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HTML fwkUmYNt dw byisk FWcw 
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pR:1 HTML fwkUmYNt dy byisk FWcy dw vrnx kro[ 

au`qr: HTML dw pUrw nW hweIpr tYkst mwrkAp lYNgueyz hY[ ieh iek swDwrn BwSw hY[ ieh tYkst bys huMdI hY[ 

iesdI vrqoN vYb pyz iqAwr krn leI kIqI jWdI hY[ vYb pyz ivc vrqIAW jwx vwlIAW HTML dIAW kmWfz nUM tYgz 

ikhw jWdw hY[ tYg nUM AYNgl bRYktW (<>) nwl drSwieAw jWdw hY[ HTML fwkUmYNt <html> tYg nwl SurU Aqy </html> tYg 

nwl bMd kIqw jWdw hY[ ies fwkUmYNt dy byisk FWcy ivc do mu`K Bwg huMdy hn, jo ik hyT ilKy Anuswr hn: 

1. Head Bwg 

2. Body Bwg 

Head Bwg: 

<Head> tYg iek kMtynr tYg hY[ ieh <Head> tYg nwl SurU huMdw hY Aqy </Head> tYg nwl bMd huMdw hY[ ies tYg ivc 

vYb pyz sMbMDI hYfr sUcnw huMdI hY[ <Head> tYg ivc <Title> tYg iliKAw jWdw hY[ <Title> tYg vYb pyz dw isrlyK 

pirBwiSq krn leI vriqAw jWdw hY[ audwhrx leI: 

<Head>  

 <Title> Welcome </Title> 

</Head> 

Body Bwg: 

<Body> tYg dI vrqoN fwkUmYNt dI bwfI idKwaux leI kIqI jWdI hY[ vYb pyz dI swrI sm`grI ies tYg ivckwr hI ilKI 

jWdI hY[ies tYg iek kMtynr tYg hY[ ieh <Body> tYg nwl SurU huMdw hY Aqy </Body> tYg nwl bMd huMdw hY[audwhrx 

leI: 

<Body> Welcome to my web page </Body> 

ieh dovy Head Aqy Body BwgW nUM <html> Aqy </html> tYg ivckwr r`iKAw jWdw hY[ 
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HTML fwkUmYNt bnwaux Aqy ausnMU dyKx dy stYp 

 

notpYf ivc HTML fwkUmYNt: 

 
 
 
 

 

 

ieMtrnYt AYksplorr vYb-bRwaUzr ivc HTML fwkUmYNt: 
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pR:2 HTML fwkUmYNt bnwaux Aqy ausnMU dyKx dy stYp ilKo[ 

au`qr: HTML fwkUmYNt / vYb pyz sDwrx tYkst PweIlW huMdIAW hn[ iehnW nUM iksy vI tYkst AYfItr jW vrf pRosYsr 

ijvyN ik notpYf, vrfpYf Awid dI vrqoN nwl bxwieAw jw skdw hY[ vYb pyz bnwaux qoN bwAd ausnUM dyKx leI iksy vI 

vYb-bRwaUzr (ieMtrnYt AYksplorr, gUgl krom, PweIrPoks Awid) dI vrqoN kIqI jw skdI hY[ 

HTML fwkUmYNt bnwaux dy stYp: 

1. Start btn qy kil`k kro[ 

2. All Program aupr kil`k kro[ 

3. Accessories aupr kil`k kro[ 

4. Notepad aupr kilk̀ kro[ 

5. HTML fwkUmYNt tweIp kro[ 

6. HTML fwkUmYNt PweIl nUM .html AYkstYNSn nwl syv kro[ 

HTML fwkUmYNt nUM vYb-bRwaUzr (ieMtrnYt Ayksplorr) ivc dyKx dy stYp: 

1. Start btn qy kil`k kro[ 

2. All Program aupr kil`k kro[ 

3. Internet Explorer aupr kil̀k kro[ 

4. vYb bRwaUzr Kulx qoN bwAd ies ivc .html nwl syv kIqI geI PweIl nUM Kolo[ 

 

 

  



pyz nM: 7   jmwq 10vIN (kMipaUtr swieMs – PSEB Mohali) 
 

 

 

iqAwr krqw: ivkws kWsl-9501010979 (kMipaUtr PYkltI – s.s.s.s. (kM), sunwm) 

 

vYb pyz nUM Pwrmyt krn leI HTML fwkUmYNt  
 

 
notpYf ivc HTML fwkUmYNt: 
 

 
 
 
ieMtrnYt AYksplorr ivc HTML fwkUmYNt: 
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pR:3 vYb pyz nUM Pwrmyt krn leI iek HTML fwkUmYNt iqAwr kro[ 

au`qr: vYb pyz nUM Pwrmyt krn leI v`K-v`K HTML tYgz dI vrqoN kIqI jWdI hY[ ku`J Awm vrqy jwx vwly Pwrmyt tYgz 

ies pRkwr hn: 

1. hYifMg tYgz: vYb pyz ivc hYifMgz nUM Pwrmyt krn leI 6 iksmW dy hYifMg tYgz (<H1> qoN <H6>) dI vrqoN kIqI 

jWdI hY[ <h1> tYg hYifMg dw sB qoN v`fw sweIz huMdw hY jdoN ik <H6> sB qoN Cotw[ 

2. bolf, ietYilk Aqy AMfrlweIn tYgz: iehnW kMmW leI <B>, <I> Aqy <U> tYgz dI vrqoN kIqI jWdI hY[ 

3. PONt tYg: PONt dw sweIz, klr Aqy Syp bdlx leI PONt tYg Aqy iesdy AYtrIibaUts dI vrqoN kIqI jWdI hY[ 

<Font> tYg ivc face, color Aqy size nW dy AYtrIibaUts dI mdd nwl vYb pyz ivc PONt bdly jw skdy hn[ 

4. pYrwgRwP tYg: vYb pyz ivc pYrwgRwP bnwaux leI <p> tYg dI vrqoN kIqI jWdI hY[ 

5. hwrIjONtl lweIn tYg: vYb pyz ivc hwrIjONtl lweIn lgwaux leI <HR> tYg dI vrqoN kIqI jWdI hY[ 

 

ieh Awm vrqy jwx vwly PwrmyitMg tYgz hn ijnWH dI vrqoN nwl vYb pyz nUM Pwrmyt kIqw jw skdw hY[ iehnW tYgz dI 

vrqoN audwhrx pORgrwm ivc idKweI geI hY[ 
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HTML ivc vK̀-vK̀ iksmW dIAW ilstW 
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pR:4 HTML ivc v`K-v`K iksmW dIAW ilstW nUM drSwauNdw hoieAw pRogrwm iqAwr kro[ 

au`qr: ilst/sUcI ieko vrgIAW cIzW dI sUcI huMdI hY[ HTML ivc hyTW iliKAW 3 pRkwr dIAW ilstW vrqIAW jWdIAW 

hn: 

1. Awrfrf ilst: ieh nMbrf ilst huMdI hY[ ies leI <OL> tYg dI vrqoN kIqI jWdI hY[ 

2. An-Awrfrf ilst: ieh bUlytf ilst huMdI hY[ ies leI <UL> tYg dI vrqoN kIqI jWdI hY[ 

3. fYPInySn ilst: ieh SbdW dI prIBwSw dI ilst huMdI hY[ ies leI <DL> tYg dI vrqoN kIqI jWdI hY[ 

id`qw igAw HTML pRogrwm vK̀ – v`K iksmW dIAW ilstW dI vrqoN nUM drSw irhw hY[ 
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HTML ivc tyblW dI vrqoN 
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pR:5 HTML ivc tyblW dI vrqoN nUM drSwauNdw hoieAw pRogrwm iqAwr kro[ 

au`qr: tybl bnwaux leI hyT ilKy tYg vrqy jWdy hn: 

1. <Table> tYg: ies tYg dI vrqoN tybl nUM SurU Aqy bMd krn leI kIqI jWdI hY[ 

2. <TR> tYg: iesdw pUrw nW  tybl roA hY[ ies dI vrqoN tybl ivc roA dwKl krn leI kIqI jWdI hY[ 

3. <TH> tYg: iesdw pUrw nW tybl hYifMg hY[ iesdI vrqoN tybl ivc kwlm dw nW ilKx leI kIqI jWdI hY[ 

4. <TD> tYg: iesdw pUrw nW tybl fwtw hY[ iesdI vrqoN tybl dy sYlW ivc fwtw ilKx leI kIqI jWdI hY[ 

id`qw igAw HTML pRogrwm tyblW dI vrqoN nUM drSw irhw hY[ 
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HTML ivc hweIprilMk dI vrqoN 
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pR:6 HTML ivc do v`K-v`K vYb pyjW nUM ikvyN joiVAw jWdw hY? pRogrwm sihq vrnx kro[ 

au`qr: hweIprilMk HTML dI iek mh`qvpUrn ivSySqw hY[ do v`K-v`K vYb pyjW nUM Awps ivc joVn leI hweIprilMk dI 

vrqoN kIqI jWdI hY[ ieh vYbpyz ivc iksy tYkst jW qsvIr dw ilMk dUjy dsqwvyz nwl bxwauNdw hY[hweIprilMk nUM ilMk 

vI ikhw jWdw hY[ bRwauzr ilMk nUM nIly rMg ivc AMfrlweIn krky idKwauNdw hY[ HTML ivc ilMk bnwaux leI AYNkr tYg 

dI vrqoN kIqI jWdI hY[ AYNkr tYg leI <A> tYg dI vrqoN kIqI jWdI hY[ <A> tYg kMtynr tYg hY[ iesnUM <A> tYg nwl 

SurU Aqy </A> tYg nwl bMd kIqw jWdw hY[ AYNkr tYg ivc HREF AYtrIibaUt vriqAw jWdw hY[ ies AYtrIibaUt dI 

vrqoN ilMk kIqy jwx vwly fwkUmYNt dw AYfrYs sYt krn leI kIqI jWdI hY[ audwhrx leI: 

<A HREF= “http://google.com”> GOOGLE </a> 

vYb pyjW nwl keI v`K-v`K qrIikAW nwl ilMk bxwey jw skdy hn[ iehnW dIAW mu`K iksmW ies pRkwr hn: 

1. AMdrUnI ilMk 

2. bwhrI ilMk 

3. qsvIr nwl ilMk bnwauxw[ 

4. eI-myl nwl ilMk krnw[ 

id`qw igAw pRogrwm gUgl vYbsweIt nwl ilMk nUM drSw irhw hY[ jdoM vYb pyz ivc GOOGLE Sbd aupr kil`k kIqw 

jwvygw qW vYb bRwaUzr gUgl vYbsweIt nUM Epn kr dyvygw[ 
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pblISr nUM stwrt krnw 

 

 

Start → All Programs → Microsoft Office 2010 → Microsoft Publisher 2010 

 

 

 
 

mweIkroswPt pblISr ivMfo  
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pR:7 pblISr kI hY? iesnUM stwrt krn dy stYp ilKo[ 

au`qr: pblISr iek AYplIkySn swPtvyAr hY[ ieh mweIkroswPt AwiPs dw iek Bwg hY[ ies dI vrqoN suMdr Aqy 

vDIAw pRcwr krn vwly ieSiqhwrW nUM bnwaux leI kIqI jWdI hY[pblISr ivc AsIN pYNmPlyt, lYtr hYf, bYnr, 

inaUzlYtr, postr, klYNfr, inmMqrx p`qr Awid bxw skdy hW[ pblISr, ivzwrf Aqy ifzweIn gYlrI dI vrqoN nwl 

jldI qoN jldI pblIkySn bnwaux ivc swfI mdd krdw hY[  

pblISr nUM stwrt krnw: 

pblISr nUM stwrt krn dy stYp hyT ilKy Anuswr hn: 

1. Start btn aupt kilk̀ kro[ 

2. All Programs aupr kil`k kro[ 

3. Microsoft Office 2010 aupr kil`k kro[ 

4. Microsoft Publisher 2010 aupr kilk̀ kro[ 
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pblISr ivc tYNplyts dw ifzweIn bdlxw 
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pR:8 pblISr ivc tYNplyts kI huMdy hn? pblISr ivc tYNplyt dw ifzwien bdlx dy stYp ilKo[ 

au`qr: tYNplyt pblIkySn dw ifPwlt mwfl huMdw hY[ pblISr ivc tYNplyt tUl dI mdd nwl bhqu AwswnI nwl iek 

pblIkySn nUM iqAwr kIqw jw skdw hY[ tYNplyt ivc pihlW qoN hI iqAwr kIqy hoey ifzweIn stweIl huMdy hn[ iehnW 

ifzweInW nUM AsI ibnWH bdlwv ikqy jW iehnW ivc bdlwv krky pblIkySn bnwaux leI vrq skdy hW[ Office.com 

qy bhuq swry pRclq tYNplyt aulbD hn ijnHW nUM fwaUnlof krky AsIN vDIAw pblIkySn AwswnI nwl bxw skdy hW[ 

pblISr ivc tYNplyt dw ifzwien bdlx dy stYp: 

pblISr ivc tYNplyt dw ifzwien v`K-v`K AwpSnW dI mdd nwl bdilAw jw skdw hY[ tYNplyt ifzwien ivc bdlwv 

krn leI stYp hyT ilKy Anuswr hn: 

1. Page Design tYb qy kilk̀ kro[ ies tYb ivc tYNplyt ivc bdlwv krn leI v`K v`K AwpSnW mojUd hn ijnWH 

nwl tYNplyt ivc bdlwv kIqw jw skdw hY[ 

2. Change Template qy kil`k krky tYNplyt nUM bdilAw jw skdw hY[ 

3. Color Scheme rwhIN tYNplyt dy rMgW nUM bdilAw jw skdw hY[ 

4. Font gru`p rwhIN tYNplyt dy PONt bdly jw skdy hn[ 

  



pyz nM: 19   jmwq 10vIN (kMipaUtr swieMs – PSEB Mohali) 
 

 

 

iqAwr krqw: ivkws kWsl-9501010979 (kMipaUtr PYkltI – s.s.s.s. (kM), sunwm) 

 

pblIkySn nUM syv krnw 
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pR:9 mweIkroswPt pblISr ivc pblIkySn nMU syv krn dy stYp ilKo[ 

au`qr: mweIkroswPt pblISr ivc pblIkySn nMU syv krn dy stYp hyT ilKy Anuswr hn: 

1. File mInUM qy kilk̀ kro[ 

2. Save AwpSn qy kil`k kro[ Save As fwielwg bwks Kulygw[ 

3. Save As fwielwg bwks ivc aus QW dI cOx kro ijQy AsIN AwpxI pblIkySn nUM syv krnw cwhuMdy hW[ 

4. FileName PIlf ivc pblIkySn dw nW tweIp kro[ 

5. Save btn qy kilk̀ kro[ 

ies qrWH pblIkySn syv ho jwvygI[ 
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pblIkySn nUM ipRMt krnw 
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pR:10 mweIkroswPt pblISr ivc pblIkySn nUM ipRMt krn dy stYp ilKo[ 

au`qr: pblIkySn ipRMt krn dy stYp hyT ilKy Anuswr hn: 

1. File mInUM qy kil`k kro[ 

2. Print AwpSn qy kil`k kro[ 

3. ipRMt dIAW kwpIAW dI igxqI Bro[ 

4. ipMRt nwl sMbMDq v`K-v`K sYitMgW (pypr sweIz, pyz ErIAYNtySn Awid) dI cox kro[ 

5. Print btn qy kil`k kro[ 
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ieSiqhwr 
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pR:11. ieSiqhwr kI hn? ieSiqhwrW leI vrqy gey v`K-vK̀ ipRMt mIfIAw nUM dso[ 

a`uqr: ieSiqhwr nUM ivigAwpx vI ikhw jWdw hY[ ieh auh cIzW huMdIAW hn jo Awpxy v`l cMgI qrWH iDAwn iKc̀dIAW 

hn[ ieh Awm qOr qy iksy ivigAwpn eyjMsI duAwrw ifzweIn kIqy jWdy hn[ ieSiqhwr v`K-v`K mIfIAw duAwrw sMcwirq 

kIqy jWdy hn[ iehnW nUM tYlIivzn, ryfIE, mYgzIn Aqy AKbwrW Awid qy idKwieAw jWdw hY[ ieSiqhwrW dI vrqoN 

vpwrIAW v`loN Awpxy auqpwdW Aqy syvwvW nUM pRmot krn leI kIqI jWdI hY[ieSiqhwr leI v`K-v`K ipRMt mIfIAw vrqy jw 

skdy hn[ ku`J Awm vrqy jwx vwly ipMRt mIfIAw hyTW ilKy Anuswr hn: 

• broSr 

• inaUz lYtr 

• bYnr  

• kYtwlwg 

• Plwier 
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pblISr ivc ibjnYs kwrf 
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pR:12 ibzns kwrf kI huMdw hY? pblISr ivc ibzns kwrf bnwaux leI kdm ilKo[ 

au: ieh iek Cotw ijhw kwrf huMdw hY[ iehnW kwrfW ivc iek kMpnI jW ivAkqI bwry vpwrk jwxkwrI huMdI hY[ ieh 

kwrf iksy ivAkqI dy nW, ik`qy, jW kwrobwrI pqy, tYlIPon nMbr, vYbsweIt,eI-myl AYfrYs Awid nwl CipAw jWdw 

hY[AsIN pblISr ivc v`K-v`K tYNplyts dI mdd nwl v`Kry-v`Kry ifzeInW kwrobwrI kwrf AswnI nwl bxw skdy hW[ 

pblISr ivc kwrobwrI kwrf bnwaux dy stYp hyT ilKy Anuswr hn: 

1. File tYb qy kil`k kro[ 

2. New ivc Business Card qy kil`k kro[ 

3. AwpxI ie`Cw Anuswr ibzns kwrf tYNplyt dI cox kro[ 

4. ibzns kwrf leI klr-skIm, PONt-skIm Awid dI cOx kro[ 

5. Create AwpSn qy kilk̀ kro[ 

6. ibjns kwrf ivcly ivvrn AwpxI jrUrq Anuswr bdlo Aqy PweIl nUM Save kro 

7. ies qrHW kwrobwrI kwrf AwswnI nwl iqAwr ho jwvygw[  

  



pyz nM: 27   jmwq 10vIN (kMipaUtr swieMs – PSEB Mohali) 
 

 

 

iqAwr krqw: ivkws kWsl-9501010979 (kMipaUtr PYkltI – s.s.s.s. (kM), sunwm) 

 
pblISr ivc lybl 

 
 

  



pyz nM: 28   jmwq 10vIN (kMipaUtr swieMs – PSEB Mohali) 
 

 

 

iqAwr krqw: ivkws kWsl-9501010979 (kMipaUtr PYkltI – s.s.s.s. (kM), sunwm) 

 
pR:13. lybl kI hY? lybl ik`Qy vrqy jw skdy hn? 

au:lybl kwgz/k`pVw/DwqU dw ie`k tUkVw huMdw hY ijs nMU kMtynr jW iksy auqpwd(pRofkt)qy lgwieAw jw skdw hY[ iksy 

kMtynr jW auqpwd qy isD̀I CpI jwxkwrI nUM vI lybilMg mMinAw jw skdw hY[ lybl ivc auqpwd dy inrmwqw, auqpwd bnx 

dI imqI, iesdI vrqoN Awid sMbMDI jwxkwrI mOjUd huMdI hY[ lybl hyT ilKIAW cIjW leI vrqy jw skdy hn: 

• pRofkt (auqpwd) leI lybl 

• pYkyijMg leI lybl  

• sMpqI leI lybl 

• k`pVy leI lybl 

• myilMg leI lybl 

• sur`iKAw leI lybl 

 

  



pyz nM: 29   jmwq 10vIN (kMipaUtr swieMs – PSEB Mohali) 
 

 

 

iqAwr krqw: ivkws kWsl-9501010979 (kMipaUtr PYkltI – s.s.s.s. (kM), sunwm) 

 
pblISr ivc lYtrhYf 

 
 

  



pyz nM: 30   jmwq 10vIN (kMipaUtr swieMs – PSEB Mohali) 
 

 

 

iqAwr krqw: ivkws kWsl-9501010979 (kMipaUtr PYkltI – s.s.s.s. (kM), sunwm) 

 

pR:14 lYtrhYf kI hY? pblISr ivc lYtrhYf ikvyN bnwauxw hY? 

au: lYtr hY`f iek stySnrI hY ijs aupr iksy sMsQw jW ivAkqI dw nW Aqy pqw huMdw hY[ies dI vrqoN ic`TIAW ilKx 

leI kIqI jWdI hY[ lYtr hY`f nUM mweIkroswPt pblISr dI mdd nwl bxwieAw jw skdw hY[AsIN pblISr ivc v`K-

v`K tYNplyts dI mdd nwl v`Kry-v`Kry ifzeInW dy lYtr hY`f AswnI nwl bxw skdy hW[ pblISr ivc lYtrhYf bnwaux 

dy stYp hyT ilKy Anuswr hn: 

1. File tYb qy kil`k kro[ 

2. New ivc Letterhead qy kil`k kro[ 

3. AwpxI ie`Cw Anuswr lYtrhYf tYNplyt dI cox kro[ 

4. lYthYf leI klr-skIm, PONt-skIm Awid dI cOx kro[ 

5. Create AwpSn qy kilk̀ kro[ 

6. lYtr hYf ivcly ivvrn AwpxI jrUrq Anuswr bdlo[ 

7. ies qrHW lYtr hYf AwswnI nwl iqAwr ho jwvygw[ 

  



pyz nM: 31   jmwq 10vIN (kMipaUtr swieMs – PSEB Mohali) 
 

 

 

iqAwr krqw: ivkws kWsl-9501010979 (kMipaUtr PYkltI – s.s.s.s. (kM), sunwm) 

 

pblISr ivc kYlyfMr 
 
 

  



pyz nM: 32   jmwq 10vIN (kMipaUtr swieMs – PSEB Mohali) 
 

 

 

iqAwr krqw: ivkws kWsl-9501010979 (kMipaUtr PYkltI – s.s.s.s. (kM), sunwm) 

 

pR:15 klYNfr kI hY? AYm.AYs. pblISr ivc klYNfrW nUM ikvyN bxwieAw jwvy? 

au: klYNfr v`K-v`K audySW leI idnW dy pRbMDn dI iek pRxwlI hY[ iehnW dI vrqoN smwijk, Dwrimk, vpwrk jW pRSwskI 

audySW leI kIqI jw skdI hY[ klYNfr ivc v`K-vK idnW nUM Anukul nW idqy jw skdy hn[ klYNfrW dI vrqoN AsIN Awpxy 

in`jI SifaUl Aqy gqIivDIAW dy pRbMDn leI vI kr skdy hW[AsIN pblISr ivc v`K-v`K tYNplyts dI mdd nwl v`Kry-

v`Kry ifzeInW dy klYNfr AswnI nwl bxw skdy hW[ pblISr ivc klYNfr bnwaux dy stYp hyT ilKy Anuswr hn: 

1. File tYb qy kil`k kro[ 

2. New ivc Calender qy kilk̀ kro[ 

3. AwpxI ie`Cw Anuswr klYNfr tYNplyt dI cox kro[ 

4. klYNfr leI klr-skIm, PONt-skIm Awid dI cOx kro[ 

5. Create AwpSn qy kilk̀ kro[ 

6. klYNfr dy ivvrn AwpxI jrUrq Anuswr bdlo[ 

7. ies qrHW klYNfr AwswnI nwl iqAwr ho jwvygw[ 

 


