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AsU-1 : s1RJeell URAUA

YUrcllcell

L1 snRerell uRuA

1.2, snReRell Ul ao(ls:wl
1.3, §1R2Roll Usil

1.4, 512l cllal@lsAll

1.5, sneell Asilds uny

1.6. ARARC YsIR

1.7.  s1»eRell Gualol

1.8, snReRe{l Halerdl

1.9. Rt

Gzal

UL YsQLoll wed sl ugdl QanelRA 51220l yaMs uRua Nacl asd. sirjer As ogetel
A A3y [As] B AR Aot QAN AAHL Aot QYU wesl, stdugld, s1esll WA v
UA Aol UsRA{l WAl Anclly. s1e2 As WA 313 s s3] 2@ B AR Aol ctel@scuell
oelde, [QQu eolle stal wal Aol Asilds ume ugl adly. s1rejeell @QQuU ellds [Qewol Bu
3 YRAUR, Ry sy, saye Bauslo ua wBeye Bauslo ad? ur Al 5319 dal st
GuaAL A HaAleRAloll Al Ul 5319 gsMi, 3 UsWA A dA s12feRell dArd YsRell wals
R WRRA g asal.

1.1 s1RjeRell uRuA

Hofrl A% UHIS A Yell B. A sHIcell (AR 5l 23 B. A dRAl Al Yol 5 @ & 3
Bl Ao Welot RN loll AE. Pelot A lotlalclloll urnRgaLll 23 UAAl 4l UgR wAR [B[Pecd
Soflilalol WURd HEAlYgor Yl usll 8. BRPect soiast A s1ge YARDL 2R
SARAs BoslMael RreH V. €35 YsRell siHoll R, HBA Anadl, Rl Guaay,
IRl calciaust wal wod Yl HEAl uslusal uR BA 8. s1ejer Al ur a ylsa
53| A Aol AaLe sRalloll el bRla B.

BU B EUSI UAR Ucl A B AX dAH 512 dyal dy ellell A ayul dy WA oL
531 A3 Acl slotcll A B, Sl-6ll§ Wl HGU cRell 5112l el AR Al WAZS 5126l
AUAR U Yl B ¥ B ULl AEL dAURLAell €35 AUl Bal ¥ VCR, WEHGUBE, WA,
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gol, WaR ez, A3, ds, Ralul, VY AR Aol AUSSIRAML URL sla B, wl JAZS 5112422
Wl % olloll 8l B A wWURl Wdololl €35 &gl yalldd 52 B. =l Yull ¥ etl Yol auds
alse, A3l got, AR AL 3 (Qaunsia sl ugl s1eell Au@d i .

ol ol AR sclloll Hlolcfloll ccBlell $0 @3U Al ARl oWl 3l a3 Aay,
CLURIAHT AR US Aall 2t 51RjeRell (AR sl

1.2 s1»2R0{l WEllef co(lsQ

g0l UlAA A ysR cllgct 53l astal l8AR WURA AERA A Yo 7/ AeAR
AR VERAL

BLSAR Ul 25olAY UURcd 5112220 Aoll AlRU@Sscl WofUR 5 olHl (QAewlBct 531 astal.

Al wHwUA  25AA claldls Gelsral gl
yad g 1945 Asyd o Al Bsy, Al IBM UNIVAC B
ol . s, vlol GuAd(l - 1, ENIAC
1955 ¥ (QatGuaall, semi
Hlal
Bdla . 1955  zledfleeR seHl woUGe{l Ul IBM 1620
ol .1 5l olloll, UKAS
1965 (Assembly) Gl™Lell

GUAdL, BSU AUlR

qdellae .4 1965  Integrated SEHL olloll, AURAAHI IBM
ol €. Circuits (ICs)  ¥R0,Business Hl2 360,PDP 8,
1980 Gual(l, As yskell  PDP 11
ol 5112423

wdauBul s1ejeR ol Gualol 2



Al wAwUA  25AA clal@ls GelsRM
Al .U 1980  VLSI (Very vl Al W2 AW, IBM PC,
ol .1 Large Scale Business (2 GUA(l, Apple I,
1989 Integration) »sUdl (sau uldlsau cray AQlsil
uud Hellot, worx s
»suel wBaye Aacl
AslA Acll 512
wadl €. 1989  Latest wuQ 2y(s, R IBM
ol Software Azad Hslel, Weold,  Notebook,
Qj't.ﬂ Technology & ud s, Pentium
Anrtificial User Friendly Series,
Intelligence PARAM
(Al) 10000 etc.

1.2.2

s12j2R0{l Wlalle] collszel (oot /7 Ag2AR WHURA)

YoUL ¥ AgeAR 2sollcdlell AUUR URL $11242Re{l UElAA (A 53| asta B.

Wl caldsd

yax

Wl WEloll Yool Aodesal Hellet A ¥ cligelR Aody 58 B. Al Ysle{l eusnl
g5l Gl o WS 0 ol 1 oll GUADL AU B, L @™ol Guaotell 32t ua Soflilalet wUclle]
sl AU B, 5122 FAsZURs (Scust dlatell 2 Ysiedl [Bisl eunt uHy o B.

Bl 2 AElAl Woullol et RAAroicll A 52 B, UBAs Rodall GUAL 53l w1l A2A%
Attt Alddl sdl. @ setol Guastd Al sdl.

qla 2w Qoulflol Aodxal slark Adet Ay 58 8. wWoUGel WAL WEclo BlELt YELat
sclloj SIH S2L0Uals &q A wlloldal tauletdl Al Y eldletl As ol ¥ slaR
Add AoAxall [Astd 2. il 3YY ettt Hallet AdANHL Socle 5cll HIZ 2ledARRall
(Compiler or interpreter) GUAL scllMi ulcll. 2lodARe] Hul sl A AdoAewHl
AW YU (Instruction) Hellet AAHUL $ocld scllo] B,
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Wl cel@sd

Al A ool Addesui slSaL WA ¥ Wauotoll Heatd w0l &t A A “How to do’
(&l A st s4)ell 02U “What to do” (9 s 84) ol A sl 53l NAUA BsUl
olotlaictdl 2cll. sQL (Structured Query Language) W il Udle] GElgR0QL B.

Wil a0 Aol Woullor AoAsHi “Artificial Intelligence’sll GURNDL ScUHL LA Al HIR
Youlot dodx A A daur sadl Ul ¥ Aul s1e? JolUHR ddR % AUl
AU 3t ALl vud &3, ¢l Aual, st s, AWEW ¥ [ABA uxs Aua
A, B3sUL wal AR ARl adR M2 wt Yool Aode GUAL( B. Beill HIZ il
WEloll 5112 Artificial Intelligencesll GUNOL $cllMi e, Artificial Intelligencesil Guallotell
s12J2R ollig] Ao YR LR ol B ololl ] B AM sdaml w(A2AA A otell.

1.3 512l YsiRA

QY ysiRell 25UAWN GUAL 5l YA s1»J2 o{lA Yoo B.

Blwect siped: ® s1e2 0 ual 1 AWAeA ¥ (il
(Satdl) ugldoll GUAdL 52 B Aal BBed srejed sd
D. A 3 Rodl Bl HBARA cteelR UM St 52
8. ul YslRall 511222 BsERAA YAN A Hllatstl sl
QAAd s2a, Qan [Arad 3elg [[AaMet sal, [Qeanel
sall & sl srcl Bal sl 52 8.

WollcAlol 51RJe: Al YslRell 51je] dl@xell U (ARdIR,
522, gl YW Aol GuaAlal 52 B, Aled ¥ Al
Hellt ddd uRadetelld ellds uRmelell st ddl3
USSIAA %Y 52 B.

ALg(A 1.2 Wollclol 5124

wdBHL s1RJeR oll Gualol 4



AU 1.3 ai8ldls sneye?

gl 1.5 {lofl s10222

ALl 1.6 Udoled s11242R

wdauBul s1ejeR ol Gualol

sle(ds s1ejedl : Al YsRell 5122 0 Aal 1 Wed 3 (il
Ug(Q Al el 5U [QRAIR, 522 ¥ vg@etl Yrul A
AeA ¥ (R wa Aol AH ola 25aUA) U GUL
52 Aal sleldls s1eR 3 B.

Aotu s1e: seHl o % [Qaun Al wl 51RJeR wol
o el YHIgl HEAloll 2ioe 53 a3 B. As o AHA As
sl AR users (YHA) WA As scl AR st 531 43
8. A A AYetZH 512 AUA Ul 26t AsiAcu
Bl B B olloll 512 ol EWlA B UQl A ML iy
8 B % YO s1er WAl cluRel Guallol 53 R
ANd B Aol MWsA 8. [Aan Ay, uRs3] Aol A
YRAARIE 2l YsiRell 51124200l UL 53 B,

ol sigjedd @l 512 NYalsH $1eR sl SEM
olloll el YRl el WAl Al . A uell [@auon Y
Hiedlell dote 52 B, HlBad ¥ 3 B Qxalul
srejedoll Guallol Ul B.

wesl sreed/ udedd srwrjedy 3sAu sreged:
YslRall 5122 Al ya@d s12jed B. A clturall A0
U (BHdHl uRad Aal dla . WM A Aell Guadlal
AlFel stall sral W2, dasla sl sal W2 ¥ calsdold
sladl sall HI2 AR B, AFEL SR $cll HIZ UL
YslRoll 1ol GUAL ARl B. Ul ysiRell sne?
Rreuul 8l-6l§, AeR wa HBA GUAoL U B.



ugld 1.9 2ea2

wdauBul s1ejeR ol Gualol

AualU 512R Al YsRell s12jed uldoll Slot, cesatul
setsl Aol USAUBU 2N &L JRcll astal Al Wenet sl
8., Aualu s A Holse WA ¥ AclaHlet YsR
GUADL UB AF A Ul 512 8. Ul 1R SEUL alloll
el Aal olleols s1eR ugl sdaldl WA B. AuAU
s1RJ2R0ll As o AsHHUL lot, Sl-all§, 2 Us, Wedlol ks
U g2 wAcl sl B,

Usld AUAU s1rejeRell As wdoll wgR wo o
YAQAA ololl B B ARLYSs 5122 53 BD. UG0S SEU
ollo] ol dxelHl 6t Sl B. Aul Al cuss cicll s
8, Al abdaull AWl ARl NAURA GuAdL U
8.

§o58C5 §11222: QL slUoll sAullHl Y A Acll wL
sneeral Udeldt B@ec wflEe (PDAs) o3 uwl
AaraHl A B, A AUAU sl SEHL olloll ol
Radldl &3 s3I wslal Aal A B, U YslRell
s12R0ll wlotdl sl dd dnd MR flw o [Adal
ARLE Ul asta ©. Al YsRell 511200 5lot UM Ild
2 ot A B. Aol oltH, UeUHl, WU SeeNoz AR
ysiRoll HURAloN oLe sRal M2 L YsiRoll $112J2R Vol
Gualoll ®.

2oA2 51RY2R : &cll $cll Al 53| AslaA Al YsiRell
s1R2al 202 3y BaaHl A 8. A 2U Wl
YAul uRpndd Aouset s12feR B. Bl YslRall 512Ul §l-
8ol 232 &lcdl oldll URd Aul s1yeRell vieR ¥ alrd(ds
Sl-olS Bq o AUl S-S ysal wWag A B, B
wpLl 3 BRect Ustell GUADL 53 ctuRalHl 1A B. Al
YsRell s1j220(l Heedl Y NAw Wscll 3 Aadll a4k 8,
Bo2aleall GUaAL 3 2y B, [ABA ¥ AR s
UUAS ¥ SIGalcls 831 23 8, A ¥ ydl A ad B,
s2lou4l 531 a3 B ¥ 1YBs unl Aleoll a3 B.



UYs YsRell 26AHl HolSe Slotoll BH Slat Ul U b
8. Slol Ua 20d2 WA s s3I AF Al ede dIl¥
A OHAHL A B.

AR s1RJeR: (sl g2l UdIL AslA A UslRell $1»2Ra
ARuA $1R2R 53 B. A Mlold AR UR Ul asta Al
Slatdll seHl olloll U colHl sGtsl lal B. Ul s1RRR
Ace, UMl 5 @l Bal wWFUHl Gudou fla B, Bl
Gualol 53l ollcddl sRcloll Reuotl Ausul 8 (Bau-
ylQBa audl st 8. al s12jea Al ot scloll olg
UGl %32 UD B, L 5122 As U uQW vl st 53 A4
ALl 1.10 Ao 51222 Al sl 8. HletaRRell 51 As edl UR Yool sc
As AU AU Sa B Boll gl ARUA $1R2a %13l
galdl A B, B AXel sl slFual elle] sctot AUctat,
EuRu ¥ Mol ARRell Holell YRs Gdl i3 ual
Guall .

1.4 512J2R0{l cllal@ sl

clel@sd @oata

Speed (35U) 5122 Wl AUl 2R3l 52 B. G.el. HE AUs WMol YRUSR 5l 8
WHAR ¥ ollQldaullal w0l el As AR A, Boll Auumgllul s1eyeR
A o oLl As Assul 531 U 51RQL ¥ 511422 As FAsgUAs HAlot B Boll
e FAsRAs ABA wot o Al sl dletell el Ml 2Ll ues
A¥ . WRUR s1eell 35U Ass ¥ Al Assul atell Wl astcl URg A s
A5S, Aol Ass 3 ISl Assul Hwa B.

NERE) UMl A 512JeR s A 5 ol %l Aol WA WBA wueunl wa A
(Accuracy) sn2feR o 52 Al 8l Al ¥l otell. 5112422 g5 JUWEUAS QLA % o8l
uel ARsA (dAlEs) aldl ual Aecll & uradl 53 o B.

@Qud 512422 o€l €L Alcloll slH sRclloll el URAA B. URUR §1RJ2R AR,
(Versatility) RUL, WAL, ¥5e3Hi, Rasclalet M2, £5lotil, AlsHi, scllHlol WIdHl, GULS

HER, AH €8 A2AHl AdA 3Adg B.
date Al Aorsalsal AW s1eRell wol % Wollell Ale@lsdl B. Boll gl %331 Uelall
(Capacity of dole 53 Asta B A ANTA AR Aol ugl wslA B, snul SEull

wdauBul s1ejeR ol Gualol 7



cAlas (Qatd

Storage) B 2ots s vt % USA 8. oA decll WEl Ml 5122l sllaisdl
RUUL AHES A B, &%Aoll AvaHl 28U s Uell As olloissl Basul
UHUE oA B, dal Wel weamidl As wse ¥ @l s112jeR alddloll unlmi

el 2 B,
(Qaolladl S22 Wl o [QaWA Atat B, A Aol sMl slRs ¥ (s a .
(Reliability) s1RJ2R0ll €35 WA Al A olollalelHl AUA B ¥ A allod o doll sIHHL (g
o2,

As of As 514 ¥l WURL As of As siH AUUHL WA Al ASlark ugl wuglal A sty

dlRalR 831 sclloll 52L0U AR Aol 51 sRcllofl UGN stHAl WSl U %A Aa olg A
Ascllofl el gclle] 23 UL A AR 5122 Ase] s s AN decll cvid Aedl & WsAY
(Can do U AU, AsLALel 5. 510 3 51422 Hallot 8. dal cowll, g:u, selul
repetitive task Fcfl U Al el

efficiently):

el Aal@d 512422 el AUAA 511 52 . 512 YUl vuclell A As ugl As
(Automation): YRAARD iRl Aol wUHA 52 O, Ul YUl Aa sl ol scllell YRl ot 1A U

Yl s1eR st 5 @ B.

1.5 s12jeRo{l Agilds An

AU QA BlA ¥ 5112422 As A B, Al A A QG UQL %331 B ¥ A s Rald UR st s B.
AUQ H{lA AL MR ¥ g5 YAMR UR sl sl ASA Gl R ¥ Ul ARl alotiadl
Aal Al A H2oll ol Al AU daR s3lad Al el 59 sall 3 alecll 12 «iiv(lA B, MR
cdlecls] st s3lal Ul daur 530 A B, ul Bauri Yua 2Ql Gard ae. As Wl Aol s3l,
azcltell AU U Aol w2l daur uss.

§1RJ2R0ll sl AUHwal M2 Ul Al Rgidell ¥ %32 U3 8. 512 Sofllalet AR 3y
AUl AslA s 5 s1eer 3el GUR YR 53 Seliaet AU 8. A udal WUl 32l el
BoslHalol 9 B A AHBU.

32l (DATA): v, uissilell AHe, HouaA ¥ ollst della dat sdaial. GelgRwl dly (Qauellsul
US|, A AU Ao} AR, AU, ollit/ WO AR Aol YO FUHL 32l dot ([AiGu(l B. URq
wl 32l UR YARDLL $ctl A GUA( ol B, elHal 313 a 32l A 88 oflost Jat A& quuuHell
scUHl AU Al A GuAR[ ollad B, A (Qausdlott Asollostollt WIS WA URulaclHl A A A el
ay Gualall . Bu 3:

wdauBul s1ejeR ol Gualol 8



o A0A ulawri woouidl ¥eo oL Anel.
o uerR wooHidl ¥uo Hi5 Rl

A ARVUHR scll WolR U ¥ weR sl A[RA ay Hsy Aol ol sl UL dulR
(Qenellallott MidU Slat Al WHR Ud ¥ A(lell seluMl 50l olrR wlcl.

8o8lH2lel (Information): 32l UR sl 53l HOAl GU( WRRIHA Bodlialet Al HallHl 1
8. BoSlalel Aol O UM ¥ GUAL[ B. UM A SodlHatet, detHiell Anacnl wd .
ol Halololl UHLIA GELSWN:

o R scl AA ay HEU Al

e 20 ¥0 MMl WSl B.

o QAUCOIR Wl WHELALE Ao} AR 1¢0 [BAH2R B.

WARDL (Processing) : 32l UR sclHl dllald sl W@ WA EL.d RO, wleclsl 3 vl
WRARDL ad 3elof oottt 3UlcdQL A 8. dl A A WU 5122 caulvAUl@Qd s31A.

32loll GUR WAU 53 8ot dauR 531 BUAL 2o $11242R 58 B.
srRHYl ool Uit sl HIR :

o YUl Aol J2lol $1ReRUL Potye saUHl A B.

o uaHl A Yot YHIQ s11>42R 32l uR YA 52 B.

o 5MRIRR UL BoSlHalel A B.

gatye > WARDL > wGaye
321 > WARLL > oslaet

32l Ul Boflalotal ay AR A AUl As 261 UR ol s34

3al goglilalel

UsSIRAL Ul dllell UM YeAdRAd dUsAA et

AU GuA(l ay Guaoll

SoslaletHl 3UldARd 531 Astal (ARl Aal 12 GUAHL | SRl

wdauBul s1ejeR ol Gualol 9



GuRell dxiH cledlal talletHl AR Al s1eR As AUE HBA B ¥ doll Hned Uesl aye,
AU, YRR el wBeye WA s 52 B.

golye : 5122 WA S8 UQl UslRa] sl sRAaal W2 Yot audl ud 8. aulasdlA il
PRAARAA UHA sal MR Aol ARAIRA scl M2 512 SR A ysiRell caldal saUHl
ULl S B, Sotye sclloll wl cAcRUL Sal U YUARAR 51RJ2HL EIHA SAAUHT HEEIU KA
8. B Falye Y2 ¥ ATal AsH 53 BD. (T2l scllall Asa Saiye [Scusy s& 8. GelsW d3l3
HIGY, $1-6llS, ¥elR cdR.

AU : Solye Baus s B WA el sRail WA B Aol Aols s1ejerel Al aa B,
WAMR @ s1eRo{l AUIM oe et WAl uR NARDLL YEe ¥ YRR gl QU ystrell
YBal sauml W 8.

UBeye: VAR Yeui ybael ad dar adi uReuua wBeye Yble dad Guaatsdl uHa
% salML WA B, BBaYe Bausyell GeleNL : MR, [er, ek adR.

AR HuAd Yeslol ot lul clle WUB 6Q L sl $1ML sl sl ASAA B Aol GuR
tllot 3loxcl 53,

System Unit Screen Monitor

Keyboard Microphone

Mouse
A 1.1 511242 ot @AY ewdll

AUglA 1.1 s1Ry2Retl QAU ol Al B, wL €5 elollal ol Sl A el ¥ s A
LRl oLl lolle] ARG B. L elollell (Adtdalr ey s31A.

wdauBul s1ejeR ol Gualol 10



Rreu Yz : R Ylle A s11je RreMoll el @llol B, AHLA A AU Ws1Re] s
AHIRL 328 o{lAotl ol SlA ® BHl Ul SAs2AAs etdl & B HURAl ylBaunl Guol B, ol
oLl el 2oLt el Aed Aget YARLL Yle (CPU) B s1pjeell Mol d3ly sl R 8.
GuRlct oflogl ewol B AMI YlAe B A st uHA 1R HEAlA 2oL s & ugl W {Uly w8l
@l Yl o, wAUR s1RfeR ot saAMl WA AR Al AsAA M g o B s1rejeul
Asel auR (s Bausy ugl 8 8 ® (325 UR MUl aus 52 B, »UR 5122 ol AR AR
ugL At (38 1Al RioLs AN B.

& AUl 5122Ratl Mol WA ¥ Azt WARDL Y2 (CPU)ef 512l A8,

CPUs} sta: CPU A s12r Rremoll el moliell ol 8. CPUA 2Rl @l [Qeud seudl
A B.

1. 53 Y[2 (cu): 52 Ylle W CPU oll As @lol B. CU of sl AHIML dole YA MRl
WelR cldale B, dal SlSls s31 A YA UHA Al A Blclle] B, A »&AUR ¥3R US AR
ALU (Arithmetic and Logical Unit)ell HEE A B. Wl Sasall ol % stell waloeldl des
WBaye Aludle] st 52 Ylle 52 B.

s YRleal stAl: 5 Yo A fleaguani YRR &Rl AU Wl yeugell 002

EURU ol [ioel el st 53 B, Al Y2 g adl QY YgRle] clcrauust sna 8.

o Aot MMM Anacll A Aol YSIR olssl s, doll AUHA sl Ul A URRUHAA
Al date s2dl.

o (ALY cwolell Bt Yauga Hdleslot 2ud.

o YUolllle] MPui2et 54,

o YRARe 28] A2l 524,

o (AU Basua 52 Rl HsAcle] WA Anclcle] sIH 5.

2. WAeARs cAl®s ylle (ALU): ALU A s1@jeRell Al ol § ® (AU dlss stal s & wa
URalOL, GLEGS], JJRUSIR al ewduslR Bl oullAs (Bau 52 B, A sle Uls B¥edt ulde B
% ARLAZ G3A B Aol URWUHRRA UL 52 8.

AARs AlRs YFleatl stall: 5122 gL adl ddtedl oll & oullAs ua AlSs (sl Astl
glRl A 8. A HRoll Hledl YRAUR 9@ 3} Aol AssH s1>je AXZL WYl Ana .
A Aol ugl Aol uR ylsal aa & el doj URRIM ALUSIL G2y AUl ALl B.
A Rl slieotsl Bl (Baull Ul 53 8. sRet aalclA uel Al YAui » L B.

wdauBul s1ejeR ol Gualol 11



3. R AUl As (AANM cPU WA &l Uls alss B. €5 MRl uR ulsal aal A wWauG A
o2 UL ol ©. GelsW ¥ Al Avalsll JJRUSIR sRclloll 8la dl tial Avaul 1¥YRUL A
UA Ag] URRUH UGl RW2UL WA (RWR UL dlRd(ds HIBAl GuRid HBAl ots sl gl
8 A Ul HBAloN ual AHi uHQ A B.)

1.6 Als2AReall USIR

WA W@ YAstoll Aye. olllds Ul B B AslA B Ul AUl asd elct. -6,
Hlelle?, CPU cldRal 6L8AR & © AR HIA A ASIA U US| ot AslA Al Mol Wg2AR 53 B
el.ct. AUREoL Rren.

$1RJ2R AgRAR

Red AseAR AMAZ U W2 AR

Rreu AseAR:

o [RRed As2AR s Ul dy YIIRIeL ALe B.
A 5112422 sl8ARe] [AAMQL U Asclol 52 B, Aol AMAZA Ag2ARA Uctldall U2 WA
Y3 wd 9.

o @ YR ReH As2ARel @ol B AHl AAWER, SIUBAR, SITA AaxNoe, Red Y2l
Wl Sled1R (debuggers) cldRell AHLALL Al BD.

o Rl AU RieH U 5A R ReH WA dHIRL 512J2R UR €U w 8.

o [ReH AWs2ARGU GelsWl: UL R Bl 3 (Aodl, NSl ([Aotel, SIUSAHR, ot (328,
AsAu Y2lldl.

AfA3et Ag2AR:

o A AUs AUl Ay LA 426 B.

o A duRlasdial AWssA 03 sal WUl GiAdl M2 HEE 52 B.

o Al YA UR dARA@S 51 sl YOI AMAL A B,

o AMAFAA As2 AR BELSRWL: dS WAUR, Asale, 32AB, HollRwel As2AR AR,

AMAZAA Wg2AR Vol RAreH Ws2AR cAA Aoiu: (AsA 1.38)

o [Rren AW$RAR As ForBAU Y3 WS B Foll sl AMA32et AseAR WA 243 8.
o [RRen Ws2AR, 615AR U AMABAt YOI cRA So23A YA W B.

o Ried As2AR Sl Al AlAdatet Woud Al ad 8.
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APPLICATION SOFTWARE

isompaer Sames. Boreadsheet, Word Frocessor,
Distapese Inlernet Brovesers|

SYSTEM SOFTWARE
[crpiraling Systam. LIy}

HARDWARE
|SPU, Diisks,
Mouse Printer, edz.)

gl 1.38 AMABA Ag2AR ol RAreH Ag2AR ARA Aol
UlUet A Algeaz:
o AR Sls (oot YoUH 8ls) Guated B, A Wg2Aal AUt A AR AR sdallHl wUA B,
o AR SlsUl auRlasdl gl 3812 530 asla B.
o AUot AR AK2AR WA AW 8ls auRlasdl W2 wRadEel Guaoeu 8.
o AUot AR As2AR, AURASAL M dAHIH S YA W3 B,
o A Uol AL W2 ARl BELEAL: MySQL, LAMP, VLC Media Player, PostgreSQL
o AUol AR A$2AR share (adl) ua UslAct 53| wsla B,

1.7 s1JeRell ([AQu &3 Guallal

slall otal AR scllell Holclloll dfuladiolt 501 a3U Aal U Rl 531 ad Aa,
LURIAHTL ARA U Al A s1RjeRall AR sl Al AU S ¥ il A5 AUURUL Y Clatall
sAL s2AL AU UWIAAUR sAl &,

§112J2201l GUololl AA :

o €2 UBA Yitd Ul cse [Ac dal A5 [Ad $11242R g dallr scMl wWA B.

o (AU A gl HiZell A Wl AR AlBot] RAalot WAL WAL AL 53] st B.
o [Ac uQl BozrA2ell GUAOLl $11242R GlRL % GRAM AUA B.
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http://www.mysql.org/
http://www.postgresql.org/

s1Rf2Ral Aoldl SleFugl ([Aewotoll slgugl sRUEA s1jeul % oltclHl A B Bl Aoll uR
ay (2ol yitd 531 asia wa dedl sRauloll [Asict gl & A dell HBRA ug And
sl

AUl uibolle B YRAREL sl dauRr sRaMl AUA B A UGl sHWRYRR 4Rl dadl 8l a3 8.
IR lo] (QAM BLELot YELlol scll MR URL 512J2R0l % GUaAL Ul B,

UslGo2, M2l (At ¥ Axell 2naglle] sl Ul s11242R gl Al B.

el Buee @R, Al Guaou wal Aol gl AdclHl uddl crgallell sl ats ual
$1J2R glRL Ul B.

o s Anoll 3xsuUR 2otct AW B Rl Heccloll HHRARA BsUl A [QALRQUAYS Yt
U k.

RsARE we ugl W, ds, (A, SlA%, sl 3 Usde SRNeAl, A R3Aot, WRWE ¥ o dl
Ay clgatcAAslR Slal Aall el UR URL AREQL Hi2 $1»J2Rell GUallol Ul B.

i, AMAZAe, e ¥ SlPUQL Ws2AR cllURell M2 UL 512j2Rall GUllal ald B.

cAURl WA, @R [Qsitusll alotlatdl AoR{l2A IR UGl 512jeRall GUAdL 53R Wellsll
QU AL AUR B.

1.8 SJ-QLBEO'H walel (Limitations of Computer)

(QuRlselell el (No thinking ability) : 511222 salRa (QUR asd otell. dA A Wl wlddl
el YUl AU Al AlssA WG WREUM vl

A 53 s Axidl ellug otell: MRRe] Howy ¢c sl Ul dal Yula otq il ok B,
U@l s122 QAR ¥ wgjetcll aAsd ot slatell A aRalR ¢Al s ¥ B.

sl corR st 53 asd otell: 5122 A SAsARs 20x B, Al llesollatl Yrasl colR sid
531 asd otell. olly aly 512 UG Sl wal AAlets ol ol 2% A sURs AG ol 3
$L8A ajsallet a2l Al URRAMAML %8l Uninterrupted Power Supply (UPS) &l dl cllsoll st
Al UQl 5122 8185 clitll wA otdl.
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1.9 el

Q1. ol Aetl Higll Ao @seu ude s
1. ENIAC ofl 20t 58 U Hl sRcHl 2ul?
A) 1945 B) 1946 C) 1947 D) 1948

Q2. A [Aseu ad wiel ol YRl

1. % 5122 0 ol 1 WA ¥ (B8l ugldeall Gulol 52 & Aal 53 B. (B¥ect
$1J2R , AL 5112, HHIBA Slot)

2. AvARL, AissRA uHE, HouaRl 3 ollat dellal sdala 8. (Medl, 32, ded)

3. 3aloll GUR YRAA 53l BoslMalet dallrk 531 WUl 2ital 58 8. (3esygAer, s1ReR,
HelsA)

4. , §11201l Ol 313 siH 52 . (e, sl-oll§, Al Uly.)

5. dosralol B BUl HIRAL 22 s B da 3suedl AsAU s3| AslA B. (sl Y2,
W, WEeR)

Q3. A1~ Assi sl

A B
1. yad Udl a. 2lAeR

2. [&llau 0l b. Asyu YW

3. qcla Ul c. WEud sclosat
4. Al vl d. A3l o ¥ sl et
5. w2l Ul e. 8A2s ulBe

ogeclloll

Q1. 1.D

Q2. 1. B2t s1eR 2. 32l 3. 51»2R 4. CPU 5. M

Q3.

yad A3l - AsyM eyul

Bl VAl - 2R

ddlae Ul - slI2s ulSe

Al Wl - A3 Al Bt st
il UEl - UREad sedlsau
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AsH-2 : WRRA Gus:wel

YUrcllcell

2.1, 3%RA Gus:wl
2.2.  RRY Basy
2.3, &elye Baesu
2.4, BGeye Bagy
2.5,  ReAUA

2.1 Q3% Gus:el

WARHRA Bausy A As WdRs waudl ollal GusWL 8 % AUl s1»Je WUl e
Bpect Bausuell sase ad & Ud 512422 ol Ya@s stlul ALElet wud otell, Bu %
51230 A AU cuRASAAA $112j2R0ll sl WA $cUML Aol Aoll GUAL s

HEE 52 .

A Red 1R yuat GusWL otell Al siege: ARYRA (Aot ugl st 531 4 8. A 5
duRiell stal Y Wl 8. Ad odi, secls ARIREL U ¥ UGy, Slll§ waal e

auRlasdl wal s1eer Aol (sanyldlsal W2 yo 33l sl B.

WRHRA Basya ARHRA, s1eer URIRA, solye-ulGeye (Bausy uaal 1/ 0 sy

Yol sdalHl aud 8.

2.2 % Bausdlo (Storage Devices)

Hiotcll 8165 ual ysell Hiddlal ate AW B, HosHl 2UUs 53 B v %32 Ud U Aol Wl Ana
8. Al Ysi sreul ugl 32t 3 Wl ote w8, AuIl ¥ @Ry A 516l As ool B.
BHL d2l & YAUctAlAl AoLe AL B.

51122 AMIlall Yyl 2 ol B, WsHIl AHIL Aal A553L AHIL 2l oial ysRell AXRlal wud
(QottaR A
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YAl R (s ias)

Yle@s A0Leal Yud 1R weal AHI|L uel sdatul W B,

YieH3l AL A Al ysikell A B 3 % AlUly WA Actd Al Ausul @ B, A Hlddlol ioe
52 B, Ao YU AU B uA 3RAU YHIA Aol EuRW 52 B, cttul % ysiRe{l W3], 32t ua
AAF Aot Al UglAUR AatslaA B. YBHI R% 3 YsiRell sl B.

ylaHdl RR%
R|AM ROM Cache
Memory
(Random Access Memory) (Read-Only Memory)

RAM (RosH AsA AHA)

RAM dolslol B Bl HURAl 2R aal B dal »sull WAsAU s3| Asla B, RAM As Yslell
AAesd AU 8. dAetsd AHI Aed@ Al AHIL FHL HURAL AsAU sal W flosofl 33 ®.
Al A ellel flsofl Yt of Slat A ALeldct det wedl Holl asA el

RAMail Jud & Ys(L B.

1. Dynamic RAM: Slaa®s N3l Wl &gl Yyl @R 52 8. slauad®ls A €2 Ased &R
aud s3lell Aza sl U B. A REs I sl LMl ua Ul B,

2. Static RAM: (25 RAM AyQlul Aol 5ol clUR B. Static RAM clos it (WaR) Al
ala @l Yl HRAlA ¥R 52 B. RERs RAM el & Aol dy Al AU B. A Dynamic RAM
sl auR BsUl B.

ROM (Read Only Memory)

A sl g5t aiqucloll YUl AWA B, Gaulest UHA AML 32l el YA Ae A B A
Rl ysRell AHZL B, Al Hdclol staall A 2oe 83 asta B, Aul ¥l Wl s1e2 ot
sAUML WA Al UQL HAUUE & B. ROMHL 32t YLl astcl otall wucl Al YU s YB3 B.
ROM Y3 atstal otdl Al 32t AR scll HI2 219U 8. ROM slaM HI2 HURA ats 52 8. llosullall
sIU 8l A dHAUOUHL URl, A HIR A 212 AW B, Ball e Al A stAHl A ollot AAUSAH B.
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allol A28 AHIL: ollol AASAH AHIoll o YSRHL uH(Awe a B.
o WA 3s Aol AU (PROM)
o E¥Jolcd NAUAGA s Aol AHZL (EPROM)
o 8As3lscAl SRt WNouRoA s Aecll AHIL (EEPROM; wUcll $A2U ROM)
o 8Asdls veerud s ol AU (EAROM)

32clls ROM ollot AlA2lsE B URd A-UAUH (reprogrammed) $31 sl ©:

o UUAAA s Aol AHI (PROM): A AHol A5 YsR B. AUl UHRE2R oliMell QRN
AsH oA 3el-WalHal Wl wicll AU UR cwcumi 2 8,

o SR WARHUA Fs el AHI (EPROM): A AHA A YSR B, Aoll GUR cdWcll
(ol ucglad@e clgeHl yeell uuatell dal ol asta 8.

o 8Asdlscll SR NouAud s el AU (EEPROM): YH GURe(l (Aol eftall 12
uceldldAe dlfea ded 8ARsA Yloetctoll GUADL sclML AUA AR A YslRe(l Al
EEPROM 53 ®.

o AUeeldlAAR SBoA aUAHA 2s el AHI (UVEPROM): ucalalllA2 Yslal Guloal
alL @;L%ﬂ ol el reprogrammed 53l aslau .

Cache

Cache: Cache s &l® ¥ls AUIL B ¥ CPU ol Yual AU A Al sla 8, Al sledl
GUAMHL Sl dall AUl $HRIL % AURIAL Sl dal 32l RR AU B, d HUUWBRS B s1RAL 5 d Hu
AU 5l sl ® URd Aoll BHd Yuat A sl auR dlaedl Aol Ry el wWedl sl B,

Aso53 %Y

Aso53| @R 250, e B ual Aoe {3l As Ysik ® % dAal 51422 slRL Al
yatot ol AsosI| @Ry HlB2lell GELeWAHL Hard Disk, CD, DVD cldlRell AMA2l A 8. Asll
AUHRL A AYe U ASUU dll HIZ URL B, 512 SIH AUUAHL A28l AU B, AU A5
HoLe Bausy As ol Rrer HER Asuu Aolecl HER dluRalHl wUA 8. &8 (B8 Al NoalRs 2u
Jusla Rtaid UR s1d 82 B %2R CD, DVD ¥al Blue Ray Disk Yslaloll Rgld U st 52 .
AU 512J2Re{l A5SIL WRYeU Fectls Gl S,

NoaRs 2U: l YsRell NoalRs 2u A yo Udoll wlfesell ugl ¥ ol
GUR Iron Oxidee (l2ol WaUBS)o] SR 53¢ 8l & Botl QU Bl
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s@s vl Al aiAl asta B, 2uoll UosaHdAl BAlouseedll dga
Aououse Yol s 8.

gl .12 RaARs 2u

scldl (B2s: scldl (RBrs gtfat ual sl dad Wl R sau W
;f;;"‘ GUALHL At 8. sl (325 27, 5.25” wal 3.5” ARl dal B. L
sAlUlell :Ao1e atHcll 1.44 MB &l B.

As(d 1.13 sl (35

slse (32s: As sLlse (3 (ASl) BBecdt zundi 2032, 321,
ABLRL Wl Uod HUBAL dots sal auria 8. 120 Hll Al 700 Mb
RRY &Ml YA 8.

Ul 1.14 shdse Bz

sl (Ses0ll USIR:

(32s @atd

CD-ROM CD-ROM Hisll 32l 5ct cifl astal B, ul (38 GuR udAdl 32t 288 sauni
WA B Wl AHoll UR stored MUl wecll astcdl otell. A W2eud w3 I8
2831 W2 auria .

WORM/CDR WORM (Write Once Read Many) oll A 8 Asclk cv{l aAsA A AasalR
cil astal. WORMsll cluRlAsclAA 5122 R WA ASAA (CD-R)
st GURDL 531l AMell Wdlell CD-ROM (335 vlattalall HIE URcllotd(l A B,

CD-RW cD-RW slUse (35 gdlell det Alslul cdull astal A W2 aurla ®. cb-Rw A
Wl cD B B D ool gl dull etstal B. Cb-R (CD-281§) FH o uwl, Cb-
RW el cwtcd cvll asta ®

Slllsla BRect adeisd (3s waal B@ect [QABA Bis 53 & . sl wddl
dole HIR GuAll 8. Slllsl e Al 4.7 GBoll AUES &HAl UAA B,
SIllSl oleg-als waal A oepaloll 8l A¥ B WA €35 Gl UR A A &S
A B. A cdRaloll DvD HR (AR, ABA, wal e HUdAlA 17 dloucuseu
Al asal walvd B.

Al 1.15
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SlellSlett @AY UsLA AESA.

Slell  [@ota

DVD-R  DVD-R HI2L A % cllk HIBAl 281§ s3] a8l €l ol ugdl 32t 325 ur sl ololl o B.
Ul (325 ol AR uR WIS 3 Asld otell. DVD- R UM A 4.71 GBoll ols &Ml

YRl B.
DVD-  DVD-RW Yot:AAWIQL $Rcll 209 8. DVD-RW (325 UR HI(al Slul ysiRell ojslet (Asil
RW £2 531 aAslA B ol AvAeit duid WIS s3] astA .
DVD- DVD-ROM Digital cetssct (335 el A Hlel As2AR slRlsHl RNR sall HI2 GulaL

ROM dlad B, A s1Use (35 (CD-ROM) Bl & B UG culR &Ml URAA B. DVD- ROM ofl
$aloll oLe AoLedl 4.38 GBoll B.

Blu-Ray Disk o 2 Bs ofldl 33 o B. A o 2 (S AA{A2At (BDA) (A

(o2 Bas): IRl 500YHR BASAASU AU GIRL A5t A Aolldd old wWRsc (325
ile B, o 2 [Bs Yotdulel wal G djuladicandl (A0 HD Video
Playback A HUEBAl el Yl dats, 88hL sral 12 (AsutctaHi
AUl ocll. A Slellsl el win 2l ay AorsetHdl wU 8. As olldlsdl
Aol el 25 Ul 50 GB Yol 3at Al ¥ dzcll sla B. 500 GB «ll
Aots el uRlddl ogf 2 (325 sl [AsRA ae 8l .

8l8 siecl : o8 (35 As Jusla Bs B, Aal As Hyod clsuul dlsacl

Al B. Bl ol§ slescl sdalad B, wl sl8 slcl CPU ollsiHi dlscAcl sl
/ 8. 5122 YUoll Yol sl§ (338 U] cuugl aill a3 & ua cvll ad B.
gl 1.16 &8 S8 s1§Res Aol NoAdls ARaAML olell o WBA ¥z 52 B, Al Llesollal
Yallg ol Al ¥ 5122 el oit 53 EaHi A A ugl wel @R wdcl
HRA 5€1 gl otell. Al Aal eulls Ry Bausy s 8. o8 (38
scllUl (B35 sl ay »sUl B, ay YHRHl 32l gledtsR sall Hiz wslRel
CPUHL USB W2 gLl %Sl asta aAcll vleeeld sl glefa wlslHl Budou
8.

& Yot glfecl: ot Sl cioll AH2A Yl MRl AMal vaH B. As URid
2516 olss? RAAaLg 2oLe By 8. Aol ctural W2 518 Uyl Agedrell
s 1.17 Vet g8 W3R ol Aal Hlel elololl 51f2A U Wlslall M2 Yridld B.

>
-

As Vot gleSel AR A (QenelRA, cac@s), ez, Aol ollell s

wdauBul s1ejeR ol Gualol 20



51200 el A SlFuRL AN GUAIHL | sl B. slAHl 8GB, 32GB
UA Aoltll URL AR HolsaHAl UA GUetl B. Al Ysle{l Vot SlEFAAHL
AU, AR exclA], el Al wa (AlSA ¥ (3emoall ual e 53l asta
8. As Uol glfcoll s1Reell  YAMel WeHl wol ¥ wol uUa @
Gus2Well BH GuAdL 531 AslaA & B} USB W AU WA B. Vel glesclell
Heell MR el As Hallotriell oflost HallotHi glortsR 531 AsA B
GURld A otlell dleuell Ul ¥ vllauui e sl Aol gAvll asia .

2.3 Soty2 [ScleU (Input Devices)

s12f2R0l e HIBAl Ysal ¥ elHA scll Mol AsUA Sotye (ScUsy 53 . Boll slA $12uUl
32l ¥ YA @2l (Input) sRMl WA B, Botye GUSWN s112J2R UR HIRAl wa [aiawl
Al AUl HER duRld B, UGl UG s12jeRell d2als vl Saiye Basy @A el
Andly.

. SlollS: Al AHA uA Yol %

B sQa soye Bawsu QS B,

-l s1rejeul Bl sotye M2
aud 8. sl-oll§ 82 waal 102 sl
uRAA B. 104 slalon 8l-6l§ o2
U (AeSl3UL Bucou B,
Sl-ol§ui wacll @Ry Sloll GuAB Al WAt 2etct uRel Aacll asid

e

ulesloyNIs 4l L 5l AR (A-Z, a-z) Bl AvARA (0-9)all AHAL 52 B.

gl 1.18 Sl-oll§ -

uissisla A uissisla HRA waal sARA WAL HEZ GUALL AL B, AHL d, A

(«3N3ls) $lUs. 17 5l e Rl

§s9lot Sl Ul $l 53R Wal Blotal (Aol AN . Aul F1 ol F12 Yelloll Sloll umAal
a8,

AWRad Sl UL keyl-ll "Enter, Shift, Caps Lock, Num Lock, Space bar, Tab, and Print

Screen”oll AMLAL AR B. Boll GUAL VIR 3 M2 A B.

AHl Home, End, Insert, Delete, Page Up, Page Down, Control(Ctrl),
Alternate(Alt), Escape (Esc) ol four directional arrow key (AR (o R Sloll)
UHLA A B,
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HIGU: MGH Wl ay cAsQa WBRal Bausd B. A ol
Yulld 52 (Aioel Altel B. UM A, HGU UR Slul dlal
QU ol2ol ollMoll A 6leel, ol WIA Gl HELAHL sl B. HIBY
Blot UR 52 RAQ @aiolal sal HI atudl sl &,

arRs: Baures Hollexll 2lot UR sARe] Wlat WASA MR
GUAL( B, ¥ [AE B 8. Rakes dud uRA Raunl
WASL st B, AaARRSe] 512 MG AHlet B. A YuAd s12R
AUHUR A B8t (CAD) U 5142 AFH MMl cuyA B.

e Uol: clse Uol, Vol B o @A By B. A Ao
wlgeHoll ueoll ealaial wadl Molle: Wlet UR R €lRal
HER GuALl 8. A As olell atolldl ysauul wad wWRsad
RreH B ¥ CPUHL ALl dnldl A3d AsA B.

28 ollel: s ollet Ml eudl ollegys 3 AUAlU 1Ml GuA(l
8. Al A oNousR As olld B dall slled UR ALl WAslA,
@AZas salMl WA BD. 25 Gl HIGU 5l WSl wo=ul A3 B,
As 25 olled As oA, A oeel dUl As AR Bl (A
VSIRHL A B

ol : Wolk AUs A BasSU B ¥ solnell WA stéslks uR
olsA $Rcll M2 AU 8. olsct US 2AA HUBSAHL WgeAdRs(l
Heedl 352 53 asla ®.

BRecus»R: BBectussn Aolcddl HBARA RBReet w3yl
%A 8. A s1eR sRl A olelldal W2 audl asia B, d

wdauBul s1ejeR ol Gualol
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gl 1.19 WG

cmerline

P

gl 1.20 RaRRs

/

Al 1.21 cue Aot

|\

gl 1.22 g5 ol

Al 1.23 Wel?

-
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ABGsU A RoHs UBAA Wl gotyeudl 3RA B,
BRectss»n: 2oA2 AUl Al3sU 2o6A2 33 vl .

2y ¥lol: 2U Wlot AURAASAL Slot UR RN waal ALl Ul
glRL s12R AU cdlcdAd sral R uRkalstd(l AU B, Hleld
audl W ddeotlla B. 2 Sl Sle s 2 Wlot Watcd, (A2is,
UA 6l§AR SR UHA B, 2AU Wlotell GUAIL HIZ Wlol UR
sl ¥ ool 3Rl Aol Gualal s3I asla B. 2ede ¥ WML
Slotil 2 lot W YAQAA Bausy .

tellads 2ol (B8 Sll): B Sotoll GUADL Bolye
Bl@ect w3uHi UAURA saAl M2 AR B, st As
HAEMBa 7ld W2 ey GARAl ¥ Wdld PAswel R
GuAll 8.

NARs 805 33522 ds? (MICR) : MICR HIZl dvaudi A5 UR
ylBal scl AoslHl GUA( 8. Aosell SlS oiolR U A5 ololR Al
Holloti clil asta B, l didel Yz NxlRs o5 33seR
25(A2st (MICR) 53l A B. MICRaIl Yut clet A 35Ul .

AUMRsA 3se? s (OCR): OCR [Mots MRl clidécl HI2
Guaoll ®. O0CR AMElsAl UaR Bot 53 B al AU UR ALl
AoYe 52 O,

WR 8ls s wlr s13s Ml (Ruet ua wlel
UURAL BUHL HUBA) ciual 2 GuAoll Uust . wiR 518
HIRAL e A ydsl, Mol WAHl AW cRdHL cuRjlA
B, R 8ls 3SR wR 85 Wel 52 B Ul WEHLYRRS HeAM
dal 324 B.

ollR sls 3s? :

wdauBul s1ejeR ol Gualol

gl 1.24 Blecusxs

(A 1.25: 2 8let

g(A 1.26 B Slot

Aus(d 1.27 MICR

gl 1.28 OCR

1

(A 1.29 olR 8ls As?
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AlRse 1§ s (OMR): OMR Uot wacl ARl scuul o
AUAA Hiboll YsiR Aavial H2 GuAl 8. st [@scluiel '
ude st 3 R 2t s FWomal MR duAA B. ol — " |
ds(@s udlatett (McQ) clletoll UstURl HI2 cuRL .

(A 1.30 OMR

2.4 Beye BcugSA» (Output Devices)

wBaye il A Aal 51 slSAR Aol B B 511422 &l YAM AAA HBAA 2u6eye
30 WA B, Al WU declls wBeye Basy QA WA AadlA. Yuad wBeye Basuui
ol yorotatl (Bausuall GUAloL U .

1. AeR 2. [Qe22 3. wle: 4. Ulgse? 5. alsa

e W22 A AGeye Bausye] Aell yU@A aal Guodl Aald
Aol B, AUl wWBaYyea 2A[ANet Ball a2 lol UR %Y scUHL WA B.
HeleR UR lal Mg wBeYe $5d ciddloll 3 HER % 8. der W
glal Hadl B A st UR Ree 53 asta B, WAe: U HRlA
Yelld sal W2 3els R 2yul (CRT) UsRell M2 ¥ uldow LCD ¥
LED YsRall M[A2Rell GUAol scdl A 8. sl @QGAs (3ec
(3@ (LcD) et cuge WHRoL stls (LED) 25l R WAl 3 5@ 1.31 U622
AR aoll YUARQA ool 8. Al UslRell HA2R sEHL Uldnl, cosetHi ’

SEsl Aol US| Ul AX V.

Qoer: Moz Wl Hecayel wBeye Aust B. Qo2 sl HBAl vlual w2 Gualoll 8.
Qoeetl Yuad yYsiRal oA Yool [QellRd 531 asia 8.

Qo2 oll USIR
1. Impact Printer (2052 ([Qo2?)
a. Character printer (53522 @aee)
e Dot Matrix printer (sle ﬁé‘l&%{ @cae)
e Daisy Wheel printer (382 cgld Qoe?)
b. Line printer (Cll&Sel (Qo2?)
e Drum printer (94 Qoe?)
e Chain printer (A8t Moe?)
2. Non-Impact Printer (ollot €1052 (Qo2?)
e Laser printer (AR @a&%)
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e Inkjet printer (805%2 @m?,%)

1. Impact Printer (1052 Qoe?): wl Qoeul ARl vludl H2 Roletell GUaL scllHl wd B.
Ratat UR WA WeRlal 5910 UR OlUclHl WA B, Al MozUl S1010 A iUl HiZell
UERL YAl &5 (s2Sl otl el B edl) Asollostatl elllds AUSHL A B,

QI EERIENE
o oL ASL Ul wil
o ol AUUY 52 B.

. AU B UR wealeit [Qodlol vz Guall B,
. [Qoe sal HI2 sl WA elllds AusHi A B.

1.1 Character Printer (33522 [Mo2?): 2l [Qo22 s AHA As &R v B.

1.1.1 Dot-matrix Printer (Sl2 ABsU [Qo22): Sle ALRsu [Qo2?
wetRofl UL M2 ARsUe (AR ysiRell Vol la B, Bul Ulatoll
UESR olsSl (547, 7+9, 97 or 9x9) S A B.
SLAEL :

. aesoll (Bt

. us Id durla B

. ol elldloll AR Ul as

FACIT EA45

(A 1.32 sle HBsu Mo

—

ARSLAEL :
. HL ARl Qo 531 asta B.
. Ll 2ol

. stoofl QoL ojtetdl

2. Non-Impact Printer (cllot 3052 [Qo2?): Wl Qo2 A5 AHA As Aldl O B. v YslRall
Qoeul 519101 Wl et viucl Hizoll ustl Asollostell elllAs AUSHL utadl otedl.
clas i
. ollost QoA sl 35Ul
. AU Al sl otell
. G2 dfLetrl.

. QU Sz wA ASHUL Qleatell AdLeUSAL.
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2.1 Laser Printer (A% Qo2?): Aull A& il HI2 AuR yslalell Heedl (g Vel s3a
sl Qo2 52 B,

"ﬂ SLAEL
- . ay asul
. A% Rlelrl cloll AMIRL Aol JYLSlsue] B2 Ye.
. QAU floz Ul WEBHL [Qatell UdASAL.
JRFLAEL :

A 1.33 QU Qozr o ML
. As U As WSwoll Was sl Geual sl GUADL UL 2AsLA

ol

2.2 Inkjet Printer (85%2 [Qo22): 6582 Qo2 YHIQHL olcll 250l UR AWURA ool 21052
QoA B. Al 51910 UR WSlell sllell Ui vidla A Qe 52
8. 8582 Qo2 A YAuURD WA G oualell wBaYe WU
®

SL2AEL
. G dfRLariiier Rodlol
ARSLAEL :
AUl 1.34 BsB2 Mo2? o Yo €ls Bud Gl A D

. AP3R Moerell uRuHQHT LllnL.

Plotter (LclleR) e’ A AU(FsA Moz B B, As wadl dy WAARSs et WA

*__ AAW, AUHAW ual FAY L A Wlisel wolld B, 2R

- = URld Gu AAaat A g ol g AldlA elrau Guanoll

Wooflal plottersll GUAOL 52 ® s1RAL ¥ A Qo2 $cll SEUL

ay Hlel wal WssA V. Aol Yuaud GUaAL o5l Lo scll
M A D,

AN A

sl 1.35 wlleR
4. Projector (W%seR): UBse? As ulBeye B ¥ 5122 wload (A ua As
Aue AuWél wR Aol W gl Use 53 a3 B, UBse?
AL GUAL sl WA B ¥ Rl Yrd(Aullal 3uMl €38
(s A oAF B.
WRseell USIR:
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gl 1.36 WBse? o 38ls R Yol (CRT) UBseR
e (Alas Bred BxA (LCD) UBse?
o (e cise WAL (DLP) UBseR

5. ¥ls:
Alg0l GUAL sHRJ2RHL ¥ WS SLSAA L 2818 UdA
SIPA Al HEZ duAA B, A Ay duRal AHY
gelsclloll Aatasdl Y3l wd 8. A s1eul RR U4dd sl

32lal AALAL 32HL $Rcll Acll UEL 52 B.
» »

gl 1.37 allsR

2.7 bl

Q1. o{lAett Higl 0 [Aseu urie $:A
1. ol Asumiell 52 [Aseu 8otye (Scause] Gelsnl B?

A) Sl-cll§, HIGU B) ByolR, AARRs C) SAsAAs 51§ s, SR D) AUAA dHIH
2. 8l-A§ ad sl ysRell WAl et 53 asta B2

A) HOuRl B) sl C) sl D) AU dAHIH
3. Alo] Y3 oty 9 B?

A) Arithmetic Intelligence B) American Intelligence C) Artificial Intelligence D) None of these
4. 512U0 g5 Rl Astal A ysRell AHIA 9 58 B?

A) ¥ (RAM) B) AH (ROM) C) %25 Al D) slaal@ls Ausl

Q2. o{lAoll cltsel WRL B ¥ wWel A s&l.

1. ot gleclal clluRall HIZ WAL YsRell Ag2ARe{l %32 U 8.

sl-al8ui F1 ol F12 Ylloll Sl A §s2let Sl sdatdl A .

HafRs HuaAd $112J2R WURA (3386l (CAD) Aol $112J22 NI MUAUHL AU B.

2U Wlot dAURLASAlA lot UR (AN U AGELoll U 6RL 51122 U clldAlcd sal 1R
uRcletdl A B,

5. HIBS Acell Wl 8AsANBARS s Hl Soclé 52 B.

ogclloll

Ql. 1.D 2.D 3.C 4. B

Q2. 1. vﬂg (False) 2. W3 (True) 3. W3 (True) 4. W3 (True) 5. Uﬂg (False)

> oW
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YsWL-3 : HISHAS2 QoS 7 ol URBuL

YUrcllcell

3.1 (Ae8123-2007 A UREDL R URUA
3.2 [QeSlosell Qs

3.3 (AeS1 7 32521U (Desktop)

3.4 A2 (Gadgets)

3.5 2180UR (Taskbar)

3.6 WA Uls (Aero Pick)

3.7 (& Aoy (Start Menu)

3.8 2GR (Toolbar)

3.9 Awdl3alet aisoiRMl Ulet (Pin) s¢cll
3.10 alldl$13alet ARl (Notification Area)
3.11 SLAAL iU (Dialog Box)

3.12 AU

Geal

UL AsHoll weAU sl wle AN oA weudcl Yealll @A HlddouR usl.

o [AeS12 7 58 AA URAcHl Wl AUy Aol 3ecll wgM & Aol (A YaPs Axey
Anal.

o [AoS123 AUREDL RIReMoll YEL YEL GUON Bl ¥ 2RS0UR, W& Nof, 2AUR, Ulgl¥alat
AR slAALL sllsy ddl? (A My Anael.

o [AeS12 7 d282U0] ASAUGeS GlEAT, 252 Glotlclall WA gAUR 56 A (3@ sall A i
sl Ancal.

o [(AoS12 7 oll B2cls atall SlAR, Ball 3 AA Uls wal ARe (AA Wl Raaql.

o [AeS12 7 BUREIDL RieMo] sllaiH Auctat s3] sl

3.1 (oSl 7 20URE0L Ren ol uRua

QoS 7 AWURDL Rired WESHASR Rl Udadd 5122 HIZ slotlacldl vl & wal 2009 &l
AURIAML B. A wOUGslL (AeSlooll Aol sl Ul otcll YAl U B. (Aol 7 YuauA AQ wgR
(Editions)Hl wQ 8.
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WAL (Ultimate)
Yl¥9lelcA (Professional)
8H (Home)

(QAeSlos 7 @M gAML 32t YRel, AckReUUs U AedsPlell 3ecls SlUA aell, ® NHAolcd ua
N2 WSl WA B; w2 A™ Bl Jeclls AH (RHA) SlH ASlaetHl wAdl B, B WFAAc
ASlalotHl otl; wau? Wl ARAAHL el Slul Al B.

(oSl 7 BRA\A sRcll HIZ o{lA Yosolof sl§AR vllags .

o 32 olle waal 64 olle 1 GHz waal ay BsUl YRAXUR.

o 32 0lle W2 1 GB RAM 4al 64 ollz M2 2 GB RAM.

o 32 0flc W2 16 GB &l§ (335 uUA 64 olle W2 20 GB &L8S1ks.
o DirectX 9 A(3sU SlaUFU WA WDDM 1.0 AH&cll Udloj glefalR

3.2 [AeS1 ol SAsl

olldt dl2U (Bill Gates) U WA At (Paul Allen) A 1975 i HIBslAge srudll ewollelZlui 23 s3l.
RURKLE WA AUAIN AU [QAoSlotl ollA Yostloll clddel %Y sRAML Ll §cll.

HEslAs2 (Aodlo3 1.0 Hi MS-DOS il $HIsS 28U scllal UEQ
SlBURL 1l sal HIAL Blot” WAl "[AoSl” U HIGHU WA uad
GAs sA Acll YQAul ol Axx QU SIBet Nof, WAWUR Aal
SLAAL Gllstoll GUAIL YOUH HlRLell W clluRall HIZ U0
ecdl. A (Aol A Sl c12flol uy s 6 AU S
NalxNoe, USe2, ([Aodl AR, olleUs, desyAer, 5Ass2, SAlS
Wl ASHall URL AHLALL SUHL wleA &l

UL (AoS123 BOUGBaHl Aot 5l ollulat Wl stHo(3l, 16 290
U Welcdol U35 WA YURA WSSl YRAcd &d. AHl
YOUH Aa%R, STA Na%?, wWal [Uoz Aol Bal YIUH wa
ay AeHall UHLAA 5A &cll, AHl dleas AWe ual ol

ALl ad  adfel yuA clal@sdl
1985 1.0

g 1992 3.1

(21558

S
1995 95

QoS3 95 32 ofle AUl ReH &l BUl So2rale, slad
U aea(5ol, AHs slsAR Ua WsRAR BoAlA Sl WAIl Wod
QA Yul, 1B, Aol 51142101 wa AeclSatell YylAut
ocdl. W YuHAR Al Ao, 2RSUR, RS ceol, U €35 (AoSlal
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ALl ay  adlel yuaA cltal@lsdl

!'U 2001 XP

@ 2006 Vista

2009 7
Ry
\J.f

i

2012 8

Aass , AsRAHUESRS WA (AoSla 6l ¢l vleat &l

(QAodl2s 98Ml 51122 Aol Foeale URYl ay uetdl el
Ancl astcdl sl Axs DvD (B3 ua Yelaid RAauct oy
(gRell) 1ol YAu ua Youua Bsuedl udt sl 5As
Ao GlRell AHLA SRAHL Ll &cll.

A »sUl, ARl A Wk [Qogud Baget urladl uRélol
Rred ocll, Bl wUé Ao, 2RSGIR U Sclcd Vol ecth
(@st§, B2 @R, Ycll As2 wa BPed 12, Axle 3wy,
A Aosllalet @M U Asclledt Aec($ol AUy clUAY
Azas, (Aol AR, e R Bl YAuRA sdl.

AUl Moo Y&, YrR AsBe sopld, olle AlsR sl
Wosllalel, AM olg RUE weot AR 35 el Guctou odl.

AUl ay ela, ds2U KUSS 20, ABe AR AAGS GlR, ¥52S
U, %u (@Qze, U Wla, As A WU ol YAu wAd B.
AlBatotal alrsuRUl Yot 531 astal 8, ust Aot
day ARl woladd Mey Aadl asia 8 dal oldlglaet ARl
ames AR Uls wleet udcl 8.

A Al ol Bulel YAA B, UL UG Ul 2Aslotell st 531
AslA B, AUl [Aedl RNR, 5AIBS WY, old 21ks AR, Wedl
cAlARU (3%052 el AHA ScUHT e B.

3.3 [QoS12 7 338521U (Desktop)

Qo817 23 U oLl olle A YUH B Wlot 2ullad B Aal 382U 58 B A wislA-2.141 e20dct B.
AUl 2RSIR, ASAUGBeS RN ¥ SHAR, WSSl MUl WEse Ul dA UAE s AB2 ARl
AHLA AA B, A AU AL el el ol (AN (Aot uHes Aclly.
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Al5LGes Ay ARe

(EEEEEERRN]
Monday

28

April 2014

1\2 i
0 2
9 3

3

4
76 5

P B
L Ll

=[5 1 )

clrsOlR

Augld 2.1 32l

_
12:57PM
4282004 |

WBS\el Icon

AZULAHL (AeSl23 AW HIA AT sAGlotoll WBSlot £20A B URG AR Ao GUA( MBS Bl ¥
S1R2R, al2ald, YR Sl SlesR, seRlc Uotcd o{lA Yool BRI ASL &, Boll UR sUA (5As sl ¥

A SEsR, SlSA WAl YUH WA 8.

ITETENEREET]
Monday

28

April 2014
View 2

Sort by
Refresh

112
2
Paste 9!0 L!
Paste shortcut 8 4
5 Shared Folder Synchronization TG

New

B Souenrmtuton Lal =l
) 107
B | Gadgets R
( alize "

e
r‘1

m u:;:] @ﬂ[ @ @ 7 ~ I 3l e |

4/28/2014

AlglA 2.2 3zs2lU 2liése Ao
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3353U ol SlBURL @Ol UR MG/ oMUY vleol (5AS scll ulglA-2.2 Yxolo] As Wese Nof WA &
BUL Personalize ([AscU UdE scll uglA-2.3 Yool QoS vUet &2 B AUl Change Desktop
lcons URE $Rcll (A 2.4 Yxolo] stAADL cllst WUl AU B, Uil B WBSlol ATl 8o A
RAse ual B ot ATl A A Wot-RAs2 531 AslA B. OK oleat gollalcdl dHZl Uriedll Yol
St GRRAY /ollsoll e B

(RENEEEEEEE]
il

O‘Of@ » Control Panel » and » i <[ 3 ][ Search Control Panel e 2 8

@

Control Panel Home 5
Change the visuals and sounds on your computer April 2014

Change desktop icons Click 3 theme to change the desktop background, window color, sounds, and screen saver all at once.

Change mouse pointers

Change your account picture

Unsaved Theme

Aero Themes (7)

Seealso Desktop Background Window Color

Display Harmony Sky
Taskbar and Start Menu

("]
oot st A coms Contor ® Troubleshoot problems with transparency and other Aero effects

oEe Do e ® o
Ug(A 2.3 32U Bt KEC

= Desktop Icon Settings @
Desktop lcons
Desktop icon:
: Recycle Bin
[ User's File: [ Control Panel

[ Network

A h @ 1

Computer HIMANSHU Metwork Recycle Bin
ffull)

(empty)

Change lcon... ] ’ Restore Default

Allow themes to change desktop icons

(oK ][ Camcel || oply

AUlglA 2.4 3zs2U WSt AR
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Ul Rataell wsslet olotictal M2 olA elddt IAd AU Eld. B dHR WSS AsACsl
Aése ololladl sla Al gl 2,540 ealcau Yyud @1 Aojuill Microsoft Excel 2010 YloUH RAs2
531 WBUe] wHQ oleat (5As $3| Send To = Desktop (create shortcut) UME $cll A wWESlat
$asalU UR Ll e B, L % A WA YUMol Ese olotlcll sl B.

ITTTERERNTT
Monday

Troubleshoot compatibility 2 8

Unpin from Taskbar April 2014
Pin to Start Menu

Restore previous versions

112y
0 2

Send to |, Compressed (zipped) folder
Desktop (create shortcut)

Windows M
oft P her 2010

¢
(8] Microsoft SharePoint Workspace 201
(W] Microsoft Word 2010

1/ Microsoft Office 2010 Tools

Ug(d 2.5 2lese olelladl

0l591Ges N (Background Image)

A5UGes SNY GEAC HIZ WIUG WUl (AglA-2.2 wal uis(A-2.3) YHIA 382U UR HIGUg]
WUR oot (5As 53 2Wése Nojuidll Pesonalize [Ascu Ue $3| Desktop Background RAse sl
ulglA-2.610 eallcaul yriQoll [Qodl 3uUet & B, BUL o{lA Yxololl [Ascd WAL Sl B.

Picture Location : Browse ¢2ol £ollaldl dA i QsUR ¥R UAcll 8 A fles? RaAse 31 a8 ol
UA A SlesUL A QsURe ([Are o{lA A sl .

Select All : $lesHl AUAc ol QsUR RAS2 sl HI2.

Clear All : 8lc5M1L WAA oLl QsUR Wel-RAS sl HL2.

Picture Position : (AsAR 5¢ 3l Bwld A URlE sl HI2.

Change Picture Every : %l As sl dy Qsu2 RAse sal sla dAl QsUR 32cll Asos, Rolle wacl
sclls Ul decld A RAse sl

Shuffle: % As 5dll dy QsuR AAse sl dlal Al AsAUR s <R eallaal HE2.
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GURsct (Ascdl ude 531 Save Changes ¢eol ollalcl A Ad UL wll B el UE s (Ascu
WofAUR ASUGBS WA T HEAA O,

@Qv‘" <« Personalization » Desktop Background v | s | | Search Control Panel pel [

Choose your desktop background

Click a picture to make it your desktop background, or select more than one picture to create a slide show.

Picture location: IWindowsDesktopBackgrounds VH Browse...

4 Architecture (6)

) 9 W
" A all~ |
[

,J/

4 Characters (6)

[ 71 [/ 72! . &
Picture position: Change picture every:
30 minutes v | [V]Shuffle

Zees\ || Fill v

[ Save changes ] [ Cancel

U 2.6 352U AsAUBos HEA]

3.4 A2 (Gadget)

(AoSls 7 1l ABe As Acll atloll AcllBalot B B Aol clRaR HeAlAl HEAl Bl 3 UM, 512 ol
GURAL, UMAUR, scllMlol ddR A Anclal Mol YAul QA B, Al uellatrk A A2 (Applet) URL sdclld
8. vglA-2.7H0 5QsS2 (Calendar), 5AlS (Clock) el (Aol M2l Aoz (Window Media Center) €20Ac

POl 5\ oly scl HIR

ARe of Aot sal 12
OB WAL HLe

Al 2.7 sclls AR UR HBU Avl
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Pagelofl €—— day e wlal MR Search godgets L ~|

Currency Feed Headline

Picture Puzzle Slide Show Weather Windows Media... ABe llual
wgl cdull
Weather 1.1.0.0 My Microsoft Corporation

A ©2009

Windows Live ywww.gallery.microsoft.com

See what the weather looks like around the waorld.

\ ARee] aglet

Read the privacy statement online

A Hide details <— 3_3301 C{Qic'l gulaal HR & Get more gadgets online

Aug(d 2.8 AR

AMeal dsalU UR ealldal HIR 3wAU UR HIGUe] AHQ ol (A5 scdl Aese Nof WA & wuiel
Gadgets (A5cU UAE sl wg(d 2.8 Yololl SIAADL llsA WA & BUL B ABe AT 8lad dell UR sulct
EASs sl A ABe dsAU UR GRS oA B.

3.5 clR§0UR (Taskbar)

UHLoAd: 21R501R0} et d2slUHl Wl olAotl U Sl B. (YA A 2.1) 2RSUR Ul ot
UR 8l%R A el HAAl 8l 8. 21R50URA o{lA Yool [Aelyd scUHL 2l B,

(1) RUE oleat : Ul (A5 5cll % wIé Ao WA & Buil A @Ascuiel wuuell 3Rl Yosolsll
A3 et 3UBL ude 531 ASIRA GlA Ua staAllAA 531 wslA Sl

(2) (A5 AU AU HEA AGR : ASl WU el ual AAZAst WUst 531 B Aol sllall
B EWLSAUML WA B, (RS a3U) WA dal w3RaAA Yol wud Hsuell ol ual
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531 ASlA SlAl. AHeA A (AeSl)B BRAA 5cll % Aol WlB3R, ABA WA <R ARABUet
2RsGURHL ALl 2 A ol Hadl aa .

(3) wHQll olly vdHl Rren 2 wa 32 e2ld B, Aol wlla o s1ye: Aol AU gt
gldc 8. Botlell wys st A0l wa 8. el.d AU duRg ¥ ualsg

2lrsollRo(l Heedl AAAZBAA A3 wadl AR 3l A sl

AURL B AMAFAAHT sIH $3A A A ARAZAtoll BB\t 21RS0UR UR Blall HA BD. A8l ul
UBSlol UR HGAR AsclR (A5 5319 @ A AMAZA ARAMss Uy %A wua 3l (As 5319
Al AsALHeSH aue 2.

A@A¥Aot AAHss sal HR ol Ad B: ACAZAAHL alefecotiR Ml ¥ HRlloly ARl ¢est WA
8 Al Ul MAAHER of cleat WA B Aed @il Ul 6As 5319 Al A ARAHss U s 8.

3.6 AR Uls (Aero peek)

328U lal HR : WA s fluRell Heedll dR AN RUR 352U B A5 Ol Aol W2 uislA-2.940
galcall YHIQ dHR 21R5GiRell BY WA Show Desktop ¢eat £l Bl oltll (Aedl MRS
% A 352U EWL, 53| Show Desktop tleel £ollelcll oltll (AoSl BH ol Ax wedl Buual B.

AN
Monday

28

April 2014

| 12
|2

00 e [ T e
A5 2.9 Show Desktop 2t
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W Ust (AosSloll ey oAlal HIR @ w2AR A5 5cl AUR (AodSl WAL 8l RUR AR 2REGURML AULACL
B A (AoSloll Sl UR HIGH AVl A auslA-2.10H1 el YA WHASAH d3F A Asl ©
Bl Aul 9 Al e B Aol vl AUA AMY Aol UR (As 53 Asl RAse 531 Asl &l

[wll'ld & - 01 Document2 - Microsoft Word - g
Home Insert Page Layout References Mailings Review View Acrobat o 9
= . @ = 4 . 24 Find -
(] - ShrutiBody €S~ 11« A° A7 | Aa- | &) 4 T | aaBbcene| AsBbeede AaBbCi aaBbce AAB aasbee acsbeen R % & Replace
Ba cop %
Paste - - b, . il Change
¢ Format Painter B I U -abe x, X B2 . A &3] fNormal | T Mo Spaci.. Heading1 Heading 2 Title Subtitle  Subtle Em... Sme:{ ¢ Select~
Clipboard Font Styles % | Editing
E Teroroos R L L I L R T R R R 7]
3
. Microsoft Excel
-
- z
o

14:22
17-04-2014

SRR

gl 2.10 Aell3atotell waAse [ey

El.cl. AUSAH HSHA dS A AsAA YA B Aal Ml AU s 53] 6l ¢l A AsAA
STl BBHot UR MBA AE el doll () Bwlad & Botl UR (5AS 5cll WsAA A Uat Al .

A3l youl ustAl

/ 1. 32U UR Soglcd UotColl weSlel GARL. \

2. A$AUGeSs MAsAR ARld MRl SlesHl WA AsARA A2 53 A 1 RAolle e QAR

Wedld ag ARl 5A
3. 3®2U UR CPU Meter A2 GHRL A £ s
4. HWISsRASE ddqj ése 3s2lU U GRRL

5. ReHoll ARlH A UHA HEAL
\ 6. U] ARH 80% A2 S /
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3.7 L& Nqj (Start Menu)

w@le Nojoll (weet) Ueeddl s1e? Wi, sisdt, BRs23l (5les?), AR, BorAlAst cdR Wil
AslA 8. @l Aojell wud Ul uiedll Yoololl AAZAt uet sl Slat, 1R ol $q
alal, 818 Ul st 3 (3¥sedl ucll 82, ol Slog ElHA sRcl Sl AR Akl 531 2slA .
1e Aoj 2Rl A Asdlae 53 asla B waudl Al A Ust 531 AslA SlA,

1. slARse HIGUe(l (5AS5 382U UR A 2UE weat UR saledl A Asdlde A B.

2. Sl-ollSul wWAd é 8l UR As scuell A Asdlde wla 8.

3. Sl-ol8ul sloll oy WAA ESC (ABU) dal CTRL (so2lcd) Sl cial As AU YU 5l ¥ A
Asdlae aA B.

S Adobe PageMaker 7.0 »

(o HK
|r_:a Microsoft Office PowerPoint 2007
I Documents

Py Adebe Reader X 3

a— Pictures
WZE | Microsoft Office Word 2007 ’

— Music
|22 Microsoft Office Excel 2007 v

B Games
,};/j Paint »

Computer
E TeamViewer 8

- J MNotepad »

Control Panel

Devices and Printers
‘ Vedafene K3800

Default Programs

@’ Yahoo! Messenger
= ? Help and Support

¥ AllPrograms

|35¢r'-' programs and files ,D|
Ll il andg i

g 2.11 2218 Ay
RAENo] AsZlA2 Uctl % WUR BE(A-2.11H1 A8 2ASIA 1Al AH MUAL WAL 9L v B.
1. @& oleotell BUR % Search Programs and Files (AscU olal HA B. U8l B $8A, YUK,
(32523l udl dlat Aoj oltd dwtclell ® A $18c, [32s23loll el Nl WU W B.

2. RIEAML All Programs $3lal [Ascu Ul 8 AslA Sl Al 6As scll ¥ s1Rjeul Bl
yel A0A3eet WU Bl 5l 60 Aoll auel ealld &, Axill MU B ACAZAA MUt
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sl 8 A WAllBael UR HBYU gl AA cd8 »8 Ase (As sclell wacl S1-60§ Uetl AR
olzotdl RAse 531 Woe? scledl A ARAZAA AUl ARA O, WeA@ Al ProgramsHil U
wUR(l 23Rl Yool (5121l 6 A Yaol) ARABAct A Uat 53l sl 531 wslA Sl

3. @& Aoul 6y scARwll Ugldl wHRllolly Aol Wl YAl AUAl B, Ul SlsyRoe,
Qsud, 1ABs, i, @2, 53 Uoldt, Bausy Aes [Qodlol, Bflee YoH, dcu, 22 SIGat
AR (Ascu Blal HO 8. Uil Ul As Ul As [@Aseu (A uxA.

Documents: UMl A AU B Sl UoURd 533 ¢l waal Al RR s3AA Gl A s
(381c2 Documents ollHoll SESRHL @R AR ©. %l WU AWssH WA il dlal Al & WAL
U LR AU D otdldR SsYNoe ollHoll SlesUlL % AARA a2 8. Aol atel wuga wel
glacuul wA B, WA B A slectal weledl Al o wWust 530al s1d 54 8lat Al 531 ASIA Sl
Music: Ml A 518 ABA 8l WA Aal SIS sl 8l Al A WU (lad 38lce) 1»YBs
ollHoll S1ESHL % AARA Ul sl B.

Games: AR UQ AUUQ (Aol 7 B s3A ¢l @R (B8 uYys ™A srejeul 2R
(RAUE) a8 A B. A UAHA A wtll ¥ JUA Games ollHoll HESAHT BARA UAA Aol HA B.
Computer: Al wdlRle] 2 WA Computer. ((AoSloell WALAell cAdbelHi A My Computer 313
WAL &) 2L A BUURLA 32521U UR UQL lall HA 8. B ws(A-2.12M0 ugl B8 wslA €l

—

»
Organize - System properties Uninstall or change a program Map network drive Open Control Panel 5=~ @
-~
W Favorites — # Hard Disk Drives (3)
B Desktop Local Disk (C:) Local Disk (D)
I8 Downloads w — | 2
s 110 GB free of 152 GB [“:3/ 15.1 GEB free of 152 GB
1= Recent Places
VIMAL (E:)
. T~ = |
& Libraries _| < 11908 free of 161 B
[F Documents T i i
N . 4 Devices with Removable Storage (1)
Music
Pictures >
& . DVD RW Drive (F:)
B Videos =
4 Other (1
& Homegroup i M

Mero Scout
1% Computer B System Folder

&, Local Disk (C)
= Local Disk (D1 7
HIK-PC Workgroup: WORKGROUP

- .I'I Processor: Intel(R) Core(TM) i3-2350M CPU @ 2.30GHz
| Mermory: 2.00 GB

Aus(d 2.12 s1eR
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o AR s1RJeRHl § B A Bsul lal HIR el GuAldL wA B.

e COMPUTER UR SOld (5As scllell A AUl Al 8. BHL AUUD S8 Aol S1es2 e Al
gl

o ol BER RWaU GlRHL Sl Bose (SIBCU Wal HEsR) © Ual A decll woul A% B A 2l
8.

o SlBUGL SlESR UR sud (5As sl Aoll 2ieR 9 B A e2ld B.

o U AU SlBURL HBA BUR soldd (A5 5cll A el g HEA sa & A gald B.

o SLSSIRSHUI B2cl euoL usaAl B A e sl B.

o €35 AWML (SlasHl) st 3l s B, 5652 ® A A AslA Sl

o €35 SlasHl el worll vitcll ®, 3ecll ol (AL o8 B A Ul Wl HA B.

o As Slrsuidll ol Slas (svd) ¥ slesHl stecd ¥ (3¥sedlell Ul sl sl A ARkl s3l
AslA B.

o U HBUR SLBA ¥ Slesell il oledall dlal Al eec{l asta B.

e SlBULL S18A 3 8lesRal £ (Sldle) sRal sla Al ARactedll 531 asia .

Control Panel: A&l AU wg(A-2.1311 BleA glal Au siejerell Rreuul uRl dul 3912 sal
aal Al 52l Volcoll UL scUHL AA B, Aloll HEEl WU otall Slog B 53| ASIA 1A,
Qo2 8 531 2SlA Gl S8 WAUHA £ sl lal ¥ UaAtRAA sl alad Al 531 ASlA A,
$2s2lUa] AIAUGBeS HEA] Slal Al url slecll aslA ¢l

View by: Llargeicons ¥

Administrative Tools @ AutoPlay
}& Backup and Restore "TT& BitLocker Drive Encryp:cion I f' Color Management -
@:‘] Credential Manager l'L Date and Time [@ Default Programs
@ Desktop Gadgets & Device Manager ‘i!_hﬂ Devices and Printers m
! Display @ Ease of Access Center Flash Player
, Folder Options h Fonts ‘E‘r Getting Started
Q% HomeGroup wg Indexing Options IJ;i:g:) Graphics and
@: #?:I:?O:;a;;d Storage Internet Options ._E(‘.’ Java il

Aus(d 2.13 soglct Aot
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(a)

(b)

(c)

(d)

(e)

Fonts: $3lct UolcAHl $lod ollMa] SESR ol HA . AU SlEURL oldl Slo ELHEA scl &lA
Al ya FONTS ([Ascunl og ud 8. Aui uddel o [QAesly sordld scdl cama o WU
wUYs Sloz Blcl oA B, WGl AofHl BRAA ollHo] [Ascu UAA B. Aol BUR (AS sl
UURA YD O 5 sl Slo BoRRlA Scll B, L HI AHUUQL 0L WA AMUAL % olall SloeH ELHA
ALY WA B,

Displays: 2l (Ascusl Heeell AUUA 382 U] ASUGS AN ALl cecll ASIA SlA. 2 GURAd
UL AU AR 5122 ot Sl Aol s AHA Yl 5142 UR ab sl ol A sl NAY
WOR Al §l3l el 2 Ag A2 59 slal Al Ul 2dlell Gulal s3I0 sl B,

Backup & Restore: 3l GURd s1eul ¥ it HRAlal 28§ ofloy oud wudl AUA
82, Al MR Asuu Aux w3RaAA Yol Ml wel steeul cladl sla Al A weell
RRRe(l YAl ual 5 AolcAHl Al HA B. B Backup & Restore c3ld Boncllil wd B.
Date & Time: R2H 32 Aol 2l A2 scll dlal dl Wl [@Ascuni ol Hadi Date & Time oll
Guallol sl A &,

Devices & Printers: 3l [Ascuo{l Hegell WU 511222 AU WA (ASIQL) A ALl BU 3,
[Qo2?, 35, Welk AR URA Ll B2t 831 2ASIA SlA. (sl 2.14)

Add a device Add a printer = - (7]

4 Devices (1)

HE-PC

4 Printers and Faxes (6)

Microsoft XPS PDF24 Fax PDF24 PDF PDF935
Document Writer

-

" SendTo

Ly 7 items

As(A 2.14 Devices and Printers
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() Default Programs: (Ul AL WAIL 511 $cll HIZ WAL HUAI A(@Zatoll 3R 3l
A B, BU ¥ Aol GllBHR, SAaUsAHL 38R (ASIEMoL), »Bs-AslaA, 8-Asc HWsaal cdR.
UL HEZ AU AlssA YslRe] AR 529 Sl Al s31 aslA Sl Rl Gur wuad €35 st
HE AU % A2 53A B A % A[@Ft 3 Uot 53] ASIA 1A,

(g) Help & Support: W8l AU (Aol 7 AcAdBt M HEA Anac] dla A dcu Al qWe
@scusll 3BRaud ud .

(h) Shut Down: 3(A-2.15H1 ealcal Yool 2A2-5IBot et UR (5AS 5cll & A5 cllsA wlcl o B.
RH{ L User, Log Off, Restart, Sleep, Hibernate @Qscu al HA B.

Switch user
Log off
Lock

Restart

Sleep

IWE Hibernate

gl 2.15 shutdown eizet

UM A A o 5112 UR A scll AR HIQRAL SR ¥l Sl IR Welloll YA WL
R ool ollsaal Hiz2 AQRALY scloll w3RaAd Ud 8. ua AsclR olslr olsell s ugdl ol
B Welell Aes] Aol WAds Ul (log in 53) st 531 o3 B.

s1eRal g3l R2Ue sRcll HIZ Restart (AsCU AUAA B WUl Alt+Ctri+Del Sl AsAUA A AR YA
salldfl uel s1peR g3l Reld U A B.

3.8 2GR (Toolbar)

(QAoSl Ui 2R8GUIR UR MG ¥ weal (5As sl wg(A-2.16 Yyolo] 2Ese Noj 3Usl AU B
BUL Toolbars ([AscU UMUE 5cll AN 2RSGUR M YEL YEL 2AMR WSl 25l Bl AHY dM3 ol

2AOUR URL olatlcll sl L.

Toolbars 3 Address
Links
Tablet PC Input Panel
Desktop

Cascade windows
Show windows stacked
Show windows side by side

Show the desktop New toolbar...
Start Task Manager

v Lockthe taskbar
Properties

AUg(d 2.16 gAAR
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2AGUR GualaL
Address Address ¢ e Swnawg Jcom,

Bl 2AUR ol GUADL Sl QoS BUet scll A B, BHL slsul Ao AZA dvll
Woe? Sl enllaldl A AUAUE2 AHIRL GUGRHL 3 Uel AU .

Links UL 2AUR dHal Rl ¥alle (urleollell) Auiudeq] (Are olcld & Bl
5As sl A AclUE2 GUGRHUL A Uet AL B.
Tablet PC ez @ Coiﬁ-egng D.elcting glnltml .Joinéng. > ?f"|

Input

Tab
Panel

Space | « I =

Num | Sym [web §

ul AR AslAul galcal Yyl otcdt ol &, BHi Slell§all Guallol sal aolR
HIGU WSl HIGU J0L 531 gl 85 AUl aslal B, ¥ el 3l A B.

Ul SHMR dHal slsuel douHHidl 32U
UR ¥ Méseo] [Ae Ucdld B Boll UR (5As
531 A Yol AUt 531 asla B,

Desktop = Libraries

A HIMANSHU
18 Computer
€l Network

5 Control Panel

* ¥ ¥ v v v

w
& Recycle Bin A
@ Control Panel o
& Google Chrome ¥
|[El 68 @ =|(] Microsoft Excel 2010
1223PM |
4/29/2014 | |

>
Desktop o [mE T )

New AHRL 818 §lesell slSA Bsul AUt sal H wL [@Ascusl Guallal 531 sl 8l Bl
Toolbar... dA RAs2 s¥cl Slesell sl (Ae WA B AHY SlA UR (5As s3] Aal 3luet 531
sl V.

3.9 Arell3alet 2irsoiHl Ulet $2¢<ll (Pining An Application)

AR AN YUH dlR (Aoslos WlAl 6l IR Rl 8ozrade WAsUARR, (Aol HlBal 1AAR, (QAedls
ASALARR Bl YIUH 2RSURML ABSlol dIF WAL 8l B Boll UR (BAS 5cll A WU 3 Uot
A B, dR adRdARk GUAHL Adl & dal WM dR e watoll suRl ollygell 21Rs0URal
(At Hl [t 531 28l 6. 2lrseRHL YolH ol AatHiedll slsugt As A ealcll asia .

1. g 2.17-a ol @@ Nopiell ¥ IxsAunl A Yol uR o8 HIGUl gl GAs A Wl
lese NofHiell Pin to Taskbar ([AscU URiE A
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HIMANSHU
Sticky Motes

Documents

%

Snipping Tool

'i’_j Paint Open

Y % Run as administrator
Remote [

Pictures

5

&

Pin to Taskbar
r Getting 51 Pin to Start Menu

W)

Juter

I| Magnifie Remaove from this list

@

‘ol Panel

= Properties

.Q"‘ solitaire Devices and Printers
@ pgAdmin I Default Programs

> AllPrograms Help and Support

| Search programs and files e ‘ m

lg[& 2.17-a Aull32et Ulot 52l

2. sl 2.17-bHi e2lcall YHIl 32521U URell YIUH 2Es2al 2REUIR UR 39U 5.

OR°> - o € i T
(A 2.17-b Aelldatet Yot s2cll

3.10 «l8lgl3alet AR (Notification Area)

2lsuRl A3 R HRlolly UR AL AUBSooll UYeR ARGHAA ARA dAZ1F ol w1
8. AL UGSl UL 51J2R0ll 2 (A waal dl ays AR AsAN scllell YAuell 1l
gold B. AWed ¥ U B 2 UR HIGA ¢8 wSU Sl ¥ dRcd % doj ol £2(A 8. dl Axl AL
HIRA ugl el B, eld. asld-2.18 Ui AW GlA A, WUG ARJH 2 GUR HGUol ABe
6As 53 B A Ad €20A B ¥ Speakers 10% WA ¥ A Mo Ay 10 25l B.
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Speakers: 10%

(A 2.18 Aeyu

Ul ARGZ3AA ARAHL Bl UBl 2d & Aoll GUR sud (BAS scdl A WalH A Uet AU B ol
Aol WA AsouAA AR UQ WA B. El.cd. ARYH UR SUA BAS 5cll Ay 53t A Uot WU B,
dRllar R(Haet NRauMl ACAZAs ¥ YolMall dtlRl U8 sl dl wUys AR ‘<’ sl el
HA B, Aed ¥ 2RsuRHL ul ol3(E32et NRAL ollell US B Bl s YoM &l8ss sl 8. well <
WR (5A5 5cll A oltSlall Yol Euwid .

2Rs0R (A AU 2lrRs0IRA 352 Usll Slul ARaHL AeA ¥ stoll, wHQl,GUR ¥ oAl s
A8 o8 ASIA YA, 2lrsollral HIGUe(l Heel UUB USlol Rl olattcll 2l 1A,

(QoSltell 2uRA dNsaRl: AUURA WHR B B ¥ (Aoslos cll I WA B, (Yo U B) BB HEAA
B. A Uyl Aa A A ud 3s2U dNsclA S, (AoSlosad AWAUU dNsclell HIZ -l I Hlal
HA B. (1) ¥3slot ot wen) (1) dlscll @ss (Gell alsall) (1) UBS ol WSS ()5
al®$s)

3.11 SLAAL WllsU (Dialog Box)

SLRAALL sllsU A (Ao Rell clet@sdl B. A }URA 518 AAAZAA B2 53U AR ¥ 58 S8 3
Se5R €2 s AR UH YD B ¥ dHR VRWR SIBA ¥ §lesa £ 59 87 GURid AlAdael
Borelcdl 53 @R A YAoll A B BUL Next, Ok, Finish oleatoll GUAL sl U 8. AedA 3
S22 SIAAL GllsU HIRSA WURL AL AW © dAxy yldeud ygl o o siejer aonell
stdalgl 52 8. sludl sl AlAHss 3 AsAusns 531 astd otell uRd 3oL srauell dal WS
AslA B,

Al yould usiAl

/

~

=

AHIRL 512U AL LS glFcloll ol Al AT (A2 vlotlcll
2. 2RSGURHL AJU AR GARL
3. documents SIGSRUL AHIRL ollHo] G52 dallcl U Aal C:\ Hi SUl $A U Asl temp
ollH AU, 8Q A Slesral Belle 52 ua Raasa ollotiell ual Bclle 3.
K 4. Search program and filesell HE€l HIESHASE WARUWES o2 AL wal Aol AUt 53A. /
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3.12 ka2l

Q1.

Q2.

Q3.

1.

2o (Aseu ule sA

RLe oleat 32dl A Asdlae s3| asia B2

A) 3 B) 4

C)1 D) 2

51122 U1 Bl ULl HA UABRAA ¥ Iyl (§R) scll MR sl ([Ascusll Guallol el 87?
A) 53 Qolcd B) Rireu Uslct

C) $8A ol D) vl Asuw o8l

Ao [Aseu ad vuel ol YA
352\ Uoll GlsAUBSHL B SN Wl 8 A oAlHl Ul oL 8.

2REURA HuA GOl (e d sReHl weR] B.

2RsRYL A3 g2 AHQlowy AUAAL WSl UH S 33 BamaHl 2 B.

o(lAell cllsll WA B ¥ wlel A sél.
QoS A Ut el SUc(l WAL NURE0L ReH B.

2. sl oz ¥ Welkal BoAle sRcll 53t Uolctoll MeE Acunl QA B.
ogellell
Q-1. 1-A (3), 2-A (52l UalA),

Q-2. 1-QAUUR, 2-3, 3- ollR§l3alet AR

Q-3.

1-Wg, 2- W3,
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USWL-¥ : USSR (Aoslos NAUINR Ul RsyRE

YUrcllcell

4.1 (Ao AAUID
4.2 HIBslU R U2
4.3 a8 Us

4.4 3esARR

4.5 R4 e

4.6 RsyRE AR

4.7 AU

Geal

UL AsHoll weAU sl wle AN oA weudcl Yealll @A HlEdouR usl.
o AMi wAc (Gudl) YAl Vo Bl ¥ Aoz wal cAdUs (AW Al Aacll asa.
o RsyRI AR QA R Ancll asa.

4.1 [QoSlos AAUR (Windows Accessories)

(Aol yauHar Wbl AeRf oq @R oLl UR Slrsedl sl - ECCESTWTZ ;
alculator

HAOAl &cl. BHL AAU%, AYel dal wad ofly A SIRse3l wlal & Command Prompt
. . 2=) Connect to a Network Projector
HAdl &cdl. A auldedll AU oldoll YuHl AR U B Connect to a Projector
=i Getting Started F

GualotHl  aadl AMA¥AA Bl ¥ WBee, olels, odus, o Math Input Pancl

Yesydzr, Reen gt adldall e wa . B R 2wl | N

Rren Ascled Al o8 AH A AAUANDS ollMotl YUMi uQl % Remote Desktop Connection

i3] Run

AMAZAAML YURL AUy olcll olcl AMABAtol A el ‘f Sripping Tool
ALl uLglA-2.1941 (Aol 71l wAd NAUI» YU eldd B. 5 Sticky Notes
Sync Center

= Windows Explaorer

m

@ Windows Mobility Center

AL AURL AR ACAZ AR (A elA: (1) W2 (2) aASUS (3) [ WordPad

) Ease of Access

35y (4) WSl oled | System Tools -

4 Back

Search programs and files o |
arch programs and fil

ALs(A 2.19 (AeS18 AAUL
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4.2 M85\ se WS

UM A 88 UGl UsRe] Ax £lral HIZ waUcl %3RAU Yol Ags AL vl AN SURS
518 Sl2loUsU — QsUIML YS olloll olloll 5350l 3 WSIE[0L sl M2l ARAB2Actoll GUADL
sCAUML WA B, B USoe ALAZAt 33 wWauid 8. USoe AAZAotoll UHAA WAUIS ollHoll
YUHL sRallHl el B.

AUUA UBoe WAB2Aol A3 scl HIZ YU Start Weal UR (5As g U3 B. Ul All ProgramsHi
HIGH IR Al AU ¥ SIGet A Sloll Heeell e AdlA SlA. ol HWBUA A2 (5AS sl wUal
wul gles tua B, Auiell Accessories ollda] YU BWlA B, Al Bl oz WUUAL % ALAZUA
gullad 8. Auiell Paint oliiell AMABAA Wl B, sl Aoz Ul USo2 allHoll WAAZ2At B Ual
Ul B. Start > All Programs > Accessories > Paint

Untitled - Paint -3

= D DII:I ..=.lLIJ

size Color | Color Edit
- 1 2 colors

+ 15 100 1360 x 615px 100% (=) ®

Ulg(A 2.20 A2 Wlot Q-G

Ul ws(Q-2.20H B B8N SlA Al WSz WAAZAstoll 2lot A-GB2 dF BOHclHl W B.
YUY ASelMl Untitled-Paint ARG 8 Aal 2lgecellk d3ld AaualtHl wd 8.

ol cAlgatdl Home, View HUAIL AUAL [AscU Eulal B A AojollR d313 wWavianl w1 8.
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QoS 7el AMABAstoll dsHl 38R UAA Al HA B. WSl A WA UAI Aol UHFA 20
313 Al AUA 8. BHL Clipboard, Image, Tools, Shapes, Size, Colorsell ¥H1A2L AlA B, Ul
aslot AR AUA B Aal dHL 2lRsUR (Ascu lal 1A B.

UGl WUURL UAIN WAL 26 AM Ao (AN AW, WSl 18 Ao Eullg otell URG ALT+F sl
ulg(A-2.2140 A8 ASIA Ag Nof lall HA B.
@ (WS | i

"

T From scanner or camera
Py

d . .
Send in e-mail

W e

5et as desktop background
K

3

Properties

P
™|

-
.

=¥ CP
=

About Paint

Al 2.21 ASe2 Agy

New: 3UQl Utsoz ARAFAAHL o]l S8 olotlctall HI2 Al [Ascusl UL sl wA B.
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Open: U8e2 WAAAZAAHL olollAl $L8AA MUt scll HIZ ul (AsEUall GUADL $cUMl wA B.
ulglA-2.2241 AsA SlA AM As stacldllsH wlcl st B, axiell Ul s3Raid Yool stsa
RAse s3a BlUst weeal UR (5As $cliy $18ct A Uat Al .

7 Open’
= » b » P » o0 BRI )
Organize v New folder = B @
¢ Favorites = Pictures library .l
I Desktop Includes: 2 locations
& Downloads ~

“Zl Recent Places

m

. Libraries
@ Documents Select a file to
J’ Music Sample Pictures preview.
[E&5] Pictures =

i Videos

l@ Homegroup

M Com puter =

File name: VIMAL| ~| [ Al Picture Files -

I Open I ’ Cancel ] )

AL 2.22 A Uat SLAALL G5
Save: Uthe2 WABAAHL 51H 531 SlA wal A siHal AR (RAR) scll HI2 6L @scusl Gualal

sclHl WA B. Save scll wglA-2.2311 eallcall Yool slAAL st WA B. Wl wlatldcd
$L8Co] Weteolol .bmp (olle AU 8N2y) Sl .

Organize « Mew folder e v ®
P Fevorites | Ficimssg brary Arrange by:  Folder «
Bl Desktop Includes: 2 locations

& Downloads

= Recent Places  |=

. Libraries
@ Documents
dﬁ Music Sample Pictures
|5 Pictures
i Videos

Q@ Homegroup =

File name: VIMAL -
Save as type: | 24-bit Bitmap (" bmp;” dib) -
[+ Hide Folders| [ swe | [ concd |

Ulg(A 2.23 Act stAALL s

wdauBul s1ejeR ol Gualol 50



Save As: U8oe AAZAAHL HollAA $BAH AUl B Aol Aol WAL S ¥ oflost attHell slsctal Ad
scl Slal Al Al [Aseusll UL sclHl wA 8. Wl U png, jpeg, bmp, gif <R SHzHl Act
531 aslA Sl

] Sai
New VE as

| PNG picture

‘,a Save a photo or drawing with high quality
i Qpen and use it on your computer or on the web,

— JPEG picture

n Save 1| Save a photo with good quality and use it
L on your computer, in e-mail, or on the web.
ﬁ. Save as (2

[ ]

i .|". .
3
w Print

BMP picture

Save any kind of picture with high quality
and use it on your computer,

N &

GIF picture

Save a simple drawing with lower quality
and use it in e-mail or on the web.

~i
&

p  Other formats

i Open the Save As dialog box to select from
all possible file types,

o
|

Send in e-mail

Properties

=1
r Set as desktop background »
I

.jﬁ] About Paint
e

AUg(A 2.24 save As [@scu

Print: U8c2 ARAZAAHL $18c ololl o2l Ul Aoll MoeuiGe Aal M2 ul [Ascusll GUldL scHl
ula B.

From Scanner or Camera: (UQ 51222 AU WolR wUcl Al Byect 3ARA AU sal sl Aa
Auiell 818 Sl2loUs U2 AABAAHL cladl slat Al Al [Ascusll GUAdL scUML WA B.

Send in Email: W82 AAZUctoll Ut SIBAHA SIBURL cA(Scdoll 8-ABE U HIsAl dlal Al el
Guallol salHi ua B.

Set as Desktop Background: WIUQl UgeeHi 518 MsUR olollcd] B ol Aol 3xs2\Ucll ASUGeS 3l
4sqg 8l dl Al [Ascusll Gullol scUHl A B.

Properties: qHlol A UBee WAAZAotoll clotts, USOUBHL 3512 5 Sla Al Aal HI2 Al
(Ascusl GURDL seML AU B.

Exit: U802 WABAoiHill wslR ollsnal {2 il [Ascusll Guallol sl w1 B.

TITLE BAR: 2l82AGIRHL AU oflA YHIBloll WEAI WA G Blall HA B.
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Save: 3l 2 BUR (5As sclledl U WAFAAHL HollAA SIBA Acl U sl B.

Redo: 3l g GUR (5As scllell o AMABAAHL UG sUR Al 63 Aoll Uscl ¥ s¥se wudl
& d URd HA B.

Undo: L gct BUR (5As saldll Aug] sl 62 uRUEl B ylsa 531 ol A wugel e20d 8.
Customize quick access toolbar: 3l [@AscUo{l Heel WUR otcll $18A olollcl AL BlA. oAl
s8c AUt 531 ASlA SlA. sl Ad 531 AslA Sl Doz @S ASlA GlAl, Qo Al Ul
RozauGe 3q 2uld A Qoz Dy i B AR G,

UL GURAA AUl sl8ctal S8 8-A8c 5l &l Al Send in Email o{l Heeell sl aslA Sl
Undo AM % Redo &8 A3 B. 2uioll Aygell cllgsat ¥ B o lotot ALY Wo{lA GlA Axl RRauex
sl ® ¥ Aofoll oA &8 %l &l A Minimize the Ribbon 4 Show Below the Ribbon ol GUoL
R B.

S d 9 =[UntiteamPan
Customize Quick Access Toolbar
Mew
Open
v | Save
Print
Print preview
Send in e-mail
v | Undo
v | Redo
Show below the Ribbon

Minimize the Ribbon

Ulg(d 2.25 BAs AsAA getollR

2ol (A ABA: wEl A YsRall [AscUrl HOME A VIEW 20loll AMg lcll HA 8. Yy Home
ofles, WHL Clipboard, Image, Tools, Brushes, Shapes, Size AR 20tall uHeé glal HA B.

Color
L1 ]

""""" s d |/ OODLEA-| 7 outine | ==
] Resize i - A B(jn B(}/_\(j[:) <::Iﬁ = Fill T
A Rotate - | F 2 QP ID S OODS

Clipboard Image Tools Shapes Colors

AUlg(A 2.26 A2 2t
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B, wl slleHiall AU Sl 1l U2 BAS 5l B A AW Aal UM sAR6Al worll UR Ll
A 8.

Insert Object: AA$USs WAAZAML Wl aAf, AsAA, WARWEo2 ¥ o AAABAAH 51U 59 &l
Al Al getoll GUAL sAcUHT A B, 3l g UR BAS scll sejeul ¥l Watewdtol AfA3ast
URLA Buld B, A AMAZAA UR (BAS 5l Wlot UR Uat Al ® Aol AHl sIH 53l adls
ACABAAHL BGAS 5cll ololldd WoBse AsUs ARAZAAML ucll s B.

Editing YU: 3l YuUoll Heeel wud adls AAdaotoll wUst sISAMl Slsull Aot A AslA
Bl cecll Al Gl dul RAse 531 wslA ¢l

Find: SI8UQL SISAHl WA MM 25 20eo(l 02U ol] 2AcE GlEAA B IR l §R S B
3 S8URlL USRell 3282 5cl 8, dl Aol HIZ AU As As el letedl civdl Ud B ua
RURGLE AHL 3512 53 AslA B, BHL Yol AHA ¢1d B, Al UHA ol 63 A HZ Find ollHe] gc
WA O Boll Heedl U A5 SIBAHL AN A2ell WSy dlal Al Ul al [Ascu AUl qadAtdl
® 2o ALl AsA SlA,
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UL UR YuUM Al [@Ascu GUR As scdl wglA-2.47u0 ealcall Yorot As ollsA Ll o B.
RURGUE Find What AWA 8 Ul UGl % AE AUl sl d AGE Avlclloll sl 8. RURGUE AU
Find Next GUR (5A5 scll w2l Al 2A0E 63 Al A slsclse us w3, s3lell ollsl 2oe Nual s3lel
Find Next UR (55 5319], U A wURA As Ul As A e Al A Al slsclse s3lal ddladl
U BeA AA% wcl %2, ¥ cAsUs olidell ArellBatatul A ul 2ce AU oA B,

Find i

Findwhat:  UNIVERSITY
[] Match whale word onfy

[ Match case

AULg(A 2.47 91805 SLAALL cllsy

Replace: d$0s AMAFAAHL AU 58 AcE HEAD A Al dal HIS AU l el BUAL 5
U 8. el U adis AMAZAHL s 2A6E UNIVERSITY 8 doll 2o DRBAOU AW & dl
Al HIZ yuH Al A UR (5As scll agld-2.4810 eallcall Yoot As ollsy Ul 1 B. Bui Find
WhatHl UNIVERSITY cu{lal €10, &l Replace WithHi DRBAOU clu{lal dlal. uedl wudl sl il
Slsyotl B o 38R 5 8lal l Replace All ¢ieot UR (5As sl US B. Bl clul o 2AGEl
GECLY A BD. U UYS % AcEHL ¥R sl &lA dl AUUB Find Next ¥l Replace ®l2ololl
Gualol scl ud 8.

Replace &J
Findwhat:  UNIVERSITY
Replace with: DRBAOU|

Feplace Al
[] Match whole word onhy -
Cancel
[ Merch case

AULg(A 2.48 5185 Wos RLAU SIAALL GllsU

Select All: WUQ ct$s AABAAHL AUt SISl dHIH ARl RASe 59 &lal Al L gctsll
GUaoL scllHl AA 8. Al yuH ddUsell cdutel Al stsct AUt AU Ud & wA Al gH UR
BAS scll AHIM AWl RAs2 U8 s B. dal ollid 59 &lal Al Hiat vAse AA Sl Aal Al
HGUA (5AS $cll A ARl RASsAAHI HslR UBA AMAH AWl Buitd B.
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VIEW TAB:

View

Q Q +j|5 | Ruler ;W-ﬂrd wrap =
i +| Status bar 3+3 Measurement units «
Zoom Zoom 100
in out o

Zoom Show or hide Settings

AUE[A 2.49 3 2at

Zoom YUz Al YUHL U 518 woBseal Hlal WIUHL Bl 8l dl Zoom In [Ascusll Guallol 531
ASIA A, UA 88 BoBs2al alloll WUHL Sl &l Al Zoom Out [AscuUsll Gualol 531 ASlA
glal. wa 58 BoBs2a] wBeye g Al AR dl dirdlds tulla ¥g 6 A %l M2 100%
Hall Guallal 531 AslA A,

Show or Hide: UGl ddUs ARAZAAHL wYs Bogse HIZ 3ARe(l Axey R2olRell %32 usdl dla
B A AHA AL YUoll GUAL scllMl WA B, AUl 3N AUy R2AGR UR (BAS sl 2wugld 2.49ul
gallcal yorotofl YlAul Blotii wicll ot B, wa Ul WUl Ul 3Rl Yxolo] WssU HU
A wowse oloticll AR lA. gl A3 ofpladiauy) wose oletldl ASIA Sl

Settings: Wl YUol HEE Ul WUA AR 3ARe(l ER, 3ctRall wslR A2 531 ASIA Sl wl 12
2 UR (5As scll 2L [@Qscu glal HA ©. No Wrap A2A@ ¥ Ul e B dwigl dulldl 8l a
A R 2wl 8. B BslAHl A8 ASlA SlA. Wrap to Window 2@ ¥ U] cwl (QAoslell
ot YHIBL 2ullal B. A1 Wrap to ruler Ae@ ABIGL 3cAR6(l 2R vt ©. % wUUB vugld 2.50H
e ASIA A,

P Iy
5 | Id % ¢' = | Document - WordPad &M
Home View @

Q Q ']; | Ruler ‘§Ward wrap '|

i ¥ Status bar v | MNowrap
Zoom Zoom 100 -
in out % Wrap to window
Zoom Show or hide ‘Wrap to ruler
g ------- R 20 N 40 S A 7

DR. BABASHAHEB AMBEDAKAR OPEN UNIVERSITY, AHMEDABAD

DR. BABASHAHEB AMBEDAKAR OPEN UNIVERSITY, AHMEDABAD

ALg(A 2.50 Word Wrap

Measurement Units: AUBl 3ARGAR SUHL, AodlHleHl, Weeuul ¥ Ulsiuul slal 1A B. vusla-
25110 galcal Yool ul Yuell ASA YLz ue 531 AslA SlA U Axl yej3uU wigld-2.52
Yosololl 3R Hlall HA B.

wdauBul s1ejeR ol Gualol 68



E | I % ¢ = | Document - WordPad EIM
Home View @

Q Q '] | Ruler =H Word wrap ~
! | Status bar 171 Measurement units =
Zoom Zoom 100
in out %
Zoom Show or hide Settings

‘]_---.--‘g-‘-.---1-‘-.‘--2-‘-.‘--3---.‘--4---.---5--‘|---$--‘|-‘-7-

DR. BABASHAHEB AMBEDAKAR OPEN UNIVERSITY, AHMEDABAD

DR. BABASHAHEE AMBEDAKAR OPEN UNIVERSITY, AHMEDABAD

m

H*_j teasurement units -

v | Inches
Centimeters
Points
Picas

Aug(d 2.51 AN Yl

GRS SARFENRS ERRY RERERXRTRRRTRERS RS- RN CINRES S P RN ERNIC TSN N0 (I VA 1
----- 36 72108 - 444 480 - 206 - 252 - P8F - - 324 - 360 - 396 ke o 468 - 504 -

I " It I SO - | BEICIE S S R I

ma o<

Alg(A 2.52 el el Yl ealladl e

Al yould usiAl

.

Aot AL 1.5 A2 5A A dAHIRL WU A2 3y ealdl.
S BAML Aol AW Ay GARL

sl 516 AsuR GRARL.

S8 AsSU AGEA B S8 e A HeAl

U N

<

/ 1. d$Us AUet 5 el AHl AHIRA o032l 2sU 5A el $lESA mybiodata.rtf 3 aq\
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4.4 3eyaAeR

SesgAeRoll wlogoll UHAHL woly wldasdl 8. dasyAzell Heedll slsual oulldls, wasdléls
oA AUl wal AR AL 531 ASIA lA. (AeSlos 711 dctsyAzoll cdtllRAell &AL UL e
AslA A,

3csyAel Ust sl MR YaM wAE oedl UR od Ud B. wUe dest Asdlae ucdl Al
ProgramsHi %clll & el @l WUUQA Accessories ollHo] YU Wl 8. 3l YUML Calculator ([Ascu
oglal HA B. [Start = All programs = Accessories = Calculator]

3c5dA2R UR (5A5 scll MU 3A5YA2R AUst AlA B, B Alsld 2.53-a 1l e AslA A,
welell AUUB AR, dJRUSIR, eldUsR, tlecltsl ARl 531 2AslA SlA, URd % AUUG AssU
ysRell QAR sclloll Slat Al Aal MR el WA UAIN YSRell 3etsyAerell @f g AslA
Sl A AHL ARl ataLdZlRA 531 aslA 1A,

UL UAIL WAL YSLRall ecll 3ctsyAeR Blal HA & dal HI2 View (Alt+V) AofHi ¥q ud &, auisld

2.53-bul eallcall Yol AUAI WAL UsRell [Ascu lal HA B, Auiell U w3RaAld Yosolo]
@Qscu RAse s3lal A0 uReuH B3sudl Andl adlA ¢l

J Calculator [il_‘éjq J Calculator _El_lé
View Edit Help View | Edit Help
@ | Standard Alt+1
0 Scientific Alt+2
Programemer Alt+3
MC MR M5 M+ M- Statistics Alt+4
— CE C = ] History Ctrl+H
Digit grouping
7 8 9 / %
@ | Basic Ctrl+F4
L 1/
4 2 6 * Unit conversion Ctrl+U
1 2 3 - Date calculation Ctrl+E
= Worksheets 4
U ' + o ™ T
(A 2.53-a ug(d 2.53-b

UGl AU Scientific 3c5YAR UR (BAS scll % wslA 2.53-cHl ealcall Yyulo] 3ctsyAeq] A-
ulGe ULl A B. Boll Heedl U dstldAs QAL Sine, Cosine, Tan, Int, Degree, Logarithm
aAdR BsUl wal AR ALl 531 ASIA 1A,
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Ul View Aoui ollgl [Ascu ® Programmer view. 3csyAee{l deeedl Slsurl WouHa 2Ll
»sUl 53 Assu URRUH Anad Sla Al dal HIZ L %331 [Ascu 8. wgl WU Mod, RoR, And,
Not, Byte cldRell UL AR ALl 531 2ASIA SlA. % Ul wWis(A 2.53-dHiL A8 ASA Sl View
(c]) Aol wo [Ascu B. Statistics ol Heell AU 2glA 2.53-eHl A SlA A Aol @y
lal HA B. Wl AU uisslABell $52ololl GUAL ARA ALl 531 ASlA SlA, wuslAui vl
$59lot BUURL 1 ASlA 1A,

|2 Calculator Elllg
View Edit Help
D Calculator lil;lg
@‘ View Edit Help
|@)Degrees ~) Radians :)Grad;||£||£| ‘E| |£||£| e‘
L el fleflee fle = i+ oo ouse ouse oaee guoe oese cuse sess
|Ir1t||sthsir1 ||xz || n! || 7 || 8 H 9 || / | % ggae 0000 @000 0000 4927799 0000 @000 993&27
e 31 15 a
el son s | )| el 4 5l & ot |sn) e D
L f{somn [ ean [l | 2 ][ 2 J[ 3 ]] - | ‘ ©o T8 e e e = [
e o SR el )
v || ow ||moa|[ron [[205]] o || . [+ [ Gon | [no|[ror][ ¢ [ 7 [ 8 ][0 |[r]] %
5[ 2.53-c ®a==a |lou (0] + ][ 5 [ 6 Jlutal (=
owera | l(mn][ €[ 1 ][ 2 ][ 3 Jlof _
CL I [ [ e [ =
(A 2.53-d
r Calculator |
View Edit Help
[ Calculator (o=
a v View Edit Help
o & Select the type of unit you want to convert
[angle -
From
— s Enter value
. 0| | [ -]
e _0 (e Lo | s e | e | 70
| mc || e || was || e [[ m | = ool e ] e o0 | e _
[ e[ < |[re|[eo] Lz llello e i2]
s |éH;HéHZ:1HE£|
L7 ][ 8]l |l=| 2] nRaeEe
L2 )05 JLe Jlme]ime S
L2 ]2 ][ 3 [ e ]loen] wus@ 2.53-f
0 || || = |[asa
AU 2.53-¢

] NofHi Unit Conversion [AscU slal HA B. el Heeel U slA 2.53-ful e ASIA A
Yl soctdlot ofl slot. el WHQ cloyetl eotl Yur @scunl Yol wA 8 ¥ dil sl UslRell
YAea oledd B. L HIZ YuH ([AscU UR BAS 5cll WA HUAN A2 Ul B, Wl U W8]
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HIU AR (el edd 8. vl Yuau [@Qscu Area RAs2 sl U3 B. Ul olly csaul yd 8
HU AsHL B, BAlleadl ® ¥ o Qscunl 8. 2udl w8l AsHl B HIU AH 58l €A ua
Al AMGo2 el 53R Sl BilAH el Y@ 8 ¥ olly cwedl e2dd Hiual Aul 3UldRd
53R A B A 3UdARd ol cvlclle] B, AUl UG A2 M2 cullA ¢lal. B WA MeR cvllA
Sl ¥ dRcl o UL scllol WA B B U 2Us(A 2.53-gHl B8 ASlA Sl

@] NofMi Date Calculation (AscU lcll HA B, (Aloll Heedll U 2us(A 2.53-gHl A ASlA KA
32 3ctsyAalotoll lot.) Al wHRll olyoll @il yar [@Qscudl Yol AUA B ¥ ddR 58
Adlu, s HRA w §8 AU owlcddl 23 5l B A Alw Al ettt sclell lat B, s
olost [Qscunl Yyl A 8 3 dual §8 Al Ytlloll a@d3l sl & A AW cval wa .
UL, Ul ws(Q 2.53-hHl ol [@Ascudl diRlu A2 53 &, yad 1 A 2014 cdve] & ual oflostu
150 2014 AW’ B. Ml Ul Calculate UR (AS scdl 3ecll wsallSal gal dal 3ecll auel
AU & A gla B.

(A 2.53-i

2] Caleulator (ESHEEE 4] Caleuiator - [ESEE >
View Edit Help View Edit | Help
4! *!| | selectthe type of unit you want to convert ~ = | | Selectthe date calculation you want
2991 Calculate the difference between twe dates -
Area -
From From 15/05/2014 [+ To 15/05/2014 [E+
. 150 Difference (years, months, weeks, days)
Q| | [aees - %]
' Difference (days)
Me || MR || Ms || M= || M ° M || MR || ms || e[| M-
60702846336
— ||cao|| c || FE|[Ex0 — ||cao|| c || FE || Exp
Square meters - ==
A EEE AR EERE EETTT
4 5 6 || Ex |[Zx* 4 5 6 || Bx || 22
1 2 1) On || Tu- 1 2 3 On || Ga-2
0 Add 0 Add
AUg(d 2.53-g AUl 2.53-h
2] Cakulator - SRR " 12l Calculator [E=SEEET ™ ]
View Edit | Help EditHelp
Standard Alt+1
el Select the date calculation you want Scientific Alte? Select the value you want to calculate
Calculate the difference between two dates -] Programmer Alt+3 Periodic payment -
©  Statistics Alt+d
From 15/05/2014 (G~ To 15/05/2014 [E= Lease value
Difference (years, months, weeks, days) History CtrlsH | Lease period
0 Digit grouping Payments per year
Residual value
Difference (days) Basic Ctrl-F4
Me || MR || Ms || Ms || M Unit conversion Cirlel | Interest rate B2)
Date calculation Ctri+E
— || cap|| ¢ F-E || Bxp
Worksheets Mortgage
N
7 8 9 x x? @  Vehicle lease
a5 [ 6 |3z 4[5 |[6 |[5|[ze Fuel econom: w (mpg)
Fuel economy (L/100 km)
1 2 3 || on ||owa 1 2 3 Gn | |Om1
0 Add 0 Add

gl 2.53-

] NojHi Worksheets ([Ascu olal HA B, dllell Heedl UG ws(Q 2.53-H1 A8 AslA €A Ylae
soclodolofl Wlot Sl B. Slsct dly Al dlat Hslet I 531 Aot Al alat A Aol 2Ll
@Qscusl Heell drnctell 53l aslA €l
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UdHl Help Noj wuclHl ] B. Aol Heeell url 518 [Ascu wmeal Y3l da Al dal
AR A AE, AHA st Yal 531 aslA Sl

+ * + *

| DR. BAOU

CCC COURSE]

ug(q 2.54-a (A 2.54-b

DR, BAOU

CCC COURSE

(A 2.54-¢ (A 2.54-d

+ *

I | Delete Mote (Ctrl+ DY |

Aus(A 2.54-e
AUHLA A WU HAR 52112422 AU s1H 53] @ oA GlA AR 818 dda ALE Andl da R
Al AUUB B A ARAZAAML s1H 5303 SlAl R WssU YsRell slleclloll allual UojuRclle] slat A
aduld BURL AL LS e GuA( awa 8.
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RSl olledal B Uat sl HIZ YU LS ¢eat UR ¥q Ud 8. @& wea Asdlde actell All Programs
U el B Aol AL WUURLA Accessories ollHo] YU Bl 8. AL YUHL Sticky Notes ([Ascu lal HA
®. [Start & All Programs = Accessories = Sticky Notes]

W8l olled UR (5As 5cll (A 2.54-aHl tuia B Adl AAl scRell s UoRY{l Ll 22 B, wel
UH(A 2.54-a UL BBA A Aol QL @OL WA B, A5 + Asll TWIA B. B YUA B ¥ olcll E1Sl ol
RASAl sl Al Ul (A 5l % olcll WS ollext vl o2 B. B slA 2.54-c Hi A ASlA Sl
Bl clleunl ol X st 2uital B, waR ud WSl dledell ¥3REAd o 8lat Aol Al Bclle ¥
Aya ¥ g2 scll flal R Al Asll UR BAS sl (B 2Us(A 2.54-d Ui A8 A5 lal) Ul yd
B 5 AR WAWR Al Rlslolled g2 scll B Al Yes AUUY A dRcl A Rlslolled sl g2
AL %A,

UH, RS el AU B HEA dvtell 8la A cdull AslA. Bect YHRHL RSl e HsA
A2l YHIML Aal oloticll sl ¢l wH A A%TEL slRlHL AYs clloldl ALE AWML ASLAIU Ul

4.6 @Sﬂ'ﬂéﬂ AR ua Algear (Security Settings and Software)

Action Center: (AoSl2 BQURE0L RARH 58 UQL AUSURL R GRIR AUA A HIEZ AsAct Ao220(l
ag3Rauld Sla B. L AWsAol Aoz A Al woU B ¥ B Y&l AUoitll MU Al % Aal Hatl 331
WLARL d8 A B ¥ Rl (Aol el il as.

Windows Defender: (AoSl2 A2 AUD B\ 53N 1A R WWAU % AotlRUAAR W s2AR
(A8l Sl¥05R BoRAA UL A V. WURL 51J2a AUAARY sluldal wisll GUAL scUHL WA
8. URAAR AU ULl WeR olfl Sl ua ozale asl, ALl ¥ Slellsl asl ¥ woat A wuel
S1Y2Ul ElUA Ul 8l B A A Ul WoBlRUWAAR W2AR (AcdR Sl¥052 Yt o GUAL[ YRalR
AR B U AUURU 51RJgRell tlAULd 53 B,

QoS S35 A A AwadR Ul ¢l B. (1) e 2leH Y2sdel AR (2) QoS SlEos2ell et
53 AUAARY| s11j2al sulcll aslA Gl

User Account Control: %22 %R WLHHL 518 ¥sRe{l 3R sla B AR AsMe: sauA
AR sRclloll ¥ IR Al AHl ¥Rl YAsll wucle] st Y3 AsBo2 S (UAC) 52 O,
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GULslloll Rt Al & L 511 5 B, AUURA B A@SIA U sl A o A[RAs1A AU
Guaal 531 AslA ¢lAl. BU ¥ 8-Nect As scl, 1BY[Bs deng, odl SIsyAee olollaal cdR. ULl
ol Ml 818 As WUESIR ot Sl Al A Ust U Asd otell 3 Aul sl U8 Asd «tell.

Windows Update: (AoS103 3UREI0L Rieuul AetAe olcll olloldl uecl YIAlElHl YulRl daulRl
VIR Al GARA AUA A dlal . L AcuA % AURll WA clladors UL Qe dlal Aol AHl
UQL el YHUR-AURL ARAU AUl RieHHl elHet a8 ot Ag 53¢ dlal Al dal U2 [QAodls
wUUd2 [Ascu ot Avig 33 B, Fell A WWAUU JYURL-AURL AYsRL 53] A B Ul BRAA 531
A 8. Bl 51122 acll Riren WA U2 Wl 5.

Windows Firewall: 3UY] 51222 alzcld AU AsIAA dlad Al Ul [QAeslo slauRdletoll %32 usdl
Sl ®. WINDOWS Firewall UQL $112jeRoll 32l Ay HRla uod s1eell wacl wod

Yol A AN B,

Parental Controls: A(Hlo2l 3 WESIA WlAsl 511222 A WM WRAM AH2A ¢oUsAl dlat B.
AHARA [RIAA sl U2 Parental Controlsall GUL0L Ul .

U AsdlAe sal R w1 Ao UR (As s3 AW ollsuul wslQ-2.54 Yol Parental Controls
vl Aoz wUAL 2Ug(Q 2.55 i eallcaul Yool ollsy wicl o B,

- Seemore results

|parenta|cu:ur1tru:u|5 % || Shut down | » |

ugld  2.54
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(o 15 |
J 52 @ v Control Panel » All Control Panel ltems » Parental Controls - || Search Con... O

Control Panel Home

Choose a user and set up Parental Controls
Game Rating Systems What can I do with Parental Controls?

A\, One or more administrater accounts do not have a password. As long as an
administrator account has no password, any user can bypass or turn off
parental controls. Click here to add a password for these accounts.

HKAC

Computer administrator
Mo Password

m

If you want to apply Parental Controls to sormeone who isn't in this list,
create a new user account for them to use.

Why do I need an account for this?

%Create a new user account
Additional controls

If you want to use additional features like Web Filtering and Activity

Seeabko Reporting on this computer, you need to install additional controls,

How do Linstall additional controls? L&
User Accounts

ugld 2.55

TR W T W RS RN T——"9 e —
. S . — —

v@ + Contrel Panel » All Control Panel Items » - |$f Search Con... 0

Adjust your computer's settings View by:  Small icons =
£ NUBKINY UpLuns R UNILEIN OFAPTILS dru vieuld
Internet Options [EJ Java

| 2= Keyboard Location and Other Sensors
B Mail F Mouse
€8 Nero BurnRights == Network and Sharing Center
3 Motification Area Icons & Parental Controls

| BB Performance Information and Tools g Personalization

[ Phene and Modem 3 Power Options

| Programs and Features & Realtek HD Audic Manager
@ Recovery & Region and Language

| ™3 RemoteApp and Desktop Connections iﬂ' Sound
@ Speech Recognition @ Sync Center

|| 1B System u_ Taskbar and Start Menu

I Troubleshooting &5 User Accounts

l Windows CardSpace & Windows Defender
@ Windows Firewall @'Windows Update

e —

s 2.56

ulslA 2.56 Yol 5 NotcMl URL L [Ascu WA 8. 52 UoldHl L [AsEU UR Aoz WU
o s olcll [Aodl WUt Al2A B. B AlslA 2.57H1 Bl ASIA A,
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- -

@'\_)'L& € All Control Panel Items » Parental Controls » Game Rating Systems

CERO (71 Cemputer Entertainment Rating Organization
/ Visit the CERO website

EHETHE SR
Cornputer Software
Rating Regulation

( ) (71 Entertainment Software Rating Board
ESRB Visit the ESRB website

gwum () Game Rating Board
= Visit the GRB website

@ Computer Software Rating Regulation
Visit the CSRR website

m

() Office of Film and Literature Classification
Visit the OFLC website

(") Pan European Game Informaticn
Visit the PEGI website

’ QK H Cancel ]

Aus(d 2.57

AL A AU 512Ul As el AR GUAISAL Aol GUDL 5l Slat L AU ucoLel
GuAdIscllo] B dal WS AL SlsA lal. gl sauR Ul Ratasl ol Guaatsdia
wYs ACAZAA U2se sl flal Al Aol MR Yur dl AsMotall waad AAAd 8l %33l 8. uaa
Al AHAAR WU HEAAD AsA. gl WSl UABd ot sl dla A 818 uQl Al wucl o
o2 $21cL (el ¥ B. ol AUB Udeed $2lcR1A WSl HR(A ot AL 8la Al message GUR
®¥8a\ (SAS $cll Ensure Administrator Passwords 3 Uel U3, ML UG WHAS (RAUQA ALE ¥ A
Adal) et 53 ASlA SlA. B OK weat (5As 53R GlA ¥ dRed otcll (Aodl 2 B. Boll ueeell
AUMUG 51124201 UHRL, A ol YUUal A2 531 wslA Gl

UG WU 51122 A UM UGl UYL ol U A A ol A1 A2 531 AslA SlA. 58
A degf REL wUug A aissl 531 AlA Gl Al A WssU ustell AMAZA s112M0 WA
U Y5 AABA 2wl URL et (sLAAA) ot U ¥ A A oclls (wesicll) AslA bl

Al yould usial

1. MR wLtell st ofl L€l 18| olenl daur 82
2. We2d soald ol Heedl clSlotl [QS12A AH Hcllel UH olssl 53,
3 desa@edddl Heedll As AU WAA [SHdA olloa aR@zui %24
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4.7 Al

Q1.

1.

Q2.

Q4.

Ao ([Aseu uiie A
5csyAeRell UHIAL sAL YUHL sRcllHl Bl B?

A) AAUI% B) 52l Qelcd

C) Reu Uslcd D) vl Asuw o8l
UACe] Y3 olld g B?

A) User Account Control B) Uses Account Circle
C) Utility Account Control D) User Account Concern

wAR sHRfeR Azads U AsAA sl AR s1yeell Yyra U o(Actuiell ol w3Raud
¥l Au B?

A) slARAlA B) Bo2R0l2

C) d$ AAZet D) wHl Asul o8l

A0 [Aseu ad vuell ol YA
¥y olledtall yuLdal YUHL sRaUHL Al B,
Woe AMAB ML el ollHoll 2oL Kol HA B.

. o{lAetl cltsell BWRL B 3 vllel A sl

Vo2 WABAAML GlollAA SLBCA] Weo2Uol .bmp &l B.
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2 ECOM 205 (B)
BAOU ST el eo ECONMJ-204
Education WG58 W Uel

T JECIRE]
AARHL 514220t GUAN

p\E3les

oclls-1 : s1ReR ol URuA

AsU-1 : s1RY2ell uRUA

AsH-2 : WRHRA Gus:.

AsU-3: HBsASS ([QAodln WUERoL Ren uRu
AsH-¥: UBsAS (Aol AAUINR ua RAsyRE]
oclls-2 : d§ WARDL At

Asu-1 : o WARDLA uRua

AsU-2 : WPFHASE aall uRua

AsH-3 : SlsyRoeoll 2Uall

AsH-¥ : SlsYNoeoll GeUlEScll

oclls-3 : UsAle wal URe 2ol WA
AsH-1 : WGHASS AsUcal uR U2

AsU-2 : WFsASe AsUuc WaURs siad

AsH-3 : USSRASS AsUA Aot YlAuuul
As-¥ : HBsASS W2 uRud

AsHY : WIS UdRW SR Welclel YAl

ocls-¥ : SoRa2, a2c(Sol el yAlls

AsH-1 : s1ReR A2ad
AsU-R : Foeale URAA
AsH-3 : WBslA e 2B
AsH-¥ : YAOls et
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Ys0-1 : d§ WARDA uRua

UL AsHA weALd sl olle AR
e oS NARDLL UA Aotl glAERA (AN UHY Ancl

o ’919.@:0[0& Uf? 2l (Introduction to Word Processing)

S\5YNo2 dotlclall HIZ 51010 U Uololl GUAIL UEIA ol B. sletotl SASAAS JoIHT wURW Aol
clotoll €35 AU UACL 25a0AWell AUOHA AUURN WAl secdl & A Rldate B. s1ejeell
Heedl UM, AdAA ¥ Yacds 13U Aol Aole s, AMl 3R§IR scl dall dal YR sal MR
GuAHi Acltell Bauat o WARDL (Word Processing) c3l¥ AauialHl wd .

a$ NARLG yBaHi yJuad AwRlal (text) GUADMHL AclHl WA B, U sletoll S NAMA
(Word Processors) glRL MRl GURid R, vollal, us@l, stauoud, WA adlRell uel AaiH
GUADL A% BD. Ysd ExcAlASWL (SIsYAoe2lol) HIZ Al dAHIH Mol Gulell af YNARIDL
53 AUAL $11»J22- Ul HA cAS-YIRAMR (Word Processor) $&cUHl A 8. ccHlel df NAURL(
stlatdlall Gualol 531 wlll ARectedl G dJQlarl URlddl SlsYRoe olollcll asla B.

xAl@AMct Al Al 2lsuRAseRall GUAL 531 olotlaaldl MUAA SIsYAc2oll detottdl af NARIDL
GlRL dAR scllMi WA S\sYRozall dectis clet oA eallcal B -

o sllell ARA AL (Simplicity) : S AU WYSIWYG UslR Guctou dlat B, Kol ud B: “What You
See Is What You Get’. A, d§ YRAMR SlsyAo2 clatlaall HIZ GUAISHA URId U0 GUI
(Graphical Users’ Interface) Mt Y3 W3 8. Guaalsdl (Qotdl GRal aile WA declls 5As ua
A A uell o AdctSAl uuss wal WEAye sy dar 53 4 B, aoll, dadutet
s12J2R ot Sl-olell A% Flal B Boll 4l Wk s ua issisla WA ugll 3suell ua
ARl BRI astaA B, ul GURA Ul a8 NAUA el Yel excllaxloll dauR Hawl YRl wl
8, BHL wUAHl WA otyotizu MR 00 HRAl WA ceclal L AHAHL A6 £xclA
dAR sl RO B,

o YURIA AAslA (Editing) : WAscR SIsYAo dAR UY dRUl olle sAl@AMd ¥ algfuAaell
Heedl dar s S\syNoeHl 3R&R scll 5Bl Sl B. ul YsSIR cotllAcll SlsYRo2Hi Al ¥R
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scllofl 232 Glell Al Al SlsyRoHi scUML AUAA JURL SIsYRoeall Yedl dald B wudl A
SlsyNoe Yot: wlotlalelloll Mol scl US B, B st seloueels B wal AHAA U 3 B.

a$ NARDOL gL dAR sclHl WAL S\sYAoeal AAGRA ¥ YRt sl udali Asell ay uHA
AWl dat Yudl asta B, cwigl Ul Aot [QoLAHL 38R 5l Al [Qoldl GARAl Beq % UM
sl ®. 2ol stdul adl ¢l vl A dRd@s AHaHl QotdHl At ¥R ugll
wdctsl SlsyRoeHl ALl asta B. GRRA sl (Qotdlell A sleful e oicll [Qotdl GARC
AsAd B dal GRRAL (ALl (Aotex33] suua Al dxl SlsyRoeHiell £2 url 530 asia 8. §-6§ uR
Gucou (AAu Slatt GuaAL ad (Adtdlal YulRelle] UQL AR ololl @ B.

o sl daur srcll (Replication) : 3ecllsallk AUQA Sl SlsYRoeHl HIA UEU YHIQHL 3R81R
531 Wl S\sYNo2 lotlclalloll UQL %32 Glell W B, GEleWL dA3LE, dAHIRL dlloll U ¥ wdotall
goHEol AR dN daR s AUHAQUASL dHR Asel ay B0 ¥ qouRisidllvlla Asccll &.
UL €5 s HsAAdMl Bldollk WHAQUASIML Hlel eldle] AwiRl % @A, HIA B-d
cA(Selotl ollH Wl URAHIHL ¥R%1R scllofl ¥32 USA. Alall (BUHL el el BARAAL ollM-
URellHl WA As o Wtoll Asel ay oisclloll %32 UsA. d§ NARDL wl AHA Uy clesRs Ra
ue Ay B.
a$ NAUR Al yAuell Aoy B Bul U As % SlsYAo2oll Was oisclle] Geulest s3] 2ASlA
A, GAUR A sl AUARAA 381 UGl AsA B. AsclR SlsYRoe daAlR UL o A Ul Aell
SRDA otsct 530, Al %33 ¥512 531, €35 olscoll e dal M2loL AsA B.

o SlsyNo2all AU (Storage of document) : dS UWAUR SlsyNozell [S[Becd w3V s 53 B.
Ao A HRAA iote 88325 Bl NARs (325 ¥ AL/l Bl RS HILAH glRL
sclHl A 8. Al HeaAAl €lel M YUl WAl tnaglell vl 2 8. s Bau ellds
e WR ARAUAA HB Al uH2A ¥l clciciRRlo(l WA ARA B A Gloll AH2L GILE SO
Rl olotdl HIRL otre e wcloll 2sudl 3 B.

dgURLA, 5010 ¥ Yrds 3V HEAloll oe elllds A uell ol A¥ B, »AUR BBed w3
AucatHl Wad @Qya el all 20l eoaumi W A3 8. WollSA Slotil ¥cA 321s1S Aoj
GELSW B. Rl olloll SEatl L sLSHL uRul GB HUBAl 2ate scll aAsel B. &%1A ¥ Gl Ulsll
Al Wals ExcllABol ote ugll el SISl 531 asia 8, Bl Aouseletoll AHRULG
QoL wa B,

o [Aeuolell 3uecll (Rearranging Sections) : WscllR Sl5YNoe daulR U oAl Ul a YWAUR AM
AU [Qewdloll ¥uecll satell YlAur Yyl wd 8. ugllar A ugl wa 3, [Qotdl GARLA
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CCC-BAOU and CCC+

aud Aell sH olssl scllHl AMAA of Sl AUl Al dRAAS ABOUHL Ul 3% 5120
GRRCAl (Qotcdlett (Aewolall sH olectcalell %32 Gell el df YAMR ‘se’ (Cut) A ‘Sl
(Copy)ell YAl YElot 83 B, Boll dd SlsyRoel WA ([Qewdllal Astt Yo el g2 53 (82),
oA AWUA Hsal (AR)g] sl UQ A U ey loll ¥ B. wl GURAd, decllsarr As
(Qewdtal A o A wecl Al AU $51A A o U Yselloll %32 Ud AR UQL A VAR
glRL YU wseuHl dddl ‘Sl (Copy) Aol ‘e’ (Paste) YAulall GuAdL 531 aAsla B. Al
YAul gl GuAIsdl As » cisel, $5A 5 [Qewdlell UAscAR oised 53 Aal cARaR algdu
scllall silell w2l a3 B.

ol6clll (Formation) : c§ WAMR SlsyNoeHi (Aoldl GRal olte AL MeRlell YSIR (font type),
el (style), 29U (Color), dU6<@l (Alignment), ll§2 (Border), USLER (Background) Bl dlscial
AR A WAl us w4 B, wl YsRell dlsall S\sYRozell WSSl WA Yellw@AAH
alltulal A s B.

lsQl ol cau5W YRR (Spelling and Grammar Check) : d§ WAAR SsyReeui GARe
Aol syl wal causQ el ucloll Aue YuRalell YAu Y wd 8. u yAuel
Heedl SlsyRoea dRll ARAAL &lAR(@d cotlcll asta B,

SLAML %€l €l AU GlRL collalcllil AL s dS NAUA Gudou B, URd Haleldl €35
A PRAAA s Y3l wsaumi wadl YAud wua Aol st usld coledl Amlet sl 8. ¥edis
Y@ a§ VAUl el o(lA WAl & -

P A GESLY//
‘\% Quickoffice*
Mobilize Your Office~
WordPerfect @ I =

Al 3.1 [QRQY a8 NAuR

HSslAge slURala [Asac A5 Wysul At ol
AURsA SIURAA (AsuAct wuet WS ALS2R
WoSlEFS Ual i0S UR Gudodl (5As-AU3u

WSS [AoloHl s AAUI| 313 Gucted adlls



SIRA glRL (AsAAd S uRdse
s @ed HIZ UM A Audd AU
AL GIRL AACUE ol LA S5

RelltuLA

Q1. o{lAell ctsl Wl B ¥ vilel A sél.

1.
2.

a$ YIRAUR WYSIWYG UslR Guaou 8l d.

d$ YRAAR SlsyNoeHi GARAL cwriBloll 1Rl wal causl Eldlal uclloll Axes YuReloll
Yu yA wl 8.

AURsA SIURAA [AsUAd vuet AU A2 AW a§ VAR Wg2ARe] BELERQL B.

a$ YAUA (Word Processors) glRl AWl GURid R, 9o, s, stauouH, AW
adlRell UL UetH GuloL s B.

d$ NAAR S\syReeHi GARAL cAvllRloll skl wal caulsWL 1ol uclloll A YutRelloll
Yu yA wsd otell.

s clol

1-W3
2-ul3
3-W3
4-u3
5-ull¢

CCC-BAOU and CCC+ 4



YSRWUL-? : HIFsAs2 ddall uRBu

UL AsHA weALd sl olle AR
o HB5RASE dSoll [QoSletl (AL ewdll (AN uHx Anagl

HslAlse dlell yRua (Introduction to Microsoft Word)

USSR df A WSS Al 6 [AsAaail AAd o YA d§ VAR B. WA
afal HISHMSS gl A YauH 1983H1 BEAsU (Xenix) R HIZ HEEl-2A A8 (Multi tool word)sil
SlN %Y sRAML W] o UHAAR dSell was YA olelR WsalHl wcl B 1A [QoSlos
UURRaL ReH o olld, uRd As Bll o WNUR(E0L RreH U2 uQl Guctou wol,

slAl Guato WIS df A WgslAllge AW(3A 2010 Ws2AR Udasell As @ol B, WSS AR
UGB Wl o GURdt AsAA, WeRWSe2 U G2 s Bl o WF2AR UQL UM 4A B
Boll weA™ WUUQ A Uloll YsWAML 5319, HESHAse wW(3U A HASles urlcad (proprietary)
AAR B, HER dsll GUAL $ctl UdAl doj AlAMe A wau B,

HESslRASe cSell QoS (Microsoft Word Window)

HgsAse 3y YoM UM 52 8lA Al Hgslllse af Q1oL 23 sl H oA wdd

SleSURL lctoll GuoL 531 asta ® -

e Start = All Programs =» Microsoft Office =» Microsoft World 2010 @scu wrie s3.

e Start & Run ([AscU gl Run StAARL cllsd WAl AMi WinWord sHLes cvll OK olest UR (55
3.

o 2l 3252lU UR Microsoft Word 2010 H(2all we5lel wUUHL WAA 8l Al Aol UR suc (As
.

Ul 3.2 WEsALR e WSt
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GUWR ealldct slsuel Jlctell Gualol 531 HESsANSe df A3 sraAHl AUA R AL (ALl wusld
3.3u0 gallcal Yorotofl [Qodl 29 sRaMl w1 B.

2u
3 da A dlg o O AFHS S /

N “aet
Qe oleet Gt 2t /1N kR et SR

2P IR <— . . -
ﬂ‘){ﬂl p 0 st i it SUEE AR ®® 2T |aencens aBbcend AaBbCe AsBbce AaB A ’j S
- : B AY ke W v.A Wmam ) o Tosiind Ty . SO0
- e =
2 oy ™S - \
\‘ \‘. \ T = /.-’ \.
V WY O . . \
aaiss i ARM2ct
(S0

IR

AUg(d 3.3 sl ad 201061l wels Qo8

SN2 df 2010 A sRAUHL WA AR wslAQul ealcal Yool declis ues Wld UR %Y
sCUHL AUQA B, S\sYNoeoll Uell U2 33 Aall €35 desall uRUA AaclA.
2LE2AIR (Title bar) :

Wl - o= —_—— T Document2 - Microsoft Word -

Aus(d 3.4 aLfecoR

SN2 dS 20100l (Aol Wl GUR WAAL US|l Ul alEfecuR 58 B. alfecolirell HeauHl
(A20o1ef oltH Microsoft Word mal sleAHl WlAAML AL S\5YRo2o] ollH WUAUML WA . AUS
ot sl glA dall €clAlal Documentl, Document2... Aall ol UA galatcltHl A 8. Al GURid
2lfed Gk UR SlsyNozoll RUcll scl M2 AUMeA Al 32cis oleotoll YAul wuatl wicll .
alsecollRell stoll oy WAA Aol (A5 WsAM AWIR (Quick Access Toolbar) S&clMi uA .
UL QACRUL WAL ES Glaato] ol wal GUaIL oA Yool B :

e 53lc Aof (Control Menu) : 2l8f2c GllRell SOl ollogell WERU UR AUAA 53 Aojul (Sl 28lotatl
wUYs el ealaal Restore, dSell (AodSlal WASIA 2slol UR W UG Hscll Move, [AoSlo] SE
WEAA HER Size, [AoSlol JotcddH SEHL 2RSOURHL 2R§-0i2ol 23U elcal Minimize, (AodlA

CCC-BAOU and CCC+ 6



Ayel lotoll s€ WA e2ldal Maximize dell d (AoSlal 6l scll Close Bl (Ascu wuaHl
vl B.

o Ad 6l2at (Save Button) : wUGel YUsWHL Al dlaul Hxol, wAR s1Rjeul (Qotdl GRauM
AUA B AR Aol sou{l A WHIL AU 206 sl A B, (Aol stadl oLe sal
HERZ Aol al8sles Bal sl diosralet UR e sAl w33 8. wl Bauat ‘Ad s’ (To save)
sSCUHl WA B, l weot UR (A5 sclll SlsyRoedl GRRA Ml 1A a3 At UM
AUA B, Al oeotoll Asc -6 uRell Cri+S Wése-Sloll Guol uel s3l aslal B, %l
GUALscl YUH duld SlsyHee Ade sl A Al Aol UHE Save As SIACAWDL ollsA %
sCUHL WA B, BUL SlsyNoze] olld vl sl a3 ([Qoldlell Adts s3I AslA B. L SIAAL
AlsUoll Aot [Asedl Bidloll HBAL 20U 21 Any.

o ol-§ 6leal (Undo button) : U QA ¢lA ¥ af YNAUR AsAR SlsyReeui GARC
HIG AL YuRell YAu Y3l wd 8. SlsyReeui GRRAL ([Qatdl UR satdl AU A (saa
€ Sl U Wol-§ olesloll GUAOL scUML WA B, Wol-§ oleslall Asl dy cuid Guadal
scllel @ sHHl (Qatdl GARL ¥ Yl dlal dell ([Agg suul As Ul As A (Bard e
scllHl AA 8. AL olestall [Asc S1-6lS Ul Ctrl+z Aese-Sloll Guallol Ul 531 st .

o lUle cel (Repeat button) : BEA sl AUAA (B2l Yolialldd sal MR ulL sleotell GUlloL
gAML WA B, GELsW 3%, %l GuAIsial AsAHlel dAMRl GRRalell ¥ olsarl s2clell
%32 Ud cl A M2l [Ascusll Gualal Asclrk sl olle AUle oleetoll GuAIYU YotAdldd 3a
A @scuell waR Aacll asta B, vl vestotl [AscA $l-60§ uRell ctr+Y 2lése-Slall Guallal 531
sl 8.

o sRUER (As WsAYU Aok Nof (Customize Quick Access Toolbar Menu) : (35 WsAY
QAGURHL AMAA Mol g scl AUl oA ¢eol GARCl L Adjell GUAL SAML wA B.
YdQuUiRd AQ urie saMi A getvieet AL Wil [Aauell S asia . ® A [Ascu
U (5As WUl Aol gctouul e2cll ¥ uagad clattcll asta B.

(A8l UURRa RreHHl yedl £35 (Qodloll BH HHAS2 dS 20106(l [ASlall alFeAGURHL UL
o HR(l o1ty o{lA g2l ARl vleot WUAHL ulcAl & -

— 88\
RARQuES» AR/ S
AlAHES B

A 3.5 52t vlead

CCC-BAOU and CCC+ 7



ARAMES oleel (Minimize Button) : Al tleel UR (A5 sl WA R HSHAse dall
it (oSl ctHot olotlcll HEHASS [QoSlBell 2IRSUIRHL 21250120t AN AdLsclHl WA B,
2IRSUIR UR AUAAL 2502t UR (A5 531 53 (AodSlal Yo seul clcl asta B, adell SlsyRoe
AU 51 5l QA A £2Ulet WA 5 WS2AR UUH ¥ (Qotdlett GUdLefl %32 U uR ull
oot GUA( ollad 8. Aol AsyRoeal souHl UHA HER Wl uRel g2 53 asiA B, ¥
SlsyRoeal ol 531 Yolt: WIAAUHL Al AH2A oA B.

RR / ALAME R 2ol (Restore / Maximize Button) : UlHle A HESHAe ddell (Aod)
lototl AYEl sl UMY ¥ A 3l (maximized) %Y sRAML A B. U decllsark adel wd
el S As2AR Yol Wilell Axi uel sl scllell %32 Ul B, wlal AHA RRAR olest UR
sAs saell adell (Aosl Ul Wlotal sle@ AWssA dl Yl HallR ot Av{l galctcumi 2 B,
Bl Wlotoll Wt @Al GuAdL oflst NgedR elaal 531 Aslal vl UHA RRAR olest
HEASA AEAHESR oleol a3 % sallHl A B. $31 wl % olzal UR (A5 salell [Qodla
Yot: AYEl 25lot UR g2l w1a B.

SCAl ol2el (Close Button) : HIESMse dSell cldMiol (QAoSlal oitl $cll HIZ Al Heatoll GUAL
531 AslA B, Al oleatoll [AsEu3W Alt+F4 e s2-$loll GUADL URL s3] st B, %l ddell AsHIA
(Aol vildcuHi uicl slat U 5B weot UR (BASs saltdl WA dl A (AodSlefl WA HSHAS2
ad Yol Ul ¢ 52 8,

Rutet (Ribbon) :

Home Insert Page Layout References Mailings & @

B Shruti (Body CS) - 11 - A" A" Aa- =

\ &4 Find ~
# 9| pambcend | AsBbcedd AaBhCc AaBbce AdB 2\

24, Replace

2
. k3
moiioE
S

i ‘i"li

Paste B 7 U - oabe % % LWL A
s & Format Painter —

P

G TNormal |TNoSpacing Headingl  Heading 2 Title _ | Change

= Styles - | % Select -

Clipboard Font Paragraph Styles Editing

Aus(d 3.6 Rotot

HESsAse dSell wdtoell ug(AUAHL WAL Aof WA AAIRA UL AL 20100{l gRHL (Rototoll
UHAA sRaUHl vl 8. Rutotl el el sl (task)oll qHe 3N 3ecis (Aewdl (2¢i/tab)
AUl el B, sl AR Rototl olA gldct wWs 2ot UMl WAL B : File, Home,

Insert, Page Layout, References, Mailings, Review U View.

Rutotatl €35 20t gl Guaou sRallHl Aladl QY YAuwl @A AAuHl HEA AndlA, dun
@scquiel ay Hecctell Qs QA U @ Al w1 GUR 5319,
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HEsRSe dASall 20 (Microsoft Word Tabs)

Home Insert Page Layout References Mallmgs Review View e
= save . . =
s Information about Chapter-3MicrosoftWord2010
&l Save As

C\Users\Saket\Google Drive\BabaSahebCCC\Chapter-3MicrosoftWord2010.docx
&5 Open
' Close .
A Permissions
t r;;l Anyone can open, copy, and change any part of this document. Properties =
Recent Protect Size 521KB
Document - Pages -
New Words 1623
e for Shari Total Editing Time 645 Minutes
repare for Sharing
5 i Title
Print \ lﬁ Befare sharing this file, be aware that it contains: =
) ags
Document properties, author's name and cropped out image data =
Save & Send Chedkfon pro PR e B Comments
Issues - Content that people with disabilities are unable to read
Help Related Dates
Last Modified Today, 8:23 PM
I3 options j Versions Created 3/27/2014 11:31 AM
ik [ .
8 bit ] Today, 8:14 PM (autosave) e
Manage
Versions - Related People
Author ismail - [2010]

Last Modified By ismail - [2010]
Related Decuments
). Open File Location
-

gl 3.7 Rotet UR A File 20t
1. File tab :

e 20l UR (5As saledl wus(Q 3.7u0 eallacuiil A Slot 9 sRaUlHl wadl. Al ([Aetolall
Gualol 53 SlsyNee AUA ASAA 32clls yoed sl s aslal B, Rl 3, odl SlsyAoe
Wolldlcdl  (New), &l SlsyRoz WA (Open), SlsyRooll uole sl (Save), 9Yéld
SlsyRotall ol ol A WUl Aol Ulat UR $3| A3Ue $cl (Save As), S\syRoeal old scll
(Close), S\syNoe [AA A Anadl (Info), GUAISAR slAHl WAL ExcdlAoll A€l R\
Auiell 818 SlsyAee WA (Recent), SIsYRoea Yad s (Print), SIsyRozall s 831 Ax -
AFA ¥ Aol HIR$A HIsA (Save and Send), SlsyNo2 daulR sl A Hee Aaadl (Help)
AdR. wg[AHL Info (Qewatl wAc ([Asedl galaalHi wicaul B.

2. Home tab
Home | Isert Pagelayout References  Mailngs  Review  View &> @
=3 N . = = s @4 Find ~
& . - u - B = .= .uE. EE S - -
L Ex Times New Romi - 11 - A" a7 Aa- ) IS FF 8T | sapbcepd AsBbcedd AaBhCe AaBbce AaB . G-\ . Replace
paste ) B 7 U - e ¢ WL AL ===t &5 i _| Change
: R u X, X o E E EF| E e TNormal | TNo Spacing  Heading 1 Heading 2 Title | sytes = I3 select -
Clipboard F Font £} Paragraph £l Styles F Editing

Aus(d 3.8 Rotot UR wAA Home 26

SlsyNoeHi GARAL cullell olsal (1@l /Formatting) HI2 GUAod uals (Ascu il (Qewotul
AHLAAHL vl 8. BH 5, AWIRell ARl HAS GWECL (Font), € WEAT (Font size),
wetAell Al wecdl (Bold/ltalic/Underline cdlR), AWIRIal €l %el WU wUcll (Text effect),
AR Ysl@d $q (Highlight), ALllRle] eUlelidR 59 ¥ Aol asct sl (Cut/Copy/Paste),
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AW d06cld (Left/Center/Right/Justify cdR), cuWlgldl oll§2 wucl (Border), GAWIQA
SIsHoHl 20uUg WA W AWIBL U WEA] (Find/Replace) cd\R.

3. Insert tab :

Home Insert Page Layout References Mailings Review View & @
j =l BE I-T )3 1 @, Hyperlink j j j A J Aj [& signature Line ~ S-z
= » : ) = Ao i 3 | = ”
o al = i+ = = # =|
‘ Bal w0 j ﬁﬂ = A& Bookmark 53 Date & Time
Cover Blank Page Table Picture Clip Shapes SmartArt Chart Screenshot . Header Footer  Page Text Quick WordArt & b Equation Symbol
Page - Page Break - Art - . 5 |Cioss eferencel B - Number+| Box- Parts+ - '8 Object - - -
Pages Tables Tllustrations Links Header & Footer Text Symbals

(A 3.9 Rotot uR wAd Insert 2ot

SlsyRoeHi GRRAL AUIRA UsLAS Al o U5l GRRl M2 3l (Aetolell GUAL sclul A
8. ul (QAelol gl YUY (Cover page), WAL Uls] (Blank page), 26lct (Table), RA ua AU
wlE (Image/ClipArt), ([QA[AY WSIR (Shapes), WAW (Chart), Slolall Bullel (Screenshot),
Sl8URAAs (Hyperlink), 2 Wl 22 (Header and Footer), GUQL Hi2ell olls¥ (Text box), AGE
Yalletet (WordArt), AH1s00 (Equation) ol (A2l (Symbol) Ball well uesl GAIL asta B.

4. Page Layout

Home  Insert | Pagelayout | References  Mailings  Review  View s @
Colors = s = = Breaks * A Indent Spacin h I Align -
(B O B 3 E 3 A @0 : 5
== T4 ]Fonts - #3 Line Numbers ~ i Left: 05 4| 1= Before: O pt B 4 &3}
Themes Margins Orientation Size Columns . Watermark Page  Page - @
. [Olefreas - . = = . bE" Hyphenation - -+ Color - Borders | Ei Right 0" S iSaten opt % f; Selection Pane
Themes Page Setup Page Background Paragraph Arrange

AUlg(A 3.10 Rotel UR WA Page Layout 6t
Sy Nozall Ulslioll olscal M2 i (Qewdt GuD( B. Uetiell YdAuiRd alscrimi 1A s:cll
HE Al ([Qewol %33 ol B, Ueticll dld olecdl (Themes), slR2U (Margins), ¥REANe2 2ot
(Orientation), Welle] SE (Size), Uloli-5Mis (Page numbers), <25 (Watermark), Ulatioll 201
(Page color), Ylotioll o8 (Page Borders), Bodo2 Wl %RI (Indent and Spacing) R Bl wals
o6l (lEACl HI2 Page Layout 2ol GUAIL sRclHL wA B.

5. References tab :

Home Insert  Pagelayout = References | Mailngs  Review  View s> @
E B+ Add Text - 1) Insert Endnote ] £ Manage Sources ﬂ (3 Insert Table of Figures j ) Insert Index e 5 Insert Table of Authorities
E = wl =l (=4
= (57 update Table A Next Footnote ~ | (@ style: APA Fiftt ~
Table of Insert Insert Insert Mark Mark
Contents ~ Footnote Citation - " Bibliography Caption LH) Cross-reference Entry Citation
Table of Contents Footnotes Citations & Bibliography Captions Index Table of Authorities

AUl 3.1 Rotet UR WA References 20t

Slsyioe dalk Ul Ughl AMi WodsH@sL (Table of Contents) GARC, SlsYRoHi UAA ¥5(1A
YU AofsH@sIA waldot $cl (Update table), WEY( (Footnote/Endnote) GRRCl, djayR
(Bibliography) €2llacll, 2lis (Caption) GARG cdR Vel Uals sl HI2 Al 2eall GUADL scH
uA B.
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6. Mailings tab :

Home  Insert  Pagelayout  References | Mailings | Review View o @

0 y =
= E = 58
Envelopes Labels | Start Mail  Select
Merge = Recipients ~

Create Start Mail Merge Write 8 Insert Fields Preview Results Finish

A 3.12 Rotet UR A Mailings 20t

SlsyNoeal alofllal ysal 33 Acl URelll3al (Envelopes), URalMl Mol AW (Labels) &l
Ancalr cAlEAlloll AEl Bal uesl dalr sal M2 Al (Qewdlell GUAdL scUHl WA B,
Secllsclr As U Alsl 38R AUA Asel dy cAlsallal Mscclsll %32 Ul 8. Ul YNejd
AWIRA A€l el Al olld Al URellMl A RSl eladl YlAua ASA-HY (Mail
merge) 313 Al A . NS Holl YAl Ul 2L [QetdtHi vuaul 2l 8.

7. Review tab :

Home  Insert  Pagelayout  References  Mailings | Review View o @
] = ABC a% =% = 23 Final: Show Markup - b, g ¥ Previous % Y
v O [ o F Emthnm B /4 1 2
ﬁ) o "j 3 show Markup - %} Next
spelling & Research Thesaurus Word | Translate Language New Track . Accept Reject Compare Restrict
Grammar Count - - Comment Changes - [ Reviewing Pane - - - - Editing

Proofing Language Comments Tracking Changes Compare Protect

AUg(d 3.13 Rotet UR WAA Review 26l

SlsRoeHi WA AWIRLA SR Wal caus0Loll el Ysct scll Spelling & Grammar ollHoll
@scu i [QetdtHi vucHl el B, ul GURid 518 2seatl AHletledll 3 [QRAYUL 26€l Wl Asll
AUA YO AGEL GEAC M2 (Thesaurus), S\sYRo2Hl WUAA Ulell, 82U, lERA, AcEl dul
wWeRlell A Avul oLl M2 (Word count), AUIRIA el GUIMHL Wofclle scll (Translate), Sal
Wogloll UM WEAA M2 (Language), olll GRRcl M2 (New Comment), A ¥ dtf €xcllANla
ARullclell (Compare) HIZ 3l YR(Ad SlsyRoeHi UAA 381 wlal dal llsiRal ¥ o wllsRal
Bl [Asedl ugl 2t [@ewotl YU wseuHl veal 8.

8. View tab :
Home  Insert  Page layout  References  Mailings  Review | View N 7)
= = = Ruler (5] (&) one Page l (1] View Side by Side
b @ & EE T R L4 = = =
[ Gridiines [ Two Pages
Print |Full Screen web Outline Draft Zoom 100% New Arrange  Split Switch Macros
Layout | Reading Layout [ Mavigation pane & page Width | window Al Windows = |+

Document Views Show Zoom Window Macros

gl 3.14 Rotet UR WAA View 20t

SlsyNoeal (AAYU YSIR (Views) Alal H2 il (Qewdlell ylAul sucuHi el 8. Modlol uud
sYNo2all Eullel Slal MR (Print Layout), AYQl 2lat UR S\syYAe2 Hlal M2 (Full Screen Reading),
SlsYRoeal AWV 23U Al HE (Web Layout), SIsYRoeHl A cArlglal ollus ua Vet-olls
30 gallctal MR (Outline), SIsYRoeal ois ¥ gl lal HIZ (Zoom), As Wlol UR As ¥ dy Yrs
%lcll M2 (One page/Two Pages), S\sgRoeoll Asell ay (Aesl vldal dal Wlet UR el g€l 3ld
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olscall M2 (New Window/ Arrange All), ol ([AoSlMl acll 2 (Rl Windows) dall Yool
SLRHIOU 6L 88 (3L U0 slellalall (Macros) HiZeoll [Aseu il (Aetotl ueHl el 8.

o HUUY (Ruler) : SlsyRo2tl SRS [Rad HU Yool sl scllell %32 Ud Al Qell (Vertical)
U WSl (Horizontal) HUUell YlAul wucidi A 8. ydEulRd a wuud u?
A Raue{lAl 2 (Inch) AsHHL sl B, B w3RaAUA Yol wecll asta 8. Wuugdl uR
€2 AUSUL SAUAl %R U 2-RANU (Tab-stops) HMUAUHL MAAL sl B. §l-60§ URe{l 2t
(Tab) 8l gottateell AL ol uR flut o Ul asta 8. ydAuiRd d olsceusl udct
UL 2e-RAUA dedall HIR HIGH ad Huugl uR 6as 53 asta 8. yd@uiRd 2o-R0ua L
AR dd elaal wa 8. 8, 2o 4l &Rl sWRA lldlotl 2w [Aauell vRladl et uR
Y A8 raml wad. oAl vuglQul declis 2o-RU WA US| (Horizontal) HIUULL
galdl ®.

||1” Lo O 1 s

gl 3.15 2oet-RU We{l 28l (Horizontal) Huugl

o s (Work Area) : doll QoSIHL S8 vilcall clle ellclallMi Alddl UFE (A3BUAH
51 (Qewotl ade] slEd@nt 53 B. SlsYNoeHi GARCUHL wldollr dMiH HRA wel
galaail wa B, siddsa As ¥ dy Yyl adpadl 1A 8. Moz A-2UG2" UslRsll
Hi Ulell aAe{l 21l A AstA B.

o WAWR (Scrollbar) : SlsYNeeHi UHI(AR dHH HIBA As o Wlot U e2lcll asia A
eRall sl olell. slot 5cll SsYAozoll Bl ay slal A A S\syAcul Jecls W
Uad @ B, W HRA Rl w2 SsyAcea GU/ellA ¥ stoll /gl oty WASIA g
33| olal B. l st W aASell (AeSIHL uofsA Lol (Vertical) el UISL (Horizontal) WA
olRell YAl ucHi ucll B. WAReA A BsL UR A dlRell [Aauell uRladl vlest
UR 5As 53 Wlot UR SsyNozal WASL Aslal B, ul o sl Bsuedl sal HER WAAR UR
WAL WA Heotal HIGUall WBo2R aAd 391 (MIB/Ug] sl6] vleot (A 531 HGU Fcldll) ual
531 st B. o{lAoll pUs(AHL WS\ (Horizontal) WAGUR €2l B.

LA 3.16 S\ (Horizontal) WA GlIR
o W2UUR (Status bar) : dSell [@QoSlHi Well oA WA Sl Ul RWa2UAR 33
AWMl A B, ddMiet S1syNoe A6l 3eclls HUEAl 2w @t UR ealaatl wa B.
ol Aoll gAML RWaUGR W Aol U2l e2licaul B.
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Uletl-$HIS C{%Eslﬁca /(ﬁml ‘ye\y‘yel @ L BH

Page: 10 of 10 | Words: 2,440 | <% English (US) | Eleg = = 130% (- (] +)

Al 3.7 Rad wR

s S 201001 SlsYRoeHl 2GR oA et HBA e2ld &
o ddHlet Ulell 5HIs U $A Uletiofl vl
o SlsYNoeHi WA A A€ol vl
o SRl Wal AW AW AL Mo MBSt
o ddMlet euml
. QSQQ«BO‘R guld HEACL HISoll weat (Print layout, Full screen reading, Web layout, Outline,
Draft)
o SlsyHoo] BH A (RH SoglA)

Ul A HIB Al ReuuirHl Gudod [Ascll UR (5As 53 edl Ul asta B.HIEs1Ase as 20104(l

YREs Wlotall uRAa Ancal wle SlsyRoe slotlaal Hzell Aol 3eclls Yoo olloldlell KA
s3lA.

Rell ALY

Q1. o{lAotl cltsell WL B ¥ vilel A 58l

1. Word 2010 ol $l8ce] We&ee2et . doc O.

2. Insert 2otMiell ClipArt GRIL astq otell.

3. USRS dS 201001l SIsYRoeHl R2UUR sYRoeHl WA A AcEle{l vl tlclleld otel

4. aSell QeSIHl AWell ollA WAL 2SI UL R2UAR dI1E AaucHl 2 B.

5. cAoll [QeSlHi SIS vilcaul olle ealaalltl vlaldl UFE (AULAHL 5121) [Qewdtal adqf siiant
58 0.

ogclloll

LW
Wig
wlg
W3
W3

U AN W N
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YsWU-3 : SlsyReeofl 2Usl

Ggal

U AsHoA e sUl olle AR

a$-2010H1 $1SA sloticll 252 el dej SIIELL (Formatting) $31 aus2ll.

a$-201001l (A(Au 2t (Tab) oll GuDdllct 2l aus2.

a$-20100{l $LEAHL AR WS (Cover Page) GAZL 252 v WS A-uG2 (Page Layout)
alecll asal.

a$-2010Hl (Ratel Customize 531 2s9l.

a$§-20100{l $lAA Sl YAl dlscll asel.

a$-20100{l $ISAHL Watermark GRIL 2s2ll.

a§-20100{l s1E8co] Qo WG AY As2.

a$-20100{l slESAML R wal e GRS asell.

HEHAse ASHL olcll sl vilccdl wa A 5l (Open and Save a Microsoft Word File)

ol s1¥d Wledcl (To open a new file) : AUURL HIUG & AL ¥ AR HSHW dAS 2010 23
sCAUML AUA B @R, As 13 S1FA GUAISAL UHEL Y sRAMHL WA B, AML GUAaLsdl ucU 51
o (AN [@Ascdlall Guaal sal (Aot el GRRale] 23 831 4 B. aAsul ocll slFA GRRa U2
ol esuAd ol Guallol 53l asta © -

Retet UR AL File 201 UR (A 5. M sallell sl 3.7 Hi eldct wuslQ Yoroall As-ros
@) R AHL AU,

&, sloll ailey AAAL New [Ascu uR BAs s2A. el ollAoll 2us(@ 3.1841 gallcaut Yool oicll 185
dotlelell Mol [Asell Y wsal 2,
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“ Home Insert  Pagelayout  References  Mailings  Review  View
I save

B save As

®

Available Templates Blank document

5 Open 2} Home
[ Close ez
Info —% | f . f )
& D lim @
Recent Blank Blog post Recent Sample  Mytemplates New from
document templates templates existing
NewA Office.com Templates Search Office.com for templates @l
Print
ey
Save & Send ‘)i j > T | 1 /
Help Agendas Award Brochures Budgets Business Calendars Contracts
certificates cards

3 options
Exit [

o, g - : J

¥ = e ) =

Diagrams Envelopes Expense Faxes Flyers Forms Gift j
reports certificates
— Create
| 88 | J = =

v —

(A 3.18 ol gL Wletal Hizel [@Aseu

o A 3.18ul el Yyu SlsYNoe olollcdcl HIZ UAS YsRell 1Ay (Yd@UlRd
o) adHl Gldod B. Al dMIH 21A2HL Blank document @2 Al ay GuALML
Acil Aed U Yd@ulRd 2nae 8.
o %33l 212 URie 531 wHR wly o{lA WAL Create ot UR (5AS WL
o URE $A S1AR YX0loll SlsYRoe ol UR WAL Hlal HOdl.
o GUASA ylsaell [Asc §l-o0§ Ul cirl+N $loll Gualol Ul s3l estal ®. Ctrl+N Slell
Gualotdl 512 S\syNoe (Blank document) ¥lot UR 19 Al B.
-0l Meedll otal WAl A N\sYRoeHl A AWIRl GARL L H2 AUud A A
28U sclloll AUl sclloll B. GELERQL AU 512jeReatl @lol (A GARAML WA HRAl w8l
A 25l 3.1940 eldct SisyNoeui BRI B.

dASail S\syNoeHl (Qatdl GARC A urll o UM st B. aoll, wFslAge d cviel GRRAA aud
ARl Aol SRl U causWUell A Ul Mg W@ B. gl 3.1940 eallcau yorat Ssellsll
alda clcd 0tell Alél ad wa causell el cla el Al ad ealaauni 2ud B, WG]
Weoe? atld uRlddl cwgl uR Al ASe GAs wuctdll ds glRl A dwglell Yl HRetl YAl
wUUHl wA B, FHil wrie $3 Yo vl YUl st 8 gl YAl WA [@Ascua
wcRl ueL asta .
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[l - ST— TR Documentz - Microsoft Word T . | S

Ty 2 = Bl =e M| M Fnd
B TR e =-[E[F ## 809 wgnceod aasbeend AaBbCc AaBbee AAB L A L

520l eet Aseledl ¢t

Parts of Corfiputer : There are mainly four prtsof a computer system.

1. Input Devices

2. OutputDevices
3. Storage Devices
4. Processing Unit

1. InputDevices : A device, using which, we can enter the data to the computer system, is
known as an Input device. The most used input device is keyboard. One can insert text data
using keyboard.

Page:1of1 | Words:62 | <P Engii 120%

.‘ S{lg[?t 3.19 alall SlsyRoeHl scll Sat-a;é{

slfctoll AoLe 5 (To save a file) : WU QA SlA ¥, »AR srjeul MEdl GRRouul 2ua 8
QR Aol AAUS wsH AsAU AHIL (RAM) ot 3lntlcll ol AU sreuml wd B, YA %
512422 ol el USCAL Al MRl Bs glefal Bal sta{l doterelet uR cvll Al %331 8. L w2
A’ sUlosell GUAL SAUHL U O,

Al A0l sall U2 o(lA ARUAA oLl HJUIA :

o File 201 WR (5As 53\ Save ([Ascu ue 5. M sclledll o[ Aoll vus(A 3.20u1 €20Ad Save As
SIAAL GllsU % scllHl A, wl Ylsaletl (Ascl s1-00§ uell cirl+s 2Wése-Sloll Guallol
uel 531 asta .

e Save As SIAAL GlsUHL olA RUAA YQAuRAA GUdL 53] slScoll e s3I AslA B -

o SAAL ollsell stofl oy Al QewdtHiesll slScall Aoue scl H2 WUlel (ARl A db-
sl YdAulRd Il Document oltHoll SlesML At sRAUML WA B,

e File name QU SIGot Aojuiell slFcte] ol URie 531 AslA B WUl s3RAUA Yol olq oty
G asla ®.

o YdURd A sl 2Aole Word document 3N sl WA B. Save as type LU SIGol
Nojoll Heeedl sl U S AU (BH ¥ WSS aAS WalHell ool vgRA AU et
wUl 2d Aol wzuHl) Aate 53 asia .

e Tools Aojoll [Asclloll GUADL 531 SlsyRocHi WA RAA AR scl wadl A SsYReeHi
Yrel GRRal Bai sl 53l st B.

o U@ HEBA GRal ugl save west UR (As 531 SlsyRoeall SlSA 3N Aole 3L
ASlA 8. del Cancel taatall GUAL scllll slctall :Aole sl (Aol Save As SIAALL GllsA 6itd
scllHl wUA B,
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@ Save As

=)

m

¢ Downloads Name

i Google Drive

<& Recent Places

o Libraries
.. Documents
4. Music

T CO

- 4

File name: Parts of Computer

— - - - ‘ il . - — -y i .
QO [l ¥ Libraries » Documents » ] 44| Search Documents 2|
- -_— - - =
Organize ~ New folder B= 2]
Documents library ]
- Arrange by: Folder =
5 (RIS Includes: 2 locations
M Desktop -

Date modified Type

No items match your search.

1 3

Save as type: [Word Document

Authors: Saket Dave

[] Save Thumbnail

"l “ Hide Folders

Tags: Add a tag

Tools ~ l Save Il Cancel l N

AULg(A 3.20 Save As SIACNL ollsA

Ac 53cll g1t vlecll (To open existing document) : Mg dAS SlsYRoeoll SISA 3 AAUS
52 8 A WU A, A ubloll Sl AHAHL Al ST Wlot UR Wl slal U2 A weuada

WAL AR

o Rolol UR WAL File 24 UR (5As 53| Open (Ascu ude sA. vuH scuell vusld 3.2140 g2l
Yosol Open SIAAL GllsA % scllML . wl Yl [@QsA Sl-60§ uRell cirl+0 2lese-

$loll GulloL uel 531 asta .

o UL SIAAWL lsUHL Act scHl Al sl auel ellaatl WA B. SR s1Fd wde 53l
Open ¢2ot UR (5As Aucldl A LMl A HUB A 28lot U eallacuHl w1l
e Open SIAALL lsuHl sloll vy Al [QeuotHiell uot slesHl Al stet Yl uglAl Aa

Wl asta .

o Open oleotoll oligul Al el Aol uR GAs 53| slSUA WA 32clis [Asell wA Wil
asla B, Fal ¥, UL didl Aslal (Read only) A A sifet WA, st WA s g2

531 Wlcddll (Open and Repair) cR.
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r - ——— e e W W= W &
(W] Open -
- AB el v C et e — -
%v 'L » Libraries » Documents » v | +5 | |75e=arch Documents e |
— E— = —— —
Organize ~ New folder == G
W! Microsoftword | Documents library

Arrange by: Folder ~
Includes: 2 locations

¢ Favorites Name Date modified Type
M Deskio
’ = W i : i
|4 Downloads apter-3MicrosoftWord2010 4/11/201411:14 A, Microsoft Word D...

fﬂ 5td-11 Chp-13 Current Trends and Techn...  3/11/2014 5:05 PM Microsoft Word 97... f
”j 5td-11 Chp-13 Current Trends and Techn...  3/23/2014 4:50 PM Microsoft Word D...

l&. Google Drive

+» Recent Places

] Libraries
*. Documents

4. Music
2= Pictures
‘%,Videos

- 4 1 | >

File name: - lAIIWordDocuments V]

Tools - [ Open |v] l Cancel l

s(d 3.21 Open St olls

allés2-$l (Short Cut key) : MBS A Wals YAURM URA GUAsd 8. L YQAuRA Aneal 1R
Rotetul wAet [@Asell wadl Al Ao AL HUE Nl GUAIL sl AUA 8. aS YU wHisll
doll [@Qsell Wz dse-sloll YAur ugl Y3l wd 8. ése-Sloll Guallol saell ¥ A ylAul HeR
sl usdl olest ¥ (Ascuoll Munl adl M ol Asla B, clRalrk GUAML ActHl Aladl
AHH @Qsell W af alése-sloll YA Y3l wd 8. wesldllse as 20104 Guaten 2llése-$lsll
ALE], Aol glRL AUHAHT YsaUl adl @Aseu wUA Aol WUR Aoll HWBAl Aol 2 3.1 Ui
Uil udl B,

lese-Sl sHlS GualoL
Ctrl+F1 Show/Hide Ribbon  (Ruiotal w42 ¥ auHlel tlatlclal M2
Shift+F10 Show shortcut menu  U(52 Y2s HIZoj aése Nof €alclal M2
F12 Save As Sl Wod ollH WA 5 VoA Wlol UR AU scll M2
F7 Spelling and 1SR A cautsWUell ¢l Ml W YulRell HIR
Grammar
Shift+F7 Thesaurus ool UMl uA QAU 2AcEl Mual daul Yo 2A6E

AU HEAL HI2
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Alése-$l S$HLeS

GualaL

Ctrl+A Select All sy Noul WA dxid HBA e sal 1R

Ctrl+B Bold UAE S AMIRL wlel (Darken) Scll HI2

Ctri+C Copy ue 53t HUR Al GAuslS (AUl olsct sal HI2

Ctrl+D Font weRlell [QAlAu [@Qscdl YRlad Font SIAALL ollsdt Wl
Hle

Ctrl+E Align Center $520al Ulalloll cl2A dllsctal HI2

Ctrl+F Find SlsyRoeHi (A cwiel Nucl 1R

Ctrl+G Goto SlsyNoeHi (AR elet (Uloll) UR lul o uglual M2

Ctrl+H Replace (AR AW oA AWIRL U HECC HIZ

Ctrl+l ltalic URAE S AW ALY scll HI2

Ctrl+J Align Justify $5Ual Uletioll olal ol dllsclal HI2

Ctrl+K Insert Hyperlink slUR(As GARal M2

Ctrl+L Align Left §521a Ulslioll stoll ciey olsctall 12

Ctrl+M Increase Indent $5Aoll Bodo AULRCU HI2

Ctrl+N New File alcll sl vlldal MR

Ctrl+O Open File Ad sl sl vlletal HR

Ctrl+P Print File st Qo2 scll HIZ

Ctrl+Q Remove Indent g5l Bodo? R S HIE

Ctrl+R Align Right $51al Ulatioll Rl ol olsclal M2

Ctrl+S Save File $l8coll A2UE sall HI

Ctrl+T Hanging Indent $52U0ll 30Ol Bodoe cltlRall M2

Ctrl+U Underline ude 53 cAuelell oA Aldl seal 1R

Ctrl+V Paste EAUS (AHI)HL ¥ HUEAl 5001l ®ULet UR GRRaAl HIZ

Ctrl+W Close Window (Aod vit sRall M2

Ctrl+X Cut ude 53 HIRAA SsyRoeHiell g2 53 EAUAS (AHI)H
GARal U

Ctrl+Y Redo BCA VUMl MAA SHIoSAl $3| UHA sl HIZ

Ctrl+Z Undo BCA VUMl MUAA SHIoSl MU W sl U2

Ctrl+— One word right sAA As e Bad] WHR( clley AL el HIR

Ctrl+— One word left sARal As 2Ace Ve sloll wly cs wal 1R

PgUp Page Up SlsyNoe WS Wlot B2 GU WASAL M2

PgDn Page Down SlsyNoe A Wlot B2 olA WASA HIR
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llése-sl

SHLoS

GualaL

Home Beginning of line ol AlEloll 23vtldMl 53R A oal W2

End End of line dcdMiol AlElell vidMl 5302 @8 wal HR

Ctrl+Home Top of document 5AR SlsYNoeoll A3UAHL A8 wall U2

Ctrl+End End of document sAR SlsyNorall WMl &S wal M2

Ctrl+Shift+D  Double Underline ude 53 Aullell o{lA suct Aldl sral e

Ctrl+Shift+W  Word Underline oeo(l oA Al sal 12

Ctrl+ShifttA Al Caps UAE S ABMIBloll dHIH W& 3Red sal HER

Ctrl+ShifttK  Small Caps UAE SAL ABRell Rl A ¥l @3 elaal MR
(GEL8WL : HELLO WORLD)

Ctrl+Shift Superscript wie s dwiRel dldlell ey GuR dwal M2 (GELsRW -
X?)

Ctrl+= Subscript wde s dulgel ldlell &g oA cdwal HR (BelsRW
H,0)

Ctrl+ Erase formatting URAE 5¥CA AWML UG SRl & sl HIZ

Spacebar

Ctrl+Shift+> Increase font size UE S AWLQLalL WeRe $E AulRcll Hl2

Ctrl+Shiftt<  Decrease font size ~ UE SRC AVIGloll &R SE walsal HI2

Ctrl+1 Single line spacing  U¥E 5 52l Al A As Al weq WAL Avial
R

Ctrl+5 One and half line ude s gsAoll AlERA A €l dldl Bagf Ao Aval

spacing R

Ctrl+2 Double line spacing U s $52Acll lEll aA A Il Baqf WAlat Awal
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achieving Swargj or self-rule.

Mohandas Karamchand Gandhi 2 October 1869 — 30 January 1948) was the preeminent
leader of Indian nationalism in British-ruled India. Employing nonviolent civil disobedience,
Gandhi led India to independence and inspired movements for civil rights and freedom across the
world. The honorific Mahatma applied to him firstin 1914 in South Africa. is now used

—
worldwide. He is also called Bapu in India. w

Bomn and raised in a Hindu, merchant caste, family in coastal Gujarat, western India, and trained
in law at the Inner Temple, London, Gandhi first employed nonviolent civil disobedience as an
expatriate lawyer in South Africa, in the resident Indian community's struggle for civil rights.
After his return toIndia in 1915, he set about organising peasants, farmers, and urban labourers
to protest against excessive land-tax and discrimination. Assuming leadership of the Indian
National Congress in 1921, Gandhi led nationwide campaigns for easing poverty, expanding
women's rights, building religious and ethnic amity, ending untouchability, butabove all for

(Taken from http://en.wikipedia.org/wiki/Mahatma Gandhi)
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Square  AUllRlA Rl Ry Mohandas Karamehand Gandhi 2 October 1869 — 30 Jamuary 1948) was the precminent

leader of Indian nationalism in British-ruled India. Employing nonviolent civil disobedience.
Gandhi led India to independence and msp1red movements for civil rights and freedom across the
world. The honorific Mahatma applied to him firstin 1914 in
South Africa, is now used worldwide. He is also called Bapu
in India.

~ " iy
Born and raised in a Hindu, _“ ?5‘ - merchant caste, family in coastal
Gujarat, western India, and N trained in law at the Inner Temple,
London, Gandhi first employed nonviolentcivil disobedience as an
expatriate lawyer in South Africa, in the resident Indian
community's struggle for civil rights. After his return toIndia in
1915, he set about organising peasants, farmers, and urban labourers to protest against excessive
land-tax and discrimination. Assuming leadership of the Indian National Congressin 1921,
Gandhi led nationwide campaigns for easing poverty, expanding women's rights, building
religious and ethnic amity, ending untouchability, but above all for achieving Swargj or self-rule.
(Taken from http:/en.wikipedia.org/wikiMahatma Gandhi)
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Mohandas Karamchand Gandhi 2 October 1869 — 30 January 1948) was the preeminent
leader of Indian nationalism in British-ruled India. Employing nonviolent civil disobedience,
Gandhi led India to independence and ms]:nred movements forcivil rights and freedom across the
world. The honorific Mahatma g apphsd to him first in 1914 in South
Africa, is now used worldwide. He is

also called Bapu in India.

\
Born and raised in a Hindu, ~ A merchant caste, family in coastal
Gujarat, western India, and trained ,_‘, ?.;‘ e inlaw at the Inner Temple, London,
Gandhi first employed nonviolent " civil disobedience as an expatriate
lawyer in South Africa, in the resident Indian community's struggle
for civil rights. After his return to Indiain 1915, he set about organising
peasants, farmers, and urban labourers to protest against exceshive land-tax and
discrimination. Assuming leadership of the Indian National Congress in 1921, Gandhi led
nationwide campaigns for easing poverty, expanding women's rights, building religious and
cthnic amity, ending untouchability. but above all for achieving Swargj or self-rule.

(Taken from http://en.wikipedia.org/wiki’'Mahatma Gandhi)
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Mohandas Karamchand Gandhi 2 October 1869 — 30 January 1948) was the preeminent
leader of Indian nationalismin British-ruled India. Employing nonviolent civil disobedience,
Gandhi led India to independence and inspired movements for civil rights and freedom across the
world. The honorific Mahatma #-- applied to him firstin 1914 in South
Affrica, is now used worldwide. He is 2 ™, also called Bapu in India.
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Born and raised in a Hindu, la) = | merchantcaste, family in coastal
Gujarat, western India, and trained 1‘" h_a % inlaw at the Inner Temple, London,
Gandhi first employed nonviolent civil disobedience as an expatriate
lawver in South Africa, in the resident Indian community's struggle
for civil rights. After his return to Indiain 1915, he set about organising
peasants, farmers, and urban labourers to protest against excessive land-tax and
discrimination. Assuming leadership of the Indian National Congress in 1921, Gandhi led
nationwide campaigns for easing poverty, expanding women's rights, building religious and
ethnic amity, ending untouchability. but above all for achieving Swaraj or self-rule.

(Taken from hitp://en.wikipedia.org/wiki/Mahatma Gandhi)|
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Mohandas Karamchand Gandhi 2 October 1869 — 30 January 1948) was the preeminent
leader of Indian nationalismin British-ruled India. Employing nonviolent civil disobedience,
Gandhi led India to independence and inspired movements for civil rights and freedom across the

world. The honorific Mahatma applied to him first in 1914 in South Africa. is now used
worldwide. He is also called Bapu in India.

Born and raised in a Hindu, merchant caste, family in coastal Gujarat, western India, and trained
in law at the Inner Temple, London, Gandhi first employed nonviolent civil disobedience as an
expatriate lawyer in South Africa, in the resident Indian community's struggle for civil rights.
After his return to India in 1915, he set about organising peasants, farmers, and urban labourers
to protest against excessive land-tax and discrimination. Assuming leadership of the Indian
National Congress in 1921, Gandhi led nationwide campaigns for easing poverty, expanding
women's rights, building religious and ethnic amity. ending untouchability. butabove all for
achieving Swaraj or self-rule.

(Taken from http://en.-wikipedia.org/wiki/Mahatma Gandhi)
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Mohandas Karamchand Gandhi 2 October 1869 — 30 January 1948) was the preeminent
leader of Indian nationalism in British-ruled India. Employing nonviolent civil disobedience,
Gandhi led India to independence and inspired movements for civil rights and freedom across the
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Born and raised in a Hindu, merchantcs My . gg%ml Gujarat, western India, and trained
in law at the Inner Temple. London, Qﬂlﬂgfrﬁ" eﬁrcd nonviolentcivil disobedience as an
expatriate lawyer in South Africa, in the community's struggle for civil rights.
Afterhis return toIndiain 1915, he set a Pl o6 peasants, farmers, and urban labourers
to protest against excessive land-tax and § nTHon. Assuming leadership of the Indian
National Congressin 1921, Gandhi led na Wampaigns for easing poverty, expanding
women's rights, building religious and ethnic amity, ending untouchability, butabove all for
achieving Swaraj or self-rule.
(Taken from http://en.wikipedia.org/wiki’Mahatma_Gandhi)
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Gandhi led India to independence zmd mspusd movements for civil rights and fredom across the
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red nonviolent civil disobedience as an
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peasants, farmers, and vrban labourers
to protest against excessive land. ‘Assuming leadership of the Indian
National Congress in 1921, Gan( raigns for easing poverty, expanding
women's rights, building religious and ethnic amity, ending untouchability. butabove all for
achieving Swaraj or self-rule.

(Taken from http://en.wikipedia.org/wiki/Mahatma_Gandhi)
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independence and inspired |

1 movements for civil rights and
freedom across the world. \

The honorific Mahatma applied to
Africa, is now used worldwide. He

is also called Bapu in India.

merchant caste, family in
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Born and raised in a Hindu,

coastal Gujarat, western

at the Inner Temple, London, Gandhi first employed

nonviolent civil disobedience as an expatriate
resident Indian

lawyer in South Africa, inthe ™=
community's struggle for civil rights. After his return to Ij:d;-\\. in 1915, he set

about organising peasants, farmers, and urban labourers to protest against excessive land-tax and
discrimination. Assuming leadership of the Indian National Congress in 1921, Gandhi led
nationwide campaigns for easing poverty, expanding women's rights, building religious and
ethnic amity, ending untouchability. but above all for achieving Swaraj or self-rule.

(Taken from http://en.wikipedia.org/wiki/Mahatma Gandhi)
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Document Inspector m

Review the inspection results.

& Comments, Revisions, Versions, and Annotations
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& Document Properties and Personal Information
No document properties or personal information was found.

& Custom XML Data
No custom XML data was found.

& Headers, Footers, and Watermarks
N No headers, footers, or watermarks were found.

& Invisible Content
No invisible objects found.

¥ Hidden Text Remove Al
Hidden text was found.

/iy, Note: Some changes cannot be undone.

l Reinspect ] [

(A 3.50 Document Inspector gl ellctaumi Ag uRLun

o URuUH eld B ¥ SAsyNoeHl UaA ARl GARG B. Remove All ¢leol UR (As 31 ull

AWRLA SlsyRoeHiell g2 531 asldl.

Al yould ustAl

1. WOUG clolldcll SISAML dAMIR ollH watermark 313 GRRL.
2. scHl 818 Aol gt Sl Al Ast YRl
3. dHdl si8dell Asuu sIUl daur e Adl A Az s2A.
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HIEs\se ASHL QS%Qcﬁﬂ DIES (Printing of Document in Microsoft Word)

S\syNo2s] QR (Printing of Document) : AR SsYAo2al Acl scUHL WA B RUR Aol AUS
8838 ¥ Aol Ball FAsAS AoeReU UR scUHl WA B, Hl2leldloll AsYNoeal R Ul Qo2
531 sl UR wuclell %32 Glell aat ®. sl UR ol SsyReea slSslUl 3y wWowalml
AUA B, SlsyRoal wiual M2 o2 ool wB2Ye Ultotoll GUADL scUHL WA B. SsyNo2
dar Uss atal olle Aol Qedlol HIZ o(lA WQUAA UdLEL AeltHl M B:

o s5YNo2 dAR 53 File 26Hl WA Print [Ascu UR A 52A. Aol [@Qscu 30 81-60§ uRell
Ctrl+P 2lles2-Sloll Gulol ugl 531 astd. wslQ 3.5140 €2cal Yool Print SIAALL 6lls WAL

Home Insert Page Layout References Mailings

|l Save

Print
Save As @
Copies: |1 .
[ Open .
Print
[ Close
Info Printer D
} \,0 HP Laseret Professional M121..
Recent Ready
Printer Properties
New

Settings

[5) Drim Al Pages v

Print the entire document

Save & Send .
Pages: i
Help Print One Sided -
Only print on one side of the p...
I Options Collated -
|3 Exit 123 123 123
‘j Portrait Orientation =
Ad -
8.27" x 11.69"
Custom Margins -
ﬂ 1 Page Per Sheet -

Page Setup

i weflen Prim eeu uz (B2e 23 Am Feeu 20
bl Gl v €l umidl 2uglR 3 00ml alay woes

Elmgilz Wlu 2T (Decument Properties) - i dlalsz 28 20000 Jauz 2wl sl
Ezudy 243l Badl Avaa w2 Sl dudlned Sl szami =l & adun
ez el (Eoucdl Fie 3auz (B2 22 il wps adlanl vl oy so sl seBa dla
Tooed Ar ctnengu Bonveel wieaidl®

el

23t Document Froperties
2oplEnl pula s Segfer Tl ool 203 wafe sl dydl wsas

docmmest)
et 248, o€l v (Tomd pages and wands)
e (Tom! adiing time)

» eacudewe e 24 321 (Tede 22d Tag)

» ol (Comment)

» 2wl 3 WAL (Aubor of documess)
wotll aby Bzl ¥iaw wiE Seow Al Brogenies [Fle Guz (B ol nmu &

445 ofe0 » s3% (=—0

> @

-

|-!-|

AUl 3.51 Print SIACAL ollsd

o (A 3.51Hl WA Print SILRAADL olsAHL AUUAUHL AL Print oleel UR (As saell
AsYNozoll A [Qoeell YdRuUlRA oNsayl WA Qo2 A3 scUHL A,
o 5122 RleM U Bl UAcl [Morell AEL Print weotoll o{lA Printer (Qewotl wucMl
AUA B. Bl w33 Qoeef ol e 531 Asta B.
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ude 53t [Qoerell clet@sdill tedal M2 Printer Properties (Qosell Gualol s3l asla .
[Qoz2ell cla@sdll e2liadl staclol dlisy uisld 3.52H1 A st 8. Al A «llu Al %331
B ¥ 5112U( Bordldt UAA Yoo AU Aol wL SIAAL slls YEL URL 88 o3 B,

¢ HP LaserJet Professional M1213nf MFP Properties

Advanced | Paper/lualty | Effects | Finishing | Services

Frint Tazk Quick Sets

[

Faper Options

Size is:
|.-’-'«4 ﬂ Cuztam..... H—

[ Use Different Paper/Covers

il

Source iz
|.-’-'«uto Select j
. 8.27 by 11.69 inches
Tvpe is:
|F'Iain Faper ﬂ
[v Show irmportant instructions Far printing on shart media Print Quality
|FastF| ez GO0 j
[ EconoMode
[May Save Print Cartridgesz)
(D]

I (] 4 H Cancel H Help

Ag(A 3.52 Printer Properties SIACIL 6lls¥

UL SLAAL s 611 Doz g1 GUAME AciHl ldatR slolne] s€, AL (Source), QlEatsll
oRLeltil Aol Aol UAA URLE 53] ASA .
Slsyotall sAl Uell Doz sclatl B doll (A€ scll MR Print SIAADL GllsUell Setting
(QewotHi WA Pages 25AlSUML Ulell ololR GRARAUHL WA B, dHIH Ulell Qo2 sal M2
Print All Pages ®2elall GUAL 531 sl B.

Slsyoe WUl (Document Properties) : HIE5E S 201041 daAR sl AUAA SlsYRoe
3ol [Qoldl Ancal MR SlsgRoe YUD3ell GUA0L sl QA B. File 26l UR (A sclell
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el ol wHRl sty ccdilol sYRoeoll [Qotdl AUl MAA sl B, Ul As olysalizu
(Aot usld 3.53u0 g2l ®.

P

Properties -
Size 52.1KB
Pages 1

Words 166

Total Editing Time 0 Minutes
Title

Tags

Comments

Related Dates
Last Modified Today, 5:39 PM
Created Today, 4:51 PM

Last Printed

Related People
Author

Last Modified By

Related Documents

Open File Location

Show All Properties

vu%[a 3.53 Document Properties
glanl eallcal Yool SlsgRoe YUEML SlsyRoesll Aol atuaddt WA Y3 wsai wa 8:
o SlsyNo2q] SE (Size of document)
o SlsYNoeHi WAA A Ulsll wal A€ol vl (Total pages and words)
o SlsyNozoll ARl $et UM (Total editing time)
o SlsyNoeo] 2Ny WA 20U (Title and Tag)
e ol (Comment)
o SlsyNoeoll AUl 52l ARlW (Document creation date)
o SlsyHoeHi BCA YRl sAl AR (Last modified date)
o SlsyNez Moe sl AW (Last printed date)
o SlsyNo2all AUS (Author of document)
o A ay (Aotdl lal U2 Show All Properties ([@As GuR (5As 531 sl ©.

Al yould usil

1. dR dolldd $l8cts] QoeuGe Al
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s A adHl el WaLsl (Typography in Microsoft Word File)

2l Wolgl (Typography) : HEsRASE dS Bal d YNAA/A GUAL sl A Al SlsyRoHl
GARAL ARl WaRloll el el UslR WA eallcl sl B, et el el UslRell 2SUSU
(Typeface), $lo2 (Font) Aol SE (Size) gl 1Y UL AS O.

AsUHLol EWlal YRl WA A 2ASUFU 3l o B, BHE, Times, Arial, Courier Ad\R.
UL 2ASUFA ‘Sloz’ iR AWAulLl Al A 5€ URAA B. AU WaRA (ltalic), Ulel WA (Bold) ol
1A Il uRladl (Underlined) wetAoll AHA Sloz AclHi 531 sl WeReAl 5Ea WSe2 (Point)
AsH GlRL Y SAML A B.

Slozotl 2lSUBA A YstAL adl asta : ARS (Serif) U AU ARS (Sans Serif). ARG YUsIRsll
NoeHl WeRell BSL UR 2§ Yol scUHl wAG &l . Times, Bookman, Century <dR ARS
YsRell Slog B. SlsyNe2e] Mol sRclle] Sl dl AUl YsRoll flo2 cldcldl dy UM W 8. FU
QUMD Sansell A B ‘<R, AUl ARS Soe Y2etot cdRell Slo B. Arial, Verdana, Helvetica iR
Aot ARS UsRell Soeoll GelERWL B. SlsyRocaul s Ul HRZ UM A ul YsRell Slozall
GUAdL scllHl WA 8. s 3.54 ARS Wl Ul ARS USIRell Hlozall GeleR0L £20A B.

Microsoft Word Microsoft Word

AR Slo2 Ao AR Hloc

AUg(d 3.54 AR Ul Al AR o2

fo2oll Ala@sd (Font Attributes) : SI53Ro2Hi GARAML WAL Slooll Uas Ala@sd el

SlsyNoeal wists olotlcll Astd B, Slozoll upll YRAuRA Roleti WAL Home SOIHI AMUUML

AUl B, du YAl AsAUA Aodal U Font SIAAL Gllsoll UL scUMl WA B. Sloe

staclol ellsy Wietal 1R o{lAo{l Aol Guallol 53l asta B.

e Home 20l UR A Font YUell ollagHi wWAA olzel UR (5As 5.

o Sl-oll§ uRel ctrl shift F $l eadlal.

o gl 3.55u0 gallcaul Ywolo] Font SIAAL GllsA glol UR Y saUlHl wdd. ‘Slo2’ slAAL
sl Guaed YAudlell agl oA wucudl wcl B, wgl A e W 3l siAAWLL
sl SlEURL WUUR UME 5cll UBAL SIsYNoeHl WAA AWML UE 54 %37 B.
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Font : ([AoS1y UREol RReHMl GUAoU dMIH Hlo2otl oltd L QU SIGel Aojl UM
Al B, UG Hloz UAE scUMl WA R Preview (AGUOHL olyoll d3¥ wucuHl wAA
AR A YUslRell R gl e2ldcuMi WA B. Times New Roman, Arial, Callibari, Verdana
AR Hoeell 32ctis YARAA GeleRwl B % Al ([AQewdtHiell urie 53l asta B.

Font Style : U 53 el Al vedal 12 2wl RASAA sl GUADL scUHT A .
L QewotHiell Bold ure salell A el olotlcll AslA & dal italic Aol urieoll ueRAa
AR wolld B, Hloe wRASAoll udeollell ueRl taulatisys ol & U AuHeA A s 313
GRARAL AulRlal Aofl AU AUAHL A B.

Size : &Rl $E olssl scl HRZ L (AscUsll GUAL scUHL AUA B, AHA A ollns wa
UHLA AR Asollonell Wetol eallaal M2 el el € UE salMl A B.

Font Color : U¥E S A&Rlell L Hedal HIZ o2 sER ([Ascu GUA( B. o2 s QU
SlBet Noj UR (5As 531 wasQu 200el uedll Aol asa B, dal w AAHL AUAA WL
GURld dy AYs Anddl {2 More colors [As GUR (As Ul 531 aAsla B, wSl A Al Aw

%33 B 3, 0ot WaR YRl SsYAozal SOl GUR wiucl H2 AUl WA scRk Moz &g
%331 B.

Font Adyanced
Latin text
Font: Font style: Size:
Times New Roman |Z| Regqular 11
- |0 -
Tralic 10
Bold b b
Complex scripts
Font: Font style: Size:
i +Body C5 |Z| Regular |Z| 11 |Z| M
h Al text I
Font color: Underline style: Underline color:
Automatic E| (none) El Automatic -
Effects
i
[ strikethrough ] small caps
I I:‘ Double strikethrough D All caps
[ superscript ] Hidden
i || subscript
Preview
|
Sample Gelerol
This is the body theme font for Complex Script text. The current document
theme defines which font will be used.
Set As Default ] i Text Effects... ] [ 0K ] i Cancel

As(d 3.55 Font SLAAL 6lls
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Underline Style : UdE 53¢ cvllalell oA el el usiell clél sral 12 a [Qscu Gyl B.
oL 2oElefl o{lA (Words only), @l sold, 32 adR ysiRell eSSt Al u QU SIGat
Aojuiell ule sauml 2 8.

Underline Color : GIWIRlal AUCUH] MAA UoSAEololl 201 URE scll HZell UAR Ul QU
SIGat Noj UR (5As 531 vlcll asta B.

Effects : UME 53 AWLRlal o{lA sRUAA AU Al sl & -

Strikethrough : A&t UR Sl A2l sal 2.

GELSRWL : Mieresoft-Werd

Double strikethrough : A& U A WSl Al sal Hi2.

GELSWL : Mieresofi\Word

Superscript : WaRlal {ldlell Asi GU cutal HI2.

GELSRMQL : 19, 2™, 3¢, X?

Subscript : &Rl 8l st GUR cval H2.

GELSRAL : H,0, X,

Smallcaps : dHIH A& 3RcHl dral HIZ. UBAl HaRk Alst Hlel seoll ewld. GELsRWL:
MICROSOFT WORD

All caps : dlMIH WA 3Q2cMi ealcal M2, BELERXL : MICROSOFT WORD

Hidden : UE $C AeRlal Aa2A Glollalall 2.

‘B2’ SLAAL GllsUHl BUAS (AsEW Font 201 8601 UMl il B. Aol cllgHl WAL Aot
As 20l Advanced UR (A5 scllell slAAL ollsuall Bullel Ais(A 3.56 Yoxolall 2uuldl.

o . -
Font Advanced
Character Spacing
Scale:  |100% =]
Spacing: | Normal E By: =
Position: | Normal E By: =
[ ["] kerning for fonts: < Paints and above
(|
Bl | OpenType Features
Ligatures: None E|
| Il
Number spacing: | Default E|
|
Humber forms: | Default E|
Stylistic sets: Default EI
D Use Contextual Alternates
Preview
Sample GelszRl ‘
This is a TrueType font. This font will be used on both printer and screen.
I Set As Default ] l Text Effects... ] [ oK ] [ Cancel ]

ULg(A 3.56 §loe SLAAWL GUsAML WA Advanced 261
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e Scale : UdEe $¥Al WeRlll USlOUS cedal HIZ B [@Qscusll GUAL scUHl wA B.
YdRulRd A Bctoll Bud 100% Avadl wAdl s 8. Aol ay Bud weRlel uslous
Atll? B AR AottYl el (EHA MeRA AlsSL (narrow) ololld V.

This text has 1502 of Scale

This text has 100% of Scale (Default)

This text has 50% of Scale

Alg(d 3.57 watAal UMl WAE B
e Character Spacing : UdE S Rl cRAo{l wRul Bl sal HIZ Al [Ascusdl Ul
sCUHL AUQA B. Al QU SIGat Aojui 2@ Vel [Aseu Guateu B :
e Normal : AU&A A Yd@AURd o2l (AE2 52 B.
e Expanded : &R clRA AHAY dy xUsl [T 52 B.
e Condensed : W& A AHAY] W ol (AE 52 B.
o A [Ascloj GeleRWl oflA (A 3.58M1 UM W] B :

This text has ‘Normal’ character spacing

This text has ‘Expanded’ character spacing

This text has ‘Condensed’ character spacing

Ml§[a 3.58 Character Spacing
AWRLell U WEACA (Change Text Case) : SlsYRo2Hi GAWIRL GRRALY oAl GILE $AURS Aol 3
GRed/x A weRl) dedaloll %32 U, Ul AHA dHIH dvllel £2 531 531 GRARclloll HeatdHiel
Ul HI2 HUPslAge dS 2010 Change Case oltdoll YlQul Y3 Wd B. Change Case Noj Home
SOl AUAHL AR 8. SlsYRoeHl GARA ALl 3 ¢ledal M2 L AoiHi WUAUHL AUAGL
UR [@Ascu ol Aol usld 3.59u0 e2iad B -

Aa~| =

11
Il
]

-
3

Sentence case.
lowercase
UPPERCASE
Capitalize Each Word

tOGGLE cASE

AUlg(A 3.59 Change Case Aol [Ascu
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Sentence case. : UME S AWIQHL €35 cllseloll YUH HaRa 32c oletlaal HI2.

lowercase : UAE $CA ABIRIHL dAHIH WeRlal JUA olollalall HLe.

UPPERCASE : UE 53 AWML dHIH AeRlal 3Qed clellalal HL2.

Capitalize Each Word : UME $C¢ ABIRHL dHIH AEloll YUH AetRal 3[Qed clollalall HIS. (Rl
yYsiRal 2lfed 3 31y uel ol Hl U )

tOGGLE CcASE : UE ¥ AMIRHL dAHIH AGElll 3U olecal H2, A2A 3, 3Rect uaRa
Bl U A ARl 3ec sloticlal 2.

AR JUoll GelgW oA vusd 3.60H1 elAct B -

Aotod 35U :  The quick brown fox jumps over the lazy dog.
ARMR 3™ :  the quick brown fox jumps over the lazy dog.
AUR 3 : THE QUICK BROWN FOX JUMPS OVER THE LAZY DOG.
2lf2c 3™ :  The Quick Brown Fox Jumps Over The Lazy Dog.

2LA 3 : tHE qUICK bROWN fOX jUMPS oVER tHE IAZY dOG.

z»u.g,[?t 3.60 Change Case

25ee SlBCAUB(3aL (Text Highlighting) : 32cllsclr SlsyReeHi AR AWlBl dYy Hecclo] dlclloll 518
ysl@d (highlight) 524 %33 olal B. slfclife AN AWl SlsyReeHi Ay tllolisds ol .
SN2 dS 2010 AR el el 201 glRL slfcle sclloll YAul Yy wd 8. cdviga
SlClSe scll MI2q] Text Highlight Color At Home 261 UR lUclll ued] 8. Udedloll AwIgal
slsclge sall 2 oA RUAA Udletial UajUR:

SIsYNoe i AUAA AWIRL URE 53,

Home 26 UR MAA Text Highlight Color @At UR (5@s 5. el 20N Hclq Nof YA %A
wsld 3.61

NAojuiell 201 urle 53 GAs sRaell URie s AwiRlell wen a 9L glaaiil sl

AsAlR AUUUH! WAA slFASell UUR olloE sal M2 L Aol MAA No Color (Ascu
UE salMl ud B.

Bl AWIRL URlE sAl R slAlSe A glRl DL U”E sallHl WA dl R Ul ude salMl
Uldd dHH AL A 3Ll GUDL 531 slSclse sallHl AU B, L (bl wesiadl HI2 Esc Sl
galcll asta & wadl slfcllese Aojuiell Stop Highlighting [AscU Ule Ml wd B.
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il
|

| | s

M

.. m
HER

o Color

1=

ALg(A 3.61 Text Highlight Color
dxdl yatld usill

1. dA delldcll Sl ARl Sloe “Tahoma’ AW
2. dR olallddl $IScotl 518 As $52Acl SAR AL AL

s asHl $5Ue{l dlsclll (Paragraph Formatting in MS Word)

$5210{l J6cQl (Paragraph Formatting) : SlsyRe2Mi GAREAL $52U0{l dlscll H2all (AAU & Home
26Ul AL Paragraph UMl UMl el B. 2sQ 3.62H1 Home 261Hl WA Paragraph YU

gl B.

I
Il
il
-
1
4
4
4

Paragraph u

Ml%fa 3.62 Paragraph Formatting

Paragraph YUHI WAA MM A, doll olld wal GUAL WA 3.4 HI AUM] el B.
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WG Slot ol Gualol
Bullets sHRASA A€l GRRal HIZ L [AscuUsall GUadL scllHl A B. Al A
= . oleotoll ollyHi AAAl dlRell ool U GAs s3l awelsll wwon
gallatcMi wldolR [Rauell urie 531 sl w2l sl 3.63
Bullet Library -
oo 0 W %
Document Bullets
- - ©00.
Daﬁn; VN’E\VN Bullet... ’
g(A 3.63 Bullets
— Numbering  $(s A€l GRRal HIZ 3l (Ascusll GUADL sRcUHl WA B, wl A
2 .
i— 7 oleatoll oltogHi Al dlRell Rauell U GAs s aelsll win
gallctal Ml wldalR s URle s3] sl w3l slA 3.64
Numbering Library -
|1
None 2 2)
3. 3)
I A a)
I B b)
. c c)
b: :I.—
Document Number Formats
1. a.
2. b.
3 [
Define New Number Format...
%{l§(a 3.64 Numbering
— Multilevel  A$ $cll dy R (Add)oll A€l SlsyAeaMi GRRal H2 l ([Ascusl
d=—

list

GUaoL sRcllMl A B, Y& (Points) el Nel&lAl (Sub points)ell
Uelajs(ls (Hierarchical) ALl GRRAl M2 l A U Moccle] B. Y&l
U Vetyaloll I YscHl BldalR 3is ¥ [Rauolloll uieoll w2 2
actoll ottogl AAA dlRell Rauell UR BASs sauHl WA B, A wusld
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U S\ot ollH Gualol
3.65

-]

Current List =
1
a.
iLo—
List Library
1) 1
None a) o
) ——— 11—
- Asticle I Headin | 1 Heading 1 —
> Section 1.01 Hea | 1.1 Heading 2
8 | | (a) Heading 3 1.1.1 Heading 3
-
<= | change List Level 4
Define New Multilevel List...
Define New List Style...

us(A 3.65 Multilevel list

Decrease  $52loll dAMIH MR [AEA AR stell s WASA H2 Al [@Ascusl

-

al Indent Guallol scUHl A &,

o Increase §52oll AHIH WL ARl Ad? w¥HRIl s WASAL HE2 U [Ascuddl
e Indent Guallol sallHi A B.

% 1|r Sort 2olet a3 oUscllAAl HBElA sHolg sal M2 il [Ascusll Guzllal

sRCAUHL WA B, Al A sleot UR (As sauell wisl@ 3.66Ml e2idd
Sort SLAAL 6llsU % SRAHL AL

") Descending

|Z| Type: |Text El (@) Ascending
EI (@)

Using: |Paragraphs

|Z| Type: |Text EI @Asgending
EI (") Descending

Using: |Paragraphs

|Z| Type: |Text EI '_:D:_Z'Ascending

Using: |Paragraphs El () Descending

My list has
(@) Header row () No header row

s 3.66 Sort SLAALL Gl
UL SLAAL sAUHL AUACL Sort by LU SIGel Aojiell B MRl sM0ls
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U S\ot

allH

Gualol
sclloll 8lA dof (365 Ue sraUML WA B. Ascending ([AscU URe
scllel el Al sHHL dlscll 2slA © el Descending ([Ascu
HIRAA GRdl sHHL 206Q B. Then by [Ascusll Gudal 531 Asell ay
tcRe] (multi-level) AL Aol asta &, Aed ¥ yun (desui Amlsl
wldcl WA 1R A uglott (esell Ml R Aot srauul wad
8.

iy

Show/Hide

SlsyRoeHl Bl sl awad USslAse af Joud HEAl 2uuel
3Rl WofAR dMsacl H2 AMlal A dedls colefe AA GAR B.
Ul wololl GUAWIU Al R el el UslRell colefe AU A
AslaA . GELENU ¥ ol RUU) HIR2 2U§ (Sl2) dall 260 HI2
{lRell Qauell eallatauni 2 &. wel A ol Al %33 B ¥ SlsyRoea
Ul awad wl G2l sl uR ealctatHi uadl «tell.

Align Text

Left

§52oll MM VIR 3Rl Aol Sloll Ry ollscal M2
oleatell GUAOL scUML WA B,

Center

§5Aotl AHIH AWIR 3cARell Aafitllal A dsdal HIE il ¢l2atall
GuAldL sclHl wa 8.

Align Text

Right

§52cll Al AW 3Rl Wofitllal MRl dR% ollsclal M2
ol2etoll GUADL Sl WA 8.

Justify

§520ll AMIH AMIRlAl 3ol Aorulal Sloll M wHRl il dR$
AUl ooaul AV s calall HIZ uL oleotell GUADL SAUHL ALA B,

e
1

Line and
Paragraph
Spacing

g5AML AUAA AR cAell w22Ule] (A2l sal W2 ul [Ascusl
Gualal sl AA 8. YdEulRd Ad cdat ol Bud 1.15
Al WA 8l B. dAal Rold AlgSet {1oL sdaltml WA B. §52Asll
Al a2l ol el W2 w Aouiel 1.5, 2.0 ¥ Adl ay Bud
URE sRallHl A B. g5Aoll el %€l olsarl U2 ay ([Asedl Andel
Ul NofHi WAL Line Spacing Options... [Ascu U GAs sA. usld
3.67H0 glcaul Yo¥oloj Paragraph SIAAL sllsd glall HAOA.
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U S\ot ollH

GualaL
Par;graph — m t 28 |
— - — oy
General
i Alignment:
Qutline level:
f Indentation |
Left: Special: By: I
|| Right: 0 = (none) : | =
l Mirror indents l
I
' Spacing I
Before: Line spacing: At: |
After: 0pt E Single :l E '
["] Don't add space between paragraphs of the same style
|
Preview I
TEI S Tt Same e Semt Toct T Toek T Teck Sume Tor Feme Ton Tenie Tt I
Samgie Taet Samzie Tt Samae Taxt Sampie Taxt
U
Tabs... ] I Set As Default ] [ 0K ] I Cancel ]
= ~

AUg(A 3.67 Paragraph SIAAWLL s
UL SIAALL GlsUHL WAL Indentation (Aetdtell Heeell gsyAHL oA
%RUAA dNscRlal UE 53] AslA B -
Left Indent : $52o{l M LA sloll wgetl silR2uell sHell dRs
HASAl Ml
Right Indent : $53Ao{l dAHIH lElRAA wHR wiogetl siRu stoll d2s
HASAl Ml
Special :
First line : $50o{l 1oL yaH ldlal stoll ouogett silRauell sHell dRs
WAl Ml
Hanging : $5lo{l Y Ratatell dmd dllAa stell ouegett silRauell
wHR(l dRs WASC HIR

Shading
&y -
—

§5Aoll M AWl ASAUGBSHL 201 YRell HIZ 3l [Ascusll Guallol
scMl WA B, wl oeetell cyHl wAd dRell Rl u Gas
sallell yetdl Aojui wals 200 glaatil WA 8. ol uUslQ 3.68
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U S\ot ollH

Gualol

Theme Colors
H EEEEEEN

Standard Colors
[ ] | EEEEN

Mo Color

i More Colors...

AUg(A 3.68 Shading Aef
Aojuiell slgugl 2wiell udeoll sauell A 20U ddulet g5t
A5UGSHL YRelHl WA 8. More Colors... [Ascu ude 3l ay 2L &
Aotl ASs Ancll AslA B el No Color [AsCU gl $53Actl A5UGSH
GRRA 0L £ 53| AslA B,

Border

Ude 5l $52ell uepuy oll§: ealcaal Hi2 i [Ascuddl Gualol
SRCAUHL WA B. Al A oleot glRL VlAalHl Aleld Rof 2us(A 3.6941

Bottom Border
Top Border
Left Border
Right Border

i No Border

All Borders
Qutside Borders

= Inside Borders

Inside Horizontal Border

Inside Vertical Border

: Diagonal Down Border

:  Diagonal Up Border
7= Horizontal Line

E‘ﬂ' Draw Table

[ view Gridlines
m]

Borders and Shading...

galcd] ®. sl 3.69 Border Nof
ulglAul eallcal Yol UAE 53 $5A ¥ 2ol el el UslRell cll§R
WA ealcdl astal B. No Border [Ascu $5Ax WA S £ 52 B.
g5l UR dRgell cll§ WA e2lclal H2 Al Borders (Ascusll Guallal
SAHL UA B,
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HSsAse adHl 2utell olsal (Tab Formatting in Word)

2otoll ollsall (Set Tabs) : 2o’ Ave A URYUl ARl Wl B. SlsYRoeHi GARCUMI
otk Hedl 2uctoll B Glell deiraz GRRals{l 8lat uR 2ololl dllsael saHl wa B. U
UGB A o2l A Yol 3R Aol UR 2ot dllsctallell sARal Sl-6ll§ UR wAd 2ot Sl gt Al o
A WUlel U A8 S AslA B. (A wslA 3.15)

HESHAS2 dS 2010 WA UsRell 2otoll YAul Yyl wd 8. 2otell YsR oledal H2 af (AoSui
Al SRR A 3cRell B Sloll ool Aol HIBUe{l (BAS dUAUH AUA B, HSFHASS ASHI
Guaoy 2uall ollM, GUAoL U BELEWL o{lA Yol B :
1. Left Tab: 3l UslRell 20lell GUAWIYU vl 2ol Uell 1Rl olley dNsctallHl A B. BELs
a3,
Hello Friends
This is a demonstration of

Left tab stop.

2. Right Tab: 3l UslRell 20lell GUAI cdvlilal 2ol Usll stoll ol oNscallHl WA B. GelsWU
a3,

Hello Friends
This is a demonstration of
Right tab stop.
3. Center Tab: 3l UslRall 2ol GUAL AMIRl 211U R 3 A JlA slsclcHl wa B.
GeleRel 33,
Hello Friends
This is a demonstration of
Center tab stop.

4. Decimal Tab: il 26toll GUIL WA 53l uyRls Avauzll GRRAl M2 sRcUlHl WA B. il 20lall
Gualotell GRRAMl Alcollk dHid HyRls Avaulle] eaial Ra Adet A olscll asia B.
GelsQ 33,

12.34
12345.67
0.1234
-5.234

5. Bar Tab: 3l 26l gl S15YNeeHi A el a2 el Aldl ealciaumi 2d 8. dvuga Gell 2l

A AWAIL AU HIZ WL YSRall 20iell GUADL scllHL A 8. GEleRW 33,
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This is This is

First column. Second column.

SlFURL 20l £R scll M2 3R AlEel UR Al 2ololl [alellal 3cRell 3oL sauul wa B.

HSsASe dSHL Gl Al AlSaL (Borders and Shading in Word)

ol§2 Al AS3L (Borders and Shading) : UME 5 $5Aal 61§ Ul daUl Aol ASUGeSHL 201
YRelloll et UG 2010 AE oLl Al L MR Home 261 UR WAL Border ¥l Shading Rojsll
GURADL sRalH AUA 8. 6ll§R Aal Ao A ay (Ascdlall GUADL 5cll HIZ Home S6HI AACL
Border NojHi WIAA Borders and Shading... [AscU UR (As s, M sclell augld 3.70ul ealcal
Y ulo] Borders and Shading SIAAL 65y WAHA.

' T — @ |
Borders and Shadin uﬁ
(I aseall =« & o . s
Borders Page Border | Shading |
Setting: Style: Preview
‘ ‘ - Click on diagram below or use
None |?| buttons to apply borders
............................................................... - "
7 R — §
Shadow I
i : U
Color : :
3-D
L - Automatic IZI i
it ERE
| w & @ |
Custom 1% pt
muw Apply to: f
Paragraph |Z|
.
| Horizontal Line... [ oK ] l Cancel l
M A

ALl 3.70 18R wal Aol

Border and Shading SIRLAIL 6llsd AQL UOLHL AdUAG B:

1. Borders: 3l (AR G121 $5Aal Box, Shadow el 3D UsiRell oll§2 wuUl aslal ®. cll§e{l el
o€l Al Ude sal H2 Style tllsuell GUAL scllHl WA B, ll§Rall 01 Ual USOUE URLE
sl U2 AaisN Color A Width JU SIGel Aofoll GUADL 531 AslA ©. Ude st ll§q]
yalladset Preview (et 53l asia .
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2.

sl 3.7140 Page Border 20l £2(lcy] .

Page Border: Y@l Wetial oll§2 wlUcl M2 Page Border (Aedlsll GU0L scUMi wA B.

Borders and Shading m

Borders Page Border ‘ Shading ‘

Setting: Style:
-
Mone |f|
i
Box
E‘ Shadow e
D Color
3D
Automatic -
Width
z Custom | |31pt =
wan
Art:

Preview

Click on diagram below or use

buttons to apply borders

e ¢
E soeee
Apply to:
Whole document E
o

oK

| {

Cancel I

—
e
AN
PrE -
Augld 3

I
.71 Page Border 2l

WS[AHL B\ sl B 3 Page Border 2oiHl WAAL (AsEU Border WMl AAcl [Ascu Bal % B
UR Al 26Hl AUQAA [AscU L Ulatial AR 52 8. L GURAd 2l [QAetdtMi Art bordersll [Ascu
WU AHL wcll B Boll iRl Weatial 32clls wists ol§ wdl st B.
3. Shading: Border and Shading SRAAL ollsdHi (%l (Aewdl Shading ® Bell gl 52Ul

A5G HL 0L Y3 asl B. g 3.72H Shading 2ot e2lc B.

Borders and Shading

e

Borders EageEorder| Shading |

Fill

Pz

No Color

_| Theme Colors
H EEEEEN

Standard Colors
] EEEENE

No Caolor

i# More Colors...

Preview

Apply to:
Paragraph

Horizontal Line...

OK

CCC-BAOU and CCC+
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WSslRge ASHl gAY al RIS (Bullets and Styles in Word)

oAU U oleFaL (Bullets and Numbering) : A€l dauR scll W S\syNozoll UAHL UQ AUHLIAU
5l 8. WgslAlse d 2010 A ysiRell Al dar saell Yu Y3l wd 8: s1RAsd (Bulleted) Al
sMs (Numbered) 3 oial UsiRe(l at€l QA Ml et 3.4H1 vl 2l B.

Home 261 UR WA Bullets Aojoll GUADL 531 5HA3 ALE] dauR 531 st B, w3 wisld 3.63.
Ul Aol wAct (el ay ode Ancdl H2 AeHi WA Define New Bullets... [As U Qs
AUl astat, wH saell ol wus@ 3.7340 €20t Define New Bullet SIAAL cllst 2Ll ojAd2oll
Rauell d313 ay [@sedl Andal M2 uL StAARL GlsUHL UAAL Symbol 6lzel UR GASs 5A. usld
3.7441 gallcal Yool Symbol SIAAL st WAHA B el YEL Slodoll USIR UE 31 AMl wAd
uas (Aol Ul 200 [A2ellell Gual ¢Ae 3} 53l astal.

Symbol &Ii:_hj
Font: Wingdings E
50| GR|Rejetro2(ie| |+ |+ |O|C|0|® @O = O|A |+ *
L AE 3E JE-3E:IE-g Rep=g RodDiiie 4 () HALCA T CI O RISy
ST O P |G e %2 F 2| XE S| /K delBe
QE@R < » |Alr @20 0> MV R AL v|e
DA VR AN 20 B[]S u]e]e %
REIEE o
| Recently used symbols:
Tl e[se sl ]=[<[=[ ] [o[u]u[p]x
Wingdings: 183 Character code: |183 from: | Symbel (decimal) |z|
l oK ][ Cancel ]I

?J{L‘g[a 3.73 Define New Bullet

Define New Bullet ? =
Bullet character
symbol... | [ powe.. | [ Fort. |
Alignment:
Left [~
Preview

sl 3.74 symbol
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Home 2 UR A Numbering Aojoll GUAL 53| SlsyRoeHl sMs at€l GAIL astal 8. Al A
sMls AElMl AUAA AHIH UBloll 5Ho] Bolodd Mol S B. sMls A€l GRRlell At 2uc 3.410
galacll ®. g wislA 3.64.

aSoll SlsyRoeil sMs AlEloll YAAUIRA {5l oecll astal B, Ul MR Numbering Roji A
Define New Number Format... [As U2 A5 53l wg[& 3.7541 e2lacuii #AA Define New Number
Format StAALL cllsd VIl astal ®. il SIAAL GllsuHL el el USIRaAL vislell GUAL 53 508
ALl olollcll AstA 8.

Define New Number Format l @ -5

Number format

Number style:

1,23 .. > ‘ Font... |

none -
L1, I, ... E 1

Iy i, il e

AB G

| la. b c ..

1st, 2nd, 3rd ... -
Preview

[ oK l ‘ Cancel |

Ag(q 3.75 Define New Number Format SLAAWL clls

As yYsRell aelMl ofly a€lall GuAL UQL A% B B Multilevel list ¥ OHaAHL WA B,
HAElAdd [Areoll sl sall ViAol HUEAl 2us(A 3.75H1 UMl wdl B.

RISA (Style) : HIESSAs2 A 201011 cwla SIEat uucllell uas At Gucto 8 Aoll (A
AU URAA AN, cAldvRs sallell £xctiasl Bsudl oleticial M2 asHl dedis daur SEal
Ul Gudot 8 Fal RASA d3F ol uUa 8. RkIFcsll Gulol sl SsyReHl uAA
AR AL H3alA wal As UVl Al SHEaL 2l st 8.

Avel AUl asta A ysiRell €l A€l @ITA Home oMl wUclHl el B, B vugld 3.76ul
gallcl .

CCC-BAOU and CCC+ 63



s
naBbcend | Aasbcedd AaBbCc AaBbce AaB
T Normal No Spacing  Heading 1 Heading 2 Title
AaBbCcl AaBbCcDd AaBbCeDd AaBbCcDa AaBbCeDe

Subtitle  Subtle Emp..  Emphasis  Intense Em Strong

AaBbCcDd  AaBbCcDo A2BECcDD AABBCCDD AABBCCDD

Quote Intense Qu. Subtle Refe... Intense Ref. Book Title

AaBbCcDd

7 List Parag.. 3
Save Selection as a New Quick Style...

=) Clear Formatting

4L apply Styles

gl 3.76 Style
GuAdLsdl Wdllal Aefsn Al olcll RS ULl dark 531 2¥ B, Ue sl WAl RASeAML
%8R scll M2 Home 264 UR WAL Change Styles Nojoll UL 831 asta B. el yel usRell
$eclls YdlBld e ctoll GELERQL 261t 3.5HT AUAML el B,

rld Gelerul

Normal The quick brown fox jumps over the lazy dog.

Heading The quick brown fox jumps over the lazy dog.
Heading? The quick brown fox jumps over the lazy dog.
Heading3 The quick brown fox jumps over the lazy dog.
Heading4 The quick brown fox jumps over the lazy dog.
Heading5 The quick brown fox jumps over the lazy dog.

Title The quick brown fox jumps over the lazy dog.

Subtitle The quick brown fox jumps over the lazy dog.

Subtitle Emphasis  7he quick brown fox jumps over the lazy dog.

Emphasis

Intense Emphasis  7he quick brown fox jumps over the lazy dog.

Strong
Quote The quick brown fox jumps over the lazy dog.
Intense Quote The quick brown fox jumps over the lazy dog.

Subtel Reference THE QUICK BROWN FOX JUMPS OVER THE LAZY DOG.

Intense Reference T7HE QUICK BROWN FOX JUMPS OVER THE LAZY DOG.

Book Title

List Paragraph The quick brown fox jumps over the lazy dog.

2ud 3.5 el el uslell RSe
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A3l yaul ustl

1. R ool Aell SISAMD AMHIRL FUHML AL $Ral claus Ul aLEl oAzl g2l
2. dHFL SlEScoll AvMRlal Justify AN WL
3. oAz d3} 58 RUONA A dAHIRL AUHML WAL SRl cls Ul ALE]L tlaill.

HSHAS2 dSHL Rt 230 Y25l Wl UL (Graphical Objects and Charts in MS Word)

R 230 Uesl (Graphical Objects) : ‘W5 (A2 6212 AGEL HRAGR S B A sdald AU el o
8. Al Nl AMRlell clidatell (A5 R Bslacls] ay Ude sl sl 8. At 230 Hiedl
GRRalell SlsyNozoll HBAUMRA UA 2sHsdl auldl asia B, WSHAL dS 201041 ULl
ysRe{l RoUeHs 1B GRIL astal B, Foll QA ol Astt (Qewdti HBA vuucuHl il B.

1. Picture: 3l (AscU gl $IA W3 AYs

Clip Art - X
sclldl B SlA Aal Rl gxclawsul rhf -
Animal Go
GAJl aslal . Insert 2{Hi WA Picture resultsshoumbe: |
. All media file bypes w
O{aoi u? @8 U{Luqt?ﬂ SL&SC’l Q—C{aa Q{Dl[éd [ tnelude office. com content

R G asia B, ull wusld 3.22
uglAnl eallcadl Yol Insert west UR (A
sclell  wde sl Roal SlsyRoeul
GRRAUHL A B.
2. Clip Art: HIS5se af 2010 decis darR Le\w
RAAl AW wgA B Fal AUME -
AAR (ClipArt Gallery) o313 ouicalMl
A 8. Insert eol UR WAL Clip Art ®eat

wR (As 53 GAusé AAI Wl asia B. S
A seledl wugld 37740 el Yol
al (@QeSloll gl ouy GAUME AASL (A 3.77 BAuE AL

VIlCLaLHl LA B.

SAUUE AAIML WA Search for ollsuHl Sl-a w3 2Ace cwclHl WA B, % (AU sl
RAA 2URA %32 BD. Ul WU GELW dl¥ Animal Ace Al A2 8l ol B. BAUME
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QAR Gudsd Yl videtl RA wslQHl B sl B. sleugl A UR GAs 53 Aal SlsyNeeHi

GRSl asla B.

3. Shapes: HIF5MS2 oS 2010 Aals UsRell WSR SlsyReeHl GARclel yAu wrd B.
SlsyRoeHl ¥ UG SR GRRA dlA A U sUR AVl Insert 20Ml WA Shapes Weot UR
A5 sl WA B, wslQ 3.78M1 galcall Yool als SR Nofoll (Ascl 23N galctauni

uld B.
’ l—l_j—) T smarthrt . Hyperlink =
jillj Chart A Bookmark =
Shapes |
- iag+ Screenshot = | |'#) Cross-reference #

3

| Recently Used Shapes
E\NOooAL1LLd 6
CRRRASE N1

Lines

SNSNTLL T RATANNG S

Rectangles

I B Y [ I

Basic Shapes
EOAMOALCTODOO®®
®LOUOr LyHOga
= OIS ESEREORVEENE e J Q=R
R S

Block Arrows

24T OTELPR IS
§SunosD>BE IS
Béa

Equation Shapes

b= R ==k

Flowchart
onCOAN®B E ¢ AVED
Q8OO

| Stars and Banners
DU ACOOOOHH S
I aw F oo

[T P——

ugl 3.78 [QQYU 2ustR

SlsyRoaHl (AU s GARAL Mol UdLAl ol Yool B -
o AslA 3.78M0 wAA AogHidl 2R Ude 53| Aol UR (As s3A.
o SlsYNoeHl ¥ WUl AUSR GRRA B Ul HBUo] W2 AE ¥ FOL 8.

o AR GARACl Bau yIl sral Wiz (As LSl €l SlsyRoeHl wsR GRRAAA Aol HAA. %A

sl 3.79
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GRRAL AlsRe] $€ Gledal MR Aofl BogolleyHl WAL AFE Wiall ABe WSoz UR HIGUsl
Weoe? odd 39U 831 asta dal Yol 20ttt ABe WSozoll Heedl 256l AcllHi 32512 531
st 8§, dlal 201gf ABe W2 BSRA AJuUsR ¥ccll (rotate) HIZ GUAHL AciHl w1
.

Aulg(d 3.79 ALe Wezn
SmartArt: QUL ot 8l Acll (non-sequential) Y25l SlsYNoeHi GARAL HIZ HSHAN dS 2010
WE-E oA AWAHLAL AN YR WS B, Ul AUSRUL cvlgl ugl GRIL asta 8. Insert 26iMl
WAL SmartArt ¢eotoll Heel el YEL USIRall S WIE SR U] SIAADL ollsy Wil
AstA B, gl 3.80H1 alcaul Yool 331 e e UE 53| Aol SlsyRe2Mi BRI st B,

Choose a SmartArt Graphic

3% Process
% Cyde
Hierarchy

Relationship

a5
B
Matrix
A
[~

Pyramid

Basic Block List

Picture - r “H ‘ - n I-i Use to show non-sequential or grouped
blocks of information. Maximizes both
aaa horizontal and vertical display space for
O [ mEm
EEE - .
— 1 (e EEE o
[ OK ] [ Cancel

ULg(A 3.80 wUE wé

5. Chart: Aullel Us? 1Bl BNl wuumell w2 uellatr AW GUaldl scHl WA B.

SlsyNoeHi AW GRRAl HIZ2 Insert 2HML WUCUHL WA Chart tleat UR (A scUHl WA B.
uUM salll sl 3.8110 ealcaul Yool el YElL s WAW UAcd Insert Chart SIAALL
olls WAL
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Insert Chart

L3 Templates Column 1|
e i) (a8 (24 9] o8] 98] 5]
& Pie
e - i B /08 |30 b Jab) A4] ™

Area
= e | ) ] 8] ]
@ Surface e ) [ [re—— T N T -
ol || 25A) P94 it 27 N s
;ﬁ Radar Pie

Al e | ol ARl an] el vl

| Manage Templates... | | Setas Default Chart | L ok || cancel .J:E

Ug(d 3.81 AU

%331 WAW UdE 531 OK oleat UR (5As sclledll ol AHa 2 HSHASS AsAA 2010 YUK
WMl wA B dal Al AUAW slottaall Hizell atyotizu 1B A asta 8. wl 1l vuugll
aARdl@s HEl W oledl asta B, GelsX d31F AU WL ALl H(EaHL QgAML WAL 32dis
SLSAR ALl HIZell WAW dR sl B B LA 3.82H1 A& aAslA B,

100

90

80

70

60

50

40

30

20

10

W Jan

H Feb

® March

HDD

CcD

DVD

Pen Drive

Alg(A 3.82 615AR Altlolle] AQ HEellHl AAAL AU AW
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A3l youl@ ustAl

[ 1. dHRL oUH/28R6{l [@Qold gallacdl RAsUR, FAUME, AU, LS e A UL olailA.

RelltuALA

Q1. A [Aseu uie s3A
1. Word Atcll3atot ollAottuiell Aol gl ol 53| astcdl otell?

A) File 2oiHiell Exit [@scu B) Alt + F4 sl Qu sauell

C) Title bar UR X tleat UR (A5 sclledll D) File 2eMi&ll Close Sub Menu [Ascu (5As 52l
2. YAatol AdRell Sloal 9 56 B ?

A) serif UslReall Hloe B) sans serif Yslall $log
C) Scientific Ys(Rell o2 D) AUUA dAHIH
3. Portrait Aol Landscape .
A) Ugfos AR et B) AUR WS
C) U A-uGe D) GURell oltll [Ascu
4. oflusuuiell s ([Qseu VS HFotoll YsiR o1ll?
A) Left B) Right
C) Center D) Top

Q2. A ([Aseu ad wuel woul YU

1. A font style ol&ll. (GIES, WYAR, YuURRs2)

2. UWs R 3 ¥ olisloll ARl sl AN oA WA allal JA D A d3F 2o B.
REBS, YU, Ausle)

3. Word 2010 ol $l8cle] Aeo2Uot 8. (.doc, .docx, .txt)

4. Shimmer, Sparkle text, Blinking Background AR A3 AMauwa .

(Sloe WIBAHY, o2 F%52YU, e F¥52U)

Q3. o{lAoll sl WA & ¥ el A s&l.

1. dA Word 201040 WSl Wl AL clolRell Uy HIZ2 WAL WA headar e\ footer A2 53| A5
&\

2. Left Indent Marker YUH Al8el Ralal cltsloll Aleotoll Bodoe ool 52 B.

3. Insert 2otMi8ll ClipArt GARL asld otell.
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Q4. A9 Assi %ls

A

1. Word Hi ¢lellddl sl Act sl
2. Sl WMo ollH U ¥ ol WUl UR LS $cl HI2

3. WRLE $C ARl ellel (Darken) $2cll HLe
4. WUl 53 vl Ve sl HI2
5. SlsyRoeHi (Al cwiel ucl 1R

arclledl

Ql.

1. D [File 2uHiel Close Sub Menu ([Ascu UR (5As 5cli]
2. B [Sans Serif UslRall Slo2]

3. AUy ARAc2et]

4. C [Center]

Q2.
1. Yugle 2. volgle 3. .docx 4. 25 352U

Q3.
1. W3
2. W3
3. W@

Q4.
1. Word tlalcll st At sl - Ctrl + S

Ctrl + S
Ctir + V

F12
. Ctrl+F
. Ctrl+B

2. Sl Mol ollH AU ¥ ol 2WUlel UR LS $cll HI2 — F12

3. UAE $CA AMIRLal Yl (Darken) $cll HIS - Ctrl+B
4, 5\l 53¢ AvlRL Ve scl HI2 - Cilr + V
5. Slsgoatl [ABd cvigl Ul MR - Crl+F
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YSWUL-¥ : SIsYNo2e(l Geule sl

UL AsUaAl AeA™ sAl wle AR

o a$-20100(l SISAUL 2olet BRRY , 20lcs] SHEI0L (Formatting) 531 2sel.
o d$-20100(l SISAML 2aictall 32t UR Sl Ul asql.

o d$-2010 Hl ASA-HY (Mail Merge) oll GUallol 531 sl

L [QeotHl WUl 2oictall Gualal dcll A s, 3R Yol 2ecMl YuRl-aul ¥l da
5cll, 20lctatl 32l A AssU sHML 3cll IlA dlsctal wal AT 1 (A 2ully).

201ctell UFL2 (Introduction to Table in Word)

2UA A 2D slaARAlet/[GURHIGL HRleld HAOY B, USUE A QLAY A 2olctall A (2) SlARN62Uol
8. 2olcdAHl 32l 2R SlleHi ollscll asla B, L 26JdR Sz 8188 el s UL A HBRA
5185 YRioL HIZ ML el GulR dlell HRL, Ml NoUBAH oded? U 8-AFA AJU AR 8y A3
8. 2ol ¥ 32t ay AR A ail asia . el SlsyRoeell YA Eulla ugl dy ARl AL B.

2UAHL 28l 812 A A (Row) Aal @ o SIAH (Column) A31¥ JOHaHL HA B. A Aal SIAHH
Asollostal B AXA A (Cell) 58 BD. SHAHL 32l AWo2R $cl HIZ d2l AAHT AwalHl A B. oAl
ulsld 2uc g2id B.

— Column —
First Name Last name DOB City Mobile No.
Rows Akhil Dave 12/1/1990 Rajkot 1234567890
Bhavin Pandya 24/5/1991 Ahmedabad 1234598760
Mitul Bhatt 10/3/1990 Surat 9876543210

Aug(d 3.83 2uc

GURell 26lAMl First Name A Ws SlAH O. Last name A ol sl B. DOB (382 g ol of
gslat3l B) A Al slan B. s I AHY 2ASlA & ¥ City Wl Mobile No. UBL SIAH B.

Akhil Dave 12/1/1990 Rajkot 1234567890 A YaH A B. w1 3l
Bhavin Pandya 24/5/1991 Ahmedabad 1234598760 ¥ o{l%) A &.
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Akhil (Qauello] ottt yaum S\A (First name) ol YaM A oll DEINQl AAH AWlHl WA B.
vl Akhil ol Y Acdell e dratHl WA B aAH sél astal, AMeA A A A At Ajudl
Al sl B, AHA A slets] ot westazedl wU Aoj olld oletel cviadl A &, el
SletHo] ol A, B, C adR &lal A¥ Aol A of ol 1, 2, 3 AR &l Ad. AL YHIA Al First name
SlAd A ® ol Yaur A oll ololR 1 8lal el GURell 26IAHL Akhil AA AT HI AWML A B AU
olRll astal. AAML HAL As o YsRell HBAl cdurcl AR Bl Suctall GUAL dWRLAIL ua
YeasWl (Analysis) Hi2 A3 A 53| aslaL

olqf 20lA Glellalq (Creating a New Table in Word)

d§ SlsyRctl 2ucd GARAl M2 (Rlet (ribbon)Hi WA insert 261 oll GUADL Ul B. insert 2H UR
6As sl oA Yuatl [Ascl HA B.

“_Hnme Insert Page Layout References Mailings Review View Developer PDF

2= BEHEDP2M «« @ & (=5

Cover Elank Page Table Picture Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference
Page~ Page Break © Art ©

Pages Tables Illustrations Links

UglA 3.84 : Insert 2at
20l Bou $cl HIZ SHE B Slotoll AA UR (AS $cll S WURLA 201 collalall HIZ ol el
(Qscd 2 B.

Insert Page Layout References

) bd BE @ ®

Table Picture Clip Shapes Smar
- Art -

Insert Table I
I O I
I
I
I
I
I
I
N [

Insert Table...

Draw Table

Excel Spreadsheet
Quick Tables 4

B pad (4 ES, E

wls(A 3.85 Insert 0L oll SCLE

oo
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26 olellalal HI2 insert table ... [AscU UR (A5 $3| AslA © WU insert table @scunl A wa
sl RAse 531 2ot GRS asta B.

%l UGBAaAL sColUAA GlRL 2HA RAAse scUHl WA Al A olAoll vuglAnl eallcau Yool glal 1A
.

Insert Page Layout References

| B 58 @@ =

Table Picture Clip Shapes Smar
- Art -
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000000
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000000
000000
0000000
INERRNNN

IRENE
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Insert Table...

Draw Table

Excel Spreadsheet

Cuick Tables -
1

Bl xR B 0000

lg(d 3.86 3 x 3 2ud

Insert 20lall insert table (AsEU UR (5A5 $Rcll insert table SLAAL GlsA WA B. L SIAALL GllsuHl
AUUA Fedl Sldr U dedl Aof 2elct olollclclle] B A oissl 530 aAslA B, Ws cdrd 201d sofl a2l
Ul A wa sl awldl ¥ detsl uel asta 8. 201d UES oissl sl M2 Number of columns Hi
el sldd ASA B A Aoe? 53 Astal B, WolR $2lcdall UL 531 2ecHl 3ecll A wa sl
AWl B A assl 53 st B.

3 .
Insert Table ? ESM | Allot? slct
Table size

Mumber of columns: 5 =

Mumber of rows: 2 =
AutoFit behavior

(®) Fixed column width:  |Auto =

() AutoFit to contents

() AutoFit to window
[ | Remember dimensions for new tables

coce

Ulg(d 3.87 2uct GARG
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Insert tab SLACLL UMl 2 v ([Qewol gl B, Al A Yuy (Aewdt B:
1. 2ud WSy 2. ke [@glQaR

2ot AS ofl Heedll Ul w3RAUA UGAUR A U slAHcl] 20id dotlcll AslA B. As culd
olofl ol ole AUUR(l 3RAA WofUR 2oictoll A ¥ SledHl a3 dalsl 531 asta .

wlgle olldclar Acul R’A AR 58 A cdurd A Hzell wotas Y3l ud 8. (3sus slad Qsa
WA sldHell udloues (s, (sus slad (@Qsa ofl olarHi AU RAR $2lctoll Heeell sldmoll
ualoug AsASyds Ul aAsla B el AU old UQl RUR s3cdl uslouaell (Bud Ao
53 asta B, (3sus slad [Qsaumi w2l (auto) 8lal Aol el A B ¥ SlcdHo{l USOUES AMIRL MofUIR
od atll ¥ udl ad. Al Aed 2uctell wtlly sl usloue As Uil oifs. 2uctoll ol
slemoll UBloues AsAHIet 8l URL AB Wal of Ul 8l (3sus sldd QsaHi >l Yl wud 3SR
ol 53A Al Yl slesll usloue aectldl «iell.

Auto fit to contents (A24le g Soeeet) (AscU SlAAMoll USOUE Aol AMIQL YHIEL AHAAIU HEQA
.

Auto fit to window (gl g (AeSl) [Ascu €35 slamoll uslous aulidl 3 walsl 2ed sy
QoS gle 52 . w2lgle 2 [AoSl [Ascu A AR AUAN-UAI AURAASAL 6l 261A Blalletl Sl
U AR @Ascu ololl 2% B sty durlasdlell ot WS MAIN —AUAIL 88 A3,

Ul GURA As A5 ollsy UL 8l 8. %l L As ollsUHL AsHLS 53l OK weat UR (As s 6 Al
ad 2uctell AR Rl AR SlAH oll UML) ALe AV A ULl old 201A clallacllil WA @R
Azcll A A SlAH of 2UA Kallaldl.

As clR 2ud ool oAl ULl 2oictotl AAHT AWl vl astal B, AAHL olulR, 25 (AatRl), RsAUR
3 Ao S UQL AoBse Aoz $31 ASA B, AAHL ARAL Al Ul SRl Ul atstal ©. Al
ARAl AR oL s2cl HIZ B 3lA 2uE dolR Hlee(Font) el WRJULE(Paragraph)ell GUAL
AA B A o A AdHL ARl dwga B il asta 8. wl HI2 AdHL A duvllall RAse
53 RURMULE RSl [AscU UR (BAS 5cll A YsRe] SR el B. 2uclell S8 As A AUl As
$cll At Adtal ul AsAA SR 531 st B. As 5dl auR Actal AsAA oL el
HERZ A ol % RAse sal Ud. As scdl dulR A AsUA RAse sall H2 HGUof Sloll olloge]
oleat eollcll AWl RAs2 sl HDdIAL AA UR HIGYU @8 %d AU, URGUE % HGBUs  sloll
Glloge] teot Y5t 54 AU, wl Ugldal 391 WS U (Drag and  Drop) 58 8. Ws sl dUlR A
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AsAA RAse sall H2 S1-6ll§ uell @ge(shift) sl eottell AL AA 4l (arrow key) eolteddl ¥ A
AR Sl Yol Ad RAse Uy 3.

2olcdoll vieR As AcHidl ol A UR wal HIZ 204(Tab) $l oll UL A2 . AR URL 2061 Sl
gollacltil A B R sAR (cursor) FHR ol Ws A UL dll B, % sAR 51 Aol Becll
SIAMHL Sl Ul 20l Sl eotlatatHl WA Al 53R @R Ulell Aail stell olarell M Act UR 3. %3l
53R el Aol deall MRl ollagell slead UR sl wal 20l 8l eolladatHl AUA A As ol wicdl A
20lAHL GRRA B. 2uid UR 818 Al wHR(l ouerell stoll ollagell At UR all HI2 Qg2 wal 20l 8l
AsAA eollalallHl A B. AR SlURl A RAS2 ML A B @R A A slclse ULl B.

First Name | Lastname | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 0876543210

A 3.88 As Act wL ol Act UR ¥d.

éﬂ@ltﬂ %J%ﬂ@{d (Formatting a Table in Word)

WAs cllR 20ld oofl oAl il wy] 2oict uel RAse s31 Asla B, AHA A ALl 2eAa AssU
YsRe] Q3oL viual wUdl dl WL 2eda As oAl SlsyNoeul olley wouR dcal HR
UL 2ud RASe sRalHl WA B,

2ud UR Ydeauvaul@d (predefined) RASE Ul HIZ ML 2HAA RAse ¢ %33 8. Aydl
2ol RAse sal HIZ AR AAl Ycdls U As saHl A 8. R Henanl R (four
headed arrow) %R URL HIGYU 20lA UR ¥clalldl WA B R Sucdoll yaun sldMell stoll ooy A
GURell ol Hlall HA B.

&
First Name | Lastname | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 0876543210
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B dA AR HAnl IR UR As 520 ¥ wy] 2ucd RAse U8 »A. RAse UAA 2ud slFcllese
U8 %3

&
First Name | Lastname | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 0876543210

g(d 3.90 w] 2ot RASLS

B 2o RAse U A ¥ 2lded Gk UR 26ld L GRRIA %A 2ud &lal Al Aatoteuul
Sl3Leetl (Design) ol A-vllGe (Layout) 26t GRRUE .

|| TableTools |

Cresign Layout

LAaBbCcDce | aaBbccDe AaB
T MNormal T Mo Spaci... Headir

AULg(A 3.91 Sty AA A-2G2 2t

B AN 201 CUall SIBBel 26 UR (5As 520 ¥ Rutot UR 20lct RIBAH el U [@Ascdll Rutat

UR BWA. B BH HIGU RUIBA UR $d %A dAx dd RAsRs 2ud A wisc YHBle] Qe dlad
%3l

W90 =-@als

Home Insert Page Layout References Mailings Review View Add-Ins Design Layout
Header Row First Column

‘ Gujarati My Content BAOU CCC [Compatibility Mode

&Shadmg' - -
D Total Row |:| Last Column - _ Borders|~ Yapt - 2 lj
. Draw Eraser
Banded Rows Banded C > 4PenColor' Table
Table Style Options Table Styles Draw Borders
------ 1--‘|--‘§|---\--|§\1‘--I‘\§|-2-"\§|-‘E---\§|---4‘--|Wj--sl‘-I-“S-
First Name | Lastname | DOB City Mobile No.
Alkhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 [ Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

AUg(d 3.92 2act Syt

WAL 2ot M2 s Ul ¥ecll ontsiesell | 3l Slostesetofl Al B A Ul atssl 531 adlA Sl w
HER oA RAse 531 cll§Rell WAL —AcdL [@Qsedl wgHLIla A sl
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Ml A-5ldM GARAl ua g2 sl (Insert and Delete Row/Column in Table Word)

2UA of A-vllB2 2l WUQ 2UA HIZell YRl A-wBe (Asedl el ¥ otcll A ¥ Sldd GARC],
20lcoll L AUl A 5l dUlR AA HY (Merge - A A&cl Gl 5cdl AR A AdU 31 As A
ololladl) sal,vlalgle ollddlar, Actoll SR dedtdl, AU WA AR AU SaANo2 MU Wl
UM ¥ 32lal Adldl AYs Ysaulel [Aseu yruud 8.

EIH" © v - [ sRouCEaiconps e ese e eeeesee - [ ——

Home Insert Page Layout References Mailings Review View Developer PDF Design Layout

NEIEL EBAE SES G o e SIS0 H B RS

o
o

BEHE —
Select View Propsties Delete | Insert Insemt Izt nser Merge SpUt  Spit AW widin: || H pistribute Cotumns Tet  Cell so Repeat  Convert Formul
Gridlines Above Below Lt Rght Cells  Cells  Table =l =l [ pirection Margin Header Rows to Text

Table Rows & Colu fl Merge Cell Size fl Alignm Data

AUg(d 3.93-a 2ot A-uBe

2oleHl A ¥ slad GRRAl M2, A ¥ slad RAse 5A U 2ud el Rutet URell A-uGBe
2otdiell 2o [Ascu ude 5. GELSWL 31} UUB 2eEHl As SlAH City el Mobile No. S\AM
R GRRCl B, ul U2 sl 3.93-b Yol Mobile No Sl RAs2 $2A. Mobile No Sldd RAse
sl HI2 Mobile No SlAM UR %€ HIGU dd (As 5. AR UG WBeeR SldAHell GUR @8
ogcllil WA B R MGBU of sAR Als waaton Ml dedlad A B wal A UBU sloll
wlgo] weot (5As sl vl sldd RAse us s .

: First Name | Lastname | DOB City Mobile No.
Alkhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandva 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 0876543210

AUl 3.93-b As Sleu o RAsUdt

URGE A-ulBe 2euiell wugld 3.94 Ul clcllcal Yol Bote AR (Insert Left) ol UR (AS scll
As otcl LM Mobile No ofl SLodl olloy sl 3.95 Hi clcdical Yoxul GARUE .
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w9~ = |+ Document3 [Compatibility Mode] - Microsoft Word (Product Activation Failed) | |
Home Insert Page Layout References Mailings Review View Developer PDF Design Layout

il 3 s i ====! [ . . N i BEE8E

= 3] Height: 0.22 2 | B¥ vistribute Rows
N = b SR =H=EH= J -
Selet  View Properties | Delete | Insert Insert  Insert Insert | Merge Split Split | AutoFit ;_1__';‘.’\.'idth: 0.98" s '_L'Distribute Calumns
= Gridlines = Above Below  Left  Right Cells  Cells Table = ===
Table Rows & Columns Merge Cell Size
E Insert Columns to the Left o [aE[r . - - [E] 2 .. - [E[--3.. . |3>3 L4 - AE
— Add a new column directly to the
= left of the selected column.
I First Name | Lastname | DOB City Mobile No.
— Alchil Dave 12/1/1990 | Rajkot 1234567890
- Bhavin Pandya | 24/5/1991 | Ahmedabad | 1234598760
= Mital Bhartt 10/3/1990 | Surat 9876543210
Ul 3.94 RAAs2 sct slemoll stoll sy As otcll e GRRC
&

First Name | Lastname | DOB City Mobile No.

Akhil Dave 12/1/1990 | Rajkot 1234567890

Bhavin Pandva 24/511991 | Ahmedabad 1234598760

Mitul Bhatt 10/3/1990 | Surat 0876543210

AULg(A 3.95 As oicl slan RAs2 sc Sletuedl stell suyR GRAA A B,

U otcl GRRAAA SlAHMl 32l BRI sl B, GeleWQL HIZ AU 3l otcll GARAAA Sl s E-
Mail 2U5(A-3.96H1 A & Bui (Qenllett E-Mail ID dLe 531 asla .

First Name | Last name | DOB City E-mail Mobile No.

Akhil Dave 127171990 | Rajkot adave12 @yahoo.com 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | Bhavinp1991@gmail.com | 1234598760
Mitul Bhatt 10/3/1990 | Surat Mbb10@yahoo.co.in 9876543210

Ul 3.96 As otcll Slem E-mail Mobile No. Slen ofl sioll cuy GRAA A B,

o A UG 5l uRl A A A Ul ol A ugl BRI sl B. WU WS sl duUR A ¥
SlAM URL As WA GAZL ASlA Sl L HIZ AUBL AS 5l AR A 3 sl RAse sl ASA.
GeleR0l 3y Ul el A wte ARl otcl A GRRA B, Yl WU oHtll o A RAs2 sl WA
U RARUE A-uBe 2ot Higll (A 3.97 Yo 8oué (A (Insert Below) [Ascu UR MG A
sl A,
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Home Insert Page Layout References Mailings Review View Developer PDF Design Layout
ol ! A, EE 0 [ e . N s EEE A=
4] Height: 0.4 * | Bf pistribute R, ==
NEEEEEE CEECEEERED i SIZ A= T
Select  View Properties Delete Insert | Insert Insert |Insert | Merge Split  Split AutoFit | = width: - S'j Distribute Columns Text Cell
Gridlines L] Above Below Left Right Cells Cells Table - i s = == Direction Margins
Table Rows & Columns Merge Cell Size Alignment
I—l_| Insert Rows Below -1 - - [E[ - - -2 [ - - - S [E[- . - -4 - -0 - - - S[E[ - - - - §#
B . nayd £4/3/1991 | ANMICUAUAU | DIAVIID LYYW UIIAILCONL | L2498 /10U
Add a new row directly below the —
- selected row. natt | 10/3/1990 | Surat | Mbb10@yahoo.co.in | 9876543210
; In the same way user can also any row between two rows. User can add any number of rows or
. columns by selecting multiple rows or columns. For example, user would like to add three rows
N below tothe record Mitul Bhaat. Then user select all the three rows. Then click on_insert below
o option from layout tab.
First | Lastname | DOB City E-mail Mobhile No.
| Name
= Akhil | Dave 12/1/1990 | Rajkot adavel2(@yahoo.com 1234567890
] Bhavin | Pandya 24/5/1991 | Ahmedabad | Bhavinp1991 @gmail.com | 1234598760
= Mitul | Bhatt 10/3/1990 | Surat Mbb10@yahoo.co.in 9876543210
U@ 3.97 Becll Aol 1A et A GRRC{
First Name | Last name | DOB City E-mail Mobile No.
Akhil Dave 12/1/1990 | Rajkot Adave12 @yahoo.com 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | Bhavinp1991@gmail.com | 1234598760
Mitul Bhatt 10/3/1990 | Surat Mbb10@yahoo.co.in 9876543210

Auls(d 3.98 Beell Aell (A gL A GRAA B.

wr A As ¥ As sl dAUR A ¥ SlAd 2 (Delete) UQL 531 Aslal A g sl U@ % A g
5l & A RAs2 5A WA RURULE w5l 3.9941 galcaul Yol A-uGeHiell Slelle (Delete) 2oiuiell
Slelle A% (Delete Rows) ([Ascu UR GAs sl ASA.
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Home Insert Page Layout References Mailings Review View Developer PDF Design Layout

L} E ﬁ E %l E‘ %J jﬁ EI IEI 5 j 3] Height: 0.4° f H¥ pistribute Rows 222 % J

Select  View Properties ||Delete || Insert Insert Insert Insert = Merge Split  Split | AutoFit j Width: 'jj Distribute Columns Text Cell
- Gridlines - Above Below Left Right | Cells Cells Table - =l =l =l pirection Margins
Table F Delete Cells.., B Merge Cell Size Alignment
[o] W Delete Columns - o[ - - [E[ -1 - -[@w[ - - -2 [#[ - - -3 [#E[ - - - -4 - -0 - - S[E[ -1 - - - d%
Tl | Bhavmn | Pandya | 24/571991 | Ahmedabad | BhavinplY9l@gmaloom | 1234598700 |
& =" Delete Rows 10/3/1990 | Surat MbblD@yahoocoin | 9876543210

A Delete Table

= Figure 3.15 Insert three rows below to the last row.

First | Lastname | DOB City E-mail Mobile No.
Name

Akhil | Dave 12/1/1990 | Rajkot Adavel2@yahoo.com 1234567890
Bhavin | Pandya 24/5/1991 | Ahmedabad | Bhavinp1991(@gmail.com | 1234598760
Mitul | Bhatt 10/3/1990 | Surat Mbb10@yahoo.co.in 0876543210

ALg(A 3.99 Beell AQL A wlle sl

First Name | Last name | DOB City E-mail Mobile No.

Akhil Dave 12/1/1990 | Rajkot Adave12 @yahoo.com 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | Bhavinp1991@gmail.com | 1234598760
Mitul Bhatt 10/3/1990 | Surat Mbb10@yahoo.co.in 9876543210

Auls(d 3.100 Beell AQL A olle YA Glle 2uie

uly A As 3 A5 sl AUR SlAH R (Delete) URL 531 sl BELSA dAld WU E-mail SlAH
£2 sl HI2, E-mail Sl RAs2 5 el URUIE wis(A 3.101 Yol A-wGeHiel Sldlle (Delete)
2ol sllle sl (Delete Columns) [Ascu UR (A5 scll AESA. E —mail SlAH £ U8 A
uls(A 3.102U1 A AslA B.

Home Insert Page Layout References Mailings Review View Developer PDF Design Layout
ol (o e =l T s EEE As ;
[/% E J ﬂ Dj ﬁ ﬂJ E ﬁ lﬂ :| J /] Height: 0.4 : | B pistribute Rows p—— J 4
Select  View Properties |Delete| |Insert Insert Insert Insert = Merge Split  Split | AutoFit jw\dth: 1,91 : "ﬂDistributeCalumns — 13 Text Cell 5
- Gridlines - Above Below Left Right = Cells Cells Table - =l = = pirection Margins
Table 3% Delete Cells., b Merge Cell Size Alignment
] # Deltecowmns |- - B T8 1 & 3 [®[ 3B 3 1 d&[ 1 ds_
. = Delete Rows
- Gl Delete Table
i [
- First | Lastname | DOB City E-mail Mobile No.
i Name
? Akhil | Dave 12/1/1990 | Rajkot Adavel2@yahoo.com 1234567890
= Bhavin | Pandya 24/5/1991 | Ahmedabad | Bhavinp1991(@gmailcom | 1234598760
= Mitul | Bhatt 10/3/1990 | Surat Mbb10@yahoo.co.in 9876543210

sl 3.101 E-mail Sl olle sC(l

CCC-BAOU and CCC+ 80


mailto:Adave12@yahoo.com

First Name | Last name | DOB City Mobile No.

Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

A5(A 3.102 E-mail SlAAH GlILE Y2l GlLE 2ol

2OlAHL A H Wl @2 $2cll  (Merge and Split Cell in Table Word)

AUUR(L 3RAA UUR UL 2elctoll AdA % (A AUl A 5l AR A A2 531 As Acd
ololladl) 3 R (Split — s Ad o A ¥ Al duR ol adudl) 30 asia 8. wR ¥ wusld-
3.10341 WA oAl YauH A udcll As A GRRaML WA 8. Al Aoll YyauH SlAHHl ABC al
o{loy SlcAMHL School WA 8.

ABC School
First Name | Last name | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

Als(d 3.103 Act U YAl udal

A ABC School ¥ 2llds &lauell AU Aal 2oictsll wtlly sleoll aA Aug B, el 2uud
ABC School @l H% 3| 2ulclotl oML AW B. Al HER2 WU yauH A RAse sl NSA. %
oA sl 3.104 Ui eldct ®.

ABC School
First Name | Lastname | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandva 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 0876543210

(A 3.104 At UF AL UL 1o sl HdLAL A RAse wAct B.

cURGLE glA 3.105 Yo A-uGe 2uuidll U AR (Merge Cells) [Ascu UR GAs 5l RAse
YAA oLl o A AU U 2Us(A 3.106 Yol As At ololl 3.
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&A dN Al Ul AGell AMIRA Aoz (Center) WA UQL AL 25 O W 1s(A 3.107
Yosol ctlRiell VY slelle 3 AsAU 8l gl g2 53| asiA .

o B et My Content BAO

Home  Insert  Pagelayout  References  Mailings  Review  View  Addns Design | Layout

L@ E ﬁ ﬂ ‘% E‘ 4§_| jﬁ E‘ EI 5 j &1 Height: 03" * | B%Distribute Rows Z

Select View Properties Delete | Insert Insert Insert Insert | Merge Split Split | AutoFit =2 width:
- Gridlines - Above Below Left Right Cells | Cells Table -

- =t
H Distribute Columns
- =

Table Rows & Columns Merge Cell Size

@ 1| Merge Cells [z @& -5 - & 4 [E:
_ Merge the selected cells into one 1990 li;ﬁ.(m -153-_1;&7-85-]0
: cel- . /1991 | Ahmedabad | 1234598760
- Mitul | Bhatt [ 10/3/1990 [ Surat 9876543210

wigld 3 22 Vet MY U2u UdAL 1 5al Hidldl A Rdse ada &

. [

- ABC School

=1 First Name | L DOB City Mobile No.
C] Alkhil Dave 12/1/1990 | Rajkot 1234567890
- Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
= Mitul Bhart 10/3/1990 | Surat 9876543210

ULl 3.105 Act U sall W A 62 2ol 1 A UdE $R] .

ABC

School

First Name | Last name | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

Alg(d 3.106 At U¥ YAl GlLeadl Eudl,
ABC School

First Name | Last name | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

ULl 3.107 At 1Y YAl GUE AUl atlRell WA §R UAL GULE ol Tullel,

s A As A o G2 531 astaA B, GelsX d3¥ sl 3. 108ML €20Ac ABC School A $3|
WWURL A AAHL (Qeund sal HI2 ABC School RAse $31 A-uBe 2ot Hiel e Ad UR (As
scll 25[A-3.108 Yol RTHe A SAALL sy WA & FHl UG Ada Fecll A Ul SlAdul
RXe 59 B Aoll (Aot Al OK (AF) tleal UR (5ASs 5l A Ree v,
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o) e S SRR B R e O B SRR B S 3
|| kx
: ABC School
M First Name | Lastname | DOB City Mobile No.
= Alkhil Dave 12/1/1990 | Rajkot 1234567890
1 Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
= Mitul Bhatt 10/3/1990 | Surat 9876543210
) 2
Split Cells :
Mumber of columns: | 2 z
- Number of rows: 1 2
. Merge cells before split

Ulg(A 3.108: At R sl W2 B2 Ad oeat uR (As

AU AA A 5 SleAM WA 1 A Ul B2 sRclloll dlatell U 2s(A 3.109 Yosol olek s sletid
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Home Insert Page Layout References Mailings Review View Developer PDF Design Layout
i) Ey BB [= . . 2E= Az
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Select  View Properties  Delete Insert  Insert Insert Insert lerge  Split  Split | AutoFit ledth: 457 : ':'u_'Dlstr\bute Columns Text Cell
Gridlines - Above Below Left Right Cells  Cells Table - E—J |§J .::J Direction Margins
Table Rows & Columns F] Merge Cell Size F] Alignment
L] e T
[
a ABC School
= First Name | Lastname | DOB City Mobile No.
. Akhil Dave 12/1/1990 | Rajkot 1234567890
= Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
- Mitul Bhatt 10/3/1990 | Surat 9876543210
?

Split Cells

T o

Mumber of columns: 5|

G

Mumber of rows: 1

Merge cells before split

é{tg[& 3.100: At R sl W2 Fecll A WA el At ke 52l 8 Aoll (Qatet 2uucll

OK ¢l2ot UR (505 $cll A5 A 5 SlAH A 1 AHL Fe a8 %A, % (1Al 2us(d 3.110 Hi
gollcal Yool aglal HOA.
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ABC School

First Name | Last name | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

Al 3.110: At R sAul olLe

Re 2ud ([Ascusdl Heedl (Split Table) MU 2eAal RHe 531 aslal B. GelsW d31F wuual
oA AUUB A SudHl R ([Aeuwd) sal MR 2udsl el A A RAse s3I wusld-3.111
Yool A-ulBe 2ol RTHe 2elet (Split Table) UR (5As sl 20lct Re uy As solcdHiell vusld

3.112 Yol A 26lAMl [Aeund s .

Guijarati My Content BAOU Cf

Home Insert Page Layout References Mailings Review View Add-Ins Design Layout

L@ E ﬁ ﬁ ‘:%l @‘ ﬂ_| E lf‘ II_II' i j 4 Height: 019" HT pistribute Rows ;j:

A 4

Select  View Properties | Delete | Insert Insert Insert Insert Merge Split | Split | AutoFit j Width: 'II' Distribute Columns
- Gridlines - Above Below  Left Right Cells Cells | Table - = =
Table Rows & Columns Merge Cell Size
[v] [ - # - | spiitTable - -3 - [E[ - -4 [E
I Bhavin imedabad | 1134398 /6U |
- - Split the table into two tables.
Mitul rat | 9876543210 |

= The selected row will become the
- first row of the new table. e 3241 GlLe

velle 2ua @Aseu ol ueedl (Split Table) 2UUBl 2uldal vielle 59 asia @
: GeLgel dls viuel 2ud oL 2usl o 2oadl 2elle(@ena) sel e

- 2odell Becll A 2l AAse 53 A-2uGe 2uuidll velle 2o1c (Split Table) 1
sclls s2cl eod welle 4o Ws 2ucidl o 2uedl @etyd U wil

ABC School
= First Name | Lastn DOB City Mobile No.
n Akhil Dave 12/1/1990 | Rajkot 1234567890
Nl Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
— Mitul Bhatt 10/3/1990 | Surat 9876543210

Al 3.111: 2uct B2 sal HIR fe 2ud [@Aseu

ABC School
First Name | Last name | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot | 1234567890

Bhavin | Pandya | 24/5/1991 | Ahmedabad | 1234598760

Mitul | Bhatt | 10/3/1990 | Surat 9876543210
Al 3.112: 2ot R gL ol

CCC-BAOU and CCC+
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2oictell A wa sleAHe{l Gy wa udloue seccll

2ud oofl ol ugl Aol AW A  slemsll udlous wecll asia B, 2ucHl Aol AU wa
zucell slaoll udloue aedal M2 A-wBe oMl A we» Qscuridl Aol QuE wa
zuctell slamoll udloug oledl asta B, Aoll QU wectal W2 A RAse 531 Ad WS
@Qscuniell Aell QsHE GRS BHA Woe? 5l Ude 5L Aol QU Hecls w. GeleRWl
A3y uslA 3.113u0 ealcau Yoyl oflost siviRell Aol QWS 0.5” 5cdl A 0.2” &l ddllad 0.5” ueS %A
B sl 3.114H0 e20Ad B. Wy A 2ulctell slems(l udloue ual vecll asia 8.

e

Home  Insert  Pagelayout  References  Mailings  Review  View  AddIns  Design | Layout

o 5 o =0T . =
% E E2E] ﬂ ﬁ ﬁ iﬁj E 'ﬁ ﬂ ==t ﬂ 2l Heignt: 0.2 S Hfoistrbute Rows |
=

Select View Properties Delete | Insert Inert Insert Insert Merge Spiit  Spiit | AutoFit (=] width: = || 1 pistribute Cotumns

- Gridlines - Above Below Left  Right Cells  Cells Table
Table Rows & Columns g Merge Cell Size

[ T By Z1 - - E[ 2z~ - [E] - 3 - [H[ & [# -
e
ABC School
First Name | Lastn DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

gl 3.113: 2ol A ol a2 weadl

ABC School
First Name | Last name | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

AULg(A 3.114: 2atctoll Aoll o182 secau wlLe

2olet olofl otraul ugdl Aell QUG AR SleHoll USlOUE HEAl ol [ASEU URL B. Ul HIZ 26EHa
RAse 53 WGUAl A2 (GAs sl 26 WUEB UR (A 5l 2oict WUl staAAldL ollsy Wa
B, 2ot Wudlos AL dlsuHl 20ld, 2, S, AA £380ll LR olul [Ascu slal HA B, GElsRWL
HER AUl R3L sleamsll usloue oleclly. wl M2 2oida RAse 531 HGBUoll A2 (AS sl 2uAd
WUl uR 6As scdl wglA-3.115 Yol 2o WUl siacdlol st WA 8. 2olet YUl
staclol ollsAuiedl Sldd 2ot UR (A5 scl glA-3.116 Yol Sldoll USlous oledal Hizell
@Qscu uA B,
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[ 7
Table Properties M

| Table | Row |COIgmn | Cell |&ItText|

Rows
Size
Specify height:  |0.4" =| Row heightis: |Atleast E
Options
Allove row to break across pages
7] Repeat as header row at the top of each page

[‘ Previous Row ] [' Mext Row

sl 3.115: 2ot WUElns siacldL ollst

][ Cancel ]

Table Properties M
m Column Cell Alt Text

Columns
Size

|H| preferred width: |17 | Measurein: |Inches

[41 Previous Column ] [ﬂi Next Column

Bl

gl 3.116: 2ot WUl slAAL sllsuul slemalt [Aseu

8 % sldHoll udloue olectcll da A Sled AAse sl e YA Sl (Previous Column) %
Ase S\AM (Next Column) ®2el UR (55 5cli As-AUs sl sloll oy ¥ wmell oy ol slad
RAAse adl otal ®. % U City SleHsoll udloueS el dlat Al Aste Sl UR AR adlk (5As
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5cll city Sldd RAse U8 oA 8. A wslA-3.17 Yol Yls§ [@Qsed (Preferred Width) i B2cll
usloug il sla Azl Yol Aogl scll AU, ABA 8ot (Measures In) Hiel WU Su Hi
(Inches) UG B ¥ 2511l (Percentage) UG & A atssl 831 OK oleat (A sl Urle s Slemsll
UAOUE e U B B ws(A-3.118HL A& aAslA B.

Table Properties @lﬂ
m Column Cell Alt Text

Column 4:
Size

[¥] Preferred width:  |2° =| Measurein: |Inches E|

[41 Previous Column ] ll# Mext Column

[ ok ][ conea |

gl 3.117 2ot WUl staAAdL sllsuul slemell usloug secalatl @sell

ABC School
First Last name | DOB City Mobile No.
Name
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

gl 3.118 2ot WUl stAAdL llsuMl SleMoll USloUS tell slle 2o

2ol RAQ UA SN2 (Position and Alignment of a Table in MS Word)

UM R¥A ArRlell RAQ UA 2ecoll A At cAe{l Ul (Margin) UGl ¥3RaAlA Yol slecll
AslA B, Aol AAHL ¥ AWl @A (positon) Hedal HIZ Boll RAQA wedcl ® Azcl A
RAse sA ol ARGIE A-uBe suiigll w3RaAUA BofARell [AseU UR BAS scll UE SRl
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AdHl durRlell RAQ oeclls oA GelsW dld U 2olAHl SleHoll dSol Actell wAUR
HEAUL Aol B.

U HER A A RAAse 531 s(A-3.119 Yo A-wBe 2euigdl UG Ao2Rell [AscU UE sl
RAse s dslot sl 3.120 Yot Actoll Mrauni 2l %2,

40 o0 T

File Home Insert Page Layout References Mailings Review View Developer PDF Design Layout
gl [EEES) = . - =
L} E ‘E‘ % E B = o J {0 Heignt o4 3| HfvistbvteRows = = = Az
i 2EE =
Select  View Properties Delete Insert Insert Insert Insert Merge Split  Split AutnFlt —" Width: : 'L'Distrihute Columns Text Cell
- Gridlines - Above Below Left Right  Cells  Cells Table =l =l = pirection Margins
Table Rows & Columns Merge Cell Size Alignment
] L v ooa gl @[ 2 E 3 [ 4| augncenter

Center text horizontally ar
vertically within the cell.

wadlaid wopuett [@scu v GAs s2d1 AAszu b2t ol dweeliwna
HEALES il GELSRL Al 2uudl 2eetHl sletHstl 3510y ctal i mal &,

il W2 d 2 AAse 571 A-wuGe ezl wldst Ye2? ol [Aseu ude 521

= Rz s3ct 38leo Aetoll clzallaz widl «dl.

w5l 3.37: 2eletetl cuiRle WAIeNe viud

&
ABC School
f First Name | Lastname DOB City Mobile No.
1 Akhil Dave 12/1/1990 | Rajkot 1234567890
. blls[?l 3.119 éqc«toumc«wuc?f ”Q:lellﬂ‘;a:g 2:{1:{:1“ o
ABC School
First Name | Last name DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

Ag(A 3.120 2eiEle] AW ACUSoiNo2 YA GILE

Ul GURA AdHL ARl HAL culalell (B oedal HIZ UQl RSN 2oiall GUAL AL .
GeleRRl AR} WU 2oldHl SlAMoll 3Sol Adtell cuvltalell R oedal HE2 A A RAse sdl
wlsA-3.121 Yorol A-uG2 Ml 2522 SlARS6t (TextDirection) oll [Ascu Ue sdl RAse s
3slot Actoll (22 2uslA-3.122 Yorot vecls x4,
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w00 0 e

Home Insert Page Layout References Mailings Review View Developer PDF Design Layout

% E ﬁ ﬁ Dﬁl E,EI GEJ E lfl IEI i ﬁ 4] Height: 0.79° + | H¥ oistribute Rows Z%Z AE’:: J

Selet  View Properties Delete Insert Insert Insert Insert Merge Split  Split AutoFit ._jwmth:

7 Distribute Columns Text Cell

=l [=l [l |pirection Margins

Gridlines Above Below  Left Right Cells Cells  Table
Table Rows & Columns Merge Cell Size Alignment
E‘ [ oo mC e B[ 2 [#] > (B[ s 5.
- ABC School
B First Name | Lastname DOB City Mobile No.
i Alchil Dave 12/1/1990 | Rajkot 1234567890
= Bhavin Pandya 24/5/1991 | Ahmedabad | 1234398760
Al 3.121 2aetctoll dviglell (Bau aeecll
ABC School

(4] ) .

E £ - 2

b4 g (@) = o9

% % a © 5

— © []

L -l =

Akhil Dave 12/1/1990 | Rajkot 1234567890

Bhavin | Pandya | 24/5/1991 | Ahmedabad | 1234598760

Mitul Bhatt 107371990 | Surat 9876543210

AULg(A 3.122 2ectall gl (Beu secaut olle

20ldMl 28 A Ad Al ¥l (Margin): SHAHL ¥A A AA cARA{l xR A-UB2 261 Hi ’¥A
Ad HUFt (Cell Margin) (Ascu oecll astal B. Gelel Ry WU 2otcdHl ¥ ol oivtre(l A
oll AA <l WA %R AulRal ¥ delsall M2 Ad RAse 531 wsd-3.123 Yoo A-wG2 20 Ui
®¥A A UUFot UR (5A5 $cll U WU (Table Options) SIAAL GllsA WA FHL Actoll GUR
(Top), «llA (Bottom), Stoll el (As2) ¥ MRl ol (Right) 3ecll sl AWl & A «issl 53 asta

8.
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First Name | Lastname DOB City Mobile No.

Alchil Dave 12/1/1990 | Rajkot 1234567890

Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760

Mitul Bhatt 10/3/1990 | Surat 9876543210

Table Options ~ °

Default cell margins

Top: 0" Left: |0.087

Ak Ak
Ak 4K

Bottom: |07 Right: |0.08"

Default cell spacing

4k

[] Allow spacing between cells 0
Options
Automatically resize to fit contents

gl 3.123 2otctoll At ARA{ w2l secal H2atl [Asell

A A A UL Ul U2 BHd Ul OK teot UR (5As 5l RASeS A UR A Yol V™A W@
®. GeleWl 3y ollost olotrell A RAse 53l Actoll Gu (Top), «llA (Bottom), Sloll oey (Ase) ¥
Ul ey (Right) A WUl OK oleol UR (BAS scdl A UUFol Yol AU O3 B ¥ Alsld
3.1244 elac .

Table Options
Default cell margins
il Top: 0.05" + Left |0.08" >
Bottom: |0.03" % Right: |0.08" >
Default cell spacing
. [] Allow spading between cells ar =
First Options Tobile No.
Name
[] Automatically resize to fit contents
Alhil Cancel 23456789
Bhavin Pandya 24/5/199 | Ahmedaba | 123459876
1 d 0
Mitul Bhatt 10/3/199 | Surat 987654321
0 0

A 3.124 2ol Ad Aol w2 GEERUL GULE oll Bullal
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20lAMl 32t dlsadl (Sorting of a Table Data in MS Word)

2oleHl ¥ delal UBdl (AAGRIL — Ascending) 3 BdRdl ((3AGFI —Descendnig) sHHL sl sl
B. ul R 2olcdell sledell RAse 53 A-wBe suuiell e (sort) [Ascu UR (AS sl vusld-
3.125 Yol S HRe] SIAAL olls WA B. A HZoll SIAADL GlsUHL 58 SlAH UR e 59 B
UA Ul ¥ Gl sHML W 59 B A atssl 831 aAsla B. GeleW ¥ Lastname SIAHMML éA
Ada RAs2 531 A [Ascu UR (BAS 5l A StAALL s WA B. A slAAL clsAul Ae ol
sladil 2 RAse UAA 63 U Lastname W 252 YsRell 32 dlatell algfuni 252 RAse wdct

olcleldl. GlgHL AU Sl Al sHHL RAs2 s2c B.

A A} (OK) tleal UR (5As $2cll Lastname SlAHHL ¥ 32l Ul sHHL dNsclles 3. W3l A

asta B 3 WL MA Lastname U HUAA SlaA URG Al HIA A SlAH UR «ll@ URd 2udell 32l UR

al ud &, wel 818 Qeanelloll Bl cecudl tell.

ABC School
\F;zte L“‘:"‘“ DOE City | Mohile No.
Alchil Dave 12/1/19% | Rajkot 123456789
0 0
Bhavin Pandya | 24/3/199 | Ahmedaba | 123439876
1 d 0
Mitul Bhatt 10/3/199 | Surat 087634321
0 0
[ sort S |
Sort by @'—
Column 2 [=] Type: |Text @ Ascending
Using: |Paragraphs IZ| e
Then by
|Z| Type: |Text @ Ascending
Using: |Paragraphs |Z| iEEs
Then by
Type: |Text @ Ascending
Using: |Paragraphs TEETIT
My list has
(7) Header row @) Mo header row
o) [Cam

g(A 3.125 2otcloll Lastname Sleual Al sHul dlsadl
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ABC School
First Name | Last name DOB City Mobile No.
Mitul Bhatt 10/3/1990 | Surat 9876543210
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760

sl 3.126 2etcloll Lastname SlAMA UBcll sHHL dlscUl GlLE
HESsASe dS 2010 Ul dyHl dy AR sled UR dal AL 53 asia .

A3 ol ustl

1. (532qf 28R0AS adHi 2ed glRL cetlall.
2. (532 o] oltd A5 otcll A GRIL Act UK 53] BRASHL Alell Gur gl

2olctall 32t uR sl sl (Formula for Table Data in Word)

2oleHl ¥ det uR sfall AUl oLl ual 530 asta B, 2ud UR Sl AUl yMesal 1R
WUGL A olq 26A olotlaclA,

Sr.No. | Item Name | Unit Price | Quantity | Net Price

1 Ball Pen 25 4
2 Pencil 10

3 Eraser 4 3
4 Sharpener | 3 5

Total

&A Ul 26lAHl A2 YIS (Net Price) dQlall HIZ2 Ylle YeU(Unit Price) wal sAc2dl (Quantity)sll
OJRUSIR 5 AU, Wl HIZ Az YsAUHL 53R Avll A-wuBe 2uuidl slRfcl (Formula) [@scu uR
As sl AglA-3.127 Yool suJall slAALL dlsdt WA B. Sufcl SlAAL dlsuHl S, olaR
Sz A sl §590t oll GUAL 5A B A oissl 53 AslA B.
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N 7

Gujarati My Content BAOU CCC

References  Mailings  Review  View  Adddns  Design | Layout
= R R ! E=E= Az A L
S E b o Sma = U2 B A
:w ?.:;t RT;T«{ csuls Tapb;e T | v Widt: 078 - || ld Distribute Columns aﬁﬁmr:mon Maregms ¢ tg'}‘;it o
umns Merge Cell Size Alignment Data
...... B[ [E[ 1-mj---z‘m\‘ww-@---uﬂqu‘ww‘s---l---e-www‘rl
Sr.No. | Item Name | Unit Price | Quantity | Net Price
1 Ball Pen 25 4
2 Pencil 10 5
3 Eraser 4 3
4 Sharpener |3 5
Total
Formula (B |
Eormula:
=SUM(LEFT)
Mumber format:
[=]
Paste function: Paste bookmark:
[]
(A 3.127: e staclaL cllsy
Sr.No. | Item Name | Unit Price | Quantity | Net Price
1 Ball Pen 25 4
2 Pencil 10
3 Eraser 4 3
4 Sharpener | 3 5
Total

GURell 2UAHL a2 Yst ol o3l sal HIZ A2 YL
zodiell sl uR (5As scll Sufal slaAlol sy
YA WsA(Unit Price) U 5AGRE (Quantity)sll
Function) Miell Ylss2 $s2lel (Product Function) RAse
Yool gl HA O,

S SlAHML yud AU sAR 2l A-wGe
WA B. A Sl SIAALL GllsAHL AU
oJUslR scllell slaell W2 §s52Aot (Paste
5cll (Product) A lgld 3.128 Ml ealcau

Sr.No. | Item Name | Unit Price | Quantity | Net Price
1 Ball Pen 25 4
2 Pencil 10 3
3 Eraser 4 3
4 Sharpener | 3 5
Total
f Formula B |
Formula:
=SUM(LEFT)PRODUCT()
Mumber format:
[=]
Paste function: Paste | ar
[ OK ] [ Cancel ]

Als(d 3.128 2otctul el

CCC-BAOU and CCC+
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& stoll slegell ol Sledsll oJuUslR sRclloll letell PRODUCT ol olloyMi Slaul Left cully] ol
SUM(LEFT) o Slclle 5319 = sl Awcl s(Baud 8. well s sdetl slacol ollsy sl
3129 YXol Glotdl.

' -
Formula @éj
Formula:
=PRODUCT(Left)|
Mumber format:
Paste function: Paste bookmark:
[ oK. l [ Cancel l
L.

As(d 3.129 Product et

ul S1dcll 3u ARl (Case Sensitive) otell Ae@ ¥ product Wal left SRed ¥ olloll AR
vl AA Al ugl Ll 818 3R uscl ol e OK ot UR (A5 scll A2 usell 2Ll
g s B % (Aol wislQul e20ad B.

Sr.No. | Item Name | Unit Price | Quantity | Net Price

1 Ball Pen 25 4 100
2 Pencil 10

3 Eraser 4 3

4 Sharpener | 3 5

Total

AULg(A 3.130 ARl WA 2uct
ULy A €35 A HER A2 WsA 2Rl aAstA B. 6d Wl Ul % A2 YAl ARclol scll H2 g3l

glfetlall Gualol s3 sum $52ctell GuAol Ul B. el total Aol GURell wielley A ol AR
sclloll dlaitell sld 3.131 Yool Sl Sum(Above) AW S
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sr.No. | Item Name | Unit Price | Quantity | Net Price
2 Pencil 10 5 50
3 Eraser 4 3 12
4 Sharpener | 3 5 15
Total |
[ Formula @'i_hj
Formula;
=5UM{ABOVE)

MNumber format:

Paste function: Paste bookmark:

ALg(d 3.131 SUM §slat

&A OK Lol UR (5A5 5cli GUR ¥t wtlloy 5Hall Ucllell U8 Ul et Hofl % B wusld
3.132 i e2ad 9.

Sr.No. | Item Name | Unit Price | Quantity | Net Price

1 Ball Pen 25 4 100
2 Pencil 10 5 50
3 Eraser 4 3 12
4 Sharpener | 3 5 15
Total 177

ALs(d 3.132 SUM §s2lot AL Ul 2ot

Yz USU Ual 53l cdA 8l As Sl slal Wal WU QAT sl 8l Al A ULl ug A3 .
BeleRQ dil¥ YlAe WU U AR A As sl Sl B. A sl WesUoll old3l s:¢l
HR Yz UsA wal scA(Elell oJRUsIR sclloll 8. ul A A3 sclloll lat RUR €35 Sl Wal
A ottt wUl sdetl dvltell AESA. Sr.No. SIAH ol A, Item Name SAM & B, Unit Price Sldd &\ C,
Description & Sl{H D, Quantity & SIAH E, Net Price ol SIAH F ow@lcl. 2% A yad A o 1, ol
A A 2, adR owcl. F2 Al 512 Al ufcll UR BAS scl 5Jcll slaAAL olls WA BAl
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sl c2xE2 cull OK west UR (5As sl sl WeSUsll a3l g . A&l Net Price A Unit
Price 3ol Quantityoll 2JRUsIR Slatell U us(A-3.133H1 C2+E2 AW B. Penciloll Net Price dlGlcll
U C3*E3 culL Ay A €35 281§ M Net Price o[ aLslal.

W E9- G-l |

| Gujarati My Content

Insert Page Layout References Mailings Review View Add-Ins Design Layout
Al & B [ . - -
E }( Dj — o ==z -g__d Height: 0.19 - .:IE Distribute Rows
Select  View Properties Delete | Insert Insert Insert Insert Merge Split  Split | AutoFit ;__'_J;\'\fidth: 0.78" s 'I,'Distribute Columns
= Gridlines = Above Below Left Right Cells  Table =
Table Rows & Columns Pl Merge Cell Size F]
L] Ci—— & E i B (el S E B s
| Ex
- Sr.No. | Item Name | Unit Price | Description | Quantity | Net Price
n 1 Ball Pen 25 Cello 4
= 2 Pencil 10 Natraj HB | 5 50
= 3 Eraser 4 Camelin |3 12
™ 4 Sharpener |3 Apsara 5 15
1 Total 177
Formula ﬂﬂ
or Formula:
: |=c2=E2
Number format:
- | =
Paste function: Paste bookmark:
OK | Cancel |
Ag(A 3.133 2 sudeu cudl
Sr.No. | Iltem Name | Unit Price | Description | Quantity | Net Price
1 Ball Pen 25 Cello 4 100
2 Pencil 10 Natraj HB 5
3 Eraser 4 Camelin 3 3
4 Sharpener | 3 Apsara 5 5
Total 13

Alg(A 3.134 sdau B uble 2uc

U 252 HI S0l $RG (Convert Table to Text in Word)

WD 252l SHAHL Wal 2oldal URl 25l olecdl ASlA Sl GelsW d3ld Ul wusld
3.135H( 20ldal 22Ul olecal M2 2uda RAse 531 A-wuGe 2otHiell socté 2 2se [Ascu wrie
5l 5ocle 20lA 2 252 SLAAL ollsd VA Al stAuldl ollsuHiel A ([Aseu ude s3l oK
ool UR (505 sl 20ict 2Us(A 3.136 Yol 25Ul 50ce UL %A
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Sr.No. | Item Name | Unit Price | Description | Quantity | Net Price S| 2| X]
1 Ball Pen 25 Cello 4 100 Separate text with
2 Pencil 10 Natraj HB | 3 50 " Paragraph marks
& Tabs!
3 Eraser 4 Camelin 3 12 rc om}uas
4 Sharpener | 3 Apsara 5 15 C oter [
Total 177

[¥ Convertnested tables

oK | Cancel |

ULs(A 3.135 50018 20l g 2522 SLACL 6lls

Sr.No., Item Name, Unit Price, Description, Quantity, Net Price
1, Ball Pen, 25, Cello, 4, O
2, Pencil, 10, Natraj HB, 5
3, Eraser, 4, Camelin, 3
4, Sharpener, 3, Apsara, 5
, Total, , , 177
AUlg(A 3.136 50c8 20lct g 25 - SlHL (Comma) [AseU 6Ll

A3l youl@ ustAl

1. WROIS HIR olollAcl 2HAML ElHall et 2812 51l gl 2l
2. WRGS HIRZ HollAC 2HAML ElHetl LAl ARRAL et uRfel glRL g2l
3. WRALS HER collddl 2HAa 2e AuReRe{l Heedl 25l ¥dl.

ASA U (Mail Merge in MS Word)

AR WUUQ SE SlsgRoeHi AWIRL AR 8lal Aol A SlsgRez ANclollA WUAIN-UAIL USAB sl
QIR ASA Hooll GUADL Ul B, GELEWL Ay AU 5l Aol Mol U AW gl Al Uste]
AWIRL URY % 8l Rl Ul Aaceilk wESIEAGA ollH, URellHT WAIN-UEAI 3. L UHA Al Al
Wt ol ARSI sAd sla Al 5l s W(As13all olld, ARetHL WA Udlej cvigl 5L 531
Wee 531 ARSIl ol UReAUHIHL YURL sl US. %l ABA HA¥oll GUAdL s31A dl w3l sWdl-
Wre sclloll %32 ol Ud. l GURAd ABA H gl WURIl WA 32IARHL ollH, UMD, Hlot olu?
AR HUEBAl 8l Al RS HAEHL WURL oltH, UUHL 3 Slot oloR UR (3R 531 uat Alscdl 8,
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HIoL A o @SRl ust Ascll astat 1ol 3 Ul ol Aol WAl uRladl SlsyRoe ol ASA HSH
GUADL 5l B. GELSWL M2 WUQL Al AR As olal Uy UR 28U 5319,

There is a meeting for annual academic planning on 1/4/2014. You are informed to remain present in

the meeting.

&A Mailings (A8(Edl) 2t UR (5As 5l ABEADL Mol [Aseu HAO. Al AU UE RS Mo
(Start Mail Merge) [AscU UR (5As scll AH(A-3.137 Yol N8 U HRell [Ascu vl Al
(AQscl USl AU RYU clld YU ABEA HY ([A3E  (Step by Step Mail Merge Wizard) UR (585 $2cli
UURA ASA Holl (AALS gl GUA0L 5319). ASA HY [QARSHL & ©9 R W B. R ollad U ASA
HoS (AxLS  (Step by Step Mail Merge Wizard) UR (5A5 S5cll AURA YuUH YU HAA ¥ ws(d-
3.138 Yol Slsgloe Hi wHR(l ollyy ABEA 1 Vot WA, BHL WUA sl YslRall Slsged UR SIH
533 GlA A RAAs2 scllo] ¥A. AU Az (Letters) ([Ascu UR (As 5319 sRQL ¥ AU wel
A2 cuvllA ¢l

RURULIE a5 (Next) teot UR (5A5 scll RASA HAoll AUl $cl H2o] Slsgilee RASS sRclloll
[@scu 2us(Q 3.139-a owol U, UGl AUUQL wL SlsgRoeall o GUlol sclloll lattell yud [@Qseu
Use the current document (3% W $R02 SlsgRo2) RAS2 53 Next oleot UR (As 5319

E' H L B =- o | = Gujarati My Content BAOU CCC [Compatibility Mode] - Microsoft Word
Home Insert Page Layout References Mailings Review View Add-Ins

= Iy —
=
Envelopes Labels | |Start Mail Select
Merge ~ |Recipients = ﬁ Update Labels

Create B Letters Write & Insert Fields Preview Results Finish

E-mail Messages | o FEE B RN BN S R SRR SR SN SR R,
Envelopes...
Labels...
Directory

Mormal Word Document

EOLDL

Step by Step Mail Merge Wizard...

There is a meeting for annual academic palnning on 1/4/2014. You are informed to
remain present in the meeting.

ALl 3.137 VU oA U ABA 1o [ABLE  (Step by Step Mail Merge Wizard)
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[#] Update Labels =)

|2 Write & Insert Fields Preview Results Finish
_E-’-"4"'a‘\6'7l MalIMerge v x
There is a meeting for annual academic palnning on 1/4/2014. You are informed to 4] select document type
remain present in the meeting. What type of document are you
working on?
| Letters
E-mail messages
Envelopes
@ Labels
Directory

Labels

Print address labels for a group
mailing.

Click Mext to continue.

Step 10f6
% Next: Starting document

| wld

g(d 3.138 Mail Merge of UaH RU

|

Select starting d it
There is a meeting for annual academic palnning on 1/4/2014. You are informed to = e ——

. . . How do you want to set up your
remain present in the meetng. I

letters?

® Use the current document
Start from a template
Start from existing document

Use the current document

Start from the document shown
here and use the Mail Merge
wizard to add recipient
information.

L]

Step2of 6
® Next: Select redpients

4 Previous: Select document type

oo A

g 3.139-a Mail Merge of [Bc{la Y

w5l 3.139-b Yorod Aot RUHL ABA HFHL vl AR B HlsAcllall B A Hzej cllze dauR s:cllell
@scu Had. w URe dle wWBe-¢s Hiel ugl e 531 asta B, wel wud o dle 2y

scloll (Aseu ude 539, well 2lvu A o Adle (Type a new list) Hi (532 (Create) [AscU UR
sAs 5319
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- o
Select recipients
There is a meeting for annual academic palnning on 1/4/2014. You are informed to ) Use an existing list
) Select from Outlook contacts

remain present in the meeting.
@ Type a new list

Type a new list
Type the names and addresses of
recipients.

E Create...

Step3of 6
& Mext: Write your letter
@@ Previous: Starting document

o ow A

AUlg(A 3.139-b Mail Merge of lla @YU

&A Create ([Ascu UR (5AS sl (A 3.140 YA New Address List SIACAOL G5t WA, L
SLAAL ClsUHL AUDL BA U HisAclloll B Aol HBAl Ao scuMl i B.

21|

Type redpient information in the table. To add more entries, dick Mew Entry.
Title vIFrstNa'ne w | Last Name w | Compary Mame - | Address Line 1w

< I

New Entry | Find... |

QeleteEntr!_fl Customize Columns... |

AUl 3.140 Mail Merge Ml otd AZA cllze
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UL SLAALL A gl WU Customize Columns ol Heedll Slam SlAe 3 asla, SlcHs] oid
olecdl Asla ® dal sldHell sH Ul olecdl aslal B, New Entry gLl olcl 281§ GRIL sl & wa
Delete Entry gll 81§ Slcdle 531 astal ©. Wl BWUA  Customize Columns glRL M2 Title, First

Name, Last name, Address Line 1, Address Line 2, City e\ Pin Code ELUﬂ%j. Pin Code A Zip Code
A AU (Rename) 53R WAG . A WU AML WS GAZY. &d wl el Ad 5319, ”ARGULE
ug(A-3.142 YxolMail Merge Recipients SIAALL clsiil JAwUARe dlze el HAdl. L slUADL

ollst glRl 288 e wA (Bee uwl 3l asia B,

ws(A 3.139-bHl A5 [@Ascu U (BAS 5cl RWU-4HL Write your letter [Ascu Ml aus(Q-3.143u
Mailings 2GHl Insert Merge Field Mi&ll UG Field UR (5A5 $cll A wURU SlsgRoti GRRAY 3.
3Rl Yrol AUUR WozR W Y UL U scll Hatl (es soué 5319,

New Address List 2] x|
Type recpient information in the table. To add more entries, dick Mew Entry.
w | Last Name w | Address Line 1 w» | Address Line 2w |G‘q.r w | Pin Code
Sharma Park Avenue Mavrangpura Ahmedabad 380009
Mehta 204  Rani Tower Kalawad Road Rajkot 360004
Vyas & - Paradise Park  Gulmohar Road  Ahmedabad 380020
390123
4
Mew Entry Eind...
Delete Entry Customize Columns... K, | Cancel

(A 3.141 Mail Merge i oig A3 (A

CCC-BAOU and CCC+
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Mail Merge Recipients 7] x|

This i the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove recpients from the merge. When your list is ready, dick QK.

Data Source [v | Last Name w | First Name w | Title w | Address Line 1
Mail Merge List.m... Sharma | Abhay | Mr. | Park Avenue
Mail Merge List.m... [¥  Mehta Ravi Dr. 204 , Rani Tower Kalawag
Mail Merge List.m.. [¥ Vyas Kaushik Prof. 6 - Paradise Park Gulmaoh
Mail Merge List.m... [¥  Mathur Heena Ms. Athva L
1| | 3
Data Source ———— Refine redpient list
Mail Merge List. mdb ;I 4| sort...
W Filter...

b_‘_-j Find duplicates. ..

Find redpient...

Validate addresses. ..

m
o
al
m
m
|'\

p
Ul 3.142 Mail Merge Recipients
Page Layout References Mailings Review View Add-Ins

= - E - =] My

2 BEE B 2, NN

= = = ==l 2 pateh Fields £9Find Recipient i
Select Edit Highlight Address Greeting Insert Merge Preview B Finish &
ecipients * Recipient List | Merge Fields Block  Line Field= (2] Update Labels | pesyips = Auto Checkfor Ermors | perge -
tart Mail Merge ‘Write & Insert Fields Preview Results Finish
|2 ] 1 1 I N R T T

«Titlen

«First Name» «Last Name»

wAddress Line 1»
«Address_Line 2»
«Citve - «Pin_Code»

There is a meeting for annual academic palnning on 1/4/2014. You are informed to
remain present in the meeting.

AUl 3.143 Mail Merge Ml M (365 8oue sl wle
RURGLE Next 6l2ot UR (5A5 $cll  ;UURL MY UACL Ul Preview 531 aslal . VUL Preview your

letters i Recipient ol ¢llHl WU-AQ oleotoll HEEU MU Mail Merge oll Preview ls(d-3.144
Yoo A AsA B.

CCC-BAOU and CCC+ 102



Mr.

Abhay Sharma
Park Avenue
Navrangpura

Ahmedabad - 380009

There is 2 meeting for annual academic palnning on 1/4/2014. You are informed to

remain present in the meeting.

Ml§[?l 3.144 Mail Merge Hl preview letters

“| Preview your letters

One of the merged letters is
previewed here. To preview
another letter, dick one of the
following:

<< Redpient: 1 [

47 Find a recipient. .

Make changes

You can also change your
redpient list:

jf Edit recipient list...
Exdude this recpient

When you have finished
previewing your letters, dick
Next. Then you can print the
merged letters or edit individual

letters to add personal comments.

RURGUE Next ¢eol UR (5As scll U u5(A 3.145 Yoot 1Y YAl Ul o2 53] 2Asta Al
dl €M YURL AR ugl 531 sl B.

A3l ol ustAl

Mr.

Abhay Sharma
Park Avenue
Navrangpura

Ahmedabad - 380009

There is a meeting for annual academic palnning on 1/4/2014. You are informed to

remain present in the meeting.

AUlg(A 3.145 Mail Merge MU preview letters

w4

Complete the merge
Mail Merge is ready to produce
your letters,

To personalize your letters, dick
"Edit Individual Letters. " This will
open a new document with your
merged letters. To make changes
to all the letters, switch back to
the original document.

Merge

35 print...
&) Editindividual letters. ..

Step 6 of 6

@ Previous: Preview your letters

1.

AHRL clsoll ooy WElHL dAHRL W Bolel ARl Wsddl Ut REAH HEUl ololl .

CCC-BAOU and CCC+
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RellbaAlA

Q1. A~ [Aseu e s
1. s (ASCU Insert Table Auto fit behavior Hi GUctletl o(2l?

A) Fixed Column Width B) Auto fit to Contents

C) Auto fit to Window D) Auto fit to Column
2. 20ctofl A el Sl Asellomad HA Al _ 53 D,

A) Ac B) 182

C) 2ul D) As ULl o1&l

Q2. o(lAoll clisll WRA B 3 vilel A sdl.
1. Word 2010 Hi 201t ool oL olte AHL ol sl GRS astdl «tell.
2. 20ldoll 32l A & SlAH YHIAL UBL 3 GArcll sHHL olscl asta B.

arclledl

Q1.

1. D Auto fit to Column
2. A Ad

Q2.

LW
2. W3
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TOEIESRI
s1l2all Guloll

ocls-3 2usalle
ol Yool

A LA S9at

Sl GllLRUSOL A0S 5 Bl Ul YAl RS




dules

St (duigy Aot U2

R WHUR

CL ALY 5122 UlAe,

SL GllollRAEH AiASSR WUt Y[AARIE] - wHELalE

EEURIEREIE

Ul (L) «{laa 3. A€l

WEAR Aol [Aauns

BWE Al 5112 Al

S ollollAULEH WA S5 WUl YAURIE] - UHELCUE

Published by: Dr. Babasaheb Ambedkar Open University — Ahmedabad (Guijarat)
2021 © Dr. Babasaheb Ambedkar Open University

YslaLs: Sl ollolAUSOL WiASS A Usl Y[AARE - UHELAUE (3)%RUA)

ISBN No

UL YdsHl Yotz eAUAUHIAoll Sl8URL Ul ¥ AUl SleUQl AFUHL asel, Yol:yall, S5l ¥
duleld] GUADL 5cll UL ST cllollUIEol UiASSR BllUel YA RISl QM Ucltotoll Acltell 234

wsdaumul s1ejeqll Gurlloll



Y ECOM 206
BAOU L adlelzuea ECONMJ-204
Education WG58 W Uel

e JEERE
AARHL 514220t GUAN

ap\E3lly

oclls-1 : s1ReR ol URuA

AsU-1 : s1RY2ell uRUA

AsH-2 : WRHRA Gus:.

AsH-3: HBsASS [QAodln WUERL Ren URBuA
AsH-¥: UBsAGR (Aol AAUINR ua RsyREL
oclls-2 : d§ WARDL At

Asu-1 : o WARDLA uRua

AsU-2 : WPFHASE aall uRua

AsH-3 : SlsyRoeoll 2Uall

AsH-¥ : SlsYNoeoll GeUlEScll

oclls-3 : UsAle wal URe2 2ot ARASAU
AsH-1 : WEHASS AsUcal uRUA

AsU-2 : WFsASe AsUuc WaURs s1ad

AsH-3 : USSRASS AsUA Aot YlAuual
As-¥ : HBsASS W2 uRud

AsHY : WIS UdRW SR Welcel YlAuil

ocls-¥ : SoRa2, a2c(Sol el yiAlls

AsH-1 : s1ReR A2ad
AsU-R : Foeale URAA
AsH-3 : WBslA e 2B
AsH-¥ : YAOls et

wsdaumul s1ejeqll Gurlloll



YUsWU-1 : HIEsRUSS ASAA 2010

YUrcllcell

1.1, AsAA 2010 URuA
1.2, A

Ggal

UL AsUaAl AeA™ sAl wle AR

o UsAA 2010 23 53| Asl

o USAA-201001l WILRLall 190 [@AA UM Anal
o A5 RY Y AUl $IFA 2ol GuAdL 531 s
o [Rolol UR WAL SHLeS oll YsIR 1Ll

1.1 AsAc 2010 R uA

AHA A U Ylgse AW, AR ¥ e 5 £3cldx curclell Sl IR HIEsAse ddal
(Microsoft Word) GUalol s3A ¢l %l dAHR H(EAlA &lR Aol 2clet (Row and Column) 3R yscll
8l dl Aol 26l sdcllA ©  Boll M2 UQL AUUG HSHASe cdSall Guaal s3] AsSlA Sl ug
AR ORlARle] YHIGL cR Slat, JelMl dlRalR $§R Al dlsall sclloll 3 &, 32l uRel
UAW olotlclclloll A AH% d2lof (A3AMEL sclloll %32 8l R dal HEgslAse AsAce{l Heell
volo Adclsell 531 sl © ul AsHHL WU AsAA-2010 (AN WAl Anag). AsAct As Wsale
YoM B Bofl Heedl Ul MRl oLs (Table), dsclRl A (AsAMEL 531 ASlA 1A,

AsAA-2010 (Excel-2010) A As yor U Ws2e (Spreadsheet) UAUH B ¥ HIFsllge AU
®Jeell (Microsoft Office Suite) ¥ GOBBA AAA 8. AsAA-2010 olA Yool sl sal W2
GuA(l B.

o SlEFURL UslRell atatdlull Al sa

e AU (Chart) oletlelell

o AERA slettaal

o WUGYU votlad HUEAlA Bulol s2cll

. Oll[%.‘x%{ (Graphics) el SLALUH (Diagram) olollalall

o Asloll (Macro) Heedl xdlet stal sal HI2.
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AsAA-2010H1 40UGe{l wg@ 5l Ul otcll cltal@ szl GRReuHl il & Bl 3:
o AUSASL AS (Sparklines)

e AUTUR (Slicer)

o [z 2uc(Pivot Table)Hi 1oL Hizetl [Ascu.

o A(BU weet (%2 ol oA As ¥ caL

o soSlaletd SIIEloL (Conditional Formatting), $o52lot (Function) 3ol €A% (Image) Hi 3% dy
ARl Aa 53 asia 8.

o ®Botell 81 aldlal R A3 Acl W2 @l 3LUR A (Screen Capture Tool)

o U 5cll UdEl A 3G WA A wWIUGYUL A sl B. (Paste Preview)

o Rolotui otal 201 GAZ sl B. (Ribbon Customization)

o YL AWl AU 3R81R scll HIZ 8sAel (32 (Equation Editor).

ASAA-2010 23 $¢

3 Windows Fax and Scan
) Windows Media Center
0 Windows Media Player
¥ Windows Update
A XPS Viewer
). Accessones
4 Games
b Maintenance
. Microsoft Office
(A] Microsoft Access 2010 ke
[ Z] Microsoft Excel 2010
(1] Microsoft InfoPath Designer 2010 Garnes
(] Microsoft InfoPath Filles 2010

Programs (1)
|[2] Microsoft Excel 2010

HIMANSHU

Documents

Pictures

@ Microsoft OneNote 2010 Computer
O Micrescft Outiook 2010
I_E} Microsoft PowerPoint 2010 Control Panel
[B] Microsoft Publisher 2010
5! Microsoft SharePoint Workspace 201 Devices and Printers
(W] Microsoft Word 2010
| Microsoft Office 2010 Tools Default Programs

Help and Suppon p See more results

|exce| X | |Shutdcrwn | » |

e . O |

ALg(A 4.1 AsAc 243 89 Al 4.2 AsAA 243 89

Act-1:208(Q 4140 oldical Yool ASAA-2010 2A3 Sl M2 windows-7H @& oleat UR (ASs sl
s G YoM YU WA B BUl AsAA-2010 UR (5AS $cll WASAA-2010 A3 AU B,
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Ad 225l 4.2 clcdlcal Yol RUAE ool > 2wl SHIeS > 28U Excel ol Wo2? 8l g0l
WUHHL Microsoft Excel 2010 WA Boll UR 5AS 5cll AsAA-2010 23 A, (3l 25l 4.2).

AsAA 23 sclloll Ml AN R 382U UR WA AsAAall Weseal sUA (A5 sRcllell B U
UL HIRZ AoUG 2ese alcl 33l B.

AWsAA-201001l WLl o (AN AHx

AsAA-2010 A3 5l (A 4.3 M1 olclcall Ysololl @ol Burlal § Bell wdllatl GO0 (Aol Amey
A UQL 2uc 4.1l Al

adee wiR 3w cllae Rus slsaes
Aoz 6AB ARVA AUR 33 Q& fulen iR Bl A UM
i = Microsoft
IH:-'J ngert .IQQII#I Formylst Dats Feven View Lead Tent Agrobat r+- I o o
.,\-,'---.v;- = Genendd crﬂ ,ﬁ %i:;:. ;?r:ﬂ
A BEBEEE D W% 0 WA O e e | Biromud- | 2 Per® Seec~
] ont . hbgrament . Number s Syt Celn Lateg
= % 4 J v
Al & | ¢ [ o | & [ F [ & | o [ 1 [ 31 x [ v [ ™[ N8 [ o |5
1
2
3
4
3
L]
7] -~ i ]
8
; 1
10
1
12
] Sheetl Tt [ oheets | % fe »f]
Besdy @O o ) )
olle 20 WA et Sru o2
— i Blewr Ay quest  RH shla
A Blen
gllz 2w
(A 4.3 AsAA-2010 {3t ol WIARUAL eI
@I of ollH (Qotct
2lgFed WlR (Title bar) Ag2 AR} olld A $IFAo] oltd g2l B Auey Hlo{luen, Aslues,

RRR weat YRAA Bofl HeEl ([AoSlA AR 53] sl B,

A5 AsAA AR (Quick L AR UM A GUAHL cuAdl dQtaygl sHlos Ul 8.
Access Toolbar) SlBURL 20l WeE Sl d eRall Bl B.
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@UOL of oM (Qotct

Rotet (Ribbon)

2ototl AMsaA (Rolol sdallal B. A ASAA 5UeS HIR Hud el B. B A
2o UR (A5 5l Rotot wed B,

20l (A2 (Tab List)

(Al 20t el %EL USIReUL SHIeS €20 B.

sl oleal (File Button)

UL oleat UR BAS 5cl As Ry & WA B BUl QR AR 185
wlAal, oltl s2cl, Ac scl ARl Qseu w B,

aAH ollst (Name box)

A Al Acte] NI, I WYl UbE 5 Actall oM 2l B,

g12]cl WiR (Formula bar)

AR AcMl HRA veal YA etd 5 A wel w8,

e 2t Wl oleat
(Sheet Tab Scroll Buttons)

tuldl ot alat Adl lle 2t gallaat w2 e 2ot wAsAl HES Al
oeotoll GUAdL Ul B,

w2 WlR (Status bar)

wed ok @Ay AtarRl AHy $l-6l§ URell Num Lock, Caps Lock
wal Scroll Lock Sloll RAMA g2 ®.

WA ollR (Scrollbars)

llear sl wauct Gell wasal Gud(l .

Uy @) vi2ot

(Page View Buttons)

a§9lleal WAL WAL A Hlall HIZ Bl Heotall GUAIL UL B.

%H ol (Zoom Control)

abellectt ARAA ol M2 sell BH Soll AURA B.

goé 2lle weet
(Insert Sheet Button)

Al afalle el scll L tleotell GUADL U B.

Rotet /8BS (Ribbon
Show/Hide Button)

Rototal Tullscll AUl Fclscll Bl tleotoll GUL UL B.

SlAH WeR

(Column Character)

adolledi wAC 16384 sletd HI2 A&t A &l XFD Yol wwAc sl 8.

A o1 (Row Number)

afolledl uAct €35 A H2 1 Ul 1,048,576 ool WAA 8l B.

A2l A (Active Cell)

A ABU A YUA © Ul WA etnat 53 asta & A wdl llsel
gallaua ®.

20lc 4.1 ASACell YEL YEL GUIL

As w¥ R AUl $ITE 2o (Back Stage View / File Tab)

&
s W (EA 2010ML $18A 2ol WSsAse WBU ozel  ua s W(EAtl wIUGoll
UGRUL AURIAA SITA Aojal AU WAA B Boll UR (BAS 5l As R Y YA B.

sloc 3ol As UL (ot 201 B U A HEHRAS2 (3 20104 GUR SIA WAl AUAG sl B.uus(
4,411 AsAA-2010H1 A AlAl 5ERell 201 A3l ealac B.
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As ®y ol Heedl Al st Ad s, Wldd], ol s, st 2l Wlel Anad], Bea
Wadl si8ce] Qe Alg, ocdl s18cd olatladll, sicell Qo Acll, slc S-ASAHL Hscllcll 28
Ol ST 20l UR (5As sl As % @ 3 ula B A gl 4.4 ui ellac B.

Book1 - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Load Test Acrobat Team
Q Save .
Information about Book
Save As —
L5 Open ) Permissions
o Close ;’%‘ Anyone can open, copy, and change any part of this workbook.
Protect
Info Workbook =
Properties =
Recent
size
_ Prepare for Sharing Title
New [ ?}' Before sharing this file, be aware that it contains: Tags
- Document properties, printer path, author's name and related dates Categories
Print Check for
S Related Dates
Save & Send Last Madified leve
- Created Today, 10:41
Help Versions ) v
L@ ] There are no previous versions of this file. ERd Today, 10:43
2 Add-Ins ~
Manage Related People
2] options Versions © Author HIMANSHU
B Exit fdan e

Last Modified By

Show All Properties

(A 4.4 As Ry

Rotet (Ribbon)

U(ZA 201011 URURIOLA Nof Wal AR (Rolol U HEAUH el B. RolotMl Ule UAA 20l
Yool GUAGH $HLeS A sHleS YUl dlscllad B. s AUUQ ASAAHT AUAA QLAY 2o QA g8l
HIRA Anclly.

2o GuallaL
M (Home) Al 26 (SAUGLS sHLoS, SIHEIOL sHIS, REAH sHIeS Mol A 3 SlAH stdl olwal
H2oll sHLoS A dballeHl 32512 sl HIZoll SHIoSall AHLALL 52 B,

oS abellenl 2act, Ra, GAU WE, saUH, AE, Rusle, YL ddR  elmet sclls(l
(Insert) %32 &lal IR Wl eulell GuAloL WA B.

AP A~ AL 20 AYE Bulldl UR AR 5 Adl sMles R B, Bl Qo AR Bl
B2 (Page SHloSoll AHIAL AU B.
Layout)

sl YA el sRall, A wUcll AQal ollH AU, $52ot clURcl HIR L 20ioll GULlL
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2u GuallaL
(Formula) A V.

32l (Data) AsAc{l ool 32lell WsAAHL UL s, 32l UABAl ¥ GdRcll sHHL dUsalcl,
ULl J2lal WA WS, d2lal YU AHY Wol-YU scll AH% Wod 32l Acitll
S$HLoS WAL BD.

ey Ul 2o BsRl dwal, AcElotl wojale H2, Ruugllzll GARal 2, abslle wacl
(Review) cbofsal WAASl YRAAA sl Mol sHIoS WA B.

@) (View) @ 2ol As ol 3l A Aol A & Aoll @ARQYU WA g sl SHLoS
AHA B, Ul 261 URell AH§ SHIoS R WRML Ul Gudou B.

20142 (RotetHi el 2ol

el 2ot (Contextual Tab)

RUeSS 20l GURId, AsAA 2010H1L eel 2oioll ULL UMAL AR BD. AR UBL Sl AU, SHA, AUl
weUE RASe sclHl A B Y Axl UGB st HES AssU 2t Rototil Bullal B B deleld
2ol 58 O,

Book icrosoft Excel
File Home Insert Page Layout Formulas Data Review View Load Test Team Design Layout Format
e 1 L
‘36 Cut Calibri (Body)  * 10+ A" AT = = — | ¥ S Wrap Text - .J—lﬂ;'
Past mCRE A = g :00 C I't_' I
aste - | o - - | = = = | £ = | & Merge & Center H - o, 9 | %0 .00 | Conditiona
# Format Painter B LU 5 2 - E = = | = 55 | EMerge & Center —,‘;; £ oo I::nrlnatting
Clipboard [F] Font [F] Alignment Number
| Chart1 - E|
A B C D E F G H I J K L
1 Course [Noof Student
2 BCA 4526
3 MCA 2635
4 MsSc. IT 4523
5,
6
7
8 No of Student
9
5000
0 4500
1 P,
2 3500
L 3000
L 2500
15 B No of Student
2000
16
1500
17
1000
18
500 -
19
20 e
BCA MCA MSc. m
21 N— )
22

AUl 4.5 W W2oll Aeleld
s 4.5 AE RASe 5l Butlcll el 201 clsUHL EWISA B.BHL Design, Layout e\ Format
A QL deel 2ol B, wL eel eoof allel (Chart Tools) 2l8feE GIRHE Euwlad B. AR eal 2o
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Excel-97 and Excel- .xIs AsAA-97 ol AsAA-2003HL Yl 2¥ Adl w3l g8

2003 Workbook slile.

Template xltx ASAA-2010 W ASAA-2007a 21A2 A3} R sall Hizoll
st slle.

XML Data xml XML sileul el Rkl Al B.

Text Axt wl SleHl AsAA 32l 2ol ¥ slHL ad el wsl UEL 252
Siledl ¥R 52 ® ¥ DOS, Machintosh, Linux AUR(EoL
Rreuul AUt a8 A3 B.

DBF 3, DBF 4 .dbf ddl AsAAML Al A 3luet 831 A8l Hl URd Aol L
ileui Ad el 53 sl

OpenDocument .ods Ul el Act YA 91T ol SlsgRoe ¥ W Uat (Ut

Spreadsheet CALC WM ddx dl Sl qWe s Acl el YIUHHL
WUl U A5 BD.

Portable Document .pdf wL Sz Au W yul@d B.

Format

Hyper Text Markup .html Sl Aol WSy A3F Acd scll AL e qurL 8.

Language

20ld-4.5 AAA s slile

2.3 MGt (Printing)

AsAA aboys Moz scll MR (A 42410 ealcal YU AsRy il WA Qo2 5MLosall GUAloL
Al B BUL A AglArl UHstcaul YHIdell [@Qscu Guaod alad 8. dX Qo2 5l Uddl A ¥q
gulldl A alseogell HRll oy A ws Ol Moe (Ascuni Al BeA Page Setup [As wAA Sl &
Boll UR (A5 scll wgld 4.24M0 eallcall Yool Uy AeuU SIUALL st WA B FHl UL,
H(%Fot, 852 ual g2 Axy le HR ay [Ascu 1A B. Moz vleet (A5 sl RAse sl Mo UR
WRLE sl [Aseu Yxololl Qo2 ollst ®.
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Asey il Moz scl UdAl HRll olly A 3 WA A A AslA B U AML 3812 831 Aslcl
Aell. %l dAHR WMoz 3q Tl A WA 2l ¥R812 sl Sla Al sl 4.25M0 ealcal Yol View >

Workbook Views = Page Layout View URE $cll A s tlal B.
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n Home Insert Fage Layout

|l save
[l save as

5 Open
[ Close

Bookl

Y CrystalReportViewer]
EJ 15354772541902nd3...
E] CrystalReportViewer]

Info

Recent

New

Save & Send

Help
2 Addns -
2] Options

k3 Exit

Bookl - Microsoft Excel

Formulag Data Review  Vie

Print

i
Hﬁ'l Copiess 1

Pint "%
Printer / ﬁlﬂa? HE Ea
J Hewlett-Packard HP Laser)...
e P ulsélel 2lle, wndl abogs
Printer Properties B oulsl ude secl eol

Settings ﬁ-lﬂ'a EQCD. Q?
_’_J Prnt Actrve Sheets =

Owmby prnt the sctree shests %aﬁu :ﬂ_ %a{-\u ﬂ% [:'10'3
Pages: - o - —

B2cl 87

BRS™.. ... - L _

g b G| (e 52q B2
j Partrait Onentation -ﬁ

ﬁcm.;;um e Uuz ofl 2efx ude 53l

Mormal Margins - - LAl e 53
i—] Left: 1.78cm Right: 1.78 .. —
) No Scaling . el afslle, sut Slew ¥

00 Print sheets at their actual 5., N
R eefl 2L 25 Uerul Auielal
Hiz wél a5 52l
R (Ctrl) -

set sedll «lsct
slacll & o e3d &
[z olzel

(A 4.24 Qo2 sUos(AsCU

Qo2 Al Ul dHR U Uil AUAL UsA A lal HR2 sl 4.25H0 clcdical YHIB View >
Workbook Views =» Page Break Viewsll GU2L0L 531 25l 6.
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Page Setup ?

Margins | Header/Footer | Sheet

(®) Portrait () Landscape

Scaling

@ Adjustto: 100 5 % normal size

() Fit o 1 + page(s) wide by |1 + tall
Paper size: A4 b
Print guality: W

First page number: | Auto

Options...

(A 4.26 S A2U SLAALL cllsy

Adtdl woul ustAl

1. dR delldcll $l8Ax Ac 5 A Aoll pdf ST olatlal.
2. d olelldcll s185cej RoeuGe AL

2.4 91Jcll Aal §52lel (Formula and Functions) oll HEEYU QAL 52¢c(l

UG Rl Yool AsAAN Hualed GUAL QAR sl HIZ B, AsAAHT aballesl e
AAHL WA 5L 32l UR 2Ll sal S1dcl auRla B. SuRjcllall slauel A 8§ ¥ ¥ Actall
st Hi GuaAdL A 8l A Acdell (BHd Gl B R AsA WU Ul Sfcll ARl 8l
A Acdoll otcll Bud ML A B, 51Jcll Yy olA Yosololl desloll uacll sl .

1) oURAs Ast BA AU sdcllA B B ¥ +, -, *, /, %, °
2) AA AJU El.cl. Al
3) (U El.cl. 10 Ua

4) $o82al ELl.cl. sum(A1:A10)

slsul SlRjcloll A3l = Al aad B.o(A 2ud 4.6Ml declls slRjcllell GeleWL WAL B.
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=5%6 5 A 6 oll ARUSIR 82U

=A1+B1 Al 3ol Bl Ado(l SIHall ARl 83

=A173 A1 Actell Budoll 3 wuld s2¢ll

20ld 4.6 SLRJclell GELEREL

olAotl 20t 4.7H1 €20Acl U2 SURJAML Aol WILcAlsH Yool WAL B. AedA ¥ Sufclml
URQUOLUL BUR2R Slal RUR AL SHHL Ao HEUIsel UL B. Bl dAHR SE U0l MU AlsH HEA
Al Al Aol sludl cvll 28l 8l sl dlet Yo A YU yadail wWa 8.

yluze: GelgRWl  weEl AL cll
A Al "Bl ld 1
* Al x Bl JJRUsIR 2
/ Al /Bl GLOUSIR 2
+ Al + Bl ARaldl 3
- Al—B1  olestsl 3
& Al & A2 QA AWl slsall 4
= Al = Bl Al ol Bl AWl 8l dl ALY, olldcdR vllg 5
< Al < Bl Alell (Bud BT ofl (Bud scll 2| lat Al ALY, oAldcR viig 5
> Al > Bl Al oll BHd BT ofl BHd 52l ay &la Al W3, «lRddR Wig 5
<= A1 <= Bl Al ol (it Bl ofl BHd sl 20l ¥ 20l Sl A WY, oAldcR WE 5
>= A1 >= Bl Al oll (Buct Bl ofl BHd scdl Rl 3 ay 8lat Al WY, olldcdR V1§ 5
<> A1 <>B1 Aloll (Buc A (BHct Bloll GRAGR oll 8o Al ALY, olldcdR Vi@ 5

20l 4.7 Sl duRldl BluReell AL clsH

ELcl. (3 +5) /7 4+ 5" 3 -2 Yl oflA Yol G3cud

(3+5) / 457 3-2
8/4x%x5"3-2
8/ 4 %125 -2

2 %125 —2
250 - 2
248
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A yuH sl G3cdl 5 + 3 = 8 HA B.

RUGLE Ul B3l 2@ 5 ~ 3 = 125 HAOQ

8A / val * ol AUl wReR sl 7 yan dla Aol awddl ad
8/4=2, 8 * oll AdYcllsH Sl 2+125=250 U
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AA g Wl A 3%

Ad A YauMs AsH B Bl AN HRAL etrct 531 sl Ol A Aoll AJYU dd A2 B, Act AJA
A oloR U Sl U8Ry wadg 8l B, wAR WA WA As scdl ay A uR sudal @)
usclell @2l R A ol A RAs2 s2clloll %32 U B. Al Aol UYeA 3% 53 B.

Shift+Arrow $Slo{l el MUl AUl AA UR (A 53 UG J9U 5ctiAs 5l dy Ad RAse
Al B. el AUsA 4.27-aul RAs2 YAl Actoll 3% B2:E4 (Aol Acto] AJA : AU Actq]
AN O,

Ln[f e | pa |

us(d 4.27-a Act 3 B2:E4

wlsld 4.27-bHi €20Ad aboisell delal tallal Adl wwAell sAHLS Aual M2 sJall F4 A
Al usA daul Sudell = C4+D4+E4 UA SRQ 5 C4, D4 Bl E4 ofsA HISU-1, HSU-2 wal
H5U-3 8. Al At AJA R alsU 530 A5l Ol Al B Acto] AJYU A 8l Aol UR (A
scll A AJAU AUWAU 28U U 1 B, sleull Sl cdvwal w2

o R AUl wAUW ASA 8l Aal RAs2 5A

o = [Rauell aisu s .

o e asu sA

e Enter 8l oAl

dd sufattal siUl 531 28l 6l gl A crRalr durcll ot Ud. Ao (Aenel0ell st b ual 1R
F4 Ad RAse 531 (3t dosctell HIGU J9U 5l AsAA AUNMU Slfelt Ml W B.

Hisda Misd2 wsda ufeun

SCELM

o W e

w2l 56 96
H2d 65 66 55
Aclot 85 33 66
(ecllu 96 55 65
1¢0)oll 66 22 48

AUl 4.27-b el Gelerwl
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At 9 (Rleel) A UsRell Sl 8. 1) WAL (Relative) Aol 2) (A&l (Absolute) Huelct I Act
o AU A B, wAUR AN Actoll aisct 5A Ol AUl A 5A 6l AR, YA A Al SlAH
Aot RAEA 2R alecta B, eld. % dR ofly Auiell USEl AUl YA (=C4+D4+E4) oll otsct
5290, cll L YA 38R UL (=C5+D5+E5) vlofl %

(A0t Aeeloll Guallol 531 wauR dR Actoll aisct $A Gl AUl Sld 5A Ol RAUR UEALAL ol ual
AR (Bt aecaloll o fla @R duRla B, ERUet deel wudl HR Yol SeRel st ($)
AURLA B. 2HA 4.8H1 A AUcl/ua SIHH 58 I WssU/(3s 53] asta Aol Al WA B.

slijal el

$A$2 AR sudal SIUL 590 R A U SlAH olal slecld ol
A$2 R fall SIUl 5290 R A decld ollg
$A2 ol Sdetl SIUl 5220 R Sl Uecld «il@

20 4.8 NoARJ2 G

sl 4.27-c Hl en Aual Mol Scl €M = dotcdl * $E B BHL Uoldl Gleclldl olll wAR s€
declld © Adl ofly Aul en ualell SJcl C2 AUl =B2+$ES2 UN AUY Fld dosctell scl
SIUL 5cli C36{l S1fctl = B3x$ES2 A wH 58 Actell BHd Sdaumi seddll of sla R AssA
AA gRooll GUAL Ul B.

1
2 [AeyflHuy

3 deyilHay 58.39
a eyltay 46.95
5 ueylfan 29.98
6 dcyflHay 51.28

AULg(A 4.27-c AU A 2Re<] GELEW

%5910l

AsAAH YdeauvaulRd YA ($52e)ell ABAI B Boll dR Bsuell stal Al QAR sl Alet
A8 A8l BLAML UHWA s Bl ¥ ARAA, RUSIR, URAL, HETH, Ayt UL 4} B. AsAAM
2see SLHRoL, At 2526, olllislal €2 2R, s (AsAMEL cdR HIZ AsI| $52Uel WA B.
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ER85 $5otal Ao 3lA s scll MR AssU AlSURUAL (Syntax) B Bo] UAel ag KA. 51l
A §590t cluRall YUH = Asll, $5Aole] olld, ol Az /AAH|2R elvcd sl Ud B,
AUl Al HEA wuatdl A & Boll $520ta AQUAIL scUML %32 Ud B ¥U ¥ Ad
ool 3. WA slUMl AUl w33 B. €35 RN dd Acy WUl AA WA 3%
UUAHL WA D B BafsN < waall 7 &l el Ud B, sl 4.2841 SUM $s52atell sct HIs 585

AA cdual A ddlad B,

A ol ollY st ulFoun

Lse | ose | g7 =sumiEEEd
66 55 | SUM(number1, [number2], ...) |

65
Actol 85 33 66 | |
AUl 4.28 §seote] GELsWL

yl2lUH SHLeS

AcUl $52el ElMA scl HIR ws(A 4.29M0 galcal Yol Home = Ediing & Autosum SHloSoll
GuaaL 531 2ASA SlRAAARUH WURAR Actel 3 RAASe AR, URRAA AR HE2 RAse 52 B.
GURell GeleRRHL F4 At RAASse 531 Autosum SHloS £ollclctl ASAG WA §52et AVl A B @

AHR HL A B ¥ olld A x %lald] & B.

= AutoSum * S [ﬁ
7

| Fill
Sort & Find &
<2 Clear - Filter - Select =
Editing

(A 4.29 WAUH sULS

$59lol A3

sl 4.30u0 ealcaul Yud N Sudel 20 UR AAA §52let ABAIL Yusil Guotell oualisla,
ARSE, ABLRL, Sl A AHA Wl Al $520t ELWA 531 28 B
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m_HDITIE Insert Page Layout Formulas Data Review View
fi 3 @ #0080 @ @

Insert AutoSum Recently Financial Logical Text Date& Lookup &  Math More
Function - Used - - - - Time = Reference * & Trig * Functions =

Funiction Library
gl 4.30 §sAot WS

2ol 4911 Bectis vey GUAL( Al 5ot ol Aot GUAdLl el A B.
ABS WA oletR bRl 8lad Al dot (SHA AU B.
AND ol otll w0 Aoe AAL flat Al ALY AU B oAldcAR WIg W B,
AVERAGE 31932 (QreHl U ololRle] RRA ual Guall 8.

CHAR W] o2 Ml UAA 515 ololRall 352 WA B,

CODE W] o2 Ml U B0l 815 W B,

COUNT  ogfRee (AreHi dectl ook ® A g2ld B.
COUNTIF  AlssU 2Rl Al lat dal ¥ectl Ad ® A g2a B.

DATE YN HL AUAA ARl 1 eI 1900l sH ol B,

EXACT A AWRL ARUL B 3 ol(d A el W2 duRlA B,

EXP WAUALS e (2.71828182845904)0ll WUA ololR Fcll Uld MUl HER cduRjA B.
FACT WA oleell st Ul U 8.

IF dAlls yBa sral 1 Gualloll .

LEFT WY N UL AU 2sr2oll ATuLALl Rl weRl Yl wsal GuAa(l 8.
LEN U Ao HL AUUA AGENHL F2ell AR B A glal H2 GuA(l B,

MAX UYNo2 (Aol WA olatAuiell HedH ucl GuA( .

MID U Ao Hi AUAA 2520l clRAYL Al et el wsal GuAd(l B,
MIN WY Ao2 (Aol WA olotAM Ay Wual GuA(l B.

MOD As ololRal oflost ol ad aldldl 3ecll AN all A uct GuAoll 8.
NOW slctoll Rl Aol AHA gallacl GuAll 8.

PI UAUNLS T (3.14159) ofl (Bud eala ®.

PROPER  logfAloeHl AU cllsioll €35 2seall YuM AR 3ect ua B.

RAND 0 Ul 1 AR SH ololR WA B.

RIGHT URAeHL AUAA 25201l Al ATl el el wsal GuAd(l 8.

ROUND 8l clolal Assy e2lial Qe usloll 2is Yl oldiaal Gualoll 8.

SQRT 818 ololRe] cdlym ual 12 Guad(l 8.

SUM N2 [AreHl WA o6l YA 5l AURLA B.
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SUMIF UYNo2 (AUl AUAA oletA Higll AWssA ARA AR fla Acl dletAal U 5l
duRAA 8.

TODAY gl Atdlu eselel GuAd( 8.

UPPER 25l WUR 3 / 3ecdl $Raal HI2 durlal B,

LOWER 22 lRAR SUHL ¥clal HI2 duRllL ®.

20l 4.9 ¥2clls Guo(l §salote(l ALl
oS $59ol SHLoS

Boe §520t sHloS{l Heedl N Sl g52at ALl AL Ol AUx 520l U2 AUYNoe URlE 3 28
8. 8o §52ol SHloSell GUAL sl HIZell AUl o{lA Yo 8.

- 2
Insert Function :

Search for a ﬁJWS&%M o] ollH Al GO oleat golldll
sUMm ry Go

Or select a cateqory: |Remmmended

Select a function:

SUMIFS

SUMIF

LIMEST

SUMX2PY2

SUMX MY 2

SUMPRODUCT -

SUM(numberl,numberz,...
Adds all the numbers in a range \of cells.

Qzeuiell $520t RAS2 83U
Ul OK 0l2al Eollell

Help on this function | QK | | Cancel

AULg(A 4.31 BoU& §52Aat SLAALL GllsU

o ¥ AUl 5520l Aulclle] Sl A Ad RAse 5A

o A 30Ul £AAA Boe §520l 5US Eollclcdl WIs(A 4.31 Yyololl Boré §52Uot SIAAL U
WA ® Bol Heedl R §52olo] ol 28U 53| Go wesl eulldcdl A olldeld] AUl Aol Bl
ollH YRleldl §52lotq] (ARe 21 B.
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o [Areuidll $520t RAse sl olle OK el golleldl A §52ot M2 %33 Rz Norclall HI2
UL5lA 4.32 Yosololl R Ne2 SIAALL Glls WA & BUL §59let YHIAL w0PAo2 GlEALA B.
o AR abelleuidll RAAse MUl A 21U 531 OK oleat gollaldl A §52lot Al A

AULES o2l B.
Function Arguments ?
5UM
Numberl C5:C7 FR:| = {56;96;87}
Mumber 2 | =

RO scll 3% RAse 53 Ul A Al

= 2335 <«—=ARAOU ol ¥cllol
Adds all the numbers in a range of cells.

Numberl: numberi,number?,... are 1to 255 numbers to sum, Logical values and text
are ignored in cells, induded if typed as arguments,

Formula result = 239

Help on this function Cancel

ALg(A 4.32 WA sLAALL olls

Adtdl woul ustAl

1. Al 4.28 Yool AsAA 22 slotlcll 5ot 1S wal 251 Sl Wl §52lotoll Heedl N
2. €35 [AMAML AYdH AR HedH HIs A

2.5 aballe, QA sldd U Ac WA s 8

dA s AsAA 2010 A3 $A AR A As wWidl abojs % 52 & Bul ol aselle wadl sa
8. i oA decll abelle GARl waudl g (Delete) 53 ASL AM Aol aboysoll vieR Al sl O
AU Aol $H 38R, olsc wUdl WASL UL ASL Bl dguid asallea Yu wa walu 3| AslA ©
Al A A Sl o gl 53 AstA B Bl WA 5l A URL Al K\ AsLA B,
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dR A AR Sl GRIL Aal £2 ASL B Aol AS]l wal 2utsl s 61, Aol QRUE U udloues secll
sl ol

otcl adalle ael Alad BRI astA B (Insert)

1. sl 4.3ul eallcal Yool soé aballe sleot ealadl As ocl adalle GRRAA B.

2. sl 431l eallcal Yool olle 2t UR MIBAUe] wHQ weot (BAS scll Bullcl 2lése Nojuiell
8o [AsCU URE $cll Boré SIAAL s WA B BUl ¥t 2euiell adelle [@Qscu uie 3l
OK weat gallaldl As ol adelle GRRAAU B.

3. ShiftrF11 gollaldl Al 2lle udatl As ol adalle GRRA2U B.

aselle A A dlelle 53l asta ® (Delete)
1. ® le Sldlle sl fla Aot 2lle et UR MG WUR west (As sciugld 4.33 1l ealea

Yool 2llése Noj wUsl Al B BHE Delete URE sl A 2lle Sllle aa .
2. Home = Cell 2 Delete = Delete Sheet (5A5 5l W2 2lle Slclle aa .

o (Bl ol elleml el dlat A AsAc 2eal slclle sl Udal dua AHEA YD B.

asale of ottt A A wecll aslA ® (Rename)

1. % ablles] olld wecq dla Aotl e 2ot UR HMIBAe] w¥HY oleol (AS sl wsld 4334
gallcal Yool ése Aol WA B FHil Rename ([Ascu ude saell olleq] s RAse Uy s
8 RURULE old ollM 28U $3| Ao WUl ollH GLEAA .

2. ® asled] olld olecdd 8l Aol 22 2t UR sud GAs (BsU &l A aRk (ASs) sl 2leq] otn
RAse U8 A B RAURGUE old ollH 2leU 531 o2 WUAL ollH HEALA B,

aselle 201 ol 56R (el

asalleal w2 2leell Aol eallaal detl 2oiall &R olA gallcaul Yo wecl asia 8.

1. abelle 20l UR WG] WUY tleat (AS sctiugld 4.33 1 eallcal Yoyol 2lése Nof WA B BHl
Tab Color [AscU URlE 53 B 562 5l 8l Aol UR (5AS $cll 2uloll SHUR HECAU B.
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15 Insert...

16 @ Delete
L Rename
18
19 Move or Copy... Theme Colors
& View Code H EEENEN

20
21 (&g Protect Sheet...
5 | [ [ {11111
23 Hide
24 N Standard Colors

- L] EEEEER
25

Select All Sheets D No Color

W 4 » | Sheetl | Sheetr —smees
Ready |

%% More Colors...

gl 4.33 2lle 2u AWese Aoy

ablleoll sH dedd WAl aisA 5l (Move or Copy)

Al adallea Assu sHHL o6l sl Ol wacl Aol atset uel 531 sl L.

® asalle WA ¥ slUl scll dla A abelle 2o UR MBUo] WM wesl (A scll wug(d 4331l
gallcal Yool 2Wése Noj WA & BUL Move or Copy... [AscU Ue scl gl 4.34u0 ealc
yosololl SlAALL st WA B Roll Heedl RAse adle 58 asysui, s¢8 olle udatl, WA B 3
Sl 5l ® A otssl 31 Asla B. OK weat eolladl uredll Harol 3812wl 8.

Move or Copy ?

Move selected sheets  g¢5 545 i olle GRRC ®
To book:

Book1 W

Before sheet:

Sheet?
Sheet3
(move to end)

585 olle i RAse sdcll Ale GRRCA B?

[ Icreateacopy <+ — ol AUl s2al As 53
conc

L[ 4.34 Move or Copy SLACL GllsU

adolle dtscll 3 tuwiscl (Hide or UnHide)

B xR aballe ollstal ot slcdiacl 8lct Al AR Aol Acltsl URL A5 Ol Wal %32 USA dal Uel 2usl
ugl A8l 8l B ablleal Aciscll la A adlle 261 UR MBU WUY wesl (AS sl sl 4.334l
gallcal Yool Aese Nof WA B BHl Hide [AscU Urie sl A 2lle Buidl «tel.
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Al 2lleal wedl Buusal w2 asalle 2ot UR HIGUe] ¥HY weot ((As scdl dugld 4.33ul
gallcaul Yool 2lése Aof WA B BUl Unhide [Ascu Ude scdl R Hide sl 2lled] (A2 e2ladl
sl cllsy WA B adiell @ 2lle Buwiscll slat A urle 531 OK wUAL A 831 Ewa B .

As cAfols ofl WAL UL abglle ol As sl ay (AosSl Ui %1l

Asell ay abelle As WA Blal W2 dR adoysoll otcll [AosSl slottcll 25 Ol 2L MR View D Window
> New Window $cll A% cb¢soll olcll (AoSl WA B. RURGUE View & Window 2 Arrange All $cll
uls(A 4.35 Yorololl SIAALL s WA B Bofl Heedl s & dsusell A [QoSla ALElel BH (Tiled)
WSl (Horizontal), Glell (Vertical), DL WA (Cascade) AR Il e Al &l usld 4.36 i
Vertical (Qscu olle As abofsell A (Aodl WAL AL abelle slcdld .

Arrange Windows ?

Arrange
() Tiled

[ ] windows of active workbook

Aus(d 4.35 Arrange Windows SLAGIL clls

HE9-v-QRF- Microsoft Excel - g
m_ Home  Inset  Pagelayout  Formulas  Data  Review | View | Acrobat  Team s @
= = _— e [ 1, Esplit |11 View Side by Side = % =
u E |—| (IJ |—G| o Fomu sar A _E‘ E E = Hide 237 Synchronous Serolling = Zﬂﬁ
o ot “resew | Uina: Sreen | [ Crdines [ Headings | Zoam 100% SRS | edow AN panes~ [ Unhide | B Resct Window Position | orkspace Windows« | -
Workbook Views Show Zoom Window Macros
I c2 - £ | =B27sES2 v
) Final-1:1 o B = Final-1:2
A B C D E ] | A B c D E F G H 1
1 : 5 W23 Buld 3 . e |
2 ey 53.98| 145.746| 2.70| [ 1,245.07 | T 113.30 2 B
3 AgfRan 58.39 % 1,259.24 3 ke wsl: wsla sa wb es sl ulRoum
4 AcyMl=lan 46.95 % 1,584.12 4 56 96 87 239
5 Aecyl=lan 29.98] % 1,131.61 5 65 66 55
6 uleyliEan 51.28] % 1,024.51 6 85 33 66
7 eyl 39.53 % 1,081.14 7 96 55 65
8 Acyl=lan 64.81] % 1,557.29 8 66 22 a8
9 Aeyl=lan 47.07| % 1,386.97 9 78 4 59
10 BeylEan 56.00] % 1,296.85 10 58 55 67
11 HeyflEan 68.16] % 1,431.24 = 1 78 66 63
12 WeylEan 42.89 % 1,623.80 12 58 98 58
13 weylEan 51.46] % 1,055.25 13 87 78 95
14 WeymlEan 89.78)] % 1,576.79 14
15 15
16 wledleye A 2yeed wa? sl 543 @u weald ol 16
17 %wRll? 5z AC 25204 uR B2 @R Fa Euleldl o wly cls s wa B 17
18 18
19 19 1
20 20
21 2
2 Bl =2
23 <2
4 4 ¥ M| Inroduction - Cell Basics d PasteSpecial ~ M4 m ] » [].| | [ 4 » W[ Inroduction .~ Cell Basics .~ KeyBoards .~ Paste Special .~ Number Format_|_Simple Formula .~ Abs|
Ready | |[Emm@m 1o &) L] (+)

ULl 4.36 As o adoysell A Wetdl wUadL adelle A (QAeSHi Gell ANsarl
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s abale oll el YEL GUON WS AU WEAIL WAIL Vot Ui Alall

View 2 Window = Freeze Panes $cll ls(d 4.37u0 ealcal Yol AsAc dsoisal As2a Actoll
GuRel AR ol adAl & B Axey 5l As UL BlA sl oflost eoL sRal w8,
AR %32l Sl U View & Window = Unfreeze Panes $cll 0ol ab2lle gullal ©.

EH9-¢-0DBREF- Final-1 - Microsoft Excel - g
m Home  Insert  Pagelayout  Formulas  Data  Review | View | Acobat  Team o @ o @ =
f = 5 N e [ 5 i EIsplit | [¥]View Side by Side =
D S D E gre @rmes ] = 5EE L mFE R
Normal| Page Page Break Custom Full | (7] Gridlines (7] Headings Zoom 100% Zoomto  Mew Amange |Freeze I ave Switch | Macros
layout Preview  Views Sereen Selection | Window Al |Panes »| ] Unhide | 514 Reset Window Position | warkspace Windows =
Workbook Views Show Zoom T = Macros
wm - & e -
Freeze Top R 4 -
. A [ C ; E 3 G H 1 [ x | i mpm;”m I AD AE AF AG AH Al
through the rest of the worksheet, A
2 zsorufHlellez [yd ydloy 61) % 5,000.00 | 610.00 | *Filter wi Freeze First Column E
3 10-01-11|[Ue? yd PR (E) 65/%  1,755.00] T 942.50 Keep the first column visible while scralling
a 06.0111 [ﬂaﬁ? \J\CI E:R"t{ 54| < 1,728.00 T 928.00 through the rest of the worksheet,
5 oant1|feee  [yd alldx 53/T  1,701.00] T 913.50
6 17-0111|le2z  [udW  [sicopet 652] T 1,674.00 | < 299.00
7 aroen|leer [Gaz [Bud 513 1,647.00 | < 884.50
8 2101112z [ulEd [Bad 58X 1,566.00 | X 241.00
9 2sor-m|fe22  [eellol  [olldm 56/ 1,512.00 | < 812.00
10 210011|feez [yd ollan 56/%_ 1,512.00| X 812.00
11 10-01-11f20L Ay [udle 533 1,449.00] T 693.00
12 os5-0111f2e yd 5169t 50/ T 1,220.00 | T 660.00
13| 20-01-1120L WAy [Baa 59(%  1,357.00 | X 649.00 |
14 1s-oti|dleide [ullu [sllan 53T 1,323.00 | 582.75
15| 1ror1ifflesr  Juln  [ael2 293 1,323.00 | X 710.50
16 28-01-11|dleuda [yd ELh 62|%  1,302.00 | ¥ 573.50
17 1sor1dlellez [uEx  [udla 593 1,298.00 | T 590.00
18 o7-01-11[dleude [yd ycllal 51/T 1,281.00] T 564.25
19 13-0111fdldlez [BdR ydlol 57|%  1,254.00 | X 570.00
20 16-01-11)lolle? [GaR Hew 56/ 1,232.00 | < 560.00
21 1s-01-11ed cellol Juellz 533 1,219.00| < 583.00
2 onfdel [Bd2 [ul? 54] 3 1,216.00 | < 512.00
23 os-or-u|Hlede [eallal [udla 57|% 1,197.00| X 527.25
24 13-01-11[201 cellol [adlz 52| 1,196.00 | X 572.00
25 230111 Uee?  [uEM  [slcojst 44]%1,188.00 | X 638.00 5
M A rH Pasct:e Special -ndmber Format .~ Simple Formulz Absolute Reference Sale-Jan . Sale-Feb Sort | Filter . Sparkline /%2 1« [ wm__  I»
Ready | |[E|E E 100% (=) y] (+)

g(A 4.37 Freeze Panes (Ascu
dAHdl yould usiA

ASAAHL SLTA tlotldl Aol Myworksheet ollA Act $3.

AsAAHL atcll 2lle GRRA Wl Aol Mysheet ollH AW A Aoll 204 SR ¢f2A 53U,

Mysheet o hide $30 Wal RARGMLE dal unhide $3.

¢
2
3. Mysheet a4 Yy 2le R WASL Aal Aoll SIUl Mysheet-1 313 532
4

A al SlAM WA 814 8

AsAAHL dA As Actoll WAL, 2l A waar well Sted GAZL Axe g2 531 a8l 61, A Wa
SletHal ActSl wal utest 2usl a8l 91, Aofl GLUE wal SletHell udloues olecll sl .
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A wWal sIAHH GRRal

AsAAHL A ol SleHoll Avaul WIUB WUl Yool AlssA B Ll AR X A GAA AR olislell
A oA WA B U Becll A g2 AA B AHY SIAH GRRl wlislotl sleAH sHRl ety WA B. A decll
A/slemil 1R 8l Al dA A/stdd GAZ asdl otell.

acl A A A GRA asia B.

1. % Actell GUR A GRRl 8l Asll A oleR UR HIBUo] WHY vlal (AS scll 2Wese Nof WA B
BUL B [AsEU URLE 5l A GARA B.

2. Home = Celis = Insert = Insert Sheet Row $2cll A2l Actell GUR As A GARAAU B

ol sl A 3l GAR asta 8.

1. % Actell stell ol sl GARC Sl doll SIAH AR UR HIGUo] WHY sleol (A sl s
Nof WA B BUl B ([AscU UE 5cll A slemoll stoll iy As sl GRRAU B,

2. Home = Cells 2 Insert < Insert Sheet Column 5cll Alsecl Aol stoll ol As sl GRRAA

‘ CS)

A Aol Sl £ sRcll

% A wUcl SlAAHoll %32 ol Sla Aal g2 53 AstA B. A A ¥ slad gl Slelle us s Al dal
Ctri+Z ¢l Wl undo sHLesl Wedl cucll asia ®.

A A da slcdle 53 asta ®

1. ® A slelle scll 8l Aotl A oletx UR HIBU] YUY weol (A5 scll Aese Aol WA & FHl
Delete (AsCU UdE $cll A A £ A B.

2. Home 9 Cells D Delete>Delete Sheet Row $2cll AE2cl Actoll A Slclle a B.

sl & Al Slelle 53 asia 8

1. % sl slclle scl 8l Aol sl weR UR HIBUo] WHR vleat (A5 scll 2lese Ao WA B
BUl Delete (ASCU UAE 5cll A SlAAM g A .

2. Home = Cells P Delete=>Delete Sheet Column $cll A2l Actell slan Slelle aa 8.
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A % sled Adlsal ¥ gulsal

A/SAHA Acdlsal A RAse s3] WBUe] ¥HY weol (A5 5l Wese Noj WA B Ul Hide (Ascu
UAE 5cll A A/SIAH a2 A B.

A/l $31 Butsal dsll eyoiegell A/sld RAs2 531 Aol UR MBUe] WHR vleat (5AS 52l
liése Nof WA B BHL Unhide (AscU e scll A A/slAH Wl 2w .

SlAHo{l USloUE A Aol GLRUES cectcll

slettell UBlouE WSoeHl HiuaHl wa B. yaeld A, e3s sledell uslous 64 LsAL (PX)
wcll 8.43 WEoe AUsH B2l sl 8.

o{lA ealacd slsunl I sicHe(l udloues oedl asta 8.

1. HIGU WBe2R sleHoll 1Rl ologell cll§2 uR Av{l + U JOU (SLof waat gottcll Wadl) 3.

2. Home =» Cell & Format = Column Width UE 53| SIAAL GlsUHL USloUe .

3. Home = Cell & Format = Autofit Column Width AUcll SlciHe(l udlousS el ctiolt cwiel
gl aa .

4. SlAHoll MRl oltgell o§R UR sHA (BAS sl UMY A SletHoll udlousS Well died dvial
gl aa .

1A ealdcdt Sleurt A Aol QU aecll asia .

G WBo2R Sl o{lAsll 82 uR 2Aull +ma 9L (st¢f vteet goltell Wudl) s2A.

2. Home = Cell & Format =»RowHeight W€ 53| StAAL clsuHl usloue .

3. Home =» Cell & Format = Autofit Row Height ¥Ucll SlcHe{l udloues Aell ciott vl g2cll
aA 8.

4. sldMell wuell oegell oll§2 UR sud (BASs scdl WU A Sl udlouss Al cioll vl

gl aa .

—

Ada Sl wa Ve 52l

B Adal sl s2cll la Al WU AUl ARA Sloll Heedll (A AA 50U Wl At 3%) RAAse
5. AdA o{lA eladcdt Icaniell styuat As A sidl .
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e Ctrl+C goildl.
o RAs2 53 A UR HIBU] wMY oleal (5As 53| Copy ([Ascu Urie s3.
e Home =» Clipbaord = Copy Qs 53

Ul A WSl dlal Ul oA elad 51¢5 Ul As 3lA Wre 532A.

e Ctrl+V gollcl.

e RAs2 53¢ A UR HIGBU] ¥HY vleol (5As 53| Paste ([Ascu Urie 53

e Home = Clipbaord = Paste Hi2l (Ascu ude 531 Aol UR (5As 53, AsAA W 5l UdAl
dHal A 3d EWld d ugl wcdld 8.

e Home = Clipbaord = Paste (5As 53, WSAA cdHal W2 scll M2 YEL el (AscunA B, R
oA Yol .

Paste Actoll wdcl, e, wa 32t AA2et Vre sRcll.
Formulas SlRfcll Ve B ud 2L o8l

Formula & Number g5t Sl ol oloir U0l Vel B.
Formatting

Keep Source Formating f:sh?gc'tl Ul wy SUEloL Nee ala 8.

No Borders W82 Rale] vy A Al .

Keep Source Column Width  $l2jcll wal %l 1l 52 8l A sletmsll usloue snas 8.
Transpose A A SlAH WA Sl A A soll 2 B.

Values oL Actell HBA o W2 B.

Values & Number Actoll HBA u olotr SEl0L o e ald B.
Formating

Values & Source Formating  Acto{l UGl ua oy SlElol Wee Al &

Formating g5 SISl Wre a2 B.

Paste Link SIl sval Act Bl o et WA ® AR «1él

Picture HRAA R A3 A 52 B.

Linked Picture HEAA R d¥ W 53 B Ug sl s Ad ceddl @A uwl
WEAA B,

20l 4.10 W2 HI2all [Aseu

CCC-BAOU and CCC+ 36



Aol WAS AL

AdA HASAL HIZ AdA RASe 5 RURoIE A 52 531 e 5l WASL aslal B wual RAse
$¥CAL Ada HIGUUL 3oL 53l Ul WASL st B, tulotHl AW ¥ URL wAR A WASIA ¢l
IR % Al AWRL 8l dl A oAU s B ol otq cvtgl vl s 8.

AA 51N

Actoll cvttel QA auRiell HBA wual W2 SlReeall GUADL Al B. SlNoe AUl HIZ A YauH
Ada RAse 53| {lAniedl slsurt As A 2l st ®.

e Review = Comments = New Comment Ule scuell

o At UR HGA Avl wHQl (A5 sl 2Wése Ao WA B BHl Insert Comment ([Ascu ure sauel
o Shift+F2 galtacuell

RUIRULE 5Ace 218U 531 Al asta .5l 4.39 Ad UR HIGU WSeR d8 »di tuldl slRee
gold ®.

Microsoft Excel - Book1 - [
B2 - .fr| Interest g

A | B C D E |

1 -« THIMANSHU: Simple %

2 Interest Rate 1 Interest

3 10%

a

5

ﬁ -

4 4 » M| Sheetl .~ Sheetz ."Shdl4 M v [l

AUg(d 4.39 Act sl

AsAAHL SlAo2 ol £ sRcll U2 Review & Comments 2 Delete (AscUsll GUADL AU B AMe
$l0o2al Acllsall AUl EWLscl Review =& Comments & Show/Hide Comments oll GUL Al .

2.6 2old 81{2 (Table Format)

32l 3o uR UdcUsl slH sl HIZ dA dal 2ecd Sle Hi ¥Rl A8l Ol B (A e2ldd GuABLl
A B

o WAl AUAA @I Yool iz s3] sl Q.

o 32lal WS A (3eeR sl & B,
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o A WA SlAH U dld3] udcussl 53| asl ol
o atscll (s0AF2) A DU £ 31 AslA O,
o 32lofl wSHUL udcusl 3512 53 sl B.

2ud olotlalall M2 A YUH B2l Adal 2oAHl ¥adl 8l Al RAAs2 5 RURGLE Insert & Tables
> Table $2cll Create Table SIAAL Glsd WA B. BHL OK ¢eot eolladl 2ud ololl oA B Aol
UL5(A 4.40U0 clctlcal YHIB Retot UR Table Tools & Design 26 WA B.

Formulas Data Review View Acrobat Team Design

e 'j HeaderRow [0 First Column | [Soj==s) ppep e | B =] -
o= I T e = e E===5|=====|Z=2=== —————- === Z====
[0 totalRow [ tastCoumn | |[E==== E==—=|l=====l|Ec===| =====| [E==== ===== -
===
E===-

Export Refresh . _ ===
S - Banded Rows [[]] Banded Columns

External Table Data Table Style Options Table Styles

AULg(A 4.40 2act Baget 2ul

2ud Bolget 2ol RS Yu wgld 4.414 el Yud 2oictall vl aectal MRel Yyl
WA B, wAR 261A [338el 2L 2HA RASA AWt YU A5l 4.41H0 ealcal YA dMa &5
A (Header Row), 212l A (Total Row), YUH SlAM (First Column), A SIAM (Last Column),
Aods A (Banded Row) ol AlodS SIAMHal (Banded Column) EUMLScl/GlEA Bl [Aseu w B.

yaH sldu wiAn ls‘lau
A B C D

1 Al g dAR g  tA g U R
2 oclel |Z¥ 3,255.00| USA 2
3 Qe [T 4,865.00| USA 4
4 UM [T 9,339.00 UK 2
5 oclel | Z 14,808.00| USA 4
6 ol$l4 [T 1390.00| uUsA 3 Acds 3
7 Qe |2 7,433.00 UK 1 ;
8 Qe [T 9,213.00] uUsA 4
9  oisld [T 969800 USA 1 et A e uwd B
10, ¥k |Z16753.00] UK 3 2 oL el olecll a5l
11 ddls  [Z 18919.00| UsA 3 3
12 uelR | 10,644.00 UK 2
13 ad{la | T 12,438.00 UK 1
14 % clol Z 14,867.00 USA 3 ugldl 2oictell
15 [Qea | % 19,302.00 UK 4 / A2 olecl sl
16 Total 37 ¥ | B

Al 4.41 2act Sle
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zolciell gucllde A A Al dal g sall usld 4.40Hl e2lcal YHIA Remove Duplicates (Ascu
ude 83l asia ® % wsld 4.42u0 ealcal Yyl slAAL st olcdld B FHL B slanHial
sucllde A g2 scl dla A ude 531 OK JUAL 2AUAML 3812 L B.

352 A 32lal W U (e sal H2all [Ascu A B, A U (3ee (AN wud A ugdlal yeiui
(Qatd AUy, 2ac sde g2 531 Jelal AHRA A Iwul 3ctcl wslQ 4.40ul galcaul Yyl
Convert to Range ([Ascu urle sl asta ®.

- I
Remove Duplicates :

To delete duplicate values, select one or more columns that contain duplicates.

§§ Select Al E = Lnselect Al My data has headers

Columnsz
]
=]
gl
=l

K Cancel

Ag(A 4.42 Remove Duplicates SIAGL 6lls

2.7 d2laL (Sorting)

AEDL dHa 32lotl sHA (UBCAL ¥ GcRcll) Gledall Ul ¥3RAU YHIB AL scllofl YlAul A
8. ALl Heedl 3atal HouaRlell sHML, Aissisla sHML, ARl uUA UH2A A dAHEL uried(lstl
sl ollscll astal 8. WD R As sl AR ARML delal A 531 Al 8l eld. AR
s AR AL 32l yaun (Aelol Yol RURGIE ol Yol RAURGIUE GHR Yool dllscll sl &l sweH
AEHHE dN dHRl @ Yool 3eta W 531 ASl 6l el (Distinction, First Class, Second Class,
Pass, Fail).

$2l A As sldM UR M sl B SlAH YHIB AW sl 8l AMl sleugl Adt RAse 53l «{Auiadl
sleuel As Ad Ae 53| asia B.

1. Home =» Editing =»Sort & Filter =»Sort Smallest to Largest/Sort Largest to Smallest
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|

sl %
2. Data =» Sort & Filter = % or

32l As $cll AR SlAH UR AE sd, slsurl As Ad RAse 53 «[Aniell slual As A W
53l asla .

1. Home =» Editing =» Sort & Filter =»Custom Sorting

|

AlZ

=

2. Data = Sort & Filter »Sort 29

GuRHiel 818 As (Ascu ude sl wWslA 4.43 Yool A slAALL Wlsd WA & Auey AsSAA
wul 32l AWAU RAse 52 B. RAURGIE %3RAA Yol SldH Ay AE s UAE 53 Add Level
olaal gnlleldl SlAM A Uy oA B,

Sort ?

”’;1 Add Level >( Delete Level 23 Copy Level & || w || DOptions... My data has headers

Column Sort On Order

Sortby | aun w | | Values v [AtoZ W
Thenby |z w | | Values w  Smallest to Largest 1™
Thenby |-z w | |values w | |Smallest to Largest ¥
Thenby |mzed-z w | | Values w | |Smallest to Largest W
Thenby | ge sl w | |Values w | |Smallest to Largest w
Then by | ulFoun w| |Values w | [AtoZ w

AUlg(A 4.43 AE stACALL s

2.8 (3ceR (Filter)

(3ceR AWssA 2RAl AdA™MAl da Adl o A 2wud 8. wH (30U GUAL Jalal yalsal Axey
wollell Sl gallacl U (@Aot33 32l uldaloll YAul AU B, A As sl auR (eer
Ao WSl 28l Ol AMe %32 ol Slad R (3eera g2 531 alul 3atal BuA 531 Asl 6l dA 3ala uis,
AR, 20E ¥ 201 YHIAl el (3ceR s3l asl ¥l ® 32l (3R sal dlal Axl slsuel Ad RAse
530 ol AMie sleunl As I (e Ul astal B9 WoUB (3eeR WAA slal Al d g2 Al B.
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1. Home =» Editing =» Sort & Filter =» Filter
2. Data =»Sort & Filter =»Filter

wlsld 4.44 32l A (3ceR sall udal wal wislQ 4.45 Hi delat (3eer salole A (ol (3ee: Hi2sll
olst wlcl i ® A e2ldd B. ollst UR (AS scdl dUslA 4.46 Hi £2lcal YA AHL A SlAMsll
32lal A sclloll AH wl (Select All) 3 AssU 32l Blal Hizell YAul Wt B,

| A g C A B C
1 | RollNo | Name |[Date of Join 1 | RollN ~ | Name ~ |Date of Jo ~
2 1 Jatan | 01-05-2001 2 1 Jatan | 01-05-2001
3 2 Sanjay | 06-08-2003 3 2 Sanjay | 06-08-2003
4 3 Kiran | 07-05-2007 4 3 Kiran | 07-05-2007
5 - Savan | 09-01-2002 3 4 Savan | 09-01-2002
6 5 Nisarg | 05-06-2003 6 5 Nisarg | 05-06-2003
| 6 Flaguni | 02-03-2002 7 6 Flaguni | 02-03-2002
8 7 Anal | 01-05-2001 8 7 Anal | 01-05-2001
<) 8 Devyani | 06-08-2003 9 8 Devyani | 06-08-2003
10] 9 Ajit | 07-05-2007 10| 9 Ajit | 07-05-2007
11| 10 | Mitesh | 09-01-2002 11| 10 | Mitesh | 09-01-2002
ALg(A 4.44 (3R ran udal uglA 4.45 (3ce2 RAse sl oue

A B C D E F G

1 Rl}llNlZl Mame ~ | Date of Jo ~
‘—El Sort Smallest to Largest

il Sort Largest to Smallest

Sort by Color 4
L
Mumber Filters » Equals...
Search 0 Dioes Mot Equal...
[ (Select All) ” Greater Than..,
M1 Greater Than Or Equal To...
w2
v 3 Less Than...
[ 4 Less Than Or Egual To...
5
----6 Between...
-7 Top 10..
- la
....g " Above Average
Falan Below Average
oK Cancel Custom Filter...

AUlg(A 4.46 oo (3ee?
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(G A < | A B C
- 1 RollN-T| Name¢ - |Dateoflc ~
B 2 Sanjay | 06-08-2003
4 3 Kiran 07-05-2007
Cance 5 4 Savan | 09-01-2002
5[ 4.47 Bea 2 32t wudl 6 5 Nisarg | 05-06-2003
7 ] Flaguni | 02-03-2002
a8 7 Anal 01-05-2001

Ag(A 4.48 (eer 2 3at
32loll Yslk YHIQ AAA (ololR, 32 ¥ 25e2) (3ce eald ® wusld 46Mi Roll No. M2 ololR (¥ce?
UAld B Boll UR 818 [Ascu ude scll gl 4.47H1 e20cal Y@l slacldl s WA & BHl
%33 2Rl elHc 531 OK olael eallaldl dal (3eeR ala B. (3eer udd dat wsl 4.48Hi e2iad B.

A3l youl@ ustAl

p

1. A 4.41 Yool AsAA 22 olottcl Auiel ot sl Adle adl sl adl srellde 3t g
53U,
2. 32lal olld ol ollH ARWL Sl l 22 YyHIdl Ae 5.

3. (Aotaietl 5000 ol aty QAL clon 32t 252 U oiolR (3eerell Heeedl eallcl 3.

2.9 Rl

‘/

Q1. Ao [@Aseu ude sA

1. ASAA-2010H ¥ AAML 32l EHA U A Ada 9 5& B?
A) Asdlad Ad B) RAse Act C) 522 A D) As Ul o1l

2. AWAsAA-2010H1 Sleuel AAHL o{lAsuniall sl Usirell dat elud 53l asla 8?2
A) uissl B) GWIAl C) SURjcll D) ALl Ll

3. AsAA-2010H1 o{lActtHiell s [Ascu et Ay slacldl dlsuHl Guated oiell?
A) Max value B) Type C) Step Value. D) Series In

4. ASAA-2010H1 ol Aol 52Ul U2 WIAAlsH YUH B?
A) * B) / c) -~ D) +

5. AsAA-2010 Hi AQAZRA scll HIZ g AUl sl B2
A)Sdl  B) §5%ct Cladalb D) HMAa
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Q2.

1.

v AW N

Q3.

10.

Q4.

(S I N VR N1

20 [@Aseu ad widl woa yA

ASAA-2010 Hi geoll BUAAL 53| AR dN Actell otscd 52A 6l wacl (3cd 5A
8l R oledldl ol (AeAeye, AAdla)

WSAA-2010H1 A% AAHL UHE S dal U sdclld 8§, RUEALS, JAUSU)
ASAA-2010HL 2l A RAse sal Hizoll Wése-$l ®. (Ctrl+Space, Shift+Space)
ASAA-2010H1 AL UL A5y A R auRla B, (WS, Sldn)

AsAA-2010HL §52lol oleAo] ARRAA Nuucll GUA( B (Average, Sum)

olAq] [Qtlet W B ¥ vllg A wuud

ASAA-2010H1 Actoll Avllal QA atuRlell HIRAL uucl HEE SlReeal GUalolL U ®
AsAA-2010H1 5L (,) &l 2l wdell unol Wl slcuul 3Racl Data = Data Tools
=>Remove Duplicates (AscUall GUL AU .

AsAA-2010 Ui Slsuel ysiRell oulllds ylsale] Assy uReur Andal M2 Goal Seek ([Aseu
AUl B.

ASAA-201041 Subtotal @scu 12 HIRA WE sl %33 otell

AWSAA-2010HL AsclR UL olofl o2 Ul Aol wctol Ul WAL aAstA 8.

Al 58t 1S

U o
A$?2 a.  yd cwval@d yA
$A2 b.  UA, UAA Aol ureRe(l Heedl AwiA .
§59lol c. AR sl sIUl s AR SlAH A olgl.
sljeu d. AssA ARA Al Slat Acll o A 2wl 8.
(3cez e. AR Ll slUl 520 R A Uecld otdl.

el

Q1
Q2
Q3
Q4

CCC-BAOU and CCC+

1-A (As3lal AA), 2-D (AUWLAll ®l) , 3-A (Max value), 4-C (), 5-C (a 3ol b)
1-AeA Y2, 2- RUSCALE, 3- Shift+Space, 4-UlES, 5-Average

1- W3, 2-WE, 3- W3, 4-ullg, 5-W3

1-c (AR sl s1Ul 5220 AR SIAH HEA oigl)

2-e (AR Sdcll 51Ul 5290 AR A HeAld «18l)

3-a (Yd catvulRd yA)

4-b (UM, AUA W A UreRe{l Heedl cdvia B)

5-d (AssA ARA Al dlat Acll o A 2wd B)
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YsWL-3 ; HIFsIASS AsAA vdldot YAl

YUrcllcell

3.1. 32l QG (Data Tools)

3.2. G2l (Outlines)

3.3.[Adle 2uld (Pivot Table)

3.4.L8, WSS W A5 (Chart, Sparkline and Graphics)
3.5.3lcy) 2 (Review Tools)

3.6.8l-0lS Aése (Keyboard Shortcuts)

3.7. a2

G&al

UL AsUall veAM sAl wlle A

o EL YEL USIRall UL clollcl ASA AHY FUSALES oL vl AF5UA AsAGHT GuAlol 531 asal.

o [Mdle 2oictell Heeell WA Avauni A el wollell dalal 3RAA Yxel WAL WSl
A Axy Mcle udall Heell Al WA dal HIZ W olottcl asal.

3.1 32l QEYU (Data G)

32l gl olA Yorootl [@Ascu HAL B.

= e e | [— R m';d;)
= ar = g= B
S22 =) = 5 E—o‘
Textto Remove Data Consolidate What-If
Columns Duplicates Validation ~ Analysis ~

g(d 4.49 321 e

Data =»Data Tools =»Text To Columns:

AHeA A B vl AHacdl HBA dldl s B Al cAdRAd A SleHHl dlsadl M2 Al
@scusll Gualol ala B. Al [Ascual wHAlSW 53¢ sla Al Yy 1Rl elnd s 8la Aa
RAse sl U3 B. ¥ WU wslA 4.50 Ul RNTA GlA, AR Ul 32l Ml %A Text To
Columns UR (5A5 scll As ollst wlcll st B % Asld 4.5141 A ASlA Sl 501 252 g SlAM
3 RUHl Yol wa B,
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UGl AUUQ A5 GELEWL ABA AHYA. AUlslA 4.50 Ui ealcal Yool WU 32l elHd s3A 1A
BUL SlAM #3190l NAME, AREA, SELLING €20Ad B ual €35 Slad 35l Aues uRulell B el
5 258 elMd s¥A B Aal sl () dsitell wedl eldd B, ul Hiledl As AMi As 2l B Al
Adledl 10 Bedl 28§ elHd s3A. URole L Hledl (el RAse s3A. (32l A RAse sl
Gl Uel Ul Gullal 31 sl Sl waal Al Sl-olSell sq 8l Al 2llse wal AA $loll
Heedl Hilsdlad RAse 53l adlA ¢lA) Hledl RAse U8 atuL olte AUUBL Aal 2R AUAL AL
Sl oledd B dl A M2 32l el Text To Columns [Ascu UR (As scl Ul B, udl As
scll AglA 4.51 1l ealcaul Yoy As clls Ul oA B

 SELLING
IPUR, 35000

BAKUL, SARDARNAGAR, 41000
DIPAK, GIRDHARNAGAR, 12500
DIPAK, GARDHANVADI, 35000

[N~ T T O TT R S
I
]
ol
LA
)
=
=
]
o
[
-~
b
o
f]
=

10 GAURANG, NAVRANGPURA, 36500
11 GAURAMNG, NARANPURA, 36000
12 JAY, ELLISERIDGE, 25000

13 JAY, MANINAGAR, 15300

14 MNEEL, KHADIA, 15000

15 MEEL, JAMALPUR, 36000

16 RAJESH ANDLODIA, 12500

17 RAJESH, MEMMNAGAR, 36500

13 VIREN, RAM ROAD, 18000

19

VIREN, UNIVERSITY, 25500
g(d 4.50 et

Ul Al syl yau AAse s HRlll 0 A8 AslA GlA, UG Ul A @seu y®
.

Delimited: ¥ M@l Rctse 531 & A sl ¥ 20t slell slat A w [@Qscu uR 5As sl ud B.

Fixed width: ® HUel RAs2 $31 ® AUl AU sl A Al [Ascu UR (A5 sl U3 B waal U
B Hecdl & A MU SldHell dolte Yoot A2 UL 2 dl d {2 2 [Aseu uR (As sl ud 8.
W8l Delimited [AscU UR WUA BAS 53N SlA. @R Ul stacdl syl Aol sy A
Next ([AscU UR (5As 5cll A5 otq clls Ll B. @ vUsA 45241 o8 ASIA SlA.
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Convert Text to Columns Wizard - Step 1 of

| The Text Wizard has determined that your data is Delimited.

If this is correct, choose Mext, or choose the data type that best describes your data.
Criginal data type
Choose

type that best describes your data:
- Characters such as commas or tabs separate each field.

th - Fields are aligned in columns with spaces between each field.

Preview of selected data:

AME, AREA, SELLING

2 , BAIPUR, 35000

, SARANGEUR, 25000
, VADARJ, 9500

, SARDRENAGAR, 41000

ll »

< Back E Mext = i [ Finish

g(d 4.51

UGl AU stell ol Delimiters Y® 8. aAul AU sl [@Ascu uR (As 533 €lA, s10% AUl
HIG AR sl Asitell wetol e20Adt B. Al B sl Asitell wetol e20Ad B. Al B Sl Asll UR
5As 53R SlA ¥ dcd cllsUML o{lAoll dRs Sl Yot HBA 2uial B. uRolte $31l Next vlest
(@scu) UR As sl As old ollsd wlcll s B. ¥ 2us(Q 4.53 U B8 ASIA Sl

Convert Text to Columns Wizard -

l This screen lets you set the delimiters your data contains. You can see how your textis affected in
the preview below.

Delimiters
Tab
[ Semicalon [ Treat consecutive delimiters as one
. Text gualifier: |~ IZ|
[T space
[ other:
Data preview
LME LRER SELLING <
HOE | RATEUR 35000 LJ
HOE | SARRANGEUR 25000
VADARJ 9500

SRRDRENAGRR | 41000

| cancel || <Back || mext> || Finisn

Aulg(q 4.52
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|
Column data format

@ General

() Text

{©) Date: | MDY [~]

() Do not impert column (skip)

'General' converts numeric values to numbers, date values to
dates, and all remaining values to text.

Destination: | &B&3 Rz
Data preview
eneral
SELLING e
35000 |_|
25000
5500
41000 -
3
Cancel ][ < Back MNext =

Convert Text to Columns Wizard - SteE 5 g;@ﬁ
I

This screen lets you select each column and set the Data Format.,

us(d 4.53

UGl WUl Y® B ¥ Bl General, Text, Date sl Sleul uitcl A, el Ul wel
General [Ascu UR (5As 531N SlA WA dRcd cllsAUHL G2 Ye e ASIA Sl Wl Ul Finish
[@scu UR (5@s sl vus(Q 4.5410 eallcall Yoolo] dilAH URRUH A8 ASIA €A,

[F- - - WY, R SRR

=== = e
GRS R GEREEREE

CCC-BAOU and CCC+

MNAME AREA SELLING
ASHOK RAIPUR 35000
ASHOK SARANGPUR 25000
BAKUL VADAJ 9500
BAKUL SARDARNAGAR 41000
DIPAK GIRDHARMNAGAR 12500
DIPAK GORDHANVADI 35000
GAURANG MNAVRAMNGPURA 36500
GAURANG MARANPURA 36000
JAY ELLISERIDGE 25000
ny MANINAGAR 15800
MEEL KHADIA 15000
MEEL JAMALPUR 36000
RAJESH CHANDLODIA 12500
RAJESH MEMMNAGAR 36500
VIREN ASHRAM ROAD 13000
VIREN UMIVERSITY 25500
uslQ 4.54
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Data =»Data Tools =»Remove Duplicates

AUHRA A U s2aR Jat (HBA) et sl deA Gl R uysar ol wgdl
WHRUAL VSoll WS 88 WS 5l AUR AR EMHA UL cll 8l B Aol BBA Aol scl AR 88
glall Ml Sl B. Alall UHA AYs 88 A AUl A $cdl AUR AR LW UL AL la 8. el
28 suellde 288 Al vllawalHi wA B, ul gucllde s g sal M2 wl [Ascusll Gualal
SAMHL A B,

UGl WUB A5 GELSAL gl AHYA. ws(A 4.55M0 galcaul Yool 8§ el s3A Slal. ugdl A
Hledl 3a)al RAse s3A SlA. RAse sal ugl el geuHl UAA Remove Duplicates UR (S
53N ¢l Wl (AS scll wslA 4.56 Ui ealcaul Yol As ot clls Ll s B.

[Name Box| g C
I RollNoe |Name Course
2] 1jMayan MCA
3 2|Rekha BCA
4 3jAjit MCA
5 | alvijay MCA
6 S|Kamlesh [BCA
A ofPriya BCA
8 7|Bhavesh |BCA
9 8||Brijesh  [MCA
10| 9fsamir  [McCA
11 10JAjit MCA
g(d 4.55
{ Remowve Duplicates Warning @Ig

Microsoft Office Excel found data next to your selection. Because you have
not selected this data, it will not be removed.

What do you want to do?
() Expand the selection

(@ iContinue with the current selection!

[R_.emwe Duplicates. .. ] [ Cancel

AULg(q 4.56

Al Aug Y® B ¥ Bedl el RAse 53 B decll o ewordiell siellde 28§ g2 sA B 3
RAsAARA ctRg B. Al RASAAML AR 5l 8l Al 2L [AseUu UR BAS sl WU RAsUctaA
ARAU audl wslA ¢l

CCC-BAOU and CCC+ 48



URd AU Al B HIRA RAse 53 B Aecll o aoiell gucllde S g2 5l & W@ Continue
with the current selection (AscU UR (5As s31A . Ul Remove Duplicates UR Qs sl % ol
sl s Slal A B. B sl 4.57 UL 18 AslA Sl

To delete duplicate values, select one or more columns that contain duplicates.

My data has headers

| 4= Select Al | £= Unselect Al

Columns

Mame

us(d 4.57

WG U %l A5 5cll AR Sl RAs2 53 8ld Al Aol oltd AUURA Flall HA B. Al GURic
Ul RAse s sladHiedl 88 sl UtRAse (RAsAs g) 59 8la A 531 AslA A,
Ul OK oleat ([Ascu) UR BASs scll gl 45841 ealcal Yorolo] dilAH URRUH A B. wEl
AU B8 ASIA SlA ¥ sl 4.55 B 458U et WwSoll Avauml delsl UAA Aol UA B.
Ul AslA 459411 ealcal Yol ecl srellde 258 odl A g2 sal Aoll fvaw e2a B.

Name
MNayan
Rekha
Ajit
Vijay
Kamlesh
Priya
Bhavesh
Brijesh
Samir
Aulg(A 4.58

0 1 duplicate values found and removed; 9 unigue values remain.

Was this information helpful?

ALl 4.59
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Data =»Data Tools = Data Validation (32l a.C‘[].S%Lc'l)

AU e s HBAHL Assu usRell HaleRQ ysol Qa wedl woa wledl GR2AA
westadl aslal wadl dal Al WSl asta d He det Adldaetell Gualol sl wa B, €l.d.
QAL (BHct 15000 ol 35000 <A Sl AU, UL UUR WS GELSAWL WA AH)L.

ulglQ 4.60u0 eallcaul Yool o, ARA, AL wMBo2 aAdR Ul udA etnad sl B. s
AU AG KA B 5 15000 Ul ay A 350008 AL 82t Al (EHA UR AGeS UBA WA AU
SUEMCEIRSEIR MR

A B C D E F G H | | K L M
g Data Validation
2
3 NAME  AREA SELLING REGECT Settings | Input M | Error Atert |
4 ASHOK RAIPUR 35000 Validation criteria
5 | ASHOK SARANGPUR 25000 alow:
6| BAKUL VADAJ LY |_Whole number El Ignore blark
L BAKUL SARDARNAGAR 41000 Data:
8 | DIPAK GIRDHARMNAGAR 12500 | between El
9| DIPAK GORDHANWYADI 35000 Minimum:
ﬂ GAURANG NAVRANGPURA 36500 |_15000 E
11| GAURANG MARANPURA 36000 Maximam: )
12| JAY ELLISBRIDGE 25000 |35000 |
13 1AY MANINAGAR 15800
F NEEL KHADIA 15000 Apply these changes to all other cells with the same settings
15 INEEL JAMALPUR 36000
E RAJESH CHANDLODIA 12500 I ok ] ’ e
17 RAJESH MEMNAGAR 36500
18| VIREN ASHRAM ROAD 18000
£ VIREN UMIVERSITY 25500

Aus(d 4.60

Al HE YyUH AU Aol wHIBed RAAse 53N Sl ul UHIGe RASe U8 oL e dal
gl 32l adl3aet GUR (BAs 531N Al Aed wugld 4.614l ealcal Yo As ollsat wlcll o
8. ul 32l Aclldatet cllsuHl 2QL 201 Alal HA B. Settings, Input Message e\ Error Alert

Settings: 3l 26l UG Acl3aot BN Y B. Allow [@Ascuni ellstal WA A ysik y® 8. wgl
WU AL MGzl cld 53R lal. We@A Whole Number UAE 5 B. sELU %l 518 AAHI
B ysatoll 26l a8 dlal Al Aoll ULt scll U2 w8l Ignore Blank ([Ascu AUAA & @l Els
s salell .

Data (Ascuoll uieall Yool Aol oA WAl [Ascu cectal B, Sl wuud 15000l dy e
35000 $cll AWl Al (EHd ysaoll & Ned Between [Ascu RAse 53R SlA wedl Maximum
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U Minimum (EHd Y® 8. ool AU QiR st 51 cvtalloll B, 2 81 cvll clun ugdl
VULLL Input Message 201 UR w83l ¢l

Input Message | Error Alert

Show input message when cell is selected

When cell is selected, show this input message:
Title:
REGECT
Input message:
ERROR| P

o ] [cme

(A 4.61

Input Message: R W&l MUEdl 8atye of 53 A M2 RA% wual Al [Ascusl Guaddl ad B, ¥
Ad JwHl 32l AlA3eet AU 6 AHL A RAse scudll A Actell WA As oUsAHL WU ¥
gotye NAY cvall &3 A ucll s B.

Error Alert: Mo A gotye A% wucltell Yo Al Wl 8a1ye 52 & URd AMl ¢ &t A
Y3 A doll et SIAADL GllsUHL Glcdlaall MR AL [Ascusll GUADL seUHl A B, L HIRZ 2AQ
RASA (Styles) %lcll HO B. Stop, Warning, Information. AU % @18d RAse sl slat A 53l
ASIA lal. Aol Wof3u Aol Rl URL AUURA Slal HA B. WPl Title WA Error Message UL
Ul Ok ot YU scll ¥ 32l Aclldaet Yol a 8.

& 32l Acddl3alote] wBaye Hlg 8l Al Al HIZ AUl dal Ml o 32t Adl3astul As [Aseu
WAA B. Bof olld B Circle Invalid Data. L [AscU UR (A5 scll % sl 4.6311 ealcal Ysolo]

wBaye ALl ot B, FHi Wl Aot AMIBe2 cllowl 258 UR AlA 5ERe] S wcl o B.

AUURL AUAA W8l WAl UR A Al 560 USA g2 59 &l Al 32l 2atatl del Aclldalet Yui
Clear Circle Validation [Ascumi (5As scl A g2 A B.

CCC-BAOU and CCC+ 51



Data Validation

| Settings | InputMessage || Error Alert;
Show errar alert after invalid data is entered
When user enters invalid data, show this errar alert:
Style: Title:
|Ir1ﬁ::rmaﬁun El |REGEET
Error message:
ERROR B
Clear Al oK | Cancel
ug(d 4.62
A | B | C | b | E
1
2
I3 | NAME  AREA SELLING REGECT
-8 ASHOK  RAIPUR 35000
‘s | ASHOK  SARANGPUR 25000
6 BAKUL  VADAJ C__9500)
7 BAKUL  SARDARNAGAR
8 DIPAK  GIRDHARNAGAR m
9 DIPAK  GORDHANVADI
10 GAURANG NAVRANGPURAC 365000
1 GAURANG NARANPURA -
12| JAY ELLISBRIDGE
13| JAY MANINAGAR 15800
{14 NEEL KHADIA 15000
{15 NEEL JAMALPUR
16 RAJESH  CHANDLODIA (125000
17| RAJESH  MEMNAGAR (365000
18| VIREN  ASHRAMROAD 18000
19 VIREN  UNIVERSITY 25500
sl 4.63

CCC-BAOU and CCC+

52



Data =»Data Tools=>»Consolidate

el el adalle uR wAd HUEAl uRuuAlell wwRial As adlleni (uaal Hie: daslle) AsBAd
(Consolidate) s2cll L ([@Ascu GUAL( B. ¥ aslleni N AR HBA AsAd sA & A o
abosHl HReR abelle d3ly waudl Al UeA abefs Hi Q& 4} B. Consolidate ([Ascus{l Heedl R
As ablle UR HIRA AsAd $A 6l dal wacell ude 531 A8l B, wetdl wedl lleui at «l
RAMQ, 32t ol Usl?k ¥ ued A As abelleni AsAd 531 astal B. As GeleWL AR UHYA.

Pl - B C D A B C D

1 January Sales 1 Februar',rSeII

e dg  aud  weul 28 ol cx] ol weal 28U
3 | Maonitor 5000 g 25000 3 Maonitor 4000 3 12000
4  Printer 7000 6/ 42000 4 Printer 5000 5 25000
5 |Keyboard 500 7 3500 5 | Keyboard 750 ] 4500
6 Mouse 250 a 2000 &  Mouse 500 7 3500

EAN EARE

If 1 » M| Inroduction | Sale-Jan . Sale-Feb Hg 4+ M| Inroduction Sale-Jan | Sale-Feb

(A 4.64

ulslQ 4.6410 gallcaul Yool A Il AL MeHi AUl HBA etmd 53RN SlA, _URWUE %
lleni WAl AsAd saell dlat A 2lleui w8 32l e YUell Consolidate [Ascu UR (AS sRcl
As SlAALL lsU WA B, B sl 4.65H1 20Add B. Wl ¥ 32l AsAd s:cllell B Aol UR 53
§59lot cAlURg B A Ul alR sl o leriell 32t AAse 531 Al Reference Hi A U ADD
5l Ud B. wal Ul OK oleal YA sl ¥ ol 2llesll AsAd del Al 2lleul U wsl 4.56-
b lal HA B.

A B C
1 January Sales
2 Mla a7 22)|
3 | Monitor 5000 5 ZUEIEE
4 | Printer 7000 6 Sum
5 Keyboard 500 7 Reference:
6 Maouse 750 a 'Sale-Feb'lsas2isDss Erowse. ..
7 All references:
8 'Sal "I $AS2: 805
‘Sale-Jan'l SAS1:5DSE
9
10
1 Use labels in
12 Top row
13 Left column []:Create links to source data:
. o]
Ok
15
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s(d 4.65-b

A B C E
1 Hlc, <54
4 | Monitor 9000 8 37000
7 |Printer 12000 11 67000
10 Keyboard 1250 13 3000
13 Mouse 750 15 5500
A B C E
1 Mlel &Y
[ 2 Lecture-2 4000 3 12000
- |3 Lecture-2 5000 5 25000
=] | 4 monitor 9000 8 37000
[ . | 5 Lecture-2 5000 5 25000
- | 6 Lecture-2 7000 6 42000
(=] ZIF‘rinter 12000 11 67000
[ 8  Lecture-2 750 6 4500
- |9 Lecture-2 500 7 3500
=] | 10 Keyboard 1250 13 8000
[ - 11| Lecture-2 500 7 3500
- |12 Lecture-2 250 8 2000
=] | 13 Mouse 750 15 5500
Aus(A 4.65-b

ulslA 4.65-bHL allct, w2l ol WU oll €35 crg HIZ WA eoll URA Wcdld B. Lecture-2

$lECa] ollH .

Al yould ustAl

1. sl 4.50 Yo AsAA 2lle 32t A As slarHiedl ALl SlemHl 3.
2. 2AQL Sl 3Reul olle Bof Acllot 15000 Al By Sl dalt LS UR cllet USA s2A.
3. WMl A 818 WISall grellde 1S BRI Remove Duplicates [Ascuell g2 5.
4. As ledl QuidlRAAN AHRs wa olly elleri A ¥ (QaudllAAl vHRs uilawstt ulReux
K @8 Aa Al el AsBd (Consolidate) 53U

~

/
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Data »Data Tools=>What-If Analysis < Scenario Manager ({lollTA0 AaR)

What-If
analysis ~

Scenario Manager...

g(q 4.66

Scenario Manager: 3l ([AscU dual S1ctloll %€l €l (U (Scenario) lall MR ol YAul W B.
VL H2 AUUGL A5 GELERM GlRL AHYN.

sl 4.67H Al Yot HEA el s31A ¢lA. BUL e (Principal Amount) , cll%all €2 (Rate
of Interest), oy (No of Years) 3a %ol RsH (Interest Amount) galdd ®. Interest Amount Hi
yauu slRML AEL calxoll R ofley slRUl Usg(& calasell aLdRlell Sjct cvll B.

1

2 10000 10 2 2000

3 10000 10 2 2100
ug(d 4.67

Scenarios: Scenario name:

|Twer1ty Thousands

Delete Changing cells:
= \AZ:A3
Cirl+dick cells to select non-adjacent changing cells.

Merge. .. Comment:

Summary. ..

No Scenarios defined. Choose Add to add scenarios.

Changing cells:
Comment: Protection
Prevent changes

[ Hide

sl 4.68
& AR YEC 20000, 30000, 40000 ¥l 50000 &l AR Ul ol Asqle Ay g Ul dcl
AR oA Yt (QuRlA at flotiF dval W2 Wl RAse s 32t cuMl What-If-
Analysis Ml A5 53R lA. @l Vel ([AseU Scenario Manager UR (5As sl ausld 4.68H1 gallcul
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Yoyl As SIAALL s Alcl ot & BUL Add eot UR (5AS $Rcll Edit Scenario SIAAL 6lls WA
.

UL SIAAL WAL Scenario Name Uclle] Sl 8. AU WU ¥ ol aug g A il aslA
glA. AU YEA 20000 8lad AR <l 32 Al d g B Al Changing Celldl A2:A3 4l OK
ool UR (5As scll % ALl 4.6911 ealcaul Yol As SIAADL olls ALl oA B, BHL A2 ol A3
ol Slud 20000 WUl Add weat 5As sl Aol GRAAU o2 B. w1y A 30000, 40000 sl
50000 H(2 il GRIL asta B. B wisld 4.70 Hi e2ldd B.

Enter values for each of the changing cells.
$A52 | 20000

(A 4.69-a

Wl Bacll Ul Aot clolldd A Aotl ot wLcll oA B, dal g scl 82l dl Delete Weatell g2
yol 531 st & Auy Edit Weetell Heel AlaAZlRAHL 32812 531 aAstA B, ¥ oA Al sl
Aal RAs2 531 Show ¢ieet YA sl AleHi A AlottAel BUd B A Ad 12 Ul 2 B.

Scenarios:

Twenty Thousands
Thirty Thousands
Fourty Thousands
Fifty Thousands

Chanaging cells: |$|5.$2:$ﬁ.$3

Comment:

sl 4.70
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Summary ¢2ol (5AS scll BUS[A 4.71 Yool oll SIAAL s WA BHL Scenario Summary [Ascu
URie 83 Result CellHl 51l ol Actoll 3o UL OK oleot UR (5AS sl el el AU
slfall alol Actell (B g U A As otcll ellemi eala B. (Y0 wugld 4.72)

Report type

@] Scenario summary

(") Scenario PivotTable report

Result cells:

s 4.71

UH U (Qscusdl udl detHl 3% 53l wslA Yl otal 28§ el s3I wdlA GlAL Amer
og3RaulA Y UHY HUEAlA AHRABR 3N ULl 18 ASlA €l

r
Gz A B C D E F G H
1
2 Scenario Summary
3 Current Values: Twenty Thousands Thirty Thousands Fourty Thousands Fifty Thousands
5 Changing Cells:
T -6 SA%2 10000 20000 30000 40000 50000
- | 7 SAS3 10000 20000 30000 40000 50000
8 Result Cells:
] $D52 2000 4000 6000 B000 10000
* |10 $D53 2100 4200 6300 8400 10500

=
=

Motes: Current Values column represents values of changing cells at
time Scenario Summary Report was created. Changing cells for each
scenario are highlighted in gray.

|
W [

sl 4.72

Scenario Summary 2lleHi Al iRt Actoll sletoll (Bud, Al Yridell (Hd wa
shjcll clnl Actell Bud steml AUl B A AllAAL 9 wa ® A g2l B.

Data =» Data Tools =» What-If Analysis = Goal Seek (o0t dls)

Goal Seek: Sl8URl YsRell oulllds ulsale] Wssu URQUH Ancdl HR2 w [@scusdl Gullol
scllHl AA B, WGl cllsuHlL AR At (AscU WA 8l B, BHL Set Cell, To Value, By Changing Cells
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Rl HA 8. Set CellHl % CellMi % Formulasll GUlal saAl slat d o Act AJA AUl sl B. To
Value Targeti Targetoll (5Hcl attuclell 8l ®. A2 By Changing CellMi St WAL e%oll
Ell SEURL ACle] AJA BlUclle] St (3 UL 38R s3lal 22l uReUM Andeals] sl A Adt) B.
VL HIZ UUBL A5 GELGR WIS,

UL GELERQHL YO (BHct, cllwall €2 el Fectl ay Hz Y3l A3t B wal dgf culey e HA © A
R ealdd B, el Yyed (ARUA AHGe2) 3. 250000 B. calxall €2 10 25l B dal 3
HIZ 2 H H3C B, o] Rl ual M2 UEL U] Y2 (1= P + R + N/100)o{l Heedl caue glell
AS|A lA. Al s 75000 3. Hlcll HA B.

F 5 H I ] K
PRIMCIPLE AMOURNT 230000
RATE OF INTEREST 10 | Goal Seek @I&J
MO OF YEAR 2 3
75 DDDI Set cell: =8 s
. P
To value: 50000
By changing cell: | G|
[ K, l [ Cancel ]

b

ug(d 4.73

URd &A AU 3. 75,0000(l %924A 3.50,000 L% HA A U HR g 59 Ud? s Al Yo (Eucul
Yalsl scll, culeweRML UaLSl sRcl ¥ QL sctl W9l crl R AL M HSIA. A otssl sral MR Ul
Goal Seek (Ascuo{l %32 U B. Goal Seek (AsCUHl BAS 51l Ws st wlcl s B,

AU A @Ascu A R UBAl ¥ U EHHL 3251R U HsA A wuA (A2A ¥
slfallalol A GUR) sURA AWML UA B RURGULIE % L [Ascu BUR (As sclMl A 8. Al
@scu GUR (5As 5cl % As ollsU WA B BHL Set CellHl WU (SHA (A AJU) AMIBa
ulcll 2 B. To ValueHl 4O Rl Yool UG 9 Rz Anad & A (B dwaudl wa 8.
R ¥ Al AU 5000 AR ¢lA. A By Changing CellHi 2eL AcHidl 518 ugl As Act RAAs2
sAHL WA B (Aed ¥ Yo (BUd, carer, ard — Agiell Ul @ 38R 524 dla A Acal RAse
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sCUML WA B) U A Ade] AJYU Al Al dUdl o2 8. wal 0K vleel YU sl & %33l
uReuH Mol e B, WM A wal AE sl Bl scllall Sl =R Al [Ascusd Gulal
dlR usdl lal HA B.

3.2 WGBS el (Outlines )

[ o T o 3 s Show Detail
g eisshanie

Group Ungroup Subtotal

-

Hide Detall

RSN

(A 4.74

AR abllenl HEdlg Ml auR da @R A ay A3 Ad Bl W UEASd dHal
HIG AR oelul (ul) dNsatell Aol Aol RURGUE YU Yol MRl oldlaal Aaal guidal Hizsl
YAul WA B, wAR %32 ol slad R dN HRAlA gaumiell £2 531 A8 6l (Ungroup) AHY Subtotal
@scu dual Hldlott Ul QAN 1R URiA steclloll YAul U &

Data =»Outlines = Group

Group: A&l (AU 4.75H1 allcall Yosor Y€l A€l calsel %EL EL GAULE Soll Hlcto] AU 52 B. Al
g8 cllsdoll HBAl @ A A A Nsarl sl dlat A AMA YUH Data = Sort (Ascus(l
Heedll ol Yool WL sl A RUYl atlly B RAdse 53l WBzclsad gAHl GROUP
@scu uR (As s2clell .

il c2(5clo] ot et Al dAl ol ysik  Gales
2 % clot, % 1,390.00 DE-3 ucd
3 BEDY T 1,243.00 FD-2 wel
a u @2 £ 9,339.00 DC-1 uel
5 % clot, % 7,433.00 DF-7 ucd
6 oigln % 3,255.00 FD-2 [Qzi=llau
- (Aot % 1,930.00 A-34 REEIE
g GET % 1,064.00 EE-2 Bswdl
g oigln T 4,865.00 EEE-45 Bswdl
10 ylz % 9,698.00 F-3334 Bswdl
11 ]z % 1,675.00 EEE-312 el
12 wl @2 % 1,480.00 DC-1 =l
13 ylz £ 1,891.00 EEE-312 EEel
14 % clot, % 9,213.00 FG-5 el
15 EEDY T 1,486.00 A-34 Azl
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us(d 4.75

UL sl 4.76M0 ealcal Yool }UAL A ¥ SIAH 5L Yol YU lotlald B aisSl sclloj B.

|2 [

Group
Group
© Rows:
() Columns
[ Ok ] [ Cancel
wsl 4.76

B A GUR (5As 53U SlA ¥ dcdl % AUURA AGaYye HA B. B UG wis(A 4.7711 18 AslA
gl %l Sl YHIA U 53] Slal Al Sl Acsl ¥ guusl astaL

B c@lf5cle] olld §E AARL ARl ol USIR  GUlES
2 WaR % 9,339.00 DC-1 ud
3 AR < 1,480.00 DC-1 =ttel
a % et < 1,390.00 DF-3 ulcd
5 % Lot T 7,433.00 DF-7 uicl
6 % ot < 9,213.00 FG-5 =ttel
2 olglu < 3,255.00 FD-2 (det{lau
9 oiglu X 4,865.00 EEE-45 Ysud|
9 CEU X 1,243.00 FD-2 el
10 (Aletat % 1,930.00 A-34 REGIE
11 GED X 1,064.00 EE-2 ysaidl
12 GEU < 1,486.00 A-34 Eiel
13 wlz X 9,698.00 F3334 Ysudl
14 ylz Z 1,675.00 EEE-312 A
15 wullz < 1,891.00 EEE-312 =ttel
-] |16

CCC-BAOU and CCC+
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Wl Aus(Q ol 4.77ul stoll oty As et ERIBA Wl A B, Boll GUell A% + (LHAU) dal
olAell dRg — (HIBatA)oll sl Al oA B, Ul HBAU UR BAS scdl HEAl 8l8s (Rlce %)
U8 AN Aol WA UR A5 sl % Acle AAA HUBA AU 2ot U Wl el HA B el
[AscQ wBecset Al sHRlelley Hide Details WA Show Details 53la [Ascu w8,

UG YU olottedl Ul stoll oiey glotl AU 1 2 [Ascu ol HA B, Al A Wlelde YUl 52
5 U As sl AUR YU collel A dl dal UG As UGl As ololR UR (5AS sl B A YU
R ol 8.

Data =»Outlines = Ungroup

AMLeA A WU B Sl Ul HRA BUR YU 53 & Al 6 AMHA () 59 Slal Al Ax MR
UG2AB ML AUAA AolofU [Ascu UR BAS scl ¥ wuglal A Vet [@Ascu Yy 8. ¥ sl
478U A8 ASIA SlA. Agl % AY o Clear Outline 531 83 Al W unl cllol %32 Bl otell.

@r r -
4
ad e

Ungroup|5ubtnta|

A | Ungroup...
LClear Qutline
g(d 4.78
A B C D

il c2l5clo] ol 5 ULl dUBL ofl UslR  GAllES
3 %ol % 1,390.00 DE-3 el
3 GED z 1,243.00 FD-2 el
a walR £ 9,339.00 DC-1 i
5 clol T 7,433.00 DF-7 uel
5 olglH % 3,255.00 FD-2 REEIE
- [Qetay < 1,930.00 A-34 [@zisllay
3 [Qetay £ 1,064.00 EE-2 ERE
9 Gigly £ 4,865.00 EEE-45 Bsedl
10 yl2 % 9,698.00 F-3334 Bsudl
1 ylz % 1,675.00 EEE-312 Eetel
12 w82 T 1,480.00 DC-1 el
13 Y2 % 1,891.00 EEE-312 EEtel
14 g clol < 9,213.00 FG-5 el
15 GEE % 1,486.00 A-34 A

Aus(d 4.79

CCC-BAOU and CCC+ 61



U UG YUM AetYUHL wollo] Ul UGl YA F A ol YU &g 5 sletd Yool YU &d.
AU % A A [Ascu RAse 5 Ud B el B A ¥ sledd UR (A5 53N SlA ¥ drcd & 3l
wUglA 4.79 Yoy Al U8 xa B.

IR A ollold ollual Bl & ¥ %l Ul drled 53 6 Al A HBA g s aAsdl otell. ulotl W2
ya dodledldl cllsy wldal HI2 dudled sHlos UR 5As sl ud B @l Ryd wa uR (as
sclloll flal B; uel ot wal Aotelecllol gR 3l asta B.

Data =»Outlines =» Subtotal

Subtotal ([Ascusll GUAL AL HIEAlA %€l %€l A wBecliSot scllell YAul WA B. Subtotal
(Ascu sum, Count, Average Bl $52lol oll URIA slacll GUAL 5 B WA HBAR auul Y3 B.

Udled [@Qscuddl Gualol R o Al B ¥ yaH HIRAA Aé syl slat, ol U Hddlal 20 Elat
(AASIoL ¥ (3AsI0L) ot 531 Qo Al HEAlA RAAse s3lal 32t el w8 Al WElol sl wiaus
8. MRl A8lot e ata ugdl uHa MR RAse sA. % wsld 4.79ul e20dd ®. Wl RAse
UL oAl UlE AHAed [Ascu U (5AS $cll % olcl SlAAL GllsU AUt AlA B. % us(d 4.80H1
galad ®.

At each change in:
cREia] sl
Lze function:

Surm

Add subtotal to:
[[] coulEeia] st

[]ezum A ysiz
{ [Baues

Replace current subtotals
[ |:Page break between groups:
Surnmary below data

Remove All 0K

sl 4.80
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At each change in Hi %oll UR 2ol 53] &lal A SlAAH ol ol Add Subtotal to Hi UnAed sAl
Sl GUR 529 B a lluclle] dla 8. wel AU (sl AU} Aokl $¢ & el At each
change in ma c(5clo] olld el Add subtotal to Ml & AURL UAE $EA BD. %l WIUG subtotal A
aa Al Replace current subtotal Rs s2cl °((°1Lfrﬂ ®RUM otcll subtotal WLl WA V. Wa Summary
below data $cll Grand total BcA €20A B. OK oleel UR (5As 5cll AslA 4.81H1 galcal Yudo
wBeye AU A AslA ¢lA,

- Mame Box A B C o

1 o alld geLAUE AL «ll Ysiz  GAUlES
[T 3 R % 9,339.00 DC-1 uld
3 w2 < 1,480.00 DC-1 A
=] | 4 w82 Total |=10,819.00
[ s el % 1,390.00 DF-3 Ul
& el % 7.433.00 DF-7 Ul
2 e, % 9,213.00 FG-5 B
=] | & %ol Total | % 18,036.00
[ g eigly % 325500 FD-2 (clat=]l2u
10 oifly % 4,865.00 EEE-45 ERE
(=] | 12| oifl4 Total | 812000
[ 13 EED T 1,243.00 FO-2 Ul
13 EED T 1,930.00 A-34 FEGIE
14 EED = 1,064.00 EE-2 Bsud|
15 EEE = 1,486.00 A-34 B
=] |15 [d-i& Total | 5,723.00
[ 17 eTHI|E 3 9,598.00 F-3334 Hswd|
18 ul2 % 1,675.00 EEE-312 A
19 TR\ T 1,891.00 EEE-312 A3
=] 20 #Ml2 Total =13264.00
=] 51| Grand Total < 55,962.00
(A 4.81

WGl WU wslA 4.81HL stoll ol 26l YU B8 ASlA Sl 1,2,3. AML 1 ololR UR (AS 5l %
AURLA As(A 4.82H1 lall HA B, BUL WU alsed el AUis 22 o eldaHi wWa B.

1]z]3
il ci50ie] cH 5 AU e ol uslz  Geules
31 Grand Total = 55,962.00
Aus(d 4.82
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WUR 2 olrdR GUR (5A5 scll % wlslA 4.83 UL ¥18 AslA B A A cAlscloll olld dal AME WAL
WA Ussee] s AURL 53 B Aol Bud ealaaml 2wl B wA AYis A2 UGl vidul ealaan
U B. AR 3 ook GUR (A scll o wg(A 4.81H Ewlal ® Ag % wGeye wulal g3l sla
Had 8l B.

[~

y B
(] (] (] ] [+] E
Ly}

oo

cf5cio] ol e dWE  dAE ol Uslk  Goules
Vg2 Total | X 10,819.00

S

% clol Total | < 18,036.00

11| olfld Total |= 812000
15 [AeA2 Total | s5,723.00
sp dlz Total = 13,264.00

71 | Grand Total = 55,962.00
us(d 4.83

—.
|0

AUUR Acdled 8%s2al g2 scll Sla Al yuH Ul yodled BUR g Ul B. &l (As scl %
gl 4.80M0 eallcal Yoo ollsu Al xa B. Ul B olA stoll ollyy Remove All [Ascu AUAA
8. Boll UR 5A5 5cll o Alectoll 8%s52 £2 AN Wl WURI HIBA olHcd a3 B B.

Adtdl ol ustAl

)

1. (Qeuellof ot wal Aol 2R (A2 ol HIs] BRI et MisA Aol 251 AL Al YEL YEL 251
Bud Andal % A [@Ava di dlaal usdl Hisd ollat-lsell Heeell a0kl

2. [Quellott Misotl el el RotlRA wottcl Aoll uHl2lle wottdl.

3. (A 4.60 Yosoloil 32t BRI ot Y AAdLe] Uol-2lect WA,

3.3 Qe 2ud (Pivot Table)

a— | -

1% ,

j_i a3 PivotTable| Table

PivotTable Table gl PivotTable

i i3 PivotChart
A5 4.84
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Uldle 2oiet WEl Avauii AUAA delo] AR steall, (A2l sl wal Yddl MRy 35Ul ual
GuA( st B, Uldle ol Heeell N 3aloll detoll, el A acQl Udctadl A sl L.
Yldle 2otd el lcle AE dHal udlRlell 32l HIZ AlssU ulal QaHl HEE3W AlRA B AHY dRA
ol w3l Ysll oll waloll udciadl wudl asl ol

el AUUG As GELEQUHL WEL WEL BAUlET] (AUSCUY AR $00a]) WEL EL EAML AAWQL AR
galdcdt ®. wl {2 yuH ML HEA (etmd st 321) ol RAse sl WlE Insert 2HMl w8l Qe
2uA UR (5As sl % wug(d 4.85M0 galcaul Yol As ollsy wlcl o2 B, FHl Qe 2ud AU
wly leHi HsA B ¥ ol elledi HeA ® A [Ascu €2l B. w8l oK AUl ¥ as(d 4.86H
gallcal Yool sy wlcll s .

X = [= Lecture-2 - Microsoft Excel
File | Home Insert Page Layout Formulas Data Review View Load Test Team
a) | ]
Tables NMustrations Charts Sparklines Filter
Al - £ | slolls
A B C D E F G H 1 K L
1 Bl &%l A\
201 |auewR s [T 4,270.00 | 06-01-2012 TRIEE
3, 2 [delw wWs  [x  8239.00|07-01-2012 gAu
41 3 [Ba s [=  s1700|os012012] AuBsl Create PivotTable ?
50 a4 [wm s |z 8384.00]10-01-2012 Bolsl ¢
6 | 5 5&2[[ FITE = 2.626.00 | 10-01-2012 E il F Choose the data that you want to analyze
71 & |dda 50 T 3,610.00 | 11-01-2012 HIEET (®) Select a table or range
g1 7 |slellx ETE: % 006200 11012012] =lgdlan |} YTl . ¢ Toble' | SAS1:SF526 E5
91 8 [hm s |3 690600 |16-012012] fldes ¢ () Use an external data source
w! 9 |dU5IYel 501 % 2,417.00 | 16-01-2012 §lo2l J
11 10 |us%el 500 % 7,431.00 | 16-01-2012 Falsl J
121 11 |BoW 50 T §,250.00 | 16-01-2012 wlall  } Connection name:
13 12 slofl ELTE:] x 7,012.00 | 18-01-2012 Wl : Choose where you want the PivoiTable report to be placed
14! 13 [uw? s |z 1903.00]2001-2002 wlall ! (®) Mew Workshest
15 14 |Hlollw Ms [T 2,824.00]22-01-2012 Balslt J () Existing Worksheet
164 15 |52%el 501 % 65946.00 | 24-01-2012 §lo2l i Location: =
170 16 [Ao s [z 232000]27-01-2012 yAu
18! 17 [ho 30 [ 2116002801201z ARBsl Cancel
19} 18 |Ba 50 % 1,135.00 | 30-01-2012 EE !
201 19 [sleflw s [z 359500][30-01-2012 gAlu
210 20 [#sw«| sm [ 116100|o2-022012] uBsl ¢
22! 21 |dd3 sl % 2,256.00 | 04-02-2012 Slotd !
3] 22 b s [x 100400 (11022012 RlEs )
241 23 |BOW 50 T 3,642.00 | 14-02-2012 Hal5l i
251 24 [Bou s [z assooo|17-022012]  wWABsl ¢
26y 25 |sell | s =< ssssonlizorzonal | AW
usl 4.85

Bl MRl olly WU wWs[A 4.87 Y¥olo] Field List vtk ® BHL Report Filter, Column Labels,
Row Labels, Values %lcll HA 8. Al U yauH (s [@Qeuill (3esetl oiH RQAse s2cllell 8.
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HR (365 GUR w8 (5As scll % wlotul stoll ciley As gl 4.86 Yol Blank Pivot Table 8l &
Aul 288 WA @Ryl det W) WA 2l o B,

Qele oAl %331 WReuH Anddl M2 Report Filter, Column Labels, Row Labels, valuess{l %32
usdl ala B.

Row Lables: Jual 2uAHil Ude 53 SldMoll Botod SlHd Qe 2udo(l A Hi e2id B.

Column Labels: Ju2l 2ecHigl Wl 5 Slemoll Uotod Slud Mdle 2uicsll slenul v eala 8.
Values: 4u2l 2AMil Ude s (36soll AR, URRAL, HedAM, AYdH IR A AWA Ul SldH
QAolAMl Ude st (Bes yud eolld ®.

| PivotTable Field List v X
| |
| PivotTablel Choose fields to add to report: 'ﬁ v
EREEE
To build a report, choose ¥ Geauest
fields from the PivotTable [Justz
Field List [W] (B swmanl
il
g3l
E := Drag fields between areas below:
= O — “ Report Filter 74 Column Labels
7 — -
 — g3l M
| " —
14 RowLabels = Values
Geulg o hd Sum of [EHc ., ™
ug(d 4.86

[] pefer Layout Update Update

|[FEO M@ 100
ulg(Q4.87

ulsld 4.87H1 Qe 2oid (3es AdleHi Row Label d3l3 GeWlest B, SlAH AU 313 2 ® AU
Acy (3es 3 Bud ® el wugl 4.88u1 Mdle 201l

o A Ui Yy 2olcuidl Gaulesll slld A

o SlAMHL Yy oMl aoll ollH A
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o €35 AcHl doll A Hi WAA GeUlEol Ul SIAHML AUAA A HIZ §A AURL BHAl URalol

ULl

e Grand Total A Hl €35 £2AH UAA Ul GeUlE] A AUGL ALA
e Grand Total SIAAMHL €35 GcUlEs] Gl EAML UAA §EAH AU WA

Qdle 2UA dHal dA A ua SleadHl Al 3aa (3eer salell Ylaur uel A B, Bl Qa3

32t sl astat

| A | B c | b |eE F ol e | H ! | PivotTable Field List v x
1
2 Choose fields to add to report:
3 [sum of [5Hd 8%12HL lcolumn Labels |~ | [Jeages
4 Row Labels - A ARsL Al llau Fast wHell 2oflAss sletl AU Grand Total [V gaten
5 o 7315 12026 8250 7910 3455 38956 st
6 |slelly 7012 9062 2824 11834 30732 [0 swzni
7 U 4270 1903 6173 (el
s soill 2626 3559 6185 Wi
EREGEN 3610 2256 5866
10 | U5l 1161 7431 9363 17955 3
11 Grand Total 23368 9062 22281 12779 7910 11610 18848 105867 g ES SR e T2
12 ¥ Report Filter 8 Column Labels
13 cal h
14
15
16 {2 Row Labels % Values
17 Geugad = Sum of BHd .., ¥
18
19 N
20 ¥ | [] pefer Layout Update Update
W 4+ W[ “SaleFeb “Sorting .~ Custom Sorting .~ Outlining . Fiter . Tables . Charfi]| 4 [ [ | ]
Reany | 3 | [EO@ =00 ®
g 4.88
Source Mame: [BHd swaul
Maove Up Custom Mame: |5um of (Bud sataul
Move Down : - :
i Summarize Values By : | Show Values As

Move to Beginning .
o summarize value field by
Il Move to End Choose the type of calculation that you want to use to summarize
T Move to Report Filter data from the selected field

"4

f5] Move to Row Labels
F Moveto Column Labels
=

Move to Values

'X Remaove Field

@5 Value Field Settings...

Mumber Format

S af G ¥ 11

CCC-BAOU and CCC+
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Qe el sHQll oy (3es [@e [@Qscu AUAA B BUL Ay UR (A5 sl % wisld 4.89ui
gallcall Yool As WU-4U Nof WUl A B BHL Move oll Yel el [Ascuell wud (Fesal WA
ASIA A, Remove Field ol Heedl g2 31 ASIA A el Value Field Settings (Ascus{l ueeel
$s52lol Wecll AslA ¢lA.

A3l youl@ ustAl

1. Agld 4.85 Yool 32l Ao 53 A Yololl WS WA 0o olul EAHo] A AAWRL €20 A

Qe 2ue oletldl.

3.4 ulé, AULSCULS ol Al Oll[gs&%l (Chart, Sparklines and Graphics)

il xSl [ )

Column Line Pie Bar Area Scatter Other
- - v - v - Charts v
)

Aus(d 4.90

ALA AU AULs A3 Ul ol Al Sl AsAAHL WssAU UsRall 3et(HUR A auslscll
galaadl dla wacl Al HEAl ucdtell 3l WA Ag s9 8la Al Aleall GUAdL sCUHL WA B,
AUl A3 vuglQui eallcaul Yool As WEA 8. Bul [Qanelloll aitd B dal WAL AL [Avatl
HISU Ul ARl Aol AR Ul eallcl ®.

A A B B D E F G H |

1

2 STUDENT NAME| COMP | HISTORY | ENGLISH |SANSKRIT| TOTAL |AVERAGE
3 ASHOK 66 88 77 54 285 71.25
4 BAKUL 34 65 23 65 207 5175
3 DIPAK 26 76 43 34 179 44.75
6 GAURANG a3 a5 56 24 173| 4325
7 JAY 69 77 60 77 289 72.25
a8 MEEL 78 23 32 23 136 46.50
9 RAJESH 39 36 4 35 224 56.00
10 VIREN 18 77 87 12 154 48.50

s 4.91
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U olotldall M2 YUH Insert 2ol GUADL A B. L 2l BUR (5AS 5l & W A Eula B,
WL VEAI AUAIL YS(Rell AU lall HA B. BHL SIEHH, WS, cltet, oll?, AR, WeR Bl cdLeldl 11
Y§lRoll AUAIN WAL AR Al HA BD. FHL AUURA HAI AUAIL A WA eallaaell ds A B.

UG Ul Qenello] ot dal Wedl Al AR [Avaul Andd sy ﬂ
oll Ol Glollelcdl B. L W2 yaur Ul (Qauello] sttt dat AR (@A -
RAse sal ud B. (Rlge ual AA slell 32l RAse U8 A3 & el H[ﬁ ME ME
HGHl uaL 32 RAse us 23 B.)

32l RAse a8 dAL Glle AU 2L YsiRell A (ALs) vlettacl B Aoll Cyncer -
udeoll s2clell B, yan wud sldd s AAse sAA €A, Bl Hd]ﬂ; \L@H \M Hﬂ
SlAH AULs GUR (As s3A SlAl ¥ dRd o Aul el @Ascu yd B ¥ Cone -
AUl ol ysiRell sl alls AeA 8. ¥ olAoll gld 4.92u AY \u« UA@» ‘M \M
AslA B, —
Gl AU yuH ¥ [Ascu RAse sdl ¥ (A5 sl ¥) wusld % ‘M ‘M
. ally | ancnart ypes...
4.93ui glcal Yoololl AU (UL) sloflal il 2 8. 5@ 4.92

- 100
- 80
- BO
4 70
4 &0
50
40
30
20
10

B Seriesl

W Series?

M Series3

W Seriesd

usld 4.93
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WGl B AUE UA B ¥ et % Wlot BUR A gt wlcll 12 B B vislAd 4.94H1 A ASlA SlA.

Design I

Bt [l [ ol bl [l

s(d 4.94

Al A 3

UG wuRl Baget AUl 8. oll Heedll U daur augHl wuRll ueoll Yool Bosteset
%512 531 slA Gl

UL US AU wHRlowey Bl Yo U et R B, Boll Heedl UG A oflost eui wAsA
ala Al ARl WAL AslA Sl wgl Yo W UR BAS scdl o A5 olls el 2 B, Rl
gold ® ¥ L U ol 56 lledl WASA B A 2lle RASE sl & AL oA woUA Wl 2 B. 2
ulslA 4.95 Ui R AslA S,

Move Chart " — |2 e

Choose where you want the chart to be placed:

\Lﬂ_ﬂi () New sheet: |Chart1 |

l:uﬂig @ Objectin: Sheet?
=S Sheetl -
Sheet2
Sheet3
q il
g(d 4.95
oW, @ 8| ==
§ Al Tl -
Change Save As Switch Select -E -[I_H—D_I- -
Chart Type Template || Row/Column Data L)

sl 4.96
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US gAML YUH A UG B Change Chart Type. Boll Heel AU SIAM JUlgal WS, ABL ¥
o 58 YSRUL dreld sl sl Al ARl 531 2slA Sl wudl $5ct B Als RAs2 5319 3
ARl % A s olcllHl 3ULARA U . gl UG clR oUs RAse sAl ¥ Rt % AUURA U go]
old Rc3U Al HA B. B UUQ (A 4.9741 A8 ASIA Sl

VIREMN
1 RAJESH
| MEEL
- .
IAY Seriesd
M Series3
GAURANG
H Series2
DIPAK lSEriesl[
BAKUL
ASHOK
T T
] 20 40 &0 a0 100
Lg(A4.97

U eAHl ofly 2 AU B Save As Template. ddloll Heell AU AUs (A)A Act 31 ASIA
lal. UGl B ol wWUlg A ottHell ols Ack UN A A $BC] AsASoAot .ortx WA B, B Alsld
4981 A8 AslA Sl

[ Save Chart Template =

| = Roaming » Microsoft » Templates » Charts ~ | +4 M Search Charts pel

- o —— e — = —_——

Organize New folder f== - (7]

& Google Drive o MName Date modified Type

7l Libraries Mo items match your search.
| @ Documents

Jl Music

(5] Pictures

B8 videos

1% Computer
&, Local Disk (C:)
o VIMAL (D3)
o COLLEGE (E)

- 4 I 3

File name: -

Save as type: ’Chart Template Files(*.crix) v]

(~ Hide Folders Tools = I Save ][ Cancel ]

sl 4.98
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AS Ml Ay gt ® U Row/Column. AHIA A AUUQ Ul GELEWML A Yol (AeA ¥
(Qeauellott oltHal AUR) AULs olollAA B. U %l WU A Aal SIAM Y6l AL Kol Slal Al
UL A UR (5As sl % olcl AUg tlollal Ll e B. B wslA 4.99ul A8 ASIA Sl

Select Data Source M
- *
Chart data range: | =Sheet2!$CE3:4G510
(e [ ESMW Row/Column ] )
\| l l |f
Legend Entries (Series) Haorizontal (Cateqaory) Axis Labels
| Add |[ = Edit ][ X Remove ] r @ [ & Edit ]
Series1 ASHOK |
Series2 BAKLIL ‘_.:
Series3 DIPAK R
Seriesd GALRAMNG
JAY -
Hidden and Empty Cells oK ] [ Cancel
(A 4.99

UL AU ws(A 4.96 AUl 4.99 BBA Al dRcl % WHR US| %l B. AU gco] WY A B Select
Data Source. lo{l HEEU wUB A Rl 2ASIA A ¥ g {2 U 3ecll 2 RAse 53 scll
(Rl AA SIEAH). BUHL AMUD ¥R 5l dlal Al 531 2aslRA 1A,

Edit Series L ||
Series name:
HISTORY Select Range
Series values: |
=Sheet2! $E$3:4E$10 = 88, 65, 76, 45...
Lok | [ concel |
Aug(A 4.100

¥ ullgld 4.100H €2lcd] . Wl MU Legend Entries (Series) [Ascu wUe 8. w0UG s
4974l A3 & A xRl ooy R 1, R 2, A% 3 Au e2lAdd B. Aoll woUA ¥ A (Al
ol vl 8la Al A8l wglaHi ealcaul Yol Edit UR BAS s3lal ot wlecll AslA Sl sl

410110 ealcal AU RRPoll ottt wecll aslA Sl wusl 410140 ealcaal Yo RRNAG
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EES Home Insert Deswgn \ Transitions ‘ Animations Slide Show Review View Format & |
‘ BT ;,LSouna: [NoSound]  ~ Advance Slide
A @ E B(E E B B @ @ )30 e
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4.7 dlbAlA

Q1. Y [Ascu ude s
1. WRW8e2 2010A olActtHiell sal A s2Ae(l As Yo wUeeH B?

A) Microsoft Office 2010 B) Microsoft Visual Studio 2010
C) Oracle 10g D) Microsoft Word 2010
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3. WaRUWBRMl ¢alddl Yool SlsyHeeall e s SI8A dF AA B, Bof AsUo2Usl
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(Boseset 2emi gl 5.29M1 olclleal Yololl [Ascu Al A B.

1) 2ud RSA WUl (yd vl 3oL, cll§R U 8%52) (Table Style)
2) 2uld RSA HI2 yEl el [AsEU (Table Style Options)

3) eseell 5AR, @A, 8 teAdl (WordArt Styles)

4) oll8 RISA (Draw Borders)
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1) InsertPSmartArt U2 (5As sl wgld 53110 galcal Y@l slaclol cllsd AUt a2 B
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Q Office.com blocks of information. Maximizes both
' harizontal and vertical display space for
— shapes,
. . n - m -
sac HEE = .

gl 5.31 e sLAAdL ollsy
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euleHl oA g20Acl sl Gudod au B.

SLAUULH Gyl

(@Qze (List) ol s, R U ealcal axes st ua ylsauell sH ealaal

YA (Process) 5185 vl Aaall YBauHl uH2a WA <l Al 35 el & A cllet sall HIR2.

s US (Cycle) A3l AU vl cdRell Usla Yould g2l B. AUl A i, AUl AdAd
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dtdls:a A8, (Qewol, U o Al dA AtI50 Al adlol W2 AMes Aal Aol
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1) WUl 58 AU ollast Ausll AL, WON, GUR Al olA AU GARA Wl £ 5l
AMe¥ Aoj Wt WEE] (Create Graphics)

2) WUl gullel GEAA (Layouts)

3) WLEUlEall SR UEAA (Change Colors)

4) e g2 s WUl doj 252 A AUHL 3ULAREL 8] (Reset)
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AUl 5.36 Weall YSIR

art in Microsoft meerPoiericmsoﬁ Excel

Insert  Page layout Formulas Data Review View LloadTest Team & (@ = & £3

E % Calibri -1 - General  ~ S=lnset~ X - 47~
Ba- B J U- A4 - R 5% Delete ~ | [3]~ 24~
Change SaveAs | Switch  Sclect Edit Refresh Paste . o Styles |
Chart Type Template  Row/Column Data Data - F | H- - A 58 5% - [EHiFormat- | (2~
Type Data Clipboard 1 Font |  Alignment | Number Cells. Editing
a6 - £ M
A [ 8B | ¢ | b E F | 6 | W [ 1 =

Series1  Series2  Series3
Category 1 a3 2.4
Category 2 2.5 4.4
Category 3 3.5 18

Cate%o% 4 4.5 2.8

To resize chart data range, drag lower right corner of range.

Click to add title

G oW

Click to add notes

usd 5.37 a8 GR2dl aua

art in Microsoft PowerPoiMicmsoﬁ Excel
Inset  Page layout Formulas Data Review View loadTest Team o @ o

RlH9- oI+ Presentation! - Microsoft PowerPoint - o IEd
m Home | Insert | Design | Transitih | Animati | Siide Sk | Review | View | Acrobat || Design Lavcl:tl Format| o @

% calibri - =5 cenem - Sealnsert X - AT~
Ba- B I U~ | AW - BB ¥ Delete - [g]- 3~
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Type Data Clipboard = Font 5| Alignment G| Humber Cells Editing
Al3 - £ v
4 A T e [ ¢ [ o E | F 6 | u [ [

] w1

Marks of Marks of Marks of
4thstd 5thStd  6thStd3

Maths 63.9 24.3 459
Science 45.3 56.6 45.3
History 33.6 119 65.3
Gujarati 4.3 47.5 48.3

Click to add title

W Avg. Marks of 4thstd To resize chart data range, drag lower right corner of range.

m Avg. Marks of 5thStd
= Ave. Marks of 6th 5td3

Science History Gujarati

Click to add notes

Rmmlleaaln e alrzsefs]yo|v]e]u] ]

» ¥| Sheetl /72 M4l il 1 [l

ALl 5.38 32 etmat saul ole

CCC-BAOU and CCC+ 115



Click to add title

¢ Click to add text
A& GRRa

sAs s3
Bl P

3 (=%

Ulg(A 5.39 A WSl wE GRRA

Us(A5.40H1 A1l el el ol (A MRl A B.

J
s cuox Hs U 8 aed
2o e
65.3
63.9 T~ ‘/ ARl
60
32l Auet
50
adlsc E 40
aﬁ%ﬂﬁ/ S m Avg. Marks
A~ [30 of 4th Std
alged & m Avg. Marks
0 of 5th Std
m Avg. Marks
of 6th Std3
10 T
0
Maths Science History Guijarati | Q%S
+ Ry
- i
@Hrlﬂ w»hia ARAezct AU alfect

sl 5.40 el [Qart et (AA uxy

AscllR A ololl oAl Gle 32l 3SR sall A RAAS2 scdl Uk We2 Chart Tools 201 YU
g2ld ® BU( Design, Layout el Format 26l Eulla ©.

CCC-BAOU and CCC+ 116
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1i
o = “- bt [k bd bl bd bl b b
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1) Acell YsR WEAA (Type)
2) Aol 32Ul ¥R81R sal (Data)
3) AUkell A-UIB2 UEA (Charts Layouts)
4) el S olecdcll (Chart Style)
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3) Uq] alfed, Ulall Uelo] (Axes) 2lfect,AleHl cAURAAL 3atoll Bud ealacl axey e W
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3) Acell 2522 ol Sz sl BH ¥ 22 5CR, e oll§R, esve E52U (WordArt Style)
4) Ul RAs2 sl ewdtsll dNsall (Arrange)
5) Aol WSBHUL 3812 (Size)

sl UL AHLeA A LU Ul A Al statstdl 2eUE-5.1 Hi AUAA B.
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AR (Area) (ALY 32oRHL BHA qa A ¥l A auue WA B Ao wdcsel w
BHAHl 32812 Alal.
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(Surface) GuAL( B.

20lA 5.1 Aléall UslR

5.4 AAUSSHL slaURAds GR
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Action Buttons
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AUlg(A 5.46 Asalel cledt
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(Z)MNone
[+]
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| |
[CIelay sound:
| Mo Sound] |
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DY |<| /|| flale|v| ool T+
Oi"ljxx@t—;ts:..‘—.J
NIJ|R|p R DD n|ulDoT|c|cle|¢
Zlvieleo™Ofl - [=[Alv]el =]V
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5.7 eSS AlANt UG

UWRWE 2 HL AR AWIRL, EAU 4, SR wad RAA AERAAAA 2L it 53] AB Bl EABS UR
AR GuAdL AssU [AvaAcRg UR Yetsle] tallol ElRAl AUl WUBSA cllUuUHl A0
olollaal HI2 531 asiad 8. AlANAet wucl AAAAt el GUAL Al B, AENAA Ul HIZ
A yu 2sRe ¥ vllowse RAse sg ud ®.

AENAAR glA 5.51 1L g2lcaul YHIQ YuAcd AR YSIRHL adAucMl wA B:

Entrance: AUSSHL SlEURL cdoll YA uglda (AR 52 8.

Emphasis: SlEURL dd REALSS UR 8lad R wl AlANAet &l

Exit: RAUSSUL SlFURL cdell ot Ugldal [RURd 52 B.
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k k& & k& & I B _n.
Object Color  Complemen...  Line Colar Fill Color Brush Color Font Color Underling Bold Flash Bold Reveal
’ -
g
Wave
Exit

¥ % SR, * xSk =

Disappear Fade Fly Out Float Out Split Wipa Shape Wheel Random Bars

A T L s i
* ¥ ¥ N
L3 i N,
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GuR Uelld ® A sl 2 Al $A & Al From Current Slide $HloS UL L $HloS U]
@ot GURell M HUBA ¥cll 232 WA Bl Rt GUR UsS 20 AU AN AUUL RAUWUR, WoR
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HRSUL AHAL 5 AU, eSS HRRell olA A-Beoll As ¥ cduR WSS A-uG2 sl 8.
(3l vUs(A 5.56). B AUUS A ¥ cltll? WAL AUA H (BH ¥ AsAUGoS, 5AR WH ¥ o)
YosoR oMl AMCl 819l ST Al €5 WA WAL Ll U2 A5 AUBS U2 GARG .

Master View ML ALBS M2 GURid Handout Master sl Notes Mastersil ([Ascu uQl 8lat 8. 2l
A8 YslRell HReR UBSHL 51U sclloll tf AsAA slad B. HIReR WUBSHL A2 sallHl UL
¥ A UR AHl Ruler, Gridlines o Guidesoll ([AscU UAE sal HRZ A5 ollsA A BD. ul GURLd
AABSA RH §AL M@ Zoom SHIeS UQL 8. Boll gl HetH 400% Yl 31 53 asla B. Fit to
Window $Hlos AtUclell etsse] s€ ctllal ¥ udlal Rctdl UM %12 A 5Eq] ololl st B. YA 2lol
AU §E SER, I B AUA 6As Ao coleHl Blallall [Ascu e 53l awslA Sl
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ULg(A 5.57 - MR MBS @) 2R, [JSEAUBA WA dUBSH WA

5.10 33| e (Review tool)

3lotet GURell Review 201 UR Proofing, Language, Comments U Compare allHoil AR KU aa B.
Comments UMl GUAGH 5Mos dd WU acll 502 BRI AL, sald SlRAUL YR (Alde)
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531 g, sRee B2 531 s, S\syReeul w06l (previous) ¥ wl SlAoz ULloll (next)
SNceHl we ASlA Sl

ME Insert Design Transitions Animations Slide Show Review View

= = A P 5 = - _ o A
vV @ B % & 2 3@ sttt O W2 &
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e - = = 97 Next >
Spelling Research Thesaurus | Translate Language Mew Edit Delete Previous Mext Compare Accept Reject o End
" " Markup| Comment Comment - J Reviewing Pane Reyiew
Proofing Language Comments Compare

ULg(A 5.58 - Review 201 GUR BUAGY &

QAL (Spelling) sMlos dd 2seall AW(AdL A5 sclloll Gld AdAS WeRWB2 Y3 Wl B. *
AL 252Ul (dictionary) ol &2l l o AGE HIR YUl AUl AcEa{l AUAYolL (ignore) SC
Ul A Sls2letdl GRRal Bal [Ascu ugl Y wd 8. ol ol Aol sl 5.59 BHl lerners 26
HRell [Ascu yude .

o S e

i Dr. Babasaheb Ambedkar Open University
| (BAOU) offers many programmes with an

i enrolment of more than 1,00,000 lerners
'across the globe.

I .

# Spelling =t

| N =

: Mot in Dictionary: |Ierners |
: Change to: |Ieamers [ lanore ] ’ Ignore All ]
: Suggestions: learners -

| leaners D [ Change ] [ Change All ]
I learner's

: Lerner's i [ Add ] [ Suggest ]
|

CI} ’ AutoCorrect ] ’ Close ]

25 5.59 AL ejet 8l R ealadl @seu

WU spelling 5HIoS $1-608 GuL F7 $s2et §l eottcllal uel adl sl &l a4 Ala wud
AUURU YAl 3 Aol AR g2 531 2aslA Sl

Research $MloS o AU A 2iks Ui eel AR (Reference materials) BH ¥ 2AGES2L
(Dictionaries) ¥al sllal8l2l (Encyclopedias) Higll M@l Ancl Asll Gulal 531 AslA €lA. (A
WAL 2s(Q 5.60HL UBS olollcldl UHA Ambedkar (@QA MRl Andal W2 Research SHloSoll
Gualol galcA B.
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ABOU BAOU

Gujarat has realized importance of distance and open
learning in higher education, which has inspired the
establishment of Dr. Babsaheb Ambedkar Open University
(BAOU) in the state in the year 1994

18042014
FonR Cosnl Powerpont 2010

™

“ | Research

44 4

Search for:
Ambedkar

HighBeam (TM) Research

ol-

M

More than Search ... it's Research

RESEARCH

4 Ambedkar, B. R., and The Buddhist Dalits

Encydopedia of India, 1/1/2008, AMBEDKAR, B, R., AND THE BUDDHIST
DALITSAMBEDKAR, B. R., AND THE BUDDHIST DALITS Dr. Bhimrao Ramji Ambedkar
(1891-1956), independent India's first law minister, was a leader, scholar, and activist of
the "depressed dasses,” or untouchables, who are now known as Dalits (meaning the
“oppressed” or
ERead now ...

Dr. Ambedkar and Untouchability: Fighting the Indian Caste System.(Book
review)

Buddhist-Christian Studies, 1/1/2008. DR. AMBEDKAR AND UNTOUCHABILITY: FIGHTING
THE INDIAN CASTE SYSTEM, By Christophe Jaffrelot. Mew York: Calumbia University Press,
2005. xii + 205 pp. Outside of India, Bhimrao Ramji Ambedkar remains virtually unknown,
Everyone knows that Mahatma Gandhi led the fight for Indian independence and that
S Read now ...

Bhimrao Ramji Ambedkar

Encydopedia of World Biography, 1f1/2004. Bhimrao Ramji AmbedkarBhimrao Ramiji
Ambedkar (1891-1956) was an In dian sodial reformer and politidan who devoted himself to
improving the life of untouchables, particularly of his own caste, the Mahars. Bhimrao
Ambedkar was born at Mhow, Madhya Pradesh. He attended Columbia University during
@ Read now ...

.

.

AU15(A5.60 Search sHlesall GullaL
s WA AU ol UA 53l WAl Thesaurus SHIoS cd AU UE SYCL Aveatl AHUUl

AGEL A Ut Hi e ASIA 1A,

Translate 5MloS dd URE 5l 252ell ofalle 531 AslA O, Wojcle 58 GUMHL A B A HER
UAs el [Qscu Ul Gudod 8, BHl [Ro€loll URl uHLALL B.

UL A Aol GUell sHIS AUUR Vet &lld Add olotlarami Aue GuaAl Bl

el AUuRL YReR Al GRR AL H2 Yot GUAL( ool B.

A3l ol ustAl

1. MR YBe2 2ot HIZ REUSS 2 A2AU 5A AMY Yo 2lots] Redct 52A.
2. MRl w3Rald Yorotofl REALESTS MR Wallcll U Al ALl 53A.
3. MRl YKot ALl gl Yl

5.11 WaRWge2ell AceYR

AGE wel
AEAAA 518 uel usell auq.

AuRlA 8.

olles AWEES AR UG 59, B UM A wl3u 2oe (Sl dd) GUR R Hsal HIR

0§ Rl v well o2
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AGE wu Y

U AUEsauoll 2l ¥ B 32l auR wdygl dAa % 52 B.

sQue HsslAllge A Slaell Al 28l aulgs sy, A Axt WlBRR dd www GuRl Ul
SIBAAls 531 astal B. ul GURAct cD-ROM ¥ Slclsl Gur A&l vauni ole sl
RA 1A B % WIlEL usla B.

Gau ol  Soul R1uRA) WAl 2ole sclle] AUl &2 3 B oUW AU As WUl AUR
B Hall 0)e 53A U WU SlsyRoeul Wee s3A.

siUlQze 818 seHell BAU 6ll§ GUR alscl 53] ol o AR,

Il HIGUo] stoll ailege] oleot gollcll RAvllal WG ¥Rad ua Ul slest S8l 2. 88
WoBseal WASAl HIZ il (Bl duRla B,

391 QU S8 v H (WCES dvllal ¥ 8N%) A UdbE s3la otcfl i WAsd.

aadl Al ¥ Bul [QQu [Aseu Guatou dlat.

dosulB2 lss GURell Ml e98l W2 Qo2 scll. dos2Be M2 s Ulell GUR s, &, 2K,
UR, & Aol otc WSS WMoz 531 sl

Alddle YR 2lotoll WA WAL AWML %,

AA @ WaRWEe2 ([Qodl A ol QeuBd sl sl B, wss/ AB2EYet Ual, AALS
Uol A ollz Qet.

dcu 8o sl sl Mol sHog YUl ¥ HRAL warWgeeHl 58 ocl AdLAS
GRRaHL Al B A 58 A ctudl astat Aofl ostast3l uet Hofl a3 ®.

Qoe Q) Moz sl ugl SlsgRoe 3 WA A Mo sl Udcl @ol GUR Alalell As ysiRel
oL,

otet 20l GUR (AQw sHlosoll olsclll scll wal S8 AssA UsRall sl sal Aol@d
SHloSo] U olailald.

AYBS YR oto] As Ule.

AUSS Vol Al wlssell W 8Ny eSS UotHl e2lclauHi wad .

AABS A 512l @rol GUR AsAUA As WSS YERIA sall A 8. sHlosedl A uglsll
AAYBS @t GUR Yelld aa .

ABS Bot GUR ASUA AAASAH A3 AAS oio12 WA eUsSs YeRld a B.

AR @f

$8A Y3ceololl ol AUBSA Ws SISAMUL AAS SAML WA B, WlRWBozall L8]
UsULo2lol .pptx Sl V.

2leBalet Yoootoll AAUS 2 €12lel RFel GUR WAl Uss g2 usal ol w8se] ueldld

ad. ol etess (ARu A yelld s asia 8.

20l 5.3 20€ YR
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5.12 $loll§ ése

URWHoe HL ALHLeRL A 818 sl scl HIZ $HLeS GUR (5AS sallHl A B ugl et [@scusn
UYS 5US MR A wUdl duR 8l AsA eollclal ual A sl s3] sl B, w2AR AsAW A $l
golalcllell 8l 1R Aol eallaatil M2 Al Sl + Raatdl AUl sRaUHl A V. WeRWSRHL B
5l-6l§ ellése cuRvA B, dHidl diRarRk duRldl eliése-Slell As atel oA A B. 2 2lése-5l
AL AUl UG WaRWBeeHl 5121 59 UM Wal wYs AHA BsUl olal B,

lése-$l sl

Alt+F1 3CU (Help) (Qodl 2 Uat sall HI2

Alt+F4 dcu (Aos) ol sall HER

Ctrl+F1 Aotot Yelld sal W2 ual el adl it sal w2
Ctrl+M otcll eU8s GRRal M@

Ctrl+C HRBA ¥ 2lowsesdl GAUSH LUl sRcl W2 (Copy)
Ctrl+V sAUSHI Qe s2cll HIZ (Paste)

Ctrl+X Rade svell el stllal AW Gl§HL Awal HIZ (Cut)
Ctrl+B Rade s¥ell Rl dles (adl) sal Hi2 ( Bold)
Ctrl+ Rade secll Wl seuld@s (ARll) sa HR (ltalic)
Ctrl+U Rade svell WA A Aldl ela W2 (Underline)

Ctrl+Shift+> Slo2o] € dulRal HIZ

Ctrl+Shift+<  Sloda] $€ Yalsal M2

Ctrl+L 2seal stoll ol AcABet (Align) sl HIZ

Ctrl+E 2s2al HrAM AAYal (Align) scll M2

Ctrl+R 2seal wHR(l wlly AALSl (Align) Scll M2

Ctrl+F SlsgRoe Ml esre 2l M2 (Find)

Ctrl+H SlsyNoeul 252 AUl cledall HI2 (Replace)

Ctrl+K slAUR(As GRRal M2

F5 Yoo otoll Yur sl s N A sal M2

Shift+F5 B AUBS ol GUR sl 8l el euss A UG sl HER
F7 QA dutal W2

Shift+F7 Thesaurus — UE $C AcEall Adalol ol AGElotl Yol HZ
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5.13 ellbAlA

Q1
1.

u A W N

Q2
1.
2.

A [@Aseu ad wiell w0l YR
Ylark WdeHl Help Aocal ML $590ol $loll GURNL Sl A B,
sl-6l8 GuRel Ctrl + sHLoS U Yo 2lotoll USAL eU8S BUR %8 sl B.
As Ulell GUR dulRHl dulR s Moe 53| asiau .
ABSA AUUB Wgse WA et AHY AR Aol Doz 531 2SI

SHloS o3 UAE AL A€ol AHLALA] 20EL URL AU UAHi 8 2ASlA Sl

. o{lAett [Quutell AU B ¥ vilel A wrudl.

Yool dAR scll HIS HBsllge WBse A geARe{l %32 ud B.
WSS We i Yelld eussHiell 88 As ess GUR GAs 3l sldle Sl eattacuell A euss
Yool Slclle uy o 8.

3. WRWEe2 2010 A As YsiRa] sl8AR B Foll gl Yoot tlollalallHl A B.
4. Yot lotHl ¥l B Wt GUR Y ASA B AHY 59N BUR Moz UL 531 sl .
5. AABSA Hide Slide AUl A eSS VAol €12Ulot YERNA audl otell.
6. Udo 2ol $LBCo] WsUSo2ot .docx Sl V.
Q3. Alssi s
A B
1. AN a. 518 vBeHa ude 53| ol woun wAsdl
2.3 os QU b. oMl HBRAL 2idts sRclle] AMI &
3. (3eu s c. UBS A
4. EABS d. 818 yusRell auld
5. F5 8l e. Udoelolo] As Ule]
ogclloll
Q2. | 1- F1 2-Home 3-9 (nine) 4-QoSU 5-Thesaurus
Q3. | 1-Wlg, 2-3], 3-Wlg, 4-Al3], 5-U3 6-WI
Q4. | 1-d (818 ystRell aUd)

2-a (518 BeHaA Ude 53 olcll worul wAsdl)
3-b (&oUHl HRL 2iots s2clle] AMI &)

4-e (U¥o2Uote] A Uls])

5-¢c (RcU8S 2)
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Y ECOM 206
BAOU L adlelzuea ECONMJ-204
Education WG58 W Uel

e JEERE
AARHL 514220t GUAN

ap\E3lly

oclls-1 : s1ReR ol URuA

AsU-1 : s1RY2ell uRUA

AsH-2 : WRHRA Gus:.

AsH-3: HBsASS [QAodln WUERL Ren URBuA
AsH-¥: UBsAGR (Aol AAUINR ua RsyREL
oclls-2 : d§ WARDL At

Asu-1 : o WARDLA uRua

AsU-2 : WPFHASE aall uRua

AsH-3 : SlsyRoeoll 2Uall

AsH-¥ : SlsYNoeoll GeUlEScll

oclls-3 : UsAle wal URe2 2ot ARASAU
AsH-1 : WEHASS AsUcal uRUA

AsU-2 : WFsASe AsUuc WaURs s1ad

AsH-3 : USSRASS AsUA Aot YlAuual
As-¥ : HBsASS W2 uRud

AsHY : WIS UdRW SR Welcel YlAuil

ocls-¥ : SoRa2, a2c(Sol el yiAlls

AsH-1 : s1ReR A2ad
AsU-R : Foeale URAA
AsH-3 : WBslA e 2B
AsH-¥ : YAOls et

wsdaumul s1ejeqll Gurlloll



YsWL 1 : 512 A2dd

YUrcllcell

1.1 uRua

1.2 AR U’

1.3 51RJ2R aleasll aUctl slauEL

1.4 512 leabell UslR

1.5 YARQLoll HLtAH

1.6 $1J2R a2ad Hleall Gus:0l

1.7 aeds A

1.8 5122 aleats HISE (Computer Network Model)
1.9 aLAA

Gzal

o 5122 cleddell URUA A AHY Aol YsIR %Ll
o s1R2R dedd MR duRldl YRR Hitnlloll W@l Raad),
o s1R2R Aeadul duldl Q@AY Gusa{l @t Wl Aaad.

1.1 uRua

Azcts acedl WU W URRA ¢l (AU ysiell A2ad Fal ¥ As Aead, dolld Az, A ¥
ol aeds, 2Aslel Aeas Bal 2A0El AU GUAHL Al el Gl Asladl ulatl yan
elaslell Uas olall 2AcEl Ball ¥ WBA A2ad, ARAA A2dd (Social Network) WRUAUHL el B.
Azas Aed@ b Asolat AA AsOUAA Usloll UHe. AL AHSHL Hofrd 3 Ul sy S b B.
g5 ues AT Hscal ¥ lsRal HIZ deH dlA . AR AU 5@ aledd (Computer
Network) 206€ clUIIA R Al ctl Yesl [QAu ysiell s1ejeR, AUaU ¥ 202 8l 8. U, &
AUUA 512J2R Acclboll (ArclRyds weA s3A.

1.2 AARell U8l (Elements of Communication)

UL [Qerodl AU 512 dedd HIZ duRdl 2A6Elell uRUA Aadly. xauR ugl A ¥ ddl ay
51222 HIBAloll u-A 5?2 & @R «IlA el 2AcEloll Yol ddl sl 8. e AU AURs
25l 313 Ul AL SlsA LA,

o ul s1ejeell Gurlloll 1



(a) A& (Message): % SCL-HL@cﬂcj Yol (Communication) Ud sa ® dal WUl AAx
(Message) 313 ol lal. slead yeallld gl olle, s1er Agaell wu-a 53l a4y 8.
AR UQL AUUQ As 512l ol s1feR UR g8t SlUl 831 A, R A As ATl 3Q
cgat Ul Sl B. €5 ATAs] Ws WUl AUR U2 (Packet) Wotcdl A 8. wl W32 8AsBs
Rslc (Electric Signals) &cll d20L (Waves)oll 30 w2l 51222 UR UG B.

(b) HIsEolR (Sender): ¥ 51222 U2 HISA B Aol Sender A UCl Source §1J2R sdclld O.

(c) 8RR (Receiver): ¥ $11222 AN ANA B Aol Receiver W&cll Destination $&cll ©.

(d) YRARQL HLLAH (Transmission Media): BUAL WAL §1122 clRA J2l-HIBAll auu-A 1R AR
3 oclt3Ul HitauHoll 32 usdl 8la ®. claR bRl 32l 8As(2s Roetctoll 3UHL clset 52 ® AR
USLAML A ARdlell 3UHL clgol 5 B. AWl (el (Section) MikauMol @Qicdryds uAl
s B.

(e) QAN UYs (Protocol) : UASlel: AR $1J2R glRl AR UlAd Ud Sla AR wYs
AssA YHIBlA [Qarlle] WAl 5 s sl B, GElsWL 3y wauR sleugl A culdd dld
5cll 8l AU AHA 58 clldlell YL 5, 32cll UM YUl walnell As Al cdR [N
GUAHL wadl 8l B, Acly A Sender Wal Receiver A AHA aAHloll UHea taulotHl
Aulla 32l Ycudst Ud Sl B. €35 511422 L YsiRell Yd QuiRd Qan yud st s:dl
Al ®; YyHIQld @200 da stladlallell ol WRSIA (Protocol) s3cllHl wdA .

dlltl: 512 oleabMl $1RJeR/adbRActal e AGEL Bl 5 &k (Host) WUl olls (node)
33 uetl WL B, Host ¥ Node, Sender % Receiver @6 ik V.

oA gldcdt uYs WA WUUR A HEEUMA GUADL 5l SlesA .

HTTP -Hyper Text Transfer Protocol

FTP -File Transfer Protocol

SMTP -Simple Mail Transfer Protocol
IMAP -Internet Message Access Protocol
TCP -Transmission Control Protocol

IP -Internet Protocol

o ul s1ejeell Gurlloll 2



Message
(File "abc.txt")

Transmission Media (Cable)

Receiver

Sender

Protocol (Rules)
1) Acknowledgement not required
2) Send data in the ASCII format

ALl 1.1 AARU us

s122 aleasHl 32l Yclldotoll 35Ul Aosclll (Bandwidth) GlRL URL % SRCUHL A B. U
B cllgetoll Bsu M2 (5.HlL/scAlsoll AsHall GUAL 53U SlAA A A dal ycudAst H2 oA
Yosololl WsHL GUALDHL Al sl .

Kbps = Kilobits per second

Mbps = Megabits per second
Gbps = Giga bits per second
KBps = Kilo bytes per second
MBps = Megabytes per second
1 Giga = 1024 Mega

1 Mega = 1024 Kilo

1 Kilo = 1024 bits A&l bytes

(1 byte = 8 bits)
AR URL 32l Yclldotoll 35U 256 kbps 3 At &l ”UR Aal (lsAeS (Broadband) sdcllal .

1.3 s1RfeR aeabll Acl sluEL

£3s 512Ul Wans HUeclol ote 531 asta B, wl WA As sreyeuidl ol s1yeul
Anaal M2 @R Hlslal (Storage Media) Bl 3 CD, DVD % ol S8l (Pen Drive) oll GUIL U
A¥ UGl Al YA AU daUl alRlisll A dy Udl SlaA B.URG % Bl slal s1RjeRal Aeds dd
satHl AUA Al sleurl UsRel si8c (File) 3 BHL HBA 8l 8 Aol U-A ol ARAAYds U
ak B.

o ul s1ejeell Gurlloll 3



51222 U %l WSSt (Microphone), U2 (Speaker) ol AudM (Webcam) B3l &l
Azcdoll HeE glRl Aas cABAM alcdlatu ¥ H{lEloL 53 2 B, wud ® A @St 3 HWouse
gRU A sl aleA gl Adl o Ad s aedbell Hee gl 2cllSlot Sloge{loL
(Teleconferencing) ¥ (A3 8losc{oL (Video Conferencing) $31 sl 8. ol &l A ¥ Ay
B syl WA As-ollot A cdlctAlcd 531 2A¥ B. A As-ollonal 5124206l lot UR (Astoll
yoL 8.

sleugl AW(EAUL wals sHARL sl sdl Sl ugl Wl edl Moz /3o Bl Adtas wulal Y3l
usaltdl aedl otell. s12geR Aead gkl dul sHAUR| Qo /Bt Bal By adl (Share) 23
8. A 55 A5 Qoo aead WA sl Bdl, waA s11Y22 Ul Ul Qo2 518l AslA B. 511242
Azcd Sleunl AU(FUA AUAU NGEAU olotictall HIZ AU A@AA s A3 B.

VUG AUUQ $1eR aleasell Ul $laAeloll e sA[ UQL AUUQ A8ls ay AAAAR Aum{
ugl 33 e B 503 s12JeR sleds glRl clgW (Virus), A (Worm), 2%at (Trojan) Bcll &lollsRS
YoUH UdABY YR 8. GURd aleadd dlalal cllll s1ejeeall daloll yYret M ay YAudlell «32
U 8. UGN WLetdl 32t el 818 cABd B8 of A3 Aoll vital d¥eldl Al usdl ala B.

1.4 s12R alacfell UsIR

s12J2R Azcls Auetl sl dal elloll@s (Arcllr YMIB Yy 5 YsIRUL (Category) (et sali
WAA B, U AUUB Wl €35 Categoryell WeUH 53N,

(a) Asd ARaU Aecs (Local Area Network — LAN) : %R UQL §1»jeR alacld s BRSIHL ¥
HslotHl AUl SlURL Arelell olloll FUUHL Sl AR Aal Alset A=A Aead (LAN) sdadl
UA B, LANsll 512j2R Asolldl ugll ows sl B. GeleW 3F Slsull wal ¥ slAxsll
s1220(l AullRe3lal LAN sl astal.

(b) AW lest ARU Aecs (Metropolitan Area Network - MAN) : %R SlEURL A3 HIZ $1»2R
Azcdoll Aoll sRcUHL WA B Y Al MAN 313 vt B, GelsWl 3y drRrw(@st ¥
RJARUWEAE 511242R0] Aects Wl B.R.T.S.all 512J2q] A2db.

(c) s AR Aeds (Wide Area Network - WAN) : WANHL 511222 alzds volx tdlal elloll@s
(QrR el a¥ B, Slsul AwAH, Ml 5 udl visHl 3cdd 5122 A2as WAN dil3
Aol astal. wl A2as 50-100 (Bl HiSlA uaAs AwA AUl 2 Al Ad B. GelsW
d3l¥ 9[%RAcl AU GSWAN RA%Us(l €35 HHAAERS( 5A3A 93 B. Acle A etRds] NIC,
ERNET (. WAN alzald 8. 4L0ell YsWMi 31Ul Internetoll 2l 5319

B HL 511J2201l GuALoN 4



(d) udatet ARl Alecs (Personal Area Network - PAN) : (URL URRIAHL Aas YR wddl
URAR 6 Bl YUl As 5cl dy 511420l GUAIL $cll lal. Al YsRatl Rl w2AR A ¥
Adl ay s1nea WsaltHl AUA AR Al Udslcd AR Aeas (PAN) 58l sl PAN §5d As
uR Ytlly Halledt s .

(e) LSl AR Azctd (Body Area Network — BAN) : w%SIA & Hlotoll GUAWL dtll 6 B. Uas
(St ™S Slot WA AlRAYU 358lotoll GUAL 5cll HlalHl A B, ¥ 6cfg8 (Bluetooth)
2sallcllell GUAL 52 B. saRs cAldct Uldlell AU (Laptop) WA LS Slot Hscll Sl B.
UL YsRell azasa olldl Adlal A2as (BAN) 3% o 8. 23R WA Astudd GusWlo]
a2cs WeA BAN.

Azad uslk  (Arcll (UQR) ‘ Yraloll w3Rad cAldell dva

BAN 1-2 HleR Nl s

PAN 1-20 Hle? Nl dR/uRaAR
LAN 1-100 {2 HeAH, sllefl el
MAN 1-100 (3(. ay UM /IR /2ARR
WAN 100 (5013 ay | ay AA/EU.......

e 1.1 512 al2dbell UslRell AR

1.5 YALRQLlell HITAH (Transmission Media)

s1RJ2Ra R Asellat AU SscllHl (Connect) AUA B R Ul 511422 Azad sl 531 ad B. ul
YslRe] 552l (Connection) 5cll HIZ AHIeA A A [Ascu slau .

(a) AlRAR/BUA SRl ASIRL s

(b) WRARAR (Wireless) %ISLQL $.

SOURL el AR UG 5122A As wRUN UM A sclleoll 8l wa Aal clRelR Rddllell
%32 ol Hlal URYUAC claAR/Folcall GUAL Ul B. U %l 518 (A3adNel 8la wal A% dAMal
S1RJ2R ¥ AULU GBol AL WEAIL %RUMN $cllo] Slal Aol ABOUHL ARRAU HIAH dy 00
Al B, WA, 6 U AL oA YslRell HitAHlell [Qotdatr uRua AnclA,

Cll?-l?/EO{C'tOj HAH (Conducted Media)

UM A ARARUU ¥ diollell GUADL cll2AR ololldal HIZ Ul Sl 8. L YsRell tldal wUd
§5522 (Conductor) c3ly wWaulA ¢lA ¥ Roll 4Rl (Agd Ao csat A sAR A ¥ Ay
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§1RJ2Rl ASAHL AUA AR &8AR el Wgedre{l Heedl siyeell dal sAssct Rooiext
(Electrical Signals) ¢lo{l cll2iRell HItAM G AU Al B Aol e 51122 Yl USA B. Al
clARML 522 ol olldad slaedl e cdlalell e Sl otell.

AR AUAIL AHAL Y5lRell Sl B, BHF (A5t HIS AUAA cll2AR ULAO 82l B B U ecfles
AR (Twisted Pair) sSIA ¢lA. AR T.V.HL AUl iR (B Slal/AceatiHiell Set-top-box Hi
e B) 5-A(AUA (Co-axial) SUA sdcll2A B. WASIA Conducted cllARa{l %Rl WRSA $LBUR
%01 (Optical Fiber Cable) @8 6l 8. QAW UBONHL AUAIN-HAI YSRell cllAR/FHEHA GUADL
ol uUA B.

Wolellds 2clles VR (unshielded twisted Pair - UTP)

Ul YslRell Ml ecflze (Twist) dlatell Aa ecdlles VSR sdalal B, WHL $A 8 Uldol R sl
8. Bal A-0l ofl Bls YHIA do UlaclHl HA B, (Twist sRAUHL A B) ecles USR 3uc LAN
HER duRld B, yds AodlHleR €l ualaatdl wddl dnell dvaul ¥ ay, ax UTPell djaladl Gl
8l B. UTP 30ld Aals YsiRell 8la 8. ¥ 2(Aslel HIZ UM A CAT3 3ol duRAA B, »JUR
§1R2R a2 M2 AURlcl 3Gl CATS5, CAT6 Ul CAT7 UslRell 8l 8. CATS5, CAT6 wacl
CAT7 USslRell 3olctil 32l asat sclloll &icl CAT3 sdl ay sl .

UHLRAUGL CATS uol CAT6 B0ICt 5122 aleadHl ay ol HA B, AR Al FUA 6lRl $1RJeRa
RscllHl AA R dolcdell HedH douss 100 Hle: &lal a3 8. wl 3 100-250 Mbpsell 32t
Yot (Data Transfer)oll 35U WA 8.

ulglAul ealact UTP dold 8. claRell wslRell ol YRels AR 8l B. Al YsRell dolcta
§12J22 U Ascll MR RJ-45 salseall GUALL A 8. B wlslRe(l ollayA WARQL dY YREUHS
Ad dar wdd da A Ax AdlBs ecles USR (Shielded Twisted Pair-STP) 30lc sdcll2l 8. WRUR
HAOAL UTP 3ecdl AodldleR €ls ay an ustaet dlatell A ay ARl afpladl urladl s 8.

gl 1.2 UTP Cable gl 1.3 UTP 30lel RJ-45 salser U
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Sl-A(A A 36l (Co-axial Cable)

ALl AHAML WL YSIRel AR $1RJ2R sleds M2 dURldl &cll, M3 SlAHl doll GUADL L
AL @ B. Al YSIRell Fo1A URL LAN HIZ cUR( 8. AUB T.V. HIZ dURdl ded uel sl-a@acd
oet Qa B, slAul eolcal yHIA doidoll ool wliy UldREL (Plastic Sleeve) 8l B. UQl
Al A5 S| tUldell clAR delef csel sal HIZ fla B. wAR  Sl-A(QAA Joldall Gulal
SRAHL AUA AR SBURL A 511f2R A HeH AR 5 .l Yol sl ¥ B. ual 32l yustsll
%SU 10-100 Mbps Yl HA B. sl-A@AUA Fold HZ AUl 5A52a BNC sa522 t3¥ sl
8. UTP 3olctoll ARuiHglldl sl-A@ad 3ud st ay Al slauell due Aol Eweun Aviclsll
odUA ady sl A Aecl YU otell. URg sl-A(AAA Jed wYs UTP 3ud sdl ay QuuBia
A deld et 53l 2¥ 8.

Al 1.5 sl-AlRAA doed BNC salser ud

A 1.4 -A(Aac doet

51502 (RS JE (Fiber Optic Cable)

25allAell [Qsiual lQ ur-5let WS olall YSRell U G%RHL lal HA B ¥ OFC 3% uul
A B, Al YsRell 3olct sl Bl Ueldel tal & ual A 3alof Yot Yslaletl (300 &l 53
8. (Mol A ¥ ueuell g2, 818 calsd Adal ug-oiu s3] Az 20l 1L B.)

WAL 5l Yds dallr 5E Al 36lA Uslalell R0l (Light Rays) clgot $3a 32lof Ycllol 5 8.
yslal uctell wslR ollsoll of ostal Acll d3ell AvictHl A sl B.

o Fucoll UMMl OFC dolctoll 32l Yool sl uas ol ay & dxy A Wl ay
Qi Joict 8 ¥ Boll gl sl8uUll IR ddoR 32l Destination 5122 Yl USlA B. U OFC
S0t Ao Soictoll ARUUHRQIHE ay WAl Sl B. L UsRell 3eclal $112M1 Bsall HI2 SC ol
ST UslRell salseRell GUAldL Ul &l 8.

o ul s1ejeell Gurlloll 7



Alg(A 1.7 OFC dudt sase2 W
sl 1.6 OFC 3ue

clARAY HIAH

dlRAY (Wireless) A0l wUQ W URRA €lA. FM Radio W A5 cllARAU 5o} GELS
B, BHL d0loll HitaHAl AdAetl e aietofl aslal B. wRetl AHe s2lct, Hlose Slot, S8
Slot AR cAlRAU 25a0lAY €lRL sl 52 B. wl €35 GUSAHL dR3lell AN AU AlgRlall
(Frequency) GUloL &2l B. M dl UG YslRell R3] clolsul s & BUY A3A Acl (Radio
wave), HI85l Ac (Micro wave), X-Ray, Usl2lell 9L (Light Ray) (A2, UQl 51122 Aeabul Yuad
A3 A wal MiBHAcoll GUAL AL B.

AUURL 51RJ2R, AUAU ¥ 20Q2al dlaR ¥ duiclell HeE cdR AzabMi A8l aAslA B, Al ol
GUsRMal AUMIA A 3G aleadd WA Wi-Fi alecd UA Blscl sA SlA, ¥ dlRRA™ A2ds ©.
B Actotl dR9L glRL S2tal A5l g1 Ylel sA st 8. (AU ysiRell 250 BHE Wi-
Fi, GSM, KliMax, Bluetooth, CDMA cld? 2320 Adcle{l A3 WAL Frequency UR sl sl sla ®
HEE Aol clat@s Al uel AUAdL sl B.

% A WU FM radiosll HUAI A dotcd (91.1FM 5 Uedl 98.3 FM) ietollAA 6l A o 3la
URARAU 51RJ2R A2cdHL Gl $1RJ2R UAIL UL Frequency UR 32lof Ucllol scll Sl B. €38
ARRAYU 25lAY WA HUAI Algd UR s sl dlauell Axotl eldl@s (ARl (Range) dall
Bandwidth AL 8l B, GELsWL A3} cllRAU Aot AUl Wi-Fi 25a0A%) 300 Mbpsell »suall
Axes 100 HleRell URuUML delo] Ycllast 531 a¥ & waR odgdell HedH 3 10 Hl2R Ay 3al
Yedldol scllofl &Ml 700 Kbps &lA 8.

alt: ¥ 51122 ARURAYM 2sallclell GUADL 52 & Al A ysRell sldaAe{l 32 usdl sla B.

UM 382U sHRJRRHL AlARAYU H2e] sl8AR &g otell AR AuAu ¥ 2ed2 Ml Al YslRell
8l§AR 8ot-(Ace (Hardware in-built) 82l .

o ul s1ejeell Gurlloll 8



@ oo B

€3 Bluetooth @‘1@'
>

Au5(d 1.8 Wireless Media

GUale/ (AAse - Satellite)

Guoeell Heedll Uyl 3alof Ycdlol U8 A} . $5c QL GUolsell Hee dAd glaloll SlBuRl wRIML
Sel walASl asta B, % A DTH glrl ARl TVHL Aals Astcll Guyedl A 8 A % d URell
5122 glalall uAs s1142 WA sl AslA B, Al 250 wo o el slanell sreyeR
AeasHl GUoLeall GUADL Yol Bl YHIRML SlelHi AUA 8. Gualsell Hee Al s1Rjeral slea
U A5l 25e0AaA VSAT (Very Small Aperture Technology) (313 ot U 8.

1.6 5122 A2add Mol BUsWU (Network Devices)

5122 A2abHl UAs YslRell GUsW (Devices)oll GUADL scllHl Al Sl 8. A2adui sl
Yslell Devices clluRcll a @Rl ol Aol Yelllal taulotti Avlladl AcuHi wa B.

Ul 511201l Gualol 9



o 5C ¥ecll 31 Aue [@Acsla B.

o €35 3U-(Acslol o] AR

o Jal YslRell 5322 AU (Desktop/laptop)

o s YsRell Azad AWAY B. (Aeas AWAoll [Qotdaur uAl A ugloll ([Qewotui Ae9))
o R-A AU ol 518 AU U WS scllo] B ¥ o3

o 51R2R dledd gl saA-sAL sl scllall B.

o Bo2al2q] BSIGL 52clle] D ¥ o} Ad2..

U A UG UM A AURIAML Al AUYs 51122 Azctboll GUsWA URUA A,

Aeadd 8oe3U SIS (Network Interface Card)

Aects Boe¥U 51§ (NIC) A As wllawd Bt B. NIC 51220l HURGNS (Motherboard) A&
AslAG 8lA B. NICe] Yuat sl 5120l 32lal (¥ bitdl 8l B) 8Asdls RostcMl (Electrical
Signals) 3UldRd $3| cllalR &l wedl dR0L glRL (AARAU) o $1Y2 UR UdlAUlsclle B. %
511222 Receiver & AMisll NICo] sl 8AsEs Rl AU R0l $3el bitsHl 3UARA 52 B.
Ual Ao slialsl s? 8.

USIA €8 $1J2R 5 AUUHL NIC Aotl HURG\S (Motherboard) UR A &l 8. AR clARAY
A2as 518 External USB Dongle (SIOLG)oll 3UML HAdl &l B.

H3H (Modem)

Ul §12J2RA AR Bo2RA2 (Internet) WA ¥ d@s
Azads AUA Ascloll %32 U IR H3Hell GuAdL Ul
da B, Mduell GuaAledl URell s1RY2Re] At
Algotoll HILAHYl Ao SBUQL 5122 U ASSRL UL
AF B, oA 5URYRHL UQL aead Ksgl 3 HWdH &g
%331 B. Wals UslRell HIH WUARHL Hlal HA B BU3
SlAAHU H3U (Dial-up Modem), DSL, ADSL, ADSL+ mE RS
AR, Mo Yyt s WAl Rostce] sled @ 1.10 MU
Rotctdl wA Sled Rootcle] WAL Rostenl

3UldR sRcld] O,
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&4 (Hub)

AeasHl €s 512 As-ollat WA RS
scl 66l ollMell BUsWAall GUAdL s3I st
g5 sneRell alead stduidl welr ollsacl
S0 ol AUA AslAA sl B, wAR SlBuRl
s1e? Uz HIsA @R A &0l GRL WA
s1RjeR Yl usludl s .

y

gl 1.11 sat

{lA (Switch)

wllue] st sut B ¥ Sl B, URd A e scdl ay 3suedl st sral UeH A B Auy Ay
§1RJ2R0l sleads U Hlscll uaH Sl B, &ot sctl wellu Al ay Well vadl sl B, gsct Asey
A 64 51RJ2Ral WSl A B, A AcadMi dy s1Rjerell 3R da A YEl el w[lua Asolln
B Uals $1122R Hsl ASlA B.

sl 1.12 <l

UsAU W82 (Access Point MUl Wireless Access Point)

AlRAY™ Aeabul ool ¥ (U B sl cdlaRAU AsAY WS 52 8. AEsld 202, WSSl
(AR GuAol atll 6N B, ul YsRell SlaugSuMl clRAY Aeatboll YAul slauell A Wi-Fi gl
5122 sleats U sl AF B, vlal ASNHL Wi-Fi azcd Blef scll clRAY AsAU W2 oll
%32 UScl 8l B. AsAU Woeall A5 Suc [U AU ASIAA Sl B B UMY AUl §1»J220]
RSl Y3 WS 8. Sleugl AHA AsAY WSe2 alRl 4-5 5 Aell ay $112J2R clliR cdR Rl Azabul
AL A5 B.
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AUg(A 1.13 aRRAY AsAAY WEe2

ofles (Bridge)
AR SlBURL Al LANG] slel $¢ 8lal R oflogell GUalol selMl AA 8. GELEWL HI2 URl 3 A
UA (STl A LAN B Aol dHIR wl WA LAN <12 R1sIRL 524 &l Al Bridge ollHoll Device glRL

U A B,

2LB2R (Router)

®AR UGl 518 LAN of %1SIQL WAN AU 4l HUAI HAI WANe] sl 59 dlal IR Router
sllHell BUSWlell BUADL Ul B. Router U oissl scllej (Route Discovery & Forwarding) st2l ugl
52 8. %R 518 Device Bridge A% router, ¢lalo] 512l 52 R Aol BROUTER sdcllad 8.

bll%(a 1.14 Router

dead (Gateway)

ded A s AG Bt B 3 B Al WA WA YslRall Azcbo] Bslal 52 B, GeleW I3
51222 Azclbo] WSl HolsA azad ¥ 2A5t Aeas WA 59, WEsIA WML GUAG Router
Ay SwitchHl AeAo{l HallRt YAl sl B.

o ul s1ejeell Gurlloll 12



Andlsiar wal Ale: (Amplifier & Repeater)

cl2ARall GUADL AR $112R alaSHl sallMl A AR dudoll doly tauletdl Al s, Al
UTP 3oict 100 HleRll ay cou® UAA dl Al dgel Ucll Electric Signals ototoll USl 2% 8 waal
vl wstal o3 B, wlal AolHL Anrcllstar (Amplifier) wal Ule? (Repeater) Signalell 2(3d
Attt Aol Wil g2 53 AL AR B. AL YsiRell GusLef sl ol Ratet Bq sl B.

Repeater

b{l{s[?l 1.15 Repeater

s\dlol 2A (Crimping Tool)

UTP 36cAHl saseR lscal M2 UssS Xall Crimping Toololl UL Ul 8lal 8. Al & &Rl RJ-45
Connectoral UTP 3olct A& wto{lell oAlsl asia 8.

Mlgg[& 1.16 Crimping Tool

1.7 a2ad QLA (Network Topology)

LANML elol Adl (QAu s1ege? As-ollat A& 3cl A AslAcl 8, A R Azds WAy
(Network Topology) s&clldi w1 8. o, oL, A, @R, gl dal slsufls cd? ysRell WA
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YAQAA B. ay-slcd Helelololl 512 aleddul 2R AWA Y YR Sl 2d 8. A
&A AUUA €35 WAl Al uRBua AnA.

ol AW A (Bus Topology)

UL YslRell WA USALotl AMAML et YARAA scll. ML oLl 51122 As Yuad 36 (Bus)
A AsAA dla B, (B A AdlHl wellell wsu e d2 WA HslAct 8l B) A AHA Co-
axial cablesll GUAL dy YURAA &dl. Bus TopologyHi Ws (A2 yUsike] Balesu B Mt
(2218 (Central Controller) s3clal 8, A UQL AsIAG &la B. Aabul Slsull A s12 SR As-
ollat WA Jelof UlAsl sRal BV A AR A WA $1eR dRA U Udle] st Central
Controllera] 8. L YsRe{l clczUuMHl SlEUR UHA $5ct A 512 Communicate §31 A3 & AMe
s1Rj2R0{l Avall Al aeado] sl Ll oA A B. A Yud claR (bus)d &ld USA A Ayl
dead oy us A3 V.

oL AWNA (Ring Topology)

UL ANAYHL €38 511222 ddousi?k A As-As AU Connect UACL Sl B. L YslRa{l Uotlal
GU (Loop) UGl 53l WA B. Ring TopologyHl 32lof Uclast ddiul $5d As (Bl us a3 .
SloURL AHA §5c A 511J2R dRA 32lo YllAal U A3 § dxx As A Al ay s1nee? 3elqg
Yelldel 531 ot A A MR 2sel Ugldoll GUADL sl WA B. 2lsol cAdRUML €38 51224
AssA AHA HER ARE-$Al 2lgat UMl WA B, B 512 WA 2lsal dlA $5d A o 51JeR
o s1Rf2Ra 32l Hlscll 2¥ 8. Ring TopologyMi gl alzad tlHl alQell stal s 8l & Aues
LoopHi &lld UlA Al Ayal sead oit usl e 8.

nal QA% (Mesh Topology)

ol QWA HL £8 S22 WoRl oLl 51222 U BISLAC Sl 8. €5 §1RJ2R Aol 512 U
WEAIL AU clAR glRL BSlAG Sl B. L YsiRell AWAHL (AAM YslRell Network cardell %32
uscll 8l & ¥ Bul Asell dy claal A8 sl Mesh Topologye] HUHASQL Yol AU B, AHY
BU cy $112a Asclloll Yot scll AH dyal dy Jelctoll w3Rald ud .

2R AWNA (Star Topology)

B HL 511J2201l GuALoN 14



UL YUsRell AWADHL €35 s1jeR As (AR ysRall By WA ARt sl 8. 2w By
sut ¥ flu 8l ad 8. sol U [aiats Bq sl 52 B. €35 51242 As-ollat WA sl wadl U
U ASRAA SlA B AHY Selo] Yot UGl dell sl Ud &l B,

Ulslel Hleleldlell A2asHi Star Topologyell GUOL ay slaltHl A B. Yuucd Switcholl GUA0L
Ul A ® AH UT Cablegll tltll 112241 A A& Connect SRAUHL WA 8. eut uall [l
Rl ALl Guctou dlaladl Al Axe azad a3sUl auldedll st sd dlatell w AWAY ay
YA@Ad 48 B. Star Topology oll Yul SlAEL A B ¥ %l 518 Cableal &lld USA Al §5d As 5122
azabell Disconnect UE A B AR o 51222 A2cldHl 512 scll W V. UG Al &0l Al
el ol usl oA Al AL Aead st s i wy ks B.

2l 21 (Tree Topology)

AR §1J2Re(l N6l AQlotg getoll wslR A R gl AWAWe{l UL sdall. L YsRell Ul
HER sARs Asel ay WA UQL GUAL Ul B, AR dy AvAHL $1»J2a dzas A Hlsal
8lal RUR Tree Topology slRL Al st ARl as a3 B.

slssedls QLA (Hybrid Topology)

T %

Bus Star
Token ring Ring mMesh

Tree

Al 1.17 aead WA
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saARs As dy AUAY &Rl Aeds UM AUA B, UA-UAI LAN o Alscudl As g aedd
ol ® BHL €35 LANo{l L WA 82l 2% B. Al ABWAHL %=2AR AaAs WA UL
sAHL WA R slsufls WA sdald B.

1.8 5122 A2ad MISE (Computer Network Models)

5122 Aeadal doll sl yeudlal tauetil Avllal A eotl adAl asia 8.

sCAlBoe--dR HISE (Client - Server Models)

AR ULl aA2clSHl Wals Workstation SI8URL Server WA ASIAA dlal AR A Client-Server HISA
YyHIA st 52 B, AdR A (s sl (S8 UR), Qo2 (Mo UdR), wUdl A2ds 2Uss (Aead
AR of Aadet sal R AHAA bl slnegeA wacl YEard 8 saR sade A PC
wdal dbRAol B Foll UR YA Aol WAUH UAA B. scllo2 S8, GUSN, wal NARDL HIR
AR UR AR AW B.

URHL A3ns HURAlN 2ole UAA A B, scll2oe AL HUBA Rncal HIZ Request (ERUIRA) HsA
8 U Server dsl 2o Response (UcfdlR) llUd &l 8. el Client-Server Model, Request—
Response ugueﬂsﬂ sl 52 B,

Server

Printer MNetwork Switch ADSL modem

b{lfg[?l 1.18 Client-Server Model

o ul s1ejeell Gurlloll 16



YaR-g- U2 MWSA (Peer—to-Peer Model)

YlaR-g-UlaR HlseMl €35 Workstation 511222 ol Workstation $112J2a request Mscll ¥ Aueys
Ul Workstationdl Response UL 25 8. ul HIAHL €35 511J201l £39%] AMlol Sl 8. Ul HSA
UAdld SlBURl Aeabul UdR &ld otell. Gelsnl d3¥ Bit torrent WASIA wL WUSAHL 1] 52 B el
glRL SleuRl Azas A $I8A Upload 3 download 531 sl B.

1.9 Rallt€lA

Q1. A @Qseu ude s

1 Eoerale YslRej aleas 8.
(A) LAN (B) MAN
(C) WAN (D) PAN
2 s1ReR Aeadul dal yudel »3sual sdaldl ua 8.
(A)  dasd (B) Aoscla
(C) dRal (D) WA
3 Baued Rostctoll aldct au 8.
(A) M3 (B) RAGR (C) & (D) ArclstaR
4 AU A HL Hub ¥ Switchall U200l UA &l O,
(A) STAR (B) BUS (C) RING (D) MESH
5 YslReil Folc 32l Yol HI2 Uslalell 00l GUAdL 53 8.

(A) UTP 3alcd  (B) Co-Axial30lct (C) Fiber Optic 36lcd (D) STP 30t

Q2. A ([Aseu ad wiel ol YU

1. 5122R Aecldul YMRld Qa0 da stelaglxlstl ot sdAlHL WA B.
2. YslRa] s112j2R Azas AdMl Yralldd 2dd s .

3. RJ-45 sas2R Ysloll SeeAHl GUAML AcMl wa 8.

4. Wi-Fi al2db Ysloll YAREL MMl GUAL 52 B.

5. @R AWAUL [QQuU s12a Asal U2 GUsRlell GUAL A B,
1. clRRAY Aeadui U Bq stal B 52 .

Q3. ol Aol clisll WA B ¥ vllel A sél.
(1) % BausA Bridge AM% Routers] 512l 8 & Aal Brouter sdcllad ®.
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(2) sleuRl Arelell Wied(l Aedsa BAN sdalal ©.

(3) Wi-Fi alects yalld sl HI2 Gatewayell %32 usdl la .

(4) Client-Server Models] 512l request-response YR c{lell ad aa B.

(5) Crimping Toolo{l HEE A3 Fiber Optic SGAHL sAs29] BIsIQL $3| AslA B.

Q4. A9 Assi Alsl:

1. RJ-45 Sals2? a. Fiber Optic 3¢
2. BNC $al52R b. GULs esallcdllY
3. SC/ST sals2R c. SlAA-AUU sal59al
4. VSAT d. UTP 3uct

5. HI3H e. Co-Axial 34c
ogcllodl

Q1. 1.C (WAN) 2.B (Qoscllat) 3. D (Anc{lsl2R) 4. A (STAR) 5. C (Fiber Optic 3G1Cl)
Q2. 1. QaAsld 2. MAN 3. UTP 4. dllaRA™ 5. &6t wacll [l 1. Wireless Access Point
Q3. 1. Wz 2.Wlg 3.uWlg 4. w3 5. W@
Q4. 1. RJ-45 $as2 - d (UTP 50id) 2. BNC $a1522 — e (Co-Axial 36A)

3. SC/ST $as2R - a (Fiber Optic 3 ) 4. VSAT — b (BUle 25allAl%)

5. HI3H — ¢ (SLAA-AU Sa59al)

o ul s1ejeell Gurlloll
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YsWL 2 : He2rale uRu

Yrclldall

2.1 uRua

2.2 ®Bo2raleell Al

2.3 Ho2Rale UdAU

2.4 2U Add SIAet (Top Level Domain)
2.5 8ozl UM sclloll uglQal

2.6 WG (Browser)

2.7 et

G&al

o Bo2a2 AHY Boae Aclloll MEA Anacl

o Bo2Rae RN sclloll Ugld QA Uxy Anadl

o WlGRBRa{l GUALLAL AMe Aoll YAl ey 5.
e E-mail QA AHYy HIEsM R UGB 5ol AeAUU SR,

2.1 WRBua

Azcbell UQl Aeas A AUUD Boeate 33 AWl lA. Boeae 2AcE A AGEA oAl 8. INTER
Connection Aol NET Work &5Hi 8eea12 (INTERNET) 2@ Aso{lost W AlslAcl s12jeall (Aauan
UYE B. AU A Bo2al2 alRl BSIA $1122 AR A H(ecllof MlELlt YElat 53 A3 B. WP
coledL [Qaotl Hlel elldloll Il Bozae AU ASOUAAL B,

Bo2al2ell (ARGl HI2 8l WssA Urele] URA«L olell, Ao (R2AAG Gozrole WA BSIAA cASAA,
2oy e, AUl UERA ddR glrl A . 32cis ElA Borale HZell 0 A (ARl
YAl B dal AUYs URRAAHL Rlatell ual Bty sl B. oeae W Al »suel [@sit wndl
512422 QA As R AMlet B. Al Beall wys ol gAl €2 YU Bo2rale dUR sclloll s
Al Al asell @AMl o Yool URell €35 Hojrl 8oz UdEdoll GUAL 5l A AM Hlotg
QAN & ALl «&l.

Bo2al2ell Gealcl: Boa2oll Gesildall AR R oA Yol B
1962: YUH 51»J2R alectboll du uy.
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1964: U2 Aol 2w us.
1965: slAUR esweo(l U uUs.
1969: URU2e(l YU Uy,
1972: TCP/IP OlotlclallHl ).
1984: Bo2al2 ollHI(Aulol 2.
1989: WWW GloilalellHl A<’

Al yAH 196911 AURRSlell ARetel (Qewol il Asclled RUA Ugse Aoell (Ul — ARPA) iRl
ARPANETe{l 2ol sclldl alcll. cddteol 8.4, 197001l exstHL Uizl ay ([Asid Ul ual Aof
oA 2 U UG ASIQL U, ATUAHL L AeasHl Yol o WSl AL AMe 512 ASOUACL
&cll.

8.0.19800ll UGUHI BITNET el CSNET ®cli oflost alead wRAcMl wcal. ds dvoll wldui
51A% AMe Alust ([@Qewdll Asollot WA UABBRS A AslY AF A dqUR UARSIHL et
U $LBB At GlRL YUR 512 alecls NSFNET ofl RuUotl saltil alcll. Gudiscdla ay w3l
AL Y3l wsal MR daUl 8ol GUR sl sal HiZell Assd LRGN olssl sal HI& NSF
(A2olc Ao §God2ol) &l 1993HL INTER NIC (8o2Ra2olct A2ad BogHalol Ao2R) ollioll As
olcl AU NSFoll UeANYL ATRT ual NSI (slead ARt BoslURA) ol UsAXell dF sl
8.

WS\ (Protocol): UlMled Id Bozrade HIZ Hud WASlA dil3 TCP/IP duRla 8. Al Rau
NETBEUI, PPP (W82 g W&oz WASlA), SLIP (RFlAA clget Bo2ae W2Sld), SMTP (Rruct
Aot glods YlASlA), FTP (I8 glodsR Jlalsled), TELNET (2bleld ©3jAalet Wals\A)ell
Boa2all YAlSlA 313 GulloL U8 A% B.

WIBMBR: YoMl Aol UB2U Alal HiZ WlBRReL (BROWSER) GUAIL scllMl A 8. FHl wUUd
B A AcAse] ot dullal Aoz Sl AWUAL ¥ A Acl AU WUl AR B, U Al Asl UEBU0]
ol AWl R udcl Www (deS algs Aol) durg Ud B. M, Aldl ¥BA dl BoeAe GUR
RIvA Ao U Asollat WA stouell Bu oAl 8. Bl M Dy GuAdiscioll slejeui
ALl w3 B. acs alys Aol GUR Ul utll Au B2 512 aeds, 512 ReHoll Heedl e
UAA 8l B. o222 HI2 %331 Aot U dak scl H2 (AU YsiRell getall GUAL scllHl
WA B, BUL HTML (8l8UR 252 HISuU AdA%), DHTML (Sleadls sleur 25w Miduu Aody) A
uol o Heccloll Ul YARA el 8. wl GURid Aot Uy el M2 Aedu adldler, Be2rale
ASULARR AR Bell UIGRR GUAGH B, BHI Bo2ae ASHUWARR cltll? YHIRHL YA B.
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goeae AsAWARR A3 5d: AUMA A Boeae AsAWARA WUBSlol $1RJ2ell ds2AU UR
Ul 2 A A B, AH Ol e Aol MUAA YUHHL ootz AsUWEARR s3lal lelel sl B
Al Woe? Sl AUl o (A 2.1-aul el Yool ooz WSALARR WUt AR B. BU Address
Bardl UG ¥ A QolseMl ¥d 8la A AcAsee] ol cull Aoz 8l WUl ¥ A Aol W
WlUel AUlA B, UL A5 U Was Aolsed vllust 531 ASIA Sl

L0 0 [ https://uwww.google.co.in/

+You Gmail Images ::2 m
A faster way to browse on
@’ indows
Install Google Chrome

India

Google

Google Search T'm Feeling Lucky

Google.co.in offered in: Hindi Bengali Telugu Marathi Tamil Gujarati Kannada Malayalam Punjabi

Ug(A 2.1-a Goeralz ASAARR GGRHR
Bo2al2 SlAEle(l WA U IRFAERA URL B . BozaA2ell HI2l ARSLAEL 3501 B. 352 A A
A5 B 3 A AR GUREl Heccloll HEAl ARslARUR A ANA & dal Aol g scUHl GUAL 53
8. adll, 8ozl vlal AHAUR Adcsl wal Bsudl dclla 8. B2z GUR declls wisZl sl
Ul ol HA B, Rl UM AHY Uil &l AL B, ul GURAd o222 gll HEl i, AsAUA
Bl AetHyl AldA Ul slije Ul alaRY udlALsalle] sl ugl udctsedl ag a¥ 8. dlA el
WAL YAUR HIZ Bo2Rale Hecclo] HItAM olofl 213 B.

2.2 Bo2Ra2e(l Al

UHR A 8ozrazall GUADL 8-Aset, AL, YU s, QARA Slosod, Bet-clteset WUl
A HollRael M2 cUlUS YHIRHL Ul slal HA ©.

i) MRl wostoll: Mo AA AG sdalld B ¥ ozale Wed AYaHl wUWAA HEAlA 2idLs.
WU Qe slsurl (@, ytal, cauldd, 2abls, dalds, Axdla, glaclol, aslol, e, ¥
UcA 58 Aotell Ml 2natcll sl A uys ¥ ASSHUL ULl A dlestcllot dAlgdRell HldAl
AU B,
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i) 8-Asc: 8AsAs At A Boealeall Yol % QA Gullol B. L Aol Heedll s (s
ol calsc, e R, Al ¥ AR [Qaotl sleugl el Wscll a3 8. Ul A ugl Ad
sl BUA . 8-A8A MR WU Wdle] A5 Yo .Sl 8ld %33 B, AHeA I A
ultl@ @21 D, baou@rediffmail.com QU baou A Account Holder's ID, Rediffmail.com A Domain
Name WMol @ o Separator 5& 9.

B-NBAML cURdL 2AcEL :

e Outlook Express: wG2¢]s AaYU 8-RBA SClAR . uBags AaYuo] Yuu sl 8-ABc
daR sal, olly 518 cauldd ¥ AN AUQAl WsAAA 8-A8A cidudl, Aol Yyl dall
33| €Ay HSEcll.

e Inbox: }UUGL 8-ABE AHL UR AUAA WAL} 4Us 5 SlEsR B.

e Outbox: ¥ 8-N8A &% HsAclloll Wil B, Aol UL 53| AW Sles B,

e Sent ltems: UG WUUA ¥ UQ 8-ABA HSAA Sl Aol AoLe 83 Aw Sles B,

e New Mail: otcll 8-A8A dAlR 5cll HI2 L vlotoll GUADL AUl B.

e Send: dAR 5¥CAL ABA HSACA HIZ Al teololl GUADL AR B,

o Deleted ltems: UGB g2 83| €lAct AYalctall AoUe 53| Avq Sles? 8.

e Attachment: 8-28co(l U SBURL $I8Ca] B SRl 53R WSl HE Wl olesiell GUAL AUl
.

e Addresses: 8-H8A ActlHlall AUS 53| Avicll U 2L B Lelotall GUADL scUML w1 B.

i) AL Yalloll HIZ A2l RAUUE R B Boll Yol GUAIL U Wl B. o ASl WA Ausu
dcl HI2 Aol duRlA B. G.EL. Facebook, Whatsapp. dlHlel 3lA Aol Ae@ Aso{lost A3 AUH
AR el Ul Aus, A HER 8-A8A B 8lg w33 B, el AR USA GUALDL AUeUY
sl (Qenel scli 8l B, BuL Vs o AHA As WA As scdl AU B WA vl
Al 531 Asta B, wA A uQl Qe sleurl A A3l cauldd WA dR 8w decl UHA
Yl cdvgell Heedll aidAld as a3 .

iv) (QSlall slegra{[ol (YU [382U0l): £ Bl cABAM Asollostal B wa cllcd 531 2 Aal (Aglad
Sloga{lol sdaua 8. A yo GuAd(l B. G.el. Skype, Webex. U ©Qll clR o AAA UR
BSA Sl AH 03f23 IS5 Aotl WAL A8l B ol AAUEELA B A &UN Yol UY Sl AUl sl
B Wal A clcdlctu 531 62Ul Slal B Bl UG A Ul ASI lA. Al GURAA 518 SlaARseR
UARsHL 8lat A Aoll SUsll RdAMl 8lA Al A elRd Aadldl He@ Aol WN(BUML Asl Asl
AURAML Aol AASIFRA WA ABe aldAd Ul 531 23 & Aol vl (Al Sleged 33
Aol sl U Bo2c ULL UESIA Ul % A Al wcdl @ B, i, LA LR s
(A Slogodo] UARL ctld A B, ol WlclolRl AHAUML ¢Rlal W2 WARSL, dset, el
gclldl te@ Alcll o A YR Asl o clsa sYe{lFastoll Heedl aRldR @8 astal. ddil, el
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v)

vi)

vii)

WAL Gl A 8 3 il AR Asoly ol slaeild lgal aldloll WuUA ROl 53 asta
8.

Wlet-cllgel WUl s U SlouRl YsRell WIlEl sl sla Al 818 £slal wclleoll %32 &ldl
odll. 5t BUUQ WUR] Bo2Ral2 2R sRcllef Slal B. Aol Aul at-clteset MU0l 531 wuudl ugll
el Suc{llloll Aotl-wee gl © A Ac-ABAHL wcllo] A B, A AclAUBLUHL ¥Ba 2oL
HWict, ¥ @ dxg wilealoll la A ue s31 aAsla B wA AL ¥ WS Ul asla B, SR
U Y5 ¥ ARAML A dxg wuel U YUl B A sUslloll Axoe Ul A B, oea2ell
Heedl vugal uell well uleollall Holl 2% B. As AL UojAR WARSHL slet Ul wWIElM
5 40% B2l WRlEl 8o2rale USl Al B. L Blot-cltset WUotHl Al ay yuRAA wse
3% www.amazon.com ®.

alsdl aleal: 518 sUoll 3 raual 518 sHAAl %32 8lal Al Boerale gl Wdllell ¥3R2Utcsll
#3A 531 AF B U w3IlaAlAHE S wURY 53 A V. B2 UR cl alls3ull HIZ wostell
8. A YA Quul dlsdlell dsl Gasan 53R WA B, B U2 Uas AclulseA sl 8. FUL WU
wURll (Qatdl Y8l Bl AANEs oltldel slofl st B wal Ul UL 8-ABA GUR Aol (A
Qe MR el %1 B €l.cd timesjobs.com

Holl2oel: AUURLA $2L00 Al fla $85 HollRwol HIZ (5eH, HEUAUR, RHUA cldRell lele
HEldl sl dl d el dradedl Ancll asta 8. Bal HIZ AU HUAL dolUsH S B.

viii) 3 daUl ol of($ol: waRyadR M2 Haleldl AlSl A dal ABIEL ¥ vietdll vy, 2ldcsll

ix)

x)

Xi)

Xii)

Gualal 52 B. Al ¢f¥ol UR cllgedl Gell @l dy UM cAldd sRAUA WEA  YoeRale
Wt cleat of(5otel YlAul A B. G.EL. Ircte.gov.in

Rl HIRBAl: Boea2 BURla %=l (location) QA HIBA A B dal Aot slat £2ld B. G.€L
Google Map

AHAR: weoll gllaunl g ae 26a B, A rlal AR Bozale Ul MRl 1ol 2% B. G.eL
Divyabhaskar.in (Gujarati), Times of India (English).

o ¥ slAxHL ydel Aaddl: udedlsl won ¥ slAxHl yde Aadal MR 8e2rale Wl %
HeEe 52 9. G.EL baou.edu.in, gtu.ac.in, siksha.com

Yol wllloget: @Azl ¥ 2ol o @Hel sRal M2l Al ¢f$ol sl yad wa 8. GLel

Yatraa.com

AHA%oll PclotHl MRl GUAN YARAA 8. ull GURgd Ul daslal ootd, oflost at-adui
oAl alle(l-102] e, GURid ueAd Hzoll (QRQuuer HRA AU Guateu adl sl ®.
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2.3 8022 AJA (Internet Address)

BH AUUQ Wclloll YR Yl udAal HR vot & WsUE AL Rl AUl AJAU Hxol AU allR
A A BoeA2 UR WAAL €35 5112422 ol ASIQlell Aotod BOARL HIZ AZA %33 8. Al
Bo2ae AJU seclld B.

" Network Connections MEIES

Qe - () (T Osearh [ rolbers [T+ i Folder syme

address | @) Metwork Cannections >k
LAN or High-Speed Internet

g—f’ Local Area Connection —
Connected, Firewalled : [?[x]
i, RealtekPCle GBE Famit Cont.. S ? X . . —
N —— Network Connection Details ‘ ? ‘&|
| Genersl| Sugpan | | -
Metwork Connection Details:
Connsction status
B Froperty Value
-ﬂ bdress Type: Manually Corfigured Physical Addess 09D A
P éddress: 152,188,101 108 P e I B m109
Subnet Mask. 266.255.0.0 Diefault Gateway
DNS Server 192.168.100.100
Default Gateway: WINS Server
Other Places
3 control Panel
& My Network Plaes windows did not detect problems with this
connection. If you cannot conneet, click

() My Documents Fiepatr.

Cornected, Firewalled

Realtek PCle GBE Familly

Contraller
Address: 192,168,101.109

pig
Subnet Mask: 255, 255.0.0
Marually Configured

ectinter... | [ internet s, Metw

ctions & Loc

(A 2.1-b Bozrale WA

ul GuR eldd Wlol vWlddl HIZ Soglct Uolet AUl My ComputerHi lal RURGIE  Network
Connection UME $3A. $112J2R B2l Sl AU ASAA 6 A eld B. L WletMl “Local Area
Connection” ollMell ConnectionHl SIAA B. Boll UR SHA (BAS 5l Aof Status WAA. AML
Supportdl Detailsdl (As 590 Al ol stAAL ollst WA BHL Physical Address, IP Address,
Subnet Mask, Default Gateway, DNS Server AH% Wins Server dldR olltle{l HIB Al g2l &2l

weS. Ul AJU (IP Address)

ool YHIRlA Y2SlAa IP 53 B. o2rale U HSIAA €38 51»J2a ololR wUHl WA .
Bol “Bozrale olelR” 5& B. doll 32 bits Slal O, Bl UR GOHL AdUA B, AW2A ¥ As GOHL UG (8
bits) &2l ®. L €35 8 bitsHl 0 &l 255 Ylloll 55 AvaUA % 53 B. N, ol WL [QAAY 218
8l . IP AWJUo] GELERWL 203.52.42.36 O. IP AJU Bo2Ralz UR €5 ASIQL Uotod I ol
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HER dauga 8. Al As Hlel Ul FoeAe BSIBL URpAdg A Al A Asxy Hloa Ul Soerale
AU sl A3 B.

N5 AJU (MAC Address)

MAC Address 2@ Medium Access Control Address. A2al5Hl WAL €35 $112J2R sl8AR Wl Y[ls
W33 (5320l olelk ® B 48 Bits WUCl 64 Bits Bozole AWsU2R Ul 515 B. L Sls A HER
WollAc YAA SlA 8. ¥ dledd 823U SoRlAAwll (NIC) NoyF5u 6l UWAC slal 8. Aol
AN IEEE (Sodlede s 8Asdlsd Aos 8AsIAs eollad) skl eldcll (@Rl yuud
BUAHL A B,

Y& AJA 7/ W «ie? (Port Address / Port Number)

§1RJ2R aleas AHY SoeraeHl (AU Al (Services) Bl ¥ SIBEA 2o, 8-REE, Axt AU(dxall
GualdL Ul 8l B, €35 AldH W2 Yd RuilRd WE Guadl Aclad B B 5185 vl gl
WOHAHL A B Aol WE AWJAU 5ElA lal. BelsW ¥ SI8A 2loU$R (FTP) HIZ 21 oloRell W&
e B AR HTTP U 80 ol 8-A8EA HsAAl M2 (SMTP) 25 GUAHL Aau B.

SlsURL Acll Firewall gL UGB 3 ARPA scl W2 WE AJUA GUAL %32 olal B.

2.4 2lU Add S\AYel (Top Level Domain)

IP AU ALE AU W % AR B. Al dal AR otd ety Ul udcusell ae Al asia
ul ARRA ot dUclell wolas Boeal2 Glell s31 wal sl scl DNS (Domain Name System)sil
UL U, B €35 IPal SIASAHL $Rclcll ocll. Bo2ale 52l AAHL GUAGY $AA B, W YHIQlell %EL

®el S\IAet oA YA &.

.gov Government
.mil Military

.edu Educational
.com Commercial
.org Organization
.net Network

Ul 511201l Gualol 25



B-d 2ol H2 ollA YA Ul SINSet ollH AU B.

.in India

.au Australia
.us America
.uk England
.ca Canada

QRU Auueea IP Address glRl Ale AWl Ul gadl RS A Bl AR utuld
@QsutcteHl aucll 8. wel google.com, yahoo.com, baou.edu,in, gswan.gov.in, Gujarat.gov.in %cll
AN oMYl U Hals Ace Wicl ASIA. elsdHl €35 AuAse S18al S8 IP Address gl3L
st sl gl B.

Command prompt U o{lA Yolall sHIeS &lRL SlEURL SIASa AX M2 Aoj IP AJ™A .l sl B.

C:\> nslookup gswan.gov.in

SISt AH @AM (Domain Name System)

Al olld ydR

DNs udR
—I ¥ I
.COM oy ¥R

| (. 4]
1 |

’ example.com

DNS s o AR

Aulg(A 2.2 DNS UCR
AR AUUQ 518 AcAEe WA IR AU $112R SR A fled (DNS) UdRal dub 53 *

A AuAeq] IP AZA ANA B, RAURGILE AU 511422 RNAd IP AJue(l Heedl Auaueeatl UdR
(webserver) URel Aot VY WlBAUL AlS 52 8. wl Y5 DNS RAcY2lst (resolution) 3l
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oAl Hl A B, (A 2.2u0 ealcall Yol wWUY] 511422 AR Example.com AnidlEe Wl
HIAL AR (AQY DNS AdR €l A AclEes] 1P AJA Ancllad B. sldHl gllaueul %12 DNS
AR URACH B.

ag@shi A Ae? (Uniform Resource Locators - URLS)

Uniform Resource Locator (URL) ol U@l Aol AdA ¥ uel Aol gl €35 dotuse (Aldu
AuUYRell AMe Sl 8. Al €3 Aul WY (Webpage) So2ale UR ol (unique) A wHaudl
AslA AHY AU A Al WIGBHL A8 A Yl wl €35 AWUSwal Ml HIZ URLell
GuaolL Ul 8. URLHL Yl_lsld, duse (SIAEe1), W (Path) dAHY $IEEa] ol GUAHL Aalld
8. 518Ul AuAS2ell YAs AclULy ol lowall HIE URL HEEIU UB A3 B.

GelsQl ddl} ol Santra rosa SlA%6{l ARIQI et AHU{l HIRA 2uudl URL ®

Uniform Resource Locator
http://www.santarosa.edu/library/about/hours.html

protocol

address of host computer path  filename

Bll§[a 2.3 Uniform Resource Locators (URLs)

A3l youl ustAl

/ 1. % M3 51ReR dlzas 5 Poerae WA AsAA &l Al doj IP AJA ASIAL \
2. % dHI3 51RRR Po2al2 U WSAA &2l Al nslookup §HLeS &lRL google.come] IP
UJA el

3. o{lAall Aol Yausid A.

www.baou.edu.in
WWWw.gujaratuniversity.org.in
www.pmindia.nic.in
www.hostindia.net

www.ril.com /

TSR RN O |

=
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http://www.hostindia.net/
http://www.ril.com/

2.5 8o2ra2 UM A scllo{l ugldl

Qs 2500 Y Bo2ale AU Blsiaall Hizetl [@Asedl oA Yool B.
i) stadse Al Algat (Direct/Leased Line)

i) e slaAA-MU (Remote Dial-up)

ii) SLIP/PPP

iv)  SLHRRAA wotcllest U (Commercial Online Services)

i) stadse / dlo cldot: wel A8 cAlgetoll GUAL 531 Bozale WA BSIE ASA B AU Aoll
gl 0L ol 5AR Yuw Aos(AseU (Bandwidth), Yol vl el Aeil &l wWUR otssl Al
A B, Ao A dlos ot sAsAAML AR WA i 8.

i) alle slaAA-UU: AR ISP (Internet Service Provider) gL d2-A 512jeR ¥ 2A5et sasdl{ldl
URled Sl IR Ul §11J2a % Al AUUM WA B dAsl Remote Dial-up 5& 8.

i) SLIP/PPP: 332 SlAA-AUU glRL ASIAA 5122 U sClllee PPP (Point to Point Protocol) (31
ASLE AX B el Bl SClUoe L W$2AReAl BUAIL Host Computer UL slslalall & 52 8.

iv) SlHelact vllstctsot UlU: Online Environment el Internet Service SAllozal Y3 ULSq &lad B.
A QL lot UlA gL sclloeoll AsE Sleal U MINMeATBeUotoll Host Computer UL B3 B.

2.6 6llGRBR (Browser)

WU Boae dl WA 53, U Aol Gudal sl RAata clet ot Aacll astad. Al SoerAe WA
glslall MR GlGHR tollalcllHl lc?] Boll GUAL Bo2el2 clURal M2 AlA . UMl I e
Slol el AUAUHL WIGRR Alal HA B. WGl UslR oA aglc B.

i) Line Browser: 3l As Acll YsRej GllBABR B ¥ ¥ 5HIoS Al o223 Yol U B, dal
WIGAHR GlRL $5d 252 32ty (BA A B. Al et UR olAcll sty Was SHIoS WA Aol
GUAE AL AU Sl B. Boll Heeedl Y AW Uas sl 53 A3 B,

i) Graphical Browser: GlEel olG»3R gl HeAlHlBa 32t Fal ¥ alEsd, QS wa WSRAA
gAlcl aAscl otell Boll 2 2l AUUBSAH UIBBR sloticllAl B. $5c S1-60S UR o UUR of Al A
HIGUA Ul UFol awd GUAML A8 AF B, AMes ul sltGxdul slauR(ds gel-gel scell
yealld 531 ad B, YR ([Ascll Guadotell 53 AcUSy A A & A el a¥ ] sk %
UM A slauR(ds Rl scRell 8l B ua A A (visited) @5 A 2l scRell sl
8.
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i) Java Enabled Browser: 3l 3§ @.C:L WIB% &. % Java Languageﬂ Gualol 531 AdR Higl Java
Appletsal SIGLAlS ¥ sCllozoll $112J2RHl R0t (Execute) 53| 25 8. Boll 6l Dynamic Contentsll
Alet vl WlB%R Rl Aol asta 8.

gl 2.4-a YEL YEL GUERR

UL GURelL 5lot MMl AR Hua wiBxR ealdel B.
i)  Se2ale WsAWARR (Internet Explorer)

i) Al $laARSISU (Moxzilla Firefox)

i) 9o S\H (Google Chrome)

iv) 83l (Safari)

UL ARA G Yyl ¥ Yvlld B. Ul Soeale WARALARR wtl (Aedlos s1peul udddl o
UAA A B, Fo2ale GllBH ad AU AcAUT2 Hlcdl slsA Sl ollGBUL s YAul
GuAoU 8l B. WAL UAIN GIBHR dlal vl Hal eldlell YRAUR olul GIGRHL GUucsd &l .
& UG AR LAl w1 YQuA uRua Aacl .

(a) Back ¥l Forward Button: ¥l 6l2ol cd AUB Aet £12Ulel WIUGaAL Au-UPUa He ASIA
Sl auey wte(lell Navigate 531 st B.

(b) Refresh/ Reload o\ Stop Button: Refresh/Reload ®2et GlL AUULL S8 UQl Awl V% ol browser
Ui s3lell Als 531 asta AUy sARSs S8 Aol WS A AlS Uil dy AH2A ALLA &l dl Aa
Stop 2ol gLl ASl sl B.

(c) Zooming: Browserail U&R olloll 3 M2l 53 AslA B,

(d) Home Button: @GXU( Blank Page 4&cll cl WUQ] S8 Home Page (Default website) AlS &3
AslA B.

(e) Search bar: So22a2 U UA Weet ad SleuQl sl-af (keywords) Hzoll H(EAl 2uct H2
Search bar oll GUalaL 53| st B.

(f) Address bar: QulleFeal AJU URHL 28U sclledll A WlBRUL Al A B.

(g) Status bar: %2 SHURL AcAESe ollG3UL Als Al alat R Aol yould Reu-olRHl A8
AslA B.

(h) Pinned Websites: HMoluie doidgeal et salell [@QosSly 76l 2RsMr Wl A Auuse
wRadlel Wil asia B.
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(i) Bookmarks: Holude Aulefeal el sideall Aol ol ofsHls scldll WlBB dsl Al AN
8. Auey AR AU W 818 WlBAL Aol (Session) ER12Ulet YsUIEHL w8 AlS 53| AslA B.
(i) History: So2a2 GllGAlaL elel Yeusid Al Auuee o WBRR (B:FL (History) ¥ ale

AW B AUy e 818 (& el dlGAlolell (Aotd History sl Aacll asta .

(k) In private Browsing: %2R AUUQ 5122 URYl Bo2rale AFDL scll AlgA ¢lA R wugll
(82l A s 32l olBRBRML Save U ¥l Sla B. AdR 512 UR Al YslRell S2l Ac Al
A AU oell el siBxrell ul YlAul Hectoll UAA ug ad. Aol GUAdL scltell }ual
522Ul SlBURL UsRall 32l ¥ (gl Act adl otell Bl 53l U] wtGAldl A2lot YAAA @

B.

(1) Internet Options: GLB%R 01 Configuration aAxy %{[30[ C{U{dci Behaviour (ClciQLS) aissl s3l asiA
8. WlGRR oll [AlAY waALD Bal ¥ RsyEl (Security), (83| (History), So2o2 (Content) [(AdNRe]

(Qotctau? Configuration 53| st .

2 aboutTabs

D GX| 2 NewTab

X

—

Your most popular sites

Print
File ]
Zoom

Safety »

View downloads Ctri+)
Manage add-ons
F12 developer tools

Goto pinned sites

Intemet options

About Intemet Explorer

ULg(A 2.4-b Soeralz ASRKUARR (Internet Explorer) GlEBRall o2 2l 2Lat
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Internet Opticns m

e

General | Security |Privaq-' | Content I Connections I Programs | ndvancedl

Select a zone to view or change security settings.

@ & v O

Internet Localintranet  Trusted sites  Restricted
sites

Internet

Sites
0 This zone is for Internet websites, S
except those listed in trusted and
restricted zones.,

Security level for this zone
Allowed levels for this zone: Medium to High

[ High
- Appropriate for websites that might have harmful
content
- Maximum safeguards
- Less secure features are disabled

Enable Protected Mode (requires restarting Internet Explorer)

[ Custom level... ” Default level ]

l Reset all zones to default level ]

[ OK, ][ Cancel H Apply ]

—
Ag(A 2.4-c o2 [@AsEU (Internet Options)

A3 wolld usiAl

1. Google.com o\ default Uef% 3% A2 $3A.
2. www.baou.edu.in AGHALET2 WA AU WIBAHR Bl ¥ IE, Chrome, Firefox AADRHL A
53

2.7 el

Q1. o{lAstniell Ao [Aseu ue 52A
1 8o2Raleall BUlloL sall o{lAstuiell 9 sl 8lg AsA?
A) WG B) HIBslAse AW(EU  C) wWB2Es D) AB-$8 (Wi-Fi)

2 YAURAA(URL) of Ly olld 8.
A) Ystss RAu Adalet B) 3Ylsll R Adex
C) YA RAA los D) Ylisles RAU dlos
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http://www.baou.edu.in/

3

8-A8A a&a abc@baou.edu Hli NG oAlH B.
A) abc B) .org C) baou.org D) None of above

slAauiell 53 Aclls Ause AZA B?

A) www.baou.edu.in B) www.baou@india.baou
C) wwww.baou.india.uni D) wwwbaou.university.com
gozaeoll MUAS 0.

A) USA (URARsl) B) UK (Yolleses BotsH-[@aat) C) India (BUIRA) D) No body (AsUQL «18l)

egciloll
Q1. 1. A (Browser) 2. B (@811 RAA A¥eR) 3. D (None of above) 4. A (www.baou.edu.in)

5. D (AsUL aldl)

o ul s1ejeell Gurlloll
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mailto:abc@baou.edu
http://www.baou.edu.in/

UsWl 3 : HIBslAse wWB2ds

Yrclldall

3.1 ABegs (Outlook)

3.2 ©-08d GRRAl/S$05O1R scll (Adding and Configuring E-Mail)
3.3 8-R8cHl oflsial Al Ul (Attachment and Signature in E-Mail)
3.4 AUG2sHL 5QA0SR (calendar)

3.5  ABeysHl URelUHL (Contacts)

3.6 sl Aal ollu (Task and Note)

3.7 ajad wsde Aedd (virtual Private Network — VPN)

3.8 UL HLIA ﬂ%&{lcﬂ uRuA (General Security Concepts)

3.9  slARAA (Firewall)

3.10  3UR3U sl Y&l (Infrastructure Security)

3.1 aA2ds QO{C't%l[éOl (Network Troubleshooting)

3.2 Rl

e E-mail A AHy HISsMR UGB sl AeAUU SR,

3.1 AB2Ss (Outlook)

UGBS AW HFSAG 6lRL slotlalclHl R 8. ®HL E-Mail, Calendar, Contact, Address o Create
U Store 5cll Mol YAul B. FozaleUd RSl MBasoll -NFAal AUl 3 Aall HE GUloL
531 AslA SlA. wBeds UAUHA SIAEL A B ¥ F-AFAHA o2l AdR UQL HE ASIA B, WP
uUBeds URll Susllil cuRviad 8. Boll GUADL Yo o ARA B, B AU H&A,

ulgld 2.5u0 eldc Wt dA AR WGeds WA Ag drcd % wlal N, AL Wlot UR AR
Aol USA. el ok (3 YlouHHl ealcaul Yool o NojollRell dNsall §A. AUI-1HL dHal Mail
@Y Hlddl Al HOA. AUl AR B 585 RASS 520 A @oL-2HL lal HAOR. eldl-14Hi Inbox B. Aell
eldt-20{l  2A3ULAHL Inbox ARA 8. ollost gll HAA S-A8A InboxHL Save Ll B. OL-2Hl A8
WR (5A5 $cll ¥ Agj alloj Preview @OL-3 Ul Gldlladl. el @UOL-4Hl Calendar & ¥ @lol-1Hl UGl B.
Calendarell GUAOL IR cAl3lW Alall %. ogl URd, 58 W 9 sld sclle] & dal slell WA @AZloL
8, olcdoll stHoll ALEl AR save $3| AslA B,
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= ox

[+ Inbex - Microsoft Outlook
Type & question for help v

i File Edit View Go Tools Adions Help

PEdNew ~ | B8 B3 X | ChReply FEReplyto Al (3 Forward W | 52| FysendReceive - (& | [@ Searchaddressbooks - | @ =
Mail « || 5 Inbox To-Do Bar » X
[ Pl 4 April 2014 »
| Click here ta enable Instant Search | SM TW T F S
1 23 4 5
Arranged By: Date Nawest on top 6 7 s[810 1112
P There are no items to show in this view. 13 14 15 15 17 18 19
02223 H 5%
7 8 2 30

2] All Mail Ttems -

2 €} Personal Folders
(a] Deleted Items (1}
L7 Drafts [1]
5 il
[ Junk E-mai
(i) outbox [3]

[F] RS Feeds

(=] Sent Items
# ;3 Search Folders

[ Mail
5] catendar
8=| contacts
7] Tasks

M= P

Q ftems Send/Receive Complete B3~

Al 2.5 WBeefs AsUYA

3.2 8-08c GRRl / s[Ho1R s:cll (Adding and Configuring E-Mail)

-1 AeA SARAs ASAH (SARAS 2Uld). So2aeell Heel S-ATAH gl BsuUl slsuLL
aule Wscdl asta B, S-AFd Andal HIR S-ASA AJU (-2 E.Sl) 8lg % BTN B Wote
8l 8. wGBagsdl -1t Wscal ¥ Acl HIZ Aal configure sclloll %32 U3 B. Configure HIA WS
o cduld sclloll %32 Ud B. WBeds ol WlAdl R¥et UR Configuring Outlook ollie] SIAADL GllsU
lal HOA. URWlE ollof wWBeeds Startup UA. AHL Next UR BASs 5. =il E-mail Account Q3
YoMl e, %l dA Configure 5cll daulRk 8la dl (Yes) &l ot8lcR oll (No) UR GAS 53

Account Information

No account available. Add an e-mail account to enable additional featu

Modify settings for this account and configure addit

8

Account

Settings ~
Outlook Add Account..,
I Options Add an e-mail account or other

connection,
Exit ";L Account Settings...
6' Add and remove accounts or change

existing connection settings

B HL 511J2201l GuALoN 34



Ul 2.6 Beefs WA YA 2010ML 8-ASE WS s2cll (Add an Email Account to MS Outlook 2010)

&q, UG sHl HidteuHl wddl Mol [Qotd AVl RURGUE Next UR (5As 5A. Wal %\ Configure
UsOAYds U8 %A l Finish UR (5As 83| s olgldR Error olcllad,

RURGLE Udllo] otq AslGo2 Wleal M2 stoll ol Aell GUR wWBagsHl Sign 6. Aol UR (AS 53|
ProfileHl %d. AMi Info A InfoHl Add Account UR (5A5 5. AMi dHIZl [Qold HdtecuHl e a
Y@l (Qotct el vite AHA YA %l dl W2 &l WSl Al dHL3 AslGoe GRRAL

3.3 8-A8cMl oflstgl Aal Uél (Attachment and Signature in E-Mail)

8-NSAHL 518 18 3 32l GARAL M2 Insert Mo UR %8 Attach UR (A5 5cll wal siscdt RAse
sl A A STA dAMRL F-RSAHL Attach AAAL Blal HAA W Wdloll SlBURl S A S8
sl astal.

8d, 818 cU3dal 518 S8 ¥ SleURl did HsAAl M2 A YUH FilesHl %8 New UR (BAS 53A Wal
GuR e2lAcll @t WA RURGUE Attach File UR 5As 53 wlG s3] slctal WUt $A ol Attach
dall €], M, ST, ARl ¥ wod Alx drglle] H1SIL (Attachment) AU ARl 531 aslA
Sl dal Wscl el aslA ¢l

S-ASctHl A8l GRRal 1S Signature UR (A 531 ATl HIRA el udl daur U 3. @R A
5-NSA HISAUHL AA B RAUR F-ASCAoll AWl BldHl U8l GRRAY s B.

ETIN" | |= Untitled - Message (HTML)
‘ 2 ‘ Message Insert Options Format Text Review Developer Add-Ins MyTab
= - ™
o & o O : SRl gel ) 4 - ¥ Follow Up ~
v N [ECE Mgy g 3
y ¥ High Importance
Paste B I U = = = | i= i= Address Check | Attach |Aftach |Signature = Assigh
v Book Names File |Item ~ - polig) - # Low Importance
Clipboard Basic Text Names Y pusiness Card » Tags : | Zoom
B calendar..
From v offdevdx@microsoft.com @ c °
3 9 outlook Item
=1 To.. e
Send . . .,
Cc.
Subject:

Ul 2.7 8-ABAHL AL AN
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A3l youl@ ustAl

1. MRl -8 US|l UHIBlof vUB2s slXo1R .
2. AGBeds HYUl dHRI A §-ASe 5.
3. AGBeds HiEYl dHRl MR Signature Aol Attachement GRIL ATA $3A.

3.4 ABegsUl A5 (Calendar)

§QoS2 (Calendar) [AscU UR (5As 5cll dMal A Yoyololl Rol Rl HAA ¥ U 5A05R B 63

AHL Ul sletell vel anl AdL-wen ¥ sl ugl HRell 3 ddlu ealldcll sl 8. FHi 58 dAdlw uR

AU 9 5LH scllo] B ¥ 52A1R 5:clle] B? A dlef AHAUAS AR 53 sl B, Al ke GARC

i) New ¢eol UR (5As scllell oicll Window WA

i) Action NejHi %8 New Appointment [Ascu U Qs sclell oicll Window WA
i) BHL wRAL, UM, AR, S1RAQL YL, A Audle 3.

UHA 2.8M0 5A052 €20t B Bl €35 HEolloll €35 AW ARNA B. wA ol W3l 0l B, A
€35 AlRlW 3 Radal dRaR AE of sal AU AHl Wdlef s Aoz 531 AslA SlA ua

AosutAosatl steloll aaistdl Al asta 8.

P Elinew - | X

Edit View Go Tools Actions

Help

1B §H | Today | [ Searchaddressbocks - | @) o

Type a queston for el [+

Calendar « Day | Week ‘ Month | Details: & Low O Medium O High
4 April 2014 3 D G = P~y
suotw o s | ©@ April 2014 I
0311 2 3 & 5 )ik here to enable Instant Search
6 7 8[9/to 11 12 : =
13 14 15 16 17 18 19 | | EE H
002222324 536 Mar 30 31 Apri 2 3 4 5
7 ®2030 123 |[|
3
9] Al calendar Items - ||| &
My Calendars =
2 calendar 6 2, 8 ] 10 11 12
How ta Sh. =
search C 2 ;
2 s
i 14 15 16 17 18 19 g
< _ N ‘ 2
< ) | i ¥ )= Meeting at BAOU - Appointment - = x £ El
- ) : H
= @ Appointment | Inset  Format Text @ L
= = —
— Calendar =0 ( % Private
H“J @g) @ = 2D Bsnowss W | Y Q 5 @ ’v (7
[T X Delete 5= ¥ High Importance 8
a saved Invite Appointment|Scheduling | & Reminder: 15 minutes - Recurrence Time Categorize Spelling || Meeting
""" 7 Close Attendees o Farward ~ Zones - 3 Lowmporta - Hotes
(-~ Mail 2 Actions Shaw Options % || Prosfing || OneNote
7] catena Subject: | Meeting at BAOU |
o Lacation: ~[University Campus - Amedabad ~|
&-| contacts
= & v 330 Pm ~| Oana, it
] Task L | | | A1 day event
L v [a30Pm v
@ = |
lez]
attem =
7

Jilfi Meeting at BAGU - A...

AU 2.8 WB2fsUl 5AS?

o ul s1ejeell Gurlloll
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UG sHL UReUHL (Contacts)

slcdll 8-A8c cvllal Mscal olle A 8-A8A AJA cloll calsdoll WAl ¥ ottdt Aauldd sasll ylAul
wIBesHl B. Address Cards List 30l dal Current ViewHl Phone List Select $cll Phone Numbereil
list YHIAL 2l HAA. AHl AsAd 8 ASAa e 531 %33 WAl elRalle] 53, A Wl @3l save

Wa Close 53.

adl i =

Contact Insert

b &y WY - | [BEL E3 Activities ~ BF
o X By § a6 B B

Format Text Review

Save & Delete Save & Forward OneNote | |General| Details
Close > = Al Fields
Adtions Show

FEE]
gl F

E-mail Meeting More Address Check | Business Picture

Untitled - Contact

) %

Book Mames  Card

Communicate Names Options

Hva

Categorize Follow Private

Tags Zoom

=3 |
o

Full Name...
Company:
Job title:

File as:

Internet
[l E-mail... -
Display as:

Web page address:
1M address:

Phone numbers

Business... -

Home. -

Business Fax, -

Mobile -
Addresses

Business... -

[C] This is the mailing
address

Notes

gl 2.9 WBes Ul URell] GARG

3.6 513 al ol (Task and Note)

&1

=
File Edit yiew Go Iools Adions Help

Type a question for help =

P New - | @8 (23 X | [F | CaReply ¥ Replyto Al Forwar ¥ | [ sesrchaddressbooks -+ | @) o
Tasks « || ¥ To-Do List Filter Applie To-Do Bar » %
O] All Task Items - ERab April 2014
SM TW T F s
7 || Click nere to enable Instant Search
My Tasks [ ] 12345
To-Do List Arranged By: Due Date Today onto
ged By: y on top 6 7 s[g10u 12
[ Tasks — 13 14 15 16 17 18 19
e py il 0212223425 %
There are no items to show in this view, 27 28 29 30
Q simple List
© Detailed List
g Active Tasks o)\ > ) Meeting at BAOP - Task x
Next Seven Days a
© Overdus Tasks [ rask | mnsen Format Text @
O By Category 1 x o, Wi > A » ~ E Y, Ifa ‘v No upcoming appointments
© Assignment H v R =] ﬂéJ' 4 < T A= == _mg’
y . ave & | Delete | | Task |Details | Assign Send Status Mark ecurrence  Skip  Categorize Follaw Private || Spelling
By Person Respansible Save & | Delete | | Task |Details A Send Status _ Mark N R Cat Follow Private || Spell
© Completed Task Close Task  Report Complete | k2 Forward Oceurrence -
ompleted fasks Adtions Shaw Manage Task Options Praafing
Q Task Timeline
© serverTasks Due today, Arranged By: Due Date
© Outlook Dats Files Subject; Mesting at BAOP 1
To-Do List
® There are no items to
- Start date: Wed 4/9/2014 v| status: [not startea v show in this view,
Due date: Wed 4/9/2014 v| priority: [Hign v | % Complete: 0%

Customi

Reminder: | \Wed 4/9/2014 v

200 PM v Quiner; | amit

(4 mail |
7] catendar
8] contacts

/] Tasks

sl Ca @

Filter Applied | 0 Items

o ul s1ejeell Gurlloll
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Task (5(2]) oleol UR (GASs scll AR Ylloll wtll alEl slcatd 8. £35 stloll Beell diflu 58 B A
el €20 B. otq st GARAl New UR (AS s5cll As SlAALL llsd glal Had. sidell [Qoid A
sAR A3 59 Aol Beell ARl 58 8, A dell Mlddl GAZ Save and Close UR (As s3A. el
A MRl A o staclol cllsAul Euwld alglil GARIAAL wlal 1l

_ =8 x

[3 mbox - Microsoft Outlook
Type & question For help <

Eile | £dit View Go Tools Acions Help
Mew, » |33 Mail Message Q=N (% send/Regeive + [ | [} Sesrchaddress books | @ =
QOpen » | %) PostinThis Folder Ctri=Shift=§ - —
Closg All Ttems i Folder.. Ctri=Shift-E o -lv . T )
3 search Folder.., Qtri=shift=p ] SM TW T EF S
Save » Nayigation Pane Shortcut. - 6 7 él:;l 13 L: Lg
Eolder » |E 2ppointment Ctrl-Shift-4 iR o o
Data Filz Management. [ mesting Reguest Cri-shitt-Q ;S 3; ;; ;3 LD
@3 Contact Ctrl=shift=C
& Distribution List Ctri=Shift-L
& Task Ctrl=Shift-k
1 Task Request Ctri-shift-U
B soumalEntry Cerl-shift-) Ho upcoming appointments.
TEpEE L] Nete Ctri=shirt-n
Exit @ inte Ctrl-Shift=X

B cho
@ Choosel

Outlook Data File.

th Form..  Ctri=Shift=T

[~ Mail
] catendar
[85] contacts
(7] e

u=Rr.

AUlgld 2.11 WBeys oAleoll Yl

UUR FAcSel BUaL 53 €RA%0] st e ASIA hlal. URq R ¥ uruguell As R au of e’
Al 2y @Asyet Assla oA 8. Al wEeysMl Task Sl B. ¥ UG sl MR UG dal
AN WA el & B wA A sEia ¢l ¥l sl HeE 52 B.

i Eile Edit View Go Tools Acions Help Type 3 question for help =

P SANew - | @ ) X | ClReply 3 Replyto Al (g Forward ¥ | &8 | Fsend/Receive + [ | [ Searchaddressbooks - | @ o
Mail «||E2 Inbox To-Do Bar » x
Favorite Folders 2 Rk O mml 5
[Click here to enable Instant Search | S UG TG =

12345

6 7 5[ 8101112

Arranged By: Date Newestontop |
13 14 15 16 17 18 13

Vail
[ Sent ttems

Mail Folders A There are no items to show in this view.
0212223 24 25 26
7% 230

3 Junk E-mail
13 Outbox 13
= &

]
Tean hheeting at BACP Today

[ Rss Feeds
[ Sent ltems
® [0 Search Folders

[~ Mail
4] catendar
[85] contacts
/] Tasks

@

Oltems

A 2.12 Axes? oll2 (Reminder Note)
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wBesHi Al YAu Guasd B ¥ Bl Y3 AHal AHAAR scllotl 1ol (Qatdalr it “Note”
Ui s3] 23 © el ABas 6l Ao AU UL 53| AslA B.

Addl woula ustAl

1. WGsHl dHRL HIR sletatl UEolle] QsyA olatlal.
2. AGeEsHl AR 1B Wil woHRet M2 AHIEeSR olle olsilcl.
3. wBeEsHl dAHRL Al 1@l Contacts Hi GRRL.

3.7 adauet wede a2db (Virtual Private Network — VPN)

VPN AUBl GelgQel Aol Yot 5319, YRl 3 818 sUsloll A wwid & guiell As vl
o HaRUL A & AR ofloy Wul JusHl B, UG wl oA Al dA As aeas yalld
54 B. l A2abal WU Private network 313 dlau{ly s1Ra A $5d sUoll Yd RRAA @A, 2w
YslRall Alslal W el @seu ®.

(i)  olg Wulle] AlAR GlRL M SLaL $q

(i) R Wulef GUILe o ASIaL 539

(i) AR Wule] So2a2atl Mt el SsIeL 54

GUR A @scuiel (i) wa (i) e Waln [Qscu & Auey wys ASONHL wAs2A ULl 8l B
AR [Ascu (i) Wld ol Aue ARn Gu 8.

VPNHL Sl6URL AReULetl WEAIN-UAIL al2atfa] Sl Soaell HILAM g1 scUHL vlad A B. d
As Private Network alcltel el Ralal we ABd Aol Gualol $31 2sA @, VPNHL Sleual
el AUAIN-UEAI WUl AR 32lo] Yelldol Sozralesll HILAM 6l Uq &l B. VPN U2 dalell
Yrall Al ay u33 wal B, sQ3 Uklell Wisdll 32l o2 glRl dgel Al dla B. VPN i
3aloll yReall 1R IPsec Bl 25allAlell GUloL Ul &l 8. IPsecl 32l Encrypt (clill ot astal Ad)
U Internet UR HsctallHl A & Rl A el 58 MR AxAA & A el asid otell. dat
destination networkHl U2l GILE Decrypt (MOl RAIUHL $Rclq) sclldl A B. VPN yraulld s:cl
AU GRL WAL YSRell VPN Routersll GUA0L Ul sl B.
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% Internet

Regional
Office

Head-office

Regional
Office

Remote / roaming users

Al 2.13 aRue wsde Azad (Virtual Private Network - VPN)

VPN ol UslR: VPN Hulcd 2R ASO0HL cluRcllHl a8 Rl VPNoll 2@l Ysik &l 8. WA
UG UL €35 YslRell Al@idMl uRua AadlA.

(a)

(b)

(c)

ARJud A2 SlAA-UU sled$ (Virtual Private Dial-up Network - VPDN): %2R delall 18
AR weRouMl dele] Aeads GuUaAldl sal ML R A VPDN sdclad. B-a Ul
Wclloll 512J2Ra Internet A Sl el Aeasul Aot 531 ¥ ©. 2w 1R siulell
$1RJ2HL VPN sClldod A $2AR 8ol A &ld WsA.

go2RAa2 WULRd (Intranet based VPN): %R Sloull delell A ¥ Aell dy vzl <A VPN
YU scllMl WA @R Aal Site-to-Site VPN s5dcllal 8. Al Aralell As LANA 3o
Aol LAN AU Internetoll HltAH a3 1Sl B.

go2Rale VUl (Extranet based VPN): %R UAIN-UAL AUl LANg] RSIQL o2l
HIRAH GlRL $cllH AA R Aol Extranet based VPN s&cllal 8. GeleR0L 3l sleunl Suellell
ULeSell (Customers) Aeals ua HIA HISEHsURaL (Suppliers) sl2cbe] s $d.

3.8 AlHlA %ii’a{lc-ﬂ uRaua (General Security Concepts)

£35 511222 HURlol eis? 8l B ¥ Bl Aol wacl slsurl el Yrsa Al dole Uy

A

8. wiell Aetetotoll HBA wiotdll 8ot B ¥ B AHIA ASLel waucl Aot ASLEl YRAAA

Aucll 33| wal B. YRet Mol YR WAL B BH 5

snejerqll yreau

Aecboll Yet-vlatdll Azadal wslRell ASYU YRAAA 59
Yol Ul datell yrau

o AR UR ¥ 3aloll e
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GUR e2lAd UM MR AUAIN-UAIL YslRel(l Y&l caucelsll GUlol Udl 8l & BUY Username
U Password glRL Al YHIR(S0L cucrl MUl Encryption Wl Decryption sl YA&A A 3alo]
Yel2dot (AR, A UG AL €35 wAMA [QdldaR A A8Y:

Wit

ALg(A 2.14 AL YReUall URUA (General Security Concepts)

wAdse(l GUAEAL: HUB %A UL Gmail ¥ Yahoo mailell GUIL $cl 8lsA ¢l R
Usemame A\ Password 3§ Adlco{l ¢lst oA 8. Aol iRl s12j2R, B-d o] wulds:waL
(Authentication) 53 8. wl Sl8ULL A5 Bl S-RSAH Ao 58 RABA B8 o 2AF. RN YHIA
Username 3ol Password UA-UAIL 8l 2F B. GEIEW 313 AUUQL Uell $12a YAA
Al HIZ % username al passwordOﬂ Gualol sl 8l A e-mail oll Username Aal Password®ll
UL S 2 B,

sARS SlFAA YA AWl HIZ $5cd Passwordoll 3R @ B. Usernamesll GUAL scUMH
Ul otedl. w5 AROUHL Username, Passwordo{l A WNSAHl SMS &l A OTP (One-time
password) o{l %32 u.l 23l dla B.

WURL Username WA Password %l ol S8 cASdal QL U8 el dl }uRl vited(l detell
UAAMAL 238 8. el Username oll 10l wod S8 U A3 UGl Password &R YA AWM
e, Password W5 UsRell ULl of SIH 52 B ¥ Boll glRL WU 51122 AM% d2lal YAl 53l
aslA A,
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ol Helewodloll AneeHl rulsll (Captcha) GUNOL Ul 8lal & ¥ BUL WUQL AUY s USIRall WeR

Alnulal 28U scllell sl 8. Captcha ¥al Password WA WA il B, Captcha oll GUAL
HIRA 818 caulset gLl % elHA sRalHL A B Aell WLld3l scl durlaL B.

wWAa$ Ude sl HZell YAl

Password Yol atloll Sl SeA ol(3.

UE Password 6-20 W&ol Sl WA,

PasswordHl 3§ (0-9), WeR (a-z) A WA sl ($, @, #,) A3 GUAL A Sl ABA.
Password 518 206€5\2lell (Slatetdl) 2oE of Sl ABA «i3.

HoUBA oletR, US| ololR ¥ %o cdllutell GUAIL WS HL 5 oi(3.

wuadell GelgML

Username Password (Qotet
Mahesh Mahesh BUAHA
Mahesh Mahesh123 AACUHA
Mahesh M123 RACUHA

Mahesh 9879100000  H™UAHA

Mahesh 29feb WUCAULHA
Mahesh GJ-6 WUCAUHA
Mahesh Vanilla BLAUCAUHA
Mahesh Iw@nt2fly HAHA

Mahesh Lx2$a33pgr UAHA

Mahesh TobeOrNotzb HUALHA

Mahesh  Trouble$hooting  CUHcl

wa§ ollold et gwal Bl ollold:

S Rad MUl AR e 8.

AsA Blal Al WAHI-UADL AsIGo2 HIZ sy WAAS clluRA (3.
yrdadal saza uel cvlla A adl o@.

wHd$ sleal sdal olfd.
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3.9 $lARAA (Firewall)

Network Firewall gl1 AUUGQL $112j2201l 32lal YAAA ALl AR SlA B, slARAA HUURL 511224
Bectl Bl Yrau yelat s & Bl s1eeuiell network UR ¥l HURAl Aoy networkHiell s1ejeul
et WA YA @ % A “Great Wall of China” lotoll Yraw s B Al A slaRAA
AUURL 51142201 AHY networkal YRAB A AUUHL HEEIUR B.

Yool slARAE Configurations: AsM(Ag2eR Aot il AUUA slaARAA A5 (on) MUl (B2
(off) 531 2ASIA lA. Yuat A A slRAA s(¥9R (Configure) $31 s

(a) Start ¢12ol = Ccontrol Panel = Windows Firewall Icon (58 s2ctell
(b) Left Pane UR As sctell A% “Turn Windows Firewall On or Off’

Computer Network &lR1 BURU $11J2Hl AR wslRl 32l WA R BolollBeS sAASAl (Inbound
Connection) Sdcllal ol AR UL 1Yl 32l wslRall sleas UR oo AR AUGB2ulGes
$a152lel (Outbound Connection) $&CUHL wA B.

'_f(-\ . —' v Control Panel » All Control Panel Items » Windows Firewall - Search Control Panel

Control Panel Home

Help protect your computer with Windows Firewall

Allow a program or feature Windows Firewall can help prevent hackers or malicious software from gaining access to your computer
through Windows Firewall through the Internet or a network.

%/ Change notification settings How does a firewall help protect my computer?

) Turn Windows Firewall on or What are network locations?
off -

: a-' Domain networks Connected (¥)
¥y Restore defaults 4
) Advanced settings . . .
v 2 . a-' Home or work (private) networks Not Connected ()

Troubleshoot my network -
. a-' Public networks Not Connected ()

See also
Action Center

MNetwork and Sharing Center

Ml%[a 2.15 lARdlA oll basic Configurations
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$lARAE Configuration £R12Ulol AUUGL 5L YSIRell S2lal 512U ldlal Ecl B AHY sl UslRell
32lal olelR cl tal & A Rl %33 wal B. BUS Hitp gl dlcldl 32l uclletd(l wucl Axes
Hitps &R0 dllaldl 32tal uRallotd(l wudl URd Ftp gl el 3atal uRalsdll of uudl. 4l ysiell
£3s alead AU (Network Service) HIZ2 $l2AA Configuration <3 (2 (Rules) clottcll st .

'_f(-\ . ~ | ﬂ <« All Control Panel Iterns » Windows Firewall » Customize Settings - Search Control Panel

Customize settings for each type of network
You can modify the firewall settings for each type of network location that you use,
What are network locations?
Domain network location settings
| @ Turn on Windows Firewall
[T Block all incoming connections, including those in the list of allowed programs

MNatify me when Windows Firewall blocks a new program
@_I ) Turn off Windows Firewall (not recommended)

Heome or work (private) network location settings
| @ Turn on Windows Firewall
[T Block all incoming connections, including those in the list of allowed programs

MNatify me when Windows Firewall blocks a new program
@_I ) Turn off Windows Firewall (not recommended)
Public network location settings
| @ Turn on Windows Firewall

[T Block all incoming connections, including those in the list of allowed programs

MNatify me when Windows Firewall blocks a new program

@_I ) Turn off Windows Firewall (not recommended)

[ OK ] I Cancel

Alg(A 2.16 gLARAAM Qi Configurations
Firewall Configurationell Advanced Settings: Hi wsa [QlAu Yslell Inbound Rules dAH% Outbound
Rules ¢lollcll At 83012 (Configure) 531 atsta B.

Bl 512J2R AecSHl Uals 51J2R flal el €35 512 UR UMlel [ Ao sall sl Al yauu
51222 UR Rules ¢lollcl Aol Ao s1222 UR SlUL 831 astal & Ul MR Firewallell Advanced
SettingsHi&ll Import Policy el Export Policysll GU2loL 531 astal 8. (sl 2.17)

SlRRAA GlRL §5c BolollGos Salslal WUl §5ct WGBS 5aA5Aot A URcllatdll ugl wudl asia
B. slAAA s8Il Log 1A Ul olollcll asta B Bl s3lal slsuel ysiRell ulAe90{la Uzellal Log
Sl ol (Record) 31 2slal. AR URL WURL Glolldd Ralle] Gecitlol scllall Yol Al
R Aol (Adtd log slESAHL dole a8 A3 B. (puslA 2.18)
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File Action View Help

[

&3 Inbound Rules

&Y Outbound Rules

#a Connection Security Rules
B, Monitoring

[ AR CRRAEI PP R Windows Firewall with Advanced Security on Local Computer

-

‘ Windows Frewall with Advanced Securty provides network securty for Windows computers.

sl 2.18 $lARAA  inbound/outbound AM log filestl configuration €2lclcll dialog box

Overview -
Domain Profile is Active ‘
@ Windows Firewal is on,

G Inbound connections that do not match a e are blocked.
@ Qutbound connections that do not match a rule are alowed.

Private Profile

@ Windows Frewalison.

Q Inbound connections that do not match a rule are blocked.
@ Outbound connections that do not match a rule are allowed

1m

Public Profile

@ Windows Firewal is on.

Q Inbound connections that do not match a nule are blocked.
@‘ Outbound connections that do not match a rule are alowed.

BY Windows Firewal Properies

[ Getting Started .|

Authent. e bel

Create connection securty ndes to specfy how and when connections between computers are authenticated and
protected by using Intemet Protocol securty (IPsec)

B Connection Securty Rues

View and create firewall rules

Create firewal rdes to allow or block connections to specfied programs or ports. You can also alow a connection only if
it is autherticated, or f 2 comes from an authorized user, group, or computer. By defaut. inbound connections are

blocked unless they match a rule that allows them, and outbound connections are allowed unless they match a rule that
hinclee tham

(0 ] ¢

AUg(A 2.17 gLARAEA ol Asclled Configurations

Actions

Windows Fitewoll with Advenced Security .. 4

< Import Policy...
43, Export Policy...

Restore Default Policy

Diagnose / Repair
View
Refresh

Properties

B E R

Help

Domain Profile | Private Profile | Public Profile | IPsec Settings |

Specify behavior for when a computer is connected to its corporate

domain.
State
i P Firewall state: [On {recommended) v]
Inbound connections: Block (default) hd
COutbound connections: Allow (default) -
Protected network connections: Customize...
Settings

7 Specify settings that control Windows Customize
- Firewall behavior.

Logging
! i Specify logging settings for o

troubleshooting.

Leam more about these settings

[ oKk || Camced || 2o

=R
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Addl woula ustAl

1. MRl 512Ul $RRAA UBA B ¥ olld A As 5A. A sl2RAA (B (off) &2l Al Ax
A2 (on) s

3.10 AuUlR3U- o Y&l (Infrastructure Security)

wersle Waleolell el WA Wdlell $12jeR sledd Yeallld 2 s 8. auell sineeR
oAUl Al Gl GUsANA WS HIOWHL 313 SlaiHl AUA B, sleugl Houl Mol Yel clcRelsal
WURL ol oMl adAl asla -

(a) olllds Y&l (Physical Security)

(b) 32tell Y&l (Logical Security)

lllAs Y&l (Physical Security): dreloll 512J2R AMUY o GUSAWAA el WU Bl 3
wRlSY, alauAg, cRute QAR YAAA Aval WA, Aues L], R_UMEQL €12 A ojsLet
ol USA Aoll st Al WA, wl GURd AUuHl $HURL gL GUsWa sl of USA ¥ Aol A3
ol U8 A A d3elR] url Awcll usdl dla B, elllds Yratoll Wt BRAH A ULl B ¥ 58 Uglalnl
AMoll AaRell 51122 ¥ o2 AMoll QL welR of AluR.

Corporate
LAN

ALg(A 2.19 wrUIU HowLslA YReu

32tell Y&l (Logical Security): BH $112J22 6l5AA YA Avall A8 Aclly A 32l wA Rl
Yrell cucRaUl 33 olal B, AUl Vod(l 32t vlslRell ASlA HA AHy Selal criRUl ofslet o
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USA Aoll 511 Avcll %330 olal 8. Jatoll YRall &q (AU ysiRell dNuall us @l 8. el s3la
32l UAMA Ay YAAA @ A 2 YyHRls:0L (Authentication) ol AUES(ASWL (Authorization) Bl
Ugld Gulodl Actal B, L UglQullell R A3A@MN (Cryptography) Bl dsellsl U &l .

Authentication: 3l Y(Bal duRlasdl ofl BNawell wid3l 52 B Rl A sl Alklet AU 531 43 & A
ossl A8 ¥ B, YHIRlsWL AUU/SRS el HI2 33l 8.

Authorization: ¥l YBaAl cuAsdlell Wam ¢ Al [QLRQY WA (Resource) clual M2
Ucllotol A & WUl HolleS $UA O,

Cryptography: d3c@Ul A HRdloll Yrau 12 cdvigal aidl of astal Adl A 3uidRd (Aeilzre)
53 8. Fal HISL WS It §l Gl AUEL ARl (racl Blsie) 3cl asta 8. wykls AddlQul
Y5l YA ol vl Aoildre UAA AR AR selRs AU (Al sl Al sl B.

stHo(Rloll catcirawto{l YRetl (Operations Security): SlsuRl delell Elds sl YAAA I ua

QAU A3 Al 53 A W2 B-A WA o{lA Yoyololl Yl ot UR Aall %331 B:

(1) s1ReR AHY dell GUALN U2 ol[d (Policy) daur scll. dal Aol HHA A Acl d¥elsl
Awdl.

(2) 3eloll Guol 5 3cll A sl Acll LRGN (Standard) o158l scll AH% (Aot UHAlS0L
H(2oll R0 dautR scll

(3) €35 stal U2, QAU YAl sH2: daAR 8l AsA A Aol YBARA (Procedures) AL A
cqluil(d 8lefl el

(4) oA [Quas Holelst (guidelines) daur &l e,

Arauslal Y&l (Organizational Security): U(ARol Y&l cAuckeUlal dY A dy Hwod sclell
3R2Ulct Gell acll 2% B. SlBURl Bl 51122 A2ctbal WaAs YslRoll slSAR AHY ALAR §lIRL
YR8 vl sl B, Yre U GUADHL AcllHl Aletdl Yyt Wg2AR ol A Yo B.

(@) $lRARAA (Firewall)

(b) Intrusion Detection System (IDS): ® oll@gct cAldct ¥ WolHa 5122 Aabul YAl Udl
Aol s B,

(c) Intrusion Prevention System (IPS): % walllgd cldct ¥ YolHal s12jeR aleasdl yaal Udl
wesld 8.

(d) VodlatAY A Aodl HIAAR (Anti-Virus Wal Anti-Malware)

AeUHL 8L8AR UMURA Y&l H2 WAARS (Biometric) GUsWNol H2l il GUAdL Ul Hlal HA
®, A GURld Smart Card, RFID (A2 Bl dsA5 url GuoHl Aatal .
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AUR Y&l Communication Security: AR d2lo] Ylldol U W@ Sl R ugl QAU yRau
Ug(All tallotil Al s8R AR 3ale] Ul U @ sl R olA yxololl yrew cuaal alcll
B A,

(1) 32l wiotdll 2% U Wl 818 (3 A A ¥ «l@. (Confidentiality)

(2) 32l HECUS ol %12 (Integrity)

Yelldot UAAL d2l olA Yorololl HIUES AAN Aol Wi sl AWl A,

(1) 32l snal Guolcu lal SR (Availability)

(2) 32l &N YAR(5ct Aol &3 (Accuracy)

(3) GUALHL AaAA del YHIRA Bt WAL Andd 8lal 83 (Authentication)

allt:- htps Yl2lSlct hitp Yl2lSletoll o Yy el YElat s .

3.1 a2t aol(:tﬁj\(gal (Network Troubleshooting)

Azad 2o1ct(@ol HI2 A IlA Gaadl AHRAL U Agf (RIS (A AU B,

Y3l: Cable Unplugged oll A% A B.............

GrlR: Yuad A 510Ul Cable Unpluggedsll A% lcll %

(a) A2ad 51§ A BSIAA Folce] 5a5At GRAGR o A Al WUl S AR 4t A Al
L HER URL oA stéla g3l Asl sl

(b) &0l aal LU BUsWU sitd slaA Al URL L Yslell AAx ulcl ad B.

Yst: 5122 aleadl Walld ad o 8la dl..........

Grir: 512Ul IP address WUC ol &lal AU DHCP Server 6itl &l ol wUR] 122 J6A
R3¢ dlall i AeabHi sl 5 (3. wl HE2:

(a) %A IP Address ¥\ Subnet Mask Configure $2cll %33l B.

(b) %8l ¥Ue{l AWML DHCP Serverall GUAL AUl &2l Al “Obtain an IP address Automatically”
ule 52,

Ysl- 5122 AabMl Yrallld UAd 8 Ul Soeele Acu oiu 8.

GrR:-Po2rale ol Slclloll uas sREN dla a¥. oA Yool SIR(N AWl AHY Ao [AAS1QL
claal Yalel scll

(a) IP Address WU & URL Gateway W&cll DNS Server Configure 53 otell.

(b)  slRAA Hil So2ale Acul ol 531 8l
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(c)  ClARYU AUYA HIAAR $1JgH{ wAA &l
(d) ol AU H3H AHYUA USB Dongleatl GUAIL $cll 8l cll AHell Configuration clULRLCU
(e) ISP ofl At URLA UAE 8l (Internet Account Expire) U oy 8l

3.12 a2

Q1
1

(O, I Y SR N1

. A [@seu ad vl YA (Fill in the blanks)

_ A A Aot ol (6o, wBeds, dJolA)

UGS GlRL Y WSAHL A B. (92let, AU, HIBslM)

Bool2a] A1SIAL gRLRAUNA a8 Asd ol (AS-5185, dlerdlle, ul)

Bo2ol2 _ glRlL ASAA UY As otell. (LIS, MallSd, RosuAlet 51122R)

Bo2Rold UR AUl A$2AR AclFalot 33 o, (3s2ly, Aol, NAUlBA)

Q2. o{lAel [Qtuell WRA B ¥ vl A ¥QUA (True or false)

—_

(O, I N SR N1

ol oUSAHL o2 salsalet sl B,

ool §-HEA UGB2HSHL Bozal2 S5t DR URL % ASIA O,
A2BU A oIBHR B,

sloul dusla AucdlFast UR goerale $9AUld ALAG S,
. Ul W3Aell doussHl 12 uisst dlal $AUld B.

Q3. Al %158l A1S| (Match the pair)

1 é :. gl 85U HIWCAL (Firefox Mozilla)

2 : b. 8o2a12 VWSULARR (Internet explorer)

3 @ c. usld (Safari)
4 d. 5\H (chrome)

egciloll

Ql. 1. WGBe¢s 2. HlBslAls 3.800 4. RoSUCAl 5122 5. Aol Aot

Q2. 1.Wg 2.u3 3.uW3 4. Wg 5. W3
Q3. 1-b, 2-a, 3-d, 4-c.
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YsRWUL ¥ : YRARLS L

4.1 Windows-7 U200l el

Q1. (A8l 7l A5UGeS e 2lol AR GlEA.

Q2. MS- USaHl el a2 €L

Q3. IRl 512R0{l 818 (Sasul AL glEFclg] it ol Asll AUsMAL wRUA.

Q4. dHRL 1ML AHA Aol ARl Wed.

Q5. dHIRL $1RJ2R0] [P AJU QL.

Q6. (AoS10s 7Hl SluRL ABeell GUAoL Glctlal.

Q7. olleUsHi 51¢F VRoUs 2leU 531 Aal SIUl 531 aSUsHi Wre 53 wal VRUSA S .
Q8. WISl sllal wolUoll stHoll ALE] vlotlal.

Q9. 3csA2? UUHa 2iselRHL ot 82U,

Q10. MR 32U UR df, AsAA Wl WelRUWSorall 2ése wallcl.

4.2 Word-2010 - Yl2\0ls el

Q-1 Word-2010 Hi o{lAo] ctugl atsu s2A.

The Panchtantra

The Panchtantra stories are written by many years ago. Each stories of Panchtantra has some
lesson at the end of the story. The stories like “The thirsty crow” has lesson “Necessity is the
mother of invention”.

These stories use generally animals as characters of the story. This story makes children
interesting in reading the story.

Some of the popular stories are:

e The talkative tortoise

e Who will bell the cat?

e The clever jackal
o(lA WA YAUoll Yorol YAoUsLd s3.

(1) dAHIRL AW “Panchtantra” &l 332U UR Acl 53,
(2) VA A5 53
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(3) “The thirsty crow” ol ellel Aal oA AleSet 5.

(4) QRIAUSHL A Lot Aol 22Ul 1.5 83,

(5) ollost oloiRell VRS “These Stories... the story.” & &o0([9l odo 2ol WU
(6) 20E “lesson” 4 message AGEl HEA ((31AY — Replace) $3.

(7) Word S\gRoeHl $S2 GRRL. &SHL M3 ol AW,

(8) yA2oll UEA oiuR Alreell Ao $3.

Q-2. Word-2010H1 o{l2 WA AWl 28U 53 -

Curriculum Vitae of Sachin Tendulkar

OBJECTIVE
To seek career challenges keeping in view my past achievements and future goals. And to set

new industry benchmarks in everything | endeavor.

PROFESSIONAL EXPERIENCE

e International Cricketer: Indian National Cricket Team [1989 -2013 onwards]

e First Class Cricketer: Mumbai, West Zone, Yorkshire [1988 - 2013 onwards]

e Junior Cricketer: Shardashram School, Bombay U-15, West Zone U-15 [1985-1988].

KEY OPERATIONS & MISSIONS UNDERTAKEN

1. 155% — Operation Deflate Warne [Chennai, 1998]

2. 143 & 134 — Operation Desert Storm [Sharjah, 1998]

4. 98 — Operation Tame Vile Green Warriors [Centurion, 2003 ]

CRISIS MANAGEMENT EXPERTISE

1. 119 — Operation Bat Till Bedtime [Manchester, 1990]
2. 82 — Mission Find New Opener [Christchurch, 1993]
3. 1-0-3-0 — Operation Hold South Africa [Kolkata, 1993 ]

OTHER BUSINESS INTERESTS

| have interests in the food and beverages industry. | partly own two restaurants in Mumbai:

o ul s1ejeell Gurlloll 51



e Tendulkar"s (Colaba, 2002).
e Sachin“s (Mulund, 2004).

[Reference: xa.yimg.com/kq/groups/18137660/.../cv+of+sachin+tendulkar.pdf]

ol WA YAUoll Yool Yallol 512l 5.

(1) MR AWERA “Sachin” atliel My DocumentsHi Acl 83,
(2) YUH AlSSatHL Sachin Tendulkar: ofl stoll oty N GAR.
(3) Word SlsRoeHi ISR GRRL

(4) “CONFIDENTIAL” watremark GR_?\.
(5) dAHRL Arlell Qoe wGe AL

Q-3 Word-2010 Hi o{l2 Y0l 2ecd sletldll

Surname | Name | Computer | Guajarati | English

Mehta Anjali 75 65 70
Kotari Zarna 60 68 55
Gandhi Vandna | 90 55 86

(1) Zarna Ao\ Vandna <l As A GARL
Patel | Rachana | 85 | 80 | 90

(2) olloy A Ui R’cl 321t Right Alignment WU,

(3) Well BeA wHll ol As SIAH GRR Bof ollH Result WU,

(4) Result SlaAMMl €35 [Qauellotl Midall dRalol €2, (Hint: Formula oll GU2laL 53.)
(5) 2ol [Qenelloll Aes(Suname) Yol ARl sHML N6

R

Word-2010Hl REA-HY oll GUAL 531 xRl BN MRl gl Wl M ARl U Ut
AVl BNELHL AL UiA AN Us Al
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Q-5 Word-2010 Hi olA YyuiBle] AWI@L 218U 5. (Hint: Column oll GUQoL $3.)

asted AU dud AN

ARS, dl. 1

ARs Buet AU gollNoeHi Aot Rdicoll
Sl8AUl Wotall WA olSIA A Ulotoll 3¢
ARSI ARl Yslocl -5, s-¥, 3-08l
Yrwad AUl ARS AWuaHi A autd
22 Wddle] olgHlel ANR] 6. YaUH A2
ARSI Rl sl AR ollsl Az «islA
Wl oA sl ocll. Aot A2ul otsict 3-08ll
UL sl AR ARSI AuHidll wll wdi
SlAal A0Vt 132 sAA &l

As scls A ¥¢ Alle ydl wdal
ysloctdl 2QQeml 10l Ws  HRlAdl
B Ulololl 3¢5 RSN wisHs M e2lddl
yau A2 -l Bl Al scdl. ollst Azui
U@l RSN wsMs U Adleld Al ¥-
el dls Ancll scl, welell ARSIEA s

o ul s1ejeell Gurlloll

gl GusaA edl AR RRSAA Alsa
aleHuBe dlul cte $31 518 uR AdAl ol
URd alSIA Udc AR W2 Andl ol A2
s-¥ el Wdlloll oA 31 Al ocl. 2ot Aeui
osld QSR ool gouttclloll  SLAEL
Gslaldl Add 3-00(l dls Al Al sdl. 2t
ard ARSIl Ulsall gl WUEL Olotdl
AQ Ml ud wrll wal [@Qulal sl
ocll, wlell atsicdal AMVNAUA @R M
ulcll ocll. R¥IA atsled Ual 38 [ARAS3 cA
U UL Ysludl odl. asld [RRSIEA
AAA YSIGIAHL URlA w2 . AU GlLE
¥ otslAd s ¥, ERSIElel Ulsotl gutal
WA gul B, UB RARSIAA Rad &d, Ad
WaER ARl 83 &cl URg Ulsell g:ullaual
$1RQL Aol alged dHlcclloll cllRl el sl
g Wl @SRl B Usett guuauoll
dscllsuidl o3l ygell @, AWR(AA
WlUotoll sl8elAHl cladBsl WAl YslKCl
aud HZl Ulsell guwlcl AUl U ol Ba
$10L &lRall AHA sl Us2A &cll.

AA olle QRSN sg 3, a Wil yau
Hied 1,000 §weld odl BA @y § usl
AURA sl A gl ugl W3 s3l edl
Ulsall guilall GllE URL otSlEtal 2552 wlucllall
yart saAl edl, URd olSIA WAER M
galll ol

(Reference:

http: / /www.sandesh.com/article.aspx?newsid=2939088)
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4.3 Excel-2010 WRL0Ls et

Q1 olA Yol HRA AsAA aballedi A $A U oA WAA YUoll Yx¥H QAT 53

(1)
(2)
(3)
(4)
(5)
(6)
(7)
(8)
(9)
(10)
(1m

Pay Slip

Employee Name Bharat Patel

Designation Assistant Professor

Month-Year Oct-13

Allowances Amount  Deductions Amount
Pay 15600 IT ?
GP 6000 GPF ?
DA ? PROF. TAX ?
HRA ? GIS ?
COMP LO ALLOW ? FOOD GRAIN ADAVANCE ?
MA ? FESTIVAL ADVANCE ?
TA ? HOUSE RENT ?
OTHER ALLOW ? EPF ?
OTHER ? OTHER ?
TOTAL EARN ? TOTAL DED. ?
Net Pay : ?

DA ofl 2ald3l Pay+GPsll 90% 2Ll
HRA ofl alld3l Pay+GPsil 20% 21G0
MA ofl el Pay+GPell 1% 2Ll
TA ofl 21ld3l Paystl 10% 2160

IT oll 2Ll Paysit 10% 20

GPF ol a1eld?l Pay+GPsll 12% 230
PROF. TAX

%l TOTAL EARN 0-6000 &2l cll 100
%l TOTAL EARN 6001-12000 &la ll 150
TOTAL EARN >12000 8la dl 200
allslofl Slid ot Aoz 53A
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(12) Total Earn, Total Ded. sl Net Pay ofl a1@lct3l 52
(13) HRdA aARat sA
(14) Nov-2013, Dec-2013 M2 Al 2l aaticll AQ 2llesf Yu s

Q2 oA Yl HRd AsAc adellemi etuA $A Bl AUAA Yot Yol QLA 53

1

A B C D = F G H I
Student ID Student CCC-1 CCC-2 CCC-3 CCC4 Total Percentage Result

Name 35 70 35 100 240
2 1 Kiran 28 56 20 80 ? ? ?
3 2 Sanjay 25 45 25 75 ? ? ?
4 3 Hardik 20 52 29 69 ? ? ?
5 4 Jatan 15 47 30 72 ? ? ?
6 5 Komal 18 18 30 55 ? ? ?
7 Slicer
Chart

8 Average ? ? ? ? ? ? ?
9 Minimum ? ? ? ? ? ? ?
10 Maximum ? ? ? ? ? ? ?
11 No of Pass ? ? ? ? ? ? ?
12 No of Fail ? ? ? ? ? ? ?
(1) Quellott set 1S sudeusll .
(2) Quellot est gufetiell A A % Sz A A SUHA o2 U,
(3) (Quiellej uRour M W gat H2 @QuellRA €35 (Quami WMl Aol 40% Andal %331

8. %l (Quiell Wt 8l Al Result Hi SC ol ol Ul 82 dl NC €2lal.
(4) [Quellott 32t 25t YHIA Gl sHHL d0sAl.
(5) oltu Al QudlRAA soslaste AMEolell Heeel clet scel gallal.

(6)

(7)
(8)

(3ceell Heeell 70 estll aurR est alon Quiell el wsl da sdl sA J1 Adt UR W
.

(Quielott ot wal Aol CCC-1 otl UisA €2l Sl AU tloilcl.

s U wAsn [Qeuellol estaudl ealcal wWe e sotld.
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(9) CCC-1, CCC-2, CCC-3 ua cCC-4Ml oltl [Quuelloll UA (Average), AYTH (Minimum) ol
HeTH (Maximum) HIsL §52lotoll Heeell 0.

(10) CCC-1, CCC-2, CCC-3 Ual ccC-4 Hi 3ecll Quiell wa dAuy dect (QenolRA «twd ® A
§s9lotoll Meeell 2H.

(11) CCC-1, CCC-2, CCC-3 Aol CCC-4HI2 C7, D7, E7 ol F7 AGHL QAUTU AL slatlcll.

(12) HRdA 2oict flleul 3l Ua HataHdl Slaset It wl.

Q3. oflAoll Wdl AsAA aballeml et $A Aol WA YAoll Y06l AR A 52,

A B C D = F

1 Transaction ID Date Description Debit Credit Balance
2 1 01/07/2013  |nitial Balance 50000 50000
3 2 13/07/2013  Purchase Row material 8000 42000
4 3 24/07/2013  Food 4000 38000
5 4 10/08/2013 Cheque Received #25632 7500 45500
6 5 12/08/2013  Furniture 5000 40500
7 6 15/09/2013  Bank Interest 2500 43000
8 7 0171072013 Salary 7000 36000
9 8 20/10/2013  Cheque Received #45263 10000 46000
10 9 30/10/2103  Fuel 1000 45000
11 10 03/11/2013  Sales Income 8000 53000
12 Total

Minimum

Maximum

Average

(1) Ras (Balance) Sueutell 0.

(2) $A B}ASs Aol & s W

(3)  HEHM, AYTiH Aol AR Alas, wlas vl RAas ss2lotoll Heeell L.

(4) HEAA AW YA Gl sHHL dUsAl.

(5) soslaelcdt QRotel Heell 10000 A dy ulcs wUA 50008 ay xtasal HEoL wl.
(6) las A Aasoll AWl BAR AL laildl.

o ul s1ejeell Gurlloll 56



(7) QAR M2 AUSUR WS ool

(8) HUdAlaA 2ot Sleui ¥Ral.

(9) 500004l cy RAets dlal dal Ral ssaletoll Heeell ol

(10) Alds A tasell 25l e2ladl We U oletlal.

(1) HEollalr wids U stasell U (subtotal) €2,

(12) BsAloR Hdotloll MUl (3czell wetat wisl 2lleui uaol wou s\l 5,

Q4 o{lAoll 1l NAsAA aballemi etA $A A WA YA Y06l ARLAZ] 53,

A B C D E F G ‘
1 Research Survey
2
3 Question-1 Question-2
4
5 Gender Frequency Percentage Marital Status Frequency Percentage
6 Male 650 Married 750
7  Female 750 Widowed 160
8 Total Divorced 78
9 Separated 50
10 Un-Married 250
" Total

(1) sujcltoll Heeell 25l wal et WA AMe 2slal % Slile Wl

(2) Gender H(2 SIAM U acll 2lleHi olotlcl Wl Aal %Y oM WU

(3) Marital Status M2 WE WS olcll Ae 2leHi tlotldl A Aal 202U ollid WU,

(4) 201 el 201 5EAR AW AU Sl WAl YA 5.

(5) Question-2 o 52 53| olloy el e Wactoll Heedl Ve $A Bl Aoll sleroll uslous
Ao 3oL seclld «l(3.

(6) Sl pdf SITA A3 A 53,
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4.4 Powerpoint-2010 WRLs il

Q1. WeRW SR HL Aol YHIQ $3.

WeRk Wee2 2010 WAl i3l sl sllotdel Hidss: wuot YAcRlE] (@l Ml 2uudl el
o€l RALES Glollcll. Bl RRAUSSHL AR ol Aoll slletcdloll AHLA 53] 25l Y cREle] A2 U Aoll
Geul, Aeti 3, YAAREEIML UcticlalHi tadl AeasH, sHARe(l [@Qotdl, adarr
(QaullAl6dl vl Au o YRR wal stisiloll f2oUs GUR wRUAC ([Qoldl dR YR aRTE
YlRAsed AH % o222 ofl http://www.baou.edu.in U2 Gul ugt A2( 53 sl WEda 0
Ad alscll s daR s3A.

RABSAUHL (1A weuAdl sl 531 Al dedl:

(1) YR aRIEletl LAl A€l olottcll Al Bulleted listell Il 2% 53A.

(2) €38 RUBSHL g2HL AW ol AES ol Yellet s

(3) €35 XAUBS Wlot GUR Ye(Ad & A MUl (QAQAYU Transitionsll GUADL 5A. L UA REABSA
Al% Al (sound) BCll ¥ Braze, Click, Push, Applause oll UBlL GUlaL §3.

(4) A darR scll eussHl VALl A B 3 31 A AW Al A 8l Al A YURL wL M2 dA
Review SOlHl &Gl Spelling $Hlosall GUAaL 53

(5) Yo 2latoll wutll s As UleitHi A Qo2 5.

(6) YRARIE wa slis ol A2 SAL §l2US AUSSHL Ao %%UA GARL Wl HIZ dA Insert
261Ul ¥l Clipart $Hlosall GU2DL $3.

(7) Custom Slide Show $Mlos od N telldcll eUBsU{l %l %el uedll 53 2l o Yro2aetuiell
%EL %EL Show dallR 53

(8) YUAcelotoll 35 ABS HIZ2 UHA otssl 531 A2 $A B AAUSS WWHMU HEALS 1L,

Q2. WeRUE Ul ollA Yol ofl S wlatlcll.

1) AUSS 1 Ul eallcal Yool 2lfed REAUESS olollall

2) AAULSS 2 Hi gl Yol 2uiA ololldl

3) AAUSS 3 Yol ol U clotlal. (%33 det A uel Ancll ela 5)

4) AAULSS 4 Yol ofl RUTS cotldl A %33 QsAR FAU w Uil A

5) AEAUSS Sloagel Wl

6) €5 AAUSTS 5 AS0S WA AHY RURGUE WU HEALA A A ULSS 2 AU 53,
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7) WULS 4 WA 7 Hl 252 A Wo{lN2let 52 AW

8) MUTS 2lodflalet 5F52 WL

9) olcll 2AUeFS-9 GRIL AML AAA HI UOUB HollA SlBURL SHEH GARL
10) atcll cleFs-10 GAIL Aul (AslAl GAZL, (A1 UR HBA AB wcll A WA A Ag s3A.

1) 2)
Course Enrolment
el =l =l Gl il il
. 2009 20000 5630 15000 6000 7500
Student Information 2010 17850 4785 12563 4256 6585
2011 25000 8562 17523 7523 7256
2012 25630 4639 18523 e 3698
2013 15630 4500 16963 6321 7456
3) 4)
Results Certificate Course
Chart Title * Computer Courses « CCC
mPazs% mFal% = Absert % « CIC

Certificate Diploma Bachlor Master

Vocational

[lm * CCC-In Service
5

5)

UL e
l Ve ‘
——
l Director l Beabliay ‘
ITeachHE Staff I en ;te:f?hmg l R m:tt
egistrar

6)

Rucllet el 3y

1
f x2dx
o]

o ul s1ejeell Gurlloll
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7) 8)

esee slleal AU GARA
* Bold
* [talic
* Underline A
* Shadow 3}{;;’;!;«5; u?:leﬂ;%famgj
* Loose Character Spacing Frafiaceat

4.5 Outlook YOS ltcu

Ql.  8-28c WSS wal ol [Qold wBegsHl As 3.
Q2. &-RcHl RoAR dotlall.

Q3. 8-RBAH 5A052 UR (Aol Aoz 53

Q4. AUGBes B-ABAH UR 21§ ol olle wallal.

Q5. wGedsdl dHRL UWid A As WA A-ASA {WsAL. [[@o2: CC ol GUAL 5]
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BAOU

Education
for All

yRalAél olla

RAULAA: URY, AU
AU URH, dU:
ALY YUY, AU

[2izra, A24ld, ugeua, [Baslug i,
3. GUOURASHL AHIGL35 2iuA YRARA U,

AlA AL Ui 1oL A Al Al 2u™,
9l [Bauni [Rud a8, ¢l eal (29 gm-aim.

ML ] AU A, 2iasiA lal ?
$8 blg AILIISR 58, d AL dIRl elal;
R A% AN UST4L 91 dUH UH,
gadRsHl BH Bl Hsacu-l .
ARl HYR aHR 5[0 2udl ads
21851 83AdIA Gonil 54 HSS;
oitet 1l 1 22 uHAAL oG A 8l €,
g2 2udl HL 82 wRel euldRRi yR.

A5 Yoie HE 5,1 Hl2
Yuiril 2wd uei Al Uldid AUH;
AU 32 £[RY ¢idl (Al 53 aswa,

Al 53024 20U Al
@y, A2 [AnLaL...
[Beu eg[Auiu...

e w2 [AHl

DR. BABASAHEB AMBEDKAR OPEN UNIVERSITY
(Established by Government of Gujarat)
'Jyotirmay' Parisar, Opp. ShriBalaji Temple
Sarkhej-Gandhinagar Highway, Chharodi, Ahmedabad-382 481
Website : www.baou.edu.in
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