
 

 

MS - Window 
New Folder :- Folder cukus ds fy, ge window explorer dks open djrs gSaA blds ckn File 
Menu esa tk dj New option dks Choose  djrs gSa blds ckn Folder esa Click djrs gSa rks New Folder 
cu tkrk gSA ftldk uke ge Key board ls Type djrs gSaA 
  
Folder open :- fdlh Hkh Folder dks open djus ds fy, ge Mouse dk Left cVu ml 
Folder ij Double click djrs gSaA ;k Folder ij Right Button singal click dj Open  dks Choose 
djrs gSa rks og Folder open gks tkrk gSA 
 
Desktop Folder  :- Desktop is u;k Folder cukus ds fy, Mouse dk Right cVu Click 
dj New Option dks choose djrs gS fQj Folder option dks choose djus ls Desk Top is u;k 
Folder cu tkrk gSA 
 
Window Move  :- ml Window Item dks ftls Move djuk pkgrs gSaA ml ds Tital Bar 
ij Mouse ds Pointer dks j[k dj Drag djrs gq, tgk¡ pkgs ys  tk ldrs gSaA 
 
Window :-  ftl fdlh Window dk vkdkj change djuk gksrk gSaA mls igys 
Restore Mode es dj ysrs gSaA fQj Side ds Line ij Mouse ds Pointer dks ys tkrs gSaA tc Mouse dk 
Pointer (↔) ds tSlk gks tkrk gSaA rks mls Drag djrs gq;s Window ds vkdkj dks de ;k T;knk dj ysrs 
gSaA
 
Desktop Folder  :- ge ftl Drive ls Hkh Folder dks Desktop is Hkstuk pkgs vklkuh ls 
Hkst ldrs gS blds fy, ge ml Drive dks open dj ysrs gS blds ckn Folder is left cVu single 
click dj Right cVu click djrs gSa vkSj ogk¡ ls send to desktop dks choose djrs gSA rks og folder 
desktop is pyk tkrk gSaA 
 
Folder :- fdlh Hkh Folder dks feVkus ds fy, Folder is left cVu single click dj 
Mouse dk Right cVu click djrs gSa vkSj ogk¡ ls Delete option dks choose djrs gSaArks Folder feVk 
tkrk gSA 
 
Delete Folder  :- tks “h Folder ge feVk nsrs gSa ;k file dks feVk nsrs 
gSa og Recycle Bin esa pyk tkrk gSA rks ml Folder dks nqckjk ykus ds fy, ge Recycle bin dks open 
dj ml folder is ;k file is Right Button click dj restore dks choose djrs gS rks delete fd;k x;k 
folder iqu: recycle bin ls vius LFkku ij pyk tkrk gSA 
 
Folder package work  :- tc gesa fdlh Folder ds vanj work 
djuk gks rks ge igys ml Folder dks [kksyrs gSaA blds ckn Mouse dk Right cVu click dj ml 
Package dks open djrs gSaA ftlesa gesa work djuk gksrk gSA 
 
File ;k Folder dks ,d Drive ls nqljs Drive esa “stuk :- vxj ge C:\ Drive esa dksbZ File ;k 
Folder cuk;s gks vkSj gesa E:\ Drive esa “stuk pkgsa rks ml File ;k Folder dks select dj copy dj ysrs 



 

 

gSaA blds ckn ml Drive dks open djrs gSaA tgk¡ gesa ykuk gksrk gSaAvkSj ogk¡a vkdj paste djk nsrs gSaA 
blls copy fd;k x;s File dk izfrfyfi bl Drive esa vk tkrk gSA 
 
Run :- blds }kjk ge fdlh “h Package dks Open dj ldrs gSa tc ge Run is Click djrs gSa rks 
mldk ,d Box Open gksrk gSA ftlesa ge ml Package dk uke nsrs gSa ftls Open djuk gks blds 
ckn Ok ij Click djrs gS rks og Package [kqy tkrk gSA 
 
Search :- fdlh “h File ;k Folder dks [kkstus ds fy, ge bldk Use djrs gSaA blds fy, Start 
menu ij Click djrs gSaA vkSj Search dks Choose djrs gSaA  
                  blesa ,d Box vkrk gSA ftlesa ge ml File ;k Folder  dk uke nsrs gS ftls 
[kkstuk gksA blds ckn Search is Click djrs gSA fn;s x;s uke ds vuqlkj File [kkst nsrk gSaA 
 
Shut Down :- bldk use ge computer dks can djus ds fy, djrs gSaA  
 
Desktop change :- Desktop change djus ds fy, ge Mouse dk Right cVu Click 
dj Properties dks Choose djrs gSA,d Box open gksrkA ftlesa ge desktop is click djrs gSa rks 
igys ls set fd;k x;k Desktop show djrk gS vkSj tc gesa blss cnyuk gksrk gS rks blds fy, gesa fups 
fn;s x;s option dks choose djrs gSaA blds ckn apply dks choose djrs gSaA rks fn;k x;k picture ds 
vuqlkj Desktop cny tkrk gSA 
 
Screen Seaver :- Screen Seaver }kjk] fn;s x;s Screen Seaver dk]s Desktop is ,d fuf’pr 
le; ds ckn Display djk ldrs gSaA blds fy, Mouse dk Right cVu Click dj Properties dks 
Choose djrs gSA ;gk¡ ls Screen Seaver ij Click djrs gSaA rks ,d Box vkrk gSaA blesa ls ilanhnk 
Screen seaver dks Choose dj le; dk fu/kkZj.k djrs gSA fQj  Ok djrs gSaAfn;s x;s le; ds 
vuqlkj Screen Seaver Desk Top ij vk tkrk gSaA 
 
Appearance:- Desk Top ds [kkyh Area esa Right Click dj  Properties ds Appearance dks 
Select djrs gSaAblesa rhu option gksrs gSaAigys okys ls Theme Change djrs gSaAnqljs okys ls Colour 
vkSj rhljs okys ls Font dk Size. 
 
Setting:- Dest Top is ik;s tkus okys Icon dks cM+k ;k NksVk dj ldrs gSaA Setting esa fn;s x;s Scrool 
dks More djus ij Icon NksVk gksrk gSaA rFkk Less djus ij Icon cM+k gksrk gSaA 
 
Desktop package sortcut :- gesa ftl pht dk Sortcut Desk top is 
Hkstuk gksrk gSaA mls [kksy dj ml ij Right Click djrs gSaA vkSj Send To Dest Top dks Choose djrs 
gSaA ftlls Hkstk x;k File ;k Folder dk Sortcut desk top ij cu tkrk gSaA 
 
Desktop Icon Change :- blds fy, ge ml Icon is Mouse dk Right 
cVu Click dj Rename ij Click djrs gSaA rks ml Icon ds uke  ds LFkku  ij Curser vk tkrk gSaA 
gesa tks uke Change djuk gksrk gSaA Keyboard ls Change dj ysrs gSaA 
 



 

 

Folder Hide  :-- blds fy, ge ml Folder is Right click dj properties esa tkrs 
gSaAvkSj Read only [kRe dj  hidden dks Choose djrs gSaA ftlls Choose fd;k x;k Folder Nqi 
tkrk gSaA 
 
Hide folder :- ftl Drive dk Folder gksrk gS ogk¡ tk dj  ge Tool 
menu esa tkrs gSaA vkSj folder option dks choose djrs gSaA fQj view esa tkdj show hide & hidden 
folder isa click djrs gSA ftlls Nqik gqvk file & folder okil vk tkrk gSA 
 
Disk Cleanup:- Disk Cleanup dk use Drive dks [kkyh djus ds fy, gksrk gSaA blds fy, ge igys 
Start ij Click dj All Program dks Choose djrs gSaA fQj Accessories esa tk dj System Tool dks 
Select djrs gSaA System Tool esa Disk Cleanup gksrk gSaA bls Choose djus ij ,d Box vkrk gSaA 
ftles Drive dk uke gksrk gSaA;gh ls fdlh Hkh Drive esa tk ldrs gSaA Ok djus ij gekjk Select fd;k 
x;k Drive( Clean)[kkyh gksus yxrk gSaA 

Time Set :- Time Set djus ds fy, Desk Top ds Right Side ds lcls fups Time ij 
Click djrs gSaA ,d Box vkrk gSaAftlesa Date rFkk Time dks Set dj Ok djrs gSaA 
 
System Restore:- ;nh gekjss Computer esa leL;k,a mRiUu gks jgh gSa rks ge vius Computer esa 
System Restore dk mi;ksx dj Computer dks ml le; esa ys tkrs gSaAtc gekjs Computer esa ;g 
lEkL;k ugha FkhA blds fy, Start esa tk dj All Program esa tkrs gSaaA vkSj Accessories dks Select 
djrs gSaA Accessories esa System Tool esa tk dj System Restore ij Click djrs gSaA ,d Box vkrk 
gSaA Restore My Computer to an earlier Time ij Redio Button dks Click dj Next ij Click djrs 
gSaA ;gk¡ ls ml le; dks Select djrs gSaA tc gekjs Computer esa leL;k ugha Fkh A fQj Next ij 
Click djrs gSaA gekjk Computer Restore gksus yxrk gSaA 

Calculatore Computer  gesa Calculator dh Hkh lqfo/kk nsrh gSaA 
Calculatore dks Screen ij ykus ds fy, ge lcls igys Start ij Click djrs gSaA vkSj Accessories 
esa tkrs gSaA Accessories esa tk dj Calculatore ij Click djrs gSaA Calculatore dk Window lkeus vk 
tkrk gSaA ftlls geyksx viuh xf.krh; fØ;k,sa dj ldrs gSaA 
 
Screen  keyboard Keyboard ds [kjkc gks tkus ij ge Mouse ls Hkh 
Keyboard ds dk;ksZ dks djk ldrs gSaA blds fy, ge Start ij Click djrs gSaAvkSj fQj Accessoies esa 
tk dj Accessibility esa tkrs gSaA ogha ls On-screen Keyboard dks ys ysrs gSaA Keyboard ds tSlk ,d 
Window gekjs Screen ij vkrk gSaA ftlls ge yksx Keyboard ds lkjs dk;ksZ dks Mouse ls djk ldrs 
gSaA  


