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2 ਕੰਹਪਊਟਰ ਤਕਨਾਲੋਜੀ ਅਤ ੇਮਲਟੀਮੀਡੀਆ 
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5 ਕੰਹਪਊਟਰ ਅਤੇ ਯੂਨੀਕੋਡ ਪਰਣਾਲੀ 
6 ਹਿੰਡੋਜ਼: ਜਾਣ ਪਛਾਣ 
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13 ਅਜੋਕਾ ਫੋਨ ਸੰਚਾਰ 
14 ਇੰਟਰਨ ੈੱਟ ਦੀ ਿਰਤੋਂ ਅਤ ੇਸਾਈਬਰ ਸੁਰੱਹਖਆ 
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6.    7.          8. ੳ 9.            10. ੳ 

11.   12.            13. ੳ 14.           15.   

 

https://punjabipedia.org/topic.aspx?txt=%E0%A8%B5%E0%A8%BF%E0%A8%A1%E0%A9%8B%E0%A9%9B%20%E0%A8%A6%E0%A9%87%20%E0%A8%AD%E0%A8%BE%E0%A8%97
https://punjabipedia.org/topic.aspx?txt=%E0%A8%B5%E0%A8%BF%E0%A8%A1%E0%A9%8B%E0%A9%9B%20%E0%A8%A6%E0%A9%87%20%E0%A8%AD%E0%A8%BE%E0%A8%97
https://punjabipedia.org/topic.aspx?txt=%E0%A8%B5%E0%A8%BF%E0%A8%A1%E0%A9%8B%E0%A9%9B%20%E0%A8%A6%E0%A9%87%20%E0%A8%AD%E0%A8%BE%E0%A8%97
https://punjabipedia.org/topic.aspx?txt=%E0%A8%B5%E0%A8%BF%E0%A8%A1%E0%A9%8B%E0%A9%9B%20%E0%A8%A6%E0%A9%87%20%E0%A8%AD%E0%A8%BE%E0%A8%97
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DPBI536 

ਆਧਿਆਇ -7 : ਐੱਮ.ਐੱਸ. ਵਰਡ 

 

  

 

 

 

 

 

 

 

 

  

 

 

 

 

audyS: 

1.  ਵ ਦ ਰਥ  ਭ   ਰ   ਪ  ਵਰਡ ਨ   ਵਰਤਣ ਫ ਰ    ਣਨ   

2.  ਵ ਦ ਰਥ  ਭ   ਰ   ਪ  ਵਰਡ ਦ       ਭ  ਫ ਰ    ਣਨ  । 

3.  ਵ ਦ ਰਥ  ਭ   ਰ   ਪ  ਵਰਡ ਦ  ਭ  ਤਵ  ਤ   ਵ   ਤ ਵ  ਫ ਰ    ਣਨ  । 

  ਤ ਵਨ     
                                                                                               

        ਇ                                                   ਇ                                          

ਇ                                                                                                      
                                                                      ਯ               ।             

     ਇ                                                                                 ਇ             

                   ਇ                                                                     ,            
     /                              ,                                                  ,              

 

           Content) 

1.      

2.          

3.           

4.       

5.           

6.    -       

7.            

8.              

9.                 ਇ    
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                        ,                                      ,                   ,             

                                             

                           

 ਵ   : 
               ਇ                (       )          

                                                    
               ਇ                               

                                                  

                                   ਇ        

     ,                    ,              , 
                     ,                
       ,                                ,         
                ,                          

                      ।                    ਇ  

                                           

              ਇ                                
                                (What you see is 

what you get)                        । ਇ             
                              ਇ                   

               ਇ                ਇ              

                    । 

ਭ   ਰ   ਪ  ਵਰਡ ਦ     ਵ   ਤ ਵ   
1. ਇ                            ਇ       ਯ                      ਇ                        

2.                                                                                   

3.  ਇ                                                            

4.                                            

5.                                                      

6.                                                                       । 

7.                                            ,      ,           (Insert,Delete,Update)      

           

8.                                                                       

9.                                                                                         

    

10.                                                 ਇ            
11.                                  ,     ,                              

12.                                         ,   ਇ       ਇ                ਐ          

13.                                                                                         
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14.                                             

15.                                                                                     

16.                                                                         

17.  ਇ                                               ਇ                                 ਇ        

                                    

18.  ਇ                                                        ਇ                                 

             

19.                              Background                              Background          

                       

20.                                                                      

21.                                                                                         

                        

ਭ   ਰ   ਪ  ਵਰਡ   ਰ   ਰਨ ਦ   ਵਧ :-  
              , ਐ .ਐ          ਇ        । ਇ                                           

                                                                      ।                         

       ਇ                                                   

1.                    (       )       ਇ                                                      

                                        । 

 

2.                                                                                            

                         ਇ                                   । 

 3.                                                                                                   । 

4.         DOS                                                     : 

c:/program files/microsoft office/office>winword.exe 
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5.  ਇ                               ਐ                          । 

 

                            ਇ                                                       ਇ              
    ਇ           ਇ                     : 

 

 

 

 

 

 

ਭ   ਰ   ਪ  ਵਰਡ ਦ      ਨ  

      ਫ ਰ (Title Bar):  

                                                              । ਇ                                

                                          ਇ ,    ,        ਇ ,       ਇ ,                  । ਇ     ਇ   

                                                               minimize                                         

                                                                         ,      maximize                           

             ,      close                                             । 

 

ਭ ਨ   ਫ ਰ (Menu Bar):  

 ਇ        ਇ          ਇ            
                                  ਇ            

                         ਇ                          
                           ।                        
                         short cut                 
       ।                                            

                                  file, edit, view, 

insert, table window, help      । 

 

 

ਭ ਨ  ਫ ਰ  ਵ          ਨ: 'file' 
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 New:                    ।  

Open:                              

            । 

Close:                               

  ।  

Save:                            
                   ।  

Save as:ਇ                          

                             । 

Page setup:                                          ।  

Print preview:                                       । 

Print:                            । 

Exit:                                       । 

 

 

ਭ ਨ  ਫ ਰ  ਵ    ਦ       ਨ: 'Edit'  

 

 

Undo (Ctrl+Z):                 cancel       । 

Repeat (Ctrl+R):cancel                              । 

Copy:                                                                 । 

Paste:                                    । 

Paste special:                                                । 

Clear:                           (Delete)       । 

Find:                                     । 

Replace:                                        । 

Go To:                              jump       । 
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ਦ ਤ ਵ   ਦ  ਵ  -ਵ   ਰ  ਦ  ਣ      ਨ 'View' 

Normal:                           

  । 

Print layout:                          

         । 

Outline:                  ਇ       

  । 

Toolbars:                        
                                  
       

Rulers:                              

  । 

Header and Footer:                                          । 

Full Screen:                                   । 

Zoom:                                           size set     । 

 

ਦ ਤ ਵ   ਦ  ਰ  ਨ   ਫਦ ਣ    'Format' ਭ ਨ   ਦ  ਵਰਤ  

 

Font:                          font       ਇ , size        । 

Paragraph: ਇ                       । 

Bullets and numbering:                              ਇ                                      । 

Borders shading:               
                       । 

Columns:                             

     । 

Tabs:              /               

    ਐ           । 

Background:                  
             । 

Autoformatting:                
                । 
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Tools:                          ਇ                                           ,                 

    ,                          ,                              ,                          ,         

    , ਇ           ਇ                                                    । 

Table: ਇ       option                        ,                           ।          ਇ               
           Table,             ,                                ।ਇ                           ਇ         
                                                      ਇ                                । ਇ      
                                                                                  । 

ਭ ਨ  ਫ ਰ  ਵ    ਰ    ਨ Window 

Window:  ਇ                           windows               । 

New Window:                             । 

Arrange all:                     windows                         । 

Split: windows                    । 

    ਫ ਰ (Tool Bar):                                                                                       

                                                   ।                    view                           
                                       । 

 

   ਡਰਡ     ਫ ਰ (Standard toolbar):                                                               
                                          ,                            ,                                 

       ,               ,    ਇ                       cut ,     ,                                    
  । 

 

ਪ ਰਭ          ਫ ਰ (Formatting Toolbar):                                                              

                  ,             ,    ,                           short cut               । 

 

ਫ ਰਡਰ     ਫ ਰ (Border Toolbar):                                           ,    ,                  

                     । 

 

ਡ   ਫ      ਫ ਰ (Database toolbar):                                                                    

                      । 

 

  ਰ    ਤ ਦ ਤ ਵ    ਨ   ਦ  ਣ    

                                                                                                       
                                                                         : 

1.                                                                  File                      open  

         । 
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2.                                                       open                                          
  ।                                                                                     । 

 

ਦ ਤ ਵ   ਨ     ਰ    ਤ  ਰਨ    ਫ ਦ  ਰਨ    

 

                                                                    ਇ         ਇ                        
       :  ਇ             close              ।           ਇ                                                    

                                                 'yes'    ,        No    ,                                     

        cancel                               ।                        ਇ                              
  ।                          -           keys ਇ                                    'Alt+F4' ਇ            

                                                        options                      ਇ                  । 

ਦ ਤ ਵ    ਵ  ਵਰਤ      ਣ ਵ                ਨ  

1.                                 :               format option      font option                       

       font               । 

2.                                       ,                            -  ਇ          । 

3.                 ਇ                            bullets     numbering                           । 

4.                   format                 paragraph option                                 । 

5.              file/Replace option                 ਇ                                                 

       ,                                         । 

6.                                             ,                              ,   । 

7.                             ,    ਇ  ,                      । 

8.                             'Mail Merge'                                        ਇ        /       

/     , ਇ                           । 

9.                                                      ,                                        । 

10.                                     ,    ,                          । 

                                                                                                     

                                              

   ਡਰ  ਤ  ਪ  ਰ  

                                                                                                           

                               ਇ                                                                   
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view>Header and footer                   ਇ                     

  

                                      ਇ                 ਇ                                            

                           ਇ                                 

  
 

         
   

                                         ਔ                       

 

    

 
 

                         

   

file>page setup                    
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margins                     ਇ                                                

   

paper size                      ਇ                                                      

  

ok                    

 
 

        ਵ   

  

ਇ                                                                                                         

                   

   

     –  

   

file>print preview                    

   
 

                                             

   

 

  ਫ    

                                                      ਇ                                                 

                                     ਇ                     
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     ਇ          

  

                 

 

     ਇ          

  

           ਇ                                                 

   

                                                       

   

table>insert                  ਇ    ਇ                  

   

Rows     columns                       

   

ok                  ਇ                                              

   
 

                        

   

                                                                      

   

            ਇ            

   

                                                            ਇ                         
                                                          ਇ                       
 

  ਫ  ਦ     ਵ   ਤ ਵ   
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                                            ਇ                                                             
                                                    ਇ                                         ਇ     
         

  

                        

  

                                       

   

table>table properties                     ਇ    ਇ                                  

   

                       

   

                                                

  

                      

   
 

      ਨ      ਨ   ਤ  ਵ ਡਣ   
  

                                         ਇ             ਇ                       

 

table>mrrge cells                     

   

     ਇ                                                        ਇ                                        

  

                                                   

  

table>split table                                  ਇ    ਇ                    

  

                                     

 

                          

 

  ਰ   
            ਇ                    ਇ                                                                        
                                                                        ਇ                          
                                                         ਇ                                       
                                                                          ਇ                  
                                                      ਐ  ਐ                                         
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                                                       ਐ                                              

                 ਯ           
 
 

ਭ      ਦਰ   ਫਦ  

MT---                

IT---               

           ---                     

  -  ਇ        ---            ਇ             

          ---                   

   ---           ਇ  

 

    -        

1.MO                

   

 . Microsoft office 

  

 . Music office 

 

ੲ. Music word 

 

 . Ms word 

  

2.                            

              

 .             

ੲ.            

 .              

  

3.                                  

 .              

 .          

ੲ.       

 .              
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4.                            

 .                      

 .                     

ੲ.                           

 .              

 

5.                                                                               

  .      

 .       

 

6.                                                                 ਇ            

 .      

 .     

   

7.                                                               । 

 .    

 .      

ੲ.   /        

 .             

  

8.                …………..        

 . ਐ  ਐ        

 . ਐ   ਐ   ਐ     

ੲ. ਐ ਐ        

 .             

   

9.                               

 .            

 .            

ੲ.     ਐ  

 .             

   

10.                          

 .      
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 .      

ੲ.      

 .                

  

11.                                               

 .                         

 .                  

ੲ.               

 .              

  

12.                                     

 .     

 .           

ੲ.               

 .             

  

13.                             

 .              

 .              

ੲ.                       

 .             

 

14.                                                              

 . close 

           yes 

ੲ.     no 

                

 

15.                                                                                        

 .      

 .       
 

   ਬ     ਨ 
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1.                             
2.                                            
3.                                      

4.                                        । 
5.                                                  

 

                   : 

   .                 ,           ,                                ,               ,      , 
2011.  

   .   .        ,                           ,             ,       , 2015.  
   .   .        ,               ,                       ਯ         ,       , 2016.  
   .   .        ,                ,                ,       , 2016.  

 

               

 

https://punjabi-computer-learning.blogspot.com/2018/05/how-to-merge-table-cells-in-ms-
word.html 
http://www.diprpunjab.gov.in/?q=node/3985 

http://blog.cfpunjab.com/pb/%E0%A8%AA%E0%A8%A0-5-
%E0%A8%90%E0%A8%AE%E0%A8%90%E0%A8%B8-%E0%A8%B5%E0%A8%B0%E0%A8%A1-
%E0%A8%B5%E0%A8%9A-%E0%A8%AB%E0%A8%B0%E0%A8%AE%E0%A8%9F%E0%A8%97-2 

 

 

 ਤਰਭ    

 

1.    2.           3.    4.                 5.   

6.    7.           8.    9.                 10.   

11.   12.             13.    14.                 15.   

 

 

https://punjabi-computer-learning.blogspot.com/2018/05/how-to-merge-table-cells-in-ms-word.html
https://punjabi-computer-learning.blogspot.com/2018/05/how-to-merge-table-cells-in-ms-word.html
http://www.diprpunjab.gov.in/?q=node/3985
http://blog.cfpunjab.com/pb/%E0%A8%AA%E0%A8%A0-5-%E0%A8%90%E0%A8%AE%E0%A8%90%E0%A8%B8-%E0%A8%B5%E0%A8%B0%E0%A8%A1-%E0%A8%B5%E0%A8%9A-%E0%A8%AB%E0%A8%B0%E0%A8%AE%E0%A8%9F%E0%A8%97-2
http://blog.cfpunjab.com/pb/%E0%A8%AA%E0%A8%A0-5-%E0%A8%90%E0%A8%AE%E0%A8%90%E0%A8%B8-%E0%A8%B5%E0%A8%B0%E0%A8%A1-%E0%A8%B5%E0%A8%9A-%E0%A8%AB%E0%A8%B0%E0%A8%AE%E0%A8%9F%E0%A8%97-2
http://blog.cfpunjab.com/pb/%E0%A8%AA%E0%A8%A0-5-%E0%A8%90%E0%A8%AE%E0%A8%90%E0%A8%B8-%E0%A8%B5%E0%A8%B0%E0%A8%A1-%E0%A8%B5%E0%A8%9A-%E0%A8%AB%E0%A8%B0%E0%A8%AE%E0%A8%9F%E0%A8%97-2
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DPBI536 

                                      -8 :                         

 

 

         

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

     

1.                                 । 

2.                                            । 

3.                                                        ।  

         :                                                                                     
                                                                                               
                                                                                                    
                                                                                                 

 

           Content) 

1.      
 

2.          
 

3.           
 

4.       
 

5.           
 

6.    -       
 

7.            
 

8.              
 

9.                      
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                      (Microsoft PowerPoint) 

                                                                                             
                                                                                               
                                                                                       ,    -

                                                                                     ।           
                                                 ,                                                

                    ,       ,                                    । 

 

                         

1.                                                            ,   -                        

                                  । 

2.                                             representation                       । 

3.                        ,     , table                । 

4.                            -           ,    -                         । 

5.                        ,                     । 

6.                                                   । 

7.                                               । 

8.                                                           । 

9.                   ,                                                                       
                                    । 

10.                                                          । 

11.                                             

                                                                                                     
                

 

                                          (Open the Powerpoint) 

1.                                                           mouse                          । 
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2.                        start menu                                                   

                                                   । 

3.                                                       ok              । 

4.                                                             -                              : 

c:/program_files/Microsoft_office/office/PowerPoint. Exe 

 

5.                                                                                                ,          
                               । 

                                                                                          

                                       : 

 

 

                                                                                                
                                                                                                 
                                                                                                   
                                   

 

                                 
                                                                                                
                                              : 

          (Title bar):                                                                              
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                                                                                             ,        
    ,                                       ।  

 

 

 

         (menu bar):                                                                          

                । 

 

 

   File'                      

       ,                   

                   ,             
               ,             

                              , 

                           ,                           ।  

 

 

"Edit"                                     
                                         
                                     
                                      
                                         
                                            
                 

 

 "View"                                                                                         
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"Insert"                                                                          

 

 

                                         ,                        ,                            
      ,                                  ,                               ,             ,     

                            । 

 

"Format"                                                                   ,                        

  ,                         -          ,                 । 
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"Slide show"                                                                           ,     

                          

                                  । 
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"Window"                                                                                                
             

              (standard toolbar):                         -                                    
                                     

                  (formatting toolbar):                                                              
   -                                                                              
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     -                                                                      

                                                                                 

                                                                                             
    

                                                                                          
                                  

                 (Microsoft Access) 

                 ,                                                    ,                          
              ,                                                       ,                             

               ,                     । 

                                                                                                
                                                                                                     
           -                                        । 
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                                       -                             
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     /            
                      ---                  

    ---          

    ---         

   ---    

   ---          

         ---                      

 

    -        

1.                                            
ੳ                

                        

                                                                 

ੳ.      

 .        

                                                                             

ੳ.      

 .       

                                            

 ੳ.                                        

 .                             

ੲ.                                    
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ੳ.           

 .            

ੲ.         

 .               

                                     

ੳ                                 

 .                                             

ੲ.                                        

 .             

7.                                                                                   

   

ੳ  From begning  

   from current slide  

ੲ  broadcast slide  

               

                                                                                           

ੳ.  5 PG 

 . GIF 

ੲ. Tijf 

                

9.                                            

ੳ                

                 

10.                                                               

ੳ      

           

11.                                                             

ੳ       

          

12.                                          

ੳ.                                                     

 .                            
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ੲ.                               

 .             

13.                                   

ੳ.          

 .            

ੲ.            

 .               

14.                                   

ੳ.                              

                                               

ੲ.                                         

 .             

15.                              

ੳ.      

          

ੲ       

            
 

            

 

1.                          
2.                                   
3.                                            

4.                                   
5.                            

 

                   : 

   .                 ,           ,                                ,               ,      , 
2011.  

   .   .        ,                           ,             ,       , 2015.  
   .   .        ,               ,                                 ,       , 2016.  
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   .   .        ,                ,                ,       , 2016.  
 

               : 
 

https://pa.erf-est.org/10526-power-point.html 

http://blog.cfpunjab.com/pb/6MzXc3 

https://ctupunjab.blogspot.com/p/1_56.html 

 

 

 

        

 

1. ੳ  2.           3.          4.      5.   

6.    7. ੳ         8.       9. ੳ    10.   

11.   12.               13.       14.      15. ੲ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://pa.erf-est.org/10526-power-point.html
http://blog.cfpunjab.com/pb/6MzXc3
https://ctupunjab.blogspot.com/p/1_56.html
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DPBI536 

                                   - 9 :                            
 

 

         

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

audyS: 

1.                              ਨ         ਨ  । 

2.                                              ਨ  । 

3.                                                ਨ  । 

           
                ਨ                                 ਨ           ਨ                                    
                                                                     ।                        
                        ਨ        ਨ                                                              

 

           Content) 

1.      
 

2.       ਨ  
 

3.           
 

4.       
 

5.           
 

6.    -       
 

7.          ਨ 
 

8.              
 

9.         ਨ            
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                   ।                                                                              
                                     ਨ                 ਨ ।  

     :                                    Spredsheet                          ਨ                 
                                       ਨ                                                    ਨ 
                                  ਨ         ਨ                                        ਨ           
       ਨ                     ਨ  ਨ                        ਨ                                    , 
                                   ਨ    

        (Folder)                            

 ਨ        Worksheets                   
 ਨ                                   ਨ  
                                       Tab Key 

       ਨ                                  
               ਨ                            
                          ਨ              
                                         

   ਨ                                  
       ।                           ਨ  
                                         
  । 

 

 

 

 

                 (Microsoft Excel) 

 

                                   Spredsheet                          ਨ                    
                                    ਨ                                                    ਨ    
                               ਨ         ਨ                                        ਨ               

   ਨ                     ਨ  ਨ                        ਨ                                    ,         
                           ਨ            (Folder)                             ਨ        Worksheets  
                  ਨ                    ਨ                                                        

                   256                   65536    ਨ      256             ਨ                      

                                                                                                

         ਨ          

  

1.                                                 ਨ  

2.                         ਨ               ਨ  
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 3.                                             ਨ             ਨ  

 4.                       ਨ                  ਨ   

 

  

                               

  

                               ਨ                                                        ਨ           

                           

  

1.                                   ਨ                                         Tab Key        ਨ       

                                   

   

2.        ਨ           
                         
                  ਨ      

                            
  
3.                     

   ਨ                     
                    । 

4.                        

   ਨ                     
                        । 

 5.            ਨ        
       ਨ            
       ।  

6.                     

       , ਨ           
                  ਨ। 

7.            ਨ   ਨ       

                     ਨ                                  । 

8.                        ਨ  ਨ                                         । 

9.         ਨ              ਨ                                code                        । 

10.            ਨ                                                      ਨ                         । 

11.         ,                       ,    ਨ ਨ                                ।  

                                                                    ਨ                                   

                         ਨ                 । 
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                           ਨ                                             ।            ਨ        
                                  ਨ         : 

1.                                                 ਨ ਨ  'Mouse'        ਨ               ਨ । 

2.                                ਨ                                                                

           ਨ ਨ                  ਨ । 

3. Start menu            ਨ    ਨ              EXCEL        OK        ਨ     । 

4.          ‘DOS’                                                    -        ‘Enter’   ਨ            । 

c:/program_files/microsoft_office/office/Excel.exe 

 

5.          find    ਨ                                                          ਨ ਨ '.xls'     , ਨ           
ਨ                           । 

                     ਨ          

     
                        ਨ              ।                                          :           ਨ         
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           (Title Bar) : 

         , 

                        

                         
                  

           ਨ            
       ਨ            
ਨ            ਨ    window 

control button'           ਨ। 
'Window control 

button'          ਨ   'control 

box'              । 

                ਨ      
'minimize'   ਨ                ਨ                '        '            ਨ                 maximize   ਨ 

                             ਨ          ਨ                         close   ਨ          ਨ                 
         ਨ                 । 

  ਨ      (Menu Bar):   ਨ                                                        ।                     
                          ਨ               ਨ           ਨ                   ਨ         

 

 

 

 

 

 

                      'File' 

New: ਨ                  । 

Open:                             ਨ          । 

Close:                    ਨ         ਨ   ।  



                             

 

116   

Save:                          ਨ  ਨ              ਨ   । 

Save as:             ਨ            ਨ   ਨ              ਨ   । 

Page Setup:               ਨ           ਨ          ਨ   । 

Print preview:                      ਨ                । 

Print:                            । 

Exit:                                       । 

 

       

 

                            'Edit'  

     ਨ   cancel   ਨ   ।  Undo (Ctrl+Z):       

cancel           ਨ          Repeat (Ctrl+R): 

       । 

Cut:                      ਨ  ਨ         ਨ             

                     । 

Copy:            ਨ  ਨ          ਨ                   
                । 

   ਨ  ਨ          ਨ   । Paste:               

Paste Special:                                  ਨ  ਨ   
       । 

   ਨ  ਨ         ਨ   । Clear:             

                        ਨ   Move or Copy sheet: 

       ਨ   । 

        ਨ        । Find:                   

ਨ                ਨ          । Replace:            ਨ  

      ਨ      jump   ਨ   । Go to:                 
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                   -                         'view'  

Normal:            ਨ                । 

Toolbars:                ਨ               ਨ             ਨ ਨ            ਨ   । 

Rulers:     ਨ           ਨ          ਨ   ।  

                      ਨ  Header and Footer: 

ਨ          ਨ   । 

         ਨ            । Full screen:         ਨ   

Zoom:      ਨ         ਨ             
  ਨ ।                      

 

 

                        'Insert' 

             ਨ      ਨ   । Cells:                   

Rows:                                 ਨ      ਨ 

   ਨ   । 

        ਨ   । Columns:             ਨ   

Worksheet:                  ਨ                    

       ਨ      ਨ   । 

Chart:                 ਨ  ਨ       -          

        ਨ   । 

Symbol:    ਨ                 ਨ     ਨ   । 

Function:                      ਨ                     ਨ । 

Picture:              ਨ   । 

Object:                                        ਨ   । 

 

  

 

 

                            'format'              
 

Cells:                                 ਨ   । 
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Rows:               ਨ         ,            

  ਨ   । 

Columns:                           ਨ       

 ਨ            ਨ   । 

Sheet:                                     

       ਨ   । 

Autoformatting:                        

  ਨ   । 

Conditional formatting:                  
   ਨ  ਨ                         ਨ । 

 

 

Tools:                 ਨ            ਨ   

                          ਨ        ਨ ,      ਨ   
         ਨ ,                 /     ਨ      ਨ , 
           ਨ                ,         ਨ            

  ਨ ,                                  ਨ  ਨ        
  ਨ                            । 

  

 

 

 

                        : 

'Window' 

 

Window:  

      ਨ ਨ       ਨ      ਨ    windows       

        ਨ। 

New Window:  

    ਨ     ਨ                 । 

Arrange: 

     ਨ                     ਨ        ਨ          

  ਨ । 

Split:  

      ਨ                    । 
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 Tool Bar :  

      ,   ਨ                                                                 -                        
      /   ਨ  ਨ                                     ।      ਨ -      ਨ        ਨ             view    ਨ      
                                ਨ                     । 

               (Standard toolbar): 

                                          ਨ                         ਨ    ਨ       ਨ           ਨ         

  ,         ਨ              ਨ   ,         ਨ                    ਨ   , table    ਨ   ,                

     ਨ     ,      ,       ਨ                            ਨ। 

 

 

                 (Tool Bar):  

                                                           ਨ  ਨ            ਨ           ਨ    ਨ    ,  

             ,    ,                                               ਨ। 

               (Rows and column):  

                                     ਨ      ਨ                    ਨ                    । 

      ਨ                  ਨ                      ਨ                                                      

        ।                1           65536        ਨ             ਨ                  A          IZ             
      ਨ,                 256             ਨ।      ਨ            ਨ           ਨ      -              । 

 

                    (Cell and active cell): 

  

      ਨ                          ਨ ਨ                    ।                                              

                 ।                                   ,         ਨ   active cell                                     
ਨ                                               ਨ  ਨ   ।                                                
       ,           ਨ                          । 

                             : 

 

                                 file   ਨ     ਨ                 new    ਨ ਨ                     ਨ   
                       । 
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                          ਨ            ਨ                 ਨ                                              
   ।         ਨ         ਨ                           ਨ        : 

1.  -            keys     Alt     F4 ਨ                 ਨ           ਨ                   । 

2.             window          ਨ       close   ਨ ਨ           ਨ ਨ                         । 

3.   ਨ             File   ਨ     Exit    ਨ                            । 

                                               ਨ                                      ਨ        ਨ ਨ   
                । 

                       ਨ                                      ਨ              ਨ          yes           

  ਨ ;                        ਨ                   cancel    ਨ            ਨ     । 

                                                                           ਨ     ਨ             । 

 

  

 

       

                                   Spredsheet                          ਨ                    
                                    ਨ                                                    ਨ    
                               ਨ         ਨ                                        ਨ               

   ਨ                     ਨ  ਨ                        ਨ                                    ,         
                           ਨ            (Folder)                             ਨ        Worksheets  
                  ਨ 

 

                
      ---      ਨ                    

       ---      ਨ               

      ---      ਨ              

     ---      

        ਨ       ਨ---  ਨ                  ਨ 

 ਨ  ---        ਨ   
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    -        

1.                        …….           

ੳ. Spreadsheet 

 .          

ੲ.           

 .        ਨ    

2.                              ਨ                          ਨ 

ੳ. 256 

 . 247 

ੲ. 268 

 . 189 

3.                      ………   ਨ   ਨ 

 

                       ੳ. 65479 

                        . 65530 

                       ੲ. 65536 

                        . 65780 

 

                4.                                         

   

                 ੳ.                        

                       .                         

                ੲ.    ਨ    

                 .             
   

                5.                                   ਨ                                -                   
     ਨ                                                 

ੳ. ਗ਼     

 .      

              6.    ਨ            ਨ                                     ਨ   ਨ               ਨ    ਨ   ਨ   

                          ਨ                    

ੳ. ਗ਼    

 .      
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7.       ਨ                                                      ਨ  ਨ                                    
   

ੳ.  ਗ਼   

 .      

   

8.                              ਨ                ……..               

    ੳ.ਗ਼    

     .      

     ੲ.                 

 

9.                          ਨ           ਨ 

 

ੳ.           ਨ           ਨ  

 .                     ਨ   

ੲ. ਨ    ਨ  

 .            

  

10.                ਨ       ਨ        ਨ                ਨ           
 

ੳ.       

 .        

ੲ.        

 .        ਨ   

11.                 ਨ                 ਨ                                      

ੳ.       

 .        

ੲ.        

 .              
12.   ਨ                   ਨ    
ੳ.ਨ           
 .ੳ ਨ   ਨ  
ੲ.        

 .             
  

13.                                 ਨ   ਨ 
 

ੳ.      
 .     
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14.                                ਨ   ਨ 

 

ੳ.      
 .     
 
15.       ਨ                        ਨ ਨ                
ੳ.            
 .            
ੲ.      
 .         ਨ    
 

            

 

1.                   ਨ          ਨ           ਨ 

2.                                   ਨ 

3.        ਨ              ਨ           ਨ 

4.                ਨ                      । 

 

                   : 

   .                ਨ,   ਨ       ,                    ਨ     ਨ     ,  ਨ          ਨ ,      , 
2011.  

   .   .        ,                          ਨ,             ,       , 2015.  
   .   .        ,              ਨ,        ਨ                ਨ       ,       , 2016.  
   .   .        ,         ਨ      ,               ਨ,   ਨ   , 2016.  
 

               
 

https://pa.runsular.com/%E0%A8%90%E0%A8%95%E0%A8%B8%E0%A9%88%E0%A8%B2-
%E0%A8%B8%E0%A8%AA%E0%A9%8D%E0%A8%B0%E0%A9%88%E0%A8%A1%E0%A8%B8%E
0%A8%BC%E0%A9%80%E0%A8%9F-
%E0%A8%B8%E0%A8%AE%E0%A9%80%E0%A8%96%E0%A8%BF%E0%A8%86/ 

 
https://play.google.com/store/apps/details?id=air.com.ajinkyainnovations.microsoftexcel10.inhin
di&hl=pa&gl=US 

  

 

        

https://pa.runsular.com/%E0%A8%90%E0%A8%95%E0%A8%B8%E0%A9%88%E0%A8%B2-%E0%A8%B8%E0%A8%AA%E0%A9%8D%E0%A8%B0%E0%A9%88%E0%A8%A1%E0%A8%B8%E0%A8%BC%E0%A9%80%E0%A8%9F-%E0%A8%B8%E0%A8%AE%E0%A9%80%E0%A8%96%E0%A8%BF%E0%A8%86/
https://pa.runsular.com/%E0%A8%90%E0%A8%95%E0%A8%B8%E0%A9%88%E0%A8%B2-%E0%A8%B8%E0%A8%AA%E0%A9%8D%E0%A8%B0%E0%A9%88%E0%A8%A1%E0%A8%B8%E0%A8%BC%E0%A9%80%E0%A8%9F-%E0%A8%B8%E0%A8%AE%E0%A9%80%E0%A8%96%E0%A8%BF%E0%A8%86/
https://pa.runsular.com/%E0%A8%90%E0%A8%95%E0%A8%B8%E0%A9%88%E0%A8%B2-%E0%A8%B8%E0%A8%AA%E0%A9%8D%E0%A8%B0%E0%A9%88%E0%A8%A1%E0%A8%B8%E0%A8%BC%E0%A9%80%E0%A8%9F-%E0%A8%B8%E0%A8%AE%E0%A9%80%E0%A8%96%E0%A8%BF%E0%A8%86/
https://pa.runsular.com/%E0%A8%90%E0%A8%95%E0%A8%B8%E0%A9%88%E0%A8%B2-%E0%A8%B8%E0%A8%AA%E0%A9%8D%E0%A8%B0%E0%A9%88%E0%A8%A1%E0%A8%B8%E0%A8%BC%E0%A9%80%E0%A8%9F-%E0%A8%B8%E0%A8%AE%E0%A9%80%E0%A8%96%E0%A8%BF%E0%A8%86/
https://play.google.com/store/apps/details?id=air.com.ajinkyainnovations.microsoftexcel10.inhindi&hl=pa&gl=US
https://play.google.com/store/apps/details?id=air.com.ajinkyainnovations.microsoftexcel10.inhindi&hl=pa&gl=US
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1. ੳ  2. ੳ         3. ੲ         4. ੳ    5.   

6.    7.           8. ੲ        9.      10. ੳ 

11.   12.             13. ੳ     14.     15. ੲ 
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DPBI536 

                                 -10:                           
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3.           
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5.           
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9.                      
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                                                       ,                ,                     

        ,                            ,                                            ,               
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      ,     ,                                                                                      

                                                                                                        

                      
 1.                                                                       

2.                                                        
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 3.                                     

4.                                                                                                      

              

5.                                                                                                      

                  

6.                       

7.                                                                          

8.                                                                                                      

      

9.                                                                                                       
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1.                                                                    

2.                                                                           

 3.                                                       

4.                                                                                 

 5.                                                

 
              
 
                               

                                     

                                   

                                        

                                 

                                        

                                         

                                   
                                          

                                                                                                        

                                                                                                           

                                                                                                        

                                                                                                     

                                                                                                   

   

               
 

                                                                                     

                                                                                                     

                                           

                                        

                                       

                                   

                                       

                                           

                                     

                                        

           



                             

 

130   

 

 

 
                 

1.                                                                           

2.                                                                                       

            

                       

                     

                

                 

                     

                   

                    

      

3.   

                   

                 

                  

               

                  

                      

                       

                                                                                     

                                                                                        

                                                                                             
                                           

4.                                                                                   

                                                                                   
  

5.                                                                                                

                                                                                                    

                                                                                                            
6.                   Akhar2010@gmail.com                                                             
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2.                                                                                                       

                                                                   

3.                                                                                                    

                                  

                  

4.                               

                             

5.                            

                              

                                   

 .                                    

                                  

                           

7.                                     

                             

           

8.                           

                                  

9.                                                                                                     
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1.                          

                                    

                                    

                                    

                              -8          

2.                     

                                            

                                    

                                      

                                           

                                                                                

                
                                   Sources Font: Anmol lipi automatic detection 

   

                                  Distinctions fonts satluj 

 

                                                                                                 

                                                                                                       

                                                                                                 

                                                                  

 

                      

 
                                                                                         

                                                                                                         

                                                                                                    

                                                                      

1.                                                                            

             

2.                                                                             

                                             

3.                                                                           

       

 

 
 
 



      -10 :                            

133 

 

                           
 
                                                                                                

                                                                                               

                                                                                           
                                                                                     

 

                       

              
1.                                                            

2.    

                    

                      

                    

                 

                   

                 

                 

                    

               

                    

            

               

                  

                  

                                                                   

           

3.                                                               

4.                                                           

5.                                            

            
1.                                    

2.                                                                             

                                                   

3.                                                               
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4.                                                                               

                                                              

5.                                                                                  

                                                                           

                                    

6.                                                                         

                                                                        

                                                                              

                                                                       

                                     

                                                                                                
                                                                         

 

      : 
                                                                                                         
                                                                                                  
                                                                                                   
                                                                                                    
                                                                                               

                                                                                                  
                                                                                                 
                 

 

 

  

 

                
    ---         

       ---                              

          ---                   

          ---         

         ---                   

     ---                                

 

https://www.google.com/
https://www.google.com/
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    -        

1.                                      

ੳ.                            

 .                  

ੲ.                     

 .               

2.                                                 

ੳ. 22            

 . 24            

ੲ. 18            

 . 10              

3.                                       

ੳ.                      

 .                

ੲ.         

 .             

   

4.                

ੳ.                          

 .          

ੲ.           

 .             

  

5.                                          

ੳ.             

 .       

ੲ.             

 .             

   

6.                                        
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ੳ. WWW. lipikaar.com 

 . www  kaarlipi.on 

ੲ. www  kaarlipi.in 

 .             

 7.                  

ੳ.                 

 .            

ੲ.       

 .                     

 

8.                                                                              

ੳ.       

 .      
9.                            

ੳ.           

 . www.gurmukhifontconverter.com 

ੲ.  www.gurmukhifontconverter.co 

 . www.gurmukhionverter.com 

 

10.                                                     

ੳ.                           

 .                      

ੲ.                   

 .               

 

11.                                

ੳ.            

 .                 

ੲ.             

 .                 

   

12.                                                                

http://www.gurmukhifontconverter.com/
http://www.gurmukhifontconverter.co/
http://www.gurmukhifontconverter.com/
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ੳ. 120          37         

 . 120          39         

ੲ. 125          36          

 . 130          33          

   

13.                        

ੳ.                     

 .             

ੲ.                    

 .             

   

14.                        

ੳ.                                            

 .                  

ੲ.                     

 .                      

  

15.                                                                             

ੳ.     

 .     

 

            

 

1.                             
2.                   
3.                     
4.                                                         
5.                                   

 

                   : 
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   .                 ,           ,                                ,               ,      , 
2011.  

   .   .        ,                           ,             ,       , 2015.  
   .   .        ,               ,                                 ,       , 2016.  
   .   .        ,                ,                ,       , 2016.  
 

               
 

https://punjabipedia.org/topic.aspx?txt=%E0%A8%B8%E0%A8%BE%E0%A8%AB%E0%A8%9F%E
0%A8%B5%E0%A9%87%E0%A8%85%E0%A8%B0 

https://pa.punjabipedia.org/wiki/%E0%A8%B8%E0%A8%BE%E0%A8%AB%E0%A8%BC%E0%A
8%9F%E0%A8%B5%E0%A9%87%E0%A8%85%E0%A8%B0 

 

        

 

1.    2. ੳ         3.      4. ੳ            5.   

6. ੳ  7. ੳ         8.      9.            10. ੲ 

11. ੲ 12. ੳ           13. ੳ 14. ੳ        15.   

 

https://punjabipedia.org/topic.aspx?txt=%E0%A8%B8%E0%A8%BE%E0%A8%AB%E0%A8%9F%E0%A8%B5%E0%A9%87%E0%A8%85%E0%A8%B0
https://punjabipedia.org/topic.aspx?txt=%E0%A8%B8%E0%A8%BE%E0%A8%AB%E0%A8%9F%E0%A8%B5%E0%A9%87%E0%A8%85%E0%A8%B0
https://pa.punjabipedia.org/wiki/%E0%A8%B8%E0%A8%BE%E0%A8%AB%E0%A8%BC%E0%A8%9F%E0%A8%B5%E0%A9%87%E0%A8%85%E0%A8%B0
https://pa.punjabipedia.org/wiki/%E0%A8%B8%E0%A8%BE%E0%A8%AB%E0%A8%BC%E0%A8%9F%E0%A8%B5%E0%A9%87%E0%A8%85%E0%A8%B0


      -11 :                             

139 
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  1.               ਈ                    

       ਈ  

 2.                                 

                                ਈ 

                               

3.      ਈ                   

                              

                 

 4.ਈ                           

                            ਈ       

              

 5.              ਈ               ਈ                 

6.                                                      ਈ                        

7.                                                                         

8.                                                                                             

                 ਈ                   ਈ                

9.    ਈ                          ਈ                                  ਈ                       
         

10.                    ਈ                                            ਈ             

                     ਈ                                          
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                      ਈ                                                             ਈ                           

                                             ਈ                                                              

                                                        ਈ         ਈ                                        

                                                                                                 

                              
   

 

                
                                                                              ਈ                 

                    ਈ                                             ਈ                              

                                                              ਈ                                               

                                                                                                       

    165.21.34.10      ਈ               ਈ                                                                   

                                                 ਈ                                                     
 ਈ   ਈ                                                                        ਈ                          

                                                                                                                   

                  ਈ                                                   ਈ                       

www.punja

bicomputer

.com   ਈ  

            

         

           

           

      

         

          

         

          

         

     

          

http://www.punjabicomputer.com/
http://www.punjabicomputer.com/
http://www.punjabicomputer.com/
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 1.                                    ਈ                                         ਈ                   
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https://www.punjabitribuneonline.com/news/archive/features/%E0%A8%87%E0%A9%B0%E0%A8%9F%E0%A8%B0%E0%A8%A8%E0%A9%88%E0%A9%B1%E0%A8%9F-%E0%A8%9C%E0%A8%BC%E0%A8%BF%E0%A9%B0%E0%A8%A6%E0%A8%97%E0%A9%80-%E0%A8%95%E0%A9%80%E0%A8%A4%E0%A9%80-%E0%A8%86%E0%A8%B8-1628562
https://www.punjabitribuneonline.com/news/archive/features/%E0%A8%87%E0%A9%B0%E0%A8%9F%E0%A8%B0%E0%A8%A8%E0%A9%88%E0%A9%B1%E0%A8%9F-%E0%A8%9C%E0%A8%BC%E0%A8%BF%E0%A9%B0%E0%A8%A6%E0%A8%97%E0%A9%80-%E0%A8%95%E0%A9%80%E0%A8%A4%E0%A9%80-%E0%A8%86%E0%A8%B8-1628562
https://www.punjabitribuneonline.com/news/archive/features/%E0%A8%87%E0%A9%B0%E0%A8%9F%E0%A8%B0%E0%A8%A8%E0%A9%88%E0%A9%B1%E0%A8%9F-%E0%A8%9C%E0%A8%BC%E0%A8%BF%E0%A9%B0%E0%A8%A6%E0%A8%97%E0%A9%80-%E0%A8%95%E0%A9%80%E0%A8%A4%E0%A9%80-%E0%A8%86%E0%A8%B8-1628562
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