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YT QINRA LAIRE TR Windows 7 8 Windows 10 20 9OIRR (0S) ARIER
GNINGER 6RHIIRG |

Windows 10 gOIR® (0S) 6208 AaRAR gOIRe ORd | el 2RIER FAIeR RIRe
LIRS YoYs AeR, FIg AURPE AR IRGER 622 gadl IoIR@ Kell- Windows 7,
Windows XP, Windows 98 ZRIER @IF! OIRR | 69€] Windows 7 Q04 1M B6Q GRKIRg |
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8l 691622
o GG 671629 QINQA : \9e. 924G (M.S. WORD)
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6210 6912 (Home Menu)6Q &S QP4
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>
uu QRGIIR QU6 AUR L

(MORE ON WINDOWS)

6G14116Q 26T RHYCQ FVACR UCRR RAICRD @2l AT | Qal-
QIR STAER 6P Q4
REICQR DRI
QIR ATSBLAIR
ARESIR Q1A 6E1RR IR
ARCLIR 2CAARR 6 ALAERS
AREAIR OISR 984G (Windows Operating System : OS) SFA6Q 26 QR | Jassl
Q064 2IeA6QIRR (Windows Accessories)6Q AR 6IGIF 2IG FIAER FRI 0G| @eIeR
JBITINER 6R60R RITURE Il AATR @R |
69 ZI6F AR6EIR FIOPER PR @F RIGS! |
QAR JALIRAIQ FIAFiR CIOY 6208 ARER/TIam QYA | I FILER
ERIPR @RI | A@EdIR. QPR 26T S AGE, 64 W@l FIRERIAY, AP FRY
AYeBIa | 92IQ QUQLIR KRRIg @SS G | N2 @ P8 AR AYICAER IR AR
ATQN | 626R, AAQ IR CI-LPTE JORR I8G diel 8R! JNIER QUS| 2l FRRI 2I6H
NP FACIAR! | APEHLNER IR JORR IRE SFA6Q RIS |

RE G| R/ R E?leﬁ:afﬁ‘ (Windows/File Explore) [

ARCIIR/ TR IREYQR 6208 Afiea AITIRN JfeRAIQ giifie Qalrd | el
QeI eeMIant, 99K, 6dIglIF 2IF LT 621R Q6L |

aa6die 7 (Windows7) 6Q 921 2264 2698« (Windows Explorer) @LI€IN,
N9 QR6IIR 10 (Windows10)6Q N2Iq TIam 26Q8e (File Explore) QRIAN | 92 9Q,
QIQ TR AUIERRa @2l AR |

ARCLIR/ TR 26QAS (Windows/File Explorer)q RS

@ 69191619 ¢ AYE JSINIER 6HRILN |
(@) 9% Windows10 goIae 986 (0S) 621219
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IR 26QIR (File Explorer) @696 @& @091 96Q FIam 26Q8@ (File Explorer)
JRQIG 6HIRDD |

B 5 W R

Microsoft Microsoft
Office Word... Office Excel.. AKRUTI 7.0 Desktop

> i@ 26K (File Explore

Q¢ 9R6R V1R 02 QIR T IREYR BQ QY 2°dy 56on TULRG | gl
This PC G@8q 918 & @Qldag |

£Q0661AQ QU Qe CTINGA 6 QA
(Navigation Pane) (Ribbon) (Folder & Drive)

........

Fosders i}
.........

& Doturraet

Jiam 2eQda (File Explorer)@ @Q 94 (This PC) G998 Q|
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@ QIR QIF AIY A6Q G¢] AL @aAAIR aIN; K- 908 ARNR (Quick Access),
@9 93 (This PC), 6@9@la (Network) @04 | M@ CleR 9Q69ee 9eQieq @ 93 (This
PC) G280 Qglda @@ @aIdag | 604 Y2la QI8 digeq GQ 9d (This PC)ER &lql
6TINGR 6 QINQ Yo 09T |

29 QIR AIE AEQ U AR 616D XY 6N ARSI, Gl 626R B! AIHR Gl
AR QLR ISl |

600609 QUIe @644 Que Qe @66R QU@
(Navigation Pane)  (Content Pane) (Ribbon) (Details Pane)

- v | Deskiop - o X
pome  Share Vi
: . T3y Naw e = i e
& = ] ] ReCr
U Wi Copy path * x I ¥ Easy access » - Edit
ooy Padte o g Ranan Ll

S . Move W Properties
(o o T ety

Cipboard nise New Open

T = * ThisPC > Deskiopf »

4

~ 3 Quick access

A [ name Date modified Type

« Today (1) A 4

Desktop
- [0 %4 Boock2Computer.docx 16-0T-17 1212PM  Microsoft Office
& Downloads +

- Earlier this year (32)
& OneDrive o [ & patigrammarbookzip 24-06-17T 1217 PM  WinRAR ZIP archive
[ Documents # [0 "X atPathanipdf 26-05-17 1056 M Adobe Acrobat D
o Pictures & [0 %4 food crops.does 230517 1034 AM  Microsoft Office

s o Cratiive O "% GOFLD39ba1495120461 UKTE0M..  18-05-17 0851 P Adobe Acrobat D

[0 =t ov_Bibhubrat_Biswal.pdf 15-05-17 06:44 PM
= This PC )
[ &1 eibhubrat Biswal Transcript.docx 15-05-17 0633 P Microsoft
> m Deskiop
[0 %4 supriya Sahoo Transcript.doc 15-05-17 0631 PM  Microso e
[¥ Documents
[0 %4 supriyaSahoo.docx 15-05-17 0629 PM  Microsoht Office
* s Downloads
[0 W Geichitralune17 zip 15-05-17 0424 P WinRAR ZIP archive
* o Music -
[ 5 mputTooisSetup.exe 03-05-17 0119 AM  Application
i Pictures
[ |5 ic_wahiberg_product_core_d8.pngB..  01-05-17 1055 M PG Flle

[ W sonizip 30-04-17 0839 PM  WinRAR ZIP archive
- [0 +m Desitop - Shorteut 30-04-17 0330 P Shortcut

[0 W AKX MOHANTY.zip 06-03-17 0922 PM  WinRAR 2IP archive

diam 26Qa@ (File Explorer)Q 6926'd (Desktop) 998 9@

@ Jian Y6Q9e Jewl6q 69260d (Desktop) @86 Q2ICIR G0 FALIREG |
604 N2IQ QI8 JIHER 6@2ed (Desktop)6a &l FIaR FE@ QG | Y@ TIam AR
64186 010¢ (Date modified), @Q¢1 (Type), ZIRIR (Size) R Q@F |
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2R TIan Q60 96 AR a8 QeIda @R @@ 2I6F IQaURId A
ARG | 6928 TR AQ 6YIA 2R AR IRIRR AR |

f Gq8 gaIR h

Fiam A6qa@ (File Explorer) 99QI15Q 260 686 296

CHR AR | Q2I-

0. QAR UER ARl Tlam I6dlea (File Explorer) 2IQae
RUEQ G ARQ! |
2R 4oe| QIR (Start menu)é@ &< File Explorer 6Q
QR @QQ! |

N, §-691668 Wint+E &’ §8el |

e¢l QAIAE 2I6e Y6Q AR | AR @ QalS NI 6w

PR 60ARR FGEQ |
\ J

§) 9% Window 7 gelee 983G (0S) 62Ix2lI4:
2leel 2iolg @168 64, arsdlx 10 6a dian 9Q6gjaa (File Explorer)@ @I¢1 €@l
AR64IR, 7 60 aa6dia NQ6lea (Window Explorer) @ @If1 6@l |
FINYE 66R16d QUAER ARCAR, 760 AACER, IQEY|QR 26T 66 AR
. 0eQI6a 612 QIR AUEQ 2ol ARESIR, IQEYaa (Windows Explorer) 2IR@e [
QUEQ G@ @RQ! |
3-69166Q e Win+E& §de! |
QARESIR 6RIESIl e 20 AR QUG 671260 AHITR SRaQ 2 6HIR AR |
AR64IR 10 IR R6EIR 7 6Q AACEIR IR690R FIIR JALINE! @] QIR |

ANCARQ I R

2I6E! YAEE RLITR YIRS T6Q, NLIR 909 RUER ZERR ZNRR, F1% IR 6 S
QR QU6 VG QR, AT TR ERR R AR QYR | 98 6960a QI
ARERER FINGR AR, 641991, TR AR 2IF QYR |

2691 RGP 2QIUR AQ ALY gL FRIRG 96 F66 FRR AIA @7 SR | @
2egiq easdies 40 @ golegl Qeland | @ doq 9oria e 9l 46 996 JdR e&e
Qldien Saasa Idel |
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@6&Im AUIEQM (Control Panel)

aedim dileam 6228 RQEEYNR QI dRINAE 690 | Qg MR @
RACEIFA Y6BIR RITIIRI, @4, 2PF 2IG FRERR ARL |
Qel-1. & 691¢ 691 @I (Keyboard and Mouse function)
a9 41€ 6 99 (Passwords and Users)
626¢Ie LR (Network Settings)
digIa JRRIRR! (Power Management)
606'd dee (Desktop Backgrounds)
QA28 (Sounds)
21069 (Hardware)
6919171 @R 6 AAARQE! (Program Installation and Removal )
4% 60@5QR (Speech Recognition)
JIEQEIN @6&Im (Parental Control)
. 910 6 9 (Date and Time) @YIG..

X 2o n bk WD

—_—
—_ O

X6&Im AUIe@@ (Control Panel)q SRR
9@ Windows 10 golp@ d&8d (0S) 621N, 6062 Q¢ dlg 2QER R68IR
QPR 6! |

QUG — IR UYL —> AR6LIP AT —> A6LIR AIEAR
Start —> All Apps — Windows System —» Control Panel
|USER GR 94 AR A G FAQ U6, @A FGET QAR 629 |
[ -"'- Tips g

aeedle 8¢ (Windows System)
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2l J6Q 2R68Ie. 20| (Windows System)q @@ @6R @6din AEAR 8988
(Control Panel) G@Q |

Windows 4
Bl Windows

WInRAR

Command Prompt Control Panel

E Run Task Manager
- Wire splay Media Vie..
I -: | = B
@6dim dvIe@@ (Control Panel)

QIJ6Q P68 AIERM (Control Panel) 3R89 @ K6M I RELIR RN SIRGAY
(All Control Panel Items) €QQI5 6¢IRQ |

QU3 QP QUO1R 2R YRR RAUAER RELIN AMIERR 6HIRl AR |
RHICRER AP RQRY, 64 AQR 26T ZlsEd RIEDR! |

[EH All Controi Panel items

1 [EH > Control Panel * All Control Panel ltems

Adjust your computer's settings

£ Administrative Tools
@' Credential Manager

§® Devices and Printers

j¢ Indexing Options
8 Language
& Phone and Modem
¥ Region

} Speech Recognition

e T2skbar an avigation d Nooting %, User Accounts E] Windows Defender

LD T o o o o o oD o o o o 2 o A 2 A A A A A A 2 2 A A 2 2 2 A A A A A A A A A A A A A A A A & o

Im @6din e RGN (All Control Panel Items)
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@ JQQI6Q A oA qEFe @9 @9 RIdien JR Ee | 9 AQQ YsRed
(Applets) QAN | JQIKIQ 1@ YRS o QR ‘Date and Time’ 6916 Gag | 4@
ARF6Q @@ @A 26 ‘Date and Time’ JRQIS diR QR | Y@ JRQIER AR @2l oI
2IQINRIE QY QAR |

ARCAIR 7 6 AN JOINREa @6&in aYieam (Control Panel) & 9@
CHRAAQR |

QAL 8 @IS (Date and Time)

RHICR Gl FAS! U6Q VRUIQ AR GER FIF AR AR | YR PIRKINIHER UGN
QY 6 A1Y (Date and Time) RIS 62RAIN | L@ QIAY 6 AAR 26F! PRERR ARSI |
R QRERRRIQ RIS NEQ YS! |
@109l 6 A1 (Date and Time) 9 66lIRQ

2% Windows 10 dolee d&8G (0S) 62108, 6062 G¢ i@ 2QI6a FIad G

Q919 (Date and Time) 69IRS! |
QUG —> 695° —> QRCIIR 625° —> SR IS RIS —> 698 —> 698

Start —> Setting —> Windows Setting —> Time and Language —> change — change

geleel /ITER §9 08 &7 900l dIRSl | JeAIR QlF IR el 626
(Setting) 99R6Q G0 @4 22el Bm Wintl 63 an6die 698° (Windows Setting) 9QQ!
IR |

. VideoLAN

g :— Weather

= = Control Panel
. lask Manager
- g

»

6QG° (Setting) QOQ
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6] 9QQI0 6298 AACSR 69G° (Windows Setting ) JQQ! |

Windows Settings

o2 =4

Metwork & Internet Personalisation
WIFL, flight mode, VRN Background, lock screer

"Fl—o
o
i
3

Ease of Access
Marrator, magnifies. hig

FIo¢! 98 RIPNS (Time and Language) QQI¢]

@ 268l 646° (Windows Setting) d@I6Q &l 61¢! & @Ied® (Time and
Language) Q@6R6Q 9 @6M G161 98 QNG JoQ! dIRQ! | 92 deQia QIAKIHER Q! 01
620 (Date and Time) G@8Q @@ @6R 0R JQIG IR |

(Date and Time) @68 (Change) 69&
i '.'

@ Home Date & time
lllllllllllll calry

l /4 @& on
Set time zone auto o
@& D on -

e

Change datglefid time

Timme &1

| & patk & time
& Redlon & language

0 speech Time zone

I (UTC+05:30) Chennal, Koltkata, Mumbal, New Delhi

@& ) on

Show additional calendars in the taskbar

Formats

First day of week:  Monday
Short date: 20-07-17
Long date; 20 July 2017
Short time: 0131 PR
Long thme: 133149

B o

QIR 98 RIed® (Time and Language) 9QI6Q &QI "Date and Time" §@8
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Qla¢ 6 AR (Date and Time) JRQIER X! 698 (Change) Q989 4@ @6 OF
JRQIG QIR | Y2| IR 8 AN FERAR! IR 60 666 98 1R (Change Date and
Time) 90QI | @ JRQIG QIA¢! 8 ATV JRG! RPEQ IR QRES LIRIRER QENAIR 2 |

Change date and time
Date

20

Time

16

Change

698 666 98 IR (Change Date and Time) dQ! |

@ JoQIQ RdQ QIF diF @66Q IR QI¢ (Change Date and Time) €SI |
Qlel6® (Date) 624 88 | Date 96 G6QIG QUREQ YeIRE -
120 v | [July v][2017 v]easi @@ |2die 909 adel gaia A1 90 GIRd
6QIM 6ndll 2T | J60YR QIQQR RIIEIER 63T 66IGN (V) 62 Q@& |
QI QARIQQ
99 QoeaIl SIRse @anIR 15 August 2018 @AQI] QRRI, 6069
g601e A9 (V) 529 6a 2091 1B 9920 v]  (v) 529 Ga *ai gsa 1 931 asie
L QAL NINER QAR 629 | 698 LG Q@ Q15 TAITR QI8 G898l 969 20
Plelsa 15 6210de |1 6980dJuly v|6(2017 v|eigsa (v) a6 §@ @@ July fI6lsa
August 6 2017 2I916Q 2018 @8QI ¥&° 9eQIQ Change QVIFIQ @ @8I | N2IT6Q 99
QY QRPUIR
115 v | [August V|  [2018 V629 |
AAY QRENRQ :
608626 148 FIRC JARIER P10 $228 GRT QIQa @67 Time 6RHUIRG | GlQl
PeRaRd aRea 16 [v. | [36 V] endl 28 1 220, ¢ 9 adal Mo e @l 2aig ¥
QATRI N FGG AT 6QIM 6l 2T |
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9% aeaIg A 99nia 00 § 15 @a9lq SRS, 6069 F6aiR A1ga (V) deq
BRR5QI Ie° IR QaRlRR 98 AFq @RI 00 v] |15 v|ede! |
QRT RUILER CIAY 8 ANIY QRERRR]

3 JI2 2RQI6Q 910¢ 68 ARG (Date and Time) Q@68 6SIRS |

e —> AR AL = 6P AT —> FELIR WIEPR —> 616 IS SRS

Start — All Apps —> Windows System —> Control Panel — Date and Time
|USEQ 7 6 2A 2 §F ARSI | Y8 FELIR AEAR §F FARl J6a Fe 5oF

QEAIR 629 | (2| RELIM AHIERR JRQl | M@ 90QI6Q 6T96mE' AL QG6Q Date and Time
93 Al |

All Control Panel Items

4 [EZ > Control Panel » All Control Panel ltems >

Adjust your computer's settings

4 Administrative Tools B AutoPlay ¥ Back u
@ Credential Manager 7 Date and Tyme ffg Defau
F® Devices and Printers Q Display @ Ease o
@ File History Hash Player A Fonts

#2 Indexing Options f Infrared € Interns

& Language @ Mouse i Netwd

P T i Kl \ih S = n

Qg 6 AR (Date and Time)

Date and Time Q@64 6SINQ| F6Q 2ISH QIR 6 AN QRERAR! |
(P68 P62 QI 6 AL PPERR)

2% Windows 10 @9 2o4 deee d&8d (0S) 62108IN, 6969 QU8 QAILER
26E1 10 6 A PAERR AR |
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dAQ| QYN (Screen saver)

FAICRER R FRICRER ZI6F LR ACNER AR RINEQ NG QL Q1 R 69, IR
660696R 2IAR RIIF IRQIT RIS | 604 62 ANACR Tl R 9@ 0o 29 |
0@ 200 6Q1a9] Ci 90! 88 @ §2 699Q (Screen saver) QLR @RI |
Qe 699 (Screen saver) 68IRQ|

2G Windows 10 golne 983G (0S) 621N, 6062 3¢ gle 2odIEq Q690
(Screen saver) 6¢IRQ! |

QUG — 6A6° = JRAARNIRAERAR —> A@ §@ —> 0 6A9Q 626°

Start — Setting — Personalisation — Lock Screen — Screen saver Setting

geI6el HITEQ R AR JQQIQ QIR AR el 6QF° o (Setting) QOIFER G@ @A
aal Bm Wintl 60 @9 9id6a QIae G0 @& anedie 626° (Windows Setting) 9@
dRel | QU6 AR6dIR 695° JRQER A9 JOYRINNERIR | (Personalisation)
ARRRER R AR |

Windows Settings

Update & secutity

m

JRARINRERLAR. (Personalisation)

JQRINIRERAe (Personalisation) 9QQIQ QIF1 digeq &9l @@ 4% (Lock
Screen) GRE6Q @@ P6R, AR 2 IR AR |

)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)

T o o e Za e de de e Ze e e de de e de de de de de e de de de de de e de de e e de e de de de de de de de e e de de 4




)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)

Lock screen

Choose your picture

esfet) TN

Browse

Get fun facts, tips and more from Windows and Cortana on your
lock screen

- on

Choose an app to show detalled status
F’h“b

=1

Choose apps to show quick status

=

Show lock screen background picture on the sign-in screen
- on

Cortana lock screen settings

= |

@@ 92 (Lock Screen) Qe 699@Q (Screen saver )

2 JoQIQ L1218 JIF6Q 4@ 6Q0Q (Screen saver ) SRF6Q @R KR! | QIKEQ 4
690Q 69G° (Screen saver Setting ) aR6S ARSI |

- )

Screen saver

Ribbons bt Settings... Preview

| minutes [_] On resume, display log-on screen

Conserve energfj or maximise performance by adjusting
display brightnele and other power settings.

Change power sefings

[

2R 690 QARG @9 (Screen saver Dialog Box )

2 Q68 160 IR 690Q 60 QL8 | 692 Qe 69 RIF1 Q9e (Ribbon) | OR
R0 06m I 690 Pams QIR (Screen saver Dialog Box ) di@l | 698 QI €06
Ribbon 6RHICIAG |

@ Ribbon 4R 6900Q QLRIA €Y €7 AR I@ 690Q NMILIQ AR US|
@ Q0RIRQ 983 2I6H dYel | OK 60 4@ @6/ @ 40 620 QIKISN 629 |
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QR 699Q (Screen saver ) QQERA ¢
IR 6999] QYRIRS! AN Screen saver Dialog Box 6Q §8 @A | 01 06Q @
@A G2 690 U@ QIRRI Dialog Box 07 2o &R 69 |

& Screen Saver Settings

Screen Saver

Settings... Preview

ume, display lag-on screen

{Bubbles
Google
Mystify rmance by adjusting
Photos settings.

de 699Q QIR

@Q\ 6309 QIRRIEQ 3D Text, Blank, Bubbles, Google Photos Screensaver, Mistify,
Photos, Ribbons 2IQ Q@8 | 0IRRIQ 6915 QI8 OK6R @@ @6@ 99 4 6290 F0RIIR
2SR @ 620 QIR 629 |

g@@ @Q Ql (émh CddR (Background Picture or Wall Paper)
alm 609 (Wall Paper) 6208 60900 dre | @ deaq 26d ZiIQdie gem
QAR AR | 962 BN 6990Q 6! (Setting) QQEQ RIS |
JeQe o (Background Picture) IR ¢
Windows 10 6 @R 6J9Q (Wall Paper)q Q49glag (Background) @LIAIM | 96
Windows 10 goIR® 998G (0S) 62102, 6069 &¢) 9912 296 9g%e 69 (Background
Picture) 65I@RQ |
QUG — 6A6° = JRARRNIRERAR —> RIS
Start — Setting — Personalisation — Background
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e e e e e e e e el el ol ol ol ol ol ol ol ol ol ol ol ol ol ol ol ol ol ol ol ol ol ot o

92691 VIS A9R6R AR 209l | S196a 9eIa QIf aisea el 6aa LB (Setting)
QUR6R Ba @8 & B Wint1 53 &4 2156 Qias 68 @8 ansale 626° (Windows
Setting) J@I6Q QAR | QIR ARELIR. 696° JRIER R JALFINNERAR.
(Personalisation) || 2Ieee6a @ @8<! |

JeLRINIRERAe.  (Personalisation) dQ@IQ QIE AIgER 2 NIRYIRE
(Background) §926Q @@ @6m 94 (Preview) do@l din@! |

BN

£ Home Preview

dey (Preview) 9e@l6q Uiegiad (Background) §ae

~

Je 2 (Background Picture) @@6RQQ] ¢
@ JeQIea QI8 digeq @iagias (Background) Q99 @@ @891 | QlJ6q 653
Q@8 (Picture, Solid Color, Slideshow ) QIQQ! |
Qe 600G Goq-
1. 93 Picture @8 QIZQI | OR 6l 6@ 6RELIET TQ QEAIR 629 | 698 To REQ 69T
QIEQ! | QIIER 602D FRF RIFIER AIFYR T QEMAIR 629 |
2@ Solid Color @86 Q8R! | O Background QI 96@ 9 ¥ Qe 58 6d6RG' (Pallete)
QEMAIR 629 | 68 QEr REQ 63N QIFQ | PSR 6RACU TR RITIER QTR QG
ALIGG 621D |
QS Slideshow 9R86 QIZQ GER &Il Browse 90QQ @@ 20! | QId6Q Album 6@ QOQ
69IGN QIZR, QI I6Q @AY FITIER QIFYR IR 6 QIR 622 |

Lah ab o o ab o ab o ab ab o ab o b o b o ol b o ab o e o ab ab o ol ol b o b o o o ol b o o o ab o ab o « o)
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Background
| Solid color ~ |

Background colors

Solid color
St . e ]

Picture 6283 Q189 Solid Color 928G Q189

Background
| stigeshow

= e
| Browse
Slideshow @86 QIR

MNIRGIRG (Background)Q 2SS QITILN FYEQ AQINIINER AT YR |

T IMERN Qﬁ@ ¢] GQQNQQN (Creating & Managing Folder)

2 YRR AT RN RER KR OR ARG 621R QRF, Kl - YN ATRRE, @8
dg, 99 99 60PIQ YIS | 6ATUR AHIFR YEPR FANQ FANQ FPRYRR QYN | KeH
JEe TIm 8 6TINER QUER FHISRER RS 621R2IN |
criem (File)

TR 6298 62609 I0IR AWaG 624 6 IR AR |

ARUILIR 2UIES 2UIF! 6610 TR QA 68 AUIQY G2l RHICRER ARG QYR | 6604
IS QN1 6 AQATR G2 AR IR AR 8 FIUER 69@ (Save) SRFEQ G@ FAR! | 6R
66N TR 9100 629 | 92 TR QI 208 @Q ARG QYS! |

AYICRER GF0 YEOUR G2 B YERIR FRY QPR r e

|-
TmmeN e OO0 bm 0 BM B |
il |wmEEL ) 5 &

QAIIR 9@ TIAR IRIAER QSN | QNI AGEI 2QACA TIam e —=mem ca
JRea B Rl ARGl ARG, Y8l @QYETE TIam, (Document i i smss
File) 60Q6 diam (Text File), 649l Fiam (Program File),

QIRERQA Tlam (Directory File) @04l@ | @440 69iglIe AR s anea

o

@8N (I TMERQ QSNLIN | T O N

Lah ab o o ab o ab o ab ab o ab o b o b o ol b o ab o e o ab ab o ol ol b o b o o o ol b o o o ab o ab o « o)
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6@ (Folder) D

2 YR IR LRCAIRER 98 Yo IR e 621a AN | ARAIR Qaen 69X
Q2lce dzice Ga1R 6oIn C9al; 98 Joae I fnal AR | KSR CARISIER 2Isr @B
JeQ 93 2I6F TIam R, 6969 URIRG 6TNER 629 | - .

2010, 6TINEQ 6298 2R TIRRA AR | 6TINGAER L
2ERR A9-6TINGQ R Q2UI6Q | TIeRg I0F0 QYIUIR 6TIRER "1'%:
FOQ AR U6@ | ETINER RYUER AHIFRE 2RIQ 2RIQ TR AR | L"L
FIQI60 FQEE 62104e | 66¢ 2NQ ediie TIam 64Is Al @i0ae TR

dio 699 |

6TINEQ S10R @@21 (Creating Folder)
R) JIam 9Q6gjea (File Explorer) @ @644 a4l (Content Pane)6®, 69R016Q QOR
6TINeQ 646 621, 62019 iR 62171 (Home) SUIQ ‘G@ 6Inea’ (New Folder) 6Q
Qe aaql |
@9l

TR 9R6gaQ (File Explorer)@ 62@6698 i@ (Navigation) 6@, 6JR0I6Q
QR 6TINEQ 64l 629, 620I6Q ARG, HR AR 69IGN Fae N (Re | 628 ‘.
QIRRIER ¥R (New) 9280 6FIReQ (Folder)6Q @@ QA4 |

69 D2l YRR 65T QOR 6TINGR 64lIS 6214 1&° FIeg AIe (New
Folder) 691R QI QIF1RQ8 I 6210KQ |
9. 2 96Q (New Folder) 9I06Q @il Q106 I @aQl | 2I6e New [

Folder @I916Q Ganita Bichitra 6n¢ 6IIREQQ QINRQS K6R |
TR U 6FINCR Ya8 FIFRQES! (Rename) :

TIom 9Q69|0 (File Explorer) @ @644 Qi@ (Content Pane)6Q, 69Q Tlam Sl
6TINER a8 IFIRQE (Rename) @QUDQ, 6926Q ARG G0 FEM 601G 98 QIR RS |
692 QINRIEQ REQE! (Rename) FRIER @ FAR! | 6L 692 RIOG QIF 62IRLQ | 6Q26R
2l6e1 Q2 QIF 6RgEM 98U RIS 621RPe |

2IeIQ) Ganita Bichitra QIF6Q 6FIRGQG] CIRSER | 969 Bichitra Ganita QIV6Q
QU AVAER Ya8 QIR @R |

New folder
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TR/ TN SR (Delete) :

TR IREYQR F6494 QUL (Content Pane) 6@ 69R TN ETINGG FERITR
(Delete) @QIDQ, QIR QIF @R @@ @RI | QIR GRS (Delete) FRF6R @R AAQ |
2ID6Q 692 TR 6TINGRE 6RId (Delete) 620D |

&¢] ©@6Q (Ganita Bichitra) FIam 28 | (Delete) @226Q @@ @QQ! | 0I'd6Q 1@
TR ETINEAE @644 Qi@ (Content Pane) Q 2IAR I |

Open = — P
Open in new window

Home Share View PPin to Quick sccess
e Add to VLC media player's Playlist =
& Cut 3 3 v Open~  EfSelectall
ﬂn: ':% PDI W= Copy path it S9kin Onetione [ ear 5 Select none
Cuick  Copy aste Play with VLC media player roperties "
BCoe: - History Irwert selection
i EH Scan with Windows Defender... = e

Open Select
Share with

[#] Paste shortout
Clipboard
i « 4 R » ThisPC » Desktop

W Add to archive...
A Name B Add to “Bichitra Ganita.rar ez
&) Question B Compress and email...
& Papumasp | B Compress to “Bichitra Ganita.sa™ and email

Include in library
& Scan
3 shred
Pin to Start.

Send to

Cut
Copy
Create shorteut

N

Ganita Bichitra, IR (Delete) @Q9

T/ TN Ja8g19 (Restore) :

6a6d TIRWETINGRT TR (Delete) 6QIRTR! V6 PHITAQ A°YF 6RIY AN
Gl | 92l @dRem 86 (Recycle Bin) 60 986 @62 | 26¢1 9@ Gdlinam &6 (Recycle Bin)
Q 98 <l deg 66an ZEdRRl | M@ Femid (Delete) 621R8Ql TR JsJde
(Restore) 9élIn1 SA6R 6Q RIS |

6ROUCR AR AARR G2 (Recycle Bin) ZIRRR AU6Q 90N @@ @6R, SeRID
(Delete)621RQIRAS| TR/ 6TINGR JGRR QIR AR |
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1 - = TR

QAReR % (Recycle Bin)

692 QIRRIQ 26T YR8 YURAIR IR TR ETIRGR 6417 ARTR J6Q G
QAUCQ ARG 52 2RI | GIU6Q (Restore Previous version) @R96Q @@ @) |

-mﬂmm

& cut I T Mew item = mopen=  EHsecun
o % D = Copy path et 4] Eny nezess = [ e 11 Selact nane
m.::',“ Sny) Fene [#] Paste shemes D - " e Franl @Histary  HF irwvert satection
Clipbows Cpen Salect

= Y

Name
o Quick nccess

(Restore Previous version) @8

6Q F6md (Delete) 62101 TIRR/6TINGR JR8dIde (Restore) 620de |
QVEAID SR6Q 6T (Delete) 62102 (Ganita Bichitra) FIRRQ IQIOR IR (Restore
Previous version) @@86 010 62 QIR 6968 GALIRE |
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QLN 68 (Paint)
Uwe 6 A9 (Creating & Editing)
ge Q@6Q 26 694, (Paint) ATSBAIRQ STAER 0G| 2! QIR 26T 26aR &

Rl IR @Rg | I6Q e @8 KIdRl | B¢ dele Qe (Window 10)Q 69 (Paint)
ATGBLIRG 6N |

39 AT — M 2 —> ARCVR 2CACARS —> 69I&

Start —> All Apps —> Windows Accessories —> Paint
69 694 (Paint) @ QAP F@@ 694 AREARER 526 2QR! |

Q@GQI@ Qe gmd QY 699 4R §@|€1°Q 632 QAP
(Clipboard) (Image) (Tools)  (Brushes) (Shapes) (Size) (Drawing) (Colors)

[

Size Calor | Color
i i | 2 |—

00 614 = 460px

ge 9enea 26 694 (Paint) gaI6Q Salwe @89l 9gg | 969 6615 58Q
AR, QG 2GR LRI @R |

Jele1 GG IR | 91U6Q 95 QI8 (Select) QARG L°6ARIR @RI |
5eQ 6299 @69 Q1 RIGQI (Crop) : ||t crop)

0R 260 R ARG | 692 23Q 66T 2Eg 2EE RIFRI @ 6897 @R |
699 2°9 RI5Q! g26T FOR 692 2req Q1A 91 AR (Select) @R |
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60T 2°6IQ QTR @ ASMQ, (Select) FQR QI QQ gRIQ QUK |

1. 2I9eRIe6a @l (Rectangular Selection)

2. QRIS QUREQ QI8! (Free from Selection)

geleet demm (Select) Q6@ @R @RI | YQIKER Y@ @d @Ke 69¢ (Drop Down
Menu) € 969 | 9@ 67196Q 2VCRINER QI@S! (Rectangular Selection) 8 YRIG QISR FIZ
(Free from Selection) 6n¢ll CIRg | @06 €09 2I6S 2K IR 2QEa 691N QIZQ |

r.:: Invert selection
Delete
Jransparent selection

2Igolnlasa Q189! (Rectangular Selection) Qli1e QIR QI8! (Free from Selection)

Jdeleq! ZIRIRINER QIFR JE6Q REFIR ARER 2Rl @Y IR | G arop 6o QR @R |
2| 96Q ZIEH 699 Q2RI 2°EE IR, Qe AR ZPIT @FPe | Y2l 0F 506Q 6Q6IR
QUS|
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ZISORNNER QT 2 FRFER QR FAR VEQ

Jeled YRID QUREQ QBRI J6Q RENIR YRER US| R0 FRFTER @R FAQ! | 2l J6R
ZICH 6Q9R QIR 2PAT AIRQ! | Q! Of SR6R 6968R YIRS |

RIG QPR QIR QY SRFER QR AR TR

52 AN 6 2GS 9a8 R (Resize) :
a0 598 2IRIR 6 2IGE FRERRA JIR REIR QARER AR AARS (Resize) |
QAR @@ AAQI | Y2l d6a G¢) 880 (arcdin) AdQ | el Adiee 8 A4 (Resize and
Skew) @@6dia | QAR (Resize) GIRRIER Q@@ (Horizontal) 8 @@e. (Vertica)@
A ERSIIIRE | I8 CIUQ QRERRER, F0RQ AR 8 2IQE @RI |
fromese <]
| a;:“ ® Percentage (O Pixels |
]i] Horizontal: El
R

)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)

)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)

R N N N N N N N N N N N N N N N N - N N N N - R N N N - A N e - - A - A A N N "N "N




)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)

Q] 5R6Q UXG TRER A} REVIR TR FAILIREG 6 Y& 9 2RI @R AIPE QERIR

= U

QERIQ 2RI FAUYRE dqe 2R FAUAIRES

g8 49 (@9l Skew (Degree) OIRRIEQ 2IQRSI® (Horizontal) 8 QWA (Vertical)Q
I 6RHITIAG | I8 FI0Q QRERRAER, TR AR 6 AIRH F1IR ARIAER FRRTR |

a0 5060 AGE SRR 9l AReIg Yo Gl FITIe ARG 6 Y8 999 Do B9l
P1dia @8 2190 PeRIR QAE QI 5@ 906 62108 |

7 P

Q901g 0 B9l IR FQIURE ggq 9o Fgl o1 FQIIRE

Sea g4e (Rotate) : |GlRotate™

6@9d Seq QN QR Sl 9Rg PEeRel dR RN QYR AR ERUCEE.
(Rotate) [Tk Rotate * | 50960 52 201N | 534 QIF-I2IE 9 QUR-0F BREEAD! Tliat M
6RIESG SRFER A AR | YU e @ @IaR 6919 (Drop Down Menu) ¢@ 989 | @
60IQ6Q 0N OR AR S92 QLT |
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Qlelgg ¢ o° gde (Rotate right 90°)
QIAg. ¢ o° gde (Rotate left 90°)
ero° gde (Rotate 180°)

wma 6me' (Flip vertical)

2IQ@die 6@e (Flip horizontal)

L e
& cut ] crop
Bl E P /A

] Resize

e - r ® /9
Clipboard i /A Rotate right 90*

o ... . 1190 f4" Rotate eft 90° 1

| J  Rotate 180

] = Flip yertical

/;; Flip horizontal

601666 (Rotate) 9@8

QU618 908 JPER AR F6R O F9R QUIBAq 967 AdIR GRS |

€

218 ¢ 0° g4 (Rotate right 90°) QIR ¢ 0° G (Rotate left 90°)

&) @ @)

el o° gd@ (Rotate 180°) gma 6ae (Flip vertical)  21g@fe 6a¢' (Flip horizontal)

[

e 6Q
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AIRERIATE AFA TR AUIERRa (Microsoft Office Picture Manager )

g9Q 26eT 60 (Paint) ATCBLIR V6 9LE | I2IQ XS 6 AR (Creating
& Editing) @161 §dg | 969 AIRERIATS ATY Iaeq AMER®a (Microsoft Office Picture
Manager) QIO 9@ QR QRRER 2@ @8 G | §F) 9LIe 2QACR Windows 10Q
AIRERIATE 2T TR AHIERRR ATSCARS 6SIRS! |

39 A6 — A 2 — AIRERIATE ATA —> AIRCRIATE ATFA TREQ AUIERFR
Start — All Apps — Microsoft Office —> Microsoft Office Picture Manager

QUEAUB FIL AQAICR 2I6S 6HIRYL! YIS o6R QeS|

file Edit View Picture Tools Help

Agorats. W & A DB X 90 0% v £ 4 JEditidues 3 AutoCoect o

Picture Shortouts x|d 323 Edit Pictures
3 Add Picture Shortet... " R |

-

38 My Picture Shortcuts 1 fies selected
oy Pictures
[l Unsaved Edits

Copy of Sat Feb 04 14-43-26 OMS-Certificate-15-2016

Paintd Paints,

@ 9YIQ QIET AIg 2A6Q &N IR (Picture) FRFER @R @R 26 F6S1 6 Q QIR
ARG QIS 2i6e! ding | JAIQ QIRI8 IFER 6@ AHQe AR Q@S “(Edit Picture)” 6
(Change Picture size) | 69@ 9A6Q 6@ AR RURQE @1 YR (Tool) AQ AGL | 698 Y AQ
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o A¢tlon (Edit Picture)

?) QgPAI 66 (Brightness and Contrast)

9) Q& (Color)

M) 629x (Crop)

¥)  §4@ 99 8RS (Rotate and Flip)

8) 6MP0 9 YIRSl (Red Eye Removal)
SeQ 2IRIQ 989@R (Change picture size)

9) IR IR RIS (Resize)

9) OQ 6FIeR (Compress Picture)

694 (Paint) AYM 6965 2I6¢1 6899 (Crop), G 99° 6AE' (Rotate and Flip),
2IRIR 6 2PE Y3 ARIQG (Resize) FH6Q P18 | 69 AGRG! 6 6997Y (Brightness and
Contrast) 6 Q& (Color) S896Q @8R! |

CEdinpicures 4= < G0 QA (Edit Picture)

Q0! 8 698¢! (Brightness and Contrast)
4 Qaf (Color)

— 629 (Crop)

— g4 9@° 6Re (Rotate and Flip)

— 6MI@0 of 2ddeél (Red Eye Removal)

2RI gos ASIRS (Resize)
— 6@ AW&Iee (Compress Picture)

umm‘_

Qgmel @ 6Q9Y (Brightness and Contrast) :
@?]g @ e g@el @ 6QFN (Brightness and Contrast) @I&j‘@ﬂ 22
@9l |
l. AREQ QTS a3 @Q\@Q AERPQ (Microsoft Office Picture Manager) 9YIQ QI¢1
436Q Q1 Ia0Q (Picture) 9REQ @R @A) |
QI218 IHER 2R Q AHIGR! (Edit Picture) ORF6Q @@ @QQ! |
S0 A¢tlee (Edit Picture) 296Q 2jQl QEP2| 6 698N (Brightness and Contrast)
ARF6Q QR @R AT AIRR |
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i Brightness and Contrast ¢-=—x| Qg@0el 8 698¢Y (Brightness and Contrast)
1 files selected
Correct brightness
L8 ca
To automatically correct the

brightness levels for the selected
pictures, click Auto Brightness.

[(Auto Brightness |

By and ast
settings
Brightress:

D == Qgma! (Brightness ) 2269@ (Thumbnail)

o
Contrast:

— | 6399N (Contrast) &a69@ (Thumbnail)
Mvazced =ettings More
Mictore: ac_l;ust midtornes only
e

69 JRQIER 2R 2RI §aq dAQ @R (Select) 8 HRR Qg@ol (Contrast) @2l
6896 (Contrast) 9R6RAR! IR AQAF 2R (Thumbnail) ISR KRS |

Q6R 6RITI §QQ QERG! B 6QTY QARIR Q2 TR F0e 621RE |

e 0o 2GR0l 6 698 QARSI J6R 698 G

& (Color) :
2612 AQLRNER 26T QEr (Color) RITILT QA FEQ |
ARERLTS tJ91% @@\QQ AMERPQ (Microsoft Office Picture Manager) 9RIQ Q¢
436Q &l daea (Picture) 9289 @@ @QQ! |
QI218 AIEER 8 FQ QDR (Edit Picture) ORF6Q @@ @QQ! |
9Q AR (Edit Picture) @R6Q Q1 Q& (Color) SR86Q @@ @Q A RS |
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— Q& (Color)

Q" (Color) aR6@m (Thumbnail)

Q@ (Color) R6@m (Thumbnail)

6Q dRQleq 2l ZIesiale 0eq ddR (Select) @Q@ 8 9@Q Q& (Color)
QRERRRI JIR ARAT AAEAR (Thumbnail) LR FRS! |

6@ 661G Q& (Color) QERIR A 551 G106 62198 |

QAT PARIRQ| T6Q 62D 5Q
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ald ! *guc'e aqudiolag 9l

AR69D o golae a8d (08)6Q FIAR UeRIR @ FIm Qg (File
Explorer) 99QI5q 68C 2aI96Q 69Ia | @il
@) CIARIQ U6Q 2RI Tlam, QEY QR (File Explorer) 2aae QAUER 2R AR |
¢) 2o 9o GIR@! (Start Menu)6Q &< File Explorer 6Q @@ @ |
o) @-coigea [ =] winte 68 |

@ G6RI6 Qalg ARIgh F6R F6R 6o/ @G JY6Q |

ARCLID © 60 AR IQYEY QG GAT QCIAsR sdliM | Q2ll-

@) JOQIER F1% QIR AUER AL ARELR IREYAR (Windows Explorer) 2IQae E
QUCQ QR 2] |

o) @-60ceq @ WintE® &4 |

)  ancdiecnisal € G0 ad IS 671960 AHIeR GR8Q 6SIR |

(@ 553G Qale FIE F6R PR 6OVRE §IYI6Q |

22649l €o gl a8 (0S5)6Q, 79 dele 2eaea @edin dYeam (Control

Panel)66lim |

QU — IR UL —> QRIS I —> redim dHIEm
Start —> All Apps — Windows System —> Control Panel

QIa¢ 6 A0 (Date and Time) JRRI6Q &L1 60 (Change) 9@80 @R @ OF Il
6HIR G 6 AT QLRI |

Change date and time
Date

July
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ARCAIR o JOIRe JRG (0S)6Q ¢ dele 2ealea ¥a6daQ (Screen Saver)
JQIG 64l |

Qe — 695° —> JALFININERAR —> e Fe — @ 6Aaa 635°

Start — Setting —> Personalisation — Lock Screen —> Screensaver Setting
de¥ 9006 MRIag (Background) Q@ @@ @@ , &G @@ (Picture, Solid,

Slideshow) QUQLIQ @R JE? 60 Q@RI |
TR IQEQ0Q (File Explorer) QY@2IQ @ 60lIc° 902 6Im@Q (New Folder) 6109
o |

2Ig6Q (New Folder) gi96Q ‘Ganita Bichitra’ QI .

FIRY AR 6TINEAR FINRAS AR |

AC6R 2Rl 260 TR ARG | 698 2GR 6QlIGN Z°ER 26T RITA @ 689K
@QQl |

69 2°6Q Q159 0I2IQ 5@ F6R QARG | @Y ARFEA R AR 5eQ QIS |

ZISPIRIRER QIF A FRTER G@ FAR| R QIR QUNER QT R TRFEQ AR KR U6Q

9. QIRERIATS ITFA TR AUIERPQ (Microsoft Office Picture Manager) Q4921 @@
S0Q a&f (Color) Q@@ |
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ZI6e @&l Sigem

AReslel TR 9Q6Yee (Windows / File Explorer) 6208 @dicq @ldiaea
JESINRIR IeIFie @Al | 921 QeI QeMIeR1, 99Q!, 6dIFlIF 2IG QTG 621R A6e |
R6LIN AIEFN 6228 ARCAFR 6RR1Y ARIRAS 698 | IR IR AR ARACLIFR
g604a QIGRIRI, @4, 2IPE 2P RERR ARSI |
QHICR PN FRS! J6Q AR AR FER FI% R AR | IR RIS dIFER AR
QI0¢ 6 AR (Date and Time) RAJLR 62R2IN | Y@ GIAY 68 ANLY 26T QRN
AR |
AHISRER AP ARCRER BT ACRR AR A RINER Y Q2 A ]l 671, 7R
660696% 2R AINRA JOQIE 6HIRIEAN | 664 62 AR 22 SRR 98 Tdea
24 | (@ 2003 6IRR Jin 909! 88 91 §969ea (Screen saver) QIR @AM |
@R 699 (Wall Paper) 6208 60200Q e | M@ 9Raq 269 2Qaia I6n QLI
dIRQl | Windowsl0 goine 986 (0S)6Q @M 699 (Wall Paper)@ QMegias
(Background) @2I€N |
IR (File) 6208 @ICR6Q 6960% IRIR ARG G2 8 IPRIQ AR |
6TIR@Q (Folder) 6208 Z69@ TIRNQ ANRIQ | 6TINSRER A6an AR-6TINRR FRI
QRYUIER | TN 0T QYR Ui 6TINER 0 KARIQ T6E |
ge @26Q 26F 694 (Paint) TSR STA6R AGAR | MLIQIAI 2U6F AR T P
U 2R |

50Q 6292 29! 9l RGN AR Y (Crop) FREA GR. FRAUIAN |

50 2RIR 6 2GE 9N FRIQG AR (Resize) FRFER G, QAN |

6aI9d G QIF1, QIR @l 9RY 6L JIR REFIR ARER Sl 616G (Rotate)

ARFEQ QR AQUAN |

50 QA-QI2IS @ RUA-0R BRECAS AR 1M 6RIEEE TR G2 @R |
AIRERATS UTFA TRoQ AUERRa (Micrwsoft Office Picture Manager) Q01 6@
QR 6 2R AGLRR (Change Picture Size) @RI |

s'v'%%v’v’f'""%%"0""""%%%%%%%




@)

o)

)

)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)

1. QRQ11RIQ RAYS IR QUF YR DS KA |

AR64IR NREYRg Windows 10 RIRRER Q600 RLIAN |
(TR, 6TINGR, LAR, TR 6 ETINGR)
2Ieet Windows 10 gRIRRER QOR GU TIem IREYRR 6HIRARR! |
( Win+1, Win+F, Win+W, Win+E)
269 Windows 10 gOIRREQ QR64la 696° del6q &S| AR FR AR QI G
AR JeQ! AR IR |
(Date, Time and Language, Time, Date and Language)
P00 Q1RSI JIR JeQl Y9 @ §969RQ (Screensaver) QYRR

QAN |
(929 69, AR 49, 2N 0¢, JIAa 9%)
2I6SI Windows 10 dIR@EQ Qee &T Windows Setting Q@ dIQUIQS! |
(Win+1, Win+S, Win+W, W+S)

JOIRRER GIR 6IUR (Wall Paper)® 989 6@ (Background Picture) @@IKIN |
(DOS, Window 7, Window8, Window10)
6IR@Q (Folder) 6208 260% QAR |
(Drive, Directory, Text, File)
6@l6d TR/ 6TINPAE SR (Delete) 6QRIR| TER Q! 6Q GIg0 Q6L |
(Recycle Bin, This PC, My Computer, Control Panel)
694 (Paint) 6Q QA 661G 2°9Q 6809 R AN Qeae GRAN |
(Resize, Cut, Crop, Flip)

Q¢ RYe 99 9P RIQ RAYS FIR QI Windows10 JLIRAQ e 5@6Q g
e 998 @Q |

(AIR6RIATS AT, e6dle, e, A64IR dIERR, A6dIe, 636°,
JRARINNERAR, QACIR LCACARS)

@64IR AUERR (Control Panel) 68IRQI Ui 9RIe 06 62ml-
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QI Q919! (Date and Time) YIRS dIR IR 606 6@MI-

|6 —> 625> —> — GIRE I QIS —> 698 —> 608
gg% @@ (Background Picture) 66IRQI I 9LI2 §06 coml-

QUG — 626° — — MRS
694 (Paint) ATELING 6SIRQI QIR II2 505 oI~

39 /U — R AL —>

ARERIATE 2a daea AuEeaa (Microsoft Office Picture Manager) 6€IRQ! QIR
Jole QG cami-

| — A AL —> — AIRERAATE AT TR MERPR

3. <°6]d6Q 6msl |
@) A6 | T A6QY@ (Windows / File Explorer)
&) @6LIm AUIE@M (Control Panel)
Q) QIQH 6 ALY (Date and Time) @R |
?) doQl Qe (Screen saver)
@) 9r9 60 @l GIn 699 (Background Picture or Wall Paper)
Q) T @ 6TINEQ Y28 RITRRE (Rename)
2) $0q 6299 @Rl Q1 KGRI (Crop)
?) 689 9@ (Rotate)
¢) 500 2IRIR 6 2UPE a8 FRIQE (Resize)
8) AIRERIATE AT daea AUeeea (Microsoft Office Picture Manager )

Q) @g"2l 8 698N (Brightness and Contrast)

4. QY @Il |
@)  <lam (File) 6 6IR@Q (Folder)
¢) 909 Yol Rl QIZRI (Rectangular Selection) 8 YR QUQER IR (Free from

Selection) |
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5. ‘@’9aqee ‘¢’ gadql |
‘Q’
Tiom A6« (File Explorer)

@6dim ayeem (Control Panel)

696" (Setting)

JQARRRERLAR (Personalisation)

dee 6@ (Background Picture)

60 Ime (Folder)

Q268210 (Windows10)

@687 (Windows7)

H O R

S0aa 694 (Paint)

=
|

0RR 629R @RI QI AIFA! (Crop)

50 2RNR 6 2GE g8 FRIQE (Resize)

DYE

50 gde (Rotate)

AIRERIATS ZTA TRLR AUIERPR
(Microsoft Office Picture Manager)
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GIG 691699

T | (WORD PROCESSOR)
UKYNH3

§Ie 69162 628 66T ATSAAR AGBLIR (Application Software), Q2 QIR
@Q6¢1e (Document) SR, EANS @2l J& FAULN | ¥2I QA IRBAE @8l QA
ARG 92IaR, §00e,864l19, CI0Y ARG 6216 2T GAUR AL | 2l Ul ERSI].
ARRRE @ QIS (Format) @RI 420 YLIQ 916 KIf @AULN | Y26Q RXVIB 699R 6
20Q 2998 FAUURAER |

g6 691629Q QIR 691N @2 Al PQENER AU @ B (Edif), 198 oI I
(Print), Q8 QI 69%, (Save) RAURAR| | REWEER PR QYR 8 JRQARIQ (Retrieve)
RACIRQI | 601G GQEE GTIR ARQIQ 626m YR &’ 6Q1@ (Key Board) 60 919 910
@Al 6 626 AAQ! | 60T BREFILR YT 2GR 2, OI AP JFR RIS Fal, &F
92, QY @9 AR 1P 69 (Delete) @A 6B QAU |

@ 66 69I6220Q AQ0IQ 66N @@ IaI 62Rl, ST AR LedR Bl
a8ees 2G0IRC, €igl & JRHER FIRg AINTRER 62IRAIAR PR | 632ER Iy FRAUR
QIR ¥AQIR U6Q |

gl 691629Q QIR : 7. 4Q.81¢ (M.S. Word)
AL NQ.2GQ (M.S. Office) AFOAQQ 4692416 (M.S. Word) 6208 9@
QPG | 92l IR ARYAR §IE 6916AAQ | Y21 92 9ORE IS° ARIQE | 604 7. N.BIE6R
2R QIR e @A) |

2S Windows 7 goIfe 988G (0S) 8 Word-2007 @2l Word-2010 621QI1\d-

UL GENRT = ) - S———
QPER @R A |
6dIFIER @R 2R |
e Q. UTAR R @R |
91 Q. GI6- 2007 6Q §9 @9 |
G019 98IR1 ¢ (Run FIRINER)
US6R AR @ |
Run 6Q & @4 |
Run 996 WINWORD @10 @4 |
OK Q! |

9. 99259 gl

Lah ab o o ab o ab o ab ab o ab o b o b o ol b o ab o e o ab ab o ol ol b o b o o o ol b o o o ab o ab o « o)
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Qo190 geIRT :

6026'¢| (Desktop) 6Q ;’?'iam
2IRQR (Icon) RUEQ QAR G
(Double Click) @@ |

RAUCAID YRAEQ ¢6-2007 6RS!
Jd6q QIR0 288dY QI RETd
6QYUIRD YQ° 690 QLRETAR 24
qGe aIgen gado caml |

Open Microsoft Word 2007

START Double click on
I the ICON on

desktop
PROGRAMS

Microsoft Office 2007

Microsoft Word 2007

\961.99.816Q 2289A (INTERFACE OF MS WORD)

Quik Access Toolbar

Wi

Meru Bar

. Maximize /
Restore

ik - l
B
k Beasl PoarLoopl Refimms - Wadl

Slan s 22 = mmem I e eesn | istoc: AaBBL AaRBO-
| tuncan [1untpart | Measieal | Meamn

Title Bar
s o

ey
£

;B0 N e o W A% A (EEE sl Ui

R

ﬁme T : - n 1 . T
g [ [

Clipboard

Horizontal Ruler

l_l' Editing Area or Working Area

Vertical Ruler

Ribbon

Property Bar

;—

Vertical
Scrollbar

Zoom Ruler

(,'f}l%§ 2007 60 @ @2 @I QEQETL 22 el gadll Qd Ol AN Gl |

§I& 2007 6Q 8IS 24l YER YOIER RSN FRUSIR |

)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)

R N N N N N N N N N N N N N N N N - N N N N - R N N N - A N e - - A - A A N N "N "N




)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)

P - Microsoft Word
Page Layout References Mailings Review View Developer

11 | = i-— | iE : 5
__j il B I n = .lh X, x‘ ll_l IE i i i” Q;, ' AaBbCcDc | AaBbCcDc AaBbC| %
Pas‘lt _ Change Edlting
7 a7 . A h"| A ‘ IQ T| "‘Q”F_l 7 Normal | 1 No Spaci.. Headingl Styles - o
Clipboa... = Font e Paragraph fa Styles =

6612 QI, FINTR R 8 ARR R AGYG

Q9@ (TheRibbon)
EJ6Q 6260 PG @l 2F, PR AQ QUIQ ARRER YUK ARG UG | IR
96947 SUIR A2 @8 1M 2°ge 27 |

6.9, 2FQ @E'R (The Microsoft €8 Office Button)
CIRERIAT, 2T QER AR FEM 42J6Q New,

Open, Save, Save As, Print and Close @¢11€}
Je@ 6QYRIR TR |
Arial 11 -|A A A ’

aa M QI (MiniToolbar) g , = . A - g“-:‘g‘f =

66 6R4IIQ QIR @1 JenQ (Select) @R QIRG' @@ (right-click) REM I8 GR QIR 6617

G kI 6AYUIRS | \26R 6R609FY QRIS 28, PR 6RdIQ TAIG° (formating)
PREQ MR AL |

@ CRAINER G661 @8 Chede fRaIRe QIF |

an@ AI6q9 QMR (Quick Access Toolbar)

2 N QIRER ARIQEIER RLIQ 62RAR| @8 YR (tools) 2N, LIQIF 2P &g MNLLIQ
FALRAIER |

% @R QL QA QR AL LA FAAIRS |
26Q @8 QR 64Idl FAUGR 6 &8 @0QQ Q@ 6QRAIAR (remove) |

. TR m ol
GIRER QIQ (Title Bar) (M) @7 ¥)7 D ko

N2 9R0IQ RUER 2N, 1€ JEQ TmQ ¢ @ SRS 2N |
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6¢1q QI (Menu Bar) :
26 76 SRR (Menu) Q22N | 6999 6@l -

62171 (Home), @Q\Q@ (Insert), 0% 6m2IQG (Page Layout), 6Q6F6Q@Y (Reference),
661 (Mailing), Q@4 (Review), Q4 (View) |

Wil =1 E 3
W ' Home Insert Page Layout References Mailings Review View

@ 78 IRRI QUO1E JRAIR QIF T RUR 6RISER 661G ATY QSR 2N | 2l TR
6912 9 QY R6Q | 69RRIRER 2Rl 6RISR IR 601Q AUER AR FEA 6F199IR FRY
QIR FILIIR 6RES P& Al B FRP EQYUIAR | QILIQ AR QI |

QmQ (Ruler):

GIP6R QAR @l 6AIM LYRURIR - GIFl 6LRI YA (Vertical) QAR 8 2IYQFR
(Horizontal) QRQ, | Q651 @ Qo 69¢IRdIae @7 Rela dIRQ |

Short cut - Alt + W + R

64Im QI (Scroll bar):
QI@GQ Q@ @I Scroll bar 2N | Q12| 6L@mI-
(@) “V’Scroll bar (@34l CII‘éjGQ aN)
(b)  “H’Scroll bar (LI 682 @ Working Area 6@l 29I @1{]6@ N
ga@‘ QI (Property bar):
@ GRLIRG “H’ scroll bar @ OR 099 2N | Y26a TR (file) 6Q & da A,

gode gaIa Qal, AL Jal ¢ QIR AIER Jade ceiRal | el 286 eIa
QS Qg6Q views 99° zoom line/scale 6N | H7Q 509 69¢g |

Bage 5o 100 | Words 16653 5 Engsh U5} | |éEE;§ S 1 0 +

Q°dlwa 6”2 (Editing Area) :

dQ GRIR B AR ORQ IR TS Ul 2B S | 69R0IEQ 6AS 29 6 GQIEAE FRIR
QRUAN |
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GIE6Q 6RIQ QTR QI Select FAR |

e 6@l63 6R4ll (Any text)-

QR QI 96aQ Id A F1RAR IO (Pointer) § EAS! QUER 6AIVIE (drag) 72 |
69169 €19 (One word) -
6@ 92 QUEQ @9 @@ (double click) (RQAER YRR GR) @A |
EMSIIQ 6611671 2II& (A line of the text) -
CIRg SNEQ @ 64@ Mie AUER @l IR IR QI AR QY GOm @@ (Triple click) @R |
EAHIQ @20 §&d 2§ (Multiple lines of the text)-
AR Qg 692 MIEQ ZIRAA A QIFER QY ONe @l AUeR 6QISIE (drag) 72 |
RS 691G QURY (One sentence) -
Ctrl @’ @ QIO QY 692 QIRIQ 666D R6Q @@ (Click) PR |
diUg|I<r (Paragraph) -
Ctrl @’ @ QIS QY JIUYITR QINEQ @R (Click) @R |
A @61 (Entire Document) -
IR INLQR 6RUIR R Y SUR SR (triple click) @Q |
91,99, 2FQ @6'R (MS OFFICE BUTTON) :
QI JRQIQ QI¢T dIY QIR 6RIS6R AN | N2l IR QBN ¥R | QIR file
menu 990 QPR KA, RIS Y@ PERQ FAILYER ML K file

menu 68 29 AN QERQ RITY FAARS | @ 99Rq §8 Q6m G
RAYYER Qa1 629 |

A. NEW:

N2 QIQI IR QOR 96018 IR 2 |

e  Office button UEQ R @R |

e NewQd6Q Q@ aq |
w6 Create QU6Q 8@ @Q |

=~
| Close

Short cut - Ctrl + N

B. OPEN:
2161 920 (Save) QIR 6D6FIET @QI6AEQ 12! QIRl 6HIRILIN | eI

e  Office button RIEQ @R AQ |
Open J6Q 92 @ |

)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)

T o o e Za e de de e Ze e e de de e de de de de de e de de de de de e de de e e de e de de de de de de de e e de de 4




Lah ab o o ab o ab o ab ab o ab o b o b o ol b o ab o e o ab ab o ol ol b o b o o o ol b o o o ab o ab o « o)

e e e e e e e e el el ol ol ol ol ol ol ol ol ol ol ol ol ol ol ol ol ol ol ol ol ol ot o

QIRR (List) 6Q AQI TIaM (file) @ QIR (Select) 8 GER & open VR AVER @
@0 @0 QJIARY 698 TN AVER R AR |

Short cut - ctrl + O

SAVE : 42| Q0 @QY60146Q 9Q @9 IS (format) 6Q 691, (save) QUL |
Office button QU6 4@ @Q! |
Save QJ6Q @R @A |
60Q 6Q 699 (save) @AQ Q12 QI (select) |
Filenamebox ©06a IR (file) @ QI 9109 @4 |
Save QJ6Q @R 2Q |

Short cut - ctrl + S

SAVEAS:

21 QIR 2SI, 698, (save) @RILIR TR (file) § @ Y TS (format) 68, @Q
IR 6 B FIFER 62 (save) @RI |

646, 62129 691N TIam@ IR (Open) @ Q1 68N |
Office button QU6 5@ @R |

(e ONEQQ 69 Save as RQUEQ QR AR |

66IG"q Save as 9 6SIRDR |

692 9QQ G6@ File name 6Q TIRAQ TAQAG AIF CIRY FQ F69G 622 QIF)
QeI |

File name 96® save as type 6Q 29I I 91 (down arrow) RUEQ @@ @R
6060 94 a8 2IdQ | ol Flkig 64 6@181d 601G QIR @@ 29 |

e  SaveQUEQ QR aQ |

PRINT:

TR 98 FARITIR 92l 691G~ g
Office button RQU6Q @R Q! |
Print QJ6Q §@ @Q |
06 G6RIG Qe 2Ide | o9l ceml-

Qs Ga8 |

Yy

Print, Quick Print, Print Preview
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View

|E- BT %] [ samceoc| asmoceor AaBBC: Aabbce AAB aomice s 4
i3

= =] | snoma | EMoSsa. Heatingl  Hesdng3 L

1 Farsgragh = Styler

1] wara Optiora | [ Ext wara

Print 92860 @@ FAQ| J6Q YLIQ NG FRFQ IR

Print preview QJ6Q @@ @Q |

IR @R67146Q QI d4& 629, PIIAQ 6RdIReIN | N2IQ Q641 ZIRsUa
QIR IReRe @GaIRe |

Print QJ6Q @& @4 |
661G (print) @7 6SIRDS |
\26Q 699 8l 6 698 YBIQ 66016 @ (@R)QE (print) 261 91283 Il
QY 9 6 OK RU6Q G2 29! |
@C16Q 698 J4 99 0@ QLIRS |

Short cut - ctrl + P

#% HP LaserJet Professional P 1606dn
Stats:  Ide
Type: HP Laserlat Professional P 1606dn
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62191 6912 (HOME MENU) 6Q <l Q9l°Sl |

Home menu 6Q @8, @6/ 671210 06 GIR @AIFYER 2IRRAR QIR QA |
@ 60196Q 96 ARG g@@ eI |

(A) Clipboard (§€691¢)

(B) Font (cre)

(C) Paragraph (QIQIgIcr)

(D) Style (}IQR)

(E) Editing (9@Gar)

Q6D FRIS Faa 88 aIfe Frea 661N J2 010 62 28 | 698 FRlSl FrIER
J6Q% @AQIR 626m 6928 YU 010 62 AUER @ @Q |

@ ec28d?al Screen shot ms word 2007 [Compatibility Mode] - Microsoft . — £ [HE
- Home  Insert  Pagelayout  References  Mailings  Revew  View Format a

= ﬁrmd—_
“EF R AT aceod| pabecood AaBbCc AaBbce AB | A s

=6
U
<3 Copy

Aac =
Paste B I U -hx X w.A. [E = B ' j i
- T U X, e EERR ] H TNormal | ¥NoSpacing Heading!  Heading 2 Title

CabriBody) + 11 - A A s

Clipboard ] Font . Paragraph . Styles

(A) @9 6<1% (Clip board)-
@ GRIGER ¥G SR8 QE8 | 9ol 62l Cut (@6), Copy (@d), Paste (69%) G
Format Painter (T¢I6 604Q)

396916 Q¢ @9 @ 621R2l 6RE Q1 5@ 6ATIRAN YR JRRT AAAER MR
@629 |

W Inser 1. Cut(@9)-

# cut @l I6nQ, (select) FRULRR! eS¢l S 5

52 Copy 0% 4I9q. 91 6QRaN |
Paste

v JF Format Painter Short cut - ctrl + x
Clipboard I

—_—
306916a ¥G Gae

6183 6RdIQ A6AR (select) @R QI QUL |
cut Q6 @R AQ |
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Copy (849) -
2l A6RQ (Select) RALIRAR| Q¢ Q1 2R 20 @RI |

Short cut - ctrl + ¢

e 6ql6d 6ndliq IR (select) AR |
e CopyQdéa @@ aq |
Paste (69%)-

2l 9F G9l @6 @QILIRAS! 6R¢l 9 §9] ada INEQ YRERsER @ReIN | 2o Afam
21d o | Short cut-ctrl+v

616 6R¢ll 91 50q 8d AR ¢ AR AR V6 UA0IER PEF! 698 ARG
Qleg, 698gIr6q adaq &2 |

e  Paste QUER @R QA |

Format Painter (€116 694Q) -

2l ALINER 691G YRER PR ARG (formatting) @ A JF6Q TEIS
@AURQ |

J2R QIRER QRG 9 IR @R |

QoI aG deme, (select) @R |

dQ IRl TG el color, font size, bold, Italic, underline 2IG g62I9 8Q! |

IS 6040 2060 59 a9 |

CIaQ IEeR Go19 JR6Q QY @@ @Q |

Q019 996 g2A d0a AGRS  TAIR° 928 @aQ |

(B) 29 [Font(ore)] -
@ QRIPIQ 698 Fon AAMER B6F FRQ IR FRAIG® (formatting) LLIQ @R

6RITR 2Ieddia RAAIRe | I8 SaIda GIRI8 dif FEa 29l J2 01Q 62 AUER 8 F6R
20 9 Q98 69¢dIRR | FIER 698 SR8 gon AN @SR |
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6@lEId 64l 2R RQEER, YIS QARG FR8 Je@ I8 | K- Font size, Bold,
Italic, Underline @04@ | 91'06Q 6190 @ | 98 g9Q 6nHIKIREG, 6962 §¢) AYe AUIKER
AGRE @9 |
1. 29 g« (Font Type)-
2F0Q IRIQ U9Q KARIR 626Mm-
geee! 6¢lIQ I6nR. (Select) @R |
T4 GIRY QRER R DI Q106 R Q! |
QURIAR 6F196Q Q20 GBI 2JQ O TLA NG| Q671 69YR |
0QaQ 69N QUER G@ aQ |
Qe 6nglleq 698 ¢rel 2IATQ |

This is font size 9
I % Bodoni MT This is font size 10

h Bodomi MT Black This is font size 11
& Bodeni MY Condensed This is font size 12

" Bodoni AT Paster Compressed .. .
B Book Antiqua This is font size 13

 Bookman Old Style This is font size 14
H* Bookshelf Symbol 7 i . .
| & eradiey Hand cre This is font size 15
% Britannic Bold . . .
% Broagway This is font size 16
Hr Browalia Nevs

'!" BrowaliaUPC

Hr Brask Seadss T
e Calibri

B Califormian FB

H Calisto MT

& Cambria

H Cambria Math

B Candara

% CASTELLAR

YR IRIQ (Font Size) -
LR YRR PRIARIR 6LEM-
JeEE 68 QIR |
T4 2ARIQ 9QQ G 010 RTER HR AR |
QURIAR 69126Q Q20 GF 1 2IRIQ LIl (TNE) 6QYS |
69 6Q161Q 69157 ZIRIQ Al (ANE) @ QIR |
(8 ONEQ 72 ONE YD A6 926Q 2IIN)
@l
6RdIQ Qg |
T YRR QRER G0 AR |
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ge 04 AIRIQ AW ARl (Delete) |
1- 1638 (6@ 6< 691613 2RI LG 6RS |
4@’ (Enter Key) @ 699 @Q |

e Press ctrl + shift + > (4 @RS AIR)
e Press ctrl + shift + < (T€ @AIQQ AIRQ)

YR 681@1 (Font Style) -
T4 VARG ALIQ 95 Q651 6RFIQ TIRT&I RAURS |

a. 6QIm@ (Bold) - (ctrl + B) -

2J6Q R4l Q20 67161 6 Bligl 6QHIKIN |
e 6mdl(text) QIR |

e BQUCQAFRQQ |

b. QIR (Italic)- (ctrl + I) -
21 QIQl 6QEIE 608162IR P16 FRAIN | Cortes s

ot Footetve:  Sae
. emall (text) @ select @Q | J— T i 5]l 5

Font golor: style: Undesiine color:

~ F \inderiine
° 60gl I 2060 @@ @ | (=] [¢one) Avtonasc 7]

Effects

] strigathrough 1) shadow 1] Small caps

c. ddam@e (Underline) (ctrl+ U) - Bivipatitne: Bols: B

] Sugerserot 5] Emboss [l tsdden
[ subsormt Dlengeve

2 6RIR OR 06H 651G a6l G16IG —
21510 6R6IQ ZSORARR (underline) F6R | L tede o
o 6mGl(text) QIR |

e UQUEaae aq |

Ao 63l (Strike through) (alt+H+4) -
Q| 6RYIR IF6R 601G Q¢ S16IGN |
e 64l (text) Q QIR |
o abeQU6QQR AQ |
A9 (Subscript) (X,) (ctrl+=)
2l emQ (select) ARSI ERG (text) @ 6216 AR 6T TR (step) ORR A |
F60@a H20 6462108 |2 Q 6616 a9 0RQ 2I&e! aIR
2QQlg |
subscript (X,) 2060 @@ @Q |
QI H,0 621099 |
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%ﬂQ@Q(Superscript (x")) (ctrl + shift + =)
2| I6AQ (Select) KALIRAR| 6l (text) @ 696! @R 6FIGN AR (step) AUOR KGN |
690Q (a+b)2 6RHICRE | 2] 661N TIe AU 6991 AR
2 @ J6nQ (Select) @Q |
superscript 26 @@ @Q! |
@l (a+b)’ 6210459 |
ARLQEQ UAAQE Q1 GEQ SIS (Clear formatting)
2| AIRINIER 671 AQ TG P @& A 6RE (Plain text) AIETARS |
601G 6ndl SIRY @R |
eIQ QIR |
\2J6Q F8 TAIG° G2l - @A, T4, 6QRL, AVANAR, IR 2UF TG
(formatting) JEQIol @Q |
ndia Q2IER Q0 AR 9e° 698 6ndEq ARRAE! (formatting) @ JeRIG 62
@R ead |
géiaea 698 6ndiq Qlg |
Clear formatting @9Q QJ6Q @R @9 |
J6Io @ULINARI AR formatting Q1% 62IRLIR AR €S 2IPTS |
2R QU Q| rek @M< (Font color) -
2 QIol IR FRILIRSS! 6RHIR 64 6T16K QE 6QRIRS | YaIR
o 6ndl J6nG (Select) @Q |
e T4 AR ZINRR CIFEn Y2 A 010 62 QTR §R /Q |
o 696a16Q 645N Qe deme, (Select) AR |
6@ 6@q (Change case) -
42| QIR 6RLIR 69 JANRR RACIRS | 921 TIE 9RIQ | 629FR 62f! |
Sentence case (IR 6RQ)
Lower case (A2 29 | el -a,b,c,d
Upper case (@@ 29 |1 <98l- A, B,C,D
Capitalize each word (d6Q4e 90Q 92l 2[R)
Toggle case (2IQ 60 QOR-9% JYR Y6M AR 629-AR IUVQ YR 9@ 629)
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Sentence case - Q| QIR Y21 VR Q¢ (Capital) L[ AAGY G AR 2
9o 9o ata |
Lower case- 2| 9@ 2R (Captial Letters) 954 AL @G |

Upper case- g6 4dia ZISSQ%]@@ (Small letters) @%@ 2FJRQ (Capital Letters)
QIR |

Capitalize each word - 26Q 9@ 90Q 92IF FRE 99 621R€IN 6 2eY 2T
Je@ AR 6QRAN |
(e) Toggle case - 2| QYITGIR 62AQ SUQIE | Y2YEQ TERUR F0Q Yo 2FQ AR
621K 6 2R PR 2FQ Y@ 9@ 621N |
299 KAQI JIR Y269 1Y @RIKIRAR! QIR J6AR, AR | ARR6R 2RI 698 68
digeq 29I GIRR 2Rl @ R A | FIJ6R RIYS AR QUER §f @ | GF) §36Q AN 98
RIER L SR8 69YUIRQ |

Page Layout References Mailings R
¥ '.: t . - ]
it Calibri (Body) +111 - AT AT |4
=3 Copy o
J Format Painter

B Z U ~ abe X, x=®||ag;-A-, 5
(€) QUG (Paragraph) -
dRIGITR Fa8 969 1@ Foa QIR 61108 Gosa AHIYIRE |

'?')Mm[mm Pagelayout  References  Mailings  Review  View
A =S iess

] -2 Copy

Paste 7 Format Panter 'g ¥ n he X, X' Arv|| :5.
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Bullet (Q6@¢Q) -

260 QAR Y@ QT6Q 6REER YINER ORR 0N JEAIR QR | ULERIR ZIRAER
PRIQR AQ JIRNRI 62 AR PENG. RLIIN | 8Q 8] QLR QNG QLRI 2 |
6R4l S1RY PRSI g9 I I6Q bullet (REMS) 9& FRTIRS |
649 23 YRR Q6T 6991 FIEe 62D B 9F@ 926r IR 49 |
bullet QERG QIR

down arrow &¢¢l
Q1R6Q §@ AQ |

NeEQ &l cuewlad
QNG Aema, @Q |

e  OKQ99QU6Q @@ @ |
Numbering (988°)-

QAR ORe
6492 AIE FER PNA° FAQIQ P28, 698 UG e U6 Ien] AR |
Numbering ( @2Q°) @6RQ down arrow (¢ 010) QERER @ AR |
AR 2RI 66EIT QAR FRe IR AR |
OK Q6R 96 % @Q |
c. Alignments (UIRQREFILQ) (ctrl+L)-

6ndl QIR MG JERER Alignment JELIG @Q UG Feq 0R QAUER GRS
TR | GE6Q ARSHS 4 YRIQ Alignment IELIQ FAIAN | 629F@ FIEQ AR
QU |
(a) 6P ANRR (LeftAlign (ctrl+L)
(b) 69€Q ARNRR (Center Align (ctrl +E)
QARG 2IRRR (Right Align (ctrl +R)
SN (Justify (ctrl +J)
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)
)

CLE L]

emd, 644 QUG L9\

6060961 IE A9 78 6ndll IR 29 |

6ndlia AQ MIGR IENRS @ |

QUEQID QI6QUG Alignment P1IQ 6616 60T J6LIS @R |
Right Alignment 96219 @6R 217 9GS @218 AIgQ QRN |
Left Alignment g62Is @6 I §&9 QI U] QRN |
Centre Alignment g69I6l @6 I 9@ AN QIR2Ied |

Justify 6@ I3 @@ QIF 6 PIRIKIEA AIRE 486 0@ AUNER AFE 6N 4e°
IR Pe FIER AUYDB IR Q6L |

ARIREGS IF Jo@ 6nY AR J6Q BIQl 26 26T Left Alignment 6Q Q6L |
QI default alignment QLICIN |

@RS 699 (Line Spacing) -
Q1 I GER FRIEQ 20YD TIF I2 QIR A REQ |

| =[5 == (24T

| M B Ral==Rd

Paragraph "

AR 6Qd°

Joee1 666 9@ 6n¢IIIRARI MG eRq @ |

ARG 699 QERER 2RI down arrow (FA G1Q) FTAER AR AR | QAT G
ARIFEA TR ARSI (1,1.5,2,3,4,5...) LHI 960 079 &R U6 |
66@16d 641G PAQ AU6R §R AR |
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9B Q661 AIF AIG ARIER 1.5 AN TR YR QYR DILR 6069
ERHILIRY AQ TR IRy @a |
Line spacing @6R 6@ &9l down arrow (8¢ 010) 6Q @@ @4 |
Line spacing 828 (options) 2U6Q @@ @Q |
692 @QQ spacing SRIGIQ after & before box 6@ YaEE “0” (F6Q) AR |
Line spacing @@9Q down arrow (S8 910) RU6Q @@ @ |
622J6Q “1.5 line”select) @Q N9° OK 96 U6Q @@ @Q! |

ALILR QI 6Q¢° (Shading) -
QI QIol 6R¢lIQ d8X (background) 68 64 6@18IA Q& J6LIG @QACIRS |

II_II'ITI

Paragraph / L
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Find Q 4921 - (Ctrl+F)-
2IQIRl @RECL6R 2Rl 666 9 Q1 UFR 6 AR |
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arrow (G810 QUEQ R A9 |

Find (10€) 2969 8% 84 | W Select~
Find 9Q6Q 62 §@ QI 29Q 661791 9128 G2l fIng @ | Editing
Find next 96R @@ @9 | 956"

20 find next 96Q ARLIQ ML AR HES 99 Q1 2VAG 6HUF ARS |
Replace @ Q4LIQ - (Ctrl+ H) -

NRIQIRl @QEFLER SR YR IR, 0PReR @8 02l YRR Q2 dR YRl
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ARG QIRQI (Insert Menu)

@ 661060 AQI SR8 Q@@ 62MI Pages, Tables, Illustrations, Links, Header & Footer, Text
\I@° Symbols | @Q6714 I6R IGER kI 676015 da8 9@ (insert) A0 QI G2l 60YQ |

1. PAGES®IQaI-
2l6Q Q691 6F gRIQ 98I @@ (insert) RRAARS | 6A9ER 62RI Cover Page, Blank
Page @ Page break

(a) Cover Page @ g2 - 2| QIR QR ZIQdiae! ~7 Home | insert
2RI Q66 QQ Q9 @A JRQ (cover page) % j .:: [
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Blank page @ FIFIQY - (@ 908 QUQ2Q @Q . —
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Insert Table
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QI S0 (Draw table) -
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ILLUSTRATIONS QI QUI§iIe -
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69264 699 6@ 2RER GIR AIF 6RY AQANR @I AP (Search) @R |
698 QIF1 2QAER 626096 GG Q6¢1 6QYIRAR |
Ql'erIQ HEA 5 AUER ARG @R (Right click) @A IS° copy RUER AR KA |
Q098 99q 2 699 N6 606 Q@9 ZI9die 6206Q QIRT §R. (Right
Click) @@ Paste QU6Q @@ @6M $0F 6226 A°YD 621D |
(c). SHAPES (2196)-
2IQI0l Q671 Q604 89 99 910 2IRE ARG IR |
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4y Crass-reference Hﬁei‘ﬂer rocft!r N"D:é‘-;e’ y l]T‘::t_ Fumw:k- wor_\ian o Objec + Equ?non 55‘":90'
Recently Used Shapes - Header & Footar T
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6900 6 g6 6696 @7 AR

@o-018ud¥m- * Document2 - Micro| fWord - . - oKl
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i j ’_.: j lal Eﬁ @ a ﬂ ol &, Hyperiink .3 Q ﬂ A i 4 g & signature Line - Q

A Bookmark
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) Date & Time

@REALS GUR FAQRR IEQ Q6T IR 629R, 8 TR, ARG FACIRR |
insert 661Q6Q @@ 29 |

Header 6Q @@ @Q |

QIR F1RIEQ Q| 66@1EIT AIang Jeng 99 |

@l 960 6¢1Q QIR F6Q Header 28R QaNAIR 629 |

Header 28R6Q Q6¢1 €2l @& S1ag @Qdia |

Q6¢16926Q GIRE, ARG, IV el F2l 6FI6T T ARG *QIQ |

6Q2CR Insert 671Q6Q R @6 AR IR footer 6Q FR FEM YR 6 GlQ!
6Q¢ID@ 8 header TR 2QQE NDER 2R GIRG, AR, YA LS RG FRCIFR |
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NE| dIRIJISR YAl (16 Q641 Text Box, Quick Parts, Word Art, Signature, Date &

Time 8 Object A°RG FQAURQ |

e TextBox L°RG GAQICIR Text Box @9R6R 97 G6M 606016 @9 89 9RIe 9
(Built in Box) 2IJ0R | 6Q0)c1IQ Simple Text Box RU6Q @ @Q! | 698 @@ FRIEQ
Q691 PIL2R! Text 6RY R ARIQ A6 699 @A QIR FE8 YR YRe KRR |
Q661 @REAEER Word Art LRG FAITIRN Word Art 96966 &R F6M 6R606
UARQ Word Art 2IdDR, 622 F1IQ 601N LR ATER §F AR 8 QLA A0
(text) IR @R | G 6¢IR @R674R 6I6RINIT JREQ YFE KRR |

@2 (SYMBOLS)

@l A6 YAl FRIER ZQdia &l @8 62 (Symbols) (0, m, Q, u, >
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e 6GI6Q 5G4 G2 (Symbol) T°RG PR TN G2 F6R6R §@ Q! |
Q661 2ERRYGN T2 QYRR | 6QRURIQ VUL FLEQ GR AR | 69@
02 Q601 @R6rdea 2R |
6F16d HHe AMRQE (Equation) °REG @691 AIR AR (Equation) 96R6Q
9 A9 6 QI2IR QUYS AR (Equation)q 98I F1HI6Q YIFG @A |
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QHICR JAQIER §IE 69I6AAR 6SIM | 62UER AR 6FIRIRR ATY FIRRI A 6917Q
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601IRRIR6R &I QIR Q1 6719 JERR AURINR A AQEAR Je@ 6Rd |
AI6R Y YRITR 9Q FIEQ R |
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g2 JFRQ QI 6RY 01 6@ 969 @@ (Insert) @ | (6@ JFQ 9@ ALAERTR Q2R
@R6Q6% 1)
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N- Neptune D
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616 69169906 L0 FUARYS! A1 Shortcut Key (266 @) @
6R¢ | Dell - 661N 2T 669! (Bold) @AQICIR - Ctri+B, 28909 ACIRG.
(Italic) @GS QIR CtrI+] QYO2IQ @QULN |
A6 QALY AAUNTIGR 6DUR QURER U 6AUR QIPER 6RYIR 698 Q! |
g2l AlQUGIEr.
Atmospheric scientists first used the term ‘greenhouse effect’ in the early 1800s. At that
time, it was used to describe the naturally ocurring functions of trace gases in the atmosphere

and did not have any negative connotations. It was not untill the mid-1950s that the term

greenhouse effect was coupled with concern over climate change.

Qo1 Al

And in recent decades, we often hear about the greenhouse effect in somewhat negative
terms. The negative concerns are related to the possible impacts of an enhanced greenhouse
effect.

Q1% QU

It s important to- remember that without the greenhouse
effect, lifeanveartihvasweknow it would not bepossible.

N:B: QU608 929 dIQIgIrden QY fkieq Tis! Qe (Line space) - 1.5
2 IR (Fontsize) - 12, Alignment - Justified, Font g@IQ- Times new Roman

Q@m dIQIGYITTER IRy FrIEQ Tl YR (Line space) - 1.15 2R QIR
(Fontsize) - 14, Alignment - Centre, Font type - Cambria

QU1 dIQIFITTER Ry FlIEQ FIF! Qe (Line space) - 1.0 29Q 2RIQ
(Fontsize) - 16, Alignment - Left, Font type - Lucida Handwriting.

PI6Q ULRAR! ANYFR 6RY 9° 699Q Bullets LR QQIURE 620Q @ |
JoIfl QA6 QIRYR cut @R 69 QURY GER Paste AR |

Your mouth produces about one litre of saliva each day!

Your brain is sometimes more active when you’re asleep than when you’re
awake.

The word “muscle” comes from Latin term meaning “ little mouse”, which is

what Ancient Romans thought flexed bicep muscles resembled.
Bodies give off a tiny amount of light that’s too weak for the eye to see.
The average person has 67 different species of bacteria in their belly button.

Babies don’t shed tears until they’re at least one month old.
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QI%§ 6I6AAQEQ Menu bar (66199100, Title bar (FIR6R @1Q), Clip board (@9
691&), Mini Toolbar (88 IMRIQ), Quick access toolbar 21N |

661QIREQ 76 6610 Q@2 6A9GRR QIFl K2lIR6r 62l Home, Insert, Page Layout,
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Ctrl+ S - 696 @RI 91 980 AR

Ctrl+P- 34 Q@91 I (28 @R

~ )

Ctrl+ X - @6 @01 Q| I5S|

Ctrl+ C - @0 @091 9 9aR @QQ|
Ctrl+V - 698 @QQ| Q| 62189

Ctrl+B - 230Q 6219 @8R! QI 6Ie @QS
Ctrl+1 - 2900 QSIRR @A,

Ctrl+U - 2 @169 24anae @Q9l,
Ctrl+L - Leftalignment @Q<,

Ctrl+R - Right alignment @8,

Ctrl+J - I& g QIf1 6 QI2IS6Q ARG A6 0f QU6 ARG 621N Ie° 90 96e
CIRIER RUYB IR Q6L |

Ctrl+F - 6@16d 92 659! |
Ctrl+A-2°94 @9604Q QIR |
Find @92 Q00 @Q6¢146Q 2l 66161 8 QI 2[R 6815 IR |

Replace 328 QI0l 0Q6746Q 2igQ A9l SRy IR @ 019l JF6a Q2 9
LR RARIER AILIN REQ |

Insert 6012 QIR Table 309 QII FER I2 6 JIF LHY §FL U@ ARK! (table) 6QIE
dIRe |

Insert 6712Q JIa Shapes @8 QIol 7 89 9RIR QS ARG *RURR |
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ARS8 4 @I alignment IQLIQ @QAULN] | 691@@6? cL@ml align text left, align text
right, centre, justify.
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QMg 0GRS QRIS |
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(operating, application, control, insert)
(&) 609QIRER G 6910 QGG |
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(o) 691G 6RHIR AR AR 2R 9Q AR A 908 94921 @AUAI |
(Sentence Case, Toggle Case, Upper Case, Capitalize each word)
) SR8 ALILIER 94 62919 2l G ZI6H QYIRS |
(Print View, Print Preview, Print Review, Printout view)
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699, Ctrl +P
AN Ctrl +1
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6QIR, Ctrl +X
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(viii) IR, 2ER YR 6% 2°A6Q CQHITI ?
(@) QI ieea  (¢) gala Ageieea

(d) Qe Qléj@IGIGQ (@) <9 QUARIFER

661G YaIER @F AHITRER 2IGY T80 29l 28] @RIEAL6R @@ (insert) RS

FAQIUIR 6QIR 60 6Rd |
e 691699Q QIR Q6¢1 '€l AQ AQ TGS ? A°CVAER 6RY |

609G DIRIGITER AV (font) ARIQ 12 Q 14 Q 9F @Q G Q@@ Justify

(PETIN) FAQITIR 6QAUQ J6a 6R8 |
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)
)
)
)
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B QYR QIS FAA6R UK

(Programming Languages and Programming Concept)

267 Jo 654168 AICR ANNER @8 671RR URS ARES; 2ll, FYIFR 6R6E
dRlaQ, A4IcQ 69484, AHITR RELIA ZIG FIcR T JE0n AUIERY Gy | 98 FRIg.
RHIFQ QAR AG QUERD @2 6LINIRANER ALITRD 62RE 19° Y2 FUR AAR 62IR AIQE
QeI PSR! | QISI 6208 JRIR FRIEA EATIEATIR Y@ JR& CllF | RHIR @ YAGN | Q']
@’8 6@lEd QIAI G ? 26E dOUTER 69YR, AAITR 8IS AE 6LIlcTls KRER |
606 26 699 AT MR 9L, 692 ATG FHICR @’ L ? A, ARIER 6
MRRIRRIQ IR 6QIFIELIT @ G2 2RIR JRIRAR 9@ 908 Al 98 QARG | GIel
Q@A@Y | ﬂ@l@@gl@l@ Ql RA16Q4 QNI (Programming Language) QeIdi] |

gieifia 29g6a ‘1’ 6 ‘0’ 6R18 FRIFIER AHITRQ Fead SRR | GQIE IR AR
@Al 2 Zegia 2l QU8R | ARIE RLIRRIR & 6118, RLla @1 RIF AGQI A
Q6L | 6R9P FHICR YIINIER 2IQ ATCLIT A6 AQUER | 1217 ILRISI 6QIR YLAUR2R |
ACI0 2661 92 IR0 62108 | 96Q 2R R AUTIEA AHITR ADE AT RIS |

69606960 67164 QI AHIOP SRR RHIC0R YRR 96 UQEL4 (Instruction)
Q2UIAN, PI21R ZIEF1 4@ 69IFIF (Programme) | RAIERS @22 | 692 QUVIER 1@ 6gIIF
(Programme) 6msli<diN, @I@I@Gglglﬁ° @Il (Programming Language) @LICIN |

6gIgIFe QU (Programming Language)
6QI9IT @ISl (Programming Language) 6228 @ I@leQ 4o@ @I WA, @l
Jed 2AREd QI AR 6aR G100 62IRAN | AHITR FRIER 1@ 2ARERd e
(Instructions) PLIQ AR FAQ AUCLIGN @2 ZIER FHIFRR RN | ANY REF (@ AIVIR
Q0 62108 9° JQ@ (Generation) UQAIEQ QIR 4 RIFER SR QARG Kl :
01. <9 @8l (Machine Language) @ golfl 96 @ISl
(1st Generation Language (1GL))
02. 6o QU (Assembly Language) @1 G010 IQQ QU
(2nd Generation Language (2GL))
03. Q% 64idie QdI (High Level Language) @ Q©1¢ Jdea sl
(3rd Generation Language (3GL))
04. @le J@ @S (Fourth Generation Language) @I 9@
(4th Generation Language (4GL))

<

Jea gl

LD T o o o o o oD o o o o 2 o A 2 A A A A A A 2 2 A A 2 2 2 A A A A A A A A A A A A A A A A & o
T o o e Za e de de e Ze e e de de e de de de de de e de de de de de e de de e e de e de de de de de de de e e de de 4
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42D WYYl (Machine Language) :-

QI 6208 U@ FIQ QIFl, JI9IQ AAICR R ARY AR PEE 68 JaYIRRS @RI IS°
QI First Generation Language (1GL) QI g2l 390 QU8 @2ldN | §°¢ JoIRia 12 QIFER
6UERERER AMICR AWINE Ie° YLIQ AUELIGR! 2R 62Rl, 6A6R6RER 6gPINRClIER
(Programmer) \(@ QISIQ QISR FLR QINER AR | S TR ANVER YRIQ MR 62R!
QR, FIRE @ ISy MR 98 PR I AAERR CAYS! IS FAARI CRIRTFARI | B
RATER 6YFFING EAYACAER SIS ARG ARIE QYRIQ 9PN | @ AT EAYMISIER
210644 (Instructions) PR QN JEQ AELAYRIQ 9GeN 6 Y2 Jheas Qdal arl
QAR 62IRCIN | I8 IFI6Q 6297 0 (Zero) 6 1 (One) @ RLIRQ FALIRAIN |

Q|GQ§@ @Al (Assembly Language):-

AR QU @ Q¢ 68610 6919IF QU AUPER RIS QRN | QIR Fll GG
JEQ @8l QI Second Generation Language (2GL) @I | @ @ISl 98 QUSIEQ Q|
AR KR AIRIEQ ATRIE FALIER ALINR 6LIRANI | 6ICOERER 6T @F UQ6Qd @A
P2l RRITRR 69R2IR, FFICR YI2IQ FOS JFAIFRS @& ZINQ AR Q644 FY (RIee

A9 692N | 67160 JFARRE FARIUIN Y@ ATIER 26T AR ATIQ AJY IR
(Abbreviations) @ QLI FR2IRA | Y2 QIR 6AS RS 6IGIF| Y26 Y@ ARLRVMRR
ALIYY 69 12IQ 6713Q (Machine) @8I 0 6 1 @ 9feae @5aN | 1@ 2QeI0aq AR
(Assembler) @LIFIREN | QILIR QAT LY FRIEQ F8IS @AQ! | @ T8 R 2ERaQ
AEFER AUTNER RN ADD | QIQ, 98 QIVERQ 421 01110001001001 |

2 QUBIEQ I8 AYF 6271, U@ FER 6gIGlIFI 691N FER 6461Q QYR Tia YR
1R, 2R 6461Q FAITQTIR 692 6gIPIF AU Q6L |

Yo 64|dIe QY| (High Level Language):-

deToR QPR AU 90 FAAIIIR 6TRFACNER 2R QITIQ REIVS FER, ALY AF
64ldI? @Il (High Level Language) @2I9IN | 4@1@ Third Generation Language (3GL) @I
Qo0 0% QIS CRI QLI | @I 2F ALRARI UES' Ie° @ QITIER RNl 6dIglic| diet
QU1 QUT 6 AR FIEER FLR ML PR CAHILINAIN | I8 QUNTIER 6KIFIFIR PR YRR
(Function) 8 6616918 (Memory-9563) 926 6aI6d a4 Q2N | 1@ QUSI QRFIRa Y6aUad
JRR R0REP MR FALINIRN 69IGIF 6Nl TAEQ MELIQ ARG | @ AUV FoR
69@@, <l : BASIC, FORTRAN, COBOL, PASCAL, C, C++, JAVA, Python Q@4a |

S'"""""""\J@"""""""'
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<

QQ?J ﬁ@@ @I (Forth Generation Language):-

2l A96QITIR QIS QRRIEA 2R AINNTE | N2IQ 4GL 1kl @RIKN | 9 6QIAIQ
AVER JRARRE QI CARR (Processing) AN 691910 @ FANCLEER Y64 URIY
QUIGAER 6RYAIQ J6% | 718 4GLER R g6 adal GaaIa 29RR | 6aan
6A8TR JRQIQ JIRIg RERS QUL |

60102, ADF, quI0Q, cudQ 2Id @ ¢ad dGa @l |

N6 (Algorithm) Q1 6QIIR VAR ARG

AHICRER 6@ 6QIGIF Q1 RAIERT 6RAYRI Q) N2IR 676 UAER FAITR, GI2!
92I6e1 ARIQS QUL | 9@ 2IQl @1 YEIRT 0adR QI 9E ARG 6291 FQAT | d6Q FE] oa
Of 62IR96M, CI2lQ AR QINER 6AUIR @ dIe 6 JIQ 6RYR 24 | 604 1@ JdInTg
6QAdIe Q@@ 98G QI 2RI (Algorithm) QLI |

@ 2RETIRNGNR 1) OQ AEFE FIRIFIEA RIS @AUURAIER | §@ XS AIRIFIER
9R16eq 69| 916 (Flow Chart) Q219N | ZIRESIRGE 6 6¢ QI 6208 @@ Aa
ARILR IR Q1 TN | 6069, RRILQE ARIACA ‘AARIL R 2 QB Q! |

QI2QE 1 : JRGY Q67 TR QP UERM 6QYR IS° 6¢R QYRR Al 6QM;
6069 690 @8 QY QAQIQ 9Fe, Cl2l 6208 G6AIS @6EIR (Remote Control) 69
QEPNQ JARRR | UERR JENAR 6228 0 AL QIE' |

QRILQE 2 : UAGY 6QNIRIR ARER YRR INCRER Q61 IQYR (Period) OINR @8
ARA L2 | 6669 692 YRR TAZR (Period) JOINR O 601 6208, AARILA QIS |

(B0Q 920 96 AN 28 9e° YPIQ AR FEICIR 69X QU MLIQ AR
QI2IR PHIGRER AINCANRARE (Algorithm) @RI |

ZINENRARE (Algorithm)

6QlleNg FRQ QalIQ YFTE TRITR UIRAIAR 69R @ (Sequence) QAU 6T IIQ
JRAIRQdl (Process) @221, 91219 2RI @LILN |

61613 9@ AR ATRIR FRLITIR YRS QA 217 ; 6ARTR AAICAER 6RIEIT IR
AARIR RALITIR IRRIA LIRCTIRAT LR FAUARARL |

IRCNANR 65QY :
o ZIRCAIRGA FARINER JFLIRRS D60 U@ Fa’ ol AR |

Lah ab o o ab o ab o ab ab o ab o b o b o ol b o ab o e o ab ab o ol ol b o b o o o ol b o o o ab o ab o « o)
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6OIGN 2IRCSIRRNER @9 @9 o2y §6@4 (Input) @R YQRIA TRTR @ e
(Output) a6e |

6999Q 9@ 9l URCAIAIN, AUAER YR IKQE 629, Q21 UIGR
6291 GRRIQ |

ZINETIRQE RIS g@%} 600 6@Q Qg fIUPe W9 Qe @8 TRTR
629, 0121 64T FAQ YRR |

QRFIR ST 6R60GF 1 6216 6816 AR QINIQ 69 FUR RGN AT l2l
6QYQ! |

660966 26T 6@l8IT LINEANRNE| 6RYER, 6A6REIER 2EE! FINYS 02 e
AQ YRAIRAS UIR LR KRR |

‘+’ Gels AR
‘7 6TRI8 AR
¥ Q9 AR
‘I’ 208 AR
. ‘« BRIRE @l assignment e,
QLRSI AU A « Y *3 61022 627164 “A” QORI QIR “Y” QN gl |
2212041 1 : QREAIT LI TGIS TR 6R60 621 ?
ZIREARQE| (Algorithm) @ QUL GelY 62
eI QI (A)
Q019 2°al (B)
Qdo TR :

QG IR SIS TR |
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cdidie 1
eqidie 2
64ldie 3
64idia 4
6didi® 5

6dldie 6

TP <

64idia 1
eqidie 2
64didie 3
641dia 4
6edidi® 5
e<idie 6
64idia 7

QAQILQE 3 ¢
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ANEANRQE| (Algorithm)

QAQILAE 2 1 QREIT FEIR A°H FRIEQ @I QG ?
ZIRESIRRE| (Algorithm) @ GULR G2l 62a!

QeI Qg (A)

Qo1 QI (B)

Q@ QI (C)

QARG e QG CIQ AL |

261 (Algorithm)

OREAIT GIEIR QG PRICA HI QY ?

)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)

402!
AN L (A)Q 699

Qo1 Sl (B)@ 604

a8 IR (S) < AN LI (A) + Qo1 I (B)
a8l Rq d& @

ALY

Qe
QoA L (A)Q 699

Qo1 Sl (B)@ 604

99 A>B 24, 01'626m C=A
94 B>AQQ 29, Ql626m C=B
CQdeaa

63l

R N N N N N N N N N N N N N N N N - N N N N - R N N N - A N e - - A - A A N N "N "N
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eddix 1

6dldIR 2 :

6dldie 3

6dldie 4 :

edlde S

66 :

eqdldie 7 :

edldIR 8 :

649

IR (Algorithm) @ QLS| 2 62/
gelet Aoyl (A)
Qo1 QI (B)

Qo1 @Sl (C)

GRETIT QG Gl PRI DL LGl @l ?

IR (Algorithm)

2108

deler el (A)Q 694

Q018 Q°¢l (B)Q 629

QO19 Al (C)Q 699

9@ (A>=B) 99° (A>=C) 0l 626@
Max=A

Q% (B>=A) 99° (B>=C) QI 626@
Max=B

Q@ (C>=A) 99" (C>=B) QI 626M
Max=C

Max @ d€ @9

LY
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gele 6@ @ 6eI6 (Flowchart)

6016 6298 ZNECTIRLR GQ QF | M BT JRAIER QPR IR ISR
g@amea eI 26RR QOR @l NQ° 6NN CRIER 9% 006R 621R2Q ZCRASR AUER
adiede | dRIRIe W2ig 26 U8R AI96R QUYITe @aed | @ ZISAISRIES I, S,
6QlgIR, R 6 2R TRIAIER QS 6283 |

QIFl : 182, 2I6ET 66N AHICR JRIR QRAIQ ANAUR | ZEE 6A0IEQ FHICAR ISR 3
Zeaa 96N ARIRIR ZICERAR ATF6AIR (Application Software)Q QUELIGIE SFLER & RISIR |

U : @18, 691G ARER 26T 6AIGN LHIQ FLICRER F6Q4 (Input) KRR F1I6Q, 6<
2R 698 I AR A6t e cadianl | 2 6AT0IER AR FEE AHICR FeAVRT I
AR @98 AR N F6dl (Input) KRR A6 MR Ad@ cadianl | 62 Fl8e
6@6096 50Q 690 2l HJR 6228, 0'Q afie 6QIde 96 2INR JIgR AINER QEIRCER |

ERIG : ZI6CFI 6Q2Q) 12| AUNE @R 64, FHICR 6 6IFIF° (Programming) 6Q KIR QIEM
O P68 6R60EN GQ QIR AR AAAIQ ARG QTR |

6alTlR : (@ 509R 9912 6@ I 6QIe (Flowchart) QTN | 691 QIR Q¢HEQ 6gIgIEY
(Programming) 6R¢Q 999 @R AAMIR ATRIR FRIAN, FI8l @de 6QITIR (Steps) 8 @ (Logic)
Q80 QI FAULIREIN | 2! QIR 6@IEIA Y@ ATRIFR 6QAITIR Fon JOUNE FULIRAIN |

Qe : ¢ QIR 69YR, 62 FLRITL 696096 AUFGR §o] 69 6T 6 AHIRER |
2ICARIER AFEY 61T S |

QTR : QIR 2ISA 6TITN 6816 ARILQEIQ 2IQF AR e FUR 1@ 6T 9166 QRG F8IR
IR 6919 KA, Q191 69¢Rl | Y21 AARIE 6 YR MRLIQ 6212 AIFER G0 o
SULEQ G0 ANER ACRISR FQQ! |

6ISIS (QREQIT IR SIS TR)
QRETNT Y ¥ 8 B 9 ¥ 9 {616 PR €Y

2R
aQ gay 845

bagmy247

C QMY 6me C = 845 (a)+ 247 (b)

CQgRY 1092

)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)

T o o e Za e de de e Ze e e de de e de de de de de e de de de de de e de de e e de e de de de de de de de e e de de 4
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OIER a, b QAG ©@ (Variable) &6% | a QI b Q0GR € Q Al QUG |

SUIE:  6PITER IR (Start) 8 689 (End)@ 29 R09& (Ellipse-2€iRia) C
ARG

QIR :  I2Q RSINGE 661G 6TPITR 2Rt 6 698 AT9® (Ellipse - 2€IRI0) D 6
QU JANGS KRN |

2R Y Y AR 64, FUR QAG LHIR ANE QRIR FAR! | YAU6H ZIEET QRG
QIR JRIR 6AYR! | 98 A" 6Ll AT 6gIIT6 [ ] ARIede &9
(Parallelogram) @ 626 MLLIQ @AULN |

6qlidlp : O 2T, G1626M 68IGN NI FHICRER RTLE AGQIQ @8 QRIAIN |

QA ;. ARYS (Input-G69¢) QLILIN |

6QlITIR : 48R REIDGE 69 6T/RIG6Q 6T161A RG GalIg ARl AIF AIRIBR. Foa 527
NLIQ FAILIN | 921Q IR AYAE @8l ?

210 JeQa JUS 6208 QRETIF AR ANEQ QIPIR FAQI; 1LY ARICAER
691623 6QIR QRIFN | (B 6gI6QT° G2UQ 6T R [ | 2IA0de Qe
QEIQIReI |

6RITIR : QP Q| P28 1Ll Ql‘}l@ ey 2CS |

QT : QR dUID 6298 TRITR RS | YLIQ SHIeasa FAf (Output) 6QIR
Q2PN 9e° ¥2Ig U@ AAISER 5 @ 26 AdIRARNIN |

6QlITIR: NOIQ RSITFEIRI 62 ANIBAR SO0 Y6LI6 6TIPI06Q AR 5694 (Input) 6 HeIFY
(Output)q Q4IPS TIR NISLIQ FQULN |

\2Q) 2R 1kl dgRlq ARAI 69 6FIRIFER Y@ AU 2R Y@ adueq delaiR
91Q (Arrow) 2@ Qe @augieeld | (V)

692 QIFEOR AHIFR 8 Ciden | dRE ZEROR! §8 64 2oR JEm 6 TnIw
Q2 2RISR FIFTIER |

Lah ab o o ab o ab o ab ab o ab o b o b o ol b o ab o e o ab ab o ol ol b o b o o o ol b o o o ab o ab o « o)
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J99 QD6A : SN QAL 631G SEI0 9Y] 697 FIR ARG 6TIRIS QR ARSI | 99
62l -

G198 661N 68RdIR 6.325.00 69R G&RI 9° QIQIR ¢.485.006Q a0 anl |
Q81 6@60 AR QN VG @R |

9@ Q121610 @ JYQ AANUIR 6%@@ IR Qe M-

29 gRY 68 ARG IR 6TIPITER F6@4l (Input) 6 BGFl (Output)6QR BRI 4Q°
219 ARIBER 5 QU Q4IRS |

@< gmY (Cost Price)
Q@ gAY (Selling Price)
6@ 26T @K IRY 6 ARL JRY FRIEA YRG! FRRI YI8° 621 JRYG YR Blg 64HIE FlLIR
Q09I | 1@ QRRIQ FUR 6 6TIPIS FIRIFIER 6RSINS! ?

69 ¢ 62ml “Gaa In @8 Rl 0 e & 27

2 990 2aa “2” 91 “9l” 621ndI6Q | 96 2aQ “277, 6669 26 YI2Ia AR 8AS KRR
| 93 a@Q “Ql”, 6069 26 Y2Ia A A @Gl | 1P 6QITIRY 26E 6T/PIT6R F6R
2UQIReS OFA (Diamond) 6@ QI QLIRS |

28 “2” 9Q 62UIRg DS

22 “QI” da 6QlIRg Tl

Jge a26m, 99 @@ “9” 24, ¢ 626m GRY JRY @Y Y O] YR T6S 9e°
gIe8 P8O A @0E |

FI0d, RIR = 32 JRY - 24 YR
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9Q Q@R “QI” 24, GI626R a9 INY 2K JRY 0IQ AF1 266 Ie° FIed e 8
Q8 |

Q0¢l, 96 = @2 IMY - FRL IR

[m@ = 329 gAY - @9 agnw]

@ 00Q QeRIQ 98 gg AARILR 6T 916 SI09 QA |

RATMY = G. 325 8 9@ JMY = 6. 458 &G 2R GG KA |

s A R
e 9L
6OIC @ gRIe §e6a Q16 GANQ 61a §2 MILIQ FAIAI |
Qell-

v - 89aen 01 (Down Arrow)
Y - a89en o1 (Up Arrow)
< - QIS Q1 (Left Arrow)

> - of6gs o1a (Right Arrow)
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4

ARG 6REG.

AR 6 YR

PR SR
6U6OEER

g JnY =6.325
Qe JmY = ©.458

¢. 458 0lg . 325
R & ?

g

It = 458-325

I =¢.133
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6FIPITER MRLE 52 6 MR

69016 6 UIFee 98 eLIQ

Ellipse © 2R IR 61T R
(29IRie) Q° 69189 @RI |

Parallelograms E Q| @2 Gee4l (Input) (@2
(ANBA@ Q) RHICRER F6d @QQl) 6
Output (FRITR FLICQQ

S AR IR NIAR
QAUAN |

Rectangle el @¢4eQ 6919llel (Programme)Q
(29e ) 9801208 (Processing) AHIEQ
QeI |

~ A~~~

Diamond @ 0PQ 2@ (Diamond)
(650 99) QRIS Sl 2l

6EIGN “2” 2@ 6Qlg “Ql”
dielg F9& aduie Qeland |

2| 6019 A°6LUTER
(010 52)AAG! F6Q I
6goI0n S8 aduag.
Qdimeld |

Arrows

(010 92)

3ge @26m, \2Q 26 A6 69 691G\ @4IeR 6gigIR| (Programme) 6RYSI §RQ IR 6FISIS
Q8 0’ 9604RE adiog Ades @RQl |

Lah ab o o ab o ab o ab ab o ab o b o b o ol b o ab o e o ab ab o ol ol b o b o o o ol b o o o ab o ab o « o)
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J9@ QR 98 QIR 2IEA 6TIRI0 AR @R 66T JEIR SRl 6QYRl | eQ 6T QY
NELIQ AR Tl |

12 @ ad@el

i 2

6al6d @ N- 12
LR 669l = N

Count=1

12x 1=12

Count = 1+1

[Multiple =N Count } 12 x2 =24
J Count =2+1=3

Print Multiple 12x9=108

Count =8+1=9

Count =9+1=10

12x10 =120

Count & REFIR
I gnvea 1 felg |

Count= 10
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6PITQ ULIQ
0. 2 IR F6ad §FQ 60 NS QIS AR ALI FEQ |

9. @l 6@I6A IR AT RIS FIQ FIQ FAT 6 AMIS AR AR 2R
AduIe 9] PGS QIR |

2| R dIQSI] PG RIS IR MNOLIQ RS |
2] Q2R RIS RS TN YL FAS! |

2Iq YRl 6 ARSI IR NLIQ REQ! |

AR FIPLE RITICR RAICRE QI 6ZIGIF CAYAIDIR 6QITR EEe ARG o
PIRCCIRGE QIR ALY | 69P0R 2RCAIRGE QORER gele §¢ QI 64 9l
QUCLIT FAULIRCER | I6Q IT 6i6IF1Q 6RYR| AFER FIEQ |

212 ! egiea aQIslslag Il

PAICRER 69,616 (M.S. Word) 9aI6SIR 2I9E @I Shape 378 QIal
(@) 9 YRR V1R FL UF? AR |

(@) ORQGQUxR 2a |

(@) 2URIRUPER TR TR RR |

(@) 2o 6Q dwe aa |

(@) AR 6Q AR @Q |

¢ d9a 6QIAIe @@@ I8G (Algorithm) 6 Q1@ G@ (Flow Chart) 6m¢ |
dé:- 017,107 6 170 H GEQIG AlIEQ @ QY ?
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ZI6E @6l dglem

6QIQIF @IFl 6228 AR FHIFR QI | 2l PG 2I6REq 690 F00 621R2IN I° KHIER

diR2IR | 92! IR gl 26T |
22 QIS (Machine Level Language)
AT QUSI (Assembly Language)
@@ 6QI9I% Qg (High Level Language)
@@fj JQ QU (Fourth Generation Language)

691N ARE QaNQ Y@ 2080 TRITR JRAIAIR, 699 AR (Sequence) QU lGE
6060900 QIUIQ URARQE (Processing) @Q2la, 698 2QeA] RCAIRAA
(Algorithm) @QI€N |

653@\"@@91@@@ ZIREFRQN AIRINER JRARRE 629, Gle] JIER 629! AR |

2IRCHIRGC 6RYR! YOG 699 609 G2 FAULTR I° 641 TATR AR, Flel F648E
A0 QAR |

LIS @l :
. 6R153 2RETINGER G0 TS QIR IR FAIRAIER | 921 6TIQIS @23 |

6/0IT6Q QLG 5 :
. Ellipse (2€i910): (O Y210 4921Q 6/916R 20 19° 668 @4Inal |

Parallelogram (QQIBQS §@): M2l 24 3694l (Input) (924 RIS 601) G
&6¢1 (Output) (98N @4169Q TIRS!) TR MALIQ PRI |

Rectangle (2I9Q @Q) [ Y9l @449'Q 6419111 @ g@&ll@@@ (Processing)
AGHIO] QIR |

Diamond (O0@Q §2): <> 2 9446 RIJIeNa FY@ aduag QN |

Arrows (010 62):N 2 921 60190 A°6L06Q ALIAG @6Q Ie° 6FPIR &
aduiag @dineiN |
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ARINER 9@ 2I6QER (instructions) QIELQ AQ ZEH FRQ QUELITN Qe RIS
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69196 @ISl (Programming Language) @121Q Q21K | 42| 6066 JRIeQ ?
ARENRRE| ( Algorithm ) @P6R @6l QK ?
6] 916 @761 IQ° Y2IQ QIQLR FUR QI ?

6T/PI06Q 609 62R 02 RLIQ AAILN Ie° Y@ F2a RIA @’ ?

60@ 900 621R2IN |
@ 601dR QIS QLI |
R Q9 6AUIQ QIS 26T |
32 6I0I9Q 2R 6 668q FEIR2IN |
52 60106 G2l 64 6 Qo Fang QdinelN |
52 6gI0I0Q FEQ adUIag 62T F6Q |
PHICR QU G QISR B AALIRAN |

ZINCAINRNR KR QUER FeQ
aQelNg |

RAICAER 60 QRG LHUIQ TP QU 6IR QUL ?
AR 6dIFINER 67130 QY RRER RIRIR QI ?

AHIFQ QIFIEA 2P 6L AUV QR QEN ?

ACTER AUTIEA 692 ATIQ VLR LR RUPER 621NN ?

8RN QI @’ ?
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¥. ‘@ 99 Q9e ‘9’ 99 a1 |
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A 21

QUAFEH S1Q

o&a

oJaIqs1 @1

AR 6@

ZIge oQ
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CBLT | I6YR,
(Spreadsheet : Excel 2007)

416 6916921, (Word Processor) 9& 6903 (Spreadsheet) 6208 &Y 2007 Q @
2TERAR AFBAIRQ (Application Software) | @ AFBUIQ ALIWRIER AN IR A
IR QI 2T ALPER FALRAER | 9RIQIRI QIF, 66QR, FIGeR e AFe AT
Jee @AKIRAIRe | eana 69936 (Spreadsheet) 6QIgR| 6 PIPIEQY AHIERRENIE
AZBAIR C1 QLIAN | 604 2I6F! YeI6S 6QYR 69040 @4 2

o

ULHFZD

699Q¢' (Spreadsheet)

69030 6208 AR ceNa AOYIR, F6YEd A JERl RN @RSl Afia a9l @
AR | LI IRRIS 92 (Columns) 6 UG (Rows)Q @ AULIQ | 6GRFR F196Q 26
HIoI6a @ QIEIREa BANTR AT e 620de gge aaela | @ 6gedeq gede
(Worksheet) €1l QQIIREIN | 690d06a 29I AIG 68 AYFNR 6896Q 691N 691G
2I905Q 9f 20 98 621RAN | Y@ ag 69 (Cell) QRIFIN | Y@ 6ARAIRFER Arga G
CRYITINLIN 6 Q@ 024Q 699 2ARUG 29 | Y0I6a Y@ A9 62636 Jodo 621a8 | 1@
Q! 69046 6228 601N YRR 1@ JAITIER FI0RGI [0 RAQQ 2RIF ¥l IRIFA
2AQ IR@! (Mark Sheet) | ¢ 26 IRAIFR 85 SFAER QI Y QAR YG° 6AAPTR 61IE
QAR QZIRG QUER Q8 | (@ QfQ RIS Y@ iR @& (Spread Sheet) | 926Q
ANYFA 671G AR DA FALREG | 60¢ 12! IR DA T6 | (2 690d6T U@ 21 52Id
2AQ e | 921Q AHIER QR 9L0 FAILIRUIES | AHICR 690T0] AEARELINS 626d6
QAN | 92T 6QM (Excel) AZAIQ GG QRS |

T B [ 7| D I E ] F | G ] H |

aderal [eRald (996991 (fAge [Aefe (RIedR (KeeeL
e00 (X re a9 99 99 - oq
e00 e00 LX) L re re de
e00 re 99 re ve aq \ Lk
200 re ge re rr 9o ve
eo0 e 9e o wo re re
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REARELIFR 69@3S' (Electronic Spreadsheet)

AIQ2IM 69696, o 26 G2IR 69036 FIRd Y@ 690d0q 26T Ide ARER @9 | Fig 1@
Q2N 690906 PR RITR AR ATPE 62RIA 6R6R AENAETITR CIEICER FEMISRT
RHEQ G @ 69671IRER (Memory) €S 621R Q6L | RENRESITR 6ELCR A 6aml | 26R
26649 2QACR AHICR BAS FOIS @8 TRITH RIS F6Q |

B .5 | 1. ] up

o |

o ;- g

& e A S S e e e = = R e el Gl el

(RENRELIAR 690d0)

69240 2Iq FALURN G671 6QATIR AFANE FAR :

QU —> AR 6L —> ARERIA, ATFA —> FIRERIAT, AT I6QR, 2007

Click Start — All Programmes —> Microsoft Office — Microsoft Office Excel 2007
6 g m dQQ! (Window) \I@° LR QI°S] (Components):

6QA 9@l (window) Q g604R QUIQIR U@ FEY QIFY U AEY | N6QR ANCIIRER
FONYE QAR &N |
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Title Bar (G1Q€69'R QIR ) Name Box (62¢1 9Q)
Menu Bar (6919 QIQ)) . FormulaBar (SRl Q1Q)
Tool Bar (G QIR) . Sheet Tab (96’ 6UI)
Row Heading (6 62@6") . Status Bar (216Q QIQ)
Column Heading (@06 62G6F) . Scroll Bar (6QIm Q)
Cell & Active Cell (62 49° 2159 62R)

Working Area

NEqQm I QUl°sl

IS Q@R (Work Book) 49° @I J€ (Work Sheet)

6QNER TIANGESR FINIER QI gl 9F QRITINAIN | 691G §I QPR IS RITE
(49de Q1 62036) QRN | 6062 @ Q2 3 QR 2IeR ARl AIF H6¢)B YSIRT (Process)
QARG @RQIR U6Q |

= ."'5 aﬁ’q QO —» @4 —» Qe QUELR - @\‘]G‘\
4 Office button - New — Blank Document — Create

o 96 Q¥ G QRER F6RIT GIe I6. 6agRIg AR | 2l 2i6e IS GUIR, (Sheet tab)
QU6 9RIR ¢ AIFR A AIFER oG 62IRAN 1921 Sheet 1 (36, € ), Sheet 2 (6!
9) \49° Sheet 3 (A6 M) QR QUG 621R2IN |

e  900IRd¢ 29 [ @R (columns)] IS° I [ 6QIQ (Rows)] 6Q GRB 62IRIN |

<44 Q| Columns (9@?{@ :
g6 299e9 A, B, C,D 2IQ QIFI6Q @IFe 1gee 99 & @nee @*alx! 28Q (Letters) A Q)
7 Q106 Q510 @RIIRAN | 21060 AA § AZ 621R8IN | (808 XFD AN QIfe 621ReI |
& 96 gadesa 16,3846 2@ aNg |
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UG Q1 Rows (6QUQ) :

e JREYeR 1,2,3,4.... AF6Q QIFC @QULIREIN |

& 90 4I9306Q 10485768 I eI |

64m (Cell) :
Qa6 2fie 22 6 96 afie UG 6296a 699 2LERR 6210 & 29 0If 63N
QQIAIN |

GQQ\ GQG‘JGQQ{, (Cellreference) :
g QIF1 4G° IR QIR QIR 64dme QRS RQAULIREIN | 6‘21?&61@@6) @lel A1, B,
2R 6212l | NLIq 69 6QETEQRRQ QLI |

64m JI&Q! (Cell Pointer):
6@lsd 9@ 69ng A6AQ (Select) REM 2| YRR 6AR (Active Cell) NS YRFE
622N | S8R d@gl QIR 26 6Ang dena FAIRR! | 6AGPP 626

e GYIQ(Tab)Key QIRITIER 26 GRHACER 62R INLQQ UG AIY 627G 69@ TGS
8 0Iq denq @RS |

6280Q QL (Shift) Key @ 910 28 641Q @ (Tab Key) @ ST6R (Press) INEQ 9RQ&!
69RR AIReIN |

69R TNEQ OR 69RQ 2IARIQ 626/ Enter (Y4Q) Key 699 90Q1Q 24 |

6929Q shift () Key @ Q1T 3@ Arrow Key (1) 6d9 @6m 69m INLQ Q0
69R% QIREIN |

IR 59 F6M G 26 A8 6ANGR Jena, *QURL! |

GQQ@G{Q @d|°Sl (Components of Spreadsheet) :

N6QAR S6Q QAIPE @ Component Y& GQ6Q IAEAM AAEWER J2do 62198 |
REARNER T6YR TIRRG GIR9R QRIFN | SIS ZISH Y29 @ QIF @ 69068, 69
AN 6QM ARESIER 42| Workbook 1, Workbook 2 2@ QIF6Q 986 621R2I1 |
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)
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SIRES'R QIR (Title bar) :

I AR IR I6RR A6 AR UIFER FIREER, QR LRI | OIER TR
QIR (File Name), CHIQAIRR | Q6|IQ (Maximize / Restore), ARAIR® (Minimize) 8 69|e,
(Close) 969 9296 621R2lIN |

Gﬂ%@|@ (Menu Bar) :

6099108 GlReR QIee 0 0Rg Jede 62IReN | 67199100 6R609@ Y GRS
(Menu) 6@ | ¥2IQ 22190160 GI0QR 7Y FIY FAULRAAER | 6FQLIREQ IRFS et
6919 Q@@ 62Rl - 621 (Home), @QQS (Insert), 608 6MRIAE (Page Layout), TEIRIY
(Formulas), @I (Data), Q&4 (Review), Q4 (View) |

QM@ (Tool Bar) :

60129100 OR 0Rg YRR 2N | 696@16d 60199 @@ @en 0f 0 69a 6719Q
GRRIR, 9930 621RAN | A28 IR 99 26A 6217 (Home) 67197 @@ @04, 69Q1R)
0@Q Home Toolbar §Q@0 629 | §06Q AAURA |

(Co)@M-0% UEtioli - Meroeh N
'ymllll'! Mpled ives  Maim  fees Ve Mitdl
b

' 1“ =y “» R TR e | o aaBe e AGE oo aicn it - ﬁ :':_

i

Pl I B TR T et 1 L 5 edud B
et T SR ] kb M i M Bl i a4 5
Tool Bar i - T i e

2GR S [ 66 62G° (Row Heading) | :

gIeA6Q 1048576 AIFelN | B dIFYER ¢ 01 2Qe @6 104857 AUS Sl QIQl
QAORRE QadiReN | el gedeq QN aigea odan | 9elg @ &ida (Row
Heading) QLI

29Q §19Q [ SR 62&° (Column Heading)] :

gede 9895 2A6Q FAB | YYFRA AFRAS QIR VR AQACR 6RIRAN |
Qele 995 29Q QI AQ Z Aie, 0I'U6Q 959G AR QI AA  AZ Ai8, NBAG 9 8.9
2AQ QI UAREIN | 9@ QIAQ a61FR@ (Column Heading) QRITN | 60 62G° 4
M 626°Q ARIVVIER IR Y4 dIG @0 IAQ TYRURS |
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6QAM IQ° ARA 6QAM (Cell & Active Cell) &

geQ AP, 92 I° 62R FTAER ACRIOF FAILIRE | 1@ 6ANER A6 G2 IQ° 9Y
6RYAIR | IERAER AINY@ (Work Space) 626096 6ANER T 621RCIN | I8 6ARER
02l 694 RN | 699 6IARER F6Q4 @9 (Input Point) &N QIR ARY 69R FLAI |
EIR 28 651G FEe 69RR G2 QI 98 6nYR! JIR 690 69 AU R AER F6Rd B
2IdeN | 926 Qiel 92 6RSIKN, 698 6ANER ATR 29 | ARINGIGS ARY 6IANR
QRAAIFR IR GliL QIR | 6ARR VI ARG 2R Q° AUGR RN 69R QLN | 63
QIEQ AR I G AL, AUIGR A I6Q Q62 | AIAEHS I 69M 60Q A IG° UG
AREHT, 0I'Q QlF B3 NQ° AUIFR QR 67R 62PN | RLILQE 4D - Gl 24 (B
Coloum) \I9° @018 dIG (3rd Row) 6@ 2SI 6ARA AIFl B3 1&° 9Q2 92 1e° a8 JGa
62RQ QIF1 D5 | I6QRA FITIYFIQ YeIF 6ARQ FIFT A1 IS° 698 69R AIF1 6298 1V655361 |

60'¢| @q (Name Box)

IRRINE OR QIFl 99° GRdIgQ A9l 6816 997 6279 Q21T | 6R7ER] G| AT
69N QI 6QHRAN | Al 6ARER G649 GQ 2IQ 6RFNRER Al 6RHIZIE | @am
6Q010QQ FIFl 9PG ARG QINR QU |

Cf?i@l Q|9 (Formula Bar) :

TR QIR IRRIRQ 0 IL° 62719RR QIR 2N | Aa0 6ARQ G2 @A IQ 6RYER
Q1 9@6 (Edit) 96R Q2] TR Q6 QLN |

/16'q QI (Status Bar) :

6QR, AR6LIQ AQ0IQ. R IR Al UGR WS R, RLIAN | 2l 2
AHICRER ARG QIY ANVER FEIREIN, Dell- ERHIR YT, AR AAD | IR 6R6IQ HES
AIF 9e° 22 SFAEQ PRSP RRQI ARG | CAYAIEER 6TRA0IQ KA 2QR AU 69D
Joq G648 B9 QRIKIN | e QIR AIFQ F6¢ FQR AR QI S QI 6 UG A
QI 0I’'Q 29FE ARIEQ REIRAIN | 6220169 6RS 2R QDS 69D2Q) 71X RSNG|

JG'GYIQ (Sheet Tab) :
doguie 16qm Ae6R 69HKIRRl AIeq FIea O0R 20eq 2N | I6QR Yadesa
ARIQEGE € 9T QIGIQY 2N | @ 9RIGPQ Sheet 1, Sheet 2 2T Qe GRAARA |
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AR QP PERIQ 2QACR kI FARIKIRCES | IeGURER AT, BIRdeR AR
PARI6Q AR KRN | AYRQ AP 9T JIIQ RIF @ AEGUIRER Q3N | GG
Fe1e8 601G JUIQ AREIITY JIIQ TIER AL @RI |

64)IMQIRN (Scroll Bar) :

6QINRIGE QR AINIYTIR FIQIE I9° SRAIYER 6QHUN | Y@l QRIFINR YR [
@ﬁﬁ?la 6QIMRIQ (Vertical Scroll Bar)] @° 8"@@@@ [ 2QRCRLM 6N (Horizontal
Scroll Bar)] | @8 6242l QI 2QUIQY Q161 IEQRER RQAR 6Q6R K& AHITR JIER Bl
Q@ U6Q @ QRIRINR 6N ZICAIET 6RHIAN | JROER R2R1g dem, AHITaR
JRQIER UG6RIER 9%/ 998G UG AR | IG AR 6Q4YIR ISR 24, 6069
R0RIR 6YARIQ UG UG 6AREAR 6RFYR QR 29, 6669 YARCILIR SRR
ZIQANRS! U6% | Y2 6IRRIQ 26, (IR ALIYIER JRRIER QdIdR @ Al QoY
JQUAR! |

\'IGGQGRGQ NIL @é (Entering datain Excel) :
NEaMERQ @R Il @Y )

QAN | QI2I 6208 9 (©, 9, M,
¥) NS° 6699 (A,B,C....)

Pa?te 2 Bk B ) O A

Clipboa... '# Fant

o2l 9 FERIQ 6ACIR : F1 el N

o 609 62AEQ G 98 @GRl A B
Q528 648 62RER §R 703 | Mark List

e 6ANER ST (Type) @08 | Roll No

o 0P GQ 2IAI QIR Enter Key 699
(press) @09 6 @218 Algq Tl AR
Tab Key 60 |

QLQILRNE] ¢

B 1 Cell 6Q “Mark List” 6Q¢ll 62108 |
Enter Key 60g |
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A3 Cell U6Q Click @8 \98° 6Q26Q “Class” 6R4S |

Tab Key 6§99 4&° “Roll No.” 6R¢Q |

QRS 6Q () Key 608 4&° “Name” 6n¢9 |
A4620& Click @98 N9° ‘X’ 6n¢e 948 Enter Key 599 |

6Q20Q 2124 G2lg O K9S |
< ~
GlRYRe 64dW DN (Saving Workbook) :

6R16d YR 8IS gLE 621 ARSI T6Q 12Ig G LR AIF FRC *R QYS!
QQRIQ 621NN | YeTIR F6CIB IRNEG 2RAQS FRRIQ TFS :

. Office @GR @deQ Click @Qg @erc
Q° Save as Q6@ I6MQ @G |
@l 209 99 QNG 9
(Dialogue Box) 9912 @@l |
D PINNG| FYPER 699 ATER
26et Fiam(File)oq 626, (Save)
@oQl, ol Jiem 6x¢ (File
Name) 681066Q 466 @0@! |
el QY910 6499 6TINGR
(Folder) Q1 @1@@, (Drive)sQ
QgQl Q2! Save in 6RI0QIER
966 @Gl |
QRFIQ Save 9ER6Q @R F6M
el 2 496 Qldea
TERGR 960 Y6 AR
PR QYR |
ERR TN IQ69edR
(Extension) .x1s 62121\ |

¥ e axud-
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< ~
GlrYNe @ @A (Closing Workbook) :
6Rl6d YR GRYREa RIY AAIY 6LIRGER ST U6 GIf R RARIQ FIY, 6669
NQIq G7Id 696@16d QUIZER QR RAIRR |

o JTQY R @R (Click) @08 — 6QI® (Close) QUEQ @R (Click) @01g 2Rl
. File window @ close (x) @69@ @@ @9 |

\

6QMY YOUILIQ QR (ExitExcel): __

Banea @Idia A1d gea 2ee
Q67)Ip 64 6QI6IA QUG YRRAR AR 121G ) 1 Mail1d of all RE studentL i
—~ — 2 3rd Sem 815t sem M.ed Format.xlsx
dILIQ @Q DR |

Consolidated Weekly Attendance.xlsx
important days for website.xlsx

staff profile.xlsx

Mail Id of all RIE student.xlsx
Consolidated Weekly Attendance xlsx
Attendance Calculation Format.xisx

[LSTR L

e UJQY Q6R @@ (Click) @@ —
@@S (Exit) 206 @@ (Click) 993 |

8'8]@' = 9 weekly attn 29.09.20173rd_cse_a_dwdm.xlsx
Consolidated CSE Weekly Attendancefl7-7-17 ...

[} Keyboard (@GQK§)Q Alt Key @dv aé 3rd Sem CSE Format xlsx

Consolidated CSE Weekly Attendancefl7-7-17 ..

F4 Ggg @§Q| | Mail Id of all RIE studentl xisx

staff profile.xlsx

L= T T - I 1Y I

§Q| ubli Mail Id of all RIE studentl xisx
ion Register(2016-17).xls
Regular and Contractual staff list of DESSH.xlsx

B TR 0 TGO 0 1 O v O T O T O O T

o 6QM GEAIR 692 (x) QTAER G
@@ |

Excel Options | | 3 Exit Excel

Qlé@@'\@ At (Editing Worksheet)

EANER NIQR 22IQ AHIQR| (Editing Cell content) :
Q3 62R (Cell) 60 &8 QR 02 @& 28!, 0121 OR VIR EAYLIR AU Editing
Cell content @LIFIN | 0% QILEQ QYRR 2D FFEQ GRS |

1. 6996AR60 QM 0 6RHIKING, 0I2IQ @on 58 @R 024 QORI IR |
@l
AR 02N 6RYRIS! 6anG J6MQ (Select) @G §°691G (Keyboard)@ F2 Key @ 60@! |
@l
3. 26l @ (Arrow Key) @ 92Ia @8 69 6@l61d gIecq @enga (Double click)
@0Q | ¥2IQIRl 9RIQ IR 02 PRI |
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RIDIQAI6Q G2 AIG DA (Inserting New Rows) :
2600 AR6R AIGIGS 606 Q2 MIG 69I6RIR 621RAIN | RIKIFSIER GBIl 98! dIG
2@ 269l IR 7 9ele 2R /! |

UG 08 P09l geQ 699 dIG RUEQ GBI AP 6KIGR, 0I9Ig AR FRRIR —> A
INEQR G AUER QY @R AR, Flel Ienq, 62Ide — AR 6217 (Home) QUIR QJ6Q
QY G2 @Q — QRS (Insert) 67199 §9 @Q —> 622IQ Insert Sheet Row § I6AQ /Y |

Find row where you want to insert — Place mouse pointer over that row

and click it — click on Home — click on Insert — click on insert sheet row

69 Q2 GG 9R 62K |

2eQl

d6AQ 2GR 601 AUEA AINE G AR —> ARG 6919Q R @Q
Right click on selcted Row —> select Insert Menu

6% 2 UGN 08 6219P% |

RIDIYVNER 69R @A (Inserting Cells) :

69RO *09IQ Al F96a SRS |

QIR INEQR 69 AVER QY @@ @R GIQ!

denq 62159 — FIAY 6217 SUIQ AU6R d §8 9 — ARAS (Insert) 69197 58 AR
—> QRIS 69A (Insert Cell) @ §Q Q! |

Place mouse pointer over that cell and click it —> click on Home —> click on Insert —> click on
insert cell

22

6N AR 69N AUER ARG AR @ —> Insert 691992 G@ @Q —> Insert PR
Q@6 Shift cells right, shift cells left, shift cell down \@° shift cell up 69'YQIY UINCR
— 6961813 2YAR (option) G gl QMR IEAR ¥0E —> OK 90Qq 4@ a9
Right click on selected row —> select Insert — From Insert dailogue box choose shift cells

right, shift cells left, shift cell down and shift cell up according to your requirement —»
select OK
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< ~ o~ ~
@YY I @EMID @R (Deleting Rows) :
AAIGIIER G FERIT FARIQ AL FTY6R QRUAIRS :

UG ARSI 9O FaI6A 26 699 IR ANIRSI Ol I, FeRIg IR —> 65ITNY 2R
UG QI@Ql AR Ctl Key 0@ 96 dGQ QI96Q 2ol dIGQ @ Qd6a 9EQ
QY 28 90 — dEeNQ AR UG ATEQ —> ARG @R @Q Delete Option QIR @R AR |

Select the row which is to be deleted —> for selecting more than one row by holding ctrl key

—> right click on selected row —> select delete option

oa|
AIGq enq @ — IR 6217 UL AU Y §f @8 —> Delete Option @@ @Q—> Delete
sheet Rows @6@@, @A —> 69YR Q61 QIR A G worksheet 6Q 6QYRIR 2R ARSRR |
Select the row which is to be deleted — Select Delete — Select Delete Sheet Rows

@|ﬂ<qg‘§| (worksheet) 6Q 92-?,” 1212} @é 9§Q| (Inserting New Column) :

2690 ATU6R 2FY ANYIER Q2 IR 6IGRIR 621N | QITIYTER 22 @8
ARQIQ AP FAER QLIRS :

9% Q8 @09l goQ 699 UIP 96Q Q2 22 69IFQ, BI9Ig AT RRIQ —> FIag
INEQQ 661 AUER Y @R 2 B2l I6RR 621D — FIRAR 6217 YIS ATER Y §R AR
— Q296 (Insert) 699Q §Q @& — 628Q Insert Sheet Column 6RQ @4 |

Find row where you want to insert — Place mouse pointer over that row and click it —>

click on Home — click on Insert — click on insert sheet row

QDY 29 F6RY KA (Deleting Columns) :

RINYSIEQ 2@ (Column) FERIT FARIRQ AIG AR GRAIRG :

93 ANRQI Joq 9267 699 37 ARIRSI 01g IR FARIR AN —> 66ITNG 2R
22 Q29I AR Ctrl Key 60 A6nq @0919 082N | 2 QIF6Q 291 33Q 9] AU6Q ANEQ
QY 99 29 — d6nQ ARG IR AUEQ ARG @R @Q —> Delete Option RUER G@ @Q |
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Select the columns which is to be deleted —> selecting more than one column by holding ctrl
key — right click on selected column —> select Delete option

@9l
20aq d6Aq 2Q — AIRdY 6217 YIS AU Y @R A8 —> @@ @A Delete AR —>

d6nQ Delete sheet Columns —> 69¢R Q671 Q1@ 29I G worksheet 6Q 6Q¢RIR 2R
ARERR |

Select the column which is to be Deleted —> click on Delete option —> select Delete sheet
columns

<~ ~
2l Gla<9C, 64ILQl (Add worksheet) :
~ o < el s
e QIR UNLQq A3 QU AUER QG 699 GRS Detete

g6 2 e de 691Gl 01883 | 62R0 Qlas! el

~ G| View Code
Q\_@\ QQ% | @ Protect Sheet...
o Insert2029Q 679 70 | S
- - - Unhide...
° L6 2 Glado 64 6LINIQ | Select All Sheets

4 4 b ¥ | Sheetl Sheet? . Sheet3 /¥ A

Q|G\§§G'\Q @l¢el g@@é@ (Renaming worksheet) :

AR o¥geq d¢ QUQ QUER Qdg 69 [ | mset

Delete

¢36R RN QERIALIQ 91283 | i

— Move or Copy...
QNG 3R /g | \iew Code

— — Protect Sheet...
Rename (Q6R¢)) LR QU6Q @R @0 | Tab Color
Hide

QU FIAG IR K0 | untide..

Select All Sheets

6QY69 GRACQ QI QARTS | e A
| Insert...

<o~ ~
(f):Kx?QG'\Q QEmid (Deleting worksheet) :
© <n ~ ~ | Delete
Ay oNdeq 699 Gade FERII RQRD | [ sename
Q1023 | 692 J6' QUIQ RUER QS | i

| View Code

&
ARG q@?\ @Qg | (&g Protect Sheet...

Tab Color

Delete (226" 2daq d6na 29 | e

Unhide...

6996@ (936 IR 6QHTRD | _ Seed Al Sheets _
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Q Ié@@'\ ﬁl@|@@| (Hide work sheet) :

Insert...

e QoY O¥4eq 699 §¢edeq RLIRIQ Detete
Q12ad, 692 J¢ QYR AUER QSY | Rename

Move or Copy...
pa View Code
QARG QR QG | _
5 Protect Sheet...
Tab Color
Hide

Unhide...

Hide (2102) 299069 d6nq @9 |

6046 QI 2R 6QuIde QIR |

Select All Sheets

- . R Sheet? , Sheetd 1 ¥J
Me IR §IRLeR 62¢RIR QLEM UNLING (unhide) ZYLRQ EMG, RAR G |

~ <o~ <o~ ~ ~ ~
66lIo"d (§|G?Qg\63_219q (34|@Q|G'\Gi L9l @I (Switching Between worksheet) :
641G ¢IRde q 2R 691N BRASR _—
el QIﬁ@GﬂI@ 6dldIe ZmAle @ | .

Rename
- Move or Copy.

o 60Q gedeq Del AR o1gad cIeee e
Arrow 698 J0Q QUQ QA6 Y @@ Protect Sheet..

Tab Color

@09 | Hide

Urnhide...

Select All Sheets

ema @ Move Copy 24y, iiiiti,_Sheell /Aohest Aehasia i

41930Q 692 A9 CUIQ JEQ AYRIQ IL8E, QI2IQ “Before Sheet” 6R10Q1Q J6nQ
@03 |

e  OK§&% ed6nyede ga 621nde |

QI@@G{ aam (Copy a Worksheet)

o (Rdeq @0 9% @GR 28 create a copy 9Q6Q v AR 90 |
e 6IF6Q 0K 96R QU6Q 4% @ag |

Qé@g\é’ (Shortcut Key) :
2| §l1g) FINY LA AN W’ @’ |

ARG F1I-a" 2QI A1 ZI6H U @ IPLIQ AR 6BITN RIFIQ 2R IR RITNY
JIRIRAR! | 90IEQ LI 4@ SRR USRI |
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ATRC @’ 6 QI2IQ QY IR

Key (@1)

QY

QUBIR-@ (Up Arrow Key) N
0Ro1Q - @ (Down Arrow Key) Vv
QAR - @ (Left Arrow Key) €<
@I2161010 - @ (Right Arrow Key) >
6% &< - @ (Pgup Key)

69% @1RQ - @- (Pgdn Key)
Alt+Pgup Key

Alt+Pgdnkey

Ctrl+->

Ctrl+ €«

Ctrl+ M

Ctrl+ V¥

Ctrl+Page up Key

Ctrl + Page down Key

Ctrl+ Home

Ctrl+End

24 QRIIGY 69@eld

24 0RIGY 6Q@eld

2dQ QIFILAq 6Q@eld

@dQ Q1216 2AG 6RREIN

ada gial 9 821G aaq &9

ada gia 98 I o &9

@da gIo € 8 9@ QIFY 692N

@da gIg € 8 9@ QITINIY 692N

@dQ Active cell 6Q A9l QIRISIQ 6@
@dQ Active cell 6Q Q91 Q1P 6@R2IN
@dQ Active cell 6Q A9 200G 6RREIN
@dQ Active cell 6Q A9 9RG 6FREN
@4 29Q @ISR worksheet 69@2IN
24Q 0 RINYIIQ 6992

ada A 1 cellg 62@2IN

@dQ Active cellQ ARI0R 1216 62N,

(Cell) @ 69@2IN |
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4Q (Formula) 6m%IQIQ @dI&)

2IQ AMRQE Z6UUE (operand) @ 2UCQLR
(Operator) @ 69@ 6109 | 99 Formula 68 @961 ()
QRLIQ 62IRCIN 606R @RV FITY YasA sRIRelN | =
QLA :

(i)

g604@ Formula ‘=" 62 QR 2 LI |

= 5 +
(Equal sign) (Operand) (Operator) (operand)

Formula Result
=5+3X%X3 14
=(5+3)%x3 24

699 69REQ TRITRQ (Result) 6RYAIQ 9128, 692 6ANER Y2I6F AR 6@ (Equal
sign) @2 | ©’96@ (Operand) 641l &S| 69M Y60 I6AQ RO NS° ZIQEUR OISR
2UERSR IOLIR KOG |

~

QI’d6Q Enter Key 692 2elal 49 @IQ6Q (Formula bar) 69 &lel Of 62 Q06Q
REN TRITH (Result) FRARQS |

%@ Q@M (Copying Formulas) :

2690 62RQ gAY AINYFER AN 6ARER
QAN AAQIQ JPeN | 62N 9Q (Formula)
AN AR 626R FEIe QAT YR

2eRe AAER NG 691N 6dm QI

= ﬁ;lﬂﬁ!ﬂ.n i 2

I

R FAQIQ 9GeN |

(i) Copy & Paste 5666 QIQl
(1)) DragQIQl

Copy & Paste F6R4 :

°  69RA NI PR AR 626M GIRI] Y26 ANy *BRIQ 2 |

Click Home tab — Q6@ Copy @@ @9l Right click @03 692 6Ana @24q

RN FARIQ 91283 — I6AR, FQG copy 2VARG.
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N@IQIRl YRIGER clip board § FRR 62IR2IN | 69 6ARA PN KRR SILE3 628
69n9@R QU6 Pointer H2Q Q° Paste YdAaq I6nq, @03 |

(i) Drag 3684 :
QR 6ARAIRTR JRYG G18 294 QIRER
QAR PR ETIT 69RAN | 62l [ W - o
Q6618 YEIR 69 UL QQ : [Emosen ™ UPRgE Sy
608 69 9ARR gAY FRR KG9 ol Catibn
Q96Q F10Q 0¢ d6nq /Q | R 2 Frumal Paiats
Flagq 69RQ Right button (QIRKIR 6@ - ‘"":I"" L
adp) &2; 6&16@6@6@ + @g: 6@%1@1@, P
6960606R 644 FITIER AR FoRIQ 198,
692 @Il FIRR Left G &0 G161 G2 |

4@ 6MYQI (Creating Formula) :

90 QIR MGG 6202l 60609F Y QI
<2l : GIE6R Bale Aael, 985 JRY 9ER FeR A_| B “I: Formula
QPG GBI, 62 601301 99D | I6qA 6668  te" IS:?:“’ fa[ =
JRIQ AUERSR RLIQ RN | DIl : - E—

e Arithmatic Operator (NQEEFITR ZTCRER)

Comparison Operator (@¢ @GPQ\ 2IEACR)
e  Reference Operator (6QETEQQY 2TEQLR)

QEoR g@&l (Arithmatic Operators) :
2Iq S I86e 9@l Kl : 6219, F6LIT, FEIR ARYQ Tin ML FRUAIN |

1 "
1 Upuralivs
7 Acdition
ﬁs«hhuﬁiun =
4 fhkan

. 5 -~ et
= waliipfatinn) - 2 22 = [Mutl or.
- 3 & Dpansal :
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2IEQL'Q (Operator) QI (work)

695!
Q6o

qeie

& (Comparison Operators) :

PR RAUIR QRIS I@A! (Operator) OLIQ QAN |

Operator (ZJEQG'R) work (@194)

(Equal to) QAR

(Greater than) QLA

(Less than) FLAR

(Greater than or equal to) QLA G AIRE!
(Less than or equal to) YRR G AR
(Notequal to) 2|
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CRATENN'Y ZIENG'RY (Reference operator) :

6QT6QRY YUUERER QIR IR RIP 6ANIGR IR0 @9 AR RALIRTIER |

Operator Work
(20606 (QIL4)

dIFIAIY 69RQ IRLIQ
RIS QA0 2R 2Q6eQ

T dq, (Functions):

goQ HFIGE 1e° 2R 621R2Q TFAGAR 26T KT 6 AR IeR TALUR MR
RRAIAR! | IQIQIRI 26T ARE6R OR AR JIRUIRR] Ie° @M 6RYAIQ Q@ 629 |

TEARER IR FEQE Gl (Input) 6@919 9GeN | L2l AQEAER () PVR1 B6R
LY | ISAQ QAU 26F e (Return) 62QY AIRSIR AILIQ 2ISH output  @2eIRA |
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)
)
)
)
)
)
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o811 (Note):

P66 Q2 (Input) 6Q Text 229 @AQ (Number) 6Q@QUIRQ| Y&° 2| AQCER
6QIRNIRIQ @R () REER ERYIQ AZIN |

e C6RAEES Function 60 AQEER 66NN @81 () @ QLS 62PN |
IR MLE AR ARG 6 RTITIRE, GIq AYANE 2 |

o 6QMER AQ Function ‘=" AR QIR 2SR 2 |

e  Function @ QI 69R0R 6ALIZIE, 6920Q 6RYRIQ 9N |

Q912061 ¢QQ : SUM § ADD 6R¢aiRQInR |

e  FunctionG QR 24 ‘(" @9Q16Q 4S° 669 @4 ‘)’ QRR16Q |

QR NE6Q IERER 7R, Text AR 699 624RA PN Input VIFER L
QI 91283, 692 62RAQ A1 EAYES |

QYILASI Y
Al

| =SUM (36,45) |

0I6Q “SUM” 6228 Function @ RI€1 4&° 36,45 62@& Input
e  Formula 6R¢Ql J6Q Enter Key @ G069 |

2l 96Q 698 6ANER Function, 4@ Return QUi 6922l QI 2671 Output 22 |
QUILRE QY QU6 6IANER 69K Function A 1 6ARER 6REIIE GI2IQ Output
6419 2R VRS |

Al

Al

6990@ = [SUM(BI,C)]|

QI B1 69@ Q° C1 6AR6Q 29 92IQ 6LIGITR IR Al 6ARER FRITH QIR |
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626015 owaq AN FJ6a TR gRIR FUAIRS |

Functions
(or=Qg)

Work
(S19Y)

Example
(2QI2d)

SUM (range)
A (698

@ Function QIR 62ARQ
el JRIQ 6KIBTR QIR
RIS

= SUM (A1:A10)
21 A1 Q A106QR (Cell) 69 2@

Q2 QPR 6LIFCR LR KRN

Average
(range)
UCREAR (608

@ Function QIR €4AR
JER6a 2l gaia IR
QPR KRN |

= average (A1:A10) (M2 A1 Q
A10 69R (Cell) 6Q 8l Qe
JERR QLR QLI KRN |

Count (range)
@led (6Q&)

@ Function QI 626915
6ANQ MY GuIELIRG,
Qlgl FEIR! @R €¢I

= count (A1:A10) (RIS S&UF A5
6AM (Cel)sq 6@IsQA gad G2l
6RIRQ@ | 9@ 2I6E! 9@ Function
@ Enter @@ 6Q¢Ql, 6069 2I6¢
9 output ARSI |

Max (range)
g (6Q&)

@ Function QI 6QR
Jeaea gdel gni Qosa
2AQ0IQ @@ ¢l QIeQ @&
6Q¢IN |

= Max (A1:A10) (2 AlQ A10
69R (Cell) | 9@@Q 2l ARQ 9@
QI @9, Q2! 26 RIE AR |

MIN (range)
AR (6e8)

1@ Function QI0I 6ARIGRER
gel gaY @eQ 2QQ QAR
L QIR 2R 6QEN |

= Min (A1:A10) @I Al Q A10 6QR
(Cell) 9E@6Q Q1 AQQ Ale gl
@\, 9IQl 267 SAXQ |

MOD
(Number,
Divisor)
2 (@A,

GRPR)

@ Function QIR 2I6¢
QUGEIY RUGARR! | OIER
@Y Number @I9I6Q 603!
Q° QUPRY Divisor @IFI6Q
699l @ |

= Mod (A1,3) (Al 69 (Cell) 6@
gel il M Qi 2 Q8w
QUSEIT @’ dRQl IRl RISAXR |

Power
(Number,
Power)

diga 29e,

(@ Function 68 Q4IRS
Number 6208 62RQ YRy

\@° Power €116 6208 646aI6d
GA9q QXN | 4@ Number

Q 676920 QR @5al Sle!
Power @ Y QIR HAR @6 |

= Power (A1,2) (Al 64m (Cell) 6
el INIg 2RAQ JEIe @AM @4
Result 9IQQ! @19l 26 RASAQQ |
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21 eaYeQ aQIgislag I

F6Q FUARAY 66'QM AR @ |

TOTAL=ENG+MATH+COMPUTER
AVG=TOTAL/3

Roll. No | Name Eng Computer
101 SUSHIL 56 77 55
102 PRITAM 66 45 33

104 SOUMIL 22 33 34
105 SUNITA 45 66 45
106 KUNAL 56 77 88
107 KRISH 33 22 12

0¢] 90919Q6Q RUEAUB 65YMR AL (Formatting)
a. QU (row) 6QIM &°. 102 U6 646l (ADD) @0g e° Q2 IR o2l Felea

[

QUG |

ROLLNo.| NAME COMPUTER

103 SUSANT | 63 80 65

eI MIGR @R Q1R (blue) ¥9° 2R AR, 14, RS |
eI JIGe 816 a4 IGR YRR UM QA& (red) I9° GANQ AR 12 299G |

@dl 94 (column) 646l @ | Math 92 D6Q @° @2 @AQ @I¢1 Science 6 |
22l SEER OF a8l JoIee el @ Qg |

Name 299 816 204 2AQ 69R G109 number @0 |

AVG 299 69R 619 Decimal Q618 ¥&° @8fia e 960 9R6 9AQ & adg |
Q21206 9 32.50 |
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3. LIQ @R MK @A (Functions)
dQ JRINIRER Total Mark Q1210 @03 |
AQQ RIS Total Mark QILIQ @03 |
dQQ @¢| Total mark QIQIQ @QG_ |
dQ JRAIRER AVG (percentage) QLI K9G |

626016 IRAAIREA 02l 9@ FQIIRE G2 J8IR 9ag |
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.

R.

9.

XENEEN G?I@JQOQHIGQ 6CISIEAIG QIER 6R6RIG 61T 2l ?
NEam @Iﬁ‘ig@l@ de 6RIVQ QI @61 IQ° 691Y 6RIVQ QA @81 2T ?
6001 QI ARINEIDE OHE 6RTR @4l 4RIl ?

4R B 024 TQRKER 1R (10 QRIAN YQ@° @RI AR 68Q 610 ZYLe
ML @A ?

Q2 G 691691 IR 674 6¢1QR 699 AR AIF Feas QUL ?

9Q AR 629 920 6RS 2R FAIARAN ?

66IGN QITUTREQ ARINEIFS 6RERIT 2T 6 626010 IRER TR 62IRAIN ?
69I0TR CIn 6°R YRR NS° TFARQ MOLIQ AQIN ?

A3 69 60Q 29 99° 66R IFQ QYN ?

0 0. Q¥ GINYRER 6R6OIT GRTS 2N ?

JAYF 998 I

6QNER TR Y89 QEIAN |
96 Q2 TIRMER & gode cogalq e |

Q06 2Fe 22 6 QAF QAR UGR 6296a 699 2VERR 62101 L& 29, Blg
QRIAN |

G JER 6IRER F2UFIQ IE FRAICAER TRIGER &N |
Yol skartallalla] 20606 NILIQ FRULN |
Q. 2U6QeR Q21N |

A9Q 9@ ¢ QILIQ FARITR TSARY LI RN |
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26 @’ Sigem

EQM @ AT6UAR JI2IR ALIN0IER AN JRINA BAS ARG RIdY 216 AeRea
AQRANEIN |

16QNQ 69030 (Spreadsheet) 69167 8 PIG16QY FUISRREAIE AZGAIRQ A1l QLILIN |
6NA TIRRGP] 6I99R (Workbook) QRIFIREIN |

g0 QI BIRQRER F6RIT IRAS 6Q¢Rly ARAIN, QIR ZEE Sheet tab QUER
cQgela |

@@e] (Column) @ 2AQ QIF I@° 6@ (Row) @ dIFQ QN QR 69RR FINRAQE!
@QULIREIN |

EQMER AN 9@ A,B,C.D.... QIF6Q QIAG | 9266 @@ (Letters) A Q Z
2P QIFEQ RIFe FAULARAN | 92IT6Q AA Q AZ 621R8IN | B8R XFD AN
QTG 6RIREIN |

6l (row) 9@ ©,9,M,%, Qesa Qe RN | 98 Gade
(worksheet) 6 R 0¥ 899 6@l 2N |

6 LA “ =’ AR QU 2R 29 |

TSAQR QI 690G 6RHIZE, 62D0R 6RYSIR OGN |

6 TN NQEERLR (extension). xls 6QIREIN |

- NEQm TIom JoU @1¢ @@6m “filename.extension” @ Qe |

QIEoe 2R, FRY MY FRIEA RA AR 8 FAIY ELIFAITIR LTCATR, MR
@QIIREIN |

0. P0R 990 89 IR gaQ FRIRG 62IRSSl TFAR AR FRILIRN |
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S RENERE

(Internet)

ge Q86 2I6F RERERS (Internet) FVVER @8 @8 I8 | I6Q YR ACRFR!
@QQ! |

@ 2RIGES 2I6E RERSRTR I GSKeg 8 AUIEAYG! TR eIdel | Jone
IRG6Q QISR Y@ YA°GE 99 (Automatic Machine) 266 | 69 6@I8IA G2lq AUISRIOR 8
6T AR GLIES AAICR IR ZRUILEUR FIRIC Z6S | 601G QISR 2R 9@ FHISRG
Q2N QIR YRIe TS SR Qo Qe AR Yel- G 62, adlq @, GG (Digital Video
Disc), FUISIERER 669, 69R2IAR 2T MNALIR AN | 6863Ie (Network) IREQ
QIR J6Q B2 ZIRIR AR AR 62R! |

RIQIRI 6204R FRNAER PFICRAIR JeR O AR iR ¢ 6AGISTIS
RUIG6 | RIER A0RQE], Yel- AR, TEQ T YAGE IR 6964 QU FHICA] YD
6RIRUIRER | NAITRER SRR, Lel-66IGN Jea QI 21D 601N @HIcR A@ eI @
62IR AP AAICQ DG A6UE IR R 6AVYAR FRUES | 629G IR ARIA
69026Q TR SAY YRR 2R 69 AYQ JAIR RIEQ 6T ARAUIRAN | @
LEARAS IR U9 FES 9RIAQ QYR (Cable) IR FAULIRAN | 92| 26Q A°6L
62IR0R ATFBAR QYR AYICR JF@ B B A °Ue Joal RAF | eIQial
ALRRAFNER PR FRQ RIRR JOIR FRIEA ZIRIR JLIR @RS | 0I6Q REREEIs @el
6208 64, TURIE AHICR 694 FERIER FEAQ FIGIER diR HF FP FIEA 6RGIR ARINER
IR QYR AN 62123 | RLAERT 62RR 1P 6893, Jlel 6A1d cadq el AL
AR 62RERRR | 2 AY AY ALIER A2 e Y ERIRE G NP JLIRER ARG
@RI |

QRIS 2T ANPQ YR 92 IORE 99 6208 AL | 92l Gal 6LIIsglIs Ffia
QY& 62108 | 99 FIRER 6ARAIER RGO G0 ARINER IR AL 6AIFIELIT QAR | AR
AAAACAY R | ¢ ¢ odeleq 26AARIER 6P (ARPANET @ ADVANCED
RESEARCH PROJECT AGENCY NETWORK) €°Ql 40666 2Ioe @@l |

Lah ab o o ab o ab o ab ab o ab o b o b o ol b o ab o e o ab ab o ol ol b o b o o o ol b o o o ab o ab o « o)
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NEAANAC G A°|| (Definition) :

QLREAE 6298 AR YUIIER UAMIY FHITR AUEA 2RIAG 6966IR | YANAR
YegIde @RICRgeaa EUIRRdq AEWRERs. A& | 2 RPN AT IR
JRQLR ANINR ALRCRTER 63N AHIFRQ IR 6AITN RHICR] Gal gl 621N |
QIR GG 6UNE QY FAE QIR QIR 6ATE P2 OIL ALRERTER FANQ MY QL8 |
Qe gole U] REIRERAR 69I601aR YRIAIN | AYRERTER G2l I9I2 IR (JHIes QRG
69160100 JRe QUL | 62969 62nl FIQAde @6din 6d6SIam (TCP) 8 AEQERG!
69691aR (IP) | AEQERS6Q A°6LGTIR 691G\ ARICRY Ry OREI QRN | 92iq
ZIR.d. 2leelq @I |

RLRERG ARINER 26T 69 6@ldd ANYER G dRlea QoY diRdly | e
SNRACR 6916 TNITIOIQ QR @R FEQ FFAER UY 8 ARQ RLACRTS ARIER ARkl
daIER dIRCIQ | 6@ F6ac 0Ig Ziag @@ e 6271, SEQ QIR A% SR ALK
ARINER @RI 4OIFT 621R2IN | ZIFIR FIRREIAR RLAERES QIR 9B 62Q2T | @-601R, QGG
RRTER°, QOQLIY, TR, QG‘Q (E-mail, Video Conference, Whatsapp, facebook,

o

Twitter) FIRIFIER ZIEC SR 69 6@181T YIP ALG 62IICLIS @RQE |

QALRERS RLIQQ SN AURAE 6208 @ISR (Computer) | ST RLQERE QN
HIEQ, AIYEY, F1RERS, YTETIR FRIFER AIRCIQ |

AIRERE L°6LlIS! TIR 6716@¢ (Modem) RIFIR U@ QOSSR ZIQSiae] 9GelNd |

REQ6R6 (Internet) 6Q QI QS

AR FHICR ALACRTER A6LIRE 6212 | F26E! AHITRS 9 FAIdR |
AR FIRCAER RLRERS CHRS! IR 691N QI RIS ZIR@S (Icon) &N | 692 QXK
(Icon) 969 662 QR (Web Browser) @219 |

3@ QAR A°&| (Definition of Web Browser) :

609 QRPQ 6208 691N AFBAIR AGERAR (Software application), LIL| AIRIFER
26 REQERS 629! (Internet Service) @ J6QS @R | GEQ 669 AR, AP 6228,
YACRC IREY|QQ (Internet Explorer), ¢lRERIKL, & (Microsoft Edge), CAIBRI TILIQ
@@ (Mozila Firefox), 99m 62l¢1 (Google Chrome), AXIQ! (Safari) QGYIG | 6R161d U@ Gal

oL oL

Lah ab o o ab o ab o ab ab o ab o b o b o ol b o ab o e o ab ab o ol ol b o b o o o ol b o o o ab o ab o « o)

s'v'%%v’v’f'""%%"@""""%%%%%%%
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)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)

64IRQI QIR 2SE 61T 3R LRFAQ AUCLIT FRR | YR (Google), L (Yahoo), &P
(Bing) 2% 889 9% @& (Search Engine) AIRIFIER 2671 §EQ 0eN AIglQ) |

NELACTCA MIINE

FERRQ 26T € 0¢1 6461Q 6916 ANVITR DEACHS! (Internet) 6 GOQQIGIQ’@@@_ | 606Q
(?) QR (Browser) RU6Q 1R (Mouse) @ (Double Click) @ Qe QIR |

(9) QAR (Browser) Q 26EA QR (Address Bar) 6@ Qom @¢| (Google.com)
emelidix |

(N) QR (google) 6RHIER 6RIEHN (Logo) A2 e il QIR 2 26 2I4Q |

(¥) @ QI ©06Q 26 QIR G4 ANNER 6AYR! | RWILAE Q- BSE 10th
result.

(8) 26T 2QUNIQ QI AR (Search) FQAR QA Y@ CIARI QLARS | @ FIRIIY
AQNDIA G2 QU6 IR QIFER (Click) IS 6612l JAIT RLRAERTER
68IREe 1 99 QD6 2i6F 1 AF06R P18, |
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)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)

6963& (Network)

RHICR 6263 QI L°6VTER LILIP 6993S QRIUN, 61 UG 68 MR 69
AR QISER e FALIRAN | 61 62/l €. 1A 62938 (LAN: Local Area
Network) 9. 890 28@ 62638 (WAN : Wide Area Network) | galel §0@
6293a0 MG 6AIGIEAIT ¢ @.8: | YR 900ER AYICRAIRE Ia o8 Ol
ARIEA L6 FAULR YD 6263e F2UR FAUARY | 9@ IR 69
QPIGER G2 JRRYR RRUER | M6 PR 1R A°CUNRAE! PN FALIRE |
¥@Ig GRTIR (WIFI) 2°6dI1aad Q2N | §o1 @20Q 62637 929068
2ede aiceasis A°6LIsl @QeIN | ARIQIGS & 90l ¢ @.8 Q 694 626m
LR 2ER 699G 1 G2 (WAN) QLI |

@ 6963A6R QISR C8l Y@ FANER Jaga FRINER Gal R @ReIE |
@ G90Q 69I6619R QLITN | 696¢aa UIF 8 QeI 691, 89 69I6TIeR
QR | 696ER IPLIQ 697 Y217 56 ATEA Fa8 FAIUIRAN | €. 3R] 6966a
(RLI69E) 9. QRY 6263 (NQLIERT) | M. §YE 2R 6966 (GIR) |

ARg 6963S @ REIERS (Intranet)

LAN (Local Area Network) @ mI%e ¢
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Q6T 6298 Y@ 9RY 6966 (Network), @2l 661N 2T TfUasa
(Enterprise) QIY @@l | @ dIeed 28 696‘\(’5@ (Local Area Network) @ LAN 4@9
ARIFER GG 2BM 6964 (Wide Area Network) 9l WANG Q6LIFG 621R¢IN |

NEIQ QY R6RM 6208 @G (Company) @ 99! (Information) ° AR
(Resources) @ @AIR1Q @FQIQ1 (Employee) FIRE FIER 2IQIR JRIR @GQ! |

QY 6QC3D QU IQSIERE. (Extranet)

ExXtraners provide secure
transactions between businesses

imanufacturer)

- : Company B
Finance center {distributor)

processes buys from companrny A
transactions

QOIERE 6208 99Q! IPB @QUl (Information Technology) QUEQ ZRIRG | <@l
ARIFIER BRQ L°YIFEl FRRR Q6 ORI ZIAIR JRIR 8RB | YRUIERs A°YYeq Ioq!
4Ql (Information Security) Q@ @RI |

661N IR FIQRIR FEQ ARG A°YI A2 6291 YRR | IQIERS QIR 691G Q°gl
2IR 691N 2°g| 926 2 AAFYRIR FRAIER | IR G-IIQ MY QBN | 626M
RLERTR 6R9R YR EARMER YR FAICRINE A90 6LIFIEs FAURES |

6AFIER RLIERTY YPIR gice A@e 6AITIEKIS FRAIRED PR @ XY Sl 69D
QLIERE Fetice A2 6LITIETIS FRAIRES G |

90 2sR 6906 QU QIR (WAN) :
QLRERC 6208 1@ §g0 2R 69630 (WAN) Q 2969 |
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NEAACTG!. 649 (Internet Service)
RLACROQ 62 (Internet Service) @ 6, 2 2CAAIER SRR @9 |

€. @-6¢Im (E-mail):
2| 6208 RIRETR IR 629, KRl QR 26F RUIARY BIES IFR! R 6RIR
Ql 6AIRAIRE FTREQ dOIR AIg | NRIQIA ZI6A Fik AMAIRE 0] IOR
ARCIQ | A-691R ARIFER 26e He FP FIEA 6263R6R 64 6R16A Y6a IR
AYe 2RINER 2IRIRl S 9Io FAUIGR! | R-69R ARIFER 26T ALRERTER
QENRELIGR 6¢l@ (Eletronic Mode) 6@ 6¢1@ (mail) @Q2IRQ | AQILQE! -
rakesh@gmail.com ¥&@ QIIFQ Q-661R ORI |

@q, €9, @9, GING GIQR 63 (WWW - World Wide Web)

ARG, GRS 639, ALREATER IR YR 6201 MRY | LYK 661N FgHeR To
@2, delio RERR6gIta JdIIR 690 AFITR @Al RLAERTER R AHICRER
2Rl RERRETITR JAIp IR 2 PR FANRACR | IR RERRETIFR IV
63969e (Web Page) Q@ldN | 661N Q6R@6aIFe Jailg 2ia 69N galq

IR 2RISR MRLIQ *AUYIRAIN | 65IGN RERRESIFR YRR QI LIRISRE,
QIR AEieR FIRg QY TU6M 2ia 69N RERRELITR Jal AFITR IR
QUER 26D | IR G2 PRI2 AERERT FIRNFIER QRVRETRE SIAATR 66T IRR
(HTTP : Hypertext Transfer Protocol) QIQ PG00 62102 | Aig, 36518 @0
Q692-R (Sir Timothy John Bernes-Lee) 866 @@00as GRS 6690 909I0! |
64 0 QI (6Q QNURNEER FIRTR 6J6SIaN QIR P60 RLAERS FIRMAIER
JoRIEARI0 Joql @R @2 YR UYFIQT 62IRAEM | 90 € 96Q QIR FHIFR
A6CAIP AFR QA NYIP OIF YN BRRG 639 ARIAR UIN YL FAUURE |

9er.6.4. : FIRM QI 69I6S19M (FTP-File Transfer Protocol)

@ r.6.0. 6QQ1 (FTP Service) QI 26T REQERS (Internet) 60 IR
ZUERIGE (File uploading) Ie° @IR@EMI@E" (Downloading) @Q2IIQ |

6¢116«¢| (Modem)

67166 (Modem) - 6208 Y@ QISR
(Computer) QEQQE], ILIQIQI SERETIQ
Qe QIR ST RIQERS 649
ARQIQ |
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MR NRR (Leased Line)
RLACRTER AICAR SEQ dRIR PeI-gLIR ARMA (Communication Medium )
QR YD FRAUARAN | 42| 108 QAIRIR, Ll €. Gla A°Yw (Wired line) 9. QI

Q@19 (Wireless) | gaf dRlQ CIYOIR AeQ AIRQ QLIKIN | Y@ 9109 (ios 2daIn
TIRIRER YLE @RUAN |

IRIR TIROQ 699R QA AYICAANR YR 691 RLAERT T @R2IE | 1@
LYBIRE MY 631IGN Yl 22N | K661 62Q ZIFRT 69 Q1 Yl ALRERS 62
QURE Ci YR °gl QIAl FHE ALAERT eY ABe AR QHITR° Al 629! g
gQ 5eg 28R 69030 ATAN TIROQ QA YD FREIN | AR YD @IS
6RON AR ARG AR FILN | 661N RERERS 629 ZIge! gl Fx YIR1e U5
6203In6R ATRIN TIRIQ AN FAICRAIE LYD 76 ALERS I8 AR |
R 690GIAQ QAICAIEe FF G Ge6a AIFERYR iR RUAERS 6YIETIAR
LI RRAIB | AR 6906R] AAAERT 6RCEIR FIl QRITN | AUAERT 626EIR
QAR QYR RLAERS AT AR 62IRAIN | QURLR, PG 661N @gica ORdlIQ.
600 AUAERS RN 2R 690N QAURGTY 6aRAN | IFE 021 QAIRERT
ARNFER ARCRNRET QIR JAPIRE 621a ORdl YFER D268 | ALACRTER 96

AR 691N Zaqy Oadll N | ¥2i9 2Ie.d (IP) 2i6ed 2N | 966 @4ISaa
RLACRGER FRY ORI &N |

INTERNET
MAIL SERVER POP

LEASED LINE

WITH IP ADDRESS

ETHERNET
METWORHK
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d.

@-QI (V-SAT)

@l 010 FR1R @2l gRIe, JIPR BN AIFERAR QRN | GiIR TR KUFERdR
dinl QRO AIFIRIN | FIg §-AF QIR IR GRF! AIFIY SR KR | FIRd R
661N 6Q0ERR FAYTR ACTRING LR AR 92 YRR URYS 2 651G 695GIRR
RAIeQ 980 6IRILIN RRTIER | 921 QIR 9R 8] 696¢Ie ALAERE BAUR RIS |

Geostationary satellite

= =) = ! -
Service provider's = —
satellite hub

Subscriber's
Subscriber's home or VSAT dish

High capacity link office network

to Internet

QIRREMG° IQ° YEMIG° (Downloading & Uploading)

2Ieq REQERS (Internet) 6@ 9QY TF6G (image), TR (file), @SB (Video), &G
(Audio) @ ZUERIR IG° QIRRENE 2R |

@IREEMIG° - (Downloading) -
60IGN RHISRQ 6@IEIT Q8 (File) @ ALAERS ARNAER 2R 696N FHITRER A°GL
@R Q¢RI QRIS (Download) QLI |

2O6RIS, (Upload) -
30 Quiceq 6R16d @8l (File) @ 24 6G161Q QeYeQq JOIRAIG 2TSRI@ (Upload)
QAN |

UIR 699 6916918 (Protocol) ALIAGI REQ QA RIF NT.6.8. @ TR LRI
64dI6QIem (FTP or File Transfer Protocol)
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9 29 Im %ﬁ‘c]’ﬁ Q624 6RIERTR (URL-Uniform Resource Locator)

662QIae (Web Site) 6@ 6616 GQY ARG QAR 66RCURANRTER gl
62IRQ@eIN | 691N 6896099 ZIR 69ITN 63960Rq JQITIR A 2N | GRS GRS,
66R6Q 6D 63UARG FAY SUAECR B2l ATA AR YA/ IR ALAERFER Y@
do%! gARRIR IaYl 69IR QRN | g8 639ARCY. ALRELEER DL5R IR 3R,
QPR R8Q, Kl gean e 0R4l MRLIQ @6a | Ya 0419 .20 R (URL :
Uniform Resource Locator) @219 | Y2IQ 6060 639 6@ (Web address) ¢l
Q08 |

6915 639AReQ 54! 2le. .20, A PSR 639 LRI IR ORI 6RYER,
2 RAICR 690 63RIRATR FLICR ARG A° YR AR Y JRIR @RI |

QQILAQS - http:// www.facebook.com

1st Part 2nd Part
QI Y dM (URL) @ QY @Q |

Ist Part - http (hypertext transfer protocol service)
2ndPart-  www. facebook.com 62Q& 6FLYNR 6LIEFIR @I¢1 (domain name)

62600 6RIRdY 669 AP

Mozilla Google icrosoft
Firefox Chrome Internet

Explorer
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)
)
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)

63 Qe (Web Browser) 6298 1@ ?JIQLGG?QQ 64I91€1 (Application Programme), | {42!
AR ZEH REAQEREG! 64U QL] @@g@ | 2| 2T @AY FdEQ 2N, GQI?JGIQV NI
M @l Q& ALBQ (Client Software) ¢l @RIAN | Ll 63QEQ Q¢ @6Q, GQ?JQ]I@V
NQlg 669 QNE IdIN |

Q@IS - Internet Explorer, Microsoft Edge, Mozila Firefox, google chrome, saferi etc.

¢. 63 AV (Web Server)

@g_’( |

-

Browser on
Internet

users

B Web server

NI AR (Web Server) 628 19 @ISR dag (Computer System), dIQl http
(Hypertext Transfer Protocol) QIQ2IQ @6Q | M2IQIQl RER6QIPa 924 Q 639 9]l (Web
page) J8Q 63@ QAR (Web Browser) 26 R6Q | 649 AR Q2| ARG G4, 649 QR
RN FI2IQ OGR! 69PN | IR A2 RLREFEER B2 YRI@ IR hitp 6IESIAM
M2IQ QAN | 63 QAANAEA Y AT MYl U8 | 6906 64Q ANQQ AUIRTE
AZBAR 21D ZIN RHIFR 22 P8 PREQ |

6@Q LJAI (Web Page) G 63Q, AING, (Web site)

2 2ICAIIER 639 ARG, ° 63R, YV FRIER A PTIOR 694l | 632 AURS (Web
site) 6208 63@ 99 JFRQ IR AR | 6260 96N 66Q Jal Fdem 649G 669 ARS!
(Webssite) @1 |

669 98I (Web Page) 6208 63Q ARGR 691G~ 2°4 |

F6RaQ, U9 ZCANIES 990 LRS! 6Q11 | 92 TR 689 ARG 626, IL APER
el 9l A9 632 98l (Web Page) | @90 gelfl QUIQ QIR RIS (Cover Page) @2 | O
6Q00Q 64Q ARS' (Web Site) €AY ANVER 692 YT Yelee! 26 604, Ol 6217 69R
(Home Page) @2 | 63Q 69w 6mglQ IR ARIQSIGS HTML (Hypertext Markup Language)
OLIQ FRUAN |

s'%%%v’%%f%%%%%%"@""""%%%%%%%J

A A A W W W W W W W P W P W W W W W W W W W W W W W W W W W W W W W P W P P P P P P P
T o o e Za e de de e Ze e e de de e de de de de de e de de de de de e de de e e de e de de de de de de de e e de de 4
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NAACG! A°64IG! (Connecting to Internet)

2iee! dIeiw Ol RELQAEHRS! A°6LIGl 67Q, Ol RLQERS. 64 64IGIE A°Yl (Internet
Service Provider) @2I9IN |

QI - BSNL, ORTEL, Reliance, Airtel QYD |

140gIR® (Enterprize) FI6Q ARIQEIOS ARG AIRR QI LELIFE 223 | 6ATNER 6A16RF
(Modem) @ 2I@64a @0891@ |

Ao Q@R (Search Engine) FIRIFEA 26e GHQ 639 ARG (Web site) @ OREI (Address) G
AeR6Q dIRAI]) | N2l Yo AFBAIQ I8! (Soft ware System) QIL| QIF16Q@LER (Database)
8lQ1 926 @ (Identified Item) @ AQAVIR (Search) KEQR |

SEQ JRIR QAN U4 (Search Engine) 697 -

Qom, AL, et (google, yahoo, bing etc.)
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e e e e e e e e el el ol ol ol ol ol ol ol ol ol ol ol ol ol ol ol ol ol ol ol ol ol ot o

212 eaYeq aQIgislag e

VR CIRISAE AQEAR) PR, FHIFR ALAERS ELIT AR FRQ Gal UQYANIR FR6R |
Q668 9469 AR TELITR 959 JIM AR AT ARIFER QIR AR AILIN RFES |

0. PR RIF1E 9, 81 98° IRQ TEFITR L°g2 @& 20! QIR HIFIER RSN F |

9. ¢ 6906Q 2 POl AT T66l 59, RINER TIRTICAE, 636 RURARIQ ]
210l QAU SIGI6Q RGIR QE |

AQ AuIeR QURed el - 6aleeq, ARy, A.9.9, &'-69%, AFeR, Jeea
TEGI0Q L°PL @R 20IQIRI HIFIER RSN A |

REQ 9RI0Q RIFRQ TEEIFE A°ge A6 A0IQR HIFIER ATIR Q! |

21601 @’ & Sidlem

QAYRERT 6208 690UAR 6QEEIRY Ne° 2| Gga ARY Qficaq 6aIFaN |
ARG ALAERTER 6PN 66T, RS AR, A-AITR AILIYY N |

g6c 63eAReQ e URxY Oél (URL) @I Uniform Resource Locator Q01 960
QLN | 21 6228 U9 6392Inea ORI (Address), DIel ALINER 2i6e HEe ORI
didia |

HTML 6208 9@ @¢1eQ Qg giel ALIMNER 63eAnea el (Page) G2IR QIR |

Search Engine QIQIQU6Q 2lI6¢] Internet @ @8Q SFA6Q 0@ @ Information CIREIR |
el - Google, Yahoo, Bing.

26N QERERTER A-6FIR (e-mail) FIRINER CRIRAIRE FEQ Gl ZRe AR
ax2da |

9RQ RLRERS (Internet) 649 6UIGISIRIQN °Yl (Internet Service Provider) FIRIFER

2I6e 6 W6Q Internet Service dIRéll@ | 6QQ§J§“G? 626m - BSNL, ORTEL, Reliance,
Airtel.

Lah ab o o ab o ab o ab ab o ab o b o b o ol b o ab o e o ab ab o ol ol b o b o o o ol b o o o ab o ab o « o)

s'v'%%v’v’f%%%"%%"@"""'%%%%%%%%
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)

0. GORYe e NIQ OR QAT QT 9a4YIR 98 @Q |
(?) Q7 JEIRIR AR YO IR AZG 69ITIEAIT @R

() Q€QERe (i) QLIRS
(i) 63QARNS (iv) 9QeIeae
2lera@1ol °g 9eIreln IR RERERs 629! ZIea afeal |

(1) NRQIERs i) @
(i) 2ieas! (iv) 694I91Q
R Q4AERT QR QIF |

(i) Qam (i) &-601m
(i) YR 62U (iv) QI260R
(Q) 99 AR AN FFY 69660 9

(i) Q€AERS (i) QLIRS
(i) 6RIRNNERES (iv) QIR
(@) 26 SOGNY Ql 2T 9orlp Kde didy QUARY eTEIe JORRIKIR 26
ANILIR RAIRR |

IR (i) 69I6@e
R-661m (iv) QoQ
RURAET AEQERG A°6K6! IR PQRIR 62IR2IN |
(i) 2AARR
6RI6@e (iv) e
@Q, 99, @9 A PAR VIR IRGR |
() 9N (i) 0602 o @0l @
(i) AR (iv) 9o dol
(@) 669UIRG 6228 62601 QAR |
(i) 63 (i) 6GREIR
(i) 669ANR (iv) @I91699Q
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)

FIRGC ABYSR IUIQ 69996 O oI’'AId6a (0) 699968 YA FIUISER
(P) Seda |

AERFR ARIMAER ST FEQ 639N OR4IQ ALR6Q IR |

6399315 639QIRTRQ AR |

63RRFR ARNNER 2I6F ALRERS 622! dIRAIQ |

6329IRCQ 2L} 66N QLI |

OF AHIF0Q 6216Id 22 2R 6R16T RHIFRR ALAERS ARINFIEA JOIRRIR FIRPERIG®
QQIAIN |

QIEQRT, 6TAYR G 6ATLIR 69664 |
&.4Q. 9. IR RLAERE 629 62BN A°QI Q6L |
Q12 @ 2QANIR IR QI |

QIR FIRIYQ RIYS F19G LI @R FYIR I8 !Q |
(R9Q AR, ¥.6.9., 90 28R, 9 2R, 6I9 (WAN)

ARMAER 26 669RTR ORE ALRER TUIRAQ |
4R FI6R ARIQEISS ARIAQIEQ LELHE 22U |
d604@ 639AReq ORdlig Q1A |

6dI6919R QIR TR FIRRENS 6 2UERS 622N |
390 2BRQ 6203 AR QLN |
A6IAER RQRQ QY |
RLRACRCR AUCRUE! ANIER 6l |
6392 e FY SRS QLIRS ALE IR @ |
QQIERS 6 QLIRS IR IR 6RE |
QIRRERIG® 6 2UCAIG® M6 TITRY RS |
AERERER A°6LI6 26T FRR dIdIfal @de! e |
6396UR 6 63RARATR LF FQUE @ |
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