 
Start Menu esa Setting ls Control Panel es Display Choose djukA

blds varxZr Display ls lacaf/kr lHkh çdkj dh Setting Set OR Change dh tkrh gSA 
bles fuEu Option gksrs gS&

Themes- Themes ds varxZr Desktop, Wallpaper, Screen Saver, 

Colour vkfn lHkh Element dks ,d lkFk Apply fd;k tkrk gSA 

DeskTop- blds varxZr Desktop dk Wallpaper Or Background Set Or 

Change fd;k tkrk gSaA ftlds fy;s BMP, JPG, GIF, TIFF, PNG vkfn File 

ds çdkj gks ldrs gSA
blds lkFk&lkFk Icons dks Show ;k  Hide dj ldrs gSA Change dj 

ldrs gSA Icon dks gVk ldrs gSA rFkk Web Element ds #i es fofHkUu  
Wallpaper dks Set fd;k tkrk gSA 

Screen Saver- tc ge Keyboard Or Mouse ls ,d fuf'pr le; rd 
dk;Z ugh dj ldrs gS] rc ,d Pattern, Desktop ij fn[kkbZ nsrk gSA ftls 
Screen Saver dgrs gSA blds }kjk fdlh Particular Screen Saver dks Set 

Or Change fd;k tkrk gSA Screen Saver dk Extension name, .scr gksrk gSA 

Appearance- blds varxZr fofHkUu Colour Scheme Apply dh tk 
ldrh gS] blds lkFk&lkFk Icon, Title Bar, Window Background, 

ÿ
ÿ
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Caption Button, ScrollBar, Toolbar, Windows ForeGround vkfn dks 
Set Or Change fd;k tkrk gSA 

Setting- blds varxZr Screen Resolution rFkk Number of Colour, Set 

Or Change fd;s tk ldrs gSA 

Fonts- blds varxZr fofHkUu Style esa Typing djus ds fy;s fofHkUu Font Install 

fd;s tk ldrs gSA vFkok igys Install Font dks gVk;k  tk ldrk gSA 

Folder Option- fdlh Hkh Folder windows esa Right Click dks mifLFkr Common Task 

Show ;k Hide fd;s tkrs gSA u;s Folder dks u;h Window esa Open fd;k tkrk gSA vFkok mlh 
Windows es Open fd;k tkrk gSA fdlh Hkh Folder Icon dks Single Click vFkok Double 

Click ls Open fd;k tkrk gSA blds lkFk&lkFk fdlh Icon dks Show Or Hide fd;k tkrk gSA 

Key-Board- blds varxZr fdlh v{kj ds Repeat gksus esa yxus okyk le;] Set Or Change 

fd;k tkrk gSA Double Click Speed de ;k T;knk dh tk ldrh gS] Pointer dh Speed, Trail 

dks Adjust fd;k tkrk gSA 

Phone and Modem- blds varxZr Phone and Modem dks Install or Uninstall fd;s tkrs 
gSA 

Scanner And Camra- blds }kjk Scanner, Camera dks Install or Uninstall fd;s tkrs gSA 

Sound And Audio Devices- blds varxZr Sound Device Display dh tk ldrh gSA 
Sound Icon Task bar ij ns[kk tk ldrk gS vFkok Hide fd;k tk ldrk gSA Windows dh 
fofHkUu Movement ds fy;s Sound Apply fd;k tk ldrk gSA 

Printer and Faxes- blds }kjk Printer Or Fax Machine Install dh tkrh gSA igys ls 
mifLFkr Devices dks gVk;k tk ldrk gS

User account- blds varxZr New User Account cuk;s tk ldrs gS rFkk cus gq;s User 

Account dks Customize fd;k tk ldrk gSA fdlh Hkh User Account dks Log Off ds }kjk   
Use djrs gSA 

Start Menu And Task Bar Properties- blds varxZr Start Menu dks Classic rFkk 
Windows Xp Style es ns[kk tk ldrk gSA Task Bar dks Auto Hide fd;k tk ldrk gS] Quick 

Launch rFkk Toolbar Clock vkfn dks Show Or Hide fd;k tk ldrk gS rFkk Start Menu es 
fdlh Programme dks Add Or Remove fd;k tk ldrk gSA 
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My Computer (Working)
 

My Computer ds varxZr fofHkUu dk;Z fd;s tkrs gSA ftues ls dqN fuEu gS %&  
 

To Copy A File Or Folder- 
ftl file ;k Folder dks Copy djuk gks rks mls My Computer dh lgk;rk ls Select 

djrs gSA rFkk Edit Menu / Shortcut Menu / Standard Toolbar  ls  Copy Option Choose 

djrs gSA blds lkFk&lkFk source rFkk Destination Windows Open dj File dks 
Destination Folder es NksM+ nsrs gSA ;g çfØ;k Drag & Drop dgykrh gSA 

To Move A File Or Folder- 
fdlh File Or Folder dks Move djus ds fy;s My Computer ls Select djrs gSA vkSj 

fdlh Hkh fof/k ds }kjk Target Folder es Paste dj nsrs gSA 

To Restore/ Retrieve File Or Folder- 
Delete dh gq;h File Recycle Bin es tkrh gSA ftl  file dks okil izkIr djuk gks mls  

Select djrs gSa rFkk Shortcut Menu dks Restore dj nsrs gSA 

To Create A New Folder- 
fdlh Drive Or Folder es New Folder cuk;k gks rks mlesa My Computer dh lgk;rk 

ls igqWprs gSA File Menu ls ;k Shortcut Menu ls New Option esa ls  Folder Choose djrs gSA 
New Name Type djrs gS rFkk Enter dj nsrs gSA 

To Delete A File Or Folder- 
fdlh Hkh File Or Folder dks Select djrs gSa fQj File Menu / Shortcut Menu vFkok 

Delete Key ls ;k Standard Tool Bar ls Delete djrs gSa Confirmation ds fy;s Yes djrs gSA 

To Search A File Or Folder- 
fdlh File Or Folder dks Search djus ds fy;s Search Option ij Click djrs gSA ftl 

File Or Folder dks Search djuk mldk Name Type djrs gS] vxj uke irk u gks rks mlds 
Extension dks Type djrs gS] Contain Text Box es Content ds dqN Part dks Type djrs gS 
vkSj Search djrs gSA

Right Clicking- 
tc Windows esa Right Click djrs gS] rks ,d Box fn[kkbZ nsrk gSA tc ge fdlh 

Display Box esa Right Click djrs gS] rks Active ;k What's This fn[kkbZ nsrk gSA  ftl ij Left 

Click djus ij Help çkIr gksrh gSA
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Shortcut menu- tc ge fdlh Windows es vFkok Desktop ij vFkok Application 

Windows esa Right Click djrs gS] rc ,d Menu fn[kkbZ nsrk gS] ftls Shortcut Menu dgrs 
gS] bles fuEu Option gks ldrs gSA

(1) New (6) Preview (11) Delete (16) View
(2) Open (7) Cut (12) Prat As Shortcut (17) Format
(3) Save (8) Copy (13) Property
(4) Save As (9) Paste (14) Refresh
(5) Explorer (10) Rename(15) Arrange
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