3L susuud el 2R 52 AuA yRafal
AsH-1

walBus s

AsH-2
AL UL



S GteuAder A3 52 A yRalid)

Asan

L 2, Yl s AALAL ($12R W) lges 45
63 2ioreu wAeR A3 244, 2y e
UladH. w2 sinad side, §32 - 3¢3 ¥30

sl Zraeus 2
A6 A0, 2080 217 qele A 2w, Siud
518, ddle - 3¢3 29y

N S ikl

AUl A1

AP | R W EY} Saulas,

L MrUBer A 52 i yRafid)
2R 25lsa S, oprid i 61 ud,
AR, $16d, wldl, WUHLIE - €0

2. A Bueus s capyay (Slasia)
8L Heudo A2 Aiuq yRafid)
AR 25lset vy, JorRid @SS i),
2. €159, W, UugIAE - €0

30 Aladl well qwsadl R sz 2wz

81 dieudel A 52 viiu yRalid)
R 25lsa Srua, gorid wSAL i,
.2, 815, Aldl, UHLIAUE - €0

U515

gauRas), 8. e wdu itk 52 2iiu yRafia),
AR, 25Dsa S, i @S AL i, Ao, @il d, ailell, HELLE - €0
Email ; feedback.baou.org. Website : www.baou.org
@ ud ¢ 2. 20 yadlstn avie u A S we el
S euett udet widss2 Aiun YRARIA, Augras-l At wul QIR
[BRn g a2 ASye A Yei: Hlgdt s2cull weud 9,

Printers : Kalptary Offset, Tavadipura,Shahibaug, Ahmedabad, Phone: (079) 25632001
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n

Q3.

as WA 2A3 5.

asoil 2Fleicll EI-YEI GIPN NNV Gicid) Vial €35 @I SRIT A
ci2li au.

(21924 GIR, NAiGI1R, WIoSS ZAGIR, SINEI ZAGIR, 232 GIRR)

dlRdll duiivid 2y 52).

The e-mail program is used to send message electronically. Internet
helps us to send a message to any person anywhere in the world if that
person is also connected to the Internet. Outllook is used to send and
receive e-mail messages.

GuRell cviltial PRACTO1 oliM U 2§36 (Save) S?.
BuReil cvtiilol) Rioe Ficy 53,

Gurell uivid BN,

SIsyeeal ciEr 2.

asHial cleR dlsn). (ag WM ciel 5?)

asal 53l ag s?.

. BuRlsd sIsyNez PRACTO1 s1ifledic (Open) 52\
aq.
Q.

GuRcll S15YNoeA TEST oliH U2 24A6 53
ol uHIAell 52d2 yadee 52,
51Rf o33 51
124113 e1] 2ICE U vl
IFYedloi| QICE YR dl
155 21911Get] W22U1S U dl
I Yedlof] U215 U vl
15 d|golol] QA3AIAHI
1= qgotall AHd
s\ sy oeall 2A3AIcAH
1 S\SYNo2all ¥
2NE 51 vnw.
1Faic) SISYNee (File) AAIR Sl
I S)52YN02 2126 (Save) S=dl
1F S\syNe2 siAffeticl (Open) s=2dl
BT SISYHeR 9Iudl (Print) S2d
T 2142 SISYHo2 URAE (Select) S2dl
I @uHIRle) Cut S2dI
15 @\ |Riol] Copy S=2dl
I EW(RIe Paste S=dl
IFguiiRlel 21ig (Bold) S2d
=y iRiell ofld dlé) €lral
IF@uiRlel Ay (ltalic) S=al
I Guijelel Yot ReliUct (Undo) SRl
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ofldei) uat agHi 210U 53). wal 21y sl Aud aguIsiz YURI-AEIRI EAlcIM
Qdidil o).

Jay Shri Ram Corporation

D-4/6, Model Town,

Ahmedabad - 380 006

2,2008

April
5\ -
%2
To, 2
@Jay Ganesh & Co.
Gandhi Road,

(Ahmedabad-380001 ) — Delhi- 110006

Dear Sir,
I shall be obliged if you can send the following books as soon as possible.
1. Advanced accountancy - S.P. Narang - 100 copies
2. Costing - VK. Jain —eR s3.
el GAR or by truck
You may send these by rail parcel ¥ to the above address. We assure you that your
bill wilt be paid within month on receipt.

Yours Faithfully,
H. P. Pandya

(Manager)

——————————————————————————————————————————————————————————————————————

Q. Yol PRACTO2 U2 21316 52\.

. aqguisi eldd el s2.

3. 9cd s3d YR 512] aivid.

3. 518 dnid YerRia Yoi:2Alfid 52,

. widl Yoi: AAE 5.

S. (a) Corporation 21GE UE 53.
(b) I shall be... dlg] uve 53\

(c) You may send... U315 URdE 5.
(d) 204 U JRie 52,
(e) We assure you... 4] dis2 URde 52

®. Widll Scell se i uRie 52 YA yie 53d didoia AR quid 5 5.
¢.  Busd s 53d duneld uRie 53 €2 5.
. w2y 2 dlidloa e cia).

0. diRlvia aseileiig sNsd).

4.  You may send U3A1Sal Justify 52).
2. Vil WiA YEI-YEI View Hi .
Q3.  Wid Yoi: 2A4A¢ 53

Q. ds Ml oiEl 52,
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K. Raval & Sons
43, Station Road,
Surat

March 3, 2008

Mr. Mayank Pandya
23, Sector-16,
Gandhinagar

Subject : Returned Goods

Dear Mr. Pandya,

{ am sorry to learn that books dispatched by me were damaged in transit.
Although | take all precautions, once in a while goods get damaged due to mishan-
diing by the carrier. | have already despatched the replacement for the damaged
books. | am sorry for the inconvenience caused to you.

Yours sincerely,
K. Raval
Sales Manager

q. Gu)5d Udia PRACTO3 U 2ide S

2. (a) wicll M ste1 dldl Heai aNsd) Vial dua (Bold) 21l s?.

(b) Font ofl Jlsaell oA Yvet 52
Font: Arial, Style : Bold, Size: 18, Color : Red

arflvia vaell Gl dNsdl.

Subject... aivll i) oflA viselldal 532\

wicll ¥ via e dZlA aaeil ol dNsal.

wia Yoi: A6 5.

I am sorry W3al5oll clldlol aR aidel 20211 1.5 ofl 520

usHi2dl * Pandya " AGE % MEN.

" March * 2U6Ecl ¥a1IRA " July " 2AGE Replace 532).

Q0. Wi Spelling Checking 53 4a wsidi 28l 22cl1 el 20clla1 AsTorel)
yeRd.

q.  wWig) AR AsT S2.

42. Theasurus ol Gu2ldl 53] ‘Goods’ 2A6€Eal) yAlA 2AE.

a3. Font Dialogue Box stalfctict 531 ofldail viows2y vl cictia).

(a) Tab (b) Text box (c) List box (d) Combo box (e) Scroll button
(f) Preview area (g) Check box
Q¥. Udd Yoi: AAE S2.

au. ag Nan cig 2.

nE o g w

n
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Ms-Word i ofldeit @uiivla 2igy s3).

Applications of Computers

The following list describes some areas were computers can be used eco-

nomically and effectively.

e Office Automation
® Electronic Mail / Fax
® Music Composition
1. (a) eviielg) 2ihfs ueami ssd). (Applications of Computers)
(b) cviIRIcll NS oflA HHIO Font ofl oNsaell s2).
Font : Arial, Style : Bold and Halic,
Slze : 14 points, Color : Red
(c) The following list 433I5al ofld HHIA Font ofl ANsdeil s3).
Font : Times New Roman, Style : Regular, Size : 10 points
(d) 6idA2s [G=eqivn @uiibt 312 oflA yHIA Font ol SNsaeil 52).
Font : Courier New, Style : Italic, Size : 10 points
2. i 6iA2ell USIR (Style) GIEG.
3. ¢jA3s [GRea cicidldl f&zeul S2q).
¥. 2ihs ue) 12 points ofl vaul 2. (Applications of Computers)
U, MAH W35 k) 6 points Vecll a2l v,
. WAgdll ol ol 0.5" aann siol 6l 0.3" o2l 21 aal Qéo,u{soﬂ
dldla 423 1.5 entfor 2020151 20,
©. oGl (G122 2 siGl Gllge] Mol A5 P (1) 5.
¢. Widll A ddMiol cidlvi era 52,
€. eviviofl ey A Gilg? AMsa),
(B)
0. 'Music Composition' ciuiielal 85 olivil.
14. ol uHILloll @idal 21y 52,
(A+B)2 = A? + 2AB + B?
H,S0,
C+0,=Co,
© BAOU
(€)
Q2. (a) "BAOU" BuR Auto Text Entry dl 34 Q2R 52 3 a3 dd BAOU

ViAdI baou 218y 5] cAIR VNIV Dr. Babasabeb Ambedkar Open
University cruig o2y,

(b) A5 A Auto Correct Entry Q12 5 § Vall vau? af 'bok’ 21y 52)
AR ds dal VAN 'book' S2q).
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© Q.

{o.

qA.

.

Q3.

agai oflA Hvol deid AAR 5.

No. Name Eng. | Guj. |Math. | Sci. Total
1 | JAY 58 80 45 44
2 | VWAY 60 70 44 45
3 | BABALU 62 75 43 51
4 | SOHAN 63 56 46 62
5 | RUDRA 65 67 61 63

Sedl @idot us) oid) didol (A) GAA Aai [@d1a e

Name olitoll S1GH APIN ol Sl GAA Adl Surname ig ol M),
i [Gd1a eR.

Formula 211ascl) Guailol 53 €35 [enellon ga dger Med.
Surname dig) 516 §2 53

Surname cli¥g] SiaH Yor:22fia s

SOHAN ctivaiuil A g2 52).

SOHAN cimditl A Yoi: 2uIic 53

Auto Format tdddail Gualdl 57 2cida vitss clalia).
Total oiiHoll SYa¥a Bc2dl 5H (Descending) Hi aNsdl.
Name ofldall Sl@Ha u2dl 54 (Ascending) Hi aNsd).
Gusd 361G PRACTOS clid U AAE .

as N cia s
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[A]

asHi ol w1 SisyNoe Tabs ofl Heeell duiz 52
SN. Description Quantity Rate

1. Table.........cccccu......... 12 10000.00

2. Chair......ccccevevevirerenen. 123 500.00

3. Desk.....ccccvcirnrenriinens 1 300.00

4. Flower Pot................. 5 10.50

5. Table Lamp............... 10 200.50

oflel :- oflA 3M1E) Tab Setting S2alq] B.

Column Tab-Stop Position Alignment Leader
SN 0.5" Right Aligned None
Description 1" Left Aligned None
Quantity 4" Right Aligned
Rate 5.5" Decimal None
(B]
q. Drawing Toolbar & stlleta 52\,

Q. asundefl ueel oA uHIAG 2ifea QaR 52).
CHINTAN FURNITURE MART
IDAR

3. Guzell cutiei slgyel A5 Clipart Image Evid 52,

[C] q, Drawing Toolbar ofl #e€2il ofld uHIA SlsyAce QAR S2.
—>
\\ \
N\
BY GANESH
AHMEDABAD
2. Drawing Toolbar & Gi€tl 532).

3. Bulsd dvilbiel PRACTO6 oilH U2 A6 S3).

¥. dag NaAN Gig 52).
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K. Desai & Brothers

43, Station Road,

Surat

March 18, 2008

Mr. Mayank Pandya
45, Bank Society,
Talod

Subject : Returned Goods

Dear Mr. Pandya,

1 am sorry to learn that books dispatched by me were damaged in transit.
Although | take all precautions, once in a while goods get damaged due to mishan-
dling by the carrier. | have already despatched the replacement for the damaged
books. | am sorry for the inconvenience caused to you.

Yours sincerely,
K. Desai
Sales Manager

q. Yslal PRACTO7 olid U 2ié& 53).

2. Widll 2Avge 53\,
Ay udiell Mey el dld) veai did) AHel Aol Bold S52).
(B) di2luie) avraqell ciiey oNsd).
©  uoiell Bedll et cidle ermell oney oNsA.

3. Al A5l 5.
%. Wid id Page Break EIVIA S32).
v, Wia uidA quid Copy 52\
G. Page Setup ofld ¥HIA 2064,
Top Margin 1.5" Bottom Margin 1.5"
Left Margin 1" Right Margin 1
Header Margin 0.8" Footer Margin 0.7"
Gutter Margin 0.5" Page Width 9"
Page Height 10"
o. wisi ofldej Header ¥2 S, Header ol 1A Date, Page Number #S1.

Returned Goods
c. uHi ol MMIV) Footer A2 52\,

By H. P. PANDYA
c. Usio) Print Preview S2). Zoom diasdiell Guildl 532\.
0. Wi fice 52. Ricz s 6lsAcll [AGa [sa) Asi.
aa.  Wia Yor: 2AAE 5.
a2.  old) S15YyNo2 Open 54 Aai ofldq] a5 218 52\
The knowledge of words is the gate of scholarship.
a3. Gualsd dISA U2 Change Case ofl [AfA&l [@sailofl AsRieN s
q¥. GuAsd dviield TESTO7 olid U AAE 5.
au. as WA ciE s?.
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ARl 8120l oflAeil G112 Vilowil daal Aol eigifiscii

alel.

(a) Monitor (b) Key-board (c) Mouse (d) Floppy Drive (e) Harddisk
(f) CD-Drive (g) CPU (h) Printer

slayzd g2 (uig) 82N den ola &3,

Windows Desktop ol ofldell o1151) alavl) cicid).
(1) Desktop (2) Icons (3) Taskbar (4) Wallpaper (5) Start Button

Recycle Bin efidtefl Window uilall cenn deil ollAeil e )
oicid). €28 Gidioll Gualdl Ns aisuHi wvenal.

(1) Titlebar (2) Minimise Button (3) Close Button (4) Maximise Button
(5) Scrolibar (6) Window Frame (7) Scroll Button '

Start Menu oll %€l-oel [Rscila vilawi).

Start Menu ol GuAldl §9) oflAel MM uF 82).
(a) Calculator (b) Paint (c) Notepad

Calculator, Paint ¥l Notepad ofl Windows oie §3).
Desktop U2 ¥H1dd@ Icons & Name MHI8) 2 sd).

Desktop of Wallpaper (dlél Juz) oied).

Q0. Desktop ci Screen Saver (28)oi !]CI!) oiedl.

Q1. Windows o oiel 2. (81nae2 oia &2l)



$i. olicN1@01 AiASS2 Vitua YGafkid)
CCC - BAOU INSERVICE
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%. Windows Explorer a 213 &2l. e

2. Windows Explorer oll ogel el aidll ilovll oiciia). edae] &1l e
dqisuni oenal.
Title Bar, Menu Bar, Tool Bar, Address Bar

3. Windows Explorer ot Gualol 89 aslial oiiie] A& Folder Oiaital.

¥. aHIRI oli¥oll Folder of ofid GiEE]) 'My Folder @ig i WAl

W. "My Document" olidie] gles? &iulfctic &2l. Qulell slduel se gidal
"My Folder" i 81l 821,

. "My Foider" #lell sYde @1ddq] ciin oieal.
®. Windows Explorer i€l 83,
¢. Notepad.exe aiidofl gida e,

€. "My Computer’ oli¥ell Icon ol Guallol 8¢ duil sTnge: «d Asal
Aleiallell valIE Atrd).

20. Control Panel of} Guala1 &%) Date ¥ial Time GIEG].

an. ofldell gertoll Guaildl Va-0 qrsuni 2.
q... Media Player |
R Disk Defragmentor
Jis Disk Cleanup



1. GIGIRIEG AiGISS2 Ve Yferald)
CCC - BAOU INSERVICE

Nselsq - q

1. gsqa 2A3 s
(51721229 Alg 52) > RIIRIE 325214 URel] Microsoft Word of| 2H1/S) et
U2 sud sdls s2).) 2]

( Start & All Programs 9 Microsoft Word )

2. dscil 25letell YEI-EN GION WV GidI) Y1) €35 BidIGl S1RIT N5
dIZi auil. (212d Girz, AdoiIR, e2losS gaoiIR, SWEN] 2GR, 222 GIIR)
(HEE HI2 Uid of. ¢q y2H) )

3. oRell cuiteid 2idy s7),

The e-mail program is used to send message electronically. Internet helps us
to send a message to any person anywhere in the world if that person is also
connected to the Internet. Outllook is used to send and receive e-mail messages.
[S1sAeeal 2igy s2d) quid ool HEI Elet 1),

(@)% 2194 s2dle] 121, A 2AaiR) a21ad] €) N2 53
) My Ac0AS) (Sled HaiD) ui 2y §2d €1A dl 5] oiidal)

el vy BuRetl 0419) 241dd Caps Lock of) g Alg &ldl A,

o ofley ANNSNHI 21ely s2d €1 o) Caps Lock of @lgle vigl @)d])

NA. 21 12 ) o)l yef) Caps Lock ol £) V21 52).

(€)M 51 sl Uz A Rig 812 Ha) <) o, Bure] Rig 21gfu s2d &1 o) shift

AHal vad Rigaiol ) AUsd Fld WA 5.

(d) ¥AI2 eic) V21 Glotide) E121 @112 o Enter of] S )21 53).
(e)S1d AHalR £2 s2c) 6121 d) A Hatedl siof) uiey s2i2 @ef ovef Delete of)
sl 9 521 ]

¥. BuRell cvileil PRACTO1 olid Y2 2036 59).

File Menu #i2ll Save [dsay uzic s2).

(ReleSs gauilR U9] Save vizel Yot sdls 53] QIs12 pHadi Cirl + S ofl £)
AYsd 2la N2 s3] As1.) HM s2die]) Save SIAGN! OS2 HIAD) . VH|
File Name il oilsei3i PRACTO1 218U S2). IR0iIE Save SI21E)2] UAlSRAo]
Save 9 vizet sclls s,

Y. BuRell a@uiielol Bice Bicy sl

File Menu Hi2ll Print Preview [dsay yzic s2).
(R215SS AR YR9] Print Preview oizet Ul sdlls 53 21s2) ) A s2aie])
Print Preview ol 25lai 2u19). or2j SIsANe2all Print Preview S3) 21sI9).
Print Preview il 25let 0{&] S2d1 Close o vleat scls s2).

$. Gurell cuiela v,

File Menu il Print [Asqy Ui s2).

(Reless gdoliR U9 Print viget YRl sdls s3) 2SI el Ctri + P of) <)
2AYsd 2la N2 53 AS12.) 4134 s2a12)) Print S12AE1] OS24 2H19). @II20HE
Print SI26121 ofiseie] OK i vleet sdls s2.



G.

Qo.

QAq.

Q.

Q3.

SisyAcea il 53

File Menu #i2)) Close [5G UiE 52,

asHiell eRr olsm. (ag AWM cig 52)

File Menu Hiel) Exit [Gs@ URie s2).

ada 54 Ay 5.

3252)u yzell Microsoft Word il A1gSiel U2 sclls s2. VjAd
( Start & All Programs & Microsoft Word )

SIsyAce PRACTO1 sHllcdicl (Open) 53).

File Menu Hiell Open (ds@i uie 2.

(R21eSs gEoiIR U] Open vi2ei vl sclls s3) 21512 &l Crl + O ol S
2iysd eﬁa Vet 53 Asia.) 241 s2dlell Open SIAAI Gl S AU . ¥Hi
PRACTO1 U2 sdls s3] Aol ude s2. RIRUGIIE Open SIAA! ol 5RAo]
Open 9 vieel sdls s?2.

GuRell s\sgﬂcaa TEST oli¥ uR A€ 53\

Eile Menu Hiel Save as [ISGU uzie s2). HiH s2diefl Save as o,
SiaAaeN s 1A, Voil sida agHell olisiHi TEST 2lgu 53] Save 9

vigat sdls 2.
ol wHIdell s2f2 yaNoe 5.

s1:f o33 5l
1 2401(B el ACE YR vdl CTRL + €
15 yedlal| QICE U dil CTRL + >
1 24911Goll U2211S U d CTRL + A
15 Yed)of| Y3215 U2 vl CTRL + ¥
1 qlefotol] AIAMIAHI HOME
1 g efotol] AHa END
I@SWSgﬂcracﬂ QI3AIAHI CTRL + HOME
EESRELIR CTRL + END

2E 51 vl

I old) SISYAe2 (File) QIR S2dl CTRL +N
I S)5YHoe 226 (Save) Sd CTRL+S
1 S\ s3yiee siilfodct (Open) S2dl CTRL+O
5 S1syNo2 ©udl (Print) S2d CTRL +P
I H2I SISYAR URIE (Select) Seall  CTRL +A
IF GuiiRlel Cut S2dl CTRL +X
15" W |Rlef) Copy S=d CTRL+C
IF W |Rlel Paste S=dl CTRL +V
T EuiRlel d11g (Bold) s2dl CTRL+B
0 Gu1elol) o1 di2) €l=al CTRL+U
I EuRle 2iR (talic) S=2d! CTRL +1

1= @y iRlel Yot Relifdd (Undo) s2all CTRL+Z
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Jay Shri Ram Corporation
D-4/6, Model Town,
Ahmedabad - 380 006

1 2, 2008

Tol' = G

@ay Ganesh & Co.

Gandhi Road,

(Ahmedabad - 380 001 ) — Delhi- 110 006

Dear Sir,
I shall be obliged if you can send the following books as soon as possible.

1. Advanced accountancy - S.P. Narang - 100 copies

2. Costing - V.K. Jain(& K.P. Jain 2 532,
el BHR or by truck

You may send these by rail parcel "’(o the above address. We assure you that your
bill will be paid within month on receipt.
Yours Faithfully,
H. P. Pandya
(Manager)
1. Uda PRACTO02 u2 e 532
File Menu #i2ll Save [Asai uzie s3).
(R2loSs gaoliR URe] Save viget Ul sdls $3) s WAL Cirl + S of) <)
22U e’]a N 53] QASI.) 414 S22l Save SIAEI! GSH 21109 VH]|
File Name o1l ¢ilsi4i PRACT02 21gfy 52). ci1201iE Save Si2icol ol Seio]
Save of vizel sdls so).
Q. qqcm&l% e2ilda Rl 59,
(Wil e=1ldd aguisiz YEIRI sl HI2, vl AEIRI SRl 12 @i S22
dd vA). &q,
(A) O oyetl @utielell oyo2)17 eld G 2184 524 €12 d) Insert Mode oig)
53] Word o) Overtype mode i @id) cuiiol aleIu SRdlq] A3 S2).
(B) o eid cuiiel GA=d &1 d) Insert Mode Alg s oid aviier elefy
SRdlgf 2A3 52,
(C) ¥ @uil 512 clivig &1 el siof) Uil s2f2 @id) Delete 81 N2 52).
(ofl& : ASe) Insert Mode Hidlddl S Overtype mode Hi @ef v Insert S)
N s2).)
3. 8cd s3d Yar 512 v,
9ca s2d AeIRl 518 aliviar ¥12, 22i08s 2EUiIR YR} Undo vieet sclls
52). (Ednﬁcﬂmeﬂ Undo (A5 yel ueie s3) 1s121 2adl Ctrl + Z of) <) vl
HAsd 2d Qa s3) 2ASI. 2y AeN B8ca sl gl o el oflsoll o
V2l Ui el Busd Uizl s2).)




qo.

Q.

.

Q3.

.

5181 ol YenRIa Yoi: AR 52).
ReIR1e) Yot Relflict SRall, 22IeSS ZAHUIIR U9 Redo vieel sclls 52,
(Edit HopHiall Redo [Asey uel u2ie s3] 2Asi2 A1 Ctrl + Y ol sl yo
AYsd Ad N2t 53] AS1. oA e vtEer A8 Yot e ot g v
i yell Bulsd Mlz2u 521.)
Wia Yoi: 24A€ 52
File Menu Hi2ll Save [ds@l ue s2).
(a) Corporation 21GE W2iE 53.
Corporation 2ICE U2 soid sdls S2.
(b) I shall be... dl2] uRie 5?).
I'shall be... diufl ldlell A€M sioflotiy H1Brio) Moz ad ovd sdls 5.
(c) You may send... Q32115 UiE 52
You may send... 022115<ll AsEH sioflotiey #iBRio Widoze ad el
Soid sdls s2).
(d) AHA U WRiE S
uatel] sy siofloiiey HiBie] Uldeer adovd ez sdls s2).
(e) We assure you... dit} dIS Uie 52).
aisefl 3AIcHi vg SR 51 eotid] 2] 1B vizat sdls s2.
Wicll Bedl vel dlZlA e 52) Ve wrie 53@ ditfoial AR quid S s3.
(a) ustel) dcd) sl dé) 321 s3)a) e s2l.
(b) cIRGiIE, Edit Menu Hiefl Copy [ds@i URie s3).
(R219SS 2@UtR URef Copy vieet Y@l sdls 53] 2512 24l Cirl + C al)
51 2dysd 2ld NA 53 ASIY.)
() &d, s=2a unell 2Ha a@d o,
(d) Edit Menu Hi2l) Paste [dsc4 Ude s2).
(R2leSS 2d0iIR URe] Paste vizel Yol SAls s3] A5 VAl Ctrl + V of]
5] 2iysd dla N 57 2As12.)
Gusa sl s3d auvilelel uRie 57 g2 52
Copy 3@ @uilelal 321 53] Uie 52). dal 512 elividl Delete ofl 51 924 521,
uaH el dlélAla Heari aid).
we sl Nl §91 53 uie s2). ciRoiie SIFEI gauiiR URgj Center of
vizel sclls S2) YA Cirl + E of] S) 2§45 2ld 3y s3) AS1A
ailuvia arseileire ANsal.
dIRvidion @uiiels ue s2). ciRolie S13EdI gaotiz =4 Align Right of
izt sdls S2) YA Ctrl + R «il 5) 2§y5d 2lA N2A4 53 ASI2
You may send U3154) Justify S2).
You may send 0221159 331 53) URfe s32). clRoie S1HEI gaoiiR Ul
Justify of vigal sdls s2). '
1 Udla) YEI-YEI View Hi il
21 412 View Aaiell 4953 Normal, Web layout, Print layout A<} Outline
[Asey uie 53] Aofl 21213) Y. (HMEE HI2 Ulet of. €3, €5 Yl)
Wwial Yoi: AAE 5.
File Menu ¥i2l) Save [As@i uie s3.
as W cig s?.
File Menu #iell Exit [dS@U Ul s2),
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Si. GIIGIRAEH UiAASS? Vi YloiulHe)

CCC - BAOU INSERVICE
Nselsd - 3

AasHi ofldel) un 2189y 2.

K. Raval & Sons
43, Station Road,
Surat

March 3, 2008

Mr. Mayank Pandya
23, Sector-16,
Gandhinagar

Subject : Returned Goods

Dear Mr. Pandya,

I 'am sorry to learn that books dispatched by me were damaged in transit.

Although | take all precautions, once in a while goods get damaged due to mishandling
by the carrier. | have alrearly despatched the replacement for the damaged books. | am
sorry for the inconvenience caused to you.

Yours sincerely,
K. Raval
Sales Manager

.

BuR15d usel PRACTO3 U2 2026 S2.
File Menu Hiel) Save [dsai uRic s3).
(R2leSs 2@tz Yo Save vizel Ukl sdls S32) QASi2 Al Ctrl + S of) <)
Asd 2l HRA 52 A1) A1 2] Save SIAAI OGS AHIAA . Y]
File Name oil tls:iHi PRACTO3 21gfu S2). cII2011E Save SI2AAN3) I
Save of vizet scfls s2).
(a) woicll MM el A Heani ANsA) VA AHA (Bold) M) s3.

yotefl Me ser diddigy euien o1 530 uRie 52, lRoie S1ndldl
2@0iIR9] Center of tizel 5EllS 521 Aol @IRUIIE Bold 9l vieel sdls s,
(b) Font oft 2Nsqeil oA yvoi s2.

Font: Arial, Style: Bold, Size: 18, Color : Red

Font of} allsciel 2, Format Hofaiell Font [AS@U URie S2). 2414 S2ue]
Font SIRIGNOI KIS AIdQ). @I1201IE, Font dl2e el siuiel) Arial ude $2),
Style dl2e cilseiniell Bold Ui 591, Size cllee ollsauial 18 Uie s?),
Color dle oils3iell Red Color URie S2). 24d OK o dieet sdls s2).
arluial aaeil Giig dsdq).

dIBMadIg) Gl §21 53] WiE 52, RIRuE DR 2EUlIR Uz Align
Righto] vieel sdls s2).
Subject... ditll )] cild VisAol 52).

Subject... dioil dlé] 301 53] uzie 5, RIROIE RN ZEUIR URe]
Underline dit) vzl sdls s3.)
Wioll vid AN el clZlA vaell iy aNsa).

Uotell 2ilc sl il 301 53] urie 530, cRolie 912320 2doiR
Ui Align Right of oi2el sdls s2).



Q0.

.

Wial Yoi: 4y 52
File Menu Hi2ll Save [ds@ Uzie s2).

. lam sorry W3i5cil cilédlaN 42 cidol 2020101 1.5 of) 52).

| am sorry 221159l URIE S2, c2i1R01IE Format AejHiell Paragraph [dsey

Ude S2). 64 Paragraph SI2@21 U1S2Aail Line Spacing o1l vilsiHiall 1.5

[Aseu uRie s2). A Paragraph SIAG24 vilsie] OK of oizel sclls s2l.

ysi#iall " Pandya " 21GE o 2ME).

Edit Menu #iell Find [dS&4 Yde s21.

(1M s=di2l] Find of SIAGNSI oSt A1dRA. deil Find What il Ol SiHi

Pandya 2I10€ 218y S2). 6d S5d Pandya 2I9€ & 2D€ld! Find Whole Word

Only [ds@ g 5. RIRUIE Find SIAARI 0lSRio] Find Next ofeet sdls

s2).)

(offes : ovaui e 212421 worii 2Nel U of 211t i €N Find Next 5¢lls sl 521)

" March " 216Edil A1 " July * 2AGE Replace 52).

Edit Menu Hi2ll Replace [dS@4 URiE S2).

(414 52412l Replace of SIACNI CiISA AHId=. detl Find What <l AISAHI

March 210 218U 2, @I12011E Replace With ot GiS4Hi July 2ACE 21 52).

id, Replace SI2IA1| olisie] Replace All of vizet sdls 521.)

(oiler : Replace o, SI2G91 ofls»f ofel 524l Close 9f vieet sdlls s3.)

Wi Spelling Checking 5?0 idl woii 286l Aelldl aja Adilar AsTorl Yars).

Tools AegHiell Spelling and Grammar [ASE YRAE s2).

(R219SS gdoil u=dl Spelling and Grammar of ti2et Yel sdls s32) AsIY

ViAdl F7 of) 8] uel D4 s3] s121.) A1H S2d1el) s Spelling and Grammar

Checking of SIAIGN2I oSt €=1la9).

q. ) AHiyela S1g 0e 210 @RI 812 el ds AHi ol e2ildg &l o
ad uId AA Q 2A0E HaAd! Adl dHIH 2ICE Ignore S2Ad JISIA lRA.
241 H12 Ignore Once H2dl Ignore All o1zt scls s=aMi 2H1d 6.

2. uilel 20d)oref) evou iR A1) o1 vieddl Suggestions ol dl2uls2iHiel)
2120 251 yzie 53] Change vizet sdls sAHi AH1d 6.

3. 2112 €2d1dovHi 241Ad 1 A ss2t vilel 0dldiel evauiRA 2111 A1)
ysl £di %12 Change All viget sclls sRaAMI Ald 8.

¥ . asHi 241Ad) aAHi 5\ e1d 210e GAD) Ed) &1 d) A Hie Add to
Dictionary vigel sdls s2aiHi 21d 8.

. A AT 2183 B)S) vierR «lisull vd €121 d) A HI2 Cancel V2ol

sdls sdHi AId 8.
wigf AR AT 32,
Tools Nepiiell Spelling and Grammar (ASEY URiE 53,
(R21eSS gEClIR Y29 Speliing and Grammar o vizel yel sdls 53) 2usl2
2Heid] F7 o) §1 uel D4 53| 2usial.) 2414 s2diel]l Spelling and Grammar oj
SIRAIAICNSA AIdRL.
Q. dof et 21512 €121 ) Change vieel sdls s Aid 8.
2. dg] el 2s12d o &2 o) Ignore vizel sclls s Ald €.
3.4 ugdlall [G&iel U2 evdl H1I2 Next Sentence vizal sclls s2d1Hi 1 6.
¥.d [ g oid e21fad €121 A o1 sial Hi2 Explain o12et
sdls s2diHi A1d 8.



.

3.

.

.

Theasurus of} Gud1 53] ‘Goods’ 2AGE) vl M.

& 2legell A1l 2ACE 2eic) &1 A 2ACE UAE 52). HET 2N Goods
RACE URie S callR0tlg, Tools Aef3iell Langlage [As@y uzie 52). duiel)
Theasurus [AS@ WiE $9). 214 s2die]) o Theasurus o siado) of sy
e2la. uiel 2oy 2uietall 210e yaie $3) Theasurus smeﬂal llSRie]
Replace o vi2oi sdlls s2).

Font Dialogue Box 51lledct 53] ofldell 265234 A Gictia.

(a) Tab (b) Text box (c) List box (d) Combo box {(e) Scroll button
(f) Preview area (g) Check hox
(A Hi2, Format ﬂamlan Font [As® u2ic s2). 2413 s24qi2f) Font

snac-l‘lowﬂs»a d| Hmsﬂ FHiel] Bueti ¢4190) 2NN .
(HEE HI2 Uial of, Q09 yA1)

widl Yoi: 2AAE S2.
File Menu Hiell Save [dseu yie 53,

as WM GiFl s3).
File Menu #iell Exit [dsay uzie s2).
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Si. GlIGiIRIIEG Hiss? Viiua Ylraid)
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Ms-Word Hi ofldall auivla 2igu 53,

Applications of Computers

The following list describes some areas were computers can be used eco-

nomically and effectively.

Q.

Office Automation
Electronic Mail / Fax
Music Composition

(a) avitelqj M5 Heani aNsdl. (Applications of Computers)
auiielet 2ffsal $01 5321 urie 5. @IRGIIE Formatting (913E101) gaotR
uR9] Centre of vizet sdls s=l.
(b) cviielell 250 oflA UHIE Font ofl dlsqefl 52,
Font : Arial, Style : Bold and ltalic,
Size : 14 points, Color : Red
Font ofl 20saell 412, cuiiel wRie 521 clzole Format Agiell Font
[Aseu uRie s21. A414 s2d12f] Font of SIAA1 0S4 A1a) . FHiell Font |
dlreoiisiuiell Arial, Style oil dlzeeils24i2ll Bold and ltalic, Size il
dlzeuiisiHiell 14 Hal Color ofl dlecflsAHiell Red UiE S2). 2id Font
SIAA| UfisRie] OK of vizat sdlls s21.)
(c) The following list 0331I5a oflA WHIA) Font ofl Asaeil s2.
Font : Times New Roman, Style : Regular, Size : 10 points
(The following list.. 02211501 3291 52 URiE 52 . RIIRUIIE Font ofl 2N&d Ll
12, Format Aepi2l] Font [As@i uRie s2). 2414 s2dlel) Font of 12162
A1s2 AH1dQ) . wHiel) Font ofl dl22uils2iuiell Times New Roman, Style ol
dlzecs2uuiell Regular 2491 Size o1l dl2e oilseeHiall 10 Uie s2l. Vid
Font SI2ACN91 0lSRie] OK of vizet sdls s2).)
(d) 64As dleqin duiiel #H12 oflA HHIR) Font ofl dNsavil 52,
Font : Courier New, Style : ltalic, Size: 10 points
(ojd2s dlRealg) duiiel 91 53] URiE S2). AIRUIE Font ol 2Nsai
412, Format Aepi2ll Font [As@4 URie s2). 41H s2d2ll Font of 121G
olIset AHid2. aHiel) Font =il dleeolsiuial]l Courier New, Style ol
dlzeofisiuial) Italic, Size off dlee cisAHiell 10 Ude s2). »Hd Font
SIAA19 ofiseie] OK of vieat sdls 52).)

. @viieiHi gjdedll MSIR (Style) GIEG).

(GRS @uiiRl 321 S3) URiE 2, clleiie Format Aopiel] Bullets and Num bering
[Asa ude s2). M s2d12f) Bullets and Numbering SI2AG121 ol A1cR).
Axiell 201921 Bullets Style Uie S2) . ¥ Bullets and Numbering SIIGH21 0l5R4o]
OK of vizet sdls s2).)

. ¢A3s fG=2q diciZlal [Gzeui SR,

(U1A2S dulRl 321 53] URiE S2). cIR01IE Formatting 264112 URe] Numbering of
L) D (o) D
vieal sdls s2).)
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¥. 2ihs el 12 points ofl va2l ). (Applications of Computers)
(2Msai0) @uiel 91 s3] uRie s2), ROIE Format AejHiell Paragraph
([As@ URiE S2). A1 s2d1) Paragraph SI2AA191 OIS A1), YHi After
[ds@ietl vilspi 12 21804 53] Paragraph SIIGII oflsRie] OK of 12at 5clls 521.)

u. MM Qs vl 6 points Vel woal 2.
(424 UR21510) AUIRl 301 53] URAE 52, RIIRUIIE Format AagHiell Paragraph
[Asau uie s2). 2414 s=2diell Paragraph SIAA121 GISA A1) . YHI After
[Asayetl cilseii 6 218y 52) Paragraph SI2IGN2| ¢ilSie] OK of 2ot sdls s21.)

¢. WAMgal vaell 6l 0.5" a2l SIGI G119 0.3" vl 20l d2ll WIAGail
el a2 1.5 didel 2221101 2.
(VR2115010) GUHIRl §91 53] WRiE S2), cllR¢iE Format AojHiell Paragraph
[ds@i ue s2). 414 s2diell Paragraph SIIG121 GISA AKIdR). YH] Left
[Ascustt ollsHI 0.3 A4l Right [As@ioil AisHi 0.5 21y S2) dall Line
Spacing o1l dlRe olisiel] 1.5 [dsay ude S2). A Paragraph SI2IG
vilsRic] OK of vleel sdls 532).)

0. diGilol fGe #id si6ll Gliyal HiYal 1" 52,
(sioiZldiaig) @uier 391 521 uie 521, cilRolE Format Hejiell Paragraph
[As@i ue s2). 2414 s2di2l] Paragraph SIIG21 US4 AIA . Y| Left
[dsauett ollseii 1 2l 53] Paragraph SIRIEN9I Uflseie] OK of vizet 5clls 52).)

¢. Widll ¥id ddHiel dRlv emid 52,
(S22 ustetl 2id 2 Insert Aepiell Date and Time ([AS@4 URie S2). i
s2die]l Date and Time of SIAG21 Gilst 2A1d). FHiell diBluig] 210 243y
uRie 53| OK of viget sdls s2).)

G. cuilelcll 16 A GilSR ANsal.
(aviiel 391 53] Ui 52). lIRUIE Format AejHiall Borders and Shading
[dsai yie s2). AHIH s2dl2l] Borders and Shading SI12AGN21 Gls H1dR).
waiell 2122 Border [dsad Uit 52 2id OK of ciget sdls s2).)

(B)
20, 'Music Composition' cuiitlal 851 ofivil.
("Music Composition' dig) @U@l 391 53] UiE S2). IIRollE Format NopHiel]
Font [ds@y uRie 2. 2411 52diRll Font of SIAGNI Gilset AHia). aHiel]
Strikethrough [ds@ uzie s2). JHd OK of vieat sdls s3).)

14 oflQ UM aldel 21y 52,
(A+B)2=A%+2AB + B?
H,S0,
C+0,=CO,
(BURlsd @uiel A1€) 21 21y S2). RIIRUIE ¥ @HIRIS Superscript 2H2idl
Subscript Hi $2dd &2 dal 391 52 URie 52). IRUIIE Format HopHiel]
Font [AS@4 URie s2). 2414 s2dI2]] Font of SIAA101 Glls21 A1) 3]l o3
Hovor Superscript A2l Subscript [ASQU AIG S2). 4Hd OK of vieat sdls 52.)

© BAOU
(© Rig uzie s=al Insert Aopiictl Symbol [ASEUa URiE S2).)



©)

Q3 (a) "BAOU" BuR Auto Text Entry 33l fld QAR §3) § AR A BAOU

3.

Y.

X W v O

N

Vi2Adl baou 2184 52 A3 VINUAIY Dr. Babasabeb Ambedkar Open
University auilg o121,

3 Ma1 Dr. Babasabeb Ambedkar Open University 2I1EU S21.

A @ulRlel 391 $3) U s2.

. CUIRUIIE, Insert AopHiell Autotext [AsauHiall Autotext URiE S2.

214 s2die]) SIAA2I S 1AL . Vil Enter Autotext Entry o1l O S4H]
KU1 dUIRl Hi2 ac'\sﬁ QIug BAOU 218y s2).
&4 Add of vigal sdls s2). UIRUIE OK g vizet sdls s?.

g. &d SisyAeeHi BAOU 21e/u 53 F3 ol 5] N s3lej ol Dr. Babasabeb

(b)

Ambedkar Open University HIIRAIM cuilg o=l

As Ad) Auto Correct Entry JAR 5] § Fail 21} dA 'bok' 216y 52
AR dS Aal ANV 'book' SRd).

. A M3 Tools AejHiell Autocorrect [As@ ude s2). AHIH s2diel)

Autocorrect SI2AA121 S A1,

. il Replace il olls24i VN2 210E A2A S bok el With ol ofiseiHi

2110 210e R2d S book 21U 52| OK of vieet sdls s2.

. &d ovRlIR SISYNoZHI 244QA W) RICE bok 2184 SR dl d AHMIRAIY

e ovQ) A book GIE ).

Gusd dviitladl PRACTO4 olid U2 26 52

File Menu Hi2fl Save [ASQ URiE S2).

(R21eSS gauiIR Y29 Save vieel Yel sdls s3) 91s12 M) Ctrt + S <l S
21sd Ad D2 53 A2, ) A S2a12]] Save SIAE) OIS A1) . FHI
Flle Name ofl clsi4i PRACTO04 21fu S2). RIIRUIIE Save SIAA2I olSio]
Save of v12o1 5clls 52).

ad WA Gia 5.
File Menu #i2f) Exit [AS@4 URie s2).

21
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1. adHi oflA Yvoi Soia QAR 52

No. Name Eng. | Guj. | Math. | Sci. Total
1 | JAY 58 80 45 44
2 | VIJAY 60 70 44 45
3 | BABALU 62 75 43 51
4 | SOHAN 63 56 46 62
5 | RUDRA 65 67 61 63

Table AogHiell Insert [AseU a1 Q¥iel] Table [As@ Uie s2).
AIH sl Insert Table s121d19| OS2 A1),
¥Hi Numher of Columns o1l os:AHi 7 21y 53,
cIIRUIIE Number of Row ol SY@H¥[ 6 2igfy s2).
A Insert Table SIAA| UIsRio] OK of o2l sdlls 2.
HH s2diell ¥33) 2uid 25lel U2 a2 29). Voli €35 viel 240d
[do1d) 21y s2).
(ofler : s2f20) 201601l A5 vilotl (Cell) Y22l oflen Wit UR «vail Tab of) ) D21 52).)
dcdl didel el cicll ol (A) GAA AHi [dia 012,
(s2i=a Bcdl @idol () Hi =) @IRuiE,
Table Aopi2l] Insert (A5 19} Quiell Rows Below [ASE U2ie 2. 413
s2di] 2uidall id As cid) vidh A BA2IA FHi w3 [Qa1d) 21y s2).)
Name cif¥ell Sl 210 ol SlaH GAR A Surname G olid i),
dui Cd1a @i,
(S22 Name ol S1@HHi 2 RiIR0iE,
Table AotHiell Insert [ASEY AHa AHiell Column to the Left [AS@ uie S2).
A4 s2d12)]l Name o1l Si@Holl 41910 (SIA) iy ) As oig vid] siaH
(Column) BRI i v33) [Aaid) 21y s2).)
Formula 2dldsai) Gualol s3] eds [Qeneilonl 5@ oper e,
(50291 JAY etinaiol aigeiell Total ot Visint 2. cIIRUIE,
Table AcfHiell Formula [As@u uzie s2). 2414 s2atell Formula Sl2ichal oS
AR, Voil Formula GlS1Hi ofld 11313 Formula 2igfu 52).
= SUM (Left) 2{al OK of vzt sclls 521, 64 2oicell €25 aidel HI2 Gulsd
M52l 52).)
Surname dig) S\cH g2 52,
(5029 Surame dinl S\aHH] 21, I1RU1IE, Table Hopiell Delete [As
el auiafl Columns [Asa Uie s21.)
Surname cildg] S1GH Yei: 2e1lfial 53).
(Edit Aopiel] Undo [Asay uzie s2) dtatdl 22iosS 2@z yae] Undo of
vizal el sdls s3) Usi2 ptad) Cirl + Z o) ) iysd 2la HA 52 2As12.)




Qo.

Q9.

.

Q3.

SOHAN oiialui] 2 g2 53\

(520291 SOHAN otiHdI0l) digal (D)) i 21U IRUIE,

UIRUIIE, Table Aoiell Delete [As@L A AMiell Rows [dsal uie 521.)
SOHAN ciidii] 2} Yoi:22auifla 53,

(Edit Agpiell Undo [As@ uRie 52) I 2219SS IR YRef Undo of
vizal yel 5ls 532 5121 Al Crl + Z of) 51 2145 3d B4 53 2As1.)
Auto Format dddell Guldl 53] Scida BIsSYs Gidid).

(A M2 A1 20idal 391 $3) uRie S2).

cUIRUIE, Table Hojiell Table Auto Format [ds@i uRie 521, 4413 s2d12])
Table Auto Format SI2/G121 UIS24 241cL). Yol Table Styles dl2e vl seiHiell
2122 [ds@ uie 53] Apply of vieel sdls s21.)

Total oliHoll 51GHA Bd2dl 54 (Descending) Hi dNsd).

(Total aliHell SiAHal 391 S3) YRAE S2).

IIRUIE, Table AgiHiall Sort [dsay uRie s2). 414 s2al2ll Sort Si2ACE2
cllsRt A1a=) . ¥ iell Sort by [Ae4191 8601 Descending [As@ 21ig S2). cllRUIE
Header Row [dse yel u1g 521, 2id OK of oledl sdls 52).)

Name oli¥Holl S1G@HA A2cl 5H (Ascending) Hi dNsd).

(Name <llHell S1@Ha 321 S3) UAE S2).

QURCIE, Table AojHiell Sort [ASQ URiE s2). 414 S22l Sort SIAA
olsRd A1a) . Aiell Sort by (ARSI 8601 Ascending [A5@4 G 52) . RIIRUIIE
Header Row [ds@i yol g s21. vid OK of ofedt sdls s?1.)

GuRAsd 26idal PRACTOS5 ol UR 20déE SR
File Menu Hi2fl Save [As@ Uie s2).
(221955 2AUIIR URe] Save vizel Ul 5dls s3] As12l 24yl Cirl + S of) s
21ysd 2lA DA 53 2As12.) VA S52d12] Save SIRAGNI| GISA HIA. VHi
File Name il 0llS213 PRACTOS 2Igfu SR). II2U1E Save SIAG21 ol SRio]
Save of vizol sdls 52,

das Wk Gig 52,
File Menu Hi2ll Exit [ds@i ude s?).



Si. GIGIRNEG HiGIsSS2 Viiuat YletalHe)
CCC - BAOU INSERVICE

Nselsd - ¢
[A]
asHi ofld WA sisYNoe Tabs ofl Heeall QR 2.
SN.  Description Quantity Rate
1 Table.......c.ccovvcrmveernnn. 12 10000.00
2 Chair.....ccovcernnecniasinn. 123 500.00
3 Desk 1 300.00
4 Flower Pot................. 5 10.50
5. Table Lamp............... 10 200.50
ailé :- cilA UHIE) Tab Setting S2aliof B.
Column Tab-Stop Pasition Alignment Leader
SN 0.5" Right Aligned None
Description 1 Left Aligned None
Quantity 4" Right Aligned
Rate 5.5" Decimal None

Al M24 Format Aapiell Tabs [As@ URde 52). 21Hs2di2]) Tabs SI2G10)

olSRA AR, &A €25 S1AH HIS ofld 1Y) Tab Set S2) .

() M sla SN Hi2, Tabs SI2i01 ol SRiell Tab Stop Position ofl G S2iHi 0.5
2lgfu 521, cIIRolIE Alignment Hiel) Right [5G 2491 Leader Hiefl None [Asau
URAE $2). IRUIIE Set of vieot sdls 52,

(R) ol S)dH Description 112, Tabs SI2AE21 ol S2ieil Tab Stop Position ol
vilsRiHi 1 218U 520, cllRoile Alignment Hi2ll Left [A5Qu 2HA\ Leader Hie)
None [dS@4 URie S2). II20ilE Set o vizet 5dls 52).

(3) ol S1GH Quantity 112, Tabs SI124191 GlSAoil Tab Stop Position o} ol S2iHi
4 2184 520, IRAiIE Alignment ¥iell Right [GS@4 249) Leader ¥iel) ol
[dsay e s2). iI0lE Set o vieal sdls s3).

(¥) el S\eH Rate HI2, Tabs SI2AE)91 Ol SAoll Tab Stop Position ot oSt
5.5 2l 5?1, c@l1201lE Alignment Hi2ll Decimal [AS@i 2401 Leader Hiell None
[dseu uie s9). IRoiE Set of vizet scils s3).

oll& (q) vigliey SYaH 412 Tabs Set &g w2 ugd) o OK o viesl sclls s2).
(R)&d, Sisyiee 2lfu 52, AS Tab Stop Position U=2l) ofly Tab Stop

Position U2 s2[2 de vl 5)-0)1$ uz2f) Tab ofl 1 V21 s2).

(B) 1. Drawing Toolbar A sialfcdia s2).
Drawing Toolbar si2{fedid S2a1 HIS View AapHiell Toolbars [Asai u2ie
521, 214 s2aell aSHi M2l YEI-YEl Toolbars of Aoy S12illedt 2i9) . Quiel
Drawing [dsay Alg s2l.

2. asuidell Heeal ofld uHIRlg 2idza AR 5.
CHINTAN FURNITURE MART
IDAR



€9, Drawing g&CiiR U= Insert WordArt o cizet sdls 53). A1Hs2ale])
WordArt Gallery of SIIGN21 oflsR1 A1d). dHiell 2192 WordArt Style Ui
52 Aol OK i vizet sclls s2). s Edit WordArt Text of SI2IG21
oIS AHIaR). Y3 2idace] duier 21y 521, A OK of vtzet sdls s2).

3. GBuchl duiieiHi slduel As Clipart Image EId 52).

(Drawing g@uii2 URe] Insert Clip Art of vizet sdls 521, (Insert Menu i2f]
Picture {ds@d Aol dHiell Clip Art [AS&4 Ul Ui $3) 21S11.) AHIHs2dI2]
Insert Clip Art of SIAG121 oflsei 24101, FHiell 20192 Picture Uie 53 Insert
Clip of vieel sdls 52). 24id Insert Clip Art SI2AE\21 GilSR1q] Close of Ui2el

sdls s21.)
[C] q. Drawing Toolbar ofl HeE2] oflR HHIA) SIsYAoe QuIR 52).
% —_—
\
N\
BY GANESH
AHMEDABAD

olel :  oid) SIsYH2 A2l12 S2dl File AopHiell New [As@y Wit 2.
(221955 gdlIR URe] New of v12et uel sdls 53| Us12 viadl Cirl + N o)
Sl el B4 s3) ASI.)
View RNopuiell Toolbar [ds@s Wit S2). 2AHs2dl] dSH M2l YEI-YE
Toolbar of Ho] s12iffedcl 2121, Axiell Drawing [dsa g s2).

(1) AR2/diAl21 (Rectangle) €12al| 412 Drawing Toolbar U2 Rectangle of
viget sdls 52). UIRUIE HIBRIg Ulgoer SIsuNez [dosiHi did] 321
5. ¥33) seall A2 € v U] #1G2Ae] viest Hsd () 52U

(2) aqu (Oval) €12dl HI2 Drawing Toolbar U29j Oval of oizst sdls s2l.
lIRUIE HIB21e] Wldoz2 sisHoe [desiHi aid) 301 521, «32) s€al)
dqo €121 21 ugdl HIBRug] vleadt HSd (V) 5.

(3) dlRqj fo12Miet (Arrow) €12l 12 Drawing Toolbar Y29f Arrow of i+
scls s2). @lRuliE HIBe] Uldoz2 sisyee [desidi did] 321 s2.
332 seoll dl2 121 vl ugl HIBRig] vizel Y5 (M) 2.

(%) 1@ (Line) €12dl H12 Drawing Toolbar U29] Line of vizel sdls s2l.
lIollE HIBRie] Yldoe2 Sisyiee [AesiHi alidl 301 521, v32] sedl
dld) €121 2 ygd] HiBRie] vieet Yl (JIU) S2).

(Line Style ofl Gi2otol BuAldI 53 dléloll Msid cied 2AsIA B.)
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() Textbox €l=dll #I2 Drawing Toolbar U2s] Textbox of vzt sclls s2.
RIIRUIIE HIBR] Yoz SisyRee [dosiii @lid) 321 52, 32 seq)
Textbox €121 2l el HiBrie] vleel Hsd (I4) s, &d, sA2
Textboxell AER &92). ¥Hi 3] @uilLl elgfy s2). (By Ganesh)

Drawing Toolbar & Gi€&1 s?).
View RAopHiefl Toolbar [Asay uie 5. AHHsalR) dsHi MR YEI-YEI
Toolbar of Aoy sl2iffedial 2. AHiell Drawing [Asay viel s2).

BuRlsa cuiIvial PRACTO6 ofidl U2 206 52
File Menu Hi2ll Save [dscd uRie s2).
(R2IeSS gEuiIR URg] Save oieet el sells s3) 2SI a4l Cirl + S ol S
2iysd la M 532 A1) 2414 s2d12]) Save SIAAN! ONSA 1. FHi
File Name eii 0ilS214i PRACTO6 21gfu 52). clIR¢ile Save SIAIE1 Gilsie]
Save 9 viest sclls s2).

as WA Gie 52\,
File Menu Hi2ll Exit [ds@ e s2).



Si. GIIGIRIEG UIASS? Aiuat YloiafHe)

CCC - BAOU INSERVICE
Nselsd - o

asui ofldel) un QR 52

K. Desai & Brothers
43, Station Road,
Surat

March 18, 2008

Mr. Mayank Pandya
45, Bank Society,
Talod

Subject : Returned Goods

Dear Mr. Pandya,

I am sorry to learn that books dispatched by me were damaged in transit.

Although | take all precautions, once in a while goods get damaged due to mishandling
by the carrier. | have already despatched the replacement for the damaged books. | am
sorry for the inconvenience caused to you.

Yours sincerely,
K. Desai
Sales Manager

Q.

Udlal PRACTO7 oild U2 2i3& 52).
File Menu #i2ll Save [ds@i ue s2).
(R21eSS gdoll? Ure] Save vizel Ul sdls $21 25121 A4l Ctrl + S of] 5]
213ysd 2l A 53) AsIA.) VAP 522l Save SIAC| IS A1AA. VHI
File Name ofi ofls2iMi PRACTO7 216U S2). cII201IE Save SIAGN2I 0flSRAo]
Save g vieat sdls s2).

Widll Ange 53,
(&) usioll My el 1) Hea| @id] el dql Bold §2).

ustefl M2 sl dllaio) @utel 321 53 Ui 521, llRviie SIRAEI
2aotize] Center of vt2et sdls S2) Viel RIRCIIE Bold of vieal 5als s21.
®) diflvial el ol aNsal.

diZlvidig) @utiel 321 53] URiE 52, cIRCIE SIRAEPI 2uliR YRdj Align
Rightoi vieel sdls 52).
(€) uaell deell st 1A eyl iy oNsa).

Yoiell il oel i@ 321 53] URie 52, RlIRCE S12AE0) gduiR
u2q] Align Right of vizal sdls s2l.

Nclan A5 52,
Tools Nepiiell Spelling and Grammar [AS&4 UAE 53, (R219SS 2AUiIR URe]
Spelling and Grammar o vi2et 5clls 52 IS A1 F7 of) 51 e R 521 2AS121.)

Usie) ¥id Page Break EMVE 52).

s2A2al Usiell id did). cUIRGIIE Insert Asthiell Break ([dseu uie s3.
HIHs2d1e]l Break SIAE0 Ol\s2y AH1dR). vHIell Page Break [ds@d uie
53], 2id OK of vieet sdls 2.

(Page Break 12 Ctrl + Enter S| 2fsd 2ld 321 53 21512)

27



28

Ysial uia quid Copy 53?).

(@) A M2 Edit Aopyiell Select all [ASE Uie 52). 2414 s2c2l) 242
Yoief AuIRl URiE 29l

(b) Edit Menu Hi2ll Copy [Asay uzie s3.
(221985 2duiIR URe] Copy ut2el Ukl scls $3 2Us12l taudl Cirl + C o)
51 21ysd 2lad A2y 53 2ASI1.)

(€) &d, s unell A qd o,

(d) Edit Menu iell Paste [ds@i uzie s32).
(R21eSS ZAiIR URe| Paste vizel YRl sclls s3] 215121 giadl Ctrl + V o)
5] 2dysd 2l Ny 53 As1A.)

Page Setup oflQ MHIQ) dsd).

Top Margin 1.5" Bottom Margin 1.5"
Left Margin 1" Right Margin 1"
Header Margin 0.8" Footer Margin 0.7"
Gutter Margin 0.5" Page Width 9"
Page Height 10"

File Menu #i2ll Page Setup [ds@ uxie s2). a11s2di2]l Page Setup
SIAENI CAISA AH1dR). &, YEI-YEI Margins 2 Sall Margins [Asa sclls
52). RURUIE, Top o1l GISAHI 1.5, Bottom oil NSAHi 1.5, Left of] Gl
1, Right =l oISAHi 1, Gutter ofl GlS24H| 0.5, Header il UlSAHi 0.8 Vio)
Footer o1l ONSRAHI 0.7 21y S2). Ulelle] S€ VEEdI Paper [AS@ URie S2).
URUIE, Width o1l oISAHT 9 24l Height o1l ollsi4i 10 21efd s2). 2id
OKdf oieat sclls s2).

WiHi ofldo] Header 82 S3). Header ofl 201 Date, Page Number sl
Returned Goods

View Aof¥iefl Header and Footer [dscu u2ie 52, pis2aie]] 2510 U
Header of 1SR o) Header and Footer 202 A1d2). Header ofl GllsiHi
ov33) Headero1 auiiel 218y s?). RIIRUIE, Header and Footer 2duil2 u22]]
AHealsH Date A9 Page Number oil ¢i2et sdls s2).

YouHi ofld HIV) Footer A2 52).

By H. P. PANDYA

éel Header u=2ll Footer U2 vl Switch between Header and Footer \4201
viea sdls s2). AHIHs2d12]) Footer of Gils?i 2A1cR). ¥Hi ¥32) Footer°1
aviel 2lgly s2). 2id, Header and Reothn 2012 UR4] Close of vi2e scﬂs
s?.

(ofl&1 : Header 249\ Footer Normal View i Mg 2sidl o2l . Header 24a)
Footer ¥dl| Print Layout View of vizet sdls s2.)

Udiall Print Preview §2). Zoom 21914Sdiell Gyl 53).

File Menu #i2ll Print Preview [As@4 uie s,

(R219SS 202 URe] Print Preview o SIAGI GilSA HIdR). FYoil Zoom
dRecilsoll [Cfde [Asal usIi). Print Preview 0iel S2d) Print Preview
SI2AE)3| oflsRAof Close o viest sdls s32.)



Qo.

Qq.

Q.

Q3.

QY.

V.

wia) Fice 52). Rice sIAAI GilsAcll G [Asad usir.

File Menu #i2ll Print [AS& URie s2).

(R21eSS g@uiI2 URg] Print of vi2el Yl sdls s3) 2Asi2 vl Ctrl + P <l
sl uel 2Aysd da Qa 52'] AS12. IRUIE Biez siadvIelsAell (dlag
BET waﬂ ) (HEE HI2 YRaiSeil Uiat of. ¢9 og2Al )

Wia Yoi: 24A6 52
File Menu Hi2ll Save [dS@4 URiE S2).

aid) S)syAoe Open 531 AHi olldg] a5 21 s

The knowledge of words is the gate of scholarship.

eic) S\syHee Open s=dll, File Menu Hiel) New [AS5Q URiE S2). RIIRUIE
Blank Document [AS@4 uie s3). (R2195S 2ol URe] New of ol2ei Yl

sdls s3) 2As121 Bl Cirl + N of) S U@ 2iysd dd J2i 53] A1 ) &
o33 @uiiel 218y s2).

Gualsd disal U2 Change Case ofl [AfG8 [Risallel Asivei 52).

@viel UdE 5?1, clIRUIIE Format AcpHiell Change Case [Asa uie
s2). us2ai2)l Change Case of SIACNI oS A1, FHI oA HHIS
s &x.

(A) Sentence Case :
U2ie 53d cuiieloll disloll HAH Va2 uaH AodlAshii s2a1d
NERY

(B) Lower Case:
auiieiel ey 321 cily el S2a1d v 9.

(C) Upper Case:
AuiLlel clEly 2iR) MaH AolMghi Seaid v 8.

(D) Titel Case:
auileiell €35 QIocel) MaH gk MaH Al S2aid v
0.

(E) Toggle Case :
sei Aoflfslef auiiel oily Ao 219 ofly AoflNsle]
aviel M Ao Sui S2dig vl 8.

(ofl&1 : Change Case #12 Shift + F3 of) S vl 2i3ysd 3lA V21 s3] ASIA)
Guasd iRl TESTO7 ofidt UR AAE 52).
File Menu Hi2l) Save [5@ URiE S).
(2219SS 2@oliR U] Save vigel Yel sdls s3) 2As12 Mgl Ctrl + S ol S)
2iysd 21& Vet 53) S121.) AHIH 2412l Save SIAAI CSA AHId. FH
Filo Name ol GilS2Hi TESTO7 21U §3). RlI2UIE Save SIAGNI vllsRic]
Save o vizot sclls s3).
ag W oiEl 52
File Menu #i2f Exit [ASc4 ude s2).

29
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Si. oliGiNI&a BiRlss2 Aiudl YfGaHd)
CCC - BAOU INSERVICE
Asélsd - ¢

T aHRI 51Rgevel ofldell GO L den Auel) araifdisdii

aif@l.
(a) Monitor (b) Key-board (c) Mouse (d) Floppy Drive (e) Harddisk
(f) CD-Drive (g) CPU (h) Printer

shigead g2 (uig) &2 aen cia s

shgeed of2 (ug) s=ai : S1ReR Alg sal HI2 AN yey
s1aeedll uiaz oy et 531, w1y s2a) sngee ol
M&21 213 49 §11222 Power on self test 529) . c2/12¢I€ Windows-
XP U2 AMey A3 &N, cAoe 2y AMex orel-orel
User Accounts ofl 1€l oidiaf). @3iel) dxI3 User Account sdls S3)
UAe s21. AHH 5212l @ d User Account HY0iall Personal Settings
Meld 2 o §n2e? sifad a9,

shngzeq oia &2 :

A MUY Start vizal U2 sdls 532). cIRV1E, Start Aafetl Turn Off
Computer [As@) U2 sdls 52). 213 s24i2) Turn Off Computer of
SIAE| oS Nl HAQ . Ruiefl Turn Off (IS Y2 s5dls 59) . 1Y
s2diel s1neR ojg ud o9).

Windows Desktop ell ofldeti 610} ilcavl) cidiq).
(1) Desktop (2) Icons (3) Taskbar (4) Wallpaper (5) Start Button

Q... Desktop :- QoS el 24321 25)e1e) 3252 dIs HovaHi 413 8.

Ru.. Teons - 82521 U Buildl elefl B30 2Hids) 02 9S 2 8
21 R 14109 A s\ Mo MfdfGRIcy s2d1 818 8. 9 d
A IS ot U2 suig sclls s3) M Alg 53 AsIA B.

3... Taskbar :- $25214all M2l A 211da oild 21280112 ]S
BHvidiHi A1 8. 218012 y2 MNel) HdIce| vizel Start v12of
8. 21 Buid @ s1e WA silad &) A MauBAel ol
AUl AHIFS)el 2RV U2 Ndl HA B. 2lesonze] dd¥iel
AHY vl vofl 21519 6.

¥... Wallpaper :- S252)4a) 2HIs¥s Ueflcidle] Hal YE! Cigidle]
s daduz 52 8. w1 dledyza ved) Asiy B,

¥... Start Button - 21250112¢f] A5€x sioflolig 211dg viory Hdicele]
EL NN

Recycle Bin olidefl Window vilal dell deil ofldctl e1o)) 21l Gidial.

€28 GidIo) GuaAlar s aisuni wendal.

(A) Title Bar (B) Minimize Button (C) Close Button (D) Maximize Button

(E) Scrollbar (F) Window Frame (G) Scroll Button

(Recycle Bin eil 211g/8Yat Y2 soid scdls 53). 214 s2del) Recycle-

Binefl dles) 28let U2 Mal H9) . Recyele Bin ol esell ei190 o)

HYo! ddl 3o,



(A) Title Bar :- dlesie) A sy d1d) aifedoiir s Hnviy B,
Petl gl2l dleslef ety vell As1A dell leslal A5 ovoAe)
ofly oA WAS) ASIA V.

(B) Minimize Button :- 2igf2coiiRel A5€H yHeflotiy, Minimize But-
ton 211dg 8. dlos)al Minimize S2di | ol2eiel] Gual &jia 8.

(C) Close Button :- 2lf2doi2el] AseH oIy Close vizel Aldg
8. dlos) oiel S2d| Close (X) of vizel du=id 8.

(D) Maximize Button :- 2lI6f2@oiiRel] As€H or3elloiicy Maximize Button
A1dg 8. losal Maximize S2dl Al v2ae) Gualal 2l 6.

(E) Scrollbar :- Scrollbar ofl #egell es)yi Mal Hadl sioflaicy,
auelotiy, Bu 2iadl oA vAs) AsiA B,

(F) Window Frame :- cles)efl 15¢ciiey 241d6 A122A0419191 Window
Frame & 8. Yol gl2i dlesie] s& vied] aAs1A B,

(G) Scroll Button :- Scroll Button ofl #egell dles)efl [A2idal GuR Aaid
ol wAS) QASIA V.

Start Menu il %EI-%El fAscila Alnuil.
(Start Button U2 sclls 521 18]l YEI-YE [Asal) Mdl HNR.)

Start Menu of} Gualal &%) ofldail WA AF 5.

(a) Calcutator (b) Paint (c) Notepad

(A) Start vizel U2 sdls 521 AH Programs [dS® 3 Accessories
[Is@ 9 Calculator [AS@ U2 sdls s3)

(B) Start vizel U2 sdls s All Programs [AS@ > Accessories
[As@ - Paint [Ascd U2 sdls s2)

(C) Start vieal Uz sdls s2) All Programs [Cls@4 > Accessorics
(5@ 9 Notepad [Asa uR sdls s2))

Calculator, Paint 9l Notepad ofl Windows €& &3).

(f4eS) ofel s2al [Geslofl 2ideaotizell el ol veiHi AHIAE]

Ciose [X] vieal U2 sdls s21.)

Desktop U2 1dd Icons & Name HHIR dl6C).

(AN e 32s2uot vica @i HIBIRe] Wdeez 2 HIBRI
vefoiiey oizet sells s2). M s2ail] eidse Aqy siaffedd a9,
o3iefl Arrange Icons By [RISGY Ui€ s2di2)l Name, Size, Type [GS@I
Nl 1. wuiel Name fAsa uie s2ai2]l $s2luell 2HEdSIoy
Name ¥#id 2)&d] 2AsI.)

31
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€. Desktop of Wallpaper oi€dl.
A e Ses2luen viear oo BRI Wdeez 2nf) HIBRIS
arHelloliy vieel sdls 52). 2114 s2diell Ndse Aq) s1lotd a1 Fxie
Properties [5G Y€ §2). 214 s2d12]] Display Properties o SIAE
uilsRi siflsticd e . Ruiell Desktop «ll 2¢1 UR sdls s2). 2414 s2d2])
Background of dl22 ¢ils21 Al #:Q) . ujel) 2122 Background URiE
53] Apply 2l OK of vizel sdls s2). (HEE HI2 Uidl of, €¢ o) )

%0, Desktop of Screen Saver GiEdll.

A s Ss2duel viedl @Rl HIBRIe Wdae v #IBRie
arvelloliy olza sdls 53). 2414 s2aiel) 2dse Aq) s1affetid 29 SHjel]
Properties [S®I i€ §2). 114 52412l Display Properties of SiaA6)2|
oils si1aAlletia Q). RHiell Screen Saver ofl 201 Y2 sdls 52). 2413
s=dlefl Screen Saver SIAG)d G5 Ml HNQ . PH{e]l 2192 Screen
Saver U€ s3] Apply 2Ha OK of cieal sdls s2).

(HEE 12 ulet of. 90 oyH))

14. Windows ol ofe &2). (slnye: cia &31)
(¥ vy Start vj2ol Y2 sdls s2). IRVIIE, Start Agoll Turn Off
Computer [ds@y U2 sdls s2). 2414 s2d12f] Turn Off Computer o
SIAE2 oS4 Nl HNQ . 342} Turn Off [AISA U2 sclls 52). 2413
s2diel sluye: oig ad ¥9).)
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Si. GGG ViASS2 Viiual Yf1afied)

CCC - BAOU INSERVICE
Nselsd - ¢

‘.

Windows Explorer o 13 831.
(Start & All Programs & Windows Explorer U2 sdls s?1)

Windows Explorer ofl %€l %€l 1o} avfl oicid). edsq s1f
oNs aisuyi wvendl.

(Windows Explorer ol el :- (1) Title Bar (2) Menu Bar (3) Tool Bar
(4) Address Bar (@ §i6d, Sles? A sidae] «id €xA[d B.)

(5) Explorer ol Window & 112141 agu1ddl &la 8.

(A) M2y [des) sidd el Ses2 el B.

B) oy [@Qes) KA g1Tdall Sies HHa slgdei exAld 8.

Windows Explorer oil Guallol 831 dHIRl eiidig] R& Folder Giaticil.
(File Na] > New [ASQ4 > Folder [As@y uR sdls 521))
A sRalRll ad sles? UlelQ). XA dHIZ offH AN,

HIRI olldoll Folder of it OiEcl) ‘My Folder' g olid ViMl.

( S1es9f otiy viedg 61 d sdlls 53 uRie 52). cAIRUIE File
Aol > Rename [ASA Y2 sdls s21. §lesae oid a1y 21y 53
Enterofl S1 33y s2).)

"My Document" olide] §les2 siauffctia s3). dauiell slduwm e
gida) "My Folder” #i 811 &2,

(R 32134 "My Document” eliHell SIES2 UR SUd sdls 52). AIRVIIE,
@ s sigal S s &la A4 uRie 2. (Ctrl S1 N s3] 2],
@ sigad) s\l s2d) €la del u sdls s21.) g,
Edit §o] 3 Copy [ASEU U2 sdls s?). &d,

"My Folder" oli¥ell 81652 U2 suid sdls 5321 Open 521. cIIR0IIE,
Edit Nl > Paste [As@4 U2 sdls s2l.

“My Folder" siiell sldals &idae oy ciedl.

(% siddef o4 cigad &l21 d sidaq sdls s3] ue s2). AIRYIE,
File No] & Rename (A& U2 sdls s2). &4,

giglaia] o ey 2184 53 Enter of] 8] N 521.)

Windows Explorer Gi€l 83).
(21d2aci2 42 A1dE Close vizel U2 5dIs 521.)

Notepad.exe aiidicll gi1da eMEl.

(Start 3] > Search (A5G4 > All Files or Folder [Asa u2 sdls s?.
&q » Search oi] Text o] S2H| Notepad.exe 218y 53] Search °\1> ed

sdls s?).)
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€. "My Computer" elldell icon oll BuANA &4 cHiRi §inge2 A Ada
Aleetlotl vaia Anal.
My Computer ofl AHI€/s1a Y2 svid sdls s2). 2114 s2d/e) My
Computerell Window si2ifetict 219) Rof] geel) slnge? e dsidg
ANER Vdl § gl g1, 681SB6 idd, NS sidae Roid)
el s B,

90. Control Panel ofl Bualla &%) Date Vol Time Gie].
A M2 2212 vizd v scls s32). clIRAUIE, 221€ Aojell S21d Veoic
[Asau u2 scls s2). 1 s2di2ll S21d Veldel] dos) Nal 4O .
®3iel] Date and Time [RASQ e 52). 14 s2qe)) 2%lel U2 Date
and Time Properties f):cllos] Mal 3¢9 . P3iel) 2192 Date and Time
Ae s3) Apply da OK of ojzel sclls §2). . 1
(HEE HI2 Vial of. 90, 99 ol ) ‘ '

. ofldetl gewiol Gualor We-01 aisuni e,
Q. Media Player 42118121 s1gfei conusar/al 412,
(Start = All Pronggms 2 Accessories 9 Entertainment = Media Player)

R. Disk Defragmentor) 53-253 2i21& &) 51 cya@id A4 2ius s2d1.
(Start < All Programs 9 Accessories System Tools 9 Disk Defragmentor)

3. Disk Cleanup (3284 duill «vo2l Anaga).
(Start & All Programs 9 Accessories System Tools 9 Disk Cleanup)



$i. GIIGIRANEG! AiASS2 Viivel YfoiaRid)

CCC - BAOU INSERVICE
Nselsd - 10

agHi ofldoll s 218U s2.
Rudra Joshi

25, Vishnu Society,

Idar- 383 430

January 5,2008

The Manager,
Nagrik Bank,

Station Road,
Idar - 383 430

Sub. : Stop Payment of Cheque no. 111 tor Rs. 2000
Ref. : Saving account no. 555

Dear Sir,

Please stop payment of the said cheque.

Actually | drew the same cheque in the favour of Taraben, yesterday,. | sent my
servant to hand over the cheque to the said party, but he lost it on the way.

| request you to stop payment of the cheque because it is a bearer cheque.

| sincerely regret the troubles | am causing you.

Yours faithfully
Rudra Joshi

q, Guscl Udal PRACT10 U2 24dé 53
2. (a) Wicll MaH el 21N deadi AasAl Ha dua (Bold) 1€l 5.
(b) Font ofl JNsaeil oflA yvet s2.
Font: Arial, Style : Bold, Size: 18, Color : Red

3. dRlvia auel Giig ANsdl. -

¥. Subject... divil dlél ol viseaidat S2.

4 wich ¥id iNd & dIi2lA) aHell ongg dNsd.

$.  udNA Yoi: 2AAE 5.

©. A1 wiioll A2 4 aidel 20101 1.5 ofl 52).

<. yoidiell " 1" 210€ o M. ‘

c. " January " 216€cfl wdAIRA " July " 2AGE Replace 532.

90.  U%Mi Spelling Checking 5?) ¥ial wsiHi 2&cll Acllal eje a)c-ﬂ:n ?J&‘lmaﬂ
yarR). '

Qa. Wi AR AL 5.

Q2. Theasurus oll Gu2ldl 53] ‘Payment’ 21GEal) YA su\en

a3,  Wla Yoi: AAE 5. i

a¥. ag Woun cig s?A.
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i. cliciRNGH AUiASS2 Vi Ylo1aid)
CCC - BAOU INSERVICE
Nsélsd - 20

asHi ofldell un 21y 53).
Rudra Joshi

25, Vishnu Society,

idar - 383 430

January 5, 2008

The Manager,
Nagrik Bank,

Station Road,
Idar - 383 430

Sub. : Stop Payment of Cheque no. 111 for Rs. 2000
Ref. : Saving account no. 555

Dear Sir,

Please stop payment of the said cheque.
Actually | drew the same cheque in the favour of Taraben, yesterday,. | sent my

servant to hand over the cheque to the said party, but he lost it on the way.

| request you to stop payment of the cheque because it is a bearer cheque.
| sincerely regret the troubles | am causing you.

Yours faithfully
Rudra Joshi

Q.
.

Gulsd Wial PRACT10 U2 2idé& 52,

File Menu Hiell Save [dsau uric s,

(R2leSS ZEuiIR Y29] Save vi2el Yel sdls s32) 2As24 padl Ctrl + S of) <)
2igsa Jlad NA 532 As1.) 214 s2d12)) Save SIAAI OS5 1A, Vi
File Name oil ols213i PRAGT10 elgfy S$2). cI2011E Save SI12Id10| UlsRa]
Save f vi2e1 sdlls s2l.

(a) udicil Maw el 2l Hearti ANsal VA A (Bold) a1l 52,

wtell Mep e dldlaig) auilel §21 $3) uRie 521, cIRuiE S22
2@011R9] Center of 012e1 SAlS 53] Aol cIR01IE Bold oi vieet sdls 2.
(b) Font oll oNsaeil oA yvoi s2).

Font: Arial, Style : Bold, Size : 18, Color : Red

Font of) 2sgell %12, Format AeieN Font [Gs@u uzie s2). 2114 S2qi2)
Font SIRAGN1 oS 1. clIRCIIE, Font e oNsiHiel) Arial uie 52,
Style dllee cilspiell Bold uie s2), Size dlee ofisunie)l 18 uzie 52,
Color ¢fl2e ofiseiniall Red Color URie S2). A OK of vigel sdls s?).

dilvid aell ol ansal.
difluidi) Guilel 391 53) Wi 521, ciiolie A 2EolIR Y29 Align
Rightai vizal sdls s?).

Subject... divil dlé] ofld Visendot 53).
Subject... alcll &) 321 532 Uie s, iRviE SRS 2R YRef
Underline diig) vieel sdls s3:)



Q0.

Widll vid viNd A dllRA el Gl disd.
ustefl il A @A) Jo1 s3] URiE 521, clIvlie S12AE01 iR
ue] Align Right of oizet sclls s?.

WNal Yoi: 4A€ 5.
File Menu #i2l) Save [dsai ude s2).

2HA Wlall cdldlaN 4 clidor A2MdI 1.5 ofl 5.

2421 Uial URE S, IRuilE Format AejHiell Paragraph ([dsey

URie s2). &4 Paragraph SI2IE91 KlSiel! Line Spacing el ol s2iHi2ll 1.5
[As@ uRie 52). AA Paragraph SIAE2I ollsRie] OK of vieat sdlls 521

uoiniail " 1" 2A6E o M.

Edit Menu Hi2ll Find [ds&i uie s21.

A4 s2di2l) Find of SIRIANAI ISR A1dR). detl Find What <1l I SAHI
I 210€ 2igfy s2). 6Q 55d I RICE o 2M€idl Find Whole Word Only [dsed
2Alg, 52). ARGIIE Find SIAG ollsRie] Find Next vieat sclls s?.
(oflea s ovali AEl] 21421 woimi 2Me1 Y2l of 21 el Find Next sells sl s21)

" January " 216€cf) wdAIRA " July " 2IGE Replace 52\
Edit Menu Hi2fl Replace [dSGY URiE S2.
(414 s2a12)l Replace o SI2IE21 oS24 A1d9 . Aell Find What ofl AlSHHi
January 2I10€ 2184 53\, RIRUIE Replace With ofi GllseiHi July RICE 2ighy
3. 2id, Replace SI2d191 Gliseio} Replace All o vieat sdls 521.)

(eile1 : Replace of SI21E121 oS24 oie) SRal Close o vizel sdls s2).)

woii Spelling Checking 52 1ol Wi 28el 2efld1 o4el Adlldr AsTorad] PR,
Tools AejHiell Spelling and Grammar [Asay ude s2.

(2eleSS gEUiIR =g Spelling and Grammar of o2et Yol sdls 53 AsIY
gl F7 ofl $) yei N s32) 2s12.) A1H sd12f] ds Spelling and Grammar
Checking oj SIRIGN2I CISA g=ifal.

Q.M AR S)d QA0 2o ARl E121 A4l dS AMi Mg eifag &2 o
ag U AR A 2A0E Al ddl i 2ACE Ignore S2U) ASIRA GIA.
11 12 Ignore Once 212idll Ignore All vi2el sclls s 241 .

2. vzl Aclorel ovo211R) 2u10 22191 GigdEal Suggestions il dl22oilsiMiel
2412 Add1 uRie 53) Change vizat sdls saAii Aid 8.

321421 e2didarn] 1A S\ AssA Wizl Adldlell oA R Adlol
3s) &al #12 Change All 0121 5d15 SRaH 211d ©.

¥ . agui 241Ad) Slaiadui 81 oid) give BAZ Ec 121 d d HIS Add to
Dictionary vizet sdls s2diHi 4H1d 6.

u. o1 A1 g ©1S) vielR olsull g 812 dl d 12 Cancel ¢i2et
sdls sadHi 2419 8.
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W Wig) AR AT 59,

.

3.

Q¥.

Tools AepHiel) Spelling and Grammar [Gs@4 uzie S2).

(R2IoSS gEoiIR Y9f Spelling and Grammar o vizel yel sdls s3) Asi

AHYdi F7 ol S yel Qa s3) ASRI.) HH sadleﬂ Spellmg and Grammar of

SIAALICNS A1),

4. A9 et dlsig €12 o) Change vizet sclls s2ami 21 8.

R.qAq) et ds1RY o E12 o) Ignore vizet scls S 1A 8.

3.d ugd) fAeliel U ovar HI2 Next Sentence vizel 5cls s2cimi 2H1d 8.,

¥.d [BrRima AR oqa e2ilag Q121 A (S11M Ml H12 Explain clzet
sdls s2ai 2419 8.

Theasurus i} GuAldl s3] ‘Payment’ 2AcEaN vl 2Ae.

& uueal) A el 21ce Meic) A2l A A0 Uzie 53], &l 20 Payment
RIVE URiE sT19]. uIRviIE, Tools Aopiell Language [As@y uzie s3). Quiel)
Theasurus faseu Ue s, AHIH 52cuaﬂ ds Theasurus ol sia1ol o sy
e2ila. aniell Aoy 1ol A0e y2ie 53 Theasurus SIEJC-ﬂOI HISRAo]
Replace o vizel sdls s2).

Wial Yoi: 243e 5.
File Menu #i2ll Save [As® uzie s2).

ds WM ciel 53,
File Menu #i2ll Exit [dsay uzie s2).



Si. GliGIIRNEH AiASS2 Vi Yle1aie)

CCC - BAOU INSERVICE
Usélsd - 1q

.

qo0.

Qq.

Q.

a3.

asHi oflA Yot 2oia AR 5.

No. Name | BASIC| DA | HRA | MEDICAL TOTAL

1 | PRASHANT| 2000 | 1000 ( 200 100

2 | MAYANK 3000 | 1500 | 300 100
3 | ANKUR 4000 | 2000 | 400 100
4 |HIT 1000 | 500 100 100
5 | PREM 1500 | 750 150 100

dedl didat ugd) oidl @iget (A) GARA Qui [@d21d G2,
6 MANAN 2000 1000 200 100

Name cilHoll SYeiH ofl el 61 oid 51aH BAR) dal Department Ay
ol YN, AHi [@ad el

Formula 2d1asell Guadl 53] €35 sHAIRlA) ga vaR 2Me.
Department dig 5l6H g2 S2.

Department ollHg] S1@H Yai:2Alflid 52,

ANKUR atindiuil 21 g2 s2\.

ANKUR oiiHdioil 21 Yoi:22ifid 52).

Auto Format 21ddidoll Guailol 57 2oida Hisds Glaild).
Total cliHoll SY6HA Galzcli 5 (Descending) Hi 2Nsq).

Name oliHoll S1GHA Ucl 54 (Ascending) Hi 2Nsd).

30idal PRACT11 U2 2i€ 52\

ad WanA cia s?.
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1. GHIGIRIEH iRsSR Vil YleialHd)

CCC - BAOU INSERVICE
Nsdlsd - Qa

asHi ofl} Yvoi 2oid AAR 52

No. Name | BASIC| DA | HRA | MEDICAL TOTAL
1 | PRASHANT| 2000 | 1000 | 200 | 100
2 | MAYANK 3000 | 1500 | 300 100
3 | ANKUR 4000 | 2000 | 400 100
4 | HIT 1000 | 500 100 100
5 | PREM 1500 | 750 150 100

Table AjHiel] insert (s A A3iell Table [As@y URie s2).

14 s2di) Insert Table SI12AA121 0S4 241421, ¥Hi Number of Columns il
oflsRei 7 218U 521, RIIRCIE Number of Row oil S\GHH| 6 2184 521, A
Insert Table SIAE121 olsRie] OK of vlzat sdls s3.

AHIH sd12fl v32) 2uid %ot U AR AR . Vel €35 ViloH] HNA
(@21 218y s2).

(olles : S2I20\ 2uiciell AS Viiat| (Cell) 28l ol Vot YR cvail Tab of) S) 9 52).)
Scdl didol ue) oicll cidat (A) GA Axi [dId 642,

6 MANAN 2000 1000 200 100
(s34 ded) aidat () Hi W) @IRGIIE,

Table AopHiall Insert [dsay 1o} Axiell Rows Below [GSQ UiE S2). 241
s2dil] 2oidell vid As id] viid) A BAA FHi €21 21gy s2).)
Name oficll Sl6iM ofl aviell Glig oig Slay GAR Aol Department g
ol VM), dHi [€oid eiR).

(529 Name ofl SIGHH| ) IRuIE,

Tabie AojHiell Insert [As@s el AHi2ll Column to the Right [Asay uie s3).
M s2d12]l Name ail S1c¥a) Ui (rHel ¢I%y) A eid Wi Column

GAR1R) vHi v332) (A2 21y s2).)

Formula 211asell Guadlal s3] €35 s3Ale) e wdiR 2Me.
(S?i2e) PRASHANT oliHdI0il @igetall Total ofl WieliHi 21v). IIRUIIE,
Table HopHiell Formula [dsay uRie §2). 241 s=diell Formula 1191 o)ls?i
A1) Yoll Formula clS21Hi ofld M3 Formula 216y s2).
= SUM (Left) A OK of v12e1 5clls s2). &4 20idal) €25 digel #12 Bulsd
M52 52).)

Department dig} SYGH €2 52).

(524 Department di1l SY\AHH| 2V . RURGIIE, Table AoHiell Delete
[dsay 249 AHiell Columns ([AS@I URie 52).)

Department clidig] SaH Yoi:22uifia 52

(Edit AogHiall Undo [Asau uRie s2) vl 22105S gaoiR Y9 Undo of
ovizel vel sdls s2) Asi padl Cirl + Z of 51 2f2isd a D4 53 2Asi21.)



Qo.

ANKUR citHaivil 2 g2 &2 :

(s2i2a1 ANKUR simaiol) @lgel () Hi 21 RUIRUIE,

UIRCIIE, Table Aoj3iell Delete [AsEy AHa duiell Rows [Asay URie s2.)
ANKUR cfidaioil ) yor:2elifia $3). .
(Ed:tﬁgmen Undo (A5G URie S2) Al 21eSS- gc-lona y=9i ‘Undo g
oizot Uol sdls $3) AS12 YAl Ctrl + Z ol 5] 2iysd A NA 532 A1)
Auto Format 2diéiciel Gualot 53] 3cida isHs Giotia),

(N M2 AHA Soidal J0I S3) URAE S2.

IIRUIIE, Table AcgHiell Table Auto Format Qs ude 5. AHiH s
Table Auto Formatsmc—flal oS A1) . Veil Table Styles cllze Oﬂ&"ﬂl-lldT
20122 [As@l uRie 53 Apply o vieat sdls s2).)

Total ofidiclt Sleie) BRdll ¥ (Descending) Hi dNsa).

- (Total oliMell S@HA 321 S3) URiE 52,

Q4.

.

Q3.

cIRUIE, Table Nepie Sort [Aisey y2ie 53\, 13 s2aliel]l Sort SIAAI
ollsel 2H1a9) . YHiell Sortby [Aa1191 850 Descending [As@d AlG 5. cIR0IIE
Header Row [AS& vel 2uig 52 id OK df vieai sdls s2.)

Name cil¥Holl SYdHA A2dl 54 (Ascending) Hi dNsd).

(Name eii¥ell S)@Ha) 391 §3) WRiE 52).

QIRUIIE, Table AejHiell Sort [AsEd URiE 3. AHH s=aiell Sort SIAG
oflS24 A1), c?meﬂ Sort by [Se4191 8601 Ascending (SIS I 5. RIRUIE
Header Row [Ase uel g s3. 2id OK o cieat sdls 52\ Y

36icial PRACT11 uR 2idle s?.
File Menu Hi2l) Save [dsaiuzie s?.

ag M cig 5.
File Menu #iell Exit [As@1 uRie s2).
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Si. GlIGHIRIIEGH VHiAASS2 Viuat YforuFe)
CCC - BAOU INSERVICE
Wselsd - a2

asHi ofldel) ys QR s3).
Mayank Pandya

45, Mahavirnagar,

Talod

March 18, 2008

The Manager,
State Bank of India
Talod

Dear Si,

I am sorry to draw your attention that you have made error in the entry in my
passbook. My saving account no. is 425.

On 5th March, 2008. | deposited Rs. 10,000 in my account. But as soon as |
checked my passbook yesterday, the entry made by your clerk in the passbook shows
less amount i.e. Rs. 1000

I request you to recheck the entry and rectify it in the passbook.

I enclose my passbaook for needful correction. i

Yours faithfully
Mayank Pandya

Q. Wdial PRACT12 ol U2 43E 52).

2. Widll AMagz 532,
@A) usiell e %@ dld) Heani did) A Aol Bold 52).
(B) diRlvia eryel) Gy dNsal.
© el dedl A ddleA vyl uiley dNsd).

3. Al AT 2.

¥. Wlal id Page Break EMvid 5%).

y. uslal Ui quict Copy 532,

s. Page Setup cil2} Ma1E) JNsq).
Top Margin 15"  Bottom Margin 1.5"
Left Margin 1" Right Margin 1"
Header Margin 0.8"  Footer Margin 0.7"
Gutter Margin 05" Page Width 9"
Page Height 10"

o. WiHi oflde] Header A2 52). Header ofl 211 Date, Page Number ¥s).
Wrong entry in pass book

c. WiHI oflY M1 Footer A2 52).
By Kiran Desai

€. Udlall Print Preview 5?). Zoom 212I4Sclicl) Guailor s3),
0.  udd Yoi: 24€ 53.

aqa. o W cig 5.



Si. GlIGIIRNIEG AHIASS? Viiuel YlotalHE)

CCC - BAOU INSERVICE
Nselsa - @R

asHi oflAell us QAR 52\
Mayank Pandya

45, Mahavirnagar,

Talod

March 18, 2008

The Manager,
State Bank of India
Talod

Dear Sir,

| am sorry to draw your attention that you have made error in the entry in my
passbook. My saving account no. is 425.

On 5th March, 2008. | deposited Rs. 10,000 in my account. But as soon as |
checked my passbook yesterday, the entry made by your clerk in the passbook shows
less amount i.e. Rs. 1000

| request you to recheck the entry and rectify it in the passbook.

| enclose my passbook for needful correction.

Yours faithfully
Mayank Pandya

q, Ysial PRACT12 ofiH UR A& 52
File Menu #Hi2ll Save [dS@ Uie s?).
(R@21e3S ZAUiIR URe] Save viea yel sdls s3] As1a piad) Cirl + S ol 5)
R1Ysd 2d N4 53 2As121.) AP S2AR] Save SIRIANI ANSY AHIA . FHI
File Name oil oflsei¥i PRACT12 2Igfu S2). cII201E Save SIRICN1 HISAe]
Save of viedt sdls 521,

2. wWidll yMue 52.
(A) usiel]l My sel cdld) HeaHT d@id) 240l dal Bold 52).

Yool M2y el didlaigy aviel 391 5321 URiE 52, IRoiiE 512Nl
2aai129] Center of vieol 5Els 52) el RIIRUIIE Bold of vi2at sdlls 52,
®) ailvial arxell oy 2N sdl.

diduiai) aviRl 391 53] WRiE 52, lRiIE S12A201 g@aii uRd] Align
Rights] vieat sdls s21.

(€) usiell Dedll & didlAl el ol dNsd).

wstell ifay A dl2iAl 301 s3] weie 52, R SiAdDI gaaR

UR9 Align Right o vieot sdls s2). '

3. Adl A5t 5.
Tools AepHiell Spelling and Grammar [ds@4 Ui 52). (R21eSS ZHUIR URe]
Speliing and Grammar of vteet 5dls S3) 2Is12 YAl F7 ol 51 ye A s2) 2usiel.)

¥. Wlol ¥id Page Break ElVid §3?).
s2f2a usiell A didl. IROIIE Insert AojHiell Break [dsay uRie s2).
AHs2dIell Break SIAAI sy HidQ). vHiel Page Break [As@4 uRie
521. A OK of oi2et sdls 52,
(Page Break 12 Ctrl + Enter 5] 2i2jsci 2l N1 52 25121
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Qo.

Q.

ustal uiA quid Copy S?).

(@) A ye Edit Aopiiell Select all (IS uie s2). 1M s2aiel 2AH
Yool AuIel UAE 29,

(b) Edit Menu Hi2l Copy [ds@y y2ie s2).
(R2l9SS gaaiiR YRe] Copy vizet yel sclls s3) 2Is12l @l Ctrl + C of
sl 2iysd A WA 53 As1A.)

(©) &9, s2Aa usel 2id ad o,

(d) Edit Menu #i2ll Paste [dS@l Uie 53).
(R21°SS gAUIIR URd] Paste vizel YRl sdls 53 IS 14l Ctrl + V of)
5] 2isd A N 53 ASIY.)

Page Setup oflQ 331 2Nsa).

Top Margin 1.5" Bottom Margin 1.5"
Left Margin 1" Right Margin 1"
Header Margin 0.8" Footer Margin 0.7"
Gutter Margin 0.5" Page Width 9"
Page Height 1o"

File Menu Hi2ll Page Setup [ds® uie s2). dHMs2aiell Page Setup
SIAEN2I ClSA A1d2). 6, YEI-YEI Margins A2 S2all Margins [dsa sdls
52). IIRUIIE, Top ol UNSAHI 1.5, Bottom ofl SNSAH| 1.5, Left oil ClsAH]
1, Right ol olSi4i 1, Gutter o1l U\\S4Mi 0.5, Header ofl GSAHI 0.8 Aol
Footer ofl OS] 0.7 218y S21. Uletlo] SE GEAd! Paper [ds@U URiE S2).
cA201IE, Width o1l OilSAH 9 AHal Height o1l oilS2H| 10 218y s2). A
OKqj vigat sdls s7l.

UiHi ofldej Header A2 §2). Header ofl 211 Date, Page Number #S).
Wrong entry in passk book

View Aapiell Header and Footer [As@ uRie s2). pis2diell 25lel U2
Header of G521 4ol Header and Footer 20112 A1) . Header ofl O SR4Hi
o332 Headero1 auiel gy s?). caueone Header and Footer 2cicii2 yzell
AHoisH Date 249 Page Number o1l 2ot sdls s2).

YolHi oflA MHIV) Footer A2 52.

By Kiran Desai

&d, Header u22ll Footer U2 ovdl Switch between Header and Footer yRef
vizal sdls s2). AHHs2adi2l Footer o oS 2H1dR. ¥Hi ¥32) Footero1
duilel 2leld S2). 4, Header and Footer 2A0lIR U2 Close o vizet sdls 521,

(ol‘al Header 249 Footer Normal Vlew Hi CﬁEI ISIdl oi2l}. Header 2Hal
Footer Md1 Print Layout View of vigel sclls s2).)

Wloll Print Preview 52). Zoom 2d1dsdioll Guldl 53,

File Menu Hi2l) Print Preview [dS@1 Ui s2).

(R2leSS gAONIR YRe] Print Preview i SIS UNSY A, Vil Zoom
dlReoiis? [dfde [Gsad As121). Print Preview “igl S2dI Print Preview SIAGI!
USR] Close o v12el sclls s2).)

Widl Yoi: 24A6 S3.
File Menu iell Save [dsai uzie s2).

as A GiEg 53,
File Menu Hi2ll Exit [As@l Uzie s3).



Q.

$i. GliGIRNEGH Bidlss? vivel YR
CCC - BAOU INSERVICE
Nsélsd - a3

ol Guiielal 218y 52
g M1 o vig 2l BsHl g 6. MRl vl . ¥RY 8. 1A d3au

2l A5 ot o olotdML USSR Ui 24 8,

] ¢ ol AedTln ape B d ¥ wiud A € .
AL HA 1 46 : 100 3Rl Eld AT uig A woo 3Rl o

300 3L oL £ B, uA AR A B F ewyell aeiadlul e 8. § Wl s
o33l YRl w2 Hisd .

2.

C.

Guell GuilRidl PRACT13 ofid uR 2A%E (Save) S2).
Guzell cviitiol Bio2 Bicy 53,

GuRell cuiitlal ©N),

sisyeeq oiet 53,

asuiell cier ollsm). (ag NAM ciel 52)

adal &3 aig 5.

Gudlsd SIseyiee PRACT13 siilfctial (Open) s

Guzell S\sYyNoeal TEST ot Uz 2AAE 53,

q0. aduiell cieRr olsm). (ag WNAM GiEa 5)
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Si. GlIGIIRNIEG AiASS2 Vivct YforalFd)

CCC - BAOU INSERVICE
Nsélsa - 93

ailell cuiield 21y 53,
g HIR oA vig UL GisH MG 6. MR vl A, ¥4 B, 4 il

UYL AR5 o] o oletdlME A SR M 2 &, .

w1l & (L aBiadlui epe B d (3] vuus i €17 .
HIRL el 2% g6 Moo 3Ll ASA. uig dil Yoo 3R] wouis!

300 3L UL R B, 4 2 AL D % epog={l il agel ), ¢ wid Y1615
%37 YUIRL HIS Hl5g 1.

GuRell cuiilal PRACT13 ofid U2 2ié& 59).

File Menu il Save [dsai uRie s2).

(Reless gdoil2 Y9] Save oi2el Yol sdls S2) Asil gl Crl + S of] <)
AYysd I Nt 52 As12.) H1H S22 Save SIAQI OS2 B9 |
File Name il ofls214i PRACT13 216U $2). II201IE Save SI2EN2| oflsRio]
Save 9] vfeat scls s2.

Buzetl cvtivicll Bice Ficg) 7).

File Menu #Hi2j] Print Preview [dS@ Uie s2).

(ReIesSs gaoilR URd] Print Preview tleal Yl sclls 53 q1s121.) 24 s242])
Print Preview ol 25le1 £WIQ). o2jj SIsyNe2el Print Preview 53| 21519,
Print Preview =il 25le1 0ig) S2dI Close o vieet sclls s,

Guzdll aviield BN,

File Menu Hi2l} Print [Asay uie s2).

(R2leSs gauii2 U9 Print vieet el scls 53) 2As124 4241 Ctrl + P of] <)
21ysd 2la M 532 As12. ) 2414 S2c12]) Print SIACI91 G521 109 IIRGHIE
Print SI21Gi191 0 S24e] OK of vzl sdls 52,

sisyiceal Gig 52
(File Menu #i2f] Close [dsay uzie s2).)

asuiail cieR oflsn). (as W cig 59)
(File Menu ¥i2il Exit [ds@ u2ie s32).)

asa 3 g s2.
(3252 URe1l Microsoft Word o1l H1g/S)et U2 sdls 53 ) Ayl
( Start 9 All Programs & Microsoft Word )



¢. Gusd sI5yAep. PRACTIS Siallcfi &), o
File Menu iell Openy[eisei yie 52)¢; |
(221958 gEUIR uaﬂ Open oiget URl s¢lls 53] 2As12 ViaG Ctrl + O ol &)
_2ysd AQ N2 53 As12.) 2 s2c2l] Qpen SIRAENA O AICIR), RUi
PRACT13 U2 scls s3] dql uie s2). (UR4IEOpen. SIAC Ik ERig)
Open of vizel sclls s2).

_Buoll S)5YNoecl TEST ofidi UR 24dE &2 ]

(File Menu Hiell. Save as:[AS®I UE &21 UM s2aiel]: Save as g

SIAAICNSA H1d9). FVoll SIga AgHall ollsAHi TEST 2igfu s3) Save of
_vealsdls s, . - :

a0. ysHiell Gi€12 oflsn). (as-\unt cia 52A)

(File Menu i2]l Exit [As@iiRigiealf) 17 "

47



48

Si. GliciRNIE0! Viiclss? wilua yferafid)
CCC - BAOU INSERVICE®
Asdlsd - ay :

asHi oflAoil cvivial Qzilz 52,

cl. 1..00¢
(Beuofl-l ama -ios vl 260 D), Qell Quiz sl SBAH ) g
AHAL D, 2l wHA il YRA aurd Asaell o33 w34,

A i U Sl €9 HRALHR 31, Y,000 L silagige-l Aotals
53 20U dl AR WL e 84Sy,

2. MAH §52Uoll Guliela (Bold) o118 s3).
Font oll allsqell ofld yves 52
Size : 18, Color : Red

3.  drlvq waell clieg sl

¥. 3. A, 000 ol oflA viszaidot 53,
. auilelofl dlZl a2 cidor 2151 1.5 of) 57,
$.  duiei Yoi: 436 5.

©. asuiell GieRr oflsn). (ag Nam ciear s3)



$i. GliGIRNEN! UNiRSS2 Viiuel YoraRie)
CCC - BAOU INSERVICE
Nsdlsd -

asHi oAl cutivid QAR 52).

cll.

Q..200¢
Ralolld A A2 s 2ul @ 69, dell duiR sui-l SAFNH auil qat-l

AsAAL . 212l vHA il HRA iR As3-l %32 usal.

o dN A el 19 HBHL HIR 3L Y,000 *UL wqwiar[l L

530 gl dl A0 dHIRL 2L U,

Q.

Gulsd cviitla) PRACT14 UR 2§36 52\

* File:Menu Hi2l Saye [ds@iuie s2).

(221085 2AUIIR URg] Save vlat Ul sdls 52’1 Q51 A2l Ctrl + S ofl S)
2i2sd e’]c‘x N2 53) 2ASI2.) AHiH s2die]] Save SIRIEIN CSH HIAR). VHI
File Name oit 0lls14i PRACT14 2igfu 52). cllRoliE Save SIAAIS| el SR
Save of 0i2el 5clls S2).

HAN S521cll Guiitla (Bold) d1El S2.

Font ofl aNsqell ofld yvei s2.

Size : 18, Color : Red
(M2 SS2Acll dUIRiel 31 53] Uie AT
RiIRuIE S12AE[9] gaotRg] Bold of vi2et sdls s2).
Font o} 2Nsaell 3112, Format AsHiell Font [Asat uRie 521 1M 52diel]
Font SIAAN2I GlSA A1) . RIIRYIIE, Size dl2e vilsAHiel) 18 Uie s2,
Color llze o seriell Red Color U2ie §3).) A OK of vzt scls 5.

ailua auell Gl dMsd).
(c1BUdIg) EvIel {91 53] URiE 52\ cUIRUIIE Qeﬂa’]m gz ueo1 Allgn Righto]
vizel sdls s2).) s

31. 2,000 dfl oflA VisAIdal 5.
(31. 4,000 A 301 53 Wit 53, UIRVIE H2ALI ZHOIR URd] Underline
dig) olest scls 52).)

duiteioll 12l a2 aidel 2024101 1.5 ofl s2).
(242 GuiIRIel URiE S3), IIR01E Format Aopiell Paragraph [dse URie
52). 63 Paragraph SI2@191 eN\S24etl Line Spacing oil vilsiHiell 1.5 [Ased
Ui 59). A Paragraph SIAE01 olsRic] OK of vieet sclls s21.)
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(File Menu #iell Exit [As@ uie s?1.)

55



56

1. GliciRNIEH Viclss? diiue Yfetalie)
CCC - BAOU INSERVICE
Asélsd - a0

qo0.

ciHol ViU A1A6 CD/DVD U Sl - 5A1 S1es2 8 A i,
(see Hi2 geclscn YEI oiGi? : 2.2 )

duicll 51 As 5les? uRie 53) S2sdiu y2 s s3).
(HEE HIZ Yadi5oll HEI ciGiR : R.2)

dia vNd CD o Play 52,
(dee 12 Yadsall YEl oiGi? : 2.2)

aHal ild CD uR €ISE250l) C gidauiall s)d s sles2 COPY sA.
(HeE M2 YRaisal YEI oiGi2 : 2.3)

g3 gIdda slagewi USB UIE u2 sase sd dui 28a Sles? @i,
(MEE HIZ YRaiSoll HEI oiGiR : .%)

Qéai 14 Ygf S1d A5 sles? 3252l U SN 52,
(Mee M2 Yeasoll HEI oiGiR : .%)

32524 uqj ) A5 Sles2 Vol gifani s s3).
(Mee Hi2 gag:.gg] YEI oiGiR : 2.%)

LAN #i Asidd Vo 5112422 Uell Sles? ¢l ol dal sW 53),
(ee 12 Yrasall YEI G2 : 2.u)

Internet Explorer ol Gudl 53) 51d A5 FTP ad2ui 28d g1 dial
gles? il
(3ice M2 YadSol Yel ciGiR : 2.5)

Scanner ol Gual1 57 S1d As Ridial Shregeui ela,le &21
(HEE HIZ YRaiSoll HEI oiGi2 : 2.0)



si. cuotndol Viss2 viug Yeiafid)
CCGC.- BAOU INSERVICE
Ns5glsg-- ¢

- REroasanTe - UL L) . =

oi'l'\']cll Software ¢j Installatlon 5-%1 5 N -

(A)  MS-OFFICE (MEE HIZ YdiSail YEI oiGiR 3. q)

(8)  CD-BURNING SOFTWARE (HEE H12 YReisail HEI oiGiR 3.2)
(C)  PRINTER (Mg€ HI2 Yci5oll YEI ciGiR 3.3)

(D) FONTS (HEE HIZ YRaiSail YEI ciGRR 3.¥)

(E) SOUND DRIVERS (HEE HIZ YciSall YEI ciGiR 3.4)

ofldell Software of iUninstallation S3). il afed
(A)  CD-BURNING SOFTWARE (H€E mé 3«1&«1\ ﬂE,I ciGiR 3.¢)

slgduel A5 Antivirus Software ofl Gu11 53] dHIRI 51RYeRq] 256fld1
53). (HEE HI2 YrdSall YEI ciGiR ¥.%)

Scan Disk ig-5d} c: Drive of 25cild1 52\
(MEE HI12 YRI5l HEN ciGi2 ¥.4)

Backup tool ofl Guailal 53] slgfuel 1R Slesell Backup @ dul dgj
Restoration 3). (HEE HIZ YRasdll YEI ciGi2 ¥.5)

Disk Cleanup o) Gualldi 52). (HEE HIZ Yci5oll HEI ciGiR ¥.0)

IRl SWRRgeaHi JrRicl eirn GAR.
(MEE HIZ Yci5all YEI ciGiR U.¥)

\d As sidd uie 53] Aol MST AsViled] 52

adlsef 2Mdse 2510t UR Gialid).
(HEE HI2 YRaSoll YEN oG U.§)

57



58

Si. GllciRNEo! HiSS2 Aiua YhraRid)
CCC - BAOU INSERVICE
Nsélsd - qe

oRel Wais 21y s3] Aol TBIL it Ro€lHi $2d).

slghyer @y oNvial 112 €0121 AHal elaovell ¥32 4s 8. A fdal
slefuel Ay 2Nuidiell 20a1 2vd) A 2da Yidla dd sladl o110
0.

clRlell WAS 21y 53] dal TBIL &Rl Re€lii S24).

¥4 €35 €21 viiadldiel AHa} 211 Qdia @IS & A o M1 €35
2z Uldlel d&lde Adiddiel AHESIR 8, ug) ¢d A 2N R2a)
w210 délde Adid).

clRlel) W5 21y 54 dal TBIL iRl Ro€lai $24).

o a1 AHNMEN ACUACIA 2169 W 20112]) Si HIS of &1
dl d s 8. 21yell AeAdiel vHef A $ A @asIRHINHI - &
21002, AHIY, dHIH RIdEIRHI - AdUI] 2ellal HYdIH] A1,



1. GlGHRAIEE Hiddss2 wiluat YGiarid)
CCC - BAOU INSERVICE
Asdlsd - w0

VliBagsHi dhiren_b_patel @ hotmail.com aitse] d-Aeda N34 s2edle
53).
(HEE M2 Yrai5all YEI ciGRR ¢.32)

d¥IRl oliMoll Signature Q212 S3).
(HEE HI2 YRaSoll HEI iGi2 ¢.R.2)

viB2gsoll GuaAdl 53] d-Ada ).
(HEE HI2 YRasoll HEI oici2 ¢.R.9)

Guzell wHi I Signature ¥S).
(HEE HI2 YRaSall HEl ciciR €.2.3)

viIBegsoil Calendar dilS Gualdl 53,

ollRlofl (&o1ct

Hihiel) crdlm : 31-3-300¢

AHY : 1}1-3"0

AN : S EAEY
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