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|= 1: ORDERING FOOD AT A RESTAURANT

Relevant Knowledge
Imagine that you are at a restaurant. The waiter has come to ask what you would like to

have, and you to order a plate of vegetathlewmeinHow would you place the order?
Think about it and try to frame some sentences to do so.
When we place an order, there are some common terms used. Some of them are
introduced here. Read aloud the following terms:
1 Startersi The firstcourseinemme al , al so call ed nappetize
Usageil woul d | i ke toMomesver Fsi adt &egedar i e
1 Main Course’i The primary or main dish in a meal.
Usage:ii | woul d Bhalk Paneerp Chéina Rirdi, Raita and Rumali Roti
for the main course. o
1 Desserti The final course of a mealit may be fruits or a sweet dish.
Usagesil woul d Khe&er tfoorhadleessert . o
Study the dialogue given below and fill up the blanks using the following information:
1 Starters Chilly Potdoes.
1 Main Coursd Vegetable Fried Rice and Chicken Manchurian with gravy.
1 Desseri Chocolate Icecream.
1 A bottle of mineral water.
Using Articlesi a, an, the
Examples
A false friend is worse thaan enemy.
Are youa good teacher?
Are youthe teacher who is going to teach English?
Exercise
Given below is a conversation between a waiter and the customer at a restaurant. Imagine
that you are the customer. Now fill in the blanks with the statements that you like to make
while talking to the waér.
1. Waiter: Are you ready to place your order, \
2. Customer: Yes. For , I would like to have.

3. Waiter: How many?



Customer: Just one plate will do.

Waiter: Okay.

Customer: For , I will have.
Waiter: Okay. Anythinge | se Madam/ Sir ?

Customer: Yes. | would like to order a
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Waiter: Okay. One Chilly Potatoes, one Vegetable Fried Rice, one Chicken
Manchurian with gravy, and one Chocolate-é¢ce e a m. Il s that <corre
10.Customer: Yes.

11.Waiter: Can | getyou anything else?

12.Customer: Could you get me ?

13.Waiter: Sur e, Mad am/ Sir.

14.Customer: you. That will be all.
ASSESSMENT
Fill in the blanks with the correct articles A, AN, and THE, wherever necessary.

1. Could you get me bowl of chicken soug?lfe).

2. | would like to cancel a, the)Masala Dosal ordered and
have plateT@ndoori Chickerwith fried rice insteadg,
the).

3. | ordered chocolatedmam, not strawberry (a, theo

article needed.

4. 1 will have a tomato and mushroopizza with cheese

topping. (a, theno article needed.

5. For dessert, plate @&heer will do (a, the, no article
needed).

6. | will have kheerfor dessert. (a, the, no article needed).

7. Our specialty is Tandoori chickenDo try it. (a, theno

article needed.

8. Please get me glass of water.

9. | would like to have oniomasala dosaand vanilla ice
cream.

10.Excuse me, where is washroom?

11.What is specialty of this restaurant?

12.Can | smoke cigarette here?
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13.Can we sit on upper floor?

14.What ison menu today?

15.Do you serve Chinese food hare?
16.Please give me some tissue paper.
17.Could you tell me recipe of this dish?

SESSION 2: MAKING RESOLUTIONS

Relevant Knowledge

Have ya ever made a promise to yourself? A promise could be as simple as:
1. 1 will never lose my temper again.
2. | will try to study hard this year and get adivision.
3. lwill talk less on my mobile.
4. | will halp mother out with her household chores when sheesdmome tried from

work.

o

I will get 95% in Math this year.

6. | will learn to speak properly in English within six months.

Think about what you would like to promise to yourself. These promises are actually
what are known as your ssianwwe will dlears aboul this o n 0 .
concept.

Simple future tense

The use of words like will anshall denote the future time of action.

Now read the following sentences:

Set A

[willtrytolearn Engl i sh wel | . 6
| will try to see fewer movies.

| will learn three new words every day.

| will exercise every morning for 1 hour.

| will not carry forward any regrets.

| will keep my room neat and clean.
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| will accept the terms and conditions.
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8. Hewill not let you join.

9. But wewill argue in your favour.

Now compre the above sentences with the following:
SetB

| try to learn English well.

| try to see fewer movies.

| learn three new words every day.

| exercise every morning for 1 hour.

| take care of the dogs in my colony.

o 0k w0 N PE

| do not carry any regrets.
7. 1 keep my room neat and clean.
Do you see the difference between the two sets i.e. set A and B of sentences? The first set
of sentences is in simple future tense. The second set denotes a fact or a habit, and are all
in thesimple present tense
EXERCISE
Read the following sentences. These are incomplete sentences. Try to fill them with what
you wish to do in your life.
| promise to...
| promise I will...
| resolve never to...
| resolve to...

[ will try to...

S

I will try my best...
7. |1 am never going to...
ASSESSMENT
From the following options, select and tick the one that is in the simple future tense.
1. 1did not smoke.
(@) I will not smoke.
(b) I will not smoking
(c) 1 will not smoked.
2. | exercise everyday to stay fit and healthy.

(a) I will exercised everyday to stay fit and healthy.
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(b) 1 will exercising everyday to stay fit and healthy.

(c) I'will exercise everyday to stay fit and healthy.

| opened a small flower shop in the market.

(@) 1 will open a small flower sipoin the market.

(b) 1 will opened a small flower shop in the market.

(c) 1 will opening a small flower shop in the market.

The president and his wife raised funds for charity.

(&) The president and his wife will raising funds for charity.

(b) The President and his wife will raised fund for charity.

(c) The President and his wife will raise fund for charity.

| stuck to my resolution.

(@) I will sticking to my resolution.

(b) 1 will stick to my resolution.

(c) I'will stuckto my resolution.

| changed most of the furniture in my house before Diwali.

(&) 1 will changed most of the furniture in my house before Diwali.
(b) 1 will changing most of the furniture in my house before Diwali.
(c) I'will change most athe furniture in my house before Diwali.

| started going for driving classes on Tuesdays.

(&) 1 will started going for driving classes on Tuesdays.

(b) 1 will starting going for driving classes on Tuesdays.

(c) I'will start going for drivingclasses on Tuesdays.

Team India won every match against Australia in the World Cup.
(&) Team India will won every match against Australia in the World Cup.
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(b) Team India will every match against Australia in the World Cup.

(c) Team India will waning every match against Australia in the World Cup.
9. Ispoke in English with my friends.

(@) 1 will speak in English with my friends.

(b) 1 will speaking in English with my friends.

(c) 1 will spoke in English with myriends.
10. I wore the seat belt while driving.

(&) 1 will wore the seat belt while driving.

(b) 1 will wearing the seat belt while driving.

(c) I'will wear the seat belt while driving.

SESSION 3: TALKING ABOUT CHANGE

Relevant Knowledge

In this session, you will learn how to talk about change. Read aloud and try to understand
from the examples given below.
1. Change for the better-to change so as to improve.
Example: He does not watch junk movies anymore and it is a change for the
better.He now enjoys serious cinema.
2. Change for the worse- to change but become worse.
Example: She has started reading novels. But it is a change for the worse as she
reads them more than her school books!
3. Change with the times-to accept and adapt to new @epments.
Example: Our school is changing with the times. We now have computer labs
with free internet connection.
4. For a change-as something different.
Example: Why don't you wear a salwar suit for a change? You always wear
sarees.
5. Time for a change-an expression used when it is time to make a change.
Example: | asked her if she wanted a cake for her birthday, and she said, "It's

time for a changéet's have pizza instead!"
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6. Times are changing a response made when you hear a surprising piece of news.
Example: Man: "They charged me 500 Rupees for this tier, Woman: "Well, times
are changing, Ties do not cost 100 Rupees anymore.

7. Sea changea major change.

Example: There is a seahange in the choice of careers. Many youngsters are
more interested in MBAowadays than in medicine or civil services.

8. Times changeas time passes, different things become acceptable.

Example: The old man scolded his grandson for not cuffing his long hair. He said
that when he was young, he had to keep it short and oiledgreinglson said,
"Times change, Grandpa!"

Active and Passive Voice

Read the examples given below:

Active: The hair stylist changed the color of my hair.

Passive:The color of my hair was changed by the hair stylist.

Passive:l was praised by the headster.

Active: The headmaster praised me.

In certain sentences in the passive voice, the subject may not be mentioned:

1. You should do the workThe work should be done.

2. We completed the marathon at la3the marathon was completed at last.

3. Has she finised her homework?Has her homework been completed?

EXERCISE

Now, identify and tick the sentences that are in Active Voice:
1. They have been scolded.

1 bought some clothes yesterday.

The teacher is correcting the test papers.

The test papers have been submitted.

We went there last summer.

We were welcomed by the hotel owner.

She believed him but we did not.
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He was trusted neither by us nor by her.
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ASSESSMENT

Select and tick the option that is in the passive voice.

1. Ravihad to revise the document.
(a) Ravi had to be revised in the document.
(b) The document had to be revised by Ravi.
2. Ram should learn how to adjust to change.
(&) Adjusting to change is what Ram should learn.
(b) How to adjust to change stbe learned by Ram.
3. Seema has changed the curtains of the bedroom.
(&) The curtains of the bedroom have been changed by Seema.
(b) The curtains of Seema's bedroom are changed.
4. Can Nayan update this file?
(&) Can this file update Nayan?
(b) Can this file be updated by Nayan?
5. The youth should change things for the better.
(&) Things should be changed for the better by the youth.
(b) The youth have to change things for the better.
6. He made some changes to this document.
(&) To ths document some changes he made.
(b) Some changes were made to this document by him.
7. You can change your future by learning English.
(&) Your English can change your future.
(b) Your future can be changed by learning English.
8. Nothing can changeis mind.
(&) His mind can't be changed by anything.
(b) His mind can be changed by nothing.
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9. The party workers do not like the new policies.

(&) The policies do not like the new workers.

(b) The new policies are not liked by the party wosker

10. Change makes progress possible.

(a) Progress is made possible by change

(b) Change makes possible progress.

SESSION 4: PLANNING AN OUTING

Relevant Knowledge

An outing can be going for a picnic, going for a movie, going out for lunch or dinner, or
going out for shopping. All such outings require some preparatian extent of the

preparation may vary depending on the nature of the outing.

Imagine that you hae to plan a picnic for your family and friends. You may have to
prepare a "To Doo list of all that

do to prepare for the picnic? Think!

Making a suggestion for an outing:

1.
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8.

Let us go for an outing!

Let us go for a picnic!

Let us go to the movies!

Let us go out for lunch!

Let us go shopping and have lunch outside.
How about going for a movie?

Shall we go for a picnic this Sunday?

How about a shopping trip and lunch afterwards?

Planning the outing:

1.
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| will book the cab and you can arrange for the food.

You can take care of the plates and glasses.

Bring bottles of water, napkins, and some plastic bags.

Can you bring two mats or an old bedcover to spread on the grass?

Can you check till what time the park is open?

17
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6. Can you book the movie tickets?

7. We can meet at 6 outside the theatre.

8. 1 will call up Meena and Rakesh and see if they want to come along.
Pronouns
In this session, you will learn how to make use of pronams. The reflexive pronouns
discussed in this session are: myself, ourselves, themselves, yourself, yourselves,

himself, herself, and itself.

Reflexive pronouns are used usually in 3 situations:
Situation 1: When the subject and object are the same.
Forexample:
1. I hurtmyself.
2. The music group calthemselves'Dire Straits".
3. He shothimself.
Situation 2: As the object of a preposition, when the subject and the object are the
same. Foexample:
1. | bought a present fanyself.
2. She did it byherself. (She did it alone)
3. That man is talking thimself.
Situation 3: When you want to emphasize the subject.
Forexample:
1. 1 61 | mysklb(Na one else will help me).
2. They ate all the foothemselvegNo one else had any).
EXERCISE
Identify the incorrect use of the pronouns.
1. Mitali and I went to the cafe to buys some snacks.
When | sawme in the mirror, | was horrified to see red spots all angrface.
Did you learn typing/ourself or you went to a school?
What he saw was so unexpected that he pinbhmdo see if it was for real.
Please helgourselvesto the food there is plenty!
I hurt myselfwhile fixing the broken shelf

| am busy...can't you do the woykurself?
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| bought a nice dress fone from the mall.
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ASSESSMENT
Fill in the blanks with the correct pronouns.

1. Except Ruhl and , everyone else arrived late at the movies.
(@) I (b) me
2. Ravi was very helpful to when we went trekking in the mountains.

(a) us (b) ourselves

3. We really enjoyed on the trip to Manali last month.

(@) us (b) ourselves
4. His friends did not appreciate going to the fair alone.
(@) his (b) himself

5. Please bring some cotton for your ears if you do waht to be bored by

continuous chatter on the trip.

(@) his (b) him

6. As our driver had fever, Naman and offered to drive the car for

the rest of the journey.
(@) mine (b) |

7. One of will have to speak to the travetntgand make

arrangements for the trip.
(a) you (b) your

8. We must reach the airport on time, or else will miss the flight.

(@) we (b) us
9. Itwas who wanted to go to the mountains instead of the beach.
(a) Himself (b) he
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10.Two of the group members, including , have offered to make food

and travel arrangements for the trip.
(a) he (b) him

SESSION 5: NARWING A STORY

Relevant Knowledge

Have you ever been told a story before? Perhaps many times! What it is thiaeyibe

most about the narration of stories? Perhaps you like to know what happened to other
people, or stories tell you what you could do in a similar situation, or maybe because it
helps you to relieve tension and entertains you. You may have manye#lens. Think

about them.

You will soon see that narrating a story is similar to narrating an incidemnly story
narration is desirable because it is presented in an animated fashion with the right
intonations, pauses and exclamations.

When we narri@ an incident too, we could use voice modulation to express what is being

said with emotions. That would definitely make it interesting for the listener.

Narrating a Story of "Two Wolves"
Read out the following story aloud. Try to narrate the storyeasds you can.
One evening, an old tribal told his grandson about a battle that goes on inside people. He
said: "My son, the battle is between "two wolves" inside us all... One is Evil. It is anger,
envy, jealousy, sorrow, regret, greed, arrogance-@#yf guilt, resentment, inferiority,
lies, false pride,... superiority, and ego. The other is good. It is joy, peace, love, hope,
serenity, humility, kindness, benevolence, empathy, generosity, truth, compassion, and
faith.”
The grandson thought aboufar a minute, and then asked his grandfather: "Which wolf
wins?" The old tribal simply replied: "The one you feed."
Simple Past Tense
In this session, you W'll learn how to make use of Simple Past Tense. Read aloud the
following sentences:

1. My grandmotler loved to narrate the story of Ram and Ravan to me when | was

young.
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| usedto listen eagerly to her.

She alwaydeft off the story at an interesting point, and said "I will tell you what
happened after that tomorrow".

| would eagerly wait for the nextay to come.

The next day Wwould pesterher to tell me what happens next.

| enjoyed the storytelling sessions with my grandmother very much.

I don't know if | will be able to entertain my grandchild in the same way.

Most probablyl will not have manystories to tell or my grandchilgill not be
interestedin listening to stories.

But | can surely saythat telling stories helps to expand a child's imagination in a

way that no other thing does.

10.1 was exhausted.

11.1t was a very tiring journey.

12.1 had atiring journey.

13.The journeyexhaustedme.

EXERCISE

Do you remember the difference in the tenses? Now, identify the sentences that have been

written in the present and future tense.
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My grandmothetoved to narrate the story of Ram and Ravan to me when | was
young.

| usedto listen eagerly to her.

| would eagerlywait for the next day to come.

| enjoyed the storytelling sessions with my grandmother very much.

I don't know if | will be able to entertain my grandchild in the same way.

Most probably will not have many stories to tell or my grandchildll not be
interestedin listening to stories.

| was exhausted.

8. It was a very tiring journey.

| had a tiring journey.
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ASSESSMENT
From the options, select and tick the sentence that is in simple past tense.

1.

(a) Seema visiting aunt Rekha at her house near the beach last weekend.
(b) Seema visited aunt Rekha at her house near the beach last weekend.

(c) Seema wisit aunt Rekha at her house near the beach last weekend.

(a) It were a beautiful summer day.
(b) It was a beautiful summer day.
(c) Itis a beautiful summer day.

(a) Seema building a giant sand castle on the beach.
(b) Seema build a giasand castle on the beach.
(c) Seema buildt a giant sand castle on the beach.

(a) Aunt Rekha took pictures of the castle.
(b) Aunt Rekha take pictures of the castle.
(c) Aunt Rekha taking pictures of the castle.

(a) Seema wanted to play on the beachhkanldl another sand castle.
(b) Seema want to play on the beach and build another sand castle.

(c) Seema wanted to play on the beach and build another sand castle.

(a) But soon it has become very hot outside.
(b) But soon it become very hot outside.

(c) But soon it has becomes very hot outside.

(a) Aunt Rekha advised Seema to wear a hat.
(b) Aunt Rekha advising Seema to wear a hat.

(c) Aunt Rekha advises Seema to wear a hat.

(a) But Seema does not have a hat.

(b) But Seema did not have a hat.

(c)ButSeema didndét had a hat.
(a) So Aunt Rekha gave Seema one of her hats.

(b) So Aunt Rekha giving Seema one of her hats.
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(c) So Aunt Rekha gives Seema one of her hats.

10.(a) Seema wearing the hat and made another sand castle.
(b) Seema wears the hat and madether sand castle.

(c) Seema wore the hat and made another sand castle.

SESSION 6: DESCRIBING A KNOWN PLACE
Relevant Knowledge

Descriptive writing is an art form. It is like painting a word picture so that the person who
reads what you have writtemr | i st ens to what you have s:
meant to describe. To practice descriptive writing, think of a few sentences about the city
you grew up in. You could start off as:
1. The city that | grew up in is (nathe state).

2. ltis a large/small city in (name of the state).

3. The weather there is quite

Adjectives and adverbs
1. |l amready to take the test. adjective
| amreadily taking the testi adverb
She ran out of the room inhasty manneri adjective
She ran out of the roohmstily. i adverb

| washappy when | received the certificate adjective
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| happily received the certificaté.adverb

Here are some adjectives to describe a city:

1 City: active, bustling, noisy, busy, clean, dirty, windy.

1 Traffic: loud, congested, snarled.

1 Buildings: old, shabby, rundown, crumbling, modern, futuristic, sleek, towering,
squat.
Buildings (walls): brick, stone, marble, glass, steel, graifitovered.

1 Monuments, statues:stone, copper, carved, ancient, mossered, faded, green,

bronze.

23



Sidewalk: concrete, cement, slick, cracked, tidy, littered, swept.
Paint: fresh, weathered, peeling.
Signs:neon, weathered, worn, bright, welcoming, flashing.

Buses, carstaxis: belching, crawling, eager, rushed.

= =2 4 A4 -

Now, try to describe your city using the above pointers.

EXERCISE
l. Read aloud the following phrases anDe s cr i bi n gomNiaeithei t al 0.
phrases so as to form a paragraph that describes Nainital. For example:

Example:Nainital is a beautiful hilstation in Uttarakhand.

1. Nainital is a beautiful his t at i on é

2. I't is surrounded byé

3. éin Uttarakhand.

4. € abovadevet e a

5. eéhigh mountain peaks

6. Nainital i's a verye.

7. éespecially during wintere.

8. €. popular tourist spot,

9. € . weh the snow falls.

10. It attracts a | ot of tourists iné.
112. éduring the British Raj

122 The temperature varies betweenée
13. é. which were establishedé

14.  15°C and-3°C at that time.

15 é.and is situated at an altitude of 1,
16. Apart from its beautiful sceneryé.
17. é i tmany schools,

[ERN
@

Nai nit al is also known for é
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Now read aloud and very carefully, the description given lelow:

AfLadakho

Leh, Drass valley and Leklanali track are popular tourist spots.

Ladakh is a region situated in Jammu and Kashmir.

Tourists come forihing and trekking.
Ladakh has a population of about 2,60,000.

The Kunlun mountain range lies to the north and the Himalayas lies to the

south.

The language is written in the Tibetan script.

The people of Dh#danu follow Tibetan Buddhism.

Ladakhi cultureand Tibetan culture share many similarities.

Popular sports include archery, ice hockey, and cricket.

Buses and taxis are available as means of transport.

The dances are about the fight between good and evil.

The people speak Ladakhi which is also known as Western Archaic Tibetan.

About 18,000 tourists visit Ladakh every year.

On the other hand, those living around Dras have converted to Islam.

It is the highest plateau of Kashmir.

The Ladakhis celebrate ma&skdance festivals.

Read carefully the following passages brmdj ect i ves

identify whether the words in bold are adjectives or adverbs:

| went to Jaipur, also known as Pink City. Many peopbily agree it is one

of the best structured places in India. The town wasarefully planned

according to Vastu Shastra. It was built in the form of an gightMandala

known asPithapada.

| have never seen agavenlya

pl ace

as

Ker al ads

a kettuvallam (house boat) andvhat | sawtruly beautiful. Palm trees,

pandanus shrubs, a varietyleafy plants and busheattractively decorated

the place.
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3. My family went on a trip to Manipur. One of the many places we visited was
the Keibul Lamjao National Park. It is the orflgating national park in the
world. The place is marked by floating plants calR#tumdi.The park is the
home of the Sangai or Brow Antlered Deer, emdangeredspecies which
cannot be foundnywhereelse on earth.

ASSESSMENT

Fill in the blanks with the appropriate word from the given options:
1. | moved to a new city.

(@) recently  (b) daily

2.  Inowlive in the heart of Delhi.

(a) comfortable(b) comfortably
3. Myhouseisa two-bedroom flat in Mayur Lok.

(a) spaceful  (b) spacious

4. |live here with my friend, Manish.
(a) best (b) better
5. Thereisa monument near our house.

(a) history (b) historical

6. When I first moved to Delhi, | foundhé city to be too and
crowded.
(a) noisy (b) noiseful
7. Now that | have |Iived here for a couple
town.
(a) small (b) tiny
8. Delhi is the capital of India and is connected to all major

cities of the country by road, rail, and air.

(a) good (b) well
9. Mayor Lok is one of the localities in Delhi.
(a) best (b) good

10. The area is welinaintained and planned

(a) prettily (b) beautifully
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SESSION 7: GIVING DIRECTIONS

Relevant Knowledge

Look at the following map. How would you give the direction to City Mall?

City Mall

Mitthu Sweets Corner

Tara Bus Depot

Start

Readthdi Ter ms and phr ases geobelowg.i vi ng directior
1. Intersectioni Al so known as Ajunctiond and fAcr oss
more roads meet.
Example: We kept driving till we came to an intersection. We did not know which
road to follow, so we asked the traffic police for directions.
2. Fork 17 The point at which a road divides into branches.
Example: Keep walking left till you come to a fork; take the doan your right and
keep walking. The shop is there at the end of the road.
3. U-turn- A U-shaped turn made by a vehicle so as to take a direction opposite to the
original course.
Example: The market is on the other side of the road. You will have to takéuan
to reach it.
4. Turn left/right - Go to your left/right.
Example: The man told me to walk down the street and at the end, turn left.
5. Signposti A post bearing a sign that gives information.
Example: The signpost says that we have to take the roddeoleft for Noida.

6. Landmark 1 An easily seen building or place that serves as a guide.
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Example: The City Mall serves as a landmark for their office.
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7. Across the streefi On the other side of the street.

Example: The book store is just across the street.
8. Nexttoi Beside.

Example: Mohan Lal Grocery is next to the mobile shop.
9. Go straight downi Keep walking along the road.

Example: Go straight down this road and turn right. You will find the hospital there.
10. Take the first/second road on the left/right.

Example: To reach the school, go straight and then take the second road on the right.
11.Around the corner i Near the corner.

Example: The market is just around the corner of the DESU residential complex.
12. At the end ofi Last Part.

Example: You will find the store at the end of this road.

EXERCISE

Study the flowchart given below:

Little Angels School
DMK
Wor ki ng W
Association
Oriental
Restaurant Traffic Point
Khadi
Pushpak Book /
Store
Traffic Point
Fun Village
Green Park

Start




Route A : Fun Village, Pushpak Book Store, Traffic Point B, Traffic Point A,

Oriental Restaurant.

Rout B : Green Park, Khadi House, Traffic Point B, Traffic Point A, Oriental
Restaurant.

RoutC:Green Par k, Khadi House, Working Wor

School, Oriental Restaurant.

In short, there can be more than one route in which you can give directions to reach DMK

Hospital.

Preopsitions

A preposition is a word that links a noun and pronoun to other words in a sentence. For

example.

1. We wentto the market.
2. The market is jusaround the corner.
3. Many kinds of stores can be fouatithe market.

Prepositions are used as follows:

1  Preopsitions oftime: at, on, in, during, since, until, by, etc. We reached the hostel
at 9 pm. We reached the hostel on Monday. We will reach the airpam hour.
Note: Use at for specific times, on for days and dates, and in fespecific times.

1  Prepositions ofplace: at, on, in, over, above, under, beside, behind, etc. We went
to the library. The library i®n Hudson LaneNote: Useat for specific gpaces,on
for roads, streets, etc., and in for cities, countries, etc.

1  Prepositions ofdirection: to, from, across, through, around, into, towards, etc. The
electronics shop iacrossthe street. The cricketers wantthat direction.

1  Prepositions indicaing other relationships:by, with, of, for, etc. This sari is made
of silk. A surprise is waitindor you.

ASSESSMENT

Fill in the blank with the correct preposition given in the bracket:

Go straight down Kingsway Street and you will find the shop

your right (in, on).

S store i s -stap¢fdnto). ne xt

(@)}

The jeweler

The flori st s stalll S K

(@)}
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4. You can find her house the corner of the main street. (around,

from)
Walk you reach the traffic point (till, before).
6. The book store is just the street (across, under).
Walk straight this road and you will come to a traffic point

(down, beside).
Il. Fill in the blank with the correct preposition given in the bracket:
1. | 6m very excited about meeting my fri.é

the evening at 4.

(@) on (b) at
2. My friend stays in INA colony near Dilli Haat, whereas my house is quite far
it.
(a) across (b) from
3. in the morning, my friend had given me the directions this

place over the phone.

(a) to (b) about
4. | will take Bus no. 540 the Central Terminal and get off the
INA bus stand.
(@) from, in (b) from, at
5. My friend had said that DillHaat is right the road.
(a) across (b) over
6. She will be waiting for me the Sikkim food stall.
(@) on (b) at
7. The Sikkim food stall is located the Manipur and Rajasthan
food stalls.
(a) across (b) between
8. The hot momosserved there are so tastyl canot wai t
them!
(a) for (b) to
9. Oh! | think thatés my bus
(a) behind (b) over
10. I must hurry up and get it or my plans for a great evening will

be spoilt.
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(a) onto

(b) in
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SESSION 8: SESCRIBING AN EVENT

Relevant Knowledge

Have you attended any event recently? It may be a wedding, a birthday party, or any
function any event. Try and form sentences about the event. Maybe answering the
following questions might help you:

1. When was the event held?

Where was it held?

How many people came?

How was the food (if it was a party)?

o bk 0N

Were there any special programs? If so, what were they?

Present Continuous Tense

The Present Continuous Tense is used to describe an action thatimiiog at the
moment.

1. lamwalking.

2.  Sheis preparing lunch for everyone.

The verb will always take the form dAis/ am/
1. He/shel/ittMeena/Rajais walking.

2. Theyl/welyou/the peoplare walking.

3. lam walking.

Read thefollowing:

1. | describean eventlam describing an event.

2. She/he/Reena/Karan/etdescribes an event. You/we/they/the students/etce
describing an event.

The sentences with fAis/ am/are describingo
themoment. Therefore,

1. Weare learningthe Present Continuous Tense.

2.  Weare learning how to describe an event.

3.  Weare learning English.
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EXERCISE
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Read the following sentences and identify whether they are in the present

continuous tense or not.

Everyone ienjoying Sarita's party.

Sarita is distributing cold drinks to her guests.

Devjit wants to play his guitar and sing a song for her.
All the guests encouraging him to do that.

Even Sarita herself is telling him to perform.

Read the sentences otSmita's Birthday" given below.

It was Smita's birthday

We arranged a surprise birthday
All her friends

as it is her favourite.

Everyone arrived

at xm.

We screamed 0

Then, she blew the candles and

Asha and Sumeet

We played Antakshari

sang a song and entertained everyone.

Using the following phrases fill h the blanks and complete the sentences.

"Surprise”

...were invited.

Smita entered the room...
...cut it for everyone

Smita even...

...party for her.

...on time.

...distributed food and drinks
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9.  We got a chocolate cake... ...
10. ééon Sunday.
11. .. and dumb charade.

ASSESSMENT

Choose and the tick the correct option, which is in the Present Continuous Tense.

1. a. We are gone to attend a friend's wedding at Sainik Farms on Saturday evening.
b. We are going to attend a friend's wedding ati&iarms on Saturday evening.

c. We went to attend a friend's wedding at Sainik Farms Saturday evening.

2. a. Everybody will having a great time at the party.
b. Everybody is having a great time at the party.
c. Everybody have a great time at thetypa

3. a. The bride is looking gorgeous in a traditional red silk saree.
b. The bride looking gorgeous in a traditional red silk saree.

c. The bride will looking gorgeous in a traditional red silk saree.

4.  a. The waiters serving delicious snacks and drinks.
b. The waiters serves delicious snacks and drinks.

c. The waiters are serving delicious snacks and drinks.

5. a. The DJ is playing soft music while the guests have their dinner.
b. The DJ is playig soft music while the guests are having their dinner.

c. The DJ plays soft music while the guests are having their dinner.
6. a. He is going to play some popular Bollywood numbers.
b. He has some popular Bollywood numbers to play.

c. He going to pkasome popular Bollywood numbers.

7. a. Some kids have running around while some will be dancing on the dance floor.

b. Some kids are running around while some are dancing on the dance floor.
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c. Some kids are running around while some dancing on ttee diaor.

8. a. We are planning to drink coffee to stay awake through the night.
b. We are planning to drink coffee to be staying awake through the night.

c. We drink coffee to be staying awake through the night.

9. a. Pandit Ji reciting mantras and performing various rituals.
b. Pandit Ji is going to reciting mantras and performing various rituals.

c. Pandit Ji is reciting mantras and performing various rituals.

10. a. Everybody is showering flowers on the newlgiae
b. Everybody are showering flowers on the newlyweds.

c. Everybody showering flowers on the newlyweds.

SESSION 9: RECOUNTING AN EXPERIENCE

Relevant Knowledge

The purpose of a recount is to list and describe past events by retelling the evbats i
sequence in which they occurred. A recount tells about something that happened in the
past. Hence it is written in the past tense. (e.g. Fluan, | go- went). The details in the
recount can includevhat happenedwho was involved,where it took place,when it

happened and why it occurred.

A writer or speaker uses a recount to tell us about a story or an event. Recounts are

usually given in the order that the event occurred. Recounts can be:

1 Factual, such as a news story
| Procedural, such aslling someone how you build or make something

1 Personal, such as a family holiday or your opinion on a subject

Examples of a recount include:

1 Biographies and autobiographies
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Newspapers or the television news
Letters and postcards
Textbooks

Conversations with friends
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A welt-structured recount includes details of the event or topic and personal opinions.
Oral (spoken) mounts may have a title if you are giving a presentation. However if you
are simply talking with tends you wouldn't annoutioetitle of your conversation!

Past continuous tense

The Past Continuous Tense describes an action that was happening at a time in the past. A
verb in this tense will always take the forvWlas/were + verb (+ing)

1 I/'she/he/ittMeena/Rajan/the mamswalking.

1 They/wel/you/the peophere walking.

1 Shewas working on her painting.
1

Hewas rehearsingfor his performance.

Some examples of Past Continuous Tense are given below:
1 | am walking- Present Continuous Tense

1 | was walking- Past Continuous Tense

i She/hel/it/Tina is walking Present Continuous Tense

1 She/he/it/Tina was walkingPast Continuous Tense

1 Wel/they/the people are workindPresent Continuous Tense
1 Wel/they/the people were workindPast Continuous Tese

Can you tell the difference between the two tenses?
The Present Continuous Tense describes an action that is happening presently while the

Past Continuous Tense describes an action that was happening at a time in the past.

A verb in the Past Contimus Tense will take the form:

Was/were + verb (+ing)

Now, from the following sentences, identify the sentences in the Past Continuous Tense.
1. | was goingto tell you a story.

They told me theplaying a game.

Sheis making breakfast.

We were planning to visit the zoo.

o bk~ 0N

The zoowas closed
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6.

Celebrationsvere happeningall over the world.

EXERCISE

A =/ 4 4 -4 -4 -4 -4 -4 A5 -4 -2

Read the points given below, very carefully. Now, construct them into a paragraph:
Taking a walk in the park.

Saw some people playing badminton.

Sat down and watched.

Realized one of the players was an old classmate.
Called out to her.

She came to me.

Told me she was my classmate's twin.

| apologized.

She asked me to join their game.

| agreed.

Enjoyed a nice round of badminton with them.

Read the phrases fiirip to A Mall" . Fill in the blanks with appropriate phrases.

T
T
T
T
T
T
T
T
T
T
T

...we decided to go.

| told him...

...for our lunch!

Then we went looking...

...If ' had any plans this Saturday.
...the food court had not been built...
...In the mdl

...where it was located...

...for a while.

...to search the huge mall.

We were already hungry...

My friend called me up and asked me : | was free. So to the

new mall. There were many good stores . We window
shopped. for the fecmurt. But we couldn't find it. and

we were fored I At last, we asked a guard
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and he told us that as yet. We came out of the mall and

had to go to a dhaba
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ASSESSMENT
Fill in the blanks with the past continuous formof the verbs given in brackets. The

first two have been done for you.

| was visitingmy childhood friend Venkat yesterday.

We were goingto watch the movie Don on DVD.

We (seg the movie for the second time.

We (enjoy) the popcorns more than the movie.

In the evening, weplan) to make a chocolate cake.

Both of us o) to the market to buy vegetables for dinner.
We (driving) to the supermarket.

The supermarkeb(fer) sale on all stocks.

© 0 N o g h~ W DdhPRE

Everybody fhove towards the entrance at the same time.

SESSION 10: FINDING A PLACE TO STAY
Relevant Knowledge
Imagine that you have just moved into a new city and are looking for a place to stay. How

they would go about doing it? You can use the following pointers:
1 What kind of place do you want?

1 What would pu require in a room?

1 Would you take the help of a broker?
)l

Would you negotiate the rent?

Make appropriate sentences
Given below is a list of terms you will encounter when you want to rent a residence. Read

aloud the'Renting Terms" , understand its meaning and usage:
1. Broker: One that acts as an agent for others in negotiation, bargain, etc.

E.g.The broker helped me find a room at a reasonable price.
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10.

11.

Read the dialogue section below dnf i ndi ng a Pl Bhis eis at o
conversation/dialogue between a broker khiscclient. The client is looking for a room.

You have to fill in the blanks by forming complete questions using the points given in

Rent: Payment made by a person for staying in a place owned by others.
E.gl andmy three friends are living on rent now.

PG (PayingguesySomeone who | ives on rent
E.g.PG accommodations are easily available these days.

Apartment: A flat

E.g.Sheila and Renu have rented a t@om apartment in Pune.
Landlord/lan dlady: A man/woman who provides rooms for rent.

E.g.Our landlady allows us to stay out till 10 p.m. only.

Tenant: A person who lives on rent.

EgMr . Guptads tenants al ways pay
Single-room flat: A flat with only one room.

E.gAs | am panning to stay alone, | will look for a singteom flat.
Doubleroom flat: flat with two rooms.

E.g.As we are planning to stay together, we will look for a doutden flat.

Commission: A fee that you have to pay to an agent/broker for their services.

E.g.We also have to pay the broker his commission.

Security: Money given as guarantee that you will pay rent as due. Also known as

Adeposito.

E.g.We have to pay 2500 Rupees as security.

Notice: A formal announcement that you have to make if you want toemov

out/ask a tenant to leave.
E.g.The landlord has a simple rueevery tenant mu s t

they want their security back.

brackets. Two of them have been done to help them understand.

EXERCISE

Client : | am looking for a place to stay.

Broker : OK. Do you want a single room or double room? (Single room or double room)

Client : Since | am going to stay alone, | would prefer a single room.
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Broker : ? (just a single room, or with
kitchen)

Client : 1 want a single room with attached bathroom plus a separate kitchen. Broker:
You have come right on time. A room which has all these has just been vacated.

Client : ? (how much the rent is)
Broker : 4500 Rupees.
Client : ? (whether includes electricity bill

and water bill)

Broker : Yes, yes. It includes both.

Client : Do | have to pay security? (whether | have to pay security) Broker: Yes. You
have to pay a security of 2000 Rupees.

Client : ? (how much your fee is)

Broker : | charge only 25% of the rent.

Client : ? (whether fee is negotiable)

Broker:1 am afraid it isnot. 't i s quite | ow.
then.

Broker : ? (whether you want to see the

room now

Client : Yes.

Future continuous tense.

The Future Tense describes an actionwhidbe ongoing in the future. A verb in the

future continuous tense will always take the form:

Awi | | +be + ¥aexdmple:n g o .

1 I'will be reporting on the news channel tonight.

1  Hewill be cominghome at around 10.

1  Theywill be working hard to win the mah.

1  Youwill be doing your homework.

We can understand the Future Continuous Tense with the help of the following examples:

1  We are looking for a new room. (Present Continuous Tense).Wifiebe looking
for a new room. (Future Continuous Tense)

1 I am lookng for a new room. (Present Continuous Tenisejill be looking for a
new room. (Future Continuous Tense).

1  Sheis looking for a new room. (Present Continuous Tense).V8hde looking for

a new room. . (Future Continuous Tense).
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While in the Presen€Continuous Tense, we describe an action that is ongoing, in the
Future Continuous Tense, we describe an action that will be ongoing in the future. The
verb will always take the fornwill/will not+be+verb (ing)

Now, read the following sentences and identify the sentences that are in the Future
Continuous Tense:

1. The renwill be 4,000 Rupees.

2. 1 will be hiring a broker to search for the room.
3. Shewill not be taking the flat.

4. The landlordwill not returning thesecurity.

5. Theywill be stayingin a double room flat.
ASSESSMENT

Change the following sentences to the Future Continuous Tense.
1. Shantanithelpedme located a good much.

2. The landlordcharged me too much.

3. | was negotiatingwith him to lower the rent.

4. | also askedhe landlord if he would provide neecooler.

5. If not, | am buying the cooler myself.

6. | am stayinghere till December.

7. Next year| am moving to Mumbai.
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8. | contactedmy broker Vijay.

9. Vijay is searchingfor a twaroom flat for me.

10. | reminded him that the flat should have a separate kitchen.

SESSION 11: SAING NO

Relevant Knowledge

Someti mes, in our | ives, situations arise
offer. This can be difficult; especially when you care about the other person.

Some people might say fAYes O awrkselhthey feely ac't
bitterness and anger towards the person th
has done nothing wrong. People who cannot
with themselves and if anyone continues this behavior for atiomey it affects their self
esteem and adds to stress. On the other h
impolite, disrespectful and aggressive manner. This may result in others disliking them

for being angry and rude. So whatés the wa:

Howwoul d you say ANoo to the following?
1. Afriend invites you to a party but you have to refuse.
2. A friend wants to borrow a book but you have to refuse.

3. A friend wants to go shopping with you but you have to refuse.

Think about it!

Read aloud the following phiases (polite ways of refusing):

1. lamsorrybuil am sorry but | wonodt be able to
2. Thanks forthe offerbiitThanks for the offer but | wor
3. 1 will have to say nel really want to come but | will have to say no.

4. Thisisvenkind ofyouHo we v €Trhéi.s i s very kind of you.

able to come.
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5. I woul d. lobve ¢@edt bec aikbwulddove tpcomedut e n g a
candt because of prior engagement .

Read aloud the following phrases
T You c a nagainsttheolawk
1 I ¢ an dythedatw if idienot fair.
1 1 am workingat the warehouse.

1 You are workingor the manager.
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EXERCISE
Study the following situations in "Saying No". Choose what would be the appropriate
way of saying no in each situation. Some situations may have more than one appropriate

option. Fill in the blanks with the appropriate option(s).

Situation 1
Speaker 1Can | borrow some money?
Speaker 2:

(a) No, you cannot.
(b) I am sorry but | won't be able to lend you.

(c) I am sorry but you can't borrow right now.

Situation 2
Speaker 1: | am going to my aunt's house. Would you like to come?

Speaker 2:

(a) I won't be able to come, but thanks for the offer.
(b) I am sorry but I won't be able to come.

(c) I am sorry btl won't like to come at all.

Situation 3
Speaker 1: There is a party at my place on Friday. You have to come.

Speaker 2:

(a) Thanks. But | can't come as | have a prior engagement.
(b) Soundgreat! But, no! I am not coming.

(c) I am sorry. 1 will not be able to make it. But thanks for the invitation.

Situation 4
Speaker 1: It is quite late now. Why don't you stay at our place tonight?
Speaker 2:

(a) This is very kind of you. However, | can't stay.
(b) Thanks! But | really have to get back home.
(c) Thanks a lot. But | can't stay at your place tonight.
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Situation 5

Speaker 1: Would you like to join us for a drink?

Sneaker 2:

(a) Thanks! But 1 will have to say no.

(b) Sounds fun! But, no! | can't join you
(c) A drink? No. Not now.

ASSESSMENT
Fill in the blanks using the correct preposition given in the bracket:
They invited me their party, but | had refuse (to, for)
They said they will meet 3 sharp. (in, at)
But | have to meet my grandparents Monday. (at, on)
So, | said no. now, | have never refused. tttill, before)
They were a little disappointed me. (on, with)
But | haven't met my grandparents a long time. (for, from)
| haven't seen them last July. (since, from)

N o o~ wDbdE

Fill in the blanks using the correct preposition given in the bracket:

with against for from by on at

1.

Vikrant keeps borrowing money me. The next time he asks me, | will say, "I am
sorry, Vikrant. | can't lend you anymore."

My friends wanted to share a drink me. But | refusethgaifhanks the offer. But

I will have to say no."

My boss makes me get tea him every day. So, yesterday, | finally said "I am sorry,
Sir. | have got work to finish." At that moment, | really did not care if it would have
any effect my job.

My grandfatker wants me to get up at every morning and jog for an hour. | had to
politely refuse saying, "Great idea! | will try that some day. Thank you."

Leena asked Rajul to do her homework again. It seems Rajul replied, "I am not going
to do whatever you ask me to." And now, they are not talking each other.

The opposition candidate wanted the people to vote the ruling party, but they shouted
him and toldhim to go back.
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7. Though it was raining hard yesterday, my tutor wanted me to buy a book the market.

| said, "l am sorry, Sir. But the weather is really bad. Can | buy the book tomorrow?
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SESSION 12: DESCRIBING A LOST ITEM
Relevant Knowledge

Describing dost item is a simple matter of stating the features of the item that may help
in identifying it. For example to describe a book you have lost, you could describe its
following attributes:

1 Name of book

T Author6és name
1  Size of book

i Description of cover

1  Publishers' name

There are some words that are used to express the quantity of things that can be counted
and some words that are used to express the quantity of things that cannot be counted.

Study the following table:

For Countable Nouns For Uncountable Nouns For Both

Many Much Some

A few, few A little, little Any

Several A bit of All of the/most of the
A couple of A good/great deal of A lot of/lots of

None of the Plenty of

Some more examples are:

i Their family hasa lot of influence over the local government.

| boughta lot of children's books for my son.

)l
1  Somepeople don't agree with the new bill.
1

There wasnuch disagreement over the new bill.

EXERCISE

Now, read the details given below and fill in the blanks using the information given:

i A mobile phone
q Nokia 0010
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1 Black color

1  Lost while traveling in a train

| 15" May, 2009, 2:00 p.m. to 9:30 p.m.

1  Train from Allahabad to Delhi

1  Shiv Ganga Express

1  Compartment no. S 14, Berth 28, Sleeper Class

Policeman :Yes, may | help you?

Complainant : | lost

Policeman : Where?

Complainant : I was traveling from to
Policeman : Whichtrain was it?

Complainant :

Policeman : When was the journey taken?

Complainant :

Policeman : What time approximately?

Complainant :

Policeman : Where wag/our seat?

Complainant :

Policeman : Please describe the phone.

Complainant: It is a The colour is
Policeman : Okay.

ASSESSMENT

I. Choose the correct quantifier flom the given choices and fill in the blank:
1. Ilost books when | stayed at the hostel (several, much)

2. Hema asked

a little)

3. The warden confirmed that

every room checked (a few, any)

they had lost (A lot of, much)
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Finally, fdhe lost items were found in Hema's roeshe had nerve

to pretend that her wallet too had been stolen! (much, many)

I Fill in the blanks with the correct quantifier from the options given below:

1. | was having fun with my family a& #irport until | realized that

two of my bags were missing.

(@) alots of (b) many (c) alot of

2. The black bag contained valuable things that | had bought for my
sister's wedding.
(a) many (b) more (c) much
3. It contained a diamond pesat, gold bangles, a diamond ring, etc.
(a) a few (b) enough (c) a little
4. It also had silver jewellery.
(a) many (b) a few (c) some
5. The brown bag had important documents such as my passport, pan

card, driving license, etc
(a) many (b) more (c) much

6. The bag also contained clothes, silver coins, and a silver key.

(a) enough  (b) afew (c) alot

7.  Though the black bag contained expensive items, its loss does not

bother me as much as the loss of the brown bag does.
(a) little (b) a little (c) plenty of

8. It is more important to find the brown bag because it contains

important documents.

(&) much (b) very (c) some
9. | do not have at the police station.
(a) little (b) much (c) few

10. I will also post an advertisement about my bag in the 'Lost and Found' section of

newspapers.

(a) more (b) little (c) some
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SESSION 13: APPRECIATING SOMEONE

Relevant Knowledge

How would you feel if someone you knew very well and you had helped comes up and
says to you ASomeday | hope to give to yo
employers and empyees, businessmen and clients, family members close friends and
associates, expressing appreciation Or everything a person means to you is absolutely
necessary. It lifts your heart and makes the day to day stresses that you face more
manageable. Take theme today to tell someone "I appreciate 2 To do so, you need to

know how to appreciate and that's what you will learn today.

Look at the following situationA friend of yours has done a favor for youNow, how

would you express your appreciation for yéngnd? Think about it.

We generally show our appreciation when:

1.  Someone has done something for which they are grateful or thankful

2.  Someone has done something pravesethy.

Therefore, appreciation may be shown not only when someone has done you a favor but

also when a person has done something good or admirable.

Read the details given below:

"Appreciating Someone 1"

When someone has done you a favor:
Thanks a lot!

Thanks! You are a lifesaver.

Thanks! | really appreciate it.

Thanks! You really made my day.

When someone (e.g. a junior at work) has done his job well:
Great job!
Well done!
Nice work!

Good work! Keep it up.

You did very well!
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Keep up the good work.
| appreciate your effort.

When someone (e.g. a singer/dancer) has performed well:
That was a great/an excellent/an outstanding performance!
You performed very well!

| enjoyed your performance.

When someone shows concern and support:
| appreciate your concern.

Thank you for your concern.

Thanks for the support. | really need it.
Thanks for standing by me.

o

5. Appreciating someone close to you (parents, friends, etc.):
You are a wonderful/aamazing person!
1 Thank you for being who you are.

=

EXERCISE

Study the situations described here. Fill the blanks with how you would express your
appreciation in the given situations. You can use the phrases and sentences you learnt
earlier.

Situation 1: You want to buy a book but do not have enough money. Your friend lends it
to you.

Situation 2: Your junior at work used to perform badly. Lately, his performance has
improved.

Situation 3: It is Mother's Day and you have bought a card for your mother. You want to
write a line showing your appreciation.

Situation 4: Your younger brother has come top of his class.

Situation 5: You are organizing a campaign for the adoption of stray dogmaA
donates an amount (huge/small) for the cause.

ASSESSMENT

I.  Fillin the blanks using the correct option given in the bracket:

1. Youdid me a favor (great, large)

2. lamso that you won! (happy, cheerful).

3. You are looking tonight (wonderful, brilliant)

4. Youdid a thing by helping that poor boy. (well, good)
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We thank you for being so (kind, gentle)
That was a performance! (faptastastic)
Your generosity is appreciated by (many, much)

You are doing your job well (very, vary).

Choose the right word from the bracket to fill in the blanks:

Rama presented the show really well. | think she is very (arrogant,
confident).

Sheela is very (patient, lenient) while talking to clients. She tries
to understand them.

| wonder how Nilanjana can be so (relaxed, lazy) before any team
meeting.

Priya is extremely dignified, grand), and that makes her the team

1 favorite.

| like the fact that Ram is (inquiring, nosy), that way he gets his
doubts cleared.

Raj spends his money (with a lot of care, like a miser), so he has
no major debts

It was because of Ram's (hard work, overwork) that we got a new
deal.

Raj uses (dshioned, outdated) ways to solve problems
because he feels that it always works.

Ravi is always {tgpdate, modern) wit his work.

SESSION 14: ATTENDING A PHONE CALL
Relevant Knowledge

How do you answer the phone when it rings? This session is about taking phone calls,
and rat you will begin the lesson with a role play on the situation, Now read aloud the
following conversations:

Role Play 1

Student 1 :Hello?

Student 2 :Hello!
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Student 1 :Is this (hame) speaking?

Student 2 : This is (name) speaking.

Student 1 :1 am (student's name). Is this a good time to talk?

Student 2 :Ok. What is it about?

Student 1 :1 am from Public Surveys. We would like to inquire if you are a regudar
of the Internet.

Student 2 :Yes, | am.

Student 1 :That's all. Thank you for your eaperation. Have a nice day.
Role Play 2

Student 1 :Hello?

Student 2 :Hello!

Student 1 :Is this (your name) speaking?

Student 2 :This is (your name) spegig.

Student 1 :1 am (student's name). Is this a good time to talk?
Student 2 :No. | am afraid | am a little busy at the moment.

Student 1 :Can | call you later?

Student 2 :Ok.

Student 1 : Thank you for your time. Have a nice day!

Read the details below:

Making a phone call

Asking for the person you want to talk to:

1 May | speak to (name of the person)?

1 Is (name of the person) there?
1 Am | speaking to (name of the person)?
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Identifying yourself:

| | am (your name).

| My name is (pur name).

1 | am (your name) from (company or organization on whose behalf you are calling).
1 My name is (your name). | am calling from (company or organization on whose

behalf you are calling).

Asking if the callrecipient is free to talk:
1 Is this a god time to talk?

1 Are you free to talk?

When the person you want to talk to is not in:
i | would like to leave a message.

1 Could you take a message for him/her?
1 Will call later/ | will call after some time.

While hanging up:
| Thank you for your time. Hava nice day!
1 Thank you. Have a nice day!

Receiving a phone call

When the caller asks for you:

1 This is (your name) speaking.

1 You are speaking to (your name).

When the caller asks for someone who is not in/cannot come to the phone:

1 | am afraid he/she is not in at the moment Or He/she cannot come to the phone
right now.

1 Would you like to leave message? Or Can | take a message?

1 Could you call after some time? Or Could you call later?

When the caller asks you if you are free to talk:
1 Sure! What is this about?

1 | am sorry. | am a little busy at the moment,

While hanging up:
i Thanks for calling.
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Study the details below and fill in the blanks:
1. AAttending to Phone Calls 10

Receiver : Hello?

Caller ‘Hello. _____ mname)?  (receiveros
Receiver :This is (receivero6s name) speaking.
Caller :(receiverdés name), (call er 6s
Insurance.

Receiver : Ok.

Caller : ?

Receiver : Sure, we can talk.

Caller : Are you availingany life insurance policy?

Receiver

Caller : Ok. Would you like to by another policy?

Receiver : No, thanks.

Caller Ok, sir/ Madam.

2. AAttending to Phone Calls 20

Receiver : Hello?

Caller : Hello. (name)?

Receiver : I am sorry. He/she is not in right now.

Caller : Oh!

Receiver : ?

Caller  Yes. him/her that Rajeev Kumar called?
Caller : Ok.

Caller

Receiver : No problem. Anything else?

Receiver :No, thatods all

Read the following examples:

1 I eatice-cream dailyi simple Present Tense
1 I am eatingice-creami Present Continuous Tense

1 | have eatenice-creami Present Perfect Tense
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In the first example, the person is saying that he eatsré@n generally. In the second,

he is eating iceream right now. In the third, he ate-ceam in the recent past.

The Present Perfect Tense is thus used to describe an action which occemty. re

It also used to describe an action which started in the past and is still continuing. For
example:

1 I have worked here for 5 years.

1 She has lived there for 2 years.

Verbs in the Present Perfect Tense will take the following form:
1 I/you + havet perfect form of the verb
1 It/she/he/Reena/Akash + hagpdrfect form of the verb

1 Welthey/the people/the sisters + have + perfect form of the verb.

Read this before you attempt the exercise:
Present Perfect Tense is used to describe an action which occurred recently.
1 I have readthe essay.

M Shehas takenbreakfast.

It also used to describe an action which started in the past and is still continuing. For
example:

1 I have worked here for 5 yars.

1 Shehas livedthere for 2 years.

1  Verbs in the Present Perfect Tense will take the following form:
1 I/you+ have + perfect form of the verb

1 It/she/he/Reena/Akashhas +perfect form of the verb

1 Welthey/the people/the sisterdrave + perfect form ofthe verb.

EXERCISE

Identify the sentences in the Present Perfect Tense.
1. Shehas doneher job well.

2. | havea file here.

3. Theyhave beerupset.
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4. You have wonthe competition.

5. The marhasa lot to say.

ASSESSMENT

I. Change the verbs in brackets to Present Perfect Tense and fill in the blanks:
Two examples are given below.

91 | have driven a car.

i Shehas drivena car.

A: Hello! My name is Akanksha from ABC Consultants. May | speak to Ms Kavya,

please? B: Kaa (leave,) the office. May | take a message?

A: Well, our company (plan a camp at Siri Fort this Saturday.

Would she be interested in attending it?

B: Sure! In fact, | would also be interested. We (attend) such

camps before. We found them useful.
A: That's good. Can you give me your name and contact number as well?
B: My name is Manisha and my contact number is 9987654321. Some of my other

friends (volunteer) at stathps before. Would you like me

to ask them to come along?

A: That's great! You can ask them to call me on the same number if they need more
information in this regard.

B: Ok. I will tell Kavya you called. Bye!
Bye

SESSION 15: GIVING INSTRUCTIONS
Relevant Knowledge

Sentences that express an instruction are formed as an order or a direct command. It is

always In the Simple Present Tense.

For example:

1. Tell us your name Instruction.
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What is your name? Not anstruction.
Sit on the last benchinstruction.
| am asking you to sit on the last bend¥ot an instruction.

Write down today's date on the boardstruction.

R

You are writing down today's date on the boakibt an instruction.

Sentences expresg simple instructions begin with the main vetbll, sit and write.
The subject such sentences is "you" but it is generally omitted.

Read the following words:
1. First

Then

Next

After that

This should be followed by

o gk~ WD

Finally

These words are commonly used while giving a series of instructions. Let's, read the
following example to understand the concept:

How to make an omelette
"First, heat oil on a pan. Beat the eggs in a bowl and add salt. Fry chopped onions and

green chilias soon as the oil is hot enough. Then, pour the beaten egg on the pan. Wait
till the eggs get properly cooked on one side. Finally, turn the eggs over on the other side
with the help of a flat spoon. Cook for 2 minutes."

Your facilitator will show you tk "Letter Formal. Chart. It will have the following on it :
Date:

Sender's address

Recipient's name

Recipient's address

Salutation {should be "Dear (name of recipient)"}

Body of letter (main part of the letter)

Yours sincerely,

Name of seder

Attempt to write down a stelpy-step set of instructions on how to write a letter.

Prepositions
1 We are sitting in the dining room.

1 We are inside the house.
1 Put the mug inside the cardboard box.
1

Pour some coffee into the mug.

64



1 We sprinkled wateon his head to wake him up.

EXERCISE
Choose the appropriate preposition:
1. Come to the shop 5 p.m. (at, in)
2. Finish the homework 15 minutes. (at, in)
3. Turn this fan . (of, off)
4. Walk a straight line. (in, with)
5. Get a kilo of sugar the grocery. (at, from)
6. Stand that chair and see if you can reach the shelf. (on, above)
7. Take these vegetables the kitchen. (to, into)
8. Do not snoke this area. (in, around)
ASSESSMENT
Fill in the blanks with the correct options.
1. Do not honk unnecessarily traffic signals.
(a) at (b) from (c) under
2. Do not stand the glass door.
(@) like (b) during  (c) near
3. The manager has given a new set of instructions the staff on office
attendance.

(a) from (b) to (c) on
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4. As per the school rules, students will not be allowed to enter the school gates

9:30 am.
(a) during (b) after (c)to
5. our stay at khairi in Chamba, we were not allowed to go out in the
(a) During (b) Before  (c) After
6. Tell the gate keeper to make sure that cigarettes or other tobacco products are not
sold the school building.
(a) near (b) on (c) through
7. Get me a cup of coffee and a sandwich the shop across the
street.
(a) for (b) of (c) from
8. You cannot park your car anywhere this building for security
reasons.
(a) from (b) around (c) like
9. Park your car the parking lot behind that mall.
(a) across (b) on (c) at

SESSION 16: REGISTERING A COMPLAINT
Relevant Knowledge

What would be your response to the following situation?

AYour neighbor s h avastthiee reghts. phay play loud qiusit and t h
you canoét sl eep. You had requested them to
anything about it. So you went to the police and complained. A friend of yours does not

know why you went to the police stati. How would you tell her?

Study the details given here.
ARegisteringoa Compl aint
1. To register a complaint: To make a complaint before an authority.

E.g. We registered a complaint to the Principal regarding the bad canteen food.
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2. Tolodge a complaint: To make a complaint before an authority.
E.g. She lodged a complaint against her supervisor to the CEO.
3. Tofile a complaint: To make a complaint before an authority.
E.g. They are filing a complaint against their neighbors to tiee.
4. To press charges: To make an official complaint in a court of law.
E.g. The actor is pressing charges against the newspaper for printing rumors about
her.
5. Object: To protest against something.
E.g. We objected to the serving of alcohol at the camp site.
6. Protest: Complain.

E.g. The students are planning to protest against the teachers.

The Past Perfect Tense is used to describe an action which occurred before another action
in the past.

Verbs in the Past Perfect Tense will take the following form:

I/'you/1t/she/he/welthey/the people/the sisteéisad + past participle form of the verb.

Read the following examples:
1 Idid my homework Simple Past Tense
1 went out to play Simple Past Tense

1 lwentout to play as | had done my homewoRast Perfect Tense

EXAMPLES

1. | went outto play ashad donemy homework.

2. Theyhad alreadyleft by the time we reached the place.
3. I had had my breakfast before the alarm woke you.

Identify which sentencebelongs to the Past Perfect Tense.
1. I had my dinner.

| had had my lunch.

He had goneto Paris.

Have you understood the thso

o~ 0N

Ihad understoodthe theory.
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6. The doghad gone away somewhere.

7. It had been abandoned.

8. it had a collar on its neck

EXERCISE

Rearrange the sentences to form a conversation between A and B. The first two have been
done you.

1 Because the canteen owner allows them to smoke.

1 They should smoke somewhere else as it harmsmmkers too.

1 So the problem is with him!

1 Then why at theanteen?

1 Too many people at our college smoke in the canteen.

1 Alright!

1 Actually, they don't smoke anywhere else because of the signs.

1 That's true.

T Who else? Let us write a letter stating our formal complaint and drop it in the

ACompl aint Boxo.

Exactly Why should they make us unhealthy too?

To the Principal?

But how do we make them stop smoking at the canteen?

| think we should lodge a complaint against him.

Hmmm...those No Smoking signboards at the gate are not helping much.

Yes. What do we do?

= =4 =4 A4 -4 -

A: Too many people at our college smoke in the canteen.
B: That's true.
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ASSESSMENT

Change the verbs in brackets to Past Perfect Tense and fill in the blanks. An example is
given below to help you understand this tense.

Simple Past Tensédid my homework.

Past Perfect Tensehad donemy homework.

Rahul (lose) cell phone on his way to Delhi from Lucknow. He

(travel) in the first class of the Lucknow Shatabdi. He had no idea

how to get his cell phone back. He knew he had to lodge an FIR first.ddeHhawould
have to go to the police station but he was not sure if he would go. He

(hear) stories of how taking the help of the police took a lot of time

and effort.. Then he remembered what his friend (tell) him. If hi

phone was used for some bad purposes, he would have to take responsibility for it. So,
Rahul decided it was better to go and deal with the police than end up in some problem

later on.

I (drop) a complaint in the complaint about thdazy watchman
as many people (complain) against him.

Shilpa (file) an FIR as soon as she found out about the theft.
We (protest) against the use of animal fur in fashion.

They (object) to the use of animal fur in fashion.
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SESSIONO 6 GALLING UP TO FIND ABOUT A JOB VACANCY

Relevant Knowledge

Making calls to inquire about vacancies is a skill you need to acquire, as, sometimes in
real life may need to call up and find out eabmb vacancies.

Read the following phrases and sentences:

1. | saw your advertisement in the newspaper...

2.l am calling with reference to your advertisement in...

3. Could you tell me if there is a job vacancy in your organization?
4. Could you tell me if tere is any vacancy for the post of...?

5. Do you have a vacancy for the post of...?

Modals are helping verbs. They help to express the mood of the main verb.

The various modals are can, could, may, might, shall, should, will, and would. They have

various ses:

1  Asking for permission: May | come in2Can/Could | use your pen€an | go?

1 Making a request: Can/Couldyou pass me the book¥ill you be my partner?

1 Expressing obligation: You should do the work yourself. | shall be responsible or
safety.

1 Expressingdetermination: | will finish the project, come what may.
Expressing ability: 1 can solve the riddle. Wesould jump over the bench when
kids.
Expressing probability: | may be able to help you out might rain tomorrow.

1  Expressing willingness: | willmeet you tomorrow.

EXERCISE

Read the jumbled up conversation in the "Job Vacancy". The italicized sentences have
jumbled words. You need to rearrange the words in order to make meaningful sentences.
A: Hello!

B: Hello! JobBazaar this Consultancy is?

A: Yes. What can | do for you?

B: Your in Sunday's | Times of India saw issue advertisement.
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A: Oky.

B: Is wanted to if find out | a vacancy job there.

A: Could you tell me what kind of a job you are looking for?

B: I am a highschool English teacher.

Looking for am | for a vacancy job same the post.

A: Okay. You would have to consult our agent for jobs in education.
B: Do that | do how?

A: You would have to come to our office with your resume. An appointment you like
would now to make?

B: Sure.

A: Okay. Monday at 11 a.m.

B: Okay. I will be there. Thanks a lot!

ASSESSMENT
Fill in the blanks with the correct words from the given tabhgght, ought, have to,
can, shall, may, should, could, would, will.

Kavita : Hello, this is Cure Pharmaceuticals. How | help you?

Gargi : Hi Kavita. This is Gargi here. | speak to anyone from the HR

department?
Kavita : Of course, | connect you to the HR manager?

Gargi : That be great. Thanks a lot.

Kavita : Please hold on for a minute. Nilesh: Nilesh speaking.

Gargi : Hi Nilesh, This is Gargi speaking you tell me if you have

any vacancy in your company?

Nilesh : We are a large company Gargi, whicbpdrtment you be

interested in?

Gargi : That be the HR department itself, as | have an MBA in
HR from Amity.

Nilesh : MBA in HR from Amity? That to be useful. Let me have a
|l ook é. . Youbre in_ | youlkame down here tomorrow for an
interview?

Gargi : That be a problem. | come in day

after?
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Nilesh:Let me seeéé that be po

Gargi:Yest hat 6s f i ne.__ |bethereby9. Thanks alot.

SESSION 18: WRITING A RESUME
Relevant Knowledge

What is a resume and why spend time writing one? Resume writing is a
crucial part of the job application process. If you rush a job application and
spend your resume withbthinking it could damage your chances of finding

a job. Considering the current economic climate, there is fierce competition
in most industries so spending time to make your resume stand out from the
rest is very worthwhile.

A resumesometimes called O Cur r i cul u4s a¥ummaryead or
your skills, education and work experience. A good resume demonstrates
how your skills and abilities match up with the requirements of a job.

Here are a few reasons why writing a good resume is very important:
1 It promotes you! A resume is a selfomotional document that

presents you in the best possible light for the purpose of getting
selected for a job interview.

1 A good resume will compliment your cover letter writing and make
your overall application stronge

1 You can achieve your dream job. By spending time perfecting your
resume you stand a better chance of landing your dream job,
especially if you include all relevant work experience.

1 Networking can be boosted with a good resume. If your resume
stands oufrom the rest an employer is more likely to speak to people
in their industry about you.

1 It opens up referral job applications. If an employer likes your resume
but doesndédt have any suitabl e vac:
you for other job opengs.

Read the following list, and tick the ones you think should be included in a
resume or Curriculum Vitae (CV).
1. Email address

2. Favourite films and actors
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Nationality

Phone number

Computer skills

Gender

Address

Date of birth

. The newspaper you subscribe to
10.Marital Status

11 Awards and achievements

12 Place of birth

13.Your height and weight

14 Details of education

15.Skills and interests
16.Languages

17 The festivals you celebrate
18.Details of previous employments
19.Your religion

©0o~N kW

ACV T e Stody the terms given below.
1. Contact details: Your name, address, phone number, and emalil

address

2. Objective: A Statement of what you intend to achieve and contribute
through your service to the organization. E.g., to use my skill and
work to the best of my ability for the development of the organization.

3. Personal information: You may include your gender, date lfth,
place of birth, nationality, marital status, and languages known to you
under this heading. Optional I nf
number of children.

4. Area of expertise:The work skills that you have

5. Employment history: This states your wrk history. It should include
the different organisations where you were employed previously, the
length of each employment, and the positions you held.

6. Educational qualification: Details of the education that you have
received details of degrees andaining.

7. Skills and interests:You can state here other skills and interests that
you have

8. Other enhancements/Awards and achievements:Any other
achievement or work that you want to make special mention of
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9. About me/Biography: This is an optional section wieeyou give a
short account of yourself.

Connectors and conjunctions

Connectors are words used to express relationship ideas and combine
paragraphs and sentences. For example: but, also, however, moreover,
firstly, next, then, therefore, n brief, stillpif example, thus, of course,
certainly, hence, at the same time, on the contrary, etc.

Conjunctions are words used to connect phrases and words. For example:
but, so, as, and nor, yet, so although, because, either... or, neither.... nor, as
soon as, anar.

Note: Conjunctions can also be used as connectors.

EXERCISE

Look at the formats given below and develop your CV:
ACV For mat o

Name:

Address:

Email address:

Telephone number:

Personal Information

Date of birth:

Place of birth:

Nationality:

Marital staus:

Languages known:

Employed: Yes/no

Area of expertise: E.g. Direct sales, customer help, and visual
merchandizing.

Employment history (if any)

E.g. Worked as sales representative for Sell Well for 2 years.
1.
2.

3.

Educational qualification
E.g. 1. HSC from Amravati High Scho@BSE), Chandigarh, in 2003
2. Diploma course in Basic Computer Education from All, Chandigarh,
in 2004
1.
2.
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3.

Computer Skills
1.

2.

Skills and interests

E.g. 1. Possess good communication skills
2. Reading books

1.

2.

3.

Awards and achievements

E.g. 1. \Wopnr efisSeanlteast iRves of the Yearo
2. Captain of the college cricket team for 2 years

1.

2.

3.

Fill in the details to make your own CV. Example have been given to show
how some information may be filled in.

Note: There is a small difference between a resume and curriculum vitae
(CV) i.e. the length of the @oment. While a resume is brief and concise
summary of your skills, experience and educaless than a page or two,
curriculum vitae is a longer (at least two page) and more detailed synopsis.
Covering Letter

Improve the following covering letter by chging some sentence structures.
The sentences that can be changed (or linked) have been underlined.

To

The HR Manager

Healthy Pharmaceuticals

Healthpur

Healthy Pradesh

Dear Madam,

|l &dm writing to you regarding d&lmes p
also writing to you about marketing positions

| 6m a fresh graduat e, I have a B. Cor
work in a sector that i mproves our s
| have a keen interest in working with a pharmacabteompany. | am
interested in working with Healthy Pharmaceuticals.
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Though | have no experience in sal e:
that | will be a successful salesperson. | have good people skills. | am
disciplined. | am a hard worker, also @y college | participated in any
activities I participated in awareness campaigns for
youth_ -~~~ : I t
requires communicating with customers.

| hope you will consider my job application positively. Pleasasider me

for an interview.

Do you require any additional information? Please let me know

Sincerely,

ASSESSMENT
Fill in the blanks with suitable connectors/conjunctions
1.1 went to see her she wa

2. It started raining we went out(as soon as, because)

3. We came back she was not at home.(as, yet)

4. She was not at home we came back(so, however)

5. ,boil the water. add the sugar. - (First
then)(TheHfirst)

6. weissed her she never received our
message. Eithesr,Neithernor)

7. We drove fast we could not reach on
time of the traffic jams. (HoweMm¥cause, Because
however)

8. He told you that he gave me the book? ,the boak is s
with hime.(Thus, On the contrary)

9. | came to see you you are not well. (because, so)

10. | had messaged them, they still were not ready one

time.(Although, And)

SESSION 19: WRITING A COVERING LETTER

Relevant Knowledge

A covering letter written by Mr. A of Arjun nagar in response to an
advertisement placed by Welcome Travel, Sarojini Nagar is given below.
There arre four errors in the format and you have to spot them.

____Arjun Nagar

Email: a@hotmail.com

Ph no: 09891989198

Dated: 22 Dec, 2008

Subject: Application for the post of sales executive
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Welcome Travels, The HR Manager,

Sarojini Nagar

Dear Sir,

With reference to yoadvertisement in Times Ascent, dated 21 Dec, 2008, |
wish to apply for the post under concerned

| have just graduated in Commerce (with Honours) from Delhi University. |
am a dedicated individual who possesses good communication skills and |
am eager to jo your company.

My CV is enclosed herewith.

Thanking you,

Mr. A.,

Yours faithfully.

___ Re aldnestfdn @vefing Letterso gi ven bel ow.
The lines with which a covering letter begins when Wrgten in response
to a vacancy advertisement:

1) I am writing in response to your advertisement............ for the post
of.........

2) With reference to your advertisement in ......... | wish to apply for the
post of.......

The lines written to show that yoaVve the ability to handle the job:
1) 1 will be able to handle responsibilities well.

2) | have the skills that are required for the concerned job.

The lines written before the last paragraph:
1) Please find attached a copy of my resume.

2) My CV is enclosed herewith.
3) My resume is enclosed for your review.

The lines written in the last paragraph:
1) Thank you for your consideration.

2) | would appreciate it if my application is considered for the post.

The line written in the last paragraph, following the lines given above:
1) Looking forward to your response..........

2) | look forward to hearing from you soon.

EXERCISE

Read the details given below.

ASi ddhesh Sharmaé@ds Covering Letter

Siddhesh Sharmads contact details
1 B-12, Manak Chand Basi, Arjun Nagar, Dellii0003.
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1 Email: siddhesh.sharma@qgmail.com
1 Phone:09891223314

Contact detail of recipient
1 HR Manager

1 SellWell Organisation, Maurice Road, Deltii0007

Subject: Application for the post of Sales Manager
Body of the letter (you hauve rearrange the sentences):
1 I'would appreciate it, if my application is considered for the post.
1 My resume is enclosed for your review.
1 Thus, | have the skills as well as experience required for the concerned
job.
1 I also have a MBA in Retail from AIBM, yterabad.
1 1 am writing in response to your advertisement in The Times of India
for the post of Sales Manager.
1 I look forward to hearing from you soon.
1 | was hired by Go Shop, a reputed supermarket chain, as Sales
Manager for two years.

You have a writeSi ddhesh Sharmadés covering |
The details of the letter have been given. The sentences that make up the
body of the letter have also been provided. However, you have to rearrange
them so that they are presented in the correderor The salutation and
leavetaking have to be inserted by you.

Reported speech
Letdos understand Reported Speech wit
and explanations:

1. He said, "lamt h i fDgectySpeech.

He said hevasthirsty-Reported Speech

Shes ai d, # Whlang-Reported Sgeech.

She asked me whatdas doingReported Speech.
They s ahavéwon theMeatckReported Speech.
They said theynad won the matckHReported Speech.

o0k wh

Reported speech (or indirect speech) so used to tell what sagypbe think.
Which changing a sentence from direct speech to reported speech, the verb
will change into its past form.
For example
1 aml/iswas
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arewere
has/havehad

do-did

am doingwas doing
have donehad done
will - would
cancould
shallshould
may-might

= =2 =4 =4 = =4 = =

=4

But these remain the same
hadhad

would-would
shouldshould
mightmight
ought teought to

DS —a _a _a _a _a

Other standard changes include:

yesterdayprevious day/the day before

this-that

thesethose

now-then

herethere

tomorrowthe following day

Next (day/week/etci) thefollowing (day/week/etc.)

= = =8 = =4 =4

=4

Note: the following remain the same: tH#at, thosehose, therthen, and
therethere.

ASSESSMENT
Read the following and identify the correct options:
1. Meena said to me, fil candt go t oma

(@@Meena tol d me ttdmartow.she coul dno
() Meena told me that she canét g
(c)Meena told me that she coul dno

2.1 asked, AWhy arendét you going ton
@l asked Meena Why she wasnodt g
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(b)I asked Meena why she was not going tomorrow.
(c)lasked Meena why she wasnodét go
3.She said, Al have to go to the pos
(a)Meena said that she had to go to the post office to mail a
covering letter.

(b)Meena said that she will go to the post office to mail a
covering letter

(c)Meena said that she have to go to the post office to mail a
covering letter.

4.1 sai d, ACan | go with you?Oo
(a)l asked if I could go with her.
(b)I asked if I can go with her
(c) 1 said | could go with her.

5.Meena sai d, AThat would be great! c
(a)Meena téd me that would be great.
(b)Meena told me this would be great.
(c)Meena told me that would be great.

The following is a conversation between a boy and a girl. You have to turn
the direct speech to reported speech. The first three have been done for you.

1.Boy: Al have never written a cover.i
Reported speech: the boy said that he had never written a covering
letter.

2.Girl: AWould you I|i ke to | earn how t
Reported speech: The girl asked him if he would you like to learn how
to write one

3.Boy: fiYes | would |i ke to | earn to
Reported speech: the boy replied that he would like to learn to write
one.

4. Boyy AWho can teach me how to write
Reported speech:

5.Girl: Al whawveen a | ot of them so | ¢
Reported speech:

6.Boy: fnAre there a | ot of rules?0
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Reported speech:

7. Girl : Ayes even somet hi ntterhbsiakotof wr i t
rul es. o
Reported speech:

8. Gil: AnOften people write these | ett
Reported speech:

9.Boy: fiHave you'retsantr exreyntdoVeri ng

Reported speech:
10Girl: Al sent one to a company just
Reported speech:

SESSION 20 : FACING AN INTERVIEW

Relevant Knowledge

Readcarefuly t he ACommon | nterview quest.i
1. Please introduce yourself/could you tell us a little about yourself?

Interview usually starts with this question. You have to introduce
yourself by stating some basic personal information (Refer to session
6 of Level 1 textbook)

2. Why have you applied for this job?
For this question, you may need to do some background research on
the company. You may also add that the skills and experience you
have makes you suitable for the job.
For exampl e: inithis j@ras liwil get to evark fer @
well-known and successful organisation. | also believe that the skills

and experience | have makes me sui
OR 1l am interested in those |jobs
also believe that thekills and experience | have makes me; suitable

for the job. o

3. What are your key areas of expertise?

For this question, you will state the skills that you have which are
related to your job. For example, the key areas of expertise of a sales
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representate may be direct sales, customer help, visual
merchandising, etc.
4. Why do you think you are suited for this job?

For this question, you should talk about your qualities as well as skills
that would make you suitable for the job.

For example, a sales represdive should have good communication
skills as well as knowledge of current trends. If the candidates is
experienced (i.e. not a fresher), then he must also talk about how the
skills he has acquired from a previous job can contribute to the new
one.

Forexampl e: A have been working as
and | am skilled in direct sales as well as marketing. Therefore, | can
easily adapt myself to the new otk

5. Why did you leave your last job?

While answering this question, you should neveregny negative
comments about your previous empl
not happy with my job as it was b
my | ast jJjob. But | am eager to t ak
6. What are your career objectives?

While answeringhis question, talk about the job first and then about
what you can for the company. For
are to do my job well and to contribute to the overall development of
the company. 0O

7. What are your salary expectations?

If you are a fesher, then it is better to ask the interviewer the salary
range of the position you have ap|
first job, | have no idea of the salary range of this position. | would be
happy with your division.o

If you have experiencehén you must have already quoted your
current income in your resume. It is safe to quote around5¥0

more than your current salary if you are applying for the same post. If

you are applying for a higher post, you can quot22% more. While
negotiating,you must mention your skills and the advantage of your

experience.

For exampl e, A am already earnin
experience and skills. Therefore, | would expect a salary

of . 0

8. Can you tell me what your strengths and weaknesses &e
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While discussing your strengths in an interview, focus on those skills

whi ch are related to the job. Fo
we | | i n a team and to communicate
While discussing your weaknesses, do not mention persores,

such as, A have a short t emper 0
about those weaknesses which can be easily overcome. For example,

n | have not handled such a big te
wi | | | earn on the job. o

EXERCISE

You need to imagine that you are having a conversation with your
facilitator. He/she will say the answers and you have to frame the
guestions to them.

1. The train leaves at 10.20 a.m.

| am reading a book.

Yes, you can borrow the book.

No, I d o n 0 twillbénlatentddayt he t r ai n

| know because | always take that train and it has never been late.
The interview went very well.

7. No, They said they will inform me of the outcome next week.

o0k Wb

ASSESSMENT
Choose the correct option and fill in the blank

1.
2.

Nishi: | come in, Madbam?(may, mig
Interviewer: Come in, come in, have a seat.

Nishii Thank you, Ma 6 am.

Interviewer : /It is Nishi, ?2(1 s
Nishii Yes Maobam.

Interviewer : are you?(where, how)

Nishi: I am fine, thank you.

Interviewer: Ok So tell us, Nishi have you applied to
Sellwell?(why, how)
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Nishi: SellwWell is one of the largest supermarket chains in India. It s a
successful organisation that has been popular ever since it started five

years ago.

6. Interviewer: yo have any experience as a sales
executive?(do, did)
Nishi: Yes Mabam. I have worked as
Haven for a year.

7. Interviewer: That 6s good. We t ake onl
her departments were you in?(which, whose)

Nishi: | worked at good section for the first six months and clothing
for the next six months.

8. Interviewer: salary are you expecting?(what, how
much)
Nishi: My previous salary was 10,000 Rupees per month. So, | am
expecting around 13,000 Rupees dt\Zell.

9. Interviewer: Okay. That is reasonable will you be able
to join?(when,wherre)
Nishi: | can join this Monday.

10.Interviewer: Great! We are one member short in our shoes and bags

department you comfortable with this post?(have, are)
Nishii Yes Maobam.

11.Interviewer: Good there any question would like to
ask?(are, is)
Nishi: No, Ma 6 am.

SESSION 21: TAKING A TELEPHONIC INTERVIEW
Relevant Knowledge

Read the statement below:

ATel ephonic interviewo
1. I am a little busy right nowCan we reschedule the interview?

1 Used when the interview call is unexpected and your and are not
prepared, or when you are busy in some work.
2. 1 am sorry. | will not be able to join on Monday as | have some
urgent work. Is it okay if | join on Tuesday?
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1 Usedwhen you are unable to join work on the day that the
caller/interviewer suggests.
3. | was looking forward to your call.
1 used when the interview is pseheduled.
4. | hope you can hear me.....
T Used i f the phone | ine iIs not ¢
| ouder! 6 and Al candt hear you.
5. When am | likely to hear from you?
1 Used while hanging up, when the caller/interviewer have not
specified when he/she is going to call you back.

These are some standard lines that can be used during a telephonic interview.
Note:The questions discussed i n the pr
|l nterview Questionso are equally rel
You will again have a role play like in the last session, but this time, it will
be a telephonic interview.
EXERCISE
Identify the sentences in the Present Perfect Tense.

1. | have hadmy telephonic interview.

Shehad tried to call you.

Did you get selected?

Shehas toldme that | can join on the #2

lhavenodt theeabas et e d

| have been askedo bring all documents on the day I join.
| have readthe contract antdave agreedo sign.

| have hadmy dinner

. Have you done the job?

10.Theyhave notcome yet.

© 00N WD

RELEVANT KNOWLEDGE
Change the italicized sentences to present tense.

Caller - Hello! This isRanjita Mehta calling from SellWell.

Sarthak : Hello.

Caller : May | speak to Mr Sarthak Gupta?

Sarthak  : This is Sarthak Gupta speaking.

Caller . | received the job application email that you sent me.
1)

Sarthak : Okay.

Caller . | just read your resume.

(2)
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Sarthak - Ok.

Caller : | am please to inform you that we have a vacancy at the
moment.
Sarthak : Thatdés great news.
Caller . Sarthak, did you ever take adphonic interviewer?
3)
Sarthak : No, I did not.
4) :
Caller : Well, we need to take your interview this way. We need to fill

in  the vacancy urgently.
Sarthak : Okay then.

Caller . So, Sarthak, We need someone who can keep an account of
the stocks. Are you doing anything similar to this?
(5) :
Sarthak : Yes Madam. | was also in char
from sales.
(6) :
Caller : Okay. You will be doing something related to that. You will

be placed in charge of receiving stocks, stacking shelves and
daily stock count.

Sarthak . | am familiar with the work.
Caller : And Sarthak, di you ever read planograms?
(7)

Sarthak : Yes, | read them.

(8) :

Caller : Good. This is all we require from you. When can you join

us?

Sarthak . | canjoin this coming Monday.

Caller . Ok. What your salary expectations?

Sarthak : | earned an annual income of 1, 20,000 Rupees at my
previous company. | would therefore like a higher pay.

Caller . Ok Sarthak, We are offering a monthly salary of500,
Rupees presently. That is what we wrote informed at our
website.

9)

Sarthak . Yes, | am aware of that.

Caller : But on account of your experience and excellent resume, we
decided to offer you 13,50Rupees. Is that agreeable?

(10)
Sarthak  : That sounds agreeable.
Caller :  So Sarthak, can we expect you on Monday?

Sarthak . Yes, | will be there. Thanks for the opportunity.
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SESSION 2: AACEPTING A JOB OFFER
Relevant Knowledge
Writing a job acceptance letter when you have received a job offer is one of
the best and most pleasurable things to do as it represents the culmination of
all your efforts in searching for a new job.
A job acceptance letter is a letter that you write to a company which has
offered you a job. In such a letter, the following points are included in the
given sequence:

1 Written acceptance of the job offer.

1 The terms and conditions of employment (salary, benefits,

etc.)

1 Starting date of employment.
Thanks and appreciation for the opportunity.
1 Request for notification of any changes or if the candidate is

required to do anything before starting employment.

=4

Note¢e You dondot have to write the subj
Read the details given below:Accepting a Job Offero
Written acceptance of job

1 Itis with great enthusiasm that | accept your offer of the post of Sales

Executives at Seel/Well Org. Please consider this letter as my formal
acceptance of it.

1 I would like to express my pleasure at you offer of the post of Sales
Executive at Sell/Well. Please consider this letter as my formal
acceptance of it.

1 | am writing this letter as an acceptance of the offer of the post of
Sales Executives at Sell/Well Org.

Terms and conditions of employment
1 1 understand that | will be receiving a starting salary of Rs.12,000 per
month. | also understand that | will get full pay and benefits during the
3 monthsd probationary period.
1 As discussed, my starting salary will be Rs.12, P60 month. | also
understand that | will receive full pay and benefits during the 3
mont hsé probationary period.

Staring date of employment
T As agreed, my joining date will be th& df June, 20009.

 As discussed, | will be starting work from th&df Jure, 2009.
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Thanks and appreciation for the opportunity
1 Thank you once again for this wonderful opportunity. | look forward

to joining your team/organisation/company and becoming a part of the
continued success that the team/organisation/company represents.

1 Thank you for the opportunity. It is an honour to be selected for your
team/organisation/company.

1 Thank you for this wonderful opportunity. | will put in my best efforts
to make a positive contribution to your team/ organisation/company.

Request fomotification if the candidate is required to do anything before
starting employment.
1 Do let me know if | need to do anything prior to joining the company.

1 If there is anything | need to do before my starting date, please let me
know.

Find out the meaningf the following words and phrases that have been
taken from the AAccepting a Job Offe
1 Prior to-before/after/during

Enthusiasmaziness/eagerness/happiness
Positiveuseful/useless/unhappiness
Perone/each/chance

Probationaryon trial/sample/training

= =4 =4 =4

bdkbZ 2 %
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technoloqgies
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fo"k;&Iwph

bdkbZ 2 % osc ,lyhds'kal ¥avk/kkjHkwrYz

|I= 1 %dggap Y4,DIsl¥2 ds fodYi ds |IkFk dk;Z

|I= 2 YusVofdZax ds vk/kkjHkwr rRo

|I= 3 %arRdky lans'k ¥balVsaV eSlsftax¥2 dk ifjp;

|I= 4 9%ddlh laidZ YadkaVsDVY2 ds IkFk pSfVax & xgxy Vkwd
|I=5 %osc i "B dk I'tu vkSj izdk'ku & CykWx

|I= 6 YvkWQ ykbu CykWx ,fMVIZ dk mi;ksx

|I= 7 %vkWuykbu laO;ogk|

|= 8 %baVjusV lgj{kk
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I=1% Cpb| ¢ b ROt UHg kKFkEIKIZ b
izklafxd tkudkjh

dElw¥jC b | € b BEGDIIKI ; & @S xIEl;wVj iz.kkyh dk IHkh ds fy,] p
mudh v{kerk dgN Hkh gks] iz;ksDrk vugdwy gksuk gSA rFkkfi gkMZos;]
;g fdlh O;fDr dks mldh v{kerk ;k ck/kk ds gksrs gq, dEI;wVj dk mi;ksx dju

gSA bls Igki;d#. N gdigk tkrigSA bl I= esa vki vius dEI;wVj ds vk/kkjHkwr |
fodYiksa ds ckjs esa Ih[ksaxsA

,slh dbZ ck/kk,a gSa tks dEI;wVj ds iz;ksx dksNzGikkfiey dBla@SA buesa
T KkukReklkk ;k vilkxe v{kerkBESDI;k] vVsa'ku MsfQflV gkbij ,fDVfo
fNVkMZg Y& ,gMhY% ;k vkfVTeA
T n'f"V ck/kk] tSls de fn[kkbZ nsuk] iw.kZ ;k vkaf'kd va/krk vkSj 0.kkZ
1 Jo.k ck/kk] ftlesa cgjkiu Hkh 'kkfey gSA

1 eksVj ;k dkS'ky ck/kk tSls ydok] izefLr'd vk?kkr] ;k dkisZy Vuy
fififvVfVo LVasu {kfrA

daVaksy@PuyC b | ¢ b R G WdfgdYiksa dk mi:ksx dh&cksMZ] fMLIys ;

ds dk;ksZa dks viuh vko';drkuqlkj djus ds fy, fd;k tkrk gSA buesa Is di
v{kerkvksa okys O;fDr;ksa ds fy, mi;ksxh gS ftudh ge igys pkkZ dj pqd:s
foaMkst ,Dlih esa iggap ds fodYiksa dk mi;ksx djuk Ih[ksaxsA

iggap ds fodYiksa dh 'kq:vkr djuk

1 foaMkst ,Dlih esa igqap ds ExdM@E\Bksy iSIgfifcfyVh vkWI'ku
dks fDyd dis@se | ¢ b R G ek foaMks fn[kkbZ nsrk gSA

dh&ksWet

fLVdagh

fLvdrgy A © 3% 060¢ Uh EgS }kO'kkiipa IO) gkys O:fDr dh
lgk;rk ds fy, gksrh gS ijarg bldk iz;ksx vU; yksxksa }kjk Hkh ckjackj iz;k
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djus ds mik; desa fd;k tkrk gSA flLiygis&iki fdlh ekWIMQ#H tSls

'kV] da\Pis\F @& foal\/le dh dks nckus vkSj mls egDr dj Idrk gS] vkS
rc rd If@; cuk jgrk gS tc rd fd vU; ~dh* ugha nck fn;k tkrk gSA

1 fLVdhé&dht dks leFkZ cukus ds fy, p;u djsa& ;wt fLVdh dhtA
1 ,lykbiDyd djsa
1 vkséiByd djsaA

fLVdh dltk fpg~u YavkWbZdkuYz flLVe Vas esa iznf'kZr gksxk Yafp= 2%2A
ETE

Keyboad | Sound | Display | Mouse | Genesal|

Stickyleys

Use StickyKeys if pou wanl 1o uze SHIFT, CTRL, ALT. o
Windows logo key by pressing one key at 2 time

I Use StickyKayd Settings
FiterK.eys

Use FitarKeys # you wan! \Windows to ignate bed of iepaated
keyshiokes, o slow the repeat rate.

[T Use FiterKeys Setings I

ToggieKeys
Use ToggleKeys If vou wart to heat tones when pressing
CAPS LOCK, NUM LOCK. and SCROLL LOCK

I~ Use TopgleKays Seltings

I Show extra kesboand help in programs

}I'U:
fo=2

fLvVdh&dht dks leFkZ ¥4,uscyYs cuku§ dsiakidrs g8a vkSj bldk izHkko
ns[k Idrs gSaA

T LVKWMESVESMdS fy, fDyd djséyZkWy izksRigtit>uksVASM
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T %A Ol xJwQE( Yade Is de 3&4 iafDrys Vkbi djsa vkSj dIZj dks |
vkjaHk esa ysdj vk,aA

1 vius dh&cksMZ ij daVeksy dh dks nck,aA

1 vius dh&cksMZ ij v{kj ,* nck,aA
vki ns[ksaxs @l}iviglsDV gks tkrk gSA ;g f@;k daVakssi$ndkstidis ds
PO} d6A
fLVdh&dh dks vieFkZ cukws lls/8&htMvupsd djsa vkSj midigkiokn
>vksgg$Dyd djsaA
fQYVj dht

fQYV] drekb@kslkWqV foaMkst dh fo'ks"krk gSA ;g ,DlsflfcfyVh QaD'kt

laf{klr ;k ckjackj okysv@ksDI dh vuns[kh djus dks dgrk gSA blls gkFk dkai
ds fy, Vkbfiax ljy gks tkrh gSA

1 fQYVj&dht Bka Cdjus ds fywt FQYVj dpsd djsaA

T fQYVj&dht ds véshZaKifDyd djsa kSt NfjingsM dht L\WcDI
djsaA

1 ,lykbZApply( ij fDyd djsaA
1 vksgd$Dyd djsaA

fILVe- Vas esa fQYV] dht vkbdkWu fn[kkbZ nsus yxrk gS Yfp= 3v2A

B 99 %@ 719rm
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/:0:
fo=3

fQYVj dht ¢kt Odjus ds ckrb | T oj idra gSa vkSj blds izHkko dks n
ldrs gSaA

 uksV iSM dks LVKkVZ djs vKSj «aiN Bk shsalts
vkius ns[kk gksxk fd ckj&ckj vkus okys v{kjksa dks utjvankt dj fn;k x;k gS

fQYVj dht dks fMiIsgy b a @jus ds fy;vt fQYVj dhiks vupsd djsa]
rRi'pkr ,lykivksds ij fDyd djsaA
Vksxdht

Vksxy dht Hkh ekb@kslkWTV Sify HRb'ks kifySx i § dk ,d QaD'ku

gS ftls n''V ck/kk ;k KkukRed v{kerk okys yksxksa ds fy, fMtkbu fd;k x;k
dks vkWu dj fn;k tkrk gS rks ykWfdax&dht Yadsll ykWd] uag ykwd ;k L
dEl;wV;j /ofu ladsr fudkyrk gSA dht dks fLop vkWu djus ij AWaph /ofu vk
ij fuEu /ofu fudyrh gSA

1 Vksxy dht dks ,uscy djusvas\itgxy digd djsa
1 Vksxy&dht ds Paf¥ZiKfDyd djsa

1 ,lykbZfDyd djsa

1 vksg$Dyd djsa

Vkgxiht dks leFkkus ds ckn] vki bldk zikika] @&WVdLDky ykWd dks
nckdj ns[k ldrs gSaA vki ns[ksaxs fd ,slk djus ij vkidks chi dh /ofu lqukbZ

Vksxy dht dks fMIsgype O Idjus(ds fywt Vksxy ditiks vupsd djsa vkSj
rRi'pkriykbZ/ksdij fDyd djsaA

lkmmaM VSc

lkmaM VSc dks lysDV djsaA IkmaM ds fy, iggap ds fodYiksa dks n'kkZ
,d foaMks [kqysxh Yafp= 4Y2A
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[Accessibiby Options 8 2]
Kayboad  Sound | Displap | Mouse | Garmenl |

SoundSentry

Uze SoundSesnby # you want Windows (o gensals visus
wamings whan your system makes a sound

™ Use SouncSenty

| 2

ShowSounds

Use ShowSounds 1o lefl your programs 1o display caphons for
Wie speach and sounds thwy meka

™ Use ShowSounds

'8 | i ]

Figure

lkm&\Vah

lkm&WVeh Jo.k ck/kk okys iz;ksDrkvksa dks Igiuttkbzntdjkdigks gSAy,

tc Hkh dEI:wVj dksbZ /ofu mRillkndiviksg/sRed psrkofu;ka mRiUu djrk
gS] tSls VkbVy ckj esa ped ;k ckMZj TyS'k djukA

1 IknaMIsdik&huscy djus ds fy, kmaM V3Ckds MistiE$ phsd djsaA
,Slk djus Is JM2kiMkmu Iwph Ifd;k gksxhA ftlls vki okafNr n™";kRed p
izdkj dk p;u dj Idrs gSaA

1 ,lykbZfDyd djsa
1 vksg$Dyd djsa
lkm&WVeh dks le>us ds fyj, Vkidkgus dh vko';drk gksxhA
1 LVKMd fDyd djsalésVidiMtk;uks¥kbi djs vASYph nck,aA

1 ukSM ij ckjackj vkus okys v{kjksa dks Vkbi djsaA vki ns[ksaxs fd
ds fy, fotgvy ,jj kmaM dksM ds |kFk IsadM ds dgN Hkkx rd yS'k dj

lkmaM IsUV2h dks fMIscy;djugmaly fsupsthdjsa rRi'lykisA/ksdi]
fDyd djsaA

'kks |kahaM

'kks IkmaM~I mu ,lyhds'kuksa dks vugns'k nsrk gSTik&: Mijpkilg8ks /ofu
vkSj VsDLV dsl'ku ;k IwpukRed vkbZdu ds ek/;e Is n™'; lwpuk Hkh miyC/

'kks lkmaM dks ,uscy djus ds fy,] IkmaN'kKKSChkass\packdjsaA
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1 ,lykbZfDyd djsa
1 vksg$Dyd djsa
fMLIlys VSc

fMLIys dksdysDV djsaA ,Disflfcty\ds vetkiksa dk ,d foaMks iznf'kZr gksx

gkbZ dUVAKLV

gkbZ dUVakLY fgtkapkdk gS tks n'f'V ckf/kr yksxksa dks Igk;rk iznku dj
csgrj <ax Is ns[kus ds fy, QksUV ds vkdkj vkSj jax rFkk csd xzkm.M dks

 gkbZ dUVakLV dks ,uscy diust @8y ds vamtzikbZ dupgektjga
Yafp=AoYs

1 ,lykbZfDyd djsa
1 vksg$Dyd djsa

121
Keybond | Sound  Display | Mouss | Genaral |

High Contsast

Use thes ophbon # you wenl Windows 1o ute cokns and fonts
designed for easy readng

™ Lse High Contrast Settings I

Cursot Options
Move the siiders to change the speed that the cursor blink s
[curscr bink 1ate] and the wedth of the cusor

Birk Hale

None } Fau

Width
Narow I Wide

0f | Concel gooky |

170:
fo=5

viusskWuh¥jig Ol ks bs[ksayKpRsaiftkkINu ,uscy gks pagdk gSA
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gkbZ dUdigkItMIscy djus ds fy, vupsatdjgb R d)WAkEX/ksds
diZj vkWI'ku

dIZj vkWI'kb &k dh fo'ks"krk gS tks fCyad jsV vkSj dIZj dh pkSM+kbZ i
n 'V ckf/kr yksxksa dh Igk;rk djrk gSA

 dizj fCyad dh xfdksU 8jus ds fy, fCyad jsV LykbMj dk&fihNs vkxs
vkSj fHkUu&FHkUu BJidiljij /:ku nsaA
 dizj dh pkSMé&xbZdiigis ds fy, foNlykiMj dks vkxs ihNs djs vkSj vk
ns[ksaxs fd diZj dh pkSM+kbZ cny jgh gSA
ekml VSCKk
ekml dht

ekml dhbAGxI § dk ,d fodYi gS tks mu yksxksa dks Igk;rk djrk gS ftUgs

mi;ksx djus esa dfBUKBZ bkfodYi esa ekml ds LFkku ij dh cksMZ %4fo'k
dh iISMY2 dk iz;ksx lokbafVax lk/ku ds :i esa fd;k tkrk gSA

ekml VSc dks lysDV djs] ekml ds fy, fodYiksa dks crkus okyk iggap ds
okyk foaMks [kqysxh Yafp= 6%2A

1 ekml dht dksscy djus ds;fyt ekml digsd djsa
1 ,lykb¥ZfDyd djsa
1 vksdij fDyd djsa

1 - MouseKeydi

1 Use MouseKeys if you want to control the pointer with the numeric keypad on
your keyboard.

T W [Use MouseKeys! Settings

]fg:



fo=6

fILVeVs? esa ekml ditkgkVe[kaa Yafp= 7%2A

¢ F) 7%pPvd
}fo:
fo=7
Nswit ekml digiks ,uscy djus ds ckidekkyluEejSM dht dk mi;ksx djrs gq,

ekml lokbaVj dks ewalll@®&Ai ckijZa vks) tkusoddkiy nkfguh vksj tkus ds
fy,] 2 dks uhps dh vksj tk@sdks #ij tkus ds fy, iz;ksx djsaA

Ekmdht dks fMIscy djus deifyekml dhtupsd djsa rRi, pikbA/ksds
fDyd djsaA

tujy VSc

:g VSc vkidks IHkh iz;ksDpid@safaidYiksa dks crkus esa Igk;rk iznku djrk
tujy VSc dks lysDY tjldaO0@Ci  }d®fdd¥iRsa dks crkus okyk ,d fo:
iznf'kZr gksxkA Yifp= 8%

“Wuz vkWQ ,DisfifcfyVh Qhpj vk YWibudkaldy L26d/63tst Ogsu VifuZax , (
vkiViFkK'ésd ,tkmaM Ogsu ViiuZax QhpflvkWu vkWj vkWQ

vc bu fo'ks"krkvksa dks ,d ds ckn ,d djds psd djsa vkSj nsf[k, D;k gksrk ¢



Keyboard] Sound] Display | Mouse General Automatic

reset

|~~ (turn off accessibility features after idle f or:

Notification fi

|7 Give warning message when turning a feature on\W

Make a sound when turning a feature on or off

"SerialKey devices

SerialKey devices allow alternative access to keyboard and
mouse features.

V  Use Serial Keys Settings

Administrative options
V Apply all settings to logon desktop

Apply all settings to defaults for new users

z K Cancel Apply

}fo:

=8
Infj;y&dh
Ihfj;y&dh@JUY PAGxI ) UR gS tks mu yksxksa dks Igk;rk iznku djrh
dh&cksMZ ;k ekml Y4;k nksulsbirsdiSakos wiavVj dks Infj;y iksVZ ds |

Is buiqV iznku djus ds fy, fli] iQ] cehifSisoip'ks"k Ik/kuksa dk mi;ksx dj Idr
gSaA

mnkgj.k ds fy,] V~;wc dks fli djus Is dksbZ ,d fMokbl Ifd; gksrk gS rks
djus ij dksbZ vU;A



//\e

Figure
fp:
=9

fli vkSy 1Q fLop dk mi;ksx djds fdlh IMokbl dks fu;af=r djrk gqvk iz;ks

T { bit;ksDrk ds #, WU ds le; izr#RDx [ | fodYi dk iz;ksx djus
ds fy, kbZ vky IsfVaXl Vg yk W dékiusisd dlikiidrk gSA

1 fdih fo'ks"k dEI;wVj dk iz;ksx djus okys IHkh iz;ksDrkvksa ds fy, izn
dks ykxw djus dgyloZvkWy IsfVaXl Viw iIMORVAK &S Tdky wilz
tk ldrk gSA

vH:kl%

fuEufyflkr fg;kdykiksa dkgjkbrdcnisfd vki mUgsa djus esa iw.kZ fo'okl g
u dj ysa%

Je la f@;kdyki
1= | fLVdh dh vkWI'ku dk iz;ksx djsaA
2 | lkmaM IstdWAtku dk iz;ksx djsaA
3 | gkbZ dUMAI\KuU dk iz;ksx djsaA
4 | Infj;y dhvkWI'ku dk iz;ksx djsaA

ewY;kadu %

fiDrLFkkuksa dh iwfrZ dhft, %

1 'kkjhfjd v{kerk okys O;fDr;ksa dh Igk;rk ds fy, ckjackj iz;ksx ds nck
ds fy, ekb@kslkW{V foaMkst+ ,Dlih esa mi;ksx esa yk;k tkus okyk




2 |[kmaM IsuVeh dks &&&&& ck/kk Is infM+r iZykSDttkikséddh Igk;rk «
x;kgS A

3 ekb@kslkWTV foaMksttIBUhfagRiiZ &&&&&&& ckikk okys yksxk:
lgk;rk ds fy, fMtkbu fd;k x;k gS A

4 &&&&&& dks dh&cksMZ ;k ekml dk iz;ksx djus esa dfBukbZ eglv
dh Igk;rk ds fy, fMtkbu fd;k x;k gS A

| = 2 % usVofdZax ds vk/kjHkwr rRo
izklafxd tkudkjh

dEl;wVj usVodZ dEl;wVj vkSj vU; gkMZos;j vo;oksa dk laxzg gS tks |
IsVsykbVYz Is vkil esa tgM+s gksrs gSa ftuls lalk/kuksa vkSj tkudkjh dk
gSA bl |I= esdkskusVofdZax vkSj baVjusV dh vk/kkjHkwr ladYiukvksa t
baVjusV dusD'kuksa ds mi;ksx ds ckjs esa tkudkjh nh tk,xhA

usVofdZax dks fuEufyf[kr vkfdZVsDpj dk mi;ksx djds fMtkbu fd;k tkrk gS
ihvj&Vw&ihvj Yih2ihY2 4kfdZVsDpj

og usVodZ ftlesa IHkh dEI;wVijksa dh fLFkfr leku gksrh gS ihvj&Vwé&ihy
lkekU;r% ,sls usVodZ esa izR;sd VfeZuy esa leku :i Is [{ke Inhih;w gksrk ¢

DykabV&loZj&vkfdZVsDpj

og usVodZ ftlesa dgN dEI;wVj dgN fo'ks"k ledizitJo ki pjrgjkssal/i6sVodZz
dks Isok iznku djuiykabgssXjodZ dgk tkrk gSA tks dEI;wVj Isok iznku djr
loZj dgrs gSa rFkk tks bu Isokvksa dk mi;ksx djrs gSa mUgsa DykabV d

usVodZ ds izdkj
usVodZ eq[;r% nks izdkksdygKisksusSal Bvkj okbM ,fj;k usMdgR (
yksdy ,fj;k usVodZ N (

yksdy ,fj;k us\Vagz,utag gS tks Ihfer HkkSxksfyd {ks= tSlIs ?kj] Ldwy
1Z;ksx'kkyk] dk;k2y; Hk@&Fk tgM+s gg, Hkou esa dEI;wV]j vkSj lk/kuksa

lkekU;r% yksdy ,fj;k usVodZ dh xfr vR;f/kd rst gksrh gS vkSj bldk mi;ks
mlds mi lk/kuksa tSls fizaVj] Ldsuj] vkfn dks tksM+us ds fy, fd;k tkrk gSA

okbM fj;k usVatg N (



okbMi:k usVodZ cM+s {ks= VavFkkDRilsp 2 Dot tS8) uQf
)| Re NEUx %4 tksM+rk gSY2 dks doj djrk gSA baVjusV lcls vi/kd yk:

f;k usvVodzZ gS vkSj bldk mi;ksx O;olkf;;ksa] IRdkjksa] xSj ljdkjh lax
dykdkjksa] ,.VjVsujksa vkSj dbZ vU; yksxksa }kjk fd;k tkrk gSA

bUVjusV

bUVjusV vkil esa tqM+s gq, dEl;wVjksa dk oSf'od flLVe gS ftlesa fo'o Hli
fy, vuqdwy ekud baVjusV izksVksdky dk mi;ksx fd;k tkrk gShesgausVodk:

yk[kksa xSj lidkjh] ljdkjR]Ck8@kkkd vkS; lidkjh usVodZ 'kkfey gSA

bUVjusV gekjs nSfud O;fDrxr vkSj O;kolkf,d thou ds fy, vkt ds ;gx dh
mi;ksxh izkS|ksfxdh gSA fo|kfFkZ;ksa] 'kS{kf.kd laLFlkndajuodesifudk
lkekU; tkudkjh ds fy, lwpuk ,d= djus ds fy, bUVjusV dk mi;ksx Icls vi/kd f

gSA O:kikj esa bUVjud\Vodi MeNkzs|ftBl&kNsVkes! dks ,Dlsl djus ds fy,

fd;k tkrk gSA bUVjusV IHkh oxZ ds yksxksa ds Kkiplis\¢IsnaNe=kek stk
lacaf/k;ksa ds IkFk laidZ cuk, j[kus esa Igk;rk iznku djrk gS tks fofHkUu {
lkFk bUVjusV pSfVax fllsydkwiMnsdd s laidbOMsYSdke turk ds fy,
euksjatu dk izeq[k Ik/ku Hkh cu jgk gSA

oYMZ okbM osc

o0YMZ okbM osc wlaf{kindkijls vkerkSj ij osc dgk tkrk gS¥%2 baVijfyad fd, :
gkbijVsDLV MkWD;wesaV dh iz.kkyh gS ftls baVjusV ds ek/;e Is izkir
czkmtj Is dksbZ Hkh O;fDr osc i'"B dks ns[k IdriohdS;kesaSkBUfp=]
eYVhehfM;k gks Idrk gS rFkk og gkbijfyad Is gksrs gg, muds chp usfoxs

tkudkjh osc IGFRA Oy Ril d Riftls osc i™"B dgk tkrk §SAA} N3y @g ¥
LFkkuh; dEI,wVj ij fdlh czkmtj tSIs Qk;jQKWDI dk mi;ksx diirk gq, izKlr f
gSA osc cezkiatkWYVos;) gS ftidk mi;ksx osclkbV~I dks ns[kus ds fy, fd
vkSj ;g iz;ksDrk vkSj oYMZ okbM osc ds chp ,d baVjQsl ds :i esa dk;Z c
dElwV] gFApOf {eEANE O T | AJN| QUg UOpH{E © @ }RNb|
POwkDIi PRE {RU{FRA

usVofdZax Is tgqM+s dgN ykHk gSa %

T MKk 'ksHausVofdZax dk Icls egRoiw.kZ miksx MkVk 'ks;fijax es
iz;ksDrk VsDLV Qkby] LizsM'khV] MkWD;qgesaV izLrgrhdj.k] JO;
vU; iz;ksDrkvksa dkg$¥kst ldrk



1 gkMZos;] KsdjdlZos;j ds vo;o tSls fiazaV]] Ldsuj vkfn dks Hkh 'ks;j
gSA mnkgj.kkRkatl iz;ksDrk ds fy, 10 fizaVjksa dks [kjhnus dh ctl
[kihndj dbZ iz;ksDrkvksa }Kkjk 'ks;j fd;k tk Idrk gS ftlls ykxr esa deh v

91 baVjusV ,[Mstfjax vki izR;sd dEI;wVj ds fy, vyx&vyx baVjusV du
[kihnus dh ctk; ,d baVjusV dusD'ku [kjhn ¢dgs g84& wikKsg N
YQOEA O| {eEANE Uk@ %@ b¥%i | RAbaVjusV dSQs Yiczkmftax Isl
Ldwyksa] dkWystksa] dalifui ksekgstkrklkg Sk

1 usVodZ vk/kkfjr ,lyhds'kiksestkazkszkmtj] bS&esy DykabV] pSV
vkW{M;ks ohfM;ks dkWfyax] vkfn vU; ykHk gSaA

baVujsV ,Dlsl izklr djuk

baVjusV dk mi;ksx djus ds fy, baVjusV dusD'ku Hkkjr llapyzluxe fyfeVv
JVsy] ,eVh,l] oksMkQksu] VkVk Mksdkseks] vkfn tSls baVjusV Isok izn
tkrk gSA

baVjusV Isok iznkrk

baVjusV Isok iznkrikZsikkibZBith gS tks vkidks Mk;y&vi YaeksMé/dk iz;ksx
VFk& | x dfugkNZokEMZo k ok ; j ySI dusD ku d
djrk gSA

dusD'ku dk p;u vkids {ks= esa fdlh fo'ks"k VsDuksykWth rFkk xfr vkSj
miyC/krk ij fuHkZj djrk; gSA e NkEVEB VKS| e/;e O;kolkf;d rFkk ?kjsyw i

Mh,l,y] dscyWke] Mk;y vi] czkmcS.M ok;jysBktxde 8Ds[Xku ds izdkjksa
dk mi;ksx djrs gSaA el;e vkSj cM+s O;kolkf;d miHKksDrk ftudh vis{k
Mh,l,y ¥agkbZ&LihMY2 vkbZ,IMh,u] vkfn dk iz;ksx djrs gSaA

ekWMe

ekWMeg ap¥. @gS tks fdlh fM2y,wVj ladsrksa dks fdlh ,sls :i ¥%,ukykWx
ifjofrZr djrk gS ftls Qksu ykbuksa Is Hkstk tk ldrk gSA ;g bu ,ukykWx

fMftVy ladsrksa esa ifjofrZr djrk gSA ekWMe 'kCn bldg.ekWi~;wysVj(
}ECeN Bz A
lkekWyaVjusV do4fig izdkj



vkt dbZ izdkj dh baVjusV dusfDVfo\thnigkSikijg®j bMGasIkiE x O
ds :i esa‘xfiZk tk Idrk gSA fuEufyflkr rkfydk esa rkj vkSj csrkj baVjusV c

ds fofHkUu izdkjksa dk Ikj fn;k x;k gS%

izkS|ksfxdh dusfDVfoVh dk izdkj
MK;y vi rkj

Mh,l,y rkj

dscy baVjusV ,Dlsl rkj

L B( csrkj

okbZ eSDI csrkj

okbZ&QkbZ csrkj

lkekU;r% mi;ksx esa ykbZ biay§uoky lddsidVioVhéfuEukuqlkj gS

Mk;y vioddk;y vi baVjusV ,Dlsl esa baVjusV ,dsifyzridihdgok iznkrk
YavkbZ,linYz Is ekMe uked lk/ku dk mi;ksx djds VsyhQksu ykbuksa ds
LFKkfir djus ds fy, ifCyd fLoPM VsyhQksu usVodZ %ih,IVh,u%2 dh Igfo/
tkrk gSA iz;ksDrk] baVjusV Isok iznkrk }kijttkin M; fotkskkgSaekSj baVjus\
Isok dks ,DlIsl djrk gSA

Mk;y vi dusD'ku cgqr /khek gksrk gS] blds LFkku ij Mh,l,y vkSj dsoy e
xfr ds dusD'ku vk x, gSaA

Mh,l,y % fMftVy ICI@kbcj ykbu ¥sMh,l,y%2 LFkkuh; VsyhQksu usVodZ d:
E ) Eikjkr djds baVjusV Isok iznku djrk gSA Mh,l,y Isok dks rkj VsyhQk
mih VsyhQksu ykbu ij iznku fd;k tkrk gSA xzkgd ds ifjlj esa ,d Mh,l,y f
vko'fUk vojks/k dks gVkrk gS ftliE V&yhQkdfi|dkeSj IKFk&IKFk fd:k tk

ldrk gSKIh,l,y dusD'ku dk mi;ksx djus ds fy,] ,d Mh,l,y ekWMe vkSj ICIfZ
vko';drk gksrh gSA

dscy baVjusV%dtsty baVjusV ,DlIsl czkMcS.M baVjusV ,Disl dk ,d :i g
dscy Vsyhfotu volajpuk dk mi;ksx fd;k tkrk gSA dscy baVjusV ,Dlsl fo|ek
usVVodZ ds ek/;e Is miyC/k djk;k tkrk gS ;g foleku VsyhQksu ykbuksa ij
okys Mh,l,y dh rjg gksrk gSA

' B WthFKkMZ tsujs'ku dk laf{kIrk{kj gS tks eksckby lk/kuksa] vkSj eks
vkSj usVodZ ds fy, iz;gDr ekudksaygh igkbgklLihM Mkmu fyad iSdsV



Ya,p,IMhih,% mPprigarj.k vkSj {kerk iznku djus okyk eksckby VsyhQksul
izksVksdkWy gSA ;fn vkids' e cKiksQksniyC/k gS rks vki vius QKsu ij ¢

LihM baVjusV dusD'ku ysusk&& fiyh V665 ( dsusfDViodkibCld] Idrs
gSaA

okbeS3mlokbeSDI vkFkkZr oYMZ okbM bUVjvkijsfcfyVh QkW]j ekb@ksc
ekud gS ftls 'kgjksa vkSj ns'kksa ds fy, fofHkUu Ik/kuksa ds ek/;e Is eks

iznku djus ds fikbivifd;k x;k gSA okbh€Shat iz.kkyh gS ftlds varxZr dbZ

fdyksehVj vkrs gSa vkSj bls fo'ks"kdj ogka mi;ksx esa yk;k tkrk gS tg
bUVjusV ,Dlsl dk mi;ksx ugha fd;k tk Idrk gS] tgka ?kj ;k dk;kZy; ds nv

gksus dsidkj#@Nkuk dfBu gksrk gS ijarg baVjusV ,Dlsl dh vko';drk gksrh

okbZ&QkhakbZ&QkbZ ,di ykddfizgs ftlesa dEI;wV] ;k eksckby Qksu

bysDVakfuglp j eBaNgkbZ LihM baVjusV dusD'ku Ifgr fdlh us/pdZ] ij csrk;
dk vknku iznkla fd:ldrk gSA okbZ&QIBIE IiZky dEI;wVj] LekVZ Qksu] oh

xse dUlksy vkfn dks baVjusV tSls usVodZ fjlkslZ Is ok;j ysl ,DIsl lokbZz
lk/ku Is dusDV fd;k tk Idrk gSA okbZ&QkbZ dk iz;ksx ogka fd;k tkrk gS

baVius® U Gb dsdy |} wha fcNk;k tk Idrk gS YatSls igjkus Hkou] ck

okbZ&QkbZ dk mi;ksx ogka Hkh fd;k tk ldrk gS tgka iz;ksDrk dks lpy dt
gksrh gSA

okbZ&QkbZ dusfDVfoVh dk mi;ksx ?kj rFkk dk;kZy;ksa] dk\Wiyst rFkk Ld

ORA Hi )80 @[ ds fy, fo'ks"k :i Is fd;k tkrk gSA 'kkWfiax ekWy] dkWQ}
fu%'kqYd ;k 'kqYd ij vius xzkgdksa dks baVjusV ds fy, okbZ&Qkbz ,Dlsl

baVjus\ij Earj.k

E ) ®arj.k vkSj baVjusV ds ckjs esa dkisla diidkgobiBckr ij vk'p;Z ugha
ggvk fd fdl izdkj fo'o ds ,d dksus esa cSBdj fdlh vU; nwjLFk LFkku Is
tkudkjh dgN gh IsdaM esa dSls fey ikrh gS

lk/kkj.k 'kCnksa esa] vkb, e Jpkarfdsc i"B dk D;k gksrkug¥ tc bls b:
ij varfjr fd;k tkrk gS%

1 E) 8kd @) @kakj ds VgdM+ksa esa riditdigiktky 8lgsa



1 izR;38dsV eggssMksM+k tkrk gS tks ;g crkrk gS fd MsVk dgka Is vk;
leklr gksuk plf&) ;g vU; iSdsVksa ds IkFk dgka ij fQV gksrk gSA

1 izR;sd iSdsV dEl;wVj Is dEI;wV] dks rc rd Hkstk tkrkxg8Xc rd mls
ugha feyrkA ekxZ esa izR;sd dEI,WNpiSas¥Z; ysridgi@d Hkstk
tk,A IHkh iSdsVksa dk ekxZ ,d gligtka gvko';d

1 xarO; ij iISdsVlitkbqgksrh gSA ;fn dksbZ iSdsV yqglr ;k {kfrxzLr gks t
iqu%atgdens'k Hkstk tkrk gSA ;g rc rd tkjh jgrk gS tc rd IHKkh iSds\
;1 esa izklr ugha gks tkrs gSaA

1 vc iSdsV~I dks muds BwsEceséd;k tkrk gSA ;g Ic dgN&Gh
" &( esafd;k tkrk gSA

baVjug¥ T djuids fy, vkidks ,d Ifd; baVjusV dusD'ku pkfg,A blds

vkidks viuh t:jrksa ds vuqglkj baVjusV dusD'ku ;kstuk ICI@kbc djus Is ig)
fopkj djuk gksxkA bl vH;kl gsih[kkaxs fd baVjusV dusD'ku dk p;u fdl iz
djuk pkfg,A

dgN IkekU; iz'u tks vkidks fu.kZ; ysupossgIdgkirk djsaxs
1 bl dusD'ku dks ysus dk mis'; D;k gS
D;k vki dusfDVfoVh dk mi;ksx fu;fer :i Is djsaxs
vki izfrekg vkSlru f8rukikmuyksM djsaxs

vkids {ks= fo'ks"k esa dkSu Is izkS|ksfxdh miyC/k gS
baVjusV Isok iznkrk Is dkSu&dkSu Is lyku miyC/k gks Idrs gSa
1 D;k pqus x, lyku ds fy, dksbZ lhek ;k dSp fu/kkZfjr gS

fofHkUu ICIf@I'ku lyku dh rqyukrkdglie wkaSdrk ds vuqlkj vugeku vkS;j
fo'ys"k.k ds fy, fuEufyflkr rkfydk mi;ksx djsaA

1
T
1 vkidks fdruh LihM pkfg,
T
T

3th

vkbZ lih ;kstuk dk uk MkmuyksML MkmuyksM fu%'kqYd e




Mh,ly

vkbZ lih ;kstuk dk uk MkmuyksML MkmuyksM fu%'kqYd e

dscy baVjusV

vkbZ lih ;kstuk dk uk MkmuyksML MkmuyksM fu%'kqYd e

okbeSDI

vkbZ lih ;kstuk dk uk MkmuyksML MkmuyksM fu%'kqYd e

okbZ&®kbZ T >djuids fy, vkidks ,d Ifd; baVjusV dusD'ku;qDr ,Dlsl lokk

vko';drk gksxhA lkekU; rkS;j ij tc vki baVjusV dusD'ku ICIdkbc djrs gSa |
iznkrk vkidks ,d okbZ QkbZ jkmVj [kjhnus ;k fdjk, ij ysus dk fodYi nsrk
dusfDVfoVh |kidu akbZ QkbZ dusfDVfoVh nksuksa ds :i esa dke dj Id
usVodZ dh IsfVax ds fy, rduhdh fo'ks"kKrk dh vko';drk gksrh gS] rFkkf

mi;ksx ds fy, rS;kj IsV vi fd, x, ,Dlsl lokbaZV Is dusDV djdp okb2&QkbZ

dj Idrs gSaAdilwViksa esa ftuesa foaMks ,Dlin gS] fuEufyflkr izf@;k
miyC/k ok;jysl usVodksZa dks ns[k Idrs gSaA

1 flLVe Vas esa ok;jysl vkodkWu ij jkb\NOfy diggsl vigSibgd
djsa Yfp= 10%

Disable
Status
Repar

I View Availzble Wirsless Networks
Change Windows Frewall settings

Open Network Connactions

= by~ B0E uosPM

Figure

170:
fo= 10

foaMks ,DIlih miyC/k okbZ&QkbZ usVodksZa dh lwph iznf'kZr djsxk vki |
dk p;u dj Idrs gSaA lwph esa iznf'kZr uke ij Mcy fDyd djds p;u djsA
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Figure

Note: You may be prompted to ente r a password if the selected network is secure.
You will receive a confirmation that you are connected to a wireless network. Now
the system is ready to be used for network related applications such as Firefox,
Chrome, Skype, etc.

}I'O:
=11
fVIi.k#o ;fn p;u fd;k x;k usVodZz lgjf{kr Y4flD;ksMZ¥2 gS rks vkidks ikloMZ

tk,XkA vkidks ;g igf*V izklr gksxh fdokkjys$rkjusVodZ Is tgM+s gSA vc
usVodZ Is tgM+s ,lyhds'ku tSls Qk;j QkWDI] @kse] Ldkbi]g&# iz;ksx dju

vH;kl%
fuEufyflkr fg;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.
u dj ysa %

De la f@;kdyki

1 | vkids 'kgj esa miyC/k fdlh 3 baVjusV Isok iznkrkvks
dusfDVfoVh ds izdkj LihM vkSj izékldj$Shk3jvpuldh
djsa rFkk ;g crk,a fd dkSu lk baVjusV Isok iznkrK Icls

ewY:kadu %

. fiDr LFkkuksa dh iwfrZ dhft, %

1 URB®W,y, u¥ dk iwjk uke gS &8&8&&& A



2 rkj baVjusV dusfDVfoVh dh rhu izdkj &&&&& | &&&&& VKS] &&&S&

3 rhuizdkj ds csrkj baVjusV dusfDVfoVh gSa &&&&&&] &&&&& VKS]
. fuEBufyf[kr iz uksa dk makj nseé

1 usVofdZax dh ifiHRk"kk D;k gS

2 usVofdZax ds Dtk ykHk gSa

3 fHkUué&fHkUu izdkj dh usVofdZax dkSu&dkSu Ih gSa

4 UB®R,y, u”2 BERMCY;w,,u¥2 ahfd;k[;k
|I= 3%Rdky lans'k Ysbal VsUV eSlsftax’z dk ifjp;

izklafxd tkudkjh

rRdky lans'k baVjusV ij fd, tkus okys lapkj dk ,d :i esa ftlesa izs"kd dk
lans'k rgjar gh izkirdrkZ dks feykdkkkgErdkyf/ lans'k BT Qaky

#1 ) NvkiN;s pSV] ohfM;ks dkWfyax vkSj dkaYsaflax] MsLdVKWi

ekud VsDLV pSV djus dk fodYi gksrk gSA rRdky eslsftax IkwW{Vos;j dk
okf.kfT;d mi;ksx fd;k tkrk gSA bl I= esa vkidks rRdky eSlsftax dh lad®

eSlsftadtkmaV I'ftr djus ds dne]evkgjeSIsftax kWY Vos;j ds IkFk dk;Z djus
ckjs esa crk;k tk,xkA

bz&exy} O| vrkilky eSlsftax rR{k.k gksrk gS vkSj blesa Hkkx ysus

IkFREFkK izKklr gksrk gSA dgN rRdky lans'k kWqVos;j ykWx vkWu u gk
lans'k fn[kkrs gSaA bUgsa "vkWQ ykbu** lans'k dgk tkrk gSA

vkWfM;k]s ohfM:ks pSV ;k dkUYsflax esa mi:ksx ds fy, vkidks ekb@ks
rFkk osckd@aih t:jr gksxh ftlls iz;ksDrk ,d&nwiljs ds IkFk ckr dj Ids vkS;j
ldsaA

rRdky lans'k dh eq[; fo'ks"krk,a fuEufyflkr gSa%

1 VsDLV lans'k ,d ;k vi/kd O;fDr;ks adks Hksts tk Idrs gSa Y4,l,e,l dh
T vkWiM;ks dkWiyasfika) dkU

T ohfM;ks dkfgakgsaflaxA

1 Qkby varj.k “aMkWD;gesaV] LizsM'khV] vkfM;ks Qkbysa] ohfM;ks



T

lans'k bfrgkl ¥4sHkkoh lanHkZ ds fy, eSlst Iso djuk’z

rRdky lans'k vdkmaV

,d&nwljs dks lans'k Hkstus okys izfrHkkfx;ksa dks leku ridyukans'k IkwW
gks@rRdky lans'’k IkWiVos;j dk iz;ksx djus ds fy, iz;ksDrk ds ikl ekU; |
gksuk pkfg,A

rRdky lans'k vdkmaV QkeszZV dh n'f'V Is fHkUu&fHkUu gksrs gS] dgN
;kgw eSlsatj] foaMks ykbo eSlsatj WikinZ&\é sig akcalkkisstsdjrs gSa rks Ldl
tSls IkW{Vos;j esa ekud ukeksa dk iz;ksx fd;k tkrk gSA

rRdky lans'k Isok,a
rRdky lans'k kW{VVos;j nks izdWdytisiglkarslgdjgvkSj osc vk/kkfjr

l

= =2 =2 =4 A A

= =4 =2

ll

Jlyhds'ku vk/kkfjr rRdky lans'k IkWVogjiislks; RkmugksiE | wVj ij
LFKkfir fd;k tkrk gSA dgN yksdfiz; rRdky lans'k IkwW{Vos;] gS%
xgxy VkEdogle Talk)

;kgw eS{¥aiinoo Messanger)

Ldkb{Skype)

foaMigkbo eSlgatindows live Messanger)

fifMQ cksy] ¢Rédiff Bol)

osc vk/kkfjr rRdkg'k IkW{Vos;j dks baVjusV ,Dllyksjj] eksftyk Qk;j (
@kse vkfn tSls czkmtjksa dR mijksdjdk Idrk gSRIN yksdfiz;
osc vk/kkfjr rRdky lans'k kW{Vos;j gSa%

ehckgleebo)

osc ds fy, ;kgw @Sikalp Messanger)
,e,l,u 0seeSIsdlISN Web Messanger)
vkbZ,evks] NRiD)

rRdky lans'k vdkmaV dk |'tu
bl vH;kl esa vki xgxy VKWd dk mi;ksx djrs gq, rRdky lans'dvdkmaV dk I



xgxy VKWd ,d rRdky lans'k Isok gS tks xgxy bad }kjk fodflr fd, x, ikB vk
lapkj mC/k djkrk gSA xgxy VkexdotikMrks dkWy djasywkSkWiIDI Is
viMsV~I ns[kus ds fy, fd;k tkrk gSA

xgxy VkKWd fu%'kqYd gS vkSj ,lyhds'ku vk/kkfjr %aiz;ksDrk dks xgxy V
Jlyhds'ku dks vius MsLdVkWi] eksckkiir ;@jyiSiyhank @S&-L\HKS] osc vk/kk
Yaiz;ksDrk vius th&esy Wgkma\dpsads ckn czkmtj ds ek/;e Is bldk iz;ks
dj Idrs gSaYz gksrs gSaA

vki xgxy VKWd dks 'kq: djsa blds fy, vkids ikl thesy vdkmaV gksuk vk

th&esy vdkmaV cukus ldi inetkgSA bl vH;kl esa vki xgxy VkWd dk mi
djuk Ih[ksaxsA

fVIi.kBo bl vH;kl Is igys vkigkisgoogle.com/talk,lyhds'ku MkmuyksM djds
LFkKfir djuk gksxkA

xgxy VkwWd dks vkjaHk djuk

1 xgxy VKWd vkjaHk ditvdaigitgizicy Vireaky VEMBYd djsaA
T vki MsLAVKWi ij xaxy VKWd vkWI'ku ij Mcy fDyd Hkh dj Idrs gSaA
Google Talk -
Settings |Halp
www. google.com /talk ta k> ;

® Demo Leam

\ X

@ learn.demo2

+Add View ¥
fo=
fo=12

RANPlz O AE %N ARl | Rz G4 Qb } N3y laidZ YadkaUVsDVIY2 dh Iw
gksuh pkfig,vkids ikl dksbZ dkaVsDV ugha ¢&es/ wdkmad/ dks buokb\
Hidjtvius laidZ lwph esa 'kkfey dj Idrs gSaA

;fn vkids ikl igys Is gh dksbZ th&esy vdkmaV ugha gS rks vki u;k th&e
|drs gSaA

vius xgxy VkKWd vdkma\Jgsalktfukax


http://google.com/

xgxy VkWd dk mi;ksx djus ds fy, vkidks vius vdkmaV fooj.k Is Ikbu bu djt

vius xgxy Vkd vdkmaV esa |kbfuax bu ds i'pkr~ vkidks uhps iznf'kZr fd,
foaMks fn[kkbZ nsxhA VkWd ,lyhds'ku iz;ksx ds fy, rS;kj gSA

Goojjle Talk ¢ 1
Settings IHelo
tcl
ADemo Learn
Available
X
Alearn.derno2
Available L2 J
I'+Add i[View ]
}:0:
fo=13
vH; k1%

fuEufyflkr fd;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.
u dj ysa %

De la f@:kdyki

1 | vki xgxy VKWd esa |kbu&bu djuk In[k pgds gSaA Vv
djrs gq, lkbfuax vkmV vkS;j Ikbfuax cSd djus dk iz;kl

ewY:kadu %
l. fiDr LFkkuksa dh iwfrZ dhft,%

1 &&&&& baVijusV ij miyC/k lapkj dk ,d :i gS tks izs"kd Is izklrdrk
vk/kkflans'kksa dk rRdky ikjs"k.k iznku djrk gS A

2 vkWIM:ks vkSj ohfM:ks dkaaYsaflax ds fy, &&&&& vkSj &&&&& d
. fuEufyflkr zdk mWidkgnaa %

1 fdlh ikap ,lyhds'ku vk/kkfjr rRdky lans'k IkW{WVos;j ds uke crk,a

2 rRdky lans'k Is vki Drk gSa
|I= 49%dlh laidZ:dkad¥s B¥kepStVax & xgxy VkWd
izklafxd tkudkjh

bl I= esa vki viuh laidZ Iwph esa igys Is gh tksM+s X, laidZ ds IkFk pSV c



1 tc Hkh laidZ lwph esa 'kkfey vkidks dksbZ fe= vkWuykbu gksrk g
n'kk, vuqglkj gjs jax ds MKWV ds IkFk ns[ksaxsA

Goojjle Talk ¢ 1
Settings IHelo
tcl

ADemo Learn

Available

Alearn.derno2

T
/I’():
fo= 14

1 vki laidZ ij Mcy fDyd djds rRdky VsDLV pS¥kjaiAk'kdjHéssugSaA
uhps n'kkX,5 waplkj ,d foaMks fn[kkbZ nsxkMWNKi agsDiavis'k VKbi
djds{ w&@nck nsaxs( nwlijk O;fDr VsDLV lans'k ns[ksxk vkS;j vkic
nsxkA

T vkxs c<+dj viuh d{kk ds IkfFk:ksa dk laidZ kikk o4 djsgpmuds

3 — |
@ leamn.deino2@ gmail.com -
L Send wvoicemail Call
Demo: | am fine, Thank you, How about
you?
leam.demeo2: | am doing Good
VWhat time can we go for lunch?

Demo: | PM should be fine

learm.demo2: Graatl, we will meet at 1

flb:
fo=15
pSfVax ds IkekU; fu;e vkSj f'k"Vkpkj gksrs gSaA ;s yxHkx ogh gSa tks b



1 lans'kksa dks laf{klr vkSj fo"k;xr gksuk pkfg,A

1 ;fn vkidk ifjp; L&hu ds uke Is irk u py iknkiugksikkds viuk ifjp;
nsaA

91 ges'kk Icls igys ;g iwNs fd D;k vU; O;fDr ds ikl pSV ds fy, le; gS
vkidh ckr fdruh gh egRoiw.kZ D;ksa u gk iikszétyankz Bhtlr<ax
Is ugha ysxkA

1 O;kolkf;d okrkopkiegafu/kkZfjr dj ysa fd vkkfd| ppkZ djuk pkgrs
gSaA

1 vius lans'kksa dks vijdsl esa Vkbi djuk v'kksHkuh; ekuk tkrk gS &
cggr vi/kd vk@ked gksus ds leku ekuk tkrk gSA

 yksxksa dks mUKj nsus ds fy, le; nsa & fdlh izklrdrkZ Is mUkj feyt
cggr Is izZuHksts ;g ckrphiCs ivINrkN yxrk gSA

1 tgak rd laHko gks ftl O;fDr ds IkFk vki laizs"k.k dj jgs gS mls iwjk /
dsoy |IEeku dk |ksrd gS] ijarg ;fn cgqr Ikjh ckrphr gksrh gS ;k vkidl
egiksa Is gV tkrk gS rks vki vU;<9Q;®izitér lagRkkv.kZ ckrksa ij /;ku L
ik,axs vkSj ckrphr dk lkjka'k xzg.k ugha dj ik,axsA

1 rRdky lans'k okrkzZyki dks leqfpr :i Is leklr djuk egRoiw.kZ gS & v
ldrs gSa fd ckrphr iwjh gks xbZ gS ijang kgpsA fiafdskki vkWQ
djds vU; dkeksa es ayx x, gks vkSj vU; O;fDr L@hu ij vkids vkSj lai
dj jgk gksA

th&esy i MBUGMAIL SETTING)

bl vH;kl esa vki osc czkmtjksa ds ek/;e Is th&esy vdkmaV dk mi;ksx d
lkFk pSV djuk lh[ksaxsA

vki th&esy vdkasaMkbfuakds i'pkr~ pSfVax Isokvksa dk Hkh mi;ksx dj |

th&esy vdkmaV mi;ksx djrs gq, ok;l pSV] VsDLV pSV vkfn djrs le; HKI
1zfd;k viukbZ tkrh gSA

,d ckj th&esy vdkni&buesa djus ds ckn uhpsin&kkZaaplkj czkmtj ds
vanj ckbZa vksj ;k nkbZa vksj fdlh ,d rjQ laidZ foaMks fn[kkbZ nsxkA
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;fn vki fdlh laidZ ds IkFk pSV djuk pkgrs gSa rks laidZ ds uke ij Mcy 1
vkidks uhps n'kk&, wglkj ,d ikwig[kkbZ nsxkA

learn.demo1 -7 X3

o v 24 More v

Prezs Enter to send your message

Figure
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will see a pop-up similar to the one displayed below.

® learn.demol - X
— | Y

' me: Hi

1 leam.demot: Hi i
me: How are you?
leam.demot: | am fine, Thank

| you, How about you?
me: | am doing Good

What time can we go for lunch?

learn.demot: 1 PM should be fine
me: Graat, we will meet at |

]‘Ib:
fo=18

vc vKki og lans'’k Mk vkjaHk dj Idrs gSa tks vki Hkstuk pkgrs gSa vkS
vkids pSV dk mUkj nsus esa {ke gksuk pkfg,A

kgw ij pSIY&AHOO CHATTING)

,d vkbZ @M-Instant Messanger) |kW{Vos;j dk mi;ksx lh[kus ds ckn vki vl
Ak o6 EwA & IERK Zksx @juk pkgsaxsA bl vH;kl esa vki ;kgw eSlsat
fy, ,d rRdky lans'k vdkmaV [I'ftr djsaxsA

fVIi.kBo vkidks bl vH;kl Istipudd messenger.yahoo.com/downlotsl ;kgw
eSalstj ,Ilyhds'ku Mkmgykd\Fkiéls djus dh vko';drk gks Idrh gSA

kg@BRA@dk iz;ksx vkjaHk djus Is igys ,d ;kgw esy vdkmaV dh Hkh t:jr

vkids ikl igys Is gh ;kgw esy vdkmaV ugha gS rks vki u;k ;kgw esy vdkr
fy, fcYM#& fodYi dk Igkjk ys Idrs gSaA



vkids ikl pSV ds fy, miyC/k laidZ gksuk pkfg,A ;fn vkids ikl dksbZ laidZ
A6 EwA buokbWraO wsHkgtdj muds ;kgw esy vdkmaV dks viuh laic
esa tksM+ Idrs gSaA

fV1i.k#o ;fn vki vU; Izksr tSksliekB®/ vkméggRl]itte Okfrlls laidksZa dks
bEiksVZ djuk pkgrs gSa rks vki bEiksVZ fodYi ¥avkWI'kuYz dk iz;ksx dj Ic

;kgw eSalsatj dk mi;ksx djus ds ckn vki fdlh osc czkmtj ds ek/;e Is ;kgw
iz;ksx djrs gq, vius IgikBh dgljKBkspfsaA

vki ,e,l,u] fifiMQ] flQh] vkfn tSlh vU; pSV Isokvksa ds iz;ksx ds fy, Hkh iz
gSa blds fy, vkSj vf/kd tkudkjh ysus rFkk MkmuyksM djus vkSj IkW{Vo
fy, lacaf/kr osc IkbVksa ij tkuk gksxkA

vH; k1%
fuEufyflkr 1@d;ktksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus esa iw.kZ
u dj ysa%

Je la f@;kdyki

1 |viuh laidZ Iwph esa vkSj laidksZa dks tksM+s vkSj
djsaA

2 | foaMks ykbo eSlsatj] fifMQ] flQh eSlsatj MkmuyksN
vdkmaV [I'ftr djsaA

ewY:kadu %

fuEBufyf[kr iz uksa dk makj nsa%
1 baVjusV ij pSfVax djus ds dksbZ 3 fu;e\kSj f'’k"Vkpkj crk,a

2 rRdky lans'k ¥apSVY2 [kW{Vos;jksa ritki izigkikijursvite'firk,a D;k g$
\

|I= 5%sc i "B dk I'tu vkSj izdk'ku & CykWx
izklafxd tkudkjh

CykWx ,d ppkZ dh lkbV gS ftldk mi;ksx xSj&rduhdh Y4;k rduhdhz iz;ksD
osc i "B rS;kj djus ds fy, fd;k tkrk gSA CykWx ,d vkW ijidkafrilgksrivMgSh
vkSj bldk iz;ksx djuk ljy gksrk gSA



vki fdlh 2kVAK] Y]i[kej] leh{kk vkin ds ckjs esa vius lans'k laizsf'kr djus d

dk mi;ksx dj Idrs gQaliOykwku czkmtj dh Igk;rk Is fd;k tkrk gS vkS;j blds
Ifd; baVjusV dusD'ku dk gksuk vko';d gSA vki vkWQ ykbu CykWx IKWY{
igys fo"k;&oLrq rS;kj dj Idrs gSa vkSj Ifd; hawjus¥jkkisDikekn esa ml
fo"k;&oLrqg dks izpkitergbaA

slh ISdM+ksa g% 'k Y ds@yRWhiyC/k dikrh gSA dabyigRadfiz:
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www.WordPress.com
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www.blogsome.com

CykWx vdkmaiukftr
bl I= esa] vki oMZ izsl esa CykWx vdkamV I ftr djus dk rjhdk Ih[ksaxsA

oMZ izsl ,d fu%'kqYd osc IkbV gS ftlesa vki lagnj osclkbV ;k Cykwd [ fti
izsl esa fdlh CykWx dks iz;ksDrk dh vko';drkuglkj fMtkbu djg&sg&rqg ~“Fkh
gSA "FKhEP* CykWx ;k osc i "B dks vkd"kZd cukrs gSaA

E e

f CykWx dk iz;ksx djus Is igy<CykidkiknthV dh vko';drk gksxhA ,slk

vdkmaV I'ftr ds fy, vkidks ,d osc czkmtj vkSj ,d baVjusV dusD'ku d!
gksxhA

91 osc czkmtj dks [kksysaA
1 ,Masl ckj kjttp:/sigrup.wordpress.com/signupkbi djsaA blds ckn vki ,d

i "B ij tk,axs ftlesa CykWd ,Ma3sl] ;wtjuse] ikloMZ] bZ esy ,Mas| vkS
gksaxhA

1 CykWRshids vius oMZ izsl CykWx ds fy, vf}rh; ,M2s| nsuk gksxkA
gS ftls viyksx vkids CykWx dks ns[kus ds fy, iz;ksx djsaxsA

1 ;wtjus® bl CykWx ds izca/ku ds fy, vkidks ,d ;wtjuse pquuk gksxkA
1 ikloM% vius oMZ izsl CykWx dks dfBu ikloMZ Is Iqgjf{kr cukuk vR;f/

vij dsl vkSj yksvjdsl ds v{kjksa vkSj laqiSrkseal ke ve$fkdj cuk;k x;k
ikloMZ i;kZIr etcwr jgsxkA vkidks nks ckj ikloMZ dks ,UV] djuk gksx



1 bz&esy ¥2gjka ij vki viuk bZ&esy ,M3sl nsaA tc vki "M@,V CykW.
djrs gSa rks mlds ckn oMZizsl }kjk vkidks ,d M, fDVos'ku fyad** Hks

1 Hk&kki nh xbZ Hkk"kkvksa dhde/ph esdn Isiklykkak p;usdj Id
gSaA

1 "3,V CyKhedte Blog) ij fDyd djsaA

,Slk djus ds ckn vkidks viuk Cykx vdkmaV [f@; cukus ds fy, ,d bZ&esy
vki ml b2&y dks [kksysa vkSj M, fDVos'ku fyad** ij fDyd djsaA vkids }kjk

\\"

Your account 1s now active!

Figure

fDyd fd, tkus ds ckn vkidks vkityk@lilidhzaV/ ij iqufuZfnZ"V dj fn;k tk,xk tgk
vkidks uhps n'kkZ, vuglkj ,d osc i "B fn[kkbZ nsxkA

fo=
fo=19
vc CykWx iz;ksx ds fy, rS;kj gSA vkidks vius CykWx dk ,Mas]| fn;k tk,xk t
ds o0sc iRk fyadsj Mcy fDydkdkldEs, ga vkkpkkosc czkmtj es:
dks gkFk Is Vkbi dj Idrs gSaA bu nksuksa esa Is fultbvki khudkG/kNéxfd, tk
ds gksedgtx ThE ij iggap tk,axsA



vkids }kjk CykWx rS;kj dj fy, tkus ij vkidks misfe*kr&otdpakdgksxk] ftls
vki pkgrs gSa fd vU; yksx ns[k ldsaA ;g izf@;k fo"k;&oLrqg dh iksfLVax dh

1 iksLV I'ftr djus dsbyy ik¢New Post) ij fDyd djsaA uhps n'kkZ, X,
fp= dh Hkkafr ,d foaMks [kgysxhA

m A Vorte o Post » Tidw (ectonel) @ et e

8 PostoProto
HALimiEEIsiBIS 8iglt D08

[B) Posta e
66 Posta Gucte

f Post & Lk

Figure 20

]‘Ib:
fo=20
1 'kh"k#dvkidks vius iksLV ds fy, ,d 'kh"kZd Hkh iznku djuk gksxkA
dk p;u djsa tks bl iksLV dkq[;gksA mnkgj.k ds fy,] “folky; dk
okf"kZd fnol lekjksg 2012**A

fip VsDLV ckWDI dk iz;ksx djrs gq, vki midiodkj&e ghdltdsa vki vU;
yksxksa dks i<+kuk pkgrs gSaA

vkids }kjk Vkbfiax leklr dj fy, tkus ds i'pkr~ vkidks iksLV dks ifCy'k djuk
nwljs Hkh mls ns[k IdsaA viuh fo"k;&oLrq dkECiykykstiisidis Ty,

post( ij fDyd djsaA iksLV dks ns[kus ds fy, vki osc czkmtj ds ,MaSI ckj

Vkbi dj Idrs gSaA vkidks iksLV ds IkFk gh vkidk CykWx Hkh fn[kkbZ nsx
gSY2A
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My First Post! (oo )
e Recent Posts
I am learning how to blog and this is my first post : m:::
T will use this blog to help othes for learning about blogs M::k
1 32

vki oMZizsl esa miyC/k fodYiksa dk iz;ksx djrs gq, QksVks] ohfM;ks vkf
vki vU; O;fDr;ksa }kjk ifCy'k fd, x, iksLVksa ij fVIi.kh Hkh dj Idrs gSaA |
djus dk fodYi iksLV ds var esa miyC/k gksrk gSAWdybsadnshds fy, C

yho , filykbZ vkfn fodYiksa dks ns[ksaA mnkgj.k ds fy,] oMZizsl esa fVIi

ds uhps fLFkr gksrk gS rFkk ml iyfg[kKlgkisdd g&v& a reply)

Leave a Reply

Figure

fp:
fo=22

f VsDLV ckW[HvE desaV-gega] iksLV ds ckjs esa viuh fVIif.k;ka VKb



1 bz&ésyist{kr2 QhYM esa] viuk bZ&esy ,M3SI Vkbi djsaA
1 uke Yavisf{kr’z QhYM esa] viuk uke Vkbi djsaA
1 osclkdkdhYM esa] vki vius CykWd ,MaSI dks VkbBt4j Idrs gSa ¥20Sdf

1 fVIi.kh {ks= esa vius fooj.kksa dks Vkbi djus ds mijkariksUgsa Hkyr
desgV¥Dyd djsaA

iksLV desaV dks fDyd dj ysus ds mijkar] vki viuh fVli.kh ds IkFk ml Cyk
Yabls uhps n'kkZ;k x;k gSAY2

Learndemo?2 says: Your
comment is awaiting moderation.

September 19, 2012 at 2:54 am

Nice!
| am also new to blog. Please help me to know things about blog Thank
You

/I‘b:
=23
VvH:kl%

fuEufyflkr fd;kdykiksa dks rc rd nksgjkiki tmthiyéh djus esa iw.kZ fo'okl gl
u dj ysa %

Je la f@;kdyki

1 | vkius oMZizsl dk iz;ksx djrs gg, CykWx dks [|'ftr dju
djuk Ih[kk 48c vU; CykWx osclkbVksa tSls CykW;j
I"ftr dhft, rFkk muds IkFk dk;Z dhft,A

2 | fuEufyflkr ds fy, CykWx I"ftr dhft,%
1 folky; ds okf'kZd fnol lekjksg dh ?kks"k.kk
1 jDrnku f'kfoj

ewY;kadu %
fuEufyflkr iz'uksa ds mUKj nhft, %
1 CykWx ds mis'; dk 0.kZu dhft, A



2 dksbz 5 ,slh osclkbVsa crkb, tks CykWd Isok,a iznku djrh gSa A
3 osc ist vkS¢IkbV ds chp varj A

|I= 6 % vkWQ ykbu CykWx ,MhVj dk iz;ksx

izklafxd tkudkjh

;fn vkids ikl Ifd; baVjusV dusD'ku ugha gS] rks vki Cykwd ,lyhds'ku dl
CykWx [I'ftr dj Idrs gSa rFkk ml CykWx dks rc ifCy'k dj Idrs gSa tc baVj
miyC/k gksrh gSA

,Sls vusd fu%'kgYd vkWQ ykbu CykWx ,fMVj miyC/k gSa ftUgsa Mkmu
LFkkuh; dEI,WA/iksadjo;k tk Idrk gS] tSls %

1 D:;wekuk

1 foaMkst ykbo jkbVj

1 CykWxMsLd

bl vH;kl esa vki] ,d vkWQykbu CykWx ,ixik§>xOcyuékiilfkdlaxsA D;wekuk
fu%'kqYd CykWx ,lyhds'ku gS tks iz;ksx djus esa vR;ar ljy vkSj vkiku ¢
D;wekuk dk iz;ksx Ih[ksaxsA

fVIi.ktb O 34 D,wekuk Mkmuyk&kifasal Vky djus dhghksxftA D;wekuk

dk&ww.qumana.cord S MkmuyksM fa;k tk ldrk gSA balL VkWYy gks tkus ds 1
dks eSust djus ds 1y, izksxzkieltkkg& &8k a)

D;wekuk dks ykap djuk
1 D;wekidk ykapséhiuly, fDyd djsh\kizR ss@keeirkvekukA

1 vki D;wekitbdkWu ij Mcy fDyd ldkd gipa] ;fn ;g vkids MsLAVkWi ij
miyC/k gSA



Add Blog Wizard b x|

Auto Configure

Enter your blog's URL and then click "Next",

Qumana will try to find out the required configuration information,
ie: http://blog.qumana,com

Next firiie I Cancel
Figure
}fo:
fo=24

D;wekuk dk iz;ksx djus ds fy, vkidks ,d pkyw CykWx ,dkamV dh vko';drk
esa] vki D;wekuk ds IKFk vius foleku oMZizsl ,itkksaXsék vijgsoifikzs|

CykWx ds ,MaSl| dks (sDItysa rFRKDYd djsaA
1 ykWx bu foaMks izdV gksxhA vkidks vius oMZizsl vdkmaV ds foo;.
;fn vki fdlh vU; CykWx Isok dk iz;ksx djuk pkgrs gSa] rks vkidks

fooj.k ,aVj djus gksaxsA osc ,MaS| QhYM esa oMZizsl CykWd ,NM
;wtjuse vkSj ikloMZ ,aVj djsaA

1 fDyd djgausBOi'KNext>Finish)

uhps n'kkZbZ xbZ foaMks ds g{é&xd foaMks izdV

| am learning how to blog and this is my first post.
| will use this blog to help othes tor learning about blogs.

If anyone nee :1s help about blogs. please leave a mess age.

Happy to Help! £
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Figure



fo=
fo=25
;fn vkids CykWx esa iksLV igys Is gh miyC/k gSa rks D;wekuk mu fo|ek
vkg | € WixnbxkA
iksLV I'ftr djus ds fy,]

eeeeeeeeeeeeeee

L}
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ifl

Figure

1 U;w ikisfDyd djsaA
 uhps n'kkZbZ xbZ foaMks diziékz ggksxioaMks
fo=
fo=26
ikt VkbVy QhYM esa iksLV ds fy, ‘kh'kZd ,aVj djsa rFkk ist VkbVYy c
IksL¥y Qyx gU; A
1 fDyd djsd®g'k ikal'YPublish Post(

ifCy'k iksIL¥Dyd djus ds mijkar] og iksLV vkids oMZizsl CykWx esa Lo
tk,xkA

ifCy'k fdx, %1 Ndks ns[kus ds fy,] osc czkmtj dks [kksysa rFkk viuk Cy
djsaA



vki vius CykWx dks vkd"kZd cukus ds fy, mlesa QksVks vFkok fp= Hkh
y ON| %I N % «kAsS % bpyl- TleUxl %@

 ,lyhds'ku dh nkfguh vksj fLFkr bdsQvikiDkd/djsaA
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1 best vkbdkWu ij fDyd djus ij] fuEufyf[kr foaMks iznf'kZr gksxhA

|learningdemo 3 Imoge Previeg:
r No image loaded

Location 11

Basic | Advanced

Wrapping Style fi

Vi
None Right

|1

LeFt

Bottom ‘

Upload st Insert Insert Cancel

Top

 ml best dks <wa<uogkdgtipyd djsa ftls vkiAged/ifCy'k djuk pkgrs
gSaA

T ~czkmt* dks fDyd djus ij] czkmt foaMksyizdykgkbxih ftkas okyh

best dks <wa<us esa leFkZ gksaxsA tc vkiyiieM akSy;hpalyysa]
fDyd djsaA

1 ifCy'k iks|iDyd djsaA



fp= ds IkFk ifCy'k dh xkdLfafldks ns[kus ds fy, osc czkmtj [kksysa rFkk v
,M2S| Vkbi djsaA

vc fofHkUu CykWx ,MaSlksa dk iz;:ksx djr&gtilsoabyksvy kb geoi/i]
CykWx MsLd vkfn dk iz;ksx djus dk iz;kl djsaA
vH:kl%

fuEufyflkr 1d;kdykiksa dikksgjkt, tc rd fd vki mUgsa djus esa iw.kZ fo'okl
u dj ysa %

Je la f@;kdyki
1 | fofHkUu vkWQykbu CykWx ,fMVijksa dks Mkmuyks

ewY;kadu %
fuEufyflkr iz'uksa ds mUKj nsa %
1 vkWQykbu CykWx ,fMV] ds iz;kstu dk 0.kZu djsa A
2 fdUgha ikap vkWQykbu CkyWx ,fMVjksa ds uke crk,a A
|=7 % vkWuykbu V&katsD'ku
izklafxd tkudkjh

vkWuykbu 'kkWfiax bysDVakWfud okf.kT; dh Hkkafr gS tgka xzkgd ba\
csp ldrs gSaA xzkgdksa dks fdlh fodsrk WkSjdsotlkdaZdsLigvkisEd;
baVjusV dusD'ku j[kuk vko';d gSA xzkgd @sfMV] MsfoV dkMZ dk iz;ksx
cSafdax ds ek/;e Is vkWuykbu Hkqgxrku Hkh dj Idrs gSaA

fuEufyflkr ififfLFkfr;ksa esa vkWuykbu 'kkWfiax mi;ksxh gksrh gS%

1 tc fdlh xzkgd 6L Vksj esa tkus ds fy, i;kZIr le; ugha gksrk gSA
1 LVksj rd tkuk vkWuykbu Ikeku [kjhnus dh rqyuk esa vf/kd egaxk gk

1 dksbZ mRikn vFkok Isok tks LFkkuh; cktkj esa miyC/k ugha gksrh
jgrh gSA

dqgN yksdfiz; vkWuykboseldaisa'kg$Sa%o
1 vkbzvkjlhVhih] gokbZ tgkt rFkk Vasu dh fVdVksa dks cqd djus ds fy



1 fyidkVZ] miHkksDrk mRikn [kjhnus ds fy, vkWuykbu 'kkWfiax iksV
1 bz&cs] oLrgvksa dks cspus vkSj [kjhnus ds fy, vk Wuykbu iksVZyA

1 jsMcl] cl dh fVdVsgqusodsl fgl, vkWuykbu iksVZyA

vkWuykbu VakatsD'ku djus ds fy, vkidks ,d osc czkmtj rFkk ,d If@d; baVj
vko';,drk gksrh gSA dgN ekeyksa esa] tgka [kjhnnkjh 'kkfey gS] vkidks ,c
dkMZ vFkok vkWuykbu cSafdax liksu¥ gih fillsoydik cSafdax ICIf@I'ku c
tkrk gSA dgN osclkbVsa rks IhvksMh ¥dS'k vkWu fMyhojhYz dh Igfo/k

iz;ksDrk mUgsaokRitk d&kzkir gksus s le; e O3 T y ifyyy b C
Hkqgxrku djrs gSaA

R & U O Wk ieksx djrs gg, vkWuykbu VakatsD'ku
bl Hkkx esd} ¥kU O Wk i&ksx djrs gg, vkWuykbu VakatsD'ku djuk Ih[ksax:

Ré& UO¥%g #dNVuykbu LVksj gS] tgka vki vusd izdkj dh bysDVakWiut
,DIsljht] IMftVy dSejs] eksckby Qkslj.kkSis/iza¥ vkin [kjhn Idrs gSaA

R & U O 3dkdxsku ds vusd fodYi miyC/k djkrk gS] tSls @sfMV dkMZ] |
cSafdax] bZ&xV okmpj vkSj dS'k vkWu fMyhojhA

Ré& UOups Kkkk dk;Z djus ds fy, vkidks ,d osc czkmtj rFkk ,d If@; b:
dusD'kt @ko';drk gksxhA

9 fdlh Hkh czkmtj dks [kksysa tSls Qk;j QkWDI] @kse vFkok baVjusV

1 ,MaSI ckyvegaflipkart.comVkbi djsa vkSj ,aV] nck,a
uhps n'kkZ, x, fp= ds leku gh ,d osc ist iznf'kZr gksxk%
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! Ré& UOvdk Bzksx djrs gq, [kKjhnnkjh ds ysu&nsu djus ds fy,]
R & U O ygkmaV dks Ikbubu djuk gksxkA

1 osc ist ds 'kh"kZ ij Ikbu vi fyad dks <wa<s rFkk ml ij fDyd djsa] f
lkbuvi djus ds fy, uhps n'kkZbZ xbZ foaMks iznf'kZr gksxhA
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Figure 30
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1 bz&esy e@kidks viuk bZ&esy ,M23Sl iznku djuk gksxkA bZ&esy
vkidks mRiknksa ds izLrkoksa dh bZ&esy] okf.kfT;d bZ&esy Hkst

bz&esy ,M23S| dkRiz:ks® v.dknaV ds fWybu use ds :i esaa
{ #1 | O) Ud;k tk,kkA

1 ikloM% vkidks ,d etcwr ikloMZ nsrs gq, vius f{lyidkMZ ,dkmaV dks
gksxkA vkidks viuk ikloMZ nks ckj ,aVj djuk gksxkA

{1 lkbu viN} "ij fDyd djsaA
|Qyrkiwolkbuvi djus ds mijkar uhps rdsxekifehkdledks iznf'kZr gksxhA

All Categories
Books
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R & U O 3spabvusd fdLeksa ds mRikn mig®logkifirs<y S Otodisakr

fd;k tkrk gSA vki mi;gDr Js.kh esa tkdj mlls lacaf/kr mRikn ns[k Idrs gSa
fo'ks"k oLrq dk irk yxkus ds fy, IpZ fo'ks"krk dk iz;ksx dj ldrs gSaA mnk
vki fMftVy dSejk [kjhnuk pkgrs gSa rks vki IpZ ckWkbiedjiddMitySadSe;
rFkk IpZ fitYV foaMks Is fn[kk, tkus okys ekWMyksa esa Is dksbZ ,d pq
best ij fDyd djds Hkh viuh ilan dk ekWMy pg& Ells §SagerrkiyC/k
mRiknksa dh lwph dks Hkh czkmt dj |drs R&aA flglukgstiess dlksZd] ysi

ds mijkar ¢kbZ fRl} “fodYi dk iz;ksx djrs gg, ml mRikn dks [kjhn Idrs gS:



Hkgxrku djus Is igys ,d ;k vf/kd mRiknksa dks [kjhn Idrs gSaA [kjhnh tk
oLrg,a vkidks Hkgxrku djus Is iveol leh{kkatjitkd dh tk,axhA

W Cart(1) Digtal Cart (0) w

The ftam Sony Cybershot Dybershot DSC-SS000 Point & Sh.,. has been added 1 your shopping cart.
Your cart has 1 am now.

Rem Type Rem Description Price Quantity SubTetal
Camera Sory Cybershot Cybarshot Rerdie 1 Rs. 5300 Q

c‘ DSC-SS000 Poimt 8 Sh, Rs. 5300 Farge
| \ ) Move o wehint

(Free Soey 4 @ SO Card »

Carrying Case + Sony Battery
Charger )
Shipping: free
Grand Totak Rs, 5300
}I'O:
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R & U O aukWauykbu Hkagxrku ds fy, vusd fodYi miyC/k djkrk gSA Hkgxrk
djus ds fy, vki @sftMV dkMZ] MsfcV dkMZ] usV cSafddax{\dSkmkyVu fMy
dk iz;ksx dj Idrs gSaA blds fy, vkidks mfYyf[kr QhYMksa esa ;Fkk visf{k
gksaxs rFkk HkgxrkulpsDysl fgljuk gksxkA pqus x, fodYi ds ¥k/kKj ij]

foaMks Hkh iznf'kZr dh tk,xh rFkk vkWuykiols fisu&fidik akisl kvl qijuHkU
gks ldrh gSaA

dgN fo@srk YaosclkbVsays fd'rksa ij Hkgxrku djus ds izLrko Hkh djrh gS
vkSj Hkh vklku fodYi cu tkrk gSA Hkgxrku dh izf@; kuksakikSgkhudh i)fr;|
djus ds fy, osclkbV Hkgkgeudk voyksdu djsaA

jsy dh fvdVksa ds fy, vk Wuykbu ysu&nsu

bl [k.M esa vki vkbZvkjlhVVhih dk iz;ksx djrs gq, jsy dh fvdVsa cqd djus
ysu&nsu djuk lh[ksaxsA



bafM;u jsyos dSVfjax ,aM VwfjTe dkiksZjs'ku YavkbzZViginyslifddkd ,slk \
iz;ksx ;k=k dh fVdVksa dh cqgfdax ds fy, fd;k tkrk gSA

vkbZvkjlihvhih ds IkFk dk;Z djus ds fy,] vkidks ,d Ifd; baVjusV dusD'ku
,d osc czkmtj dk iz;ksx djus dh vko';drk gksxhA

1 dksbZ Hkh czkmtj [kksysa tSls Qk:j@RWDIy&kja vFkok baVj

1 ,M2SI| ckyvegairctc.co.inVKbi djsa r&¥Rck,aA
uhps n'kkZ, x, ist dh gh Hkkafr ,d ist iznf'’kZr gksxkA

Indian Railway Catering and Tourism Corporation Limited
( !lJ A Government of India Enterprise

Tow Packages Fllghts Hotels Tourist Train
ogn [ ers £ Upates a0 1
5 ol WV
Usemame hll.mm.m dmoﬂ om-oxvlosm aticles as SAVE
‘ part of thel luggage and also 1o desist Trom
Password smoking inthe frains. We cz
| tew payment Option IMPS (interbank Mobile 3 Lak
L Paymend Service) has been intr oduced for
SR || ket booking. -y
Forgol Password e Govicenn
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flb:
fo= 33

1 vkbzvkjlhVhih dk iz;ksx djrs gq, ysu&nsu djus ds fy, vkidks vk
[kkrs dks Ikbuvi djuk gksxkA

1 osc ist ds 'kh"kZ ij Ikbuvi fyad <wa<dj ml ij fDyd djsaA vkbZvkj
lkFk Ikbuvi djus ds fy, uhps n'kkbZ xbZ foaMks dsxieku gh foaMk

vkidks vkbzvkjlhVhih ds IkFk Ikbfuax vi ds fy, ,d osc ist ij jhMk;jsDV
t k, X k] tks uhps n kk?Z, X, fp= o
dks Hkjus ds fy, ekWuhV] esa n
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flb:
fo= 34

vkbZvkjlhVhih ds IkFk ykWu vkWu djus ds mijkar vki fVdVksa dh ¢

osclkbV dk iz;ksx dj Idrs gSaA vc rd vki izR;sd QhYM ds ckjs esa dk
gSaA vc vki bu fooj.kksa dkshkfidA xkRatdM Hkjs tkus vfuok;Z gSaA
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fo=4

tc vki "QkbaM*¥/fstlyd djrs gSa] rks IhVksa dh miyC/krk ds IkFk leL
Vasuksa dh Ilwph n'kkZbZ tkrh gS ¥ansflk, uhps fp=%
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vki izR;sd fnu ds fy, n'kkZbZ xbZ miyC/k fVvdVksa dh fLFkfr dks Hk
n'kkZ;k x;k gS¥%( tc vki viuh ;k=k ds fy, dksbzZ Igfo/kktud rkjh[k dks fu
gSa] rks vki osclkbV esa fn, x, vugns'kksa dk ikyu dgrg§gAfvVdVsa cqc

fVdV cqd dj ysus ds mijkar vkidks L@hu ij ml fVdV dh bysDVakWfud

nsxhA blds vykd¥lVdV vkidks bZ&esy ij Hkh Hksth tk,xh tks vkius Ikb
lathdj.k djrs gq, ntZ dh FkhA

VvH:kl%

fuEufyflkr fd;kdykiksa dks rc rd nkbsdgkiskitentJgsa djus esa iw.kZ fo'
gkfly u dj ysa %

De la f@:kdyki

1 | Tkaxyhwwijunglee.corr?] ;Kstdayatra.conv2 ds IKFk iat
dhft, rFkk vkWuykbu ysunsuksa dk vH;kl dhft,A

ewY;kadu %
fuEufyflkr iz'uksa ds mUKj nhft,%
1 vkWuykbu ysisé&ngiksa dk o.kZu dhft, A
2 vkWuykbu ysu&nsu djus okyh ikap osclkbVksa ds uke crkb, A

3 vkWuykbu ysu&nsu dk iz;ksx djus ds fy, fdUgha rhu Hkgxrku
crkb, A
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|I= 8 % baVjusV lgj{kk
izklafxd tkudkjh

baVjusV Iqgi{kk dEI;wV] Iqj{kk diksddkidkk .9& baVjusV Is lacaf/kr gS
blesa izk;% czkmt] dh Iqj{kk 'kkfey gksrh gS ijarg IkFk gh blesa u
IfEefyr gSA bldk mis'; baVjusV i fd, tkus okys /kks[kk/kM+h laca/kh c
ds fy, iz;ksx esa yk, thuelda/sFkk Igj{kk mik;ksa dks LFkkfir djuk g
lwpuk ds vknkué&iznku ds fy, ,d vigjf{kr ek/;e dk izfrfuf/kRo djrk g

QyLo:i ?kqliSB vFkok+i&ds[kitdximPp tksflke mRiUu gks tkrs gSaA

vkidks baVjusV lgj{kkavis/iiipckaikggS RkFkk ;g crkrk\ySykbu vkSj
baVjusV ysd&s &l izdkj lgjf{kr j[kk tk,A

gkykafd baVjusV ewY;oku tkudkjh vkSj euksja@i rigCkistjkrk gS]

vkWuykbu tksflkeksa ds dkj.k vkids dEI;wV| dks wikigikr ;i kthkdj nsrk
lgfuf'pr djuk gS fd vkidk ;wtjuse] ikloMZ @sftMV dkMZ vFkok vkWuykl
lgjf{kr jgsa D;ksafd muls NsM+NkM+ dh tk Idrh §8izkSxarudkkzksx
1kjk fd;k tk Idrk gSA dgN osclkbVsa iz;ksxdrkZ diokvdgetwVzkjr fd, fc

ekyos;j Hkh baLVkWYy dj nsrh gSa ftuds QyLo:i dEl;wV] {kfrxzLr vFkc
gSA

VKWuy kbu t ks f #pS\éLiwfQax vikfnit kg fady/ lesx |
ds izfr IgHks| gksus ds voljksa esa o'f) dj Idrs gSaA

vki JB izf@d;kvksa dk iz;ksx djrs gq, tksflkeksa dks de dj Idrs gSa
lkW1Vos;j] ,aVhLikbos;j IkW{Vos;j] Qk;jokWYI etcwr ikloMZ vkfn rFkk
tkudkjh ds ckjs esa Hkh tkx:drk dk izpkj&izlkj dj Idrs gSaA

lgj{kk ds fy, Js"B,&fd;k
,d etcwr ikloMIK iz;ksx djsa ftlds fy, ikloMZ dk I'tu djus ds fy, ,YQ
U;wesfjdy vkSjyfak@Rls la;kstu dk iz;ksx fd:k tk AdRAgB 34i

OJ b U Eirk yx¥uk vFkok ftlds ckjs edaivugeliuiz;ksxrkZvksa ds fy,
lly u gksA ,dy vFkoknddaglYiksa dk iz;ksx djrs gq, vklku ikloMZ u cuk
vkidk ilanhnk jax] fdlh ?kfu"B fe= vFkok fj'rsnkj dk ttiledlsckbgl dk uEc;j

UEc) vkfnA dksbZ iz;ksDrk vkidkgtkuolk/dS] rks og bu ikloMksZa dk vu

vklkuh Is yxk ldrk gSAkoksWr lirkg ds ckn viuk ikloMZ fujarj cnyrs jc
rkfd vkids [kkrs dh tkudkjh Igjf{kr cuh jgsA
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etcwr ikloMZ dk iz;ksx Igj{kk ds mYya~?ku ds tksf[ke dks de djrk gSA
dh izHkkodkfjrk IkWqVos;j ds Igj{kk ra= ij rFkk etcwr;kisodiZelkas d:
1kjk yh xbZ #fp ij fuHkZj djrh gSA

vf/lkdka'k osclkbVsa osclkbV dh izHkkodkfjrk dh tkap ml le; djrh gSa
igyh ckj muds IkF igkisrk gS vFkok tc og vius ikloMZ esa ifjorZu dj
mnkgj.k ds fy,] tc vki th&esy dsdkitsHattljrh gSa] rks vkius /;ku fn;k
gksxk fd ikloMZ dh etcwrh dks n'kkZus okyk ,d ikloMZ ehVj L@hu ij fn
fd uhps n'kkZ{ksgk

Choose a password: [.o...--o- 123456789 Password strength Weak
M m of haracters in lenath

Re-onter password: [

Choose a password: I........ OBT65432 Password strengtl
Mini m of 8 ¢} sctet

Choose a password: |ooooooooo S8763A321 Password strength Weak
Minimum of haracters in lenagth e

Choose a paﬂword: I........' O8765432A Fassword strenagth. Strong
M mur B character n lenatt

,d etcwr ikloMZ I'ftr djus ds fy, lkekU; fn'kk&funsg3adhps fn,

T

vius ikloMY de&de&de 12814 @id jlksa] ;fn bldh vugefr nh
xbZ dSi ikloMZ 12814 @1 x}; kAeR1l xj) yu
Ri Ny M) 6Rn

vius ikloMZ dks iqujko fUK] 'kCndks'k ds 'kCnksa] J a[kykc) vadl
fi'rsnkj ;k viusyrw tkuoj ds uke] vkfn ij vk/kkfjr djus Is cpsaA

ikloMZ esa la[;kvksa vkSj fpg~uikshutks kidgefr djg@oZ gS
dSfivy vkSj yksyj dsD | A ddk iz;ks@djsaA

vusd lkbVksa vFkok iz;kstuksa ds fy, ,d gh iklopsdAlk iz;ksx djus
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1 ,sls fdlh Hkh rF; dk iz;ksx djus Is cpsa ftlds ckjs esa yksx vFkok
tkurs gSa fd og vkidks cggr vi/kd ilan vFkok ukilan gSaA

1 ;fn laHko gks] rks jSaMe ikloMZ tsusjsVjksa dk iz;ksx djsaA
,d etcwr ikloMZ dk mnkgjLkxgidib

vKi www.strongpasswordgenereter.d@th IkbVksa dk iz;ksx Hkh dj Idrrs gSe
jSaMe LV&kax ikloMZ I ftmdjrktrgrigPasswordgenereter.cdka iz;ksx
djrs gq, etcwr ikloMZ rS;kj djus ds fy, fuEufyf[kr pj.kksa dk ikyu djsa%

9 fdlh  osc czkmtj dks [kkeysdA ,M3SI ckj esa
www.strongpasswordgenereter.cdikbi djsa vkSj fQj ,aVj nck nsaA

1 tsusjsV LVakay byt djsaA u;k ikloMZ IsD'ku ds varxZr n'kkZ
ikloMksZa dks ns[ksaA

vius MkVk dk cSauiysa¥orxr MkVk dh izfr;ka fdlh vfrfiDo'ehfM;k esa

jlksa] tSls dkEiSDV fMLd] isui MSkbtl Fkiin&sa vkidks Igk;rk fey Idrh gS

;fn vkidk eq[; MkVk {kfrxzLr gks tkrk gSA Viusdkelkloksau§/lcpkdi
j[ksaA

bafdI'ku kWi Vos;j dk%zshitkiidesDrkvksa Is viuh IbM{kkdius ds

fy, baf@I'ku IkW{Vos;j dk iz;ksx djsa ¥atks IkekU;r% vkWijsfVax fILV
gksrk gS¥%2A ;fn baf@l'ku [kW{Vos;j vkWijsfVax flLVe esa miyC/k ug
lkW1Vos;j dk iz;ksx djsaA

vius ;wtjuse vkSj ikloMihdifk%esus ;wtjuse vkSj ikloMZ dks mu dEI;w'
dHkh Iso u djsa ftudk iz;ksx |Ik>s ifjos'k esa fd;k tkrk gS tSls baVju
vkidk O;fDrxr MkVk LFkkuh; dEI;wVj ij Iso dj Idrs gSa ftldk iz;ksx mlh
iz;ksx djus okys fdIh DmlligkQick,k tk Idrk gSA

osclkbVksa ds IkFk jfoMpdjdkh Hkh vki fdlh osclkbV ds IkFk jftLVj djr
rks mldh xksiuh;rk ds fooj.k vFkok uhfr dks vo'; i<+saA ml fooj.k vFk
ckr dh tkudkjh gksrh gS fd osclkbV fdl izdkj GzfRsxrdjék¥id dk

futh tkudkjh fdlh ds IkFk Ik>RawadiskkbVsa vkils ,sls QkeZ Hkjus dh vis
gSa ftuesa vusd QhYM 'kkfey gksr gSaeaSys, M&&] jfyapyykkfhidZ&ls

QkeksZa dks Hkjrs le; vR;ar lko/kkuh cjrsa( bl ckr dh tkap djsa vkSj
osclkbV Hkjkslsean gSA vkids bZ&esy r, ks ik ks kykifilkidks >w
vkSj vokafNr bZ&esy Hkstus ds fy, Adfklikk Hiktk gtlkbV dks dksbZ
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tkudkjh nsus Is iwoZ Hkyh&Hkkafr Iksp&fopkj dj ysa vkSj ;g fu.kZ; ys
okLro esa vko';d gSA

lgjf{kr ysubsufn vki vk Wuykbu 'kkWfiax vFkok dksbZ vU; ysu&nsu dj j
vkids JsfMV AW Z/kWWuykbu cSafdax dh futh lwpuk Hkh LVksj dj ysr
@stMV dkMZ uEcj] ,dkmaV ds fooj.k vkfnA bl Iwpuk ij ut+j j[kh tk Idrh
lwpuk dk ng#i;kskrvaflsDrkvksa }kjk fd;k tk ldrk g3gBigsdk izk;%
tkrk gSA blfy, ;g Igiufijsa fd osclkbV fo'oluh; gS rFkk vkWuykbu ys
fu"ikfnr vkSj vuqjf{kr djus ds fy, og lqgjf{kr izfd;kvksa dk iz;ksx djrh g
egRoiw.kZ tkudkjh tSIs @sfMV dkMZ fooj.k vFkok O;fDrxr lwpuk usV
tkrh gS] ;g vuqg'kalk dis tkdhsls ysu&nsuksa ds fy, dsoy Iqjf{kr osclkbVk
gh djsaA bl ckr dh igf*V dj ysa fd osclkbV lgjf{kr ysu&nsuksa dk gh iz
lkekU;r% osc czkmtj ds ,MaSI ckj esa Lo.kZ rkys ds :lIk esa fMftVy iz
n'kkZ;k tkrk gSA

,aVvhok;jl vkSj ,aVh Likbos;j IkW{Vd4%;jd @ ¥Kp)sidswWVos;jksa ds g
izfr vR;ar IgHks| gksrs gSa ftUgsa ekyos;j dgk tkrk gS] tks vkids dEl
ldrs gSaA ekyos;j czkhfiftgouth) jikrk gS vFkok vkidsIslE);fDrkr

MkVk dks laizsf"kr djrk gSA vkids dEI;wV| esa balL Vky fd, X, izksxzke
ij nck, tkus okyh izR;sd daqth ij ut+j j[krs gSaizkSpPniekeaf/#ks laizsf"|
djrk gSA ,aVvhok;jl rFkk ,aVhLikbos;j izksxkkidih;izM«beljfaj{#Sa rFki
ekyos;j kWi Vos;j }kjk vkids dEI;wVj ij fd, x, fdlh Hkh ifjorZu dh fuxjkul
vius ,aVhok;jl vkSj ,aVhLikbos;j IkW{Vos;j dks InSo v|ru cuk, jgsa/
uohure tksflkeksa Is vkids dEI;wVj dks lgjfgyr ifkbig&a Igk;rk

vutku iz;ksDrkvksa Is izklr bZ&esy dk rRdlkghb@ikyh sy gks Idrh gS
tks vkils vkidh O;fDrxr tkudkjh iwNus ds fy, Hksth xbZ gks] tSls vkic
fooj.k ?kj dk irk vkfnA dgN esyksa esa vkidks uksdknkng8srikkvk okl
dgN esa vkids i{fk esa ykWVjh ds ifi.kke n'kkZ, x, gksrs gSa] ftlds QyL
futh tkudkjh nsrs gq, ugdlku mBkuk iM+ Idrk gSA dgN ekeyksa esa]

ok;jl vFkok fL@IVI layXu dj nh tkrh gS] vr% fdthbHktkivKkiblZkessy ds
vVSpesaV dks dHkh u [kksysA

czkmtj dh dgdht+ dks le;&le; ij gy&htigstizksxzke gksrs gSa tks vKic
ij rc I'ftr gks tkrs gSa] tc dHkh vki osclkbVksa dks foftV djrs gSaA gk
vFkZ gksrk gS Vkift¥ oeodkSjku vkids }kjk If@; :i Is fu"ikfnr fd, X,
f@;kdyki ds vk/kkj ij MkVk dks LVKksj djuk tSls vkids ykWxvkWu foo;.
fooj.k] fdlh osclkbV esa foftV fd, x, istksa ds foojkrvkfk$ekakesaf/k
1kjk mu ij Hkh ut+j j[ldrhikgS rFkk os muds ek/;e Is vkidh futh tkudkjh
iggap cuk Idrs gSaA
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vius vkWijsfVax fILVe rFkk IkwqVos;j dks v|ru cuk, jflk,A gkykafd v
rFkk ,lyhds'kuksa dks Igj{kk iznku djus ds fy, fMtkbu fd;k tkrk gS] muc
fd;k tkrk § vkSj rc mUgsa forfjr fd;k tkrk gS] ijarq dHkh&dHkh mues
[kkfe;ka jg tkrh gSa ftuds ek/;e Is gSadjksa dks volj izklr gks tkrk g<
ut+j j[k Idrs gSa vkSj mls izklr dj Idrs gSa rFkk iwjs dEI,wVj dks gh {

oA lkekU;r% Iqgj{kk esa fdlh Hkh [kkeh dk irk pyus ij vitkidka'k fo@s

mlds ckjs esa Iwpuk iznku djrs gSa rFkk ml fo'ks"k eqis dk fuokj.k
miyC/k gksrk gSA vki Hkh lacaf/kr fodsrk dh osclkbV ij foftV dj Idrs ¢
yxk Idrs gSa fd D;k bl laca/k esa dksbZ viMsV miyC/k gSA ;fn sl
MkmuyksM djds vius vkWijsfVax fILVe rFkk kW{Vos;j ,lyhds' ku dks |
j[k Idrs gSaA

QK;jokWYI balL¥%kQkjmkWY| IkWIVos;] vFkok gkiMdogg dikswirk gS
VKS| usVodZ dks | gjf{kr j[kus €
djrk gS rFkk ;g fu.kZ; ysrk gSsf@skviigefr nh tkuh pkfg, vFkok ugh
vilkdka'k ekeyksa esa] vkWijsfVax fILVEI tSt$ égalqKpaliky tIkMEj\éo:
vkWijsfVax fILVe ds :i esa 'kkfey gksrk gh gS ftlls dgN voljksa ij] vkidk
ds fy, vius Qk;jokWy dks dafQxj djkuk gksrk gSA

VvKKkr lzksrksa Is IkW{Vos;j%auwvkig widisazksrksa ds Ikw{Vos;j Hkjk:
ldrs gSa] vr% dsoy Igfo[;kr vFkok izfrf"Br osclkbVksa Is gh bUgsa y
IfQZax djrs gq, vFkok vU; iz;ksDrkvksa dh fVIif.k;ksa dk voyksdu djd:
dks MkmuyksM gri&lsigdh tkap dj ysa fd D;k og ,d mfpr Izksr gSA Ik
dks MkmuyksM vkSj balLVky djus dk iz;kl djus 3drivkkk Ik\d§Vos;| d
iz;kstuksa dks Hkyh&Hkkafr le> ysaA

vokafNr vFkok vKkr IkW{Vos;j ,lyhds&isk$ahdisskg \ikadsi|Prod s

fcuk ml le; baLVkWy gks Idrs gSa tc vkius fdlh osclkbV dks foftV
vkokafNr [kW{Vos;j Hkh baLVky gks Idrs gSa D;ksafd os vko';d 1kW*
gksrs gSaA ,sls izksxzke tSls Vwyckj izk;% layXh baANYWogkdskek/;e
gSa vkSj bUgsa bl izdkj izksxzke fd;k x;k gksrk gS fd ;s vkidh Igefr d
MkVk dks izsf'kr djrs gSaA

czkmtjksa esa LVksj gq, MkVk dks Dyh;j djuk

osc czkmtjksa esa Hkhrj fufeZr ikloMZ eSustes&ekgidalegs itt|kgzad
X, ikloMksZa dks LVksj djus ds fy, rS;kj fd;k tkrk gSA czkmtj izk;% r
vkSj ikloMZ Iso djrs gSa] tc iz;ksDrk osclkbVksa ij ykWxvkWu djrs gS

;g Igfo/kk iz;ksDrkvksa dks iznku dh tkrh gS rkfd osodukuskich) iz;ks
osclkbVksa ij ;wtjuse vFkok ikloMZ Vkbi fd, fcuk gh ykWxvkWu dj Ids:

143



Is IkoZtfud vFkok Ik>s dEI;wVijksa ij bl MkVk dks osc czkmtj dks LVk
nsuk ijke'kZuh; ugha gSA

fdlh osc czkmtj tSls eksftyk Qk;jQKMKMKDIigi;j djus ds fy,] czkmtj dks
[kksysaA

1 Vw¥kU;w ij fDyd djsa vk@jliK#Dyd djsaA
1 fID;wfjWsc ij fDyd djsaA uhps n'kkZbZ xbZ foaMks iznf'kZr dh tk

sssssssssssssssssss

=38
/;ku nsaikibMBD'ku ds varfiZsakj ikloMZ Qk¥WlkbVaU %29 O O¢
PRg %) REPI& BFKZ ;g gS fd osc czkmtj dks osclkbVksa ds |
Lor% gh Iso djus ds fy, dafQxj fd;k x;k gSA ;fn vki ki kdjdl dks L
pkgrs gSa flesakj ikloMZ Qk¥WjK&bNpkd dj Idrs gSaA

eksftyk Qk;jQkWDI vU; MkVk dks Hkh LVksj dj Idrk gS] tSls foftV c
vFkok oscistksa dk MkVk] czkmftax fgLV2h vkfnA bl LVksj fd, x, Mk\
fy, tujy VSCK ij fDyd djsa WSViR#ADyd djsaA fuEufyflkr foaMks iznf'l
dh tk,xh%
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Figure
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bleshy T € O %ij /jku nspA Qk;jQkWDI dks czkmftax vkSj Mkmuyks
dks ;kn j[kus ds fy, rFkk fgLV2h ,0a dgdht+ rS;kj djus ds fy, dafQxj fd;
vki mDr lanfHkZr MkVk dks LVksj ugha djuk pkgrs gSaj fjlksddikiMkn
fgLVERk p;u djsa rFkikDyki;j vkWy djaVdiglpyghHkh dj Idrs gSaA bl
fodYi dk iz;ksx djus ij fuEufyflkr foaMks iznf'kZr gksxh%
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1 Dyh;j wkij fDyd djsa rFkkviK3jjsfDyd djsaA blds ckn Is] eksftyk

Qk;jQkWDI fdih Hkh fgLV2h dks ;kn ugha jksxk D;ksafd vkius bl
dj fn;k gSA

1 vusd vwkWuykbu tksflke Hkh fo|eku gSa] tSls fQf'kax] bZ&esy L
vkfnA

1 vki Js"B izfd;kvksa tSls laVfigkslkjl ,aVhLikbos;j IkW{Vos;j] Qk:
etcwr ikloMZ] vkfn dk iz;ksx djrs gq, rFkk IkFk gh Js"B izf@;kvk
dk izpkj&izlkj djds ,sls tksf[keksa dks de dj Idrs gSaA

VvH:kl%

fuEufyflkr fd;kdykiksa dks rc rd nksgjkb, tc rd fd vhkivickBDdeakljus es
gkfly u dj ysa %

De la f@;kdyki

1 | vkius eksftyk Qk;jQkWDI ds IkFk dk;Z djuk Ih[kk
tSls baVjusV ,DIlyksjj] xwxy @kse ds IkFk eksfty
djrs gq, js[kkafdr fd, x, dk;ksZa dks fu"ikfnr dfizi;
dks izklr djus ds fy, gSYiQkby vFkok vkWuykbu ¢

ewY:kadu %
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fuEufyflkr iz'uksa ds mUKj nhft, %
1 baVjusV Iqgj{kk ds iz;kstuksa dk o.kZu dhft, A
2 fofHkUu izdkj ds vkWuykbu tksflkeksa dk o.kZu dhft, A
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bdkbZ 3 %
OMZ izkstabkavjehfM, Vs






fo"k;&lwph%

bdkbZ 3 % oMZ izkslsflax YasbaVjehfM,VY2

I= 1 % fdlh iSjkxzkQ ds ys&vkraaks! la'kksf/kr djuk

|I= 299SMIZ dks izcaf/kr djuk

|I= 39%QqVIZ dks izcaf/kr djuk

|I= 4%.Vkbyksa dks izcaf/kr djuk

|I= 591kWD;qgesaV VsElysV

|= 6%st vkSj IsD'ku czsd ds IkFk dk;Z djuk

|= 79%SjsDVj QkeszZV ,lykbZ djuk

|I= 8%zkfQdy vkWCtsDV~I ,0a byLVas'kal balVZ djuk
|I= 9%W/sDLV jSfiax

|I= 100kWCtsDV~I balVZ djuk

|= 11 %3k ka] fpg~u vkSj fo'ks"k dSjsDVj balVZ djuk
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= 1 % fdItSjkxzkQ ds ys&YKmE/ xI (a'kksf/kr djuk

vkius igys gh oMZ izkslsflax ds vk/kkjHkwr fl)karksa dks Ih[k fy;k g
fopkj djsa tc vkius ,d cM+k ys[k fy[kk gS tks vusd i "Bksa dk gS rFkk

bls i<+uk vklku cukalgflegx uhps fn, x, mnkgj.k ij /;ku nhft,%

What is Culutre and Gender Sensitization? Culture in simple terms refers
values, the way we speak, behave, think, dress, religious beliefs, the my
like, our interations, and the food we eat. Diverddya commitment tq
recognizing and appreciating the variety of characteristics that

individuals unique in an atmosphere that promotes and celebrates ind
and collective achievement. Many people mistakenly use such phras
Al ndi an chuil tteu/rkeldac kiiwcul t ur eo or

describe a particulare culture but these people fail to acknowledge the pr
of cultural diversity, or the presence of multiple and cultural differences w
a society. In reality, many differenultural groups exist today in India af
most developing and developed countries. Diversity in the workforce n
employing people without discrimination on the basis of gender, age and
or racial background. Since globalization is the current ovelwing trend in
business, diversity in the workplace is a better accepted and applied ¢
now more than ever. There are different kinds of diversity that one enco
at the workplace. These include diversity of gender, age, psychd
education, laguage and culture.

D:k Aij nh xbzZ fo'k;&oLrq i<+us esa lgfo/kktwe izhips gR
g x URHAT | dhTxbZAhxiNkexzh dks iqu% ns[ksa%
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What is Culutre and Gender Sensitization?

Culture in simple terms refers to our values, the way we speak, behave
dress, religious beliefs, the music we like, our interations, and the food W
Diversity is a commitment to recognizing and appreciating the variet
characteristics thatake individuals unique in an atmosphere that prom
and celebrates individual and collective achievement.

Many people mistakenly use such
cultureodo or AWestern/ Eastern e bl
these people fail to acknowledge the presense of cultural diversity, ¢
presence of multiple and cultural differences within a society. In reality, 1
different cultural groups exist today in India and most developing
developed countries.

Diversity in the workforce means employing people without discriminatio
the basis of gender, age and ethnic or racial background. Since globaliz:
the current overwhelming trend in business, diversity in the workplace
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kinds of diversity that one encounters at the workplace. These include diversity
of gender, age, psychology, education, language and culture.

ISjkxzkQksa dk iz;ksx djrs gq, ge fujar] pd jgsvéiuy D Msa ,esa rksh
ldrs gSaA bl izdkj] ,slh QkeszZV dh xbZ Ikexzh ikBdksa ds fy, le> ikuk
bls i<+us esa #fp Hkh ysrs gSaA bl vH;kl esa] vki iSjkxzkQksa rFkk \
Ih[ksaxsA

D;k vkius O;kolkf;d tSIk imlokgksiva E1  or8;kjdjus dk iz;kl

fd;k §Shou&o'Uk rS;kj djus ds ,d egRoiw.kZ Hkkx esa midh ,ykbue:
thou&o Uk dks O:kilkf:d n kaus rFkk mis i<+us esa #fpdj cukus ds f
thou&o'Uk ds IHkh Hkkx lekufaZtpufesa Ih/ks pyrs gSaA blesa le
cqysV lokbaV~I dks ,ykbu fd;k tkrk gS rFkk gSMIZ vkSj IsD’ku Hkh ,y!
mnkgj.k Hkh ns[ksaxs gksaxs tgka cqysV lokbaV~I dks ,d iafDr esa
tgka dkQh [kkyh txg bpg®&] ftldh otg Is mldh ,fMfVax vkSj fjokbftax dft
gks tkrh gSA ,sls esa ki D;k djsaxs

1 oMZ izkslslj esa ,d u;k MKWD;qesta/¢ &vksyHaypdfftis ajA
3 i1Sjkx2#Qi ds varndffDyd djsa tSlk fd uhps n'kkZ;k x;k gSA

Page Layout
Oo d .

[L) 52 i3 M Pryge Colo =0
Margmn
Sl T N ) Page Berders | B9 0

Figure 1
]:0:
fo=1

3 iSjkxauQykWx ckWDI izdV gksxkA vki vkWVksesfVd ,ykbuesaV
fodYiksa dks ns[k Idrs gSa ftlls fd MKWD;gesaV dh daiksftax ds

midh ,ykbesaV IsV&vi dh tk Ids u td| lelks iwjk djus ds mijakr
mu fodYiksa dk iz;ksx fd;k tk,A

4 VSCEkVu i) fDyd djsaA VSCI Mk;ykWx ckWDI izdV gksxkA

5 vkiVSc LVKWi ikkWRUesa LVkWfiax iksth'’ku dk mYys[k djrs g
iksth'ku dks fufnZ"V dj Idrs gSaA M8« vk \kgitykus ds mijkar
IsV cVu ij fDyd djsai$&kaMks izdV gksxhA
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f\VIi.kBo VKMOKYV VSaltWewWEr ubZ VSc oSY:w fufnZ"V djrs go
oSY:&#0Is bfufk:y VSc LVKWi iksti'kil ©$ Yajidis gHaA

vki ;wfuV ds IkFk fufnZ"V oSY;w dks vafdr djrs gq, %atSls 7 Isaeh
Hkh dj Idrs gSa ftl ij VSc IdsxkA

5 -vksgsfDyd djsaA MKWD;qgesaV dk :yi2*%sijdsyfpg~u ds IkFk

ekdZ gksxk] ftidk vFkZ ;g gS fd VSc LVkWi iksth'ku ml fLFkfr ij ISV
vki MSdivdks nck Idrs gSa] vkidk diZj viuh izkjafHkd fLFkfr Is Lor%
vxyh VSc LVKkWi iksth'ku rd iggap tk,xkA blls vkidh bekAk dk gy gks |

vki :yj ds visf{kr lokbaV ij fDyd djrs ggq, Hkh VSc LVKWi iks
P ND) dj@3@igSaA
vc ,d u;k MKWD;gesaV [kksysaA mlesa dgN VsDLV Vkbi djsa rFkk ,a

E; { O n%o Agkyk|VsDLY Udr% gh iSjkxzkQbsasis Qkesz vhi Ik
gks x;k gS] tks vkius VSCI MkW;ykWx ckWDI esa fufnZ"V fd;k x;k Fk}

Tabs i ﬂ.?‘.]
Tab stop position: Default tab stops:
I jo.5* =~
;] Tab stops to be cleared:
Akgnment
(v Left " Center " Right
" pecimal (" Bar
Leader -
o 1 None » A k] 3
("4
] Clear A
oK cancel |
]fU:
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vH:kl%

fuEufyflkr f@;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus es
gkfly u dj ysa%

udf » 3 J
y €Student's-Name First-Test - SecondTest- TOTAL - AREMARK
|- Anita Chopra 23.42 54.11 77.53- - Passed?
- Shruti Tandon 17.34 29.97 47.31- -
Passed” D
- Mehek Wadhwa 12.01 17.87 29.88- - . ec
- Failed”
-> Anuj Yadav 25.76 65.11 90.87- - Passed? i ma-l
- Vishwank Arora -10.23 19.83 30.06- - Failedn bar
. Click to select the type of tab -and then click - Tab character indicating
+
stop.. the ruler where you press TAB
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Je la f@;kdyki

1 | uhps fn, X, fooj.kksa dks I'ftr djsa Yavkids fy, ladsn
fn, X, gSa%2%

fp=

2 | oMZ izkslslj dk iz;ksx djrs gq, bl igLrd dh fo"k; ol
"B I'ftr dhft,A bl MKWD;qgesaV dks Vhvkslh %av
dhft,A vki bldk iz;ksx vxys vH;kl esa djsaxsA

ewY:kadu %
fiDr LFkkuksa dh iwfrZ dhft,%

l &&&&&&&& dK iz;ksx fujakypyisDLV dks ,d ;k nks okD;ksa ese
fy, fd;k tk Idrk gS A

2 iSjkxzkQ xzqi &&&&&&& ds varxZr miyC/k gS A
3 fMQKYV VSc LVKWi iksth'ku &&&&&&&& gS A
|I= 299SMIZ dks izcaf/kr djuk
izklafxd tkudkjh

gSMIZ ist ds 'kh"kZ esa 'kkfey fd, x, YSBAVsVikk&k iésegRoiw.kZ tkuc
j[krs gSaA tSls daiuh vFkok foHkkx dk uke] yksxksa] i™"B la[;k] ys[kd

dk;Z vFkok okLrfod MkWDkkmes#Ayx fd;k tkrk gSA
fuEufyflkr mnkgj.k dk voyksdu djsa%
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Application Form, June 2012
First Name:

Last Name:

Page: 10t 111LH J PLH mm 100% ()
fo=
fo=3

mi;qZDr MkWD;qgesaV esa gSMj ij /;ku nsa( midk 'kh"kzd ", lyhds'ku
MKWD;qgesaV ds leldi YBks#esédy 'kRféyjgheéxkD @

bl vH;kl esa vki fdlh MkWD;gesaV esa gSM; 'kkfey djuk Ih[ksaxsA
gSMIZ ds le>us rFkk muds IHEKdlQKIdjusksislj esa ,d u;k MKWD;gesa

1 fjcuesml\XZSc ij fDyd djsaA
3 gSM; ,oa uvigSkdYi ij fDyd djsa] tSlk fd uhps n'kkZ;k x;k gSA
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170:
=4

4 ,d MakWi Mkmu fyLV izdV gk§kkkitdsagBidytodYiksa dks n'kkZ;
gksxk Yafp= uhps fn;k x;k gS¥2A

170:
fo=5

vc bu iwoZ ifjHkkf'kr fodYiksa esa Is fdlh Hkh ,d dks 'kkfey djus d
MkWD;gesaV ds g3iMyApkssdlgans[ksaA

vkiist uEcqls varxZr ,ykbuesaV fodYi dk p;u djrs gq, gSM; ,fj;k ds Hkhi
txg ij ist la[;k dks 'kkfey dj Idrs gSmsAwkcfodYi ds varigkesZV ist
uEclgZfDyd djrs gq, ist uEcjksa ds fy, uEcj Qke&h\ddkiss ek H

UEc) Qk&HZYkWx ckWDI izdV gksxKk] tSlk fd uhps n'kkZ;k x;k gSA
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vkibal\kZqi ds varxZr msxyC/aM fgklye ij fDyd djrs gq, rkjh[k vkSj le;
Hkh mlesa 'kkfey dj ldrsvgBalk QkesZVksa Is rkjh[k vkSj le; QkesZV
ldrs gSaA

vki gSMj ds Hkhrj dksbZ rLohj vFkok fDyivEMZgBkIA 'lgfeyidj ,slh

fLFkfr esa ykHkizn gksxk tc vkidks viuh daiuh vFkok' fallAvk;Kstu dk -
'kkfey djuk p@MNzals varxddpjvkIPyi vk¥adYidk iz;ksiyrs gq,

gSM;j esa rLohj vFkok fDyi vkVZ 'kkfey djus dk iz;kl djsa rFkk MKWL
ij /;ku nsaA

vH:Kkl%

fuEufyflkr f@;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus es

Number format: - [FNERENIEM— |

I Include chapter pumber

o | ]
e <]
Page numbering
{* Continue from previous section
" Start at: | 3“
QK I Cancel
FFFFFFF
170:
fo=6

gkfly u dj ysa %

Je la

f@:kdyki

1

fiNys vH;kl esalsxod Qkby dks [kksykialR/AKe/kisl
esa Iso dh xbZ¥2A gSM;j IsD'ku ds e/; esa midk ,
vkids folky; dk uke ckbZa vksj fn;k x;k gksA nk
yxkus ds fy, mls baVjusV Is MkmuyksM djsa vFk
djsa Vabalfr2A bl Qklyy/ld& djsaA

ewY:kadu
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fiDr LFkkuksa dh iwfrZ dhft, %

1l &&&&&&&& dk iz;ksx izR;sd i"B ds 'kh"kZ ij Lor% gh Iwpuk dk:
fy, fd;k tk Idrk gS A

2 gSMj fodYi EaRE8a &&&&BB.&ls varxZr miyC/k gS A

fuEu iz'uksa ds mUkj nhft,%

1 gSM;j {ks= esa 'kkfey dh tkus okyh fdUgha ikap enksa ds uke crkk
|= 39%RqVIZ dks izcaf/kr djuk
izklafxd tkudkjh

QqVIZ ,sls VsDLV vFkok best+ gSa ftUgsa i™"B ds rys eSaj'kkfey fd;

MKWD;gesaV ds i "Bksa esa nksgjk;k tk Idrk gSA QqVj dks 'kkfey
ftlls gSMIZ dks 'kkfey fd;k tkrk gSA

mnkgj.k ds fy, ;fn vki dksbZ ikB~;igLrd rS;kj djuk pkgrs gSa] rks vki

djrs gg, ml igLrd dk uke i "Bkkkfeg djijdrs gSa rFkk QqVj fodYi dk iz;k

djrs gq, i "B la[;k dks uhps 'kkfey dj Idrs gSaA

MkWD;gesaV esa QqVj dks 'kkfey djus ds fy,] oMZ izkslslj esa ,d u;k
1 fjcu ij balWZSc i) fDyd djsaA

3 gSMj ,aMxq\@sd¥pdYi ij fDyd djsa] tSlk fd uhps n'kkZ;k x;k gSA
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3 ,d Ma&Wi Mkmu Iwph izdV gksxh ftlesa iwoZ ifjHkkf"kr QqVj fodYi
vc] QqVj ,fj;k esa rkjh[k vkSj le;] im"B la[;k] rivivjgaokisSkikiay djus dk

Table

Tables

Pitture  Clip hapes martat Chart Header Footer  Page
At ) Cros-reference | o

Dlusteation Lints

v Number Eo EorpCap- 'gObjedt~

Heyder & Footer Text Symbols

iz;kl djsa rFkk gksus okys ifjorZuksa dks ns[ksaA

vH:Kkl%

fuEufyflkr f@;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus es

gkfly u dj ysa %

De la

f@:kdyki

1

Akt ds;qokvksa ij xka/khtfalk;izHkko"B dk ys[k
djsaA xka/khth dh ,d rLohj vkSj ys[k dk uke gSM
uke] d{kk rFkk rkjh[k QqV| esa 'kkfey djsaA bl M
Yavkidk uke¥z Is Iso djsa] bldk ,d fizaV fudkysa rFl
ds fyvius Igfo/kkiznkrk dks izLrqgr djsaA vki blesa
Hkh dj Idrs gSaA

ewY:kadu

%

fiDr LFkkuksa dh iwfrZ dhft,%

l &&&&&&&& dK izksx izR;sd i'"B ds rys esa Lor% gh fdlh tkudl

djus ds fy, fd;k tk Idrk gS A

2 QqVIZ fodYi baldZ&&H8&K: & xzqi ds varxZr miyC/k gS A

|I= 4% .Vkbyksa dks izcaf/kr djuk

161



izklafxd tkudkjh

LVkbY| vFkok LVkby iwoZ&ifjHkkf'kr vFkok dLVekbTM fodYi gSa
iz;klksa ds IkFk vkd"kZd rFkk O;kolkf;d fn[kus okys MkWikxkesaV rS;|
gSA vki oMZ izkslslj ds Hkhrj miyC/k vusd LVkby izklir dj Idrs gSa ftt
nLrkost esa fd;k tk ldrk gSA bl vH;kl esa vki LVKkbyksa dks iz;ksx e
O;ofLFkr djuk lh[ksaxsA

LVkbyksa ds IkFk dk;Z djus ds fy,] oMMkEBljoesa \d[kksysaA

1 LVkbyksa dh lwph dks of8éScddsfywiiryKbyqzi dks ns[ksa Yafp=
uhps fn;k x;k gS»2A

AL | Mring
AABBCC| AsBbCcDdi  AaBbCcDdl m AABBCCI AABB ABE 1‘11 s
4 2 N ) No Spaung Headie Heading 4 Heading S or

Heading

VER S 23
2
U @ 0 % -

FFFFFFF

]:0:
fo=8

2 ;fn vki miyC/k LVKkby IsVksa dh lwph dks psjauk \pkgys gSa] r
varxZikbysV ij fDyd djsaA fofHkUu LVKkbyksa ds |kFk ,d M3k
iznf'kZr gksxh Y4fp= uhps fn;k x;k gS¥%2A
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/I’U:
o=9

fDyd djrs gq, LVkbyksa dh Iwph esallsgdibdfskiA Wil lewpk MkWD;q
fufnZ"V fd, x, QksaV vFkok jax esa Lor% gh ifjofrZr gks tk,xkA

VvH:kl%

fuEufyflkr fd;kdykiksa dks rc rd nksgjkb, tc rd fd vki mUgsa djus es
gkfly u dj ysa%

De la f@:kdyki

1 | fiNys I= esa rS;kj fd, x, ys[k *vkt ds ;qokvksa ij xk
[kksysa rFkk MKWD;qgesaV ds fofHkUu Hkkxksa
LVkby IsVksa dk iz;ksx djus dk iz;kl djsa rFkk mle

ewY:kadu %

fiDrLFkkuksa dh iwfrZ dhft,%

1 88&&&&&&E& ,sls dLVekbTM fadiki igksx U;wure iz;kl ds IKFk
MkV¥Dctke®akolkf;d Lo:i iznku djus ds fy, fd;k tkrk gS A

2 vki gkse VSc ds varxZr &&&&&&& xzqi dk iz;ksx djrs gq, LVkby
ldrs gSa A
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|I= 59kWD;qgesaV VsElysV
izklafxd tkudkjh

VsElysV vFkok MKWD;gesaV VsEIlysV dk vFkZ gS ,sls [Saiy fQy&bu
dh cpr djus esa Igk;rk iznku dj Idrs gSaA lkekU;r% VsElysV~l dLVel

ftuesa ISaiy daVsaV] FkhenkdikykisrfydSi vki viuk tho@o- Uk
Data) rS;kj djuk pkgrs gSa] rks vki AMjT;wes VsElysV* dk iz;ksx dj Idi
muUgha Hkkxksa dks la'kksf/kr dj Idrs gSa ftuesa ifjorZu fd, tkus dh vk

bl vH;kl esa vki MkWD;gesa¥ s dgk-lIhflssiads A
vius oMZ izkslslj esa miyC/k I1Saiy VsElysV~I dks ns[kus ds fy, &

1 QkbyU;wtk,aA kidks fofHkUu izdkj tigkWBEInSEXxs Yafp= uhps fn;k
gS¥2A mnkgj.k ds fy, ;fn vki ,d i= rS;kj djuk pkgrs gSa] rkd&/vki vkWiC
IsD'ku ds vayr8¥iddYiksa esa fdlh dk p;u dj Idrs gSaA

eku yhft, fd vkidks gky gh esa vk;ksftr dh xbZ fdlh izfrLi/kkZ ds fy, ize
djuk gS] rkdfuidfQdsdeli dk p;u dj Idrs gSaA vkidks [fVZfQdsV~I Vst
dh ,d lwph iznf'kZr dh tk,xhA

m m
a

}fg:

fo=10

vc fdlh Hkh VsEIlysV ij Mcy fDyd djrs gq, midk p;u djsaA
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uhps n'kkZpx,ds vuqlkj ,d ISaiy IfVZfQdsV foaMks izdV gksxhA vc vk
dk iz;ksx dj Idrs gSa rFkk fo|ky; dk uke] Nk= dk uke vkfn esa ifjor:
fo"k;&oLrqg dks dLVekbt dj Idrs gSaA

Figure 11

KAS 00

vk osclkbV Is vU; izdkj ds VsElysV Hkh MkmuyksM dj Idrs gSaA VsE
dqgN osclkbVsa gSa%

office.microsoft.com/templets
www.thepapermillstor.com
openoffice.blogs.com/openoffice/templets/
www.docstoc.com

vki viuh vko';drk dh iwfrZ djus okys VsEIlysV dks <wa<us] mls Mkmu
iz;ksx djus ds fy, Aij nh xbZ osclkbVksa ij foftV dj ldrs gSaA

VsElysV ij vk/kkfjr u;k MkKWD;gesaV I'ftr djus Is vkids le; vkSj iz;kl dl
D;ksafd fdlh BAK\WES; dskkbu djus ds fy, fd;k tkus okyk ifjJe mlesa igy:s
fd;k x;k gksrk gSA oMZ izkslsflax IkW{Vos;j ds IkFk vkus okys VSsE
vFkok vU; yksxksa }kjk rS;kj fd, x, VsElysVksa dks MkmuyksM dj Idrs
iz;ksx ds Wus Lo;a ds VsSElysV rS;kj dj Idrs gSa vkSj mUgsa Iso djd:
Icls igys vkidks ,d MKWD;gesaV rS;kj djus dh vko',drk gksxh tks VsE
djsxkA
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